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

N BKJIFOYACT:
AJIS TEKYIEro KOHTPOJIA YCIIEBAEMOCTH

®dopma peanuzanuu: buneTsl (MMCEMEHHBIN OTIPOC)
1. Jlenonpon3BOACTBO U €r0 MECTO B YIPaBJIEHUECKOU esTebHOCTH (TecTrupoBaHue)
2. lestenbHOCTB O(uc-MeHepkepa B opranuzanuu (TectupoBaHue)
3. lokymeHTHpOBaHuE Tpy10BbIX oTHOIIEHUH (TecTupoBanue)
4. 3akoHo1aTeNbHbIE OCHOBHI Jesionpou3BoacTBa (TectupoBanue)
5. MnpopmanimoHHoO-cripaBo4HbIe TOKyMeHTHI (TecTupoBanue)
6. KomMmyHuKanuu B ynpasieHueckol aestesnsHoctu (TectupoBanue)
7
8
9
1

. Haiitu omm6xu B noxkymente (KontponbHas padoTa)

. OpranuzannoHHoO-pacnopsauTeabHbe 1okyMeHTHI (TectupoBanue)
. Opranuzanus pabotsl ¢ fokymeHTamu (TectupoBanue)

0. PexBuzuThl ynpasneHuecknx qokyMmeHToB (KoHTposibpHas paboTa)

BPC nucuuminHbl

4 cemectp

Beca KOHTPOJIBHBIX MEPONIPUATHI, %o

mucnumnael | KM: 1 2 3 5 6 7 8 9 10

Paznen Nunexc KM- | KM- | KM- | KM- | KM- | KM- | KM- | KM- | KM- | KM-
4
6

Cpox KM: 2 4 3) 7 9 11 12 14 16

J1enonpoun3BoaCcTBO U €r0
MECTO B YIPABICHYECKOU
JIEATEIIbHOCTH

Ponw oduc-menemxepa B
OpraHu3aIuu

[TpaBuna opopmieHus
JIOKYMEHTOB

Opranuzanus paboTsl ¢
JIOKyMEHTaMu

CI/ICTCMaTI/ISaI_II/ISI n
XPAaHCHUEC NOKYMCHTOB

Oprann3aluoHHO-
pacropsiauTesbHas
JIOKYMEHTALHS




OpraHu3aluoOHHbIE
JIOKYMEHTBI

Pacniopsaurenbubie
JIOKYMEHTBI

HNudopmannonno-
CIPaBOYHBIC JIOKYMEHTHI

JloxkymeHnTupoBaHue
paboThI C IEPCOHAIIOM.
JenoBoe obiieHne

JloxymeHnTupoBaHue
TPYAOBBIX OTHOLLICHUI

KommyHnukanuu B
YIPaBJICHUYECKON
JIESITEIbHOCTH

3aK0HOIATEIBLHBIE OCHOBBI
JICJIONPOU3BOICTBA

Opranuzanus padboTsl ¢
KOH(UACHIMATBHBIMU
JIOKYMEHTaMU

Obecneuenue MoAIMHHOCTU
uHpopManun

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
JUCLUIUIMHE

OIIK-5 N-1lonk-s Hcnonp3yet | 3HaTh: HestenbHOCTh 0uc-MeHeKepa B oprauu3anuu (TecTupoBaHue)
COBpPEMEHHbBIE CoBpeMmeHHbIe TeXHOJIOTUH | Jlenonpon3BOACTBO U €r0 MECTO B YIIPABICHUECKOH e TeIbHOCTH
UH(POPMALOHHEIE OpraHu3anuu (TectupoBanue)
TEXHOJIOTUH U | TOKyMeHTooOOpoTa PexBu3uThl ynpaBneHueckux 10kyMeHToB (KoHnTposbHas paboTa)
IIPOrpaMMHBIE CPEJICTBA AJIs | MIPEANPUATHH U Opranuzanus paboTsl ¢ fokymeHTamu (TectupoBanue)
XpaHEeHus, 00paboTKH, | OpraHu3anui OpraHu3anroHHO-pacnopsIUTeIbHbIe TOKYMEHTHI (TecTupoBaHue)

aHaM3a W TPEICTaBICHUS
uHpopmanuu

Ponb u ¢pynxum oduc-
MEHEJKEPa; JIOKAJIbHbIE
HOPMAaTHUBHBIC aKTHI,
periiaMeHTHPYIOIIe
NeSITeNIbHOCTh O(uc-
MEHEe[Kepa B OpraHu3aluu
[IpaBuna coznanus u

o opMIIeHUS Pa3TMYHBIX
BUOB OpraHU3allMOHHOM,
pacnopsiAUTENbHOM,
MH(}OPMALIMOHHO-
CIIPAaBOYHOM U KaJPOBOU
JIOKYMEHTAITU!
3aKOHOIATENbHBIE U IPYTHE
HOPMAaTHBHBIE TIPABOBBIC
aKTbl, pETJIAMEHTUPYIOIINE
MH(OPMALIMOHHYIO U
JOKYMEHTAIIMOHHYIO
JIeSITeNIbHOCTh OpraHu3alun

WNudopmannonno-cripaBoynbie JOKyMeHTHI (TectupoBanue)
Haiitu ommmbku B nokymente (KontponbHas padorta)
JlokymMeHTUpOBaHue TpyA0BbIX oTHOIeHuH (TectupoBanue)
KommyHukanuu B yrpasieHueckoi nesrenbHocTy (TectupoBanue)
3akoHOJaTeNbHbIE OCHOBHI Jienonpou3BoacTBa (TectupoBanue)




OcHoBHbIE TpeOOBaHUS K
0(OpMIICHUIO
yIIPaBJIEHYECKUX
JTOKYMEHTOB

YMers:

COCTaBJIATh OCHOBHBIE BUIBI
OpTraHu3aIMOHHO-
pacnopsITUTENbHBIX U
CIPaBOYHO-
MH()OPMAIIMOHHBIX
JOKYMEHTOB

paborath ¢ MH(pOpPMAIIHEH,
MPEOCTABIIATE €€ B
yAOOHOM JIJIsi BOCTIPUSITUS
BUJIC

OcymecTBiATh cOop,
00paboTKy 1 aHAIH3
uHpopmanuu B
COOTBETCTBHUH C
TpeOOBaHUSAMH KPAaTKOCTH,
YeTKOCTU (POPMYJIHPOBOK,
CBOEBPEMEHHOCTH
MOCTYIJICHUS, TOYHOCTH U
JIOCTOBEPHOCTH,
ONITUMAIIEHOCTH |
cucTeMaTH3alluy,
HEMpephIBHOCTHU cOopa 1
00paboTKK MHPOPMALIUT




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 mnpoBegeHMsi KOHTPOJBLHOr0 MeponpusaTusi: I[IpoBoauTcs Ha MNPaKTHUYECKOM
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 OpraHu3ain, 3HaHHUEC Q)YHKHHOHaHBHBIX 00s3aHHOCTEN O(i)I/IC'MeHeI[)I(Cpa

KoHTpoJibHbIE BONIPOCHI/3aJaHUA:

3uarb: Ponp u ¢yHkium oduc- 1.JTokyMeHT, onpeensomuil mpaBa U 00I3aHHOCTH
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 kaxkoii kateropuu opUCHOTO NepPCoOHaNIa OTHOCUTCS
oduc-menemxep?
a) HxeHepHO-TeXHUYEeCKUI TIepCoHal
0)Opranu3aloHHBINA TEPCOHAT
B) Ilepconan nHpopMamoHHOro U
JOKYMEHTAIMOHHOTO 00eCTIeUeHHS
OtseT: 0)
3. [oaroToBKa OPUITMATEHBIX COBEIIAHUN OTHOCHTCS K
OCHOBHBIM (DYHKITHSIM:
a)pYKOBOJUTENS (PUPMBI
6)oduc-menemxepa
B) HaYaJIbHUKA OT/IEIa BHEIIHUX CBS3EH
r)HavaJIbHUKA OTJela 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
Huodicnuii nopoe svinonnenus 3aoanus 6 npoyermax: 10
Onucanue xapakmepucmuku blnonenus 3Hanus; OueHkKa "oTJIMYHO" BBICTABIISIETCA €CJIN 3aJJaHhe
BBITIOJTHEHO B MOJIHOM 00'bEME WIIH BBITIOHEHO MMPEUMYIIIECTBEHHO BEPHO

Ouenka: 4
Huoicnuii nopoe svinonnenus 3aoanus 6 npoyenmax: 60
Onucanue xapakmepucmuku ebtnoanenus 3nanus. OueHka "Xopomio" BbICTABISAETCS €CIIN
OOJIBIIMHCTBO BOIIPOCOB PACKPHITO. BRIOPAHO BEPHOE HAMPABICHUE JIJIS PEIICHUS 3a/1a4

Ouenxa: 3
Huoicnuii nopoe svinonnenus 3aoanus 6 npoyermax: 50
Onucanue xapakmepucmuxu evlnoinenus 3Hanus: OueHKa "yJ0BIeTBOPUTEIBHO" BBICTABIISAETCS
€CIIM 3aJJaHue MPEUMYIIECTBEHHO BBITIOTHEHO

KM-2. [les10npou3BOACTBO U €r0 MeCTO B YIPABJIEHUYECKOI AeATeJTbHOCTH

®opmbl peaju3anum: buiersl (MMCbMEHHBINH OIPOC)

Tun kouTpoabHOro Meponpustus: TectupoBanue

Bec konTpoabHoro meponpustusi B BPC: 8

IIpouenypa mnpoBegeHMs KOHTPOJBHOIO MeponpuaTHsa: [IpoBoauTcs Ha NpPaKTUYECKOM
3ansTuu. PacuetHoe Bpems - 15 munyr. KonmuectBo BapuanToB - 4. KonamuecTBO TECTOBBIX
BOIIPOCOB B BapHaHTE - 6.

KpaTlcoe CoA€cpKaHMuE 3alaHUA:
Pabora OpPUCHTHPOBAHA HA 3HAHUC OCHOBHBIX MOHSATHUH U onpe,ueneHHﬁ B 00J1acTH

JIEJIONPOU3BO/ICTBA; Ha 3HAHHE MTPaBUJI OPOPMIIEHUS PEKBU3UTOB JOKYMEHTOB

KoHTpoJibHBIC BONIPOCHI/3aJaHHA:

3uarb: OcHOBHBIE TpeOOBaHUS K 1.0npenenute, Kakoil poJi AESITEILHOCTHU SIBIISETCS
o(opmIIeHHIO YIPaBIEHYECKUX JOKYMEHTAIIMOHHBIM 00€CII€YeHUEM YIIPABICHUS:
JIOKYMEHTOB a) paboTa ¢ ucXodIIe TOKyMeHTaluen

0) paboTta ¢ BXozs1ei ToKkyMeHTauen

B) JI€TIONPOU3BOICTBO

I') apXMBHOE XpaHEHHE JOKYMEHTOB
OtBeT:B)
2.Kak nomxHa 6bITh 0opMIIeHa MTOANUCH, €CIIN
3aMECTUTENb PYKOBOJUTENSI OpraHU3allMi UMEET MPaBo
MIO/NUCHIBATh JOKYMEHTHI BMECTO PYKOBOAUTENS B
CJIy4ae ero BpeMEHHOTO OTCYTCTBHS?

a) ['enepanbHbIil AMPEKTOP

ITonmuce JI. 1. Canxos

0) 3am. reHepaJIbHOTO JUPEKTOpa
ITonmuce O.I1. Peme3oB

B) M.0. reHepanabHOro AUpeKTopa
ITonmuce O.I1. Peme3oB
OtBert:0)

3.JlokyMeHT mpecTaBiIsieT co00it
a) PexBu3uT nokymeHra
0) bnank nokymeHnTa




B) 3aMKCHUPOBAHHYIO Ha MaTepUATLHOM HOCHUTEIIC
uH(pOpMaINIO

r) CtaThl0 XXypHaja
OrtgerT: B)
4.Bri6epuTe paBUILHBIN c1oco0 oopMiIeHUS AaThl
MIPY PETHCTPAINH MMChMa WK TTPHKa3a

a) 14.12.2019

0) 14.12.19

B) 14.12.2019 r.
OtBeT:a)
5.Kaxkoii BapuanT opopMiICHUSI OTMETKH O HATMYUHT
MPUIIOKEHUS B COMTPOBOIUTEILHOM IHCbME SIBIISIETCS
MPaBUIbHBIM?

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

0) [Ipunoxxenue: mo Tekcty Ha 3 1. B 1 9K3.

B) [Ipunoxenue: Ha 3 1. B 1 7K3.
OTtBeT:B)

OnucaHue MKAJbI OLleHUBAHUS

Oyenka: 5
Huoicnuii nopoe svinonnenus 3aoanus 6 npoyenmax: 10
Onucanue xapakmepucmuku blnonenus 3nanus; OueHka "oTIMYHO" BBICTABIISIETCS €CJIU 3aJJaHue
BBITIOJIHEHO B MOJHOM 00BEME HJIM BBIITOJTHEHO MPEUMYIIIECTBEHHO BEPHO

Oyenka: 4
Huoicnuii nopoe evinonnenus sadanus 6 npoyenmax.: 60
Onucanue xapaxmepucmuxu evinonenus 3Hanus: OueHKa "Xopouo" BEICTaBISAETCS €CIU
OOJIBIIMHCTBO BOIIPOCOB PACKPHITO. BEIOPAHO BEPHOE HAMPABJICHHE JUISI PEIICHUS 3a]1a9

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

KM-3. PexkBU3uTHI yIpaB/IeHYeCKHX J0OKYMEHTOB

®opmbl peajau3anum: bunersl (MMCbMEHHBIN OIPOC)

Tun kouTpoabHoro Meponpusitusi: KontponsHas padora

Bec konTposbHoro meponpusitusi B BPC: 16

IIpoueaypa mnpoBeaeHHMs KOHTPOJIBLHOrO MeponpusaTHsa: IIpoBoauTcs Ha IPaKTHYECKOM
3ansTuu. PacuetHoe Bpems - 45 munyr. KommuectBo BapuanToB - 7. KoinmyecTBo BOIPOCOB B
BapuaHTe - 2.

KpaTkoe cogep:kanue 3a1aHus:
B paGore nposepsieTcs ymenue opopmiats pekBu3uThl B cootBeTcTBUU ¢ [OCT P 7.0.97-2016

KoHTpoJibHbIE BONIpOChI/3aJaHUSA:

VYmers:  OcymiecTBisaTh  cOop, 1. KOHTPOJIBHAS PABOTA Ne 1 «PEKBU3UTBI»
00paboTKy U aHanu3 mHpOpMaIUn BAPUAHT Ne 4

B COOTBETCTBUU C TpeOOBaHUAMHU 1. Onumure npaBuiia 0HOPMIICHUS CIEAYIOMINX
KpPaTKOCTH, YEeTKOCTHU PEKBHU3UTOB:

(bOpMYyITHUPOBOK, CBOEBPEMEHHOCTH Ne 11, Ne 19, Ne 26.

