PE®EPAT

Tema: JemonpousBoactBo B  Jlemenbckom — ¢umuane  Butebckoro
ob6mmoTpebdobImecTna.

KaroueBble cioBa: nenonpousBoiactBo Jlenenbckoro ¢unmnana Butebckoro
o0nmoTpeboodiecTBa, JOKYMEHTAIIMOHHOE ObOecrieueHne yrpapieHus Jlenmembckoro
¢unmnana BureOckoro o6nmoTpeboOIIecTBa, METOABl COBEPILIEHCTBOBAHUS, MyTH
COBEpIICHCTBOBAHUS.

AKTyaJIbHOCThb. B CcOBpeMEHHBIX YCIOBHAX WHGPOPMAIMOHHOTO OOIIECTBa
aKTyanmsupyercs mnpoosema 3PGHEKTUBHOCTH CHUCTEMATHU3AIMN OOJBIITNX TOTOKOB
pa3HooOpa3Ho¥ wuH(pOpMalMu, B TOM 4YHCJI€ B CHCTeME OQHUIUATHHOTO
JTOKyMeHTOoOOOpoTa. B coBpemMeHHOM  OOIIECTBE KA4eCTBO  HCIIOJIB3YEMOM
uHpOpMaIlMU paccMaTpUBaeTCs C JBYX CTOpoH. Bo-mepBbiX, 3¢()EeKTUBHOCTHIO
yIOpaBICHUS M BO-BTOPBIX, NMOHUMAaHHE BaKHOCTU DPA3BUTUS METOAOB pPadOTHI C
JTOKYMEHTUPOBAHHONW MH(OPMAIIUEH MOCPEACTBOM KOMITBIOTEPHBIX TEXHOJIOTHI Kak
cpencts coopa, ¢pukcaruu, o0paboTKH U niepeaaun napopmanuu. Pemenne npoodiem
yIpaBiIeHUS JOKYMEHTAIEeH B COBPEMEHHBIX YCIOBHUSIX MO3BOJIMT IIEJIEHATIPABICHHO
dbopmupoBaTh HHPOPMAIMOHHBIE PECYpPChl OpraHU3alMK W O00ECHEeYHTh UX
s dekTrBHOE GYHKIIMOHUPOBAHHE.

Heap  aumiomMHoii  paGoTbel —  pa3paboTKa  MPEeAsoKEeHUN 1o
COBEpIICHCTBOBAHUIO Jenonpou3BojcTBa B Jlemenbckom ¢unuane Butebckoro
ob6mmoTpebdobIecTna.

O0bekT — Jlenenbckuii punuan Buredckoro o0amorpedodiecTna.

OcHoBHbIE M0JI0:KeHNs], BBIHOCHMbIe Ha 3amuTy. B JlenensckoMm unuane
Butebckoro obmamoTtpeboOiecTBa paboTy MO JOKYMEHTAITMOHHOMY OOECIIeUEHHUIO
yIpaBICHUS OCYILECTBISET CeKperapb. B dunmane ucnons3dyercs KypHalabHas
dopma peructpanuu AOKyMEHTOB. B xone ananmusza Oblia BbIsIBJI€HAa MOTPEOHOCTH
ONTHMHU3AIMHA JTOKYMEHTAIMOHHOTO OO0ECIeueHus] yNOpaBlIeHUs] U BHEIPEHUS
aBTOMaTH3UpOBaHHOW  cuctembl B Jlemenbckom — ¢unmane  Butebckoro
o0nmotpebodiecTBa. ITO 00€creyuT OBICTPBIA MOUCK JOKYMEHTOB, IMOBBICUTCSA
CKOPOCTh BHYTPEHHETO COTJIACOBAHUS

CTpykTypa u 00beM AUIUIOMHON padoTbl. JlummomHas paboTa COCTOUT U3
BBEJICHUS, TPEX TJaB, 3aKIIOYCHHS, CIHUCKA HCIOJIb30BAHHBIX HCTOYHUKOB H
JAUTepaTypsl, npunoxkenuit. OOt 06beM padoTsl — 71 cTpanuna. M3 HUX: CHIHCOK
WCTOYHHUKOB W JINTEPATYphl — 6 cTpanull (63 HauMeHOBaHuUs), pedepaT Ha PyCCKOM,
0eopyCCKOM M aHTIUIICKOM SI3bIKaxX — 3 CTPAHUIIBI.



PODEPAT

Tama: CIIpaBaBOCTBA y Jlenenbckim ¢imisiie BineGckara
abJCnaXkpIyTaBapbICTBA.

KarouaBbisi caoBbl: crpaBaBojacTBa Jlemenbckara iumisuia  Binebckara
abncnaXkpIyTaBaphICTBA, JaKyMEHTalbliiHae 3a0ecnau’HHE KipaBaHHS Jlemembckara
¢inisua BineOckara, MeTaaplygackaHaIeHHS, IIJISIX1Y JaCKaHATICHHS.

