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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. Jlenonpon3BOACTBO U €T0 MECTO B YIIPaBIIEHYECKOU nesiTebHOCTH (TecTrupoBaHue)
2. 3akoHOaTeIbHBIE OCHOBHI Aenonpon3BozacTBa (TectupoBanue)
3. Haittu ommbku B noxkymente (Konrponwsnas pabota)
4. Opranu3aMOHHO-PACTIOPSIIUTENIFHBIC M CITPABOYHO-UH(OPMAIIOHHBIE TOKYMEHTHI
nokyMeHTHI (TecTupoBaHue)
5. Opranuzanus padotsl ¢ fokymentamu (TectupoBanue)

BPC aucuunjavHbl

6 cemecTp
Beca KOHTpOIBHBIX MepOnpUsITHIL, Y0
Nunekc KM-1 | KM-2 | KM-3 | KM-4 | KM-5
Pa3nen nucruminHb

KM:

Cpok KM: 6 6 8 8 15
Jlenonpou3BOJCTBO U €ro MECTO B YIIPaBJIEHYECKOM
JESITENIbHOCTH
Ponw oduc-meHemkepa B opraHu3am + +
[TpaBuna opopMiaeHUsT TOKYMEHTOB + +
Opranu3anus padoThl C TOKYMEHTaMU + +
CucreMaTu3zaiys U XpaHeHHEe JOKYMEHTOB + +
Opranu3anoHHO-PACTIOPSIUTENbHAS TOKYMEHTAIUS
OpranuzanuoHHbIe JOKYMEHTBI +




PaCI'IOpSI,I[I/ITeJ'II)HBIe JOKYMEHTBI + +

HudopmMalinoHHO-CIIPaBOYHbIE TOKYMEHTHI + +

JlokyMeHTHUpOBaHUE pabOTHI ¢ mepcoHanoM. JlemoBoe

oO1eHue

JlokyMeHTUpOBaHUE TPYAOBBIX OTHOIICHUN +

KoMMmyHuKaIu B ynpaBieHYeCKON AesITeNbHOCTU +

3aKoHOJATENbHBIE OCHOBHI JIEJIONPOU3BOICTBA

Opranuzanus paboTsl ¢ KOHPHUICHIUATHHBIMU +

JIOKyMEHTaMU

Obecneuenue MOTMHHOCTH HH(POPMAILTUT +
Bec KM: | 20 15 20 30 15

$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(Kommerenius)

3HaTh:

MepeI0BOi OTCUECTBEHHBIN
Y 3apyOEKHBIN OTIBIT 110
BOIIPOCaM OpraHU3aliu
MIPOIIECCOB YIPABJICHUS,
JOKYMEHTAI[HOHHOT'O
o0ecrnieueHns 1 yrpaBieHUs
MIEPCOHAIIOM

YMeTs:

COCTaBJISITh OCHOBHBIE BU/IBI
OpTaHU3aIMOHHO-
paciopsANTENbHBIX U
CIpaBOYHO-
MH(OPMALIMOHHBIX
JOKYMEHTOB; OPTaHH30BaTh
paboTy ¢ JOKyMEHTaMH Ha
BCEX ATarax ux
MIPOXOKJICHUS

Opranu3alroHHO-PACIIOPAIUTENbHbBIE U CIIPAaBOYHO-UH(POPMALIMOHHBIE
JOKYMEHTHI TOKyMeHTHI (TecTupoBaHue)
Hatitu ommbku B nokymente (KortpoibHas padora)

OK-6

OK-6(Kommnerenius)

3HaTh:

roCy/JJapCTBEHHbIE
CTaHIapTHI,
YHUDUITPOBAHHBIC
CUCTEMBbI JOKYMCHTAIUH,
o0Imiepoccuiickue
KJIaCCU(UKATOPHI,

Jlemonpon3BOICTBO M €r0 MECTO B YIIPABICHYECKOH AEATEILHOCTH
(TectupoBanue)

Opranu3zanus padoTtsl ¢ fokymentamu (TectupoBanue)

Haiitu ommm6ku B nokymente (KontponpsHast pabora)
3akoHOAaTeIbHbIE OCHOBHI Jienonpon3BojicTBa (TectupoBanue)




MEXIyHApOAHbIE CTAHIAPTHI
Ha JJOKYMEHTAIIHIO U JIp.
3aKOHOJATENbHbIE U APYTUe
HOpPMAaTUBHBIE IPAaBOBBIC
aKThl, pETJIAMEHTUPYIOIIHUE
MH(OPMALIMOHHYIO U
JIOKYMEHTAIMOHHYIO
JeSITeNIbHOCTh OPraHu3aluu:
Koncturynuro PO,
I'paxxnanckuit Konexc P,
Vronosusiii Kogexc PO,
Tpynosoii Konekc PO;
benepanbHbIe 3aKOHBL: «O0
nHpopManuu,
nHGOPMATH3ALNY H 3aIIUTE
unpopmanuny, «O0
AJIEKTPOHHOU MoAIUCH», «O
KOMMEPYECKOU TallHE» U
1p.; HOpMaTUBHEIE,
WHCTPYKTUBHBIE U
METOANYECKUE JOKYMEHTHI,
n3naBaemble PocapxuBom u
np.

YMers:

HCII0Ih30BaTh
3aKOHO/IATENIbHBIE U IpyTUe
HOPMAaTHBHBIE TIPABOBBIC
aKTbl, TOCY/1apPCTBEHHbIE
CTaHaPTHI,
YHUDUITPOBAHHBIC
CUCTEMBI IOKYMEHTAIIUH,
HOPMaTUBHO-METOINYECKUE
JIOKYMEHTBI JJIs




palMOHAIBHON TEXHOJIOTUU
paboTHl 0puC-MEHEKEpa




1I. Cooepicanue ouenounvix cpeocme. lllkana u kpumepuu oyenusanus

KM-1. [les10npou3BOACTBO U €r0 MeCTO B YIIPABJIEHYECKOI /1eATeJTbHOCTH

@opmbl peasu3anun: bunets (MMCbBMEHHBINA OITPOC)
Tun KOHTPOJIBLHOT0 MeponpusaTHs: TecTupoBaHue
Bec konTpoabHoro meponpusitusi B BPC: 20

Hpouenypa NMPOBC€ACHUA KOHTPOJBbHOT0 MEPOIPUATHUS:

IIpoBomuTCs Ha NPAKTUYECKOM

3ansTuM. PacduetHoe Bpems - 15 munyrt. KonumuectBo BapuaHTOB - 4. KoiM4ecTBO TECTOBBIX

BOIIPOCOB B BapHAHTE - 6.

KpaTkoe conep:kanue 3a1aHusi:

Pabora oprenTHpOBaHAa Ha 3HAHKE OCHOBHBIX MOHITHIA U ONPEACIICHUN B 00JIACTH
JIEJIIONPOUBO/ICTBA; HA 3HAHUE TPaBUI O(hOPMIIEHUSI PEKBU3UTOB IOKYMEHTOB

KoHTpoJibHbIE BONIPOCHI/3aJaHUA:

3HaTh: rocy/iapCTBEHHbIE
CTaHJAPTHI, YHU(DUITUPOBAHHEIE
CHCTEMBI JOKYMCHTAIUH,
ob1epoccuiickue
KJIaccu(UKaTOPHI,
MCKAYHAPOAHLIC CTaHAApPTbBI Ha
JOKYMCHTAITUIO | JI.

1.0Onpenenure, Kakoil poJ| 1ESTEIbHOCTH SIBIISETCS
JOKYMEHTAIIMOHHBIM O0ECTICYCHUEM YIIPABIICHHS:

a) paboTa ¢ uCXOAAIIEeH TOKyMEeHTalueH

0) paboTa ¢ BXOASIIEH JOKyMEHTaIuen

B) JI€JIOIPOU3BOJICTBO

T') apXUBHOE XpaHEHHE JOKYMEHTOB
OtBer:B)
2.Kak momxna ObITh 0opMIIEHA MTOAMTUCH, €CITH
3aMEeCTHUTENb PYKOBOJIUTENS OpraHU3alMi UMEeT IIPaBo
MOJIMTMCHIBATh JOKYMEHTBI BMECTO PYKOBOJIHUTEIIS B
Cllyyae ero BpeMEHHOTO OTCYTCTBUS?

a) ['enepanbHbIil AUPEKTOP

Iloamuce JI. 1. Cankos

0) 3aM. TeHepaJIbHOTO AUPEKTOPA
[Mognuce O.I1. Peme3oB

B) M.0. renepanpHOrO 1UpeKTOpa
[Mognuce O.I1. Peme3oB
OtBeTt:0)

3.JIOKyMEHT MnpeAcTaBiIsieT cooon

a) PexBu3ut nokymeHTa

0) bank nokymenra

B) 3a(hUKCHUPOBAaHHYIO HA MAaTEPUATILHOM HOCHUTEIE
uH(pOpMaIHIo

r) Crarbio )XypHaia
OTgerT: B)
4.BpiGepute npaBUIbHBIN cr1oco0 oopmIleHUs AaThl
IIPY pEruCTpaly MCbMa WIN ITPUKa3a

a) 14.12.2015

0) 14.12.15

B) 14.12.2015 r.
Otgert:a)
5.Kaxkoit BapuanT opopMiIeHUsI OTMETKH O HATUYUHT
IIPWJIOKEHUS B CONIPOBOIUTEIBLHOM ITUCbME SIBJIAETCS
MIPaBWJIbHBIM?




a)[Ipunoxenue: ymomsiHytoe Ha 3 1. B 1 9K3.
0) [Tpunoxxenue: mo Tekcty Ha 3 1. B 1 3K3.
B) [Ipunoxenue: Ha 3 1. B 1 2K3.

OTBeT:B)

Onucanne MKAJbI OIleHUBaAHUS:

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

Ouyenka: 4
Huoicnuii nopoe evinonenus 3aoanus 6 npoyenmax. 60
OnucaHnue xapakmepucmuxu evlnoinenus 3Hanus: OLeHKa "X0opouIo" BICTaBISETCS €CIU
OOJIBITMHCTBO BOIPOCOB PACKPHITO. BBIOPAHO BEPHOE HAIIPABIICHHE JIJISl PEIICHUS 3a/1a4

Oyenka: 3
Huoicnuii nopoe evinonnenus 3aoanus 6 npoyenmax. 50
Onucanue xapakmepucmuxu evinonnenus 3uanus: O1neHKa "yI0BIETBOPUTEIHLHO" BHICTABIISCTCS
€CITU 3aJIaHUE MPEUMYIIECTBEHHO BBITIOJHEHO

KM-2. Opranmn3anusi padoThbl ¢ JOKYyMEHTAMH

®opmbl peanu3anuu: buiers! (MMCEMEHHBIH OIPOC)

Tun koHTpoBLHOr0 Meponpusitusi: TecTupoBanue

Bec kouTposabHoro meponpusitusi B bPC: 15

IIpoueaypa mnpoBeleHHsT KOHTPOJLHOrO Meponpusitus: IIpoBomuTCs Ha MPAKTHYECKOM
3aHsTuu. PacdyerHoe Bpems - 15 munyT. KonmuectBo BapuanToB - 3. KoOJIMYeCTBO TECTOBBIX
BOTIPOCOB B BapHAaHTE - 6.

