PE®EPAT

Co0oseBoit AHactacuu I'eHHaAbeBHBI
JlokyMeHTHpPOBaHNE AeSITeJIbHOCTH YUPeXKACHUH TONKOJIbHOT0 00pa30BaHNs
B PecnyOuinke besapycs (Ha npumepe I'ocygrapcTBeHHOro
yupexaenusi oopazosanus «/lerckui cag Ne 53 r. Moruiiesa).

O06bem paboThl cocTaBisieT 64 CTpaHUIIBI, B TOM YHCIIE OCHOBHOTO TeKCTa — 54
CTpaHULIbl, CIUCOK HCTOJIb30BAHHBIX UCTOYHUKOB — 5 CTPAHULI.

Kuawuesbie caoBa: JIEJIOIIPOU30/JCTBO, HOKYMEHT, OBPA30BA-
HUE, TIEAAT'OI', OBYUYEHUE, XPAHEHUE JOKYMEHTOB, BUJ[ HOKYVY-
MEHTA.

OO0beKT HccjIeI0OBaHusA: TOKYMEHTUPOBAHUE IEITENBHOCTH ['0cy1apcTBEHHO-
ro yupexaeHus oopasoanus «Jlerckuit cag Ne 53 r. Morumneay.

Heabr aumioMHOW paldoThI: BBISIBUTH JJIEMEHTHI  JOKYMEHTUPOBAHMS
nesitenbHOoCTH ['ocymapcTBEHHOTO yupexaeHus: oopasoBanus «Jlerckmii cag Ne 53 r.
Morwunesay.

Metoasbl ucciaenoBanms: popMyJIIpHBIA aHaIu3, METOJ 0OOOIIEHUS U CUCTE-
MaTHU3allud U3yYEHHBIX MaTEPUAJIOB IO MPodIIeMeE.

Pe3yabTaThl MCC/IeIOBAHUS M MX HAy4YHasi HOBHU3HA: UCTOYHUKAMM HCCIIE-
JIOBAHMSI BBICTYTAIOT HOPMATHUBHBIE aKThl, KOTOPBIE PETYIUPYIOT BOIPOCHI B 00JIACTH
BEJICHUS JIEIOMPOU3BOJICTBA, PAOOTHI C TIOKyMEHTHPOBAHHOW WMHGOpMaIMEH W JIeK-
TPOHHBIMH JIOKyMEHTamH, B chepe oOpa3zoBaHUS W 31PaBOOXPAHEHUSI, HOPMATHUBHEIC
aKThl, PETYJIUPYIOIIUE OCYUIECTBICHUE aJIMUHUCTPATUBHBIX MPOLEAYP, JIOKAIbHBIC
HOpMaTuBHbIE MpaBoBbIe akThl ['YO «/lerckuit cag Ne 53 r. MorwieBa». Boienensl
HaIpaBJICHUS JEATEIbHOCTU B paboTe yupekJeHus. BhIABICHBI TaKue€ CUCTEMBbI J10-
KYMEHTAIlM1, KaK OpraHu3allMOHHO-TIPaBOBasl, PaCOPSIANTENbHAs, UHPOPMAIMOHHO-
CIpaBOYHAas, IUIAHOBO-OTUYETHAs, KaJpOBasi, PETUCTPAIMOHHO-yYETHas, Yy4eOHO-
BOCIIUTATENbHAS, YUeOHO-TIpOrpaMMHasi, MokapHasi 0€30MacHOCTh U OXpaHa Tpyna. B
TEXHOJIOTUIO Pa0OTHI C IOKYMEHTAMU BXOJUT MIPHUEM M MepBUYHAs 00paboTKa JOKY-
MEHTOB, UX IPEABAPUTEIBHOE PACCMOTPEHNE U PACIIPENECICHUE, PETUCTPALUSA JOKY-
MEHTOB, KOHTPOJIb UCIIOJIHEHUSI JOKYMEHTOB, HH()OPMAIIMUOHHO-CITPaBOYHas padoTa,
UCIIOJIHEHHUE IOKYMEHTOB, UX OTIpaBKa, cucteMatusaius (hopMUpoBaHUe J1€1) U Te-
KYIIIE€ XPAHEHUE TOKYMEHTOB.

PexoMeHIaliuy Mo MPAKTHYECKOMY HCIOJIb30BAHHMIO pe3yabTaroB. [lomy-
YeHHbIE PE3YIbTaThl MOTYT OBITH MCIIOJIb30BAaHBI MIPU HAMHCAHUU 000OIAIOMNX pa-
00T B 00acTH MeJaroruku, nepepadoTKe, YCOBEPIICHCTBOBAHUU JIETIOTIPOU3BO/ICTBA
B YUPEKJICHUSIX JOLIKOJIBHOIO 00pa30BaHusl.

CaMOCTOATEILHOCTh BBINOJHECHUS JTUILUIOMHOH padoTbl. PesynpraTel wHc-
CJIEeZIOBaHUS OCHOBAHBI HAa CaMOCTOSITEIbHBIX BbIBOJAaX. Jlpyrue aBTOphHI B IIpOBEjE-

HHUH UCCJICAOBAHUA Yy4aCTUs HE IIPUHHUMAJIHA.
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Pa¢epar
Cobanesaii Hacracci I'enaazeyHbl
JlakyMeHTaBaHHe J3eiiHACHI YCTAHOY TAIIKOJbHAN agyKaubli
y Pacny0aiubl benapycs (Ha npbikiaaase I3spxxkayHau
ycTaHoBbI agykanbli «/I3iusg4usl cag Ne 53 r. Marinésa).

