PE®EPAT

XMesieBCcKasi AHACTACHHM AHJIPEeeBHBI
«Opranuzauus 3JIEKTPOHHOI0 JOKYMeHT0000poTa ( Ha npuMepe UHcnekuuun
MunucrepcrBa nmo Hajgoram u coopam Pecny6siuku besapycs mo MockoBckomy
paiiony r. MuHCcKa)»

Jumiomuas pabora Bkimrodaer 63 c., 13 puc., 24 tabin., 54 uctounuka, 9 mpuiL.

JJOKYMEHTOOBOPOT, OIIEHKA, DJIEKTPOHHBIN JJOKYMEHTOOFEO-
POT, COBEPIIEHCTBOBAHUE, DODOEKTUBHOCTD

eab nunaoMHOi padoThl — pa3paboTKa MEPOINPUITHH 110 €€ COBEPILICHCTBO-
BAHMUIO.

O0beKT nccaeaoBaHus — AeATeNbHOCTh MHCTIekIun MuHKCTEpPCTBA 110 HAJIO-
ram u coopam mo MockoBckoMmy paiioHy r. MUHCKa.

AKTYaJBbHOCTh — 3aKJIFOYACTCSl B TOM, UYTO TPAAUIIMOHHBIN OyMaKHBIN JOKY-
MEHTOOOOPOT HEMBICIIUM 0€3 aBTOMAaTU3AIMU U UCIIOIb30BaHUS AJIEKTPOHHBIX JOKY-
MEHTOB.

[Ipu nccnegqoBaHUM UCMIOIB30BAIUCH METO/IBI: AaHAJIN3A U CUHTE3a, COIIOCTAaBIIE-
HUS U CpaBHEHUS, OATAHCOBBIN, rpadUIeCKOl HHTEPIIPETAIIUH, JIOTHIYESCKUI METO/I.

B mporiecce paGoThl MpOBEICH aHATU3 TEOPETHUECKUX ACTIEKTOB 3JIEKTPOHHOTO
JIOKyMEHTO000pOTa, BEIPAOOTaHBI MEPOTIPUSATHUS IO MOBIICHUIO YPHEKTUBHOCTH JI0-
KYMEHTO000pOTA.

B pesynbraTe uccrnenoBaHus ObUIO BBISBICHO, YTO: HEOOXOIUMO COBEpIICH-
CTBOBATh YK€ CYIIECTBYIOIIYIO CUCTEMY JOKYMEHTOOOpOTA.

B kauecTBe MEPONPUSATHIA 110 COBEPIIEHCTBOBAHUIO IPUHATHI CJIeAYIOLIHE:

® BHEJPEHHUE CUCTEMBI MJIEKTPOHHOTO TOKyMeHTooOopoTa «IEJIO» B MHcnekiiuu
MuHucTepcTBa 1o HajoraM u coopam mo MockoBckomy paiiony r. MuHcCKa.

e Peanuzanus npengaraeMoid CUCTEMbl JOMOJHUTEIBHOTO MPEMHPOBAaHUSA paboOT-
HUKOB OOECIIEUUT: MOBBIIIEHUE YPOBHS UHGOPMAIIMOHHON 0€301aCHOCTHU JI0KY-
MeHTOB B MHcmeknimn MuHHCTEPCTBA 1O HAjoraM M cOopaM 1Mo MOCKOBCKOMY
paiiony r. MuHCKa 3a CYET IEPECHUIKU JOKYMEHTOB IO €-mail, COOTBETCTBEHHO,
JIOCTyMa K JOKyMEHTaM HET Y JIUI, HE OTHOCAIINXCS K 3TUM JOKYMEHTaM; [OBBI-
HIEHUE UCTIOJTHUTEIBCKOW JUCHUIUIMHBI 332 CYET YUETA NOPYUEHUIN U pa3rpaHUye-
HUU 00513aHHOCTEN U OTBETCTBEHHOCTU MPU MX UCIIOJHEHUH, C TIOMOIIbIO BHE/I-
peHHOTro MoyioKeHust 06 OO1IeM OT/IeNIe U BHECEHUSI M3BMEHEHUN B JIOJIKHOCTHYIO
MHCTPYKIHUIO JEJTONPOU3BOAUTENS, YMEHBIICHUE HAPEKAHUN CO CTOPOHBI PYKO-
BOJUTENS ¥ rpaxaaH, oopamiatomuxcs B UHcnekimu MuHucTepcTBa 1o Hajoram
u coopaM o MOCKOBCKOMY paiioHy . MUHCKa ; 5)KOHOMUSI OyMaru U pacxoaHbIX
MaTepHaJIoB.



