PEDEPAT

HeBsitoBoii Osnibru CepreeBHbI

Opranuszanus 10KyMEHTAIMOHHOI0 00ecIeYeHUsl yIpaBJIeHUs
B FOCYIapCTBEHHOM YUPpPeKACHUH 00pa3oBaHus
«Cpeanss mkoJia Nel n.JIpyxHbIii»

O0bemM aMIUIOMHOM PadOTBLI cocTaBiaseT 72 CTpaHULbBl, B TOM YHCIIE
OCHOBHOTO TeKcTa — 60 CTpaHull, WUTIOCTpAlUi (PUCYHKOB) — 2, TaOauIll — 1, Ciucok
VCTOYHMKOB U JIMTEPATYPBI — 5 CTPAHUL, IIPUIIOKEHUN — 7 CTPAHULL.

KmwueBbie caoBa: YUPEXJIEHWE OBPA3OBAHUA, JAOKYMEHT,
JOKYMEHTAIIMOHHOE  OBECIIEYHEHUME = VIIPABJIEHUS,  IHIKOIJIA,
JOKYMEHTOOBOPOT, JEJOITPOU3BOACTBO, JEJIOITPONU3BOACTBO I10

AJIMNHUCTPATUBHbBIM I[TPOLEAYPAM, KAJZIPOBOE
JEJIOITPON3BOACTBO.
OO0bekT mccieq0BaHUA — TOCYJapCTBEHHOE YyYpexkJaeHue oOpa3oBaHUs

«Cpennsist mikosia Nel . J[pyKHbIi».

Hear  aumiaomHoOi  paGorhl —  pa3paboTka  PEKOMEHIAMK  TIO0
COBEPILECHCTBOBAHUIO  JOKYMEHTAllMOHHOTO  OOEeCleYeHusi  yIpaBjieHUs B
roCcyJIapCTBEHHOM yupexaeHun oopazoBanus «Cpenuss mkosa Nel 1. J[py>KHbIi».

MeTtoabl ucciaenoBanus. B numioMHoi paboTe UCIOIB30BaHbl TEOPETUUCCKUE
MeToAbl (aHalW3, CpaBHEHHUE), TpauuecKuil MEeTOA, SMIHUPUYECKUE METObI
(mabmrogeHue, Oecena, 0000IEHNE U CUCTEMATHU3aAllUs U3YYEHHBIX MaTEPUAIOB IO
npoOJieMe IOKYMEHTAIlMOHHOTO 00eCIIeYeH s YIIPABIICHHUS ).

Pe3yabTarhl McceI0BaHUSI: B XOJI€ MCCIENOBAaHUA OMNpEJEIeHa BBICOKAS
CTETNEeHb 3HAYMMOCTH HOPMATHMBHOM MPABOBOM 0asbl, pErIaMEHTUPYIOIIEH €IUHYIO
CUCTEMY  OpraHM3aluu  JIeJIONPOM3BOJICTBA, B  TOM  YHUCJIE  KaJpOBOE
JIEJIONPOU3BOACTBO, JIENOMPOU3BOJICTBO IO AJMUHUCTPATUBHBIM IPOLEIYpPaM;
OXapakTepU30BaHA OpraHU3alMOHHAs CTPYKTypa U CTPYKTypa yHpaBIICHHUS,
OCHOBHBbIE HaIpaBJIeHUs NS TENbHOCTH YUpEexKACHUS oOpazoBaHus;
POAHATU3UPOBAH JIOKYMEHTOOOOPOT M ONpeneseHbl OCOOEHHOCTH paboThl C
JOKYMEHTaMU B YUpPEXICHUU OOpa30BaHHUS; BBISABICHBI MPOOJEMbI U HEAOCTATKU
paboThl ¢ JOKYMEHTaMH B IIKOJE€ W NPEIJIOKEHbI IMyTH HMX PELICHUS C LEJbIo
MOBBIIIEHUS 3¢ hexkTUBHOCTH paboThI YUPEKICHUS oOpa3oBaHus,
COBEPILIEHCTBOBAHMSI YIIPABIECHYECKOM €SI TEIbHOCTH.

CamMocTOATeILHOCTh BBINOJHEHUS] JUIIOMHON  padoTbl. Pe3ynbTaThl
UCCJIeIOBaHMs pa3paboTaHbl aBTOPOM JIUIIJIOMHOW pabOThl JTUYHO M OCHOBAHBI HA
CaMOCTOSTENIbHBIX BbIBOAAaX. Jlpyrue aBTOpbl B €ro MNpPOBEJECHUU YYacTUsl HE
MPUHUMAIIH.



PO®EPAT
J3eBsiTaBaii BoJabri CsapreeyHbl

Aprasizanpisi JaKyMeHTalbIiHATA 320eCIAYIHHSA KipaBaHHA
y I3sip;kayHal ycTaHOBe aJyKaubli
«Csapaanss mkoja Nel n.JIpy:KHbI»

AO'éM npITUIOMHAl Mpankl cKiaaaae 72 CTapoHKI, y ThIM JIIKY aCHOYHara T3KCTy—
60 crapoHak, UTocTpalblii (MadroHKay) — 2, Ta0min — 1, cmic KpBIHIL 1 JiTapaTypsl —
S cTapoHakK, NpbIKJIAJaHHSAy — 7 CTapOHaK.

