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IHOACHUTEJIBHAS 3AIINCKA

BBEJIEHUE

Y4eOHBIM MIaHOM MPEAYCMOTPEHA KOHTPOJIbHAS paOOTHI AJISl CTYIEHTOB 320YHOTO OTACICHHS IO
aucuuIuinHe «JlokyMeHTanmoHHoe oOecnieueHue ynpaieHUs». KoHTposbHas paboTa BBINOJHSETCA
CTYJIEHTaMH CaMOCTOSTEIbHO BO BHEAYJUTOPHOE BPEMSI, B MEKCECCUOHHBIN MTEPHO/.

Llenbto BBINOJIHEHMSI KOHTPOJIBHOW paboThl sABJIsIETCs Oosiee TIyOOKOe M3ydEeHUE OIpPEeeSICHHbIX
pa3fenoB Kypca, 3aKpelyieHHe MPAaKTUYEeCKUX YMEHUH M HABBIKOB NPU O(GOPMIICHHH JOKYMEHTOB
pa3IMYHBIX CUCTEM JOKYMEHTAIMU U NPaBWJI OPraHU3aK pabOThl ¢ HUMH.

KonrponbsHast pabora BKIIOYaeT TPH 3aJaHus, U3 KOTOPHIX [BAa TEOPETUYECKHX BONPOCA M OJTHO
NPaKTUYECKOE 3a/laHueE.

3amaHue K KOHTPOJIbHOM paboTe coctaBieHo B 10 BapuanTax. CTyJEHT JOJDKEH BBIIOIHUTE PaboOTy

110 BapUaHTY, HOMEP KOTOPOT0 COOTBETCTBYET MEPBOM OyKBE (PaMUIIHH.

Bapuant 1 2 3 4 5 6 7 8 9 10
[TepBas Al b, M, B, H, I, O, J, 11, E,P,D9 |’K, C,3,T.d HV,X K, ®
OykBa 1 9 m 11 10
bamuu
TpeGoBaHus K BHINOJTHEHHI) KOHTPOJIbHOH PadoThI:
1. PaGora momkHa OBITh BBITIOJIHEHA HA KOMITBIOTEPE.
2. O06bem paboThl JOJKEH COCTAaBIAThH 15-20 cTpaHUI] MAITMHOIMCHOTO TEKCTA.

3. Pabora nomKHa cofepKaTh:
- TUTYJIbHBIH JIKCT;
- coZlepIKaHMue;
- BOIIPOCHI;
- CIIMCOK HCHOJIb30BAHHONW UCTOYHUKOB,;
- IpUJIOKEHHUSI (IT0 MEpe HEOOXOAUMOCTH).

«CopepxxaHue», 3arojoBKH BOIPOCOB, «CHHMCOK HCHOJb30BAHHBIX HCTOYHUKOBY» HAYMHAIOTCS C
HOBOM CTpaHMIIBI U HAOUPAIOTCS C MPOMUCHONW OYKBbI )KUPHBIM LIPUPTOM. TOoUka B KOHIIE 3ar0JIOBKa HE
ctaBuTcs. Takke He AOMyCKaeTcsl MOIYepKUBAaHUE U IEPEHOCHI B CIIOBAX.

4. CrpaHuubl JOJDKHBI OBITH IPOHYMEpOBaHbl. Homep mpocTaBisieTcst B HIDKHEH YacTH JIUCTA 110

LEHTPY.

5. TuryneHBIN IUCT pabOTHI BKIIOYACTCS B OOIIYI0 HyMEpAIMIO, HO HOMEp Ha HEM HE CTaBUTCS.

6. TpebGoBanus kK oPOpMIICHUIO TEKCTa paOOTHI:

Texct nabupaercs B MicrosoftWord, pabora odopmisiercss Ha OIHOW CTOPOHE CTAaHAAPTHOTO
mucta (opmata A4, texcr odopmisercs mpudrom TimesNewRoman, kerns mpudra 14
IIyHKTOB, MEXCTPOYHBII1 HHTEpPBaJ — IOJYTOPHBIH, BEpXHEe U HIkHee nose — 20 My, eBoe — 20
MM, npaBoe — 10 MM.

[Ipy HamucaHUM TEOPETUUYECKHX BOMPOCOB CTYJIEHT MOJKEH MPOJEMOHCTPUPOBATH YMEHUE
MPaBUIBHO, KPAaTKO M YETKO HW3JIaraTb YCBOCHHBINM Marepuai. BpIfenss OCHOBHBIC TOJOXKEHUS, HE
clelyeT BKJIOYaTh MaTepHalibl, HE MMEIOUIMEe HEMOCPEACTBEHHOIO OTHOIIEHHUS K paccMaTpuBaeMoii
TEME.