DKOHOMUS CPEJICTB TOJBKO Ha Oymare OyaeT cocTaBisaTh 7285,92 py0. 3a ro.
Takum 06pa3zom, MOKHO CHENaTh BBIBOJI, YTO BHEIPEHUE CUCTEMBI JIEKTPOHHOTO JI0-
KyMEHTO00O0pOTa, MO3BOJUT YKOHOMHUTHh Ha OyMare, a CpOK OKYMaeMOCTH 3TOH CH-
CTEMBI COCTaBUT MEHEE OJTHOTO T0J1a. ITO JOCTATOYHO XOPOIIHii MOKa3arelb. BHenpe-
HUE CUCTEMBI 3JIEKTPOHHOTO IOKYMEHTO000POTa IAeT 3HAUUTENbHBIN Y KOHOMUYECKUI

ahdexr.



PODEPAT

Xmsaeyckad AHacracii AHIpPIeyHbI
«Aprasxizanisi 3JieKTpOHHAra JaKkymMmeHTraadapory ( Ha npbikjian3e [HcnekubIi
MinicTapcTBa na nagatkax i 30opax Pacny0Jiki beinapkycs ma Mackoyckim
paene r.MiHncka)»

JpiruioMHas padora ykitouae 63 c., 13 main., 24 tabi., 54 KpbIHILBL, 9 TPBIM.

JAKYMEHTAABAPOT, ALIDHKA, DJIEKTPOHHbI JAKYMEHTAABA-
POT, YIACKAHAJIEHHE, D®EKTBIYHACIIb

Mbra aplIoMHAal padoThI — paclpaloyka MepanpbIieMCTBay Ma sie yJacKaHa-
JICHHI.

AO0'eKT nacjenaBaHHsl — J3¢iHacIh [Hceknpli MiHICTIpCTBA 1A MajaTKax i
300pax Pacmy6miki benapkycs ma Mackoyckim paéne r. MiHcka.

AKTyaJIbHACHb — 3aKJIIOYaclla y TbhIM, INTO TPAABIIBIAHBI MMATSAPOBBI
JTaKyMeHTaabapoT HeMMaBepHBI O€3 ayTaMaThI3allbll JJICKTPOHHBIX JaKyMEHTAY.

[Ipe1  nmacnmenmaBaHHI — BBIKAPBICTOYBAIICSA METaabl: aHaNi3y 1 CIHT?I3Y,
cymactayjieHHs 1 mnapayHaHHs, OanaHcaBasg, rpadiuyHail IHTIPHPITALbIl, JATi4HbI
MeTas.

VY npatpce paboThl MpaBeA3eHbl aHalI3 TIAPATHIYHBIX aCMEKTay 3JIEKTpOHHAra
JAaKyMEHTa3BapoTy, BhIMpallaBaHbl MEPANPBHIEMCTBEI I1a MaBBIIMIPHHIO 3(PEKTHIYHACIII
JTaKyMeHTaabapoTy.

VY BBIHIKY JAaciiefaBaHHs ObUIO BBISYJIEHA, IITO: HEaOXoAHa YJacCKaHAJIbBAllb
yKO ICHYIOUYIO CICTAMY JJOKYMEHTOOOPOTA.

Y sikacui MepanpbieMcTBay Na yAacKaHAJEHHI NPbIHATHI HACTYITHBIA:
® yKapaHEHHE CICTAMBI dJIeKTpOHHara aakymeHTaszBapoTy «JIEJIO» ¥ IHcmekubri