MOCTYIJICHUS, TOYHOCTH u 2. Kakoii n3 yKka3aHHBIX PEKBH3UTOB XapaKTEPEH TOIBKO

9




JIOCTOBEPHOCTH, ONTHMAIBHOCTH H
CUCTeMAaTH3aIlNH, HEMPEPHIBHOCTH
cbopa u 006paboTKu uHbOpPMAIUN

JUIs GJ1aHKa CTaHIAPTHBIX IHceM?

1. CpaBouHbIe TaHHBIE 00 OpraHU3aIUN
2. Kox popmer tokymeHTa

3. HaumeHoBaHMe BUJIa TOKYMEHTA

Otger: 1. PekBusur 11 Peruncrpanuonnbliii Homep
JAOKYMEHTAa

MPUCBANBACTCA JOKYMEHTY IIPH PETUCTPAIIHH ,
nudpoBoe wim OyKBeHHO-IIM(PpOoBOe 0003HAUCHHUE.
Haznauenue- uaeHTuGHUKAIMS JOKYMEHTA

[Tpumep:

Duudposoii

Ne66/87-02 ( 66- mopsAAKOBBII HOMEP TOKYMEHTA 110
KypHairy peructparuu, 87-02- Homep nena mno
HOMEHKJIATYpE)

2)0yKBEeHHO-LIU(POBOIA

Ne 66-AC (66- mopsaKoBBIA HOMEp AoKyMeHTa , AC-
Amnacrtacust CepreeBHa-aBTOp JOKYMEHTA)

Ne 66-®3( 66-nopsaKoBeIif HOMEp, D3- nepBbIE OYKBbI
HaMEHOBAaHMs BUJa JOKYMEHTA)

Ecnu 1okyMeHT cocTaBieH COBMECTHO JBYMsI U OoJiee
OpraHu3alUsIMHU, IPEACTABISAIOTCS HOMEPa JOKYMEHTOB,
MIPUCBOCHHBIEC KAX/I0H OpraHNU3alnu, OTIEISIOTCS APYT
OT Jipyra KOCOH 4epToil U IPOCTaBISAIOTCS B MOPSAKE
yKa3aHus aBTOPOB B 3ar0JIOBOYHOM 4acTH JOKyMeHTa Ne
66-25/66-35

[lonoxxeHne Ha OIaHKe: PsIOM C AATOM OT JIEBOTO Kpas ,
100 Ha OJTHOM C Hell cTpOKe OT MPaBOro Kpast
PexBuzur 19 OTmMeTKa 0 NpUIIOKEHUH

-CBEJICHHS O IOKYMEHTE, IPUJIaraéMbIX K OCHOBHOMY
JOKYMEHTY WJIH O TOM , YTO JJOKYMEHT SIBJISIETCS
MIPUIIOKEHUEM K OCHOBHOMY JIOKYMEHTY

[Tpumep:

1) Tlpunoxenue: 1. CIUCOK MPUCYTCTBYIOIIUX Ha
coOpanuu Ha 1 11. B 1 9K3.

2. Jloxyag tupeKkTopa o MapKeTUHTy Ha 2 J1. B 1
9K3.(Ha3BaHHE JOKYMEHTA, KOJMYECTBO JINCTOB U
9K3EMIUISIPOB)

(ecnu mpuUIIOKEHUE HE HA3BAHO B TEKCTE WU
MIPUIIOKEHUH HECKOJIBKO)

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

(ecam mpUIIOKEHHE HAa3BAaHO B TEKCTE)

3) Ilpunoxenue:

USB ¢nem-nakonurens B 1 9k3. (Ha KOHBepTe ¢ (hiem-
HAKOITUTEJIEM YKa3bIBAIOTCSI HANMEHOBAHUS JOKYMEHTOB,
3alMCaHHbIX Ha HETO)

( ecnu MpUIIOKEHHE SBIISETCS JIEKTPOHHBIM HOCUTEJIEM)
4) Tlpunoxenue Ne 2

K pacnopspbkeHuto Mepa MockBbI

otr 16.03.2021 Ne 6

(Ha IepBOM JIHICTE JIOKYMEHTA MPHIIOKEHHSI B TPABOM
BEPXHEM YTIIY)
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MPU YIIOMUHAHUH B TEKCTE (MpuitoskeHneNe2)
(mpuiiokeHue B pacopsIuTENbHBIX JOKYMEHTaX-
pELICHUAX, IPUKa3axX, PAaCIOPSIKEHHSIX )

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

(eciu IpUIIOKEHUE UMEET IIPUIIOKEHNUE)

[TonoxxeHue B JOKYMEHTE: OT TPaHUIIbI JIEBOTO MOJIs
BHU3Y , HaJl @O 1 moaAnuckro , MO0 yKa3bIBaeTCs B
TEKCTEe JOKyMEHTa

PexBuszur 26. OT™MeTKa 0 3aBepeHNH KONMHU
JUISL IOATBEPIKICHUS COOTBETCTBUS KOMMH JOKYMEHTa
MOVTUHHUKY
[Tpumep:

BepHao
Hucnektop cinyx0nl nepconana Iloamucs A.C.
CmupHOBa
13.03.2021
(«BepHO» HaIMeHOBaHUE JAOJKHOCTH JIUIIA,
3aBEPUBIIETO KOMMUIO, OAMNKCH, paciiu(ppoBKa MOJIUCH,
JlaTa 3aBEpeHus)

MOJKET JOIOJIHATCS HAANMNUCHIO O MECTE XPaHEHUs
JIOKYMEHTA , ¢ KOTOPOTo ObLjIa H3rOTOBJIEHA KOMHS, €CIH
KOIIUS BbIIAETCS AJIsl IPEJICTaBICHUS B IPYTYIO
OpraHU3aIHI0
[Tonoxxenne Ha OIaHKe: O] PEKBU3UTOM «IIOJIIUCHY
2. 1. CnpaBouHble TaHHBIE 00 OpraHU3aluu

2. KOHTPOJIbHASA PABOTA Ne 1 «PEKBU3UTbI»
BAPHUAHT Ne 6

1. OnumuTe npaBuia oGOpMIICHHS CIEAYIOLUINX
PEKBHU3UTOB:

Ne 5, Ne 20, Ne 30.

2. Homep cTpaHMIIBI HAHOCUTCS HA...

1. BepxHEM I10JIe JIMCTa IOCEepeInHE

2. HWKHEM T10JI€ JIUCTA NTOCEPEANHE

3. BEpXHEM WJIM HUYKHEM I10JI€ JIUCTA B IPABOM YTIIy.

Otsert: 1. PekBu3uT 5

Hazpanwne : HaumeHoBaHue opranu3anuu

[TonosxeHnre Ha OJIaHKE : PACIIOIAraeTCs HIKE YMOIEMBI
OT JIEBOTO TOJISA, JTUOO MO IEHTPY

CocTtaB HH(pOPMAITUH: TOJKHO COOTBETCTBOBATH
HAaUMEHOBAHHIO FOPUINYECKOTO JIUIA, 3aKPETIJICHHOMY B
€ro YUPETUTEIIbHBIX JOKYMEHTaX (ycTaBe WIH
TTOJIOYKEHHUH ).

Ocobennoctu ohopMIICHHS : 0] HANMEHOBAaHUEM
OpraHM3aIiK B CKOOKaX YKa3bIBa€TCsl COKpAIICHHOE
HaWMEHOBAHHE OPTaHU3aIUH, €CITU OHO MPETYCMOTPEHO
yctaBoM (monoxeHnem). Hajx HanMeHoBaHueM
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OpraHM3aliy - aBTOpa JOKYMEHTA YKa3bIBA€TCs MOJTHOE
WJIM COKpAIlleHHOE HAUMEHOBAHHE BBIIIECTOSIIICH
opraHu3anuu (Mpy ee HAIMYNHN).

IIpumep:

Pocapxus

®denepanpHoe OOIKETHOE yupexaeHue "Beepoccuiickuit
HAy4YHO-HCCIIeI0BATEIbCKUIl HHCTUTYT

JIOKYMEHTOBEICHUS M apXUBHOTO Jiena"
(BHUNAOA)

PexBuzut 20

Haspanwe : ['pud cornacoBanus qokymeHTa
[Tonoxxenue Ha OIaHKe : HA MMOCJIETHEM JIUCTE TIOKYMEHTa
O] TEKCTOM

CoctaB uH(pOpMaIH : IPOCTABISAETCS HA JOKYMEHTaX,
COTJIACOBAHHBIX OpPraHaMM BJIACTH, OPTaHU3ALUSIMH,
JOJKHOCTHBIMU JIMIIAMHU.

OcobenHocTr OPOPMIICHHUS : COCTOUT H3 CIIOBA
COTI'JTACOBAHO, nomxHoCTH JU11a, KOTOPHIM
COTJIACOBaH JOKYMEHT (BKJIIOYas HAMMEHOBAHHE
OpTaHu3aIH), €T0 COOCTBEHHOPYYHOHU TOIIHCH,
WHUIUANOB, (aMWINHU, IaThl COTJIACOBAHMUS.

IIpumep:

COI'JTACOBAHO

Hupexrop BHUMIA L

(moamuce) U.0O. Gamumnus

[Hara

Ecnu cornmacoBanue oCyIIeCTBIISETCS KOJUIErHalbHbIM
OpraHoM, B rpude COTIacOBaHUs YKa3bIBAIOT CBEICHUS
00 opraHe, COIJIacOBaBIIEM JJOKYMEHT, 1aTe U HOMEpe
MPOTOKOJIA, B KOTOPOM 3a()MKCHPOBAHO PEIICHUE O
coryacoBanuu. Eciiu cornacoBanue ocyIiecTBiIsieTcs
MUCHMOM, YKa3bIBAIOT BUJ] IOKyMEHTA, OPTaHU3AIHIO -
aBTOpa JOKYMEHTa, 1aTy U HOMep MHChMa.

[Ipumepsr :

1)

COI''TACOBAHO

CoBeToM IUpPEKTOPOB

AO "TIpoduip"

(MpoTOKOJ OT N )

2) COI'JTACOBAHO

nucbMoM PocapxuBa

oT N

[Tpumeuanus : rpud MOKET MPOCTABIATHCIHA IEPBOM
JMCTE TOKYMEHTA (€CIIN JOKYMEHT UMEET TUTYIbHBIN
JIUCT, - HA TUTYJBHOM JIUCTE) B JIECBOM BEPXHEM YTy Ha
ypoBHE Tpuda YTBEPKIACHUS WU 1101 HANMEHOBAaHHEM
JOKYMEHTa OJIMKe K HIPKHEMY T10JTI0); Ha JIUCTE
COTJIACOBaHUSI, SIBIISTIONIEMCST HEOTHEMJIEMOI YacThIO
JOKYMEHTA.

Pesusur 30.
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Haszpanue : OTmeTka 0 HanpaBiIE€HUU IOKYMEHTA B JIEJI0
[Tonoxenue Ha Omanke : Opopmisercs B IpaBoii
HUKHEH 4acTH IOKyMEHTa

CocTtaB uHpOpPMAIIH : OIPEILIIIET MECTO XPaHEHUS
JIOKYMEHTA MOCJe 3aBepIlIeHUs] pabOThl C HUM
OcobenHoctr oopMIIeHHUS : BKIIIOUaeT: ciioBa "B nemo",
MHJIEKC Jieia I0 HOMEHKJIaType JIeJl, B KOTOpoe
MOMeENIaeTcs JOKYMEHT Ha XpaHEHUE, C YKa3aHUEeM To/ia,
JOJKHOCTH JIMIA, 0(OPMHUBILIETO OTMETKY, MOJITUCH,
natel. B neno N 01-18 3a 2016 r. 3aB. otaenom
KopropaTtuBHbIX npoekToB [loanuce lata OT™MeTKa 0
HaIpPaBJICHUU JOKYMEHTA B JIEII0 MOXKET JIOTIOTHATHCS
KpaTKUMHU CBEJCHHUSIMH O XapaKTepe UCIOTHEHUS
JIOKYMEHTA.

[Ipumeuanus : IPOCTABISETCSA UCIOTHUTEIEM,
YKa3aHHBIM B PE30JIFOINH MM HAYTbHAKOM
CTPYKTYpPHOTO MoApa3iejeHus (B cIy4ae OTCYTCTBUS
TJIABHOTO MCTIOJIHUATETIS).

[Ipumep:

B neno N 01-18 3a 2016 .

3aB. OT/IETIOM KOPTIOPATHBHBIX MIPOCKTOB

Iloanuce Jara

2. Homep cTpaHuUIbl HAHOCUTCS HA...
1. BepxHEM I10JI€ JIMCTa IOCEPEINHE

3. KOHTPOJIBHAS PABOTA Ne 1 «<PEKBU3UTBI»
BAPUAHT Ne 7

1. OnumuTe npaBuia oGOpMICHUS CIEAYIONUX
PEKBU3HUTOB:

No 4, No 17, No 27.

2. B xakoli mocienoBareabHOCTH JODKHEI ObITh
pacmnosoKeHbl HAMMEHOBaHMSI B OJTaHKe MUCchbMa (puuana
a?

1. OTKpBITOE aKLIHOHEPHOE OOIIECTBO

2. (OAO «Cubuedtn»)

3. ®unuan B r. XaHTEI-MaHCHICK

4. Hedranaa komnanus «CuOHedTHY.

Otser: 1. PekBusut 04 - Kox ¢popmbl 1oKymMeHTa
IToJs10:xenne Ha O1aHKe - Pacnionaraercs B IpaBoM
BEPXHEM yTi1y paboyero mosyis JOKyMeHTa

Cocras undopmanun - [Ipocrasnsercs Ha
YHU(PUIUPOBAHHBIX opMax TOKYMEHTOB B
cooTBeTCTBUH ¢ OOIIepOCCUICKUM KJIaCCH(PUKATOPOM
ynpasneHueckoi qokymentanuu (OKY 1) unun
JIOKAJIbHBIM KJIaCCU(PHUKATOPOM

OcodenHocTu opopMiIeHUSsI:

Cocrourt u3 cinoB "®opma no" (HauMeHOBaHNE
Kiaccudukaropa) v nudpoBoro Koja.

ITpumep - ®opma no OKVY ]I 0211151
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PexBusut 17 -3aro/10BoK K Te€KCTY

Iouio:kenne Ha 6aanke - OdopmitsieTcs Mo
pexkBusutamu Onanka (10,11,12,13) cneBa, OT rpaHUIIBI
aeBoro nosid. B ykazax, IocTaHOBIIEHUSX, PELLICHUSX,
MIPHKa3ax, U3/1aBa€MbIX OpraHaMH BJIACTH, 3ar0JIOBOK K
TEKCTY MOXKET 0(POPMIIATHCS HAJ TEKCTOM TOCEpEaNHE
paboyero mosst TOKyMEeHTa U LIEHTPUPYETCs
OTHOCUTEJIBHO CaMOW JIJIMHHOW CTPOKH.

