Pedepat nuniioMmHoii padoTbl
KoporkoBa Upuna BukropoBHa

Opranusanus JeJJONPOU3BOACTBA B 00IIUX CPeAHUX YUeOHBIX 3aBeJeHUAX (10
marepuasaM I'YO «Cpennsisa mkosia Ne3 r.KaaunkoBuum»)

Junnomuas pabora coctout u3 105 crpanutl (u3 Hux - 44 npunoxenus), 104
VCTOYHUKOB, 4 IIPUIIOKEHUH, 2 CXEM, 2 PUCYHKOB, | AuarpaMmel.

KiaroueBble cJjioBa: [1€0NPOU3BOJICTBO, CEKpPETapb, COBEPIICHCTBOBAHUE,
3 PEeKTUBHOCTD, MPUKA3bl, JOKYMEHTAIIMOHHOE O0eclieueHue, npasuia ohopmMIeHus,
HOPMAaTHUBHBIC MMPABOBBIC AKTHI, TOKYMEHTHI, IEPCOHAJI, PAOOTHUK.

O0bekT [AUILVIOMHOW PpadoThl - JOKYMEHTAIMOHHOE OOecCIeueHue
NEeSATENbHOCTH OOIIUX CPEIHUX YUEOHBIX 3aBEACHUI.

IIpeamer ucciaen0BaHusl - OCHOBHOE JIEJIONPOU3BOACTBO U IOKYMEHTOOOOPOT
yupexienus oopazoanus «Cpennss mkosna Ne3 r.KanuakoBuum.

Leas paGoTbl — paccCMOTPETh OPraHU3AIMIO JEJIONPOU3BOJCTBA B OOIIMUX
CpeaHuX YueOHBIX 3aBEACHUAX, II0Ka3aThb HEOOXOAMMOCTh MOCTYHaTEIbHOTO
nepexoAa Ha SJEKTPOHHBIM JTOKYMEHTOOOOPOT B WIKOJE JJIsl YAOBIETBOPEHUS
COBPEMEHHBIM (U MEPCTICKTUBHBIM) MPUHITUTIAM YIIPABIICHHUS.

JIns goCTHKeHUsl lLefied JUIUIOMHOM pabOThl HUCMOIB30BAIUCH CIEIYIOIINE
METOAbl HAYYHOI0 HCCIAeA0BAHMS: HCTOPUKO-TEHETUUECKUU, (popManbHO-
IOpUJINYECKUH, CPAaBHUTEIILHO-TIPABOBOM, METOA cOOpa COIMOJIOTUYECKUX JTAHHBIX
(mabmromenue, Oecena); aHalnu3, CHHTE3, METOAbI CUCTEMHOTO MOIX0/Ia.

HccnaenoBanusi U pa3padoTKW: NpPOAHAIU3UPOBAH IMPOILIECC CTAHOBJICHUS
3aKOHOJATEHHBIX UHUITMATUB O MpaBWiIaX padoThl ¢ OQUIIMATBHBIMU JOKYMEHTAMHU
B PecniyOnuke benapych B perpocrniektuBe ¢ 1991 r. mo 2015 r.; nmpoaHaqu3upoBaHo
nenonpou3BoAcTBO B ['YO «Cpennsiss mkona Ne3 r.KanuHKoBUYMY; MPENJIOKEHBI
OCHOBHBIE HaIpaBJICHUS YCOBEPILIEHCTBOBAHHUS JIeJIONPOU3BOCTBA u
JOKYMEHTOO0OpOTa B HCCIEAYEMOM YUYPEeXKJICHUM Ha TEKylleM »JTane U B
MEPCIIEKTUBE.

O0J1acTh BO3MOKHOI0 NMPAKTHYECKOT0 NMPUMEHEHHUsI: B CPEIHUX YYEOHBIX
3aBE/ICHUSIX.

ABTOp pPabOThl TOATBEPKIAET, YTO MPUBEICHHBIA B HEHl aHATUTHYECKUN
MaTepHuall MPaBUILHO U OOBEKTUBHO OTPAXKAET COCTOSHHUE HUCCIEAYEeMOro Ipoliecca,
a BC€ 3aMMCTBOBAaHHBIC W3 JIUTEPATYPHBIX M JIPYTMX UCTOYHUKOB TEOPETUUYECKHUE U
METOJI0JIOTHYECKHUE TOJOKEHUS M KOHIIEMIIUU COMPOBOXKIAIOTCA CChUIKAMH Ha UX
aBTOPOB.



Padepar apiniioMHau npansl
Kaparkosa Ipbina Bikrapayna

Aprasizanpis CIpaBaBoJACTBA y aryJIbHbIX CAPI/AHIX HABYYAJIbHBIX YCTAHOBAX
(ma mampsisiax YA «Csapiausas mkosa Ne3 r. Kaginkasiub»)

JpiruiomMHast mpana ckiagaenma 3 105 craponak (3 ix - 44 nanatki), 104
KpbIHiLL, 4 nagatkay, 2 Tabmii, 2 cxem, 1 JbIsrpamsl.

