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OHNEHOYHBIE MATEPHAJIBI PA3PABOTAUJI:

MNopnucaHo 3NeKTPOHHOW Nnognuceio $TEOY BO «HHUY «M3U»
Ceefenua o Bragensue L3N M3aKn
Bnageney MoHomapeBa 0.10. 0.10.
Pa3pa6OTLH/IK WUaeHTuduraTtop RHb1926d1-PonomarevaQY-63420d HOHOMapeBa
COI'JTACOBAHO:
MognucaHo anekTpoHHo nognuceio ®TEOY BO «HUY «M3U»
P%]KOBOI[HTGHB w 3 Ceenennn o enagensue L3N M3K I/I C
(6] paSOBaTeJILHOI/I ) Bnagenet, AHfpollvHa W.C. e
HpOI‘paMMBI * Mal + WaeHTudHKaTop R76247ef5-AndroshinalS-3e3ea7l AHﬂpOMHHa
o1 MognucaHo anekTpoHHo nognuceio ®TEOY BO «HUY «M3U»
3aBeHyIOHIHH o Ceeaenun o Bnagensue L3N M3K F H
BBIIIyCKaloIcn Bragene, KypAatoKosa I .H. o
Kadeapoi Waernbriatop  R6abbdd0d-KurdiukovaGN-ca01ds KypnrokoBa




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. Jlenonpou3BOACTBO U €r0 MECTO B YIPABJIEHYECKOU JesiTeibHOCTH (TecTupoBaHue)
2. 3akoHOJaTeNbHBIE OCHOBHI Jieomnpou3BoicTBa (TectupoBanue)
3. Haiitu ommmbku B okymente (KontpoinbHas padora)
4. Opranu3aioHHO-PacOPSAUTENbHbBIE U HHPOPMAIIMOHHO-CIPABOYHBIE IOKYMEHTHI
(TectupoBanue)
5. Opranu3zanus pabotsl ¢ nokymentamu (TectupoBanue)

BPC nucuuminHbl

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

Cpox KM: 6 6 8 8 15

Jenonpoun3BoJCTBO U €r0 MECTO B YIIPABIECHYECKON

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

Opl" aHu3alus p360TBI C JOKyMCHTaMU

Opranu3anus padoThl C TOKYMEHTaMH +

CucremaTtuzanus 1 XpaHeHUE TOKYMEHTOB +

Opraan3anuoHHO-PACTIOPSANTENbHBIC U HH(HOPMAITMOHHO-
CIIPaBOYHbIE JOKYMEHTBI

OpranuzanroHHO-PACTIOPAIUTENbHbBIE TOKYMEHTHI + +

WHupopMalinoHHO-CIIPaBOYHbIE TOKYMEHTHI + +




JlokyMeHTHpOBaHHE pabOTHI ¢ IEPCOHATIOM.
3aKkoHOIaTeIbHBIE OCHOBBI JICIONPOU3BOICTBA

JIOKyMEHTHPOBaHHE TPYAOBBIX OTHOIICHUH +

KoMMmyHHKaIiu B yIpaBiIeHUYECKOM IS TeIbHOCTH +

Opranuzanus paboTsl ¢ KOHPHUICHINATHHBIMU +

JIOKYMEHTaMH

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

$O0611as yacte/[11s MPOMEXKYTOUHOM arTecTanuud




COJAEPKAHUE OLNEHOYHBIX CPEJACTB TEKYHEI'O KOHTPOJISA

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

Nunexc Nunukarop 3anjaHUpOBAHHBIE KonTposbHas Touka
KOMIIETCHITHH pe3yabTaThl  OOydeHHs 10
JUCIUILINHE
OIIK-5 N-1lonk-s Hcnonp3yet | 3HaTh: J1enonpoun3BoACTBO U €r0 MECTO B YIIPABIECHYECKON AEATEIBHOCTH
COBpPEMEHHBIE OcHoBHbIE TpeOOBaHUS K (TectupoBanue)
nH(OPMaIMOHHBIE o OopMIICHHUIO Opranuzanus padoTsl ¢ tokymenTamu (TectupoBanue)
TEXHOJIOTHH U | YIIPaBICHYECKUX Opranu3zalvoHHO-PACTIOPIUTENbHBIE U HH()OPMALIMOHHO-CITPABOYHbBIE
IPOTPaMMHBIEC CPEACTBA IS | IOKyMEHTOB nokymeHTsI (TectupoBanue)
XpaHEeHUs, 00paboTku, | 3akoHoAaTenbHbIE U Apyrue | Haiftu ommbku B qokymente (KontpoabsHas pabora)

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-

3aKoHOIaTeNIbHbIE OCHOBBHI Jesonpou3BocTsa (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 BapHAHTE - 6.

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

KoHTpoJibHbIE BONIPOCHI/3aJaHUA:

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

0) paboTa ¢ BXOASIIEH JOKyMEHTaIuen

B) JIENIOIIPOM3BOJICTBO

T') apXUBHOE XpaHEHHE JOKYMEHTOB
OtgerT: B)
2.Kak nomxkHa ObITh 0OpMIICHA TIOIHCh, €CITH
3aMECTUTEb PYKOBOAUTENS OPraHU3alMi HMEET IIPaBO
MOJIMTMCHIBATh JOKYMEHTBI BMECTO PYKOBOJIHUTEIIS B
Cllyyae ero BpeMEHHOTO OTCYTCTBUS?

a) ['enepanbHbIil AUPEKTOP

Iloamuce JI. 1. Cankos

0) 3aM. TeHepaJIbHOTO AUPEKTOPA
Iloamuce O.I1. Peme3oB

B) 1.0. renepanbHOro AMpEKTOpa
Iloamuce O.I1. Peme3os
Otset: 0)

3.JIOKyMEHT MnpeAcTaBiIsieT cooon

a) PexBu3ut nokymeHTa

0) bank nokymeHra

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

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

a) 14.12.2015

0) 14.12.15

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




a) [Ipunoxxenue: ynmomsayroe Ha 3 1. B 1 3k3.
0) [Tpunosxenue: mo Tekcty Ha 3 1. B 1 3K3.
B) [Ipunoxenue: Ha 3 1. B 1 2K3.

OTBeT: B)

Onucanne MKAJbI OIleHUBaAHUS:

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

Ouyenka: 4
Huoicnuii nopoe evinonenus 3aoanus 6 npoyenmax. 60
OnucaHnue xapakmepucmuxu evlnoinenus 3Hanus: OLeHKa "X0opouIo" BICTaBISETCS €CIU
OOJIBIITMHCTBO BOIIPOCOB PACKPBITO. BEIOPAHO BEPHOE HAIIPABIICHHE ISl PEIICHUS 33124

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

Oyenka: 2
Onucanue xapaxmepucmuxu 6blnoaneHus 3nanus: OLeHKa "HeyJ0BIETBOPUTEIBHO" BHICTABIISACTCA
€CJIM 3aJ]JaHue BBITIOJHEHO HEBEPHO WJIM MTPEUMYIIIECTBEHHO HE BHITIOJIHEHO

KM-2. Opranusanus padoTsl ¢ JOKYMeHTAMH

®opmbl peaju3anum: buiersl (MMCbMEHHBIH OIPOC)

Tun kouTpoabHOro Meponpusitus: Tectupoanue

Bec kouTposabHoro meponpusitust B bPC: 15

IIpouenypa mnpoBegeHMs KOHTPOJBHOIO MeponpuaTHsa: [IpoBoauTcs Ha NPaKTUYECKOM
3aHsTuu. PacuerHoe Bpemst - 15 munyTt. KommyectBo BapmanToB - 3. KONIHYECTBO TECTOBBIX
BOIIPOCOB B BapHaHTE - 6.

KpaTKOC CoA€cpKaHUuE 3alaHUA:
Pabora OpPHUCHTHPOBAaHA HA 3HAHUC OCHOBHBIX onepauﬂﬁ mponecca O6pa60TKI/I BXOOAIINX U

HCXOAAIHNX JOKYMCHTOB; CUCTCMATHU3allUHA ACJT U UX MTOATOTOBKY K apXMBHOMY XPaHCHHIO

KoHTpoJibHbIC BONIPOCHI/3aJaHHA:

3HaTth: COBpEeMEHHBIE TEXHOJIOTHUU 1.JIokyMeHT, CUCTEMATU3UPYIOIIUN BCIO IOKYMEHTAIIHIO
OpraHM3aly JOKYMEHTO00OopoTa NPEINPUATUS
MPEANPUATHI U OpraHU3aLHI a) OIUCH TOKYMEHTOB

0) HOMEHKJIaTypa JOKYMEHTOB
B) 3aBepUTENIbHAS HAAMKCh
I') IPOTOKOJI
Otset: 0)
2.PexBU3UT JOKYMEHTA, TOMOTAIOTUI
CUCTEMAaTHU3UPOBATh TOKYMEHTHI JIJIs1 XpaHEHUS
a) rpud yTBepKACHHS TOKYMEHTa
0) rpud cormacoBaHUs JOKYMEHTA
B) CCBIJIKA Ha BXOSIIUN JOKYMEHT
I') PErUCTPallMOHHBIA HOMEP
3. He MoxeT BCKpBIBATHCS U IPOYUTHIBATHCS OHC-
MEHEDKEPOM MPU 00pabOTKE TOUTHI




a) nokyMeHT ¢ momeTkoir «CPOUYHO»

