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OBILIASA YACTD

OneHouHbple MaTepuaibl MO0 AWCLMIUIMHE IPEIHAa3HAYEHbl I OLIEHKH JTOCTHXKEHUS
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 IPU PELICHUH MPO(PECCHOHATBHBIX 337134
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. Jlenonpou3BOACTBO U €T0 MECTO B YIIPaBJIEHUECKOM esTenbHOCTH (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

IlepeyeHb KOHTPOJIBHBIX MeEPONPHATHI TEKYIIEro KOHTPOJAS YCNeBaeMOCTH IO

AUCUHUILINHE:

KM-1 Jlenonpou3BOACTBO U €ro MECTO B yIpaBieHueckoi fesrenbHocTH (TectupoBanue)

KM-2 Opranmszanus padotsl ¢ nokymeHTamu (TectupoBanue)

KM-3  Opranu3zanoHHO-pacnopsIuTeabHble U HHPOPMALMOHHO-CITPABOYHBIE JOKYMEHTHI
(TectupoBanue)

KM-4  Haiitu ommubku B fokymente (KontponbsHas pabota)

KM-5 3akoHoparenbHbIE OCHOBBI J€10pou3Bo/CTBa (TecTupoBaHue)

Buja npomexyTouHO# aTTecTAalMU — 3a4€T C OLIEHKOM.

Beca koHTpOIBHBIX MeponpHsITHiL, Y0

Nunekc KM- | KM- | KM- | KM- | KM-

Paznen nucrunanHb KM: 1 ) 3 4 5

Cpox KM: 6 6 8 8 15

Jlenonpou3BoOACTBO U €r0 MECTO B YIIPABICHUECKOU
JESTEIBHOCTH

Ponb ouc-menenkepa B opraHu3aniu + +




[TpaBuiia opopmiieHHs JOKYMEHTOB

Opranu3zanus paboTsl C TOKyMEHTaMu

Opranuzanus paboTsl C TOKyMEHTaMu

CI/ICTeMaTI/IBaHI/IH 1 XpaHCHHUEC JOKYMCHTOB

Opranu3anroHHO-PACTIOPSIUTENbHBIC M HH()OPMAIIMOHHO-
CIPaBOYHBIC JIOKYMEHTBI

OpFaHI/I3aHI/IOHHO'paCHOpH,I[I/ITCJ'IBHI)IG JOKYMCEHTBI

WHpopMannoOHHO-CITPABOYHBIE JOKYMEHTHI

JlokyMeHTHupoBaHue paboThI C IEPCOHAIIOM.
3aKoHOaTeIbHbIE OCHOBBI JIEJIONPOU3BOICTBA

JIoKyMEHTHPOBaHUE TPYAOBBIX OTHOLIEHUI

KoMMyHUKanuu B ynpaBJIeHUYECKON AeATEIbHOCTH

Opranu3anus padoThl ¢ KOH(GUIECHIINATLHBIMU
JTIOKYMEHTaMHU

O0ecneyeHre MOTMHHOCTH HHPOPMAITH

Bec KM:

20

15

20

30

15




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
KOMIIETECHIIH pe3yabTaThl  OOydeHHs 10
JUCIUILINHE

OIIK-5 N-1lonk-s Hcnonp3yet | 3HaTh: KM-1 /lenonpou3BoJICTBO U €ro MECTO B YIPABIEHUECKOH €ATEIbHOCTU
COBpPEMEHHBIE OcHoBHbIE TpeOOBaHUS K (TectupoBanue)
UH(POPMALOHHEIE oopmuennro KM-2 Opranuzanus pabotsl ¢ nokymeHTamu (TectupoBanue)
TEXHOJIOTHH U | YIIPaBICHYECKUX KM-3 OpranuzaiioHHO-pacnopsAUTeIbHbIE U HTHPOPMAIIMOHHO-
IPOTPaMMHBIEC CPEACTBA IS | IOKyMEHTOB crnpaBouyHbIe TOKyMeHTHI (TecTupoBanue)
XpaHEeHUs, 0o0paboTku, | 3akoHoaarenbHble U Apyrue | KM-4 Haiitu ommbku B nokymente (KonrponbsHas pabota)

aHaM3a W TPEICTaBICHUS
uHpopmanuu

HOPMAaTHBHBIEC MPABOBBIC
aKThl, pETIAMEHTUPYIOILIHUE
MH(POPMAIMOHHYIO U
JOKYMEHTAIMOHHYIO
JIEATEIIbHOCTh OPTaHU3ALNY;
CoBpeMeHHbIE TEXHOJIOTUN
OpraHu3aIuu
JIOKyMEHTO000pOoTa
MPEANPUATHI U
OpraHu3auin

[IpaBuna coznanus u

o opMIIeHUS Pa3TMYHBIX
BUOB OPTraHU3allMOHHOM,
pacnopsiANTENbHOM,
nH(}OPMAaLIMOHHO-
CIPaBOYHON JOKYMEHTAIUU
YMers:

CocTaBnsiTb OCHOBHBIE BUbI
OpraHu3alMOHHO-

KM-5 3akononarenbHbie OCHOBHI Aenonpous3BojacTBa (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 KOHTPOJHLHOr0 Meponpusatus: I[IpoBoauTcs Ha MNpPaKTHUYECKOM
3ansTuM. PacduetHoe Bpems - 15 munyrt. KonumuectBo BapuaHTOB - 4. KoiM4ecTBO TECTOBBIX
BOIIPOCOB B BapHAaHTE - 6.

Kpartkoe cogep:xxanue 3aganus:
Pabora opueHTHpOBaHA HA 3HAHKE OCHOBHBIX MOHITHIA U ONPEICIICHUN B 00JIACTH
JIEIIONPOU3BOJICTBA U MPaBUI 0OPMIICHHS PEKBU3UTOB JOKYMEHTOB

KoHTpoJibHbIE BONIPOCHI/3aJaHUA:

3aHHaHI/IpOBaHHHC PE3YyJIbTATHL BOHpOCLI/3aI[aHI/I$I A IIPOBEPKU
06y‘IGHI/I$I IO JUCHUIIJIINHE

3HaTth: OCHOBHBIE TpeOOBaHUS 1.Onpenenute, Kakol poJ1 IEITEIbHOCTH SBJISETCSA
K ohopMIIEHUIO JIOKYMEHTAITMOHHBIM 00ECTICUCHUEM YITPABJICHHUS:
yIpaBICHYECKUX JOKYMEHTOB a) paboTa ¢ UCXOoAIIeH TOKyMEeHTaluen

0) paboTa ¢ BXoAsIIel TOKyMeHTaIuen

B) JICJIONPOU3BOJICTBO

I') apXHBHOE XpaHEHHE JOKYMEHTOB
OtgerT: B)
2.Kak nomkHa 6bITh OQOpMIIEHA TIOJITUCH, €CITU
3aMECTUTENb PYKOBOJUTENS OpraHU3aluy UMEET paBo
MIOJIMCHIBATh JJOKYMEHTBI BMECTO PYKOBOIHTEIS B CTy4ae
€ro BpEMEHHOT'0 OTCYTCTBHUSA?

a) ['enepanbHbIil AUPEKTOP

IToamuce JI. 1. CankoB

0) 3aM. reHepaIbHOIO JUPEKTOPA
[Toanuce O.I1. Peme3oB

B) 1.0. rerepanbHOro JupeKkTopa
ITonnucs O.I1. Peme3oB
Otger: 0)

3. JIOKyMeHT npecTaBiseT coooi
a) PexBu3ur nokymeHra
6) bank nokymeHra
B) 3apuKCHpOBaHHYIO HA MaTEpUaIbHOM HOCHUTENE
UHpOPMALINIO
r) Cratbio )XypHaia
OtBeT: B)
4.Bri6GepurTe IpaBUIIBHBIN cITOCO0 0hOpMIIEHUS AaThl IPU
pErucTpalyy MUCbMa WIN IIPUKa3a
a) 14.12.2015
0) 14.12.15
B) 14.12.2015 r.
Otger: a)
5.Kaxkoit BapuanT oopmMIIeHUsI OTMETKH O HATHYUU




3annaHupoBaHHbIE pe3yibTaThl | Bompockl/3aganus 1uist IpoBepKU
00y4YeHUs 10 TUCITUTINHE

MPUJIOKEHHUS B COTIPOBOUTEIILHOM MUChME SBIISETCS
IIPaBUJIbHBIM?
a) [Ipunoxxenue: ynoMmsayroe Ha 3 J1. B 1 2K3.
0) [Ipunoxxenue: o Tekcty Ha 3 1. B 1 9K3.
B) [Ipunoxxenue: Ha 3 11. B 1 3K3.
OTBeT: B)

Onucanne MKAJbI OIleHUBaAHUS:

Oyenka: 5 («OTIAUYHO)
Huoicnuii nopoe evinoanenus 3aoanus 6 npoyenmax. 710
Onucanue xapakmepucmuxu evlnoinerus 3Hanus: O1eHKa "0TINYHO" BBICTABIISIETCS €CJIM 3aJaHue
BBITIOJTHEHO B MTOJIHOM 00bEME WIIH BBITIOJHEHO MPEUMYIIIECTBEHHO BEPHO

Oyenxa: 4 («XOpoILI0»)
Huoicnuii nopoe evinonnenus 3aoanus 6 npoyenmax. 60
Onucanue xapakmepucmuxu evlnoinerus 3Hanus.: OeHKa "Xopoio" BEICTABISAETCS €CITU
OOJIBITMHCTBO BOIPOCOB PACKPHITO. BBIOPAHO BEPHOE HANIPABIICHUE JIJISl PEIICHUS 3a/1a4

Oyenka: 3 («yIOBJICTBOPUTEIHHOY)
Huoicnuii nopoe evinonnenus 3aoanus 6 npoyenmax. 50
Onucanue xapakmepucmuxu evinonnenus 3uanus: O1neHKa "yI0BIeTBOPUTEIHLHO" BHICTABIISCTCS
€CITM 3aJIaHUE MPEUMYIIECTBECHHO BBITIOJHEHO

Oyenxa: 2 («HEYIOBIECTBOPUTEIBHO»)
Onucanue xapaxmepucmuxu 6blnoanenus 3Hanus: OLeHKa "HeyJ0BIETBOPUTEIBHO" BBICTABIISAETCA
€CJIM 3aJIaHUE BBIIIOJIHEHO HEBEPHO WUJIU MPEUMYILECTBEHHO HE BBIIOJIHEHO

KM-2. Opranun3anusi padoThbl ¢ JOKYyMeHTaAMH

®opmbl peaju3anum: bunersl (MMCbMEHHBIN OIPOC)

Tun kouTpobHOrO Meponpusitus: TectupoBanue

Bec kouTposbHoro meponpusitust B bPC: 15

IIpouenypa mnpoBegeHMs KOHTPOJBHOIO MeponpuaTHsa: [IpoBoauTcs Ha NPaKTUYECKOM
3ansTuu. PacuerHoe Bpemsi - 15 munyt. KommuectBo BapmanToB - 3. KoONMYeCTBO TECTOBBIX
BOIIPOCOB B BapHaHTE - 6.

