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KoMmuiekT 3a1aHuil 1JIs1 KOHTPOJIbHOH padoThI
no nucuuiuinHae [IpaBoBoe M TOKyMEHTAIMOHHOE O0ecrieueHre YIpaBIeHus

KonTtponsHas padora

Bo3aukHoBeHNE N Pa3BUTHE OTCUCCTBCHHOI'O JOKYMCHTAIIMOHHOT'O obecreyeHus.

SI3BIK U CTHIIH CITY’)KEOHBIX JJOKYMEHTOB.

Ocob6eHHocTH 0(UIMATIEHO-ICIIOBOTO CTHJIS.

Pa3zpaboTka miana nmpoBeAeHUs TpOoGUIAKTHIECKUX PaboT MO MPOBEICHUIO SKCIIEPTU3bI
YIIPaBIIEHYECKUX TOKYMEHTOB.

ObecnieueHre COXPaHHOCTH IOKYMEHTOB B JICKTPOHHOU (popme.

PazpaboTka mana mpoBeneHIsI MEPOTIPUSATHI 10 yIyUIICHUIO KaueCcTBa apXUBHOTO XpaHECHHUS
YIIPaBJICHYECKOH IOKYMEHTAIINH.
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KonTposnbhblii cpe3 Nel
3apanne 1. OdopMuTEe PEKBU3UT «aapecaT:
a) (pJ1aroBbIM CIOCOOOM:
1. MunuctepcTBO 1o Hasloram u coopam Hauanehuk otaena niaanupoBanus Kpacxos B. U.
2. Qupextop 000 «Opbura-cepsuc» Cokonos B. @. 125789, r. CmoneHck, y 1. LlentpanbHas, 28.
3. Uyrynosa T.J., 123456, Mocksa, yi. ABTo3aBojcKas, A. 23, kB. 12;
0) HEHTPUPOBAHHBIM CIIOCOOOM:
4. BopoHexckuil rocynapcTBeHHbI yHuBepcuTeT DakyabTeT KYpPHAIMCTHKM 3aB. Kadeapoi
npodeccop Bazemckuii B. B.
5. JloxymeHT Hampasisiercsa B 1Ba azapeca: 1) AO «benslit Betep» ['enepanbubiii qupexkrop XKykos M.
W.; 2) npubopocTpouTenbHblil 3aBo «nekTpon» Otaen mapketunra Cr. meremkep JI. 3. Coxososa.
3apanme 2. Opopmure rpud yrBepKIeHHUS:
a) ¢1aroBbIM criocodom:
1. YrBepxnato Jupexrop 000 «Jlakmun» B. A. Tumodees «15» mapta 2010 rona.
2. Y1BepxeHo IIporokon 3acenanus CoBeta qupextopoB N212 ot 23 mapta 2010 rona.
0) HEHTPUMPOBAHHBIM CIIOCOOOM:
3. YTBepxkaeHo Pemenue obmero coopanus akunonepoB N207 ot 12 mas 2010 roga.
4. JIoKyMEHT yTBEpKJIEH ABYMS JOJKHOCTHBIMU JIMLIAMH:
1) VrBepxnato Jupexkrop AO «IIpoton» I'. U. bopucos «12» ampens 2010 roga.
2) Yreepxknato Hupexkrop AO «Ksant» B.W. Jlonros «13» anpens 2010 rona.



3aganue 3. Odopmure Ha3BaHWE BHUAA JOKYMEHTa M 3aroJIOBOK K TEKCTY 3TOrO JIOKYMEHTa
LEHTPUPOBAHHBIM U ()JIarOBBIM crioco0amu, ymoTpeOuB HYKHBIHN MMaaex:

a) MpHUKa3 O BBEJACHUHN MHCTPYKIIMU MO TPOTHBOMOXKAPHOU OE30MIaCHOCTH;

0) IPOTOKOJI O 3aCelaHNH COBETA MO MPOPHUIAKTUKE MPABOHAPYIICHHIA;

B) CIIPaBKa O COCTOSIHUM YCIIEBAEMOCTH B YUeOHOH rpyrrie;

T') aKT 00 MHBEHTAPU3AIH HATWYHS JICHEKHBIX CPECTB.

