PEDEPAT

Hecreposoii EnuzaBersbl UropeBHbI
JloKyMeHTHPOBaHKE AEATEJbHOCTH YUPEKACHUN JOIIKOJIbHOTO
oOpasoBanus B Pecnyosinke benapych (Ha mpumepe
I'ocynapcTBeHHOrO0 yupe:knenus oopazosanus «Scau-cag Ne 442
ropoaa MuHcCKa»)

O0bem paboTbl cocraBisieT 125 cTpaHul, B TOM 4KCJI€ HaWMMEHOBAHMMA
UCTIOIb30BAaHHBIX UCTOUYHUKOB M JUTepaTypsl — 12 (116 mo3unuii), mpuioxxeHuid — 3
(3 moxymeHTa).

Kawuesbie caoBa: YUPEXJIEHUA JJOIIKOJIBHOI'O OBPA30OBAHNA,
JOKYMEHTHUPOBAHUE JNEATEJIBHOCTH, OPTAHU3ALIMOHHO-
PACIIOPAUTEJIBHAA JOKYMEHTALIM L.

AKTYyanbHOCTB: JIOKyMEHTAIIMOHHOE o0ecnedeHue padoThl JIOMIKOJIBHBIX
00pa3zoBaTeNbHBIX YUPEXKACHUN MPUOOpPETAET 0COOYI0 aKTyalbHOCTh. DP(HEKTUBHOE
IUIAHUPOBaHME, OpraHu3auus oOpa3oBaTeIbHOrO IpOLECcCa, OCYIIECTBIECHUE
(MHAHCOBOI JAEATENBHOCTH, ONEpPaTUBHOE YIpaBIECHUE, KaJpoBOoe obecreyeHue
NeSTeNbHOCTU YUpEKACHUS TpeOyeT pa3paboTku ONTUMAJIBHOTO
JOKYMEHTAIIMOHHOT'0 00€CTIeYeHHs 3TOM 1eATETbHOCTH.

Heap aumioMHOW padoThl - OIpeAeNeHue NyTed COBEPIICHCTBOBAHMS
JOKYMEHTAIIMOHHOTO obOecrieuenust ympaBieHus B [YO «Scnu-cam Ne 442
r. Munckay.

O0beKkTOM MHCCIEIOBAaHUSA SBIAETCS JOKYMEHTUPOBAHHE JEATEIbHOCTH
YUpEeXKJACHHUI TOIKOJIbHOro o0pazoBaHus B PecriyOnuke benapyce.

Metoabl uccjieloBaHMsA: B XOJl€ MCCIIEOBAaHUS HCIOJb30BAIUCH O0OIIHME U
YacTHbIE METOJbl, @ HMEHHO: HWHTEPBBIOMPOBAHUE COTPYIHUKOB YUPEKICHUS
JOLIKOJIBHOTO 00pa3oBaHusi, HAONIOJIEHWE 3a OpraHu3alued JOKYMEHTHUPOBAHMS
JCSITEILHOCTH, OOIIMEe METO/IbI (aHAIN3 0COOCHHOCTEH 00paOOTKU JOKYMEHTOB).

IHosry4yeHHbIe pe3yJabTaThl © MX HOBM3HA: CUCTEMAa HOPMATUBHBIX MPABOBBIX
aKTOB, PEryJUPYIOIIMX BOMPOCHl JOKYMEHTHPOBAHUS JICATENbHOCTH YUPEKICHUM
JOLIKOJILHOTO oOpa3oBanusi B PecnyOnuke benapych mnpencraBiieHa: KOAEKCAMH,
3aKOHAMH, MOCTAHOBJICHUSIMH MHUHUCTEPCTBA O0pa3oBaHUsl M 3/paBooxpaHeHus. B
JIOKYMEHTO000pOTE JAHHOTO JOLIKOIBHOTO YUPEXKICHUN CO3/Ial0TCsl crielupuiecKue
JIOKYMEHTBI, KOTOPbIE€ HOCSAT OpPraHU3alMOHHO-TPABOBOM XapakTep, AOKYMEHTAaIlus,
Kacarollasicsi OpraHu3alliy MeJarorndeckoro mpoiiecca, JTOKyMeHTalus o padore ¢
HacenenueM. [[ns moBbimieHus 3¢G(GEKTUBHOCTH pabOThl C JTOKYMEHTaMu ObLIO
NPEJIO)KEHO BBECTU CTABKY JEJIONPOU3BOJIUTENS, a TaK K€ 4YTOObl YCTPAaHUTH
BBISIBICHHBIE ~ HEJOCTaTKU B  O(QOpPMIIGHMHM JOKYMEHTOB W  OpraHu3aluu
JIEJIONPOU3BOJICTBA B 1IEJIOM OblIa pazpaboTaHa MHCTPYKIIHS MO JEIOMPOU3BOJICTRY.



POD®EPAT

Hecuepasaii JlizaBersl IropayHbl
JlakyMeHTaBaHHe A3eHHACII YCTAHOBBI JAIIKOJbHAH ayKaUbIi
P3rcmy0uainsl benapycs (Ha npbikaanse [3sapxayHail yCTaHOBBI
agykanbli «fcii-cag Ne 442 ropaga MiHcka»)

A6 ém paboThl ckiamae 125 crapoHak, y ThIM JTIKY HAaMEHHSY BBIKAPBICTAHBIX
KpbIHII U JtiTapatypsl — 12 (116 nasineiil), nagatkay — 3 (3 nakymeHra).