KpaTKOC CoA€cpiKaHMuE 3alaHUA:
Pabora OpPUCHTHPOBAaHA HA 3HAHUC OCHOBHBIX onepauﬂﬁ mmponecca O6pa60TKI/I BXOOAIINX U

HCXOAAIHNX JOKYMCHTOB; CUCTEMATHU3allUHA ACT U UX MIOATOTOBKY K apXHUBHOMY XPaHCHUIO

KoHTpoJibHbIE BOIPOCHI/3a/1aHUA:

3anmaHUpOBaHHBIE pe3yJbTaThl 00ydeHus | Bompocsl/3ananus A IpOBEPKU
110 TUCUUIUINHE

3HaTh: CoBpeMeHHbIE TEXHOJIOTUU 1. JIokyMeHT, cucTeMaTU3UPYIOLINI BCIO
OopraHu3anuu JOKYMEHTO0000poTa JOKYMEHTALUIO PEAIPUATUS
NPEINPUATHI U OpraHU3alHi a) OIMUCh TOKYMEHTOB

0) HOMEHKJIaTypa JOKYMEHTOB

B) 3aBEpUTEIIbHASI HAIMHCh

I') IPOTOKOJI
OTger: 0)
2.PexBU3UT JOKYMEHTA, TOMOT At
CHCTEMAaTHU3UPOBATh JTOKYMEHTHI JIJIsI XPaHCHUS

8




3ammaHupoOBaHHBIE pe3yJbTaThl 00ydeHus | Bompocsl/3ananus s IpOBEPKU
10 TUCLUILINHE

a) rpud yTBEpKIEHUS JOKYMEHTA

0) rpud cormacoBaHus JOKYMEHTa

B) CCbUIKA Ha BXOJSIIUHN JTOKYMEHT

I') PEruCTPalMOHHBIN HOMEP
3. He MoOXeT BCKpBIBAThCS U IPOUUTHIBATHCS
oduc-MeHepKepOM MpU 00pabOTKE MOUTHI

a) nokyMmeHT ¢ momeTkoir «CPOUYHO»

0) TOKyMEHT, MOJTy4YeHHBIH 3aKa3HbIM
MUCEMOM

B) JOKYMEHT C IIOMETKOM
«KOHOUMJEHIINAJIBHO»

') JOKYMEHT, IEPEAaHHbBIN C KyphepoM
OTBerT: B)
4.Ha Bcex BXOASIINUX TOKYMEHTaX B
OpTaHHU3aINI0 IPOCTABIISIETCS PEKBUZHUT

a) OTMETKa O KOHTPOJIe

0) OTMETKa O MOCTYIJIEHUH JIOKYMEHTA B
OpraHu3aIUIo

B) PErHCTPAIIMOHHBIN HOMED
Otger: 0)
5.J10KyMeHT, KOTOPBIi COCTaBIsIeTCS MIPU
MOJITOTOBKE JJOKYMEHTOB ISl apXUBHOTO
XpaHeHUs

a) 3aBEPUTENBHBIN JIHCT Jea

0) nmepeyeHb TOKYMEHTOB

B) POTOKOJI

') MHCTPYKLIHOHHOE
OtBer: a)

Onucanue MIKAJbI OLEeHUBAHUS

Oyenxa: 5 («OTIINYHOY)
Huodienuii nopoe sévinonnenus 3aoanus 6 npoyermax: 10
Onucanue xapakmepucmuxu evinoinerus 3Hanus: O1eHKa "OTINYHO" BBICTABIISETCS €CIIM 3aJaHue
BBITIOJTHEHO B MOJIHOM 00'beMe WIIH BBITIOTHEHO MPEUMYIIIECTBEHHO BEPHO

Oyenxa: 4 («X0poILI0»)
Huodienuii nopoe sévinonnenus 3adanus 6 npoyermax: 60
Onucanue xapaxmepucmuxu evlnoinenus 3Hanus: OLeHKa "X0opoIo" BEICTaBISETCS €CITN
OOJIBIIIMHCTBO BOIPOCOB PACKPBITO. BBIOPAHO BEPHOE HANPABJICHUE JJIS pEIIeHUs 3a/1a4

Oyenka: 3 (KyIOBICTBOPUTEIHHOY)
Huodicnuii nopoe sévinonnenus 3aoanus 6 npoyermax: 50
Onucanue xapakmepucmuxu evinonnenuss 3uanus: OTeHKa "yI0BIETBOPUTEILHO" BHICTABIISETCS
€CITH 3aJIaHUE MMPEUMYIIIECTBEHHO BBITIOJTHEHO

Oyenka: 2 («<HEYIOBIETBOPUTEITHEHOY)
Onucanue xapakmepucmuku evinonnenus 3uanus: OleHKa "HeyJ0BIEeTBOPUTEILHO" BBICTABISETCS
€CJIN 33JIaHUE BBITOJIHEHO HEBEPHO HJTU TIPEUMYIIECTBEHHO HE BBIMTOJTHEHO




KM-3. Oprasu3auoHHO-pacnopsiAuTeIbHble H HH(POPMAIIMOHHO-CIIPABOYHbIE
JAOKYMEHTbI

@opmbl peasu3anun: bunets (MMCbMEHHBINA OITPOC)

Tun KOHTPOJIBLHOTO0 MeponpusaTHs: TecTupoBaHue

Bec konTpoabHoro meponpusitusi B BPC: 20

IIpouenypa mnpoBegeHMsi KOHTPOJHLHOr0 Meponpusatus: I[IpoBoauTcs Ha MNPaKTHUYECKOM
3ansaTUM. PacdyetrHoe Bpems - 15 munyrt. KonumuectBo BapuaHTOB - 3. KoJM4eCTBO TECTOBBIX
BOIIPOCOB B BapHaHTE - 8.

Kpartkoe cogep:xxanue 3aganus:
Pabota opueHTMpOBaHa Ha 3HAHUE IPYII U BUJIOB IOKYMEHTOB, BXOJSIINX B CUCTEMY
OpraHU3aIMOHHO-PACTIOPSAAUTENEHON U HHPOPMAIMOHHO-CIIPABOYHON JTOKYMEHTAIIUU, U
COCTaBa PEKBU3UTOB KAXKJAOTO KOHKPETHOTO IOKYMEHTA U OCOOCHHOCTEH ero 0(hopMIICHUS

KoHTpoJibHbIE BOIPOCHI/3a/1aHUA:

3arIaHMpOBaHHBIE Pe3yNbTaThl 00y4eHus 1o | Bompockl/3ananust [Uist MPOBEPKH
JUCLHUIIIINHE

3nath: OcHOBHbIE TpeOOBaHUS K OGOPMIICHUIO 1.K opranu3anyioHHBIM JOKYMEHTaM
yIpaBICHYECKUX JOKYMEHTOB OTHOCSITCS
a) ycTaB

0) IOJIOKEHUS

B) IOCTAHOBJICHUS

I') IpaBuJia BHYTPEHHETO TPYIOBOTO
pacriopsika

1) pacropsHKeHUS
OtBeT: a), 0), T)

3nate: IlpaBuna co3ganus u  opopMIIEHUS 1.Ha Gnanke npukasa mo OCHOBHOM
Pa3IUYHbIX BUJIOB OpraHU3al[MOHHOM, JESITEIbHOCTH 00513aTENIbHO MPUCYTCTBYET
pacropsiAUTEIbHOM, UH(POPMALIMOHHO- PEKBU3UT

CIIPaBOYHON JOKYMEHTAluU a) Ha3BaHHE BHJIa JOKYMEHTa

0) Tpud yTBEpKJIEHHS TOKYMEHTa
B) rpu( coriacoBaHus JOKyMEHTA
I') IpUJIOKEHUE
Otser: a)
2.B pacniopsauTenbHbIX JOKYMEHTaX
(DUKCUPYIOTCS CIIEYIONTNE BOITPOCHI
a) CBeneHUs, HEOOXOUMBIC JIJIS
MPUHATHUS PEIICHUS
6) CpaBouHBbIE CBE/ICHUS
B) Pemienus u ykazaHus 1mo ux
BBITOJIHEHUIO
r) CBeneHus o pe3ynbTarax
JeSITebHOCTH
OtgerT: B)
3.B cucremy opraHu3annoHHO-
pacropsIUTeIbHON TOKYMEHTAIINN BXOISAT
CJICAYIOIINE TPYIIIBI JOKYMEHTOB
a) CripaBo4HO-MH(POPMAIIMOHHbBIE
6) JloroBopsl
B) OpranuzanvoHHbIE
r) DUHAHCOBO-OyXTaITEPCKUE

10




3ammaHupOBaHHbIE pe3yibTaThl 00y4deHHs 10 | Bompockl/3aganust 11t mpoBepKU
JTUCHUTIIINHE

1) PacniopsimutensHbie
Ortgert: a), 6), B), 1)
4.K pacriopsauTenbHbIM TOKyMEHTaM
OTHOCATCS
a) MpHUKa3bl
0) crpaBku
B) MOCTaHOBJICHHUS
I') aKThl
1) perieHus
OtBerT: a), B), 1)

Onucanne MKAJbI OIleHUBaAHUS:

Oyenxa: 5 («OTIINYHOY)
Huoicnuii nopoe evinonnenus 3aoanus 6 npoyenmax. 70
Onucanue xapakmepucmuxu evlnoinerus 3Hanus: O1eHKa "OTINYHO" BBICTABIISETCS €CJIM 3aJaHIe
BBIIOJIHEHO B TIOJTHOM 00'bEME MJIH BBITIOJHEHO NMPEUMYIIECTBEHHO BEPHO

Oyenxa: 4 («XOpoILI0»)
Huoicnuii nopoe evinonnenus 3aoanus 6 npoyenmax. 60
Onucanue xapakmepucmuxu evlnoinerus 3Hanus: OeHKa "Xopoio" BEICTABISAETCS €CITU
OOJIBIITMHCTBO BOIIPOCOB PACKPHITO. BBIOPAHO BEPHOE HANIPABIICHHE JIJISl PEIICHUS 3a/1a4

