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Preface 
 
 

The present Guide is a result of a fruitful co-operation between ERRADA and the SIGMA Programme, 
a joint initiative of the OECD and the European Union, financed by the EU, in order to put in place a 
guide for good administrative procedures for Egypt. Good administration practices affect positively 
the daily life of citizens, businesses and public administrative authorities. The principles laid down in 
this Guide are intended to promote a common understanding of what constitutes a good 
administration behavior and to help public bodies to provide a good and efficient service for citizens 
and businesses. The Guide has been inspired by the principles adopted by the "European Code of Good 
Administrative Behaviour" that was endorsed by the European Parliament in September 2001. 

 
 

In light of the above, ERRADA is looking forward to adopting a pilot project to train public officials on 
the implementation of this Guide upon request from public bodies. 

 
 

 
Tarek Hamza 

 

Executive Director 

ERRADA 
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PART ONE INTRODUCTION 

 
In September 2015 members of the Egyptian Regulatory Reform and Development Activity (ERRADA) 
and the SIGMA programme ς the latter is a joint EU-OECD initiative principally financed by the 
European Commission ς started a joint project with the overall goal to contribute to the development 
of a system of good and simplified administrative procedures in the Egyptian public administration. 
The άDǳƛŘŜ ǘƻ DƻƻŘ !ŘƳƛƴƛǎǘǊŀǘƛǾŜ tǊƻŎŜŘǳǊŜǎ ŦƻǊ 9ƎȅǇǘέ όƘŜǊŜƛƴŀŦǘŜǊΥ άDǳƛŘŜέύΣ ǇǊŜǎŜƴǘŜŘ ƛƴ ǘƘƛǎ 
paper, is one of the deliverables of the project and at the same time it is its final result. 

For its overall project methodology, the ERRADA/SIGMA team chose an empiric-analytical bottom-up 
approach, carried out in the following three project phases: 

Phase I aimed at analysing (mapping) in detail the practical steps and the regulatory framework of a 
selected administrative decision-making process of an Egyptian administrative authority and assessing 
this procedure in the light of international standards with a focus on the concept of Good 
Administration as it has evolved within the European Union and its Member States. 

In phase II ς carried out as a pilot - recommendations were elaborated for the conduct of a concrete 
administrative procedure relevant for the business sector. These recommendations, jointly developed 
in cooperation with practitioners of the concerned administrative authority, were directed not only at 
simplifying the procedure but also at ensuring good quality and legality of the administrative services 
to be delivered as the outcome of the procedure. 

On the basis of the findings of both the analytical and the pilot phase, phase III led to the Guide, now 
addressed to the Egyptian public administration in general and applicable for the administrative 
practice across the country. 

The Guide is targeted mainly at administrative practitioners who are involved in the conduct of 
individual administrative procedures. This target-group will find in Part III of this paper detailed 
descriptions of standardised elements and steps of a good and simplified administrative procedure. 
These very practical steps were derived from principles and rules that are commonly acknowledged in 
the European Union as the very basic elements of a regulatory framework required in order to meet 
the standards of good administrative practice. Principles and rules are listed and explained in the 
preceding Part II of this paper. 

The Guide is also directed towards the managerial level of administrative authorities. For this target 
group Part III also provides recommendations for the process of enabling the concerned administrative 
authority to (stepwise) implement the principles and rules of good administration by applying the 
elements and practical steps proposed for the conduct of the procedure. 

Business as well as private sector beneficiaries of administrative services form the third target group 
of the Guide. They would find information on international standards of good administration and to 
what extent a concrete administrative authority has been striving to reach those standards. 

The Guide has been developed as the result of the intensive co-operation between ERRADA and the 
SIGMA programme. The project was led by Mr. Péter Vági, Senior Adviser and Egypt Country Co- 
ordinator of SIGMA and Mr. Mohamed Eissa as the ERRADA Co-ordinator of the co-operation. The 
present Guide was developed by Mr. Wolfgang Rusch and Mr. Lothar Hahn as the lead SIGMA experts 
of the project with the involvement of the SIGMA and the ERRADA team members and experts. 
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1. Why is a good system of administrative procedures needed? 

 
The political success of a government stands and falls with the quality of public administration. 
Therefore, the first answer to the question of a politician, why a good system of administrative 
procedures is needed, has to emphasise the general political importance of public administration for 
ŀ ƎƻǾŜǊƴŀƴŎŜ ǎȅǎǘŜƳΦ ά!ŘƳƛƴƛǎǘǊŀǘƛƻƴ ƛǎ ǘƘŜ ŜȄŜǊŎƛǎŜ ƻŦ ǇƻƭƛǘƛŎŀƭ ŀǳǘƘƻǊƛǘȅ ƛƴ ŜǾŜǊȅŘŀȅ ƭƛŦŜΦέ1 The best 
political concepts, aimed at issues such as creating an education system fit for the future, providing 
social security, protecting the environment, combating the unemployment rate, generating 
sustainable economic growth, or ensuring law and order, will fail if the public administration lacks the 
necessary capacity to put those concepts into reality of everyday life. 

Due to this overarching political importance the state of public administration and its adjustment to 
rapidly changing needs of society and government concepts is currently debated in basically all 
9ǳǊƻǇŜŀƴ ŎƻǳƴǘǊƛŜǎΦ Lƴ ǘƘƛǎ ǇƻƭƛǘƛŎŀƭ ŀƴŘ ǎƻŎƛŀƭ ŎƻƴǘŜȄǘΣ άDƻƻŘ !ŘƳƛƴƛǎǘǊŀǘƛƻƴέ Ƙŀǎ ŜƳŜǊƎŜŘ ŀǎ ŀƴ ŀƭƭ- 
encompassing concept, indicating the overall objective of the modernisation process. 

ERRADA decided to build the Guide on this fundamental concept. All principles and rules provided in 
Part Two of this document as well as every single recommendation, made in Part Three for the purpose 
of putting those principles into good administrative practice, are based on and directly derived from 
ǘƘŜ ƴƻǊƳŀǘƛǾŜ ŦǊŀƳŜǿƻǊƪ ƻŦ άDƻƻŘ !ŘƳƛƴƛǎǘǊŀǘƛƻƴέ ŀƴŘ ƛǘǎ ŜƭŜƳŜƴǘǎΦ 

 
 

2. YŜȅ ŜƭŜƳŜƴǘǎ ƻŦ άDƻƻŘ !ŘƳƛƴƛǎǘǊŀǘƛƻƴέ 

 
άDƻƻŘ !ŘƳƛƴƛǎǘǊŀǘƛƻƴέ ƛǎ ŀǘ ǘƘŜ ǎŜǊǾƛŎŜ ƻŦ ǘƘŜ ŎƻƳƳǳƴƛǘȅΦ Lǘ ǊŜǎǇƻƴŘǎ ǘƻ ǘƘŜ ŜȄǇŜŎǘŀǘƛƻƴǎ ŀƴŘ 
requirements of a balanced approach to safeguarding the public interest while respecting the rights 
ŀƴŘ ƛƴǘŜǊŜǎǘǎ ƻŦ ŀƴ ƛƴŘƛǾƛŘǳŀƭ ŎƛǘƛȊŜƴΦ Lƴ ǘƘƛǎ ǿŀȅ άDƻƻŘ !ŘƳƛƴƛǎǘǊŀǘƛƻƴέ ǇǊƻƳƻǘŜǎ ǎƻŎƛŀƭ ǘǊǳǎǘ ƛƴ ǘƘŜ 
executive power and fosters economic development and social wealth. In contrast, malfunctioning 
adƳƛƴƛǎǘǊŀǘƛƻƴ ƛǎ ŀƴ ƻōǎǘŀŎƭŜ ǘƻ ǇǊƻŘǳŎǘƛǾŜ ƛƴǾŜǎǘƳŜƴǘǎ ŀƴŘ Ŏŀƴ ƭŜŀŘ ǘƻ ŎƛǘƛȊŜƴΩǎ ŘƛǎǘǊǳǎǘ ƻŦ ǘƘŜ ǎǘŀǘŜΦ 

Lƴ 9ǳǊƻǇŜ ǘƘŜ ǇǊƛƴŎƛǇƭŜǎ ŀƴŘ ǎǘŀƴŘŀǊŘǎ ƻŦ άDƻƻŘ !ŘƳƛƴƛǎǘǊŀǘƛƻƴέ ŘŜǊƛǾŜ ŦǊƻƳ 9¦ ƭŜƎƛǎƭŀǘƛƻƴ ŀƴŘ 
judicature2 as well as from good administrative practice in EU Member States and other European 
countries. Thus, these principles provide also baselines in the light of cross-border administrative 
cooperation with EU Member States. 

 
 

3. New challenges 

 
¢ƘŜ ŎƻƴŎŜǇǘ ƻŦ άDƻƻŘ !ŘƳƛƴƛǎǘǊŀǘƛƻƴέ ǊŜŘŜŦƛƴŜǎ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ƻǇeration and citizen-administration 
ǊŜƭŀǘƛƻƴǎƘƛǇǎΦ Lƴ ǘƘŜ Ǉŀǎǘ ǘƘŜ Ƴŀƛƴ ŎƘŀƭƭŜƴƎŜ ŦƻǊ άDƻƻŘ !ŘƳƛƴƛǎǘǊŀǘƛƻƴέ Ƙŀǎ ōŜŜƴ ǘƘŜ ǊŜǎǇŜŎǘ ƻŦ ǘƘŜ 
Rule of Law, according to which, administrative actions have to be based on a valid legal provision 

 
 

1 
Max Weber (1922) Wirtschaft und Gesellschaft: Grundriss der verstehenden Soziologie (5th revised edn. 1980. 
¢ǸōƛƴƎŜƴύ ǇΦ нуΤ ǘƘŜ ƻǊƛƎƛƴŀƭ ǉǳƻǘŀǘƛƻƴ ƛƴ DŜǊƳŀƴ ǊŜŀŘǎΥ αtƻƭƛǘƛǎŎƘŜ IŜǊǊǎŎƘŀŦǘ ƛƳ !ƭƭǘŀƎ ƛǎǘ ±ŜǊǿŀƭǘǳƴƎΦά 

2 
Article 41 of the Charter of Fundamental Rights of the European Union (2000/C 364/01); 

Of fundamental relevance for the public administration are also : 

Article 2 of the Treaty on European Union, according to which the "Union is founded on the values of respect 
for human dignity, freedom, democracy, equality, the rule of law and respect for human rights, including the 
rights of persons belonging to ƳƛƴƻǊƛǘƛŜǎΦέ 

Article 197 of the Treaty on the Functioning of the European Union, which refers to administrative capacity of 
the Member States as a matter of common interest. 
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circumscribing the competence of the administrative authority and setting its limits. In this way, 
predictability and accountability of administrative actions are ensured. 

However, in addition to that a more ǊŜŎŜƴǘ ŀƴŘ ŀŘŘƛǘƛƻƴŀƭ ŎƘŀƭƭŜƴƎŜ ŦƻǊ άDƻƻŘ !ŘƳƛƴƛǎǘǊŀǘƛƻƴέ Ƙŀǎ 
been to respond to fundamental social, cultural, technological and economic changes that have 
occurred during the last decades. These changes affect all countries, but are particularly relevant for 
transition countries. 

One of the recent changes can be described as a more equal relationship between state authorities 
and citizens. Modern democratic administration does not regard anymore the citizen as subordinated 
to public authorities. For a public administration of today the citizen shall be seen as an asset: the 
citizen as the beneficiary of an administrative service shall be given space as an active partner, who 
can contribute to the general welfare. His/hers input, cooperation and participation shall be 
encouraged and sought after as a necessary condition for democratic and efficient administration and 
for economic development. In this new context, administrative decision-making and provision of 
administrative services need to adjust. This involves a new place for values such as transparency, 
ǎƛƳǇƭƛŎƛǘȅ ŀƴŘ ŎƭŀǊƛǘȅΣ ǇŀǊǘƛŎƛǇŀǘƛƻƴΣ ǊŜǎǇƻƴǎƛǾŜƴŜǎǎ ŀƴŘ άŎƛǘƛȊŜƴ ƻǊƛŜƴǘŜŘέ ǇŜǊŦƻǊƳŀƴŎŜΦ ¢ƘŜȅ ǊŜŘŜŦƛƴŜ 
ǘƘŜ ǊŜƭŀǘƛƻƴǎƘƛǇ ǘƻ ŎƛǘƛȊŜƴǎ ŀǎ ƳƻǊŜ άƘƻǊƛȊƻƴǘŀƭέΦ [ŜƎŀƭ ǇǊƻǾƛǎƛƻƴǎ ŀƴŘ ǘƘŜƛǊ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ 
implementation need to incorporate this redefinition and keep up with these developments. 

The second change is related to the fact that today people communicate differently than they did ten, 
twenty, thirty years ago. This is not only the result of the fast-paced and revolutionary development 
of information and communications technology. It is also the style of communication in general that 
has changed within the society; the diction at least of the younger generation is more direct and less 
formalised, differences between communicating parties in terms of social standing or stages of life 
have become more and more irrelevant. 

A third fundamental change is characterized by a significant speed up of any kind of processes within 
the society. Everywhere and always immediate response is expected, waiting for a reaction is seen as 
waste of time. 

άDƻƻŘ !ŘƳƛƴƛǎǘǊŀǘƛƻƴέΣ ǿƘƛŎƘ ƛǎ ƻǊƛŜƴǘŜŘ ǘƻ ŎƛǘƛȊŜƴǎΩ ƴŜŜŘǎΣ Ƙŀǎ ǘƻ ŀƴǎǿŜǊ ǘƻ ǘƘƻǎŜ ǎƻŎƛŜǘŀƭ ŎǳƭǘǳǊŀƭ 
changes. It shall: 

¶ be more horizontal; 

¶ use contemporary technology and style of communication; 

¶ strive for prompt results. 

 
4. .ŜƴŜŦƛǘǎ ƻŦ άDƻƻŘ !ŘƳƛƴƛǎǘǊŀǘƛƻƴέ 

 
άDƻƻŘ !ŘƳƛƴƛǎǘǊŀǘƛƻƴέ ŜƴƘŀƴŎŜǎ ƎƻƻŘ ƎƻǾŜǊƴŀƴŎŜ ŀƴŘ ǇƻƭƛǘƛŎŀƭ ŜŦŦƛŎƛŜƴŎȅ ŀƴŘ ŦƻǎǘŜǊǎ ŜŎƻƴƻƳƛŎ 
development of a country. 

Impact on political efficiency and democratic governance 

Reliable, fair, open, accountable and efficient administration means proper implementation of political 
decisions and legal rules. The public interest is effectively and efficiently pursued and the rights and 
interests of the citizens are respected. This is to the benefit of government, citizens and more 
generally, democratic governance. Furthermore, by creating predictability, enhancing political 
ƭŜƎƛǘƛƳŀŎȅ ŀƴŘ ǇǊƻƳƻǘƛƴƎ ŘŜƳƻŎǊŀǘƛŎ ƎƻǾŜǊƴŀƴŎŜΣ άDƻƻŘ !ŘƳƛƴƛǎǘǊŀǘƛƻƴέ ǇǊƛƴŎƛǇƭŜǎ ǇǊƻƳƻǘŜ political 
efficiency. 
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Predictability is important for government in order to make sure its decisions will be implemented. It 
is also important for citizens, who are able to know their rights and obligations, act accordingly, and 
know what to expect from public administration when deploying their activities. 

CŀƛǊ ǘǊŜŀǘƳŜƴǘ ƻŦ ŎƛǘƛȊŜƴǎΩ ƛƴǘŜǊŜǎǘǎ ǘƘǊƻǳƎƘ ǇƻǎǎƛōƛƭƛǘƛŜǎ ƻŦ ƘŜŀǊƛƴƎǎΣ Ŏƻƴǎǳƭǘŀǘƛƻƴ ŀƴŘ ǇŀǊǘƛŎƛǇŀǘƛƻƴΣ ŀǎ 
well as accountability shape favourable conditions for the acceptance of administrative decisions (and 
ƳƻǊŜ ƎŜƴŜǊŀƭƭȅ ŀƭǎƻ ŦƻǊ ƎƻǾŜǊƴƳŜƴǘ ǇƻƭƛŎƛŜǎύ ōȅ ǘƘƻǎŜ ŀŦŦŜŎǘŜŘ ŀǎ ǿŜƭƭ ŀǎ ōȅ ǘƘŜ ƎŜƴŜǊŀƭ ǇǳōƭƛŎΦ άDƻƻŘ 
!ŘƳƛƴƛǎǘǊŀǘƛƻƴέ ŦƻǎǘŜǊǎ ǘǊǳǎǘ ƛƴ ƛƴǎǘƛǘǳǘƛƻƴǎΣ ŀ Ǿƛǘŀƭ ǇǊŜŎƻƴŘƛǘƛƻƴ ŦƻǊ ƭƻǿ ŎƻƳǇƭƛŀƴŎŜ ŎƻǎǘǎΣ ǎƻŎƛŀƭ ǇŜŀŎŜ 
and political stability. 

On the contrary, the lack of such conditions results in weak administration, weak state institutions 
and, in the end, a low capacity for a society to promote its well-being. Delays, inefficiency, partiality, 
arbitrariness, corruptionΣ ƴŜǇƻǘƛǎƳΣ ǇŀǘǊƻƴŀƎŜΣ ŀƴŘ ƻǘƘŜǊ ŦƻǊƳǎ ƻŦ ƳŀƭŀŘƳƛƴƛǎǘǊŀǘƛƻƴ ƭŜŀŘ ǘƻ ŎƛǘƛȊŜƴǎΩ 
resentment, resistance and protest against the state and its institutions; they undermine the 
legitimacy of the government and lead to a failing state. 

All this is important at the international level as well. A well performing administration invites respect 
and acceptance among other states and supranational organisations. Cross-border cooperation needs 
to be based on clear and predictable rules and on efficient domestic institutions. These conditions 
promote the political and economic position of a country on the globalised markets. 

Impact on economic development 

The administrative, legal and court systems of a country form the most important part of its 
institutional infrastructure. Their importance to the development of the economy is universally 
acknowledged. They constitute the basis for the operation of the market and the encouragement of 
the most dynamic parts of society to contribute to its general welfare. Economic success requires 
institutions that encourage individuals to engage in productive and innovative activities, to look for 
opportunities and take up challenges. Foreign investors assess the risk by the chief criterion of 
predictability and stability of the political and institutional environment. It is a primary role of the State 
to define and follow up the respect of the rules of the game ensuring predictability for the deployment 
of economic activities. 

!ƭƭ ǘƘƛǎ ƛǎ ǎŜǊǾŜŘ ōȅ άDƻƻŘ !ŘƳƛƴƛǎǘǊŀǘƛƻƴέ ǇǊƛƴŎƛǇƭŜǎ ŀǎ ŘŜǎŎribed above. State institutions need 
therefore to reduce uncertainty regarding the behaviour of other market participants and the 
economic and social environment in general. Reliable, efficient and transparent administration and a 
legal system that guarantees economic rights by making sure the law is properly enforced are a 
precondition for important long-term investments, either private or public. 

Where such institutions are missing, transaction costs for market participants are high and constitute 
counter-incentives for productive economic initiatives. Economic agents tend to adopt opportunistic 
behaviour concentrating their activities on less productive investments, e.g. in projects with little fixed 
capital and short payback periods. Maladministration in the form of administrative deficiencies and 
obscure, lengthy and unnecessary complex administrative procedures yield the field to partiality and 
corruption. In these conditions, the courts will be unable to play their role guaranteeing the rule of 
law. Such conditions obstruct economic initiatives of domestic or foreign potential investors, with a 
negative impact on unemployment, and a potential negative impact on political stability. 

άDƻƻŘ !ŘƳƛƴƛǎǘǊŀǘƛƻƴέ ǇǊƛƴŎƛǇƭŜǎ ŀƛƳ ŀǘ ōŀƭŀƴŎƛƴƎ ǘƘŜ ƴŜŜŘǎ ƻŦ ǎƻŎƛŜǘȅ ŀnd economic actors in view 
of the common good. They help to shape strong institutions based on which a country can achieve 
welfare objectives while preserving individual ς including economic ς rights and freedoms. They 
encourage and support socially beneficial economic activities and assess the impact of administrative 
ǇǊƻŎŜŘǳǊŜǎ ŀƴŘ ǊŜƎǳƭŀǘƛƻƴǎ ƻƴ ǘƘŜƳΦ άDƻƻŘ !ŘƳƛƴƛǎǘǊŀǘƛƻƴέ ǘƘŜǊŜŦƻǊŜ ǎǘǊƛǾŜǎ ǘƻ ǊŜŘǳŎŜ ǘƘŜ ŜŎƻƴƻƳƛŎ 
Ŏƻǎǘǎ ƴŜŎŜǎǎŀǊȅ ǘƻ ŀŘƘŜǊŜ ǘƻ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ǊŜǉǳƛǊŜƳŜƴǘǎ ŀƴŘ ǊŜŘǳŎŜǎ ǳƴƴŜŎŜǎǎŀǊȅ άǊŜŘ 
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ǘŀǇŜǎέΦ 9ŦŦƻǊǘǎ ǘƻ ŦŀŎƛƭƛǘŀǘŜ ǘƘŜ ŜƴŎƻǳƴǘŜǊ ŀƴŘ ŎƻƳƳǳƴƛŎŀǘƛƻƴ ǿƛǘƘ ǇǳōƭƛŎ ōƻŘƛŜǎ ƛƴŎƭǳŘŜ ǘƘŜ ǳǎŜ ƻŦ L¢-
ōŀǎŜŘ ŎƻƳƳǳƴƛŎŀǘƛƻƴ ƳŜŀƴǎ ŀƴŘ ǘƘŜ ƛƴǘǊƻŘǳŎǘƛƻƴ ƻŦ ǎƛƴƎƭŜ ŎƻƴǘŀŎǘ Ǉƻƛƴǘǎ όάƻƴŜ-stop-ǎƘƻǇǎέύΦ 

The international perspective 

It is not a ŎƻƛƴŎƛŘŜƴŎŜ ǘƘŀǘ ǘƘŜ ǇǊƛƴŎƛǇƭŜǎ ƻŦ άDƻƻŘ !ŘƳƛƴƛǎǘǊŀǘƛƻƴέ ŦƻǊƳ ŀƴ ƛƴǘŜƎǊŀƭ ǇŀǊǘ ƻŦ ǘƘŜ ǾŀƭǳŜ 
system of the European Union. The EU constitutes a complex political and economic environment in 
which predictability is of utmost importance either for joint decision-making or for achieving its 
economic and social goals. This is why these principles are common to all member states of the 
European Union, and to the institutions of the European Union itself. 

¢ƘŜ ǊƛƎƘǘ ƻŦ 9ǳǊƻǇŜŀƴ ¦ƴƛƻƴΩǎ ŎƛǘƛȊŜƴǎ ǘƻ άDƻƻŘ !ŘƳƛƴƛǎǘǊŀǘƛƻƴέ ƛǎ ƭŀƛŘ Řƻǿƴ ƛƴ !ǊǘƛŎƭŜ пм ƻŦ ǘƘŜ 
Charter of Fundamental Rights of the European Union. Furthermore, the Council of Europe in its 
Resolution 77 (31) also acknowledges the right of the European citizens to an administration that 
Ŧƻƭƭƻǿǎ ǇǊƛƴŎƛǇƭŜǎ ƻŦ άDƻƻŘ !ŘƳƛƴƛǎǘǊŀǘƛƻƴέ ŜƴǎǳǊƛƴƎ ǘƘŜ ǇǊƻǘŜŎǘƛƻƴ ƻŦ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭΩǎ ŦǳƴŘŀƳŜƴǘŀƭ 
rights and freedoms and promoting fairness in citizen-administration relations. Additionally, the 
European Court of Justice has shaped general administrative principles on the basis of those created 
and refined by national administrative courts of the Member States of the EU; they came to form a 
core of common European values. 

 
 

5. !ŘƳƛƴƛǎǘǊŀǘƛǾŜ ǇǊƻŎŜŘǳǊŜǎΥ άDƻƻŘ !ŘƳƛƴƛǎǘǊŀǘƛƻƴέ ƛƴ practice 

 
The implementation of the ǇǊƛƴŎƛǇƭŜǎ ƻŦ άDƻƻŘ !ŘƳƛƴƛǎǘǊŀǘƛƻƴέ ǊŜǉǳƛǊŜǎ ŀ ǿŜƭƭ-designed and solid 
platform consisting of four components: 

i. a system of administrative procedures regulating the administrative decision-making process; 

ii. a clearly structured organisation of the public administration and its bodies in all policy areas 
and territorial levels; 

iii. professional, competent and independent personnel, and 

iv. a system of effective judicial control of administrative actions. Each of them is equally 
indispensable for good administrative practice. 

{ƻΣ ŦƻǊ ǇǳǘǘƛƴƎ ǘƘŜ ǇǊƛƴŎƛǇƭŜǎ ƻŦ άDƻƻŘ !ŘƳƛƴƛǎǘǊŀǘƛƻƴέ ƛƴǘƻ ǇǊŀŎǘƛŎŜΣ ŀƴ ŀŘŜǉǳŀǘŜ ǎȅǎǘŜƳ ƻŦ 
administrative procedures is imperative. Such a system sets the general rules for the process of 
carrying out an administrative action, ensuring its quality as much as its legal correctness. A good 
ǎȅǎǘŜƳ ƻŦ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ǇǊƻŎŜŘǳǊŜǎ ǇǊƻǘŜŎǘǎ ŎƛǘƛȊŜƴǎΩ ǊƛƎƘǘǎ ŀƴŘ ǇǊƻƳƻǘŜǎ ŎƛǘƛȊŜƴǎΩ ǇŀǊǘƛŎƛǇŀǘƛƻƴΦ Lǘ 
further avoids unnecessarily complicated, formalistic and lengthy processes and enhances 
transparency and accountability and thus contributes considerably to more integrity of public 
administration, since plenty of cases of corruption aim at ensuring nothing else but an administrative 
decision that is just in compliance with the law and issued in a reasonable time. Finally, a good system 
of administrative procedures reduces both transaction costs for citizens and government 
expenditures; on the other hand, a system of complicated and inefficient administrative procedures is 
costly for the citizen and burdens the state budget significantly. 

Definition of administrative procedure 

CƻǊ ǘƘŜ ǇǳǊǇƻǎŜǎ ƻŦ ǘƘƛǎ DǳƛŘŜ ǘƘŜ ǘŜǊƳ άŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ǇǊƻŎŜŘǳǊŜέ ǎƘŀƭƭ ōŜ ŘŜŦƛƴŜŘ ŀǎ ǘƘŜ ǎŜǉǳŜƴŎŜ 
of actions of an administrative authority in an individual case that aims at the delivery of a concrete 
administrative service or any other administrative measure directed at a party or a group of parties on 
the basis of an administrative decision taken by the administrative authority in accordance with the 
law. 

Administrative procedure also includes actions required for the delivery of the service or the 
implementation of the measure. 



9  

It finally includes a grievance procedure, that is to say the review of an administrative decision in 
response to a complaint lodged by a party. 

The means to achieve good substantive results 

According to this definition administrative procedures are the means and ways by which the 
substantive result of an administrative action is achieved; they are not an end in themselves. Also, 
ǇǊƻŎŜŘǳǊŀƭ ǊǳƭŜǎ Ƴǳǎǘ ƴƻǘ ōŜ ƳƛǎǳƴŘŜǊǎǘƻƻŘ ŀǎ ǇǊƻǾƛŘƛƴƎ άŦƻǊƳŀƭƛǎǘƛŎέ ŀƴŘ ǘƘŜǊŜŦƻǊŜ ƴŜƎƭƛƎƛōƭŜ 
requirements. Procedures directly impact the quality of administrative actions. One of the qualitative 
ŀǎǇŜŎǘǎ ŦƛƴŘǎ ƛǘǎ ŜȄǇǊŜǎǎƛƻƴ ōȅ ǘƘŜ ŀƴŎƛŜƴǘ ǇƘǊŀǎŜΥ άCƻǊƳŀlity is the sworn enemy of the arbitrariness 
ŀƴŘ ǘƘŜ ǘǿƛƴ ǎƛǎǘŜǊ ƻŦ ŦǊŜŜŘƻƳέΦо 

Hence, administrative actions draw their legitimacy from two sources. They are right if they serve the 
public interest and at the same time guarantee individual rights, both reached through prescribed 
procedures. In other words, the correctness of an administrative decision presupposes that the 
process of decision-making took place in compliance with the procedural rules. 

Following from this, procedural rules need to incorporate and materialise the basic values stemming 
from the principles of the rule of law and democracy. In this way, administrative procedures ensure 
legality and citizen-orientation of administrative actions, promote accountability, effectiveness and 
efficiency and provide the standards for judicial review. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

3 
R. v. Ihering, Vom Geist des römischen Rechts, Part 2 (4th edn., 1883, reprinted 8th edn. Basel), p. 471; cited 

by Schwarze, European Administrative Law (revised Edition London 2006) p.1178 
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PART TWO PRINCIPLES AND RULES FOR THE CONDUCT OF SIMPLIFIED 
ADMINISTRATIVE PROCEDURES 

 
The following Part Two this Guide provides a selection of principles and rules that belong in many countries 
to the normative basis for the conduct of administrative procedures, in particular in the EU Member States. 
Each principle and its corresponding rule will be explained in detail, in order to make them plausible and 
implementable for the administrative practice. 

 
 

1. The rule of law and its key elements 

 
The Rule of Law is the fundamental constitutional value for legislature, executive and judiciary of the  Arab 
wŜǇǳōƭƛŎ ƻŦ 9ƎȅǇǘ ό/ƘŀǇǘŜǊ пΣ ŀǊǘΦ фп Ŝǘ ǎŜǉǳΦ ƻŦ 9ƎȅǇǘΩǎ /ƻƴǎǘƛǘǳǘƛƻƴ  ƻŦ нлмпύΦ  Lǘ constitutes a system of 
separation of powers, in other words a system of checks and balances, within which public administration 
is a state power of equal rank beside the legislative branch and  judiciary.  In  such  a system public 
administration has its own exclusive authority, which includes both administrative  decisions and their 
enforcement. 

For the administrative decision-making process the Rule of Law provides various principles and amongst 
others the principles of legality, due process and proportionality. 

 
 

2. The principle of legality and due process 

 
Rule 

Explanation 

The principle of the legality of administration is a cornerstone of all rule of law-based administration. It does 
not only aim at protecting the rights of the individuals, but also safeguards the public interest. The principle 
consists of the following two basic elements: 

 the public administration is bound by the constitution, statutory laws and secondary legislation, 
i.e. every administrative action must be in conformity with the law; 

 every action of an administrative authority, which interferes with the individual rights of the 
citizen, is legal only if there is an authorisation for this action provided by law. 

Furthermore, derived from these two basic elements, the principle of legality also comprises 

Administrative authorities shall exercise their activity in line with the Constitution of the Arab Republic    of 
Egypt, international agreements ratified by the Arab Republic  of Egypt, and applicable legislation in  the 
Arab Republic of Egypt, within the boundaries of their competences, and in conformity with the purpose, 
for which these powers were conferred to them. 

The lawful rights or interests of one party may not be affected by the administrative action, unless provided 
by law, and in compliance with the due process of law. 
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 the requirement of clearly defined competences and responsibilities of administrative  authorities, 
transparent organisation, and predefined decision-making processes; 

 the principle of legal certainty to guarantee that a citizen can rely on the public administration and 
foresee possible administrative actions affecting him or her (in other words predictability of 
administrative decisions and protection of legitimate expectations of the individuals); 

 the strict interdiction of undue political interference or political motivation in administrative 
decisions; 

 legal remedies against administrative actions including recourse to the administrative court in order 
to ensure legal control of administration and protection of individual rights as well as of   the public 
interest. 

The principle of the due process of administration means that procedural rules, once adopted, must be 
complied with, otherwise an administrative decision is considered unlawful - regardless its technical 
content. The party has not only the individual right to a decision that is in conformity with the law, but also 
the right to a legally compliant decision-making process. 

 
 

3. The principle of lawful exercise of discretion 

 
Rule 

Explanation 

First of all, the exercise of discretion is allowed only, if the legislation applicable to the concerned case 
clearly provides the authorization to  use discretionary space for the respective administrative decision.  As 
ŀ ǊǳƭŜΣ ǘƘŜ ǿƻǊŘƛƴƎ ƻŦ ǘƘŜ ŀǇǇƭƛŎŀōƭŜ ǇǊƻǾƛǎƛƻƴ ŜȄǇƭƛŎƛǘƭȅ ŜȄǇǊŜǎǎŜǎ ǘƘŜ ŘƛǎŎǊŜǘƛƻƴ ǘƘǊƻǳƎƘ ǘƘŜ ǿƻǊŘǎ άƳŀȅ 
ŘŜŎƛŘŜέ ƻǊ άƳŀȅ ŀŎǘάΦ .ȅ ǎǳŎƘ ǿƻǊŘƛƴƎ ǘƘŜ ŀǇǇƭƛŎŀōƭŜ ǇǊƻǾƛǎƛƻƴ ƛƴŘƛŎŀǘŜǎ ǘƘŀǘ ƛǘ ǎƘŀƭƭ ƴƻǘ ōŜ ƛƳǇƭŜƳŜƴǘŜŘ 
strictly but the administrative authority shall have the choice between several lawful solutions. 

The rule formulated above provides some general requirements for the lawful use of  discretionary power: 

 Not going beyond the limits (no.1 above) 

Purpose of this limitation is to ensure the public body will take its discretionary decision within the 
boundaries of the legal consequences of the law. If, for instance, the law provides to raise a charge from 

When the law authorizes the administrative authority to decide at its discretion through choosing between 
two or more possible lawful actions, the decision shall be lawful,  when all of the  following  three conditions 
are met: 

1. The decision does not exceed the limits of the power granted by the legislation allowing the  discretion. 

2. The choice by the administrative authority was made to achieve the objective for which the legislation 

granted the discretion, and the option chosen is in compliance with the principle of proportionality. 

3. The chosen alternative does not contradict the universally  accepted norms of science or technique,  nor 

does it offend the elementary principles of justice, logic or practicability. 
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100 to 200 Egyptian pounds, the public body must not determine an amount of 300  because  the  decision 
options are limited to the space between 100 and 200. 

 Not going beyond the legal objectives (no.2 above) 

The public body must take into account the legal objectives of the law granting discretionary space and 
must orient the decision towards these objectives. By doing so the public authority must assess the 
importance of the objectives in the special case and take into consideration to  what  extent  the objectives 
can be achieved by the options given. 

 Proportionality (no.2 above) 

A central requirement for the lawfulness of a discretionary decision is the compliance with the principle  of 
proportionality which is explained in detail in the following section of this Guide. 

 Elementary principle of justice (no. 3 above): equal treatment of citizens 

It is due to the principle of equality that the administrative  authority must not use its discretionary  power 
to treat people differently without substantial reasons. If for instance the public body has raised a charge 
of 100 Egyptian pounds in specific cases, it must present valid reasons to raise a higher charge of 200 in 
identical or similar cases. 

 Procedural preconditions 

Finally, a discretionary decision can be seen as lawful only if all procedural preconditions applicable to   the 
administrative procedure are fully met. 

Other examples of unlawful use of discretion can be categorized by non-use, misuse and excess of discretion 
as follows: 

 Non-use of discretion 

The public body ς due to erroneous interpretation of the relevant legal provision or if it mistakenly sees 
itself as bound to some other law or administrative order ς considers that it has no discretion in the matter 
and proceeds as if the decision were to be adopted in the exercise of circumscribed powers and not as a 
matter of discretion. 

The body fails to exercise its discretion because it does not exercise it due to idleness. 

 Misuse of discretion 

The public body uses discretion for an unlawful purpose and not for the purpose laid down in the norm 
granting discretion. 

Not all or wrong facts are taken as basis of a decision. 

The body decides all cases of a particular class schematically in a fixed manner without considering the facts 
of individual cases. 

Irrelevant considerations are taken into account. 

The exercise of the discretion is based on improper motives or bad faith (personal subjectivity of the public 
body such as personal enmity or friendship, economic interests, party affiliations etc. must not   play a role 
in the decision making process). 
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 Excess of discretion 

The public body does something, which is clearly unauthorized to do under the enabling law such as 
imposition of a fine beyond the upper limit set out by law. 

In ǎƻƳŜ ǎǇŜŎƛŦƛŎ ŎŀǎŜǎΣ ŀ ǊŜǎǘǊƛŎǘƛƻƴ ƻŦ ǘƘŜ ŘƛǎŎǊŜǘƛƻƴ όάǊŜŘǳŎǘƛƻƴ ǘƻ ȊŜǊƻέύ ŎƻǳƭŘ ƭŜŀŘ ǘƻ ŀ ŦŀƛƭǳǊŜΦ wŜŘǳŎǘƛƻƴ 
to zero means that in spite of the theoretical choice given by the discretionary power to act  one way or the 
other, only one course of action may be legal. For example, assuming ς according to the law ς inspectors of 
buildings have full discretion to intervene if the owner of a building misuses his building. Normally they 
would issue an order to abandon the misuse within a standard deadline.  However, in the case of material 
danger to the legally protected interests of the neighbours by such misuse, inspectors are under an 
obligation to intervene and immediately stop the abusive action. 

The requirement of equality of treatment in the exercise of discretion is not observed. This will be the case, 

if the public body deviates in a single case from an established lawful administrative  practice without there 
being any objective substantive justification for that difference in treatment. 

The most important element to the dutiful exercise of discretion is the observance of the principle of 
proportionality that will be explained in the following section. 

 
 

4. The principle of proportionality 

 
Rule 

Explanation 

The principle of proportionality is applicable to any administrative action, for which the law grants discretion 
ŀƴŘ ǿƘƛŎƘ Ƴŀȅ ǊŜǎǘǊƛŎǘ ŀƴ ƛƴŘƛǾƛŘǳŀƭΩǎ ǊƛƎƘǘ ƻǊ ŀ legitimate interest of a party. The principle is   of highest 
relevance for discretionary decisions because it limits ς as a general rule ς the space for any discretional 
decision of the administration. 

The principle of proportionality of administration comprises three elements to be  distinguished.  An action 
can be seen in alignment with the principle only if the requirements of all of them are met. The 
requirements of these elements must be examined in a specific order: Firstly the suitability, secondly the 
necessity and thirdly the adequacy. 

Any administrative action, which, for reasons of protection of the public interest or the rights of others, may 
restrict an individual right, or may affect his/her legitimate interest, shall be conducted in line with the 
proportionality principle. 

An administrative action shall be in line with the principle of proportionality only when such action is: 

i) necessary to attain the purpose set out in the law, and does so with means and measures that the 
least affect the rights or legitimate interests of the party; 

ii) suitable to achieve the purpose set out in the law; and 

iii) in right proportion to the need that has dictated it 
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¶ Suitability 

An action or decision is suitable if it can lead to the purpose the action is taken for. It is not necessary   that 
the most suitable action is taken. To meet the requirements of the principle of proportionality it is sufficient 
that the action is a possible step on the way to achieve the aim or purpose the  action is  directed to. It is 
unlawful, however, to choose an action which is unsuitable at all. 

¶ Necessity 

The sub-principle of necessity of an action is met if there is no other action which, on one hand  is  suitable 
in the same way but on the other hand is less onerous to the affected party. If the public body  has two or 
more options to achieve a specific purpose to the same extent it must choose the option  which has the 
smallest impact on the rights or legal interests of the affected party. 

¶ Adequacy 

On the third level, the principle of proportionality requires a comparison and balance between the goals or 
aims of an action on one hand and the onerous affection of the party in question on the other hand. The 
importance of the affected or involved rights or interests on one side and the rights or public  interests to 
be achieved on the other side must be considered properly if the law  had left space to  choose two or more 
options. 

 
 

5. Principle of objectivity and impartiality 

 
Rule 

Explanation 

By implementing and executing the legislation in force the administrative authority conducting the 
administrative procedures must take into account all circumstances, all information and relevant facts 
regardless whether they are in favour of the state, regional or local government or in favour of  the  parties 
involved in the procedures. Conducting administrative procedures means that the activities are both in 
common as well as in private interest. All elements relevant to the decision must be taken into account and 
in consideration. There must not be any preference or advantage to a specific interest. 

The administrative authority is ς as a rule ς obliged to investigate all facts relevant to the procedure 
objectively and ex officio (see below explanation on the Principle of ex-officio  investigation  under  section 
12) and to seek evidence if necessary to take a final decision. The public body is authorized to weigh and 
balance the interests involved, especially in a case where the law gives space for different options. But it is 
not authorized to assess special interests higher than others without an  objective reason. 

 
 

6. Principle of equality and non-discrimination 

 
Rule 

The administrative authority shall act in an objective and impartial manner. Actions of a public official 
shall never be guided by personal or family interests or by political pressure. 

An administrative authority exercises its activity in compliance with the principle of equality. 
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Explanation 

The constitutional principle of equality binds the activities of administrative authorities in the frame of  the 
legislation in force to deal with cases in the same manner and to treat them equally if their substantive 
elements are equal, otherwise to treat cases differently if their substantive elements are different. Different 
treatments must be justified. 

Since no case is completely the same as another one it is of importance to decide which elements of the 
cases are relevant, in order to treat them equally or differently. The rule says that only objective 
characteristics shall justify different treatments. It is forbidden to discriminate persons due to  the grounds 
listed. 

If a public body has recently treated specific cases in a specific way, it is obliged to treat new cases in the 
future in the same way unless it has good reasons to alter the practice and treat new cases differently. This 
applies at least if the current practice is in alignment with the legislation in force. As a rule: if the public 
bodies have treated specific cases in the past in an unlawful way, they are not authorized to treat new cases 
in the same unlawful way on the grounds that is was a consequence of the principle of  equality. 

The rule also forbids different treatments of special characteristics or situations connected to the party. 

Forbidden, however, is only the discrimination and not any different treatment due to reasoned substantial 
and objective differences. It is for instance forbidden to treat people differently only due to their health 
situation. However, it is not forbidden to prefer a person with good health when choosing new personnel 
to be employed in civil service. Therefore, discrimination means that there are no objective reasons for 
different treatment but only the grounds forbidden by the principle and rule of non-discrimination. 

 
 

7. Principle of efficiency through simplified administrative procedures 

 
Rule 

Explanation 

An administrative procedure shall be dominated by informality and has to be carried out with  expediency, 
simplicity, minimum possible costs, and in proportion with what is needed to achieve the objective of the 
procedure. This principle is a guiding principle of άDƻƻŘ !ŘƳƛƴƛǎǘǊŀǘƛƻƴέ and the 

Parties, who are at the same objective situations, shall be treated equally. In specific cases, where a 
differentiated treatment is made, such treatment should only be justified by  the  objective  characteristics 
related to the specific case. 

The public organ shall, during the exercise of its activity, avoid any discrimination on grounds of gender, 
race, colour, ethnicity, citizenship, language, gender identity, sexual orientation, political, religious or 
philosophical beliefs, economic, education or social situation, pregnancy, parental belonging, parental 
responsibility, age, family or marriage situation, civil status, residence, health situation, genetic 
predispositions, disability, belonging to a special group or any other ground. 

The administrative procedure shall be conducted with as little expenses as possible in terms of costs,   time 
and work load, for the administrative authority and for the parties, but at the same time in such a manner 
as to obtain everything that is necessary to a lawful and effective outcome. 
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importance of simplified, that is to say speedy and efficient administrative proceedings,  for  the  economic 
development of Egypt. It will encourage investments and must not be underestimated. 

Almost every other principle and rule presented in this Guide have ς when implemented ς also an efficiency 
enhancement effect. This is in particular true for the: 

¶ Principle of responsiveness of the administrative authority; 

¶ Principle of Information and active assistance; 

¶ Principle of ex-officio investigation; 

¶ Principe of ex-officio use of existing data; 

¶ Principle of hearing the party; 

¶ Principle of speediness of the procedure; 

¶ Principle of legal protection through grievance procedure. 

The compliance with all of these general principles and rules, which are applicable  to  every administrative 
procedure, make a major contribution to efficient and simplified procedures. 

!ƴƻǘƘŜǊ ƛƳǇƻǊǘŀƴǘ ƛƴǎǘǊǳƳŜƴǘ ǘƻ ŀŎŎŜƭŜǊŀǘŜ ŀƴŘ ǘƻ ǎƛƳǇƭƛŦȅ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ǇǊƻŎŜŜŘƛƴƎǎ ƛǎ ǘƘŜ άǇƻƛƴǘ-of- 
single-ŎƻƴǘŀŎǘέ ŀǇǇǊƻŀŎƘ όŀƭǎƻ ŎŀƭƭŜŘ άƻƴŜ-stop-ǎƘƻǇέύΦ 

Fast and efficient proceedings are also fostered by the improved delegation of decision-making competence 
within a given administrative body. Overloading the top of an organisation with any, big or small, 
administrative decisions create bottlenecks that are inimical to both efficiency and quality in administrative 
procedures. According to good administrative practice, decisions shall be delegated and entrusted as far as 
possible to well-trained civil servants (subsidiarity principle) who are familiar with the subject matter, 
without eliminating the possibility of control by the heads of public units. 

Of course, the principle of simplified, speedy, and efficient procedures does not exclude the existence of 
certain substantial procedural steps, even though it might appear more or less formal when such formalities 
are necessary  to  guarantee the lawfulness and the merits of the final decision. In the end, it  is the rule of 
law that is the predominant principle for the executive power of the State. 

 
 

8. Principle of speediness of the procedure 

 
Rule 

An administrative proceeding, initiated upon request of a party, shall be concluded as soon as possible, but 
no later than within the deadline established by law for that type of procedure. In case the law provides no 
special deadline, the general deadline applicable to the conclusion of administrative procedure, including 
the notification of the decision, shall be no more than 45 days from the date of its institution. 

If the law establishes the obligation of a party to submit a document or perform a procedural action as a 
part or together with the submission of an initial request, the deadline determined shall start running from 
the complete filing of the initial request. 

Except when explicitly forbidden by law, when justified because of the complexity of  a particular case,  the 
administrative authority may extend only once the original deadline for a period necessary to 
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Explanation 

The rule derived from the principle of speediness stipulates the obligation of an administrative authority to 
conclude an administrative procedure that is initiated upon the request of the party as quickly as possible 
but always within the respective deadline prescribed by legislation. Such an obligation ensures the 
predictability of the administrative behaviour, the legal certainty for the individuals involved and the public 
interest as well as the efficiency of the administration (as already emphasized above in section 7). The 
establishment of sectoral time-limits is an appropriate solution to balance the celerity of the procedure and 
the quality and lawfulness of its final output. 

The actual duration required for the administrative authority to conclude the procedure depends on the 
case-by-case complexity of that individual procedure, while the deadline prescribed by the legal  provisions 
for that type of the procedure should be seen as the ultimate deadline. It means that the authority should 
not expect the end of such a deadline to issue a decision but at any time proceed in accordance with the 
principle of efficiency and conclude the procedure as soon as possible and as the complexity of that 
individual procedure allows. It is a call to find a balance between the speediness and quality of the 
procedure. 

 
 

9. Principle of freedom of form of communication 

 
Rule 

Explanation 

As a rule, an administrative proceeding shall be carried out without strict formal prescriptions and shall not 
be bound to a specific form, to ensure and support an uncomplicated, appropriate and timely action of the 
public administration. Strict formalities should be reserved for specific administrative procedures where the 
law prescribes a more formalised procedure, for instance in a written form or with the use of specific 
templates. 

If administrative procedures are regulated in a too formalistic and detailed manner, there is a danger   that 
procedures are not carried out as swiftly and as simply as possible. Such regulations are often a reason for 
the acting public official to think and act only in a very formalistic and bureaucratic way. 

The most relevant element for an up-to-date administration is the use of internet-based communication 
ƛƴŎƭǳŘƛƴƎ άǎƻŎƛŀƭ ƳŜŘƛŀέΦ 

conclude the procedure, considering the complexity of the case, but never longer than the original 
deadline. 

Within the original deadline, the party shall be notified of the decision to extend the deadline, with the 

indication of the new expiration date, as well as of the reasons for the extension. 

In general, an administrative procedure is not bound to a specific form. Unless otherwise stipulated by law, 
the administrative authority is free to choose the appropriate way of communication with the party by 
taking into consideration the legal protection of the party as well as the effectiveness, transparency, and 
cost of the communication means. Priority shall be given to internet-based communication technology. 
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10. Principle of responsiveness of the administrative authority 

 
Rule 

Explanation 

This rule covers two situations. First, if the subject matter of the submission falls in the area of competence 
of the administrative authority, the administrative authority must not refuse to  deal with  the submission 
and, depending on the case, must decide how to treat the request of the party. Second,    if the addressed 
authority does not have the competence to handle  the subject matter, it shall inform  the party about the 
lack of competence and reroute the submission to the competent  authority.  In  either case, if the 
administrative authority does not respond within a prescribed period of time, the    party has the right to 
lodge a complaint against such administrative silence. 

 
 

11. Principle of Information and active assistance 

 
Rule 

Explanation 

The principle of information and active assistance marks a central characteristic of modern  administration. 
The party must not be seen as an opponent or adversary to the administrative authority but more so as a 
partner with whom the authority has to cooperate with by implementing the law. Therefore, the public 
body must provide assistance to the party if needed. Especially the provision of information is required to 
compensate any lack of knowledge according the administrative procedure. That requires not only a service-
oriented mentality and behaviour of the acting officials but also  a conduct towards the procedures that is 
άŀǎ ŜŦŦŜŎǘƛǾŜ ŀƴŘ ŀǎ ǎƛƳǇƭŜ ŀǎ ǇƻǎǎƛōƭŜέΦ Lƴ ŀŘŘƛǘƛƻƴ ǘƻ ǘƘŜǎŜ ǊŜǉǳƛǊŜƳŜƴǘǎΣ ǘƘŜ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ŀǳǘƘƻǊƛǘƛŜǎ 
have to take measures to open access to the authority by electronic means in order to alleviate the 
communication for the citizen. 

The administrative authority shall answer every submission. The minimal content of such  answer  includes 
the confirmation of the submission of the application and information about how and within which period 
of time the administrative body will process the application. 

The administrative authority shall inform the parties of their rights  and  obligations  in the  proceeding and 
indicate the legal consequences of their actions or inactions during the proceeding. It shall assist the parties 
in order to protect and fulfil their rights and legitimate interests as easily as possible, without affecting the 
rights and legal interests of other persons. 
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12. Principle of ex-officio investigation of facts 

 
Rule 

Explanation 

The core of the preparatory stage of an administrative procedure is the administrative investigation, which 
might be broadly defined as the process for acquiring and assessing information, be it facts or interests. The 
administrative investigation phase is led by the inquisitorial principle;  that is the principle  of ex-officio 
investigation, and its counterpart, the duty of careful consideration. 

The purpose of the inquisitorial principle is to ensure legally correct and especially factually true 
administrative decisions. In that respect, the public body, when exercising its administrative power in a 
concrete administrative case, is the guarantor for safeguarding public interest. As such, the public organ  is 
the master of the procedure and as such it is under a duty to ex-officio ς that is without depending on the 
ǇŀǊǘȅΩǎ ƛƴƛǘƛŀǘƛǾŜ ƻǊ ǿƛƭƭ ς to conduct a comprehensive and accurate investigation in  order  to  establish the 
real factual situation, to correctly apply the law and to take the right decision. 

