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JIner aktyanu3anuu padoyeil mnporpamMmsl

Pabouas mporpamma nepecMoTpeHa, 00cyxieHa u ogoOpena uist peanmsarmu B 2026 - 2027
yueOHOM roty Ha 3aceqanuu kageapsl Ilenarormyeckoro oOpasoBaHus U

[Iporokom or 20 . Ne

3aB. kadenpoii C.C. Benukanosa

Pabouas mporpamma nepecMoTpeHa, 00cykieHa u oo0pena uist peanmsarmu B 2027 - 2028
y4eOHOM Toly Ha 3acenanuu kaeapsl [lemarormueckoro oopa3oBaHus 1

[Iporokom oT 20 1. Ne

3aB. kadenpoit C.C. Benukanosa

Pabouas mporpamma nepecMoTpeHa, 00CykieHa u oo0pena uist peanm3armu B 2028 - 2029
y4eOHOM To/ly Ha 3acenanuu kaeapsl [lemaroruueckoro oOpa3oBaHus U

[IpoTokomor 20 . Ne

3aB. kadenpoit C.C. Benukanosa

Pabouas mporpamma nepecMoTpeHa, 00CcykieHa u oo0pena it peanm3armu B 2029 - 2030
yueOHOM Toly Ha 3acenanuu kadeapsl [lemaroruueckoro oopa3oBaHus U

[IpoTtokonm oT 20 1. Ne

3aB. kadenpoit C.C. Benmkanosa




1 Lean ocBoOeHMs TUCHUTIIIUNHBI (MOYJIs1)

Lenbto OCBOCHUS TUCHMILIMHBI SBISIETCS (OPMUPOBAHKE Y OyIyIINX TOKYMEHTOBEIOB
YMEHUS  BECTH  JCIOBYIO  IIEPEIUCKY B COOTBETCTBUM  C  COBPEMEHHBIMHU
HOPMaTUBHO-METOIMYECKUMHU TPeOOBaHUSAMHU.

2 MecTo qucHUILIHHBI (MOAYJIsI) B CTPYKTYpe 00pa3oBaTe/IbHOM NPOrpaMMbl

Jucnunnuna JlenoBas nepenucka BXOJUT B 4acTh Y4€OHOTO IU1aHa (pOPMUPYEMYIO
y4acCTHHKaM# 00pa30BaTEbHBIX OTHOIICHUH 00pa30BaTeIbHOM MPOTPaMMBbI.

JUist M3y4eHus: AUCIUTUIMHBI HEOOXO0IUMBI 3HAHUS (YMEHHUSI, BIIAICHUS),
c(OpMHUPOBAHHBIC B PE3YJIbTATE N3YUCHHSI TUCIUIUTMH/ IPAKTUK:

JIoOKyMeHTHast TMHT BUCTHKA

OCHOBBI yIIpaBIIEHUS OpraHU3anuei

WNHOCTpaHHBIN A3bIK

OCHOBBI JOKYMEHTOBEICHUS

3HaHus (YMEHUs, BIAJICHNS), TOJyICHHBIC TPH N3YYSHUH JAHHOU TUCIUATUTHHBI
OyayT HeOOXOAUMBI [T U3YYSHHS JTUCIUTUTHH/TIPAKTHK:

JlenoBasi KOMMyHHKaLUs

JlenoBast KOMMYHHKAIIHS HA PyCCKOM SI3bIKE

JlokyMeHTOBEeIeHHE

[TponsBoicTBEHHAS - TIPAKTHKA IO TOJYYSHHIO MPO(eCcCHOHABHBIX YMEHUH M OTIBITA
poheCcCHOHANTBHOM IeATeTLHOCTH

DJNEeKTPOHHBIC APXUBHBIE IOKYMEHTHI

MexnyHapoAHbIe CTaHIAPThl YIPaBIEHUS JOKYMEHTAIMEH U apXuBaMu

OpranuzannoHHO-UHGOPMAITMOHHOE 00ecTieueHNE IeATENbHOCTH PYKOBOIUTEIS

Texnonornu BHeApEHUs, aAaNTallud U YIIPABICHUS CUCTEMaMHU AJIEKTPOHHOTO
JTOKYMEHTO000pOTa

Opranu3zanust KOHQPEPEHTHBIX MEPOTIPUATHI

KoudunenmnuansHoe nenonpon3BoaCTBO

HNudopmanrionHsie pecypchl, peecTpbl U 0a3bl JaHHBIX: MPAKTUYECKUE ACTIEKThI

[IpousBoicTBEHHAs - MPOEKTHAs MPAKTUKA

Texuuueckue cpecTBa yrnpapieHUs: B JOKYMEHTAIIHOHHOM 00eCIIeYeHUH
yIpaBJICHUS U apXUBax

VYnpaiieHue JOKYMEHTaMH U 3alUCSAMU B CUCTEME MEHEPKMEHTa KauecTBa

3 Komnerennun ody4yaromierocsi, opmupyembie B pe3yJbTaTe 0CBOEHMSI

AUCHMILIMHBI (MOYJIs1) U IJIAHMPYeEMbIe pe3y/ibTaThbl 00y4eHust

B pesynbraTe ocBOCHUS AUCHUILIMHBI (MOyisl) «/lenoBas mepenuckay
oOyyaromuiicst 10JkeH o0J1afaTh CICAYOIMMU KOMIIETEHIIUSMU:

Kon nanukaropa NHaukaTop AOCTHIKEHUS KOMITIETCHITUN

VYK-4 Crioco6eH ocylIecTBIATh JeI0BYI0 KOMMYHHUKAIIMIO B YCTHON M MUCbMEHHOM (hopmax
Ha rocyiapcTBeHHOM si3bike Poccuiickoit depepannu U MHOCTpaHHOM(BIX) sI3bIKe(ax)

YK-4.1 Bribupaer ctuiab 001IeHNs HAa PYCCKOM S3bIKE B 3aBUCMOCTH OT LIEJIU U
YCJIOBMI ApTHEPCTBA; aallTUPYET Peyub U CTHJIb OOIIEHUS K CUTYaIUsIM
B3aUMOJICHCTBHS

VYK-4.2 Bener nenoByro nepenucKy Ha pyCCKOM M HHOCTPAaHHOM SI3BIKAX C

y4eTOM 0COOEHHOCTEH CTHIIMCTUKU O(PHUIIUATBHBIX ITUCEM U
COLIMOKYJIbTYPHBIX pa3InyHii

VK-4.3 BrimonHseT s TUYHBIX 1eNiei mepeBo 0pUIHATBLHBIX U
podecCHOHANBHBIX TEKCTOB C MHOCTPAHHOTO S3bIKAa HA PYCCKUH, C
PYCCKOTO sI3bIKa Ha MHOCTPAHHBII




YK-4.4 [TyOnu4yHO BBICTYIIAET HA PYCCKOM SI3bIKE, CTPOUT CBOE BBICTYILUICHHUE C
YUETOM AYAUTOPHUM U LEIH OOLIECHUS
YK-4.5 VYCTHO nIpeCcTaBIIsAeT pe3ysbTaThl CBOCH AEATEIbHOCTY HA HHOCTPAaHHOM

SI3bIKE, MOKET TOJIEP>KATh Pa3roBOP B X0J1€ MX OOCYKICHHS

[1K-1 Crioco6eH ocymiecTBIsATh OPraHU3alMOHHOE, JOKYMEHTAIIMOHHOE
nH(GOPMAIMOHHOE 00eCTICUeHHE JeITEIHHOCTH PYKOBOIUTENS OPraHu3aluu

[K-1.1

Opranuzyer u 00ecreyrBacT JOKyMEHTAlMOHHOE COITPOBOXKIECHNE
JESTETLHOCTH PYKOBOJIUTEINSI HA OCHOBE BHEIIHUX M JIOKAJIbHBIX
HOPMATHBHBIX aKTOB

IK-1.2

Opranmusyet nHGOPMAIIMOHHOE M JOKYMEHTAI[HOHHOE B3aUMO/ICHCTBHE
PYKOBOIUTEIIS C IOCETUTENSAMU, TOIPA3ACICHUSAMH, JOKHOCTHBIMU
JIMIAMHU TAPTHEPAMU

IK-1.3

Opranusyet padouee BpeMsi, PyHKIIMOHAIBHOE TPOCTPAHCTBO CBOE U
PYKOBOJUTEIIS, OPTaHU3AIMOHHO COIIPOBOXKIAET paboUune MPOIecChl
PYKOBOIUTEIIS

[TK-2 CrniocoGeH oCymecTBIsITh JOKYMEHTAIIMOHHOE 00€CTICUeHNE YITPABIICHUS

OpraHu3amuen

[K-2.1 Opranusyer U periiaMeHTHUpPYeT TOKYMEHTUPOBAHUE YIIPABIECHYECKON
JIeSITeITPHOCTH B OPraHU3aINH

I1K-2.2 OpraHu3yer U perJaMeHTHpPyeT JOKYMEHTOOOOpOT B OpraHu3aIiu

IK-2.3 Opraausyer, periaMeHTUPYET OTIEPATUBHOE XPAHCHHUE U

HCITI0JIb30BAHUEC JOKYMCHTOB B OpraHu3alinnu




4. CtpyKTypa, 00b€éM U coep:kaHue TUCHHUILINHBI (MOLYJIs1)

OO0mmast TpyI0eMKOCTh JUCIUILIINHBI COCTaBIseT 3 3a4deTHhIX equHuIl 108 akaa. yacos, B TOM

qucie:
— KOHTaKTHas paboTta — 59 akaj. Jacos:

— ayIuTopHas — 54 akaj. 4acos;

— BHEAyIUTOpHAs — S5 akaJl. 4acoB;

— caMocTosTeNIbHas padoTa — 49 akaj. 4yacos;

— B JopMe IpaKTUIEeCKOH moaAroToBKH — 0 akaj. vac;

dopma arTecTanuu - 3a4eT

AynuTopHast 3
= =
o KOHTaKTHas paborta = E dopma TeKyIero
Pasnen/ Tema § (B akaz. yacax) E > Bun § KOHTPOJIA Kox
g 3 © | caMOCTOSTEIBHOM YCIIEeBaEMOCTH U
JUCLIMITITHHEI 3 2 " KOMIIETEHLIUN
O g 5 paboThI MPOMEKYTOTHON
Tlex. mab. | mpakr. Z'S aTTecTaluu
3aH. 3aH. O &
1. O0wast XapakTepucTHKa
JIETIOBOM MEpenrcKu
Msvaenne YK-4.1, VK-
OCHZ:HI(-)IE u 4.2, VK-4.3,
OIOJTHUTEIILHOU YK-4.4, VK-
1.1 CymHocTh U Ha3HAUCHUE 2 412,12 612 ﬂnme ATVDBI 1O Brmonnenue tecta | 4.5, I1IK-1.1,
JIETIOBOM MepenucKu n ' I/ICpI/IH}J/'IpI/IHC K pazzeny 1 IIK-1.2, TIK-
onuc . 1.3, TIK-2.1,
- TK-2.2, TIK-
5 JreKin 2.3
YK-4.1, VK-
Nzyuenue 4.2, YK-4.3,
OCHOBHOM U VYK-4.4, VK-
]13é2 ;iﬁuoneeii?;a}mﬂ K 2 412,12 6.12 IonoJaHuTEnbHOM | Beimomnenue tecta | 4.5, ITIK-1.1,
neﬂenncm[dl n ' JIUTEPATYPHI, K pazzeny 1 [K-1.2, TIK-
P KOHCIIEKTa 1.3, IIK-2.1,
JIEKIIAH I1K-2.2, TIK-
2.3
Hroro no pazaeny 4 8/11/’125 12,25
2. Baemrnsis genoBast mepemnucka
VK-4.1, VK-
Nzyuenue 4.2, VK-4.3,
OCHOBHOMH 1 Brimonnenue VK-4.4, VK-
2.1 ITousATHE IEIIOBOrO 2 412,12 612 JIOITOJTHUTEIBHON MPAKTUICCKON 4.5, TIK-1.1,
MTUChMa " ' JIUTEPATYPHI, paboThI, TECTA K IK-1.2, TIK-
KOHCIIEKTa pazneny 2 1.3, IIK-2.1,
JIEKLIUH I1K-2.2, TIK-
3 2.3
Nzyuenne VK-4.1, VK-
29 ToeGoBars K OCHOBHOMU U Brimonnenue 4.2, VK-4.3,
C(’)CT;; CHIO TeTOBIX 2 412,12 612 JIOTTOJTHUTEITBHOM MIPaKTUIECKON VK-4.4, VK-
ceM A u ' JIUTEPATypHI, paboTEhI, TeCTa K 4.5, TIK-1.1,
KOHCITEKTa pazznemny 2 [K-1.2, TIK-
JIEKIAN 1.3, IIK-2.1,




T1K-2.2, TIK-

2.3
YK-4.1, VK-
Uzyuenue 4.2, VK-4.3,
OCHOBHOM U Brinonnenue YK-4.4, VK-
2.3 IlpaBuiia 31€KTPOHHOM 2 4/2,12 6.12 JIOTIOJTHUTENLHON MPaKTUYECKON 4.5, 1IK-1.1,
JEJI0BOM NEPENUCKU n ' JIUTEPATYPBI, paboTHI, TeCTa K IK-1.2, IK-
KOHCITEKTa pazzneny 2 1.3, TIK-2.1,
JICKIMI [IK-2.2, TIK-
2.3
YK-4.1, VK-
Nzyuenne 42, VK-4.3,
OCHOBHOM U Brinonnenue YK-4.4, VK-
4/2,12 JIOITOJTHUTEIBHOM MPaKTUYECKON 4.5, TIK-1.1,
2.4 SI3bIK IEN0BOTO MHCHMA 2 n 6,12 JIUTEPATYPBI, pa%on,l, TecTa K IK-1.2, IK-
KOHCITEKTa paszneny 2 1.3, TIK-2.1,
JISKIMI [K-2.2, TIK-
2.3
Hroro 1o pazaeny 8 161//18 S 245
3. BHyTpeHHss qenoBast
TepercKa
YK-4.1, VK-
Nzyuenue 4.2, VK-4.3,
OCHOBHOMH U Brinonnenue VYK-4.4, VK-
3.1 TonsiTHE BHYTpEHHEH 2 4/2,12 612 JIOIOJTHUTEIBHON KOHTPOJIbHOM 45, TIK-1.1,
JIETIOBOM MepenucKu n ' JIUTEPATYPHI, paboThI, TECTA K IK-1.2, TIK-
KOHCITIEKTa pazzneny 3 1.3, 1IK-2.1,
JICKIIMH I1IK-2.2, TIK-
2.3
VYK-4.1, VK-
Nzyuenue 4.2, YK-4.3,
OCHOBHOM U Brimonnenue VK-4.4, VK-
3.2 TpeboBaHus K . N
COCTABCHIIO OCHOBHBIX 4 8/2,12 6,12 JIOITOJTHUTEIBHON KOHTPOJIBHOM 4.5, TIK-1.1,
BUJIOB 1GTIOBOM TIEpeIHCKH n JIUTEPATYPHI, paboThl, TECTa K IK-1.2, TIK-
KOHCITEKTa pazzneny 3 1.3, 1IK-2.1,
JIEKIIUH I1K-2.2, TIK-
2.3
Wroro no pazaeny 6 12/;11’25 12,25
Hroro 3a cemectp 18 36/17TU | 49 3auér
Wroro no mucuuruimHe 18 36/17TU | 49 3a4er




5 O0pa3oBaTe/ibHbIE TEXHOJIOTHH

1. TpaguumonHbie 00pa30BaTeNbHBIC TEXHOJIOTUH OPHEHTUPYIOTCS HA OpPraHU3aluio
00pa3oBaTeILHOTO MPOIIECcCca, MPEANOIAraloNlyio IPSMY0 TPAHCISLNIO 3HAHUHN OT
IIpenoaBaTelis K CTyICHTY

®opMbI yUeOHBIX 3aHATHIA C UCTIOIF30BaHUEM TPAAULIUOHHBIX TEXHOJIOTHH:

NudopmanmonHas JeKmust

CemuHap

[IpakTrueckoe 3aHATHE, TOCBSILEHHOE OCBOCHNIO KOHKPETHBIX YMEHUI 1 HABBIKOB
0 MPEJI0KEHHOMY aJITOPUTMY.

2. Texnonoruu npoOIEMHOI0 00y4EHUS.

@DopMBbl yUEOHBIX 3aHIATHH C UCIOJIB30BAHUEM TEXHOJIOTUN TPOOIEMHOTO 00Y4EHHUS:

[Tpob6nemHuast nexius

[IpakTueckoe 3anatue B (popMe MPaKTUKYyMA .

3. UrpoBbie TEXHOIOTHH — OpraHu3alys 00pa30BaTeIbHOTO MPOIecca, OCHOBaHHAs Ha
PEKOHCTPYKIIMU MOJIEJIeN MOBEICHUS B paMKaX MPeII0’KEHHBIX CLIEHAPHBIX YCIOBUM.

@opMBbl yUeOHBIX 3aHITHH C UCIIOJIB30BAHUEM UTPOBBIX TEXHOJIOTHIL:

VYyebnas urpa.

enosas urpa.

PoneBas urpa .

4. TexHOJOTUH MPOEKTHOIO 0OyUEHUSI.

OCHOBHBIE THITBI IPOEKTOB:

HccnenoBaTenbCKuil MPOEKT

TBOpUECKUI TPOEKT.

NudopManioHHbII TPOEKT.

5. IHTepaKkTUBHBIE TEXHOJOTMH — OpraHu3alus 00pa3oBaTeIbHOIO Ipoliecca,
KOTOpas IPEAIoJIaracT akTUBHOE ¥ HEJIMHEWHOE B3aUMOJCHCTBHE BCEX YUACTHUKOB,
JOCTH>KEHHE Ha 3TOM OCHOBE JIMYHOCTHO- 3HAYUMOTO Il HUX 00pa30BaTeIbHOIO
pesynbraTta. Hapsaay co crienuanu3supoBaHHBIMH TEXHOJIOTHSAMM TaKOTO POAA MPUHIIMII
MHTEPAKTUBHOCTH ITPOCIIEKHUBAETCS B OOJIBIIMHCTBE COBPEMEHHBIX 00pa30BaTEIbHbBIX
TeXHOJIOTUH. IHTepaKTUBHOCTh M0/Ipa3yMeBaeT CyObeKT-CyObEKTHBIC OTHOLIEHHUS B X0OJ1€
00pa30oBaTesIbHOIO Ipoliecca U, Kak Cle[CcTBUE, POPMUPOBAHUE CaMOPa3BUBAIOIIEHCS
MH(GOPMALMOHHO-PECYPCHOM CpeIbl.

@Dopmbl yueOHBIX 3aHATHH € UCIIOIB30BAHUEM CHELUATU3UPOBAHHBIX MHTEPAKTUBHBIX
TEXHOJIOTUH:

Jlexuus «oOpaTHOM CBSI3W» — JEKLHSI—TIPOBOKALIUS

CeMuHap-nuckyccus

6. NTHpopMaLlnOHHO-KOMMYHHUKAIIMOHHBIE 00pa30BaTeIbHbIE TEXHOJIOTHH :

Jlexuus-Bu3yanu3anns — U3J10KEHUE COAECPKaHUSI COIIPOBOXKIAETCS IPE3eHTaluEN
(nemoHcTpanuel yueOHbIX MaTepUaIoB, IPEACTABIEHHBIX B PAa3JIMUHbIX 3HAKOBBIX
cucremax, B T.4. WIIJIKOCTPAaTUBHBIX, IpaUUecKUX, ayIMo- U BUAEOMATEPUATIOB).

[IpakTuyeckoe 3aHsATHE B POPME MTPE3EHTALIH.

Yar-3ausATHs.

Be6-3ansarus.

Tenexondepenuun.

OnnaiiH-ceMuHap.

6 Y4eOHO-MeTOqMYECKOE 0O0ecTIedeHHe CAaMOCTOATEILHOM PadoThI 00y4Ya0IMXCst

Hpe,[[CTaBJ'ICHO B IPUJIOKCHUUN 1.

7 OneHo4YHbIe CPeACTBA IS MIPOBEACHHUS IIPOMEKYTOYHON aTTecTaluu
[IpencraBieHsl B IPUIIOKEHUU 2.



8 YuebHo-MeToanYeckoe u HHGOPMALIMOHHOE 00ecTeyeHne THCIMIIIMHbI

a) OcHOBHAas JIUTEpaTypa:

1. Ky3uenos, 1. H. [lenoBas nepenwucka : yaeOHUK U IPAKTUKYM JUIs BY30B /

W. H. Ky3nenoB. — 4-e u3zf., nepepad. u gon. — Mocksa : UznatensctBo HOpaiit, 2025. —
139 c. — (Bricuiee o6pazoBanue). — ISBN 978-5-534-17002-3. — TekcT : 3neKTpOHHBIH //
OopazoBarenbHas wiathopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/568569 (nata
obpamenus: 28.03.2025).

2. Kupcanora, M. B. JlenoBas nepenucka : yaeOHO-TIpakThdeckoe mocobue / M. B.
Kupcanosa, H. H. Anoauna, FO. M. AkcenoB. — 3-e uszn. — Mocksa : UHOPA-M, 2022. —
136 c¢. — (Bsiciiee oOpazoBanue: bakanaspuar). - ISBN 978-5-16-009918-7. - TekcrT :
anexktpouHbid. - URL: https://znanium.ru/catalog/product/1710999 (nata oOpamieHwus:
28.03.2025). — Pexxum octyna: 1o HOIMUCKE.

2. KynpTypa peun u JieoBoe 00IIeHue | YYeOHUK U TPAKTUKYM JIJIs BY30B /
OTBETCTBEHHBIE penakTopel B. B. Xumuk, JI. b. Bonkoa. — Mocksa : M3narenscTBo
IOpaiit, 2025. — 308 c. — (Bricmiee oopazosanne). — ISBN 978-5-534-00358-1. —

Tekcr : anexTponnslii / O0pazoBarenbHas miatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/560575 (nara obparienus: 28.03.2025).

2. J3smommuckuii, 1. M. JlenoBble koMMyHHUKauu. Teopus U IpaKkTHKA : y4eOHUK
g By30B / . M. I3snommHckuit, M. A. TIuneryn. — Mocksa : U3aarenscto FOpaiiT,
2024. — 433 ¢. — (Bricmiee oopazoBanue). — ISBN 978-5-534-18986-5. — Tekcr :
anexTpoHHbIN // O0pazoBarensHas miatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/555623 (nara obparenus: 28.03.2025).

3.AnoxuHa, C. A. JIuHrBHCTUYECKHE OCHOBBI JIEJIOBOTO MHUChMa : pakTHUKyM / C. A.
Anoxuna ; MI'TY. - Maruutoropck : MI'TV, 2017. - 1 anektpon. ont. guck (CD-ROM). -
3aru. ¢ tutyin. skpana. - URL: https://host.megaprolib.net/MP0109/Download/MObject/1925
(mara o6pamenus: 30.05.2023). - MakpooOBeKT. - TeKCT : 3neKTpoHHBIH. - CBeaeHUs
noctynHbl Takxke Ha CD-ROM.

4. KopobGeitnukoBa, JI. C. JlokymeHTallMOHHOE 00ecredeHue AeI0BOTO OOIICHNUS
VYyeonoe nmocobue / JI.C. Kopobeiitnukosa, O.M. Kymnpromuna; [Tox pen. JI.A. EngoBuiikoro.
- Mocksa : Maructp, 2011. - 302 c. ISBN 978-5-9776-0022-4. - TekcT : 3JE€KTPOHHBIN. -
URL.: https://znanium.com/catalog/product/244969 (nata o6pamenus: 28.03.2025). — Pexxum
JOCTYTIA: MO MOJITUCKE.

0) JlonmosiHuTebHAS JIUTEpaTypa:

1. Patauxkos, B. I1. [lenoBbie koMMyHUKauu : yueOHUK /i By30B / B. I1. PaTHUKOB ;
oTBeTcTBeHHbIN peaakTop B.Il. PatHukoB. — Mocksa : U3parensctBo [Opaiit, 2025. —
450 c. — (Bricmiee obpazoBanue). — ISBN 978-5-534-18744-1. — TekcT : 3JIEKTPOHHBIN //
O6pazoBarenpHas miatgpopma IOpaiit [caiit]. — URL: https://urait.ru/bcode/560029 (nmata
oOpamenus: 28.03.2025).

2. JlenoBble KOMMYHUKAIIUA B TOCYJApCTBEHHOM W MYHHIIMIIAJILHOM YIPABIICHUH :
yueOHuK s By30B / A. C. Hukurtuna, H. I'. YUeBtaesa, C. A. Batopornun, A. C. Batoponun. —
MockBa : WMsparenbctBo  FOpaiit, 2025.— 171c.— (Bsicmiee oOpa3oBaHue). —
ISBN 978-5-534-13964-8. — Tekcr : snexTpoHHbIH // O6pa3zoBatenbHas miartgopma HOpaiit
[caiiT]. — URL: https://urait.ru/bcode/567676 (nara obpamenus: 28.03.2025).

3. IlaBnosckas, FO. B. JlenoBas koppecnonjeHuus : ydebHoe mocobue / HO. B.
[TaBnoBckast ; MI'TY. - Maruuroropck : MI'TY, 2017. - 1 anektpon. ont. auck (CD-ROM). -
3arn. ¢ Tutyn. skpana. - URL: https://host.megaprolib.net/MP0109/Download/MObject/1614
(mata obpamenus: 05.09.2023). - MakpooObeKT. - TEKCT : 37eKTPOHHBINH. - CBEACHUS JOCTYITHbI
taxke Ha CD-ROM.



B) MeToanueckue ykasaHus:

CamocrosTenpHas paboTa CTyJCHTOB By3a : pakTukyM / coctapurenu: T. I'. Heperuna,
H. P. Ypazaesa, E. M. PazymoBa, T. ®. OpexoBa ; MarHUTOropcKuii roc. TEXHUYECKUN YH-T UM.
I'. 1. Hocoga. - Marautoropck : MI'TY um. I'. U. Hocosa, 2019. - 1 CD-ROM. - 3arx. ¢ Tutyi.
skpana. - URL:  https://host.megaprolib.net/MP0109/Download/MObject/2391  (mara
obpamenus: 28.09.2023). - MakpooOBeKT. - TeKcT : 31eKTpOHHBIN. - CBEICHUS JOCTYITHBI TAKKE
Ha CD-ROM.

r) [Iporpammuoe odecnieuenne u UHTepHer-pecypcesbi:

IIporpammHoe odecrieyenune

HaumenoBanue .
o Ne oroBopa Cpok neicTBUS JTULIEH3UN
7Zip cB0OOTHO pacmpocTpansemoe [10 06eccpovHO
FAR Manager cB0OOTHO pacmpocTpansemoe [10 06eccpovHO
Bbpaysep Yandex |cBoGomaHO pacnpoctpansemoe 110 06eccpovHO

IIpodeccuonanbHble 6a3bl JTaHHBIX 1 HHGOPMALMOHHBbIE CIIPABOYHbIE CHCTEMbI
Hassanmne xypca CchlIka
denepanpHbIN 00pa30BaTEIbHBIN OPTAT — DKOHOMHKA.
Cormmonorusa. MeHeHKMEHT

http://ecsocman.hse.ru/

https://www.rsl.ru/ru/4readers
/catalogues/
DrexkrpoHHbIe pecypchl oubmuoreku MI'TY um. .. https://host.megaprolib.net/M

Poccuiickas ['ocynapctBennas 6ubaunoreka. Karamoru

Hocosa P0109/Web

HannonansHas nHpopMannoHHO-aHAIUTHYECKAS URL.:

cucrema — Poccuiickuii nuaekc Hayanoro murupoBanus | https://elibrary.ru/project_risc.
(PUHII) asp

DrexkTpoHHas 0a3a IepuoIUUeCKUX u3aanuii East View
Information Services, OO0 «MBUC»

9 MaTepuajibHO-TeXHHYECKO0e o0ecnevyeHne JUCIHUIIIMHBI (MOMLYJIA)

https://dlib.eastview.com/

MaTepI/IaJ'ILHO-TeXHI/I‘IeCKOG obecneyeHne JUCHUINIMHBI BKIIFOYACT:



Y4eOHble ayIUTOPUH [T IPOBEACHUS 3aHATUH JIEKIIMOHHOTO THMa: JlocKa,
MYJIbTUMEUIHBIE CPEJICTBA XPAaHEHUS, TIepelau U TPEeACTaBICHUs HHPOpPMaITUH.

VY4eOHble ayIMTOPUH [T IPOBEACHUS MPAKTHUECKUX 3aHATHIMA, TPYNIIOBBIX U
VHJMBUIYAJIbHBIX KOHCYJIbTALUN, TEKYLIEr0 KOHTPOJIS U IPOMEKYTOYHOM aTTECTALINN:
Jlocka, MyJIpTUMEIMIHHBIN ITPOEKTOP, IKPaH

[Tomemienus 1y1st caMmocToATeNbHOM paboThl 0Oyuatouxcs: [lepconanbubie
kommbioTepsl ¢ makerom MS Office, Bbixoom B IHTEpPHET U ¢ AOCTYIIOM B 3JICKTPOHHYIO
MH(POPMAIMOHHO-00Pa30BaTEIbHYIO CPEly YHUBEPCHTETA

[Tomernienune yist XpaHeHUsT U TPO(PHUIIAKTUIECKOTO OOCTYKUBAHUS YI€OHOTO
obopynoBanus: CTemuiaxku st XpaHeHHUs! y4eOHO-HaTJIsAIHBIX TOCOOUi U yueOHO-
METOIUYECKOM JOKYMEHTAIIUH.



IIpuniaoxenue 1

6. YueOHO-MeTOANYeCKOE 00ecTieYeHre CAMOCTOSITeIbHON padoThI CTY/ICHTOB

Ilpakmuueckoe 3a0anue Ne 1:

3amanue BBIMOIHSETCS MO ACTOBBIM MHCbMaM, IPEICTaBICHHBIM B IPHIIOKeHNU. CTYIEHT AOJIKEeH
BBIOPATH MSITh MHCEM B COOTBETCTBUU C MEPBLIMU TISITHIO OyKBaMH CBOEH paMuimu:

Hanpumep, ecnu pamunust Anoxuna, Hy>KHO B34Th MCbMa noJl HoMepamu: 1 (a), 15 (u), 16 (0), 23 (x), 10
(un). ITpu noBTOpeHUM OYKB, ClIeAyeT B3ATh MUChMa, COOTBETCTBYIONIHE MIECTON 1 MOCIEAYIOIUM OyKBam
¢damunnn. Ecnu B pamunnm MeHee nsTH OyKB (TIATH pa3IndHbIX OyKB), CIEAyeT B3STh MUCHMA,
COOTBETCTBYIOIIME OYKBaM UMEHH (W/UIT OTYECTBA) CTYACHTA.

[Ipoananu3upoBaTh Ka>KA0€ U3 TIHCEM I10 MyHKTaM:

1. OmpenenuTth BUA MUCHMAa 110 Pa3InYHBIM KIaCCH(PHKAIIUSM.

2. Wcxons u3 BUIa MUCHbMA, ClIeNaTh ero (hOpMYJISIPHBIN aHAIIN3:

a) MpoaHaIU3UPOBaTh OJIaHK MuchbMa Ha cootBeTcTBHE pekoMenaanusm [OCT P 6.30-2003,;

0) IpoaHATM3NPOBATH HAJMYUE U MIPABHIBLHOCTH 0(hOPMIICHHS BCEX HEOOXOAMMBIX B JIETIOBOM MTUCHME
pexBu3uToB (cM. 'OCT P 6.30-2003). [Ipu oTCyTCTBHHU TOTO HJIM MHOTO PEKBU3HUTA CIETYET
MIPOKOMMEHTHPOBATH €ro HEOOXOJUMOCTD JJIsl TAHHOTO BHJIa TUChMA M, €CJIM 3TOT PEKBU3HUT HY)KEH,
MPETIOKHUTh BApUAHT ero oopmIteHus;

B) YKa3aTh PEKBU3UTHI, YIOTPEOICHNE KOTOPHIX 00YCIOBICHO BUIOM TAHHOTO TTUCHMA.

Pe3ynbTarhl paboThl MOXXHO OQOPMUTH B BUJIEC TAONIHII.

Ilpakmuueckoe 3a0anue Ne 2
1. Ha#iti B muchMax, MpeACTaBICHHBIX B IPUJIOKEHUH, MJTM B CBOMX JIEIOBBIX MUChMaxX (CKaH-KOITUHU
KOTOPBIX JIOJDKHBI OBITh MIPUKPEIUICHBI K padoTe) He MeHee 10 JTMHTBHCTUYECKHX OIMMOOK Pa3HBIX THUTIOB.
2. Bemmcats GpparMeHThI MCEM, COAEPIKaINe OIIOKY.
3. OxapakTepru30BaTh OIIHOKY.
4. TIpennokUTh UCIPABICHHBINA BapUaHT POPMYIUPOBKH.
Pe3ynbrat paboTsl MOXXHO O(OPMHUTH B BHJIE TaOJIHIIBL.

Konmponvnaa paboma
Br10pats Tpu mucbMa U3 TeX, 4TO He aHAJIM3UPOBAJIMCH IIPH BHITIOTHEHUH TPAKTHUECKUX 3aJaHUH (YKa3aTh
HOMepa TIFCEM) H B3STh JIBA CBOUX (CKaHBI MMHCEM MPHIIOKUTE K paboTe). MOXHO BBIIOIHATH PadoTy
TOJBKO Ha IIPHMEPE CBOMX IHCEM, HO BCET0 JOJDKHO OBITh IIPOAHATN3UPOBAHO NMATH MHCEM (B TOM YHUCIIE U
3JIEKTPOHHBIX ), OTHOCSIIMXCS K Pa3HBIM I'PYIIIaM I10 [ETEBOMY Ha3HAYEHHIO.
[Tpoanamu3upoBaTh KaXka0€ U3 MICEM OTACIBHO 110 MTyHKTaM:
1. Onpenenuts BUI MUCEMa IO PA3INYHBIM KIaCCH(PUKAIMAM.
2. Ucxons v3 BUa MHCHMa, CIIENAaTh ero (hOpMyIISpHBINA aHAIIN3:
a) MPOaHANM3UPOBATH OJIAHK MUChMa Ha cooTBeTcTBUE pekomeH narusm ['OCT P 6.30-2003;
0) mpoaHaTM3UPOBATh HAIMYHE U MPABUIIBHOCTh OPOPMIICHHUS BCEX HEOOXOANMBIX B JICTIOBOM ITHCHEME
pexBu3utoB (cm. OCT P 6.30-2003);
B) YKa3aTh PEKBHU3UTHI, yIOTPeOIEHHE KOTOPHIX 00YCIOBICHO BHIOM JTAHHOTO IMUCHMA.
3. IIpoBecTr cozepKaTeIbHBINA aHAIN3 IMChMA!
a) IpOaHAIM3UPOBATH 3aT0JIOBOK K TEKCTY IMHChMa!
— €CIIM 3ar'0JIOBOK €CTh, OXapaKTepPU30BaTh €ro COAEPKATEIbHYIO U (POpMaTIbHYIO KOPPEKTHOCTE;
— €CIIM 3aroJIOBKa HET, CPOPMYIIMPOBATh 3ar0JIOBOK B COOTBETCTBUY C COJIEPIKAaHHEM TEKCTa;
0) BBINKCATH SI3BIKOBBIE KIIHIIIE, COOTBETCTBYIOIINE JAHHOMY BHIY ITUCHMA;
B) NMPOAHAIM3HPOBATh KOPPEKTHOCTH TEKCTA MHChMa!
— BBISIBUTB BCE BUJIBI HEOYETOB B TEKCTE (CMBICIIOBBIE HETOYHOCTH, H30BITOYHOCTD WIIM HEIOCKa3aHHOCTD,
pa3Horo poaa OmMOKM U TaK Jajee);
— OOBSCHUTH UX;
— IPEIVIOKUTh UCIPaBICHHBII BapHaHT (POPMYIHPOBKH.

4. CocTaBUThH HCHpaBJ’IGHHHﬁ BApPUAHT KaKA0r'o nucbMa.

Tecmoevle eonpocsl:



1. B muceme kakoro Buja (Kakux BUIOB) MOXKET OBITh HCIIOJI30BAHO CIIOBO 2apaHmupyem?
rapaHTUHHOE MUCHMO,

MMCBMO-3aKa3s,

MHUCHMO-TIOITBEPKICHUE,

BCEX Ha3BaHHBIX BUIIOB.

2. Ykaxute ppasy, KOTopas MOXKET ObITh UCIIOJIb30BaHA B TEKCTE JACIOBOTO MUChMa:
biaronapum 3a npuriaunieHue,

Bama npock0a HEBBITIOIHUMA,

HpI/IMI/ITC Halry W3BUHCHUSA,

TpebyeM cpodHO MpenOCTaBUTh JaHHbIE.

3. B xakom nyHKTe Ha3zBaHa (pasa, TUIIMYHAS JUIs THChMa-HATTIOMUHAHUS?
a) TpeOyeM ycTpaHUTH HETONAIKH,

0) OOparraem Barie BHUMaHue Ha.. .,

B) [Ipocum mpeaocTaBuTh HHMHOPMAILIHIO,

r) biarogapum 3a ygacrtie B KoH(epeHIIHN.

4. U3 ckoyibkKX a03alieB MOXKET COCTOSATh TEKCT JEIOBOrO Muchma?
a) U3 OJTHOTO,

0) u3 IByX,

B) KOJIMYECTBO a03aIleB CTPOro HE PErIaMEHTHPOBAHO,

r) u3 Tpéx u Ooee.

5. B mucbMe KaKoro BUjia MOXKET ObITh MCIIOJIb30BAHO KITFOUEBO# IIaroi npocum?
a) ICHMO-TIPOCK0a,

0) MUChMO-3aKas3,

B) MUCHMO-3a1poc,

') BCEX Ha3BaHHBIX BUJIOB.

6. BeiGepute BepHYIO XapaKTePUCTUKY TPaMMaTHIECKO# (hOpMBI KITFOUEBBIX TJIaroJioB,
UCTIOJIb3YEMBIX B TEKCTE JICJIOBOTO MUChMA:

a) U3BSBUTEIILHOC HAKIIOHCHUE, HACTOSIIEE BPEMSs, 3-€ JIUII0, CAMHCTBEHHOE YHCIIO
(opeanuzyem);

0) U3BSABUTEIHHOE HAKIIOHEHHUE, HACTOSIIEE BPEMS, 2-¢ JIMII0, MHOKECTBEHHOE YHCIIO
(npeonazaem);

B) M3bSBUTEIbHOE HAKJIOHEHHE, HACTOSIIECE BpeMsl, |- JIUII0, eANHCTBEHHOE YHCIIO0 (Co00waio);
') BO3MOXKHO yIOTpeOieHne 0001 U3 Ha3BaHHBIX (POpM.

7. Kakoii BuJ mucbMa JoMmycKaeT opopmiieHre Ha TUCTaX pa3inyHoro gopmara ¢ 1o0aBICHHEM
Pa3IMYHBIX JIIEMEHTOB YKpAIlIeHUs TEKCTa — WIPU(THI, CTHIIN TEKCTa, U300paKeHHs?

nyucbMa HHGOPMAIMOHHOTO XapakTepa

MMChMa-TIPUTJIAIICHHS

MUCHMa-TIPOCHObI

rapaHTUHHBIC TUCHMA

MMCHMa-OTBETHI

CONIPOBOIUTENBHBIEC MUCHMA

8. B xakoM BHJie MUChbMa U3JararoT 0(QUIHAIbHY0 HHPOPMALIHIO O KAaKOM-TH00 MEpONPUATHH
WM JIENCTBUSAX, KOTOPBIE NMEIOT OTHOILIEHUE K ajpecaTy?

MUCbMO-HAIIOMUHAHHE

MH(GOPMAIIMOHHOE MTHCHEMO

MICBMO-YBEOMIIEHUE

COIPOBOIUTENBHOE TUCHMO

9. Kakue rpadguueckue npuéMsl HEAOMYCTUMBI B JJIEKTPOHHOMN J€7I0BOI mepenucke?


https://newlms.magtu.ru/mod/glossary/showentry.php?eid=141951&displayformat=dictionary

[[BETHAs 3aJIMBKa (oHa

BCE HA3BAHHOE

COYETaHNE HECKOJIbKHUX MIPU(TOB

Opockue, BBIYYpHBIE HIPUDTHI

Hanucanue OOJbIIMMHU OyKBaMU BCETO TEKCTa
CMaJIBI

10. Ykaxxute pekBU3UT Je0BOro nucbma, Kotopsiii mo FOCT P 7.0.97-2016 odopmisercs
nnaue, uem o I'OCT P 6.30-2003:

HaUMEHOBaHHE JOJHDKHOCTH JIMIA — aBTOPA JOKYMEHTA

HAaUMEHOBAHHE CTPYKTYPHOTO TOIpa3ACiIeHUs] — aBTOpa JOKYMEHTA

OTMETKA O TPUJIOKCHUH

HaUMEHOBAHME OPTaHU3aI[UU — aBTOPA JOKYMEHTa

CIIpaBOYHBIC JAHHBIE 00 OpPTaHU3AINH

11.Hannuue kakoro pekBu3nTa (KaKux peKBU3UTOB) CHEIU(PUUHO IJIs1 COMTPOBOAUTEIBHBIX
nucem?

MECTO COCTaBJICHUS

BCCX HA3BAHHBIX

OTMETKA O HpI/IHO}KeHI/II/I

IIc4aThb

12. Kakoii u3 ykazaHHBIX pEKBHU3UTOB HE MPEIyCMOTPEH Ha OJIaHKEe BHYTPEHHHUX
MH(OPMALIMOHHO-CITPABOYHBIX TOKYMEHTOB?

15 — Anpecar

17 — 3aroyioBoK K TEKCTYy

09 — HaumeHoBaHME B2 TOKYMEHTA

13 — Mecro cocTaBieHus (M3AaHUs) JOKYMEHTA

13. Yto U3 Ha3BaHHOTI'O HE SABJISIETCS OIIUOKON?

He YKa3bIBaTh B XKYPHAJIC pEruCTpalilii HOCUTECIIb IIMCbMa

He nomemiats OJICKTPOHHBIC ITKMCbMaA B JI€JI0, a XpaHAT UX B IIOYTOBOM KIMCHTEC UIIN
B KOMIIBXOTEPC

CMemmBaTh JOKYMCHTBI Ha pa3HbIX HOCUTCIIAX U ITPEACTABIIATh KX B TAKOM BU/IEC
Ha paCCMOTPCHUC PYKOBOJUTCIIIO

I'oTOBUTH OTBET HA TOM K€ HOCHUTCJIC, YTO U ITMCbMO-3aIIpoC

14. Yro u3 HazBanHoro HE nosmkHO BIMATH Ha BBIOOp IpH(Ta U1 JOKYMEHTA J1eJI0BOM
MEePETUCKU?

JIMYHBIE IPENOYTEHHUS COCTaBUTENS TIOKyMEHTa

nosioxkenus, 3apukcupoBanusie B [OCT P 7.0.97-2016

MIOJIOKEHUS], 3a()UKCUPOBAHHbIE B JIOKAJIbHBIX HOPMATUBHBIX TOKYMEHTAX
OpraHu3alMOHHO-TIPaBOBast popMa OpraHuzalu (rOCyupexaeHUe N HET)
IpearnoaaraeMblii BApHaHT BOCIIPHUTUS JOKYMEHTa — C 9KpaHa WM C JIUCTa Oymaru

15. B kakoM mpeIoKEHUH IeePUIACTHBIN 000pOT YIMOTPEOIEH KOPPEKTHO?
[IpopaboTaB AecaTh JeT, y Hero ObLT Ha3HAUYEH HOBBIM HavaIbHUK

[Tocne BritoueHust KOHPOPKU Temmeparypa ObicTpo mogaumaercs 10 90 rpamycoB
[Tokymas oauH ToBap, BTOpOil — OecriaTHO

BxurounB koHOPKy, ee TemnepaTtypa ObicTpo nmogaumaercs 10 90 rpagycoB

16. Kaxoii Buj1 3aIMCKU COCTABISAIOT MPU HEOOXOAUMOCTH 0OMeHa HHPOpMaLueil MexX Ty
CTPYKTYPHBIMH NIOAPA3AEICHUIMU?


https://newlms.magtu.ru/mod/glossary/showentry.php?eid=141951&displayformat=dictionary

00BACHUTEIBHAS
JOKJIaIHast

J100ast U3 Ha3BaHHBIX
ciry:)keOHast

17. Ykaxxute BEpHYIO XapaKTEpPUCTUKY HAIMMCAHUS JTUYHBIX MecToOUMEHHs «Bamy, «Bacy:
MUIIYTCS C POTIMCHON OYKBBI IPU OOPAICHUN K OJJHOMY JIHILY

MUIIYTCS C TIPOTIMCHON OYKBBI TTpHU 0OpALIEHUH K HECKOJIBKUM JTUIaM

MUIIYTCS C MaJICHBKOW OYKBBI ITPH 0OpaIeHUH K OTHOMY JIHILY

IIUALIYTCS C MPOIMCHOM BO BCEX CIIydasx

18. Kakoiif mpoleHT TOKyMEHTOO0OpOTa COCTABIISAIOT JENIOBbIE MHUChMa?
10 90%
1o 80%
1o 30%
1o 50%

19. Kakoe u3 coueTanuii He COICPKUT MIeOHa3Ma?
CBOS aBTOOHOTpadust

MaMSATHBIA MEMOpHAIT

CaMbIil HAaWTy4IIHH

Joporas IieHa

20. Yto sBNIgeTCS JaTOM JOKYMEHTA BHYTPEHHEHN MEPEUCKU?
JaTa MoANuCcaHus

JlaTa COCTaBJICHUS JOKYMEHTA

JaTa perucTpamuu

JiaTa CoTJIaCOBAHUS

21. CKOJBKO CYIIECTBYET CLIOCOOOB OTMMCAHUsI MapIIpyTa JOKyMEHTA?
2

5
3
4

22. Kakue TOKyMeHThl HeOOXOIUMBI JIIsl IOATOTOBKH MPOTOKOJa?
CIMCOK YYaCTHUKOB

BCE Ha3BaHHOE

TE3UCHI JOKJIAJ0B

IMOBECTKA 3aceJaHus

23. OTCy’TCTBI/Ie 4ero B BHCKTpOHHOﬁ b1 (S (0):10)7 MEPCIUCKE OLICHUBACTCA KaK ormmnoka?
CTAHAAPTHBIC CTUXU U KAPTUHKU U3 I/IHTepHCTa K IIpa3IHuKaM

CJIOBa 6HaFO,[[apHOCTI/I aZpecaTry 3a OKa3aHHYI0 [IOMOIb, €CJIN TaKOBasg UMEJia MECTO
KOMMCHTApHHU IIPU IIEPECBUIKE DJICKTPOHHOT'O COO6H.ICHI/ISI

HUCTOPpUA IICPCIIUCKHU, KOTOPAA NO3BOJIACT COPUCHTUPOBATHCA B BOIIPOCE, O6CY)KI[€HI/IC KOTOpOro
JJIATCA OOJITO€ BPpEM

24. Kaxoii pexBuzut o 'OCT P 7.0.97-2016 ucnosnb3yercst B O1aHKax MUCEM B JIEBOM BEPXHEM
YTy WIH 110 TIEHTPY 101 HANMEHOBAHUEM OpTraHHU3aIiu?

08 — CnpaBouHbIe naHHBIE 00 OpraHU3aIuU

07 — HaumeHoBaHMe TOMKHOCTH JIMIIA — aBTOPA JOKYMEHTA

13 — MecTo cocraBneHus (U31aHuUs1) JOKyMEHTa

09 — HaumeHoBaHue BHIa JOKYMEHTA


https://newlms.magtu.ru/mod/glossary/showentry.php?eid=141967&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=141962&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=141970&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=141951&displayformat=dictionary

25. B kakoM U3 Ha3BaHHBIX BHJIOB JJOKYMEHTA JOMMYCTUMBI OTCTYIJICHHS OT PEKOMEH ANt
I'OCTa npu odopmiteHUN PEKBU3UTA «IIOMUCHY?

aKT

ciry’)keOHasl 3ammcKka

MIPOTOKOJT

3asBIICHHE

26. Kakoii BapyaHT HalMcaHusl 1aThl COOTBETCTBYET aMEPUKAHCKOM TpaauLuu?
20.02.2019

20 Feb. 2019

20 February 2019

February 20, 2019

27. BeibepuTe HEBEpHOE OTIMCAHUE MECTa PACTIONIOKEHUS TICUaTH Ha JISTIOBOM THCHME:

Ha CBOOOHOM OT TEKCTa MECTE, HE 3aXBaThIBasi COOCTBEHHOPYIHYIO MOIKCH JIOJKHOCTHOTO
hiizic|

4TOOBI I€YaTh YACTUYHO HaKJIagbIBaJacCh Ha MMOAIINCH

YaCTUYHO 3aXBaTbIBA€CT HAMMCHOBAHUE JOJIDKHOCTH JIMI[A, HO TakK, qTOOBI TEKCT II€YATA MOT
CBOOOJTHO YHTATHCS

B MecTe, 00o3HaueHHOM «M.IL.» («Mecto meuatny)

28. Kakue cripaBo4HbIe JaHHBIE 00 OpraHU3allMK HE YKa3bIBAIOT Ha OJIaHKE MTUChMa B
cootBercTBUU ¢ myHkTOoM 5.8 TOCT P 7.0.97-2016?

aZipec JIEKTPOHHOM MOYTHI, CETEBOM aJpec

OaHKOBCKHE PEKBU3UTHI

a/ipec MECTOHAXO0XACHUS IOPUANYECKOTO JINLIA, €CIIU OH HE COBMA/IAET C MOYTOBBIM a/IpecoM
Homep TenedoHa, pakca

MIOYTOBBIN aJpec OpraHu3alu

29. Yto HeoOs13aTenbHO 0(POPMIIATH B BBIITUCKE U3 TTPOTOKOJIA?

TEKCT, KOTOPBIH OTpaxaeT 00CyKIeHHE BOIPOCa U MIPUHSITOE PElICHHE
MTOBECTKY 3aceIaHus

BCE PEKBU3HTHI €T0 3ar0JIOBOYHOM YacTH

BBOJIHYIO YacTb

30. BepHo 11, 4TO afipecaToM rapaHTHITHOTO MUChbMa MOXKET OBITh (PU3HUECKOE JTUI0?
Bepno
Hegepno

Ilepeuens éonpocos K 3auémy:.

CyliHoCTh ¥ Ha3HAYEHUE JISIOBON MEPEnUCKH
XapakTepucTHKa peKBU3UTOB JIOKYMEHTOB AeioBoii nepenucku no 'OCT P 7.0.97-2016
TpeboBanus k mpudTam B JOKyMEHTaX AEJI0BOM MEPENUCKU
MapuipyTsl JOKYMEHTOB JI€JI0BOM MEPENUCKH
PazHOBUAHOCTH /1€OBBIX MMHCEM

ComnpoBouTeabHbIE TUChMa

I'apanTuiinblie nucbMa

[Mucpma nH(pOPMAILIMOHHOTO XapakTepa

. [Iucema-npocrOb1

10. Iucbma-oTBETHI

11. IluceMa-npuriameHus

CoNOR~WNE
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12. Ilucbma-TpeOoBaHMS U IPETCH3UH

13. DTukeTHbBIE TMCHMA

14. Kak npaBUIBbHO COCTaBUTh TEKCT ITUCbMA

15. DekTpoHHOE MUCHMO KaK OCOOBIM TUIT JIEJIOBOTO MHUChMa

16. DTHKa 371EKTPOHHO JeNOBOM MEPEUCKU

17. CrarmapTel MeXIyHAPOIHOW opranu3anuu no cranmaptuzanuu (MCO) Ha odopmiieHue
MIEPENTUCKU

18. Kak oopMHTH THCEMO-CITPABKY

19. Kaxk coctaBuTh 1 0OPMUTH APXHUBHYIO CIIPABKY

20. Haznauenue u cocTaB BHYTPEHHHX HH()OPMALIMOHHO-CITPABOYHBIX JIOKYyMEHTOB

21. Kak odopmuts BHyTpeHHIo0 niepenucky no npasmwiam ['OCT P 7.0.97-2016

22. OopmieHne 3aMCcoK

23. OdpopmiicHHE 3asIBICHUS

24. Kak moAroTOBHUTH M 3aMKCHPOBATH UTOTH COBEIIAHUS

25. Kak npaBmiibHO O()OPMUTH U 3aBEPUTH BBHIMMHUCKY U3 MIPOTOKOJIA COBEIAHHS

26. TpymHOCTH B 0()OPMIICHUH PEKBU3UTOB JCIIOBOM MEPETTUCKH

27. DTUKET JeJI0BON MEPEIUCKA

28. TlocnemoBaTeIbHOCTE PEIAKTUPOBAHUS TEKCTA JICJIOBOTO ITUChMa

29. PacnipocTpaHEéHHBIE OTHOKH B TEKCTAX IOKYMEHTOB

30. OmuOKY B BIIEKTPOHHOM JISJIOBOM TIEpEITUCKe

31. CoBeTsI IO HAMCAHUIO JIETIOBBIX TEKCTOB

1. O61mas XapaKTepPUCTUKA JeJIOBO NMepenucKu

1.1. CyIyHOCTbh 1 Ha3HAYEHM e [Ae/10BOH NepenucKu

JlenoBas nepenucka NpeacTaBiseT coboit oOMeH nHpopmalren, UMeronieil oTHolIeHue K chepe
JIeJIOBBIX OTHOIICHU.

B mpomecce menoBoro cotpymHuuecTBa oOMeH HMH(OpMAIUEH HrpaeT YpEe3BbIUANHO BaXKHYIO
podib. OT MOJHOTHI, TOYHOCTH, CBOCBPEMEHHOCTH TOJTYIEHHOW HHPOPMALIUU BO MHOTOM 3aBUCHT
yCIieX PElICHW W JeHCTBUH, K KOTOPBIM 3Ta MHQOpMalus MMeeT OTHolleHue. Ecim ke B
nporecce OOMEHa JeoBOW HH(OpPMAIUEH TPOUCXOMSAT T¢ WM WHBbIE COOHW, NESITEIBHOCTD
COTPYIHUKOB HJIM OPTaHU3AIMH B 1IEJIOM MOKET OKa3aThCs 0] yrpo30ii. B ¢Bs3u ¢ 3TUM nenioBast
MEpenucKa SIBJIICTCS OJHOM M3 BAXKHEHIIMX COCTABIIIONIMX CQepbl JTOKYMEHTAIIHOHHOTO
obecrieuenus ynpasienus (I0Y).

B nokymeHTOBeneHUM JiesI0Basi MEpenucka TPAAULMOHHO PAacCMaTpUBAETCsS B JBYX aCHEKTax:
y3koM u 1mupokoM. CoriacHo mnepBoMmy (y3KOMY) MOAXOJY, HOJ [JEJOBOM HNEepenucKon
MOHUMaeTcss OOMEH JEeJI0BOM KOppeCHOHJeHIMeH, MpeuMyllecTBeHHO nucbMamMu. CoriacHo
BTOPOMY (LIIMPOKOMY) MOJIXOAY, KOTOpPBIH HPUHAT M B JITAHHOM Kypce, eJoBasl INepenucka
BKJIFOYAET B ce0s M Ipyrue BUJIbl JOKYMEHTOB, KaKk BHYTPEHHHUX, TaK U BHELIHHX.

W3 kypca OKyMEHTOBEIEHHMS BaM M3BECTHO, YTO JIO0OW JOKYMEHT SBIISETCS HOCHUTEIEM
MH(GOpMAIIUY U BBICTYNAET CPEJICTBOM MPSAMON U 0OpaTHOM CBS3U MEXy CyOBEKTaMM JI€IOBBIX
OTHOWIEHUH. OTUMHU CyOBEKTaMH MOTYT OBITh TOCYAAapCTBO, OpraHM3aldd  JIIOO0H
OpraHu3allMOHHO-TIPaBOBOM (OpPMBI, JIOJDKHOCTHBIE JIMIA, IpaxaaHe. TeM caMbiM BcCe OHH
CTaHOBSATCS CyObEKTaMU JIEJ0BOI MEPENuCKy.

B 3aBHCHMOCTH OT HCTOYHHKA MOCTYIICHUA NOKYMCHTBI, MMCIOINEC OTHOLICHHUC K JIeIIOBOM
NEpCMUCKE, KaK W OCTAJbHBIC BHUIBI C.IIY)KGGHBIX JAOKYMCHTOB, JCJIATCA HaAa BHCHIHHUC U
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BHyTpeHHHE. K BHEIIHNM OTHOCSTCSA BXOZSIIME (IOCTYIUBIINE B OPraHU3ALUIO) M UCXOASAIINE
(oTHpaBieHHBIE W3 OpraHM3alMU) JAEJOBbIE MNHCbMa M JpPyrde BHIbl KOPPECHOHICHIIUU
(Tenerpammel, TenedoHOrpamMmbl). BHemHss mnepenucka obecmeyuBaeT HH(POPMAIMOHHBIN
oOMEH MEXIy OpraHM3alMsMH, a TaKXkKe TpaXkJAaHaMH W opraHu3zauusMu. OCHOBHBIM BHJIOM
JOKYMEHTOB BHEIIIHEH EPENHICKH SBJISETCS JeI0BOE MUCHMO, KOTOPOE 10 HEKOTOPHIM IMOACYETaM
cocrasiset 10 80 % moKyMeHTo060poTA.

BHyTpeHHIOIO [eIOBYI0 IMEPenHCKy COCTABISIOT AOKIAIHBIE, CIIyXKEOHBIC, OOBSICHUTECIIBHBIC
3alMCKH, CIIPaBKH, 3asBJIEHUS U Apyrue HHPOPMaIMIOHHO-CIIPAaBOYHbIE TOKYMEHThl. BHyTpeHH s
nepenucka obecrneuynBaeT  MH(GOPMALMOHHBII OOMEH BHYTPU OpraHu3allud — MEXIy
CTPYKTYPHBIMU TOJAPA3JCICHUAMU U PYKOBOIMUTEISIMU pa3HbIX ypoBHeH. OHa BKIJIIOYAET:
JOKJIaJiHble, CIyXKeOHble, OOBSICHUTENbHBIE 3allUCKU, CIPABKH, MPEAJIOKEHUs, 3asBIICHUS,
npescTaBieHus U 1p. Bce 3Tu JOKyMEHTBI OTHOCSTCS K MH(OPMAIMOHHO-CIPAaBOYHOMN CHCTEME
JOKYMEHTAI1H.

Ponv 6 opeanusayuu. JIoKkyMEHTBI BHYTPEHHEH IEPENUCKU HE COAEPKAT IMOPYYEHUH, HOPM,
MpaBWi, Kak paclopsAUTEIbHbIE WM OPraHW3allMOHHO-TIPAaBOBBIE JOKYMEHTHI, MX 3ajauda —
JIOHECTH JI0 PYKOBO/ICTBAa MH(OPMAIIUIO, KOTOPast HE0OX01MMa, UTOObI MPUHSTH YIIPaBICHUYECKOE
pemienue. llepBuuHas ympaBieHueckass HMHGOpMAIUs B HUX HCIOJb3YyeTCS 3aTeM B JAPYTUX
JOKYMEHTaX — paclopsAUTEIbHBIX, OTYETHBIX, IUIAHOBBIX U JAp. OTH JOKYMEHTBI MIYT, Kak
IIPABUJIO, CHU3Y BBEPX 10 CHCTEME YIIPABIEHUS: OT paOOTHUKA K PyKOBOAUTEIIO MOAPA3IeICHHUS,
OT PYKOBOJUTENS MOJAPA3/AEICHUs K PYKOBOJMTENIO OpPraHMU3aLMH, a Takke O00ecreduBaroT
TFOpU30HTANIbHBIE HH()OPMALIMOHHBIE CBSA3H MEXIY OTJEJIaMU.

VY GosbIMHCTBA HH)OPMAITHOHHO-CIIPABOYHBIX JOKYMEHTOB €CTh MHOTO OOIIET0 B COCTABJICHUH
u odpopmitennu (cM. Paznmensr 2,3).

1.2. Pa3HOBHAHOCTH /JI€/IOBbIX IIHUCEM

HpaBI/IJ'IBHO BI)I6paTB B W PasHOBUIHOCTb ACJIOBOI0 IIMCbMa HE MCHEC Ba)XHO, 4YEM €ro
I'paMOTHO€ COCTAaBJICHHUEC U 0(1)0pMJ'IeHI/Ie. Z[J'Iﬂ 4q€ro 9To HY)KHO() Ilo Ppa3HbIM OCJIIOBBIM IIOBOJaM
COCTaBJIAIOT pa3HbIC IMHCbMa: €CJIM TapaHTUPYIOT OIUIAaTy — FapaHTHﬁHOG IMUCbMO, OTIIPABJIAIOT
I/IH(bOpMaI_[I/IIO - HI/ICBMO'COO6H_[6HI/IG, BBICBUIAOT JOKYMCEHTEI — COIIPOBOAWUTCIBHOC M T. [.
v KaXXJ0Iro U3 3TUX MMuccM CBOU O0COOEHHOCTH U CTPYKTYpa TCKCTA.

CymiecTByeT MHOXECTBO BHJIOB W  Pa3HOBHIHOCTEH JeNoBbIX mmceM. [lo mgaHHBIM
N. CaMCOHOBO#, HAYMUTHIBACTCSI BOCEMb OCHOBHBIX BHJIOB JICJIOBBIX IHUCEM, C KOTOPBIMHU
paboTaroT Bce cekpeTapH. JTo MoKa3alH pe3ylbTaThl OIpoca Ha caifTe sekretariat.ru ¥ cTaTUCTUKA
3arpocoB B MHTepHeTe. PacckaxkeM moapoOHee 00 OTICNbHBIX BUAAX M PA3HOBHIHOCTSIX IHCEM,
pazbepém ux 0COOCHHOCTH, MPEAIOKUM 00pa3Iibl BCeX MUceM, o(popmMiIeHHBIC Ha OJaHKaX.

Conpoeooumenvnsle nucoma
OTH NUChbMa MPUKIAIBIBAIOT K TOKYMEHTaM, Y KOTOPBIX OTCYTCTBYET aJIpeCcHas 4acTh (JIOTOBOPHI,
KOHTPAKThl, OPOTOKOJBI, aKThl). Llemp COMpOBOAMTENHHOTO MHUCHhMa — MOATBEPIUTH, UTO BBI
OoUIMAIEHO HAMPABUIA JOKYMEHTHI aJipecary, U UX JOCTABKY.
Tpu OCHOBHBIX Pa3HOBHIHOCTEW COMPOBOIUTENLHBIX TUCEM:

o conposoauTenbHoe NMCbMO C O6OCHOBaHMEM,

e conposoauTenbHoe NMCbMO C I'IpOCb60[;1,
e conposoauTenbHoe NMCbMO C VIHd)OpMaLl,VIEVI, KOTOpaA NOACHAET cogepxaHne JOKYMEHTOB.


https://newlms.magtu.ru/mod/glossary/showentry.php?eid=141970&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=141951&displayformat=dictionary

TeKkCT COmpOBOJUTENIBHOTO MUChbMa HAYUHAIOT CO CIIOB: Hanpasnsem Bam, Buvicviiaem Bawm,
Ilpeocmasnsiem Bam. Jlanee yka3pIBalOT HAMMEHOBAHUS JOKYMEHTOB, a 3aT€M U3JIararoT Mpochoy
WM JAI0T MOSICHEHUS TI0 MOBOJY HAMpPaBJISEMBIX MaTepuanoB. st 3Toro ucmons3yrT (pasbr:
Ilpocum noomeepoums nonyuenue... Ilpocum nepedams... Ilpocum npounpopmuposame...
Ilpocum 6ozépamums... OCOOBIA PEKBU3UT COMPOBOAMTEIHLHOTO THChMA, KOTOPBIA HE
MPUMEHSIOT B JPYrUX pPa3HOBHJIHOCTSAX IHCEM, — OTMETKa O mpujoxkeHun. OTmeTrka
O MPUJIO)KEHUH TIO3BOJISIET TIPOBEPUTH LEIOCTHOCTh M KOMIUIEKTHOCTh TOCTYIHUBILIETO B
OpraHU3aIUIO JOKYMEHTA MPU €r0 PErucTPaIIH.

