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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. lenonpou3BOACTBO B yIipaBieHYeCKOH nesrenbHocTH (TecTupoBanue)
2. lestenbHOCTB O(uc-MeHepkepa B opranuzanuu (TectupoBaHue)
3. JlokyMeHTHpOBaHUE TPYI0BBIX oTHOIIEHUH. (TecTupoBanue)
4. 3akoHo1aTeNbHbIE OCHOBHI Jesionpou3BoacTBa (TectupoBanue)
5. UndpopmanimoHHo-cripaBo4Hble T0KyMeHTHI (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 ynpaBneHuecknx qokyMeHToB (KoHTposisHas pabora)

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
JUCIUILINHE

OIIK-5 N-1lonk-s Hcnonp3yet | 3HaTh: HestenbHOCTh 0uc-MeHeKepa B oprauu3anuu (TecTupoBaHue)
COBpPEMEHHBIE CoBpemeHHbIe TeXHONIOTUN | J[eonpou3BOACTBO B YIIPaBIEHYECKOU nesiTenbHOCTH (TecTrupoBaHue)
UH(POPMALOHHEIE OpraHu3anuu PexBusutel ynpasneHueckux okymeHToB (KoHTponbHas padboTa)
TEXHOJIOTHH U | JOKYMEHTO0OOpoTa Opranu3zanus padoTsl ¢ fokymentamu (TectupoBanue)
IIPOrpaMMHBIE CPEJICTBA AJIs | MIPEANPUATHH U Opranu3alOHHO-PACIIOPAIUTENbHbBIE TOKYMEHTHI (TecTupoBaHue)
XpaHeHwus, 00paboTKH, | OpraHu3aIuii Nudopmannonno-cnpaBounsie fokyMeHThI (TectupoBanue)

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

Hatitu ommbku B tokymente (KortpoinbHas pabora)
JlokyMeHTupOBaHKe TPYA0BbIX oTHouIeHui. (TectupoBanue)
KomMyHuKkanuu B ynpasiieHuecKoi aesitenibHOCTH (TectupoBaHnue)
3akoHOaTeIbHbIE OCHOBHI Jenonpoun3BojacTBa (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 KOHTPOJHLHOr0 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 OpraHu3aln, 3HaHHUEC q)YHKHI/IOHaHBHBIX 00s3aHHOCTEN O(i)PIC'MCHCI[)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. [les10n1pou3B0OACTBO B YIIPABJIE€HYECKOM 1eTeIbHOCTH

®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 BapuaHTe - 12.

KpaTKOC CoA€cpKaHMuE 3alaHUA:
Pabora OpPUCHTHPOBAHA HA 3HAHUC OCHOBHBIX MOHSATHUH U onpe,ueneHI/Iﬁ B 00J1acTH
ACJIOIPOU3BOJACTBA; HA 3HAHUC ITPaBUJI O(l)OpMJ'IeHI/Iﬂ PEKBU3UTOB NOKYMCHTOB; HAa 3HAHUC
OCHOBHBIX OHepaI_[I/II\/'I mnmpormnecca 06pa6OTKI/I BXOOAIIUX U UCXOOAIINX JOKYMCHTOB,
CUCTEMATU3alUMU €I U ITIOATOTOBKHU €I K apXHBHOMY XPaHCHUIO

KoHTpoJibHBIC BONIPOCHI/3aJaHHA:

3uatb: OcHOBHBIE TpeOOBaHUS K 1.0npenenute, Kakoil poJl AESITEILHOCTHU SBIISIETCS
o(opmIIeHHIO YIPaBIEHYECKUX JOKYMEHTAIIMOHHBIM 00€CII€YeHUEM YIIPABICHUS:
JIOKYMEHTOB a) paboTa ¢ ucXosIIel JoOKyMeHTaluen

0) paboTta ¢ BXozsIel ToKyMeHTauen

B) JI€JIONPOU3BOICTBO

I') apXMBHOE XpaHEHHE JOKYMEHTOB
OtBeT:B)
2.Kak nomxHa O6bITh 0opMIIeHa MTOAMUCH, €CIIN
3aMEeCTUTENb PYKOBOJUTENSI OpraHU3ali UMEET MPaBo
MIO/NNCHIBATh JOKYMEHTHI BMECTO PYKOBOAUTENS B
CJIy4ae ero BpeMEHHOTO OTCYTCTBHS?

a) ['enepanbHbIil AMPEKTOP

ITonmuce JI. 1. Canxos

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

B) M.0. reHepaisbHOro AUpeKTopa
Iloamuce O.I1. Peme3oB
OtBer:0)

3.JIokyMeHT mpecTaBiIsieT CO00it




a) PexBu3ut noxkymeHTa

0) bnank nokymeHTa

B) 3a(hUKCHPOBAaHHYIO HA MAaTEPUATILHOM HOCHUTEIE
uH(pOpMAIIHIO

r) CTaThl0 XXypHaja
OrtgerT: B)
4.Bri6epuTe paBUIIbLHBIN c1oco0 oGopMiIeHUS AaThl
MIPY PETHCTPAINH MMChMa WK TTPHKa3a

a) 14.12.2019

0) 14.12.19

B) 14.12.2019 r.
OtBerT:a)
5.Kaxkoit BapuanT opopMiICHUSI OTMETKH O HATUYUHT
MIPUJIOKECHHUS B COTIPOBOIUTEIIFHOM THUCHME SIBJISICTCS
MpaBUWIbHBIM?

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

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

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

3narb: COBpEMEHHbIE TEXHOJIOTUU 1.JIoKyMEeHT, HE OTHOCALIUICS K BHYTPEHHEH
OpraHu3aluy  JIOKyMEHTO000poTa OpPraHU3aLMOHHO-PACIIOPSAAUTEIbHON JOKYMEHTAUU
IPEANPUATHI U OPraHU3aUN a)  yCTaB HPEAIPUATHUS
0) mnpuKa3 10 OCHOBHOM JI€ATEIbHOCTU
B) yKa3
I) pacHopsbKeHHue
OtgerT: B)
2. JIOKYMEHT, OTHOCSIIUICS K BHEIIHEH
pacnopsAIUTENbHON JOKYMEHTALIUU
a) HMHCTPYKLHMOHHOE IMHMChMO HAJIOTOBOT'O OpraHa
0) TPOTOKOJ COOpaHUS aAKITMOHEPOB
B) TapaHTHIHOE MUCbMO
r) JIOTOBOp O COTPYAHUYECTBE
OTBeT:a)

OnucaHue MKaJbI OlleHUBAHUS:

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

Oyenka: 4
Huorcnuii nopoe evinonnenus 3adanus 6 npoyenmax. 60
Onucanue xapaxmepucmuxu evinoneHus snanus: OueHkKa "XopoIo" BEICTABISIETCS €CIH
OOJIBIIMHCTBO BOIPOCOB PACKPHITO. BEIOPAHO BEPHOE HAMPABICHHUE JUISI PEIICHUS 32,124

Oyenxa: 3
Huorcnuii nopoe evinonnenus 3adanus 6 npoyenmax. 50
Onucanue xapaxmepucmuxu evinoineHus sHanus: OneHka "yI0BIEeTBOPUTENIBHO" BEICTABIIAETCS
€CITM 3aJJaHue MPEUMYIIECTBEHHO BBITIOJTHEHO

KM-3. PekBH3UTHI yIPaBJeHYeCKHX TOKYMEHTOB

®opmbl peajusanum: buners (MMCbMEHHBIH OMPOC)




Tun KoHTpPoAbHOTr0 MeponpusitTus: KonrponsHas padora

Bec konTpoabHoro meponpusitusi B BPC: 16

IIpouenypa mnpoBegeHMs] KOHTPOJBLHOr0 Meponpusatus: I[IpoBoauTcs Ha MNPaKTHUYECKOM
3ansaTud. PacdyetHoe Bpems - 45 munyt. KonmuectBo BapuantoB - 7. KoimuecTBO BONpPOCOB B

BapuaHTe - 2.

KpaTkoe conep:kanue 3a1aHusi:

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

KoHTposibHbIe BONPOCHI/3aJaHUA:

YMmers:  OcymecTBiarh  cOop,
00paboTKy M aHanu3 uHpOpMaUU
B COOTBETCTBHHM C TpeOOBaHUSIMU

KpaTKOCTH, YETKOCTH
(bopMyITUPOBOK, CBOEBPEMEHHOCTH
MOCTYIIJICHUS, TOYHOCTHU u

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

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

1. Onumure npasuiia 0HOpMIIEHUS CIEAYIOIINUX
PEKBU3UTOB:

Ne 11, Ne 19, Ne 26.

2. Kakoii n3 yka3aHHBIX PEKBH3UTOB XapaKTEPEH TOIBKO
U1 OJ1aHKa CTaHJapPTHBIX MHUceM?

1. CnpaBouHble JaHHBIE 00 OpraHU3aLUuu

2. Kox ¢popmbl mokymeHTa

3. HaumeHoBaHue BUJIa TOKYMEHTA

Otger: 1. PekBu3ur 11 Perucrpanuonnblii Homep
AOKyYMEHTAa

IIPUCBAaUBAETCs JOKYMEHTY IIPH PETUCTPALH ,
u¢poBoe WM OYKBEHHO-IIU(PPOBOE 0003HAYCHHE.
Haznauenue- uaeHTudUKaMs JOKYMEHTa

[Ipumep:

1)uudposoit

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

2)0yKBEeHHO-LIU(POBOIA

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

Ne 66-®3( 66-nopsaKoBeIif HOMep, D3- nepBbIe OYKBbI
HaUMEHOBAaHMs BUJA JOKYMEHTA)

Ecnu nokyMeHT cocTaBiieH COBMECTHO IBYMsI U Ooiiee
OpraHu3alUsAMHU, IPEACTABISAIOTCS HOMEPa JOKYMEHTOB,
MIPUCBOEHHBIE KaXKI0M OpraHu3aluu, OTAEISI0TCS APYT
OT Jpyra KOCOW 4epTOU U MPOCTABJISAIOTCS B IOPSAKE
yKa3aHus aBTOPOB B 3ar0JIOBOYHOM 4acTH JOKyMeHTa Ne
66-25/66-35

[Tonoxenue Ha OIaHKe: PSAOM C AATOM OT JIEBOTO Kpas ,
1100 Ha OJHOH ¢ HEel CTPOKe OT MPaBoOro Kpas
PexBu3zut 19 OT™MeTKa 0 NPHJIOKEHUH

-CBEJIEHUS O IOKYMEHTE, IIPUJIaraéMbIX K OCHOBHOMY
JIOKYMEHTY WUJIM O TOM , UTO IOKYMEHT SIBJII€TCS
MIPUJIOKEHUEM K OCHOBHOMY JOKYMEHTY

[Tpumep:

1) Ilpunoxenwue: 1. CMCOK NPUCYTCTBYIOUIUX HA
cobpanuu Ha 1 11. B 1 9K3.

2. Jloxsag 1upeKkTopa No MapKeTUHIy Ha 2 1. B 1

10




9K3.(Ha3BaHHE JOKYMEHTA, KOJIMYECTBO JINCTOB U
9K3EMILISIPOB)

(ecnu mpuUIIOKEHUE HE HA3BAHO B TEKCTE UITU
MIPUIOKEHUH HECKOJIBKO)

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

(ecnu NpUIIOKEHUE HA3BAHO B TEKCTE)

3) Ilpunoxenue:

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

HAKOIUTEJIEM yKa3bIBalOTCS HAUMEHOBaHUS JOKYMEHTOB,
3alMCaHHBIX HA HETO)

( ecnu mpuUIIOKEHHE SBIIAETCS AIEKTPOHHBIM HOCUTEIIEM)
4) Tlpunoxenue Ne 2
K pacnopsibkeHruo Mepa MockBbI
otT 16.03.2021 Ne 6
(Ha MepBOM JIUCTE JOKYMEHTA MIPUJIOKEHHUS B IPABOM
BEPXHEM YTI1y)

IIpYU YIIOMMHAHUU B TeKcTe (mpuioxeHneNe2)
(npuoXkeHue B pacOPSAUTENbHBIX JOKYMEHTAX -
pELIeHUsX, IPUKa3ax, paCHOPSKEHHSIX )

5) TlIpunoxenue: Torosop ot 13.03.2021 Ne 4 u
MIPUJIOKEHNE K HEMY, BCEro Ha 3 J1.

(ecnu MpUIIOKEHUE UMEET MPHUIIOKEHHUE)

[Tono>xeHre B JOKYMEHTE: OT IT'PaHULIbl JIEBOTO I10JIs
BHU3Y , HaJl ®MO u noanuceto , 1100 yKa3bIBaeTCs B
TEKCTE JOKyMEHTa

PexBu3ut 26. OT™MeTKA 0 32aBEepEHUH KONMHU
JUISL TIOATBEPKIECHUS COOTBETCTBUS KOIIMU TOKyMEHTa
MOJUTMHHUKY
[Tpumep:

BepHao
Wucnexrop cinyx0b1 nepconana [loamucy A.C.

CmupHOBa
13.03.2021
(«BepHO» HaMMEHOBAaHHUE JIOJKHOCTH JIMILIA,
3aBEpUBILIET0 KOMUIO, MOAMKUCH, paciin(poBKa MOJIUCH,
JlaTa 3aBepeHus)

MOJKET JOIOJIHATCS HAAMUCHIO O MECTE XpaHEHUs
JOKYMEHTa , C KOTOPOTro Obl1a M3rOTOBJIEHA KOIUSI, €CIIN
KOIUS BBIIAETCS JJIsl IPEJICTaBICHUS B IPYTYIO

OpraHU3aIHIo
[Tonoxxenue Ha OIaHKe: O] PEKBU3UTOM «IIOITUCH
2. 1. CnpaBouHble JaHHBIE 00 OpraHU3aluu

2. KOHTPOJIbHAS PABOTA Ne 1 «<PEKBU3UTbI»
BAPHUAHT Ne 6

1. OnumuTe npaBuia ohOpMIICHHS CIEAYIOLUINX
PEKBU3UTOB:

Ne 5, Ne 20, Ne 30.