The administrative investigation is performed from an ex-ante  perspective. Therefore  at the beginning  of 
the investigation process the range of potentially relevant facts and circumstances can frequently be 
unforeseen and would need to a certain extent to be opened to the development of the individual case. 

 
 

13. Principle of ex-officio use of existing data 

 
Rule 

Explanation 

Certain facts and circumstances that are relevant for one case might already be certified by documents   or 
files (e.g. birth certificate) which constitute evidence and truthiness for their existence and which are under 
the possession of the public administration. The principle of ex-officio use of existing data  stipulates the 
obligation of the administrative authority conducting the procedure to acquire such documents ex-officio 
without asking their submission by the party. The latter could be only asked to inform the administrative 
authority about the necessary elements the administrative authority needs for 

The administrative authority shall ex officio investigate all facts and assess all circumstances necessary   for 
resolving the case. The public organ shall independently determine the type and scope of administrative 
investigation and assess whether a fact or circumstance is relevant for the solution of the case. 

The party shall co-operate with bona fide with the public organ in establishing facts and circumstances 
necessary for the resolution of the case. The party shall be obliged to supply evidence, provide information 
and written statements, and to appear personally to make statements before the public organ only where 
this is explicitly required by law. 

Except when provided otherwise by a legal provision, the administrative authority conducting the 
administrative proceeding shall not request documents that certify acts, facts, qualities or subjective 
situations, necessary to conduct an administrative investigation, whenever they are already in the 
possession of the authority. If necessary, however, the administrative authority may  request  from  parties 
those date or elements required for the identification of documents. 
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identification of the respective documents. The obligation is, on the one hand, a concretisation of the 
Principle of ex-officio investigation of facts (see above section 12) and on the other hand, it aims at reducing 
the administrative burdens, and therefore contributes to efficiency and speeding up of a procedure. 

 
 

14. Principle of hearing the party 

 
Rule 

Explanation 

According to the principle of hearing the party, the administrative authority is obliged to notify the party of 
the opportunity to be heard before the final decision is taken and also of the modalities of performing such 
a notification. 

The right of ƘŜŀǊƛƴƎ ƛǎ ŀ ǇŀǊŀƳƻǳƴǘ ŜƭŜƳŜƴǘ ƻŦ ŎƛǘƛȊŜƴǎΩ ŦǳƴŘŀƳŜƴǘŀƭ ǊƛƎƘǘǎΣ ŘŜǊƛǾƛƴƎ ŘƛǊŜŎǘƭȅ ŦǊƻƳ ǘƘŜ 
fundamental principles of human dignity and the rule of law and the key stone of participation in 
administrative procedure. This right provides that the party will be given the opportunity to explain its own 
way to see the facts and judicial problems the procedure is dealing with before a decision is taken. 
Furthermore there is the obligation of the administrative authority to take notice of the statement and   to 
take it in consideration for the final decision. The latter requires that the administrative authority 
documents this consideration in the reasoning of the final decision (see below Principle of the obligation to 
state reasons, section 15). 

The ǇŀǊǘȅΩǎ ǊƛƎƘǘ ƻŦ ŀ ŦŀƛǊ ƘŜŀǊƛƴƎ ŘǳǊƛƴƎ ǘƘŜ ǇǊƻŎŜŘǳǊŜ ŎƻǊǊŜǎǇƻƴŘǎ ǘƻ ǘƘŜ ƻōƭƛƎŀǘƛƻƴ ƻŦ ǘƘŜ  ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ 
authority to proactively inform the party about this right and the related opportunities,    so that the party 
concerned will be enabled to participate in the  proceeding and defend his/her  rights and legitimate 
interests by putting forward facts and arguments.   In order to do that, the party should   be properly notified 
with all the necessary elements he needs to be aware of in order to exercise his    right in the procedure. 
The right of hearing allows the party to be subject to the proceedings rather than  a mere object to the 
administration. 

However, the fair hearing is not only in the interest of the party but also in the public interest. Public 
administration of today shall see the party as an active partner, whose input, cooperation and participation 
in the administrative procedure shall be encouraged and sought after as a necessary condition for efficient 
administrative decision-making based on the two pillars of legality and citizen- orientation. In this context, 
ǘƘŜ ŦŀƛǊ ƘŜŀǊƛƴƎ ƛǎ ŀ ǇǊƻŎŜŘǳǊŀƭ ƛƴǎǘǊǳƳŜƴǘ ǘƻ ŎƻƴǘǊƛōǳǘŜ ǘƻ άǊƛƎƘǘέ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ŘŜŎƛǎƛƻƴǎΣ ŘŜŎƛǎƛƻƴǎ ǘƘŀǘ 
are lawful and expedient, and find acceptance on the part of the addressee; the latter especially in cases 
ǿƘŜƴ ŘǳŜ ǘƻ ŀ ƭŜƎŀƭ ǎƛǘǳŀǘƛƻƴ ǘƘŜ ǇŀǊǘȅΩǎ ŜȄǇŜŎǘŀǘƛƻƴǎ ƻǊ 

The administrative authority shall ensure that, at every stage in the administrative procedure, the rights of 

ŀƭƭ ǇŀǊǘƛŜǎ ŀŦŦŜŎǘŜŘ ōȅ ǘƘŜ ŀǳǘƘƻǊƛǘȅΩǎ ŘŜŎƛǎƛƻƴ ŀǊŜ respected. 

Before a final decision is taken, the administrative authority shall notify the party about its right to be heard, 
unless it is evident that the decision shall be a complete endorsement of its request; the notification shall 
include an indication of the results of the administrative investigation, of the expected results of the 
proceeding, as well as information on how to exercise the right to be heard. 

The right to be heard may be exercised in writing or verbally to be recorded by the administrative authority. 
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demands could not be fully satisfied. Moreover ς more generally spoken ς the hearing of the party is the 
procedural implementation of basic values and principles of public administration, such as legality, 
transparency, active assistance, objectivity, impartiality and simplicity. They redefine the relationship 
ōŜǘǿŜŜƴ ŎƛǘƛȊŜƴǎ ŀƴŘ ǇǳōƭƛŎ ŀŘƳƛƴƛǎǘǊŀǘƛƻƴ ŀǎ ƳƻǊŜ Ŝǉǳŀƭ όάƘƻǊƛȊƻƴǘŀƭέύ ǘƘŀƴ ƛƴ ŦƻǊƳŜǊ ǘƛmes, when the 
citizen was regarded mainly as subordinated to public authorities. 

 
 

15. Principle of the obligation to state reasons 

 
Rule 

Explanation 

The obligation of the administrative authority to explain how and why it came to the decision is one of  the 
ōŀǎƛŎ ǊŜǉǳƛǊŜƳŜƴǘǎ ƻŦ άDƻƻŘ !ŘƳƛƴƛǎǘǊŀǘƛƻƴέΦ ¢ƘŜȅ ƘŀǾŜ ǘƘŜ ŦƻƭƭƻǿƛƴƎ functions: 

Firstly, the obligation to provide a statement of reasons derives from the role of the citizen as a partner   of 
the public body. This partner-ship function has been becoming increasingly important in the course of the 
development of a citizen-oriented public administration, where administrative  authority  and party  of an 
administrative procedure encounter on an equal footing. A decision without reasoning degrades   the citizen 
to just recipients of orders, a role that should be overcome in a democratic system. 

{ŜŎƻƴŘƭȅΣ ǘƘŜ ǊŜŀǎƻƴƛƴƎ ǎŜǊǾŜǎ ǘƘŜ ǇŀǊǘƛŜǎΩ ŀŎŎŜǇǘŀƴŎŜ ƻŦ ŀƴ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ŘŜŎƛǎƛon. The party, who knows 
ŀƴŘ Ŧƛƴŀƭƭȅ ǳƴŘŜǊǎǘŀƴŘǎ ǘƘŜ ǊŜŀǎƻƴǎ ǘƘŀǘ ǊǳƭŜŘ ǘƘŜ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ŀǳǘƘƻǊƛǘȅΩǎ ŘŜŎƛǎƛƻƴΣ ƛǎ ƳƻǊŜ ƛƴŎƭƛƴŜŘ ǘƻ 
understand that the administrative authority was right to decide as it did, even if the  addressee dislikes the 
result. 

The third function is legal protection: with the reasoning the addressee gets the opportunity to assess  the 
chances of success of a legal remedy, while the administrative authority and the administrative court 
deciding on such appeal have a better basis for the review of the challenged administrative act. 

The fourth function is transparency vis-à-vis the public in general, which in a democratic state has the right 
to control the public administration with regard to lawfulness, objectivity and expediency of administrative 
behaviour. In so far, the reasoning is also an instrument to impede corruption. 

CƛƴŀƭƭȅΣ ǘƘŜ ǇǳōƭƛŎ ōƻŘȅΩǎ ƻōƭƛƎŀǘƛƻƴ ǘƻ ǇǊƻǾƛŘŜ ǊŜŀǎƻƴǎ ƛǎ ŀƴ ŀǇǇǊƻǇǊƛŀǘŜ ƳŜŀƴǎ ƻŦ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ǎŜƭŦ- 
control because this obligation does not allow it to decide by applying patterns but forces  the  responsible 
ŀŎǘƛƴƎ ƻŦŦƛŎƛŀƭ ǘƻ ŎŀǊŜŦǳƭƭȅ ŎƻƴǎƛŘŜǊ ŜŀŎƘ ƛƴŘƛǾƛŘǳŀƭ ŎŀǎŜΣ ƛƴ ǇŀǊǘƛŎǳƭŀǊ ǘƘŜ ǇŀǊǘƛŜǎΩ ŀǊƎǳƳŜƴǘŀǘƛƻƴΦ 

 
 

16. Principle of continuity of an administrative decision 

 
Rule 

Every  administrative decision issued in writing shall contain written  grounds explaining the essential  facts 
and legal grounds that the administrative authority has considered in arriving at its decision. It shall also 
provide information about the right of the citizen to challenge the decision by legal remedy. 

The confidence of a party in the continuity of the rights acquired by an administrative decision is 

protected. 
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Explanation 

The major purpose of the principle of continuity is to provide legal certainty, which in turn is a prerequisite 
for a well-functioning system of legal and economic transactions. Legal certainty is of particular relevance 
to the party who received upon his/her request a beneficial administrative decision, because it protects 
his/her confidence in the sustainability of his/her rights or legal relationship acquired by the decision. 

However, the principle of legal certainty is not unconditional. The rule above restricts the administrative 
ŘŜŎƛǎƛƻƴΩǎ ōƛƴŘƛƴƎƴŜǎǎ ōȅ ǎǘƛǇǳƭŀǘƛƴƎ ŜȄŜƳǇǘƛƻƴǎΣ ƛƴ ǿƘƛŎƘ ǘƘŜ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ŀǳǘƘƻǊƛǘȅ Ƴŀȅ ǊŜǾƻƪŜ ŀ 
decision, if this is necessary to protect other overriding legal values and principles. In all of these exceptional 
cases the interest of the party either does not deserve to be protected or the public interest in the 
lawfulness of the administrative decision has priority over the individual interest of the party. 

 
 

17. Principle of legal protection through complaint procedure 

 
Rule 

Explanation 

Primarily, it falls in the competence of judiciary to provide legal protection against  unlawful administrative 
decisions. External control of administrative measures by independent  judges  is crucial  for modern states 
under the rule of law. 

An administrative authority may revoke a decision taken upon request of a party only in one of the 
following cases: 

¶ The legislation, on which an administrative decision was based, explicitly permits the revocation of 
this decision and provides the legal preconditions for this revocation. 

¶ The administrative decision was unlawful because it was not taken in compliance  with  the  factual 
and legal preconditions stipulated by law and the beneficiary party was aware of the grounds of the 
unlawfulness of the decision. 

¶ The administrative authority had based its decision on substantially incorrect or incomplete 
information culpably provided by the beneficiary party. 

¶ The administrative authority had connected the issuance of an administrative decision to the 
obligation of the beneficiary party to perform or omit a certain action, and the party has not    fully 
met the obligation or has not done so within the given deadline. 

¶ The implementation of an administrative decision could cause a serious danger to the life and 

health of people or to public safety and this could not be prevented by other means, which have  a 
less effect on the acquired rights or legitimate interests of the beneficiary party. 

A party shall have the right to file a complaint against every administrative decision of the administrative 
authority if the party claims that his/her rights or legitimate interests are infringed by such a decision. 

The unfruitful filing of a complaint is a preliminary requirement for any dispute before a competent    
court for administrative disputes. 
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In addition, however, internal control of administrative measures by administrative authorities itself is part 
of EU standards of Good Administration. The purpose of such administrative legal remedies is not    to 
substitute administrative disputes before the court but to provide an additional system of review and 
correction. 

A system of administrative legal remedies ensures three major advantages: 

¶ Administrative legal remedies, meaning remedies initiated by a complaint filed by the party and 
decided on by administrative authorities as an effective, easy and not expensive way to protect 
legal rights of the parties before appealing to the administrative courts. 

¶ Moreover, administrative legal remedies are vital for the internal monitoring of internal decision-
making standards. The authority  that decided on the case or the supervisory authority,  if involved, 
have not only the opportunity to realise possible legal errors and have to rectify the outcome of the 
particular case, but also have the possibility to guard against the continuation of  a systemic mistake 
and to improve the administrative practice in general concerning  similar cases. 

¶ Finally, administrative remedies, however, are not only in the interest of the party and the executive 
power but also of the judicial system since they lighten the burdens of administrative courts by 
settling cases within the internal legal remedy procedures. 

In the following, some general rules for a grievance procedure are recommended  to  be  adopted by every 
administrative authority, in the case, if and as far as special administrative legislation  on this  matter does 
not exist. Otherwise, of course, the special legislation applies. 

In case special legislation for a system of grievance procedure does not exist, in the following some basic 
rules for a regulatory framework is proposed. 

1. Purpose of a grievance procedure 

The grievance procedure is a standardised procedure, through which an administrative 
decision taken as the final result of an administrative procedure (hereinafter referred to 
first instance procedure)and is subject to review upon a complaint of one of the parties of 
the first instance procedure. 

2. Right to initiate a grievance procedure (legal standing to bring grievance 
proceedings) 

Every party of an administrative procedure has the right to initiate a grievance procedure 
against the final decision of the procedure, if he/she claims that his/her individual rights 
ǿŜǊŜ ƛƴŦǊƛƴƎŜŘ ŀǎ ŀ ǊŜǎǳƭǘ ƻŦ ǘƘŜ ǇǊƻŎŜŘǳǊŜΦ LƴŘƛǾƛŘǳŀƭ ǊƛƎƘǘǎ Ŏŀƴ ōŜ ŀŦŦŜŎǘŜŘ ƛŦ ŀ ǇŀǊǘȅΩǎ 
request was fully or partly rejected or if the final decision of an administrative procedure 
imposes an onerous legal effect on the party by addressing to him/her a prohibition or 
command. 

¢ƘŜ ǊƛƎƘǘ ǘƻ ƛƴƛǘƛŀǘŜ ŀ ƎǊƛŜǾŀƴŎŜ ǇǊƻŎŜŘǳǊŜ Ƙŀǎ ŀƭǎƻ ŀƴ ΨŜȄǘŜǊƴŀƭ ǇŀǊǘȅΩΣ ǿƘƻ ς without 
having been involved as a third party of the first instance procedure - can claim that his/her 
individual rights are infringed as a result of the procedure. 
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3. The administrative authority competent for the conduct of  a  grievance  procedure 

Unless otherwise stipulated by law, the Minister may determine for his/her administrative 
area of responsibility that either the authority that has conducted the  first instance 
procedure or a different specialised administrative authority or committee shall act as 
grievance authority. In the former case, a different department of the first instance 
authority shall conduct the grievance procedure. 

4. Initiation of the grievance procedure and content and form of a complaint 

The grievance procedure can be initiated by a complaint lodged by anyone who was as   a 
party affected by a final decision of an administrative procedure. 

The complainant shall lodge his/her complaint with the first instance administrative 
authority. In the case a specialised grievance authority exists, the first  instance  authority 
must without any delay forward the complaint to the grievance authority. 

The complainant shall specify the administrative decision that is contested. 

Any submission of a party, irrespective of its form and even if not explicitly labelled as 
complaint, shall be deemed as such if the intention to contest a concrete administrative 
decision is sufficiently clear. 

5. Deadlines for filing and deciding on a complaint 

A complaint against an administrative decision shall be filed within fifteen days from   the 
date, on which the decision was notified to the party. If the contested first instance 
administrative decision was issued without any or without sufficient information 
ǊŜƎŀǊŘƛƴƎ ǘƘŜ ǇŀǊǘȅΩǎ ǊƛƎƘǘ ǘƻ ŎƻƳǇƭŀƛƴΣ ǘƘŜ ŦƛŦǘŜŜƴ-day deadline shall be extended to three 
months. 

If the complainant was not involved in the first instance procedure as a party but has   the 
right to initiate a grievance procedure according to the Principle/Rule no. 17  (above), the-
three-month deadline will start on the day when the complainant got cognisance from the 
content of the final decision. 

In the case an administrative authority does not respond to a request of a party within two 
months from the date when the request was submitted to the administrative authority, 
the requester has the right to complain against the  administrative silence,  but no later 
than one year after submission of the request. 

The grievance procedure shall be terminated within the thirty days of the date on which 
the complaint arrived at the first instance administrative authority. 

6. Suspensory effect 

Unless otherwise provided by law, the submission of a complaint suspends the legal effects 
of the challenged administrative decision, until the decision on the complaint is notified. 

7. Procedure of reviewing the first instance decision by the grievance authority 

The grievance authority established as stipulated above under provision no. 3 of this 
proposal shall reject the complaint, if after thorough review, comes to the conclusion that 
the contested decision fully complies with the law. 
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When the grievance authority considers the complaint to be completely or partly founded, 
it shall, with a new administrative decision, annul or amend the contested decision and 
respectively issue the requested decision. 

If for practical or legal reasons the grievance authority is not in the position to resolve the 
case by its own decision, it shall order the first instance administrative authority to abolish 
or amend the contested decision and prepare a new decision on the basis of instructions 
given by the grievance authority. 

In all cases, the final decisions of the grievance procedure must be  reasoned  and  include 
instructions about the further judicial legal remedy. 
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PART THREE IMPLEMENTATION OF THE PRINCIPLES 
IN EGYPTIAN ADMINISTRATIVE PRACTICE 

 
This part of the Guide is designed as guidelines for practical implementation of the aforementioned 
principles and rules. It will support the creation of new administrative procedures and should actually 
already be considered during the development of executive regulations in order to lay the grounds for good   
administrative   practice   in   the    forthcoming    implementation    of    any    new    legislation.    On the 
other hand, this part of the Guide will also be a helpful tool for management and practitioners to improve 
on existing administrative practice. The steps described below cover the complete cycle of an administrative 
procedure and they may also be used for a gradual improvement of existing procedures ς be it only the one 
or other individual step in the process. 

This way the Guide should serve as a permanent aid for improving the Egyptian administration towards 
good practices and citizen friendly services. 

The structure of Part Three shows that this part of the Guide is addressed to two different target groups: 

Sections 1 to 4 is dealing with the preconditions and basis for the effective delivery of good quality 
administrative services to citizens and businesses in line with good practices as set out in Part III of the 
document. The topics addressed hereafter shall motivate and help the management of an authority to 
screen the overall setup and working methods of their operations and ς where necessary ς take  corrective 
measures to enable their staff to effectively operate and perform in a legally compliant and modern 
framework of transparent and citizen-friendly procedures. In this sense, all the key  questions such as legal 
and regulatory framework, institutional set-up, manpower, workflow, information management and 
adequacy of procedures incl. templates, are necessary to be reviewed for ongoing improvement. Thus, this 
review should not be a one-time exercise but performed on a regular basis to meet the ever-changing 
requirements of business and society. Measures to be taken in this context will most possibly have influence 
on resources with budgetary implications and thus, need high level support for implementation. 

Sections 5 to 7 are mainly targeted towards the operational level of practitioners involved in the 
implementation of the previously described preconditions ς i.e. managers and officers of an administrative 
authority being in contact with and serving to the parties, hereinafter called άŀŎǘƛƴƎ 
 ǇǳōƭƛŎ ƻŦŦƛŎƛŀƭέ. Starting from consultative services to conducting procedures along good practices and 
speedy provision of individual administrative services these chapters provide hands-on  guidelines  on how 
to perform efficiently while applying modern and client oriented methodology in line with international 
standards of delivery of good quality administrative services. In this sense, these chapters are not only a 
guideline for day-to-day operations related to the implementing administrative staff but also enabling the 
management to raise awareness and teach its staff in applying best practices, services and methods. 
Feedback from staff, including problem reporting, should be encouraged and seriously considered for 
ongoing improvements towards effective workflow and citizen oriented service quality. 
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1. General requirements of the administrative authority for the conduct  of  administrative  
procedures 

 
Explanatory remarks: 

The fundamental preconditions for an administrative authority, such as Ministry, Agency, affiliates of a 
Ministry or Agency, other independent administrative authorities, to conduct administrative procedures are 
the following three basics: 

¶ Clearly defined scope of the administrative responsibility of the administrative authority; 

¶ Proper legislative framework applicable for undertaking administrative actions within the scope of 
responsibility; 

¶ Well designed and transparently structured institutional and organisational set-up of the 
administrative authority. 

These three preconditions follow mainly from the Principle of Legality of Public Administration (see above 
Rule no. 2 in Part Two of this Guide), which in turn derives from the Rule of Law (see below Principle no. 1 in 
Chapter III of this Guide). The Rule of Law is according to Art. 94 of the Constitution of the  Arab  Republic of 
9ƎȅǇǘ άǘƘŜ ōŀǎƛǎ ƻŦ ƎƻǾŜǊƴŀƴŎŜ ƛƴ ǘƘŜ ǎǘŀǘŜέΦ 

 
1.1. Clarity about the scope of responsibility of the administrative authority 

Explanatory remarks: 

According to Article 167, No. 5 of the Constitution of the Arab Republic of Egypt, it is a fundamental part of 
the Rule of Law and its sub-principle of Legality of Public Administration (see above Principle no. 2 in Chapter 
III of this Guide) that all entities exercising executive power must keep the boundaries of their responsibility 
as stated in the law and secondary legislation. 

A distinction is usually made between the subject matter and the territorial administrative responsibility and 
- within hierarchically structured administrative bodies - the responsibility of the respective level in relation 
to the other levels of the same body. An administrative authority is entitled to act in a specific field of 
administration and to use its power to implement the law only in compliance with the legislation related to 
these three kinds of responsibilities. An administrative decision issued without a legally provided 
administrative responsibility is unlawful. 

Subject matter administrative responsibility defines the power of an administrative authority to decide   on 
special legal issues. If legislation assigns the power to decide on certain issues to a special administrative 
authority, only the assigned authority has the right to decide on these issues. In general, subject-matter 
responsibility is determined by special administrative legislation (such as  construction law, environment 
law, law on industrial licencing and related secondary legislation) and by adding a regulation, it determines 
which branch of public administration has got the  responsibility  for  acting within the scope of the respective 
legislation. 

Territorial administrative responsibility is of importance if the legislation restricts the scope of the 
responsibility for administrative actions to specific regions or places respective to specific regional or local 
administrative authorities. 

Level-related administrative responsibility is relevant if administrative tasks fall in the scope of subject-
matter responsibility of a hierarchically structured administrative authority and these tasks are distributed 
to more than one hierarchical level of this authority. The question of level-related administrative 
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responsibility always arises in cases, where the tasks of a line ministry or authority are partly assigned to a 
lower hierarchical level, be it e.g. a governorate, district, or local unit. For this question it is sometimes 
necessary to decide, whether the lower level is  

¶ either vested with its own rights vis-á-vis the higher or highest level of the hierarchy, in other words, 
enjoys a certain self-government autonomy,  

¶ or if the subordinate level fulfils tasks of the administrative authority (e.g. ministry) in accordance 
with instructions and under control of a superior level of the administrative authority. 

As a rule, the administrative authorities shall not be entitled to delegate their subject matter, territorial or 
level-related responsibility to other administrative authorities or legal entities. 

The question of the above explained three kinds of administrative responsibility relates to the scope of one 

single administrative authority (e.g. a line ministry). This is to be distinguished, however, from the case 
where several administrative authorities by law are assigned to cooperate with the goal to contribute to one 
final administrative result (e.g. obtaining a licence) that requires a package of administrative measures. Two 
categories of horizontal cooperative administration are possible: 

i) Each of the involved administrative authorities carries out its own administrative procedures within 
the frame of its subject-matter, territorial and level-related responsibility and takes its decision 
independently from the other authorities. Then the final administrative result is achieved once the last 
authority has completed its own procedure. Sometimes one of the involved authorities (ministries) is 
assigned to exercise a coordinating function between the members of the group of authorities but without 
having a leading (controlling, supervisory) role in the process ς e.g. in case of a one-stop-shop approach. 
Without such coordinating support from one of the authorities the applicant for achieving the final result 
has to deal with every single authority separately and collect every single administrative decision. 

ii) There is one authority (ministry) that has the lead for the final result, in other words is in relation to 
the applicant the deciding body, but the leading authority is obliged by law to involve other administrative 
authorities before issuing the final decision. In this situation, the applicant has to deal with one authority 
only; the need for participation of other administrative authorities is an internal process within public 
administration. The kinds of involvement could be different with respect to rights and competences of the 
involved authorities. The involvement could be: 

¶ other authorities shall be informed about the fact that a certain administrative procedure has been 
started;  

¶ other authorities are given the opportunity to submit a comment or opinion on the matter that 
might have an impact on the ƭŜŀŘƛƴƎ ŀǳǘƘƻǊƛǘȅΩǎ decision-making but has no legally binding effect 
for the leading authority;  

¶ the ƭŜŀŘƛƴƎ ŀǳǘƘƻǊƛǘȅΩǎ final decision requires the consent (right of veto) with or approval (positive 
declaration) of the authority to be involved.  

 

Normative basis: This procedural step dealing with the administrative responsibility serves mainly to 
implement the Principle of Legality of Public Administration (see above Part Two, section 2), the Principle of 
Efficiency (Part Two, section 7) and the Principle of Information and Active Assistance (Part Two, section 11). 

 

Review actions on the management level: 
 

1.1.1 Where and how are the subject matter, territorial and level-related responsibilities of the 
administrative authority stipulated? 
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o Law(s) no.? Article? 

or 

 
o Law(s) no.? Article? In conjunction with an article? Of the Executive Regulation? 

 

1.1.2 Are there areas of responsibility (assigned tasks) stipulated in the legislation, the exercise of which 
is left to the discretion of the administrative authority? 

 
 

o YES 
Action: 

¶ Examine whether or not the authority has been exercising its responsibility in those 
areas. If the result is negative take the necessary discretionary decision(s). 

 
 

o NO 
No further action is required. 

 

1.1.3 Is the exercise of tasks that fall in the scope of subject-matter responsibility of the administrative 
authority hierarchically organised so that these tasks are distributed to more than one hierarchical 
level of this authority? (The question of level-related administrative responsibility always arises in 
cases, where the tasks of a line ministry or authority are partly assigned to a lower hierarchical level, 
be it e.g. a governorate, district, or local unit.) 

o NO 
No further action is required. 

o YES 
Action: 

¶ Examine whether or not the distribution of tasks to more than one hierarchical level 
is stipulated by law respectively sublegal regulation (e.g. executive regulation or 
decree) 

¶ If the distribution to more than one hierarchical level is dealt with in legislation, 
describe precisely which task is distributed by law to which level and what is the 
purpose and function of giving a special task to ta lower level of the hierarchical 
structure (in other words what is the purpose and function of involving the 
governorate, district or local unit in the process. 

 

1.1.4 Is the distribution of tasks to more than one hierarchical level necessary with respect to the efficiency 

of the process? 

o Yes 
No further action is required. 

o YES 



30  

Action: 

¶ If this distribution is NOT determined by law, consider reorganisation of the process 
with the aim to increase the efficiency of the process (see below section 1.3 of this 
Guide) and amend internal rules 

¶ If this distribution is determined by law communicate the matter to the government 
or another public organ in charge of adopting the concerned piece of legislation (e.g. 
Cabinet of Ministers for laws; e.g. Minister for executive regulations) and propose an 
amendment of the concerned legislation or amend the secondary legislation if this falls 
ƛƴ ǘƘŜ ŀǳǘƘƻǊƛǘȅΩǎ ƻǿƴ responsibility. 

 

 

1.1.5 Are all areas of responsibilities of the administrative authority and the underlying legislation known 
by staff members who are involved in the delivery of administrative services (in the conduct of 
administrative procedures)? 

 
 

o YES 
No further action is required. 

o NO 
Action: 

¶ Familiarise the staff, who are involved in the delivery of  administrative  services, with 

all areas of responsibility of the administrative authorities and the relevant legislation, 
through appropriate measures such as training and/or internal administrative 
circulars. 

 
 

o YES 
No further action is required. 

 
 
 

1.1.6 Is there other legislation in place that could be understood as interfering with the legislation 
ǎǘƛǇǳƭŀǘƛƴƎ ǘƘŜ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ŀǳǘƘƻǊƛǘȅΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎ ǎƻ ǘƘŀǘ ǘƘŜ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ŎƻǳƭŘ ōŜ 
questionable and overlap with the responsibility of another authority? 

o YES 
Actions: 

¶ wŀƛǎŜ ǘƘŜ ǎǘŀŦŦΩǎ ŀǿŀǊŜƴŜǎǎ ƻŦ ǇƻǘŜƴǘƛŀƭƭȅ ǳƴŎƭŜŀǊ ǎƛǘǳŀǘƛƻƴǎ ǘƘǊƻǳƎƘ ǘǊŀƛƴƛƴƎ ŀƴŘκƻǊ 
internal administrative circulars and provide advice on how to handle the legal 
situation. 

¶ Communicate with the other authority concerned about the possible conflict of 
administrative responsibility and try to find a clarifying agreement. 

¶ Involve the competent superior authority (e.g. Cabinet of Ministers) to clarify the 
issue. 

¶ If necessary and legally possible, obtain a decision of a competent  court on  the 
issue. 

 
 

o NO 
No further action is required. 
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1.2. Clarity of the regulatory framework to be applied by the administrative authority 

Explanatory remarks: 

As stated in Article 167, No. 5 of the Constitution of the Arab Republic of Egypt, it is the DƻǾŜǊƴƳŜƴǘΩǎΣ ƛƴ 
ƻǘƘŜǊ ǿƻǊŘǎΣ ǘƘŜ ŜȄŜŎǳǘƛǾŜ ǇƻǿŜǊΩǎ ƳŀƴŘŀǘŜ ǘƻ άLǎǎǳŜ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ŘŜŎƛǎƛƻƴǎ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ  ǘƘŜ ƭŀǿΣ 
ΧΧέΦ ²ƛǘƘ ǘƘƛǎ ǇǊƻǾƛǎƛƻƴ ǘƘŜ /ƻƴǎǘƛǘǳǘƛƻƴ ǎǘŀǘŜǎ ǘƘŀǘ ǘƘŜ tǊƛƴŎƛǇƭŜ ƻŦ [ŜƎŀƭƛǘȅ όǎŜŜ ŀōƻǾŜ tŀǊǘ ¢ǿƻ ǎŜŎǘƛƻƴ нύ 
is one of the fundamental principles of public administration. This principle constitutes basis   and boundaries 
for all activities of administrative authorities and other entities. That means that 

¶ all activities of administrative authorities and the acting administrative bodies must be in alignment 
with the law (no action against the law!) 

¶ affection of individual rights or legal interests of citizen must be based on the law (no affection a 
ŎƛǘƛȊŜƴΩǎ ƛƴŘƛǾƛŘǳŀƭ ǊƛƎƘǘ ǿƛǘƘƻǳǘ ŀ law!). 

Sometimes the regulatory content of a piece of legislation is not fully clear. Inconsistencies and loopholes of 
the regulatory content, ambiguous or complicated wording of the legal text or overlap with or contradiction 
to other laws can result in considerable difficulties in the application and interpretation of the legal basis for 
an administrative decision. 

A screening of the stock of legislation applicable by the administrative authority is the managerial tool to 
identify imperfect legislation. If there is such problematic legislation in place, the management of the 
ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ŀǳǘƘƻǊƛǘȅ ǎƘƻǳƭŘ ǊŀƛǎŜ ǘƘŜ ǎǘŀŦŦΩǎ ŀǿŀǊŜƴŜǎǎ ǘƘŜǊŜƻŦΣ ǿƛǘƘ ǘƘŜ ŀƛƳ ǘƻ ŦƻǊŜǎǘŀƭƭ ǿǊƻƴƎ ŀƴŘ 
unlawful administrative decisions caused by misinterpretation or misapplication of the  relevant legislation. 
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Normative basis: This procedural step serves mainly to implement the Principle of Legality of Public 
Administration see (above Part Two, section 2) and the Principle of efficiency (Part Two, section 7). 

 
 

Review actions on the management level: 
 
 

1.1.7 Is the content of the regulatory framework (laws, executive regulations, and internal rules adopted 
by the administrative authority) to be applied by the administrative authority unambiguous, 
comprehensible (also for a party) and free of  legislative  inconsistencies, loopholes, or overlapping 
with other laws? 

 
 

o YES 
No further action is required. 

 
 

o NO 
Action: 

¶ wŀƛǎŜ ǘƘŜ ǎǘŀŦŦΩǎ ŀǿŀǊŜƴŜǎǎ ƻŦ ǇƻǘŜƴǘƛŀƭƭȅ ǳƴŎƭŜŀǊ ǎƛǘǳŀǘƛƻƴǎ ǘƘǊƻǳƎƘ ǘǊŀƛƴƛƴƎ ŀƴŘκƻǊ 
internal administrative circulars and provide advice how to handle the legal  situation. 

¶ Communicate the matter to the government or another public organ in charge of 
adopting the concerned piece of legislation (e.g. Cabinet of Ministers for laws; e.g. 
Minister for executive regulations) 

¶ Propose an amendment of the concerned legislation or amend the secondary 

ƭŜƎƛǎƭŀǘƛƻƴ ƛŦ ǘƘƛǎ Ŧŀƭƭǎ ƛƴ ǘƘŜ ŀǳǘƘƻǊƛǘȅΩǎ ƻǿƴ responsibility. 

¶ Amend internal rules. 

 
1.3. Institutional set-up of the administrative authority 

Explanatory remarks: 

The provision of good quality administrative services directly depends on the institutional set-up of the 
administrative authority. Therefore, it is a matter relevant at the time of establishing an administrative 
authority to ensure a set-up, which is appropriate for the fulfilment of obligations assigned. The 
appropriateness shall also be regularly assessed in order to keep the institutional set-up permanently in line 
ǿƛǘƘ ǘƘŜ ŀǳǘƘƻǊƛǘȅΩǎ ŀŎǘǳŀƭ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ŦǳƴŎǘƛƻƴǎ ŀƴŘ ǘŀǎƪǎΦ ¢ƘŜ ƛƴǎǘƛǘǳǘƛƻƴŀƭ ǎŜǘ-up needs to be reviewed 
and adjusted particularly when new or modified tasks were assigned to the authority. In any case, the 
assessment of the institutional set-up, be it regularly done or on ad-hoc basis, should always measure the 
status quo against recent findings in administrative science and practice. 

A proper institutional set-up requires first and foremost adequate human capacity in terms  of  both quality 
and quantity. Good quality administrative services cannot be provided without well-educated and 
continuously trained and developed personnel, whose number is in a proportionate balance to the workload. 

Well-structured hierarchy and organisational division in departments with clearly assigned tasks and 
responsibilities is the second pillar of a good institutional set-up. This is a matter of effective and efficient 
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functioning of the authority, but not only. A clear and rational structure of the organisation that avoids 
overlapping or conflicting internal responsibilities and provides lean (not multi-layer) management hierarchy 
also contributes to transparency of the ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ŀǳǘƘƻǊƛǘȅ ŀƴŘ ŜŀǎŜǎ ŎƛǘƛȊŜƴǎΩ ŀŎŎŜǎǎ ǘƻ ǎǇŜŎƛŦƛŎ 
administrative services. A good organisational structure is also characterised by delegation of decision-
making authority to operational service levels within the administrative authority. Decision- making in 
individual cases shall not be done on the managerial level ς but serving the principle of subsidiarity ς and 
should be exercised by public officials who are hierarchy-wise closest to the user of an administrative service, 
i.e. the citizen. The implementation of such a principle of subsidiarity, of course, includes that those public 
officials have been qualified for their task by adequate education and training. 

Thirdly, technical means i.e. mainly IT based tools are required, in order to follow  developments  of modern 
communication with parties (email, mobile services, and social media) that support a rapid exchange of 
information and that avoids the appearance of a party in person, thus saving time and expenses on both 
ends. Another indispensable tool for adequate organisation of work and quality control in this context is a 
modern case management system, which allows ς besides managing the day-to-day workflow and filing 
systems ς to permanently assess the overall performance and workload of the authority. 

Normative basis: This procedural step serves mainly to implement the principle of efficiency (Part Two, 
section 7) and Principle of Information and active assistance (Part Two, section 11). 

 
 

Review actions on the management level: 
 
 

Does the existing institutional set-up meet the general requirements to ensure transparent and efficient 
delivery of services? 

 
 

o YES 
No action is required. 

 
 

o NO 
Action: 

¶ Design and implement a plan for reorganisation incl. adequate personal and technical 
means with underpinned budgetary needs to the decision making managerial level. 

 
 

2. The system of administrative procedures used by the administrative authority 

 
Explanatory remarks: 

Administrative procedure is understood as the sequence of actions of an administrative body in an individual 
case that aims  at the delivery of a concrete administrative service or at the exercise of any  other 
administrative measure directed to a party or a group of parties.  An  administrative  procedure starts with 
iǘǎ ƛƴƛǘƛŀǘƛƻƴ ŜƛǘƘŜǊ ǳǇƻƴ ǊŜǉǳŜǎǘ ƻŦ ŀ ǇŀǊǘȅΣ ƻǊ ŜȄ ƻŦŦƛŎƛƻ όƻƴ ǘƘŜ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ōƻŘȅΩǎ ƻǿƴ ƛƴƛǘƛŀǘƛǾŜύΦ The 
core of the administrative procedure is the decision-making process that leads to the final 
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administrative decision taken by the administrative body in accordance with the law. Administrative 
procedure also includes the actions required for the delivery of the service or for  the implementation of the 
measure. It finally includes the review of an administrative decision in response to a grievance lodged by a 
party. 

Usually, an administrative authority fulfils its mandate through more than one type of administrative 
procedures. In other words, a system of administrative procedures is in place in an administrative authority. 
Such a system shall be based on general rules for the process of conducting an administrative procedure, 
ensuring its quality as much as its legal correctness. A good system of administrative procedures protects 
ŎƛǘƛȊŜƴǎΩ ǊƛƎƘǘǎ ŀƴŘ ǇǊƻƳƻǘŜǎ ŎƛǘƛȊŜƴǎΩ Ǉarticipation. It further avoids unnecessarily complicated, formalistic 
and lengthy processes and enhances transparency and accountability and thus, contributes considerably to 
more integrity of public administration. Actually plenty of cases of corruption aim at ensuring nothing else 
but an administrative decision that is just in compliance with the law and issued in a reasonable time. Finally, 
a good system of administrative procedures reduces  both,  transaction costs for citizens and government 
expenditures. However, a system of complicated and inefficient administrative procedures is costly for the 
citizen and burdens the state budget significantly. 

Normative basis: This procedural step serves mainly to implement the Principle of Legality of Public 
Administration see (above Part Two, section 2), and Principle of efficiency (Part Two, section 7) 

 
2.1. Establishing new or abolishing existing administrative procedures 

Explanatory remarks: 

The need for establishing new or abolishing existing administrative procedures can arise for various reasons. 
Very often it is the adoption of new legislation that requires the development and establishment of a new 
administrative procedure; in some cases the new procedure will replace an existing one. Apart from this, the 
analysis of existing legislation ς ōŜ ƛǘ ŘƻƴŜ ŜƛǘƘŜǊ ƻƴ ǘƘŜ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ŀǳǘƘƻǊƛǘȅΩǎ ƻǿƴ ƛƴƛǘƛŀǘƛǾŜ ƻǊ ƛƴ 
response to a feedback from the part of citizens ς can also lead to the conclusion that an existing procedure 
has become obsolete and can be abolisheŘ ƻǊ ǘƘŀǘ ŀ ƎŀǇ ƛƴ ǘƘŜ ŀǳǘƘƻǊƛǘȅΩǎ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ǇǊŀŎǘƛŎŜ ǊŜǉǳƛǊŜǎ 
to be filled by a new administrative procedure. 

Normative basis: This procedural step serves mainly to implement the Principle of efficiency (Part Two, 
section 7). 

 
 

 
Review actions on the management level: 

 

2.1.1. Is the existing or planned system of administrative procedures covering completely the scope of 
obligations and rights of the administrative authority as stipulated by legislation? 

 
 

o YES 
No further action is required. 

 
 

o NO 
Action: 
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¶ New administrative procedures are to be developed in line with the criteria for a good 
administrative procedure as explained above under section 2 related to the system of 
administrative procedures conducted by the administrative authority. 

 
2.1.2. Are there any administrative procedures in use that are not necessary for the fulfilment of the 

legal obligations of the administrative authority? 
 
 

o YES 
Action: 

¶ Abolish unnecessary procedures including related templates 
or 

¶ Suspend ς as interim measure ς the conduct of unnecessary procedures and templates 
and find the final solution of the problem at a later point in time. 

 
 

o NO 
No action is required. 

 
2.2. Modifying existing administrative procedures 

Explanatory remarks: 

The need for modifying administrative procedures can result from new or amended legislation as well as 
from interventions from citizens, interest groups or courts. 

Apart from this, administrative procedures shall also be subject to regular review. The public officials, on 
various levels, shall be motivated to propose improvements, in particular  towards the simplification of   the 
administrative procedures that they are dealing with every day. New equipment for the office, new 
information and communication technologies, as well as changes of needs, demands, or behaviours on   the 
part of the target groups of the administrative services, may give rise to the need to optimise administrative 
procedures according to the criteria for a good administrative procedure  as  outlined  above under section 
2 related to the system of administrative procedures conducted  by  the  administrative authority. 

Normative basis: This procedural step serves mainly to implement the Principle of efficiency (Part Two, 
section 7). 
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Review actions on the management level: 

 

2.2.1. Do the existing administrative procedures meet the requirements of a good administrative 
procedure as outlined above under section 2 related to the system of administrative procedures 
conducted by the administrative authority? 

 
 

o YES 
No action is required. 

 
 

o NO 
Action: 

¶ Align the existing administrative procedures with the requirements of a good 
administrative procedure as outlined above under section 2  related to  the  system of 
administrative procedures conducted by the administrative authority. 

 
2.2.2. Is there for every single administrative procedure an office rule book prepared comprising all 

necessary legal, technical and other preconditions (requirements), which the application of a party 
must satisfy for the delivery of the applied service? 

 
 

o YES 
No action is required. 

 
 

o NO, because for one or more procedures such office rules do not exist or some of the 
existing ones are incomplete 
Action: 

¶ Prepare new office rules comprising all necessary legal, technical and other 
preconditions or complete of uncomplete lists. 

 
2.2.3. Are there office rules in a place that have become obsolete because they comprise unnecessary 

(formalistic, bureaucratic) preconditions that are not justified by the regulatory framework 
applicable for the specific procedure? 

 
 

o YES 
Action: 

¶ Eliminate unnecessary preconditions from the list. 

 
o NO 

No action is required. 
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2.3. Simplified communication between the administrative authority and the parties during the 
administrative procedure 

Explanatory remarks: 

The following communication tools are to be operational: 

¶ Priority: electronic communication (Web-page / email / social media) allowing also the use of 
electronic application templates and exchange of electronic copies of supporting documents. 

¶ Paper based communication ς if requested by law or party. 

¶ Front desk (in person) and telephone communication ς if requested by party. 

Moreover, cash payment should be avoided as it causes  inefficient organisational and human resources   in 
the administrative authority. In addition, another major purpose for non-cash (bank, post-office) payment 
of dues and fees is to spare the party with the unnecessary need to appear in person for settling such bill 
and thus contribute to simplification of the overall process. 

Normative basis: This procedural step serves mainly to implement the Principle of Legality of Public 
Administration see (above Part Two, section 2), the Principle of efficiency (Part Two, section 7), and the 
Principle of information and active assistance (Part Two, section 11). 

 
 

Review actions on the management level: 

 

2.3.1. Does the existing system use the aforementioned communication in order to ensure efficiency 
and party-orientation of the administrative procedures? 

 
 

o YES 
No action is required. 

 
 

o NO 
Action: 

¶ Align the existing way of communicating between administrative  authority  and 
party with the systemic components listed above 

 
2.3.2. Does the existing payment regime meet such requirements and does it ensure simple and party- 

orientation of the administrative procedures? 
 
 

o YES 
No action is required. 

 
 

o NO 
Action: 
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¶ Extend the existing means of payment towards non-cash possibilities  available in  
the market. 

 
2.4. LƴǘŜǊƴŀƭ ƻǊƎŀƴƛǎŀǘƛƻƴ ƻŦ ǘƘŜ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ŀǳǘƘƻǊƛǘȅΩǎ ǿƻǊƪ ǊŜƭŀǘŜŘ ǘƻ ǘƘŜ ŎƻƴŘǳŎǘ ƻŦ 

administrative procedures 

Explanatory remarks: 

CƻǊ ǘƘŜ ŎƻƴŘǳŎǘ ƻŦ ŀƴ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ǇǊƻŎŜŘǳǊŜ ŀ Ψ/ŀǎŜ aŀƴŀƎŜƳŜƴǘ {ȅǎǘŜƳΩ ƛǎ ŀǘ ǘƘŜ ƘŜŀǊǘ ƻŦ ƳƻŘŜǊƴ 
administration in order to organise daily work-flows and internal filing system. As a matter of experience 
and managerial principle, ongoing monitoring is rŜǉǳƛǊŜŘ ƛƴ ƻǊŘŜǊ ǘƻ ƪŜŜǇ ŀƴ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ŀǳǘƘƻǊƛǘȅΩǎ 
services up to the task ς especially in the light of digitization and changes of social  behaviour.  Paper based 
systems are difficult to assess, besides pure quantitative evaluation of turnover of cases. In IT-  based 
administration an effective monitoring and quality assurance system usually can be embedded in the system 
through simple statistics on details such as,  number of contacts with parties, turn-around   time between 
individual steps or overall duration of the procedures. 

Normative basis: This procedural step serves mainly to implement the Principle of efficiency (Part Two, 
section 7). 

 
 

Review actions on the management level: 
 
 

Does the existing system of work-flow management comprise state of the art methodology, allowing    
also a performance monitoring and quality assurance? 

 
 

o YES 
No action is required. 

 
 

o NO 
Action: 

¶ Develop and present draft design of an adequate case management system to 
superior management for subsequent implementation. 

 
 

3. Use of Templates 

 
Explanatory remarks: 

 

¶ Principles and objectives for the use of templates for the conduct of administrative procedures: 

o If the law does not prescribe a specific form for providing information, a party may use any 

comprehensible form for its request, application, or for any other  kind of submission: written  form 

without any template; oral presentation; use of IT based communication. However, in order to 

simplify the communication process, the authority may provide templates that the party may use 

without being obliged to do so. 
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o If a law prescribes the use of template(s) for the conduct of an administrative procedure, the 

administrative authority is obliged to provide an appropriate template, whilst the  party  is  obliged 

to use it. In this case, the rule which stipulates that the communication between the administrative 

authority and the party should not be bound to specific form, does not apply. 

In particular in cases, when the conduct of administrative procedures uses templates that are legally 
prescribed, the template-based process must be conducted fully in line with all principles of good 
administrative procedures as advocated in the other sections of this General Guide. Thus, content, form, and 
design of templates as well as their way of being used shall equally serve both major interests: on    the one 
ƘŀƴŘ ǘƘŜ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ŀǳǘƘƻǊƛǘȅΩǎ ƛƴǘŜǊŜǎǘ ƛƴ ŜŦŦŜŎǘƛǾŜƴŜǎǎ ŀƴŘ ŜŦŦƛŎƛŜƴŎȅ ƻŦ ǘƘŜ ǇǊƻŎŜŘǳǊŜ ŀƴŘ  ƻƴ ǘƘŜ ƻǘƘŜǊ 
ƘŀƴŘ ǘƘŜ ǇŀǊǘȅΩǎ ƛƴǘŜǊŜǎǘ ƛƴ ƭŜƎŀƭ ǇǊƻǘŜŎǘƛƻƴΣ ŀǎǎƛǎǘŀƴŎŜ ŀƴŘ advice. 

For the design of templates, uniform principles should apply in order to ensure that structure and 
presentation of templates in public administration of Egypt are as much standardised as possible ς even    if 
they are presented by different authorities to different groups of citizens and business for various areas or 
subject matters. 

In order to implement these principles and achieve these goals respectively, this General Guide sets the 
minimum requirements for  a consistent layout of forms and templates for public administration  ς at  least 
with the objective to make them fit for IT-implementation. 

Considering these principles, templates in the public administration of Egypt shall satisfy the following basic 
requirements: 

 

¶ Requirements for a template related to its content: 

o The header shall comprise: 

- Name and address of the competent authority and 

- Name of the public official conducting the procedure and his/her contact details; 

- Name and other person-related details of the party; 

- Objective of the administrative procedure and reference to  basic legislation applicable  to  

the procedure; 

- Purpose of the template within the procedure and reference to the specific  legislation  

related to the template; 

- Case (file/reference plus sub-κǎŜǊƛŀƭΧύ number(s); 

o The content shall be arranged in logical blocks, in particular if the template extends over more than 

one page (e.g. inter-related issues in one block; major issues before less important ones). 

o The template shall ask only for those data, information, statements, or opinions,  which  are legally 

required. 

o The purpose why a certain detail is asked for shall be plausible; where appropriate, the necessity of 

a certain detail shall be explained in the explanatory part of the template (see below next 

requirement). 

o As a rule, a template shall include for every field, either as a separate document or annexed part, 

an explanatory text helping the party to properly complete the template. 

o Though electronic filling and submission of forms should be the standard, printout and manual filling 

should be possible too. 
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o In case of manual filling, letters shall be requested to allow electronic scan and character recognition 

thereafter. 

