PE®EPAT
AHTOHOBa BukTOpus AH/IpeeBHA

Opranusanus 1eJ0npou3BoacTBa B Pecny0imkaHCKOM lleHTpe yIpaBJIeHUs 1
pearnpoBaHusi Ha Ype3BbluaiiHble cuTyannu MuHMCTEPCTBA MO
ype3BblYaiiHbIM cuTyauusam Pecnyoaunku benapycb

O0beM paboThl cocTaBisgeT 64 CTpaHUIBI, B TOM YHCI€ HAaUMEHOBaHUU
WCMOJIb30BaHHBIX UCTOYHHUKOB U JINTEPATYpPhI — 49.

KioueBble ci1oBa:  JICJIONPOU3BOJACTBO,  JJIEKTPOHHBIM  JOKYMEHT,
ANEKTpOHHAs HU(poBas MOANUCh, MUHUCTEPCTBO MO YPE3BBIYANHBIM CUTYAIUsM,
PecnnyOnukaHCKUIl I1IEHTp YNpaBJI€HUST W pearupoBaHUs Ha YpE3BbIUAHbBIC
CUTYaIUU.

AKTYaJBbHOCTD: MTOCKOJIBKY OJHUM M3 KIIFOUEBBIX (haKTOPOB ycrexa 0o
OpraHU3alluy SIBJIsETCS OBICTPOE pearupoBaHUE HA M3MEHEHHMs BHEIIHEW cpenbl U
CKOPOCTh TPUHATHS PEIICHUH, TO HEOOXOAMMO HAWTH ONTHUMAJIBHOE pEIICHHUE,
KOTOpPO€ CJeNIaeT JOKYMEHT0oOOpoT Ooznee »(hQeKkTUBHBIM, a He OyAeT €ero
TOPMO3UTh. TaKUM pelIeHUEeM CTall JIEKTPOHHBIN JoKyMeHTooOopoT. B PI[YPUC
MUC Pecny6nuku benapych u MuHuCTEpCTBE MO Ype3BbIYAWHBIM CHUTYAIUsIM
PecnyOnuku benapych CKOpOCTh IPUHSATUS PEIICHUM UMEET KIIOUEBOE 3HAUCHHUE.
OT 3TOro 3aBUCHT KU3HB JIOJICH.

Heab 1unmjioMHO# padoThI: 1aTh OLIEHKY OpraHU3alMU JEI0MPOU3BOACTBA
B PecnyOnukaHCKOM IIEHTpE YMpaBJICHUSI W pearupoBaHUsi Ha 4Ype3BbIUAlHbBIC
cutyaunn MUC Pecny6nuku benapyce.

O0BbeKTOM HCClIeI0BaHUs SBIISIETCS ICIONPOU3BOACTBO Pecnybnrukanckoro
LIEHTpa YMPaBJICHUS U PEarupoBaHus Ha Ype3BbIYaiiHbIE cUTyallnu MUHUCTEPCTBA
0 Ype3BbIYaliHbIM cuTyauusiM PeciyOnuku benapyce.

IIpeamerom uzyuenus ssisiercs COJMl «SMBusiness» B PecniyOnukanckom
IIEHTpE yIOpaBlIEHUS M pearupoBaHMs Ha upe3BblyaliHble cutyanuu MUC
Pecny6nuku benapyce.

MeToabl ucciieA0BAHMSA: AHAIN3 HOPMATUBHBIX JOKYMEHTOB, MHTEPHET
pPECypcoB, MPAKTUYECKON MESITEIBHOCTH U O00OOIIEHHE TMOJYYEHHBIX JaHHBIX,
HaOJII0JICHHE W OINHCAaHUE Mpollecca B3aUMOJICHCTBHS TOJIb30BATENIE CHUCTEMBI,
CTATUCTUYECKUU METOJ JI UCCIEAOBAaHUS JUHAMUKHU BXOJSIIETO U UCXOISIIETO
JTIOKyMEHTO000pOoTa

I[HonyyeHHble pe3yabTAThl MOTYT OBITh HCHOJB30BAaHbI MPU H3YYECHUU
OpraHu3aliy JeJONpPOU3BOACTBa B PecmyOnuKaHCKOM LIEHTpe YyOpaBJieHUS U
pearupoBaHus Ha YpE3BbIUYANHBIE CUTYAIINH.

