PEDOEPAT
benkoseny Hataneu BiagumupoBHBI

Tema: Opranuzanus cuctembl KajapoBoil padoTel B OAO «MuHCKHI 3aBOA
HIECTEPEH.

KimoueBbie caoBa: KAJ[POBAS JIOKYMEHTALUA, TPYJOBOE
[TPABO, HOMEHKIJIATYPA JEJI, CPOKU XPAHEHHUA JOKYMEHTOB,
[MTPUKA3BI ['EHEPAJIBHOT'O JIUPEKTOPA, PACIIOPAXEHUA
3AMECTUTEJII TEHEPAJIBHOI'O JIMPEKTOPA, TPYJIOBOM JIOT'OBOP,
KOHTPAKT, OPTAHU3ALA PABOTHI C JOKYMEHTAMMU.

AKTYaJIbHOCTh HCCJIeI0BaHMsA OO0YyCIOBJI€Ha MPOOJEMOM COOTBETCTBUS
3aKOHOJIaTEILHBIM HOpMaM BeJEHUS W 00eCleUeHHUs] COXPAHHOCTH JOKYMEHTOB IIO
JUYHOMY COCTaBy, HE3aBHCHMO OT MOJEpHHM3aluu cdepbl JAeNONpOoU3BOICTBA,
BBEJICHUSI HOBILIECTB B JIAHHYIO OTpaciib. TaK Kak KaJpOBbIE JOKYMEHTHI HUMEIOT
JUTUTENIbHBIE CPOKH XPAHEHHS, IIO3TOMY OHHU TPeOYIOT 0COOBIX YCIOBUN UX BEICHUS
U COXPaHHOCTH.

Heanr wuccaemoBanuss — pa3paboTarh MNPEUIOKEHUS JUISI TOBBIIICHUS
3¢ (HEKTUBHOCTH ACSATEIBHOCTH OT/ENIa KaJpoB B BOMPOCAX OpraHu3aiuu paboThl C
KaJIpOBOM TOKyMEHTAIMEeN U TOKYMEHTOO00POTOM.

OO0beKTOM HCCIeI0BAHMS SIBIISICTCA OpraHu3aiusi paboThl € KaJpOBOM
JIOKyMeHTaluen Ha npuMepe otaena kajapoB OAO «MuHCKUNA 3aBOJ IIECTEPEH», a
MpPEeIMETOM JUIUIOMHON paboThl — COBEPIICHCTBOBAHME OpraHU3aluu paboThl ¢
KaJpOBOM JOKYMEHTAIUEH B JAHHOW OpTaHU3aIUH.

[Ipu HamucaHuM TUTIIIOMHOW PabOThl MCIHOJIB30BAIKUCH CICAYIOIINE METOJbI
UCCJICIOBAHUSI: TEOPETUUECKUN aHAIHM3 JIMTEPATypbl MO MpoOJIeMe HCCIEI0BaHMS,
CpaBHEHHE, CHHTE3a.

HoBu3Ha naHHOTO WUCClENOBaHUSA OMNPENETISeTCs TeM, 4YTO J0 CHUX TOp
HEKOTOpbIE BOMPOCHI B  OOJACTH  KaapoOBOTO  JEJIONPOHM3BOJACTBA  TPeOyIOT
nanbHeiero wu3ydeHus. Tak, B XOJe MPOBEICHUS HCCIEIOBAHUA, OIpeesieHa
OCHOBHAsl CYIIIECTBYIOIIAass HMCTOYHUKOBas 0a3za u wucTOpuorpadus, ornpeaeiieHa
opranu3zanus kaapoBoit padboTsl B OAO « MHUHCKUH 3aBOJI IECTEPEH» U MPEATI0KECHBI
KOHKPETHBIE MEPOTPUATHS TI0 PEIICHUIO BBIABICHHBIX MPOOJIEM B JaHHOU
opranuzanuu. [IpakTudeckass 3HAYMMOCTh PE3YJIbTATOB JIAHHOTO KCCIIECIOBAHUS
COCTOHUT B TOM, YTO MPEJOCTABISIETCS] BO3MOXKHOCTH HCIIOJIb30BaHUS pa3pabOoTaHHBIX
PEKOMEHIAIM TT0 COBEPIICHCTBOBAHUIO KAJAPOBOTO JEIOMPOU3BOICTBA.