Conpogooumenvhoe nucbmo ¢ 060cHo8aHueMm TydIlle HAYMHATH IMEHHO ¢ 00ocHoBaHus. [Incemo
HAaYMHAIOT CIEAYIOMUME (pa3aMu:

B coomsemcmeuu ¢ npedeapumenvhoii 0ocoeopennocmyio gvicviiaem Bam... B coomeemcmeuu
€ OONOTHUMENbHLIM HPOMOKOLOM 8bicbliaem Bam... B noomeepawcoenue naweti 0ocogopenrnocmu
gvicoliaem Bam... u nip.

Pucynok 1. [Ipumep conpoBoAUTEIHHOTO TUChMA C 000CHOBAaHHEM

B conposooumenvnom  nuceme ¢ npocbOouU  Kak  TpaBWIIO, CHayajla OIMUCHIBAIOT
COTMPOBOIUTENBHYIO YaCTh, 3aTEM H3J1araroT Ipockoy.

Pucynoxk 2. [Ipumep conpoBOIUTETLHOTO TUCEMA C TIPOCHOOH

B conpoBoauTensHOM nucbMe ¢ nHGopMaluei, KoTopas MOsSCHSAET coAepKaHue JOKYMEHTOB, B
MEPBYIO ouepeib HHPOPMUPYIOT apecaTa O BHICBIIKE €My JOKYMEHTOB, a 3aTeM Jal0T MOSICHEHUS
WM pa3bsCHEHUS 10 MOBOJY ATUX JIOKYMEHTOB.

Pucynox 3. [Ipumep conpoBOuTENHHOTO MUChMa ¢ HHGOpPMAaITUeit
I'apanmuiinsle nucoma

HI/ICLMa, KOTOpPBIC COACPIKAT 00s3aTeNnLCTBA OCYIICCTBUTL OIUIaTy, OKa3aTb YCIYIru HIN
BBIIIOJIHUTE HUHBIC HeﬁCTBHH. AZ[[)GC&TOM FapaHTHﬁHOFO MMMCbMa MOXET OBITH Kak (1)I/I3I/I‘IGCKOG
JIMIO, TaK U OpraHu3anus. Hpe,[[MCTOM rapaHTHHU — OIlJIaTa pa6OTLI, IIpOAYKIIMH, YCIYT, apCHbI,
Ka4CCTBO U CPOKH BBIIIOJIHCHHA pa6OTLI, BO3BpaT KpC€AuTa U Ip.

Z[Be OCHOBHBIC PA3HOBUJIHOCTH FapaHTHﬁHBIX ITMCEM:

e rapaHTUitHOe NNUCbMO C NPOoCcb6oI 1 06A3aTeNbCTBOM,
e rapaHTUiiHOe NNUCbMO C 0653aTe/IbCTBOM.

B tekcte FapaHTHﬁHOFO N1MCbMa YKa3bIBalOT 065[38.T€J'IBCTB8., X 00bEM U CPOKH UCIIOJIHCHHUAL.

TexcT rapaHTHITHOTO MUCHMa COAEPKUT HGOPMYIUPOBKU: [ apanmupyem... Hacmoawum nucomom
eapaumupyem... Onaamy capanmupyem...

OO0s13aTeNbHBIN AIEMEHT TapaHTUHHOTO MUChMa — OAHKOBCKHUE PEKBU3UTHI, KOTOPHIE YKA3bIBAIOT
B 3aKJIFOUUTEIILHOM YaCTHU TEKCTAa.
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HOpunuueckn 3naunMast ¢ppasza B mucbMe — Gpasa o0 TapaHTUU: onamy (npedocmasierue yciye u
m. 0.) eapanmupyem, 8036pam Kpeouma 2apaHmupyem, 2apanmupyem gosmewjeHue yuepoda... u

Ap.

HOCKOJIBKy FapaHTHﬁHble InucbMa sABJIIAIOTCA (bHHaHCOBBIMI/I O6H3aTeJIBCTBaMI/I, X IMOAIIHNCBIBAIOT
ABa JIMla: pPYKOBOAUTCIIb OpraHru3ali UK YIIOJTHOMOYCHHOC UM JOJDKHOCTHOC JIMIIO U TJ1aBHBIN
6YXFaJIT€p. HOIIHI/ICI/I JOJDKHOCTHBIX JIMI 3aBECPAIOT IICYAThIO OpraHru3anum.

I'apanmuiinoe nucvmo ¢ npocvOoll U 00A3aTEIILCTBOM
COJICPKHUT MPOCHOY BHITIOJHUTE PabOTY, MPEIOCTABUTH KPEIUT U JIP. M 0053aTEIHCTBO — OIJIATHTH
paboThI, yCIYTH, MPOAYKIUIO, BEPHYTh KPESTUT H JIP.

Pucynok 4. IIpumep rapanTuiiHOro nucbMa ¢ Npochooi

lMapanTuitHOE MUCHMO € 003aTEIHCTBOM COJIEPIKHUT TOIBKO 0053aTEIHCTBO.

Pucynok 5. IIpumep rapanTuifHOTO nricbMa ¢ 0053aTeIbCTBOM
ITucoma ungpopmayuonnozo xapakmepa

OT0 mUChbMa, OCHOBHOE Ha3HAY€HUE KOTOPHIX — MH(DOpPMUpPOBaAThH aapecara. B 3aBHCHUMOCTH OT
yCIIOBUH U 11e51elt ”HPOPMUPOBAHUS BBIICISIOT MATh PA3HOBUAHOCTEH TaKMX MTUCEM:

. VIHq)OpMaLIMOHHOG NMNCbmo,
. FIMCbMO-COO6LLI,eHMe,

. NMNCbMO-HanoMmmnHaHue,

. nMNCbMoO-13BelleHne,

. NMNCbMO-yBeEAOM/IEHNE.

OdopmirsatoT HHPOPMAIIMOHHBIC TUChMa MO OOIIMM ITPAaBHJIaM IMOATOTOBKH JICIOBBIX MHceM. ECcTh
1 0COOCHHOCTH OopmiteHHs: HHPOPMAITMOHHBIE MMChbMAa YacTO PAcChUIAIOT Cpa3y Ha HECKOJIbKO
aJpeCcOB M HUMEIOT OO0BEMHBIC MNPUIOKCHHUS. TEKCT HHPOPMAIMOHHOTO ITMChbMa MOXKET
HauuHaTbesa co cloB: Coobwaem... Jlosooum 0o Baweeo ceedenus... Cmasum Bac 6
U3BECMHOCTS ...

Azpecara nuchbMa He YKa3bIBaKOT, €CJIM OHO JUISl ITUPOKOTO KPyra HPUANYCCKUX U (PU3HUECKUX
i, Aznpecata oGopMIISIFOT 00OOIIEHHO, €CIU MUCHhMO OTIPABISIOT TPYIIE OpPraHU3aIHid
OTIPEICIICHHOTO THUIIA.

Ungopmayuonnoe nucbmo — THCBMO, B KOTOPOM aJpecary COOOLIAIOTCS CBEICHHS
oduIMaNbEHOTO XapakTepa. Takue muckMa HEPEeaKO HOCAT TUMIOBOM XapaKTep M PacChLIAIOTCS IO
CIHUCKY OpraHU3aIusIM OINpPEAeICHHOTO THMa. B MHGOPMAIMOHHBIX MUChMaX MOTYT Pa3bICHSITH
OT/IeNIbHBIE TOJIOKEHUST 3aKOHOJATENbHBIX M HHBIX HOPMATHBHO-TIPABOBBIX aKTOB M J1aBaTh
PEKOMEH/IalUU 110 UX IPUMEHEHHUIO.

Pucynox 5. [Ipumep nHdpopMaimoHHOTo NrcbMa

Iucobmom-coobwjenuem  aBTop  UHGOPMHUpPYET  ajapecara O COOBITHUSX WM (haKTax.
Ho nndopmanms nompKkHa IpeAcTaBiIsTh B3auMHBIA UHTEpec. [TucbMo-cooOmieHne MoxXeT ObITh
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WMHHUIIUMATUBHBIM HJIK ABJIATHCA OTBCTOM Ha HI/ICBMO'HpOCB6y WM IMMUCbMO-3aIpocC. Kaxk IpaBuHJIo,
MUChbMa-COOOIICHUS — MUChMa HEOONbIIOro oO0bEMa. Hepeaxo OHM COCTOSAT M3 OJHOTO-ABYX
MIPEIIOKEHUHN.

Pucynok 6. [Ipumep nucbma-cooOmeHms

Tucomo-nanomunanue COCTaBIISICTCS C OCJIbIO HO6}’III/ITI) aZipecara BBINIOJIHUTL B3ATBHIC Ha ceost
00s13aTeNbCTBA HITH IMPUHATBIC JOT'OBOPCHHOCTH.

Pucynox 7. IIpumep nrucbma-HanoMUHaHUS

Iucvmo-uzeeujenue MHPOPMHUPYET O MyOTUYHBIX MEPOINPHUATHSIX (COBEUIAHUAX, CEMHUHApaXx,
BBICTaBKax, KOH(QEpEeHIMIX | T. I.). Kak mpaBuio, Takue michMa pacCchUIAlOT MIUPOKOMY KPYTy
OpraHu3aluii, 9ToO0Bl TPHUBJICYh WX K YUYACTHIO B MEpOTPHATHAX. [lMChMa-u3BEMICHUS MOTYT
HE TOJIBKO COOOINaTh O MEPONPHUSATHH, BPEMEHH W MECTE WX MpPOBEACHUS, HO W MpPUTIIANIATh
K y4acTHIO, cooOmarb 00 yCIOBHSIX y4acTUsi B MEPONPUATUU U COJEPKaTh  JIPYTYIO
BCTIOMOTATENbHYIO0 HH(POPMAIIHIO.

Pucynoxk 8. [IpumMep nucbma-nu3BeeHUs

Tucvmo-ysedomnenue COOEPKUAT ODUITHMATIBHYIO HHPOPMAIIHIO O KAKOM-JIHO0 MEPOTIPUATHN UITH
NCUCTBUSX, KOTOpbIE WMEIOT OTHOIIEGHWE K ampecaTy. [ImcbMo-yBegoMiIeHHE — OJHM3KO
10 HA3HAYCHUIO W COJICPKAHHIO K MUChbMY-COOOIICHUIO,  MUChMY-U3BEIICHHIO WM
MPUTJIANICHUIO. Y BEJIOMIICHUSI MOTYT ITyOJIMKOBATh B MEYaTHBIX U3JJAHUSAX B IENISX OMOBEIICHHSI
0O0JIBIIIOTO KPYyra 3aMHTEPECOBAHHBIX JIHII.

Pucynox 9. [Ipumep nucrMa-yBe10MICHUS
Hucoema-npocoow

HI/ICLMa, HCJIb KOTOPBIX — IOJYYHUTDb I/IH(bOpMaI_[I/IIO, JOKYMCHTBI, WHHUIUHUPOBATDH ,HeﬁCTBHH,
H606XOI[I/IMBIC OpraHu3alun-aBTOPY, HI/ICLMO'HpOCB6a Tpe6yeT OTBCTaA.

[lecTh OCHOBHBIX Pa3HOBUAHOCTEN MHCEM-TIPOCHO:

e NUCbMO c Npocbboit 6e3 ob6ocHOBaHUA,
e nUCbMO-Npocbba c o6ocHOBaHUEM,

e MUCbMO C HECKOIbKMMU Npocbbamu,

e  MUCbMO-3afBKa,

e  MMUCbMO-3aMpoc,

e KOMMEpPYeCKMit 3anpoc.

HezaBucuMo OT CTPYKTYpBI TEKCTa, B MUChMaX-Mpoch0ax W 3ampocax HCHOIb3YeTCsS TIaroi
«tpocuthby. [Ipock0y B muchbMe uznararmt B ¢opme 1-ro Jauia MHOKECTBEHHOTO YHCia WK 3-TO
JMIa eIMHCTBEHHOro uucna: [Ipocum Bac coobwums ungopmayuio o... Ilpocum Bac
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npeoocmagums  OaumHvle o... Komnanua npocum uanpasume 6 maw aopec... W Ap.
[Tucemo-nipocb0a, Kak MpaBuiio, TpeOyeT OTBETA.

Iucomo ¢ npocvboii 6e3 060cHO08aHUsA COCTABIIAIOT B OTHOCUTEIBHO MPOCTHIX CUTYALUSIX, KOTAa
He TpeOyeTcsi u3/ararb CJIOXKHYIO B COOBITUIHOM OTHOIICHWH HH(pOpMAIUIO, MPUBOIUTH
aprymeHranuio, yoexnaarb aapecara. B Takux cilydasx HUCBMO-NIPOCHOY JIydllle HA4YMHATH
C M3JI0KEHUS CaMOM IIPOCHOBI.

Pucynok 10. I[Ipumep nucema-mipock0b1 6€3 000CHOBAHMS

Tucomo-npocvba ¢ 0bocnosanuem, Kak MPaBUIIO, HEOOXOIUMO IS TOTO, YTOOBI BO3/ICHCTBOBATH
Ha ajapecara, yOeauTh ero MOCTYMUTh TaK, Kak 3TOT0 XOTEJIOCh Obl MJIM HEOOXOAMMO aJPECaHTy.
Ecnmu muceMo-Tmipock0a coiepKUT 000CHOBAHKE, TO Yallle BCETO OHO MPEIIIISCTBYET U3JI0KECHUIO
MPOCHOBIL.

Heckonbko mpock06 B muckMe
B sTom cnyuae cHayana GopMynupyrOT OCHOBHYIO MPOCHOY, a 3aTEM — OCTaJIbHBIE.

Pucynoxk 11. [Ipumep nuceMa-mpoch0bl ¢ 000CHOBaHHEM

Tucvmo-3as6Ka CONCPKUT HKETAHUE TPUHATh YYACTHE B MEPONPHUATHIX WM TIOIYYUTh YCIYTH,
MpeNoCTaBIsieMble  JPYrol  OpraHM3anueld;  3asBKH, B OTJIMYHE  OT MMHCEM-TIPOCHO
Y MHCEM-3aIpOCoB, HE TPeOYIOT oTBETa B (popMe mUchMa.

Pucynok 12. Ilpumep nucbma-3asBKu

Tucomamu-3anpocamu Ha3bIBAIOT TaKUE MPOCHOBI, KOTOPHIE COCTABJIAIOT, YTOOBI MOIYYHUTH
Kakue-muoo cBeieHus (TOKYMEHThI, MaTepualbl) opHUIIHAILHOTO XapakTepa. HaunHaioT nucbMo
c 000CHOBaHUSl MPHUYUH 3arpoca: B coomeemcmeuu c... Ha ocnosanuu... B yensax... 3ateMm
M3JIAraroT CyTh 3aMpoca ¢ MOMOIIBIO cilenymux ¢pas: Ilpocum npedocmasumo ungopmayuro...
IIpocum coobwume... Ilpocum noomseepoums...

Pucynoxk 13. [Ipumep nucema-3amnpoca

Kommepueckuii 3ampoc, Kak TpaBUiIo, NPEANOiaracT yKa3zaHHE CIEAYIOIIUX JJIEMEHTOB:
HAaMMCHOBAHKHE TOBApOB (YCIIYT); YCIOBUS, Ha KOTOPBIX aBTOP MUChbMa XOTEJ Obl UX MOJYYHTH;
KOJIMYECTBO W (WJIM) KAueCTBO; CPOKH IOCTaBKM TOBapa WM OKa3aHUs YCIyr; IICHa H JIp.
cBe/lleHUs. B KoMMepueckoM 3ampoce HCIOJIB3YIOT CleAyIolue Bbipaxenus: I[Ipocum Bac
COOOWUMb 0 BO3MOICHOCIU NOCMABKU... TIpocum coeramov npednodceHue Ha NOCMABKY ...
IIpocum Bac coobwums noopobHyio ungopmayuro o... 1 Jp.

Pucynoxk 14. IIpumep xommepueckoro 3amnpoca
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Hucoma-omeemut

OTH NHCcbMa SBISIIOTCS OTBETAMH Ha WHUIIMATUBHBIC MOCJIOBBIC MNHCbMA: MHCbMAa-3allpOCHI,
HI/ICBMa-HpOCBGBI, IMUCbMa-IpUrJIalCHus.

I[Be OCHOBHBIC PA3HOBUJIHOCTH IMTHUCEM-OTBCTOB!

. nMcbmo-cornacue,
. NMNCbMO-0TKa3.

IIceMO-0TBET OTIMYACTCS OT OCTAIBHBIX ITHCEM TEM, YTO COACPKUT PCKBU3SUT — CCBUIKY
Ha peFI/ICTpaIII/IOHHI)II\/'I HOMCp U AaTy MOCTYHNHMBLICTO JOKYMCHTA. 3aIoJIHATE JTOT PEKBU3UT
O65[321TCJ'[BHO, HnHaA4Y€ IIOMCK HMHHIHMATHBHOI'O ITMCbMa M HCIIOJITHHUTCIIA 6YJIGT 3aTPYAHUTCIICH.
IIceMO-OTBET MOXKET COACPIKATH COrJIaCueC U OTKaA3.

Iucvmo-coenacue SBISETCS TIOJOKHUTEIBHBIM OTBETOM Ha MPOCKOY, 3alpOoC WM TPEITIOKECHHE.
MoHO TepeiTH cpa3y K Jeny | HadaTh NuchMo co ciioB: Coobwaem... Hszsewaem...
TIloomeepoicoaenm...

Pucynok 15. [Ipumep nuceMa-cornacus

Ilucomo-omkas naeT OTpULATENbHBIM OTBET Ha MUCHMO-TIPOCHOY WM MHUChMO-3ampoc. Ecmu
MUCBMO-OTBET COJEP’KUT OTKa3, TO OHO, KaK IpaBWJIO, HAUMHAETCS CleAyrolmuMu (pa3zamu:
bracooapum Bac..., Ho... [lpunocum ceou uzeunenus, Ho... B ceazu....

Pucynox 16. Ilpumep nucbma-oTkasa

11 ucoma-npulilauiéHun HaIpaBJIAIOTCA B Ka4E€CTBE MMPEAIOKEHUA IIPUHATD Y4aCTHC
B KaKOM-J1100 MCPOIIPUATHH.

HBG OCHOBHBIC PA3HOBUJHOCTHU aneM-anrnameHHﬁ:

o nncbMo-npurnawieHme 6es noareepxgeHunAa y4actuma,
o nNCcbMo-npurnawieHune c I'IpOCb6Ol7I noaTeepaunTb ydactue.

B ornuume OT OCTanbHBIX JEJOBBIX IHCEM MHChMO-TIpUIIALICHHE O(OPMIISIIOT Ha JIUCTAaxX
pasnuyHoro Qopmara c 100aBJICHHEM pa3IMYHbIX IEMEHTOB YKpALIEHHUs TeKCcTa — LIPUQTHI,
CTMJIM TeKcTa, u3o0pakeHus. OOs3aTenbHbIe 3JEMEHThI: (pa3sl  npuerawaem Bac...,
npuenawiaem...; HAUMEHOBaHME MEpPONPUATHS; YKa3aHUE Ha BpeMsS U MECTO IPOBEJICHHS
MEpPONPUATHS; TPOTpaMMa MEPOIPUATHSI U BOTIPOCHI, KOTOPbIE OYyT paCCMOTPEHBI; YCIOBUS
y4JacTUs WIH JONOJHUTENbHAs HHPOpMAIHs.

ITucvmo-npuenawenue 6e3 noomeepiicoenus yuacmusi — OObIYHOE MPUTIACUTENBHOE MHCHMO
¢ uH(popMaImeit 0 MEpONpPUATHH U CIIPAaBOYHBIMHU JaHHBIMH 00 OpraHu3aTopax.

Pucynox 17. IIpumep nucbma-npuriamieHus 0e3 NoaTBepkKIACHHUs y4acTus



ITucvmo-npuenawenue ¢ nPocbO0L NOOMEEPOUMb Yuacmue CBI3aHO C

HEO0OXOIMMOCTBIO TIOJYYCHHUS MOATBEPKACHUS ydacTus. [Ipock0a 1aTh OTBET HA MpUTIIANICHUE
MOJKET OBITh B TEKCTE CaMOT0 HpuriameHus, Hanpumep: O ceoem yyacmuu npocum cooouums
8 opekomumem Kougepenyuu. B ITOM cioydae oOTCyTcTBHE OTBeTa OyaeT oO3HauaThb OTKa3
OT y4acTHsi B MEPOTIPUSTHH.

Pucynox 18. [Ipumep nucbma-nmpurianieHus ¢ npoch00il MoATBEPIUTH ydacTre
ITucoma-mpebosanun u npemensuu

[luceMa, KOTOpBIE COCTAaBJISIOT B CUTYalUsX, KOTJa OJHA U3 CTOPOH JIEJOBBIX OTHOIIEHMM
HE BBINOJHAET WM BBINOJHSAET HEHAUIeKallMM o0pa3oM B3ATble Ha ce0si 00s3aTenbcTBa WIH
BO3JIO’KEHHBIE Ha Hee (PYHKLIUU.

B Hauane nuceMa 00s13aTENIbBHO CCHUIAIOTCS Ha IOKYMEHTHI, HA OCHOBAaHUHM KOTOPBIX BBIBUTAIOT
TpeboBaHue WK NpeTeH3uto. [lucprma-TpedoBanus U IpPeTeH3UH, Kak MPaBUilo, UMEIOT CI0KHYIO
CTpYKTYypy. B HHX 00si3aTelpbHO WH3J1araioT YCIOBHUS JOTOBOPEHHOCTEH WJIM CYIIHOCTh
YCTaHOBJIEHHBIX HOPM CO CCBUIKON Ha KOHKPETHbIE HOPMAaTUBHBIE aKThl WJIM MHBIE JTOKYMEHTHI,
M3JIaraloT CyTh CIIOKHUBIIEHCS CUTyalWik, TpeOOBaHHE O HEOOXOIMMOCTH BBITIOJTHEHHS
0053aTeNbCTB U, MPU HEOOXOTUMOCTH, MPEAYNPEKICHUS B aipec KOPPECHOHIEHTa O Mepax
BO3JICHCTBUS HAa HETO, €CJIU 0053aTeNIbCTBA HE OYIyT BBIIIOJIHEHBI.

Ilucomo-mpebosanue uMeeT UENbIO 3aCTaBUTh aJpecaTa BBIMIOJHUTH B3AThIE 005S3aTEIbCTBA
B YCIIOBUSIX, KOT/Ia HMEIOTCS CEepbe3Hble HApYIICHUS paHee MPUHSATHIX JIOTOBOPEHHOCTEH.

[Tucemo-TpeboBaHUE TIPU3BAHO YPETYIMPOBATh KOH(MDIUKTHYIO CHUTYallMI0 B JOCYACOHOM
TOPSITIKE.

Pucynok 19. IIpumep nucbma-tpeboBaHus

Ilucomo-npemen3us CONEPKUT 3asdBICHUE O HAPYLIEHUU YCIOBHM JOroBopa H TpeboBaHUE
BO3MEIIEHUS YOBITKOB.

Pucynoxk 20. [Ipumep nucbma-npereH3un
Imuxemuole nucoma
[TuceMa, 11e1h10 KOTOPBIX SIBIISIETCS BBIPAKEHUE 0J1aro1apHOCTH, BHUMAaHUS, Y4aCTHsI, U3BHHEHMUSL.
Tpu OCHOBHBIX PA3HOBUIHOCTH STUKETHBIX MTUCEM:
e  NUCbMO-61arofapHOCTb,
e NUCbMO-NO3A4pPaBAEHME,
e  MUCbMO-U3BUHEHME.
B oTimMume OT OCTanbHBIX JENOBBIX MHUCEM NHCHMO-TIPUramieHue o(QopMIIIOT Ha JIHCTax

PAa3JINIHOTO (bopMaTa C I[O6aBJ'IeHI/IeM PAa3JIMUHBIX 3JICMCHTOB YKpAIICHUSA TCKCTA — IJ_IpI/I(I)TBI,
CTHUJIN TCKCTA, I/I306pa)KCHI/I}I.
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ITucvmo-b1a200apHocms HANPABIISIETCS OPraHU3AMH, JAOJDKHOCTHOMY JIMIY WM TPaXIaHHHY
C BBIpOKEHHEM OJIaroIapHOCTH 3a COBEPILICHHBIE ICHCTBHS, OKa3aHHbIE YCIYTH.

Pucynoxk 21. [Ipumep nucema-61arogapHocTu

Ilucbmo-nos3opasnenue COCTABISIOT B  TOPKECTBEHHBIX  CIIydasiX, YTOOBI IO3]PaBHThH
C Mpa3HUKOM, I00MIIeeM, BAXHON TaTOW U T. .

Pucynoxk 22. [Ipumep nucsma-no3ipaBieHus

Iucomo-u36unenue TpeANONaracT INPHHECEHWE W3BHHEHMH ajpecary 3a MPHYNHEHHbIC
Heyno0cTBa.

Pucynox 23. [Ipumep nucbma-u3BUHEHUS

1.3. Kak npaBUJIbHO COCTaBUTh TEKCT MHCbMa

[Tnucemo, Kak MpaBHUIIO, MOCBAIICHO OJHOMY BOmpocy. Takue muchbMma ObicTpee oOpadaThIBarOT
1 UCTIONHSOT. ECiIM BOTIPOCOB HECKOJIBKO, JTY4IIIe COCTABUTH HECKOJIBKO TTHCEM.

Yactu Tekcra. TeKCT mucbMma, Kak MpPaBUIIO, COCTOMT M3 IBYX 4dacTed. CHayana yKa3bIBarOT
MIPUYMHBI, KOTOPBIE CTajld OCHOBaHUEM Uil MUCbMa, — (aKThl, COOBITHS, CCBHUIKM Ha JIpyrue
JOKYMEHTBI. 3aTeM H3JIaraioT BbIBOJBI, MPEAJIOXKEHHS, MPOChObl. TEeKCThl HEKOTOPHIX IMHUCEM
MOTYT UMETh OJIHY YacTh (HallOMUHAHMS, COOOIIEHUS U T. I1.).

(DOpMBI H3JIOKCHHUA TCKCTA. COpr,I[HI/IKI/I, KOTOpPBIC IIOAIMHCBIBAIOT CJ'Iy>KC6HBIe IIMCbMa,
BBICTYIIAIOT OT UMEHHU OpraHu3aly, II03TOMY B IEPCIIMCKE UCIIOJIB3YIOT CICAYIOIINUC (l)OpMI)IZ

o OoT nepBoro /nMua MHOXeCTBEeHHOro 4Yucna: «MnNpoCMM  HaMpaBUTb...», «nNpeacraBaaem
Ha PaCCMOTpPEHUE...»;

o OT TpeTbero Mua eAgUHCTBEHHOIO YMCNa: KMUHUCTEPCTBO He BO3pPaXKaeT...», ((O6LLI,ECTBO CYUTaeT
BO3MOXHbIM...»;

o OT nepBoro auvua €ANHCTBEHHOIo  4wncna: «CYUTaKo HEO6XOAMMbIM...», «npegnarato
paccmoTpeTb...», eCav NUMCbMo Od)OpMI'IFHOT Ha AO0/1KHOCTHOM 6naHKe.

Obpanienue u 3akmounTenbHas ¢pasza. Menons3ytoT pasHbie popmMbl oOpaleHuid, HO HanboJee
94acTO BCTPEYAIOTCS CIEAYIOIINe: «YBakaeMblil TOCHOOMH JIupekTop!», «YBaxkaemsblil lBan
JmutpueBuul», «YBaxkaemble kosieru!» u T.m. Mcmnonb3yiiTe MaccoByl0 pacChUIKy MHUCEM
TOJIBKO B ciy4ae KpaiHell He0OX0JMMOCTH. 3aKIIIOUUTeNNbHAs ATUKeTHas Ppa3a «C yBaKeHUEM,»
SABJISICTCS OOLIETIPUHSTON ISl A€T0BO MEPENUCKH.

Yro YTOUHAKOT IEpC TEM, KaK MMUCATh MHCHEMO?
AL[pec H UMs YCJIOBCKA, KOTOPOMY BbI MUIICTC. Ecau nmcemo HECTIpaBUJIbHO aApe€CcOBaTb, OHO

MOXET HE JIOMTHU 10 apecara UM MOIaCTh B PYKU HC TOMY YCIOBCKY. Taxxe B ciIydyac OIINOKHU
B HAIlTMCAHWU aJipeCa U (paMI/IJ'II/II/I YUTATCJIb MOXKCT COCTABUTH O BAC HCIIPABUJIIbBHOC MHCHUC.
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3aroJI0BOK K TEKCTy ITUCbMa. 3ar0JIOBOK IIOMOXKET OIPEAEINTh aIpecaTy BaXXHOCTb U CPOYHOCTh
JIOKyMeHTa. Eciii mICcbMO TepBBIM YBHIUT CEKpeTaph, TO OH CMOKET IPAaBUIBHO HAIPABUTh €rO
Ha pacCMOTpEHHE, MPHIOKUTh HYXHYI0 HHpopMmanuioo. OCHOBHOE TpeOOBaHME K 3aroJIOBKY —
OBITh KPAaTKUM, HO TOYHO OTPakaTh COAEP)KaHUE MUChbMA. 3ar0JOBOK K TEKCTY MHUChMA JIOJDKECH
otBevath Ha Bompoc «O uem?»: «O Hapymenuu yciosuii gorosopa Ne 12/5 ot 12.08.2018».

Pesrome B oTBeTHOM IucbMe. EcCii MUCBMO SIBIISIETCS OTBETOM HMJIM IIPOJOJIKEHUEM IIEPEIIUCKH,
B HA4aJIe NMCbMa PE3IOMUPYHUTE TO, O YEM T'OBOPWIOCH B IIPEABIAYIEM ITHCHME.

UYro He 3a0bITh IPH 0POPMIICHUH TTUCEM?

HezaBucumo ot Buaa ciayxeOHOro MUChbMa, €ro o(GOpMIISIIOT Ha OjaHKe mHceM. Bbl Moxkere
0(pOopMUTH MUCHMO Ha OJaHKE MUCbMa: OpraHU3alluy, MOAPA3JIENECHNS U IOJKHOCTHOTO JIUIA.

PexBusutel Omanka mucbma o Hoomy 'OCT P 7.0.97-2016 cnenyromue:

e repb (FTocyaapcTBeHHbIN repb Poccuiickol Geaepaunn,

e repb cybbekTa Poccuiickoint Pepepaummy,

e repb (repanbguyeckunii 3Hak) MyHULMNAAbHOIoO 06pa3oBaHus);

e  TOBaAPHbI 3HaK (3HaK 06CNYyXKUBaHUA);

e HaMMeHOBaHMWe OpraHM3aLun — aBTOpPa AOKYMEHTa;

e HaMMeHOBaHMWe CTPYKTYPHOro noapasaeneHusa — aBTopa AOKYMEHTa;
e  HaMMeHOBaHMe JO/IKHOCTU ML — aBTOPa AOKYMEHTa;

e  CnpaBoYHble gaHHble 06 opraHM3auuu;

e [OaTa AOKYMEHTa;

e  PErucTpaumMoHHbI HOMep AOKYMEHTa;

e  CCbl/IKa Ha PerncTPaLMOoHHbIiM HOMepP U AaTy NOCTYNUBLLIETO AOKYMEHTa;

. agpecar.

OTMmeTHM, YTO K PEKBU3UTaM NHCbMa TAaKXKE OTHOCAT 3arojIOBOK K TEKCTY, TEKCT, OTMETKY
O MPWJIOKEHUH, TMOANHUCH M OTMETKY 00 mcnonuutene. OopaTute BHUMaHHE, YTO OTJIEIbHbBIC
pexkBusnuThl muceMm ¢ 1 urons 2018 roga mMbel ogopmisieM MO-HOBOMY. JTO: JgaTa JOKYMEHTA,
ajipecart, OTMETKa O MPHIOKEHUH, MOAMNKUCH U OTMETKa 00 UCIIOJIHUTEIE.

3. BJICKTI)OHHOQ NMUCbMO KaK 0COObIN TUII A€JIOBOro muCbMa

Crnib ACJIOBOI'0O ITMCbMa, OTIIPABJIKICMOIO 110 SHGKTpOHHOﬁ Io4TC, HC OTIINYACTCA OT 0OBIYHOTO
II1ucbMa. HepenHCKa JIMIICHAa 3MOI_II/II71. CoOTBETCTBEHHO CTHIJIb JOJIZKCH OBITH CyTy'6O pa60‘lI/IM n
CXKAaThbIM. HpI/I IIOYTOBOM MNEPCIIUCKEC 3HAKWM BHUMAHUA, IJICMCHTBI BCIKIIMBOCTU IICPCOAOTCA C
IIOMOIIBKO BHCHIHHX anI/I6YTOB. HaanMep, HCIIOJIb3Yyd CIICHHUAIIBHO HO,I[FOTOBJ'IGHHHﬁ 6J'IaHK,
COOTBETCTBYIOLIYIO 6yMary, O(l)OpMJ'IeHI/Ie, pasMCIICHHUEC PCKBHU3UTOB U T. II. IIPH BHCKTpOHHOﬁ
I104T€C 3TH BO3MOKHOCTH HCKIIOYCHBI. HOSTOMy 9TOT «HEAOCTATOK» MOXKHO KOMIICHCHPOBATD,
CO6J'IIO,Z[a$[ IpaBHJIa IMCbMEHHOI'O OTUKETA.

DJEeKTPOHHOE MUCHMO HE JOMYCKAET BOJOKHUTHI, 3aJIEP)KKH C OTBETOM. DTO I0YTa IKCTPEHHOM
CBSI3M C JIeMEHTaMH cpouHocTH. [lepenrcka mopoil mpoTekaer B peKMMe peatbHOrO BPEMEHH —
«On-liney. TpeOyeTcs yMeHHe BeCTH MUCbMEHHBIN AUANIOT, KAK OTMEYAIOT HEKOTOPHIE 3aIaTHbIe
JTOKYMEHTOBE/IBI, «CO CKOPOCTBIO MBICIN». DTO TpeOyeT ONpeaeseHHONW TOATOTOBKH, HaBHIKOB,
CIOCOOHOCTH BIIAIETh TIEPOM.

SI3BIK IIpU AIEKTPOHHON NEPENNUCKE OTIIMYAETCSI KOHKPETHOCTBIO, KPaTKOCThIO. PexomeHtyercs
n3beratb JIMHHBIX (pa3 (ONTUMalbHBI MNpEeAIOXKEeHUs JUIMHOW He Oonee 15 cioB). B
MEXAYHApPOAHON D3JIEKTPOHHOM MEPENHUCKE 4YacTO HCIOJIB3YIOT AKPOHMMBI, [O3BOJISIIOIINE
COKOHOMMTBH BpeMs MpHU Iepenade craHaapTHo uH(opmaruu. Axpouum (0T rped. dkpog —
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«BBICIIUH, KpaltHUIT» B OVLLOG — «UMs») — ab0peBuarypa, 0Opa3oBaHHasl U3 HA4YaIbHbBIX OYKB,
4acTell CI0B UM CIOBOCOYETAHUM, IPOU3HOCUMAs KaK €IMHOE CJIOBO, a HE 110 OyKBaM.

HpI/IMepBI AHTJIOA3ZBIYHBIX AKPOHUMOB!

e ASAP (As soon as possible) — kak MOXCHO ckopee;

e MSG (Message) — nocnaHue;

e JIC (Just in case) — npu cay4ae;

e CUL (See you later) — scmpemumcs no3oHee;

e FAQ (Frequently asked question) — yacmo 3adasaemblii 80Mpoc;
e IMHO (In my humble opinion) — no moemy CKpOMHOMY MHEHUO;
e BTW (By the way) — mex Oy npouum;

e <g>(Grin) — ycmewkKa. YXmblaKa;

e BRB (Be right back) — HemedneHHo 8o38paujalics;

e GTG (Got to go) —2omos uomu;

e LOL (Laugh out loud) — 3acayxcusaem 2pomkoeo cmexa;

e WTG (Way to go) — Kyda udmu, HanpassneHue;

e OIC(Oh, | see) — mHe sce NOHAMHO;

e TTUL (Talk to you later) — nozosopto c moboli nosoHee.

B cBsI31 ¢ TeM YTO 3NeKTpOHHAs I0YTa BEChMa MPO3pavyHa, ¥ IIPH sKEeJTaHUH C COJIepKaHueM MHCEM
MOXXET O3HaKOMHTHCS JHOOOW, uel KOMIMbIOTEp mojacoenuHeH K HHTepHeTy, pexomeHmyetcs
BO3JIEP)KMBATBCA  OT  MepeAadyd  JIOKYyMEHTOB, COJEPXKAIMX KOMMEpPYECKYI0  TaiiHy,
KOoHpUACHIMANbHYI0 WH(popManuio mo E-mail. s mepechulkn B cOTJIacOBaHUS KOHTAKTOB,
KOMMEPUYECKHX CJIEOK JIy4Ille HCI0JIb30BaTh TPOBEPEHHbBIE HA/IEKHBIE KaHAJIbI CBS3H.

Ocooennocmu opopmaenusn 31eKmpOHHO20 RUCbMA

OcoOeHHOe 3Ha4YeHHe urpaet noie «7ema» — yka3plBaTh TEMY HEOOXOAMMO KPaTKO, HO B TO K€
BpeMsi coJiepKaTenbHo. JJaHHOe moJie MoMOsKeT nojydaresto Baiero nucbma copueHTUPOBATHCS
U BBIICTHUTH €r0 U3 CIUCKA BXOJIIeH moutel. Tema MoyKHA MPUBJIEYh BHUMAHUE MOTydaTes,
ObITb  KpaTkoi (He 6onmee 50  3HakoB) wmo cymectBy. [lpumepsr:  Ilpednooicerue
o compyonuuecmee, Q6 uzmenenuu yer Ha npooykyuro, 06 ycrosusx docmaexu saxaza Ne 2103
uap. Y TeMbl MHCbMa [JBE LEJIU: OMNPENCNUTh BaXHOCTh NUChbMAa M YIPOCTUTH €ro IOHUCK
B JaJILHEHIIIEM.

Ecnu BBl yka3biBaeTe B TeM€ Ha3BaHUE KOMIIAHWH, HE UCIOJB3YHTE KaBBIUKM U CHELUATbHBIC
CHUMBOJIBI, HHaU€ COOOIIEHNE PUCKYET MomacTh B craM. Mcnonb3yite «Re:» TOMbKO ISl OTBETA.
«Re:», ot anrnumiickoro cinoBa «Reply:» ninn «Response:», o3nauaet «Moii otBeT Ha:». [losTomy,
€CJIM TeMa MHCbMa MEHseTCs, yoepuTe cokpamieHue «Re:.

OtMmerka «Bajicnocmvy — yCTaHABIMBACTCS, €CJIM HEOOXOIUMMO BBIIEIUTH Balle mucbMo Kak
0c000 BakHOE MM cpouHoe. He HyXHO 3510ymoTpeOsiaTh 3TOM OTMETKON 0e3 AeHCTBUTEIbHO

CYIICCTBECHHBIX OCHOBaHMI OTHECEHHUS MUChMa K Ba)KHBIM.

He crout nucate Bech TEKCT WM €ro (hparMeHThl 3ariaBHBIMM OyKBaMH, B 3TOM Cllyyae TEKCT
Oynet BocripuHuMaThest kak KPUK.

Kareropudecku He peKOMEH IyeTCsl HCTIOIb30BaTh CIICHT, HEIICH3ypPHBIE CIIOBA, CIICIITEPMUHBI HITH
MaJOU3BECTHBIE aOOpEeBHATYPHI.

He HOHyCKaﬁTC JIMHTBUCTUYECKHUX OIIHOOK.

He ynotpeOnsiite «cCMaliIuKu» U Ipyrue rpaguueckie n300paxeHusl.
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Pucynok 24. Hegomyctumelie mpuémbl 0(OpMIICHHS
AJIEKTPOHHBIX JIEJIOBBIX MMUCEM

Ocobennocmu cmpykmypol mexcma 371eKmpoHHO20 RUCbMA

«Illankay mnucbMa OOBIYHO COACPKHUT PCKBU3BUTHI OpraHu3alvi: HAMMCHOBAHHEC, aJpecC,
KOHTAKTHBIC TGJIG(bOHBI u T.II.

Ilpusemcmeue/Obpawenue:

e HelTpanbHoe, Hanpumep: 30pascmsylime, [Jobpsili OeHe...;
e KOHKpeTHoe obpalleHure K agpecaTty: Yeaxcaemsiil !

OO6s13aTeNIbHO 370pOBANTECh M BEKIIMBO oOpalnaitech k aapecary. [IpuBercTBue u obpaiieHue
K aJpecaTy TOBOpSAT o Balleld BocnutaHHocTU. CpaBHMTE Tpu Bapuanta: [. Ipy3 omnpasnen
08.08.2017. 2. Jloopoe ympo. Ipy3 omnpaenen 08.08.2017. 3. Jlobpoe ympo, Mapus. Ipy3
omnpaenen 08.08.2017. Kakoil W3 HUX COOTBETCTBYET 3THKETHBIM HOpMam? be3yciaoBHO, 3TO
TpeTHil BapuaHT, Kak HaubOoyiee TOJHBIM U BEeKIUBBIM. IlpuBercTBHe NHUIINTE OTAEIHHOM
CTpOKOH. BapraHThl yMECTHBIX IPUBETCTBUM U 0OpallleHni IPEICTaBICHbI B TaOJIUIE HUXKE.

Jonycmumble 8 31eKkmpoHHOU nepenucke npugemcmaeus u o6pawjeHus

dpa3zbl B xakux cuTyarnusx yrmoTpeoastoTcs

IIpuBercTBHE
CaMoe pacrpoCTpaHeHHOE U JIOMYCTUMOE ITPUBETCTBUE B JIEJIOBOM
JJIEKTPOHHOM MUCHME
YMeCTHBI JIMIIb B CIy4asX, KOTJa Bbl TOYHO 3HAETE, YTO Balll
co0eceIHUK MOJyYyaeT MMChbMa MOMEHTAJIbHO WJIH B OIPEIETICHHOE
BpeMsi
JloOpoe Bpemsi CyTOK Jlyuiie ncnosib30Bath B He(hOpMaIbHOM OOLIEHUN

OOparieHue

[IpeamonaraeT TMCTAHIIMIO M HOCUT 0oJiee O(UIIMATBLHBIN XapaKTep

31paBCTBYMTE, ...

Jlo6poe yrpo unu JloOpsiit
Beyep

'VBa)xaeMBbIi rOCIIOJUH

[ pumun!

VBaxkaemas EBrenus [Toka3pIBaeT HaNaXXEHHOCTh JIEJIOBBIX OTHOIIEHUH, YMEHBLIAET
CranuciaBoBHa! UCTAHIIUIO

'VBaskaemble rocroja! YroTtpebisiercs Mpy KOJUIGKTUBHOM OOpaIieHU!

'YBakaeMblid KoJuIeTa Wik | YTOTpeOssieTcs: Cpey Ul 0THO# npodeccuu, Hanboiee 4acTo
'VBaskaeMble KOJUIETH yrnotpebisiemas dopma oOpaieHus

CnoBo «koJuiera» 0e3 cioBa

N [Ipunaer nucbMy HEUTPAIBHBIN TOH
«yBaXKaeMbliD»

d)opMa Ooitee OMOIHOHAJIbHAas, UCIIOJIB3YETCA B OCHOBHOM

Jloporue koJuteru
B MMCbMAaX-1103/IPaBICHUSAX

chynﬂeHue JAOJIDKHO COACPIKATh IPUYNHY HAITUCAHUA ITUCbMaA.

Ocnosuas uacme JOJDKHa ObITh JTAKOHUYHOM. OCHOBHBIC TEMBI OTACIAIOTCA 3.63aI_IaMI/I n
YBCINYCHHBIMHU MC)K8.638.I_IHBIMI/I HWHTCPBAJIaMU, TaK 6y;[eT JIer4€ 3pUTCIIBHO BOCIIPUHUMATD
HaIlMCaHHBIM TEKCT.

B nenoBoii nepenucke UCHONB3YIOTCS YCTOWYMBBIE (Ppa3bl, WK KIUIIE (HE MyTaTh C PEYEBBIMU
mramnamu!). JIokyMeHT J0JDKeH ObITh MOHATHBIM, JAKOHUYHBIM, OJJHO3HAUYHBIM, I03TOMY, YTOOBI
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ONMHCaTh TUIIOBYIO YIIPABJICHUYCCKYIO CHTYyallMIO, MOYKHO MCIIOJIb30BAaTh CTAHAAPTHBIC PCUYCBLIC
000poTHI (00pa3er TeKcTa MIChMa — HUKE).

Ycemoiiuuewie ghpasot 6 0enosoit nepenucke

Haznauenue ¢passi [Ipumepsnt

B cBsI31 ¢ IPOU3BOACTBEHHOM HEOOXOIUMOCTBIO. ..

B cootBercTBUM ¢ pemieHnemM CoBeTa JUPEKTOPOB (IIPUKA30M,
pacropsiKeHHEM). ...

BoipakeHusi, 00bSICHSIOIINE
MOTHBBI

pocs6a [IpocuM BbICIaTh B HAII ajpec. ..
[Ipoury cooOmuTh JaHHBIE. . .

IToarBepxaaeM nosydyenue Bamrero 3akasa Ha...

[lonTBepxacHNE [ToarBepxaaem nonyyenue Bamero nucema ot 10 aBrycra,

KOTOPBIM BbI n3Beniaere Hac o...

K namemy 60mb110My coxxaneHuto, coodiaem Bawm, uro...

NudopmupoBanue K coxanenuto, Mbl JOJDKHBI COOOLUTH Bam. ..
0 peKJIaMaIiu K coxanenuto, Mbl JOJHDKHBI IOCTaBUTh Bac B M3BECTHOCT®,
qTo0. ..

B ciiydae HeymnaTe! mtpada B yCTAaHOBJICHHBIN CpOK K Bam
OyIyT MPUMEHEHBI COOTBETCTBYIOIINE CAaHKIIUH.
Mpg1 OyzieM BBIHYKACHBI IPUHSATH COOTBETCTBYIOIINE MEPHI, €CITH
Bamu o0s3arenscTBa He OyyT MOJTHOCTHIO BHIOTHEHBI
Kax Bwl u mpocunu, st nogrotoBui 1yist Bac cmery...
Hanomuuanue o npeaplaymux Mbl 0CTaHOBHIIMCH Ha TOM, UTO 51 00€IIal BbICIATh HH(OPMALIHIO
TOTOBOPEHHOCTAX 0 HOBHHKaX.

Bbl mpocunu cooOmuTh, KaKUM OYAET pelIeHne Mo CKUAKAM. ..

TpeboBanue

3axnrouumenvhas yacme TAKXKE JMOJDKHA OBITH JAKOHWYHOU (1-2 mpesyiokeHus) u coaepkaTh
MO/IBE/ICHNE UTOTOB, JIOTHUECKOE 3aBEPIICHUE MHChMA.

3aKIIOUUTENbHYI0 YacTh MUChMa M MOJIUCH OTAEIUTE OT OCHOBHOI'O TEKCTa IYCTOW CTPOKOM.
B kauecTBe 3aKIIOUMTENHHOM YacTHM MUCHhMa MIMPOKO HCIOJIB3YIOTCS HEUTpasibHbIE (DOPMBI:
«C yBaxxeHueM...», «Bcero Hamtyumiero...» u T. 1. Bbl Taxke MoKeTe Mo)KenaTh NpoayKTUBHOTO
paboyero AHsS WM Xopollel pabodeil HeAenu, 3TO OCOOCHHO aKTyaJbHO IO MOHEAETbHHKAM.
[Ipumepbl yMeCTHBIX 3aKIIOUUTEIBHBIX (hpa3 B muchMme: «Xopouiero aHs», «bmaromapro Bacy,
«Paga Obutla mooOmarecs ceroaHs», «C HAWIydmIUMU —moxenaHusmMuy, «C Haaexaou
Ha IPOJOJDKEHHE COTPYIHHUECTBay, «Bcerna papl oka3ath Bam ycmyry».

Tloonucw. He COKpaHlafITe CBOIO ITIOAITHCH K ITUCBbMY. AZ![!GC&T JOJDKCH IIOHHUMATh. KTO BBI, KAKHEC
BOIIPOCHI pEIIACTC, KaK K BaM O6paTI/ITLC$I WM KOI'O CIIPOCHTL IIPHU 3BOHKCE. Ilocne umenu
u (I)aMI/IJ'II/II/I YKAXKUTC JOJDKHOCTH W HAMMCHOBAHUC OpTraHU3alluH. I[anee MOJKHO YKa34aThb:
3J'IeKTp0HHHI>i aapeC, KOHTAKTHBIC Teﬂeq)OHBI, azpeca, nIpyruce CITIOCOOBI CBsA3HU, CCBIJIIKHM Ha CaMThI
U T. 0. B moamucu MOXHO JaTh CChUIKM M Ha CTpaHUIbL Ballei OopraHu3aliii B COIHUAJIBHBIX
CCTAX.

Hpuﬂoofcemm SABJIAKOTCA YaCTbIO IIMCbMaA, B HHUX COICPIKHUTCSA I/IH(1)OpMaI_II/I${, JOTIOJIHAIOIIasa
OCHOBHOM TEKCT MHChMA. HpI/I 9TOM B TEKCTE MHChbMa 00513aTEIHHO JOJIDKHO OBITH CKa3aHoO, 4YTO
HMMCHHO HaxoIUuTCA B HpI/IKpCHHéHHBIX (baﬁnax U YTO aApCCaT MNOJUKCH CACIAaTh C JaHHBIMU
AOKYMCHTAMH.

Pucynok 25. [IpumMep 351€KTPOHHOTO J€I0BOTO MUChMa
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dmuka 0enoeoil nepenucku

Jlyd1e oTIpaBUTh HECKOJIBKO MHCEM — B KXKJIOM I10 OJHOM TeMe, YeM OJHO 0OJIBIIOe COOOIIeHNEe
10 HECKOJIbKUM HE CBA3aHHBIM MEXy COOOH TeMam

[TocTapaiiTech OTBETUTH B OnMkaiiiine 48 yacoB — ATO IICUXOJIOTUYECKAsi OTMETKA, KOI'/1a ajipecar
Ha4YMHACT AyMaTb, 4YTO IMMCbMO HE JOLIJIO WUJIN YTCPAHO.

ITo npaBmiIamM J€I0BOTO 3THUKETA HEJb3s 3allpallliBaTh YBEAOMIICHHE O IIPOYTCHUU AIPECcaToOM
Balllero NHMcbMa. JTO MPHU3HAK HENOBepus K mapTHEpy. Jlydine HanmumiuTe B KOHIE MHUCHbMA:
«HpOHIy MNOATBCPANUTL IIOJYYCHHEC IIMCbMa OTBCTHBIM IIMCbMOM WJIM 110 YKa3aHHBIM HUIKC
TenepoHam.

OTBewasi Ha MUCbMO, LUTHUPYHUTE €ro MOJHOCTBIO, €CIM O00bEeM TeKCcTa HEeOOJBIION, HIN
OCTaBJIIUTE TOJIBKO KIIOUEBbIE (DparMeHThl, OTHENsAsS HMX 3HAKOM «>» OT OCHOBHOIO TEKCTa
MUChMa.

Ecau muceMo coiep XuT BIOKEHUS, Cpa3y MPUKPEIUTE UX, A0 TOTO, KAaK HAYHETE MHUCATh MUCHMO
(CymiecTByeT pHUCK 3a0bITh UX MPUKPEIIUTH ).

BHumMarenbHO mpoBepsiiTe MUCHMO TEpesa OTIPAaBKOM Ha MpeaMeT OIMOOK MU aJeKBaTHOCTHU
Bocrpusitus. Eciu ecTh HEOOXOAMMOCTb, MOKHO OOECIEUHUTh «B3IJISJl CO CTOPOHBI» — JAaTh
MIPOYUTH MUCHMO KOJIJIETE.

N3beraiiTe NIMHHBIX 3allyTaHHBIX MPEIIOKEHUHN, OTACTANTE rpad)UueCKd CMBICIOBBIE OTPE3KH
MMChMa.

BuumarenbHO mpoBepsiTe UMsI 1 OTUECTBO aJipecara, ero pamuinio U JOKHOCTb.

HI/ICBMO, CKOpEC BCEro, pacri€yararoT, IIO3TOMY MOXXHO IMPECABAPHUTECIIBHO pacri€dyararb IMHCbMO
CaMOMY U IIOCMOTPETD, YTOOBI TEKCT «HE ChE3KaA).

1.4. CtaHZapThI MeXXAYHApOJAHOI opraHu3anum no craigaprusanuu (MCO) Ha opopmieHne
nepenucKu

ZIGJ'IOBLIG OTHOIICHUA C 3aPY6e)KHBIMI/I CTpaHaMH CEroJiHA CTaJIU YK€ IIPUBBIYHBIMHU, IIO3TOMY IIPHU
IIpUEMC Ha pa60Ty MHOTHC pOCCHﬁCKHC OpraHu3alniu Tpe6YIOT OT CBOUX 6y,I[y1_I_II/IX COTPYAHUKOB
3HAaHUA JBYX WU Oosee HHOCTPAHHBIX A3BIKOB. CaMbIM pacipoCTpaHCHHBIM  S3BIKOM
MCKAYHAPOAHOT'O 06H_[eHI/I${ SABJIACTCA aHFHHﬁCKHﬁ, 1 OOJBIIMHCTBO J'IIO,Z[GfI B COCTOsAHHH
npouuTaTb IMUCBMO, HAIIMCAHHOC MO-aHrIMiCKU. bonblias 4acTh BaPY6e)KHOﬁ NEepCIIMCKU
MOCBAIICHA IIpOJaKaM ¢ IIOKYIIKaM, HMIIOPTY HW 3KCIIOPTY. MC)KIIYHaPOI[HBIM nmucbMam
NpUAACTCA BAXXHOC 3HAUCHHUEC, TaK KaK Y€PE3 HUX YCTAHABJIMBAKOTCA U PA3BUBANOTCA HAIACKHBIC
JACJIOBBIC CBA3H.

[Ipy MOATOTOBKE MEXIYHAPOIHBIX CIYXKEOHBIX MHUCEM HEOOXOIUMO TPUJIEPKUBATHCS €IUHBIX
npaBul OoGopMIEHUS W OO0pabOTKH JeJIOBOM JOKYMEHTAIMH. OTH TpaBujia BBIPaOOTaHbBI
HAI[MOHANBHBIMHA CTY)KOaMU CTaHJApTU3AMK B paMKaXx MEXIyHapOJAHOW OpraHU3alHyd o
cragnaptuzaiun — MCO (International Organization for Standardization, ISO). B nactosmee
BpeMsI B ATOM OpraHu3aluy MPeICTaBICHbl HAallMOHAIbHEBIE opranbl 130 rocyaapcTs.

Tepmunonoruto B 00NacTH JOKyMEHTAllUM HAa MEXAYHApOJHOM YPOBHE pEriaMeHTHPYIOT
crangaptel MCO cepun «Jlokymenranus u unpopmanus» (MCO 5127-1: 1983, UCO 5127-2:
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1983, UCO 5127-3: 1988 u ap.). Crangapramu MCO omnpeneneHsl o01ue mpaBuiia MoArOTOBKH U
O(l)OpMJIeHI/HI JOKYMCHTOB, B TOM YHUCJIC CTaHAAPTAMH YCTAHOBJICHBI:

1. ¢opmatbl bymaru, ncnonbsyemoit ana aokymeHTos (MCO 216: 1975);

2. MENCTpPOYHble MHTepBabl U war nucema (MCO 4882: 1979);

3. dopmynap-obpasel, n KOHCTPYKLMOHHAA CeTKa AN co3aaHunA 6/1aHKOB M OCHOBHble TpeboBaHUA
K 6n1aHKam aokymeHToB (MCO 8439: 1990).

Odopmiienne muceM, TOCBUIAEMBIX BHYTpH Poccum, oTnudaercss OT OQOpPMIICHHS MHCEM
MEKyHAPOAHBIX.

B nmpunoxennn A MCO 3535: 1977 oroBopeHbI CIEIYIONIME pa3Mephbl MOJIEH U TEKCTOBOU
obnactu: seBoe noje — 20 mMm; BepxHee — 10, TekcroBast o6macTs s popmarta A4 — 183 x 280,
st popmara ASL — 183 x 131 mm.

IIpn moctpoeHnu OJIAHKOB MEXIYHAapOIHBIX MUCEM HCXOJHBI MHTEPBAT MEXIY CTPOKaMU
PEKOMEHIyeTCs JienaTh paBHbIM 4,233 MM, UCXOJHBIM TOPU3OHTAIBHBIN 1Iar muchma — 2,54 Mm.
[lo BepTukanu TekcToBas 00JAacTh pasfensercs Ha rpadbl, M0 FOPU30HTAIM — HA KOJOHKH.
TexkcroBast 06acTe moKyMeHTa opmara A4 umeeT 72 UCXOAHBIX TOPU3OHTAIBHBIX miara (72 x
2,54 MM = 183 MM), pa30UTHIX HA BOCEMb KOJIOHOK IO JIEBATH I1aroB.

TexcroBast 00ylacTh BKJIIOYACT CIEAYIOIMKME MO (30HBI): TOJie CBEACHUN 00 OTIpaBUTENE

nokymenTa (issuer field), mome cceutok (reference field) m mone ampeca (address field).
Pa3zmenienue 3Tux mosed moka3zaHo Ha PUCYHKE.

Pucynoxk 24. PazMernienue nosieli (30H) Ha OJ1aHKE MEKTYHAPOTHOTO TTUChMa

[Tone anpeca ctangapramu MCO npeaHazHaueHo I yKa3aHMsI OJTHOTO WJIH JIBYX aJpecaToB.

B MexayHapoHbIxX mucbMax ajpec Ha 6maHke pa3meniatoT B coorBerctBuu ¢ MCO 11180: 1993.
[Tone ccpuTOK MpeHa3HAYEHO /1711 HANMEHOBAHUS IOKYMEHTa, KOJla IOKyMEHTa, 1aThl U JIp.

Ha mnone cBeaenuit 00 OTHPABUTCIIC HNOKYMCHTA YKa3bIBACTCA €0 HAUMCHOBAHHC, IIpU
HeO6XOI[I/IMOCTI/I — NoApa3aACICHUE UK JIMIO0, UMCIOIICC OTHOIICHUEC K TOKYMCHTY.

JlononHUTENbHBIE CBeJeHUA 00 oTmpaBuTene (MOYTOBBIM ajpec, HoMep TenedoHa, Qakca,
TenerpadHbIi apec U T. 11.), KOTOpbIe HEeNb3s IOMECTUTh B COOTBETCTBYIOLIEM I10JI€, MOTYT OBbIThH
pa3MelleHbl B HIKHEH yacT OiaHka. B poccuiickoM muchbMe 3T CBEIEHUS TOMELIAt0TCs TOJIbKO
B BepXHe yacTu OjaHKa.

Pexsuzumui mesrcoynapoonozo nucvma

HI/ICLMa, HCIIOJIB3YEMbIC B IIPAKTHKE OGH.[GHI/IH 3ap}/6e)KHBIX opraanauHﬁ, MOTYT BKJIHOYAaTb
CJICAYIOIIUC PCKBU3UTHI:


https://newlms.magtu.ru/mod/glossary/showentry.php?eid=141951&displayformat=dictionary

1. cBepeHus o6 otnpasutene (Issuer Field) — HaumeHoBaHMe opraHM3auUuM, ee MNOYTOBbLIN U
TenerpadHbIi agpec, Homep TenedpoHa, pakca, Tenedakca uT. 4.;

2. CCblNKM Ha MHAeKcbl otnpasuTens (Reference Line);

narty (date);

«BHYTpeHHUI agpec» (Inside Address), BKAlOYalOWMI HaMMEHOBaHME MOAy4YaTeNa MUCbMa

(n1uo, opraHMsaums) 1 ero NoYToBbIN agpec;

yKasaHue Ha KoHKpeTHoe imuo «K ceegeHunto» (Attention Line);

BCTynuTenbHoe obpauieHue (Salution);

3aro/iI0BOK K TeKcTy (Subject Line);

OCHOBHOW TeKCT nucbma (Body of the Letter);

. 3aKnountensHasa ¢opmyna sexkamsoctu (Complementary close);

10. nognucs (Signature);

11. ykasaHue Ha npunoxkeHue (Enclosure);

12. yKasaHue Ha paccbiaKy Konuit gaHHoro gokymeHTa (CCNotation).

AW

©® N o w;

Ceenenuss 00 ortmnpaButene. Ha OnaHke mnucebmMa oOpraHu3ald yKa3blBalOT HAaUMEHOBAHHE
OpraHM3aliy, €e TOBapHbI 3HAK, MOYTOBBIA W Tenerpadubiii anpec. Ilonx HanMeHoBaHMEM
OpraHM3allii MOKET YKa3bIBaTbCcsl poJ ee jesatenbHocTtd. Hampumep, ¢upma BRM,
3aHUMAIOINASACA COBEPIIEHCTBOBAHUEM pabOTHl € JEJIOBOM JOKYMEHTAlMeW, yKa3blBaeT Ha
Onanke: «XpaHeHHUE U yIpaBlieHue NHPOPMAITUOHHBIMHU TOTOKaAMI.

Cchulk Ha MHJEKCHl OTIpaBHUTeNs. B 3apy0OexHOW MpakTHKEe B IMUCbME MPUBOJAATCA €ro
MOMCKOBBIE MpPHU3HAKW — LUPPOBbIE WM OyKBEHHbIE O0O03HAUEHUS COCTABUTENSI MHUCHMA,
MAIlIMHUCTKH, OTAeNa, GupMbl, HoMepa nena u ap. Hampumep: 453/12, rae 453 — nopsaakoBbIit
HOMeEp MUChbMa, a 12 — HoMep nena. Cchlika MOKET UMETh TaKOW BUL:

e Invyour please refer to E1/K[/15621) (B Bawem oTrBeTe npocmm ccbinatbes Ha E1/KA/15621);
e Kindly mention Ex 16/1716 in your reply (Mpocum ynomaHyts Ex 16/1716 B Bawem otseTte) U T.
.

Jlara mucbMa mpocTaBisieTcss OOBIYHO B BepxHeW mnpaBoi uacTu Onanka. OmnpenencHHbIC
CJIO’)KHOCTH MOTYT BO3HHMKHYTH IpHu mudpoBoM Hanucanuu aatbl. Ctangapt MCO 8601: 1898
pexomenayeTr nudpooe ohopMIIeHHE JAaThl B CIEAYIOUICH MOCIEeT0BATEIBHOCTH: TOJI, MECHIII,
nenb. Hanpumep: 2019.04.01. M3-3a paznuuus MeXy aHTJIMACKON U aMEPUKAHCKON TPaAUIIUIMHU
uu(poOBOro HAMMUCaHUs JaTbl MOTYT BO3HHMKATh OIIMOKM NIpHU €€ TOJKOBaHMM. Tak, jaara
06.07.2019 B BenukoOpuranuu OyaeT BocnpuHUMAThCs Kak 6 uronst 2019 r., a B CIIIA — kak 7
utons 2019 r.