PaGoTy Hanm KOHTPOJIBHOW paboTol IeJIecoo0pa3HO HavaTh € HW3YYCHHUS PEKOMEHIOBAHHOM
JUTEpPATyphl, a TAKXKE BAKHEUIINX HOPMATHBHBIX aKTOB, MPUMEHSIEMBIX IPH HW3YYCHHH HTaHHOUN
JUCIUTUIAHBI.

[Ipn BHIMOTHEHWM MPAKTUYECKOTO 3amaHus — odopmileHHe JOKYMEHTa — HEoO0XOIUMO
UCIIONIb30BaTh, Kak oOpasel, [JOKYMEHTbl Pa3JIMYHOTO BHJA, MPEJCTABICHHbIE B PEKOMEHAYEMOi
mutepatype u nerctByromuid ['OCT, kacaromuiics 1eI10Iponu3BOACTBA.

SIBNSAACH OpPraHMYECKOW YacThlO Y4YEOHOTO MpOIECCa, BBIMOJHEHUE KOHTPOJBHON pabOThI MO
TUCITUTUIMHE JTal0T BO3MOXKHOCTh CTYJICHTaM OCMBICIUTh M KOHKPETU3UPOBATh CBOM 3HAHUS B 00JIACTH
«10VY», coennHUTh 3HAHUS KOHIIENITYaJIbHOTO XapakTepa ¢ YMEHHEM Pa0OThl C KOHKPETHBIM BUJOM
JIOKYMEHTA.

OreHKa KOHTPOJIBHOM pabOTHl OCYIIECTBIISACTCS MO0 S-0aIbHOM CHCTEME.



OneHky «OTIMYHOY TOYYaeT CTYICHT, BHITOTHUBIINN 1 0(OPMUBIIHI pabOTy B COOTBETCTBHH C
TpeOOBAaHUSMU TEMBI: TEOPETUUECKHUE BOPOCH PACKPBITHI, JOCTATOYHBIA 00bEM, MpaKTUYecKas padora
odopmiieHa O3 3aMEHYaHHM.

OreHKy «XOpOIIIo» MOJIy4aeT CTYJACHT, JOMYyCTHBIIUNA OTHOCUTEILHO HEOOJBIINE OTKIOHEHHUS OT
NpeIbABISEMBbIX TPEOOBAHUM: HEMOJIHO M3JOXKHUBIIMM MaTepuadl TEOPETUYECKHUX BOIPOCOB;
I[OHYCTI/IBH_II/Iﬁ OIHI/I6KI/I IpHu pasMCUICHUH PCKBU3UTOB B MMPAKTUYCCKOM 3aJJaHUU TTPHU YCIIOBUH ITOJIHOT'O
COCTaBa €ro 4yacTei.

OHCHKy «YOOBJICTBOPHUTCIBHO» MOJYy4aCT CTYACHT, I[OHyCTI/IBHlI/Iﬁ 3HAYUTCIIbHBIC OTKIIOHEHUA OT
NpeIbABICHHBIX TPeOOBAaHUI: TEOPETUYECKUE BOIPOCHI PACKPBITHI MOBEPXHOCTHO, HEIOCTATOUHBIM
00BeM, JOMYIIEHB! OIUOKHM MpU 0POPMIICHUN JOKYMEHTA (HETIOJIHBIM COCTaB PEKBU3UTOB, HAPYIICHUS
TpeOOBaHUil, MPEABABIAEMbIX K UX PACIOJIOKEHHUIO U COCTaBHBIM YacTsIM, HEJJOCTaTOYHasi paboTa HaJ
TEKCTOM).

Onenky «HeynoBineTBOpUTENbHO» MOIYyYaeT CTYAEHT, KOHTPOJIbHAs paboTa KOTOPOro abCcoiOTHO
HC COOTBCTCTBYCT MNPCABABISACMBIM Tpe6OBaHI/ISIMI OTBCTBI Ha TCOPCTHUYCCKHUEC BOIIPOCHI HE
COOTBETCTBYIOT TE€Me€, MpaKTH4eckas paboTa BHINOJHEHA C IPyObIMH HapYLICHUSMH HPEIbIBISEMBIX
TpeOOBaHUI K KOHKpETHOMY BUIY MOoKyMeHTa. O0beM paboTel cocTaBisieT MeHee 50 % OT MUHUMAIIBEHO
YCTaHOBJICHHOTO.

