PE®EPAT
BacuabeBoit Maiin HukosiaeBHbI
JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUSA
KAYECTBOM JESTEJBHOCTHU B OBIIECTBE C OTPAHUYEHHON
OTBETCTBEHHOCTBIO «<AHTEPW».
O0bém pabdoThl cocTaBisieT 84 CTpaHUIIbI, B TOM YHCIIE OCHOBHOTO TEKCTa 52
CTpPaHULBI, CHUCOK UCIOJb30BAHHBIX UICTOYHUKOB — 7 CTPAHUL, NPUJIOKEHAN — 12.

KnroueBbie cJioBa: OPI'AHUBALIA, JOKYMEHT,
JTOKYMEHTOOBOPOT, JOKYMEHTALMOHHOE OBECITEYEHUE
VIIPABJIEHN A, JEJIOITPON3BO/JACTBO, NHOOPMAILNMA,

NCCIIEAOBAHUE, CTPYKTYPA, KAYECTBO, CUCTEMA MEHEJIPDKMEHTA
KAYECTBA.

O0beKT nccJIeIOBAaHUsI: KAaUeCTBO JICATEIIbHOCTH OOIIECTBA C OrpaHUYSHHOM
OTBETCTBEHHOCTBIO « AHTEPUY.

Heap aunjaoMHoM padoThl: pa3paboTKa HAINpPaBICHUH COBEPIIICHCTBOBAHUS
JOKYMEHTAIIMOHHOTO  OOECIleueHHs] KadecTBa  JICATCIIBHOCTH  OOIIecTBa ¢
OTPAHUYEHHOW OTBETCTBEHHOCTHIO «AHTEPW.

MeToabl MHcCCJEA0BAHHMA: METOJOJOTHYECKON OCHOBOM IS JUILUIOMHOM
paboThl COCTaBUJI TEOPETUUECKUN aHAJIU3 U CUHTE3, B IMIIUPUYECKOM HCCIICIOBAHUU
OBLJT MCMOJB30BAaH METOJ HAOMIOJEHUS W MOJICTUPOBAHUS, B IIEJIOM MNPUMEHEHbI
00IlIeHaYYHbIE U CIIEHUAIbHBIE METO/IBI.

PesyabTaTrhl HcCIeI0BAHUA M HUX HaydyHass HoBU3HA. IIpoBeneHnoe
UCCIIEIOBAHUE JIOKYMEHTAIIMOHHOIO OOECIEUEHUs] YNpaBJiCHUS JIESITEIBHOCTH Ha
Ka4yeCTBO B €€ IMPOLIECCe MPOU3BOJICTBA, TUCTPUOBIONNN U PabOTHI C MOKYNATEIsIMHU,
cucreMa MEHEIKMEHTA KauecTBa OBLIO MIPEIOKEHO W (14%0)11 (SIS
YCOBEPIICHCTBOBATH U YIOPSAOYUTh PETUCTPALMIO JOKYMEHTOB, 3 UMEHHO MEPEUTH
Ha DJICKTPOHHYIO (POPMY PETHCTpali C BO3MOYKHOCTBIO ITOMCKA IO MaKCHMAaJIbHO
3aJIaHHBIM TMapaMeTpaM PEKBU3UTOB; IMPEUIOKMIA J0padoTaTh HEOOXOIUMBIC
JIOKYMEHTBI B 00JIaCTM CHCTEMBbI KadecTBa (perjiaMeHT KOMIIAHUM, MOHUTOPHHT,
aHaJn3); MPeJJIoKUIIa OpraHUu3aIii0 U MPOBEJEHUE BHYTPEHHUX ayJIUTOB CHCTEMBI
MEHEIPKMEHTA Ha MIOCTOSIHHOM OCHOBE JJIsI OTIPE/ICTICHUS CUIIBHBIX U CJTA0bIX CTOPOH C
IEJBI0 €€ TOCTOSITHHOTO COBEPIIICHCTBOBAHUS; €KETroJHOEC OO0OyUYeHHE M MOTHBAIIMS;
MPEJIONKEH TIIaH—TPpaUK MO0 COBEPIIEHCTBOBAHUIO CUCTEMbI MEHE/KMEHTA KaueCTBa
B OpraHu3aluyd €€ KOHTPOJb MO CpOKaM HMCHOJHEHHS. Takxke I OTAeia CIyKObl
JIOKYMEHTAIIMOHHOTO OOECIEeUeHUs YIPABICHUS PETYJISIPHO KOHTPOJIUPOBATH CPOKHU
COTJIACOBAaHMS IOKYMEHTAI[MU, MAaKCUMAIbHO COKPATUTH OyMaXHbIN TOKYMEHTOIIOTOK
Y TIEPEXO0/1 Ha DJIIEKTPOHHBIN JOKYMEHTOOOOPOT.