Oyenka: 3 («yIOBJICTBOPUTEIHHOY)
Huoicnuii nopoe evinonenus 3aoanus 6 npoyenmax. 50
Onucanue xapakmepucmuxu evinonnenus 3uanus: O1neHKa "yI0BIeTBOPUTEIHLHO" BHICTABIISETCS
€CITH 3aJIaHUE MPEUMYIIECTBEHHO BBITIOJIHEHO

Oyenka: 2 («HEYJOBJIETBOPUTEITHEHOY)
Onucanue xapaxmepucmuku 6vinoaneHus snanus: OLeHKa "HeyI0BIETBOPUTEIIBHO" BBICTABIIAETCS
€CJIM 3aJIaHUE BBIITOJIHEHO HEBEPHO WUJIU MPEUMYIIECTBEHHO HE BBINOJIHEHO

KM-4. HaiiTn o1uu0Ku B J0OKyMeHTe

®opmbl peaju3anum: buiers (MMCbMEHHBIN OIPOC)

Tun kouTpoabHoro Mmeponpusitusi: KonrponsHas padora

Bec konTpoabHoro meponpusitusi B BPC: 30

IIpoueaypa mnpoBeaeHHMs KOHTPOJBHOrO0 MeponpusaTHsa: IIpoBoauTcs Ha IPaKTHYECKOM
3ansTuu. PacduerHoe Bpemsa - 45 munyt. KonmmuectBo BapuantoB -6. KoinyecTBo BOIpPOCOB B
BapuanTe - 1.

Kpartkoe cogep:xanue 3aiaHus:
B paGote npoBepsIOTCs yMEHHS COCTABIATh U 0(OPMIIATH PAa3TUYHbIE BUIBI

pacnopsAauTCIbHBIX U I/IH(i)OpMaHI/IOHHO-CHpaBO‘IHBIX JOKYMCHTOB

KoHTpoJibHbIC BONIPOCHI/3aJaHHA:

3aruIaHUPOBAHHBIE Bonpocei/3aganus 1iist mpoBepKku
pe3yabTaThl O00y4YeHUS
10 TUCHUIUINHE

VYmers:  CocTaBusiTh 1. BAPUAHT 1
OCHOBHBIE BHJIBI Kax oyoem evicnademo smom 00KymeHm, cOCMAagjieHHblil ¢
OpraHU3alMOHHO- cobnrwoenuem 6cex mpeoosanuil?

pacropsiIUTEIIbHBIX U

11




3anjgaHUupOBAHHBIE
pe3ynbTaThl O0ydYeHUSs
10 JMCIUTUINHE

Bonpocei/3aganus 1iist mpoBepKu

UH(POPMALMOHHO-
CIIPaBOYHBIX
JIOKYMEHTOB

INPUKA3 no 3akpbiTomy AKunonepaomy O01ecTBy
«Poccuiickas nymnHnHa» (CoBeT TUPEKTOPOB)

09 cents6ps 2013r

Nel7

Ha ocnoBanuu koopauHaimonHoro miana ot 03.09.13, s,
npencenarens copera 3A0 «Poccuiickast MyIIHUHAY», IPUKA3bIBAIO
Ha3HAYUTh OTBETCTBEHHBIM npeacTaBuresieM 3A0 Ha aykiuone E.B.
BacunnreBa. EMy HE0OX0AMMO TIOJITOTOBUTH MPEIIOKEHUS IO
COCTaBy JIeJIerally 1 NPeJCTaBUTh Ha paccMoTpeHre CoBeTy 110
15.10.13. CmupHoBy JI.B. 1oAroTOBUTH YTOUHEHHBIN ACCOPTUMEHT
MYIIHBIX U3JEIUN, TOTB3YIOMINXCS HAUOOIBIIUM CIIPOCOM, U
npencTaBuTh Ha paccmorpenue Cosery 1o 15.10.13.

['enepanbHbIl TUPEKTOP Jlan I'.K.
OTBeT: MeTOANYECKHE PeKOMEHALMU

[Tpukazbl ohopmisitoTes Ha 00IIeM OJIaHKe MPEANPUATHS UK Ha
OJlaHKe TpHKa3a.

[Ipuka3 BKJIIOYaeT BCe BO3MOXKHBIE PEKBU3UTHI: AaTy, HOMEp,
VTBEpXKACHHUE, Ha3BaHUE BUJA IOKYMEHTA, TCKCT, MMOAMKCH, Tpud
COTJIaCOBAHUs, BU3Yy COIJIACOBAHMUSL.

[Ipuka3sl 10 OCHOBHOM JEATEILHOCTH HYMEPYIOTCS U BETYTCS
OTZIEJIHO OT MPUKA30B 110 JIUYHOMY COCTaBY.

[Iprka3 10MKEH UMETH 3aroJ0BOK, OTBEUAIOIIMI HA BOIIPOC «O
yem?» («O peopraHuzanuu OpeanpusTus», Hegomyctumo — «lIpukas
Mo MpeanpusaThuion, «IIpukas renepabHOTO TUPEKTOPAY).

TekcT npuka3a COCTOUT U3 JIBYX YaCTEM:

- KOHCTaTUPYIOLIEH;

- pacnopsiAUTENbHOM.

B xoHCTaTHpYytOMIEei YacTH yKa3bIBAIOTCSI OCHOBAHMS JIJIsI M3IaHUSI
npukasa (HopMaTHBHBIE JOKYMEHTHI, petieHusi CoBeTa JTUPEKTOPOB,
IIPOM3BOJICTBEHHAs] HEOOXOAUMOCTH). TEKCT HAaUMHAETCS CIIOBaMU:
«B cBsA3M...», «B COOTBETCTBHUU...», «B memsix...», «ad...».
PacnopsautensHas yacts HaunHaercsa cinoBoM «[IPUKA3BIBAIOy,
Jlajee MUIIYT «KKOMY», «4TO CHIETaThy, «10 Kakoro yuciay. Eciu
MOPYYEHUE UCTIOJIHUTEIIO JAETCSl MOCTOSIHHO, TO CPOK UCIIOTHEHUS B
MIPUKa3e MOKET OTCYTCTBOBATh.

TekcT npukasza AenIUTCs HA MMyHKTHI, KAl MYHKT HAUWHAETCA C
KpPaCHOM CTPOKH.

Haubonee pacpocTpaHeHHBIE CIIOBA PACTIOPSIUTEIHHON YaCTH:
MPUKAa3bIBAI0, OPTaHU30BATh, 00ECTIICYHNTh, IOJTOTOBUTh, COCTABUTH,
MIPOBECTH, BBECTHU B JICHCTBHUE.

B mocnearem myHKTE yKa3bIBae€TCS JUIO WA CTPYKTYPHOE
ojpa3/iesieHue, OCYLIECTBISAIONIEEe KOHTPOJIb 3@ BHIIIOJHEHUEM
JIAHHOTO TIprKa3a. Eciu Takoi MyHKT OTCYTCTBYET, TO KOHTPOJIb
OCYIIECTBIISIET PYKOBOJIUTEIb MIPEANPUATHS JINYHO.

Ecnu npuka3 BBOIUT B IeHCTBUE KaKUE-THOO TOKYMEHTBI
(MHCTPYKIHH, TTPaBUIIa, TIOJIOKEHUS), TO OHU OPOPMIISIOTCS B BHJIE
MIPUJIOKEHUS K MPUKa3y (B MPaBOM BEpXHEM YTy NMpUKa3a CTABUTCS:
«IIpunoxenue k npukasy ot 01.09.2008 Ne 7).
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ITociie cocraBieHus TEKCTa PHKa3a HEOOXOUMO IIPOBECTH €T0
COrJIacOBaHUE U MOANKMCAHUE.
2.BAPUAHT 2

Haimu owmuodku 6 0oKymenme

AKIMOHEPHOE 00IIECTBO 3aKPHITOrO THIIA

«YTBEpKIAI0»
«Mapus» HupekTop
[Terpos U.10O.
08
ceHTsa0ps 2013
AKT
12.10.13 1.  Nel3
Mocksa
OcHoBaHue npuka3 Ne 12 ot 10.09.13
CocraBiieH PKCIEPTHON KOMHUCCUEH B
COCTaBe:
[Ipencenarens Havansauk otnena kaapos Berpos .U
UneHpl KOMHUCCUU Crapmmit uacnexkrop OK Bapnamoa

N.T"., nomomnuk uncnexkropa OK AdanacreBa P.T.

Komuccus 0T06pana K YHUYTOXCHUIO, KaK YTPAaTHBIINC
MPAKTUYCCKOC 3HAUYCHUC U B CBA3U C HCTCUCHUCM CPOKa XpaHCHUA,
CICAYIOMNC NOKYMCHTHI!

T'onpr KonnuectBo
Tuns! HTOKYMEHTOB
JIOKYMEHTOB JIOKYMEHTOB
ITpuka3sl M0 OCHOBHOM
1989 P 118
JIEATENLHOCTHA
1990 Cayxe0Hble TUCbMa 569

JIOKyMEHTBI U3MeIbUeHBI ¥ CIJaHbl JUIsl YHUUYTOXKEHHUS 110 3aTOTOBKE
BTOPUYHOTO CHIPbS MO MPUEMO-CAATOYHOM HakiaaHoi ot 10.10.13.

HavaneHuk otaena kaapos Berpos B.1.
Crapmmit uacnexkrop OK Bapnamona
n.rI.

ITomonauk nHcnekropa OK AdanacbeBa
P.T.

HpI/IJ'IO)KeHI/ICI MMpUEMO-CaAaToOYHas HaKJIaaHasA

OtBetr: MeToanueckue peKOMeHAaluu

IIpaBuia cocraB/ieHus aKTa:

1.  Axtsl opopmisatoTcs Ha o01IeM O6aHKe (BHYTPEHHHE), €ClIn
COCTaBIISICTCSI BHEIITHUM aKT, TO Ha OJIAHKE TOJKHBI OBITh
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CIpaBOYHBIE JaHHBIE 00 OpraHU3aIHy.

2.  AKT MOXXET UMETh 3ar0JIOBOK («AKT IpuemMa-rnepeaadu
JIOKYMEHTOB).

3. Jlaroii akta sBisieTcs Aata cOOBITHSI (YTBEPIKACHUS ) HIIA JaTa
MOCJIeTHEH MMOAMUCH, HAIPUMEp, KOT/1a COCTABIISETCS aKT IprueMa-
cAauu paboT, OMUCHIBAEMBII IBYMSI CTOPOHAMHU.