0) JTOKYMEHT, [TOJTy4YEHHBIH 3aKa3HBIM ITHCbMOM

B) JIOKYMEHT C ITIOMETKOM
«KOHOUJIEHIINAJIBHO»

') JOKYMEHT, IepeaHHbIi C KyphepoM
OrtgerT: B)
4.Ha Bcex BXOISIIUX JOKYMEHTAaX B OpraHU3aIHI0
IIPOCTABJISIETCS] PEKBU3UT

a) OTMETKA O KOHTpPOJIE

0) OTMETKa O MOCTYIJIEHUH IOKYMEHTA B
OpraHu3aIiio

B) PErMCTPALlMOHHBII HOMED
Otsert: 0)
5.JloKyMeHT, KOTOPBI COCTABIISIETCS PU MOATOTOBKE
JOKYMEHTOB JIJIsl apXUBHOTO XPaHEHUs

a) 3aBepUTENbHBIN JIUCT Aema

0) mepeyeHb TOKYMEHTOB

B) IIPOTOKOJI

') MHCTPYKLIMOHHOE
OtgerT: a)

Onucanne MKAJbI OIIEHUBAHUS

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

Ouyenka: 4
Huodicnuii nopoe sévinonnenus 3adanus 6 npoyermax: 60
Onucanue xapaxmepucmuxu evlnoinenus 3Hanus: OLeHKa "X0opoIIo" BEICTaBISETCS €CITN
OOJIBIIIMHCTBO BOIPOCOB PACKPBITO. BBIOPAHO BEPHOE HANPABJICHUE JJIS pelIeHUs 3a/1a4

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

Oyenka: 2
Onucanue xapaxmepucmuku 6vinoaneHus snanus: OLeHKa "Hey10BIETBOPUTEIIBHO" BBICTABIIAETCS
€CJIN 33JIaHUE BBIITOJIHEHO HEBEPHO WJIU MPEUMYIIECTBEHHO HE BBIIIOJIHEHO

KM-3. Opranu3anuoHHO-pacnopsanuTeJbHbie H HHGOPMAIHOHHO-CIIPABOYHbIEC
JAOKYMEHTBI

®opmbl peanuzanuu: buners! (M1cbMeHHBIH 0npoc)

Tun KOHTPOILHOrO MeponpusaTHs: TecTupoBaHue

Bec koHTpOobHOr0 Meponpusitusi B BPC: 20

IIpoueaypa mnpoBeaeHMsI KOHTPOJIBHOro0 MeponpusatHs: IIpoBoauTcs Ha NPaKTHYECKOM
3aHsaTHH. PacuetHoe Bpems - 15 munyr. KonmuectBo BapmanToB - 3. KonmuecTBO TECTOBBIX
BOIIPOCOB B BapHaHTE - 8.

KpaTkoe coaep:kanue 3a1aHus:




Pabora opueHTHpOBaHA Ha 3HAHUE TPYIII U BUIOB TIOKYMEHTOB, BXOASAIINX B CUCTEMY
OpraHU3alMOHHO-PACIOPSAUTENBHON U MH(YOPMALIMOHHO-CIIPABOYHON JOKYMEHTALUH, U
COCTaBa PEKBU3UTOB KAXKJAOTO KOHKPETHOTO IOKYMEHTA U OCOOCHHOCTEH ero 0(hopMIICHUS

KoHTposbHbIe BONPOCHI/3aJaHUA:

3Hath: OCHOBHBIC TpPeOOBaHHUS K
oopmIeHHIO YIIPaBIEHYECKUX
JIOKYMEHTOB

1.K opranu3aiinoHHBIM TOKYMEHTaM OTHOCSATCS
a) ycTaB
0) TOJIOKEHUS
B) IIOCTAHOBJICHHUS
I') IpaBuJia BHYTPEHHETO TPYIOBOTO paclopsiaKa
1) pacropsDKEHUs
OtsBet: a), 6), 1)

3nate: IlpaBuna co3ganuss wu
opOpMIICHUS Ppa3UYHBIX BHUJIOB
OpPraHU3aLMOHHOM,
paclopsAUTETHHOM,
MH(}OPMaLMOHHO-CIIPABOYHOMN
JIOKyMEHTaIu!

1.Ha Gnanke mpukasa 1o OCHOBHOMW J€ATEIbHOCTH
00s13aTeIbHO MPUCYTCTBYET PEKBU3UT
a) Ha3BaHME BHJIAa JOKYMEHTa
0) rpud yTBepk)ACHUS TOKYyMEHTA
B) rpu¢ corimacoBaHus JOKYMEHTa
T') IPUJIOKCHHE
Otser: a)
2.B pacniopsauTeNbHBIX JOKYMEHTaX (PUKCUPYIOTCS
CIICAYIOIINE BOTIPOCHI
a) CeneHMsl, HEOOXOUMBIE [T IPUHSTUS
pereHus
6) CripaBouHbIEC CBEICHUS
B) Pemienus u ykazaHus 1o uX BBITOJTHEHUIO
r) CBeneHus 0 pe3ybTaTax AesTeIbHOCTH
OtgerT: B)
3.B cuctemy opraHu3anOHHO-PACIOPSIUTEIEHON
JTOKYMEHTAIIH BXOJST CIIEIYIOIINE TPYIIITBI TOKYMEHTOB
a) CripaBoYHO-MH(OpMaAIIMOHHBIE
6) oroBopsl
B) Opranu3zanoHHbIe
r) ®uHaHCOBO-OyXranrepckue
1) PacniopsinutensHble
Orser: a), 6), B), 1)
4.K pacriopsquTeIbHBIM JOKYMEHTaM OTHOCATCS
a) TpUKa3bl
0) crnpaBku
B) MOCTAHOBJICHHS
I') aKThl
1) peuieHus
Otsert: a), B), 1)

Onucanue MKaJbl OLICHUBAHUA:

Oyenka: 5

Huoicnuii nopoe evinonnenus sadanus 6 npoyenmax: 10
Onucanue xapaxmepucmuxu ebinonneHus snanus: OueHka "oTIMYHO" BBICTABIISAETCS €CIIU 3ajaHKe
BBITIOJTHEHO B MOJTHOM 00BEME HJIM BBITTOTHEHO MPEUMYIIIECTBEHHO BEPHO

Ouyenka: 4

Huoicnuii nopoe evinonnenus sadanus 6 npoyenmax.: 60

10




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

Oyenka: 3
Huoicnuii nopoe evinoanenus 3aoanus 6 npoyenmax. 50
Onucanue xapakmepucmuxu evinonnenus 3uanus: O1eHka "yI0BIeTBOPUTEIHLHO" BBICTABIISACTCS
€CITH 3aJIaHUE MPEUMYIIECTBEHHO BBITIOJTHEHO

Oyenka: 2
Onucanue xapakmepucmuku 8binoanenus 3uanus. OueHka "Hey10BIETBOPUTEILHO" BBICTABIISIETCS
€CJIM 3aJ]JaHUE BBITIOJHEHO HEBEPHO WJIM MPEUMYILIECTBEHHO HE BBITTOJIHEHO

KM-4. HaiiTn omm0KHu B 10KyMeHTe

@opmbl peasu3anun: bunets (MMCBMEHHBINA OITPOC)

Tun KoHTpPoIBHOr0 MeponpusaTus: KontponsHas padora

Bec koutposabHoro meponpusitusi B BPC: 30

IIpouenypa mnpoBegeHMsi KOHTPOJbHOro MeponpusaTusi: I[IpoBoauTcs Ha NPaAKTHUYECKOM
3aHaTtuu. PacuetHoe Bpemsi - 45 munyt. KonmuectBo BapuanToB -6. KomuuecTBo BOMpocoB B
BapHuasre - 1

Kpartkoe cogep:xxanue 3aganus:
B pabote mpoBepsroTCsl yMEHUS COCTABIATh B OOPMIISITh PA3TUIHBIC BHJIBI

pacnopAaAUTCIbHBIX U I/IH(I)OpMaI_II/IOHHO'CHpaBO‘{HLIX AOKYMCHTOB

KoHTpoJibHbIE BONIPOCHI/3aJaHUA:

YMmerb: CoCTaBiIATH OCHOBHBIE 1. BAPUAHT 1

BU/IBI OpraHU3aIlMOHHO- Kaxk 6yoem evienadems smom 00OKymenm, coCmaeieHHblil
pacropsAaAUTEIbHBIX u ¢ codnrwoenuem ecex mpevosanui?
WH(OPMaIMOHHO-CIPABOYHBIX

JIOKYMEHTOB

IMPUKA3 no 3akpbsiTomy AkunoHepHomy O0miecTBy
«Poccuiickas nymHuHa» (CoBeT JUPEKTOPOB)

09 centsi0ps 20131

Nel7

Ha ocHoBanuu xoopaunanuonHoro miana ot 03.09.13, 1,
npencenarens copera 3AO «Poccuiickas MyHIHUHAY,
MPUKa3bIBAI0 HA3HAYUTh OTBETCTBEHHBIM IIPEICTaBUTEIIEM
3AO0 Ha ayknuone E.B. BacunseBa. Emy HeoOxoaumo
MOATOTOBUTH MPEUI0KEHUS 110 COCTaBY JeJIeraliiu 1
npencraBuTh Ha paccmorpenue Cosery o 15.10.13.
CwmupHoBy JI.B. moAroToBUTh yTOUHEHHBIH aCCOPTUMEHT
MYLIIHBIX W3JENIUH, MOJB3YIOIUXCS HAHOOJIBIIIUM CIIPOCOM,
U IIpeACTaBUTh Ha paccMmotpenue Cosery no 15.10.13.
I'enepanbHbBIN AUPEKTOP

Jlan I' K.