2. HoMep cTpaHHIIbI HAHOCUTCS HA...
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1. BepxHeM I1oJie JINCTa ocepeiInHe
2. HIDKHEM TOJIe JINCTA MOCEPEIUHE
3. BEpXHEM WJIM HUYKHEM I10JI€ JIUCTA B [IPABOM YTIIy.

Otser: 1. PexkBu3uT 5

HazBanue : HaumenoBanue opranuzamnuu

[Tonoxxenue Ha OJaHKe : pacnoiaraeTcs HUXe SMOIeMbl
OT JIEBOTO T0JIsA, TUOO 10 LEHTPY

CocTtaB uH(pOpMAaIIH: TOJKHO COOTBETCTBOBATD
HAaMMEHOBAHUIO FOPUIMYECKOTO JIMIA, 3AKPENIJIEHHOMY B
€ro YUpeIuTeNIbHbIX JOKYMEHTaxX (ycTaBe Win
TMOJIOKEHHUH).

OcoGenHoctr 0POPMIICHHUS : TTOJI HAUMEHOBAHHUEM
OpraHM3aIfK B CKOOKaX YKa3bIBa€TCsl COKPAIICHHOE
HaVMEHOBAHHUE OPraHU3aLUU, €CJIU OHO IIPEAYCMOTPEHO
ycTaBoM (mojoxkenuem). Hag HaumeHnoBanuem
OpraHu3ally - aBTOpa JOKYMEHTA YKa3bIBA€TCs MOJIHOE
WJTU COKpPAIlIEHHOE HAUMEHOBAHHE BBILIIECTOSIIICH
OopraHusanuu (Ipyu ee HAIUYUN).

ITpumep:

Pocapxus

®denepanbHOe Or0KETHOE yupexaeHue "Beepoccuiickuii
Hay4HO-UCCJIEA0BATEIbCKUNA HHCTUTYT
JOKYMEHTOBEJCHUS U apXUBHOIO Jena"

(BHUMOAL)

PexBusur 20

Hazpanwe : ['pu¢ cornacoBanus qokymeHTa
[Tonoxenne Ha OIaHKE : HAa TIOCIETHEM JICTE JTOKyMEHTA
0] TEKCTOM

CocraB uH(pOpMaILINH : POCTABIISIETCS HA TOKYMEHTAX,
COTJIACOBAaHHBIX OpraHAMHU BIACTH, OpraHU3aIUsIMH,
JOJKHOCTHBIMH JTHITAMH.

OcoOenHocTr OPOPMIICHHUS : COCTOUT U3 CIIOBA
COT'JTACOBAHO, nomxHOCTH JULa, KOTOPHIM
COTJIACOBaH JOKYMEHT (BKJIIOYasi HANMEHOBAHHE
OpTaHU3aINH), €Tr0 COOCTBEHHOPYYHOW TOJIITHCH,
WHUIUANOB, (aMUINHU, TaThl COTTIACOBAHMUS.

IIpumep:

COI'JTACOBAHO

Hupextop BHUMIA L

(moamuce) N.O. Gamunus

[Hara

Ecnu cornacoBanue ocymiecTBIsSETCS KOJUIETHATBHBIM
OpraHoM, B Tpu(e COTIacOBaHUs YKa3bIBAIOT CBEICHUS
00 opraHe, COIJIaCOBaBIIIEM JOKYMEHT, J1aTe€ U HOMEpe
MPOTOKOJIA, B KOTOPOM 3a()UKCUPOBAHO PEIICHUE O
cornacoBanuu. Eciin cornacoBanue ocyIiecTBiIsieTcs
MTUCHMOM, YKa3bIBAIOT BUJ] IOKYMEHTA, OPTaHU3AIIHIO -
aBTOpa JOKYMEHTa, JaTy U HOMEp MHUChMa.

[Ipumepsr :

1)
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COTI'JTACOBAHO

CoBeToM JUpPEKTOPOB

AO "IIpoduip"

(TpoTOKOT OT N_)

2) COI'JTACOBAHO

nuceMoM PocapxuBa

oT N

[Tpumeuanus : rpud MOKET MPOCTABIATHCSIHA IEPBOM
JUCTE TOKyMEHTA (eclii JOKYMEHT UMEET TUTYJIbHBIN
JIMCT, - Ha TUTYJIBHOM JIMCTE) B JIEBOM BEPXHEM YTy Ha
ypOBHE rpuda yTBEep:KIECHHUS WIH 0] HAUMEHOBAHHEM
JOKyMEHTa OJIMKe K HIDKHEMY TI0JTI0); Ha JIUCTE
COTJIACOBaHUS, SIBJISIONIEMCS] HEOThEMJIEMON YacThIO
JOKYMEHTA.

PeBusut 30.

Ha3Banue : OTMeTKa O HaNpaBJI€HUU JOKYMEHTA B JEIJI0
[onoxenne Ha Gmanke : Opopmisiercs B IpaBoi
HIDKHEW 4aCTH JIOKYMEHTa

CocTtaB uH(pOpMAIH : OMPEENIIeT MECTO XPAaHEHUS
JIOKYMEHTA TI0CIIE 3aBEPILICHUs pabOThl C HUM
OcoOenHocty oopmIIeHHUS : BKIItOUaeT: cioBa "B neno",
MHJIEKC JieJIa 10 HOMEHKJIaType JIeJl, B KOTOpoe
IOMENIaeTCs JOKYMEHT Ha XpaHEHUE, C yKa3aHUEM IoJa,
JOJHKHOCTH JIMIA, 0()OPMHUBILIETO OTMETKY, TIOJIITUCH,
nmatel. B nemo N 01-18 3a 2016 r. 3aB. oTneinoM
KoprnopaTtuBHbIX poekToB [loanucek lara OT™meTKa 0
HaIpaBJIEHUN JOKYMEHTA B JEJI0 MOKET JOMOIHATHCS
KPaTKUMU CBEJICHUSMH O XapaKTepe UCTIOTHEHUS
JIOKYMEHTA.

[IpuMeuanus : MPOCTABIISIETCS HCTIOTHUTEIIEM,
YKa3aHHBIM B PE30JIIOLIMH WA HaYaIbHUKOM
CTPYKTYPHOTO ToJipa3fiesieHus (B ClIydae OTCYTCTBHS
TJIaBHOTO UCTIOJTHUTEIS).

[Tpumep:

B nemo N 01-18 3a 2016 1.

3aB. OTJIETIOM KOPIIOPATUBHBIX MPOEKTOB

IToamuce Jara

2. Homep cTpaHMIIbI HAHOCUTCS HA...
1. BepxHEM I10JI€ JIUCTA NOCEPEANHE

3. KOHTPOJIBHAS PABOTA Ne 1 «PEKBU3UTDBI»
BAPHUAHT Ne 7

1. OnumuTe mpaBuia ohOPMIICHHS CIEAYIOUTINX
PEKBU3HTOB:

Ne 4, No 17, Ne 27.

2. B xakoli mocienoBareaIbHOCTH JODKHEI ObITh
pacmooKeHbl HANMEHOBAaHMSI B OJIaHKe MUChbMa (hruuana
a?

1. OTKpBITOE aKIIMOHEPHOE OOIIECTBO
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2. (OAO «CubnedTb»)
3. @unuan B r. XaHTbl-MaHCHIICK
4. Hedrsanas kommanust «CHOHEDTHY.

Otgert: 1. PexkBusur 04 - Koa ¢gopmbl JokyMeHTa
IToJs10:xenne Ha O1aHKe - Pacnionaraercs B paBoM
BEPXHEM Y1y pabodero moisi J0KyMeHTa

CocraB undopmanuu - [Ipocrasmnsercs Ha
YHU(UIUPOBaHHBIX (pOpMax JOKYMEHTOB B
cooTBeTcTBUH ¢ OOLIEPOCCUIICKUM KIIAaCCH(PHUKATOPOM
ynpasienueckoit fokymentanuu (OKY 1) nim
JOKaJbHBIM KJIACCH(PHUKATOPOM

OcobennocTu opopmiieHus:

Cocrout u3 cinoB "®opma 110" (HaMMEeHOBaHUE
Kiaccudukaropa) u nudppoBoro Koja.

[Ipumep - ®opma no OKVY ] 0211151

PexBu3ur 17 -3aroJjioBoK K TEKCTy

IMoJo:xxenne Ha Gianke - Odopmisiercs oz
pexBusutamu Onanka (10,11,12,13) cneBa, OT rpaHUILIbI
JeBoro nojis. B yka3ax, HOCTaHOBJIEHUSX, PELICHUSAX,
MIPUKa3ax, U3/1aBa€MbIX OpraHaMH BJIACTH, 3aT0JIOBOK K
TEKCTY MOXKeT 0(pOPMIIATHCS HaJl TEKCTOM IOCepeNHE
paboyero nosst JOKyMEHTa U LIEHTPUPYETCs
OTHOCHUTEJIBHO CaMOM JJIMHHOM CTPOKHU.

Cocras uH(popmanum - KpaTKOe cofepKaHHUE
JOKYMEHTa

OcobennocTu oopmiienus:

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

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

- mpuka3 (0 yem?) 00 yTBEep:KJIEHHUH ITaTHOTO
pacnucaHus;

- MUCHMO (0 ueM?) 0 Mpel0CTaBICHUU HH(POPMAIUH.
IIpumeuyanus - 3aroJl0OBOK K TEKCTY MOKET HE
COCTaBIIATBCS, €CIIU TEKCT JOKYMEHTA HE MPEBHIIIACT 4 -
5 cTpok

PexBusur 27 - OT™MeTKA 0 NOCTYIVICHUH
IoJsio:kenne Ha O1anke - OdopMisieTcst B IpaBOM
HIDKHEM YTITy

CocraB undopmanuu - CiryXuT 1J1s1 TOATBEPKICHUS
(akTa MoCTyIIeHUsI JOKYMEHTa B OPraHU3aI1I0
Ocobennoctu oopmiieHus:

Bxumroudaer: cioBo "BepHo"; HaMMEHOBaHUE IOJKHOCTH
JIU1A, 3aBEPUBILET0 KOMUIO; €ro COOCTBEHHOPYUYHYIO
MOJIMTUCh; PAaCIIM(PPOBKY MOAMUCH (MHUIIAAIIBI,
(dbamMunnio); naTy 3aBepeHust KOMUH (BBITUCKU U3
JIOKYMEHTA).

Bepno Uncnekrop ciayx6s!1 kaapos [loanuce 1.0.
®amunug Jlara

IMpumeyanus - OTMETKA O TOCTYIUICHUU JOKYMEHTA
MO>KET IPOCTABIISITHCSI C TOMOLIBIO NITAMIIA.

14




2. 1,4,23.

YMmeth: paboTaTh ¢ HHpOpMaIUEH,
IPEJOCTABIATE €€ B YAOOHOM JUIs
BOCIIPHSITHS BUJIC

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

1. Onumute npaBuia oGOpMIICHHS CIEAYIOLUINX
PEKBH3UTOB:

Ne 9, No 15, Ne 21

2. Kakue ycTaHOBIICHBI CTaHAAPTHBIC ()OPMBI OJTAHKOB
JIOKYMEHTOB?

1. Adu A5

2.A5SuA3

3. Tonbko A4.

Otsert: 1. PekBu3ut Ne 9

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

JlaHHBIN PEKBU3UT yKa3bIBA€TCA HA BCEX JTOKYMEHTaXx 3a
HCKJIFOUEHHUEM JIETOBbIX (CIIy>)KEOHBIX) MMCEM U IUILETCH,
KaK MpaBUIIO, 3aTIaBHBIMU OYKBaMH.

Pocapxus

®denepanbHOE OIOIKETHOE YUPEKICHHUE
"Bcepoccuiickuii Hay4HO-UCCIIEI0BATEIbCKUI HHCTUTYT
LIBETOBOJCTBA"

(Buuu HIT)

ITPUKA3

PexBusur NelS.
HasBanune pexBusnra- agpecar
PexBusnt BKIItOUaeT:

HaumeHoBaHue opraHu3anuy B MUMEHUTEIbHOM
MaJexKe

HaumeHoBaHME CTPYKTYPHOTO OAPA3ACICHUS B
MMEHUTEJIBHOM Ma/Iexke

JloIKHOCTB, MHUIMAIB U (PAMUJIMIO B JATETHHOM
najiexe

ITouToBBIl agpec
PacrnionoxeHne pekBuU3nTa: MPOCTABISIETCS B BEpXHEH
MpaBoil yacTH JOKyMeHTa (Ha OJaHKe C YTJIOBBIM
PacrojoKeHUEM PEKBU3UTOB) UJIH CIIpaBa Mo
pEeKBU3UTAMH OJIaHKa (TP MIPOAOIBHOM PaCIONIOKEHUH
PEKBHU3UTOB OJIaHKA).
Hcnonb3yercst npu 0pOopMICHUH JETOBBIX (CITYKEOHBIX)
M1ceM, BHYTPEHHUX MHPOPMAIIMOHHO-CIPABOYHBIX
JTOKyMeHTOB. Tak jxe nepea hamuineil 10JKHOCTHOTO
JIMIIA JIOMYCKAETCs yIOTPeOIATh COKpareHue "r-Hy"
(rocrioiuHy), eciu ajpecar MyXX4uHa, win "r-xe"
(rocmoxe), eciu agpecaT KeHIIHA.
IIpumep:
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00O «JIaBuna»
HavaneHuky oT/enna mpojaax
r-uy Ilerposy M.A.

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

PexBuzut Ne21

Ha3zBanue pexBusuTa: Bu3a.

