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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. lestenbHOCTB O(uc-MeHepkepa B opranuzanuu (TectupoBaHue)
3. JIokyMEHTHpOBaHUE TPYIOBBIX OTHOIIEHUH. KOMMyHUKalMK B yripaBiIeHUECKON
JeSITeIbHOCTH. 3aKOHOJaTeIbHbIE OCHOBBI Aenonpoun3BozcTBa (TectupoBanue)
4. 3akoHOaTeNIbHbIE OCHOBBI Aenonpou3BoacTea (TectupoBanue)
5. adopmarmonHo-cipaBouHble 10KyMeHTh (TecTupoBanue)
6. KommyHuKanuu B ynpasiieHUecKol AestenbHocTy (TectupoBaHue)
7. Haittu ommbku B nokymente (KonrponwsHas pabora)
8. Opranu3zaimoHHO-pacIopsiANTENbHAS ToKyMeHTalus (TectupoBaHue)
9. Opranu3zanus padboTsl ¢ JokymeHTamu (TectupoBanue)
10. PexBu3uThl ynpasieHueckux 10KkyMeHTOB (KoHTponbHas pabota)

BPC aucuunjavHbl

4 cemecTp

Beca KOHTpOIBHBIX MeponpusTHii, %o

Paznen Hunexc KM- | KM- | KM- | KM- | KM- | KM- | KM- | KM- | KM- | KM-
mucuuIuineel | KM: 1 2 3 4 5 6 7 8 9 10

Cpok KM: 2 4 5 6 7 9 11 12 14 16

Jlenonpou3BoACTBO U €r0
MECTO B yNPaBIEHYECKOU
NEATETLHOCTH

Posb oduc-menemxepa B
OpraHu3aluu

[IpaBuna opopmueHus
JIOKYMEHTOB

Opranuzanus paboTsl ¢
JIOKyMEHTaMU

CucreMaTtuzanus u
XpaHEHUE JTOKYMEHTOB

Opraan3annuoHHO-
pacropsiiuTeIbHas




JIOKYMEHTAIIHS

Opranu3anOHHbIE
JIOKYMEHTBI

PacnopsiaurensHbie
JIOKYMEHTBI

HNudopmannonno-
CIIPaBOYHBIE IOKYMEHTHI

JloxymeHnTupoBaHue
paboThI C IEPCOHAIIOM.
JenoBoe obiieHne

JloxymeHnTupoBaHue
TPYAOBBIX OTHOLLICHUI

KommyHnukanuu B
YIIPABJIEHYECKOU
JESITEIbHOCTH

3aK0HOIATEIBLHBIE OCHOBBI
JICJIONPOU3BOICTBA

Opranuzanus padboTsl ¢
KOH(UACHIMATBHBIMU
JIOKYMEHTaMU

O6ecnieyeHne NOIITUHHOCTH
nHpopmaruu

Bec KM: 8 8 16

20

$O61mast yacte/J{j1st IPOMEKYTOUHOMN arTecTanund




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
KOMIIETEHIIUH pe3ysbTaTel  00y4eHMsI IO
JUCIUILINHE

OIIK-5 N-1lonk-s Hcnonp3yet | 3HaTh: HestenbHOCTh 0uc-MeHeKepa B oprauu3anuu (TecTupoBaHue)
COBPEMEHHBIE 3akoHOAaTeNbHBIC U Apyrue | J(enonpous3BoACTBO B YIpaBlIeHYECKOU nesTenbHOCTH (TecTrupoBaHue)
UH(POPMALOHHEIE HOpPMAaTUBHBIE IPABOBBIE PexBusutel ynpasneHueckux okymeHToB (KoHTponbHas padboTa)
TEXHOJIOTHH U | aKThl, peraamentupyomue | Opranuzanus padoTsl ¢ fokymentamu (TectupoBanue)
pOTPaMMHBIE CPEACTBA s | MHPOPMALMOHHYIO U OpranuzannoHHO-pacnopaauTenbHas qJokyMentanus (TectupoBanue)
XpaHeHwus, 00paboTKH, | JOKYMEHTAIIHOHHYIO Nudopmannonno-cnpaBounsie fokyMeHThI (TectupoBanue)

aHaM3a W TPEICTaBICHUS
uHpopmanuu

JIEATEIIbHOCTh OpPraHU3aliu
CoBpeMEeHHbIE TEXHOJIOTHH
OpraHu3aluu
JIOKYMEHT0000poTa
MPEANPUATHI U
OpraHu3aun

Ponb u ¢pynkum oduc-
MEHEKEPA; JIOKAIbHbIE
HOPMAaTHBHBIE aKTHI,
perIaMeHTUPYIOIIUE
NeSITeNIbHOCTh O(uc-
MEHEKEPA B OpraHU3aluu
[IpaBuna co3nanus u

o opMIIeHUS Pa3THYHBIX
BUOB OpPTraHU3allMOHHOM,
pacnopsIUTENbHOM,
nH(}OPMAaLIMOHHO-
CIIPAaBOYHOM U KaJpPOBOM
JIOKYMEHTaIUU

Hatitu ommbku B tokymente (KortpoinbHas pabora)
JlokyMeHTUpOBaHHE TPYAOBbIX OTHOLIEHUI. KoMMyHMKanuu B
YIPaBICHUYECKON AESITEIbHOCTH. 3aKOHO/1aTEIbHbIE OCHOBBI
nenonpousBojcTaa (TectupoBanue)

KomMmyHukanuu B ynpasiieHueckoi nesitenbHOCTH (TectupoBaHue)
3akoHOJaTeIbHbIE OCHOBBI Jienonpou3BozcTBa (TectupoBanue)




OcHoBHbIE TpeOOBaHUS K
0(OpMIICHUIO
yIIPaBJIEHYECKUX
JOKYMEHTOB

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 H
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. [lesTeqibHOCTH O0(prc-MeHeKepa B OPraHU3anuu

@opmbl peasu3anun: bunets (MMCbBMEHHBINA OITPOC)

Tun KOHTPOJIBLHOT0 MeponpusaTHs: TecTupoBaHue

Bec konTpoabHoro meponpusitusi B bPC: 8

IIpouenypa mnpoBegeHMsl KOHTPOJHLHOr0 Meponpusatus: I[IpoBoauTcs Ha MNpPaKTHUYECKOM
3ansaTur. PacduetrHoe Bpems - 10 munyr. KonumuectBo BapuaHTOB - 3. KoJM4ecTBO TECTOBBIX
BOIIPOCOB B BapuaHTe - 4.

Kpartkoe cogep:kanue 3aiaHusA:
Pabora opueHTHpOBaHA TOHUMAaHKE MECTA M POJIH OQHC-MEHEKepa B CTPYKTYPE YIIPaBICHUS

KaJApOB OpraHmn3ain, 3HaHHUEC Q)YHKHI/IOHaHBHBIX 00s3aHHOCTEN O(l)I/IC'MeHeI[)I(Cpa

KoHTpoJibHbIE BONIPOCHI/3aJaHUA:

3uarb: Ponp u ¢yHkium oduc- 1.JIoKyMeHT, onpeIesIFoIHii TpaBa U 00s13aHHOCTH
MEHEIKEPA; JIOKaJIbHbIE ouc-menemxepa

HOPMAaTUBHBIE aKThI, a)YcraB

periIaMeHTUPYIOUIUE AEATEIbHOCTh 0) JomKHOCTHAS MHCTPYKITUS
oduc-MeHepKepa B OpraHu3aluu B)llITaTHOE pacnucanue

r)[lonoxxenue o moapasieneHuu
n) [IpaBuia BHYTpeHHETO pacrnopsiika
Otsert: 0)
2.K kakoit kateropuu o(puCHOTO IIEPCOHATIA OTHOCUTCS
oduc-menemxep?
a) HxeHepHO-TeXHUYEeCKUI TIepCoHal
0)Opranu3aloHHBINA TEPCOHAT
B) Ilepconan nadopmaionHoro u
JOKYMEHTAIMOHHOTO 00eCTIeUeHHS
OtseT: 0)
3. [TonroroBka OPUITMAITEHBIX COBEIIAHUNA OTHOCHTCS K
OCHOBHBIM (DYHKITHSIM:
a)pYKOBOJUTENS (PUPMBI
6)oduc-menemxepa
B) HaYaJIbHUKA OT/IEIa BHEIIHUX CBS3EH
r')Ha4allbHUKA OT/eNa KaJpoB
Otset: 0)
4. OnepaTUBHBIMH CBA3SIMHM B OpraHU3aLlUN 00J1a1aeT
a) PykoBoautens opranuzanuu
6) Oduc-menemxep
B) PykoBomuTens CTpyKTypHOTO TIOApa3IeICHUs
OtseT: 0)
5.K ob6s13aHHOCTAM OHC-MEHEKepa OTHOCSTCS:
a) [InanupoBanue paboThI OTAENA
0) YTBepkaeHue MPUKa30B
B) OOydeHue Mo JYNHEHHBIX
r) [Ipuem u opopmienue Ha padoTy
1) Koopnunanus paboTel oT/iena ¢ IpyruMu
OTJeJIaMH 1 TIOJpa3ICIICHISIMH




Otsert: a), B), 1)

Onucanue MKAJbI OICHUBAHUSA:

Ouenxa: 5

Huoicnuii nopoe svinonnenus 3aoanus 6 npoyenmax: 10
Onucanue xapakmepucmuku blnoanenus 3uanus.; OueHka "oTIMYHO" BBICTABIISIETCS €CIIU 3aJJaHue
BBITIOJTHEHO B MOJIHOM 00'bEME WIIH BBITIOHEHO MMPEUMYIIIECTBEHHO BEPHO

Ouenka: 4

Huoicnuii nopoe svinonnenus 3aoanus 6 npoyenmax: 60
Onucanue xapakmepucmuku btnoanenus 3nanus. OueHka "Xopomo" BbICTABISETCS €CIIH
OOJIBIIMHCTBO BOIIPOCOB PACKPHITO. BRIOPAHO BEPHOE HAMPABIICHHE JISI PEIICHUS 3a]1a9

Ouenxa: 3

Huoicnuii nopoe svinonnenus 3aoanus 6 npoyermax: 50
Onucanue xapaxmepucmuxu eblnonenus 3Hanus: OLeHKa "yA0BIETBOPUTEIbHO" BHICTABISAETCA
€CJIM 3aJJaHue PEUMYILIECTBEHHO BHIIIOJIHEHO

Oyenka: 2

Onucanue xapakxmepucmuxu evinoanenus sHanusa: OueHKa "Hey10BIETBOPUTENIbHO" BBICTABIISETCS
€CJIM 3aJIaHUE BBIIIOJIHEHO HEBEPHO WUJIU MPEUMYIIECTBEHHO HE BBIMOJIHEHO

KM-2. /Iesionpou3BOJACTBO B YNIPaBJIeHYECKOH 1eATeJIbHOCTH

®opmbl peaju3anum: bunersl (MMCbMEHHBIH OMPOC)
Tun KOHTPOJBLHOr0 MeponpusasTusi: TectupoBaHue
Bec kouTposabHoro meponpusitusi B BPC: 8

IIpouenypa mnpoBegeHMs] KOHTPOJBHOIO MEPONPHUATHSA:

IIpoBomuTCcsT HaA NPAKTUYECKOM

3aHaTUM. PacueTHoe BpCMA - 15 MHHYT. KomnuectBo BApUAHTOB - 4. KoandecTBO TECTOBBIX

BOIIPOCOB B BapHaHTe - 12.

Kparkoe conep:kanue 3a1aHus:

Pabota opueHnTHpoBaHa HA 3HAHUE OCHOBHBIX MTOHSATUHN U ONPEEICHUN B 00JaCTH
JIEIIONPOU3BO/ICTBA; HA 3HAHKE MIPABIII O(OPMIICHUS PEKBU3UTOB JOKYMEHTOB; Ha 3HAHHE
OCHOBHBIX OTEpaInii rnmporecca 00padbOTKHU BXOIAIINX U UCXOASMIINX JOKYMEHTOB;
CHCTEMaTU3alMHU 1]l U TTIOATOTOBKH JIE€J]1 K ApXMBHOMY XPaHEHHIO

KoHTpoJibHbIE BONIpOChI/3aJaHUA:

3Hath: OCHOBHbBIE TpeOOBaHUS K
0 OpMIIEHHIO yIpaBIeHYECKUX
JIOKyMEHTOB

1.0Onpenenure, Kakol poj AeSITEIbHOCTH SIBISETCS
JTOKYMEHTAIIMOHHBIM 00ECTICYCHUEM YIIPABIICHHS:

a) paboTa ¢ uCXOAAIIeH TOKyMEeHTalueH

0) paboTa ¢ BXOASIIEH TOKyMEHTaIuen

B) JIEJIONPOU3BOJICTBO

T') apXMBHOE XpaHEHHE JOKYMEHTOB
OTtBeT:B)
2.Kak nomkHa ObITh 0OpMIIeHA TIOJTUCH, €CTTU
3aMEeCTHUTENb PYKOBOJIUTENS OpraHU3allMi UMEET IPaBo
MOJITMCHIBATh JOKYMEHTBI BMECTO PYKOBOJIHUTEIIS B
Cllyyae ero BpeMEHHOT'O OTCYTCTBUS?

a) ['enepanbHbINl AUPEKTOP

Ilonnuce JI. 1. CankoB
0) 3am. TeHepaIbHOTO JUPEKTOPA
ITonnuce O.I1. Peme3oB

B) M.0. renepanpHOro nupexropa




TToamuce O.I1. PemesoB
OtBer:0)
3.JIokyMeHT mpecTaBisieT CO00M

a) PexBu3ut jokyMeHTa

0) biiank mokymeHTa

B) 3ahUKCHPOBAHHYIO HA MAaTEPUATLHOM HOCHUTEIIE
nHpOpMaIHIo

r) CtaThlo )XypHaja
OTBeT: B)
4.BribepuTe npaBUIIBHBIN c110c00 0pOpMIICHHS JaThI
[IPY perucTpaly NuchMa WiIn MpHKa3a

a) 14.12.2019

0) 14.12.19

B) 14.12.2019 1.
OtBert:a)
5.Kaxkoit BapuanT opopMiieHUsI OTMETKH O HATUYUHU
MIPUJIOKEHUS B COMIPOBOIUTEIILHOM MUChME SIBJISIETCS
MIpaBUWJIbHBIM?

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

6) [Tpunosxxenue: mo Tekcty Ha 3 1. B 1 3K3.