OTtBeT: MeTOAMYECKHE PEKOMEHIALUHT

[Ipukassl opopmitsitoTes Ha o0IIeM OIaHKe MPEATNPUATUS
WK Ha OJIaHKe TpUKa3a.

[Ipuka3 BKJIIOYaeT BCE BO3MOKHBIE PEKBU3UTHI: /1aTy,
HOMEp, YTBEP)KJIEHUE, Ha3BaHHUE BHJIAa JOKYMEHTA, TEKCT,
MOJMNKUCH, TPU( COTIIACOBAHUS, BU3Y COTJIACOBAHMS.
IIpukasbl 1O OCHOBHOM JIEATEIBHOCTH HYMEPYIOTCS U
BEJyTCS OT/IEJIBHO OT MPUKA30B IO JUYHOMY COCTABY.
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[Ipuka3 10MKEH UMETh 3aroj0BOK, OTBEUAOUIMIA Ha BOIIPOC
«0 ueM?» («O peopranuszaly NpeAnpUATUI»,
HeponyctuMo — «IIpukasz no npennpusturo», «llpukas
TEHEPAIBHOTO IUPEKTOPAY).

TekcT mpukasa COCTOUT U3 IBYX YacTeH:

- KOHCTaTUPYIOLLEH;

- pacropsiAUTEIbHOM.

B xoHCTaTHpYIOLIEH YaCTH YKa3bIBAIOTCSI OCHOBAHUSA JJIS
W3JlaHus IpUKa3a (HOPMATUBHbIE IOKYMEHTHI, PEIICHUS
CoBera TUPEKTOPOB, MPOU3BOJICTBEHHAS HEOOXOMMOCTH ).
Tekct HaunHaeTcs cinoBamu: «B cBa3u...», «B
COOTBETCTBUHU...», «B 1nensax...», «Jis...».
PacnopsauTenbHas 4acTh HAUNHAETCS CIOBOM
«ITPUKA3BIBAIOY, nanee nuiyT «KOMY», «4TO CIAEIATh»,
«J10 Kakoro unciuay. Eciau nopydeHre UCIIOTHUTENIO JAeTCs
MOCTOSIHHO, TO CPOK UCTIOJTHEHUS B MPUKA3€ MOXKET
OTCYTCTBOBATb.

TekcT npukasza ASIUTCA Ha MMYHKTHI, KaXIbIA MTyHKT
HAUYUHAETCA C KPAaCHOM CTPOKH.

Haubonee pacnpocTpaneHHbIE CII0BA PaCIOPSIAUTEIHHON
YacTH: IPUKA3bIBal0, OPraHU30BATh, 00ECIICUUTD,
MOATOTOBUTh, COCTaBUTh, IPOBECTU, BBECTH B JICUCTBHE.

B nocneanem myHKTE yKa3bIBae€TCS JIUIO WIIM CTPYKTYPHOE
NoApa3AesieHue, OCYLIECTBISAIOIIEEe KOHTPOJIb 3a
BBIITOJIHEHUEM JTAHHOTO IpHKa3a. Eciiv Takou IyHKT
OTCYTCTBYET, TO KOHTPOJIb OCYILIECTBIIIET PYKOBOAUTEIb
MPEANPUSITHS JIMYHO.

Ecnu mpukas BBOJUT B IeHCTBUE KaKkue-THOO TOKYMEHTHI
(MHCTPYKIIMH, ITpaBUIIa, IOJIOKEHUS), TO OHU O(POPMIIAIOTCS
B BU/IE TIPUJIOKEHUS K TIPUKa3y (B MPaBOM BEPXHEM YTy
npukasa craButcs: «lIpunoxenue k npukasy ot 01.09.2008
Ne 7»).

[Tocne cocraBiaeHus TeKCTa MpUKa3a HEOOXOIMMO MTPOBECTU

€ro COIrJIacOBaHME U MOANHUCAHHUE.
2.BAPUAHT 2

Haumu omuoku 6 0oKkymenme

AKIMOHEpHOE 00IIECTBO 3aKPBITOTO

TUIA «YTBEpKIAI0»
«apusi»

Hupekrop Ilerpos N.IO.

08 cents6ps 2013
AKT

12.10.13 . Nel3
Mocksa

OcHoBaHue npuka3 Ne 12 ot 10.09.13
CocraBiieH PKCIEpTHOMN

KOMHMCCHEN B COCTaBeE:

[Ipencenatens HauanbHuK OT/Iena KaapoB
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Berpos N.N.

HiieHbl KOMHUCCHH Crapunii uacnextop OK
Bapnamosa W.I'., momomnnk nucnekropa OK AdanacreBa
P.T.

KomMuccus orobpana Kk yHUUTOXKEHUIO, KAK YTPAaTHUBILINE
IIPAKTUYECKOE 3HAUYEHUE U B CBSI3U C UCTEUCHUEM CPOKa
XpaHEHUs, CIEAYIOIUE TOKYMEHTBHI:

Combl KomnuectBo
Tumsl TOKYMEHTOB
JIOKyMEHTOB JOKyMEHTOB
IIpukasel 10 OCHOBHOI
1989 P 118
JCATSIILHOCTH
1990 CayxeOHble MUChbMa 569

I[OKYMCHTBI U3MCJIBUCHBI U CAAHBI 1IJIA YHI/I‘-ITO)KCHI/ISI I10
3aroTOBKE BTOPHYHOT'O CHIPHS 110 IPUEMO-CIATOYHOM
"axaamuoit ot 10.10.13.

Hauvaneauk otaena kaapos
Berpos B.J.

Crapumit uacniekrop OK
Bapnamosa N.I'.

[Tomomauk nncnekropa OK
Adanacnena P.T.
[TpunoskeHne: mpueMo-cIaTouHast HaKJIaTHast

OtBeT: Metoanueckne peKOMEH AN

IIpaBuia cocraBiieHHs aKTa:

1.  AxThl oopMIIIIOTCS HA 001IeM OJIaHKe (BHYTPEHHHUE),
€CJIM COCTaBIISIETCS BHEIIHUMA aKT, TO HA OJaHKe JOJKHBI
OBITH CIPABOYHBIE JaHHBIE 00 OpraHU3al1y.

2.  AKT MOXET UMETh 3aT0JIOBOK («AKT MpHeMa-rnepeaadn
JIOKYMEHTOBY).

3. Maroii akTa sBisieTcs JaTa cOObITUS (YTBEPKICHUS)
WJIH JIaTa TOCIIeTHEH O IITICH, HalTpuMep, Koraa
COCTaBIISIETCS aKT MpUeMa-ciayll padoT, MOMTUCHIBAEMBIi
JIBYMSI CTOPOHAMH.

4. Bo BBOAHOW YacTH aKTa yKa3bIBaeTCsI OCHOBAHHE €r0
CoCTaBJICHUS (HAIpUMep, CChUTKA Ha JOKYMEHT, Ha KaKue-
60 (hakThl, COOBITHUS, NIEHCTBUA).

5. Jlanee yka3bpIBaeTcs COCTaB KOMHCCUU: (haMuUIus,
WHUIMANBI TIPEJICeIaTeNsl U YICHOB KOMUCCHH B
an(aBUTHOM NOPSAIKE, TPU HEOOXOAMMOCTH YKa3bIBAIOTCS
JOJKHOCTH, (PaMIIIMU ¥ MHULIAAJIBI IPUCYTCTBYIOIIUX.

6. B OCHOBHOIM YacTH aKTa U3JIaraloTCs ICNIH, 3a1a491 U
CPOKHU MIPOBEJICHHOW KOMUCCHEH paboThI, €€ pe3ylbTaTh
(BBIBOIBI, 3aKITFOUCHUS, TTPEIIOKEHUS).

7. TekcT aKkTa MOXET UMETh MTyHKTHI, TTOJIMYHKTHI WA
MMETh TAOJTUIHYIO opMYy.
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8. Ilocne TekcTa U OTMETKHU O MPHIJIOKEHUN YKa3bIBAIOTCS
CBEJICHUS O KOJIMYECTBE 3K3EMILUIIPOB aKTa, O MECTE UX
HaXOXJACHUS WJIH aJpecaTax, KOTOPbIM OHU OTIPABIICHBI.

9.  AKTHI IOQNHUCHIBAIOTCS BCEMU JIMIIAMH,
MPUHUMABIIMMHU y4acTHE B €r0 COCTABIICHUU, IPUYEM B TOM
K€ MO0CJIEI0BATEIbHOCTH, B KOTOPOM OHM YKa3aHbl B Hauaje
akTa. Ecnu yka3pIBalOTCs TOJKHOCTH COCTaBa KOMUCCHUH,
TO MOJIIKACU CTABSITCS B UEPAPXUUECKOM TOPSJIKE.