Kparkoe conepxxanue 3agaHus:
Pabota opuenTupoBaHa Ha 3HaHHE OCHOBHBIX OMepaluil mporecca 00padOTKHU BXOIAIINX U
UCXOJAIINX TOKYMEHTOB; CUCTEMATH3ALUH JIEN U OJATOTOBKHU €]l K aDXUBHOMY XPaHEHUIO

KoHTpoJibHbIE BONIpOChI/3aJaHUA:

3HaTh: rocy/iapCTBEHHbBIE 1.JIoKyMeHT, cUCTeMaTHU3UPYIOIIUI BCIO JOKYMEHTAIHIO
CTaH/IAPTHI, YHHPUITUPOBAHHBIC TIPEATTPUSATHS

CHCTEMBI JOKYMEHTAIluH, a) OIUCh IOKYMEHTOB

oOuiepoccuiickue 0) HOMEHKJIaTypa JOKYMEHTOB

KJIacCU(UKATOPHI, B) 3aBepUTeNIbHAS HAAMKCH

MEXIYHApOJHBIE CTaHIApPTHl HAa T') TPOTOKOJT

JOKYMEHTAIUIO U JIp. OtBet: 0)

2.PeKBHU3UT TOKYMEHTA, TOMOT AN
CHUCTEMATU3UPOBATH IOKYMEHTHI JIJIsl XPAHEHUS

a) rpud yTBEp>KICHUS TOKYMEHTA

0) rpuc coriacoBaHus JOKYMEHTA

B) CChUIKA Ha BXOJAIIUN JOKYMEHT

I') PEruCTPallMOHHBII HOMEpP JOKYMEHTA
Otger: 1)
3.. He MOXeT BCKPBIBATHCS M MPOUUTHIBATHCS O(uC-
MEHEDKEPOM MPU 00pabOTKE TTOUTHI

a) nokyMeHT ¢ nomeTkoir «CPOYHO»

0) TOKYMEHT, MOJYYCHHBIN 3aKa3HBIM MUCHMOM




B) JOKYMEHT C TIOMETKOM
«KOHOUJTEHIINAJIBHO»

I')IOKYMEHT, IIepeJaHHbIN C KypbepoM
OrtgerT: B)
4.Ha Bcex BXOISIIMUX TOKYMEHTaX B OPTaHU3ALHIO
MPOCTABISETCS PEKBU3UT

a) OTMETKA O KOHTpPOJIE

0) OTMETKa O MOCTYIJIEHUH IOKYMEHTA B
OpraHu3aIfio

B) PErMCTPALIMOHHBII HOMED
Otset: 0)
5.JI0KyMEHT, KOTOPBII COCTABISAETCS NPHU HOATOTOBKE
JOKYMEHTOB JIJIsl apXUBHOTO XPaHEHUs

a) 3aBEpPUTEIbHBIN JIHCT Aea

0) nmepevyeHb JOKYMEHTOB

B) IIPOTOKOJI

') MHCTPYKLIHOHHOE MTUCHMO
OtBer: a)

Onucanne MKAJbI OIIEHUBAHUS

Ouyenka: 5

Huorcnuii nopoe evinonnenus 3aoanus 6 npoyenmax: 10
Onucanue xapakmepucmuxu evlnoinerus 3Hanus: O1eHKa "OTINYHO" BBICTABIISIETCS €CJIM 3aJaHIe
BBIIOJIHEHO B TIOJTHOM 00'bEME MJIH BBITIOJHEHO MMPEUMYIIECTBEHHO BEPHO

Ouyenka: 4

Huoicnuii nopoe evinonnenus s3adanus 6 npoyenmax.: 60
Onucanue xapakmepucmuxu evlnoinerus 3Hanus: OeHKa "Xopoio" BEICTABISAETCS €CITU
OOJIBIIMHCTBO BOIIPOCOB PACKPHITO. BRIOPAHO BEPHOE HAMPABJICHHE [Tl PEIICHUS 3a/1a4

Oyenka: 3

Huodienuii nopoe evinonnenus 3adanus 6 npoyermax: 50
Onucanue xapaxmepucmuxu evinoaneHus shanus: OueHka "y10BIeTBOPUTENIBHO" BHICTABIIAETCS
€CJIN 3aJJaHUE NIPEUMYIIECTBEHHO BBHITIOJIHEHO

KM-3. Opranu3anuoHHO-pacnopsAuTeJbHbIC H CIIPABOYHO-UH(OPMALIMOHHBIE

AOKYMEHTBI TOKYMEHTbI

®opmbl peajau3anum: buiersl (MMCbMEHHBIN OIPOC)
Tun kouTpobHOrO Meponpusitus: TectupoBanue
Bec konTposbHoro meponpusitusi B BPC: 20

IIpouenypa mnpoBeaeHHs KOHTPOJBHOIO MEPONPHATHSA:

HpOBOI[I/ITCH Ha TPAKTHUYCCKOM

3aHsATUH. PacuetHoe Bpems - 15 munyt. KonmuectBo BapuaHTOB - 3. KonM4ecTBO TECTOBBIX

BOIIPOCOB B BAPHUAHTC - 8.

KpaTlcoe CoA€cpKaHME 3alaHUA:

Pabora opueHTHpOBaHa Ha 3HAHUS TPYII U BUAOB JTOKYMEHTOB, BXOSIIUX B CUCTEMY
OpraHU3alIOHHO-PACTIOPSAUTENFHON U CLIPAaBOYHO-UH(GOPMAIIMOHHON TOKYMEHTAlLlMU; Ha
3HAaHUE COCTaBa PEKBU3UTOB KKJOI0 KOHKPETHOTO JIOKYMEHTa U 0COOEHHOCTEH ero

obopmIteHUS

KoHTpoJibHBbIC BONIPOCHI/3aJaHHA:

| 3HaTh: mepeIOBOM OTEUECTBEHHBIH

1.Ha Gnanke nprka3a 1o OCHOBHOM J€STEIHbHOCTH

10




U 3apyOeXKHBIH OIBIT IO BOIIPOCAM
OpraHu3aIu IPOLIECCOB
yIIpaBJICHUS, AOKYMEHTAIMOHHOTO
oOecriedeHUss U YIpPaBIICHUS
HIepCOHAIIOM

0053aTeIbHO MPUCYTCTBYET PEKBU3UT
a) Ha3BaHME BUJA IOKYMEHTa
0) rpud yTBEp)KIACHUS TOKYMEHTA
B) rpu(¢ coriacoBaHus JOKYMEHTa
T') IPUJIOKCHHE
OtBerT:a)
2.B pacnopsIuTeNnbHbIX JOKYMEHTaX (PUKCUPYIOTCS
CJICAYIOIINE BOTIPOCHI
a) CBeznenust, He0OOXOIUMBIE IS IPUHATH
pelieHus
0) CuipaBOYHbIE 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 opraHM3aiMoOHHBIM 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
Ortger: a), B), 1)
6.CrenyeT npeanovyecTs CIEIYIONIyIo U3 Ppa3 B TEKCTE
JIEIIOBOTO MHUChbMa
a) MBI TpeOyeM ...
0) HacTauBacM Ha ...
B) HACTOSITEIHHO IPOCUM ...
T) BBl JOJIKHBI ...
OtBeT:B)
7.1TopnuceIBaeT MpOTOKOI
a) TUPEKTOp MpeAnpusTUs
0) oduc-menemkep
B) TIpencenaTenh coOOpaHus (COBEIIaHMs) U
CeKpeTaphb
') HaYaJbHUK OT/ENa KaJpoB
OTtBeT:B)
8.PexBu3uT EBpOINENCKOro 1eI0BOr0 NUChMa, KOTOPBIN
HeceT B ce0e cBeJIeHHs 00 UCTIOIHUTEIIE IOKYMEHTOB
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a) npunoxkerue (Enclosure)
0) 3aroJIOBOK K TEKCTY JOKYMEHTa
B) cchuika (Reference)
r) agpecar
OTBeT: B)
9.Kaxoil TOKyMEHT COCTaBJIs€TCs IPU HapYyLIEHUN
TPYIOBOM WJIM OOIIECTBEHHOM TUCIUILTAHBI?
a) OOBsSCHHUTEIIbHAS 3aIlicKa
0) JloknamHas 3anmucka
B) Ciry>xeOHas 3amucka
OtBert:a)
10.JlaToli 1eJIOBOTO MUCHMA SIBISCTCS

a) nara coObITHA, 3a)UKCUPOBAHHOTO B JIOKYMEHTE

0) naTa MOAMUCAHUSA JOKYMEHTa

B) JaTa OTIPAaBKH JOKYMEHTA

I') JaTa COCTaBJIEHUS JJOKYMEHTA
OtBeT:0)

OnucaHue MKAJbI OLleHUBAHUS

Onucanue xapaxmepucmuxu evinonenus 3Hanus: OueHKa "Xopouo" BEICTaBISAETCS €CIU
OOJIBITMHCTBO BOIPOCOB PACKPHITO. BRIOPAHO BEPHOE HANIPABIICHHE /ISl PEIICHUS 3a/1a4

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

Oyenka: 3

Huoicnuii nopoe evinonnenus 3aoanus 6 npoyenmax.: S0
Onucanue xapaxmepucmuxu 6vinoaneHus snanusa: OueHKa "y10BIETBOPUTEIBHO" BBICTABIIAETCS
€CIIU 3a/l1aHU€E TPEUMYIECTBEHHO BBITIOJIHEHO

KM-4. HaiiTn o1uu0Ku B J0OKyMeHTe

®opmbl peajau3anum: bunersl (MMCbMEHHBIN OIPOC)
Tun kouTpoabHoro Meponpusitusi: KontponsHas padora
Bec konTposbHoro meponpusitusi B BPC: 30

IIpoueanypa mnpoBeaeHHsi KOHTPOJIbHOI0 MEpPONPHUATHS:

HpOBO,Z[I/ITCH Ha TPAKTHUYCCKOM

3ansTuu. PacuetHoe Bpems - 45 munyr. KommuectBo BapuanTOB - 6. KosmmyecTBo BOIPOCOB B

BapuanTe -1

KpaTlcoe CoA€cpKaHME 3alaHUA:

B paGote npoBepsIOTCs yMEHHS COCTABIATh U OQOPMIIATE Pa3IMUHbIe BUABI ParlOpsAUTEIbHBIX
¥ MTHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB

KoHTpoJibHbIC BONIPOCHI/3aJaHUA:

VYMeTh: COCTaBIATH OCHOBHBIE

BU/JIBI

OpTraHHu3alluOHHO-

pacopsauTEIbHBIX u
CIIPaBOYHO-UH(POPMAITMOHHBIX

JIOKYMEHTOB;

OpraHU30BaTh

1. BAPUAHT 1

Kaxk 6yoem gvienadems smom 00OKymenm, cOCmaei1eHHblil

c coonrooenuem ecex mpeoosanuii?

12




paboTy ¢ JOKYMEHTaMHu Ha BCeX
dTamax uX MPOXOKIACHUS

IMPUKA3 no 3akpbiToMmy AKuuoHepHOMY O01IeCTBY
«Poccuiickas nymHuHa» (CoBeT TUPEKTOPOB)

09 centsa6ps 2013r

Nel7

Ha ocHoBanuu koopauHanmoHHoro miana ot 03.09.13, 4,
npencenarens copera 3A0 «Poccuiickas MyHIHUHAY,
MIPUKA3bIBAI0 HA3HAYUTh OTBETCTBEHHBIM MPEJCTABUTEIIEM
3AO0 na aykuone E.B. BacunbseBa. Emy HeoO6xonumo
MOATOTOBUTH MPEIIOKEHHS IO COCTABY JieJIeraluu U
npencTaBuTh Ha paccmorpenue Cosery o 15.10.13.
CwmupnHoBy JI.B. moaroTroBUTh YTOUHEHHBIN aCCOPTUMEHT
MYIIHBIX U3JIETHA, TTOJIB3YIOIINXCS HAUOOBIIIUM CITPOCOM,
U MpeJICTaBUTh Ha paccmoTpenue Cosety no 15.10.13.
I'enepanbHbBI AUPEKTOP

Jlan I'.K.

OTtBeT: MeTOAMYECKHE PEKOMEHIAL U

[Ipukassl opopmitsitoTes Ha 00IIeM OJIaHKe MPEATPUATHS
WU Ha OJIaHKE MpUKa3a.