4. Bo BBOAHOH 4acTH aKTa yKa3blBaeTCs OCHOBAHUE €TI0
COCTaBJICHUS (HalpuMep, CChUIKA Ha TOKYMEHT, Ha KaKkue-110o
(bakThl, COOBITHS, IEHCTBUS).

5. Jlanee yka3bIBaeTcs COCTaB KOMUCCUU: (haMUIIHSI, UHUIIUAIBI
npezcenaTens U WICHOB KOMUCCUU B alipaBUTHOM IMOPSIIKE, IIPH
HEOOXOIMMOCTH YKa3bIBAIOTCS JTOJDKHOCTH, (DaMUIMK U UHUIHAIIBI
MPUCYTCTBYIOIIHX.

6. B ocHOBHOI1 yacTH aKTa M3/1araloTCs IEeNd, 337a491 U CPOKU
IIPOBEJCHHONW KOMUCCHEN pabOThl, €€ pe3ysbTaThl (BHIBOJIBI,
3aKJIFOUEHUS, TPEUIOKECHHUS ).

7. Tekcr akTa MOKET UMETh ITYHKTHI, MOAMTYHKTHI U UMETh
TabnuyHyto Gopmy.

8. Ilocne TekcTa M OTMETKH O MPHIIOKEHUH YKa3bIBAIOTCS
CBEICHHSI O KOJIMYECTBE IK3EMIUISIPOB aKTa, O MECTE UX HAXOXKICHUS
WIN a/ipecatax, KOTOPbIM OHH OTIIPABIICHBI.

9.  AKTHI NOANKCHIBAIOTCSA BCEMU JIMLIAMHU, IPUHUMABITUMHI
y4acTHE B €r0 COCTABJICHUH, IPHYEM B TOH XKe MOCIIeI0BATEIbHOCTH,
B KOTOPOU OHM YKa3aHbl B Hauaje akTa. Ecnu ykasbIBatoTcs
JOJDKHOCTH COCTaBa KOMHCCHH, TO TTOJAITUCH CTaBSITCS B
UEePapXUUECKOM MOPSIKE.

10. AKTBI 4acTO yTBEp)KAaroTcs (110
MaTepuaIbHbIM, GPUHAHCOBBIM H JIP. BaKHBIM BOIIPOCAM).
11. [Toanuce 0 TOM, 4TO aKT HAIIPaBJIEH B JIEJIO,

CTaBUT HAaYaJIbHUK MMOAPA3ACIICHUA, B KOTOPOM JIaHHBIM aKT
HUCITIOJTHAJICA, oo npeaceaareyib KOMUCCHUU.

3.BAPUAHT 3

Hcnpagvme npomokon, coonrwoan éce mpedoeanus cocmaeieHus
u ohopmnenus 0aHH020 0OKymenma

00O «ABepcy»

I[TPOTOKOJI
14.03.20 Ned5
3acenanus CoBera JUPEKTOPOB

[Ipencenarens: A.b. IBanoB

Cexkperaps: C.M. IlerpoBa

[TpucyrcrBoBanu: C.C. Cunopon A.Il. I'paues, M.A. Ky3smun, P.M.
SIkoBnesa.
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IToBecTka qus:
Otyet 0 paboTe npeanpuatma 3a lll keapTan.

Bonpoc o ciyxbe oxpaHbl.

1. CJIVIIAJIA:

P.M. SIxoBneBy (rimaBHOro Oyxranrepa) — 3auuTaH (PMHAHCOBBIN
OTYET 33 OTYETHBIN MTEPUOLL.

BBICTYIINJIA:

A.b. IBaHOB — yKa3a1 Ha HEJOCTATOYHBIA POCT MPUOBLIH TIO
CPaBHEHHMIO C 3aIJTAHUPOBAHHOM.

A.IT. I'paueB — npeasoKuia HaHATh JOMOJIHUTENBHO 15
COTPYIHUKOB I BBITIOJHEHUS 3aIUIAaHUPOBAHHOTO 00BbeMa padoT 3a
roJ.

[NOCTAHOBUJIN:

1.1  VYrBepauth Oyxranrepckuii 6amanc 3a Il kBapran.

1.2  Ilpunsats Ha paboTy 15 cCOTpyIHUKOB.

2 CIIVIIAJIA:

M.A. Ky3pbMHHA — OTYET O COTPYAHHUUECTBE C YACTHBIM OXPaHHBIM
npennpustiuem (HOII) «Coxomy.

BBICTYIINJIA:

C.C. CunopoB — ormMeTus1 Bbicokoe kauecTBo paborsl YOI a,

MPEJIOKUI MPOJOIIKUTh coTpynHudecTBo ¢ HOITom «Cokomy.
[NOCTAHOBUJIN:

2.1  npononruposats goroop ¢ YOIlom «Cokon» Ha cneayromui
ro/JI.

[Ipencenarens nOONUCh A.b. IBanoB
CexkpeTtapb nOONUCH C.M. IlerpoBa

OrtBer: MCTOANYCCKUEC PCKOMCHIAlINN

Ocob6ennocT opopmMJIeHHS POTOKOJIA:

1.  CocraBisercs Ha oOuieM OJaHKE MM Ha YHCTOM JIUCTE
Oymaru, Ha KOTOPOM yKa3bIBa€TCsl HAMMEHOBAHHNE BU/IA TOKYMEHTA —
«ITPOTOKOJI».

2. OOs3aTenbHBIMU PEKBU3UTAMH MTPOTOKOJIA SBIISTFOTCS:
HalMEHOBaHME OpraHU3ally, Ha3BaHUE BUAA JOKYMEHTa, JjaTa U
HOMEp MPOTOKOJIA, 3aTOJIOBOK K TEKCTY, TIOATIHCH.
JIonIOTHUTENBHBIMH PEKBU3UTAMU IPOTOKOJIA SIBJISIOTCS:
HaMMEHOBAHHE CTPYKTYPHOTO TMOJIpa3/IeeHus], Tpru() yTBEPKIACHUS,
OTMETKA O HAJIMYMU MPUIIOKEHUI, MECTO M BpeMsl ITPOBEACHUS
3acemanus, (paMUIIHs U HHUAITUAIBI TTPEJICeIaTeIhCTBYIOMIETO Ha
COBEIIAHNH, 3aCEeJaHNH, J1aTa MOAMUCAHNUS IPOTOKOJIA, CIIOCO0
roJIocoBaHus (OTKPBITOE, TAHHOE, 3a04HOE).

3. JlaToii mpOTOKOIIA SBJISIETCS IeHb POBEICHUS
IIPOTOKOJIMPYEMOTO COOBITHS (3aceaHusi, coBellanus u 1.11.). Ecnu
OHO NPOJIOJKATIOCH HECKOJIBKO JIHEH, TO Yepe3 THpe YKa3bIBalOT ATkl
Havaa ¥ OKOHYaHUS 3aceqanus. Hampumep, opopmireHue natTel
3acenanus, npojaomkasiierocs nsa aasi: 04.05.2012 — 05.05.2012
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W 03 — 04 mas 2012 r. Jlata pacronaraeTcsi OqHOU
CTPOYKOI HMXe Ha3BaHUs BUJIA JIOKYMEHTA WM HaJl CIIELUAIbHOM
OTPaHUYUTENBHON JTUHUEH B 0011eM OlaHKe.

4. HomepoM npoTokoJia sIBJISETCs MOPAIKOBBIA HOMEP 3acelaHus
KOJIJIETHAJILHOTO OpraHa B Ipejenax KajueHaapHoro roga. [lpu
opopmiernnn HoMepoB ¢ Nel 1o 9 HE06X0AUMO UCTIOIB30BATH
MUHUMYM J1Ba 3Haka. Hanpumep, «Ne 01», «Ne 07». Homep
POTOKOJIa O(hOpMIISIETCS. Ha TOM Ke CTPOKE, YTO U Jara.

5. B 3arosnoBke yka3bpIBaeTCsl HA3BaHUE KOJUIETHAIBLHOTO OpraHa
WIN 3ace/laHusl, KOTOPOE COrlacyeTcs ¢ Ha3BaHUEM BU/A JOKYMEHTa,
Harpumep: [IPOTOKOJI (uero?) 3acenanust CoBera JUPEKTOPOB.
3aroi0BoK 0hopMIISIETCSt OJJHOM-IBYMsI CTPOKAMH HUXKE PEKBU3UTA
«MECTO COCTABIICHHSI WJIH U3JAHHS» 00s3aT€IILHO OT TPAHULIBI JIEBOTO
HOJIS1 MJTH Ha TUIOILA/IM, OTMEUEHHOH B 00111eM Os1aHKe
OTPaHUYUTENBHBIMU YTOJIKAMH B JIEBOM BEpXHEM YTITy JHcTa Oymarm.
6.  TekcT mpOTOKOJIa COCTOUT U3 BBOJHON M OCHOBHOW YacTei.
BBoaHas yacte oopmiisercs B ClEAyIOIIEN OCIEA0BATEIbHOCTH:
Ilpeocedamensy — pamMums 1 HHUITHAIIBL;

Cexpemapv — hamMuiist © UHUITHAIIBI;

Ilpucymemeosanu: GaMUINM 1 MTHULUMAIBI IPUCYTCTBYIOIIUX
COTPYAHUKOB B alipaBUTHOM IOPSAIKE, 3aTEM JOJDKHOCTH U (haMHITHH
npuriamenHslx. Ecnu npucyrcerByromux 0osnee 15, yka3biBaeTcst UX
o0rmiee Komu4ecTBO. Eciy ¢ ykazaHueM JTOJDKHOCTH, TO B TIOPSIZIKE
yObiBanus uepapxuu. Eciu npucyrcrsoBaiu 200 u Oosiee yenosex,
To numercs — «110 gen., uro cocrasigeT 80% 00IIero KoJIM4ecTBa
akiuoHepoB. Crivcok npuiiaraercs (cM. mpuit. Ne 1).»

daMuMy ¥ MHUIHAATIB! TPUTIAIIEHHBIX JOKHOCTHBIX JIHII,
KOTOpBIE HE SIBJIAIOTCS YJIEHaMHU KOJUIETHaIbHOIO OpraHa, Ho
MPUCYTCTBOBAJIM Ha 3aCe/aHNU, IEPEUHUCIIAIOTCA MTOCIIE CI0Ba
«[Ipurnamennsie:». OHO 0pOpMIIIETCS OT FPAHULIBI JIEBOTO MOJIS
JIBYMsI CTPOKaMH HUKE clioBa «[IpuCyTCTBOBANH:» M 3aKaHUYUBACTCS
nBoeToureM. J{oJKHOCTH 3THX JIUI] IPUHSTO YKa3bIBaTh.

