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KommnuiekT 3agaHuii 1Jisi KOHTPOJIbHON padoThI
IO AUCHUIIIINHE HpaBOBOC U OOKYMCHTAIIMOHHOC obecrieuenne YIpaBJICHUA

KonTponbnas pabota

Bo3uuknoBeHue n Pa3BUTHUEC OTCUECCTBCHHOI'O JOKYMCHTAIMOHHOI'O obecnieyeHusl.

SI3BIK ¥ CTHIIb CITY’KEOHBIX TOKYMEHTOB.

OcoOeHHocTH OPUITHATIEHO-/IETIOBOTO CTHIIS.

Pazpabotka mana npoBeneHus MPOQUIAKTUIECKUX paOOT MO MPOBEJICHUIO IKCIIEPTH3BI
YIIPaBICHYECKUX JOKYMEHTOB.

ObecneueHne COXpaHHOCTHU IOKYMEHTOB B 3JIEKTPOHHOH (opMme.

6. Pa3paboTka miaHa mpoBeAEeHUS MEPONIPHUATHH MO YITYUIICHUIO KaueCTBA APXUBHOTO XPAaHEHUS
YIPABJICHYECKOW JOKYMEHTALUU.

Eal S

o

Kontponbnsiii cpe3 Nel
3aganue 1. OPopmMuTe peKBU3UT «aapecaTy:
a) ¢aroBbIM crocooom:
1. MunuctepcTBo 1o HajioraM u coopam HauaneHuk otaena mianuposanus Kpacnos B. .
2. Mupekrop 000 «Opbura-cepsuc» CokonoB B. @. 125789, r. CmoneHck, y u1. LlenTpanbHas, 28.
3. YUyrynosa T. /., 123456, Mocksa, yi1. ABTO3aBojcKas, A. 23, kB. 12;
0) HEHTPUPOBAHHBIM CIIOCOOOM:
4. BopoHexckuil rocynapcTBeHHbI yHuBepcuTeT MakynbTeT KypHAIMCTUKUA 3aB. Kaderpoi
npodeccop Bszemckuii B. B.
5. JlokymeHT Hampaisiercs B 1Ba aapeca: 1) AO «benbiit Betep» ['enepanbbiii qupektop KykoB M.
W.; 2) npubopoctpoutenbHblii 3aBoj «nekTpon» Otaen mapketuHra Ct. menemxep JI. 9. Cokonosa.
3aganue 2. Opopmure rpud yrBepKACHUS:
a) (Jy1aroBbIM CIOCO0OM:
1. YTBepxknato upexrop 000 «Jlakmun» B. A. Tumodees «15» mapra 2010 roza.
2. Y1Bepxkaeno [Iporokon 3aceqanust Coera qupexktopoB N212 ot 23 mapta 2010 rona.
0) HEHTPUPOBAHHBIM CIIOCOOOM:
3. Y1Bepxkaeno Pemenue oOmiero coopanus akuuonepos N207 ot 12 mas 2010 roaa.
4. JIOKyMEHT yTBEPKJI€H ABYMs JOJKHOCTHBIMHU JIMIIAMM:
1) Y1Bepxknato Jupexkrop AO «IIpoton» I'. U. bopucos «12» anpenst 2010 roza.
2) YrBepxknaato upexkrop AO «Ksant» B.U. lonros «13» anpenst 2010 rona.
3apanue 3. Odopmure Ha3BaHHWE BHUJA JTOKyMEHTa W 3arojlOBOK K TEKCTy JTOTO JTOKYMEHTa
LEHTPUPOBAHHBIM U ()JIarOBBIM CIIOCO0aMH, YIIOTPEOUB HYKHBIN MaJexK:
a) MpUKa3 0 BBEJICHUU WHCTPYKITUHU IO MPOTHUBOIIOKAPHOM 0€30MacHOCTH;
0) IPOTOKOJI O 3acelaHNK COBETa MO NPOQPHIAKTUKE MPAaBOHAPYILIECHUH];
B) CIIpaBKa O COCTOSIHUH YCIIEBAEMOCTH B YUeOHOM TpymIie;
I) aKT 00 HHBEHTApU3ALMH HAINYMS JICHEKHBIX CPECTB.
3ananue 4. OpopMuTe OTMETKY O HAJTMUUU NPHIIOKEHHUS:
1. Ilpunoxenne. Ha 2 1. B 4 3Kk3.
2. [Ipunoxenue. 'ocynapcTBeHHas cucTeMa JOKYMEHTAlMOHHOTO 00eciedeHHsl yIpaBiIeHus, 3 3K3.
3. Ilpunoxenue
1. [Inan pacnpenenenus oOydaromuxcs no o0bekTam Ha 3 JI. B 2 9K3.
2. OTueT o pacnpesereHuy o0 00bEKTaM Ha BpeMsl TPOM3BOACTBEHHOMN MPAKTHKH, B 2 9K3. Ha 3 1.
3anganue 5. OpopMuTe peKBU3UT «IOAMUCHY. JIOKYMEHT MOANKUCHIBACT:
1. dupekrop [enapramenTa BHelHuX cBs3ei P.A. Epoxuna.
2. HauanpHuK CIIeICTBEHHOrO OT/AEA, ITOJKOBHUK rocTuiinu B.B. MnbuH.