3ananue 4. OpopMuTe OTMETKY O HATUIUU TTPHIIOKCHHS:

1. [Ipunoxxenue. Ha 2 1. B 4 3k3.

2. [Mpunoxenune. ['ocymapcTBeHHAs cUCTEMa TIOKyMEHTAIIMOHHOTO 00eCIieueH s YIPaBICHuUs, 3 IK3.

3. Ilpunoxxenue

1. IInan pacnpenenenus odyyarouxcs 1no o0beKTam Ha 3 JI. B 2 9K3.

2. Otyer o pacnpeielIeHuy 1o 00bEKTaM Ha BpeMsl POU3BOICTBEHHOM MPAaKTUKH, B 2 9K3. Ha 3 1.
3apanme 5. OhopMuTE PEKBUBHUT IOAMKUCHY. JIOKYMEHT MOIMTUCHIBALT:

1. Inpekrop Jlenmapramenrta BHeIIHUX cBA3ed P.A. EpoxuHa.

2. HauanpHUK clIeICTBEHHOIO OT/ENA, MTOJKOBHUK roctuinu B.B. Mnbun.

3. Hupexrop B. E. CemenoB u HauanbHUK puHaHCcOBOTO yrpasieHus . 3. Kopones 3A0 «Daken».

4. Komuccus B cocrase: npeaceaarens komuccuu [Tonomapesa B.JI., wiensl komuccuu Ilotamnos P.T.,
Csupugaos P.B.

5. JIBa pyKOBOAMTENSI paBHO3HAYHBIX NOJDKHOCTEH: HauanpHUK AenapTameHTa WH(OpMAaLUU U MeyaTu
MU/a Poccun P.H. CremanoB wu [lupekrop nenmaprameHTa TO CBS3SIM C OOIIECTBEHHOCTHIO
Muno6pa3zoBanus Poccun JI.LE. HoBuukos.

3apanue 6. OdopmuTte rpud CoraacoBaHUs:

a) (J1aroBbIM CIOCOO0OM:

1. CornacoBano {upekrop BO «lIpoaunTopr» K. A IlepszeB «10» anpens 2010 rona.

2. CormacoBano Ilporokonm N!! O6 ot 23 mapra 2010 roma 3acemaHusi ITUKIOBOW METOIUYECKOMN
KOMHUCCHUH;

0) HEHTPUPOBAHHBLIM CIIOCOOOM:

3. CornacoBano Jlupekrop bankosckoro kosuiemka N2 45 M. A MoxoB «12» anpens 2010 rona.

4. CornmacoBano Pemenue coOpanus TpyaoBoro kosuiektuBa ot 14 anpens 2010 roxa.

KonTposnbhblii cpe3 Ne2
1. CocraBbTe cnpaBKy O pa3mepe 3apaOOTHOH IIaThl pabOTHUKA OTAeNia cObITa TOTOBOW MPOAYKIIUU
[1O «I'panT» 1715 mpenocTaBiieHUs B I€TCKUM ca. OcTajabHbIE JAHHBIE YKAXKUTE CAMOCTOSITENBHO.
2. CoctaBbTe cnpaBky o ctaxe paboTsl skoHOMHCTa OOO «ATHaHT» IS MPEIOCTABICHUS B APYroe
MecTo paboThl M0 MPUYHMHE yX0J1a co cTaporo. OCcTanbHbIe JaHHBIE YKAKUTE CAMOCTOSTENBHO.
3. CocraBbte cupaBky u3 XKOCa Ne 97 [lepBomaiickoro paifoHa r. MUHCKa 0 cOCTaBe CEMbU MOJIOJIOTO
CHelHanucTa Aj1s IpeJoCTaBIeHHs 10 MecTy paboThl. OcTanbHbIE JAHHBIE YKAKUTE CAMOCTOSATEIBHO.
4. CoctaBbTe MpHUKa3 O MpHEMe Ha JOJDKHOCTh riaBHOro Oyxrantepa OAO «bencoros» ¢ okiaaoM
corJlacHO mTatHoMy pacnucanuto MBanosoit JI. K. OcranbHble JaHHBIE YKQXKUTE CAMOCTOSTENBHO.
5. CocraBbre mnpuka3 o0 yBoibHeHuu Komans B. H., umxkenepa 10 «JlrogMuna», B cBA3M ¢
cokpainieHueM mrara. OcraabHble CBEACHUS AOMOJIHUTh CAMOCTOATEIBHO.
6. CocraBuTh mpuka3z o nepeBojie MHxeHepa MBanoBa A. Il. Ha AOKHOCTH TJIABHOTO HMH)KEHEpA.
OcranbHble CBEACHUS JOMOIHUTH CAMOCTOSITENBHO.

