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OBILIASA YACTD

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

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

dopmupyembie y 00y4aromerocsi KOMIETeHIINN:

1. OIIK-5 CniocoGeH uCIoib30BaTh COBPEMEHHBIE HH(POPMAIIMOHHBIE TEXHOJIOTHH U
IPOTPaMMHBIE CPECTBA MIPU PELICHUU MPOPECCHOHATBHBIX 3a7a4
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. lenonpou3BOACTBO B yIIpaBieHYECKOH nesrenbHocTH (TecTtupoBanue)
2. JlokymeHTUpOBaHUE TPYAOBBIX OTHOLIEHUN. KOMMyHUKALMK B yIIpaBIE€HYECKON
JeSTeNIbHOCTH. 3aKOHOJaTeJIbHbIE OCHOBBI JieornpousBoicTBa (TectupoBanue)
3. Haiitu ommbku B noxkymente (Konrponwsnas pabota)
4. OpranuzaiimoHHO-pacnopsauTensHas qokymenTamnus (TectupoBanue)
5. PexBu3uThl ynpasieHueckux JokyMeHToB (KoHTponbHas padoTa)

BPC nucuuminHbl

6 cemecTp

Beca KOHTpOIbHBIX MeponpusATHil, %

Nunexc KM-1 | KM-2 | KM-3 | KM-4 | KM-5
Pa3gen mucimmminHbl

KM:
Cpok KM: 4 6 9 11 15
Jenonpoun3BoCTBO U €r0 MECTO B YIIPABIECHYECKON
JEATEIILHOCTH
Ponb ouc-menemxepa B opraHu3aiu +
[TpaBuna opopmiieHHUsI JOKYMEHTOB + +
Opranuzanus paboThl ¢ JOKyMEHTaMU + +
CucremaTtuzanus 1 XpaHeHUE TOKYMEHTOB + +

Opraan3aninOHHO-PACTIOPSANTEIIbHAS TOKYMEHTAIIHS

OpraHu3anoOHHbIE TOKYMEHTBI + +
PacniopsaurenbHble JOKYMEHTBI + + +
WHupopMalinoHHO-CIIPaBOYHbIE TOKYMEHTHI + + +




JoxymeHnTupoBaHue paboThl ¢ iepcoHaniom. JlemoBoe
oOmieHne

JIOKyMEHTHPOBaHHE TPYAOBBIX OTHOIICHUH + +

KoMMmyHHKaIiu B yIpaBiIeHUYECKOM IS TeIbHOCTH + +

3aKkoHOaTeIbHBIE OCHOBBI JICJIONPOU3BOICTBA

Opranuzanus paboTsl ¢ KOHPHUICHIUATHHBIMU +

JIOKYMEHTaMH

ObecnieueHue MOTMHHOCTH MH(POPMAITUU +
Bec KM: | 15 25 15 30 15

$O061as yacte/[I1s1 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 pe3ynbTaThl  OOYYCHHS TIO
JUCITUIINHE
OIIK-5 N -lonk-s Ucnons3yet | 3HaTh: Jlenonpoun3BoOACTBO B yIpaBIeHYECKOU AesTenbHoCcTH (TecTupoBaHue)
COBpPEMEHHBIE OcHoBHbIE TpeOOBaHUS K PexBusuthl ynpasneHueckux gokymeHToB (KoHTponbHas paboTa)
nH(OPMaIMOHHBIE o OopMIICHHUIO Opranu3zanoHHO-pacnopsaAuTeNbHas fokymenTanus (TectupoBanue)
TEXHOJIOTHH U | YIIPaBICHYECKUX Haiitu ommmbku B nokymente (KontponbHas padorta)
MIporpaMMHBIE CPEJCTBA VISl | JOKYMEHTOB JIOKyMEHTHUpOBaHUE TPYAOBBIX OTHOIICHUN. KoMMyHUKauu B
XpaHeHwus, 00paboTku, | CoBpeMeHHbIE TEXHOJIOTUU | YIPABIEHYECKOU NEATEILHOCTH. 3aKOHOAATENbHBIE OCHOBBI
aHaJIM3a W TPEJCTABIICHUS | OpraHU3aLuu nenornpoun3Bojictea (TectupoBanue)
uHpopmanuu JIOKYMEHTO0000pOoTa
HNPEAIPUATUHI U
OpraHu3auin

Ponb u ¢pynkum oduc-
MEHEJKEepPa; JIOKAJIbHbIE
HOPMAaTHBHBIEC aKTHI,
periiaMeHTHPYIOIIe
NeSITeNIbHOCTh O(uc-
MEHEe[KEepa B OpraHu3aluu
[IpaBuna coznanus u

o opMIIeHUS Pa3TMYHBIX
BUOB OPTraHU3allMOHHOM,
pacnopsiAUTENbHOM,
nH(}OPMAaLIMOHHO-
CIIPAaBOYHOM U KaJpOBOM
JIOKYMEHTaIUU
3aKOHO/IATENbHBIE U IPYTHE
HOPMAaTHBHBIE TIPABOBBIC




aKThl, perJlaMeHTUPYIOIINE
MH(GOPMALIMOHHYIO U
JOKYMEHTAITUOHHYIO
NeSITeIbHOCTh OpPraHU3aLUuU
YMers:

paboTtath ¢ UH(pOpPMAIIHEH,
MIPEOCTABIIATH €€ B
y100OHOM JJ1s1 BOCHIPUATHUS
BUJIC

OcymecTBiATh cOop,
00paboTKy U aHaIu3
nH(popManuu B
COOTBETCTBHUH C
TpeOOBaHUSAMH KPAaTKOCTH,
YEeTKOCTH (HOPMYITHPOBOK,
CBOEBPEMEHHOCTH
MOCTYIJICHUS, TOYHOCTH U
JIOCTOBEPHOCTH,
ONITUMAIIEHOCTH |
cucTeMaTH3alluy,
HEINpephIBHOCTHU cOopa 1
00paboTku HHPOpPMALIUU
COCTABIISITh OCHOBHBIE BUIBI
OpraHU3aIMOHHO-
pacropsaIUTeIbHBIX U
CIpaBOYHO-
MH(OPMALIMOHHBIX
JIOKYMEHTOB




1I. Cooepicanue ouenounvix cpeocme. lllkana u kpumepuu oyenusanus

KM-1. /lesionpou3BoACTBO B YIIPaBJIeHYECKOH AeATEeJbHOCTH

@opmbl peasu3anun: bunets (MMCbBMEHHBINA OITPOC)
Tun KOHTPOJIBLHOT0 MeponpusaTHs: TecTupoBaHue
Bec konTpoabHoro meponpusitusi B bPC: 15

Hpouenypa NMPOBCACHUSA KOHTPOJBLHOT0 MEPOIPUATHUS:

IIpoBomuTCs Ha NPAKTUYECKOM

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

BOIIPOCOB B BapHaHte - 12.

KpaTkoe conep:kanue 3a1aHusi:

Pabora opueHTHpOBaHA HA 3HAHKE OCHOBHBIX MOHITHIA U ONPEICIICHUN B 00JIACTH
JIEJIONPOU3BO/ICTBA; HA 3HAHKE MPaBUI 0(OPMIICHHS PEKBU3UTOB JJOKYMEHTOB; Ha 3HAHHE
OCHOBHBIX OIepaIuii mporecca 00pabOTKH BXOISAIIMX U HCXOISAIINX JOKYMEHTOB;
CHUCTEMaTU3al|u JeJl U OATOTOBKHU J€J1 K apXMBHOMY XPaHEHUIO

KoHTpoJibHbIe BONIPOCHI/3aJaHUA:

3uatb: OcHOBHbIE TpeOOBaHUS K
0 OpMIIEHHIO YIpaBIECHYECKUX
JIOKYMEHTOB

1.Kak nomxkHa O6b1Th 0hopMIIeHa TOAMKCH, €CITH
3aMECTHUTENIb PYKOBOAUTEIIS OPraHU3aIlMH UMEET IIPaBo
MIO/NUCHIBATh IOKYMEHTHI BMECTO PYKOBOAUTENS B
CJIy4ae ero BpEMEHHOTO OTCYTCTBHUSI?

a) ['enepanbHbIN AUPEKTOP

[Toamnuce JI. 1. CagxoB

0) 3aM. TeHepaIbHOTO AUPEKTOPA
[Toamnuce O.I1. PemesoB

B) .0. renepanbHOTO IUpEKTOpa
[Toamnuce O.I1. PemesoB
OtBer:0)

2.JIOKyMEHT TpeACTaBIsIeT COO0H

a) PexBu3uT nO0KymMeHTa

0) bnank nokymeHnTa

B) 3aMKCUPOBaHHYIO Ha MaTepHAIbLHOM HOCHUTEE
nHpopmanuio

r) CraTbio XypHaja
OtgerT: B)
3.Bbi0epute npaBuiIbHBINA crioco0 0hopMIIeHNUs 1aThl
MIPH PETUCTPAIMY TICbMa HITH TIPUKa3a

a) 14.12.2019

0) 14.12.19

B) 14.12.2019 1.
OtBert:a)
4.Kaxoii BapuaHT opopMIIEHHSI OTMETKH O HAIUIUU
MIPUIIOKESHUS B COMTPOBOIUTEIILHOM TICHME SIBIISIETCS
IIpaBWIbHBIM?

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

0) [Ipunoxxenue: no Tekcty Ha 3 11. B 1 9K3.

B) [Ipunoxenue: Ha 3 11. B 1 7K3.
OTBeT:B)

3uarb: Ponp u ¢yHkum oduc-

1. TloaroroBka opUITMATHHBIX COBEIIAHMI OTHOCUTCS K
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MEHEIKePa; JIOKaJIbHbIE OCHOBHBIM (DYHKILIHSIM: -

HOPMAaTUBHBIC aKTHhI, a) pyKoBOIUTEINS (PUPMBI
perJIaMeHTHUPYIOITUE JIeITEIbHOCTh 0) oduc-MeHemKEPA
oduc-MeHeKepa B OpraHu3aiuu B) HaUaJIbHHUKA OTJIEJIa BHEITHUX CBS3CH"
I') HaYaJbHUKA OT/Iea KaJpoB
OtBer: 0)

2.K o0s13aHHOCTSM O(pric-MEHEKEpa OTHOCATCS:
a) [InanupoBanue paboOTHI OTAETA
0) YTBepxkacHUE IPUKA30B
B) OOy4eHHEe TOTYNHEHHBIX
r) [Ipuem 1 odopmiieHue Ha padboTy
1) Koopnunarust paboThl OT/eNa C IPYyTUMHU
OTJENIaMH U TIOJpa3IeIICHUSIMA
OtBerT: a), B), 1)
3.JIOKyMEHTBI, periiaMeHTHPYIOIIHE ACITEITBHOCT O(HC-
MEHeKepa:
a) Ycras
6) TpynoBoii 1oroBop
B) [Tonoxenue 06 opranu3anuu
r) JI0JDKHOCTHASE MHCTPYKIIUS
Otser: 0), )

3uarb: COBpEMEHHbIE TEXHOJIOTUU 1.JIokyMeHT, HE OTHOCSILIUNCS K BHYTPEHHEH
OpraHu3aluy  JIOKyMEHTO000poTa OpPraHU3aLMOHHO-PACIIOPSAAUTEIbHON JOKYMEHTAUU
IPEANPUATHI U OPraHU3aUN a) yCTaB IPEAIpPUATHS
0) mnpuKa3 10 OCHOBHOM JI€ATEIbHOCTU
B) yKa3
I) pacHopsbKeHue
OtgerT: B)
2. JIOKyMEeHT, OTHOCSIILIUICS K BHELITHEH
pacnopsAIUTENbHON JOKYMEHTALIUU
a) HMHCTPYKLHMOHHOE MMHMChMO HAJIOTOBOI'O OpraHa
0) TPOTOKOJ COOpaHUS AKITMOHEPOB
B) TapaHTHIHOE MUCbMO
r) JIOTOBOp O COTPYAHUYECTBE
OTBeT:a)

OnucaHue MKaJbI OlleHUBAHUS

Oyenka: 5
Huorcnuii nopoe svinonnenus 3adanus 6 npoyenmax: 10
Onucanue xapakmepucmuxu evlnoinenus 3Hanus: OleHKa "0TINYHO" BBICTaBISETCS €CIIH 3aJaHue
BBITIOJTHEHO B MOJTHOM 00BEME HJIH BBITTOTHEHO MPEUMYIIIECTBEHHO BEPHO

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

Oyenxka: 3
Huorcnuii nopoe evinonnenus 3adanus 6 npoyenmax. 50
Onucanue xapaxmepucmuxu evinoineHus shanus: OneHKa "yI0BIEeTBOPUTEIBHO" BHICTABIIAETCS
€CIIM 33JJaHue MPEUMYIIECTBEHHO BBITIOJTHEHO

Oyenka: 2




Onucanue XapakmepucmuKu 6blNOJIHEHUSl 3HARUA.! OI_IGHKa "HCYI[OB.HCTBOpI/ITCJIBHOH BBICTABJIACTCSA
€CJIK 3aaHNEC BBIITOJIHEHO HCBCPHO HUJIN IMTPEUMYIICCTBEHHO HE BBIITIOJITHEHO

KM-2. PekBU3UTHI YIPABJIEHYECKUX JOKYMEHTOB

®opmbl peaju3anum: buiersl (MMCbMEHHBINM OIPOC)
Tun kouTposabHoro Mmeponpusitusi: KonrpossHas padora
Bec koHTpOBbHOrO0 MeponpustTusi B BPC: 25

IIpouenypa mnpoBeaeHHs] KOHTPOJBHOI0O MepPONPHUATHSA:

HpOBO,Z[I/ITCH Ha IPaKTHYCCKOM

3aHsaTuU. PacuetHoe Bpems - 45 Munyr. KommuectBo BapuanTOB - 7. KoimdecTBo BOIIPOCOB B

BapuaHTe - 2.

