PE®EPAT

KeBanu Kcennun BaguMoBHBI
JlokyMeHTHpOBaHUE AeATEJbHOCTH YUPEKACHUN T0NOTHUTEIBbHOr0 00pa3oBa-
Hus (Ha nmpuMepe I'ocyrapcTBeHHOro0 yupe:kaeHus oopasoBanus «Buiieiickasn
AeTcKasi mKoJia uckyccrs umenn M.A. Ko3unua»)

O06bem paboThI COCTABISET 72 CTPAHUIIBI, B TOM YHCJIE OCHOBHOTO TeKcTa — 61
CTPaHMII, CIIUCOK UCIOJIb30BAHHBIX HCTOYHUKOB — 5 CTpaHMUII.

KaroueBnie caosa: JIEJIOITPOU30/JICTBO, JOKYMEHT, OBPA3OBA-
HUE, IIEJAT'OI', ObBYYEHUE, IUPEKTOP, BUJI AOKYMEHTA, CEKPETAPb.

OO0beKT uccie0BaHus: JOKYMEHTUPOBAHUE IESITEIbHOCTH TOCY1apCTBEHHO-
ro ydpexaeHusi oOpasoBaHusi «Buielickasi nerckas IWIKOJIa HMCKYCCTB HMEHH
M.A Ko3uHuay.

Henp IMIUVIOMHOM PpadOThbI: KOMIUIEKCHAs XapaKTEpUCTHUKA OpraHu3aluu
JOKYMEHTUPOBAHUS ACSITEIBHOCTU YUPEKICHUS TOMOJHUTEIBHOIO 00pa30BaHMs ISl
ONpeleeH!s] BO3MOXKHBIX HANpABIECHUW €ro COBEPILICHCTBOBAHMS Ha IpPUMEpPE
«Bueiickas nerckas mkosiaa uckycctB uMeHn M.A.Ko3uHiay.

MeToabl uccaeg0BaHusi: B paboTe UCIIOIB30BATUCH METOIbI KiacCU(pUKAIIIH,
MIPOTHO3UPOBAHUS U 0000IIIEHNS.

Pe3yibTaThl HCC/IEI0BAHUA W UX HAYYHAsi HOBM3HA: B XOJI€ UCCIEAOBaHUS
OCHOBHBIMHM HMCTOYHUKAMM WCCIIEOBAHUS BBICTYIAIOT HOPMATHUBHBIE aKThl, KOTOPHIE
PETYIUPYIOT BOIPOCH B 00JIACTH BEACHUS IEIOMPOU3BOICTBA, paOOTHI C JOKYMEHTHU-
poBaHHOW WH(pOpMAIMEN U IEKTPOHHBIMU JOKyMEHTaMH, B cepe oO0pa3oBaHUS H
3[paBOOXPAHEHUSI, HOPMATUBHBIE aKThl, PErYJUPYIOIIME OCYUIECTBICHHE aJIMUHU-
CTPATUBHBIX MPOLEAYP, JOKAIbHbIE HOPMATUBHBIE IPABOBBIE AKThI IOCYJAPCTBEHHO-
ro ydpexaeHusi oOpasoBaHusi «Buielickasi nerckas WIKOJIa HMCKYCCTB HMEHH
M.A Ko3uHuay.

PexoMeHaaluM 10 MPAKTHYECKOMY HCIOJIB30BAHHMIO pPe3yJbTaroB. [lomy-
YEHHBIE PE3yJIbTaTbl MOTYT OBITh HCIIOJB30BaHbI JUIsl yCOBEPIIEHCTBOBAHMS JEIIO-
IPOU3BOJCTBA B YUPEKACHUAX JONOJHUTEILHOTO oOpazoBanus. Tak xe 3Ta paboTa
IIOMOXKET YCOBEPIICHCTBOBATH JEJIONPOU3BOJACTBO B «BuUnenckon NEeTCKOM LIKOJIE
uckycctB uMeHu M.A.Ko3uHua».

CaMoCTOATEeIbHOCTh BBINOJIHEHUS] JUIIOMHOI padoThl. PesynbTaThl uc-
CJIeIOBaHUSI OCHOBAHBI Ha CAMOCTOSITEIBHBIX BBIBOJAX. J[pyrue aBTOpHI B MpOBEe-
HUU UCCIIEIOBAHUS YUaCTUsl HE IPUHUMAIIN.



PODEPAT

Keyaiu Kcenii Bagzimaynbi
JlakyMeHTaBaHHe A3eilHACLi YCTAaHOY JaaTKOBal agyKalbli (Ha NpbIKIaA3e
J3sAp;kayHail yCTaHOBBI aAykaubli ''Bineiickas a3ingyas mKkoJia Macrauraay
ima M.A.Ka3inua')

AG'éM paboTsl ckiaae 72 CTapoHKI, Yy ThIM JIIKy acHOyHara takcty — 61 cra-
POHAK, CIIC BBIKAPBICTAHBIX KPBIHIIl — 5 CTAPOHAK.

