MuHHCTEPCTBO HAYKH U BbICIIEro oopazosanusi P@
DenepabHOE TOCYyIAPCTBEHHOE 0K0IKeTHOE 00pa3oBaTe/IbHOE YUPeKACHUe
BbICIIETr0 00pa30BaHUSA
«HaumoHaibHBIM HCCJIE0BATENbCKUN YHUBepcUuTeT «MIU»

Hanpagjienue noaroroBku/cnenuajabHocth: 38.03.01 Dxonomuka
HaumenoBanue o0pa3zoBare/ibHOM NporpaMmal . byxrajarepckuii yuer, aHaIu3 U ayIuT
YpoBeHb 00pa3oBaHus: BbiclIee 00pa3oBaHue - DaKkajlaBpuaT

®opma o0yuennsi: OUHoO-3204HAS

OHCHO‘IHLIC MaTepuajabl
o IMCIOMIIJIMHE
I[OKyMeHTI/IPOBaHI/Ie 3KOHOMHKO-praBHeH‘leCKOﬁ HACATCJIBbHOCTH

MockBa
2022



OINEHOYHBIE MATEPHAJIBI P

A3PABOTAUJI:

MoanucaHo 3NeKTPOHHON nognuckio $TEOY BO «HUY «M3IU»

CeefeHuA

o enagensue L3N M3KU

O.10.

Bnageney, NoHomapeBa O.}O.
HpeHOI[aBaTeJIL WaeHTuduraTop RHb1926d1-PonomarevaOY-63420d HOHOMapCBa
(1OJKHOCTB) (moxmnuce) (pacumdpoBka
TIO/ITUCH)

COI'VIACOBAHO:

MNognucaHo anekTpoHHoi nognuckio ®r6OY BO «HUY «M3U»
PyKOBOI[HTeHB o CeepneHwna o Bnagensue L3N M3K
06Pa30BaTeHBH0H Bnageney, Cyxapesa E.B.
HpPOrpaMMBbI Wasnmudukarop M 2DC26614-5UKNarevayevv-2948794 E.B. Cyxapesa
(IOIKHOCTB, YUeHasl CTETICHb, YUCHOE (mozmucs) (pacmudpoBka
3BaHKE) MIOJITTHCH)
MNognucaHo anekTpoHHoi nognuckio ®r6OY BO «HUY «M3U»
3aBe;[y}o]_qu/'1 CeeneHua o Bnagensue L3N M3U F.H'
o Bnageneu KypawokoBa IM.H.
BBIHyCKaIOH_[eI/I Kaq)e[[pbl WaeHTUdMKaTOp R6ab6dd0d-KurdiukovaGN-ca01d8 KypHIOKOBa
(IOIKHOCTB, YUeHasl CTETICHb, YICHOE (mozmucs) (pacmudpoBka
3BaHKE) MOJITIHCH)



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. OIIK-5 CriocoGeH uCIoyib30BaTh COBPEMEHHBIE HH(POPMAIIMOHHBIE TEXHOJIOTHH U
IpOTpaMMHBIE CPEACTBA MIPU PEUICHUH MPO(PECCHOHATBHBIX 33134
UJI-1 Mcnionb3yeT coBpeMeHHbIe HH(POPMAIIMOHHBIE TEXHOJIOTHH U IPOrpaMMHBIE CPE/ICTBA
JUIs XpaHeHus, 00pabOTKH, aHAJIN3a U MPEICTaBIeHUs MH(DOpMaIIH

N BKJIFOYACT:
AJIS TEKYIEro KOHTPOJIA YCIIEBAEMOCTH

®dopma peanuzanuu: buneTsl (MMCEMEHHBIN OTIPOC)
1. Jlenonpon3BOACTBO U €r0 MECTO B YIPaBJIEHUECKOU esTebHOCTH (TecTrupoBaHue)
2. 3akoHOJaTeNbHBIE OCHOBHI Jieomnpou3BoicTBa (TectupoBanue)
3. Haiitu omm6ku B noxkymente (KonrponbHas padota)
4. Opranu3aioHHO-PacOPSAUTENbHbBIE U HHPOPMAIIMOHHO-CIPABOYHBIE IOKYMEHTHI
(TectupoBanue)
5. Opranu3zanus pabotsl ¢ nokymentamu (TectupoBanue)

BPC nucuuminHbl

6 cemecTp
Beca KOHTpOIbHBIX MeponpusaTHil, %
Wnpnexc KM- | KM- | KM- | KM- | KM-
Paznen nucuuniainHb KM- 1 5 3 4 5

Cpox KM: 6 6 8 8 15

Jenonpoun3BoJCTBO U €r0 MECTO B YIIPABIECHYECKON

JEATEIILHOCTH
Ponb ouc-menemxepa B opraHu3aiu + +
[TpaBuna opopmiieHHUsI JOKYMEHTOB + +

Opl" aHu3alus p360TBI C JOKyMCHTaMU

Opranu3anus padoThl C TOKYMEHTaMH +

CucremaTtuzanus 1 XpaHeHUE TOKYMEHTOB +

Opraan3anuoHHO-PACTIOPSANTENbHBIC U HH(HOPMAITMOHHO-
CIIPaBOYHbIE JOKYMEHTBI

OpranuzanroHHO-PACTIOPAIUTENbHbBIE TOKYMEHTHI + +

WHupopMalinoHHO-CIIPaBOYHbIE TOKYMEHTHI + +




JlokyMeHTHpOBaHHE pabOTHI ¢ IEPCOHATIOM.
3aKkoHOIaTeIbHBIE OCHOBBI JICIONPOU3BOICTBA

JIOKyMEHTHPOBaHHE TPYAOBBIX OTHOIICHUH +

KoMMmyHHKaIiu B yIpaBiIeHUYECKOM IS TeIbHOCTH +

Opranuzanus paboTsl ¢ KOHPHUICHINATHHBIMU +

JIOKYMEHTaMH

ObecnieueHue MOTMHHOCTH MH(POpMAITUU +
Bec KM: | 20 15 20 30 15

$O0611as yacte/[11s MPOMEXKYTOUHOM arTecTanuud




COJAEPKAHUE OLNEHOYHBIX CPEJACTB TEKYHEI'O KOHTPOJISA

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

Nunexc Nunukarop 3anjaHUpOBAHHBIE KonTposbHas Touka
KOMIIETCHITHH pe3yabTaThl  OOydeHHs 10
JUCIUILINHE
OIIK-5 N-1lonk-s Hcnonp3yet | 3HaTh: J1enonpoun3BoACTBO U €r0 MECTO B YIIPABICHYECKOM ACATEIBHOCTH
COBpPEMEHHBIE 3akonoparenbHbie U apyrue | (TectupoBanue)
nH(OPMaIMOHHBIE HOpPMAaTHBHEIE ITPABOBBIC Opranuzanus paboTsl ¢ fokymeHTamu (TectupoBanue)
TEXHOJIOTHH U | aKThl, perijaMentupyoomue | OpraHu3anuoHHO-PACIOPAIUTENbHbIE U HH(OPMAIMOHHO-CIIPABOYHbBIE
pOTPaMMHBIE CPEACTBA s | MHPOPMALMOHHYIO U nokymentsl (TectupoBanmue)
XpaHEeHHUS, 00paboTKH, | JOKYMEHTAIIHOHHYIO Haiitu ommbku B nokymente (KontponbHas padorta)

aHaM3a W TPEICTaBICHUS
uHpopmanuu

NEeSTENIbHOCTh OPraHu3allnu;
CoBpeMeHHbIE TEXHOJIOTUU
OpraHu3aLuu
JOKYMEHTO000poTa
MPEANPUATHI U
OpraHu3aun

OcHoBHbIE TpeOOBaHUS K
oopmieHuo
YIPaBICHYECKUX
JOKYMEHTOB

[IpaBuna coznanus u
oopmIeHHs pa3TUYHbIX
BUOB OPTraHU3allMOHHOM,
pacnopsAUNTEIbHOM,
nH(}OPMAaLIMOHHO-
CIPaBOYHON JOKYMEHTAluU
YMers:

CocTaBiATh OCHOBHBIE BH/IbI
OpraHU3aIOHHO-

3aKoHOIaTeNIbHbIE OCHOBHI Jenonpou3BoacTsa (TectupoBanue)




pacopsANTENbHBIX U
HH(pOPMaIMOHHO-
CIIPABOYHBIX JIOKYMECHTOB




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

IIpouenypa mnpoBegeHMsl KOHTPOJbHOr0 MeponpusaTus: I[IpoBoauTcs Ha NPAKTUIECKOM
3ansTuM. PacduetHoe Bpems - 15 munyrt. KonumuectBo BapuaHTOB - 4. KoiM4ecTBO TECTOBBIX
BOIIPOCOB B BapHAHTE - 6.

Kpartkoe cogep:xxanue 3aganus:
Pabora opueHTHpOBaHA HA 3HAHKE OCHOBHBIX MOHITHIA U ONPEICIICHUN B 00JIACTH
JIEJIONPOU3BOJICTBA U MPaBUI 0OPMIICHHS PEKBU3UTOB TOKYMEHTOB

KoHTpoJibHbIE BONIPOCHI/3aJaHUA:

3Hath: OCHOBHBIE TpeOOBaHHS K 1.Onpenenute, Kakoi poJl AEATEIBHOCTH SIBJISIETCS
ohopMIIEHUIO YIPABICHUYECKUX JIOKYMEHTAIIMOHHBIM 00ECIIEYeHUEM YIIPABIICHUS:
JIOKYMEHTOB a) paboTa ¢ UCXOJAIIeH TOKyMeHTauel

0) paboTa ¢ BXOASIIEH JOKyMEHTaIuen

B) JI€JIOIPOU3BOJICTBO

T') apXUBHOE XpaHEHHE JOKYMEHTOB
OtgerT: 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
Iloamuce O.I1. Peme3oB

B) 1.0. renepanbHOro AMpEKTOpa
Iloamuce O.I1. Peme3os
Otset: 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 c110c00 0QOpMIIEHHS JaThl
IIPY pEruCTpaly MCbMa WIN ITPUKa3a

a) 14.12.2015

0) 14.12.15

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




a) [Ipunoxxenue: ynomssayroe Ha 3 1. B 1 3K3.
0) [Tpunosxenue: 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 WJIH BBITIOJHEHO MPEUMYIIIECTBEHHO BEPHO

Ouyenka: 4
Huoicnuii nopoe evinonenus 3aoanus 6 npoyenmax. 60
OnucaHnue xapakmepucmuxu evlnoinerus 3Hanus: OLeHKa "X0opouio" BEICTaBISETCs €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
€CITM 3aJIaHUE NMPEHMYILECTBEHHO BBITIOJHEHO

KM-2. Opranmn3anusi padoThbl ¢ JOKYyMEHTAMH

®opmbl peanu3anuu: buiers! (MMCEMEHHBIH OIPOC)

Tun koHTpoBLHOr0 Meponpusitusi: TecTupoBanue

Bec kouTposabHoro meponpusitusi B bPC: 15

IIpoueaypa mnpoBeaeHHs] KOHTPOJbLHOro MeponpusTus: I[IpoBoguTcs Ha MpPaKTHYECKOM
3aHsTuu. PacdyerHoe Bpems - 15 munyT. KonmuectBo BapuanToB - 3. KoOJIMYeCTBO TECTOBBIX
BOTIPOCOB B BapHAaHTE - 6.

