PE®EPAT
Butko Mapusa HukonaeBna

JlokyMeHTaloHHoe obecredeHrne paboThl CO CTyJEHTaMu Ha npumepe YacTHOro
yapexaeHus oopazoBanus « MHCTUTYT coBpeMeHHBIX 3HaHui uMmeHu A.M.I1IupokoBa»

O06beM muIIIOMHOM PadoTHI - 72 cTpaHuiel. Mcnmonp3oBaHo 56 MCTOYHUKOB. B
pabote comepKUTCS: 2 TaONUIlbl, 6 PUCYHKOB, 5 TIPUIIOKCHHI.

Kntoueswie cinoBa: JIOKYMEHTAILIMOHHOE OBECIIEYEHUE, PABOTA CO
CTYJIEHTAMH, VYUYEBHAS JIOKYMEHTAIMS, VYYEBHBIM TIIPOILIECC,
®AKVIJIBTET, AEKAHAT, KA®EJIPA.

Ienb: pa3paboTka peKOMEHAAIMI TT0 COBEPIICHCTBOBAHUIO JTOKYMEHTAIIMOHHOTO
obecniedeHust pabOTHI cO CTyAeHTaMu B YacTHOM yupexaeHuu obpa3oBanust « THCTUTYT
COBpeMeHHbIX 3HaHuil uMeHu A.M.I1IupokoBay.

OOBEKT: JOKYMEHTAIlMOHHOE oOO0ecredyeHne pabdoThl CO CTYACHTAaMH B
YUPESKICHUH BBICIIIETO 00pa3oBaHus HA mpuMmepe YacTHOTO YUpeKACHHS 00pa30BaHUs
«HCTUTYT cCOBpeMeHHbIX 3HaHnil umeHn A.M.I1upokosay.

[IpenMeT: cocTOsSTHUE W ONTHMH3AIHS JOKYMEHTAIIMOHHOTO 00ecIieueHUs paboThl
CO CTyACHTaMH Kak ycioBHe 3(P(EKTUBHOTO OCYIICCTBICHUS 00pa30BaTEIHLHOTO
mporecca.

MeToael UCClieIOBaHHS: OOIEHAYYHBIE METOABI (CPAaBHUTENBHBIN, METO.
Kiaccuukaum, 0000IIeHHs ), ClelMaIbHbIe HAyYHbIE METOIbl (MHTEPBBIOMPOBAHUE,
aHKETUpOBaHUE, HAOIIOIEHNE).

Pesynbrarhl ucclieioBaHHS: HA TPHUMEPE YUYPESKICHHS BBHICIIETO OOpa30BaHUS
OBLI0O  pPAacCMOTPEHO  JOKYMEHTAIIMOHHOE  OOCCIIEYeHHWE  B3aWMMOOTHOIICHUUN
oOydJarommxcss M BBICHIETO O0pa30BaTEIBHOTO YUYPEKICHUS B paMKax Yy4ueOHOTro
npouecca. beimo ompeaeneno, 4ro pabora MO JOKyMEHTAIMOHHOMY OO€CTICUEHUIO
paboThl CO CTyIAEHTaMH CBOJIUTCA K HAOOpY OMpENENICHHBIX OIEpaluii, KauyecTBO
BBITMIOJTHCHUE KOTOPBIX OTPAKAET YPOBEHb OKA3bIBAEMBIX YUPEKICHHUEM OOpa30BaHUS
YCIIyT.

Pabora mo mOKyMeHTAaIlMOHHOMY OOECIIEYeHHI0 PabOTHl CO CTYJAEHTaMH JOJDKHA
OCHOBBIBAThCSI Ha COBPEMEHHBIX IMOAXO0JAaX: BHEIPCHHE aBTOMATH3HPOBAHHBIX CHCTEM
paboTBl C JOKyMEHTaMH, pACHIMPEHUE YCIyT, MPEICTaBISIEeMBIX 110 CPEICTBaM
WHTCPHET-TEXHOJIOTHI M T.I. BHOCMMBICE Ha PacCMOTPEHHE MPEAJIOKEHHUS TMO3BOJISAT
CHU3UTh TPYAOEMKOCTh pPaOOTHI; COKPATUTh PYTUHHBIC ONEPAllMU IO 3aMOJHEHUIO
JOKYMEHTOB, yMCHBIIIUTh BEPOSTHOCTh OIIMOOK; YCKOPUTH TMPOIECC CO3JaHUs
JOKYMEHTOB; OOJIETYNTH IIOMCK HEOOXomuMoW WH(opMamuu; caenath Oosee
3¢ (PEeKTUBHBIM  B3aWMOJIEHCTBHE  yUpEXKACHHS  OOpa3oBaHUS U CTYJEHTOB.



PEOEPAT
Bitko Mapeis MikanaeyHa

JlakymeHTalblitHae 3a0ecsiuYdHHE Mpalbl ca CTYA3HTaM1 Ha NPbIKIaa3e
[TpriBaTHAl ycTaHOBBI anyKalbll «IHCTBHITYT cydyacHbIX Beaay iMsi A.M.ILIsipokaBay»

AG'éMm pplmomHail npausl - 72 crapoHki. BeikapbicTana 56 KpbiHill. Y mpaiibl
YyTpbIMOYBaeria: 2 Tadminbl, 6 MaltoHKay -7, 5 nagaTkay.