10. AKTBI 4acTo yTBepkaaroTcs (1o
MaTepHUaaTbHbIM, (PUHAHCOBBIM U JIp. BAKHBIM BOIIPOCaM).
11. [Toamuck 0 TOM, YTO aKT HAIPABJICH B

ACJI0, CTAaBUT HAYaJIbHUK MTOAPA3ACIICHHUA, B KOTOPOM
I[aHHBIﬁ AKT HUCITOJIHAJICA, h11%(s10) npeaceaareiib KOMUCCHU.

3.BAPUAHT 3

Hcnpasvme npomoxon, coonwodan ece mpedosanus
cocmaenenusn u 0QpopmaeHus 0aHH020 OOKyMeHma

00O «ABepc»

TITPOTOKOJI
14.03.20 Ne45
3acenanus CoBeTa AUPEKTOPOB

[Ipencenarens: A.b. FIBaHOB

Cexkpetapb: 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 cnykbe oxpaHbl.

1. CJIYIIAJIMA:

P.M. SIkoBneBy (r1aBHOro Oyxranrepa) — 3a4MTaH
(MHAHCOBBIN OTYET 3@ OTYETHBII MEPUOI.
BBICTYIINJIA:

A.b. IBaHOB — yKa3aji Ha HEJJOCTaTOYHBIA POCT
MPUOBUIH MO CPABHEHUIO C 3aIlJIAHUPOBAHHOI.

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

ITOCTAHOBMJIN:

1.1  VYrBepauts Oyxranrepckuii 6ananc 3a Il kBapran.
1.2  TlpussTh Ha paboty 15 cOTpYIHHUKOB.

2 CIIYHIAJINA:

M.A. Ky3bMHHa — OTYET O COTPYAHUYECTBE C YACTHBIM
oxpanHbM npeanpustueM (HOIT) «Coxomy».
BBICTVYIINJIN:
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C.C. CumopoB — OTMETHIT BEICOKOE Ka4eCTBO pPabOThI
YOIIa, npeninoxui NpoJoKUTh COTPYIHUYECTBO C
YOIIom «Coxoi».

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

[Ipencenarens NOONUCH A.b.
HBanoB

Cekpertapb NnOONUCDH C.M.
ITerpoBa

OrtBer: MCTOAUYCCKUC PCKOMCHOAINN

OcobenHocTu ogopMieHNsI MPOTOKOJIA:

1. Cocrasinsiercs Ha o01ieM OJIaHKe UK Ha YUCTOM
aucTte Oymaru, Ha KOTOPOM YKa3bIBA€TCsl HAMMEHOBAHUE
Buja qokymenta — « [ IPOTOKOJD».

2. O0s13aTeIbHBIMUA PEKBU3UTAMU MTPOTOKOJIA SBIISIOTCS:
HaWMEHOBAaHHME OPTaHU3allMU, HA3BaHUE BUJIA JOKYMEHTA,
JaTa 1 HOMep MPOTOKOJIa, 3ar0JIOBOK K TEKCTY, MOJIHUCH.
JIomOTHUTEIPHBIMU PEKBU3UTAMH MPOTOKOJIA SBIISIFOTCS:
HAaUMEHOBAaHHE CTPYKTYPHOTO MOJIpa3aesieHus:, rpud
YTBEPKJICHUSI, OTMETKA O HAJTUYHUH IMPUIIOKEHHUM, MECTO U
BpeMs IPOBEACHUS 3aceianus, haMIIUs U UHUITHAIIBI
MpeACEeIaTeNbCTBYIONIETO Ha COBEIIAHNH, 3aCEIaHNH, 1aTa
MOANKCAHUS IPOTOKOJIA, CIIOCOO roI0COBaHUs (OTKPHITOE,
TailHOE, 3204YHOE).

3. JaToil mpoTokoIa ABISETCS I€Hb POBEACHUS
MIPOTOKOJIUPYEMOT'0 COOBITUS (3acCeIaHMtsl, COBEIIAHUS U
T.1.). Ecniu OHO mpo10oimKanock HECKOIBKO AHEH, TO Yepes
THUPE YKa3bIBAIOT JIaThl HAa4ajia 1 OKOHYAHMsI 3aceJaHusl.
Hampumep, ohopmienue natel 3aceqaHus,
npogokasmrerocs asa aasi: 04.05.2012 — 05.05.2012
W 03 — 04 mas 2012 r. lata pacnionaraercs
OJIHOM CTPOUYKOW HUKE Ha3BaHUS BUJA JOKYMEHTA WU HaJ
CHeIHalbHON OrpaHUYUTEIHHON JTMHUEH B 001IIeM OJaHKe.
4. Homepom npoTokoiia sBisieTcst NOPSAKOBBIA HOMED
3ace/laHMsl KOJUIETHAIbHOrO OpraHa B mpejenax
kanenaapHoro roja. Ilpu opopmnennn Homepos ¢ Nel o 9
HE00XO0IMMO HCIIOJIb30BaTh MUHUMYM JIBa 3HAaKa.
Hamnpumep, «Ne 01», «Ne 07». Homep npoTokona
odopmisieTcs Ha TOH e CTPOKE, UTO U JlaTa.

5. B 3aronoBke yka3piBaeTCs Ha3BaHUE
KOJUIETUAJILHOTO OpraHa WM 3aceaHus, KOTOpOe
COTJIaCyeTCsl C Ha3BaHMEM BHIA IOKYMEHTa, HalpuMep:
IMPOTOKOJI (uero?) 3acenanust CoBeTa JUPEKTOPOB.
3aronoBok ohopmMIISIETCS OTHON-IBYMS CTPOKAMH HUKE
PEKBU3HUTA «MECTO COCTABIICHUSI WJIA U3IaHUS
00s13aTeIFHO OT TPAHUIIBI JIECBOTO TIOJISI MJIH Ha TUIOIIA/IH,
OTMEUYEHHOU B 00I111eM OJIaHKE OTPpaHUIUTEbHBIMU
YTOJIKaMH B JICBOM BEpXHEM YTy JIUCTa OyMarm.

6. TekCT mpoTOKOJIa COCTOUT U3 BBOJHOW M OCHOBHOM
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yacTei.
BBoaHas gyacts opopmiiseTcs B clieayromei
MOCJIEI0BATEIHHOCTH:
IIpedcedoamens — haMWIIAsS ¥ UHUITHAIIBI,
Cexpemaps — baMuIusi 1 MHUIUAIIBI;
Ipucymemeoganu: GaMuINA U MTHULAAIIBI
MPUCYTCTBYIOIIUX COTPYIHUKOB B aji()aBUTHOM IMOPSIZIKE,
3aTeM JOHKHOCTH M (paMHUITUU mpUTIanieHHbix. Ecim
MpUCYTCTBYIOIUX Oosiee 15, yka3piBaeTcs ux ooiuee
KoJimyecTBO. Ecnu ¢ ykazaHuem J0IKHOCTH, TO B OPSIKE
yObIBanus uepapxuu. Eciu npucyrcrBoaiu 200 u 6osiee
yelloBeK, To numercs — «110 dgenr., uro cocraBisgeT 80%
o011ero Koau4yecTa akiinoHepoB. CIUCOK MpuiiaraeTcs
(cm. mpun. Ne 1).»
daMUIMK ¥ UHULUABI TPUTIAIICHHBIX TOJKHOCTHBIX
JIUI, KOTOPBIE HE SIBJISIIOTCS WICHAMH KOJUIETHAIBHOTO
oprasa, HO MPUCYTCTBOBAJIA HA 3aCEAAHUU, IEPEUUCIIIOTCS
nociie cioBa «lIpurnamenssie:». OHO opopmitsieTcs OT
TPAHMIIBI JIEBOTO TOJISL IBYMSI CTPOKAMHU HUYKE CJIOBA
«[IpucyrcTBOBaIM:» U 3aKAHYMUBACTCS IBOCTOUHEM.
JIOIDKHOCTH 3THX JIUI] IPUHSITO YKa3bIBaTh.
BBoaHas yacTe IpOTOKOJIA 3aKaHYMBACTCS IOBECTKOM JIHS.
[Tepedyens BOPOCOB, BBIHECEHHBIX TSI OOCYKIECHUS,
odopmisiercs nocine cioB «IloBecTka AHs:», KOTOpBIE
pacnojararoTcs OT TPaHHULIbI JIEBOTO MOJIS IBYMS CTPOKaMu
HUXKE COCTaBa MPUCYTCTBYIOIINX U 3aKaHUYNUBACTCS
nBoeroureM. Kaxapiii Bopoc Gpopmymnupyercs ¢
npennorom «O» unu «O6», oTBeyaet Ha Bompoc «O uem?»
Y COJICPKUT yKa3aHHUE JTOJDKHOCTH, (haMUITUU U MHUITAATIBI
nokiagurka. Bormpockl HymepyroTcst apadckuMu nudpamu,
pacroJiararoTcsi Mo CTEMeHU UX 3HAYUMOCTH U
0 OPMIISIFOTCS ¢ KPACHOM CTPOKH.
OcHOBHast YaCTb COCTOUT U3 Pa3/esoB, COOTBETCTBYIOIINX
MyHKTaM MOBECTKU AHS. TEeKCT KaXJ0ro pasjiena CTPOUTCS
10 CXeMe:

CJIYIIAJIMA:

BBICTYIIWIN:

INOCTAHOBWJIA (PELINJIN):
[Tocne nBoeToums Ha CIEaYIOIIEH CTpPOKeE ¢ ab3aia
MUITYTCS PaMUIUU U MHUITHAIIBI BBICTYIIABIINX U YEPE3
THPE — KPaTKOE M3JI0KEHNE TEKCTA BHICTYIUICHH. Ecin
JOKJIaIYMK MPEIOCTAaBUII TEKCT CBOETO BBICTYIICHHUS , TO
MOCJIE TUPE YKAa3bIBACTCS: «TEKCT BBICTYIICHUS
npuiaraercs (npuiokeHue 1)».
1. [TocranoBienus (pemeHus) yka3plBaloTcs B
MIPOTOKOJIE TIOTHOCTHIO, T. K. SIBISIOTCS HAUOOJee BaXKHOMN
ero dactelo. [loctanoBistoNIas 4acTh MOXKET
MOAPA3AENATHCS HA MYHKTHI.
8. Ecnu nmpoBoauiiocsh rorocoBanue mo Kakomy-anoo
BOMPOCY, YKA3bIBAIOTCS €Tr0 pe3ynbTathl («3A» - 15,
«[MTPOTUB» -3, «<BO3AEPXAJIOCb» - 1)
9. Bce Bonpock! K 1OKJIaJUUKY U BBICTYIHMBIINUM, &
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TaK)Ke OTBEThI Ha HUX 3alHMCHIBAIOTCS B OPSAIKE UX
MOCTYIUICHUS U OPOPMIISTFOTCSI ¢ KPACHOM CTPOKH.
damMunio JuIa, 3a/1aBLUIEr0 BOIPOC, AOMYCKAETCs He
YKa3bIBaTh.

10. TIlIpotoko:n moamuckIBaeTcs rMpeaceaaTesieM u
cekperapemM. OHU IPOCTABIISIOTCS HA OTPEAAKTUPOBAHHOM
Y CBEPEHHOM MpOoTOKOoJe. PacmonaratoTcst TpeMs-4eThIpbMs
CTPOKaMH HUXKE TEKCTa OT TPaHUIIbI JIEBOTO MOJIS U
paszensoTCs OJTHOM CTpokor. B pacmmdpoBkax moamnucei
WMHUITUANBI pacIoyiararoTcs nepea pamumueii.

11. B 0co00 BaXHBIX CIydasx BBICTYIABIINE TOJDKHBI
BU3UPOBATh MPOTOKOJI, BU3bI POCTABJISIOTCS HA JIEBOM
oJie JOKYMEHTa, Ha YPOBHE 3aIMCH BBICTYIIJICHHUS.

12. OrtnenbHBIC BUABI TPOTOKOJIOB (ITPOTOKOIBI
3aceaHusl TEXHUYECKUX, IKCIIEPTHBIX COBETOB, KOMUCCHIA,
MIPOTOKOJIbI UCTIBITAHUN U HEKOTOPBIE JPYTHE)
YTBEPKAAIOTCS] PYKOBOJUTEIIEM OpraHU3aIUH WU
BBIIIECTOSIIETO OpPTraHa.

13. TIpoTokonam MpUCBAMBAIOTCS MOPSAIKOBBIC HOMEpA B
npeenax KaJeHAapHOro rojia OTACIbHO MO0 KaXA0W TpyIie
MIPOTOKOJIOB.

14. K npoTokoiaM MOAIIMBAIOTCS MIPEICTABICHHBIC HA
paccMOTpEHHE MaTepUaIbI.

15. TIpoToKoOBI XpaHATCS MOCTOSHHO.

4 BAPUAHT 4
Kaxk 6yoem eviensaoems 3mom 00KymeHm, ogpopmieHHblil
no écem npaguaam?

OJINTA

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

Bonkosy C.C.

Ten. (495)125 24 24 113251,
MockBa

21.12.20 14/1-2 VI

Merannypros, 1
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 OCYIIECTBIICHA JI0
11.01.21.

HpOCI/IM Bac NOATBCPAUTD 1100 0TKa3aThCs OT IMOCTABKH.

HcnonHuTENnbHBIA JUPEKTOD
Bopo6sera O.C.

OTBeT: MCTOAUYCCKUEC PEKOMEHOAINN
Od¢opmiieHHe peKBU3UTOB CJIYKeOHOr0 MUChbMA
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O0s3aTenbHBIME PEKBU3UTAMHU CIIYKEOHOTO MHUChMa
SIBJIIFOTCS: PEKBU3UTHI OJ1aHKa (HAUMEHOBaHUE
OpraHu3aly, CIIPABOYHBIC JTaHHBIEC 00 OpraHM3alny, 1aTa
IIUCbMa, PErMCTPALMOHHBIA HOMEp, CChUIKA HA J1aTy U
perucTpalMoOHHbIM HOMEP IOCTYNUBILETO JOKYMEHTA),
azipecar, 3arojIoBOK K TEKCTY (IIp1 He0OOXOAUMOCTH), TEKCT,
OTMETKA O HAJIMYMH [TPUIIOKEHHUS, IOJIIUCh, OTMETKA 00
UCIIOJHUTEJIE.

Ha 6nanke cny)e0OHOro nuchbmMa MOXKET IPUCYTCTBOBATh
n3o0pakeHue rep6a uinu smMOneMsl oprannsanuu. Hazpanue
Buja nokymenta (IIMCbMO) ne yka3biBaercs
(MCKITIOUEHHE — TapaHTUHHOE TIHCHMO).

Jlj1g cocTaBieHUsl UCEM UCIIONB3YETCS CIIELIMATIbHBIN
OJIaHK MHCbMa, /1€ Ha3BaHUE BUA JJOKYMEHTa He
yKa3bIBaeTCsl.

B 3aro0J10BOYHOI YacTH NUCbMA [IEYATAIOTCS CIIEIYIOLIHE
PEKBU3UTHI:

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

«HanmeHOBaHMe OPraHU3aAUMN» SBIISIIOIICHCS aBTOPOM
JIOKYMEHTA.

«CnpaBo4Hble JaHHbIE 00 OPraHU3ALMN» BKIIOYAIOT:
MIOYTOBBIN aapec, HoMmep TenedoHa, pakca (Homepa CUETOB
B 0aHKe, aJipec JIEKTPOHHOM MOUTHI U JIp.).

«/laTa nokymMeHTa» - 1aTa €ro NoJN1CaHusl.
«PerucTpanMoHHBIN HOMeEP» - HOMEDP TOKYMEHTA,
MIPUCBAaNBAEMBbIil €My OpraHu3anue.

«CcpliIKa Ha perHCTPALMOHHBII HOMEp U 1aTy
AOKYMEHTa» - 3aIl0JIHSAETCS B TOM Clly4yae, €Clid TMCbMO
SIBJIIETCS. OTBETHBIM.

«3aro/10BOK K TEKCTY» BKJIIOYAET KPATKOE COACpKAHHUE
JIOKYMEHTA. 3aroJI0BOK COTJIacyeTcsi C HAUMEHOBAaHUEM
BUJIa JOKYMEHTA (B JaHHOM cily4yae MUChbMO), OTBEYAET Ha
BOIIPOC «O YyeM» («0 KOM»), HaunHaeTcs ¢ npeangora «O»
i «O6». Hanpumep: «O cpokax nmoctaBku», «O06 yyactun
B BBICTaBKE».

B nucemax 10KHbBI OBITh IPAaBUIIBHO YKa3aHbl COCTaBHbBIE
YaCTH PEKBU3UTA «ajpecaT» (Tojydaress mucbMa): pupma,
CTPYKTYpPHOE MTOJIpa3JeJIeHNE, JOJKHOCTb, TOUYTOBBIN aJpec
MOJTy4aTes.

Ecnu nuceMo ogHOTO cosepskaHus HalpaBIIsIeTCs
HECKOJIbKUM ajJipecaTtaM, cCHadajla yKa3blBaeTcs ajipec
OCHOBHOT0 MOJy4arTes, 3aTEM MEPEUHCIIAIOTCS APYTHE.
Ecnm mokymeHT HampasiisieTcs 0oJiee 4eM 4eThIpeM
azipecaTaMm, COCTABIISIETCSl CIUCOK PACCBIIKU U Ha KaXKJOM
AK3EMILIAPE YKa3bIBAETCS JIMILb OJIMH a/IpecaT, KOTOPOMY
HaNpaBJIsSIeTCs] KOHKPETHBIN SK3eMILISp.

Ecnu nuceMo ogHOTO cosiepikaHus HalpaBIIsIeTCs
HECKOJIBKUM OJJHOPOJHBIM ajjpecaTam, TO ajpecar MULIYT
0606menno. Harmpumep (xommemkam mo . OpeHoypry).
«TexkeT» nucbMa 10IHKEH ObITh JAKOHUYHBIM,
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[OCJIe10BaTENbHbBIM, YO AUTENbHBIM U KOPPEKTHBIM. TekcT
IIMCbMA, KaK IIPaBUJIO, HE IIPEBBIIAET OJHOM CTPaHUIIBL.
Texct nucpma yaie Bcero COCTOMT U3 BBOJHOM 4acTH U
OCHOBHOM.