Pacrnionoxxenue: B JOKyMEHTaX, MOATUHHUKN KOTOPBIX
XpaHATCS B OpraHU3aIliK, BU3bI IPOCTABIISIOT HA
MOCIIEIHEM JIUCTE TOKYMEHTa MOJ1 MOAMKUCKHIO, Ha
000pOTe MOCIIEAHETO JIUCTA MOTMHHUKA JTOKYMEHTA UIIH
Ha JINCTE COTIACOBAHUS (BU3UPOBAHUSA), IPUIAraeMoOM K
JOKYMEHTY. B HCXOoIsX JOKYMEHTaX BH3BI
MIPOCTABJISIOTCS Ha 9K3EMIUISIpax TOKYMEHTOB,
MTOMENIAEMBIX B JIEJIO.

Bu3za cBueTeNnbCTBYET O COTJIACHH WITH HECOTJIACHH
paboTHUKA C coAepKaHUEM MPOEKTa TOKyMeHTa. Buzoi
oopmIsieTcss BHyTpEeHHEE COTIIaCOBaHHE JOKYMEHTA.
Bu3za BkiIt09aeT JOMKHOCTS JIMIA, BUBUPYIOILIETO
JOKYMEHT, TOJIITUCH, paciiiu(pOBKY IMOAHCH
(uHMLIMATBL, (AMUIIHIO) U AaTy BU3UPOBAHUS

[Ipumep:

3aB. OTZIEJIOM KaJIpoB

[Tognuce A.B.I'epacumos

15.09.2021

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

3amMeuaHusi IPUIIAraoTCs

3aB. OTAEJIOM KaJpOB

[Tognuce A.B.I'epacumoB

15.09.2021

2. Kakue ycTaHOBJIEHBI CTaHIapTHBIE GOPMBI

0JIAaHKOB JOKYMEHTOB?
1. A4 u AS

2. KOHTPOJIBHAS PABOTA Ne 1 «PEKBU3UTDBI»
BAPUAHT Ne 3

1. OnumuTe mpaBuia oGOPMIICHHS CIEAYIONTINX
PEKBH3UTOB:

Ne 10, Ne 16, Ne 25,

2. JIeBoe 1oJie IOKyMEHTa JIOJIKHO OBITh HE MEHEE

1.20 MM

2.30 MM

3. 10 Mmm

Oteet:1. PexBusur 10 Jlata 1okymeHTa
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Pacrnionaraercs mox HauMeHOBaHMEM BUJIA TIOKYMEHTA
WJIM CTIPABOYHBIMH JJaHHBIMU. BbIpaBHUBaHME BCETa OT
JIEBOTO MOJSI.
Ecnu 3T0 muckMa WM mpuKas3bl, TO CTAaBUTCS JaTa
MOATBEPKICHUS WK yTBepKAeHUs. Eciu mpoTOKOIIbI, TO
JaTa COOBITHS, €CTH COOBITHE TIPOUCXOAUT HECKOIBKO
IHEH, TO ABOIHAS J1aTa.
Ecnu nokyMeHThI, u3IlaHHbIC ABYMS UJIH OoJiee
OpraHMU3alMsIMH, TOJKHBI UMETh €IMHYIO 1aTy. DTO
MIPaBWJIO B OCHOBHOM TOJILKO JJIsI JOTOBOPOB.
[TocnenoBarenbHOCTh: J€Hb, MECSL, TOJ
Nmeetcs nBa criocoba ohopmIieHUs TaTh:
Hudposoii: pazaeneHabiMu TouKoi: 16.03.2021;
CrnosecHo-11¢poBEIM criocobom: 16 mapta 2021r.

PexBusur 16 I'pud yreep:xaenuns
[IpocraBisieTcst B mpaBOM BEpXHEM YTy Ha IEPBOM
JIUCTE, BRIPABHUBAHUE TI0 JIEBOMY Kpalo.
CraBuTCS HAa JOKYMEHTE B CIIy4ae €ro YTBEPKACHUS
JOJKHOCTHBIM JIUIIOM, PAaCIIOPSAIUTEbHBIM TIOKYMEHTOM
WJTU PEIICHUEM KOJJIETHAIbHOTO OpraHa.
Heckonbko BapuaHTOB (pOPMYITHPOBKU:
1) IIpu yTBepKI€HUH TOKYMEHTA JOKHOCTHBIM JIUIIOM

VTBEPXJAI, HaumMeHOBaHUS JOJDKHOCTH JIMIIA,
YTBEPKJIAIOIIETO TOKYMEHT, €ro MOIUCH, THUIIUAJIOB,
(dbaMuIMK U AaThl YTBEPKICHUS.
[Ipumep:

VTBEPXJIALIO

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

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

YTBEPXJIEH, coriacoBanHOro €
HaMMEHOBAHMEM BHJIA YTBEPKIAEMOTr'0 IOKYMEHTA,
HaMMEHOBAaHMSI PaCHOPSAUTEIHLHOTO JOKYMEHTA B
TBOPUTEIBHOM MAJEIKE, €T0 1aThl, HOMEpa.
[Tpumep:

YTBEPXIEH

npukazom OO0 «Berep»
ot 16 mapra 2021 r. Ne106
3) [Ipu yTBEepKaeHUN JOKYMEHTA KOJUIETHATbHBIM
OpraHoM

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

YTBEPX/IEHO
CoseroMm qupexropoB OO0 «Betep»
(mporoxon ot 10.02.2021 Ne 05)
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PexBu3ut 25 OTMeTKa 00 MCIIOJIHUTEJIE
[IpocraBnsieTcst Ha MOCIEHEM JIUCTE JIOKYMEHTA Ha €ro
JIUIEBOM CTOPOHE OT JIEBOTO MOJIs, €CIM HET MECTa, TO Ha
000pOTHOM CTOPOHE BHU3Y clieBa. Eile BO3MOXKHO
odopMmIiIeHrEe Ha HIKHEM KOJIOHTHUTYIIE, HO HIpudToM
MEHBIIIETO pa3Mepa.

Bxmouaer @O ucnonuutens, Homep ero tenedoHa.
Tak>xe oTMeTKa 00 UCTIOTHEHUU MOXKET COACPIKATh
HAaUMEHOBAHHUEM JIOJDKHOCTH, CTPYKTYPHOT'O
MOAPAa3ACIICHUsS U SJICKTPOHHBIM aJIPECOM UCTIOTHUTEISL.

IIpumep:

Komaposa Hanexna FOpbeBHa, 3aMecTUTENb
TEHEPATILHOTO TUPEKTOPA,

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

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

OnucaHue MKAJbI OLleHUBAHUS:

Oyenka: 5
Huoicnuii nopoe svinonnenus 3aoanus 6 npoyenmax: 10
Onucanue xapakmepucmuku blnoanenus 3nanus; OueHka "oTIMYHO" BBICTABIISIETCS €CJIU 3aJJaHue
BBITIOJIHEHO B IMOJTHOM 00bEME HJIU BBITTOJTHEHO NMPEUMYIIIECTBEHHO 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
Huoicnuii nopoe evinonnenus 3aoanus 6 npoyenmax. S0
Onucanue xapaxmepucmuxu 6vinoaneHus snanusa: OueHKa "y10BIETBOPUTEIBHO" BBICTABIIAETCS
€CJIM 3aJJaHle MPEUMYIIECTBEHHO BHITIOJIHEHO

KM-4. Opranusaunus pa6éoTbl ¢ JOKYMeHTAMH

®opmbl peajau3anum: buiersl (MMCbMEHHBIN OIPOC)

Tun KOHTPOILHOr0 MeponpuaTHa: TecTupoBaHue

Bec konTpoabHoro meponpustusi B BPC: 8

IIpoueaypa mnpoBeaeHHMs KOHTPOJBHOr0 MeponpusaTHsa: IIpoBoauTcs Ha IPaKTHYECKOM
3aHsATUM. PacuetHoe Bpems - 15 munyt. KonmuectBo BapuaHTOB - 3. Konm4ecTBO TECTOBBIX
BOIIPOCOB B BapHaHTE - 6.

KpaTKOC CoA€cpKaHME 3alaHUA:
PaGora OpPUCHTHPOBAaHA HA 3HAHUC OCHOBHBIX onepauﬂﬁ nponecca o6pa60T1<1/1 BXOIAIINX U

HCXOAAIHNX JOKYMCHTOB; CUCTEMATHU3allUH ACT U ITOATOTOBKU ACT K ApXUBHOMY XPAaHCHUTIO

KoHTpoJibHbIE BOIPOCHI/3a/1aHUSA:

‘ 3uarb: COBpEMEHHbIE TEXHOJIOTHUU ‘ 1.JIOKyMEHT, CUCTEMATU3UPYIOINI BCIO JOKYMEHTALNIO
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OpraHu3aly JOKYMEHTO00OopoTa MIpeANPUATHS
MPEANPUATHI U OpraHU3aLHI a) OIUCH TOKYMEHTOB

0) HOMEHKJIaTypa IOKYMEHTOB

B) 3aBEpUTEIIbHAS HAAMUCh

T') MPOTOKOJI
OtBer: 0)
2.PeKBU3UT IOKYMEHTA, TOMOTAOIINIA
CHCTEMaTU3HPOBAThH JOKYMEHTHI JJIS1 XpaHEHUS

a) rpud yTBEPKICHUS TOKYMEHTA

0) rpu¢ coriacoBaHus JOKYMEHTA

B) CCBIJIKA Ha BXOMSIIUN JOKYMEHT

I') PerucTpalMOHHBIA HOMEp JOKYMEHTa
OTtBeT: T)
3.He MokeT BCKpBIBaTHCS U POYUTHIBATHCS O(HC-
MEHEDKEPOM IPU 00pabOTKE TOYTHI

a) nokyMeHT ¢ nomeTkoir «CPOYHO»

0) JOKYMEHT, MOTY4YeHHbIN 3aKa3HbIM TUCEMOM

B) JIOKYMEHT C ITIOMETKOM
«KOHOUJTEHIINAJIBHO»

T')IOKYMEHT, IIepeJaHHbIN C KypbepoM
OrtgerT: B)
4.Ha Bcex BXOISIIUX TOKYMEHTaX B OPTaHU3AIHIO
MPOCTABISIETCS PEKBU3UT

a) OTMETKA O KOHTpPOJIE

0) OTMETKa O MOCTYIJIEHUH JIOKYMEHTA B
OpraHU3aIHIo

B) PErUCTPALlMOHHBII HOMED
Otset: 0)
5.JI0OKyMEHT, KOTOPBI COCTABISAETCS MPU MOATOTOBKE
JOKYMEHTOB JIJISl apXMUBHOTO XPaHEHUs

a) 3aBEpPHUTEIBHBIN JIMCT JeTa

0) mepeyeHb JOKyMEHTOB

B) IIPOTOKOJI

') MHCTPYKLIIMOHHOE MTUCHMO
OtBer: a)

Onucanue MKAJbI OLEHUBAHUS :

Ouenka: 5
Huosienuii nopoe svinonnenus 3aoanus 6 npoyermax: 10
Onucanue xapakmepucmuxu evlnoinerus 3Hanus: O1eHKa "OTINYHO" BBICTABIISETCS €CIIM 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 évinoanenus snanus: OneHka "ya0BIeTBOPUTEIHLHO" BBICTABISCTCS
€CITH 3aJIaHUE MMPEUMYIIIECTBEHHO BBITIOJHEHO
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KM-5. Oprasu3anoHHO-pacnopsiAuTeIbHble JOKYMEHTbI

®opmbl peajau3anum: bunersl (MMCbMEHHBINA OIPOC)

Tun KOHTPOJBLHOr0 MeponpusaTusi: TecTupoBaHue

Bec koHTpobHOr0 Meponpustusi B BPC: 8

IIpouenypa mnpoBegeHMs KOHTPOJBHOIO MeponpuaTHsa: [IpoBoauTcs Ha NPaKTUYECKOM
3aHsaTuU. PacuetHoe Bpems - 15 munyr. KonmuectBo BapuanToB - 4. KoiamuecTBO TECTOBBIX
BOIIPOCOB B BapHaHTE - 6.

