PEDEPAT
Jlemenko Exarepunbl CepreeBHbl

Tema: «JloKyMEHTUpOBaHHUE JEATEIBHOCTH CTPOUTENBbHBIX OpraHU3aluid B
PecnyOnuke benapych (Ha npumepe OO1iecTBa ¢ OrpaHUYEHHONW OTBETCTBEHHOCTHIO
«Bynen Xayc ben»)».

KiroueBbie ciioBa: JOKyMEHTHUPOBAaHHE, JTOKYMEHTAallMOHHOE oOecreyeHue
YOpaBJICHUS, JOKYMEHTAIUsl, CTPOMUTENIbCTBO, JIECONMUIIBHOE  IMPOU3BOJCTBO,
OO0111eCcTBO € OrpaHUYEHHON OTBETCTBEHHOCTHIO «Bynen Xayc bemy.

AKTyaJIbHOCTHh TeMbl. J[OKyMEHTallMOHHOE oOOecleueHrue yIpaBiIeHUs
(1eIonpou3BOJICTBO) — ATO cHelU(UUIecKoe HaIpaBlIeHUE IEATEIbHOCTH, KOTOPOE
3aKJIF0YAeTCs] B COCTABIIEHUU, O(DOPMIIEHUH JOKYMEHTOB, MX 00pabOTKe U XpaHEHHH.
OT TOro, HaCKOJIbKO MPABHIIBHO COCTaBJIEH U OPOpPMIIEH TOKYMEHT, OPraHM30BaHa
paboTa ¢ HUM, BO MHOTOM 3aBHUCHUT CBOEBPEMEHHOCTb M MPABUIBLHOCTH HMPUHITHUS
YVIOPABJICHYECKOTO0 peleHus. B JIOoKyMeHTax oOTpakaeTcsi W YUYUTBIBAETCS
NEeSATENbHOCTh OpraHu3anuu, (upMel, npeanpudarus. [loaToMy BegeHHME MHOTHX
JOKYMEHTOB MpeanucaHo 3akoHaMu. OpraHuzanusi U BeJCHHUE EIONPOU3BOJICTBA
TpeOyloT mNpodecCUOHANbHBIX 3HAHUW M HABBIKOB, IMO3TOMY 3Ty paldoTy B
OpraHu3aIugX BEAyT CICHHaTIbHBIC MOJpa3aesieHus (CIIy»KObl 1eIOMPOU3BO/ICTBA), a
B HEOOJIBIIMX OPTaHU3aALUAX U PUpMax — ceKpeTapu-pedepeHTHI.

Heab numiioMHoM padoThl — BBISBICHUE OCOOCHHOCTEH JOKYMEHTHUPOBAHMS
NEeSTENLHOCTH CTPOUTENbHBIX opraHu3anuii B PecnyOnuke bemapyce (Ha mpumepe
OO1iecTBa ¢ OrpaHMYEHHON OTBETCTBEHHOCTHIO «Bynen Xayc beny).

OO0beKT Hucceje0BaHUsl — JOKYMEHTHPOBAHUE JEATEIBLHOCTH CTPOMTENbHBIX
opranuzauuid. IlpenMer wuccrnenoBaHus — JOKYMEHTHUPOBAHHME JACSTEIbHOCTU
OO1ecTBa ¢ OrpaHUYEHHOM 0TBETCTBEHHOCTHIO «Bynen Xayc beny.

CtpykTypa M 00beM IMILUIOMHOH padoThbl. /[umioMHas paboTa COCTOUT U3
BBEJICHUS, TpeX TJIaB, 3aKJIIOYEHHUs, CIHUCKAa UCIOJIb30BAHHBIX HCTOYHUKOB U
autepaTypbl. O0mumii 00beM padboTsl — 71 crpanuia. 3 HUX: CIHMCOK UCTOYHUKOB U
nurepatypel — 4 (43 HauMeHOBaHUs), pedepar Ha pPycCKOM, OCIOPYCCKOM H
AHTJIMHACKOM S3BbIKaX — 3.



PO®EPAT
Jlemmyanki Kauspbinbl CapreeyHbl

Tama: “/lakymeHTaBaHHe n3eiiHacli OyaayHIubIX apraHizaublii y PacmyOminsl
benapyce (Ha mpeikiaa3e TaBapeicTBa 3 aOMekaBaHail ajnkaszHacio “Bymsn Xayc
ben™)”.