KpaTlcoe CodcpiKaHUuE 3alaHUA:

B pabote nposepsieTcss ymeHue opopmisath pekBu3uThl B cootBeTcTBHM ¢ ['OCT P 7.0.97-2016

KoHTpoJibHbIE BONIPOCHI/3aJaHUA:

VYmers:  OcymectBisate  cOop,
00paboTKy U aHamu3 WH(pOpPMAIIH
B COOTBETCTBUH C TPeOOBaHHSIMH

KpaTKOCTH, YETKOCTH
(bOopMyITUPOBOK, CBOEBPEMEHHOCTH
MOCTYIIJICHUS, TOYHOCTHU u

JIOCTOBEPHOCTH, ONTHMAJIbHOCTH H
CUCTEMAaTH3aIlNK, HEMPEPHIBHOCTH
cbopa u 00paboTKu HHGOPMAITIH

1. KOHTPOJIBHAS PABOTA Ne 1 «PEKBU3UTBI»
BAPHUAHT Ne 4

1. Onumure npasuiia 0HOpMIIEHUS CIEAYIOIINUX
PEKBU3UTOB:

Ne 11, Ne 19, Ne 26.

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

1. CnpaBouHble JaHHBIE 00 OpraHU3aLUun

2. Kox ¢popmbl mokymeHTa

3. HaumeHoBaHMe BUJIa TOKYMEHTA

Otger: 1. PekBusur 11 Perucrpanuonnbliii Homep
AOKYMEHTAa

MIPUCBAaNBAETCS JOKYMEHTY IIPH PETUCTPAIIHH ,
u¢poBoe WK OyKBEeHHO-IIU(PPOBOE 0003HAYECHHUE.
Haznauenue- naeHTHGUKAINS JOKYMEHTA

ITpumep:

1)undposoit

Ne66/87-02 ( 66- mopsiIKOBBIN HOMEp JTOKYMEHTA 110
KypHay perucrpanuu, 8§7-02- Homep nena 1mo
HOMEHKJIAType)

2)0yKkBeHHO-1IU(PPOBOIA

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

Ne 66-D3( 66-n1opsiikoBeIii HOMep, D3- nepBbie OYKBBI
HAaMEHOBAHHS BHJIA JOKYMEHTA)

Ecnu 1oKyMeHT cocTaBeH COBMECTHO ABYMS U OoJiee
OpraHMU3alMsIMU, IPEACTABISIOTCS HOMEpa IOKYMEHTOB,
MIPUCBOCHHBIE KaX/101 OpraHu3aluu, OTIENISI0TCS APYT
OT Jpyra KOCOW 4epTOi U MPOCTABISAIOTCS B HOPSAKE
yKa3aHHsI aBTOPOB B 3ar0JIOBOYHOM YacTH TOKyMeHTa Ne
66-25/66-35

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

-CBEJICHUS O JIOKYMEHTE, IPUJIaraéMbIX K OCHOBHOMY




JOKYMEHTY WJIH O TOM , UTO JJOKYMEHT SIBJISIETCS
IIPUJIOKEHUEM K OCHOBHOMY JOKYMEHTY
[Tpumep:

1) Tlpunoxkenwue: 1. CUCOK MPUCYTCTBYIOIIUX HA
coOpanuu Ha 1 1. B 1 9K3.

2. Jloxyag 1upeKTopa o MapKeTUHIy Ha 2 1. B 1
9K3.(Ha3BaHHE JOKYMEHTA, KOJIMYECTBO JIUCTOB U
9K3EMILISIPOB)

(ecnu mpUIIOKEHHUE HE HA3BaHO B TEKCTE WU
IIPUIOKEHUH HECKOJIBKO)

2) Tlpunoxenue: Ha 3 1. B 1 9K3.

(eciu NpUIIOKEHUE HA3BAHO B TEKCTE)

3) Ilpunoxenue:

USB ¢nem-nakonutens B 1 9k3. (Ha KoHBepTe C (hrem-

HAKOIMTEJIEM YKa3bIBAIOTCSI HAMMEHOBAHMS JOKYMEHTOB,
3aMMCaHHBIX HA HETO)

(‘ecnu IpUIIOKEHUE SIBJISETCS 3JIEKTPOHHBIM HOCUTEIIEM)
4) Tlpunoxenue Ne 2
K pacnopspkeHno Mepa MocCKBbI
otr 16.03.2021 Ne 6
(Ha MepBOM JIUCTE JOKYMEHTA IPUJIOKEHUS B IPABOM
BEPXHEM YTIIy)

IIpY YIIOMHUHAHUU B TEKCTE (puioskeHneNe2)
(mpuII0’KE€HUE B PACIIOPAAUTENbHBIX JOKYMEHTaX-
pELIEeHUsX, IPUKa3ax, paCHOPSKEHHSIX )

5) TlIpunoxenue: Torosop ot 13.03.2021 Ne 4 u
MIPUJIOKEHNE K HEMY, BCEro Ha 3 JI.

(ecaM mpUIIOKEHHE UMEET IPUITOKEHHUE)

[Tono>xeHre B JOKYMEHTE: OT T'paHUIIbI JIEBOTO MOJIs
BHU3Y , HaJl ®MO u noanuceio , 1100 yKa3bIBaeTCs B
TEKCTE JOKyMEHTa

PexkBuszur 26. OT™MeTKa 0 3aBEPEHNH KONMHU
JUISL TIOATBEPKICHNS COOTBETCTBUS KOIMU TOKYMEHTa
MOJUTMHHUKY
[Tpumep:

BepHao
WNucnexrop cinyx0bl nepconana [loanucy A.C.

CmupHOBa
13.03.2021
(«BepHO» HaMMEHOBAaHHUE JIOJKHOCTH JIMILIA,
3aBEpPUBIIETO KOMHUIO, MOAMKCH, paciin(poBKa MOITUCH,
JlaTa 3aBEpEHNs)

MOJKET JOMOJIHATCS HAAMUCHIO O MECTE XpaHEHUs
JOKYMEHTa , C KOTOPOTro Obli1a M3rOTOBJIEHA KOIHSI, €CITN
KOIUS BbIIAETCS JJIsl IPEJICTaBICHUS B IPYTYIO

OpraHH3aLHIo
[Tonoxxenue Ha OIaHKe: O] PEKBU3UTOM IIOITHUCH
2. 1. CnpaBouHbIe JaHHBIE 00 OpraHu3auu
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2. KOHTPOJIbHAS PABOTA Ne 1 «PEKBU3UTbI»
BAPUAHT Ne 6

1. Onummre npaBuina oHOPMIICHHS CIIETYIOITHX
PEKBU3UTOB:

Ne 5, Ne 20, Ne 30.

2. Homep cTpaHHIIBI HAHOCUTCS HA. ..

1. BepxHEM MoJIe JINCTA TIOCEPEIIHE

2. HIDKHEM T0JIe JINCTA MOCEPEIUHE

3. BepXHEM WJIM HWKHEM I10JI€ JIMCTa B IPABOM YTIIy.

Ortger: 1. PekBU3UT 5

Hazpanue : HaumeHnoBanue opranuzanuu

[Tonoxenue Ha GiaHKe : pacroyaraeTcsi HUxe sM0JI1eMbl
OT JIEBOTO T10JIsA, TUOO 110 LEHTPY

CoctaB nHpOpPMALUU: TOJDKHO COOTBETCTBOBATh
HaMMEHOBAHMIO IOPUINYECKOTO JIUIA, 3aKPETNIEHHOMY B
€ro yupeIuTeNbHbIX JOKYMEHTax (ycTaBe Wiu
TIOJIOKEHHUN ).

OcobenHocTr 0OPMIICHHUS : TI0JT HANMCHOBAHUEM
OpraHu3alK B CKOOKaxX yKa3bIBaeTCs COKpAILlEHHOE
HauMEHOBaHME OpraHU3al1H, €CJIU OHO MIPETYCMOTPEHO
ycraBoM (nonoxenueMm). Hax HaumeHoBaHuem
OpraHM3alMK - aBTOpA TIOKYMEHTA YKa3bIBA€TCs MOJIHOE
WIN COKPAIIEHHOE HAMMEHOBAHUE BBIIIECTOSAIICH
OpraHusanuu (Ipyu ee HAIUYUN).

IIpumep:

Pocapxus

denepanbHoe Or0IKeTHOE YupexaeHue "Beepoccuiickuit
HAaY4YHO-UCCIEA0BATEIbCKAN HHCTUTYT
JIOKYMEHTOBE/IEHUS U apXUBHOTrO jena”

(BHUMIAL)

PexBusur 20

Hazpanwe : ['pud cornacoBanus qokymeHTa
[TososxeHne Ha OJaHKE : HA ITOCIICTHEM JIUCTE TOKYMEHTA
MOJI TEKCTOM

CocraB nH(pOpMaIINHU : MPOCTABIISIETCS HA TOKYMEHTAX,
COTJIACOBAaHHBIX OPraHAMHU BIACTH, OpraHU3aIUSIMH,
JOJKHOCTHBIMH JTHITAMH.

OcoOenHocTr 0POPMIICHHUS : COCTOUT U3 CIIOBA
COI''TACOBAHO, nomxHOCTH JHIa, KOTOPBIM
COTJIACOBaH JOKYMEHT (BKJIIOYasi HANMEHOBAHHE
OpTaHH3AIH ), €r0 COOCTBCHHOPYYHOMU TTOJIITUCH,
WHUIUMAIOB, (aMIINHU, TaThl COTJIACOBAHHUS.

ITpumep:

COTI'JTIACOBAHO

Hupextop BHUMIA L

(monmucek) N.0O. amumus

[Hara

Ecnu cornacoBanue ocymiecTBIsSETCS KOJUIETHATBHBIM
OpraHoM, B TpUQe COTIACOBAHMS YKa3bIBAIOT CBEICHUS
00 oprase, COrIacoBaBIlIeM JIOKYMEHT, JaT€ U HOMEpe
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MIPOTOKOJIA, B KOTOPOM 3a(hUKCHPOBAHO PEILIEHUE O
coryiacoBaHuu. Eciu coriiacoBanue OCyLeCTBISIETCA
MMCHbMOM, YKa3bIBAIOT BUJ] TOKYMEHTA, OpraHU3aIHIO -
aBTOpa JIOKYMEHTa, JaTy U HOMEp MHUChMa.

[Tpumepst :

1)

COTI'JTACOBAHO

CoBeToM JUpPEKTOPOB

AO "IIpoduip"

(mpoTtokoi oT N )

2) COI'JTACOBAHO

nuceMoM PocapxuBa

oT N

[Tpumeuanus : rpud MOKET MPOCTABIATHCIHA IEPBOM
JUCTE TOKyMEHTa (eclii JOKYMEHT UMEET TUTYIbHBIN
JIUCT, - HA TUTYJBHOM JIUCTE) B JIEBOM BEPXHEM YTy Ha
ypOBHE rpuda yTBEep:KIECHUS WIH 0]l HAUMEHOBAHUEM
JIOKYMEHTAa OJMKe K HUYKHEMY TOJII0); Ha JINCTE
COTJIACOBaHUS, SIBJISIFOIIEMCSI HEOThEMJIEMON YacThbiO
JIOKYMEHTA.

Pesuzut 30.

HazBanue : OTMeTKa 0 HaNpaBJIEHUU JOKYMEHTA B JEJIO
[Tonoxxenue Ha 6manke : OpopmiisieTcs B paBoii
HIDKHEW 4acTH JIOKYMEHTa

CocTtaB uH(pOpMAaIIH : OMPEENIIeT MECTO XPAaHEHUS
JIOKYMEHTA TI0CIIE 3aBEPILICHUs pabOTHI C HUM
OcoGenHocty oopmIIeHHUS : BKIItoUaeT: cioBa "B neno",
WHJICKC JIeJIa 0 HOMEHKJIAType 1€, B KOTOpOe
MOMeNIaeTcs JOKYMEHT Ha XpaHEHHUE, C YKa3aHUEM To/ia,
JOJDKHOCTH JIUIa, 0()OPMHBIIIETO OTMETKY, MOIIHUCH,
nmatel. B nemo N 01-18 3a 2016 r. 3aB. oTneinoM
KoprnopaTtuBHbIX poekToB [loamnucek [lata OTmeTka o
HaIpaBJIEHUN JOKYMEHTA B JEJI0 MOKET JOTOIHATHCS
KPaTKUMU CBEJICHUSMH O XapaKTepe UCTIOTHEHUS
JIOKYMEHTA.

[IpuMeuanus : IPOCTABISIETCS UCTIOTHUTEIIEM,
YKa3aHHBIM B PE30JIIOLIMH WIIM HaYaIbHUKOM
CTPYKTYPHOTO ToJipa3fiesieHus (B ClIydae OTCYTCTBHS
TJIaBHOTO UCTIOTHUTEIS).

[Tpumep:

B neno N 01-18 32 2016 r.

3aB. OTJEJI0M KOPITOPATHUBHBIX MTPOCKTOB

IToamuce Jata

2. Homep cTpaHHIIbI HAHOCUTCS Ha. ..
1. BepxHeM I10JIe JIUCTa OCepEANHE

3. KOHTPOJIbHAS PABOTA Ne 1 «PEKBU3UTbI»
BAPUAHT Ne 7
1. Onumure npasuiia 0hOpMIICHHUS CIEAYIOMINX
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PEKBHU3UTOB:

Ne 4, No 17, Ne 27.

2. B kakoii mociieioBaTeIbHOCTU JOKHBI ObITh
pacmooKeHbl HANMEHOBaHMSI B OJTaHKE MUChbMa (prnaia
a?

1. OTKpBITOE AaKIIMOHEPHOE OOIIECTBO

2. (OAO «CubnedTb»)

3. @unuan B r. XaHTbl-MaHCcHIICK

4. Hedrsnas kommanust «CHOHEDTHY.

Otgert: 1. PexkBusur 04 - Koa ¢gopmbl JokymMeHTa
IToJs10:xenne Ha O1aHKe - Pacnionaraercs B paBoM
BEPXHEM yTi1y pabouero moJyis JOKyMeHTa

CocraB undopmanuu - [Ipocrasnsercs Ha
YHUPHUIIUPOBAHHBIX (popMax TOKYMEHTOB B
cooTBeTcTBUH ¢ OOIIepOCCUIICKIM Ki1acCu(PUKAaTOPOM
ynpaieHueckoi fokymeHTanuu (OKY /1) unmn
JOKaJbHBIM KJIACCH(PHUKATOPOM

OcobennocTu oopmiienns:

Cocrout u3 cios "®opma 1mo" (HAMMEHOBaHHUE
Kiaccupukaropa) u mudpoBoro Koja.

