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OHNEHOYHBIE MATEPHAJIBI PA3PABOTAUJI:

MoanucaHo 3NeKTPOHHON nognuckio $TEOY BO «HUY «M3IU»
Ceefenua o Bragensue L3N M3aKn O.IO.
Bnageney, NoHomapeBa O.}O.
HpeHOI[aBaTeHB Waentndnkatop  RAD1926d1-PonomarevaOY-63420d HOHOMapeBa
(1OJKHOCTB) (moxmnuce) (pacumdpoBka
TIO/ITUCH)

COI'VIACOBAHO:

PyKOBOI[I/ITeJIB MNognucaHo anekTpoHHoi nognuckio ®r6OY BO «HUY «M3U»
w CeepneHwna o Bnagensue L3N M3K O.l—"
06Pa30BaTeHBH0H Bnapeney KoHoBanoea O.I'.
pOorpaMMel Haermnbnarp R52feBal4-KonovaOG-0c/T6fea Konosasosa
(OIKHOCTB, yUeHasl CTEIeHb, (mozmucs) (pacmudpoBka
Y4YEHOE 3BaHUE) MOJITIUCH)
MNognucaHo anekTpoHHoi nognuckio ®r6OY BO «HUY «M3U»

o CeeneHua o Bnagensue L3N M3U r H
3aBeﬂyI0HlHH . Braneney KypAIoKoBa I .H. o
BLIHyCKaIOH_[eI/I Ka(be[[pbl WaeHTUdMKaTOp R6ab6dd0d-KurdiukovaGN-ca01d8 KypHIOKOBa

(OIKHOCTBD, yUeHasl CTEIeHb, (mozmucs) (pacmudpoBka

Y4YEHOE 3BaHUE) MIOJITTHCH)



OBILIASA YACTD

OneHouHblE MaTepHallbl 10 AUCLUUIUIMHE TMpPEAHA3HAYEHbl MJI OLEHKU: JOCTHKEHUS
0o0yyarolMMUCS  3aIUVIAHUPOBAHHBIX  PE3YyJIbTATOB  OOyYeHUs 10 JAMCLUUIUIMHE, JTana
(dbopMHpOBaHUs 3aIUTAHUPOBAHHBIX KOMIIETEHIIMN M YPOBHS OCBOCHUS TUCIUILINHBI.

OrneHouHble MaTepuallbl MO JUCHUIUIMHE BKIIOYAIOT OLEHOYHBIE CPEICTBA I MPOBEACHUS
MEPONPUIATHH TEKYILIET0 KOHTPOJIS YCIIEBAEMOCTH U IPOMEKYTOUHOM aTTECTALUH.

dopmupyembie y 00y4aromerocsi KOMIETeHIINN:

1. I[TK-7 crnocoOHOCTHI0, UCIIOJIB3YS 3apyO0eKHbIE M OTEUECTBEHHbIE HCTOUHUKH UH(DOpMAIIHH,
coOpaTh HEOOXOMMBIEC TaHHBIE, TPOAHATU3UPOBATH UX U TOJATOTOBUTH HH(POPMAIIMOHHBII 0030p
W/WIM aHATUTUYECKUN OTYET

2. OK-6 crmocoOHOCTHIO HCTIOIb30BaTh OCHOBHI IIPABOBBIX 3HAHWH B Pa3IMUHBIX cepax
JIeSTeTbHOCTH

1 BKIIFOYACT:
IJIA TEKYIIEro KOHTPOJIA YCIIEBA€MOCTH:

®dopma peanusaiuu: buners! (MMCEMEHHBIN OMPOC)
1. JIenonpou3BOICTBO U €r0 MECTO B yIpaBieHYeckol aearenbHocTu (TectupoBanue)
2. lesitenbHOCTD O(rc-MeHepkepa B opranuzanun (TectupoBaHue)
3. JloxkymeHTHpOBaHue TpyaoBbIX oTHOWEeHHH (TecTupoBanue)
4. 3akoHOIaTeIbHBIC OCHOBBI jeonpou3BoicTa (TectupoBanue)
5. adopmarnmonHo-cipaBouHble 10KyMeHTh! (TecTupoBanue)
6. KommyHukanuu B ynpasineHueckoi aesrensHocty (TectupoBanue)
7
8
9
1

. Haiftu ommOku B nokymente (KontponbHas pabora)

. OpranuzannoHHo-pacnopsauTeabHble 1oKkyMeHTs! (TectupoBanue)
. Opranmzanus padotsl ¢ tokymeHTamu (TecTrupoBanue)

0. PexBu3uThI ynpaBieHueckux J0kyMeHTOB (KoHTponbHast pabota)

BPC aucuuniavHbl

4 cemecTp

Beca KOHTpOIBHBIX MeponpusTHii, %o

Paznen Hunexc KM- | KM- | KM- | KM- | KM- | KM- | KM- | KM- | KM- | KM-
mucuuIuineel | KM: 1 2 3 4 5 6 7 8 9 10

Cpok KM: 2 4 5 6 7 9 11 12 14 16

Jlenonpon3BoACTBO U €r0
MECTO B yNPaBIEHYECKOU
NEATETLHOCTH

Posb ouc-menemxepa B
OpraHu3aluu

[IpaBuna opopmueHus
JIOKYMEHTOB

Opranuzanus paboTsl ¢
JTIOKYMEHTaMH




CucreMaTusanus u
xpaHeHHe ,Z[OKYMCHTOB

OpraHu3aloHHO-
pacnopsiuTenbHas
JIOKYMEHTAIIHsI

Opranu3zainuoHHbIE
JIOKYMEHTBI

PacniopsaurenbHbie
JIOKYMEHTBI

Nudopmannonno-
CIIPABOYHBIC JJOKYMEHTHI

JloKyMeHTHpOBaHHE
paboThI C IEPCOHATIOM.
JlenoBoe oOmenne

JlokymeHnTupoBanue
TPYZAOBBIX OTHOLLIEHUI

KommyHnukanuu B
YIPABJICHYECKOU
JIEITEIbHOCTU

3aKOHOHaTeHBHHe OCHOBBI
ACJIOIPOMU3BOJACTBA

Opranu3zanus padboTsl ¢
KOH(UACHIMATBHBIMU
JIOKYMEHTaMU

Obecneuenue MOIMHHOCTU
uHpOpMaun

Bec KM:

8

8

16

20

$O6m1as yacts//11s1 MPOMEKYTOUHON arTecTanuud




COJAEPKAHUE OLNEHOYHBIX CPEJACTB TEKYHEI'O KOHTPOJISA

1. Oyenounvie cpeocmea 011 OUeHKU 3ANIAHUPOBAHHBIX PE3YIbIMAM 06 00yUeHUA NO OUCUUNTIUHE, COOMHECEHHBIX C UHOUKAMOpamu
00CMUIICCHUS KOMNEmeHY UL

Nunekc
KOMIIETEHIINHU

Nunukarop

3armIaHupOBaHHbIE
pe3yiabTaThl OOyYEHHsS IO
JUCHUTIIINHE

KOHTpOJ’IBHaﬂ TOYKa

IK-7

[TK-7(Komnerenuus)

3HaTh:

MepeI0BOM OTEYECTBEHHBIN
Y 3apyOEKHBIN OTIBIT 110
BOIIPOCAM OpPTaHHU3aIUN
MPOIIECCOB YIIPaBJICHUS,
JOKYMEHTAI[MOHHOTO
o0ecrnieueHns 1 yrpaBieHUs
MePCOHAIIOM

VYMeTs:

COCTaBJISATh OCHOBHBIC BUbI
OpraHU3aIMOHHO-
pacnopsiAUTENbHBIX U
CIIPaBOYHO-
MH(OPMALIMOHHBIX
JTIOKYMEHTOB
OpraHU30BbIBATH U
JIOKYMEHTUPOBATh
COBEIIaHMs, IEPETOBOPHI,
MIPE3CHTAIHH;
OpPTraHU30BBIBATH PAOOTY C
JIOKYMEHTaMH Ha BCEX
JTanax Mux MpoXO0KIACHUs

HestenbHOCTh 0uc-MeHeKepa B opranu3anuu (TecTupoBaHue)
OpraHu3annoHHO-pacnopsaIUTeIbHbIe TOKYMEeHTHI (TecTupoBaHue)
HNudopmannonno-cripaBoynbie JOKyMeHTHI (TecTupoBanue)
Haiitu ommmbku B nokymente (KontponbHas padorta)
KomMmyHukanuu B ynpasiieHYecKoi aesitenibHOCTH (TectupoBanue)

OK-6

OK-6(Kommerenmms)

3HaTh:
3aKOHO/IATENbHBIE U IPYTHE
HOpMaTI/IBHBIe HpaBOBBIe

J1enonpon3BOICTBO U €70 MECTO B YIPABICHYECKOW ACATEITHPHOCTH
(TectupoBanue)
PexBu3uTh ynpasneHdeckux nokymeHToB (KonTponsHas pabora)




aKThI, PETJIAMEHTUPYIOIINE
MH(OPMALIMOHHYIO U
JOKYMEHTAI[MOHHYIO
JeSITeNIbHOCTh OPraHU3aluu:
Koncturynuro PO,
I'paxxnanckuit Konexc PD,
Vronosusiii Kogexc PO,
Tpynosoii Kogexc PO;
benepanbpHbIe 3aKOHBL: «O0
nHpopMaIuH,
nHGOPMATH3ALNY U 3aIIUTE
unpopmanuny, «O0
AJIEKTPOHHOU MoAmucH», «O
KOMMEPUECKO# TaifHe» U
Ip.; HOpPMATUBHBIE,
WHCTPYKTUBHBIE U
METOJINYCCKUE IOKYMCHTHI,
n3naBaeMbie PocapxuBom u
np.

rocy/1apCTBEHHbBIE
CTaHJIAPTHI,
YHUPUITIPOBAHHBIE
CUCTEMBI JIOKYMEHTAIIHH,
o0miepoccuiickue
KJIaCCU(UKATOPHI,
MeXIyHapOIHbIE CTaHIAPThI
Ha JIOKYMEHTAIIHMIO ¥ JIp.
YMers:

HCITOJIb30BaTh
3aKOHOJATENbHBIC U IPYTUE
HOPMAaTHBHEIC IIPAaBOBBIC
aKThl, TOCY/IapCTBEHHBIC
CTaHJIaPTHI,

Opranuzanus paboTsl ¢ fokymeHTamu (TectupoBanue)
JIoKkyMEeHTUpOBaHHE TPYAOBbIX OTHOIIEeHUH (TecTupoBanue)
3akoHOJaTeNbHbIE OCHOBBI JienonpousBoacTBa (Tectuposanue)




YHU(UITUPOBAHHbIE
CUCTEMBbI IOKYMEHTAIIHH,
HOPMaTHBHO-METOJUYECKUE
JIOKYMEHTBI JIsI
paLMOHAIBHON TEXHOJIOTUU
paboThl 0pucC-MEHEKEpa




1I. Cooepicanue ouenounvix cpeocme. lllkana u kpumepuu oyenusanus
KM-1. [lesTeqibHOCTH O0(prc-MeHeKepa B OPraHU3anuu

@opmbl peasu3anun: bunets (MMCbBMEHHBINA OITPOC)

Tun KOHTPOJIBLHOT0 MeponpusaTHs: TecTupoBaHue

Bec konTpoabHoro meponpusitusi B bPC: 8

IIpouenypa mnpoBegeHMsl KOHTPOJHLHOr0 Meponpusatus: I[IpoBoauTcs Ha MNpPaKTHUYECKOM
3ansaTur. PacduetrHoe Bpems - 10 munyr. KonumuectBo BapuaHTOB - 3. KoJM4ecTBO TECTOBBIX
BOIIPOCOB B BapuaHTe - 4.

Kpartkoe cogep:kanue 3aiaHusA:
Pabora opueHTHpOBaHA TOHUMAaHKE MECTA M POJIH OQHC-MEHEKepa B CTPYKTYPE YIIPaBICHUS

KaJApOB OpraHmn3ain, 3HaHHUEC Q)YHKHI/IOHaHBHBIX 00s3aHHOCTEN O(l)I/IC'MCHeI[)KCpa.

KoHTpoJibHbIE BONIPOCHI/3aJaHUA:

3HaTh: MEPeIOBOM OTEUECTBEHHBIN 1.JIOKyMEeHT, OnpeACISIONIMIA TpaBa U 00SI3aHHOCTH
¥ 3apyOCIKHBIN OMBIT TIO BOIIPOCAM ouc-menemxepa
OpraHu3aIu IPOIIECCOB a)YcraB
YIIpaBIEHUSA, JOKYMEHTAlHOHHOIO 0) Jlo;KHOCTHASI HHCTPYKLIUS
oOecrieyeHUsT U YIPaBJICHUSA B)llITatHOE pacniucanue
NIEPCOHAIOM r)[lonoxxenne o moapasieneHun
n) [IpaBuia BHyTpeHHETO pacropsiaka
Otsert: 0)

2.K kakoit kateropuu o(puCHOTO IIEPCOHATIA OTHOCUTCS
oduc-menemxep?
a) HxeHepHO-TeXHUYEeCKUI TIepCoHal
0)Opranu3aloHHBINA TEPCOHAT
B) Ilepconan nHpopMamoHHOro U
JOKYMEHTAIMOHHOTO 00eCTIeUeHHS
OtseT: 0)
3. TloaroroBka opUIMATEHBIX COBEIAHUI OTHOCUTCS K
OCHOBHBIM (DYHKITHSIM:
a)pYKOBOJUTENS (PUPMBI
6)oduc-menemxepa
B) HaYaJIbHUKA OT/IEIa BHEIIHUX CBS3EH
r')Ha4allbHUKA OT/eNa KaJpoB
Otset: 0)
4. OnepaTUBHBIMH CBA3SIMHM B OpraHU3aLlUN 00J1a1aeT
a) PykoBoautens opranuzanuu
6) Oduc-menemxep
B) PykoBomuTens CTpyKTypHOTO TIOApa3IeICHUs
OtseT: 0)
5.K ob6s13aHHOCTAM OHC-MEHEKepa OTHOCSTCS:
a) [InanupoBanue paboThI OTAENA
0) YTBepkaeHue MPUKa30B
B) OOydeHue Mo JYNHEHHBIX
r) [Ipuem u opopmienue Ha padoTy
1) Koopnunanus paboTel oT/iena ¢ IpyruMu
OTJeJIaMH 1 TIOJpa3ICIICHISIMH




\ Otsert: a), B), 1)

Onucanue MKAJbI OICHUBAHUSA:

Ouenxa: 5
Huodicnuii nopoe svinonnenus 3aoanus 6 npoyermax: 10
Onucanue xapakmepucmuku blnoanenus 3uanus.; OueHka "oTIMYHO" BBICTABIISIETCS €CIIU 3aJJaHue
BBITIOJTHEHO B MOJIHOM 00'bEME WIIH BBITIOHEHO MMPEUMYIIIECTBEHHO BEPHO

Ouenka: 4
Huoicnuii nopoe svinonnenus 3aoanus 6 npoyenmax: 60
Onucanue xapakmepucmuku ebtnoanenus 3nanus. OueHka "Xopomio" BbICTABISAETCS €CIIN
OOJIBIIMHCTBO BOIIPOCOB PACKPHITO. BRIOPAHO BEPHOE HAMPABIICHHE JISI PEIICHUS 3a]1a9

Ouenxa: 3
Huoicnuii nopoe svinonnenus 3aoanus 6 npoyermax: 50
Onucanue xapakmepucmuxu evlnoinenus 3Hanus: OueHKa "yJ0BIeTBOPUTEIBHO" BBICTABIISAETCS
€CIIM 3aJJaHue MPEUMYIIECTBEHHO BBITIOTHEHO

KM-2. [les10npou3BOACTBO U €r0 MECTO B YIIPABJIEHYECKOI 1eATeJTbHOCTH

®opmbl peaju3anum: buiersl (MMCbMEHHBINH OIPOC)

Tun kouTpobHOro Meponpusitusi: Tecruposanue

Bec konTpoabHoro meponpustusi B BPC: 8

IIpouenypa mnpoBegeHMs KOHTPOJBHOIO MeponpuaTHsa: [IpoBoauTcs Ha NpPaKTUYECKOM
3ansTuu. PacuetHoe Bpems - 15 munyr. KonmuectBo BapuanToB - 4. KonamuecTBO TECTOBBIX
BOIIPOCOB B BapHaHTE - 6.

KpaTlcoe CodcpiKaHME 3aJaHUsA:
Pabora OpPUCHTHPOBAHA HA 3HAHUC OCHOBHBIX MOHSATHUH U onpe,ueneHHﬁ B 00J1acTH

JIEJIONPOMBO/ICTBA; HA 3HAHUE MPaBUIl 0(hOPMIIEHUS! PEKBU3UTOB IOKYMEHTOB

KoHTpoJibHBIC BONIPOCHI/3aJaHHA:

3HaTh: rOCyJapCTBEHHBIE 1.0npenenute, Kakoil poJi AESITEILHOCTHU SIBIISETCS
CTaHJApThl,  YHU(HUIMPOBAHHBIE JOKYMEHTAIIMOHHBIM 00€CII€YeHUEM YIIPABICHUS:
CHUCTEMBI JNOKYMEHTALNH, a) paboTa ¢ ucXosIIel JOKyMeHTaluen
o0miepoccuiickue 0) paboTta ¢ BXozs1ei ToKkyMeHTauen
KJIaCCU(UKATOPBI, B) JIEIIOIPOU3BOJICTBO

MEXyHapOJHble CTaHAApThl Ha I') apXMBHOE XpaHEHHE JOKYMEHTOB
JOKYMEHTALUIO U JIp. OtBeT:B)

2.Kak nomxHa 6bITh 0opMIIeHa MTOANUCH, €CIIN
3aMECTHUTENb PYKOBOAUTEIS OPraHU3ALMN UMEET IIPABO
MOAMMUCHIBATH JOKYMEHTBI BMECTO PYKOBOJIUTENS B
CJIy4ae ero BpeMEHHOTO OTCYTCTBHS?

a) ['enepanbHbIil AMPEKTOP

ITonmuce JI. 1. Canxos

0) 3am. reHepaJIbHOTO JUPEKTOpa
ITonmuce O.I1. Peme3oB

B) M.0. reHepansbHOro AUpeKTopa
ITonmuce O.I1. Peme3oB
OtgeT:0)

3.JlokyMeHT mpecTaBiIsieT co00it
a) PexBu3uT nokymeHra
0) bnank nokymeHnTa




B) 3aMKCHUPOBAHHYIO Ha MaTepUATLHOM HOCHUTEIIC
uH(pOpMaINIO

r) CtaThl0 XXypHaja
OrtgerT: B)
4.Bri6epuTe paBUIbLHBIN cIoco0 oopMiIeHUS AaThl
P PETHCTPAINH MMMChMa WIIH TTPUKa3a

a) 14.12.2015

0) 14.12.15

B) 14.12.2015 r.
OtBeT:a)
5.Kaxkoii BapuanT opopMiICHUSI OTMETKH O HATMYUHT
MPUIIOKEHUS B COMTPOBOIUTEILHOM IHCbME SIBIISIETCS
MPaBUWIbHBIM?

a)lIpunoxenue: ynomsHyroe Ha 3 1. B 1 3K3.