CocraB undopmaumnu - KpaTKoe CoJepKaHUE
JOKYMEHTA

OcobennocTu opopmiieHus:

3aroJoBOK K TeKCTy Gopmynupyercs ¢ npeaigorom "O"
("O06") u oTBeuaeT Ha Bompoc "o yem?"):

- mpuka3 (0 ueM?) 0 CO3/1aHUM ATTECTALIMOHHOMN
KOMUCCHH;

- mpuka3 (0 yem?) 00 yTBEpKJICHHH IITATHOTO
pacrnucaHus;

- MUChbMO (0 YeM?) O IpeI0CTaBIECHUU UH(POpMaIUH.
IIpumeuyanus - 3arojl0OBOK K TEKCTY MOKET HE
COCTaBIISITHCS, €CIIM TEKCT IOKYMEHTAa He MpEeBbIIIaeT 4 -
5 cTpok

PexBu3ur 27 - OTMeTKA 0 NOCTYIVICHUH
IMoJo:xxenne Ha Gianke - OopmIisiercss B mpaBoM
HUKHEM YTy

Cocras uHdopmanum - CiyKuT 1515 TOATBEPKIACHUS
(hakTa MOCTyIIIEHUsI JOKYMEHTa B OpraHU3aIII0
OcobennocTu oopmiienus:

Bxmtouaer: cnoBo "BepHo"; HanMeHOBaHHE TOJKHOCTH
JMIa, 3aBEPUBIIETO KOMHIO; €r0 COOCTBEHHOPYUHYIO
MOJMKUCH; paciiu(pPOBKY MOANUCH (MHUIIUATIBI,
(dbamMuinio); naTy 3aBepeHuUst KOMUU (BBIITHCKU U3
JIOKYMEHTA).

Bepno Uncnexrop ciayx0s! kaapos [Toxmnuces 1.0O.
®amunug lara

IIpumeuanus - OTMETKa O NOCTYIIEHUU TOKYMEHTA
MOJKET MPOCTABIIATHCS ¢ MOMOILBIO HITaMIIA.

2. 1,4,23.

YMmeth: paboTtaTh ¢ MHpOpMAIIUEH,
IPEJOCTABIATh €€ B YAOOHOM JUIs
BOCITpHUATUSA BUAC

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

1. OnumuTe npaBuia ohOpMIICHHS CIEAYIOLUINX
PEKBU3UTOB:

Ne 9, No 15, Ne 21

2. Kakue ycTaHOBIJIEHBI CTaHIapTHBIE (GOPMBI OJTaHKOB
JIOKYMEHTOB?

1. A4 u AS

2.A5SuA3

3. Tonpko A4.

Ortser: 1. PekBu3ut Ne 9
Haszpanue pexBusuta: HanmeHoBanue Buia T0KyMEHTa
Pacrnionoxxenne pexBusnTa (MOJ0KEHUE HA OJIaHKe):
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Pacnionaraercst oy pekBU3UTaMH aBTOpa JOKYMEHTA €
BBIPAaBHUBAHHUEM I10 LIEHTPY

JIaHHBINA PEKBU3UT yKa3bIBAETCs HA BCEX JOKYMEHTax 3a
UCKJIFOUEHUEM JICNIOBBIX (CITYKEOHBIX) MUCEM U MHUILIETCS,
KaK IpaBUJIO, 3arJIaBHBIMU OyKBaMH.

Pocapxus

®denepasibHOE OIOJKETHOE YUPEKIACHHE
"Bcepoccuiickuii Hay4YHO-UCCIIEI0BATEILCKUI HHCTUTYT
1BETOBOJICTBA"

(Buuu HIT)

ITPUKA3

PexBusur NelS.
Hasanune pexBusnra- agpecar
PexBusut BKIItOUYaeT:

HaumeHoBaHue opraHu3anuy B MUMEHUTEIbHOM
najexe

HaumeHoBaHMe CTPYKTYpHOTO MOIpa3AeIcHUS B
MMEHUTEJIBHOM Ma/Iexke

JlomKHOCT, HHULIUATIB U (PaMUIIHIO B 1aTEIBHOM
najiexe

[ToutoBRIi ampec
Pacnonoxxenne pekBU3UTa: IPOCTABISIETCS B BEPXHEH
MpaBoii YacTu JOKyMeHTa (Ha OJIaHKe C yTIIOBBIM
PacrojoKeHUEM PEKBU3UTOB) UJIH CIIpaBa Mo
pEeKBU3UTAMHU OJ1aHKa (TP MPOAOIBHOM PacIOIOKEHUH
PEKBU3UTOB OJIaHKA).
Hcnonbk3yercs npu oQpopMIIEHUN AETOBBIX (CIYXKEOHBIX)
M1ceM, BHYTPEHHUX MHPOPMAIIMOHHO-CIPABOYHbIX
JOKyMeHTOB. Tak jxe nepea hamuineil 101 KHOCTHOTO
JIMIIA JOMYCKAeTCs yIOTPeOIATh COKpaleHue "r-uy"
(rocrioinHy), €ciu agpecar MyX4uHa, Win "r-xe"
(rocmoxe), eciu agpecaT KeHIIMHA.
ITpumep:

000 «JIaBuna»
Hauvaneauky oTaena npoax
r-uy Ilerposy M.A.

yTKHHA Y., A.15,
r. Mocksa 176540

PexBusut Ne21

HazBanue pexBusuTa: Bu3a.

Pacrnionoxxenue: B JOKyMeHTaXx, MOJATUHHUKN KOTOPBIX
XpaHATCS B OpraHU3aliy, BU3bl IPOCTABIISIIOT HA
MOCJIEIHEM JIUCTE TIOKYMEHTa I0J1 MOAMUCKHI0, Ha
000poTe MOCIIEAHETO JIUCTA MOATMHHUKA JOKYMEHTA UITH
Ha JINCTE COIJIaCOBaHUS (BU3MPOBAHNUSA), PUIAraeMoM K
JOKYMEHTY. B ncxoasmux 10KyMeHTax BU3bI
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IIPOCTABJISIOTCS HA IK3EMIUIAPAX JOKYMEHTOB,
MIOMEILAEMBIX B JIEJIO.

Bu3sa cBuzeTenbCTBYET O COIIACHM MM HECOIIaCHH
paboTHHKA C co/iep)KaHUEeM MIPOeKTa JOKyMeHTa. Bu3oii
oopmIsieTcss BHyTpEeHHEE COrIacoBaHUE JOKYMEHTA.
Bu3sa BkiIto4yaeT JOHKHOCTS JIMLA, BUSUPYIOLLETO
JOKYMEHT, MOANUCH, pacIin(pOBKY MOANNUCH
(vHUIMATEL, (PaMHUITUIO) U 1aTy BUUPOBAHUS
[Tpumep:

3aB. OTJIEJIOM KaJpOB

[Toanuces A.B.I'epacumoB

15.09.2021

[Ipu HaMuKMK 3aMe4aHui 10 JOKYMEHTAM BU3Y
0(OPMIISIOT:

3amMedaHus IpUJIararTcs

3aB. OTJIEJIOM KaJpOB

[Tognuce A.B.I'epacumoB

15.09.2021

2. Kakue ycTaHOBJIEHbI CTAHIAPTHBIE (popMBI
0JIAHKOB JOKYMEHTOB?

1. Adu AS

2. KOHTPOJIBHAS PABOTA Ne 1 «PEKBU3UTBI»
BAPHUAHT Ne 3

1. OnumuTe npaBuia oGOpMIICHHS CIEAYIOLUTNX
PEKBU3HUTOB:

Ne 10, Ne 16, Ne 25.

2. JIeBoe moJie IOKYMEHTA JIOJKHO OBITh HE MEHEE

1.20 Mm

2.30 MM

3. 10 Mmm

OtBet:1. PexBusur 10 Jlata 1okymeHTa
Pacmonaraercs 1oy HaMMEHOBaHUEM BHJIA JIOKYMEHTA
WJIM CTIPAaBOYHBIMH JJaHHBIMU. BbIpaBHHUBaHME BceTAa OT
JIEBOTO TIOJISL.
Ecnu 5T0 muceMa mim mpukasbl, TO CTAaBUTCS JaTa
MTOATBEPIKICHUS WK YTBEPXKACHHS. ECIIH TPOTOKOJIIBI, TO
JaTa COOBITHS, €CTM COOBITHE TPOUCXOAUT HECKOJIBKO
JHEH, TO ABOMHAS /1aTa.
Ecnu nokyMeHTsI, u3laHHbIe ABYMS UJIH Ooliee
OpTaHHU3AIUAMH, TOJKHBI UMETh CIMHYIO J1aTy. DTO
MIPaBIJIO B OCHOBHOM TOJILKO JJIsI JOTOBOPOB.
[TocnemoBaTenbHOCTD: I€Hb, MECSII, TOJT
Nwmeercs nBa cnocoba ohopMiIeHUs AATHI:
Hudposoii: pazaenenabiMu Toukoit: 16.03.2021;
CrnoecHo-11¢poBbIM criocodom: 16 mapta 2021r.

PexBusur 16 I'pud yreep:xaenuns
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[IpocraBisieTcst B mpaBOM BEpXHEM YTy Ha IEPBOM
JIUCTE, BRIPABHUBAHUE T10 JIEBOMY Kpalo.
CraBuTcs Ha IOKYMEHTE B CIy4ae €ro yTBEp>KICHHS
JOJDKHOCTHBIM JIMIIOM, PACTIOPSAUTEIIbHBIM JOKYMEHTOM
WM pelIeHUeM KOJUIErHajJbHOTO OpraHa.
Heckonbko BapuaHTOB (POPMYITHPOBKHU:
1) Ilpu yTBepx’aeHUH JOKYMEHTA JIOJKHOCTHBIM JINLIOM

YTBEPXJAIO, naumeHoBaHus JOHKHOCTH JIUIIA,
YTBEPKAAIOIIETO JOKYMEHT, €ro MOIICH, HHUIHAJIOB,
(dhaMuIHH U AaThl YTBEPKICHUS.
[Tpumep:

YTBEPXIAIO

PykoBoautens OO0 «Betep»
[Moanuce N.0. Gamunus
Jara

2) [Ipu yTBEp>KIEeHUH TOKYMEHTA PACTIOPSIAUTEIHHBIM
JIOKYMEHTOM

YTBEPX/IEH, coriiacoBanHOro €
HaMMEHOBAHHEM BHJIA YTBEPHKIAEMOTO JIOKYMEHTA,
HaUMEHOBAaHMSI PaCHOPSAUTEILHOTO JOKYMEHTA B
TBOPUTEIHLHOM MaJeKe, €ro 1aThl, HOMepa.
[Ipumep:

YTBEPXEH

npukazom OOO «Berep»
ot 16 maprta 2021 r. Ne106
3) [Ipu yTBEep>KaeHUN TOKYMEHTA KOJUIETHAIbHBIM
OpraHoM

HauMEHOBaHME OpraHa, pelieHueM KOTOPOro
YTBEPI)KJEH JJOKYMEHT, 1aTa U HOMEp MPOTOKoa (B
CKOOKaXx).
ITpumep:

YTBEPXJIEHO
Coserom nupextopoB OO0 «Betep»
(mpotokon ot 10.02.2021 Ne 05)

PexBusur 25 Otmerka 00 ucnotHuTEI€E
[IpocraBisieTcs Ha MOCIEIHEM JIUCTE JOKYMEHTA Ha €T0
JIUIIEBOM CTOPOHE OT JIEBOTO MOJISI, €CJIM HET MECTa, TO Ha
000pOTHOM CTOpPOHE BHU3Y clieBa. Elile BO3MOKHO
oopMmIIeHHE Ha HI)KHEM KOJIOHTHUTYIIE, HO LIpudTOoM
MEHBLIETO pa3Mepa.

Bxmouaer @O ucnonautens, Homep ero tenedoHa.
Taxxe oTMeTKa 00 UCTIOTHEHHH MOKET COJIEPKATh
HaNMEHOBAaHUEM JIOJDKHOCTH, CTPYKTYPHOT'O
MOJPa3ICJICHUS U AIEKTPOHHBIM aIpECOM UCIIOJIHUTEIIS.

ITpumep:
Komaposa Hanexna FOpreBHa, 3amecTuTENb
TE€HEPATILHOTO TUPEKTOPA,
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+7(495) 924-45-67, KomarovaNY @mail.ru

2. JIeBoe mosie TOKyMeHTa JOJKHO ObITh He MeHee 20
MM.

Onucanue MIKAJbI OICHUBAHUSA:

Ouenka: 5
Huoicnuii nopoe svinonnenus 3aoanus 6 npoyenmax: 10
Onucanue xapakmepucmuku binonenus 3nanus.; OueHka "oTIMYHO" BBICTABIISIETCS €CIIU 3aJJaHue
BBITIOJTHEHO B MTOJIHOM 00'bEME WIIH BBITIONHEHO MPEUMYIIIECTBEHHO BEPHO

Ouenka: 4
Huodicnuii nopoe svinonnenus 3aoanus 6 npoyenmax: 60
Onucanue xapakmepucmuku ebtnoanenus 3uanus. OueHka "Xopomio" BbICTABISAETCS €CIIH
OOJIBIIMHCTBO BOIIPOCOB PACKPHITO. BEIOPAHO BEPHOE HAMPABJICHHE JUISI PEIICHUS 3a]1a9

Oyenka: 3
Huoicnuii nopoe evinonnenus sadanus 6 npoyenmax.: 50
Onucanue xapakmepucmuxu evlnoinenus 3Hanus: OueHKa "yJoBIeTBOPUTEIBHO" BBICTABIISAETCS
€CJIM 3aJJaHUE TIPEUMYIIIECTBEHHO BHITIOJIHEHO

KM-4. Opranusanus pa6éoTsl ¢ JOKYMeHTAMH

®opmbl peaju3anum: buiersl (MMCbMEHHBINA OIPOC)

Tun kouTpobHOrO Meponpusitus: TectupoBanue

Bec konTpoabHoro meponpustusi B BPC: 8

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

KpaTKOC CoAcpiKaHUuE 3alaHUA:
Pa6ora OpPUCHTHPOBAHA HA 3HAHUC OCHOBHBIX onepauﬂﬁ mponecca O6pa60TKI/I BXOOAIINX U

HCXOIAIHNX JOKYMCHTOB; CUCTEMATHU3allUN €T U ITOATOTOBKH ACJI K ApXUBHOMY XPAHCHUIO

KoHTpoJibHBbIC BONIPOCHI/3aJaHHA:

3HaTth: COBpEeMEHHBIE TEXHOJIOTHUU 1.JIokyMeHT, CUCTEMATHU3UPYIOIIUN BCIO TOKYMEHTAIIHIO
OpraHM3aly JOKYMEHTO00OpOTa NPEINPUATUS
MPEANPUATHI U OpraHU3aLHI a) OIUCH TOKYMEHTOB