¶ Requirements for a template related to its design and form: 

o Templates should be designed in a largely uniform and modular structure. Recurring building blocks 

(e.g. the header of a template) should always be designed the same way. 

o Templates and modules have to be designed in such a way that they can fit in A4  printout  portrait 

format. 

o Texts should be prepared in a citizen-friendly way: easy to understand, clear and in colloquial 

language; legal and administrative jargon should be used only, if absolutely necessary for the 

correct and precise description of an issue. 

o Templates must always be in local language. Templates for foreign languages  could  be considered 

ς as exemption ς depending on economic or cultural requirements (business sector, universities). 

o Fields shall be numbered in order to make field-related explanations possible. 

o Layout and texts should be managed separately in such a way that text adaptations are possible, 

simple, and quickly done without changing the layout. (see  also  below  regarding standardisation) 

o Templates that are supposed to be mailed by post to the respective authority should carry the target 

ŀŘŘǊŜǎǎ ŀǘ ŀ Ǉƻǎƛǘƛƻƴ ǘƘŀǘ ǎǳǇǇƻǊǘǎ ǘƘŜ ǳǎŜ ƻŦ ΨǿƛƴŘƻǿŜŘ ŜƴǾŜƭƻǇŜǎΩΦ 

¶ Dedicated IT-requirements related to άŜ-ǘŜƳǇƭŀǘŜǎέΥ 

o The technical possibilities of electronic templates should be used in the best possible way for the 

benefit of the prospective users. Uniform principles, goals and requirements, as explained above, 

also apply ς of course ς to (interactive) e-templates. 

o Standardisation on commonly practised and state of the art IT and WEB design tools should be 

achieved ς if not on a national basis then at least per institution ς in order to warrant for 

compatibility and to simplify maintenance (see also 3.1 below). 

o In addition to the use of electronic templates for IT-based communication, the use of a printout    of 

the electronic template for manual filling shall not be excluded. 

o The e-template shall provide explanatory text on a field when requested by the party, through 

activating electronic assistance. 

o The navigation within the form must also be possible by keyboard only. 

o The current focus should be visually uniquely marked, e.g. through a clearly perceptible border  (via 

CSS). 

o E-templates should use the entire width of the screen exclusively for the template and should respect 

default settings of screens and browsers. 

o E-templates should be designed so that they can also be filled in by people with disabilities (such as 

the visually impaired). This must be achieved through minimum compliance with Level A according 

to the Web Accessibility Initiative (WAI) guidelines. Text-only variants also provide a barrier for 

many disabled people and do not allow for equal access. 
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o In procedures in which the party was identified either by existing electronic registers (e.g. PIN / social 

security number of ID card etc.) or by derivable data that can be taken over from such registers, this 

must be indicated in the respective template in advance and in an unchangeable manner. A manual 

entry of such data should be omitted in order to avoid entry errors. 
 

Normative basis: This procedural step serves mainly to implement the Principle of Legality of Public 

Administration see (above Part Two, section 2), Principle of efficiency (Part Two, section 7)  and Principle  of 

freedom of form of communication (Part Two section 9). 

 
3.1. ά¢ŜƳǇƭŀǘŜ {ǘȅƭŜ DǳƛŘŜέ ƛƴ place 

Explanatory remarks: 

Every administrative authority should adopt a Template Style Guide for the design of new templates and 

update of existing ones. The style guide shall comprise two parts: Part I shall provide all the requirements 

related to content, form and IT-suitability as listed above in this General Guide; Part II should reflect the 

authority-related particularities. For e-templates the specifications of the style guide should enable a largely 

automation-supported generation of HTML templates 
 

Normative basis: This procedural step serves mainly to implement the Principle of Legality of Public 

Administration see (above Part Two, section 2), the Principle of efficiency (Part Two, section 7) and the 

Principle of freedom of form of communication (Part Two section 9). 

 
 

Review actions on the management level: 
 
 

Is there a template style guide in place? 
 
 

o YES 
No action is required. 

 
 

o NO 
Action: 

¶ Develop a template style guide covering both the general principles and the 
requirements of a good template as well as the authority-specific needs and 
particularities. 

 
3.2. Completeness of the existing stock of templates 

 
 

Review actions on the management level: 
 
 

Are all available templates prescribed by an applicable legislation? 
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o YES 
No action is required. 

 
 

o NO 
Action: 

¶ Develop new templates in accordance with the Template Style Guide prepared for 
template development in the respective administrative authority or ς if such style 
guide does not (yet) exist ς according to the general principles and requirements, as 
listed aōƻǾŜ ǳƴŘŜǊ ǎŜŎǘƛƻƴ άоΦ {ǳƛǘŀōƛƭƛǘȅ ƻŦ ¢ŜƳǇƭŀǘŜǎέΦ 

 
3.3. Up-to-date-ness and suitability of the existing templates 

 
 

Review actions on the management level: 

 

3.3.1. Are all existing templates related to its content still in line with the legally prescribed requirements 
ŀƴŘ ŦǳǊǘƘŜǊƳƻǊŜ ǿƛǘƘ ǘƘŜ ǊŜǉǳƛǊŜƳŜƴǘǎ ǊŜƭŀǘŜŘ ǘƻ ƛǘǎ ŎƻƴǘŜƴǘ ŀǎ  ƭƛǎǘŜŘ  ŀōƻǾŜ ǳƴŘŜǊ ǎŜŎǘƛƻƴ άоΦ 
{ǳƛǘŀōƛƭƛǘȅ ƻŦ ¢ŜƳǇƭŀǘŜǎέΚ 

 
 

o YES 
No action is required. 

 
 

o NO, because the template asks for data from the party that are ς in accordance with the 
applicable legislation ς not legally required 
Action: 

¶ Amend the template by removing those fields asking for unnecessary data. 

 
o NO, because some data required in accordance with the applicable legislation are not 

asked for 
Action: 

¶ Amend the template by adding the field asking for the necessary data. 

 
o NO, because such template  as a whole is ς  in accordance  with the  applicable  legislation 
ς not legally required (because of change of  legislation  or  factual  circumstances)  
Action: 

¶ Remove the whole template from the stock of templates in use. 
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3.3.2. Are all existing templates related to its design and form still in line with the requirements listed 
ŀōƻǾŜ ǳƴŘŜǊ ǎŜŎǘƛƻƴ άоΦ {ǳƛǘŀōƛƭƛǘȅ ƻŦ ¢ŜƳǇƭŀǘŜǎέΚ 

 
 

o YES 
No action is required. 

 
 

o NO 
Action: 

¶ Plan and implement the stepwise amendment of the existing stock of templates. 

 
3.3.3. Are all existing templates ς as far as technologically possible ς also ŀǾŀƛƭŀōƭŜ ŦƻǊ ǘƘŜ ǇŀǊǘȅ ŀǎ άŜ- 

ǘŜƳǇƭŀǘŜǎέΚ 
 
 

o YES 
No action is required. 

 
 

o NO 
Action: 

¶ Plan and facilitate the progressive adoption of communication with the parties on 
the basis of e-templates. 

 
 

4. Public relation tools 

 
Explanatory remarks: 

Public ǊŜƭŀǘƛƻƴǎ ŀƴŘ ŎǳǎǘƻƳŜǊ ǎŜǊǾƛŎŜ ŀǊŜ ǘƘŜ ǇǊƻŎŜǎǎŜǎ ǘƘǊƻǳƎƘ ǿƘƛŎƘ ǘƘŜ ŎǳǎǘƻƳŜǊǎΩ ƴŜŜŘǎ ŀƴŘ 
expectations are met by offering a high-quality service resulting in customer satisfaction. It is also the façade 
that reflects the business philosophy and work environment of any enterprise. When addressing  the concept 
of public relations and customer service in the public sector, a radical change in the culture    of government 
is necessary to build a mind-set that relies on meeting the needs and requirements of the beneficiaries of 
ƎƻǾŜǊƴƳŜƴǘŀƭ ǎŜǊǾƛŎŜǎ ƻǊ ŜȄŎŜŜŘǎ ǘƘŜƛǊ ŜȄǇŜŎǘŀǘƛƻƴǎ ǘƻ ŀŎƘƛŜǾŜ ǘƘŜ ƘƛƎƘŜǎǘ ƭŜǾŜƭǎ  ƻŦ ǉǳŀƭƛǘȅ ŀƴŘ ŎǳǎǘƻƳŜǊǎΩ 
satisfaction. Consequently, the governmental administrative authorities must  focus on the notion of 
customer service through flexible thought and focused efforts to strengthen the understanding of this 
concept and with the objective of creating a competitive work environment. This would lead to transparency 
and high mutual respect between the governmental entity and the beneficiaries especially when adopting a 
policy of openness and following the example of good case practices in other countries. This would require 
the government officials, in their respective entities, to place this concept at the centre of their attention 
with regard to strengthening their flexibility and executing their offered services as envisioned. 

The Objectives of adopting the concept of public relation and customer service in the public sector are 
established to improve the level of government performance by developing and facilitating procedures to 
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ƛƴŎǊŜŀǎŜ ōŜƴŜŦƛŎƛŀǊƛŜǎΩ ǎŀǘƛǎŦŀŎǘƛƻƴ ŀƴŘ ǘƻ ŜƴƘŀƴŎŜ ŎǳǎǘƻƳŜǊ ŎƻƴŦƛŘŜƴŎŜ ŀƴŘ ƛƳǇǊƻǾŜ ǘƘŜ ƛƴǎǘƛǘǳǘƛƻƴǎΩ 
reputation in the public sector. 

Normative basis: This procedural step serves mainly to implement the Principle of efficiency (Part Two, 

section 7) and the Principle of information and active assistance (Part Two section 11). 

 
4.1. Requirements for achievement of the concept of customer service in the public sector: 

Explanatory remarks: 

¶ Developing and improving the administrative system used in governmental agencies by: 

- Adopting the concepts of modern management; 

- Establishing regulations and systems related to PR & customer service in  the  public  

sector and the means of developing and activating them; 

- Developing of the business scope of technical departments and working on preparing 

technical and procedural manuals to deal with service beneficiaries; 

- Developing performance indicators; 

- Developing a monitoring and evaluation system. 

¶ Developing human resources by: 

- Providing trainings on customer handling skills; 

- Providing technical trainings on work mechanisms; 

- Legal training on the frameworks governing the handling of provided services; 

- Developing a system of rewards and incentives for employees. 

 
¶ Utilizing modern telecommunication, information technology and various promotional  methods 

to improve the quality of customer service in the public sector by: 

- Using electronic platforms and internal and external electronic interconnections; 

- Using social media; 

- Developing mobile applications and text messaging services; 

- Providing the possibility of electronic payment; 

- Availability of electronic brochures and paper leaflets. 

¶ Involving customers in the improvement of the quality of services provided to them in the public 

sector by: 

- Continuous consultation; 

- Surveying; 

- Dissemination of performance quality ratings. 

Normative basis: This procedural step serves mainly to implement the Principle of efficiency (Part Two, 

section 7) and the Principle of information and active assistance (Part Two section 11). 

 
 

Action of the manager in charge: 
 
 

Does  the organisational and Human Resources Management set-up fulfil the requirements listed above  
in the explanations? 
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o NO 
Action: 

¶ Start the re-organisation of the involved departments in terms of structure, 
procedures and quality-insurance measures. 

¶ Inform staff of the involved departments about necessary changes of the new staff 
and train the involved staff in line with the requirements listed above. 

¶ Establish the required technical infrastructure (hardware and software). 

 
o YES 

Action: 

¶ Continue with the review of the organisation. 

 
4.2. Means of Communication with citizens and organisations 

 
4.2.1. Institutional Webpage, Social Media and Brochure 

Explanatory remarks: 

The webpage is a key information mechanism for any administrative procedure, to be used not only for  the 
very first contact with the matter but also as the permanent and official source of information, relevant for 
the whole procedure as well as subsequently providing information on novelties or new legal requirements. 
It informs a party ς and moreover every other interested individual and the general public 
ς about all technical, legal, and procedural requirements involved. A user-friendly, interactive system allows 
the party to go through the comprehensive information material in a way that he is able to figure out his 
ƛƴŘƛǾƛŘǳŀƭ ǎƻƭǳǘƛƻƴ ŀƴŘ ƴŜŎŜǎǎŀǊȅ ǇǊŜǊŜǉǳƛǎƛǘŜǎΦ hǇǘƛƻƴŀƭƭȅΣ ǘƘŜ ǿŜōǇŀƎŜ Ƴŀȅ ŀƭǎƻ  ƘŀǾŜ  ŀƴ  ΨƛƴǉǳƛǊȅ 
ǿƛƴŘƻǿΩΣ ǿƘƛŎƘ ŀƭƭƻǿǎ ǘƘŜ ŎƛǘƛȊŜƴ ǘƻ ǎǘŀǘŜ ŀ ǎǇŜŎƛŦƛŎ ǉǳŜǎǘƛƻƴ ƻǊ ǎŜƴŘ ŀ ŎƻƳƳŜƴǘΣ ǿƘƛŎƘ is expected to be 
answered by email to the individual. 

 

Social media are becoming increasingly important with modern society. Thus, an authority should  evaluate 
if this facet can be usefully included in its services. Practical application would mainly serve for announcing 
important changes and novelties or for performing (public) question & answer services, as  well         as         to          
provide          for          feedback          and          quality          control          measures. A brochure or information 
leaflet providing the most important but general information on the services provided should be developed 
ŀƴŘ ōŜ ŀǾŀƛƭŀōƭŜ ƛƴ ǇǊƛƴǘŜŘ ŦƻǊƳ ŀǘ ǘƘŜ ŀǳǘƘƻǊƛǘȅΩǎ ƻŦŦƛŎŜǎ ŀƴŘ ŀŦŦƛƭƛŀǘŜŘ ƛƴǎǘƛǘǳǘƛƻƴǎΦ ¢Ƙƛǎ ƳŀǘŜǊƛŀƭ ǎƘƻǳƭŘ 
also be available tƻ ŘƻǿƴƭƻŀŘ ŦǊƻƳ ǘƘŜ ŀǳǘƘƻǊƛǘȅΩǎ ǿŜōǇŀƎŜΦ Lǘ ŀƭǎƻ ǊŜǉǳƛǊŜǎ ǊŜƎǳƭŀǊ ǳǇŘŀǘŜǎ ǘƻƎŜǘƘŜǊ ǿƛǘƘ 
the web-content. 

Normative basis: This procedural step serves mainly to implement the Principle of efficiency (Part Two, 

section 7), the Principle of freedom of form of communication (Part Two section 9), and the Principle of 

information and active assistance (Part Two section 11). 
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Action of the manager in charge: 
 
 

Is information about the range of competence and general functions and tasks of the administrative 
authority easily accessible to the general public? 

o YES 
No action is required. 

o NO 
Action: 

¶ Create a website and optionally a social media channel and provide on the website  of 
the administrative authority in a serious, non-promotional manner a short and concise 
overview over the range of competences, general functions and tasks of the 
administrative authority and how an individual can obtain a specific administrative 
service from the authority. 

¶ Also, print and distribute a short leaflet (on paper) with the same content. 

 
4.2.2. Information exchange through email contact 

Explanatory remarks: 

Email communication is for both, the applicant and the authority, the quickest and most cost-effective  way 
to request and provide information tailored to the needs of the applicant. Parties  frequently  use email 
contacts as second step in order to receive official confirmation of details that they most possibly already 
derived from the website. For the authority, it is an instrument that would allow for providing the requested 
information within a set deadline; it may also be used to ask for additional  information  required for correctly 
ǊŜǎǇƻƴŘƛƴƎ ǘƻ ŀ ǇŀǊǘȅΩǎ request. 

Normative basis: This procedural step serves mainly to implement the Principle of efficiency (Part Two, 

section 7), the Principle of freedom of form of communication (Part Two section 9), and the Principle of 

information and active assistance (Part Two section 11). 

 
 

Action of the manager in charge: 

Can visitors of the website or readers of the leaflet ς when interested in obtaining a specific administrative 
service ς easily access some basic information  on  the  respective  administrative procedure and on 
underpinned major legal, technical, and formal aspects related to the procedure? 

o YES 
No action is required. 

o NO 
Action: 

¶ Provide on the website of the administrative authority some basic information on  the 
respective administrative procedure including some major legal, technical, and formal 
aspects related to the procedure. 

¶ Also, print and distribute a short leaflet (on paper) with the same content. 
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4.2.3. Information exchange through posted letters 

Explanatory remarks: 

Communication by letter is as ineffective as it is time-consuming and costly. It should become  an  exception 
whenever written communication is required between the party and the authority. However, in many cases 
it needs to be preserved for the foreseeable future, mostly due to legal requirements and lasting change 
management in public procedures. Purpose and function are the same as for email communication, and the 
turnaround time should as much as possible, not exceed one week. 

Normative basis: This procedural step serves mainly to implement the Principle of efficiency (Part Two, 

section 7), the Principle of freedom of form of communication (Part Two section 9), and the Principle of 

information and active assistance (Part Two section 11). 

 
 

Action of the manager in charge: 
 
 

Is there a mail or a communication system by letters in place to respond to written communications 
between the administrative authority and the party? 

o YES 
No action is required. 

o NO 
Action: 

¶ Create a follow-up mail system and standard text modules prepared for letter 
communication with parties providing general and specific information on the 
ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ŀǳǘƘƻǊƛǘȅΩǎ ŎƻƳǇŜǘŜƴŎŜ ŀƴŘ services. 

 
4.2.4. Information exchange by phone 

Explanatory remarks: 
 

Telephone conversations are the quickest way to communicate information or answer requests, both for the 
ǊŜǉǳŜǎǘŜǊ ƻŦ ŀƴ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ǎŜǊǾƛŎŜ ŀƴŘ ŦƻǊ ŀƴ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ŀǳǘƘƻǊƛǘȅΦ IƻǿŜǾŜǊΣ ǘƘŜ ŀǳǘƘƻǊƛǘȅΩǎ 
immediate response on the phone requires human capacities, whose optimum use is difficult or costly to 
make. Therefore, an automatic interactive voicemail system should  be  considered,  allowing recording and 
ǊŜǘǊƛŜǾƛƴƎ ƳŜǎǎŀƎŜǎ ǿƛǘƘƻǳǘ ǇŜǊƳŀƴŜƴǘ ŘŜǇƭƻȅƳŜƴǘ ƻŦ ŀǳǘƘƻǊƛǘȅΩǎ ǎǘŀŦf. Major disadvantages of the spoken 
word are its low reference value and that it can easily be misunderstood and forgotten. On the other hand, 
a phone call is the ideal complementary instrument for quick clarification of details during a written 
procedure. 

Normative basis: This procedural step serves mainly to implement the Principle of efficiency (Part Two, 

section 7), the Principle of freedom of form of communication (Part Two section 9), and the Principle of 

information and active assistance (Part Two section 11). 
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Action of the manager in charge: 

Is there a telephone conversation system as an instant way of communicating for  receiving  and  providing 
information by using an automatic interactive voicemail system that allows the recording and retrieving of 
ƳŜǎǎŀƎŜǎ ǿƛǘƘƻǳǘ ǇŜǊƳŀƴŜƴǘ ŘŜǇƭƻȅƳŜƴǘ ƻŦ ǘƘŜ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ŀǳǘƘƻǊƛǘȅΩǎ staff? 

o YES 
No action is required 

o NO 
Action: 

¶ Provide an automatic interactive voicemail system that allows the recording and 
retrieving of messages without permanent deployment of the administrative 
ŀǳǘƘƻǊƛǘȅΩǎ ǎǘŀŦŦ ŀƴŘ ǇǊƻǾƛŘŜ ƎŜƴŜǊŀƭ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ǘƘŜ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ŀǳǘƘƻǊƛǘȅΩǎ 
competence and services through standard text modules that are prepared for phone 
communications with the beneficiaries and a referral system for specific information 

 
4.2.5. LƴŦƻǊƳŀǘƛƻƴ ŜȄŎƘŀƴƎŜ ǘƘǊƻǳƎƘ ǇŜǊǎƻƴŀƭ ǇǊŜǎŜƴŎŜ ŀǘ ŀƴ ŀǳǘƘƻǊƛǘȅΩǎ office 

Explanatory remarks: 

Face-to-face communication can be the most effective and least time-consuming one. It allows a intense 
dialogue as well as the combination of an information ς and application ς process in one step. However, it 
could on the one hand, require high expenses in terms of time and money on the part of the party to reach 
the office or a branch of the authority. On the other hand, this is a traditional way of communicating 
between an administration and its citizen. It is also on the part of the administrative authority the most 
expensive approach to deliver administrative service, since establishing and running a front desk for direct 
face-to-face communication causes has substantial costs. 

However, provided that e.g. in the rural areas of Egypt there will be cases where citizens are in need of 
consulting support in order to correctly formulate an application or fill a template, face to face 
communication will be key for successfully implemented citizen services. In this respect a costlier initial 
support will help to avoid incorrect or invalid start of procedures with double efforts thereafter for corrective 
measures. 

Normative basis: This procedural step serves mainly to implement the Principle of efficiency (Part Two, 

section 7), the Principle of freedom of form of communication (Part Two section 9), and the Principle of 

information and active assistance (Part Two section 11). 

Action of the manager in charge: 

Does the administrative authority have a customer service department for face-to-face communication? 

o YES 
No action required. 

o NO 
Action: 

¶ Establish a customer service or front desk for personal communication with 
beneficiarieǎΩ ǇǊŜǎŜƴŎŜ ŀƴŘ ǿƛǘƘ ǘƘŜ ŀōƛƭƛǘȅ ǘƻ ŀƴǎǿŜǊ ōŀŎƪ ŀƭƭ ƎŜƴŜǊŀƭ ƛƴŦƻǊƳŀǘƛƻƴ   ōȅ 
using information of webpage or brochures and guidelines and the ability for access to 
additional internal communication to provide specific information. 
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5. Course of an administrative procedure initiated upon request of the party (upon receipt of formal 
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application / template) 

 
Explanatory remarks: 

An administrative procedure (as defined above Part One section 5) can be initiated either upon request of 
ǘƘŜ ǇŀǊǘȅ ƻǊ ŀƴ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ŀǳǘƘƻǊƛǘȅΩǎ ƻǿƴ ƛƴƛǘƛŀǘƛǾŜ όǘƘŜ ƭŀǘǘŜǊ ŀƭǎƻ ŎŀƭƭŜŘ ŜȄ-officio initiation). With the 
ǎǘŀǊǘ ƻŦ ǘƘŜ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ǇǊƻŎŜŘǳǊŜ ŀ ΨǊŜƭŀǘƛƻƴǎƘƛǇ ƻŦ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ƭŀǿΩ ƛǎ ŜǎǘŀōƭƛǎƘŜŘ ōŜǘǿŜŜƴ ǘƘŜ 
administrative authority and a concrete natural or legal person. In other words, the person obtains the legal 
status of a party of an administrative procedure. From this moment onwards, either side of the relationship 
holds the procedural rights and obligations derived from the Principles and Rules  as  explained in Part III of 
this Guide. The party for example obtains the right to be heard (see  above Part   Two section 14) whilst the 
administrative authority is set out with the obligation to provide active assistance (Part Two section 11). 

A request can be defined as the expression of a certain demand of an individual (natural person or legal 
entity), submitted to an administrative authority with the content to ask the authority for undertaking an 
administrative action, for which the requester claims to have the individual right or legitimate interest. 

The request defines the subject matter of the procedure and thus, it  determines which legal provisions   are 
applicable for the requested administrative action - starting with the provisions stipulating the 
ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ŀǳǘƘƻǊƛǘȅΩǎ ŎƻƳǇŜǘŜƴŎŜ ǘƻ ŘŜŀƭ ǿƛǘƘ ǘƘŜ ǎǳōƧŜŎǘ matter. 

¢ƘŜ ǎǳōƳƛǎǎƛƻƴ ƻŦ ŀ ǊŜǉǳŜǎǘ ǘǊƛƎƎŜǊǎ άŀǳǘƻƳŀǘƛŎŀƭƭȅέ ς that means without any  decision  or  measure taken 
by the authority ς the beginning of an administrative procedure. A request must never remain unanswered, 
i.e. the administrative is obliged to respond to it by applying the Principles and Rules as explained in Part III 
of this Guide, even in cases when it can be easily recognised that the request is unfounded and to be rejected. 

In the following, all possible steps of an administrative procedure are described including possible 
alternatives for actions to be undertaken by the acting public official. 

 

5.1. Competence of the addressed administrative authority 
 
 

Procedural action of the acting public official: 
 
 

Does the subject matter of the requested administrative action fall in the area of competence of the 
addressed administrative authority? 

 
 

o YES 
Action: 

 
 

o NO 
Action: 

¶ Reject the application on the grounds of lack of competence; notify the party thereof; 
explain the reasons for the rejection; inform about the right to lodge a grievance and 
the grievance procedure. 
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¶ Inform the party of the competent authority for the requested service and reroute 
the application to the competent authority if possible. 

¶ Continue with the procedure. 

 
5.2. Competence of the department, subunit, and individual public official within the authority 

 
 

Procedural action of the acting public official: 
 
 

Does the subject matter of the application fall into the area of competence of the department, subunit, and 
individual public official, where the request arrived? 

 
 

o YES 
Action: 

¶ Continue with the procedure. 

 
o NO 

Action: 

¶ Re-route the application to the competent department, subunit, individual public 
official within the authority. 

 
5.3. Formal requirements of the application 

Explanatory remarks: 

In general, an administrative procedure is not bound to a specific form. All means of communication between 
administrative authorities and citizens shall be permitted. Only in cases where explicitly prescribed by the 
law, rules and formalities have to be observed for the communication within administrative procedures. 

Formal requirements stipulated by the law could for example be: use of a special electronic form; written 
form on paper; use of a certain template; personal handwritten signature on the paper; personal appearance 
of the party at the premises of the authority, etc. 

Normative basis: This procedural step serves mainly to implement the Principle of efficiency (Part Two, 

section 7) and the Principle of freedom of form of communication (Part Two section 9). 

 
 

Procedural action of the acting public official: 
 
 

Is the required form of the application met? 
 
 

o YES 
Action: 
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¶ Continue with the procedure. 

 
o NO 

Action: 

¶ Inform the party about the formal defect; advise how to meet the formal requirements 
(e.g. provide with the correct template) and allow a reasonable deadline for 
submission of a correct application. 

¶ If the set deadline expires without submission of a correct application, reject the 
application on the grounds of formal incorrectness, notify the party thereof, explain 
the reasons for the rejection, inform about the right to lodge a grievance and about 
the conduct of the grievance procedure. 

¶ If a correct application arrives within the deadline: Continue with the procedure. 

 
5.4. Other prerequisites for the submission 

Explanatory remarks: 

Other prerequisites could for example be: deadlines for application; admissibility of representation and 
evidence of proper authorisation; legal capacity; age restrictions (minimum/maximum age), etc. 

Normative basis: This procedural step serves mainly to implement the Principle of legality (Part Two, 

section 2). 

 
 

Procedural action of the acting public official: 
 
 

Are all other prerequisites for the submission of a valid application met? 
 
 

o YES 
Action: 

¶ Continue with the procedure. 

 
o NO 

Action: 

¶ If the party could possibly repair the defect (e.g. by provision of means of 
evidence),inform the party about the defect, advise on how to meet  the  prerequisite 
(e.g. provide appropriate evidence) and allow  a reasonable  deadline  for correction. 

¶ If the party cannot repair the defect due to its nature or if a deadline set for correction 
expires, reject the application on the grounds of non-fulfilment of the respective 
prerequisite, notify the party thereof, explain the reasons for the rejection, inform 
about the right to lodge a grievance and about the conduct of the grievance procedure. 

¶ If the correction arrives within the deadline, continue with the procedure. 
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5.5. Correctness of data indicated in the application 

Explanatory remarks: 

Examples for incorrectness:  required data are missing (e.g. some fields/cells of the template are empty)  
or indicated data are obviously wrong (e.g. twisted numbers). 

Normative basis: This procedural step serves mainly to implement the Principle of efficiency (Part Two, 

section 7) and the Principle of information and active assistance (Part Two section 11). 

 
 

Procedural action of the acting public official: 
 
 

Are all data required for the decision on the application correctly indicated in the application? 
 
 

o YES 
Action: 

¶ Continue with the procedure. 

 
o NO 

Action: 

¶ If possible in obvious cases (e.g. twisted numbers) correct the data ex-officio, if this  
ƛǎ ǘƻ ǘƘŜ tŀǊǘȅΩǎ advantage. 

¶ In other cases, inform the party of the missing data and allow a reasonable deadline 
for correction. 

¶ If the deadline set for correction expires, reject the application on the grounds of 
incompleteness of required data, notify the party thereof, explain the reasons for  the 
rejection, inform about the right to lodge a grievance and about the conduct of the 
grievance procedure. 

¶ If the correction arrives within the deadline, continue with the procedure. 

 
5.6. Required supporting documents 

Normative basis: This procedural step serves mainly to implement the Principle of efficiency (Part Two, 

section 7) and the Principle of information and active assistance (Part Two section 11). 

 
 

Procedural action of the acting public official: 
 
 

!ǊŜ ŀƭƭ ǎǳǇǇƻǊǘƛƴƎ ŘƻŎǳƳŜƴǘǎ ǊŜǉǳƛǊŜŘ ŦƻǊ ǘƘŜ ŀǳǘƘƻǊƛǘȅΩǎ ŘŜŎƛǎƛƻƴ ƻƴ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ǇǊƻǾƛŘŜŘ ǘƻƎŜǘƘŜǊ 
with the application? 

 
 

o YES 
Action: 
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¶ Continue with the procedure. 

 
o NO 

Action: 

¶ If the information to be evidenced by a document can be obtained ex-officio, because 
it is available from the files of the authority itself or from a public register, the authority 
shall procure the relevant information itself. 

¶ If the information to be evidenced by a document cannot be obtained ex-officio, 
inform the party of the missing or incorrect documents and allow a reasonable 
deadline for completion of the documents. 

¶ If the deadline set for completion expires, reject the application on the grounds of 
incompleteness of documents, notify the party thereof, explain the reasons for the 
rejection, inform about the right to lodge a grievance and about the conduct of the 
grievance procedure. 

¶ If the missing documents arrive within the set deadline, continue with the  procedure. 

 
5.7. Ex-officio investigation of facts 

Normative basis: This procedural step serves mainly to implement the Principle of legality (Part Two, section 

2), the Principle of information and active assistance (Part Two section 11) and the Principle of ex-officio 

investigation of facts (Part Two section 12)). 

 
 

Procedural action of the acting public official: 
 
 

Lǎ ŀŘŘƛǘƛƻƴŀƭ ƛƴŦƻǊƳŀǘƛƻƴ ƴŜŜŘŜŘ ŦƻǊ ǘƘŜ ŀǳǘƘƻǊƛǘȅΩǎ ŘŜŎƛǎƛƻƴ ƻƴ ǘƘŜ application? 
 
 

o YES 
Action: 

¶ If the additional information can be obtained ex-officio, because it is available from 
the files of the authority itself or from a public register, the authority shall procure the 
relevant information itself. 

¶ If the additional information is not available from the files of the authority itself or 
from a public register, the authority shall ex-officio investigate additional facts through 
party interview, witnesses, inspection, or other appropriate evidence  means. 

¶ If the ŀǳǘƘƻǊƛǘȅΩǎ ǎŜǊƛƻǳǎ ŜȄ-officio investigation efforts proved fruitless, reject the 
application on the grounds of incompleteness of information required for the decision, 
notify the party thereof, explain the reasons for the rejection,  inform  about the right 
to lodge a grievance and about the conduct of the grievance procedure. 

¶ LŦ ǘƘŜ ŀǳǘƘƻǊƛǘȅΩǎ ǎŜǊƛƻǳǎ ŜȄ-officio investigation efforts proved fruitful,  continue with 
the procedure. 
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o NO 
Action: 

¶ Continue with the procedure. 

 
5.8. Third parties 

Explanatory remarks: 

9ȄŀƳǇƭŜǎ ƻŦ ά¢ƘƛǊŘ ǇŀǊǘȅέ ŎƻǳƭŘ ōŜ ǘƘŜ ƴŜƛƎƘōƻǳǊ ƻŦ ŀ ōǳƛƭŘƛƴƎ ǇǊƻƧŜŎǘΤ ǘƘŜ ŎƻƳǇŜǘƛǘƻǊ ƻŦ ŀƴ ƛƴŘǳǎǘǊƛŀƭ 
operator, whose subsidies could have a disadvantageous effect on the market prospects of  the competitor. 

Normative basis: This procedural step serves mainly to implement the Principle of legality (Part Two section 

2), the Principle of efficiency (Part Two, section 7) and the Principle of information and active assistance 

(Part Two section 11). 

 
 

Procedural action of the acting public official: 
 
 

Are third parties affected by the potential decision? 
 
 

o YES 
Action: 

¶ Inform the third party about the fact of the administrative procedure and its subject 
matter and the rights of a third party in an administrative procedure including the right 
to be heard before the final decision on the matter will be taken into consideration. 

 
 

o NO 
Action: 

¶ Continue with the procedure. 

 
5.9. Involvement of other authorities 

Explanatory remarks: 

Two kinds of involvement of other authorities can be distinguished. In the procedure of a άƧƻƛƴǘ ŘŜŎƛǎƛƻƴέ 
two or more authorities decide as equally authorised, and the decision is notified either jointly or  by one  of 
the involved authorities but in the name (on behalf) of all of them. The other kind of procedure is concluded 
by a unilateral decision of an administrative authority the unilaterally acting authority, however, requires a 
prior consent, confirmation, approval or opinion of another authority. 

Normative basis: This procedural step serves mainly to implement the Principle of legality (Part Two section 

2), the Principle of efficiency (Part Two, section 7) and the Principle of information and active assistance 

(Part Two section 11). 
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Procedural action of the acting public official: 
 
 

In this concrete case, is the involvement of other administrative authorities required for taking the final 
decision? 

 
 

o YES 
Action: 

¶ As a rule: Ensure ex-officio the involvement of the other authority through direct 
communication and cooperation between the two or more authorities (without 
involvement of the party in the cooperation process) and allow a reasonable deadline 
ŦƻǊ ǘƘŜ ƻǘƘŜǊ ŀǳǘƘƻǊƛǘȅΩǎ response. 

¶ Exceptionally: Only if explicitly stipulated so by law or required due to the factual 
circumstances, request from the party the initiation of the involvement of the other 
authority and allow a reasonable deadline for the provision of the necessary 
contribution (consent, confirmation, approval, etc.). 

¶ If serious efforts of the party respectively of the administrative authority proved 
fruitless in receiving a response from the other authority within the set deadline, a 
positive contribution of the other authority is deemed to be made (silent consent 
rule!); further consequence, continue with the procedure. 

¶ If the involvement of another administrative authority does not produce the results 
required for a positive decision, reject the application on the grounds of lack of 
involvement of another authority required for the decision,  notify  the  party thereof, 
explain the reasons for the rejection, inform about the right to lodge a grievance and 
about the conduct of the grievance procedure. 

 
 

o NO 
Action: 

¶ Continue with the procedure. 

 
5.10. Draft decision on the merits 

Explanatory remarks: 

In this stage of the overall process the acting public official arrives at the core of the decision-making process, 
which is to say at the decision on the substance of the case. He/she now examines whether or   not the party 
fulfils all legal and technical requirements for the issuance of the requested administrative service taking 
into consideration all the results of the previous procedural steps. 

Normative basis: This procedural step serves mainly to implement the Principle of legality (Part Two 

section 2) and the Principle of efficiency (Part Two, section 7). 
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Procedural action of the acting public official: 
 
 

At this stage of the procedure do the results of all previous procedural steps lead to the conclusion that the 
party has the right to receive a positive decision on the application in full and a third party is not affected? 

 
 

o YES 
Action: 

¶ Continue the procedure by drafting the final decision and its reasoning in writing. 

 
o NO 

Action: 

¶ Continue the procedure by conducting the hearing of the party (or parties). 

 
5.11. Hearing of the party 

Explanatory remarks: 

Hearing is always obligatory if 

¶ the authority comes to the conclusion that the application is completely or at least partly to be 
rejected; 

¶ a statement of the party is ǊŜǉǳƛǊŜŘ ǘƻ ŎƭŀǊƛŦȅ ŀƴŘ ŎƻƴŦƛǊƳ ǘƘŜ ŀǳǘƘƻǊƛǘȅΩǎ Ŧƛƴŀƭ decision; 

¶ a positive decision on the application could have a disadvantageous impact on rights or legal 
interests of third parties. 

Hearing is not necessary, if the authority grants a positive decision on the application in full and a third party 
is not affected. 

Normative basis: This procedural step serves mainly to implement the Principle of legality (Part Two section 

2), the Principle of efficiency (Part Two, section 7), the Principle of information and active assistance (Part 

Two section 11) and the Principle of hearing the Party (Part Two section 14). 

 
 

Procedural action of the acting public official: 
 
 

In this concrete procedure, is the hearing of the party necessary? 
 
 

o YES 
Action: 

¶ Inform the parties about their right to be heard either in writing or in a meeting   
with the party; the information shall comprise of the following elements: 

ï The administrative authority conducting the procedure; 
ï The parties involved in the administrative procedure; 



58  

 
 

ï The right of the party to inspect the files and the office and place where this 
may be done; 

ï The results of the investigation of facts and the expected result of the 
administrative procedure. 

ï The manner how the party may exercise his/her right to be heard: 
Á The party has the right to present his/her opinion on any factual or legal aspect 

related to the administrative procedure. 
Á The presentation may be done in writing, in a meeting at the office of the 

administrative authority, by phone, or in any other form of electronic 
communication. 

ï Statement on post address, respectively phone number, electronic 
communication details, or place and working hours of the office the  party  needs 
for presenting his/her opinion; 

ï A reasonable deadline for exercising the right to be heard. 

 

o Receive and assess impartially the opinion presented by the party. 

 

o NO 
Action: 

¶ Continue with the procedure (preparation of the final decision). 

 
 

5.12. Preparation of the final decision in writing 

Explanatory remarks: 

The necessary elements of the written decision shall be: 

¶ Introductory part 

ï Name of the administrative authority issuing the decision. 
ï Name of the parties, to which the decision is addressed (including third parties). 
ï The date when the decision is taken. 

¶ Decisional part 

ï The content of the decision 
Á Granting a right (administrative authority grants a permission or another advantageous 

legal position, e.g. issues a driving licence). 

Á Full or partial rejection (public body denies granting a right the addressee applied for, 
e.g. rejection of an applied construction permit). 

Á The exercise of a granted right might be specified by determinations related to time (e.g. 
entry into force or duration of the granted permission), place and/or person-related 
conditions. 

ï Advice about the right to lodge a grievance including the administrative authority or the  court 
where the grievance may be filed, and the deadline for its submission (reasonable deadline: 30 
days after the day, when the party received the notification of  the  final  decision, unless 
otherwise regulated by law). 



59  

 
 

¶ Reasoning part 

ï Descriptions and history of the case 
ï The facts the decision is based upon 
ï The legislation that was applied for the decision 
ï Special explanation of a decision, when it was taken on the basis of  a  discretionary  

provision. 

¶ Clear and understandable information about legal remedies against the decision of the 
administrative authority comprising of the name and place of the  competent  grievance  authority, 
deadline for lodging a complaint, and other formal requirements for a complaint (see below 
explanation under section 7).. 

¶ Signature (and stamp) of the competent official who took the decision on behalf of the 
administrative authority 

Normative basis: This procedural step serves mainly to implement the Principle of legality (Part Two section 

2), the Principle of efficiency (Part Two, section 7), the Principle of information and active assistance (Part 

Two section 11) and the Principle of the obligation to state reasons (Part Two section). 

 
 

Procedural action of the acting public official: 
 
 

Has the result of the hearing of the party fully confirmed the draft decision or was no hearing necessary? 
 
 

o YES (i.e. no hearing was necessary or the hearing has not caused new views on the case) 
Action: 

¶ Prepare the final decision that comprises all mandatory elements as listed above. 

 
o NO 

Action: 

¶ Review the decision as drafted before the hearing and if necessary prepare a final 
decision different from the draft version. 

 
5.13. Delivery of the requested administrative service by notification of the final decision 

Explanatory remarks: 

Notification is the official procedural means of an administrative authority to communicate its decisions   or 
other administrative actions to the parties. It is a central requirement of any administrative procedure, 
because an administrative action comes into  legal effect  no earlier than in the moment when at  least  one 
of the parties of the procedure has been notified. Until then the activities of the public body remain a merely 
internal matter. 

For an administrative procedure initiated upon request of the party, the notification is the means by   
which the administrative authority delivers or rejects the requested administrative service. 
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The notification serves to safeguard the interest of both the party involved in the  administrative  procedure 
as well as the administrative authority and the general public the principle by ensuring legal protection of 
the party, legal certainty, effectiveness and efficiency of the administrative procedure, transparency of 
public administration, and supervision and legal control of administrative actions. 

Unless the law prescribes a specific form, notification may be done by using  any  means  of communication 
and it is at the discretion of the acting public official to choose the appropriate form of notification. 

For the situation when the party is present the direct verbal statement is one of the possible appropriate 
forms, besides this also the handing over of a written or printed document is possible. For the notification of 
non-present parties not only the simple or certified surface mail but also any other technological way and 
means of long-distance communication shall come into consideration. Specific forms (e.g. registered letter) 
are required in cases, when not only the information of the party as such but also the legal evidentiary of 
the notification including its place and time is of legal importance. 

For the choice between the possible ways of notification the principles effectiveness and efficiency are of 
practical relevance. According to a general and common understanding of these principles, a means is 
effective if it can produce ǘƘŜ ƛƴǘŜƴŘŜŘ ƻǊ ŜȄǇŜŎǘŜŘ ǊŜǎǳƭǘǎΦ όά5ƻ ǘƘŜ ǊƛƎƘǘ ǘƘƛƴƎǎ ǘƻ ŀŎƘƛŜǾŜ ǘƘŜ ƎƻŀƭέΦύ 
Efficient, however, is a means, by which the intended or expected results can be achieved with the least 
ǿŀǎǘŜ ƻŦ ǘƛƳŜΣ ŜŦŦƻǊǘΣ ƻǊ ŎƻǎǘǎΦ όά5ƻ ǘƘŜ ǘƘƛƴƎǎ ǊƛƎƘǘΦέύ [ƻƎƛŎŀƭƭȅΣ ǘƘŜ criterion of efficiency  becomes relevant 
for the choice between two or more effective means. 

¢ƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ƻŦ ǘƘŜ ŎǊƛǘŜǊƛŀ ŜŦŦŜŎǘƛǾŜƴŜǎǎ ŀƴŘ ŜŦŦƛŎƛŜƴŎȅ ǘƻ ǘƘŜ ŀŎǘƛƴƎ ǇǳōƭƛŎ ƻŦŦƛŎƛŀƭΩǎ ŎƘƻƛŎŜ ƻŦ ǘƘŜ 
appropriate form of notification leads to the following conclusion: 

¶ A form of notification is effective, if it  is suitable to ensure that the  information reaches the  party. 
(Example: Sending an email is not effective, if the party has not got a computer. But both sending a 
letter to the party as well as notifying it verbally would ensure the achievement of the intended or 
expected results.) 

¶ For the purpose of choosing the most efficient form of notification between more than one effective 
ones, the acting public official has to take into consideration not only the costs but also aspects of 
speed and simplicity of the process. 

Normative basis: This procedural step serves mainly to implement the Principle of legality (Part Two section 

2), the Principle of efficiency (Part Two, section 7) and the Principle of information and active assistance 

(Part Two section 11). 

 

Procedural action of the acting public official: 
 
 

o When the party is present, the notification may be done orally or in any other  
appropriate form of communication. 

 
 

o A written document may be notified by (registered) surface mail, email or other  
electronic means. 

 
 

o Confirmation of receipt of the notification is required, when legal evidentiary of the 
notification including its place and time is of legal relevance. 
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6. Course of an administrative procedure Initiated ex officio 

 
Explanatory remarks: 

An administrative procedure can also be initiated on the initiative of the administrative body, which is to say 
ǿƛǘƘƻǳǘ ŀ ǊŜǉǳŜǎǘ ƻŦ ŀ ǇŀǊǘȅΦ CƻǊ ŀƴ άŜȄ-ƻŦŦƛŎƛƻέ ƛƴƛǘƛŀǘƛƻƴ ƻŦ an administrative procedure the administrative 
body requires a legal authorisation (through primary law or secondary/delegated legislation). Such 
authorisation may either grant the right to undertake an administrative action (In this case the provision 
reŀŘǎΥ ά¦ƴŘŜǊ ŎŜǊǘŀƛƴ ǇǊŜŎƻƴŘƛǘƛƻƴǎ ǘƘŜ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ōƻŘȅ may take the initiative 

ΧΦέύΣ ƛƴ ǘƘƛǎ ŎŀǎŜ ǘƘŜ ŘŜŎƛǎƛƻƴ ǿƘŜǘƘŜǊ ƻǊ ƴƻǘ ŀƴ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ǇǊƻŎŜŘǳǊŜ ǿƛƭƭ ōŜ ƛƴƛǘƛŀǘŜŘ ƛǎ άŀǘ ǘƘŜ 
ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ōƻŘȅΩǎ ŘǳǘƛŦǳƭ ŘƛǎŎǊŜǘƛƻƴέΦ {ǳŎƘ ƭŜƎŀƭ ŀǳǘƘƻǊƛǎŀǘƛƻƴ Ŏŀn also impose the obligation on the 
ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ōƻŘȅ ǘƻ ŀŎǘ όLƴ ǘƘƛǎ ŎŀǎŜ ǘƘŜ ǇǊƻǾƛǎƛƻƴ ǊŜŀŘǎΥ ά¦ƴŘŜǊ ғŎŜǊǘŀƛƴ ǇǊŜŎƻƴŘƛǘƛƻƴǎҔ ǘƘŜ 
ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ōƻŘȅ ǎƘŀƭƭκƳǳǎǘ ǳƴŘŜǊǘŀƪŜ ŀ ŎŜǊǘŀƛƴ ŀŎǘƛƻƴ ΧΦΦ-άύΦ Lƴ ŜƛǘƘŜǊ ŎŀǎŜ ǘƘŜ ŜȄ-officio initiative results 
from the ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ōƻŘȅΩǎ ƛƴǘŜǊƴŀƭ ŘŜŎƛǎƛƻƴ-making process, that is, however  always  triggered by an 
external factual situation (Example: The administrative body learns about the operation   of a factory 
without a licence or beyond the limitations determined by the licence and therefore takes    into 
consideration the conduct of an inspection procedure.) 

As far as the content of an ex-officio decision is concerned three kinds of decisions are  to  be  
distinguished: 

¶ Prohibition 
The public body requires from the party an inaction (e.g. prohibition of continuing the operation of a 

factory, whose manufacturing process emits harmful gases, dust, and smoke); 

¶ Order 
The public body imposes an obligation on the party to undertake an action (e.g. order to remove a car 
that blocks a fire rescue access); 

¶ Granting a right 
The public body grants the party a permission or another advantageous legal position or gives  the  right 
to claim performance. (This will rarely happen without request of the party but  could  for  example be 
the case, if legislation on technical limits such as emission levels for industrial operation  has changed to 
the advantage of the operators and the legislator imposes the obligation on the competent 
administrative authority to apply the new legislation in all relevant cases by issuing the amendment of a 
ƭƛŎŜƴŎŜ ǿƛǘƘƻǳǘ ǘƘŜ ǇƻǘŜƴǘƛŀƭ ǇŀǊǘƛŜǎΩ ŜȄǇƭƛŎƛǘ request.) 

 
6.1. Taking notice of a certain factual or legal situation 

Explanatory remarks: 

The factual situation could have changed and the administrative authority has acquired knowledge  thereof 
ŜΦƎΦ ǘƘǊƻǳƎƘ ƛƴǎǇŜŎǘƛƻƴΣ ƛƴŦƻǊƳŀǘƛƻƴ ōȅ ƳŜŘƛŀΣ ƻǊ ƻǘƘŜǊ ǎƻǳǊŎŜǎ όǘƘƛǊŘ ǇŀǊǘƛŜǎΣ ΨǿƘƛǎǘƭŜ-ōƭƻǿŜǊΩύ -  or the legal 
situation has changed through newly adopted legislation that came into effect. 

Normative basis: This procedural step serves mainly to implement the Principle of legality (Part Two 

section 2), and the Principle of efficiency (Part Two, section 7. 
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Procedural action of the acting public  official: 
 
 

Does the factual or legal situation as presented provide reasonable cause for obliging the administrative 
body to initiate an administrative procedure? 

 
 

o YES 
Proceed with case, depending on initial evidence: 

¶ Obvious cause - immediate actions: 
ï Initiate the administrative procedure by conducting the next necessary  procedural 

steps without further investigation of facts in accordance with the relevant 
legislation and the factual circumstances of the case and based on practical 
experience. 

ï Notifying the party thereof, unless early involvement of party might compromise 
the effectiveness of the procedure. 

ï Continue the procedure with step 6.3. 

OR 

¶ Initiate the administrative procedure by carrying out further investigation of facts and 
collection of evidence (see below step 6.3) and notify the party thereof, unless early 
involvement of party might compromise the effectiveness of the procedure. 

 
 

o NO 

¶ No action, abort process. 

 
6.2. Investigation of facts 

Explanatory remarks: 

The core of the preparatory stage of an ex-officio administrative procedure is the administrative 
investigation which might be broadly defined as the process of acquiring and assessing information, be it 
facts or interests. The administrative investigation phase is led by the inquisitorial principle, that is the 
principle of ex-officio investigation, and its counterpart, the duty of careful consideration. 

According to the inquisitorial principle, it is the obligation of the public organ to ex officio investigate all the 
necessary information for the resolution of the case. 

The purpose of the inquisitorial principle is to ensure legally right and especially factually true administrative 
decisions. In that respect the public body, in the exercise of the administrative power in a concrete 
administrative case, is the guarantor for safeguarding the public interest. As such the public organ is the 
ƳŀǎǘŜǊ ƻŦ ǘƘŜ ǇǊƻŎŜŘǳǊŜ ŀƴŘ ŀǎ ǎǳŎƘ ƛǎ ǳƴŘŜǊ ŀ Řǳǘȅ ǘƻ ŜȄ ƻŦŦƛŎƛƻΣ ǘƘŀǘ ƛǎ ǿƛǘƘƻǳǘ ŘŜǇŜƴŘƛƴƎ  ƻƴ ǘƘŜ ǇŀǊǘȅΩǎ 
initiative or will, conduct a comprehensive and accurate investigation in order to establish the real factual 
situation in order to correctly apply the law and take the right decision. 

Normative basis: This procedural step serves mainly to implement the Principle of legality (Part Two section 

2), the Principle of efficiency (Part Two, section 7) and the Principle of ex-officio investigation of facts (Part 

Two section 12). 
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Procedural action of the acting public official: 
 
 

Is the factual situation resulting from investigations requesting the continuation of the administrative 
procedure? 

 
 

o YES 
Action: 

¶ Continue the procedure with step 6.3. 

 
o NO 

Action: 

¶ Inform the party about the negative result of investigation in case the party was 
previously notified about the initiation of the procedure. 

¶ No further action, abort process. 

 
6.3. Third parties (see also above step 5.8) 

Explanatory remarks: 

9ȄŀƳǇƭŜǎ ƻŦ ŀ ά¢ƘƛǊŘ ǇŀǊǘȅέ ŎƻǳƭŘ ōŜ ǘƘŜ ƴŜƛƎƘōƻǳǊ ƻŦ ŀ ōǳƛƭŘƛƴƎ ǇǊƻƧŜŎǘ ƻǊ ǘƘŜ ŎƻƳǇŜǘƛǘƻǊ  ƻŦ  ŀƴ  ƛƴŘǳǎǘǊƛŀƭ 
operator, whose subsidies could have a disadvantageous effect on the market prospects of the competitor. 

Normative basis: This procedural step serves mainly to implement the Principle of legality (Part Two section 

2), the Principle of efficiency (Part Two, section 7) and the Principle of information and active assistance 

(Part Two section 11). 

 
 

Procedural action of the acting public official: 
 
 

Are third parties affected by potential decision? 
 
 

o YES 
Action: 

¶ Inform the third party about the fact of the administrative procedure and its subject 
matter and the rights of a third party in an administrative procedure including the right 
to be heard before the final decision on the matter will be taken. 

 
 

o NO 
Action: 

¶ Continue with the procedure. 
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6.4. Involvement of other authorities (see also above 5.9) 

Explanatory remarks: 

Examples: Joint decision of two or more authorities; unilateral decision of an administrative authority but 
based on a prior consent, confirmation, approval or opinion of another authority. 