KonTtponsnslii cpe3 Ne3
3arnoyHUTE TPYIOBYIO KHUXKKY C YIETOM BCeX TpeOOBaHMI 3aKOHOAATEIIbCTRA.



1.1. Copoxkun Auexcanap CepreeBuu (05.08.1977 r. poxaenusi) yctpowics Ha padoty B OOO
«Opbura-M» SKOHOMHUCTOM B pacueTHO-aHaTUTHUeCKUi oTnen. [Ipuka3 o mpueme Ha padoty Ne30-k oT
03 mapra 2016 rona. Copokun A.C. UMeeT JUIJIOM O BBICIIEM MPO(GECCHOHATHLHOM 00pa30BaHHUH I10
CMEUANTBHOCTH 3KOHOMHUCT. Anekcannp CepreeBud BIEpBbIE YCTpauMBaeTcs Ha pabOTy MO CBOEH
cneuuanbHocTd. MHCekTop oTnena kanpoB CemenoBa T.H. 3amonHuMna TpyJoOBYIO KHUXKKY B JI€HB
W31aHus prKasa o mpueme Ha paboty Copokuna A.C.

1.2. Copokun A.C. npopabotan B OO0 «Opbura-M» 1 roa u 3 mecsiua, 3aTeM Hanucai 3asBieHue o0
YBOJBHEHHH TI0 COOCTBEHHOMY JKEJIaHUWIO, MpuKa3 00 yBospHeHMH Bbimien 03 wurons 2017 ropa.
CrenaiiTe COOTBETCTBYIOIIYIO 3aMUCh B TPYAOBOI KHIKKE pPaOOTHHKA.

1.3. Ilpu 3anonHennu rpadsl 3 TPYJOBOM KHIDKKM Oblia JomymieHa HeTo4HOCTh, CopoxuH A.C. ObuI
IOPUHAT B PACYETHO-aHAIMTHUECKHH OTAENT SKOHOMHUCTOM IO OyXTaJTepCKOMY YYeTy W aHaIU3y
X035UCTBEHHOM eaTenbHOoCTH. ClenaiTe 3amich B TPYIOBOM KHUKKE O TOM, YTO 3aIKHCh 32 HOMEpPOM |
HenecreurensHa (03.06.2017).

KonTtponsnslii cpe3 Ned

I'paxxmanka CmupraoBa Mpuna [lerpoBHa yctpanBaercst Ha paboty B OOO «Opbura-M» B oTnen
MapKeTMHTa ¥ CcObITa TPOAYKIMM Ha JOJDKHOCTh HadaJlbHUKAa OTHENa, C MaKCHMaTIbHBIM
HCIIBITATEIFHBIM CPOKOM, HA OCHOBAHUH 3asBJICHUS O TIpreMe Ha paboTty ot 24 anpens 2015 r., mpukasa
Ne 480-1 ot 24 anpens 2015 r., TpymoBoro mgoroBopa Ne 38 ot 24.04.2015 r. ¢ Tapudnoii craBkoit 40
000 py®.

[IpopaGoTaB B JOKHOCTH HadajdbHUKA OTAENa JeBATh MecsieB, Hpuna IlerpoBHa Obuta
nepeBe/ieHa Ha JOJDKHOCTh 3aMECTHTENs AupekTopa npukazom Ne 76-m ot 11 depans 2016 . Ha
ocHoBaHuHU pacrnopspkeHus aupekropa OO0 «Opoburta-M» CrenanoBa IlaBna AnekcannpoBudya, ¢
tapudHuoii craBkoit 60 000 pyoO.