0) HOMEHKJIaTypa JOKyMEHTOB

B) 3aBEpUTENIbHAS HAAMKCh

I') IPOTOKOJI
Otset: 0)
2.PekBU3UT JOKyMEHTA, MOMOTaIOLIUN
CUCTEMAaTHU3UPOBATh TOKYMEHTHI 711 XpaHEHUS

a) Tpu} yTBepKJIEHHUS TOKYMEHTa

0) rpud cormacoBaHUs JOKYMEHTA

B) CCHUIKA Ha BXOJSIINN TOKYMEHT

I') PETUCTPALlMOHHBIN HOMEp TIOKYMEHTa
OtBer: 1)
3.He moxeT BCKpBIBATHCS U TPOUUTHIBATHCS O]HC-
MEHEIKEePOM TP 00pabOTKE MOUTHI

a) nokyMeHT ¢ mometkoir «CPOUYHO»
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0) TOKYMEHT, TIOJTYICHHBIN 3aKa3HBIM MUCHMOM

B) JOKYMEHT C IOMETKOM
«KOHOUJIEHIINAJIBHO»

T')IOKYMEHT, TIepeJaHHBIN C KyphepoM
OTBeT: B)
4.Ha Bcex BXOISIIUX JTOKYMEHTAX B OPTaHU3AIHIO
MIPOCTABJISIETCS] PEKBU3UT

a) OTMETKa O KOHTPOJIE

0) oTMeTKa O MOCTYIJICHUH JIOKYMEHTa B
OpraHHU3aIHI0

B) PErUCTPALIMOHHBII HOMED
OtBer: 0)
5.JIOKYMEHT, KOTOPbIil COCTaBIISIETCS MIPU MOATOTOBKE
JIOKYMEHTOB JIJISl apXUBHOTO XPAaHEHUS

a) 3aBepUTEIbHBIN JIUCT Aena

0) nepevyeHb JOKYMEHTOB

B) ITPOTOKOJI

') MHCTPYKIIHOHHOE TTUCHMO
Otser: a)

OnucaHue MKAJbI OLleHUBAHUS:

Oyenka: 5
Huoicnuii nopoe svinonnenus 3aoanus 6 npoyenmax: 10
Onucanue xapakmepucmuku blnonenus 3nanus; OueHka "oTIMYHO" BBICTABIISIETCS €CJIU 3aJJaHue
BBITIOJIHEHO B MOJIHOM 00BEME HJIM BBIIIOJTHEHO MPEUMYIIIECTBEHHO BEPHO

Oyenka: 4
Huoicnuii nopoe evinonnenus 3aoanus 6 npoyenmax: 60
Onucanue xapaxmepucmuxu evinoaneHus snanus: OueHKa "XopoIo" BBICTABIIAETCS ECIIN
OO0JIBIIMHCTBO BOIIPOCOB PACKPHITO. BBIOPAHO BEPHOE HANpaBJICHUE JUIsl pEIIeHUs 3a/1a4

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

KM-5. Oprann3zanuoHHO-pacnopsiAuTeIbHbIe JOKYMEHTHI

®opmbl peajau3anum: buiersl (MMCbMEHHBIH OIPOC)

Tun KOHTPOILHOr0 MeponpuaTHa: TecTupoBaHue

Bec konTpoabHoro meponpustusi B BPC: 8

IIpoueaypa mnpoBeaeHHMs KOHTPOJBHOrO MeponpusaTHsa: IIpoBoauTcs Ha IPaKTHYECKOM
3aHsATUM. PacuetHoe Bpems - 15 munyrt. KonmuectBo BapuaHTOB - 3. KonM4ecTBO TECTOBBIX
BOIIPOCOB B BapHAaHTE - 6.

KpaTlcoe CoA€cpKaHME 3alaHUA:
PabGora OpPUCHTHPOBAaHA HA 3HAHUA TPYIIIL U BUAOB JOKYMCHTOB, BXOAAIIINX B CUCTCMY
OpFaHI/ISaHHOHHO-paCHOPﬂHHTeHBHOﬁ JOKYMCHTAIIMK,; Ha 3BHAHUEC COCTaBa PCKBU3UTOB KaXKIO0T'O
KOHKPETHOTO JOKYMCHTA U 0COOEHHOCTEH ero O(I)OpMJ'IeHI/Iﬂ

KoHTpoJibHbIE BONIPOCHI/3aJaHUA:

3uars: [lpaBuna co3ganus u 1.Ha Gnanke mpukasa 1o OCHOBHOU J€ATEIbHOCTH
oQOpMIIEHHS Ppa3IUYHBIX BHJIOB 00513aTeIbHO MPUCYTCTBYET PEKBU3HUT
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OpTraHU3aI[IOHHOM, a) Ha3BaHHE BHJIa JOKYMEHTa

pacnopsANTEIbHOM, 0) Tpud yTBEepKICHUS TOKYMEHTa
UH()OPMAIIMOHHO-CIIPAaBOYHOW | B) rpud cOriacoBaHMs JOKYMEHTa
KaJpOBOH JIOKYMEHTAIHH T') IPUJIOKEHUE

OtBert:a)

2.B pacniopsauTeabHBIX JOKYMEHTaX (PUKCUPYIOTCS
CJIEYIOIIHE BOTIPOCHI
a) CeneHust, HEOOXOIUMBIE JIJIsl IPUHSATUS
pelieHus
0) CipaBouHbIE CBEJCHUS
B) Pemienus u ykazaHus Mo uX BBIIOJHEHUIO
r) CBenleHus 0 pe3yJibTaTax JAesiTeIbHOCTU
OTBeT: B)
3.B cucremy opraHnu3aliiOHHO-PACTIOPSTUTEITBHON
JOKYMEHTAIIUHU BXOSAT CIEAYIOINE IPYIIbl JOKYMEHTOB
a) CipaBo4HO-MH(POPMALIUOHHbIE
0) {loroBopsl
B) OpraHusanuoHHbIE
r) ®uHaHCOBO-OyXranTepcKue
n) PacniopsnutenbHbie
Ortger: a), 0), B), 1)
4.K opranu3aiOHHBIM JOKYMEHTaM OTHOCSTCS
a) ycTaB
0) TOJIOKEHUS
B) IIOCTAHOBJICHUS
I') IpaBuiia BHYTPEHHETO TPYIOBOTO PaclopsaKa
1) pacropsKEHUs
OrtgeT:a), 6), T)
5.K pacniopsauTenbHbIM TOKYMEHTaM OTHOCSTCS
a) TpUKa3bl
0) crnpaBku
B) IMOCTAHOBJICHUS
I') aKThl
1) peleHus
Otsert: a), B), 1)

Onucanue MKAJbI OLEHUBAHUS :

Ouenka: 5
Huodienuii nopoe sevinonnenus 3aoanus 6 npoyermax: 10
Onucanue xapakmepucmuxu evlnoinerus 3Hanus: O1eHKa "OTINYHO" BBICTABIISETCS €CIIH 3aJaHue
BBHITIOJTHEHO B MOJIHOM 00'beME WIIH BBITIOTHEHO MPEUMYIIIECTBEHHO BEPHO

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

Oyenka: 3
Huodicnuii nopoe svinonnenus 3aoanus 6 npoyermax: 50
Onucanue xapakmepucmuku evinoanenus snanus: OneHka "ya0BIeTBOPUTEIHLHO" BBICTABISCTCS
€CITH 3aJIaHUE MTPEUMYIIIECTBEHHO BBITIOJTHEHO
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KM-6. UndopManiuOHHO-CIIPABOYHbIE JOKYMEHTBI

®opmbl peajau3anum: bunersl (MMCbMEHHBINA OIPOC)

Tun KOHTPOJBLHOr0 MeponpusaTusi: TecTupoBaHue

Bec koHTpobHOr0 Meponpustusi B BPC: 8

IIpoueaypa mnpoBeaeHMsi KOHTPOJBHOro meponpusaTHs: I[IpoBoauTcs Ha NpPaKTHUYECKOM
3ansTuu. Pacuernoe Bpemst - 15 munyr. KommyectBo BapuantoB - 3. KoOJMYECTBO TECTOBBIX
BOIIPOCOB B BapuaHTe - 6.

Kpartkoe conep:xanue 3aganus:
Pabota opueHTHpOBaHa HAa 3HAHUS BUJIOB HHPOPMAIIMOHHO-CIIPABOYHOI IOKyMEHTAllUHU; Ha
3HaHUE OCOOCHHOCTEH S3bIKA U CTUJIS CIYKEOHBIX IMHCEM; OCOOCHHOCTEH COCTAaBICHUS U
0(OpMIICHUS aKTOB, IPOTOKOJIOB, CIIYKEOHBIX, JOKIAJAHBIX U 00BSICHUTEIIBHBIX 3aIIUCOK

KOHTpOJILHLIe BOHpOCbI/SaL[aHI/Iﬂ:

3nate: I[lpaBuna

CO3JaHusA u

obopMIIeHUST PA3JIUYHBIX BHJIOB

OpraHU3allMOHHOM,
pacnopsaIuTENbHOM,

WH()OPMAIIMOHHO-CIIPABOYHON U
KaJpOBOM IOKYMEHTAllUH

1.Crnegyet npeanoyecTb cleAyolyo u3 ¢gpas B TEKCTe
JIeTIOBOTO TMHChMa
a) MbI TpeOyeM ...
0) HacTauBaeM Ha ...
B) HACTOSTEIHHO MIPOCHUM ...
I') BbI JIOJIKHHI ...
OtgBer:B)
2.IlonmnuceiBaeT MPOTOKOI
a) TUPEKTOp MpEeAnpUsTUs
0) oduc-meHemrep
B) mpencenaTenb coOpaHus (COBEIIAHMS) U
CeKpeTapb
I') HaYaJIbHUK OT/IeNia KaJpoB
OtBeT:B)
3.PexBu3ut EBpomnelickoro 1enoBoro nucbMa, KOTOpbIn
HeceT B ce0e cBeIeHNs 00 NCIIOJIHUTENE JOKYMEHTOB
a) npunoxenne (Enclosure)
0) 3aroJI0BOK K TEKCTY JOKYMEHTa
B) cchiika (Reference)
T) agpecar
OTgerT: B)
4.Kakoil 1OKyMEHT COCTaBIISI€TCS IPU HAPYIIEHUU
TPYZOBOW MJINM OOIIECTBEHHOMN TUCIUITIIMHbI?
a) OOBscCHHUTENbHAS 3aMucKa
0) lokaaHas 3amucka
B) Ciy>xeOHast 3amucka
Otgert:a)
5.JlaToli 1emoBOTo MUChMa SIBISETCS
a) 1ata coOBITHS, 3a(UKCHUPOBAHHOTO B JIOKyMEHTE
0) nmaTa MOJAMUCAHMS TOKYMEHTa
B) JIaTa OTIPaBKU JOKYMEHTA
I) JaTa COCTaBJICHUS JJOKYMEHTa
OtBeTt:0)

Onucanue MKaJbl OLICHUBAHUA:

Ouyenka: 5

Huoicnuii nopoe evinonnenus sadanus 6 npoyenmax: 10
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Onucanue xapakmepucmuKu 6blNOJIHEHUA SHARUA. OI_[CHKa "OTINYHO" BBICTABISACTCS €CIIN 3aJaHuc
BBIIOJIHEHO B ITOJTHOM 00BbEME MJIHM BEITIOJHEHO NpEUMYIICCTBEHHO BEPHO

Ouyenka: 4
Huoicnuii nopoe evinonenus 3aoanus 6 npoyenmax. 60
OnucaHnue xapakmepucmuxu evlnoineHus 3Hanus: OLeHKa "X0opouio" BICTaBISETCS €CIU
OOJIBITMHCTBO BOIIPOCOB PACKPBITO. BEIOPAHO BEPHOE HAIIPABIICHHE ISl PEIICHUS 33124

Oyenka: 3
Huoicnuii nopoe evinonenus 3aoanus 6 npoyenmax. 50
Onucanue xapakmepucmuxu evinonnenus 3uanus: O1neHka "yI0BIeTBOPUTENIHLHO" BHICTABISACTCS
€CITH 3aJIaHUE MPEUMYIIECTBEHHO BBITIOJTHEHO

KM-7. HaiiTu omiuOKH B TOKyYMeEHTe

®opmbl peaju3anum: bunersl (MMCbMEHHBINH OIPOC)

Tun kouTposbHOro Meponpusitusi: KonrpossHas padora

Bec konTposbHOro meponpustusi B BPC: 20

IIpouenypa mnpoBegeHMs KOHTPOJBHOIO MeponpuaTHsa: [IpoBoauTcs Ha NIpPaKTUYECKOM
3ansTuu. PacuetHoe Bpems - 45 munyr. KommuectBo BapuaHTOB - 6. KosmyecTBO BOIIPOCOB B
BapuaHrte -1

Kparkoe cogepxanue 3agaHus:
B pabote npoBepstoTcs yMEHHS COCTaBIATh U OGOPMIISITh PA3TUYHbBIE BUIbI

PacCIopAAUTCIIbHBIX U I/IH(i)OpMaIII/IOHHO-CHpaBO‘-IHI)IX JOKYMCHTOB

KoHTpoJibHbIE BOIPOCHI/3a1aHUA:

YMeTh: COCTaBIATH OCHOBHBIC 1.BAPUAHT 1

BU/JIbI OpraHU3aIMOHHO- Kak dyoem eviensadems 3mom 00Kymenm, cOCmaeieHHblil
pacrops,ANTEIbHBIX u ¢ coonrodenuem ecex mpeoosanuii?
CIIPaBOYHO-UH(POPMAITMOHHBIX

JIOKYMEHTOB

INPUKA3 no 3akpsiTomy AkninoHepaomy O0mecTBy
«Poccuiickas nymnuHa» (CoBeT JUPEKTOPOB)

09 cents6ps 2013r

Nel7

Ha ocHoBanuu koopaunannonHoro miana ot 03.09.13, 4,
npeacenarens coeta 3A0 «Poccuiickast mylHUHAY,
MPUKA3bIBAI0 HA3HAYUTh OTBETCTBEHHBIM MPECTABUTEIEM
3AO0 na aykimone E.B. BacunbeBa. Emy HeoOxonnmo
MOATOTOBUTH MPEJIOKEHHS IO COCTABY JIeJIeralluu U
npencTaBuTh Ha paccmorpenue Cosery 1o 15.10.13.
CwmupaoBy JI.B. noAroToBUTh YTOUHEHHBIN aCCOPTUMEHT
MYIIHBIX U3JIEIUNA, TOJIB3YIOIINXCS HAauOOJIBIIUM CIIPOCOM,
U IIpeJcTaBuTh Ha paccmoTpenue Cosety 1o 15.10.13.
I'enepanbHBII AUPEKTOP

Jlan I' K.