Normative basis: This procedural step serves mainly to implement the Principle of legality (Part Two section 

2), the Principle of efficiency (Part Two, section 7) and the Principle of information and active assistance 

(Part Two section 11). 

 
 

Procedural action of the acting public official: 
 
 

In this concrete case is the involvement of other administrative authorities required for taking the final 
decision? 

 
 

o YES 
Action: 

¶ As a rule: Ensure ex-officio the involvement of the other authority through direct 
communication and cooperation between the two or more authorities (without 
involvement of the party in the cooperation process!) and allow a reasonable deadline 
ŦƻǊ ǘƘŜ ƻǘƘŜǊ ŀǳǘƘƻǊƛǘȅΩǎ response. 

¶ Exceptionally: Only if explicitly stipulated so by law or required due to the factual 
circumstances, demand from the party the initiation of the involvement  of  the  other 
authority and allow a reasonable deadline for the provision of the necessary 
contribution (consent, confirmation, approval, etc.). 

¶ If serious efforts of the party respectively of the administrative authority proved 
fruitless to receive a response from the other authority within the set deadline, a 
positive contribution of the other authority is deemed to be made, if the applicable 
legislation provides such silent consent rule. Further consequence: Continue with  the 
procedure. 

¶ If the involvement of another administrative authority does not produce the results 
required for the intended decision. 
Abort the administrative procedure; notify the party thereof, if the party was informed 
about the initiation of the procedure (see above under 6.2.1). 

 
 

o NO 
Action: 

¶ Continue with the procedure. 
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6.5. Draft decision on the merits 

Explanatory remarks: 

With this stage of the overall process the acting public official arrives at the core of the decision-making 
process, that is to say at the decision on the substance of the case. He/she now examines whether or not the 
case fulfils all legal and technical requirements for the issuance of an ex-officio  administrative  decision 
taking into consideration all the results of the previous procedural steps. 

Normative basis: This procedural step serves mainly to implement the Principle of legality (Part Two 

section 2) and the Principle of efficiency (Part Two, section 7). 

 
 

Procedural action of the acting public official: 
 
 

Does at this stage of the procedure the competent administrative authority come to the conclusion that the 
legal and factual situation requires a final ex-officio decision? 

 
 

o YES 
Actions: 

¶ Draft the final decision and its reasoning in writing. 

¶ Conduct the hearing of the party. 

 
o NO 

Action: 

¶ Inform the party about the negative result of the administrative procedure in case 
the party was previously notified about the initiation of the procedure. 

¶ No further action, abort process. 

 
6.6. Hearing of the party 

Explanatory remarks: 

Hearing of the party is always obligatory if 

¶ the administrative authority intends to issue a prohibition or order, unless urgency exists  to  exercise 
administrative power without delay in order to avoid a damage to life or health of an individual; 

¶ a decision granting the party a right (see above explanatory remarks under 6.2) have a 
disadvantageous impact on rights or legal interests of third parties. 

Hearing is not necessary, if the authority grants a positive decision in full and a third  party  is  not affected. 

Normative basis: This procedural step serves mainly to implement the Principle of legality (Part Two section 

2), the Principle of efficiency (Part Two, section 7), the Principle of information and active assistance (Part 

Two section 11) and the Principle of hearing the Party (Part Two section 14). 
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Procedural action of the acting public official: 
 
 

Is here in the concrete procedure the hearing of the party necessary? 
 
 

o Yes 
Action: 

¶ Inform the parties about their right to be heard either in writing or in a meeting   
with the party; the information shall comprise of the following elements: 

ï The administrative authority conducting the procedure; 
ï The parties involved in the administrative procedure; 
ï The right of the party to inspect the files and the office and place where this 

may be done. 
ï the results of the investigation of facts and the expected result of the 

administrative procedure. 

ï The manner how the party may exercise his/her right to be heard: 
Á The party has the right to present his/her opinion on any factual or legal aspect 

related to the administrative procedure. 
Á The presentation may be done in writing, in a meeting at the office of the 

administrative authority, by phone, or in any other form of electronic 
communication. 

ï Statement on post address, respectively phone number, electronic 
communication details, or place and working hours of the office the  party  needs 
for presenting his/her opinion; 

ï A reasonable deadline for exercising the right to be heard. 

¶ Receive and assess impartially the opinion presented by the party. 

 
o No 

Action: 

¶ Continue with the procedure (preparation of the final decision). 

 
 

6.7. Preparation of the final decision in writing 

Explanatory remarks: 

The necessary elements of the written decision shall be: 

¶ Introductory part 

ï Name of the administrative authority issuing the decision. 
ï Name of the parties, to which the decision is addressed (including third parties). 
ï The date when the decision is taken. 

¶ Decisional part 

ï The content of the decision 
Á Granting a right (administrative authority grants a permission or another advantageous 

legal position, e.g. issues a driving licence). 
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Á Full or partial rejection (public body denies granting a right the addressee applied for, 
e.g. rejection of an applied construction permit). 

Á The exercise of a granted right might be specified by determinations related to time (e.g. 

entry into force or duration of the granted permission), place and/or person-related 
conditions. 

ï Advice about the right to lodge a grievance including the administrative authority or the  court 
where the grievance may be filed, and the deadline for its submission (reasonable deadline: 30 
days after the day, when the party received the notification of  the  final  decision, unless 
otherwise regulated by law). 

¶ Reasoning part 

ï Descriptions and history of the case. 
ï The facts the decision is based upon. 
ï The legislation that was applied for the decision. 
ï Special explanation of a decision, when it was taken on the basis of a discretionary provision 

¶ Signature (and stamp) of the competent official who took the decision on behalf of the 
administrative authority. 

Normative basis: This procedural step serves mainly to implement the Principle of legality (Part Two section 

2), Principle of efficiency (Part Two, section 7), Principle of information and active assistance     (Part Two 

section 11 and Principle of the obligation to state reasons (Part Two section). 

 
 

Procedural action of the acting public official: 
 
 

Has the result of hearing of the party fully confirmed the draft decision or was no hearing necessary? 
 
 

o Yes (i.e. no hearing was necessary or the hearing has not caused new views on the case) 
Action: 

¶ Prepare the final decision that comprises of all mandatory elements as listed above. 

 
o No 

Action: 

¶ Review the decision as drafted before the hearing and if necessary prepare a final 
decision different from the draft version. 

 
6.8. Notification of the final decision 

Explanatory remarks: 

Notification is the official procedural means of an administrative authority to communicate its decisions   or 
other administrative actions to the parties. It is a central requirement of any administrative procedure, 
because an administrative action comes into  legal effect  no earlier than in the moment when at  least  one 
of the parties of the procedure has been notified. Until then the activities of the public body remain a merely 
internal matter. 
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The notification serves to safeguard the interest of both the party involved in the  administrative  procedure 
as well as the administrative authority and the general public the principle by ensuring legal protection of 
the party, legal certainty, effectiveness and efficiency of the administrative procedure, transparency of 
public administration, and supervision and legal control of administrative actions. 

Unless the law prescribes a specific form, notification may be done by using  any  means  of communication 
and it is at the discretion of the acting public official to choose the appropriate form of notification. 

For the situation when the party is present the direct verbal statement is one of the possible appropriate 
forms, besides this also the handing over of a written or printed document is possible. For the notification of 
non-present parties not only the simple or certified surface mail but also any other technological way and 
means of long-distance communication shall come into consideration. Specific forms (e.g. registered letter) 
are required in cases, when not only the information of the party as such but also the legal evidentiary of 
the notification including its place and time is of legal importance. 

For the choice between the possible ways of notification the principles effectiveness and efficiency are of 
practical relevance. According to a general and common understanding of these principles, a means is 
effective if iǘ Ŏŀƴ ǇǊƻŘǳŎŜ ǘƘŜ ƛƴǘŜƴŘŜŘ ƻǊ ŜȄǇŜŎǘŜŘ ǊŜǎǳƭǘǎΦ όά5ƻ ǘƘŜ ǊƛƎƘǘ ǘƘƛƴƎǎ ǘƻ ŀŎƘƛŜǾŜ ǘƘŜ ƎƻŀƭέΦύ 
Efficient, however, is a means, by which the intended or expected results can be achieved with the least 
ǿŀǎǘŜ ƻŦ ǘƛƳŜΣ ŜŦŦƻǊǘΣ ƻǊ ŎƻǎǘǎΦ όά5ƻ ǘƘŜ ǘƘƛƴƎǎ ǊƛƎƘǘΦέύ Logically, the criterion of efficiency  becomes relevant 
for the choice between two or more effective means. 

¢ƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ƻŦ ǘƘŜ ŎǊƛǘŜǊƛŀ ŜŦŦŜŎǘƛǾŜƴŜǎǎ ŀƴŘ ŜŦŦƛŎƛŜƴŎȅ ǘƻ ǘƘŜ ŀŎǘƛƴƎ ǇǳōƭƛŎ ƻŦŦƛŎƛŀƭΩǎ ŎƘƻƛŎŜ ƻŦ ǘƘŜ 
appropriate form of notification leads to the following conclusion: 

¶ A form of notification is effective, if it  is suitable to ensure that the  information reaches the  party. 
(Example: Sending an email is not effective, if the party has not got a computer. But both sending a 
letter to the party as well as notifying it verbally would ensure the achievement of the intended or 
expected results.) 

¶ For the purpose of choosing the most efficient form of notification between more than one effective 
ones, the acting public official has to take into consideration not only the costs but also aspects of 
speed and simplicity of the process. 

Normative basis: This procedural step serves mainly to implement the Principle of legality (Part Two section 

2), the Principle of efficiency (Part Two, section 7) and the Principle of information and active assistance 

(Part Two section 11). 

 

Procedural action of the acting public official: 
 
 

o When the party is present, the notification may be done orally or in any other  
appropriate form of communication. 

 
 

o A written document may be notified by (registered) surface mail, email or other  
electronic means. 

 
 

o Confirmation of receipt of the notification is required, when legal evidentiary of the 
notification including its place and time is of legal relevance. 
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7. Grievance procedure 

 
Explanatory remarks: 

The grievance procedure is a standardised procedure, through which an administrative decision taken as the 
final result of an administrative procedure (hereinafter referred to first instance procedure) is subject to 
review upon complaint of one of the parties of the first instance procedure. 

Every party of an administrative procedure is entitled to initiate a grievance procedure against the final 
decision of the procedure, if he/she claims that his/her individual rights were infringed as a result of the 
ǇǊƻŎŜŘǳǊŜΦ LƴŘƛǾƛŘǳŀƭ ǊƛƎƘǘǎ Ŏŀƴ ōŜ ŀŦŦŜŎǘŜŘ ƛŦ ŀ ǇŀǊǘȅΩǎ ǊŜǉǳŜǎǘ ǿŀǎ Ŧǳƭƭȅ ƻǊ ǇŀǊǘƭȅ ǊŜƧŜŎǘŜŘ ƻǊ ƛŦ ǘƘŜ Ŧƛƴŀƭ 
decision of an administrative procedure imposes an onerous legal effect on the party by addressing to 
him/her a prohibition or command. 

The right to initiate a grievance procedure has also, who ς without having been involved as a third party  of 

the first instance procedure - can claim that his/her individual rights are infringed as a result of the 
procedure. 

 

1. Three purposes of the grievance procedure 

The administrative institution of a grievance procedure ensures three major advantages: 

o legal protection of the party; 

o quality management of the administrative authority; 

o relief of the judiciary. 

Firstly, it provides an administrative legal remedy that constitutes an effective,  easy,  quick,  and  not costly 
way to protect legal rights of the parties vis-á-vis public administration before appealing to the 
administrative courts. 

Moreover, administrative legal remedies are beneficial for the administrative  authorities  as  well,  because 
they are vital for the internal monitoring of internal decision-making standards.  The  first  instance authority 
that took the contested decision on the case and the grievance body, respectively, be    it a committee or a 
supervisory authority, have not only the opportunity to realise possible legal errors  and ensure full 
compliance of the concerned case with the law. They also have the possibility to identify systemic mistakes 
within the acting authorities and to improve the administrative practice in general concerning similar cases. 

Finally, administrative legal remedies are not only in the interest of the party and the executive power (public 
administration) but also of the judicial system since they lighten the burden of administrative courts by 
settling contentious cases within the public administration branch that would otherwise come before the 
court. 

 

2. Three categories of complaints 

A distinction can be made between three categories of complaints depending on the character of the 
contested administrative decision. 

If the final decision of an administrative procedure imposes an onerous legal effect on the part ς all 
prohibiting or commanding decisions have this effect - ǘƘŜ ǇŀǊǘȅΩǎ ŎƻƳǇƭŀƛƴǘ ŀƛƳǎ ŀǘ ǘƘŜ ǊŜǇŜŀƭ ƻŦ ǘƘŜ 
onerous legal effect by abolishing the decision. Such complaint falls within the category of a rescissory 
complaint. 
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If in the first instance procedure the party has requested a legally beneficial administrative decision such  as 
granting an industrial licence or permission to construct a house and the administrative authority has partly 
or fully rejected the request, the grievance procedure aims at replacing the rejection by a decision granting 
the legal advantage as requested. Here, the complaint may be called performance complaint, since it seeks 
ƴƻǘ ƻƴƭȅ ŦƻǊ ǘƘŜ ŀōƻƭƛǎƘƳŜƴǘ ƻŦ ǘƘŜ ŘŜŎƛǎƛƻƴ ǊŜƧŜŎǘƛƴƎ ǘƘŜ ǇŀǊǘȅΩǎ ǊŜǉǳŜǎt, but in addition   and mainly for the 
performance of an activity of the administrative authority, namely the provision of the requested 
administrative service. 

Similar to the rejection of a requested service is the situation, when an administrative authority does not  at 
ŀƭƭ ǊŜŀŎǘ ǘƻ ŀ ǊŜǉǳŜǎǘ ƻŦ ŀ ǇŀǊǘȅ ŦƻǊ ŀƴ ǳƴŘǳƭȅ ƭƻƴƎ ǇŜǊƛƻŘ ƻŦ ǘƛƳŜΣ ŀ ǎƛǘǳŀǘƛƻƴΣ ŦƻǊ ǿƘƛŎƘ ǘƘŜ ǘŜǊƳǎ άŎƻƳǇƭŀƛƴǘέ 
against administrative inactioƴέ ƻǊ άŎƻƳǇƭŀƛƴǘ ŀƎŀƛƴǎǘ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ǎƛƭŜƴŎŜέ are in use. Unless otherwise 
ǎǘƛǇǳƭŀǘŜŘ ōȅ ƭŀǿΣ ǘƘŜ ǇŜǊƛƻŘ ƻŦ ǘƛƳŜ ǿƛǘƘƻǳǘ ŀƴȅ ǊŜŀŎǘƛƻƴ ƻƴ ŀ ǊŜǉǳŜǎǘ ǎƘŀƭƭ ōŜ ŎƻƴǎƛŘŜǊŜŘ άǳƴŘǳƭȅ ƭƻƴƎέ 
when longer than three months from the day of submission of the  request.  Here, the complaint focuses as 
well at obtaining the requested legal benefit through a positive administrative decision. 

The rescissory complaint is well-founded and successful for the party, if the contested onerous administrative 
decision, the prohibition or command, was unlawful. Unlawfulness can result from two situations. One such 
situation is that the concerned  administrative decision lacks any legal basis. The  other situation is that a 
legal basis authorising such decision exists in general, the legal preconditions of the authorising legal 
provision, however, were not fulfilled in the concerned case. In other words, a prohibition or command is 
unlawful if issued either without a law or against the law. These basic requirements for the lawfulness of 
onerous administrative decisions follow from the principle  of the Rule of Law, laid down in Article 94 of the 
/ƻƴǎǘƛǘǳǘƛƻƴ ƻŦ ǘƘŜ !Ǌŀō wŜǇǳōƭƛŎ ƻŦ 9ƎȅǇǘ ŀǎ ǘƘŜ άōŀǎƛǎ ƻŦ ƎƻǾŜǊƴŀƴŎŜ ƛƴ ǘƘŜ ǎǘŀǘŜέΣ ŀƴŘ ƛǘǎ ǎǳō-principle of 
Legality of Public Administration laid down in Article   167, No. 5 of the Constitution. Putting these 
constitutional principles into administrative practice implies that each onerous legal effect imposed by a 
prohibiting or commanding decision of an administrative authority requires a legal basis provided by law 
and the full compliance with the authorising provision. 

The legal consequence of a well-founded rescissory complaint is that the grievance procedure results in 
annulment or alteration of the contested decision. 

The performance complaint is well-founded and successful for the party if the law provides a right of the 
party to obtain the requested legal benefit (e.g. licence or permission) from the administrative authority and 
the party has satisfied all legal preconditions stipulated by law for its issuance. 

The complaint against administrative silence is well-founded and successful for the party if the addressed 
first instance administrative authority has not reacted to the request for a period of time longer than  three 
months and the law provides a right of the party to obtain the requested legal benefit (e.g. licence  or 
permission) and the party has satisfied all legal preconditions stipulated by law for its issuance. 

The legal consequence of both a well-founded performance complaint as well as a complaint against 
administrative silence is that the grievance procedure results in granting the requested legal benefit. 

 

3. Procedural principles and special rules of a grievance procedure 

There is no general legal framework for the conduct of grievance procedures in Egyptian legislation. In some 
special administrative legislation, however, provisions on this matter exist. One example of such legislation 
ƛǎ ǘƘŜ [ŀǿ bƻΦ тн ƻŦ нлмт άLƴǾŜǎǘƳŜƴǘ [ŀǿέΦ ¢ƘŜ LƴǾŜǎǘƳŜƴǘ [ŀǿ ǎǘƛǇǳƭŀtes in its Articles 83 to 90 the 
establishment of i) a Grievance Committee, ii) a Committee on Investment Dispute Resolution and 
iii) the Amicable Dispute Settlement Means and the Arbitration and Mediation Centre and proves for 
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each of the institution some procedural rules. This piece of legislation is a very recent example of the fact 
that the review of administrative decisions in the frame of a grievance procedure is part of the administrative 
system and tradition in Egypt. 

In the following, some general rules for a grievance procedure are recommended to be adopted by every 
administrative authority in the case, if and as far as special administrative legislation on this matter does 
not exist. Otherwise, of course, the special legislation applies. 

A system of grievance procedure, recommended in case applicable special legislation does either not  exists 

or does not cover all topics listed below under I. ς V., could include the following basic rules: 
 

I. Purpose of a grievance procedure 

The grievance procedure is a standardised procedure, through which an administrative decision taken as the 
final result of an administrative procedure (hereinafter referred to first instance procedure) is subject to 
review upon complaint of one of the parties of the first instance procedure. 

 

II. Right to initiate a grievance procedure (legal standing to bring grievance proceedings) 

Every party of an administrative procedure has the right to initiate a grievance procedure  against  the final 
decision of the procedure, if he/she claims that his/her individual rights were infringed as a result of the 
ǇǊƻŎŜŘǳǊŜΦ LƴŘƛǾƛŘǳŀƭ ǊƛƎƘǘǎ Ŏŀƴ ōŜ ŀŦŦŜŎǘŜŘ ƛŦ ŀ ǇŀǊǘȅΩǎ ǊŜǉǳŜǎǘ ǿŀǎ Ŧǳƭƭȅ ƻǊ ǇŀǊǘƭȅ ǊŜƧŜŎǘŜŘ ƻǊ ƛŦ ǘƘŜ Ŧƛƴŀƭ 
decision of an administrative procedure imposes an onerous legal effect on the party by addressing  to 
him/her a prohibition or command. 

The right to initiate a grievance procedure has also, who ς without having been involved as a third party  of 
the first instance procedure - can claim that his/her individual rights are infringed as a result of the 
procedure. 

 

III. The administrative authority competent for the conduct of a grievance procedure 

Unless otherwise stipulated by law, the Minister may determine for his/her administrative area of 
responsibility that either the authority that has conducted the first instance procedure or a different 
specialised administrative authority or committee shall act as grievance authority. In the former case, a 
different department of the first instance authority shall conduct the grievance procedure. 

 

IV. Initiation of the grievance procedure and content and formation of a complaint 

The grievance procedure can be initiated by a complaint lodged by anyone who  was as a party affected  by 
a final decision of an administrative procedure. 

The complainant shall lodge his/her  complaint with the first instance administrative authority. In the   case 
a specialised grievance authority exists, the first instance authority must without any delay forward the 
complaint to the grievance authority. 

The complainant shall specify the administrative decision that is contested. 

Any submission of a party, irrespective of its form and even if not explicitly labelled as complaint, shall be 
deemed as such if the intention to contest a concrete administrative decision is sufficiently clear. 

 

V. Deadlines for filing and deciding on a complaint 

A complaint against an administrative decision shall be filed within fifteen days from the date, on which the 
decision was notified to the party. If the contested first instance administrative decision was issued 
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ǿƛǘƘƻǳǘ ŀƴȅ ƻǊ ǿƛǘƘƻǳǘ ǎǳŦŦƛŎƛŜƴǘ ƛƴŦƻǊƳŀǘƛƻƴ ǊŜƎŀǊŘƛƴƎ ǘƘŜ ǇŀǊǘȅΩǎ ǊƛƎƘǘ ǘƻ ŎƻƳǇƭŀƛƴΣ ǘƘŜ ŦƛŦǘŜŜƴ-day 
deadline shall be extended to three months. 

If the complainant was not involved in the first instance procedure as a party but has the right to initiate   a 
grievance procedure according to the second paragraph of Rule no. II (above),  the-three-month  deadline 
starts with the day, when the complainant got cognisance from the content  of  the  final  decision. 

In the case an administrative authority does not respond to a request of a party within two months from the 
date, when the request was submitted to the administrative authority, the requester has the right to 
complain against the administrative silence, but no later than one year after submission of the request. 

The grievance procedure shall be terminated within the thirty days of the date on which the complaint 
arrived at the first instance administrative authority. 

 

VI. Suspensory effect 

Unless otherwise provided by law, the submission of a complaint suspends the legal effects of the challenged 
administrative decision, until the decision on the complaint is notified. 

 

VII. Procedure of reviewing the first instance decision by the grievance authority 

The grievance authority established as stipulated under no. 2 shall reject the complaint, when it after 
thorough review comes to the conclusion that the contested decision fully complies with the law. 

When the grievance authority considers the complaint to be completely or partly founded, it shall, with a 
new administrative decision, annul or amend the contested decision, respectively issue the requested 
decision. 

If for practical or legal reasons, the grievance authority is not in the position to resolve the case by its    own 
decision, it shall order the first instance administrative authority to abolish or amend the contested decision 
and prepare a new decision on the basis of instructions given by the grievance authority. 

In all cases the final decisions of the grievance procedure must be reasoned and include instruction about 
the further judicial legal remedy. 

Normative basis: This procedural step serves mainly to implement the Principle of legality (Part Two section 

2) and the Principle of efficiency (Part Two, section 7). 

 
 

 
7.1. Initiation of the grievance procedure by lodging a complaint 

Explanatory remarks: 

A grievance procedure is initiated by a complaint, by which a party of an  administrative  procedure request 
from an administrative authority the review of the decision that was issued as the final result of the 
administrative procedure. 

The complainant shall specify the administrative decision that is contested. Any submission of a party, 
irrespective of its form and even if not explicitly labelled as complaint, shall be deemed as such if the 
intention to contest a concrete administrative decision is sufficiently clear. 



Action: 

70 

 

 
 

Normative basis: This procedural step serves mainly to implement the Principle of legality (Part Two 

section 2) and the Principle of efficiency (Part Two, section 7). 

 
 

Procedural action of the acting public official: 

Can the submission that has reached the acting public official be interpreted as the expression of the 
intention to initiate a grievance procedure? 

The substantive criteria for the interpretation of the submission are as follows: 

¶ A party (physical or legal person) 

¶ expresses its dissatisfaction with a concrete administrative decision. 

¶ that was issued as the result of a first instance administrative procedure. 

¶ and requests the review of this decision. 

¶ through another administrative procedure. 

 

o YES 
Action: 

¶ Continue with the procedure. 

 
o NO 

Action: 

¶ Reply to the submitter that his/her submission was not regarded as the initiation of  
a complaint procedure due to lack of clarity of its content. 

¶ Inform the party about the substantive criteria of complaint. 

 
7.2. Competence of the addressed administrative authority to receive the complaint and conduct the 

grievance procedure 

Explanatory remarks: 

Unless otherwise stipulated by law the complainant shall lodge his/her complaint with the first instance 
administrative authority that has issued the contested decision. 

Normative basis: This procedural step serves mainly to implement the Principle of legality (Part Two section 

2), the Principle of efficiency (Part Two, section 7) and the Principle of information and active assistance). 

 
 

Procedural action of the acting public official: 
 
 

Is the addressed administrative authority competent to receive and decide on the complaint? 
 
 

o YES, but a specialised grievance authority exists for the concerned matter. 
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¶ Register the reception of the complaint. 

¶ Forward the complaint without delay to the competent grievance authority (e.g. 

grievance committee) and inform the complainant thereof. 

or 
 
 

o YES, because the addressed authority is the competent specialised grievance procedure 
and received the complaint from the first instance authority, where the complaint was 
lodged with. 
Action: 

¶ Continue with the procedure. 

or 

 
o YES, because the addressed authority has issued the contested  decision  and  a specialised

grievance authority does not exist. Action: 

¶ Continue with the procedure. 

 
o NO, because the addressed authority has neither issued the contested administrative 

decision nor is it the competent authority pursuant to special legislative provisions. Action: 

¶ Reject the application on the grounds of lack of competence, notify the party thereof, 
explain the reasons for the rejection, inform about the right to judicial control of the 
rejection. 

¶ Inform the party about the competent authority, where the complaint is to be 
lodged, and reroute the complaint to the competent authority if possible. 

¶ 

 
7.3. Competence of the department, subunit, and individual public official within the authority 

Normative basis: This procedural step serves mainly to implement the Principle of legality (Part Two 

section 2) and the Principle of efficiency (Part Two, section 7). 

 
 

Procedural action of the acting public official: 
 
 

Does the complaint and its subject matter fall into the area of competence of the department, subunit, 
and individual public official, where the complaint arrived? 

 
 

o YES 
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¶ Continue with the procedure. 

 
o NO 

Action: 

¶ Re-route the application to the competent department, subunit, individual public 
official within the authority responsible for the grievance procedure. 

 
7.4. Formal requirements of the application 

Explanatory remarks: 

In general, an administrative procedure is not bound to a specific form, all means of communication between 
administrative authorities and citizens shall be permitted. Only in cases explicitly prescribed by law, rules on 
formalities have to be observed for the communication within administrative procedures. 

Formal requirements stipulated by law could for example be: 
use of a special electronic form; written form on paper; use of a certain template; personal handwritten 
signature on the paper; personal appearance of the party at the premises of the authority, etc. 

Normative basis: This procedural step serves mainly to implement the Principle of legality (Part Two section 

2), the Principle of efficiency (Part Two, section 7) and the principle of freedom of form of communication 

(Part Two section 9). 

 
 

Procedural action of the acting public official: 
 
 

Is there a special form prescribed by (primary or secondary) legislation for lodging the complaint and is 
the required form met by the complainant? 

 
 

o YES 
Action: 

¶ Continue with the procedure. 

 
o NO 

Action: 

¶ Inform the party about the formal defect; advise how to meet the formal requirements 
(e.g. provide with the correct template) and allow a reasonable deadline for 
submission of a correct complaint. 

¶ If the set deadline expires without submission of a correct complaint, reject the 
application on the grounds of formal incorrectness, notify the party thereof, explain 
the reasons for the rejection, inform about the right to judicial control of the rejection. 

¶ If a correct complaint arrives within the deadline, continue with the procedure. 
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7.5. Deadline for initiating a grievance procedure 

Explanatory remarks: 

Deadlines for using a legal remedy are justified in order to ensure legal certainty and clarity. As from a 
certain point in time an administrative decision must be irreversible otherwise legal transactions or 
professional economic practice would impede or even render impossible. 

Unless otherwise stipulated by (primary or secondary) legislation the complaint  against  an  administrative 
decision shall be filed within fifteen days from the date, on which the contested decision was notified to the 
party. If the contested first instance administrative decision was issued without any or without sufficient 
ƛƴŦƻǊƳŀǘƛƻƴ ǊŜƎŀǊŘƛƴƎ ǘƘŜ ǇŀǊǘȅΩǎ ǊƛƎƘǘ ǘƻ ŎƻƳǇƭŀƛƴΣ ǘƘŜ ŦƛŦǘŜŜƴ-day deadline shall be extended to three 
months. 

If the complainant was not involved in the first instance procedure as a party but is affected by the final 

decision of the first instance procedure in his/her rights, the-three-month deadline starts with the day, when 
the complainant got cognisance from the content of the final decision. 

Normative basis: This procedural step serves mainly to implement the Principle of legality (Part Two section 

2) and the Principle of efficiency (Part Two, section 7). 

 
 

Procedural action of the acting public official: 
 
 

Has the complainant met the required fifteen-day respectively three-month deadline? 
 
 

o YES 
Action: 

¶ Continue with the procedure. 

 
o NO 

Action: 

¶ Reject the complaint on the grounds of noncompliance with the deadline; notify the 
party thereof; explain the reasons for the rejection; inform about the right  to  judicial 
control. 

 
7.6. wƛƎƘǘ ƻŦ ǘƘŜ ŎƻƳǇƭŀƛƴŀƴǘ ǘƻ ƛƴƛǘƛŀǘŜ ŀ ƎǊƛŜǾŀƴŎŜ ǇǊƻŎŜŘǳǊŜ όάƭŜƎŀƭ ǎǘŀƴŘƛƴƎ ǘƻ ōǊƛƴƎ ƎǊƛŜǾŀƴŎŜ 
ǇǊƻŎŜŜŘƛƴƎǎέύ 

Explanatory remarks: 

! ƭŜƎŀƭ ƛƴǘŜǊŜǎǘ ƛƴ ƛƴƛǘƛŀǘƛƴƎ ŀ ƎǊƛŜǾŀƴŎŜ ǇǊƻŎŜŘǳǊŜ όƻǊ ƛƴ ƻǘƘŜǊ ƭŜƎŀƭ ǘŜǊƳǎΥ άǘƘŜ legal standing to bring 
ƎǊƛŜǾŀƴŎŜ ǇǊƻŎŜŜŘƛƴƎǎέύ Ƙŀǎ ŎƻƳǇƭŀƛƴŀƴǘΣ ǿƘƻ ŎƭŀƛƳǎ ǘƘŀǘ ƘƛǎκƘŜǊ ǊƛƎƘǘǎ ƻǊ ƭŜƎŀƭ ƛƴǘŜǊŜǎǘǎ ŀǊŜ ŀŦŦŜŎǘŜŘ ŜƛǘƘŜǊ 
by the final decision of the administrative procedure or by the non-response to a request (administrative 
silence). For the start of a grievance procedure it is not necessary that the complainant already proves the 
affection of his/her subjective right. It must be seen sufficient that the complainants 
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claim his/her rights or legal interests in a substantial way. Claiming means a credible submission of sufficient 
facts on the basis of which an infringement appears possible and not unlikely. 

Therefore, at the beginning of the grievance procedure the concerned public official examines only the 
possibility and likeliness of the affection of a right or legal interest as submitted by the complainant,   which 
includes the question whether or not he/she can in general be holder of the potentially infringed rights or 
legal interests (example: a male party cannot claim the affection of a right that is granted to female 
individuals only). If the answer to those questions is in the affirmative, the  precondition  for starting the 
conduct of the examination of the merits in a grievance procedure is satisfied. 

In practice a grievance procedure shall generally be conducted if the complainant 

¶ was involved in a first instance administrative procedure and as its result was imposed by an 
administrative prohibition or command (onerous administrative decision); 

or 

¶ has requested an administrative decision that was fully or partly rejected; 

or 

¶ has submitted a request for an administrative decision that remained unanswered by the  authority 
for more than two months (case of administrative silence); 

or 

¶ was involved in an ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ǇǊƻŎŜŘǳǊŜ ŀǎ ŀ άǘƘƛǊŘ ǇŀǊǘȅέ όŜΦƎΦ ƴŜƛƎƘōƻǳǊ ƻŦ ŀ ōǳƛƭŘƛƴƎ 
construction project) and claims that his/her rights a third party were not be considered by the first 
instance authority; 

or 

¶ without having been involved as a third party of the first instance procedure can claim  that his/her 
individual rights are infringed as a result of the procedure. 

Normative basis: This procedural step serves mainly to implement the Principle of legality (Part Two 

section 2) and the Principle of efficiency (Part Two, section 7). 

 
 

Procedural action of the acting public official: 
 
 

Has the complainant the general right to lodge a complaint because one of the  previously  listed criteria  
is satisfied? 

 
 

o YES 
Action: 

¶ Continue with the procedure. 

 
o NO 

Action: 
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¶ Reject the complaint on the grounds that the complainant lacks in general the right to 
lodge a complaint (lack of legal standing to bring grievance proceedings), notify the 
party thereof, explain the reasons for the rejection; inform about the right to judicial 
control. 

 
 
 

7.7. Other prerequisites for the admissibility of the grievance procedure 

Explanatory remarks: 

Other prerequisites could for example be: Admissibility of representation and evidence of proper 
authorisation; legal capacity; age restrictions (minimum/maximum age), etc. 

Normative basis: This procedural step serves mainly to implement the Principle of legality (Part Two section 
2), the Principle of efficiency (Part Two, section 7) and the Principle of information and active assistance 
(Part Two section 11). 

 
 

Procedural action of the acting public official: 
 
 

Are all other prerequisites for the submission of a valid complaint met? 
 
 

o YES 
Action: 

¶ Continue with the procedure. 

 
o NO 

Action: 

¶ If the party could possibly repair the defect (e.g. by provision of  means  of  evidence): 
Inform the party about the defect; advise how to meet the prerequisite (e.g. provide 
appropriate evidence) and allow a reasonable deadline for correction. 

¶ If the party cannot repair the defect due to its nature, reject the application on the 
grounds of non-fulfilment of the respective prerequisite, notify the party thereof, 
explain the reasons for the rejection, inform about the  right  to  judicial control of the 
grievance procedure. 

¶ If the correction arrives within the deadline, continue with the procedure. 

 

7.8. Ex-officio investigation of facts 

Normative basis: This procedural step serves mainly to implement the Principle of legality (Part Two 

section 2) and the Principle of ex-officio investigation of facts (Part Two, section12). 
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Procedural action of the acting public official: 
 
 

Lǎ ŀŘŘƛǘƛƻƴŀƭ ƛƴŦƻǊƳŀǘƛƻƴ ƴŜŜŘŜŘ ŦƻǊ ǘƘŜ ŀǳǘƘƻǊƛǘȅΩǎ ŘŜŎƛǎƛƻƴ ƻƴ ǘƘŜ ŎƻƳǇƭŀƛƴǘΚ 
 
 

o YES 
Action: 

¶ If the additional information can be obtained ex-officio, because it is available from 
the files of the authority itself or from a public register, the authority shall procure the 
relevant information itself. 

¶ If the additional information is not available from the files of the authority itself or 
from a public register, the authority shall ex-officio investigate additional facts through 
party interview, witnesses, inspection, or other appropriate evidence  means. 

¶ LŦ ǘƘŜ ŀǳǘƘƻǊƛǘȅΩǎ ǎŜǊƛƻǳǎ ŜȄ-officio investigation efforts proved fruitless, reject the 
application on the grounds of incompleteness of information required for the decision, 
notify the party thereof, explain the reasons for the rejection,  inform  about the right 
to lodge a grievance and the grievance procedure 

¶ If ǘƘŜ ŀǳǘƘƻǊƛǘȅΩǎ ǎŜǊƛƻǳǎ ŜȄ-officio investigation efforts proved  fruitful,  continue with 
the procedure. 

 
 

o NO 
Action: 

¶ Continue with the procedure. 

 
7.9. Involvement of other authorities 

Explanatory remarks: 

Examples: Joint decision of two or more authorities; unilateral decision of an administrative authority but 
based on a prior consent, confirmation, approval or opinion of another authority. 

Normative basis: This procedural step serves mainly to implement the Principle of legality (Part Two 

section 2) and the Principle of efficiency (Part Two, section 7). 

 
 

Procedural action of the acting public official: 
 
 

Is in this concrete case the involvement of other administrative authorities required for taking the final 
decision? 

 
 

o Yes 
Action: 
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¶ As a rule: Ensure ex-officio the involvement of the other authority through direct 
communication and cooperation between the two or more authorities (without 
involvement of the party in the cooperation process!) and allow a reasonable deadline 
ŦƻǊ ǘƘŜ ƻǘƘŜǊ ŀǳǘƘƻǊƛǘȅΩǎ response. 

¶ Exceptionally: Only if explicitly stipulated so by law or required due to the factual 
circumstances, request from the party the initiation of the involvement of the other 
authority and allow a reasonable deadline for the provision of the necessary 
contribution (consent, confirmation, approval, etc.). 

¶ If serious efforts of the party, respectively of the administrative authority proved 
fruitless to receive a response from the other authority within the set deadline, a 
positive contribution of the other authority is deemed to be made (silent consent 
rule!); further consequence, continue with the procedure. 

¶ If the involvement of another administrative authority does not produce the results 
required for a positive decision: 
Reject the application on the grounds of lack of involvement of another authority 
required for the decision, notify the party thereof, explain the reasons for the 
rejection, inform about the right to judicial control of the grievance procedure. 

 
 

o No 
Action: 

¶ Continue with the procedure. 

 
 

7.10. Draft decision on the Merits 

Explanatory remarks: 

In this stage the acting public official arrives at the core of the decision-making process, that is to say at 
the decision on the substance of the case. 

¶ In case of a rescissory complaint (see above explanation under section 7) it is to be examined 
whether or not the contested onerous first instance decision (prohibition or  command) is lawful.  It 
is unlawful and thus the complaint well-founded and successful in two cases: 

o The first instance decision is unlawful, when for the issuance of such  decision a  legal  basis 
provided by legislation does not exist. 

o The first instance is also unlawful, if in general, a legal basis for decisions of the  concerned 
kind exists, but the legal preconditions of the legal provision authorising such decisions 
however, were not fulfilled in the concrete case. 

¶ In case of a performance complaint (see above explanation under section 7) it is to be judged 
whether or not either the partial or the full rejection of the requested administrative service is lawful. 
It is unlawful if the complainant fulfils the legal and technical requirements for the  issuance of the 
requested administrative service to a larger extent than granted, be it either  in  full or at least in 
part. 
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¶ In case of administrative silence it is to be judged whether or not the complainant  fulfils  the  legal 
and technical requirement for the issuance of the requested administrative service either in full or 
in part. 

Normative basis: This procedural step serves mainly to implement the Principle of legality (Part Two 

section 2) and the Principle of efficiency (Part Two, section 7). 

 
 

Procedural action of the acting public official: 
 
 

At this stage of the procedure do the results of all previous procedural steps lead to the conclusion that the 
complainant has the right to receive a positive decision on his/her complaint in full o and is a third party is 
not affected by a positive decision? 

 
 

¶ /ŀǎŜ ǾŀǊƛŀƴǘ L άǊŜǎŎƛǎǎƻǊȅ ŎƻƳǇƭŀƛƴǘέ 
 

Two-step examination with respect to the lawfulness of the contested onerous administrative 
decision (prohibition or command): Does a legal basis exist in Egyptian legislation that allows in 
general the issuance of such prohibition or command and are in the concrete case all legal 
preconditions stipulated by the provision applicable for the issuance of such administrative decision 
satisfied? (In other words: Is the contested administrative decision unlawful?). 

 
 

o YES, because either a legal basis for the issuance of such prohibition or command did not 
exist or not all legal preconditions stipulated by the provision applicable for the issuance of 
such administrative decision were satisfied. 

 

Action: 

¶ Continue the procedure by drafting the final redress decision and its reasoning in 
writing. 

 
 

o NO, because all legal preconditions stipulated by the applicable legal  basis  were  satisfied. 
 

Action: 

¶ Continue the procedure by conducting the hearing of the party (or parties). 

 
¶ /ŀǎŜ ǾŀǊƛŀƴǘ LL άŀƭǘŜǊƴŀǘƛǾŜ ƻƴŜ ƻŦ ŀ ǇŜǊŦƻǊƳŀƴŎŜ ŎƻƳǇƭŀƛƴǘέ ƛŦ ǘƘŜ ǊŜǉǳŜǎǘ ƻŦ ŀƴ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ 

service (e.g. construction permit) was completely rejected. 

Examination of the complete rejection of the request of the administrative service: Does the 
complainant fulfil the legal and technical requirements for receiving the  requested  service,  either 
completely or at least in part? (In other words: Is the complete rejection unlawful?) 
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o YES, because the complainant  fulfils all legal and technical requirements  for receiving  
the requested administrative service to full extent. 

 

Action: 

¶ Continue the procedure by drafting the final decision that comprises the annulment 
of the first instance, rejection and granting the requested service in full. 

 
 

o YES, because the complainant fulfils all legal and technical requirements for receiving   
the requested administrative service at least in part. 

 

Action: 

¶ Continue the procedure by conducting the hearing of the party (or parties). 

 
o NO, because the complainant does not fulfil the legal requirements for receiving the 

requested service neither in full nor in part. 
 

Action: 

¶ Continue the procedure by conducting the hearing of the party. 

 
¶ /ŀǎŜ ǾŀǊƛŀƴǘ LLL άŀƭǘŜǊƴŀǘƛǾŜ ǘǿƻ ƻŦ ŀ ǇŜǊŦƻǊƳŀƴŎŜ ŎƻƳǇƭŀƛƴǘέ ƛŦ ǘƘŜ ǊŜǉǳŜǎǘŜŘ administrative 

service (e.g. construction permit) was partially granted and partially rejected. 

Examination of the partial rejection of the request of the administrative service: Does the 
complainant fulfil the legal and technical requirements for receiving the requested service, to a 
larger extent than granted by the first instance authority? (In other words: Is the partial granting 
unlawful?) 

 
 

o YES, because the complainant  fulfils all legal and technical requirements  for receiving  
the requested administrative service to full extent. 

 

Action: 

¶ Continue the procedure by drafting the final decision that comprises the annulment 
of the first instance, partial granting and granting the requested service in full. 

 
 

o YES, because the complainant fulfils all legal and technical requirements for receiving   
the requested administrative service to a larger extent than granted but not in full. 

 

Action: 

¶ Continue the procedure by conducting the hearing of the party. 
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o NO 
Action: 

¶ Continue the procedure by conducting the hearing of the party. 

 
¶ /ŀǎŜ ǾŀǊƛŀƴǘ L± άŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ǎƛƭŜƴŎŜέ 

 
o YES, because the addressed first instance administrative authority has not reacted to a 

request of a party for an unduly long period of time (longer than three months) and the 
complainant fulfils all legal and technical requirements for receiving the requested 
administrative service in full. 

 

Action: 

¶ Continue the procedure by drafting the final redress decision and its reasoning in 
writing. 

 
 

o YES, because the addressed first instance administrative authority has not reacted to a 
request of a party for an unduly long period of time (longer than three months) and the 
complainant fulfils all legal and technical requirements for receiving the requested 
administrative service only in part. 

 

Action: 

¶ Continue the procedure by conducting the hearing of the party. 
 

o NO, because the period of administrative silence was shorter than three months or the 
period of time was longer than three month but the complainant does not fulfil the legal 
and technical requirements for receiving the requested administrative service, neither in 
full nor in part. 

 

Action: 

¶ Continue the procedure by conducting the hearing of the party. 

 
 

7.11. Hearing of the party 

Explanatory remarks: 

Hearing is always obligatory if: 

¶ the authority comes to the conclusion that the complaint is completely or at least partly to be 
rejected; 

¶ ŀ ǎǘŀǘŜƳŜƴǘ ƻŦ ǘƘŜ ǇŀǊǘȅ ƛǎ ǊŜǉǳƛǊŜŘ ǘƻ ŎƭŀǊƛŦȅ ŀƴŘ ŎƻƴŦƛǊƳ ǘƘŜ ŀǳǘƘƻǊƛǘȅΩǎ ƛƴǘŜƴŘŜŘ Ŧƛƴŀƭ decision; 

¶ a positive decision on the complaint could have a disadvantageous impact on rights or legal 
interests of third parties. 

Hearing is not necessary, if the authority grants a positive decision on the application in full and a third 
party is not affected. 
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Normative basis: This procedural step serves mainly to implement the Principle of legality (Part Two section 
2), the Principle of efficiency (Part Two, section 7), the Principle of information and active assistance (Part 
Two section 11) and the Principle of hearing the party (Part Two section 14). 

 
 

Procedural action of the acting public official: 
 
 

Is, here in the concrete grievance procedure, the hearing of the party necessary? 
 
 

o No 
Action: 

¶ Continue with the procedure (preparation of the final decision). 

 
o Yes 

Action: 
 

¶ Inform the parties about their right to be heard either in writing or in a meeting   with
 the party. The information shall comprise of the 
following elements: 

ï The administrative authority conducting the grievance procedure; 
ï The parties involved in the administrative procedure; 
ï The right of the party to inspect the files; 
ï Office (place) and time, where files may be expected; 
ï the results of the investigation of facts and the expected result of the 

administrative procedure; 

ï The manner how the party may exercise his/her right to be heard: 
Á The party has the right to present his/her opinion on any factual or legal aspect 

related to the administrative procedure. 
Á The presentation may be done in writing, in a meeting at the office of the 

administrative authority, by phone, or in any other form of electronic 
communication. 

ï Statement on post address, respectively phone number, electronic 
communication details, or place and working hours of the office the  party  needs 
for presenting his/her opinion; 

ï A reasonable deadline for exercising the right to be heard. 
 

¶ Receive and assess impartially the opinion presented by the party. 

 
7.12. Preparation of the final decision in writing 

Explanatory remarks: 

The necessary elements of the written grievance decision shall be: 

¶ Introductory part 

ï Name of the grievance authority issuing the decision. 
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ï Name of the parties, to which the decision is addressed (including third parties). 
ï The date when the decision is taken. 

¶ Decisional part 
 

ï The content of the grievance decision on a rescissory complaint, as the case may be in light 
of the results of a hearing of the party. 

Á Alternative one: 
The complaint succeeds; the grievance authority repeals the contested first instance 
administrative decision (prohibition or command). 

Á Alternative two: 
The complaint succeeds in part; the grievance authority repeals the contested first instance 

administrative decision (prohibition or command) in part, as to the remainder - the 
complaint is rejected. 

Á Alternative three: 
The complaint does not succeed; the grievance authority fully  confirms  the  contested first 
instance decision. 

 

ï The content of the grievance decision on a performance complaint, as the case may be in 
light of the results of a hearing of the party. 

Á Alternative one ς the first instance administrative authority has completely rejected the 
requested  administrative  service  (e.g.   construction   permit   or   industrial   licence):  The 
complaint succeeds; the grievance authority repeals the contested first instance 
administrative decision rejecting completely the requested administrative service (e.g. 
construction permit or industrial licence) and grants the requested administrative service 
either in full or in part. 

Á Alternative two - the first instance administrative authority has granted the requested 
administrative service (e.g. construction permit or industrial licence) only in part,  as to  the
remainder rejected the request: The complaint 
succeeds; the grievance authority repeals the contested first instance administrative 
decision rejecting the requested administrative service (e.g. construction permit or 
industrial licence) in part and grants the requested administrative service (e.g. construction 
permit or industrial licence) to a larger extent than done by the contested first instance 
administrative decision. 

Á Alternative three: The complaint does not succeed; the grievance authority confirms the 
contested first instance decision in full. 

 

ï The content of the grievance decision on administrative silence, as the case may be in light 
of the results of a hearing of the party. 

¶ Reasoning part; it provides 

ï description and history of the case 

ï the relevant facts the decision is based upon 

ï the legislation that was applied for the decision 
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ï special explanation of a decision, when it was taken on the basis of  a  discretionary  
provision. 

¶ Clear and understandable information about legal remedies against the decision of  the  grievance 
authority comprising name and place of the competent administrative court, deadline for lodging 
the action, and other formal requirements for an action. 

¶ Signature (and stamp) of the competent official who took the decision on behalf of the 
administrative authority. 

Normative basis: This procedural step serves mainly to implement the Principle of legality (Part Two 

section 2), the Principle of efficiency (Part Two, section 7), the Principle of information and active 

assistance (Part Two section 11) and the Principle of obligation to state reasons (Part  Two  section 15). 

 
 

 
Procedural action of the acting public official: 

 
 

Has the result of the hearing of the party fully confirmed the draft decision or was no hearing necessary? 
 
 

o YES (i.e. no hearing was necessary or the hearing has not caused new views on the case). 
Action: 

¶ Prepare the final decision that comprises all mandatory elements as listed above. 

 
o NO 

Action: 

¶ Review the decision as drafted before the hearing and if necessary prepare a final 
decision different from the draft version. 

 
7.13. Delivery of the decision of the grievance authority on the complaint by notification 

Explanatory remarks: 

Notification is the official procedural means of an administrative authority to communicate its decisions   or 
other administrative actions to the parties. It is a central requirement of any administrative procedure, 
because an administrative action comes into  legal effect  no earlier than in the moment when at  least  one 
of the parties of the procedure has been notified. Until then the activities of the public body remain a merely 
internal matter. 

For a grievance procedure, the notification is the means by which the grievance authority confirms or rejects 
the complaint. 

The notification serves to safeguard the interest of both the party involved in the  administrative  procedure 
as well as the administrative authority and the general public the principle by ensuring legal protection of 
the party, legal certainty, effectiveness and efficiency of the administrative procedure, transparency of 
public administration, and supervision and legal control of administrative actions. 
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Unless the law prescribes a specific form, notification may be done by using  any  means  of communication 
and it is at the discretion of the acting public official to choose the appropriate form of notification. 

For the situation when the party is present the direct verbal statement is one of the possible appropriate 
forms, besides this also the handing over of a written or printed document is possible. For the notification of 
non-present parties not only the simple or certified surface mail but also any other technological way and 
means of long-distance communication shall come into consideration. Specific forms (e.g. registered letter) 
are required in cases, when not only the information of the party as such but also the legal evidentiary of 
the notification including its place and time is of legal importance. 

For the choice between the possible ways of notification the principles effectiveness and efficiency are of 
practical relevance. According to a general and common understanding of these principles, a means is 
effective if it can produce tƘŜ ƛƴǘŜƴŘŜŘ ƻǊ ŜȄǇŜŎǘŜŘ ǊŜǎǳƭǘǎΦ όά5ƻ ǘƘŜ ǊƛƎƘǘ ǘƘƛƴƎǎ ǘƻ ŀŎƘƛŜǾŜ ǘƘŜ ƎƻŀƭέΦύ 
Efficient, however, is a means, by which the intended or expected results can be achieved with the least 
ǿŀǎǘŜ ƻŦ ǘƛƳŜΣ ŜŦŦƻǊǘΣ ƻǊ ŎƻǎǘǎΦ όά5ƻ ǘƘŜ ǘƘƛƴƎǎ ǊƛƎƘǘΦέύ [ƻƎƛŎŀƭƭȅΣ ǘƘŜ criterion of efficiency  becomes relevant 
for the choice between two or more effective means. 