BBosHas yacTh MpOTOKOJIa 3aKaHYMBAETCs TOBECTKON AHA. Ilepeuenn
BOIIPOCOB, BEIHECEHHBIX JIJIs1 00CYXIeHUsI, 0DOPMITSIETCS TIOCIIE CIIOB
«[ToBecTka JHs:», KOTOpPBIE PACHOIATAIOTCS OT IPAHUIIBI JIEBOTO MOJIS
JBYMsI CTPOKaMH HU)KE COCTaBa MPUCYTCTBYIOMINX U 3aKaHYHBACTCS
nBoerouneM. Kaxplii Bonpoc popmynupyercs ¢ npeorom «O»
i «O6», oTBevaeT Ha Bornpoc «O ueM?» U COAEPKUT yKazaHue
JOJDKHOCTH, (paMUIIMK M MHUIMAIIBI JOKIa14uKa. Bompockr
HYMEpPYIOTCs apaOCKUMU i pamMu, pactoararoTcs Mo CTENEHNA UX
3HaYMMOCTHU U 0(OPMIISIOTCS C KPACHOM CTPOKH.

OcHOBHas 4aCTh COCTOMT M3 Pa3JIeNIOB, COOTBETCTBYIOIINX ITyHKTaM
MOBECTKHU JHA. TeKCT KaX0ro pasiena CTPOUTCS 10 CXeMe:

CIIYILIAJIA:

BBICTVYIINJIA:

[TOCTAHOBUWJIN (PELINJIN):
[Tocne nqBoeTouMs Ha ClEAYIOLIeH CTPOKe ¢ ab3ala MUIIyTCs
(bamMHUITIH 1 MTHALIAAITET BBICTYNABUINX U Yepe3 TUPE — KPATKOe

H3JIOKCHUC TCKCTA BBICTYIIJICHU. Ecnu noxmagauk peaOCTAaBUII
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TEKCT CBOETO BBICTYIUIEHUS , TO MIOCJIE TUPE YKa3bIBACTCS: «TEKCT
BBICTYIUJICHUS IIpUiaraercs (mpuiioxeHue 1)».

7. [TocTanoBynenus (peuieHus) yKa3blBalOTCs B TPOTOKOJIE
HOJHOCTBIO, T. K. ABJISIOTCS HanboJiee BaKHOU €ro 4acThblo.
[TocTaHoBIIsIIOIIAS YACTH MOXKET MOAPA3JEISTHCS HAa TYHKTHI.

8. Ecnu npoBoanocs rojlocoBaHue 0 KaKOMy-JIMOO BOIIPOCY,
YKa3bIBaIOTCSA €ro pe3yabTarhl («3A» - 15, «[TPOTUB -3,
«BO3JEPXKAJIOCH» - 1)

9. Bce Bonpoch! K JOKJIaJUMKY U BBICTYIIUBIIMM, a TAKXKE OTBETHI
Ha HUX 3alUCBIBAIOTCS B MOPSJIKE UX MOCTYIUIEHUS U OPOPMIISIOTCS €
KpacHOU cTpoku. PamMUIINIO JIMLA, 33JaBLUIET0 BOIIPOC, JONYCKAETCs
HE YKa3bIBaTh.

10. TIpoTokoi MoAMKMCHIBACTCS MpeacenaTesieM u cekperapem. OHu
IPOCTABJISAIOTCS HA OTPEJAKTUPOBAHHOM U CBEPEHHOM IPOTOKOJIE.
PacnionararoTcst TpemMsi-ueThIpbMsl CTPOKaMU HUXKE TEKCTa OT
I'PaHMIIbI JIEBOTO HOJIS U PA3ENAIOTCsA OJTHOU CTpoKoi. B
pacmu@poBKax MOIIMCEH HHULUAIBI PACTIONAraroTCs Mepe
baMuIen.

11. B 0c000 BaxXHBIX CIy4yasX BBICTYIABIINE JIOJKHBI BU3UPOBATh
IPOTOKOJI, BU3bI IPOCTABIISIOTCS HA JIEBOM I0JI€ JOKYMEHTa, Ha
YPOBHE 3aIIUCH BBICTYIICHUS.

12.  OtnenbHbIe BUIBI IPOTOKOJIOB (IIPOTOKOJIBI 3aCE€AaHUs
TEXHUUYECKUX, IKCIIEPTHBIX COBETOB, KOMUCCUH, IPOTOKOJIbI
UCTIBITAHUN M HEKOTOPbIE PYTU€E) YTBEPXKIAIOTCS PYKOBOIUTEIEM
OpraHU3aIH WU BBIIECTOSALIETO OpraHa.

13. TIpoTokonaMm npucBauBarOTCs MOPSAKOBBIE HOMEpaA B Ipesenax
KaJIEHapHOTO roJ1a OTJEJIbHO MO KaXXA0M TpyIie IPOTOKOJIOB.

14. K mpoTokonaM NOJIIMBAIOTCS MPeICTaBIEHHbIE HA
paccMOTpEeHHE MaTepUaIbL.

15. TIpoTOKOIBI XpaHATCS MOCTOSTHHO.

4 BAPUAHT 4
Kaxk dyoem evicnsioems 3mom 00OKymeHnm, 0hopmiaeHHbll nO 6cem
npasunam?

OJIMTA

112010, Mockga, yn. ®ps3eBckas, 2 Hupextopy AO
«Irk»

p/c 324554984 8 CBC-Arpo Bonkosy C.C.
Ten. (495)125 24 24 113251, MockBa
21.12.20 14/1-2 yiL.

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

VBaxaemsiii Ceprent Cepreesuy!

Ha Bamy npocb0y 0 mocTaBKe ChIpbsi OTBEUAEM, YTO YKa3aHHAs
MOCTaBKa HE MOXeET ObITh ocymecTBieHa g0 11.01.21.

ITpocum Bac noarBepauTh 1IN0 OTKA3aThCs OT MOCTABKH.
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HcnonHutenbHbIN AUPEKTOP BopoObera
0.C.

OTBeT: METOIMYECKUE PEKOMEHIAlUN
OdopMiieHue peKBU3UTOB CJIYKeOHOT0 MUCbMA

O0s3aTeNbHBIMU PEKBU3UTAMU CITYKEOHOTO MHUChMa SIBIISIOTCS:
PEKBU3UTHI OJ1aHKa (HAMMEHOBAHKE OPTraHU3aIMH, CIIPAaBOYHBIE
JTaHHbIe 00 OpraHu3ally, JaTa MMChMa, PerUCTPAllMOHHBII HOMED,
CCBUIKA HA JIaTy ¥ PEerUCTPAMOHHBIA HOMEP MOCTYIUBIIETO
JIOKYMEHTA), aJjpecar, 3arojoBOK K TeKCTY (IIPH HEOOXOAUMOCTH),
TEKCT, OTMETKA O HAJIMYHUU TPUII0KEHUS, TOAMUCH, OTMETKA 00
UCIIOJTHUTEIIE.

Ha Ganke ciry>ke0HOTO MMCbMa MOXKET IPUCYTCTBOBATh
n3o0paxeHue repOa wim aMOIemMbl opranu3anuu. Ha3sanue Buaa
nokymenTa (IIMCbMO) He yka3biBaeTcs (MCKIIOUEHHUE —
rapaHTHUITHOE TUCHMO).

Jist cocTaBiieHUsl UCEM MCTIONB3YETCs CIEMalIbHbIN OJaHK MUCchMa,
r/ie Ha3BaHUE BUJA IOKYMEHTA HE YKa3bIBACTCS.

B 3aro0/10BO4YHO# YacTH NMCbMA [1€YATAIOTCS CIECIYIOLINE
PEKBU3UTHI:

«I"ocynapcrBennsbliii repd P®» nin «I'epd cyobexra PO» wiu
«TOBAPHBbII 3HAKY.

«HanmeHOBaHHe OPraHU3AIMK» SBISIONICIHCS aBTOPOM JIOKyMEHTA.
«CnpaBo4Hble JaHHBbIE 00 OPraHU3aLUN» BKIIOYAIOT: IOYTOBBIH
anpec, Homep tenedona, hakca (HoMepa cueToB B OaHKe, ajipec
3JIEKTPOHHOM MOYTHI U Jp.).

«/laTa 1oKkymMeHTa» - 1aTa ero MOJIHCaHusI.

«PerucrpaunoHHbIii HOMEpP» - HOMEP JOKYMEHTA, PHUCBaNBaEMBbIii
€My OpraHHh3alHen.

«CchliIKa HA PerHCTPAIMOHHBII HOMEP U ATy JOKYMEHTAa -
3aIl0JIHAETCS B TOM CIIy4ae, €ClI MMUChMO SIBIISIETCS OTBETHBIM.
«3aroJI0BOK K TEKCTY» BKIIIOUAET KPaTKOe COAepIKaHUE TOKYMEHTA.
3aroJ0BOK corjlacyeTcsi ¢ HAMMEHOBAHUEM BHJIA IOKyMEHTa (B
JTAHHOM CJIy4ae MHUChMO), OTBEYAET Ha BOIIPOC «O YeM» («O KOM»),
HauuHaercs ¢ npeiora «O» unn «O06». Hanpumep: «O cpokax
nocTaBKmn», «O0 y9acTHH B BEICTABKEY.

B nmuceMax TOMKHBI OBITH IPABHIIBHO YKa3aHBI COCTABHBIC YaCTH
PEKBHU3HTA «ajpecaT» (MoydaTess michma): Gupma, CTpyKTYpHOE
HoJpa3JielieHue, JOKHOCTD, IOUYTOBBIN apec MOoTydaTes.

Ecnu mruceMo 0THOTO coiepKaHus HAPABIISIETCST HECKOJIBKIM
ajipecaram, CHadaja yKa3bIBaeTCs aJipec OCHOBHOTI'O MOJIydaTels,
3aTeM nepevyucnaioTces apyrue. Eciu qokyMeHT HanpasisieTcs Oonee
YeM YeThIPEM ajjpecaTaM, COCTABISAETCS CIUCOK PACCHIIKU U Ha
Ka)XJIOM SK3eMIUISIpE YKa3bIBACTCS JINITH OJHMH a/IpecaT, KOTOPOMY
HATPABIISETCS KOHKPETHBIN 3K3EMIISIP.

