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1 O6nacTh NnpuMeHeHHs

Hacrosiuit crangapt pazpabotan B coorBeTcTBUU ¢ TpeboBanusamu CTh
18001-2009, n.m. 4.4.4, 4.45. «Cucrembl yHOpaBlIeHUs OXpaHOW Tpyja.
TpeOGoBanusi» u ycraHaBiauBaer CTpykTypy AokymeHTanuu CYOT u nmpouenypsl
YOpaBJICHUS JOKYMEHTAIMEH, TIPH KOTOPHIX JTr00ast mHpOpMaIus, MOCTyMaroas B
aJpec yHUBEPCUTETA, a TaKke (PYHKIMOHUPYIOMIAs BHYTPH YHHBEPCHUTETA, BHE
3aBUCUMOCTH  OT €€  3Ha4YUMOCTH, 00s13aTEIPHO  PETHCTPUPYETCH,
UIACHTU(DUIIMPYETCS, PACCHIIAETCS TT0 HA3HAYEHUIO W KOHTPOIUPYETCH.

YHUBEPCUTET IOJKEH YCTAHOBUTD, BHEIPUTD U BBITIOJHSTH NPOLEAYPY AJIS:

- YTBEPKACHUS JOKYMEHTOB MEPE]l X BBITYCKOM;

- IEpeCcMOTpa U aKTyallu3aIuy P HEOOXOAUMOCTH;

- oOecnieueHus UACHTU(DUKAIIUY U3MEHEHUN U TIEPECMOTpa TOKYMEHTOB;

- obecredeHns] HaJW4Us COOTBETCTBYIOIIMX JK3EMIUIIPOB IMPUMEHSIEMBIX
JOKYMEHTOB B MECTaxX MX MCIOJIb30BaHUS;

- oOecrnieyeHUsT COXpaHEHUs TOKYMEHTOB U IMTPOCTOTHI WACHTHU(UKAIUY;

- obecrieueHHs] UJICHTUPUKAIMK TOKYMEHTOB BHEIIHETO MPOUCXOXKIACHUS,
OMpENEICHHBIX YUYPEKICHUEM KakK HeoOXOAWMBbIE MM IUIAHUPOBAHUS W
(GYyHKIIMOHUPOBAHUS CUCTEMBI YIIPABIEHUS OXPaHOW Tpyda, M YIpaBICHUS HX
pacrpoCcTpaHEeHUEM;

- TNPEJOTBpAIICHHUS HEMPEIHAMEPEHHOTO HCIIOJIh30BAHMS  YCTapEBIINX
JIOKYMEHTOB W TPUMEHEHHUS COOTBETCTBYIOIICH WX HICHTH(UKAINH, €CIA OHU
COXPAHSIFOTCS 1151 KaKUX-TTHOO0 TENIEH.

2 TepmuHbI U onIpeaeIeHUs, 0003HAYEHNS U COKPAILICHUS

Tepmunbl U omnpezneneHuss AaHbl B PyKOBOACTBE MO CUCTEME YIPaBICHUS
oxpanoii Tpyzaa P 01 — 2014.

2.1 O003HaYeHHS U COKPAIlCHUSA

HNOT — uHCcTpyKIMs MO OXpaHe TPY/a;

HIIA — HOpMaTHBHBIE TPABOBBIC AKTHI;

OT — oxpaHna Tpyna;

PCII — pykoBOaUTEINb CTPYKTYPHOTO TTOJPA3ACICHUS;

CYOT - cucrema ynpaBiieHUs OXPaHOU TPya;

COT - ciyx0a oxpaHbl TPya;

CII — cTpykTypHOE MOApa3ACICHUE;

CTY — crangapT yHUBEpCcHUTETA (JOKYMEHTHUPOBaHHAs MPOLIEypa);
THIIA — TexHHUYEeCKME HOPMATUBHBIE TPABOBBIE AKTHI;
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YIIBP — ynoJIHOMO4YEHHBIA NPEACTABUTEND BhICIIEro pykoBoacTBa no CYOT.