[Ipuka3 BiITOYaeT BCE BO3MOXKHBIC PEKBU3UTHI: JaTy,
HOMED, YTBEPKJACHUE, HAa3BaHUE BUJA JOKYMEHTA, TEKCT,
MOJIHUCH, TpU( COTIACOBAHUS, BU3Y COTJIACOBAHMS.
[Ipuka3pl 1O OCHOBHOM 1€ATEILHOCTH HYMEPYIOTCS U
BEIYTCS OT/EIBHO OT MPUKA30B 10 JUYHOMY COCTABY.
[Ipuka3 gomxeH UMETh 3arojIOBOK, OTBEYAIOLIMI Ha BOIIPOC
«0 ueM?» («O peopranuszalu NpeaAnpusTUI»,
HeponyctuMo — «IIpukasz no npennpustuio», «Ilpukas
TeHEPAIbHOTO JUPEKTOPA»).

TekcT nmpukaza COCTOUT U3 JIBYX YacTeH:

- KOHCTaTUPYIOILLEH;

- pacropsiANTENbHOM.

B xoHCTaTHpYIOLIEH YaCTH YKa3bIBAIOTCSI OCHOBAHUS JJIS
W3JIaHus IpUKa3a (HOPMATHUBHBIE IOKYMEHTHI, PEIICHUS
CoBerta TUPEKTOPOB, MPOU3BOICTBEHHAS] HEOOXOIUMOCTH ).
TekcT HaunHaercs cnoBaMu: «B cBs3u...», «B
COOTBETCTBUHU...», «B memnsax...», «Ius...».
PacniopsiguTtenbHas 4acTh HAUMHAETCS CIOBOM
«ITPUKA3BIBAIOY, nanee nuiyT «KOMY», «4TO CIEIATh»,
«J10 Kakoro uncnay. Eciau nopydeHre UCIOTHUTENIO JaeTCs
MIOCTOSIHHO, TO CPOK MCIIOJIHEHHUS B IPHKA3€ MOXKET
OTCYTCTBOBATb.

TekcT mpukasza AENUTCA Ha MMYHKTHI, KaXIbIA MTyHKT
HAYMHAETCS C KPACHOM CTPOKH.

Haubonee pacnpocTpaneHHbIE CI0Ba pacopsIAUTEIbHON
YacTH: MPUKA3bIBA0, OPTaHU30BaTh, 00ECIIEUYUTh,
MOATOTOBUTH, COCTaBUTh, IIPOBECTH, BBECTH B JICUCTBHE.

B nocneanem nyHKTE yKa3bIBaeTCs JIUIO WIH CTPYKTYPHOE
Mo/ipa3/ielieHre, OCYIIECTRIISIOIee KOHTPOJIb 32
BBITIOJIHEHUEM JIAHHOTO NpuKa3a. Ecnu Takoil myHKT
OTCYTCTBYET, TO KOHTPOJIb OCYIIECTBIISIET PYKOBOAUTEIH
NPEANPUITHS JIMYHO.

Ecnm mpukas BBOAUT B IeHCTBUE KaKUE-THOO TOKYMEHTBI
(MHCTPYKIIHMH, TPaBUIIA, TIOJIOKEHUS), TO OHU 0hOPMIIAIOTCS
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B BHJIC IPHIIOKEHUS K IPUKa3y (B TPaBOM BEPXHEM YLy
npukasa craButcs: «lIpunoxenune k nmpukasy ot 01.09.2008
Ne 7»).

[Tocne cocraBieHust TEKCTa MpUKa3a HEOOXOAUMO MPOBECTH
€ro COTJIaCOBaHUE M MOAIUCAHUE.

2.BAPUAHT 3

Hcnpasvme npomoxon, coonrwdan ece mpebdosanus
cocmaenenusn u ohopmiaeHus 0GHHO20 00OKyMeHma

000 «Azsepc»

[TPOTOKOJI
14.03.20 Ne45
3acenanust CoBeTa AUPEKTOPOB

[Ipencenarens: A.b. IBaHOB

Cexkpetapb: C.M. IlerpoBa

[IpucyrcrBoBanu: C.C. Cunopos A.IL. I'paues, M.A.
Ky3smun, P.M. SkoBnesa.

IloBecTka nHA:
OT1yet 0 paboTte npeanpuatua 3a lll keapTan.

Bonpoc o cny»k6e oxpaHbl.

1. CJIVIIAJIA:

P.M. SIkoBneBy (ri1aBHOTO OyXranrepa) — 3a4uTaH
(UHAHCOBBIN OTYET 32 OTUYETHBIN MEPHOJ.
BBICTYIINJIA:

A.b. IBaHOB — yKa3aj Ha HEJJOCTaTOYHBIA POCT
MpUOBUIH IO CPAaBHEHUIO C 3aIlJIAHUPOBAHHOM.

A.Il. I'paueB — npeaIoKUI HAHTH JOMOIHUTEIBHO 15
COTPYJIHHUKOB JJIs1 BBINIOJIHEHUSI 3aIJIAHUPOBAHHOTO 00beMa
pabort 3a roa.

I[TOCTAHOBUJIN:

1.1  VYrtBepauts Oyxrantepckuii 6ananc 3a Il kBaprain.
1.2  TlpunsTh Ha paboty 15 cOTpYIHHUKOB.

2 CIIYIIAJINA:

M.A. Ky3bMHHa — OTYET O COTPYAHUYECTBE C YACTHBIM
oxpanHbIM npeanpuartueM (HOIT) «Coxom».
BBICTVYIINJIA:

C.C. CuziopoB — OTMETHUIT BBICOKOE KaueCTBO pabOThI
YOIIa, npenoxui NpoJoKUTh COTPYIHUYECTBO C
YOIIom «Coxom».

ITOCTAHOBUJIN:

2.1  npomonruposats goroBop ¢ YOIMom «Cokon» Ha
CHEAYIOLIUI TO/I.

[Ipencenarens noonuce A.B.
HBanos

Cekpertapb noonucy CM.
ITerpoBa
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OTBeT: METOIUYECKHE PEKOMEHIAITNN

Ocob0ennocTH 0popMIIeHUS IPOTOKOJIA:

1. CocraBnsiercs Ha 0011eM OJlaHKE MM Ha YUCTOM
nucTe Oymaru, Ha KOTOPOM YKa3bIBaeTCsi HAMMEHOBAaHUE
Buaa nokymenta — « [ IPOTOKOJI».

2. O0s13aTeNIbHBIMU PEKBU3UTAMH POTOKOJIA SBIISIOTCS:
HAaMEHOBAaHME OpPTaHU3aIK, Ha3BaHUE BUJIA TOKYMEHTA,
JaTa 1 HOMep IPOTOKOJIA, 3ar0JIOBOK K TEKCTY, MOJIHUCH.
JIOTIOJTHUTENBHBIMHA PEKBU3UTAMHU IIPOTOKOJIA SIBJISIOTCS:
HauMEHOBAaHHE CTPYKTYPHOT'O MOpa3aeseH s, rpud
YTBEP)KJCHHS, OTMETKA O HAJIMYUU MPUIOKEHHUH, MECTO U
BpeMsl POBEACHUSI 3aceianusl, GaMIIUS U UHUITHAIIBI
IIpe/iceAaTeNbCTBYIOIIEr0 Ha COBEILIAaHUH, 3aCElaHUH, 1aTa
MOANKCAHUS IPOTOKOJIA, CIIOCOO roJI0COBaHUs (OTKPHITOE,
TallHOE, 3204YHOE).

3. JlaToii mpoTokona sIBIsSIeTCs JeHb MPOBEACHUS
MPOTOKOJIMPYEMOTO COOBITHS (3aceTaHusl, COBEIAHUS U
T.1.). Eciiu oHO npo10iKanock HECKOJBKO AHEH, TO Yepes
TUPE YKa3bIBAIOT AAaThl HAUala U OKOHYAHUS 3aCeIaHMUs.
Hanpumep, opopmiienue natel 3aceaHus,
npoaospkasmrerocs aga aas: 04.05.2012 — 05.05.2012
W 03 — 04 mas 2012 r. Jlata pacrmoyiaraetes
OJIHOM CTPOYKOIl HIKE Ha3BaHUS BUJA IOKYMEHTA WM HaJ|
CTENUATBHON OTPaHUYUTENBHOM JIMHUEH B 001IeM OTaHKe.
4.  Homepom MpOTOKOJIA SBISETCS MOPSAKOBBIA HOMED
3acejaHus KOJIJIETHaIbHOIO OpraHa B Ipesiesax
kaneHaapHoro roza. Ilpu opopmiennn Homepos ¢ Nel mo 9
HE00X0IMMO HCII0JIb30BaTh MUHUMYM JIBa 3HaKa.
Hanpumep, «Ne 01», «Ne 07». Homep npotokona
odopmiisieTcs Ha TOM K€ CTPOKE, 4TO U JlaTa.

5. B 3aronoBke yka3bIBaeTCsl Ha3BaHUE
KOJUIETHAJIbHOTO OpraHa WIN 3acejaHusi, KoTopoe
CorJlacyeTcs ¢ Ha3BaHHEM BUJA JOKYMEHTa, HalpuMep:
[MTPOTOKOJI (uero?) 3acenanust CoBera JUPEKTOPOB.
3aros0Bok 0(hopMIISETCsl OJHON-IBYMsI CTPOKAaMH HUXKe
PEKBHU3UTA «MECTO COCTABIICHUS WJIN U3aHUS
00513aTeNIbHO OT I'PAaHMIIBI JIEBOT'O TOJISI MJIM Ha TUIOLIA N,
OTMEUYEHHOU B 0011IeM OJIaHKE OrpaHUYUTEIbHBIMU
YTOJIKaMH B JIEBOM BEPXHEM YTIIy JIUCTa Oymaru.

6. TekcT mpoTOKOoJIa COCTOUT U3 BBOJHOM M OCHOBHOM
YacTeu.

BBonHas yacte oopmIIsieTcs B ClIeIyIOIeh
MOCTIeI0BATEIbHOCTH
Ilpeocedoamensy — pamMunust 1 HHUITAAITBL;

Cexpemaps — haMuIHsl 1 UHUITUAIIBI;

Ilpucymcmeosanu: HGaMuaIuu U MHULUATIBI
MPUCYTCTBYIOIUX COTPYAHUKOB B ali(haBUTHOM MOPSJIKE,
3aTeM JIOJHKHOCTH M (haMUJIHH TTpUTIIAIeHHBIX. Ecin
pUCYTCTBYIONMX Oosee 15, yka3piBaeTcs X obiee
KosinuecTBo. Eciu ¢ ykazaHuem J0JKHOCTH, TO B OPSIKE
yObIBaHus nepapxun. Eciu npucyrcrBoBanu 200 u Gosee