¢ƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ƻŦ ǘƘŜ ŎǊƛǘŜǊƛŀ ŜŦŦŜŎǘƛǾŜƴŜǎǎ ŀƴŘ ŜŦŦƛŎƛŜƴŎȅ ǘƻ ǘƘŜ ŀŎǘƛƴƎ ǇǳōƭƛŎ ƻŦŦƛŎƛŀƭΩǎ ŎƘƻƛŎŜ ƻŦ ǘƘŜ 
appropriate form of notification leads to the following conclusion: 

¶ A form of notification is effective, if it  is suitable to ensure that the  information reaches the  party. 
(Example: Sending an email is not effective, if the party has not got a computer. But both sending a 
letter to the party as well as notifying it verbally would ensure the achievement of the intended or 
expected results.) 

¶ For the purpose of choosing the most efficient form of notification between more than one effective 
ones, the acting public official has to take into consideration not only the costs but also aspects of 
speed and simplicity of the process. 

Normative basis: This procedural step serves mainly to implement the Principle of legality (Part Two section 

2), the Principle of efficiency (Part Two, section 7), and the Principle of information and active assistance 

(Part Two section 11). 

 

Procedural action of the acting public official: 
 
 

o When the party is present, the notification may be done orally or in any other  
appropriate form of communication. 

 
 

o A written document may be notified by (registered) surface mail, email or other  
electronic means. 

 
 

o Confirmation of receipt of the notification is required, when legal evidentiary of the 
notification including its place and time is of legal relevance. 
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ANNEX GLOSSARY OF LEGAL TERMS USED IN THE GUIDE 

 
The following explanations of legal/administrative terms were tailored to the concrete use of the Guide to Good Administrative 
Procedures in Egyptian public administration of today. They should not be understood as legal definitions of universal 

generality and thus cannot be simply transferred to different national contexts 
 

 

Legal/administrative 
term 
in English 

 
 

Meaning of the term 

Meaning of the term in Arabic 
 
 

Legal/administrative term 
in Arabic 

acting public official Member of staff of an administrative body 
involved in the conduct of administrative 
procedures. 

             

        

  

  

administrative 
authority 

Any government or other public organ 
providing administrative services or exercising 
other administration measures at national, 

regional or local level. 

                        

     . 
  

administrative body Unit, department, sector within the 
administrative authority conducting an 

administrative procedure. 

           

  

  

administrative 
decision 

The decision of an acting  administrative body 
concerning the right of the party to receive a 
requested administrative service after 
applying the applicable legislation in an 
individual case. 

           

           .  

          

. 

  

administrative legal 
remedies 

Remedies  against  a  concrete administrative 

decision initiated through filing a complaint 
of  the  party  affected  by  the  decision  and 
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 decided upon by administrative authorities, 

be it the authority that has taken the  decision 

or its supervisory body, if the latter exists. 

      

                    

            

             

 

administrative 
measure 

Action of an administrative authority in an 
individual case vis a vis a party or a group of 
parties. 

             

administrative 
procedure 

Administrative procedure is the sequence of 
actions of an administrative authority in an 
individual case that aims at the delivery of a 
concrete administrative service or any other 

administrative measure directed to a  party or 
a group of parties on the basis of an 
administrative decision taken by the 
administrative authority in accordance with 

the law. Administrative procedure also 
includes actions required for the delivery of 
the service or implementation of the 
measure. It finally includes the review of an 

administrative decision in response to a 
complaint lodged by a party. 

                 

      

              

                     

            .     
   . 

  

administrative 
service 

Granting, when stipulated so  by legislation,  a 
legal benefit to a party or group of parties in 

an individual case upon the request of the 
parties. 

                

            

    

  

application Request of a party for the delivery of an 
administrative service. 

       

application template Formal template provided by the 
administrative authority, which - as laid down  

in  legislation  -  must  be  used  for the 
submission  of  an  application  for  a  specific 

              

         

   . 
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 administrative service to be provided as the 

result of an administrative procedure. 
  

bona fide Acting with bona fide means acting in good 
faith. In the context of the principle no. 12 it 
means that the second paragraph of the rule 

imposes on the party not only the duty of 
refraining from impeding the administrative 
ŀǳǘƘƻǊƛǘȅΩǎ ŜŦŦƻǊǘǎ ǘƻ ƛƴǾŜǎǘƛƎŀǘŜ ǘƘŜ  ŦŀŎǘǎ ōǳǘ 
also the duty of proactive collaboration and 

support, if the authority - for technical  or legal 
reasons - ǊŜǉǳƛǊŜǎ ǘƘŜ ǇŀǊǘȅΩǎ ƛƴǾƻƭǾŜment. 

                 

                   

                    
        

   

competence of the 
administrative 
authority 

Competence in the context of an 
administrative procedure is the power 
assigned to a public authority to carry out 
administrative procedures, which includes 
both taking administrative decisions and their 

enforcement. The competence  must  be 
provided and specified by law or by secondary 
legislation derived from a law. 

       .                 

                

          ,   

 . 

    

complaint Request of a party to carry out an 
administrative legal remedy procedure 
related to a concrete administrative  decision, 
ŀŦŦŜŎǘƛƴƎ ǘƘŜ ǇŀǊǘȅΩǎ ǊƛƎƘǘǎ ƻǊ ƭŜƎƛǘƛƳŀǘŜ 
interests. 

                    

          

 

counter-incentives Counter-incentives  describes  something that 
discourages or tends to discourage a 
particular behaviour or - in other words- 
something that leads or  motivates somebody 

to refrain from doing something. 

                     

         

) (   

delivery of the Delivery of the service is a general term 
describing the accomplishment of the 
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service administrative procedure, usually initiated  by 

the party, either by notification of the 

requested administrative decision or 
execution of a real action. 

     

discretionary If the law grants discretionary power to the            

            

     1        

         
   . 

            

               

   .         
 . 

   

decision administrative authority, it opens ς in  

 general ς two or more options to decide on  

 a case. The authority must assess, which  

 option it shall prefer and which decision  

 should be taken accordingly. This  

 assessment must not be seen as a free  

 decision. The public body must decide by  

 assessing    and    balancing the interests  

 affected and must take a decision, which is  

 in alignment with the principle of  

 proportionality. Granting discretionary  

 power to the public body is an exemption,  

 which must be clearly stipulated by law for  

 the individual case concerned. As a rule, the  

 preconditions of the applicable legal  

 provision do not provide space for different  

 decisions but strictly bind the administrative  

 authority to the sole legal consequence  

 prescribed.  

Due process From the Rule of Law a number of                        

                   

   . 

             

         :  

             

              

          

 

                   

           

   

 procedural rights of the citizen are  

 commonly classified under the notion due  

 process, in particular: the protection of  

 human dignity and individual freedom; a fair  

 hearing in all stages of procedure; the right  

 to understand proceedings; the right to  

 receive all available information on the case;  

 the voluntary withdrawal or compulsory  

 exclusion of public officials from the  

 procedure who are suspected of self-  
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 interest and prejudice according to strict legal 

provisions on conflict of interest; the right to 

participate in a procedure initiated by 
ǎƻƳŜōƻŘȅ ŜƭǎŜΣ ƛŦ ƻƴŜΩǎ ƛƴǘŜǊŜǎǘ ƛǎ ŀǘ ǎǘŀƪŜΤ 
the right to obtain a decision within a 
reasonable time frame; the right to receive 

compensation for damages caused by public 
administration (state liability). To  summarize, 
the due process principle establishes a system 
ƻŦ άŦŀƛǊ ōŀƭŀƴŎŜ ƻŦ ǿŜŀǇƻƴǎέ4 between the 

administration and the citizen. 

             

              

       .        
"    "   

 

ex-officio The term exςofficio is used to describe an 
administrative procedure that  is  not initiated 

upon request of a party but on an 
ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ŀǳǘƘƻǊƛǘȅΩǎ ƻǿƴ ƛƴƛǘƛŀǘƛǾŜΣ ŦƻǊ 
which the authority is entitled or obliged by 
law. 

       "  "  

            

         

    

executive regulation Secondary legislation adopted by a 
government organ on the basis of an 
authorisation provided by a law. 

              

             

          

  

  

globalised markets A globalised market is characterised by a 
transnationally, in principle globally operating 

economy on the basis of a co- ordinating 
mechanism where the forces of supply and 
demand in an economy determine prices, 
outputs and methods of production. 

Globalisation is redefining the role   of   the   
nation-state   as   an   effective 
manager of the national  economy  and   thus 

                       

                     

     .      ,    

 .         

 

 
 

4 
General principle of a level playing field, as referred to by the European Court of Justice, Case T-36/91 ICI v Commission [1995] E.C.R. II-1847, note 93, CFI 
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 affects also the executive power of a state.   

grievance procedure Grievance procedure is a formalised 
procedure through which an administrative 
decision taken as the final result of an 
administrative procedure (hereinafter 

referred to first-instance-procedure) is 
revised upon complaint of one of parties of 
the first-instance-procedure. The complaint of 
a party can either aim at the repeal of a 

prohibition or an order that the challenged 
administrative decision imposes on the  party, 
or at the issuance of an administrative 
decision that was requested by the  party  but 

rejected or not issued by the first- instance 
administrative authority. 

йϠ аЬК рϺЮϜ ϼϜϼФЬϜϞ дϓІЮϜ ϞϰϜЈ Ϝ̭Ќϼ аϸИ ϣАϜЀϞϞ пжКр рϼϜϸЬϖϜ аЬДϤЬϜ 
аЬДϤ ЬШЄ пЮИ ϜϺк Ϣ ϞϜϤШϞ ϼϸϜ ϞР ̪рдрФрЬϜ аЯКЬϜ мϒ дЬϝЛЮϖϜ мϒ ϼІжЬϜ ϣАЂϜмϠ 

мϼϒЀЬи ЬЬϖϸϼϜϢ аЈϸϼϢ ϜЬФϼϜϼ ϒм ЬϼϘрЀиϜ АϜЬϞϜ ̯ ϖИϜϢϸ ϜЬдϼД Р ри 

иϔϝПЮϖ мϒ йϠϲЂм. 

 

hearing of the party ¢ƘŜ ǇŀǊǘȅΩǎ ǊƛƎƘǘ ƻŦ ƘŜŀǊƛƴƎ ƛǎ ŀ ǇŀǊŀƳƻǳƴǘ 
ŜƭŜƳŜƴǘ ƻŦ ŎƛǘƛȊŜƴǎΩ ǊƛƎƘǘǎ ŘŜǊƛǾƛƴƎ ŘƛǊŜŎǘƭȅ 
from the fundamental principles of human 

dignity and the rule of law and the key stone 
of participation in administrative procedure. 
This right provides that the party will be given 
the opportunity to explain its own way to see 

the facts and judicial problems the procedure 
is dealing with before a  decision  is taken and 
ς furthermore ς the obligation  of the public 
body to take notice of the statement and to 

take it in consideration before it takes the final 
decision. 

             

               

 

    . 

                       

           

 .        

  

implementation   of 
an administrative 
measure. 

The conduct of an action or a certain  number 
of actions of an administrative authority in the 

frame of the context of an administrative 
procedure. 

                

     . 

   

individual case The term individual case indicates a                
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 concrete life situation of an individual or a 

group of individuals, which is the matter of an 

administrative procedure carried out by an 
administrative authority. Purpose of the term 
is ς among others ς to distinguish 
administrative actions from legislative acts 

(laws, secondary legislation), whose 
regulatory content is typically of general and 
abstract character (see also below the 
ŜȄǇƭŀƴŀǘƛƻƴ ƻŦ άƭŜƎŀƭ ǇǊŜŎƻƴŘƛǘƛƻƴέύΦ 

                   

 . 

 

law Legislation adopted by Parliament or 
Presidential Decree. 

           

           

     

 

legal certainty The principle of legal certainty ensures the 
rule of law in public administration. It 

stipulates that an action of an administrative 
authority must be based on law and thus be 
precise and predictable by those subject to  it. 
Legal certainty also includes  the protection of 

legitimate expectations, in particular the 
expectation concerning the continuation of a 
legal position obtained through an 
administrative decision. 

                     

 .          

   

legal preconditions In general, the structure a legal norm is 
characterised by two sides, the side of legal 
preconditions and the side of the legal 
consequence of the norm όάƛŦ-then- 

ǎǘǊǳŎǘǳǊŜέύΥ LŦ ŀ ŎŜǊǘŀƛƴ ƴǳƳōŜǊ ƻŦ 
preconditions are fulfilled, a certain 
consequence shall take effect. (Example of a 
ƴƻǊƳΥ άLŦ ǘƘŜ ŀǇǇƭƛŎŀƴǘ ƳŜŜǘǎ ǘƘŜ ǘŜŎƘƴƛŎŀƭ 

requirements 1,2,3, and 4 and rights of the 
neighbour are not affected, he/she  is entitled 
ǘƻ ǊŜŎŜƛǾŜ ŀ ŎƻƴǎǘǊǳŎǘƛƻƴ ǇŜǊƳƛǘΦέ 

           

. 

  "            

             

     4  3  2  1 :   ( . 

". 

  4     :       

    . 

      :     

 .)               
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 This norm comprises a list of six legal 

preconditions: submission of an application; 

4 technical requirements; no interference 
with rights of the neighbour. The legal 
consequence: the applicant has the right to 
obtain the construction permit which also 
includes the obligation of the administrative 

authority to issue the requested permit.) 

  

legislation Umbrella term 
regulations 

for laws and executive           

            
     

 

legislative framework The relevant legislation as a whole that is to 
be applied by the administrative authority 
respectively by an administrative body  of  the 

administrative authority for the conduct of 
administrative procedures. 

            

  
  

limits of the power Limits of the power are the consequence of 
the rule of law and  the principle of legality  of 
public administration, according to which all 
administrative activity is bound by law. 
Accordingly, limits of power are determined 

by the legal provision on which the 
administrative decision is based. Exercise of 
unlimited power through an administrative 
authority means arbitrariness and 

incompatibility with the rule of law. 

            

  .          

            

     .  

  

notification Notification is the official means of the 
ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ŀǳǘƘƻǊƛǘȅΩǎ ŎƻƳƳǳƴƛŎŀǘƛƻƴ ƻŦ 

an administrative action vis-à-vis the party 
within an administrative procedure. It is a 
central requirement of any administrative 
procedure,  because an  administrative action 
comes  into  effect  no  earlier  than  in  the 

              

          
   

          

           

          

     

)  / (   
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 moment when at least one of the parties of 

the procedure has been notified. Until then 

the activities of the authority are not more 
than a merely internal matter. 

  

one-stop-shop άhƴŜ ǎǘƻǇ ǎƘƻǇέ ƻǊ άǎƛƴƎƭŜ ǿƛƴŘƻǿέ                             

 "                "  

              

                   

                        

              

       . 

Directive 2006/123/EC 

   

 approach are the informal names for an  

 administrative concept - the correct  

 ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ƭŀǿ ŎƻƴŎŜǇǘ ƛǎ άǇƻƛƴǘ ƻŦ  

 single ŎƻƴǘŀŎǘέ ŀǇǇǊƻŀŎƘ -, which is  

 designed to make it easier to conduct and  

 complete an administrative procedure  

 necessary to obtain an administrative  

 service by dealing with only one single  

 administrative authority, which has the  

 obligation to coordinate with other  

 authorities that might to be involved in the  

 process.5.  

Party of an Party of an administrative procedure is a  .           

           

  . 

             Ь ϴϸбЮϜ  бЊ ϴЬϜ     

           

     

administrative  natural person or legal entity, upon  

procedure  whose request an administrative  

  procedure has been initiated, or against  

  whom an administrative procedure has  

  started, or to whom the decision of the  

  administrative procedure is addressed  

  or intended to be addressed. Party can  

  also be a third person, whom the  

  administrative authority has included in  

  ǘƘŜ ǇǊƻŎŜŘǳǊŜ ōŜŎŀǳǎŜ ǘƘƛǎ ǇŜǊǎƻƴΩǎ  

  rights or interests might be affected by  

  the outcome of the administrative  

 
 

5 
The concept of the one stop shop has been established by the EU-Services Directive (2006/123/EG) in 2006. Since the development of the EU-Service market had been seen as 

not satisfying especially in comparison with the EU-goods market, the EU decided in 2006 to alleviate the access to the service market for providers from other member states. 
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 procedure (example: neighbour of a 

person, who applied for a construction 
permit). 

  

principle of 
proportionality 

The principle of proportionality stipulates that 
any administrative action which may restrict 
an individual right or legitimate interest of a 
party is lawful only, if the action is suitable to 

achieve the purpose set out in the law and if it 
is necessary to attain the purpose, that means 
there is no other suitable action, which is less 
onerous to the affected party. 

                   

            

  

red tape ¢ƘŜ ǘŜǊƳ ΨǊŜŘ ǘŀǇŜΩ ǊŜŦŜǊǎ ǘƻ ŜȄŎŜǎǎƛǾŜ ƻŦŦƛŎƛŀƭ 
rules and rigid formal processes that seem 
unnecessary and hinder or delay results. 

«   Tape »Red     »  «  

              

 

 " "        

" ." 

regulatory 
framework 

The entire body of applicable legislation plus 
internal rules adopted by the administrative 
authority. 

           

     

  

request of the party A request of the party is here understood as 
the expression of a certain demand of party, 

             
 .         

  

 submitted   to   an   administrative   authority 
with    the   content    to    ask   the   body  for 

   :  
 

 undertaking an administrative action for   

 which the party claims to have the individual   

 right or legitimate interest. A typical request   

 is the application for a licence.   

revision of an 
administrative 

Controlling the lawfulness of an 
administrative decision in the frame of a 

                   

  . 
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decision Grievance procedure.   

rule of law The most important basic principle, according 
to which the law constitutes the basis and 
boundaries of all activities of the state. This 
means for the public administration that all 

activities of administrative authorities must 
be in alignment with the applicable 
legislation, which includes the Constitution of 
the Arab Republic of Egypt and all ratified 

international agreements. 

            

             

     .     

        

 .     

   

separation of powers The system of separation of powers divides 
the tasks of the state into three branches: 

legislative, executive and judicial. These  tasks 
are assigned to different institutions in such a 
way that each of them can check the others. 
As a result, no one institution can become as 

powerful in a democracy as to destroy this 
system. Checks and balances (rights of mutual 
control and influence)  make sure that the 
three powers interact in an equitable and 

balanced way. The separation of powers is an 
essential element of the Rule of Law, and is 
enshrined in the Constitution. 

          

           
      .    

    .     

  .          

           

. 

   

supranational 
organisations 

A supranational organization is an 
international group or union in which the 

                     

  .        

)  (    

 power    and    influence    of    member states 
transcend   national   boundaries  or interests 

:        
 

 to share in decision making and vote on   

 issues concerning the collective body   

 (examples: European Union and World   

 Trade Organisation).   
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 states   transcend 
national  boundaries 
or interests to share 
in decision making 
and vote on issues 
concerning   the 
collective body 
(examples: European 
Union and World 
Trade Organisation). 

ϣугЮϝЛЮϜ ϢϼϝϯϧЮϜ.  
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 according to which дмдϝЧЮϜ   рР  ϜирЬИ  ЈмЈдаЬϜ  ϸИϜнЧЮϜ 

рЬϜϤЬϝϠ .ϢЬмϹЮϜ ϢАЄдϒ ИраϬ ϸмϸ ϰ  дрϞрм 

дϜ  ϢрϺрСжϤЬϜ  ϢЬмϹЮϜ  Ϣ ϾиϬϒ  ИраϬ  аϾϤЭϦ 

ϤϜИрϼЄϤЬϜ    ϼϝАϜ     рР   ϜиЬϝгКϞ   анЦϤ 

ϼмϤЀϸ   ЬаЅϦ   сϧЮ Ϝм    ̪ϜиϞ   ЬмаИаЬϜ 

ИраϬм     ϢрϞϼИЬϜ      ϼЈа     ϢрϼмиаϬ 

ϜирЭК    ФϹЊаЬϜ    ϢрЬмϹЮϜ    ϤϜрФϝУϧЮϜϜ. 

(  ̸аФϼ ЭтЬϸЬϜ  да сжϜϨЬϜ Ͼ̭ϭЮϜ.) 

 

the law constitutes 
the basis and 
boundaries of all 
activities of the state. 
This means for the 
public administration 
that all activities of 
administrative 
authorities must be 
in alignment with the 
applicable legislation, 
which includes the 
Constitution of the 
Arab Republic of 
Egypt and all ratified 
international 

agreements. 

separation 
powers 

of The system of 
separation of powers 
divides the tasks of 
the state into three 
branches: legislative, 
executive and 
judicial. These tasks 
are assigned to 
different institutions 
in such a way that 
each of them can 
check the others. As a 
result,        no        one 
institution can 
become as powerful 
in a democracy as to 
destroy this system. 
Checks and balances 
(rights of mutual 
control and 
influence) make sure 
that the three powers 
interact         in        an 
equitable and 
balanced way. The 
separation of powers 
is an essential 
element of the Rule of 
Law, and is enshrined 
in the Constitution. 

 ЭЋТ    ЬϜЀЬАϜϤ    нк    ϒϹϲ    аϞϜ  ̴ ϸϘ

ϢаДдЬϒϜ   да  ϹϲϜм  ϸИр  м  ϢрАϜϽЦарϹЮϜ 
дмϔЄ  ϢϼϜϹЮϜ  ϜирЬИ  РϼϜИϤаЬϜ  ϢрЀϝтЀЬϜ 

ϢЬмϹЮϜ   дϜР  аϜДдЬϜ  ϜϺи   ϼϝАϜ  сТ  .ЬмϹЮϜ 

ϢАЭЂ ЬШ  ̪ϤϝАЭЂ мϒ ИмϼР пЮϖ ϣгЃЦа 
ϢϸϹϲа ϤϜрϱЮϝЊ ϜиЬ м ϢЬХϧЃвм ϢЬЉУжа 

арЁЧϦ     аϤрм     .ϜиϤϜрЬмϕЃв     ϢϼЄϜϞаЬ 

ϢАЬЀЬϜм   ̪ϢрϺрСжϤЬϜ ϢАЬЀЬϜ  пЮϖ ϤϜАЬЀЬϜ 
ϼϞϤИрм  .ϢрϘϝЎФЬϜ  ϢАЬЀЬϜм   ̪ϢрИрϼЄϤЬϜ 

ЭЋТ   ЬϜЀЬАϜϤ   ИдЈ ϼϜ ̯   ϒЀϜЀрϜ ̯   сТ 

ϒϸϞа  нкм   ̪  днжϝЧЮϜ  ϢϸϝтЀ  ϒϸϞа  ФрϞАϤ 

ϼмϤЀϸЬϜ    да ϢЁвϝϷЮϜ ϢϸϜаЬϜ  рР ЀϼШа 

̸̷̻̹рϽЋгЮϜ. 

ϤϜ АЬЀЬϜ  дрϞ ЭЋУЮϜ 

supranational 
organisations 

A supranational 
organization is an 

ϢИмаϭв  ри  ϢрдАнЮϜ  ФмР  ϤϜаДдаЬϜ 

ФмРр ϼрϨϓϦм ϢмФ йЮ сЮмϸ ϸϝϳϦϜ мϜ ϢраЬϝК 

Ϝ̭ЌИЬц      ϰрϤрм     ϢрдАмЬϜ     ϸмϹϳЮϜ 

ЬϝϪа. ϤϜϼϜϽЧЮϜ пЯК ϥтнЋϧЮϜ   

:   ϢаДда   ̪    сϠмϼ нЮϒϜ   ϸϝϳϧЮϜϜ 

(ФнТ ϣуЮмϹЮϜ ϣгДдаЬϜ 

ϢрдАнЮϜ) 

 international    

 group or union in    

 which the power and    

 influence of member    
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 individual right or 
legitimate interest of 
a party is lawful only, 
if the action is suitable 
to achieve the 
purpose set out in the 
law and if it is 
necessary to attain 
the purpose, that 
means there is no 
other suitable action, 
which is less onerous 
to the affected party. 

  

red tape ¢ƘŜ ǘŜǊƳ ΨǊŜŘ ǘŀǇŜΩ 
refers to excessive 
official rules and rigid 
formal processes that 
seem unnecessary 
and hinder or delay 
results. 

 ϼаϱЮϒϜ   АрϼЄЬϜ«   ϰЬАЉв       Red 
»Tape  ϒЄдр  »рамШϱЮϜ   дрϤмϼЬϜ«  мϜ 
ЬϜ  рϤЬϜ  ϢраЀϼЬϜ  ϤϜ ̭Ϝ ϼϭЮϖϜ  ЍКϞ  ев 

Ϝ ϼ ̯  рϴϒϤ    ϢϸϜИ    ϞϞЀϤм     ̪ϣвиа    мϹϡϦ 
ϤϜ ϼϜϽЦЬϜ ФрХϳϦ сТ ϤϜϞмИЈм. 

мϜ " ϼаϱЮϒϜ АрϼЄЬϜ" ϰЬАЉв 

"ϢрАϜϽЦм ϼрϞЬϜ." 

regulatory 
framework 

The entire body of 
applicable legislation 
plus internal rules 
adopted by  the 
administrative 
authority. 

ϜиϞ  ЬмаИаЬϜ    ϢрИрϼЄϤЬϜ  ϤϜ мϹЮϒϜ  ЭЪ 

ϤϜϼϜϼХЮϜ   м   ϸИϜнЧЮϜ   рЬϜ   ϢРϜЍЮϖϝϠ 

ϢиϭЮϜ   ϤϜЈϝЊϤϵЮϜ   ϣгДдаЬϜ   ϢрЬϴϜϸЬϜ 
 ϣтϼϜϹЮϖϜ. 

рарДдϤЬϜ  ϼϝАЬϜϜ 

request of the party A request of the party 
is here understood as 
the expression of a 
certain     demand   of 

ϟЮϜА РϼАЬϜ ϟЮА аи Р ̳р ϝжи 

 дрИа ϟЮАа  еК ϼрϞИϤ идϒ пЯК ϣвϹϷЮϜ 

̭ϜϽϮϖ ϺϝϷϧЮϜ ϣтϼϜϹЮϜϜ ϣлϯЮϜ  пЮϖ йгтϹЧϦ аϤр 
ϟЯГЮϜ ϟϲϝЊ ϣϳЯЋв  сТ. 

ϣвϹϷЮϜ ϟЯА 

 party, submitted to ϣЋ϶ϼ ϬϜϽϷϧЂϜ ϟЯА : Ьϝϫв  

 an administrative   

 authority with the   

 content to ask the   

 body for undertaking   

 an administrative   

 action for which the   

 party claims to have   

 the individual right or   

 legitimate interest. A   

 typical request is the   

 application for a   

 licence.   

revision of an 
administrative 
decision 

Controlling   the 
lawfulness  of  an 
administrative 
decision in the frame 
of a Grievance 
procedure. 

ϢрднжϜФ  ϢϼϜϹЮϖϜ  ϜиϤАЀϜмϞ  Ј ϰСϦ  ϢϞϝЦϼ 

Ϝ̭дϞ  ̪   ϢрϼϜϹЮϖϜ  ϜиϤ ϼϜϼФ  Ϣр ϼϜϹЮϜϜ  ϣлϯЯЮ 
ϼм ϼЍгЮϜ  да бЮДϤ сЯК. 

рϼϜϹЮϜϜ ϼϜϽЧЮϜ ϣЛϮϜϽв 

rule of law The most important 
basic principle, 

ϢЬмϹЮϜ иϜЌϤФаϞ ЙЎϴϤ сжнжϜФ   ϒϸϞа  нк 

м  аϝЫϳЮϒЬ     ϜирдАϜнв  м  ϝкϝϦ ϾиϬϒ  м 

днжϝЧЮϜ ϢϸϝуЂ ϒϹϡв 
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 authorities that might 
to be involved in the 
process.6. 

  

Party of 
administrative 
procedure 

an Party of  an 
administrative 
procedure is  a 
natural person or 
legal entity, upon 

мϜ рИрϞА Љ϶Є  дмШр  ̪пзКаЬϜ РϼАЬϜ 

̭ϜϽϯЮϖϜ сТ РϽА аϝК мϜ Јϝ϶ рнзЛв 

ϞЬА  оР  ϒϸϞр   да  ми  дмШр  м  .Ϣр ϼϜϹЮϖϜ 

ЭϠФ ев иϹЎ ϻϷϧт дϜ мϜ оϼϜϹЮϖϜ ̭ϜϽϯЮϖϜ   

РϽА    дмШр   ϹЦм.ϣтϼϜϹЮϖϜ   ϣлϯЮϜ 
сТ  ϢрϼϜϹЮϖϜ  ϢиϭЮϜ  иϤϬϼϸϜ  ϜϺϜ  Ϩ̪ЬϝϪ 

̭ϜϽϯЮш пзЛгЮϜ РϽГЮϜ 
оϼϜϹЮϖϜ 

  whose request an ϸФ ϣϲЬЈа мϜ ФмХϲ да йЮ ϜаЬ Ϝ̭ϽϯЮϖϜ    

  administrative рϼϜϹЮϖϜ  ϼϜϽЦЬϜ ϣϮрϤд  ϼϨϓϦϤ.    

  procedure has been     

  initiated, or against     

  whom an     

  administrative     

  procedure has     

  started, or to     

  whom the decision     

  of the     

  administrative     

  procedure is     

  addressed or     

  intended to be     

  addressed. Party     

  can also be a third     

  person, whom the     

  administrative     

  authority has     

  included in the     

  procedure because     

  ǘƘƛǎ ǇŜǊǎƻƴΩǎ ǊƛƎƘǘǎ     

  or interests might     

  be affected by the     

  outcome of the     

  administrative     

  procedure     

  (example:     

  neighbour of a     

  person, who     

  applied for a     

  construction     

  permit).     

principle of The principle of ЭтЬϸЬϜ да  сжϜϨЬϜ  Ͼ̭ϭЮϜ(  ϞЀϝжϤЬϜ  ϒϹϠа  аϾЭт 

ϝ̭ϠИϒ ЌϼСϦ ЬϜϜ ϢрϼϜϸЬϖϜ ϣлϯЮϜ )  ̻ аФϼ 

рЬИ ϢДРϜϱвЬϜ  да  ϼϨШϜ  ϼϜϽЎϜ мϜ 
ϜиХтФϱϦ ϜиϞ АмдаЬϜ ϣвϜИЬϜ ϢϰЬЈаЬϜ. 

ϟЂϝжϤЬϜ ϒϹϡв 

proportionality  proportionality  

  stipulates that any  

  administrative action  

  which may restrict an  

 

 

6 
The concept of the one stop shop has been established by the EU-Services Directive (2006/123/EG) in 2006. 

Since the development of the EU-Service market had been seen as not satisfying especially in comparison with 
the EU-goods market, the EU decided in 2006 to alleviate the access to the service market for providers from 
other member states. 
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 Exercise of unlimited 
power through   an 
administrative 
authority means 
arbitrariness   and 
incompatibility  with 
the rule of law. 

  

notification Notification is the 
official means of the 
administrative 
ŀǳǘƘƻǊƛǘȅΩǎ 
communication of an 
administrative action 
vis-à-vis the party 
within   an 
administrative 
procedure. It is a 
central   requirement 
of any administrative 
procedure,   because 
an administrative 
action  comes into 
effect no earlier than 
in the moment when 
at least one of the 
parties    of   the 
procedure has been 
notified. Until then 
the activities of the 
authority   are  not 
more than a merely 
internal matter. 

  ϜϵЮϜϝА ϼ  им  ϖЄИϜ ϼ  мϒ  ϖИЬϜа  ШϤϜϞ   ̵ р  ϒ

  м ЄРм   ̵ р мнк ЀнЮϜрЬϢ ϜЬсϦ ϤИЬа ϞиϜ ϭЮϜиϢ
рϼϜϹЮϖϜ   ϼϜϽЦЬϝϠ   дϓЇЮϜ  рмϺ    Ϣр ϼϜϹЮϖϜ 

ϢрднжϜФ   ϼϝϪϜ   ϼϝАϵЮϜϜ     пЮИ  ϞϤ ϼϤрм 

рϜ   да  ϜрЀϜЀϜ  ϝАϼЄ   ϼϝАϵЮϜϜ   ϼϟϦИрм 
Ͼрϰ  Э϶ϸϤ  ϤϜ ϼϜϽЦЬϜ   дЬϜ  рϼϜϸϜ  ̭ ϜϽϮϜ 

да    РϽА    ϼϜАϴϜ   ϸИϞ   АХТ   ϺрСжϤЬϜ 
ϼϞϤИϤР   ЭЧЮ ϜϜ   пЮИ   ϢрдИаЬϜ    РϜ ϼАЬϜϜ 

ск ϝв  ϼϝГ϶Ϝ ЭϡЦ ϣтϼϜϹЮϖϜ ϣлϯЮϜ ЬϝгКϜ 

ϢрЬϴϜϸ ЬϜϝвИϜ ЬϜϜ. 

)еЮϝКϜ / ϼϝГ϶Ϝ( сгЂϼ  ϼϜϻжϖ 

one-stop-shop άhƴŜ ǎǘƻǇ ǎƘƻǇέ ƻǊ 
άǎƛƴƎƭŜ   ǿƛƴŘƻǿέ 
approach are  the 
informal names for an 
administrative 
concept - the correct 
administrative  law 
ŎƻƴŎŜǇǘ ƛǎ άǇƻƛƴǘ ƻŦ 
single    ŎƻƴǘŀŎǘέ 
approach -, which is 
designed to make it 
easier to conduct and 
complete      an 
administrative 
procedure necessary 
to obtain   an 
administrative service 
by dealing with only 
one     single 
administrative 
authority, which has 
the obligation to 
coordinate with other 

ϞϤШа  мϜ  ϢϼϜϸϖ  ми   ̪ ϢϸϰϜнЮϜ  ϢϺРϜдЬϜ 

ИЌϴϤ   ϢϸϸИϤа   Ϥϝвϸϴ   а рϹЧϦϞ    ϰаЁт 

да  ϣУЮϤϵв  ϢрϼϜϸϖ  ϤϝкϬ  ϤϜЈϜЈϤϵЮϜ 

ϒϸϞа  ϤϝЧтϞАϤ  ϹϲϜ  ϸИр  м  ϹϲϜм   дϜШа 

ϣтϼϜϸϖ  ϤϜ̭ϜϽϮϖ   ЭЮϝ϶  ев  Ϣ̭ϝУЫЮϜ 

м )  ̾аФϼ ЭтЬϸЬϜ  да сжϝϪЬϜ Ͼ̭ϭЮϜ ( ϢАЀϞа  

рЬИ  ϼрЀрϤ  рЬϜ  ЬЉЮϒϜ   рР  Рϸир 
ϤϝвϹϷЮϜ  сϡЮϝА. 

ϜЬдϜРϺϢ ϜЬмϹϲϜ  Ϣ 
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 ŎƻƴǎǘǊǳŎǘƛƻƴ ǇŜǊƳƛǘΦέ 
This norm comprises 
a list of six legal 
preconditions: 
submission of an 
application;   4 
technical 
requirements; no 
interference with 
rights of  the 
neighbour. The legal 
consequence:  the 
applicant  has the 
right to obtain the 
construction permit 
which also includes 
the obligation of the 
administrative 
authority to issue the 
requested permit.) 

  

legislation Umbrella term for 
laws and executive 
regulations 

йЮ ИЌϵϦ  рϻЮϜ  аϜИЬϜ   ϼϹЋгЮϜ   нк  ИрϼЄϤЬϜ 

ев  Ϭϼϵт ЬϜм ИаϤϭвЬϜ  оР ϤϜХЮϝЛЮϜ ИраϬ   

ϜиϸϹϲр   сϦЬϜ   ЭϚϜЀаЬϜ   ЬϜϖ   иϤрЬϜм 

ϼϹЋв оЬϖ   ϜидϒЄ   сТ   Эт ϱтм   йЃУж   ИрϼЄϤЬϜ  

ЬаЅт   ϼрϞИϤ  нкм  . ϼϴϐ  раЀϼ 
ϢрϻтРдϤЬϜ ϰϘϜнЮЬϜм  дрдϜнЧЮϜ 

ИрϼЄϤЬϜ 

legislative 
framework 

The   relevant 
legislation as a whole 
that is to be applied 
by the administrative 
authority respectively 
by an administrative 
body of  the 
administrative 
authority  for the 
conduct     of 
administrative 
procedures. 

ϢаДдЬϒϜм    дрдϜнЧЮϜ   ϸмϸ ϰ   бЂϼр   ϼϝАϖ 

ЬаИр  дϒ ИаϤϭвЬϜ ϼϼФ сϦЬϜ ϜидИ ϢФϩϠдаЬϜ 

ϢХϠАϤ оϻЮϜ пжнжϝЧЮϜ ϼϝГЮϖϜ нкм ϝлЯД сТ 

ϢЈϤϵвЬϜ ϜиϤϜиϬ ЭЮϜ ϴ да ϢрϼϜϹЮϖϜ ϢАЬЀЬϜ 

ϢрϼϜϹЮϖϜ ϤϜϜ̭ϼϭЮϖϝϠ аϜрХЯЮ 

рИрϼЄϤЬϜ ϼϝАЬϜϜ 

limits of the power Limits of the power 
are the consequence 
of the rule of law and 
the principle   of 
legality   of public 
administration, 
according to which all 
administrative 
activity is bound by 
law.  Accordingly, 
limits of power are 
determined by the 
legal provision  on 
which     the 
administrative 
decision is based. 

ϒϸϞа  ФрϞАϤЬ  ϣϮрϤд  ск  ϢАЬЀЬϜ   ϸмϹϲ 

аϜϾϤЬЬϜϜм  ϢрИϼЄЬϜ  ϒϸϞам  днжϜХЮϜ  ϢϸϝуЂ 

ЬрЬϸЬϜ  да  сжϜϨЬϜ  ̭ϾϭЮϜ(  ϢрдмдϝЧЮϜ  ϤϜ̭ϜϽϯЮϖϝϠ 

дϜ ϞϬр ϜаиϞϬнвϞ сϧЮ Ϝм  ̪)  ̹ м̸ аФ ϼ   

д нжϝЧЮϝϠ ϢрϼϜϸЬϖϜ   ϤϜ̭ϜϽϯЮϜϜ   ИраϬ   аϾϤЭϦ 

ФрϽА   дИ ϢАЬЀЬϜ ϸмϸ ϰ ϹтϸϱϦ аϤр сЮϝϦЬϝϠм  

м .рϼϜϹЮϜϜ ϼϜ ϼХЮϝϠ  ЈϤϵвЬϜ  ИрϼЄϤЬϜ 

РЁЛϦ     ϣЧЮАа ϢАЬЁЮ ϢϼϜϹЮϜϜ ϣЂϼϜаа   ϸИр  

ϢϸϝтЀ  ϒϸϞаϞ  ЭЮϝϷЮϜϜм 
 днжϝЧЮϜ. 

ϢАЬЀЬϜ ϸмϸϰ 
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 ǇǊŜŎƻƴŘƛǘƛƻƴέύΦ   

law Legislation adopted 
by Parliament or 
Presidential Decree. 

ϢаϜИЬϜ   ϸИϜнЧЮϜ   ϣКмаϭв    нк    днжϝЧЮϜ 

да   ϼϹЊϤ  сϧЮϜ  ̪ϢРϜШЭЮ ϣвϾЭгЮϜ  ϢрϼϞϭЮϜ 

да  сϧЮϜм    ϢЬмϹЮЬ    ϢрИрϼЄϤЬϜ  ϢАЬЀЬϜ 

ϢЬмϹЮϜ иϺиЬ  дрдАϜмаЬϜ ШмЭЂ арДдϤ ϜидϓІ 

сТ    дрЬϴϜϸЬϜ   драрФаЬϜ   ЈϜϵЇЮϒϜ   мϒ 

ϜидрмШϤ. 

днжϝЧЮϜ 

legal certainty The principle of legal 
certainty ensures the 
rule of law in public 
administration.   It 
stipulates  that  an 
action of  an 
administrative 
authority must  be 
based on law and 
thus be precise and 
predictable by those 
subject to it. Legal 
certainty   also 

includes the 
protection of 
legitimate 
expectations, in 
particular   the 
expectation 
concerning   the 
continuation  of  a 
legal position 
obtained through an 
administrative 
decision. 

рϤЬϜ  ϢϸИϝЧЮϜ  ри  сжнжϜХЮϜ   дрХтЬϜ  ϢϸИϝЦ 

рднжϜХЮϜ    аϜДдЬϜ    ϾраϤр     дϒ    ЌϼСϦ 

даЌϤ  ϢрϜаϰ  ϢϸИϝЧЮϜ  ϼϞϤИϤм  ϢрРϝУЇЮϝϠ 

ϢрСЃКϤ ϣЧтϽГϠ  днжϝЧЮϜ аϜϹ϶ϤЀϜ аϹК. 

ϜЬХтр д ϜХЮϜнжд   р 

legal preconditions In general,     the 
structure   a    legal 
norm is characterised 
by two sides, the side 
of legal preconditions 
and the side of the 
legal consequence of 
ǘƘŜ ƴƻǊƳ όάƛŦ-then- 
ǎǘǊǳŎǘǳǊŜέύΥ   If    a 
certain number  of 
preconditions     are 
fulfilled,  a  certain 
consequence    shall 
take effect. (Example 
ƻŦ ŀ ƴƻǊƳΥ άLŦ the 
applicant meets the 
technical 
requirements   1,2,3, 
and 4 and rights of 
the neighbour are not 
affected,    he/she    is 
entitled  to  receive  a 

ϢрЀϝЃЮϒϜ    ϤϜϞЬАϤаЬϜ    ϣКмаϭв    ск 

мϜ   днжϝЧЮϜ  ϜирЬИ  Јдр  сϧЮϜ  ϣвϾЭгЮϜ 

ϜиϘϝУтϤЀϜ   ϞϬр   сϧЮϜ   ϢрϻуУжϤЬϜ   ϣϲϘЬъϜ 

ϢрϼϜϹЮϖϜ ϤϝвϹϷЮϜ ев ϣвϹ϶  сЯК ЬнЋϳЯЮ  

мϜ )ϢрдХϦ( ϢрϘϜϽϮϖ   ϤϜ ϞЭАϤа  Ϥ дϜШ  ̭ϜмЀ 

ϢиϭЮϜ  аϾЭϦ Ϥ ϼРϜмϤ Ϝа  дрϰ сϧЮϜ м  ̪ϢрϸϜа  

ϼϜϸЈϜ мϜ  ϢаϹϷЮϜ  ϺрСжϤϞ  ϢрϼϜϸЬϖϜ   

ЬϜϨа    ̪иϞЬϜАЬ   дрИа   ϰрϼЈϤ 

: ϝ̭жϞЬϜ ϢЈϴϼ ϼϜϸЈϜ. 

ϢрднжϝЧЮϜ ϤϜ АϜ ϼϤЅЮϜϜ 
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 dignity and the rule of 
law and the key stone 
of participation in 
administrative 
procedure. This right 
provides that the 
party will be given the 
opportunity to explain 
its own way to see the 
facts and judicial 
problems the 
procedure is dealing 
with before a decision 
is taken and 
ς furthermore ς the 
obligation of the 
public body to take 
notice of the 
statement and to take
 it in 
consideration before 
it takes the final 
decision. 

ИϞдр дрдАϜнвЬϜ ФмФϰ сТ сЂϝЂϒ ϼЈдИ 

ϢаϜϽЪЬ  ϢрЀϝЃЮϒϜ  ϘϸϝϡгЮϜ  ев  ϢϼЄϜϞа 

ϼϬϱЮϜ   ϸИрм   днжϜХЮϜ   ϢϸϜрЀм    дϝЃжЬϖϜ 

аФϼ   ϤϜ̭ϜϽϯЮϖϜ    сТ    ϣЪϼϜЄаЭЮ     сЂϝЃЮϒϜ 

РϜ ϼАЬϒϜ пЮϜ ИϝгϧЃЮϜϜ Хϲ ϒϹϡв( ϣтϼϜϹЮϖϜ   

сжϝϪЬϜ   ̭ ϾϭЮϜ   -ϢрдИаЬϜ 

̻ )̸ 

 

implementation of an 
administrative 
measure. 

The conduct of an 
action or a certain 
number of actions of 
an administrative 
authority in the  frame 
of the context of an 
administrative 
procedure. 

  р ϤϻуУж   аϬамϣК   ϜЬϴнАϜϤ   ϜсϧЮ   ϤϟϦИи  Ϝ  

 ϜϖϜϹЮ ϼ Ϣ ϜЬаϴϤЈϢ ϰрϜЬ ϤϻуУж ϜЬФ ϼϜϼ ϜЬϺ

РϽА  иϜϭϦ  Ϣрϸ ϼР  ϢЬϜ ϰ  ЬϜрϰ  иϤϻϷϦϜ 
РϜϽГЮϒϜ  да ϣКмаϭв мϒ  дрИа. 

рϼϜϸϜ  ϼрϞϸϤ ϻуУжϤ 

individual case The term individual 
case indicates    a 
concrete life situation 
of an individual or a 
group of individuals, 
which is the matter  
of an administrative 
procedure carried out 
by an administrative 
authority. Purpose of 
the term is ς among 
others  ς     to 
distinguish 
administrative 
actions     from 
legislative acts (laws, 
secondary 
legislation),   whose 
regulatory content is 
typically of general 
and   abstract 
character (see also 
below      the 
explanation  of  άƭŜƎŀƭ 

ϼϸЈр  рϻЮϜ   нк  рϸϼСЮϜ рϼϜϹЮϜϜ  ϼϜϽЦЬϜ 

оЬИ  ФϞАрм   дрдрИа  ϸϜ ϼРϜ  мϜ  ϸϼР  ФϱϠ 

ида  ϢрϼϜϹЮϖϜ  ϣлϯЮϜ   РϸиϤ  ϢϸϹϲа  ИϘϝЦм 

ϸрШϒϤм    аϝЛЮϜ    аϜДдЬϜ     ϼϜϽЦϤЀϜ    пЮϜ 
ϣвϜИЬϜ ϢϰЬЈаЬϜ. 

Ϣрϸ ϼР ϢЬϝϲϞ ЈϜ ϴ  ϼϜϽЦ 
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 the forces of supply 
and demand in an 
economy determine 
prices, outputs and 
methods of 
production. 
Globalisation is 
redefining the role of 
the nation-state as an 
effective manager of 
the national economy 
and thus affects also 
the executive power 
of a state. 

  

grievance procedure Grievance procedure 
is a formalised 
procedure through 
which an 
administrative 
decision taken as the 
final result of an 
administrative 
procedure 
(hereinafter referred 
to first-instance- 
procedure) is revised 
upon complaint of 
one of parties of the 
first-instance- 
procedure.     The 
complaint of a party 
can either aim at the 
repeal    of    a 
prohibition   or   an 
order  that   the 
challenged 
administrative 
decision imposes on 
the party, or at the 
issuance    of   an 
administrative 
decision  that was 
requested   by  the 
party but rejected or 
not issued by the 
first-instance 
administrative 
authority. 

 иϜ Ќ ϤХвϠ   Ϝ̭ϼϮϖ   ми рϼϜϸ ЬϖϜ аЯДϤЬϜ 
ϼϜϼЦ ЬϜ ϣК ϬϜϼв р дИ аЬϜ РϼА ЬϜ  ϞЯАт 
 иϼϜ ϞϤ ИϜϞ   иϺϝ϶ϦϜ   аϦ   рϺЮϜ   рϼϜϸ ЬϖϜ 
 ϜϺ  рϼϜϸ ЬϖϜ  Ϝ̭ϼϮЮϖЬ  Ϣ р ϘϝлжЬϜ  ϣϮрϤдЬϜ 
и ФмЦϰ ШϜ иϤдϜ аКϾ   ϜϺϖ Ϻϴ ϤаЬϜ ϣЮ ЈЬϜ 
ϞϮ м аϞ  Ϣ ИϬ ϜϼвЬЮ  И Ќϴ рм    Ϣ рϸϼТЬϜ 
̭ϜϼϮЮϖϜ   РϜϼАϒ   ϸϲϒ   дв  омЪІ 

сϚϜϸ ϤϞЬϜϜ. 

аЭДϤЬϜ 

hearing of the party ¢ƘŜ ǇŀǊǘȅΩǎ ǊƛƎƘǘ of 
hearing is a 
paramount element 
ƻŦ ŎƛǘƛȊŜƴǎΩ rights 
deriving directly from 
the fundamental 
principles   of  human 

ЈϴЄ  рϜ  ϰда  пЮИ  ФϰЬϜ  ϜϺи  Ј дрм 

ФϘϝЧϳЮЬ     иϤрϔ ϼ     ϰрЌмϤЬ     ϢЈ ϼСЮϜ 

ЭϠФ   да   ϼϜϽЦ  ϺϜϴϤϜ  ЭϠФ  иϤϝЎϜϼϤИϜм 

иаϸФ  Ϝа  ϻ϶ϖϞ  ϢАЬЀЬϜ  аϾϤЭϦ  ϜаШ  ϢАЬЀЬϜ 

ϺϜϵϦϜ  ЬϞФ   ϼϝϠϤИЬϜϜ  дрИ   рР  ЈϵЇЮϜ 

Хϲ ϼϞϤИр   ЭтЬϸЬϜ  Ϝϻк   рР  м  сϚϝлзЮϜ   ϼϜ ϼХЮϜ 

нк ирЬϜ ИϜаϤЁЮϜϜ сТ одИаЬϜ РϼАЬϜ 

ИϜРϹЮϜ Фϰ 
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 to strict legal 
provisions on conflict 
of interest; the right 
to participate in a 
procedure initiated by 
somebody else, if 
ƻƴŜΩǎ ƛƴǘŜǊŜǎǘ ƛǎ ŀǘ 
stake; the right to 
obtain a decision 
within a reasonable 
time frame; the right 
to receive 
compensation for 
damages caused by 
public administration 
(state liability). To 
summarize, the due 
process principle 
establishes a system 
ƻŦ άŦŀƛǊ ōŀƭŀƴŎŜ ƻŦ 
ǿŜŀǇƻƴǎέ5 between 
the administration 
and the citizen. 

  

ex-officio The term exςofficio is 
used to describe an 
administrative 
procedure that is not 
initiated upon 
request of a party but 
on an administrative 
ŀǳǘƘƻǊƛǘȅΩǎ  own 
initiative, for which 
the authority   is 
entitled or obliged by 
law. 

ϞЈдаЬϜ    бЫϲϞ"     ϰЭАЈа    аϹϷϧЂр" 

оЬИ  ̭ϜдϞ  ϒϸϞр  ЬϜ  рϼϜϸϖ  ̭Ϝ ϼϬϖ  РЈнЮ 

ϣлϯЮϜ ев ϢϼϸϝϡгϠ еЫЮм РϜϽГЮϒϜ Ϲϲϒ ϟЯА  

ϞϞЁϠ ШЬϺ   дϜШ  ̭ ϜмЀ  ̪   ϜиЁУж  ϢрϼϜϸЬϖϜ 

ϢАЬЀЬЬ сжнжϜФ аϜϿЮϜ мϜ Фϰ 

ϢрϼϜϹЮϜϜ ϣлϮЭЮ ϢрдмдϝЧЮϜ ϢАЬЀЬϜ 

executive regulation Secondary legislation 
adopted by  a 
government organ on 
the basis  of an 
authorisation 
provided by a law. 

