PE®EPAT

Cyumko CBetsiana BasiepbeBHa
IIyTH coBeplIeHCTBOBAHHSA OPraHU3alHM 110N POU3BOACTBA H APXHMBHOI0O
XpaHeHHs AOKyMeHTOB B O0mecTBe ¢ OrpaHHYeHHON OTBETCTBEHHOCTHIO
«®opmyJia npaBa»

O0beM paboTHl cocTaBisieT 66 CTpaHHWI[, B TOM 4YHCIe HAMMEHOBaHWI
MCITOJIb30BAaHHBIX UCTOYHUKOB U JIUTepaTyphl — 60 MO3ULINIA, MPUITIOKEHUN — 2.

KaroueBbie ciaoBa: JJOKYMEHT, MHOOPMALIMA, SJIEKTPOHHBIN
JNOKYMEHT, OJIEKTPOHHAA LHND®POBAA [TOAITNCD,
JEJIOITPON3BOJCTBO OPT'TAHU3 AL, APXUB OPI"AHU3ALINN.

AKTYaJbHOCTb: WCIIOJIb30BaHUE COBPEMEHHBIX TEXHOJOrud s cOopa,
00paboTkn © Tepenadyd WHPOPMAIMKA CTANO OJHAM W3 OCHOBHBIX (DaKTOpOB
MOBBIIIIeHUS Y(PPEKTUBHOCTH TIpoIiecca yIpaBIeHUsI.

LHear  aumioMHoii  paGoTrel —  pa3paboTka  MpemyioKeHWH 1o
COBEPILEHCTBOBAHUIO JEJIONPOU3BOACTBA M ApPXMBHOIO XpaHEHWs JOKYMEHTOB B
OO61iecTBe ¢ OrpaHMYEHHON OTBETCTBEHHOCThIO «Dopmyia mpaBay.

O06bexTOM HCClIeJOBaHUS SIBIISIETCS JENOMPOU3BOACTBO U apXUBHOE XPaHEHUE
nokyMeHToB OO1ecTBa ¢ OrpaHUUYEHHOW OTBETCTBEHHOCTHIO «DopMyiia rmpaBay.

MeTogo/siornyeckoii OCHOBOH JHIIOMHOH padOThbl CTAIA ITPUHLAIGI
OOBEKTUBHOCTM W HCTOpHU3Ma. bbIIM HcCMoNb30BaHbl oOllerIoruyeckue (aHaius,
CUHTE3, MHAYKLUS, AeNyKUus, CpaBHEHHe, Kiaccupukauus U 1p.), CHelHalbHble
JOKYMEHTOBeUeCKHe (JINHIBUCTUYECKUN aHaJIU3 U Jp.) METObI.

PaGora coctouT u3 BBeIeHUs, UETHIPEX [JaB, 3aKIIOYEHMs], CIIHCKa
UCIIOJIb30BAaHHOM nuTepaTypbl M npuioxeHui. [lepBas riaBa HOCUT TEOpPETHKO-
METOJI0JIOTUYecKuil XapakTep. B Hell Ha ocHOBe M3y4yeHUs] pabOT OTEUECTBEHHBIX U
3apyOeXHbIX  aBTOPOB  M3JlaraeTcsi  CYLIHOCTb  McCCleAyeMoil  mpoOJieMsl,
paccMaTpuBarOTCs pa3MyHble MOAXOJbl K €€ pelIeHH0, JaeTcs UuX OleHKa,
00OCHOBBIBAETCSl  11€J1IeCO00Pa3HOCTh  JajlbHEHIIEero MUCCIe0BaHUS TEeMbl WIU
OTJIe/IbHBIX €€ acleKTOB aBTOPOM JAMINIOMHOM paboThl, yKa3blBalOTCS Haubosee
ONTHUMAaJIbHbIE yTH pealli3alliy OCTaBIeHbIX LeNU U 3a/1ad. JlaeTcs XapakTepucTuKa
UCTOYHUKAaM M OCHOBHBIM MeToJaM HccienoBaHusi. Bo BTOpoli riaBe paccMoTpeHa
uctopusi, cTpykrypa u pynkuuu OOO «Dopmyna npasa». B TpeTbe rinaBe uzydeHa
OpraHM3alysl JeJOoNpOU3BOJCTBA M apXMBHOIO XpaHeHUs JIokymeHToB B OO0
«®opmyna mnpaBa». B ueTBepToil — mpelcTaBieHbl HENOCTaTKM B OpraHu3aluu
JIeJIONPOU3BOICTBA U APXUBHOI'O XpaHEHUsI IOKYMEHTOB U IIyTH UX yCTPaHEHHUS.