3 OTBEeTCTBEHHOCTD

OTBeTcTBEHHOCTh W MOdHOMOuMs B oOjactu OT 1us  paboraromux
ornpeaenensl B CTY 04 - 2014 «Pecypchl, 00sS3aHHOCTH, OTBETCTBEHHOCTb U
MIOJTHOMOYHST».

4 O0uIue MoJoKeHus

O6mas mokymenTarus no OT BkirouaeT B ceds makeT JokymeHToB o CYOT,
MHCTPYKLIMU II0 OXpPaHE TPYJA, IOJIOKEHUS O CTPYKTYPHBIX IOIAPA3ACICHUSX,
JOJDKHOCTHbIE M paboyre HMHCTPYKUUHU, TEXHOJOTUYECKYI0, JOKYMEHTALHUIO,
OpraHU3alMOHHO-PaCOPAIUTENbHBIE TOKYMEHTHL, 3anmucu CYOT.

JlokymeHTanus J0JKHA ObITh B MUHUMAJIbHOM O0OBEME, TIOCTATOYHOM ISl €€
pe3yNbTAaTUBHOIO MCIOJIb30BaHUsA. JJOKyMeHTalMsl JOJIKHA ObITh UATAEMOM, JIETKO
UACHTU(DULMPYEMOI, CONTPOBOXKIATHCS yKa3aHUEM JaThl BBEJICHUS B JCHCTBUE U
cpoka neiictBusl. JlokyMeHTalus JOJIKHA XPAHUTHCS B YUTEHHOU (pOpME B TE€UECHUE
YCTAHOBJICHHOT'O CPOKA.

K BHemHelr  gokymeHtanuu 1o OT  oTHocHUTCS — JOKYMEHTAIus,
pernamentupoBandas CTY 03 - 2014 «3akoHopaTenbHbIe U APYrUe TPEOOBAHUS
OpPraHU3alMOHHO-PACIIOPAINATENIbHAS ~ JOKYMEHTAlUsl  OpPraHOB  yIPaBJICHUS,
pPaCIOPSAAUTENBHBIX U UCIIOJTHUTEIBHBIX OPTraHOB.

K BHyTpeHHEW NOKyMEHTallMM OTHOCATCA makeT JokymeHToB no CYOT,
IPOTPaMMbl, HHCTPYKUWH U MOJIOKEHUS.

JIokyMeHTanus nmpeaHa3sHayeHa JUisi BHYTPEHHErO IMOJb30BAHKUS U HE MOXKET
OBITh pacripocTpaHeHa 0e3 pa3pelleHus pyKOBOJICTBA YHUBEPCUTETA.

K moxymentammu CYOT otHocsatcs Ilomutuka B o6mactu OT, Ilporpamma
ynpasnenust OT, PykoBoactBo no CYOT, CTY wu 3anucu no CYOT.

Ilepeuenp noxkymMeHTOB M 3anuced 1o Bompocam OT ompenensercs B
yHUBEpCUTETE U (POPMUPYETCS B 3aBUCHUMOCTH OT CHEUU(PUKH JEATEILHOCTH B
coorBeTcTBUM ¢ llpuiioxkennem A CTVY 11-2014 «M3mepenue pe3yIbTaTUBHOCTH U
MOHHUTOPUHT. OLIEHKA COOTBETCTBUS.

OcHoBHast (opma XpaHeHHS AOKYMEHTAUW — OYMaXKHbIMI HOCHUTENb C
00s13aTeNbHBIM PE3EPBUPOBAHMEM Ha JIIEKTPOHHOM HOCHUTENE, TOUIMHHUKU
KOTOPBIX XpaHATCS B COOTBETCTBMM C TpeOoBaHusMu «llepedHsi THUIIOBBIX
nokymMmeHToB HamwmonansHoro apxuBHOro ¢ouma PecmyOnuku bemapyces,
0o0pa3yloluxcs B MPOLECCe NESITEIbHOCTH TOCYAapCTBEHHBIX OPraHOB, WHBIX
OpraHHu3aldii ¥ WHIUBUAYAIbHBIX NPEANPUHUMATENEH, C YKa3aHUEM CPOKOB
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XpaHeHus», yTBepxkaeHHOTO [locTtaHoBneHmemM  MuHHCTEPCTBA  FOCTHITUU
Pecryommmku benapyce ot 24.05.2012 r. Ne 140.

