PEDEPAT
[HamkeBny AHacTacusi AJIeKCaHAPOBHA
Perucrpanus u XpaHeHue JOKYMEHTOB B OTKPBITOM aKIMOHEPHOM 00111eCTBe
«HebankoBcKkasi KpeaAUTHO-PUHAHCOBaA opranu3anus «Xoym Kpeaun»

JumiomHast pabota coctouT w3 72 crTpanui, 1 pucyHka, 5 Ttabnwm, 54
MCTOYHUKOB, 4 IPUIIOKEHUM.

KiroueBbie cJIoBAa: JAEJIOITPON3BOJICTBO, PETUUCTPALIUA
JJIOKYMEHTOB, DJIEKTPOHHBIM JIOKYMEHTOOBOPOT, XPAHEHUE
JOKYMEHTOB.

AKTYaJIbHOCTh PadOTBI OOBSICHACTCS TEM, 4YTO Jo0as oOpraHu3amus
HE3aBUCUMO OT BHJIOB CBOEU AEATENBHOCTH, OOBEMOB MPOU3BOACTBA, YUCICHHOCTU
mTara HEM30€XKHO  CTaJKMWBaeTcss C  TpeOOBaHMEM  3aKOHOJATENbCTBA O
JOKYMEHTAIBHOM O(OpMIIEHHMH (DUHAHCOBO-XO3SMCTBEHHBIX ONEpaluid, TPYIOBBIX
oTHoleHuil. JlaHHoe TpeOoBaHWE OOYCIOBICHO HE TOJIBKO HEOOXOAUMOCTHIO
YHOPSAJOYUTH MPOU3BOACTBEHHBIN MPOLECC, HO U HEOOXOIUMOCTBIO OCYILECTBIECHUS
rOCYJapCTBEHHOIO KOHTPOJS 3a JESATENIbHOCTBIO XO3SIMCTBYIOIIMX CYOBEKTOB.
3aKOHOJIaTEIbCTBO YCTAHABIMBAET OIpPEAEICHHbIE TpeOOBaHUS K COCTaBy, (opMme
JOKYMEHTOB, KOTOPBIMH O(OpPMIISIETCS NPOU3BOACTBEHHBIA MPOILECC, a TaKXKE
TpeOOBAaHMS K CPOKAM U MOPAJKY PErHMCTPallid, XPAHEHHUS] U YHUUYTOKEHHSI TaHHBIX
JIOKYMEHTOB.

OO0beKT ucciIe0BaHUs — OpraHU3alns JTOKYMEHTAlMOHHOTO 00ecreyeHus B
OAO «HebankoBckasi KpeAUTHO-(DUHAHCOBAs opranu3anus «XoyM Kpenuty.

IIpeamer wu3ydeHusi — perucrpanus M XpaHeHHe JOKyMeHTOB B OAO
«HeOankoBckas KpeIuTHO-(UHAHCOBas opranu3aius «Xoym Kpeaur».

Hear pabdoTbl — pa3paboTaTh PEKOMEHJAIMH [0 COBEPIICHCTBOBAHUIO
MpOIEAYPHI perucTpaiuu u xpanenus 10kyMeHToB B OAO «HebaHnkoBCKast KpeTUTHO-
¢bunancoBas opranuzanus «Xoym Kpeaum.

MeToabl HCCIeI0BAHMS: TEOPETUUECKUH, aHalu3, 000011eHne, YHUPUKaLUs U
CTaHAapTU3AIHS.

IIpakTH4yeckass 3HAYMMOCTH MCCJAEJOBAHUSL 3aKIIOYAETCS B TOM, YTO
IpoLEelypa PETUCTPALIMUA U XPAHEHUSI TOKYMEHTOB B OPTaHU3ALMU SBJISIETCS] BaXKHBIM
aCIEeKTOM IS BBIIOJHEHUS YIPABIEHYECKUX 3a]a4 U BJIMSET HAa BCIO ACSITEIbHOCTD
KOMMEPYECKOT0 MpeAnpudTus. Pe3ynbTaThl U3ydyeHUs MOTYT OBITh MCIIOJIb30BAHBI,
KaK PeKOMEHAAINH 10 COBEPIICHCTBOBAHUIO JJOKYMEHTOOOOPOTA.

JurnioMHas paboTa BBIIOJIHEHa aBTOPOM CaMOCTOATENbHO. Bee 3anMcTBOBaHuMs
COMPOBOXKIAIOTCS CCHLIKAMH Ha COOTBETCTBYIOLIUE UCTOUHHUKH.



PODEPAT
IHamkeBiu AHacTacia AlsKcaHapayHa
ParicTpaubid i 3aX0yBaHHe JaKYMEHTay y aIKPbITHIM aKIbISHEPHbIM
TaBapbicTBe « Ha0ankayckas Kp3aAbITHA-(IHAHCABAs apraHi3anbist
«Xoym Kpaasim»

JlprmmoMHast paboTa ckiajgaeriia 3 /2 crapoHak, | mamroHka, 5 TaoOumim, 54
KpBIHiIL, 4 MPBIKIATaHHIY.