AKTyajJbHaclb: Y CyyacHBIX yMoOBax I1H(apMallplifHara TrpaMaacTBa
akTyamizyemua mnpabieMa 3(EeKThIYHACI[l CICTAMAThI3albll BSUIIKIX MaTOKay
pasHacTaiiHail iHpapMallbll, Y THIM JIIKY ¥ cicTAMe adinpliiHara 1aKyMeHTaabapoTy.
VY cyudacHBIM rpamajicTBe, SIKAacllb BBIKAphICTOYBaHail 1H(apMalpll pasrisaaenia 3
nByx Oakoy. Ila-mepmiae, kipaBaHHS 3(EKTHIYHACIIO 1 Ma-Ipyroe, pasyMeHHE
BaYKHACIII Pa3BIII MeTajay mpaibl 3 JaKyMEHTaBaHy0 1H(papMaIlplsasi 3 JanaMorai
KaMITIOT3PHBIX TIXHAJIOTIA K cponkay 300py, (ikcarpll, ampamoyki i mepaaaysl
iH(papmartpli. Pammuue mpabieM KipaBaHHS JaKyMEHTAIbIAd y Cy4acHBIX YMOBax
Ja3BOJIIb MATaHaKipaBaHa (apmipaBallb 1H(papMalbIMHBIA PICYPCHl apraHizaipblii i
3a0sicreybIb 1X 3 eKThIyHae QyHKIbITHABAHHE.

MbsTa apInjioMHail mpanbl — pacrnpanoyka MpanaHoy na YaacKaHaJeHHI
cnpaBaBojicTBa ¥ JlenensckiM (imisine Binebckait abiacnakpryHacIi.

A®'exT — Jlenenbcki ¢imisin BireOckara abiicmakbry TaBapbICTBA.

ACHOYHBIA NaJAa’*kd3HHi, AKif BbIHOCALLA Ha alapony. Y JlemenbckiMm
¢urisie  BineOckait  abncnakslyTaBapbiCTBa Tpally @a  JaKyMEHTALBIIHBIM
3a0€CTsYHHI KipaBaHHS aXbILLAYIsSe cakparap. Y @imisiie BBIKapbICTOYBaella
yacomicHasi ¢opMa paricTparpli JaKyMeHTay. Y XoJ/3€ aHajidy Oblja BBISYJICHA
naTpa0a anThIMi3albli JaKyMeHTalbliiHara 3a0ecIsTY’HHS KipaBaHHS 1 YKapaHEHHS
ayramaTei3aBaHail cictamsl ¥ Jlenensckim ¢imisie Binebckara o6nmotpebdoOiecTsa.
['>Ta 3a0sicneusllb XYTKI MOIIYK JaKyMEHTay, MaABBICILIA XYTKAcIlh YHyTpaHara
Y3raiHEHHS

Crpykrypa i a0'ém abpliioMHall npanbl. J[pIIoMHas mpana ckiajaaenia 3
VYBSA3EHHS, TPOX KIPayHIKOY, 3aKIIOUSHHS, CHICY BBIKAPBICTAHBIX KPBIHIL 1
JiTapaTyphl, NpBIKIagaHHAY. ArynbHbl a0'ém mpanbsl — 71 crapoHka. 3 iX: cIHic
KPBIHIIL 1 JTiTapaTypsl-6 ctapoHak (63 HaliMeHH1), padepar Ha pyckail, Oenapyckail i
aHTIIACKall MOBax-3 CTapOHKI.



ABSTRACT

Topic: Office work in the Lepel branch of the Vitebsk Regional Consumer
Society.

Key words: office work Lepel branch of the Vitebsk Regional
ConsumerSociety, documentation support of management Lepel branch of the
Vitebsk Regional ConsumerSociety, methods of improvement, ways of improvement.

Relevance: In the modern conditions of the information society, the problem of
the efficiency of systematization of large flows of various information, including in
the system of official document management, is being actualized. In modern society,
the quality of the information used is considered from two sides. Firstly, the
effectiveness of management and secondly, the understanding of the importance of
developing methods of working with documented information through computer
technology as a means of collecting, recording, processing and transmitting
information. Solving the problems of document management in modern conditions
will allow you to purposefully form the information resources of the organization and
ensure their effective functioning.

The purpose of the thesis is to develop proposals for improving office work
in the Lepel branch of the Vitebsk Regional Consumer Society.

The object is the Lepel branch of the Vitebsk Regional Consumer Society.

The main provisions submitted for defense: In the Lepel branch of the
Vitebsk Regional Consumer Society, the work on the documentation support of the
department is carried out by the secretary. The branch uses a journal form for
registering documents. The analysis revealed the need to optimize the documentation
support for the management and implementation of an automated system in the Lepel
branch of the Vitebsk Regional Consumer Society. This will provide a quick search
for documents, increase the speed of internal approval

Structure and scope of the thesis: The thesis consists of an introduction, three
chapters, a conclusion, a list of sources and literature used, and appendices. The total
volume of work is 71 pages. Among them: the list of sources and literature — 6 pages
(63 titles), the abstract in Russian, Belarusian and English - 3 pages.



