PE®EPAT
Bricokux Cgetnana [letpoBHa
CoBepllleHCTBOBAHUE JIEIONPOU3BO/ICTBA B OOILIECTBE C AOMOTHUTEILHON
OTBETCTBEHHOCTBIO «KBHHTACTA10P»
O0beM UIUIOMHOM paboTel — 68 cTpaHul, 3 OPWIOKEHUS, 2 PHUCYHKA,
72 HaMMEHOBAHUS UCIIOIb30BaHHBIX HCTOYHUKOB U JIUTEPATYPBHI.

KiroueBbie CJI0Ba: JEJIOITPON3BOACTBO, JOKYMEHT,
JAEJIOITPON3BOACTBO KOMMEPYECKHX OPI'AHMBAIUN, oa0
«KBUHTACTAIOP», JOKYMEHTAIMOHHOE OBECIIEYEHHUE

VIIPABJIEHM A, CUCTEMA 2JIEKTPOHHOI'O IOKYMEHTOOBOPOTA.

AKTyanpHOCTh ~ TEMbl  HMCCJIEJOBAHMS  OOYyCIIOBJI€HAa  HEJIOCTATOYHOMH
VCCIEOBAHHOCTBI)  OpraHM3alyy  JCJONPOM3BOACTBA B KOMMEPUYECKHUX
opranuzauusx PecnyOnuku benmapych, K KOTOPBIM OTHOCHUTCS OOIIECTBO C
JOTIOJTHUTENBHOW OTBETCTBEHHOCThIO «KBHHTAcTanop». YUUThIBas yCHEIIHOCTh €ro
nesTenbHOCTH B cepe mponax u obcayxuBanusg TexHuku CANON, a Ttakxke
NOJIUTPAPUUECKUX YCIYT, AUIIOMHAs paboTa UMEeT NPAKTUUECKYIO 3HAUUMOCTb.

[enp auniaomMHON paboOThI: pa3pabOTKa MPEUIOKECHHM, HaMpaBICHHBIX Ha
COBEpLIEHCTBOBaHME Opranu3anuu aexonpounspoacrsa B O/JO «KBuHTacramop».

O60bexT uccnenpoanus — OJlO «KBunrtactagop». Ilpenmer uccinenoBanus —
MaTepUaIIbI €r0 AEJIONPOU3BOACTBA.

B xone HanucaHus IUIJIOMHOW pabOThl MPUMEHSJIMCh METOJbl aHald3a U
CUHTE32 MOJIYYEHHON HH(POPMALIHH.

B xone mumnomuoro uccnenoBanuss OJJO «KBuHTacTanop» ObUIM BBISBIICHBI
npoOJieMbl, CBsI3aHHbIE Kak C oOQopMIeHHEM JOKyMEHTAlluu (HEMpPaBUIbHOE
o(opMJIEHUE PEKBU3UTOB, HAJIMYME JUIIHEH MH(OpMALUU, OTCYTCTBUE HEKOTOPBIX
PEKBHU3UTOB U JP.), TAK U C OpraHU3alMeN IeJONMPOU3BOICTBA B LIEJIOM (OTCYTCTBUE Y
pabOTHUKOB JOCTATOYHOM KBanmu(uKauu B 00JaCTH ACJIONPOU3BOJACTBA, HEYETKOE
pacnpeneneHue 0O0sA3aHHOCTEM IO BEACHHUIO JIEJIONPOM3BOJACTBA B  OT/AENAX
opranuzanuu np.). C 1enbpi0 UX yCTpaHEHHUs ObLIM BbIPAOOTaHBI PEKOMEHALINH:
BBECTH B OpPraHU3ALMHU €JHHYIO CHCTEMY CO3/JaHHs M OOpaOOTKH JOKYMEHTOB;
IPOBEICHUE TPEHUHI'OB ISl MOBBIIEHUS KBaTU(UKAIMU paOOTHUKOB; HA3HAUCHHUE B
KOKJIOM OTHENIE COTPYAHUKA, OTBETCTBEHHOI'O 3a JEJIONPOU3BOJCTBO; BHEAPECHUE
CUCTEMBI 3JIEKTPOHHOro JoKymeHTooOopoTa «Kanwiep Okcnpeccy». I[lomyueHHbie
pe3yJIbTaThl MPEIJI0KEHBI Il BHEApPeHUs B aedatenbHocTh O[O «KBuHTactagop» u
MOTYT OBITh HCIOJIb30BaHbl B JAESATEIBHOCTH MajblX opraHu3anuii B PecnyOnuke
benapycs.

Pe3ynbTaThl HccienoBaHusi pa3paboTaHbl ABTOPOM JUILIIOMHON pabOThI JIMYHO
YU OCHOBAaHbl Ha CaMOCTOATENbHBIX BBIBOJAX. /[pyrume aBTOpBI B €ro IMpOBEACHHUU
y4acTHsI HE IPUHUMAJIH.



PODEPAT
Bricokix CpsiTnana [larpoyHa
Y nackaHaJIEHHE CIIPABABOJCTBA Y TABAPBICTBE 3 NaJaTKOBAU
aakasHacito «KBiHTacranop»

AOQG’éM npiIoMHAl mpanbsl — 68 crapoHak, 3 gangatki, 2 MaJIOHKI,
72 HaliMEHH1 BBIKAPBICTAHBIX KPBIHIII 1 JIITAPATYPHI.

