Pedepar
JIroonmoBa Enena BuraineBHa

VYHudukanus 1okyMeHTOB MUHCKON AUCTAHIIMY TPAXXKIAHCKUX COOPYKEHUN
YuutapHoro npeanpusatus «MuHCKoe otnesieHue benopycckon xene3nou
IOPOTU»

O0bem nUmIoOMHOM paboThl 56 cTpanull, 68 HCTOYHUKOB, TPUIIOKEHHUS.

KitoueBbie cioBa: Tabenb, yHUPUKaLUs, aab00M GopMm, YHUPUIIMPOBaHHAS
cucTteMa JJoKkymeHranuu, crangapt, Y COP/l, HomeHnknartypa aen.

JlutinomHuasi paboTa COCTOMT M3 BBEJCHUSI, OCHOBHOM YacTH, BKJIIOYAIOIIEH
TPU TJaBbl, 3aKJIIOUYECHUS, CIMCKA HCIIOJIb30BaHHBIX MCTOYHUKOB M JINTEPATYPHI,
IIPUIIOKECHUM.

AKTyanbHOCTh pabOThI 3aKJIOYAETCAd B TOM, YTO PE3YJIbTaT MPOBEACHHOTO
UCCJIeIOBaHUs - pa3paboTaHHble Ta0enb YHU(PUUUPOBAHHBIX (OPM TOKYMEHTOB,
anbOoM (hopM U 11abJIOHBI TOKYMEHTOB, OYIyT MPEIJIOKEHbI ISl MPaKTHYECKOTO
IIPUMEHEHMUSL.

JUist TOCTH>KEeHUS 11eJId ObLIM MOCTAaBJIEHBI CASAYIOIINE 3a1a4u:

- YCTAHOBUTH TEHACHIIMH Pa3BUTHUSI YHU(PUKAIIMU TOKYMEHTOB;

- W3YyYUTh HOPMATHUBHBIE JIOKYMEHTBI, PEMIAMEHTUPYIOIIUE MOPSIAOK
POBEICHUS YHU(DUKAIIMU JOKYMEHTOB;

- WCCJEN0BAaTh COCTaB JOKYMEHTHOro ()OHJa OpraHu3aluu, 1aTh OOIIyIO
XapaKTEpUCTHKY;

- ONpEACNIUTh COCTAaB JOKYMEHTOB HEOOXOIUMBIM W JIOCTATOYHBIM JjIst
peanu3anuu 3a1a4, CTOSAIMX NEPE] OpraHu3aluei;

- pa3paborarb Tabenb YHUPUIHUPOBAHHBIX (DOPM JOKYMEHTOB, aab00M (popM
OpraHU3alMOHHO-PACTIOPSAUTENBHBIX JOKYMEHTOB, IIA0JIOHOB JOKYMEHTOB B
3JIEKTPOHHOM BHJIE.

OOBEKTOM HCClIeIOBAaHUS SABIIAETCS YHUDUKAIUS JOKYMEHTOB.

[IpeameT uccnenoBanusi — yHu(UKanus TOKyMEHTOB MUHCKOW JNMCTAHIIMU
rpaxaaHckux coopyxeHui YII «MuHckoe otraeneHue benopycckon >Kele3HOU
JOPOTH.

Mertobl McciieIoBaHus, IPUMEHSIEMbIE B TaHHOW padoTe, - aHAJIU3, CUHTE3,
ONMCAHUE, CPABHUTEIBHBIN METO/.

Pa3pabGoTtanubiii Tabenb YHUPUIUMPOBAHHBIX (OPM TOKYMEHTOB, albOOM
(dbopM OpraHn3alMOHHO-PACTIOPSIUTEIbHBIX TOKYMEHTOB, IA0JIOHBI, MPEIT0KEHBI
JUTSl KICTIOJIb30BAHMS B pa00OTe OpraHu3aluu.



Padepar
JIro6imaBa Anena BitanbeyHa

VHiikaupls 1aKkymeHTay
MiHcKail npICTaHIBll TpaMaA3SHCKIX 30y 1aBaHHSY
VYuitapHara npaganpsieMctBa «MiHckae anj3suieHHe benapyckaid YbITyHKI»

AG’€ém mplTIoMHaM npankl — 56 ctapoHak, 68 KpbIHILL, JaJaTKI.