JlumuioMHas paboTa COCTOUT M3 BBEACHHS, YETHIPEX IJIaB, 3aKJIFOUECHHUSI, CIIHCKA
WCIOJIb30BAaHHBIX MCTOYHUKOB W JINTEPATYpPHI, MpUiIoKeHn. O0mmii 00bemM paboTh
— 96 crpanun. M3 HHX: CIOHCOK HWCTOYHHUKOB H Jjutepatypel — 5 (52
HaMMEHOBaHKE), pedepar Ha PyCcCKOM, OETOPYCCKOM M aHIVIMHCKOM f3bIKax - 3,
npuwIoKeHus — 29 cTpaHuil.



PODEPATDBI
benkasen Hatamm YnanzimipayHbl

Thma: Apranizaupia cictaombl kaapaBaii npaubl ¥ AAT «MiHcki 3aBOJ
HI1aclepaHby.

KmouaBbisi cioBbl: KAJIPABAS JAKYMEHTAIIBIS, ITPAIIOYHAE
[TPABA, HAMEHKIJIATYPA CIIPAY, TOPMIHBI 3AXOYBAHHII
JIAKYMKHTAY, 3AT'A/IbI I'EHEPAJIbHAT A JABIPOKTAPA,
PACITAPAJDKOHHI HAMECHIKA I'EHEPAJIbHAT A JBIPOKTAPA,
IIPAIIOYHA JIATABOP, KAHTPAKT, APIAHIBAILIbISI TIPALIBI 3
JAKYMEHTAML.

AKTyaJbHACUb JacjiefaBaHHA alOymoyieHa mpabieMaid ajamaBeAgHacIl
3aKaHaJay4yblM HOPMAaM BSAJ3€HHS 1 3a0eCHsu’HHS 3axaBaHacll JaKyMEHTay Iia
acaboBaMy CKJIaJly, HE3aJeXHa aJ MaJdpHi3albll cepbl CIpaBaBOACTBA, YBIA3EHHS
HaBIH Y JAJ3€HYIO0 raiiHy. Tak sk KaapaBbld JaKyMEHTbl MAOIb IPALSTIIbIS TIPMIHBI
3aXOYBaHHS, TaMY SIHbI NaTPaOyIOLb aca0IIBBIX YMOY 1X BSA3E€HHS 1 3aX0YBaHHS.

Mbra paciegaBaHHsi - pachpalaBallb MpParnaHoOBbl Ui MaBBIIIDHHS
a(eKThIYHACIl J3€iHacll ajaja3ena Kaapay y TMbITAHHSIX apraHi3albll Mpambl 3
KaJipaBail JaKkyMEHTalbIsAH 1 JaKyMEeHTa3BapoTaM.

A0'ekTam JaciaenaBaHHs 3'Ayisenua apradizaibid padOThl 3 KajgpaBail
JaKyMEHTalbIsi Ha npbikianse agnsena kaapay AAT «MiHcki 3aBOJl maciiepaHby, a
npajMeT JbIIUIOMHAd Mpanbl - yJacKaHaJE€HHE apraHi3alpll MOpanbl 3 KajapaBaid
JaKyMEHTAIbIsIN y Ta/i3eHail apraHizalbli.

[Ippl HamicaHHI JBIIJIOMHAN Mpaibl BBIKAPHICTOYBANICS HACTYIHBIS METaJlbl
JacielaBaHHs: TIapAThIYHBI aHaAI3 JiTaparypbl na mpadlieMe JaciieJaBaHHs,
napayHaHHE, CIHT?3Y.