15




yesioBek, To numiercs — «110 4gen., uto cocraBiseT 80%
00I1Iero KOJM4ecTBa akiMoHepoB. CITUCOK MpujIaraeTcs
(cm. mpui. Ne 1).»
daMUIMK ¥ UHULUAIBI IPUTIIALIEHHBIX TOJKHOCTHBIX
JIMLL, KOTOPbIE HE SIBJIAIOTCS YICHAMU KOJUIETMaJIbHOIO
Oprasa, HO IPUCYTCTBOBAJIM HA 3aCEAAHNUHU, IEPEUUCIIAIOTCS
nocie cinoBa «IIpurnamennsie:». OHO opopmisercs oT
IPaHULbI JIEBOTO MOJIS IBYMsI CTPOKAaMU HMKE CJIOBa
«[IpucyrcTBOBaNIN: » U 3aKAHUYMBAETCS IBOETOUHEM.
JIOMKHOCTH 3THX JIUMI IIPUHATO YKa3blBaTh.
BBoaHas yacTh NpoTOKOJIA 3aKaHUYMBACTCS IOBECTKOM JTHSL.
[lepeueHb BOIPOCOB, BBIHECEHHBIX ISl 00CYKIEHUS,
oopmisiercs nocne cioB «IloBecTka AHA:», KOTOpbIE
pacnosararoTcs OT IPaHULIbI JIEBOTO MOJIS IBYMS CTPOKaMu
HUDKE COCTaBa MPUCYTCTBYIOIUX U 3aKaHYUBACTCSI
nBoeroureM. Kaxapiii Bopoc Gpopmymupyercs ¢
npennorom «O» uinu «O6», oTBeyaet Ha Bonpoc «O uem?»
Y COACPXKUT YKa3aHUe JTOJDKHOCTH, (PaMIJTUN U MHUIIAAIIBI
JOoKIauuKa. Bonpocsl HymepyroTces apadCKumu nuppamu,
pacrioyiaratoTcsi o CTeNeH! UX 3HAYUMOCTH U
0(hOpMIIIOTCSI ¢ KPaCHOM CTPOKH.
OcHOBHas 4yaCTb COCTOUT U3 Pa3/IeJIOB, COOTBETCTBYIOIINX
IIYHKTaM MOBECTKU JHS. TeKCT KaXKI0ro pas3zesia CTPOUTCS
10 CXeMe:

CIIYIIAJINA:

BBICTVYIINJIA:

[NOCTAHOBWJIN (PELINJIN):
[Tocne nBoeTOUMs Ha cleayIoLIel CTpoke ¢ ab3ana
MUITYTCS aMUIMK U UHULAIIBI BBICTYNABIIMX U Yepe3
TUPE — KPaTKOE U3JI0KEHUE TEKCTA BBICTYIIEHUS. Ecnu
JOKJIaTYUK MPEJOCTaBUI TEKCT CBOETO BBICTYIUIEHUS , TO
IIOCJIE TUPE YKa3bIBAETCS: «TEKCT BBICTYIUICHUS
npuiaraercs (mpuioxxeHue 1)».
7. TlocraHoBneHus (pelieHus) yKa3blBalOTCS B
MIPOTOKOJIE IOJTHOCTBIO, T. K. SIBJISIOTCSI HanboJiee BaKHOM
ero Jactelo. [loctaHoBIsAIOMIAs YaCTh MOXKET
MO/IPA3AENAThCS HA IYHKTHI.
8.  Ecnu npoBoauiock rosiocoBaHKEe MO KAKOMY-JIH00
BOIIPOCY, YKa3bIBAIOTCS €0 pe3yibTarhl («3A» - 15,
«[TPOTUB» -3, «<BO3AEPXXAJIOCH» - 1)
9.  Bce BOIpOCH K AOKIAMYUKY ¥ BHICTYITHBIINM, a
TaK)K€ OTBETHI HA HUX 3alMCHIBAIOTCS B OPAIKE UX
MOCTYIUIEHUS U OPOPMIIIOTCS ¢ KPACHOU CTPOKH.
damMuInIO JIMIA, 331aBLIETO BOIPOC, AOMYCKAETCS HE
YKa3bIBaTh.
10. IIpoTokous moamuchIBaeTCs MpeaceaaTeieM u
cekperapeM. OHU MTPOCTABISAIOTCS Ha OTPEIAKTHPOBAHHOM
U CBEPEHHOM NPOTOKOJIE. PacnonaratoTcs TpeMsa-4eThIpbMs
CTpOKaMH HUKE T€KCTa OT IPAaHULIbI JIEBOTO MO U
pa3AemsoTCs 0OAHOM cTpokoil. B pacimmgpoBkax noamnucei
WMHUIMANBI pacroyiaratoTcs nepes pamunuei.
11. B 0c000 BaKHBIX CIy4asX BHICTYNABIINE JOJKHBI
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BHU3HPOBATH MPOTOKOJI, BU3bI IIPOCTABIISIFOTCS HA JICBOM
ToJie JOKYMEHTA, Ha YPOBHE 3aIMCH BBICTYIIICHHSL.

12.  OtnenbHBIC BUIBI TPOTOKOJIOB (ITPOTOKOJIBI
3aceaHusl TEXHUIECKUX, IKCIIEPTHBIX COBETOB, KOMUCCHIH,
MIPOTOKOJIBI HCIIBITAHUIA U HEKOTOPBIE IPYTHE)
YTBEPKAAFOTCS] PYKOBOUTEIIEM OPTaHU3AIUH HITU
BBIIIECTOSIIETO OpraHa.

13. TIpoTokonam MpUCBAMUBAIOTCS MOPSIKOBBIC HOMEpA B
npejenax KaJeHIapHOTo Toja OTASIBHO M0 KaXKI0H rpyrie
MIPOTOKOJIOB.

14. K npoToKoiaM MOIIUBAIOTCS MPEICTaBICHHbIC HA
paccMOTpeHHEe MaTepHAaIIbL.

15. TIpoTOKOJBI XpaHSATCS MOCTOSIHHO.

3.BAPUAHT 4
Kaxk 6yoem eviensaoems 3mom 00KymeHnm, ogpopmiaenHblil
no écem npagunam?

DJINTA

112010, Mockaa, yi. @psizeBckas, 2
Hupexropy AO «1luk»
p/c 324554984 B CBC-Arpo

Bonkosy C.C.

Ten. (495)125 24 24 113251,
Mocksa

21.12.20 14/1-2 VIL

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

YBaxaemslii Cepreii Cepreesuu!

Ha Bamry npocb0y 0 mocTaBke ChIpbsi OTBEUAEM, YTO
yKa3aHHas TOCTaBKa HE MOKET OBITh OCYIIECTBIICHA 10
11.01.21.

[Ipocum Bac noareepants 1100 O0TKa3aThbes OT MOCTABKU.

HcnosHuTENbHBINA AUPEKTOP
Bopo6resa O.C.

OTBeT: METOOUYECKHE PEKOMEHJAIUN
OdopmiieHue peKBU3UTOB CJIY:KeOHOr0 MUChbMa

O0s13aTeIbHBIMU PEKBU3UTAMU CITYKEOHOTO MUChMa
SBJISIIOTCS: pEKBU3UTHI OJlaHKA (HAUMEHOBaHHE
OpraHM3aliy, CIIpaBOYHbIE JaHHbIE 00 OpraHu3aluu, 1aTa
MUChMa, PETMCTPALIMOHHBIA HOMEp, CChUIKA Ha J1aTy U
perucTpaloOHHbI HOMEp MOCTYNUBILETO JOKYMEHTA),
ajipecar, 3arojIoBOK K TEKCTY (IIpH HEOOXOAMMOCTH), TEKCT,
OTMETKA O HAJIMYMH MPUIIOKEHHUS, TOJIIUCh, OTMETKA 00
HCIIOJIHUTEIIE.

Ha 6nanke ciye0HOro nucbmMa MOXKET PUCYTCTBOBATh
n3o0pakeHue rep6ba minm smM0IeMsl opranusanuu. Hazpanue
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Buaa nokymenta (IIMCbMO) He yka3biBaeTcs
(MCKJIIOUYEHNE — rapaHTUIHOE ITUCHMO).

Jl1st cocTaBiIeHUs MMCEM UCIIOJIB3YETCs ClIeUalIbHBIN
ONaHK MHUChbMa, I71e Ha3BaHHE BUJA JOKYMEHTA He
yKa3bIBaETCsl.

B 3aro/10B04HO0I1 YacTH NMUCbMA 1€YATAIOTCS CIECIYIOIINE
PEKBU3UTHI:

«I'ocynapcrBennnlii repd P®» nnu «I'epd cyobexta PD»
WIN «TOBAPHBIN 3HAK).

«HanmeHOBaHMe OPraHU3aANMN» SBISIIOIICHCS aBTOPOM
JOKYMEHTA.

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

«/laTa nokymeHTa» - 1aTa €ro NoJN1CaHusl.
«PerucTpanmoHHBIN HOMeEP» - HOMEDP TOKYMEHTA,
[IPUCBAaMBAEMbIil €My OpraHu3anue.

«CcpliIKa Ha perHCTPALMOHHBII HOMEp U 1aTy
AOKYMEHTAa» - 3all0JIHSETCS B TOM CIy4ae, €CIu MHUCbMO
SIBJISICTCS. OTBETHBIM.

«3aro/10BOK K TEKCTY» BKJIIOYAET KPATKOE COACpKAHUE
JIOKYMEHTA. 3arojIoBOK COIJIacyeTcsl C HAMMEHOBaHUEM
BUJIA IOKYMEHTA (B JAHHOM CJIy4ae IUCbMO), OTBEYAET Ha
BOIIPOC «O YyeM» («0 KOM»), HaunHaeTcs ¢ npeauora «O»
ni «O6». Hanpumep: «O cpokax noctaBku», «O0 ydactun
B BBICTABKE».

B nucbMax 10JKHBI OBITH TPABUIIBHO YKa3aHbI COCTaBHBIE
YacTH pEeKBU3HTA «aapecar» (MoydaTens nucbMa): pupma,
CTPYKTYpHOE O/ipa3ieIeHHe, JOKHOCTh, TIOUYTOBBINA aapec
MOJTyYaTesl.

Ecnu nuceMo ogHOTO cosiepkaHus HalpaBIIseTCs
HECKOJIBKUM aJipecaTtaM, CHadajla yKa3blBaeTCs aipec
OCHOBHOTO MOJyYaTes, 3aTeM MepeuncisioTcs ApyTue.
Ecnu noxymeHT HampasisieTcs 60see 4eM YeThipeM
ajzipecaTam, COCTABJISIETCSl CIUCOK PACCBhUIKU U Ha KaKJIOM
9K3EMIUIIPE YKa3bIBAETCS JIMILIB OJIUH a/ipecar, KOTOPOMY
HaIpaBJIAeTCs KOHKPETHBIN SK3EMILIIAP.

Ecnu nuceMo ogHOTO cosep:kaHus HalpaBIIAeTCs
HECKOJIbKUM OJTHOPOJIHBIM aJjpecaTam, TO ajipecar MULIyT
0006mmenHo. Hanpumep (komnemxam o r. Openoypry).
«Texer» nuceMa 10KEH OBITh JIAKOHUYHBIM,
Mocye10BaTeIbHbIM, YOAUTENbHBIM U KOPPEKTHBIM. TekcT
MMChbMa, KaK MPaBUJIO, HE IPEBBIIIAET OJTHOM CTPaHUIIbL.
TekcT nrcbMa yaie BCero COCTOMT U3 BBOJHOM YacTH U
OCHOBHOM.

Bo BBOIHOI YacTH yKa3bIBAIOTCS MPUYMHBI, BBI3BABIIIE
COCTaBJICHHE NMHUChMa, COTTPOBOXKAAEMbIE CCHUIKAMU Ha
(baxThl, 1aThl, TOKYMEHTBI, HAIIPUMEDP:

«B cBA3M ¢ Tem, 4TO npHu noxyyeHuu rpysa 26.01.2002 mo
HaksaHou Ne 2342 B rcripaBHOM BaroHe ¢
HEHapYIICHHBIMH IJIOMOaMHU TPy300TIPABUTENS IPU
BCKPBITHH SILMKOB U IPOBEPKE COAEPKUMOI0 C yJaCTHEM
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MpPeICTaBUTEINS ... ObljIa yCTAaHOBJIEHA HEIOCTAYa ... IITYK
U3JIeIUH Ha CyMMY... (koMMepueckuil akT oT 26.01.2002 Ne
43)...»

Bo BTOpOIi YacTn nucbMa GopMyIUpyeTCsS €ro OCHOBHAs
1ens (IpeIoKeHne, 0TKa3, Mpockoa, rapaHTHs U T.11.),
HaIpumep:

«IIpocum B Teuenune 10 6aHKOBCKUX JTHEH MEPEYUCIUTD
YKa3aHHYI0 CYMMY Ha Halll paCU€THBIN CUET».