Kparkoe cogepxxanue 3agaHus:
PaboTa opueHTHpOBaHa HAa 3HAHUS IPYII U BUIOB JIOKYMEHTOB, BXOASIINX B CHCTEMY
OpraHU3alMOHHO-PACIOPAAUTENBHON TOKYMEHTAlMH; Ha 3HAaHHE COCTaBa PEKBU3UTOB KayKJ0TO
KOHKPETHOI'O JOKYMEHTa U 0COOEHHOCTEH ero opopMiieHus; Ha 3HaHUE OCOOEHHOCTEH SI3bIKa U
CTHJISL CITYKEOHBIX MMHCEM; OCOOCHHOCTEW COCTaBJICHUS U O(POPMIICHHS aKTOB, TPOTOKOJIOB,
CIIy’KE€OHBIX, TOKIaJHBIX U OOBSICHUTEIBHBIX 3aIIUCOK

KoHTpoJibHbIe BONIPOCHI/3aJaHUA:

3uare: [lpaBuma co3manus u 1.Ha 6nanke mprkasa mo OCHOBHOM J€ATE€IbHOCTH
obopMIIeHUST PA3JIUYHBIX BHJIOB 00s13aTeIbHO MPUCYTCTBYET PEKBUZUT
OpTraHU3aI[IOHHOM, a) Ha3BaHHE BHJIa JOKYMEHTa
pacnopsaIuTENbHOM, 0) rpud yTBepKIACHHS TOKYMECHTA
WH(OPMALIMOHHO-CIIPABOYHOH U B) Tpu COrIacoBaHus JOKyMEHTa
KaJIpOBOM IOKYMEHTAIINH T') IPUJIOKEHHE

OtgerT:a)

2.B pacniopsauTeabHBIX JOKYMEHTaX (PUKCUPYIOTCS
CJIEYIOIINE BOIIPOCHI
a) CBeneHust, HEOOXOIUMBIE JIJIsl IPHHSTUS
pereHus
6) CipaBoUHbIE CBEJCHUS
B) Pemienus u ykazaHus Mo MX BBIOJHEHUIO
r) CBenleHus 0 pe3yNbTaTax JAesiTeIbHOCTH
OTgerT: B)
3.B cucreMy opraHu3alinOHHO-PACTIOPSTUTEITEHON
JOKYMEHTAIMH BXOJAT CIIEYIOIUE TPYIIbI JOKYyMEHTOB
a) CipaBo4HO-MH(POPMAILIUOHHbIE
6) JloroBopsl
B) OpraHusanuoHHbIE
r) ®uHAHCOBO-OyXTanTepcKue
n) PacniopsnutensHubie
Ortger: a), 6), B), 1)
4.K opraHM3allMOHHBIM JOKYMEHTaM OTHOCSITCS
a) ycTaB
0) TOJIOXKEHUS
B) MIOCTAHOBJICHUS
') TpaBWiIa BHYTPEHHETO TPYAOBOTO PACIIOPSIKA
1) paciOpsKEHUS
OtBert:a), 6), T)
5.K pacnopsiiuTebHBIM JOKYMEHTaM OTHOCSITCS
a) MPHUKa3bl
0) crpaBku
B) MOCTaHOBJICHUS
I') aKThl
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1) perieHus
OtBerT: a), B), 1)

Onucanne MKAJbI OIleHUBaAHUS:

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

Ouyenka: 4
Huoicnuii nopoe evinonenus 3aoanus 6 npoyenmax. 60
OnucaHnue xapaxmepucmuxu evlnonenus 3Hanus: OLeHKa "X0opouio" BICTaBISETCS €CIu
OOJIBIITMHCTBO BOIPOCOB PACKPBITO. BRIOPAHO BEPHOE HAIIPABIICHHE ISl PEIICHUS 3a/1a4

Oyenka: 3
Huoicnuii nopoe evinoanenus 3aoanus 6 npoyenmax. 50
Onucanue xapakmepucmuxu evinonnenus 3uanus: O1neHKa "yI0BIeTBOPUTEIHLHO" BHICTABIISETCS
€CITH 3aJIaHUE MPEUMYIIIECTBEHHO BBITIOJHEHO

KM-6. UndopManiuOHHO-CIIPABOYHbIE JOKYMEHTbI

®opmbl peaju3anum: buners! (MMCbMEHHBIH OMPOC)

THun KOHTPOILHOIO MeponpuaTHs: TecTupoBaHue

Bec kouTposabHoro meponpusitusi B BPC: 8

IIpoueaypa mnpoBeaeHMsl KOHTPOJBHOrO0 MeponpusaTHsa: IIpoBoauTcs Ha INPAKTHYECKOM
3aHsaTUU. PacuetHoe Bpemsa - 15 munyr. KonnuectBo BapuaHTOB - 3. KoiMuecTBO TECTOBBIX
BOTIPOCOB B BapHAaHTE - 6.

Kpatkoe conepxxanue 3agaHus:
Pabota opuenTupoBaHa Ha 3HaHHS BUI0B HUHPOPMAIIMOHHO-CIPABOYHOM TOKYMEHTALIUN; Ha
3HaHUE OCOOCHHOCTEH SI3bIKa U CTUJIS CIYXKEOHBIX MHUCEM; OCOOCHHOCTEN COCTaBIECHUS U
0(OpMIIEHHS aKTOB, IPOTOKOJIOB, CIIYKEOHBIX, JOKJIAJAHBIX U 00BSICHUTENBHBIX 3aIIHCOK

KoHTpoJibHBIC BONIPOCHI/3aJaHHA:

3nate: [lpaBunma co3ganuss wu 1.Cnenyet npeanovyecTs CIEeNYIOUIyio U3 ppa3 B TEKCTE
oopMmieHHs pa3NUYHBIX BUOB JIeI0OBOTO MHUChMa
OpraHU3aIMOHHOH, a) MBI TpeOyeM ...
pacropsauTeabHOM, 0) HacTauBaeM Ha ...
MH(OPMALIMOHHO-CIIPABOYHOH U B) HACTOSTEIBHO IPOCUM ...
KaJJpOBOM JIOKYMEHTAIMU T') BBI JIOJDKHHI ...

OtBeT:B)

2.IToanuchIBaeT MPOTOKOI
a) TUPEKTOp MpeAnpusTUs
0) oduc-menemxep
B) TIpencenaTenh coOOpaHus (COBEIIaHMs) U
CeKpeTaphb
') HaYaJbHUK OT/eNa KaJpoB
OTtBeT:B)
3.PexBusnut EBponeiickoro nenoBoro nucbma, KOTOPbId
HeceT B ce0e CBeIeHUs 00 MCIIOHUTENE JOKYMEHTOB
a) mpunoxkerue (Enclosure)
0) 3aroJI0BOK K TEKCTY JOKYMEHTa
B) cchuika (Reference)
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T) agpecar
OtgBet: B)
4. Kakoi TOKYMEHT COCTaBJISICTCS IPU HAPYIICHUHU
TPYAOBOM WJIM OOLECTBEHHON AUCLUIIINHBI?
a) OOBsACHHUTENbHAS 3aIuCKa
0) JloxiranHas 3amucka
B) Ciy>xkeOHasl 3amucka
OtBeT:a)
5.JlaToli 1eIoBOro MUChMa SIBISETCS
a) 1ara coOBITHS, 3a()UKCUPOBAHHOTO B JIOKyMEHTE
0) nmaTa MOJNMHUCAHMS TOKYMEHTa
B) JaTa OTIIPaBKU JOKYMEHTA
I) JaTa COCTABJICHUS JOKYMEHTA
OtBeT:0)

Onucanne MKAJbI OIIEHUBAHUS

Ouyenka: 5
Huoicnuii nopoe evinonenus 3aoanus 6 npoyenmax. 70
Onucanue xapakmepucmuxu evlnoinerus 3Hanus: O1eHKa "0TIUYHO" BBICTABISETCS €CIIH 3aJaHue
BBIIOJIHEHO B TIOJTHOM 00'bEME MJIH BBITIOJHEHO NMPEUMYIIECTBEHHO BEPHO

Ouyenka: 4
Huoicnuii nopoe evinonnenus 3aoanus 6 npoyenmax. 60
Onucanue xapakmepucmuxu evlnoinerus 3Hanus: OeHKa "Xopoio" BEICTABISAETCS €CITU
OOJIBITMHCTBO BOIIPOCOB PACKPBITO. BEIOPAHO BEPHOE HAIIPABIICHHUE ISl PEUICHUS 3a/1a4

Oyenka: 3
Huoicnuii nopoe evinoanenus 3aoanus 6 npoyenmax. 50
Onucanue xapakmepucmuxu evinonnenus 3uanus: O1eHKa "yI0BIETBOPUTEIHLHO" BHICTABIISETCS
€CIIM 3aJJaHue MPEUMYIIECTBEHHO BHITIOTHEHO

KM-7. HaiiTn omim0KHu B IOKYMeHTe

®opmbl peanuzanuu: buners! (MMcbMeHHBIH 0npoc)

Tun koHTpobHOrO MeponpusTus: KourponsHas pabota

Bec koHTpObHOrO Meponpusitusi B BPC: 20

IIpouenypa mnpoBeaeHMsi KOHTPOJBHOr0O MeponpuaTHA: [IpoBoauTcs Ha NPaKTUYECKOM
3aHsaTHH. PacuetHoe Bpems - 45 muHyr. KommdectBo BapmaHTOB - 6. KosmmdecTBo BOIPOCOB B
Bapuanre -1

Kparkoe conepxxanue 3agaHus:
B pabote npoBepsitoTcst yMEHHS COCTaBIATh U 0GOPMIISITh PA3TUUYHbBIE BUIbI

pacnopsAauTCIbHBIX U I/IH(I)OpMaI_II/IOHHO-CHpaBO‘{HLIX JOKYMCHTOB

KoHTpoJibHbIE BONIPOCHI/3aJaHUA:

YMeTh: COCTaBIATH OCHOBHBIE 1. BAPUAHT 1

BUJIbI OpraHU3alMOHHO- Kax 6yoem eviznademsv ymom 00KymeHm, cOCMAB/1eHHblI
pacopsiAUTENbHBIX u ¢ coonio0enuem ecex mpedoosanuii?
CIPaBOYHO-UH(GOPMALIMOHHBIX

JIOKYMEHTOB

IMPUKAS3 no 3akpbiTomy AKunoHepHomMy O01ecTBy
«Poccuiickas nymHuHa» (CoBeT TUPEKTOPOB)
09 centsiOps 20131
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Nel7

Ha ocHoBanuu koopaunanuonHoro miana ot 03.09.13, s,
npencenarenb copeta 3A0 «Poccuiickasi MylIHUHAY,
MPUKA3bIBAI0 HA3HAYUTH OTBETCTBEHHBIM MPECTABUTEIIEM
3A0 na aykmmone E.B. BacunseBa. Emy HeoOxoaumo
MIOArOTOBUTH IPEUI0KEHUS 110 COCTaBY JEJIETallui U
npeacTaBuTh Ha paccmorpenue Cosety o 15.10.13.
CmupHoBy JI.B. 1oAroTOBUTH YTOUHEHHBIH aCCOPTUMEHT
MYIIHBIX U3JIEIHNA, TOJIB3YIOIINXCS HAUOOJBIIUM CIIPOCOM,
U IIpeJcTaBuTh Ha paccmoTrpenue Cosery 1o 15.10.13.
['enepanbHbIil TUPEKTOP

Jlan I' K.

OTtBeT: MeTOANYEeCKHE PeKOMEHAALMT

[Tpukassl opopMIsIFOTCS Ha 001IEM OJIaHKE TPEATPUATHS
WM Ha OJlaHKe MpHKa3a.

[Ipuka3 BKJIFO4YaeT BCE BO3MOKHBIE PEKBU3UTHI: ATy,
HOMED, YTBEPKJACHUE, HAa3BaHUE BUJA JOKYMEHTA, TEKCT,
MOJIHUCH, TpU( COTIACOBAHUS, BU3Y COTJIACOBAHMUS.
[Ipuka3pl MO OCHOBHOM NESITEIBHOCTA HYMEPYIOTCS U
BEJIYTCS OTJIEIBHO OT MIPUKA30B O JUYHOMY COCTABY.
[Ipuka3 nomKeH UMETh 3aroj0BOK, OTBEYAOIIUI Ha BOIIPOC
«o ueM?» («O peopranusaiii NpeAnpUsTUI,
HenonyctuMo — «IIpukas no npennpusturo», «lIpukas
TeHEePATbHOTO JUPEKTOPAY).

TexcT npukasa cCOCTOUT U3 ABYX YacTeil:

- KOHCTaTUPYIOLLEH;

- pacropsAUTEIBHOM.

B xoHCTaTHpYyIOLIEl YaCTH YKa3bIBAIOTCSI OCHOBAHUS JJIS
W3IaHMs TpUKa3a (HOPMATUBHBIC IOKYMEHTBI, pEIICHUs
CoBerta AMPEKTOPOB, MPOU3BOJCTBEHHAS! HEOOXOJUMOCTb).
Texct HaunHAaeTcs cinoBaMu: «B cBs3H...», «B
COOTBETCTBUHU...», «B nemsx...», «/Ius...».
PacniopsiutenbHas yacTb HAUMHAETCS CJIOBOM
«ITPUKA3BIBAIO», nanee nuiyT «KOMy», «4TO CIIE€IaThy,
«J10 KaKoro uucia». Eciau nopydeHue nCroJHUTENIO 1aeTCs
MIOCTOSIHHO, TO CPOK UCIIOJTHEHUS B IPUKA3€ MOXKET
OTCYTCTBOBATb.

TekcT nmpukasza AeNUTCA Ha MMyHKTHI, KaXAbIA MyHKT
HAUYUHAETCS C KPAaCHOM CTPOKH.

Haubonee pacnipocTpaHeHHbIE CJI0BA PaCHOPSAUTEIBHOM
YacTU: IPUKa3bIBa0, OPraHU30BaTh, 00ECIEUUTb,
MIOATOTOBUTH, COCTaBUTh, IPOBECTH, BBECTH B JIEHCTBHUE.

B nocnenHem nmyHkTe yka3bIBaeTcs JUIO WIH CTPYKTYPHOE
MO/Ipa3JIeJIEHNE, OCYIIECTBIISIONIEE KOHTPOIb 32
BBIITOJIHEHUEM JIAHHOTO NpHKa3a. Eciy Takoi MyHKT
OTCYTCTBYET, TO KOHTPOJIb OCYIIECTBIISIET PYKOBOAUTEID
MPEATPUSITHS JIMYHO.

Ecnu mpukas BBOIUT B IeHCTBUE KaKue-THOO TOKYMEHTHI
(MHCTPYKIMH, TpaBUIIa, IOJOKEHUS), TO OHU O(pOpMIISIOTCS
B BU/IE TIPUJIOKEHUS K TIpUKa3y (B IPaBOM BEPXHEM YTy
npukasa crtaButcs: «lIpunoxenue x npukazy ot 01.09.2008
No 7»).
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[Tocne cocraBieHust TEKCTa MpUKa3a HEOOXOAUMO MTPOBECTH
€ro COTJIaCOBaHME U MOJNUCAHHE.

2.BAPUAHT 2
Haiumu ouwuoku 6 0okymenme

AKIHOHEpHOE 00I11eCTBO 3aKPHITOTO

THUIIA «YTBEpKAAIO»
«apusi»

Hupekrop Ilerpos N.1O.