25 ampena 2016 r. Hpuna IlerpoBHa mnpemoctaBwia B OTAEN KaApOB CBHUIETEIBCTBO O
3axmoueHun Opaka |-bC Ne 676847 ot 23.04.2016 1., BeiganHoro otaenom 3AI'Ca CtaBpomosibCKOro
kpas mo T. IlaTturopcky, corjacHO KOTOpOMY OHa HM3MEHMWIa CBOKO (amunuio (HoBas Qamuius
Mengenesa).

Ankera rpaxaanku Cmupuosoii WU.I1.

®.1.0.: CmupnoBa Upuna IletpoBHa

Hara poxaenus: 13.02.1985 r.

O6pazoBanue: Boiciee IpodeccHoHaIbHOe

[Ipodeccus: MeHemKep MO MepcoHaILy

CriennanbHOCTB: yIIPaBJICHHUE IEPCOHATIOM

[Tacnopt: cepust 07 08 Homep 768234, BpinanHoro Y ®MC CTtaBponoasCKoro Kpas

r. [IsTuropcka

3apanus:
1.  Hanwucarp TUMoOBOE 3asBieHHE 0 puéme Ha paboTy oT umenn CmupHoBoii N.I1. B cooTBeTcTBHM C
YCIIOBHEM IIPOU3BOJICTBEHHOMW 3a/1auyHu.
CocrtaBuTh npuka3s o npuéme Ha padboty dopmsl T-1.
3aBeCTH YUCTHIN OJIAHK TPYAOBON KHUKKH, 3aTIOTHUTH TUTYIBHBIN JIUCT.
Buectu 3anucek B TK o nmpuéme Ha pabory.

ok wnN

CocraButh mpuka3 o mnepeBojge CMUPHOBOM Ha MOJDKHOCTH 3aMmecturens aupekropa OOO
«Opbuta-Mp».

Buectu 3anuce B TK o nepesoze.

7. Buecru 3anuch B TK 00 u3menenun pamunuu.

o



1. Kpurtepuu oneHMBaHHA:

Onenka «5» (OTJIMYHO) BBICTABISICTCS B CIIydae IOJHOTO BBITIOJHEHUS KOHTPOJIBHOW PabOTHI,
OTCYTCTBHSI OIIMOOK, TPAMOTHOT'O TEKCTa, TOYHOCTH (POPMYIMPOBOK H T.1I.;

Ouenka «4» (XOpomo) BBICTABIACTCS B ClIydyae IIOJIHOTO BBIIIOJIHEHUS BCEro oObeMa
KOHTPOJILHON pabOTHI MPH HAJIMYUK HECYIIECTBEHHBIX OIIMOOK, HE MOBIMABLIMX HA OOLIUI pe3yibTaT
paboTHI U T.J.;

Onenka «3» (yIOBJIeTBOPUTEIbHO) BBICTABISETCS B CIydae HEJOCTATOYHO IOJHOIO
BBINIOJIHEHUSI BCEX DA3/€JIOB KOHTPOJIbHOW pabOThl, NMpPU HAJIMYUU OIMIMOOK, KOTOpbIE HE OKa3aiu
CYIIECTBEHHOTO BIIMSHHS HAa OKOHYATENBHBIA pE3yabTaT, IMPH OYEHb OrPaHUYEHHOM O0O0BeMe
HCI0JIb3YEMbIX TOHSTUN U T.[I.;

Onenka «2» (HeylOBJIETBOPHMTE/IbLHO) BBICTABISETCS B  Cllydae, €CIM  JIOMYLICHBI
MPUHIUIHATIbHBIE OIIMOKHU, KOHTPOJIbHAS paboTa BHINOJIHEHA KpaliHe HEOPEXKHO U T. 1.