0) [Ipunoxxenue: mo Tekcty Ha 3 1. B 1 9K3.

B) [Ipunoxenue: Ha 3 1. B 1 7K3.
OTtBeT:B)

OnucaHue MKAJbI OLleHUBAHUS

Oyenka: 5
Huoicnuii nopoe svinonnenus 3aoanus 6 npoyenmax: 10
Onucanue xapakmepucmuku blnoanenus 3nanus; OueHka "oTIMYHO" BBICTABIISIETCS €CIIU 3aJJaHue
BBITIOJIHEHO B MOJHOM 00BEME HJIM BBIITOJTHEHO MPEUMYIIIECTBEHHO BEPHO

Oyenka: 4
Huoicnuii nopoe evinonnenus sadanus 6 npoyenmax.: 60
Onucanue xapaxmepucmuxu evinonenus 3Hanus: OueHKa "Xopouo" BEICTaBISAETCS €CIU
OOJIBIIMHCTBO BOIIPOCOB PACKPHITO. BEIOPAHO BEPHOE HAMPABJICHHE JUISI PEIICHUS 3a]1a9

Oyenka: 3
Huoicnuii nopoe evinonnenus 3aoanus 6 npoyenmax.: S0
Onucanue xapaxmepucmuxu 6vinoaneHus snanusa: OueHKa "y10BIETBOPUTEIBHO" BBICTABIIAETCS
€CJIM 3aJJaHie MPEUMYILIECTBEHHO BBIIIOJIHEHO

KM-3. PexkBU3uTHI yIpaB/IeHYeCKHX J0OKYMEHTOB

®opmbl peajau3anum: bunersl (MMCbMEHHBIN OIPOC)

Tun kouTpoabHoro Meponpusitusi: KontponsHas padora

Bec konTposbHoro meponpusitusi B BPC: 16

IIpoueaypa mnpoBeaeHHMs KOHTPOJIBHOrO MeponpusaTHsa: IIpoBoauTcs Ha IPaKTHYECKOM
3ansTuu. PacuetHoe Bpems - 45 munyr. KommuectBo BapuanToB - 7. KoinmyecTBo BOIPOCOB B
BapuaHTe - 2.

KpaTkoe cogep:kanue 3a1aHus:
B paGore nposepsieTcs ymenue opopmiats pekBu3uThl B cootBeTcTBUU ¢ [OCT P 7.0.97-2016

KoHTpoJibHbIE BONIPOCHI/3aJaHUA:

YmeTs: HCIIOJIb30BATh 1. KOHTPOJIBHASA PABOTA Ne 1 «PEKBU3UTbBI»
3aKOHOJATEIIbHBIE 51 Ipyrue BAPUAHT Ne 2

HOPMATHBHBIE TPABOBbIE  AKTHI, 1. OnumuTe mpaBuia oGOPMIICHHS CIEAYIONTINX
roCy/1apCTBEHHbBIE CTaHAAPTHI, PEKBHU3UTOB:

yHU(DUIUPOBAHHbBIE CUCTEMBI Ne 9, Ne 15, Ne 21

JIOKYMEHTaIluH, HOPMaTUBHO- 2. Kakue yCcTaHOBIJICHBI CTaHIAPTHBIE (GOPMBI OJTAHKOB
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METOIUYECKHE JOKYMEHTHI JJis
palMOHAIBHOMN TEXHOJIOTHUU
paboThI ouc-MeHEeKEpa

JIOKYMEHTOB?
1. Adu A5
2.A5u A3
3. Toabko A4.

Otsert: 1. PekBu3ut Ne 9

Haspanue pexBusuta: HanmMeHnoBanue Buaa JOKyMeHTa
Pacrnonoxenue pekBusnTa (MOJI0XKEHUE Ha OJIaHKe):
Pacrnionaraercs moa pekBU3UTaMH aBTOpa JOKYMEHTA C
BBIPAaBHUBAHHUEM I10 LIEHTPY

JlaHHBIN PEKBU3UT yKa3bIBA€TCA HA BCEX JTOKYMEHTaX 3a
UCKJIFOUEHUEM JICTIOBBIX (CIYKEOHBIX) MUCEM U MHUILIETCS,
KaK MpaBUJIO, 3arIaBHBIMU OYKBaMH.

Pocapxus

®denepanbHOE OIOIKETHOE YUPEKICHHUE
"Bcepoccuiickuii Hay4HO-UCCIIE10BATEIbCKUI HHCTUTYT
LIBETOBOJCTBA"

(Buuu HIT)

[TPUKA3

PexBusur NelS.
HasBanwue pexBu3uTa- aapecar
PexBu3uT BKIItOYaeT:

HaumeHoBaHnue opranu3anui B MIMEHUTEILHOM
najexe

HanmeHoBaHME CTPYKTYPHOTO MOJIpa3/IeieHus B
MMEHUTEJIBHOM Ma/Iexke

JlomKHOCTh, HHUIIUATBI U (PaMUIIHIO B IaTEIBHOM
najiexe

ITouToBBIl agpec
PacrnionoxxeHne pekBu3UTa: MPOCTABISIETCS B BEpXHEH
MIpaBoi yacTu JOKyMeHTa (Ha OJaHKe C YIJIOBBIM
PacrojoKeHUEM PEKBU3UTOB) UJIH CIIpaBa Mo
peKBU3UTaAMU OJ1aHKa (TIPH MPOAOIBHOM PaCIOIOKEHUH
PEKBU3UTOB OJIaHKA).
Hcnonbk3yercs npu oQopMIIEHUN AETOBBIX (CIYXKEOHBIX)
MUCceM, BHYTPEHHUX WHPOPMAIMOHHO-CITPABOYHBIX
JOKYMeHTOB. Tak jxe nepea hamuiineil 101 KHOCTHOTO
JIMIIA JIOMYCKAeTCs yIOTPeOIATh COKpareHue "T-Hy"
(rocrioinHy), eciu agpecar MyXX4uHa, win "r-xe"
(rocmoxe), eciu agpecaT KeHIIHA.
ITpumep:

000 «JIaBuna
Hauvaneauky oTaena npoax
r-uy Ilerposy M.A.

yTKHHA Y., A.15,
r. Mocksa 176540
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PexBusur Ne21

Ha3Banue pexBusura: Busa.

PacnionosxeHne: B JOKyMEHTax, MOAJIUHHUKN KOTOPBIX
XPAHATCS B OpraHU3alMM, BU3bI IIPOCTABIAIOT HA
IIOCJIEHEM JIMCTE JOKYMEHTA IO OAIUCHIO, Ha
000pOTe MOCIIEAHETO JICTA MOJATMHHUKA JOKYMEHTA UITH
Ha JIUCTE COIVIAaCOBAaHUs (BU3HPOBAHNUS), IPUIIAraeMOM K
JOKYMEHTY. B ncxoaamumx 10KyMeHTax BU3bI
IIPOCTABJIAIOTCS Ha dK3EMIUIApax JOKYMEHTOB,
IIOMEUIAEMBIX B JIEJIO0.

Bu3sa cBuzieTenbCTBYET O COTJIaCUM MU HECOTIIACUH
paboTHHKA C coiep)KaHUEeM MIPOeKTa JOKyMeHTa. Bu3oii
oopmIsieTcss BHyTpEHHEE COIIacoBaHUE JOKYMEHTA.
Busa Bkiro4aeT TOJKHOCTD JIMIA, BUSHPYIOLIETO
JOKYMEHT, MOANUCH, paciin(pOBKY MOANNUCH
(vHMUIMANBL, (AMUINIO) U AATy BU3UPOBAHUS

IIpumep:

3aB. OT/IEJIOM KaJIpOB

[Tognuce A.B.I'epacumoB

15.09.2021

[Tpu HanU4YMK 3aMEeYaHUil 10 JOKYMEHTaM BU3Y
0 OpPMIISIFOT:

3amMeuaHusi IPUIIAraoTCs

3aB. OTZIEJIOM KaJIpoB

[Tognuce A.B.I'epacumos

15.09.2021

2. Kakue ycTaHoB/IeHbI CTaHAAPTHBIE (POPMBI
0JIAaHKOB JOKYMEHTOB?

1. A4 u AS

2. KOHTPOJIBHAS PABOTA Ne 1 «PEKBU3UTBI»
BAPUAHT Ne 3

1. OnumuTe npaBuia oGOpMICHHS CIEAYIOLTNX
PEKBH3UTOB:

Ne 10, Ne 16, Ne 25,

2. JIeBoe moJie IOKyMEHTA JIOJKHO OBITh HE MEHEE

1.20 Mm

2.30 MM

3. 10 Mmm

Oteet:1. PexkBusur 10 Jlata 1okymeHTa
Pacnonaraercs nog HamMeHOBaHHEM BUJA JOKYMEHTA
WJIM CTIPAaBOYHBIMH JJaHHBIMU. BhIpaBHHBaHME BceTAa OT
JIEBOTO TIOJIS.

Ecnu 3T0 muceMa wim mpukasbl, TO CTAaBUTCS JaTa
MOJTBEPKICHUS WU yTBEpKAeHUA. Eciii mpoTOKOIbI, TO
JaTa COOBITHS, €CTM COOBITHE TPOUCXOAUT HECKOIBKO
JHEH, TO ABOMHAS /aTa.

Ecnu nokyMeHTsl, u3laHHbIe ABYMS WUJIH OoJiee
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OpTaHU3aIMsIMH, JOJDKHBI IMETh €IUHYIO JaTy. JTO
MIPaBWJIO B OCHOBHOM TOJILKO JJIsI JOTOBOPOB.
[TocnemoBaTenbHOCTD: JI€Hb, MECSIL, TOJT
Nmeetcs nBa criocoba ohopmIieHUs 1aTh:
Hudposoii: pazaeneHabiMu TOuKoM: 16.03.2021;
CrnosecHo-1i¢poBEIM criocodom: 16 mapta 2021r.

PexBusur 16 I'pud yreep:xaenuns
[IpocTaBnsercs B paBOM BEpXHEM YIJIy Ha I€PBOM
JMCTE, BBIPABHUBAHUE 110 JIEBOMY Kparo.
CraBuTCs Ha IOKyMEHTE B CIIy4ae ero yTBEepP)KICHUS
JOJDKHOCTHBIM JIMLIOM, PacIOPsIUTENIbHBIM IOKYMEHTOM
WIH PEeLIeHUEM KOJUIErHaIbHOIO OpraHa.
Heckonbko BapranTOB (hOPMYyITHUPOBKH:
1) Ilpu yTBEepkKI€HUHN TOKYMEHTA JOJKHOCTHBIM JIULIOM

YTBEPXJAIO, naumeHoBaHuS JOHKHOCTH JIUIIA,
YTBEPKJAIOILEro TOKYMEHT, €ro MOMNUCH, UHUIUAJIOB,
(baMHIITUK 1 1Tl YTBEPKICHHUS.
[Ipumep:

YTBEPXIAIO

PykoBonutens OOO «Betep»
IMoxmuce N.0. ®amunus
Jara

2) [Ipu yTBEpKIeHUH TOKYMEHTA PACTIOPSAUTEIbHBIM
JOKYMEHTOM

YTBEPX/IEH, coriiacoBanHOrO €
HaMMEHOBAHMEM BHJIA YTBEPIKIaEMOTr'0 IOKYMEHTA,
HauMEHOBAaHMSI PaCHOPSAUTEILHOTO JOKYMEHTA B
TBOPUTEIBHOM IAJIEIKE, €T0 1aThl, HOMEpa.
[Tpumep:

YTBEPXIEH

npukazom OOO «Berep»
ot 16 mapra 2021 r. Ne106
3) [Ipu yTBEep>KIeHUN TOKYMEHTA KOJUIETHATbHBIM
OpraHoM

HauMEHOBaHHE OpraHa, pelieHneM KOTOpOro
YTBEP)KJEH JJOKYMEHT, /1aTa U HOMEp MPOTOKoa (B
CKOOKaXx).
ITpumep:

YTBEPXIEHO
Coserom gupekropoB OO0 «Betep»
(mporoxon ot 10.02.2021 Ne 05)

PexBu3ut 25 OTMerKka 00 HCITIOJTHUTEJIE
[IpocraBisieTcss Ha MOCIEIHEM JIUCTE JOKYMEHTA Ha €T0
JIUIIEBOM CTOPOHE OT JIEBOTO MOJISI, €CJIM HET MECTa, TO Ha
000pOTHOM CTOPOHE BHU3Y clieBa. Elile BO3MOKHO
odopMIIeHHEe HA HUKHEM KOJIOHTUTYIIE, HO MpU(TOM
MEHBUIETO pa3sMepa.
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Bxmouaer @O ucnonautens, Homep ero tenedoHa.
Taksxe oTMeTKa 00 UCTIOJTHEHUU MOXKET COACPKaTh
HaUMEHOBAHHUEM JIOJDKHOCTH, CTPYKTYPHOT'O
MOAPAa3ACIICHUs] U SJICKTPOHHBIM aJIPECOM UCTIOTHUTEIS.

IIpumep:

Komaposa Hanexna FOpbeBHa, 3aMecTUTENb
TE€HEPAILHOTO TUPEKTOPA,

+7(495) 924-45-67, KomarovaNY @mail.ru

2. JIeBoe moJie TOKyMeHTa JOJKHO ObITh He MeHee 20
MM.

3. KOHTPOJIbHASA PABOTA Ne 1 «PEKBU3UTbI»
BAPHUAHT Ne 4

1. OnumuTe mpaBuia 0oGOPMIICHUS CIEAYIONTUX
PEKBU3UTOB:

Ne 11, Ne 19, Ne 26.

2. Kakoii u3 yka3aHHBIX PEKBH3UTOB XapaKTEPEH TOIBKO
U1 OJ1aHKa CTaHAApPTHBIX MHUceM?

1. CnpaBouHble JaHHBIE 00 OpraHU3aLUuu

2. Kox ¢popmbl mokymeHTa

3. HaumeHoBaHue BUJIa TOKYMEHTA

Otger: 1. PekBusur 11 Perucrpanuonnbliii Homep
AOKYMEHTAa

MIPUCBANBAETCS JOKYMEHTY IIPH PETUCTPAIIHH ,
u¢poBoe WM OyKBEeHHO-IIU(PPOBOE 0003HAYECHHUE.
Haznauenue- naeHTHGUKAINS TOKYMEHTa

ITpumep:

1)undposoit

Ne66/87-02 ( 66- mopsiIKOBBIN HOMEp JTOKYMEHTA 110
KypHay perucrpanuu, 87-02- Homep nena 1mo
HOMEHKJIAType)

2)0yKkBeHHO-LIU(PPOBOIA

Ne 66-AC (66- nopsakoBbIit HOMEp AOKyMeHTa , AC-
Amnacrtacust CepreeBHa-aBTOp JOKYMEHTA)

Ne 66-D3( 66-n1opsiikoBeIi HOMep, D3- nepBbie OYKBBI
HAaMEHOBAHHS BUJIA JOKYMEHTA)

Ecnu 1oKkyMeHT cocTaBjieH COBMECTHO ABYMs U OoJee
OpraHM3alUsIMU, IPEAICTABISIOTCS HOMEpa IOKYMEHTOB,
MIPUCBOCHHBIE KaX/101 OpraHnu3aluy, OTINISIOTCS APYT
OT Jpyra KOCOW 4epTOoi U MPOCTaBISAIOTCS B MOPSAKE
yKa3aHHsI aBTOPOB B 3ar0JIOBOYHOM YacTH TOKyMeHTa Ne
66-25/66-35

[Tonoxxenue Ha GiaHKe: pAIOM C AATOM OT JIEBOTO Kpas ,
00 Ha OJHOM C HEeH CTPOKE OT MPaBOro Kpas
PexkBuszur 19 OT™MeTKa 0 NPpUIIOKEHUH

-CBEJICHHUS O IOKYMEHTE, IPUIaraéMbIX K OCHOBHOMY
JOKYMEHTY WM O TOM , UTO JJOKYMEHT SIBJISIETCS
MIPUJIOKEHHEM K OCHOBHOMY JIOKYMEHTY

IIpumep:
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1) TIpunoxkenwue: 1. CIUCOK MPUCYTCTBYIOIIUX Ha
coOpanuu Ha 1 1. B 1 3K3.

2. Jloknaa nupeKTopa o MapKeTUHTy Ha 2 J1. B 1
9K3.(Ha3BaHHE JOKYMEHTA, KOJIMYECTBO JIUCTOB U
IK3EMILISIPOB)

(ecnu mpuIOKEHHE HE HA3BaHO B TEKCTE WU
MIPHJIOKEHUN HECKOJIBKO)

2) Ilpunoxenue: Ha 3 1. B 1 3K3.

(ecyi MPUIIOKEHHUE Ha3BaHO B TEKCTE)

3) Ilpunoxenue:

USB ¢nem-nakonutens B 1 9k3. (Ha KOHBepTe ¢ diernl-
HAKOIIUTEJIEM YKa3bIBAIOTCSI HAMMEHOBAHUS JOKYMEHTOB,
3alMCaHHbIX Ha HETO)

( ecnu IPUIIOKEHHUE SIBIISCTCS SJIEKTPOHHBIM HOCUTEIIEM )
4) IIpunoxenue Ne 2

K pacnopsipkeHrno Mepa MocKBbI

otT 16.03.2021 Ne 6

(Ha mepBOM JIHCTE JIOKYMEHTA MPHJIOKEHHS B IPABOM
BEPXHEM YTI1y)

MIpH YIIOMUHAHUU B TEKCTE (MprioskeHneNe2)
(mpmIIO’KE€HUE B PACTIOPSAUTEIBHBIX JOKYMEHTAX-
pELICHUAX, IPUKA3aX, PACIOPSIKEHHSIX )

5) TIlpunoxenue: JJorosop ot 13.03.2021 Ne 4 u
MIPUJIOKEHUE K HEMY, BCEro Ha 3 JI.