3. dupexrop B. E. CemenoB u HayansHUK GuHaHcoBoro ynpasienus 5. 3. Kopones 3A0 «Dakem».

4. Komuccus B cocraBe: npeacenarens komuccuu [lonomapesa B.JIL., unenst komuccuu [lotanos P.T.,
Csupugos P.B.

5. JIBa pyKOBOAMTENSI paBHO3HAYHBIX JTOJDKHOCTeH: HavanpHuK Aenapramenta nHGOpMauu U MevaTu
MU/la Poccuu P.H. CremanoB wu [lupekTop nenmapramMeHTa IO CBS3SM C OOIIECTBEHHOCTHIO
Munoo6pa3zoBanust Poccuu JI.E. HoBuukos.

3aganue 6. OpopmuTe rpud cormacoBaHus:

a) pararoBeiM crocodom:

1. CornacoBano upekrop BO «IIpoguntopr» K.A Ilepszes «10» anpens 2021 roxa.

2. CormacoBano IIporokon N!! O6 or 23 mapra 2021 roga 3acemaHusi HUKIOBOW METOJIMYECKOM
KOMHCCHH;

0) HEHTPUPOBAHHBIM CIIOCOOOM:

3. CornacoBano [{upektop bankoBckoro komtemka N2 45 M. A Moxos «12» anpens 2021 rona.

4. CornacoBano Pemenne cobpanus TpynoBoro koiiektusa ot 14 anpens 2021 roga.

KonTpoasnslii cpe3 Ne2
1. CocraBbTe crpaBKy O pa3Mepe 3apa0OTHOH IIaThl pabOTHUKA OTAENa CObITa TOTOBOM MPOIYKIIUU
I1O «'panT» U1 IpeaocTaBiIeHUs B 1eTCKUN caa. OCTalIbHbIE JaHHBIE YKAXKUTE CAMOCTOSITENILHO.
2. CocraBbTe crpaBKy 0 cTake padorel 3koHOMHCTa OO0 «ATIAaHT» U NMPENOCTABICHUS B JIPYroe
MecTO paboTHI IO MPUYKHE yX0J1a co cTaporo. OcTanbHble JaHHBIE YKAKUTE CAMOCTOSITENBLHO.
3. CocraBbte crnpaBky u3 XKI9Ca Ne 97 [lepBomaiickoro paiioHa r. MUHCKa 0 COCTaBE CEMbH MOJIOJIOTO
CHelHaNucTa IS MPeJOCTaBICHHs 10 MecTy paboThl. OcTanbHbIE JaHHbBIE YKAXKUTE CAMOCTOSATEIBHO.
4. CocraBbTe NpHUKa3 O MpHEMe Ha NOJKHOCTH rinaBHoro Oyxrantepa OAO «bencows» ¢ okiagom
coryacHo mraTHoMy pacnucanuto MBanooii JI. K. OcTasibHble TaHHBIE YKAXKUTE CAMOCTOSITENIBHO.
5. CocraBpre mpuka3z 00 yBonbHeHun Komams B. H., umxkenepa [1O «Jlrogmmna», B CBs3u C
cokpatieHreM mrara. OcTalbHbIE CBEIEHUS JOMOJIHUTH CAMOCTOSITENBHO.
6. CocraBuTh mpuKa3z o mnepeBoje wHxkeHepa MpanoBa A. II. Ha JOMKHOCTH TJIABHOTO HHXKEHEpA.
OcTanbpHble CBEIEHUS AOMOJIHUTH CAMOCTOSITENIBHO.