PexoMeHganuu mo MNPAKTHYECKOMY HMCIOJb30BAHUIO Pe3yJbTAaTOB.
BBeneHsl ciaenyrorme pe3yabTaThl OCIe MPOBEISHHON PaOOTHI:



MpOBe/ICHA KOHCYJIbTalMsl CTOpoHHEW opranuzamuu i1 OOO «AHtepu» 1o
COIPOBOXKJICHUIO COBEPIICHCTBOBAHMS JOKYMEHTAIIMU HAa Ka4€CTBO;

MIPOBEJICH BHYTPEHHUM ayJIUT CUCTEMbI Ka4eCTBa U pa3padoTaH IIaH—padoT;

MPEIJIOKEHBl  METOJUKHA  COBEPIICHCTBOBAHMUS CUCTEMbl MEHEKMEHTA
KauecTBa.

[Tomy4yeHHBIN pe3yJIbTAT MOKET MIPUMEHATCS B APYTUX YACTHBIX OPTaHU3ALUSIX.

CaMOCTOATEJILHOCTh BBINOJHEHUS] JAUIUIOMHON pa0doTbl. Pe3ynbraTh
JTUTIJIOMHOM  paOOThl  BBITIOJHSIUCH aBTOPOM  CAMOCTOSITENIBHO, K HAlHUCAHUIO
WCMOJIb30BAINCh HWCTOYHHUKHA JIMTEPATYPbI, NPUMEHSIA METOJ HCCIEIOBAaHUS W
aHam3a.



PO®EPAT
BaciabeBait Mai MikasaeyHbl
JAKYMEHTAIBIMHAE 3ABECIISTUSHHE KIPABAHHS IKACIb
JIBEMHACII Y TABAPBICTBE 3 ABMEKABAHAWM AJIKA3SHACIIH
«AHTIPbI».

AO0'ém apIJIOMHANl padoThl ckianae 84 CTapoHKI, Y ThIM JIIKy acHOYyHara
TAKCTY 52 CTapOHKI, CIIC BHIKAPBICTAHBIX KPBIHIL — 7 CTApOHAK, MPBIKJIAJaHHAY — 12.

KarouaBbis CJIOBBI: APT'AHI3AILBIA, JAKYMEHT,
JAKYMEHTAAFBAIJIAT, JTAKYMEHTAILIBIMHAE 3ABECITAUYDHHE
KIPABAHHA, CITPABO/I3II, [HOAPMAIIBIA, JNACJIEHJABAHHE,
CTPYKTVYPA, AKACIb, CICTOMA.

AO0'eKT acjeJaBaHHsl: sKacIlb JJ3€HHACIll TaBaphicTBa 3 aOMekaBaHaii
aJIKa3HACIIIO «AHTIPBD.

MbTa abIIIOMHAH padoThI: pachpanoyka Hamnpamkay yJacKaHaJIeHHS
JaKyMEHTallblifHara 3a0ecrsiusHHS sIKaclll J3eMHacIll TaBapbiCTBa 3 abOMekaBaHal
aJIKa3HaCII0 «AHTIPBI».

MeTaabl aacjieqaBaHHsi: MeTajaajgariyHail acHOBal JJIsl JBITUIOMHAN paOOThI
CKJIaY TIApATHIUHBI aHAMI3 1 CIHT33, Y SMITIPHIYHBIM Jaciie/laBaHH] OblY BbIKAPHICTAHbI
METaJ] Ha3ipaHHsA 1 MaJPJSBaHHA, VY IJIBIM YKBIThISI aryjibHaHaBYKOBBIS 1
CHEUbISUIbHBIA META/IBI.

