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Maxapesuu Jlappu AJIeKCaHAPOBHBI
Junnomuas pabota: 51 crpanuiia, 52 UCTOYHUKOB, 16 IPHIIOKEHUM

[ITK XJIEBOIIEYEHMS, AEJIOTIPOU3BOJCTBO, ABTOMATHU3AIINY,
JIOKYMEHTOOBOPOT, JOKYMEHT, APXUB, APXUBHOE XPAHEHUE
JIOKYMEHTOB.

OO0beKkT mccaeqoBaHUsl — YuypexJeHue oOpazoBaHus «l 0CynapCTBEHHBIH
npodeccuOHaTbHO-TEXHUYECKUN KOJUIEIIK XJIeOOTeUeHHSI.

IIpeameT ucclieoBaHUsI — JOKYMEHTAIIMOHHOE OOECIeYeHUEe YNPaBICHUS U
apxuBHOe xpaHenue 1okymMeHTOB B [ITK xneboneuenus.

Heab aumIoMHON PpadoTbl: ONPEACIUTh MNYTH COBEPIICHCTBOBAHUS
JIOKYMEHTAIIMOHHOTO 00ECTIeYeHHs YIPABICHUSI U apXUBHOTO XpaHEHUS IOKYMEHTOB
B [ITK xnebomneuenus.

AKTYQJIBHOCTh JUILVIOMHONH PadoThbl: HEYPEryJIMPOBAHHOCTh HEKOTOPBIX
BOIIPOCOB, CBSI3aHHBIX C JIOKYMEHTAIlMOHHBIM  OOECICUeHHEM  YIpaBJICHUS,
AJIIEKTPOHHBIM JOKYMEHTOOOOPOTOM M apXMBHBIM XpaHeHueM nokymeHToB B IITK
XJIeOOTIeYEHHUSI.

MeTtoabl HCCJIEIOBAHUSA: METOL CPaBHUTEIBHOTO aHaam3a
(koMTIapaTUBUCTUKH), METOA CTPYKTYPHO-(QYHKIIMOHATBHOTO aHAJIM3a, METO]]
HAOJTIOIEHUS.

HccaenoBannss U pa3padoOTKHM: JaHa KpaTkas XapaKTEpUCTHUKA HCTOPHH,
3aayaM, (QYHKIUSM, HAMPaBICHHUSIM JESITEIbHOCTH, OPTaHM3AIMOHHOW CTPYKTYype
IITK xneboreueHus; BBISABICHBI COCTaB JOKYMEHTOB, TPEOOBaHUS M IPaKTHKA WX
oopMJICHUS; YCTAaHOBIIEH TMOPSJAOK OpraHu3alnud paboTel C JOKYMEHTaMU U
NEPCIEKTHBbI aBTOMATU3ALMHU JI€IONPOU3BO/ICTBA; YCTAHOBJIEH MOPSAIOK apXHUBHOIO
XpaHEHHS JOKYMEHTOB.

TexHUMKO-DKOHOMHMYECKAsA, COUMAJbHAsA  3HAYUMOCTb:  PE3YJbTAThI
JTUTUIOMHON ~ paboThI MOTYT  IPUMEHSITHCA TSt COBEPIICHCTBOBAHUSA
JOKYMEHTAIIMOHHOTO 00€CIIeYeHUs YIIPABICHUS U apPXUBHOTO XpaHEHHUs JOKYMEHTOB
B [ITK xne6omneuenus.

ABTOp pabOTHI MOATBEPKIAET, YTO MPUBEACHHBIN B HEW MaTepuas MPaBUIBLHO
U OOBEKTHBHO OTPAXKAET COCTOSIHUE HCClenyeMoro mpouecca. Bce matepualsl,
3aMMCTBOBAHHBIE U3 APYTUX UCTOYHUKOB COMIPOBOXKIAIOTCS CCHUIKAMH.



PODEPAT
Makapssiu lap’i AnsikcaHapayHbl
JpiruioMuas mpana: 51 craponka, 52 kpbiHinbl, 39 namarkay

[ITK XJIEBAIISIYDHHS, CIIPABABOJICTBA, AYTAMATBIZALIBIA,
ITAKYMEHTA3ZBAPOT, JAKYMEHT, APXIY, APXIYHAE 3AXOYBAHHE
JTAKYMEHTAYV.

