PE®EPAT
Bacrotbl EkaTepunbl BUKTOPOBHBI

Tema: CoBepLIeHCTBOBAHHE OpraHU3aLUH JIE€IO0IPOU3BOICTBA.

KiroueBble ciloBa: JE€IONPOU3BOACTBO, OpraHM3alus JEIONpPOU3BOJICTBA,
JOKYMEHTBI, BXOJIIINE TOKYMEHTHI, UCXOSIINE TOKYMEHTHI, TOKYyMEHTOO0OPOT.

AKTyanbHOCTb. B COBPEMEHHBIX YCIOBHSIX OCHOBHBIM PECYPCOM YNPABJICHUSA,
0e3ycJ0BHO, ABJsETCS MHPOpMAIHs U JOKyMEHT. [ moBbIeHUs 3PPEKTUBHOCTH
JESITEIIbHOCTH TPEANPUATHI HEOOXOIUMO H3yYeHUE JOKYMEHTOB, OpraHHU3alllH
paGoTl ¢ HUMH U, KOHEYHO, COBEPIICHCTBOBAaHHE JAOKYMEHTAI[HIOHHOTO
obecrnieuenus. OT TOTO, HACKOJIBKO MPaBUIIBHO BEAETCS JETONPOU3BOACTBO, 3aBUCUT
BEJICHUE YCIEUIHOM YINPABICHYECKOU NEATENbHOCTH. [Ipu mpoBepke AesTenbHOCTH
IPEANPUATHS IPOBEPSIOT, B IIEPBYIO OYEPEb, TOKYMEHTBI, B KOTOPBIX AESATEIBHOCTD

3auKCUpOBaHa.
I[lens  gumuiomHOM  paboThl  —  pa3paboTka  pEeKOMEHIAUWA 110
COBEPIIEHCTBOBAHUIO OpraHu3aluu CUCTEMBbI JIeTIONPOU3BOJICTBA

B OAO «Toprosoe npeanpustue «Hanzes».

O0beKT paboThl — opranuzanus cucteMsl Aenonpou3Boactsa OAO «Toprosoe
npennpusitue «Haazes», mpeaMer — 1eATeabHOCTh MO MOBOAY OPraHU3AIMH CUCTEMBI
nokymeHToobopota B OAO «Toprosoe npennpusitue «Hamazes». MeTomonorunaeckoit
OCHOBOM  TUIUIOMHOM pabOThl CTalM CTAaTUCTUYECKHE METOMbI, HW3Yy4YCHHE
JOKYMEHTOB, HETOCPEJICTBEHHOE HaOmoneHue, Qororpadus pabouero mHs,
camodoTorpadus 1 XpOHOMETPaXK, OMPOC U UHTEPBBIOUPOBAHHIE, AaHKETUPOBAHHUE.

OcHOBHBIE MOJIOXKEHUS, BBIHOCHUMbIE Ha 3amuTy. [Ipexae uem pa3pabaTsiBaTh
pPEeKOMEHJAlMd MO0  COBEPIICHCTBOBAHUIO JOKYMEHTAIIMOHHOTO  00ecredeHus
OpraHM3alyi, HEOOXOJMMO TOJY4YUTh OOJee TOYHOE TPEACTaBICHHE O €ro
COCTOSTHMM Ha TeKyIIuii MoMeHT. HauaTe 06cnenoBanrne 0ObIYHO HYHO C M3Y4EHHUS
KOMIUIEKCAa JOKYMEHTOB T.K. 3TO OJMH U3 OCHOBHBIX METOJOB OOCIEIOBaHMUS,
KOTOpBI  00s3aTENbHO HWCIOJB3YyeTCS HapsAAy C mnpounMu Mmetogamu. [lpu
pacCMOTPEHUU  PE3YyJbTAaTOB  OOCIEIOBAHUS  MOXKHO  BBIIBUTH  MMEIOIIHECS
HEJOCTaTKM M CcJedaThb BBIBOJbI O HEOOXOJMMOM CTENEHU pEOpraHu3aluu H
COBEpILICHCTBOBAHUSA  JOKYMEHTAllMOHHOTO  OOECHedYeHus B  OpraHH3aliH.
Pe3ynpTathl aHamM3a MOTYT CTaTh OCHOBaMHU i pa3pabOTKU KOMILJIEKCOB
MEPONPUATHIA MO ONTUMHU3ALUU JOKYMEHTAIMOHHOTO OOecTeueHHs] yNpaBieHUs B
OpraHu3aIH.