OTBeT: MeTOAMYECKHE PEKOMEHAAIUH

[Tpukassel opopmitsitoTes Ha o0IIeM OJIaHKe MPEATPUATHUS
WY Ha OJTaHKE TPHUKa3a.

[Ipuka3 BkiItOYaeT BCce BO3MOXKHBIE PEKBU3UTHI: JaTy,
HOMeEp, YTBEp)KJIEHUE, Ha3BaHHE BHJIa JOKYMEHTA, TEKCT,
MOJTHUCH, TPU( COTIIACOBAHUS, BU3Y COTJIACOBAHMUS.
ITprka3pl MO OCHOBHOM ESITEILHOCTH HYMEPYIOTCS U
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BEJIYTCS OTJEIBHO OT IIPUKA30B O JUYHOMY COCTABY.
[Ipuka3 10KEH UMETH 3arojJ0BOK, OTBEYAOLIMKA Ha BOIIPOC
«o ueM?» («O peopranu3zanuu NpeAanpusTUusI»,
HenonyctuMo — «IIpukas no npennpusturo», «llpukas
TeHEepPaIbHOIO JUPEKTOPAY).

TekcT nmpukaza COCTOUT U3 JIBYX YacTeH:

- KOHCTaTUPYIOIIEH;

- pacropsAUTEILHOM.

B xoHCTaTHpYIOLIEl YaCTH YKa3bIBAIOTCSI OCHOBAHUS AJIS
W31aHMs pUKa3a (HOPMATUBHBIE IOKYMEHTBI, pEIICHUs
CoBera 1UPEKTOPOB, MPOU3BOICTBEHHASI HEOOXOJUMOCTB ).
TekcT HaunHaeTCs ciioBaMu: «B cBs3u...», «B
COOTBETCTBUH...», «B nemsix...», «/Ing...».
PacniopsiquTenbHas 4acTh HAUUHAETCS CIOBOM
«ITPUKA3BIBAIO», nanee nuiyT «KOMy», «4TO CAEIATHY,
«J10 Kakoro uncinay. Ecau nopydeHre UCOTHUTENIO TAeTCs
[IOCTOSIHHO, TO CPOK UCIIOJIHEHUS B PUKA3E MOXKET
OTCYTCTBOBATb.

TekcT npukasza AEIUTCA Ha MMYHKTHI, KaXIbIA MTyHKT
HAYMHAETCS C KPACHOM CTPOKH.

Haubonee pacipocTpaHeHHBIC CII0BA PACTIOPSIIUTEITHHON
YacTU: NMIPUKa3bIBa0, OPraHU30BaTh, 00ECIEUUTh,
MOATOTOBUTH, COCTaBUTh, IIPOBECTH, BBECTH B JICUCTBHE.

B nocneanem nyHKTE yKa3bIBaeTCA JULO WIA CTPYKTYPHOE
MOJpa3IeJICHUE, OCYLIECTBIISIIONIEE KOHTPOJIb 32
BBIIIOJIHEHUEM JTAHHOTO MpUKa3a. Ecnu Takoil mMyHKT
OTCYTCTBYET, TO KOHTPOJIb OCYIIIECTBIIIET PYKOBOAUTEIb
NPEANPUITHS JIUYHO.

Ecnun npukas BBOAUT B IeHCTBUE KAaKUE-THOO TOKYMEHTBI
(MHCTPYKIINH, TPaBUIIA, IOJOKEHUS ), TO OHU OPOPMIIIOTCS
B BH/JIEC NPUJIOKEHUSI K TIPUKA3y (B IPAaBOM BEPXHEM YTITy
npukasa craButcs: «lIpunoxenne k nmpukasy ot 01.09.2008
Ne 7»).

[Tocne cocraBneHus TeKCTa MPUKa3a HEOOXOIUMO MTPOBECTU
€ro COTJIaCOBaHUE U MOAMKICAHUE.

2.BAPUAHT 2

Hainmu owuorku ¢ 0oKymenme

AKIIMOHEpHOE 00IIECTBO 3aKPHITOrO

TUIIA «YTBEpKAAIO»
«Mapus»

Hupexrop Ilerpos 1.1O.

08 centsiops 2013
AKT

12.10.13 1. Nel3
MockBa

OcHoBaHue npuka3 Ne 12 ot 10.09.13
CocraBieH SKCIepTHON
KOMUCCHEN B COCTaBE:

23




[Ipencenarens HauvanbHuk otaena kaapos
Berpos 1.

UsieHbl KOMHCCUU Crapmumit uacnexkrop OK
Bapmamosa W.I"., nomomuuk uncnekropa OK AdanacbeBa
P.T.

Komuccus orobpana k yHUUTOXKEHHUIO, KaK YTPAaTHUBIINE
MPAKTUYECKOE 3HAUCHHE U B CBSI3U C UCTEUCHUEM CPOKa
XpaHEeHus, CIEAYIOIHUE TOKYMEHTHI:

T'oxet THIEL TOKYMCHTOR KomunuecTBo
JIOKyMEHTOB HOKY JIOKyMCHTOB
1989 [Mpuka3sl M0 OCHOBHOM 118

JeATeIIbHOCTH
1990 CayxeOHble MUChMA 569

JIOKYMEHTBI U3MENbYCHBI U CIIAHBI JUISI YHUUTOKEHHUS 10
3aroTOBKE BTOPUYHOTO CHIPHS MO MPUEMO-CAATOYHOMN
gaxkiamuoit ot 10.10.13.

HauanbHuk oTnena kaapos
Berpos B.1.

Crapuuit uacnextop OK
Bapnamona N.T".

[Tomomuauk nucnexkropa OK
Adanaceesa P.T.
[Ipunoxxenue: npueMo-cAaToyHasi HakJagHas

OtBet: Meroanueckne peKOMEHJaluu

IIpaBuia cocTaB/ieHMs aKTAa:

1.  Aktbl opopmisitoTcs Ha o01ieM OjaHKe (BHYTpEHHHUE),
€CJIM COCTaBJISI€TCS BHEIIHUM aKT, TO HA OJIaHKE JOJKHBI
OBITH CIIPaBOYHBIE JaHHBIE 00 OpraHU3aIHH.

2.  AKT MOXXET UMETh 3ar0JIOBOK («AKT MpUeMa-Tepe adn
JIOKYMEHTOBY).

3. JlaToii akTa sBNsieTcs qata COOBITHS (YTBEPIKICHHS)
WJIM J1aTa MocieHeN NOAIUCH, HalpuMep, Koraa
COCTaBJISIETCS aKT MpUeMa-ciadyl padboT, MOJIUCHIBAEMBIH
JBYMsI CTOPOHAMH.

4. Bo BBOAHOM YacTH aKkTa yKa3bIBAa€TCsI OCHOBAHHE €TI0
COCTaBJIEHUS (HaIpUMEp, CChUIKA HA JOKYMEHT, Ha KaKue-
60 (akThl, COOBITHUS, IEHCTBUSA).

5. Jlamee yka3bIBaeTcs cOCTaB KOMUCCHH: (paMuus,
WMHUIMANBI TIpeJcelaTesl U WIEHOB KOMUCCHHU B
aJi(haBUTHOM TOPSIZIKE, TP HEOOXOJUMOCTH YKa3bIBAIOTCS
JOJKHOCTH, (aMHUIIMU 1 UHULIAAJIbl IPUCYTCTBYIOIIUX.

6. B OCHOBHOIf yacTu aKTa W3AralTCs LEIH, 331a4H U
CPOKH ITPOBEICHHONW KOMUCCHEN pabOThl, €€ pe3yNbTaThl
(BBIBOJIBI, 3aKJIFOUEHUS, IPETIOKEHUS ).

7. TekcT akTa MOXET UMETh MYHKTHI, HOJIYHKTHI HJIN
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MMETh TaOJTUIHYIO (OopMY.

8. Ilocne TekcTa ¥ OTMETKH O MPHIIOKEHUN YKA3bIBAIOTCS
CBEJICHUS O KOJMYECTBE IK3EMILISIPOB aKTa, O MECTE UX
HaxXOXICHUA NN aJpecaTax, KOTOPbBIM OHU OTIIPABJICHBI.

9.  AKTHI IOANMKCHIBAIOTCS BCEMH JIMIIAMHU,
NPpUHUMAaBIIMMHU Yy4aCTHUEC B €T0 COCTABJICHHUHU, IPUICM B TOU
e MOCIIeI0OBATEIbHOCTH, B KOTOPOW OHM yKa3aHbI B Ha4aje
akTa. Ecnu yka3pIBaroTCst JODKHOCTH COCTaBa KOMHUCCHH,
TO TIOJIITMICH CTABSITCS B MEPAPXHUUECKOM MOPSIJIKE.

10. AKTBI 4acTO yTBEp)KIAOTCs (110
MaTepuaIbHbIM, (PMHAHCOBBIM H JIp. BaKHBIM BOIIPOCaM).
11. [Toamuces 0 TOM, YTO aKT HAIIPABJICH B

JIEJ0, CTAaBUT HAYaJIBHUK MOAPA3IeJICHUs, B KOTOPOM
JAHHBINA aKT UCTIOIHSIICS, JIMOO MpeceaTellb KOMUCCHH.

3.BAPUAHT 3

Hcnpasvme npomokon, coonrooan ece mpedosanusn
COCMAagIeHUus u 0Popmienus 0aHH020 OOKYMEHmMa

00O «Asepc»

ITPOTOKOJI
14.03.20 Ne45
3acenanus CoBeTa IUPEKTOPOB

[Ipencenarens: A.b. IBaHOB

Cekperaps: C.M. IleTposa

[IpucyrcrBoBanu: C.C. CunopoB A.Il. I'paues, M.A.
Ky3bpmun, P.M. fIkoBnesa.

IloBecTka mHs:
OtyeT 0 paboTe npeanpuaTna 3a lll keapTan.

Bonpoc o cnyk6e oxpaHbl.

1. CJIYHIAJIN:

P.M. fIxoBneBy (rnaBHOro Oyxraiarepa) — 3aunTaH
(MHAHCOBBIN OTYET 3@ OTYETHBII MEPUOI.
BBICTVYIINJIA:

A.Bb. IBaHOB — yKa3aj Ha HEJJOCTATOYHBIN POCT
PUOBLIH IO CPABHEHUIO C 3aIJIAHUPOBAHHOM.

A.II. I'paueB — npeII0KUIT HAHATH JOMOJHUTEIBHO 15
COTPY/ZHUKOB JIJIsl BHITIOJHEHUS 3alNIAaHMPOBAHHOTO 00BbeMa
pabor 3a roj.

ITOCTAHOBUJIN:

1.1  VYTBepnuts Oyxranrepckuii 6ananc 3a Il kBapTai.
1.2  TlpussTth Ha paboty 15 COTpYIHMKOB.

2 CIIYIIAJINA:

M.A. Ky3pbMHHA — OTYET O COTPYAHUYECTBE C YACTHBIM
oxpanHbIM npeanpuatueM (HOIT) «Coxomy.
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BBICTYIINJIA:

C.C. CuopoB — OTMETHIT BBICOKOE Kau€CTBO PaOOTHI
YOIIa, npennoxui IpoI0HKUTh COTPYIHUYECTBO C
YOIlom «Coxom».

[TOCTAHOBUJIN:
2.1  npononruposats gorosop ¢ YOIlom «Cokon» Ha
CIHEAYIOUIUI TOI.

[Ipeacenarens noOnucy A.b.
HBanoB

Cekpertapb noonucy CM.
[TerpoBa

OTBeT: MCTOANYCCKUEC PEKOMEHOAINN

Oco0ennocTi 0popMIIeHUS POTOKOJIA:

1. Cocrasisiercs Ha o0IeM OJTaHKE HITH Ha YUCTOM
nucTe Oymaru, Ha KOTOPOM YKa3bIBaeTCsi HAMMEHOBAaHUE
Buaa qokymenta — «[IPOTOKOJI».

2. OO0s13aTeIBEHBIMU PEKBU3UTAMH IPOTOKOJIA SBIISTFOTCS
HaMMEHOBaHKE OpraHU3alluy, Ha3BaHUE BUIA JOKYMEHTA,
JaTa ¥ HOMEp MPOTOKOJIA, 3aT0JIOBOK K TEKCTY, TOJIIHCH.
JloTOTHUTENBHBIMU PEKBU3UTAMU IIPOTOKOJIA SIBIISTFOTCS:
HAaUMEHOBAHHE CTPYKTYPHOTO TIOIpa3AeiieHus, rpud
YTBEPXKACHUSI, OTMETKA O HAIMYMH NPUITIOKECHHUM, MECTO U
BpeMsI TIPOBEACHHUS 3aceiaHusl, (PaMIITHS 1 WHUITHAIIBI
Mpe/iceAaTeNbCTBYIOIIETO Ha COBEIIAaHUY, 3aCe/laHuH, 1aTa
MOAMMCAHUs TPOTOKOJIA, CIIOCO0 roJIocoBaHus (OTKPBITOE,
TalfHOE, 3209HOE).

3. Jlaroii mpoTokona sSBJIIEeTCS JE€Hb MPOBEACHUS
MIPOTOKOJIMPYEMOTO COOBITHUS (3aCeIaHus, COBEIIAHUS U
T.1.). Eciiu oHO npooikanocs HECKOJIBKO AHEH, TO Yepes
TUPE YKa3bIBAIOT AAaThl HAUala U OKOHYAHUS 3aCeIaHMUs.
Hamnpumep, opopmienue narel 3acenanus,
npoaomxasiierocs a8a aas: 04.05.2012 — 05.05.2012
WIH 03 — 04 mas 2012 r. Jlata pacrmoyiaraetcs
OJIHOM CTPOYKOI HIKE Ha3BaHUS BUJA TIOKYMEHTA WJIH HaJ|
CHeIUaIbHON OrpaHUYUTEIFHOM JIMHUEH B 00IIIeM OJIaHKe.
4. Homepom npoToko:na sBiseTcs: HOPSIKOBBI HOMED
3acelaHusl KOJUIETHaIbHOTO OpTaHa B Mpeenax
kaneHaapHoro roza. Ilpu odpopmiennn Homepos ¢ Nel mo 9
HEO0OXOMMO HCTOIH30BaTh MUHUMYM JIBa 3HAKA.
Hanpumep, «Ne 01», «Ne 07». Homep npotokona
odopmMIIeTCsS Ha TOM K€ CTPOKE, UTO U JaTa.