(ecnu mpHUIIOKEHUE UMEET TPUIIOKECHHUE)

[TonoxxeHue B JOKYMEHTE: OT TPaHUIIbI JIEBOTO IOJIS
BHU3Y , Halt ®MO u nmoanuceio , 10O yKa3bIBaeTCs B
TEKCTE JJOKYMEHTa

PexBu3ur 26. OT™MeTKA 0 3aBepeHNH KONUH
JUISL IOATBEPKACHUS COOTBETCTBUS KOMHH TOKyMEHTa
MOJITTUHHHUKY
ITpumep:

Bepro
WNucnekrop cinyx0bl nepconana [loamuce A.C.

CmupHOBa
13.03.2021
(«BepHO» HaMMEHOBaHUE JIOJDKHOCTH JIHIIA,
3aBEPUBIIETO KOMUIO, MOAMKICH, paciin(poBKa MOITUCH,
JlaTa 3aBepeHNs)

MOJKET JOMOJIHATCS HAAMUCHIO O MECTE XpaHEHUs
JOKYMEHTa , ¢ KOTOPOTO ObIJIa M3TOTOBIIEHA KOIHS, €CITH
KOIIUs BBIIACTCS JJIsl IPEJICTABICHUS B IPYTYIO

OpTaHU3aIII0
[Tonoxxenue Ha OIaHKe: IO PEKBU3UTOM IIOJITUCH
2. 1. CipaBouHbIC TaHHBIE 00 OpraHU3aIuN

4 KOHTPOJIBHAS PABOTA Ne 1 «PEKBU3UTbI»
BAPUAHT Ne 6
1. Onumure npasuiia 0hOpMIICHHUS CIEAYIOMINX
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PEKBH3UTOB:

Ne 5, Ne 20, Ne 30.

2. Homep cTpaHuIlbl HAHOCHTCS Ha. ..

1. BepxHEM I10JIe JINCTA TIOCEePEINHE

2. HIOKHEM I10J1€ JIUCTA IMOCePEINHE

3. BepXHEM WJIM HUKHEM II0JI€ JIUCTA B IIPABOM YTIIy.

Otsert: 1. PekBu3uT 5

Hazpanue : HaumeHnoBanue opranuzanuu

[TonoxxeHue Ha OIaHKE : pacmoiaraeTcs HUKe SMOIEMbI
OT JIEBOTO M0JIf, JIUOO 0 LEHTPY

CoctaB uH(pOpPMAIIH: TOJKHO COOTBETCTBOBATH
HAaUMEHOBAHMIO IOPUINYECKOIO JIHIA, 3aKPETJICHHOMY B
€ro YUpeIUTEIbHBIX JOKYMEHTaX (yCcTaBe Win
TTOJIOYKEHUH ).

OcobenHoctr 0OPMIICHHUS : TIOJT HANMCHOBAHUEM
OpraHM3aIiy B CKOOKaX yKa3bIBaeTCsl COKpAIICHHOE
HAaWMEHOBAHHE OPTaHU3aIUH, €CIIU OHO MPETYCMOTPEHO
yctaBoM (monoxeHueMm). Hajx HanMeHoBaHHEM
OpraHM3allfy - aBTOpA JTOKYMEHTA YKa3bIBAETCS MOJTHOE
WJIM COKPAIlCHHOC HANMEHOBAHKE BBIIICCTOSIIICH
opraHu3anuu (Mpy ¢ HAIMYNHN).

[Ipumep:

Pocapxus

®denepanpHoe O0MKETHOE yupexaeHue "Beepoccuiickuit
HAy4YHO-UCCIIEeI0BATEIbCKUI HHCTUTYT
JTIOKYMEHTOBEICHHS ¥ apXUBHOTO Jiena"

(BHUNOAL)

PexBuzut 20

Hazsanue : ['pud cornmacoBanusi JOKyMeHTa
[Tonoxxenue Ha OIaHKe : Ha MOCJIETHEM JIUCTE TOKYMEHTa
TOJT TEKCTOM

CocTtaB uH(pOpMAINH : IPOCTABISAETCS Ha JOKYMEHTaX,
COTJIACOBAaHHBIX OPTaHAMH BIIACTH, OPTaHU3AIUSIMH,
JOJKHOCTHBIMU JIMIIAMHU.

Ocobennoctu 0(hOpMIIEHHS : COCTOUT U3 CJIOBa
COI''TACOBAHO, nomxHOCTH JU1a, KOTOPBIM
COTJIACOBaH JIOKYMEHT (BKJIFOUAss HANMEHOBAHHE
OpTraHM3aIlNH ), Er0 COOCTBEHHOPYYHOMU MOJIHUCH,
WHUITIAIOB, ()aMWIHH, TaThl COTJIAaCOBAHHUS.

ITpumep:

COTI'JTACOBAHO

Hupexrop BHUNJIA

(monmucek) N.0. Oamumnus

ara

Ecnu coriacoBanre oCcylIecTBISETCS KOJUICTHATBHBIM
OpraHoM, B rpude COrIacOBaHMs YKa3bIBAIOT CBEJICHUS
00 oprase, COrJIacOBaBIIEM JIOKYMEHT, JaTe H HOMepe
MIPOTOKOJIA, B KOTOPOM 3a(DUKCHPOBAHO PEIIEHUE O
coryracoBanuu. Eciu corilacoBaHue OCYIIECTBIISICTCS
MMCHEMOM, YKa3bIBAIOT BUJ] IOKYMEHTA, OPTraHU3AIIHIO -
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aBTOpa IOKYMEHTa, 1aTy U HOMEp MHChMa.

IIpumepstl :

1)

COI'JTACOBAHO

CoBeTOM TUPEKTOPOB

AO "Tlpoduns"

(mpoTokoJ OT N )

2) COI'JTACOBAHO

nucbMoM PocapxuBa

oT N

[Tpumeuanus : rpud MOKET MPOCTABIIATHCSIHA IEPBOM
JIACTE TOKYMEHTA (€CIIH TOKYMEHT HMEET TUTYIIbHbIH
JIKCT, - Ha TUTYJILHOM JIUCTE) B JICBOM BEPXHEM YIJIy Ha
ypoBHE rpuda yTBep:KACHHUS WIH 0]l HAUMCHOBAHHEM
JOKyMEHTa OJIMKE K HIDKHEMY TOJTI0); Ha JINCTE
COTJTACOBAHUSI, SIBIISIOIICMCS] HCOTHEMIIEMOM YaCThIO
JOKYMEHTA.

PeBusut 30.

Hazpanwue : OTMeTKa 0 HampaBJIEHUU JOKYMEHTA B JIEJIO
[onoxenne Ha Gmanke : Opopmisiercs B IpaBoi
HUKHEH 4acTH IOKyMEHTa

CocraB nHpOpMALINHY : OIIPEAEIISAET MECTO XPaHEHUS
JIOKYMEHTA TOCJe 3aBepIleHus] pabOThl C HUM
OcobenHoctr oopMIIeHHUS : BKIItOYaeT: ciioBa "B memo",
MHJIEKC JieTia TI0 HOMEHKJIaType JIeTl, B KOTOpoe
MTOMEIIAeTCs IOKYMEHT Ha XpaHEHUE, ¢ yKa3aHUEM To/1a,
JOJKHOCTH JIUIA, O()OPMHUBILIETO OTMETKY, MOJITUCH,
natel. B nemo N 01-18 3a 2016 r. 3aB. otaenom
KoprnopaTtuBHbIX poekToB [Toamucek [lata OT™eTka 0
HaIPaBJICHUH JJOKYMEHTA B JIEII0 MOXKET JIOTIOTHATHCS
KpaTKUMHU CBEJCHHUSIMH O XapaKTepe UCTOTHEHUS
JIOKYMEHTA.

[Ipumeuanus : IPOCTABISIETCSA UCTIOTHUTENEM,
YKa3aHHBIM B PE30JIIOIIUHU WJIM HAaYaTbHUKOM
CTPYKTYpPHOTO MOApa3ieieHus (B CIydae OTCYTCTBUS
TJIABHOTO MCTIOJTHUATETIS).

ITpumep:

B neno N 01-18 32 2016 .

3aB. OT/I€JIOM KOPIOPATUBHBIX MPOEKTOB

[Toanuce [ara

2. HoMep cTpaHHIIBI HAHOCUTCS HA. ..
1. BepxHeM MoJie JTUCTa NOCepeaANHE

5. KOHTPOJIbHAS PABOTA Ne 1 «PEKBU3UTbI»
BAPHUAHT Ne 7

1. Onummure npasuiia 0HOPMIICHUS CIEAYIOMINX
PEKBHU3UTOB:

Ne 4, Ne 17, Ne 27.
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2. B kakoii mociie10BaTeIbHOCTH TOJKHEI OBITh
pacmnonoKeHbl HANMEHOBAHMSI B OJTaHKE MUChMa (pruTuaia
a?

1. OTKpBITOE aKIIMOHEPHOE OOIIECTBO

2. (OAO «CubuedTb»)

3. ®unuan B r. XaHThI-MaHCHICK

4. Hedrsanas komnanust «CuOHEDTHY.

Otgert: 1. PexkBusur 04 - Kox ¢gopmbl JokyMeHTa
IToJs10:xenne Ha O1aHKe - Pacnionaraercst B ipaBoM
BEPXHEM Y1y pabodero moJisi J0KyMeHTa

CocraB undopmanuu - [Ipocrasnsercs Ha
YHU(UIUPOBAHHBIX (POpMax JOKYMEHTOB B
cooTBEeTCTBUH ¢ OOLIEPOCCUICKUM KIIACCU(PUKATOPOM
ynpasienueckoi fokymentanuu (OKY 1) nim
JOKaJbHBIM KJIACCH(PHUKATOPOM

Oco0ennocTu oopmiIeHUs:

Cocrout u3 cinoB "®opma no" (HaMMeHOBaHUE
Kiaccupukaropa) u mudpoBoro Koja.

[Ipumep - ®opma no OKVY 1 0211151

PexBu3ur 17 -3aro/ioBok K TEKCTY

Iousi0:xenne Ha 61anke - Odopmitsiercs Mo
pexBusutamu Onanka (10,11,12,13) cneBa, oT rpaHUILIbI
JeBoro nojis. B yka3ax, HOCTaHOBJIEHUSX, PELICHUSAX,
MIPUKa3ax, U3/1aBa€MbIX OpraHaMH BJIACTH, 3aT0JIOBOK K
TEKCTY MOXKeET O(pOPMIIATHCS HaJl TEKCTOM IOCEpeNHE
paboyero nosst JOKyMEHTa U LIEHTPUPYETCs
OTHOCHUTEJIBHO CaMOM IJIMHHOW CTPOKH.

Cocras uH(popmanum - KpaTKoe cofiepKaHHe
JOKYMEHTa

Ocobennoctu oopmiieHus:

3arojoBOK K TeKcTy popmynupyercs ¢ npeaigorom "O"
("O0") u oTBeuaeT Ha Bompoc "o yem?"):

- mpuka3 (0 ueM?) 0 CO3/1aHUH ATTECTALlMOHHOM
KOMUCCHH;

- mpuka3 (0 yem?) 00 yTBEp>KJIEHHUH ITaTHOTO
pacnucaHus;

- MUCHMO (0 ueM?) 0 MpeloCTaBICHNU HH(POpPMAIUH.
IIpumeuyanus - 3aroJl0OBOK K TEKCTY MOKET HE
COCTaBIIATBCS, €CIIU TEKCT JOKYMEHTA HE MPEBHIIIACT 4 -
5 cTpok

PexBusur 27 - OT™MeTKa 0 OCTYIVICHUH
Iousi0:kenne Ha O1anke - OdopMIisieTcs: B IpaBOM
HIDKHEM YTITy

CocraB undopmanuu - Ciry)XKuT 1J1s1 TOATBEPKICHUS
(akTa MoCTyIIeHUsI JOKYMEHTa B OPraHU3aIHI0
Ocobennoctu oopmiieHus:

Bxumroudaer: cioBo "BepHo"; HaMMEHOBaHUE I0JKHOCTH
JIU1A, 3aBEPUBILET0 KOMUIO; €ro COOCTBEHHOPYUYHYIO
MOJIMHUCh; PaCIIU(PPOBKY MOAMUCH (MHUIIAAIBI,
(dbamMunio); naTy 3aBepeHust KOMUH (BBITHCKU U3
JIOKYMEHTA).
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Bepuo Unucniektop ciryx06s1 kaapos [Toamucs 1.0.
®amunug Jlata

IIpumevanus - OTMETKa O MOCTYIUIEHUH TOKYMEHTa
MOXET MPOCTABIATHCA C MOMOIIBIO IITaMIIa.

2. 1,4,23.

Onucanne MKAJbI OIleHUBaHUS:

Ouyenxa: 5
Huoicnuii nopoe evinonenus 3aoanus 6 npoyenmax. 10
Onucanue xapakmepucmuxu evlnoinerus 3Hanus: O1eHKa "0TINYHO" BBICTABIISIETCS €CJIM 3aJaHue
BBITIOJTHEHO B MTOJIHOM 00bEME WJIH BBITIOJHEHO MPEUMYIIIECTBEHHO BEPHO

Ouyenka: 4
Huoicnuii nopoe evinonenus 3aoanus 6 npoyenmax. 60
Onucanue xapakmepucmuxu evlnoinerus 3Hanus: OeHKa "Xopoio" BEICTABISAETCS €CITU
OOJIBIITMHCTBO BOIPOCOB PACKPHITO. BBIOPAHO BEPHOE HAIIPABIICHUE JIJISl PEIICHUS 3a/1a4

Oyenka: 3
Huoicnuii nopoe evinonanenus 3aoanus 6 npoyenmax. 50
Onucanue xapakmepucmuxu evinonnenus 3uanus: O1neHKa "yI0BIeTBOPUTEIHLHO" BHICTABIISETCS
€CIIM 3aJIaHUE MPEUMYIIIECTBEHHO BBITIOJHEHO

KM-4. Opranmn3anusi padoThbl ¢ JOKYyMEHTAMH

®opmbl peaju3anum: bunersl (MMCbMEHHBIH OMPOC)

THun KOHTPOILHOI0 MeponpuaTHs: TecTupoBaHue

Bec kouTposabHoro meponpusitusi B BPC: 8

IIpoueaypa mnpoBeaeHMsl KOHTPOJIBHOrO MeponpusatHsa: IIpoBoauTcs Ha INPaKTHYECKOM
3aHsaTHH. PacuetHoe Bpems - 15 munyr. KonmuectBo BapmanToB - 3. KonmdecTBO TECTOBBIX
BOTIPOCOB B BapHaHTE - 6.

Kparkoe conepxanue 3agaHus:
Pabota opruenTHpoBaHa Ha 3HaHHE OCHOBHBIX ONepaluii mporecca 00padOTKHU BXOAAIINX U
UCXOJAIINX TOKYMEHTOB; CUCTEMATH3ALUH JIEN ¥ IOATOTOBKHU €]l K aDXUBHOMY XPaHEHUIO

KoHTpoJibHbIE BONIpOChI/3aJaHUA:

3HaTh: roCyJapCTBEHHbIE 1.JIOKyMEHT, CUCTEMAaTU3UPYIOIIUN BCIO TOKYMEHTAIIUIO
CTaHIApPTHl,  YHUPHUIMPOBAHHBIC MPEIIPUATHS

CHCTEMBI JOKYMEHTaIUH, a) OINHUCH JIOKYMEHTOB

oOuiepoccuiickue 0) HOMEHKJIaTypa JOKYMEHTOB

KJIacCU(UKATOPHI, B) 3aBepUTENIbHAs HAJHUCh

MEXIyHApOJHbIE CTaHAApPTHl Ha T') IPOTOKOJT

JIOKYMEHTAIUIO U JIp. OrtgerT: 0)

2.PexBH3HT JOKYMEHTA, TOMOTAIOIITHIA
CHUCTEMATU3UPOBATh TOKYMEHTHI ISl XpaHEHUS

a) rpud yTBepxKAeHHS TOKyMEHTa

0) rpud coriaacoBaHus JOKYMEHTa

B) CChIJIKA Ha BXOSIIUN JOKYMEHT

I') PErUCTPALlMOHHBIN HOMEpP TOKyMEHTa
Otger: 1)
3.. He MoXeT BCKpBIBATHCS U IPOUUTHIBATHCS O(uC-
MEHEDKEPOM MPU 00pabOTKE TOUTHI
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a) nokyMeHT ¢ momeTkoir «CPOUYHO»

0) JTOKYMEHT, [TOJTy4YEHHBIH 3aKa3HBIM ITHCbMOM

B) JIOKYMEHT C ITIOMETKOM
«KOHOUJIEHIINAJIBHO»

I')IOKYMEHT, IIepeJaHHbIN C KyphepoM
OrtgerT: B)
4.Ha Bcex BXOISIIUX TOKYMEHTaX B OPTaHU3ALMIO
MIPOCTABISETCS PEKBU3UT

a) OTMETKA O KOHTpPOJIE

0) OTMETKa O MOCTYIJIEHUH IOKYMEHTA B
OpraHu3aIiio

B) PErMCTPALlMOHHBII HOMED
Otsert: 0)
5.JI0KyMEHT, KOTOPBII COCTABISAETCS NPHU HOATOTOBKE
JIOKYMEHTOB JIJIsl apXUBHOTO XPAaHEHUs

a) 3aBEPHUTEIBHBIN JIHCT JeTa

0) mepeyeHb TOKYMEHTOB

B) IIPOTOKOJI

') UHCTPYKIIMOHHOE MHUCHMO
OtgerT: a)

Onucanne MKAJbI OIIEHUBAHUS

Ouyenka: 5
Huoicnuii nopoe evinonenus 3aoanus 6 npoyenmax. 70
Onucanue xapakmepucmuxu evlnoinerus 3Hanus: O1eHKa "OTINYHO" BBICTABIISIETCS €CIIM 3aJaHIe
BBIIOJIHEHO B TIOJTHOM 00'bEME MJIH BBITIOJHEHO MMPEUMYIIECTBEHHO BEPHO

Ouyenka: 4
Huodicnuii nopoe sévinonnenus 3adanus 6 npoyermax: 60
Onucanue xapaxmepucmuxu evlnoinenus 3Hanus: OLeHKa "X0opoIio" BEICTaBISETCS €CITN
OOJIBIIIMHCTBO BOIPOCOB PACKPBITO. BBIOPAHO BEPHOE HANPABJICHUE JJIS pelIeHUs 3a/1a4

Oyenka: 3
Huodienuii nopoe sévinonnenus 3aoanus 6 npoyermax: 50
Onucanue xapakmepucmuxu ebinonnenus snanus: OueHka "yIoBIeTBOPUTEIBHO" BBICTABIISETCS
€CIIU 3a/1aHue NMPEUMYILECTBEHHO BBITIOJIHEHO

KM-5. Opranu3anuoHHO-pacnopsAnTeIbHbIC JOKYMEHTBI

®opmbl peanuzanuu: buners! (MMcbMeHHBIH onpoc)

Tun KOHTPOILHOrO MeponpuaTHs: TecTupoBaHue

Bec konTpoabHOro Meponpustusi B BPC: 8

IIpoueaypa mnpoBeaeHMsl KOHTPOJBHOro meponpusaTHs: I[IpoBoauTcd Ha NPaKTUYECKOM
3aHsaTHH. PacuetHoe Bpems - 15 munyr. KonmuectBo BapmanToB - 3. KonmuecTBO TECTOBBIX
BOITIPOCOB B BapHaHTE - 6.