Kparkoe conepxxanue 3agaHus:
Pabota opuenTupoBaHa Ha 3HaHHE OCHOBHBIX Omepaluii mporecca 00padOTKHU BXOIALIMX U

HCXOAAIIHNX JOKYMCHTOB; CUCTCMATHU3AllUHN ACII U UX MIOATOTOBKY K apXUBHOMY XPaHCHHUIO

KoHTpoJibHbIE BONIpOChI/3aJaHUA:

3Harb: COBpPEMEHHBIE TEXHOJIOTUU 1.JIOKyMEHT, CHCTEMaTU3UPYIOIUI BCIO JOKYMEHTAIUIO
OpraHM3aliy JOKYMEHTO00OopoTa MIpeNPUATHS
MPEINPUATHIA U OpraHU3aIHiA a) OINHUCH JIOKYyMEHTOB

0) HOMEHKJIaTypa JOKYMEHTOB
B) 3aBepUTeNIbHAS HAAMKCH
I') IPOTOKOJI
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) PErucTpallMOHHBIN HOMEp
3. He MoeT BCKPBIBATHCS U IPOUUTHIBATHCS OHC-
MEHEIKEePOM TP 00pabOTKE MOUTHI
a) nokyMeHT ¢ momeTkoir «CPOYHO»
0) TOKYMEHT, MOTY4YeHHBIN 3aKa3HbIM MTUCEMOM
B) JOKYMEHT C TIOMETKOM




«KOHOUEHLIMAJIBHO»

I') JOKYMEHT, NIepeJaHHbII C KypbepoM
OTBeT: B)
4.Ha Bcex BXOASIINX JOKYMEHTaX B OPTaHU3AIHIO
MPOCTABIISICTCS PEKBU3UT

a) OTMETKa O KOHTPOJIE

0) OTMETKa O MOCTYIUICHUH JJOKYMEHTa B
OpraHu3aIII0

B) PETUCTPAIIIOHHBIA HOMED
OtsBer: 0)
5.JIOKyMEHT, KOTOPBIH COCTABISIETCS IPU OJTOTOBKE
JOKYMEHTOB JUIsl apXUBHOTO XpaHEHHUS

a) 3aBEPHUTEIbHBIN JIKCT Jeia

0) mepedeHb TOKyMEHTOB

B) ITPOTOKOJI

') MHCTPYKLIMOHHOE
OTgerT: a)

OnucaHue MKAJbI OLleHUBAHUS

Oyenka: 5
Huoicnuii nopoe svinonnenus 3aoanus 6 npoyenmax: 10
Onucanue xapakmepucmuku binonenus 3Hanus; OueHkKa "oTJIMYHO" BBICTABIISETCA €CJIN 3aJJaHhe
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 BOIPOCOB PACKPHITO. BEIOPAHO BEPHOE HAMPABICHUE JIJIS PEIICHHS 3a/1a4

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

KM-3. Opranu3ainuoHHO-pacnopsAuTeabHbie H HHGOPMAIHOHHO-CIIPABOYHbIE
AOKYMEHTBI

®opmbl peanuzanuu: buners! (MMcbMeHHBIH 0npoc)

Tun koHTpobHOrO Meponpusitusi: TectupoBanue

Bec koHTpObHOrO Meponpusitusi B BPC: 20

IIpouenypa mnpoBegeHMsi KOHTPOJBHOIO MeponpuaTHsa: [IpoBoauTcs Ha NPaKTUYECKOM
3aHsaTHH. PacuetHoe Bpems - 15 munyr. KonmuectBo BapmanToB - 3. KonmuecTBO TECTOBBIX
BOIIPOCOB B BapHaHTE - 8.

Kparkoe conepxxanue 3agaHus:
Pabota opueHTHpoBaHa HAa 3HAHKE TPYII U BUJOB JOKYMEHTOB, BXOSIINX B CHCTEMY
OpraHU3alMOHHO-PACIOPSAUTENBHON U HHPOPMAITMOHHO-CIIPAaBOYHON JOKYMEHTAINH, 1
COCTaBa PEKBU3UTOB Ka’K0T0 KOHKPETHOTO JOKYMEHTa U OCOOCHHOCTEN ero 0(opMIICHUS

KoHTpoJibHbIC BONIPOCHI/3aJaHUA:

3uatb: OcHOBHBIE TpeOOBaHUS K 1.K opranu3anyioHHBIM JOKYMEHTaM OTHOCSTCS
o(opmIIeHHIO YIIPaBIEHUECKUX a) ycTaB
JIOKYMEHTOB 0) moJoXKeHus




B) ITOCTaHOBJICHHS
I') TpaBuia BHYTPEHHETO TPYIOBOTO PacOpsAKa
1) pacriopsHKEHUS

OtBer: a), 0), T)

3nate: IlpaBwia co3ganuss U 1.Ha Gnanke nmpukasza 1o OCHOBHOM J€SITEIIbHOCTH
OopOpMIICHHUST Pa3IUYHBIX BHUJIOB 00s13aTeNTLHO MPUCYTCTBYET PEKBU3HT
OpraHU3aIMOHHOH, a) Ha3BaHME BHUJIA IOKYMEHTA
pacnopsiAUTEIbHOMU, 0) Tpud yTBepKICHUS TOKYMEHTa
HH(OPMaAITMOHHO-CITIPABOYHOM B) rpud¢ coriacoBaHusi JOKyMEHTa
JIOKyMEHTAIUU T') IPUJIOKEHUE

Otser: a)

2.B pacniopsauTeabHBIX JOKYMEHTaX (PUKCUPYIOTCS
CJIEAYIOIINE BOIIPOCHI
a) CBeneHust, HEOOXOIUMBIE JIJIsl IPUHSTUS
pereHus
6) CipaBouHbIE CBEICHUS
B) Pemienus u ykazaHus Mo MX BBIIOJHEHUIO
r) CBeneHus 0 pe3yiibTaTax JAesITeIbHOCTH
OtgerT: B)
3.B cucreMy opraHu3anmOHHO-PACTIOPITUTEITHLHON
JOKYMEHTAIMH BXOJAT CJEIyIOIUe IPYIIbl JOKYMEHTOB
a) CipaBo4HO-MH(POPMALIUOHHbIE
0) {loroBopsl
B) OpranuzannoHHbIE
r) ®uHaHCOBO-OyXTranTepcKue
n) Pacniopsinurenbubie
OtsBer: a), 0), B), 1)
4.K pacriopsguTeIbHBIM JOKYMEHTaM OTHOCSTCS
a) TpUKa3bl
0) cnpaBku
B) IMOCTAHOBJICHUS
I') aKThl
1) peueHus
OtgerT: a), B), 1)

Onucanue MIKAJbI OLlEeHUBAHUS

Ouenka: 5
Huosienuii nopoe evinonnenus 3aoanus 6 npoyermax: 10
Onucanue xapakmepucmuxu evlnoinerus 3Hanus: O1eHKa "OTINYHO" BBICTABIISETCS €CIIM 3aJaHNe
BBHITIOJTHEHO B MOJIHOM 00'beMe WIIHM BBITIOTHEHO MPEUMYIIIECTBEHHO BEPHO

Ouyenka: 4
Huodicnuii nopoe sévinonnenus 3aoanus 6 npoyermax: 60
Onucanue xapakmepucmuku svtnoanenus 3uanus. OueHka "Xoponio" BbICTABISETCS €CIU
OOJIBIIMHCTBO BOIIPOCOB PACKPHITO. BRIOPAHO BEPHOE HAMPABJICHHE [T PEIICHUS 3a/1a4

Oyenka: 3
Huodicnuii nopoe sevinonnenus 3aoanus 6 npoyermax: 50
Onucanue xapakmepucmuku evinonnenus snanus: OneHka "ya0BIeTBOPUTEIHLHO" BBICTABIISCTCS
€CITH 3aJIaHUE MMPEUMYIIIECTBEHHO BBITIOJTHEHO

10




KM-4. HaiiTu omiu0OKH B TOKyMEHTe

®opmbl peajau3anum: bunersl (MMCbMEHHBINA OIPOC)

Tun kouTposbHoro Meponpusitusi: KonrpossHas padora

Bec konTpobHOr0 Meponpustusi B BPC: 30

IIpouenypa mnpoBegeHMs KOHTPOJBHOIO MeponpuaTHsa: [IpoBoauTcs Ha NPaKTUYECKOM
3aHsaTuU. PacuerHoe Bpems - 45 munyT. KonmuectBo BapuantoB -6. KosinuecTBO BOIpPOCOB B
BapuaHTte - 1

Kpatkoe conep:xanue 3a1anusi:
B pabote npoBepsitoTcs yMEHHs COCTaBIATh U 0GOPMIISITh PA3TUUHbBIC BUIbI

pacnopsAauTCIbHBIX U I/IH(i)OpMaL[I/IOHHO-CHpaBOT-IHLIX JOKYMCHTOB

KoHTposbHbIe BONPOCHI/3a1aHUA:

Vmerb: CoCTaBIATH OCHOBHEIC 1.BAPUAHT 1

BU/JIbI OpraHU3aIMOHHO- Kak dyoem eviensadems 3mom 00Kymenm, cOCmaeieHHblil
pactops,ANTEIbHBIX u ¢ coontodenuem ecex mpeoosanuii?
WH()OPMAIMOHHO-CIPABOYHBIX

JIOKYMEHTOB

ITPUKA3 no 3akpbeiTomy AKnuoHepaomy OomecTBy
«Poccuiickasa nymnuHa» (CoBeT JUPEKTOPOB)

09 cenTsa6ps 2013r

Nel7

Ha ocHoBanuu koopauHanmonHoro miana ot 03.09.13, s,
npencenarens copera 3A0 «Poccuiickas MyHIHUHAY,
IIPUKa3bIBAI0 HA3HAYUTh OTBETCTBEHHBIM IIPEICTAaBUTEIIEM
3AO0 na ayknuone E.B. BacunbseBa. Emy HeoOxomumo
IIOATOTOBUTH NPEUIOKEHUS 110 COCTaBY JeJIeraluu 1
npencTaBuTh Ha paccmorpenue Cosery 1o 15.10.13.
CmupHoBy JI.B. IOArOTOBUTE YTOUHEHHBIM aCCOPTUMEHT
MYIIHBIX U3JEIUNA, TOJIB3YIOLINXCS HAauOOIBIIUM CIIPOCOM,
U IIpeJCcTaBUTh Ha paccmoTpenue Cosery 1o 15.10.13.
I'enepanbHBIIN AUPEKTOP

Jlan I' K.

OTBeT: MeTOAMYECKHE PEKOMEHAAIUT

[Tpukassl opopMiIsiroTcs Ha 001IeM OJ1aHKe TpeATPHUITHS
WU Ha OJIaHKE MpUKa3a.

IIpuka3 BKJIFOYaET BCE BO3MOKHBIE PEKBU3UTHI: ATy,
HOMeEp, YTBEPKJIEHUE, Ha3BaHHE BHJIAa JOKYMEHTA, TEKCT,
MOJITHUCh, TPU(Q COTTACOBAHMS, BU3Y COTIIACOBAHUS.
[Tpuka3pl MO OCHOBHOM ESITEIBHOCTA HYMEPYIOTCS U
BEIYTCS OTAEIBHO OT IPUKA30B 110 JUYHOMY COCTABY.
[Ipuka3 nomkeH UMETh 3aroj0BOK, OTBEYAIOIIUI Ha BOIIPOC
«0 ueM?» («O peopraHuszany NpeAnpUATHIY,
Hegonyctumo — «lIpukas no npennpusituio», «IIpukas
TeHEPATIBLHOTO IUPEKTOPAY).