OnHO3HAYHOE IOHUMAHHE JaThl 00ECIIEYMBACT €€ CIIOBECHO-IIU(PPOBOE 0OPOPMIICHHUE.
Hanpuwmep: 10 June 2019 (10 urons 2019).

K TpaguiroHHBIM OPUTAaHCKUM CHIOCO0aM OTHOCSITCS CIEAYIOLINE BapHaHThl 0(OPMIICHHS 1aThl:
20 Feb. 2019; 20 February 2019. B amepukaHcKkoii TpaJuIMK IPUHATA UHAS TOCIIEI0BATEIBHOCTh
anemeHToB naTel: February 20, 2019. Ha3BaHus MecsileB Ha aHTIHICKOM S3bIKE MHUIIYTCS C
3arylaBHOM OYKBBI.

Anpecar («BHYTpeHHUH anpecy). [louToBblil ajgpec No/KeH ObITh HamMcaH KOMIIAKTHO, 0Oe3
MIPOMEKYTKOB MEXIy OykBaMu M 0€3 MOJUepKUBAHMS SJIEMEHTOB CJIOB. PekoMeHayeTcs nucath
3arJiaBHBIMM OyKBaMM Ha3BaHHUE MECTHOCTH, YUYPEXIEHHS, OCYLIECTBISIOIIETO JOCTaBKY, U
CTpaHy Ha3HauYEHUSI.

CTpOKI/I aapeca NJOJIZKHBL OBITH BBIPOBHCHEI C JIeBOi CTOPOHBI.
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KonuuecTBO 3HAKOB B CTpOKE B IIOYTOBOM ajJipece HE JOJDKHO TmpeBbimarh 30. Anpec,
conepskamnuii 6osiee 30 3HAKOB B CTPOKE, MOYKHO HANUCaTh, UCIIOJIb3Ysl MEHBIIIHH [Iar MIChMa.

B crangapre MCO 11180: 1193 comepkuTCsS JMILIb PEKOMEHIALUS NPUICPKUBATHCA IpU
HAIMCaHUU aJipeca IpeI0KEHHO IOCIIe1I0BATEIbHOCTH aJJPECHBIX 3JIEMEHTOB, 10 BO3MOXHOCTHU
TPYIIUPYS UX U PYKOBOJCTBYSCH MPABMIIAMHU B OOBIYasIMH CTPAaHbI HA3HAUCHHUSL.

I[JI?I HaImMCaHUs MOJHOI'0 IMOYTOBOI'0 aApeCa YaCTHLIX JIUI UCIIOJIb3YIOTCA CIICAYIOIIUC 3JICMCHTBI:

1. HauMmeHoBaHHE ajpecaTa (yKa3aHHE CEeMEWHOTro IMOJIOKEHUs WU TUTyna juna). Hampumep:
MHucTep, mucc, muccuc, Ero Cesreitecto, Ero [IpeBocxonurensctBo, Ee Bennuectso;

2. uMa (umeHa), paMuins, IpUCTaBKa K UMEHHU:

e MMmeHa (Npo3BMLA, 0COBEHHbIE UMEHA) B COMETaHMM C paMunelt s pasnyeHus auy, B CeMbe
(Hanpumep, OxKoH, Maiikn, Ayau, Munnu);

e damunma cembu (CI0BO UM TpynNa CNOB), UCNONb3yeMas AN 0603HaYeHMA cembn (Hanpumep,
Paitgep, CMuT, Ynsmen);

e MNPUCTaBKAa K UMEHM, HAaNpUMep, CTapLIni, MNasLWwni;

3. 3ausTue, QyHKIMA, 10 aapecy (uepes):

e onpejenieHHOe 3aHATHNE (Hanpumep, MHXKeHep, Cyabs, HoTapuych
e 10 agpecy (4epes) — yKasbIBAETCA CBA3b C APYIMM NNLOM UAW yupexaeHuem (Hanpumep, no
agpecy dincun bpayH BoBepu; no agpecy cembn CMUT);

4. MyHKT JOCTaBKU:

e BUA yAnubl (bynbBap, aBeHto, 4opora, naowaab U T. 4.);

e HasBaHue yauubl (Hanpumep, CTaHUMOHHAA aseHo; CTaHUMOHHaA yauua, CTaHUMOHHaA
naolaab, ctaHuMAa BUKTOpUA, cTaHumMA Jlalkm-cTpuT);

e NAEHTUOMKAUMOHHBIA HOMEP Ha yauue; Homep noabesfa WAM 34aHUA, 3TaXa U KBapTupbl
(Hanpumep, 27/307, noavesn Ne 27, 4-i atax, kBapTupa N2 7);

e Ha3BaHWe AO0NOMHUTENbHOrO aApPecHOro KOMMOHEHTa, OTHOCAWErocs K 34aHuIo, KBapTany,
ballHe, KOMNAEGKCY U T. 4.;

e Ha3BaHWe cefa, MecTeyka, AepeBHU, KBapTana, pernoHa (Tkxuan, JokneHas, Epaxam, Kagmen,
Coxo);

e MOYTOBbIM AWMK U HOMeP (ana obnagaTens awmKa);

e 06LanA AOCTaBKa;

5. TIOYTOBBLIM KO WM HOMCEp MOYTOBOTO MapmipyrTra, MECTHOCTb, HAMMCHOBAHUC YUYPCIKIACHUA,
OCYIICCTBJIAOIICTO JOCTABKY:

e [OYTOBbIM KOZ, KOTOPbIA OObIYHO MCMOAb3YETCA A1 UTOrOBOM COPTUPOBKM MECTHLIM MK
PEerMoHaNbHbIM Y3/10M A0CTaBKM. K 3TUM Kogam moryT aobasnatbca apyrme umodpbl uam 6yKebl
(Hanpumep, 750 15; BH2 120);

e HOMep NOYTOBOro MapLIpyTa, KO, BK/AOYAIOWMIA HECKONbKO Undp U/Mamn ByKB, yKasbliBaOLMX
MapLIpyT A8 HanpaB/ieHUs NoYTbl K MecTy HasHavyeHus (Hanpumep, 67 — gopora bennvH-3oHa
Aunpono; K1A — oTnpaBKa Ha COPTUPOBOYHbINM Y4aCTOK);

e HasBaHWe yuyperKAeHUA [O0CTaBKW, Ha3BaHWE Y4YpexAeHUa, OTBETCTBEHHOro 3a [A0CTaBKy
MOYTOBOrO OTNPaBAEeHUA afapecaTy B MecTO HasHadyeHua (Hanpumep, BepH 31 (no4ToBbIM

ALWYK));

6. Ha3BaHHE TCPPUTOPHUUN U TPOBUHIIUA T/MIIM Ha3BaHUE CTPAHbI:
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e HasBaHwWe pervoHa, rpadCcTsa, palioHa, KaHTOHa U T. 4. (Hanpumep, Texac, MopKup, Yanbc);
e  Ha3BaHWe CTpaHbl HazHadYeHua (Hanpumep, LUsenuapua, PpaHuma, Benmkobputanusa, CLUA).

Hwuxe npuBeneHsl npuMepsl HalMCaHUA aApeCcOB YaCTHBIX JIMIL:
Mr. Walter EGGERS

3040 Idaho Ave NW

Apt #621

WASHINGTON D.C. 20016
USA

Mr. Costas MAVRIKIS

81 Pine Brook Dr
LARCHMONT N.Y. 10538
USA

MR. Adam SIMPERINGHAM
37 Franklin Road

Freemans Bay

AUCKLAND

NEW ZEALSND

Mr. Erin SIMPERINGHAM
127 Salisbury Road
CAMPERDOWS NSW 2050
AUSTRALIA

Z[J'ISI HalMMCaHUA TIOJIHOT'O IIOYTOBOTO aJpecCa HOPUANYCCKUX JIMI HCIOJB3YHOTCA CICAYIOIINC
OJICMCHTBI:

1. HasBaHue opraHmsauum (Hanpumep, Nestle Ltd; Kodak Ltd; UNESCO);

2. yKasaHMe Ha poa AOeATeNbHOCTM WAM usgenuna (Hanpumep, GUpmMa MO  rparkKAaHCKoOMy
CTPOUTENLCTBY, 061Lan TPACcTOBanA KOMMaHMA, NPOAaXKa CEMAH);

3. HasBaHWe oTAena WAM NoapasgeNieHus opraHusaummn (Hanpumep, OTAeN BHELIHelW TOPros/u,
oTAen uBeTHbIX MeTannoB, 0buuii otaen);

4. NYHKT 4OCTaBKW;

5. NOYTOBbLIN KOA4 WAM HOMEpP MOYTOBOrO MapLIpyTa, HasBaHME MECTHOCTM, HaMMeHOBaHWe
YUPEKAEHUSA, OCYLLECTBAAIOLLENO AOCTaBKY;

6. HasBaHMe TePPUTOPMM UAU NPOBUHLMN U/UNN HA3BaAHME CTPaHbI.
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Ilocnennue TPU SJICMCHTA IIPU HAITMCAaHUU aIpe€Ca KOPUANYCCKOI'O JIMIA YKa3bIBAOTCA TAK K€, KaK
IIpH HAalTlMCaHUHU aApeCa YaCTHOI'O JIK1a.

Ecnu nucemo anpecyercss opranuszaiiuy, TO CHavyajla yKa3bIBalOT €€ Ha3BaHUE, 3aT€M MOYTOBBIN
anpec. Hanmpumep:

Continental Supply Company
3 12 Sixth Avenue

New York, N.Y. 11011

USA

Ecim nucemo ajpecyercss AOKHOCTHOMY JIMILy, TO CHaudaja YKa3bIBalOT €ro (aMumimio,
JOJIKHOCTh, CTPOKOM HM)KE — Ha3BaHue (GUpPMBbI, 3aTeM — IOYTOBbIN aznpec. Hampumep:

Mr. G. H. Black, Chairman,

A. Smith and Ch., Ltd.

London SWL 75 C

England

Ecmm agpecar — Mmy>xunHa, TO mepes ero paMuiInei CTaBAT COKpalleHHoe ciIoBo Mr. — oT Mister
(«rocnionuny). B BenmukoOpuTaHuM BMECTO 3TOTO CJIOBA HEPEIKO YIIOTPEOISIOT cokpaiienue Esq.
(«ackBaip»), koTopoe craButcs nocie ¢amunuu. Hanpumep: E. F. White, Esq.

[lepen dbamunueii caenyer yKkasbiBaTh UMs WK HHUIMANBL. Hampumep:

Mr. Harold Brown

Mr. A. White

Ecnu agpecat — xeHIuHa, TO niepea (paMmimei cTaBUTCsS COKpaIieHHoe ci10Bo Mrs. — oT Mistress
(«rocmoskay») uimm coBo Miss, eciu KeHIIMHA He 3amykeM. Hampumep:

Mrs. Rosalinda Jones
Miss G. Black

HMmsa u (I)aMI/IJ'H/IIO JiMla npu aapeCoBaHMU PCKOMCHAYCTCS IMUCATb TAK KE, KaK OHU [IaHbI B
NMOANMCH Ha NOCTYyINMBHIEM INOKYMCHTC: €CJIM UM B NMOANHNCU YKAa3aHO IOJIHOCTBIO, TO U IIPHU
aaApeCOBAaHUU OHO JOJI?KHO OBITh JAaHO IIOJIHOCTBIO, €CJIN B IMIOAINMUCH CTOAT TOJIBKO MHHUIIMAJBI, TO U
Inpru agp€COBAHUN HYXHO YKAa3bIBATb TOJIBKO HWHHUIHAJIBI. B ornuune ot PYCCKOTO 3bIKa B
aHTJIMHACKOM MHUIMANEI JIMIla HUKOTIa HE MUIIYTCA TOCJIC (l)aMI/IJ'II/II/I, a BCera nepen HEHL.

HCpC,Z[KO IIOCJIC (I)aMI/IJ'II/II/I AOJDKHOCTHOTI'O JIMIa COKPAIICHHO (38.1" JIJaBHBIMU 6y1<BaMI/I) YKa3bIBarOT
Ha IMPUHAAJICKHOCTD K KaKoM-1100 OopraHu3aliiy, mapTruu, Ha HAJIMYUEC 3BaHUA UK OPACHA.

Hampumep:
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E. F. Jons, DM (Doctor of Medicine — 1oxTop MEIMIIMHCKUX HAYK)
A. B. Smith, M.P. (Member of Parliament — uien nmapiamenra)

G. H. Dlack, K.C.V.0O. (Knight Commander of the Victorian Order — xaBanep opaexa Kopoieb
Bukropun).

Korma damunms numa, 3aHMMAroONIero OIPEIESNICHHYIO TOJDKHOCTh B JAHHOW OpraHu3alliiH,
HEU3BECTHA, TO aJpecaT 0003HavaeTCs CIEAYIOUUM 00pa3oMm:

VYkazaHue J0JDKHOCTH 0e3 (paMHIINH JIUIA, €€ 3aHWMAIOIIET0, BO3MOYKHO JIMIIb TOT/a, KOTIa 3Ta
JOJKHOCTh SIBJISIETCSI €IMHCTBEHHOW B OpraHu3aluy, yka3zaHHoll B anpecare (Chairman —
npeacenarens, President —  mpesumeHT, —mnpenceparens,  Managing — Director  —
TUPEKTOP-PACTIOPSTUTETb,

Secretary — cekperaps, Chief Accountant — rmaBubii Oyxraiarep). B stom ciyuae mepen
Ha3BaHUEM JIOJDKHOCTH cTaBuTcs apTHKib the (The Chairman, The Secretary u 1. 11.).

Ecnmu xe w3BecTHBI M (amMWIMs, W JIOJDKHOCTh aJIpecara, TO OHHM YKa3bIBAOTCS CIICTYIOIIAM
obOpazom:

ApTUKIIb TIepe]l Ha3BaHUEM JIOJKHOCTH B TaKUX CIIydasix He yHoTpeodmseTcs.

HpI/I HAlmMCaHUM IIOYTOBOI'O aApe€Ca IIpHHATa TakKasd IMOCICA0BATCIBbHOCTh 3JIEMCHTOB: HOMCEDP
JA0Ma, Ha3BaHUC YJIMIbI, HA3BAHUC ropoJia U HHACKC, Ha3BaHNEC CTPAaHbI. HaHpHMep:

«Mnpactpuan Xayc»

34-41 Kpeiir poyn

boston bJI4 §T®

BEJIMKOBPUTAHNA

Cnoga Street, Avenue, Place, Strasse nuuyTcs ¢ 3arjiiaBHOU OYKBBI.

Ecau nucemo HaIpaBJIACTCA B C]_HA, TO IOCJIC HAa3BaHUA ropoJa JacTCsa Ha3BaHUC 1ITATa, 4aCTO
COKpAIICHHOC. HpI/I aaApeCOBaHNU IMUCEM B BCHI/IKO6pI/ITaHI/IIO MOJKET OBITh YKa3aHO Fpa(i)CTBO.

HpI/IBeI[eM HpI/IMepBI HallMCaHHUuA aI[peCOB IOpI/IZ[I/I‘{eCKI/IM JINLaMm:
American National Standards Institute
11 West 42nd Street

13th floor
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NEW YORK, N.Y/ 10036

USA

City Bankers Association

Mr. lan SCORER

12 Bolingbroke Grove

LONDON GREAT BRITAN

SW 11 6ER

Vkazanne Ha KOHKpeTHoe Jmno «K cBeneHuio». AJBTEPHATUBOM BKJIIOYEHUS HMEHU U
AOJDKHOCTH TIOJIYYaTCJIsI B PEKBU3UT «AApPEC» ABIACTCA BHCCCHHUEC UX B rpa(by «K CBCIACHHUIO».
Ecnu B agpece He yka3zaHbl 3TH JJaHHBIE, TO OHU MOT'YT COJIEP’KAThCS B 0COOOM 3JIEMEHTE MUChMa,
KOTOPBIA HE SBJSIETCS OO0s3aTeNbHBIM, HO TPHUCYTCTBYET B TOM Ciy4yae, KOTJa aBTOP
3aMHTEPECOBAH, YTOOBI €r0 MUCHMO MOCTYIUJIO KOHKPETHOMY JIMIlY. JTa OTMETKa — YKa3aHHe Ha
KOHKPETHOE JIMIIO — MOMENIAETCs OTIETbHON CTPOKOM Mo aapecom. Hampumep:

Attention: Mr. P. Cooper

1581071

Attention of: P. Cooper

1581071

For the Attention of Mr. P. Cooper

Bmecro damunuu numa mMoxeT ObITh yKazaHa JOJDKHOCTh WJIM Ha3BaHUE OTJeNa, B KOTOPBIN
Hampasiigercs nucbMo. Hanpumep:

Attention of the Sales Manager

Attention — Sales Department

BCTYHI/ITCJ'ILHOC 06[23!![6HI/I€. B ACJIOBBIX IMHUCbMAx HUCIOJIb3YIOTCS CICAYHOIINC O6paIJ_ICHI/I}IZ
* KYBaxxaeMble rocioaa» — K Opranmu3anuu B ICJIOM:

Dear Sirs

Gentlemen (8 CIIIA)

* «YBakaeMbIl rocruoinH» — K My’>K4UMHEC, €CJIM HCU3BECTHO €TI0 UMH:

Dear Sir

* «YBakaemas TOCIIOKa» — K KCHIIHUHE, €CJIN HEU3BCCTHO €€ UM

Dear Madam
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* «YBaxaeMblil r-H CMUT» — K MY)KUHHE:

Dear Mr. Smith

* «YBaxxaeMas r-,a CMUT» — K 3aMyKHEH KEHIINHE:

Dear Mrs. Smith

* «YBaxxaeMas r-,ka CMUT» — K He3aMy»XHEH KEHIIHE:

Dear Miss Smith

* «YBaxxaemas r-,xa CMHUT» — K KEHIIUHE, €CITM HEU3BECTHO €€ CEMEWHOE TOJIOKEHUE:
Dear Ms. Smith

* «loporoii /[xxoH» — K 4eJIOBEKY, KOTOPOTO Bbl XOPOIIO 3HAETE, WM IPYTY:

Dear John

Menee ohunmranbHO BRITISAIAT oOpareHus «YBaxkaemsiil r-H [xon» (Dear Mr. John) wm

«YBaxaemblil r-H [xon Cmut» (Dear Mr. John Smith). Mg u mHMIManel agpecara B 3TOM
cirydae OOBIYHO OTYCKArOTCSI.

[Tocne BcTynmuTenbHOTO 0OpalieHus cTaBUTCs 3arsatas (B AHrnmn) win aoetoune (B CIIIA).

3arosioBOK K TEKCTY MUChMa BKJIIOYAET KpaTKoe ero coaepkanue. Hanpumep: «O Bo300HOBICHUN
MOCTaBOK», «O 3aMOJIHEHUU JOTOBOPAY.

OcHOBHOM TeKCT mUChMa. TekcT OOJBITMHCTBA IHCEM COCTOMT W3 Tpex dyacteil. [locrie
MPUBETCTBUS WM oOparmieHus («YBakaeMbli T'-H ...») CIeAyeT Hauajlo OCHOBHOTO TEKCTa, I'Jie
TOBOPUTCS O TMpPUYMHAX OOpalieHus; B TJIABHOM 4YacTH TEKCTa COOOMaeTcs O JAeTalsax
(mo1poOHOCTSX); B 3aBEPIIAIOIICH YaCTH JETAI0TCS BBIBOJIBI, COOOIIAETCS O TUIaHAaX Ha Oymyiee
A T. ]I

B niepBoii yacTi MOTYT UCIIOJIB30BATHCS CIAEAYIOIINE Ppasbl:

... MBI niumiem, 94To0bI y3HATh (HAaBECTH CIPaBKH) O ... (... We are writing to inquire about...);

Mgl numem B cBsi3u ¢ ... (We are writing in connection on with ...);

Msl uHTEpecyeMcs (3aMHTEPecOBaHbl) U XoTenu Obl y3HaTh ... (We are interested in ... and we
would like to know ...)

U T. IL
[Ipemnoskenue, conepxaiiiee OCHOBHOE COOOIIECHHE, MOXKET HAUNHATHCS TAKUMHU CIIOBAMH:
Ms1 xoTuM cooOuTs ... (We would advise ...);

C ynoBosbcTBHEM coobmiato, 4o ... (It is my pleasure ...);
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Nmeem vecth coobmuth Bam, urto ... (We bed to inform you that ...)

H T. II.

[Tpocbba coobuUTh HEOOXOAUMYIO HHPOPMAITUIO HAYMHACTCS CIIOBAMH:

Coo0muTe, moxanyiicra, ... (Could you please tell me ...); [Toxanyiicra, cooOmmure ...
(Please let me know if ...); 5 661 ObI pax y3HaTH ... (I should be glad to know if ...)

H T. II.

[T1cbMO-0TBET MOXKET HAUUHATHCS C TaKuX (hpas:

bnaromapro Bac 3a nmucemo ot (nata) ... (Thank you for your letter of (date) ...);

Msr1 nonyunnu Bame nucemo (mara) ... (We have received your letter of (date) ...)

H T. II.

B nenoBoii mepenucke UCMONIB3YIOTCS CIEIYIONTNE BRIPAKEHUS 0JIar0JapHOCTH M BHUMAHUS:
Ouens mo6e3H0 ¢ Barmeit croponsr ... (It is very kind of you to ...);

[Tumry, yto6s1 MoOMaronaputsk Bac 3a ... (I am writing to thank you very much indeed for ...);

[To3BOJIBTE BOCIMOJIL30BATHCS CliydaeM, 4ToOBI mobOmaromaputs Bac ... (May | take this
opportunity of thanking you for ...);

birarogapum 3a Bam 6obmroii Bkiman B ... (Thank you for contributing so much to ...);

[TpumuTe, mokanyiicra, MOK HCKpeHHIOKO (TIyOOKyr) OnaromapHocTs 3a Bamry momoms ...
(Please, accept me sincere (deep) appreciation for your help ...)

U T. I
W3Bunenus MOTI'YyT HQUMHATBCS TaKNUMH CIIOBAMMU:

Mp1 10KHBI U3BHHHUTHCS 34 ... (We must apologise for ...); Mbl uzBunsiemcs 3a ... (We apologise
for...);

MpsI 04eHb OTOpUYEHBI U3-3a TOTO, uTo ... (We are extremely sorry for ...);

Xouy NpUHECTH CBOM caMble HCKpeHHHe u3BrHeHwus 3a ... (1 wish to offer me sincere apologies for

)

U T. II.

Ilocne wu3noxkeHus OCHOBHOI NpUYUHBI TIHCbMa, JeTagerl u HO,Z[pO6HOCTeI71 IIPUBOAATCA
3aK/IIIOYUTCIBHBIC (bpa31>1:

Bbyny xnate Bamr otBer ... (I look forward to receiving your soon reply ...);



C nerepnenuem xay oteera ... (Looking forward to hearing from you ...)

U T. 1.

B 3akmounTenbHOM YacT MOXKET OBITh JIaHa OIICHKA PUBEJCHHON B MUCbME HHPOPMALIUK:
Haneroch, uto 3ta madopmarus Bam nmomosxer (I hope that this information will help you);

[Toxanyiicta, 0e3 koyiebaHUW CBSDKATECH CO MHOUM, ecnu Bam HyxkHa Oosnee moapoOHas
undopmanus (Please, do not hesitate to contact me if you need any further information)

nT. II

3akmrounTenbHas GopMmyna BEXKIUBOCTH. B kadecTBe 3aKIOYUTENHHOM (Ppa3sl B MUCBMAax K
OpraHU3aIUsIM UCIOJIb3YIOTCS TAaKUE BHIPAKEHUS:

Yours faithfully
Yours truly
Yours very truly
Faithfully yours
Truly yours
Best wishes

VYkazannble ¢pa3bl MOKHO TiepeBecTH Kak «C yBakeHuem», «Mckpenne Bamy, «Hanmyumme
MIOXKETTaHUS.

B Auriaum Haubozee pacnnpoCTpaHCHHBIMHU COYCTAHHUAMHU BCTYIHUTCIBHOI'O O6paH_IeHI/I${ nu
3aKIIOYUTEILHON q)OpMYJ'IBI BCXKIIMBOCTHU ABJIAIOTCA CICAYIOIIUC:

Dear Sirs/Sir/Madam

Dear Mr./Mrs./Miss/Ms Smith
Dear John

Yours faithfully

Yours sincerely

Best wishes

B nansbIxX (hopMyrax 3akiarounTeNbHas (pa3a COOTBETCTBYET Havaly NUCbMa. DTH ke (HOpMYIIbI
4acTO UCHOJIB3YIOTCS B MMCbMaX POCCUNCKUX OpraHU3aluil.

Ilogmuce. B nmcbMax HHOCTPAHHBIX KOPPECIIOHACHTOB IMOANHCH Pa3sMCIIACTCA 0OBIYHO noa
3aKIIOYUTEIbHOM (I)OpMyJ'IOfI BeXIMBOCTH. DamMunus Jiana, m[OoANHrCaBIICTO  JOKYMCHT,
MOMeEIIaeTCs 01 IMIHOM MNOoANUCHIO, a 3aTCM YKA3bIBACTCA NOJIKHOCTE. HaHpHMep:



Yours sincerely
Mr. S Basuki
Manager

[lonnmuch BBITIAIUT WHA4Ye, €CIM MUCHMO MOJAIMMUCHIBACT PAOOTHUK (PUPMBI MO TOPYUEHUIO
pykxoBoxacTa. Hanpumep:

For a.Smith and Co., Ltd

D. Whith

Export Department

[lepen MOANMUCHI0O MOXKET CTOSITh OTMETKA «p.p.» — «3a», «OT UMEHW», Ui «Per pro» — «mo
JOBEPEHHOCTH» (OT JIATUHCKOTO BBIpaKE€HUsl «per procura»). COTpYAHMKH OpraHu3aluu
HCIOJIb3YIOT ATY OTMETKY, KOTJja MOMKUCHIBAIOT MIUChMa OT UMEHH CBOUX PYKOBOJUTEINEH.
OTmeTka 0 HaJdMuuMu MNpWIoKeHHid. B muchbmax 3apyOeHBIX KOPPECIOHAEHTOB OTMETKAa O
HaJIMYUU MPUIIOKEHHUH pacrosaraeTcsi B HUKHEM JIEBOM Iy, MMOJ MoAnuchbio. OHa COCTOUT U3
cioBa «Enclosurey, ecnu npusnoxxenne oaHo, uin «Enclosuresy, ecimm ux Heckosbko. [Ipu aTom
0OBIYHO YKa3bIBaIOT WX KoJmdecTBo. Hanpumep:

2 Enclosures

Bo3MmoxxHO cokpamenHoe o6o3nauenue: Encl. wnmm Enc. B otMeTke o npuioxeHnn MOTYT OBITh
Ha3BaHBI JOKYMEHTBI-TTPHIIOKCHHUS.

VYkazaHue Ha paccbUIKy KONUM muchbMa. B mucemax 3apyOekHBIX KOPPECHOHIEHTOB ObIBaeT
crielyagbHas OTMETKa O KOMHUAX NHChbMa. Takas OTMETKa IMPOCTaBISETCS Y HUKHETO MO
JOKYMEHTa W BKIJIIOYAET COKpAIEHUE «C.C.» (OT «KapOOHOBBIE KONMHM») M Ha3zBaHUE (UPMBI,
KOTOpoOil BbicaHa konus. Hanpumep:

c. ¢. Messrs Paul and Jackson Ltd., Lawyers

Ecnu aBTop emnaer moA4epKHYTh, UTO KOMUW HET, OH JIeTIaeT OTMETKY «0e3 xommit» («without
copies»).

IlocTckpunTym

3a pY6e)KOM JOITYCKACTCs BHECCHUC JOTIOTHUTEIILHON I/IH(I)OpMaI_[I/II/I B JCJIOBOC IMMHUCHMO ITOCJIC €T'0
IO AT CaHHA. D710 U30aBIsAET OT H606XOJII/IMOCTI/I COCTaBJIATH HOBOC ITMCbMO U AACT BO3MOKHOCTD
OIIEpAaTUBHO COO6H_IaTB 0 CO6BITI/I}IX, CIIYUUBIINUXCHA YKC IMOCJIC ITIOAIIMCAHUA ITUCbMa.

HpI/IHI/ICKa pacnoJaracTcd B KOHIC NHCbMa IMOCJIC TOAIINCH U HAYUHACTCA 6YKBaMI/I P.S. (OT JiaT.
pOSt Scriptum — «II0CJIC HaHI/ICElHHOFO»). B koH1e MMPUIINCKHU €UIC Pa3 CTaBUTCA NMMOAIHUCE.

OdopmiieHne BTOPOro U MOCTEAYIOMIHNX JINCTOB MHChMa

B 3apyOexHON KOppeCHOHACHIUU JUIs O(QOPMIIEHHUS BTOPOrO M TOCIEAYIOUIMX JUCTOB
JOKYMEHTa MCIIOJIb3YETCsl ClielualibHas Oymara ¢ HaneyaTaHHBIM THIOTpagCKUM cHocoOOM B
BEpPXHEM JIEBOM YIi1y (1 cM OT BepXHEro kpas) Ha3BaHWEM OpraHu3alMU. B npaBom BepxHeEM yriy
reyaTarorcs ciaoBa «JIuer s nponoipkenus nucsMa Ne ..oy, Hanpumep:


https://newlms.magtu.ru/mod/glossary/showentry.php?eid=141969&displayformat=dictionary

Continuation Sheet No ...

[Ton HazBaHmeMm (UPMBI, HAPABIAIOMICH MUCHMO, YKa3bIBAIOTCS OpPraHU3alus, KOTOPOH OHO
aapecyercs, u aara. Hanpumep:

Mills and Green Continuation Sheet No
Messrs. A.Smith and Co., Ltd
12th May 1999

MHorue Oputanckue (GupMbl TOJIb3YIOTCS JOTOJIHUTEIBHBIMU JINCTAaMU 0€3 HajAlucu crpasa. B
ATOM CiTydae CTPaHHUIBI HyMEPYIOTCS, a ClipaBa BHU3Y Ha BCEX CTPaHUIIAX, BKIOYasi MEPBYIO, HO
kpome mnocneanet, numercs: «Continued» — mwnu cokpamienHoe: Cont'd (Countd), yto 3HaUUT
«UMEETCSI TPOJOIIKEHUEY.

5. Kak opopMuTh NUCbMO-CIPABKY

B nenonpousBoacTBe (DYHKIMOHUPYIOT CHpPaBKU Pa3IUYHbIX BUAOB, KaK BHYTPEHHHE, TaK U
BHemHKE. YToOBI ympocTUTh cebe paboTy, He HY)KHO IUIOAUTh MHOKECTBO I1a0JIOHOB T0/1 pa3HbIC
CUTyallud, KOIJla Haxo BbAaTh crpaBky. JloctatouHo aByx BapuaHToB. [lpuuem
1o yHuuImpoBaHHO GopMe HAAO COCTaBIATH TOJBKO OIMH BUJI CIIpaBKU. BTOopoii moxkere
rOTOBUTH Ha OJaHKaX JJIsl TUCEM.

Hcnonp3yiiTe O1aHK A€T0BOTO MUCHhMA ISl CIIPABKH, KOTOPYIO COCTaBJIsieTe, YTOOBI MIPEICTaBUTh
B JIpYT'yIo opranusanuio. B O1aHke nucbMa ecTb HE TOJIBKO MOJIHOE HAMMEHOBAHHUE OpraHU3alIHH,
HO W cipaBouHass uWH}opmaruss o Hel: anpec U Tenedonsl koHtakra, OI'PH wu MHH.
PykoBonctByiiTech npaBmiamu odopmieHus pekBuzutoB u3z 'OCT P 7.0.97-2016 (manee —
I'OCT-2016). Pacckaxem 06 0cCOOEHHOCTAX 0(OPMIICHUSI OCHOBHBIX PEKBH3UTOB.

Aodpecam. Ecnu Bbl He 3HaeTe, KTO ajpecaT CIpaBKH, HA MECTE PEKBU3UTA «AJIpecary HANHUIINTE
«ns mpenbsBiaeHHs 1O MecTy TpeOoBaHUsS», Kak Ha oOpasne. B oTBeT Ha muchMo-3arpoc
opopMUTE PEKBU3UT «AJpecaTy Mo BCEM MPaBUIIaM.

Pucynox 25. CrpaBka pabOTHUKY ¢ MeCTa pabOThI

Pucynok 26. CripaBka B OTBET Ha 3alpoC I'OCYAapCTBEHHOTO OpraHa

Pecucmpayuonnviii nomep ookymenma. CripaBKM MOKET€ YUUTHIBaTh OTJEJIBHO WA MPUCBOUTH
UM HOMEpa B OOLIEM MOpPsAKE C IPYTMMH HCXOAALIMMH HHCbMamMHu. Tak, B oOpa3max 37ech
U 37lecb K HOMepy chpaBku joOaBuin OykBeHHBIH mHAekc «/CIIP». PeructpupoBarh crpaBku
OTZENbHO OT APYIMX JOKYMEHTOB HYXHO TOJBKO B TOM Cilyd4ae, €CJIM BBIJAETE HX YacTO
U PETYISIPHO, A TaKXKe €CIM OTO HMEET OTHOIIEHHWE K OCHOBHOH  JEATEIBHOCTH
opranu3zanuu. Hanpumep, 3To cipaBku 0 paboTax Ha 00bEKTaxX UM O IOTOAHBIX yClIoBUsAX. Ecin
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BbI COCTABJIACTC CIIPABKU SIMU30AUYCCKHU, B OTBCT HaA 3allPpOChl CTATUCTUKHU WM I10 HpOCb6aM
paGOTHI/IKOB, TO MOKHO YUYUTBIBATH UX CPCAN UCXOOAIIUX JOKYMCHTOB.

CripaBky, KOTOpbIE BbIJacTe pabOTHMKAM OpraHU3allMy, Yallleé BCEro COJEpXKaT OXpaHsIeMbIe
3aKOHOM IE€pCOHANbHBIE IaHHbIC. PeructpupoBarh B oOmmiell 0a3e MaHHBIX WX MOXHO, a BOT
CKaHMPOBATh U BBIKJIAABIBATh (hailyl B OOMINI JOCTYIT — HET.

Haumenosanue suoa ooxymenma. HaumenoBanue Buga nokymenta « CIIPABKA» odopmiisiite
B CAMOM Hayaje TeKCTa, HaMecTe oOpameHus K JOJDKHOCTHOMY nuny. OOpamieHue
HCII0JIb30BAaTh HE HY)KHO: cIpaBka Oe3nuyHa. B nuchmax, Ha OjgaHKaX KOTOPBIX Bbl OOpMIISIETE
CTpaBKy, pekBu3uT «HanMmeHoBaHue BUIa TOKyMEHTa» He yka3biBatoT 1o npasmiam [[OCT-2016,
nyHKT 5.9. CripaBka — €IMHCTBEHHOE UCKIIOUYEHHUE.

3aconosok x mekcmy . IIummte >TOT PEKBU3UT MO HAMMCHOBAHWEM BHUJIa JOKYMCHTA.

Pucynoxk 27. CopaBka B OTBET Ha 3alpocC APYrol OpraHu3aiun

Iloonuce u neuams. Opopmure moanuch B cooTBeTcTBHH ¢ TpeboBanusimu ['OCT-2016. Ecnu
TOTOBUTE D3JIEKTPOHHYIO CIPaBKy [Js TOCYJapCTBEHHOTO OpraHa, MOJIUIINTE €€ YCUICHHOU
KBAIM(UIMPOBAHHON  3JEKTPOHHOW moanuchio. Ecnm  cnpaBKky B AJIIEKTPOHHOM — BHJIE
3anpamuBaloT, HampuMep, OaHK, MOCOJbCTBO, BU30BBIM LEHTP WM pPaOOTHUK IUIAHUPYET
3arpy3uTh €€ Ha CaUT TOCYCIIYI, CIpaBKy HYXHO MOJINUCAaTh TaKKe  YCHICHHOU
KBATU(UIIUPOBAHHON SJCKTPOHHOW TOMANMUCHIO. J[Be opraHuszamum MOTYT OOMEHHBAThCS
ANIEKTPOHHBIMU CHPABKAMHU U MOJNUCHIBATh UX TEM BUAOM 3JIEKTPOHHOU MOJNUCH, KOTOPBII OHH
CaMU yCTaHOBWJIM KaK IPUEMIIEMBIM.

CrnpaBk#, B KOTOPBIX €CTh (pUHAHCOBas WH(GOpPMAIHs, MOJIKCHIBAET HE TOJHKO TECHEPaTbHBIH
JTUPEKTOP, HO M TJIaBOYX, a MOJIMKCH 3aBEPSIOT rmeuaTbio — IyHKT 5.24 'OCT-2016.

Texcm cripaBKM COCTOUT M3 OJTHOM WJIHM IBYX 4yacTeill. Eciin 310 ABe yacTH, To B epBOil U31araoT
(akThl, KOTOpbIE CTAJIM OCHOBAHHUEM WJIM MOBOJOM Ui €€ COCTaBJICHHUS, BO BTOPOIl — MPUBOJAAT
KOHKpPETHBIE CBEACHHUS IO CYyHIECTBY BOMpoca. TEeKCT CHpaBKU MOXKET COCTOSTh TOJBKO
U3 OJHOM — BTOpOM — dvactu. Ecnu B crpaBke ecTh onHopojaHas uHopmainus, odopmure
ee B Buje Tabnuubl. Ecau B cipaBKy BKIIIOYaeTe CBEJIEHUS MO HECKOJIBKHUM BOIPOCAM, €€ TeKCT
MOXKET COCTOSITh U3 Pa3/IeyoB.

B TekcTe cipaBkM 0CTaBbTE TOJIBKO KOHKPETHBIE (haKThl, KOTOPBIE IAIOT OTBET Ha 3anpoc. DakTel
u3jaraiiTe B XpOHOJIOTHYECKONW IMOCIeN0BaTeNbHOCTH. B cripaBke He T0JKHO OBITh OLIEHOYHOM
uHbopMalMy, KOMMEHTapueB, mpeanoxkeHuid. M3beraiite o6opoToB: «JloBOoIuM /10 Balero
CBEJIEHUs, 4YTO...», «JlaHa paboOTHHKY B TOM, 4TO..», «Hactosmmm coobmaem, 4YTO...».
WHbopMallMoHHON Harpy3KH OHU HE HECYT.

Pucynox 24. ITpumep opopmieHHs MEXTyHApOIHOTO JIeJIOBOTO MUChbMa

2. PexBusuTtsl AoKyMeHTOB 1o 'OCT P 7.0.97-2016

PEKBU3N KAK O®OPMJIATH T AE

Thl INPOCTABJIATH NPUMEP
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01 —T'ep6

02 —
DMOIeMa

03 -
ToBapHbIi
3HaK (3HaK
oOciykuBa
HUS)

I'ep6 —

B cepenune

["ocynapcTBeHHBIH repd BEpXHETro MoJist

Pocculickoit
denepanun, repo
cyonekTa Poccuiickoit
denepanyn, repo
(repanbaMYEeCcKUil 3HAK)
MYHHUITUIATLHOTO
oOpa3oBaHUs —
BOCIIPOU3BOIAT Ha
JTOKYMEHTaX

B COOTBETCTBHUH C
denepanbHbIM
KOHCTHTYIIHOHHBIM
3aKoHOM OT 25.12.2000
Ne 2-®K3 «O
['ocynapcTBeHHOM
repbe Poccuiickoit

denepannny», 3aKOHAMHU

cyonekToB PO u
HOpPMaTUBHBIMU
IIPpaBOBBIMU dKTaMH
OpraHOB MECTHOTO
CaMOYITPaBIICHHS.

KomMmepueckue
KOMITaHUU PEKBU3UT HE
HCIIOJIb3YIOT

OMOIEeMy OpraHU3aluH
pa3pabaThIBalOT U
YTBEPKAAIOT B
YCTaHOBJICHHOM
MOPSIIKE JUIS
pa3MelieHus
n300pakeHUs Ha
OJlaHKax JIOKYMEHTOB

ToBapHbIl 3HaK (3HAK
00CTyKUBaHU)
PETUCTPUPYIOT B
YCTaHOBJIEHHOM
3aKOHOM TOpSJKE.
W306paxxeHue

OJ1aHKa Ha
PEKBH3UTOM
«HaumeHnoBaHue
OpraHu3aIum —
aBTOpa
JIOKYMEHTa, Ha
paccrosinuu 10 Mmm
OT BEPXHET0 Kpast
JIACTa

[To uentpy
BEPXHETO MOJIS
OJIaHKa HaJ
PEKBU3UTOM
«HanmeHnoBanme
OpraHu3aium —
aBTOpa
JIOKYMEHTa», Ha
paccrosiHuu 10 Mmm
OT BEpXHEro Kpas
JINCTA

B cepennne
BEPXHETO MOJIsS
OnaHka JOKyMEHTa
HaJ| peKBU3UTOM
«HanmenoBanue
OpraHu3aIum —

pasMemaﬁTe Ha OJIaHKax aBTOpa

JTOKYMEHTOB
B COOTBETCTBHH C
yCTaBOM

JOKYMEHTa» UIIU
CJIEBA HA YPOBHE
9TOTO PEKBU3UTA.
Bo Bropom cirydae
JIOITyCKaeTCst
3aXBaTbIBaTh 4aCTh
JIEBOT'O IOJIS



04 —Kon [IIpocraBisiite Ha B npaBom BepxHem ®opma no OKVY /] 0253101

(dopmbI YHUDUITUPOBAHHBIX yriry pabodero
JIOKyMeHTa ((popMax B COOTBETCTBHH OIS JOKYMEHTA
¢ OKY /[ nnn
JTOKaJIbHBIM
KJ1accu(hUKaTopom
05 — Ykaxxute Ha3BaHUE ITo nentpy OO0111ecTBO C OrpaHUYEHHON
HanmeHnoBa KoMIanuw, BEPXHETO IOJIs OTBETCTBEHHOCTHIO
HUE 3aKpEIJICHHOE OsaHKa IpU
OpraHu3aIi B YUpeIUTEeIbHBIX IPOJ0JIEHOM «AnbTaup»
U — aBTOpa JoKyMeHTax. Huxke PacIonoXeHu !
JOKYMEHTa YKa)XXUTe B CKOOKax PEKBU3HTOB. (OO0 «Anpraup»)
COKpAILEHHOE
HAaUMEHOBAHHE B neBom yriy
OpraHu3aliM, €CJIM OHO BEPXHETO MOJIS TIPU
IPEyCMOTPEHO YTJIIOBOM
YCTaBOM HITH pacIiooXeHu !
MTOJIOYKEHUEM PEKBU3HUTOB
06 — VYxaxure odunmansHoe B OmaHKax mucem u OO01m1ecTBO C OTPaHUICHHOM
HanmeHoBa HanMeHOBaHME OnmaHKax OTBETCTBEHHOCTHIO
HUE CTPYKTYpHOTO KOHKPETHBIX BU/IOB
CTPYKTYPHO TTOApa3IeICHHS JIOKYMEHTOB «AJbTanp»
To KOMIMaHWH, Qriinana,  Moapa3aesieHu
opaszesie oTACICHU, (it (OO0 «Anbranpy)
HUS — [IPECTaBUTENIbCTBA,  HAaUMEHOBaHHEM
aBTOpa KOJUJIETUAJIBHOTO, OpraHu3aluu Cayx0a 1enonpou3BoicTBa

JTOKYMEHTa [COBEIIATEIBHOTO HITH
WHOTO OpraHa

07 — VYxkaxure B Omankax OO0111eCTBO C OrpaHMYCHHON
HaumenoBa HanMeHOBaHUE JOJIKHOCTHBIX JIUIT OTBETCTBEHHOCTHIO
HUE JOJI’KHOCTH B oJ1
JOJI’KHOCTH |COOTBETCTBHUH C HAaUMEHOBaHHEM «AnpTaup»
una — HauMEHOBaHHUEM, OpraHu3anuu
aBTOpa MPUBEJCHHBIM B (OO0 «Anbtanp»)
JOKYMEHTa PacropsIuTEIbHOM
JTOKYMEHTE O HauanpHuk ciayxOb1
Ha3HAYCHUH Ha JIEIIONTPOU3BOICTBA
JOJIKHOCTD
08 — B cnpaBouHbIX 1aHHBIX B Onankax nuceM B AntydbseBckoe mocce, 1. 37, cTp. 2
CripaBo4HBI 00 Opranu3anuu JIEBOM BEPXHEM
€ JaHHBIE  |yKaXXUTe: YTI1y WU 110 Ten.: +7 (499) 757-81-06,
00 [EHTPY MO/
OpraHM3aly — MOYTOBBIN aJpec; HauMeHoBaHMeM (akc: +7 (499) 757-82-00;
" OpraHu3aIun
— azpec Mecra E-mail: mail@altair.ru
HAXO0XACHUS
FOPUIUYECKOTO JIULIA, OKTIO 17502993; OI'PH
€CJIM OH HE COBIAJAET C 1137746374875;

[TOYTOBBIM aJJPECOM;
WHH/KIIIT 7715962150/ 771501001

— HOMep TenedoHa,

¢axca, aapec

AJIEKTPOHHON TIOYTHI,



CETEeBOM aJpec;

— KOJI OpraHu3alMH 110
OKIIO, OI'PH, MHH un

KIIIT (3a uckirouenuem

0JIAaHKOB OPraHoB
roCyJapCTBEHHON
BJIACTH U MECTHOTO
CaMOYIPaBJICHUS)
09 — [IpocraBmsiiTe Ha Bcex
HaumenoBa gokymeHrax, 3a
HUE BUJAa |MCKJIIOYEHHUEM ITUCEM
JOKYMEHTa

10 — Jlata
JOKyMEHTA

Ykaxure naty

IO CAHUS WITH
YTBEPIKICHUS
JOKyMEeHTa JIU00 aTy
COOBITHS,
3a()UKCUPOBAHHOTO

B JIoOKyMeHTe. [laty
3alMChIBANTE B
MOCJIEIOBATENILHOCTH
JIeHb, MECSIIL, TO:

— apabckumu 1udpamu,

pasaCIICHHBIMU
TOYKaMH,

— CJIOBECHO-LIU(POBBIM

CIoCco0OM.

Ecnu nens mecsia
0003HayaeTcs 0JJHOM
nudpoii (ot 1 10 9),
nucath O B 1are He
HYXHO

11 - [IpocTaBbTe U pPOBOIH

Perucrpanu nnu

OHHBIN OyKBEHHO-ITU(PPOBOH

HOMEp UACHTUDHUKATOD

JOKYMEHTa IOKyMEHTA.
[TopsnkoBbIii HOMEP

IIpocrasisator nox MHCTPYKIUA
PEKBH3UTAMU

aBTropa nokymenra: JOKJIAJTHAA 3ATIMCKA
HAaUMEHOBAHHEM
OpraHu3aIui,
HAaUMEHOBAHHEM
CTPYKTYpPHOTO
10/1pa3iesieHus,
HaMEHOBaHHEM
JOJIKHOCTH
Jaty npocTaBisioT _
B JIEBOM YTy
BEPXHETO TOJIS B
0JIaHKaX Kak ¢
MPOJIOJILHBIM, TaK

U C YTJIOBBIM

[TPUKA3

pacnonoxxenuem  05.06.2018
PEKBHU3HTOB

S urons 2018 e.
[IpocraBistor Ne 321-u
1ocJie peKBU3UTA
«/laTta Ne 11/09-04
nokymenta». [lpu
YTIIOBOM Ne 07-08/111
PAacIoJIOKEHUH

JOIIOJITHUTC L[H(I)pOBBIMI/I PCKBU3UTOB pAAOM

NN 6YKBCHHLIMI/I

¢ «Jlaroit

KOJaMH1 B COOTBCTCTBHUU JOKYMCHTA». HpI/I

¢ KJ1accudukaTopamu,

IMPOAOJILHOM — Ha

KOTOPBIC UCTIOJIB3YIOTCS YPOBHC JaThl B


https://newlms.magtu.ru/mod/glossary/showentry.php?eid=141956&displayformat=dictionary

B KOMIIAHUU:
HOMEHKJIaTYpOMl A€,
KOJaMHU
KOPPECTIOH/ICHTA,
JOJDKHOCTHOTO JIMIIA
u JIp.

12 —

Ccbulka Ha |Ha perucTpalioHHbINA

perucTpany HoMep U JaTy

IPaBOM BEpXHEM
yriry

JIEBOM BEPXHEM
YLy IOJ,

OHHBIN JIOKYMEHTA, Ha KOTOPBI PpEKBU3UTAMU
HOMEp U |1aeTe OTBET «/laTa noxymeHTa»
nary U

MOCTYIHBII «PeructpanoHHbI
€ero 1 HOMEp
JOKYMEHTa JIOKYMEHTa»

13 — MecTo YKaxute MecTo Bo Bcex
COCTaBJICHH |COCTABJICHUSI WJIN JTIOKYMEHTaX,

s (M31aHUs1) U3JIaHUS TOKYMEHTA B
JOKYMEHTa |COOTBETCTBHUH C
TIPUHSATHIM

KpOME ITHCEM,
JOKJIAJTHBIX, CITYXK
€OHBIX 3aITHCOK U

aMUHUCTPATUBHO-TEPP APYTHUX

HUTOPHUATIbHBIM
nenenvuem. He
YKa3bIBAUTE PEKBU3HT,
€CJIM MECTO
COCTaBJICHUS
JIOKYMEHTA €CTh B
HaVMEHOBaHUU
OpraHu3auu

14 — T'pud OrpaHUYUTEIHHYIO

OTPaHWYEH HAAMHUCHh MOXKHO

WS TOCTYIA JOTIOJTHUTH HOMEPOM

K JIOKYMEHT DK3eMIUIIpa IOKyMEHTa

y U JpyruMu
HE00X0IUMBIMU
CBEICHHUSIMH B
COOTBETCTBHUH C
3aKOHOIATEIHLCTBOM
Poccuiickoit
denepaunn

15 - Ecnu HampaBiisiere
Alpecar | IOKyMEHT
PYKOBOJUTEIIO

OpraHu3aluu, YKaxxuTe
HanMCHOBAHUE €TI0
JOJIDKHOCTH C

BHYTPECHHHX
HHG}OPMaLIMOHHO-C
IPABOYHBIX
JTIOKYMEHTOB.
CraBsT nocne
pexBu3UTOB «J/laTa
JOKYMEHTa» U
«PerucrpaimoHHBI
11 HOMep
JTIOKYMEHTAa

B noxymenrax,
COJIeprKaluX
nHpopMaIuio,
JIOCTYN K KOTOPOU
OTpaHUyYeH
3aKOHOM.

B npaBom BepxHem

yTI1y IEPBOTO
JMCTa JIOKyMEHTA,
IIPOEKTa
JIOKYMEHTA,

COIIPOBOAUTCIIBHOT

0 MUChbMa Ha
I'paHUIIE BEPXHETO
OJISt

B nucemax u
BHYTPEHHUX
UH(POPMALIMOHHO-C
PaBOYHBIX
JOKYMEHTax:
JIOKJIQ/IHBIX,

[Tpocrasnsiite cchuiky B O0mankax mucem BHa Ne 11/09-04 ot 15.06.2018

MockBa

r. latunna JleauHrpaackoit oo.

I[J'IH CJ'IY)KGGHOFO I10JIB30BaHHA

KonduaenmuanpHoO

KommMmepueckas TaitHa

OK3. Ne 2

['enepanbHOMY TUPEKTOPY

[TAO «Bera»

Jlro6aBuny A.K.


https://newlms.magtu.ru/mod/glossary/showentry.php?eid=141951&displayformat=dictionary

Ha3BaHHUCM
OpraHH3allu B
JaTeIbHOM TTaIexKe, a
3aTteM (paMUIIHIO U

WHUIHAIIBI
Ecnu nanpasisiere Ha OJIaHKe ¢
NKXCbMO B OpraHu3aluio, yrJIOBbIM
YKaXHTE €€ TIOJTHOE U

COKpAI[eHHOE

HAaMECHOBAHHE CIpaBa IoJ

B UMEHHUTEIBHOM PEKBU3UTAMHU
najiexe OnaHKa MpHu UX
Ecnu manpasmisiere HPOAOCJIPHOM

IMMUCBMO B CTPYKTYpPHOE PACITIOJIOKCHHH.

IO PA3/CIICHHE,
YKQOKUTE B

MMEHHTEIBHOM Iajieske BPIPABHUBANTE IO
JIEBOMY Kparo HITH
LIEHTpUPYHTE
OTHOCHUTEITLHO
caMoOM JIIMHHOH

HANMEHOBaHHUE
OpraHu3aIuu, HUKE —
HAaNMEHOBaHUE
CTPYKTYPHOTO

M0 JIpa3IeJICHUS

Ecnu nanpasisiere
MMACbMO PYKOBOJMTEIIIO
CTPYKTYPHOTO
TOPA3ACIICHHUS,
YKaXUTE B
VIMEHHUTEIIBHOM IMaJIeXKe
HalMEHOBaHUE
OpraHu3alu, HIXE — B
JATEIbHOM MaJIexkKe
Ha3BaHUE JIOJKHOCTH
PYKOBOIUTES,
BKJIFOYAIOLIEE
HalMEHOBaHUE
CTPYKTYPHOTO
MOpa3ACIICHHUS,
(hamMuIHI0, HTHALIAAJIBI
B cocraB pekBusuta
MOXET BXOJIUTh
[MOYTOBBIN ajJpec.
DIIEMEHTHI ajpeca
YKQKUTE B
[10CJIEI0OBATEILHOCTH,
YCTaHOBJICHHOM
[IpaBunamu okazaHus
YCIIYT IIOYTOBOM CBSI3H,
YTB. IIPUKA30M
MMHHKOMCBS3U OT
31.07.2014 Ne 234
Ecnu nanpasisiere
MUCHEMO (PU3UIECKOMY
JIALLY, YKAXKUTE:

CITY’)KEOHBIX
3anucKax u Jp.

B BepxHeli npaBoi
YaCTH JOKYMEHTa

pacIoiOKEHUEM
PEKBU3HUTOB UJIN

CTpoKu pekBU3UTa

[Ty6inyHO€ akIMOHEpHOE
o01mecTtBo «Beray

(ITAO «Bera»)

[Ty6nnyHO€E akIMOHEpHOE
o01mecTBo «Beray

(ITAO «Bera»)

Cyx0a 1emonpon3BoICTBA

[TyOmmaHO€E aKImoHEpHOE
oOmecTBo «Beray

(ITAO «Beray)

HauanpHuKY CI1y:x0bI
JIETTOTIPOU3BOICTBA

Momuanosoii 1. H.

[Ty6nryHO€ aKIIMOHEPHOE
oOmiectBo «Beray

(ITAO «Beray)
bonpmas Hukurckas yi., a. 10,

Mocksa, 125009

Kamuauny O./1.

KoMmcomonbckas Yyi1.,



(hamMuIHI0, HHULIAABI,
[MOYTOBBIN aJIpeEC

Ecnu manpasisiere
MHUCHMO IO
3JIEKTPOHHOM MOYTE WU
(haKCHUMUITLHOU CBSI3U
0e3 JOCHUIKM 110 II0YTE,
[MOYTOBBIN aJPEC HE
ykassiBaute. [Ipu
HEO0O0X0TUMOCTH
YKQXUTE aapec
AJIEKTPOHHOM MOYTHI
WA HOMEP
tenedona/paxca
MOkHO yKa3bIBaTh
CJIOBA «TOCTIOJIUHY WIIH
«TOCTIONKa

B COKPAIIEHUH — 2-H WA
2-orca

[Ipu paccbuike
JOKYMEHTA TpyIIe
OpraHu3aiuil 0JHOTO
TUIIA WU B
CTPYKTYpHBIE
MOJIpa3AeJICHUs] OJHOM

OpraHMu3aIuy, aapecar
yKa3bIBalTe 0000IIEHHO

IIpu pacchuike
JOKyMEHTa He BCEM
OpraHu3aIusaM HIu
CTPYKTYpPHBIM
MOAPA3ICIICHUSM TOJT
PEKBU3UTOM «AJlpecar»
B CKOOKax yKakKHTe:
«(TI0 CTIHCKY)».

B o1HOM 10KyMEHTE He
JIOJKHO OBITH O0JIce
YETHIPEX AJIPECATOB.
Cnoso «Konus» nepen
BTOPBIM, TPETHUM,
YETBEPTHIM aJipecaTaMu
He ykasbiBaeTcs. [Ipu
0OJIBIIIEM KOJUYESCTBE
aJpecaToB COCTaBbTE

1. 6, kB. 15,

r. [llenkogo,
MockoBckas 00IL.,

141109
[Ty6nnyHO€ akIMOHEpHOE
o0mecTBo «Beray

(ITAO «Bera»)

info@vega.ru

I'enepansHOMY nupekropy AO

«IIpodunby»

r-uy ®okuny A.C.

PykoBoauTemnsim
JIOYEPHUX

obmrects AO
«Curma»

PykoBoauTensim
JICTIapTaMEHTOB

AO «Bera»

PykoBoaurensam
JIOYEPHUX

obmects AO
«Curmay

(Mo crHcKy)
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16 — I'pud
YTBEP)KICH
st

JTOKYMEHTa

CHUCOK (JIHCT,
yKa3aTellb) PaCChUIKU
JOKYMEHTa, Ha KaXXI0M
JOKYMEHTE YKaKHUTE
OJIMH aJpecar WiH

aapecar oopmIsieTcs
000011eHHO

Ecnu nokyMeHT
yYTBEPKIAET
JIOJKHOCTHOE JIMLIO,
IIPOCTABJIAIOTCS:

— CIIOBO
YTBEPXAIO;

— HaMEHOBaHUE
JOJIKHOCTH JIMIIA,
YTBEP>KJAIOIIETO
JTIOKYMEHT;

— TIOJIITUCH
YTBEPIKIAFOIIETO JINIIA,;

— €ro WHUIHAJIBI H
hamunus;

— J1aTa yTBEPKIACHUS
Ecnu noxkymMeHT
YTBEPXKIAaeTCSA
pacropsAUTEIIbHBIM
JIOKYMEHTOM, YKa)KUTE:

— cmoro YTBEPX/IEH,
YTBEPXJIEHA,
YTBEPXIEHBI i
YTBEPXJIEHO;

— HAUMEHOBaHUE
pacrnopsIUTeIbHOTO
JIOKYMEHTA B
TBOPUTEJILHOM aJIeXKe,
ero JaTy 1 HoMep
Ecnu nokyMeHT
yTBEP)KIaeT
KOJUJIETHaJIbHBIN Opras,
pelIeHne KoToporo
¢bukcupyercs B

IIPOTOKOJIC, YKAKHUTC:

— HaUMECHOBaHUE
opraHa, pereHreM
KOTOPOTO YTBEPIKICH

B npaBom BepxHeM

yTIIy IEPBOTO
JMCTa JTOKYMEHTA.

CTpoku pekBU3uTa

BBIPaBHUBAMTE 110
JIEBOMY KpPAK0 WU
LIEHTPUPYHTE
OTHOCHUTEIILHO
CaMOM JJINHHOMN
CTPOKH

YTBEPX]/IA
110)
nupexrop OO0
«AnpTaup»
Yepnos  B.C.
UepHoB
05.06.2018
YTBEPXIEH
A
MPUKA30M
000 «AnbTaup»
oT 5 urons 2018
r. Ne 102
YTBEPXIEHO
CoseTom
JTUPEKTOPOB
AO «Kpucrann»
(mpoTokoN

or 05.06.2018 Ne 15)
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17 —
3arojI0BOK
K TEKCTY

18 — Tekcr
JOKyMEHTA

JIOKYMEHT;

— J1aTy U HOMED

[IPOTOKOJIa B CKOOKaxX
VKaXuTe B 3aroJIOBKE
KpaTKoe CoJepIKaHnue

[lox pexBusuramu (O BHeceHUH U3MEHEHUH B IHCTpyK1MIO

OJaHKa ClIeBa, OT

JOKYMCHTA C IPCAJIOTOM I'paHUIbI JICBOT'O

«O» i «O0».
3aroJjIOBOK JIOJDKEH

I10JI4.

oTBeuaTh Ha Borpoc «O B mpukazax

qeM?y.

MoskeTe He COCTaBIATh
3aroJI0BOK, €CIIU TEKCT
JIOKyMEHTa He
MPEBBILIAET 4—5 CTPOK

TekcT JoKymMeHTa
MOXKET COJICPIKATh
pa3fenbl, MoApa3/iensl,
ITYHKTBI, TIOITYHKTHI.
Hymepyiite nx
apabckumu 1udpamu.
He nematite 0omee
YEThIPEX YPOBHEU
pyOpuKamuu.

B IIpUKa3ax TCKCT
H3JIarafTe OT IIepBOro
JIMIa CIMHCTBCHHOI'O
JucCiia: «IIPUKAa3bIBArO».

B noxymeHnTtax
KOJUIETHAJIbHBIX U
COBEIIATEIbHBIX
OpPraHOB TEKCT
W3JIaraeTcs OT TPEThETO
JIMIA €IMHCTBEHHOTO
YHClIa: «KOJIIETHAL. ..
TIOCTAHOBJISIECTY.

TekcT npoTokoJia
W3J1aracTcs OT TPETHETO
JIMI[a MHOKECTBEHHOI'O
YUCIIA: «CIYLIAIINY,
«BBICTYITUIINY,
«TIIOCTAaHOBUIIN,
«PELLIIIN.

B nuceMax uznaraercs
TCKCT OT IICPBOIO JIMIA

3aroJJOBOK MOXKETEC

0(pOpMIISTH HAJ
TEKCTOM
MOCepeIuHE
pabouero moss u
[EHTPUPOBATH
OTHOCHUTEIIEHO
caMoOil JUTMHHOU
CTPOKH

ITon pekBu3uTOM
«3aroJIoBOK K
TEKCTY»
nokymenTa. ITpu
€ro OTCYTCTBUU —
0] PEKBU3UTaAMU

110 JIJIOIIPOU3BOJICTBY

O npenocraBneHny HHPOPMALTUT

OO0 opranuzanuu 00y4eHus
paboTHUKOB KoMmanuu B 2018 T.

B cBsi3u ¢ nocTyruieHneM xaob co
CTOPOHBIL MOCETHUTEIIEH — YaCTHBIX JINI
1 HEOOXOJMMOCTBIO OpTraHU3aIuN
BEJICHUS JICTIOITPON3BOJICTBA IO
00palieHusIM TpakIaH

«/lara noxymenta» [IPUKA3BIBAIO:

151

«Peructpannonns! 1. Bo3inoxuTe Ha cexpeTaps-pedepenta

1 HOMEp

Mopo3soBy T. 4. Benenue

JOKYMCHTAa». Tekcrt JACIOIIPON3BOJACTBA I10 O6paH_[eHI/I5[M

BBIpaBHPIBafITe 110
I PHUHE JINCTA

I'paxjiaH...

«IIpocum cornacoBath MPOEKT
[TonoxeHust 00 IKCIEPTHOM KOMHCCHH
000 “Jlero” (manee — DK)»;
«Pexomennyro Bam obpatutbes

K crieruanucty LlenTpa oO6cnykuBaHus
knueHToB (LJOK) ['onoBanoBoit Onbre
HruaTtbeBHEY.

BerynutenbHoe oOpatieHue:
YBaxaemslil rocionuH Ipencenarens!
VYBaxaemas Onbra HukosaeHa!

VYBaxkaemslii rocioiuH [Ipoxopos!


https://newlms.magtu.ru/mod/glossary/showentry.php?eid=141970&displayformat=dictionary
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19 -
OTMeTKa

0 TIPUJIOKE
HUU

MHOKECTBEHHOT'O YK CIIa
— IPOCHM HAIPaBUTHY,
OT TPETHETO JIUIIA
CIANUHCTBCHHOTI'O

qpuclla — «OOIIECTBO
CYUTAET BO3MOXKHBIMY,
OT IIEPBOTO JIUIIA
CINHCTBCHHOT'O

quciaa — «Ipeyiara
pPaccMOTPETHY.