[Ipumep - ®opma no OKVY 1 0211151

PexBu3ur 17 -3aro/ioBok K TEKCTY

IoJi0:xenne Ha 61anke - Odopmitsiercs Mo
pexBusutamu Onanka (10,11,12,13) cneBa, oT rpaHuUILIbI
neBoro mnois. B ykazax, HOCTaHOBIICHUSX, PEIICHUSX,
MIPUKa3ax, U3/1aBa€MbIX OpraHaMH BJIACTH, 3aT0JIOBOK K
TEKCTY MOXKeET 0(pOPMIIATHCS HaJl TEKCTOM IOCepeNHE
paboyero nosst TOKyMEeHTa U HEHTPUPYETCs
OTHOCHUTEJIBHO CaMOH IJIMHHOW CTPOKH.

Cocras uHopmanum - KpaTKoe cofiepKaHHUe
JOKYMEHTa

OcobennocTu oopmiieHus:

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

- mpuka3 (0 ueM?) 0 CO3/1aHUU ATTECTALlMOHHOMN
KOMUCCHH;

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

- MUCHMO (0 ueM?) 0 Mpel0CTaBICHUU HH(POPMAIUH.
IIpuMeyanus - 3aroJ0BOK K TEKCTY MOXKET HE
COCTaBJIATBCS, €CIIU TEKCT JOKYMEHTA HE MPEBBIIIAET 4 -
5 cTpok

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

CocraB undopmanuu - Ciry)XuT 1J1s1 TOATBEPKICHUS
(akTa MoCTyIIeHUsI JOKYMEHTa B OPraHU3aI1I0
Ocobennoctu oopmiieHus:

Bxurouaer: cioBo "BepHo"; HaMMEHOBaHUE IOJKHOCTH
JIU1A, 3aBEPUBILET0 KOMUIO; €ro COOCTBEHHOPYUYHYIO
MIOJIMTUCh; PACIIM(PPOBKY MOAMUCH (MHUIIUAIIBI,
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(hamMuinio); aTy 3aBepeHUs KOMHUH (BBITTUCKH U3
JIOKYMEHTA).

Bepuo Uucniektop ciryx0s1 kaapos [Toamucs 1.0.
®amunus Jlata

Ipumeuyanus - OTMETKa O IOCTYIUICHUU TOKYMEHTa
MOXET MPOCTABIATHCA C MOMOIIIBIO IITaMIIa.

2. 1,4,23.

YMeth: paboTaTh ¢ nHpOpMaIUEH,
NPEJOCTABIATh €€ B YAOOHOM JUIs
BOCIIPHSITHS BUJIC

1. KOHTPOJIBHASA PABOTA Ne 1 «PEKBU3UTbI»
BAPUAHT Ne 2

1. OnumuTe npaBuia oGOpMIICHHS CIEAYIOLUIIX
PEKBH3UTOB:

Ne 9, No 15, Ne 21

2. Kakue ycTaHOBICHBI CTaHAaPTHBIC ()OPMBI OTAHKOB
JIOKYMEHTOB?

1. A4 u AS

2. ASu A3

3. Tonbko A4.

Otsert: 1. PekBu3ut Ne 9

Haspanwue pexBusuta: HaumenoBanue Buia JOKyMeHTa
Pacmonosxxenne pekBu3nTa (MOJI0XKEHUE Ha OJIaHKE):
Pacrnionaraercs moa pekBU3UTaMH aBTOpa JOKYMEHTA C
BBIPAaBHUBAHHUEM I10 LIEHTPY

JlaHHBIN PEKBU3UT yKa3bIBAECTCS HA BCEX JOKYMEHTaX 3a
HCKJIIOUEHHUEM JIETOBbIX (CIIy>)KEOHBIX) MMCEM U IUILETCH,
KaK MpaBUIIO, 3aTIaBHBIMU OYKBaMH.

Pocapxus

denepaibHOE OIOHKETHOS YUPEIKICHHE
"Bceepoccuiickuii HayuHO-HCCIEI0BATENbCKIUIT HHCTUTYT
BeToBOACTBA"

(Buuum HIT)

ITPUKA3

PexBusut NelS.
Ha3Banue pexBusura- agpecar
PexBu3uT BKIIIOYAET:

HanmMeHoBaHue oprann3alnny B UMEHUTEIIBHOM
MaJIexke

HanmMeHoBaHMe CTPYKTYpPHOTO MOAPA3ACICHUS B
MMEHHTEIILHOM TTaJIekKe

JIomKHOCTh, HHUIUATBI U ()aMUJIHIO B IaTEIIBHOM
MaJIexke

ITouToBBIl agpec
Pacnionoxenne pekBU3NUTa: MPOCTABISIETCS B BEPXHEH
MpaBoii YacTu JOKyMEeHTa (Ha OJIaHKe C yTIIOBBIM
PacCIOIOKEHUEM PEKBU3UTOB) MIJIH CIIPaBa 1Mo/
peKBU3UTaMH OaHKa (IIPH MPOJIOJILHOM PaCIONIOKEHUH
PEKBHU3UTOB OJIaHKA).
Hcnonb3yercs npu opopMIIEHUN AETOBBIX (CITYKEOHBIX)

14




MMceM, BHYTPEHHUX MHPOPMAIIMOHHO-CIPABOYHBIX
JTOKyMeHTOB. Tak jxe nepea hamuiineil 10IKHOCTHOTO
JIMIIA JOMTYCKAeTCs yIOTPeOIATh COKpaleHue "r-Hy"
(rocnoauHy), eciid agpecaTr My>K4uHa, win '"r-xe"
(rocmoske), eciu ajpecaT KCHIIUHA.

IIpumep:

000 «JlaBuna»
HauanpHuky oTnena npogax
r-uy Ilerposy M.A.

yTKWHA yIL., A.15,
r. Mocksa 176540

PexBusur Ne21

HasBanue pexBusura: Busa.

PacnionoxxeHue: B JOKyMEHTax, MOAJUHHUKU KOTOPBIX
XPaHATCS B OpraHU3aliy, BU3bl IPOCTABIISIIOT HA
MIOCJICIHEM JIUCTE TOKYMEHTA 10/ MOJAIKUCHIO, Ha
000poTe MOCJIEAHErO JICTA MOATMHHUKA JOKYMEHTA UIIH
Ha JINCTE COIJIaCOBaHUs (BU3UPOBAHNUSA), IPUIAraéMoM K
JOKYMEHTY. B ncxonumx qo0KyMeHTax BU3BI
MIPOCTABJISIIOTCS Ha SK3EMIUISIpax JOKYMEHTOB,
IIOMEILAEMBIX B JIEJI0.

Bu3a cBueTeNnbCTBYET O COMIACHM UM HECOTIACHH
pabOTHHUKA C co/Iep)KaHUEM IIPOEeKTa JOKyMeHTa. Bu3oii
oopmiIsieTcss BHYTPEHHEE COTJIACOBAHHE JTOKYMEHTA.
Bu3sa Bkito4aeT JOKHOCTS JIMLA, BUBHPYIOLETO
JIOKYMEHT, MOJIUCh, pacilin(ppoBKY MOANHCH
(uHUIMANBL, (aMUITUIO) U 1aTy BUHPOBAHUS

[Tpumep:

3aB. OTZIEJIOM KaJIpOB

[Tognuce A.B.I'epacumos

15.09.2021

[Ipu Hanuuuu 3aMeyaHMil MO JOKYMEHTaM BHU3Y
0(OpMIISIOT:

3amMeuaHusi IPUIIAraoTCs

3aB. OTZEJIOM KaJIpOB

[Toamuces A.B.I'epacumoB

15.09.2021

2. Kakue ycTaHOBJIEHbI CTAHAAPTHBIE (hopMBbI
0JIAaHKOB JOKYMEHTOB?

1. A4 u AS

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

1. Onummure npasuiia 0HOPMIICHUS CIEAYIOMINX
PEKBHU3UTOB:

Ne 10, Ne 16, Neo 25,
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2. JleBoe moJie JOKyMEHTa JIOJKHO OBITh HE MEHEE
1.20 MM
2.30 MM
3. 10 mm

Otget:1. PexBusur 10 JlaTta 1okymeHTa
Pacrnionaraercs moa HauMeHOBaHHEM BHJIA TOKYMEHTa
WJTU CIIPAaBOYHBIMU JaHHBIMH. BripaBHUBaHUE BCeTa OT
JIEBOTO MOJSI.
Ecau 510 nmucbma Uit mpuKasbl, TO CTABUTCS AaTa
MOATBEPKICHUS WK yTBepKAeHUs. ECiu mpoTOKOIIbI, TO
JaTa COOBITHS, €CTH COOBITHE TIPOUCXOAUT HECKOIBKO
IHEH, TO ABOIHAS J1aTa.
Ecnu nokyMeHThI, U3IlaHHbIC ABYMS UK OoJiee
OpraHMu3alMsIMH, TOJKHBI UMETh €IMHYIO 1aTy. DTO
MPaBUIIO B OCHOBHOM TOJIBKO JIJIsi JOTOBOPOB.
[TocnenoBarenbHOCTh: J€Hb, MECAL, TOA
Nmeetcs nBa criocoba ohopMIIeHUS TaThI:
[udposoii: pazaenenabiMu Toukoi: 16.03.2021;
CnoBecHO-1Iu(pOBBIM criocobom: 16 mapra 2021rT.

PexBusut 16 I'pud yrBepxaenus
[IpocTraBsieTcst B mpaBOM BEPXHEM YIIIy Ha TIEPBOM
JIUCTE, BEIPABHUBAHHUE T10 JIEBOMY Kparo.
CraBuTCSs HAa JOKYMEHTE B CIIy4ae €ro YTBEPKIACHUS
JOJKHOCTHBIM JIMIIOM, PACIIOPSAIUTEbHBIM IOKYMEHTOM
WJTU PEIICHUEM KOJUJIETHAIbHOTO OpraHa.
Heckonbko BapuaHTOB (POPMYITHPOBKU:
1) IIpu yTBepKI€HUH TOKYMEHTA JOKHOCTHBIM JIUI[OM

VTBEPXJAI, HaumMeHOBaHUS JOJDKHOCTH JIMIIA,
YTBEPKIAIOIIETO JOKYMEHT, €T0 MOIUCH, HHUITUAJIOB,
(dbaMuInK U AaThl YTBEPKICHUS.
[Tpumep:

VTBEPXJIALIO

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

2) [Ipu yTBEp>KI€HUH TOKYMEHTA PACTIOPSIUTEIbHBIM
JIOKYMEHTOM

YTBEPXJIEH, cormacoBanHoro ¢
HaMMEHOBAaHMEM BHJIAa YTBEP)KIaEMOTr'0 IOKYMEHTA,
HaMMEHOBAaHMSI PAaCHOPSAUTEIHLHOTO JOKYMEHTA B
TBOPUTEIBLHOM IAJEKE, €T0 1aThl, HOMEpA.
[Tpumep:

YTBEPXEH

npukazom OO0 «Betep»
ot 16 mapra 2021 r. Ne106
3) [Ipu yTBepkaAeHUH JOKYMEHTA KOJIJIeTnaibHbIM
OpraHoM

HauMEHOBaHME OpraHa, peleHueM KOTOPOro
YTBEP)KJCH JOKYMEHT, JlaTa U HOMEep MPOTOKoJA (B
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CKOOKax).
ITpumep:

YTBEPXIEHO
Coserom gupektopoB OO0 «Betep»
(mpotokoin ot 10.02.2021 Ne 05)

PexBu3ut 25 OTMeTKa 00 MCIIOJIHUTEJIE
[IpocrasnsieTcst Ha MOCIEIHEM JIUCTE JIOKYMEHTA Ha €ro
JIUIEBOM CTOPOHE OT JIEBOTO MOJIs, €CIM HET MECTa, TO Ha
000pOTHOM CTOPOHE BHU3Y clieBa. Eile BO3MOXKHO
odopMmIiIeHHEe HA HIKHEM KOJIOHTHUTYIIE, HO HIpudToM
MEHBIIIETO pa3Mepa.

Bxouaer @O ucnonautens, Homep ero tenedoHa.
Taxoke oTMeTKa 00 UCTIOJTHEHUU MOXKET COACPIKATh
HAaUMEHOBAHHUEM JIOJKHOCTH, CTPYKTYPHOTO
MOAPAa3ACIICHUS] U SJICKTPOHHBIM aJIPECOM HUCTIOTHUTEISL.

ITpumep:
Komaposa Hanexna FOpbeBHa, 3amecTurenb

T'CHECPAJIBHOI'O AUPEKTOPA,
+7(495) 924-45-67, KomarovaNY @mail.ru

2. JIeBoe moJie JOKyMeHTa JIOJKHO ObITh He MeHee 20
MM.

OnucaHue MKaJbI OlleHUBAHUS

Oyenka: 5
Huorcnuii nopoe svinonnenus 3adanus 6 npoyenmax: 10
Onucanue xapakmepucmuxu evlnoanenus 3Hanus: O1eHKa "0TINYHO" BBICTaBISETCS €CIIH 3aJaHue
BBITIOJIHEHO B MOJHOM 00BhEME HJIM BBITTOTHEHO MPEUMYIIIECTBEHHO BEPHO

Oyenka: 4
Huoicnuti nopoe evinonnenus 3aoanus 6 npoyenmax.: 60
Onucanue xapaxmepucmuxu evinoaneHus snanua: OueHKa "XopoIo" BbICTABIIAETCS €CIIN
OOJIBITMHCTBO BOIIPOCOB PACKPBITO. BBIOPAHO BEPHOE HAIIPABICHHE JJIS PEIICHUS 3a1a4

Oyenka: 3
Huodicnuii nopoe sévinonnenus 3aoanus 6 npoyermax: 50
Onucanue xapaxmepucmuxu ebinoaneHus snanus: OueHka "yIoBIETBOPUTENBHO" BBICTABISETCS
€CIIH 3a/IaHue MMPEUMYIIECTBEHHO BHITIOJIHEHO

Oyenka: 2
Onucanue xapaxmepucmuxu evinoineHus sHanus: OTNeHKa "HeyIOBISTBOPUTENLHO" BEICTABIISCTCS
€CJIM 33JITaHUE BBITOJIHEHO HEBEPHO HJIU MPEUMYIIECTBEHHO HE BBITOJTHCHO

KM-3. Oprasu3auyoHHO-pacCOPSIANTENbHAS JOKYMEHTALMS

®opmbl peanuzanuu: buners! (MMcbMeHHBIH 0npoc)
Tun KOHTPOILHOTO MeponpuaTHs: TecTupoBaHue
Bec koHTpOBbHOrO Meponpustusi B BPC: 15
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IIpouenypa mnpoBegeHMsl KOHTPOJBLHOr0 Meponpustus: I[IpoBoauTcs Ha MNPaKTHUYECKOM
3aHsaTuM. PacduetrHoe Bpems - 15 munyrt. KonumuectBo BapuaHTOB - 4. KonM4ecTBO TECTOBBIX
BOIIPOCOB B BapHAaHTE - 6.