CocraBurenb H.I". lonckas
(noamnuce)

« » 2021 r.
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3AJAHUA )11 KEMC-3AJTAY
no qucuuruinHe [IpaBoBoe 1 JOKyMEHTAIIMOHHOE 00eCTIeYeHNE YIPaBICHUS

Tema 6. PacnopsiautesibHble JOKYMEeHThI. Buabl, Ha3HaYeHHe, NpaBuIa opopMIiIeHHS.

3ananueNel:

CocraBpTe TMpuUKa3 MO OTKPHITOMY akUMOHepHOMY oOmectBy «HoBocuOupckuiti 3aBoj
XMUMKOHIIGHTPATOB» 00 yTBEpXACHUM MHCTPYKLUHMHM 1O JEJIONPOM3BOJACTBY Ha 3aBoje. B
KOHCTAaTUPYIOIIEH YacTH YKaXWUTE, YTO B COOTBETCTBUM C THUIIOBOM HHCTPYKIHMEH MO
JIEJIOTIPOU3BOJICTBY B MHHHCTEPCTBaX, BeaoMcTBax Poccuiickoir (denepamnuu, yTBEp)KICHHOU
pacniopsbkenrem I[lpaButensctBa Poccuiickoii denepammu ot 24.06.1992 Ne 1118-p, u ¢ T'OCT P
7.0.97-2016 kannenspuel 3aBojaa pa3paboTaHbl TMOPSAIOK MPOXOKIACHHS JOKYMEHTOB M CTaHAApTHI Ha
OpraHU3aI[MOHHO-PACTIOPSAIUTENFHYI0 JOKyMEHTaluo. B pacnopsautenbHOW dYacTh  yTBEpAMTE
UHCTPYKLHMIO U TOPYYHUTE 3aBeylolleld KaHUelspueld o00ecneyuTbh METOAMYECKOe PYKOBOICTBO
OpraHu3aiueil AeNonpou3BOJCTBA Ha MPEANPUATHU U YCTAHOBUTH KOHTPOJb 3a COONIOIEHUEM
TpeOOBaHUN MHCTPYKIIMH, OCTAIbHBIE PEKBU3HUTHI YKAKUTE CAMOCTOSITENILHO.

3amanmeNe2:

1. KaxoBbl ocHOBHbIE (DYHKIIMH PACTIOPSAUTEIbHBIX TOKYMEHTOB?

2. llepeuncnute cTaguu MOATOTOBKU PACIOPAIUTENBHBIX JOKYMEHTOB.

3. Ilpuka3s. [lonatue u BUABI IPUKa30B. 3HAYCHHE, CTPYKTYpa U COJIEp>KaHue TprKasa 1o
OCHOBHOH JI€SITEIHbHOCTH.

Tema 11. TpynoBas kHuKKka. Benenne TpynoBbix kHuKeK. OCHOBHBIE 3aIIUCH B TPYA0OBOH
KHHUKKe pa00THHKA.

3aganue:

OdopMUTH TUTYIBHBIN JIUCT TPYAOBON KHMKKH B COOTBETCTBHHU C 3aKOHO1ATEIILCTBOM.

3anonnume mpy0o8yro KHUICKY ¢ yuemom ecex mpebosanuli 3aKono0amenbcmad.
1. Copoxkun Auexcanap CepreeBuu (05.08.1977 r. poxnaenus) yctpowscs Ha pabory B OOO
«ITapyc» skoHOMHCTOM B pacdeTHo-aHanuTHueckuit otneln. [Ipuka3 o mpueme Ha padoty Ne30-k ot 03
mapta 2016 roga. Copokun A.C. UMEET IUIUIOM O BBHICIIEM NpOGECCHOHATBLHOM OOpa30BaHUU TIO
CMELUANIBbHOCTH 3KOHOMHUCT. Anekcanap CepreeBud BIIEpBBIE yCTpauBaeTcss Ha padoTy 1O CBoOei
cneuuanbHocTd. MHCcnekrop oTnena kaapoB CemeHoBa T.H. 3amonHuna TpynoBYIO KHIKKY B J€Hb
W3aHKA MIpHUKa3a o npueMe Ha paboty Copokuna A.C.