B) [Ipunosxenue: Ha 3 11. B 1 7K3.
OtBeT:B)

3Hath: COBpEMEHHbBIE TEXHOJIOTHU 1.JIOKyMEHT, He OTHOCSAIIMNCS K BHYTPEHHEH
OpraHu3aly  JTOKyMEHTO00OpoTa OpTaHU3aIMOHHO-PACIOPSAUTEIBHON JOKYMEHTAIIIH
OpEANpUATHIA U OpraHu3anui a)  ycTaB IpPeANpPUATUS
0) mpuKa3 1o OCHOBHOM JESATEIHHOCTH
B) yKa3
I) pacrnopsbKeHue
OTgerT: B)
2. JIOKyMEeHT, OTHOCSIIIIUICS K BHEIITHEH
pacropsIUTeIbHON TOKyMEHTalluN
a) WHCTPYKIMOHHOE IMMChMO HAJIOTOBOTO OpraHa
0) NpOTOKOJ cOOpaHMsI aKLIMOHEPOB
B) TapaHTHIIHOE TUCHMO
r) JOTOBOpP O COTPYIHUYECTBE
OtBeT:a)

Onucanue MIKAJbI OLlEeHUBAHUS

Ouyenxa: 5
Huodienuii nopoe sévinonnenus 3aoanus 6 npoyermax: 10
Onucanue xapakmepucmuku evtnoanenus 3uanus.; OueHka "oTIMYHO" BBICTABIISIETCS €CIIN 3aJJaHNE
BBITIOJTHEHO B MOJIHOM 00bEME WIJIH BBITIOTHEHO MPEUMYIIIECTBEHHO BEPHO

Ouenka: 4
Huodicnuii nopoe svinonnenus 3aoanus 6 npoyermax: 60
Onucanue xapakmepucmuku evtnonanenus 3uanus.; OueHka "Xoponio" BbICTABISETCS €CIU
OOJIBIIMHCTBO BOIIPOCOB PACKPHITO. BEIOPAHO BEPHOE HAMPABJICHHE [T PEIICHUS 3a/1a4

Oyenka: 3
Huodicnuii nopoe sévinonnenus 3aoanus 6 npoyermax: 50
Onucanue xapakmepucmuku évinoanenus snanus: OueHka "ya0BIeTBOPUTEIHLHO" BBICTABISCTCS
€CITH 3aJIaHUE MTPEUMYIIIECTBEHHO BBITIOJTHEHO




Oyenka: 2

Onucanue xapakmepucmuku 8binoanenus: 3uanus. OueHKa "HeyI0BIETBOPUTEIBLHO'" BBICTABIACTCS
€CJIM 3aJ]JaHue BBITIOJIHEHO HEBEPHO WJIM MPEUMYILECTBEHHO HE BBITTOJIHEHO

KM-3. PexkBu3uTHI yIpaBJIeHYeCKUX JOKYMEHTOB

@opmbl peasu3anun: bunets (MMCBMEHHBINA OITPOC)

Tun KoHTpoIBHOr0 MeponpusaTus: KontponsHas padora

Bec konTpoabHoro meponpusitusi B bPC: 16

IIpouenypa mnpoBegeHMsi KOHTPOJHLHOr0 Meponpusatus: I[IpoBoauTcs Ha MNpPaKTHUYECKOM
3ansTul. PacuerHoe Bpems - 45 munyt. KonmuectBo BapuantoB - 7. KoimuecTBO BONpPOCOB B

BapuaHTe - 2.

KpaTkoe conep:kanue 3a1aHusi:

B pabore nposepsieTcs ymenue opopmiats pekBu3uThl B cootBeTcTBUU ¢ [OCT P 7.0.97-2016

KoHTpoJibHbIE BOIPOCHI/3a/1aHUA:

YMmers:  OcyuiecTBiassTh  cOop,
00paboTKy U aHanu3 WHpOpMaLUU
B COOTBETCTBHU C TpEOOBaHHAMU

KpPaTKOCTH, YEeTKOCTHU
(OpMyIUPOBOK, CBOEBPEMEHHOCTH
MOCTYILICHUS, TOYHOCTH u

AOCTOBCPHOCTH, ONTHUMAJIIBHOCTH H
CHCTEMATHU3allui, HEHNPEPHIBHOCTH
cbopa 1 06paboTku uHopMaHH

1. KOHTPOJIBHASA PABOTA Ne 1 «PEKBU3UTbI»
BAPUAHT Ne 4

1. OnrmuTe mpaBuia oGOPMIICHHS CIIEAYIONTIX
PEKBHU3UTOB:

Ne 11, Ne 19, Ne 26.

2. Kakoii u3 yka3aHHBIX PEKBU3UTOB XapaKTEPEH TOIbKO
JUTSE OJTaHKa CTaHIAPTHBIX THCEM?

1. CipaBouHBIEe JaHHBIE 00 OPraHU3AINH

2. Kox ¢popmbl 1okymeHTa

3. HaumeHoBaHue BUIa JOKYMEHTA

Otger: 1. PekBusut 11 PermcrpanuoHublii HoMep
AOKyYMEHTAa

IIPUCBANBAETCs JOKYMEHTY IIPU PErUCTpaLUH ,
uudpoBoe wim 6ykBeHHO-1IM(poBOE 0003HAUEHHE.
Haznauenue- uaeHTuGHUKaIMS JOKYMEHTA

[Tpumep:

D)udposoit

Ne66/87-02 ( 66- OpsIIKOBBII HOMEP JTOKYMEHTA T10
KypHaiy perucrpauuu, 87-02- Homep nena 1no
HOMEHKJIAType)

2)0yKBEHHO-LIU(POBOIA

Ne 66-AC (66- nopsaKoBBI HOMEp AO0KyMeHTa , AC-
Amnacracus CepreeBHa-aBTOp JJOKYMEHTA)

Ne 66-D3( 66-nopsaKoBeIif HOMep, D3- nepBbIe OYKBbI
HAaMEHOBaHMS BUJIA JOKYMEHTA)

Ecnu nokyMeHT cocTaBieH COBMECTHO ABYMs U OoJiee
OpraHM3alMsIMU, IPEACTABISAIOTCS HOMEpa IOKYMEHTOB,
MIPUCBOEHHBIE KaXKI0M OpraHu3aluu, OTAEISI0TCS APYT
OT Jpyra KOCOM 4epTOi U MPOCTABIIAIOTCS B OPAAKE
yYKa3aHHUs aBTOPOB B 3ar0JIOBOYHOM 4acTH TOKymMeHTa No
66-25/66-35

[Tonosxenue Ha OIaHKe: PSAOM C AATOM OT JIEBOTO Kpas ,
1100 Ha OJHOH ¢ Hell CTPOKe OT MPaBoOro Kpas
PexBu3ut 19 OT™METKa 0 NPHJIOKEHUH
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-CBEJICHHUS O IOKYMEHTE, IPUIaraéMbIX K OCHOBHOMY
JOKYMEHTY WUJIM O TOM , 9TO JIOKYMEHT SIBIISIETCS
MIPUJIOKEHUEM K OCHOBHOMY JOKYMEHTY

IIpumep:

1) TIlIpunoxkenwue: 1. CIUCOK MPUCYTCTBYIOIIUX HA
coOpanuu Ha | 1. B 1 3K3.

2. Jloknaa nupeKTopa o MapKeTUHTy Ha 2 J1. B 1
9K3.(Ha3BaHHE JOKYMEHTA, KOJMYECTBO JINCTOB U
IK3EMILISIPOB)

(ecu pUIIOKEHUE HE HA3BAHO B TEKCTE UITU
MIPUJIOKEHUH HECKOJIBKO)

2) Ilpunoxenue: Ha 3 1. B 1 3K3.

(ecyi MPUIIO’KEHHUE Ha3BaHO B TEKCTE)

3) Ilpunoxenue:

USB ¢nem-nakonutens B 1 9k3. (Ha KOHBepTe ¢ diernl-
HAKOIUTEJIEM yKa3bIBaIOTCS HANMCHOBAHUS JOKYMEHTOB,
3aMMCaHHBIX Ha HETO)

( ecu MpUIIOKEHUE SBIISAETCS HIEKTPOHHBIM HOCUTEIIEM)
4) Tlpunoxenue Ne 2

K pacnopsikennto Mepa MockBbl

otT 16.03.2021 Ne 6

(Ha MepBOM JIUCTE JOKYMEHTa MPUIIOKEHHUS B IPABOM
BEPXHEM YTI1y)

MIpH YIIOMUHAHUU B TEKCTe (MpriioskeHneNe2)
(TIpUIIOXKEHUE B PACTIOPSAUTEIBHBIX JOKYMEHTAX -
pELICHUAX, IPUKA3aX, PACIOPSIKEHHSIX )

5) TIlpunoxenue: JJorosop ot 13.03.2021 Ne 4 u
MPHUIIOKEHHE K HEMY, BCEro Ha 3 JI.

(ecnu MpUIIOKEHUE UMEET TPUIIOKEHNUE)

[TonoxeHre B JOKYMEHTE: OT TPaHUIIbI JIEBOTO MOJIs
BHU3Y , HaJy @O u noanuceio , MO0 yKa3bIBAETCs B
TEKCTEe JOKyMEHTa

PexBu3ut 26. OT™METKA 0 3aBepEHUH KOMUH
JUISL TIOATBEPKACHUS COOTBETCTBUS KOMHH TOKYMEHTA
TTOJITTUHHHUKY
ITpumep:

Bepro
Wucnexrop cnyx0b1 nepconana [loamuce A.C.

CmupHOBa
13.03.2021
(«BepHO» HannMeHOBaHUE JOKHOCTH JIUIIA,
3aBEpPUBIIETO KOMHIO, MOAMKICH, pacin(poBKa MOITUCH,
JlaTa 3aBepeHus)

MOJKET JOTOJIHATCS HAAMUCHIO O MECTE XpaHEHUs
JIOKYMEHTA , ¢ KOTOPOTro ObljIa U3rOTOBJIEHA KOIUS, €CITH
KOIIUsI BBIIACTCS JJIsl IPEJICTABICHUS B IPYTYIO

OpraHH3aIHIo
[Tonoxxenue Ha OIaHKe: O]l PEKBU3UTOM IIOJITUCH
2. 1. CipaBouHbIe TaHHBIE 00 OpraHU3aIuN
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2. KOHTPOJIbHAS PABOTA Ne 1 «PEKBU3UTbI»
BAPUAHT Ne 6

1. Onummre npaBuiia 0HOPMIICHUS CIEAYIOMINX
PEKBU3UTOB:

Ne 5, Ne 20, Ne 30.

2. Homep cTpaHMIIbI HAHOCUTCS HA. ..

1. BepXHEM I10JI€ JINCTA IOCEPEINHE

2. HIDKHEM I10J1€ JIUCTA [T0CEpeIuHE

3. BEpXHEM WJIM HUYKHEM I10JI€ JIMCTA B [IPAaBOM YIIIy.

Otsert: 1. PekBU3uT 5

Hazpanue : HaumeHnoBanue opranuzanuu

[TonoxxeHue Ha OIaHKE : pacmoiaraeTcs HUKe SMOIeMbI
OT JIEBOTO M0JIfA, JTUOO 0 LEHTPY

CocraB uH(poOpMaLMK: T0JDKHO COOTBETCTBOBATh
HAaUMEHOBAHMIO IOPUINYECKOIO JIHUIA, 3aKPETJICHHOMY B
€ro YUpeIUTEIIbHBIX JOKYMEHTaX (ycTaBe WiH
TTOJIOKEHHUN ).

OcoGenHoctr 0OPMIICHHUS : TIOJI HAUMEHOBAHHUEM
OpraHHU3aIfK B CKOOKaX YKa3bIBACTCSl COKPAIICHHOE
HAaMMEHOBAHHME OPTaHU3aIUH, €CIIU OHO MPEAYCMOTPEHO
ycTaBoM (monoxeHueMm). Hajx HanMeHoBaHHEM
OpraHM3alliy - aBTOpa JOKYMEHTA YKa3bIBAETCS MOJTHOE
WJIM COKPAIlCHHOC HANMEHOBAHKE BBITIIECTOSIICH
opraHu3anuu (Mpy ¢ HAIUYNHN).

[Ipumep:

Pocapxus

®denepanpHOe OOKETHOE yupexaeHue "Beepoccuiickuit
HAy4YHO-UCCIIEeI0BATENIbCKUI HHCTUTYT
JIOKYMEHTOBEICHUS ¥ apXUBHOTO Jiena"

(BHUNOAL)

PexBuzut 20

Hazsanue : ['pud cornmacoBanusi JOKyMeHTa
[TonoxxeHue Ha OIaHKe : HA MOCJIETHEM JIUCTE TOKYMEHTa
TOJT TEKCTOM

CocTtaB uH(pOpMAIUH : IPOCTABISAETCS HA JOKYMEHTaX,
COTJIACOBAaHHBIX OPTaHAMH BIIACTH, OpPTraHU3AIUsIMHU,
JOJKHOCTHBIMU JIMIIAMHU.

OcobenHoctu 0(hOPMIICHHS : COCTOUT U3 CJIOBa
COI''TACOBAHO, nomxHOCTH JuU1a, KOTOPBIM
COTJIACOBaH JIOKYMEHT (BKJIFOUass HANMEHOBAHHE
OpTraHM3aINH), Er0 COOCTBEHHOPYYHOM MOAIHKCH,
WHUIIAIOB, ()aMWIHH, TaThl COTJIAaCOBAHMS.

ITpumep:

COTI'JTACOBAHO

Hupexrop BHUNJIA

(monmucek) N.0. Oamumnus

ara

Eciu coriacoBaHre oCyIIeCcTBISETCS KOJUICTHATBHBIM
OpraHoM, B rpude COriacoOBaHMs YKa3bIBalOT CBEJICHUS
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00 oprase, COrjiacoBaBIlieM JOKYMEHT, 1aTe U HOMEpe
MPOTOKOJIA, B KOTOPOM 3a()MKCHPOBAHO PEIICHUE O
cornacoBanuu. Eciu cornacoBanue oCyIecTBIsIeTCS
MHCHMOM, YKa3bIBAIOT BH/] JOKYMCHTA, OPraHU3AIHUIO -
aBTOpa IOKYMEHTa, 1aTy U HOMEp MHChMa.

[Ipumepstl :

1)

COI'JTACOBAHO

CoBeTOM TUPEKTOPOB

AO "Tlpodus"

(IIPOTOKOJI OT N_ )

2) COI'JTACOBAHO

nucbMoM PocapxuBa

oT N

[Tpumeuanus : rpud MOKET MPOCTABIIATHCSIHA IEPBOM
JIACTE TOKYMEHTA (€CIIH TOKYMEHT MMEET TUTYIIbHbIH
JIKCT, - Ha TUTYJIHOM JIUCTE) B JIEBOM BEPXHEM YIJIy Ha
ypOBHE rpuda yTBEP:KACHHS WIH M0 HANMEHOBAHUEM
JTOKYMEHTa OJIMKe K HI)KHEMY TI0JTI0); Ha JIHCTE
COTJIaCOBAHUSI, SBJISIOMIEMCS HEOTHEMIIEMOI YacThIO
JIOKYMCHTA.

PeBusut 30.

Hazpanwue : OTMeTKa 0 HampaBJIEHUU JOKYMEHTA B JIEJI0
[onoxenne Ha Gmanke : Opopmisiercs B IpaBoi
HWKHEH 4acTH IOKyMEHTa

CocraB uH(pOpMALINHU : OIIPEAEIISIET MECTO XPaHEHUS
JIOKYMEHTA TO0CIe 3aBepIleHus] pabOThl C HUM
Ocobennoctu ohopmileHUs : BKITIOYaeT: ciosa "B neno",
WHJIEKC JieTia TI0 HOMEHKIIaType JIeTl, B KOTOpoe
TTOMEIIAeTCS IOKYMEHT Ha XpaHEHUE, ¢ yKa3aHUEM To/1a,
JOJKHOCTH JIUIA, 0()OPMHUBILIETO OTMETKY, MOJITUCH,
natel. B nemo N 01-18 3a 2016 r. 3aB. otaenom
KoprnopaTtuBHbIX poekToB [Toamucek [lata OTMeTka 0
HaIPaBJICHUH JJOKYMEHTA B JIEII0 MOXKET JIOTIOTHATHCS
KpaTKUMHU CBEJCHHUSIMH O XapaKTepe UCTOTHEHUS
JTOKYMEHTA.

[Ipumeuanus : IPOCTABISIETCSA UCTIOTHUTENEM,
YKa3aHHBIM B PE30JTIOIIUH MM HAaYaTbHUKOM
CTPYKTYpPHOTO MOApa3ieieHus (B CIy4ae OTCYTCTBUS
TJIAaBHOTO MCTIOJTHUATETIS).

ITpumep:

B nemo N 01-18 3a 2016 1.

