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O IMOAPA3IEJIEHUHN

OcHoBHBIE 337241 OT/IeNa:
* perucTpanus MoCTynarouMX 1Mo IEKTPOHHOHN MOYTe U cailTe
«O0parnieHus.6em» IpenIoKeHN, 3asIBJICHUHN 1 5Kallod rpak/iaH U KOHTPOJb 32
cOOJII0JIEHHEM CPOKOB Ha MX pa3pelieHue;
* mpueM, o0paboTKa CIaHHBIX JIe] B apXUB, JUIUIOMHBIX U KYPCOBBIX paboT U
JIPYTUX TOKYMEHTOB, OPraHU3aIMs UX XPAHEHUS;
* IpuéM, perucTpalus, OTIpaBka B TOCYapCTBEHHbIE OPTaHbl, BHIIIIECTOSIIINE
OpraHu3aliu, MPEANPUATHS 10 CUCTEME MEXKBEJOMCTBEHHOTO
JTOKyMEHTaIMoHHOro obopoTa (nanee-CMJ10);
* IpuéM, PETUCTpAIIUS U PACChUIKA B CTPYKTYpHBIE noapazaenenus BHTY no
CM/IO noctynaroimeid NMCbMEHHOW KOPPECTIOHAEHIINH, KOHTPOJIb 3a
cOOJII0JIEHHEM CPOKOB Ha MX WCIIOJIHEHHE;
* pErucTpalus U pacchlika MPUKa30B MO CTPYKTYpHBIM nojapasaenenusm bHTY
no CMJIO nsist 03HaKOMJICHHUS U UCTIOTHEHHUS;
* IOATOTOBKA U BbIJ]a4a CIIPABOK I10 JIMIIEBBIM cueTaM it 0(hOpMIICHHUSI TIEHCHH;
* ONEPATUBHBIN MPUEM U OTIPABIICHHUE IMUCEM U COOOIIEHUH B TIpeiesiax
Pecnybnuku benapyce u 3a pyoex;
* MIOATOTOBKA U BbIJja4a apXUBHBIX CIIPABOK:

- 0 TOJ1aX y4€OBbI,

- O TPYJIOBOM, TEJarOTHYECKOM U HAYYHOM CTaXKaXx,

- 0 3apaboOTHOM TUIaTe JUIsl HauuchneHus neucuu O-1,

- 0 3apabOTHOM TUIAaTEe JJIsl IOJYYEeHUSI KPEIUTOB, CCy1 B OaHKaX,

- 0 IOYaCOBOI Harpy3Ke, COBMECTUTEIILCTBE.



ABOUT THE DIVISION

The main tasks of the department are:
» registration of incoming applications by e-mail and the website
"Appeals.white" offers, applications and complaints from citizens and
monitoring compliance with deadlines for their resolution;
* reception, processing of submitted files in the archive, graduation and
term papers and other documents, organization of their storage;
* reception, registration, and dispatch to government agencies, higher-level
organizations, and enterprises under the interdepartmental documentation
management system (hereinafter referred to as the IMR);
* receiving, registering and mailing incoming written correspondence to the
structural divisions of the BNTU according to the SMDO, monitoring
compliance with deadlines for their execution;
» registration and distribution of orders to the structural divisions of the
BNTU in accordance with the SMDO for review and execution;
» preparation and issuance of certificates on personal accounts for pension
registration;
 prompt reception and dispatch of letters and messages within the Republic
of Belarus and abroad;
» preparation and issuance of archival certificates:
- on the years of study,
- on work, teaching and scientific experience,

- about the salary for calculating the F-1 pension,
- about the salary for obtaining loans, loans from banks,
- about the hourly workload, part-time work.
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ITpowmr:

XpaHeHUE LIEHHBIX JOKYMEHTOB, 00pa00TKa 3asBOK, Kajlo0,
MpeAJIOKEHNU N, MUChbMEHHAs KOPPECTIOHACHIIUS, IPUEM U
OTIPABJICHUE TTUCEM B MpeJieTiaX CTPaHbI U 3a pyOeiK,
MOATOTOBKA U BbIJIaua apXUBHBIX CIPABOK
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Promt:

Storage of valuable documents, processing of applications,
complaints, proposals, written correspondence, receiving and
sending letters within the country and abroad, preparation and
issuance of archival certificates
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