TexcT npukasza cCOCTOUT U3 ABYX YacTeil:

- KOHCTaTUPYIOLIEH;

- pacropsIANTEIBHOM.

B KoHcTaTHpyro1Iel YaCTH yKa3bIBalOTCS OCHOBAHHUS JUIS
W3/1aHus IprKa3a (HOPMATHUBHbIE IOKYMEHTHI, PEIICHUS
CoBeTta AMPEKTOPOB, MPOU3BOJICTBEHHAs! HEOOXOMMOCTb).
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TexcT HaunHaeTCs ciioBaMu: «B cBsa3m...», «B
COOTBETCTBHUHM. ..», «B memax...», «1ai...».
PacnopsiguTenbHasi 4acTh HAYMHAETCS CJIOBOM
«ITPUKA3BIBAIOy, nanee nuiyT «KOMY», «4TO CIAEIATh»,
«J10 Kakoro uynciay. Ecnu nopydeHne ucroaHUuTeNo 1aeTcs
MMOCTOSIHHO, TO CPOK UCTIOJTHEHUS B MPUKA3€ MOXKET
OTCYTCTBOBATb.

TekcT npukasza AeIUTCA Ha MMYHKTHI, KaXAbIA MMyHKT
HAUYMHAETCA C KPaCHOM CTPOKH.

Haubonee pacnpocTpaHeHHBIEC CII0BA PACTIOPSIIUTEIHHON
YaCcTH: IPUKAa3bIBal0, OPraHU30BaTh, 00CCIICUNTb,
MOATOTOBUTH, COCTaBUTh, IIPOBECTH, BBECTH B JICUCTBHE.

B nocnennem nyHKTe yKa3bIBa€TCS JIUIO WM CTPYKTYPHOE
nojApaszesieHne, OCYIIECTBISAIOIIEEe KOHTPOJIb 3a
BBINOJHEHUEM JJAHHOTO MpHKa3a. Eciau Takoil MyHKT
OTCYTCTBYET, TO KOHTPOJIb OCYIIIECTBIIET PYKOBOAUTEIb
NPEINPUSITHS TUIHO.

Ecnun npukas BBOAUT B IEHCTBUE KAaKUE-THOO TOKYMEHTBI
(MHCTPYKINH, IPAaBUJIA, TIOJOKEHHUS), TO OHH OPOPMIISIOTCS
B BU/JIE TIPUJIOKEHUS K TIPUKa3y (B MPaBOM BEPXHEM YTy
npukasa craButcs: «lIpunoxenue k npukasy ot 01.09.2008
Ne 7»).

[Tocne cocraBneHus TeKCTa MpUKa3a HEOOXOIUMO MMPOBECTH

€ro COrjlacoBaHUE U MOANNCAHUE.
2.BAPUAHT 2

Haumu omuoku 6 0oKymenme

AKIMOHEpHOE 00IIECTBO 3aKPBITOTO

TUIA «YTBEpKIAI0»
«Mapusi»

Hupekrop Ilerpos N.IO.

08 cents6ps 2013
AKT

12.10.13 . Nel3
Mocksa

OcHoBanue npuka3 Ne 12 ot 10.09.13
CocraBiieH SKCIIEpTHON
KOMHMCCHEN B COCTaBeE:

[Ipencenarens HavaneHuk otnena kaapos
Berpos N.1.
HiieHbl KOMHUCCHH Crapmmnii uacnextop OK

Bapnamosa W.I'., momomnnk nucnekropa OK AdanacreBa
P.T.

Komuccus orobpana k yHUYTOXKEHUIO, KaK YTPATHUBIIINE
MPAKTUYECKOE 3HAYECHHUE U B CBSI3HU C UCTEUEHUEM CPOKa
XpaHEHHs, CIEAYIOIUE TOKYMEHTHI:

I'oxer KommyectBo

TuIbl TOKyMEHTOB
JIOKYMEHTOB JIOKYMEHTOB
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1989 [Mpuka3sl 10 OCHOBHOM 118
JeSATEIbHOCTH
1990 CayxeOHble MUChMA 569

JIOKyMEHTBI U3MENBYCHBI U CAAHBI JUIsl YHUUYTOKECHHUS TI0
3aroTOBKE BTOPUYHOTO ChIPhS MO MPUEMO-CAATOYHON
gaxkiamuoi ot 10.10.13.

HauanbHuk oTnena kaapos
Berpos B.1.

Crapuuii uacnextop OK
Bapnamona U.T.

[Tomomuuk nucnexkropa OK
Adanaceesa P.T.
[Tpunoxxenue: nmpueMo-caaToyHasi HaKJIagHas

OtBetr: MeTtoanyeckre peKOMeH1aluu

IIpaBuJa cocraBiieHHs aKTa:

1. AxTel odopMIIsIOTCS Ha 001IeM OlaHKe (BHYTPEHHHE),
€CITM COCTABIISICTCSA BHEIIHUHN aKT, TO Ha OJIAHKE JIOJKHBI
OBITH CIIPABOYHBIE JaHHBIE 00 OpraHU3aIHH.

2.  AKT MOXXET UMETh 3ar0JIOBOK («AKT IpUeMa-Tepeaadn
JIOKYMEHTOBY).

3. JlaToii akTa siBNsieTcs gata COOBITH (YTBEPKICHHUS)
WIK AaTa NOoCIeqHed NoANHICH, HallpuMep, Korjaa
COCTABIISIETCSI aKT MIPHEMa-cla4u padoT, MOAMHUCHIBAEMBI
JBYMSI CTOPOHAMH.

4.  Bo BBOAHOM YacTy aKkTa yKa3bIBaeTCsl OCHOBAHHE €r0
COCTaBJIEHUs (HapuMep, CChIJIKA Ha JJOKYMEHT, Ha KaKue-
160 (aKThl, COOBITHUS, IEHCTBUSA).

5. Jlamee yka3bIBaeTcs cOCTaB KOMUCCHH: (paMuus,
WHUIHAAJIBI TIPEICEeAaTeNs U YWICHOB KOMUCCUH B
asi(haBUTHOM TOPSIJIKE, P HEOOXOJMMOCTH YKa3bIBAIOTCS
JOJDKHOCTH, (PaMUITMY ¥ MHUITHAIIBI IPUCYTCTBYIOIHX.

6. B OCHOBHOIf yacTu aKTa W3IArarTCs LEIH, 330a4l U
CPOKH ITPOBEICHHONW KOMUCCHEN pabOThl, €€ pe3ysIbTaThl
(BBIBOJIBI, 3aKJIFOUEHUS, TPEJTIOKEHUS ).

7. Tekcr aKkTa MOKET HMETh ITYHKTHI, IIOAITYHKTHI FITH
UMeTh TabIu4HyI0 hopMmy.

8. Tlocie TekcTa M OTMETKH O MPHIIOKEHUH YKa3bIBAIOTCS
CBEJICHUS O KOJMYECTBE IK3EMIUISIPOB aKTa, O MECTE MX
HaXOXKJICHHUS WX aJipecaTax, KOTOPbIM OHH OTIIPABIICHBI.

9.  AKTHI NOAMUCHIBAIOTCS BCEMHU JIMLIAMH,
MPUHAMABIIMMH Y9aCTHE B €r0 COCTABIICHUH, IPUYEM B TOH
e MOCTIeI0BaTeIbHOCTH, B KOTOPOM OHM yKa3aHbI B Havaje
akTa. Ecru yka3pIBaroTCst TOIHKHOCTH COCTaBa KOMUCCHH,
TO MOJIMHICH CTaBITCS B MEPAPXUUECKOM MOPSIKE.

10. AKTBI 4acTO yTBEp>KIaroTcs (110
MaTepHaIbHBIM, (PMHAHCOBBIM U JIP. BAKHBIM BOIIPOCAM).
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11. [Toamuce 0 TOM, UTO aKT HaNpaBJieH B
ACJI0, CTAaBUT Ha4YaJIbHUK HO,[[paE}I[eJICHI/ISI, B KOTOpOM
JAHHBIA aKT UCTIOIHSIICS, JIMOO MpeiceaTellb KOMUCCHH.

3.BAPUAHT 3

Hcnpasome npomokon, coonrooan ece mpedosanusn
cocmaenenusn u ogHopmaeHus 0aGHH020 OOKymMeHma

00O «Asepce»

ITPOTOKOJI
14.03.20 Ned5
3acenanus CoBeTa IUPEKTOPOB

[Ipencenarens: A.b. IBaHOB

Cexkpetapb: C.M. IlerpoBa

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

IloBecTka mHs:
OtyeT o paboTe npeanpuaTua 3a lll KBapTan.
Bonpoc o cny»kbe oxpaHbl.

1. CJIVIOAJIU:

P.M. fIkoBneBy (rmaBHOro Oyxranrepa) — 3auuTaH
(MHAHCOBBIN OTYET 3@ OTYETHBII MEPUOI.
BBICTVYIINJIA:

A.b. IBaHOB — yKa3aji Ha HEJJOCTaTOYHBIH POCT
NPUOBLIH IO CPABHEHUIO C 3aMJIAHUPOBAHHOM.

A.Il. I'paueB — npeasiokui HaHITh JOMOIHUTEIBHO 15
COTPY/ZHUKOB /1715l BHIIOJHEHUS 3alNIAaHUPOBAHHOTO 00BbeMa
pabor 3a roj.

ITOCTAHOBUJIN:

1.1  VYTBepauts Oyxranrepckuii 6ananc 3a Il kaprai.
1.2  TlpussTh Ha paboTy 15 COTpYAHMKOB.

2 CIIYIIAJIA:

M.A. Ky3bMHHa — OTYET O COTPYAHUYECTBE C YACTHBIM
oxpanHbIM npeanpustueM (HOIT) «Coxomy».
BBICTYIINJIA:

C.C. CuopoB — OTMETHII BBICOKOE KaueCTBO PaOOTHI
YOI Ia, npeanoxuit IPOIOJIKATh COTPYIHUYECTBO C
YOIIom «Coxom».

[TOCTAHOBUJIN:
2.1  npononruposats gorosop ¢ YOIlom «Coxkom» Ha
CIEAYIOUIUI TOI.

[Tpencenarens noonucy A.b.
HBanoB

Cekperapb noonuch C.M.
IlerpoBa
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OrtBer: MCTOANYCCKUC PCKOMCHAAIINN

OcobenHocTu ogopMieHNsI MPOTOKOJIA:

1. Cocrasisiercs Ha oO1ieM OJIaHKe WK Ha YUCTOM
aucte OyMaru, Ha KOTOPOM YKa3bIBAa€TCsl HAUMEHOBAaHUE
Buaa gokymenta — «[ IPOTOKOJI».