KontponbsHast paboTta nomkHa OBITH CllaHAa Ha MPOBEPKY HE MO3JHEe 2 Helelb 10 UTOTOBOTO
9K3aMeHa I0 Kypcy.

CtyaeHT uMeeT IpaBo BHECTH U3MEHEHU (MCTIpaBiIeHus) B pabOTy U 3alIUTUTh €€ Ha SK3aMEHE.

BapuaHTBI KOHTPOJIBHBIX padoT
BAPHUAHT 1

1. Tucema. Mx Bumsl. TpeOGoBanusi, mnpeabsBisieMble K uX odopmieHuto. OcoOeHHOCTH
oopmieHHsT OTAENbHBIX BUJOB nuceM. Vcronabp30BaHne CTaHAAPTHBIX BBIPAXKEHUH B JIEIOBBIX
MUCbMax. DTUKET CIY>KEOHOT0 MUChMa.

2. KoHTpoJib UCTIONTHEHUS TOKYMEHTOB. DOPMBI KOHTPOJISI UCIIOJHEHUSI TOKYMEHTOB. THUIIOBBIE U
UHAVBUAYAJIbHBIE CPOKU KOHTPOJIS NCIIOJHEHUS TOKYMEHTOB.

3. IloxroroBbre M O(OpPMUTE MO YCTAHOBJIECHHBIM IPaBHUJIAaM IPHKa3 O BPEMEHHOM 3aMELICHUU
renepanbHoro aupekropa OAO «TBuct» Ha mepuon ciyke0HON KoMaHaupoBKH ¢ 20 aBrycra
2019 1. mo 7 cents6ps 2019 r. BpemenHoe ucnoiHeHHE 00s3aHHOCTEH BO3JIOKHUTh Ha TJIABHOTO
umkenepa npeanpustusa Yepnosa ILI1. PekBusutsl OnaHka mpukasa JOJDKHBI PacIiofiaraThCst
MIPOJIOJTBHBIM CIIOCOOOM.

BAPUAHT 2
1. Tlonsitue norosopa, cornamienus. Ilopsiok cocTaBieHus U 3aKJII0OYeHUs 10roBOpoB. OCHOBHBIE
pa3zmensl JOTOBOpa. BUABI TOTOBOPOB: KYIUIM-TIPOAAXKH, MEHBI, IOCTaBKH, Ha BO3ME3HOE
OKa3aHWE YCIyr, MOpPYYeHUs, KOMUCCHU W J1pyrue. llopsgok BHeCEHHMS HM3MEHEHUH U
PacTOP>KEHHS TOTOBOPOB.

2. Peructpanusi JOKyMEHTOB pa3INYHBIX CUCTEM JOKyMEHTaluH. Paznuuneie GopMbl peructpanun
nokyMeHTOB. CoOCTaB JOKYMEHTOB, MOJUIeKAIIUX 00s3aTenbHOi peructpanuu. [lepeueHb
JOKYMEHTOB, HEPETUCTPUPYEMBIX Ha MPEANPHATHUIX.

3. HanumuTe 3asBieHHE O MPEIOCTABIEHUU BaM OTIyCKa 0e3 coxpaHeHus 3apa0OTHOM IJIaThl MO
ceMelHbIM o0cTosTenbcTBaM. OCTaJbHBIE PEKBU3UTHI YKaKUTE CAMOCTOSITENIBHO. PEKBU3MTEHI
O7naHKa 3asBJICHUS JOJDKHBI PACHOIAraThCs YTIOBBIM CIIOCOOOM.

BAPHUAHT 3

1. Cucrema pacnopsauTeIbHOM JOKYMEHTALMU IO OCHOBHOW NI€ATEIbHOCTU. DTalbl MOATOTOBKH
pacropsiINTENIbHOTO JoKyMeHTa. llepeuenp mokymeHTOB. TpeOoBaHUsA, TPEABSBISIEMBbIE K
coctaBneHuio u opopmieHuto. OcobeHHoctu Tekcta. [IpaBo nmoanucanus.

2. Crunb U cofepxaHUe CIyXKEOHbIX JOKYMEHTOB B 3aBHCHUMOCTH OT UX BHUJOB. TpebGoBanwus,
MpeabsBIsieMble K TeKCTaM, GopMbl n3noxkeHus. [IpaBuia npuMeHeHHs] COKPAIICHHBIX CJIOB U
CJIOBOCOYETAHUIA.

