noi Yrevpaun: Enuana

AOKYMEHTUPAHA LnnkoBeHCKa
MHO®OPMALINA Bepcwa 01 / 21.05.2020 r.

1.0UEN

[a YAOCTOBEPU, Y€ BCUYKHM .EleﬁHOCI'M, CBbpP3aHKM C npoueca no YynpaslieHue Ha
AOKyMeHTUpaHa uHdopMauna, ce NPoBeXAaT Mo KOHTPONIMPAH HAuWUH, B CbOTBETCTBUE C
M3uckBaHuaTa Ha ISO 9001:2015, ISO 14001:2015, ISO 45001:2018.

2.0 OBXBAT

Hacrosuwara npouedypa OnNMUCBa AEWHOCTUTE WM MNPaKTUKWMTE, KOWTO W3BbPLUBA Uenus
nepcoHan Ha AKAIEMUKA 2011 EAJ]l, BbB Bpb3Ka C ynpaBleHWe Ha AOKYMEHTauuaTa B
APYXecTBOTO.

3.0 OTTOBOPHOCTH

Bcekn cnyxuten B APYXECTBOTO € OTroBOPeH 3a CrasBaHe M U3Mb/IHEHWe Ha Tasu
npoueaypa npu paboTa C AOKYMeHTUpaHa uHgpopMauus.

PbKOBOAUTENAT HA APYXECTBOTO € OTTOBOPEH 3@ KOHTPONA MO U3MbAHEHUETO .
4.0 NPOUEAOAYPA

Bcuuku OOKYMEHTW, W3MON3BaHM OT OpraHusaumaTa ca onucaHu B O6LW pPeErncTop Ha
AOKYMEHTUTE.

4.1. BugoBe noKyMeHTUpaHa uHdbopmMaums:

e BbTpewHu AOKYMEHTW - Cb3[afe€HW B OpraHu3auMsaTa M CbAbpXallM npasuna 3a
cnasBaHe - [AOKyMeHTM oT WUCY, TEeXHUYECKM [OKYMEHTU, TbProBCKM [OKYMEHTH,
AOKYMEHTU 3a nepcoHana u Apyru;

e BbHWHW JOKYMEHTU — MONyYeHW B OpraHu3aumsTa — 3aKOHW, Hapeabw, cTaHaapTy,
AOKYMEHTU U AaHHMW OT KJIMEHTU, U AOCTaBYMLM, U APYIK;

e 3anucu - NpeacTaBnABaT AOKa3aTesiCTBO 38 CbOTBETCTBUE
4.2. ®opMaT Ha BbTPELWHWUTE JOKYMEHTH:
e ®opmaTt A4, 6barapcku esuk, wpndT Verdana. Coabpxar:
v' NIOroTO M MMETO Ha APYXEeCTBOTO
¥ HauMeHOBaHWEeTO Ha AOKYMEeHTa

v"  CbOTBETHOTO CbKpalleHue (ako uma Takosa): I 3a npoueaypute, PU 3a paboTHute
MHCTPYKUMK

v BepcuA - 3ano4ysaTt oT ‘1’ u HapacTBaT C eAMHWLA C BCAKA Cle[Balla peBusuns
v' pata, ogobpun
v’ CTpaHuua

e BbTpewHuTe AOKYMEHTU Ca HalMYHW U Ce CbXpaHABaT B eAuH eK3eMnnap B opuruHan
ot MNpencrasutens Ha PBKOBOACTBOTO

e 3a ocTraHanute CNyxuTenu, BbTpelwHUTe AOKYMEeHTUM Ca Ha/llM4HW B KaTo KONWA, Ha
xapTveH HocuTen. OTroBopeH 3a NoAdpbXKaTta Ha AKTYanHoOCTTa Ha AOOKYMEHTUTe e
Ynp.

e lIMeHaTa Ha dalinioBeTe B enekTpoHeH ¢opMaT CbBNaAaT C NocoyeHuTe obo3HayeHus.
4.3. CTpyKkTypa Ha npoueaypute U paboTHUTE MHCTPYKLMUK:

e LUen

O6xeart
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e OTroBOpHOCTH

» [poueaypa

4.4, CtpykTypa Ha dopmynapuTe:
¢ WmMe Ha dopmynsapa

s Bepcusa, garta

4.5, YnpaBneHue Ha BbTPeLlHW AOKYMEHTH

No HdenHocr OTroesopeH 3anuc CobxpaHeHue Cpok
1. | MNpeanoxeHue 3a Bcekn CeobopgHa EnexkTpoHHa [o cnegsauiara
Ccb3gaBsaHe [ Cnyxuten B ¢dopma no e- nowa peBu3ns Ha
W3MEHeHue Ha opraHusauus mail OOKYMEHTa WUn
[OKYMeHT Ta OTMEHSAHETO My
2. Mperneg Ha yne CeobogHa EnekTtpoHHa [o cneasauwarta
npeanoXXeHneTo dopma nowa peBusns Ha
OOKYMEeHTa unm
OTMEHSIHETO MY
3. Mpuemane / ynp Ceo6ogHa EnexkTpoHHa [o cnepsawiarta
OTkas dopma nowa peBU3MA Ha
AOKYMEHTa Unu
OTMEHSIHETO MY
4, PazpabotBaHe / yne Hos / Nanka ISO Jo cneasawara
WUaeHtuduumpaHe U3MeHeH 9001:2015, peBu3nAa Ha
LOOKYMEHT ISO AOKYMeHTa Unu
14001:2015, OTMEHSAHETO MY
1SO
45001:2018
— eNeKTpoHHa
M XapTueHa
Bl YTebpxaasaHe n | PbokosoguTen EnexTpoHHa EnekTpoHHa o cnepBawarta
pasnpocTpaHeHue Wunu nowia Ao nowia peBu3nsA Ha
VP BCUYKM DOKYMEeHTa unm
3auHTepecosa OTMEHSAHETO My
HM
CNYXUTENU
6. | MNpepnoxeHue 3a
OTMAHA Ha
CbLIECTBYBaALL CvrnacHo Toukun ot 1 o 5
LOKYMEHT
7 HesanuagHwu yrnpe CeobogHa M3TpuBaHe oT 10 roauHu
AOKYMEHTH hopma CbpBbpa 1
npeMecTBaHe
Ha
XapTUeHUTe
Takuea B
nanka
“HesanugHu
AOKYMEeHTU"”
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4.6. YnpaeneHue Ha BbHIWHU AOKYMEHTH

B nose4yeto cCny4yau, BbHWHUTE HOPMATMBHM  AOKYMEHTH, NPUIOXKUMM 33
opraHusauusTa ce rnon3BaT B €NeKTPOHEH BUJ OT BCUYKW 3aMHTEPECOBaHU CYXUTENN,
C AOCTBLN A0 cucTeMaTta. AKO B OpraHusauuaTa ce U3noN3BaT XapTUeHW Takuea, Te ce
noni3BaT C OpUrMHanNHara cu UAEHTUDUKaAUMA M Ce ONUCBaT OT AAMUHUCTPaATUBHUSA
otaen. CpokbT Ha cbxpaHeHue e Ao 10 roguHWM cnep OTMAHATa Ha [AOKYMEHTa.
YCTaHOBEHWTE  HOPMaTUBHM  M3UCKBaHMA, NPWIOXKUMM KbM  feliHOCTTa Ha
opraHuvsauuaTta, ce onuceaT oT YIP BbB dopmynap KonTekct M B QOueHka Ha
CbOTBETCTBUETO.

Cranpgaptv - cbxpaHasar ce oT YIP Ha eneKTpoHeH HOCUMTEN C NPaBO Ha YeTeHe B
nanka ISO. AKO “Ma npoMsiHa BbB BEpCUMATa Ha HAKOW CTaHAapT, MepcoHansT, A0
KOWTO TOW e pasnpocTpaHeH, ce yeBeaoMmsaBa oT YMP no enekTpoHHa nowia u uMm ce
u3npalla HoBaTa Bepcua Ha CraHAapTa. ToBa ce oTpazfABa OT AAMMHUCTPATUBHUSA
otaen.

MNpodecnoHanHa nutepatypa - u3bupa ce, ogobpsiBa ce W ce CbXpaHABa oOT
PokoBoguTens Ha [ApYyXecTBOTO. Pas3npocTpaHsiBa Ce€ OT HEero Ha CbOTBETHUTE
cny>xutenu. Toea ce oTpa3aea oT AOMWHWUCTPaTUBHWSA OTAEN.

Bxoaswa / wusxoAswa KOpPEeCcnoHAeHUMSs - W3BbpWIBA Ce M Ce noadbpXa OT
AaMuHucTpaTuBHUS oTaen. OT Hero ce AaBaT U BXOAALM / U3XOAALM HOMEPa.

4.7. CbxpaHeHune, apxusupaHe — B T. VI oT lNpaBunHMK 3a BbTPELHUA TPYAOB pes Ha
Akagemuka 2011 EAQ

4.8. 3anucu:

3anucuTe ce Cb3aaBsaT Mo BpeMe Ha M3MbJIHeHWe Ha npouecuTe. Te ce CbXpaHAaBaT, 3a
A2 nocnyxXar KaTto AOKa3aTesiCTBO 3a CbOTBETCTBME C M3UCKBaHUATA U 3a eUKACHOTO
[elCTB1e Ha cucTeMaTta 3a yrnpasneHue.