3aB. OT/IEJIOM KOPIOPATUBHBIX MPOECKTOB

[Toanuce [ara

2. HoMep cTpaHHIIBI HAHOCUTCS HA. ..

1. BCPXHCM IIOJIC JIUCTA TOCCPEANHE

3. KOHTPOJIbHAS PABOTA Ne 1 «PEKBU3UTbI»
BAPHUAHT Ne 7
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1. OnumuTe npaBuia 0HOPMIICHHS CIIETYIONTUX
PEKBU3HUTOB:

Ne 4, No 17, Ne 27.

2. B kakoii mociaeq0BaTeIbHOCTH JA0JKHEI ObITh
pacroJioKeHbl HAMMEHOBAHUs B O1aHKE MMCchMa (prutraa
a?

1. OTKpBITOE aKITMOHEPHOE OOIIECTBO

2. (OAO «Cubuedtn»)

3. ®unuan B r. XaHThI-MaHCHICK

4. Hedtsnas kommnanust «CubuedTh».

Ortger: 1. PexBusur 04 - Kox popmbl nokymenTa
IMosio:kenne Ha 0J1anke - Pacnonaraercst B mpaBom
BEPXHEM yIi1y pabouero moiisg JOKyMEHTa

CocraB undopmaunuu - [Ipocrasnsercs Ha
YHU(UITUPOBAHHBIX (POPMax JTOKYMEHTOB B
cooTBeTcTBUH ¢ OOLIEpOCCUICKUM KJIaCCU(PUKATOPOM
ynpasieHueckoi fokymeHTanuu (OKY 1) nnu
JOKaJbHBIM KJIACCH(PHUKATOPOM

Oco0ennocT opopmiIeHUs:

Cocrout u3 cinoB "®opma no" (HaMMeHOBaHUE
Kkiaccudukaropa) u nudpoBoro Koja.

[Ipumep - ®opma no OKVY ][ 0211151

PexBu3ur 17 -3aroJioBoK K TEKCTy

IMoJo:xxenne Ha 6iaanke - Odopmisiercs Moz
pexkBusutamu Onanka (10,11,12,13) cneBa, OT rpaHUIIBI
aeBoro nosid. B ykazax, mocTaHOBIEHUSX, PELLICHUSX,
IpUKa3ax, U3/1aBaeMbIX OpraHaMH BJIACTH, 3aTOJIOBOK K
TEKCTY MOXET 0OPMIISITHCS HAaJl TEKCTOM MTOCEPEANHE
pabouero mnoss JOKyMeHTa U LIEHTpUpyeTcs
OTHOCHUTEJIBHO CaMOM JIJIMHHOMN CTPOKH.

Cocras uH(popmanum - KpaTKoe coacpKaHUe
JOKYMEHTa

OcobennocTu opopmiieHns:

3aroyioBOK K TEKCTy popmynupyercs ¢ npeniaorom "O"
("O6") u oTBevaer Ha Bompoc "o uem?"):

- IpuKa3 (0 yeM?) 0 CO3/1aHUU aTTECTAllMOHHOMN
KOMUCCHH;

- ipuKa3 (0 yem?) 00 yTBepkJAECHUU IITATHOTO
pacrnucaHus;

- MUChbMO (0 ueM?) 0 IPeIOCTaBIEHUN HHPOPMAIIHH.
IIpumeyanus - 3aroJ0BOK K TEKCTY MOKET HE
COCTaBJISITHCS, €CIIM TEKCT IOKYMEHTAa He TPEeBbIIaeT 4 -
5 cTpok

PexBu3ut 27 - OT™METKA 0 NOCTYIVICHUH
Ioso:xxenne Ha Giaanke - Odopmisiercs B mpaBoM
HUKHEM YTy

Cocras undopmanun - Ciy’KuT 1515 TOATBEPKIACHUS
(hakTa MOCTyIIIEHUs JOKYMEHTA B OPTaHU3alHI0
OcobennocTu opopmiieHns:

Bxmrouaer: cnoso "BepHo"; HanMeHOBaHME JTOJKHOCTH
JIM1IA, 3aBEPUBLIETO KOMHIO; €ro COOCTBEHHOPYUYHYIO
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MOAMNKCH; PACIIU(PPOBKY MOITUCH (MHUITUAITBI,
(bamunuio); naty 3aBepeHus KOMUH (BBIMKUCKU U3
JIOKYMEHTA).

Bepno Mucnekrop cimyx6s1 kanpos [logmucs 1.0O.
®amunus Jlata

Ipumeyanus - OTMETKA O MOCTYIUIEHUH TOKYMEHTA
MO>KET IIPOCTABIISITHCS C MOMOIIBIO IITAMIIA.

2. 1,423

Ymerb: paboTarh ¢ HHGOpMaLUEH,
HPEIOCTABISATh €€ B yAOOHOM s
BOCIIpHUATUSA BUAC

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

1. Onummre npaBuiia 0HOPMIICHUS CIEAYIOMINX
PEKBU3UTOB:

Ne 9, Ne 15, Ne 21

2. Kakue ycTaHOBIIEHBI CTaHapTHbIE (GOPMBI OJTaHKOB
JIOKYMEHTOB?

1. Adu AS

2.A5uA3

3. Tonbko A4.

Otger: 1. PekBu3ur Ne 9

Haszpanue pexBusura: HanmeHoBaHnue Buia JTOKyMEHTa
Pacnionoxenne pekBusnuta (1ojioxKeHUE Ha OJIaHKE):
Pacnionaraercst moj pekBU3MTaMu aBTOpa JIOKYMEHTa C
BBIPAaBHUBAHHUEM I10 LEHTPY

JIaHHBII PEKBU3UT YKA3bIBAETCS HA BCEX JOKYMEHTAX 3a
HCKITIOUYEHUEM JIETIOBBIX (CITy>KEOHBIX ) MUCEM U THILETCS,
Kak MpaBuJjIo, 3arJlaBHBIMU OyKBaMU.

Pocapxus

denepanbHOe OI0KETHOE YUPEKICHNE
"Bcepoccuiickuii HayuHO-HCCIE10BaTENbCKIUIT HHCTUTYT
LBETOBOJICTBA"

(Buuu HIT)

ITPUKA3

PexBusur NelS.
HasBanune pexBusnra- agpecar
PexBusnt BKIItOUaET:

HaumeHnoBaHue opranu3anuy B MUMEHUTEIbHOM
Majexe

HaumeHoBaHM€e CTPYKTYpHOTO MOpa3AeIeHUS B
MMEHUTEJBHOM Ma/IekKe

JlomKHOCTh, MHULIMAJBI U (aMUIIMIO B 1aTEIBHOM
Majexe

[TouToBEBIl agpec
PacrnonoxxeHne pekBu3HTa: IPOCTABISIETCS B BEPXHEH
MpaBoi YacTH JOKyMeHTa (Ha OJIaHKe C yTIIOBbIM
pacroyio’keHNeM PeKBU3UTOB) HITU CIIpaBa Mo
pekBu3nTaMu OJaHKa (MIPH MPOOJIEHOM PACTIONOKEHUH
PEKBU3UTOB OJIaHKA).
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Hcnonw3yetcst mpu opopMIIeHUH ACIIOBBIX (CITyKEOHBIX)
MMceM, BHYTPEHHUX MHPOPMAITMOHHO-CIPABOYHBIX
JTOKyMeHTOB. Tak e nepes Gpamunueil 10JKHOCTHOTO
JMIIA TOTYCKAETCs yIOTPeOIsITh COKpalienue "r-Hy"
(rocnogmHy), €clii aapecaT My)KYuHa, win "T-xe"
(rocnoske), eciu ajipecaT >KeHIIHUHA.

[Tpumep:

00O «JIaBuna»
HavansHuky otnena npogax
r-ny Iletpoy M. A.

yTKHHA YL, 1.15,
r. Mocksa 176540

PexBusur Ne21

HazBanue pexBus3uTa: Bu3a.

Pacrnionoxxenue: B JOKyMEHTax, OJAJUHHUKN KOTOPBIX
XPaHATCS B OpraHU3aliy, BU3bl IPOCTABIISIIOT HA
MIOCJIETHEM JIMCTE JOKYMEHTA 01 OAIUCHIO, Ha
000pOTE MOCIIETHETO JINCTA MOUIMHHUKA JOKYMEHTA WK
Ha JIUCTE COIJIAaCOBAaHUs (BU3HPOBAHUS), IPUIIAraeMOM K
JOKYMEHTY. B ncxoasmumx 10KyMeHTax BU3bI
IIPOCTABJIAIOTCS Ha dK3EMIUIApax JOKYMEHTOB,
MIOMEILAEMBIX B JIEJIO.

Bu3sa cBUIETENBCTBYET O COTTIACUM MU HECOTIIACUH
paboTHUKA C cOAepKaHUEM NPOEKTa TOKyMeHTa. Buzoi
oopmIsieTcss BHyTpEeHHEE COriacoBaHUe JOKYMEHTA.
Bu3sa Bkito4aeT JOKHOCTS JIMLA, BUSUPYIOLIETO
JOKYMEHT, MOANNCH, paciin(pOBKY MOANNUCH
(vHMIMATBL, (AMUINIO) U AATy BU3UPOBAHUS

ITpumep:

3aB. OTZIEJIOM KaJpOB

ITonnuce A.B.I'epacumos

15.09.2021

[Tpu HaMuKMK 3aMed4aHui o0 JOKYMEHTAM BU3Y
oopMIISIOT:

3aMeuyaHUs NPUIIararTcs

3aB. OTAEIOM KaJpoB

ITonnmuce A.B.I'epacumos

15.09.2021

2. Kakue ycTaHoB/1eHbI CTAaHAAPTHBIE (POPMBI
0JIAaHKOB JOKYMEHTOB?

1. A4 u AS

2. KOHTPOJIbHAS PABOTA Ne 1 «<PEKBU3UTbI»
BAPHUAHT Ne 3

1. OnumnTe npaBuia ohOpMIICHHS CIEAYIOLUINX
PEKBHU3UTOB:
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Ne 10, Ne 16, Ne 25.

2. JleBoe mosie TOKyMEHTa JIOJKHO OBITh HE MEHEE
1.20 mm

2.30 mm

3. 10 mm

Otset:1. PexBu3ut 10 [laTa 1oKymeHTa
Pacrnonaraercs mox HamMeHOBaHHEM BHJIA IOKYMEHTA
WJIM CTIPAaBOYHBIMH JJaHHBIMU. BbIpaBHHBaHME BCeria OT
JICBOTO TIOJISL.
Ecnu 3T0 nuckMa wim mpukasbl, TO CTABUTCA JaTa
MTOATBEPIKICHUS WK YTBEPkKACHUS. ECIIM TPOTOKOIIBI, TO
naTa COOBITHS, €CIM COOBITHE MPOUCXOAUT HECKOJIBKO
JTHEH, TO ABOMHAs JaTa.
Ecnu nokyMeHTsl, u3laHHbIe ABYMs WU Ooliee
OpTraHU3aIMsIMH, TOJKHBI UMETh CIMHYIO 1aTy. DTO
MIPaBHJIO B OCHOBHOM TOJIBKO JJIsl JOTOBOPOB.
[TocnenoBaTenbHOCTh: JCHB, MECSII, TOJ
Nmeetcs nBa criocoba ohopMIIeHUS TaTh:
Hudposoii: pazaeneHabiME TOUKOM: 16.03.2021;
CrnoBecHo-1IpOBEIM criocobom: 16 mapta 2021r.

PexBusur 16 I'pud yreep:xaenuns
IIpocraBisercs B IpaBOoM BEPXHEM YIUly Ha IEPBOM
JMCTE, BBIPABHUBAHUE 110 JIEBOMY Kparo.
CraBuTCs Ha TOKYMEHTE B CIy4ae €ro yTBEpKICHUS
JOJKHOCTHBIM JIMLIOM, PaclOPsIUTENIbHBIM IOKYMEHTOM
WM PEIICHUEM KOJUIETHaJIbHOTO OpraHa.
Heckonbko BapuaHTOB (POPMYITHPOBKHU:
1) Ilpu yTBepkK1€HUN TOKYMEHTa JOJKHOCTHBIM JINIIOM

YTBEPXAIO, nanmeHoBaHMS JOJDKHOCTH JINIIA,
YTBEPKAAIOIIETO JOKYMEHT, €r0 MOAINCH, NHUIUAJIOB,
(haMuIMK U AaThl YTBEPKICHUS.
ITpumep:

YTBEPXIAIO

PykxoBonurens OOO «Berep»
[Moamuce N.0. Gamunus
JlaTa

2) Ilpu yTBep>KACHNUHU TOKYMEHTa pacrlopsIuTeIbHbIM
JIOKYMEHTOM

YTBEPXJIEH, coriacoBanHoro ¢
HauMEHOBAaHHMEM BHJIA YTBEPHKIa€MOT0 JIOKYMEHTA,
HaMMEHOBAHMSI PaCOPSAUTEIBLHOTO JOKYMEHTA B
TBOPUTEIHHOM MaJIeKe, €ro 1aThl, HOMEpa.
ITpumep:

YTBEPXIEH

npukazoM OOO «Berep»
ot 16 mapra 2021 r. Ne106
3) IIpu yTBEp)ACHUM JOKYMEHTA KOJIJIETHATbHBIM
OpraHoM

HAaMMEHOBAaHME OpraHa, peleHueM KOTOPOro
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YTBEPXkJACH JOKYMEHT, /1aTa 1 HOMEp MPOTOKoIIa (B
CKOOKax).
[Tpumep:

YTBEPXIEHO
Coserom qupexropoB OO0 «Betep»
(mpotokoun ot 10.02.2021 Ne 05)

PexBusut 25 OTMeTka 00 HCIIOJIHUTEIE
[IpocTaBmnsieTcss Ha MOCIEHEM JIUCTE JIOKYMEHTa Ha €ro
JUIEBOM CTOPOHE OT JIEBOTO MOJIsA, €CIM HET MECTa, TO Ha
000pOTHOM CTOpOHE BHU3Y ciieBa. Eiie BO3MOKHO
odopmIIeHHE HA HIDKHEM KOJIOHTHUTYIIE, HO MIPH(PTOM
MEHBIIIETO pa3Mepa.

Brrouaer @O ucnionHuTENs, HOMED ero TennedoHa.
Taxoxke oTMeTKa 00 UCIIOJTHEHUU MOXKET COACPIKATh
HaUMEHOBAHHUEM JIOJHKHOCTHU, CTPYKTYPHOTO
MOAPAa3ACIICHUs U SJICKTPOHHBIM aJIPECOM UCTIOTHUTEISL.

[Tpumep:

Komaposa Hanexna FOpbeBHa, 3amecTUTENb
TeHEepaJIbHOI'O IUPEKTOpA,

+7(495) 924-45-67, KomarovaNY @mail.ru

2. JIeBoe moJie TOKyMeHTa JOJKHO OBITh He MeHee 20
MM.

Onucanue MIKAJbI OLlEeHUBAHUS

Ouyenxa: 5
Huodienuii nopoe sévinonnenus 3aoanus 6 npoyermax: 10
Onucanue xapakmepucmuxu evlnoinerus 3Hanus: O1eHKa "OTINYHO" BBICTABIISETCS €CIIM 3aJaHue
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 "HeyTOBICTBOPUTEIILHO" BEICTABIICTCS
€CJIN 3aJIaHUE BBIITOJIHEHO HEBEPHO UJTU MPEUMYIIECTBEHHO HE BBHIMOJIHEHO

KM-4. Opranusanus padoTsl ¢ JOKYMEHTAMH

®opmbl peaju3anum: bunersl (MMCbMEHHBIH OMPOC)
Tun koHTpOILHOTrO Meponpusitus: TectupoBanue
Bec konTpoabHoro meponpustusi B BPC: 8
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IIpouenypa mnpoBegeHMsl KOHTPOJBLHOr0 Meponpustus: I[IpoBoauTcs Ha MNPaKTHUYECKOM
3aHsATUM. PacdyetHoe Bpems - 15 munyrt. KonmuectBo BapuaHTOB - 3. KonM4ecTBO TECTOBBIX

BOIIPOCOB B BapHAaHTE - 6.