5 lokymentanuss CYOT

YHHUBEpPCUTET YCTaHABIMBAET M TOJJECPKUBACT B pabouyeM COCTOSHUU
npoueaypsl ynpasienus njokymentanueit CYOT, piist o0ecnieueHus ux:

— TIOUCKa;

— MEpPUOJMYECKOr0 aHauM3a, IEepecMoTpa, akTyanu3auuu (o mepe
HEOOXOAMMOCTH) W TOATBEPXKIEHUS  AJCKBAaTHOCTH  YIOJHOMOYEHHBIM
MIEPCOHAJIOM;

— HaIW4Yus M JOCTYIMHOCTH B MECTax MPOBEACHUS pabOT, BaXHBIX IS
s dextuBHOrO PyHKIIMOHUpOBaHusA CYOT;

— WU3BATUS YCTAPEBIIUX JIOKYMEHTOB C II€JIbIO TPEAOTBpAICHUS UX
HETpeTHAMEPEHHOTO UCTIOJIb30BaHMS;

— uAeHTUPUKAIUU JIOOBIX YCTapeBIIMX JOKYMEHTOB, COXPaHSEMBIX s
IOPUIMYECKUX U (MIIM) apXUBHBIX LEIEH.

5.1 PykoBoacTBO U J0KyMeHTHPOBaHHbIe npoueaypsl CYOT

PyxoBoactBo 151 JIOKYMEHTUPOBAHHBIC MPOLIEYPBI SABJIAIOTCSA
ocHoBonoararoruMu JokymeHTamu CYOT, HeoOXOMUMBIMH ISl €€ ONMHMCAHUS U
noAAep>KaHus B pab0deM COCTOSHUH.

5.2 Mopsgok pa3paborkum u odopmiieHHsi MPoeKTOB PykoBoacTBa u
HOKYMEHTHPOBaHHBIX nmpouexyp no CYOT

COT ynHuBepcuTeTa OCYIIECTBISICT Pa3pabOTKy ¥ OQOpMIICHUE IMPOEKTOB
PykoBoactBa no CYOT u CTY, ux BU3MpOBaHHE W HAIPABICHUE NJI1 aHAIN3A,
3aMe4aHui U npennoxenud pykopoaurtensim CII.

PexkTtop yHHMBepcuTeTa paccMaTpuUBaeT 3aMe4yaHUs U NPEAJIOKEHHS K
BBIIIIEHA3BAHHBIM MPOEKTaM, TPUHUMAET OKOHYATEILHOE PEIIEHNE U BBOJIUT UX B
NercTBUe NprKazoM, nojarotoriaeHHbM COT.

[Mlongmuuuukyu PykoBojcTBa W JOKyMeHTHpoOBaHHbIX mporenyp CYOT
xpanstes B COT.

[Ipu paspabotke u odopmieHuu PykoBomcTBa M JOKyMEHTHPOBAHHBIX
nporeayp CYOT npumensirorcs TpedoBanms, uznoxennsie B TKII 1.5-2004.

5.3 IlepecMOTp W BHeCeHMe HM3MEHEHMH B JOKYMEHTHPOBAHHBIEC
npoueaypst CYOT
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[TepecmoTp noxkymenTrupoBaHHbIx npouenyp CYOT ocymectBisiercs COT mo
Mepe HE0OXOIMMOCTH B TIJIAHOBOM ITOPSIJIKE.