3. CocraBbTe€ MHCHMO-TIPUTIIALLIEHUE HA MEPOIPUATHE, MTPOBOJMMOE B CBSI3U C IPEICTABICHUEM
HOBBIX 00PAa3IOB MPOIYKIMH, COOIIOAs TIPH STOM JIOTUYECKYIO CXeMY MUChbMa-IPUTIIAIICHUSI.



JIokyMeHT HarpaBbTe 4 ajpecaTaM ¢ YKa3aHHEM ajapeca. B kadecTBe mpuiioKeHUs: HEOOX0IUMO
o(opMuUTh porpaMmy IPOBOJUMBIX MEPOTPUATHA.

BAPUAHT 4
JlokymeHTanus 1o JM4HOMYy cocTaBy. [lepedeHp JOKyMEHTOB, OTHOCAIIMXCS K JAHHOW CUCTEME
JOKyMeHTaluu. TpeOoBaHUs, MpeabsBisieMble K O(GOPMIICHHIO, COCTaBICHHIO M paboTe C
JAHHBIMU BHJAaMU JOKyMEHTOB. Cpoku XpaHeHus. THUIIOBbIE KaJIpOBbIE JIOKYMEHTHI.
KoMIuiekToBaHHue JTMYHOTO Jena.
Cucrema 3aiuThl IeHHON HHGOpMalMU U KOHPHUACHINATbHBIX TOKyMEHTOB. CpeIcTBa 3allUThI
uHpOpMaLnH, IPUMEHsIEMBbIE Ha MPEIIPUATHIX.
CocraBpre pacnopsikenue AO «Boctopr» o moaroroBke rpaduka OTHYCKOB, B KOTOPOM
OUPEKTOp MpeAsaracT pPyKOBOAMTEISM OTHEJIOB IIPEJICTaBUTh B OTHEN KaJApOB CIHUCKU
COTPYAHUKOB C YKa3aHUEM IpEANoaracMoil JaTel OTIIyCKa B TEKYIIEM KaJIEHIApHOM TOJy.
Cpok mpenocTaBieHUs] CIUCKOB 15 kaneHmapHbIX aHed. PekBU3UTHI OsiaHKa pacmoOpsKEHHS
PacmoIOKUTh MPOJOIBHBIM CIIOCOOOM.

BAPUAHT 5

TpeboBanust Kk cocTaBieHHIO M OGOPMIICHUIO NpPOTOKosia. KpaTkue M MONHbBIE NPOTOKOJBI.
KoHTpoIb HCTIOTHEHUS PELICHN, TPUHATHIX B XO/1€ IPOBEACHUS.

OOmme npaBuwiIa OpraHu3alM JOKyMEHT00OOpoTa. Buabl nokymenromortokoB. Ilpuem u
0o0paboTKa BXOISMIMX JOKYMEHTOB, IMOPSIOK MPOXOXKACHHUS MCXOIAUIMX W BHYTPEHHUX B
IIPOLIECCE UX MOJATOTOBKH.

CocrtaBbTe aKT O MpPOBeACHUM HHBeHTapu3auuu Ha ckiage OO0 «Oueprusi». B pesynbrate
IpOBEpKH OblIa OOHAapYyXeHa HeAocTaya mpoBoa A-15 B konmdectBe 5 MeTpoB. B komuccuun
JOJDKHO NPHUCYTCTBOBaTh He MeHee 4 denoBek. HammcaTe BBIBOABI M PEKOMEHIALUU IO
JTUKBUAAUMU  HepocTaud. OQopMHTh B KAauyecTBE OTMETKH O HAIWYUM —TPUIOKEHUS
CIIMYUTEIIBHYIO BEIOMOCTb.

BAPUAHT 6
[TonsiTre snexTpoHHOrO NOKyMeHTa. [IpaBuia ero coctaBieHus u 0QOpMIICHHS. DIEKTPOHHAS
nrdpoBas Moanuch, 0COOEHHOCTH €€ MPUMECHCHHUS.
[TonsiTHE  «CUCTEMBI  JTOKYMEHTAllMW», pa3BuTHe cucteM. Kraccudukamuss cucTem
JOKYMEHTaluu. Y Hu(UIMPOBAHHbIE CUCTEMBI TOKYMEHTAIUH.
CocraBbTe CIpaBKy, MOJATBEPXKAAIONIYIO0 CBEACHHS O TOM, uTo Bam goxom 3a 20  rox
coctaBuia 450 000 pyO. PekBu3uTHI Oi1aHKa CIIPABKH PACIIONIOKUTE TTPOIOJIBHBIM CITIOCOOOM.