KpaTkoe conep:kanue 3a1aHusi:

Pabora opueHTHpOBaHa Ha 3HAHUE OCHOBHBIX ONEpaInii mporecca 00paboTKH BXOIAIINX U
UCXOJALIMX TOKYMEHTOB; CUCTEMaTH3alM1 A€ U HOArOTOBKHU e K ApXUBHOMY XPAHEHUIO

KOHTpOJILHLIe BOHpOCbI/SaL[aHI/Iﬂ:

3nath: COBpEeMEHHBIC TEXHOJOTUU
OpraHu3aly JAOKYMEHTO00OopoTa
IPEANPUATHI U OPraHU3aUN

1.JIoKyMEeHT, CUCTEMaTU3UPYIOIINN BCIO JOKYMEHTALIUIO
MIpeANPUATHS

a) OIIUCh JIOKYMEHTOB

0) HOMEHKJIaTypa IOKYMEHTOB

B) 3aBEpUTEIIbHAS HAAMUCh

T') MPOTOKOJI
Ortgert: 0)
2.PekBU3UT JOKyMEHTA, IOMOTatOLIUI
CUCTEMATHU3UPOBATH JIOKYMCHTHI JIJISl XPaHCHUS

a) rpud yTBepKACHHS TOKYyMEHTa

0) rpuc coriacoBaHUs JOKYMEHTA

B) CCBIJIKA Ha BXOJISIIIUN JOKYMEHT

I') PErUCTPALlMOHHBIN HOMEp TIOKYMEHTa
Ortger: 1)
3.He MosxeT BCKpBIBaThCS U IPOUUTHIBATHCS OHC-
MEHEKEPOM TP 00pabOTKE MOUTHI

a) okyMeHT ¢ moMeTkoit «CPOYHO»

0) TOKYMEHT, MOJYYCHHBIN 3aKa3HBIM MUCHbMOM

B) JIOKYMEHT C TOMETKOM
«KOHOUAEHLIMAJIBHO»

T')IOKYMEHT, TIepeJaHHbIN C KyphepoM
OtgerT: B)
4.Ha Bcex BXOISIIUX TOKYMEHTaX B OPTaHU3AIMIO
MPOCTABIISIETCS PEKBU3UT

a) OTMETKA O KOHTpPOJIE

0) OTMETKa O MOCTYIJICHUH IOKYMEHTa B
OpraHU3aIHI0

B) PErHCTPALIMOHHBII HOMED
OtseT: 0)
5.JI0KyMEHT, KOTOPBII COCTABISAETCS NP MOATOTOBKE
JIOKYMEHTOB JIJISl apXMUBHOTO XPaHEHUs

a) 3aBEpPHUTEIBHBIN JIMCT JeTa

0) mepeyeHb JOKyMEHTOB

B) IPOTOKOJI

T') MHCTPYKIIMOHHOE TTUCHMO
OtBer: a)

Onucanune MKAJbI OIICHUBAHUA:

Ouyenka: 5

Huodicnuii nopoe svinonnenus 3aoanus 6 npoyermax: 10
Onucanue xapakmepucmuxu evlnoinerus 3Hanus: OneHKa "OTINYHO" BBICTABIISETCS €CIIH 3aJaHNe
BBITIOJTHEHO B MOJIHOM 00'beMe WIIH BBITIOTTHEHO MPEUMYIIIECTBEHHO BEPHO

Ouyenka: 4
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Huoicnuii nopoe evinonnenus sadanus 6 npoyenmax.: 60
Onucanue xapakmepucmuku evtnonanenus 3uanus. OueHka "Xoponio" BbICTABISETCS €CIU
OOJIBIIMHCTBO BOIIPOCOB PACKPHITO. BEIOPAHO BEPHOE HAMPABIICHHE JISI PEIICHUS 3a]1a4

Ouenxa: 3
Huodicnuii nopoe svinonnenus 3aoanus 6 npoyenmax: 50
Onucanue xapakmepucmuku ebtnonnenus 3uanus. OueHka "yJ10BICTBOPUTEIHHO" BBICTABISAETCS
€CJIM 3aJJaHUE TTPEUMYIIECTBEHHO BBITIOJIHEHO

Ouenka: 2
Onucanue xapaxmepucmuxu evinoinenus snanus: ONeHKa "HeyI0OBICTBOPUTEIILHO" BEICTABIISICTCS
€CJIM 33JIaHUE BBITOJIHEHO HEBEPHO MJIU MPEUMYIIECTBEHHO HE BBIMTOJTHEHO

KM-5. Opranu3auyoHHO-PacoPsSiANTEIbHAS JOKYMEHTALMS

®opmbl peaau3anum: buiers! (MMCbMEHHBIN OIPOC)

Tun kouTpoabHOro Meponpustus: Tectuposanue

Bec konTpoabHoro meponpustusi B BPC: 8

IIpouenypa mnpoBegeHMs KOHTPOJBHOIO MeponpuaTHsa: [IpoBoauTcs Ha NIpPaKTUYECKOM
3anstuu. PacuetHoe Bpems - 15 munyt. KonmuectBo BapuantoB - 4. KoiamuecTBO TECTOBBIX
BOIIPOCOB B BapHaHTE - 6.

Kparkoe cogep:xanue 3aiaHus:
PaboTa opueHTHpOBaHA HAa 3HAHUS TPYII U BUIOB IOKYMEHTOB, BXOASIINX B CUCTEMY
OpraHU3alMOHHO-PACIOPSAUTEIbHON JOKYMEHTAIlMH; Ha 3HAHUE COCTaBa PEKBU3UTOB KaXKIOr0
KOHKPETHOI'O IOKYMEHTa U 0cOOEHHOCTEH ero oopMiieHus; Ha 3HaHUE OCOOEHHOCTEH SI3bIKa U
CTHJISL CITy’KEOHBIX ITHCEM; OCOOEHHOCTEN COCTaBIEHHs U 0(OPMIICHUS aKTOB, IIPOTOKOJIOB,
CIIy’KE€OHBIX, JTOKIAIHBIX U OOBSICHUTENIBHBIX 3aIIHCOK

KoHTpoJibHbIE BONIpOChI/3aJaHUA:

3nate: IlpaBuna co3ganuss wu 1.Ha 6nanke mprkasa mo OCHOBHOM J€AT€IbHOCTH
obopMIIeHHUST PA3JIUYHBIX BHUJIOB 00s13aTeIbHO MPUCYTCTBYET PEKBUZUT
OpraHU3alMOHHOH, a) Ha3BaHHE BHJIa JOKYMEHTa
pacnopsaIuTENbHOM, 0) rpud yTBEpKIEHUS TOKYMEHTA
WH(OPMAIIMOHHO-CIIPABOYHOH U B) Tpu( COTIacoBaHUs JOKYMEHTa
KaJIpOBOM IOKYMEHTAIINH T') IPUIIOKEHHE

OtgerT:a)

2.B pacnopsiuTeNbHBIX TOKyMEHTaX (UKCUPYIOTCS
CJIEAYIOIINE BOTIPOCHI
a) CBezeHust, He0OOXOIUMBIE [T IPUHATHS
pereHus
6) CipaBoUHbIE CBEICHUS
B) Pemienus u ykazaHus 1o UX BBITOJHEHUIO
r) CBenieHHs 0 pe3ybTaTax IesTeIbHOCTH
OTgerT: B)
3.B cucremy opraHM3ainOHHO-PACTIOPSTUTEITHLHON
JOKYMEHTAIIMH BXOJAT CJEIyIOIUe IPYIIbI JOKYMEHTOB
a) CipaBo4HO-MH(POPMAIIUOHHbIE
6) JloroBopsl
B) OpraHuszanoHHbIE
r) ®uHaHCOBO-OyXTanTepcKue
n) PacniopsinurenbHubie
Ortger: a), 6), B), 1)
4.K opraHu3aiioOHHbIM JOKYMEHTaM OTHOCATCS
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a) ycTaB
0) IOJIOKEHHUS
B) IOCTAHOBJICHUS
I') TpaBwJia BHYTPEHHETO TPYIOBOTO PaCIOPsAKa
1) pactiopsHKeHUS
OrtgeT:a), 0), T)
5.K pacniopsiautenbHbIM JOKYMEHTaM OTHOCSTCS
a) MpHUKa3bl
0) crpaBKH
B) MOCTaHOBJICHUS
I') aKThl
1) peuieHust
Otsert: a), B), 1)

Onucanue MKAJbI OICHUBaAHUA:

Oyenka: 5
Huoicnuii nopoe evinonnenus 3a0anus 6 npoyenmax: 10
Onucanue xapakmepucmuku binoanenus 3nanus; OueHka "oTIMYHO" BBICTABIISETCA €CJIU 3aJJaHue
BBITIOJIHEHO B MOJIHOM 00BEME HJIM BBITIOITHEHO MPEUMYIIIECTBEHHO BEPHO

Oyenka: 4
Huoicnuti nopoe evinonnenus sadanus 6 npoyenmax.: 60
Onucanue xapakmepucmuxu evlnonnenus 3Hanus: OueHKa "Xopouo" BEICTaBISAETCS €U
OOJIBIIIMHCTBO BOIIPOCOB PACKPHITO. BEIOPAHO BEPHOE HAMPABJICHHUE JUISI PEIICHUS 3a]1a9

Oyenka: 3
Huoicnuii nopoe evinonnenus sadanus 6 npoyenmax.: 50
Onucanue xapakmepucmuxu evlnonenus 3Hanus: OueHKa "yJoBIeTBOPUTEIBHO" BBICTABIISAETCS
€CJIM 3aJ]aHUE TIPEUMYIIIECTBEHHO BHITIOJIHEHO

Oyenka: 2
Onucanue xapaxmepucmuxu evinoanenus snanus: OTNeHKa "HeyTOBICTBOPUTEIIEHO" BEICTABIISICTCS
€CJIM 3aJIaHUE BBITOJIHEHO HEBEPHO WUJTU MPEUMYIIECTBEHHO HE BBIMOJIHEHO

KM-6. UndopMannoHHO-CIPABOYHBIE JOKYMEHTBI

®opmbl peanuzanuu: buners! (MMCbMEHHBIH 0npoc)

Tun KOHTPOILHOr0 MeponpusaTHs: TecTupoBaHue

Bec koHTpoabHOr0 Meponpustusi B BPC: 8

IIpoueaypa mnpoBeaeHMsl KOHTPOJBHOr0 MeponpusatHsa: IIpoBoauTcs Ha INPAKTHYECKOM
3aHsaTHH. PacuetHoe Bpems - 15 munyr. KonmuectBo BapuantoB - 3. KoamuecTBO TECTOBBIX
BOTIPOCOB B BapHAaHTE - 6.

Kparkoe conepxxanue 3aganus:
Pabota opueHTHpoBaHa HAa 3HAHUS BUJI0OB HHPOPMAIIMOHHO-CIIPABOYHOM TOKyMEHTAllUU; Ha
3HaHUE OCOOCHHOCTEH SI3bIKa U CTUJIS CIYKEOHBIX MHUCEM; OCOOCHHOCTEN COCTAaBICHUS U
0 OpMIIEHHS aKTOB, IIPOTOKOJIOB, CITYKEOHBIX, JOKJIAIHBIX U 00BSICHUTEIBHBIX 3aIHUCOK

KoHTpoJibHbIE BOIPOCHI/3a/1aHUA:

3uate: IlpaBwia co3gaHuss U 1.Cnexyet npeamnovyecTs CIEIYIONIyIo U3 ppa3 B TEKCTE
oopmieHHs pa3NUYHbIX BUIOB JIEJIOBOTO MHCbMa

OpTaHU3aIMOHHOH, a) MBI TpeOyeM ...

pacopsAUTEIbHOM, 0) HacTauBaeM Ha ...
MH(OPMALIMOHHO-CIIPABOYHOH U B) HACTOSITEIHHO MPOCHUM ...
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KaJIpOBOH TOKYMEHTALIUU T') BBI JIOJDKHHI ...
OTtBeT:B)
2.JlonnuceiBaeT MPOTOKOI
a) JUPEKTOp MpEeAnpUsTUs
0) oduc-meHemKep
B) mpejcenaTenb coOpaHusi (COBEIIAHUs) U
CeKpeTaphb
') HAYaJbHUK OT/ENa KaJpoB
OTBeT:B)
3.PexBusut EBponeiickoro 1e10Boro nucbMa, KOTOpbIi
HeceT B ce0e cBeIeHHs 00 UCIIOIHUTENE JOKYMEHTOB
a) npuwioxenne (Enclosure)
0) 3aroJI0BOK K TEKCTY JOKYMEHTA
B) ccoiika (Reference)
T) agpecar
OrtgerT: B)
4.Kakoil TOKyMEHT COCTaBJISIETCS] IPU HAPYILICHUU
TPYAOBOM WM OOLECTBEHHON AUCLUIIINHBI?
a) OObBsICHUTETbHAS 3aITUCKa
0) JlokmnamHas 3amucka
B) CimyxeOHas 3amucka
OtgerT:a)
5.JlaToilt 1e10BOTO MUChMa SIBJISICTCS
a) nata coobITUs, 3a()UKCUPOBAHHOTO B JOKYMEHTE
0) mara noJANMUCaHUs TOKyMEHTa
B) J1aTa OTIPaBKU JOKYMEHTa
I) JaTa COCTaBJIEHUS JJOKYMEHTA
OTtBer:0)

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" BHICTABIISAETCS
€CITM 3aJJaHue MPEUMYIIECTBEHHO BBITIOTHEHO

Oyenka: 2
Onucanue xapaxmepucmuxu evinoanenusi snanus: OTNeHKa "HeyTOBICTBOPUTEIILHO" BEICTABIICTCS
€CJIN 3aJIaHUE BBIITOJIHEHO HEBEPHO UJTU MPEUMYIIECTBEHHO HE BBHIMOJIHEHO

KM-7. HaiiTn oluMOKH B JOKYMeHTe

®opmbl peaju3anum: buiersl (MMCbMEHHBIH OMPOC)
Tun koHTpoabHOro Meponpusitusi: KontponsHas pabora
Bec konTposbHoro meponpusitusi B BPC: 20
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IIpouenypa mnpoBegeHMsl KOHTPOJBLHOr0 Meponpustus: I[IpoBoauTcs Ha MNPaKTHUYECKOM
3ansTuM. PacdyetHoe Bpems - 45 munyt. KonmmuectBo BapuanTtoB - 6. KoimuecTBO BOMpPOCOB B
Bapuasre -1

Kpartkoe cogep:xxanue 3aganus:
B pabote mpoBepsroTCsl yMEHUS COCTABIATh B 0QOPMIISITH PA3TUYHBIC BUJIBI
pacrnopsiANTENbHBIX U HH()OPMALIMOHHO-CITPABOYHBIX IOKYMEHTOB

KOHTpOJILHLIe BOHpOCbI/SaL[aHI/Iﬂ:

YMeTh: COCTaBIATH OCHOBHBIE 1. BAPUAHT 1

BU/IbI OpraHu3alMOHHO- Kax 6yoem eviznademsv smom 00KymeHm, cOCMagi1eHHblil
pacnopsIUTEeNbHBIX u ¢ coontodenuem ecex mpeoosanuii?
CIPaBOYHO-UH(GOPMAIIMOHHBIX

JIOKYMEHTOB

IMPUKA3 no 3akpbiTomy AKIHOHepHOMY O01IECTBY
«Poccuiickas nymHuHa» (CoBeT TUPEKTOPOB)

09 cenTsa6ps 2013r

Nel7

Ha ocHoBanuu koopauHanoHHoro miana ot 03.09.13, 4,
npencenarens copera 3A0 «Poccuiickas MyHIHUHAY,
MPUKA3bIBAI0 HA3HAYUTH OTBETCTBEHHBIM MPECTABUTEIIEM
3AO0 Ha ayknuone E.B. BacunseBa. Emy Heo0xoaumo
MOATOTOBUTH MPEAJIONKEHHS IO COCTABY JIeJIeTalluu 1
npeacTaBuTh Ha paccmorpenue Cosery ao 15.10.13.
CmupHoBy JI.B. oAroToBUTh YTOUHEHHBIH aCCOPTUMEHT
MYIIHBIX U3JEIHNA, TOIB3YIOIINXCS HAUOOBIIUM CIIPOCOM,
U nIpejcTaBuTh Ha paccmoTpenue Cosery 1o 15.10.13.
['eHepanbHBIA TUPEKTOP

Jlan I' K.