Ctpyktypa u 00beM IUIUIOMHOM paboTel. [lumiomHass paboTa COCTOUT U3
BBEJICHUS, TpPEX TJaB, 3aKIIOYCHHs, CIHUCKA HCIONIb30BAaHHBIX HMCTOYHUKOB U
JAUTEepaTyphl, npuioxkeHuil. O0mmii o6beM paboTel —59 cTpanun. M3 HHUX: CHHCOK
UCTOYHUKOB © JnuTeparypsl — 3 (34 HaummeHoBaHWii), pedepar Ha pPYCCKOM,
0eJIOPYCCKOM U aHIVIMMCKOM SI3bIKaxX — 3, MPUJIOKEHUS — 28 CTpaHMII.
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PODEPAT
Bacrorsl Kansipbinbl BukTapayubl

Thma: Y gackanaieHHe aprasizalibli ClipaBaBO/ICTBA.

KirouaBbisi  cJI0BbI:  CIPaBaBOJCTBA,  apraHizalbls  CIIPaBaBOJICTBA,
JAKyMEHTBI,  SIKIi  YBaxoJ3sillb  JaKyMEHTHI, BBIXOJHBISI ~ JaKyMEHTHI,
JaKyMeHTaa0apor.

AKTyajJlbHACHb. Y CyYacHBbIX yMOBaxX acHOYVHBIM paCcypcaM KipaBaHHS,
0e3yMoyHa, 3'synsgenna iHdapMarbist 1 gakymeHT. (s maBeIHHS 3¢eKThIVHACII
N3eMHAcCIl TpaAnpbleMcTBAay Hea0XOoJHAa BBIBYYIHHE JaKyMEHTay, apraHi3allbli
mpaiibl 3 iMi 1, BJIOMa, yAackaHaJeHHE JaKyMeHTallbliiHara 3a0ecrsiuaHHs. AJ Taro,
HAKOJIbKI TMpaBUIbHA BSA3EIa CIPABAaBOACTBA, 3aJEXKbIIb BSJI3€HHE MACIsAXOBaM
KipayHirkaii a3erinacii. [Ipel mpaBepiibl A3eMHACI MPaaIphIEMCTBa TIPaBIparolb, Y
NEPILYIO Yapry, TaKyMeHTHI, y AKIX JA3eHHaclb 3adikcaBaHa.

MbTa abInIoMHAaH padoThl — pacnparoyka paKaMeHAalbli na yaackaHaieHH1
apranizaiipli cicTamMbl cipaBaBojicTBa ¥ AAT «I"ananéBae npaanpeiemcTBa «Hamzes».
AO0'ekt paGoTbl — apranizanpia cicTAMmbl  cnpaBaBojicTBa AAT «[anmgnésae
npaanpeiemcTBa «Haazes», mpaamMer — 13eifHacIp na HaroJpl apraHizaibli CICTIMBI
nakymeHtasBapotry y  AAT  «laHpnésae npaanpeieMctBa  «Hamzes».
Metaganariynaii acHoBail JbITUIOMHAN pabOThl CTaldl CTATBICTHIYHBISI METAJIbI,
BBIBYUSHHE JaKyMEHTay, Hemacpd/Hbl HaszipaHHe, (ararpadis mnpaioyHara maHs,
camodoTorpadusi 1 XpaHaMeTpax, anbITaHHE, UHTEPBBIOUPOBAHNE, aHKETABAHHE.