BreIHiki qacienaBaHHs i iXx HaByKkoBasi HaBi3Ha. [IpaBea3eHae nacnenaBaHHe
JaKyMEHTalblitHara 3a0ecrsiu’HHs YIpayJaeHHs [3€iHacll Ha sKacllb y fie Mmparnjce
BBITBOPYACII, IBICTPHIOYIIBI 1 pabOTHI 3 MaKyIHIKaMi, CICTIMa MEHEDKMEHTY SIKACIll
OBLJIO TpamaHaBaHa HACTyIHAe: yAacKaHAMINb 1 YmapajgkaBallb pPITiCTPAIIBIIO
JaKyMEHTay, a MEHaBiTa TMepaicili Ha DJJICKTPOHHYIO (opmy paricTpalpi 3
MardpIMacilio TOIIYKy Ta MaKCiMallbHa 3a/IaJ3eHBIX IapaMeTpax poIKBi3iTay;
nmparnaHaBaja JanpaiaBailb HeaOXOJHbIS JaKyMEHThl Y TaiiHe CICTIMBI SIKacIll
(pormaMeHT KammaHil, MaHITOPBIHI, aHall3); MparnaHaBajla apraHi3anplio 1
IpaBsi[3eHHE YHYTPaHbIX ayIbITAy CICTIMBI MEHEPKMEHTY Ha MacTassHHali aCHOBE JIJIs
BBI3HAYAHHS MOIHBIX 1 cla0bIXx Oakoy 3 MATail sie macTasHHara YJacKaHaJCHHS,
HITOraJioBae HaBy4YaHHE 1 MaThIBAIlbIs; MTpanaHaBaHbl MlaH-rpadik na yaackaHajaeHH]
CICTAMBI MEHEJIKMEHTY SKacIlll ¥ apraHizallbli sie KaHTpOJIb N1a TIPMIHAX BbIKAHAHHS.
Takcama s ajgn3ena cioyKObl JaKyMeHTallbliHara 3a0ecIsiudHHS YhpayiaeHHs
pATyJsipHA KaHTpajsiBallb TAPMIHBI Y3raJHEHHS JaKyMEHTallbll, MaKCIMajbHa
CKapallllb NarspoBbl TaKyMEHTAIATOK 1 [Iepaxo/] Ha 3JIEKTPOHHBI JaKyMEHTaa0apoT.

Prkamenmanbli ma NPaKTBIYHBIM BBIKAPBICTAHHI BbIHIKAY. YBEI3EHBI
HACTYITHBIS BBIHIKI MACIISI TpaBeA3eHail paboThI:

mpaBe3eHa KaHCYJbTAIlbId 1HIIAK apraHizambli st TAA «AHTIpBD Tma
CynpaBaJDKIHHI YIaCKaHAICHHS JaKyMEHTAIlbIl Ha SKACIh;

MpaBe3eHbl YHYTPAHbI ayJIBIT CICTIMBI SIKACIII 1 pacipaliaBaHbl IiaH—pabdoT;



nparaHaBaHbl METOJIBIKI YTaCKaHAJICHHS CICTAMbI MEHE/DKMEHTY SIKACIIl.

ATpbIMaHBI BBIHIK MO>Ka TPBIMSHSAIIIA ¥ 1HIIBIX MPBIBATHBIX apTraHi3albIsx.

CamacroiiHacub BBIKAHAHHS JBINJIOMHAaN padoThbl. BeiHIKI AbITIIIOMHAN
Ipallbl BHIKOHBAJIICS ayTapaM caMacTOWHA, /1a HalliCaHHS BBIKAPBICTOYBATICS KPBIHIIIBI
JiTapatyphl, IPbIMAHSIIA METa]] AaciieJaBaHHs 1 aHATI3Y.



ABSTRACT
Vasileva Maya Nikolaevna
DOCUMENTATION SUPPORT OF ACTIVITY QUALITY
MANAGEMENT IN THE LIMITED LIABILITY COMPANY "ANTERI".

The volume of work is 84 pages, including the main text 52 pages, the list of
sources used — 7 pages, applications — 12.

Keywords: ORGANIZATION, DOCUMENT, DOCUMENT
MANAGEMENT, @ DOCUMENT MANAGEMENT, OFFICE WORK,
INFORMATION, RESEARCH, STRUCTURE, QUALITY, QUALITY
MANAGEMENT SYSTEM.

Object of study: the quality of the activities of the limited liability company
"Anteri".

The purpose of the thesis: development of directions for improving the
documentation support for the quality of the activities of Anteri Limited Liability
Company.

Research results and their scientific novelty. The study of documentary
support for the management of quality activities in its production, distribution and work
with customers, the quality management system suggested the following: improve and
streamline the registration of documents, namely, switch to an electronic registration
form with the ability to search for the maximum specified parameters of details;
proposed to finalize the necessary documents in the field of the quality system
(company regulations, monitoring, analysis); proposed organizing and conducting
internal audits of the management system on an ongoing basis to identify strengths and
weaknesses with a view to its continuous improvement; annual training and
motivation; a schedule was proposed to improve the quality management system in the
organization, its control in terms of execution. Also, for the department of the
document management service, regularly monitor the timing of the approval of
documentation, minimize paper document flow and switch to electronic document
management.

Recommendations for the practical use of the results. The following results
are introduced after the work done:

consultation of a third-party organization was held for Anteri LLC on
accompanying the improvement of quality documentation;

an internal audit of the quality system was carried out and a work plan was
developed;

proposed methods for improving the quality management system.

The result obtained can be applied in other private organizations.

Independence of thesis. The results of the thesis work were carried out by the
author independently, literature sources were used for writing, and the method of
research and analysis was applied.