OTBeT: MeTOANYEeCKHE PeKOMEHAAIHT

[Ipukassl opopmitsitoTes Ha o0IIeM OJIaHKe MPEATNPUATUS
WM Ha ONlaHKe MpHKa3a.

[Ipuka3 BJIFOYaeT BCE BO3MOXKHBIE PEKBU3UTHI: JaTy,
HOMED, YTBEPKJACHUE, HAa3BaHUE BUJA JOKYMEHTA, TEKCT,
MOJIHUCH, TpU( COTIIACOBAHUS, BU3Y COTJIACOBAHMUS.
[Ipuka3pl 1O OCHOBHOM 1€ATEILHOCTH HYMEPYIOTCS U
BEIyTCS OT/EIBHO OT MPUKA30B 0 JUYHOMY COCTABY.
[Ipuka3 gomxeH UMETh 3aroJIOBOK, OTBEYAOLIUN HA BOIIPOC
«o ueM?» («O peopranuszaiy NpeanpusTUI»,
Henonyctumo — «IIpukasz no npennpustuio», «Ilpukas
TEHEPATILHOTO TUPEKTOPAY).

TekcT nmpukaza COCTOUT U3 JIBYX YacTeH:

- KOHCTaTUPYIOLLEH;

- pacropsiANTENIbHOM.

B xoHCTaTHpYIOLIEH YaCTH yKa3bIBAIOTCSI OCHOBAHUS JJIS
W31aHMs pUKa3a (HOPMATUBHBIE IOKYMEHTBI, pELICHUs
CoBeTta TUPEKTOPOB, MPOU3BOJICTBEHHAS] HEOOXOIMMOCTH ).
TekcTt HaunHaercs cnoBaMu: «B cBa3u...», «B
COOTBETCTBUHU...», «B memsax...», «Ius...».
PacniopsauTtenbHas 4acTh HAUMHAETCS CIOBOM
«ITPUKA3BIBAIO», nanee nuimyT «KOMY», «ITO CIEIATh»,
«J10 Kakoro urcnay. Eciau nopydyeHre HCOTHUTENIO JaeTCsl
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IIOCTOSIHHO, TO CPOK MCIIOJIHEHHS B IIPHUKA3€ MOYKET
OTCYTCTBOBATb.

TekcT npukasa 1enurcs Ha IMyHKTHI, KK bl TyHKT
HAUYUHAETCA C KPAaCHOM CTPOKH.

Haubounee pacnipocTpaHeHHbIE CII0BA PACHOPSAUTEIBHOM
4acTU: IPUKa3bIBa0, OPraHU30BaATh, 00ECIEUUTD,
IIOATOTOBUTH, COCTaBUTh, IPOBECTH, BBECTH B ICHCTBHUE.

B nocnegHem nyHkTe yka3bIBaeTCs JUIO WIM CTPYKTYPHOE
IIOZIpa3JIeJICHNE, OCYILECTBIISIONIEE KOHTPOIb 3a
BBIITOJIHCHUEM JAHHOIO NpUKa3a. Eciy Takou IyHKT
OTCYTCTBYET, TO KOHTPOJIb OCYLIECTBIIIET PYKOBOJAUTEIh
MIPEANPUATHS JINYHO.

Ecnu npukas BBOAUT B JieficTBUE KaKUe-INOO JOKYMEHThI
(MHCTPYKIMH, IPAaBUJIA, TIOJOKEHHUS), TO OHH OPOPMIISIOTCS
B BUJI€ IPUIIOKEHUS K IPUKA3y (B IPABOM BEPXHEM YTy
npukasa craButcs: «lIpunoxenue k npukasy ot 01.09.2008
Ne 7»).

[Tocne cocraBneHus TEKCTa MpUKa3a HEOOXOIUMO POBECTU
€ro COIJIaCOBaHHUE U MOANKCAHUE.

2.BAPUAHT 2

Hainimu owuoku ¢ 0oKymenme

AKIHOHEpHOE 00IIECTBO 3aKPHITOTO

THUTIA «YTBEpKAAIO»
«Jlapusa»

Hupekrop Ilerpos N.1O.

08 centsiOps 2013
AKT

12.10.13 . Nel3
MockBa

OcHoBaHue npuka3 Ne 12 ot 10.09.13
CocraBiieH sKCnepTHOMN
KOMUCCHEHN B COCTaBE:

[Ipencenarens HavansHuk otaena kaapos
Berpos U.H.
HiieHBl KOMHCCHH Crapmuii uacnextop OK

Bapnamosa W.I'., nomomnuk uHcnekropa OK AdanacreBa
P.T.

Komuccus orobpana k yHUUTOXKEHHUIO, KaK YTPaTHUBILINE
IIPAaKTUYECKOE 3HAYEHNE U B CBS3H C UCTEUEHUEM CPOKa
XpaHEHUs, CIEAYIOIUE TOKYMEHTHI:

T'oxer KonnuecTso
Tumsl TOKyMEHTOB
JOKYMCHTOB JOKYMCHTOB
[pukassl 10 OCHOBHOM
1989 P 118
JeATSIILHOCTH
1990 CryxeOHble MUChMa 569
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JIOKyMEHTBI U3MENBYCHBI U CAAHBI JUIsI YHUUTOKECHHUS TI0
3aroTOBKE BTOPUYHOTO ChIPhS IO MPUEMO-CAATOYHOMN
gaxkiamuoi ot 10.10.13.

HauanbHuk oTnena kaapos
Berpos B.1.

Crapuuii uacnextop OK
Bapmnamona U.T.

[Tomomuuk nucnexkropa OK
Adanaceesa P.T.
[Ipunoxxenue: nmpueMo-caaToyHasi HakJIagHas

OtBeT: Metoauueckue pekoMeHAauu

IIpaBuiia cocTaBjieHUs aKTa:

1. AxTel odopMIIsIOTCS Ha 001IeM OlaHKe (BHYTPEHHHE),
€CITM COCTaBIISICTCSA BHEIIHUHN aKT, TO Ha OJIAHKE JOJKHBI
OBbITh CIIPAaBOYHBIE IaHHbIE 00 OpraHU3al1y.

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

3. Maroii akTa sBisieTcs JaTa cOObITUS (YTBEPKICHUS)
WK JaTa TOCIeIHeN OIHICH, HallpuMep, KOTaa
COCTaBJISIETCS aKT MpUeMa-ciayl padoT, MOMUCHIBAEMBIi
JBYMSI CTOPOHAMH.

4. Bo BBOAHOW YacTH aKTa yKa3bIBaeTCsI OCHOBAHHE €TI0
COCTaBIJICHU (HApUMep, CChIIKA Ha JOKYMEHT, Ha KaKHe-
60 (hakThl, COOBITHS, TEHCTBUA).

5. Jlanee yka3pIBaeTcsl COCTaB KOMHCCUU: (haMuUIus,
WHUIMANBI TIPeJICeIaTeNsl U YIEHOB KOMHCCHH B
an(aBUTHOM NOPSIKE, TPU HEOOXOAUMOCTH YKa3bIBAIOTCS
JOJKHOCTH, (PaMIIIMU ¥ UHULIAAJIBI IPUCYTCTBYIOIIUX.

6. B 0CHOBHOII YacTH aKTa HU3JIararoTCs LEIH, 3a1a9H U
CPOKH MPOBEICHHOW KOMUCCHEH pabOThI, €€ pe3yNbTaThl
(BBIBOIBI, 3aKITFOUCHUS, PEITIOKEHUS).

7. TekcT aKkTa MOXET UMETh MTyHKTHI, TOJIMYHKTHI WA
UMETh TaOIUYHYIO0 POopMYy.

8. Ilocne TexcTa 1 OTMETKH O MPHIIOKEHUN YKA3bIBAIOTCS
CBEJICHUS O KOJMYECTBE IK3EMILISIPOB aKTa, O MECTE MX
HaXOXACHUS WUJIH aJpecaTax, KOTOPbIM OHU OTIIPABIICHBI.

9.  AKTHI IOJTUCHIBAIOTCS BCEMU JIMIIAMH,
MPUHUMABIIMMHU yYaCTHE B €T0 COCTABIICHUH, IPUYEM B TOU
e MOCTIeI0OBATEIbHOCTH, B KOTOPOW OHM yKa3aHbI B Ha4aje
akTa. Ecnu ykas3pIBalOTCs TOMMKHOCTH COCTaBa KOMHUCCHH,
TO MOATIHCH CTaBATCS B UEPAPXUICCKOM ITOPSIJIKE.

10. AKTBI 4acTo yTBepKJIatoTcs (1o
MaTepHaTbHBIM, (PMHAHCOBEIM U JIP. BAYKHBIM BOIIPOCAM).
11. [Toanuch 0 TOM, YTO aKT HANpaBJIEH B

ACJI0, CTAaBUT HAYaJIbHUK MMOAPA3ACIICHHA, B KOTOPOM
JTQHHBIM aKT HUCITIOJIHAJICA, 100 npeaceaareyib KOMUCCHU.
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3.BAPUAHT 3

Hcnpaevme npomokon, codnooan éce mpedosanus
cocmaenenusn u oopmiaeHus 0GHHO20 00OKyMeHma

000 «Azsepc»

[TPOTOKOJI
14.03.20 Ne45
3acenanus CoBeTa JUPEKTOPOB

[Ipencenarens: A.b. IBaHOB

Cexperapb: C.M. IlerpoBa

[IpucyrcrBoBanu: C.C. Cunopo A.Il. I'paues, M. A.
Ky3smun, P.M. SIkoBneBa.

IToBecTka gHS:
OTyet o paboTte npeanpuatua 3a lll keapTan.
Bonpoc o cnykbe oxpaHbl.

1. CJIYIOAJIN:

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

A.b. IBaHOB — yKa3aj Ha HEIOCTaTOYHBIN pPOCT
MPUOBLIH IO CPABHEHUIO C 3aIJIAHUPOBAHHOM.

A.IlL. I'paueB — npeajIoKuI HAaHATh JIOMOTHUTEIBHO 15
COTPYJIHUKOB JJIs1 BBINOJIHEHUSI 3alJIAHUPOBAHHOTO 00beMa
paboT 3a ros.

I[TOCTAHOBUJIN:

1.1  VYrBepauts Oyxrantepckuii 6ananc 3a Il kBapran.
1.2  TlpussTh Ha paboty 15 cOTpYIHHKOB.

2 CIIYIIAJIA:

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

C.C. CuopoB — OTMETHII BBICOKOE Kau€CTBO PaOOTHI
YOIIa, mpeninoxui NpoJoKUTh COTPYIHUYECTBO C
YOIIom «Coxom».

ITOCTAHOBUJIN:

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

[Ipencenarens noonucs A.B.
HBaHoB

Cekpertapb noonucy CM.
ITerpoBa

Ortser: MCTOANYCCKUC PCKOMCHAAIUN

Oco0enHocTu odopMieHNsI POTOKOJIA:
1. CocrasisteTcs Ha 001eM OJIaHKE MIIM Ha YHCTOM
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nucTe Oymaru, Ha KOTOPOM YKa3bIBaeTCsi HAMMEHOBAaHUE
Buaa nokymenta — « [ IPOTOKOJI».

2. O0s13aTeNIbHBIMU PEKBU3UTAMH POTOKOJIA SBIISIOTCS:
HaMMEHOBAaHHUE OPraHU3allMU, HA3BaHUE BUJIA JOKYMEHTA,
JaTa 1 HOMep IPOTOKOJIA, 3ar0JIOBOK K TEKCTY, OIHUCH.
JIOTIOTHUTETHPHBIMU PEKBU3UTAMU TIPOTOKOJIA SIBJISTFOTCSI:
HauMEHOBAaHME CTPYKTYPHOT'O MOJpa3AeseHus, rpud
YTBEPXKICHHSI, OTMETKA O HAIMYUH MPUIIOKCHHUMA, MECTO U
BpeMsl IPOBEACHUSI 3aceianusl, GaMIIUS U UHUITHAIIBI
IIpe/IceAaTeNbCTBYIOIIEr0 Ha COBEILIAaHUH, 3aCElaHUH, 1aTa
MOANKCAHUS IPOTOKOJIA, CIIOCOO roJI0COBaHUs (OTKPBITOE,
TallHOE, 3204YHOE).

3. Jatoit mpoTokona sBisieTcs JeHb MPOBEACHUS
MPOTOKOJIUPYEMOTO COOBITHS (3aceIaHusl, COBEILAHUS U
T.1.). Eciiu oHO mpoomkanocs HECKOJIBKO AHEH, TO Yepes
THUpPE YKa3bIBAIOT JIaThl HA4ajia 1 OKOHYAHUSI 3aCeIaHusl.
Hanpumep, ohopmienue natel 3aceqaHus,
npogokasmrerocs nsa auasi: 04.05.2012 — 05.05.2012
W 03 — 04 mas 2012 r. Jlata pacroyiaraetes
OJIHOM CTPOYKOIl HIKE Ha3BaHUS BUJA IOKYMEHTA WM HaJ|
CTeUATBHON OTPaHUYUTENBHON JIMHUEH B 001IeM OTaHKe.
4. Homepom npoTokosna sBiseTcs: HOpsAAKOBBI HOMED
3acejaHus KOJIJIETHaJIbHOIO OpraHa B Ipejaesnax
KayieHapHoro rozaa. [Ipu odopmiiennn Homepos ¢ Nel o 9
HE00XOAMMO HUCIIOIH30BATh MUHUMYM J[Ba 3HAKA.
Hamnpumep, «Ne 01», «Ne 07». Homep npoTokona
oopmIsieTcst Ha TOM ke CTPOKE, YTO U JaTa.

5. B 3aronoBke yka3bIBaeTCsl Ha3BaHUE
KOJUIETHAJIbHOTO OpTraHa WIN 3acejaHusl, KOTOpoe
COTJIacyeTcs C Ha3BaHMEM BHJIA IOKYMEHTa, HaIpHUMep:
[MTPOTOKOJI (uero?) 3acenanust CoBera JUPEKTOPOB.
3aronoBok 0(hOpMIISETCS] OJHOM-IBYMs CTPOKaAMH HIKE
PEKBHU3UTA «MECTO COCTABIIECHUS WIIN U3aHUS
00s13aTeNTbHO OT TPAHMIIBI JIEBOTO MO WIIM Ha TUIOIIAIH,
OTMEUEHHOM B 0011IeM OJIaHKE OrpaHUYUTEITbHBIMU
yroJIKaMH B JIEBOM BEpXHEM YTy JTUCTa OyMaru.