ACHOVHBISI MAJIaKIHHI, fKig BbIHOCALNNA Ha adapony. Ilepm uybMm
pacmpaloyBailb p3KaMeHalbll 1a yaackaHaleHH] JaKkyMeHTalbliiHara 3a0ecnsiusHHs
aprasizaiipli, HeabXoJJHa aTpbIMallb OOJIBII JaKiagHae YsyJIeHHe a0 Sro craHe Ha
Osiryusl MomaHT. [lavanp aOcinenaBaHHe 3BbIYaiiHa TP30a 3 BBIBYUIHHS KOMILUIEKCY
JakyMmMeHTay 00 TaTa aa3iH 3 aCHOYHBIX MeTajay alciegaBaHHs, sKi a0aBsi3KOBa
BBIKApBICTOYBaCIIIa pa3aM 3 1HIIBIMI  MeTajgami. [Ipel  pasrisa3e  BbIHIKAY
a0cienaBaHHS MOJKHA BBISABIIb HasAYHbII HEAAxomnbl 1 3paldillb BBHICHOBBI ab
HeaOXo/JHall CTYINEHI polapraHizambll 1 YJackaHaJeHHS JaKyMeHTallbliiHara
3a0ecnsiudHHA Y apradizainpli. BBIHIKI aHali3y MOTyIb CTallb acHoOBaMi s
pacnparoyki KoMIUIeKcay MepamnpbleMCTBAay Ma anThIMi3allbll JaKyMeHTallbliiHara
3a0eCIsIUdHHA KipaBaHHS ¥ apraHi3alibli.

Crtpykrypa i a06'ém apinjioMHaii padorsl. /pimiomHas paborta ckiagaenia 3
YBSIJI3EHHS, TPOX IJay, 3aKJIIOUdHHS, CHICY BBIKAPBICTAHBIX KPBIHII 1 JITapaTypsl,
NpBIKIAJaHHAY. ATrylnbHBI a0'éM mpambl - 59 crapoHak. 3 iX: CHIC KpPBIHIIL 1
mitapatypel — 3 (34 HaliMeHHsY), padepaT Ha pyckal, Oemapyckail 1 aHriicKan
MOBax — 3, n1agaTki — 28 CTapoHKI.



REPORT
Vasyuta Ekaterina Viktorovna

Topic: Improving the organization of office work.

Keywords: office work, organization of office work, documents, incoming
documents, outgoing documents, document flow.

Relevance. In modern conditions, the main resource of management, of course,
is information and a document. To improve the efficiency of enterprises, it is
necessary to study documents, organize work with them, and, of course, improve
documentation support. Successful management activities depend on how well the
office work is conducted. When checking the activities of an enterprise, first of all,
the documents in which the activity is recorded are checked.

The purpose of the thesis is to develop recommendations for improving the
organization of the office management system in JSC "Trade Enterprise "Nadzeya".
The object of the work is the organization of the office management system of JSC
"Trade Enterprise "Nadzeya", the subject is the activity on the organization of the
document management system in JSC "Trade Enterprise "Nadzeya". The
methodological basis of the thesis was statistical methods, the study of documents,
direct observation, photography of the working day, self-photography and
timekeeping, survey or interviewing, and questionnaires.

The main provisions submitted for defense. Before developing
recommendations for improving the organization's documentation support, it is
necessary to get a more accurate idea of its current state. To start the survey, you
usually need to study a set of documents because this is one of the main methods of
examination, which is necessarily used along with other methods. When reviewing
the results of the survey, it is possible to identify existing shortcomings and draw
conclusions about the necessary degree of reorganization and improvement of
documentation support in the organization. The results of the analysis can become the
basis for the development of a set of measures to optimize the documentation support
of management in the organization.

Structure and scope of the thesis. The thesis consists of an introduction, four
chapters, a conclusion, a list of sources and literature used, and appendices. The total
volume of work is 59 pages. Of these: the list of sources and literature — 3 (34 titles),
the abstract in Russian, Belarusian and English — 3, appendices — 28 pages.