B tekcre ynotpeOsiite
TOJIBKO OOIIEPUHSATHIE
ab0peBHaTyphl U
rpaduueckue
COKpAILEHUSI.

[Ipu ynotpebiennn B
TEKCTE UMEH MHHUIIHAJIBI
YKa3bIBalTE MOCIIE
bamunmu.

B Texcrax nenoBBIX
MHCEM HCTOJIb3YUTE
STUKETHBIC (Dpasbl:
BCTYIIUTEIBHOE
oOpailieHue u
3aKITIOYUTENBHYIO
hpasy

B
nH(OPMALIMOHHO-CIIPAB
OYHBIX IOKYMEHTax
cchUIalTECh Ha
JIOKYMEHTBI, KOTOPbIE
[puiaraere

K OCHOBHOMY. B
pacnopsiANTENIbHOM
JOKYMEHTAlUU U
JIOKAJIbHBIX aKTax
YKaXUTE, 4YTO
JIOKYMEHTHI SIBISIOTCA
MIPUIIOKEHUSIMU K
OCHOBHOMY

Ecnu npunoxenue
Ha3BaHO B TEKCTE, HE

VYBaxkaemas rocroxa 3axapona!
YBaxaemsblii Hukonaii [lerpoBuu!

VYBaxkaembie rociona!

3aKIIOUnTeIbHAS dTUKETHAS (pa3a:

C yBaxxeHUEeM,

B
COTPOBOIUTEIHHbI
X MHUCHhMAX,
MIPETEeH3UIX, aKTaXx,
cupaBkax u Apyrux dopma kBaptanbHoro [lnana
UH(POPMALIMOHHO-C MEPOTIPHITHI CTPYKTYPHBIX

[Ipunoxenue: miad Ha 2 J1. B 1 3K3.

IPaBOYHBIX 10JIpa3/IeJICHUH LIEHTPa TI0 JIOrOBOpaM
JOKYMEHTaX (mpunoxenue Ne 1)

OTMETKY O

IPUIIOKCHUU

0(OPMIISITE IO
TEKCTOM, OT
T'PaHUIIBI JIEBOTO
MOJISL.

[Tpunoxenue: Ha 3 1. B 1 2K3.
B

yKa3blBaiiTe B «OTMeETKe PaCIIOPSIAUTEIIbHBI

O NPUIIOKEHUN
Ha3BaHUE JOKYMEHTA
Ecnu npuinoxxenue He
HAa3BaHO B TEKCTE UIIU
€CJI PUIIOKECHUN
HECKOJIBKO, YKaXKUTE
Ha3BaHUs

X JOKYMCHTAX,

JOTOBOPAx,

JIOKAJIbHBIX aKTaX []ppnoxenue: 1. [lomoxenue 06
OTMETKH O YnpasneHuu

MPUIIOKEHUN

YKa3bIBalTe B
TEKCTE TOKYMEHTa

PEruoHaJIbHOIO


https://newlms.magtu.ru/mod/glossary/showentry.php?eid=141964&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=141972&displayformat=dictionary

JOKYMEHTOB-IIPWIOKEH [PU IIEPBOM
Wi, KOJIMYECTBO JINCTOB YIIOMUHAHUU

1 9K3EMIUTSIPOB KaXKI0TO TIOKYMEHTA-TIPUJIO
JKEHHS B CKOOKaXx;
Ha TICPBOM JIMCTE
JTOKYMEHTA-TIPUIIO
JKCHUS B HpaBOM

[IPUIIOKECHUS

BEPXHEM YTITy.

CTpoku pekBU3UTa
BBIPaBHUBAMTE 110
JICBOMY KPAr0 WU

Eciu mpunoskenyueM K LCHTPUPYHTE
JNOKYMEHTY sABisiercss | OTHOCUTCIIBHO
000CO0IICHHBII CaMoii JUTMHHON
SIEKTPOHHBIN

HOCHTEIb, YKaXHUTE 3TO
B OTMETKE O
npuioxeHnn. Ha

BKJIQ IBIIIE (KOHBEPTE),
B KOTOPBIN IOMENIAETCS
HOCHTEIb, YKaXKHUTE
HAaNMEHOBAHUS
JIOKYMEHTOB, 3alHCaHH
bIX Ha HOCUTEIb, U
nMeHa (ailioB

Ecnu npunoxenne
(TIprITOKEHUS )
COpPOITIOPOBAHBI,
YKQ)KHUTE 3TO B
PEKBU3UTE

Ecnu 1okyMeHT,
SIBJISTFOIIIMIACST
MPUIIOKEHUEM, UMEET
MIPUIIOKEHHUS C
CaMOCTOSATEILHON
HyMepalueil CTpaHull,
YKKHUTE 3TO

B pacniopsauTensHbIxX
JOKYMEHTaX MpH
MEPBOM YIIOMHUHAHUU
JTOKyMEHTa-TIPUIIOKEHU
sl YKQXKHUTE B CKOOKax:
«(TIpHUII0KEHUE)» WITH
«(npunoxenue 1)».
[Iepen HOMeEpOM
MIPUIIOKEHUS MOKETE
CTaBUTh 3HAK HOMeEpa:
«(npunoxenne Ne 1)».

KpCANUTOBAHUA

Ha 5 1. B 1 9K3.

2. CrpaBka 0 KaJipOBOM
cocraBe

Ynpasnenus

pEruoHanbHOIO Kpe-

ouToBaHnA Ha 2 1. B 1
9K3.

[Tpunoxxenue: CD B 1 3k3.

[Tpunoxxenue: daem-Hakonutens B 1
IK3.

[Tpunoxenue: oruer o HUP B 2 3k3.

[Ipunoxenue: nucbMmo OO0 «Curmay
oT

05.06.2018 Ne
02-6/172 u ipu-

JIO’KEHHUS K HEMY,
BCEro Ha 5 1.

B cootBercTBum ¢ I'padrkom
YHUYTOKEHHS JIOKYMEHTOB
(mpuioxkenue Ne 1).

ITpunoxen
ue Ne 1

K IIPUKa3y

000
«AnbTanpy»
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20 - Tpndp
corjiacoBaH
155

JOKYMCHTA

Ha nepsoM nucre
JOKYMEHTa-TIPUII0KEHU
sl YKQXKHUTE, YTO OH
[pujlaraeTcs K
OCHOBHOMY JIOKYMEHTY
Ecnu npunoxxenunem

K pactopsUTeIbHOMY
JOKYMEHTY OyIeT
HOPMaTUBHBIN
[PaBOBOM aKT WJIM MHOU
JIOKYMEHT,
YTBEPKIAEMBIN 3TUM
pacnopsIUTeNbHBIM
JIOKYMEHTOM,

Ha [IEpBOM JIUCTE
MIPUIIOKEHUS
MIPOCTAaBbTE OTMETKY

0 MPUIJIOKEHUH 0e3
CCBUIIKU

Ha pacnopsiANTEbHbBIN
JOKYMEHT U Tpud
YTBEPKICHMUS,

B KOTOPOM YKaXKUTE
JAaHHBIE
PacopsaUTEILHOTO
JOKYMEHTa, KOTOPBIM
YTBEPXKICH
JOKYMEHT-TIPAJIOJKEHUE
Odopmmsiite rpud
COTJIaCOBaHUS IIPU

1. Ha nmepoMm

JUCTE NOKYMCHTA B

BHCINHEM U BHYTPCHHEM JICBOM BEPXHEM

COrj1aCoOBaHMNHU
JOKYMCHTA.

Ecnu noxkymeHT
COIJIACOBBLIBAET
JTOJKHOCTHOE JINIIO,
YKaKHTE:

— CJIOBO

COI'NTACOBAHO;

— HAMMCHOBAHHC
JOJDKHOCTH JIkIa,
KOTOPOC COTJIaCOBaJIO
JOKYMCHT, BKJIHO4asa
HaNMCHOBAHHUC
OpraHu3aluu,

— MHUIMAAIBI 1
bamunuio.

yIJ1y Ha YPOBHE
rpuda
YTBEPXKACHUS WU
101
HarMEHOBAaHHEM
JOKyMEHTa, OJKe
K HIDKHEMY ITOJTHO.

Ecnu nokymeHnt
MMEET TUTYJIbHBIN
JIMCT — Ha
TUTYJIbHOM JIUCTE.

2. Ha mocinennem
JIUCTE JOKYMEHTa
101 TEKCTOM.

3. Ha mmucre
COTJIaCOBaHMS,
KOTOPBIN SBIISIETCS
HEOThEMIIEMO

TOT, KTO COIJIaCOBBIBACT YACThIO JOKYMCHTA

ot 18.06.2018 Ne 114

[Tpunoxenue 1

YTBEPX/IEHO
npukazom AO
«[Ipoduib»
ot 18.05.2018
Ne 67
COI'JTACOBAHO

Hupextop OO0 «AnbTanp»
Kpasyos  FO.I1. KpaBiios

15.05.2018



21 — Busa
22 —
Tloamuce

JOKYMEHT, IIOCTABUT
CBOIO IIOJIIUCH U AATy
Ecnu nokyMeHT
COTIJIaCOBBIBAET
KOJIJIETUAJIBHBIN OpraH,
YKaXUTE:

— CBeICHHS 00 oprase,
COTJIACOBABILIEM

JIOKYMEHT;

— 1aTy ¥ HOMep
MIPOTOKOJIA, B KOTOPOM
3a)UKCUPOBAHO
perieHue o
COTJIACOBAHUU

Ecnu nokyMeHT
COTJIACOBAH MUCHMOM,
YKaKUTE:

— BUJ IOKyMEHTA;

— OpraHU3aIxio —
aBTOpa JOKYMCHTA;

— 1aTy U HOMEp MUChbMa
Odopmnsiite Bu3y npu  Ha BHYTpeHHHX

BHYTPEHHEM JTIOKYMEHTaxX:
COTJIaCOBAHUU
JokyMeHTa. B — Ha MocJeIHEeM
PEKBU3UTE JIUCTE TOJ1
yKa3bIBAIOTCS: MOJINKCHIO;
— JIOJDKHOCTD — WK Ha o0opoTe
BHU3UPYIOILETO; MOCJICJIHETO JTUCTa
MOITTUHHUKA;
— TIOJIITUCH;
— WJIH HAa JINCTE
— pacundpoBka COTJIaCOBAHUA,

[IOAMTUCH — UHUIMAJIBI M KOTOPBIN
bamunus. pUIararoT K
JIOKYMEHTY.
CoTpyAHHK, KOTOPBII
COTJIaCOBBIBAET
JOKYMEHT, IOCTaBUT
MOANUCH U Aaty. Eciu k
JOKYMEHTY €CTh

Ha ucxoagamux
JIOKYMEHTaX —

Ha 5K3CMILIApax,

3aMe4aHusi, OH KOTOpBIE
JIOTIOTHHUT BU3Y (pa3oii MOMEIIAIOT B JEIIO
«3aMeuaHus

MPUIIAraroTCs»

JloKyMeHTBI PexBuzur
[IOITUCHIBAET 0(OPMIISIFOT MO/

COI'JTACOBAHO
CoBeToM TUPEKTOPOB
00O «AnbTanp»

(ompotoxoia ot 20.06.2018 Ne 17)

COI''TACOBAHO

MUCbMOM [ TaBHOTO apXHWBHOTO
yIpaBJICHUS

Ps3anckoii oOmactu

o1 05.06.2018 Ne 112/15

HavanpHUK C1y»KOBI
JIEJIONTPOU3BOICTBA
Ilemposa  T.A. IlerpoBa

05.06.2018

Samevanus npujiacaroncs

HauanbHuk cityx0bl

JIEJIONTPOU3BOICTBA
Ilemposa  T.A. IlerpoBa
05.06.2018

upekrop Yepros
.C. YUepHoB
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PYKOBOAUTECIIb UJIM HHOC TCKCTOM

IIOJJHOMOYHOC JOKYMCHTa

JOJDKHOCTHOE JIUIIO.
YKaxuTte
HAauMCHOBAHHEC
JIOJIPKHOCTH,
pactu(poBKY ITOITHCH
— HUHULHAANEI U
dhamunmio.
PykoBoaurens
IIOCTaBUT ITIOJIITHCH
Ecnu nokyMeHT
o(hopMIICH HE Ha
OaHKe,

B HAaIMCHOBAHHE
JOJDKHOCTH BKITIOYANTE
HaMEHOBaHHE
OpraHu3aIuy.
Homyckaercs
[IEHTPOBATh
HaMEHOBaHHE
JOJI>KHOCTH JIUIIA,

MO A CABIIETO
JIOKYMEHT,
OTHOCHTEIBHO CaMOM
JUTMHHOW CTPOKH

[Tpu opopmienun
JIOKyMEHTA Ha OJIaHKe
JIOJDKHOCTHOTI'O JIUIIA
JIOJDKHOCTB 3TOTO JIMIIA
B ITOJIINCH HE
yKa3bIBaTE

[Ipu noanucanuu
JIOKYMEHTa
HECKOJIbKMMH
JIOJKHOCTHBIMU
JIMIIaMH, 3aHUMAaFOIIUMH
pa3HOoE MOJIOKEHUE, UX
MOJIMKUCH PACTIOJIONKUTE
OJHY I1OJI IPYroM B
MOCJIEIOBATEIBHOCTH,
KOTOpasi COOTBETCTBYET
vepapXuu 3aHUMaEMBbIX

Jupexrop

000

«AnpTaup» Hzomoe B.IL

N30TOB

Cemenos
A. CeMeHOB

HupekTop Cemun
[1.P. Cemun

['1aBHBIM
Oyxranrep  Pybaxumu N.K.
Pybakun

JOJDKHOCTEN
[Ipu noanvcanuun 3aM. TupeKTopa 3am.
JOKYMEHTa JUpEKTOpa
HECKOJIbKUMHU JINLAMU
PaBHBIX JOJDKHOCTEM MX 10 (PMHAHCOBBIM 1o
MOATNNCH pacrioyiaraiTe aJIMUHHCTPATUBHBIM
Ha OJTHOM YPOBHE
BOIIPOCaM BOIIpOCaM

Bepun I1.I1.Bepun Bacun W.



23 —
OTMeTKa
00 3IeKTpO
HHOM

MO AIUCH

Ecnu nokyMeHr

IO IMTUCBIBACTCS JIMLIOM,
VCTIOJTHSFOILIUM
00s13aHHOCTH
PYKOBOJIUTEIIS,

B IIOJITUCH YKAXKUTE
CTaTyC JI0JKHOCTHOTO
JIMIIa B COOTBETCTBHH

C TIPUKA30M WIIH
pacropsiKEHUEM.
Bwmecro rpaguueckoro
cokpamieHus «1.0.»
CTaHJapT JOIYCKaeT
[IOJIHO€ HAMHCaHUE

[Ipu noanucanun
JOKYMEHTA JIULIOM, Yy
KOTOPOTO €CTh MPaBo
MOATMNCH B CITydae
BPEMEHHOTO OTCYTCTBHS
PYKOBOJIUTEIIS,
WCTIPABJICHUS B
HaMECHOBAHHE
JOJDKHOCTU U
pactupoBKy GpamMuIIu
y’Ke IMOArOTOBJICHHOTO U
COTJIACOBAHHOTO
[IPOEKTa IOKYMEHTa
BHOCHUTE OT PYKH WU C
[IOMOILIbIO IITaMnoB. He
JIOITyCKAeTCsl CTaBUTh
KOCYIO 4epTy, HaAIUCh
«3a» nepen
HalMEHOBaHHEM
JOJDKHOCTH JIMIA B
[IOJIITUCH, €CIIU
JOKYMEHT HOJIIHChIBAET
MHOE J0JKHOCTHOE

JILO
OtmeTky ncnonb3yite OTmeTKa
[IPY BU3yaIu3aluu pa3Meniaercs B
JIEKTPOHHOTO MECTE, KOTOPOe
JIOKYMEHTA, COOTBETCTBYET
[TOANMCAHHOTO MECTY
JJIEKTPOHHOU COOCTBEHHOPYYHOU
noAnucblo. OTMETKa  MOAINMCH B
BKJIIOYAET: AQHAJIOTMYHOM
JIOKYMEHTE Ha
— ¢ppazy «loxyment OyMa)KHOM

IO AITMCaH 3JICKTp0HH0171 HOCHUTCIIC.
IO AITUCBIO»,

I1. Bacun
U.0. reHepaibHOTO TUPEKTOPA

NJIN:

Hcnionasrommii 00s13aHHOCTH
reHEepaJIbHOTO TUPEKTOpa

3am.
Hupexrop Yepnos B.C.
YepHoB
I1.11. Bepun
HupekTop .
I1.
Enuceesa

E.I1. EnuceeBa
Hcnonnumenvhwiii
Oupexmop Kosnos A A.
Kosnos
1

JOKYMEHT ITOAITMCAH

DJIEKTPOHHOM MOJAMUCHIO

Ceprucduxkar 1all1aaa00000000001

Bnanenerr Pomanos Oner
Burainesnu




— HOMEp cepruduKara  DIEMEHTbL HeticrButenen ¢ 01.12.2015 mo
KJIFOYa DJIEKTPOHHOU OTMETKHU HE 01.12.2020
1O IMTHCH; JIOJDKHBI
MEPEKPHIBATH
— haMuUIHIo, UM, 9JIEMEHTHI TEKCTa
OTYECTBO BJIAJICNIbIIa  JIOKYMEHTA, OHU HE
cepTudHKaTa; JIOJIKHBI
IEPEKPHIBATHCS
— CpPOK JICUCTBUS 1581031

ceprudurKara Kiroda HaAKJIaIbIBaThCS
JJIEKTPOHHOW MOANMUCH APYT Ha Jpyra

[Ipumensiite pekBusut, [Ipocrasusiite
€CJIM B Balllell KOMITAaHUM [1€4aTh, HE

€CTb I1€4aTh. 3axXBaTbIBast

24 _ COOCTBEHHOPYUYHY

IMevats 3aBepsANTe NEYaThIO 10 MTOJTIMCH JINIIA,
OpraHu3aluu MO/INTUCABILETO

MO JTHHHOCTD TIOJITUCH IOKYMEHT, WU B
JOJIKHOCTHOTO JIMIa HA MECTE,
JOKYMEHTaX, KOTOpble 0003HaY€HHOM
ynoctoBepstoT nmpaBa  («MIID» — «Mecto
UL, QUKCUPYIOT nevyaTun»

(hakThl, CBSI3aHHBIE C

(hvHaHCAaMM, U HA UHBIX

JOKyMEHTaX, KOTOpbIE

JIOJI’KHBI OBITH 3aBEPEHbI

[1eYaThIO MO 3aKOHY

25 — CraBbpTe oTMETKY Ha  Ha nunesoit [lerpoBa TaThsiHa AsiekceeBHa,
OTMmeTka  |TOKyMEHTE, KOTOpPbIii  cTOpOHE
00 UCIIOJIHY BBI TIOATOTOBUIIH. nocaensero aucra Ciyx0a qeonpon3BO/ICTBA,
Tene JIOKYMEHTa, OT
YKaxxure cBOu I'PaHULIBI JIEBOTO  HAYAIBHUK CITY)KOBI
(bamunuro, UM, nois. Eciim HeT | menompou3sBojcTBa,
OTYECTBO U HOMEP MecTa — Ha
tenedona. Moxere 000pOTHOM +7 (499) 741-45-68, pta78@mail.ru
JIOTIOJIHUTh OTMETKY ~ CTOPOHE BHH3Y
HaMEHOBaHUEM cieBa. MOXXHO
JIOJDKHOCTH, opopMIIATh
CTPYKTYpPHOTO OTMETKY Kak
[0JIpa3/ieNieHus 1 HIDKHUN
JJIEKTPOHHBIM a/IpECOM KOJIOHTHUTYI U
neyaTarb
mpupTOM
MEHBILIET0 pa3Mepa
26 — CraBbre oTMeTKy Ha  [lox pexBusurom Bepmo
OTMmeTka [ KOIHUH, YTOOBI «[Tonmuce»
0 3aBEpPEHM OATBEPAUTH Hauanvnuk cnyscovl

1 KOITMH COOTBETCTBHUEC KOIITUHU


mailto:pta78@mail.ru

27 —
OTMeTKa

0 TOCTYILIS
HUU
JIOKyMEHTA

JOKYMCHTA UJIU
BBITTMCKH U3 HETO

[MOJUTMHHUKY. YKaXHUTE:

— c110BO «BepHoy;
— CBOIO JIOJDKHOCTB;
— IIOJIIIKCh;

— pacmupoBKy

NOJNUCH — MHUALIMAIBI,
(dhamumio;

— J1aTy 3aBEPEHUS KOTTUU

WU BBITTMCKU U3
JIOKYMEHTa

Ecim xonmms BeIgaeTcs
JUTSL IPEJCTABIICHUS

B IpYT'yIO
OPraHu3aIuio, OTMETKY
0 3aBEPEHUHU KOIUU
JIOTIOJTHHUTE 3aMHCHIO

0 MECTE XpaHEHUsI
OpUTHHAaJa U 3aBEPhTE
rnmevaTbo. s
MPOCTABJICHUS OTMETKHU
0 3aBEPEHUH KOTIUHU
MO>XKHO HCIIOJIB30BaTh
IITaMIT

OTMeTKOM
MOJITBEPKIAlTE, YTO
JIOKYMEHT MOCTYITHJI B
OpraHu3aIuio.
Vxkaxure:

— AaTy NOCTYIJICHUS ;

— BXOJISIIIIU U
pETUCTPAIMOHHBII
HOMEp JTOKYMEHTA.

MoxeTe TONOJHUTD
OTMETKY BpeMEeHEM
MOCTYIUICHHUS B Yyacax u
MUHYTaX M CII0COO0M
JIOCTABKH.

Jlns oTMeTKH O
MMOCTYIUJIEHUH
JIOKYMEHTa MOYXHO
3ar0TOBUTH IITAMIT

Ha cBoOomgHOM
MecTe pabouero
10JIsI IEPBOTO
JIUCTA

oy llemposa T.
A. Ilemposa

05.06.2018

TloOonunuux 0OKymMeHma Haxooumcs
6 000 «Anvmaupy 6 dene Ne 03-12 3a
2011 a.

Bepno
Hauanvnux

cayancool JIOY Unvuna B.II
Hnvuna

18 urons 2018 2.
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28 — Pesomonuio Ha Ha cBoGoaHOM Ilemposoii T.A.

Pe3osronus IOKyMEHTE CTaBUT MecTe pabouero
PYKOBOJIUTEID WM UHOE10JIsI IEPBOTO B cpox 00 07.06.2018
JOJDKHOCTHOE JIUIO,  UIUCTA
[IOJTHOMOYHOE n0020MO8UMb NPOEKM NPUKA3A O
MIPUHUMATh PEIICHUS 10 nposedeHuy IKChepmu3bl YeHHOCMU
YIIPaBICHYECKUM OOKYMEeHMO8
BOIIPOCAM.

Yepnos 04.06.2018
Pe3omonus BKIIOYaeT:

— (haMUITHTO, MHHUITHAITBI
VICTIOJTHUTEIIS WITH
HCITOJTHUTEIICH;

— IIOPY4EHHE;

— IIpY HEOOXOUMOCTH —
CPOK UCIIOJIHCHHST;

— INOAIIHUCHh U I1aTy

29 — [IpocraBnsiite mramn, Ha BepxHem mose Kontpons

OTMeTKa  |[KOTjJia CTaBHTE JIOKYMEHTA

0 KOHTPOJIC IOKYMEHT Ha KOHTPOJIb

30 — Onpenenure MeCTO B cepenune

OTMeTka  XpaHEHHS JOKYMEHTA, HIDKHETO TOJIS

O HaIlpaBJi€ KOTJa 3aKOHYUTE C HUM TEPBOTO JINCTA B neno Ne 04-17 3a 2018 r.
HUU paboTtath. BkimtounTe B |mOKyMeHTa

JOKYMEHTA OTMETKY: HavanpHUK C1y»KOBI

B €110 JIETIOTPOU3BO/ICTBA

— cioBa «B nenoy;
Ilemposa 05.06.2018
— MHJIEKC JIeNIa 110
HOMEHKJIATYpE C
yKa3aHHEM T0/1a;

— CBOH JIOJDKHOCTD,
MOATMKCH U JIaTY.

MoeTe TONOJHUTD
OTMCTKY KpAaTKUMHU
CBCACHUAMMU O TOM, KaK
HCIIOJIHCH JOKYMCHT

3. Tpe6oBaHusA K MIPUPTaAM B JOKYMEHTAX /Ae/I0BOI NepenucKu

To, kak J0JKHA BBIMIAAETh JOKYMEHTAIUs] OpraHu3allii, BIOUpAeT PyKOBOJAUTENb KOMIIAHUH.
OT0 MOXeT OBITh CIIOXKHMBLIasCA IpaKTUKa WIM HOBBIM pa3paOOTaHHBIA TNpPU  y4aCTHH
npoeccCHOHANBHBIX JU3aifHEepOB OpeHIOYK, YTBEP)KIEHHBIM JIOKaJbHBIMH HOPMATHBHBIMU
JOKYMEHTaMHU KOMITaHUM KakK 00s3aTeNbHbIN 17151 BceX HH(OpMAIMOHHBIX MaTepranoB. [pudrer
o(UIMANTBHBIX TOKYMEHTOB IIPU 3TOM BBICTYNAIOT KaK YacTh UMHKa KomnaHuu. Eciu ke takue



TpeOOBaHMS HE YCTAHOBJIEHBI WM TOJBKO pPa3padaThIBAIOTCA, CIEAYeT Y4eCTb HECKOJBKO
TpeOOBaHUI.

HIpu¢ Tl 3aroj0BKOB U TEKCTOB B JOKYMEHTaX JOJDKHBI JIETKO YUTaThCs. i O(HUIMAIbHBIX
AOKYMCHTOB HC NOAXOIAT 3K30THYCCKUEC BITYPHBIC H_IpI/I(bTBI CO MHOXECTBOM AOIIOJIHUTCIBHBIX
muanid. Crenyer BeIOMpaTh MpUQT U3 cTanmapTHoro Habopa: Arial, Times New Roman.

Pazmep mpudra nomkeH ObITh YMTA0CTBHBIM, JJIsI 3TOTO HYXKHO TAaK)KE YUECTh HHTEPBATI MEXKITY
crpokamu. [Ipudter ObiBatoT ¢ 3aceukamu u 0e3. Cumraercs, uro mpudrter 6e3 3acedek (Arial)
OO0JIBIIIE TIOIXOIST JIJIsl UTSHUS Cpa3y ¢ IKpaHa, a ¢ 3aceukamu (Times New Roman) — jist urenus
Ha yiucte Oymaru. Ho Takoe BOCTIpUSTHE TEKCTa MOXKHO CUHTATh CYObEKTHBHBIM.

Obpatute BHUMaHMe! CoyXalllUM POCCUMCKMX TOCYYpPEXKJACHUM MPUAETCS OTKa3aThCsi OT
WCIO0JIb30BaHUsl pacnpocTpaHeHHbIX mIpudroB Thma Times New Roman, Arial, Courier New.
Kommnanuss Monotype Imaging, koTopoil mpuHaaiexar mpaBa Ha 3TH HIPUTHI, OTKa3anach
MPEeA0CTaBUTh JUIICH3UN HA UX UCIOIb30BaHue B poccuiickoM [10. Bmecto mpudtoB Monotype
Imaging pekoMeHIyIOT HCMIOIb30BaTh POCCUNCKHE IIPUPTH WIK 3apyOexkHbIe, KOTOpbIE
PacnpoCTpaHAIOTCS MO OTKPbITOW JuieH3ur. HoBble mpudThl TOHKHBI OBITH MaKCHMaJIbHO
MOX0XKM Ha 3ampemiéHHble. YMHOBHMKAM PEKOMEHAYIOT HCMojb3oBaTh mwpudTel PT Astra u
Liberation.

PGKOMeHﬂaHI/II/I JJIs1 UCIIOJTHECHUS HE O6$[3aTe.]'H)HBI, HO BBIIIOJTHEHUE HOPMATUBOB ITO3BOJIUT
co3gaBaThb KayeCTBEHHO OQGOpPMIICHHBIE JOKYMEHTBI, C KOTOPbIMH YIOOHO paboTath.
Odunmanbroro mpudra mist gokymeHToB B Poccum nHer. 'OCT pexomenayer ogopMIIsATh
JOKYMEHTBI TaKUM 00pa3oM: pekBu3uThl — mpudramu Times New Roman, pasmep 13-14, Arial,
12-13; Verdana, 12-13; Calibri, 14 (m. 3.3 TOCT P 7.0.97-2016); depe3 oOAMH-TIOATOpPA
uHTEepBaa ¢ ab3aaeM otctyrom 1,25 cum (. 3.4 TOCT P 7.0.97-2016).

KonkperHsie mpasuiia opopmiieHus: 6J1aHKOB JOKYMEHTOB B Ballleil OpraHu3aliy, B TOM YHCIie
TUN WpU@PTa U €ero pasMep, 3aKpenuTe B JOKAJbLHOM akKTe, HAapuMep, B IOJOXKEHUH O
JTOKYMEHTOO00opoTe.

Korna COCTaBJIACTE NJOKYMCHT, y‘lHTBIBafITCZ

e HacKko/ibKo uMTabeneH TeKcr.
e  Y06HO M BOCMPMHMMATL €ro ¢ incta/MoHuUTOpa/aKkpaHa cmapTdoHa.
e CootseTcTBYyeT M WpKOT popmaTy 61aHKa.

Ecmu I[O6EIBJ'I5ICTC B JOKYMCHT Ta6J'II/II_Iy, HE MCHSNTE H_IpI/I(i)T — OH JOJIZKCH OBITH TAKUM XKC, KAK 1 B
OCHOBHOM TeKcTe. MoxkeTe YMCHBIIUTH PAa3MEp TCKCTA HA OJUH WJIM [IBA ITYHKTA.

O6paTI/ITe BHUMAHHWEC HA UHTCPBAJIBI. OT HHUX TOXE 3aBHCHUT BOCIIpHUATHUC TCKCTA. HpOCTaBﬂﬂﬁTe
HUHTCpBAJIbI TAK: B a63auax — OTCTYIL 1,25 CM; B MHOTOCTPOYHBIX PCKBU3UTAX — Me)KCTpquBIﬁ
HUHTEpBaJI; B OCHOBHOM TCKCTC — O)II/IHapHI:Jﬁ nIn l'IOJ'Iy’TOpHI:Iﬁ HUHTCPBAJI.

CrnenyiiTe MHCTPYKIMH T10 1IaraM, YTOObI MPaBUIILHO O(OPMUTH AETIOBYIO KOPPECTIOHACHIUIO.

Hlaz 1. HSy‘-II/ITC CTaHAapThl B  KOMIIAHUH. 3aHpOCI/ITC JAOKYMCHTBI, KaCarolIuecsa
ACIIOIMPOU3BOACTBA KOMITaHUU. Haiigute B HUX TpC6OBaHI/IH K O(bOpMJ'ICHI/IIO AOKYMCHTOB, €CJIM UX
HCT, CaMOCTOATCIIbHO pa3pa60TaI7ITe CTWJIb JOKYMCHTA. Brnocnencrsuu MOJIYyUIUTC OI[O6pCHI/IC
PYKOBOACTBA OTHOCUTCIIBHO 3TOI'O O(I)OpMJIeHI/ISI U BHCAPUTC KaK 00s13aTeNbHBII CTaHOapT IJIs
BCCX NOKYMCHTOB KOMIIAHWH, BHCCUTC ONMMCAHHUC CTHJISI B MHCTPYKLUIO IO ACIIOIMPOU3BOACTBY
KOMIIaHHH. Y,[[OGHCC BCCTO COXPAaHUTH CTUJIb B COOTBCTCTBYIOILICM MOIYJIC O(bHCHOﬁ MporpaMMmel,
4TOOBI HE HaCTpanuBaThb OTACIBbHBIC €TO YaCTU KaKJIbIi pas.



Hlaz 2. N3yunte 'OCT P 7.0.97-2016. OH conep uT nepeyeHs MpaBuil, 10 KOTOPHIM HYKHO
co3JaBaTh JIOKyMEHTALUIO0 000 opranm3anuu. JIOKyMEHT HCUEpHBIBAIOLIMN W IPOCTOH B
HCIO0JIb30BAHUU.

Llae 3. Beibepute opmar imcta. OTKpoiite 0(pUCHYIO IPOrpaMMy I pPeJaKTHPOBAHUS TEKCTOB
U CO3/aiiTe HOBBIM JOKYMEHT WM IIa0JOH JAOKyMeHTa. BblOepuTe HACTpOWKM JUCTa B MEHIO
nporpaMMbl. [{is co3gaHusi TOKYMEHTOB KOMIAHWHM TMojoiaer ¢opmar A4 ¢ KHIDKHOU
opueHTaluel mcra (60JbIIasi CTOpoHa 10 BEPTUKAIIH).

Illaz 4. Hactpoiite moJis 1oKkyMeHTa. Beibepure B MEHIO HACTpOEK J0KyMeHTa nosisi. Hacrpoiite
UX pa3Mepbl: BepxHee 2, HuxKHee 2, 1eBoe 3, npasoe 1,5.

llaz 5. Bouibepute mpudt u pasmep Tekcta. Jus opuIUambHBIX JOKYMEHTOB KOMIAHUHU
nonoiaer Times New Roman wim 1060# qpyroit mpoctoit oducHslit mpudt ajist texcra — Arial,
Verdana, Calibri. [Ipeanouturenbhbie pazMepsl A1 KaxkA0T0 MpU(Ta CMOTPUTE BHIIIIE.

Illaz 6. HactpoiiTe mHTEpBal MEXAY CTPOKaMU. 3alWUTE B COOTBETCTBYIOUIUU IYHKT MEHIO
MIPOTPaMMBI JUTsl PEIAaKTHPOBAHMS TEKCTOB U YCTAHOBUTE TIOJIYTOPHBIN MEXKCTPOUYHBIM HHTEPBAI.
OH cumnTaetcst HanboJee yI0OHBIM VISl YTCHHUS.

llae 7. BcraBpTe HOMEpa cTpaHull. B pasnene MeHIo, T/I€ MOKHO BCTaBIATh HYMEPAIMIO Ha
CTPaHMIIBI, BRIOEPUTE HYXKXHBIN MTyHKT U HACTPOUTE PACIIONIOKEHHE ITHX dJIeMeHTOB. Hymeparus
NoJDKHA uaTH apabckumu mudpamu (1,2,3...) co BTOpPOM CTpaHUIIBI, HAXOAUTHCS HAa HUHKHEM
KOJIOHTUTYJE MocepeauHe crpanuibl. Crenaite pa3Mep HOMEPOB CTPAHMI] HECKOJIBKO MEHbIIIE,
Hanpumep, BboiOepute 10 kernb. IIpoBepbTe, 4TOOBI Ha TUTYJIBHOM JIMCTE HOMEP CTPAHUIIBI
OTCYTCTBOBAJL.

Illaz 8. Hactpoiite odopmiieHHe 3aroJIoBKOB JOKyMeHTa. HactpoiiTe cTmiib 3arosioBkoB. OHH
JOJIKHBI HAXOJIUTHCS TIOCEPEIMHE CTPAHUIIbI, TO €CTh BHIPABHUBAHUE JIOJIKHO OBITH MO LIEHTPY.
Mex 1y 3aroJIOBKOM M TEKCTOM HACTPOMTE MEKCTPOUHBIN HHTEPBAJ ¢ MHOXKUTEeNIeM 3. Haunnaiite
HOBBIM pa3/iesl JOKyMEHTa C HOBOM CTpaHUIIbl, pa3Melliasi B KOHIIE TeKCTa MpeIbIayIero pasziena
pa3pbiB CTPaHUIIBI.

llae 9. Pacnewartaiite JaokymeHT. PacnewartaiiTe mNpuUMEpPHBIM JTOKYMEHT, B KOTOPOM
MCII0JIb30BAHBI BCE 3JIEMEHTHI C UX CTUJISIMHU.

lae 10. Onumute u yreepaute. Onumure odpopmieHne U MpudT B OPUIHATBHBIX JOKYMEHTaX
Ballleil KOMIIAHUU U YTBEpIUTE pa3paboTaHHbIN CTHIIb y pyKoBoJicTBa. C 3TOro MOMeHTa He OyieT
BO3HUKATh BOMPOCOB, Kak 0(POPMUTH TOT UM UHOU JTOKyMeHT. Ctanmapt odopmiieHus 00s3aHbI
OyIyT y4UTHIBaTh Bce paOOTHHUKH Ballleii KOMIAHUH.

Hmoe: TOCT comepKUT pEKOMEHIAIMH, a HE MPEANHCAHHsS OTHOCHUTEIBHO TOTO, KaKUM
IPUQTOM MEeYaTArOTCs OPUITHATIBHBIE TOKYMEHTHI. BbI MOKETe 3aKpENUTh CTHIIb JOKYMEHTOB B
KOMITaHWH caMH. BbIOHMpaiiTe MpOCThIe ¥ YMTaeMble MIPUQTHI, KOTOPbIe OYIyT HATJISAAHBI U Ha
Oymare, u Ha upoBbIX HocuTessaX. ITo Times New Roman, Arial, Verdana u Calibri.

Ucrounuk: https://www.sekretariat.ru/article/210774-qqq-17-m1-23-01-2017-shrifty-v-ofitsialny
h-dokumentah



https://www.sekretariat.ru/article/210774-qqq-17-m1-23-01-2017-shrifty-v-ofitsialnyh-dokumentah
https://www.sekretariat.ru/article/210774-qqq-17-m1-23-01-2017-shrifty-v-ofitsialnyh-dokumentah

4. Kak ynpoCcTUTb U YCKOPUTb JOKYMEHTOOG0POT OpraHU3aly: CTPOMM MapLIPyThI
JAOKYMEHTOB

B opraHuszanuu 1e10BOM NEPENUCKH, KaK BHEIIHEH, TAK U BHYTPEHHEH, YPE3BbIYalHO BAXKHO
MAaKCUMaJIbHO ONTHUMM3HUPOBATh MApPUIPYThI JBMKCHUSA JOKYMEHTOB. I'paMOTHO BBICTPOCHHBIN
MapuipyT — TOT, B KOTOPOM JOKYMEHTBI HE IIPOXOJAT JIMIIHMX OCTaHOBOK, HE IETIISIOT
10 AOPOTaM U BOBPEMsI IPUXOAAT Ha KOHEUHBIE CTAHIINHY.

I[OKYMGHTOHOTOKI/I M MapmpyTbl IOKYMCHTOB TCCHO CBA3aHBI. Baxxao moanmMarh pasHuy MCXKIYy
AOKYMCHTOIIOTOKOM M MapuipyromM AOKYMCHTaA, 4TOOBI BBLICIATE MAPIIPYTHI BHYTPH ITIOTOKOB.

B opranuzanpm CcymecTByeT TpH IOTOKAa JOKYMEHTOB JI€JIOBOM IIEPENUCKH: BXOJSIIHKE,
HCXOJAIIAE U BHYTPEHHHME. BXonsdmme — JOKyMEHTBbI, KOTOpbIE ITOCTYIAIOT B OPraHU3ALMIO.
Hcxondmue — Te, KOTOpbIE OTIPABIIIOT U3 OpraHu3aluyi. BHyTpeHHUE — Te, KOTOpPbIE CO3/1A0T,
a3aTeM HCIIOJHAIT B OPraHM3alMy, W OHM HE BBIXOJAT 3a e€ npenensl. lleperexaTs oauH
B IpyrOM IOTOKM HE MOTYT: MCXOJSAIIUKA JOKYMEHT HE IPEBPATUTCS BO BHYTPECHHMIA,
a BHYTPEHHUI — BO BXoAsduuid. Bce Tpu moToka ecTh B JI1000H OpraHW3ald, HE3aBHCHUMO
0T €€ pazmepa, HOpMbI COOCTBEHHOCTH U CHEPHI IEATEITHHOCTH.

Obpamume senumanue! PacripocTpaHeHHasi OIIMOKa CeKpeTapeil — perucTpupoBaTh 3asiBICHUS
pa6OTHI/IKOB KaK BXOIAIHUE NOKYMCHTEI. 3T10 HEBCPHO: HCTOYHHUK BXOAAMICIO IMOTOKA — APYruc
OpraHu3aliy, roCy1apCTBEHHbIE OpraHbl WK (pu3nyeckue auna. JIoKkyMeHTbl, KOTOpPbIE CO3/IAl0T
pa6OTHI/IKI/I opranu3annu, BCErga BHYTPCHHUC, U HECBAXKHO, OTHOCATCA OHU K IMPONU3BOJCTBCHHBIM
WIH JTUYHBIM BOIIPOCAM.

PaccmoTpuM OCHOBHBIE omepanuy KaKI0TO MoToka Ha cxemax 1-3 Hmxke. Ha cxeme 3 xoporo
BHJIHO, YTO OIEPALIMH BHYTPEHHETO MOTOKA CKIIABIBAIOTCS U3 ONEpalMii HCXOSIIEro — Ha dTare
MOATOTOBKH BHYTPEHHEI0 IOKYMEHTa U BXOJAIIET0 OTOKOB — Ha ATarne ucnonHenus. Emie onna
0COOEHHOCTh MOTOKA BHYTPEHHHUX TOKYMEHTOB B TOM, UYTO CIMCOK OIepalfii MO’KHO COKPAaTUTh
B 3aBUCHUMOCTH OT BUJIa IOKYMEHTA.

Cxema 1. Onepayuu Hao 6xo0suumu OOKyMeHmMamu

Cxema 2. Onepayuu Hao ucxoosuumu OOKyMeHmamu

Cxema 3. Onepayuu Hao 6HympeHHUMU OOKYMEHMaMU
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Ilpumep. CiyxeOHasi 3amMcKa, KOTOPYIO HANpaBisieT OJHO CTPYKTYpHOE TMOJpa3JielieHue
B JIpyroe, MpOUJEeT BCE ITAIbI OT MOJATOTOBKH MPOEKTa 0 MCIOJHEHHS. A MPHUKa3 «IPOIYCTUT
POBHO TIOJIOBHHY: IIOCIIE PErHCTPAallMU €ro Cpazy OTHPAaBAT Ha MCIOJHEHHE. Y BXOMISAIIETO
Y MCXOJISIIIETO MTOTOKOB TAKUX OCOOCHHOCTEH HET, TOKYMEHTHI B HUX TOCJIEI0BATEIILHO MPOXOIAT
BCE JTaIbl.

Mapwpym — nyTh JOKYMEHTA BHYTPH MOTOKA. B 0THOM MOTOKE MOXET JI€MCTBOBATH MHOKECTBO
MapmpyToB. [ToToka Bceraa Tpu, a BOT MaplIpyTOB BHYTPU HUX MOTYT OBITh JIECSATKH, B Y BCEX
opraHu3ainuii oHu pasHble. Ha cxeme 4 Hmke NpHUBEIACHBI TPU MapuIpyTa BHYTPU IOTOKA
BXOJSAIIUX JOKYMEHTOB.

Cxema 4. Ilpumep mapupymoe 00KyMeHmo8 Hympu nomoxka

Onepanuu, KOTOPbIE BBITOJTHSAIOT HAJl TOKYMEHTAMUA BHYTPH MOTOKA, COXPAHSAIOTCA Ha KaXJO0M
MapiipyTe. Tak, Bce BXOMSIIME, HE3aBUCHUMO OT TOTO, 3asBKa 3TO OT (PU3IUIA WM THCHMO
OT MUHHCTEPCTBA, MMPOXOJIAT OJTHUA U TE€ 7K€ OMEPALNH.

Yuacmuuxu Jokymenmoobopoma u OCMAano8KU HA MAPUWPYMAX OOKYMEHmMO8 — COTPYIHUKA
KOMITaHUH, KOTOPBIC BBIMOIHSIIOT Ty WJIM HHYIO ONEpalnio. PaccMOTpUM HMX pOJTH M MPOIIECCHI B
Taduue:

Ponn [Ipoueccel
M criomHUTEIB-aBTOD Co3aaer MpoeKT JOKyMEHTa, OPTaHU3yeT €ro OTIPABKY U MMOMEIIECHUE
TOKyMEHTa B IEJI0
Perucrparop [IpuHUMaeT TOKyMEHT, MPOBOJIUT MEPBUYHOE PACCMOTPEHUE,
peructpupyet. Yaiie BCEro 3Ty poJib UCIIOIHIET CEKPETaph
J10JDKHOCTHOE JIMITI0, KOTOPOE pacCMaTPUBAET MPOCKT TOKYMEHTA
Cornacyroiee JuIo B paMKaX CBOCH KOMIIETCHIIMH Ha TPEIMET BO3MOXKHBIX OIITHOOK,
COOTBETCTBHS HOPMaM M TpaBUjIaM | T. 1.
Bcerna 10mKHOCTHOE JTUII0, KOTOPOE UMEET IMOJTHOMOYHS IS
PykoBoauTens paccMOTPEHHs TOKYMEHTOB, BBIHECEHUS PE30JIIOIMH 1 Ha3HAUYCHUS
UCTIOJTHUTEIIEH, TIOMUCAHHS TOKYMEHTOB

cnonnuTens 3agaHus  BeIoaHSIET 3aavy, MMOCTABJICHHYIO ITO0 JOKYMCHTY

YUem OoJbliie Y4aCTHUKOB, TEM 0obliIe Y AOKYMCHTAa OCTAaHOBOK, a 3HAYUT TEM MJIMHHCC CIro
Mapmpyr. Pomu Y4aCTHUKOB I[OKYMeHTOO60pOTa MCHAKOTCA Ha pa3HbIX MaApHIpyTax. OI[I/IH
H TOT K€ COTPYAHUK MOKET OBITH OJJHOBPCMCHHO HCIIOJIHUTCIIEM U PYKOBOJUTCIICM. HaanMep,
AUPCKTOP IO IpaBOBBIM BOIIpoCaM MOXET OBITh Ha pa3HbIX Mapaipyrax:
HUCIIOJIHUTCICM-aBTOPOM, COTIACYHOIIUM JIMLIOM, PYKOBOIUTCIICM, KOTOpLIfI paccMaTpuBacT
HAOKYMCHTBI, pYKOBOIUTCIICM, KOTOpBIﬁ NOATIUCBIBACT JOKYMCHTDBI, 1 UCIIOJIHUTCIICM 3aJaHH.

HOBTOMy K KQ&KXKIOMY MapumipyTy AOKYMCHTA HYXHO NOAXOJAUTH WHIAWBUAYAJIIBHO U OIIMCHIBATH
€T0 HC TOJIBKO ITO POJISIM YYAaCTHUKOB, HO U IO KOHKPCTHBIM JOJKHOCTAM. HpI/IBCI[éM IMPUMCEPBI
OCTAaHOBOK Ha Mapmipyrax JOKYMCHTOB BXOJALICTO TIIOTOKAa U3 CXCMbI 4 (Ta6J'II/II_U>I HI/I)KC).
B cnez[ylomeﬁ Ta6J'II/II_[e Bbl BUAWUTC MApUIPYT 3aABKU (I)I/I3I/IquKOFO muia. Ha stom MapaipyTe
OZIHY U TY K€ POJIb PETUCTPATOPA UCIIOJIHAIOT JIBa pa6OTHI/IKa — CCKPETaph U COTPYAHUK OTACIIA
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oOciyxuBanus KiMeHToB. OHM TOJy4atoT HoMepa 1 u 2, B COOTBETCTBHHM CO CBOCH OYepenbio
Ha MapuIpyTe JTOKyMEHTA.

Mapwpym 3as6xu gusuuecko2o 1uya Ha noiyyenue yciye KOMNaHuy

YyacTHUK mpolecca
JIOKyMEHTO000poTa
[Ipuem Peructparop-1 Cekperapb

[loTokoBas onepanus OcraHoBKa Ha MapuIpyTe

Crienuanuct oTzena 00CIyKUBaHUS
KIIMCHTOB — (1)I/I3I/I‘~I€CKI/IX JIAI
Criennanuct oTaena 00CIyKUBaHUS
KIIMECHTOB — (1)I/IBI/I‘~I€CKI/IX JIAI]

[lepBuuHoe paccmoTpenue Perucrparop-2

Perucrpanus Perucrparop-2

PaccmoTtpenne

PykoBoauTenb Hauan,HUK aBJICHUS IIPOJIAK
1 BBIHECEHUE PE30JTFOLINH YK yip pol

cnonaenne

Wcnonaurend 3a1aHUA Texauueckuui oTaen
1 HAaIIpaBJICHUE B JICJIO

W3 cnepyromux Tabnuil BUJHO, YTO, HECMOTPSI HA TO YTO BCE TPU JOKYMEHTA OTHOCSITCS K TIOTOKY
BXOJAIIUX IHCEM, B OpraHM3allMd OHHM TPOXOJAT pa3Hble MApIIPYTHI, a OJHU U TE K€ POJIH
MCIOJIHAIOT Ha ATUX MapUIpyTax pa3Hble paOOTHUKH.

Mapwpym nucoma om opeanuzayuu
0 3aKII0UeHUU 002080PA HA OKA3AHUE YCILYe

YyacTHUK mpoliecca

[ToTokoBas onepanus OcTaHOBKa Ha MapUIpyTe

JIOKYMEHTO000pOTa

[Ipuem Peructpatop Cexkperapb

[lepBuuHOE paccCMOTpEHUE Peructpatop Cekperapb

Peructparus Peructpatop Cexkperapb

PaccMoTpeHue 1 BhIHECEHUE HauanpHuk ynpaBieHus
PykoBoauTens

[PE30TIOIUH POJIaX

VcnioyiHeHue U HanpaBJIeHHE Crieuuainct yrnpaBiaeHHUs
VcnonuuTens 3a1aHust

B JIEJI0 POJIaX

Mapwpym nucema om KOHMPOAUPYIOUE20 20CYOAPCMBEHHO20 OP2aHa

Y4yacTHUK Imponecca

IloTokoBas ornepanusa OcTaHOBKa Ha MapmpyTe

JOKyMEHTOO000poTa

[ Ipuem Perucrparop Cekpertapb

[IepBuyHOE pacCMOTpEHUE Perucrparop Cekpertapb

Perucrpanus Perucrparop Cekpertapb

PaccMoTpeHne 1 BbIHECEHHE .
PykoBoaurens ['enepanbHbBII TUPEKTOP

PE30JIIOLINH

lVcniosiHEHNE 1 HAaNpaBJIEHUE 3amMecTUTeNb TeHEPaTbHOTO
Hcnonaurens 3ananus

B JI€JI0 JIUPEKTOpa

Yto0bI CTpOUTHb MApPHIPYTHI, BAXHO 3HATbH: I BXOAAMICTO W UCXOAAMICIO IMOTOKOB — Kak
PaCpCaACIIA0TCA 00513aHHOCTH U TTOJTHOMOYHS B OpraHu3allvMi U Kakad TEMaTuKa y JOKYMCHTOB;
UL BHYTPCHHETO MTOTOKA — BU/JIbl BHYTPCHHHUX JJOKYMCHTOB.
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Kaxk CTPOUTH MAPHIPYTHI A HUCXOOAIICTO W BXOOAUIICTO AJOKYMCHTOIIOTOKOB. y3HaI>'ITC, KTO
B OpraHu3aliii W KakKuc€ BHJbl BXOJAIHUX HJOKYMCHTOB HMCCT IIpaBO pacCMAaTpHBaTb, a KaKUC
BHUABI HCXOAAINHNUX — COIJIACOBBIBATH M IOAIINCHIBATH. HOHy‘-II/ITB oTy PIH(bOpMaLII/IIO JICTKO.
BO-HepBBIX, BCC 3TO CCThb B NOBCPCHHOCTAX WJIM B IIPpHUKa3ax O IMPEAOCTABJICHUU MMOJTHOMOYHH.
BO-BTOpBIX, CCJIM Yy JOJDKHOCTHOI'O JiMla €CThb CCKPETapb, TO BCC MOXHO Y3HATHb OT HETO.
B-TpeTI)I/IX, HU3YUYUTC BXOAAIIHUEC JOKYMCHTBI, KOTOPBIC pacCMaTpuBajl COTPYAHUK, U UCXOAAIIHNC,
KOTOPBIC OH MMOAMNUCHIBAI, U BBIACIUTEC UX TCMBI.

W3 cxeMbl 4 ¥ COOTBETCTBYIOIIUX TAOIHUI] MBI BBISICHWIH, YTO OJMH U TOT K€ BUJ JTOKYMEHTA —
IIMCBMO — MOXET JIBUraThCsl IO pa3HbIM MaplipyTaM BHYTPU OJHOT0 noToka. C uem 3To cBs3aHO?
3TO 3aBHCUT OT TeMbl UChbMa. OTIMYHBIM MCTOYHHUKOM WH(POPMALUU O TEMAX IHCEM CTaHeT
OJIHOMMEHHasl rpada pPerucTpaloOHHONW (QOPMBI — Ta, B KOTOPYIO BHOCST 3arojOBOK K TEKCTY
nuceMa. TyT ke B perMCTPAallMOHHBIX (opMax BHUIHO: JJS BXOJSALIMX — KTO pPaccMaTpHUBaeT
MIACHMO, BBIHOCUT PE30JIIOLMIO U UCIIOJHAET 3aJIaHUE; I UCXOISAIIMNX — KTO SIBJISIETCS aBTOPOM,
corjlacyeT M MOJIKCHIBAET MHMCbMO. PacCMOTpMM 3TO Ha INpUMEpPE HCXOMSIIUX IHCEM.
[IpenmnonoxumM, BbI NPOAHATU3UPOBAIN PETUCTPALUOHHYIO (OPMY s HUCXOASIIUX IHCEM
Y BBIJICJIWIIN 110 TEMaM:

e MepenuncKy C rocyaapCcTBeHHbIMW OpraHamm, agMUHUCTPALMAMK PaiOHOB ropoaa;

e  [OKYMeHTbl cyaebHOMN nepenunucku;

e MpeasoXKeHusA O COTPYAHUYECTBE;

e 33ABKM Ha PEMOHT 060pyA0BaHMSA;

e MWUCbMa, KOTOpble YyKnaapiBaloTcA B oblwee MoHATME  «nepenmncka  no npoduabHOM
[eATeNbHOCTUY;

o nepenuncky c AO «lMpupoaHble pecypcbi».

OnuiieM y4acTHUKOB MPOIIECCOB JAEIOMPOU3BOACTBA IS KaXA0M TeMbI uceM (Tabauna HIKe).
N3 Tabmuupr BugHO, uyTo Mapuipyr nepenucku ¢ AO «lIpupomHbie pecypchl» aHATIOTHYCH
MapuIpyTy MEpenucku ¢ rocyIapCTBEHHbIMU OpraHaMu, aJIMUHUCTpalUsSIMU PailOHOB OOJACTH.
HyxHo npocto 00beqMHUTD Ha3BaHUs U MOIy4uTh «llepenucky ¢ rocyjapcTBeHHBIMHU OpraHaMH,
aAMUHUCTpaIusIMu paiioHoB oomactu, AO "[IpupoaHbie pecypcehbl'».

Yuacmuuku npoyeccos denonpouzo0cmea 05 UCX00AWUX NUCEM

Tema nmucem Wcnonuurens-aprop Corjacyroiiue Jimia [Toamucant
HavanpHuK
[lepenncka
CTPYKTYPHOTO
C TOCY/JapCTBEHHBIMU Coenuanuct o
110JIpa3/ieJICHHUS. ["enepanbHbIi
OpraHamu, CTPYKTYPHOTO
Ton-MeHemkep JIAPEKTOP
QIMUHUCTpaLASIMHU 10 JIpa3ieICHUs
N 110 HaMpaBJICHUIO
palioHOB 00JIaCTH
NEeATEIbHOCTHA
. HPEKTO
JloKyMeHTBI Cy1eOHOU Crenuanuct Havannauk Hup P
10 IPAaBOBBIM
[EPEIUCKU FOPUIMYECKOTO OT/IEIIA FOPUINYECKOTO OT/IEIIA
BOIIPOCaM
Crenuanuct
[Ipennoxenus Jupekrop
KOMMEpPYECKOT0 —
O COTPYAHUYECTBE 110 TIpoJaxam
oTIena
[ maBHBIN MEXaHUK.
3asiBKM Ha PEMOHT HavanbHuk Texanueckuit aupekTop. [ 'eHepanbHbIi
00opynoBaHUS ITPOU3BOJCTBA ['1aBHBIN CIEUATIUCT | AUPEKTOP
CITykObI 0€30MTaCHOCTH
[Iepencka Crenuanuct HavanbHuk Ton-MeHemKep

o MpoUIbHOM CTPYKTYpPHOTO CTPYKTYpHOTO 10 HAIIPaBJICHUIO



https://newlms.magtu.ru/mod/glossary/showentry.php?eid=141962&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=141962&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=141962&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=141962&displayformat=dictionary

NEATEIIbHOCTH 10 Ipa3ICICHUS 110 Ipa3ICICHUS JIEATEIIbHOCTH
Hauvanbauk
CTPYKTYPHOTO
[lepenncka Cneupanuct HOI,)HYI;S};[E;HGHHSI I'enepanbHBIN
¢ AO «IIpupoansie CTPYKTYPHOTO P ' P
Ton-MeHemkep JIUPEKTOP
[peCypChI» 10 Ipa3ICICHUS

10 HalIpaBJICHUIO
JACATCIIBHOCTH

Mapm[gyg JJI1 UCXOJAIIUX ITNCEM B ITOH MNEPCIHNCKE BBITIIAANUT TAK — T3,6J'II/IIIa HIWXKCE.

Mapwpym ucxoosawux nucem c 20CyOapCMEEHHbIMU OP2AHAMY, AOMUHUCIIPAYUAMU DANIOHO8
u AO «lIpupoonvie pecypcoly

[ToTokoBas YyacTHHK mpoliecca
OcTraHoBKa Ha MapuIpyTe
onepanus JOKyMEHTO000poTa
[TonroToBka
HcnonuuTens-aBToOp Crienuanuct CTpyKTYpHOTO HOpa3AeIeHUs
MMPOEKTa
HadvanbHuK CTpyKTYypHOTO OAPA3ACIECHUA.
CornacoBanne | Cornacyroniee Juio PYKTYP APas
Ton-meHepkep Mo HAMPaBJICHHUIO ACSITEIHHOCTH
[Tonnucanue PykoBoauTens ['eHepanbHbBIN TUPEKTOP
Perncrpanus Perucrpatop Cekperapp
OtmnpaBka Perucrpatop Cekperapp
Hanpasienue
Peructpatop Cexkperapb
B JIEJ10

Kak cmpoums mapwpymel 014 eéHympeHHe20 00OKyMeHmonomoka. MapuipyTbl BHYTPEHHETO
MOTOKA UIIEM CPEIM Pa3HbIX BUAOB JOKYMEHTOB. Bo3bMeM mi1s mpuMepa ciykeOHYIO0 3aluCKy.

[IpuBeaeM nmpuMepbl OCTAHOBOK Ha MApIIPYTax JOKYMEHTOB BHYTPEHHErO MOTOKAa M COOTHECEM
UX C YUaCTHHKaMU JOKyMeHTooOopoTa. M3-3a Toro yto ciyxeOHas 3amucka MepBYIO MOJOBUHY
CBOEr0 MaplIpyTa <OKUBET» KaK HCXOJSIINI JOKYMEHT, a BTOPYIO — KaK BXOJAILIUMN, pOJIU
YYaCTHUKOB TPOIIECCOB JOKYMEHTOOOOpoTa HeoOxoaumo HymepoBarh. Peructpartop-1
u PykoBomuTens-1 neiicTByroT mpu oTtnpaBke, Perumcrtparop-2 u PykoBomuTenb-2 — B MOMEHT
MOJIyYeHUS 3aMUCKU. MaplipyT npukas3a 1o OCHOBHOM JI€ATEIbHOCTH — B TaOJIHUIIE HIKE.

Mapwpym cnysicedbnoll 3anucku

[ToToxkoBas YuacTHUK npoliecca OcTaHOBKa
[Ipumeuanue
onepanus JOKyMEHTOO00O0poTa Ha Mapuipyre
Crenuanuct
IloarortoBka
HcnonnuTenb-aBTOp CTPYKTYPHOTO
[POEKTa
noApa3AeeHUs
CoracoBanue
Cornacyroliee Juio —
[MPOEKTa
HMcnonusaiorcs
HauannHuk
oneparu NoToka
[lonnucanue PykoBoautens-1 CTPYKTYPHOTO
HACXOIAIINX
noJApa3aeieHus
JTOKYMEHTOB
CexpeTapb HauaJIbHUKA
Perucrpanus Peructpatop-1 CTPYKTYPHOTO
nojApa3aeeHus
OTtmpaBka Cnenuanuct

Ha NCIIOJTHCHUC

HcnonaauTenp -aBTOp

CTPYKTYPHOTO
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[IpueM, nepBuyHOE

10JIpa3/IeIICHUS
Cexpetapb HauaJIbHUKA

Perucrparop-2 CTPYKTYPHOTO
[paccMOTpEeHHE parop PYKTYp
nojpa3aeiieHUs
Paccmotpenue, HavanpHuk Hcnonnstores
BBEIHECEHHE PykoBoauTenn-2 CTPYKTYPHOTO oreparuy moToKa
PE30JTIOIINH MoJpa3aeiCHUs BXO/ISIIIUX JOKYMEHTOB
Crenuanuct
M crionnenue
Hcnonuutens 3aanus  CTPYKTYPHOTO
[MOpy4YCHUS
MoJpa3aeieHUs

Kaxum cnocobom onucams mapuipym 0OKymenma

Onucarb MapUIpyT MOXHO TpeMs Cnoco0aMu: TEKCTOBBIM, TIpadUyecKUM U TaOIMYHBIM.
PazbepeM HIOAHCHI KaXI0TO U3 HUX.

Texcmosoe onucanue. Takoe onmcaHue He JAa€T BO3MOXKHOCTH YBUJETh BCIO KAPTHHY MapUIpyTa.
HyxHO BUMTBIBATHCS B TEKCT. 3aTO 3TO CaMblil TPOCTON CrIOCOO OnucaTh MapuIpyT JTOKYMEHTA.

I'paguueckoe onucanue. B rpadudeckoM OmMMCaHWH MapuUIpyTa IOCIEIOBATENFHO TOKa3aHa
Kaknas oreparus (cxema S5 Huxe). UToOBI €ro co3/aTh, HY)KHBI CIIEIHMAIbHBIE KOMITBIOTEPHBIS
mporpaMMbl. B cTanmapTHbIX OQUCHBIX MporpaMmax HapuUcOBaTh OJIOK-CXEMY MOJKHO,
HO 3HAYUTCIIBHO MCIAJICHHEEC U TSAXKEIICC. Ecmu CIICMUAJIBHBIX IIpOorpaMm HCT, TO JY4IIC
MPUOETHYTh K TAOJTMYHOMY OTMCAHUIO MapIIpyTa JOKYMEHTA.

Cxema 5. FpaqbuquKoe onucarnue mapuipyma exod;m;eeo nucbma o0 HanpaejieHuu naxkema
nepeuvHblx aOKyMeHI’I’IO@

Tabnuunoe onucanue. Takoe omMcaHUE TOKE COCTOUT U3 KOPOTKUX (PparMEeHTOB TEKCTa, HO OTU
(dbparMeHThl pPacHoJIOKEeHbI B rpadax TabMUIBI, KOTOpble 0003HAYAIOT y4acTHUKA IMpoIiecca.
BusyanpHO Tabnuily BOCIPUHUMATSD JIeT4Ye, YeM TEeKCT (CM. IIPUMEPHI BBIIIE).