[TonyueHHble pe3yabTaThl pa3paboOTaHbl aBTOPOM JAMIJIOMHON paboThl U
OCHOBaHbl Ha CaMOCTOSITeNIbHBIX BbIBOJax. OHM MOryT OBbITh MCIOJIB30BaHbl NpHU

BHCAPCHUU IJICKTPOHHOI'O ,Z[OK}’MCHTOO6OPOT8, B OpraHu3aluu.
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PO®EPAT

Cyumko Cesartiana Bajiep’eyna
Hlnsxi ynackanajieHHs apraHizanbli cpaBaBoACTBA i apXiyHara
3aX0yBaHHS JaKyMEHTay y rpamMajacTBe 3 abMe:kaBaHal aiKa3HACLIO
«®opmyJia npaBa»

AG’éM mparnsl ckinagae 66 crapoHak, y ThIM JIiIKy HaWMEHHSY BBIKapbICTaHbBIX
KPBIHII 1 TiTapaTypsl — 60 masinsiid, nagatkay — 2.

Kawuabis caoBbl: JJAKYMEHT, IH®APMAILIbIA, DSJIEKTPOHHBI
JJAKYMEHT, SJIEKTPOHHBI JITYBABBI TTOJIITIC, CIIPABABOJICTBA, APXIY
APT"AHI3AIIBII.

AKTyaJIbHaclb: BEIKapbhICTAaHHE CyYaCHBIX TAIXHAJOTIH 15 300Dy, anmpanoyki i
nepagausl iH(apMmalpli cTala aaHBIM 3  aCHOYHBIX (hakTapay MaBbBIIISHHS
a¢eKThIYHACL TPaLACy KipaBaHHS.

MbTa [pimiioMHal mpaimsl — pachpainoyka MpanaHoy Ta YJacKaHaJeHHI
CIIpaBaBOJICTBA 1 apxiyHara 3axoyBaHHS AaKkyMeHTay y TaBapbpIicTBe 3 aOMexaBaHaii
ankasHacIo «@opMyra mpaBay.

AO'ekTam naciienaBaHHs 3'syiselllla CIpaBaBOJCTBA 1 apxiyHae 3axOyBaHHE
nakymeHnTtay TaBapbicTBa 3 aOMexaBaHall ankasHaciio «DopMyia mpasay.

Meraganariunaii acHoBaii JBIIJIOMHAil mWpanbl CTali  MPBIHIBIIBI
a0’exThIyHAacI 1 YcebakoBaciii. bblli BEIKapbICTaHbI aryibHajdariyHbls (aHasi3, CIHT?I3,
IHIYKUBISA, ADIYKIbIA, Kiaci(ikaiplsd 1 1HIN.), CHEUbISJIbHBIL JaKyMeHTa3Hayubls
(JIIHTBICTBIYHBI 1 1HIIL. ) METAIbI.