Ecnu muceMo 0THOTO cofiepKaHus HAPABIISIETCS] HECKOJIBKIM
OJTHOPOJHBIM aJipecaTam, TO ajipecaT nuuIyT o6o6menHo. Hanpumep
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(xomnemxam o r. OpeHoypry).

«Texer» nmuceMa 10JKEH OBITh JIAKOHUYHBIM, I10CJIEIOBATEIbHBIM,
yOeIuTENIbHBIM U KOPPEKTHBIM. TEKCT MuchbMa, Kak MpaBuilo, HE
MPEBBIIIAET OJTHON CTPaHUIIBL.

Texkcr nucbpma yaie BCero COCTOMT U3 BBOJHOM 4aCTU U OCHOBHOM.
Bo BBOAHOI YacTH YKa3bIBaIOTCS IPUYUHBI, BbI3BABILINE
COCTaBJIEHUE MMChMa, COTPOBOXKIaEMbIE€ CChIIIKAaMH Ha (haKThl, 1aTHl,
JIOKYMEHTBI, HallpuMep:

«B cBs13u ¢ TeM, 4TO IpU nostydeHuu rpysa 26.01.2002 no
HaknagHo Ne 2342 B ucripaBHOM BaroHe ¢ HEHAPyIIEHHBIMU
IOMOAaMH TPYy300TIPABUTENIS IPU BCKPBITHHU SIIIIMKOB U IIPOBEPKE
COJIEP’KUMOTO C Y4acTUEM IPEJCTABUTENS ... OblJIa yCTaHOBJICHA
HEJ0CTaya ... IITYK U3JIeUI Ha CyMMY. .. (KOMMEpPYECKHIl aKT OT
26.01.2002 Ne 43)...»

Bo BTOpOIii yacTu nucbmMa GopMyIupyeTcs ero OCHOBHas I1eTb
(mpeanioxkeHue, 0Tkas, mpocb0a, rapaHTus U T.11.), HAIPUMEDP:
«[Ipocum B Teuenue 10 6aHKOBCKUX JTHEW MEPEUUCIUTD YKa3aHHYIO
CyMMY Ha Halll paCYETHBIN CUET».

«OTMeTKa 0 HATHYNHU NPUJIOKEHHID» - PEKBU3UT UCIIOIb3YETCS B
COIMPOBOIUTENBHBIX MUChMaX. OTMETKa O HAJTHMYUU TPUIIOKEHUS
pa3Meriaercs noJi TEKCTOM.

«Bu3ay - 0TMeTKa O COrIaCOBAaHUU JIOKYMEHTA BHYTPU OpraHU3aIUH.
Bu3sa Biro4aeT: JOHKHOCTh BUBHPYIOIETO, TIOIUCH BUBHPYIOLIETO,
pacmdpoBKy noAnucHu (MHUIMAIBI, (paMunus) u gary.

«ITopmucwb» odopmisiercs Ha 2-3 UHTEpBaia HUXKE TEKCTa
JIOKYMEHTa (B CONPOBOAMTENBHBIX MUCbMaX — I10JI OTMETKOMN 0
HaJIMYUU NpUJIokKeHus ). B coctaB pek-Bu3uTa BXOJAT:
HAauMEHOBAHME JOJDKHOCTH JIMLA, TOANKMCABILIEr0 JOKYMEHT, TNYHAS
MOJIMKUCH U paclIM(PpPOBKA MOANUCH (MHULIUAIIBL, (aMUIIHS).
«IlevyaTh» 3aBepseT NOAIMHHOCTD MTOANNCH JOJKHOCTHOIO JIMLIA Ha
JIOKY-MEHTaX, yJIOCTOBEPSIOUINX MpaBa JUL, PUKCUPYIOUINX (HAKTBHI,
CBsI3aHHbIE C (DUHAHCOBBIMHU CPEACTBAM M JIp.

«OTMeTKa 00 HCIOJHHUTeEIe» BKI0YaeT paMUiInio (WK haMHIIIUIO,
UMs$1, OTYECTBO) UCIIOIHUTENS TOKYMEHTAa U HOMEp €ro TenedoHa.

5.BAPUAHT 5

Hcnpagvme 00Kymenm 6 cOOmeemcmeuu ¢ npasuiamu
MeHCOYHAPOOHOU nepenucKu

Brain Institute
Svetlanovsky Avenue 47
Moscow, 123987, Russia

Ref: 123 Your Reference; 212
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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 | look forward to seeing you and other
friends of mine.

Your sincerely

Ivanov A.A.
Director
cc MrJack Masey.

OTBeT: METOANYECKHE PEKOMEHIAlluN

Oco0eHHOCTH 0OpPMJIEHHS] PEKBU3UTOB MUCHMA HHOCTPAHHOMY
napTHepy:

PexBusur 1 - «Ceedenus 06 omnpasumene» (aBTope JOKyMEHTA).
B neBom BepxHeM yri1y, B BEpXHEM IIPABOM YIIIy WU B LIEHTPE
BEpXHEW YacTH JIMCTa pacroyaraeTcst SM0ieMa 1 HAMMEHOBaHKE
¢dbupmbl. Ecn koMmaHust MaJoOU3BECTHA, TO YKa3bIBAETCs MPOUIIb ee
JeSITeNIbHOCTH, HallpuMep, «(paxT CyJ0B», «OpraHu3alus TypoB» U
T.4. Takxke ykaspiBaeTcs aapec Gupmbl, HoMepa TeneoHoB, PaKcos,
AJIEKTPOHHOM MOYTHI, HOTJ]a Ha3BaHUE OOCTYKHUBAIOIIETO OaHKa.
Wnorga (3to nomyckaet crangapt MCO) ans ykazaHus apecoB
TeneOHOB UCTOIB3YETCSI MECTO HAJl HYXKHUM ToJieM OJlaHKa.

Bce octanbHbIe peKBU3HUTHI paCMONaratoTcsi OT TPaHHIIBI JIEBOTO
noJisi, 6e3 ad3a1eB, XOTs PEKBU3UT «1aTa» MOXKET MepeMeIaTbes K
[IPaBOMY MOJIIO.

PexBu3ur 2 — «ccoinka» (Reference) Ha HoMep TOKyMeHTa J€I0BOTO
napTHepa, Ha KOTOPBIA JaHHBIN JOKYMEHT SIBJIICTCS OTBETOM
(Yourret.), uro ananornydo «Ha Bam Ne ...», 1 cchuika Ha CBO#M
Homep (Ourref.), 94TO , IO CyTH, SABJISETCS HAIIIUM HCXOISIIIIAM
perucTpaiMoHHbIM HOMepoM. CChUTKa MOXKET OBITH IU(POBOIA,
OyKkBeHHOU WM OYyKBEHHO-IIM(PPOBOH. B uncie 31eMeHTOB CChUIKH
MOTYT OBITh MHUITUANBI aBTOPA MUCbMa, CEKPEeTaps WIH
MCIIOJTHUTEJIS, TOPSAKOBBIA HOMEp JOKYMEHTA, YCIOBHOE
0003HaueHHE CTPYKTYPHOTO MO/Ipa3/ieeHus, 1ena, Qaiina.
PexBusut 3— «/lamay yxa3bIBaeTCs COINIACHO ITPUHATON B CTPAHE
aznpecara cucteme. Hanexnee Bcero yka3aTb 4yiciio Luppamu,
HAaUMEHOBAaHME MecCsIa MOJIHOCThIO0 B OyKBEHHOU (hopMe U ToA
udpamu nonHocThio, Harpumep: 15 August 2010. (Crangaptr UCO
pekoMenayer Tak: roa, T.e. 2001-05-23).

PexBu3uT 4 — «Adpec noayuamens) COCTOUT U3 PACIOI0KEHHBIX
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IIOCTPOYHO:
- IMEHU U (paMIINU TOTyYaTes;

- HANMEHOBAHWSI KOMITAHUU;

- HOMepa J0Ma, YJIHIIbL;

- ropojia, MOYTOBOTO OKpyTa (MHJIEKCa);

- CTpaHBbI.

PexBu3ur S — «K ceedenuron, ninu ykazanue Ha KOHKPETHOE JIUIIO.
Hcnonw3yetcs , eciu B ajpece He yKa3aHa (paMuiins moydaTesis,
odopmisieTcs mocie ajapeca, Harpumep: Attention: Mr. P. Cooper.
OTOT pEKBU3UT HE SBIISETCS 0053aTEIbHBIM.

PexBu3uT 6 — «6cmynumensvnoe oopauienue» NUIIYT C HOBOU
CTPOKHU , OTCTYIIMB OT aJpeca YeThIpe MEKCTPOUHBIX HHTEPBAJIA.
JlenoBoe nuceMo HaumHaeTcs co cioB «Dear ...». Moryt
UCIIOJIb30BAThCS Cleayromue (hpasbl:

- DearSir — eciiu uMs moJry4yaress HeM3BECTHO;

- DearMadam — eciiu uMst TIOJTy4YaTesst HEU3BECTHO;

- DearMrNeit — rocrioiuHy, UMsi KOTOPOT'O H3BECTHO;

- DearMrsFella — 3amysxHeit JKeHIIHUHE;

- DearMissJones — He3aMy)KHEl JKEHIIHHE;

- DearMsMorrison — 3amy»Hel WK He3aMy>KHEH KEHIIUHE.
PexBusur 7 - «3a201060k nucema» yka3plBaeTcs 10cie
BCTYNUTEIHHOTO OOpaIieHust 1 0003HaYaeTCs:

- RE: - cokpamenue cioBa «regarding) (OTHOCHUTEIHHO);

- Inre: - coxpamenue coueranus «Inregardto» (kacarenabHO);

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

- IOTYEPKUBAHUEM.

3aroyioBOK He SBJIETCS 00A3aTEIbHBIM PEKBU3UTOM, HO €70 HAJIM4Ke
OTpakaeT 3HaHHE OTIPABUTENIEM MTPABHII XOPOIIETO TOHA.
PexBusut 8 - «Texcm»MoXeT neyaTaTbCs Kak OT TPAHULIBI JIEBOTO
noJisi (COBpEMEHHBIN BapHaHT), TaK M C OTCTYIIOM Havaja Ka)JI0To
ab3ama — ¢ KpaCHOM CTPOKH (KJIaCCUYECKHUI BapUaHT).