ϤϜ ϼϜϼФ ЬϜϖ ри Ϝа ϢрϺрСжϤЬϜ ϰϘϜнЮЬϜ 

м ϢЬмϸЬЬ ϢрϺрСжϤЬϜ ϢАЬЀЬϜ  да Ϣ ϼϸϝЊ 

ϢрϼϜϹЮϖϜ ϢиϭЮϜ  ϰϝЊРϖ ϜиϞ ϹЋЧт 

"ϜиЬ ϜаϞ ϣвϾЭгЮϜ ϜиϤϸϜ ϼϖ  дИ "Ϣ ϼϜϾм 

рР  ϰϘϜмЬЬϜм  дрдϜмФЬϜ ФРм ϢАЭЂ  да 

мϒ ̭ϝІ дЬϖ ЩЮϺм  ̪днжϝЧЮϜ иϞЬАϤр рϻЮϜ ЬШЄЬϜ 

ФрХϳϦ ϢрМϞ сжнжϜФ  ϾШϼа Ϝ̭МЬϖ мϒ ЭтϸИϤ 

ϣвϜИЬϜ ϢϰЬЈаЬϜ. 

ϢрϻтРдϤЬϜ ϣϲϘЬъϜ 

globalised markets A globalised market is 
characterised by a 
transnationally, in 
principle globally 
operating economy 
on the basis of a co- 
ordinating 
mechanism where 

ИрϞ мϒ Ϝ̭ϼЄ Ϣ ϼϹЦϞ бЮнКаЬϜ ФнЃЮϜ ϾраϤр 

аЬϝЛЮϜ  Ьмϸ  ИраϬ  сТ   ϤϝвϹϷЮϜм  ИЬЀЬϜ, 

ФрϽА   дИ   ϼϜИЁЮϜϜ  ϹтϸϱϧϠ   ϾраϤр  ϜаШ 

ϢаЬнКЬϜ   ϹуКϤ   .ϟЮАЬϜм   ЌϼИЬϜ   онЦ 

рР  ЬмϜ  бЫϲϤаШ  ϢЬмϹЮϜ   ϼмϸ  РрϼИϤ 

ФϜнЃЮϜϜ  ϼϨϔϤ рЬϜϤЬϜϞм  сжАнЮϜ ϸϝЊϤФЬϜϜ 

ϢЬмϸЬЬ ϢрϺрСжϤЬϜ ϢАЬЀЬϜ оЭК ϣгЮнКаЬϜ. 

ϢаЬнКЬϜ 

 

 

5 
General principle of a level playing field, as referred to by the European Court of Justice, Case T- 

36/91 ICI v Commission [1995] E.C.R. II-1847, note 93, CFI 
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 be taken accordingly. 
This assessment must 
not be seen as a free 
decision. The public 
body must decide by 
assessing and 
balancing the 
interests affected and 
must take a decision, 
which is in alignment 
with the principle of 
proportionality. 
Granting 
discretionary power 
to the public body is 
an exemption, which 
must be  clearly 
stipulated by law for 
the individual case 
concerned. As a rule, 
the preconditions of 
the applicable legal 
provision  do  not 
provide  space  for 
different   decisions 
but strictly bind the 
administrative 
authority to the sole 
legal consequence 
prescribed. 

ϰЌϜм ЬШЅϠ  днжϝЧЮϜ ирЬИ Ј др.  

Due process From the Rule of Law 
a  number    of 
procedural rights of 
the   citizen   are 
commonly classified 
under the notion due 
process, in particular: 
the  protection    of 
human dignity and 
individual freedom; a 
fair hearing in all 
stages of procedure; 
the    right    to 
understand 
proceedings;    the 
right to receive all 
available information 
on the   case;   the 
voluntary withdrawal 
or     compulsory 
exclusion of public 
officials    from   the 
procedure who are 
suspected   of self- 
interest       and 
prejudice according 

 ̫ϜиϞ ЬмаИаЬϜ ϤϝЛтϼЄϤЭЮ  ϝЧТм ЬϸИЬϜ ϣвϝЦϖ 

аϽϳт  дϒ еЫгт ЬϜ ЉϷІЬϜ  дϒ ϒϸϞа пЮИ анЦϤ 

дмϸ ϣуЫЯгЮϜ мϒ ϣтϽϳЮϜ мϒ ϢϝуϳЮϜ ев 

ϣужнжϝЧЮϜ ϤϝжϝгЏЮϜм ϤϜ̭ϜϽϯЮϖϜ 

ϢϞЀϜдаЬϜ. 

иϼЈϜдИм    днжϜХЮϜ   ϢϸϝтЀ   ϒϸϞаЬ   ϝЧТмм 

РдЈр  )  ̸  аФϼ  сжϝϪЬϜ  Ͼ̭ϭЮϜ(  ϢрЀсϚ ϼЬϜ 

ϢЬмРШаЬϜ  ϤϜрϼϱЮϜ  м  ФмФϱЮϜ   да  ϸϹК 

дϜЀдЬϖϜ  ϣвϜϼШ  ϢрϜаϰ  :ЬϝϪа   дАϜнвЭЮ 

ϢЈϼР пЮИ ЬнЊϰЬϜм Ϣ̪рϸϼСЮϜ ϢрϼϱЮϜм 

ЬϰϜϼа    ИраϬ     рР    ИϜРϸЭЮ    ϢЬϸϝК 

м ̪ϤϜ̭ϜϽϯЮϖϜ блТ  сТ ХϳЮϜ м ̪ϤϜ̭ϜϽϯЮϖϜ   

ϤϜанЮИаЬϜ   Ира Ϭ   рФЭϦ    рР   ФϱЮϜ 

ϞϜϱЂдЬϜϜ   Фϰм   ̪ϢЬϜϱЮϜ   дИ   ϣϲϜϤ аЬϜ 

СДмаЭЮ рϼϝϠϭЮϜϜ Ϝ̭ЈФЬϜϜ мϜ рИнГЮϜ 

ЌϼϜИϤ    рР   иϝϠϤЅЮϜϜ   ϢЬϜ ϰ    рР   аϝЛЮϜ 

рР   ϣЪϼϝЇгЮϜ    рР   ФϰЬϜм    ̪ϰЬϜЈаЬϜ 

ϤЀа ϜϺϜ  ϼϴϐ Ј ϴЄ ϜирР ИϼЄ омИϸ 

Ф ϰЬϜ м  ̪ϼϴϜ РϽАЬ ϣКмϼЅв    ϰЬϜЈа 

сзвϾ  ϼϝАϖ ЭЮϝ϶  ϼϜϽЦ пЯК ЬнЋϳЮϜ  сТ 

ЌрмИϤ  пЯК ЬнЋϳЮϜ  сТ ХϳЮϜ  м  ̪ ЬнЧЛв   

ϼрЉЧϦ  дИ   ϣгϮϜдЬϜ   ϼϜϽЏЮϒϜ   дИ  

дϜ  ЩЮϺ да  ЈЬϵϦЀд   дϜ   дШар  .ϢϼϜϸЬϖϜ  

дϾϜмϤЬϜ"  аϜДд  ϸϹϲр  ϒϸϞаЬϜ  ϜϺи 

дАϜнвЬϜм Ϣ ϼϜϹЮϖϜ  дрϞ "ЬϸϜИЬϜ. 

ϜЬаϝϲШϣв ϜЬϸϝЛЮ   Ϣ 



80 
 

 ŀǳǘƘƻǊƛǘȅΩǎ ŜŦŦƻǊǘǎ ǘƻ 
investigate the facts 
but also the duty of 
proactive 
collaboration and 
support, if the 
authority - for 
technical or legal 
reasons - requires the 
ǇŀǊǘȅΩǎ involvement. 

  

complaint Request of a party to 
carry out  an 
administrative legal 
remedy  procedure 
related to a concrete 
administrative 
decision,   affecting 
ǘƘŜ ǇŀǊǘȅΩǎ ǊƛƎƘǘǎ or 
legitimate interests. 

рР   ϼДдЬϜ  ϢϸϜИϖ   РϜϼАЬϒϜ  ϸϰϒ  ϟЮА 

мϒ иФнЧϲ пЮИ ϼϨϔр   ϸϹϲа рϼϜϸϖ  ϼϜϽЦ 

арϹЦϤ  ФрϽА   дИ  ϣКмϼЄаЬϜ  иϱЮϜЈа 
 онЫІ. 

онЫЇЮϜ 

counter-incentives Counter-incentives 
describes something 
that discourages or 
tends to discourage a 
particular behaviour 
or - in other words- 
something that leads 
or motivates 
somebody to refrain 
from  doing 
something. 

мϜ АϞϨϤ сϧЮϜ ϾРϜмϱЮϜ ри ϢϸϜЍгЮϜ  ϾРϜнϳЮϜ 

ри рϜ  дрИа ЬаИ АрϞϨϤ пЮИ И ϭЇϦ 

м  .Ϝа  ЬаИϞ  аϝтХЮϜ   дИ  РФмϤЭЮ   ϾРϜнϲ 

ϤϜϞмФИ ЌϼСЮ ЭтϹϠШ ϢϼϜϹЮϖϜ ϜиϻϷϧϦ. 

)ϤϜФнКа( ϢϸϝЎаЬϜ  ϾРϜнϲЬϜ 

delivery of the Delivery of the Ͼϝϯжϖ СЋт аϝК ϱЯГЋв нк ϣвϹϷЮϜ бтϹЧϦ  

ϼϝАϵЮϖϜ ФрϽА   дИ  Ϝаϖ  рϼϜϹЮϖϜ  Ϝ̭ϽϯЮϖϜ 

ϺϜϵϦϜ мϒ иϺϝϷϦϜ бϦ рϻЮϜ  ϼϜϽЦЬϜϞ 

ϣвϹϷЮϜ а рϹЦϤ  дИ  ϼϞИϤ ϢрФрХϲ ϢнГ϶. 

 бтϹЧϦ ϣвϹϷЮϜ 

service   service is a general  

   term describing the  

   accomplishment of  

   the administrative  

   procedure, usually  

   initiated by the party,  

   either by notification  

   of the requested  

   administrative  

   decision or execution  

   of a real action.  

discretionary If the law grants ϣлϮЬЬ  днжϝЧЮϜ Ϝиϰдар сϧЮϜ ϢрϼϱЮϜ ск 

ϺϜϵϦϜ  Ьϝтϰ ϣвϜИЬϜ  ϣϲЬЈаЬϜ  ϼрϹЧϧЮ 

иϺϝϷϦϜ аϹК мϜ иϺϝϷϦϜ ϤФм м дрИа  ϼϜϽЦ. 

идϒ оЭК  ϼрϹЧϧЮϜ Ϝϻк пЮϖ  ϼДдр ЬϜϒ ϟϯт 

ЭЮϜ ϴ ев  ϼϜϽЧЮϜ ϢϼϜϹЮϜϜ ϻϷϧϦ ϩуϲ  Ͻϲ  ϼϜϽЦ 

ϢрдИаЬϜ  ϰЬϜЉгЮϜ ϢдϾϜнвм а ррХϦ 

оЄϜаϤр Ϝ ϼ ̯  ϜϼФ Ϻ ϴϤϤм               Иа 

̭ϿϯЮϜ( ϣтϸϝуϳЮϜм ϣуКнЎнгЮϜ ϒϹϡв Иа 

рР ϢрϼрϹЧϧЮϜ м)  ̼бЦϼ сжϝϫЮϜ ϣГЯЃЮϜ ϣЂϼϝгв 

ϰдам  )  ̺аФϼ р дϝϪЬϜ ̭ϿϯЮϜ( днжϜХЮϜ ϸмϸϰ 

дϒ ϞϬр  ϢрϼрϹЧϦЬϜ ϢАЬЀЬϜ 

ϜЬЀЬАϢ ϜЬХϦϸрϼр   Ϣ 

decision discretionary power  

 to the administrative  

 authority, it opens ς  

 in general ς two or  

 more options to  

 decide on a case. The  

 authority must  

 assess, which option  

 it shall prefer and  

 which decision should  
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 authority  in 
accordance with the 
law. Administrative 
procedure also 
includes actions 
required for the 
delivery of  the service
  or 
implementation of 
the measure. It finally 
includes the  review of 
an administrative 
decision in response 
to a complaint lodged 
by a party. 

  

administrative 
service 

Granting, when 
stipulated so by 
legislation, a legal 
benefit to a party or 
group of parties in an 
individual case upon 
the request of the 
parties. 

ϢЬмϹЮϜ ϜиаϹЦϤ рϤЬϜ ϢАЄдЬϒϜ ϣКмаϭв ск 

ϰЬϝЊЬ  ϢЬмϸЬϜ  сТ  Ϣ ̵раЀϼЬϜ  ϣлϯЮϜ  мϒ 

 ϜЬИϜ  ̵ аϢ ев ЬϜ дЀϜ мϜЬϜнвАдрд ϸм д

  ϤастϾ̪ мϤанЦ  ИпЮ  ЀϒϜЀ  ХϳϦрФ  ЬϜадϣЛТ
ϜЬИϜ  ̵ аϢ 

дрдАϜмаЬϜ ИраϭЮ. 

ϢрϼϜϹЮϖϜ ϤϝвϹϷЮϜ 

application Request of a party for 
the delivery of an 
administrative 
service. 

ϢрϼϜϸϖ ϣвϹ϶ пЮИ ЬмЉϲЬЬ ϟЮАϞ аϹЧϦЬϜ ϟЯГЮϜ 

application template Formal    template 
provided    by the 
administrative 
authority, which - as 
laid down   in 
legislation - must be 
used  for  the 
submission   of  an 
application   for    a 
specific 
administrative service 
to be provided as the 
result   of   an 
administrative 
procedure. 

ϣлϯЮϜ ЭϠФ  да ϝЧϡЂа ϸИа  ϬϺмад 

арϸХϧЮ ϢрϜϸϞ ϢАХзЪ аϹ϶ϤЀр  ̪Ϣ р ϼϜϹЮϜϜ 

аϾϤЬрм  ϢЈϤϵвЬϜ ϢϼϜϹЮϖϜ оЬϜ ϟЮА 

Ϝ̭ϝУуϦЀϜ ϣвϸϵЮϜ ϟЮϜА йгтϹЧϧϠ 

ЩЮϤ сЮИ ЬнЊϰЭЮ ϢϸϹϲаЬϜ ϤϜ̭ϜϽϯЮϖЬ 

ϣвϹϷЮϜ. 

ϟЮАЬϜ  ϬϺмад 

bona fide Acting with bona fide 
means acting in good 
faith. In the context of 
the principle no.  12 it 
means that the 
second paragraph of 
the rule imposes on 
the party not only the 
duty of refraining 
from impeding the 
administrative 

сТ ФрХϳϦЬϜ ϒϸϞа иϸϸϰ ϜаШ Ϣрд  дЁϳϠ ЬаИЬϜ 

ϢрϼϜϹЮϖϜ ϢиϭЯЮ ϢрднжϝЧЮϜ ϢАЬЀЬϜ бЫϲϞ ИϘϝЦнЮϜ   

иϞϬмаϞ   рϻЮϜ м   ) ̹  ̸аФ ϼ-  сжϝϪЬϜ Ͼ̭ϭЮϜ(   

ИϜ дϤаЬϜϜ ϢрдИаЬϜ РϜϼАЬϒϜ   пЮИ   ЌϼРр 

рР  ϢϼϜϹЮϖϜ ϢиϭЮϜ ϸмиϬ ϢЬФϽК  дИ  

блуЯК ЌϼСт Ϝ Ќ ̯    рϒм  ИϘϜФмЬϜ  рР  ФрФϰϤЬϜ 

ϢиϭЮϜ Иа сϠϝϯтЬϖϜ  дмϜИϤЬϜ 

ϢрдмдϜФ мϒ ϢрдХϦ ϞϜϞЁЮϒ ЩЮϺ ϥϠЬА ϜϺϜ. 

ϰЀ д ϜЬдр   Ϣ 
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 enforcement. The 
competence must be 
provided and 
specified by law or by 
secondary legislation 
derived from a law. 

  

administrative 
decision 

The decision of an 
acting administrative 
body concerning the 
right of the party to 
receive a requested 
administrative service 
after applying the 
applicable legislation 
in an individual case. 

ϢϼϜϹЮϖϜ ϟжϝϮ ев ϼϹЋт сжнжϝЦ ЭгК 

Ϝ̭ЄдϖϞ  ϢрднжϜФ   ϼϝϪϒ  ϨϹϲ рм  ϢЈϤϵвЬϜ 

Ϝ̭МЬϖ  мϒ  ЬрϸИϤ  мϒ  Ϲтϸ Ϭ  сжмдϜФ  ИЌм 

ϼϜ ϼХЮϝϠ   ϸЉЧтм   .аϘϜФ   рднжϜФ   ИЌм 

Ϣ ϼϜϹЮϜϜ иϻϷϧϦ рϻЮϜ  ϼϜϽЧЮϜ  ЭуЮϹЮϜ  сТ рϼϜϹЮϜϜ    

Ϝа    РϽА    ϞЬАЬ    ϢϞϝϯϦЀϜ 

ϢдрИа ϢрϼϜϸϜ Ϣаϸϴ пЮИ ЬнЋϳЯЮ. 

рϼϜϹЮϖϜ  ϼϜϽЧЮϜ 

administrative legal 
remedies 

Remedies against a 
concrete 
administrative 
decision  initiated 
through filing   a 
complaint  of the 
party affected by the 
decision and decided 
upon    by 
administrative 
authorities, be it the 
authority that has 
taken the decision or 
its supervisory body, 
if the latter exists. 

ϼϜϼФ   ϸЌ   ϢрдмдϝЧЮϜ   РϝЊϤдЬϜϜ   ЭϠЀ 

ϣтϼϜϹЮϖϜ ϣлϯЮϜ ϢϹІϝзв ск̪ϸϹϳв рϼϜϸϖ 

мϜ  иЬиϜϭϦ  бϦ  ФϰϞ  РϜϽϧКЬъ  ϢЈϤϵвЬϜ 

дмШϤ  дϜ  РϜЈϤдЬϜϜ ЬϞЁЮ  дШарм йЪϜиϤдϜ 

Ϣрϸм ϼрМ мϜ ϣтϸм . 

РϼАЬϜ  да омШЄ арϹЦϤ ЭЮϜ ϴ да ϒϸϞϤм 

рР   ϤϞЬϜ   аϤрм    ϼϜϽЦЬϜ    да   ϼϼЌϤаЬϜ 

Ϝ̭мЀ ϢрϼϜϹЮϖϜ ϤϜ АЬЀЬϜ ЭϠФ  да омШЄЬϜ 

ϢϘриЬϜ  мϜ   ϼϜϽЦЬϜ  ϤϺϵϦϜ  сϧЮϜ  ϢАЬЀЬϜ 

ϜиϸнϮм ϢЬϜϰ  рР ϜирЬИ ϢРϼЅгЮϜ 

ϤϜИϾϝжаЬϜ ϢрмЁϦ ЭϠЀ 

ϣтϼϜϹЮϜϜ 

administrative 
measure 

Action of an 
administrative 
authority  in an 
individual case vis a 
vis a party or a group 
of parties. 

сϦЬϜ ϤϜ̭ϜϽϯЮϖϜ ри ϢрϼϜϹЮϜϜ  ϼрϞϜϹϦ ЬϜ 

ЬШ ϼДд ЬϜрϰ  ϢрϼϜϹЮϖϜ ϣлϯЮϜ ϜиИϟϦϤ 

рϹϲ сЯК ϣЮϝϲ. 

ϢрϼϜϹЮϜϜ  ϼрϞϜϹϦ ЬϜ 

administrative 
procedure 

Administrative 
procedure  is  the 
sequence of actions 
of an administrative 
authority in   an 
individual case that 
aims at the delivery 
of a concrete 
administrative service 
or  any   other 
administrative 
measure directed  to 
a party or a group of 
parties on the basis 
of an administrative 
decision taken by the 
administrative 

ϜиИϟϦϤ  сϧЮϜ ϤϜнГϷЮϜ ск ϣтϼϜϹЮϜϜ ϤϜ̭ϜϽϯЮϜϜ 

Ϻ ϝϷϧЮϜ ϜиϤЈϜЈϤϴϜ  ϼЄϜϞϤ ри м Ϣ ϼϜϹЮϖϜ 

мϜ РϼАЬ ϣвϸϴ арϹЦϤ мϜ рϼϜϸϜ  ϼϜϼФ  

да ϢϸрСϧЃгЮϜ  РϜϽГЮϒϜ  да ϣКмаϭв 

ϢрϼϜϸЬϖϜ  ϣлϮЬϜ  РϜϹкЬϜ   ϝЧТм  ϜиϤϜаϹ϶ 

ϢЈϤϵвЬϜ. 

Ϝ̭дϞ   Ϝа ϢрϼϜϸϖ ϣвϹ϶ арϹЦϤ пЮϖ РϸиϤ м 

днжϜХЯЮ  ϝЧТм  ϢϼϜϹЮϖϜ  иϤϻϷϦϜ   ϼϜϽЦ  пЯК̪ 

Ϣа ϾЬϜЬϜ   ЬϜаИЬϜϜ   ϤϜ̭ϜϽϯЮϖϜ   ЬаЄϤм 

даЌϤрм .ϤϜϼϜϽЧЮϜ ϻуУзϦ мϜ ϣвϹϷЮϜ бтϹЧϧЮ    

Ϝϸϼ  Ϣр ϼϜϹЮϖϜ ϤϜϼϜϼХЮϜ    ϣЛϮϜ ϼа    ϜЌрϒ  

да  ϣвϹЦаЬϜ  омϜШЄЬϜ  пЮИ 

дрдАϜнвЬϜ. 

ϢрϼϜϸЬϖϜ ϤϜ̭ϜϽϯЮϖϜ 
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GLOSSARY OF LEGAL TERMS USED IN THE  ANNEX 

GUIDE 
 

The following explanations of legal/administrative terms were tailored to the 

concrete use of the Guide to Good Administrative Procedures in Egyptian public 

administration of today. They should not be understood as legal definitions of 
universal generality and thus cannot be simply transferred to different national 
contexts 

 

 

 
Legal/administrative 
term 
in English 

 

Meaning of the 
term 

Meaning of the term in 
Arabic 

 
 

Legal/administrative 
term 
in Arabic 

acting public official Member of staff of an 
administrative body 
involved in the 
conduct of 
administrative 
procedures. 

рР  аϘϜϸ  ЬаИ   рР  аиЁт  рϺЬϜ  ЈϵЇЮϜ 

ϸϰϜ  мϜ  ϢЬмϸЬϜ  и ϼрϸϤ  аϝК  ФРϽв  ϣвϹ϶ 

анЧтм оϽϷЮϜϜ аϝЛЮϜ днжϝЧЮϜ ЈϝϷІϜ 

 ϝЧТм              ϤϝтЬмϔЁвм       ϤϜϞϬϜнϠ 

 йϧУуДм  ϤϝЊϝЋϧϷЮϜ. 

ЈϤϵвЬϜ  РДмаЬϜ 

administrative 
authority 

Any government or 
other public organ 
providing 
administrative 
services or exercising 
other administration 
measures at national, 
regional or local level. 

ЬШриЬϜ"  ϣвмШϱЯЮ  ϣЛϠϜϤЬϜ  ϣвϜИЬϜ  ϢϘриЬϜ 

ϜиЬ мϒ ϣтϼϜϸϖ ϤϝвϹ϶ аϹЧϦ "ϣЮмϹЯЮ рϼϜϹЮϖϜ  

пЯК ϤϜϼϜϼФ  м  ϢрϼϜϸϖ   ϼрϞϜϸϤ  ϺϝϷϦϜ  Фϰ 

сТϜϽПϮ буЯЦϖ мϒ  ϣЮмϹЮϜ онϧЃгЮϜ 

 ϸϹϳв. 

ϣтϼϜϹЮϜϜ ϣлϯЮϜ 

administrative body Unit,  department, 
sector  within the 
administrative 
authority conducting 
an administrative 
procedure. 

 ϼЄϝϠϤ  ̪ϢЈϤϵв ϢрϼϜϸϖ ϣлϯЮ ϣЛϠϜϤ ϢϼϜϸϖ 

ЬШриЭЮ ϝЧТм ϢϸϹϲа ϢрϼϜϸϖ ϤϜЈϜЈϤϴϜ 
ϢрдИаЬϜ ϢрϼϜϹЮϖϜ ϣлϯЯЮ рϼϜϹЮϖϜ. 

ϢЈϤϵвЬϜ Ϣ ϼϜϹЮϖϜ 

competence of the 
administrative 
authority 

Competence in the 
context of  an 
administrative 
procedure  is the 
power assigned to a 
public authority to 
carry   out 
administrative 
procedures, which 
includes both taking 
administrative 
decisions and their 

Ϣр днжϝЧЮϜ ϣуϳЮϝЋЮϜ еК ϢϼϝϡК нк ЈϝЋϧϷЮϜϜ  

ϼϨϜ ϨϜϹϲϜ идϒЄ  да  дрИа  Ϝ̭ϽϮϖϞ  аϜрФЭЮ 

нк ЭуЮϹЮϜ  сТ ЈϜЈϤϴЬϜϝϠ ϹЋЧтм .сжнжϜФ  

 ϼϜϽЧЮϜ   ϼϜϹЊϖ  ϣуЯϠϝЦ 

 ϜϖϜϹЮϼр ИпЮ йϮм рИϤϸ Ϟи ФϜдмдϜ ̯ , рϒ дϒ

дмдϝЧЮϜ йϲда  егв рϼϜϹЮϖϜ  ϼϜϽЦЬϜ  ϼϹЋт 

ϢрИϼЄЬϜ   ϒϸϞаЬ   ϝЧТм   и̪ϼϜϸЈϖ   ϢАЭЂ 

Ͼ̭ϭЮϜ(  ϢрдмдϝЧЮϜ  ϤϜϜ̭ϼϭЮϖϝϠ  аϜϿϦЬЬϜϜм 

 ̹бЦϼ ЭуЮϹЮϜ  ев  сжϝϫЮϜ) 

ϜϴϤЈϜЈ ϜϭЮиϢ ϜϜϜϹЮϼр   Ϣ 
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дϺа Ϣ ̭ ϜϺРШЬϜ ϼϜϺрИаЬ дмϻЪр ϢϺрФАдаЬϜ ϢϺрϰϝзЮϜ дϺам .")ϢϰрϰϺЈЬϜ ϢФрϽГЮϜϞ ̭Ϝ рЅЮ ϒϜ ЬаИ(" .ϢРЭЫϦ мϒ ϸнкϭв мϒ ϥЦм 

Ϣр ЬϜИР ЬϜϞ бЃϧϦ сϧЮ Ϝ ЬϘϝЂнЮϜ да ϽϪ Шϒ мϒ дрϤЭуЂм дрϞ  Ϝа ϼϝт ϤϵЮϜϜ  рР ϢрайЮϒϜ. 
 

Ϣ ϺϺϬрϤдЬϜ о ϺϺЬϖ рϸϔ ϺϺр ϼϜ ϺϺБϷЮϖЬ аϺϘЬϜ аЬϜ ЬШ ϺϺЅЯЮ ЉϦ ϺϺϴаЬϜ Р ϺϺДмаЬϜ ϼϜ ϺϺрϤϴϜ оϺЭК Ϣ ̭Ϝ ϺϺРШЬϜм Ϣ ϺϺр ЬϜИРЬϜ Ͻт рϜ ϺϺИа ФϺрϞБϦ дϖ 

Ϣр ЬϜϤЬϜ: 
 

:рϤЈР ЄШЬ ϜϖϼϝГϷЮ ϞϜЬРИϜЬрϢ  ϜϺϖ  Ш Ϝд аϜЬϘ  ̯ аϜ Ь ЌаϜд мЈмЬ ϜЬаИЬмаϺϜϤ ϖЬϺо ϜЬАϺРϼ ϜЬаИдϺр. (аϨϺϜЬ    ¶ 
ЬШ ϼϺϟϦИр дϺШЬм .ϽϦмϺрϞаШ ϾϜϺиϬ сж ИаЬϜ РϽГЮϜ о ϸЬ дШр аЬ  ϜϺϖ Ь̪ϜϜИР Ϝ ϼ̯  аϒ  рдмϼϤШЬϜ ϸрϼϞ ЬϜЀϼϜ ϼϟϦИр ЬϜ 

ад ϼϜЀϜЬ ϜЬϴАϺϜϞ ϖЬϺ о ϜЬАϺРϼ ϜЬаИдϺ р мШϺϺЬШ ϜϴАϺϜϼи ЄϺРмрϜ ЌϺаϜд ̯ Ϝ ЬϤϰФрϺФ ϜЬдϤϺϜϘϬ ϜЬаϼϬϺϢм ϒм 

 ϣЛЦмϤаЬϜ). 
 

ЬМϼЌ ϴϜ Ϥϼϝт ЅЮϜШЬ ϜϒЬ ШϽϪ Ш ϝТ ̭Ϣ  ϼϝГϷЮш ад Ϟрд ϒ ШϽϪ ад ЄШЬ РИϺ ϜЬ рϞϻϮ ЭКϺо ЬϜамДϺР ЬϜаϴϺЉϦ    ¶ 
ϢрЬаИЬϜ ϢАϜЀϞм ϢИϼЀ ϞдϜмϬ ϢϜИϜϼа Ϝ Ќрϒ Ϝадϖм АФР ϢРЭЪ ϤЬϜ ϼϝϠϤИЬϜϜ  рР Ϻϴϓт Ь Ϝϒ. 

 

 

 :Ϝ ЬИаЬ ϜЬϖϬϼϜсϚ Ь Ьам Р ϜЬа ϴϤЈ 

o  ϼ ооϴϒ а ооϙЮϜа ЭЪ ооЄ рϒ р ооР мϒ ϝтмР ооЄ ϼϜ ооАϴЬϖ ϜϞ а Ϝ оор ФЬϜ Ͼм ооϬр р ооеКаЬϜ Рϼ ооА ЬϜ ϸ ооϬϜнϦр  Ϝаϸ оодИ 

ЬϝЋϧЮъ. 

o  Ϣ ЬроЀм рϒ мϒ родм ϼϥЪ Ьϖ ϸорϼϞ мϒ ) Ь ϬоЀа( ϞϜоАϴ ЭЮϜоϴ доа ϢоϞнϦШа Ϣо ФсϪмϞ ϼ ϜоАϴЬϖϜ ϾмоϬр 

 оϼϴϒ ϢсжмϼϥЪ ЬϜ. 

рШдм Ϝ ЬϤ ϒШрϸ ϞИ Ьа Ϝ ЬмЈоЬм аА ЬмϞϜ о Ϝ ЬϖЬϴАо Ϝϼ Идоϸа Ϝ рШодм ЬϖЬϟϪо ϜϤ ϜЬФо Ϝдмдр ЬϖЬϴАо Ϝϼ Ϟао Ϝ Рор  o 

сжнжϜФ ϢраиϜ иϤ Фмм ид ϜШа м ЬϺ. 

̭ϿϯЮϜ(  Ϣ рд м дϝЧЮϜ ϤϜ̭ϜϽϯЮϖ ϜϺϞ аϜϿϧЯЮ ϜϜ м ϢрИϽЇЮϜ ϒϹϠа ϻт РдϤ рР сЂϝЂϒ ЬШЅϠ ϢсϚϜϼ ϭЮϖϜ ϢмБϷЮϜ иϺи ϸИϝЂϤ :рϼϝтИаЬϜ ЀϝЃЮ ϒϜ 

аϺЀФЬϜ ̪сжϜϺϨЬϜ ̭ϾϺ ϭЮϜ(  ϢАϻЃϡв ϢϺрϼϜϸϖ ϤϜ̭Ϝϼ ϺϬϖ ЬЬϜϺϴ дϺа Ϣ ̭ϝТ ШЬϜ ϒϸϞам 2̪) бЃЧЮϜ ̪сжϜϨЬϜ 

)7  ̪11). бЃЧЮϜ ̪сжϜϨЬϜ ̭ϿϯЮϜ(  ϣЮϝКРЬϜ ϢϸИϝЂ аЬϜм ϤϜ анЯКаЬϜ ϒϹϠ ам 
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р ϺϺϤЬϜм Ϣ ϺϺр ϼϜϹЮϖϜ Ϣ ϺϺи ϭЮϜ ϼϜϼϺФ ϸ ϺϺЌ Ϣ оордмд Ϝ ФЬϜ ϤϜоИϾ ϜдаЬϜ Ϣрм ооЀϤ ЬϞ оо Ѐ ¶    доИ Ϣ ϺϺам иРам  ϣϲ ϺϺЌϜм ϤϜоамЬИа 

оϼϺ ϵЮϒϜ ϢраЀϽЮϜ ϤϝϡЯАϤаЬϜм ̪омШЅЮϜ бтϹЦϤЬ ϸϸϰаЬϜ ϥЦмЬϜм Ϣ̪ЈϤϴаЬϜ бЮДϤЬϜ ϢиϬ дϝЪам бЂϜ да ЌϤϤ 

 онЫЇЯЮ. 

¶    ϢрϼϜϹЮϖϜ Ϣи ϭЮϜ дИ ϢϞϝт д ϼϜϽЧЮϜ ϺϴϤϜ рϺЬϜ ЈϤϴаЬϜ СДмаЭЮ )бϧϷЮϜм( ЙтФнϦ ЬϜ. 

 

 :Ϝ ЬИаЬ ϜЬϖϬϼϜсϚ Ь Ьам Р ϜЬа ϴϤЈ 
 

 ̬ϜрϼмϼЌ  Ϝϻк еЫт аЬ аϒ ϼϜϼ ФЬϜ ϢϸмЀа ИϜаϥЃЮϖϜ ϢϬсϦд ϤϹЪϒ Эк 

o    )ϣЮϜϰЬϜ рР ϼсуОϤ  оЬϖ ИϜ Рϸ ЬϜ  рϸϔр аЬ мϒ  ϜрϼмϼЌ ИϜРϸЬϜ еЫт аЬ  рϒ( бКд 

̭ϜϽϯЮϖϜ: 

иЬϝКϒ ϢϰЌмаЬϜ ϢраϜϾ ЬЬϖϜ ϼЈ ϜеК ЬϜ ЙтаϬ оЬИ  рнϦ ϰр  рϺ ЬϜ сϚϝлж ЬϜ ϼϜϼ Ф ЬϜ ϸϜϸИϜ. ¶ 

ЬϜ   o 

̭ϜϽϯЮϖϜ: 

¶    еᴉИ РоЬϤ ϴа сϚϜоид  ϼϜϼоФ ϸϜϹᴉКϜ ̭ϝᴉЏϦФЬϜϜ ϹᴉзКм  ИϜ РϹᴉЮϜ ЬоϞФ ϢМϜроЈЬЬ ЙЏ϶ рϺЬϜ ϼϜϼ ФЬϜ ϢЙϮϜϼа 

ϢϸнЃгЮϜ ϣϷЃж. 

 

.7.13   рнЫЇЮϜ ϼ Дд ϸИϞ ϢрϼϜϹЮϖϜ Ϣ йϮ ЬϜ ϼϜϼ ФϞ ϼ ϜАϴЬϜϜ 

 : аϱЮϜ ДϤϜ ϤмЌрϰрϢ 

 РϜϽГЮ ϒϜ о ϺϺЬϖ оϼ ϺϺϵЮϒϜ Ϣ ϺϺрϼϜ ϹЮϖϜ Ь Ϝ ϺϺаИЬϒϜ мϒ  Ϝ ϺϺиϤϜϼϜϼФ Ьр ϺϺЈм ϤЬ Ϣ ϺϺрϼϜϹЮϖϜ Ϣ ϺϺи ϭЮЬ Ϣра ϺϺЀϽЮϜ Ϣ ϺϺсϚϜϼ ϭЮϖϜ ϢЭт ϺϺЀмЬϜ м ϺϺи ϼϜ ϺϺБϷЮ ϖϜ 

ϸϺИϞ ЬϜ ϖ  рϼϜϸϖ ЬϺаИ рϒ сж мд ϜϺФЬϜ ϺϺрРдϤЬϜ  ϾϺрϰ ЬϴϸϺр ЬϜ ϒ рϼϜϸϖ ̭ϜϼϺϬϜ сЮϒ р ϺЀ рϘϼ ϟЯАа  ϽϠϤИр .ϢрдИаЬϜ 

ϢрЭ϶Ϝϸ ЬϘϝЂа ϸϼϭв ϢЈϤϴаЬϜ Ϣи ϭЮϜ ϢАЄдϒ ЬЕϦ ЩЮϺ пϧϲм .ϢрдИаЬϜ РϜϽГЮ ϒϜ ϸϰϒ ЬФЬϒϜ оЬИ ϼϝГ϶ϖ. 
 

ϢаϹЦ аЬϜ онЪЅЮϜ бЮДϤЬϜ ϢиϬ ЌРϽϦ  мϒ ϝкЭЮϜϴ да ϹЪϔϤ ϢЭуЂм ϼϝГϷЮϖϜ  ϽϠ ϤИр рϼϜϸЬϖϜ аЭДϤЭЮ ϢϞЀдЬϜϞ. 
 

ϼм ϺϺиа ϭЮϜ ам ϺϺаИ м Ϣ ϺϺр ϼϜϹЮϖϜ Ϣ ϺϺи ϭЮϜ ШЬϺ ϺϺШм рϼ ϜϹЮϖϜ ̭Ϝϼ ϺϺϭЮϖϜ  р ϺϺР ШϽϦ ϺϺЄаЬϜ Рϼ ϺϺБЮϜ д ϺϺа Ь ϺϺШ ϰЬϜ ϺϺЈа Ϣ ϺϺрϝвϱϠ ϼϜ ϺϺБϷЮ ϖϜ ам ϺϺФр 

̭Ϝϼ ϭЮϖϜ Ϣ ̭ Ϝ ϺϺРШм Ϣ ϺϺр ЬϜИРм ̪сжмдϜ ϺϺФЬϜ др ϺϺФрЬϜ Ф ϺϺрФϱϦ о ϺϺЭК Ь ϺϺаИр Ϝ ϺϺаШ Ϣ ϺϺрдИаЬϜ РϜϼ ϺϺБЮϒЬ Ϣ ϺϺрдм дϝЧЮ Ϝ Ϣ ϺϺрϝв ϱЮϜ да ϺϺЌрм 

Ϣр ϼϜϹЮϖϜ ЬϝвИЬϒϜ  оЭК Ϣрдм дϝЧЮ Ϝ ϢϞϝЦϼЬϜм РϜϼЅЮ ϖ ϜϞ ϰаЁт ϝвШ ϢаϝКЬϜ ϢϼϜϸЬϖϜ ϢрРϝУІм  ̪ рϼϜϹЮϖϜ 

ϼϺаЬϒ Ϝ ИϺϬϽтм ϥЮ Ϝ ϜϺЈϤϜ ϢЭтϺЀм рϒ аϜϸϴϤϺЀϜ ЬЬϜϺϴ дϺа ϼϜϺБϷЮ ϖϜϞ аϜϺрФЬϜ ϾмϺϭт ϸϸϱв ЬШЄ оЬϖ дм дϝЧЮ Ϝ ϽтЄр бЮ ϝв 

ϼϝГϷЮш аϘЬϜаЬϜ ЬШЅЮϜ ϼϝϧϷт пϦϰ ЉϦϴаЬϜ СДмаЭЮ ϢрϽтϹЦϤЬϜ ϢБЯЃЯЮ. 
 

ϢИмϞАа Ϣ ϺϺФрϨм  арϸ ϺϺФϤ д ϺϺШар ϜϺаШ Ϣ ϺϺдШбвЬϜ ϼϜ ϺϺБϷЮ ϜϜ ЬϜШϺЄϜ ϸ ϺϺϰϒ рнТ ϺϺЅЮϜ ϼϜϺБϷЮ ϜϜ ϼ ϺϺϟϦИр ϝт ϺϺЈϵІ РϼϺБЮϜ ϸ ϺϺϬϜмϤ Ϣ ϺϺ ЬϜϰ рϺР 

 Ϝм аШϤмϞϢ. ϜаϜ ϞϜЬдЀϞϢ ЬϒϴАϜϼ ϜϒЬАРϜϼ Мрϼ ϜЬаϤмϜϬϸϢ ЄϴЈрϜ ̲ ЬϜ ϤдϰЈϼ ϜЄШϜЬ ϜϒЬϴАϜϼ РϺр ЬϴАϺϜϞ ϜЬϞЀрА

 Ϝм ϜЬаЀϬЬ мЬШд ϤϔϴϺ ϜрЌϜ ̲ Рр Ирд ϜϜЬИϟϦϜϼ рϜ мЀϺрЬϢ Ϝм ϽАрФϺϢ ϜϤЈϺϜЬ ϤШдмЬмϬрϺϢ ϜϴϺоϼ. РϺр ϞИϺЌ ϜЬϝϲ Ϝ ϥЮ
АϻЧТ Р ϼϺБЮϜ ϤϜϺанЯКа дмϻЪϤ ЬϜ ϝвϸϺдИ )Ь ϭЂ аЬϜ ϞϜ А ϵЮϜ ЬϨа( ϸϸϱв ЬШЄ рР ϼϝГϷЮϜϜ дмШр дϜ ϟЯА Ϥр 

.ϜϺϤ ϜиарϢ мЬШд Ид ϸ мϬϞм ϜрЌϜ ̲ ϜϜЬϟϪϜϤ ϜЬФϜдмд р ЬϖЬЄИϜϼ ϞаϜ Рр ϺЬШ аШ йжϜ ФммϤи 

иϺϺиЬ ЙϚ ϜϺЄм аϜϺИ аϺиР ϞϺϬм аϞм .ϢϺрдм дϜФ ϢϺраи Ϝ Ϣ ̭ ϜϺРШЬϜм ϢϺр ЬϜИРЬϜ Ϙϸ ϝϠ аЬ дм Шр ϼϝГϷЮш ϢдШбвЬϜ ЬϘϝЂнЮϜ дрϞ ϼϝтϤϵЮъм 

ϢϰрϱЊЬϜ ̭Ϝ р ϺϺЅЮ ϒϜ Ь ϺϺаИ(" .ϢϺИФмϤаЬϜ мϒ Ϣм ϺϺϬϽгЮϜ ϬϘϜ ϺϺϤдЬϜ ФϺрФ ϱϦ ϥКϝА Ϥ ϺϺЀϜ  ϜϺϖ ϢϺр ЬϜИР ЬϜϞ а ϺϺЀ ϤϤ ϢЭт ϺϺЀмЬϜ дмϺШϤ ϘϸϜ ϺϺϞаЬϜ 

ЬϺФϓϠ ϢϺИФмϤаЬϜ мϒ ϢмϺϬϽгЮϜ ϬϘ ϜϺϤдЬϜ ФϻтФϱϦ дϺШ ар ϝкϜϺЌϤФаϞ ϢЭтϺЀм р Ϻи Ϣ ̭ϜϺР ШЬϜ дϒ ЬϜϖ ").РϸϺиЬϜ Ф рФϰϤЬ 

ϤϜ̭ϜϽϯЮϖ ϜϺϞ аϜ ϾϺϤЭЮϜϜ м ϢрИϼϺЅЮϜ ϒϸϺϞа ϺϺрРдϤ р ϺР рϺЀϝЂϒ ЬШϺЅϠ ϢϺсϚϜϼ ϭЮϖϜ ϢмϺБϷЮϜ иϺϺи ϸИϜϺЁϦ :рϼϜϺрИаЬϜ ЀϝЃЮ ϒϜ 

ϒϸϞам 7) аϺЀФЬϜ ̪сжϜϺϨЬϜ ̭ϾϺϭЮϜ(  ϢАϻЃϡв ϢϺрϼϜϸϖ ϤϜ̭ϜϼϺϬϖ ЬЬϜϺϴ дϺа Ϣ ̭ ϜϺРШЬϜ ϒϸϺϞам 2̪) аϺЀФЬϜ ̪сжϜϨЬϜ ̭ϿϯЮϜ(  Ϣрдм дϝЧЮϜ 

аϺЀФЬϜ ̪сжϜϺϨЬϜ ̭ϾϺϭЮϜ( ϞϝϠ ЀЬϒϜ  ̭ ϜϹϠϖϞ аϜϿϧЯЮ ϜϜ ϒϹϠ ам 11) бЃЧЮϜ ̪сжϜϨЬϜ ̭ϿϯЮϜ( Ϣ ЬϜИРЬϜ ϢϸИϝЂ аЬϜм ϤϜ анЯКаЬϜ 

.)15 
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-     ̫рϼϜϹЮϖϜ ̭ϜϼϬЬш ϢИ ФнϦа ЬϜ ϢϬсϧж ЬϜм ЙϚϜ ФмЬϜ рР Хт ФϰϤ ЬϜ ϭϚϜϤд 

-     И ϜРϸЬϜ ФϰЬ РϼА ЬϜ ϢЀϼ Ϝбв ϞмЬЀϜ: 

Á     рϼϜϹЮϖϜ ̭ϜϼϬЬϖ ϜϞ Ф ЬЙϦр сжнжϜФ мϒ рИФϜм ϟж ϜϬ  рϒ Ьмϰ ирϒϼ Ќ ϼИ РϼА ЬЬ Фϰр. 

Á    мϒ  ϢорϼϜϹЮϖϜ Ϣо йϮ ЬϜ ϞоϥЪаϞ ИϜоаϤ ϬϜ роР мϒ  ϞмоϥЪа ЭЪоЄ роР Ќ ϼоИ ЬϜ бт ϸо ФϤ ϾнϮр 

ϼϴ ϒ сжмϽϦШ ЬϜ ЭЪЄ  рϒ рР мϒ  ϜрРϤϜи. 

-     д Ϝ ооШа мϒ  р оодмϼϤШЬЬϜϜ Ь Ϝ ооЈϤЬϜϜ Ьр ооЈ Ϝ РϤ мϒ  РϤ Ϝ оои ЬϜ а оо Фϼ  Ϝ ооИ ϜϞϤ мϒ  рϸ оорϼϞ ЬϜ дϜмдИЬ Ϝ ооϞ д Ϝ оорϞ 

и̫рϒϼ Ќ ϼИЬ  сзКа ЬϜ РϼА ЬϜ  Ϝйт Ьϖ  ϬϝϦ ϰр сϧЮϜ ϟϧЪа Ь ϜϞ ЬаИ ЬϜ ϤϜ ИϜЀм 

-     ИϜ РϸЬϜ Фϰ ϢЀϼ ϜбвЬ Ьм ФИа ϸϸ ϰа ϤФм. 

¶    сзКаЬϜ РϼА ЬϜ ев аϸ ФаЬϜ  рϒϼ ЬϜ рϸ Ϝрϰ ЭЫІϞ бут ФϤм сЦ ЬϤ. 

 

.7.12 ϞнϧЫв ЭЫІ  сТ  сϚϝлзЮϜ ϼϜϽЧЮϜ ϸϜϹКϜ 

 : аϱЮϜ ДϤϜ ϤмЌрϰрϢ 

рЬϜϤЬϜШ Ϟ мϤШаЬϜ ϼϜϽЧЯЮ ϢрϼмϽЎЬϜ ϼЈϝж ИЬϜ дмШϤ: 

¶    ϢаϸФа ЬϜ 

ï    ϼϜϽЧЯЮ ϢϼϸЈаЬϜ ϢрϼϜϹЮϖϜ Ϣи ϭЮϜ аЀϜ. 

ï    )ϣϫЮϝϫЮϜ РϜϽАЬϒ Ϝ а ирР ϜаϞ( ϼϜϽЧЮϜ блЮ ϢиϬмаЬϜ РϜϽГЮ ϒϜ ̭Ϝ аЀϜ 

ï    ϼϜϽЧЮϜ Ϻ ϜϴϤϜ ϴрϼϝϦ. 

¶ ϼϜϽЧЮϜ Љж 

ï    ИϝТϸϺЬϜ Фϻϲ ϬϘ ϜϺϤд  ̭мϺЌ р ϺР ϢϺ ЬϜ ϱЮϜ дмШϤ ϝвϞЁϲ Ϝ̭М ЬЬϖϜ ϟЮ АϞ  онЫЇЮϜ д ϒЄϞ аЬДϤ ЬϜ ϼϜϼФ онϦϱв 

(ИϝвϤЁЮ ϜϜ.) 

Á    ЬнЮ ϒϜ ЬрϹϡЮ Ϝ: 

).ϼ аЬϒ Ϝ мϒ ϽЗϳЮϜ(  йуЯК ЌϼϤИаЬϜ сϚϜ ϸϥϠЬϜ Ϝ  рϼϜϹЮϖ Ϝ ϼϜϼФЬϜ бЮДϤЬϜ ϢиϬ ̭ϜМЬϖ ̫омШЅЮϜ ϰϝϯж 

Á    рдϝϫЮϜ ЬрϹϡЮ Ϝ: 

мϒ ϼϺЕϳЮϜ( иϺрЭК ЌϼϺϤИаЬϜ сϚϜϸϺϥϠЬϜ Ϝ рϼϜϹЮϖϜ ϼϜϼϺФЬϜ бЮДϤϺЬϜ ϢϺиϬ Ϝ̭ϺМЬϖ р̫ϺϘ ϿϮ ЬШϺЅϠ омШϺЅЮϜ ϰϜϺϭж 

ϢЌнТϼа омШЅЮϜ дмШϤР сЦ ϞϤаЭЮ ϢϞЀдЬϜϞм ̪ϜрϘ ϿϮ )ϼ аЬϒϜ. 

Á    ϩЮϜϨЬϜ ЬрϹϡЮ Ϝ: 

ирЭК ЌϼϤИаЬϜ сϚϜ ϸϥϠЬϜϜ ϼϜϼФЬϜ ЬаϝЪ ЬϜϞ бЮДϤЬϜ ϢиϬ ϸрШ ϒϤ ̫ом ШЅЮϜ ϰϝϮ д аϹК. 

ï    ).ИϝвϤЁЮ ϜϜ( ИϝТϸЬϜ Хϲ ϭϚϜ Ϥд м̭Ќ рР Ϣ ЬϜ ϱЮϜ дмШϤ ϝвϞЁϲ ̭ϜϹЮϒϜ  онЪЄ дϒЄϞ аЬДϤ ЬϜ ϼϜϼФ онϦϱв Á    

мϒ ̭Ϝ дϞЬϜ ϰрϼϺЈϤ ЬϺϨа( ϢϺϞнЯАаЬϜ ϢϺрϼϜ ϹЮϖϜ ϢϺаϸϴЬϜ ЬϺаϜШ ЬШϺЅϠ ϢϺсϚϜϸϥϠЬϜϜ Ϣ ϺрϼϜ ϹЮϖϜ Ϣи ϭЮϜ Ϥ ЌРϼ ï Ь нЮ ϒϜ ЬрϹϡЮ Ϝ 

ЌРϼ Иа ирЭК ЌϼϺϤИаЬϜ сϚϜ ϸϺϥϠЬϜ Ϝ рϼϜϸЬϖϜ ϼϜ ϼϺФЬϜ бЮДϤϺЬϜ ϢϺиϬ ̭ϜϺМЬϖ ̫омШϺЅЮϜ ϰ ϜϺϭж :)рИϝзЊЬϜ Љу϶ϼϤЬϜ 

ϰдϺам )рИϝжϺ ЈЬϜ Љу϶ϼϺϤЬϜ мϒ ̭ϜϺдϞЬϜ ϰрϼϺЈϤ ЬϺϨа( Ь ϺаϝЪ ЬϜϞ ϢϺϞнЯА аЬϜ ϢϺрϼϜ ϹЮϖϜ ϢаϸϴЬϜ 
сϚϿϮ мϒ ЬаϜШ ЬШЅϠ ϢϞнЯА аЬϜ ϢрϼϜ ϹЮϖϜ ϢаϸϴЬϜ. 