5. B 3aronoBke yka3bIBaeTCs Ha3BaHUE
KOJIJIETHAJILHOTO OpraHa WM 3aceaHus, KOTOpoe
COTJIacyeTCs ¢ Ha3BaHMEM BHJIA IOKYMEHTa, HalpuMep:
ITPOTOKOJI (uero?) 3aceqanusi CoBeTa TUPEKTOPOB.
3aronoBok 0(hOPMIISETCS OJTHOM-IBYMs CTPOKAMH HIKE
PEKBU3HTA «MECTO COCTABIICHUSI WJIA U3TaHUS
00s13aTeNTbHO OT TPAHMIIBI JIEBOTO TOJIS HIIM Ha TUIOMIAIH,
OTMEUYEHHOM B 00111eM OJIaHKE OrpaHUYUTEITLHBIMHU
yroJIKAaMH B JIEBOM BEpXHEM YTy JTUCTa OyMaru.
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6. TekcT mpoTOoKOoJIa COCTOUT U3 BBOJHOM M OCHOBHOM
yacTei.
BBopHas yacTh oopmisercs B cieayromei
I10CJIEI0BATEIBHOCTH:
IIpeoceoamensy — pamMunuss 1 HHUITAAIBL;
Cexpemapb — haMuIUs 1 MHULAAIBI;
IIpucymcemeoganu: GaMUINU U MTHULAAJIBI
MPUCYTCTBYIOIUX COTPYAHUKOB B ali()aBUTHOM TOPSJIKE,
3aTeM JIOJDKHOCTH U (haMUJIMM IpUIiiameHHsiX. Eciu
MpUCYTCTBYIONMX Ooee 15, yka3piBaeTcs Ux oliiee
kosnuyecTBo. Eciu ¢ ykazaHHeM JOKHOCTH, TO B OPSAKE
yObiBanus uepapxun. Ecnu npucyrcrBoBanu 200 u Gonee
yeJioBek, To numercs — «110 4gen., uto cocraBiseT 80%
00I11ero KoJu4ecTBa akinoHepoB. CIUCOK MpujIaraeTcs
(cm. mpui. Ne 1).»
daMuIMKM ¥ WHULHAIIBI TPUTIAIEHHBIX JOKHOCTHBIX
JIMLL, KOTOPbIE HE SIBJIAIOTCS YICHAMU KOJUIETMajIbHOI0
Oprasa, HO MPUCYTCTBOBAJIM HA 3aCEAAHUU, IEPEUUCIIAIOTCS
nociie cioBa «lIpurnamenssie:». OHO opopmisieTcs OT
I'PaHUIIBI JIEBOTO MOJIS IByMsI CTPOKAaMH HUXKE CII0Ba
«[IpucyrcTBoBanM:» U 3aKaHYMBACTCSI IBOCTOUHEM.
JIOJPKHOCTH 3TUX JIUL IPUHATO YKa3bIBaTh.
BBozHas yacTh NPOTOKOJIA 3aKaHYMBAETCS IOBECTKOM JTHSI.
IlepeueHb BOpoCoOB, BHIHECEHHBIX Il 00CYX/IEHUS,
oopmisiercst mocie cioB «lloBecTka aHA:», KOTOpBIE
pacrosiaratoTcsi OT TpaHULbl JIEBOTO MOJISI ABYMS CTPOKaMH
HUKE COCTaBa MPUCYTCTBYIOUINX U 3aKaHUYMBAETCS
nBoerourieM. Kax bl Bonpoc dpopmynupyercs ¢
npengorom «O» nnu «O6», oTBeyaet Ha Bonpoc «O uem?»
U COAEPIKUT YKa3aHue JTOJKHOCTH, (PaMUJIUN U MHUILIAAIIBI
nokiagurka. Borpockl HymepyroTcst apabckumu nudpamu,
pacrioyiaratoTcsi o CTeNeH! X 3HAYUMOCTH U
0QOPMIISIIOTCS C KPAaCHOM CTPOKH.
OcHOBHast 4aCTb COCTOUT U3 Pa3AEIOB, COOTBETCTBYIOLINX
MYHKTaM MOBECTKU JHS. TeKCT KaXKaA0ro pas3zena CTPOUTCS
10 CXEME:

CIIYIIAJINA:

BBICTYIINJIN:

[NOCTAHOBWJIN (PELLINJIN):
[Tocne nBoeTOUMS Ha cleyIOLIeH CTpoKe ¢ ab3ana
MUIIYTCsT QaMIITAU ¥ HHUITHAIIBI BBICTYIABIINX H Yepe3
THUPE — KPaTKoe M3JI0KEHUE TeKCTa BhICTyIeHus. Ecnu
JOKJIaTYUK MPEJOCTAaBUI TEKCT CBOETO BBICTYIUIEHUS , TO
Mocyie TUPE YKa3bIBAETCS: «TEKCT BBICTYIIJICHUS
npuiiaraercs (mpusosxxeHue 1)».
7. TlocraHoBneHus (pelieHus) yKa3pIBalOTCS B
MIPOTOKOJIE TIOJTHOCTHIO, T. K. SIBJISIOTCS HanboJiee BaxKHOM
ero Jactelo. [loctaHoBIIsIOMIAs YaCTh MOXKET
MO/IPA3AENAThCS HA YHKTHI.
8.  Ecnu npoBoauiock rosiocoBaHKe MO KAKOMY-JIH00
BOIIPOCY, YKa3bIBAIOTCS €T0 pe3ynbTaThl («3A» - 15,
«[MTPOTUB» -3, «BO3JIEPXXAJIOCbH» - 1)
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9.  Bce Bonpocs! K AOKIaI4MKY ¥ BBICTYIIMBILINM, a
TaKKe OTBETHI HA HUX 3aIMCHIBAIOTCS B TIOPSIIKE UX
MOCTYIUJIEHUS U 0(OPMIIIOTCS C KPAaCHON CTPOKH.
damMunIo JuIa, 3a1aBLIEr0 BOIPOC, AOMYCKAETCs HE
yKa3bIBaTh.

10. IIpoTokos mOANKCHIBAETCS MPEACEAaTEIeM U
cekperapeM. OHU MPOCTABISIIOTCSA HA OTPEAAKTUPOBAHHOM
U CBEPEHHOM NpOTOKOJIE. PacnonaratoTcst TpeMs-4eThIpbMs
CTPOKaMHM HI)KE TEKCTa OT I'PaHULIbI JIEBOT'O MOJIS U
pa3AemsAI0TCs OHOM cTpoKoii. B pacmmppoBkax nmoamnuceit
MHUIMAJIBI pacojaratoTcs nepes GpaMmuinen.

11. B 0c000 BaXHBIX CIy4asx BHICTYNABIINE JOJKHBI
BHU3HMPOBATH MPOTOKOJI, BU3bI IIPOCTABIISIIOTCS HA JIEBOM
110JI€ JOKYMEHTA, Ha YPOBHE 3aIIMCH BBICTYIIJICHHUSL.

12.  OtnenbHBIC BUIBI TPOTOKOJIOB (ITPOTOKOJIBI
3acejaHusl TEXHUYECKHUX, IKCIIEPTHBIX COBETOB, KOMUCCHI,
IIPOTOKOJIBI UCIIBITAHUH U HEKOTOpPBIE IPYTHE)
YTBEPKAAIOTCS] PYKOBOJUTEIIEM OpraHU3aLUK WU
BBIIIIECTOSIILIETO OpraHa.

13. IIpoTokosam npucCBauBarOTCs NOPSAKOBbIE HOMEPA B
npeenax KajJeHAapHoro roja OTAENIbHO M0 KaXA0U Ipyme
IIPOTOKOJIOB.

14. K npoTokonam MoAlIMBalOTCA MPEICTAaBICHHbIE HA
paccMOTpeHHEe MaTepHaJIbl.

15. TIpoToko:bl XpaHATCS IOCTOSIHHO.

4. BAPUAHT 4
Kak dyoem eviensadems 3mom 00Kymenm, ogpopmiennulii
no écem npasunam?

DJINTA

112010, Mocksa, yi. @psizeBckas, 2
Hupekropy AO «Ilux»
p/c 324554984 B CbC-Arpo

Bonxosy C.C.

Ten. (495)125 24 24 113251,
Mocksa

21.12.20 14/1-2 VIL

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

VYBaxkaemslii Cepreit Cepreesuu!

Ha Bamry nmpocs0y 0 mocTaBke ChIpbsi OTBEYAEM, YTO
yKa3aHHasl I0CTaBKa HE MOXKET OBbITh OCYILIECTBIIEHA JIO
11.01.21.

[Ipocum Bac nonreepants 1100 O0TKa3aThCs OT MOCTABKHU.

HcnonHuTenbHbIN AUPEKTOP
Bopo6sesa O.C.

OrtBer: MCTOANYCCKUC PCKOMCH Al
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OdopmiieHue peKBU3UTOB CJIYKeOHOT0 MUCbMA

O0s13aTeNIbHBIMU PEKBU3UTAMH CITYKEOHOTO TUChMa
SBIISIFOTCS: PEKBU3UTHI OJlaHKA (HAUMEHOBaHHE
OpraHu3alliu, ClipaBOYHbIE JaHHbIE 00 OpraHu3aluu, 1aTa
MMChMa, PErHCTPAIIMOHHBIN HOMED, CChUIKA HA JIATy U
pErucTpalMOHHBI HOMEP MOCTYNUBILErO JOKYMEHTA),
aJipecar, 3aroJIoBOK K TEKCTY (TIpu HE0OXOIMMOCTH ), TEKCT,
OTMETKA O HAJIMYUH MPUIIOKEHHUS, TOJIUCEH, OTMETKA 00
WCTIOJHUTEIIE.

Ha 6nanke cinyxeOHOTo muchMa MOXKET IPUCYTCTBOBATD
n3o0pakeHue repba wim »MOIeMbl opranu3anuu. Hazanue
Buaa nokymenTa (IIMCbMO) He yka3biBaeTcs
(MCKITIOUEHHE — TapaHTUHHOE MHCHMO).

Jy1s cocTaBieHusl MTUCEM HUCIIONb3YeTCs CIIeHalbHBIH
OJaHK MHChbMa, I71e Ha3BaHHUE BUJA JOKYMEHTA He
yKa3bIBaeTCsl.

B 3aro/10BO4HOI YacTH MUCbMA NIEYATAIOTCS CIEAYIOLINE
PEKBH3UTHI:

«l'ocynapcrBennblii repd P®» nnu «I'epd cyobexkra PD)»
WJIY «TOBAPHBIH 3HAK.

«HaumeHOBaHUe OPraHU3AUMN» SBISIIONICHCS aBTOPOM
JOKYMEHTA.

«CnpaBo4Hble JaHHbIE 00 OPraHU3ALMI BKIIOYAOT:
MTOYTOBBIN ajpec, HoMep Teredona, ¢pakca (HoMepa CYETOB
B OaHKe, aJipec 3IEKTPOHHOM MOYTHI U Jp.).

«/laTa 1oKkyMeHTa» - 1aTa ero NOJIMHCaHus.
«PerucTpaunoHHbI HOMEP» - HOMEP JOKYMEHTA,
[IPUCBANBAEMBbII €My OpraHU3alMei.

«CcpllIKa HA PerHCTPAllMOHHBII HOMEpP U AaTy
AOKYMEHTa) - 3aIlOJIHSAETCS B TOM Cllydae, €CII ITIChMO
SIBJIIETCS. OTBETHBIM.

«3aroJI0BOK K TEKCTY» BKIIIOUAET KPAaTKOE COIEpIKaHNE
JIOKYMEHTA. 3aroJI0BOK COTJIacyeTCsl C HAUMEHOBAaHUEM
BUJIa TOKYMEHTA (B JAaHHOM clly4dae MMChMO), OTBEYAET Ha
BOIPOC «O 4eM» («0 KOM»), HaunHaeTcs ¢ mpeasora «O»
unmu «O6». Hanpumep: «O cpokax moctaBkuny, «O0 yyacTtuu
B BBICTaBKE».

B nuceMax JTOJDKHBI OBITH TTPABMIIEHO YKa3aHBI COCTABHBIC
4acTU PEKBU3HTA «ajpecaT» (MoJydaTess mucbMa): pupma,
CTPYKTYpPHOE TIOJIpa3/ieieHne, TOHKHOCTD, TIOYTOBBIN alipec
MOJTy4aTes.

Eciu mrcbMo 0THOTO collepyKaHHsT HAaIPaBIISIeTCsT
HECKOJIbKUM aJipecaTtaM, CHavaja yKa3bIBaeTCs aapec
OCHOBHOTO TIOJTydYaTellsl, 3aTeM NePEUHCIISIFOTCS APYyTHE.
Ecnu noxymeHT HampagmsieTcs 6oyiee 4eM 4eThIpeM
ajzipecatam, COCTaBJISIETCSI CIIMCOK PACCHUIKH U Ha KaXKIOM
AK3EMILISAPE YKa3bIBACTCS JIUIIL OJIUH aJipecar, KOTOPOMY
HaIPaBJIAETCS KOHKPETHBIN K3EMILISP.

Ecnu nmuceMo oHOTO collepikaHus HAMPaBIIIETCS
HECKOJIbKUM OJJHOPO/HBIM a/Ipecaram, TO afpecar MUIIYT
0006mmenHo. Hanpumep (komnemxam no r. Openoypry).
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«Teker» nmuceMa 10KEH ObITh JIAKOHUYHBIM,
MoCJIeI0BaTeIbHBIM, YOSAUTEIbHBIM U KOPPEKTHBIM. TekcT
MMChbMa, KaK MPaBUIIO, HE IPEBBIIIAET OJTHOM CTPaHUIIBL.
TekcT nucbma yaile BCero COCTOMT U3 BBOJHOM 4acTH U
OCHOBHOM.

Bo BBOAHOM YaCTH YKa3bIBaIOTCs IPUYMHBI, BbI3BABIINE
COCTaBJICHHE NMHUCHhMa, COTTPOBOXKAAEMbIE CCHUIKAMU Ha
(axThl, 1aThl, TOKYMEHTHI, HAITPUMEDP:

«B ¢Bsi3M ¢ TeM, 4TO MpHU nojiydeHuu rpysa 26.01.2002 o
HaksaHou Ne 2342 B vcripaBHOM BaroHe €
HEHaPYIICHHBIMU IJIOMOaMU TPy300TIPABUTENS IPU
BCKPBITHH SILUKOB U MPOBEPKE COAEPKUMOI0 C yHYaCTHEM
MpeICTaBUTENs ... ObljIa yCTAaHOBJIEHA HEIOCTAua ... IITYK
U3JIEIUH Ha CyMMY... (KoMMepueckuil akT oT 26.01.2002 Ne
43)...»

Bo BTOpOIi YacTu nucbMa GopMyIUPYETCs €r0 OCHOBHAS
1enb (IpeIIoKeHne, 0TKa3, Mpockoa, rapaHTHs U T.1I1.),
HaIpumep:

«IIpocum B Teuenue 10 GaHKOBCKUX THEH MEPEUUCIUTD
yKa3aHHYIO0 CYMMY Ha Halll paCUeTHBIH CUET».