KarouaBbis CJIOBBI: YCTAHOBA AJTYKAIIBII, JAKYMEHT,
JJAKYMEHTALBIMHAE 3ABECITAYDHHE KIPABAHHA, HIKOJIA,
JAKYMEHTAABAPOT, CIIPABABOJ/JICTBA, CIIPABABOACTBA IIA
AJIMIHCTPALIBIMHBIX ITPALIDYPAX, KAJIPABAE CIIPABABOJICTBA.

AO'eKT nacnefaBaHHs — JA3fAp)KayHas ycTaHoBa agykaupll «CsapiaHss LIKoJa
Nel n.IpyxHBD.

IIpagmer pnaciaegaBaHHsi — JaKyMEHTalbliiHae 3a0eCHsUdHHE YIpayIIeHHS
I3apxkayHail yctaHoBbl anykaubll «Capaanss mkosa Nel . J{pyKHb».

Mbra abinuioMHail padoTsl — pacrpanoyka pIKaMeHJalbli na y1acKaHaJIeHH]
JaKyMEHTalbliiHara 3a0eclssusHHS KIpaBaHHA Y A3dpXKayHail yCTaHOBE aayKalbli
"Capoanss mkomaa Nel . J{pyxnsr".

Mertanbl aaciaenaBaHHs. Y JbIIUNIOMHAN pa0oIe BBIKAPBICTAHBI T3APITHIYHBIA
MeTazbl (aHam3, nmapayHaHHE), rpadiuHbl METaJd, SMIIPBIYHbIA METaabl (Ha3lpaHHE,
ryTapka, abaryJbHEHHE 1 CICTAMAThI3alblsl BBIBYYaHBIX MaTiphlsuiay ma mnpadsieme
JaKyMeHTallbliiHara 3a0ecsTYdHHS KipaBaHHs).

BeIHiKiI 1aciiegaBaHHsA: y XOJ3€ JaciieJaBaHHs BbI3HA4YaHa BBICOKAs CTYIICHb
3HaYHACLl HapMaTbhlyHail NpaBaBOM 0a3bl, SKas PATJIAMEHTYE AaJ31HYH CICTIMY
apraHizaibll CIIpaBaBOJCTBA, Y ThIM JIKYy KaJpaBae CIpaBaBOJCTBA, CIIPABABOJICTBA
na aAMIHICTpalbIMHBIX NpalRIypax; axapakTapbl3aBaHa apraHizalbliiHas CTPyKTypa 1
CTPYKTypa KipaBaHHS, AaCHOYHbBISI HalpaMmKi J3eMHacIl YCTaHOBBI aJlyKallbli;
npaaHaji3zaBaHbl JaKyMeHTaa0apoT 1 BhI3HAYaHbl acabiiBacill pabOThl 3 TaKyMEHTaM1
Ba YCTAHOBE aJyKallbll; IIpaaHaIi3aBaHbl JaKyMeHTaa0bapoT 1 BhI3HAYaHbI aca0IiBaciil
paboThl 3 AaKyMEHTaMl Ba YCTAaHOBE aayKallbll, BBIAYJIEHBI MPaOJIEMbl 1 HEAAXOIbI
paboThl 3 JaKyMeHTaml Yy IIKOJIE 1 MpanaHaBaHbl IUIAX1 1X BBIPAII3HHS 3 MATaid
NAaBBIIIBHHS  3(QEKThIYHAacll pabOThl  YCTaHOBBI  aJyKalplli, YyJAaCKaHAJICHHS
KipayHIlUKai 13eiHac.

CamacroiiHacub BBIKAHAHHA [BIIVIOMHAaNl mnpaunbl. BeiHiKI gacienaBaHHS
pacrpaliaBaHbl ayTapam JIbIIIJIOMHAN mpailbl acabicTa 1 3aCHaBaHbIsI HA CAMACTOMHBIX
BBICHOBAX. [HIIBIA ayTapbl ¥ SrOHBIM MPABSIA3€HH] Y1311y HE TpbIMaJl.



ABSTRACT
Devyatova Olga Sergeevna

Organization of documentation support for management
in a public educational institution
«Secondary school No. 1 p. Druzhny»

The volume of the thesis is 72 pages, including the main text — 60 pages,
illustrations (figures) — 2, tables — 1, list of sources and references — 5 pages,
applications — 7 pages.

Key words: EDUCATIONAL INSTITUTION, DOCUMENT, DOCUMENT
MANAGEMENT, SCHOOL, DOCUMENT MANAGEMENT, OFFICE
MANAGEMENT, ADMINISTRATIVE PROCEDURES, PERSONNEL OFFICE
MANAGEMENT.

The object of the study is the state educational institution "Secondary school
No. 1 in Druzhny".

The purpose of the thesis is to develop recommendations for improving the
documentation support of management in the state educational institution "Secondary
school No. 1 p. Druzhny".

Research methods. The thesis work used theoretical methods (analysis,
comparison), graphical method, empirical methods (observation, conversation,
generalization and systematization of the studied materials on the problem of
documentation management).

Results of the study: in the course of the study, a high degree of significance of
the regulatory legal framework regulating a unified system of organizing office work,
including personnel office work, office work on administrative procedures, was
determined; the organizational structure and management structure, the main
activities of the educational institution are characterized; the workflow was analyzed
and the features of working with documents in an educational institution were
determined; the problems and shortcomings of working with documents at school are
identified and ways to solve them are proposed in order to increase the efficiency of
the educational institution, improve management activities.

Independence of thesis. The results of the study were developed by the author
of the thesis personally and are based on independent conclusions. Other authors did
not participate in its implementation.