KonTponbuslii cpe3 Ne3
3aroyHUTE TPYIOBYIO KHUXKKY C YIETOM BceX TpeOOBAHUM 3aKOHOAATENIbCTRA.
1.1. Copoxun Anexcanap Cepreesuu (05.08.1977 r. poxaenus) yctpomics Ha padory B OOO
«Opbura-M» 5KOHOMHUCTOM B pacueTHo-aHanuTHueckuit otnen. [lpukas o npueme Ha padoTy Ne30-k ot
03 mapra 2021 romga. Copokun A.C. uMeeT JHUILIOM O BBICIIEM NMPOQEeCCHOHATHPHOM 00pa30BaHUU IO
CHEIHaIbHOCTH AKOHOMHUCT. Ajekcanap CepreeBuu BIepBble YCTpauBaeTcs Ha pabOTy MO CBOei
cnenuanbHoCcTH. MHCcnekrop otaena kaapos CemenoBa T.H. 3amonHuna TpyaoByHO KHUXKKY B JICHBb
U3aHuA pUKasa o npueme Ha padoty Copokuna A.C.
1.2. Copokun A.C. npopabotan B OOO «Opbuta-M» 1 ron u 3 Mecsina, 3aTeM Hamucanl 3asBiIeHue 00
YBOJIbBHEHUH IO COOCTBEHHOMY eNlaHHIo, Mpuka3 o0 yBojbHeHHMH Bbimen 03 wuions 2021 ropa.
CrenaiiTe COOTBETCTBYIOIIYIO 3aIIUCh B TPYAOBOM KHMKKE paOOTHHKA.
1.3. Ilpu 3anonuenun rpadbl 3 TPYAOBOW KHIDKKK ObUIa JOmyiieHa HeTOYHOCTh, CopoknH A.C. ObLI
NPUHAT B PAaCYETHO-aHAJIMTUYECKUI OTHEN SKOHOMHCTOM TO OyXTajdTEepCKOMY Y4YeTy W aHalIu3y
XO35MCTBEHHOMU JleATebHOCTH. ClienaiTe 3anmuch B TPYAOBOM KHHKKE O TOM, YTO 3aIMCh 32 HOMEPOM 1
HeneiicreutenbHa (03.06.2021).

KoHnTpomnsnslii cpe3 Ned
I'paxxnanka CmupnoBa Mpuna [lerpoBHa ycrpauBaercs Ha padory B OOO «Opbuta-M» B oTnen
MapKeTMHra W cOblTa TPONYKIMH Ha JODKHOCTh HAdalbHMKA OTHENa, C MaKCUMaJbHBIM



UCTIBITATEIbHBIM CPOKOM, Ha OCHOBAaHUH 3asIBJIICHUS O pueMe Ha padoty ot 24 anpens 2021 r., npukasa
Ne 480-1 ot 24 anpens 2021 r., TpynoBoro goroBopa Ne 38 ot 24.04.2021 r. ¢ TapucdHoii craBkoit 40
000 py®.

[IpopaGoTaB B [OKHOCTH HayajdbHUKA OTAeNla JAeBiITh MecsueB, Mpuna IletpoBHa Obuia
nepeBe/icHa Ha JIOJDKHOCTh 3aMeCTHUTENsl aupekrtopa npukazom Ne 76-m ot 11 despans 2016 r. Ha
ocHOBaHMM pacnopspkeHus aupekropa OO0 «Opbura-M» CrenanoBa I[laBna AnekcanapoBuya, ¢
tapudHoii craskoii 60 000 pyo0.