Kparkoe conep:kanue 3aanus:
PaGora OpUCHTHPOBAaHA HA 3HAHUA T'PYIIII U BUAOB JOKYMCHTOB, BXOJAIINX B CUCTCMY
OpraHU3aIMOHHO-PACTIOPSAUTEIBHON JOKYMEHTAIMH, HA 3HAHHE COCTaBa PEKBU3UTOB KaXJIOTO
KOHKPETHOI'0 JJOKYMEHTa M 0COOCHHOCTEH ero ohopMIIeHHs; Ha 3HAHHUE OCOOCHHOCTEH S3bIKa U
CTHJISL CITY)KEOHBIX ITHCEM; OCOOCHHOCTEW COCTaBJICHUS! K OPOPMIICHHSI aKTOB, TPOTOKOJIOB,
CJIy>Ke6HBIX, JOKJIaAHBIX U 00BACHUTENBHBIX 3aIIUCOK

KoHTposibHbIe BONPOCHI/3aJaHUA:

3uate: IlpaBwia co3ganuss U 1.Ha Gnanke nmpukasza 1o OCHOBHOM J€SITEIIbHOCTH
OopOpMIICHHUST Pa3IUYHBIX BHUJIOB 00s13aTeNTLHO MPUCYTCTBYET PEKBU3HT
OpraHU3aIMOHHOH, a) Ha3BaHME BHUJIA IOKYMEHTA
pacnopsaIuTENbHOM, 0) rpud yTBepKICHHS TOKYMEHTA
WH()OPMAITMOHHO-CIIPABOYHON U B) Tpu COrIacoBaHus JOKyMEHTa
KaJIpOBOM IOKYMEHTAIINH T') IPUJIOKEHHE

OtgeT:a)

2.B pacniopsauTeabHBIX JOKYMEHTaX (PUKCUPYIOTCS
CJIEYIOILHE BOIPOCHI
a) CeneHMsl, HEOOXOAUMBIE [T IPUHSTUS
pereHus
6) CripaBouHbIE CBEJICHUS
B) Pemienus u ykazaHus 1o uX BBITOJTHEHUIO
r) CBenieHus 0 pe3yibTaTax AesaTelbHOCTU
OrtgerT: B)
3.B cucremy opraHu3aliOHHO-pacIOPIUTEIbHON
JOKYMEHTAIIH BXOJST CIIEIYIOIINE TPYIIITBI TOKYMEHTOB
a) CripaBoYHO-MH(OpMaAIIMOHHBIE
6) oroBopsl
B) OpraHu3zaioHHbIE
r) ®uHaHCOBO-OyXranrepckue
1) PacniopsinutensHble
Ortger: a), 6), B), 1)
4.K opraHu3allMOHHBIM JOKYMEHTaM OTHOCSTCS
a) ycTaB
0) TOJOKEHHUS
B) IOCTAHOBJICHHUS
I') MpaBWia BHYTPEHHETO TPYAOBOTO pacropsKa
1) pacriopsbKEHUs
OrtgeT:a), 6), T)
5.K pacniopsauTenbHbIM TOKYMEHTaM OTHOCSTCS
a) IpHUKa3bl
0) crnpaBku
B) MOCTAHOBJICHUS
I') aKThl
1) peuieHus
Otsert: a), B), 1)

Onucanue MKAaJIbl OIeHNBAHUS :
Ouyenka: 5
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Huodicnuii nopoe svinonnenus 3aoanus 6 npoyermax: 10
Onucanue xapakmepucmuku btnoanenus 3uanus.; OueHka "oTIMYHO" BBICTABIISIETCS €CIIU 3aJJaHUE
BBITIOJTHEHO B MOJIHOM 00'bEME WIIH BBITIOHEHO MMPEUMYIIIECTBEHHO BEPHO

Ouyenka: 4
Huodicnuii nopoe svinonnenus 3aoanus 6 npoyenmax: 60
Onucanue xapakmepucmuku ebtnoanenus 3uanus. OueHka "Xopomio" BbICTABISAETCS €CIIH
OOJIBIIMHCTBO BOIIPOCOB PACKPHITO. BRIOPAHO BEPHOE HAMPABICHUE JUIsI PEIICHUS 3a/1a4

Ouenxa: 3
Huoicnuii nopoe svinonnenus 3aoanus 6 npoyermax: 50
Onucanue xapakmepucmuku ebtnonenus 3uanus. OueHka "yJ10BICTBOPUTEIHHO" BBICTABIISETCS
€CJIM 3aJJaHuE PEUMYIIECTBEHHO BHITIOJIHEHO

Ouenka: 2
Onucanue xapaxmepucmuxu evinoinenus snanus: ONeHKa "HeyIOBICTBOPUTEIILHO" BEICTABIISCTCS
€CIIM 3a/IaHUE BBITIOJTHEHO HEBEPHO MJIM MPEUMYIIECTBEHHO HE BBITOIHEHO

KM-4. HaiiTn o1uu0Ku B JOKyMeHTe

®opmbl peaju3anum: buiersl (MMCbMEHHBIM OIPOC)

Tun kouTpoabHOro Meponpusitusi: KonrpossHas padora

Bec konTposbHOro meponpustusi B BPC: 30

IIpouenypa mnpoBegeHMs KOHTPOJBHOIO MeponpuaTHsa: [IpoBoauTcs Ha NIpPaKTUYECKOM
3ansTuu. PacuetHoe Bpems - 45 munyr. KommuectBo BapuanHTOB - 6. KosmyecTBo BOIPOCOB B
BapuaHTe -1

Kpatkoe cogepxxanue 3agaHusi:
B pabote npoBepstoTcs yMEHHS COCTaBIATh U OOPMIISITh PA3TUYHBIE BUIbI
pacIopsSIANTENBHBIX M HHPOPMAIIMOHHO-CITPABOYHBIX JIOKYMEHTOB

KoHTpoJibHBIC BONIPOCHI/3aJaHHA:

YMeTb: COCTaBIIATH OCHOBHBIE 1. BAPUAHT 1

BU/IBI OpraHu3alMOHHO- Kak 6yoem gvicnadems smom 00OKymenm, cOCmaei1eHHblil
pacrops,ANTEIIbHBIX u ¢ coontodenuem ecex mpeoosanuii?
CHPaBOYHO-MH(POPMALIMOHHBIX

JOKYMEHTOB

ITPUKA3 no 3akpeiToMmy AKnuonepaomy OomecTBy
«Poccuiickas nymnuHa» (CoBeT JUPEKTOPOB)

09 cents6ps 2013r

Nel7

Ha ocHoBanuu koopaunannonHoro miana ot 03.09.13, 4,
npencenarenb copeta 3A0 «Poccuiickas mylHUHAY,
MIPUKA3bIBAI0 HA3HAYUTh OTBETCTBEHHBIM IIPEICTaBUTEIIEM
3AO0 Ha aykuuone E.B. BacunseBa. EMy HeoOxoaumo
MOATOTOBUTH NPEUIOKEHUS 110 COCTaBY JEJIErallui U
npeacTaBuTh Ha paccmorpenue Cosery ao 15.10.13.
CmupHoBy JI.B. 1OArOTOBUTH YTOUHEHHBIN aCCOPTUMEHT
MYIIHBIX U3JIEIUNA, TOJIB3YIOIINXCS HAauOOJIBIIUM CIIPOCOM,
U IIpeJCcTaBUTh Ha paccMoTpenue Cosety 1o 15.10.13.
I'enepanbHBII AUPEKTOP

Jlan ' K.

OTtBeT: MeTOAMYECKHE PEKOMEHAAIUH

ITpukassl opopMIIsIFOTCS Ha 001IeM OJIaHKe TPEANPHUSITHS
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WY Ha OJIaHKE TPHUKa3a.

[Ipuka3 BKJIFO4YaET BCE BO3MOKHBIE PEKBU3UTHI: ATy,
HOMED, YTBEPKACHUE, HA3BaHUE BUJA JOKYMEHTA, TEKCT,
MOJIHCh, TPU(} COTITACOBAHMS, BU3Y COTIIACOBAHUSI.
[Ipuka3pl 1O OCHOBHOM 1€ATEIBHOCTU HYMEPYIOTCS U
BEYTCS OTAEIBHO OT IIPUKA30B I10 JUYHOMY COCTABY.
[Ipuka3 qomKeH UMETh 3arojIoBOK, OTBEYAKOLIMN Ha BOIIPOC
«0 ueM?» («O peopranuszaly NpeaAnpUsTUI»,
HeponyctuMo — «IIpukas no npennpusturo», «llpukasz
TEHEPAIBHOIO JUPEKTOPAY).

TekcT mpukasa COCTOUT U3 IBYX YacTeH:

- KOHCTaTUPYIOLLEH;

- pacropsIAUTENIbHOM.

B xoHCTaTHpYIOLIEH YaCTH YKa3bIBAIOTCSI OCHOBAHUSA JJIS
W3/1aHus IpUKa3a (HOPMATUBHbIE IOKYMEHTHI, PEIICHUS
CoBerta TUpPEKTOPOB, MPOU3BOICTBEHHASI HEOOXOIUMOCTH ).
TekcTt HaunHaercs cnoBaMu: «B cBa3u...», «B
COOTBETCTBUHU...», «B mensax...», «ud...».
PacniopsiutenbHas yacTb HAUMHAETCS CJIOBOM
«ITPUKA3BIBAIO», nanee nuiyT «KOMy», «4TO CAEHATbY,
«J10 KaKoro uucia». Eciau nopydeHue uCroJHUTENIO 1aeTCs
[IOCTOSIHHO, TO CPOK UCIIOJIHEHUS B PUKA3€ MOXKET
OTCYTCTBOBATb.

Tekcr nmpukasza AeNUTCA Ha MYHKThI, KaXAbI MYHKT
HAUYUHAETCSA C KPACHOM CTPOKH.

Haubonee pacnpocTpaneHHbIE CI0BA PaCTIOPSIAUTEIHHON
4acTU: NIPUKa3bIBa0, OPIraHU30BaATh, 00ECIEUUTD,
MOATOTOBUTH, COCTABUTh, IPOBECTU, BBECTH B JICUCTBUE.

B nocnenHem nmyHKTe yKa3bIBaeTcs JUIO WIH CTPYKTYPHOE
MO/Ipa3JIeJIEHNE, OCYIECTBIISIOLIEE KOHTPOJIb 3a
BBIITOJIHEHUEM JIAHHOTO IpHKa3a. Eciy Takoi IMyHKT
OTCYTCTBYET, TO KOHTPOJIb OCYIIECTBIISIET PYKOBOJAUTEID
MPEANPUITHS JIMYHO.

Ecnu mpukas BBOJUT B IeHCTBUE KaKue-THOO TOKYMEHTHI
(MHCTPYKIINH, TPaBUIIa, IOJOKEHUS), TO OHU OPOPMIISIOTCS
B BU/JIE TIPUJIOKEHUS K TTPUKa3y (B IPaBOM BEPXHEM YTy
npukasa craButcs: «lIpunoxenune k npukasy ot 01.09.2008
Ne 7»).

[Tocne cocraBieHus TeKCTa MpUKa3a HEOOXOIMMO MTPOBECTU
€ro COIIaCOBaHUE U MOANNCAHUE.

2.BAPUAHT 2

Haiumu oumuodku 6 0okymenme

AKIMOHEpHOE 00IIECTBO 3aKPHITOTO

TUIA «YTBEpKIAI0»
«apusi»

Hupekrop Ilerpos N.IO.

08 cents6ps 2013
AKT
12.10.13r.  Nel3

20




MockBa

OcHoBaHue npuka3 Ne 12 ot 10.09.13
CocraBiieH PKCIIEpTHOMN
KOMUCCHEH B cOCTaBe:

IIpencenarens HauansHuk otnena kaapos
Berpos N.N.
HiieHbl KOMHUCCHH Crapunii uacnextop OK

Bapnamosa WN.I'., momomnnk nncnekropa OK AdanacreBa
P.T.

Komuccus orobpana k yHUUTOKEHUIO, KaK yTPaTUBILNE
IIPAKTUYECKOE 3HAUYEHUE U B CBSI3U C HCTEUCHUEM CPOKa
XpaHEHUs, CIEAYIOIUE TOKYMEHTBHI:

Toxprl KonuuecTso
TuIel TOKyMEHTOB
JOKYMEHTOB JOKYMEHTOB
IIpukasel 1o OCHOBHOI
1989 P 118
JIeSITeIbHOCTH
1990 CayxeOHble MUChbMa 569

I[OKYMCHTBI NU3MCJIBUCHBI U CAAHBI JIJIA YHI/I‘-ITO)KCHI/ISI I10
3aroTOBKE BTOPHYHOT'O CHIPHS 110 IPUEMO-CIATOYHOM
"axaamuoit ot 10.10.13.

Hauvaneauk otaena kaapos
Berpos B.H.

Crapmmnii uacnexrop OK
Bapnamosa N.I'.