2. Copokun A.C. mpopaboran B OOO «Ilapyc» 1 rox m 3 mecsma, 3aTeM Hamucall 3asBJIEHHE 00
YBOJIBHEHHUU IO COOCTBEHHOMY JKeNlaHWI0, Ipuka3 o0 yBoibHeHuu Bbimen 03 wurons 2017 rona.
Coenatime coomeemcmayouyio 3aniucs 8 mpyoo8ol KHUNCKe PAOOMHUKA.

3. Ilpu 3anonHeHuu rpadsl 3 TpyaOBON KHWKKM Obuta AomyiieHa HeTo4HOCTb, CopoxuH A.C. ObL1
IPUHAT B PACYETHO-aHAIUTHUECKUH OTAENT SKOHOMHUCTOM IO OyXraaTepCKOMY Y4eTy M aHaIHu3y
X035UCTBEHHOM JiesiTebHOCTH. Coenatime 3anuct 6 mpyoo8ou KHUMCKe 0 MOM, 4Mo 3anucb 3a HOMepPoM
1 neoeticmeumenvna (03.06.2017).

Kpurepun onenuBanus:

Onenka "oramuyno" Keiic pemieH mpaBWiIbHO, JTaHO pa3BEpPHYTOE MOSICHEHME W OOOCHOBaHUE
clleNnaHHOro 3akiatodeHus. CTyIeHT AEMOHCTPUPYET METOJOJOIMYECKHE U TEOPETUYECKHE 3HAHHA,
CBOOOJHO BiajeeT HayyHOW TepmuHojorueil. Ilpu pa3bope MpennoKeHHOW CHUTyallMH MPOSIBISET
TBOpPUECKHE CIIOCOOHOCTH, 3HAaHUE JONOJIHUTENIbHON JuTepaTypbl. J[eMOHCTpUPYET XOpOIIHe
AQHAJIMTUYECKHE CIOCOOHOCTH, CHOCOOEH NpU OOOCHOBAaHMM CBOET0O MHEHHS CBOOOJHO MPOBOJUTH
AHAJIOTUH MCXKIY TEMaMH Kypca.

Onenka "xopomo"” Keiic pemieH mpaBWIbHO, JaHO TMOSICHEHHE W OOOCHOBAaHWE CICIIAHHOTO
3akmoueHusi. CTyleHT JAEMOHCTPUPYET METOJOJIOTUYECKHE M TEOPETUYECKHUE 3HaHHUsS, CBOOOJHO
BJIaJiceT HAy4YHOW TepMHUHOJOTHEH. JleMOHCTpHUpyeT XOpouIue aHaJTUTHYECKHE CIOCOOHOCTH, OIHAKO
JOIIYCKaeT HEKOTOPbIE HETOYHOCTH IIPU ONEPUPOBAHUH HAYYHON TEPMUHOJIOTHEN.

Onenka "ymomaerBopuTedabHo' Keiic perieH TpaBWIbHO, TOSICHEHHE U 0OOCHOBaHHE
CHICIAaHHOTO 3aKIFOYEHHUsI OBLJIO JTAaHO MPH aKTHBHOW MOMOIIM IperojaaBatelsi. ViMeer orpaHnueHHbIE
TEOPETHUYECKUE 3HAHMSA, JONYCKAeT CYIIECTBEHHBIC OIMMOKH TPH YCTAHOBJIICHUH JIOTUYECKUX
B3aMMOCBSI3€H, JOMyCKaeT ONIMOKU TPU MCIIOJIb30BAaHUH HAYIHOU TEPMUHOJIOTHH.

Onenka "HeynoBJIeTBOPUTEIbHO" Keiic pemieH HenmpaBWIBHO, OOCYKIECHHE W IOMOIIb
IpernojaBaTesis He MpHUBEIM K MpaBWIbHOMY 3akitodeHuio. OOHapyKHBaeT HECIOCOOHOCTh K
MIOCTPOCHHUIO CAaMOCTOSITENIbHBIX 3aKitoueHuil. Mimeer crnabble TeopeTndyeckre 3HAHUS, HE HCIOIb3yeT
HayYHYIO TEPMUHOJIOTHUIO.

CocraBurenb H.I'. [lonckas
(moamuce)

« » 2021 r.
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