25 ampens 2021 r. Upuna IlerpoBHa mnpenoctaBuiia B OTAEN KaJpOB CBHUICTEIHCTBO O
3akmoyeHnn Opaka I-bC Ne 676847 ot 23.04.2021 r., BeiganHoro otaenom 3AI'Ca CtaBponoiabCKOro
Kpast mo T. IIaTuropcky, cCOrilacCHo KOTOpOMY OHa HW3MEHWIa CBOK0 (ammnuio (HoBas (GamMuiIus
Mensenesa).

Ankera rpaxaanku Cmupnosoii WU.I1.

®.1.0.: Cmupnoa Upuna [lerpoBHa

Hara poxaenus: 13.02.1985 r.

O6pazoBanue: Beiciiee mpodeccuoHaIbHOe

[Ipodeccus: MeHEKED MO IIEPCOHATY

CriennanbHOCTh: yIIpaBiI€HHUE [IEPCOHATIOM

[Tactiopt: cepus 07 08 Homep 768234, Beimannoro Y ®MC CTaBpomnosibCcKOro Kpast

r. ITaruropcka

3apanusn:
1. Hamwmcarte TunOBOE 3asBleHUE O IpuéMe Ha padoTy oT umeHu CmupHoBoit M.I1. B cooTBeTcTBUU C
yCIIOBUEM MPOU3BOICTBEHHOM 3a/1a4u.
CoctaBuTth npukas o npuéme Ha padboty popmsr T-1.
3aBecTH YUCTHIN OJIaHK TPYAOBOI KHUKKH, 3aTIOJTHUTh TUTYJIbHBIN JIUCT.
Buectu 3anucek B TK o npuéme Ha padoty.
CocraButh mnpuka3 o mnepeBojge CMHUPHOBOW Ha JODKHOCTH 3amecturenis nupekropa OO0

a bk own

«Opbuta-M».

o

Buectu 3anucek B TK o nepesoge.
Buectu 3anuck B TK 00 usmMenenuu ¢paMuinu.

~

1. Kpurepuu oneHMBaHMA:

Onenka «5» (OTJMYHO) BBICTABJISIETCS B CIy4yae MOJHOTO BHIIOJHEHUS KOHTPOJIBHOM paboThl,
OTCYTCTBHSI OIIMOOK, TPAMOTHOT'O TEKCTA, TOYHOCTH (DOPMYITHPOBOK U T.1.;

Onenka «4» (XOpoIlIo) BBICTABISETCS B Clydae TIOJIHOTO BBITIOJIHEHHS BCEro oObeMa
KOHTPOJIBHON pabOThI IIPH HAIMYUU HECYIIECTBEHHBIX OLUIMOOK, HE MOBJIMSBIIUX Ha OOIIMN pe3ynbTar
paloThI U T.1.;

Onenka «3» (yA0OBJIETBOPUTENbHO) BBICTABIAETCS B CIydyae HEAOCTATOYHO IIOJHOTO
BBITIOJIHEHUSI BCEX pa3/eioB KOHTPOJIbHOW paboThl, MpU HAIMYMK OIIMOOK, KOTOpBIE HE OKa3allu
CYIIECTBEHHOTO BIHUSHHUS Ha OKOHYATENbHBIM pe3ynbTaT, NP OUYEHb OrPAHUYCHHOM O0beMe
HCIIOJIB3YEMBIX ITOHATUN U T.1.;

Ouenka «2» (HeyaOBJIETBOPHMTEJNbHO) BBICTABISIETCS B  Clly4ae, €CJIA  JIOMYIIEHbI
MPUHLIMITHATIBHBIE OIIMOKHU, KOHTPOJIbHAS padoTa BHINOJIHEHA KpaliHe HEOPEKHO U T.1.