[Tomomauk nucnekTopa OK
Adanaceena P.T.
[TpunoxeHne: MpueMo-cIaTOYHAsT HaKIa THas

OtBet: MeTtoanyeckie peKOMEeH/1aluu

IIpaBuia cocraBiieHHd aKTa:

1.  AxThl oopMIIIOTCS HA 00IIeM OJIaHKe (BHYTPEHHHUE),
€CIIU COCTaBIISICTCS BHEIIHUHN aKT, TO Ha OJIaHKE J0JIKHBI
OBITH CIPABOYHBIE JaHHBIE 00 OpraHU3al1y.

2. AKT MOXET UMETh 3aroJIoBOK («AKT puemMa-repeiaun
JIOKYMEHTOBY).

3. Maroii akTa sBisieTcs JaTa COOBITHS (YTBEPKICHUS)
WM JaTa TOCIIeHEeW TIOIIICH, HallpuMep, KOoTaa
COCTAaBJISIETCS aKT IIpUeMa-cauu paboT, MOAMUCHIBAEMBII
JIBYMSI CTOPOHAMH.

4. Bo BBOAHOI YacTH aKTa yKa3bIBa€TCsi OCHOBAHUE €TI0
COCTaBIICHUS (HAIpUMep, CChIIKA Ha JJOKYMEHT, Ha KaKHe-
60 (akThl, COOBITHS, NEHCTBUA).

5. Jlanee yka3bpIBaeTcs COCTaB KOMHCCUU: (haMuUIus,
MHUIMAJIBI TIpeICeaaTeNs U YJIeHOB KOMUCCUH B
as(paBUTHOM NOPSKE, MPU HEOOXOAMMOCTH YKa3bIBAIOTCS
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JOJDKHOCTH, (PaMUJTMU M HHUITHAJIBI TTPUCYTCTBYIOIIHX.

6. B oCHOBHOM YacTH aKTa U3JIAral0TCs LENH, 3a0a9 U
CPOKH IIPOBEICHHON KOMHUCCHUEH PabOThI, €€ Pe3yIbTaThl
(BBIBOJIBI, 3aKJIFOUECHHUSI, IPEIOKEHUSA).

7. TekcT akTa MOKET HMETh ITYHKTHI, MMOAIMYHKTHI HJIH
UMeTh TaOIUYHYI0 hopMy.

8. Tlocne TexcTa U OTMETKH O TIPHIIOKEHUHU YKa3bIBAIOTCS
CBEJICHUS O KOJMYECTBE IK3EMIUIAPOB AKTA, O MECTE UX
HaXOXJCHUS WIH aipecaTax, KOTOPbIM OHU OTIIPABJICHBI.

9.  AKTHI HOAMNKUCHIBAIOTCS BCEMU JIULIAMH,
MPUHUMABIIIMUMH YYaCTHE B €r0 COCTaBJICHUM, IPUYEM B TOM
K€ MOCIEN0BATEIbHOCTH, B KOTOPO OHM yYKa3aHbl B Hayaje
akTa. Eciu yka3bIBaloTCs JOJKHOCTH COCTaBa KOMUCCHUH,
TO MOAIUCH CTABATCS B UEPAPXUUECKOM MOPSJIKE.

10. AKTBI 4acTo yTBepkaaroTcs (1o
MaTepHUaTbHBIM, (PUHAHCOBBIM U JIP. BAXKHBIM BOIIPOCaM).
11. [Toanuck 0 TOM, YTO aKT HAIPABJICH B

JIeJI0, CTAaBUT HAYAJIbHUK MOAPA3/ICIICHUS, B KOTOPOM
JAHHBIN aKT UCTIOJIHSIICA, JTMOO0 TIpece1aTeNlb KOMUCCHH.

3.BAPUAHT 3

Hcnpasvme npomoxon, coonwoan ece mpedosanus
cocmaenenusn u 0Qpopmaenus 0aHH020 OOKyMeHma

00O «Asepc»

ITPOTOKOJI
14.03.20 Ne45
3acenanus CoBeTa JUPEKTOPOB

[Ipencenarens: A.b. FIBaHOB

Cexpetapb: C.M. IlerpoBa

ITpucyrcrBoBanu: C.C. Cunopos A.IL. I'paues, M.A.
Ky3smun, P.M. SkoBneBa.

IloBecTka nH4:
OtyeT o paboTe npeanpusaTua 3a lll KeapTan.
Bonpoc o cny»xbe oxpaHbl.

1. CJIVIOAJIA:

P.M. fIxoBneBy (rnaBHOro Oyxrainrepa) — 3auuTaH
(UHAHCOBBIN OTYET 32 OTUYETHBIN MEPHO.
BBICTYIINJIA:

A.b. IBaHOB — yKa3aj Ha HEJJOCTaTOYHBIA POCT
MpUOBUIH MO CPAaBHEHUIO C 3aIlJIAHUPOBAHHOI.

A.Il. I'paueB — npeaIoKnUi HAHATh JOMOIHUTEIBHO 15
COTPYJIHHUKOB JJIs1 BBIMOJIHEHUSI 3aIJIAHUPOBAHHOTO 00beMa
pabort 3a roa.

ITOCTAHOBUJIN:
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1.1  VrtBepauts Oyxrantepckuii 6ananc 3a Il kBapTan.
1.2  TlpussTth Ha paboty 15 COTpYIHHMKOB.

2 CIIYIIAJINA:

M.A. Ky3pbMHHa — OTYET O COTPYAHUYECTBE C YACTHBIM
oxpanHbIM npeanpustaeM (HOIT) «Coxomny.
BBICTYIINJIN:

C.C. CunopoB — OTMETHIT BEICOKOE Ka4eCTBO pabOThI
YOIIa, npenoxui NpoJoKUTh COTPYIHUYECTBO C
YOIIom «Coxoi».

I[TOCTAHOBUJIN:
2.1  mpononruposats goroBop ¢ YOIlom «Cokom» Ha
CHEAYIOLIUI TO/I.

[Ipencenarens NOONUCH A.b.
HBanoB

CekpeTtapb NnOONUCDH C.M.
ITerpoBa

OrtBer: MCTOANYCCKUC PCKOMCHOAINN

Oco0enHocTu ogopMiIeHHUs POTOKOJIA:

1.  CocraBusiercs Ha oOIeM OJIaHKE WITM Ha YHCTOM
nucTe Oymaru, Ha KOTOPOM YKa3bIBaeTCsi HAMMEHOBAaHUE
Buaa qokymenta — «[IPOTOKOJI».

2. OO0s13aTENbHBIMU PEKBU3UTAMH MPOTOKOJIA SBIISIOTCSA:
HauMEHOBaHME OpraHU3alluy, Ha3BaHUE BU/1A JJOKYMEHTA,
JaTa 1 HOMep IPOTOKOJIa, 3ar0JIOBOK K TEKCTY, MOIMHUCH.
JlonoIHUTENbHBIMU PEKBU3UTAMU IIPOTOKOJIA SIBIISIFOTCSL:
HaMMEHOBaHME CTPYKTYPHOTO MOipa3ieieHus, rpud
YTBEPKIACHUS, OTMETKA O HAJIMYUU MPUIIOKEHUI, MECTO U
BpeMs IIPOBEICHUS 3ace/laHusl, (HaMuIns 1 UHUIHAIIbI
Mpe/iceaaTeabCTBYIOIIEr0 Ha COBEILIaHUY, 3aCe/laHnH, /1aTa
MOJIMMCAHUS TIPOTOKOJIA, CIOCO0 T0JI0COBaHMS (OTKPBITOE,
TaifHOE, 3209HOE).

3. JlaToii mpoToKoOJIa SBISIETCSA JE€Hb IPOBEACHHUS
MIPOTOKOJINPYEMOTO COOBITHUS (3acCe/IaHNs, COBEIIAHUS U
T.11.). Eciii OHO IpoA0iKaioch HECKOJIBKO THEH, TO uepes
TUpPE YKa3bIBAIOT JaThl Hauala U OKOHYAHUS 3aCeaHMUsl.
Hanpumep, oopmiienue 1aTsl 3aceiaHus,
npogokasmrerocs asa aasi: 04.05.2012 — 05.05.2012

W 03 — 04 mas 2012 r. lata pacnionaraercs
OJTHOM CTPOYKOIl HMKE Ha3BaHUS BUJA IOKYMEHTA WM HaJ|
CMeLMANTbHON OrpaHUYUTENbHON TMHUEH B 0011eM OIaHKe.
4. Homepom npoTokoiia sBisieTcst NOPSAKOBBIA HOMED
3acejaHus KOJIJIETHAJIbHOIO OpraHa B Ipejaesnax
KanenaapHoro roja. Ilpu opopmnennn Homepos ¢ Nel o 9
HE00XO0AMMO UCIOIB30BaTh MUHUMYM JBa 3HAKA.
Hamnpumep, «Ne 01», «Ne 07». Homep nporokona
oopmIsieTcst Ha TOM ke CTPOKE, YTO U Jara.

o. B 3aronoBke yka3bIBaeTCsl HA3BaHUE
KOJUIETMAJIbHOTO OpraHa WK 3aceaHusl, KOTOpoe
COTJIacyeTcsl C Ha3BaHMEM BHJIA IOKYMEHTA, HampHuMep:
ITPOTOKOJI (uero?) 3acenanust CoBeta JUPEKTOPOB.
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3aronoBok ohopMIISETCS OTHON-IBYMS CTPOKAMH HUKE
PEKBU3HUTA «MECTO COCTABIICHUSI WJIA U3IAHUS
00s13aTeNIbHO OT IPAHUIIBI JIEBOTO MOJIS WK HA IUIOIIAH,
OTMEYEHHOM B 0011IeM OJaHKe OrpaHUYUTEIbHBIMH
YroJIKaMH B JIEBOM BEpXHEM YIJy JTUCTa Oymaru.
6. TekcT mpoTOKOJIa COCTOUT U3 BBOJAHOW U OCHOBHOM
yacTei.
BBoaHas yacth opopmiiseTcs B clieayromei
MOCJIEI0BATEIHHOCTH:
IIpedcedoamens — haMWIIAs ¥ UHUITHAIIBI,
Cexpemaps — haMuIKs 1 UHUITUAIIBI;
Ilpucymcmeosanu: HaMuIIN U UHUATTAAIBI
MPUCYTCTBYIOIIUX COTPYIHUKOB B aji()aBUTHOM IMOPSIZIKE,
3aTeM JODKHOCTH M (paMUITNK MpUTIIAIeHHBIX. Ecin
MpUCYTCTBYIOIUX Oosiee 15, yka3piBaeTcs ux ooiee
KoJm4ecTBO. Ecnu ¢ ykazaHueM JI0JDKHOCTH, TO B MOPSIIAKE
yObIBaHus uepapxuu. Ecnu npucyrcrsoBanu 200 u 6onee
yeroBeK, To numercs — «110 dgenr., uro cocraBigeT 80%
o011ero Koau4yecTsa akiinoHepoB. CIUCOK mpujiaraercs
(cm. mpuit. Ne 1).»
damMuIMU ¥ MHUIHAIBI TPUTIAIICHHBIX JOKHOCTHBIX
JIU1, KOTOPBIE HE SBISIOTCS WICHAMH KOJIJIETHATBHOTO
oprasa, HO MPUCYTCTBOBAJIM HA 3aCEAaHUH, MEPEUUCTISIIOTCS
nocie cinoBa «lIpurnamenssie:». OHO opopmitsieTcs OT
TPAHMIIBI JIEBOTO TOJIS IBYMsI CTPOKAMHU HUXKE CJIOBA
«[IpucyrcTBOBaNIM:» U 3aKAHYUBACTCS IBOCTOUUEM.
JIOJIDKHOCTH 3THX JIUI] IPUHSITO YKa3bIBATh.
BBonHas yacTh NPOTOKOJIA 3aKAaHYMBAETCSI TOBECTKOM JTHSI.
[TepeyeHs BOPOCOB, BEBIHECEHHBIX IS OOCYKIECHUS,
odopmisercs nocine cinoB «[loBecTka AHs:», KOTOpBIE
pacroJiararoTcsi OT TPaHUIIBI JIEBOTO TOJISL IBYMSI CTPOKaAMU
HUKE COCTaBa MPUCYTCTBYIOIINUX U 3aKaHYMBAETCS
nBoetouneM. Kaxxprit Bompoc hopmynupyercs ¢
npennorom «O» unu «O6», oTBeyaeT Ha Bompoc «O uem?»
Y COJICPKUT yKa3aHHUE JTOJDKHOCTH, (DaMUITUU U MHUITAATIBI
nokiagunka. Bormpockl HymepyroTcst apadckuMu nudpamu,
pacroJiararoTcsi Mo CTEMEeHU UX 3HAYUMOCTH U
0 OPMIISIFOTCS ¢ KPACHOM CTPOKH.
OcHOBHas 4aCTh COCTOUT U3 Pa3/IeNIOB, COOTBETCTBYIOIINX
MyHKTaM MOBECTKU AHS. TEeKCT KaXJ0ro pasjiena CTPOUTCS
0 CXeMe:

CJIYIIAJIMA:

BBICTYIIWIN:

INOCTAHOBWJIA (PEIINJIN):
[Tocne nBoeToums Ha CIEIYIOIIEH CTPOKE ¢ ab3aia
MUITYTCS PaMUITHH U UHUITTAITBI BBICTYIIABIINX U YEPE3
THPE — KPaTKOE M3JI0KEHNE TEKCTA BHICTYIUICHH. Eciun
JOKJIaIYMK MPEIOCTAaBUII TEKCT CBOETO BBICTYIICHHUS , TO
MOCJIe TUPE YKA3BIBACTCS: «TEKCT BBICTYIIJICHUS
npunaraercs (npuioxxeHue 1)».
1. [TocranoBienus (peieHus) yka3plBaloTcs B
MIPOTOKOJIE TIOTHOCTHIO, T. K. SIBISIOTCSI HA0OJIee BAKHOM
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ero yactelo. [loctanoBIsIONIas 4acTh MOXKET
MOJIPA3IENATHCS Ha MTyHKTHI.