«OTMeTKa 0 HATMYUH NPUWJIOKEHUI» - PEKBU3UT
HCIIOJIb3YETCS B COMPOBOAUTENBHBIX MUChMaxX. OTMETKa O
HaJIMYUU TPUIIOKEHUS Pa3MELLAeTCsl 0] TEKCTOM.
«Bu3ay» - 0OTMETKa O COTIaCOBaHUU JIOKYMEHTA BHYTpU
opranusanuu. Busza Bkiro4aer: JOHKHOCTh BUBHPYIOLLETO,
MOAINKCH BU3HPYIOIIETO, paciiu(poBKY MOANUCH
(uHMUIMATBL, (aMUIIMS) U 1ATY.

«IMopmuck» oopmisiercss Ha 2-3 UHTepBaja HIKE TEKCTa
JIOKYMEHTA (B COIPOBOAMUTEIBHBIX MUCbMAaX — M0J1
OTMETKOW 0 HAaIM4YMU NpUiIoKeHus ). B coctas pek-Busnra
BXOJIAT: HAUMEHOBAHME JJOJDKHOCTH JIMIA, MTOAMMCABILIEr0
JOKYMEHT, JINYHasl OJMHCh U paciin(poBKa NOIIHCH
(MHMLIMATBL, GaMUITHS).

«IlevyaTp» 3aBepseT NOMINHHOCTD MOANNUCH JOKHOCTHOIO
JUIA Ha JOKY-MEHTaX, yJ0OCTOBEPSIIOIIMNX IpaBa JIMII,
¢bukcupyromux (pakTol, CBSI3aHHbIE C PUHAHCOBBIMU
CpEeICTBaM H JIp.

«OT1MeTKa 00 MCTIOTHHUTEJIe» BKIIOYaeT (haMumuio (Uim
(haMuIIHIO0, UMSI, OTYECTBO) UCTIOTHUTENS JOKYMEHTA U
HOMEp €ero TenedoHa.

5.BAPUAHT 5

Hcnpasbme 00Kymenm 6 coomeenmcmeuu ¢ npasuiamu
MeHCOYHAPOOH Ol NePEenUCKU

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 Mr Jack Masey.

OTBeT: METOANYECKUE PEKOMEHIAlIUU

Oco0enHocT 0popMIICHUSI PEKBH3UTOB MMCbMA
HHOCTPAHHOMY NapPTHePY:

PexBusur 1 - «Ceedenusn 06 omnpasumene» (aBrope
JIOKyMeHTa). B 1eBoM BepxHEM yriy, B BEpXHEM IIPaBOM
YTy WIH B LIEHTPE BEPXHEN YaCTH JIMCTA PACIIONAraeTCsl
sMmbsieMa 1 HauMeHoBaHue QupMbl. Eciiu koMmnanus
MaJIOM3BECTHA, TO YKa3bIBaeTCs NPOPHIIb €€ NesITeIbHOCTH,
Harmpumep, «ppaxt CyJ10B», «OpraHu3alus TypoB» U T.J.
Taxoke ykas3biBaeTcs aapec pupMbl, HoMepa TelaepOoHOB,
(akcoB, 3JIEKTPOHHOI MOYTHI, UHOT'/1a HA3BaHUE
oOcnykuBatomiero 6anka. MlHorna (31o gomyckaer craniapt
NCO) nns ykazanust aipecoB U TeIEPOHOB UCTIOIB3YeTCs
MECTO HaJl HIYKHUM I10JIeM OJIaHKa.

Bce ocranbHble peKBU3UTHI paCloNaraloTcsi OT TPaHUIIbI
JIeBOro NoJst, 6e3 ab3aleB, XOTs PEKBU3HT «JaTa» MOXKET
MepeMeIaThes K IpaBoMy IMOJIIO.

PexBu3ur 2 — «ccoinka» (Reference) Ha Homep nokymeHTa
JIEJIOBOTO IMApTHEPa, HA KOTOPBIM TaHHBIN JOKYMEHT
sBisercs orBeToM (Yourref.), uro ananoruuno «Ha Bamr Ne
...», U cchliKa Ha cBoi Homep (Ourref.), uTo , 10 CyTH,
SBJIAETCS HAIIUM UCXOJSIIUM PETUCTPALUOHHBIM HOMEPOM.
Ccpuika MOkeT ObITh UG POBOH, OYKBEHHOM UITN
OyKBEHHO-IIU(PPOBON. B unciie 31eMeHTOB CChITKUA MOTYT
OBITh MHUIIMAJIBI aBTOPA MUChMA, CEKpeTaps UiIu
HCIIOJIHUTEIS, TOPSAKOBBIM HOMEP JOKYMEHTA, YCIIOBHOE
0003HaUYeHNE CTPYKTYPHOTO TOApa3AesieHus, ea, (aitia.
PexBusur 3— «/[lamay yxa3pIBacTCs COINIaCHO MPUHATON B
CTpaHe ajapecata cucteme. HanexHee Bcero ykasarb YUCIIO
1 paMu, HAMMEHOBAaHHE MECSIIIa TOJTHOCTHIO B OYKBEHHOM
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dbopme u roa nudpamMu MOTHOCTHIO, Hanpumep: 15 August
2010. (Cranmapt MCO pekomenayert tak: rog, T.e. 2001-
05-23).

PexBusur 4 — «Aodpec nonyuamensa» cocTouT U3
PaCMoJI0KEHHBIX MOCTPOYHO:

- IMEHH U (haMHUITUH [TOTyJaTes;

- HAMMEHOBaHMS KOMIIaHUU;

- HOMEpa JI0Ma, YJIUIIBL;

- ropoJia, IOYTOBOT'O OKpyra (MHAEKCA);

- CTpaHBblL.

PexBusut S — «K ceedenuroy, 1iiv ykazaHue Ha
KOHKpeTHoe J1110. Vcnonb3yercs , €ciu B ajipece He
ykazaHa (aMuiIus noxydaress, ohopmisieTcs nocie
anpeca, Haripumep: Attention: Mr. P. Cooper. OtoT
PEKBU3UT HE SIBIISIETCS 0053aTeIbHBIM.

PexBu3UT 6 — «6cmynumenvnoe oopaujenue» NUILYT C
HOBOM CTPOKH , OTCTYIIUB OT aJIpeca YEThIPe MEKCTPOUHBIX
WHTEpBaJa.

JlenoBoe nmuceMo HaunMHaeTcs co cioB «Dear ...». Moryt
HCIOJIb30BAThCSA Clenytomue (hpasbl:

- DearSir — eciiu uMsi mosryyatessi HEeM3BECTHO;

- DearMadam — eciu uMs ToJTydaTesst HEM3BECTHO;

- DearMrNeit — rocrioiuHy, UMsi KOTOPOTO U3BECTHO;

- DearMrsFella — 3amy>xHeit xKeHIMHE;

- DearMissJones — He3aMy»XHEH KEHIIMHE;

- DearMsMorrison — 3aMy>KHEW WM He3aMyKHEH
KCHIIIHE.

PexBu3ut 7 - «3azono60x nucbma» ykasbiBaeTcs nocie
BCTYNUTEIBHOTO OOpalieHust 1 0003HayaeTcs:

- RE: - cokpamienue cnopa «regarding» (OTHOCUTENBHO);

- Inre: - cokpaienue coueranus «Inregardto»
(xacaTenpHO);

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

- MOTYEPKHUBAHUEM.

3aroJoBOK He ABISIETCS 00s3aTENBHBIM PEKBU3UTOM, HO €TI0
HaJIMYME OTPa)KaeT 3HaHUE OTIPABUTEIEM MTPABUI
XOPOIIETO TOHA.

PexBu3uT 8 - «Texcm»MoXeT reyaTtaThCst Kak OT TPAHULIbI
JIEBOTO TOJIsI (COBPEMEHHBII BapHUAHT), TAK U C OTCTYIIOM
Hayasa Kax10ro adb3ama — ¢ KpacHOM cTpoku
(kmaccuyeckuil BapuaHT).

A03a11bl OTAETSAIOTCS PYT OT ApYra JOMOJHUTEIbHBIM
MEXCTPOYHBIM HHTEPBAJIOM, YTO 00JIEr4aeT BOCTIPUITHE
cojiepkaHus mucbMa. Kpome Toro, OCHOBHbIE MTPEIOKEHUS
MOTYT OBITh BBIIETICHBI MIPU(TOM, TIOAUYECPKHUBAHAEM H T.JI.
Texct 00BIYHO TOJKEH yMEIaThes Ha OIHOM CTpaHuIle.
«PexBU3MT 9 — «3aknwouumenvnan popmyna
6exciueocmuy yKa3blBaeTCs Yyepes3 ABa MEKCTPOUHBIX
WHTEpBaa.

Ecnu nuceMo HaunHaercs cimoBaMu: DearMr/Mrs/Miss/Ms,
TO 3aKaH4YMBAETCs BbIpaxkeHueM: Sincerelyyours (Mckpenne
Bar).
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Ecnu B mpuBetcTBuu ciopa: DearSir/Sirs/Madam, To
okonvanue: Yoursfaithfully (mpegannsiii Bam).

MoryT Takke UCIOIb30BaTHCS CIEAYIONINE
cioBocodeTanus: Bestwishes (Hamrydinme moxenanus).
PexBu3ut 10 — «lloonucs» pacnonaraetcsi Huxe GopMyIibl
BEXJIMBOCTH. [lenaercs He MEHee AT MEKCTPOUHBIX
WHTEPBAJIOB JJIs JIMYHOW MOJIUCHU aBTopa nucbma. Huxke
MOJITMCH yKa3bIBaeTCs ee pacmudpoBka: uMs u hamuus,
Ha ClJIeJyIolel CTPOKE — JOJKHOCT JIMIIA, TIOIITUCABIIETO
JOKYMEHT. J{0JI’KHOCTh HE YKa3bIBa€TCs, ECIIM IUCHMO
MOJNKCAHO PYKOBOJUTENEM KOMIIaHHH.

[lepen nOAMUCHIO MOXKET CTOATH OTMETKA «P.p.», UTO
03HAYaeT «OT UMEHU», B TOM clly4yae, KOorJa MoA4YnHEHHbIE
IIOJNKCHIBAIOT TOKYMEHT I10 IOPYYEHHUIO PYKOBOJUTEIIS.
PexBusut 11 — « Ykazanue na npunosicenuey (€cinv oHO
€CTh) JIa€TCS B MOJHOM WIIK COKpAIICHHOW GopMme:
«Enclosure:» unn «Encl:», nanpumep: Encl: Contract No
11/Si.

PexBusur 12 — «Ykazanue na paccoinky konuity.llpu
HampasJieHuU Konui nuckMa («Carboncopy» HITH «ccy»)
HECKOJIBKUM aJipecaTtaM yKa3bIBalOT (PaMUIMU JIUL] UITU
KOMITaHUU, KOTOPBIM OTIIPABIIEHBI KOIHU.

OnucaHue MKAJbI OLleHUBAHUS:

Oyenka: 5
Huoicnuii nopoe evinonnenus 3aoanus 6 npoyenmax: 10
Onucanue xapakmepucmuxu evlnoinenus 3Hanus: OleHKa "0TINYHO" BBICTaBISETCS €CIIH 3aJaHue
BBITIOJIHEHO B MOJHOM 00BEME HJIM BBITTOTHEHO MPEUMYIIIECTBEHHO BEPHO

Oyenka: 4
Huoicnuti nopoe evinonnenus 3aoanus 6 npoyenmax.: 60
Onucanue xapaxmepucmuxu ebinoneHus snanus: OueHka "Xopomo" BICTaBISETCS €CIH
OO0JIBIIMHCTBO BOIIPOCOB PACKPHITO. BBIOPAHO BEPHOE HANpaBJICHUE JUIsl pEIIeHUs 3a/1a4

Oyenka: 3
Huoicnuii nopoe evinonnenus 3aoanus 6 npoyenmax.: S0
Onucanue xapaxmepucmuxu 6vinoaneHus snanua: OueHKa "y10BIETBOPUTEIBHO" BBICTABIIAETCS
€CJIN 3aJJaHU€E NPEUMYILIECTBEHHO BHITIOJIHEHO

KM-8. lokymeHTHpPOBaHHE TPYAOBBIX OTHOIICHHI

®opmbl peaju3anum: buners (MMCbMEHHBIH OMPOC)

Tun KOHTPOILHOr0 MeponpuaTHa: TecTupoBaHue

Bec konTpoabHoro meponpustusi B BPC: 8

Ilpoueaypa mnpoBeaeHHMs KOHTPOJBHOr0 MeponpusaTHsa: IIpoBoauTcd Ha NPAKTUYECKOM
3aHsATUM. PacuetHoe Bpems - 15 munyr. KonmuectBo BapuaHTOB - 3. Konm4ecTBO TECTOBBIX
BOIIPOCOB B BapHAHTE - 6.

KpaTlcoe CoA€cpKaHME 3alaHUA:

Pabora opueHTHpOBaHa Ha 3HAHUS BUJIOB JOKYMEHTOB, OTHOCSIIUXCS K JJOKYMEHTAIMH 10
JMYHOMY COCTaB, 1 0COOEHHOCTEHN UX 0(OpMIIEHUS
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KoHTpoJibHbIE BONIPOCHI/3aJaHUA:

3nate: IlpaBuna co3ganuss wu
obopMIICHHUST PA3JIMYHBIX BHJIOB
OpPraHU3aLMOHHOM,
pactopsIUTEIILHOMH,

UH(POPMALIMOHHO-CIIPABOYHON U
KaJIpOBOH JOKyMEHTAIH

1. K nokymeHTaMm 110 JINYHOMY COCTaBYy OTHOCATCS
a) 3asBJICHHE
6) Ilpukas
B) CnpaBKka C MecCTa KUTEIbCTBA
OtsBert: a), 0)
2.IIpukassl 10 JUYHOMY COCTAaBY XPaHATCS
a) Bmecre ¢ ApyruMu KaapoBbIMH TIOKYMEHTAMU
0) B muunom nene coTpyaHuKa
B) ['pynnupyrorcs B OTAEIBHOE AEIIO0
r) Ha pykax y cotpynHuka
OTtBeT:B)
3. TpynoBble 1OrOBOPHI U JIMUHBIE Aea pAOOTHUKOB
HMpeaNpUsATHS (KpOME PYKOBOJIUTENIEH) XpaHITCS
a)l[ToctostHHO
6) 15 ner
B) 50 ner
r) 75 ner
OtgBer:T)
4.J10KyMEHTBI, IpebsBIsieMble IPU IpHEMe Ha padoTy
a) TpynoBast KHM)KKA, TOKYMEHT, yIOCTOBEPSIIOIIHIA
JIMYHOCTh
0)TpynoBas KHMKKA, JOKYMEHT, YAOCTOBEPSIOIINN
JIMYHOCTH, IOKYMEHTBI BOUHCKOT'O yueTa, JOKYMEHT 00
o0pa30oBaHHH, CTPAXOBOE CBUAETEIHCTBO
roCy1apCTBEHHOI'O IEHCUOHHOTO CTPAaXOBaHUs
B)TpynoBas KHMKKA, JOKYMEHT, YAOCTOBEPAIOILINI
nnyHocTh, IHH, cipaBky 0 COCTOSIHUY 310pOBbs
r)TpynoBas KHUXKKa, TACTIOPT, TOKYMEHTHI
BOMHCKOT'O Y4€Ta, XapaKTePUCTHKA
OtBeTt:0)
5.Cpok XpaHEHMs IPUKA30B M0 JIUYHOMY COCTABY
a) 75 ner
0) 10 nmet
B) 25 net
OTBeT:a)

