PE®EPAT

JlemneBckoro Buranua CranuciaBoBuua

Tema: Opranuzauus aenonpousBoactsa B Boopyxénnsix Cunax Pecmybnuku
benapycs.

KuaroueBble cJjioBa: cucrema BeleHMs JOKYMEHTAllMM, JIOKyMeHTauus,
HECEKPEeTHOE JeIOMPOU3BOICTBO, YUET JIMUYHOIO COCTABA.

AxkTtyajabHocTh. COBEpIIEHCTBOBaHWE YIIPABJICHMsSI, IOBBIIICHUE YPOBHS
OopraHm3aii U 3(PQPEeKTUBHOCTH YMPaBIEHUYECKOIO TPyAa BO MHOTOM 3aBHUCAT OT
TOTO, HACKOJBKO palMOHAIbHO I[OCTABIEHO B OpraHW3alyd J1eJONPOU3BOJCTBO.
Takxe, pacCMOTpPeB OpraHU3ALMIO JIEJIONPOU3BOJCTBA M0 YUETy JJMYHOr0 COCTaBa Ha
npuMepe KOHKPETHOW OpraHHW3alliy M TPOBEsS aHAINW3, MBI CMOXEM MPEASIOKUThH
MyTH peLIeHUs IO COBEPIIEHCTBOBAHUIO OpPraHU3alluu AeJI0ONPOU3BOICTBA.

Heans auniaomMHoil padoTbl — BbIPa0OTKAa MPENJIOKEHHA MO OpraHu3aluu
nenonpousBozacTBa B Boopyxéunpix Cunax Pecybnuku benapycs.

O6bekT — nestensHOCTh Boopyxéananix Cun Pecriybnuku bemapych.

IIpeamer — opranuzanus JeJ0NpPOU3BOACTBA.

OcHoBHbIE TOJ0:KeHHUsl, BbIHOCHMbIe Ha 3amuTty. Cpemu oOieit Maccel
yOpaBIeHYECKUX JOKYMEHTOB BBIJEISETCS OTIENbHBIA KOMILJIEKC, KOTOPBIM
O(QOPMIISIFOTCS] TPYIOBBIE TIPABOOTHOIICHUS MEXAY (PU3NUECKUMHU U IOPUANUECKUMU
auuamMu. JIoKyMeHTbI, peryjupyrollye BONpOChl IpuemMa Ha paboTy, mHepeBoia,
IPEOCTAaBIEHUS] OTIyCKOB, IOOLIPEHUN U B3bICKAHUH M JAp., OTHOCATCA K
JOKYMEHTaM 10 JJUYHOMY COCTaBy (KaJpOBbIM JOKYMEHTaM).

Benenune kanpoBoro 1eiaonpousBOJCTBA, KaK U MHOTME ApPYrue HalpaBlIeHUs
NeSITEJIbBHOCTH yUpeXJeHUs, 00s3aTeNIbHO JOJKHBI TOKyMeHTHpoBaThes. Ilpu aToM
KaJpoBas TOKyMEHTallUs UrpaeT OOJIbLIYIO pojib HE TOJIBKO JJIsl BCel OpraHu3aluu B
LEeJIOM, HO W JUIsl KaXIOro COTpyJHUKAa B OTAeIbHOCTU. VIMEHHO mNo3TOoMy K
COCTaBJICHUIO U OOPMIIEHUIO KaJpOBOM TOKyMEHTALlU1, OpraHu3aluu paboTel ¢ Hel
IPEbSIBISIOTCS OBBILIEHHbIE TPEOOBAHUS.

CrpykTypa n 00beM AUNUIOMHON paboTthl. JluninomHas paboTra COCTOUT U3
BBEJIeHUs, TPEX TIJaB, 3aKJIIOYEeHUs, CIHUCKA MHCIIOJIb30BAHHBIX MCTOYHUKOB U
autepaTypbl. O0uwmii 00beM paboTel — 58 cTpanull. M3 HUX: COMCOK HCTOYHUKOB U
autepaTypsl — 6 ctpanull (55 HauMeHoBaHUil), pedepaT Ha pycckoM, OeslopyccKoM
Y aHTJIMICKOM s3bIKaX — 3 CTpaHULIbL.