Kpartkoe cogep:xanue 3a1aHuA:
Pabora OpHMCHTHPOBAaHA HAa 3HAHUA T'PYIIIT U BUAOB JOKYMCHTOB, BXOJAIINX B CUCTEMY
OpraHU3alMOHHO-PACHIOPSAUTENBHOM JOKYMEHTAIMH; HAa 3HAHUE COCTaBa PEKBU3UTOB KaX10TO
KOHKPETHOT'O JOKYMEHTa 1 0COOEHHOCTEN ero opopmiieHus

KoHTpoJibHbIE BOIPOCHI/3a/1aHUSA:

‘ 3HaTh: NEpPeI0OBOM OTEUECTBEHHBIN ‘ 1.Ha OnaHke mpuKa3a 10 OCHOBHOM J€ATENbHOCTU
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U 3apyOEKHBII OMBIT IO BOIIPOCaM 0053aTeIbHO MPUCYTCTBYET PEKBU3UT

OpraHu3aIuu MIPOLIECCOB a) Ha3BaHME BHUJIA JOKYMEHTA
yIpaBiCHUs, JOKYMEHTAMOHHOIO 0) rpud yTBepKIACHHS TOKYMEHTA
o0ecrnieueHus 51 YIIpaBICHUS B) rpu(¢ coriacoBaHus JOKYMEHTa
IIEPCOHAIOM T') IPHIIOKCHHE

OtBerT:a)

2.B pacnopsIuTeNnbHbIX JOKYMEHTaX (PUKCUPYIOTCS
CJICAYIOIINE BOTIPOCHI
a) CBeznenust, He0OOXOIUMBIE IS IPUHATH
pereHus
0) CnpaBoYHBIE CBEICHUS
B) Pemenus u yka3zaHus MO UX BBITIOJHEHUIO
r) CBeneHus o pe3ynbTarax JIesTeIbHOCTH
OrtgerT: B)
3.B cucremy opraHu3allMOHHO-PACIIOPAIUTEIIbHOM
JOKYMEHTAITUHU BXOIST CICAYIONINE IPYIIBI JOKYMEHTOB
a) CnpaBo4HO-MH(POPMAIIMOHHBIE
6) loroBopsl
B) OpraHus3anuoHHbIE
r) ®uHAHCOBO-OyXTranTepcKue
n) PacnopsinurensHbie
Otser: a), 0), B), 1)
4.K opraHM3allmOHHBIM JOKYMEHTaM OTHOCSITCS
a) ycTaB
0) MOJIOXKEHUS
B) IOCTAHOBJICHUS
') TMpaBWiia BHYTPEHHETO TPYAOBOTO PACIIOPSIKA
1) pacTopsHKeHUS
Otgert:a), 6), T)
5.K pacniopsautenbHbIM JOKYMEHTaM OTHOCSTCS
a) MpHUKa3bl
0) crpaBku
B) MOCTaHOBJICHUS
I') aKThl
1) pelieHus
OtgerT: a), B), 1)

OnucaHue MKaJbI OlleHUBAHUS

Oyenka: 5
Huorcnuii nopoe svinonnenus 3aoanus 6 npoyenmax: 10
Onucanue xapaxmepucmuxu evinoneHus snanus: OueHka "oTIMYHO" BBICTABIISETCS €CIU 3aJaHHe
BBITIOJTHEHO B TTOJTHOM 00'bEME WITH BBITIOJTHEHO MMPEHMYIIIECTBEHHO BEPHO

Ouyenka: 4
Huorcnuii nopoe evinonnenus 3adanus 6 npoyenmax. 60
Onucanue xapaxmepucmuxu evinoneHus snanus: OneHkKa "XopoIio" BEICTABISIETCS €CIH
OOJIBIIMHCTBO BOIIPOCOB PACKPHITO. BEIOPAHO BEPHOE HAMPABJICHHE JUTS PEIICHUS 3a]1a9

Oyenxa: 3
Huorcnuii nopoe evinonnenus 3adanus 6 npoyenmax. 50
Onucanue xapaxmepucmuxu evinoineHus shanus: OneHka "yI0BIEeTBOPUTENIBHO" BHICTABIISAETCS
€CITM 33aJJaHue MPEUMYIIECTBEHHO BBITIOJTHEHO

21




KM-6. UndopManiuOHHO-CIIPABOYHbIE JOKYMEHTBI

®opmbl peajau3anum: bunersl (MMCbMEHHBINA OIPOC)

Tun KOHTPOJBLHOr0 MeponpusaTusi: TecTupoBaHue

Bec koHTpoabHOr0 Meponpustusi B BPC: 8

IIpoueaypa mnpoBeaeHMsI KOHTPOJIBHOr0 MeponpusatHsa: I[IpoBoauTcs Ha NpPaKTHYECKOM
3ansTuu. Pacuernoe Bpemst - 15 munyr. KommyectBo BapuantoB - 3. KoOJMYECTBO TECTOBBIX

BOIIPOCOB B BapuaHTe - 6.

KpaTlcoe CoA€cpiKaHuE 3alaHUA:

Pabora opueHTHpOBaHAa HAa 3HAHUS BUJIOB HHPOPMAIIHOHHO-CIIPABOYHOM TOKYyMEHTAllUHU; Ha
3HaHUE OCOOCHHOCTEH S3bIKA U CTUJIS CIYKEOHBIX IMHCEM; OCOOCHHOCTEH COCTAaBICHUS U
0(OpMIICHUS aKTOB, IPOTOKOJIOB, CIIYKEOHBIX, JOKIAJAHBIX U 00BSICHUTEIIBHBIX 3aIIUCOK

KOHTpOJILHLIe BOHpOCbI/SaL[aHI/Iﬂ:

3HaTh: NEPEIOBOM OTEUECTBEHHBIN
U 3apyOEKHBII ONBIT IO BOIIPOCaM
OpraHu3anuu IIPOLIECCOB
YIIPABJICHUS, JTOKYMEHTAIIMOHHOI'O
o0ecrieyeHUss U YOpaBJICHUSA
IIEPCOHAIIOM

1.Crnegyet npeanoyecTb cleAyolyo u3 ¢gpas B TEKCTe
JICJIOBOTO MMHChMa
a) MbI TpeOyeM ...
0) HacTauBaeM Ha ...
B) HACTOSTEIHHO MIPOCHUM ...
I') BbI JIOJIKHHI ...
OtgBer:B)
2.IlonmnuceiBaeT MPOTOKOI
a) TUPEKTOp MpEeAnpUsTUs
0) oduc-meHemrep
B) mpencenaTenb coOpaHus (COBEIIAHMS) U
CeKpeTaph
I') HaYaJIbHUK OT/IeNia KaJpoB
OtBeT:B)
3.PexBu3ut EBpomneiickoro AenoBoro nucbma, KOTOpbIi
HeceT B ce0e cBeIeHNs 00 NCIIOJIHUTENE JOKYMEHTOB
a) npunoxenne (Enclosure)
0) 3aroJI0BOK K TEKCTY JOKYMEHTa
B) cchiika (Reference)
T) agpecar
OTgerT: B)
4.Kakoil TOKyMEHT COCTaBIIsI€TCS IPU HapYLICHUU
TPYAOBOM W OOIIECTBEHHON AUCIIUILITUHBI?
a) OOBscCHHUTENbHAS 3aMucKa
0) lokaaHas 3amucka
B) Ciy>xeOHast 3amucka
Otgert:a)
5.JlaToli 1emoBOTo MUChMa SIBISETCS
a) nata coObITUS, 3a()UKCHPOBAHHOTO B JOKYMEHTE
0) nmaTa MOJAMUCAHMS TOKYMEHTa
B) JIaTa OTIPaBKU JOKYMEHTA
I) JaTa COCTaBJICHUS JJOKYMEHTa
OtBeTt:0)

Onucanue MKaJbl OLICHUBAHUA:

Ouyenka: 5

Huoicnuii nopoe evinonnenus sadanus 6 npoyenmax: 10
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Onucanue xapakmepucmuKu 6blNOJIHEHUA SHARUA. OI_[CHKa "OTINYHO" BBICTABISACTCS €CIIN 3aJaHuc
BBIIOJIHEHO B ITOJTHOM 00BbEME MJIHM BEITIOJHEHO NpEUMYIICCTBEHHO BEPHO

Ouyenka: 4
Huoicnuii nopoe evinonenus 3aoanus 6 npoyenmax. 60
OnucaHnue xapaxmepucmuxu evlnoneHus 3Hanus: OLeHKa "Xopouio" BEICTaBISETCs €CIu
OOJIBITMHCTBO BOIIPOCOB PACKPHITO. BBIOPAHO BEPHOE HAIIPABIICHHE JIJISl PEIICHUS 3a/1a4

Oyenka: 3
Huoicnuii nopoe evinonenus 3aoanus 6 npoyenmax. 50
Onucanue xapakmepucmuxu evinonnenus 3uanus: O1neHka "yI0BIeTBOPUTENIHLHO" BHICTABISACTCS
€CITH 3aJIaHUE NMPEUMYILECTBEHHO BBITIOJHEHO

KM-7. HaiiTu omiu0OKH B TOKyMEHTe

®opmbl peaju3anum: bunersl (MMCbMEHHBINH OIPOC)

Tun kouTposbHOro Meponpusitusi: KonrpossHas padora

Bec konTposbHOro meponpustusi B BPC: 20

IIpouenypa mnpoBegeHMs KOHTPOJBHOIO MeponpuaTHsa: [IpoBoauTcs Ha NIpPaKTUYECKOM
3ansaTuu. PacuetHoe Bpems - 45 munyr. KommuectBo BapuanHTOB - 6. KosmyecTBo BOIIPOCOB B
BapuaHrte -1

Kparkoe conepxanue 3ajanus:
B pabote npoBepsroTCsl yMEHUS COCTABIIATh M 0GOPMIIAThH pa3IMyuHbIe BUJIbI PaopsIuTeIbHbIX
Y UTHPOPMAILIMOHHO-CIIPABOYHBIX JOKYMEHTOB

KoHTpoJibHbIE BOIPOCHI/3a1aHUA:

YMeTh:  OpraHu3OBBIBaTb U 1. BAPUAHT 1
JIOKYMEHTUPOBATh COBEILLAHUSA, Kak dyoem eviensadems 3mom 00Kymenm, cOCmaeieHHblil
MIEPETOBOPHI, MPE3CHTAIINH; ¢ coonrodenuem ecex mpeoosanuii?

OpraHu30BBIBaTH  paboTy ¢
JOKyMEHTaMU Ha BCEX JTamax
UX MPOXOKIACHUSA ITPUKA3 no 3akpeiToMmy AKnuoHepaomy OomecTBy
«Poccuiickas nymnuHa» (CoBeT JUPEKTOPOB)

09 cents6ps 2013r

Nel7

Ha ocHoBanuu xoopaunannonHoro miasa ot 03.09.13, 4,
npeacenarens coeta 3A0 «Poccuiickast mylHUHAY,
MIPUKA3bIBAI0 HA3HAYUTh OTBETCTBEHHBIM IIPEICTAaBUTEIIEM
3AO0 na aykiuone E.B. BacuibeBa. EMy HeoOxonumo
MIOATOTOBUTH IPEUIOKEHUS 110 COCTaBY JEJIETallui 1
npeacTaBuTh Ha paccmorpenue Cosery o0 15.10.13.
CmupHoBy JI.B. 1OArOTOBUTH YTOUHEHHBIH aCCOPTUMEHT
MYIIHBIX U3JIEIUNA, TOJIB3YIOIINXCS HAauOOJIBIIUM CIIPOCOM,
U IIpeJcTaBuTh Ha paccmoTpenue Cosety 1o 15.10.13.
I'enepanbHBII TUPEKTOP

Jlan I' K.

OTBeT: MeTOAMYECKHE PEKOMEHAAI UM

[Tpukassl opopMisIFOTCs Ha 001IeM OiIaHKe TPEATNPHUATHS
WY Ha OJTaHKE TPHUKa3a.

[Ipuka3 BKJIFOYAET BCE BO3MOKHBIE PEKBU3UTHI: ATy,
HOMeEp, YTBEp)KJIEHUE, Ha3BaHHE BHJIa JOKYMEHTA, TEKCT,
MOJITHUCh, TPU(Q COTTACOBaHMS, BU3Y COTIIACOBAHUSI.
[Ipuka3pl 1O OCHOBHOM JI€ATEIbHOCTH HYMEPYIOTCA U
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BEJIYTCS OTJEIBHO OT IIPUKA30B O JUYHOMY COCTABY.
[Ipuka3 10KEH UMETH 3arojJ0BOK, OTBEYAOLIMKA Ha BOIIPOC
«o ueM?» («O peopranusaiy NpeaAnpUsTHUI,
HenonyctuMo — «IIpukas no npennpusturo», «llpukas
TeHEepPaIbHOIO JUPEKTOPAY).

TekcT nmpukaza COCTOUT U3 JIBYX YaCTEH:

- KOHCTaTUPYIOIIEH;

- pacropsAUTEILHOM.

B xoHCTaTHpYIOLIEl YaCTH YKa3bIBAIOTCSI OCHOBAHUS AJIS
W31aHMs pUKa3a (HOPMATUBHBIE IOKYMEHTBI, pEIICHUs
CoBera TUPEKTOPOB, MPOU3BOICTBEHHAS HEOOXOJMMOCTB ).
TekcT HaunHaeTCs ciioBaMu: «B cBs3u...», «B
COOTBETCTBUH...», «B nemsix...», «/Ing...».
PacniopsiquTenbHas 4acTh HAUUHAETCS CIOBOM
«ITPUKA3BIBAIO», nanee nuiyT «KOMy», «4TO CAEIATHY,
«J10 Kakoro uncinay. Eciau nopydeHne UCTIOTHUTENIO JaeTCs
[IOCTOSIHHO, TO CPOK UCIIOJIHEHUS B PUKA3E MOXKET
OTCYTCTBOBATb.

TekcT mpukasza ASNUTCA HA MMYHKTHI, KaXIbIA MMYHKT
HAYMHAETCS C KPACHOM CTPOKH.

Haubonee pacipocTpaHeHHBIC CII0BA PACTIOPSIIUTEITHHON
YacTU: NMIPUKa3bIBa0, OPraHU30BaTh, 00ECIEUUTh,
MOATOTOBUTH, COCTaBUTh, IIPOBECTH, BBECTH B JICUCTBHE.

B nocneanem nyHKTE yKa3bIBaeTCA JULO WIA CTPYKTYPHOE
MOJpa3IeJICHUE, OCYLIECTBIISIIONIEE KOHTPOJIb 32
BBIIIOJIHEHUEM JIAHHOTO NpuKa3a. Eciu Takoil myHKT
OTCYTCTBYET, TO KOHTPOJIb OCYIIIECTBIIIET PYKOBOAUTEIb
NPEANPUITHS JIUYHO.

Ecaun npukas BBOAUT B IeHCTBUE KaKUE-THOO TOKYMEHTBI
(MHCTPYKIINH, TPaBUIIA, IOJOKEHUS ), TO OHU OPOPMIIIOTCS
B BH/JIEC NPUJIOKEHUSI K TIPUKA3y (B IPAaBOM BEPXHEM YTITy
npukasa craButcs: «lIpunoxenne k nmpukasy ot 01.09.2008
Ne 7»).

[Tocne cocraBneHus TeKCTa MPUKa3a HEOOXOIUMO MTPOBECTU
€ro COTJIaCOBaHUE U MOAMKICAHUE.

2.BAPUAHT 2

Hainmu owuorku ¢ 0oKymenme

AKIIMOHEpHOE 00IIECTBO 3aKPHITOrO

TUIIA «YTBEpKAAIO»
«Mapus»

Hupexrop Ilerpos 1.1O.

08 centsiops 2013
AKT

12.10.13 1. Nel3
MockBa

OcHoBaHue npuka3 Ne 12 ot 10.09.13
CocraBieH HKCIepTHON
KOMUCCHEN B COCTaBE:
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[Ipencenarens HauvanbHuk otaena kaapos
Berpos 1.

UsieHbl KOMHCCUU Crapmumit uacnexkrop OK
Bapmamosa W.I"., nomomuuk uncnekropa OK AdanacbeBa
P.T.

Komuccus orobpana k yHUUTOXKEHHUIO, KaK YTPAaTHUBIINE
MPAKTUYECKOE 3HAUCHHE U B CBSI3U C UCTEUCHUEM CPOKa
XpaHEeHus, CIEAYIOIHUE TOKYMEHTHI:

T'oxet THIBI TOKYMCHTOR KomunuecTBo
JIOKyMEHTOB HOKY JIOKyMCHTOB
1989 [Mpuka3sl M0 OCHOBHOM 118

JeATeIIbHOCTH
1990 CayxeOHble MUChMA 569

JIOKYMEHTBI U3MENbYCHBI U CIIAHBI JUISI YHUUTOKEHHUS 10
3aroTOBKE BTOPUYHOTO CHIPHS MO MPUEMO-CAATOYHOMN
gaxkiamuoit ot 10.10.13.