3AJIAHMS JIIS KEVIC-3ATAY
110 JUCIIUITIIMHEC HpaBOBOC U OOKYMCHTAIIMOHHOC 06ecnequI/Ie YIpaBJICHUA

Tema 6. PacniopsiiuresibHbIe JOKYMEeHTbI. BUIbl, HAa3HAUeHHe, IPaBUJIa 0()OPMIIEHUS.

SaganueNel:

CoctaBpTe TMpUKa3 IO OTKPHITOMY akKlIHOHEpHOMY oOmecTBy «HoBocuOupckuii 3aBoj
XMUMKOHIICHTPATOB» 00 yTBEP)KACHUM HWHCTPYKUMH 1O JAEJONPOM3BOJICTBY Ha 3aBoje. B
KOHCTaTUPYIOIIEH YacTH YKaXUTE, 4YTO B COOTBETCTBUM C TUIOBOW HMHCTPYKUHEH 1O
JeTOTIPOM3BOACTBY B MHUHHUCTEPCTBaX, BenoMmcTBax Poccuiickoir ¢denepanym, yTBEepKIeHHON
pacnopsbkenuem [IpaButensctBa Poccwmiickoii denepanuu ot 24.06.1992 Ne 1118-p, u ¢ TOCT P
7.0.97-2016 xanuemnsipueil 3aBoja pazpaboTaHbl MOPSAIOK MPOXOXKIAECHUS JTOKYMEHTOB U CTaHIApThl HA
OpraHU3alMOHHO-PACIIOPAAUTENBHYIO JOKYMEHTAlMK. B pacnopsautensHOM 4YacTH  yTBEpAUTE
MHCTPYKLHUIO U TOPYYHTE 3aBEAylolleld KaHUespueld o0ecneuyuTh METOJAMYECKOe PYKOBOICTBO
OpraHu3alfeil JAeJoNpOU3BOJICTBA Ha MPEANPUSATHU U YCTAHOBUTH KOHTPOJb 3a COOJIIOJIEHUEM
TpeOOBaHU MHCTPYKIIMH, OCTAIbHBIE PEKBU3UTHI YKAKUTE CAMOCTOSTEIBHO.

3aganneNe2:

1. KakoBbI OCHOBHBIE (DYHKITUH PaCTIOPSIUTEIBHBIX JOKYMEHTOB?

2. Hepe‘-II/ICJII/ITC CTaauu IMOoATrOTOBKHA paCHOpSIIII/ITeJII)HBIX IIOKYMGHTOB.

3. Ilpuka3s. [lonsTue u BUIBI IPUKA30B. 3HAYEHHUE, CTPYKTYpa U COAEpKaHUE MPUKa3a 1o
OCHOBHOM JI€ATENHHOCTH.

Tema 11. TpynoBasi kHu:kka. Benenue TpyaoBbix KHUKeK. OCHOBHBIE 3alIUCH B TPYAOBOi
KHUKKe pa00THUKA.

3ananne:

OdopMUTH TUTYIBHBIN JTUCT TPYAOBON KHUKKU B COOTBETCTBUH C 3aKOHOAATEIHCTBOM.

3anonnume mpyoosy1o KHUMICKY ¢ y4emom ecex mpebosanuti 3aKk0H00amenbCmed.
1. Copoxun Agexcanap CepreeBuu (05.08.1977 r. poxnaenusi) yctpowmics Ha pabory B OOO
«ITapyc» sKOHOMHUCTOM B pacueTHo-aHamuTHUecKuil otaen. [Ipuka3 o npueme Ha padoty Ne30-k ot 03
maprta 2016 roga. Copokun A.C. uMeeT TUIUIOM O BbICIIEM MPO(ECCHOHAIBHOM O00pa30BaHHUU 110
CHEeLMAIBbHOCTH 3KOHOMHUCT. Anekcanap CepreeBud BIEpBble yCTpauBaeTcss Ha pabOTy MO CBOeH
cnenuanbHocTH. MHcnekrop otaena kanpoB CemenoBa T.H. 3amonHuna TpynoByrO KHHXKKY B JIEHb
W31aHus Tpukasa o nmpueme Ha padoty Copokuna A.C.
2. Copokun A.C. npopaboran B OOO «llapyc» 1 rog m 3 Mecsua, 3areM Hamucail 3asBieHHE 00
YBOJIbHEHUHU IO COOCTBEHHOMY €JIaHWI0, Ipuka3z o0 yBoinbHeHuu Bbimien 03 wuroHs 2017 ropa.
Coenaiime coomeemcmayowyio 3anucs 6 mpy0o8ou KHUMCKe pabomHuKa.
3. Ilpu 3anonHeHuu rpadsl 3 TpyaoBOM KHIKKM Obuta gomyiieHa HeTouHocTh, CopokuH A.C. ObLI
IOPUHAT B PacUyETHO-aHAUTHUYECKUI OTAEd SKOHOMHUCTOM IO OyXrajJTepCcKOMY Yy4YeTy M aHalu3y

