PE®EPAT JUILIOMHOM PABOTBHI
['punkeBny Anekcanapa AnekcaHApOBHA
OPI'AHU3ALIMA AEJIOITPOM3BO/JICTBA B YITIPABJIEHMN OBPA30OBAHUA
I'POJTHEHCKOI'O PAUOHHOI'O UCTIOJTHUTEJIbHOI'O KOMUTETA:
CIIELIMD®HMKA JOKYMEHTALIMOHHOI'O OBECIIEYEHHMA VIIPABJIEHUA U
ITYTU COBEPIHIEHCTBOBAHUWA

JlunuioMHas paboTa cOCTOUT M3 82 CTpaHMIIBI M BKJItOYaeT 69 no3uuuii B ciucke
VCTOYHUKOB U JINTEPATYpHI.

KiroueBble cioBa: AenONMpoOM3BOACTBO, JOKYMEHTAI[MOHHOEe obecredeHne
yIpaBjieHusl, JOKYMEHT, OpraHM3alMOHHO-paclopsAnTeNbHas  JOKyMEeHTalus,
oOpartteHus rpakaad ¥ IOPUAMYECKUX JINII, COBEPIICHCTBOBAHUE JEIONPON3BOICTBA,
yIpaBieHue oopa3zoBaHus [ pogHEHCKOTO pailOHHOTO UCITOJIHUTENEHOTO KOMUTETA.

JlanHast paboTa MocBslleHa UCClIeJOBAaHUIO OpraHU3alry IeJONpPOU3BOJICTBA B
ympaBieHMHM  oOpa3oBaHMs | pOAHEHCKOro  paluCIoJIKoMa: crielupuKu
JIOKyMEHTALlMOHHOTO 00ecTieueH sl YIIpaBIeHUs U MyTeil COBEpLIEHCTBOBAHNS.

Tema numiaoMHOW paboOTHl SBISETCS aKTyalbHOM, TaK KaK JOKYMEHTHI
PEryJIUpYyIOT M  KOOPAWHUPYIOT NI€ATE€IbHOCTh, TO3BOJISIFOLIYIO  YNPABIECHHUIO
obOpazoBanusi  ['pomHeHckoro  paiucmonkomMa  OOecreuMBaTh  peasu3alfio
MOCTaBIICHHBIX Tepe]l HUM 33/1ad U 3a CUeT 3TOT0 MoNIydaTh MaKCUMaIbHBIA P QeKT
oT cBoeill gestenbHOCTH. (OOBEKTOM HCCIEIOBAHUS SIBISIETCS  yIpaBJeHHe
oOpa3zoBaHus ['pogHeHckoro paiiucnonkoma. [lpeamer uccnenoBanus — opranuzanus
JIeJIONPOU3BOCTBA B yIIpaBlieHUU o0pa3oBaHus ['poaHeHcKoro paitrcnonkoma.

Llenp aunnomHoON paboThI: ompeneseHre 0COOEHHOCTEH TOKYyMEHTAllMOHHOTO
oOecrieyeHUsl yIpaBle€HUs U IyTH €ro COBEPLICHCTBOBAHUS B YINpaBJiIeHUU
oOpa3oBaHus [ pogHEHCKOro pailOHHOIO UCIOIHUTEIBHOIO KOMUTETA.

Jlns ocyuiecTBiieHUs: 0003HAYEHHOM 1IeIM CIIy’KaT CllelyrolIue 3a1aun:

1. OmnpenenuTh M OXapaKTepU30BaThb JIOKYMEHTHI, pPerjIaMeHTUpPYIOLIUe
NesITeNIbHOCTD yIpaBieHus: oopasoBanust [ pogHeHckoro paiiucrnonakoma.

2. VYCTaHOBUTH poOJIb W 3HAUYE€HHWE OpraHU3allMOHHO-PACHOPSAUTEIbHON
JOKYMEHTalluM B  JIeATeJIbHOCTUM yIpaBieHuss oOpa3zoBaHusi ['poaneHckoro
paiiucnonaKoma.

3. UccnenoBatk 1enonpou3BOACTBO MO 0OpallleHHsM Ipak[JaH B yIpaBJIEHUU
oOpa3oBaHus [ pogHEHCKOro pallOHHOTO UCTIOJHUTEIBHOTO KOMUTETA.

4. O003HaUYUTh MMYTH COBEPLICHCTBOBAHUS U Pa3BUTHUS JIEIONPOU3BOJCTBA B
yIpaBiieHUH 00pa3oBaHus [ poHEHCKOro paliloHHOIO UCIIOJHUTENIBHOTO KOMUTETA.

MeTo10/10rUYeCcKy0 OCHOBY JaHHOI'O HCCJIEIOBAaHUSI COCTaBIISAIOT OOIIMe
METO/Ibl HAyYHOTI'0 UCCIIeJJOBAHUs: aHAJIN3, CUHTE3, CPaBHEHHE U 00001IeHHe.

JlunnomHasi paboTa HOCUT IMPAKTUKO OPUEHTUPOBAHHBIN XapakTep.



PI®EPAT JBIIIJIOMHAM MPAILIBI
['peiakeBiu Anskcannpa AnskcanapayHa
APT'AHIZALIBIS CITPABABOJICTBA V VIIPAYJIEHHI AJIYKALIBII
I'POJIBEHCKATI'A PAEHHAT A BBIKAHAVUYAT'A KAMITATA: CIIELIBI®IKA
JAKYMEHTALIBIIHAT' A 3ABECITIUDHHS KIPABAHHS I HIIJISIXI
VIACKAHAJIEHHS

JlpiioMHas Tiparma ckiianaenia 3 82 cTapoHki i ykiodae 69 masineiii y crice
KPBIHIII 1 JTiTapaTyphl.