A0G3a1bl OTAENSAIOTCA APYT OT ApYra JOTOTHUTEIEHBIM
MEXCTPOUYHBIM UHTEPBAIIOM, YTO 0OJIEr4aeT BOCIIPHUITHE
coziepkanus nucbMa. Kpome Toro, oCHOBHBIE ITPEITIOKEHUS MOTYT
OBIThH BBIJICICHBI IPUPTOM, TOJICPKUBAHUEM U T.II.

TexkcT 00BIYHO JOJIKEH YMEIIAThCsl Ha OJJHOW CTpaHHULIE.
«PexkBHM3MT 9 — «3akntouumenvuan gpopmyna exncaueocmu
YKa3bIBAETCs Uyepe3 JABa MEKCTPOUHBIX HHTEpBAIA.

Ecnu nuceMo HaunHaeTcs ciioBaMu: DearMr/Mrs/Miss/Ms, To
3akaH4yuBaeTcs BeipakeHueM: Sincerelyyours (Mckpenne Bam).
Ecnu B npusercTBum ciosa: DearSir/Sirs/Madam, To okoHuaHHe:
Yoursfaithfully (mpenanusiit Bam).

MoryT Take HCIOIb30BaThCs CAEAYIOLIUE CIOBOCOUETAHUS:
Bestwishes (Hammydimme moxenanus).

PexBusut 10 — «Iloonuce» pacnionaraercst HUxe GopMyJibl
BEXJIMBOCTH. /lenaercs He MEHee MATU MEKCTPOUYHBIX HHTEPBAJIOB
JUTSL TUYHOM TOIICH aBTOpa MuchMa. Hrbke moImucH ykas3piBaeTcs
ee pacmudpoBka: uMs U haMUITUs, Ha CIEYIOMEH CTPOKE —
JOJDKHOCTB JIMIA, MTOMUCABIIET0 JOKYMEHT. JIOJKHOCTh He
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YKa3bIBAETCsl, €CJIU MUCbMO IOJIUCAHO PYKOBOAUTEIEM KOMITAHUH.
[Tepen moAMUCHIO MOKET CTOSITh OTMETKA «P.p.», UTO O3HAYAET «OT
UMEHU», B TOM ClIy4ae, KOI/1a OAYMHEHHbIE [TOJIUCHIBAIOT
JOKYMEHT 10 IOPYYEHUIO PYKOBOIUTEIIS.

PexBusur 11 — «Ykazanue na npunoscenue) (€civ OHO €CTb)
JlaeTcsl B MOJIHOM MiM cokparieHHol ¢opme: «Enclosure:» niau
«Encl:», nanpumep: Encl: Contract Ne 11/Si.

PexBusut 12 — «Ykazanue na paccoinky konuity. I1lpu HanpaBieHun
konwuii muceMa («Carboncopy» uiam «cc») HECKOIBKUM ajipecaTam
yKa3bIBaIOT (PaMHIINU JIUL] UM KOMIIAHUU, KOTOPBIM OTIIPABIICHBI
KOIIUHU.

OnucaHue MKAJbI OLleHUBAHUS:

Oyenka: 5 («OTITUIHOY)
Huoicnuii nopoe sevinonnenus 3aoanus 6 npoyenmax: 10
Onucanue xapakmepucmuku blnoanenus 3nanus; OueHka "oTIMYHO" BBICTABIISIETCS €CJIU 3aJJaHue
BBITIOJIHEHO B MOJHOM 00bEME HIIU BBITTOJIHEHO MPEUMYIIIECTBEHHO BEPHO

Oyenka: 4 («xX0OpoIIO»)
Huoicnuii nopoe evinonnenus 3adanus 6 npoyenmax.: 60
Onucanue xapakmepucmuxu evinonenus 3Hanus: OLeHKa "Xopouo" BEICTABISAETCS €CIU
OOJIBIIMHCTBO BOIPOCOB PACKPHITO. BRIOPAHO BEPHOE HANIPABIICHUE /ISl PEIICHUS 3a/1a4

Oyenxa: 3 («yAOBIETBOPUTEIHHO)
Huoicnuii nopoe evinonnenus 3aoanus 6 npoyenmax.: S0
Onucanue xapaxmepucmuxu 6vinoaneHus snanus: OueHKa "y10BIETBOPUTEIBHO" BBICTABIIAETCS
€CJIM 3aJJaHle MPEUMYIIECTBEHHO BHIIIOJIHEHO

Oyenka: 2 («HeyJOBIETBOPUTEIHHOY)
Onucanue xapakmepucmuku binonnenus snanus: OneHKa "Hey10BIeTBOPUTEIHHO" BHICTABIACTCS
€CJIM 33/1aHUE BBITIOJIHEHO HEBEPHO MJIM NMPEUMYILECTBEHHO HE BBIIIOJIHEHO

KM-5. 3akoHoaaTe/ibHbIE OCHOBBI /1€JI0NPOM3BOACTBA

®opmbl peanuzanuu: buners! (MMcbMeHHBIH 0onpoc)

Tun koHTpobHOrO Meponpusitusi: TectupoBanue

Bec koHTpOIbHOrO Meponpusitusi B BPC: 15

IIpouenypa mnpoBeaeHMsi KOHTPOJBHOIO MeponpuaTHAa: [IpoBoauTcs Ha NPaKTUYECKOM
3aHsaTHH. PacuetHoe Bpems - 15 munyr. KonmuectBo BapmanTOoB - 3. KonmuecTBO TECTOBBIX
BOIIPOCOB B BapuaHTe - /.

Kparkoe cogepkanue 3agaHus:
Pabota opueHTHpoBaHa HAa 3HAHUS O IOKYMEHTUPOBAHHUH U TIOPSAIKE PaOOTHI C
KOH(HICHIIMATBHBIMHU JOKYMEHTaMHU Ha OCHOBE 3aKOHO/IaTENIbHBIX aKTOB

KoHTpoJibHbIE BONIPOCHI/3aJaHUA:

3arIaHupOBaHHbIE pe3yabTathl | Bompocsl/3aganus 11 IpoBepKU

00y4eHUs IO TUCIUILIAHE

3HaTh: 3aKOHOAATEIbHBIE WU JApPYTUE 1.I'pud orpanuuenus gocrymna ohpopmisercs
HOPMATHUBHBIE  IIPAaBOBbIE aKTBhlI, a) CEKPETHO
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perJIaMeHTHPYIOLTHE 06) CEKPETHO »5k3.Nel
UH(POPMALMOHHYIO u B) CEKPETHO

JOKYMEHTAIlMOHHYIO  JESTeIbHOCTD
OpraHu3alluy;

rotoBua U.H. [lerpos
r) «CEKPETHO»
Otset: 0)
2.CteneHb CEKpEeTHOCTU CBEICHUN YCTaHOBIIEHA B
CIIEYIOIIEM M3 yKa3aHHBIX HOPMATHUBHBIX aKTaX:

a) @enepanbHblil 3akoH «O06 nHpOpMaHH,
nH(pOpMATHU3ALMY U 3alTUTe UHOOPMALIUN

6) 3akon Poccuiickoit ®enepanun «O
roCyJ1apCTBEHHOM TailiHE»

B) Ilepedennb cBepieHUM, OTHECEHHBIX K
rocy/1apCTBEHHOM TailHe, ompeieNIeHHbIH YKa3oM
[Ipesunenrta Poccuniickoit denepanun
Ortgert: 0)
3.Ilevatanne nokymeHTOB ¢ TpudoM «KT»
MIPOU3BOIUTCS

a) B cTpyKTypHBIX mOApa3aeeHusIX

0) LleHTpann30BaHHO, B CIICIIUATBHO
OTBEJICHHOM ITOMEIIEHUU

B) B cekperapuare
Ortgert: 0)
4.I1pu pabote ¢ TOKyMEHTaMH, UMEIOLTUMH TPHUP
«KomMmmepueckas TailHa», CBEJICHHUSI O HUX BHOCATCS

a) B Xypnan perucrpanuu JTOKyMEHTOB C
rpudom «KoMmmepueckast TaitHa

0) B o6mwuit XKypHais perucrpannu 10KyMEHTOB
Otser: a)
5.I'pud koHPUAEHINATBHOCTH

a) He npenqycmorpern TOCTom P 7.0.97-2016

6) Ilpenycmotrpen 'OCTom P 7.0.97-2016
Otset: 0)
6. CornacHo @enepaibHOMY 3aKOHY «O
roCyJJapCTBEHHOM TalfHe» MOAJIEKAT 3aCEKPEUNBAHUIO
CIIETYIOIINE CBEICHUS

a) CBenleHHs B BOGHHOM 00JIACTH.

6) O upe3BbIYAWHBIX IPOUCIIECTBUSIX U
KaracTpodax, yrpoxxaromux 6e30MacHOCTH Ipax/JaH,
a TaK)Ke O CTUXMHHBIX OCACTBUSAX U UX IPOTHO3AX.

B) O COCTOSIHUU 3KOJIOTHH, 3/IpaBOOXPAHEHUS,
nemorpaduu, caHUTapuu, KyJabTypbl, 00pa3oBaHMUs,
CEJIbCKOI0 XO351CTBA.

r) CBenenus B 00J1aCTH pa3Be0BaTEIbHOM,
KOHTPPAa3Bel0BATEIbHOMN NeSATETLHOCTH.

n) CBeneHUs O BHEUTHEMOJIUTHYECKOU U
BHEITHEOKOHOMUYECKON AESITEILHOCTH; CBEJICHUS O
(UHAHCOBOM TOJIUTHKE B OTHOIICHUHU JPYTHX
rocyapcTB (KpoMe BHEIIL. 3310JKEHHOCTH); O
(bMHAHCOBOM, JEHEKHO-KPEIUTHOMN JACSITEIHHOCTH;
Otser: a), 1), 1)
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Onucanue MKAJbI OIICHUBAHUSA:

Oyenka: 5 («OTITUIHOY)
Huoicnuii nopoe svinonnenus 3aoanus 6 npoyenmax: 10
Onucanue xapakmepucmuku btnonenus 3nanus.; OueHka "oTIMYHO" BBICTABIISIETCS €CIIU 3aJJaHUe
BBITIOJTHEHO B MOJIHOM 00'beME WJIH BBITIOHEHO MMPEUMYIIIECTBEHHO BEPHO

Oyenka: 4 («X0OpOIIOY)
Huodicnuii nopoe svinonnenus 3a0anus 6 npoyenmax: 60
Onucanue xapakmepucmuku ebtnoanenus 3uanus. OueHka "Xopomio" BbICTABISAETCS €CIIN
OOJIBIIMHCTBO BOIIPOCOB PACKPHITO. BEIOPAHO BEPHOE HAMPABIICHHE JISI PEIICHUS 3a/1a9

Oyenka: 3 («yIOBICTBOPUTEIHHOY)
Huodicnuii nopoe svinonnenus 3a0anus 6 npoyermax: 50
Onucanue xapakmepucmuku ebtnonenus 3uanus. OueHka "yJ10BICTBOPUTEIHHO" BBICTABISETCS
€CJIM 3aJJaHUE TPEUMYIIECTBEHHO BHITIOJIHEHO

Oyenxa: 2 («HEYIOBIETBOPUTEIBHOY)
Onucanue xapakmepucmuku evinonenus 3uanus: OIeHKa "HeyI0BIETBOPUTEIHHO" BEICTABIISCTCS
€CIM 3a/IaHUE BBITIOJTHEHO HEBEPHO MJIM MPEUMYIIECTBEHHO HE BBIITOIHEHO
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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 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/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 JOKYMEHTAIUH.
7.11paBOBBIE OCHOBBI JE€JIONPOU3BO/ICTBA.