HauanbHuk oTnena kaapos
Berpos B.1.

Crapuuit uacnextop OK
Bapnamona N.T".

[Tomomuauk nucnexkropa OK
Adanaceesa P.T.
[Ipunoxxenue: npueMo-caaToyHasi HakJagHas

OtBet: Meroanueckne peKOMEHJaluu

IIpaBuia cocTaB/ieHMs aKTAa:

1.  Aktbl opopmisitoTcs Ha o01ieM OjaHKe (BHYTpEHHHUE),
€CJIM COCTaBJISI€TCS BHEIIHUM aKT, TO HA OJIaHKE JOJKHBI
OBITH CIIPaBOYHBIE JaHHBIE 00 OpraHU3aIHH.

2.  AKT MOXXET UMETh 3ar0JIOBOK («AKT MpUeMa-Tepe adn
JIOKYMEHTOBY).

3. JlaToii akTa siBNsieTcs gata COOBITH (YTBEPIKICHHUS)
WJIM J1aTa MocieHeN NOAIUCH, HalpuMep, Koraa
COCTaBJISIETCS aKT MpUeMa-ciadyl padboT, MOJIUCHIBAEMBIH
JBYMsI CTOPOHAMH.

4. Bo BBOAHOM YacTu aKkTa yKa3bIBaeTCsl OCHOBAHHE €TI0
COCTaBJIEHUS (HaIpUMEp, CChUIKA HA JOKYMEHT, Ha KaKue-
60 (GakThl, COOBITHUS, IEHCTBUSA).

5. Jlamee yka3bIBaeTcs cOCTaB KOMUCCHH: (paMuus,
WMHUIMANBI TIpeJcelaTesl U WIEHOB KOMUCCHHU B
asi(haBUTHOM TOPSIJIKE, TP HEOOXOJMMOCTH YKa3bIBAIOTCS
JOJKHOCTH, (aMHUIIMU 1 UHULIAAJIbl IPUCYTCTBYIOIIUX.

6. B OCHOBHOIf yacTu aKTa W3AralTCs LEIH, 331a4H U
CPOKH MPOBEIEHHOW KOMUCCHEN pabOThl, €€ pe3ynbTaThl
(BBIBOJIBI, 3aKJIFOUEHUS, IPETIOKEHUS ).

7. TekcT akTa MOXET UMETh MYHKTHI, HOJIYHKTHI HJIN
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MMETh TaOIUIHYIO0 opMy.

8. Ilocne TekcTa ¥ OTMETKH O MPHIIOKEHUN YKA3bIBAIOTCS
CBEJICHUS O KOJIMYECTBE IK3EMILISIPOB aKTa, O MECTE MX
HaxXOXICHUA NN aJpecaTax, KOTOPbBIM OHU OTIIPABJICHBI.

9.  AKTHI IOANMKCHIBAIOTCS BCEMH JIMIIAMHU,
NPpUHUMAaBIIMMHU Yy4aCTHUEC B €T0 COCTABJICHHUHU, IPUICM B TOU
e MOCIIeI0OBATEIbHOCTH, B KOTOPOW OHM yKa3aHbI B Ha4aje
akTa. Ecnu yka3pIBaroTCst JODKHOCTH COCTaBa KOMHUCCHH,
TO TIOJITMCH CTABSITCS B UEPAPXHUUECKOM MOPSIJIKE.

10. AKTBI 4acTO yTBEp)KIAOTCs (110
MaTepUagIbHbIM, ((MHAHCOBBIM U JIp. Ba>KHBIM BOIIPOCaM).
11. [Toamuces 0 TOM, YTO aKT HAIIPABJICH B

JIEJI0, CTAaBUT HAYaJIBHUK MOAPA3IeJICHUs, B KOTOPOM
JAHHBINA aKT UCTIOIHSIICS, JIMOO MpeceaTellb KOMUCCHH.

3.
BAPHUAHT 5

Hcnpasvme 00Kymenm 6 coomeemcmeuu ¢ npasuiamu
MeHcOYHAPOOH Ol NEPenUCKU

Brain Institute
Svetlanovsky Avenue 47
Moscow, 123987, Russia

Ref: 123 Your Reference: 212
17 December 2012

Dr. James Smith

Brain Research Street

19 Oxford Street, London
NE 20, England

Dear Mr Larson

Thank you so much for your kind invitation it take part in
the International Congress to be held next mounth. It gives
me pleasure to accept your invitation and I look forward to
seeing you and other friends of mine.

Your sincerely

lvanov A.A.
Director
cc Mr Jack Masey.

OTtBeT: MCTOAUYCCKUEC PEKOMEHOAINN

Oco0enHocT 0popMIIeHNSI PEKBU3UTOB MUCbMA
HHOCTPAHHOMY IApTHEPY.

PexBusur 1 - «Ceedenun 06 omnpasumene) (aBTope
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JOKyMeHTa). B 1eBoM BepxHeM yriy, B BEpXHEM MTPaBOM
yIJ1y WIH B IIEHTPE BEPXHEH YacTH JIMCTA PacIoaraeTcs
sMmbiieMa 1 HauMeHoBaHue Gpupmbl. Eciu koMmanus
MaJIOM3BECTHA, TO YKa3bIBACTCS NPOPHIIb €€ IesITeIbHOCTH,
Hampumep, «ppaxTt CyJI0B», «OpraHu3alus TypoB» U T.I.
Taxxke ykaspiBaeTcst ajipec GUPMbI, HOMEpa TeIePOHOB,
(hakcoB, 2JIEKTPOHHOI MOYTHI, HHOT/1a HA3BaHUE
oOciykuBatomiero 6anka. Mlaorna (3To gomyckaeT cranaapt
NCO) nns ykazanust aapecoB U TeaeHOHOB UCIOIb3yeTCs
MECTO HaJl HYKHUM I10JIeM OJIaHKa.

Bce octranbHbie peKBU3HUTHI pacoiaratoTcsi OT TPaHUIIbI
JIEBOTO T0JIsA, Oe3 ad3a1leB, XOTs PEKBU3UT «J1aTa» MOKET
MepeMenaThCs K IpaBoMy IMOJIO.

PexBu3ur 2 — «cevtika» (Reference) Ha Homep 1oKymeHTa
JIEJIOBOTO MapTHEPa, Ha KOTOPBII TaHHBIM JOKYMEHT
spigercs orBeToM (Yourref.), uro ananornuno «Ha Bamr Ne
...», U cchlIKa Ha cBoi Homep (Ourref.), 4to , o cyTH,
SIBJISICTCSI HAIIIUM UCXOJISIIIIUM PETUCTPAMMOHHBIM HOMEPOM.
Ccpika MOXKET ObITh UPPOBOIA, OYKBEHHOH HITH
OykBeHHO-IIU(POBOH. B uncie 371eMeHTOB CCHIIIKUA MOTYT
OBITh MHHUIIMAJIBI aBTOPA MTUChMA, CEKpeTapsi T
WCIIOJIHUTEIS, TOPSIKOBBI HOMEP JOKYMEHTA, YCIOBHOE
0003HaYeHHE CTPYKTYPHOTO MOIpa3IeieHus, 1ena, (aiiia.
PexBu3ur 3— «/[lamay yka3piBaeTcs COTJIaCHO IPUHSITON B
CTpaHe ajpecara cucteme. HanexHee Bcero ykasarb YuCio
uudpamu, HAMMEHOBaHHE MeCs1a TTOJTHOCThIO B OyKBEHHOM
¢dbopme u rox nudpamMu MOTHOCTHIO, HarpuMmep: 15 August
2010. (Cranmapt UCO pexkomenayert Tak: roa, T.e. 2001-
05-23).

PexBusur 4 — «Adpec nonyuamena» cCOCTOUT U3
PacroI0KEHHBIX MOCTPOYHO:

- UIMEHU U (HaMUIUU TTOTy4YaTeNs;

- HANMEHOBAHUS KOMITAHHH;

- HOMepa J0oMa, YIHIIbL;

- TOpoJia, TOYTOBOTO OKpyTa (MHIEKCA);

- CTpaHsbl.

PexBusut 5 — «K ceedenuro», i ykazaHue Ha
KOHKpeTHoe u1o0. VMicnonb3yeTcs , eci B afjpece He
yKa3zaHa (haMuius noayvarens, opopmisercs nocie
anpeca, Haripumep: Attention: Mr. P. Cooper. Otot
PEKBU3UT HE SIBISETCS 0053aTEIIEHBIM.

PexBU3UT 6 — «6cmynumenvnoe oopawjenue» NUIIYT C
HOBOM CTPOKH , OTCTYIIHB OT 3/Ipeca YEThIPE MEKCTPOUHBIX
WHTEpBaa.

JlenoBoe mucbMo HaunMHaeTcs co cioB «Dear ...». Moryt
HCIOJIb30BATHCS CIeAyIoIre Gpasbl:

- DearSir — eciiu uMs mosTydaTessi HEM3BECTHO;

- DearMadam — ecniu uMs oy4aresnst HEU3BECTHO;

- DearMrNeit — roctioguHy, UMt KOTOPOTO M3BECTHO;

- DearMrsFella — 3amyskHeit sxeHIUHE;

- DearMissJones — He3amMy»XHel )KEHIIHHE;

- DearMsMorrison — 3amy>kHel WM He3aMY)KHEH
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YKEHILHUHE.
PexBu3UT 7 - «3a20/1060K nucema» yKa3bIBaeTCs MOCIIE
BCTYNUTEIHHOTO OOpalieHust 1 0003HaYaeTcs:

- RE: - cokpamienue ciopa «regarding)» (OTHOCHUTEBHO);

- Inre: - cokpamenue coueranus «Inregardto»
(kacaTenbHO);

- Subject: - (mpeamer, Tema, Bompoc);

- IOAYEPKUBAHUEM.
3aroy0BOK He ABIISETCS 00s3aTEIbHBIM PEKBU3UTOM, HO €T0
HaJIM4YMe OTPaKaeT 3HAHUE OTIPABUTEIIEM TPABUI
XOpOILEro TOHa.

PexBusur 8 - «Texcm»MOXKET NIeHaTaThCsl KakK OT TPAHUIIBI
JIEBOTO MOJIsI (COBPEMEHHBIHM BapuaHT), TaK U C OTCTYIIOM
Hayvaa Kaxa0ro ad3ama — ¢ KpacHOM CTpOKH

(KJIacCUYeCKUii BApHUAHT).

A03a11bl OTAETSAIOTCS APYT OT APYTa JOMOJHUTEIHHBIM
MEXCTPOUHBIM UHTEPBAJIOM, UTO 00JIEryaeT BOCIIPUSITHE
coJiepkaHus muchMa. Kpome Toro, OCHOBHBIC MTPEITIOKEHUS
MOTYT OBITH BBIICIICHBI MIPU(PTOM, TOJICPKUBAHUEM H T.]I.

TexcT 00BIYHO JOMKEH YMEIIAThCsl Ha OJJHOW CTpaHHUIIE.
«PexBU3UT 9 — «3axknwuumenvnan gpopmyna
6€XHC/IUBOCHUY YKAZBIBACTCS Uepe3 ABa MEKCTPOUHBIX
WHTEpBaJIa.

Ecnu nuceMo HaunHaercs ciioBaMu: DearMr/Mrs/Miss/Ms,
TO 3aKaH4YHMBaeTcs BeipakeHueM: Sincerelyyours (Mckpenne
Bar).

Ecnu B mpuBerctBum cnosa: DearSir/Sirs/Madam, To
okonuanue: Yoursfaithfully (mpegannsiii Bam).

MoryT Takke UCTIOIb30BaThCS CIEAYIONTNE
cnoBocoveTanus: Bestwishes (Haumyurme moxenanus).
PexBusur 10 — «IToonucs» pacnionaraercs HUxKe GOPMYIIbI
BEXKJIMBOCTH. J{enaercs He MeHee MATH MEKCTPOUHBIX
WHTEPBAJIOB IS JIMYHOM MOJANKUCH aBTOpa nuchbma. Huxke
MO/INKCH yKa3bIBaeTcs ee pacundpoBka: UMs U haMuius,
Ha CIIeYIOIIEH CTPOKE — JODKHOCTB JIUIA, TTOITHCABIIETO
JTOKYMEHT. JIOIKHOCTh HE YKa3bIBa€TCs, €CIIA MTUCHMO
MTOJ/IMMACAHO PYKOBOJIUTEIIEM KOMITAHHH.

[Tepen mOAMUCHEI0O MOXKET CTOSATH OTMETKA «P.pP.», UTO
03HAYaeT «OT HMEHUY, B TOM ClTydae, KOTr/a MO YNHEHHBIC
MOJMHUCHIBAIOT TOKYMEHT 10 MOPYYCHHIO PYKOBOIUTEIS.

PexBu3ut 11 — « Ykazanue na npunoscenuey (€cinv oHO
€CTh) JJaeTCs B MOJIHOM WIIM COKpaIleHHOU (hopme:
«Enclosure:» nnn «Encl:», nanpumep: Encl: Contract Ne
11/Si.

PexBusur 12 — «Ykazanue na paccoinky konui».I1pun
HampaBJIeHUU Komuii nmuckMa («Carboncopy» UK «CC»)
HECKOJIBKUM aJipecaTaM yKa3bIBAIOT (haMUIIHH JIUI] HITH
KOMITaHUH, KOTOPBIM OTITPABIIEHBI KOIHH.

VYMeTh: COCTaBJIATH OCHOBHBIC
BUbI OpTraHHu3allMOHHO-
pacnopsaguTCIbHBIX n

1.BAPUAHT 3

Hcnpasvme npomoxon, codiooan éce mpedosanus
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CIPaBOYHO-UH(OPMALIMOHHBIX
JIOKYMEHTOB

cocmaenenusn u oopmiaeHus 0GHHO20 00OKyMenma
000 «Azsepc»

ITPOTOKOJI
14.03.20 Ne45
3acenanust CoBeTa AUPEKTOPOB

[Ipencenarens: A.b. IBaHOB

Cexpertapb: C.M. IlerpoBa

[TpucyrcrBoBanu: C.C. Cugopos A.Il. I'paues, M.A.
Kyssmun, P.M. SIkoBneBa.

IToBecTka nHs:
Otyet o paboTe npeanpuaTua 3a lll KBapTan.
Bonpoc o cny»xbe oxpaHbl.

1. CJIVIIAJINA:

P.M. SIkoBneBy (ri1aBHOTO OyXranrepa) — 3a4uTaH
(UHAHCOBBIN OTYET 32 OTYETHBII MEPUO/I.
BBICTYIINJIN:

A.b. IBaHOB — yKa3aj Ha HEJJOCTaTOYHBIH POCT
MPUOBLTH TIO CPABHEHUIO C 3aINIAHUPOBAHHOM.

A.IlL. I'paueB — npeajIoKuiI HAaHATh JIOMOJTHUTEIBHO 15
COTPYTHUKOB JJIs BBITIOJTHCHHSI 3aINIAHUPOBAHHOTO 00beMa
pabor 3a rog.

I[NTOCTAHOBWIJIU:

1.1  VYTBepauts Oyxranrepckuii 6ananc 3a I kBapTai.
1.2  TlpunsTh Ha paboty 15 cOTpYIHHUKOB.

2 CJIVIIAJIMA:

M.A. Ky3bMHHa — OTYET O COTPYAHUYECTBE C YACTHBIM
oxpannbIM npeanpuatueM (UOIT) «Coxomy.
BBICTYIINJIN:

C.C. Cu1opoB — OTMETUI BBICOKOE KaueCTBO pabOThI
YOIIa, npeninoxui NpoJoIKUTh COTPYIHUYECTBO C
YOIIom «Coxony.

I[TOCTAHOBWIJIU:
2.1  npononruposats goroop ¢ YOITom «Cokon» Ha
CHEAYIOUIUHI TOI.

[Ipencenarens noonucy A.b.
HBaHoB

Cekpertapb noonucy CM.
ITerpoBa

Ortser: MCTOAUYCCKUC PCKOMCHAAIUN

OcobennocTu 0(popMiIeHHS TPOTOKOIA:

1. CocrasisteTcs Ha 001eM OJIaHKe MIIM Ha YNCTOM
nmucTe Oymaru, Ha KOTOPOM YKa3bIBaeTCsi HAMMEHOBAHUE
Buaa nokymenta — «[ IPOTOKOJI».

2. OO0s13aTENbHBIMU PEKBU3UTAMH MPOTOKOJIA SBIISIOTCS:
HANMCHOBAHHC OpFaHI/ISaIII/II/I, Ha3BaHUEC BHUA JIOKYMGHTa,
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JlaTa 1 HOMep MPOTOKOJIa, 3ar0JIOBOK K TEKCTY, MOIHUCH.
JIOTIOTHUTETHPHBIMU PEKBU3UTAMU TIPOTOKOJIA SIBIISTFOTCSI:
HauMEHOBAaHME CTPYKTYPHOT'O MOpa3AeseH s, rpud
YTBEPXKACHUSI, OTMETKA O HAJIMYUH NIPUIIOKEHUM, MECTO U
BpeMsl POBEACHUS 3aceianusl, GaMIIUS U UHUITHAIIBI
IIpe/ICeAaTeNbCTBYIOIIEr0 Ha COBEILIAHUY, 3aCElaHUH, 1aTa
MOANKCAHUS IPOTOKOJIA, CIIOCOO roJI0COBaHUs (OTKPHITOE,
TallHOE, 3204YHOE).

