PEDEPAT
Maryc Kcennsst Buxroposna

Tema: JlokyMeHTanMOHHOE oOecrneueHue yrpasieHusd B LleHTpe kaupoBoii
padotel YO «benopycckuid TOCylIapCTBEHHbId YHUBEPCUTET HWH(GOPMATHUKUA MU
PaguO3JIEKTPOHUKI.

KiroueBble cJjoBa: BI'YUP, JJOKYMEHT, KAJIPOBOE
JAEJIOITPON3BOACTBO, KOHTPAKT, JIMYHOE AEJIO, TPY IOBAS KHIMNKXKA,
YITIPABJIEHUE ITEPCOHAJIOM, YUPEXXJIEHME BBICILIEI'O ObPA3OBAHNAL.

Oo0bexkT — lleHTp KampoBoit paboTel benopycckoro rocygapcTBEHHOTO
YHUBEpCHUTETAa THPOPMATUKU U PATUOIIIEKTPOHUKH.

IIpeamMer — [IOKYMEHTAIMOHHOE OOECIIEYEHUE YMPABICHHUE JE€ATEIBHOCTU
entpa xagposoit padotel BI'YUP.

Hear  aumiuomHoii  pabdoTbl —  pa3paboTka  NPEUIOKEHHM  TI0
COBEPILECHCTBOBAHUIO JOKYMEHTAI[MOHHOTO OOecredeHusl nedarenbHocTu lLlenTpa
KaJpoBoii paboTel beropycckoro rocy1apcTBEHHOTO YHUBEpCUTETa WHOOPMATHKHU U
PaaNOdIEKTPOHUKH.

Mertoposiornyeckass OCHOBAa JIMILUIOMHOM pPadOTbl — HCIOJb30BaHUE
HBPUCTHYECKOTO METOJa, METoJa CpaBHEHHUS, BKIIOUEHHOTO HaOIIOJCHMUS,
000OIIEHNsT W  CHUCTEMaTU3allMd  H3YYEHHBIX MaTepuajoB Mo  Ipobiieme
JIOKYMEHTAaLMOHHOTO 00eCIeYeHHs YIpaBICHHUS.

Pe3yabTarsl Hcc/ieOBaHMSA: B XOJI€ HMCCIEIOBAaHMS ONpENETICHA BBICOKAs
CTeTeHb HOPMATUBHON MPABOBOM 0a3bl , PETIAMEHTUPYIOIIEH JEIONPOU3BOJICTBO, B
T. 4. KaapoBoe, Ui OpraHu3alu padoThl C JOKYMEHTaMH; OMpEeiIeHbl OCHOBBI
KaJI[pOBOM CIY>KOBI OpTaHW3AllMM, BBIACHEHBI ATambl (POPMHUPOBAHUS, HAMPABICHUS
JIEATETbHOCTH KaJApOBOM CITy>KObI M1 OCHOBHBIE MPUHIIUITBI YITPaBICHUS TEPCOHATIOM;
OXapakTepU30BaHa OpPraHU3alMOHHO-(DYHKIIMOHANIbHAS CTPYKTypa M HalpaBlICHHUE
nesrensHocTH YO  «bBI'YUP», mnpoananusupoBaH jaokymMeHTooOopor YO wu
oIpesieNieHbl 0COOEHHOCTH padOThl C JOKYMEHTAMU B HEM; BBISBIIEHBI HEJJOCTATKH B
paboTe ¢ JOKyMEHTaMU U MPEeJUI0KEHbI ITyTH UX COBEpILIEHCTBOBaHUS B YO.

CTpykTypa U 00beM AUIJIOMHONH PadoThI: TUIJIOMHAs paboTa COCTOWT W3
BBEJICHMS, TPEX IJIaB, 3aKJIFOUYECHMS, CIMCKA MCHOJb30BAHHBIX HWCTOYHUKOB U
JIUTEepaTypbl U npuioxkeHui. OOmmii 00beM TUMIOMHON paboThl — 66 cTpanwmil. U3
HUX: CIIMCOK HCMOJb30BAHHBIX HWCTOYHHUKOB M JUTepatypbl — & cTpanul (71
HaMMEHOBaHKE), pedepaT Ha PYCCKOM, OEJOPYCCKOM M AHTJMHCKOM f3bIKax — 3
CTpaHMIIbI, TAONHIL — 1, MpUNOKEHUI — 2.



PO®EPAT
Maryc Kcenis Bikrapayna

Thma: JlakymeHTaupliiHae 3a0ecnsiudHHE KipaBaHHA Yy LIPHTpBI KaapaBsaii
padotel YA «benapycki a3sip>KayHbl YHIBEPCITAT 1H()APMATBIKI 1 pafbIEITEKTPOHIKD.