08 centsi0ps 2013
AKT

12.10.13r.  Nel3
MockBa

OcHoBaHue npuka3 Ne 12 ot 10.09.13
CocraBiieH sKCIepTHOMI
KOMMCCHEHN B COCTABE:

[Ipencenarens HavansHuk otaena kaapoB
Berpos N.1.
YieHbl KOMHUCCUU Crapuuit uacniekrop OK

Bapmamosa W.I"., nomomuuk nacnekropa OK AdanackeBa
P.T.

Komuccus 0T06paJ1a K YHUYTOXCHUIO, KaK YTPAaTUBIIINC
MPAKTUYCCKOC 3HAYCHUC U B CBA3H C UICTCUCHUCM CPOKa
XpaHCHUs, CJICAYIONINC NOKYMCHTBI:

TI'ogwr KomnuectBo
TuIbl TOKyMEHTOB
JTOKyMEHTOB JIOKYMEHTOB
ITpukasel o OCHOBHOI
1989 P 118
JEeITENLHOCTHA
1990 CayxeOHble MUChMa 569

HOKYMCHTI)I U3MCJIBYCHBI U CAAaHbI JJI51 YHI/I‘-ITO)KeHI/ISI 110
3aroTOBKE BTOPHYHOTO CHIPhsI 110 IPUEMO-CIaTOYHOM
HaknagHoi ot 10.10.13.

Hauvaneauk otaena kaapos
Berpos B.1.

Crapmmnii uacnexrop OK
Bapnamosa N.I'.

[Tomomuuk nacnexkropa OK
Adanaceesa P.T.
[TpunokeHue: mpueMo-ciaTouHasi HakJaiHas

OtBet: MeTtoanueckie peKOMEH/1alluu
IIpaBuia cocraBiieHHs aKTa:
1. AxTel 0opMIISIFOTCST HA 00IIeM OJIaHKe (BHYTPEHHHE),
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€CJIM COCTaBIISIETCS] BHEIIHUM aKT, TO HA OJIaHKE JOJKHBI
OBITH CIIPABOYHBIC IaHHBIE 00 OpraHU3aIUH.

2.  AKT MOXET UMETh 3aroJIOBOK («AKT MpueMa-rnepeaadu
JIOKYMEHTOBY).

3. Jlaroit akTta siBiIsieTCs 1ata COOBITUS (YTBEPIKICHHUS )
WIN AaTa TMOoCIeHeN TOIMHICH, HallpuMep, Koraa
COCTaBJISIETCS aKT MpUeMa-ciayl paboT, MOIUCHIBAEMBIi
JIBYMSI CTOPOHAMH.

4.  Bo BBOAHOW YacTu aKkTa yKa3bIBAaETCsI OCHOBAHHE €r0
COCTaBIJICHU (HaIpuMep, CChIIKA Ha JJOKYMEHT, Ha KaKue-
160 (GakThl, COOBITHS, TCUCTBUS).

5. Jlamee yka3bIBaeTCs COCTaB KOMUCCHH: (paMuus,
WHUIUANBI TpeJcelaTes U WIEHOB KOMUCCHH B
asi(haBUTHOM TOPSIZIKE, IPU HEOOXOJMMOCTH YKa3bIBAIOTCS
JOJKHOCTH, (PaMHIIMU M UHULIKAJIbl IPUCYTCTBYIOIIUX.

6. B ocHOBHOII YacTH aKTa M3JIararoTCs LEIH, 3a0a9H U
CPOKHU MPOBEICHHOW KOMUCCHEH paboThl, €€ pe3yNbTaThl
(BBIBOJIBI, 3KITFOUYEHUS, IPEIOKEHUS ).

7. TekcT aKkTa MOXET UMETh ITyHKTBI, TIOITYHKTHI WA
UMeTh TabIn4HyIo hopmy.

8. Tlocne TekcTa M OTMETKH O MPHJIOKEHUH YKa3bIBAIOTCS
CBEICHHUSI O KOJIMYECTBE IKIEMIUISIPOB aKTa, O MECTE UX
HaXOXKJICHHS WX aJipecaTax, KOTOPbIM OHH OTIIPABIICHBI.

9.  AKTHI IOJIUCHIBAIOTCS BCEMU JIMIIAMH,
MPUHUMABIIMMH Y9aCTHE B €r0 COCTABICHUH, IPUYEM B TOH
K€ MOCJIeI0BAaTeNIbHOCTH, B KOTOPOM OHHM YKa3aHbl B Hayaje
akTa. Ecnu yka3pIBaroTcst JODKHOCTH COCTaBa KOMHUCCHH,
TO MOATMMCHU CTaBATCS B UEPAPXUUECKOM TOPSIJIKE.

10. AKTBI 4acTO yTBEp)KIaroTcs (10
MaTepUaIbHbIM, (PMHAHCOBBIM U JIp. BAKHBIM BOIIPOCaM).
11. [Toanucey 0 TOM, YTO aKT HAIIPaBJIEH B

JIeJ10, CTAaBUT HAaYaJIbHUK MOAPAa3/IeNIEHUs, B KOTOPOM
JAHHBIN aKT UCTIOJIHSIICA, MO0 TIpeice1aTeNlb KOMUCCHH.

3.BAPUAHT 3

Hcnpasbme npomokon, codontooasn éce mpedosanus
cocmaenenusn u 0popmaenus 0aHH020 0OKymMeHma

00O «Asepc»

I[TPOTOKOJI
14.03.20 Ne45
3acenanus CoBeTa JUPEKTOPOB

[Ipencenarens: A.b. MiBaHoB

Cexperapp: C.M. IletpoBa

IIpucyrctBoBanu: C.C. Cunopos A.IL. I'paues, M.A.
Ky3smun, P.M. SkoBneBa.
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IloBecTka nHs:
OT1yet 0 paboTte npeanpuatma 3a lll keapTan.
Bonpoc o cny»kbe oxpaHbl.

1. CJIVIOAJIA:

P.M. SIxoBneBy (rmaBHOTO OyxranTepa) — 3audTaH
(UHAHCOBBIN OTYET 32 OTUYETHBIN MEPHO.
BBICTYIINJIA:

A.b. IBaHOB — yKa3aj Ha HEJJOCTaTOYHBIA POCT
MpUOBUIH MO CPABHEHUIO C 3aINIAHUPOBAHHOI.

A.Il. I'paueB — npeasIoKui HaAHITh JOMOJIHUTEIBHO 15
COTPYJIHUKOB JJIs1 BBIMOJHEHUSI 3aIJIAHUPOBAHHOTO 00beMa
paborT 3a roj.

[TOCTAHOBUJIN:

1.1  VYrBepauts Oyxranrepckuii 6ananc 3a I kBapran.
1.2  Ilpunsats Ha paboTy 15 COTPYIHUKOB.

2 CIIYHIAJINA:

M.A. Ky3pbMHHa — OTYET O COTPYJHUYECTBE C YACTHBIM
oxpanubIM npenmnpusitueM (HOIT) «Cokomny.
BBICTYIINJIN:

C.C. CuopoB — OTMETHII BBICOKOE Ka4eCTBO PaOOTHI
YOIla, npeniokui NpoI0HKUTh COTPYIHUYECTBO €
YOIIom «Coxkom».

ITOCTAHOBUJIN:

2.1  npononruposats gororop ¢ YOIlom «Cokon» Ha
CHEAYIOLIUHI IO,

[Ipeacenarens noonucy A.b.
HBaHoB

Cexpertapb noonucy CM.
ITerpoBa

Ortser: MCTOAUYCCKUC PCKOMCHAalINuN

Oco6ennocTu 0(popMiIeHHS TPOTOKOIA:

1. Cocrapnsercst Ha o01eM OJJaHKE MIIH Ha YHCTOM
nmucTe Oymaru, Ha KOTOPOM YKa3bIBaeTCsi HAMMEHOBAaHUE
Buaa nokymenta — «[IPOTOKOJI».

2. OO0s13aTeNbHBIMU PEKBU3UTAMH MPOTOKOJIA SBISIOTCS:
HANUMCHOBAHHC OpFaHI/I?;aIH/II/I, Ha3BAaHUEC BHU1A )IOKYMGHTa,
JaTa ¥ HOMEp MPOTOKOJIA, 3ar0JIOBOK K TEKCTY, TIOJIITHCH.
JloTIOTHUTENBHBIMU PEKBU3UTAMU TPOTOKOJIA SIBISTFOTCS:
HauMEHOBaHME CTPYKTYPHOI'O MOJpa3AeneHus:, rpud
YTBEPXkKJACHUSI, OTMETKA O HAIMYUH NMPUIOKESHHUM, MECTO U
Bperl HpOBe)IeHI/ISI 3ace1aHuA, q)aMI/IJ'II/Iﬂ 1 MHUIIUAJIbI
Mpe/iceaTeNbCTBYIOIIETO Ha COBEIIaHUH, 3aCeIaHnH, 1aTa
MOAMKMCAHUs TPOTOKOJIA, CITIOCO0 roJIocOBaHUs (OTKPBITOE,
TalfHOE, 3209HOE).

3. JlaToii mpoTokosa sSBISIETCS JE€Hb MPOBEACHUS
MIPOTOKOJIMPYEMOTO COOBITHUS (3aCeIaHus, COBEIIAaHUS U
T.11.). Ecii OHO TTPO10JKaI0Ch HECKOJIBKO THEH, TO Yepe3
TUPE YKa3bIBAIOT AAaThl HAUaIa U OKOHYAHUS 3aCeIaHMUs.
Hampumep, ohopmiieHue 1aThl 3aceaHus,
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nponaospkasmierocs aga aas: 04.05.2012 — 05.05.2012
I 03 — 04 mas 2012 r. lara pacnonaraercs
OJIHOM CTPOYKOIl HIKE Ha3BaHUS BUJA TIOKYMEHTA WM HaJ|
CHEIMAILHON OrpaHUYHUTEIHHON JTMHUEH B 001IIeM OJIaHKe.
4. Homepom npoTtokosna sBisercss HOpsAAKOBBI HOMEP
3ace/laHusl KOJUIETHaJIbHOTO OpTraHa B Mpejenax
KasieHapHoro rozaa. [Ipu odhopmiiennn Homepos ¢ Nel o 9
HE00XO0IMMO HCIIOJIb30BaTh MUHUMYM J[Ba 3HAKA.
Hanpumep, «Ne 01», «Ne 07». Homep npoTokona
odopmisieTcss Ha TOH Ke CTPOKE, UTO U JlaTa.

5. B 3aronoBke yka3bIBaeTCsl HA3BaHUE
KOJUIETUAJILHOTO OpraHa WM 3aceaHusi, KOTOpoe
COIJIacyeTcsl ¢ Ha3BaHMEM BHJIA IOKYMEHTa, HalpHUMep:
[MPOTOKOJI (uero?) 3aceqanusi CoBeta TUPEKTOPOB.
3aronoBoK 0(hOpMIISETCS OJJHOM-IBYMs CTPOKaAMH HIKE
PEKBU3HUTA «MECTO COCTABIICHUSI WJIA U3IaAHUS
00s13aTeNTbHO OT TPAHMIIBI JIEBOTO MOJIS MM HA TUIOMIAIHN,
OTMEYEHHOU B 00IIeM OJaHKe OTpaHUYUTEIbHBIMH
YTOJIKaMHU B JIEBOM BEpXHEM YTy JIUCTa OyMaru.

6. TekcT mpoToKoJIa COCTOUT U3 BBOAHON U OCHOBHOM
YacTeu.

BBoHas yacts oopmiisercs B Cieayromen
MOCJIeI0BATEILHOCTH:

IIpeoceoamensy — pamMunms 1 MHUITAAIBL;

Cexpemaps — haMUIHsI 1 UHUTTAAITHI;

Ilpucymcmeosanu: HaMuIuu U UHULTUAIIBI
MPUCYTCTBYIOIINX COTPYIHUKOB B aJI()aBUTHOM ITOPSIZIKE,
3aTeM JOHKHOCTH M (paMUITUU mpuUrianeHnpix. Ecnu
MpUCYTCTBYIOIUX Oosee 15, yka3piBaeTcs ux oouee
KoJmyecTBO. Ecnu ¢ ykazaHueM JI0JKHOCTH, TO B MOPSAKE
yoObiBaHus uepapxuu. Ecnu npucyrcrsoBanu 200 u 6omnee
yelloBeK, To numiercs — «110 gen., uro cocraBiseT 80%
o01ero koauyecTBa akiimoHepoB. CIUCOK MpuaraeTcs
(cm. mpuit. Ne 1).»

daMuIMK ¥ HHATIAATBI TIPUTJIAMNICHHBIX JTIOJDKHOCTHBIX
JIUI, KOTOPBIE HE SBISIOTCS WICHAMH KOJIJIETHATBHOTO
opraHa, HO MMPUCYTCTBOBAJIM HA 3acCeIaHUH, IEPEUUCIISIOTCS
nocne crnoBa «lIpurnamenssie:». OHO opopmitsieTcs OT
TPAHMIIBI JIEBOTO TIOJISI IBYMsI CTPOKAMHU HUKE CJIOBA
«[IpucyrcTBOBAIH:» U 3aKAHYMUBAETCS IBOCTOYHEM.
JIOIDKHOCTH 3THX JIUI] IPUHSITO YKa3bIBATh.