Kak npoarnaiu3upoeamsv U ONMUMUUPOGAMb MADULDYIN 001<ymeuma

Ananu3 Mapuipyra JOKYMEHTa JOJDKEH II0Ka3aTb, YTO BCE OCTAHOBKM HA 3TOM MaplIpyTe
OlpaBJaHHbl U HEOOX0uMBbl. UTOOB! aHAIM3UPOBATH MApIIPYT AOKYMEHTA W MOHHUMAaTbh, Kakoe
3BEHO B LIEMIOYKE HEOOXOAMMO, a OT KAKOr0 MOXKHO 0e300J1€3HEHHO H30aBUTHCS, BBl JIOJDKHBI
XOPOLIO MPENCTABIATh POLIECCHI, KOTOPBIM MOCBSILEH TOT WIN UHOU AOKyMeHT. [Ipu maneiimem
COMHEHHMH 00paTUTECh K YJaCTHUKY MpoIiecca — 3TO BCerla KOHKPETHBINH paOOTHUK KOMITAHUU —
U 33J]aiiTe eMy BOIIPOCHI.

[Ipoananu3upyeM MaplipyT 3asBKM Ha PeMOHT 00OpYyJOBaHHUs W3 Tabiauibl HIKe. Bac nomkHO
HACTOPOXKUTh, BO-TIEPBBIX, CIHUIIKOM OOJIBIIOE KOJUYECTBO COIVIACYIOUIMX JIMI[ JJIS 3TOTO
JOKYMEHTA: OIPaBJAaHHO JIM, HalpUMEp, Yy4YacTHE B COTJACOBAHMU TIJIABHOIO CIIELMAIUCTA
cI1yk0bI 6e30macHoCTH? BO-BTOPBIX, FeHEepalIbHBIN JUPEKTOP B KAYECTBE MOANMCAHTA JUIsl 3a1BKH
TOKE€ BBI3bIBAET BOIIPOCHI.
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Onucanue mapupyma 3as6Ku Ha pemMoHm 000py008aHUs.

HanmenoBaunue
STara

Co3manue

CortacoBanue

[loamucanue

Peructparus

OtnpaBka

[lomerienne
B J€J10

ABTOpP TOKyMEHTa

Haganpuuk
IPOU3BOICTBA.
Coznaer 3as1BKy
B MHUI[MATHBHOM
TIOPSIJTKE

HauvansHuk
IIPOU3BO/ICTBA.

[Ipn Hanmnuuu
3aMEYaHUM K IPOEKTY
HCXOJIAIIETO
JIOKYMEHTA

OT COIVIACYIOIIUX JINIL
YCTpaHs€eT 3aMe4YaHus
Y HaIlpaBJIIE€T IPOEKT
Ha ITIOBTOPHOE
COTJIACOBAaHUE

Cornacyromue
Juna

[ maBHBII
MEXAHUK.
Corunacyer

ITPOCKT 3asIBKH.

Texunueckun
JTUPEKTOP.
Corunacyer

ITPOCKT 3as1BKH.

I'maBHEBII
CITEIIMAJTUCT
CITYKOBI
0€30ITaCHOCTH.
Cornacyer
MIPOCKT 3asIBKU

PykoBoaurens Perucrparop

["enepanbHbII
JTUPEKTOP.

[Ipu HasmMumm Beex
HEO0OXOIUMBIX BU3
COTJIaCOBAHUS
MO/AMUCHIBACT
UCXOSIINNA JOKYMEHT
Cekperapb.
Peructpupyer
UCXOSIINNA TOKYMEHT
Cekperapb.
Opranusyer OTIPaBKy
JIOKyMEHTa aJpecary
Cexkperaps.

IlomentaeT B neino
BHU30BbIH (IIPH OTIIPaBKE
KypbEepOM HIIN

10 TIOYUTE) WIIH
OCHOBHOH (ITpH
OTIPaBKe

10 3JIEKTPOHHOU MOYTE
WK (haKcy) SK3EMILISP
VCXOJSIIETO
JIOKYMEHTA

IIpumep. Ilpenrnonoxum, rIaBHbIH MEXaHUK COTJIACYET 3asgBKY Ha PEMOHT 000pYIOBaHMsS B 3HAK
TOT'0, YTO CBOMMHU CHUJIAMH CIIPABUTHCS C MOJOMKOM HE yaJIOCh. DTO HYKHasl BU3a. TexHUuecKui
JUPEKTOP COIJIAcyeT 3adABKy KaK HEMOCPEACTBEHHBIM HayaJbHUK IJIABHOIO MEXaHHMKa IO TOW
IIPUYMHE, YTO JOKYMEHT IOJANUCHIBAET T€HEPAIBHBIN JUPEKTOP, KOTOPHIN JOJKEH BUIETH BU3BI
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TOT-MEHE/DKEPOB, a HE PYKOBOJIUTENEH CpeIHero 3BeHa. A 0€30IaCHUK HE CMOT OOBSICHUTH CBOE
Y4aCTHC B LICIIOYKE COIJIACOBAHUA U IPU3HAJICA, YTO NOANKMCHIBACT 3asABKH, HC YUTAaA.

3aBepiaeT mnporecc coopa nHpopManuu O6eceqa ¢ reHepaTbHbIM JUPEKTOPOM: TIOYEMY UMEHHO
OH MOAINMCHIBAET 3asABKU Ha peMOHT oOopymoBanusi? Ckopee BCEro, Tak MOBEIOCH €IIe C TeX
BpEMeEH, KOTJa KOMITaHusI ObUTa HeOOIBIION U 1Ied JTMYIHO KOHTPOJIUPOBa Bee mporecchl. Korma
OTIMICHIBAJIM ITOJTHOMOYHS TEXHUYIECKOTO TUPEKTOPA, PO 3aIBKU MPOCTO 3a0BLITH.

Kax onmumuszuposamsv mapwpym. Bbl He MOKETE CBOUM BOJIEBBIM PEILICHUEM OTMEHHUTH OJIHY
13 OCTAaHOBOK HA Mapuipyre AOKYMEHTa WIM Bechb Mapumpyr nenukoM. Ho B3saTe onmcanue
MaplipyTa U 1oKa3aTb €ro pyKOBOJMTENIO, KOTOPbII MOJMUCHIBAET TOKYMEHT, YTOObI 0OpaTUTh
€ro BHUMaHUE Ha JIMIIHAE TOYKH, Bbl MOKETE.

OnTumusupyeM MapuipyT 3asiBKM Ha peMOHT 000pynoBaHusA. BOT 4TO MOXHO C HUM CJENaTh:
U3 CIHUCKA COTJIACYIOIIUX JIUI YOpaTh IJIaBHOTO CHELUAINCTA CIYyKObl O€3011aCHOCTH U NepeaTh
MIOJIHOMOYUSl TOJAINUCAHUS 3asBKU TEXHUYECKOMY JupeKkTopy. B mpumepe (Tabmuna Huxe)
MBI IOKA3aJIM BAPUAHT ONTUMU3UPOBAHHOTO MApUIPyTa ABUKEHUS 3asIBKHU.

Onucanue ONMUMUSUPOBARHO2O MApUpyma 3aA6KuU Ha pemMorm 060py006auu}1

HanmenoBanue ABTOp JIOKyMeHTa Cornacyromme
brana JIALA
Hagagpuank
MIPOM3BO/ICTBA.
Co3nanue Co3pnaer 3asBKy
B MHUIMATUBHOM
TTOPSIIIKE
Haganpamk
MIPOM3BO/ICTBA.
[Ipu Hanum4uum
3aMEYaHHUI K IPOCKTY

PykoBomutens  Peructparop

HCXOJISIILIErO ['maBHEBINI
MEXaHUK.
CornacoBaHue JOKyMEHTa
Cornacyer

OT COTJIACYIOIIMX JIMIL
YCTPAHACT 3aMCUaHUA
W HAIIPaBJISICT IIPOCKT
Ha ITIOBTOPHOC
COIJ1aCOBaHUC

ITPOCKT 3asABKU

TexanaecKui
JTIAPEKTOP.
[Tpu Hanmuuuu
BCEX
HEOOXOIUMBIX
BU3
COTJIaCOBaHUA
MO JITHCHIBAET
HCXO TSN
JOKYMEHT

[loamucanue

Cekpertapb.
Perucrpanus Peructpupyer
UCXOISIIUNA JOKYMEHT
Cekpertapb.

OtnpaBka
OpraHusyet OTIpaBKy
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JIOKyMEHTa ajipecary
Cekperapb.

ITomemaer B aeio
BU30BbIH (11pU
OTIPaBKE HAPOUHO WJIU
110 110YTE) WK
OCHOBHOM (11pu
OTIpPaBKe

10 AJIEKTPOHHOM MOYTE
Wi (akcy) SK3EMILIIP
HCXOJISIIIETO
JTIOKyMEHTa

[lomeltieHne
B JICIIO0

Obpamume eHumanue!

VYcranoBneHHo ¢opMmbl Juia Tabenst Her. CrpaBouHas JuTepaTypa MpeajaraeT pasHble
BapUaHTHI, HO ATO Bceria Taduia ¢ koaudaectsom rpad ot 5 no 20

Br1 Oyznere ncnonb3oBaTh MaplIpyThl BCEX JOKYMEHTOB OpraHU3alMK JJIsl €XKeAHEBHON paboThl,
HO Y BCEX BallUX JEMCTBUI MO MapuIpyTH3alMy €CTh IJI00aabHas 1efb. Bbl U3ydaeTe MOTOKH
JOKYMEHTOB, HaXOUTEe MAapIIPYyThl, ONMCHIBAETE U ONTUMHU3UPYETE UX, YTOOBI YHU(DUIIUPOBATD,
TO €CTb  MPHUBECTH K €IMHOOOpa3HI0 U 3aKPENUTh  KAKIBIK  MapuipyT B CIELHAIBHO
MpelHa3HaYeHHOM U1l 3TOrO JIoKalnbHOM HopMatuBHOM akrte (JIHA). VYuuduuupyror
JIOKYMEHTBI, YTOObI COKPATUTh PECYpChl Ha co3laHue U o0opoT aokymeHTa. JIHA, B koTopom
OIKCBIBAIOT MApUIPYThl JOKYMEHTOB, — Ta0elb (OPM JIOKYMEHTOB.

Tabenv ¢hopm OoKkymenmos — HOPMATUBHBIH JOKYMEHT, B KOTOPOM €CTh IiepedeHb (opm
JTOKYMEHTOB, KOTOPBIE pa3pelraeTcsi MpUMEHSATh B OPTaHU3aIlNH, C XapaKTEPUCTHUKOW OCHOBHBIX
ATAIOB MX TMOATOTOBKU M MPOXOKICHHSL.

MapupyTsl JOKYMEHTOB TONAgaloT B Tabelb 1O PyHKIUMOHAIBHOMY MpPHU3HAKY, TO €CTh
B COOTBETCTBUHU C pEIIa€MbIMU OpraHuzanuei 3agadyamu. Tak, ¢yHkuuioo «PerynupoBanue
NEeSITeIbHOCTH» peajn3yeT NMpHUKa3 M0 OCHOBHOM AestenbHOCTH. DyHKUHIO «OcCyliecTBiIeHne
BHYTPEHHUX IHCbMEHHBIX KOMMYHHUKALM» — chayxkebHas 3anucka. A B pynkuuu «lIpuem
nepcoHana» OyleT omucaH IeNblii KOMIUJIEKC JOKYMEHTOB, HauMHAs OT 3asBICHUS O MpUEME
Ha paboTy U 3aKaHYHMBAs JIMYHOU KAPTOUKOM.

Hama 3asBka Ha peMoHT oOopymoBanus BxomuT B QyHkuuto «lIpousBoactso». IIpumep
¢parmenta u3 Tabens ¢opM TOKYMEHTOB C OMHCAHWEM 3asBKH Ha PEMOHT OOOpYIOBaHUS —
B Tabnuue Hke. TakuM 00pa3oMm, pe3ylbTaToM paloThl HaJ MOTOKAMH W MapIIpyTaMu
JOKYMEHTOB OpPTaHU3allMK CTAHET JIOKAIbHBII HOPMAaTUBHBIHN akT — Tabenb hopM JOKYMEHTOB.

Mapwpym ookymenma 6 Tabene popm doxymenmog

OTBETCTBEHHBIA
HaumeHnoBanue [IepronyHOCTD
DOyHKIMA Hocurens 3a moarotoBky
JIOKYMEHTa OATOTOBKU
JIOKYMEHTa
1 2 3 4 5
3asBKa HA PEMOHT ., HauanpHuK I1o mepe
[Ipon3BOACTBO bymaxubIit

OGOpy,Z[OBaHI/IH IMPONU3BOJACTBA HCO 6XOI[I/IMOCTI/I
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Mecto MecToHaX0XKIEHUE

CornacoBanue [loxnuce/yTBepxacHne Anpecar
A YIBEPAA perucTpanuu JI0 TIEpelayu B apXUB
6 7 8 9 10
[ J1aBHBIM TexHuueckuit CepBUCHBIH LIEHTP
Kannemnsapus IIponsBoacTBoO
MEXaHUK TTPEKTOP VGA-Company

Baoicnwvie 6160001

1. Bcsa cucTema A4OKYMEHTO060pOTa COCTOMT U3 FPaMOTHO BbICTPOEHHbIX MapLIPYTOB AOKYMEHTOB.

2. Yem bosblie y4yaCTHUKOB, TeM Oosblue Yy JOKYMEHTA OCTAaHOBOK, @ 3HAYUT TEM AJIMHHEE ero
MapLpyT. POAK y4aCcTHUKOB NPOLLECCOB AOKYMEHTOOB60pOTa MEHSAIOTCA Ha Pa3HbIX MapLlpyTax.
OAMH M TOT XKe COTPYAHUK MOKET 6bITb OAHOBPEMEHHO UCMONHUTENEM U PYKOBOAUTENEM.

3. YT1obbl CTPOUTL MapLWpyTbl, BA*KHO 3HATb: A/ BXOAAWEN0 W UCXOAALLErO0 MOTOKOB —
pacnpegeneHne 06583aHHOCTEN W MOSHOMOYUIN B OpPraHM3auuK; AN BHYTPEHHEero — BuAbl
BHYTPEHHUX AOKYMEHTOB.

3. BHyTpeHHsAA AesioBasd nepenuckKka

1. Ha3HayeHuHe M COCTaB BHYTPEHHHX nn(])opmaunonno-cnpaBqublx AOKYMEHTOB

[Tponecc mpuHATHS yIpaBIeHYECKUX PEIIEHUH OCHOBaH Ha cOope u 00paboTKe 0OBEKTUBHOWN U
noctopepHort wuHpopMmanuu. HHopmaius o ¢GaKTHIECKOM COCTOSHUM JelT B CHCTEME
YIpaBIEHUS COJIEPKUTCS B PA3IMYHBIX HCTOYHUKAX, HO BayKHEHIIIEe MECTO CPEeId HUX 3aHUMAIOT
CIPaBOYHO-UH(OPMALMOHHbIE JOKYMEHTBI: aKThl, CIPAaBKH, JAOKIAJHbIE 3allMCKU, MEepernucKa u

Ap.

JIOKyMEHTBI ~ 3TOM  CHCTEMBl  WIPAalOT  CIAYXEOHYI0O  poJib IO  OTHOIICHHIO K
OpraHU3aI[MOHHO-TIPABOBBIM U PACIIOPSIUTEIBHBIM IOKYMEHTaM.

CripaBo4HO-MH(YOPMAIIOHHBIE TOKYMEHTBI HE COJIEp)KAT MOPYUECHU, HE 00S3bIBAIOT BHIIOIHATh
MOpyUYEHUs, KaK paclopsAuTe]IbHbIe JOKYMEHTBI, a COOOIIAIOT CBEJIEHUs, MOOYKIarolue
MIPUHUMATD OIPE/IEICHHbIC PEIICHUS, T. €. UHUIUUPYIOT YIIPaBICHUECKUE PEIICHHUS, TTO3BOJISIOT
BBIOpATh TOT WJIM MHOU CIIOCOO YMpaBIE€HYECKOTO BO3/ICHCTBUSI.

OCOOEHHOCTBIO ATHX AOKYMCHTOB BJISICTCA TO, YTO OHHU HAYT CHU3Y BBCPX IIO CHUCTEMC
YIIpaBJICHUA: OT pa6OTHI/IKa K PYKOBOAUTCIIKO MOAPA3ACIICHUA, OT PYKOBOJAUTCIIA 110 APA3ACTICHUS
K PYKOBOJAUTCIIIO OpraHru3alnunu, OT MOABEIOMCTBEHHOM OpraHu3alii B BbIIICCTOAILYTO.

B coctraB wuH(OpPMAIMOHHO-CIIPABOYHBIX JIOKYMEHTOB BXOIAT JOKJAJHAs  3alKcKa,
0OBSICHUTENbHAS 3aMKcKa, cay)eOHas 3amucka, MPeAaoKeHue, MpeAcTaBleHue, 3asBIeHUE, BCE
Pa3HOBUJHOCTH MEPENUCKH, NPOTOKOJI, aKT, CIpaBKa, 3aKIIOYEHHE, OT3bIB, CBOJIKA, CIHCOK,
MepeYEHb.

2. Kak opopMuTh BHYTPEHHIOI0 epenucKy no npasusaam 'OCT P 7.0.97-2016
Pexeusumwi. Korna opopMIISIOT TOKyMEHTHI BHYTPEHHEH MEPENUCKH, UCTOIb3YIOT PEeKBU3UTHI:

e HaMMeHOBaHMWe CTPYKTYPHOro noapasgefieHna — aBTopa AOKYMEHTa;
e HaMMeHOBaHWe BUAA AOKYMEHT];

e  [aTa AOKYMEHTa;

e  PEerucTpaLMOHHbIA HOMEP AOKYMEHTA];
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e ajpecar;

e  3aro/IOBOK K TEKCTY;

e  TEKCT IOKYMEHTa;

e  OTMETKa O NMPUJIOXKEHUN;
e BU3g;

e noAanuchb.

B noxymeHTax BHYTpPEHHEH IEpPENMCKHM MOXHO HCIIOJIb30BAaTh BCTYNUTEIbHOE OOpalieHue
U 3aKJIFOUUTENbHYI0 J3TUKETHYIO (pazy «C yBaxeHuem». J[laToii /1OKyMEHTOB BHYTPEHHEN
Nepenucku OyJeT aTa HoANUCcCaHus T0KYMEHTA.

JIOKyMEHTBl BHYTPEHHEW IEPENMCKH MOTYT COTJIACOBBIBATH/BH3HPOBATH 3aHMHTEPECOBAHHBIC
JOJDKHOCTHBIC JIMIA: TJIABHBIA OyXranrtep, PYKOBOJHMTEIH CTPYKTYPHBIX TIOJpa3IesICHHH,
MHTEPECHl KOTOPBIX 3aTparuBaeT CoOJep)KaHWE JOKYMEHTAa, 3aMECTUTENb PYKOBOJUTEIS
OpraHu3aIluy, KOTOPBIA KYpHPYET CTPYKTYPHOE Ioipa3ieieHrne. BU3bl MpOCTaBIAIOT HA JUIIEBOI
CTOPOHE JOKYMEHTA IO/ HONUCHIO WM HAa 000pOTe MOCIEJHETro TUCTa. BU3MpOBaTh OKyMEHTSI
BHYTPEHHEH  TEpernucKd MOXHO B DJGKTPOHHOH  (opMe B cUCTEME  DIEKTPOHHOTO
nokymentoobopora (COJI). VYuuThiBasg, UYTO CPOKM XpaHEHUS [OKYMEHTOB BHYTpEHHEH
MEPENUCKH MPEUMYIIECTBEHHO 5 JIET, pacrieyaTbiBaTh JIUCT COTIACOBAHMS HE HAJIO.

HOKYMGHTI)I, KOTOPBIE COCTABJIAIOT BHYTPCHHIOIO IICPCIIMCKY, MOAINMUCBIBAIOT, KaK IIpaBUIIO,
COCTAaBHTEIb WU PYKOBOJTUTENb TOJpa3ieicHus. Bo Bce 3TH JOKYMEHTBHI BKIIOYAIOT
HAanMMCHOBAHUC B A JOKYMCHTA: JOKJIaJiHAd 3allMCKa, CIIpaBKa U 1p. PGSYHBTaTBI PaCCMOTpPECHUA
BHYTPEHHEH MEPENUCKH OTPAKAIOT B PE30JTIOIIH, KOTOPYIO O(OPMIISIOT Ha CBOOOTHOM OT TEKCTa
Mecte (obpaser Hke) uiau B COJI — B KapTOUKe JOKYMEHTA.

Pucynok 1. PacnonoskeHue peKBU3MTOB HA JIOKJIAHOM 3aMUCKe

bnanxu u wabnonvl. JJokyMeHTbl BHYTPEHHEW MEPENUCKH COCTABJISIOT Ha CTAHJIAPTHBIX JIMCTAX
Oymarn ¢opmara A4. Eciu B opranusamum ucnoyib3ylor COJI, B cucTeMe JO0DKHBI OBITh
MIPEeyCMOTPEHBI DJIEKTPOHHBIC MIA0IIOHBI JJIs TOKYMEHTOB BHYTpeHHEH mnepenucku (oOpasery
HIKE).

Pucynox 2. O0pa3ser 3/1eKTpOHHOTO 111a0JI0HA CITY>KeOHOHM 3anucKu

Kax cocmasums u ogpopmums
O0O0KNLAOHY10, CTIYHCEOHYIO U 00bACHUM ENIbHYIO 3ANUCKU

,HOKZ/ZCZOHCZ}I 3anucka — 9TO0 HOKYMCHT, B KOTOPOM 00CTOSITEIILHO H3JIaraloT KaKoM-TO BOIIPOC
C BbIBOAAMHU U NPCIIIOKCHUAMU. HOKJ'I&,[[HBIC 3allUCKU COCTAaBJIAKOT 11O MHUIIUMATHUBE pa6OTHI/IKa
HJIN 110 3aJaHUI0 €TI0 HCIMOCPEACTBCHHOT'O PYKOBOJAUTCIIA B ClIydasaX, KOT'/Ja, YTOOBI Pa3spelInuThb
CUTYyalluo, Tpe6yeTc;1 pemi€HUEC BBIMICCTOAIICTO PYKOBOACTBA. I[OKJ'I&I[HYEO aaApeCyroT
PYKOBOIUTCIO NOAPA3ACICHUA, 3aMCCTHUTCIIO PYKOBOAUTCIIA OPraHU3allii, PYKOBOAUTCIIHO
OopraHu3anvu 1 THOMY JOJDKHOCTHOMY JIMITY.

Cnyorcebnas 3anucka — NOKyMEHT, aHAJIOTHYHBIN JTOKJIQJHOM 3alUCKe, HO COCTABIISIIOT €ro, YTOOBI
oOMeHMBaThCsl MH(POpMaIe MeX Ty CTPYKTYPHBIMHU TOJIpa3/IeIeHUSIMHU.
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Pucynok 3. IIpumep ciayxeOHOM 3anUCKU

JloknagHele U CIyXeOHbIE 3alMCKH  COCTaBIIIOT IO JIIOOBIM  BOIPOCaM  JIESITEIbHOCTH
OpraHu3alluM, PelIeHHe KOTOPHIX TpeOyeT oOpalleHus K BBIIIECTOSIIEMY JOKHOCTHOMY JIHILY
WIA PYKOBOAMTENIO CTPYKTYPHOT'O TOpa3aeneHus. TeKCT JOKIa HOW WM CITy>KeOHOH 3ammcKu
COCTOMUT M3 ABYX HUJIM TPEX CMBICJIOBBIX JacTen: B HepBOf/'I YaCTH U3JiararoT Ipu4unHbI, (1)8.KTI)I nJIn
COOBITHS, KOTOpBIE CTAIM IOBOAOM JUIS €€ COCTAaBJICHHUS, BO BTOPOM YacTH MHAIOT aHAJIM3
CUTyallulM, BO3MOJHBIC BapHWaHTbl PCUICHUS, B TpeTbefI — JA€Jar0T BBIBOABI U IMPECAIIOKCHUA
O KOHKPCTHBIX Z[GﬁCTBH?IX, KOTOPLIC, 110 MHCHUIO COCTAaBUTCIIA, H€O6XOI[I/IMO MMPCAIIPHUHATD.
Bropas 4acTh B IOKJIQJAHOM 3alIUCKE MOXKET OTCYTCTBOBATh, B 3TOM CIIy4ae B €€ TEKCT BKJIIOYAIOT
000CHOBAHHE U BBIBOJbI COCTaBHUTCIIA.

Ecnu 00bemM nokymMmeHTo000poTa 00JIBIION, 3aTUCKU perucTpupytoT B COJI 1 B CTPYKTYpPHBIX
nonpaznenenusix. Ecnmum Her COJl uis perucTpanuy CIy)KEOHBIX U JOKIATHBIX 3allHCoK,
HCIOJIb3YIOT AJIEKTPOHHBIE WIIM OYMa)kKHbIE€ PETUCTPALIMOHHBIE (POPMBI.

JIsi 3amMCOK B OpraHU3AlMAX HCIOJIB3YIOT JJIeKTpoHHBbIE MabmoHbl. [llabmon ciyxeOHOM
3aMUCKA aHAJIOTHYEH MabJI0OHy JOKIAHOU, OTJIMYKE TOJIBKO B Ha3BaHUU (0Opasern).

OobvscHumenbHasa 3anucka — 3TO0 JAOKYMEHT, B KOTOPOM OOBSICHSIOT NMPUYMHBI JEHCTBUS WU
Oe3xelicTBud, ¢akra, nmpoucmiectBua. Ero cocrasiser paOOTHUK OpraHu3aly U MpPeACcTaBIIseT
BBIIIECTOSIIEMY pyKOBoAMTENt0. Yamie Bcero OObSICHUTENbHAs 3alllMCKa COCTaBIISIETCA
B HELITATHBIX YIPaBICHUECKUX CHUTYalUsX, KoOrjaa paOOTHUK Hapyllwil TPYJIOBYIO WU
IIPOU3BO/ICTBEHHYIO JUCHUIUINHY, WJIM OOBSICHACT NPHUYUHBI, 10 KOTOPHIM OH HE BBIMOJIHUII
IIOPy4YEHUE PYKOBOJACTBA.

Pucynok 4. [Ipumep 0ObSICHUTEIBHON 3aITUCKH
Kax noocomosums cnpagky

Cnpaska — NOKYMEHT, KOTOPBIM COCTaBISIOT, YTOObI MHGOPMHUPOBATH JOJKHOCTHOE JIUILIO
0 COCTOSIHUU JIeJT 110 KOHKPETHOMY BOIIPOCY UJIM HAIPABIICHUIO JESATEIILHOCTU OpraHU3aliy HIn
CTPYKTypHOTO mojpaszaenenust (obpasen Hiwke). Kpome 53Toil pa3HOBHUAHOCTH CIPaBOK
o 3ampocaM  paOOTHUKOB  TOTOBAT  CHOPaBKH, KOTOpbIE  MOJATBEP)KIAIOT  CBEJEHUS
ouorpaduueckoro WM CiIy:KeOHOro xapaktepa. Takue CHpaBKHM TOTOBSIT Ha CHEIUATBbHBIX
OnmaHkax wiM OJaHKax MUCeM, 4YTOObI NPEACTaBUTh B APYryro opranuzanuio. Ilostomy
UX HE OTHOCST K BHYTPEHHHUM JIOKYMEHTaM.

Pucynox 5. [Ipumep oopmiieHus cipaBku
O6patute BHUMaHMeE!

Ecnu mHpopManumio B cpaBke MOKHO pa30MTh Ha TeMaTHYeCKUE OJOKH, B TEKCTE BBIIEISIOT
paszensl W HyMepyloT ux apaOckumu mudpamu. Ecim chopaBka coAEpKUT OJHOPOAHYIO
CHCTEMaTH3UPOBAHHYIO HH(OPMAIHIO, €€ TEKCT O(POPMIISIOT B BUJIE TaOIUIIBI

BHyTpeHHHe cCHOpaBKM OpraHu3ald  MOTYT ObIThb: HH(OPMALMOHHBIMU — COJEPXKaTh
MHOPOpPMAILIMIO IO ONPEACTICHHOMY BONPOCY; AaHAJIUTUYECKMMU — COJEP)KaTh HE TOJIBKO
nHPOpMAIIMIO, HO U €€ aHaIM3, a TaKKe BBIBOJBl COCTABUTENS; OTYETHBIMU — COJEPXKATh
MH(OPMAIIHUIO OTYETHOTO XapaKTepa.
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TekcT cmpaBKM Kak MPaBHIIO COCTOUT U3 JIBYX 4dacTel. B mepBoil m3naraior (akThl, KOTOpPbIE
CTaJli OCHOBAHMEM MWJIM IIOBOJOM JUISl €€ COCTaBJIEHMS, WJIM CCBUIAIOTCS Ha HOPMaTHBHBIN
JOKYMEHT, B COOTBETCTBMM C KOTOPbIM IIOATOTOBJIEHA CIIpaBKa, BO BTOPOM — IIPUBOJIAT
KOHKPETHBIE CBE/ICHHUS I10 CYLLECTBY BOIIpOCca. TEKCT CIpaBKH MOKET COCTOSITh TOJIBKO U3 OJIHOM,
BTOPOH, yacTH. CripaBKM BHYTPEHHETO XapaKTepa COCTABIISAIOT B LIEJIOM KaK JIOKJIAIHbIE 3aIIUCKHU.
OHu MOryT coJiepKaTh IPEUIOKEHUS U pEeKOMEHAalluU, HO 03 IpOoChO NMPUHSTH pELICHHUE.

Kak cocmaeums 3as61enue

3asenenue — NOKYMEHT, KOTOPBIH aJIpeECYIOT PYKOBOJUTENIO OpraHU3alui U KOTOPBIA COACPKUT
npocsOy paboTHHKA. 3asBICHUS COCTABIAIOT PAOOTHUKM OpPraHU3aIMH MO BOTIPOCAM TPYIOBBIX
OTHOIIEHU, HalpuMep, 3asBICHUE O MEPEBOJIE, YBOJIBHEHUH, NMPEAOCTABICHUH OTITyCKa U Jp.
3asBieHUs] O MpUeMe Ha pabdoTy COCTaBISAIOT KaHIUAAThl Ha JOJDKHOCTh. [ls Takoro pona
3asiBJICHUNA HET YHU(UIUPOBAHHBIX (OpPM, MO3TOMY B OOJBUIMHCTBE CIIy4aeB HX COCTABIISIIOT
B cBOOOAHOM (hopme.

B uenom, 3asgBieHrne opopMIISIOT Tak K€, KaK U JApyrue JOKYMEHTbl BHYTPEHHEH NEepernucKU.
Pasuuma B TOM, 4YTO B 3asBIEHUSAX  HE yKa3blBalOT  HAMMEHOBAaHUE  CTPYKTYPHOIO
MO/Ipa3JIeNIeHnsl — aBTOpa JOKYMEHTa, aBTOpPOM OyzeT paOOTHHK, a MOJ PEKBU3UTOM «Azpecar»
YKa3bIBAIOT, KTO COCTAaBMJI 3asiBICHHUE: JOJDKHOCTb, CTPYKTYpHOE IMojpa3zjelieHue, GamMuius,
uHumansl (oopaser Huxe). COOTBETCTBEHHO, B MOANKUCH HE YKA3bIBAIOT JIOJDKHOCTh paOOTHUKA
1 HE JA0T paciipoBKy (paMuIuM, TPOCTABISIOT TOJIHKO COOCTBEHHOPYUYHYIO TTOIHUCH.

Pucynox 6. [Ipumep odopmiieHus 3asBISHUS

TekcT 3asBJICHUS] COCTOUT W3 JIBYX YacTe — 00OCHOBaHMS W MPOCHOBI: «B CBsI3U ¢ ceMEHHBIMU
00CTOSITENHECTBAMU... MPOIIY TMPEAOCTABUTH MHE OTIIYCK...» — WJIM OJHOW YacTH — MPOCHOBI:
«[Ipomry nepesecti...», «IIpolry npeaocTaBuTh OTIYCK...» U JIp.

K 3asgBnenuro MOTYT IpujiaaratbCa IOOKYMCHTBI, KOTOPBIC IIOATBECPXKAAIOT IIpaBa pa6OTHI/IKa,
HarpuMep, MCAULNUHCKas CIIpaBKa, KOIIHWA CBUACTCILBCTBA O POXACHHUU pe6eHKa u ap. Hannaue
HpI/IJ'IO}KeHI/Iﬁ OroBapuBarOT B TCKCTC 3asABJICHUSA.

3. Kak noAroToBUTH U Ba(l)PIKCPI]I)OBaTb MTOTM COBENaHUS: MOIIAroBbIi AJITOPUTM

HQOI’I/IOKOJZ — HOKYMCHT, conepxcaumﬁ 3aI1uCh Xo0Ja 06CY)K,I[6HI/ISI BOIIPOCOB U IIPUHATHA peI_HeHI/Iﬁ
Ha C06paHI/IHX, 3aCCaaHuAX, COBCIIAHMAX, KOH(I)epeHLII/ISIX, ACJIOBBIX BCTpCUaAX. OCI)OpMJ'IeHI/Ie
IIPOTOKOJIa 3aCCAaHUA Tpe6yeT OT cepeTapsa 3HAYUTEIbHOM MOATOTOBKH.

Llaz 1. OnpenenHTe COCTaB YUYAaCTHUKOB U INOATOTOBBTEC IIOBCCTKY JAHS.

Y4acTHUKH COBEILAHUS. Obs3arenbHble YYaCTHUKHU m0060r10 COBELIAHUS —
IIpeCeAaTeNbCTBYIOINNA U ceKpeTapb. Hampumep, Bam pykoBoautens U Bbl. Kro Takoi
npeacenaTeabCTBYIOMMUNA? IT0 PaOOTHUK, KOTOPBIM BBICTYHAE€T C WHUIMATUBOW IPOBECTH
COBEILlaHUE, OIIPEIEIIAET IOBECTKY JIHS, 1A€T OLEHKY ACHCTBUSIM yYaCTHUKOB COBEILIAHMS, CTABUT
nepel HUMH 3afaud. Yaie BCero MpeicenaTesIbCTBYIOIIMI Ha COBEIAHMWM BBIIIE WIM PaBEH
10 JOJDKHOCTU OCTQJIbHBIM YYaCTHHKaM. JTO MOXKET ObIThb TEHEpPalbHBIM JUPEKTOp, €ro
3aMEeCTHUTENb, PYKOBOIMUTENb KJIIOUEBOro mojpasjeneHus. CekperapeM MOKeT OBbITh JUYHBIN
IIOMOIIHUK MPEACEAATENbCTBYIOIEI0 WIM KTO-TO W3 YUaCTHUKOB coBemanusd. [lockosbky
CeKpeTapb cOoOMpaeT YYaCTHHMKOB, JOBOJAMT [0 HUX TIIOBECTKY [IHsS, TOTOBUT U O(opmIser
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IIPOTOKOJI, OH JOJIDKCH XOTHA 6BI MHWHHUMAJIBHO paBGI/IpaTBCH B TEMC CO6paHI/Iﬁ, IIOHUMAaTh, O YEM
HUACT pCUb, 3alIUCBIBATH €€ 663 CMBICJIOBBIX OI_HI/I6OK. CocTaB OCTaJILHBIX Y4aCTHHUKOB COBCHIAHUA
OTIpEIEIISICT TPE/ICEIATEIbCTBYIOIINI U JAET X CITUCOK CEKPEeTapio.

Ilosecmka OHsA — 3TO TIEpPEYEHb BOIIPOCOB, KOTOPBIE OyIyT 00CYX1aTh Ha coBemaniuu. OCHOBHOU
Kpyr' BOIIPOCOB OIpEACNAeT MPeACceNaTeIbCTBYIONINNA, HO M Bbl KAK CEKpeTaph, M YYaCTHUKHU
COBCIIAHUS HMEIOT IIOJIHOE IMPaBO HAKUABIBATH HUACH IS OOCYyKIeHHS. Maew ITOJDKHBI
COOTBETCTBOBATh: TEME COOpaHUs, KOMIIETCHIIMN YYaCTHUKOB, MaCIITa0y COBEIIAHUS.

Korma moxHO oOoiiTHCh 0Oe3 moBecTkHM naHsS? Ecin OHa MOHATHA W3 TEMbl COBEIIAHMUS:
«CornacurensHoe coemranne ¢ OO0 ,, AGComOT M0 MPOEKTY JOTOBOPA apeHbl 3€MEIBHOTO
ydacTka». be3 TOBECTKH JHSI TPOBOJSAT W ONEPATUBHBIC COBEIIAHUS — COCTABJIATH I HUX
MOBECTKY JHSI JIOJIBIIE, YeM MPOBOJIUTH TaKOE COBellaHwe. Bce ocranbHBIE BCTpeYW TPeOYIOT
MTOBECTKH JTHS.

[ToBecTKy HS MOXXHO O(QOPMUTH KaK OTAEIbHBIA TOKYMEHT (0Opasel] HHMKE) WM BKIIOUUTH
B npurjamenue (oOpasen Hmwke). Ecnu odopmisiere NMOBECTKY JHS OTIENbHO, TO Kpome
BOIIPOCOB, KOTOpbIE OOCYKIAIOTCS, BKJIIOYMTE B HEE JaTy, MECTO U BpeMsl MpOBEAEHUs
coBemianus. [loBecTKy HS MOANUILIUTE.

Pucynoxk 7. IloBectka Hs coBemanus (pparmeHr)

Pucynok 8. DneKTpoHHOE MUCHEMO-TIPUTJIAIIIEHNE HA BHYTPEHHEE COBEIIIAHUE
Illae 2. TlonroToBbTE MOTIOJHUTEIBHBIC MAaTEPUAIIbl U PA3OIUIMTE MPUTIIAIICHUS

HOHOJ’IHI/ITCJ'IBHBIG MaTcpuraibl. I[J'ISI IHOAIrOTOBKH K COBCIIIAaHUIO yY4aCTHUKaM MOI'yT
HOHaI[O6I/ITI>CH JOIIOJTHUTECIIBHBIC MaTCpUalbl: Ta6J'II/II_IBI, OTYCTBI, IPE3CHTAIUU U APYTUC
JOKYMCHTHEI. HOI[FOTOBI/ITB HX — Ballla IpsMas 00s3aHHOCTb. I[laker wm apXrB
C JOIIOJIHUTCIBHBIMH MaTr€prajlaMu BCC YYAaCTHHUKH COBCIIAHUA OOJIKHBI IIOJIYYUTB OT BacC
3apaHcee.

[Tpurnamenue. PekoMenayem mpuriamars y4aCTHUKOB COBEIIAHUS MHCbMEHHO. JTO CHHUMET
BO3MOXHBIE MIPETEH3UU OT T€X, KTO MOTOM HE SIBUTCS HA BCTPEUY U CKa)XET, YTO O COBEIIAHHUH
He 3HaJ. BHyTpu opranusanuy JOCTaTOYHO 3JEKTPOHHOTO MHCHbMAa-pacchlIku (0Opasell BBILIE).
BHemnuM y4yacTHHKaM OTIHpaBbTe OduIManbHOEe MUCHhMO Ha OnaHke. OHO TOXE MOXKET OBITh
AIIEKTPOHHBIM C JIEKTPOHHOW MOJMUCHI0 pykoBoauTens (oOpaszen Huke). B mpurnamenun
YKKHUTE: TEeMY COBEIIAHUS; MOBECTKY OHs; (GaMUINK TpeceNaTeNIbCTBYIOIIETO U CeKpeTaps;
JaTy, MECTO U BpeMsi TpoBeAeHUs coOpanus. Eciu ecTb JOMONHUTENbHBIE MaTepHalIbI,
MIPUJIOKUTE UX K MPUTITIAIICHHIO.

PI/IcyHOK 9. 3HCKTp0HHOC MUCBbMO-TIPUTJIAIICHUEC Ha COBCIAHUC HpCI[CTaBHTCHCﬁ ,Z[perfI
OopraHu3anuun

Opnoro nuceMa-npuriamenus mano. [loap3yliTecs mpaBuiioM «Tpex HanomMuHaHui»: 1. Cpasy
IIOCJIE TOTO, KaK IPHHATO PEUIEHUE IMPOBECTH COBEIIAHWE, WJIM 3a IBE HENENU 10 HEro —
OTIPaBbTE MHUCBMO. 2. 3a IBa-TpU JHS JIO COBELIAHUS — OTIPABbTE IHCHbMO-HAIIOMHHAHUE
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KOJUIETaM M3 CBOCH OpraHu3alluy U MO3BOHUTE OCTAJILHBIM yJacTHHKaM. 3. 32 HECKOJIBKO 4acoB
JI0 COBEIIAHUS — [I03BOHUTE KOJIJIEraM U MPECTABUTEISAM JPYTUX OPraHU3aLUM.

Ob6parute BHUMaHUE!
[TuceMo-HanmoMuHaHKue (paKTHUSCKH AYOIUPYET MepBOE MUCHMO-TIPUTIIANICHUE HA COBEIIAHNUE.

Crnncok paccbulku K nuceMy. Ilo oOmuM npaBuiiaMm Jenonpou3BOACTBA, B OJHOM HCXOMSILEM
MIUChbME HE MOKET OBITh OOJIBIIIE YeTHIpeX aapecatoB. Eciu agpecaToB 06oblie, COCTaBbTE CITUCOK
pacceuikul (oOpazen Hke). CIUCOK pacChUIKK K MUChbMY Ha OymMare COCTaBUTh OYEHBb MPOCTO:
YKa)KUTE PETUCTPALIMOHHbBIE JAaHHBIE TUCbMA, K KOTOPOMY OTHOCHUTCS CIIMCOK, a 3aT€M — [IEpEUEHb
azpecaroB. CrpynnupoBaTh UX MOXHO JBYMs CIIOCOOaMU: MO CTAapIIMHCTBY JOJDKHOCTEH WU
1o andaBuTy GpaMuUIUi WM OpraHu3aluii, €Clii Bce aipecaTbl UMEIOT MPUMEPHO PaBHBIH cTaTyc.
Crucok pacchlIKM K 3JEKTPOHHOMY HUCBMY clielaTh €Ille Ipolle: 3TO aJpecarbl, KOTOpbIE
BbI BHECTIU B CTPOKY «Komy».

Pucynoxk 10. Ciucok pacchliky K MTUCBMY

Yactas ommubka: cekpeTapy HE NPUKIAAbIBAIOT CIHCOK PACCBUIKM K KaXIOMY MUCBMY. ITO
HYXHO JIesIaTh 0043aTeNbHO, NHAUe aipecaT He MOMMET, YTO MCbMO MPEeIHA3HA4YaeTCsl Ul HETO.
Kpowme Toro, MokeT mpou30iTH ommodKa, 1 MUCbMO OTIIPABAT YEJIOBEKY, KOTOPHIN K COBEIIAHUIO
HE UMEET OTHOLIEHUs. ECIi BBl XOTUTE WM JOJKHBI COXPAaHUTh CIIMCOK PECIOHJIEHTOB B TailHE,
TOrJa KaXJ0My M3 HUX HAIUIINTE OTJAEIbHOE MUCbMO C €JMHCTBEHHOHN (aMuinel B peKBU3HUTE

«aapecar».

lae 3. 3adukcupyiiTe X0 COBENIAHUS B MPOEKTE MIPOTOKOJIA.

[Tone3Hblit COBET: MPUCYTCTBYIOIIMX BHOCUTE B IPOTOKOJ MJIM B CIIUCOK MO ajdaBuTy haMuimii,
€CJIM 3TO JIIOJM PaBHBIX JOJHKHOCTEH, WM HauWHAs C BBICHIEH JOKHOCTH MPUCYTCTBYIOUIETO
B MOPsIIKE YObIBAaHUS

Buowr npomoxonos. B nenonpon3BoaCcTBE BBIACIAIOT JABA BUA MPOTOKOJA: KPATKUI M TMOJHBIM.
B kpaTkoM mpoTOKOJIE MO KaKIOMY BOIPOCY MEPEUUCIISIOT YYACTHUKOB COBEIIAHMS, KOTOPHIS
BBICTYIWJIN, W MPUHATHIC pEIICHUA. B MOTHOM HPOTOKOJE NOTOJHUTENHHO (UKCHUPYIOT XOJ
oOcykneHuss Kaxaoro Bompoca. llepen Hayamom coBelIaHds —BBI IOJDKHBI  YTOYHHUTH
y IIpeiceIaTeNIbCTBYIOIET0, KAaKOH MPOTOKOJ HYXKHO BECTU. JTO pelIeHHe MPUHUMAET UMEHHO
MpeJiceAaTeNbCTBYIOIIUH.

ﬂOKyMeHWZbl ons npomokoda. YTtoObI BeCTH IIPOTOKOJI, BaM HOHa,Z[O6$ITC${Z CIIMCOK YYaCTHUKOB
COBCIHIAHUA C YKA3aHUCM ITOJIHBIX (l)aMI/IJ'II/II/I, HMCHU WU OTUCCTBA, NOJDKHOCTH, OPraHU3alUH;
IOOBCCTKA JIHA, MOJHBIM KOMIUIEKT JOIOJHHUTEIbHBIX MaTCeprajioB; TE3UChI JOKJIATOB
n BLICTYHHGHHﬁ, KOTOPBIC HY’)KHO 3apaHCC B3AThb Y YUIaCTHUKOB.

Cnocobvl 3anucu mexcma. TeXHUYECKH MPOTOKOJ OOBIYHO BEAYT OT PYKH, HO €CIH y Bac €CTh
COOTBETCTBYIOIIME HABBIKH, TO MOXHO Cpa3y BHOCHTH HH(OpPMAIHMIO B KOMIBIOTEP. MOXKHO
MCIO0JIb30BaTh MuKkTOGOoH. Eciu BeaeTcs BUAC03aMuCh MEPOTIPUATHS, TO MOXKHO HE OOSTHCS, YTO
YTO-TO YIYCTHTE, HO MPOTOKOJI BCE PAaBHO JOJDKEH OBITH — 3TO, B OTJIWYHE OT BHJICO3AIUCH,
nokyMeHT. U eme BaxHO, 4TOOBI BBI KAK CEKpeTaph 3HAIU BCEX MPHUCYTCTBYIOIIUX B JHUIO
Y OIIPENETISIIN, KTO €CTh KTO.

Ob6parute BHUMaHuE!
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HeSaBI/ICI/IMO OT TOrO, KpaTKI/If/’I NnJin HOHHBIﬁ H[!OTOKOJ’I BBI BEACTC, BBOAHAA 4aCTb O(bOpMJISIeTCH
OJIMHAKOBO

Beoonas uacmes npomokona. 1IpOTOKOJ COBEWIAHHsS MAETUTCS HA JJBE YaCTH: BBOIHYIO
1 OCHOBHYIO. B0 BBOJHOI yacTM HpOTOKOJA YKAXHUTE IPEACEHATEIbCTBYIOIIETO0 U CeKpeTaps
COBEILlaHUs, a 3aTEM NEPEUUCIIUTE BCEX MPUCYTCTBYIOUIMX. DTOT pa3ena 0003HAYaI0T I1arojiomM
B npoueameM Bpemenu: «lIpucyrcrBoBanu». Eciim Bce OHM — paOOTHUKU OJITHOM OpraHU3aluy,
TO YKa3bIBalOT TOJIBKO JOJDKHOCTH. Ecium Ha coBemianuu ObUIM IPEICTaBUTENN JAPYrUX
OpraHu3aluii, To KaXKJ0ro U3 NpUCYTCTBYIOIIMX BHECUTE B IPOTOKOJ U YKAKUTE MECTO PabOTHI.
Ecmu mpucyrctByrommx Ooisiee 15 wenoBek, oopMuTe OTHENBHBIM CHUCOK, KOTOPBIA Oymer
MIPUJIO)KEHUEM K [IPOTOKOJIY U €r0 HEOThEeMJIEMOM YacThio. Beirmsaaut sto Tak: [IpucyrcrBoBau:
42 genmoBeka (CIMCOK MPHIIAracTcs).

3areM BHECHUTE B IPOTOKOJI MOBECTKY JHS. MeX 1y CIMCKOM MPUCYTCTBYIONINX U MIOBECTKOM JHS
M3pelIKa BKIIFOYAKOT JOTOJHUTENbHBIN pa3aen «lIpuriamennsie». B HeM yka3pIBaroT 3KCIEPTOB,
KOTOPBIE HE IPUHUMAIOT Y4aCTHs B PEIICHUH BOIIPOCOB IOBECTKH JHS, UX IIPUTIIACUIIN JJIS TOTO,
YTOOBI OCBETUTDH Y3KOCHIEIIMAIbHBIE TEMBI.

OcHoBHasi yacTh OpOTOKoJa. YTOOBI MOKa3aTh BCE HIOAHCHI, paccKa)xeM, Kak ee 0QpOpMHTb,
Ha MMpuMepe TIOJIHOTO MpoTokosia (oOpaser; Hmke). OCHOBHAsT YacTh IPOTOKOJIA COCTOHT
U3 HECKOJIBKUX pa3aenoB. Kaxaplli pas3zien COOTBETCTBYET OJHOMY BOIIPOCY MOBECTKU JTHS
U B CBOIO OUYE€PE/Ib ACTUTCS Ha MOAPa3/eIbl:

«CIIYIIAJIN». Ilepen cnoBom «CJIYIIIAJIN» mnocraBbTe MNOPSAIKOBBII HOMEp BOIpoca
[0 MOBECTKE [JHA. 3aTeM YKaXuTe (paMUInI0, HWHULUANBl JOKJIAquMKa, a Takke KpaTKoe
coJiep’KaHUEe €ro BBICTYyIUIeHHs. VIMEHHO ceifyac Te3HChl BBICTYIUIEHUMN, KOTOpBIE BBI 3apaHee
MOJIYYMJIH, OKaKYT HEOLIEHUMYIO YCIIyTy. be3 HuX BaM mpuaercst KpaiiHe BHUMATENbHO CIyIIaTh
BBICTYIUICHUS U CAMOCTOSITEIbHO BBIIEATH UX CYTh.

Ilo xenanuro JOKIaJYMKa K IPOTOKOJY MOKHO IIPUIOKUTE JOPYru€ Mar€pualibl €ro
BBICTYIUICHUA: TMPE3CHTAIMIO, IIPHUMEPBI U T. O. Torz[a O(bOpMI/ITe PEKBU3UT «OTMETKa
O MMPUJIOKCHHUI).

«BBICTYIINJIN». Ilocne pgoknaga MpUCYTCTBYIONIME MOTYT BBICTYNATh M BBICKA3bIBaTh CBOM
MHeHus. He myraiite BbIcTymieHUsi ¢ auckyccuei! [[uanmora ¢ JOKIaQAYMKOM HE MPOMCXOJINUT,
MPUCYTCTBYIOIIKE TOJBKO AETSATCS CBOUMH MBICIISIMU T10 TIOBOJY BBICTYIUIeHHs. B 3TOM paznerne
yKakuTe (paMUINM ¥ MHUIIMAJIBI BRICTYIIMBIINX, a TAKXKE KPAaTKOE COAECpPKaHUE UX MHEHUI.

«BOITPOCBI». A B3TOT pasnen 3amuchlBaeTCs JUCKYCCHS: NOKJIAAYMK IOJYy4aeT BOIPOCHI
OT COOpaBIIMXCS M OTBEYAaeT Ha HUX. B mpoTokosie ykakuTe (amMuIdi0 U MHUIHMAIBI TOTO, KTO
3aJ1a)1 BOMPOC, U KOPOTKO €ro chopMyaupyiTe, ¢ HOBOI CTPOKH JaiiTe OTBET HAa Hero. GaMuInio
Y MTHULMAJIBI JOKJIA4YMKa [epe]l U3JI0)KEHUEM OTBETA HE IULIYT.

Ha npaxtuxe noapaznensr « BBICTYIINIIN» n « BOIIPOCBD» ywacto cmemmBaroT. IT0 camblid
CJIOXHBIN Ul BaC MOMEHT: HY)KHO OTJEIMTh MHEHHUS OT BOIIPOCOB M PA3HECTH UX 10 HYKHBIM
paznenaM. [Topsnok 3TuX IBYX pa3ienoB MOKET MEHSTHCS.

«ITOCTAHOBW/IN» unu «PEILIWJIN». Pa3nen, B KOTOPBI BHOCAT PEIICHHUS WA 3aJIaHUs,
KOTOpBIE MPHUHSTHI TI0 BOTPOCY. 3afaHne oPOPMUTE KaK B MPUKA3E UIU B PE3OJTIOINH: YKAKHUTE
OTBETCTBEHHOT'O 32 BHINIOJIHEHHE, CpPOK BBINOJHEHUS U COJAEPKAHUE 3aJaHus. Y KaXJ0ro
pelIeHns B MPOTOKOJE €CTh COOCTBEHHBIN MOPSAKOBBIA HOMED, MPUYEM PEIICHHUS M0 KaXIOMY
BOIIPOCY TMOBECTKH JHS HyMepyloT 3aHoBo, ¢ Ne 1. HekoTopeie pemnieHus HOPUHUMAIOT
0 pe3ylbTaTaM ToJIOCOBaHUsA. Toraa WHQPOPMAIMIO O TOJIOCOBAHMM BIHCHIBAIOT B IPOTOKOJ
cpa3y mocie peieHus.


https://newlms.magtu.ru/mod/glossary/showentry.php?eid=141970&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=141970&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=141970&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=141970&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=141970&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=141970&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=141970&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=141970&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=141970&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=141970&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=141970&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=141970&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=141970&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=141970&displayformat=dictionary

«OCOBOE MHEHMEY. Penxuii pasaen, kotopsiii nomewmator nocie «PEINNIIN» B ciny4asx,
KOI'/1a KTO-TO U3 IPUCYTCTBYIOLUX HE COTJIACEH C IPUHSTHIM PELICHUEM.

Pucynoxk 11. O6pazen opopMieHHs! TOJIHOTO IPOTOKOJIA

— HanmeHoBaHne opraHusauum — aBTopa SOKYMEHTa

— [lata 4OKymeHTa

— PerncrtpaumoHHbIit HoMep 40KYMeHTa

— HanmeHoBaHWe BUAa AOKYMEHTA

— 3aroN0BOK K TEKCTY

— TeKcT AOKYMeHTa

— MNoanuce nam otmeTKa 06 3N1EKTPOHHOM NoAnUCH

— MecTo coctaBneHua (M3aaHMA) 4OKYMEHTa

— OTMmeTKa 0 NpunoxeHnnl0 — OTMeTKa 06 03HaKOMIEHUM

LN A WNE

Bectn kpartkmii mpotokosn HamHoro mnponie. [lo kaxaoMy BONpOCYy NOBECTKH JIHS B HEM
YKa3bIBaIOT TOJIBKO BBICTYHMBIINX Ha COBEIAHUU 0€3 Te3MCOB JOKIAJa U MPUHSITHIE PELICHUS.

Pucynoxk 12. O0paser KpaTKkoro NpoToKoaIa COBEIIAHUS

— HavmeHoBaHMe opraHM3aLmMm — aBTOPa AOKYMEHTA
— [JaTta AoKymeHTa

— PerncrpaunoHHbIi HOMep AOKYMEHTA

— HanmeHoBaHuMe BUAa AOKYMEHTa

— 3aro/I0BOK K TEKCTY

— TeKCT LOKYMEHTA

—MNoAanunck nam oTMeTKa 06 3N1EeKTPOHHON NoAnNuUcK
— MecTo cocTaBneHua (M3gaHmnA) 4OKYMEHTa

©® Nk ®WNRE

lae 4. ObopmuTe mpoTokos mo Hopomy 'OCTy

Hukto He TpeOyeT OT Bac BbIJaTh T'OTOBBIA MPOTOKOJ HEMEIJIEHHO IOCJIe COBELIAHUS WU
BO BpeMmsi Kode-may3bl. Kak mpaBmiio, 4toObl OGOPMUTH MHPOTOKOJ, BaM JalOT BpeMs
OT HECKOJIbKUX YacOB MOCJE ONEPATUBHOTO COBEIIAHUS O HECKOJIBKUX THEH — 0OBIYHO 0 TATH,
Moclie Cephe3HbIX coOpaHuil U KOH(epeHIuil. OTo NpaBUi0 (QUKCUPYIOT B MHCTPYKLUU
IO JIeJIONPOU3BOJICTBY.

[Ipotokos coBemanus opoOpMISIIOT Ha OJlaHKEe TOW OpraHU3allid, B KOTOPOM COCTOSIOCH 3TO
coemanue. Mcrnonp3yroT oOmmii OnaHK Uis JOKYMEHTOB WIIM, €ClIM OJaHK MPOTOKOJIa
yrBepxkaeH JIHA opranmszammu, OmaHk s mpoTokona (oOpasem). IIpoTokosn comep uT
clenyomre o0s3aTeabHble PeKBU3UTHI: HAMMEHOBAaHNE OpraHU3allii — aBTopa JOKYMEHTa; JaTa
JOKYMEHTA; PErUCTPAIlMOHHBIM HOMEP TOKYMEHTAa; HAMMEHOBAaHHUE BUJIa JOKYMEHTA; 3ar0J0BOK
K TEKCTY; TEKCT TOKYMEHTa; MOAMUCH WM OTMETKY 00 AJIEKTPOHHOU MOANHUCH (Ta0NuIla HUXKeE).

Tabnuya. Pexsuzumul npomoxona no I'OCT P 7.0.97-2016

O0s13arenbHbIe daxynbTaTUBHBIE
— HanmeHoBaHue opranusanuy — aBTopa — MecTo cocTaBneHus (U31aHHs) TOKYMEHTa
TOKyMEHTa — OTMmeTKa 0 IPUIOKEHNN

— JlaTa nokymeHTa — I'pu¢ yrBepxaeHus JOKyMeHTa
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— PeructpaiimoOHHbIN HOMEP JOKYMEHTA

— HanmeHoBaHue BUIa TOKYMEHTa

— 3aroJIOBOK K TEKCTY

— TeKkcT NoOKyMEeHTa

— [loamuce WM 0OTMETKa 00 AIEKTPOHHON TOAITUCH

1. HaumeHoBaHMe opraHusaumm — aBTopa AOKYMeHTa. HanuwwuTte KpaTKoe U1 NoaHoe
HaMMeHOBaHWEe OpraHn3auum.

2. [ata pokymeHTa. YKarkuTe paty coBewaHua. Ecan coBellaHuMe AJ/IUTCA HECKOJIbKO AHEn,
TO YKa3bIBalOT NepBbl 1 NoceaHUN aeHb: 5—7 utona 2018 r., 12-13.07.2018.

3. PerncrtpaumoHHbIit HOomMep AOKymMeHTa. [MOMHMTE, 4YTO NPOTOKOJblI Y4YMUTbLIBAIOT MO 06LWMM
npaBuaam pernctTpaunm [OKYMeHTOB. [1POTOKOAbI ONEepPaTUBHbLIX COBELLAHMA XPaAHAT BCEro
51et2, NO3TOMYy WX HYXHO pPerucTpuposBatb OTAENbHO, C APYyrMmM OYyKBEHHbIM KOZOM,
Hanpumep — OC.

4. HammeHoBaHue Bnaa aokymeHTa. MIPOTOKOJI.

5. 3aronoBOK KTeKCTy. 34eCb YKaXuTe BWUA COBelaHMA — oOnepaTUBHOE, TexHU4eckoe,
y reHepanbHoro agmpektopa. Ha npoTokonax KoHpepeHLUNt yKa3biBatOT NOJHOE HaMMEHOBaHMeE:
MPOTOKOJ1 XX KOHdpepeHLUMU CTYAEHTOB M aClMPAHTOB...

6. TeKCcT AOKYMeHTa. 3aBMCUT OT BMAA NPOTOKO/IA U MOXKET BbITb KPAaTKUM MU MOAHBIM.

7. Moanucb/oTmeTKa 06 31eKTPOHHOM nognucu. MPoToKoA NoANUCbIBaeT NpeaceaaTeNbCTBYOLWMIA
N CeKkpeTapb.

8. MecTo cocTaBneHus (M34aHUA) AOKYMEHTA. ITOT PEKBU3UT He 06A3aTe/IbHO YKa3blBaTb TOJ/IbKO
TEM OpraHu3aumsam, B HAMMEHOBAHWW KOTOPbLIX YKa3blBAETCA MECTO (HacCeNeHHbIW MyHKT)
NX HaxoXaeHuA. Bce octanbHble obopMAaAtoT 3TOT pekBusnT. [na «CpenHEBOKCKOM CeTEBOM
KoMnaHUn» oH obAsaTeneH, ana « MOCKOBCKOro 1oBE/IMPHOro 3aBoga» — HeT.

9. OtmeTKa O npunoxeHuun. Ee opopmnatoT nos TEKCTOM MO aHaNOTMKU C MUCbMAMM, MOCKOJIbKY
NPOTOKO — UHGOPMALMOHHO-CMPABOYHbLIN JLOKYMEHT.

I'pud yrBepxnenus. Peaxuilt Ha IpoTOKOdaX peKBU3UT, €TO HCIOJIB3YIOT, KaK MPAaBHUIIO, TOJIBKO
Ha OPOTOKOJIAX 3aceJaHuil KOJJIETHaJbHBbIX OPraHOB MPH IeHEpaIbHOM TUPEKTOpe. ITO MOKET
ObITh SKCIIEpTHas WU Jro0as Jpyras KOMHCCHsA, TeXHUYecKui coBeT. [IpencenarenbcTByer
Ha ATUX 3aceJaHusX Impeacenareilb KOMUCCHUU (COBETa), HO PEUICHUS, KOTOPbIE IPUHSTHI
KOMHUCCHEH, TpOBEpsieT TeHEpalbHbId UPEKTOp M, €CIU COTJaceH C HUMH, YTBEpXKaaeT
IOPOTOKOJ. A B IIEJIOM HOPOTOKOJ — JOKYMEHT, KOTOPBIH HE YTBEpXKIaeT pPYKOBOJIUTEND
OpraHu3aliu.

Eme opgna OTMETKA, KOTOpad HC ABJKICTCA PCKBU3UTOM II0 HOBOMY FOCTy, HO 49aCTO
HCIIOJIB3YCTCA — OTMCTKA 00 03HAKOMJIEHHH C IIPOTOKOJIOM (10) Ee IMPOCTaBJIAIOT HAa IPOTOKOJIAX
Ha 6YMa)KHI>IX HOCUTC/ISIX B 3HAK TOIoO, 4TO pa6OTHI/IK 3alaHuC TIOJIYYUJI U 06;13yeTc;1 €ro
BBINOJIHUTE. Eciu B OpraHu3alvi IpUHATO AOBOAWTH 3aJlaHHA 10 HCITOJIHUTEIEH TI0 Qg U1
110 BHGKTpOHHOﬁ IMOYTEC, a TAKKC Ha SJICKTPOHHBIX HPOTOKOJIAX TAKYHO OTMCTKY HC CTaBAT.

Kak cocTaBuTh NPOTOKOJ, MOAPOOHO OMMUCAHO B METOAMUYECKMX PEKOMEHAALUAX 110 pa3paboTKe
MHCTPYKLUHUN IO JIENONPOU3BOJACTBY B (hefiepalibHBIX OpraHax HCHOJHHUTEIbHOM BiacTH (YTB.
npuka3om Pocapxusa ot 23.12.2009 Ne 76 B npunoxennu Ne 16).

Illae 5. HanpaBbTe yyacCTHUKAM JJOKYMEHTBI [TOCJIE COBEILAHUSI.