2. O0s3aTenbHBIMHE PEKBU3UTAMU IPOTOKOJIA SIBJISIOTCS:
HauMEHOBaHME OpraHU3aliH, Ha3BaHUE BUA JOKYMEHTA,
JlaTa 1 HOMep IPOTOKOJIa, 3ar0JIOBOK K TEKCTY, OJAIUCH.
JloToTHUTEIBbHBIMU PEKBU3UTAMU IIPOTOKOJIA SIBJISIFOTCS:
HAaMEHOBAHME CTPYKTYPHOTO MOIpa3AeieHus, rpud
YTBEPKACHUSI, OTMETKA O HAIMYMH MPUIIOKEHUM, MECTO U
BpeMs IIPOBEICHUS 3aceaHusl, (PaMIIINs 1 HHUIHAIIBI
Mpe/iceAaTeNbCTBYIOIIEr0 Ha COBEIIaHUH, 3aCe/laHuu, 1aTa
MOAMMCAHUs TPOTOKOJIA, CIIOCO0 roJiocoBaHus (OTKPBITOE,
TallHOE, 3a09HOE).

3. JlaToil mpoTOKOJIA SABIIAETCS I€Hb IPOBEACHUS
MPOTOKOJIMPYEMOTO COOBITHS (3aceTaHusl, COBEIAHHS U
T.11.). Ecniu oHO mpooimKanocs HECKOIBKO AHEH, TO Yepes
TUPE YKa3bIBAIOT JAaThl HAUala U OKOHYAHUS 3aCeAaHMUs.
Hanpumep, ohopmienue 1atel 3aceqaHus,
npogokasmrerocs nsa aasi: 04.05.2012 — 05.05.2012
WA 03 — 04 mas 2012 r. /laTa pacnoyiaraercs
OJIHOM CTPOUYKOIl HUKE Ha3BaHUS BUJA IOKYMEHTA WM HaJ
CHeIHabHON OrpaHUYHUTEIbHON JTMHHUEH B 001IeM OaHKe.
4. Homepom npoTokoiia sBisieTcst NOPSAAKOBBIA HOMED
3acelaHus KOJUIETHAIbHOTO OpraHa B Ipeesnax
KanenaapHoro roja. Ilpu opopmnennn Homepos ¢ Nel o 9
HE00XO0AMMO HUCIOIb30BATh MUHUMYM JIBa 3HAKA.
Hanpumep, «Ne 01», «Ne 07». Homep npoTokona
oopmIsieTcss Ha TOM *Ke CTPOKe, YTO U Jara.

o. B 3aronoBke yka3bIBaeTCsl Ha3BaHUE
KOJIJIETHAJIbHOTO OpraHa WK 3ace/laHusl, KOTOpoe
COTJIacyeTCs C Ha3BaHMEM BHJIA IOKYMEHTA, HalpUMep:
IMPOTOKOJI (uero?) 3acenanust CoBeTa JUPEKTOPOB.
3aroyioBoK opopmiIeTCss OTHON-IBYMSI CTPOKAMHU HUXKE
PEKBU3UTA «MECTO COCTABJICHUS WIN U3AaHUS
00s13aTeIbHO OT TPAHMIIBI JIEBOTO MOJIS WM Ha IUIOIAH,
OTMEYEHHOM B 00111eM OJaHKe OrpaHUYUTEIbHBIMU
YTOJIKaMH B JIEBOM BEpXHEM YTy JiucTa Oymaru.

6. TekcT mpoTOKOJIa COCTOUT U3 BBOJHOW U OCHOBHOM
yacTei.

BBosHas yacTh oopmiseTcs B ciaenyromei
MOCJIEI0BATEIbHOCTH:

IIpeoceoamensv — haMuins ¥ UHUIUATIBL;

Cexpemapb — baMuIMs 1 HHULTUAJIBI;

Ipucymcemeoganu: GaMUINA U MTHULIAAIIBI
MPHUCYTCTBYIONIUX COTPYAHUKOB B aJI()aBUTHOM TIOPSIIKE,
3aTeM JOHKHOCTH M (paMUITUU MpUTIaneHHbix. Ecnn
MPUCYTCTBYIOIUX Oosiee 15, yka3piBaeTcs ux obiee
KoJn4ecTBO. Eciy ¢ ykazaHuEeM JTOJKHOCTH, TO B OPSJIKE
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yObiBanus uepapxuu. Ecnu npucyrcrBoanu 200 u 6osee
yelloBeK, To numercs — «110 genr., uro cocraBisgeT 80%
o011ero Koau4yecTa akiinoHepoB. CIUCOK MpuiaraeTcs
(cm. mpun. Ne 1).»
daMUIMK ¥ UHULUAJBI TPUTIAIICHHBIX TOJKHOCTHBIX
JIMLI, KOTOPBIE HE SABJSIOTCS YIEHAMH KOJUIETHAIBHOIO
oprasa, HO MPUCYTCTBOBAJIA HA 3aCEAAHUU, IEPEUUCIIAIOTCS
nocye cioBa «lIpurnamennsie:». OHO opopmisieTcs oT
TpaHULbI JIEBOTO MOJIS IBYMSI CTPOKAMU HHKE CJIOBa
«I[IpucyrcTBoBaNM:» U 3aKAHUYMUBAETCS IBOETOUUEM.
JIOMKHOCTH 3TUX JIUI] IPUHATO YKa3bIBaTh.
BBozHas yacTh NPOTOKOJIA 3aKaHYMBAETCS IIOBECTKOW JHS.
[lepeuenb BONPOCOB, BEIHECEHHBIX ISl 00CYKIEHUS,
oopmisiercs mocie cinoB «lloBecTka AHA:», KOTOpBIE
pacnojararoTcs OT TPaHULIbI JIEBOTO MOJIS IBYMSI CTPOKaMU
HIUKE COCTaBa MPUCYTCTBYIOUINX U 3aKaHUYMBAETCS
nBoetroureM. Kaxapliit Bonpoc Gpopmymnupyercs ¢
npeniaorom «O» minu «O6», oTBeyaet Ha Bonpoc «O uem?»
Y COACPIKUT YKa3aHUe JTOJDKHOCTH, (PaMIJTUN U MHUIIAAIIBI
nokiagurka. Borpockl HymepyroTcst apabckumu nudpamu,
pacnojararoTcs Mo CTENEeHU UX 3HAYUMOCTU U
0 OPMIISIIOTCS ¢ KPACHOM CTPOKH.
OcHOBHast YaCTb COCTOUT U3 Pa3/esIOB, COOTBETCTBYIOIINX
MYHKTaM MOBECTKU JHS. TeKCT KaXKA0ro pa3zenia CTPOUTCS
10 CXEME:

CIIYHIAJINA:

BBICTYIINJIA:

I[NOCTAHOBWJIN (PELLINIIN):
[Tocne nBoeToums Ha clenyIOIIEH CTpOKe ¢ ad3aia
nuIyTes GaMUINU U HHUIHAIBI BBICTYIABIIMX U Yepe3
TUPE — KPaTKOE U3JI0’KEHUE TeKCTa BhICTYIIeHUs. Ecnu
JIOKJIQTYMK MPETOCTaBUI TEKCT CBOETO BBICTYIUICHUS , TO
MIOCJIE TUPE YKAa3bIBAETCS: «TEKCT BBICTYIICHUS
npunaraercs (npuioxkeHue 1)».
7. [TocranoBeHus (peieHus) yka3blBatoTcs B
IIPOTOKOJIE OJTHOCTBIO, T. K. SABJISIOTCS HanboJiee BaKHOU
ero yactelo. [loctanoBIsIONIas YaCTh MOXKET
MOJIPA3/IeNAThCS Ha MTyHKTHI.
8.  Ecum mpoBoamiock roiocoBaHue Mo KaKoMy-JI100
BOMPOCY, YKa3bIBAIOTCS €0 pe3ynbTathl («3A» - 15,
«[MTPOTUB» -3, «<BO3AEPXAJIOCb» - 1)
9.  Bce Bompocs! K AOKJIaIYUKY U BHICTYIHUBILINM, a
TaK)K€ OTBETHI Ha HUX 3alMCHIBAIOTCS B MOPSAIKE UX
MOCTYIJICHUS U O(OPMIIIOTCS C KPAaCHON CTPOKH.
damunuio JuIa, 3a/1aBLUIEro BONIPOC, AOMYCKAeTCs He
yKa3bIBaTh.
10. TIIpoTokos moaNMHMCEIBAETCS MpeAceaaTesIeM U
cekperapeM. OHM ITPOCTABIIAIOTCS Ha OTPEJAKTHPOBAHHOM
Y CBEPEHHOM MpOoTOKOoJje. PacmonaratoTcst TpeMs-4eThIpbMs
CTPOKaMHM HI)KE TEKCTa OT TPaHMLIbI JIEBOTO MOJIS U
paznensroTcst OqHOU cTpokoil. B pacmmdpoBkax moanuceit
VMHUIMAJIBI paciojaratoTcs nepes Gamuanen.
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11. B 0co00 BaXHBIX Cydasx BBICTYIABIINE TOJDKHBI
BU3UPOBATh POTOKOJ, BU3bI IPOCTABIISIFOTCS HA JIEBOM
oJie JOKYMEHTa, Ha YPOBHE 3aIMCH BBICTYIIJICHHUS.

12. OrtnenbHBIC BUABI TPOTOKOJIOB (ITPOTOKOIBI
3aceaHusl TEXHUYECKHUX, IKCIIEPTHBIX COBETOB, KOMUCCHIA,
IIPOTOKOJIbI UCIIBITAHUNA U HEKOTOPBIE IPYTHUE)
YTBEPKAAIOTCSI PYKOBOJUTEIIEM OpraHU3aIUK WU
BBIIIIECTOSIILIETO OpraHa.

13. TIpotokonam mpucBauBaIOTCS MOPSAIKOBBIE HOMEpA B
npeenax KajJeHAapHoro rojia OTAENIbHO M0 KaXA0U IpyIie
IIPOTOKOJIOB.

14. K npoTokoiam MOAIIMBAIOTCA IIPEICTAaBICHHbBIE HA
paccMOTpeHHe MaTepHabl.

15. TIpoToKoIbI XpaHATCS IOCTOSHHO.

4 BAPUAHT 4
Kak dyoem eviensaoems 3mom 00Kymenm, ogpopmienHulil
no ¢cem npasunam?

OJINTA

112010, Mockaa, yn. ®psszesckas, 2
Hupekropy AO «uk»
p/c 324554984 B CBC-Arpo

Bonkosy C.C.

Ten. (495)125 24 24 113251,
MockBa

21.12.20 14/1-2 VI

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

YBaxaemslii Cepreli Cepreesuu!

Ha Bamry npocs0y 0 1ocTaBke ChIpbsi OTBEYAEM, YTO
yKa3aHHas OCTaBKa HE MOKET OBbITh OCYIIECTBIICHA JI0
11.01.21.

HpOCI/IM Bac MOATBCPAUTD 1100 0TKa3aThCs OT IMOCTABKH.

HcnonHuTenbHbIN AUPEKTOP
Bopo6sera O.C.