BBogHas yacTe IpOTOKOJIA 3aKaHYMBACTCS IOBECTKOM JIHS.
[TepedyeHs BOPOCOB, BEBIHECEHHBIX TSI OOCYKIECHUS,
odopmisercs nocine cioB «[loBecTka AHs:», KOTOpBIE
pacroJiararoTcsi OT TPAHUIIBI JIEBOTO TOJIS IBYMSI CTPOKAMU
HUKE COCTaBa MPUCYTCTBYIOIINX U 3aKaHUYNUBACTCS
nBoetouneM. Kaxxprit Bompoc popmynupyercs ¢
npennorom «O» unu «O6», oTBeyaeT Ha Bonpoc «O yem?»
U COJICPXKUT yKa3aHHUE JTOJDKHOCTH, (DaMUITUU U MHUITAATIBI
nokiIagunka. Bormpockl HyMepyroTcst apaOCcKkuMu udpamu,
pacroJiararoTcsi Mo CTEMEeHU UX 3HAYUMOCTH 1

0 OPMIISIFOTCSI ¢ KPACHOM CTPOKH.
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OcCHOBHas 4aCTb COCTOUT U3 Pa3JelIOB, COOTBETCTBYIOIIUX
MyHKTaM MOBECTKH JHA. TeKCT KaX0ro pasjiena CTpOUTCs
10 CXeMe:

CIIYHIAJINA:

BBICTYIINJIN:

[NOCTAHOBWJIN (PELLINJIN):
ITocne nBoeToums Ha cieyroUIel CTpoke ¢ ab3ana
NUIIyTCs aMUIINU 1 MHUIHAIIBI BBICTYIABIINX U Yepe3
TUPE — KpaTKOoe U3JI0)KEHUE TeKCTa BhICTyIieHus. Eciu
JOKJIQTYMK TPETOCTABUI TEKCT CBOETO BBICTYIUICHUS , TO
[I0CJIE TUPE YKA3bIBACTCS: «TE€KCT BBICTYIJICHUS
npuiaraercs (mpuioxxeHue 1)».
7. [TocTanoBieHUs (peuIeHUs) YKa3bIBAIOTCS B
MIPOTOKOJIE IOJTHOCTBIO, T. K. SIBJSIFOTCS HAanOoJIee BaKHOU
ero yactbto. IlocTaHoBIIsIOIAs YaCTh MOYKET
MOJIPA3IENATHCS Ha TyHKTHI.
8.  Ecuu npoBoauiock rosiocoBaHHE MO KAKOMY-JIH00
BOIIPOCY, YKa3bIBAIOTCS €0 pe3ynbTathl («3A» - 15,
«[MTPOTUB» -3, «BO3AEPXAJIOCb» - 1)
9.  Bce Bompocs! K JOKJIa4UKY ¥ BHICTYIHMBILINM, a
TaK)X€ OTBETHI HA HUX 3aIKUCHIBAIOTCS B TIOPSIIKE UX
MOCTYIJIEHUS U O(OPMIISIOTCS C KPaCHOM CTPOKH.
daMuIHIO JHIA, 334aBIIETO BOIPOC, JOMYCKAETCS HE
yKa3bIBaTh.
10. IIpoToKoJ MOANKCHIBAETCS MPEACEAATEIEM U
cekperapeM. OHU NPOCTABIISIIOTCS HA OTPEAAKTUPOBAHHOM
Y CBEpEHHOM IIPOTOKOJIE. Pacmonararorcs TpeMsi-4eThIpbMsI
CTPOKaMHM HIKE TEKCTa OT TPaHULIbI JIEBOT'O MO U
pazzensroTcst OqHoU cTpokoil. B pacmmdpoBkax noanuceit
MHUIMAJIBI pacnojaratoTcs nepes GpaMmuinen.
11. B 0co00 BaXXHBIX CIy4asX BHICTYIABLINE JTOJKHBI
BHU3MPOBATH MPOTOKOJI, BU3bI IIPOCTABIISIIOTCS Ha JIEBOM
MoJie TOKYMEHTa, Ha YPOBHE 3aITUCH BBICTYTUICHHS.
12.  OrtnenbHbBIE BUABI TPOTOKOJIOB (ITPOTOKOIBI
3aceaHusl TEXHUUECKUX, IKCIIEPTHBIX COBETOB, KOMHCCHH,
IIPOTOKOJIBI UCIIBITAHUH U HEKOTOpPBIE IPYTHE)
YTBEP)KIAIOTCSI PYKOBOJIUTENIEM OpTaHU3aIuN W
BBIILIECTOSIIEr0 OpraHa.
13. TIpoTokoiaM MpUCBAMBAIOTCS MOPSAKOBEIE HOMEpA B
npejenax KaJeHJapHOro rojia OTANIBHO M0 KaXKA0H rpyme
MPOTOKOJIOB.
14. K npoTokosiaM MOAIUBAIOTCS Mpe/ICTaBIECHHbIE Ha
paccMOTpeHHE MaTepPHAIIBI.
15. TIpoTOKOJBI XpaHATCS MOCTOSIHHO.

4 BAPUAHT 4
Kaxk 6yoem eviensadems 3mom 00KymeHm, oghopmieHHblil
no écem npagunam?

OJINTA

112010, Mocksa, yin. @psizeBckas, 2
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Hupektopy AO «llluk»
p/c 324554984 B CbC-Arpo

Bonkory C.C.

Ten. (495)125 24 24 113251,
MockBa

21.12.20 14/1-2 VIL

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

VYBaxaemslii Cepreii Cepreesuu!

Ha Bamry mpocb0y 0 IOCTaBKe ChIpbSl OTBEYaeM, 4TO
yKa3aHHasl IOCTaBKa HE MOXKET ObITh OCYIIECTBIICHA 10
11.01.21.

[Ipocum Bac moarBepaAnuTh MO0 OTKA3aTHCS OT MOCTABKH.

HcnosHuTENbHBIA AUPEKTOP
Bopo6sesa O.C.

OTBeT: MCTOANYCCKUC PCKOMCHOAINN
Od¢opmiieHue peKBU3UTOB CJIYKeOHOr0 MUCbMa

O0s3aTenbHBIME PEKBU3UTAMHU CIIY’KEOHOTO MHUChMa
SIBIISTIOTCS: PEKBU3UTHI OJlaHKA (HAMMEHOBAHHE
OpraHu3alyy, CIPAaBOYHbIE JaHHBIE 00 OpraHKU3alny, 1aTa
IIACHbMa, PErUCTPALIMOHHBIA HOMED, CChUIKA Ha 1aTy U
PEerucTpaliOHHbIN HOMEp MOCTYIHUBILETO JOKYMEHTA),
aJipecar, 3aroJIoBOK K TEKCTY (TIpu He0OXOIMMOCTH ), TEKCT,
OTMETKa O HAJIMYUU NPUIIOKEHHS, OMICh, OTMETKa 00
HCIIOJTHUTEIIE.

Ha Gnanke ciy>xe0HOro mrcbMa MOXeT IPUCYTCTBOBATh
n3o0pakeHue repda mwim sMOemMbl opranuzaiuu. Hazpanme
Buaa nokymenta (IIMCbMO) ne yka3siBaeTcs
(MCKJIIOUYEHNE — FrapaHTUIHOE TUCHMO).

JU1 cocTaBiIeHUsI TUCEM HCIIONIBb3YETCS CIIELIMATIbHBIN
0JIaHK MMCbMa, IJIe Ha3BaHUE BU/IA JJOKYMEHTA He
YKa3bIBaeTCHl.

B 3aro0/10BO4HOM 4acTH MUCHMA II€YATAIOTCS CIEYIOIINE
PEKBU3UTHI:

«I'ocynapcrBennsiii repd P®» unu «I'epd cyobexkra PD)»
WU «TOBAPHBIN 3HAKY.

«HauMeHOBaHHE OPraHu3aluM» SBISIOLIEHCS aBTOPOM
JOKYMEHTA.

«CrnpaBo4yHble JaHHbIC 00 OPraHU3aALUM» BKIIOYAIOT:
MIOYTOBBIN aapec, HoMmep Tenedona, pakca (HoMepa CUETOB
B OaHKe, aJipec 31EKTPOHHOM MOYTHI U Jp.).

«/laTa toOKyMeHTa» - 1aTa €ro MOJAIUCAHMSL.
«PerucTpanmoHHBIN HOMEP» - HOMEDP TOKYMEHTA,
IIpUCBaNBacMblil EMy OpraHU3aLueil.

«CcplIKa HA PerucTPpaMOHHBIN HOMeP U AaTy
AOKYMEHTa» - 3aIl0JIHIETCSA B TOM CIIy4yae, €CIU MUCbMO
SIBJISIETCS] OTBETHBIM.

«3aro/10BOK K TEKCTY» BKJIKOYAET KPATKOE COACPKAHHE
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JIOKYMEHTA. 3arojI0BOK COTJIacyeTcsl C HAUMEHOBAaHUEM
BHJIa TOKYMEHTA (B JAaHHOM CJIy4ae MHUChMO), OTBEYAET Ha
BOIIPOC «O YyeM» («0 KOM»), HaunHaeTcs ¢ mpeasora «O»
i «O6». Hanmpumep: «O cpokax moctaBku», «O06 yyactuu
B BBICTaBKE».

B nuceMax JT0JDKHBI OBITH TPABUIIBHO YKa3aHBI COCTABHBIC
4acTU PEKBU3UTA «ajpecaT» (IojiyyaTess nucbMa): pupma,
CTPYKTYpPHOE I10/Ipa3JIelIeHHE, JOKHOCTD, IOUYTOBBIN aapec
MOJTy4aTes.

Ecnu nuceMo ogHOrO cosiepskaHus HalpaBIIseTCs
HECKOJIbKUM aJipecaTtaM, cHavajaa yKa3blBaeTcs aipec
OCHOBHOT0 MOJIy4arTes, 3aTeM epEeUHCIAIOTCs ApYyTHe.
Ecnu noxymeHT HanpasisieTcs 6osiee 4eM YeThipeM
ajzipecaTam, COCTABJISIETCSl CIIMCOK PACChUIKU U Ha KaKJOM
AK3EMILIAPE YKa3bIBACTCS JIMILB OJIMH a/ipecar, KOTOPOMY
HaIpaBJIAETCS KOHKPETHBIN K3EMILIIAP.

Ecnu nmuceMo ogHOTO coliep:kaHus HAIIPaBIIsAETCS
HECKOJIbKUM OJTHOPOJIHBIM ajJjpecaram, TO ajpecaT MUIIYT
0006menno. Harpumep (kosmemkam o r. OpeHoypry).
«Teker» nuceMa I0KEH ObITh JIAKOHUYHBIM,
[IOCJIEZI0BATEIbHBIM, YOEUTENbHBIM U KOPPEKTHBIM. TeKCT
MMChbMa, KaK MPaBUIIO, HE IPEBBIIIAET OJTHOM CTPAHUIIBI.
TekcT nucbma yaiie BCero COCTOMT U3 BBOJHOM YacTH U
OCHOBHOM.

Bo BBOAHOM 4aCTH YKa3bIBAIOTCs IPUYMHBI, BbI3BABIINE
COCTaBJICHHE MHUCHhMa, COTPOBOXKAAEMbIE CCHUIKAMU Ha
(bakThl, 1aThI, JOKYMEHTBI, HAIIPUMED:

«B cBsa3u ¢ TeMm, 4To npu nostydeHuu rpysa 26.01.2002 no
HakmaHou Ne 2342 B ncripaBHOM BaroHe ¢
HEHAPYIICHHBIMH TIOMOAaMU TPY300TIPABUTENS TIPH
BCKPBITHH SIIIUKOB U MPOBEPKE COAECPKUMOI0O C y4aCTHEM
MIpeICTaBUTENS ... OblJIa yCTAaHOBIIEHA HEIOCTAua ... IITYK
W3/IeNIUN Ha CyMMY... (KomMmepueckuit akT oT 26.01.2002 Neo
43)...»

Bo BTOpOIi yacTu nucbMa GOpMyIUPYETCS €r0 OCHOBHAS
1enb (MpeanoKeHue, 0TKas, mpockda, rapaHTus U T.11.),
HaIpumep:

«[Ipocum B Teuenue 10 GAaHKOBCKUX JTHEH MEPEUHCIUTh
YKa3aHHYIO CyMMY Ha Halll paCYE€THBIN cueT.

«OTMeTKA 0 HAJINYNH PHUJI0KEHU D) - PEKBU3UT
HCIIOJIb3YETCS B COMTPOBOAUTENBHBIX MHchbMax. OTMETKa 0
HaJUYUU TPUIIOKEHUS pa3MENIaeTcsl MOl TEKCTOM.
«Bu3a» - 0TMETKa O COrIaCOBaHUU JIOKYMEHTA BHYTpHU
opranuzanuu. Buza BKiItoyaeT: JOIKHOCTh BUBHPYIOUIETO,
MOJNKCH BU3HPYIOIIET0, paciiu(poBKY MOANUCH
(vHUIMATEL, (DaMUITHS) U 1aTY.

«ITopmucw» odopmisiercss Ha 2-3 UHTEpBaja HUXKE TEKCTa
JIOKYMEHTA (B COMPOBOAUTEIHHBIX MIUChMaX — MO
OTMETKOM 0 HaJM4uu NpusioxkeHus). B cocras pek-Busuta
BXOJAT: HAUMEHOBAHUE JOJKHOCTH JIMLIA, TOANKUCABIIETO
JOKYMEHT, JIMYHAasl MOAMNKCH U paciiu(poBKa MOAMUCH
(nHUIMATBL, haMUITHS).
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«ITeyaTpy» 3aBepsieT MONIMHHOCTH MOAIUCH TOIHKHOCTHOTO
JMIIA Ha JOKY-MEHTaX, YJOCTOBEPSIIOIINX TIpaBa JIHII,
(dbuxcupyromux (HaxkThl, CBI3aHHBIE C PUHAHCOBBIMHU
CpeacTBaM M JIp.

«OTMeTKAa 00 HCIIOJIHUTEJIe» BKII0YaeT (GaMIITUIO (MIH
(haMuIHIo0, UMsI, OTYECTBO) UCTIOTHUTEIS JOKYMEHTa U
HOMEp ero TenedoHa.