KiarwuaBbist CJIOBBI: BVIP, JAKYMEHT, KAJIPABAE
CIIPABABOJICTBA, KAHTPAKT, ACABICTAS CIIPABA, ITIPAIIOVHASA
KHDKKA, KIPABAHHE IIEPCAHAJIAM, VCTAHOBA BBILIDHIIAN
ATYKAIIBII.

Ab'ext — I[pHTp KampaBaii pabotbl benmapyckara mzspxkayHara yHIBEpCITATa
1H(papMaTbIK 1 pabIEdIEKTPOHIKI.

IIpagmer — ngakymeHTalbliiHae 3abecnsusHHE KipaBaHHs a3eifHacui [[pHTpa
Kazapasaid padotel b/[VIP.

Merananariyunass acHoBa  JBIIVIOMHAW mpanbl —  BBIKapbICTaHHE
SYpBICTBIUHATA METAy, METa Iy MapayHaHHs, YKJItouaHara Ha3ipaHHs, adaryJIbHeHHS 1
cicToMaThI3allbll BBIBYYaHBIX MaTiIphiiay TMa TmpalieMe JaKyMeHTallblifHara
3a0ecnsiudHHA KipaBaHHS.

BbIHIiKI 1acjieqaBaHHsA: y X0/A3€ acielaBaHHs BbI3HauaHa BbICOKasl CTYIIEHb
HapMaTblyHall MpaBaBOil 0a3bl, sKas POTVIAMEHTYE CIPABAaBOJACTBA, Y ThIM JIIKY
KaJpaBae, JUisd aprasizanbll paboThl 3 JaKyMEHTaMl; BbI3HA4aHbl aCHOBBI KaJpaBai
ciy>kObl aprasizanpli, BBICBETJICHbI 3Tallbl (apMipaBaHHs, HampaMKl J3elHacll
KagpaBail  cayxObl 1  aCHOYHBIS  MpPBIHLBIIBL  KipaBaHHS  IepcaHallaM;
axapakTapbl3aBaHa apraHizallbliiHa-QyHKIbISIHAIbHAS CTPYKTYpa 1 KIpyHaK J3eMHacIl
YA «bJIYIP», mpaanamizaBanpl JakyMeHTaa0apoT YA 1 BbI3Ha4aHbl acabiiBacii
mpambl 3 JAaKyMEHTaMi ¥ 1M; BBIAYJICHBI HENAxXOMbl Yy Tpambl 3 JaKyMEHTami 1
MparaHaBaHbl MJISX1 1X yJackaHaIeHHs Ba Y A.

Crpykrypa i a0'ém abIIuIOMHAN mpanbl: ALIIJIOMHAS Ipana CKiajaenia 3
VBAN3EHHS, TPOX KIPayHIKOY, 3aKIIOUdHHS, CIICY BBIKAPBICTAHBIX KPBIHIIL 1
JiTapatypsl 1 1afgaTkay. AryiabHbl a0'€M IbIIIIOMHaN npaisl — 66 crapoHak. 3 iX: cIic
BBIKAPBICTAHBIX KPBIHIIL 1 JiTapatypbl— 8 crtapoHak (71 HaiimeHHe), padepar Ha
pyckai, 6enapyckai 1 aHTIiicKaid MOBax — 3 CTapoHKi, Ta0mii — 1, namarkay — 2.



ABSTRACT
Matus Ksenia Viktorovna

Topic: Documentation support of management in the Personnel Work Center of
the Belarusian State University of Informatics and Radioelectronics.

Keywords: BSUIR, DOCUMENT, PERSONNEL RECORDS
MANAGEMENT, CONTRACT, PERSONAL FILE, WORK RECORD,
PERSONNEL MANAGEMENT, INSTITUTION OF HIGHER EDUCATION.

The object — Personnel Work Center of the Belarusian State University of
Informatics and Radioelectronics.

The subject — documentation support management of the Personnel Work
Center of BSUIR.

The aim — develop proposals for improving the documentation support for the
activities of the Personnel Work Center of the Belarusian State University of
Informatics and Radioelectronics.

Methodology — in the work use of a heuristic method, a method of comparison,
included observation, generalization and systematization of the studied materials on
the problem of documentation management.

The results of the study: in the course of the study, a high degree of regulatory
legal framework regulating office work, including personnel, for the organization of
work with documents was determined; the basics of the personnel service of the
organization were determined, the stages of formation, the activities of the personnel
service and the basic principles of personnel management were clarified; the
organizational and functional structure and direction of activity of the BSUIR were
characterized, the document flow of the BSUIR was analyzed and the features of
working with documents in it are determined; shortcomings in working with
documents are identified and ways of improving them in the BSUIR are proposed.

The structure and scope of the thesis: the thesis consists of an introduction,
three chapters, a conclusion, a list of sources used and appendices. The total volume of
the thesis 1s 66 pages. Of these: the list of sources and literature used — 8 pages (71
titles), the abstract in Russian, Belarusian and English — 3 pages, tables — 1,
appendices — 2.