Kimouasbis cnosl: JJAKYMEHTALIBIMHAE 3ABECIISIUDHHE, ITPALIA
CA CTYIADHTAMI, BYUDOBHAA JAKYMEHTAILIBIA, BYUDBHBI TIPAIIDC,
OAKVIIBTOT, IOKAHAT, KADEJIPA.

Mbra: pacmparoyka piakaMeHJalblii na YJacKaHalleHHI JaKyMeHTallbliiHara
3a0ecnausHHA mpaibl ca cryadHTami ¥ [lpbiBaTHail ycTtaHoBe amykaibli «IHCTBITYT
cyudacHbIx Beaay iMa A.M.ILIsipokaBay.

AO'eKT: makyMeHTallbliiHae 3a0eCIIsTUdHHE Mpallbl ca CTyAPHTaM1 Ha MPbIKIIa13€
[TpriBaTHAl ycTaHOBBI anykaiibll «IHCTBHITYT cydacHbIX Benay ims A.M.I1IsipokaBay.

[IpangMet: ctan 1 anThIMi3allblsl JaKyMEHTAIlbliTHAra 3a0€CTsTYdHHS Tpalbl ca
CTYJIPHTaMI K YMOBA 3(DeKThIyHAra aXKbILUAYICHHS aJyKallbliiHara mparjcy.

Mertanpl AaciielaBaHHs: aryJibHAHABYKOBBISI MeTajbl (mapayHajdbHbI, METaj
KJacigikarpli, abaryJbpHEHHS), CHELbISUIbHBIS HaBYKOBBISI MeTabl
(1HTApB'tIOIpaBaHHE, aHKETaBaHHE, Ha31paHHe).

Briniki gacnesaBaHHs: Ha MPBIKJIAA3€ BBIMDNIIAN YCTAaHOBBI aayKallblli OBLIO
pasriemkaHa JaKyMeHTallbliiHae 3a0echsiy’HHE Y3aeMaaJHOCIH HaByuydHIAY 1
YCTaHOBBI BBINIPUIIAN alyKallbll ¥ MeXaX HaBydajibHara npauscy. beuio BeI3HavyaHa,
HITO Mpana fa JaKyMEeHTAlbIMHBIM 3a0€CIsIusHHI Mpalbl ca CTyAPHTaMI 3BOJ3IIIA 1a
HAaO0Opy TIDYHBIX amepalbld, fKacllb BbIKAHAHHE SKIX aJUIIOCTPOYBae Y3pOBEHb
aKa3BaeMbIX YCTaHOBail  aaykaipll mnaciayr.Pabora ma  gaKkyMeHTaUbIMHBIM
3a0ecIAYsHHI Mpalbl ca CTyA3HTaMl aBIHHA TPYHTABAIAa HA CYyYacHBIX MaJIbIXOJax:
YKapaHEHHE ayTaMaTbI3aBaHBIX CICTAM Ipalbl 3 JaKyMEHTaMl, MalllbIp3HHE MacHyT,
HITO MpaACTayJsIoNla Ma CPOAKaX IHTIPHAT-TAIXHANIOTIH 1 r.4. [lpancraynensis Ha
pasriisi mpanaHoBbl Aa3BOJISIL 3HI31b MpanaéMKacilb Npallbl; CKapalilb PyLIHHBISA
amepaibli Na 3amayHeHHI [JaKyMeHTay, IaMeHIUbIb BeparogHacilb IaMbLIakK;
NACKOPBILb MpaldC CTBAPIHHS JaKyMEHTay; MaJlerdblllb IMOIIYK HeaOXoaHai
iH(bapmalpli; 3padins Oonbil 3(EKTHIVHBIM Y3aeMaa3essHHEe YCTaHOBBI aayKallbll 1
CTYJIDHTAY.



SUMMARY
Vitko Maryia Nikolaevna

Documentary maintenance work with the students on the example of the
Private educational institution «Institute of Modern Knowledge
named A.M.Shirokovay

The volume of the thesis - 72 pages. 56 used sources. The work contains: table
- 2, pictures - 6, the application - 5.

Tags: DOCUMENTARY MAINTENANCE, WORK WITH STUDENTS,
TRAINING DOCUMENTATION, LEARNING PROCESS, FACULTIES, DEAN'S
OFFICE OF THE DEPARTMENT.

Objective: to develop recommendations for the improvement of documentary
maintenance work with the students in the Private educational institution «Institute of
Modern Knowledge named A.M.Shirokovay.

Object: documentary maintenance work with students in an institution of
higher education on the example of the private educational institution «Institute of
Modern Knowledge named A.M.Shirokovay.

Subject: Status and optimization of documentary maintenance work with
students as a condition for the effective implementation of the educational process.

Methods: scientific methods (comparison, method of classification,
consolidation), special scientific methods (interviews, questionnaires, observation),
records management (analysis method, routing).

Results: the example of the educational institutions was considered
documentary maintenance of the relationship of students and institutions of higher
education within the educational process. It was determined that the work of
documentation assistant work with students is reduced to a set of specific operations,
the quality of performance of which reflects the level of the institution provided
education services. Work with students on documentary maintenance work should be
based on modern approaches: the introduction of the automated systems of work with
documents, the expansion of services provided by means of internet technology, etc.
Insertion in the consideration of the proposal will reduce the complexity of the work;
reduce routine operations for completing the document, reduce the likelihood of
errors; accelerate the process of creating documents; facilitate the search for
information; to make more efficient the interaction of education institutions and
students.