BHecenne wu3MeHeHHMI B JOKyMEHTHpoBaHHble Tmpouenypsl CYOT
aQHAJIOTUYHO  TOPSAKY HMX  pa3paboOTKu ®W  yTBepXKIeHHsA.  V3MmeHeHus
OCYILIECTBIISIOTCS 3aMEHOM HEOOXOJMMBIX JINCTOB, PErHUCTpalluedl W3MEHCHHH,
yTBEPXKAAIOTCA pekTopoM YyHUBepcuTera u joBoasaTrcs COT 1o cBeaeHus
pykoBoautesnieir CII, 00s3aHHBIX 03HAKOMUTH PaOOTAIONIMX C HOBOM peAakiuei
JOKYMEHTUPOBAHHBIX MPOLELYD.

6 Ynpapiaenue nokymenranuein CYOT

VYupasnenuto nokyMentanuen CYOT noanexar:

— [lonuTrka B 001aCTH yIpaBieHUs OXpaHOU TPYyAa;

— 1LIeJIM ¥ IporpamMMbl B oostactu ynpasienust OT;

— PyxoBoacteo no CYOT;

- CTY;

— JIOKYMEHTBI, HEOOXOAMMBIE JJIsI OpTraHU3AlMKU U YIpaBICHUS MPOIEeccaMu

(TH, TY, NOT);

— 3aIKCH.

VYrhpapieHuro  TOABEPraroTcs IMOJJIMHHUKA W KONUU  JIOKYMEHTOB,
HE3aBUCUMO OT BUJIa HOCUTENS (OyMaXKHbBIN, SJIEKTPOHHBIN ).

HesarenbHoCTh 10 yripaBieHuto gokymentanuein CYOT cocTout us:

— pa3paboTKu, KOTOpasi BKJIIOYAET: ONpeeieHINE TOTPEOHOCTH B pa3padoTKe
JOKyMEHTa; TUIAHHUPOBAaHHWE pPa3pabOTKu [TOKyMEHTa; pa3paboTKy MpoeKTa
JOKYMEHTA; COTJIaCOBAHME MPOEKTa JOKYMEHTA; MPOBEPKY MPOEKTa JOKYMEHTa Ha
aJICKBaTHOCTb; YTBEPKIeHUE (TTOAMUCAHUE);

—  BHEIPEHMs, KOTOpO€  BKJIKOYAET:  PErUCTpaldi0  JIOKYMEHTA;
TUPAKUPOBAHUE JOKYMEHTA; YUY€T U PACCHUIKY B CTPYKTYpHBIE MOJApPA3JCICHNUS;
M3YUYCHHE JJOKYMEHTA MOJIb30BaTEIISIMU; BBIOJHEHUE TPeOOBaHUN JTOKYMEHTA;

— aHaju3a W aKTyajJu3alluy, BKJIIOYAIONIUX: aHAJu3 JIOKYMEHTA; KOHTPOJb
BBITIOJTHEHHST TPEOOBAHUN JOKYMEHTA; aKTyalu3alfio, MEePEeCMOTp WU OTMEHY
JTIOKyMEHTA; UASHTU(DUKAITNIO BEPCHUH (PEIaKIHii) TOKYMEHTA;

— XpaHEHUsI M U3BATUSA, BKIIOYAIOIIUX: YYE€T B MECTaX MOJIb30BaHUS
JOKYMEHTOB; XpaHCHUE;, W3BSATHE W3 OOpalleHUs, apXUBUPOBAHUE, CIIHCAHUE
(YHUUYTOXXEHHE);

— CHUCTCMbI KOHTPOJIA 3a ACATCIbHOCTBIO II0 YIIPABJICHUIO I[OKYMGHTEII_II/ICI\/}I
CYOT.

M3menenne No JomkHOCTD dUO IToamuce Jlara Crp.
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YnpasieHue BHEIIHUMU JOKYMEHTAMH BKJIFOUAET BBIMOJHEHUE BHEAPEHUS,
aHaJIM3a U aKTyalW3alld, XPAaHEHUs U U3BATHS, KOHTPOJIA 32 AEATEIbHOCTBIO 1O
VIIPABJICHUIO 3TOW JOKYMEHTAIIUEH.

