PEDOEPAT
3emusinuk Enena BanepbeBHa

JIOKyMEHTHUPOBAHHE EATEIBHOCTH U ApXUBHOE XPAaHEHUE JOKYMEHTOB YUPEKACHUS
o0Opa3oBaHust «K MUHCKHI TOCYIapCTBEHHBIN KOJUIEK cPepbl 00CTyKUBAHUS»

O6beM OUIIIOMHON pabOTHI 73 CTpaHUIBI, 73 UCTOYHHUKA, IPUIIOKECHHUS.

KiroueBble cioBa: JTOKYMEHTHPOBAHHUE, JEJIONPOU3BOJCTBO, YUPEKICHUE
oOpazoBanusi, popMHpOBaHHE JIE]T, APXUB, XPAaHEHHE TOKYMEHTOB, HHCTPYKIIHSL.

JurnnomHas paboTa COCTOUT W3 BBEJCHHUS, OCHOBHOM YacTH, BKIIOYAIONICH
YEThIpE IJ1aBbl, 3aKIIOYEHUS, CIIMUCKA HUCIIOIb30BAHHBIX MCTOYHUKOB U JINTEPATYpHI,
MIPUIIOKECHUM.

AKTyanbHOCTh BBIOOpAa TEMbI JTUIUIOM pPabOThl OOyCIOBJIEHAa TEM, 4YTO B
COBPEMEHHBIX  YCIOBHMSX  JOCTaTOYHO YETKO  MPOCIEKHUBACTCS  BAXKHOCTh
OpraHu3alid JOKYMEHTHPOBAaHUS JEATENbHOCTU NPEANPUATHNA, B TOM YHCIIE
y4eOHBIX 3aBEJICHUM, ONEPATUBHOIO U APXMBHOI'O XPAHEHUS TOKYMEHTOB.

['11aBHOM LENBI0 YUPEKIECHUM CPETHETO CIENATBLHOTO 00pa30BaHUS SBIISIETCS
MOJATOTOBKAa BOCTPEOOBAaHHBIX, KBATM(PUIUPOBAHHBIX M KOHKYPEHTOCIOCOOHBIX
KaJpoB. PBIHOK TpyJa NOCTOSHHO MEHSETCS, U Yy4deOHblEe 3aBEICHHS JOJKHBI
NPaBUJIBHO OPraHU30BBIBaTh CBOKO PalbOTy, YTOOBI KA4eCTBEHHO OCYILECTBIATH
MOJTOTOBKY BOCTPEOOBAaHHBIX CHEIUANIKMCTOB. JlOKyMEHTauus B U3HH Y4EOHOTO
3aBEJICHUS] UTPAeT OJIHY M3 TJABHBIX pOJIei, a y4eOHON NOKyMEHTAalUUU OTBOJMTCS
BakHOe MecTo. Llenp numniaomMHONM paboThl — BbIpAOOTKA pPEKOMEHAAIM 110
COBEPILIECHCTBOBAHUIO PAOOTHI C JIOKYMEHTAMH W HX apXMBHOMY XpPaHECHHUIO B
yupexaeHun oOpa3oBaHus «MUHCKUH TOCYJAapCTBEHHbIM KOJUIEIXK  chepsl
00CITy>KUBAHUS».

JIist TOCTHKEHUS 1€ ObLIM MOCTAaBJIEHBI CASAYIOIINE 3a1a4u:

- OIPEACNIUTh CTENEHb Pa3padOTKU JAHHON TEMaTUKU B UCTOpUOTpaduu U ee
00CCIICYCHHOCTh NCTOYHUKAMM;

- OMNpEJENUTh OCOOEHHOCTH CTPYKTYpPbl M JACSTEIbHOCTH YUYPEXKICHUS
oOpa3oBaHus « MUHCKHI rOCYTapCTBEHHBIN KOJIEIXK cPepbl OOCTYKUBAHUSY;

- BBIIBUTh OCOOEHHOCTH (DOPMUPOBAHUS U XPAHEHUS A€ B KOJUIEIKE;

- 000CHOBaTh PEKOMEHJALMH [0 COBEPUICHCTBOBAHUIO MOATOTOBKU €N K
nepeaaye Ha XpaHEHUE U apXUBHOMY JI€NTy B KOJIEIKE.

OOBEKTOM HCCIIeIOBaHUSl SIBJIIETCA — OpraHu3auus JeJOoNpOU3BOACTBA U
apXMBHOTO Jiefla B CpPEIHUX CIEUUATBHBIX Y4YEOHBIX 3aBeAeHUsX. lIpenMerom
UCCJIEIOBAHMS BBICTYNAIOT OCOOCHHOCTH (OPMHPOBAHUA JI€1 M HUX apXUBHOIO
XpaHEHHUs] B  YUpEXKJIEHUU oOpa3zoBaHus «MHUHCKHNA TOCYAAPCTBEHHBIA KOJUIEIK
chepbl 00CITyKUBAHUS.



POOEPAT
3samsHik Anena Banep’eyna

JlakyMmeHI1ipaBaHHe J3€iHact 1 apXiyHae 3X0yBaHHE JaKyMEHTay YCTaHOBBI
agykanbl « MIHCKI I3IpKayHbI KajeHk cheprl adCIyroyBaHHI»

A6’ &M mpITIIIOMHAM Tpariel — 73 CTApOHKIi, 73 KPBIHIIBL, JaAaTKi.

KitrouaBbist clioBbl — akyMeHIlIpaBaHHE, CIIPaBaBOJICTBA, YCTAHOBA aTyKallbli,
dbapmipaBanHe crpay, apxiy, 3axaBaHHE, IHCTPYKIIBIA.