Bo BBOIHOI YacTH yKa3bIBAIOTCS PUYMHBI, BbI3BABIIUE
COCTaBJICHUE NMHCHhMa, COIIPOBOXKAAEMBIE CCbUIKAMU Ha
(bakThl, 1aThl, JOKYMEHTbI, HAIIPUMEDP:

«B cBs3u ¢ Tem, 4To npu nosyueHuu rpysa 26.01.2002 no
HakagHou Ne 2342 B ncrpaBHOM BaroHe ¢
HEHapYyUICHHBIMH TUIOMOaMU TPy300TIPABUTEIS TIPU
BCKPBITUH SIUKOB U IPOBEPKE COAECPKUMOTO € yJacTUeM
MPECTaBUTENS ... OblJIa yCTaHOBIIEHA HEJOCTAYa ... ITYK
W3JIeNIUN Ha CyMMY... (KomMepueckuit akt oT 26.01.2002 Neo
43)...»

Bo BTOpOIi YacTn nucbmMa GopMynupyeTcs ero OCHOBHas
1ens (IpeioKeHne, 0TKas, mpockoa, rapaHTHs U T.11.),
Hanpumep:

«IIpocum B Teuenue 10 GaHKOBCKUX THEH MEPEUUCIUTD
YKa3aHHYIO0 CYMMY Ha Halll paCU€THBII cueT».

«OTMeTKA 0 HAIMYUH NPUJI0KEHHID» - PEKBU3UT
HCIIOJIb3YETCS B COIIPOBOAUTENBHBIX MHUCcbMax. OTMETKa 0
HAJIMYMU IPUII0KEHUS Pa3MEIIaeTCsl 0]l TEKCTOM.
«BH3a» - OTMETKA O COTIACOBAaHUU JIOKYMEHTA BHYTPHU
opranuzanuu. Buza BkitogaeT: 10JKHOCTh BUSHPYIOLIETO,
MOJIMTUCHh BU3HPYIOUIETO, PACIIM(PPOBKY MOIIHCH
(uHULIMATBL, (aMUITHS) U 1ATY.

«Ilopmucw» odopmisiercss Ha 2-3 UHTEpBaja HUXKE TEKCTa
JIOKYMEHTa (B CONPOBOAUTENBHBIX MUCbMaX — MOJT
OTMETKOM O HaJM4uu NpusioxkeHus). B cocras pek-Busuta
BXOJAT: HAUMEHOBAHUE JOJDKHOCTH JIMLA, TOANUCABLIETO
JIOKYMEHT, JINYHasi MOANKCH U pacluu(poBKa MOIAIUCH
(nHULIMATBL, haMUITHS).

«IlevyaTh» 3aBepseT MOMIMHHOCTD MOANUCH JOTKHOCTHOTO
JMIa Ha JOKY-MEHTaX, yJOCTOBEPSIOIIMNX IPaBa JIMII,
(bukcupymux (akThl, CBI3aHHbIE C PUHAHCOBBIMU
CpEICTBaM H JIp.

«OT1MeTKa 00 McnOTHUTEJIe» BKIIOYaeT paMuiuio (1w
(bamMuIuIo, UM, OTYECTBO) HUCTIOJIHUTENS TOKyMEHTa U
HOMep ero tenedoHa.

5.BAPUAHT 5

Hcnpagvme 00Kymenm ¢ coomeemcmeuu ¢ npasuiamu
MeHCOYHAPOOHOIl nepenucKu

Brain Institute
Svetlanovsky Avenue 47
Moscow, 123987, Russia
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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 PEKOMEHIAIIUU

OcobennocTu opopmiieHNs peKBU3UTOB MM CbMA
HHOCTPAHHOMY NAPTHEPY:

PexBusur 1 - «Ceedenusn 06 omnpasumene) (aBTope
JOoKyMeHTa). B neBoMm BepxHEM yriy, B BEpXHEM MIPaBOM
YTy WU B IEHTPE BEPXHEH YacCTH JIMCTA PACIIONaraeTcs
sMmOieMa 1 HaumeHoBaHue pupmbl. Eciin kommnanus
MaJIOM3BECTHA, TO YKa3bIBACTCS MPOQPHIIb €€ IesITeTbHOCTH,
Hanpumep, «ppaxT CyJ10B», «OpraHU3aUs TYpOB» U T.]1.
Taxxe yka3biBaeTcs agpec GUpMbI, HOMEpPA TENEPOHOB,
(akcoB, AIEKTPOHHOM MOYTHI, HHOT'/1a Ha3BaHHUE
oOciyxuBatoniero 0anka. lHoraa (3To JOMycKaeT cTaHaapT
NCO) nnst ykazaHust aJjpecoB U TeIePOHOB UCIOIb3YETCS
MECTO HaJ HUKHUM T0JieM OJaHKa.

Bce ocTtanbHble peKBU3HUTHI pacloyiaratloTcsi OT TPaHUILIbI
JIEBOTO T0JIsI, Oe3 a03a1eB, XOTs PEKBU3UT «J1aTa» MOXKET
nepeMeIaThest K MpaBoMy MOJIIO.

PexBu3ur 2 — «ccoika» (Reference) Ha Homep 1oKyMeHTa
JIeJIOBOTO MapTHEPA, Ha KOTOPBIN JaHHBIN TOKYMEHT
spisiercst orBeToM (Yourref.), uto ananoruuno «Ha Bamr Ne
...», ¥ cchlika Ha cBoi Homep (Ourref.), 4to , o cyTH,
SIBIISICTCST HAIITUM HCXOJISIIUM PETUCTPAITIOHHBIM HOMEPOM.
Ccplka MOXKeT ObITh HU(PPOBONA, OYKBEHHON HITH
OykBeHHO-1TU(POBOI. B uncie 31eMeHTOB CCBHIIIKA MOTYT
OBbITh MHUIIMAJIBI aBTOPA MUCbMa, CEKpeTaps JIu
WCTIOJTHUTEIIS, TIOPSIIKOBBIA HOMEP JOKYMEHTA, YCIIOBHOE
0003HaYeHHE CTPYKTYPHOTO MOJIpa3ieieHus, 1ena, (aiiia.
PexBu3ut 3— «/[amay yka3zpIBaeTcs COTNIACHO NIPUHATOUN B
cTpaHe ajapecara cucreme. HajexHee Bcero ykasarb 4ncio
nudpamMu, HAMMEHOBAHKE MECSIIa TTOJTHOCTHIO B OyKBEHHOU
¢dopme 1 roa 1 paMu MOIHOCTHIO, HarpuMep: 15 August
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2010. (Crangapt UCO pexomenayer Tak: roa, T.e. 2001-
05-23).

PexBusut 4 — «Aodpec nonyuamensn) COCTOUT U3
PAacIoyIOKEHHBIX TOCTPOYHO:

- UMEHU U HaMUIUU TTOTy4YaTes;

- HAUMEHOBAHUS KOMITAHHH;

- HOMepa J0Ma, YJIHIIbL;

- TOpoJia, MOYTOBOTO OKpyra (MHIEKCA);

- CTpaHbl.

PexBusur S — «K céedenuron, i ykazaHue Ha
KOHKpeTHoe Ju1o. Vcnonb3yercs , €ciu B ajipece He
ykazaHa (haMuiIns moiaydaresns, opopmisiercs mocie
aapeca, Harpumep: Attention: Mr. P. Cooper. OtoT
PEKBH3UT HE SIBIISICTCS 0053aTEIbHBIM.

PexBu3uT 6 — «6cmynumensvnoe oopawenue» NUIYT C
HOBOW CTPOKH , OTCTYITUB OT aJIpeca YEThIPEe MEKCTPOTHBIX
WHTEpBaa.

JlenoBoe nmuceMo HaunMHaeTcs co cioB «Dear ...». Moryt
WCIIOJIB30BATHCS CIEAYIOIINE (pasbl:

- DearSir — eciiu uMs mosTydatesst HEM3BECTHO;

- DearMadam — eciiu uMs oy9artesist HEU3BECTHO;

- DearMrNeit — rocroguHy, UMst KOTOPOTO U3BECTHO;

- DearMrsFella — 3amy>xHeit *KeHIIMHE;

- DearMissJones — He3amy»KHel JKCHIIMHE;

- DearMsMorrison — 3aMy>KHel WM He3aMyKHEH
KEHIIUHE.

PexBusur 7 - «3ac01060K nucema» yka3plBaeTcs 1ociie
BCTYMHUTENHHOTO OOpaleHust 1 0003HaYaeTcs:

- RE: - cokpamenue cioBa «regardingy (OTHOCUTENBHO);
- Inre: - cokpamenue couetanus «Inregardto»
(kacarenpHO);

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

- MIOTYEPKUBAHUEM.

3aro0BOK HE ABISAETCS 00s3aTENbHBIM PEKBU3UTOM, HO €70
HaJIMYMe OTPaKaeT 3HAHUE OTIPABUTEIIEM TIPABUI
XOPOLIEro TOHA.