IloamucanHbII npeaAcCeaaTC/IbCTBYIOIIUM U BaMU IIPOTOKOJ PA3OHIJIMTE YHACTHUKAM COBCILIaAHU.
BHy’TpI/I KOMIIaHHUH — II10 BHGKTpOHHOﬁ mo4Te, BHCIIHUM OpraHu3alvsaM — IO BHCKTPOHHOf/'I NI
OOBIYHOM TOYTE WU C IIOMOIIIBIO KYpbEpa. Eciu IIPOTOKOJI B 3JICKTPOHHOM BHJC, MOANMUCAH
SHCKTpOHHOﬁ oAU ChIO, o6nanaeT MOJIHOM IOpH,Z[H‘ICCKOfI CI/IHOI>'I, OTHpAaBbTC  €ro
10 BHGKTpOHHOﬁ IIo4Te. yLITI/ITC, YTO IMPOTOKOJBI HYXHO 00s13aTEIBHO HaIlpaBJIATh
C COIIPOBOAUTCIIbHBIMU ITUCbMaMU (06p8.3€I_I HI/DKC).
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Pucynoxk 13. ConpoBoauTEIbHOE MUCEMO O HANPaBJICHUH MPOTOKOJIa COBEIIAHUS

4. Kak npaBU/IbHO 0pOPMHUTDb M 3aBEPUTDH BBINMUCKY U3 NPOTOKO.JIa COBELLAHUA

B BhInucke W3 IPOTOKOJIA HY)KHO BOCIHPOM3BECTH BCE PEKBU3UTHI €0 3arojOBOYHOM YacTH,
BBOJIHYIO 4acTb, BOIIPOC IOBECTKH JIHS, 10 KOTOPOMY T'OTOBHUTCSI BBIIUCKA, M TEKCT, KOTOPBIH
oTpakaeT oOcCyXkaeHue Bompoca U npuHsAToe pemenue (m. 3.41 IlpumepHoil HHCTpyKIHMU
IO JIeJIONIPOM3BOJICTBY B FOCYIApCTBEHHBIX OpraHuM3alnusx, YTB. TmpukazoMm Pocapxusa
ot 11.04.2018 Ne 44. [lTanee — [IpumMepHast HHCTPYKIIHS).

OTMmeTKy 0 3aBepeHHH KONUU 0(OPMIISIOT, YTOOBI MOATBEPAUTH COOTBETCTBUE KOMMU JOKYMEHTA
(BBIMUCKH U3 JOKYMEHTA) MOJUIMHHUKY AokyMeHTa (1. 2.51 [IpumepHoii unctpykuun). OT™MeTKY
npocraBbre oA pekBuzutoM «[loamucb». OnHa [oKHa BKIKOYATh: cloBo  «BepHo»;
HaMMEHOBaHHE JOJDKHOCTH JIMIA, 3aBEPHBILETO KOIHUIO; €ro COOCTBEHHOPYYHYIO IOJINUCH;
pacmupoBKyY TOMIUCH — HWHHIHUAIBL, (aMIWIHIO, JaTy 3aBEPEHUsT KOMHU  (BBIHCKH
n3 mokymenrta) (m 5.26 TOCT P 7.0.97-2016 «HamumoHnanbHbIM craHmapt Poccuiickoi
Oenepanuu. Cuctema cTaHAapToB MO MHGOpMalMU, OMOIMOTEYHOMY M M3AATEIBCKOMY JIETy.
Opranu3alOHHO-PACTIOPSIUTENbHAS JOKYMEHTAIHSI. TpebGoBanus K oopmiieHuI0
JIOKYMEHTOBY).

Ecnu xomust HyXHa, 4ToObI IPEIOCTaBUTH €€ B APYTYI0 OPTraHU3alMI0, OTMETKY O 3aBEpPEHHU
KOIUHU JIOTIOJHUTE HAJMHUCHI0 O MECTE XpPaHEHMsI TOKYMEHTa, C KOTOPOTO M3rOTOBWIM KOIUIO:
«[loamMHHUK AOKyMEHTa HaxOoAWTCS B (HAaUMEHOBaHWE OopraHuzanuu) B nene Ne... 3a... rom.
OTMeTKy 3aBepbTe MevaTbio opranu3anuu. [IlpumMep BHIMUCKU U3 MPOTOKOJIA — HIXKE.

Pucynox 14. Beinucka U3 npoTokoJia

Brinucky u3 npoTokosia HampaBbTe 3alpPOCHUBIICH €€ CTOPOHE C COMPOBOUTENIBHBIM MUCHEMOM.
Ecnu  Bopranuzanum  CMEHWICA  AUPEKTOP, OCOOCHHO eciu  OBIBIIMKA  AMPEKTOP
Mpe/iceIaTeIbCTBOBA HA COBEIIAHMM, a HOBBIM JTUPEKTOP MOJIMKUCHIBAET COMPOBOAUTEIHHOE
MUCBEMO, coobiuTe 00 3ToM anpecary. Korja mpeacrasiisere BHIIUCKY B IPYTYIO OPraHU3AIINIO,
JOCTaTOYHO TPOCTO HH(pOpMHpOBaTh 00 M3MeHeHUsX. Ho ecnu Bbl HampaBiseTe MUCHMO
(oOpazer] HUXKE) C BBIMUCKOM B CyA€OHBIM MM KOHTPOJUPYIOUIUI OpraH, BMECTE C BBIMHUCKOU
K HEMY MIPUJIOKUTE 3aBEPEHHBIC KOTUU JOKYMEHTOB, KOTOPBIE MOATBEPKIAIOT CMEHY JUPEKTOPA.
DTO0 MOXeT ObITh, HAPUMEp, KOMHs MpUKa3a 00 YBOJbHEHUHM MPEKHEro AUPEKTOPa U KOIHUS
pelIeHns yupeauTenei o01ecTBa 0 Ha3HaYeHUU HOBOTO.

Pucynoxk 15. ConpoBoautenbHOE NUCHMO

4. OIIMOKM B [€JI0OBOM NepenuckKe

1. TpyAHOCTH B Jie/I0BOH NepenucKe: 0 MaTepuajaaM BeGUHApa, npoBeJéHHOro0 B. ®.
flHKOBOM

Banentuna ®énoposna SHKOBAS — Beaymuii cenuanuct B 00JIACTH JTIOKYMEHTAIMOHHOTO
oOecrieyeHHs YNpaBJICHUsI U apXUBHOTO JieJla B HAaIllel CTpaHe, KaHIUIAT UCTOPUYECKUX HayK,
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nouent. Ona sBasercst ogauM U3 pazpadorunkoB 'OCT P 7.0.97-2016 «Cucrema craHmapToB
o nHGpopMaIHH, ONOIMOTEYHOMY U U3/IaTeIbCKOMY einy. OpraHu3alnoHHO -PACTIOPSI AU TETbHAS
JNOKyMeHTanus. TpeboBaHus K OOPMIIEHHIO JOKYMEHTOB» U aBTOPOM MHOTOYHUCIICHHBIX
myOJIMKAIUil 1O JIENIOIPOU3BOICTBY, JOKYMEHTHOW JIMHIBUCTUKE M apXHUBHOMY Jienny. B manHOM
paszene npenacrasieHsl oTBeTH B. @. SIHkoBOM Ha Bompock! crieranuctoB chepst JOY.

Pexeuzumeul nucoma
1. B cipaBounoit napopmanmu obs3arensHo ykazpiate OI'PH, OKITIO u MHH/KIIIT?

Ha, o6s13aTenbHO, HO ¢ monpaBkoid. Ko opranuzamuu mo ObmepoccuiickoMy Kiaccuukaropy
npennpustuil u opranuzanuii (OKIIO), ocHOBHOM rocy1apCTBEHHbBIN pEeruCcTpallMOHHbIN HOMEp
opranuzaiuu (OI'PH) u uneHTH(QUKAIMOHHBIT HOMEp HaJOTOIUIATENbUIUKA / KOJ HPUYHHBI
noctaHoBku Ha HayoroBelii ydyer (MHH/KIIII) He yka3piBaloT B OjJaHKaX IIHMCEM OpraHOB
rOoCy/lapCTBEHHOW BJIACTM U OpPraHOB MECTHOTro camoympasieHus — mnyHKT 5.8 TOCT
P 7.0.97-2016.

2. Ilo HoBomy ['OCTy B azipecaTe MOKHO IIUCATh «T-HY», «T-Ke»?

Ha, B mynkTe 5.15 cTanmapra JOmMycKaeTcsl ymoTpeOIaTh COKPAIICHUE «T-HY» (TOCIIOANHY), €CIIH
ajipecat MY)KUMHa, WIH «r-Xe» (TOCMOXKe), €ClI aipecar >KeHIINHA.

3. B ¢pupmenHom Giianke nucbMa 00s3aTeNbHO yKa3bIBaTh OAHKOBCKUE PEKBU3UTHI?

B Gnankax nmucem O0aHKOBCKHME PEKBU3HMTHI B HACTOsIIEEe BpeMsi HE YKa3blBalOT. B cooTBeTcTBUU
cnyaktom 5.8 TOCT P 7.0.97-2016 cnpaBouHble mAaHHBIE OO0 OpraHU3aIlMy BKJIIOYAIOT:
MOYTOBBIM a/ipec opraHU3alMU — JOTIOJHUTEIHFHO MOKHO yKa3bIBaTh aJpec MECTOHAXOKIECHUs
IOPUAMYECKOTO JIUIlA, €CIIM OH HE COBIAJAeT C MOYTOBBIM aapecoM; HoMmep TenedoHa, dakca,
aZpec IEKTPOHHOU TOUTHI, ceTeBO aapec, a Takxke koA mo OKITO, OI'PH u MHH/KIIII. Ecnu
HE0OX0IMMO yKa3aTh OAHKOBCKHE PEKBU3HTHI, UX YKa3bIBAIOT B TEKCTE MUChMa. ¥YA00HEe BCero
BCTaBJISITh B TEKCT TOTOBYIO 3arOTOBKY ¢ 0AaHKOBCKUMHU PEKBU3UTAMHU.

[Tpumep. ...Omnaty rapantupyem. Hamm 6ankoBckue pexksusutbl: UHH 7702556368 KIIIT
770702002; p/c 40702880500280000083 B ITAO «bank BTb», r. Mocksa, kop. c4eT
30101340700000000166; BUK 044525233.

4. Kak ohopMIIsITh NOJNUCH, €CIH 33 TEHEPAIFHOTO JTUPEKTOPa MUCHMO TOAIUCHIBACT IIIaBHBIN
Oyxranrep?

Ecnmu mucemMo  yxe OQoOpMIEHO U HameyaTaHa JOJDKHOCTh T'€HEPalIbHOTO JUPEKTOpa,
TO JIOJDKHOCTB TJIaBHOTO OyXrajTepa, IpU yCIOBUH, YTO OH MMEET IPaBO IOANUCHIBATH MUChMa
32 PYKOBOJUTENS, MOXKHO HAmHMCaTh OT PYKU IOJA JOJDKHOCTBIO T'€HEpaJbHOro JupekTopa (1.
5.22TOCT P 7.0.97-2016 ). Takxke yka3blBatOT MHULUAJIBI U (PaMHIIUIO TJIaBHOTO Oyxranrtepa —
Mo/l WHUIMaTaMu M GpaMuIMed pyKOBOAWTENs opraHuzanuu (oOpaszen Huxke). JJomKHOCTB
1 GaMMIIUIO JIMIA, KOTOpoe (aKTMYECKH MOJIHUCHIBAET JOKYMEHT, MOTYT IpPOCTaBJIATh
C MIOMOUIBIO IITAMIIOB.
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Pucynox 1. BapuaHT odopmieHHs MOANUCH COTPYAHUKA, KOTOPBIA IMOAMUCHIBAET JTOKYMEHT
3a pyKOBOJUTEIA

5. YTouHUTE, T/Ie CTAaBUTh OTTUCK MEYATH B TApaHTUHHBIX MucbMax. OH 3aXBaThIBACT JIOJKHOCTh
WA TOIIUCH?

He3aBucumo OT TOro, Kakodl JOKYMEHT 3aBEpsETCS IedYaThio, Ie4YaTh CTaBsAT Ha CBOOOIHOM
OT TEKCTa MECTE, HE 3aXBaTbIBasi COOCTBEHHOPYUYHYIO MOJINHUCH JODKHOCTHOTO Jjuia (oOpaser
HUXKE), Wi B Mecte, o0o3HadeHHOM «ML.IL» («Mecto mewyatn»). OO 3TOM CKa3aHO B ITyHKTE
5.24TOCT P 7.0.97-2016. Ecnu mevaTh HaKJIAAbIBACTCsS HA JAPYTHe PEKBH3HUTHI, HAIPUMED
Ha MOAIHNCH, TO 3aTPyIHSIET MPOBEPKY IMOIIUHHOCTH AOKyMeHTa. [ledaTh MOXET 4acTUYHO
3axBaTbIBaTh HAUMEHOBAHHE JOJDKHOCTH JIMIIA, HO TaK, YTOOBI TEKCT IE€YaTh MOT CBOOOJHO
YUTATHCS.

Pucynok 2. 'apantuiiHoe nucbMo
6. B pacmmdpoBke noanucu MHUIKAIBI YKa3bIBAIOT Nepes paMuiineit win nociue?

[Tpu pacmmdpoBke (amMIIIMKM B TOANHCH HMHUIMATBl BCETAa IMHCAIACh W MHUITYTCS Tepes
damunueit. Hoserii crangapt — TOCT P 7.0.97-2016 B 5ToM utaHe HU4Yero He MeHsier (1. 5.22).

7. HyxHO TM  yKa3bIBaTh BHJ IMHChbMa, HANpPHUMEP, B FAPAaHTUUHBIX WA COIMPOBOJUTEIBHBIX
nucbmax?

Her, B menoBeIX MUChbMax HE MPUHATO YKa3bIBaTh PAa3HOBHIHOCTH NMUCHhMA. JleloBBIE MUChMa
ohOpPMIIAIOTCS HA CTICIHAIBHBIX ONaHKax — OJIaHKaX TIHCEeM C ONpENeJICHHBIM HabopOM
pPEeKBU3UTOB. B OiaHke muchbMa ecTh JBa PEKBH3HUTA, KOTOPHIE HE MCIIOJB3YIOT B IPYTUX BUAAX
OJIAaHKOB: CIPaBOYHBIC JaHHBIE 00 OPraHU3aIlMK U CChUIKA HA PETUCTPAIIMOHHBIN HOMED U JaTy
MOCTYNUBIIET0 JOKyMeHTa. [lo Hamuumio B OJaHKE OTHX PEKBU3HTOB MBI 0€30IIMO0YHO
ompeneNseM, 4To Tepel HaMH MMEHHO JelIoBOe MHChbMO. Kpome Toro, pa3HOBHIHOCTH IMHCHhMa
0e301100YHO YCTaHABIMBACTCS 110 KITFOYEBOMY CIIOBY TEKCTa.

[Ipumep. B nucemax-npocrsbax, 3anpocax UCIOIb3yeTCs TIaroj «IpoCUTh — MPOCUM COOOIIUTD,
MIPOCHUM HANPABUTh, IPOCUM MPEAOCTABUTH U JP., B MHUCbMax-HAIIOMUHAHUIX — IJ1aroJi
«HAMIOMUHATH», B UHQOPMAIIMOHHBIX TUChMAX , U3BEUICHUIX — IJ1aroy «cooomaTs» u T. 1.

B rapantuiineix nucbmax o0s3arenbHa ¢pasza o rapaHTHsx, Hanpumep: «O1iaty rapaHTupyem.
Hammi 0aHKOBCKHE PEKBU3HTHI:. ...

Amukem 0en060il nepenucKku

1. B npumepax nucem ¢ 00Jb1I0i OyKBBI MUIIYT AOJDKHOCTH nocie clioB «C yBaxkeHUeM». X0Ts
MOCJIe 3aMATOM JOrMyHee MUucaTh JOJDKHOCTh ¢ MaleHbKOM OykBbl. Kak npaBuibHO?

@opMynsip COBPEMEHHOI'O  YIPABIEHYECKOTO JOKYMEHTa MMEET CIOXKHYIO CTPYKTYpY.
PaccmarpuBarh TEKCT JOKYMEHTa Kak OJMH CIUIOUIHOM TeKCT Henb3s. KakIbplii peKBU3UT — 3TO
OTJENbHBI MUKPOTEKCT B cOCTaBe MakpoTekcTa. 11o 3Toil mpuunHe KaXKAblii peKBU3UT MHIIYT
C TMPOIUCHON OYKBHI.

2. B MPETCH3UAX U TapaHTPIfIHLIX MMUCbMax TOXKEC HYKHA 3TUKCTHAA DaMKa?

OTHUKETHBIC (I)pa3BI — BCTYHNHUTCJIBHOC O6[28.@€HI/IG M 3aKIIIOYUTCIIbHAA JTUKETHAsA (ppasa —
MNPUMCHAIOTCA BO BCCX ACIIOBLIX MMCbMaX HC3aBUCUMO OT UX Pa3HOBUJIHOCTH.
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3. Ecin mucbMoO aapecoBaHO OopraHu3anuu 0e3 yka3aHHs KOHKPETHOTO JIMIlA, KaK MPaBHIbLHO
oOpararscs?

B sTOM ciiyyae ucnomnp3yiiTe oOpalienue «YBakaeMble rocroaaly.
4. TlpaBunbHO 1M nucaTh «I'eHepanbHbIN AUPEKTOP» € OOJIBLION OYKBBI?

Ecnn Ha3BaHME [OJDKHOCTHM «T€HEPAIBHBIA JTUPEKTOP» HCIOJIB3YIOT B TEKCTE, TO CIOBO
«reHepaIbHBIM» IMUIIETCS CO CTPOYHOM — MaJeHbKOM OYKBBI, a €Clii OQOPMIISIETCA PEKBU3UT
«[Toanuce», CIOBO «T€HEPAJIbHBIIN MUIIETCS C IPONUCHONW — O0JIBIION OYKBHI.

5. Kak naunHaTh QJICKTPOHHOC MHUCbMO, €CJIN B TCUCHUC JTHA YK€ OBLIO THUCHEMO C HpI/IBCTCTBI/IeM?

Ecnu BbI oOpatiaerech nepBblii pa3, MOXKHO HCIOJIb30BaTh (Ppasbl: «Onbra MiBaHoBHa, 10OpHIN
neHn!y», «YBaxkaemass Omnbra MBanoBHa!» wim «Oubra, moopeiii aeHs!», «YBaxaemas Oinbraly.
[Tpu cnemyromem oOpaIreH|H B TOT XK€ JICHb MOXKHO Hanucarth: «YBakaemas Omnbra MiBanoBHa!»,
«Onpra UBanoBHa!» wumum mpocto «Ombral». OOpaiieHue «YBa)KaeMblil...» HCHOJb3YIOT
MHOTOKpPATHO B TEYCHHE JIHS.

2. PeaaKTI/IPOBaHI/Ie TEKCTOB J€/IOBbIX IIMCEM 3a 4 mara

JlenoBple THCbMa, Kak MPaBUJIO, TOTOBAT B YCIOBHSX OTPAHMYEHHOTO BpeMeHH. B Takmx
CUTYyallMsIX Ba)XHO BIIAJIETh HABBIKAMH COCTABJICHHS JIEJIOBOTO THMCHbMa, YMETh paboTaTh
C TEKCTOM, €r0 CTPYKTYpO#, s3bIKOM H cTujieM. CylecTBYIOT MPUEMBbI, KOTOPbIE MO3BOJSIOT
PEeAaKTUPOBATH TEKCTHI OBICTPO M KAUECTBEHHO.

Ilpaxmukym Ne 1. ITucomo o compyonuuecmee

ABtop mucemMa — AO «Kommepueckuit  OGank  “CorpymaudectBo”». Apapecar — OOO
«Pexnama-niponakmny. [IpuBeaem TekcT nuceMma (oOpasen Huxe). Colep:kaHue MucbMa MoHATh
MO>KHO, HO TEKCT U3JIOKEH KOpsSBO, Ja)ke camasl IpocTasi paboTa 1o peJaKTUPOBAHUIO TOMOXKET
ero yny4muth. [IpoBenem 3Ty paboTy mocieoBaTeabHoO.

Pucynok 3. HeoTpenakTupoBaHHBIN TEKCT MUcbMa U3 mpakTtukyma Ne 1

Illac 1. OmnpenenuM pasHOBHIHOCTh NHChbMa H ero HaszHadeHue. C OJHOM CTOPOHBI, 3TO
MUCHEMO-TIOATBEPKACHUE — B MUCbME COOOIIAIOT O TOM, UuTO 6aHK «COTpyTHHYECTBO» HAMEPEH
MpoJIoJKUTh coTpyaHudectBo ¢ OO0 «Pexnama-nponakmay» B 2019 roay, ¢ Ipyroi CTOpPOHBI,
3TO TapaHTUWHOE MUCbMO — OaHK rapaHTHUPYeT OIUIATy CUETOB Ha OOCITYy)KMBaHHE PEKIaMHBIX
yKa3aTele 1Mo npexHUM Tapudam.

CoenuHATh B OJHOM MHCbME TapaHTUHHOE MHCbMO W MHCbMO-TIOATBEPKACHHE MOXKHO.
Ho B maHHO# cuTyanuu 5TO BBI3BIBAET COMHEHHE, M BOT TOYEMY: €Cld OaHK MOJIb30BaJICA
yeayramu OOO «Peknama-npofakiuisH», TO, OYEBHUIHO, OTHOILIEHHS OSTUX OpraHu3alui
perynupoBanuch J0roBopoM. COOTBETCTBEHHO, JOTOBOP JOJDKEH ObUI YCTAaHOBUTH CTOMMOCTH
yCIyT, OPSIIOK PAcYeTOB U Apyrue ycioBus. Hy>KHO 1 B 3TOM ciIy4ae TOBOPHUTH O TOM, UTO OaHK
rapaHTUPYeT OIUIATy CYETOB 3a 0OCIy)KMBAaHHE PEKIIAMHBIX yKa3aTelled Mo MpekHUM Tapudam?
Takas cuTyalus BO3MOXHa TOJIbKO B TOM CJIyd4ae, €CJIu JOTOBOP, KOTOPBIA 3aKIIOUUIN MEXKIY
co0oii opranu3zaiuy, aeictBopai 1o konma 2018 roga, a HOBbI qoroBop Ha 2019 roa 3aKm0UnTh
He ycrenu. [Ipu penakTupoBaHuu nrcbMa OyJeM UCXOUTh UMEHHO U3 3TOTO.

Ob6paruTe BHUMaHuUE!
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JInunsie MmecronMenus «Bamy, «Bacy numryrcest ¢ nponucHOM OyKBBI IPU OOpALCHUH K JIUILY —
B JIAaHHOM CJIy4ae 3TO PYKOBOJUTEIb OPraHNU3al|y, Ha Yb€ UMl aIpECOBAHO JAHHOE ITMCHMO

llae 2. OueHuM KOMIIO3UIIMOHHYIO CTPYKTYpY NHCbMa. B mucbMe SBHO HEJOCTaTOYHO
nH(popMannu, He00X0AUMO CKa3aTh YTO-TO €IIIe, YTOOBI MPOSCHUTH CUTYyaluio. IMEHHO O3TOMY
B IUCbME HYXHO JaTh OOOCHOBaHHE — MW3JI0KUTh IMPUYMHY, 110 KOTOpOM OaHK oOparaercs
B PEKJIaMHYIO0 KoMmIlaHuio. Ilocie 3Toro mepeuTtw K CyTm BOIIpOCa — BBICKA3aTh HAMEPEHHE
MIPOJOJKUTh COTPYAHMYECTBO C PEKIAMHOM KOMIIAHMEW M JaTh TapaHTHM OIUIATUTH YCIYTH
710 3aKJIFOUYEHHUS HOBOTO I0roBopa. B 3ToM cityyae TeKCT nucbMa MOKET ObITh CIIETYIOLIUM:

B cBs3u Cc OkOHUaHHMEM CpOKa JEHCTBHS JIOTOBOpA OT... No..., 3aKIIOYEHHOTO MEXIY
AO Kb «CotpyaaunuectBo» u OOO «Peknama-npoAakiiH» Ha YCTAaHOBKY M 0OCIyKHBaHUE
pexnamubix ykazateneir, [OBOCHOBAHME] coobmaem Bam, uTto GaHK TOTOB MPOJOJKUTH
COTPYIHHUYECTBO C Balleli KOMIIAHWEH U 3aKIIOYUTH JOTOBOpP Ha OOCITYy)KHBAaHHE pPEKIaMHBIX
ykazareneil Ha 2019 ron. CooOmraem Taxke, 4To OaHK TapaHTHUPYeT OIUIATy YCIYT Bamlen
KOMIIAaHWU M0 OOCTY)KMBAaHUIO DPEKIIAMHBIX YKa3arelel, pacIoJIOKEHHBIX II0 agpecam: Yil.
Bompmras Camomast, 1.29; mpocn. Mapmana XKykosa, 1.5, wopm. 1; ym. CHexnas, 1. 35,
0 MPEKHUM Taprdam 10 3aKITFOUEHIS] HOBOTO JOTOBOPA.

lllaz 3. Tlpoananmm3upyeM sI3bIK W CTHJIb THMChMa. Hadano muchbMa BBITIISTUT YCTAPEBIIHM,
apxanyabiM: Hacrosmum nucemMom AO Kb «CotpynauuectBo» coobmiaer, 9to... Ecmum
BbI HAUMHACTEC IINCBMO C COO6H.[€HI/I${ I/IH(bOpMaI_[I/II/I, nque HalmnucaTb TaxK:
AO Kb «CotpymandecTBO» coobmaet, 4to...; O6mecTBo coobmiaet, 4To...; Coolmiaem, 4To...;
Coo6miaem Bawm, uTo...

Ecnu aBTOp MrchbMa MUIIeT OT UMEHU OpraHU3al|H, 3TO HY>KHO MOCJIEI0BATENbHO BBIIEPKUBATh
B TekcTe. B mpumepe Mbl BUAMM, YTO B Hayajle TEKCT M3JIaraercsi OT MMEHH OaHKa, a 3aTeM
ucnoJibdyercsi MectoumeHue «Mb»:  Hactosmum  nucemom  AO Kb «CotpyaHudecTBo»
coo0IlaeT, YTO MBI MPOJIOJDKUM JalbHeWIylo paboTy c... [lpennoxkum 1Ba mHpaBHIBHBIX
Bapuanta Ha BbIOOp: AO Kb «CotpynHuuectBo» cooOmiaer, 4ro OaHK TOTOB IPOJIOJDKUTH
nanpHelyo paboty c...; win CoobmaemM Bam 0 rOTOBHOCTH NPOJOIKUTH AadbHEHIIYIO
paboty c... OGa BapraHTa yMECTHBI B JICJIOBOH MEpPEIUCKE.

Heynaunass ¢pasza B muceMe: ..eapawmupyem oniamy cyemo8 NO NPelCHuUM mapugam
no UX npedocmasieHu Ha 0OCIYHCUBaHUe peKIamMHulx ykazameineil... VcnpaBute 3Ty ¢paszy
MO>KHO, UCKIIFOYUB CIIOBA «II0 UX MpeAocTaBieHUn». JIFoO0OM cueT omnaynBaroT Mocie TOro, Kak
ero BbICTaBWIU. VICKIIOUMB 3Ty dYacTb (pasbl, MbI OJy4yuM Oo0Jiee MPOCTOM, MOHSATHBIN
Y IpaBWIbHBIM BapHaHT: ..rapaHTHUpPyeM OIUIaTy CUYeTOB Ha OOCIY)XMBAaHUE PEKIAMHBIX
yKa3aTelei 1o IpexHUM Tapudam...

B nuceMe OTCYTCTBYIOT BCTYNHUTENbHOE OOpalleHWE U 3aKIIOYMTENbHAs OJTHUKeTHas (pasa:
«YBaxaeMslii ...» n «C yBaxkeHuem,». ItukeTHole ¢ppasbl npexycmorpens [OCT P 7.0.97-2016.

llaz 4. OdopmieHue peKBU3UTOB MNHCbMa. B pekBusute «Azpecar» ecTh OIIMOKa
B PACIOJIO)KEHUH HWHMUIMAIOB JIMIA, KOTOPOMY aJpEcOBajM MNHCbMO: WHUIMAJIBI ajpecara,
B cootBeTcTBUU ¢ 'OCT P 7.0.97-2016, nosoxHb! cTodTh nocne ¢pamunuu. OOpatuTe BHUMaHHUE
TaKKe Ha TO, 4YTO B PEKBH3UTE «ALpecar» CIOBO «TOCHOJUH» WIM «TOCHOXa» MUIIYT
B COKpAIIIEHHOM BUJIE.

Ommnbka B opopmiieHnn pekBuszuta «lloamuce» B TOM, YTO KpOME€ HAaMMEHOBAHUS JOJDKHOCTH
yKa3aHO e€Ile U Ha3BaHue opraHuzauuu. [lockoiabKy mnHCBMO OQOPMISIOT —Ha OJaHkKe
OpraHM3alyy, B IIOJANNCU €€ Ha3BaHUE He yKa3blBatoT. CIIOBO «3aMECTHTENb» MOYKHO IHCATh
COKpAILIEHHO: 3aM., IOCKOJbKY 3TO O(UUIMAILHO TNPUHATOE IpadUuecKoe COKpAIICHUE.
OTpenakTupOBaHHBIN BapUaHT NUCbMa — HUXKE.
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Pucynoxk 4. TekcT nucbMa nocie peJjakTUpOBaHuUs
Ilpakmuxym Ne 2. ITucomo-mpedosanue

ABtop mmcemMa— OOO «Peknama-mipoJakiiH», aapecaT — TeHEPAIbHBIA  JAUPEKTOP
AO «IIpocodt». Bocrponsseaem TekcT nmuchbMa (00paser] Hike).

Pucynox 5. HeoTpepaktnpoBaHHBIN TEKCT MHCbMa U3 TpakTUKyma Ne 2

Illae 1. Onpenenum pa3HOBUIHOCTH NMChMa U €r0 Ha3HaueHue. B oTinune ot nepBoro npumMepa,
COJIepKaHWE€ JIAaHHOTO TIMChbMa TIOHSATHO: pEKJIIaMHash KOMIIAHWS 3aKJIIouuiia JIOTOBOP
Ha pa3MeIleHne HApYKHOM PeKJIaMbl Ha 3/IaHUH, KOTOPOE IPUHAICKUT APYroi OpraHu3alu —
AO «IIpocodt». DTa opranuzanus B3siia Ha ce0s 00s13aTeNBCTBA BRIIETUTH MOITHOCTH (60 KBT)
" INOJAKITIOYNUTE PEKIAMHBIC YCTAHOBKH K 3JICKTPOCCTH. O0s13aTeNLCTBO OHA HE BBIIIOJIHUIIA, XOTA
000 «Pextama-ipoJaKIIH» CBOCBPEMEHHO MEPEUUCTISIIO €1 JIEHE)KHBIE CPEJICTBA.

Ob6patute BHUMaHME!

[Tockonbky Haria 3aaya — OTPEAAKTHUPOBATh TEKCT MUChbMa, B MPUMEPAX MUCEM MPUCYTCTBYIOT
TOJIBKO JIBa PEKBHM3MTA: aApecar U MOANUCH

[TockonbKy B 3aKII0YMTENbHON YacTu nucbMa rooputcsa: OO0 «Peknama-nipogakiliH» MPOCUT
Bac npuHsTH MephI MO peleHuIo BOPOCOB dHeproodecnedenus. J{o penieHns JaHHbIX BOIIPOCOB
000 «Pexknama-mpoJakiIH»  BBIHY)KACHO... MPUOCTAHOBUTH  E€KEMECAYHBIC  IUIATEKH
o JloroBopy... — 3TO MHUCbMO MOXHO KBaJIU(PHUIIMPOBATH Kak MUChMO-TpeOoBaHue. [louemy?
[TuceMa-TpeGoBaHMsI ~ COCTaBISIOT B CUTyallUsX, KOI/Ia  HE BBIMOJHAIOTCA  NPUHSTHIC
00s3aTenbCTBa, M, KaK MPaBHIIO, OHU COJAEpXKAT MPEAyNpeKIeHHE MPUHATH OTBETHBIE MEPHI.
B tekcre ecTh mpenaynpexaeHHe O TOM, YTO IUIaTEXH, KOTOpbIe MpeaycMaTpuBaeT AO0rOBOD,
OyAyT IpUOCTaHOBJICHBI.

llaz 2. OueHuM KOMIO3UIIMOHHYIO CTPYKTYpY MHCbMa. B mpumepe Temy muchbMma IepeHeciu
BO BTOpoil ab3am, TakuM oOpa3oM Tmofy4yaTeslb CHaudajga BOCIPUHUMAET HWHGOPMAIUIO
BTOPUYHOTO XapakTepa U TOJIBKO U3 BTOPOro ad3aia y3Haet o npeamere nucbMa. [Tucemo Oyner
JIOTUYHBIM U MOCJIEIOBATENFHBIM, €CIIU BO BCTYIIHUTEIBHOM YacTHU aBTOP COILIJIETCS HA YCIOBHS
JIOTOBOpa, KOTOPBIM 3aKIIOUMIM CTOpOHBI: B cootBeTcTBUM ¢ noroBopoM oT 24.03.2018
Ne 26-OT/03 o pa3melieHnr CpeICTB HAPYKHOM peKJiaMbl Ha 3JaHUU TI0 aJpecy Y. 3aropoHasi,
n. 17, naxonsmemycs B Benenuu AO «IIpocodt», Bel B3sn Ha ceOsi 003aTeNbCTBO BBIICIHUTD
MOIITHOCTH B KoJmdecTBe 60 KBT 1151 MOAKITIOUEHUS PeKJIaMHBIX YCTaHOBOK (1. 2.3.4 1oroBopa),
OJIHAKO JI0 HACTOSILEr0 BpEMEHH JaHHOE 0053aTeIbCTBO HE BBINOJIHEHO.

O6patute BHUMaHMeE!

ITucsmo-TpeboBanue GopMYyITHPYIOT, UCTIONb3Ys IJ1aroJibl «IIPOCUTH» WU «TpedoBaTh»: IIpocum
MPUHATH MEPHI NO... Win: TpebdyeM MpUHATH MepHI 1I0...

HeBrpinosiHeHHOE MApTHEPOM 0053aTENLCTBO — CaMblii BECKHI apryMeHT B MOJIb3Yy TOTO, YTOOBI
TpeOOBaTh €ro BBHIIOJIHUTH U MPUHATH BCTPEUHBIE MEPhl — MPUOCTAHOBUTH IUIATEXU. B muceme
uHpopmanusg 00 3TOM 3aHMMaeT JBa ab3ala: B OJHOM — apryMeHTauus U 000CHOBaHUE,
B JIpyroM — TpeOOBaHHE U MPEAYNPEKICHUE:
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B cBsi3u ¢ atum ob6ctoarensctBoM OO0 «PeknaMa-mpogaknray HE MOXKET Pealii30BaTh CBOH
MpaBa Mo BBIIIEYKA3aHHOMY JIOTOBOPY, a TAKXK€ 3aKJF0YaTh JOTOBOPHI HA PA3MEIICHUE PEKIaMbl
C NOTEHI[UAIBHBIMU KIMEHTaMH.

000 «Pexknama-nmpoiakiiH» HOpocUT Bac HpUHATH Mepbl IO PEIIEHHIO  BOINPOCOB
sHeproobecnieyenns. Jlo pemenus: ganHbeix BorpocoB OO0 «Pekmama-npoIakiia» BEIHYXICHO
B cooTBeTcTBUM C 1. 2 cT. 328 'K P® npuoctaHoBUTH exemecsyHble miatexu 1o JloroBopy
Ne 26-OT/03 ot 24 mapta 2018 r.

B nanHOM ciydae 4YacTh MBICIM BBIp@KEHAa B OJHOM IIPEIJIOKEHUH, a 3aBEpIICHUE MBICIH,
BBIBOJIbI — B ApyroMm. Bo3szelicTBue Ha aapecara OyJaeT CHIbHEE, €CIM MPUYMHY U CIEICTBUE
00BEAMHUTH B OJIHOM IpeaiokeHuu. Hampumep, Tak: B cBsi3u ¢ TeM 4TO y Hamieil KOMIaHUU
OTCYTCTBYET NMPEAYCMOTPEHHAs JOTOBOPOM BO3MOXKHOCTb MOJKIIOUEHHS PEKIAMHBIX YCTaHOBOK,
KOMITaHUSI HE MOXKET pealn30BaTh CBOM IpaBa Ha pa3MeLICHHE PEKJIaMbl U HECET 3HAUUTEIIbHbIE
yOBITKH, TPOCUM Bac npuHITH Mepbl IO BBIIIOJIHEHHUIO B3ATHIX Ha ce0sl 0043aTENbCTB U PELICHUIO
BOIIPOCOB AHEProoOecreyeHust B CPoK J10... BMeCTO KOHKpETHON JaThl MOKHO yKa3aTh IEPHUO]
BpEMEHU: B HEJIENbHBIN CPOK U T. [I.

[Ipenynpexaenne — yrpo3y MpPHOCTAHOBUTH IUIATEKHM JIyYllle BBIJICIUTH B OTIAEIBHOE
npemioxenue: B nporusHom cinyqae OOO  «Peknmama-nponakimia»  OyJIeT  BBIHYXIECHO
MPHUOCTAHOBUTH CIKEMCCAUYHBIC IIJIATCKU 110 JOTOBOPY.

Nudopmanuio o tom, uro OOO «Peknama-npoAakiiH» BBINOJHIET CBOM (PUHAHCOBBIE
00s3aTeNnbCTBA U OIUIAYUBAET YCIYTH, KOTOPBIE MPEyCMOTPEHBI IOTOBOPOM, JTy4Ille TOMECTUTD
B KOHIIE TeKCTa Kak HanmoMuHaHue: Hanomuuaem, uro OOO «Peknama-npoaakiiH» BBITOJIHSIET
cBoM (PUHAHCOBBIC 00s3aTEILCTBA TIO JIOTOBOPY CBOEBPEMEHHO H B IMOJHOM 0OBeMme (oOras
CyMMa TUTaTeKeH Ha HACTOSIIUNA MOMEHT COCTABIISIET... THIC. PYO.).

O®paza BkoHie nuceMa: OOO «PeknamMa-npoJakimiH»  HAACETCS  HA IUIOJIOTBOPHOE
1 JIOJITOCPOYHOE COTPYAHHUYECTBO MEXKAY HAIIUMU OPTaHM3AIllMSIMH B JAJIbHEHIIEM OCIadisieT
MO3HIIMK aBTOpa. B TakuxX muchbMax, Kak MUChbMa-TPeOOBaHMS, MPETCH3UH, dTUKETHBIC (pa3bl
JOJDKHBI OBITh OYEHb CICPKAaHHBIMH. B JaHHOW CHUTyalMi BO3MOXKEH CIICIYIOIIUN BapUaHT:
Haneemcst Ha MOJIOKUTENBHOE PEIIEHHE BOIIPOCA U JabHEHIIIEe COTPYTHUIESCTRO.

lae 3. Tlpoananu3upyeM sI3bIK M CTHIIb MUChbMa. CChUIAsCh Ha IOKYMEHTHI, NMPUHATO CHadaja
yKa3bIBaTh JaTy, 3aT€M HOMEp JOoKyMeHTa. Ha3BaHus BHUIOB JOKYMEHTOB HECIUHUYHOTO THUIA
(moroBop, MUCHMO, IPOTOKOJI, aKT, CYET, HAKJIAJAHAS U Jp.) MUILIYT CO CTpOYHOU OYKBHI. [loaTomy
CCBUIKY Ha JIOTOBOp HYXHO odopmuth Tak: B cootBerctBumM c moroBopom ot 24.03.2018
Ne 26-OT/03 o... CnoBo «I0roBOp» Jajiee YIOMHHAETCS B TeKCTe 0e3 CChUIKU Ha JaTy U HOMeEp,
TOT]Ia MBI [TUIIEM €r0 CO CTPOYHOU OYKBBHI.

B TekcTe mnmcbMa HCHOJIB30Bald  CJIOBO ((BBIH_ICYKaSaHHLII‘/JI»Z 000 «PeKJ'IaMa'HPOI[aKH_IH»
HC MOKCT pPCAJIM30BATb CBOU IIpaBa IIO BBIIICYKA3aHHOMY HOOTOBODY.... Takue CJIOBa, KakK
«BLII_HCyKa?vaHHBII\/’I», ((BBII.I.IeHa3BaHHLIfI)), ((HHX(GHOEHHC&BMHﬁCH)), «BBIIIEU3JIOKECHHBIN
" Jpyrue, OTHOCAT K KaHHeHHpCKOﬁ JICKCHUKE, HO B HACTOAIICEC BpPCMH, 0COOCHHO B JIeJIOBOM
MEpCIUCKEC, HX HC yr[OTpe6J'I$IIOT. .Hy“II_HC ckazate: 00O ((PeKJIaMa'HPOI[aKIHH» HC MOXCT
pCaIN30BaTh CBOU IIpaBa 10 YKA3dHHOMY AOTOBOPY... NJIN 000 ((PeI(J'IaMa'HPOI[aKIHH» HC MOXCT
pCaIn30BaTh CBOU IIpaBa 1O AOTOBOPY...

B Tekcre mucbma ecth ccblika Ha craThio ['paxknaHckoro koxaekca Poccuiickoit denepanum.
YnoTpebnaTe BMECTO IMOJHOTO HaszBaHus Kojaekca cokparienne «['K PDy» wnemomyctumo,
MMOCKOJIbKY 3TOT KOJEKC HEe UMeeT O(PHUIIMaTIbLHOTO COKPAIEHUSI.
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Llae 4. Ouenurte, MPaBWIBHO U OGOPMIIEHBI PEKBH3UTHL. PeKkBH3UT «ApecaT» HE HYKHO
revaTaTh MPOMUCHBIMU OYKBaMH: IPOMHUCHBIE OYKBBI IIPH MOJTOTOBKE TOKYMEHTOB UCHOJB3YIOT
OTPaHWYEHHO, HaMpUMep, NPOMHUCHBIME OykBamMu medaralor cioBo «I[IPMKA3BIBAIO»
B IIpUKa3ax. B 3TOM mpumepe MbI CTAIIKUBAEMCSl C TOH k€ OIMOKOM, uTo | B muchbme Ne 1:
MHUIHMAJBI JHLa, KOTOpoMy ajapecoBaHo mucbkMo, o 'OCT P 7.0.97-2016, nomkHsl ObITH TIOCTE
bamuum.

B odopmiiennn pexBuzuta «I1oamuce» TOXKe MOBTOPSIOMIASACS OMMOKA: Ha3BaHUE OPraHu3alun
B MMOJIHKCH, MOCKOJIbKY MUCHhMO O(QOPMIISIOT Ha OJaHKE OpraHW3allid, HE YKa3bIBAIOT, TOJIBKO
JOJKHOCTB. B CBSI3M € OANKCHIO ECTH €I11l€ BOIPOC: MUChMO HOANKUCAI JUPEKTOP AenapTaMeHTa.
[IpaBunbHO 11 10?7 BoOmpOCH,, KOTOpPBIE CBSI3aHBI  C 3aKIIOYEHHUEM  JOTOBOPOB WM
MX HEHUCIOJHEHUEM, PEIIAET, KaK MPaBWIO, PyKOBOAUTEIb OPraHU3allMy WM €r0 3aMECTUTEIIb.
HcnpaBneHHbIA TEKCT MUCbMaA — HUXKE.

Pucynok 6. Tekct nuceMa nocsie peJjakTUpOBaHUs

3. OIMGKM B TEKCTaxX AOKYMEHTOB, KOTOpPbI€ MOTYT CTAaThb I‘yﬁl/ITe.leHbIMI/I AJIAd Kapbephbl

OmubOKM B TOKyMEHTaX OTBJIEKAIOT OT IJIaBHOTO — OT CyTH cooOmeHus. MHOTHE OITHOKH
CTAaHOBATCA (paTaIbHBIMH JJIs OM3HECA OpraHW3allid, a YacTO M JJIA COCTaBHUTENEH TEKCTOB.
Bbl O/DKHBI  KOPPEKTHO — yImOTpeOJIATh  CJIOBa, YMETh MX coueTaTh U (OopMUPOBAThH
B MPEUIOKEHUS. A elle — MPaBWIHbHO PACCTaBIIATh 3HAKKM MpenuHaHus. [lokaxem Ha mpuMepax
TUMHYHBIC OMUOKH, KOTOPHIC JOMYCKAIOT Ballld KOJUIETH, M KaK UX MOYKHO HCIIPABUTh.

OuiuoKku 6 noodope u paccmanogke coe

[Ipexxne Bcero MOCMOTPUM, Kak TMpaBUJIBHO MOAOMpaTh W PacCTaBsATh CJOBa B TEKCTaX
JOKYMEHTOB C TOUKHM 3pEHHs UX cMbIcia. Torga Bamu JOKYMEHTBHI IPaBHIBHO MONMYT, OLIEHAT
U Cpa3y BO3bMYT B paboTy. B uem ke ommbaroTcs Bau Kouieru?

Ilaponumbl — 3T0 OJTHOKOPEHHBIE CIIOBA C YIAPEHUEM Ha OJTHOM M TOM XK€ CJIOTe, KOTOPBIE CXOKHU
10 3BYYaHUIO U CMBICIY:  KOMAHOUPOBAHHBIUL —  KOMAHOUPOBOUHbBIU,  2APAHMULHbIL —
2apaHmMupoOBaHublll, noMecmums — pasmecmums 1 1p. [Ipeanonaraercs, 4To TOT, KTO UCIIOJIB3YeT
HapOHHUMBI, TIOHUMAET TOHKUE CMBICIOBBIC OTTEHKH U MOXET MOCTaBUTh MX HAa HY)KHOE MECTO
Y COYETaTh C MPABWIBHBIMU cjoBaMH. Yaie BCero B JCTOBON pEYd BO3HHKAKOT TPYJHOCTH
C Mapod «IIPEJCTaBUTh — MPENOCTaBUTh» (Tabmuma 1 Hmwke). Ecau Mbl ckakem: «PabOTHHKY
MPEJOCTAaBWIA KBAapTUPY», — 3HAYUT, pabOTHUK mocenwics B Heil. Eciau ckaxem: «PaGoTHUKY
MPEJCTaBUIN KBAPTHPY», — 3HAYHUT, KBAPTUPY PAOOTHUKY TOJBKO MOKa3aiu. PaboTHHKA MOYXKHO
«IPEJICTABUTh KOJUICKTHUBY», HO «IPEAOCTABUTHY» B MOJIb30BAHHE CBOOOHOTO UEIIOBEKA HEJNb3S.
[Ipennaraem mocMOTpPETh MAPOHUMHYECKH TMaphl, B KOTOPBIX BAIM KOJUIETH Yallle BCEro JENaloT
omnOKu (Tabnuia 2 HiKe).

Tabnuya 1. Cpagnusaem snaveHus c08 8 NAPOHUMUYECKOU nape

[IpencraButh IIpenocraBuTh
1. Otnath B NOJIb30BaHUE — IPEIOCTABUTD
[JI0IIA/b, IPEAOCTABUTH KPEAUT

2. J1aTh IpaBO OCYILECTBUTH YTO-JINOO —
2. [To3HaKOMUTD — NPEICTABUTH MPUTIIAIIEHHBIM
[IPEIOCTABUTH CIOBO, PEJOCTABUTh

HOBOI'O T'OCTs, IPCACTABUTH COTPYAHUKA KOJIJICKTHUBY
OTIIYCK, NPCAOCTABUTL ITPABO

1. Hpe[[’b}IBI/ITB — NPCACTAaBUTh JOKA3aTCIbCTBA

3. XogaraliCTBOBaTh — OpCACTaBUTh K HArpazie,
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K ITOBBIIICHUIO

4. [IpenbsBUTH KaKOH-THOO TOKYMEHT
NOJPKHOCTHOMY JIMILY — TIPEACTaBUTh

Ha yTBEPXK/IEHHE, Ha COITIaCOBaHUE, IIPEICTAaBUTh
OTYeT

Tabnuya 2. Ilaponumuyeckue napbsl, 8 KOMOPHIX 4ACMO OUUOAIOMCS

[lapoHMMUYECKHE MTapBI

AJZlpecar — IUIO WM OpraHu3alus, KoMy

a/lpecoBaHO IOYTOBOE OTIPABJICHUE (TI0Ty4aTellb)

bynHuit — He Tpa3THUYHBINA — OYAHUI JIEHb

AJIpecanT — JUIO WJIK OpraHu3alusi, KoOTopoe
MOCHIIAET TOYTOBOE OTIIPABIICHUE
(oTIpaBUTEND)

ByHUYHBIN — TPO3anvHbBIA, 0JTHOOOpa3HBINA —
OynHu4Has paboTa

Bb160pHBIN — OTHOCUTCS K BbIOOpaM, n30K1paeMblii BoIOOpOUYHBINH — YaCTHYHBIN — BEIOOpOYHast

r0JIOCOBAaHUEM — BBIOOPHAS JIOJKHOCTh
["apMOHHYECKHIT — OTHOCUTCS] K TAPMOHUH —
rapMOHMYECKHUH PsilL

JMrioMaTH4ecKuii — OTHOCUTCS K JTUTIIIOMATHH,
TUTIIIOMATY — TATIOMATHYECKUAN TTOCT

JIJTMHHBIN — UMEIOIIMHA OOJBIIYIO ATUHY —
TUTMHHEBIN TOKJIa

JIpy’KeCKHil — OTHOCSIIMUICA K APYTY, APY3bIM —
NpyKeCcKasi BCTpeya

VcnoTHUTENBHBIN — CTapaTeIbHbINA, UMEIOITUN
[[E1bI0 OCYILECTBJICHHUE YETr0o-I100 —
VICIIOJTHUTENbHBIA OPraH

KomaHIMpoBaHHBIN — JIMII0, KOTOPOE HAXOAUTCS
B KOMaHIUPOBKE, — KOMAH/IUPOBAHHBIM
CHELUATUCT

KpuTnyeckuii — OTHOCUTCSI K KPUTHKE —
KpUTHUYECKHI paz0op

Jlornuecknii — OTHOCHUTCS K JIOTUKE — JIOTHYECKOE
MBIIICHUE

Onucka — cioydaifHast omuOKa Mpu mucbMe —
oca/iHast OMUCKa

OCBOUTH — HAYYUTHCSA MOJIH30BATHCS YEM-JIHO00,
BKJIFOYUTH B KPYT CBOEH JIEATEIbHOCTH — OCBOUTH
BBIITYCK HOBOM ITPOYKIIUU

Oprannueckuii — OTHOCUTCS K PaCTUTEIIbHOMY
WY 5KUBOTHOMY MUPY — OpPraHUYECKOE BEIIECTBO

Hpe,Z[CTaBI/ITeJ'ILHHﬁ — [MPOU3BOAUT BBI'OAHOC
BIICYATIICHUC — MIPCACTABUTCIIbHAA HAPYKHOCTDb

Hpe,[[CTaBJ'ICHI/IC — BpY4YCHHUC JIs1 O3HAKOMIJICHUA,
BbIJIBUKCHUC JJISI TIOOLIPCHUSA — IIPEACTABIICHUC
XapPAKTCPUCTUKU

Peanuctuueckuii — caeayer peanusmy —
[peaMCTUYECKas )KUBOIIHUCH

TakTHuHBIN — 00J1aJa€T TAKTOM — TAKTHYHBII

IPOBEPKA

["apMOHNYHBIN — CTPOWHBIN,

COTJIACOBAHHBIN — FaPMOHWYHAs INYHOCTH
JunioMaTUYHbBIN — TOHKO PaCCUUTAHHBIN,
YKJIOHYMBBIN — JUIIIOMAaTHYHOE ITOBE/ICHHE
JnuTenbHbIA — JOATOBPEMEHHBIN —
JUIMTEJIbHBIA OTITYCK

JpyXecTBeHHBI — OCHOBaHHBIN Ha JIPYX0Oe —
JIPY’KECTBEHHAs CTPAaHA

NcomHUTENLCKUI — OTHOCHUTCS
K MCTIOJTHUTENIO — UCTIOJTHUTEIBCKAs MaHEpa

KomaHmpoBOYHBII — OTHOCUTCS

K KOMaHIUPOBAaHHOMY — KOMaHIUPOBOYHBIE
pacxo/ibl

KpuTH4HBIN — UICTIOJTHEHHBINA KPUTUKU —
KPUTHYHBIHN MOJIX0]

Jlorn4HbIi — NpaBUIIBHBIN, Pa3yMHBIH,
MOCJIEZIOBATEIbHBINA — IOTHYHOE PACCYKICHHE
OTtrucka — OTBET, KOTOPBIN HE 3aTparuBaeT
CyTH Jefia — Iep3Kasi OTIHCKa

YCBOUTH — c/AeIaTh IIPUBLIYHLIM, ITIOHATD,
3alIOMHUTDb — YCBOUTH IPOUUTAHHOC

Oprainu4HbIi — HEPa3pbIBHO CBSI3aHHBIM,
3aKOHOMEPHBIN — OPraHuyHasl LEeJIOCTHOCTD
IIpencraBUTENbCKUN — OTHOCUTCS

K IIPEICTABUTENILCTBY, IIPEACTABUTEIIO —
[IPEACTABUTEIBLCKUE PACXOIbI

HpeI[OCTaBIICHI/Ie — BBIJACJICHUC B Yybe-I100
pacCnops’KCHUC — MPEAOCTABJICHUEC KPECANUTA

PeanucTtuuHblli — COOTBETCTBYET
JICHCTBUTEIIBHOCTH, IPAKTUUYECKUNA —
peanucTUYHAs LETb

TakTu4eCcKuil — OTHOCUTCS K TAKTUKE —
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TIOCTYIIOK TaKTUYCCKadA 3ajJayda

@DaKTUYECKHI — COOTBETCTBYET (haKTam — DaKTHYHBIN — COJEPKUT MHOTO (PaKTOB —
(haKTHUECKOE MOJIOKEHHE JIEIT (bakTHYHBINA TOKIAT

SIBHBII — OYEBUIHBIN, HECKPBIBAEMBIN — SIBHOE€  SIBCTBEHHBIN — OTYETIIUBBII, XOPOILIO
[IPEBOCXOICTBO Pa3JINYUMBIN — IBCTBEHHBIH IIETIOT

[Tone3HpIi cOBET: HE UCHOJIB3YHTE MHOCTPAHHOE CIIOBO, €CIIM €CTh PYCCKMM TEPMHUH, KOTOPBIH
0003HayYaeT JaHHOE MTOHATHE.

IIneonasm u masmonoeus. Ilieonazm — CMBICIOBass HM30BITOYHOCTH COYETAHHUS CJIOB HIIU
CIIOHOTO CJIOBA, KOI/Ia COCTaBHbIE YacTH 3HA4yaT OJIHO U TO )K€ U COJIep’KaT OJAUH U TOT )K€
CMBICIIOBOM KOMIIOHEHT: NAMAMHbIL CYBEHUD, A8MOoOU0ocpapus HCU3HU, CAMBIU HAULYUUULL
g3aumHo opye opyey. Taemonocus — HeolpaBIaHHAas W30bITOYHOCTh BBIPAXKEHMsI, HaIpUMeEp,
KOI'/Ia B OJIHOHM (ppaze MCIOJIb3YIOT HECKOJIBKO OJTHOKOPEHHBIX CIIOB: CZPYNNUPOBAMb 8 2PYNNblL,
credyem yuumvléams cieoyrouee;, no ce0eHUsIM U3 0C8e0OMIEHHBIX UCTNOYHUKOS.

Hnocmpannvie cnosa. ToMy, KTO COCTaBIISIET ACIOBBIE TEKCTHI, TIOJIE3HO UMETH 1pu cede CiaoBaph
WHOCTpaHHBIX CJOB. [Ipexkae Bcero 3To HYXHO IS TOTO, YTOOBI MOHMMATh 3HAYEHHE CIIOBA
Y TIPaBWIBHO €ro ynotpetssats. Hanmpumep, HenmpaBmibHO HanucaTh: «Hare pemenne o cpokax
MOITUCAHUS JOTOBOPA apeHAbl PETIAMEHTHUPYETCS TE€M, YTO BBICOKOJIOXOJIHAS HEIBMKUMOCTH
HE JIOJDKHA TPOCTaWBaTh». PermaMeHTHpYIOT HOpPMATHBHBIE MPaBOBBIE akThl. JI0BOABI aBTOpaA
TEKCTa HE PETJIAMEHTHPYIOT, a 00bsICHsI0T. [IpaBunbHO: «Haie permenne o cpokax MoAMUCAHUS
JIOTOBOpa apeHibl OOBSCHSETCS TeM, 4YTO (OOOCHOBBIBA€TCS TEM, 4YTO) BBICOKOJOXOJHAs
HEJIBIKUMOCTB HE JIOJDKHA TPOCTAUBAThHY.

[lonumarp 3HaUY€HUE HMHOCTPAHHOTO CJIOBA HEOOXOIUMO TaKKe TOMY, KTO MPUIYMBIBAECT
Ha3BaHUE KakKOMY-THOO mpoekTy. B cBoe Bpemsi ymuBisiim HaszBaHust «Mkapyc» u «AHTE»,
MIPUCBOCHHBIE: TIEpPBOE — MapKe aBTOOyca, BTOpOE — IMPOEKTY, CBA3AaHHOMY c aBHauuei. Bcem
M3BECTHA Tparuueckas cyan0a Mkapa. AHTel ke, Kak ChIH IpeBHErpedeckoit 6orunu 3emuu e,
TEpsUl CBOIO CHIIy, KOTJa OTpbIBajcs oOT Hee. IlpuMepsl yMECTHOro | HEONpPaBIAHHOTO
yHOTpeOIeHUS HHOCTPAHHBIX CIIOB CMOTpPUTE B TalIHIle 3 HUKE.

Tabnuya 3. Cnyuau HeKOppeKMHO20 U KOPPEKMHO20 YROMpeOieHUs UHOCMPAHHBIX CILO8

HexoppekTHoe ynoTpebieHue KoppekTHoe ncnonb3oBaHue

CpOK BBINOJIHEHUS 3a1aHUSI MOKET OBITh CpOK BBITNIOJTHEHUS 33/1aHUS] MOXKET OBITh
[IPOJIOHTMPOBaH IIPOJUIEH

[IpunsToe pemenue cieayer kpaauduuuposats [IpuHsATOE pelieHne ciaenyer CuuTaTh

KAaK HECBOEBPEMEHHOE HECBOEBPEMEHHBIM

He Oynem skcTparoiupoBaTh poJb... He Oynem npeyBenuuuBarh posb...

Jlst 060CHOBAHNA 1 KOPPEKTHPOBAHH Jlns1 000CHOBaHHUS M YTOUHEHUS MPOEKTA...
[IPOCKTA...

Cpenu cobpaBIIKXcs TPEBATUPOBAIIH Cpenu cobpaBiuxcs 00Jble BCEro ObUI0
[IPEACTABUTENM. .. [IPEICTABUTEIIEH. .

KapauHaIbpHBIA YHKT pacX0XACHUA MEXIY [ J1aBHBIN ITYHKT PACXOXKICHUN MEXIY
y4aCTHUKaAMU Y4aCTHUKAMHU

VnenTnaHOE pelieHre ObUIo MPUHATO Ha coBeTe Takoe ke pelieHre OblIo MPUHATO Ha COBETE
NTMPEKTOPOB... JIUPEKTOPOB...

JTH HOBALIMM HAIIPABJICHBI HA YKPEIIJICHHUE OTH MHHOBAIM HAIIPABJIEHBI HA YKPEIIJICHUE

pecypcHoii 6a3bl 6aHKa pecypcHoii 6a3bl OaHKa
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Ilpeonoeu. OTTEHKH JTEKCHYECKOTO 3HAYCHHSI HEOOXOMMO yUUTBHIBATh U KOT/Ia BbI UCIIOJIB3YETE
npemiord. Tak, mpeanor «Omaromaps» WUMEET OTTEHOK TOJIOKHUTEILHON OIEHKA COOBITHIA
[Ipennoru «BClenACTBUE» M «BBUAY», HAIPOTHUB, MMEIOT OTPULATENbHBIN Xapakrep. Henb3s
ckazath: «[locTaBku 000pymOBaHUS OBUTH COPBAaHBI OJIaro/apsi aBapuy Ha TIIAaBHOM KOHBEHeEpe».
[TpaBunbHO: «IlocTaBku 00opya0oBaHUS OB COPBAHBI BCICACTBUE (BBHULY, IO IPUYNHE) aBAPHH
Ha IJIaBHOM KOHBEHEpey.

EHIG OJIWH IPCHAJIOT «O». B AOKYMCHTaxX 4YaCTO BCTPCHAIOTCA OIIMOKKA B CJIIOBOCOYETAHUIX
C mpeaIoroM «o». Eciu CloBOCOYETaHHS «BOMPOC O JOBEPHM» WM «PEHICHHE O Kaapax»
HE BBI3BIBAIOT BOTIPOCOB, TO Takas (pasa, Kak: «J{HPEeKTOp OTMETHII O BAXHOCTH IMPOOIIEMEI»
U eil MoJ00HBIC — SIBHOE 3JI0YIOTPEOJICHUE TIPEJIOTOM «OX.

Kak yoauno couemamu cnosa u ghopmuposams ux 6 npeonodicenus

PaccmotpuM ommbku, KOTOphIE CBA3aHBI C KATETOPUSIMH YHCIIA, POJA, OJHOPOIHBIMHU WICHAMH
U JIEEPUYIACTHBIMU 000POTAMH.

Kamezopus uucna. Bo MHOruX ciydasix cka3yemMoe CTaBsAT B (JOPMY MHOKECTBEHHOT'O UHUCIA,
HECMOTpS Ha TO, UTO MOAJIeXKaIlee TUKTYeT YUCI0 eAMHCTBEHHOE: « TpuanaTh 0J1MH KUTEIb JOMa
MOANUCATHN MUCbMOY. ['0BOPAIINI pyKOBOJICTBYETCS TEM, YTO «JTH0Ae MHOTO!». OmnO0oK MOXKHO
n30eKaTh U Ceays IpaBUIaM:

e €C/W B COCTaB MNOAJIENKALLEr0 BXOAUT KOJIMYECTBEHHOE YMUCIUTEIbHOE, KOTOPOE 3aKaHYMBaeTcA
Ha «O4MH», CKasyemoe CTaBAT B popMy eaMHCTBEHHOTO YMcna: «[BaguaTe O4MH BaroH OCTaeTcs
Hepasrpy»eHHbIM», «[lBagLaTte 04MH M3bupaTeb NporoocoBasn 3a MeTposar;

e EeCAN CKasyemMoe WMMeeT B COCTaBe C/I0Ba «ABa», «TPWU», «4YeTblpe», ero crasAT B hopmy
MHOEeCTBEHHOTO Yncaa — «TpW y4acTHMKA COPEBHOBAHUSA HarparKAeHbl MefanaMmmny;

e €C/IN CKasyemoe MMeeT B COCTaBe YMUC/UTE/bHbIE, KOTOPble 0603HAYAKT KKPYr/ble AECATKU»:
«ABafLaTb», «TPUALATbY, COPOK», €ro MOMKHO CTaBUTb B POpMYy KaK egMHCTBEHHOro, Tak
N MHOXECTBEHHOIO Yncna: «Ha 3aHATMA He ABUAUCL AecATb cTyaeHToB». «CTo ABaALaTh TOHH
YyyryHa 6b110 BblpaboTaHO;

e MpW nogiekawem, KOTOpoe BbIPaKEHO MECTOMMEHMEM «&KTO», CKAalyemoe CTaBaT B popmy
€AMHCTBEHHOTO YMcna: «Ha cobpaHumn obcy:kaanu Tex, KTo AoNyCTUA HETOYHOCTU B AeKNapaLmm
0 [LOX04aX»;

e NpPU MECTOMMEHMU «YTO» CKaszyemoe CTaBAaT B GOPMYy €AMHCTBEHHOTO WM MHOXKECTBEHHOro
yncna, COOTBETCTBEHHO popme Nognerkallero: «caydyan, YTo UMeNn MecTo...», HO «C/ydal, uTo
UMEN MECTO...»;

e NpuU OTPULATENbHbIX W HEONpPeAeseHHbIX MECTOUMEHMUAX — «HUKTO», «HUYTO», «KOe-yToy,
«HEeYTO», «HEKTO» — CKasyemoe CTaBAaT B GopMy eOMHCTBEHHOrOo YMCAa: HENpPaBWUAbHO —
«KOE-KTO M3 BbICTYMNABLUNX NPEANOKMUANY. HYIKHO: KKOE-KTO M3 BbICTYMaBLUMX NPEANOKNAN,

Kameeopuss pooa. AOGCOIOTHOE OOJBITMHCTBO HAWMMEHOBAHHWH JOJDKHOCTEH U mpodeccuid
MYKCKOTO pojaa. Hampumep, HET JOKHOCTH «pabodashy — TONBKO «pabouuit». B pasroBopHoOii
pedn BO3MOKHO, 3Has, UTO Bpay — KEHIIMHA, CKa3aTh «MoJo/as Bpad MiBanoBay. B nenoBoii peun
3T0 ucKiIoYeHo. CocTaBisis, HampuUMep, peleH3Uu0 Ha padoTy, KOTopasi HalucaHa KEHIIUHOM,
MBI ITHIIIEM «aBTOP CKa3am», «aBTOP MOJUYEPKHYI» U T. 1. Korja nmpu HauMeHOBaHUH J0JDKHOCTH
1 KEHCKOM (haMUJIMHM KCIIONB3YIOT OJHOBPEMEHHO CKa3yeMoe W OmpeielieHHe, MepBOEe CTaBUM
B opMy JKEHCKOTO poja, a BTOpoe — Mykckoro: «lIpe3eHTanuio mpoBeia HOBBIM CeKpeTapb
ITetpoBan.