KiarouaBbia CJIOBbI: JAKYMEHTABAHHE JIBEMHACILI],
APTAHI3ALIBIMTHA-PACITAPA JUKAJTBHA S JAKYMEHTAILIbBIA,
[HCTPYKIBbIA, 3AKOH.

AxkTyanabHacub: JlakyMeHTanpliiHae 3a0ecrssudHHE TIparbl JAITKOJIBHBIX
alyKalplMHBIX  yCTaHOYy HaObIBae acalOyByl0 aKTyaJlbHaclb. O(EKTbIyHae
IUIAaHABaHHE, apraHizalbld aJyKalbliHara Mpauscy, aXbIIUgylIeHHe (iHaHCaBal
J3eMHacIll, anepaThlyHae KipaBaHHE, KajJipaBae 3a0€CIsUdHHE J3eHHACIl YCTaHOBBI
natpaOye pacmnpaloyki anThbiMalbHara JaKyMEHTalbliiHara 3a0echsiu’HHS TIITai
J3eiHacti.

Mbra aplvioMHal padoThI - BBI3HAUDHHE IUIAXO0Y YIACKAHAJIECHHS
nakyMmeHTaupliiHara 3adecrsausnHus ¥ YA «cmi-cag Ne 442 r. MiHckay.

A0 émam jacienaBaHHsS 3 sSysiellla JaKyMEHTAaBaHHE A3€UHACIl YCTaHOY
JAIIKOJIbHBIX ayKalbli y Pacmy0uins! benapych.

Metansbl 1acjielBAaHHSA: Y XOA3€ AaCI€JaBAHHS BBIKAPBICTOYBAICS aryJbHbIS
1 TpbIBaTHBII METaJbl, a MEHAaBITa: IHTIPB'IOIPABAHHE CYNpPAIlOYHIKAY YCTaHOBBI
JAIIKOJIbHA aayKallbll, Ha3lpaHHE 3a apraHi3aublsiii JaKyMEHTaBaHHS J3€WHacLl,
aHaji3 acabJiBacly anpanoyki TaKkyMeHTay.

ATpbIMaHbIsA BBIHIKI i IX HaBi3HA: CICTAMa HapMaTBIYHBIX MPABABBIX AKTay,
AKiSL PpATrYyJIIOIb MbITaHHI JAaKyMEHTaBaHHS [3€MHAcLl YCTaHOY JalIKoJbHal
anykaupell Yy PacmyOminel  bemapych  mpajcTtayieHa:  KoJIdKcaMi, 3aKOHami,
NMacTaHOBaMl MIHICTIPCTBA aJyKallbll 1 axoBbl 3Aapoys. Y JaKyMeHTa3Bapolle
JaJ3eHail MamikojibHall YCTaHOBBI CTBaparolllla CHEHbIPIYHBIS JaKyMEHTHI, SKis
HOCSIIb apraHi3alblifHa-MpaBaBbl XapakTap, JaKyMEHTAlblsd, sKas AaTbIYbIIILA
aprasizaiipli IejarariyHara npaipcy, JaKyMEHTAllblsl Ma Mpailbl 3 HACEJIbHIITBAM.
JIist maBbIIAHHSA 3(EKThIYHACII Tpalbl 3 JaKyMeHTaMmi ObUIO MpanaHaBaHa YBecIli
cTayKy chpaBaBoja, a Takcama ka0 JIKBiJaBallb BBISYJEHbIS HEAAXOMbl ¥
adbapMIieHHI JaKyMeHTay 1 apradizaibli COpaBaBOJCTBAa VY IPJbIM, ObLIa
pacnpaliaBaHa IHCTPYKIIbIA [1a CIIPaBaBOJCTBY.



ESSAY OF

Nesterova Lizaveta lharauna
Documenting the activities of pre-school education institutions in the
Republic of Belarus on the example of the State Educational
Institution " Kinder-garden 442 of Minsk»)

The volume of the work is 125 pages, including names of used sources and
literature - 12 (116 positions), applications - 3 (3 documents).

Keywords: THE STATE EDUCATIONAL INSTITUTION " KINDER-
GARDEN 442 OF MINSK»), DOCUMENTING THE
ACTIVITIES,ORGANIZATIONAL AND ADMINISTRATIVE DOCUMENTS,
INSTRUCTION MANUAL, ACT.

Relevance: Documentation support for the work of preschool educational
institutions is of particular relevance. Effective planning, organization of the
educational process, implementation of financial activities, operational management,
staffing of the institution requires the development of optimal documentation support
for this activity.

The purpose of the thesis is identification of ways to improve documentation
support in the SEI "Kinder-garden 442 of Minsk".

The object of the research is documenting the activities of pre-school
education institutions in the Republic of Belarus.

Research methods during the study, general and particular methods were
used, namely interviewing employees of preschool educational institutions,
monitoring the organization of documenting activities, analyzing the features of
document processing.

The results obtained and their novelty: the system of regulatory legal acts
regulating the documentation of the activities of preschool education institutions in
the Republic of Belarus is represented by: codes, laws, resolutions of the Ministry of
Education and the Ministry of Health. In the document flow of this preschool
institution, specific documents are created that are organizational and legal in nature,
documentation relating to the organization of the pedagogical process, documentation
for working with the population. To improve the efficiency of working with
documents, it was proposed to introduce the clerk's rate, and also, in order to
eliminate identified shortcomings in the paperwork and organization of clerical work
as a whole, an instruction for clerical work was developed.