3. Jatoit mpoTokona siBisieTcs JeHb MPOBEACHUS
MPOTOKOJIUPYEMOTO COOBITHS (3acCeAaHusl, COBCIAHUS U
T.1.). Ecniu oHO mpooimkanocs HECKOJIBKO AHEH, TO Yepes
TUPE YKa3bIBAIOT JAAaThl HAUaJla U OKOHYAHUS 3aCeaHMUs.
Hanpumep, ohopmienue natel 3acegaHus,
npogomkasmierocs nsa aasti: 04.05.2012 — 05.05.2012
WU 03 — 04 mas 2012 r. JlaTa pacnoyiaraercs
OJIHOM CTPOUYKOI HUKE Ha3BaHUS BUJA JIOKYMEHTA WM HaJ|
CHeIHabHON OrpaHUYHUTEIHHON JTMHUEH B 001IIeM OJaHKe.
4. Homepom npoTokoiia sBisieTcst NOPSAKOBBIA HOMED
3aceaHus KOJIJIETHaJIbHOIO OpraHa B Ipejaesnax
KasieHapHoro rozaa. [lpu odopmiiennn Homepos ¢ Nel o 9
HE00XO0MMO HUCIIOIH30BATh MUHUMYM JBa 3HAKA.
Hamnpuwmep, «Ne 01», «Ne 07». Homep nporokona
oopmIsieTcst Ha TOM e CTPOKE, YTO | JaTa.

5. B 3aronoBke yka3bIBaeTCsl HA3BaHUE
KOJUIETHaJIbHOTO OpraHa WK 3acejaHusl, KOTOpoe
COTJIacyeTCs C Ha3BaHMEM BHJIA IOKYMEHTa, HaIpHUMep:
[MTPOTOKO/JI (uero?) 3acenanust CoBera JUPEKTOPOB.
3aronoBok 0(hOpPMIISETCS OJJHOM-IBYMs CTPOKAMH HIKE
PEKBHU3UTA «MECTO COCTABIICHUS WIIN U3TaHUS
00s13aTeNTbHO OT TPAHMIIBI JIEBOTO MOJIS MM Ha TUIOMIAIHN,
OTMEUYEHHOU B 00111eM OJIaHKE OrpaHUYUTEIbHBIMHU
yroJIKaMH B JIEBOM BEpXHEM YTy TUCTa OyMaru.

6. TekcT mpoTOKOJIa COCTOUT U3 BBOJHOM M OCHOBHOM
YacTeu.

BBonHast yacte oopmisieTcs B Ciieyromen
IIOCJIE0BATEIBHOCTH:

Ilpeocedamensy — pamMunusi 1 HHUITAAITBL;

Cexpemaps — haMuIHs 1 UHUITUAIIBI;

Ilpucymcmeosanu: HaMuIuy U HHULUATIBI
MPUCYTCTBYIOIINUX COTPYIHUKOB B aihaBUTHOM TOPSIZIKE,
3aTeM JODKHOCTH M (paMUITUM npurianieHHsix. Ecnn
pUCYTCTBYIONUX Oosee 15, yka3piBaeTcs Ux oo1ee
KoinuecTBo. Eciu ¢ ykazaHuem J0JKHOCTH, TO B TOPSIKE
yObIBaHus uepapxuu. Ecinu npucyrcrBoBanu 200 u Gosee
gyesnoBek, To rumeTcs — «110 gen., uro cocraBiser 80%
00I11ero KoJM4ecTBa akiinoHepoB. CIUCOK Mpujaraercs
(cm. mpui. Ne 1).»

daMUIMK ¥ MHUALMATBI TPUTIAMICHHBIX TOJKHOCTHBIX
JIUL, KOTOPbIE HE SABISIOTCS WIEHAMH KOJIJIETHATbHOTO
opraHa, HO MPUCYTCTBOBAJIM HA 3aCEAaHUU, IEPEUUCISIIOTCS
nociie cioBa «IIpurnamenssie:». OHO opopmitsieTcs OT
TPaHUIIbI JIEBOTO MOJISI IBYMSI CTPOKAMU HIKE CJIOBa
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«[IpucyrcTBOBaNIM:» U 3aKAHYUBACTCS IBOCTOUHEM.
JIOMKHOCTH 3THX JIUL IPUHATO YKa3bIBaTh.
BBoaHas yacTe IpOTOKOJIA 3aKaHYMBACTCS IOBECTKOM JIHS.
[lepeueHb BONPOCOB, BBIHECEHHBIX ISl 00CYKIEHUS,
odopmisiercs nocine cioB «lloBecTka AHS:», KOTOpBIE
pacnosararoTcs OT IPaHULIbI JIEBOTO MOJIS IBYMSI CTPOKaMHU
HUKE COCTaBa MPUCYTCTBYIOUINX U 3aKaHYUBACTCS
nBoeroureM. Kaxaprit Bompoc Gpopmymnupyercs ¢
npemiorom «O» i «O6», oTBevaeT Ha Borpoc «O uyeM?»
U COACPKUT YKa3aHUe JTOJDKHOCTH, (PaMHIIIUN U MHUILIAAIIBI
nokiagurka. Borpockl HymepyroTcst apabckumu nudpamu,
pacnosararoTcs Mo CTENEHU UX 3HAYUMOCTU U
0 OPMIISIIOTCS C KPACHOM CTPOKH.
OcHOBHast YaCTb COCTOUT U3 Pa3eiIOB, COOTBETCTBYIOIINX
MYHKTaM MOBECTKU JHS. TeKCT KaXKA0ro pa3zesia CTPOUTCS
10 CXEME:

CIIYHIAJINA:

BBICTYIINJIA:

[NOCTAHOBWJIN (PELINJIN):
[Tocne nBoeTOUMS Ha ClEayIOIIEH CTPOKe ¢ ad3alia
OUIIyTCs: (PaMIJTUU ¥ MHUIHAJBI BBICTYNaBIIMX U Yepe3
TUPE — KPaTKOE U3NI0’KEHUE TeKCTa BBICTYIIeHHs. Eciu
JOKJIaTUUK MPEJOCTAaBUI TEKCT CBOETO BBICTYILIEHUS , TO
MOCJIe TUPE YKA3bIBACTCS: «TEKCT BBICTYILICHUS
npuiaraercs (mpuioxxeHue 1)».
7. [TocranoBsenus (peieHus) yka3plBaloTCs B
IIPOTOKOJIE TIOJHOCTBIO, T. K. SIBJIIOTCSI HanboJiee BaxKHOMN
ero Jactelo. [loctaHoBIsAIOMIAs YaCTh MOXKET
MO/IPA3AENAThCS HA TYHKTBHI.
8.  Ecnu npoBoauiock rosiocoBaHKEe MO KAKOMY-JTH00
BOIIPOCY, YKa3bIBAIOTCS €0 pe3ynbTaThl («3A» - 15,
«I[TPOTUB» -3, «<BO3AEPXXAJIOCH» - 1)
9.  Bce BOIpOCH K AOKIAMYNKY U BHICTYIITHBIINM, a
TaK)K€ OTBETHI HA HUX 3alMCHIBAIOTCS B OPSAIKE UX
MOCTYIUIEHUS U OPOPMIIIOTCS C KPACHOU CTPOKH.
damMuInIO IMIA, 331aBLIETO BOIPOC, AOMYCKAETCS HE
YKa3bIBaTh.
10. IIpoTokos moanuchIBaeTcs MpeaceaaTeieM u
cekperapeM. OHU MTPOCTABISAIOTCS Ha OTPEIAKTHPOBAHHOM
U CBEPEHHOM NPOTOKOJIE. PacnonararoTcs TpeMsa-4eTbIpbMs
CTpOKaMH HUKE T€KCTa OT IPaHULIbI JIEBOTO MO U
pa3AemsoTCs 0OIHOM cTpokoii. B pacmmgpoBkax noamnucei
MHUIMANBI pacroiaratoTcs nepesa Gpamunuei.
11. B 0c000 Ba)KHBIX CIy4asx BBICTYNABIINE JTOJKHBI
BU3UPOBATh MPOTOKOJ, BU3bI IPOCTABIISIFOTCS HA JIEBOM
10JI€ JOKYMEHTA, Ha YPOBHE 3aIIMCH BBICTYIIJICHHUSL.
12.  OtnenbHBIC BUABI IPOTOKOJIOB (ITPOTOKOJIBI
3acejaHusl TEXHUYECKHUX, IKCIIEPTHBIX COBETOB, KOMUCCHH,
MIPOTOKOJIbI UCTIBITAHUNA U HEKOTOPbIE IPYTHE)
YTBEPKAAIOTCS] pyKOBOJUTEIIEM OpraHU3aLuK MU
BBIIIIECTOSIILIETO OpraHa.
13. TIpoTokosiaM npuCBanBarOTCs NOPSAKOBbIE HOMEpA B
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npeenax KajJeHAapHOoro rojia OTACIbHO MO0 KaXA0W TpyIie
MIPOTOKOJIOB.

14. K npoTokoiaM MoAIIMBAIOTCA MPEICTaBICHHbIE HA
paccMOTpEeHHUE MaTepUaIbl.

15. TIpoTokobI XpaHATCS MOCTOSHHO.

2.BAPUAHT 4
Kak dyoem eviensadems 3mom 00KymeHnm, ogpopmienHulil
no ecem npagunam?

OJINTA

112010, Mockga, yi. ®ps3eBckas, 2
Hupexropy AO «ux»
p/c 324554984 B CBC-Arpo

Bonkosy C.C.

Ten. (495)125 24 24 113251,
MockBa

21.12.20 14/1-2 VIL

Meramnypros, 1
Ha Ne 2/06/-05 ot 15.12.20

YBaxaemslii Cepreii CepreeBuu!

Ha Bamry mpocb0y 0 IOCTaBKe ChIpbSl OTBEYaeM, YTO
yKa3aHHasl IOCTaBKa HE MOXKET OBbITh OCYIIECTBIICHA 10
11.01.21.

[Ipocum Bac moarBepanTh MO0 OTKA3aTHCS OT MOCTABKH.

HcnosHuTenbHBIN AUPEKTOP
Bopo6resa O.C.

OTBeT: METOAUYECKNE PEKOMEHJAIUN
Od¢opmiieHue peKBU3UTOB CJIYKeOHOr0 MUChbMa

O0s13aTeIbHBIMU PEKBU3UTAMU CITYKEOHOTO TUChMa
SIBJISIIOTCS: PEKBU3UTHI OJlaHKA (HAUMEHOBaHME
OpraHM3alliy, CIIpaBOYHbIE JaHHbIE 00 OpraHu3aluu, 1ara
MUChMa, PETMCTPALIMOHHBIA HOMEp, CChUIKA Ha J1aTy U
perucTpaliMoOHHbI HOMEp MOCTYNUBILErO JOKYMEHTA),
azipecar, 3arojIoBOK K TEKCTY (MpH HE0OXOAUMOCTH), TEKCT,
OTMETKA O HAJIMYMH MPUIOKEHUS, TOANUCH, OTMETKa 00
HCIIOJIHUTEIIE.

Ha 6nanke ciyxe0HOTro nmuchmMa MOXKeT PUCYTCTBOBATh
n3ob0pakeHue rep6ba wim smMOIeMsl oprannsanuu. Hazpanue
Buja nokymenrta (IIMCbMO) ne yka3piBaeTcs
(MCKITIOYEeHHE — TapaHTUIHOE TTHCHMO).

Jly1s cocTaBieHusl TUCEM HUCTIONb3YETCs CIIeMalbHbIH
OJaHK MHMChbMa, I71e Ha3BaHHE BUJa JOKYMEHTa He
YKa3bIBAETCsl.

B 3aro10B04HOI1 YacTH NMCHMA TIEYATAIOTCS CIECIYIOINE
PEKBU3HTHI:

«I'ocynapcrBennnlii repd P®» nnu «I'epd cyobexra POy
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WIH «TOBAPHBIN 3HAK).

«HauMeHOBaHHe OPraHU3alUN» SBISIOLIEHCS aBTOPOM
JIOKYMEHTA.

«CnpaBo4Hble JaHHbIE 00 OPraHU3ALMN» BKIIOYAOT:
MOYTOBBIN aapec, Homep TenedoHa, hakca (HoMepa CUeTOB
B 0aHKe, aJipec AICKTPOHHOM MOYTHI U Jp.).

«/laTa nokyMeHTa) - 1aTa ero MOANHCAHUS.
«PerncrpanMoHHbINH HOMEP» - HOMEP JJOKYMEHTA,
MPUCBAaUBAEMbIIl €My OpraHU3aIUeH.

«Cchli1Ka HA perucTPAlMOHHBIN HOMEP U JaTy
AOKYMEHTAa» - 3al0JIHIeTCS B TOM CIy4ae, €l MUCbMO
SIBJIIETCS. OTBETHBIM.

«3aroJ10BOK K TEKCTY» BKJIIOYAET KPAaTKOE COACpKAHHE
JIOKYMEHTA. 3aroJI0BOK COIJIacyeTcsi C HAUMEHOBAaHUEM
BUJIA IOKYMEHTa (B JAHHOM CJIy4ae MUChMO), OTBEYAET Ha
BOIIPOC «O YeM» («0 KOM»), HaunHaeTcs ¢ npenaiora «O»
i «O6». Hanpumep: «O cpokax moctaBku», «O0 ydactuu
B BBICTABKE».

B nucemax 10mKHBI OBITH TPAaBUIIBHO YKa3aHbI COCTABHBIE
4acTU PEKBU3HTA «ajpecar» (IojlyyaTess nucbMa): pupma,
CTPYKTYpPHOE I0/Ipa3JeJIeHHE, JOIKHOCTb, TIOUYTOBBIN aapec
MOJTy4aTes.

Ecnu nuceMo ogHOrO cosiep:kaHus HalpaBIIseTCs
HECKOJIbKUM aJipecaTtaM, cHauasaa yKa3blBaeTCs aipec
OCHOBHOT0 MOJIy4arTes, 3aTeM epeUHCISIOTCs ApyTre.
Ecnu noxymeHT HampagmsieTcs 6oyiee 4eM YeThIpeM
ajzipecaTam, COCTaBJISIETCSl CIIMCOK PAaCChUIKU U Ha KaKJIOM
9K3EMIUIAPE YKa3bIBAETCS JIMILIB OJIUH aIpecaT, KOTOPOMY
HaIpaBJIAeTCs KOHKPETHBIN SK3EMILIIAP.

Ecnu nuceMo ogHOTO cozep:kaHus HalpaBIIsIeTCs
HECKOJIbKUM OJTHOPOJIHBIM aJjpecaTtam, TO ajipecar MUIIyT
0006mmenHo. Hanpumep (komnemxam o r. Openoypry).
«Texer» nuceMa 10KEH OBITH JIAKOHUYHBIM,
Mocye10BaTelbHbIM, YOAUTENbHBIM U KOPPEKTHBIM. TekcT
MMCbMa, KaK MIPaBUJIO, HE IPEBBIIIAET OJTHON CTPaHUIIBL.
TekcT nrcbMa yaile BCero COCTOMT U3 BBOJHOM YacTH U
OCHOBHOM.

Bo BBOHOI YacTH yKa3bIBAIOTCS NPUYMHBI, BBI3BABIIIE
COCTaBJICHHE NMHUChMa, COTIPOBOXKAAEMbIE CCbUIKAMU Ha
(baxThl, 1aThl, TOKYMEHTBI, HalIPUMEDP:

«B cBA3M ¢ Tem, 4TO npHu noxyyeHuu rpysa 26.01.2002 mo
HaksagHou Ne 2342 B ncripaBHOM BaroHe ¢
HEHapYIIEHHBIMH IJIOMOaMHU TPy300TIPABUTENS IPU
BCKPBITHH SILIMKOB U MPOBEPKE COAECPKUMOIO C y4aCTHEM
MpPeICTaBUTENS ... ObljIa yCTAaHOBJIEHA HEIOCTAYa ... IITYK
U3JIEeIUH Ha CyMMY... (KoMMepueckuil akT oT 26.01.2002 Ne
43)...»

Bo BTOpOIi YacTn nucbmMa GopMyIupyeTcs ero OCHOBHas
1ens (IpeIoKeHne, 0TKa3, Mpockoa, rapaHTHs U T.11.),
HaIpumep:

«[Ipocum B Teuenne 10 6aHKOBCKUX JTHEN MEPEUUCIUTh
YKa3aHHYI0 CYMMY Ha Halll paCU€THBIN CUETY.
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«OTMeTKAa 0 HATMYMH NTPUJIOKEHU D) - PEKBU3UT
UCIOJIB3YETCs B COMPOBOAUTENBHBIX MHCbMax. OTMeETKa O
HaJIMYUU TPUIIOKEHUS Pa3MEeIaeTCsl MO TEKCTOM.
«Bu3a» - OTMETKa 0 COTIacOBaHUU JOKYMEHTA BHYTPHU
opranuzanuy. Busza BKI04aeT: JOHKHOCTh BUSHPYIOLIETO,
MOJIMTUCHh BU3UPYIOUIETO, PaCIIM(POBKY HOAIHCH
(vHUIIMATBL, HaMHIIUS) U JaTy.

«IToamucn» odopmisercst Ha 2-3 UHTEpBaAJIa HIKE TEKCTa
JIOKYMEHTA (B COIPOBOAUTEIbHBIX MUCbMAaX — MO]1
OTMETKOM O HaJIM4uU IpujioxkeHus). B cocras pek-Busuta
BXOJIAT: HAUMEHOBAHUE JOJHDKHOCTH JIMIA, MTOAMICABIIETO
JOKYMEHT, JINYHAsI IOJIHCh U paciin(poBKa NOIIHCH
(vHUIIMATBL, (haMUITHS).

«IleyaTp» 3aBepsieT MOJIMHHOCTH MOAIUCH JTOIHKHOCTHOTO
JUIA HAa JOKY-MEHTaX, yJOCTOBEPSIIOIINX IpaBa JIHII,
¢bukcupyromux (akTel, cBSI3aHHBIE C (UHAHCOBBIMU
CpeICcTBaM H JIp.

«OTMeTKAa 00 MCIIOJIHUTEIe» BKII0YAaeT (haMIITHIO (MIH
(bamMIITHIO, UMSI, OTYECTBO) HCIIOIIHUTENS TOKyMEHTA U
HOMep ero TenedoHa.

