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OPTAHM3AIINA PABOTbI C JAOKYMEHTAMHM B VIIPABJIEHUU
BHYTPEHHUX JIEJ AJIMUHUCTPAILIMM ILIEHTPAJIBHOI'O PAMOHA
I MNHCKA

OO0beKT MCCIeAOBaHUSI — YIPaBICHUE BHYTPEHHUX €] aJIMUHUCTPALUU
I{enTpanbHOrO paiiona r.MuHcka

IIpeamer wucciaegoBaHMs — OpraHu3anus BEIEHUS JIEJIONPOM3BOJCTBA
yIpPaBJIEHHsI BHYTPEHHUX AeN aaMuHUcTpauuu LlenTpansHoro paiiona r. MuHcka

Leap padoTbl: HA OCHOBE U3y4YeHHs PabOTHl C JOKYMEHTaMH B YIpaBJICHUU
BHYTPEHHUX e agMuHucTpauuu LlenTpanbHoro paiiona r. MuHcka pa3paboTath u
NPEIJIOKUTH HANIpaBiIeHUs U (POPMBI €€ COBEPILICHCTBOBAHMUS

MeToabl HCCIeI0BAHMA: METO TEOPETUYECKOTO aHAIN3a, METOJ CPABHEHUS,
aHaJln3 UCTOYHUKOBOM 0a3bl, METOJ OMMCAHUS, METOJbl HAOIIOACHUS U CPABHEHMUS,
MeTO/ 00001IeHHUS.

HccnenoBanusi m pa3padOTKM: BbIIBIEH YPOBEHb M OCOOEHHOCTH
OpraHM3alMK JEJIONPOU3BOACTBA B YIIPABICHUM BHYTPEHHHUX AN aIMUHHUCTPALUU
[lenTpampHOro paiioHa r.MHUHCKA, BBIHECEHbI PEKOMEHAALMU U IPEIJIOKEHUS I10
COBEpILICHCTBOBAHUIO PA0OTHI C JOKYMEHTaMH B YIPAaBJICHUHW BHYTPEHHHX JI€1
aagmuHucTpanyu LlenTpanpHoro pariona r.MuHcka.

DJieMeHTbl HAaY4YHOW HOBM3HBI: BBIIBJISIIOTCS OCOOCHHOCTH  BEICHUS
JEJONPONU3BOACTBO B OPraHax BHYTPEHHUX JIEIL.

TexHUKO0-IKOHOMHYECKAsl, COMAJbHAA 3HAYUMOCTD. PACKPBITHIE BOIIPOCHI
OKa)XXyT BIIMSHUE Ha CO3J]aHHE YCTOMYHMBOIO alropuT™Ma padOThl C JOKYMEHTAMH B
OpraHax BHYTPEHHHUX [ed, a pa3paOOTaHHbIE PEKOMEHIALUUU U MPEII0KCHUS
IIOMOT'YT COBEPIIEHCTBOBATH JEJIONPOU3BOACTBO B PACCMATPUBAEMOM OpraHU3aLH,
YTO NPUBEAET K TOBBIIEHUIO KayecTBa  M3JaBa€MbIX  JIOKYMEHTOB U
VCIIOJTHUTEIIbCKOU TUCIUIIIINHBI.

ABTOp palOTHI MOATBEPKAAET, UTO MPUBEICHHBIN B HEW MaTepua IPaBHIbHO
¥ 00BEKTUBHO OTPAXKAET COCTOSHUE MCCIIEyEMOro MpoLecca, a BCe 3aMMCTBOBAHHBIE
U3 JINTEPATYPHBIX M JAPYIMX HCTOYHUKOB TEOPETUYECKUE, METOJIOJIOTUYECKUE U
METOAMYECKUE TIOJIOKEHUS W KOHLENIUU CONPOBOXKIAIOTCA CCBUIKAMM Ha UX
aBTOPOB.
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APTAHIBAIILIS  PABOTBHI 3 JIAKYMEHTAMI  VIIPAVJIEHHE
VHYTPAHBIX CITPAY  AJIMIHICTPAIILII I[DHTPAJIBHATA PAEHA
I MIHCKA

AO'ekT JacielaBaHHsl — YOpayJeHHE YHYTpaHbIX CcHpay aaMiHICTpalbli
[lpaTpansHara paéna r.MiHcka

IIpagmer pacinenaBaHHsi — apradizaublsi BsA3CHHS CIPaBaBOJACTBA ¥
ympayleHHe YHyTpaHbIX crpay aamMiHicTpanbli L[paTpansHara paéna r.Mincka