3anucute B OpraHusauusaTa Ce W3roTBAT 4Ype3 nonb/ABaHe Ha YTBbPAEHWU OT
PvkoBoguTena ¢GopMynspu WNM  4Ype3 M3roTBAHETO Ha 3anuc B cBobogHa
HepernameHTupaHa dopma. 3a 3anucute B cBoboaHa popMa ce ykasBa 3aAb/XKUTENHO
HaMMEeHOBAHMWETO Ha 3anuca v AaTtaTa Ha HeroBoTO Cb3AaBaHe.

O6uWKM M3MCKBaHKA 3a 3anucuTe:
v 3anucure Tpsabsa ga 6baaT YeTAUBU U NEeCHO naeHTUdUUMpyemMu

v' AKO 3anucuTe ca npesBedeHW OT ApPYr €3UK, Ce CbXpaHsABaT OPUTMHANTHUTE U
npeBedeHUTe 3anucu

v' 3anucute Tpabsa Aa 6bAaT noadbpXaHM MO HayuMH, no3BonsBaw eduKacHa
npocneguMmoct. Kbaeto e Bb3MOXHO, Tpsbea Aa 6baaT o3arnaBeHu, UHAEKCUPaHU,
CTPaHUpaHu 1 T.H.

v [ocTbmbT A0 3anucute TpsbeBa Aa 6bAe OpraHWyeH eAUHCTBEHO [0 nepcoHana Ha
opraHusauusaTa. Bb3MOXHO €, Ha KOHKPETEH K/MEHT, Npu NouWCKBaHe OT Herosa
CTpaHa 1 no peweHune Ha PbkoBoAUTENSA, Aa Ce NPefoCTaBAT UCKaHWTE 3anucK

v B cnyudail, ye e HeobxoauMo KOHKPETHU 3anucu aa 6baat nssageHun ot MACTOTO UM
Ha CbXpaHeHue, Ce npasu Konue Ha CbOTBETHUA 3aMNucC, B MACTOTO Ha CbXpaHeHue
Ce OCTaBa OpUruHanHuAa 3anuc U ce npeagasa KoONUeTo

v BCHYKK 3anuMcu ce cYMTaT 3a KOHduaeHUNaNHu

v 3anucute TpsabBa Aa Ce CbXPaHABAT Ha MACTO, KOETO He nossonssa 3aryba unu
noepeaa
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BuHaru, korato e Bb3MOXHO, TpAbBa Ja Ce CbXPaHABAT OPUrUHANHW 3anucu.
Konua ce cbxpaHssaT camMo B cnyuyail Ha 3aryba Ha OpuUrMHanHuTe Takuea. AKO
HAKOW 3anuc ce W3Baau OT MACTOTO My Ha CbXPaHEHME, Ce 3anucBa OT KOro Ha
KOro, 3awo v kora e 6un npeanageH 3anuca. ToBa ce 3anucBa Ha MACTOTO Ha
CbXpaHeHue Ha 3anuca

O6ukHoBEHO, 3anucuTe He Tpsbea da 6baaT NpoMeHaHu. B ciydail, ye ce okaxe,
ye 3anucuTe CbAbpXaT HeBsipHa UHGOPMaUMA NN MO HAKAKBLB CNyyail ce oKaxe,
ye TpabBa Aa 6bAaT KOpUrupaHu, KopekuusTa TpsabBa Aa Ce U3BbPLLUM MO NIeCHO
YeTUM M uAeHTUDUUMPYEM HA4YMH, Taka Ye [a MOXe fAa Ce BWOM KakeBa e
HanpaBeHaTa KOpeKUMsa, KakTo U Kora 1 OT KOro e HanpaseHa

YNpaeneHWeTo Ha 3arnucu Ha eNEeKTPOHEH HOCUTEN € CbLIOTO KaTo NMOCOYEeHOTO No-
rope

3anucuTe Ha enekTpoHeH HocuTen Tpabea Aa 6bAaT CbXpaHABaHU Ha 3alUMTEHO OT
HEeOTOpU3npaH A0CTbN MACTO. PeaoBHO TpabBa fa ce apxusupart

Bcuuku 3anucu ce CcbxpaHsaBaT 10 roanHW. Bb3MOXKHO € Aa ce CbXpaHsBaT U no-
ObNrO BpeMe, B CJly4aid, Ye ce Hanara oT 3aKOoHa UNu OT nNpeanasnueocT.
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