AG'éMm paboTsl ckitaae 64 CTapoHKi, Y ThIM JIIKy acHOYHara Takcry — 54 cra-
POHKI, CITIC BEIKAPBICTAHBIX KPBIHIIL — 5 CTAPOHAK.

Kawuasbisa caoBbi: CIIPABA, JAKYMEHT, AAYKALBIA, TIEAAT'OT,
HABVYAHHE, 3AXOVYBAHHE JJAKYMEHTAY, BIJl JAKYMEHTA.

AO'eKT macjielaBaHHA: JJaKyMEHTaBaHHE a3edHacul [[3sprxayHail ycTaHOBBI
agykanpil "J[3imsast cag Ne 53 r. Marinésa'.

MbsTa apinjaoMHaii padoThl: BBISBILD 3JIEMEHTHI JaKyMEHTaBaHHA J13€iHACII
JI3sip>xayHai ycraHoBbl agykarel " J[3ismust cag Ne 53 r. Marinésa".

Meraabsl nacienaBaHHsi: (GapMyJsipHBI aHami3, MeTan alaryiJbHEHHS 1
CICTAMAaThI3allbll BEIByYaHbIX MAT3phIsUIAY 1a npadieme.

Boiniki nacienaBaHHs i iX HABYKOBasi HaBi3HA: KpbIHIIAMI JlacieaBaHHs
BBICTYTIAIONb HAPMATHIYHBIS aKThl, SKisS PATYJIIOIONb TBITAHHI ¥ TajiHE BSI3CHHS
CIIpaBaBOJCTBA, pabOThl 3 JJaKyMEHTaBaHail 1H(apMarpisii 1 DJIEKTPOHHBIMI
JaKkyMeHTaMi, y cdepbl aaykaiplli 1 axoBbl 34apoys, HapMaThIYHbBIS aKThl, SKis
POTYNIOIOIG  @XKBIIMYJIEHHE  aJMIHICTPAIBIAHBIX — TpaipAyp ,  JaKaJdbHBISA
HapMaThIyHBISA npaBaBbisd akTel YA "J[3imsaubl cag Ne 53 r. Marinésa". BeiazeneHbl
HaIpaMKi Ja3eiHacii ¥ padoue YcTaHoBbl. BbIsSyneHbl Takisi CICTAMbI JaKyMEHTAlbII,
SK aprasi3alblilHa-npaBaBas , pacnapanyas , iHpapmallpliiHa-JaBejayHas, IiaHaBa-
crpaBa3llayHasi , KaJpaBas, poricTpalbliiHa-yiikoBas, By4Y>0OHa-BbIxaBayuas,
Byus0Ha-IparpamMHas , naxkapHas Osiceka 1 axoBa pa0dOTbhl. Y TAIXHAJIOTi0 pabOThI 3
JaKyMeHTaM1 YBaxo/ 1311l MPBIEM 1 MepIlacHas anpaioyka JakyMeHTay, 1X HarnspiIHi
pasrisa 1 pa3MepKaBaHHE, pATICTpalblsil JaKyMEHTay, KaHTPOJIb BbIKAHAHHS
JaKyMeHTay, iH(apmallpliiHa-JaBeayHas pa0oTa, BBIKAHAHHE JaKyMeHTay, 1X
aanpayka, cictaMmarbianbis (dapMmipaBaHHe cmpay) 1 OArydae 3axoyBaHHE
JTAKyMEHTaYy .

PykamMeHnganbli ma NpakThIYHBIM BbIKAPBICTAHHI BbIHIKAY. ATpbIMaHbIA
BBIHIKI MOTYLIb OBbILlb BBIKAPBICTaHBI MPbI HaMiCaHH1 a0aryJbHIIOYbIX padoT y rajiiHe
neAaroriki, nmepanpamoyisl, yaackaHajleHH1 CIIpaBaBOACTBA Ba YCTaHOBAaX JAIIKOJb-
Hal ayKarlbli.

CamacroiiHacub BbIKAHAHHA JBIMJVIOMHAN padoThl. BeiHiKI macienaBaHHS
3aCHABaHbl HA CAMACTOMHBIX BHICHOBAX. [HILIBISA ayTaphl ¥ MpaBsa13€HH] AaciieJaBaHHS
VA3eny He IpbIMaJIi.



ABSTRACT

Soboleva Anastasia Gennadievna
Documenting the activities of preschool education institutions
in the Republic of Belarus (on the example of the State
Educational Institution "Kindergarten No. 53 of Mogilev).

The volume of work is 64 pages, including the main text — 54 pages, the list of
sources used — 5 pages.

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

Object of study: documenting the activities of the State Educational Institution
"Kindergarten No. 53 of Mogilev".

The purpose of the thesis: identify elements of documenting the activities of
the State Educational Institution "Kindergarten No. 53 of Mogilev".

Research methods: formulary analysis, method of generalization and systema-
tization of the studied materials on the problem.

Research results and their scientific novelty: research sources are 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 govern-
ing the implementation of administrative procedures, local regulatory legal acts of the
State Educational Institution "Kindergarten No. 53 of Mogilev". The directions of ac-
tivity in the work of the institution are highlighted. Documentation systems such as
organizational and legal , administrative , information and reference, planning and
reporting , personnel, registration and accounting, educational and educational, train-
ing and software, fire safety and labor protection have been identified. The technolo-
gy of working with documents includes the reception and primary processing of doc-
uments, their preliminary consideration and distribution, registration of documents,
control over the execution of documents, information and reference work, execution
of documents, their sending, systematization (formation of files) and current storage
of documents.

Recommendations for the practical use of the results. The results obtained
can be used when writing generalizing works in the field of pedagogy, processing,
improving office work in preschool education institutions.

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