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

10.IIpaBuna ohopmiteHus A€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 OouecrTBy
«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 IMyIIHWHA», IPHUKa3blBal0 HA3HAYUTh OTBETCTBCHHBIM IIPEACTABUTCIIEM 3A0 nHa

aykuuone E.B. BacunbeBa. EMy He0OX0AMMO MOATOTOBUTD MPEJIOKEHHS IO COCTABY
JleTieraly U npeacTaBuTh Ha paccmoTpenue Cosetry a0 15.10.19. Cmupnosy JI.B.
MOJTrOTOBUTh YTOUHEHHBIN aCCOPTUMEHT MYIIHBIX U3AEIHH, TOIb3YIOIINXCS HAnOOIBIIUM
CIIPOCOM, M TIpeIcTaBUTh Ha paccMoTperue Cosery mo 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 1151 pakcoB B) biiaHk A pacnopsiiuTeNbHBIX JOKYMEHTOB, JUISI TIUCEM U IS
CIIPABOK

BepHriii oTBET: a)
9.Bb16epuTe npaBUiIbHBINA c110C00 0(OPMIIEHHS 1aThl IIPU PErUCTpalK IMCbMa WM NPUKa3a

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

BepHblii oTBeT: a)
10.B kakux ciyyasix UCHOJIb3yeTCsl peKBU3UT «CChlIKa Ha PErUCTPALIMOHHBIN HOMEpP U JaTy
JIOKyMEHTa»?

OTtBeTsI:
a) Koraa 1okyMeHT roTOBHUTCS B OTBET Ha KaKOM-TO 3alpoC, WU MOATOTaBINBAEMOE MUCbMO
SBJISIETCS OTBETOM Ha Jipyroe nucbMo 0) Korja B TekcTe JOKyMEHTa HYXKHO CJIeaTh CChUIKY Ha
JIpYroi JTOKyMEHT (HOPMAaTUBHBIN aKT, OJI0KEHNUE, HHCTPYKIIHIO)

BepHnsiii oTBeT: a)
11.BriGepure npaBUIbHBIN BapuaHT odopmieHus pekBusuTa «'pud yrBepKaeHus», Koraa
YTBEPKACHHUE TPOUCXOIUT TOJKHOCTHBIM JIULIOM

OtBeTsI:
a) YTBEPXJIAIO Iupextop AO «ITunor» [loanuce A.B. Ilerpos 23.09.2019 0)
Yreepxknaro upexrop AO «IIunor» Ilognuce 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 JOKYMEHT OTIPABUTEIO 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 1oroBop cocTaBieH COBMECTHO JABYMS OpraHU3alUsIMU, TO PETUCTPAIMOHHBIA HOMED
OtBerTsI:
a) MPOCTABISAETCA OPraHU3aLUEH, ABISAIOMENCS HHUIIMAaTOPOM JIOrOBOpa 0) COCTOUT U3
PETUCTPALIMOHHBIX HOMEPOB Ka)KJI0M U3 OpraHu3alui, MpOCTaBIsEMbIX Yepe3 KOCYI0 YepTy B
NOPSIKE yKa3aHUsl aBTOPOB JTOKYMEHTA
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Bepuslii oTBeT: 0)
15.lokyMeHT, PUKCUPYIONTUI COTIIAIICHUE CTOPOH 00 YCTAaHOBJICHUU TPYIOBBIX OTHOIICHUHN U
PEryJIUPYIOMNM UX, HA3bIBACTCA

OTtBeTsI:
a) TpynoBoii kamxkoit 6) TpynoBbiM kogekcoM B) [Ipuka3oM 1o TMYHOMY COCTaBY T)
TpynoBeiM 10roBopom 1) J1oMKHOCTHOM 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 nuckMa, KOTOpBIH HeceT B cebe cBeeHus 00
UCIIOJTHUTEJIEe JOKYMEHTOB

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

BepHriii oTBET: B)
18.B cuctemy opranu3aliiOHHO-PaCIOPSAAUTEIbHON JOKYMEHTAUU BXOAT CIAEAYIOIIE
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# aKT, peraaMeHTUPYIOIIUN OPSI0K 00pa3oBaHusi, CTPYKTYpY,
(GyHKIIMH, KOMIIETEHITNIO, 00S3aHHOCTH U OPTaHU3AINIO Pa0OTHI CUCTEMBI OPTaHOB
yrpasiieHus rocyaapcrsa 0) CBoJ MpaBuil, pEryIUPYIONINX ACSITEIHHOCTh OpraHu3aIuy,
YUpEXJIeHUH, 00IIEeCTB U Tpak/iaH, X B3aUMOOTHOIIICHUS C IPYTUMU OpPTaHU3aAlUIMU U
rpakIaHaMU B ONPEJIEIIEHHON cdepe AesITeTbHOCTU

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

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

OTBeThI:
a) rpud yTBEpXKICHUs TOKYMEHTa 0) rpud COTIacoBaHUS JOKYMEHTA B) CChUIKA HA BXOSIITUI
JIOKYMEHT T) PeTUCTPAIlMOHHBIA HOMEpP IOKYMEHTa

BepHblii oTBeT: T)
22 .Beibepute mpaBuiIbHbIN BapuaHT oopmiienus «['puda cormacoBaHus» ¢ JOMKHOCTHBIM
JUIIOM

OTBeThI:
a) «Cornacoano» upexrop OOO «Ilunot» [Tognuces B.B. ITerpos 08.05.2015; 6)
COT'JTACOBAHO Jupexrop OOO «lIunor» Iloanuce B.B. Ilerpos 08.05.2015

BepHbriii oTBeT: 0)
23.1lenbr0 neNonpoOn3BOICTBA SIBISETCS

OTBeTHI:
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a) ApXuUBHOE XpaHEHHUE TOKYMEHTOB 0) 3akperyieHre HHpopMauu 1 odecreueHre padoThl
OpraHOB yIMpaBJIeHUs TIOKyMeHTanuen B) OcHaieHne pabounux MeCT OPITeXHUKOMU T') JlocTaBka
JOKYMEHTOB B JIpYTHE yUPEKICHUSI

BepHsiii oTBeT: 0)
24 K 00s13aHHOCTSIM OHC-MEHEKepa OTHOCSITCA:

OTtBeTsI:
a) [InanupoBanue paboThl oTAena 6) YTBepxkacHHE MprKa3oB B) OOydeHrne O TIMHEHHBIX T)
[Tpuem u opopmiienue Ha paboty 1) Koopaunaius paGoTsl OTAena ¢ IpyruMu OTAelIaMu U
HOJPa3/IeICHUSIMHI

BepHsiii oTBET: a), B), 1)
25.IToaroroBka o(hUIIMATEHBIX COBEIIAHMI 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.CremneHb CEKPEeTHOCTH CBEJICHUI YCTAaHOBIICHA B CIIEAYIONIEM M3 yKa3aHHBIX HOPMATUBHBIX
aKTax

OTtBeTsI:
a) @enepanbHbIil 3aK0H «O06 nHGOpMaIMK, HHPOPMATU3AIUH U 3aIIUTE HHHOPMAITHI» 0)
3axon Poccuiickoit @enepanuu «O rocynapcTBeHHOH TaitHe» B) [lepedeHs cBeneHmid,
OTHECEHHBIX K I'OCYJapCTBEHHOM TailHe, onpeaesieHHbI Yka3oMm [Ipesunaenra Poccniickoin
®enepanuun

Bepusrii oTBeT: 0)

11. Onucanue wikanvt ouenusanus

Oyenxa: 5 («OTIINYHOY)
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

Oyenxa: 4 («X0poILI0»)
Huodienuii nopoe sévinonnenus 3adanus 6 npoyermax: 60
Onucanue xapaxmepucmuxu 8blnoaneHus 3nanus: PadboTa BeIogHeHa B paMKkax "0a3o0Boro"
ypOBHS. BONBIIMHCTBO OTBETOB JJaHbI BEpHO. B uacTn MaTepuaia ectb He3HAUUTEIbHbIE
HE/IOCTAaTKU

Oyenka: 3 («yI0OBIETBOPUTEIILHO)
Huoicnuii nopoe evinonnenus 3aoanus 6 npoyenmax.: S0
Onucanue xapakmepucmukuy 6blnoaneHus 3uanus: PaboTa BeIOJIHEHa B paMKax "MmoporoBoro”
ypoBHs. OCHOBHas 4acTh 3a/1aHHUs BBIIIOJHEHA BEPHO. HA BOMIPOCHI YIIIYOJIEHHOTO YPOBHS

Oyenka: 2 («HEyJOBIETBOPUTEIHHOY)
Onucanue xapakmepucmuku 6blnoHeHus 3uanus: PadoTa He BHIIIOJHEHA WX BBIIIOJIHEHA
IIPEUMYIIIECTBEHHO HENPABUIBHO

1I1. Ilpasuna évicmasnenus umoz2080ii OYeHKU no Kypcy

Ornenka ompezensercss B coOTBETCTBUHM ¢ [lonoxeHnem o OalibHO-PEUTHHTOBOM CHCTEME IS
cryaenToB H1Y «M3OW» Ha OCHOBaHUM CEMECTPOBOM U aTTECTAIIMOHHON COCTABIISIFOLIUX.
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