MinicTapcTBa na nagaTkax 1 30opax Pacmy6:iki benapkycs ma MackoyckiM paéue

r. MiHcka.
e  Pnoamizarpis npamnaHaBaHai CiICTIMBI JalaTKOBara mp3MipaBaHHs paOOTHIKAY 3a-
Osicrieublllb: MaBbIIIPHHE Y3pOYHIO 1H(hapMalbliiHall Ogcrexi JakymMeHTay [HcneKibii
MinicTapcTBa na majaarkax i 36opax PacnyOmiki benapkyck ma Mac-koyckim paéne
r. MiHcKa 3a KOIIT MepachliKi JaKyMeHTay na e-mail, aanaBeana, 10CTyny Aa AaKy-
MEHTay HAMa ¥ acoO, sIKig HE aJHOCSIIA J1a IIThIX JaKyMEHTay; IMaBbIIISHHE BbIKA-
HaJbHILKAM JBICIBIIIHGI 32 KOWIT YJIIKY AApYy43HHSY 1 pa3MekaBaHHI aOaBs3Kay 1
aJIKa3HacCIll Ipbl 1X BbIKAHAHHI, 3 JanaMorail ykapanénara [lanaxxsnns a0 aryJibHbIM
ajyzene 1 YHICeHHs 3MSHEHHSY Y CITy>KOOBYIO IHCTPYKIIBIIO; TAMSHIIIPHHE HapaKaH-
HsY 3 OOKY KipayHika 1 rpaMaja3sH, SKis 3BIPTAIOIIA ¥; SKaHOMIs Marepsl 1 pacxo/-
HBIX MaT3pbIsIay.



DKaHOMIsl CpOJKay TOJBKI Ha mamepsl Oym3e ckmamanb 7285,92 py0. 3a ro.
Takim ubtHaM, MO>KHA 3palillb BHICHOBY, IIITO YKapaHEHHE CICTIMBI AJIEKTPOHHAra Jia-
KYMEHTa3BapoTy, [a3BOJIIb JKAaHOMIIlb Ha TManephbl, a TIPMIH aKyIMHACIl TITal
CICTAOMBI CKJIaJ[3¢ MEHII 3a aJ3iH roj. ['9Ta 1ockIs 100phl maka3ayblk. S"KapaHeHHe
CICTIMBI 3JICKTPOHHATa JaKyMEHTa3BapoTy Jac 3HAYHbI SKaHAMIUHBI A(DEKT.



ABSTRACT

Khmelevskaya Anastasia Andreevna
Organization of electronic document management (on the example of the In-
spection of the Ministry of Taxes and Dues of the Republic of Belarus in the
Moscow district of Minsk)

The thesis includes 63 p., 13 fig., 24 tables., 54 sources, 9 ad;.

DOCUMENT MANAGEMENT, EVALUATION, ELECTRONIC DOCU-
MENT MANAGEMENT, IMPROVEMENT, EFFICIENCY

The purpose of the thesis is to evaluate the document management system and
develop measures to improve it.

The object of the study is the activity of the Inspection of the Ministry of Taxes
and Fences of the Republic of Belarus for the Moscow district of Minsk.

The following methods were used in the study: analysis and synthesis, compar-
ison and comparison, balance, graphical interpretation, logical method.

In the course of the work, an analysis of the theoretical aspects of electronic
document management was carried out, measures were developed to improve the effi-
ciency of document management.

As a result of the study, it was revealed that: it is necessary to improve the al-
ready existing document management system.

The following measures have been taken as improvement measures:

e implementation of the electronic document management system « DELO» in the In-
spection of the Ministry of Taxes and Fences of the Republic of Belarus for the
Moscow district of Minsk

o The implementation of the proposed system of additional bonuses for employees
will ensure: an increase in the level of information security of documents of the Inspec-
tion of the Ministry of Taxes and Fences of the Republic of Belarus for the Moscow
district of Minsk region by sending documents by e-mail, respectively, persons who
are not related to these documents do not have access to documents; an increase in
performance discipline by taking into account orders and delineation duties and re-
sponsibilities in their execution, with the help of the implemented regulations on the
General Department and amendments to the clerk's job description; reduction of com-
plaints from the head and citizens applying to the Inspection of the Ministry of Taxes
and Fences of the Republic of Belarus for the Moscow district of Minsk; saving paper
and consumables.

The savings on paper alone will amount to 7285,92 rub. per year. Thus, it can be
concluded that the introduction of an electronic document management system will
allow saving on paper, and the payback period of this system will be less than one year.
This is a good enough indicator. The introduction of an electronic document manage-
ment system gives a significant economic effect.