«OTMeTKAa 0 HATMYMHU NTPUJIOKEHU D) - PEKBU3UT
HCIIOJIb3YETCS B COIIPOBOAUTENBHBIX TUCbMax. OTMETKA O
HaJIMYUU TPUIIOKEHUS Pa3MEeIaeTCsl MO TEKCTOM.
«Bu3a» - OTMETKa O COTIaCOBaHUU JTOKYMEHTA BHYTPHU
opranuzanuy. Busza BKI04aeT: JOHKHOCTh BUSHPYIOLIETO,
MOJIMTUCHh BU3UPYIOUIETO, PaCIIM(POBKY HOAIHCH
(vHUIIMATBL, (HaMHIIUS) U JaTy.

«Ilopmucw» odopmisiercss Ha 2-3 UHTEpBajIa HUXKE TEKCTa
JIOKYMEHTA (B COPOBOAUTEIBHBIX MUCbMAaX — MOJI
OTMETKOM O HaJIM4uu NpujoxeHus). B cocras pek-Busuta
BXOJIAT: HAUMEHOBAHUE JJOJDKHOCTH JIMLA, TOANMCABILIEr0
JOKYMEHT, JINYHasl MOAMKUCH U paciiupoBKa MOMUCH
(MHMLIMATBL, GaMUIIHS).

«IleuyaTh)» 3aBepseT MOMIMHHOCTD MOANUCU JOTKHOCTHOTO
JMIa Ha JOKY-MEHTaX, YJOCTOBEPSIOIINX IIpaBa JIMII,
¢bukcupyomux ¢GakThl, CBI3aHHbIE C PUHAHCOBBIMU
CpEICTBaM H JIp.

«OT1MeTKa 00 MCTIOTHUTEJIe» BKIIOYaeT (haMuIuio (Uim
(bamMHIITUIO, UMSI, OTYECTBO) HCIIOJIIHUTENS TOKyMEHTA U
HOMEp €ero TenedoHa.

YMeTh: HCIIOJIb30BaTh
3aKOHO/ATENbHBIE W JpYyrue
HOPMATHUBHBIE TPABOBHIE AaKTHI,
rOCy/IapCTBEHHBbIE  CTaHIAPTHI,
YHUPUIIMPOBAHHBIE CHCTEMBI
JTOKYMEHTAllui, HOPMaTHUBHO-
METOANYCCKHUEC I[OKYMGHTI)I JJISL
paroHaIbHON TEXHOJIOTHH
paboThI ouc-MeHEeKEpa

1.BAPUAHT 2
Hainimu owuodku 6 0oKymenme

AKIMOHEpHOE 00IIECTBO 3aKPBITOTO

TUIA «YTBEpKIAI0»
«lapusi»

Hupekrop Ilerpos N.IO.

08 cents6ps 2013
AKT

12.10.13 .  Nel3
MockBa
OcHoBaHue npuka3 Ne 12 ot 10.09.13
CocraBiieH PKCIIEpTHOMN
KOMHMCCHEN B COCTaBE:
IIpencenarens
Berpos N.1.
UneHbl KOMUCCHH

Hauanpuuk otaena KaJpoB

Crapumnii uacnektop OK
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Bapnamosa W.I'., momomnnk nuacnekropa OK AdanacreBa
P.T.

KomMuccus orobpana Kk yHUUTOXKEHUIO, KAK YTPAaTHUBILINE
IIPAKTUYECKOE 3HAUEHHE U B CBSI3U C UCTEUCHUEM CpOKa
XpaHEHUs, CIEAYIOIUE TOKYMEHTHI:

Combl KomnuectBo
Tumsl TOKyMEHTOB
JIOKyMEHTOB JOKyMEHTOB
IIpukasel 1o OCHOBHOI
1989 P 118
JCSTSIILHOCTH
1990 CayxeOHble MUChbMa 569

I[OKYMCHTBI U3MCJIBUCHBI U CAAHBI JJIA YHI/I‘-ITO)KGHI/IH I10
3aroTOBKE BTOPHYHOTO CHIPHS 110 IPUEMO-CIATOYHOM
"axaamuoit ot 10.10.13.

Hauvaneauk otaena kaapos
Berpos B.J.

Crapumit uacnekrop OK
Bapnamosa N.I'.

[Tomomnauk nncnekropa OK
Adanacnena P.T.
[TpunoskeHne: mprueMo-cIaTouHast HaKJIaTHasI

OtBetr: MeTtoanyeckie peKOMeH/1aluu

IIpaBuia cocraBiieHHd aKTa:

1.  AxThl oopMIIIOTCS HA 00IIeM OJIaHKe (BHYTPEHHHUE),
€CJIM COCTaBISIETCS BHEIIHUM aKT, TO HA OJaHKe JOJKHBI
OBbITH CIPABOYHBIE IaHHbIE 00 OpraHU3aI1y.

2.  AKT MOXET UMETh 3ar0JIOBOK («AKT MpHeMa-rnepeaadn
JIOKYMEHTOBY).

3. Maroii akTa sBisieTcs JaTa COOBITHS (YTBEPKICHUS)
WM JaTa TOCIeHEeW TOIICH, HallpuMep, KOTaa
COCTaBIISIETCS aKT MpUeMa-ciayl padoT, MOMTUCHIBAEMBIi
JIBYMSI CTOPOHAMH.

4. Bo BBOAHOW YacTH aKkTa yKa3bIBaeTCsI OCHOBAHHE €r0
COCTaBIIEHU (HaIpUMep, CChIIKA Ha JOKYMEHT, Ha KaKHe-
60 (hakThl, COOBITHS, IEHCTBUA).

5. Jlanee yka3bpIBaeTcs COCTaB KOMHCCUU: (haMuUIus,
WHUIMANBI TIPeJICeIaTeNs U YICHOB KOMUCCHH B
an(aBUTHOM HOPSAIKE, TP HEOOXOAMMOCTH YKa3bIBAIOTCS
JOJKHOCTH, (PaMIIIMU ¥ MHULIAAJBI IPUCYTCTBYIOIIUX.

6. B 0CHOBHOI1 YacTH aKTa HU3JIararoTCs LEH, 3a1a9H U
CPOKH MPOBEJCHHOM KOMHUCCHEH paboThl, €€ pe3ylbTaThl
(BBIBOJIBI, 3aKITFOUCHUSI, IPEIOKEHUS ).

7. TekcT aKkTa MOXET UMETh MTyHKTHI, TIOJITYHKTHI WA
WMETh TaOIUIHYIO0 opMYy.

8. Ilocne TekcTa M OTMETKH O MPHIJIOKEHUH YKa3bIBAIOTCS
CBEJICHUS O KOJMYECTBE IK3EMIUISIPOB aKTa, O MECTE MX
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HaXOXICHUA WK aJgpecaTax, KOTOPbIM OHU OTIIPABJICHEI.

9. AKXTBI HOANMUCBIBAOTCA BCEMU JIMIIAMU,
IIPpUHUMABIIMMHU Y4aCTHUE B €T0 COCTABJICHHUH, IIPUYEM B TOH
KE MMoCJICA0BaTCIBbHOCTH, B KOTOpOfI OHHU YKa3aHbI B HA4YaJIC
akTta. Ecimm YKa3bIBAlOTCA JOJDKHOCTHU COCTaBa KOMHCCHUU,
TO MOAININCHU CTABATCA B UCPAPXHUICCKOM ITOPSAIAKE.

10. AKTBI 4acTo yTBepxkaaroTcs (1o
MaTepHUaTbHBIM, (PUHAHCOBBIM U JIp. BAKHBIM BOIIPOCaM).
11. [Toanuck 0 TOM, YTO aKT HAIPABJICH B

ACJI0, CTAaBUT HAYaJIbHUK MMOAPA3ACIICHHA, B KOTOPOM
I[aHHBIﬁ AKT HUCITOJIHAJICA, h19%(s10) npeaceaareiib KOMUCCHU.

2.
BAPHUAHT 5

Hcnpasvme 00Kymenm 6 coomeemcmeuu ¢ npasuiamu
MeNHCOYHAPOOHOI 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

Ivanov A A.
Director
cc Mr Jack Masey.

OTBeT: METOAUYECKHE PEKOMEH AN
OcodenHocTu opopMiieHNsI PEKBU3UTOB MUCbMA
HHOCTPAHHOMY MapPTHePY:

PexBusur 1 - «Ceedenusn 06 omnpasumene) (aBTope
JOKyMeHTa). B 1eBoM BepXHEM yrily, B BEpXHEM MIPAaBOM
YTIIy WIH B IICHTPE BEPXHEH YaCTH JIUCTA PACTIOiaraeTcst
sMmbiieMa 1 HanMeHoBaHue Gupmbl. Ecin koMmanus
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MaJIOM3BECTHA, TO YKa3bIBa€TCs NPOPHIIb €€ NeSITEIbHOCTH,
Hanpumep, «ppaxT Cyl0B», «OPTaHU3aLUS TYPOB» U T.1.
Taxoke ykasbiBaeTcs aapec pupmbl, HoMepa Tene(oHoB,
(akcoB, AIIEKTPOHHOMN MOYTHI, UHOT1a HA3BaHHE
oOciykuBatoniero 6anka. MlHorna (31o pomyckaer cranaapt
NCO) i ykazaHus apecoB U TeISPOHOB UCTIONB3YETCS
MECTO HaJl HUYKHUM I10JIeM OJIaHKa.

Bce ocranbHble peKBU3HUTHI PacoyiaratloTcsi OT TPAHULIBI
JIeBOro 1oJst, 6e3 ab3aleB, XOTs PEKBU3UT «JaTa» MOXKET
MepeMeIaThCst K MPaBoMy MOJIIO.

PexBu3ut 2 — «ccvinka» (Reference) na Homep nqoxkymeHTa
JIEJIOBOTO ITapTHEPA, HA KOTOPBIA JaHHBIN JOKYMEHT
sBisieTcst orBeToM (Yourref.), uto anamornuno «Ha Bamn Ne
...», ¥ cchlIKa Ha cBoil HoMep (Ourref.), uto , Mo cyTH,
SBJIICTCS HAIIUM MCXOJAIINUM PErHCTPALlMOHHBIM HOMEPOM.
Ccpika MOXKET ObITh HUPPOBOIA, OYKBEHHOH HITH
OyKBEHHO-IIU(PPOBOH. B uncie 31eMeHTOB CChUIKU MOTYT
OBITh MHUIIMAJIBI aBTOPA MUChMa, CEKpeTaps HIIn
WCTIOJTHUTEIIS, TIOPSIIKOBBIA HOMEP JOKYMEHTA, YCIIOBHOE
0003HaueHHE CTPYKTYPHOTO MOJIpa3/ieieHus, ena, (aiina.
PexBusur 3— «/[lamay yxa3pIBaeTCs COrJIaCHO MPUHATON B
cTpaHe ajapecara cucreme. HajexHee Bcero ykazarb 4nucio
nuppaMu, HAMMEHOBAHHUE MECSIIAa TIOJTHOCTHIO B OYKBEHHOI
¢dopme 1 roa nudppaMu MOJIHOCTHIO, HaNIpuUMep: 15 August
2010. (Cranmapt UCO pexkomenayer Tak: roa, T.e. 2001-
05-23).

PexBusur 4 — «Aodpec nonyuamensa» cocTouT U3
PacIoyIoKEHHBIX TOCTPOYHO:

- UIMEHU U (GaMUINU [TOJTy4yaTes;

- HAUMEHOBaHMsI KOMIIAHUU;

- HOMepa JI0Ma, YIIUIIBI;

- TOpoia, HIOYTOBOT'O OKpyTa (MHIEKCa);

- CTpaHBI.

