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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 . 

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 s  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.  