Pe3ynbTaThl pa3zpaboTaHbl aBTOPOM JUIUIOMHOW paOOThl M OCHOBAHBI Ha
CaMOCTOSITETIbHBIX BBIBOJAX.

Ctpykrypa M 00beM TUILIOMHON PadoThI: AUIIIOMHAsi pad0OTa COCTOUT U3
pedepara, BBeAeHUS, TpeX TJaB, 3aKIIOUEHHS, CIHCKA UCIOIb30BaHHBIX
HMCTOYHUKOB U JTUTEPATYypbl, IpriioxkeHuit. OOt 00bemM paboThl — 64 CTpaHUIIBI.
N3 HUX: CIMCOK UCTOYHUKOB U JIUTEPATYphl — 6 (49 HanMeHOBaHMil), pedepaT Ha

PYCCKOM, OEJI0pYCCKOM M aHTJIMMCKOM SI3bIKaX— 3, MPUIIOKEHUS — 2 CTPaHUIIbI.
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PO®EPAT
AnToHaBa BikTopbiss AHApIeyHa

Aprasizausis cnpaBaBoAcTBa § Pacny0urikaHCKIM IPHTPBI KipaBaHHA |
plaraBaHHsl HA HAA3BbIYalHbIA ciTyanbli MIHICTIPCTBA N1a HAA3BBIYANHBIX
ciryausiax Pacnyouaiki berapycs

AG'éM mpaubl ckianae 64 cTapoHKi, y ThIM JIIKYy HAMEHHSY BBIKAPBICTAHBIX
KPBIHIII 1 JIITApaTypsl - 49.

KuirouaBbisi €JI0BBI: CIIPaBaBOJICTBA, JIEKTPOHHBI JAKYMEHT, 3JIEKTPOHHbI
niybaBbl mojmnic, MiHICTAPCTBA Na HAJA3BBIYANHBIX CiTyalplsix, PacmyOnikaHcki
LPHTP KipaBaHHSA 1 praraBaHHs Ha HAJ3BBIYANHBIS CITyallbli.

AKTyaJIbHACHb: TAKOJIbKI aJHBIM 3 KIIIOYaBbIX (hakTapay mocrexy 0o
aprasizaiibli 3'syisenia XyTkae praraBaHHe Ha 3MEHbl HaBaKoJIbHAra acsipoaiss 1
XYTKacllb MPBIHALIS paldHHAY, TO HeaObXoJHa 3HAMCII anThIMalibHAE paIlldHHE,
SAKO€ 3p00ilb JaKkyMeHTaa0apoT O0Jbll A(DEKTHIYHBIM, a HE OyJ13€ SIr0 TapMmasillb.
TakiM pammHHEM cTay 3JIeKTpOHHBI AakymeHtaabapor. Y PHYPUC MHC
Pacny6miki bemapych 1 MiHICTApCTBE Ma HAA3BBIYAMHBIX CiTyalbisix PacmyOmiki
benapych XyTkacup OPBIHALLS palldHHAY Mae KIOYaBO€ 3HAUdHHE. AJl TaTara
3aJI€XKBIb KBILILE JHOI3EH.

MbTa abllioMHall mpanbl: Jalb alPHKY apraHizaibll CIpaBaBOJICTBA Y
PacmyOmikaHCKIM IPHTPHI KipaBaHHS 1 plaraBaHHs Ha HAJ3BBIYAWHBIS CITyallbll
MHC P>cny6aiki benapycs.

AO'ekTamM jacieaBaHHs 3'ayisenua crpaBaBoJcTBa PacmyOmikaHckara
I[PHTpPA KipaBaHHS 1 plaraBaHHs Ha HaJA3BbIYaWHBIA ciTyalbll MiHICTApCTBA Ma
HaJ3BBIYANHBIX CITyalplsax Pacmy0iiki benapyce.