PexBu3uT S — «K ceedenuron, unu ykazaHue Ha
KOHKpeTHoe J110. Vcnonb3yercs , eciu B ajipece He
yka3zaHa (haMmiIns nojiydarens, opopmisieTcs mocie
aapeca, Haripumep: Attention: Mr. P. Cooper. OtoT
PEKBU3UT HE SBISETCS 005S3aTEIIbHBIM.

PexBu3UT 6 — «6cmynumenvnoe oopawjenue» NUIIYT C
HOBOM CTPOKHU , OTCTYIIHB OT aIpeca YEThIpE MEKCTPOUHBIX
WHTEpBaJa.

JlenoBoe MuchbMO HaumHaeTcs co cioB «Dear ...». Moryt
HCIIOJIb30BAThCS Cleytomue (hpaspl:

- DearSir — ecim uMs1 mosryyartesst HEeM3BECTHO;

- DearMadam — eciiu uMs oy9arteist HEU3BECTHO;

- DearMrNeit — rocriouHy, UMst KOTOPOTO U3BECTHO;

- DearMrsFella — 3amy>xHeit xeHIMHE;

- DearMissJones — He3amMy»XHEl KEHIIMHE;

- DearMsMorrison — 3aMy>KHel W He3aMyKHEH
KEHIIHHE.

PexBusur 7 - «3a201060k nucemay yka3plBaeTcs 1ocie
BCTYIUTEILHOI0 O0paIeHnss U 0003HAYAeTCS:
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- RE: - cokpamenue cioBa «regarding» (OTHOCUTEIIBHO);

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

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

- IOAYEPKUBAHUEM.
3aroJioBOK He SIBJISIETCS 00S13aTEIbHBIM PEKBU3UTOM, HO €ro
HaJIM4Yue OTpa)kaeT 3HaHUE OTIPABUTENEM MPABUI
XOPOIIETO TOHA.

PexBu3ur 8 - «Texcm»MoxeT ne4aTaThCsl Kak OT TPAHUIIBI
JIEBOTO 110JIs1 (COBPEMEHHBIM BApUAHT), TaK U C OTCTYIIOM
Hayaja Kaxaoro ab3aia — ¢ KpacHOM CTpOKHU
(kmaccuyeckuil BapuaHT).

A63a1bl OTAENSAI0TCS APYT OT APYra JOMOJIHUTEIbHBIM
MEXCTPOYHBIM HHTEPBAJIOM, YTO 00JIer4yaeT BOCIIPHUATHE
coziepkanus nucbma. Kpome Toro, ocCHOBHbIE ITPEIOKEHUS
MOTYT OBITh BBIICTICHBI HIPU(TOM, TTOAYECPKHUBAHAEM H T.JI.

TexcT 0OBIYHO JOMKEH YMEIIAThCsl HA OJJTHOM CTPaHHUIIE.
«PexBU3NT 9 — «3aknouumensvnan popmyna
6erciueoCcmuy yKa3bIBaeTCs Yepes3 ABa MEKCTPOUHBIX
WHTEpBaa.

Ecin nuceMo HaunHaercs cioBaMu: DearMr/Mrs/Miss/Ms,
TO 3aKaH4MBaeTcs BeipakeHueM: Sincerelyyours (Mckpenne
Bam).

Ecnu B mpuserctBun cnosa: DearSir/Sirs/Madam, To
okonvanue: Yoursfaithfully (mpeganneiii Bam).

MoryT Takke UCTOIb30BaThCS CIEAYIONIUE
cioBocoueTanusi: Bestwishes (Hamryumme noxenanus).
PexBu3ur 10 — «lloonuce» pacrionaraercst Huxe GpopMyIsl
BEXIIMBOCTH. [lenaeTcs He MEeHee MATH MEKCTPOUHBIX
MHTEPBAJIOB /IS TMYHOW NOJNKCH aBTOpa nmuchbma. Hioke
MOJIKCH yKa3bIBaeTcs ee pacunupoBKa: UMs U (haMuiIus,
Ha CIIelyIoIlel CTpOKe — JOIDKHOCTD JIMLA, TOAMUCABILIETO
JTOKYMEHT. JIOMKHOCTh HE YKa3bIBaeTCsl, €CIIH MUCHhMO
MOJIMTMCAHO PYKOBOJUTENEM KOMIAHHH.

[lepen mOATUCHIO MOXKET CTOSITH OTMETKA «P.p.», UTO
O3HayaeT «OT UMEHH», B TOM ClIydae, KOr/ia oJ4YNHEHHbIE
MOJIMTMCHIBAIOT TOKYMEHT IO MOPYYSHHUIO PYKOBOTUTEIIS.
PexBusur 11 — «Ykazanue na npunosxcenue» (ecnv oHo
€CTh) JIa€TCS B IMOJHOM WIIK COKpAIICHHOUW GopMme:
«Enclosure:» unu «Encl:», nanpumep: Encl: Contract Ne
11/Si.

PexBusur 12 — «Ykazanue na paccoinky konuii».Ilpu
HarpasiieHun Konui nmucbMa («Carboncopy» WiH «cc)
HECKOJIbKUM aJipecaTaM yKa3bIBaloT (PaMIIINH JIUL] UITH
KOMITaHUHU, KOTOPBIM OTHPABJICHBI KOITHH.

Onucanue MKaJbl OLICHUBAHUA:

Oyenka: 5

Huoicnuii nopoe evinonnenus sadanus 6 npoyenmax: 10
Onucanue xapaxmepucmuxu ebinoneHus snanus: OueHka "oTIMYHO" BBICTABIISETCS €CIIU 3ajaHNe
BBITIOJTHEHO B MOJTHOM 00BEME HIIH BBITTOTHEHO MPEUMYIIIECTBEHHO BEPHO
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Oyenxa: 4
Huoicnuii nopoe evinonnenus 3aoanus 6 npoyenmax. 60
OnucaHnue xapakmepucmuxu eblnoinenus 3Hanus: OLeHKa "X0opouIio" BICTaBISETCS €CIu
OOJIBITMHCTBO BOIPOCOB PACKPHITO. BBIOPAHO BEPHOE HAINIPABIICHHE JIJISl PEIICHUS 3a/1a4

Oyenka: 3
Huoicnuii nopoe evinonenus 3aoanus 6 npoyenmax. 50
Onucanue xapakmepucmuxu evinonnenus 3uanus: O1neHka "ya0BIeTBOPUTENILHO" BHICTABIIACTCS
€CITH 3aJIaHUE MPEUMYIIECTBEHHO BBITIOJTHEHO

KM-5. 3akoHoaaTe/ibHble OCHOBBI J1€JI0NIPOM3BOICTBA

®opmbl peaau3anum: bunersl (MMCbMEHHBINA OIPOC)

Tun KOHTPOJBLHOr0 MeponpusaTusi: TecTupoBaHue

Bec xonTposabHoro meponpusitust B bPC: 15

IIpoueaypa mnpoBeaeHMsi KOHTPOJBbHOro MeponpusatHs: I[IpoBoauTcs Ha NPaKTHUYECKOM
3anstuu. PacuerHoe Bpemst - 15 munyt. KommyectBo BapmanTtoB - 3. KoOnIMYeCTBO TECTOBBIX

BOIIPOCOB B BapUaHTE - /.

KpaTKOC CoA€cpKaHMuE 3alaHUA:

Pa6oTa OpPUCHTHPOBAHA HA 3HAHUA O JOKYMCHTUPOBAHUHN U ITIOPSAAKE pa6OTLI C
KOH(i)I/IZIeHIII/IaJII)HI)IMI/I AOKYMCHTaMH Ha OCHOBEC 3aKOHOAATCJIbHBIX aKTOB

KoHTpoJibHbIE BOIPOCHI/3a/1aHUA:

3HaTh: 3aKOHOIAaTENIbHbBIE U APYTUE
HOpPMAaTHUBHBIE TPABOBBIE  aKTBhI,
perIaMeHTHPYIOIINE

UH(OPMALIOHHYIO u
JTIOKYMEHTAIMOHHYIO JIeATEIbHOCTh
opranuzaiuu: Konctutyuuio PO,

I'paxxnanckumit Konxekc PO,
YT010BHBIN Kogexc PO,
TpynoBoii Konekc PO,
benepanbHbie 3aKOHBI: «O06
uH(popmanuu, HHGOPMaTU3ALNUN U
3ammre  uHQOpMmaumm», — «OO0
ANIEKTPOHHOM  mommucu»,  «O

KOMMEpPYECKOM TaWHe» U  Jp.;
HOPMATHBHBIE, WHCTPYKTHBHBIE U
METOANYECKHUE JIOKYMEHTHI,
n3nasaemele PocapxuBom u nip.

1.I'pud orpanmuenus goctymna ohopmiIseTcs

a) CEKPETHO

6) CEKPETHO »5k3.Nel

B) CEKPETHO

rorosust M.H.Iletpos

r) «CEKPETHO»
Otset: 0)
2.CTeneHb CEKpETHOCTU CBEICHUN YCTaHOBIIEHA B
CIIEYIOIIEM M3 YKa3aHHBIX HOPMATUBHBIX aKTaX:

a) @enepanbHblil 3akoH «O06 nHpoOpMaNUH,
nH(pOpMAaTHU3aLMY U 3alIUTEe HHOOPMALIUN

6) 3akoH Poccuiickoit denepaunn «O
rOCyJ1IapCTBEHHOM TallHE»

B) IlepeueHs cBeseHU, OTHECEHHBIX K
rOCYJIapCTBEHHOW TailHE, ONPEICICHHBIN Y Ka30M
[Ipesunenrta Poccutickoit deneparuu
Otsert: 0)
3.ITevatanue nokymMeHTOB ¢ TpudoM «KT»
MIPOU3BOIUTCS

a) B cTpyKTypHBIX oApa3IeneHusIx
0) LlenTpann3oBaHHO, B CIIEIIMATIHFHO OTBEICHHOM
[IOMEILEHUN

B) B cexperapuare
OtBert:0)
4.11pu pabote ¢ TOKyMEHTaMH, UMEIOLUTUMH TPUP
«KomMepueckas TaliHa», CBEIEHUS O HUX BHOCSATCS

a) B XKypnan perucrpanuu 10KyMEHTOB C Tpu¢poM
«Kommepueckas TaiiHa»
6) B o6mmit XKypHan peructpamnui J0KyMEHTOB
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OtBert:a)
5.I'pud kKoHDUACHIIMATEHOCTH
a) He npenycmorpen 'OCTom P 7.0.97-2016
6) Ilpenycmorpen OCTom P 7.0.97-2016
Otset: 0)
6. Cornacno @enepaibHOMY 3aKOHY «O
TOCY/IapCTBCHHOW TallHEe» MOJUIEKAT 3aCEKPEUMBAHUIO
CIICAYIOIINE CBEICHUS

a) CBeneHUs B BOGHHOM 00JIaCTH.

6) O ype3BbIUANHBIX TPOUCIIECTBHUIX H
KaTacTpodax, yrpoxaromumx 0e30MacHOCTH TPaXIaH, a
TaKXXe O CTUXUHHBIX OEICTBUAX U MX IPOTHO3AX.

B) O cOCTOSIHUM KOJIOTHH, 3/[PaBOOXPAHCHHS,
neMorpaduu, CaHUTapUH, KyJIbTYpbl, 00pa30BaHUs,
CEIIbCKOTO XO3SHCTBA.

r) CBeneHus B 00JaCTH pa3Be10BaTEIbHOM,
KOHTPPa3BEI0BATEIILHOMN IS TEIbHOCTH.