MbsTa nmpanbl: Ha aCHOBE BBIBYYDHHS TpaIlbl 3 JaKyMEHTaMmi ¥ ympayieHHe
YHyTpaHbIX copay ammiHicTpaubll L[pHTpansHara paéna r.MiHcka pacmpanaBailp i
IparnaHaBallb KipyHak 1 OpMBI sie y1ackaHaIeHHS

Mertaabl qaciaenaBaHHsi: METaJ TXapAThIUHArA aHai3y, METa] MapayHaHHS,
aHaJi3 KpbIHIYHAW 0a3bl, METa]l amicaHHs, METabl Ha3lpaHHS 1 mapayHaHHsI, METal
abaryipbHEHHS.

JlacsenaBaHHi i pacnpanoyki: BbIsSYIIeH y3pOBEHb 1 acabiiBaciil apraHizalbli
CIpaBaBOJCTBA ¥ yMpayleHHE VHYTpaHbIX cIpay aaMiHicTpanbli L[PHTpanpHara
pacna r.MiHcKa, BBIHECEHbBI PIKaMEH Iallbll 1 PanaHoBkI Ma yAacKaHAJIEHHI paboThI 3
JaKyMeHTaMl ¥ yrpayiaeHHe YHYTpaHbIX crpay aamiHicTpaubll L[pHTpanshara paéna
r.MiHcka

DJieMeHTbl HABYKOBAaH HABIi3HBI: BBITYISIIONIA acaliiBacii BSA3CHHS
CIIPAaBABOJICTBA Y OpraHax yHYTPaHbIX CIpay

TrxuHika-3kaHaMiuHasi, caubISJbHAS 3HAYHACUB: Pa3IJIe/HKAHHBIS MbITAaHHI
aKaXxylp yIJIbIY Ha CTBapIHHE YTPBHIMIIIBara ajrapbiTMy pa0oThl 3 JaKyMeHTami ¥
OpraHax YyHYTpaHbIX CIIpay, a pachpalaBaHbld pIKAMEHJAIbll 1  IparnaHOBBI
JanaMoryllb ynacKaHajdbBallb CIPABaBOACTBA ¥y pasriisiaeMail aprasizaibli, IITO
IPBIBA3E Ja MaBbIIIPHHSA SKACIl JaKyMEHTay 1 BBIKaHAJIbHILKAN JBICUBITUIIHBI.

A¥Tap mparpl manBspaXKae, IITO MPBIBEA3CHBI Yy € MaTIphIsUl MpaBiibHA 1
a0'eKTbIyHA aAIOCTpPOYBae CTaH JOCJEIHAra MpandCcy, a BCE 3ama3blyaHblsd 3
JITApaTypHBIX 1 IHIIBIX KPBIHII] TIapITHIYHBIA, METAJaJariuHbIl 1 METaIbIYHBISI
CTAHOBIITYA 1 KAHIMIIBI CyIpaBapKaroIia Cracklikami Ha iX ayTapay.
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OFFICE ADMINISTRATION, OFFICE ADMINISTRATION
MANAGEMENT, DOCUMENT SUPPORT OF MANAGEMENT SERVICE,
DOCUMENT MANAGEMENT, PREPARATION OF DOCUMENTS, RECORD
KEEPING

The object of research — Department of Internal Affairs of the administration
of the Central district of Minsk.

The subject of research — office administration management at department of
Internal Affairs of the administration of the Central district of Minsk.

The purpose of the thesis: on the basis of studying the work with documents
in the Department of Internal Affairs of the administration of the Central District of
Minsk to develop and propose directions and forms of its improvement.

Research methods: method of theoretical analysis, comparison method,
sources base analysis, description method, observation and comparison method,
method of generalization.

Research and development: the level and peculiarities of the organization of
office work in the Department of Internal Affairs of the administration of the Central
District of Minsk were revealed, recommendations and suggestions were made to
improve the work with documents in the Department of Internal Affairs of the
administration of the Central District of Minsk.

Elements of scientific novelty: the peculiarities of office administration
management at a non-government ownership company with a small number of
employees are considered.

Technical, economic, social significance: the disclosed issues will have an
impact on the creation of a stable algorithm for working with documents in the
internal affairs bodies, and the developed recommendations and proposals will help
to improve the office work in the organization under consideration, which will lead to
an increase in the quality of published documents and executive discipline.

The author of the thesis confirms all the data shows the studied process in a
correct and unprejudiced way. All data from the borrowed literature and other sources
is followed by links of their authors.
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