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SUMMARY 

Leshnevsky Vitaly 

Theme: Organization of office work in the Armed Forces of the Republic of 
Belarus. 

Key words: documentation system, documentation, unclassified paperwork, 
personnel records. 

Relevance. Improving management, increasing the level of organization and 
the effectiveness of managerial work largely depend on how rationally the office 
work is put in the organization. Also, having considered the organization of office 
work for the registration of personnel on the example of a specific organization and 
after conducting an analysis, we will be able to offer solutions to improve the 
organization of office work 

The purpose of the thesis is development of proposals for organizing office 
work in the Armed Forces of the Republic of Belarus. 

The object is activities of the Armed Forces of the Republic of Belarus. 
The subject matter is organization of office work. 
The main provisions to be defended. Among the total mass of management 

documents, a separate complex stands out, which formalizes labor legal relations 
between individuals and legal entities. Documents regulating the issues of hiring, 
transferring, granting vacations, incentives and penalties, etc., refer to personnel 
documents (personnel documents). 

HR administration, like many other areas of the institution's activities, must be 
documented. At the same time, HR documentation plays an important role not only 
for the entire organization as a whole, but also for each employee individually. That 
is why increased requirements are imposed on the preparation and execution of 
personnel documentation, the organization of work with it. 

The structure and volume of the thesis. The diploma work consists of an 
introduction, three chapters, conclusion, a list of used sources and literature. The total 
amount of work is 58 pages. From them: the list of sources and literature  6 pages 
(55 titles), abstract in Russian, Belarusian and English  3 pages. 
 

 
 

 

 