AO'ekT faaciemaBaHHsl - yCTaHOBa anaykaibli "J[3spkayHbl mpadeciiiHa-
THXHIYHBI KaJIeIK XJIeOansTudIHH.

IIpaameT nacjienaBaHHsl - JaKyMEHTaIlbliiHae 3a0ecTsYdHHE KipaBaHHA 1
apxiyHae 3axoyBaHHe gakymeHnrtay y [ITK xnebansusnHs.

MbTa  aBIIVIOMHA#  mpambl:  BBI3HAYBIL  IUIAXI  YJacKaHAJICHHS
JTaKyMEHTaIlblifHara 3a0€CTsTYdHHS KipaBaHHS 1 apXiyHara 3axoyBaHHS JaKyMEHTaY Y
IITK xnebansusHHS.

AKTyajibHACUb JAbIIUVIOMHAH Mpanbl: HEYpOryJdsBaHACIh HEKaTOPBIX
NOBITAHHSY, 3BSA3aHBIX 3 JAaKyMCHTAIBIMHBIM  3a0CCISTYIHHEM  KipaBaHHS,
AJIEKTPOHHBIM JIaKyMEHTa3BapoTaM 1 apXiyHbIX 3axoyBaHHeM gakymeHtay y IITK
XJIe0ansTYIHHS.

MeTaabl nacjieaBaHHs: METa]l MapayHallbHara aHaii3zy (KaMIapaThIBiCTBIKI),
MeTaJl CTPYKTypHa-(QyHKIIbIIHAIbHAra aHAI3y, METa]l Ha31paHH4.

JacienaBaHHi i pacnpanoyki: n1an3eHa KapoTkas XapakTapbICThIKa T1CTOPBII,
3ama4, (QYHKIBIA, HampaMmkKay J3eiHacii, aprafizamblitHail cTpykTypbl IITK
XJIeOAIsIYdHHSA; BBIAYJIEHBI cacTay JaKkyMeHTay, narpabaBaHHI 1 WIpakThIKa 1X
adapMIIeHHsI; yCTallssBaHBI IMapajlak apraHizallbll Tparbsl 3 JaKyMeHTaMi 1
NEPCIIEKThIBBl ayTaMaThI3allbli CIPaBaBOJCTBA; YCTAJIsBaHBI TMapajaK apxiyHara
3aXOYBaHHSA JTaKyMEHTaY.

ThxHika-d3kaHaMiuHas, calbIAJIbLHAS 3HAYHACHb: BBIHIK] JIBITUIOMHAM MPaIlbI
MOTYIIb TPBIMSHAILNA IS YJacKaHAJICHHS JaKyMEHTaIblifHara 3a0ecrssudHHS
KipaBaHHs 1 apxiyHara 3axoyBaHHs gakymeHTay y [ITK xnebansurHHs.

A¥yTap mpampl manBspakae, MITO MPBIBEA3CHBI ¥ €l MaTIphisl MpaBUIbHA 1
a0'eKThIyHA aJJIIOCTPOYBae CTaH Jacjeaudara mpaipcy. Yce  MaTIPhIsIbI,
3ama3bluaHbls 3 IHIIBIX KPBIHIL, CyMpaBaJKarolIa CrachblIKaMi.
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Of Makarevich Darya Aleksandrovna
Diploma work: 51 pages, 52 sources, 36 supplements

STATE VOCATIONAL BREAD-MAKING COLLEGE, CLERICAL WORK,
AUTOMATION, DOCUMENT TURNOVER, DOCUMENT, DOCUMENTS
ARCHIVE DEPOSIT.

Researching Object — State vocational bread-making College.

Researching subject — providing document of administration and documents
archive deposit in State vocational bread-making college.

Aim of Diploma work: determine the ways of improvement of providing
document of administration and document archive deposit in State vocational bread-
making college.

Actuality of Diploma work: questions’ regulations of some—questions
connected with providing document turnover and document archive deposit in State
vocational bread-making college.

Researching Methods: the method of comparative analysis (comparison), the
structured functional method, the method of observation.

Researching and working out: it is given a brief characteristic of the history,
tasks, functions, and directions of the activity, framework of organization of
documents, requirements and practice of their registration: is determined the order of
the organization with documents and prospect of automation of clerical work; is -
determined the order.

Technical-economic and social significance: use the results of Diploma work
com for providing document archive deposit.

The author of the work confirms that the materiel reflects correctly and
objectively the status of researching process. All materials taken from another
sources are accompanied by references.