8.  Ecnu npoBoausIoCk rojocoBaHue M0 KaKOMY-I100
BOIIPOCY, YKa3bIBAKOTCS €TI0 pe3ynbTaThl («3A» - 15,
«[MTPOTUB» -3, «BO3JIEPXXAJIOCbH» - 1)

9.  Bce Bompocs K AOKJIAIYUKY ¥ BHICTYIHBILINM, a
TaK)Ke OTBETHI Ha HUX 3alHMCHIBAIOTCS B OPSAIKE UX
MOCTYIUJICHUS U O(OPMIIIOTCS C KPAaCHON CTPOKH.
damMunio JMIa, 3a/1aBLUIEr0 BOIPOC, AOMYCKAETCs He
yKa3bIBaTh.

10. TIlIportokon moamuckIBaeTcs mnpeaceaaTesieM u
cekperapeM. OHU IPOCTABIISIOTCSA HA OTPEAAKTUPOBAHHOM
Y CBEPEHHOM MpOoTOKOoJe. PacmonaratoTcst TpeMs-4eThbIpbMs
CTPOKaMHM HI)KE TEKCTa OT TPAHMULIBI JIEBOTO MO U
pasnensoTCs OJTHOM CTpokoh. B pacmmdpoBkax moamnucei
MHUIHMAJIBI PACOIararoTcs nepes GaMuInei.

11. B 0co00 BaXXHBIX CIy4asiX BBICTYIABIINE TOJKHBI
BU3HMPOBATH MPOTOKOJI, BU3bI IIPOCTABIISIFOTCS HA JICBOM
oJie TOKyMEHTa, Ha YPOBHE 3aIMCH BBICTYILICHUSL.

12. OrtnenbHbIE BUABI TPOTOKOJIOB (ITPOTOKOIBI
3aceaHusl TEXHUUECKUX, SKCIIEPTHBIX COBETOB, KOMHCCHH,
MIPOTOKOJIbI UCTIBITAHUNA U HEKOTOPBIE APYTHE)
YTBEP)KIAIOTCS PYKOBOIUTENIEM OpTraHU3aIuN M
BBIIIIECTOSIIIIETO OpraHa.

13. IIpoTokoiaM MpUCBaMBAIOTCS MOPSAKOBEIE HOMEpA B
npeeax KaJeHAapHOoro rojia OTACIbHO MO0 KaXA0W TpyIine
MIPOTOKOJIOB.

14. K npoTokosiaM NOAIIMBAIOTCS MPeICTaBIeHHbIE HA
paccMOTpeHHE MaTepHaIIbL.

15. TIpoTOKOIBI XpaHATCS MOCTOSIHHO.

4 BAPUAHT 4
Kak 6yoem eviensaoems 3mom 00KymeHm, ogpopmiaeHHulil
no écem npagunam?

OJINTA

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

Bonkory C.C.

Ten. (495)125 24 24 113251,
MockBa

21.12.20 14/1-2 yiL

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

VYBaxaemslii Cepreii Cepreesuu!

Ha Banry npocs0y 0 1ocTaBke ChIpbsi OTBEYAEM, YTO
yKa3aHHas OCTaBKa HE MOKET OBITh OCYIIIECTBIIEHA JI0
11.01.21.

HpOCI/IM Bac MOATBCPANUTD 1100 0TKa3aThCS OT IMOCTABKH.
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HcnonHuTENBHBIN AUPEKTOD
Bopoo6sera O.C.

OTBeT: MEeTOANYECKHUE PEKOMEHIAIIUU
Od¢opmiieHue peKBU3UTOB CJIYKeOHOr0 MUChMA

O0s3aTenbHBIMHE PEKBU3UTAMHU CIIY>KEOHOTO MHUChMa
SBJIIIOTCS: PEKBU3UTHI OJlaHKa (HAUMEHOBaHUE
OpraHu3alK, CIPAaBOYHBIC TaHHBIC 00 OpraHMU3alny, 1aTa
[IUCbMa, PErMCTPALMOHHBIA HOMEp, CChUIKA Ha J1aTy U
pEerucTpalMOHHBIM HOMEP IOCTYNUBILErO JOKYMEHTA),
azipecar, 3arojIoBOK K TEKCTY (IIp1 HE0OOXOAUMOCTH), TEKCT,
OTMETKA O HAJIMYMH [TPUIIOKEHHUS, IOJIIUCh, OTMETKA 00
UCIIOJHUTEIIE.

Ha 6nanke ciye0HOro nucbma MOKET IPUCYTCTBOBATD
n3o0pakeHue rep6a unu smMO1eMsl oprannsanuu. Hazpanue
Buja nokymenrta (IIMCbMO) He yka3biBaeTcs
(MCKJIIOUYEHNE — rapaHTUIHOE TUCHMO).

Jl1st cocTaBiIeHUs MUCEM UCIIOJIb3YETCs ClIeUalIbHBIN
0JIaHK [MCbMA, IJIe Ha3BaHUE BU/1A JOKYMEHTA HE
yKa3bIBaETCsl.

B 3aro0/10BO4HOM YacTH MHUCHLMA [1€YATAIOTCS CIEAYIOIUE
PEKBU3UTHI:

«I'ocynapcrBennnlii repd P®» nnu «I'epd cyobexta PD»
WIA «TOBAPHBII 3HAKY.

«HanmeHOBaHMe OPraHU3aAUMN» SBISIIOIICHCS aBTOPOM
JIOKYMEHTA.

«CnpaBo4Hble JaHHbIE 00 OPraHU3ALMM» BKIIOYAOT:
MIOYTOBBIN aapec, HoMmep TenedoHa, pakca (Homepa CUETOB
B 0aHKe, aJipec JIEKTPOHHOM MOUTHI U JIp.).

«/laTa tOKyMeHTa» - 1aTa €ro MOANMCAHHUS.
«PerucTpanMoHHBIN HOMeEP» - HOMEDP TOKYMEHTA,
IIPUCBaNBacMblil EMy OpraHU3alueil.

«CcpliIKa Ha perHCTPAllMOHHBII HOMEpP U AaTy
AOKYMEHTAa» - 3aIl0JIHIETCSA B TOM CIIy4dae, €CIU MUCbMO
SIBJIIETCS. OTBETHBIM.

«3aro/10BOK K TEKCTY» BKJIHOYAET KPATKOE COACpKAHHUE
JIOKYMEHTA. 3aroJI0BOK COTJIacyeTcsi C HAUMEHOBAaHUEM
BUJIa JOKYMEHTA (B JaHHOM cJy4ae MUCbMO), OTBEYAET Ha
BOIIPOC «O YyeM» («0 KOM»), HaunHaeTcs ¢ mpeaiora «O»
i «O6». Hanmpumep: «O cpokax nmoctaBku», «O06 yyactun
B BBICTaBKE».

B nuceMax 10KHBI OBITh MPAaBUIIBHO YKa3aHbl COCTaBHBIE
Y4aCTH PEKBU3UTA «ajpecaT» (Toirydaress mucbMa): pupma,
CTPYKTYpPHOE MO/Ipa3JeIeHNE, JOKHOCTb, IOUYTOBBIN aapec
MOJTy4aTes.

Ecnu nuceMo ogHOrO cosepskaHus HalpaBIIsIeTCs
HECKOJIbKUM ajJipecaTtaM, cCHadajla yKa3blBaeTcs ajipec
OCHOBHOTO MOJIy4aTess, 3aTeEM EPEUHCIIAIOTCS APYyTHE.
Ecam nokymeHT HampasiisieTcs 60oJiee 4eM 4eThIpeM
azipecaTam, COCTaBJISIETCS] CIMCOK PaCChUIKU U HAa KAKJOM
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9K3EMILIAPE YKa3bIBAETCS JIMILIB OJIUH a/ipecar, KOTOPOMY
HaIpPaBIIACTCS KOHKPETHBIN IK3EMILIISP.

Ecnu nuceMo ogHOTO cosiep:kaHus HaIPaBIIsIeTCs
HECKOJIbKUM OJJHOPOJHBIM aJIpecaram, TO afpecar MUIIYT
00606mmenHo. Hanmpumep (kosemkam o r. OpeHoypry).
«TekeT» nMucbMa JI0KEH OBITh JIAKOHUIHBIM,
MOCIIeI0BATEIbHBIM, YOSUTENbHBIM U KOPPEKTHBIM. TeKCT
MUChMa, KaK MPABUJIO, HE TIPEBBIIIACT OJJTHOW CTPAHHIIBI.
TekcT nucbma yaiiie BCero COCTOMT U3 BBOJHOM YacTH U
OCHOBHOM.

Bo BBOJHOI YacTH yKa3bIBaIOTCS IPUYHMHBI, BHI3BABIINE
COCTaBJIEHHE MUChMa, COTTPOBOXKJAaEMbIE CChUIKAMH Ha
(bakThl, 1aThl, JOKYMEHTbI, HAIPUMED:

«B cBs3u ¢ Tem, 4To npu nosyueHuu rpysa 26.01.2002 no
HakagHou Ne 2342 B ncripaBHOM BaroHe ¢
HEHApYIICHHBIMH TUIOMOaMU TPY300TIPABUTEIS TIPU
BCKPBITHH SIIUKOB U MPOBEPKE COAECPKUMOTO C y4aCTHEM
MPEJCTaBUTENSA ... OblJIa yCTaHOBIIEHA HEJOCTAYA ... IITYK
W3/IeNIUN Ha CyMMY... (komMmepueckuit akt oT 26.01.2002 No
43)...»

Bo BTOpOIi YacTu nucbMa GopMyIUpyeTCsS ero OCHOBHAs
1enb (IpeIIoKeHne, 0TKa3, Mpockda, rapaHTHs U T.1I1.),
Hanpumep:

«[Ipocum B Teuenne 10 GaHKOBCKUX JHEH MEPEUUCIUTD
yKa3aHHYIO0 CYMMY Ha Halll PaCYETHBIH CUET.

«OTMeTKa 0 HATMYUH MPUIOKEHUI» - PEKBU3UT
WCITIOJIB3YETCs B COMPOBOAMTENBHBIX MHCbMax. OTMeETKa O
HaJTMYUU TPUTIOKEHUS Pa3MEIaeTCsl MO TEKCTOM.
«Bu3a» - OTMETKa 0 COTIIACOBAaHMUH JIOKYMEHTA BHYTPH
opranu3zaiyy. Buza BKiro4aeT: 10MKHOCTh BUHPYIOLIETO,
MOJIMUCHh BU3UPYIOUIETO, PACHIM(POBKY TOIIHCH
(vHULIMATBL, (aMUITHS) U 1aTy.

«ITopmucw» odopmisiercss Ha 2-3 UHTEpBaja HUXKE TEKCTa
JIOKYMEHTA (B COMPOBOAUTEIbHBIX MHUChbMaX — MO/
OTMETKOM O HaJM4uu NpusioxkeHus). B cocras pek-susuta
BXO/JISIT: HAUMEHOBAHHE JIOJDKHOCTH JIUIA, TOIMHCABIIETO
JOKYMEHT, JINYHAsI TIOJIHCh U pacin(poBKa MOIHCH
(nHULIMATBL, haMUITHS).

«ITeyaTpy» 3aBepsieT MONIMHHOCTH MOAIMCH TOIDKHOCTHOTO
JUIA HAa TOKY-MEHTaX, y0CTOBEPSIIOIINX IpaBa JIHII,
¢bukcupyomux GakThl, CBI3aHHbIE C PUHAHCOBBIMU
CpeAcTBaM H JIp.

«OTMeTKAa 00 UCIOJHUTEJIe» BKIIOYAeT (GaMITHIO (HITH
(haMuIHro, UMsI, OTYECTBO) UCTIOTHUTEINS JOKYMEHTa U
HOMep ero TenedoHa.

5.BAPUAHT 5

I/Icnpaebme OOKyMBHm 6 coomeemcmeuu C npasuiamu
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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

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 MrJack Masey.

OTBeT: METOANYECKHE PEKOMEHAALINU

OcobennocTu opopmiieHNsI peKBU3UTOB M CbMA
HHOCTPAHHOMY NAPTHepY:

PexBusur 1 - «Ceedenusn 06 omnpasumene) (aBTope
JIOKyMeHTa). B 71eBoM BepxHEM yrily, B BEpXHEM IIPABOM
YTy WITU B IEHTPE BEPXHEH YacTH JIFCTa PaclojaraeTcs
smbieMa 1 HaumeHoBaHue pupmbl. Eciin kommnanus
MaJIOM3BECTHA, TO YKa3bIBACTCS MPOQPHIIb €€ IesITeTbHOCTH,
Hanpumep, «ppaxT Cy10B», «OpraHU3aLUs TYpPOB» U T.1.
Taxxke yka3biBaeTcs ajgpec GUpMbI, HOMEpPA TENEPOHOB,
(akcoB, ANIEKTPOHHOM MOYTHI, HHOT'/1a Ha3BaHHE
oOciyxuBatoniero 0anka. lHoraa (3To J0OMycKaeT cTaHaapT
NCO) nnst ykazaHust aJjpecoB U TeIePOHOB UCIOIb3YETCS
MECTO HaJ HIKHUAM I10JIEM OJIaHKa.

Bce ocTranbHble peKBU3HUTHI PacloyiaratloTcsi OT TPaHULIbI
JIEBOTO TOJIsI, 0e3 ab3arieB, XOTs PEKBU3UT «J1aTa» MOXKET
NepeMeIaThCst K MpaBoMy MOJIIO.

PexBu3ut 2 — «ccvinka» (Reference) na Homep qoxkymeHTa
JIeIOBOTO MapTHEPa, Ha KOTOPBIN JaHHBINA TOKYMEHT
spinsiercst orBeToM (Yourref.), yto ananoruuno «Ha Bamr Ne
...», ¥ cchlika Ha cBoi Homep (Ourref.), 4to , o cyTH,
SIBIISICTCST HAIITUM HCXOJISIIAM PETUCTPAITHOHHBIM HOMEPOM.
Ccplnka MOXeT ObITh HU(PPOBONA, OYKBEHHON HITH
OykBeHHO-TIU(POBOI. B uncie 31eMeHTOB CCHIIIKA MOTYT
OBbITh MHUIIMAJIBI aBTOPA MUCbMA, CEKpeTaps WJIu
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WCIIOJIHUTEIS, TOPSIKOBBIM HOMEP JOKYMEHTA, YCIOBHOE
0003HaYCHHE CTPYKTYPHOTO MOapa3AeTeHus, 1ena, daina.
PexBu3ut 3— «/[amay yka3plBaeTcs COIJIACHO NIPUHATOUN B
CTpaHe ajpecara cucteme. HanexHee Bcero ykasarb YuCio
uudpamu, HAaMMEHOBaHHE MeCs1a IOJTHOCThIO B OyKBEHHOM
¢dbopme u rox nudpamMu MOTHOCTHIO, HapuMmep: 15 August
2010. (Crangapt UCO pexomenayer Tak: roa, T.e. 2001-
05-23).