YnpasineHue  BHYTPEHHUMH  JIOKYMEHTAaMH  BKJIFOYA€T  BBINOJHEHUE
pa3pabOTKU, BHEAPEHHWSA, aHalu3a M aKTyalu3alud, XpaHEHUsT W U3bITHS,
KOHTPOJIS 32 IESITENBHOCTHIO IO yrpaBieHuto fokyMeHTanuen CYOT.

Pa3paGotka, odopmienne uHCcTpykuuii mno OT npousBogutTcs B
COOTBETCTBUU C TPEOOBAHUSIMU JACHCTBYIOLIEIO HOPMATUBHO — MPABOBOT0 aKTa.

Pazpabotka u odopmiieHHE JIOKYMEHTOB B  3JICKTPOHHOM  BHJIE
ocymectBisiercs ¢ yderom TpeboBanuit CTb 1221-2000 «JlokyMeHTHI
aNeKTpoHHbIE. [IpaBuia BbINOMHEHUS, 0OpAILlEHUs] U XPAaHEHUSD).

6.1 YnpasiaeHue 10KyMEHTAMM B CTPYKTYPHBIX IOAPa3AeJIeHUAX

COT ob6ecneunBaer CII HOpMaTUBHBIMU MTPaBOBbIMU akTamu B obnactu OT
Ha OCHOBaHUU YTBEPKJAEHHOTO PeecTpa ¢ o0s3aTeNnbHON perucTpaiueii B )KypHaie
BBIJIaYM JJOKyYMeHTaluu B nojapasaencuus ([Ipunokenue A).

B cimyuyae yTBEp:KICHUSA HOBBIX WIM BHECEHHUS WU3MEHEHUM, NOIOJHEHUN B
HITA, THIIA B o6mnactu OT, orHocsmuxcsa k npesrenpHoctd CII, COT roToBut
NPOEKT NpUKa3a O BBEJACHUUM B JICUCTBUE M BHEAPEHUU BBIIMIEHA3BAHHBIX
JIOKYMEHTOB (M3MEHEHUM, IOTIOJJHEHUU K HUM).

PykoBogutenu CII dhopmupyroT nepedenb nokymeHToB U 3ammceit CYOT
CTPYKTYpHOTO TmoapaznenieHust (nanee — IlepedyeHb), KOTOpBIM yTBEpKIaeTCs
pekropom yHuBepcuteTa (IIpuioxkenue B).

Axtyanmuzanus [lepeuns B CII ocyiecTBisieTcs HA OCHOBaHUM MH(popMaliuu,
nonydenHou ot COT.

PykoBoautens CII HeceT OTBETCTBEHHOCTh 3a YNPABJIEHUE IOKYMEHTAMH B
CBOEM TMOJpPA3JCICHUN W JIOBEJIEHHE TPeOOBAaHMIM 3aKOHOJATEIbHBIX aKTOB H
npyrux tpeboBanuii B obmactu OT mo cBeaeHus: paOOTHUKOB MOJpa3eicHus,
NyTeEM WHAWBHUAYAJIHOTO O3HAKOMJICHHMS, TPYIIOBOTO WA CaMOCTOSITEIbHOTO
oOyueHusl, 1o pPe3yabTaTaM KOTOPOT0 OCYIIECTBISICTCS 00s13aTeIbHOE 3aMOJTHEHNE
JIMCTAa O3HAKOMJICHUS.

Buecenue namenenuii B neictpyromyo qokymenramuio CYOT npoBoautes:

— MIPY U3MEHEHUU 3aKOHOJATEIbHBIX U APYTUX TPEOOBAHUI;

— TIPY U3MEHEHHH TMOPSIKA CYIIECTBYIONINX AJITOPUTMOB 1 METOJIOB PaOOTHI;

— M0 pe3yJbTaTaM MPOBOAUMBIX BHYTpeHHUX ayautoB CYOT;

—I10 pe3yJbTaTaM aHAJIN3a CO CTOPOHBI BBICIIETO PYKOBOJCTBA;

— IIPU OCYIIECTBIECHUH KOHTPOJIBHON U HAJ30PHOMU JEATEIIBHOCTH.