Kuarwuassbis ciaoBbl: CIIPABA3/I3EJI, IAKYMEHT, AAAYKAILIBIA, ITEJA-
I'OI', HABYYAHHE, JIBIPOKTAP, BIJI JAKYMEHTA, CAKPOTAP.

AO'eKT gaciefaBaHHs: JaKyMEHTaBaHHE J3€WHACII A3ApXKayHAal yCTaHOBBI
agykanpll "Binelickas n3isguas mkoja MactanTeay iMss M.A.Ka3inma".

MbsTa abinioMHail padoThl: KOMIUIEKCHAs XapaKTapbICThIKa apraHi3albli j1a-
KyMEHTaBaHHS JI3€iHACIl YCTaHOBBI 1aIaTKOBAM aayKallbll 1Jisi BEI3HAYDHHS Mardbl-
MBIX HalpamKay si¢ YnacKkaHaJleHHs Ha IpbIKiIaa3e "Bimeickas m3imsgdas mkona ma-
crauray imsa M.A.Ka3inna".

MeTtaabl faciaegaBaHHsi: y padOThl BBIKAPHICTOYBAIICA METabl Kiaci(pikallbli,
IparHa3aBaHHs 1 a0aryJbHEHHI.

BroiHiki 1acienaBaHHs 1 iX HaByKOBasi HaABi3HA: y XO0/3€ JaciieaBaHHs ac-
HOYHBIMI KpBIHIIIAMI1 JIacjielaBaHHs BBICTYIAIOI[b HAPMATHIYHbBIS aKThl, AKis PIryJIo-
IOIIb TIBITAHHI ¥ TalliHE BSJI3EHHS CIPaBaBOJCTBA, pabOTHI 3 TaKyMEeHTaBaHal iHdap-
MaIbIsH 1 DJIEKTPOHHBIMI JaKyMeHTaMi, y cepbl ayKaibll 1 aXOBbI 374apoysi, HapMa-
TBIYHBISI AKThI, SIKiSl PATYJIOOLb AXBIIIYICHHE aJIMIHICTPALBIMHBIX Mpalpayp, Ja-
KaJIbHBIS HApMAaTbIYHBISI MPaBaBbIs aKThl A3pXKayHail yCcTaHOBBI aaykaubl "Bineil-
cKas A3iisvas mkosa macranray imsa M.A.Kazinna".

Pykamenaanbli ma NpPaKkTbIYHBIM BBIKAPBICTAHHI BbIHIKAY. ATpbIMaHbIA
BBIHIKI MOTYIIb OBII[b BBIKAPBICTAHBI ISl YIACKAHAJIEHHS CIIPAaBaBOJICTBA Ba YCTaHO-
Bax JaJlaTKOBail ajxykanibli. ['3Tak »a ratas npama jJanamoska yaackaHamilb cripaBa-
BoZCTBA ¥ "Binelickaii n3insgyaii mkosne mactanreay imsa M.A.Kazinma".

CamacroiiHacub BbIKAHAHHA JBIIVIOMHANl padoTsl. BriHiki AacienaBaHHS
3aCHABaHbl HA CAMACTOMHBIX BBICHOBAX. [HILIBISA ayTaphl ¥ MpaBsaI3€HH] AaciieJaBaHHS
yA3eny He mpbIMalll.



ABSTRACT

Kevlich Ksenia Vadimovna
Documenting the activities of institutions of additional education (on the exam-
ple of the State Educational Institution "Vileika Children's School of Arts
named after M.A. Kozints'")

The volume of work is 72 pages, including the main text — 61 pages, the list of
sources used — 5 pages.

Key words: DOCUMENT WORKING, DOCUMENT, EDUCATION,
TEACHER, TRAINING, DIRECTOR, TYPE OF DOCUMENT, SECRETARY.

Object of study: documenting the activities of the state educational institution
"Vileyka children's art school named after M.A. Kozints".

The purpose of the thesis: a comprehensive description of the organization of
documenting the activities of an additional education institution to determine possible
areas for its improvement on the example of the Vileika Children's School of Arts
named after M.A. Kozints.

Research methods: the methods of classification, forecasting and generalization
were used in the work.

The results of the study and their scientific novelty: in the course of the
study, the main sources of research are the regulations that regulate issues in the field
of record keeping, work with documented information and electronic documents, in
the field of education and healthcare, regulations governing the implementation of
administrative procedures , local regulatory legal acts of the state educational institu-
tion "Vileyka children's art school named after M.A. Kozints".

Recommendations for the practical use of the results. The results obtained
can be used to improve office work in institutions of additional education. Also, this
work will help to improve office work in the Vileika Children's School of Arts named
after M.A. Kozints.

Independence of thesis. The results of the study are based on independent con-
clusions. Other  authors did not  participate in  the study.