1) CeneHuUst O BHEIIHENOIUTUIECKON H
BHEIIHEAKOHOMHYECKOW ACATEIbHOCTH; CBEICHUS O
(bMHAHCOBOM MOJIMTHKE B OTHOIICHUU IPYTUX
rocynapcTB (KpoMe BHEILL. 33JJOJKEHHOCTH); O
(MHAHCOBOM, ICHEKHO-KPETUTHOM AEATEILHOCTH;
OtgeT:a), 1), 1)

OnucaHue MKAJbI OLleHUBAHUS:

Oyenka: 5

Huoicnuii nopoe evinonnenus 3a0anus 6 npoyenmax: 10
Onucanue xapakmepucmuxu evlnoinenus 3Hanus: OleHKa "0TINYHO" BBICTaBISETCS €CIIH 3aJaHue
BBITIOJIHEHO B MOJHOM 00BEME HJIM BBITTOTHEHO MPEUMYIIIECTBEHHO BEPHO

Oyenka: 4

Huoicnuti nopoe evinonnenus 3aoanus 6 npoyenmax.: 60
Onucanue xapaxmepucmuxu evinonneHus snanua: OueHkKa "Xopoo" BbICTABIIAETCS ECIIN
OOJIBIIMHCTBO BOIIPOCOB PACKPBITO. BBIOPAHO BEPHOE HAIIPABICHUE JJIS PEIICHUS 3a/1a4

Oyenka: 3

Huoicnuii nopoe evinonnenus 3aoanus 6 npoyenmax.: S0
Onucanue xapaxmepucmuxu 6vinoaneHus snanusa: OueHKa "y10BIETBOPUTEIBHO" BEICTABIIAETCS
€CJIN 3aJJaHU€E NIPEUMYILIECTBEHHO BBITIOJIHEHO

25




COJIEPKAHUE OIIEHOYHBIX CPEJICTB TIPOMEXKYTOUYHOM ATTECTAIIUA
6 cemecTp
@DopMa NPOMEeKYTOUHOM aTTecTalMM: 3a4ET C OLEHKOU

IIpumep Onsiera

1. 1. Ponb oduc-meHeaKepa B NoAroToBKE M NpoBeseHNN 0GULMANBHOTO COBELLAHMA.
2. 2.[Mpaswunaa opopmaeHunsa peksmamnTa “TeKkcT AOKymeHTa”
3. 3. HailTv oWwnbKM B AOKYMEHTE.

IIpouenypa npoBeaenust

Crynenty paercst 60 MHHYT Ha MOJArOTOBKY K oTBeTy. Ha cmen. OnaHke mpejacraBisercsl IUIaH
OTBETa Ha BOIPOCHl U JOKYMEHT, COCTaBJIEHHBbIH C y4yeTOM HcIpaBieHHbIX omuOok. Ilocne
3aBEpILICHMs NOArOTOBKM CTY/IEHT OTBEUYaeT Ha BOMPOCHI mpernojaaBaTesns. OLeHKa BbICTABISETCS B
COOTBETCTBUU C KPUTEPHUSIMH OLIECHUBAHUS 3aJaHUI IPOMEXKYTOUHOTO KOHTPOJIS.

L Ilepeuens Komnemenyuil/uHOUKAMOpPoO8 u KOHMPOAbHBIX 60RPOCOE NPOGEPKU PE3YTbM AN 08
0CBOCHUA OUCUUNTUHDI

1. Komnerenuust/Muaukarop: I1K-7(Komnerenius)

Bomnpocel, 3axanus
1. Homenknatypa nen. Oco6eHHOCTH 0hopMIIeHUSI.

2.BusuthHas kaprouka. OcHOBHbIE TpeOOBaHUS K €€ O(OPMIICHHIO U UCIIOIb30BAHUIO.
3.0cHOBHBIE 0053aHHOCTH O(HUC-MEHEIKepa.

4.0cobeHHOCTH O(bOpMHCHHH AOKYMCHTOB, NMPUHUMACMBbIX KOJIJICTHAJIIBHO (aKT, HpOTOKOJI).

5.
BuyTtpenHnss pacnopsiautenbHas 1oKkymeHTanus. Oco0eHHOCTH 0QOpPMIIEHHS.

6.0co0eHHOCTH PabOTHI C IOKYMEHTAMU OTPaHUYEHHOTO JOCTYIa

7. JIoKyMeHTBI INYHOTO NMpoucxoxaeHus. OdopmiieHre pe3romMe U aBToOHorpapum.
8.Kax dydem eviensademov 3mom 00OKyMeHmM, COCHAGIEHHbLI C COOII00eHUEeM 8CeX
mpeboeanui?

ITPUKA3 no 3akpeiToMy AKniuoHepHomy O01iecTBy
«Poccuiickas nymHnaa» (CoBeT JUPEKTOPOB)

09 cents6ps 2019r
Nel7

Ha ocrHoBanuu xoopaunanuonnoro miada ot 03.09.19, s, npeacenarens coBera 3A0
«Poccuiickas mynHuHaY», MPUKA3bIBal0 HA3HAUUTh OTBETCTBEHHBIM IpeacTaBuTeneM 3A0 Ha
ayknuone E.B. BacunseBa. EMy He00X011MMO MOATOTOBUTH MPEAJIOKEHUS IO COCTABY
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JieJIeraliy U peacTaBuTh Ha paccmorperue Cosery 1o 15.10.19. Cmupnosy JI.B.
HOATOTOBUTH YTOUHEHHBIN aCCOPTUMEHT ITYIIHBIX M3/EIHH, OIb3YIOMNXCs HANOOJIBIINM
CIIPOCOM, U IIpeicTaBUTh Ha paccMoTpenue Cosery no 15.10.19.

['enepanbHbIil TUPEKTOP Jlan I'.K.

MaTepI/IaJ'[bI AJIA MIPOBEPKU OCTATOYHBIX 3HAHHUI

1. Cooco0 mepemauu AJOKyMEHTa JUIsl TOTO, YTOOBI OH UMEII OJHYIO IOPUIUIECKYIO CUITY

OTtBeTsI:
a) 1o ¢akcy 0) Mo IEKTPOHHOU MOYTE B) MO TEICPOHY T') IO TTOUTE
BepHriii 0TBET: T)
2. Pasmepsl BHyTpeHHUX ToJel AokymeHTa B coorBerctBuu ¢ [OCT P 7.0.97-2016:

OTBeETHI:
a) Ceepxy 15 MM, cauzy 20 mm, cipaBa 25 MM, ciieBa 10 mm 6) Cepxy 20 MM, cauzy 20 M,
crpaBa 10 mMm, cieBa 20 mm B) CBepxy 20 MM, cHuzy 20 MM, cripaBa 15 mm, ciea 30 M 1)
Cgepxy 25 MM, cHU3Y 25 MM, ciipaBa 25 MM, ciieBa 25 MM

Bepusrii oTBeT: 0)
3. Homep crpanuist Ha nokymenTte B coorserctBuu ¢ 'OCT P 7.0.97-2016 craButcs

OTtBeTsI:
a) BHM3Y cieBa 0) BHU3Y B LICHTPE B) BBEPX CJIEBA I') BBEPXY B LICHTPE

BepHblii 0TBET: T)
4. Kaxk gomkHa ObITH 0O(hOpMIIEHA TOATNCH, €CITH 3aMECTUTENb PYKOBOJUTENS OpraHU3aun
MMEET NPaBO MOANKCHIBATE JOKYMEHTBI BMECTO PYKOBOJMTENS B CIIy4ae €ro BpEMEHHOIO
OTCYTCTBHUSI?

OTBeThI:
a) 'enepanbHbIil TUpeKkTOp IToamnuce JI. 1. CagxoB 0) 3am. reHepaIbHOro
nupektopa Iloamuck O.I1. Peme3oB B) M.0. reHepambHOTO AUPEKTOPA
IToamuce O.I1. PemesoB

BepHbiii oTBeT: 0)
5. Kakoii BapuanT ohopMIIeHUSI OTMETKH O HAJTMYUH MPUIIOKEHHS B COIIPOBOIUTETLHOM
IIUCBMCE ABJIACTCA HpaBI/IJ'H)HBIM?

OTBeThI:
a) [Ipunoxenue: ynomsHyroe Ha 3 1. B 1 5k3. 6) IIpunoxenue: mo tekcty Ha 3 1. B 1 9K3. B)
IIpunoxenwne: Ha 3 1. B 1 3K3.
BepHnrliii oTBeT: B)
6.
Kakue Tpu Bua 0J1aHKOB yCTAaHOBJIEHBI [Tl OPraHU3aLUH, €€ CTPYKTYPHOTO TOpa3IesIeHUs
U JTOJKHOCTHOTO JIHIa?

OtBerTsI:
a) O0uwmii OanHk, 6;1aHK MHUChbMa, OJIaHK KOHKPETHOTO BU1a JoKyMeHTa 0) briiank BHyTpeHHU,
BHEIIHUH 1 17151 pakcoB B) braHk aiist paciopsiIuTeNbHBIX TOKYMEHTOB, JUISI TUCEM U JIJIS
CIPaBOK

BepHnpriii oTBeT: a)
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7. B kakux ciydasix UCHOJb3yeTcs peKBU3UT «CChUIKA HA PETUCTPALMOHHBIM HOMEp U 1aTy
JIOKYMEHTa»?

OTBeETHI:
a) Korza 1o0KyMeHT TOTOBUTCSI B OTBET Ha KaKOM-TO 3aMpocC, WK MOATOTaBIMBAEMOE ITUCEMO
SIBIIIETCSI OTBETOM Ha JIpyroe nuchbmo 0) Korma B TekcTe JOKyMEHTa HY)KHO CIeNIaTh CCHUIKY Ha
JIPYroi TOKYMEHT (HOPMAaTUBHBIA aKT, MOJI0KEHHUE, HHCTPYKITUIO)

BepHblii oTBeT: a)
8. BriOepute npaBuibHBIN BapuaHT oopmieHus pekBu3uta «I pud yTBepKIeHU», KOTIa
YTBEPKACHHUE MTPOUCXOTUT TOJDKHOCTHBIM JTUI[OM

OTBeThI:
a) YTBEPXJIAIO Iupextop AO «ITunor» [loamuce A.B. Iletpos 23.09.2019 6) Y1Bepxkaato
Hupexrop AO «Ilunor» [Moanuce A.B. [lerpos 23.09.2019 B) «YTBepxaato» Jupexkrop AO
«[Tunor» [loanuce A.B. Iletpos 23.09.2019
BepHblii oTBeT: a)
9.B ciyuyae oOHapyKeHHUs OTCYTCTBHS MPUIIOKEHUI BO BXOJAIIEM TIOKYMEHTE HEOOXOIUMO:
OTBeTHI:
a) BEpHYTh JJOKYMEHT OTIIPABUTENIO 0) COCTaBUTh aKT 00 OTCYTCTBUU JOKYMEHTOB B)
MPEIbIBUTH IPETEH3UH ITOYTOBOMY BEJIOMCTBY T') HE 00paIiaTh BHUMaHUs
BepHsiii oTBeT: 0)
10.CuMBOIOM Ha BU3UTHOM KapTOUKE, YATAEMBIM KaK «OTBETHAs OJIaroAapHOCTHY SBISICTCS