Á    мϒ ̭Ϝ ϺϺдϞЬϜ ϰр ϼ ϺϺЈϤ Ь ϺϺϨа( Ϣ ϺϺϞнЯАаЬϜ Ϣ ϺϺ р ϼϜϹЮϖϜ Ϣ ϺϺаϸϴЬϜ Ϣ ϺϺсϚϜϸϥϠЬϜϜ Ϣ ϺϺрϼϜϹЮϖϜ Ϣ ϺϺи ϭЮϜ Ϥ ϺϺϰда ï сжϜ ϺϺϨЬϜ Ьрϸ ϺϺϞЬϜ 

бЮДϤ ϺϺЬϜ ϢϺиϬ ̭ϜϺМЬϖ ̫ом ШϺЅЮϜ ϰ ϜϺϭж :ϞϺЭГЮϜ ϤϺЌРϼ ϹЦ Р  рФϟϦаЭЮ ϢϞЀдЬϜϞ ϝвϒ ̪сϚϿϮ ЬШЅϠ )сКϝзЊЬϜ Љу϶ϼϤЬϜ 

Ь ϺϺϨа(  Ϝ ϺϺсϚ ϿϮ Ϣ ϺϺϞнЯАаЬϜ Ϣ ϺϺрϼϜ ϹЮϖϜ Ϣ ϺϺаϸϴЬϜ  Ќ ϺϺРϼ И ϺϺа и ϺϺрЭК Ќϼ ϺϺϤИаЬϜ сϚϜ ϸ ϺϺϥϠЬϜϜ рϼϜ ϹЮϖϜ ϼϜϼ ϺϺФЬϜ 

ирЭК ЌϼϤИаЬϜ сϚϜ ϸϥϠЬϜϜ  рϼϜϹЮϖϜ ϼϜϼФЬϜ да ϽϠ Шϒ ϸϰ оЬϖ )рИϝзЊЬϜ ЈрϴϽϧЮϜ мϒ ̭Ϝ дϞЬϜ ϰрϼЈϤ. 

Á    ЬаϝЪ ЬϜϞ ирЭК ЌϼϤИаЬϜ сϚϜ ϸϥϠЬ ϜϜ ϼϜϼФЬϜ оЬИ бЮДϤЬϜ ϢиϬ ϸрШ ϒϤ ̫омШЅЮϜ ϰϝϮ д аϹК ï ϩЮϝϫЮϜ ЬрϹϡЮ Ϝ. 

ï    ).ИϝвϤЁЮ ϜϜ( ИϝТϸЬϜ Хϲ ϭϚϜ Ϥд  ̭мЌ рР Ϣ ЬϜ ϱЮϜ дм ШϤ ϝвϞЁϲ рϼ ϜϹЮϖ Ϝ ϤаЈЬϜ дϓІϞ бЮДϤЬϜ ϼϜϽЦ онϦϱв 

¶ ϼϜϽЧЮϜ ϞϝϡЂϒ 

ï    Ϣ ЬϜ ϱЮϜ ϴрϼϝϦм РЈм 

ï    ϼϜϽЧЮϜ ϝкрЬϖ ϹжϤЀϜ  рϤЬϜ ЙϚ ϝЦмЬϜ 

ï  ϼϜϽЧЮϜ пЯК ХϡГжϜ рϻЮϜ ЙтϽЇϧЮϜ 

ï    ϢрϽтϹЦϤЬϜ ϢБЯЃЮϜ ЀϝЂϜ  оЭК иϺϝϷϦϜ бϦ пϦам ϼϜϼФЭЮ ЈϜϴ ϰϽІ. 
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¶    ϢϞϜϤШ иϤϜϟϡЂа дϜрϞ Йв сϚϝлж ЬϜ ϢрнЃϦ ЬϜ ϼϜϼФ ϢМϜрЈ  ФрϼА еК ̭ϜϼϬЬϖϜ рР  ϼϜϼаϥЃЮϜϜ. 

o    РϽᴉА ЬϜ ϞоЬА Иоа ЬоИϜРϤϤ аоЬ ϢоϞА ϜϴаЬϜ ϢосϚϜϹϦϟЮϜϜ ϢорϼϜϹЮϖϜ Ϣо йϮ ЬϜ еЮϒ рϼϜϸϜ ϤаЈ ϢЬ Ϝϰ ϼϟϧКϤ бКд 

Ϣосжмд Ϝ ФЬϜ ϤϜоϞ ЬАϤаЬϜ ИораϬ  онЫЇЮϜ аϸ Фа сТнϦЀϜм) ϼйІϒ ϢϩЮϜϨ ев ϼϩЪϒ( ϼϼϞа дмϸ Ϣ ЬрмА Ϣ ϼϤ РЬ 

 ϜсϚ ϾϬ ϢрϼϜϹЮϖϜ Ϣаϸ ϴ ЬϜ сЦ ЬϤЬ ϢсжРЬϜм. 

̭ϜϽϯЮϖϜ: 

o    ИϜ РϸЬϜ рР бкФϰ РϜϽАЬϒϜ мϜ РϽА ЬϜ  ϜйтР ЀϼϜар ϢЁЮϬ ϸ Ф Им ϤϜϜ̭ϼϬЬϖϜ рР  ϼϜϼаϥЃЮϜϜ. 

o    ϢϼоϤ Р ЬϜ Ϥод ϜШ мϒ ϽлᴉЄϒ ϢоϩЮϜϨ еᴉа Ьо Фϒ ϤодϜШ  рϼϜϹЮϖϜ ϤаоЈЬϜ ϢϼоϤР еЮϒ  рϼϜϸϜ ϤаЈ ϢЬ Ϝϰ ϼϟϧКϤ ЬϜ 

Ϣоаϸ ϴЬϜ роФЬϤЬ ϢосжРЬϜм Ϣосжмд Ϝ ФЬϜ ϤϜоϞ ЬАϤаЬϜ сТнϦЀр аЬ  онЫЇЮϜ аϸ Фа еЪЬм ϼйІϒ ϢϩЮϜϨ ев Ьм Аϒ 

рϘϾϬ ЭЫІϞ мϒ Ьа ϜШ ЭЫІϞ ̭ϜмЀ ϢϞм ЬАа ЬϜ ϢрϼϜϹЮϖϜ. 

̭ϜϽϯЮϖϜ: 

¶    ИϜ РϸЬϜ рР бкФϰ РϜϽАЬϒϜ мϜ РϽА ЬϜ  ϜйтР ЀϼϜар ϢЁЮϬ ϸФ Им ϤϜϜ̭ϼϬЬϖϜ рР  ϼϜϼаϥЃЮϜϜ. 

 

.7.11   )И ϜаϥЃЮϜϜ( ИϜ РϸЬϜ Фϰ 

 : аϱЮϜ ДϤϜ ϤмЌрϰрϢ 

ϜϺϖ Ϝра ϜϾЬϖ Ϝ ϼ̯  аϒ )ИϜаϤЀЬϜϜ(  ИϜРϸЬϜ дмШр: 

¶    ̫ ϝтϘϿϮ ЬФЬϒϜ оЬИ мϒ ϝуЮШ  ЌнТϼа  ϞЭГЮϜ дϒ  оЬϖ Ϣи ϭЮϜ ϤиϤдϜ 

¶    ̫Ϣи ϭЮЬ  рϘ ϜидЬϜ ϼϜϼФЬϜ ϸрШϒϤм ϰр ЌмϤЬ ϢϸϜРϖ арϸФϤ  рдИаЬϜ РϼАЬϜ да  Ϝ ̯ϞмЬАа дϜШ 

¶    оϼϴϒ РϜϼАЬϒ ϢрдмдϜФЬϜ ϰЬϜ ЈаЬϜ мϒ ФмФϰЬϜ  оЬИ ϜрϞЬЀ Ϝ ϼ̯  Ϩϒ ϞЬАЬϜ дϒЄϞ  рϞϜϬрЬϖ Ϝ ϼϜϼФЭЮ дϜШ. 
 

РϼϺА  оϺЬИ ШϺЬϺ ϼϨϔϺр ЬϜм ЬϺаϜШЬϜϞ ϞϺЬАЭЮ ϜϺрϞϜϬрϜ Ϝ ϼ̯  ϜϼϺФ ϢϺиϬЬϜ ϤϺϰда  ϜϺϖ ϜрϼмϼϺЌ )ИϜаϤϺЀЬϜϜ( ИϜРϸЬϜ дмШр ЬϜ 

 Ͻ϶ϒ. 
 

 

 :Ϝ ЬИаЬ ϜЬϖϬϼϜсϚ Ь Ьам Р ϜЬа ϴϤЈ 

иЬ ϰФ ϜЬϸРϜИ  Ќрϼмϼ Рр иϜϺ ϜϖЬϬϼϜ̭ ϤϰϸрϜϸϬ ̬ 

ЬϜ   o 

̭ϜϽϯЮϖϜ: 

.) сϚϝлзЮϜ ϼϜϽЧЮϜ ϸϜϹКϜ( ϤϜ̭ϜϽϯЮϖϜ сТ ϼϜϽгϧЃЮϜϜ ¶ 

бЛж  o 

̭ϜϽϯЮϖϜ: 

¶    ̫ϢосзКа ЬϜ РϜϼоАЬϜϜ Йв ИϜаϤ ϬϜ ЭЮϜϴ ев мϒ ϞнϧЪа ЭЪЄ рР ̭ϜмЀ И ϜРϸЬϜ рР  ϜиФϰϞ РϜϽАЬϒϜ НЮϜϞϖ 

ϣтЬ ϜϤ ЬϜ ϼЈ ϜеК Ь ϜϞ блПЮϜϞϜ ϞϬр: 

-     ̫ ИϜ РϸЬϜ о ЬϜ ИϜаϥЃЮϜ ϜϞ ϢЉϦ ϴаЬϜ ϢрϼϜϹЮϖϜ Ϣ йϮ ЬϜ 

-     ̫рϼϜϹЮϖϜ ̭ϜϼϬЬϖϜ рР ϢШϼϤЄаЬϜ РϜϽАЬϒϜ 

-     ̫ ИϜ РϸЬϜ бт ϸФϤ ϢЁЮϬ ирР рϼϬϤЀ  рϺЬϜ дϜШа ЬϜм ϟϧЪа ЬϜм ϤϜРЬа ЬϜ ЈϰР рР РϽА ЬϜ Фϰ 

ϤϜ̭ϜϽϯЮϖ ϜϺϞ аϜ ϾϺϤЭЮϜϜ м ϢрИϼϺЅЮϜ ϒϸϺϞа ϺϺрРдϤ р ϺР рϺЀϝЂϒ ЬШϺЅϠ ϢϺсϚϜϼ ϭЮϖϜ ϢмϺБϷЮϜ иϺϺи ϸИϜϺЁϦ :рϼϜϺрИаЬϜ ЀϝЃЮ ϒϜ 

7) аϺЀФЬϜ ̪сжϜϺϨЬϜ ̭ϾϺϭЮϜ(  ϢАϻЃϡв ϢϺрϼϜϸϖ ϤϜ̭ϜϼϺϬϖ ЬЬϜϺϴ дϺа Ϣ ̭ ϜϺРШЬϜ ϒϸϺϞам 2̪) аϺЀФЬϜ ̪сжϜϨЬϜ ̭ϿϯЮϜ(  Ϣрдм дϝЧЮϜ 

14). бЃЧЮϜ ̪сжϜϨЬϜ ̭ϿϯЮϜ(  ИϝТϸЬϜ Хϲ ϒϸϞам 11) бЃЧЮϜ ̪сжϜϨЬϜ ̭ϿϯЮϜ(  ϣЮϝКРЬϜ ϢϸИϝЂ аЬϜм ϤϜ анЯКаЬϜ ϒϸϞам 
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o    оо ЬИ ЬнᴉЋϲ ЬЬ Ьа ϜШ Ь ϜϞ ϢсжРЬϜм ϢсжмдϜ ФЬϜ ϤϜ ϞЬАϤаЬϜ сТмϥЂϜ  онЫЇЮϜ аϸ Фа еЮϒ ИмϼЄа ϼрМ ϼϜϼ Ф ЬϜ  бЛж 

ϢϞм ЬАа ЬϜ ϢрϼϜϹЮϖϜ Ϣаϸ ϴ ЬϜ. 

̭ϜϽϯЮϖϜ: 

¶   рϻᴉЮϜ сϚϜϹᴉϧϡЮϜϜ ϼϜϽᴉЧЮϜ ̭ ϝПЮϖ егЏϧт рϻЮϜ сϚϝлзЮϜ ϼϜϽЧЮϜ ϣОϝуЊ ХтϽА еК ̭ ϜϽϯЮϖϜ сТ ϼϜϽгϧЃЮϜϜ 

Эв ϜШЬ ϜϞ ϢϞм ЬАаЬϜ Ϣаϸ ϴЬϜ ϱжам ϟЮ АЬϜ Ќ Рϼ иϞ бϦ. 

дИа  ϜЬ ФϼϜϼ Мрϼ аЄИмϼ Ьϒд а Фаϸ ϜЬЄШм о ϜЀϤм Рр ϜЬаϤА ЬϞо ϜϤ ϜЬФ ϜдмдроϢ Ϝм ЬРдроϢ ϬϾсϚо ϜϬ ЬЬϰЈоЬм ИЬоо    o 

ϢϞм ЬАа ЬϜ ϢрϼϜϹЮϖϜ Ϣаϸ ϴ ЬϜ. 

̭ϜϽϯЮϖϜ: 

¶    ИϜ РϸЬϜ рР бкФϰ РϜϽАЬϒϜ мϜ РϽА ЬϜ  ϜйтР ЀϼϜар ϢЁЮϬ ϸ Ф Им ϤϜϜ̭ϼϬЬϖϜ рР  ϼϜϼаϥЃЮϜϜ. 

o    ооЬИ мϜ Ьа ϜШ ЭЫІр ̭ϜмЀ ϢсжРЬϜм Ϣсжмд ϜФЬϜ ϤϜϞЬАϤаЬϜ сТмϥЂр аЬ  онЫЇЮϜ аϸ Фа еЮϜ Им ϼЄа ϼϜϼ Ф ЬϜ  ЬϜ 

ϢϞм ЬАа ЬϜ ϢрϼϜϹЮϖϜ ϢаϸϴЬϜ оЬИ ЬнЊϰЬЬ  сϚϾϬ ЭЫІϞ ЬФЬϒϜ. 

̭ϜϽϯЮϖϜ: 

¶    ИϜ РϸЬϜ рР бкФϰ РϜϽАЬϒϜ мϜ РϽА ЬϜ  ϜйтР ЀϼϜар ϢЁЮϬ ϸ Ф Им ϤϜϜ̭ϼϬЬϖϜ рР  ϼϜϼаϥЃЮϜϜ. 

¶    ̭ ϜϹЮϒϜ  онЫІЬ 2 Эт ϸϞ ЬϜ"  3 Ϣ Ь Ϝϰ ЬϜ Имд" 

¶    рϘϾϬ ЭЫІϞ иЌРϼ аϤ )  ̭ϜеϠ ЬϜ ϱтϼЈϤ ϞЬА Ьϝϫв( ϣтϼϜϹЮϖϜ Ϣаϸϴ ЬϜ ϟЮА дϜШ  Ϝа ϜϺϖ. 

ϢсжмдϜ ФЬϜ ϤϜоϞ ЬАϤаЬϜ онЪоЅЮϜ аϸФа сТнϦЀр Ьи :сϧЮϐϜ нϲдЬϜ оЬИ ϢрϼϜϹЮϖϜ Ϣаϸϴ ЬϜ ϟЮ АЬ сϚϿϮЬϜ Ќ Рϼ ЬϜ ЈϰР бϧт 

Ϣо йϮ ЬϜ иоЬ иоϤϰда  Ϝоа еᴉа ϽᴉϫЪϒ оо ЬИ ЬнᴉЋϲ ЬϜ иоЬ ϱтоϤр ϢоϞм ЬАаЬϜ Ϣоаϸ ϴЬϜ оо ЬИ ЬмоЈ ϰЬЬ ϢсжРЬϜм 

)̬ИмϼЄа ϼрМ сϚϿϮЬϜ Ќ Рϼ ЬϜ Ьи: ϼϴϒ оеКаϞ( Ϣ̬сϚϜϹϦϟЮϜϜ 

o    Ϣоаϸ ϴ ЬϜ роФЬϤЬ ϢосжРЬϜм Ϣосжмд ϜФЬϜ ϤϜϞЬАϤаЬϜ ЙтаϬ сТмϥЂр  онЫЇЮϜ аϸ Фа еЮϒ  ИмϼЄа ϼрМ Ќ Рϼ ЬϜ бКд 

ϹЮϖϜϜϼрϢ Ϝ ЬаА ЬмϞϢ Ш Ьр ϜϬ м Ьр  ϬϾсϚ ϜϬ 

̭ϜϽϯЮϖϜ: 

¶    ϱж ооа ЬϜ И ооа сϚϜϸ ооϥϡЮϜϜ ϼϜϼ оо ФЬϜ ̭Ϝ ооМ Ьϖ ев ооЍϦр  рϺ ооЬϜ сϚϜ оойж ЬϜ ϼϜϼ ооФЬϜ ϢМϜр ооЈϞ ̭Ϝϼ ооϬЬϖϜ р ооР ϼϜϽгϦ ооЁЮϜϜ 

ϢϞм ЬАаЬϜ Ϣаϸ ϴЬЬ Ьа ϜШ ЬϜ. 

o    Ϣоаϸϴ ЬϜ роФЬϤЬ ϢосжРЬϜм Ϣосжмд ϜФЬϜ ϤϜоϞЬАϤаЬϜ ИораϬ сТнϦоЀр онЪоЅЮϜ аϹᴉЦа еЮϒ Им ϼоЄа ϼрМ ϼϜϼ ФЬϜ бКд 

Эв ϜШЬ ϜϞ Ϣаϸ ϴЬϜ оЬИ ЬнЊϰ ЬϜ дмϸ еЪЬм иЬ ϰнжааЬϜ ев ϼϞШϒ Ϲϲ о Ьϖ ϢϞм ЬАа ЬϜ ϢрϼϜϹЮϖϜ. 

̭ϜϽϯЮϖϜ: 

¶    ИϜ РϸЬϜ рР бкФϰ РϜϽАЬϒϜ мϜ РϽА ЬϜ  ϜйтР ЀϼϜар ϢЁЮϬ ϸ Ф Им ϤϜϜ̭ϼϬЬϖϜ рР  ϼϜϼаϥЃЮϜϜ. 

o ИмϽЇв ЍТϽЮϜ, ЬϜ 

̭ϜϽϯЮϖϜ: 

¶    ИϜ РϸЬϜ рР бкФϰ РϜϽАЬϒϜ мϜ РϽА ЬϜ  ϜйтР ЀϼϜар ϢЁЮϬ ϸ Ф Им ϤϜϜ̭ϼϬЬϖϜ рР  ϼϜϼаϥЃЮϜϜ. 

¶     рϼϜϹЮϖϜ ϤаЈ ЬϜ"  4 ϢЬ ϜϰЬϜ Инж" 

o    РϽᴉА ЬϜ ϞоЬА Иоа ЬоИϜРϤϤ аоЬ ϢоϞА ϜϴаЬϜ ϢосϚϜϹϦϟЮϜϜ ϢрϼϜϹЮϖϜ Ϣ йϮ ЬϜ еЮϒ рϼϜϸϜ ϤаЈ ϢЬ Ϝϰ ϼϞϥКϤ  бЛж 

ϤϜоϞ ЬАϤаЬϜ ИораϬ  омШоЅЮϜ аϸоФа оРмϤоЀϜм) ϼиоЄϒ ϢоϩЮϜϨ доа ϼоϩЪϜ Ϣϸоа(  ϼϼоϞа дмϸ Ϣо ЬрмА ϢϼоϤ РЬ 

Эв ϜШ Ь ϜϞ ϢрϼϜϹЮϖϜ Ϣаϸ ϴЬϜ сЦ ЬϤЬ ϢсжРЬϜм Ϣсжмд Ϝ ФЬϜ. 
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¶    сϚϜ ϸϺϥϠЬϜϜ ϼϜϼϺФЬϜ д ϜϺШ ϜϺϖ ϜϺа ЉϲР бϧт 7) бЃЧЮϜ  ̪ йЮϝКϒ ϰрЌмϤЬϜ ϽДдϒ( Ϝ̭МЬЬϖϜ ϟЮ АϞ  онЫЇЮϜ ϢЬϜϰ рР 
ϼ ϺϺϟϦИϤ  рЬϜ ϺϺϤЬϜϞм ИмϼϺЄа ϼ ϺϺрМ ϼϜϼ ϺϺФЬϜ дмϺШр .Ϝ И мϼ ϺϺЄа Ϝ ϼ̯  Ϻаϒ )ϼ ϺϺаЬϒϜ мϒ ϼ ϺϺДϰЬϜ( иϺрЬИ Ќϼ ϺϺϤИаЬϜ ФϜϺЄЬϜ 

дрϤЬϜϰ рР буЯЂм ирϬм ЀϝЂϜ оЬИ ϢаϘϜФ онЪЅЮϜ: 

-     р ϺϺР и ϺϺрЭК Јм ϺϺЈда сж мд Ϝ ϺϺФ ЀϜ ϺϺЀϜ ϸ ϺϺϬϜм Ϥр ЬϜ ϝвϸ ϺϺдИ Имϼ ϺϺЅв  ϼ ϺϺрМ сϚϜ ϸ ϺϺϥϠЬϜϜ ϼϜϼ ϺϺФЬϜ дм ϺϺШр 

иϝЏϦФаϞ ϼϜϽЧЮϜ ϼϸЈ ЙтϽІϤЬϜ. 

-     ϤϜϼϜϼϺФЭЮ  рдмдϜϺФ ЀϜϺЀϒ ϸϺϬϜмϤр аϜϺИ иϬмϞ  дϜШ  ϜϺϖ ИмϼЄа ϼрМ  рϘϜϸϥϠЬϜϜ ϼϜϼФЬϜ Ϝ Ќрϒ дмШр 

 бϧт бЮ ϤϜϼϜϽЧЮϜ иϺи ЬϨаϞ ϰϼЈр рϺЬϜ сж мдϝЧЮ Ϝ бЫϳЯЮ Ϣрдм дϝЧЮ Ϝ ϤϜ АϜϼϤЅЮ ϜϜ дϒ ЬϜϖ ϢЬ ЈЬϜ ϤϜϺ 

ϢϸϸϰаЬϜ ϢЬϜϱЮϜ  рР ϝкϘϝТ рϤЀϜ. 

¶     ϜϺϖ ϜϺа оϺЭК аϺШ ϱЮϜ аϤϺр 7) аϺЀФЬϜ ̪йЮϜϺИϒ ϰрϺЌм ϤЬϜ ϼϺД дϒ( ϢрϼϜ ϹЮϖϜ Ϣи ϭЮϜ ̭Ϝϸ ϒϞ ϢФЭКϤаЬϜ онЪЅЮϜ Ϣ ЬϜϰ рР 

оРмϤϺЀϜ  ϜϺϖ ИмϼϺЄа ϼрМ дмШр .ϜИмϼЄа Ϝ ϼ̯  аϒ ϢϞмЬАаЬϜ ϢрϼϜϸЬϖϜ ϢаϸϴЭЮ  рЬШЬϜ мϒ  рϘϾϬЬϜ ЌРϼЬϜ дϜШ 

̭ϜмϻЂ ̪ϰмϺдбвЬϜ дϺа ϼϺϞШϒ ϸϺϰ оЬϖ ϢϞнЯА аЬϜ Ϣр ϼϜϹЮϖϜ ϢаϸϴЬϜ ϼϜϸЈЬϖ ϢрдРЬϜм Ϣрдм дϝЧЮ Ϝ ϤϜϞЭАϤаЬϜ сЪϝЇЮϜ 

сϚϿϮ мϒ ЭвϝЪ ЭЫЇϠ ЩЮϺ дϝЪ. 

¶    ϼϜϸϺЈЬϖ ϢϺрдРЬϜм ϢϺрдм дϝЧЮ Ϝ ϤϜϺϞЭАϤаЬϜ сЪϜϺЅЮϜ оРм ϤϺЀϜ ϜϺϖ ϜϺа о ϺЭК аϺШ ϱЮϜ аϤϺр  рϼϜϹЮϖϜ ϤаоЈЬϜ ϢϺЬϜϰ р ϺР 

ϝт Ϙ ϿϮ мϒ  ϝуЮШ  ̭Ϝм Ѐ ϢрϼϜ ϹЮϖϜ ϢаϸϴЬϜ. 
 

 

 :Ϝ ЬИаЬ ϜЬϖϬϼϜсϚ Ь Ьам Р ϜЬа ϴϤЈ 

иоЬ  онЪоЅЮϜ ϟϲ ϜоЈ дϒ и ϸ Ϝо Ра ϬϝϧжϤоЀϜ оЬϖ ϢФϞϜЁЮϜ ϢсϚϜϼ ϬЬϖϜ ϤϜнАϴЬϜ ЙтаϬ ϭϚϜϤд рϸϔϤ Ьи  ϢЬϰϼа ЬϜ и Ϻи сТ 

ϼ̬Ϝϼ ФЬϜ ϜϻлϠ ϩЮ ϜϨ РϽА  рϜ ϼϨϒϤ дмϸ   иϜнЫІ дϒЄϞ сϠϜ Ϭрϖ ϼϜϽЦ о ЬИ ЬнЊϰЬϜ рР Ф ϰЬϜ 

¶    ̭ ϜМ ЬЬϖϜ ϟЮ АϞ  онЫІ"  1 Ϣ Ь Ϝϰ ЬϜ Имд" 

¶      ЀϝᴉЀϒ ϸоϬмр Эᴉи) : ϼоаЬϒϜ мϒ ИодаЬϜ( йтЬИ ИϾ ϜеϦа ЬϜ  рϼϜϹЮϖϜ ϼϜϼФ ЬϜ Ϣ сКмϼЄа рР ϽДдр етϤ Ьϰϼа ев ЈϰР 

Ф Ϝдмдр Рр Ϝ ЬϤЄоϼрИ ϜЬаЈоϼ р рЀоаϰ Иам Ϝ ао Ϝ ϞϖЈоϸϜϼ иоϺϜ ϜЬϰДоϼ ϒм ϜЬϒаоϼ̬ м Рор ϜЬϰ ϜЬоϢ Ϝ ЬасзКоϢ м иЭᴉ Ϥоа 

 ̬рϼϜϹЮϖϜ ϼϜϼ оо ФЬϜ ϜϺои оо ЬИ ЙтϼоЅϧЮϜ ФоϞАдр ооϤϰ  Ϝ оойт ЬИ ЈмоЉзгЮϜ Ϣосжмд Ϝ ФЬϜ ϤϜАϜϼϤоЅЮϜϜ ИораϬ ̭ϜРрϤоЀϜ 

(̬рднж ϜФ ϼрМ  рϼϜϹЮϖϜ ϼϜϼ ФЬϜ Ьи: ϼϴϒ оеКаϞ) 

o    еᴉШ Ьм сжнж ϜоФ ЀϝᴉЀϜ ϸоϬмр иеЮϒ мϒ ϽвЬϒϜ мϒ ϼДϰЬϜ  Ϝϻк ϼϜϸЈЬϖ сжнжϜ ФЬϜ ЀϜЀϒ ϸ ϬϜнϦр аЬ  Ϝаϖ иеЮϒ  бЛж 

и ФсϠАϤЬ  Ϝйт ЬИ ЈмЉзгЮϜ Ϣсжмд Ϝ ФЬϜ ϤϜАϜϼϥЇЮϜϜ ЙтаϬ ̭Ϝ РсϧЂϜ бϦр бЮ. 

̭ϜϽϯЮϖϜ: 

.амϜЈЬϢ ϜϖЬϽϮ̭Ϝ Ид ВϼХт ЈрϜМϢ ФϼϜϼ Ϝ ЬϤЀмрϢ ϜЬди ϜϘр маЀϟϠ ϜϤи ШϤ ϜϞϢϬ    ¶ 

o    ЙтϼоЅϧЮϜ ФосϠАϤϞ ϱвоЀϤ роϤ ЬϜм  Ϝойт ЬИ ЈмоЉзгЮϜ Ϣосжмд ϜФЬϜ ϤϜАϜϼϤоЅЮϜϜ ИораϬ о РнϦоЀϜ ϼϜϼ Ф ЬϜ еЮϒ  ЬϜ 

иϞ ЬмаИаЬϜ. 

̭ϜϽϯЮϖϜ: 

¶    ИϜ РϸЬϜ рР РϜϽАЬϜϜ мϜ РϽА ЬϜ  ϜйтР ЀϼϜар ϢЁЮϬ ϼрРмϤ  ФрϼА еК ̭ϜϼϬЬϖϜ рР  ϼϜϼаϥЃЮϜϜ. 

¶     рϼϜϹЮϖϜ ϢйϮ ЬϜ ̭Ϝϸ ϒϞ Ϣ ФЬЙϦа  онЫІЬ 1 Эт ϸϞ ЬϜ"  2 ϢЬ ϜϰЬϜ Инж" 

¶     Эв ϜШ Ь ϜϞ Ќм Рϼа )  ̭ϜеϠ ЬϜ ϱтϼЈϤ Ϟ ЬА Ьϝϫв( ϣтϼϜϹЮϖϜ Ϣаϸϴ ЬϜ ϟЮА дϜШ  Ϝа ϜϺϖ. 

ЬнЊϰЬЬ ϢосжРЬϜм Ϣсжмд ϜФЬϜ ϤϜϞ ЬАϤаЬϜ  онЫЇЮϜ аϸ Фа оРнϧЂϜ Ьи :сϧЮϐϜ нϲд ЬϜ оЬИ ϟЮ АЬЬ Ьа ϜШЬϜ Ќ Рϼ ЬϜ ЈϰР бϧт 

Ьоа ϜШ ЬϜ Ќ Рϼо ЬϜ Ьои: ϼоϴϒ ооеКаϞ(  ̬ϜосϚ ϾϬ ЬФЬϒϜ о ЬИ мϒ Ьа ϜШ ЭЫІϞ ̭ϜмЀ ϢϞм ЬАаЬϜ Ϣаϸ ϴЬϜ оЬИ 

̬ИмϽЇв ϽуО) 

ϤϜ̭ϜϽϯЮϖ ϜϺϞ аϜϾϺϤЭЮϜϜ м ϢрИϼϺЅЮϜ ϒϸϺϞа ϺϺрРдϤ р ϺР рϺЀϝЂϒ ЬШϺЅϠ ϢϺсϚϜϼ ϭЮϖϜ ϢмϺБϷЮϜ иϺϺи ϸИϜϺЁϦ :рϼϜϺрИаЬϜ ЀϝЃЮ ϒϜ 

7). бЃЧЮϜ ̪сжϜϨЬϜ ̭ϿϯЮϜ(   ϣГЂϞа ϢрϼϜϸ ϖ ϤϜ̭ϜϽϮϖ Ь Ьϝ϶  ев Ϣ̭ϜРШЬϜ ϒϸϞам 2̪) бЃЧЮϜ ̪сжϜϨЬϜ ̭ϿϯЮϜ(  Ϣрдм дϝЧЮϜ 
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̭ϜϽϯЮϖϜ: 

¶ ̭ϜϽϯЮϖϜ сТ ϼϜϽгϧЃЮϜϜ. 

 

.7.5 оϼϴЬϒϜ ϢрϼϜϹЮϖϜ ϤϜ йϮ ЬϜ Йв ХтЁзϦ ЬϜ 

  : аϱЮϜ ДϤϜ ϤмЌрϰрϢ

мϒ ϸ ϜϺаϤИ Ϝ мϒ ϸϺрШ ϒϤ  мϒ ϢϺФРϜма оϺЭК ϸϺаϤИр  д ШЬм ϢрϼϜϸϖ Ϣи ϭЮ рϸϝϲϒ ϼϜϽЦ ̫ϽϪ Ш ϒ мϒ дрϤиϬ дрϞ ШϽϦЅв ϼϜϽЦ :ϢЭϪ аϒ 

оϽ϶ϒ ϣлϮ ев ХϡЃв рϒϼ. 
 

 

 :Ϝ ЬИаЬ ϜЬϖϬϼϜсϚ Ь Ьам Р ϜЬа ϴϤЈ 

с̬ϚϝкдЬϜ ϼϜϼ ФЬϜ Ϻ ϜϴϥЮϜ ϞмЬАа Ͻвϒ - Ϣϸ ϸϰа Ϣ Ь Ϝϰ рР -  оϼϴϒ ϢрϼϜϸϖ ϤϜ иϬ ШϜϽІϖ ϼϞϥКр Ьи 

бЛж  o 

̭ϜϽϯЮϖϜ: 

ШФ ϜИоϸϢ И ϜаоϢ: мР ФϜ оϜ ЬЬЀоЬАϢ ϜЬ Ф ϜдмдроϢ ϜЬбвдмϰо оϢ ЬЬϬиоϢ ϜЬϖϸϜϼроϢ ϤЌоад ϜЬϬиоϢ Ϟ ϖЄоϼϜШ ϜЬϬио оϢ    ¶ 

дмϸ ев( ϽᴉϫЪϒ мϒ еуᴉϥузЛгЮϜ еуᴉϥкϬЬϜ еуϠ  ϜарР ϽІ ϜϞаЬϜ дм ϜЙϦ ЬϜм ЭЊϜнϦ ЬϜ Хт ФϰϤ ЭЮϜϴ ев ϢсзКа ЬϜ  оϼϴЬϒϜ 

ϸϼ роФЬϤЬ Ьмо ФИа ϤоФмϞ ϰϝвоЁЮϜ Иоа нᴉЬϺм) дм ϜоЙϦ ЬϜ ϢорЬаИ роР роеКаЬϜ РϽᴉА ЬϜ ШϜϽІϖ 

ϢсзКа ЬϜ  оϼϴЬϒϜ Ϣ йϮ ЬϜ. 

¶    Ј оод  Ϝ ооа ϜϺϖ А ооФР  оϼ ооϴЬϒϜ Ϣ оо йϮ ЬϜ ШϜϼ ооЄϜ р ооР Э϶ϸ ооϤ ЬϜ р ооеКаЬϜ Рϼ ооАЬϜ д ооа Ϟ ооЬА ЬϜ бϦ оор: Ϝ̭еϫϦ ооЀϜШ 

ϤоФмϞ РϼоА ЬЬ ϰϜаоЁЮϜм  ϢосК ФϜмЬϜ РмϽᴉД ЬϜ ϟϠоЀϞ иоϞ ЬА аоϤ  Ϝоа ϜϺϖ мϒ нᴉ ЬϺ ооЬИ ϢϰϜϼЈ дмд Ϝ ФЬϜ 

).ϵЮϖ...  ϸ ϜаϥЛЮϜϜ  ϸрШ ϒϤ ЬϜ  ϢФРϜма ЬϜ( ϣтϼмϼЌЬϜ ϢаиϜЀаЬϜ бт ϸФϤЬ Ьм ФЙв 

¶    ϸϼ роФЬϤ роР  ϜиϜмϸоϬ аϸоИ ϢорϼϜϹЮϖϜ Ϣо йϮ ЬϜ евм Рϼ АЬϜ ев Ϣ ЬмϺϞаЬϜ Ϣ ϸ ϜϬ ЬϜ ϤϜϸм йϮа ЬϜ ϥϧϡϪϒ ϜϺϖ 

ϢосϠϜϬрϜ ϢаиϜоЀаϞ Ϥоа ϜФ ϸоФ  оϼоϴЬϒϜ Ϣо йϮ ЬϜ ϼ ϜоϟϧКϜ бϦор  ϸϸоϰаЬϜ Ϥо Фм ЬϜ ЭЮϜоϴ  оϼоϴЬϒϜ Ϣ йϮ ЬϜ ев 

.(Ф ϜϢϹК ϜЬамϜ РФϢ ϜЬЌадрϢ) мϟϦ ϜИ Ϝ ЬϺ Ьм ϜЬϜϥЂаϼϜϼ  Рр ϜЬϖϬϼϤϜ̭Ϝ 

сϠϝᴉϯтϜ ϼϜϽᴉФ Ϻ ϜоϴϤϜ ЬоϬϒ еᴉа ϢϞм ЬАа ЬϜ ϭϚϜϥж ЬϜ оЬϖ  оϼϴЬϒϜ ϢрϼϜϹЮϖϜ Ϣ йϮ ЬϜ ШϜϽІϖ  рϸϔр аЬ  Ϝа ϜϺϖ: 

мЬϻᴉϠ РϼоА ЬϜ ϼϜоАϴϖ бϦорм  ϼϜϼо ФЬϜ Ϻ ϜоϴϤϜ ЬоϬϒ еᴉа  оϼоϴЬϒϜ Ϣо йϮ ЬϜ Э϶ϹᴉϦ аϸоИЬ ϞоЬА ЬϜ ЍᴉРϼ бϦор  

аЬДϤ Ь ϜϞ ЈϜϴЬϜ ̭ϜϼϬЬϖϜм аЬДϤ ЬϜ рР ФϰЬ ϜϞ иНЮϜϞϖм  ЌРϼ ЬϜ ϞϜϟЂϜ ϰϽІм. 

¶ 

 

 
ЬϜ   o 

̭ϜϽϯЮϖϜ: 

¶ ̭ϜϽϯЮϖϜ сТ ϼϜϽгϧЃЮϜϜ. 

 

.7.15   ϤϜ Ф ϜФϰϥЃЮϜ ϜϞ ЈϜϴ ЬϜ ϼϜϼ ФЬϜ ϢМϜрЈ 

 

ϢЬϜ ϱЮϜ омϤϰаϞ ХЮИϤаЬϜ ϼϜϽЧЮϜ рϒ ϼϜϽЧЮϜ Ид Ј. 

  : аϱЮϜ ДϤϜ ϤмЌрϰрϢ

ϢрЭвИ  ϼинϮЬ ЈϤϴаЬϜ СДмаЬϜ Ь Јр ϢЭϲϼаЬϜ иϺи сТ 

ϤϜ̭ϜϽϯЮϖ ϜϺϞ аϜ ϾϺϤЭЮϜϜ м ϢрИϼϺЅЮϜ ϒϸϺϞа ϺϺрРдϤ р ϺР рϺЀϝЂϒ ЬШϺЅϠ ϢϺсϚϜϼ ϭЮϖϜ ϢмϺБϷЮϜ иϺϺи ϸИϜϺЁϦ :рϼϜϺрИаЬϜ ЀϝЃЮ ϒϜ 

7) аϺЀФЬϜ ̪сжϜϺϨЬϜ ̭ϾϺϭЮϜ(  ϢАϻЃϡв ϢϺрϼϜϸϖ ϤϜ̭ϜϼϺϬϖ ЬЬϜϺϴ дϺа Ϣ ̭ ϜϺРШЬϜ ϒϸϺϞам 2̪) аϺЀФЬϜ ̪сжϜϨЬϜ ̭ϿϯЮϜ(  Ϣрдм дϝЧЮϜ 

11). бЃЧЮϜ ̪сжϜϨЬϜ ̭ϿϯЮϜ(  ϣЮϝКРЬϜ ϢϸИϝЂ аЬϜм ϤϜ анЯКаЬϜ ϒϸϞам 
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 :Ϝ ЬИаЬ ϜЬϖϬϼϜсϚ Ь Ьам Р ϜЬа ϴϤЈ 

ϱ̬тϰЈ ϟЮА бт ϸФϤЬ ϢсЃуϚ ϼ ЬϜ ϟЮ ϜАаЬϜ ЙтаϬ Ϝ̭ РсϧЂϜ аϤ Эк 

бЛж  o 

̭ϜϽϯЮϖϜ: 

¶ ̭ϜϽϯЮϖϜ сТ ϼϜϽгϧЃЮϜϜ. 

ЬϜ   o 

̭ϜϽϯЮϖϜ: 

¶    РϽᴉА ЬϜ  НЮϝᴉϞϜ бϦр ):Ϥ ϜϟϪϖ ϢЬсЂм ϼрРмϤ ЭЮϜϴ ев Ьϝϫв(  ϜАϴ ЬϜ ϱтϰЈϤ  сзКа ЬϜ РϼА ЬϜ ИϜАϥЂϜ ϜϺϖ 

)ϢоаϙЮϜаЬϜ ϢЬϹЮϒϜ ϼрРмϤ Ьϝϫв( ϢсЃуϚ ϼ ЬϜ ϟЮ ϜАа ЬϜ Ϝ̭ РсϧЂϜ Ϣр РрШ Ьмϰ ϤϝвнЯЛгЮϜ бтϸ ФϤм ̫ЬЬϴЬϜ еК 

ϱуϳЋϧЯЮ ЬнЧЛв ϥЦнϠ ϰϝгЃЮϜм. 

¶    бϦор  ϱтϰоЉϦ ЬЬ ϸϹᴉϳв ЬϜ Ϥо ФмЬ Ϝ оойϧжϜ ϜϺϖ мϒ иоϥЛуϠА ϟϠоЀϞ ЭЮϴ ЬϜ ϱтϰЈϤ РϼА ЬЬ оеЃϦр аЬ  Ϝа ϜϺϖ 

ϰϼ ооЄм  мЬϺ ооϞ Рϼ ооА ЬϜ ϼϜ ооАϴϜ бϦ оорм  ϢЬ ооЈ ЬϜ ϤϜϺ  ϣт ооЁуϚϼЬϜ Ϟ оо Ь ϜАа ЬϜ Ф оор ФϰϤ а ϸ ооИЬ Ϟ ооЬА ЬϜ Ќ оо Рϼ 

ЌРϼ ЬϜ  Ϝϻк о ЬИ ϢсϚϜЌФЬϜ ϢϞϜФϼ ЬϜ рР и ФϰϞ иНЮϜϞϜм  ЌРϼ ЬϜ ϞϜϟЂϜ. 

.ϜϺϖ мЭЊ Ϝ ЬЉϦϰϱт Рр ϜЬмФϤ ϜЬа ϰϸ ϸ рбϦ ϜЬϜϥЂаϼϜϼ  Рр ϜЬϖϬϼ̭Ϝ    ¶ 
 

Ϝ ЬϤϰ ФрФ Рр Ϝ ЬмФ ϜϘИ мР ФϜ Ϝ ЬЬЀ ЬАϢ ϜЬФ ϜдмдрϢ Ь ЬϬиϢ ϜЬϖϸϜϼрϢ .7.5 

 

 :Ϝ ЬИаЬ ϜЬϖϬϼϜсϚ Ь Ьам Р ϜЬа ϴϤЈ 

 ̬онЫЇЮϜ д ϒЄϞ ϼϜϼ ФЬϜ Ϣ йϮ ЬϜ Ϻ ϜϴϤϜ ЭϮϒ ев ϢрР ϜЌϜ ϤϜамЬИа оЬϖ ϽгЮϒϜ  ϬϝϦ ϰр Эк 

бЛж  o 

̭ϜϽϯЮϖϜ: 

  ϖ Ϻ Ϝ  Ш ϜдϤ ϜЬаИ Ьма ϜϤ ϜЬϖЌ Ϝ РрϢ ад ϜЬбвШд ϜЬϰЈЬм И Ьри Ϝ мР ФϜ Ϝ ЬЬЀо ЬАϢ ϜЬ Ф ϜдмдроϢ ЬЬϬиоϢ

оо ЬИ ЬнЊϰ Ь ϜϞ Ϣ йϮЬϜ амФϤ а ϜИ ЭϮЀ ев мϒ  ϜйЃТд Ϣ йϮ ЬϜ ϤϜ РЬа ев ϼ РнϦϤ  ϜйзЮϒ ϢорϼϜϸЬϖϜ 

ϤϜϺ ϤϜоамЬИаЬϜ 

 ϜйЃУжϞ ϢЬЈ ЬϜ. 

Ϣ оо йϮ ЬϜ ам ооФϤ  аϜ ооИ Ь Ϭ ооЀ д ооа мϒ ϝк ооЁТд Ϣ оо йϮ ЬϜ ϤϜ ооР Ьа д ооа ϢрР Ϝ ооЍЮϖϜ ϤϜ ооамЬИаЬϜ ϼ Рм ооϤϤ а ооЬ  ϜϺϖ 

  Ϟ Ϝ Ь Ϥ ϰ Ф р Ф м Р ФϜ Ϝ ЬЬЀ ЬАϢ ϜЬ Ф ϜдмдрϢ Ьи Ϝ Рр Ϝ Ьм Ф ϜϘИ ϜЬϖЌо Ϝ РрϢ аод ϴоϜЬЬ Ϝ ЬаФ ϜϞЬоϢ аоИ Ϝ ЬАоϼР ϜЬаИдор 

 оϼϴϒ ϢаϙЮϜа ϤϜϟϪϜ ϢЬсЂм  рϒ мϒ  Ј ϰ Р ЬϜ мϒ  ϸмйЇЮϜ мϒ. 

   ϖ Ϻ Ϝ  ϒϥϡϪϤ аϬиϸмϤϜ Ϝ ЬϤϰ ФрФ Ϝ ЬϬ ϜϢϸ ЬЬϬиоϢ Ϝм ЬаϞмϺЬоϢ мР ФϜо Ϝ ЬЬЀо ЬАϢ ϜЬ Ф ϜдмдроϢ Ьио Ϝ Иоаϸ ϬомϸϜи Ϝ

РϽᴉА ЬϜ ϼϜоАϴϖ бϦорм  ϼϜϼо ФЬϜ Ϻ ϜоϴϤϜ ЬоϬϒ еᴉа ϢоϞм ЬАаЬϜ ϤϜоамЬИаЬϜ ЬϜоаϥЪϜ аϸоИЬ Ϟо ЬА ЬϜ ЍᴉРϼ бϧт 

аЬДϤ Ь ϜϞ Ј Ϝϴ ЬϜ ̭ϜϼϬЬϖϜм аЬДϤ ЬϜ рР ФϰЬ ϜϞ  НЮϜϟЮϖϜм  ЌРϼ ЬϜ ϞϜϟЂϜ ϰϽІм  мЬϻϠ. 

 ϖ Ϻ Ϝ  ϒϥϡϪϤ аϬиоϸмϤϜ Ϝ ЬϤϰ ФроФ Ϝ ЬϬо ϜϢϸ Ь ЬϬиоϢ ϜмЬаϞмϺ ЬоϢ мР ФϜо Ϝ ЬЬЀоЬАϢ ϜЬ Ф ϜдмдроϢ Ьио Ϝ ϬомϸϜи Ϝ  роϤа 

.ϜЬϜϥЂаϼϜϼ  Рр ϜЬϖϬϼ̭Ϝ 

¶ 

 

 
¶ 

 

 
¶ 

 

 
¶ 

 
ЬϜ   o 

ϤϜ̭ϜϽϯЮϖ ϜϺϞ аϜ ϾϺϤЭЮϜϜ м ϢрИϼϺЅЮϜ ϒϸϺϞа ϺϺрРдϤ р ϺР рϺЀϝЂϒ ЬШϺЅϠ ϢϺсϚϜϼ ϭЮϖϜ ϢмϺБϷЮϜ иϺϺи ϸИϜϺЁϦ :рϼϜϺрИаЬϜ ЀϝЃЮ ϒϜ 

̪ϝЧЮϜ дмдрϢ  (̭ϿϯЮϜ ЬϜϨ̪сжϜ бЃЧЮϜ )2̪ маϞϒϸ ϜЬϤϰФрФ Р р ϜЬмФϜϘИ мРФ ̯ Ϝ ЭЮЀЬАϢ ϜЬФϜдмдрϢ ЭЮϬиϢ ϜϖЬϼϜϸрϢ (ϜЬϬϺϾ̭ ϜЬϨϺϜдр 

.)12 бЃЧЮϜ 
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ϰмϻж аа ФϻϲϞ ϽϪϒϺϤЬϜ аИϾϺр  ϼϺШϺ РϼϺА И рАϤϺЁт ЬϜ ЬϜ ϨϺа( Ш ϜϺиϤдЬъ ϝк Ϻ ЌϼИϤ ЬаϤϰаЬϜ Ϣрдм д ϜФЬϜ ϰ ЬϜЈаЬϜ мϒ ФмФ ϱЮϜ 

РФА ЬцдпϪ.) ϖϺϜ  ШϺ Ϝд ЬϜϺϼϸ ЭК Ϻо иϺϺи Ϝ ϒЁЮϺϘ ϣЮ Ϟ ϜϖЬрϬϺϞϜ РЭКрϺи ϤФϻЧϳϦ ЅЮϜАϼϺ ЬϜаЭАϺ мϞ ЁвϺϞФϜ ̯ аϺд ϬϒϺЬ ЬϜϞϺ̭ϸ РϺр 

рϼϜϸЬϖϜ аЭДϤЬϜϞ ϢФЭКϤаЬϜ ϤϝЦϝЧϲ ϤЁЮ ϜϜ ЈϱТ. 
 

рШϝЇЮϜ дϜШ   ϜϺϖ  аϜИ ЬШЅϠ рϼϜϸЬϖϜ аЭДϤЬϜ рϼϭт Ϣр Эв ИЬϜ ϢрϰϝзЮϜ дам: 
 

¶     рϼϜϸЬϖ Ϝ ϼϜϼϺФЬϜ( рϼϜϸϖ Ͻвϒ мϒ  ϽЗϲ Ь Ьϝ϶  ев иϤϬрϤд ЌϼР аϤ рϺЬϜм  р ϘϜϸϥϠϜ рϼϜϸϖ ̭ϜϽϮϜ рР ШϽϦЅв 

)̫ФϝЇЮϜ 

 мϒ 

¶    ̫ ϝтϘϿϮ мϒ ϝуЮШ иЌРϼ бϦ рϼ Ϝϸ ϖ ϼϜϽЦ ϟЮА ϸФ 

мϒ 

¶    ̫ )рϼϜϸϖ Ϥ аЈ ϢЬϜϰ( етϼ иЄ дИ ϹтϾр ϝвЬ Ϣи ϭЮϜ Ь Ьϝ϶  ев ϸϼ ЬϝϠ Ь Д рϺЬϜм рϼϜϸϖ ϼϜϽЧЮ ϟЮА аϸФ ϸФ 

мϒ 

ШϜд аЄϤϼ  ̯ ШϜ Рр ϖϬϜϼ̭ рϼϜϸϖ "ШАРϼ ϒϴϼ" (рϤЌад ϬϜϼ ЬаϞпж ЬϜ амϽІИ)  ϿтмИа дϒ ϰФФмϺи БЪϺРϼ    ¶ 

̫ϼϜϟϦИЬϜϜ  рР ϢсϚϜϸϥϠЬϜϜ Ϣи ϭЮϜ Ϝи ϺϴϓϦ бЮ ϼϴϒ 

мϒ ¶    

аϺ Ϻд ϸмд дϒ  рШϺ Ϻмд аЄϺ ϺϤϼ  ̯ ШϜ ШАϺ ϺРϼ ϒϴϺ Ϻϼ ЬϖЬϬϺ ϺϜϼ̭ ϜϜЬϥϠϺ ϺϜϸϘ р рЀϺ ϺϤАрИ дϒ рϺ ϺϾИа ϜдϤиϺ ϺϜШ ϰФмФϺ Ϻи ϜЬРϸϼрϺ ϺϢ 

̭ϜϽϯЮш ϢϬрϤдШ. 
 