XO3HCTBEHHOM JeaTenbHOCTH. Coenatime 3anuct 8 mpyoo8ou KHUMCKE 0 MOM, YMO 3aNUCh 3d HOMEPOM
1 neoeiicmeumensua (03.06.2021).

Kpurepun ouenuBanus:

Omnenka "oramuyno" Keiic pemieH mpaBWIbHO, JAHO pPa3BEpHYTOE MOSICHEHHE M OOOCHOBaHHE
caenaHHoro 3akitoueHusi. CTyAEHT JAEMOHCTPUPYET METOAOJIOTMYECKME U TEOPETUYECKHE 3HAHUA,
CBOOOJHO BIIaZieeT HayuyHOW TepmuHosorueil. Ilpum pa3bope mnpeanoKeHHOH CUTyallud TMPOSIBIISET
TBOpYECKHE CIOCOOHOCTH, 3HAHWE JONOJHMUTEIBHOM JHUTEparyphl. JleMOHCTpUpYeT Xopoliue



AQHAJIMTUYECKUE CIOCOOHOCTH, CIOCOOCH TpU OOOCHOBAaHHHM CBOETO MHEHHUST CBOOOTHO TPOBOIUTH
aHAJIOTUU MEXYy TeMaMHU Kypca.

Onenka "xopomo" Keiic perieH mnpaBWIbHO, AaHO MOSICHEHHWE W OOOCHOBAHHWE CJEIaHHOTO
3akmoueHuss. CTyIeHT JEMOHCTPUPYET METOJOJIOTHYECKHE W TEOPETHYECKHE 3HaHUs, CBOOOIHO
BJIQJICET HAyYHON TEPMHHOJOTHEH. [[eMOHCTpHUpYyeT XOpolue aHATMTHYECKHUE CIOCOOHOCTH, OTHAKO
JOMYCKAaeT HEKOTOPbIE HETOYHOCTH MPU ONEPUPOBAHUU HAYYHOU TEPMUHOJIOTHEH.

Ouenka "ymoBiaerBopurTeabHo' Keiic perieH NpaBWIbHO, TMOSICHEHHE U 0OOCHOBaHME
CIETIAaHHOTO 3aKIIIOYeHUs ObUIO JAHO MPU aKTHBHOW IOMOIIM NpenojaBatens. Mmeer orpaHudeHHbIC
TEOPETUYECKUE 3HAHWs, JOMYCKAeT CYIISCTBEHHbIC OIMMOKH TPU YCTAHOBICHHH JIOTHYECKUX
B3aMMOCBS3€H, TOMYyCKaeT OIIMOKYU MpPU UCIIOIb30BaHUN HAYYHONU TEPMUHOJIOTHH.

Onenka "HeyaoBJieTBopuTeabHO" Kelic peleH HempaBWIbHO, OOCYXIEHHE U IOMOIIb
npernojaBaTesis HE NpPUBENU K MPaBWIbHOMY 3akiroueHuto. OOHapyKHWBaeT HECHOCOOHOCTh K
MMOCTPOCHUIO CaMOCTOSITENIbHBIX 3akitoueHuid. MmeeT crnabbie TeopeTHyecKkre 3HAHUS, HE UCIOJIb3YET
Hay4HYIO TEPMUHOJIOTHIO.
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