OTBeThI:
a) PP 6) PR B) PPC ) PF
Bepusrii oTBeT: 0)
11.Ecnu 1oroBop cocTaBieH COBMECTHO JABYMS OpraHU3alMsIMHU, TO PErUCTPAIMOHHBIA HOMED
OTBeThI:
a) MPOCTABISAETCS OPraHU3aLUeH, SBISAIOIIENHCS] MHUIIMAaTOPOM JIOrOBOpa 0) COCTOUT U3
perucTpaloHHbIX HOMEPOB KaXk/I0M U3 OpraHu3aluii, MPOCTaBIsEMbIX Yepe3 KOCYI0 UepTy B
NOPSIIKE yKa3aHUs aBTOPOB JTOKYMEHTA
BepHbiii oTBeT: 0)
12.JlokymMeHT, GUKCUPYIOIINIA COTJIAIEHUE CTOPOH 00 YCTaHOBJIEHUH TPYAOBBIX OTHOILIEHUHN U
PEerylUpyIOMNNA UX, Ha3bIBAETCS
OtBeTsI:
a) Tpynosoii kuuxkkoi 0) TpynoBeiM kojekcoM B) [Iprka3oM 1o TMYHOMY COCTaBY T)
TpynoBsIiM 10roBopoM 1) J{oMKHOCTHOM HHCTpYKIMEH
BepHblii oTBeT: T)
13.PexBu3ut EBporneiickoro neaoBoro nucbMa, KOTOpbIil HeceT B cebe cBeieHus 00
UCIIOJTHUTEJIE JOKYMEHTOB
OtBeThI:
a) npunoxenue (Enclosure) 0) 3aroioBok k TekcTy 10KkymMeHTa B) ccblika (Reference) r)
azpecar
BepHblii 0TBET: B)
14.PexBU3UT TOKYMEHTA, IOMOTAIOIINN CUCTEMATU3UPOBATh TOKYMEHTHI JIs1 XpAaHEHUS
OtBerTsI:
a) rpu¢ yTBEpXkKAEHUs JOKyMeHTa 0) rpu¢ coriiacoBaHus TOKyMEHTa B) CChUIKA Ha BXOISAIMNA
JIOKYMEHT T') pEeTUCTPallMOHHBI HOMEpP IOKYMEHTa
Bepnblii oTBeT: T)
15.Be16epuTte mpaBmibHBIN BapuaHT odopmiieHus «I puda cormacoBanus» ¢ JOTKHOCTHBIM
JULOM

28



OTBeThI:
a)«Cornacoano» Jlupexrop OOO «Ilunmot» [Tognuce B.B. Ilerpos 08.05.2015
06)COI'JTACOBAHO Hupexrop OO0 «ITunot» [oanuce B.B. Iletpos 08.05.2015

BepHsiii oTBeT: 0)
16.1lenpr0 1€70MPOU3BOJICTBA SABIISIETCS

OTBeTsI:
a) ApXHBHOE XpaHEHHUE IOKyMEHTOB 0) 3akperuieHue nHpopmanuu u odecredeHrne padoThl
OpraHoB yIpaBJeHHs HoKyMeHTanuen B) OcHaleHue pabouynux MecT OprrexHuKoii r) JlocraBka
JIOKYMEHTOB B IPYTUE YIPEKICHUS

BepHriii oTBeT: 0)
17.CreneHb CEKPETHOCTH CBEJICHUI YCTAHOBIICHA B CICAYIOMIEM H3 YKa3aHHBIX HOPMATHBHBIX
aKTax

OTBeThI:
a) ®enepanbHbiil 3akoH «O0 nHGOpMaNKMK, UHPOPMATH3AIUH U 3aITUTE HHPOPMAITHI 0)
3axoH Poccuiickoit @enepanuu «O rocynapcTBeHHOH TaiiHe» B) [lepedens cBeneHmil,
OTHECEHHBIX K TOCyIapCTBEHHOM TaiiHe, onpeeneHublii Yka3zom [Ipesunenta Poccuiickoit
®denepaunn

BepHsiii oTBeT: 0)

2. Komnerennusi/Mngukarop: OK-6(Komnerenuus)
Bonpocel, 3a1anns
1.Anroput™ 00pabOTKH BXOISAIINX JOKYMEHTOB.

2.ITonroroBKa JOKYMEHTOB K apXHBHOMY XPaHCHHUIO.
3.AnroputM 00pabOTKH UCXOASIIEH JOKYMEHTAIIHH.

4.1IpaBoBbIE OCHOBBI JA€IONPOU3BOACTBA.

5.I1paBunia oopMIIEHUS JIETOBBIX TTUCEM.
6.Kax 6yoem svienademsv 3mom 0oKymeHm, oghopmieHHnwlii no ecem npagunam?

DJIMTA

112010, Mocksa, yi1. @psasesckas, 2 Hupexropy AO «Ilux»
p/c 324554984 8 CBC-Arpo Bonkosy C.C.

Ten. (495)125 24 24 113251, MockBa
21.12.10 14/1-2 yn. Metamtypros, 1

Ha Ne 2/06/-05 ot 15.12.19

VBaxaemsiii Cepreii CepreeBuu!

Ha Bamry nmpocs0y 0 mocTaBke ChIpbsi OTBE€YAEM, YTO YKa3aHHAs MOCTaBKa HE MOXKET OBITh
ocymectnieHa 0 11.01.20.

[Tpocum Bac moarBepanTh JINO0O OTKA3aThCS OT MOCTABKH.

HcnomHuTENbHBIN TUPEKTOP Bopo6sesa O.C.
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7.Hcnpagbme 00KyMeHm 6 COOMEEMCMEULU C RPAGUTIAMU MENCOYHAPOOHOT nepenucKu

Brain Institute
Svetlanovsky Avenue 47
Moscow, 123987, Russia

Ref: 123 Your Reference: 212
17 December 2019

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 MrJack Masey.

MarepuaJsl 1JIs1 IPOBEPKHU OCTATOYHBIX 3HAHUM
1. Onpenenure, Kakoil poj AESATEIBLHOCTH ABISETCSA JOKYMEHTAILIMOHHBIM 00ecriedeHneM
YIIPaBJICHUS:

OTBeTHI:
a) paboTa ¢ ucxopsmIei ToKkyMeHTaiueit 0) pabora ¢ BXosIen JOKyMEHTAIHeH B)
JIEJIONIPOU3BOJICTBO T') apXUBHOE XPAaHCHHUE JOKYMEHTOB

BepHbiii oTBeT: B)
2. Ha3zoBuTe BHIBI MMCEMEHHBIX JOKYMEHTOB, KOTOPBIC BXOJAT B COCTaB YHU(PHUITIPOBAHHOM
CUCTEMBI OPTaHU3AIIMOHHO-PACTIOPSANTEIHFHOM TOKYMEHTAIIUN

OTBeThI:
a) Opranu3armoHHbIC U PACTIOPSATUTEIbHBIC TIOKYMEHTHI 0) OpraHu3alioHHbIE,
pacropsiiuTeIbHbIe U HHPOPMAIIMOHHO-CIIPABOYHbIE TOKYMEHTHI B) Opranu3aiuoHHbIe,
pacnopsIuTeNnbHbIe, HHPOPMAIIMOHHO-CITPABOYHBIE JOKYMEHTHI U JIOKYMEHTHI TIO TPYIOBBIM
OTHOLLEHUSAM

Bepnsiii orBet: OTBET: B)
3. BsiGepure mpaBMIbHEIN c1oco0 oopMIIeHHUs AATHI PU PETUCTPAIIMU MTIChMa WU MPUKa3a

OTBETHI:
a) 14.12.2019 6) 14.12.19 B) 14.12.2019 1.
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BepHurliii oTBeT: a)
4.01 Kakoro JIMIla U3JiaraeTcsi TEKCT MPOTOKoJIa?

OTBeTHI:
a) Ot 3-ero juma MHOKeCTBEHHOTO urciia 6) Ot 3-ero auia eIMHCTBEHHOTO uKcia B ) OT 1-ro
JUIa MHOKECTBEHHOTO YHCIIa

BepHriii oTBET: a)
5.B cucremy opraHu3alMOHHO-PACIIOPSTUTEIBHON TOKYMEHTAIIUN BXOIAT CIIEAYIOIINE
TPYNIbl JOKYMEHTOB

OTBeThI:
a) CripaBouHo-uHpopmarmonnsie 0) Jloropopsl B) Opranuzarnuonssie T') DUHAHCOBO-
Oyxranrepckue 1) PacnopsinurenbHbie

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

OTtBeTsI:
a)HopmaTtuBHO-IIpaBOBOM akT, perjaMeHTUPYIOIIMH TOps 10K 00pa3oBaHUs, CTPYKTYpY,
(byHKIMH, KOMIIETEHITNIO, 0053aHHOCTH U OPTaHU3AIHIO Pa0OThI CUCTEMBI OPTraHOB
yrpasiieHus rocyaapcrsa 0)CBoj mpaBuil, peryaupyomux AesTeIbHOCTh OPTaHU3alnH,
YUpEXKIEHUH, 00IIECTB U TPak[aH, X B3aUMOOTHOIICHHUS C APYTUMHU OPTaHU3ALMSIMH U
rpaKIaHAMHU B OTIPEJICIICHHOM cepe AeITeTbHOCTH

BepHsiii oTBeT: 0)
7.. llpu paboTte ¢ foKyMeHTaMu, uMeromuMu Tpud «KoMmmMepueckas TaiiHay, CBEJICHHUS O HUX
BHOCSITCS

OTBeTHI:
a) B XXypnan perucrpanuu 1okymeHToB ¢ rpudom «Kommepueckas taiinay 0) B oOmimii
JKypHan perucrparii TOKyMEHTOB

BepHriii oTBET: a)
8.K o0s13aHHOCTSIM OHc-MeHeKepa OTHOCSITCS:

OTBeTsI:
a) [ImanupoBanue paboThl otaena 0) YTBepkaeHue npukazoB B) O0yueHue MoJIMHEHHBIX T)
[Tpuem u opopmienue Ha padboty 1) Koopaunaius paboThl OTAena ¢ IpyruMu OTAeIaMu U
MoApa3ieICHUSIMHU

Bepwsiii oTBeT: a), B), 1)
9. [MoxroroBka OPHUIHATEHBIX COBEIAHUN OTHOCHTCS K OCHOBHBIM (DYHKIIHISIM:

OTBeThI:
a) pykoBoauTest pupmel 0) orc-MeHeKepa B) HaYaIbHUKA OT/Ie7Ia BHEITHUX CBSI3EH T)
HavaJbHUKA OT/IeJa KaJpoB

BepHbiii oTBeT: 0)

II. Onucanue wikanvl oueHuganus

Ouyenxa: 5
Huodicnuii nopoe sévinonnenus 3aoanus 6 npoyermax: 10
Onucanue xapakmepucmuku 6blnoJHeHus 3nanus: Paborta BBINOIHEHA B paMKax "TPOBUHYTOrO"
ypoBHsi. OTBETHI JaHBI BEPHO, Y€TKO C(HhOpPMYTUPOBAHHBIE OCOOCHHOCTH MPAKTUYCCKUX PEIICHHH

Ouyenka: 4
Huodicnuii nopoe evinonnenus 3aoanus 6 npoyermax: 60
Onucanue xapakmepucmuku 6blnoHeHus 3nanus: Paborta BbINOIHEHA B paMKax "0a30Boro"
yYPOBHS. BOJIBIIMHCTBO OTBETOB JJaHBI BEpHO. B uacTu MaTepualia ecTh He3HAUUTEIbHBIC
HEIOCTATKH

Oyenxka: 3
Huorcnuii nopoe evinonnenus 3adanus 6 npoyenmax. 50
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Onucanue xapaxmepucmuxu vinoineHus sHanus: Pabora BeIOTHEHA B paMKaXx "moporooro"
ypoBHs. OCHOBHAs 4acTh 3a/1aHUs BBITIOJHEHA BEPHO. HA BOMIPOCHI YTIIIYOJIEHHOTO YPOBHS

1I1. IIpaguna évicmasnenus umo2o80i OYeHKU no Kypcy

Onenka ompexensiercss B cooTBeTCTBUM ¢ [losnokeHuem o OayIbHO-PEHTHMHIOBOM cHUCTEME AJIs
ctynentoB HUY «MOW» Ha 0cHOBaHMHM CEMECTPOBOM U aTTECTALMOHHOMN COCTABIISIOIINX.
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