PexBusur 4 — «Aodpec nonyuamensn) COCTOUT U3
PaCTONIOKEHHBIX MTOCTPOYHO:

- UMEHU U HaMUIIUU MTOJTy4YaTes;

- HAUMEHOBAHUS KOMITAHHH;

- HOMepa J0Ma, YJIHIIbL;

- TOpoJIa, MOYTOBOTO OKpyra (MHIEKCA);

- CTpaHbl.

PexBusur S — «K céedenuro», i ykazaHue Ha
KOHKpeTHoe Ju1o. Vcrnonb3yercs , €ciu B ajipece He
yKa3aHa (paMuiIus rnoiydaress, opopmisieTcs nocie
anpeca, Haripumep: Attention: Mr. P. Cooper. OtoT
PEKBU3UT HE SIBISETCS 0053aTeIbHBIM.

PexBu3UT 6 — «6cmynumenvnoe oopauwjenue» NUILYT C
HOBOM CTPOKH , OTCTYIUB OT aJIpeca YEThIPe MEKCTPOUHBIX
WHTEpBaJIa.

JlenoBoe muceMo HaunMHaeTcs co cinoB «Dear ...». Moryt
WCTIOJIB30BATHCS CIEAYIOIINE (pasbl:

- DearSir — eciiu uMs mosTydatesist HEM3BECTHO;

- DearMadam — eciu uMs oydartesist HEU3BECTHO;

- DearMrNeit — rocrionuHy, ¥Msi KOTOPOTO H3BECTHO;

- DearMrsFella — 3amyskHeit sxeHIITUHE;

- DearMissJones — He3amy»XHel KCHIIMHE;

- DearMsMorrison — 3aMy>KHel WK He3aMy)KHEi
KEHIIHUHE.

PexBusur 7 - «3ac01060k nucema» yka3plBaeTcs 1ocie
BCTYMHUTENHHOTO OOpaIeHust 1 0003HaYaeTCs:

- RE: - cokpamenue cioBa «regarding» (OTHOCUTENBHO);

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

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

- MIOTYEPKUBAHUEM.

3aro0BOK HE ABISAETCS 00s3aTENbHBIM PEKBU3UTOM, HO €70
HaJIMYMe OTpakaeT 3HAaHUE OTIPABUTEIIEM TIPABHI
XOpOIIIEro TOHA.

PexBu3ur 8 - «Texcm»MOKeT TIeUaTaThCS Kak OT TPAHHIIBI
JIEBOTO TOJIsI (COBPEMEHHBIN BapUaHT), TaK U C OTCTYIIOM
Hayajia Kaxa0ro ad3aia — ¢ KpaCHOM CTpOKHU
(kmaccuyeckuii BapHaHT).

A0G3a11bl OTACTAIOTCS APYT OT APYTa JOTOJTHUTSITHLHBIM
MEXCTPOUHBIM UHTEPBAJIOM, UTO 00JIEryaeT BOCIIPUSITHE
coJiepkanus muchMa. Kpome Toro, OCHOBHBIC TTPEITIOKEHUS
MOTYT OBITH BBIACNEHBI MIPU(PTOM, MOJUEPKUBAHUEM H T.1I.
TexcT 00BIYHO TOJDKEH YMENaThCsl Ha OJTHOW CTPaHHIIE.
«PexkBM3NT 9 — «3aknouumenvnas gpopmyna

29




6€XHCIUBOCHUY YKAZBIBACTCS Uepe3 ABa MEKCTPOUHBIX
WHTEpBaa.

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

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

MoryT Takxe HCIOJIb30BaThCS CIETYIOLIHE
cnoBocouetanus: Bestwishes (Hawmydime mosxenanusi).
PexBusur 10 — «Iloonuce» pacrionaraercsi HIKe GOpMYJIbI
BEXKJIMBOCTH. Jlenaercs He MeHee MATH MEKCTPOUHBIX
VMHTEPBAJIOB JJIs IMYHOU MTOANUCHU aBTOpa nucbma. Huke
MOJINKCH yKa3bIBaeTcs ee pacuudpoBka: UMs U (haMuius,
Ha CIIeIYIOIEH CTPOKE — JOIDKHOCTD JIMIA, TOAMUCABIIETO
JOKYMEHT. JI0JKHOCTD HE YKa3bIBa€TCA, €CJIA MUCHMO
MOJITMCAHO PYKOBOJIUTENIEM KOMIIAHHH.

[lepen mOAMUCHIO MOXKET CTOATH OTMETKA «P.p.», YTO
03HAYaeT «OT UMCHUY, B TOM Cllydae, KOTr/a IMOYNHEHHBIC
MOJIMTMCHIBAIOT JOKYMEHT IO MOPYYCHHUIO PYKOBOTUTEIIS.

PexBusur 11 — «Ykazanue na npunosxcenue» (eciv oHo
€CTh) JIa€TCS B MOJHOM WK COKpAIICHHOU QopMme:
«Enclosure:» unn «Encl:», nanpumep: Encl: Contract No
11/Si.

PexBu3ut 12 — « Ykazanue na paccoinky konui».llpn
HanpaBJIeHnH Korui muceMa («Carboncopy» Ml «CC»)
HECKOJIbKUM aJipecaTaM yKa3bIBAIOT (haMUIHH JTUL] TN
KOMITaHUH, KOTOPBIM OTITPABIICHBI KOITHH.

Onucanue MIKAJbI OLlEeHUBAHUS

Ouyenxa: 5
Huodienuii nopoe sévinonnenus 3aoanus 6 npoyermax: 10
Onucanue xapakmepucmuxu evlnoinerus 3Hanus: O1eHKa "OTIUYHO" BBICTABIISETCS €CIIH 3aJaHNe
BBHITIOJTHEHO B MOJIHOM 00bEME WIIH BBITIOJIHEHO MPEUMYIIECTBEHHO BEPHO

Ouyenka: 4
Huodienuii nopoe sévinonnenus 3adanus 6 npoyermax: 60
Onucanue xapaxmepucmuxu evinonneHus snanua: OueHkKa "XopoIo" BICTABIIAETCS ECIIN
OO0JIBIIMHCTBO BOIIPOCOB PACKPHITO. BBIOPAHO BEPHOE HANpaBJICHUE JUIsl pEIIeHUs 3a/1a4

Oyenka: 3
Huorcnuii nopoe evinonnenus 3aoanus 6 npoyenmax. 50
Onucanue xapaxmepucmuxu evinoineHus shanus: OneHka "yI0BIEeTBOPUTEIBHO" BHICTABIIAETCS
€CITM 3aJJaHue MPEUMYIIECTBEHHO BBITIOTHEHO

Oyenka: 2
Onucanue xapaxmepucmuxu evinoanenusi snanus: OTNeHKa "HeyTOBICTBOPUTEIILHO" BEICTABIICTCS
€CJIN 3aJIaHUE BBIOJIHEHO HEBEPHO WUJTU MPEUMYIIIECTBEHHO HE BBHIMOJTHEHO

KM-5. lokymeHTHpOBaHUE TPYAOBBIX OTHOMIeHH. KoMMyHukanun B
YIPABJICHYECKOH JesiTeIbHOCTH. 3AKOHOAATEeIbHbIC OCHOBBI [1eJIONPOU3BOACTBA

®opmbl peanuzanuu: buners! (M1cbMeHHBIH onpoc)

30




Tun KOHTPOILHOr0 MeponpuaTHA: TecTupoBaHue

Bec konTpoabHoro meponpusitusi B BPC: 15

IIpouenypa mnpoBegeHMsi KOHTPOJBHOIO MeponpusaTHsa: [IpoBoauTcs Ha NpPaKTUYECKOM
3ansTuM. PacduetrHoe Bpems - 15 munyrt. KonumuectBo BapuaHTOB - 3. KoJM4eCcTBO TECTOBBIX

BOIIPOCOB B BapHAaHTE - 6.

KpaTkoe conep:kanue 3a1aHusi:

Pabota opueHnTHpoBaHa HA 3HAHUS BUAOB JIOKYMEHTOB, OTHOCSAIIUXCS K JJOKYMEHTAIUH 110
JMYHOMY COCTaB, U 0OCOOCHHOCTEH UX ohopmIIeHUS; HA 3HAHKS OPraHU3alUK TPOBEICHUS
MIEPETOBOPOB ; MPABWII OOIIEHUS TTOCPEICTBOM BU3UTHOW KAPTOUKH; HAa 3HAHUS TIPABHII

BeJIeHUs TeJe(OHHBIX IEPErOBOPOB

KOHTpOJILHLIe BOHpOCbI/SaL[aHI/Iﬂ:

3HaTh: 3aKOHOJIATENbHBIE U APYTUE
HOPMAaTHBHBIE IIPAaBOBBIC  AKTHI,
periIaMeHTHPYIOIINE
MH()OPMAIMOHHYIO U
JOKYMCHTAIITUOHHYIO ACATCIbHOCTD
OpraHHU3aLuH

1.TpynoBble IpaBOOTHOLIEHUSI IPEATIPUATHS C
PabOTHUKOM pPEeryIupyrTCs

a)Tpynossim Konekcom PO

0) I'paxxnanckum Konexkcom PD

B) JlOMKHOCTHBIMU MHCTPYKLIUSIMHU
OrtgerT: a)
2.Perynupyer OTHOIIEHHUS B 00JIACTU UCTIOIb30BAHUS
3JIEKTPOHHBIX MOANUCEN

a) 'paxxmanckuii Komekc

0) ®@enepanbHbIi 3aK0H «O0 IEKTPOHHOM
TIO/ATIUCH»

B) @enepanbubiii 3akoH «O0 nHpOpMAaIuy,
nH(OpMATHU3ALNY U 3alIUTe HH(DOPMALIUU
Ortgert: 0)
3.CornacHo denepanbHOMy 3aK0HY «O
rOCyJIapCTBEHHOM TailHE» MOJJIEkKAT 3aCEKPEUNBAHUIO
CIIEYIOINE CBEICHUS

a) CBeneHust B BOGHHOM 00J1acTH.

0) O uype3BbIYANHBIX IPOUCIIECTBUAX U
KaracTpodax, yrpokaromux 0e30MacHOCTH Tpaxk/iaH, a
TaKXXe O CTUXUHHBIX OE/ICTBUAX U UX NPOTHO3aX.

B) O COCTOSIHMM SKOJIOTUH, 3PABOOXPAHEHMUS,
nemorpaduu, caHUTapuu, KyabTypbl, 00pa30BaHMs,
CENBCKOT0 XO351CTBA.

r) CBezieHus B 00J1aCTH pa3Be10BaTEIbHOM,
KOHTpPpa3Be10BaTENIbHOMN J1eATENbHOCTH.

1) CBenieHHsI O BHELTHETIOJUTHUECKON U
BHEITHEOKOHOMUYECKON JAESITEIbHOCTH; CBEJIEHUS O
(uHAHCOBOM MOJIUTUKE B OTHOLICHUU JAPYTUX
rocynapcTB (Kpome BHEIIl. 33JJOJKEHHOCTH); O
(UHAHCOBOH, IEHE)KHO-KPEIUTHON 1eATEILHOCTH;
OtsBeT: a), 1), 1)

3nate: IlpaBuna co3ganuss wu
obopMIIeHHUST PA3JIUYHBIX BHJIOB
OpraHu3alMOHHOM,
pacropsAuTEIbHOM,

UH(POPMALIMOHHO-CIIPABOYHON U
KaJIpOBOM TOKYMEHTALINH

1. K noxymeHTaM 10 JIMYHOMY COCTaBY OTHOCSTCS
a) 3asBIICHHE
6) Ilpukas
B) CmpaBka ¢ MecTa XKHUTeJIbCTBa
Ortger: a), 0)
2.1Ipuka3sl 10 INYHOMY COCTaBY XpaHATCA
a) BmecTe ¢ 1pyrumu KagpoBbIMU TOKyMEHTaMHU
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0) B muunoM nene coTpyaHuKa
B) ['pynnupyrorcs B OTAEIBHOE AEIIO
r) Ha pykax y corpyanuka
OTtBeT:B)
3.TpynoBbie I1OrOBOPHI U JINYHBIE JIeTIa pAOOTHUKOB
MpeANpUATHS (KpOME PYKOBOJIUTENEH) XpaHITCS
a)l[ToctossHHO
0) 15 ner
B) 50 ner
r) 75 ner
OtBer:r)
4.J10KyMEHTBI, IpeIbIBIIsiEMbIE TIPU TIPHEMe Ha paboTy
a) TpynoBast KHI)KKA, TOKYMEHT, YIOCTOBEPSIOIIHIA
JUYHOCTb
0)TpynoBas KHIKKA, JOKYMEHT, YAOCTOBEPSIOIINN
JUYHOCTb, JOKYMEHTBl BOMHCKOI'O y4€Ta, JOKYMEHT 00
00pa3oBaHMH, CTPAXOBOE CBUACTEIHCTBO
roCy/1apCTBEHHOI'0 IEHCMOHHOT'O CTPAaXOBaHUs
B)TpynoBast KHMKKA, JOKYMEHT, YAOCTOBEPAIOIINM
mmyHocTh, MTHH, cripaBky 0 cOCTOSHUY 310pOBbs
r)TpynoBast KHM)KKa, 1aCOPT, TOKYMEHTbI
BOMHCKOIO y4yeTa, XapaKTepUuCTHUKa
OtBet:0)
5.Cpok xpaHeHUs IPUKA30B M0 JUYHOMY COCTABY
a) 75 ner
0) 10 net
B) 25 net
OTgeT:a)