IIpagmeram BoIByuUsHHS 3'synsenua CO/] «SMBusiness» y Paciy0itikanckim
LPHTPBl KIpaBaHHS 1 plaraBaHHd Ha HaA3BblYailHbid cityausli MHC Pacmy6miki
benapycs.

Mertaabl aaciegaBaHHsI: aHaAII3 HApPMAaTBIYHBIX JaKyMEHTAy, IHTIPHAT
pacypcay, mpakThlyHA J3eMHacii 1 abaryJbHEHHE AaTpbIMaHBIX JaJ3€HBIX,
HazipaHHE 1 aliCaHHE TMpaldCy Yy3aeMaa3esHHS KapbhICTalIbHIKAY CICTIMBI,
CTaTBICTBIUHBI MeETaJl JJIsl JaclieflaBaHHs JblHAMIKI yBaxoJlHara 1 BBIXOJIHAra
JaKyMEHTa3BapoTy

ATpbIMaHbIl BBIHIKI MOTYIb OBbIllb BBIKAPHICTAHBI TPl  BBIBYYIHHI
aprasizaiibli cripaBaBojicTBa ¥ PacmyOiikaHCKIM I[PHTPHI KipaBaHHs 1 pparaBaHHs Ha
HaJ[3BbIYAIHBIS CITyallblIl.

BriHiKI pacnpamiaBaHbl ayTapaM JbIIUIOMHAM Mpanbl 1 3acHaBaHbIS Ha
CaMaCTOMHBIX BHICHOBAX.

Crpykrypa i a0'éM AbINJIOMHAN Mpanbl: JbIIJIOMHAS Mpala CKiIagaenna 3
padepara, VBSA3E€HHS, TPOX KIpayHIKOY, 3aKIIOUDHHS, CIIICY BBIKAPHICTAHBIX
KPBIHIII 1 JTITapaTyphl, IpbIKIaAaHHAY. ATyIbHBI a0'€M paboThl - 64 cTapoHKi. 3 iX:
CIIIC KPBIHII 1 JTiTapatypsl - 6 (49 nalimenHsy), padepar Ha pyckail, Oenapyckaii 1
aHTICKal si3bpIKax- 3, MPBIKJIaJAaHHs - 2 CTAPOHKI.



THE ABSTRACT
Antonova Victoria Andreevna

Organization of office work in the Republican Center for Emergency
Management and Response of the Ministry of Emergency Situations of the
Republic of Belarus

The volume of the work is 64 pages, including 49 references of sources and
literature.

Keywords: record managment, electronic document, electronic digital
signature, Ministry of Emergency Situations, Republican Center for Emergency
Management and Response.

Relevance: one of the key success factors of any organization is a quick
response to changes in the external environment and the speed of decision-making,
it is necessary to find the optimal solution that will make document management
more efficient, and won’t slow it down. Such solution is electronic record
management. In the RCEMR of the Ministry of Emergency Situations of the
Republic of Belarus and the Ministry for Emergency Situations of the Republic of
Belarus, decision-making speed is key factor. The life of people depends on it.

The purpose of the thesis: to assess the organization of office work in the
Republican Center for Emergency Management and Response of the Ministry of
Emergency Situations of the Republic of Belarus.

The object of the study is the clerical work of the Republican Center for
Emergency Management and Response of the Ministry of Emergency Situations of
the Republic of Belarus.

The subject of study is the SMBusiness EDMS in the Republican Center for
Emergency Management and Response of the Ministry of Emergency Situations of
the Republic of Belarus.

Research methods: analysis of regulatory documents, Internet resources,
practical activities and generalization of the data obtained, observation and
description of the process of interaction between users of the system, a statistical
method for studying the dynamics of incoming and outgoing workflow

The obtained results can be used to study the organization of record
management in the Republican Center for Management and Emergency Response.

The results are developed by the author of the thesis and are based on
independent conclusions.

The structure and scope of the thesis: the thesis consists of an abstract,
introduction, three chapters, conclusion, list of references and literature,
applications. The total amount of work is 77 pages. Of these: a list of sources and
literature - 6 (49 items), an abstract in Russian, Belarusian and English — 3, annexes
— 2 page