PexBu3ur 8 - «Texcm»MOXKeT 1e4aTaThes KaK OT TPAHUITBI
JIEBOTO OIS (COBPEMEHHBIN BapUaHT), TaK U C OTCTYIIOM
Havaa Kaxao0ro ad3ama — ¢ KpacHO# CTPOKH

(kmaccuyecKuii BapHaHT).

A03a11bl OTICTAIOTCS APYT OT APYTa JOTOJTHUTEITHHBIM
MEXCTPOUHBIM UHTEPBAJIOM, UTO 00JIEryaeT BOCIIPUSITHE
coJiepkanus muchMa. Kpome Toro, OCHOBHBIC TTPEITIOKEHUS
MOTYT OBITH BBIACNEHBI HIPU(PTOM, MOJUEPKUBAHUEM H T.1I.

TexcT 00BIYHO JTOJDKEH YMENaThCsl Ha OJTHOM CTPaHHIIE.
«PexkBM3NT 9 — «3akntouumenvnan gpopmyna
6erciusocmuy yKa3bIBaeTCs Yepes3 ABa MEKCTPOTHBIX
WHTEpBaa.

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

Ecnu B npuserctBum cinosa: DearSir/Sirs/Madam, To

21




okonvanwue: Yoursfaithfully (mpemxannsiii Bam).

MoryT Takke UCIOJIb30BaThCA CAEAYIOIINE
cnoBocovetanus: Bestwishes (Hawmydime mosxenanusi).
PexBusur 10 — «Iloonuce» pacronaraetcsi HIKe GOpMYIIbI
BEXKJIMBOCTH. Jlenaercs He MeHee MATH MEKCTPOUHBIX
WHTEPBAJIOB IS JIMYHOM MOJANKMCHU aBTOpa nucbma. Huke
MOAINKCH yKa3bIBaeTcs ee pacundpoBka: UMs U (haMuius,
Ha CJIEeAYIOIIEH CTPOKE — IOJDKHOCTD JIUIA, MTOIITUCABIIETO
JOKYMEHT. JI0JKHOCTD HE YKa3bIBa€TCS, €CJIA MUCHMO
MOAMMCAHO PYKOBOJAUTENIEM KOMITAHUHU.

[lepen mOAMUCHIO MOXKET CTOATH OTMETKA «P.p.», UTO
03HAYaeT «OT UMEHUY», B TOM CJIy4yae, KOr/ia MOAYMHEHHbIE
MOJNKCHIBAIOT TOKYMEHT I10 MOPYYEHHUIO PYKOBOIUTEIS.
PexBusur 11 — «Ykazanue na npunoscenue» (ecnu oHo
€CTbh) JJaeTCs B MOJIHOM WIIM COKpaleHHOU (hopme:
«Enclosure:» nm «Encl:», manpumep: Encl: Contract No
11/Si.

PexBusur 12 — «Ykazanue na paccoinky konuity.llpu
HanpaBJIeHuH Korui muceMa («Carboncopy» Ml «CC»)
HECKOJIbKUM aJipecaTtaM yKa3bIBaIOT (aMUIUH JIUL] UITU
KOMITAaHUH, KOTOPBIM OTITPABJICHBI KOITHUH.

Onucanne MKAJbI OIICHUBAHUS

Ouyenka: 5
Huoicnuii nopoe evinonnenus 3aoanus 6 npoyenmax: 70
Onucanue xapakmepucmuxu evlnoinerus 3Hanus: O1eHKa "OTINYHO" BBICTABIISIETCS €CJIM 3aJaHIe
BBITIOJTHEHO B MOJIHOM 00'beMe WIIH BBITIOTHEHO MPEUMYIIIECTBEHHO BEPHO

Ouyenka: 4
Huodienuii nopoe sévinonnenus 3adanus 6 npoyermax: 60
Onucanue xapaxmepucmuxu evlnoinenus 3Hanus: OeHKa "XopoIo" BEICTaBISETCS €CITN
OOJIBIIMHCTBO BOIPOCOB PACKPBITO. BBIOPAHO BEPHOE HANPABJICHUE JJIS pEIIeHUs 3a/1a4

Oyenka: 3
Huodienuii nopoe sévinonnenus 3adanus 6 npoyermax: 50
Onucanue xapakmepucmuxu ebinoanenus snanus: OueHka "yIoBIeTBOPUTEIBHO" BBICTABISETCS
€CITU 3a/1aHue NMPEUMYILECTBEHHO BHITIOJIHEHO

Oyenka: 2
Onucanue xapaxmepucmuxu evinoanernus snanus: OTNeHKa "HeyIOBICTBOPUTEIILHO" BEICTABIISICTCS
€CJIM 3aJIaHUE BBIITOJIHEHO HEBEPHO WUJTU MPEUMYIIECTBEHHO HE BBIMOJIHEHO

KM-5. 3akoHoaaTe/ibHbIE OCHOBBI 1€JI0NPON3BOACTBA

®opmbl peaju3anum: buiersl (MMCbMEHHBIH OMPOC)

Tun koHTpoILHOrO Meponpusitus: TectupoBanue

Bec kouTposabHoro meponpusitust B bPC: 15

IIpouenypa mnpoBeaeHMss KOHTPOJBHOIO MeponpuaTHsa: [IpoBoauTcs Ha NpPaKTUYECKOM
3aHsaTUH. PacuetHoe Bpems - 15 munyt. KonmuectBo BapuaHTOB - 3. KonM4ecTBO TECTOBBIX
BOIIPOCOB B BapHaHTE - 7

KpaTKOE CoA€cpKaHME 3alaHUA:
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Pabora opueHTHpOBaHa Ha 3HAHUS O JOKYMEHTHUPOBAHUHU U MOPSAIKE pabOTHI C
KOH(UICHIIMAIbHBIMU JOKYMEHTaMH Ha OCHOBE 3aKOHO/IaTENIbHBIX aKTOB

KOHTpOJILHLIe BOHpOCbI/SaL[aHI/Iﬂ:

3HaTh: 3aKOHOJATENbHbBIE U APYTUE
HOPMAaTHBHBIE IIPABOBBIC  AKTHI,
perIaMeHTHPYIOLIHE
MH()OPMAIMOHHYIO "
JOKYMCHTAIITUOHHYIO ACATCIBbHOCTD
OpraHH3alLuy;

1.I'pud orpanuuenus goctymna ohopmiIseTcs

a) CEKPETHO

0) CEKPETHO »3k3.Nel

B) CEKPETHO

rorosuis M.H. IleTrpos
r) «CEKPETHO»
OtsBer: 0)
2.CrerneHb CEKPETHOCTU CBEJICHUN YCTAHOBIICHA B
CIIEYIOIIEM W3 yKa3aHHBIX HOPMATHUBHBIX aKTaX:

a) GenepanpHbiii 3akoH «O0 nHDOpMaIUH,
nH(POPMATU3ALNH U 3aLIUTE UHPOPMALTTN

0) 3akoHn Poccutickoii ®eneparuu «O
rOCyJIapCTBEHHOM TallHE»

B) Ilepeuennb cBeqeHU, OTHECEHHBIX K
rOCyJIapCTBEHHOM TailHE, ONPEICICHHBIN Y Ka30M
[Ipesunenta Poccniickoit denepanuun
Ortgert: 0)
3.Ilevatanne nokymeHTOB ¢ TpudoM «KT»
MIPOU3BOIUTCS

a) B cTpyKTypHBIX MOApa3IeIeHUSIX

6) HeHTpaJ'II/ISOBaHHO, B CIICIHAJIbHO OTBCIACHHOM

MTOMEUICHUN
B) B cexperapuare

Ortgert: 0)

4.IIpu paboTte ¢ TOKYMEHTaMH, UMEIOLIUMHU TPUP

«Kommepueckas TaifHa», CBEICHUS O HUX BHOCSTCS

a) B XKypHnan peructpanuu JOKyMEHTOB ¢ TpuGpoM

«KomMmmepueckast TaitHay

0) B o6muit XKypHais perucrpanuu 10KyMEHTOB
Otser: a)
5.I'pud KoHPUAESHINATBHOCTH

a) He mpenycmorpern 'OCTom P 7.0.97-2016

6) Ilpenycmotrpen 'OCTom P 7.0.97-2016
Otsert: 0)

6. CornacHo @enepaibHOMY 3aKOHY «O
rOCyJIapCTBEHHOM TailHE» MOJJIEkKAT 3aCEKPEUNBAHUIO
CIIEAYIOIINE CBEICHUS

a) CBeneHrst B BOGHHOM 00JIACTH.

6) O ype3BbIUANHBIX TPOUCIIECTBUIX U
KaracTpodax, yrpokaromux 0e30MacHOCTH Tpax/aH, a
TaKXKe 0 CTUXUHHBIX Oe/ICTBUAX U UX MPOTHO3aX.

B) O COCTOSIHUM KOJIOTHH, 3/IpaBOOXPAHEHUS,
neMorpaduu, CaHUTapuu, KyJIbTypbl, 00pa30BaHUs,
CEJIBCKOT0 XO351CTBA.

r) CBenieHus B 00J1acTH pa3Be10BaTEeIbHOM,
KOHTPPA3BEIOBATEIHHOMN IEATETHHOCTH.