PODEPAT

JIsmHeyckara Bitanis CraniciiaBaBiua

Toma: Apramisampls clpaBaBojcTBa Ba Y30poeHeix Cimax Pacry6umiki
benapyce.

KiarouaBbisi ¢JI0OBbI: cicTOMa BSI3eHHS JaKyMEHTAllbll, JaKyMeHTallbls,
HecaKpaTHae CIpaBaBOJICTBA, YJIiK acabicTara cKiauy.

AKTyaJdbHaclb. YJacKaHajeHHe  KipaBaHHsS, [aBbIII3HHE  Y3POYHIO
apraHizampli 1 3QeKThIyHACI KipayHilKai mpaipl IMaT y YbIM 3ajiexallb aj Taro,
HaKOJIbKI pallbliHalIbHA MacTayjeHa Y apradisalpll copaBaBoAcTBa. Takcama,
pasrien3eyinsl apraHi3amblio CIpPaBaBOJICTBA Ma YIiKy acabicTara ckiamy Ha
MpBIKJIaJ3¢ KaHKPITHAN apraHizampli 1 MpaBEYIIbl aHali3, Mbl 3MOXaM ITparnaHaBalb
HUISX1 BRIPAIISHHS Na YacKaHaIeHH] apraHi3allbli cipaBaBOICTBA.

MbTa apImJioMHaii mpanmbl — BBIIpalloyka TIparnaHoy TMa aprasizaibli
crpaBaBojicTBa Ba Y36poensix Cinax Pacry6riki Bemapyce.

AG'exT — 3eitHacb Y30poensix Cin PacnyOniki benapyce.

IIpagmeT — apraHizaipisi ClipaBaBoOJICTBA.

ACHOYHBIAI NAJIa’XK3HHI, fIKisi BbIHOcALNA Ha abGapony. Cspojn aryibHaii
Machl KipayHI4bIX JaKyMeHTay BbUTydaellla acOOHBI KOMIUIEKC, sIKiM adapMiIsionia
MparioyHEIS MPaBaaTHOCIHBI MaMik (i3iYHBIMI 1 FOPBIIBIYHEIMI acobami. JlakyMeHTsI,
SKisl pOryJIooLb MbITAHHI MOpbIEMY Ha Tpaily, Mepakiaay, IpagacTayieHHs
aJilayblHKay, 3aaXBOYBAHHAY 1 CHAarHaHHAY 1 1HUI., aJHOCSLUA Ja JaKyMeHTay mna
acaboBamy ckiany (KaJpaBbIM JaKyMEHTax).

Bsinzenne kanpaBara crnpaBaBOJICTBA, SIK 1 MHOTIS 1HIIIBIS HANpaMKi J3eMHACII
ycTaHOBbI, abaBsi3KOBa TMaBiHHBI  JakyMeHTaBalb. [Ippl r3ThIM  KaapaBas
JaKyMeHTAllbIsl Tpae BsUIIKYHO POJIIO He TOJIbKI JJist YC&€l apraHizalibli ¥ 1JIbIM, aje i
JUISL  KO)KHara cympaloyHika ¥ acoOnHacii. MeHaBiTa TaMmy [Ja CKJIaJaHHS |1
adapMJIeHHs KaJpaBail JaKyMeHTallbli, apraHizaibli paboThl Ja se Mpa'syJsrola
naBbIlIaHbIs aTpabaBaHHI.

Crpykrypa i ad6'ém abinjiomHaid npanbl. [pIlsioMHas npana ckiajaaenia 3
VBA3eHHS, TPOX IJay, 3aKIIOUdHHS, CIICY BBIKAPBICTAHBIX KPBIHIL 1 JITapaTypsbl.
ArynbHbI a0'€M paboThl — 58 cTapoHak. 3 iX: CIic KpbIHIIL 1 JiTapatypsl — 6 CTapoHaK
(55 naiimenHsy), padepat Ha pyckali, 6enapyckait 1 aHTicKai MoBax — 3 CTapOHKI.



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.