KitouaBbis cnoBbel - Tabenb, yHiikaupis, anb0om ¢opm, yHidikaBaHas
cicTama AakymeHTausll, crangapt, Y CAPJl, HamenknaTtypa copay.

JIpinnomMHas mpatia ckiaa3eHa 3 yBOA31H, aCHOYHAN YacTKl, sSiKasi CKJajaeria
3 TPOX TJIay, BhIHIKAY, CI1ICAa BHIKAPBICTABAHBIX KPBIHILL 1 JITApaTyphl, Aa1aTKAy.

AKTyanpHacup Mpaubl CKIafaela 3 Taro, IITO BbIHIK JaclIeBAHHS —
pacrnparaBanbl Tabenb (GopM HakymeHTay, aab0oMm ¢GopMm 1 mabdiioHbl, OyAylb
nparnaHaBaHbl 1711 TPAKThIYHArA BEIKAPBICTAHHS.

JI71s1 facsiTHEHHSI MBITHI OBLITI AKPACIIHBI HACTYITHBIS 33]1aUbl:

- BBICBETJIILIb TAHHIIBI Pa3Bill YHi(IKaIbll JaKyMEHTaY;

- JacielaBallb HAPMATBIYHbISA JAAKyMEHTBI, SIKIS PAIVIAMEHTYIOIb Mapajak
npaBsiA3eHHs YHI(IKalbll JaKyMEHTaY;

- JacnefaBallb CKJaj JaKyMeHTHara (JOoHIy aprasizalbli, Jallb aryjbHYIO
XapaKTapbICTHIKY;

- BBI3HAUBILb CKJAJ JIaKyMEHTay, sKi 3 Ayjsernia HeaOXoJHbIM 1
JACTAaTKOBBIM JIJIsl BHIPAIIPHHSA 3a4a/l, SIKisl CTaslb Nepaj apraHizaublei;

- pacnpauaBailp Ta0enb yHipikaBaHbIX QOpM HaKymMeHTay, ainbOoM (opm
apraHizalplifHa-pacnapajyblX  JaKyMeHTay, Ima0ioHay  JakyMeHTay  Ha
AJIEKTPOHHBIM HOCKOIIIE.

AO’ekTam gacieaBaHHs 3 sysenia yHiikalbis JaKyMeHTay.

[IpanMeram nacienaBaHHs — yHidikallis gakyMeHTay MiHckal JIbICTaHIIbI1
rpama3sHckix 30yaaBanHsay YII «MiHckae aan3suieHHe benapyckail UbIryHKI.

Mertanbl naccienBaHHs, sKis BBIKApBICTaHBI ¥ AaJ3€Hail mpalbl, - aHali3,
CIHT?3, alicaHHe, MapayHalbHbl META/I.

PacnpanaBanbiss Tabenb yHiikaBaHbIX (QopM makymeHTay, aabooM (opm
apraHizallplifHa-pacnapaayblX JaKyMeHTay, I11a0JIOHbl, TMpanaHaBaHbl IS
BBIKAPBICTAHHS ¥ J3€MHACII apraHizalibli.



Summary
Lubimova Elena Vitalevna

Unification of the documents of Minsk distance of civil constructions UE "Minsk
Division under the state association “Belarusian Railway"

The volume of the degree work is: 56 pages, 68 sources, appendices.

Keywords: SCHEDULE, UNIFICATION, FORM ALBUM, UNIFIED
DOCUMENTATION SYSTEM, STANDARD, USOAD, AFFAIRS
NOMENCLATURE.

The degree work consists of introduction, the main part, including 3 heads,
conclusion, the list of used sources and literature, appendices.

Relevance of the work lies in the fact that the results of the research are the
developed schedule of unified document forms, form album and samples of the
documents, which are offered for practical use.

The following tasks were set to achieve the goal:

- set the development trends of the unification of documents;

- examine the normative documents regulating the procedure of unification
of documents;

- examine the structure of the organization’s document fund, give a general
description;

- determine the documents’ content, that is necessary and sufficient for the
realization of the tasks the organization faced with;

- develop the schedule of unified forms of documents, form album of
organizational and administrative documents, samples of documents in electronic
version.

The object of the research is documents’ unification.

The subject of the research is the documents’ unification of Minsk distance
of civil constructions UE "Minsk Division under the state association “Belarusian
Railway"

The research methods, which are used in the study, are analysis, synthesis,
description, comparative method.

The developed schedule of the unified document forms, form album of
organizational and administrative documents, samples are offered for use in the
organization.