KiarouaBbis CJIOBBI: CIIpaBaBOJICTBA, cakparap, JAaCKaHaJIEHHE,
a(eKThIYHACHb, 3arajbl, JaKyMeHTallbliiHae 3a0ecrsudHHEe, MpaBuIbl adapMIICHHS,
HapMaTbIYHBIS MPayHBIS AKThI, JAKYMEHTBI, IepcaHall, MpauayHik.

AO'eKT IBIIUIOMHAN mpanbl - JaKyMEHTalbliiHae 3a0ecnsausHHE A3eiHacIl
aryJbHBIX CSAP3/IHIX HABYYaJIbHBIX YCTAHOY.

IIpagmer npacjenaBaHHsA - acHOYHAe CIPaBaBOJCTBA 1 JaKyMEHTa3BapoOT
YycTaHoBbI anayKaibli «Csapaanss mkosa Ne3y r.KamiHkaBivbl.

Mbdta mpanbl - pas3riga3elb apraHi3albllo CIPaBaBOJCTBA Y aryJbHBIX
CSAP3/IHIX HaByYalbHBIX yCTaHOBAX, Maka3allb MaTp30y macrymnajibHara nepaxoay Ha
AJIEKTPOHHBI JTaKyMEHTAa3BapOT y MIKOJE JJs 3aJaBajlbHEHHA CydYacHbIM (i
NEPCHEKTHIYHBIM) PBIHIbIIIAM KIpAaBaHHS.

JUist nacsrHeHHs Lajield JbIMJIOMHAl Mpainbl BBIKAPBHICTOYBAIICS HACTYIHbIS
MeTaJbl HaBYKOBAara [acjieJaBaHHMl: TICTOPbIKA-T€HEThIUHbI, (apmaibHa-
IOPBIIBIYHBI, MapayHaJlbHA-TIPAyHbI, METaJ] 300py CalbUIaridyHBIX JaJ3€HbIX
(Ha3ipaHHe, TyTapKa); aHalli3, CIHTI3, METaJbl CICTIMHAra NaJbIX0/dy.

HacaenaBanHi i pacnpanoyki: mnpaaHaiizaBaHbl MpardC CTaHAYJICHHS
3aKaHaJay4yblX IHINBIAITHIY Mpa MpaBLIbl MOpanbl 3 aiUbIiHBIMI JaKyMEHTaMl ¥
Pacny6minbr benapycs y patpacnekteiBe 3 1991 r. ma 2015 r.; mpaananizaBaHa
crpaBaBojactBa Y JAYA «Cspoanss mkona Ne3 r.KamiHkapiubly; TpanaHaBaHbI
aCHOYHBIS KIPYHKI y/lacKaHaJICHHs CIIPaBaBOACTBA 1 IaKyMEHTAa3BapoTy Y JlOCIeIHal
yCTaHOBE Ha OATYYbIM 3Tare 1 ¥ NepCcreKThIBE.

Bo6saacub MarypiMara NpakTbIYHAra VKbIBAHHSA: ¥ aryJIbHBIX CSPIHIX
HaBYYaJIbHBIX YCTaHOBAX.

A¥Tap mpaipbl manBspAXKae, IITO NMPBIBEA3EHbI Y € aHAMITBIYHBI MaTIPbISI
CHyIIHA 1 a0'eKThIYHA aTFOCTPOYBae CTaH JIOCJeaHara mnparjcy, a yce 3ama3bldaHbls
3 JITapaTypHBIX 1 1HIIBIX KPBIHII TAAPATBIUHBIA 1 MeTajajaaridyHbisl CTAHOBIIIYBI 1
KaHIMIBI CynpaBajKarolliia cracbuIkami Ha 1X ayTapay.



Summary of the diploma work
Korotkova Irina Viktorovna

The organization of office-work in general secondary educational establishments
(based on the materials of the secondary school Ne3 of Kalinkovichy)

The diploma work contains 105 pages (44 attachments included), 104 literary
sources, 4 attachments, 2 tables, 2 schemes, 1diagram.

Key words: office-work, secretary, improvement, efficiency, orders,
documentary providing, rules of registration, regulatory legal acts, documents,
personnel, employee.

Object of the diploma work - documentary providing of the activity of
general secondary educational establishments.

Subject of research - the main office-work and document flow of the
educational establishment “School No. 3 of Kalinkovichy".

Objective of the diploma work — to consider the organization of office-work
in general secondary educational establishments, to show the necessity of progressive
transition to electronic document flow in school to satisfy modern (and perspective)
principles of management.

To achieve the objectives of the diploma work the following methods of
scientific research were used: historical and genetic, formal and legal, comparative
and legal, method of sociological data collecting (observation, conversation);
analysis, synthesis, methods of system approach.

Researches and developments: the process of formation of legislative
initiatives about rules of work with official documents in the Republic of Belarus in
retrospective from 1991 to 2015 1is analysed; office-work in the educational
establishment “School No. 3 of Kalinkovichy" is analysed; the main directions in the
improvement of office-work and document flow in the focused establishment at the
current stage and in the long term are offered.

Area of possible practical use: in secondary educational establishments.

The author of the given work confirms that the presented analytical material
accurately and objectively reflects the condition of the researched process, and all the
theoretical and methodological statements and concepts borrowed from literary and
other sources are followed by references to their authors.