6. TekcT mpoTOKOoJIa COCTOUT U3 BBOJHOM M OCHOBHOM
YacTeu.

BBonHas yacte ohopmiisieTcs B Clieyromen
MOCJIeI0BATEIbHOCTH:

Ilpeocedamensy — pamMunust 1 HHUITAAITBL;

Cexpemaps — haMuUIHs 1 UHUITUAIIBI;

Ilpucymcmeosanu: HGaMuaIuu U UHULUATIBI
MPUCYTCTBYIOIIUX COTPYIHUKOB B ai(haBUTHOM TMOPSIZIKE,
3aTeM JIOJDKHOCTHU U (DaMHIIMU TIpUTIaiieHHbIX. Ecim
MPHUCYTCTBYIOIMUX Oonee 15, ykaspiBaeTcs ux ooiee
KoinuecTBo. Eciu ¢ ykazaHueM J0IKHOCTH, TO B MOPSIJIKE
yOrIBaHus nepapxuu. Ecinu npucyrcroBanu 200 u Gosee
gyesnoBek, To numeTcs — «110 genr., gro cocraBiser 80%
o011ero Konu4yecTBa akiimoHepoB. CIUCOK MpuIaraeTcs
(cm. mpum. Ne 1).»

DaMUIMK ¥ MHULMATBI TPUTIIAMICHHBIX TOJDKHOCTHBIX
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JIMLL, KOTOPbIE HE SBJIAIOTCS YIEHAMU KOJUIETHMaIbHOIO
Oprasa, HO IPUCYTCTBOBAJIA HA 3aCEAAHNUHU, IEPEUUCIIAIOTCS
nocie cinosa «IIpurnamennsie:». OHO opopmisercs oT
IPaHULbI JIEBOTO MOJIS IBYMsI CTPOKAaMU HMKE CJIOBa
«IIpucyrcTBOBaNIN: » U 3aKAHUYMBACTCS IBOETOUHEM.
JIOKHOCTH 3THX JIML IIPUHATO YKa3bIBATh.
BBoaHas yacTh NpoTOKOJIA 3aKaHUYMUBAECTCS IOBECTKOM JTHSL.
[lepeueHb BOIPOCOB, BEBIHECEHHBIX ISl 00CYKIEHUS,
oopmisiercs nocne cioB «IloBecTka aHA:», KOTOpbIE
pacnosararoTcs OT TPaHULIbI JIEBOTO MOJIS IBYMS CTPOKaMu
HUDKE COCTaBa MPUCYTCTBYIOIUX U 3aKaHYUBACTCS
neoeroureM. Kaxapiit Bompoc Gpopmymnupyercs ¢
npemiorom «O» i «O6», oTBedaeT Ha Borpoc «O uyeM?»
U COACPIKUT YKa3aHUe JTOJDKHOCTH, (PaMIJIUN U MHUILIAAIIBI
nokjaaunka. Bonpocsl HymepyoTes apabckumu nudpamu,
pacnojararoTcs Mo CTENEHU UX 3HAYUMOCTU U
0(hOpMIIIOTCSI ¢ KPAaCHOM CTPOKH.
OcHOBHast YaCTb COCTOUT U3 Pa3/esIOB, COOTBETCTBYIOIINX
IIYHKTaM MOBECTKU JHS. TeKCT KaXKa0ro pas3zesa CTPOUTCS
10 CXeMe:

CIIYIIAJINA:

BBICTVYIINJIA:

[NOCTAHOBWJIN (PELINJIN):
[Tocne nBoeToums Ha cieyroUel CTpoke ¢ ab3ana
OUIIyTCs: (PaMIITUU ¥ MHUIHAJIBI BBICTYNaBIIMX U Yepe3
TUPE — KpaTKoe M3JI0KEHUE TeKCTa BhICTyIieHus. Eciu
JOKJIaTUUK MPEJOCTAaBUI TEKCT CBOETO BBICTYILIEHUS , TO
IIOCJIE TUPE YKa3bIBAETCS: «TEKCT BBICTYIUICHUS
npuiaraercs (mpusoxxeHue 1)».
7. TlocraHoBneHus (pelieHus) yKa3blBalOTCs B
MIPOTOKOJIE IOJHOCTBIO, T. K. SIBJISIIOTCSI HAnOoJIee BaXKHOMN
ero Jactelo. [loctaHoBIIsAIOMIAs YaCTh MOXKET
MO/IPA3AENIAThCS HA IYHKTHI.
8.  Ecnu npoBoauiock rosiocoBaHKE MO KAKOMY-JTH00
BOIIPOCY, YKa3bIBAIOTCS €0 pe3ynbTaThl («3A» - 15,
«[TPOTUB» -3, «<BO3AEPXXAJIOCH» - 1)
9.  Bce BOIpOCH K JOKIATYNKY ¥ BRICTYIHBIINM, a
TaK)K€ OTBETHI HA HUX 3alMCHIBAIOTCS B IOPSAIKE UX
MOCTYIUIEHUS U OPOPMIISIOTCS ¢ KPACHOW CTPOKH.
damMuInIO IMIA, 331aBLIETO BOIPOC, AOMYCKAETCS HE
YKa3bIBaTh.
10. IIpoTokous moamuchIBaeTCs MpeaceaaTenaeM u
cekperapeM. OHU MTPOCTABJISAIOTCS HA OTPEIaKTUPOBAHHOM
U CBEPEHHOM NPOTOKOJIE. PacnonararoTcs TpeMsa-4eThbIpbMs
CTpOKaMH HUKE TeKCTa OT IPaHULIbI JIEBOTO MOJS U
pa3AemsoTCs 0OIHOM cTpokoii. B pacmmgpoBkax noamnucei
MHUIMANBI pacroiaratoTcs nepea pamunueil.
11. B 0c000 Ba)KHBIX CIy4asx BBICTYNABIINE JTOJKHBI
BU3UPOBATh MPOTOKOJ, BU3bI IPOCTABIISIFOTCS HA JIEBOM
I10JI€ JOKYMEHTA, HA YPOBHE 3aIIMCH BBICTYIIJICHHUSL.
12.  OtnenbHBIC BUABI IPOTOKOJIOB (ITPOTOKOJIBI
3acejaHusl TEXHUYECKHUX, IKCIEPTHBIX COBETOB, KOMUCCH,
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MIPOTOKOJIbI UCTIBITAHUNA U HEKOTOPbIE APYTHE)
YTBEPKJIAIOTCSI PYKOBOJUTEIEM OpraHU3aluy UITN
BBIIIIECTOSIIIIETO OpraHa.

13. IIpoTokoiaM MpUCBaMBAIOTCS MOPSAKOBBIE HOMEpA B
npeenax KajJeHAapHOoro rojia OTACNIbHO M0 KaXA0H IpyIie
IIPOTOKOJIOB.

14. K npoTokoiam MoAIIMBAIOTCA MPEICTaBICHHbIE Ha
paccMOTpEHHE MaTEepPHUAIIbI.

15. TIpoToKoIbI XpaHATCS IOCTOSHHO.

4 BAPUAHT 4
Kak dyoem eviensadems 3mom 00KymeHnm, ogpopmienHulil
no ecem npagunam?

OJINTA

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

Bonkosy C.C.

Ten. (495)125 24 24 113251,
Mocksa

21.12.20 14/1-2 VIL

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

YBaxaewmslii Cepreii CepreeBuu!

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

[Ipocum Bac noareepants 1100 O0TKa3aThbCs OT MOCTABKU.

HcnosHuTEenbHBIA AUPEKTOP
Bopo6sesa O.C.

OTBeT: METOOUYECKHE PEKOMEHJAIUN
OdopmiieHue peKBU3UTOB CJIYKeOHOr0 MUChbMa

O0s13aTeIbHBIMU PEKBU3UTAMU CITYKEOHOTO TUChMa
SIBJISIIOTCS: PEKBU3UTHI OJlaHKA (HAUMEHOBaHUE
OpraHM3aliy, CIIpaBOYHbIE JaHHbIE 00 OpraHu3aluy, 1aTa
MUChbMa, PETHUCTPALIMOHHBIA HOMEp, CChUIKA HA JIaTy U
pEerucTpalMoOHHbI HOMEp MOCTYNUBILErO JOKYMEHTA),
ajipecar, 3arojIoBOK K TEKCTY (IIpH HEOOXOAMMOCTH), TEKCT,
OTMETKAa 0 HAJIMYMH MPUIIOKEHHUS, TOJIITUCh, OTMETKA 00
HCIIOJIHUTEIIE.

Ha 6nanke ciye0HOTro nmuchmMa MOXeT MPUCYTCTBOBATh
n3zo0pakeHue repba uinu smMO1eMsl oprannsanuu. Hazpanue
Buja nokymenrta (IIMCbMO) ne yka3piBaeTcs
(MCKITIOYEeHHE — TapaHTUHHOE TTHCHMO).

Jly1g cocTaBieHusl MUCEM HUCTIONb3YeTCs CIeMalbHbIH
OJ1aHK MHUChbMa, /1€ Ha3BaHHE BUJA JJOKYMEHTa He
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yKa3bIBaeTCsl.

B 3aro0/10BOYHOM 4acTH MUCHLMA [1€YATAIOTCS CIIEAYIOLUE
PEKBU3UTHI:

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

«HanMeHOBaHMe OPraHU3aANMN» SBISIIOIIECHCS aBTOPOM
JOKYMEHTA.

«CnpaBo4Hble JaHHbIE 00 OPraHU3ALMM» BKIIOYAOT:
MOYTOBBIN ajapec, Homep TenedoHa, hakca (HoMepa CUeTOB
B 0aHKe, aJipec AICKTPOHHOM MOYTHI U JIp.).

«/laTa nokyMeHTa) - 1aTa ero MOANHCAHUS.
«PerncrpanmoHHbINH HOMeEP» - HOMEP JJOKYMEHTA,
MPUCBAaUBAEMbIIl €My OpraHU3aIeH.

«CchliIKa HA perucTPAlMOHHBIN HOMeP U JaTy
AOKYMEHTAa) - 3al0JIHIeTCS B TOM ClIy4ae, €l MUCbMO
SIBJIIETCS. OTBETHBIM.

«3aroJI0BOK K TEKCTY» BKJIIOUAET KPaTKOe COZepKaHue
JIOKYMEHTA. 3aroJ0BOK COIJIacyeTcsi C HAUMEHOBAaHUEM
BUJIA IOKYMEHTA (B JaHHOM CJIy4ae IMCbMO), OTBEYAET Ha
BOIIPOC «O UyeM» («0 KOM»), HaunHaeTcs ¢ npeauora «O»
ni «O6». Hanpumep: «O cpokax noctaBku», «O06 yyactun
B BBICTABKE».

B nucbMax 10JKHBI OBITH IPABUIIBHO YKa3aHbI COCTABHBIE
YacTH pEeKBU3MTA «aapeca (MoiydaTesns nucbMa): pupma,
CTPYKTYpPHOE I0/Ipa3/IelIeHHe, JOIKHOCTD, IOUYTOBBIN aapec
MOJTyYaTessl.

Ecnu nuceMo ogHOrO cosiepskaHus HalpaBIIseTCs
HECKOJIBKUM aJipecaTtaM, CHadajla yKa3blBaeTCs aipec
OCHOBHOTO MOJy4aTess, 3aTeM MepeuncisioTcs ApyTue.
Ecnu noxymeHT HampasisieTcs 60see 4eM YeThIpeM
ajzipecaTam, COCTABJISIETCSl CIUCOK PACChUIKU U Ha KaKJIOM
9K3EMIUIIPE YKa3bIBAETCS JIMIIB OJIUH a/Ipecar, KOTOPOMY
HaIpaBJIAeTCs KOHKPETHBIN SK3EMILIIAP.

Ecnu nuceMo ogHOTO colep:kaHus HaIpaBIIsAeTCs
HECKOJIbKUM OJTHOPOJIHBIM aJjpecaTtam, TO ajipecar MUIIyT
0606mmenHo. Hanpumep (komnemxam o r. Openoypry).
«Texer» nuceMa 10KEH OBITh JIAKOHUYHBIM,
Mocye10BaTeIbHbIM, YO AUTENbHBIM U KOPPEKTHBIM. TekcT
MMCbMa, KaK IIPaBUJIO, HE IPEBBIIIAET OJTHOM CTPaHUIIBL.
TekcT nrcbMa yaie BCero COCTOMT U3 BBOJHOM YacTH U
OCHOBHOM.

Bo BBOHOI YacTH yKa3bIBAIOTCS MPUYMHBI, BBI3BABIIIE
COCTaBJICHHE NMHUChMa, COTTPOBOXKAAEMbIE CChUIKAMU Ha
(baxThl, 1aThl, TOKYMEHTBI, HAIIPUMED:

«B cBA3M ¢ Tem, 4TO npu noxyyeHuu rpysa 26.01.2002 mo
HaksagHou Ne 2342 B rcripaBHOM BaroHe ¢
HEHapYIIEHHBIMH IJIOMOAaMHU TPy300TIPABUTENS IPU
BCKPBITHH SAILIMKOB U MPOBEPKE COAEPKUMOI0 C y4aCTHEM
MpeICTaBUTENS ... ObljIa yCTAaHOBJIEHA HEIOCTAYa ... IITYK
U3JIEeIUH Ha CyMMY... (KoMMepueckuil akT oT 26.01.2002 Ne
43)...»

Bo BTOpOIi YacTn nucbMa GopMynupyeTcs ero OCHOBHas
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1ens (IpeokeHne, 0TKa3, Mpockoa, rapaHTHs U T.11.),
Harnpumep:

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

«OTMeTKAa 0 HATMYMHU NTPHJIOKEHU D) - PEKBU3UT
HCIIOJIb3YETCS B COIIPOBOAUTENBHBIX TUCbMax. OTMETKA O
HaJIMYUU TPUIIOKEHUS Pa3MEeIaeTCsl MO TEKCTOM.
«Bu3ay» - 0OTMETKa O COTIACOBAaHUU JIOKYMEHTA BHYTPHU
opranuzanuy. Busza BKI04aeT: JOHKHOCTh BUSHPYIOLIETO,
MOJNUCH BU3HPYIOIIETO, PacIu(POBKY MOAMUCH
(vHUIIMATBL, HaMHIIUS) U JaTy.

«ITopmuck» oopmisercs Ha 2-3 UHTEpBaJa HIDKE TEKCTa
JIOKYMEHTA (B COIPOBOAUTEIbHBIX MUCbMAaX — MOJ1
OTMETKOM O HaJIM4uu NpusoxkeHus). B cocras pek-Busuta
BXOJIAT: HAUMEHOBAHHE JOJHDKHOCTH JIMIA, MTOAMICABIIETO
JOKYMEHT, JINIHASI IOANKICH U paciupoBKa MOIHCH
(vHUIMATBL, (haMUITHS).

«IleyaTn)» 3aBepseT MOUTMHHOCTD MMOITUCH JOIKHOCTHOTO
JMIa Ha JOKY-MEHTaX, YJOCTOBEPSIIOIINX IpaBa JIMII,
¢bukcupyomux ¢GakThl, CBI3aHHbIE C PUHAHCOBBIMU
CpEICTBaM U JIp.

«OT1MeTKa 00 MCTIOTHUTEJIe» BKIIOYaeT haMumuio (Uim
(haMuIHIo0, MMsI, OTYECTBO) UCTIOHUTEIIS JOKYMEHTa U
HOMep ero TenedoHa.

5.BAPUAHT 5

Hcnpasbme 00Kymenm 6 coomeenmcmeuu ¢ npasuiamu
MeHCOYHAPOOH Ol NEPEenUCKU

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 | look forward to
seeing you and other friends of mine.
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Your sincerely

Ivanov A A.
Director
cc MrJack Masey.