OrTBerT: MCTOANYCCKUEC PEKOMEHOAINN
Od¢opmiieHue peKBU3UTOB CJIYKeOHOr0 MUChbMA

OO0s13aTeNbHBIMU PEKBU3UTAMH CITY)KEOHOTO TUChMa
SIBJISIFOTCSI: PEKBU3UTHI OJlaHKa (HAMMEHOBAHHUE
OpraHM3alliy, CIIPABOYHBIC JAHHBIE 00 OpraHU3alliy, AaTa
MHUChMa, PETUCTPAIIMOHHBIN HOMEp, CChIIKA Ha JIaTy U
PETUCTPAIIMOHHBIN HOMEP TOCTYMHUBILETO JOKYMEHTA),
ajipecar, 3arojIoBOK K TEKCTY (Ipu He0OXOUMOCTH ), TEKCT,
OTMETKA O HAJIMYHMH MPUIIOKESHHUS, TTOAMUCH, OTMETKa 00
HCIIOJTHUTEE.

Ha 6nanke cimye0HOT0 mrchMa MOXKET MPUCYTCTBOBATH
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n3o0pakeHue repoa wim sMOIemMbl opranuzaiuu. Hazpanue
Buja nokymenta (IIMCbMO) He yka3biBaeTcs
(MCKITIOUEHHE — TapaHTUHHOE TIHCHMO).

Jlj1g cocTaBiIeHUsl TUCEM UCIIONIB3YETCs CIIELIMAIbHBIN
OJlaHK MMMChbMa, TJIe Ha3BaHUE BUIA JJOKYMEHTA He
YKa3bIBaeTCsl.

B 3aro/10Bo4H0I1 YacTu NUcbMA EUATAIOTCS CIIETYIOIINE
PEKBH3UTHI:

«I'ocynapcrBennblii repd P®» unu «I'epd cydobexkTta PD»
WJIN «TOBAPHBIN 3HAK).

«HaumeHOBaHUe OPraHU3aAUMN» SBISIIONICHCS aBTOPOM
JIOKYMEHTA.

«CnpaBo4Hble JaHHbIE 00 OPraHU3ALMN» BKIIOYAIOT:
MOYTOBBIN ajapec, HoMep TenedoHna, ¢pakca (HoMepa CYeTOB
B OaHKe, aJipec 3IEKTPOHHOM MOYTHI U Jp.).

«/laTa nokyMeHTa» - 1aTa €ro MOANNCAHUS.
«PerucrpaunoHHbI HOMEP» - HOMEP JOKYMEHTA,
IIPUCBAUBACMBbII €MY OpraHU3aLMEi.

«CcbliIKa Ha PerncTPalMOHHBII HOMEP U 1aTy
AOKYMEHTAa) - 3alOJIHIETCS B TOM Cy4ae, €Cil MUCbMO
SIBJISIETCSI OTBETHBIM.

«3aroJI0BOK K TEKCTY» BKJIIOYAET KPATKOE COACpKAHHE
JIOKYMEHTA. 3aroJI0BOK COIJIacyeTcsi C HAUMEHOBAaHUEM
BHJIA IOKYMEHTA (B JAHHOM CJIy4ae MUChMO), OTBEUYAET Ha
BOIIPOC «O YeM» («0 KOM»), HaunHaeTcs ¢ npeangora «O»
i «O6». Hanpumep: «O cpokax moctaBkmu», «O0 ydactuu
B BBICTaBKE».

B nuceMax 10MKHBI OBITH TPABUIIBHO YKa3aHBI COCTABHBIE
YaCTH PEKBU3UTA «ajapecaT» (Tojydaresns mucbMa): pupma,
CTPYKTYpPHOE MTO/Ipa3JeJIEHHE, JOIKHOCTb, TOUYTOBBIN aJpec
MOJTy4aTes.

Ecamn nuceMo oiHOTO coziep KaHusl HallpaBiIseTcs
HECKOJIbKUM ajJipecaTtaM, CHavajla yKa3blBaeTcs aipec
OCHOBHOT0 MOJIy4aTes, 3aTEM IEPEUHCIAIOTCS APYyTHE.
Ecnu noxymeHT HanpasisieTcs: 0osiee 4eM YeThIpeM
aZpecaramM, COCTaBJISETCS CIIMCOK PACCBUIKH M HAa KaXX/10M
AK3EMILIAPE YKa3bIBAETCS JIMILb OJIUH a/ipecaT, KOTOpOMY
HaMpPaBIIAETCS KOHKPETHBIN K3EMILIISP.

Ecnu nuceMo ogHOTO cosiepikaHus HalpaBIIsIeTCs
HECKOJIbKUM OJIHOPOJIHBIM aJipecaTaM, TO ajpecaT MUIIYT
0606menHo. Harmpumep (kommemkam mo . OpeHoypry).
«Teker» nmuceMa JI0KEH OBITh JIAKOHUYHBIM,
MOCIIEI0BATEIbHBIM, YOEUTENbHBIM U KOPPEKTHBIM. TeKCT
MMChMa, KaK MPaBHUIIO, HE TIPEBBIIIAET OJTHON CTPAHUIIBI.
TekcT nmuchbma yaiie BCero COCTOMT U3 BBOJHOM YacTH U
OCHOBHOM.

Bo BBOHOI 4acTH YKa3bIBAIOTCS PUYNHBI, BBI3BABIIINE
COCTaBJICHHE MUChMA, COMIPOBOXK/IAEMbIE CChUIKAMU Ha
(haKThI, JaTHI, JOKYMEHTHI, HAI[PUMED:

«B cBs3u ¢ TeMm, uTo npu nosydyeHuu rpysa 26.01.2002 no
HakagHou Ne 2342 B ncrpaBHOM BaroHe ¢
HEHAPYIICHHBIMU TIIOMOAaMU TPY300TIPABUTENS IPH
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BCKPBITUH SIIIUKOB U IPOBEPKE COAECPKUMOTO € y4acTHEM
MPECTaBUTENS ... OblJIa yCTaHOBIIEHA HEJOCTAya ... MTYK
W3/IeNIUN Ha CyMMY... (KomMepueckuit akt oT 26.01.2002 Neo
43)...»

Bo BTOpOIi YacTn nucbmMa GopMynupyeTcs ero OCHOBHas
1enb (MpeanoKeHue, 0TKas, mpocsda, rapaHTus U T.11.),
Hanpumep:

«IIpocum B Teuenue 10 6aHKOBCKUX THEH MEPEUUCIUTD
yKa3aHHYI0 CYMMY Ha Halll pacCYeTHBII cUeT».

«OTMeTKA 0 HAIMYUM MPUJI0KEHHID» - PEKBU3HUT
UCIOJIb3YETCs B CONPOBOAUTENBHBIX MHMcbMax. OTMeTKa 0
HaJIMYUU TIPUIIOKEHUS Pa3MEILLAETCs 110 TEKCTOM.
«Bu3a» - OTMETKa 0 COIacOBaHUU JOKYMEHTA BHYTpHU
opranusanuu. Busa Bkiro4aer: JOIHKHOCTh BUBHPYIOLLETO,
MOJIIUCh BU3UPYIOLIETO, PACIIM(POBKY NOAINCH
(uHMUIMATBL, (PaMUIIMS) U 1ATY.

«IToamucew» opopmisercs Ha 2-3 UHTEpBaJIa HIKE TEKCTa
JIOKYMEHTA (B COIPOBOAMUTEIBHBIX MUCbMAX — I10]]
OTMETKOM O HaJIM4uu NpusoxeHus). B cocras pek-Busuta
BXO/ISIT: HAUMEHOBAHUE JOJDKHOCTH JIUIA, TIOIHUCABIIEr0
JIOKYMEHT, JINYHAasI MOANKCH U pacliu(poBKa MOJAIUCH
(vHUIMATBL, (haMUITHS).

«IlevyaTh» 3aBepseT NOMIMHHOCTD MTOANNUCH JOKHOCTHOIO
JIMIIA Ha JIOKY-MEHTaX, yJOCTOBEPSIOIINX [TpaBa JIMIL,
¢bukcupyromux (akTel, cBSI3aHHBIE C (UHAHCOBBIMU
CpeAcTBaM M JIp.

«OTMeTKAa 00 UCIIOJIHUTEIe» BKII0YaeT (GaMITUIO (UITH
(bamMuIuIo, UM, OTYECTBO) UCTIOJIHUTENS TOKyMEHTa U
HOMep ero tenedoHa.

5.BAPUAHT 5

Hcnpagvme 00Kymenm ¢ coomeemcmeuu ¢ npasuiamu
MeHCOYHAPOOHOIl 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
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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: METOAMYECKHE PEKOMEHIALINN
OcobennocTu opopMiieHUsI PEKBU3UTOB MM CbMa
HHOCTPAHHOMY NApPTHePY:

PexBusur 1 - «Ceedenusn 06 omnpasumene) (aBTope
JOKyMeHTa). B 1eBoM BepXHEM yrily, B BEpXHEM ITPABOM
Y1y WU B LIEHTPE BEpXHEN YacTH JMCTa pacnojaraercs
smbiema U HaumeHoBaHue pupmbl. Eciin kommanus
MaJIOM3BECTHA, TO YKa3bIBACTCS MPOQPHIIb €€ AeSITeIbHOCTH,
Hanpumep, «ppaxT Cy10B», «OpraHu3aLus TYpOB» U T.1.
Taxxe ykaspiBaeTcst ajipec GUpMBI, HOMEpa TeIePOHOB,
(akcoB, JIEKTPOHHOM MOYThI, HHOI'1a Ha3BaHHE
oOcnyxuBatoniero 0anka. MHoraa (3To JomycKaeT cTanaapT
NCO) nnst ykazaHust ajpecoB U TeIePOHOB UCHOIb3YETCS
MECTO HaJl HIPKHUM I10JIEM OJIaHKa.

Bce ocranbHble peKBU3HUTHI paclolaratloTcsi OT TPaHULbI
JIEBOTO T0JIsI, Oe3 a03a1eB, XOTs PEKBU3UT «J1aTa» MOKET
nepeMeIaThCst K MpaBoMy MOJIIO.

PexBu3ur 2 — «ccoika» (Reference) Ha Homep 1oKyMeHTa
JIeI0OBOTO MapTHEPA, Ha KOTOPBIN TaHHBINA TOKYMEHT
spigercs orBeToM (Yourref.), uro ananornuno «Ha Bamr Ne

...», ¥ cchlKa Ha cBoi Homep (Ourref.), 4to , MO CyTH,
SIBIISICTCS HAIIUM MCXOJISIIIAM PErHCTPAMOHHBIM HOMEPOM.
Ccplnka MOXeT ObITh HU(PPOBON, OYKBEHHON HITH
OykBeHHO-1IU(POBOI. B uncine 31eMeHTOB CCHIIIKA MOTYT
OBbITh MHUIIMAJIBI aBTOPA MUCbMa, CEKpeTaps WIu
WCTIOJTHUTEIIS, TIOPSIIKOBBIA HOMEP JOKYMEHTA, YCIIOBHOE
0003HaYeHHE CTPYKTYPHOTO MOJIpa3/ieieHus, ena, (aiina.
PexBusur 3— «/[lamay yxa3pIBaeTCs COrJIaCHO MPUHATON B
cTpaHe ajapecara cucreme. HajexHee Bcero ykazarb 4ncio
uudpamu, HAaMMEHOBaHKUE MECS1a MOJHOCTHIO B OYKBEHHOM
¢dopme 1 roa U paMu MOJIHOCTHIO, HarIpuUMep: 15 August
2010. (Cranmapt UCO pekomenayer Tak: roa, T.e. 2001-
05-23).