OnucaHue MKaJbI OlleHUBAHUS

Ouyenka: 5

Huoicnuii nopoe evinonnenus sadanus 6 npoyenmax: 10
Onucanue xapaxmepucmuxu ebinoneHus snanus: OueHka "oTIMYHO" BBICTABISAETCS €CIIU 3aJjaHKe
BBITIOJTHEHO B MOJTHOM 00BEME HIIH BBITTOTHEHO MPEUMYIIIECTBEHHO BEPHO

Ouyenka: 4

Huoicnuii nopoe evinonnenus sadanus 6 npoyenmax.: 60
Onucanue xapaxmepucmuxu ebinoneHus snanus: OueHkKa "Xopoo" BICTaBISIETCS €CIH
OO0JIBIIMHCTBO BOIIPOCOB PACKPHITO. BBIOPAHO BEPHOE HANpaBJICHHE JUIsl pEIIeHUs 3a/1a4

Oyenxa: 3

Huoicnuii nopoe evinonnenus sadanus 6 npoyenmax: 50
Onucanue xapaxmepucmuxu 6vinoaneHus snanusa: OueHkKa "y10BIEeTBOPUTEIBHO" BHICTABIIAETCS
€CJIM 3aJJaHue MPEUMYIIECTBEHHO BBITIOJIHEHO
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KM-9. KoMMyHUKaIlUM B yNIPaBJeHY€CKOM 1eATeJIbHOCTH

®opmbl peajau3anum: bunersl (MMCbMEHHBINA OIPOC)

Tun KOHTPOJBLHOr0 MeponpusaTusi: TecTupoBaHue

Bec koHTpobHOr0 Meponpustusi B BPC: 8

IIpoueaypa mnpoBeaeHMsI KOHTPOJIBHOr0 MeponpusatHsa: I[IpoBoauTcs Ha NpPaKTHYECKOM
3ansTuu. Pacuernoe Bpemst - 15 munyr. KommyectBo BapuantoB - 3. KoOJMYECTBO TECTOBBIX
BOIIPOCOB B BapuaHTe - 6.

KpaTlcoe CoA€cpiKaHuE 3alaHUA:
Pa6oTa OpPHUECHTHPOBAHA HAa 3HAHUA OpraHU3anuy IIpOBEACHHUA IIEPETOBOPOB ; IMIPaBUII O6H.[CHI/IH
MoCpcaACTBOM BU3UTHOH KapTO4YKH,; HAa 3HAHUW ITPABUJI BEACHUA TGHG(i)OHHLIX NeperoBopoB

KoHTposbHbIe BONPOCHI/3a1aHUA:

3uarb: [lpaBuna co3manus u 1.CranzapTHast BUSUTKA JIEJIOBOI'O YEJIOBEKA UMEET
opOpMIICHHUS Pa3TUYHBIX BHUJIOB pas3mMepsl
OpraHHU3al[IOHHOM, a) 50x90 mm.
pactopsIUTEILHOM, 0) 60x100 MMm.
MH(OPMALIMOHHO-CIIPABOYHONH U B) 40x90 MM.
KaJIpOBOI TOKYMEHTALIMH r) 50x80 mMm.
Otser: a)
2.CrnenuanbHblii CHMBOJ Ha BUSHTKE, YUTAEMbIH KaK
«To3apasisaro»
a) PP
0) PR
B) PPC
r) PF
Otger: 1)
3. MaummaTrBa 3aBepIIuTh Pa3roBop Mo TeiaeoHy
MIPUHAIICIKUT
a) TOMY, KTO HE JIIOOUT JIMIITHUX Pa3rOBOPOB;
0) Bcerzma ToMy, KTO MTO3BOHUII,
B) 3aKaHYUBAET Pa3roBOp, OTBEYAIOIINN HA 3BOHOK
OtseT: 0)
4.K crnoBecHON KOMMYHMKAIIUN OTHOCSATCS
a) Jloxmaas
0) A3bIK )xeCcTOB
B) IleperoBopsl 1o tenedony
r) E-mail
OTgerT: B)
5.IIpennoxeHne 3aKIYUTh I0TOBOP HA3bIBACTCS
a) AKnenrom
0) Odeproit
B) [IpeamOynoii
OtsBet: 0)

Onucanune MKAJbI OIICHUBAHUA:

Ouyenka: 5
Huodicnuii nopoe sévinonnenus 3aoanus 6 npoyermax: 10
Onucanue xapakmepucmuxu evinoinerus 3Hanus: OneHKa "OTINYHO" BBICTABIISETCS €CIIH 3aJaHNe
BBITIOJTHEHO B MOJIHOM 00'beMe WIIHM BBITIOTHEHO MPEUMYIIIECTBEHHO BEPHO

Ouyenka: 4
35




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 3aJ]aHuE PEUMYIIECTBEHHO BBITIOJIHEHO

KM-10. 3akoHoaaTe/ibHbIE OCHOBBI /1€J10NIPOU3BOICTBA

@opmbl peasu3anuu: bunets (MMCBMEHHBINA OITPOC)

Tun KOHTPOJIBLHOr0 MeponpusaTus: TecTupoBanue

Bec konTpoabHoro meponpusitusi B bPC: 8

IIpouenypa mnpoBegeHMs] KOHTPOJBLHOr0 MeponpusatHs: I[IpoBoauTcs Ha MNPaKTHUYECKOM
3anatuu. PacuetnHoe Bpemsi - 15 munyTt. KommuectBo BapuantoB - 3. KonmuecTBO TECTOBBIX
BOIIPOCOB B BapUaHTE - /.

Kparkoe conepxanue 3aganus:
Pabota opuenTupoBaHa Ha 3HaHUS O JOKYMEHTHUPOBAHUU U MOPsJIKE pabOThI C
KOH(HICHIIMATbHBIMU JOKYMEHTaMHU Ha OCHOBE 3aKOHO/IaTEeJIbHBIX aKTOB

KoHTpoJibHbIE BONIPOCHI/3aJaHUA:

3HaTh: 3aKOHOJATEbHbIE U JIpyTue 1.I'pud orpannuenus goctyna opopmiseTcs
HOPMATHBHBIE IIPABOBBIE  AKTHI, a) CEKPETHO
perjlaMeHTUpYIOLIe 6) CEKPETHO 5k3.Nel
MH(OPMALIOHHYIO u B) CEKPETHO
JOKYMEHTALMOHHYIO JESTEIbHOCTb rorosun M.H.Ilerpos
OpraHu3anuu r) «CEKPETHO»

OtseT: 0)

2.CTeneHp CEKPETHOCTH CBEJICHU YCTAaHOBJICHA B
CIIEQYIOIEM M3 YKa3aHHBIX HOPMAaTHBHBIX aKTaX:

a) ®exnepanbHblil 3ak0H «O06 nHGOpManyH,
nHGOpPMATU3ALUH U 3alIUTe UHPOPMALITN

0) 3akon Poccutiickoii ®deneparuu «O
rOCyJ1apCTBEHHOW TalHE

B) Ilepedennp cBeeHUM, OTHECEHHBIX K
rOCyJIapCTBEHHON TaliHE, ONPEIEICHHBIN YKa30M
[Ipesunenrta Poccniickoit denepanun
OtseT: 0)
3.Ileyaranue nokymeHToB ¢ rpudom «KT»
IIPOU3BOJIUTCS

a) B cTpykTypHBIX Moapa3ieneHnusx

6) LlenTpann30BaHHO, B CIIELUAIBHO OTBEJCHHOM
MTOMEILEHU N

B) B cekperapuare
OtBeT:0)
4.IIpu paboTte ¢ TOKYMEHTaMH, UMEIOIIUMHU TPUP
«Kommepueckas TaiiHa», CBeIEHUSI O HUX BHOCSATCS

a) B Xypnan peructpanuu JOKYMEHTOB ¢ TpU(pOM
«KomMmmepueckast TaitHay
0) B o6mwuii XKypHais perucrpannu 10KyMEHTOB

OtBert:a)
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5.I'pud xoHDUAEHITNATEHOCTH
a) He npenycmotrpen I'OCTom P 7.0.97-2016
0) Ilpenycmorpen I'OCTom P 7.0.97-2016
OtBer: 0)
6.Cornacno ®enepaibHOMY 3aKOHY «O

rOCyJIapCTBEHHOM TalHE» MOJJIEKAT 3aCEKPEUNBAHUIO

CJIEIYIOLINE CBEICHUS
a) CBenieHUsI B BOGHHOM OOJIaCTH.
0) O upe3BbIYANHBIX TPOUCIIESCTBUSX U

KaracTpodax, yrpokarmux 0e30MacHOCTH TpaxKIaH, a

TaK)X€ O CTUXMHHBIX OCICTBUSAX M UX ITPOTHO3aX.

B) O COCTOSIHMM 5KOJIOTUH, 3PABOOXPAHEHMS,
nemMorpadun, CAaHUTapUH, KyJIbTYPhl, 00pa30BaHMs,
CEIIbCKOI'0 XO035MCTBA.

r) CBeneHus B 00J1aCTH pa3Be0BaTEIIbHOM,
KOHTppa3Be10BaATEIbHOMN I€ATEIbHOCTH.

n) CBeneHUs O BHEITHENOJIUTHYSCKOU U
BHCIIHEOKOHOMHUYECCKOM IEATECIILHOCTH; CBESACHHS O
(bVMHAHCOBOM TOJUTHKE B OTHOIICHUH JPYTUX
rocynapcTB (KpoMe BHEIIL. 33JJOJKEHHOCTH); O
(hMHAHCOBOM, JICHSKHO-KPEAUTHON JICITCITLHOCTH;
OtBert:a), 1), 1)

Onucanne MKAJbI OIICHUBAHUS

Ouyenka: 5

Huorcnuii nopoe evinonnenus 3aoanus 6 npoyenmax: 10
Onucanue xapakmepucmuxu evlnoinerus 3Hanus: O1eHKa "OTINYHO" BBICTABIISIETCS €CJIM 3aJaHIe
BBITIOJTHEHO B MOJIHOM 00'beMe WIIH BBITIOTHEHO MPEUMYIIIECTBEHHO BEPHO

Ouyenka: 4

Huoicnuii nopoz evinonnenus sadanus 6 npoyenmax.: 60

Onucanue xapaxmepucmuxu evlnonenus 3Hanus: OLeHKa "X0opoIIo" BEICTaBISETCS €CITN

OOJIBIIIMHCTBO BOIIPOCOB PACKPBITO. BBI6paHO BCEPHOC HAITPABJICHUC JIA pCIICHUS 3a1a4

Oyenka: 3

Huodienuii nopoe sévinonnenus 3adanus 6 npoyermax: 50
Onucanue xapakxmepucmuxu evinoaneHus snanus: OueHka "y10BIeTBOPUTENIBHO" BHICTABIISAETCS
€CJIN 3aJJaHU€E NIPEUMYILIECTBEHHO BBITIOJIHEHO
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COJIEPKAHUE OIIEHOYHBIX CPEJICTB ITIPOMEXXYTOUYHOM 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 komnemenyuii/uHOUKAMOPO8 U KOHMPOILHBIX 60NPOCOE NPOGEPKU PE3YTbM AN 08
0C6OCHUA OUCUUNIUHBL

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.AaroputM o0pabOTKU BXOISAIINX JOKYMEHTOB.
3.BusutHas kaprouka. OCHOBHBIE TpeOOBaHUS K €€ OPOPMIICHHIO U UCTIOIb30BaHUIO.
4.IloaroToBKa JOKYMEHTOB K apXUBHOMY XPaHEHHUIO.
5.0cHOBHBIE 00513aHHOCTH OPUC-MEHEIKEpPa.

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 MMHCEM.

11.0cobenHOCTH pabOTHI ¢ JOKYMEHTaMH OIPaHUYEHHOTO JI0CTYTIa

12.IoKyMEeHTBI TUYHOTO MpoucxoxaeHus. Odopmiienne peroMe U aBToonorpadpuu.

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

yIpaBICHHUS:

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

BepHbiii 0TBeT: B)
2.Cnoco® mepenauyu JOKYMEHTA /ISl TOr0, YTOObI OH MUMEI MOJIHYI0 I0PUINYECKYIO CUITY
OtBeThI:
a) o (axcy 0) 1o PAEKTPOHHOM MOYTE B) MO TeNaedOHY T') O MOYTE
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, cripaBa 15 mm, cieBa 30 MM 1)
Cgepxy 25 MM, cHU3Y 25 MM, ciipaBa 25 MM, cieBa 25 MM
Bepuslii oTBeT: 0)
4. Homep ctpanuisl Ha fokyMeHTe B coorBercTBuM ¢ 'OCT P 7.0.97-2016 ctaButcst
OtBeThI:
a) BHM3Y cjeBa 0) BHU3Y B IIGHTPE B) BBEpX CJieBa I') BBEPXY B ILIEHTpE
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Bepnrliii oTBeT: T)
5. Kak nomxHa ObITh 0OpMIIEHA MOJIHUCH, €CIIU 3aMECTUTENh PYKOBOAUTENS OpraHu3aluu
MMeEET MPaBo MOJIMUCHIBATH TOKYMEHTBI BMECTO PYKOBOAUTEIISA B CIIy4ae €ro BPeMEHHOTO

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

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

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

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

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

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

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

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

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

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

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

BepHnpriii oTBeT: a)
11.BriGepute paBUILHBIN BapuaHT ohopmMieHus pekBu3uTa «[ pud yTBepKIeHus», KOTraa
YTBEP)KJICHHUE MPOUCXOUT AOKHOCTHBIM JTUIIOM

OTBeThI:
a) YTBEPXJIAIO Iupextop AO «ITunor» [loamuce A.B. Iletpos 23.09.2019 0)
Yreepxkaato upexkrop AO «[Tunmot» [Toanmuces 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 JIOKYMEHT 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 ABYMSI OpraHU3alUsIMU, 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
BepHblii 0TBET: 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 MPAKTUUECKUX PELICHHI

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

II1. Ilpaguna évicmasnenun umo2060i OUEeHKU no Kypcy

Onenka ompenensieTcss B cOOTBETCTBUM ¢ [lonoxkeHnem o OalIbHO-PEHTHHIOBOM CHCTEME AJIS
crtynento HUY «MOW» Ha OCHOBaHMHM CEMECTPOBOM U aTTECTALMOHHOMN COCTABIISIOIINX.
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