KrouaBbis CJIOBBIL: CITIPABABOJICTBA, JAKYMEHT,
CITIPABABO/ICTBA KAMEPLBIMHBIX APTAHI3AIIBIN, THA
«KBIHTACTAJIOP», JAKYMEHTAIIBIMHAE 3ABECITSTUSHHE KIPABAHHS,
CICTOMA DJIEKTPOHHAT'A JTAKYMEHTAABAPOTY.

AKTyanpHacllb  TOMBI JacieqaBaHHs abymoyneHa  HeJgacTaTkoBai
JacielaBaHHACIl0 apraHi3albll CIPaBaBOJCTBA Y KaMEpPIBIMHBIX apraHi3alblsiax
Pacny6niki benapyce, na sikix agHocillla TaBapbIiCTBA 3 JAaJaTKOBail aJKa3HACLIO
«KBiHTacTamop». YniuBaroybl MacmsxoBaclp Sro A3edHacul ¥ chepbl ONpomaxy 1
abcmyroyBanHsa ToxHIKI CANON, a takcama namirpagiyHblX Haciyr, JIbIIIOMHAs
npaia Mae NPakTbIYHYI0 3HaYHACUb.

Mbsra aplmiioMHail  mpaunbl:  pacnpanoyka MpanaHoy, HakKipaBaHbIX —Ha
VaackaHaneHHe aprasizaiibli cipaBaBojcTBa ¥ TIA «KBinTactamopy.

AOl'ext nmacnenaBanHs — TJIA «Ksintacramop». Ilpagmer nacienaBaHHS —
MaTAPbISIIBL ATO CIPAaBABOBACTBA.

VY Xo/a3e HamicaHHs ABIUJIOMHAN Mpaubl Y>KbIBadiCs METaAbl aHai3y 1 CIHTI3Y
aTpbIMaHail 1H(apMalbli.

VY xomze awimuiomHara gacnenaBanHs TIA «KBiHtactagop» ObLIl BBISYJIEHBI
npabieMbl, 3BsI3aHbIA K 3 adhapMIEeHHEM JTaKyMEHTallbll (HANpaBlibHae adapMIICHHE
PAKBI3iTAay, HasyHAclb JIIIHAW 1H(papMmalbli, aJcyTHAcIlb HEKaTOPbIX PAIKBI3ITAY 1
1HIIL.), TaK 1 3 apraHi3alblsiidi CIpaBaBOJCTBA ¥ IPJIBIM (JCYTHACIh y paOOTHIKAY
JacTaTkoBai KBaliikalplli ¥ TajliHe CIpaBaBOJCTBA, HEIaKIaJgHAe pa3MepKaBaHHE
abaBs3Kay ma BSJI3€HHI CHPaBaBOJICTBA ¥ ajj3ernax apraHizalibli 1 iHIL.). 3 MATal X
JKBIJALbIl OBUII BBHIMIpallaBaHbl pAIKaMEHJAIbIl: YBECIl Y apraHizalbli aa3iHylo
CICTAMY CTBapaHHS 1 ampanoykli JaKyMEHTay; MpaBsA3€HHE TPAHIHray JUIs
NaBBIIIPHHS ~ KBaNiikaupli paOOTHIKAY; TMpbI3HAYIHHE Y KOXKHBIM  ajj3ele
CynpaloyHiKa, aJka3Hara 3a CIpaBaBOJICTBA; YKapaHEHHE CICTAMBI 3JEKTPOHHAra
nakymeHTaabapory «Kanipiep OKcrpac». ATpbIMaHblg BbIHIKI TpanaHaBaHbl s
VkapanenHs ¥ nzeitHacup TJIA «KBiHTactamop» 1 MOryup ObIIb BBIKAPBICTAHBI Y
J3eMHACIll MaJIbIX apraHi3anbiii y Pacmyomiiner benapych.

BrIHIKI JacienaBaHHs pacnpaliaBaHbl ayTapaM JbIIUIOMHAN mpanbl acadicTa i
0a3yrola Ha caMacTOMHBIX BBICHOBAX. [HIIbISA ayTaphl ¥ Aro mpaBs3eHHI Y3elly He
pbIMaJL.
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Improve workflow in additional liability company «Kvintastador»

Volume thesis — 68 pages, 3 applications, 2 drawings, 72 names of sources
used and literature.
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The relevance of the research topic because due to the lack of studies
organization office in the commercial organizations of the Republic of Belarus, to
which the Company with additional responsibility "Kvintastador". Given the success
of its activities in the field of sales and service techniques the CANON, as well as
printing services, thesis work has practical significance. Purpose of the thesis:
development of proposals aimed at improving the organization's office in ALC
«Kvintastador».

Purpose of the thesis: development of proposals aimed at improving the
organization's office in ALC «Kvintastador».

Object of research — the ALC «Kvintastador». Subject of research — materials
of his office.

In the course of writing the thesis used methods of analysis and synthesis of the
information received.

During graduate studies ALC «Kvintastador» we identified the problems
associated with both the design documentation (incorrect registration details, the
presence of too much information, the lack of some details, and others), and with the
record keeping in general (lack of sufficiently qualified staff in the field office,
unclear distribution of responsibilities for record keeping in the departments of the
organization, and others.). In order to eliminate them recommendations: enter the
organization a unified system of creation and processing of documents; trainings to
improve the skills of workers; appointment in each department staff member
responsible for record keeping; the introduction of electronic document management
system «Chancellor Express». The results proposed for implementation in the work
of ALC "Kvintastador" and can be used in the performance of small organizations in
the Republic of Belarus.

The study developed by the author of the thesis in person and are based on
independent findings. Other authors in his study did not participate.