[lpana ckimajgaenua 3 YBOJ3IH, YaTbIpOX TIJay, 3aKJIIOUdHHS, CHICY
BBIKapbICTaHBIX KPBIHIILL 1 JiTapaTypsl 1 nagatkay. [lepiuas rmaBa HOCIb TPapIThIKa-
MeTajanariyHel Xapakrap. Y €l Ha aCHOBE BBIBYUIHHsI paOOT allublHHBIX 1 3aMEeXHBIX
ayTapay BbIKJaJaelllla CyTHacllb MpabyieMbl, LITO Jacieayella, pasrisaarolia
PO3HBbIS MaAbIXOAbl Ja si€ BbIpallldHHS, Jaela iX alPHKa, aOrpyHroyBaela
MATa3roiHacllb Janeiiiara jaciefaBaHHs TA3Mbl abo acoOHBIX sie acrekray,
rakasBarollila HahOOJbIll anThIMaJbHBIA IUIAXI paaii3aibli MacTayjaeHbIX MOTHI 1
3amad. [laema xapakTapbICThIKa KPBIHII 1 aCHOYHBIX MeTanay nacienaBaHHs. Y
JIpYToii rinaBe pasriie/pkaHa ricTopblsi, CTpyktypa 1 pyHkibii TAA «DopMmyna rpaBay.
VY Tpousii riaBe BbIBydaHa apraizailbls CIpaBaBOJCTBA 1 apXiyHara 3axOyBaHHs
nakymeHntay y TAA «®opmyna npaay. Y yaupéprail riase nmpaacTayieHbl HeJaxOombl
¥ apraHizalipli crpaBaBoOJICTBa 1 apXiyHara 3axoyBaHHs qakymeHTay TAA «Dopmyna
nmpaBay 1 NUIAXI 1X JIIKB1AAIbI1.

ATpbIMaHbIs BBIHIKI pacrpaliaBaHbl ayTapaM JbIINIOMHAMN Mpanbl 1 3aCHaBaHbIS
Ha CaMacTOMHBIX BBICHOBax. SIHbI MOTYIb OBIIb BbIKAPHICTAHBI MpPbl YKapaHEHHI

3JIEKTPOHHAra AaKyMeHTa3BapoTy ¥ apraHizallbli.
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ESSEY

Sushko Svetlana Valerievna
Ways to improve the organization of office work and archival storage of
documents in the Limited Liability Company «Formula of Law»

The volume of the work is 66 pages, including the names of the sources and
literature used — 60 positions, appendices — 2.

Keywords: ELECTRONIC DOCUMENT, ELECTRONIC DIGITAL
SIGNATURE, OFFICE WORK, INFORMATION.

Relevance: The use of modern technologies for the collection, processing and
transmission of information has become one of the main factors in improving the
efficiency of the management process.

The purpose of the thesis is to develop proposals for improving office
management and archival storage of documents in the Limited Liability Company
"Formula of Law".

The object of the study is the office management and archvnoe storage of
documents of the Limited Liability Company «Formula of Lawy.

Research methods: comparison, analysis, classification, generalization.

The methodological basis of the thesis was the principles of objectivity and
comprehensiveness. General logical (analysis, synthesis, induction, deduction, etc.),
special documentary (linguistic analysis and etc.) methods were used.

The work consists of an introduction, four chapters, a conclusion, a list of
references and appendices. The first chapter is theoretical and methodological in
nature. In it, based on the study of the works of domestic and foreign authors, the
essence of the problem under study is stated, various approaches to its solution are
considered, their assessment is given, the expediency of further research of the topic or
its separate aspects by the author of the thesis is justified, the most optimal ways of
implementing the goals and objectives are indicated. The authors describe the sources
and the main research methods. In the second chapter, the history, structure and
functions of Formula Prava LLC are considered. In the third chapter, the organization
of office work and archival storage of documents in the LLC «Formula of Law» is
studied. The fourth chapter presents the shortcomings in the organization of office
work and archival storage of documents of LLC "Formula of Law" and ways to
eliminate them.

The results obtained can be used in the implementation of electronic document
management

The results of studying office work and improving the archival storage of
documents were developed by the author of the thesis and are based on independent
conclusions.