OoHopoonvie unenvl npeodnoxcenus. Hampumep, Henmb3s ckazaTb: «Moil pykoBoAMTENb OBLI
B Aurnuu, Ilonmpme wu lamtw». 3peck ommbKka cCBsi3aHAa C T€M, YTO TPHUBEIEHHBIE CIIOBA
M0-pa3HOMY YIPABISIOTCS CKa3yeMbIM U TpeOylOT pa3HbIX HpemioroB. B atom ciydae
npomnyckaTh mpeanor omuodouHo. IIpaBunbHO: «Moii pykoBoauTens Obul B AHriuu, Ilomnbliie



u Ha ['autm». Eciin B kauecTBe OJHOPOJHBIX YJICHOB MPCAJIOXKCHUSA BBICTYIIAIOT CJIOBA, KOTOPLIC
TPCGYIOT OJHOTO IMpeaJiora, To0 €ro MOXXHO yKa3aTb CAUHOX/BL: «B IrOpoaax, Ccelax U ACPCBHAX.

B HCKOTOPBIX ClIydasaAX OAHOPOJHBIC YJICHBI MPCAJIOXKCHUSA IMO-PA3HOMY YIPABJIAIOT 3aBUCHUMBIM
cioBoM. [Ipu 3TOM Henmb3s OTpaHMUYUTHCS yKazaHUeM OJHOM (opmel: «Hapon moamepkuBan
u rosocoBain 3a JlyopoBuna». CioBa «IOIIEpKUBAIDY M «TOJOCOBA» TPeOYIOT pazHOU (OpPMEI
yopaBieHusi: nojaepxkuBan (koro?) JlyopoBuHa, TroiocoBan (3a koro?) 3a [lyOpoBuHa.
[epectpoum npemioxenue: «Hapon mognepxusain JlyOpoBrHa U roJI0COBAI 32 HETOY.

Jeenpuuacmuoviii  obopom. Bcem uW3BeCTHO Kiaccwueckoe BbeipakeHue A. I1. Uexona:
«ITogbe3xkas K CTaHUMM, y MEHS cierena uuisina». [IOHATEH IOMOPUCTUYECKHMH CMBICH 3TOM
(dpa3bl: CyOBEKTOM JCHCTBUSA OKa3bIBAETCS MIIATA, MOAbE3KAIONIAs K CTAHIIMHU, a HE YEJIOBEK,
Ha KOTOPOTO OHa HajeTa. AHAJIOTUYHBIE BHICKA3bIBaHUS €CTh W B AesioBOM peun: «lIpopaboras
JIECATh JIET, y HEro OB Ha3HAY€H HOBBIM HAYAJbHHUK» — 10 CMBICITY TMOJIYYaeTCsl, YTO HOBBII
HavyaJIbHUK TpopadoTan AECATh JIET, MOCIE Yero MOSBUJICA Y HEKOETO «ero». UToObl n30exarth
MOJ0OHOM IMyTaHUIIbI, IOMHUTE, YTO JACHCTBHE, KOTOPOE 0003HAUEHO JICCTIPUYACTHBIM 000POTOM,
aBTOMATUYECKU  MPHUNHUChIBaeM  mojuiexameMmy.  Hampumep,  «BxmouuB — KOH(GOpKY,
ee Temneparypa ObicTpo mogHumaercs a0 90 rpamgycosy. Iloanexaree 3mech «reMIepaTypay.
[To cMbICTy mTONy4yaeTcs, 4YTO TeMIeparypa BKIOYaeT KOH(MOPKY, TMOciIe Yero OBICTPO
nogHuUMaeTcs. Takue TpemioKeHHs HY)KHO TepecTpanBaTh MOJHOCTHIO: «[locne BxiItoueHUs
KoHpOpKH Temreparypa Obictpo momHuMaercs 1o 90 rpagycoB», «llocime TOro Kak
OH mpopaboTai IecATh JIeT, ObIJT Ha3HAYEH HOBBIA HAYATBHUK OT/ICIIAY.

OmmunoKHu TaKoro pOoJda BOBHHUKAIOT B HECKOJIBKUX ClIydadaX:

e Korpa noanexauee u ckazyemoe 0603HaYaloT AeNCTBME WM COCTOSIHME, KOTOpble He 3aBUCAT
OT BO/IM peicTBylowero avua — «O3HaKOMUBLUMCL C BbIBOZAMM, Y MEHSI BO3HWKJIO KesnaHue
UX BHEAPWUTb B NPaKTUKy». MpaBuibHO — «O3HAaKOMMBLUWCL C BbIBOAAMM, A OLLYTUA KenaHue
BHEAPWUTb MUX B NPAKTUKY».

e B HeonpeaeneHHo-NUUHbIX nNpeanoskeHusax: «MpopaboTaB HECKONbKO AeT, emy MOBbICUAM
3apaboTHylo nniaty» — npopaboTan oAMH YesNoBeK, a3apnaaty MoBbICUA KTO-TO AOPYrow.
MpaBunbHO: «Mocne TOro Kak OH NpopaboTan HECKO/IbKO eT, emy MOBbiCUAM 3apaboTHyto
nnaTy».

OwiuoKu 6 3HaKax npenuHanus

Tenepb IIOTOBOPHUM O TOM, KaKHC THUIIMYHBIC OIIHNOKHU JAOITYCKAOT Ballk KOJUICTU B PACCTAHOBKEC
3HAaKOB IIPCIIMHAHUA. O6paTI/IM oco0oe BHIMaHHE Ha JABOCTOYMC U 3aIIATBIC.

Heoemouue. OmmOka, KOTOpas BCTPEYAETCS Yalle BCEro B IMYHKTyallUd, — HENPaBHIbHO
odopmistoT abzar ¢ aBoeroureM. Hampumep, «...o0pariaem Ballle BHUMaHHME Ha ClIEAYHOILEe:
[lonnmucaB 1OroBop, Hamia KOMIIAHUS HE3aMEMJIUTENIbHO IPUCTYNHIA K BBINOJHEHHIO
JIOTOBOPHBIX 0053aTeNbCTB...». B TaHHOM citydae ommnOka 3aK/IF04aeTcsi B TOM, UTO MPEUI0KEHUE
HEeJb3sl 3aKaH4YMBaTh J1BoeToureM. [103ToMy 3a ABOETOUYMEM HENb3sl CTAaBUTh MPOIMHUCHYIO OYKBY,
ecau 3To He uMsi cobcTBeHHoe. Kpome Toro, cnoBo «cienyromee» TpeOyeT HpOAOJKEHHS
npeuioxkenus. Ecnu B 3asBieHHON (opMme mpennokeHue MpoJI0JDKUTh HEBO3MOXKHO, (Gopmy
crenyer u3MeHuTh. Hampumep: «...o0pariaeM Baile BHUMaHHE Ha TO, YTO, MOJIKCAB JIOTOBOD,
Hallla KOMITaHUS HE3aMeUIUTEeNIbHO MPUCTYNIIA K BBITOJIHEHUIO JOTOBOPHBIX 0053aTENbCTB...».
JIBoeToure MOKET MpeIIeCTBOBATh IEPEUNCICHUIO.

3ansamas. HYHKTyaLII/IOHHa}I OIJ_II/I6K8., KOTOpas 4aCTo BCTPEUACTCA, COCTOUT B TOM, UYTO, BBIJICIINB
HavaJio MPUYACTHOIO HJIN ACCTIPUYIACTHOIO 060p0Ta, aBTOpD 3a0bIBACT MMOCTABUTH 3aIITYIO TaM,
IJle OH KOHYaeTcs. B TaGJ’II/ILIe 4 HIDKE MBI co6pam/1 cJIydyau, Korja l'IpI/I‘-IaCTHHﬁ 060p0T HYKHO
1 HC HY’KHO BBIACIIATH 3alIATBIMU. Yrto kacaercs ACCIIPUIACTHOT'O o6op0Ta, TO €ro BBIACIIAIOT



3allAThIMU  HE3aBUCUMO OT MCCTa B IPCAJIOKCHUU. 3ansaTeie B ACCTIPUIaCTHOM O60pOT€
HEC CTaBAT:

e ec/M peenpuyactvMe OTHOCUTCA K F1arony M ABAseTcAa obcToAaTennctBom obpasa pencreus —
«lWen He cnewav;

e Mnpu obopoTax «Mcxodd U3» B 3HAYEHUM «HA OCHOBAHUM» U KHAYMHAA C», KOTOPbIE MOXKHO
onyctutb 6e3 HapyLweHuns cmbicia — «loKasaTenm onpenenatoTca NCXoaa U3 MHOTUX AAHHbIX»;

e ecn geenpuyactTHomy ob60poTy MpeallecTByeT YCUAUTENbHAA YacTuua WAWM coto3, 0cobeHHOo
COH03 «a», B 3TOM C/ly4yae AeenNpPUYaCTHYO KOHCTPYKLUMIO HeNb3a M3bATb — «Heobxogmmo cpoyHo
NMPUHATL peLleHne, a NPUHAB ero, NPOBOAMUTL B XKU3HbY;

e eciM peenpuyacTHoli 0BOpPOT BK/AKOYAET C/AIOBO «KOTOPbIN» — «M3patoTca chneumanbHble
KaTasorm, n3y4nB KOTOpble MOXKHO BblO6paTb HEOBXOAMMBIV BamM TOBap».

Tabauya 4. Kocoa nyscHo u Heb3s 8bl0esimb NPUYACMHbBIN 000POM 3anamvlMu

[IpruacTHBIN 000pOT BhIIEsIEM 3ansThiMu, [IpuuyacTtblit 00opoT HE BhIensem 3ansThiMu,

€CJIH OH: €CJIH OH:

CTOUT MOCJIE ONPELIIIEMOTO CJIOBA — CTOUT TIEPE]T OTPEIETSIEMBIM CIIOBOM U HE UMEET
«/lokymMeHT, cOCTaBIECHHBIN MHOIO, JIeXKaT  JT0OAaBOYHBIX OTTEHKOB — «[IpounTanHas MHOIO
Ha CTOJIE» KHUTA JIeXKaa Ha CTOJIE»

CTOUT Tepe]] OMPEEISIEMBIM CIIOBOM CBSI3aH TI0 CMBICITY H C TTOJJIC)KAIINAM,

1 OTHOCHUTCS K TUYHOMY MECTOMMEHUIO — 1 CO CKa3yeMbIM U yJIaJieH OT CYIIECTBUTEIHHOTO,
«YTOMJIEHHBIW JOJITUMH TIEPETOBOPAMH, C KOTOPBIM COTJIACYETCS, — «3EPHO JIEKAIO

OH Cpa3zy YCHYJ» CCBHITIAHHOE B 3aKpOMa

MMEET JOTIOJTHUTEIHHOE 00CTOSATETLCTBEHHOE TECHO CBSI3aH C MECTOMMEHHEM, K KOTOPOMY
3HAYEHUE — «Y TOMJIEHHBIE JOJITOM JIOPOToil, OTHOCHUTCSA, — «Bce ono3gaBuive Ha JIEKIUIO
pedsiTa cpa3y 3aCHYJIN» CTOSUTH B KOPHIOPE»

4. OlIMGKHU B 3/IEKTPOHHOM J€/I0BOi epenucke

Cekperapu Oonbmie 50 % BpeMeHH TpaTSIT Ha AIEKTPOHHYIO NEPENUCKY C KIMEHTaMU,
COTPYIHHKAMU U pyKoBoAUTEIsIMU. OJHAKO IPaMOTHO BECTH JIEJIOBYIO 3JIEKTPOHHYIO MEPEMUCKY
yMeeT Janeko He Kaxiblid. [1o aeKTpoHHOMY MHUChMY MapTHEPHI M KOJUIETH CYIST O BalleM
KYJIbTYPHOM YpOBHE U npodeccuonanusme. HebperxHo HanmMcaHHOE 3JIEKTPOHHOE MTUCEMO MOKET
HCIOPTUTH BAIlly JICJIOBYIO PEMYTALMIO U HABPEIUTh UMHJIKY OpraHU3aIiH.

HpaBI/IJ'Ia BHCKTpOHHOﬁ MNEPCIHUCKU HC 3aKPCIJICHBI HOPMATHUBHBIMU aKTaMH W ONPCACIIAROTCH,
C OJHOM CTOPOHBI, O6H_II/IMI/I [mpaBujIaMH OQ)OpMHeHI/ISI ACJIOBBIX 6YM8.F Ha 6YM8.)KHBIX HOCHUTCIIAX,
ac ,Z[py1"0171 — IIpaBUJIaMU ACJIOBOI'0 9TUKCTA. Tekct QJICKTPOHHOI'O IMHMCbMa JOJLKCH OBITh:

® TOYHbIM, YTO obecnevuBaet OAHO3HAYHOCTb NMOHMMAHUA U UCKNKOYAET ABYCMbICNIEHHOCTb,

. ACHbIM, TO €CTb CTPYKTYPUPOBAHHbIM U IOTUYHbIM,

. KPaTKMM. MUWHUMYM CNOB — MaKCUMyM MHd)OpMaLI,MM — OAHO W3 rNaBHbLIX NpaBuUn AEI'IOBOﬁ
SHEI-(TpOHHOﬁ nepenncku,

. BEX/TINBbIM. rpy6OCTb M HETaKTMYHOCTb B AeNO0BbIX MUCbMax HeaonycTumbl. YpesmepHas
nobesHocTb B AEeNoBbIX MMCbMaX TaKXXe HU K Yemy:

HenpasuibHO IIpaBuibHO
«BbI He BBITIOJIHsIETE IPUHATHIE HA ce0s «B3sTeie Bamu Ha ce0s 00s13aTenbCTBA
00513aTeNIbCTBAY; HE BBIIIOJIHAIOTCSY;

«Ballm KoJjuieru noCTossHHO HapymaroT CpOKHU ((CpOKI/I IMMOCTAaBKU TOBApa HApPYIIAOTCA
IIOCTAaBKU TOBapa» BalllMMHU KOJIJICTaMK»




e HelTpanbHbIM. B aenoBon nepenucke WCKAOYAOTCA C€noBa W ppasbl CAPKO BblpaXKeHHOM
3MOLMOHaNbHO-3KCMPECCUBHOM OKPACKOM. ITO He 03HAYaeT, YTO Ae/I0BOe MUCbMO JINLWEHO
aMmounin. B 1enoBOM NMUCbMEHHOM 3TUKETe 4acTo WMCMONb3ylT 6e3/MyHble (CTpadaTesibHble)
060poTbl, YTO M NpuaaeT nucbMmy obuLMaNbHbIN XapakTep. OnA 3MOLMOHA/IbHOM OKPacKu
B 4,€/710BOM NepenncKke UCNOob3yOTCA, HanpMmep, BBOAHbIE C/I0Ba;

dopmanuzoBaHHas (GpopMyJIHpoOBKa OMOIMOHAIIFHO OKpalieHHas GopMyIHpoBKa
«Ecnu Bamra no3unums no ykasaHHeIM IIyHKTam «B ciryqae Bamero oTkasa ot nepecMoTpa
[IpuiiocxeHus He OyAeT IepecMOTPEHa, YKa3aHHBIX ITYHKTOB [IpHioxeHus Msl,

MbI Oy/1eM BBIHYX/IE€HbI OTKa3aThCs K COKaJICHUIO, BEIHY)KJICHBI Oy/IeM 0TKa3aThCs
OT COTpYIHHYECTBA ¢ Bameir Toprosoi OT COTpYyIHHUYECTBa ¢ Bameil Toprooi
KOMIIaHUEN KOMITaHUE»

e rpamoTHbIM. OyeHb BAXXHO C/AeAUTb 3a NPaBW/bHbIM WCMNONb30BaHWEM cfioB, u3beraTb
CTUAUCTUYECKUX OLLUBOK.

[IpaBunbHO COCTaBJICHHOE IUCHMO —  TOKa3aTelb BaIlIEro npodeccuonanuzma
Y KIIMEHTOOPUEHTUPOBAHHOCTH KOMITAHMHM B IIeIOM. PacmpocTpaHeHHBIE OITMOKK B JETOBOM
AIIEKTPOHHOM MEepPENrCcKe Ha3BaHbl HUXKE.

Omcymcemeyiom:.

. CnoBa 6naro,u,apHocw| a4pecaTy 3a OKa3aHHYK NOMOLLb, €C/IN TAaKOBAA UMesla MeCTO,
. KOMMEHTApPUKN Npu NepecblsIKE 3INIEKTPOHHOIO COOGLLI,GHMFL

He ucnon b3yIoOmcs.!

. d)YHKLI,VIﬂ dBTOOTBETA BO BpemsA Bawlero oTCytCrBmA Ha pa6oqu mecTe onTeNibHOE BpeMA;
. NcTopmnAa nepenmnckn, KOTopaa Nno3BoaAEeT COPUEHTUPOBATLCA B BOMPOCE, O6CV)‘K,£I,EHVIE KOTOpOro
ANNTCA AO0NTO0E BpEMA.

Hcnonvzyromes:

e  dYHKLMA «OTBETUTbL BCeEM» He3 HeobxoaMmocTy;
e  CTaHZaPTHbIE CTUXM U KAPTUHKKN U3 MHTepHeTa K NpasaHUKam.

5. OIIMOGKHY B BeleHUU GYMaKHOM U 3JIEKTPOHHOM /1e/1I0BOi epenrcKu

Ouwuoka 1. Cuumams opueunanamu pacneyamaHnuvie 31eKmMpoHHble TTIChMa

Buyem ommbka uHa4ro OHa Biusger. MHorue cekperapu U paOOTHUKH KaHLEISPHM
pacrevarblBalOT AJEKTPOHHbIE NHCbMA, CTaBAT HAa HUX IITaMI «BXOJINEE» | Ha3bIBAIOT
UX OpUrMHanaMu. J1o HeBepHO. IOpuanueckas cuia TakoW pacledyaTKd paBHA FOPUIMYECKON
CHJie CKaH-KOMUM OyMaXHOTO IHCbMa, TO €CTh OTCYTCTBYeT. HamoMHMM, 4YTO OpHIrHMHaI
OyMa)KHOTO MHUChbMa — 3TO MHUCBMO, KOTOPOE COOCTBEHHOPYYHO MOJNKCAT PYKOBOAUTEINb.
A opuruHan 5»JeKTPOHHOTO muchbMa — (ailsl, KOTOPBIM MOJMHMCAH >JIEKTPOHHON LU(POBO
noanuceio (DLII). Ecnu npunercst AeMOHCTpUPOBATH TaKOE MHCHMO B CYyJI€, TO pacledyaTKy Kak
JIOKa3aTeNbCTBO CY/ HE IPUMET.

Kax  ucnpasumv. He pacneuaTsiBaiiTe 3JIEKTPOHHBIE MHCbMA. OJIEKTPOHHBIE IUCHMA,
noanucanuele DLII, XpaHWTe B IEKTPOHHOM BHUIE — TOIZA OHM CUUTAIOTCS OPHUTHMHAIAMHU
u obnagarT ropuauueckor cunoi. Jleno «llepenmcka» (HOpMUPYIOT € yueTOM HOCHUTENEH
JOKYMEHTOB. B HeM wMoryr ObITh U OyMaXKHble IHCbMa, | 3JEKTPOHHBIE, 3alliCaHHbIE
Ha BHEIIHUW HOCUTEIIb.
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[IpoBepsiiiTe IOPUIUYECKYIO CHIIY JOKYMEHTa W MoJIMHHOCTh Ol B MOMEHT mOCTyIUIEHUS
nuceMa. He3aBUCHMMO OT HOCHUTENS Yy MMCEM IPOBEPSIOT IPABWIBHOCTH aJpecOBaHMs, OJIaHK,
OPUIMHAJIBHYIO IMOJIKCH W NPUIIOKEHMs. ECaM BbI MOMYYWIM NHMCBMO, KOTOPOE MOAIMCAHO
ycuieHHo  kBamuduuupoBanHoi OLII, TO ecTh  3aperMCTPUPOBAHHON B CHELUATBHO
aKKpPEIUTOBAHHOM  Y/IOCTOBEPSIOIIEM IEHTpe, 00s3aTeIbHO MPOBEPHTE  IMOJUIMHHOCTH
cepTuduKaTra 3JIEKTPOHHOH mnoanucu. Kak MMEHHO 3TO Jenarb, 3aBUCHT OT IMPOTPAMMHOTO
oOecrieyeHns, KOTOpOE €CTh B opraHm3anuu. Jlydmmii BapuaHT — aBTOMAaTHYECKasl MMPOBEPKa,
KOI'/Ia IporpaMMa caMa IpoBepsieT noAnuch 0e3 Bamiero yyactusi. Eciau Takoil BO3MOXKHOCTH HET,
UCIIOJIb3yHTE MHOTOYHCIICHHBIC HHTEPHET-cepBUChl. Hanpumep, gosuslugi.ru.

[Ipumep. s npoBepKu 3arpy3uTe Ha caldT nucbmo, noanucanHoe DL, nnu daiin ST ITocne
TOTO KaK BBEJIETE€ IPOBEPOUHBIN KOJI, IIPOTpaMMa BBIIACT PE3YIIbTAT, KOTOPBIH MOXKET BBITIISAICTh
Kak o0pasel] H1xe.

Pucynox 7. Pesynbtat npoepku LT
Ouwuoka 2. He yxazvieams 6 dcypHane pecucmpayuu HoCumesnb nucbma

Buem ommOka wHauyTO OHa BAMsSET. JIOKYyMEHTbI PETUCTPUPYIOT B YCTAHOBIIEHHOM
B opranu3anuu (opMe BIKypHaJe perucTpanuy BXOJAIIMX JOKYMEHTOB. bymaxkHbie
U DJIGKTPOHHBIE MHCbMa YYUTHIBAIOT HA OOLIUX OCHOBAHUSAX — TUCKPUMHHALIMKM MO HOCUTEIIO
uHpopmanuu ObITH HE AODKHO. Tosibko B rpade «HocurTenb» B perucTpallMOHHOM >KypHalie
yacTo 3a0bIBalOT MPOCTaBUTh OTMETKY O TOM, Ha KAKOM HOCHUTEJE MOCTYMUJIO MUCHBMO —
OyMa)KHOM WJIM AJIEKTPOHHOM. Ha ropuaudeckyro cuity 10KyMeHTa U Ha (opMUpOBaHUE Jiejia 3Ta
omnOKa He BIMSET. 3aTO OHA MOBJIMSIET HA Ballle BPEMs U CHJIbIL, €CIIM BaM MOPYy4YaT HEMEJICHHO
HaWTH U NpecTaBuTh 1medy HyxkHoe nmucbMo. Ecnu 0o6bem nepenucku OOJbIION, B Jielie MHOTO
OYMa)KHBIX U DJIGKTPOHHBIX JOKYMEHTOB, @ OTMETKH B KypHAJle pEruCcTpallii HET, HAUTU MHUCbMO
OBICTPO HEBO3MOKHO.

Kax  ucnpasums.  OO0s3aTeNIbHO  MPOCTaBIIRTE  OTMETKY O HOCUTENE  JOKyMEHTa
B peructpaliMoHHoi Qopme (mpumep Hmwke). OHa yKaxeT, 4YTO OPUTHHAT HAXOIUTCA
B BUPTYaJIbHOM IIPOCTPAHCTBE, A HE B MAIKE HA IOJIKE.
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Pucynox 8. JKypmam perucrpanuu BXOAALUIMX JOKYMEHTOB C OTMETKAMH O HOCHTEJE
uHpopmanuu (pparmeHT)

Owuoka 3. Cumewusams OOKYMeHmMbl HA PA3HLIX HOCUMENAX U NPeOCmAasiamyb Ux 8 MmaKom euoe
Ha paccmompeHue pyKosooOUmento

B yem ommOka u Ha 4T0 OHa Biuser. OmmOKa BO3HHKAET B TOT MOMEHT, KOTJIa PYKOBOJHUTEIb
paccmarpuBaeT — HocTynuBilee NUCbMO. [IOHSATHO, 4YTO  TON-MEHEKEPhl —  HapoJ
KOHCEpBaTUBHBIM U MEHSATh NPUBBIYKM OHM HE OyayT. OJHM HavaJdbHUKU IPEANOYUTAIOT
paboTarh TOJBKO ¢ OyMa)XHBIMH MHCbMaMH, JAPYyrue, Ha000POT, TOJIBKO C 3JIEKTPOHHBIMU. BOT
Y TIPUXOAMTCS TMOO pacreyaThiBaTh JIEKTPOHHBIC MHChMa M KJIAacTh MX B Hanky «Ha moammce
BMecTe ¢ OyMa)XHBIMH, 100, HAOOOPOT, CKAHUPOBATH OyMa)KHbIE M OTHPABIATH UX 1€y BMecTe
C DJIEKTPOHHBIMH.

[IpaBunaM nenonpou3BOACTBa 3TO HE MPOTUBOPEUYUT, HA (GOPMUPOBAHME Jejla HE BIMSET, MPU
YCIIOBHH, YTO BBl IOMEIAETEe B HETO NMUChMa B OPUTMHAIBHOM Bapuante. [Ipobiema B TOM, UTO
[IOCJI€ pacleyaTblBAHUS W CKAHWPOBAHUS KOJMYECTBO IMHCEM YABAUBACTCS, MPUYEM OpPUTHHAI
y Bac OyJIeT Ha OJTHOM HOCHUTEJIE, a PE30JIIOLUS Ha IPYTOM.

Kax ucnpasums. PabotaiiTe C 3J€KTPOHHBIMU JTOKYMEHTaMU B JIEKTPOHHOM HPOCTPAHCTBE,
a c OyMaXHbIMM — o(aifH. Bo3HuKaeT Bompoc: eciM MNPHUIIIOCh «Pa3IBOUTHY» MUCHMO
Y OpUTHHAJl OCTajCsl Ha OJHOM HOCHUTENE, a Pe30JIIoLHUs Ha APYroM, KaKkyl BEPCHIO XPaHWUThH?
Xpanute opuruHai. Jloka3aTeabCTBOM B CyA€ NPU BO3MOXHOM KOH(IMKTE C KOHTPareHTOM
MOXXET OBITh TOJBKO OpUTHMHA OyMa)XHOTO WJIM 3JEKTPOHHOro MHChbMa. Pesomomus cyn
HE 3aMHTEpecyeT: OHa JOKa3blBaeT TOJIbKO TO, YTO OJMH U3 MOJAYUHEHHBIX PYKOBOJIUTEINS
TTOJTYYHJT 33/TaHKE 10 TUCHhMY. [103TOMY XpaHHUTh SK3EMILISAP C PE30JIIOIUEH HE 00s3aTeIbHO. ITO
aKTyaJIbHO JIeJIaTh IO T€X MOP, MOKa UCIIOIHUTEIh HE OTYUTAETCS 32 BHIMOJIHEHHE 3aJaHUSI.

Ouuoka 4. Jlenams 06otinyto pabomy, nepenucvigas pesonoyuu ¢ oOymadxcuolx nucem 6 CIJ/1

B uem ommbka u Ha 4yTO OoHA BiMseT. [loaydynB MUCHMO € PE30JIOLUEH PYKOBOAUTENS, KayK bl
CeKpeTaphb JOBOJUT 3a/laHuE [0 MCIIOJHUTENS B TOW Gopme, KOTopasl MPUHITA B OpraHU3aIHH.
Hanpumep, wacto cucreMy 53JI€KTPOHHOro JokyMeHTooOopoTa wimu COJl B opraHusanuu
HCIOJIB3YIOT KaK 3JIEKTPOHHBIN KYpHAJ PErUCTPalliu ¢ paclIiupeHHbIMU QyHKIusAMU. CekpeTapb
BHOCUT B HETO BCE NHUChbMa, BKIIOYas CKAaH-KONUU OYMa)KHBIX, a AUPEKTOpP paccMaTpHUBAeT
WX TOJIBKO B OyMa)XHOM BHJI€ M OTJAeT CceKpeTapro ¢ pesontouueid. Cekperapp NEPEeHOCHT
pesomoruu B COJ1 v paccbutaet 3aaanus. st dopmupoBaHus iena Takas omuOKa omacHa TeM,
YTO BMECTO OpHUTHMHANIA MHCbMa B Jielieé OKa3bIBA€TCA €ro KOMHS C Pe30JIIoLUel Ha JIpyroM
HOCHTEIE.

Kax ucnpaeumo. PabGoTaliTe ¢ mHCbEMOM B TOM BUC, B KOTOPOM CYHIECCTBYCET €CIo OpI/IFI/IHaJ'IbHHﬁ
OK3EMILIAD. Y6em/ITe meq)a, KOTOpHﬁ IpeAnoInTacT 6YMa)I(HLIe pacnedyaTKu SJICKTPOHHBIX
AOKYMCHTOB, JUKTOBATb PC30JIOLNUU T10 Tene(1)0Hy. BEI co cBoero KOMIIBIOTEPA CMOXKETC Cpaly
CO3JaThb U OTIIPABUTH 3a/ITaHUC UCIIOJIHUTCIITO. Tak ogun IMPpOLECC HE HYKHO ACIIATh ABAXK/IBI.

Owuoka 5. ['omosums omeem Ha HOcumesne, KOMOpPblli He COOMBEMCMEYEMm NUCLMY-3ANPOCY

B yem ommOka u Ha uTO OHa BiIuseT. HocuTenp NMHChbMa-OTBETa HE COOTBCTCTBYCT HOCUTCIIIO
IrucCbMa-3alrpoca: €CJIu MUCbMO-3aIlpocC OBLIO QJICKTPOHHBIM, Ballll KOJUICTU OTBCYAKOT HA HETO
B 6YMa)KHOM BUJIEC, U HaO60pOT. HOCTyl'[aTB TaKHUM 06p8.30M MOYKHO TOJIbKO B 0COOBIX crydadax:
HalipuMep, aapecar CIICHUAaJIbHO OTrOBOPUII, YTO XOYCT IOJYYUTH OTBCT HA 6yMa)KHOC IUCbMO
B 3JICKTPOHHOM BUJC, U BbI IIONIJIM MY HABCTPECUY.
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Ecimn OymakHOoe NTHCHMO-3alpOC BBl HOJIIMIMA B MANKy, a MIEKTPOHHBIH OTBET Ha HETO
CYLIECTBYET TOJIBKO Ha IPOCTOpaX JOKAIBbHOM CETH, BBl HE CMOXKETE HEMEUIEHHO TOJIYYUTh BCIO
HCTOPHIO MIEPETIUCKHU 110 BOIIPOCY.

Kax ucnpasums. HyXHO COXpaHHTb €JUHCTBO HOCHUTENIECH B UCTOPUU IEPENHCKU 10 OJHOMY
Borpocy. Eciu y Bac BHYTpH OJTHOM HCTOPHUM IOSIBUIMCH NMCbMa Ha JABYX HOCUTENAX, TO JI€JIaTh
HEYero — HY)KHO KONUpoBaTh. Bama nenbs — chopMUpoBaTh MNOJHYIO HUCTOPHUIO MNEPEHNUCKU
1 B OyMa)XHOW Hanke, U B MIEKTPOHHOM. BymakHble mHHCbMa OTCKaHUPYWUTE, a 3JIEKTPOHHBIE
pacneuataiite BMecTe c daitiom DIl u nmomecTuTe B COOTBETCTBYIOIIME TMANKWA. Toraa
Y OPUTHMHAJIBI IIMCEM OCTAaHYTCsI KK IbI HA CBOEM MECTE, U UCTOPUH IIEPENMCKHU HE ITOCTPAJAOT.

Owuoka 6. He nomewiamsv 3J1€KmMpPOHHblLE NUCOBMA 6 ()eﬂo, a XpaHAam ux 6 no4noeom Kiuenme uiu
6 Komnvromepe

B uem ommnOka ¥ Ha 4YTO OHA BiIMAEeT. MHOTHE CCKpPCTapn HC U3BJICKAIOT JJICKTPOHHLIC NIHCbhMa
13 MOYTOBOM MpOrpaMMbl M OCTaBJISIIOT MX B HEM, OTpaHMUYMBAsACHh NEPECBUIKOW IIedy A
paccmoTpenus. Tak OHM HapymaroT npaBuia (OpPMHUPOBaHUS JieNa: JOKYMEHT Mo (akTy
OTCYTCTBYET B JieJie, OH OpOLIEH Ha IPOM3BOJI Cyab0bl. Uepe3 HECKOJIBKO AHEN OH MCYE3HET MOJ
JIAaBUHOM JIpyrux MuceM U HailTu ero OyneT oueHb ciioxkHO. Ha ¢popMupoBanue nena sta ommbdka
BIIUSIET KPUTUYECKUM 00pa30oM: IOKyMEHTHI HE MOMaaloT B JEJI0 U TEPSAIOTCA.

Kax ucnpasumo. UToOBl HEe MOTEPATH 3JEKTPOHHBIE NHCbMa, BBITPYXaHTe HX U3 MOYTOBOMH
MIPOrpaMMbl U MOMEIIANTE B ANKYy Ha KECTKOM JIMCKE KOMIBIOTEPA UIIH B JIOKATHHON CETH.

Owuoka 7. Henopuposams npunyun «3anpoc — omeemy npu hopmuposanuu oena

B uem ommbka u HauTto OHa BiusAeT. YacTto Bamu KoJUIETH (OPMUPYIOT MEPENUCKY B AEJI0
HE MO0 MPHUHIMITY «3alpoc — OTBET», a KaK BXOJAIIME-UCXOJIIIMe NMuchMa. B TakoMm ciydae
HCTOPHIO MEPENHCKN CHavajia UIMyT IO KypHajdaM PEerucTpallyy, a TOTOM COOMPAIOT MO Marnkam,
a 3TO OYEHb JIOJITHIl mpoliecc.

Kax  ucnpasums. @OopMupyiTe MNEpenucKy IO OIPUHLHUITY <«3alpoc — OTBET», TO €CTh
3a MUCbMOM-3aIIPOCOM TOJIIIMBAITe OTBET Ha Hero. Eciu moctynuiia peakiys Ha OTBET, TO HOBOE
MUCBMO TOJIIIENUTE Mocjie OoTBeTa W T. 1. Ha mepBulii B3risa, B Aene Oecrnopsiiok, HO eCiH
MIPUCMOTPETHCS, TO Bce Oosiee 4eM YIMOPSA0YEHHO M UCTOPHUIO MEPENHUCKH IO BOIMPOCY MOXKHO
obicTpo HaWTu. [Ipu perucTpanuu nucbMa-oTBETa B XKypHAJE yueTa MHUCEM ClelaiTe OTMETKY
0 TOM, K KakoMy 3ampocy OoHO oTHocuTcsi (mpumep). Ecnu ucnonnutens pabotaer B CO/I,
TO CBSI3Ka OTBETA C 3aPOCOM CO31AaeTCs ABTOMATUYECKH.

[TpuHIMI «3ampoc — OTBET» KacaeTcs U OyMaXKHBIX, U AJIEKTPOHHBIX muceM. Ecim GymaxkHbie
MOJAIIMBAIOT B MANKy-PETUCTPATOP WM CKOPOCHIMBATENb, TO AJIEKTPOHHBIE (alabl TOXke
MOMEUIAIOT B MAIKy, TOJBKO BUPTyalibHYI0, B COJI MK B JIOKanbHOU ceTH. Daiiibl BHICTPauBAIOT
TaKKe B nopsake 3anpocoB. DopmMupoBaTh 3IEKTPOHHOE €TI0 C NEPENUCKONM HAMHOIO JIET4Ye
MOTOMY, YTO BHYTpHU riaBHOM manku «llepenucka» MOXHO CO31aTh CKOJIBKO YrOAHO Marok
¢ ucropusimu (puc. 9, 10 Hmxe). 3aroI0OBOK Manku — JaHHbIE MUChMa-3aIpoca.

Pucynok 9. Ilanka ¢ ucropussMu nepenucku

Pucynoxk 10. [Incema BHyTpH nanku
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Korpia 3akoHUUTCS TO, IENI0 C MEPENHUCKON OTIPABIISIIOT HAa XpaHSHHE. XPaHSAT MEPEIUCKY THO0
B apXHMBC OpraHu3alnyu, €CJIW OH IIPUHHUMACT [ACJIa C IATHICTHUM CPOKOM XpaHCHMHA, JII/I6O
B KaQHIICISAPUH, JIMOO B mpueMHOW. [loNHOCTBIO Jena ¢ mepenuckoil oGopmIIATh HE HYKHO.
B OymMakHBIX Marnkax JOCTaTOYHO MPOKOHTPOIUPOBATH XPOHOJIOTHIO, YIAIUTh HEHYKHbIE KON
W YCPpHOBUKHU, pa3bICKaTb W MNOAIIWUTL OPUIWHAJIBI H T. O. 3JI€KTpOHHBIe IIMCbMa 3allMIInuTC
Ha BHEIIHUM HocuTenb nHpopMmanuu. ColepKUMOe TMCKa BBIMJISIIUT TaK )K€, KaKk Ha pUCyHKe 9.
Hocurenp mydrnie Bcero BI0XKUATH B (a1 ¥ MOIIMIUTH B MANKy ¢ OyMaKHBIMH JJOKYMEHTaMH.

Owuoka 8. Henpasuioho yuumseieams eOuHuybl Xpanenus 6 oene «llepenuckay

B yem ommbka u Ha 4TO OHa BiMAeT. EciM B HOMEHKIAType Aen ykas3aTb OOIee KOJINYECTBO
€IMHHUIl XPAHEHHUs MEePENUCKU U He Ha3BaTh HOCUTENH, O JUCKE ObICTPO 3a0yayT U OyAyT UCKaTh
TOM Ha OyMa)XHOM HOCHUTEJEe, KOTOPOTO HE CYIIECTBYET. OTO MOXET NPOM30UTH IPH
npueMe-tiepenaye  Jes,  JIMKBUJIAIMH/PEOPTraHM3allid  KOMITAHWHW,  BBIJCICHHH el
Ha YHHUYTOXXCHHE.

Kax ucnpasums. Hocutenu y mepenucku pasubie, a aeno onaHo. B rpade «lIpumeuanuer
HOMEHKJIATYphI 1] c/ieaiiTe OTMETKY O TOM, YTO JeJI0 YaCTUYHO BEJETCS B AJIEKTPOHHOM BUJE.
Korpa Oynere 3akpbiBaTh HOMEHKJIATYPY i€ U 3alOJHATH B Hel TpeTbio rpady «KomudyectBo
JeN», YKaXKUTe KOJMYECTBO €IMHULl XpPaHEHHsI OyMa)KHBIX U JIEKTPOHHBIX (IPUMEpP HIKE).

Pucynoxk 11. Homenkmarypa nen opranuzanuu ((pparmeHT)

6. ITosie3HbIE COBETHI 10 HANMMCAHUIO JEeJ/IOBbIX TEKCTOB

Tatesna bans, skcnept no s¢ddexTuBHOM padore ¢ nnpopmanueir, 1 Mapust benpnosa, c. H. c.
BHUUN A/, skcriepT B 00J1acTH JOKYMEHTAIIMOHHOTO OOECTICUCHUsI YIPABJICHHS, MPEIararoT
CIIEYIOIINE TEXHUKU U MTPUEMBI JJIs1 OBICTPOTO U JIETKOTO HAITMCAHUS TEKCTOB.

YMeHue co3laBaTh TEKCTHI MPHUTOAUTCS JTHOOOMY CEKpPETapr WM IMOMONIHHMKY. He BaxHO,
MUIIIETE JIX BBl OTYET, ITUChbMO, HOBOCTh HAa CAWT WU IPYTOM MaTepua, — BCe 3TH TEKCThI MOXKHO
HanucaTh OBICTPO M 0€3 MUIMHUX MydeHH. Kak HayduThCsl YETKO M SICHO M3J1araTh CBOM MBICIH
Ha Oymare?

PaccmoTpuM momIaroBeIii  alrOpUTM, KOTOPBIA TIOMOXET BaM JIETKO HAMKMCaTh IOHSTHBIN
1 yOeUTeIbHBIN TEKCT.

Hlac 1. OnpenenHTe TEMY U LCJIb TCKCTA. HaanMep, Korga Bbl COCTaBJIICTC 0630p HOPMAaTHUBHBIX
AOKYMCHTOB IJId PYKOBOIUTCIIA, ACPKUTC B YMC ILCJIb — NPCACTABUTH HAYAJIbHHUKY OCHOBHYIO
I/IH(I)OpMaI_[I/IIO, oTcekas nuiiHee. u BBl NUIIETE MHUChMO-HAIIOMUHAHHUE KIIMCHTY 00 omiaTe —
BaM BaXKHO IMOJIYYUTH OIPEACIICHHYIO CYMMY HE ITO3IHEC KOHerTHOﬁ JAaThl.

Ilae 2. 3anyiuTe TeEMY U IVIaBHBIE TE3UCHI, KOTOPbIE €€ PaCKpPhIBAIOT, B JIEKTPOHHOM BHJIE MU
Ha Oymare. [[J11 KOPOTKOTrO TeKCTa JoctaTouHo 3—4 te3uca. Ecnu Bbl roToBuTe 6051€€ 00BEMHBIM
MaTepHuall, ONTUMAIBHOE KOJHMUYECTBO Te3ucoB — 5—7. CrapaiiTech He NpPEBbIIATh 3TO YHCIIO,
WMHaue YMUTaTellb He BocmpuMeT MHpopmanuio B Tekcre. [lo 3akony Mwuuiepa, 0HOBPEMEHHO
YeJIOBEK MOXKET yJEPKUBaTh B MaMsTh 7 +/— 2 00beKTa, TO ecTh B Xy/IIeM ciiydae — He Ooee 5,
a B yqmeM — 9 te3ucos. Jlyyiie 0cCTaHOBUTHCS HA 5, MAKCUMYM — Ha / IyHKTaXx.

Llae 3. PackpoiiTe KaKblil T€31C B HECKOJIBKUX MpPeIoKeHUsIX win ab3anax. [lomuuTe o cBoeit
nend. Bo3MoXkKHO, TEKCT NMPHUAETCS COKpaTuTh, yOpaB M30bITOuHBIE aetand. Mim Haobopor,
MOHATO0HUTCS PACKPBITH TEMY NOJIpOOHEE.



[Tpumep. B nuceme-HanoMuHaHuM 00 OIIAT€ OTPAHUYBTECH HECKOJIBKUMH al3alamu, eciu
IpearnojaraeTe, 4YTo KIMEHT HE yCIeN WM 3a0bll cAenaTh rnepeBoj BoBpems. JInOo HanmummTe
MoJpOOHOE TMHCHBMO C CEphE3HOM apryMeHTaluel, eciau aapecar YK€ He B IepBBIH pa3
3aJIep’KUBAET CPOKH IIaTexka.

Illaz 4. llpountaiiTe TeKCT U AomnosaHuTe ero. Mcmomnp3yiite cBs3youmue ¢pasbl — «C APYrou
CTOPOHBD», «IIOJBEIEM HTOT», «B CBS3H C 3THM», €CIH 3TO Heo0XxoauMmo. Takke TEKCT MOXKHO
YCWJIUTh HpuMepamu, nutatamu. JloOaBbTe CCBUIKM Ha JIUTEpaTypy, HOPMaTHBHO-IIPABOBbIE
AOKYMCHTBI, MMCbMCHHBIC HUJIM YCTHBIC JOTOBOPCHHOCTH. Ecmm HYXHO, I[O6aBI)Te BCTYILJICHUC
Y 3aBEpLIAIOILYIO YaCTh.

Illae 5. OtnoxuTre TEKCT Ha HeKOTOpoe BpeMs. Ilay3a HeoOXoauma — Bbl CMOKETE MOCMOTPETh
Ha TCKCT CBCXKUM B3IIAI0OM W YBUIACTDH 0HII/I6KI/I, KOTOPBIC HM3HAYAJIbHO HEC 6p003J'II/ICI) B rjias3sa.
Jlydqiie BepHYThCS K HEMY Ha cieayromuid JeHb. Yem Oouiblile TEKCT 3aTparuBaeT Bac
SMOIIMOHAJIBHO, TeM OOJIbIlle BpPEMEHU HY)KHO Ha Mepe3alyCK CO3HaHUS, KOTOPHIA MOMOXET
OIICHUTH €0 MaKCUMaJIbHO 00BEKTHUBHO.

[Ipumep. Koraa cocraBisieTe ciiokHbIE TUChMA — Kajl00bl, OTKa3bl, BBl MOXKETE BBIMTH 32 PAMKH
JIEIOBOTO CTHJIS M MO3BOJIUTH ce0e HEYMECTHBIM MpPUKAa3HOW TOH. A B Ipolecce HalMCaHus
MMCbMa-TIPOCHOBI — CKATUTHCS B IO3UIIMIO TIPOCUTETIS.

llac 6. Ortpenaktupyiite TekcT. Haiiiute ¥ ycTpaHWTe  OIMOKH — TpaMMaTHYeCKue,
CTHJINCTUYECKHE, CMBICIIOBBIE. [IpOBEpPBTE, COOTBETCTBYET JIM COACPKAHUE TEKCTA TEME U LICTIH.

Ynpaswcnenue. Harmummure TeKCT MO aJrOPUTMY M OTBEThTE Ha BONPOCHL. OTIUYAJICS JIU MpoLiece
paboThl TIO aITOPUTMY OT OOBIYHOTO co3maHusi Tekcrta? B uem pazmuums? Hackonbko
3¢ exTUBHBIM OKa3aycs TeKCT? JlocTUTIv Jin BBl CBOEH 11eTH?

Ilone3nwvie coeemut npu cocmaejieHuu mexkcma

Mpl y)xe yImoMSIHYJIM OJMH U3 MPUEMOB HAMUCAHUS YOEKIAIONIMX TEKCTOB — 3aKOH MuJuiepa.
PaccmoTpuM apyrue nosesnble Janhxaku.

«@akmop xpasy. YenoBek mpu BOCHPUATUU JII000M HHPOpPMAIMK JIydllle BCEro 3allOMHUHAET
HAYyaJlo U KOHell, OCOOEHHO TMOCJIEIHUE CJIOBa. YJAenuTe o0coboe BHHUMaHHE MEPBOMY
U nocneAHeMy ab3amaMm — TOTJa BbI JIOCTHTHETE CBOeW Lenu Omaromaps Tekcry. Hampuwmep,
B NMMCbME-U3BMHEHUU TIO0 MIpaBUJIaM JENOBOM MEPENUCKU HYKHO MPOCHUTH MPOIICHUS 1Ba pa3a —
B HayaJie " KOHIIE.

Yopaxuenue. [Ipumenute «daktop kpas» Ha npaktuke. I[lompoOyiiTe B TedeHue Tpex aHEH
3aKaHYMBAaTh BCE JICJOBBIE U JIMYHBbIE MHUChMAa NPU3BIBOM. Hamwummre, 4Yero KOHKpPETHO
BBl 0’KM/IA€TE OT MOJTy4daTensl.

ITpumep. «loxanyiicra, coobumre o Bamem pemenun B cpok 10...», «lIpocum mpousBectu
OIJIaTy B MOJIHOM 00beMe He Mo3jaHee...». JInbo BOCMOIb3yHTeCh YHHBEPCAIbHBIM MPU3BIBOM:
«[loxainyiicra, MOATBEPAUTE NOJyUYEHUE MUCbMa». DTOT IPOCTOU MPUEM 3HAUUTEIHHO ITOBBIIIAET
LIAHC IOJIyYUTh OTBET.

«lIposepka 6abywkoiiy. Vicrone3yiiTe 3TOT naixak, KOrja HYKHO HalMcaTh CTaThlO0 WU
BaKHOE MUCHMO. [IOArOTOBBTE UYEPHOBUK TEKCTAa W MPOYUTAUTE €ro IMOKUIOMY YEJIOBEKY,
KOTOPBIN HE SIBJSIETCS CHelMalucToM B Bamiel cdepe. Bee mu Oyner emy win eil MOHATHO?
Bo3MoxHO, TepMHUHBI U IPOPECCUOHATIBHBIIN CIIEHT, KOTOPbIE BaM 3HAKOMBI, BBEAYT CIIyLIATENs
B cTynop. Takxke u Oyayliuil yuTaTenb NMCbMa I CTaThH MOKET MOHATH Bac HEMPABUIIBHO WIIH
HE J10 KOHIIA.
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Ecmu «0abymku» HET, MONpPOCHTE MOMOYb peOCHKAa WM TPOCTO 3aYUTAUTE TEKCT BCIyX.
[lepenuiminute APYyrUMH CIIOBAaMH MECTa, Ha KOTOPBIX BBI 3alTHETECh. YuTaTrenb MOXKET
OTMAaXHYTBCS OT TEKCTA, €CIIM B HEM €CTh HE3HAKOMBIE TEPMHUHBI U CJIOKHBIE CIIOBA.

,ZIJl}l He2o HYIHCHbL Killodeesble Cjlosa U KaK ux 0¢0pMJ'l}lm11

YtoObl uMTaATEIIO OBLIO npouie BOCIHPUHHUMATL W 3alIlOMUHATHL TCKCT, BLII[GJI?IﬁTC KIIIOYCBBIC
cioBa. Kak [MpaBUJIO, 3TO TJAroJl IUIOC CYIICCTBHUTCIBHOC MM CYHCCTBHUTCIBHOC IIJIHOC
IIprujIaraTCJIbHOC. HpOCMOTpeB BBIZICJICHHBIC CJIOBA U (1)pa31,1, YUTATC/Ib JOJDKCH IIOHATH, O YEM
uACT peUb B TCKCTC, HYXXHO JIM BUYHUTBIBATHCA HJIM OOCTATOYHO oero MMPpOCMOTPETh 3HAKOMYIO
I/IH(bOpMaIlI/IIO. BI)IIICJIGHI/IG KJIFOYCBLIX CJIOB TAKXKE IOMOTACT IPpU MOBTOPHOM IMPOUYTCHUHN TCKCTA.

[IpoBenuTe SKCIEPUMEHT — HIDKE BbI YBUJIWTE JBa HEOOJBIIUX TpemIoxkeHus. B mepBom
MBI OCTaBWJIM TJIAroJl M MPOIMYCTUIIM JPYrUe 4acTH peud. Bo BTOPOM MpeioKEeHUr OCTaBUIH
TOJBKO CyIlecTBUTEIbHBbIE. Bama 3amaya — ngoaymarh NpPONYIIEHHbIE CJIOBA, KOTOpBIE
MBI 3aMEHITH OYKBOH X.

o X Xymeepxidaem X X.
o X XXXnozomun X, umsa, omuyecmeo, hamusus U KOHMAKmMol.

Ha ocHoBe 3Tux (pparMeHTOB mocTapaiTech OTBETUTH Ha Bompoc «O 4eM HAeT pedb B IEPBOM
Y BTOPOM NpeanoxeHusax?». CpaBHUTE CBOM BapUAHT C UCXOJIHBIM TEKCTOM:

e HomeHKknamypy desn ymeepxcoaem pyKogooumesib 0p2aHU3ayuU.
e Ha susumke 00axHbl 66Imb 1020MUM KOMIAGHUU, UMSA, 0Mm4ecmeo, (hamusaus U KOHMAKMbI.

Ckopee Bcero, BTOpoe MpeAsioKeHre J0IyMaTh ObLIO MpOIlEe, YeM MepBOe. DTOT IKCHEPUMEHT
MMOKAa3bIBAET, YTO B KAUECTBE KIIIOUYEBBIX CIIOB JIyYIII€ UCIIOJIb30BATh CYIIECTBUTENbHBIE — UMEHHO
OHH [TOMOTAIOT OPUEHTUPOBATHCS B TEKCTE.

Buvioensaiime knrouegvie cnosa ¢ MOMOUIBIO TOIYKUPHOTO MIpU(PTAa UM HCIOJNB3YHTE TEKCT
6ombiiero pazmepa. CaenaiiTe KitoueBbIe CJI0Ba BETHBIMU WIIM UCTIOJB3YiTE (DOHOBYIO 3aJIUBKY.
HesddextruBHable ciocoObl BbIIEICHHS KIIOUEBUKOB: KypCUB — YCIOXKHSET BOCIPUATHE TEKCTa,
3arjaBHble OYKBBI — MOJOMAYT TOJBKO S MPOJAIOIIMX IHUCEM WM IOA3aroJI0BKOB,
MOAYEPKUBAHUE — B DJIIEKTPOHHOM BHUJIE aCCOLIMUPYETCS C TUIEPCCHUIKOMA.

Cobnrooaime mepy — MHOFOO6p33H06 BBIJICJICHHUC B TCKCTC 3aIlyTACT YUTATCIISA, a HC IIOMOXKET
cMYy. B nenoBom nmuchMe BBIJCIISANTE CaMyHI0 Ba’)KHYIO I/IH(1)OpMaI_II/IIO — HallpuMep, JaTry, YUCJI0BBIC
IIOKa3aTCJIn HJIM IIPU3BIB K ﬂeﬁCTBHIO. Ecnm BBI unieTe MIMHHBIM TEKCT — OTYET HIIH CTaTbIoO,
AJCIIUTE €0 Ha Oojiee MEJIKHE YacTH Inpyu nomMomu I1oaA3aroJIOBKOB. Torna MaTcpural 6y,[[eT
BOCIIPUHUMATBLCA IIPOLIC.

YHpaxcHeHI/Ie. Kor,ua BbI HAIMUIIECTC IMHUCbMO, OTYCT HWJIH ,prTOfI TEKCT, HNPOCMOTPUTE €ro
U BBIACIUTC B HEM pPas3acyibl C MIOMOLIbKO TIOA34aroJIOBKOB HWJIM KIIFOYCBBIX CJIOB. HOHy‘lI/ITe
o6paTHy10 CBsA3b OT uMTaTens. HackoabpKko JErko oH mpoYurTalI U 3allTOMHHII tekct? Ilomormo au
€MY BBIJCIICHUC BAXKHBIX q)paFMeHTOB TekcTa?

Omoenume 2nagnoe om emopocmenennozo. Y TeKcTa JAEIOBOTO MUChMa JOJDKEH ObITh 00beM,
JOCTATOYHBIHN, YTOOBI U3JI0KUTH HEOOXO0IMMYIO HHPOPMAITUIO, — HEe OoJiee. DTO OCHOBHAS MBICIIb
Y TIOJITBEPIKJIAIONINE €€ apTYMEHTHI — OJHA-/IB€ CTPAHUIbl. MHOTOCIIOBUE YTSKENsEeT TEKCT
W 3aTpyAHsIET BOCHpusiTHe. Anpecar OyIeT BBIHYXKIEH CaMOCTOSATENbHO OTHAEIATH TJIaBHOE
OT BTOPOCTENIEHHOTO, YTO BBI30BET Y HETO TOJILKO HEraTHBHBIC dSMOIMH. Hayuntech onpenensiTh
OCHOBHYIO MBICITb TIHCbMa. CTapaiTech MPOU3HOCUTH ee BCIyX. [I0CKOMIBKY Nienaere 3To /i ceos,
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BaM yaacTcsi CQOPMYIMPOBATH OCHOBHYIO MBICIbP MAaKCHUMalbHO TIPOCTO. 3aTeéM Takke
3aukcupyiite ee Ha Oymare: JJaKOHUYHO U HEMUTPAJIbHO — B PAMKax JEI0OBOTO CTHJIS.

Kaxkue oeticmeus asmopa nucvma
HeonpasoaHHo y8eauyusaom oovem mexcma

HenpasuibHO [IpaBunbHO KommenTapuii
Bru1touniy B TEKCT CBE/IEHUS, KOTOPbIE HE BaKHBI aJIpecary WM U3BECTHBI EMY
AOGCOJIIOTHO HEBAKHO B IAHHOM

MBI TOTOBBI 00CYTUTD cilydae, KaKUM JIOKyMEHTOM

BO3MOYHOCTb 3aKJIIOUEHMUSI MpbI rOTOBBI 00CYAUTH PUMYT U3MEHEHUS — 3TO BOIIPOC

JTOTIOJIHATEIBHOTO COTJIAIICHUS, HW3MEHEHHUS... TexHosoruueckuil. [lapraepos

3aKPEIIAIONIETO U3MEHEHMUS. .. MHTEPECYET CYTh BO3MOXHBIX
U3MEHEHUN

Hama ¢upma nposiBuna Hama ¢upma nposisuna Ham kaxkercs, 4To TOCTaTOUHYIO

T0CTaTOYHYIO THOKOCTD rUOKOCTD B ITpoLiecce TUOKOCTb MBI MPOSIBUIIH,

B IIPOLIECCE IEPETOBOPOB IIEPETOBOPOB a mapTHEpY — HeT

[ToBTOpIIIM CONEpKaHKE MMIChMA-3aIpoca
DopMyIrpoBKa «coo0IIaeM
CIIETYIONIEe» HE MOXKET
3aKaHUYMBaThLCSI TOUKOM. OHa
TpeOyeT IBOETOYuSs, UTO

Ha Bamre nuceMo, coaepixkariee Ha Bam 3anpoc M0JIpa3yMeBacT JajibHENIIee

3aMpocC O BEJIMUYMHE YCTaBHOTO PACKpBITHE CMBICIIA WITH

N coo0I1aeM cieayromiee. ..

KaIliTajla Halleld KOMIIaHUM. .. MePEUYHNCICHUE HEKUX
oOcTosgTenscTB. Ecin
MBI HE COOMpaeMCsi HUYEro
MIePEUHCIIATD, UIIIEM: «COOOIIaeMm,
9TO...»

lcriop30Bay JIMIIHKUE CJI0BA

XOYeTCs CIIPOCUTD:
[Tonaraem, uto cyaeOHas

CynebOHast moBeCTKa Bbl HE YBEpEHBbI? SICHO, 4TO
[MOBECTKA HarpaBiieHa
HaIpaBJieHa HE M0 a/IpeCcy KPaCHUBOE CIOBO «I10Jaraem» 3/1eCh
HE 10 aJpecy
JIUIIIHEE

KiIneHThI HyXHBbI
HE MOTEHLUAIbHBIE,

[IpoBeneHa GobIas paboTa [IpoBenena GompIas .

a neiictByrommue. Tak,
0 MoA00PY MOTEHIIUATBHBIX paboTa no noadopy

HEO0O0/IyMaHHO MOCTaBJICHHOE
KIUEHTOB KJINEHTOB

KpPacHBOE CJIOBO MOKET U3MEHUTh
CMBICIT (ppa3bl
Ecnu peus uger o 1orosope,
3HAYUT, OH CYILIECTBYET
U NeUCTBYeT. BrlpaxkeHus
«CYLIECTBYIOLUN TOTOBOPY,
Jlorosop Ne... oT... «IEUCTBYIOIIHN TOrOBOP» UMEIOT
CMBICJI, €CIIU TEKCT JJOTOBOPA Bac
HE yCTpanBacT
Y BBl CTUJIMCTUYECKH 3TO

Cy1ecTByIOIIMil 10roBoOD;
NICHCTBYIOLIUI JOTOBOP

MOTYEPKUBAETE
B cBsi3u ¢ TeM, uTo kanoba B cBs3u ¢ TeM, uTo Co3znaercs BeuaTiieHHe, uTo,
kutenel kpaptup Ne 151 xano0a XuTesel KBapTHp yIoTpeOss CIOBO «HAMepeHay,

1 67 BbIpaK€HA B UICKOBOM Ne 151 u 67 BelpaskeHa  @BTOP XOUET MOKa3aTh ceOs
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3as1BJICHUH, HAllla KOMITIAHUA B NCKOBOM 3asiBJICHUU, T'JIaBHBIM ﬂCﬁCTBYIOHlHM JIUIIOM.

HamMepeHa pa3peuInuTb STOT 3TOT BOMpOC Oyaer B pesynbrare agpecaT MOXKeET
BOIIPOC B CYZ€OHOM MOpPSAKE paspelieH B cyqeOHOM  MOAYyMaTh, YTO aBTOPY IMHCbMa
HOpsAKE CBOMCTBEHHA 0OJIE3HEHHAs

ropAaocTb. A BXOAUJIO JIK 3TO
B TUTAHBI COCTaBUTENSI MUCHMa?
Tax nucaTh KaTETOPUIECKU HEIIb3s!

JlOKyMeHTAaIMs IOJHOCTBIO OObIYHBIN 3aKOHOTIOCTYIIHBIN
oopmiiena B ycraHoBleHHOM  JloKymMeHTanus YeJIOBEK HE CTaBUT ce0e

3aKOHOM HOPSIJIKE. IOJIHOCTBIO 0(OPMIIEHA. B 3aCIYTy TO, YTO €r0 JOKYMEHTBI
3aperucTpupoBaHbl 3aperucTpupoBaHbI 0(OpMIIEHBI B COOTBETCTBUU

B YCTaHOBJICHHOM 11acropTa peKIaMHbIX ¢ 3akoHOM. Ecin kT0-TO AAenaer
[OPSIJIKE NMAaclopTa PEKJIAMHBIX ~ MECT AKLIEHT Ha CBOEH

MECT 3aKOHOIIOCIIYITHOCTH, HEBOJIBHO

HavHEIIbL B HEM COMHEBATHLCS

Apeymenmupyiime

O6beM nuchbMa HaNpsAMYIO CBS3aH ¢ MOAOOPOM apryMEHTOB B TeKCTe. APIYMEHTOB JIOJDKHO OBITh
POBHO CTOJIBKO, CKOJIBKO HEO0OXOJIMMO U JIOCTaTOYHO, YTOOBI aJpecaT MOHSI HHGOpMAaIHIO.
JlenoBele mucbMa, Kak MpaBUjIo, HE CTPAAAl0T HEAOCTATKOM apryMEHTOB — CKOpee, UX U30bITKOM.
Kax ¢ atum cnpaButecs?