Onucanue MIKAJbI OLlEeHUBAHUS

Ouyenxa: 5
Huodienuii nopoe sévinonnenus 3aoanus 6 npoyermax: 10
Onucanue xapakmepucmuxu evlnoinerus 3Hanus: O1eHKa "OTIUYHO" BBICTABIISETCS €CIIH 3aJaHNe
BBITIOJTHEHO B MOJIHOM 00'beMe WIJIH BBITIOTHEHO MPEUMYIIIECTBEHHO BEPHO

Ouyenka: 4
Huodienuii nopoe sévinonnenus 3adanus 6 npoyermax: 60
Onucanue xapaxmepucmuxu evinonneHus snanua: OueHkKa "XopoIo" BICTABIIAETCS ECIIN
OO0JIBIIMHCTBO BOIIPOCOB PACKPHITO. BBIOPAHO BEPHOE HANpaBJICHUE JUIsl pEIIeHUs 3a/1a4

Oyenka: 3
Huorcnuii nopoe evinonnenus 3adanus 6 npoyenmax. 50
Onucanue xapaxmepucmuxu evinoineHus shanus: OneHka "yI0BIEeTBOPUTEIBHO" BHICTABIIAETCS
€CITM 3aJJaHue MPEUMYIIECTBEHHO BBITIOTHEHO

Oyenka: 2
Onucanue xapaxmepucmuxu evinoanenusi snanus: OTNeHKa "HeyTOBICTBOPUTEIIEHO" BEICTABIISICTCS
€CJIN 3aJIaHUE BBIITOJIHEHO HEBEPHO UJTU MPEUMYIIECTBEHHO HE BBHIMOJIHEHO
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COJIEPKAHUE OIIEHOYHBIX CPEJICTB TIPOMEXKYTOUYHOM ATTECTAIIUA
6 cemecTp

@DopMa NPOMEeKYTOUHOM aTTecTalMM: 3a4ET C OLEHKOU

IIpouenypa npoBenenust

OueHka ompenensieTcss MO COBOKYITHOCTH PE3YJIbTAaTOB TEKYIIEro KOHTPOJS YCHEBAEMOCTH B
cooTBeTcTBUU ¢ [looxkeHneM o 0amuIbHO-PEHTUHTOBOM cucTteMe i cTtyaentoB HUY «MOU

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

1. Komnerenuusi/Muankarop: UJI-lonk-s Mcrnonszyer coBpeMeHHbIE HHPOPMALIMOHHbIE
TEXHOJIOTUH U IPOTrpaMMHBIE CPEACTBA /ISl XpaHEeHUs1, 00pabOTKH, aHaJIN3a U IPECTaBICHUS
uH(popMauu

Bonpocel, 3a1anus
1. Homenknatypa nen. Oco0eHHOCTH 0QOpMIICHUSI.
2.Anroput™ 006pabOTKU BXOISAUINX JOKYMEHTOB.
3.BusutHas kaprouka. OcHOBHbIE TpeOOBaHUs K €€ 0(OPMIIEHHUIO U UCIIO0JIb30BAHHUIO.
4.IloaroToBKa JOKYMEHTOB K apXUBHOMY XPaHEHHUIO.
5.0cHOBHBIE 00513aHHOCTH OPUC-MEHEIKEpPa.

6.Anroput™M 00pabOTKM UCXOMSIEH JOKYMEHTAIIHH.

7.11paBOBBIE OCHOBBI JICTIOIIPON3BO/ICTBA.

8.0cobennoctr ohopMIIeHUST JOKYMEHTOB, MPUHUMAEMBIX KOJUIETHAIBHO (KT, IPOTOKOII).
9.BHyTpeHHsAs pacnopsauTenbHas 1oKyMeHTanus. OcobeHHOCTH 0(OopMIIEHUS.
10.ITpaBuna oopmiieHUs AETOBBIX MMHCEM.

11.0cobenHOCTH paboThI C JOKYMEHTaMHU OIpaHMUYEHHOT'O JI0CTYTIa

12.JIoKkyMEHTBI TUIHOTO TIporcxoxaeHus. OdopMieHHE pe3toMe U aBToOHOrpadum.

MarepuaJsl 1JIs1 NIPOBEPKHU OCTATOYHBIX 3HAHUN
1.Onpenenute, KakoW poJi ACATEIHHOCTH SIBIISIETCS JOKYMEHTAIIMOHHBIM 00€CTIeueHuEeM

yIpaBICHHUS:

OTBeTHI:
a) paboTa ¢ UCXOJAIIeH TOKyMeHTaIuei 0) paboTa ¢ BXOIIIeH JOKyMEHTaIuei B)
JIEJIOTTPOU3BOJICTBO T') apXUBHOE XPaHCHHUE JOKYMEHTOB

BepHbiii 0TBeT: B)
2.Cnoco® mepenauyu JOKYMEHTA /ISl TOr0, YTOObI OH MUMEI MOJIHYI0 I0PUINYECKYIO CUITY
OtBeThI:
a) o (akcy 0) 1o AEKTPOHHOM MOYTE B) MO TeIePOHY T) IO MOUTE
Bepnrliii oTBeT: T)
3.Pa3mMepsl BHyTpeHHHX TToNel jokymeHTa B cootBeTcTBuu ¢ [OCT P 7.0.97-2016:
OtBeThI:
a) Ceepxy 15 mm, can3y 20 mm, cripaBa 25 mm, ciieBa 10 mm 6) Ceepxy 20 MM, cHu3y 20 MM,
cnpasa 10 mm, cieBa 20 mm B) CBepxy 20 MM, cHu3y 20 MM, cipaBa 15 mm, cieBa 30 MM 1)
Cgepxy 25 MM, cHU3Y 25 MM, ciipaBa 25 MM, cieBa 25 MM
Bepuslii oTBeT: 0)
4. Homep ctpanuisl Ha fokyMeHTe B coorBercTBuM ¢ 'OCT P 7.0.97-2016 ctaButcst
OtBeThI:
a) BHM3Y cjeBa 0) BHU3Y B IIGHTPE B) BBEpX CJieBa I') BBEPXY B ILIEHTpE
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Bepnrliii oTBeT: T)
5. Kak nomxHa ObITh 0OpMIIEHA MOJIHUCH, €CIIU 3aMECTUTENh PYKOBOAUTENS OpraHu3aluu
MMeEET MPaBo MOJIMUCHIBATH TOKYMEHTBI BMECTO PYKOBOAUTEIISA B CIIy4ae €ro BPeMEHHOTO

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

Bepuslii oTBeT: 0)
6. Kakoii Baprant oopMiIeHHsSI OTMETKU O HAIMYUU MPUIIOKEHHS B COTPOBOAUTEIHLHOM
MUCHbME SIBJISIETCS] IPABUIILHBIM?

OTtBeTsI:
a) [Ipunoxxenue: ynomsanyroe Ha 3 i1. B 1 3k3. 0) [Ipunoxenue: mo texcty Ha 3 1. B 1 3K3. B)
[Ipunoxenue: Ha 3 1. B 1 9K3.

Bepwurliit oTBeT: B)
7. HazoBuTe BUBI MUCHbMEHHBIX TOKYMEHTOB, KOTOPBIE BXO/ST B COCTaB YHU(DUIIUPOBAHHOM
CUCTEMbI OPraHU3allMIOHHO-PACHIOPSAUTEILHON JOKYMEHTAUU

OTtBeTsI:
a) Opranu3aimoHHbIEe U PACTOPSAIUTEIbHBIE IOKYMEHTHI 0) Opranu3alioHHbIE,
pacnopsiAuTeIbHble U HHPOPMAIIMOHHO-CIIPABOYHbIE JOKYMEHTHI B) Opranu3aiuoHHbIe,
pacnopsaAuTeNbHbIe, THHOPMAITMOHHO-CIIPABOYHBIE IOKYMEHTHI M TOKYMEHTHI 110 TPYIOBBIM
OTHOUIICHUSIM

BepHblii 0TBET: B)
8. Kakue Tpu Bua OJ1aHKOB yCTAHOBIICHBI JIJIsl OPraHU3AlUU, €€ CTPYKTYPHOTO
NoJIpa3/iesIeHus ¥ I0JKHOCTHOTO Jinia’?

OTtBeTsI:
a) O0mwmii O1aHk, 6J1aHK MHUChMa, OJIaHK KOHKPETHOTO BU/Ia JoKyMeHTa 0) briiank BHyTpeHHUH,
BHEITHUH U /U1 pakcoB B) biaaHk AJst pacropsIuTENbHBIX JOKYMEHTOB, JIJIS IIHCEM U AJIs
CIIPABOK

BepHnsiii oTBeT: a)
9. BeibepuTe npaBuIbHBIN CIOCOO OOPMIICHHSI JATHI IPH PETUCTPAIMY MTUChMA HITH TIPUKa3a

OTBeTsI:
a) 14.12.2019 0) 14.12.19 B) 14.12.2019 .

BepHnbiii oTBeT: a)
10.B xakux ciydasx UCHOIb3yeTcsl peKBU3UT «CchlUIKa Ha pETUCTPallMOHHBIA HOMEp U JaTy
JIOKyMEHTa»?

OTBeTHI:
a) Korga mokyMeHT TOTOBHUTCS B OTBET Ha KaKOW-TO 3aMpOC, UM MOATOTaBINBAEMOE MMUCbMO
ABJIIETCSL OTBETOM Ha Jpyroe nucbmo 0) Korzia B Tekcre JOKyMeHTa HYKHO CAeNIaTh CChUIKY Ha
JIpYToi JTOKYMEHT (HOPMAaTUBHBIH aKT, MOJI0KEHNUE, HHCTPYKIIHIO)

BepHnpriii oTBeT: a)
11.BeibepuTte npaBuiIbHBIN BapuaHT oopmiieHus: pekBusnuta «I pud yTBep:KaeHUs», KOTaa
YTBEP)KJICHHUE MPOUCXOUT AOKHOCTHBIM JTUIIOM

OTBeThI:
a) YTBEPXJIAIO Iupextop AO «ITunor» [loamuce A.B. Iletpos 23.09.2019 0)
Vreepxknaato dupextop AO «ITunor» [Toanuces A.B. Ilerpos 23.09.2019 B) «YTBEP)KIaI0»
Hupextop AO «[Tunot» [oamuce A.B. ITetpos 23.09.2019

BepHnbiii oTBeT: a)
12.B ciyyae oOHapy»KeHUsl OTCYTCTBUSI MPUIIOKEHUH BO BXOJSIIEM JOKYMEHTE HEOOXOAUMO:

OTBeTsI:
a) BEPHYTh JOKYMEHT OTIPABHUTEIIO 0) COCTABUTH aKT 00 OTCYTCTBUU JOKYMEHTOB B)
MPEIbIBUTH IPETEH3UH TOUYTOBOMY BEJIOMCTBY T') HE 00paliaTh BHUMaHUs
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Bepuslii oTBeT: 0)
13.CuMBOJIOM Ha BU3UTHOM KapTOUKE, YUTAEMBbIM KaK «OTBETHas 0JarogapHOCTb) SIBISIETCS
OTBeTHI:
a) PP 0) PR B) PPCr) PF
Bepuslii oTBeT: 0)
14.Ecnu 10oroBOp COCTaBJIEH COBMECTHO ABYMS OpraHU3alUsIMU, TO PErUCTPALlMOHHBII HOMEP
OTBeTHI:
a) MPOCTaBISETCS OPraHu3aluei, IBISIONIecsl HHUIMATOPOM J0TroBopa 0) COCTOUT U3
PErUCTPALIMOHHBIX HOMEPOB KaX0i U3 OpraHU3aluii, TPOCTABIIIEMBIX Y€pE3 KOCYIO UepTy B
MOPSIIKE YKa3aHUsI aBTOPOB JOKYMEHTa
Bepuslii oTBeT: 0)
15.lokyMeHT, PUKCUPYIONTUI COTJIAIICHHE CTOPOH 00 YCTaHOBJIEHUHU TPYIOBBIX OTHOIICHUN U
PEryJIUPYIOMNM UX, HA3bIBACTCA
OTBeTHI:
a) TpynoBoii kamxkoit 6) TpynoBbiM kogekcoM B) [Ipuka3oM 1o TMYHOMY COCTaBY T)
TpynoBbeiM 1oroBopom 1) Jl0IKHOCTHON MHCTPYKITUEH
Bepnrliii oTBeT: T)

11. Onucanue wikanvt oyenusanus

Ouyenka: 5
Huoicnuii nopoe evinonnenus 3aoanus 6 npoyenmax. 70
Onucanue xapaxmepucmuxu 6blnoaneHus 3Hanus: PaboTa BeIMoIHEHA B paMKax "MPOABUHYTOr0"
ypoBHs. OTBETHI JaHBI BEPHO, YETKO CPOPMYITUPOBAHHBIE OCOOCHHOCTH MPAKTUYECKUX PEIICHUN

Ouyenka: 4
Huoicnuii nopoe evinonnenus 3aoanus 6 npoyenmax: 60
Onucanue xapaxmepucmuxu 8blnoineHus 3nanus: PadboTa BeiogHeHa B paMKkax ""0a3oBoro"
ypOBHS. BONBIIMHCTBO OTBETOB JaHbI BEPHO. B yacTu Martepuana ecTh He3HAUUTEIbHBIC
HEJ0CTaTK!

Oyenka: 3
Huoicnuii nopoe evinonnenus 3aoanus 6 npoyenmax.: S0
Onucanue xapakmepucmuku 6blnoneHus 3uanus: PaboTa BeIIOJIHEHa B paMKax "MmoporoBoro”
ypoBHs. OCHOBHas 4acTh 3a/1aHHUs BBIIIOJHEHA BEPHO. HA BOMIPOCHI YIIIYOJIEHHOTO YPOBHS

Oyenka: 2
Onucanue xapaxmepucmuxu vinoiheHus 3nanus: Pabora He BBITOJIHEHA WIX BBITIOTHEHA
MPEUMYIIECTBEHHO HEMPaBUIHLHO

1I1. Ilpasuna évicmasienus umozo80i OyeHKu no Kypcy

Onenka ompezensercs B cooTBeTcTBUHM ¢ [lonoxennem o OalIbHO-PEUTHHTOBOM CcHCTEME IS
cryaenToB H1Y «M3OW» Ha OCHOBaHUM CEMECTPOBOM U aTTECTAIIMOHHON COCTABIISIFOLIUX.
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