OTBeT: MEeTOANYECKHUE PEKOMEH IAIIUU
Oco0ennocTu opopMiIeHNsI PEKBU3UTOB MUCbMA
HHOCTPAHHOMY NAapPTHeEPY:

PexBusur 1 - «Ceedenusn 06 omnpasumene) (aBTope
JOKyMeHTa). B 1eBoM BepxHeEM yriy, B BEpXHEM IIPaBOM
YTy WU B LIEHTPE BEPXHEH YacTH JIMCTa PacIoiaraeTcs
sMmbiieMa 1 HauMeHoBaHue GpupMmbl. Eciu koMmanus
MaJIOM3BECTHA, TO YKa3bIBACTCS NPOQPHIIb €€ NI TeIbHOCTH,
Hampumep, «ppaxTt CyJI0B», «OpraHu3alus TypoB» U T.1I.
Taxoke yka3piBaeTcs aapec pupmbl, HOMepa TelaeOHOB,
(hakcoB, JIEKTPOHHOI MOYTHI, UHOT/1a HA3BaHUE
oOcnyxuBatoniero 0anka. MHoraa (3To J0MycKaeT cTaHaapT
NCO) g ykazaHus aapecoB U TeICPOHOB UCTIOIB3YETCS
MECTO HaJ HI>KHUM T0JieM OJaHKa.

Bce ocranbHbIe peKBH3UTHI PACIIOaratoTCs OT TPAHHIIBI
JIEBOTO MOJIs, 0e3 a03a1eB, XOTS PEKBU3UT «1aTa» MOXKET
MepeMeIaThCst K MpaBoMy MOJIIO.

PexBu3ur 2 — «ccoika» (Reference) Ha Homep JoKyMeHTa
JIEJI0BOTO IApTHEPA, HA KOTOPBIM TaHHBIN JOKYMEHT
spigercs orBeToM (Yourref.), uro ananoruuno «Ha Bam No
...», U cchlaKa Ha cBoi Homep (Ourref.), uTo , 110 CyTH,
SIBJIIETCS HAIIUM UCXOJISIIUM PETUCTPALIMOHHBIM HOMEPOM.
Ccpuika MOeT ObITh IUGPOBOH, OYKBEHHOM UITN
OyKBEHHO-IIU(PPOBON. B uncie 31eMeHTOB CChITKU MOTYT
OBITh MHUIIMAJIBI aBTOPA MTUChMa, CEKpeTaps HIIN
UCTIOJHUTEIS, TIOPSIIKOBBIA HOMEP JJOKYMEHTA, YCIIOBHOE
0003HaUYeHNE CTPYKTYPHOTO MOApa3AesieHus, eia, (aitia.
PexBu3ut 3— «/Jamay yka3blBaeTCsl COTJIACHO MIPUHATON B
cTpaHe aapecara cucreme. HajexHee Bcero ykazarhb 4nciio
uupaMu, HAMMEHOBaHHE MeCs11a OJTHOCTbIO B OYKBEHHOI
dbopme u roa nudpamMu MOTHOCTHIO, HanTpuMep: 15 August
2010. (Cranmapt MCO pexkomenayert Tak: roa, T.e. 2001-
05-23).

PexBusur 4 — «Adpec nonyuamena» cOCTOUT U3
PacIIOIOKEHHBIX TOCTPOYHO:

- UIMEHU U (HaMUIUU TTOTy4YaTes;

- HANMECHOBAHHSI KOMIIAHUH;

- HOMepa JI0Ma, YJIUIBI;

- TOpoJia, TOYTOBOTO OKpyTa (MHICKCA);

- CTpaHBbl.

PexBusur S — «K ceedenuroy, niin ykazaHue Ha
KOHKpeTHoe u1o. Micronb3yercs , eciu B aipece He
yKa3zaHa haMuius noaydarens, opopmiisercs nocie
aznpeca, Haripumep: Attention: Mr. P. Cooper. Otot
PEKBU3UT HE SIBISETCS 0053aTEIIEHBIM.

PexkBU3MT 6 — «6cmynumensnoe oopauienuey TUIYT C
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HOBOM CTPOKH , OTCTYIIUB OT aJIpeca YeThIPe MEKCTPOUHBIX
WHTEpBaa.

JlenoBoe muceMo HaunMHaeTcs co cioB «Dear ...». Moryt
WCIOJIB30BATHCS CIEAyIoIune Gpasbl:

- DearSir — ecnu uMs mosrydaTeliss HEM3BECTHO,

- DearMadam — eciiu uMs oy4artesist HEU3BECTHO;

- DearMrNeit — rocioguHy, M KOTOPOTO H3BECTHO;

- DearMrsFella — 3amy>xHeii xeHIIMHE;

- DearMissJones — He3aMy»KHEMH JKEHIIHHE;

- DearMsMorrison — 3aMy>KHel WM He3aMy)KHEH
KEHILHUHE.

PexBusur 7 - «3az01060k nucema) yxaspiBaeTcs 1ociie
BCTYNUTEIHHOTO OOpalieHust 1 0003HaYaeTcs:

- RE: - cokpamienue ciopa «regarding» (OTHOCHUTEBHO);

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

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

- IOTYEPKUBAHUEM.
3aroJIoBOK He SIBJISIETCS 00S13aTSIIEHBIM PEKBHU3UTOM, HO €TI0
HaJIM4Yue OTpakaeT 3HAaHUE OTIPABUTENEM MPABUI
XOPOIMIETO TOHA.

PexBu3ur 8 - «Texcm»MoxeT nie4aTaThCsl Kak OT TPAHUIIBI
JICBOTO TTOJISI (COBPEMEHHBIM BAPUAHT), TAK U C OTCTYIIOM
Hayasa Kaxaoro adsaia — ¢ KpaCHOM CTpOKHU
(kmaccuyeckuil BapuaHT).

A03a11bl OTAETSI0TCS APYT OT APYTa JOMOJIHUTEIbHBIM
MEXCTPOUYHBIM HHTEPBAJIOM, YTO 00JIErdyaeT BOCIIPUSITHE
cofiepkanus muchbma. Kpome Toro, oOCHOBHBIE TTPEITIOKEHUS
MOTYT OBITH BBIICIICHBI MIPU(TOM, TOJICPKUBAHUEM H T.]I.
TexcT 00BIYHO JOMKEH YMEIIaThCsl Ha OJJHOW CTpaHHUIIE.
«PexBu3uT 9 — «3axnwuumenvnan gpopmyna
6€XHCIUBOCHUY YKAZBIBACTCS Uepe3 ABa MEKCTPOUHBIX
WHTEpBAJIA.

Ecnu nuceMo HaunHaercs cioBaMu: DearMr/Mrs/Miss/Ms,
TO 3aKaH4YMBAETCs BbIpakeHueM: Sincerelyyours (Mckpenne
Bar).

Ecnu B mpuserctBuu cnosa: DearSir/Sirs/Madam, To
okonuanue: Yoursfaithfully (mpenannsiii Bam).

MoryT Takke UCTIOIb30BaATHCS CIEAYIONTNE
cnoBocoveTanus: Bestwishes (Hanmyurme noxenanus).

PexBu3ut 10 — «lloonuce» pacnonaraercsi HUxe GOpMyIIbl
BEXKJIMBOCTH. J{enaercs He MeHee MATH MEKCTPOUHBIX
WHTEPBAJIOB ISl JIMYHOW MOJMKUCH aBTOpa nuchbma. Huke
MOJINKCH yKa3bIBaeTCs e pacundpoBKa: UMs U (haMuIus,
Ha CIIeIYIOIIEH CTPOKE — OIDKHOCTB JIMIA, ITOAMTUCABIIETO
JOKYMEHT. JIOIKHOCTh HE YKa3bIBA€TCS, €CIIA MTUCHMO
MTOJIMMACAHO PYKOBOIUTEIIEM KOMITAHHH.

[Tepen mOAMUCHEI0O MOXKET CTOSATH OTMETKA «P.P.», UTO
03HAYaeT «OT HIMEHHY, B TOM ClTydae, Korja IMOAYNHECHHBIC
MIO/MUCHIBAIOT TOKYMEHT I10 TOPYYCHHIO PYKOBOTUTEIS.

PexBusut 11 — « Ykazanue na npunoscenuey (€cinv oHO

€CTh) JJaeTCs B MOJIHOM MIIM COKpaleHHOU (hopme:

33




«Enclosure:» unmu «Encl:», nanpumep: Encl: Contract Ne
11/Si.

PexBusur 12 — «Ykazanue na paccoinky konuiny.l1pun
HarpaBJIeHUU Komui nmuckMa («Carboncopy» HITH «CC»)
HECKOJIbKUM aJipecaTaM yKa3bIBalOT (aMUIMH JIUL] UITU
KOMITAaHUH, KOTOPBIM OTIIPABJICHBI KOITHUH.

Onucanue MKAJbI OICHUBaAHUSA:

Ouenka: 5
Huoicnuii nopoe svinonnenus 3aoanus 6 npoyenmax: 10
Onucanue xapakmepucmuku blnoanenus 3nanus.; OueHka "oTIMYHO" BBICTABIISIETCS €CIIU 3aJJaHue
BBITIOJTHEHO B MOJIHOM 00'bEME WJIH BBITIOJHEHO MMPEUMYIIIECTBEHHO BEPHO

Ouenka: 4
Huoicnuii nopoe evinonnenus 3adanus 6 npoyenmax.: 60
Onucanue xapaxmepucmuxu eblnonenus 3Hanus: OLUeHKa "Xopouio" BICTaBISETCS €CIU
OOJIBIIIMHCTBO BOIIPOCOB PACKPHITO. BEIOPAHO BEPHOE HAMPABJICHHE JISI PEIICHUS 3a]1a9

Oyenka: 3
Huoicnuii nopoe evinonnenus 3adanus 6 npoyenmax: 50
Onucanue xapaxmepucmuxu evlnoinenus 3Hanus: OueHKa "yJ0oBIeTBOPUTEIBHO" BBICTABIISAETCS
€CJIM 3aJJaHUE TIPEUMYIIECTBEHHO BHITIOJIHEHO

Oyenka: 2
Onucanue xapaxmepucmuxu evinoanenusi snanus: ONeHKa "HeyIOBICTBOPUTEIILHO" BEICTABIISCTCS
€CIIM 3a/IaHUE BBITIOJTHEHO HEBEPHO MJIM NMPEUMYIIECTBEHHO HE BBIITOJIHEHO

KM-8. lokymeHTHpOBaHUE TPYAOBBIX OTHOIIeHUI. KoMMyHuKkanuu B
YIPaBJICHYECKOM AesATeIbHOCTH. 3aKOHOAATeIbHbIE OCHOBBI /1€/10IPOU3BO/ICTBA

®opmbl peaju3anum: buiers! (MMCbMEHHBINH OIPOC)

Tun KoHTPOILHOr0 MeponpuaTHa: TecTupoBaHue

Bec konTpoabHoro meponpustusi B BPC: 8

IIpoueaypa mnpoBeaeHHMs KOHTPOJBLHOr0 MeponpusaTHsa: IIpoBoauTcs Ha INPaKTHYECKOM
3ansTuu. PacuerHoe Bpemst - 15 munyTt. KommuectBo BapmanToB - 3. KONIHYECTBO TECTOBBIX
BOIIPOCOB B BapHaHTE - 6.

Kparkoe cogepxxanue 3agaHus:
Pabota opueHTHpOBaHAa HAa 3HAHUS BUJIOB TOKYMEHTOB, OTHOCSIIIMXCS K JOKYMEHTAIINH 110
JTUYHOMY COCTaB, 1 OCOOCHHOCTEH X 0(OPMIICHHST; Ha 3HAHUSI OpTaHU3AINH MPOBEICHUS
MIEPETOBOPOB ; MPABUJI OOIIEHHUS TTOCPEICTBOM BU3UTHOM KapTOUKH; HAa 3HAHUS TTPABHII
BeJIeHUS Tele(hOHHBIX ITEPErOBOPOB

KoHTpoJibHbIC BONIPOCHI/3aJaHUA:

3nate: IlpaBuna co3ganus wu 1. K nokymeHTaMm 1o JIMYHOMY COCTaBy OTHOCSATCS
oopMmieHHs pa3NUYHBIX BUIOB a) 3asBicHUE
OpraHU3alMOHHOM, 6) Ilpuxas
pacropsAUTEIbHOM, B) CnpaBka c MecTa KUTEIbCTBa
MH(OPMALIMOHHO-CIIPABOYHOH U Ortger: a), 6)
KaJIpOBOM TOKYMEHTALIUU 2.1Ipukassl IO JMYHOMY COCTaBY XPaHATCS
a) Bmecre ¢ apyruMu KagpoBbIMH IOKYMEHTaMU
0) B nuuHOM fene coTpynHuKa
B) ['pynnupytorcs B OTI€IbHOE ACIIO0
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r) Ha pykax y coTpyaHuka
OTtBeT:B)
3.TpynoBbie 10rOBOPHI U IMYHbIE Jie]Ia pAOOTHUKOB
MpeANpUATHS (KpOME PYKOBOJIUTENEH) XpaHITCS
a)l[ToctostHHO
0) 15 ner
B) 50 ner
r) 75 ner
OtBert:r)
4.J10KyMEHTBI, IpeIbIBIIsieMbIC TIPU IPHEMe Ha padoTy
a) TpynoBasi KHM)KKA, TOKYMEHT, yIOCTOBEPSIOIIHI
JUYHOCTb
0)TpynoBas KHIKKA, JOKYMEHT, YAOCTOBEPSIOIINN
JUYHOCTH, TOKYMEHTBI BOMHCKOTO y4eTa, TOKyMEHT 00
00pa3oBaHMH, CTPAXOBOE CBUAECTEIHCTBO
roCy/1apCTBEHHOI'O IEHCMOHHOI'O CTPAaXOBaHUs
B)TpynoBas KHIKKA, JOKYMEHT, YAOCTOBEPSIOIINN
mnuyHocTh, UHH, cripaBKy 0 cocTOsSIHUM 310pOBBS
r)TpynoBast KHIKKa, TACIIOPT, JOKYMEHTBI
BOMHCKOTO y4eTa, XapaKTepUCTHKA
OtBet:0)
5.Cpok XxpaHeHHs IPUKA30B 0 JTUYHOMY COCTABY
a) 75 ner
0) 10 nmer
B) 25 ner
OtBeT:a)

Onucanue MIKAJbI OLlEeHUBAHUS

Ouyenka: 5
Huosienuii nopoe evinonnenus 3aoanus 6 npoyermax: 10
Onucanue xapakmepucmuxu evlnoinerus 3Hanus: O1eHKa "OTINYHO" BBICTABIISETCS €CIIH 3aJaHue
BBHITIOJTHEHO B MOJIHOM 00bEME WIIH BBITIOHEHO MPEUMYIIIECTBEHHO BEPHO

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

Oyenka: 3
Huoicnuii nopoe evinonnenus 3aoanus 6 npoyenmax.: S0
Onucanue xapaxmepucmuxu 6vinoaneHus sanua: OueHKa "y10BIETBOPUTEIBHO" BBICTABIIAETCS
€CJIM 3aJJaHle MPEUMYIIECTBEHHO BHITIOJIHEHO

Oyenka: 2
Onucanue xapaxmepucmuxu evinoanenusi snanus: OTNeHKa "HeyTOBICTBOPUTEIILHO" BEICTABIISICTCS
€CJIM 3aJIaHUE BBIITOJIHEHO HEBEPHO UJTU MPEUMYIIIECTBEHHO HE BBHIMOJHEHO

KM-9. KoMmMyHHKaluy B yIpaBJeHYeCKO 1esiTeIbHOCTH

®opmbl peaju3anum: buiersl (MMCbMEHHBIN OMPOC)
Tun koHTpoILHOrO Meponpusitus: TectupoBanue
Bec konTpoabHoro meponpusitusi B BPC: 8
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IIpouenypa mnpoBegeHMsl KOHTPOJBLHOr0 Meponpustus: I[IpoBoauTcs Ha MNPaKTHUYECKOM
3aHsaTUM. PacduetrHoe Bpems - 15 munyrt. KonumuectBo BapuaHTOB - 3. KoiM4ecTBO TECTOBBIX
BOIIPOCOB B BapHAaHTE - 6.