BAPUAHT 7
JIOJKHOCTHBIE MHCTPYKIIMHM KakK OCHOBa Ui pa3paboTKH TPYAOBOro aoroopa. IlpaBmia
COCTaBJICHNA, O(bOpMJ'[eHI/IH, OoATIMCAaHUA U YTBCPKIACHUS.
HowmenknaTypa [aein: METOAMKA COCTABJICHHS M TPUMEHEHHsS. BuIbl HOMEHKIATYphI eIl
TpeGoBanwust K 0HOPMIICHUIO.
CocraBbTe mpuKa3z 00 wu3MeHeHWH mmratHoro pacrnucanus B OOO «Jlaith». B cBsi3u ¢
pacliMpCHUEM IPOU3BOJACTBA B IITAT BBOAUTCA 3 HOBBIE IITAaTHEIE CANHHUIBI. B IMpuKa3e
yKa3aTh OKJIa[bl JOJKHOCTHBIX JIMI. B mpukase ohopMuTh pe3ontornio. PeKBU3UTHI OiiaHKa
MPUKa3a PaclOIOKHUTh YIIIOBBIM CIIOCOOOM.

BAPUAHT 8
Cucrema CHpaBOYHO-aHAIUTUYECKOW  JOKyMeHTauuu. Bunel  gokymentoB. IlpaBuia
COCTaBJIEHUS U OPOPMIICHHUS.
®opmupoBaHue J1en. Jlena NOCTOSSHHONO M BPEMEHHOI'O CpPOKOB XpaHeHus. TpeOoBaHus,
npeabsBisieMble K ohopMiieHnIo U popmupoBanuto. [IpaBo Beljaun JOKyMEHTOB U3 J€II.
CocTaBbTe BHYTPEHHIOIO JIOKJIAIHYIO 3alMCKy Ha UMs TeHepanbHOro nupekropa bioxuna A.b.
C MPOCKOOH MPUHATH MEPHI 110 BOIIPOCAM CBOEBPEMEHHOI0 CHAOXEHHUsl OpraHu3aluu Oymarou.
B 3anucke o(hopMUTh PE3OTIOLHIIO PYKOBOAUTEIS.



BAPUAHT 9
JIOKYMEHTBI 110 BHEIIIHEIKOHOMHYECKON NEATENbHOCTH Ipeanpusatus. Kommepueckue nuceMa.
Wx Bugsl. IlpaBuna odopmieHHus peknaManuu U oTBeta Ha Hee. I[IpaBuia odopmienus
HCKOBOTO 3asIBJICHUS.
DKcnepTu3a HEHHOCTU JOKYMEHTAIBHBIX MAaTEPUAJIOB C YKA3aHUEM CPOKOB XpaHEHHUS.
DYHKIUU SKCIEPTHON KOMHUCCHUH.
Odopmuts rapantuitHoe mucbMo oT OO0 «Bukropus», agpecoBanHoe Ha umsi OO0 «IIpecc-
Penusy, pacnonoxxkennoe no agpecy CepaioBckas oonacts r. Bepxnsis [Isimva, yin. Yanaesa,
1. 18. B muceMe copepkuTcst mpockda pa3MeIieHus pekjaMbl ¢ TapaHTHel omnaTel. B Tekcre
MUCbMA JIOJDKHBI OBITh YKa3aHbl OaHKOBCKHE PEKBU3UTHI. [IMCBMO NOKHO OBITH MOAMHMCAHO
COOTBETCTBYIOIIMMU JINLIAMHU.

BAPUAHT 10
[lepeuenp BHyTpEHHUX JOKYMEHTOB B pabote npeanpustus. [Ipasuna opopmienus u
coctasienus. [IpaBo noanucanusi.
Onucanve JOKYMEHTOB IIOCTOSHHOTO W BpPEMEHHOTO CpOKOB XpaHeHHs. ObecrnieueHue
COXPAaHHOCTH JIOKyMEHTOB U pabota ¢ HumH. [lepenada nen B apxuB.
CocTaBuTh NnpuKa3 Mo JUYHOMY COCTaBy O MEPEBOJE BOCbMU PAOOTHHKOB Ha BBILIECTOSIINE
JOJKHOCTH C YKa3aHUEM UX JOJKHOCTHBIX OKJIAJIOB IO UTOraM IIPOBEICHUSI ATTECTALIUH.
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