JlpimmoMHas paboTa CKJIajgaelia 3 YBOJ31H, aCHOYHall 4YacTKi, sKas Mae
YaTBIPHI TJIaBbI, 3aKITIOYIHHS, CITiCa BEIKAPBICTAHBIX KPBIHIII 1 JTITAPATypPHl, AaAaTKay.

AKTyanpHacup BbIOApPY TAMBI ABIIJIOMHA padOThl 0OyMOYJ€Ha ThIM, IITO Y
Cy4YacCHBIX yMOBaXx JAacTaTKOBa BbIpa3Ha MpaayrJieKBacllla BaXXHACUb apraHi3albli
JAKyMEHLIIpaBaHHs A3E€WHACLI NPAINPhIEMCTBAY, Y ThIM JIIKY HaBy4aJbHbIX YCTaHOY,
ameparblyHara 1 apxiyHara 3axaBaHHs JaKyMEHTay.

lanoyHail M3Taii yCcTaHOY CAp3OHANM CHEUbUIbHAN aayKaubll 3’syisernia
NaJpbIXTOYKa 3amarpadaBaHbIX, KBall(piKaBaHbIX 1 KAaHKYPIHTA3[OJbHBIX Kajpay.
PeiHak mpambl  ¥Bech 4Yac MsHsAEHLA 1 HaBYYaJIbHbIA YCTAaHOBBI IABIHHBI
IpaBUIbHAAPTraHI30yBallb CBAal0 IMpaly, Kad SKAacHa OXKBIIAYISIb HOAPBIXTOYKY
3amarpabaBaHbIX cHelpiuiicTay. JIoOKyMeHTalbld ¥ KbILII HaBy4YalbHall yCTaHOBBI
BBIKOHBAE a/IHY 3 TAJIOYHBIX POy, a BydysOHAW JaKyMEeHTalbll aABOJA31IIA BaKaHE
Meciia. MaTa apimiioMHai paboThl — BhITIpallaBaHHE pIKaMeHIallbli 1ma JacKaHaJIeHH1
mpaibl 3 JaKyMeHTami 1 1X apxiyHara 3axOyBaHHS Ba YCTaHOBE aaykallbll «MiHCKi
T3SIpKAYHBI KaJIeK chepbl aOCITyTrOYBaAHHSI.

JUist nacsirHeHHs mnacTayjieHall MAThl HeaOXOJHA BBIPAIIBIIL HACTYIHBISA
3aJ1aybl;

- BBI3HAYBILIb CTYIIEHb pacHpaloyKi Jaa3eHail TAOMaThIKl ¥ ricTpeisarpadii 1 se
3a0screyaHaclb KpbIHILAMI;

- BbI3HAUBIb acaliiBacli CTPYKTYpbl 1 J3€WHACIl YCTaHOBBI aAyKallbli
«MiHCK1 a3apxKayHbl Kajaemk chepbl abCIyroyBaHHs»;

- BBIABIIb acabuiBaciyl ¢papMipaBaHHs 1 3aX0YBaHHS CIpay y KaJlekKbl;

- alrpyHTraBallb pIKaMeHJalbll Mo VAacKaHaJeHH! MaJpbIXTOYKI crpay na
nepajiayubl Ha 3aX0YBaHHE 1 apXiyHal CIpaBbl ¥ KaJIEHKbI.

AOG’ekTam gacieaaBaHHs 3’ AyIsella — apraHizalbls CpaBaBoICTBA 1 apXiyHai
COpaBbl y CSAPAAHIX CHEIISJIBHBIX HaBy4YalbHBIX ycTaHoBax. IIpagmeram
JacienaBaHHsl BBICTYMarolb acaliiBacll (QapmipaBaHHS chpay 1 1X apxiBHae
3aXaBaHHE Ba YCTaHOBe ajaykKaiblll «MIHCKI J3sipKayHbl KajlemlXk cdepsl
abCIIyrOyBaHHS».



ABSTRACT
Ziamlianik Elena Valeryevna

Documenting the Activities and Archiving the Documents in the Educational
Institution ‘Minsk State College of Service’

Thesis volume: 73 pages, 73 literature sources, enclosures.

Key words: documenting, clerical work, archiving, educational institution,
filing, archives, document storage, instruction.

The Thesis consists of the introduction, the body; consisting of 4 chapters, the
conclusion, the list of literature sources, and the enclosures.

The relevance of the topic choice for this Thesis is stipulated by the importance
of proper documenting in all enterprises including educational institutions with
prompt document storage and archiving, which is clearly required in an ever-
modernizing society.

The main objective of secondary specialized educational institutions is to
develop, train and produce ‘in-demand’, skilled and competitive personnel. The labor
market is changing and the educational institutions should organize their work
correctly in order to prepare qualified specialists. Documentation in these institutions
plays one of the critical roles, and educational documentation takes a special place.
The objective of this Thesis is to make recommendations for improvement of
documenting and document storage in the educational institution ‘Minsk State
College of Service’.

The following tasks were put forward:

- to define the development level of the subject in Historiography and the
availability of literature on it;

- to define the features of the structure and the activities of the educational
institution ‘Minsk State College of Service’;

- to elicit the features of the clerical work and archiving in the college;

- to justify the recommendations for preparation of files for storage and
archiving in the college.

The objective of the study is the organization of the clerical work and archiving
in the secondary specialized institutions of education. The subjects of the study are
the file forming and their storage in the archives of the educational institution ‘Minsk
State College of Service’.