 

 :Ϝ ЬИаЬ ϜЬϖϬϼϜсϚ Ь Ьам Р ϜЬа ϴϤЈ 
 

й̬ЮϜИϒ Ϣϸϸ ϰаЬϜ ϼстϜИа ЬϜ ϸϰϒ Ϝ̭ РсϧЂϜ ϟϡЂϞ  онЫІϞ аϸ ФϤ ЬϜ рР а ϜИ ЬϜ Ф ϰЬϜ сЪϝЇЮЬ Эк 

бЛж  o 

̭ϜϽϯЮϖϜ: 

̭ϜϽϯЮϖϜ сТ ϼϜϽгϧЃЮϜϜ. ¶ 

ЬϜ   o 

̭ϜϽϯЮϖϜ: 

¶    сжнжϜо ФЬϜ ИоЌмЬϜ оо Ьϖ ϼϜоФϤ РЬϜϜ(  онЪоЄϞ аϸ ФϤ ЬϜ рР ФϰЬ ϜϞ а ϜИ иϬмϞ сЪϝЇЮϜ ЙϦаϤ аϸИЬ ϟЮ АЬϜ Ќ Рϼ 

роР ФϰЬ ϜоϞ НЮϝᴉϟЮϖϜм  ЌРϼ ЬϜ ϞϜϞЀϜ ϰϽІм  мЬϻϠ  сзКа ЬϜ РϼА ЬϜ ϼ ϜАϴϜм ) а ЬДϤ ЬϜ ϤϜ̭ϜϼϬϜ Ϻ ϜϴϥЮϜ 

ЌРϼ ЬϜ  Ϝϻк о ЬИ ϢсϚϜЌФЬϜ ϢϞϜФϼ ЬϜ. 

 

.7.7 бт ϸФϤ ЬЬ оϼϴϒ ϢсЃуϚϼ ϟЮ ϜАа 

  : аϱЮϜ ДϤϜ ϤмЌрϰрϢ

ϰϝв ϺϺЁЮϜ ̫Ϟ ϺϺЭГЮϜ арϸ ϺϺФϤЬ Ϣϸϸ ϺϺϱв ϤϜ ϺϺϤрФнϦ :о ϼ ϺϺϵЮϒϜ Ϣр ϺϺЀ рϘϽЮϜ Ϟ ϺϺЬϜА аЬϜ да ϺϺЌϤϤ дϒ д ϺϺШбвЬϜ д ϺϺа Ь Ϝ ϺϺϨаЬϜ ЬрϞ ϺϺЀ о ϺϺЭК 

) ϼϺаИЭЮ оϺЉЧЮϒϜ/одϹЮϒϜ ϸϺ ϱЮϜ( ϢϺрϼ аИЬϜ ϸмϺрФЬϜ Ϣ̫Ϻрдм дϝЧЮ Ϝ ϢРЈЬϜ ̫ЩЮϺЬ аϘЬϜ аЬϜ ЍтмРϤЬϜ оЬИ ЬрЬϸЬϜ ϽТм Ϥм ЬрϨаϤ ЬϜϞ 

 ϵЮϖ ... 
 

 ϤϜ̭ϜϽϯЮϖ ϜϺϞ аϜ ϾϺϤЭЮϜ Ϝ м ϢрИ ϼϺЅЮϜ ϒϸϺϞа ϺϺрРдϤ р ϺР рϺЀϝЂϒ ЬШϺЅϠ ϢϺсϚϜϼ ϭЮϖϜ ϢмϺБϷЮϜ иϺϺи ϸИϜϺЁϦ :рϼϜϺрИаЬϜ ЀϝЃЮ ϒϜ 

7). бЃЧЮϜ ̪сжϜϨЬϜ ̭ϿϯЮϜ(   ϣГЂϞа ϢрϼϜϸ ϖ ϤϜ̭ϜϽϮϖ Ь Ьϝ϶  ев Ϣ̭Ϝ РШЬϜ ϒϸϞам 2) бЃЧЮϜ ̪сжϜϨЬϜ ̭ϿϯЮϜ(  Ϣрдм дϝЧЮϜ 

ϤϜ̭ϜϽϯЮϖ ϜϺϞ аϜ ϾϺϤЭЮϜϜ м ϢрИϼϺЅЮϜ ϒϸϺϞа ϺϺрРдϤ р ϺР рϺЀϝЂϒ ЬШϺЅϠ ϢϺсϚϜϼ ϭЮϖϜ ϢмϺБϷЮϜ иϺϺи ϸИϜϺЁϦ :рϼϜϺрИаЬϜ ЀϝЃЮ ϒϜ 

7) аϺЀФЬϜ ̪сжϜϺϨЬϜ ̭ϾϺϭЮϜ(  ϢАϻЃϡв ϢϺрϼϜϸϖ ϤϜ̭ϜϼϺϬϖ ЬЬϜϺϴ дϺа Ϣ ̭ ϜϺРШЬϜ ϒϸϺϞам 2̪) аϺЀФЬϜ ̪сжϜϨЬϜ ̭ϿϯЮϜ(  Ϣрдм дϝЧЮϜ 

11). аЀФЬϜ ̪сжϜϨЬϜ ̭ϿϯЮϜ(  ϣЮϝКРЬϜ ϢϸИϝЂ аЬϜм ϤϜ анЯКаЬϜ ϒϸϞам 
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ϜϺϖ а Ϝ Ϝслϧж ϜЬмФϤ Ϝ Ьаϰ ϸϸ Ϟϸдм ϤФ ϸбт ϜЬ АϟЮ ϜЬЈϰϱт рбϦ ϼ РЌ  ϜЬ АϟЮ ϜЬϟϧК Ϝ ϼи И ϸа Јϰϱт ев    ¶ 

ϢоϞϜФϼ ЬϜ роР Ф ϰЬ ϜоϞ иоНЮϜϞϖм  Ќ РϼоЬϜ ϞϜϞоЀϜ ϰϼоЄм  мЬϻᴉϠ РϼоА ЬϜ ϼϜАϴϖ бϧтм  ϢрЬЩЇЮϜ Ϣрϰ Ϝд ЬϜ 

ЌРϼ ЬϜ  Ϝϻк о ЬИ ϢсϚϜЌФЬϜ. 

ϜϺϖ а Ϝ мЭЊ ϜЬ АϟЮ ϜЬЈϰϱт ϴЭЮϜ Ϝ ЬмФϤ Ϝ Ьаϰϸϸ: рбϦ ϜЬϜϥЂаϼϜϼ  Рр ϜЬϖϬϼ̭Ϝ    ¶ 

 

.7.5 рϼϜϹЮϖϜ аЬДϤ ЬϜ рР ̭ϸϞЬЬ ϸϸ ϰа ЬϜ ϤФмЬϜ 

 : аϱЮϜ ДϤϜ ϤмЌрϰрϢ 

др ϺϺФрЬϜ Ф ϺϺрФϱϦ дϝв ϺϺ ЌЬ Ϥϝтϼ мϼ ϺϺЌЬϜ д ϺϺа р ϺϺи Ϣ ϺϺрϼϜϹЮϖϜ ϤϜ ϺϺИϾϝж аЬϜ Ϣрм ϺϺЁϦ ЬϞ ϺϺЀ аϜϸϴϤ ϺϺЁЮϜ Ϣϸϸ ϺϺϰаЬϜ ϤϜ ϺϺϤрФмϤЬϜ дϖ 

РмϺЀ Ь Ϝϖм иϺрР ИмϺϬϽЮЬ ЬϺϞϜФ рϼϜϸЬϖ Ϝ ϼϜϼϺФЬϜ дмϻЪр ЬϜϒ ϟϮр ϢдрИа ϢрдаϾ ϢАФд да идϒ Ϩ рϰ ̪сжмдϝЧЮ Ϝ ϰнЎнЮϜм 

ϢЭуϲ ϤЁв ϰϞЈϤ мϒ ϢФϜИЬш ϢрдиаЬϜ ϢрϸϜЈϤФЬϜϜ ϤϝЂϼϜ ааЬϜ мϒ Ϣрдм дϝЧЮ Ϝ ϥЮ ϜаϝКаЬϜ ЌϼИϤϤ. 
 

ϼЄИ ϢϺЀаϴ ЬЬϜϺϴ рϼϜϸЬϖϜ ϼϜϼϺФЬϜ ϸϺЌ онЪϺЅЮϜ бтϸϺФϤ бϦϻт ШϺЬϺ РЬϜϴ ми  Ϝа оЬИ )рмд ϜϨ мϒ рЬмϒ( ЙтϽЇϦ Љжр бЮ ϝв 
 рм  ̯ аϜ ад ϼϝϦрϴ ϜϝГ϶ϼ ϜРϽГЮ ϽЧЮϝϠϼϜ ЬϜаИϤϼЌ ЭКри. ϖϺϜ   Јϼϸ ЬϜФϼϜϼ  ϜϹЮϖ рϼϜ  ϜϜЬϥϠ ϸсϚϜ ЬϜаИϤϺϼЌ ЭКрϺи мϹϠд ϒ р

ϼϺЅК ϢϺЀ а ϵЮϜ ϢϽϦР ϹϦ аϤ ̪ϤϜ анЯКаЬϜ иϺи да сТ Шр  Ϝа дмϸϞ мϒ онЪЅЮϜ рР РϽГЮϜ ХϳϠ ХЮИϤϤ ϤϜ анЯКа 
.рм  ̯ аϜ ϖЬ о ϨϜЬϨϢ ϒЄиϼ 

ϼϜϽЧЮϝϠ иФмФϰ ϤϽϪϓϦ дШЬм ϢЬ ЈЬϜ ϤϜϺ  РϜϽГЮ ϒϜ да иϼϜϞϤИ ϜϞ сϚϜ ϸϥϠЬϜϜ ̭ϜϽϯЮϖϜ рР ШϽϦЅв ϽуО сЪϝЇЮ Ϝ дϜШ  ϜϺϖ 

сϚϜ идЬϜ ϼϜϽЧЮϜ онϦϰаЬ  рШϝЇЮ Ϝ ШϜϼϸϖ Иа ϢϸϸϰаЬϜ ϽкЄϒ ϢϨЬϜ ϨЬϜ Ϣϼ ϤР ϒϹϠϤ ̪̭ϜϽϯЮш сϚϜидЬϜ. 

 :Ϝ ЬИаЬ ϜЬϖϬϼϜсϚ Ь Ьам Р ϜЬа ϴϤЈ 

иЬ ϜЀϤм Ро ϜЬЄ ϜШр РϤϢϼ Ϝ ЬϴаЀϢ ИЄϼ рм Ϝ а Ϝ ϜЬаА ЬмϞϢ ма Ϝ р Ьри Ϝ ад ϨϜЬϨϢ ϒЄиϼ̬ 

бЛж  o 

̭ϜϽϯЮϖϜ: 

̭ϜϽϯЮϖϜ сТ ϼϜϽгϧЃЮϜϜ. ¶ 

ЬϜ   o 

̭ϜϽϯЮϖϜ: 

¶    ЌРϼоЬϜ ϞϜϞоЀϜ ϰϼоЄм  мЬϻᴉϠ реКаЬϜ РϼА ЬϜ ϼϜАϴϜм  ϸϸϰа ЬϜ ϤФмЬЬ ЬϜϩϦаЬϜϜ аϸИЬ ϟЮ АЬϜ Ќ Рϼ  

ЌРϼ ЬϜ  Ϝϻк оЬИ ϢсϚ ϜЌФЬϜ ϢϞϜФϼ ЬϜ рР ФϰЬ ϜϞ  НЮϜϟЮϖϜм. 

 

.7.5 )бЮ ДϤ ЬϜ ϤϜ̭ϜϼϬϜ Ϻ ϜϴϥЮϜ сжнжϜ ФЬϜ ЙЎмЬϜ"(   рϼϜϹЮϖϜ аЬДϤ Ь ϜϞ а Ϝр ФЬϜ рР  онЫЇЮϜ аϸ Фа Фϰ" 

 : аϱЮϜ ДϤϜ ϤмЌрϰрϢ 

РϽА ")бЮДϤϺЬϜ ϤϜ̭Ϝϼ ϺϬϜ Ϻ ϜϺϴϤЬϜ сж мд ϜϺФЬϜ ИЌнЮϜ"  Ͻ϶ϒ пж ИаϞ мϒ( рϼϜϸЬϖϜ бЮДϤ ЬϜϞ аϝтФЬϜ рР Ϣрдм дϝЧЮ Ϝ Ϣ ϱЮЈаЬϜ да ЌϤϤ 

ϟЯГЮϜ оЬИ ϸϼϺЬϜ аϸϺИϞ мϒ рϼϜϸЬϖϜ ̭Ϝ ϼϺ ϭЮш  рϘ ϜϺидЬϜ ϼϜϽЧЮϜϺϞ  ϜϺаϖ ϤϽϪϒ ϺϤ ϸ Ф Ϣрд м дϝЧЮ Ϝ иϱЮϜЈа мϒ иФмФϰ д ϒϞ аИϿт сЪϜЄ 

иФмФϰ оЬИ Ͻт ϨϓϧЮϜ  ϜϺрЭК Р сЪϜ ϺЅЮϜ ϤϻϠ Ϩр дϒ ϢϼмϼϺЌЬϜϞ Ѐ рϺЬ рϼϜ ϹЮϖϜ аЭДϤϺЬϜ ̭Ϝ ϼϺϬϖ рР ̭ϸϞЬϜ ЬϬϒ да ).рϼϜϸЬϖϜ Ϥ аЈЬϜ( 

ϢрРϝЪ ЙϚϝЦм бтϹЧϦ ϢϞ ЬϜА а ЬϜϞ ϸϺЈ Ф ̳р .ϢϺрϽкнϯЮϜ ϢϺрдм дϝЧЮ Ϝ и ϱЮ ϜϺЈа мϒ иϺФмФϱϠ ϢϺϞ ЬϜА а ЬϜϞ сЪϜ ϺЅЮϜ аϜϺрФ р ϺРШр Ϩ рϰ Ϣ̪рϼнϲ аЬϜ 

Ϩ мϸϺϰ ϸИϟϦЀаЬϜ ϽуО дам  ЬϞ еЪ ааЬϜ да идϒ мϸϞр ϝкЀϝЂϜ оЬИ сϧЮ Ϝм ϢрФ ϜϸЈа ЬϜϞ  бЂϤϤ 

иϱЮϜЈа мϒ  рШϝЇЮ Ϝ ФмФ ϱЮ ШϝкϤдЬϜϜ. 
 

мϒ ФмϺФ ϱЮϜ ϸϺϰϒ оЬИϽт ϨϒϺϤЬϜ ϢϺр ЬϜаϤϰϜм ϢрдϝЪаϜ оϸа АФР ЉϳТϞ Љϧ϶ аЬϜ СДмаЬϜ  амФр рϼϜϸЬϖϜ бЮДϤЬϜ ϢрϜϸϞ Иа ϜϺиЬ 

ϟϲϜЈ ми  рШϝЇЮ Ϝ аϝК ЬШЅϠ дϜШ  ϜϺϖ ϜаИ Ь ϜϕЃЮϜ да ЌϤр  Ϝа нкм ̪сЪϝЇЮϜ  да аϸФа ми ϝвШ Ϣрдм дϝЧЮ Ϝ ϰ ЬϜЈаЬϜ 

ϤϜ̭ϜϽϯЮϖ ϜϺϞ аϜ ϾϺϤЭЮϜϜ м ϢрИϼϺЅЮϜ ϒϸϺϞа ϺϺрРдϤ р ϺР рϺЀϝЂϒ ЬШϺЅϠ ϢϺсϚϜϼ ϭЮϖϜ ϢмϺБϷЮϜ иϺϺи ϸИϜϺЁϦ :рϼϜϺрИаЬϜ ЀϝЃЮ ϒϜ 

7). бЃЧЮϜ ̪сжϜϨЬϜ ̭ϿϯЮϜ(   ϣГЂϞа ϢрϼϜϸ ϖ ϤϜ̭ϜϽϮϖ Ь Ьϝ϶  ев Ϣ̭Ϝ РШЬϜ ϒϸϞам 2) бЃЧЮϜ ̪сжϜϨЬϜ ̭ϿϯЮϜ(  Ϣрдм дϝЧЮϜ 
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.7.3 ϢрϼϜϹЮϖϜ Ϣ йϮ ЬϜ евЌ а ϜИЬϜ Р нвЬϜм ϢсКϼ РЬϜ Ϣ ϸϰмЬϜм ϢϼϜϹЮϖϜ Ј ϜЉϦ ϴϜ 

 

 :Ϝ ЬИаЬ ϜЬϖϬϼϜсϚ Ь Ьам Р ϜЬа ϴϤЈ 
 

ϥЮ ооЈм  рϺ оо ЬϜ а Ϝ ооИ ЬϜ Р оо ма ЬϜм Ϣ оосКϼР ЬϜ Ϣϸ ооϰмЬϜм ϢϼϜϹЮϖϜ ЈϜ ооЉϦ ϴϜ ЬϜ ооϬа ев ооЌ И оо Фр  онЪ ооЅЮϜ Им ооЌма Ь оои 

и̬рЬϖ  онЫЇЮϜ 

бЛж  o 

̭ϜϽϯЮϖϜ: 

̭ϜϽϯЮϖϜ сТ ϼϜϽгϧЃЮϜϜ. ¶ 

ЬϜ   o 

̭ϜϽϯЮϖϜ: 

¶    Ϣо йϮ ЬϜ евоЌ ЈϤоϴаЬϜ а ϜоИ ЬϜ Ро ма ЬϜм ϢосКϼР ЬϜ Ϣ ϸоϰмЬϜм Ϣ ϼϜϹЮϖϜ оо Ьϖ ϟЮ АЬϜ ϼ ϜЀа ирϬмϤ Ϣ ϸ ϜИϖ 

 рϼϜϹЮϖϜ аЬДϤ ЬϜ еК ϢрϼϜϹЮϖϜ. 

 

.7.4 ϟЯГЯЮ ϣугЂϽЮϜ ϤϝϡЯГϧгЮϜ 

 : аϱЮϜ ДϤϜ ϤмЌрϰрϢ 

дрдАϜм ϺϺаЬϜм Ϣ ϺϺрϼϜ ϹЮϖϜ ϤϜ ϺϺи ϭЮϜ др ϺϺϞ ЬϜ ϺϺЈϤЬ Ϝ Ϝ ЬϘϜ ϺϺЀм И ϺϺраϬ дм ϺϺШϤ .аϾ ϺϺ Ьа ЭЪ ϺϺЄ рϼ ϜϹЮϜϜ ̭Ϝϼ ϺϺ ϭЮш Ёт ϺϺЬ дϜ Ь ϺϺ ЈЬϒϜ 

ϸϺИϜнЧЮϜ ϢϜ ϺИϜϼа  ϜϺирР ϞϺϭт р ϺϤЬϜм дмд ϜϺФЬϜ р ϺР ϢϰϜϼϺЈ  ϜϺирЭК ЈмϺЈдаЬϜ ϥЮ ϜϜϺ ϱЮϜ ϜϸϺИ  ϜϺарР ШϺЬϺм ̪Ϝ ϺиϞ ϰм аϺЁв 

ϢрϼϜ ϹЮϖϜ  ϤϜ̭Ϝϼ ϭЮϖϜ даЌ ϥЮ ϜϜЈϤЬъ ϢраЀϽЮϜ ϤϜ̭ϜϽϯЮϖϜм. 
 

ЈϜϴ сж мϽϦ ШЬϜ ЬШЄ аϜϸϴϤЀϜ: дм ШϤ дϒ дм дϝЧЮ Ϝ рР ϝкрЬИ ЈмЈдаЬϜ ϢраЀϽЮϜ ϤϝϡЯАϤаЭЮ дШбвЬϜ да Ь ϝϪ аЬϜ ЬрϞЀ оЬИм 

ϼϺФа р ϺР рϺдИаЬϜ РϼϺБЯЮ рϺЈϵЇЮϜ ϸϬϜмϤЬϜ ̫ФϼнЮϜ оЬИ  ϹуЮϜ БϷϠ рЈϵІ ЙтФнϦ д̫рИа Ϭ Ϻнвд аϜϸϴϤЀϜ ̫ 

ϴЬϖ ... Ϣи ϭЮϜ. 
 

 

 :Ϝ ЬИаЬ ϜЬϖϬϼϜсϚ Ь Ьам Р ϜЬа ϴϤЈ 

аϸ оо Фа оРмϤоЀϜ Ьоим  омШоЅЮϜ бтϸоФϤЬ )Ϣ оорнж ϜϨ мϒ ϢорЬмϒ( ϤϜ ЙтϼоЅϧЮϜ роР иорЬИ Јм ооЉжа ЈϜоϴ ЬШоЄ ШϜоди Ьои 

̬ЭЫЇЮϜ Ϝϻк онЫЇЮϜ 

бЛж  o 

̭ϜϽϯЮϖϜ: 

̭ϜϽϯЮϖϜ сТ ϼϜϽгϧЃЮϜϜ. ¶ 

ЬϜ   o 

̭ϜϽϯЮϖϜ: 

¶    ЬоϨа( ϣтЬШоЅЮϜ ϤϜоϞ ЬАϤаЬϜ ̭ϜРрϤоЀϜ Ϣор РрШ Ьмоϰ ϤϜоамЬИа бтϸо ФϤм ̫раоЀϼ ЬϜ  ϜоАϴ Ь ϜϞ РϼоА ЬϜ  НЮϝᴉϞϜ 

ϱт ϰЈЬϜ ϟЮА ЬϜ бт ϸФϤЬ ϞЀ Ϝда сϚϝкд ϸИнвϞ  ϰϜаЁЮϜм )ϰрϰЈ ЬϜ ϬϺмад ЬϜ аϜϸ ϴϥЂϜϞ бт ϸФϤ ЬϜ. 

ϤϜ̭ϜϽϯЮϖ ϜϺϞ аϜ ϾϺϤЭЮϜϜ м ϢрИϼϺЅЮϜ ϒϸϺϞа ϺϺрРдϤ р ϺР рϺЀϝЂϒ ЬШϺЅϠ ϢϺсϚϜϼ ϭЮϖϜ ϢмϺБϷЮϜ иϺϺи ϸИϜϺЁϦ :рϼϜϺрИаЬϜ ЀϝЃЮ ϒϜ 

7) бЃЧЮϜ ̪сжϜϨЬϜ ̭ϿϯЮϜ(   ϣГЂϞа ϢрϼϜϸ ϖ ϤϜ̭ϜϽϮϖ Ь Ьϝ϶  ев Ϣ̭ϜРШЬϜ ϒϸϞам 2̪) бЃЧЮϜ ̪сжϜϨЬϜ ̭ϿϯЮϜ(  Ϣрдм дϝЧЮϜ 

ϢϺрϼϜϸϖ ϤϜ̭Ϝϼ ϺϬϖ ЬЬϜϺϴ дϺа Ϣ ̭ ϜϺРШЬϜ ϒϸϺϞа ϺϺрРдϤ р ϺР сЂϝЂϒ ЬШЅϠ ϢсϚϜϼ ϭЮϖϜ ϢмБϷЮϜ иϺи ϸИϝЂϤ :рϼϝтИаЬϜ ЀϝЃЮ ϒϜ 

2) аϺЀФЬϜ ̪сжϜϺϨЬϜ Ͼ̭Ϻ ϭЮϜ(  ϢϺрдм д ϝЧЮ Ϝ ϤϜ̭ϜϽϯЮϖϜϺϞ аϜϾϺϤЭЮϜ Ϝ м ϢрИϼϺЅЮϜ ϒϸϺϞам 7̪) аϺЀФЬϜ ̪сжϜϺϨЬϜ Ͼ̭Ϻ ϭЮϜ(  ϢАϺЀ Ϟа̪ 

9). бЃЧЮϜ ̪сжϜϨЬϜ ̭ϿϯЮϜ( ЬϜ ЈϤЬϜϜ Ϭ Ϻнвд Ϣр Ͻϲ ϒϹϠ ам 
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¶    иϜнϦ ϰа ϰнЎм аϸИЬ ϢϬсϦд онЫЇЮЬ ̭ϜϼϬϖ рР ϸ̭Ϟ ϼϟϧКр ЬϜ иаϹЦ  Ϝа дϒϞ а ϸ ФаЬϜ оЬИ ϸϼ ЬϜ. 

¶     онЫЇЮЬ ϢсЃуϚ ϼ ЬϜ ϼст ϜИаЬ ϜϞ  сзКа ЬϜ РϼА ЬϜ НЮϜϞϜ. 

.7.2 рϼϜϹЮϖϜ аЬДϤ Ь ϜϞ а Ϝр Ф ЬϜм  онЫЇЮϜ сЦ ЬϤЬ ϢϞА Ϝϴа ЬϜ ϢрϼϜϹЮϖϜ Ϣ йϮ ЬϜ Ј ϜЉϦ ϴϜ 

  : аϱЮϜ ДϤϜ ϤмЌрϰрϢ

ϼϜ ϼ ϺϺФЭЮ Ϣϼϸ ϺϺЈаЬϜ Ϣ ϺϺсϚϜϸϥϠЬϜϜ Ϣ ϺϺрϼϜϹЮϖϜ Ϣ ϺϺи ϭЮ Ϝ оϸ ϺϺЬ омШ ϺϺЅЮϜϞ сЪϜ ϺϺЅЮϜ аϸ ϺϺФϤр Ш ϺϺЬϺ СЮϜ ϺϺϴ о ϺϺЭК дм дϜ ϺϺФЬϜ Љж ϺϺр а ϺϺЬ Ϝ ϺϺа 

ирЭК ЌϼϤИаЬϜ. 
 

 

 :Ϝ ЬИаЬ ϜЬϖϬϼϜсϚ Ь Ьам Р ϜЬа ϴϤЈ 

 ̬онЫЇЮϜ дϒЄϞ ϼϜϼ ФЬϜ Ϻ ϜϴϤϜм р ФЬϤϞ ϢЉϦϴа ϢϞА ϜϴаЬϜ ϢрϼϜϹЮϖϜ Ϣ йϮ ЬϜ Эк 

o    ϢЬЈ ЬϜ ϜϺ ИмЌмаЬϜ ЭϮϒ ев аЬДϤ ЬЬ ϢЉЊϴϤа Ϣи Ϭ ϸ ϬмϤ еЪЬм  бЛж 

̭ϜϽϯЮϖϜ: 

¶     онЫЇЮϜ рФЬϤ Эт ϬЀϤ. 

¶    рШ ϜоЅЮϜ  НЮϝᴉϞϜм )Ϥ ϜоаЬДϤ ЬϜ Ϣод ϬЬ ЬоϨа( аЬДϤ Ь ϜоϞ ϢоЉϦ ϴа ЬϜ Ϣо йϮ ЬϜ оо Ьϖ ϼрϴ ϒоϤ дмϸ  онЪоЅЮϜ ЬϜЀϼϜ 

нЮϻϠ. 

мϒ 

o    ϢосϚϜϹϦϟЮϜϜ Ϣо йϮ ЬϜ еᴉа  онЪоЅЮϜ ϤоФЬϤм  рϼϜϹЮϖϜ аЬДϤ Ь ϜоϞ ϢоЉϦ ϴаЬϜ Ϣо йϮ ЬϜ рои ϢоϞА ϜϴаЬϜ Ϣо йϮ ЬϜ еЮϒ  бЛж 

 ϜиЬ  онЫЇЮϜ ϤаϸФϤ  ϩуϲ. 

̭ϜϽϯЮϖϜ: 

¶ ̭ϜϽϯЮϖϜ сТ ϼϜϽгϧЃЮϜϜ. 

мϒ 

o    ϢосзКа ϢоЉЊϴϤа Ϣои Ϭ ϸоϬмϤ ЬϜм иорЬИ ЌϼоϥКаЬϜ ϼϜϼо ФЬϜ Ϥϼ ϸоЈϒ роϤ ЬϜ рои ϢоϞА Ϝϴа ЬϜ Ϣ йϮ ЬϜ еЮϒ  бЛж 

аЬДϤ Ь ϜϞ. 

̭ϜϽϯЮϖϜ: 

¶ ̭ϜϽϯЮϖϜ сТ ϼϜϽгϧЃЮϜϜ. 

ЬϜ  Ьϒд Ϝ ЬϬиϢ ϜЬаϴ ϜАϞϢ Ьа ϤШд ϜЬаЈоϢϼϸ ЬЬ ФоϼϜϼ ϜЬϖϸϜϼ р ϜЬаИϤоЌϼ И Ьрои мЬϜ ϤϤаϤоИ Ϟ ϜЬϜϴϤЈо ϜЈ мР ФϜ о Ϝ    o 

ϢЈ ϜϴЬϜ ϢсЛт ϼЅϧЮϜ а ϜЩϲЬц. 

̭ϜϽϯЮϖϜ: 

¶    иоНЮϜϞϖм  Ќ Рϼо ЬϜ ϞϜϞоЀϜ ϰϼоЄм  мЬϻᴉϠ роеКаЬϜ РϽᴉА ЬϜ ϼ ϜоАϴϜм  ЈϜЉϦ ϴЬϜϜ аϸИЬ ϟЮ АЬϜ Ќ Рϼ 

ЌРϼ ЬϜ  Ϝϻк оЬИ ϢсϚ ϜЌФЬϜ ϢϞϜФϼ ЬϜ рР ФϰЬ ϜϞ. 

¶    Ϣ оо йϮ ЬϜ о оо Ьϖ Ϟ оо ЬА ЬϜ и оорϬмϤ  Ϣϸ Ϝ ооИϖм Ϣ ооϞм ЬАаЬϜ Ϣ ооаϸϴ Ь ϜϞ Ϣ ооЉϦ ϴаЬϜ Ϣ оо йϮ Ь ϜϞ р ооеКаЬϜ Рϼ ооА ЬϜ НЮϜ ооϞϖ 

еЫвϒ ϜϺϖ  ϢЉϦ ϴа ЬϜ. 

ϤϜ̭ϜϽϯЮϖ ϜϺϞ аϜ ϾϺϤЭЮϜϜ м ϢрИϼϺЅЮϜ ϒϸϺϞа ϺϺрРдϤ р ϺР рϺЀϝЂϒ ЬШϺЅϠ ϢϺсϚϜϼ ϭЮϖϜ ϢмϺБϷЮϜ иϺϺи ϸИϜϺЁϦ :рϼϜϺрИаЬϜ ЀϝЃЮ ϒϜ 

7) аϺЀФЬϜ ̪сжϜϺϨЬϜ ̭ϾϺϭЮϜ(  ϢАϻЃϡв ϢϺрϼϜϸϖ ϤϜ̭ϜϼϺϬϖ ЬЬϜϺϴ дϺа Ϣ ̭ ϜϺРШЬϜ ϒϸϺϞам 2̪) аϺЀФЬϜ ̪сжϜϨЬϜ ̭ϿϯЮϜ(  Ϣрдм дϝЧЮϜ 

11). аЀФЬϜ ̪сжϜϨЬϜ ̭ϿϯЮϜ(  ϣЮϝКРЬϜ ϢϸИϝЂ аЬϜм ϤϜ анЯКаЬϜ ϒϸϞам 
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.7   бЮДϤЬϜ ϢиϬ Ь Ьϝ϶  ев сϚϜϸϥϠЬϜ Ϝ ϼϜϼФЬϜ ϢИϬϜϼаϞ ЈϜ ϵЮϜ ̭ϜϽϯЮϖϜ 

ϤϺЈЭ϶ϤЀϜ  ϜϺϖ 2 бЦϼϺЬϜ ϥϲϤ йЮϜИϒ ирЭК ЈмЈда ми  Ϝ аϞЁϲ ϢϸϸϰаЬϜ бЮДϤЬϜ ϢиϬ онЪЅЮϜ иϺи ЌРϽϦ 

.ϞИϸ ϜЬФрϜа ϞаϜϼϬИϢ ϜмРрϢ дϒ ϜЬФϼϜϼ ϜЬаИϤЌϼ ИЬри рϤмϜРФ ϤаϜ  ̯ аϜ аИ ϜЬФϜдмд 

 ϸϺрϸϬ рϼϜϸϖ ϼϜϼϺФ ЬЬϜϺϴ дϺа ϢϺиϭЮϜ амϺФϤ ϜϺсϚ ϿϮ мϒ  ϜϺрЬШ   ϜϺиЭϲа р ϺР онЪϺЅЮϜ дϒ бЮДϤϺЬϜ да ϤϞϨр ϝвϹзК 

ϞмЭАаЬϜ ϼϜϽЧЮϜ ϼϜϸЈϜ  рЬϜϤЬϜϞм иЬрϹКϤ мϒ ирЭК ЌϼϤИаЬϜ ϼϜϽЧЮϜ ̭ϜМ ЬϖϞ. 

 ϖϺϜ  бЮ ϤШд ϬиϢ ϜЬϤДЬ̪а ϜЀϤдϜ  ̯ ϸϜ ϖЬ о ϜЀϞϜϞ ИаЬрϢ ϒм ФϜдмдрϢ̪ Р р мЌИ рЀаϰ ЬиϜ ϞϤЀмрϢ ϜЬϰϜЬϺϢ

иϺрЭК ЌϼϺϤИаЬϜ ϼϜϼϺФЬϜ Ϝ̭ϺМЬϖ ϢϺсϚϜϸϥϠЬ Ϝ Ϝ ϢϺрϼϜ ϹЮϖϜ ϢϺи ϭЮϜ дϺа ϞϺЭГϦ ϢϺ ЬϜ ϱЮϜ иϺϺи рϺРР ЈϜϺϵЮϜ ϜϺиϼϜϽЦ ϞϺϬмаϞ 

мϒ 

бЮДϤ ЬϜϞ ϢрдИаЬϜ Ϣи ϭЮϜ иϺи Ь Ьϝ϶  ев ϢаϹЦ аЬϜ ϤϜ арЭКϤЬϜ ЀϝЂϒ оЭК  ϹтϸϬ ϼϜϼФ ϸϜϸИϜм иЭтϹЛϦ. 

оϺЬϖ  ̭мϺϭЮЬϜ ϢϺрдϝЪаϜ ЬмϺϰ ϤϜϺарЭЛϦ даϺЌϥϦ м ϢϺрдм дϜФ бЮДϤϺЭЮ ϢϺсϚϝкдЬϜ ϤϜϼϜ ϼϺФЬϜ дмШϤ дϒ ϟϮр ϥЮ ϜϝϲЬϜ ЙтаϬ рРм 

ϢсϚϜЌФЬϜ ϢрнЂϤЬϜ. 
 

 

.7.1 онЫІϞ аϸ ФϤ ЬϜ ЭЮϜϴ ев  рϼϜϹЮϖϜ аЬДϤ ЬϜ рР ϸ̭Ϟ ЬϜ 

  : аϱЮϜ ДϤϜ ϤмЌрϰрϢ

ϼϜ ϼϺФЬϜ ϢϺИϬϜϽв ϢрϼϜ ϹЮϖϜ Ϣи ϭЮϜ да рϼϜϸЬ ϖϜ ̭ϜϽϯЮϖ ϜϞ р дИаЬϜ РϽГЮϜ ϝкϜЌϤФаϞ ϟЯАр онЪЅϠ рϼϜϸЬϖϜ бЮДϤЬϜ ϒϸϞр 

рϼϜ ϸЬϖϜ ̭ϜϽϯЮш ϢсϚϝкд ϢϬрϤдШ ϼϸϜЈЬϜ. 
 

ϸϸϱв дШр бЮ  ϜϺϖ  оϤϰм омШЅЮϜ иϺи ЬШЄ дИ ϽДдЬϜ ЍОϞ ̪РϜϽГЮ ϒϜ да РϽА рϒ иϞ амФр онЪЅЯЮ бтϹЧϦ рϒ дϖ 

ϰϺЌϜмм ϸϸϺϱв рϼϜϸϖ ϼϜϼϺФ оϺЭК ЌϜ ϼϺϤИЬϜϜ ϜϺида ϸϺЈФЬϜ д ϜϺШ ϜϺϖ онЪϺЅЮϜ ϢϺЭвϜИа ЬϺаϝКр ̪омШЄ ϝкд ϒϞ ϢϰϜϽЊ 

ϜрРϜШ ϜϰмЌм. 
 

 

 :Ϝ ЬИаЬ ϜЬϖϬϼϜсϚ Ь Ьам Р ϜЬа ϴϤЈ 

Эк раͭд ϤсЃТϼ а Ϝ Ф ̳ ϸа ϖЬͼ ϜЬаЀЬмϔ Ϝ ЬИ Ϝа ИͼЬ ϒди ϤсϡКϼ Ид д рϢ Ϟϸ̭ ϖϬϼ̭Ϝ Ϝ ЬϤ  Ьа̬ 

рЬ ϜϤ ЬϜ нϲд ЬϜ оЬИ а ϸФа ми  Ϝа ϼсЃТ ϤЬ ϢсЃуϚ ϼЬϜ ϼстϜИа ЬϜ ЭϪаϥϦ: 

РϽА (ЉϷІ сЛуϡА мϒ сжнжϝЦ)  ¶ 

 рϟКϼ еК Иаϸ ϼЌ ϜϘи ϞЄϒд ФϼϜϼ Ϝϸϖϼ р ад ϬиϢ Ϝмϰ ϸϢ    ¶ 

 Ϝ ЬЈ Ϝϸϼ дсϦϬϢ ЬϖϬϼ̭Ϝ Ϝϸϖ ϼр ϜϞϤϸϜсϚ    ¶ 

 ϟЯГтм ϣЛϮϜϽв Ϝϻк ϼϜϽЧЮϜ ¶ 

 .ев ЭЮϝ϶ ̭ϜϽϮϖ рϼϜϸϖ Ͻ϶ϒ   ¶ 

бЛж  o 

̭ϜϽϯЮϖϜ: 

̭ϜϽϯЮϖϜ сТ ϼϜϽгϧЃЮϜϜ. ¶ 

ЬϜ   o 

ϤϜ̭ϜϽϯЮϖ ϜϺϞ аϜ ϾϺϤЭЮϜϜ м ϢрИϼϺЅЮϜ ϒϸϺϞа ϺϺрРдϤ р ϺР рϺЀϝЂϒ ЬШϺЅϠ ϢϺсϚϜϼ ϭЮϖϜ ϢмϺБϷЮϜ иϺϺи ϸИϜϺЁϦ :рϼϜϺрИаЬϜ ЀϝЃЮ ϒϜ 

7). бЃЧЮϜ ̪сжϜϨЬϜ ̭ϿϯЮϜ(   ϣГЂϞа ϢрϼϜϸ ϖ ϤϜ̭ϜϽϮϖ Ь Ьϝ϶  ев Ϣ̭ϜРШЬϜ ϒϸϞам 2̪) бЃЧЮϜ ̪сжϜϨЬϜ ̭ϿϯЮϜ(  Ϣрдм дϝЧЮϜ 

 ϤϜ̭ϜϽϯЮϖ ϜϺϞ аϜ ϾϺϤЭЮϜ Ϝ м ϢрИ ϼϺЅЮϜ ϒϸϺϞа ϺϺрРдϤ р ϺР рϺЀϝЂϒ ЬШϺЅϠ ϢϺсϚϜϼ ϭЮϖϜ ϢмϺБϷЮϜ иϺϺи ϸИϜϺЁϦ :рϼϜϺрИаЬϜ ЀϝЃЮ ϒϜ 

7). бЃЧЮϜ ̪сжϜϨЬϜ ̭ϿϯЮϜ(   ϣГЂϞа ϢрϼϜϸ ϖ ϤϜ̭ϜϽϮϖ Ь Ьϝ϶  ев Ϣ̭ϜРШЬϜ ϒϸϞам 2̪) бЃЧЮϜ ̪сжϜϨЬϜ ̭ϿϯЮϜ(  Ϣрдм дϝЧЮϜ 
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̭ϜϽϯЮϖϜ: 
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ϢсϚϝкдЬϜ ϢϺϬрϤдЬϜ иϼϜϺϟϦИ ϜϞ  иϺ ϜϺϴϤϜ аϺϤ  рϼϜ ϸϖ ϼϜϼϺФ рϒ ϢϺИϬϜϼаЭЮ иϝЏϦФаϞ ИЌϵт ϸϰма ̭ϜϽϮϖ рϼϜϸЬϖϜ бЮДϤЬϜ ϹЛт 

ϸϺϰϒ дϺа онЪϺЄ  ϞϺϬм аϞ) сϚϜ ϸϺϥϠЬϜϜ ̭ϜϽϯЮϖ ϜϺϞ ϸϺИϞ  ϜϺарР иϺрЬϖ ϼϝІаЬϜ( ϢЬ ЈЬϜ ϜϺ р ϼϜϸЬϖϜ ̭Ϝϼ ϭЮш 

сϚϜϸϥϠЬϜϜ ̭ϜϽϯЮϖ Ϝ РϜϽАϒ. 

.2   )бЯДϤЬϜ ϤϜ̭ϜϽϮϜ ϢϽІϜ ϞаЬ  рдм дϜФ ЀϝЂϒ( бЮДϤЬϜ  рР ХϳЮϜ 

 аИϾ ϜϺϖ ϺϺϴϤаЬϜ ̭ϜϼϺ ϭЮш  рϘ ϜϺидЬϜ ϼϜ ϼϺФЬϜ ϸϺЌ бЮДϤϺϞ аϸϺФϤЬϜ рϼϜϸЬϜϜ ̭Ϝ ϼϺϭЮϜϜ ϺϺрРдϤ дϺа сж Иа РϽА ЬШЬ Хϳт 

 ϜсϚϾϬ мϒ  ϜϺрЬШ ЌРϼϺЭЮ РϼϺБЮϜ ϞϺЬА ИϺЌϴ  ϜϺϖ ЩЮϺм . ̭Ϝϼ ϭЮϖϜ ϜϻкЬ ϢϬрϤд ϢрϸϼРЬϜ иФмФϰ да Хϲ ШϝкϤдϜ 

ϒм ϜϺϖ   РЌϼ ϜЬФϺϼϜϼ ϜЬдиϺϜϘ р ЬϖЬϬϺϜϼ̭ ϜϖЬрϼϜϸ ϒϨϺ ̯   ϼϜ ФϜдмдрϺϜ ЄϺϜФ ̯ Ϝ ИЬϺ о ϜЬАϺРϼ аϺд ϴϺϜЬЬ РϺЌϼ 

ϝв Ͻвϒ мϒ ϽЗϲ ирЭК. 

аϺИϾ ϜϺϜ сϚϜϺидЬϜ ϼϜ ϼϺФЬϜ да Ϝм аЬДϤр дϜ  рϘϜϼ ϭЮϜϜ ИϜϾдЬϜ Ϭϼϝ϶ РϜϽГЮϒ ХϳЮϜ бЮДϤЬϜ рР ХϳЮϜ  сАИр м 

Ϝ̭ϼ ϭЮϜϜ ϻт РдϤЬ ϢϬрϤд ϝкШϝкϤдϜ аϤ  ϸФ ϢрϸϼРЬϜ иФмФϰ ϸϰϜ д ϝϠ. 

.3    рϼϜϸЬϖϜ аЭДϤЬϜϞ ϢЈϤϴаЬϜ ϢрϼϜ ϹЮϖϜ Ϣи ϭЮϜ 

 ϜϺаϖ СЮШр  дϒ ϢϺрϼϜ ϹЮϖϜ иϤр ЬмϔϺЁв  ФϜϺБж рϺР ϸϺрϸϰϤ ЉϦϺϴаЬϜ ϽтϾмϺЭЮ ϾмϺϭт ШϺЬϺ СЮϜϺϴ оЬИ дм дϝЧЮ Ϝ Љжр бЮ Ϝ ϜϺϜ 

р ϺР ϼДдЬϜϺϞ оϼϺϴϒ ϢϺЉЊϴϤа ϢϺд ϭЮ мϒ ϢϺрϼϜϸϖ ϢϺиϬ мϒ сϚϜ ϸϺϤϞЬϜϜ ̭ϜϽϯЮϖ ϜϺϞ ϤϻвϜФ рϺϤЬϜ ϢϺи ϭЮϜ 

рϼϜϸЬϖϜ аЭДϤЬϜϞ ϢАмдаЬϜ ри ϢсϚϜϸϥϠЬϜϜ Ϣи ϭЮ ϜϞ  ϣУЯϧϷв ϢϼϜϸϖ дм ШϤ оЬнЮ ϒϜ Ϣ ЬϜϱЮϜ рР .ϤϜ аЭДϤЬϜ. 

.4   ϝкЭЫІм онЪЅЮϜ онϦϰам рϼϜ ϹЮϖϜ аЭДϤЬϜϞ аϸФϤЬϜ 

РϼϺА  иϼϜϺϟϦИ ϜϞ ϼ Ϩ ϒϺϤ Љ϶ϺЄ рϒ дϺа онЪϺЄ бтϸϺФϤ ЬЬϜϺϴ да бЮДϤ ЬϜϞ ЈϜ ϵЮϜ ̭ϜϽϯЮϖ Ϝ Ϻ ϜϴϤ Ϝ дШбвЬϜ да 

 рϼϜϸϖ ̭ ϜϽϯЮϖϜ  еК ϼϸϝЋЮϜ  сϚϝлзЮϜ  ϼϜϽЧЮϝϠ РϜϽГЮϒϜ  ев. 

о ϺЭК ϞϻϮр ϢϺЉЊϴϤа аϺЭЗϦ ϢϺиϬ ϸмϻϮм ϢϺЬϜϰ р ϺР .ϢϺсϚϜϸϥϠЬϜϜ Ϣр ϼϜϹЮϖϜ Ϣи ϭЮϜ оϸЬ онЪЅЮϜ сЪϝЇЮ Ϝ ЙТϼр 

бЮДϤЬϜ ϢиϬ оЬϖ ом ШЅЮϜ ирϬнϦ  Ͻтϴ ϒϤ  дмϹϠ ϣт ϘϜϸϥϠЬϜϜ Ϣи ϭЮϜ. 

ирЭК ЌϼϤИ аЬϜ рϼϜϸЬϖ Ϝ ϼϜϼФЬϜ  ϹтϹϳϦϞ сЪϝЇЮϜ аϿϧЯт. 

 дШр аϺЬ  ϜϺϖ пϧϲм онЪЅЮϜ иϺи ЬШЄ дИ ϽД дЬϜ ЍОϞ ̪РϜϽГЮ ϒϜ да РϽА рϒ иϞ амФр онЪЅЯЮ бтϹЧϦ рϒ дϜ 

ϼϜ ϼϺФ  оϺЭК ЌϜ ϼϺϤИЬϜϜ ϜϺида ϸϺЈФЬϜ д ϜϺШ  ϜϺϖ омШϺЅЮϜ ϢϺЭвϜИа ЬϺаϝКр ̪ом ШϺЄ  ϜϺид ϒϞ  ϣϲϜϼϺЈ ϸϸϺϱв 

ϜрРϜШ ϜϰмЌм ϰ ЌϜмм ϸϸϰа  рϼϜϸϖ. 

.5   ϝкдϓІϞ ϼϜϽЧЮϜ Ϻ ϜϴϤϜм онЪЅϠ ϝкрР ЬϞФр сϧЮ Ϝ  ϹуКϜм аЬϜ 

  ϤФаϸ ϜЬЄШмо Ќϸ ϜЬФϼϜϼ ϜϖЬ рϼϜϸ ϴϜЬЬ ϴаЀϢ ИЄϼ рм  ̯ аϜ ад ϤϜϼрϴ ϜϴАϜϼ ϜЬАϺРϼ ϞϺϜЬФϼϜϼ. ϜϺϖ

Ϝа дмϸϞ мϒ онЪЅЮϜ рР РϽГЮϜ ХϳϠ ХЮИϤϤ ϤϜ анЯКа рϒ дмϸϞ ирЭК ЌϼϤИаЬϜ сϚϜ ϸϥϠЬϜ Ϝ рϼϜϸЬϖϜ ϼϜϽЧЮϜ ϼϸϺЈ 

.рШР р ад иϺи ϜЬаИЬмаϜϤ̪ ϤаϤϸ РϤϼϢ ϜЬϴаЀϢ ИЄϼ рм  ̯ аϜ ϖЬ о ϨϜЬϨϢ ϒЄиϼ 

Ϣϼ ФРЬϜ ϞϻϮм аϞ бЮДϤϺϞ аϸϺФϤЬϜ р ϺР ХϳЮ ϜϞ ЙϦаϤр дШЬм РϽГЪ сϚϜ ϸϥϠЬϜϜ ̭ϜϽϯЮϖϜ рР ШϽϦЅв ϽуО сЪϝЇЮ Ϝ дϜШ  ϜϺϖ 

ϼϜ ϼϺФЬϜ омϺϤϰаЬ  рШϜϺЅЮϜ  ШϜϼϸϖ дϺа ϢϸϸϺϰаЬϜ ϽкϻІϒ ϢϺϨЬϜ ϨЬϜ ϢϼϺϤР ϒϹϠϤ )йЮϜИϒ( 2 бЦϼ ϢϸИϝЧЮ Ϝ/ϢрдϝϫЮϜ 

 сϚϝлзЮϜ. 

ϢϺи ϭЮϜ  оϺЬϖ ϞϺЬБЮϜ бтϸϺФϤ ϴрϼϜϺϤ дϺа дрϼиϺЄ ЬЬϜϺϴ РϼϺБЮϜ ϞϺЬА оϺЭК ϢϺрϼϜϹЮϖϜ Ϣи ϭЮϜ ϸϼ аϸИ Ϣ ЬϜϰ сТ 

бтϸ ϺϺФϤ д ϺϺа Ϣд ϺϺЀ Ш ϺϺЬϺ оϸ ϺϺИϤр ЬϜϒ  о ϺϺЭК р ϼϜϸЬϖϜ Ϥ а ϺϺЈЬϜ ϸ ϺϺЌ онЪ ϺϺЅЮϜ  р ϺϺР Ф ϺϺ ϱЮϜ Ϟ ϺϺ ЬϜБЯЮ дм ϺϺШр Ϣ ϺϺрϼϜϹЮϖϜ 

ϟЯГЮϜ. 

ϢсϚϜϸϥϠЬϜϜ Ϣр ϼϜϹЮϖϜ Ϣи ϭЮϜ  оЬϖ онЪЅЮϜ ЬнЊм ϴрϼϝϦ  ев ант дрϨЬϝϪ Ь Ьϝ϶ рϼϜ ϹЮϖϜ аЭДϤЬϜ скϤдр. 

.5 ϻуУзϧЮϜ ХуЯЛϦ ϽϪϒ 

ϼϜϼ ϺϺФЭЮ Ϣ ϺϺрдм дϝЧЮ Ϝ ϼϜ ϺϺϨЬϒϜ Ф ϺϺрЭЛϦ оϺЬϖ онЪ ϺϺЅЮϜ бтϸ ϺϺФϤ рϸϔ ϺϺр ШϺЬϺ СЮϜ ϺϺϴ м ϺϺи Ϝ ϺϺа оϺЭК дм дϜ ϺϺФЬϜ Љж ϺϺр а ϺϺЬ ϜϺа 

омШЅЮϜϞ ХЮИϤаЬϜ ϼϜϽЧЮϝϠ ϼϝГϷЮ ϖϜ оϤϰ ЩЮϺм  йуЯК ЌϼϤИаЬϜ рϼϜϸЬϖϜ. 