KirouaBeist  clIOBBI:  CHpaBaBOACTBa, JaKyMeHTalbliiHae 3a0ecrsusHHe
KipaBaHHS, JaKyMEHT, apraHizalplifHa-pacrapamyas JaKyMeHTaIlbls, 3BapOThI
rpaMajg3siH 1 IOPBIIBIYHBIX aco0, YyJacKaHaJIeHHe CIPaBaBOJICTBA, YNpayJieHHe
amykaupli ['po3eHckara paéHHara BeIKaHaydara KamiTaTa.

Jlanzenast mparia mpbicBeYaHa Jaciie[JaBaHHIO apraHi3allbli ClpaBaBOJICTBa Ba
ympaynenHi agykaipsli ['poaseHckara paiiBbikaHKkaMa: crielbldiki JaKkyMeHTaIbliHara
3a0ecnsYaHHS KipaBaHHS 1 UIAX0Y yAacKaHAICHHS.

Toma geimoMHai patibl 3'synsernia akTyaibHai, 60 JaKyMeHTBI paryJIIOoLb 1
KaapJeIHYIONb J3eHHacIb, sSKas Ja3Balisse YmpayleHHIO amyKaibli [ pom3eHckara
paliBEIKaHKama 3a0sicrieuBallh paaslizarlblio TMacTayJIeHbIX Mmepaj iM 3a1ad i 3a KOIIT
raTara aTpeIMIIBaIlb MakKCiMaJgbHBI d(QeKT ax cBaéil 3eiHacmi. AO'ekTam
nmacienaBaHHs 3’ sSynsenia yhpayieHHe amykarbli ['pom3eHckara paiiBEIKaHKama.
[IpagmeT pacnenaBaHHs — aprasizalblsi CIpaBaBOACTBa Ba YrpayjeHH! aayKalbli
['pon3eHckara paliBbIkaHKaMma.

Mbra AplliioMHal mpaubl: BbI3HAUPHHE acaljiBacusgy AaKyMeHTallbliiHara
3a0ecTsiudHHS KipaBaHHS 1 LUISIXI Ar0 yJackaHajeHHs Ba YIpaylieHHI aayKallbli
['ponzeHckara paéHHara BelKaHayuara KaMmiTaTa.

Jns axpILAYIeHHs Ta3HayaHaid M3Thl CIIy’Kallb HACTYIIHbIS 3a1a4bl:

1. BbBHaubllb 1 axapakTapbl3aBallb JaKyMeHTbI, SKisl PpAIIVIAMEHTYIOLb
J3eiiHaclpb yrpayneHHs anaykaibli ['poa3eHckara paliBrikaHKama.

2. YcransiBallb poJito 1 3HaUSHHE apraHizalbliiHa-pacnapagydai JaKkyMeHTalbll ¥
n3eitHacti yrpayneHHs agykanbli ['poa3eHckara paliBbIKaHKama.

3. HacnenaBaup CrpaBaBoACTBa MMa 3BapoTax rpamaa3sH Ba YrpayieHHi
amykanpeli ['poa3eHckara paéHHara BeIKaHayyara KamiTaTa.

4. IMa3Haybllb NUISIX]1 YAacKaHAJISHHS 1 pa3Billlls CIIPpaBaBOJCTBA Ba YrpayieHHi
amykanpel ['po3eHckara paéHHara BpIkaHaydara KamiTaTa.

MerajanariuHyro acHOBY Jaji3eHara JaciellaBaHHs CKJIaJarolb aryJbHbIS
MeTaJbl HaByKoBara jacjieiaBaHHs: aHali3, CIHTI3, NapayHaHHe 1 abaryjJbHeHHe.

JIpIryioMHast mmpaiia HOClLb MPaKThIKa apbleHTaBaHbl XapaKTap.



GRADUATION WORK SUMMARY
Grinkevich Alexandra Aleksandrovna
ORGANIZATION OF BUSINESS PRODUCTION IN THE DEPARTMENT OF
EDUCATION OF THE GRODNO DISTRICT EXECUTIVE COMMITTEE:
SPECIFICITY OF DOCUMENTATION SUPPORT OF MANAGEMENT AND
WAYS OF IMPROVEMENT

The Diploma includes 82 pages and 69 items of sources of information and
literature.

Keywords: office work, documentation support of management, document,
organizational and administrative documentation, appeals of citizens and legal entities,
improvement of office work, Department of Education of the Grodno District
Executive Committee.

This work is devoted to the study of organization of office work in the
Department of Education of Grodno district Executive Committee: the specifics of
documentation support of management and ways of improvement.

The topic of the thesis is current, since the documents regulate and coordinate
the activities which help the Department of Education of the Grodno District Executive
Committee to ensure the fulfilment of assigned tasks and thereby get maximum effect
from its activities. The object of study is the Department of Education of Grodno
District Executive Committee. The subject of study is the organization of office work
in the Department of Education of Grodno District Executive Committee.

The purpose of the thesis: to determine the features of the documentation support
of the department and the ways to improve it in the Department of Education of the
Grodno District Executive Committee.

To achieve this goal, the following tasks are served:

1. To define and characterize the documents regulating the activities of the
Department of Education of the Grodno District Executive Committee.

2. To establish the role and significance of organizational and administrative
documentation in the activities of the Department of Education of Grodno District
Executive Committee.

3. To investigate the office work on citizens '
Education of Grodno District Executive Committee.

4. To identify ways to improve and develop office work in the Department of
Education of the Grodno District Executive Committee.

The methodological basis of this study is based on the general methods of
scientific research: analysis, synthesis, comparison and generalization.

The thesis is practice-oriented in nature.

appeals in the Department of