KarouyaBbist CJIOBBI: CITPABABO/ICTBA, POI'ICTPALIBIA
JJAKYMEHTAY, DJIEKTPOHHBI JAKYMEHTA3BAPOT, 3AXOYBAHHE
JJAKYMEHTAY.

AKTyajbHacub PpadoThl TIyMaybllllla ThIM, IITO Jr00as apraxizaibisi
He3aJieXKHa aJ Bijay cBa€i J3eiiHacli, ab'éMay BBITBOpYACI]l, KOJIbKACIl IITATa
Hemaz0eKHa CyThIKaella 3 MarpadaBaHHEM 3akKaHajgaycTBa a0 JaKyMEHTalbHbIM
adapmiieHH1 (piHaHCaBa-racrajgapybix amnepaublii, MpanoyHbIX agHociH. [lag3eHae
natpabaBaHHe a0yMmoOyieHa HE TOJIbKI HEeaOXOIHACLIO YyhapaJKaBallb BBITBOPYbI
mparpc, alie 1 HeaOXO0IHACIIIO AKBILISTYJICHHS I3spKayHara KaHTPOJIIO 3a J3€HACIIIO
racrajgapysix cyo'ekray. 3akaHajaycTBa YycTaHayiiBae MAYHbIA MarpabaBaHHI Ja
ckiany, (opMme makyMeHTay, sikiMi adapmiiselliia BBITBOPYBI MpaldC, a TakcaMma
naTpabaBaHHI1 Jja TApMiHAY 1 HapaaKy paricTpallbli, 3aX0YBaHHS 1 3HIIITYIHHS 1a3€HbIX
JAKyMEHTAaY .

AO'eKT JgaciegaBaHHsl — apraHizaipblsl JaKyMEHTalbliiHara 3a0ecrsausHHS ¥
AAT «Hsbankayckas kpaabIiTHa-(1HaHCaBas apraHizaibia «Xoym Kpaabim.

IIpagmeT BBIBYYIHHSI — poricTpaublsi 1 3axoyBaHHe nakymeHTay y AAT
«Hs6ankayckasa KpaapITHa-(piHAHCABas apranizaupis «Xoym Kpaabi.

MbTa padoThl - pacnpaiiaBailb pIKaMeH/Iallbll Ma YIacKaHAJICHH] Tpalpayphl
parictpanpli 1 3axaBaHHs JakyMeHTay y AAT «Hs0ankayckas kpapITHa-(piHaHCaBas
apranizaipisa «XoyMm Kpaabim.

Metaabl AacjeqaBaHHA: TIAPITHIYHBI, aHali3, adaryJbHEHHE, YHI(IKalbg 1
CTaHAapThI3allbIsl.

IIpakThiyHasi 3HAYHACUBL JacjeJaBaHHA 3aKJIIOYaclla Yy TbIM, IITO
npaipypa paricTpalbli 1 3aXaBaHHs JaKyMEHTay y aprasizalpli 3'syssenia BaXHbIM
acmeKkTaM Ui BBbIKAHAHHS KIpayHILNKIX 3aJay 1 YIJblBae Ha YCIO JA3eiHacUb
KaMmeplibliiHara npajanpbleMcTBa. BbIHIKI BBIBYYSHHSI MOTYLb OBIIb BEIKAPBICTAHBI, SIK
pAKaMeHalbll T1a YaackaHaJIeHH JaKyMEeHTa3BapoTy.

JlpituioMHas paboTa BbIKaHaHA ayTapaM caMmacToiiHa. Yce 3ama3bluaHHi
CynpaBajpKarollia CracbuIkaMi Ha aJAnaBeIHbIsl KPBIHIIIBIL.



SUMMARY
Pashkevich Anastasia Alexandrovna
Registration and storing of documents in open joint-stock company «Non-
banking credit and financial organization «Home Credit»

The graduation work consists of 72 pages, 1 figure, 5 tables, 54 sources, 4
applications.

Key words: CLERICAL WORK, REGISTRATION OF DOCUMENTS,
ELECTRONIC DOCUMENT MANAGEMENT, STORAGE OF DOCUMENTS.

The relevance of the work due to the fact that any organization regardless of its
activities, production volumes, staffing levels are inevitably faced with the legal
requirement of documenting of financial and economic operations, labor relations. This
requirement is caused not only by the need to streamline the production process, but
also the necessity of exercising state control over activities of economic entities. The
legislation establishes certain requirements for the composition, the form of documents
that are made out of the production process, as well as requirements for the timing and
order of registration, storage and destruction of these documents.

The object of research is the organization of documentation support in OJSC
«Non-bank credit and financial organization «<Home Credity.

The subject of the study is the registration and storage of documents in OJSC
«Non-bank credit and financial organization «<Home Credity.

The purpose of the work is to develop recommendations for improving the
procedure for registering and storing documents at OJSC «Non-bank credit and
financial organization «Home Credit».

Methods of research: theoretical, analysis, synthesis, unification and
standardization,

Practical significance of the research is that the procedure of registration and
storage of documents in the organization is an important aspect for the performance of
management tasks and affects all activities of a commercial enterprise. The results of
the study can be used as recommendations for improving the workflow.

The graduation work was written by the author himself. All borrowings are
accompanied by references to relevant sources.