HagizHa paazenara pacnefaBaHHs BbI3HAuyaellla ThIM, IITO Ja raTara yacy
HEKATOpbId MbITAaHHI Y TalllHE KaJpaBara CIpaBaBOJICTBA MaTpalOyrolb aanenniara
BbIBYUSHHs. Tak, y XoJ3€ MpaBsA3€HHS JaciieJaBaHHs, BbI3HayaHa AacHOYHas
IcHyto4asi KpblHIYHasi 0Oa3a 1 rictapeisrpadis, BbI3HauaHa apraHizalblsd KaJpaBai
npatibl  §y  AAT «MiHcki 3aBoj  1IaclepaHby» 1 NpanaHaBaHbl KaHKPATHBIA
MepanpbleMCTBbl [a palldHHI BBIAYJIEHBIX MpadiieM y JaJ3€Hail apraHi3alpbli.
[TpakThiuHast 3HAYHACIb BBIHIKAY Jaj3€Hara gacie/aBaHHs CKJajaelia y ThIM, IITO
npajacTayisielia MardybIMacllb BbIKAPBICTAHHS paclpaliaBaHbIX pIKAMEHJALbIN Ia
YyaackaHaleHH] KaJpaBara ClpaBaBoO/ICTBA.

JlpimyioMHas mpana ckKjIajacenua 3 YBSA3EHHS, 4aThIpoX IJjay, 3aKIIOUYdHHS,
CHICY BBIKApPBICTAHBIX KPBIHIL] 1 JITApaTyphl, NPbIKIaAaHHAY. ATyiabHbI a0'éM paboTh
- 95 craponak. 3 ix: cmic kpbHiI 1 gitapatypel - 5 (52 HaiimenHe), padepar Ha
pycKkaii, Oenapyckai 1 aHrjiiickail MoBax - 3, MpbIKJIaaHHs - 29 cTapoHak.



ABSTRACT
Belkovets Natalia

Theme: Organization of a personnel work system in the Minsk Gear Factory.

Keywords: DOCUMENTATION FRAMES, LABOR RIGHTS, THE
NOMENCLATURE OF AFFAIRS, THE SHELF LIFE OF DOCUMENTS,
ORDERED DIRECTOR GENERAL, ORDER OF THE DEPUTY DIRECTOR,
EMPLOYMENT CONTRACT, THE CONTRACT, THE ORGANIZATION OF
WORK WITH DOCUMENTS.

The relevance of the study is due to the problem of compliance with legislative
standards for maintaining and ensuring the safety of documents on personnel,
regardless of the modernization of the field of office work, the introduction of
innovations in this industry. Since the personnel documents have long periods of
storage, so they require special conditions for their maintenance and preservation.

The purpose of research is to develop proposals for improving the efficiency of
the personnel department in the organization of work with the personnel
documentation and document management.

The subject of the research is the organization of work with personnel
documentation on the example of the personnel department of the Minsk Gear
Factory, and the subject of the thesis is to improve the organization of work with the
personnel documentation in this organization.

When writing the thesis work the following research methods were used:
theoretical analysis of the literature on the research problem, comparison, synthesis.

The novelty of this study is determined by the fact that until now some issues
in the field of personnel management require further study. So, during the research,
the main existing source base and historiography was determined, the organization of
personnel work at the Minsk Gear Plant was determined and concrete measures were
proposed to solve the identified problems in this organization. The practical
significance of the results of this study is that it is possible to use the developed
recommendations on improving the personnel records management.

The diploma work consists of an introduction, four chapters, conclusion, a list
of used sources and literature, applications. The total amount of work is 95 pages. Of
these: a list of sources and literature - 5 (52 names), an abstract in Russian,
Belarusian and English - 3, annexes - 29 pages.