Onucanne MKAJbI OIICHUBAHUS:

Ouyenxa: 5
Huodienuii nopoe sévinonnenus 3adanus 6 npoyermax: 10
Onucanue xapakmepucmuxu evlnoinerus 3Hanus: O1eHKa "OTIUYHO" BBICTABIISETCS €CIIM 3aJaHue
BBITIOJTHEHO B MOJIHOM 00'beMe WIIH BBITIOTHEHO MPEUMYIIIECTBEHHO BEPHO

Ouyenka: 4
Huosienuii nopoe sévinonnenus 3adanus 6 npoyermax: 60
Onucanue xapakmepucmuxu evlnoinenus 3Hanus: OLeHKa "X0opoIo" BEICTaBISETCS €CITN
OOJIBIIIMHCTBO BOIPOCOB PACKPBITO. BBIOPAHO BEPHOE HANPABJICHUE JJIS pelIeHUs 3a/1a4

Oyenka: 3
Huodienuii nopoe sévinonnenus 3adanus 6 npoyermax: 50
Onucanue xapaxmepucmuxu 6vinoaneHus snanusa: OueHkKa "y10BIETBOPUTEIBHO" BBICTABIIAETCS
€CITH 3aJIaHue MMPEUMYIIECTBEHHO BHITIOTHEHO

KM-8. JlokyMeHTHpOBaHHE TPYAOBBIX OTHOLICHUH

®opmbl peanuzanuu: buners! (MMcbMeHHBIH 0npoc)

Tun KOHTPOILHOrO MeponpusaTHs: TecTupoBaHue

Bec konTpoabHOro Meponpustusi B BPC: 8

IIpoueaypa mnpoBeaeHMsi KOHTPOJIBHOro MmeponpusaTHs: IIpoBoauTcs Ha NPaKTHYECKOM
3aHsaTHHM. PacuetHoe Bpems - 15 munyr. KonmuectBo BapmanToB - 3. KonmuecTBO TECTOBBIX
BOIIPOCOB B BapHAaHTE - 6.

Kpartkoe cogep:xkanue 3aiaHuA:
PaboTa opueHTHpOBaHA HA 3HAHKS BUJIOB JOKYMEHTOB, OTHOCSIIIUXCS K JJOKYMEHTAITHH T10
JMYHOMY COCTaB, M 0COOEHHOCTEH UX 0(OpMIIEHUS
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KoHTpoJibHbIE BONIPOCHI/3aJaHUA:

3HaTh: 3aKOHOAATENbHBIE U IPYTUe
HOPMAaTUBHBIE IPABOBBIE  AKTHI,
perjiaMeHTUPYIOLIUE

UH(OPMALIOHHYIO U
JIOKYMEHTAIIMOHHYIO JIeATEeIbHOCTh
opranuzamuu: Konctutymuio PO,

I'paxxnanckumit Konekc PO,
VT0JI0BHBIN Konexkc PO,
TpynoBoii Konekc PO,
dbenepaibHbIC 3aKOHBI: «O6
uHpopmanuu, UHGpOpPMaTH3ANH U
3amuTe  UHGOPMAITUNY, «O0
ANEKTPOHHOW  MOJAMKUCHY, «O

KOMMEPYECKOM TalHe» U JIp.;
HOPMATHBHBIC, WHCTPYKTHUBHBIE U
METOIMYECKHE JIOKYMEHTBHI,
n3naBaemblie PocapxuBom u ap.

1.. K 1oKyMeHTaM 1o JIMYHOMY COCTaBY OTHOCSATCS
a) 3asBJICHHE
6) Ilpukas
B) CnpaBKka C MecCTa KUTEIbCTBA
OtsBert: a), 0)
2.IIpukassl 10 JUYHOMY COCTAaBY XPaHATCS
a) Bmecre ¢ apyruMu KagpoBbIMU IOKYMEHTaMHU
0) B muunom nene coTpyaHuKa
B) ['pynnupyrorcs B OTAEIBHOE AEIIO0
r) Ha pykax y cotpynHuka
OTtBeT:B)
3. TpynoBble 1OrOBOPHI U JIMUHBIE Aea pAOOTHUKOB
HMpeaNpUsATHS (KpOME PYKOBOJIUTENIEH) XpaHITCS
a)l[ToctostHHO
6) 15 ner
B) 50 ner
r) 75 ner
OtgBer:T)
4.J10KyMEHTBI, IpebsBIsieMble IPU IpHEMe Ha padoTy
a) TpynoBast KHM)KKA, TOKYMEHT, yIOCTOBEPSIIOIIHIA
JIMYHOCTh
0)TpynoBas KHMKKA, JOKYMEHT, YAOCTOBEPSIOIINN
JIMYHOCTH, IOKYMEHTBI BOUHCKOT'O yueTa, JOKYMEHT 00
o0pa30oBaHHH, CTPAXOBOE CBUAETEIHCTBO
roCy1apCTBEHHOI'O IEHCUOHHOTO CTPAaXOBaHUs
B)TpynoBas KHMKKA, JOKYMEHT, YAOCTOBEPAIOILINI
nnyHocTh, IHH, cripaBky 0 COCTOSHUY 310pOBbs
r)TpynoBas KHUXKKa, TACTIOPT, TOKYMEHTHI
BOMHCKOT'O Y4€Ta, XapaKTePUCTHKA
OtBert:0)
5.Cpok XpaHEHMs IPUKA30B M0 JIUYHOMY COCTABY
a) 75 ner
0) 10 nmet
B) 25 net
OTBeT:a)

OnucaHue MKaJbI OlleHUBAHUS

Oyenka: 5

Huoicnuii nopoe evinonnenus sadanus 6 npoyenmax: 10
Onucanue xapaxmepucmuxu ebinoneHus snanus: OueHka "oTIMYHO" BBICTABISAETCS €CIIU 3aJjaHKe
BBITIOJTHEHO B MOJTHOM 00BEME HIIH BBITTOTHEHO MPEUMYIIIECTBEHHO BEPHO

Ouyenka: 4

Huoicnuii nopoe evinonnenus sadanus 6 npoyenmax.: 60
Onucanue xapaxmepucmuxu ebinoneHus snanus: OueHkKa "Xopoo" BICTaBISIETCS €CIH
OO0JIBIIMHCTBO BOIIPOCOB PACKPHITO. BEIOPAHO BEPHOE HAMpaBICHHUE JUIsl pELICHUs 3a/1a4

Oyenxa: 3

Huoicnuii nopoe evinonnenus sadanus 6 npoyenmax: 50
Onucanue xapaxmepucmuxu 6vinoaneHus snanusa: OueHKa "y10BIETBOPUTEIBHO" BHICTABIIAETCS
€CJIM 3aJJaHue MPEUMYIIECTBEHHO BBITIOJIHEHO
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KM-9. KoMMyHUKaIlUM B YIPABJIEeHY€CKO 1eITeJIbHOCTH

®opmbl peajau3anum: bunersl (MMCbMEHHBINA OIPOC)

Tun KOHTPOJBLHOr0 MeponpusaTusi: TecTupoBaHue

Bec koHTpobHOr0 Meponpustusi B BPC: 8

IIpoueaypa mnpoBeaeHMsI KOHTPOJIBHOr0 MeponpusatHsa: I[IpoBoauTcs Ha NpPaKTHYECKOM
3ansTuu. Pacuernoe Bpemst - 15 munyr. KommyectBo BapuantoB - 3. KoOJMYECTBO TECTOBBIX
BOIIPOCOB B BapuaHTe - 6.

KpaTlcoe CoA€cpiKaHuE 3alaHUA:
Pa6oTa OpPHECHTHPOBAHA HAa 3HAHUA OpraHu3anuy IIpOBCACHUA IICPETOBOPOB ; ITPABUJTT O6H.I€HI/ISI
MoCpcaACTBOM BU3UTHOH KapTO4YKH,; HAa 3HAHUW ITPABUJI BEACHUA TGHG(i)OHHLIX NeperoBopoB

KoHTposbHbIe BONPOCHI/3a1aHUA:

3HaTh: NEPEIOBOM OTEUECTBEHHBIN 1.CranzapTHast BUSUTKA JIEJIOBOI'O YEJIOBEKA UMEET
U 3apyOEKHBII OMBIT IO BOMPOCAM pas3mMepsl
OpraHu3aIu MIPOIIECCOB a) 50x90 mm.
YIOPaBJICHUS, JTOKYMEHTALIMOHHOI'O 0) 60x100 MMm.
oOecriedeHUss W YIpPaBIICHUS B) 40x90 MM.
MepCoHAIOM r) 50x80 mMm.
Otser: a)
2.CrnenManbHBIi CHMBOJ HA BUBUTKE, YUTAEMBII KaK
«Ilo3npaBisaron
a) PP
0) PR
B) PPC
r) PF
Otger: 1)
3. MaummaTrBa 3aBepIIuTh Pa3roBop Mo TeiaeoHy
MIPUHAIICIKUT
a) TOMY, KTO HE JIIOOUT JIMIITHUX Pa3rOBOPOB;
0) Bcerzma ToMy, KTO MO3BOHUII,
B) 3aKaHYUBAET Pa3roBOp, OTBEYAIOIINN HA 3BOHOK
OtseT: 0)
4.K crnoBecHON KOMMYHMKAIIUN OTHOCSATCS
a) Jloxmaas
0) A3bIK )xeCcTOB
B) IleperoBopsl 1o tenedony
r) E-mail
OTgerT: B)
5.Ilpennoxxenune 3akIOUYUTH 10TOBOP HA3bIBAETCS
a) Axuenrom
0) Odeproit
B) [IpeamOynoii
OtBeT: 0)

Onucanune MKAJbI OIICHUBAHUA:

Ouyenka: 5
Huodicnuii nopoe sévinonnenus 3aoanus 6 npoyermax: 10
Onucanue xapakmepucmuxu evinoinerus 3Hanus: OneHKa "oTIUYHO" BBICTABISETCS €CIIH 3aJaHue
BBITIOJTHEHO B MOJIHOM 00'beMe WIIHM BBITIOTHEHO MPEUMYIIIECTBEHHO BEPHO

Ouyenka: 4
36




Huoicnuii nopoe evinonnenus sadanus 6 npoyenmax.: 60
Onucanue xapakmepucmuku evtnonanenus 3uanus. OueHka "Xoponio" BbICTABISETCS €CIU
OOJIBITMHCTBO BOIPOCOB PACKPBITO. BRIOPAHO BEPHOE HAIIPABICHHE JJISl PEIICHUS 33124

Ouenxa: 3
Huodicnuii nopoe svinonnenus 3aoanus 6 npoyenmax: 50
Onucanue xapakmepucmuku ebtnonnenus 3uanus. OueHka "yJ10BICTBOPUTEIHHO" BBICTABISAETCS
€CJIM 3aJ]aHuE PEUMYIIECTBEHHO BBITIOJIHEHO

KM-10. 3akoHoaaTe/ibHBbIE OCHOBBI J1€JIONPOU3BO/ICTBA

@opmbl peasu3anuu: bunets (MMCBMEHHBINA OITPOC)

Tun KOHTPOJIBLHOT0 MeponpusaTHs: TecTupoBaHue

Bec konTpoabHoro meponpusitusi B bPC: 8

IIpouenypa mnpoBegeHMs] KOHTPOJBLHOr0 MeponpusatHs: I[IpoBoauTcs Ha MNPaKTHUYECKOM
3anatuu. PacuetnHoe Bpemsi - 15 munyTt. KommuectBo BapuantoB - 3. KonmuecTBO TECTOBBIX

BOIIPOCOB B BapUaHTE - /.

KpaTkoe conep:kanue 3a1aHusi:

Pabora opueHTHpOBaHa Ha 3HAHUS O JOKYMEHTHUPOBAHUHU U MOPSIKE paOOTHI C
KOH(HICHIIMATbHBIMU JOKYMEHTaMH Ha OCHOBE 3aKOHO/IaTENIbHBIX aKTOB

KoHTpoJibHbIE BONIPOCHI/3aJaHUA:

3HaTh: 3aKOHOJATENIBHBIE U APYTUe
HOPMAaTUBHBIE IPABOBHIE  AKTHI,
peraaMeHTUPYIOIINE

MH(OPMALIOHHYIO u
JOKYMEHTallMOHHYIO J1€ATEIbHOCTh
opranmsamuu: Koncturynuio PO,

I'paxxnanckuit Konekc PO,
YT010BHEIN Konexc PO,
Tpynosoi Konekc P®;
beneparbHbIe 3aKOHBI: «O6
uHpopManuu, UHGOpMaTH3AUKU U
3ammTe  UHGOPMAITUNY, «O0
ANEKTPOHHOM  moamucuy,  «O

KOMMEpPYECKOM TaWHe» U  Jp.;
HOPMAaTUBHbIE, MHCTPYKTUBHBIE U
METOOUYECKHUEC JOKYMCHTEI,
n3naBaeMele PocapxuBom u ap.

1.I'pud orpannuenus goctyna opopmiseTcs

a) CEKPETHO

6) CEKPETHO 5k3.Nel

B) CEKPETHO

roroun U.H.ITerpos

r) «CEKPETHO»
OtseT: 0)
2.CTteneHb CEKpETHOCTU CBEICHUN YCTaHOBIJIEHA B
CIIEQYIOIEM M3 YKa3aHHBIX HOPMAaTHBHBIX aKTaX:

a) ®exepanbHblil 3ak0H «O06 nHPOpManyH,
nHGOpPMATU3ALUH U 3alIUTe UHPOPMALITN

0) 3akon Poccutiickoii ®deneparuu «O
roCyZapCTBEHHOU TaliHE»

B) Ilepedennp cBeeHU, OTHECEHHBIX K
rOCyJIapCTBEHHON TaliHE, ONPEIEICHHBIN YKa30M
[Ipesunenrta Poccniickoit denepanun
OtseT: 0)
3.Ilevatanne nokymeHTOB ¢ TprdoM «KT»
IIPOU3BOJIUTCS

a) B cTpykTypHBIX Moapa3ieneHnusx

6) LlenTpann30BaHHO, B CIIELUAIBHO OTBEJCHHOM
MTOMEILEHUN

B) B cekperapuare
OtBeT:0)
4.1Ipu paboTte ¢ TOKYMEHTaMH, UMEIOLIUMHU TPUP
«Kommepueckas TaiiHa», CBeIEHUSI O HUX BHOCSATCS

a) B Xypnan peructpanuu JOKYMEHTOB ¢ TpU(pOM
«KomMmmepueckast TaitHay

0) B o6mwuii XKypHais perucrpannu 10KyMEHTOB
OTtBert:a)
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5.I'pud xoHDUAEHITNATEHOCTH
a) He npenycmotrpen I'OCTom P 7.0.97-2016
0) Ilpenycmorpen I'OCTom P 7.0.97-2016
OtBer: 0)
6. CornacHo denepaibHOMY 3akoHY «O

rOCyJIapCTBEHHOM TalHE» MOJJIEKAT 3aCEKPEUNBAHUIO

CJIEIYIOLINE CBEICHUS
a) CBelieHHs B BOCHHOM 00JIACTH.
0) O upe3BbIYANHBIX TPOUCIIESCTBUSX U

KaracTpodax, yrpokarmux 0e30MacHOCTH TpaxKIaH, a

TaK)X€ O CTUXMHHBIX OCICTBUSAX M UX ITPOTHO3aX.

B) O COCTOSIHMM 5KOJIOTUH, 3PABOOXPAHEHMS,
nemMorpadun, CAaHUTapUH, KyJIbTYPhl, 00pa30BaHMs,
CEIIbCKOI'0 XO035¥CTBA.

r) CBeneHus B 00J1aCTH pa3BeA0BaTEIIbHOM,
KOHTppa3Be10BaATEIbHOMN I€ATEIbHOCTH.

n) CBeneHUs O BHEITHENOJIUTHYSCKOU U
BHCIIHEOKOHOMHUYECCKOM IEATECIILHOCTH; CBESACHHS O
(bVMHAHCOBOM TOJUTHKE B OTHOIICHUH JPYTUX
rocynapcTB (KpoMe BHEIIL. 33JJOJKEHHOCTH); O
(hMHAHCOBOM, JICHSKHO-KPEAUTHON JICITCILHOCTH;
OtBert:a), 1), 1)

Onucanne MKAJbI OIICHUBAHUS

Ouyenka: 5

Huorcnuii nopoe evinonnenus 3aoanus 6 npoyenmax: 10
Onucanue xapakmepucmuxu evlnoinerus 3Hanus: O1eHKa "OTINYHO" BBICTABIISIETCS €CJIM 3aJaHIe
BBITIOJTHEHO B MOJIHOM 00'beMe WIIH BBITIOTHEHO MPEUMYIIIECTBEHHO BEPHO

Ouyenka: 4

Huoicnuii nopoz evinonnenus sadanus 6 npoyenmax.: 60

Onucanue xapaxmepucmuxu evlnonenus 3Hanus: OLeHKa "X0opoIIo" BEICTaBISETCS €CITN

OOJIBIIIMHCTBO BOITPOCOB PACKPBITO. BBI6paHO BCPHOC HAIIPpABJIICHUC JIS1 pCIICHUS 3a1a4

Oyenka: 3

Huodienuii nopoe sévinonnenus 3adanus 6 npoyermax: 50
Onucanue xapakxmepucmuxu evinoaneHus snanus: OueHka "y10BIeTBOPUTENIBHO" BHICTABIISAETCS
€CJIN 3aJJaHUE NIPEUMYIIECTBEHHO BBITIOJIHEHO
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COJIEPKAHUE OIIEHOYHBIX CPEJICTB TIPOMEXKYTOUYHOM ATTECTAIIUA
4 cemecTp

@DopMa NPOMEeKYTOUHOM aTTecTalMM: 3a4ET C OLEHKOU

IIpouenypa npoBenenust

OueHka ompenemnsieTcss MO COBOKYIMHOCTH PEe3YJbTAaTOB TEKYIIErO KOHTPOJS YCHEBAEMOCTH B
cootBeTcTBUU ¢ [looxkeHueM o 0amuIbHO-PERTUHTOBOM cucTteMe i cTyaenToB HUY «MOU

L Ilepeuens komnemenyuii/uHOUKAMOPO8 U KOHMPOILHBIX 60NPOCOE NPOGEPKU PE3YTbM AN 08
0C60EeHUA OUCUUNIUHDL

1. Komnerenuust/Unaukarop: [1K-7(Komnerenius)

Bonpocel, 3a1anns
1. Homenknatypa aen. OcobeHHOCTH 0(OpMIICHUS.

2.Anroput™ 00pabOTKH BHYTPEHHUX TOKYMEHTOB.
3.0cHoBHBIE 00513aHHOCTH OPUC-MEHEIKEpPa.
4.1IpaBoBbI€ OCHOBBI JIEJIONPOU3BO/ICTBA.