M3menenne No JomkHOCTD dUO IToamuce Jlara Crp.
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OTBETCTBEHHOCTh 3a HM3BIATHE U YHHUUYTOKCHUC YCTAPCBIONUX IJOKYMCHTOB

HecyT COT u pykoBoautenu CII.

3menenne Ne

JlomKkHOCTD

OUO

Iloamuce

Jlara

Crp.
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IIpuioxkenue A

dopmMa KypHaJa BbIIa4H JOKYMEHTAIUN B MOApa3aejeHus
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Ipunoxenue b

YTBEPX/IAIO

Pexrop YO»I'pI'MVY», nmpodeccop
B.A.CHexunkum

« » 2014r.

Ilepeyenn

HOKYMEHTOB M 3allicell cucTeMbl ynpaBjieHus oxpanoi tpyaa (CYOT)
CTPYKTYPHOI0 MOJApa3/ie1eHus

1. [lonuTnKa yHUBEpCUTETA B 00JIACTU OXPAHBI TPY/IbI.

2. KapTsl onacHocTel U pUCKOB (KOIIUN).

3. Konus rpaduka npoBeaenust BuyrpeHsero ayauta CYOT.

4. 11nan npoBeECHUS] BHYTPEHHETO ayIUTa CTPYKTYPHOTO MOAPA3IEICHUS.

5. Komnust KOHTpOJIBHOTO JTUCTA ¢ KOHTPOJIbHBIMH BOIIPOCAMM.

6. [IpoTOKO0JIBI HECOOTBETCTBUM (IIPU HAIMYWU HECOOTBETCTBUM ).

/.3aKOHOJATENbHbIE W JpYrMe HOPMAaTHBHBIE IIPABOBBIE JOKYMEHTHI,

perjiaMeHTUPYIOILIUE ACSTENbHOCTh JAHHOTO CTPYKTYPHOIO MOAPA3ACIICHUS

no Boripocam OT.

8. JlokanbHbIE HOPMATHUBHBIC MPABOBBIE TOKYMEHTHI MO BOIPOCAM OXPaHbI

TpyJa:

8.1 mepeueHb UHCTPYKIIUH 110 OXpaHE TPY/a, NIEUCTBYIOIINX B CTPYKTYPHOM

MOoApa3/IeICHUH;

8.2 MHCTPYKIIMHU TI0 OXpaHe TPpyJa B COOTBETCTBUU C TIEPEUHEM;

8.3 BbIKMCKAa HU3 TIEPEUYHS CPEJCTB WHIAMBHUAYAJTbHOW 3alUThI, KOTOPHIC

PEAYyCMOTPEHBI JIJIsl BbIJIaud pabOTHUKAM CTPYKTYPHOTO MMOJIpa3/IeIICHHUS.

9. 3anucu:

9.1 nuYHBIE KAPTOUKHU y4ueTa BbIJAYH CPEJCTB MHIWBHUAYATHHOM 3aIUTHI,

MIPOTOKOJIbI, aKThI, MPENUCAHUS, OTYETHI U JIP.;

9.2 »ypHas NpoBeACHUS UHCTPYKTAXKEH;

9.3 )XypHai MpoBEeACHUS HHCTPYKTAXEH I10 MOKAPHOH OE30IMacHOCTH;

9.3 JxypHaJ eXXEeMECSIUHOTO KOHTPOJISI 32 COCTOSIHUEM OXPaHbI TPY/a.

9.4 xypHan yyera 3aHITHH IO OXpaHe Tpyaa (s TOAPA3JACICHUN C

JTOJDKHOCTSIMU Pa0OT MOBBIIIIEHHON OMACHOCTH).

10 BemoMOCTH IPUHATHS 3a4eTa MO MOKapHOH 0€30TaCHOCTH.

11.Konuu npuka3oB, pacropsiKeHuil, ciry»ke0Hbix 3anucok mno OT.

HavanbHuk Gropo oxpaHsl Tpyaa JI.B.YepHsakoBckas
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