PexBusur 4 — «Adpec noayuamensn» cocTouT U3
PAacIoyIoKEHHBIX TOCTPOYHO:

- UIMEHU U haMUINU MTOTy4YaTes;

- HAUMEHOBAHMsI KOMIIAHUU;

- HOMepa JI0Ma, YIIUIIBI;

- TOpoia, HOYTOBOT'O OKpyTra (MHIEKCa);

- CTpaHBL.

PexBusur S — «K ceedenuroy, nnu ykazanue Ha
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KOHKpeTHoe u10. VMcnonb3yercs , eciu B ajipece He
yka3zaHa (haMuiIns moiydaresns, opopmisiercs mocie
aapeca, Haripumep: Attention: Mr. P. Cooper. OtoT
PEKBU3UT HE SIBIISETCS 0053aTEIbHBIM.

PexBu3uT 6 — «6cmynumensvnoe oopawienue» NUIYT C
HOBOM CTPOKH , OTCTYIIUB OT aJIpeca YETbIPE MEKCTPOUHBIX
WHTEpBaa.

JlenoBoe nmuceMo HaunMHaeTcs co cioB «Dear ...». Moryt
WCIIOJIb30BaThCSA Clenytomue (hpasbl:

- DearSir — eciiu uMs mosryyaresst HeM3BECTHO;

- DearMadam — eciu uMs moTy4artesist HEU3BECTHO;

- DearMrNeit — rocrioiHy, UMsi KOTOPOTO U3BECTHO;

- DearMrsFella — 3amyskHeit sxeHITUHE,

- DearMissJones — He3aMy»XHEH KEHIIMHE;

- DearMsMorrison — 3aMy>KHEH WM HE3aMYyKHEH
KEHILNHE.

PexBu3uT 7 - «3a20/1060K nUCLMa» yKa3bIBACTCS MOCIIE
BCTYITUTEIFHOTO OOPAICHUsT M 0003HAYACTCS:

- RE: - cokpamenue ciopa «regarding» (OTHOCHTEIBHO);

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

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

- IOAYEPKUBAHUEM.
3aro0BOK HE ABISETCS 00s3aTEIbHBIM PEKBU3UTOM, HO €T0
HaJM4ue OTpa)kaeT 3HaHUE OTIPABUTENIEM MPABUI
XOpOILIEro TOHa.

PexBusur 8 - «Texcm»MoXeT neyaTatbes Kak OT TPaHUIIbI
JIEBOTO TOJIsI (COBPEMEHHBIN BapHUaHT), TaK U C OTCTYIIOM
Hayaja Kaxjoro ad3aia — ¢ KpaCHOM CTpOKH

(kmaccuyecKuii BapuaHT).

AG3a11bl OTAENSAIOTCSA APYT OT ApYra JOMOJIHUTEIbHBIM
MEXCTPOUYHBIM HHTEPBAJIOM, YTO 00JIeryaeT BOCIIPHUITHE
coziepkanus nucbma. Kpome Toro, OCHoOBHbIE TPEIOKEHUS
MOTYT OBITh BbI/I€I€HbI HIPU(TOM, TOAUYEPKUBAHUEM H T.JI.

TexkcT 00BIYHO JTOJDKEH YMENIaThCsl Ha OJTHOM CTpaHHUIIE.
«PexkBM3NT 9 — «(3aknouumenvruan gpopmyna
6€HCIUGOCUY YKAZBIBAETCS UYEpe3 1Ba MEKCTPOUHBIX
WHTEpBaa.

Ecnu nuceMo HaunHaeTcs ciaoBaMu: DearMr/Mrs/Miss/Ms,
TO 3aKaH4YMBaeTCs BeIpakeHHeM: Sincerelyyours (MckpeHne
Bam).

Ecnu B mpuserctBum cnosa: DearSir/Sirs/Madam, To
oxonuanue: Yoursfaithfully (mpegannsiit Bam).

MoryT Takke UCIO0Ib30BaThCs CIEAYIOLINE
cioBocoveTanus: Bestwishes (Hamtyuie noxenanus).
PexBuzut 10 — «Iloonuce» pacnionaraercss HIxe GOPMYJIbI
BEXJIMBOCTH. Jlenaercs He MeHee MATH MeKCTPOUHBIX
MHTEPBAJIOB /ISl TUYHOW MOJMKMCH aBTOpa muchbma. Hioke
MOJINKCH yKa3bIBaeTcs ee paciupoBKa: UMs U (paMuius,
Ha CJIEYIOLIEN CTPOKE — JOJKHOCTBD JIMLA, TIOIUCABIIErO
JOKYMEHT. JI0J’KHOCTh HE YKa3bIBa€TCS, €CJIM MUCHMO
MOJIMTMCAHO PYKOBOJUTENIEM KOMIAHHH.
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[lepen moAnuChHIO0 MOXKET CTOSATh OTMETKA «p.p.», UTO
03HA4aeT «OT UMEHW», B TOM Cllydae, Korja oA4MHEHHbIE
MOJIIUCHIBAIOT JOKYMEHT 110 OPYYEHHUIO PYKOBOJUTEIIS.
PexBusur 11 — «Ykazanue na npunoscenue» (ecnu oHo
€CTb) J1aeTCs B IOJHOM WM COKPALIEHHOM (opme:
«Enclosure:» unmu «Encl:», nanpumep: Encl: Contract Ne
11/Si.

PexBusur 12 — « Ykazanue na paccoinky konuiiy.Ilpu
HanpasjieHuu konui nuceMa («Carboncopy» MM «Cc»)
HECKOJIbKUM aJipecaTaM yKa3bIBalOT (DaMIIIUH JIUL] UITH
KOMIIaHHUH, KOTOPBIM OTIPABJIEHbI KOIIUH.

Onucanne MKAJbI OIleHUBaAHUS:

Ouyenxa: 5
Huoicnuii nopoe evinonnenus 3aoanus 6 npoyenmax. 70
Onucanue xapakmepucmuxu evlnoinerus 3Hanus: OeHKa "0TINYHO" BBICTABIISIETCS €CIIM 3aJaHue
BBIIOJIHEHO B TIOJTHOM 00'bEME MJIH BBITIOJHEHO NMPEUMYIIECTBEHHO BEPHO

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

Oyenka: 3
Huoicnuii nopoe evinonnenus 3aoanus 6 npoyenmax. 50
Onucanue xapakmepucmuxu evinonnenus 3uanus: O1eHKa "yI0BIeTBOPUTEIHLHO" BHICTABIISETCS
€CITM 3aJIaHUE MPEUMYIIECTBECHHO BBITIOJHEHO

KM-5. 3akoHonaTeibHbIe OCHOBBI /1€J10IIPOU3BOACTBA

®opmbl peanuzanuu: buners! (MMcbMeHHBIH 0onpoc)

Tun koHTpobHOrOo Meponpusitusi: TectupoBanue

Bec koHTpOIbHOrO Meponpusitusi B BPC: 15

IIpouenypa mnpoBegeHMsi KOHTPOJBHOIO MeponpuaTHsa: [IpoBoauTcs Ha NPaKTUYECKOM
3aHsaTHH. PacuetHoe Bpems - 15 munyr. KonmuectBo BapmanTOoB - 3. KonmuecTBO TECTOBBIX
BOIIPOCOB B BapUaHTE - /

Kpatkoe conepxanue 3aganus:
Pabota opruenTupoBaHa Ha 3HaHUS O JOKYMEHTHUPOBAHUH U MOPsJIKE pabOThI C

KOH(I)I/II[GHI_II/IaJIBHBIMI/I JAOKYMCHTaMH Ha OCHOBC 3aKOHOAATCJIIbHBIX aKTOB

KoHTpoJibHbIE BONIPOCHI/3aJaHUA:

3HaTh: 3aKOHOJATENbHBIE U APYTUE 1.I'pud orpanuuenus goctymna ohopmisercs
HOPMAaTHUBHBIE IIPABOBBIE  AKTHI, a) CEKPETHO
perlaMeHTUPYIOLLIHE 6) CEKPETHO »5k3.Nel
nH(pOpPMaAITHOHHYIO u B) CEKPETHO
JOKYMEHTAllMOHHYIO J1€ATEIbHOCTh rorosui U.H. Ilerpos
OpraHu3aluHy; r) «CEKPETHO»
OtBet: 0)
2.CTeneHb CEKpETHOCTU CBEICHUN YCTaHOBJICHA B
CIIEAYIOIIEM M3 yKa3aHHBIX HOPMAaTHBHBIX aKTax:
a) ®exepanbHblil 3ak0oH «O6 nHGOpManyH,

22




rH(pOpMaTH3AIUH U 3aITUTe HHPOPMAITHI

6) 3akon Poccuiickoit denepanun «O
roCyJ1apCTBEHHOM TailiHE»

B) Ilepedennb cBepeHUM, OTHECEHHBIX K
roCyJ1IapCTBEHHOM TaifHE, ONPEIeICHHBIN Y Ka30M
IIpesunenrta Poccuiickoit denepanun
Otsert: 0)
3.Ileqatanne nokymeHTOB ¢ TpudoM «KT»
MIPOU3BOIUTCS

a) B cTpykTypHBIX OoApa3ieneHusIx

0) llenTpanu3oBaHHO, B CIELMATHLHO OTBEJICHHOM
MIOMEIICHU U

B) B cekperapuare
OtBer: 0)
4.1Ipu pabote ¢ TOKyMEHTaMH, UMEIOLTUMH TPUP
«KomMmmepueckas TailHa», CBEJICHHUSI O HUX BHOCATCS

a) B XKypHnan perucrpanuu 10KyMEHTOB C TpruGoM
«Kommepueckas TaliHa»

0) B o6mmit XKypHan peructpamuu 10KyMEHTOB
OrtgerT: a)
5.I'pud xoHpUAEHITNATEHOCTH

a) He mpenycmorpen I'OCTom P 7.0.97-2016

6) Ilpenycmorpen 'OCTom P 7.0.97-2016
Ortgert: 0)

6. Cormacno @enepaipbHOMY 3aKOHY «O
roCy/1apCTBEHHOM TailHe» MOJyIeKaT 3aCEKPEUNBAHUIO
CIIEIYIOILINE CBEICHUS

a) CBeneHUs B BOGHHOM 00JIACTH.

6) O ype3BBIYANHBIX TPOUCIIECTBUSX U
KaracTpodax, yrposkaromux 0e30MacHOCTH TpaxkJiaH, a
TaK)K€ O CTUXMIHBIX OCICTBUSIX M UX TPOTHO3aX.