1) CBeneHHUs: O BHEIIHENOIUTUYECKON U
BHEITHEAKOHOMHYECKOW JAEATEIBHOCTH; CBEICHUS O
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(uHaHCOBOM MOJIUTUKE B OTHOLIEHUHU APYTUX
rocynapcTB (KpoMe BHEILL. 3aJJOJDKEHHOCTH); O
(MHAHCOBOM, IEHE)KHO-KPEAUTHOMN 1EATEIIbHOCTH;
OtBeT: a), T), 1)

Onucanne MKAJbI OIleHUBaAHUS:

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

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

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

Oyenka: 2
Onucanue xapaxmepucmuxu gblnoanenus 3Hanus: OLeHKa "HeyJOBIETBOPUTEIBHO" BBICTABIISACTCA
€CJIM 3aJ]JaHue BBITIOJIHEHO HEBEPHO WJIM MTPEUMYIIIECTBEHHO HE BBIITOITHEHO
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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 paercs 60 MMHYT Ha NMOJIrOTOBKY K OoTBeTy. Ha cmen. OnaHke npeicTaBisieTcs IUIaH
OTBETa Ha BONPOCHl U JOKYMEHT, COCTaBJIEHHBIM C y4yeTOM HcIpaBieHHbIX oumbok. Ilocne
3aBEpILICHMs NOArOTOBKM CTY/IEHT OTBEUYaeT Ha BOMPOCHI mpernojaaBaTesns. OLeHKa BbICTABISETCS B
COOTBETCTBUU C KPUTEPHUSIMH OLIECHUBAHUS 3aJaHUI IPOMEXKYTOUHOTO KOHTPOJIS.

L Ilepeuens Komnemenyuil/uHOUKaAMOpPoO8 u KOHMPOAbHBIX 60NPOCOB NPOBGEPKU PE3YbHAN 08
0CBOCHUA OUCUUNTIUHDL

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 00pabOTKH BXOISIINX TOKYMEHTOB
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 JEJIONPOU3BOJICTBA.

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

10.IIpaBuiia ohopMIIeHUS 1ETOBBIX THUCEM

11.0co6enHocTy paboThHI C JOKYMEHTaMU OTPaHUYEHHOTO JJOCTYyIa

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

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

09 cents6ps 20191
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Nel7

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

«Poccuiickas IMyIIHWHA», IPHUKa3blBal0 HA3HAYUTh OTBETCTBCHHBIM IIPEACTABUTCIIEM 3A0 nHa

aykuuone E.B. BacunbeBa. EMy He00X01uMO OATOTOBUTH IPEUI0KEHUS [10 COCTaBY
JleTieraly U npeacTaBuTh Ha paccmoTpenue Cosery a0 15.10.19. Cmupnosy JI.B.
MOJTrOTOBUTh YTOUHEHHBIN aCCOPTUMEHT MYIIHBIX U3AEIHH, TOIb3YIOIINXCS HAnOOIBIIUM
CIIPOCOM, U TIpeACcTaBUThL Ha paccMoTpenue Cosery j0 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 CHIpbSi OTBEYaeM, YTO YKa3aHHas IIOCTaBKa HE MOXKET OBITh
ocymectsiena g0 11.01.20.

[Tpocum Bac moarBepaAnTh MO0 OTKA3aThCS 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 HAJTMYHH MIPUIIOKEHUS B COITPOBOIUTETHHOM
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 JOKYMEHTOB, KOTOPHIE BXOAST B COCTaB YHUDUIIUPOBAHHOM
CHUCTEMBI OPraHU3alMOHHO-PACTIOPSAAUTENBHON JOKYMEHTAUN

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

Bepwurliit oTBeT: B)
8.

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

U JIOJDKHOCTHOTO JH1a’?

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

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

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

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

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

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

OtBeTsI:
a) YTBEPXJIAIO Iupextop AO «ITunor» [loanuce A.B. Ilerpos 23.09.2019 0)
Yreepxknaro upexkrop AO «IIunor» Iloanuce A.B. Ilerpos 23.09.2019 B) «YTBEpKJIat0»
Hupextop AO «ITunor» [Tonnuce A.B. Ilerpos 23.09.2019
BepHnsiii oTBeT: a)
12.B ciyyae oOHapy»KeHUsl OTCYTCTBHSI IPUIIOKEHUH BO BXOJAIIEM JOKYMEHTE HEOOXOJUMO:
OtBeTsI:
a) BEPHYTh JOKYMEHT OTIPABHUTEIO 0) COCTABUTH aKT 00 OTCYTCTBUU JOKYMEHTOB B)
IpeIbIBUTH MPETEH3UH TOYTOBOMY BEIOMCTBY I') HE 00paIiaTh BHUMAaHUs
BepHpriii oTBeT: 0)
13.CuMBOJIOM Ha BUBUTHOU KapTOUKE, YUTAEMBIM KaK «OTBETHAas 0JIaroAapHOCThY SIBISETCS
OtBerTsI:
a) PP 6) PR B) PPC r) PF
BepHbriii oTBeT: 0)
14.Ecnu 10roBop cOCTaBJIEH COBMECTHO JIBYMSI OpraHM3aLUsIMH, TO PErMCTPAllMOHHBIN HOMED
OtBerTsI:
a) MPOCTABISAETCA OPraHU3aLUEH, ABISAIOMENHCS HHUIIMATOPOM JIOr0BOpa 0) COCTOUT U3
PETUCTPALIMOHHBIX HOMEPOB Ka)KJI0M U3 OpraHu3alui, MpOCTaBIsEMbIX Yepe3 KOCYI0 YepTy B
NOPSIKE yKa3aHUsl aBTOPOB JTIOKYMEHTA
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Bepuslii oTBeT: 0)
15.lokyMeHT, PUKCUPYIONTUI COTIIAIICHUE CTOPOH 00 YCTAaHOBJICHUU TPYIOBBIX OTHOIICHUHN U
PETyIUPYIOIMNI UX, HA3bIBACTCS

OTtBeTsI:
a) TpynoBoii kamxkoit 6) TpynoBbiM kogekcoM B) [Ipuka3oM 1o TMYHOMY COCTaBY T)
TpynoBsiM 1oroBopom 1) JIoJKHOCTHOM HHCTPYKIIUEH

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

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

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

OTBeTHI:
a) npuitokenue (Enclosure) 6) 3aroyioBok K TeKCTy T0KyMeHTa B) cchiiika (Reference) r)
aapecar

BepHriii oTBET: B)
18.B cuctemy opraHu3aliiOHHO-PaCIOPSAAUTEIbHON JOKYMEHTAMU BXOIAT CIEAYIOIIIE
TPyNIbl JOKYMEHTOB

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

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

OTtBeTsI:
a) HopmaTtuBHO-TIpaBOBO#i aKT, periaMeHTUPYIOIIUN TOPSIIOK 00pa30BaHusl, CTPYKTYPY,
(GyHKIIMH, KOMIIETEHITNIO, 00S3aHHOCTH U OPTaHU3AINIO Pa0OTHI CUCTEMBI OPTaHOB
yrpasieHus rocyaapersa 0) CBoj mpaBuil, peryaupyomux AesITeIbHOCTh OPTaHU3alluH,
YUpEXJIeHUH, 00IIEeCTB U Tpak/iaH, X B3aUMOOTHOIIICHUS C IPYTUMU OpPTaHU3aAlUIMU U
rpakIaHaMHU B ONPEJIEIIEHHON cdepe AeITeTbHOCTH

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

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

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

OTBeThI:
a) rpud yTBEpKICHHs TOKYMEHTa 0) rpud cOTIacOBaHUS IOKYMEHTA B) CChUIKA HA BXOIAIINN
JIOKYMEHT T) PeTUCTPAIlMOHHBIA HOMEpP IOKYMEHTa

BepHblii oTBeT: T)
22 .Bribepute npaBuiibHbBIN BapuaHT oopmiienus «I puda cormacoBaHus» ¢ JOTKHOCTHBIM
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 1€T0MPOU3BOJICTBA SABIISIETCS

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

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

OTtBeTsI:
a) [InanupoBanue paboThl oTAena 6) YTBepxkacHHE MprKa3oB B) OOydeHrne O TIMHEHHBIX T)
[Tpuem u opopmienue Ha paboty 1) Koopaunaius paboTsl 0TaeNna ¢ IPYTUMU OTJEIaMU U
1oJipa3esICHUsIMU

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

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

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

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

Bepusrii oTBeT: 0)

11. Onucanue wikanvt ouenusanus

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

Ouyenka: 4
Huodienuii nopoe sévinonnenus 3adanus 6 npoyermax: 60
Onucanue xapaxmepucmuxu 8blnoaneHus 3nanus: PadboTa BelmogHeHa B paMKkax ""0a3oBoro"
ypOBHS. BONBIIMHCTBO OTBETOB JJaHbI BEpHO. B uacTu MaTepuaina ectb He3HAUUTEIbHBIE
HE/IOCTAaTKU

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

Oyenka: 2
Onucanue xapakmepucmuxu vinoineHus 3nanus: Pabora He BBITOJIHEHA WX BBITIOJTHEHA
MPEUMYIIIECTBEHHO HEMPABUIHLHO

111. Ilpasuna évicmasnenus umoz2080ii OYEeHKU 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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