5.BAPUAHT 5

Hcnpagvme 00Kymenm 6 coomeemcmeuu ¢ NPpaguiamu
MeHCOYHAPOOHOI nepenucKu

Brain Institute
Svetlanovsky Avenue 47
Moscow, 123987, Russia

Ref: 123 Your Reference: 212
17 December 2012

Dr. James Smith

Brain Research Street

19 Oxford Street, London
NE 20, England

Dear Mr Larson

Thank you so much for your kind invitation it take part in
the International Congress to be held next mounth. It gives
me pleasure to accept your invitation and I look forward to
seeing you and other friends of mine.

Your sincerely

Ivanov A .A.
Director
cc MrJack Masey.

OTBeT: METOAMYECKHE PEKOMEHAALNU
OcodenHocTu opopMiIeHNsI PEKBU3UTOB MUCbMA
HHOCTPAHHOMY NMAPTHEPY:

PexBusur 1 - «Ceedenusn 06 omnpasumene (aBTope
JIOKyMeHTa). B 71eBoM BepxHEM yrily, B BEpXHEM IIPABOM
YTJIy WM B IIEHTPE BEPXHEH YacTH JIMCTa pacnojiaraercs
sMmbiieMa 1 HauMeHoBaHue GupMbl. Eciu koMmanus
MaJOM3BECTHA, TO YKa3bIBAETCs MPOPUIb €€ ACSITETbHOCTH,
Hampumep, «ppaxT CyJI0B», «OpraHUu3alus TypOB» U T.1I.
Taxxe yka3biBaeTcs agpec GUpMbI, HOMEpPA TeNEPOHOB,
(akcoB, AIIEKTPOHHOM MOYTHI, HHOT/Ia Ha3BaHHUE
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obcmyxkuBaromiero 6anka. MHorma (3To momyckaeT cTaHaapT
NCO) nnst ykazaHus ajpecoB U TeIePOHOB UCIOIB3YETCS
MECTO HaJ HI)KHUM T0JieM OJaHKa.

Bce ocranbHbie peKBU3HUTHI PAcoIaratloTcsi OT TPAHULIBI
JIEBOTO OIS, Oe3 ab3a1eB, XOTS PEKBU3UT «1aTa» MOXKET
NepeMeIaThCst K MpaBoMy MOJIIO.

PexBu3ut 2 — «ccvinka» (Reference) na Homep qoxkymeHTa
JIEJIOBOTO ITapTHEPA, HA KOTOPBIA JaHHBIN JOKYMEHT
sBisieTcst orBeToM (Yourref.), uto anamornuno «Ha Bamn Ne
...», ¥ cchlIKa Ha cBoil Homep (Ourref.), uto , Mo cyTH,
SIBJIICTCS HAIIUM UCXOJSIIUM PETUCTPALIMOHHBIM HOMEPOM.
Ccpika MOXKeT ObITh HU(PPOBOIA, OYKBEHHOH HITH
OykBeHHO-IIU(POBOI. B uncie 371eMeHTOB CChIIIKUA MOTYT
OBITh MHUIIMAJIBI aBTOPA MUCbMa, CEKpeTaps HIIu
WCIIOJIHUTEIS, TOPSAIKOBBI HOMEP JOKYMEHTA, YCIOBHOE
0003HaYeHHE CTPYKTYPHOTO MOIPA3ACICHus, J1ena, (aiina.
PexBusur 3— «/[lamay yka3piBaeTcs COTJIaCHO IPUHSITON B
cTpaHe aapecara cucreme. HajexHee Bcero ykasarb 4ncio
nuppaMu, HAMMEHOBAHHUE MECSIIa TIOJTHOCTHIO B OYKBEHHOI
¢dbopme u roa uudpamu NOTHOCTHIO, HapuMep: 15 August
2010. (Cranmapt MCO pexkomenayert Tak: rog, T.e. 2001-
05-23).

PexBusut 4 — «Adpec noayuamensn» COCTOUT U3
PaCMOI0KEHHBIX MOCTPOYHO:

- UMEHU U (GaMUINU [TOJTy4yaTes;

- HAMMEHOBAHUS KOMITaHUH;

- HOMepa JI0Ma, YIIUIIBL;

- TOpo/ia, HOYTOBOT'O OKpyTa (MHIEKCa);

- CTpaHBI.

PexBu3ut S — «K ceedenuron, unu ykazaHue Ha
KOHKpeTHoe Jinio. Mcronb3yercs , eciu B aapece He
yka3zaHa (haMmiIns noiydaresns, opopmisieTcs nocie
aapeca, Haripumep: Attention: Mr. P. Cooper. OtoT
PEKBU3UT HE SBISETCS 005S3aTEIIbHBIM.

PexBu3UT 6 — «6cmynumenvnoe oopawjenue» NUIIYT C
HOBOM CTPOKHU , OTCTYIIHB OT aIpeca YEThIPE MEKCTPOUHBIX
WHTEpBaJa.

JlenoBoe MuchbMO HaumHaeTcs co cioB «Dear ...». Moryt
WCTIOJIB30BATHCS CIEAYIOIINE (pasbl:

- DearSir — eciiu uMst oTy4atesnsi HSM3BECTHO;

- DearMadam — eciiu uMs oTy9aTeist HEU3BECTHO;

- DearMrNeit — rocrioguHy, UMst KOTOPOTO U3BECTHO;

- DearMrsFella — 3amy>xHeit xeHIMHE;

- DearMissJones — He3amMy»XHEl KEHIIHHE;

- DearMsMorrison — 3aMy>KHEW WK He3aMyKHEi
KEHIIHHE.

PexBu3ut 7 - «3a201060K nucomay yKazbIBaeTCs MOCIE
BCTYIUTENBHOTO OOpAIeHUs: U 0003HAYAeTCS:

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

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

- Subject: - (mpeamer, Tema, Bompoc);
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- IOAYEPKUBAHUEM.
3aroJoBOK He ABISETCA 0053aTENbHBIM PEKBU3UTOM, HO €TI0
HaJIM4Yue OTpa)kaeT 3HaHUE OTIPABUTENIEM IIPABUIT
XOpOLLEro TOHA.

PexBu3ur 8 - «Texcm»MoxeT nie4aTaThCsl Kak OT TPAHUILIBI
JIEBOTO 110JIs1 (COBPEMEHHBIM BApUAHT), TaK U C OTCTYIIOM
Hayaja Kaxaoro ab3aia — ¢ KpaCHOM CTpOKH
(kmaccuyecKuil BapuaHT).

AG3a11bl OTAENSAI0TCS APYT OT APYra JOMOJIHUTEIbHBIM
MEXCTPOUHBIM UHTEPBAJIOM, UTO 00JIEr4aeT BOCIIPUATHE
coziepkanus nucbma. Kpome Toro, ocCHOBHbIE TPEITIOKEHUS
MOTYT OBITH BBIICIICHBI MIPU(PTOM, TOJISPKUBAHUEM H T.]I.

TexcT 00BIYHO JOKEH YMEIIAThCsl Ha OJJHOW CTPaHHULIE.
«PexBUM3NT 9 — «3akntouumenvuan gopmyna
6€XHC/IUBOCHUY YKAZBIBACTCS Uepe3 ABa MEKCTPOUHBIX
HHTEpBaJa.

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

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

MoryT Takke UCIOIb30BaThCS CIEAYIOIINE
cioBocoueTanus: Bestwishes (Hamrydmme noxenaHus).
PexBusur 10 — «Jloonuce» pacnonaraercs Huxe GopMyJibl
BEXJIMBOCTH. [lenaercs He MEHee MATU MEKCTPOUHBIX
WHTEPBAJIOB JJIs JIMYHOW MOJIUCHU aBTopa nucbma. Huxke
MOJITMCH yKa3bIBaeTCs ee pacmudpoBKa: uMs u hammms,
Ha CJIEAYIOLIEN CTPOKE — JOJDKHOCTBD JIMLA, TIOIUCABIIErO
JOKYMEHT. JI0J’KHOCTh HE YKa3bIBaeTCs, €CJIU MUCHhMO
MOJIMTMCAHO PYKOBOJIUTENEM KOMIAHHH.

[lepen moAMUCHIO MOXKET CTOATH OTMETKA «P.p.», UTO
03HAYaeT «OT UMEHUY», B TOM clly4dae, KOTa MOoAYnHEHHbIC
MOJINKCHIBAIOT TOKYMEHT I10 MOPYYEHHUIO PYKOBOIUTEIS.
PexBusur 11 — «Ykazanue na npunosxcenue» (ecnu oHo
€CTh) JIa€TCS B MOJHOM WIIK COKpAIIEHHOUW GopMme:
«Enclosure:» unn «Encl:», nanpumep: Encl: Contract No
11/Si.

PexBusur 12 — «Ykazanue na paccoinky konuiin.l1pn
HarpaBJieHuu Konui nucbMa («Carboncopy» WiH «cc)
HECKOJIbKUM aJipecaTtaM yKa3bIBAIOT (aMUIUH JIUI] UITU
KOMITaHUH, KOTOPBIM OTIIPABIICHBI KOITHH.

Onucanue MKaJbl OLICHUBAHUA:

Oyenka: 5

Huoicnuii nopoe evinonnenus sadanus 6 npoyenmax: 10
Onucanue xapaxmepucmuxu ebinoneHus snanus: OueHka "oTIMYHO" BBICTABISAETCS €CIIU 3aJjaHKe
BBITIOJTHEHO B MOJTHOM O00BEME HIIH BBITTOJTHEHO MPEUMYIIIECTBEHHO BEPHO

Ouyenka: 4

Huoicnuii nopoe evinonnenus sadanus 6 npoyenmax.: 60
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OnucaHnue xapakmepucmuxu eblnoinenus 3Hanus: OLeHKa "X0opouio" BICTaBISETCs €CIU
OOJIBITMHCTBO BOIPOCOB PACKPHITO. BEIOPAHO BEPHOE HANIPABIICHHE JIJISl PEIICHUS 3a/1a9

Oyenka: 3

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

KM-8. JlokyMeHTHpOBaHUE TPYAOBbIX OTHOILIEHUH.

®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 - 6.

KpaTKOC Cod€cpiKaHME 3aJaHUA:

Pabora opueHTHpoBaHa HAa 3HAHUS BUJIOB TOKYMEHTOB, OTHOCSIIIMXCS K JOKYMEHTAIIMH 110
JUYHOMY COCTaB, 1 OCOOCHHOCTEH X 0(OPMIICHHST; Ha 3HAHUSI OpTraHU3AINH MPOBEICHUS
MIEPETOBOPOB ; MPABUJI OOIIEHHUS TTOCPEICTBOM BU3UTHOM KApTOUKH; HAa 3HAHUS MTPABHII

BeJICHUS TelIe()OHHBIX ITEPETOBOPOB

KoHTpoJibHbIE BOIPOCHI/3a/1aHUA:

3nate: I[lpaBuna co3gaHus

u

opOpMIICHHUS PA3TUYHBIX BHUJIOB

OpPraHU3aLMOHHOM,
pacropsauTeabHOM,
MH(}OPMaLMOHHO-CIIPaBOYHOMN
KaJIpOBOH TOKYMEHTALIUN

u

1. K nokymeHTaMm 10 JINYHOMY COCTaBy OTHOCSATCS
a) 3asBieHHE
6) Ilpuxas
B) CnpaBka C MecTa KUTEIbCTBA
Otgert: a), 0)
2.IIpukassl IO JUYHOMY COCTABY XPaHATCS
a) Bmecre ¢ apyruMu KagpoBbIMH JOKYMEHTaMU
0) B nuuHOM fene coTpyIHUKa
B) 'pynnupyrorcs B OTEIBHOE AEIIO
r) Ha pykax y coTpyaHuka
OtBeT:B)
3. TpynoBble 1OrOBOPHI U JTMUHBIE eia paOOTHUKOB
MpeanpusaTHs (KpOME pyKOBOJIUTENEH) XpaHITCs
a)llocTostHHO
6) 15 ner
B) 50 ner
r) 75 ner
Otser:r)
4.J1oKyMeHTbI, IpeAbsBIsIEMbIE IIPU MpUeMe Ha paboTy
a) TpynoBast KHM>KKa, TOKYMEHT, yJOCTOBEPSIIOIIHIMA
JUYHOCTh
0)TpynoBast KHMXKKa, TOKYMEHT, yIOCTOBEPSIOIINIA
JUYHOCTbH, IOKYMEHTHI BOUHCKOI'O y4eTa, TOKyMEHT 00
00pa30BaHUM, CTPAXOBOE CBUIETENILCTBO
roCy/1apCTBEHHOI'O NEHCUMOHHOI'O CTPAaXOBaHUS
B)TpyznoBasi KHWKKA, JOKYMEHT, YAOCTOBEPAIOIINN
nnyHocTh, IHH, cipaBky 0 COCTOSIHMM 310pOBbsI
r)TpynoBas kHMXKKa, IaCHOPT, JOKYMEHTHI
BOMHCKOT'O Y4eTa, XapaKTepUCTHKA
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OtBeT:0)

5.Cpok XpaHEeHHs MPUKA30B 0 JTUIYHOMY COCTABY
a) 75 ner
0) 10 ner
B) 25 ner

OtBeT:a)

Onucanne MKAJbI OIleHUBaHUS:

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

Ouyenka: 4
Huoicnuii nopoe evinonenus 3aoanus 6 npoyenmax. 60
Onucanue xapakmepucmuxu evlnoinerus 3Hanus: OeHKa "Xopoio" BEICTABISAETCS €CITU
OOJIBIITMHCTBO BOIPOCOB PACKPHITO. BBIOPAHO BEPHOE HAIIPABIICHUE JIJISl PEIICHUS 3a/1a4

Oyenka: 3
Huoicnuii nopoe evinonanenus 3aoanus 6 npoyenmax. 50
Onucanue xapakmepucmuxu evinonnenus 3uanus: O1neHKa "yI0BIeTBOPUTEIHLHO" BHICTABIISETCS
€CIIM 3aJIaHUE MPEUMYIIIECTBEHHO BBITIOJHEHO

KM-9. KoMmMyHHKanum B ynpaBJeHYeCKOM 1eATeJIbHOCTH

®opmbl peaju3anum: buners (MMCbMEHHBIH OIPOC)

THun KOHTPOILHOI0 MeponpuaTHs: TecTupoBaHue

Bec kouTposabHoro meponpusitusi B BPC: 8

IIpoueaypa mnpoBeaeHMsl KOHTPOJIBHOrO MeponpusatHsa: IIpoBoauTcs Ha INPaKTHYECKOM
3aHsaTHH. PacuetHoe Bpems - 15 munyr. KonmuectBo BapmanToB - 3. KonmdecTBO TECTOBBIX
BOTIPOCOB B BapHaHTE - 6.