B) O COCTOSIHMM SKOJIOTHUH, 3PABOOXPAHEHHS,
nemorpaduu, caHUTapuu, KyJabTypbl, 00pa3oBaHMUs,
CEJIBCKOI0 XO351CTBA.

r) CBeneHus B 00J1aCTH pa3Be0BATEIbHOM,
KOHTppPa3Be10BATEIbHOMN 1€ATEIbHOCTH.

n) CBeneHus O BHEUTHEMOJIUTHUYECKOU U
BHEIIHEIKOHOMUUYECKOU JEATEIbHOCTH; CBEACHUS O
(bMHAHCOBOM MOJIMTHKE B OTHOIIEHUU JPYTHX
rocynapcTB (KpoMe BHEIIL. 33JJOKEHHOCTH); O
(bMHAHCOBOM, JEHEKHO-KPEIUTHOMN JACSITEIHHOCTH;
Otser: a), 1), 1)

Onucanue MKaJbl OLICHUBAHUA:

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
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OnucaHnue xapakmepucmuxu eblnoinenus 3Hanus: OLeHKa "X0opouio" BICTaBISETCs €CIU
OOJIBITMHCTBO BOIPOCOB PACKPHITO. BEIOPAHO BEPHOE HANIPABIICHHE JIJISl PEIICHUS 3a/1a9

Oyenka: 3
Huoicnuii nopoe evinoanenus 3aoanus 6 npoyenmax. 50
Onucanue xapakmepucmuxu evinonnenus 3uanus: OneHka "yI0BIeTBOPUTENIHLHO" BHICTABISACTCS
€CITH 3aJIaHUE MPEUMYIIECTBEHHO BBITIOJTHEHO
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COJIEPKAHUE OIIEHOYHBIX CPEJICTB TIPOMEXKYTOUYHOM ATTECTAIIUA
6 cemecTp

@DopMa NPOMEeKYTOUHOM aTTecTalMM: 3a4ET C OLEHKOU

IIpumep Onsiera

[Tpumep Ounera
1. 1. Ponb oduc-meHeakepa B NoAroToBKe M NpoBeAeHNN 0PULLMANIbHOIO COBELLAHNUA.
2. 2.[Mpaswunaa opopmaeHunsa peksmamnTa “TeKkcT AOKymeHTa”
3. 3. HailTv oWwnbKM B AOKYMEHTE.

IIpouenypa npoBeaenust

Crynenty paercs 60 MMHYT Ha NMOJIrOTOBKY K OoTBeTy. Ha cmen. OnaHke npeicTaBisieTcs IUIaH
OTBETAa HAa BOMNPOCHI M JOKYMEHT, COCTABJICHHBIH C Y4YeTOM HCHpaBiIeHHbIX omubOok. I[locie
3aBEpILICHMs NOArOTOBKM CTY/IEHT OTBEUYaeT Ha BOMPOCHI mpernojaaBaTesns. OLeHKa BbICTABISETCS B
COOTBETCTBUU C KPUTEPHUSIMH OLIECHUBAHUS 3aJaHUI IPOMEXKYTOUHOTO KOHTPOJIS.

L Ilepeuens Komnemenyuil/uHOUKAMOPO8 U KOHMPOIAbHBIX 60RPOCOB NPOBEPKU PE3YIbHIAN 06
0CBOCHUA OUCUUNTUHDI

1. Komnerenuust/Uuankarop: UJI-1lonk-s Ucnonb3yeT coBpemeHHbIE HHPOPMAITMOHHBIE
TEXHOJIOTHH U MTPOTrPAMMHEBIC CPEJICTBA JJISI XpaHEHUs, 00pabOTKH, aHAIN3a U MPEACTABICHUS
uHpopmanuu

Bonpocsl, 3aganus
1. Homenkunatypa aen. OcoOeHHOCTH 0(hOpMIICHUS.
2.AnroputM 00pabOTKU BXOASIINX JOKYMEHTOB
3.BusutHas kapTouka. OCHOBHbIE TpeOOBaHUS K €€ O(POPMIICHHUIO U UCTIOJIb30BaHUIO.

4.TloaroroBka JJOKyMEHTOB K apXHUBHOMY XPaHEHHUIO
5.0cHOBHBIE 00513aHHOCTH OPUC-MEHEIKEpa
6.Anroput™ 00pabOTKH UCXOAIIEH JOKYMEHTAIHUH.
7.11paBOBBIE OCHOBBI JE€JIONPOU3BO/ICTBA.

8.0cobeHHocTr 0OpMIIEHHS JOKYMEHTOB, NMPUHUMAEMbIX KOJUIETHAIBHO (KT, TPOTOKOJI).
9.BHyTpeHHsa pacniopsiiuTenbHas JoKyMeHTanus. Oco6eHHOCTH 0(pOopMIIEHUS.

10.IIpaBuna ohopMiteHuUs IE€TOBBIX MTHCEM

11.0co6enHocTy paboThHI C JOKYMEHTaMU OTPaHUYEHHOTO JJOCTYyIa

12.JIokyMeHTBI TUYHOTO MpoucxokaeHus. OpopmieHne pe3romMe u aBToouorpaduu.
13.Kaxk oyoem evienisoems 3nmom 0OKymMeHn, COCMABIEHHBLIL C COOI00eHUEM 6CeX
mpeboeanui?

ITPUKA3 no 3akpsiToMmy Akunonepaomy OouiecrBy
«Poccuiickas nymHnHa» (CoBeT IUPEKTOPOB)

09 cents6ps 20191
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Nel7

Ha ocnoBanuu koopaunanuronsoro miaada ot 03.09.19, s, npeacenarens coBera 3A0

«Poccuiickas IIyIIHWHA», IPHUKa3blBal0O HA3HAYUTh OTBETCTBCHHBIM MIPCACTABUTCIIEM 3A0 nHa

aykuuone E.B. BacunbeBa. EMy He00X01uMO OATOTOBUTH IPEUI0KEHUS [10 COCTaBY
JleTieraly U npeacTaBuTh Ha paccmoTpenue Cosetry a0 15.10.19. Cmupnosy JI.B.
MOJTrOTOBUTh YTOUHEHHBIN aCCOPTUMEHT MYIIHBIX U3AEIHH, TOIb3YIOIINXCS HAnOOIBIIUM
CIIPOCOM, U TIpeACTaBUThL Ha paccMoTpenne Coserty 0 15.10.19.

I'enepanbHbI AUPEKTOP Jlan I'.K.

14.Kak 6yoem eviensdems 3mom 00OKymeHm, 0hopmaeHHbLLl no 6cem npasuiam?

DJINTA

112010, Mockaa, yn. Ops3eBckas, 2 Hupexropy AO «Iuk»
p/c 324554984 8 CBC-Arpo Bonkosy C.C.

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

Ha Ne 2/06/-05 ot 15.12.19

YBaxaewmsiii Cepreii CepreeBuu!

Ha Bamry npocb0y 0 OCTaBKe ChIpbSl OTBEYaEM, YTO YKa3aHHas IIOCTaBKa HE MOXKET OBITh
ocymectsiena g0 11.01.20.

[Tpocum Bac moarBepanuTh 1100 OTKA3aThCsl OT MOCTABKH.

HcnomHuTENbHBIN TUPEKTOP Bopo6sesa O.C.
15.hcnpasbme 0oKymenm 6 coomeemcmeuu ¢ nPAGUIAMU MEHCOYHAPOOHOU NEPENnUCKU
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
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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.

MaTepI/IaJ'[bI AJIS IPOBEPKHU OCTATOYHBIX 3HAHHUI

1.0Onpenenute, Kakoi poJ| 1eSTETbHOCTH SBIISAETCS JOKYMEHTAMOHHBIM 00eCTIedeHneM
YIIPaBJICHUS:

OTBeTHI:
a) paboTa ¢ ucXoAIIeH TOKyMeHTaluen 0) paboTa ¢ BXoasIIel JoOKyMeHTauein B)
JIEIIONIPOU3BOJICTBO I') apXUBHOE XpaHCHUE JOKYMEHTOB

BepHsiii oTBET: B)
2.Cnoco® mepenauyu JOKYMEHTA /ISl TOr0, YTOObI OH UMEI MOJIHYIO IOPUINYECKYIO CUITY

OTBeThI:
a) 1o ¢axkcy 0) 1Mo AMEKTPOHHOH MOYTE B) MO TeIEPOHY T') IO OUYTE
Bepnrliii oTBeT: T)
3.Pa3mMepsl BHyTpeHHHX nosel jokymeHTa B cootBeTcTBUu ¢ [OCT P 7.0.97-2016:
OTBeThI:
a) Ceepxy 15 mm, cHuzy 20 mm, cripaBa 25 MM, cieBa 10 mm 6) Ceepxy 20 mm, cHU3Y 20 MM,
crpaBa 10 mMm, cieBa 20 mm B) CBepxy 20 MM, cHuzy 20 MM, cripaBa 15 mm, cieBa 30 M 1)
Csepxy 25 MM, cHH3Y 25 MM, cripaBa 25 MM, cieBa 25 MM
BepHbiii oTBeT: 0)
4.Homep crpanuns! Ha fokymeHTe B cooTBeTcTBUH ¢ ['OCT P 7.0.97-2016 craButcs
OTBeThI:
a) BHH3Y cjeBa 0) BHU3Y B IICHTPE B) BBEPX ClieBa I') BBEPXY B IIEHTPE
BepHblii 0TBeT: T)
5. Kak nomxkHa 6bITh 0(hopMIIeHa MOANHUCH, €CIIH 3aMECTUTENb PYKOBOIUTENS OpraHu3aluu
MMEET MPaBO MOAMNKUCHIBATh JOKYMEHTBI BMECTO PYKOBOJMTENS B CIIy4ae €ro BpEMEHHOI O

OTCYTCTBHUSI?
OtBerTsI:
a) ['eHepanbHbIil AUPEKTOP IToanuce JI. 1. CagkoB 0) 3am. reHepaIbHOro
nupektopa [loanmuce O.I1. Peme3oB B) M.0. TeHEpaIbHOTO AUPEKTOPA
[Tonnuce O.I1. Pemesos

BepHpsiii oTBeT: 0)
6. Kakoif BapuanT o(hopMIIEHUSI OTMETKH O HAJTMYUH MPUIIOKEHHSI B COTTPOBOIUTEIEHOM
MUCHME SIBJISIETCS TIPABMIIBHBIM?

OtBeThI:
a) [Ipunoxenue: ynomsnytoe Ha 3 i1. B 1 ok3. 0) [Ipunoxkenue: mo Tekcty Ha 3 1. B 1 3K3. B)
[Tpunoxenue: Ha 3 1. B 1 9K3.

BepHblii 0TBeT: B)
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7. HazoBuTE BUIBI MICHMEHHBIX TOKYMEHTOB, KOTOPHIE BXOASAT B COCTaB YHU(DUIIMPOBAHHOM
CHUCTEMBI OPraHU3alMOHHO-PACTIOPSAAUTENBHON JOKYMEHTAUN

OtBeTsl:
a) Opranu3aMoOHHbBIE U PACHIOPSAUTENIBHBIE JOKYMEHTHI 0) Opranu3alnuoHHbIe,
pacropsauTeabHble U HHPOPMALMOHHO-CIIPABOYHbIE JOKYMEHTHI B) OpraHu3alioHHbIE,
pacropsauTenbHbIe, THPOPMALMOHHO-CITPABOYHBIE JOKYMEHTBI U JIOKYMEHTBI IO TPYIOBBIM
OTHOILEHUSIM

Bepwurliit oTBeT: B)
8.

Kakue Tpu Bua 0JaHKOB yCTAaHOBJICHBI JUISI OPraHU3aLUH, €€ CTPYKTYPHOTO TOpa3IeIICHUs

U JIOJDKHOCTHOTO JH1a’?

OtBeTsl:
a) O0mwuii Oank, 6;aHK MUChMa, OJIaHK KOHKPETHOTO BUIa JoKyMeHTa 0) briiank BHyTpeHHU,
BHEIIHUH U 17151 akcoB B) briaHk a5 pacniopsiiuTeNbHbIX JOKYMEHTOB, JUISI TUCEM U IS
CIIPABOK

BepHriii oTBET: a)
9.Bb16epuTe npaBUiIbHBINA c110C00 0(OPMIIEHHS 1aThl IPU PErUCTpaLMK MMCbMa WK ITPUKa3a

OTBeThI:
a) 14.12.2019 0) 14.12.19 B) 14.12.2019 r.