Kpartkoe cogep:xxanue 3aganus:
Pabota opuenTupoBaHa Ha 3HAHMS OPraHU3ALUU [TPOBEACHUS IEPETOBOPOB ; MPABUII OOIIIEHHUS

IMoCpEACTBOM BU3UTHOH KapTO4YKH, Ha 3HAHUS IIpaBUJI BEACHHUA TeJ'Ie(i)OHHBIX IEPETOBOPOB

KOHTpOJILHLIe BOHpOCbI/SaL[aHI/Iﬂ:

3uarb: [lpaBuna co3manust wu 1.CranzapTHast BUSUTKA JIEJIOBOIO YEJIOBEKA UMEET
oQOpMIICHHUS Ppa3UYHBIX BHUJIOB pas3mMepbl
OpraHU3aIlMOHHOH, a) 50x90 mm.
pactopsIUTEIILHOMH, 0) 60x100 MMm.
UH(POPMALIMOHHO-CIIPABOYHON U B) 40x90 MM.
KaJpOBOM IOKYMEHTAIlUU r) 50x80 mMm.
Otser: a)
2.CrnenuanbHblii CHMBOJ Ha BUSHTKE, YUTAEMbIH KaK
«To3apaBisaro»
a) PP
6) PR
B) PPC
r) PF
Ortger: 1)
3. MnunuaTuBa 3aBepuIuTh Pa3roBop Mo tenedony
MPUHAIICKUAT
a) TOMY, KTO HE JTIOOUT JIUIITHUX Pa3rOBOPOB;
0) Bcerza ToMy, KTO [T03BOHUII;
B) 3aKaHYUBAET Pa3roBOP, OTBEYAIOIINI Ha 3BOHOK
Otset: 0)
4.K ci1oBecHON KOMMYHHMKAIIUA OTHOCATCS
a) Jloxmazsl
0) S3bIK J)xeCcTOB
B) Ileperosopsl no Tenedony
r) E-mail
OtgerT: B)
5.I1peanoxxeHue 3aKIOYUTH JOTOBOP HAa3bIBACTCA
a) Axuenrom
6) Odeproit
B) [IpeamOymoit
OtBeT: 0)

Onucanue MKaJbl OLICHUBAHUA:

Oyenka: 5
Huorcnuii nopoe evinonnenus 3adanus 6 npoyenmax. 10
Onucanue xapaxmepucmuxu evinoineHus snanus: OueHka "oTIMYHO" BBICTABIISETCS €ClU 3aJaHKe
BBITIOJTHEHO B TTOJTHOM 00bEME WIIH BBITIOJTHEHO MPEHMYIIIECTBEHHO BEPHO

Ouyenka: 4
Huorcnuii nopoe evinonnenus 3adanus 6 npoyenmax. 60
Onucanue xapaxmepucmuxu evinoineHus snanus: OneHkKa "XopoIo" BEICTABISIETCS CIH
OOJIBIIMHCTBO BOIIPOCOB PACKPHITO. BEIOPAHO BEPHOE HAMPABICHHUE [Tl PEIICHUS 3a,1a4

Oyenxka: 3
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Huoicnuii nopoe evinonnenus sadanus 6 npoyenmax.: 50
Onucanue xapakmepucmuku evtnonanenus 3nanus. OueHka "yJ10BIETBOPUTENBHO" BBICTABISETCS
€CJIM 3aJjaHuE PEUMYIIECTBEHHO BBITIOJIHEHO

Ouenka: 2

Onucanue xapakxmepucmuxu evinoanenus snanus: OUeHKa "Hey10BIETBOPUTENIbHO" BBICTABIISAETCS
€CJIM 3aJIaHUE BBIITOJIHEHO HEBEPHO UJIU MPEUMYIIECTBEHHO HE BBINOJIHEHO

KM-10. 3akoHoaaTe/ibHbIE€ OCHOBBI 1€JIONPOU3BOICTBA

®opmbl peajau3anum: bunersl (MMCbMEHHBINM OIPOC)

Tun KOHTPOJBLHOr0 MeponpusaTusi: TectupoBaHue

Bec konTpobHOr0 Meponpustusi B BPC: 8

IIpoueaypa mnpoBeaeHMsI KOHTPOJIBHOr0 Meponpusatusa: I[IpoBoauTcs Ha NpPaKTHYECKOM
3ansTuu. Pacuernoe Bpemst - 15 munyr. KommyectBo BapuantoB - 3. KoOJMYeCTBO TECTOBBIX

BOIIPOCOB B BapuaHTE - /.

KpaTKOC Cod€cpisKaHME 3aJaHUsA:

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

KoHTpoJibHbIE BOIPOCHI/3a/1aHUA:

3HaTh: 3aKOHOIATENbHbBIE U APYTUE
HOPMaTHBHBIE IIPAaBOBBIC  AKTHI,
periIaMeHTHPYIOIINE
UH()OPMAIIMOHHYIO "
JOKYMCHTAIITMOHHYIO ACATCIBbHOCTD
OpraHHU3aLuH

1.I'pud orpanmuenus qoctymna ohopmMIIsIeTcs

a) CEKPETHO

6) CEKPETHO »5k3.Nel

B) CEKPETHO

rorosui M.H.Iletpos

r) «CEKPETHO»
Otsert: 0)
2.CteneHb CEKPEeTHOCTH CBEJICHUN YCTaHOBJICHA B
CIIEYIOIIEM M3 YKa3aHHBIX HOPMATUBHBIX aKTaX:

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

6) 3akoH Poccuiickoit denepannn «O
rOCYJIapCTBEHHOM TaillHE»

B) IlepeueHs cBeeHUH, OTHECEHHBIX K
rOCyJIapCTBEHHOW TailHE, ONPEICICHHBIN Y Ka30M
[Ipesunenrta Poccutickoit deneparuu
Otset: 0)
3.ITeyatanue nokymeHTOB ¢ TpudoM «KT»
MIPOU3BOJIUTCS

a) B cTpykTypHBIX oapa3IeneHusIx

0) LlenTpann3oBaHHO, B CIIEIIMATIFHO OTBEICHHOM
IIOMEILEHNN

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

a) B XKypnan perucrpanuu 10KyMEHTOB C rpru¢poM
«Kommepueckas TaiiHa»

0) B o6mmit XKypHan peructpamnuu J10KyMEHTOB
Otger:a)
5.I'pu¢ koHpUAEHIIMATBEHOCTH
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a) He nmpenycmorpen 'OCTom P 7.0.97-2016
6) Ilpenycmorpen 'OCTom P 7.0.97-2016
Otset: 0)
6.CornacHo @enepanbHOMY 3aK0HY «O
rOCY/IapCTBCHHOW TaliHEe» MOJUIEKAT 3aCEKPEUNBAHUIO
CIICAYIOIINE CBEICHUS

a) CBeneHUsI B BOGHHOM 00JIACTH.

6) O ype3BbIUANHBIX IPOUCIIECTBHUIX H
KaTacTpodax, yrpoxaromumx 0e30MacHOCTH TPaXIaH, a
TaKXKe O CTUXUHHBIX OSICTBUAX U UX IPOTHO32aX.

B) O cOCTOSIHUM KOJIOTHH, 3/[PaBOOXPAHCHHS,
neMorpaduu, CaHUTApUH, KyJIbTYpbl, 00pa30BaHUs,
CEIIbCKOT'O XO3SHCTBA.

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

1) CBeneHuUs: O BHEIIHENOIUTUYECKON U
BHEITHEOKOHOMHYECKOH AEATEIHOCTH; CBECHHUS O
(MHAHCOBOW MOJIUTUKE B OTHOLICHUHU JAPYTHX
rocynapcTB (KpoMe BHEILL. 3aJJOJKEHHOCTH); O
(MHAHCOBOM, ICHEKHO-KPETUTHON AEATEILHOCTH;
OtBert:a), 1), 1)

OnucaHue MKAJbI OLleHUBAHUS:

Oyenka: 5
Huoicnuii nopoe sevinonnenus 3adanus 6 npoyenmax: 10
Onucanue xapakmepucmuku blnoanenus 3nanus; OueHka "oTIMYHO" BBICTABIISIETCS €CJIU 3aJJaHue
BBITIOJIHEHO B MOJIHOM 00BEME HJIM BBITTOJTHEHO MPEUMYIIIECTBEHHO BEPHO

Oyenka: 4
Huoicnuti nopoe evinonnenus 3aoanus 6 npoyenmax.: 60
Onucanue xapaxmepucmuxu evinoaneHus snanua: OueHkKa "Xopoo" BBICTABIIAETCS ECIIN
OO0JIBIIMHCTBO BOIIPOCOB PACKPHITO. BBIOPAHO BEPHOE HANpaBJICHUE JUIsl peIIeHUs 3a/1a4

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

Oyenka: 2
Onucanue xapaxmepucmuku evinoaneHus snanus: OLeHKa "Hey10BIETBOPUTEIIBHO" BBICTABIIAETCS
€CJIM 3aJIaHUE BBIITOJIHEHO HEBEPHO WUJIU MPEUMYIIECTBEHHO HE BBINOJIHEHO
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COJIEPKAHUE OIIEHOYHBIX CPEJICTB TIPOMEXKYTOUYHOM ATTECTAIIUA
4 cemecTp

@DopMa NPOMEeKYTOUHOM aTTecTalMM: 3a4ET C OLEHKOU

IIpouenypa npoBenenust

OueHka ompenemnsieTcss MO COBOKYIMHOCTH PEe3YJbTAaTOB TEKYIIErO KOHTPOJS YCHEBAEMOCTH B
cooTBeTcTBUU ¢ [looxkeHneM o 0amuIbHO-PEHTUHTOBOM cucTteMe i cTtyaentoB HUY «MOU

L. Ilepeuens KkomnemeHyuiL/UHOUKAMOPO8 U KOHMPOJIbHBIX 60NPOCOE NPOBEPKU PE3YIbIMAN 08
0C60EeHUA OUCUUNIUHDL

1. Komnerenuusi/Muankarop: UJ1-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 €€ OPOPMIICHHIO U UCTIOIb30BaHUIO.
4.IloaroToBKa JOKYMEHTOB K apXUBHOMY XPaHEHHUIO.
5.0cHOBHBIE 00513aHHOCTH OPUC-MEHEKEpPa.

6.Anroput™M 00pabOTKM UCXOMSIEH JOKYMEHTAIIHH.

7.I1paBoBBIE OCHOBBI JICIIONPOM3BOJICTRA.

8.0cobennocTu 0(hOpMIICHHUS TOKYMEHTOB, MPUHUMAEMBIX KOJUIETHAIBHO (AKT, IIPOTOKOM).
9.BHyTpeHHsAs pacnopsauTenbHas 1oKyMeHTanus. OcobeHHOCTH 0(OopMIIEHUS.
10.ITpaBuna oopmiieHus AETOBBIX MHCEM.

11.0cobenHOCTH paboThI C JOKYMEHTaMHU OIpaHMUYEHHOT'O JI0CTYTIa

12.IoKyMEeHTBI TUYHOTO MpoucxoxaeHus. Odopmiienne peroMe U aBToonorpadpuu.

MarepuaJsl 1JIs1 NIPOBEPKHU OCTATOYHBIX 3HAHUN
1.Onpenenute, KakKOW PoJl ACATEIHHOCTH SIBIISIETCS] JOKYMEHTAIIMOHHBIM 00€CTICUEHHEM

yIpaBICHHUS:

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

BepHbiii 0TBeT: B)
2.Crioco® mepemayn JOKYMEHTA /ISl TOTO, YTOOBI OH MMEJ MOJTHYIO IOPUINIECKYIO CHITY
OtBeThI:
a) o (akcy 0) 1o AEKTPOHHOM MOYTE B) MO TeIePOHY T) IO MOYUTE
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 fokymenTe B cootBeTcTBuM ¢ [[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 TOKYMEHTHI BMECTO PYKOBOAUTEIS B ClIy4ae €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
MUChME SIBJISICTCS MTPABUIIBHBIM?

OTtBeTsI:
a) [Ipunoxxenue: ynomsanyroe Ha 3 1. B 1 7k3. 0) [Ipunoxenue: 1o Texkcry 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) Opranu3alioHHbIC U PACTIOPSAIUTEIBHBIC TOKYMEHTHI 0) Opranu3anuoHHbIe,
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
10JIpa3/iesIeHUs ¥ IOJKHOCTHOTO Jina’?

OTtBeTsI:
a) OOmwmii GraHk, OJ1aHK MHUChMa, OJIaHK KOHKPETHOTO BUIa JoKyMeHTa 0) biiank BHyTpeHHUH,
BHEITHUH U /U1 pakcoB B) biaaHk AJst pacropsIuTENbHBIX JOKYMEHTOB, JIJIS IIHCEM U AJIs
CIIPABOK

BepHnsiii oTBeT: a)
9. BeibepuTe npaBuIbHBIN CIOCOO 0OPMIICHHS AaThl IPHU PETUCTPAIMY TUChMa HITH TIpHUKa3a

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) Korma mokyMeHT TOTOBHUTCS B OTBET Ha KaKOW-TO 3aMpoC, UM MOATOTaBINBAEMOE MHUCHMO
ABJIIETCSL OTBETOM Ha Jpyroe nucbmo 0) Korzia B Tekcre JOKyMeHTa HYKHO CAeNIaTh CChUIKY Ha
JIpYToi JTOKYMEHT (HOPMAaTUBHBIH aKT, MOJI0KEHNUE, HHCTPYKIIHIO)

BepHnpriii oTBeT: a)
11.BriGepute npaBUILHBIN BapuaHT ohopmieHus pekBu3uTa «[ pud yTBepkIeHus», KOraa
YTBEP)KJICHHUE MPOUCXOUT AOKHOCTHBIM JTUIIOM

OTBeThI:
a) YTBEPXJIAIO Iupextop AO «ITunor» [loamuce A.B. Iletpos 23.09.2019 0)
Yreepxkaato upekrop AO «[Tunmor» [Toanmuce A.B. ITerpos 23.09.2019 B) «YTBEP)KIaI0»
Hupexrop AO «[Tunot» [Monnuce A.B. Ilerpos 23.09.2019

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

OTBeTsI:
a) BEPHYTh IOKYMEHT OTIPABUTEIO 0) COCTABUTH aKT 00 OTCYTCTBUHU 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 COCTaBIIEH COBMECTHO JBYMSI OpraHU3alUsIMHU, TO PErUCTPALIMOHHBIA HOMED
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, PUKCUPYIOUTUI COTIIAIIICHHUE CTOPOH 00 YCTaHOBJIECHUHU TPYJIOBBIX OTHOIIICHUN 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 MPAKTHUECKUX PEIICHHI

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 xapakmepucmukuy 6blnoaneHus 3uanus: PaboTa BeIIOJIHEHa B paMKax "moporoBoro”
ypoBHs. OCHOBHas 4acTh 3a/1aHHUs BBIIIOJHEHA BEPHO. HA BOMIPOCHI YIIIYOJIEHHOTO YPOBHS

Oyenka: 2
Onucanue xapakmepucmuxu vinoiheHus 3nanusi: Pabora He BBIITOJIHEHA WIX BBITIOJTHEHA
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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