Kpartkoe cogep:xxanue 3aganus:
Pabota opruenTupoBaHa Ha 3HaHUS OPraHU3aLUU IPOBEACHMS IEPETOBOPOB ; MPABUJI OOIIEHUS

nocpeaACTBOM BU3UTHOH KapTO4YKH; Ha 3HAHUS IIPpABUJI BEACHUA TeHC(I)OHHLIX MeperoBopoB

KoHTpoJibHbIE BONIpOChI/3aJaHUA:

3nate: IlpaBuna co3ganHuss wu 1.CtangapTHast BA3UTKA JI€JIOBOTO YEJIOBEKA UMEET
ohopMIIEeHUST PA3JIUYHBIX BHUJIOB pazmepsbl
OpPraHU3alMOHHOM, a) 50x90 mm.
pacnopsiAMTEeILHOM, 6) 60x100 MMm.
WH(OPMAIIMOHHO-CIIPABOYHOH U B) 40x90 mMMm.
KaJIpOBOM TOKYMEHTAIINH r) 50x80 mMm.
Otser: a)
2.CnenmanbHBIM CHUMBOJI Ha BUBUTKE, YATAEMBIN KaK
«ITo3apaBiso»
a) PP
6) PR
B) PPC
r) PF
Otger: 1)
3. MaunuaTuBa 3aBepiIuTh pa3roBop Mo TeinedoHy
TIPUHA]JICKUAT
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a) TOMY, KTO HE JIFOOHT JIMITHUX Pa3rOBOPOB;
0) Bcerma ToMy, KTO MTO3BOHUII,
B) 3aKaHYUBAET Pa3roBOpP, OTBEYAIOIINUN HA 3BOHOK
OtBer: 0)
4.K cj10BeCHOM KOMMYHHMKAIIMU OTHOCSITCS
a) Jloxnazsl
0) SA3bIK 5)xeCcTOB
B) IleperoBopsl o tenedony
r) E-mail
OrtgerT: B)
5.I0pennoxeHune 3aKI0YUTh TOTOBOP HA3bIBACTCA
a) Aknenrom
0) Odeproit
B) [IpeamOymnoii
OtBeT: 0)

OnucaHue MKAJbI OLleHUBAHUS:

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

Oyenka: 4
Huoicnuti nopoe evinonnenus sadanus 6 npoyenmax.: 60
Onucanue xapakmepucmuxu evinonenus 3Hanus: OueHKa "Xopouo" BEICTABISETCS €CIIU
OOJIBIIMHCTBO BOIIPOCOB PACKPHITO. BEIOPAHO BEPHOE HAMPABJICHHE JUISI PEIICHUS 3a]1a9

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

KM-10. 3akoHoaarejbHbIe OCHOBLI A€JI0IIPOU3BOACTBA

®opmbl peajau3anum: buiersl (MMCbMEHHBIN OIPOC)

Tun KOHTPOILHOr0 MeponpuaTHa: TecTupoBaHue

Bec konTpoabHoro meponpustusi B BPC: 8

IIpoueaypa mnpoBeaeHHMs KOHTPOJIBLHOrO0 MeponpusaTHsa: IIpoBoauTcs Ha IPaKTHYECKOM
3ansTuu. PacuetHoe Bpemst - 15 munyTt. KommyectBo BapmanToB - 3. KONIHYECTBO TECTOBBIX
BOIIPOCOB B BApHAHTE - /.

KpaTlcoe CoA€cpKaHME 3alaHUA:
PaGora OpPUCHTHPOBAaHA HA 3HAHUA O JOKYMCHTUPOBAHUHN U ITIOPAOKE pa6OTLI C

KOHCI)I/IHeHHI/IaIII)HI)IMI/I JOKYMCHTaMH Ha OCHOBEC 3aKOHOJATCJIbHBIX aKTOB

KoHTpoJibHbIC BONIPOCHI/3aJaHUA:

3HaTh: 3aKOHOAATENBHBIE U IPYrUe 1.I'pud orpanmvenus nocryna opopmisiercs
HOPMATHUBHBIE IIPAaBOBbIE  AKTHI, a) CEKPETHO
perIaMEeHTUPYIOIIIHE 6) CEKPETHO »5k3.Nel
UH(OPMALIMOHHYIO u B) CEKPETHO
JIOKYMEHTAIMOHHYIO JIESTEIIBHOCTh rotosua U.H.ITetpos
Opra"u3aluu r) «CEKPETHO»

OtsBet: 0)
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2.CteneHb CEKPETHOCTH CBEICHUIN YCTAaHOBJICHA B
CIIEIYIOIIEM W3 yKa3aHHBIX HOPMATHUBHBIX aKTaX:

a) GenepanpHbiii 3akoH «O0 nHDOpMAaIUH,
nH(POPMATU3ALNH U 3aLIUTE HHPOPMALTTN

0) 3akon Poccutickoit ®eneparuu «O
rOCyJ1IapCTBEHHOW TalHE

B) Ilepedenp cBeeHUI, OTHECEHHBIX K
rOCyJ1IapCTBEHHOM TaliHE, ONPEICICHHBI YKa30M
[Ipesunenta Poccuiickoit deneparuu
OtsBer: 0)
3.Ileuaranue qoKymMeHTOB ¢ rpudom «KT»
MIPOU3BOIUTCS

a) B cTpykTypHBIX oApa3eneHusax

6) LlenTpann3oBaHHO, B CIIEUAIBHO OTBEICHHOM
MIOMEILIEHUU

B) B cexperapuare
OtBeT:0)
4.11pu pabote ¢ TOKyMEHTaMH, UMEIOITUMH TP
«KomMmmepueckas TailHa», CBEJICHHUSI O HUX BHOCATCS

a) B XKypnan perucrpanuu I10KyMEHTOB C TprGpoM
«Kommepueckas TaliHa»

0) B o0Oumii )KypHan perucrpanuu 10KyMEHTOB
OtBert:a)
5.I'pud xoHPUAECHITNATEHOCTH

a) He mpenycmorpern 'OCTom P 7.0.97-2016

6) Ilpenycmotrpen 'OCTom P 7.0.97-2016
Ortgert: 0)
6.CornacHo denepanbHOMY 3aK0HY «O
rOCyJIapCTBEHHOM TaillHE» MOJJIEkKAT 3aCEKPEUNBAHUIO
CIIEAYIOIINE CBEICHUS

a) CBeneHUs B BOGHHOM 00JIaCTH.

6) O upe3BbIYAWHBIX TPOUCIIECTBUIX U
KaracTpodax, yrpokaromux 0e30MacHOCTH Tpaxk/iaH, a
TaK)Ke O CTUXUUHBIX OJICTBUSAX U UX MPOTHO3aX.

B) O CcOCTOSIHMM 5KOJIOTUH, 3PABOOXPAHEHMS,
nemorpaduu, caHUTapuu, KyabTypbl, 00pa30oBaHMs,
CENBCKOT0 XO351CTBA.

r) CBeieHus B 00JaCTH pa3BeI0BaTENbHOM,
KOHTPPA3BEIOBATEIBHON e TETHHOCTH.

n) CBeneHus O BHEIIHEMOIUTHIECKON U
BHEITHEAKOHOMHYECKOW JAEATEIbHOCTH; CBEICHUS O
(bMHAHCOBOM TTOJUTHKE B OTHOIIICHUH JAPYTUX
rocynapcTB (Kpome BHEIIl. 3aJJOJKEHHOCTH); O
(hMHAHCOBOM, ICHEKHO-KPEAUTHON AEITETbHOCTH;
OtgeT:a), 1), 1)

Onucanue MKAJbI OIICHUBAHUA:

Ouyenka: 5

Huodicnuii nopoe svinonnenus 3aoanus 6 npoyermax: 10
Onucanue xapakmepucmuxu evinoinerus 3Hanus: OneHKa "OTINYHO" BBICTABIISETCS €CIIH 3aJaHNe
BBITIOJTHEHO B MOJIHOM 00'beMe WIIH BBITIOTHEHO MPEUMYIIIECTBEHHO BEPHO
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Oyenxa: 4
Huoicnuii nopoe evinonnenus 3aoanus 6 npoyenmax. 60
OnucaHnue xapakmepucmuxu evlnoinenus 3Hanus: OLeHKa "X0opouio" BICTaBISETCS €CIu
OOJIBITMHCTBO BOIPOCOB PACKPHITO. BBIOPAHO BEPHOE HAINIPABIICHHE JIJISl PEIICHUS 3a/1a4

Oyenka: 3
Huoicnuii nopoe evinonenus 3aoanus 6 npoyenmax. 50
Onucanue xapakmepucmuxu evinonnenus 3uanus: O1neHka "yI0BIeTBOPUTEIHLHO" BHICTABIISACTCS
€CITH 3aJIaHuE MPEUMYIIECTBEHHO BBITIOJTHEHO
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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 ¢ [looxkeHueM o 0amuIbHO-PERTUHTOBOM cucTteMe i cTyaenToB HUY «MOU

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

1. Komnerenuusi/Muankarop: UJ1-lonk-s Mcrnonszyer coBpeMeHHbIE HHPOPMALIMOHHbIE
TEXHOJIOTUH U IPOTpaMMHBIE CPEACTBA AJIs XpaHEeHus, 00pabOTKH, aHAIN3a U [IPECTABICHUS
uH(popMauu

Bonpocel, 3a1anus
1. Homenknatypa nen. Oco0eHHOCTH 0QOpMIICHUSI.
2.Anroput™ 006pabOTKU BXOISAUINX JOKYMEHTOB.
3.BusutHas kaprouka. OCHOBHBIE TpeOOBaHUS K €€ 0(POPMIICHHIO U MCIIOJIb30BaHUIO.
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.BHyTpeHHsAa pacnopsauTenbHas ToKyMeHTaus. OcoOeHHOCTH oopMIIeHUSI.
10.ITpaBuna oopmiieHUs AETOBBIX MMHCEM.

11.0cobenHOCTH paboThI C JOKYMEHTaMHU OIpaHMUYEHHOT'O 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 TOKyMeHTaIuei 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 AEKTPOHHOM MOYTE B) MO TeaehOHY T) MO 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 fokyMeHTe B coorBercTBuM ¢ 'OCT P 7.0.97-2016 ctaButcst
OtBeThI:
a) BHM3Y cieBa 0) BHU3Y B LIGHTPE B) BBEPX CJieBa I') BBEPXY B LIEHTPE
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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 Bapuant opopMiIeHHs OTMETKU O HAIMYUH 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 BXOASAT B COCTaB YHU(DUIIMPOBAHHOMN
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 6J1aHKOB yCTAHOBIICHBI JIJIsl OPTaHU3AlUU, €€ CTPYKTYPHOTO
NoJIpa3/iesIeHus ¥ I0JKHOCTHOTO Jinia’?

OTtBeTsI:
a) OOmwmii GraHk, OJ1aHK MHUChMa, OJIaHK KOHKPETHOTO BUIa JoKyMeHTa 0) biiank BHyTpeHHUH,
BHEITHUH U /1 (hakcoB B) biaHk A7st pacropsIuTeNbHBIX JOKYMEHTOB, JJIS TIHCEM 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 UCHOJb3yeTcsl peKBU3UT «CCchlIKa Ha PErUCTPAllMOHHBIA HOMEpP U J1aTy
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, MOJI0KEHHUE, HHCTPYKITHIO)

BepHnpriii oTBeT: a)
11.BeiGepute npaBuiIbHEIN BapuaHT oopmiieHus pekBusuta «['pud yrBepxxaenus», koraa
YTBEP)KJICHHUE MPOUCXOUT AOKHOCTHBIM JTUIIOM

OTBeThI:
a) YTBEPXJIAIO Iupextop AO «ITunor» [loamuce A.B. Iletpos 23.09.2019 0)
Vreepxknaato dupexrop AO «ITunor» [Toanuces A.B. Ilerpos 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 JOKYMEHT 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 COCTaBJIEH COBMECTHO ABYMS OpraHU3alUsIMU, TO PErUCTPALlMOHHBII HOMEP
OTBeTHI:
a) MPOCTaBISETCS OPraHu3aluei, IBISIONIecsl HHUIMATOPOM J0TroBopa 0) COCTOUT U3
PErUCTPALIMOHHBIX HOMEPOB KaX0i U3 OpraHU3aluii, TPOCTABIIIEMBIX Y€pE3 KOCYIO UepTy B
MOPSIIKE YKa3aHUsI aBTOPOB JOKYMEHTa
Bepuslii oTBeT: 0)
15.lokyMeHT, PUKCUPYIONTUI COTJIAIICHHE CTOPOH 00 YCTaHOBJIEHUHU TPYIOBBIX OTHOIICHUN U
PEryJIUPYIOMNM UX, HA3bIBACTCA
OTBeTHI:
a) TpynoBoii kamxkoit 6) TpynoBbiM kogekcoM B) [Ipuka3oM 1o TMYHOMY COCTaBY T)
TpynoBbeiM 1oroBopom 1) Jl0IKHOCTHON MHCTPYKITUEH
Bepnrliii oTBeT: T)

11. Onucanue wikanvt oyenusanus

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

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

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

II1. IIpaguna évicmaenenusn umo2o60i OUeHKU no Kypcy

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