BepHblii oTBeT: a)
10.B kakux ciyyasix UCHOIb3yeTCs] peKBU3UT «CChlUIKa Ha PErUCTPALIMOHHBIN HOMEp U JaTy
JIOKyMEHTa»?

OTtBeTsI:
a) Koraa 1okyMeHT rOTOBHUTCS B OTBET Ha KaKOM-TO 3alpoC, UM MOATOTaBINBAEMOE MUCbMO
SBJISIETCS OTBETOM Ha Jipyroe nucbMo 0) Korja B TekcTe JOKyMEHTa HYXKHO CJIeaTh CChUIKY Ha
JIpYroi JTOKyMEHT (HOPMAaTUBHBIHN aKT, OJI0)KEHNE, HHCTPYKIIHIO)

BepHnsiii oTBeT: a)
11.BeiOepute npaBuibHbIN BapuaHT oopmiieHus peksusuta «['pud yrsepxaenus», koraa
YTBEPKACHHUE TPOUCXOIUT TOJKHOCTHBIM JIULIOM

OtBeTsI:
a) YTBEPXKIAIO dupektrop AO «ITwmot» IToxmuce A.B. Tlerpos 23.09.2019 0)
Yreepxknaro upexkrop AO «IIunor» Iloanuce A.B. Ilerpos 23.09.2019 B) «YTBEpKJIat0»
Hupextop AO «ITunor» [Tonnuce A.B. Ilerpos 23.09.2019
BepHnsiii oTBeT: a)
12.B ciiyyae oOHapy»KeHUsl OTCYTCTBUSI IPUIIOKEHUH BO BXOJSIIEM JOKYMEHTE HEOOXOAUMO:
OtBeTsI:
a) BEPHYTh TOKYMEHT OTIPABHUTEIO 0) COCTABUTH aKT 00 OTCYTCTBUU JOKYMEHTOB B)
IpeIbIBUTH MPETEH3UH TOYTOBOMY BEIOMCTBY I') HE 00paIiaTh BHUMAaHUs
BepHpriii oTBeT: 0)
13.CuMBOJIOM Ha BUBUTHOU KapTOUKE, YUTAEMbIM KaK «OTBETHAas 0JIar0AapHOCThY SIBISETCS
OtBerTsI:
a) PP 6) PR B) PPC r) PF
BepHbriii oTBeT: 0)
14.Ecnu 10roBop cOCTaBJIEH COBMECTHO JIBYMSI OpraHM3aLUsIMH, TO PErMCTPAllMOHHBIN HOMED
OtBerTsI:
a) MPOCTABISAETCA OPraHU3aLUEH, ABISAIOMENCS HHUIIMAaTOPOM JIOrOBOpa 0) COCTOUT U3
PErUCTPALIMOHHBIX HOMEPOB Ka)KJI0W U3 OpraHu3aluil, MpOCTaBIsEMbIX Yepe3 KOCYIO YepTy B
NOPSIKE yKa3aHUsl aBTOPOB JTIOKYMEHTA
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Bepuslii oTBeT: 0)
15.lokyMeHT, PUKCUPYIONTUI COTIIAIICHUE CTOPOH 00 YCTAaHOBJICHUU TPYIOBBIX OTHOIICHUHN U
PETyIUPYIOIMNI UX, HA3bIBACTCS

OTtBeTsI:
a) TpynoBoii kamxkoit 6) TpynoBeiM kogekcoM B) [Iprka3om 1o TMYHOMY COCTaBY T)
TpynoBsiM 1oroBopom 1) JIoJKHOCTHOM HHCTPYKIIUEH

Bepnrliit oTBeT: T)
16.01 kakoro nuua u3naraercs TeKCT MpOToKoIa?

OTBeThI:
a) Ot 3-ero auma MHOKeCTBEHHOTO urciia 6) Ot 3-ero juia eIMHCTBEHHOTO uKcia B ) OT 1-ro
JMIa MHOKECTBEHHOT'O Yncia

BepHriii oTBET: a)
17.PexBusut EBporneiickoro 1e10Boro nucbMa, KOTOpHIi HeceT B cebe cBeieHus 00
UCIIOJTHUTEJIEe JOKYMEHTOB

OTBeTHI:
a) npunoxenne (Enclosure) 0) 3aroioBok k TekcTy 10KyMeHTa B) cchlika (Reference) r)
aapecar

BepHriii oTBET: B)
18.B cucremy opraHu3aliOHHO-PAaCIOPSAAUTEIbHON JOKYMEHTALMU BXOAT CIEAYIOILIIE
TPyNIbl JOKYMEHTOB

OTBeTHI:
a) CnpaBouno-uHopmarmonnsie 0) JloroBopsl B) Opranusanuonssie ) UHAHCOBO-
Oyxranrepckue 1) PacniopsinurensHbie

BepHsiii oTBeT: a), 0), B), 1)
19.YcraB a3t10 —

OTtBeTsI:
a) HopmaTtuBHO-TIpaBOBO#i aKT, periaMeHTUPYIOIIUN TOPSIIOK 00pa30BaHusl, CTPYKTYPY,
(GyHKIIMH, KOMIIETEHITNIO, 00S3aHHOCTH U OPTaHU3AINIO Pa0OTHI CUCTEMBI OPTaHOB
yrpasiieHus rocyaapcrsa 0) CBoJ MpaBuil, pEryIUPYIONINX ACSITEIHHOCTh OpraHu3aIuy,
YUpeXJIeHUH, 00IIIEeCTB U TPak/aH, X B3aUMOOTHOIICHHUS C IPYTUMHU OPTaHU3ALMUSIMH U
rpakIaHaMHU B ONPEJIEIIEHHON cdepe AeITeTbHOCTH

Bepuslii oTBeT: 0)
20.. IIpu pabote ¢ nokymMmeHTamMH, uMeromMu rpud «Kommepueckas TaiiHa», CBEACHUS 0 HUX
BHOCSITCS

OTBeTHI:
a) B Xypnan peructparnuu 1oxkymeHToB ¢ rpupom «Kommepueckas taiiHa» 0) B o6muit
JKypHan perucrparyiv TOKyMEHTOB

BepHnsiii oTBeT: a)
21.PekBU3UT TOKYMEHTA, TOMOT AN CHCTEMATH3UPOBATh JIOKYMEHTHI JIJISl XpaHEHUS

OTBeThI:
a) rpud yTBEpKICHHs TOKYMEHTa 0) rpud cOTIacOBaHUsI IOKYMEHTa B) CChUIKA HA BXOISAIIUN
JIOKYMEHT T) PeTUCTPAIlMOHHBIA HOMEpP IOKYMEHTa

BepHblii oTBeT: T)
22 .Bribepute npaBuiibHbBIN BapuaHT oopmiienus «I puda cormacoBaHus» ¢ JOTKHOCTHBIM
JUIIOM

OTBeThI:
a) «Cornacoano» lupexrop OOO «Ilunor» [Moamuces B.B. [Terpor 08.05.2015; 6)
COT'JTACOBAHO Jupexrop OOO «lIunor» Iloanuce B.B. Ilerpos 08.05.2015

BepHbriii oTBeT: 0)
23.1lenbr0 1€T0MPOU3BOJICTBA SABIISIETCS

OTBeTHI:
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a) ApXuUBHOE XpaHEHHUE TOKYMEHTOB 0) 3akperyieHre HHpopMauu 1 odecreueHre padoThl
OpraHOB yIMpaBJIeHUs ToKyMeHTanuen B) OcHaieHne pabounx MECT OprTeXHUKOM 1) JlocTaBka
JOKYMEHTOB B JIpYTHE yUPEKICHUSI

BepHsiii oTBeT: 0)
24 K 00s13aHHOCTSIM OHC-MEHEKEepa OTHOCITCA:

OTtBeTsI:
a) [InanupoBanue paboThl oTAena 6) YTBepxkacHHE MprKa3oB B) OOydeHrne O TIMHEHHBIX T)
[Tpuem u opopmiienue Ha paboty 1) Koopaunanus paboTsl 0Taena ¢ IpyruMu OTIAEIaMU U
HOJPa3/IeICHUSIMHI

BepHsiii oTBET: a), B), 1)
25.IToaroroBka o(hUIIMATEHBIX COBEIIAHII OTHOCUTCSI K OCHOBHBIM (DYHKITHSIM:

OTtBeTsI:
a) pykoBoauTels Gupmel 0) oduc-MeHEKepa B) HauaIbHUKA OT/IEJIa BHEIITHUX CBS3CH T)
HavaJbHUKA OTJIeNa KaJpoB

Bepuslii oTBeT: 0)
26.CreneHb CeKPEeTHOCTH CBEJICHUI YCTAaHOBIICHA B CIIEAYIONIEM M3 yKa3aHHBIX HOPMATHUBHBIX
aKTax

OTtBeTsI:
a) @enepanbHbIil 3aK0H «O06 nHGOpMaIMK, HHPOPMATU3AIUH U 3aIIUTE HHHOPMAITHI» 0)
3axon Poccuiickoit @enepanuu «O rocynapcTBeHHOH TaitHe» B) [lepeuennb cBeneHui,
OTHECEHHBIX K I'OCYJapCTBEHHOH TallHe, olpeesieHHbI Yka3oMm lIpesunenTta Poccuiickon
®enepanuun

Bepusrii oTBeT: 0)

11. Onucanue wikanvt ouenusanus

Ouyenka: 5
Huoicnuii nopoe evinoanenus 3aoanus 6 npoyenmax. 70
Onucanue xapaxmepucmuxu 6blnoineHus 3Hanus: PaboTa BeIMoIHEHA B paMKax "MPOABUHYTOTO"
ypoBHs. OTBETHI JaHBI BEPHO, YETKO CPOPMYTUPOBAHHBIE OCOOCHHOCTH MPAKTUYECKUX PEIICHUN

Ouyenka: 4
Huodienuii nopoe sévinonnenus 3adanus 6 npoyermax: 60
Onucanue xapaxmepucmuxu eblnoineHus 3nanus: Padbota BeinmosHeHa B pamkax "0a3oBoro"
ypOBHS. BONBIIMHCTBO OTBETOB JJaHbI BEpHO. B uacTn MaTepuaia ectb He3HAUUTEIbHbIE
HE/IOCTAaTKU

Oyenka: 3
Huoicnuii nopoe evinonnenus 3aoanus 6 npoyenmax.: S0
Onucanue xapakmepucmukuy 6blnoaneHus 3uanus: PaboTa BeIIOJIHEHa B paMKax "MmoporoBoro”
ypoBHs. OCHOBHAs 4acTh 3a/1aHUS BBIIIOJHEHA BEPHO. HA BONPOCHI YIIIYyOJIEHHOTO YPOBHS

1I1. Ilpaguna évicmaesnenusn umo2080i OYeHKU no Kypcy

Onenka ompenensieTcsi B COOTBETCTBUU ¢ [lomokeHneM o OalTbHO-PEUTHHTOBOM CHUCTEME ISt
crtynentoB HUY «MOW)» Ha 0CHOBaHMHM CEMECTPOBOM M aTTECTALMOHHOMN COCTABIISIOIINX.
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