KarouaBbisi CJI0BBI: JaKyMEHTaBaHHE, JaKyMeHTallbliiHae 3a0ecrsudHHe
KipaBaHHs, JaKyMEHTallbls, Oy1ayHIITBA, JIecanlJIbHYIO0 BBITBOpUacClb, TaBapbicTBa 3
abmexaBaHal agkasHacipo “Bynsn Xayce ben”.

AKTyaJbHacUb TAMbI. JlakyMeHTalblliHae 3a0ecnsiudHHE  KipaBaHHS
(cnpaBaBojicTBa) — TITa CrHelbI(DiUHBl HAKIpyHAK J3€MHACIll, sIKI 3aKjirodaenia Y
CKJIaJIlaHH1, a)apMJIEHHI JaKyMEHTaY, 1X anparoyibl 1 3aX0yBaHH1. AJ] Taro, HaKOJIbKI
npaBlIbHA CKJIAA3€HBbI 1 aopMJIeHBI TAKYMEHT, apraHi3aBaHa Ipauna 3 IM, IMaT y
YbIM 3aJICKBIIb CBOEYACOBACIIH 1 MPABLIBLHACIIH MPBIHSALI KipayHIIKIX paldHHSLY. Y
JaKyMeHTax aUIIOCTpOoyBaela 1 YiiuBaelia Jg3eiHacib apraHizaibli, ¢GIipMsl,
npaanpeieMcTBa. Tamy BsI3€HHE MHOTIX JaKyMEHTay parjlaMeHTyella 3aKOHaMi.
Apranizanpls 1 BAJ3€HHE CIpaBaBOJACTBa narpadye mpadeciiiHbix Benay 1 HaBbIKaY.
Tamy raTyio mpaily ¥ apra”izanbisix BSIYyIb aJIMBICIOBbBIS Maapa3a3siieHH (CIyxKObl
CIPaBaBOJICTBA), a ¥ HEBSUTIKIX apraHizalpisax 1 GpipMax — cakparapbl-p3()epIHTHL.

MbdTa apinjioMHaii mpaunbl — BBIAYJICHHE aca0imiBacusAy JaKyMEHTaBaHHS
n3eiHacil OynaVHIubIX apradizanblii 'y PacmyOuminel benapyce (Ha mpbikiaaze
TaBapricTBa 3 abMekaBaHal agkasHacio “Bymsn Xayc ben”).

AO’ekT [JacjegaBaHHsl — JaKyMEHTaBaHHE J3eiiHacui  OyJIayHIubIX
apranizainpiid. [IpanMer nacnenaBaHHs — JakyMeHTaBaHHE A3edHacui TaBapbicTBa 3
abmexaBaHal agkasHacio “Bynsn Xayce ben”.

Crpykrypa i a0’ém apluioMHal nmpanbl. [pInioMHas npana ckiagaenua 3
YBO/A31HAY, TPOX IJIaBay, 3aKJIIOUAHHS, CHICY BBIKAPHICTAHBIX KPBIHIIL 1 JIITApATYypHI.
ArynabHbl a0’éM mparkl — 71 craponka. 3 iX: cmic KpbIHiI 1 mitapatypsl — 4 (43
HaliMeHH1), padepar Ha pyckail, Oenapyckail 1 anrmiiiickaid MoBax — 3.



ABSTRACT
Leshchenko Yekateriny S.

Topic: «Documenting of the activity of construction organizations in the
Republic of Belarus» (on the example of «Wooden House Bel» Ltd).

Key words: records management, documentation management,
documentation, construction, sawmill, Wooden House Bel Ltd.

Relevance of the topic. Documentation management (office work) is a
specific activity intended to draft, register the documents, control their processing and
storage. Nowadays the timeliness and correctness of making managerial decisions
usually depends on how well the document is drafted and the work with it is
organized. The documents reflect and take into account the activities of the
organization, firm, enterprise. Therefore, the maintenance of many documents is
prescribed by laws. The organization and conduct of office work requires
professional knowledge and skills, that’s why in organizations this kind of work is
led by special units (records management services), and in small organizations and
firms — secretaries/personal assistants.

The purpose of the thesis is to reveal the peculiarities of documenting the work
of construction organizations in the Republic of Belarus (on the example of «\Wooden
House Bel» Ltd.).

The object of the research is the documentation of the activity of construction
organizations. The subject is the documentation of the activities of the «Wooden
House Bel» Ltd.

Structure and volume of the thesis. The thesis consists of the introduction,
three chapters, conclusion, a list of sources used and literature. The total number of
pages is 71. Among them: a list of sources used and literature — 4 (43 titles), abstract
in Russian, Belarussian and English — 3.