5.0cobennoctr ohopMIIeHUST JOKYMEHTOB, MPUHUMAEMBIX KOJUIETHAIBHO (KT, IPOTOKOI).

6.

BuyTpenHss pacrnopsiautensHas 1okyMeHTanus. Oco0eHHOCTH 0(hOpMIIEHHUS.

7.0cob6eHHOCTH PabOThI C IOKYMEHTAMU OTPAaHUYEHHOTO JOCTYIa
8. JIoKkyMeHTBI INYHOTO NMpoucxoxaeHust. OdopmiieHre pe3roMe U aBTOOHOTpagum.

MarepuaJsl 1JIs1 NIPOBEPKHU OCTATOYHBIX 3HAHUN
1. Cnoco0 nepenaun JOKyMEHTa JUIsl TOTO, YTOOBI OH UMEJI OJIHYIO FOPUIUYECKYIO CUITY

OTBeThI:
a) 1o ¢axkcy 0) Mo AMEKTPOHHOH MOYTE B) MO TeIePOHY T') 1O TMOUTe
BepHblii 0TBeT: T)
2. Pasmepsl BHyTpeHHUX nojel JokymeHTa B cootBercTBuu ¢ ['OCT P 7.0.97-2016:

OTBeThI:
a) Ceepxy 15 mm, can3y 20 mm, cripaBa 25 mm, ciieBa 10 mm 6) Cepxy 20 MM, cHU3y 20 MM,
cnpasa 10 mm, cieBa 20 mm B) CBepxy 20 MM, cHu3y 20 MM, cipaBa 15 MM, cieBa 30 MM 1)
CBepxy 25 MM, cHH3Y 25 MM, ciipaBa 25 MM, cieBa 25 MM

Bepuslii oTBeT: 0)
3. Homep crpanuisr Ha jokymeHTe B coorBercTBHH ¢ 'OCT P 7.0.97-2016 craButcs

OTBETHI:

a) BHU3Y cJieBa 0) BHU3Y B LIEHTPE B) BBEPX CJIeBa I') BBEPXY B LICHTpPE
BepHblii oTBeT: T)
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4. Kak nomkHa O6bITh 0O(hopMITEHA TTIOITUCH, €CIH 3aMECTUTEh PYKOBOUTEIS OpraHU3aluu
UMEET MPaBo MOAMNKUCHIBATH JOKYMEHTbI BMECTO PYKOBOIUTENS B CIIy4ae €ro BpeMEHHOI O
OTCYTCTBHUS?

OTBeTHI:
a) ['eHepanbHBIA TUPEKTOP [Moanuce JI. Y. CaaxoB 6) 3aM. TeHEpaJIbLHOTO
nupekropa Iloanuce O.I1. Peme3oB B) M.0. reHepasbHOTO AUPEKTOPA
IMoamuce O.I1. Pemesos

Bepuslii oTBeT: 0)
5. Kakoii BapuanT 0pOpMIICHUSI OTMETKH O HAJTMYHMHU IIPHIOKEHHUS B COIPOBOUTEILHOM
INUCBbMCE ABJIIACTCA HpaBI/IJIBHbIM?

OTBeThI:
a) [Ipunoxxenue: ynoMmsayroe Ha 3 1. B 1 3k3. 0) [Ipmnoxenue: mo Tekcty Ha 3 J1. B 1 2K3. B)
[Tpunoxenue: Ha 3 1. B 1 3K3.
BepHsiii oTBET: B)
6.
Kakwue Tpu Bua 0J1aHKOB YCTaHOBJICHBI JJIsl OPraHU3AINH, €€ CTPYKTYPHOTO MOApa3IeIeHUs
U JIOJDKHOCTHOTO Jinia’?

OTBeTHI:
a) OOmwii 6:1aHK, OJ1aHK MUChbMa, OJIAaHK KOHKPETHOTO BUJIA TOKyMeHTa 0) biiaHk BHYTpeHHUIA,
BHEITHUH 1 /T (DakcoB B) biaHK ist pacriopsIMTEIbHBIX JOKYMEHTOB, JIJIS IICEM U JJIsI
CIIPaBOK

BepHnblii oTBeT: a)
7. B Kakux ciydasx UCHOJIb3yeTcs peKBU3UT «CChllIKa Ha PETUCTPALlMOHHBIN HOMEp U JaTy
JIOKyMEHTa»?

OTBeTsI:
a) Korma mokyMeHT TOTOBHUTCS B OTBET Ha KAKOW-TO 3apOC, WK IMOATOTABINBAEMOE ITHCHMO
SBIIIETCSL OTBETOM Ha Japyroe nuchmo 0) Korma B Tekcte JOKyMeHTa HY)KHO CAeNaTh CChUIKY Ha
JPYTOH JIOKYMEHT (HOPMATUBHBIHN aKT, TOJI0KEHUE, HHCTPYKIIHIO)

BepHnbiii oTBeT: a)
8. BriOepuTe MpaBWIBHBIN BapuaHT oopmiieHUs pekBusnTa «[ pud yTBepx aeHus», Koraa
YTBEPKACHHUE MMPOUCXOTUT TOJKHOCTHBIM JTUI[OM

OTBeTsI:
a) YTBEPXKXJIAIO upextop AO «ITunor» [lonmuce A.B. Iletpos 23.09.2019 6) YtBepxkaato
Hupextop AO «[Tunot» [Tonmuce A.B. Ilerpos 23.09.2019 B) «YT1Bepxknaro» upexrop AO
«[Tunmot» [Tonnuce A.B. ITetpos 23.09.2019
BepHnbiii oTBeT: a)
9.B ciyuyae oOHapyKeHHUs OTCYTCTBHS MPUIIOKEHUI BO BXOJALIEM IOKYMEHTE HEOOXOJUMO:
OTBeTsI:
a) BEPHYTh TOKYMEHT OTIPABHUTEIO 0) COCTABUTH aKT 00 OTCYTCTBUU JOKYMEHTOB B)
MPeIbIBUTH IPETEH3UH TOUYTOBOMY BEJIOMCTBY T') He 00paliaTh BHUMaHUs
BepHbriii oTBeT: 0)
10.CuMBOIOM Ha BU3UTHOM KapTOUKE, YATAEMBIM KaK «OTBETHAas OJIarogapHOCTbY SIBISICTCS

OtBeThI:
a) PP 0) PR B) PPC 1) PF
Bepuslii oTBeT: 0)
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11.Ecnu 10oroBop COCTaBIIEH COBMECTHO JIBYMsI OPTaHU3ALUSAMHE, TO PETUCTPALIMOHHBIH HOMEp

OtBeTsI:
a) MPOCTABISAETCS OPraHu3aluen, IBISAOLIECs] HHULIMATOPOM J0roBopa 0) COCTOUT U3
PErUCTPallMOHHBIX HOMEPOB KaX/I0M U3 OpraHu3aluii, IPOCTABIAEMbIX YEPE3 KOCYIO UEPTY B
NOPSJIKE yKa3aHUsl aBTOPOB JIOKYMEHTA

BepHriii oTBeT: 0)
12.JlokyMeHT, (GPUKCUPYIOMINI COTTIAllIEHHe CTOPOH 00 YCTaHOBIICHUH TPYAOBBIX OTHOLICHUH U
PEryaupyroIuil UX, Ha3bIBAETCS

OTtBeThI:
a) TpynoBoii kHIXKO# 6) TpyaoBeIM KoieKcoM B) [IprKka3oM 1o JMYHOMY COCTaBY T')
TpynoBbIM 1oroBopoMm 1) Jl0OJKHOCTHON MHCTPYKIUER

BepHsiii 0TBET: T)
13.PexBusut EBporneiickoro 1e10Boro nucbMa, KOTOpHIi HeceT B cebe cBeieHus 00
UCIIOJIHUTEJIE IOKYyMEHTOB

OtBeThI:
a) npunoxenne (Enclosure) 6) 3aroioBok k TekcTy 1okyMeHTa B) cchlika (Reference) r)
azpecar

BepHriii oTBET: B)
14.PexBU3UT TOKYMEHTA, IOMOTAIOIINN CHCTEMATU3UPOBAThH TOKYMEHTHI JIJIsl XPaHCHHSI

OTtBeTsI:
a) rpud yTBEpKICHUS TOKyMeHTa 0) rpud coracoBaHMs TOKyMEHTA B) CCHUIKA HA BXOJISIIUN
JIOKYMEHT T') perMCTPALMOHHBIN HOMEp TOKYMEHTa

Bepnrliii oTBeT: T)
15.Be16epute npaBuibHbIM Bapuant odopmienus «I'puda cormacoBaHusd ¢ JOTKHOCTHBIM
JULOM

OTtBeTsI:
a)«Cornacoano» Jupextop OOO «IIunor» [loanucs B.B. Ilerpos 08.05.2015
6)COI'JTACOBAHO [upexrop OOO «ITunor» [Hoanuces B.B. ITetpos 08.05.2015

BepHbiii oTBeT: 0)
16.1lenbro 1e10NpOU3BOJCTBA SABISAETCS

OTBeThI:
a) ApXuUBHOE XpaHEeHHUe IOKYMEHTOB 0) 3akpernsieHre nHpopMaluu 1 odecreueHre padoTsl
OpraHoB yIpaBJeHUs ToKyMeHTauuel B) OcHallleHue pabouyux MecT OprTexHuKoi r) JlocraBka
JIOKYMEHTOB B JIpYTH€ YUPEXKIECHUS

BepHbiii oTBeT: 0)
17.CTeneHb CEKpEeTHOCTH CBE/ICHUI YCTaHOBIIEHA B CIEAYIOIIEM U3 yKa3aHHBIX HOPMAaTHBHBIX
aKTax

OtBeTsI:
a) @enepanbHblil 3akoH «O0 nHbOpMaluy, MHPOpPMATU3ALUK U 3a1UuTe UHGOpMaum» 0)
3akoH Poccwuiickoit ®denepanyu «O rocynapcTBeHHoil TaitHe» B) [lepeuens cBenenuii,
OTHECEHHBIX K I'OCYJJapCTBEHHOH TallHe, onpeesieHHbd Yka3om lIpesunenTta Poccuiickoin
denepaunun

BepHpriii oTBeT: 0)

2. Komnerennusi/Mnaukarop: OK-6(Kommerenius)

Bomnpocsl, 3aganus
1.Anroput™ 00pabOTKH BXOJSIIUX JOKYMEHTOB.
2.IloaroroBka JOKYMEHTOB K apXMBHOMY XPaHEHHUIO.
3.Anroput™ 00pabOTKH UCXOIAIIECH JOKYMEHTAIUH.

4.1IpaBuina oopMIICHUS JICIOBBIX ITHCEM.
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MarepuaJsl 1JI1 NIPOBEPKHU OCTATOYHBIX 3HAHUM

1. Omnpenenute, KaKOW POJI ACATEITHLHOCTH SIBISETCS JOKYMEHTAIIMOHHBIM 00€CTIeueHuEeM
yIpaBiICHUS:

OTBETHI:
a) paboTa ¢ UCXOJISIIEH TOKyMeHTaIel 0) paboTa ¢ BXOASIICH TOKyMEHTAIlUeH B)
JIEIONIPOU3BOJICTBO T') apXUBHOE XPAaHCHHUE JOKYMEHTOB

BepHsiii oTBET: B)
2. Ha3zoBuTe BHIBI MUCEMEHHBIX JOKYMEHTOB, KOTOPBIC BXOJAT B COCTaB YHU(PUITMPOBAHHOM
CHUCTEMBI OPTaHU3aIMOHHO-PACTIOPSAAUTEIIHHON TOKYMEHTAITUN

OtBeTsl:
a) Oprauu3anMoOHHbBIE U PACHIOPSAUTENIBbHBIE JOKYMEHTHI 0) Opranu3alnuoHHbIE,
pacropsauTeabHble U HHPOPMALIMOHHO-CIIPABOYHbIE JOKYMEHTHI B) OpraHnu3aluoOHHBIE,
pacropsauTenbHbIe, THPOPMALMOHHO-CITPABOYHBIE JOKYMEHTHI U JIOKYMEHTBI IO TPYIOBBIM
OTHOILEHUSM

Bepnsiii orBet: OTBET: B)
3. BriOepuTte npaBUiIbHbIN c110cO0 0QOPMIIEHHSI JaThl IPU PETUCTPALIMK HUCbMa WK MpUKa3a

OTtBeTsI:
a) 14.12.2019 6) 14.12.19 B) 14.12.2019 1.

BepHriii oTBET: a)
4.0T KaKoro JuIa U3JIaraeTcsi TEKCT MPOTOKOJIa?

OTtBeTsI:
a) Ot 3-ero auia MHOKECTBEHHOTO unciia 6) Ot 3-ero auia eIMHCTBEHHOTO uKciia B ) Ot 1-ro
JUIa MHOKECTBEHHOT'O Yncia

BepHblii oTBeT: a)
5.B cucremy opranuzaluoHHO-PacIOPAUTEIbHON TOKYMEHTALUU BXOAT CIAEAYIOIINE
TPYIIIBI JOKYMEHTOB

OTBeTsI:
a) CnpaBouyHo-uHpopMamonssle 0) JloroBopsl B) Opranusannosssie ) @UHaAHCOBO-
Oyxranrtepckue 1) PacriopsaurenbHble

BepHsiii oTBeT: a), 0), B), 1)
6.YcraB 310 —

OTBeTHI:
a)HopMaTHBHO-TIpaBOBOM aKT, peryIaMEeHTHUPYIOIIMHA MOPSAI0K 00pa3oBaHusl, CTPYKTYpPY,
(GyHKIIMH, KOMIIETEHIINIO, 00513aHHOCTHU U OpTaHU3alMI0 padOThl CUCTEMbI OPTraHOB
ylnpaBiieHus rocyaapctsa 6)CBoA MPpaBUII, PETYIUPYIOIUX €S TEIbHOCTh OpPraHnu3alui,
YUPEKACHUH, 0OIIECTB U TPAXKIaH, X B3aMMOOTHOIIIEHUS C APYTUMH OPTaHU3ALUSIMH U
rpaxkJlaHaMU B OIIpeJIeJIEHHON cdepe 1eATeIbHOCTH

BepHbriii oTBeT: 0)
7.. Ilpu pabote ¢ tokyMeHTaMHu, UMeronumu rpud «Kommepueckas TaiiHay, CBEIEHUS 0 HUX
BHOCSITCS

OTBeThI:
a) B Xypnan perucrparnuu nokymeHToB ¢ rpudom «Kommepueckas taiiHa» 6) B oOmmit
XKypHan peructpaiu T0KyMEHTOB

BepHnpriii oTBeT: a)
8.K o0s13aHHOCTSM 0duc-MeHeKepa OTHOCSATCS:

OTtBeTHI:
a) [TnanupoBanue paboTel oTnena 6) YTBepkaeHue npruka3oB B) O0ydyeHne MOAYNHEHHBIX T)
[Tpuem u opopmnenue Ha padoty 1) Koopaunanus paboThel oT/iena C IPYTUMH OTIAETaMH 1
HOJpa3/IeeHUsIMHI
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Bepwurliii oTBeT: a), B), 1)
9. [ToaroroBka o(UIMATIBHBIX COBEIIAHUH OTHOCUTCSI K OCHOBHBIM (DYHKITHSIM:

OTBeTHI:
a) pykoBoauTess Gupmel 0) oric-MeHepKepa B) HAaYaIbHUKA OT/IeJIa BHEITHUX CBS3CH T)
HaYaJbHUKA OT/IENa KaJIpOB

BepHsiii oTBeT: 0)

II. Onucanue wkKanvl oueHUBAHUA

Ouenxa: 5
Huoicnuii nopoe svinonnenus 3aoanus 6 npoyenmax: 10
Onucanue xapaxmepucmuxu 6blnoixneHus 3Hanus: PaboTa BeIMojHEHA B paMKax "MPOABUHYTOr0"
ypoBHs. OTBETHI IaHBI BEPHO, YETKO CPOPMYITHUPOBAHHBIC OCOOCHHOCTH MPAKTUYECKUX PEIICHUN.
CryneHT nmoka3ai npu OTBETE Ha BOMPOCHI OMIeTa U Ha TOTOJIHUTEIbHbIE BOIPOCHI, UTO BJIAJICET
MaTepUaIoM W3YYCHHOW JUCIUTUINHBI, CBOOOIHO MPUMEHSET CBOU 3HAHUS JJI1 O0BICHEHUS
pa3IMYHBIX SBICHHIMA

Ouyenka: 4
Huoicnuii nopoe evinonenus 3aoanus 6 npoyenmax. 60
Onucanue xapaxmepucmuxu 6blnoineHus 3nanus: PadboTa BeIogHeHa B paMKkax ""0a3oBoro"
ypOBHS. BONBIIMHCTBO OTBETOB AaHbI BEpHO. B uacTu Marepuaia ecTh He3HAUUTEIbHBIC
HepocTaTku. CTyIEHT MPaBUIHLHO BBITIONHIUI 33JJaHUE U B OCHOBHOM TPAaBHJILHO OTBETHII Ha
BOIPOCHI OMIIeTa M HA JOMOJIHUTEIbHBIE BOPOCHI, HO JIOMYCTHII IIPU 3TOM HE3HAUUTEIbHbBIE
OIHUOKHU

Oyenka: 3
Huoicnuti nopoe evinonnenus sadanus 6 npoyenmax.: 50
Onucanue xapaxmepucmuxu vinoneHus sHanus: Pabora BIONIHEHA B paMKax "moporoBoro"”
ypoBHsi. OCHOBHAs 4acTh 3aJjaHusl BBITTOJIHEHA BepHO. CTY/IEHT B OTBETAaX HA BOIIPOCHI JOMYCTHII
CYIIIECTBEHHBIC U JIaXke rpyObIe OMMOKHU, HO 3aT€M UCTIPABUI HX caM, THOO0 HaMETHIT IPaBUIIbHBIH
MyTh €r0 BBITTOJIHEHUS

1. Ilpasuna évicmaenenus umozo80i oyeHKU no Kypcy

Onenka ompenensieTcss B cOOTBETCTBUM ¢ [lonokeHnem o OaIlbHO-PEHTHHIOBOM CHUCTEME AJIS
crtynentoB HUY «MOW» Ha OCHOBaHMHM CEMECTPOBOM M aTTECTALMOHHOMN COCTABIIAIOIINX.
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