N3beraiite SMOIMOHANBHBIX H3IUIIECTB. Hampumep, BBl MHUIIETE THUCHMO-OTKA3 B OTBET
Ha MUCHbMO, B KOTOpPOM TapTHEpbl MpeaiarailoT pacTOpPrHyTh J0ToBOp. JloroBopHbIe
o0s3aTenbCTBA Balla KOMIaHUs He Hapymana. [103Tomy Bbl HauHETE OINKCHIBAaTh B TEKCTE BCE
(akThl, KOT/la KOMIIaHHS BBINOJIHSIA 00s3aTeNbCTBA MO JOTOBOPY, W CIydad, KOIJa MapTHep
WX Hapymajl. JToro Jenarb He Hajo. B Tekcre AOKHBI ObITh MUHUMANbHBIE JTOKA3aTENIbCTBA.
Ecmu nmoiimer mo cymeOHOTO pa3duparenbcTBa, penieHHe OyAeT OCHOBBIBATHCS HE HA MHUCHME,
a Ha IOKyMEHTaX, KOTOpble MOJATBEPXKIAIOT Ballld ACWCTBUs. PaccMOTpUM HMTOTOBBIM BapuaHT
nucbMa (0Opaser] HUKe).

Pucynoxk 12. OGpasen oTpe1akKTHPOBAaHHOTO TEKCTa MHChMa

Cmapaiimecy He ccoliampca Ha agmopumemsl. J[pyroii aprop mnuchma nwuier: «Hamm
CHEIHMATUCThl TPOBEIM BCECTOPOHHMN aHanu3 Bamero mpemioxenus. Ha ocHoBaHuu
MOJIyUEHHOTO pe3yibTaTa MOXHO CYIUTh O BRICOKOM KauecTBe Bameil mpomykiuuy. Ccbuika
Ha MHEHHUE CMELHATNCTOB JIMIIHAS — aipecaTry He Ba)XKHO, MPUHSI PYKOBOAUTENH PEIICHHE caM
WJIH 110 COBETY CIEUATUCTOB. JlJis HEro riaiaBHOE — UTOT, PEllIeHUE MEPBOTO JIMIIA.

He nuwiume nucoma 601vmo20 o6vema. Eciii TEKCT Balllero IMUChbMa 3aiiMeT MATH U OoJjiee
CTpaHUIl, TOAyMalTe — He ABISETCS JIW OHO AaHAJUTHYECKOW 3alMUCKON WM CHpaBKOW?
He nydie nu Hamucath KOPOTKOE MUCHMO U MPUIOKUTH K HEMY OObEeMHBIN TOkymMeHT? Tekct
MATUCTPAHUYHOTO MUChMA, A€ JIOTUYHO HANMCAHHBIN M C BBIACIEHHBIMH a03alamMu, TPYIHO
yuTaTh. Aflpecar OyneT UcKaTh TJIABHYIO MBICIIb M MECTO B TE€KCTE, I/Ie aBTOP €€ 0OOCHOBBIBAET.
CrunucTuka THChMa HE MPEANoaraeT 4YacTed U 3aroJIOBKOB, a TaKKe BBIBOJOB, a 3allMCKa
Y cOpaBKa — MpeanoararoT. YuraTenb cHavyala 03HAKOMUTCS C BBIBOJAMH, a IOTOM IMOCMOTPHUT
pazzen ¢ 000CHOBaHUSMH, €CITU COYTET HYXHBIM. Mu, HampuMep, BMECTO OJHOTO JTIOKyMEHTa
Jy4Ille COCTABUTH JIBA, €CITU B TEKCTE MUChbMa MHOTO Pa3NIMYHBIX TIOKa3aTelel: Ha3BaHuil (hupwm,
JICHEe)KHBIX CYMM U T. JI.
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[Ipumep. Mpbl nuiieM NUCBMO OJHOMY M3 BEAYLUIUMX AaKLHUOHEPOB C MPOChOOIl corjiacoBaTthb
CTPOUTENBCTBO Tmpeanpusatus. Ilpu 3TOM mnpeanonaraéM yka3aTh: MOPUMEPHOE BpeEMs
CTPOUTENBCTBA, CYMMY 3aTpaT Ha CErOAHSALIHUN JEHb W BO3MOXHYIO CYMMY 3aTpaT B TEUECHHE
Tpex JIET, CyMMY MPEANOJaraéMoil BBIFOAbI W T. 1. He mydme nu Hamucath Takoe IMHUCbMO:
«[Ipocum Bac corjacoBars IJIaH CTPOHMTENLCTBA HedTenepepadaThIBAOIIETO 3aBOJA B T.
XanTei-MaHcuiicke B COOTBETCTBUU C IPUJIAracMbIM TEXHUKO-3KOHOMUYECKAM
000CHOBaHHEM» — U MIPUJIOKHUTH COOTBETCTBYIOIIYIO TAOJIHUILY.

Cmpykmypupyiime mekcm

Bame nucbMo OJDKHBI JIETKO YMTaTh U MOHUMATh. JTO BO3MOKHO, €CJIM KOMIO3HUIMS TEKCTa
COOTBETCTBYET €r0 BUAY U BOIIPOCY, KOTOPHIN B HeM n3nararoT. [IpusenemM npumepsl.

[Tucema-nipockOBl 1 MEChMa-cooOmIeHus. B nmucbMax-npocb0ax M3 IByX yacTed 00OCHOBaHME
npenuecTsyer npocsde. Hampumep: «B cBsizu ¢ TeM, 4TO B MyHUIIMNAIBHOM OOpa30BaHUU
“MappuHo” ropoia MOCKBBI OLIyIIaeTCd HEAOCTAaTOK CIOPTUBHBIX M KYJIbTYpPHO-MAacCOBBIX
0o0BbekToB, mpocuM Bac cooOmuTh, mNIaHupyercs U B ONMKalIe TOAbl CTPOUTENHCTBO
CIIOPTHBHBIX OOBEKTOB...». A B MHChMaX-COOOIIEHUSX MOXKET OBbITh Mo-pazHomy. Hampumep:
«CoobmraeM, uyto odopmieHue JaHCTKOB Herpyaocnocobnoctu ¢ 01.02.2016 cnemyer
MIPOM3BOJIUTh B COOTBETCTBUM C MpUJIaraéMbIMU IpaBUJIAMH B CBSI3U € MUCbMOM MuH3/paBa
Poccun ot 15.01.2016 Ne 28». Kak BumuMm, 37ech 0OOCHOBAaHHWE CTOWT Ha BTOPOM MECTE,
a cooOmenune — Ha nepBoM. [louemy? [loTomy 4uTo mucekMo MwuH3IpaBa CcTajao NPUIUHOM, U3-3a
KOTOpOl M3MEHWICA TMOpSAOK OQOPMIIEHHSI JIMCTKOB HETPYAOCHOCOOHOCTH, a He Hamle
coo01eHue 06 3ToMm.

[Mucema-tipereH3uu. B Takux mrcbMax Ha MEPBOE MECTO CTaBST OCHOBHYIO (DOPMYIHPOBKY.
B nuceMax HeraTUBHOTO COJZIEpKaHUS, Jaxke HEOOJIBIITHX 10 00beMy, (hopMyTupoBKa TpeOOBaHMS
BHAYaJe 3a0CTPSAET TEKCT, IEJIACT €ro CTHIMCTUICCKH 00JIee )KECTKUM.

Ipumep 1. «ITpocum Bac cpouyno oOecreunTs 3aKpbITHE KaHATN3AUOHHOTO JIFOKA BO IBOpE J0Ma
o azpecy yia. MerpoctpoeBckas, 1. S.

JIrok 6611 OTKPBIT pabouumu CY-125, Haxoasmerocs moj Bamum ynpaBieHrueM, BO Bpemst padoT
10 PeMOHTY TeruioTpacchl. OTKPBITHIN JIOK MPEACTaBISET OMACHOCTh AJIS 3I0POBbS U JKU3HU
JKATENIEN JoMa.

Eme pa3 HACTOATCIBbHO IIPOCUM Bac obecneuntsn HCMCIJICHHOC 3aKPLITHUC JIIOKA. B IIPOTUBHOM
cJIydac Bni 6yL[eTe HECTHU OTBCTCTBCHHOCTD 3a BO3MOYKHBIC HCCUACTHBIC CITyHan».

3nech xecTkas GopMyIHpOBKa TpeOOBAHUS B Hayajle NMUChbMa 3aMeHseT 0ojiee IMOIMOHAIbHbIE
BBIPQXKEHUSI U BOCKIIUIATENbHBIM 3HAaK. Tak CTPYKTYpHBIA NPHEM BBIMOIHIET CTUIMCTUYECKYIO
(YHKLHMIO — YCTAHABJIMBAaeT COOTBETCTBME TOHA MNHcbMa curyanuu. IlpencraBbre apyryro
(opMyIHUPOBKY IHCHMA.

Ilpumep 2. «Coobmaem, yto B nepuoj c 15 mo 25 aBrycra pabounmu Cy-125 npoBoamiuck
paloThI 10 PEMOHTY TEIUIOTPACCHI MO ajxpecy yil. MerpoctpoeBckas, 1. 5. [lo okoHuaHuM padboT
KHUTETH JOMa OOHAPYKUITM HE3aKPBIThIM KaHAIW3allMOHHBIN JIIOK, KOTOPBIA MpeCTaBiseT co0on
OTIaCHOCTB JUIS 3/I0POBbSI U XKU3HM XKHUTEJIEeH JoMa.

HacrosrensHo mpocum Bac o0ecnieuntn HCMCJICHHOC 3aKPBITUC JIFOKA. B MMPOTUBHOM CJIydac 3331
6y,Z[CTC HECTHU OTBCTCTBCHHOCTH 3a BO3MOKHBIC HCCUACTHBIC CIIydan.



BTopoii TEKCT 3HAYMTEIBHO MSATYe, a BOSMYLICHUE TOHET B M3J0KeHUM cutTyanuu. [loaromy
HEraTUBHbIE TIMChbMa Jy4llle HauuHaTh C TpeboBanus: «lIpexwpsBisiem Bam mnpereH3uio
B CBS3H C...», «<Hamomunaem Bam...» u T. 1.

Ob6parute BHUMaHUE!

MpI He UIIEM «TIPUHOCHUM CBOM M3BMHEHMS», TAaK KAK YYy)KHUE HW3BUHEHMS MBI IPUHECTH
He MoxeM. He numieMm Taxke «mpuHOCHMM BaMm...», Tak Kak TOT, KTO JE€PXKHUT MHCBMO B pyKax,
IIOHUMAET, YTO U3BUHSIOTCS IIEPE] HUM.

[Tucema-uzBuHeHUs. B 3TOM citydae mpuMeHseM U3BECTHBIM MPUHIUIT: €CIIM KOTO-TO 00MAeTH —
M3BUHSIEMCS. 3aTEM O0BSICHSAEM MIPUUYHMHY CIYIUBIIETOCS — U3BHHEHUE 0€3 00bSICHEHUS BBITIISUT
HeOpexHO. 3aTeM MOBTOPsieM POPMYITy U3BUHEHHUSL.

[Ipumep. «llpyHOCHMM W3BUHEHMSI B CBSI3M C OLIMOOYHBIM HampasieHHMeM B Bam anpec
MHCEM-HAIIOMUHAHUNA O HEyIUIaTe.

Ommbka mpousonuia Mo NpUYMHE €00 MPOrpaMMBbl, BCIEACTBHE Yero nepeBeleHHble Bamu
CYMMBbI OBLJIM 3aYMCIIEHBI Ha CYET JAPYroro IOPUAWYECKOTro JHila. B HacTosmee Bpems ommoOka
YCTpaHEHa U nepeBeicHHbIe Bamu cpencTBa Bo3BpalieHsl Ha Bam cuer.

EI_HG pa3 IpUuHOCHUM HU3BUHCHUSA U HAACEMCH, UTO Ber u BIIPEAb OCTAHETCCh HAIIIMM ITOCTOSAHHBIM
KIINCHTOM).

Kax ewe nopabomams co cmpykmypoii? Hanpumep, 3akonblieBaTh TEKCT. Eciv mucbMo
COJIEP’KUT MPOCTPAHHOE OOBICHEHUE, €CTh CMBICI YETKO C(HOPMYIUpOBaTh OCHOBHOM BOIPOC
B Hayalie, a MOTOM — I0CJIe 000CHOBAHMS — IOBTOPUTD €r0 KaK BBIBOJ.

Yemko hopmynupyitme
UToObl JOOUTHCS YETKUX POPMYIUPOBOK, IPUMEHSITE J1Ba MTpaBHIIa.

HCI’IOJZbS’yIZWle cnosa no HazHayenuo. OOBICHIA IIPHUHATOC PCIICHUEC, COCTABHUTC/Ib IIMCbMa
numeT: «Hamre pEIICHUE PEITIAMCHTUPOBAHO BPEMCHHBIM 3aTHIIBEM HAa PBHIHKE HEABUIXKHUMOCTH)).
PerHaMeHTaHHeﬁ 3aHUMAKOTCA HOPMATHBHBLIC IIPABOBBIC  AKThI. A «uame PEHICHUE) —
«OCHOBBIBACTCA HA TOM, YTO», «OOBSICHSIETCS TEM, UTO» U T. A.

Jlpyroii aBTOp B MUChME C IPOCHOON MpeAOCTaBUTH B MOCKBE KBapTHPYy AUIIIOMATHYECKOMY
MPEJICTAaBUTENI0 JAPYyroro rocygapctBa mnuimer: «O MOJO0XKHUTEIbHOM PEHICHUH IPOCUM
COOOIIHUTE...». A 00 OTpULIATETHHOM pELICHUH pa3Be COoOOIIaTh HE HaJ0 — BEOb Mbl MOKEM
HE TIOHSTh CUTYAIINIO, U JUIUIOMAT ocTaHeTcs: 0e3 kBapTupsbl! [IpaBunbHo Hamucath: «O Bariem
PEUIeHUH TPOCUM COOOIIUTH B... CPOKY.

Cobniooatime nopsaodox cnoé 6 npednodiceruu. IIpaBUIBHO MOCTPOUTD MPEJUIOKEHUS Ha POTHOM
A3BIKE CETOJIHSI MOT'YT HeMHOTHe. Tak, O/TMH YMHOBHUK B JI0KJIaJIe HA TEMY O IEPENCH HaCeIeHUS
HelaBHO mpousHec: «llepenucunku OynyT CHaGXKeHbl yJOCTOBEPEHHSIMH, BUCALIMMU Ha IIee
3€JICHOr0 IBeTa». YWTaTento MOHATHO, YTO HMENIOCh B BUAY YIOCTOBEpEHHUE, a He Iles.
PaccmoTpuM mpumep, KOTOpBIA TOKa3bIBAaeT, KaK MEHSETCS CMBICH TMPEeAToXKEeHUsS
OT PACIHOJIOKEHHS €0 YJICHOB.

IIpumep. 1. 3aBon «YpanMann» BBIIIOJHWI IJIaH. 2. 3aB0oj «Ypanamall» IulaH BeINOJHWI. 3. [Inan
BBITNIOJIHIJI 3aBOJ «Y pajmarin.



[TepBoe npeuioKeHne HOCUT HEUTPAJIBHBIN XapakTep. Bropoe Aeimaer akieHT Ha TOM, YTO 3aBO/JI
IUJIaH BBINOJHWI. B TpeTbeM — CMBICH B TOM, YTO IUIaH BBINOJHHWII HMEHHO 3TOT 3aBOA. [IpumMepsl
WUTIOCTPUPYIOT, KAK MEHSAETCS CMBICI MPEJIOKEHUS OT MEPEMEHBI MECT TOJJIEKAIIETO
U CKa3yemoro.

[ToroBopuM 0 MeCTE MOJIEKALETO U CKa3yeMOro B MPEUIOKEHUH. B Kilaccuueckoi pacCTaHOBKE
nojJIexalliee MpeIecTBYeT CKa3yeMoMy. DTO NpsAMoi nopsaok cioB. [Ipeanoxkenue He HeceT
JOTIOJIHUTEILHOM CMBICIIOBOM WM SMOIMOHAIBbHOW Harpy3ku. CpaBuurte: 1. Yuurens
IIPOJIMKTOBAN JOMalllHee 3ajaHue; U 2. [IpoaukToBan ydurenb JomallHee 3afaHue. B nepBom
Clly4ae MOpsI0K CJIOB IIPSMON M NPEUIOKEHUE BBITISIUT HEUTpaabHbIM. BOo BTOpOM — MOPSIOK
CIIOB OOpaTHBIA U MPEAJIOKEHHE TMOJIY4aeT JOMOJHUTEIBHYI0 3MOIMOHAIBHYIO OKPAcKy.
B nenoBoit peun 0ObIYHO MCHOJIB3YIOT NPAMON MOPSAOK cioB. OOpaTHBIN MOPSIIOK IPUMEHSIOT
B JIBYX Cllydasx (TaOnuiia HUXKe).

Kozcoa 6 npeonooicenuu ucnonvzyrom oopammubwiii NOpsaoox ciog

Cumyayus Ipumep

Hoxnan neman sxcrniepT [letpoB. — 3aeck npugaeTcst oco0oe 3HaUCHHE
JTUIHOCTH JTOKJIaT9HKa

HoByro Mojiens 5KOHOMHKH paiioHa pa3padoTaiu CTyaeHThI. — J{7s
aBTOpPa TEKCTa 0c000€ 3HAaUEHHUE UMEET TOT (PAKT, YTO MOJIEh
pa3paboTaHa UMEHHO CTYACHTaMH, a HE JUTUIOMHAPOBAHHBIMHU

Korma aBTop xemaer
MPHUIATH 0 ICKAIEMY
0c000€ 3HaUYeHue

SKOHOMHUCTAMHU

Korma oocrosarensctea  Ha 3acegaHuy paccMaTpuBaicst BOIPOC O BBIOJHEHUH IIaHA
CTaBAT B HAYAJIO B riryOuHe TeppuTOpHHr 3aB0JIa TIOCTPOCH IIEX 10 TIepepadboTKe
PEII0KECHUS OTXOJIOB

Hcnonb3ys Ha3BaHHbIE NPUEMBI, Bbl CMOXKETe H30eXaThb paCHPOCTPaHEHHBIX B JEJIOBOU
Mepenucke Onmnodox.

MeTtoanyeckne yKazaHus AJIs1 CAMOCTOSAITEIbHOI padoThl CTY1€eHTOB

B mporecce BBINOTHEHHS] CaMOCTOATEIBHOM pPAOOTHI CTYAEHTHI JOJDKHBI HAyYUTHCS
BOCIIPUHUMATh CBEJICHUS Ha CIyX, (PUKCUPOBATh MHQOPMAIMIO B BHJE 3alKCceid B TETpPasiX,
paboTaTh C MUCbMEHHBIMHU TEKCTAMH, CAMOCTOSATEIBHO W3BJIEKAsl U3 HUX IMOJIE3HBIE CBEICHUS U
opopmisii MX B BHUIE TE3UCOB, KOHCIEKTOB, CHUCTEMATU3UpPOBaTh HWH(GOPMAIUIO B BUJEC
3aMoJHEeHUs Ta0JIUILl, COCTABICHHS cXeM. BakHO HAyYUTbCS BBIJEISATH TJIABHBIE MBICIIH B JIEKIIUU
mpernojaBaTeNs JMOO B MUCBMEHHOM TEKCTE; aHaJIM3UPOBATH SIBICHHS, OMPEAENSATh CBOIO
MO3UIMIO K TIOMYYSHHBIM Ha 3aHSITHUSIX CBEICHHSIM, Y€TKO (DOpMYyIUPOBATh €€; apryMEHTHUPOBATh
CBOIO TOYKY 3pEHHS: BBICKA3bIBaTh OIIEHOYHBIE CYKJIEHHS; OCYILECTBIATh CaMOAHaJIU3.
HeobxomumMo yuuTbes BIafeTh YCTHOW M MUCHBMEHHON pPEUblO; BECTH JAMAJIOT; y4acTBOBATh B
JMCKYCCHUU; PpACKphIBaTh COJIEpPKaHHWE H3yd4aeMOW TMpoOJeMbl B MOHOJIOTUYECKOH peuw;
BBICTYIaTh C COOOIICHUSMH U JOKIIATaMH.

MoaroroBka k mpakTHYecKuM 3aHsATHsAM. CeMUHAp — OJMH W3 OCHOBHBIX BHJIOB
NPaKTHYECKUX 3aHSATHI M0 TYMaHUTapHBIM JuciuiuimHaM. OH npeHa3HadeH /ISt yriryOleHHOTO
U3y4YCHUS OTIENBHBIX TeM U KypcoB. [lo ¢opme nmpoBeneHuss ceMuHapbl OOBIYHO TPEICTABISIOT
co0oii pemeHune 3a1a4, 00Cyk1eHre JOKIaA0B, Oecely Mo MIaHy WM JUCKYCCHIO 110 polieMe.



[ToaroToBKa K 3aHATHIIM 3aKIFOYACTCS, TPEKIAE BCETO, B OCBOCHUH TOTO TEOPETHUUYECKOTO
MaTepuaina, KOTOPbId BBIHOCHTCS Ha 0OCyxaeHue. Jljis 3Toro HeoOXOoauMO B TIEPBYIO OYepeb
MepeunTaTh KOHCIEKT JICKIIUU WM pa3/ieibl yueOHUKa, B KOTOPBIX IPUCYTCTBYET YCTAHOBOYHAS
unpopmanus. M3ydeHrne peKOMEHIOBAHHOU JUTEPATyphl HEOOXOIUMO CHENaTh MAKCUMAaIbHO
TBOPYECKH — HE MPOCTO YKJIAJbIBas B MMaMsTh HOBBIC CBEJICHUS, a OCMBICIHMBAS U aHATU3UPYS
MaTepuan. 3aKpenuTh CBOM 3HAHUS MOXHO C TIOMOIIBIO 3aIUCEH, BBIMHUCOK WM TE3WCHOTO
KOHCITEKTA.

Ecimm cemMuHap mpeacTaBieH JOKIagaMH, TO OCHOBHAs OTBETCTBEHHOCTh 33 €r0
MIPOBEICHUE JIGKHT Ha JTOKIaauuKkax. Kak caenars 9To yCcremHo CMOTpUTE B paszzaene «Joxmamy.
OmHAaKo pPOJIb OCTATBHBIX YYACTHHKOB CEMHHApa HE JOJDKHA ObITh maccuBHOW. CTYHCHTHI,
MPOCITyIIaB JOKJaJ, 3alUCHIBAIOT KPATKO TJIABHOE €ro COJepKaHWEe M 3aal0T BBICTYMAIOUIEMY
YTOYHSIOINIHE BOMPOCOB. Yem Ooiee OCHOBATEIHHOM ObLIa TOMAIIHSS TOATOTOBKA MO TEME, TeM
aKTUBHEE TIPOUCXOJHUT OOCYXKJIeHHE TPOOJIEMHBIX BOMpocoB. Ha cemumHape BcsSYecKH
MOOMIPSICTCST  TBOPYECKAasi, CaMOCTOSITeNIbHAS MBICTb, JIATCS BO3MOXKHOCTh  BBICKA3aTh
KPUTHUYECKHE 3aMCUaHUsl.

becena mo mmaHy mnpeactaBiser co0OW 3apaHee TOATOTOBJICHHOE COBMECTHOE
00-CyXICHHE BOIPOCOB TEMbI KXBIM U3 YIaCTHUKOB. JTa hopMa MoTpedyeT OT CTYJACHTOB HE
TOJIBKO XOPOIIEH CaMOCTOSITETbHOW MPOPa0OTKH TEOPETUYECKOTO MaTepuana, HO U YMEHHE
y4acTBOBATh B KOJUICKTHBHOW JIUCKYCCHH: KPaTKO, Y€TKO H SICHO ()OPMYIUPOBATH W W3JIarath
CBOIO TOYKY 3pCHHs TIepell COKYpPCHUKAaMH, OTCTAaWBaTh IIO3WIMI0O B HAYYHOM CIIODE,
MPUCOETUHATHCS K Uy>KOMY MHEHUIO WM ONIIOHUPOBATh JIPYTUM YYaCTHHKAM.

Pedepar — camplii poCTOM W HaUMEHEE CaMOCTOSITEIIbHBIN BHUJ MHUCHbMEHHOW PaOOTHI.
CyTb ero cocTouT B KPAaTKOM H3JI0KEHHU COJIEPXKAIIMXCS B HAYYHOM JMTEpaType B3IJISIOB U
ujen 1o 3amanHoi TeMe. Pedepar He TpeOyeT OpurunHaIbHOCTH ¥ HOBU3HEBI. B HeM orieHMBaeTcst
yMEHHE CTyACeHTa padoTaTh C KHHUTOW: BBIACIATH W (POopMyaupoBaTh MpoOiemMy, OTOMpaTh
OCHOBHBIE TE€3HCHl U BCIOMOTaTeIbHbIC JaHHBIE, JOTHYECKH BBICTpauBaTh MaTepuall, TPaMOTHO
0(pOpMIISITh HAyYHBINA TEKCT.

CrynenTtam npejuiaraeTcs JiBa Buja pedeparabix padoT:

PedepupoBanue HaydHOW JTUTEpaTyphl MPEACTaBISET COOOM COKpallleHHOE H3JI0KEHUE
COJIep’KaHUsl CTaTbM WJIM KHUTU C OCHOBHBIMHM CBEJCHHMSIMHM M BbIBOJaMU. Takue pecdeparbl
aKTyaJlbHbI TOT/Ia, KOT/Ia B IOPUIMYECKUX UCTOYHHKAX IOSBIISETCS HOBBIA TEOPETHUECKUN WU
MPaKTUYECKU MaTepuan mo uzydaemMod teme. OT cTyldeHTa TpeOyeTcsi, BHHUMATEIbHO
03HAKOMUBIIKCH C IEPBOMCTOYHUKOM, MAKCUMaJIbHO TOYHO U MOJHO MEPEaaTh ero CoAepiKaHue.
s storo uenecoobpazHo BbIOpaTh (HOpMy IMOCIEIOBATENILHOTO H3JI0KEHHUS MPOUYUTAHHOU
KHWUTH, HE MEHSsI ee oOuuil miuaH u cTpyKTypy (riaBbl, pasgensl, nmaparpadsl). Heobxomumo
COXPAaHUTh JIOTMKY TIOBECTBOBAHUS M T03a00TUTHCS O CBSI3HOCTU TEKCTa. ABTOpPCKHE,
OpUTHHAIILHBIE U HOBATOPCKHE MBICIH M HWJAEU Jy4llle MepelaBaTh HE CBOMMH CIOBaMH, a C
noMoIpl0 uTHpoBaHus. O0beM pedepata OyAeT OMpenensiThes COACpKaHHMEM HMCTOYHHKA, a
TaK)Ke ero Hay4YHOW M MPaKTHYeCKOH 1eHHOCThI0. Ho B mM00OM cityyae MpeanovYTeHne OTAaeTC s
KpPaTKOCTH U JIJAKOHUYHOCTH, YMEHHUIO OTOMPATh TTIABHOE U OCBOOOKIATHCS OT BTOPOCTEIIEHHOTO.

Pedepar mo Teme  mpencrtaBiser 0030p HAyYHBIX B3TNISAJ0B M KOHIEMIUN 10
MPOOIEeMHOMY BOIIPOCY B U3y4aeMOM TEME.

- Ecniu Bam mpeanoskeHa Tema Takoro pedepara Ha BBIOOpP, TO MPEANOUYTEHHE CIETYET
OTIIaTh TOW, KOTOpast AJisl Bac MHTepecHa WK 3Hakoma. OHa He JOJHKHA ObITh OYEHB CIOXKHOW U
00BEMHOM, B IPOTUBHOM cliydae pedepar OyaeT HalmoMUHATh KypcOBYIO paboTy.

- Jlns monrotoBku pedepata CTYACHTY HEOOXOAMMO CaMOMY WIH C Y4acTHEM
MpenoaBaTels moao0paTk UCTOUHUKH HHPopManuu. CleayeT mo3ad0TUTECS, YTOOBI B BalleM



CMHMCKE OKAa3aIMCh HE CIIy4yailHble, a IIeHHble B HMH(OPMAIMOHHOM IUIaHE KHUTH. MOXKHO
BBITMIOJIHUTE PaldOTy, OOpaTHBIIMCh, W K OJHOMY HCTOYHHKY — IMOCOOMIO, MOHOTpadum,
uccnenoBanuio. Ho mydmie, eciau Bbl 00paTuTeCh K IByM-TPEM HAyYHBIM TPYAaM — 3TO MO3BOJIUT
MPEJCTaBUTh MPOOIEMy C HECKOIBKUX TOYEK 3PEHUS M BBICKA3aTh JIMYHBIC MPEATIOUTCHHUS.

- OTHUM W3 TJIaBHBIX KPUTEPHUEB OIICHKU pedepara OyAeT COOTBETCTBUE €T0 COACPIKaAHHS
3asgBNeHHON Teme. [lyiss 3TOro Oerjo O3HAKOMHUBIIHMCH C TIEPBOMCTOYHHKAMHU COCTaBbTE
NpeIBapUTENbHBINA TIaH Oyaymero pedepara, 0003HAUYMB B HEM IPHHLIMIHNAIBHO Ba)KHBIC
MOMEHTBI U 3Tanbl OcBeneHus nmpodiemsl. [locne Toro, Kak y Bac mosiBATCS pabodne 3armmcH 1o
pe3yibTaTaM H3Y4eHHUs HAyYHOW JUTepaTrypsl M oOmmMpHas MHPOpPMALUS MO TEME B IIEJIOM,
MOXXHO Oy/leT CKOppeKTHpoBaTh oOmui 1wiaH pedepara. Crapaiitech mpu paboTe HaJ HUM
TIIATETBHO M30aBIATHCS OT «H3JIMIIECTB»: BCAKOTO pojJia aOCTPAKTHBIX PpaCCyXICHHIA,
Ype3MEPHBIX MOIPOOHOCTEH U MHOTOUMCIIEHHBIX MPHUMEPOB, KOTOPBIE «Pa3MBIBAIOT» TEMY MU
YBOJAT OT HEE.

Crpykrypa pedepara BKIO4YaeT B ceOsl BBEJIEHHE, OCHOBHYIO 4acTh U 3akitoueHue. Bo
BBe/leHUU (GOPMYIUPYIOTCS ILIeIM M 3a7adyd paboThl, €€ akTyaabHOCTb. (OCHOBHas 4acTh
MPEJCTaBIseT COOOH IMOCIeIOBaTeIbHOE U aPTyMEHTHPOBAHHOE W3JI0KEHUE PA3IIMYHBIX TOUYEK
3peHHsi Ha MpoOJieMy, €€ aHaimu3, MpeArnojaraeMple MyTH pelieHus. 3aKiIrodeHue o0oOmaeT
OCHOBHBIE MBICTH HJIH 0OOCHOBBIBAET IMEPCIEKTUBHI NAIBHEHINIEro MCCIIe0BaHus TeMbl. Eciu
pedepar mocTaTodHO OOBEMEH, TO TOTpPeOyeTCs pa3eiieHHe TEeKCTa Ha pas3fenbl (TJIaBbl,
naparpadsr). UmmrocTpaTuBHBIN MaTeprat — TaOIUIbI, CXeMBI, TPaQUKA — MOTYT pacIojaratbCs
KaK BHYTPH OCHOBHOM YacTu, Tak U B pazjene «lIpumoxenuey.

O6bem pedepaTa 3aBUCHT OT IIEJIeH U 3aja4, peniaeMbIX B pabote — oT 5 10 20 cTpaHuIy
MalIMHOMMCHOTO TEKCTa 4epe3 ABa MHTepBasia. Eciau B 3ajaHuu, BBIJAHHOM IpernojaBaTelieM
00BEM He OrOBapUBaETCs, TO CIEAYET UCXOIUTh U3 pa3yMHOM 11€71ecO00pa3HOCTH.

B pedepare B 00s3aTenbHOM MOpPSAKE pa3MENIAIOTCS TUTYIbHBIA JIUCT, IUIAH WIH
orjaBiieHHe pabOThI, a TAKKE CHHCOK UCIOJIB3YeMOM TUTepaTyphl.

OObryHO pedepaT MOKET 3aYUThIBACTCA KakK MHCbMEHHas paboTa, HO HEKOTOphIE
MpernojaBaTesid MPAKTUKYIOT MyONUYHYIO 3aluTy pedeparoB WIM HX «O3ByYHMBaHUE) Ha
CEMHHApPCKUX 3aHATUAX. B 3TOM ciiyuae HE0OX0IMMO MPUIIOKUTH JOTIOJHUTEIbHBIC YCUTTUS IS
MOATOTOBKH MyOJIMYHOTO BBICTYILICHUS IO MaTepuaiam pedepaTHoil paboThl.

IIpe3eHTanussi — COBPEMEHHBIH CIOCOO YCTHOTO WM NHUCHbMEHHOTO MPEICTaBICHUS
nH(OPMALIUY C UCTIOIH30BAaHUEM MYJIbTUMEIUIHBIX TEXHOJIOTHI.

Cy1iecTByeT HECKOJIBKO BAPHAHTOB MPE3CHTALINH.

L4 HPGSGHTaHI/Iﬂ C BBICTYIIJICHUEM HNOKJIaA4YHUKa
L4 HPGSGHTaHI/Iﬂ C KOMMCHTAapHUAMHA JOKIIaAYUKa
L4 HPGSGHTaHI/Iﬂ JJIA CaMOCTOATCIIBHOTI'O IMpoCMOTpAa, KOTOpasa MOXKCT

ACMOHCTPUPOBATHCH IICPE ayz[I/ITopHeﬁ 0e3 y4qacCTus JOKJIaaUUKa.
IToaroroBka MMPE3CHTAlluU BKIIIOYACT B ce0s1 HECKOJIbKO 3TaroB:

1. HHaHI/IpOBaHI/Ie MMpe3CeHTauuu
OT OTBETOB Ha 3TH BOIIPOCHI 6y,£[eT 3aBHCETH BCE MOCTPOCHUC IMMPE3CHTAIUU:

J KaKOBO TNpeAHa3HAYeHUE M CMBICI Npe3eHTalMu (JeMOHCTpaluus pe3yiabTaToB
Hay4YHOH paboThl, 3alIUTa JUIJIOMHOTO IPOEKTA U T.11.);

o Kakylo poib OyJIeT BBINOJHATh TNPE3EHTAallMs B XOJI€ BBICTYIUICHUS
(conmpoBOXkKAE€HUE JIOKIIAAa WIH €r0 MIUTIOCTPaLus);

o KaKoBa I11eJIb Npe3eHTauuu (MHPOPMHUpOBaHUE, YOeXKIeHHE U aHATIU3);

J Ha Kakoe BpeMs paccuMTaHa Ipe3eHTauus (KopoTtkoe - 5-10 MuHYT wWiH

MpoJIoJKUTENbHOE - 15-20 MUHYT);



J KaKoB pa3Mep M cocTaB 3pHuTeibckoil aymuropun (10-15 yenmosex mmm 80-100;
MIPEeT01aBaTeln, CTYACHTHI WM CMEIICHHAS ayTUTOPHS).
2. CtpyKTypHupoBaHHue HHPOpPMALUU

J B IIpPE3CHTAllMM HE J0JDKHA ObITh MeHee 10 crmaiifos, a obmiee MX KOJIUYECTBO
npesbIimath 20 - 25.

. OCHOBHBIMHM TIPUHIIMIIAMH TIPU COCTABJICHUU TMIPE3CHTAIMHU JIOJDKHBI OBIThH
SICHOCTb, HAIJISIIHOCTb, JIOTUYHOCTb U 3alIOMUHAEMOCTb;

. Ipe3eHTalus JOHDKHA UMETh CLIEHApUIl U YETKYIO CTPYKTYpPY, B KOTOpPOW OyayT
OTpa)€HbI BCE MPUUNHHO-CIIEICTBEHHbIE CBS3H,

. paboTa HajJ mpe3eHTalMeld HAYMHACTCS MOCJe TIIATENBHOTO OOIyMBbIBAaHUS U

HalucaHUsl TEKCTa JOKJIaaa, KOTOpbIH HEo0XoaAuMo pa30ouTh Ha (parMeHThl U O0O3HAYMUTh
CBSI3aHHBIE C KaXK]IBIM U3 HUX 33Ja4U U JIEUCTBUS;

. TEPBbIN IIar — O3TO ONpeAeNieHWe TJIaBHOW HACH, BOKPYI KOTOpoul Oymer
CTPOUTHCA MPE3CHTALMS;
. 4acTh WHGOPMAIIMH MOXKHO TIEPEBECTH B JBa THMNA HArJsSIHBIX MOCOOMUIA:

TEKCTOBBIE, KOTOPbIE NIOMOTYT CIYLIATEJISIM CIEAUTh 34 XOJIOM pPa3BEPTHIBAHUS apryMEHTOB H
rpaduyeckue, KOTOpble WJUIIOCTPUPYIOT TJIaBHbIE€ IYHKTHl BBICTYIUIGHHS UM CO3JAIOT
AMOITMOHAIBHBIE 00Pa3HI.

. CIOJKETBI TPE3EHTAlMM MOTYT pa3bsCHATh WIM WJUIFOCTPUPOBATH OCHOBHBIE
MOJIOXKEHUSI TOKJIaa B cCaMbIX Pa3HOOOPa3HbIX BapUaHTaX.

OdeHb Ba@XHO HAWTH TpaBWIbHBIA OajaHC MEXIy peublo JIOKJIaayuKka |
CONIPOBOXKIAIOIIUMU €€ MYJIbTUMEIUNHBIMA YIEMEHTAMM.

Jl1s1 3TOTO 11ETIECO00pa3HO:

° OTIPEICITUTh, YTO OY/IET MPEACTABICHO Ha KAXOM Cliaiiie, 9To OyIeT B 3TO BpeMs
TOBOPHUTHCS, KaK OyJIEeT C/IeIaH Mepexo] K CIeAYIomeMy CIaiy;

° camble BRKHBIC MJICH M MBICIIM OTPa3uTh W Ha Cllai/Iax W MPOU3HECTH CIIOBAMH,
TOT/1a KaK BTOPOCTETICHHBIC — JIM0O0 CIIOBaMH, JTMOO Ha claijax;

° nH(OPMAIIMIO HA Claliax MPEICTaBUTh B BUJC TE3UCOB — OHH COIPOBOXKJIAIOT
oApoOHOE M3JI0’KEHHE MBICIICH BBICTYIAIOIIETO, @ He HAa000pOT;

. JUIS Pa3bsCHCHUS IMOJIOKCHHI JOKJIaa MCIIOIh30BaTh Pa3HbIC BHJIbI CIAMIOB: C
TEKCTOM, C TaOJIMIIaMH, C TUarpaMMaMu;

. ar00as Mpe3eHTaIUs JI0JDKHA MMETh COOCTBEHHYIO JApaMaTyprHio, B KOTOPOH

€CTh:

«3aBsi3Ka» - MPOOYXKJICHHE WHTEpEca ayJUTOPHU K TeMe COOOIICHUs (IPKUI HaTJIsAHBIH
npuMep);

«Pa3BUTHE» - IEMOHCTPAIUS OCHOBHON MH(OPMAIIMU B JIOTHUECKON MOCIICA0BATEIIEHOCTH
(uepenoBaHUE TEKCTOBBIX U IPapUUECKUX CIIANIIOB);

«KYJIBMUHAIMS» - TPEJCTABICHUE CaMOTO TJIaBHOTO, HOBOTO, HEOXHJIAHHOTO
(3MOIMOHATIFHBIN PEYEBOW UM WILTFOCTPATUBHBIN 00pa3);

«pa3BsizKka» - GopMyIHpPOBAHKE BHIBOJIOB WM MPAKTHUECKUX PEKOMEHIAINH (BUIACOPST).

3. Odopmiienune npe3eHTauu

Odopmiienue nmpe3eHTaum BKII0YaeT B ce0sl CIEAYIOILYI0 0053aTeNbHYI0 HHPOPMAIIHIO:

TUTynbHBIN TUCT

- IPEJICTaBIIAET TEMY JI0KJIaa U UMs aBTopa (MJIM aBTOPOB);

- Ha 3allUTe KypCOBOW WJIM JUIUIOMHOI paOOThl yka3blBaeT (PaMUIMIO W HHHULUAIIBI
Hay4yHOTO PYKOBOJUTEISI UIN OpPraHu3alluu;

- Ha KOH(epeHIUAX 0003HavaeT 1aTy U Ha3BaHUE KOH(EPEHIIUH.

[Inan BeICTYIIIIEHUS

- (opmynHpyeT OCHOBHOE coJiepkaHue JToknaza (3-4 myHkTa);

- (pukcupyeT nNopsaa0K U3I0KEHU HHPOPMALINY;

CopepxaHue pe3eHTaluu



- BKJIIOYAET TEKCTOBYIO U IpapuuecKyro HHPOpMAIIHIO;

- WJUTIOCTPUPYET OCHOBHBIE ITYHKTHI COOOIICHHS;

- MOJKET MPEACTaBIATh CAMOCTOSTENILHBIN BapuaHT JOKJIA/a;
3aBepiieHue

- 0000111a€eT, TOJJBOAUT UTOTH, CYMMHPYET HH()OPMAIIHIO;

- MOKET BKJIFOUATh CITMCOK JIUTEPATYPHI K JOKIIAIY;

- COJICPKUT CJIOBa OJIarolapHOCTH ayAUTOPHUH.

4. luzaiin npe3eHTauuu

TexcToBoe oopmireHne

. He crowut 3amonHATh ciaii CIMIIKOM OOJNBIIMM 00beMOM MH(POPMALIUH - JTyYIe
BCET0 3alloMUHAIOTCs He Oosiee 3-X (akTOB, BHIBOJOB, ONPENEICHHH.

o OnTuManbpHOE YUCIIO CTPOK Ha ciaizae — 6 -11.

J KopoTkue ¢paszpl 3amoMuHAOTCS BHU3yaslbHO Jydine. [IyHKTHI TiepedHeld He
JIOJDKHBI TTPEBBIMIATH JIBYX CTPOK Ha (pasy.

. HaubGonpirass 3¢p¢heKTUBHOCTh JOCTHTaeTCs TOTNA, KOrJa KIIOUEBBIC ITYHKTHI
0TOOpaXxkaroTcs MO OJTHOMY Ha Ka)kJIOM OTAEILHOM craiizie

. Ecnu TekcT cocTouT M3 HECKOJbKUX al3aleB, TO HEOOXOJIUMO YCTaHOBHTH
Kpac-HYIO CTPOKY M MHTEpBaJI MEXy ab3alamu.

. KiroueBsie ciioBa B nH(GOpMalMOHHOM OJIOKE BBIIEISIOTCS LIBETOM, HIPU(TOM HIIH
KOMTIO3HIIMOHHO.

o Nudopmanuio mnpeanoyTurenbHee pacnojiaraTb TOPU30OHTANBHO, Haumbosee
BAXKHYIO - B LIGHTPE IKpaHa.

o He cnenyer 3moynotpebnsiTe OONBIIMM KOJWYECTBOM MPEIJIOTOB, HapedHii,
MpUJIaraTeabHbIX, BBOJHBIX CIIOB.

o Hudpossle mMaTepuansl Jdydille MPEACTaBUTH B BHIE TpapUKOB U JAUATPAMM —
TabnuLbl ¢ HU(POBBIMU JAHHBIMU Ha cJiaiiie BOCIPUHUMAIOTCS TLI0XO.

. Heo6xomumo oOpaTuTh BHUMaHHE HA TPAMOTHOCTh HamucaHus TekcTa. Omuoku

BO BECh IKPaH MPOU3BOJIAT HENIPHUIATHOE BIICYATICHUE
[pudroBoe ohopmieHue

. [pudter 6e3 3aceuek (Arial, Tahoma, Verdana) unraroTcs jerde, 4eM rpoTecKH.
Henb3s cmemuBarh pa3ianyHble TUIBI LIPU(TOB B OJTHOM MPE3EHTAIIH.

o pudToBOli KOHTPACT MOXKHO C€O3[aTh IMOCPEICTBOM pasMepa WIpUdTa, €ro
TOJILIUHBI, HaUepTaHusi, GOpPMbI, HAIIPABJICHUS U 1IBETA;

. Jlia 3aronoBka roautcs pasmep mpudra 24-54 myHkra, a st Tekcra - 18-36
MTYHKTOB.

. Kypcus, noguepkuBanue, ;kUpHbIA MPUGT UCTOIB3YIOTCS OIPaHUYCHHO, TOJIBKO
JUISL CMBICIIOBOTO BBIJIENIeHUsI (PparMEeHTOB TEKCTA.

. J1J11 OCHOBHOTO TEKCTa HE PEKOMEHIYIOTCS IPOTTUCHBIE OYKBBI.

[[BeToBOE 0hopmIeHHE

o Ha onnom crnaiiie He ucnosb3yercst 6ojee Tpex 1BETOB: (hOH, 3ar0JIOBOK, TEKCT.

o [Ber mpudTa u uBet dhoHa JOHKHBI KOHTPACTHPOBATh — TEKCT JIOJDKEH XOPOIIIO
YUTAThCA, HO HE pe3aTh riiasa.

o s pona mpeanoyTUTENbHEE XOJI0HbIE TOHA.

J CyiiecTByIOT He codyeTaeMble KOMOWHANUU 1BeTOB. OO0 3TOM MOXHO y3HaTh B
CHeIHalbHOM TuTepaType.

. UepHbIil 1IBET WMEET HETAaTUBHBIM (MpadyHbIil) MOATEKCT. benblii Ha YepHOM
YUTAETCS TI0XO.

o Ecnu npesenranus 6oblinas, TO €CTh CMBICT Pa3AeTUTh €€ Ha YaCTH C MOMOIIBIO
[[BETa — Pa3HBIH [IBET CIOCOOEH CO3/71aBaTh Pa3HbIi SMOIIMOHATIBHBINA HACTPOMA.

o Henb3s BeIOUpaTh GOH, KOTOPBIN COAEPIKUT aKTUBHBIN PHCYHOK.

Kommnosuiinonnoe odopmienue



. Crnenyer coOmomath enuHblid CTHIB odopmwieHHs. OH MOXET BKIIOYATh
omnpeneneHHbId mpu@T (rapHUTypa U 1UBET), (PoH 1BeTa MK (OHOBBIA PUCYHOK, IEKOPATHBHBIN
AJIEMEHT HEOOJIBLIOr0 pa3Mepa u T.1.

° He npuemnemsl cTuinm, KOTOpble OyAyT OTBIIEKATh OT IIPE3EHTALUH.

° KpymnHbie 00BEKTHI B KOMIIO3UIIMK CMOTPSATCS] HEBAXKHO.

° BceromorarenbHass  wHGopMmanus — (YyOpaBisiOmIMEe  KHONKM) HE  JOJDKHA
npeo0agaTh HaJl OCHOBHOM (TEKCTOM M MILTIOCTpAIIACH).

. st cephe3HOM Mpe3eHTAIlluu OTOMPAIOTCS 1MIA0JIOHBI, BHITIOJIHEHHBIE B JI€JIOBOM

CTHIIE.
AHuUMaNMOHHOE 0(OPMIICHHE

J OcHOBHasi poJjib aHMMallUU — JIO3UPOBaHUS HHPOpMaLMHU. AynuTopus, Kak
MpaBWJIO, JIy4yllle BOCIPUHUMAET MHPOPMALMIO MOPUUSAMH, HEOOJbUIMMH 3PUTEIbHBIMU
(¢bparmeHTamu.

J AHuManus UCHOJB3yeTCd JUIsl TNPUBJICYEHUS BHUMAHUSA WIM JE€MOHCTpalUU
pa3BUTHS KaKOTO-JIMO0 Tpoliecca

. He crourt 3noynotpe6saTh aHUMaMOHHBIMU 3(ppeKTamMu, KOTOPbIE OTBJIEKAIOT OT
COJIep’KaHus WIM YTOMIISIFOT IJ1a3a YUTAIOLIETO.

. Oco0OeHHO HEeKenaTeNbHO YacTO€ MCIMOJIb30BAHME TaKUX aHUMAI[MOHHBIX
3¢ (}exToB Kak BBUIET, BpallleHUE, BOJIHA, TOOYKBEHHOE MOSBICHUE TEKCTA.

3ByKOBOE OpopMIIEHUE

. My3BIKaJIbHOE COMPOBOXKJICHUE TPU3BAHO OTPa3UTh CYTh WM TIOTYCPKHYTH
OCOOCHHOCTH TEMBI CJIaiijla I BCEH NMPE3eHTAIlUH, CO3JaTh OMPEICIICHHBIN YMOIMOHAIBHBII
HACTPOM.

° My3biKky 1enecooOpa3Ho BKIIOYATh TOTJA, KOTJa TMpe3eHTauus uaeT 0e3
CJIOBECHOTO COTIPOBOKICHHUSI.

° 3BYKOBOE COTIPOBOXKICHUE HUCITOIB3YETCSI TOJIHKO TI0 HEOOXOAUMOCTH, TIOCKOJIBKY
nake GOHOBAsK TUXAsk MYy3bIKa CO3/1Aa€T U3JIUIITHAMA IITyM U MEIIAeT BOCIIPUSATHIO COJCPKAHMSL.

) Heo6xoaumo BbIOpaTh ONTUMATIBHYIO TPOMKOCTh, YTOOBI 3BYK OBLI CIIBIIIAH BCEM
CITyIIaTeNIeM, HO He ObLIT OTJTYIITUTEIbHBIM.

I'paduaeckoe oopmiaeHre

. Pucynku, ¢otorpadum, auarpamMmbl TMPU3BAHBI  JOIOJHUTH TEKCTOBYIO
MH(OPMALIHMIO HITH TIepeaaTh e€ B 00Jiee HAIJISIHOM BHJIC.

. Henp3s npenctaBiasTh pUCYHKH B (POTO IUIOXOTO KAavyeCTBAa MM C MCKaKEHHBIMH
MIPOITOPIIHSIMHU.

° KenarenpbHo, YTOOBI H300pakeHHUE OBUIO HE CTOJBKO (POHOM, CKOJIBKO
WUTIOCTpAIMEl, PaBHOM IO CMBICIy CaMOMY TEKCTY, YTOOBbI IOMOYb I1O-HOBOMY IOHSTH H
PacCKpBITh €ro.

L4 Cnez[yeT n30erathb HCKOPPCKTHLIX HJ'IJ'II-OCTpﬁLIHfI, KOTOPBIC HCIIPABUJIIbBHO WJIH
ABYCMBICJICHHO OTPAXKar0T CMBICJI I/IH(1)OpMaI_II/II/I.
L4 H606XOI[I/IMO M03a00TUTECA O PaBHOMCPHOM H pPallMOHAJIbHOM HCIIOJIb30BAHUHU

MPOCTPAHCTBA HA ClIaiijie: €ClIM TEKCT MEePBUYEH, TO TEKCTOBOU (pparMeHT pa3Meniaercs B JIEBOM
BEpPXHEM YTy, a rpaduueckuii pUCyHOK BHU3Y clipaBa U HA000POT.

° WNnmroctpaiun - peKOMEHAyeTCsl  CONPOBOXKAATh  IMOSICHUTENBHBIM ~ TEKCTOM.
[Toanucu k KapTUHKaM JydYille BBIMOJHATH COOKY HWIJIM CHHU3Y, €CIU ATO TOJBKO HE Ha3BaHHE
caMoro clanma.

° Ecnu rpaduyeckoe mzoOpaxeHHe MCHONb3yeTcs B KauecTBe (poHA, TO TEKCT Ha
3TOM (hoHE TOJDKEH OBITh XOPOIIIO YUTAEM.

TaOmuIEl ¥ CXEMBI

L4 He crouT BCcTaBIsATH B MPpE3CHTAINIO OoJIbIIIHE Ta6J'II/II_IBI — OHH TPYAHBI JIs
BOCIIPUATHUA. Hy‘IIJ_IC 3aMCHUTH UX Tpa(I)I/IKaMI/I, MMOCTPOCHHBIMH Ha OCHOBEC 3THX Ta6J'II/II_I.
L4 Ecau Bce xe Ta6J'II/II_[y MoKa3zaTb Ha/l0, TO CICAYCT OCTABUTb KaK MOXHO MCHBIIC

CTPOK U CTOJ'IGI_[OB, 0T06paB " pa3sMCCTHUB TOJIBKO CAMBIC BA’KHBIC JaAHHBIC.



J [Ipu wcronb30BaHUM CXEM Ha Cllaiiiax HEOOXOJMMO BBIPOBHSATH Psijibl OJOKOB
CXEMBI, PACCTOSIHHE MeXay OJoKaMu, H00aBUTh COEIMHUTEIBbHBIE CXEMBl IPH IOMOIIU
MHCTPYMEHTOB ABTO(HUTYD,

J [Ipu co3zmaHMu CXeM HYXHO YYHTBIBATh CBS3b MEXKIY COCTAaBHBIMHU YacTAMH
CXEMBI: €CIIM OHU PAaBHO3HAYHBI, TO 3aMOJTHIIOTCA OJHUM IIPH(PTOM, (POHOM U TEKCTOM, €CIIU €CTh
MepBOCTEIIEHHAass HMHQOpManus, TO OHAa BBIACIHIETCS OCOOBIM CHOCOOOM C  TIOMOUIBIO
OpraHU3aIMOHHBIX THATPAMM.

Aynuo- u BuzneoodopmiieHue

. Buneo, xuHO M Tene marepuanbl MOTYT ObITh HCIOJIB30BaHbI MOJHOCTBIO WIIU
(parMeHTapHO B 3aBUCHMOCTH OT II€JIeH, KOTOPbIE MPECIeIyIOTCSL.

. [IponomKkuTensHOCTh HUIIbMa HE JI0JDKHA MPEBHIATh 15-25 MuHyT, a ¢pparmenra
— 4-6 MUHYT.

. Henb3s wucnonwp3zoBaTh JBa (uiabMa Ha OJHOM MEPONPUATHH, HO I0Ka3aTh

(dbparmMeHThI U3 ABYX (UIHBMOB BIOJHE BO3ZMOXKHO.
IHoaroroBka k 3a4€ty. '0OTOBUTHCS K 3a4€Ty HY)KHO 3apaHee U B HECKOJIBKO ATanoB. Jlis

9TOrO:

. [IpocmaTpuBaiiTe KOHCHEKTHI JIEKIMH Cpa3y MOCIE 3aHATHH. OTO ITOMOKET
pa3zo0paThCs C HEMOHATHHIMU MOMEHTaMHU JIEKIIMY U BO3HUKIIUMH BOIIPOCAMH, TTOKA elle JEKIUs
CBEXa B ITAMSTH.

. berno mnpocMarpuBaliTe KOHCIEKTHI J0 Hadalla CIEIYIOIIEro 3aHATHSA. OTO
MTO3BOJINT «OCBEXHUTH» NPEABIAYIIYI0 JIEKIUI0 W MOATOTOBUTHCA K BOCHPHUITHIO HOBOIO
Marepuana.

o Kaxxnyro Henenmo oTBoAuTe BpeMs sl IOBTOPEHUS IPOMJICHHOIO MaTepraa.

HenocpencrBeHHO Npy MOATOTOBKE:

o YHopsg04bTe CBOM KOHCIIEKTHI, 3aIHCH, 3aIaHHS.

. [IpukuHbTE BpeMs, HEOOXOAUMOE BaM ISl TIOBTOPEHHUS KakI0oW dactu (OJoka)
MaTepHualia, BRBIHOCUMOTO Ha 3a4erT.

o CocraBpTe pacnucaHue ¢ y9eTOM CKOPOCTH MOBTOPEHUS MaTepHaa, sl 4ero

o Paznmenmute Bompochl s 3au€Ta Ha 3HAKOMbIE (MO JICKIIMOHHOMY KypCYy,

CCMHHapam, KOHCHCKTHpOBaHI/II-O), KOTOPBIC HOTpe6y10T JIMIIb IIOBTOPECHUSA W HOBEIC, KOTOPLIC
IpUACTCA OCBaUBATh CAMOCTOSATCIIBHO. Haunute ¢ TeM XOpomo BaM M3BCCTHBIX U 3aKPEIIUTE UX C
IIOMOIIBKO KOHCIICKTa H y‘le6HI/IKa. 3areM IIONOJIHUTE CBOU TCOpCTI/ILIeCKI/Iﬁ 0ara’x HOBBIMH
3HaHHUAMH, 0053aTeNbHO BOCIIOJIL30BAaBIINCH peKOMeHHOBaHHOﬁ HHTepaTypOfI.

L4 HpaBI/IJ'IBHO I/ICHOJIB3y1>'ITe KOHCYJIbTalliH, KOTOPBIC IPOBOAUT IPCIOAaBATCIIb.
HpI/IXOI[I/ITC Ha HHUX C 3apaHcCC HpOpa6OTaHHLIMI/I CaMOCTOATCIIBHO BOIIPOCAMM. Be1 Moxete
MOJIYYHUTDb Pa3dbiACHCHHUC 110 IIOBOAY CJIOXKHBIX, HC 10 KOHIA IMOHATHIX TEM, HO HC pacchTHBaﬁTe
BO BPEMA KOHCYJIbTAlIMHU HAa UCUCPIIBIBAIOLTYIO HH(bOpMaL[HH IO COACPIKAHUIO BCCTO KypcCa.
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YK-4: CriocobeH ocyiecTBIATh JISIOBYI0O KOMMYHHUKAIMIO B YCTHOM M MUCBMEHHOW (hopMax Ha

rocynapcTBeHHOM s3blke Poccuiickoit @enepanuy 1 HHOCTPAaHHOM(BIX) SI3bIKE(AX)

YK-4.1

BriOupaeT cTUITh OOIICHUS
Ha PyCCKOM SI3BIKE B
3aBHCHMOCTH OT LIEJH U
yCJIIOBUM IIapTHEPCTBA;

QA THPYET pedb U CTHITh
O0OLIEHUS K CUTYallUsSIM
B3aMMOJICICTBUSA

Ilepeuensv 6onpocos K 3auémy:
1. Bujs! gemoBoi mepemnucKy.
2. TpeboBanus k 0GOPMIICHHUIO ACTOBBIX IMHCEM.
3. Pa3HOBUIHOCTH JI€JIOBBIX TTUCEM 1O
TEMAaTHYECKOMY TIPU3HAKY.
4. SI3bIK U CTHJIBL AEIOBOr0 MUCHMa.
5. CocraBiieHrE TEKCTa JIETOBOTO MUCHMA.
6. TpeboBaHMsI K M3TOTOBJICHHUIO TTUCEM C TIOMOIIHIO
KOMIIBIOTEPHON TEXHUKH.
Tecmui:
1. Beibepure BepHOE MpoOImKeHHe Ppasbl: DneKmpoHHAs.
0enosas nepenucka...
a) siBysiercst 0osee HehOpMaabHBIM CIIOCOOOM OOIICHHUS,
YeM TPaAUIIMOHHAS «OyMaXxKHas»;
0) TpebyeT coOmoaeHMS OONBITMHCTBA ITPABUIT
TPAIUITMOHHOMN «OyMa>KHOI TTePEIICKH;
B) TIOJTHOCTBIO OTJIMYAETCS OT TPATUITHOHHON
«OyMaXHOW» TIEPETTHCKH;
T') UCTIONB3YETCS ISl AYOTUPOBAHUS TPAJUIIMOHHOMN
«OyMaKHOW» TIEPEITUCKH.
2. B KakoM IIyHKT€ yKa3aH KOPPEKTHBIH 3ar0JI0BOK K
TEKCTY MPETEH3NOHHOT 0 MHChMa?
a) O mpeTeH3uu 10 J0TOBOPY MOCTAaBKH TOBapa OT
23.05.2015 Ne 234;
6) O peTeHs3uu 1Mo I0TOBOPY;
B) IIperenHsus o HECOOMIOeHNH YCIIOBHIA JOTOBOPA;
r) O TIpeTeHs3un 1o A0roBopy mocraBku ToBapa Ne 234 ot
23.05.2015.
3. B xakoM nopsiake cieayeT HanpaBisiTh MUCbMa
MPETEH3UOHHOI 0 Xapakrepa?
a) MICbMO-Tpe0OBaHNE, THCEMO-HAIIOMIHAHNE,
peKITaMaIus;
0) muChPMO-HaNIOMUHAHKE, TUChMO-TpeboBaHMeE,
peKIIaMaIus;
B) IPETEH3HOHHOE TUCHMO, ITUCEMO-TPe0OBaHUE,
MUCHhMO-HATIOMUHAHHE;
T') TIOPSJIOK HEe UMEET 3HAYCHUS.
4. YxaxuTe BUJ NUCbMa, OTHOCSIIMIICS HE TOH Ipynine mno
[[eJIEBOMY HA3HAYEHHUIO, YTO OCTaJIbHbIC BUIBL:
a) MICEMO-TPEeOOBAHMUE;
0) MUCHMO-0TKa3,;
B) ITUCHEMO-COTJIACHE;
T') IUCEMO-TIO/ITBEPKICHUE.
5. B kakoMm 13 Ha3BaHHBIX BUJIOB ITUCEM OTMETKA O
HAJMYUY [IPUIIOKEHUS SBISETCS 00sI3aTEIbHBIM
PEKBU3UTOM?
a) MMCHEMO-U3BEIICHHUE;
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0) mrceMo-0J1aroJapHOCTB;

B) peKOMEHIaTeIbHOE MTUCHMO;

T') COTPOBOAMUTENHHOE MMUCHMO.

Ilpakmuueckoe 3a0anue Ne 1:

3aaHue BBHITIOIHSCTCS IO ICTOBBIM ITHCHMaM,
MPE/ICTaBICHHBIM B MpUiokeHHH. CTYAEHT JOIKEH
BBIOPATH MATH MUCEM B COOTBETCTBUH C NIEPBBIMU IMATHIO
OykBamu CBOEH (aMUIHu:

Hanpumep, eciu dhamunust Anoxuna, HY)KHO B3Th MMCbMa
nox Homepamu: 1 (a), 15 (1), 16 (0), 23 (x), 10 (u). IIpu
MOBTOPEHUU OYKB, CIEAYET B3ATh MMHCHhMa,
COOTBETCTBYIOIIIME IIECTON U MOCIEAYIONIMM OyKBam
tdamunun. Eciu B pamuimm MeHee i OyKB (TIATH
pa3iIH4HbBIX OYKB), CIENYET B3STh MACHMA,
COOTBETCTBYIOIIME OYKBaM UMEHU (W/UIIK OTYECTBA)
CTYJICHTA.

[Mpoananu3upoBaTh KaKJI0€ U3 TIHCEM I10 ITyHKTaM:

1. Onpenenuth BU MHCHMA 110 PA3THIHBIM
KJIacCU(PUKATIHSIM.

2. cxoxs u3 BUIa IMChbMa, CAENATh €ro GOpMYIISPHBIH
aHaIu3:

a) IpOoaHATM3UPOBATH OJTAHK MUChMa Ha COOTBETCTBHE
pexomengarusim ['OCT P 6.30-2003;

0) MpoaHAM3UPOBATH HAJMYHE U TIPABIIIBHOCTh
oopMIIEHUS BceX HEOOXOJMMBIX B JIETIOBOM ITHUCHME
pexBu3nuToB (cM. [OCT P 6.30-2003). [Ipu orcyTcTBHN
TOT'O WM MHOTO PEKBU3NUTA CIEAYET MPOKOMMEHTHPOBATH
€ro HeoOXOIMMOCTH ISl JAHHOTO BHJIA TIHChMA U, €CITH
STOT PEKBU3UT HY)KEH, IPEITIOKUTH BAPUAHT €T0

o opMIICHUS;

B) YKa3aTh PEKBU3HTHI, yIIOTPEOIEHIE KOTOPBIX
00yCJIOBIIEHO BHJIOM JAHHOTO IHCHMA.

Pesymbrater paboTsl MOXHO 0DOPMHUTE B BUE TaOIHIIL.
Ilpakmuueckoe 3a0anue Ne 2

1. HaifTu B nucbMax, OpeACTABICHHBIX B IPUJIOKEHUH,

WIM B CBOMX JIEJIOBBIX MUCbMaX (CKaH-KOIUHU KOTOPBIX

JIOJKHEI OBITH TIPUKPEIUIEHBI K padoTe) He MeHee 10

JIMHTBUCTUYECKUX OIIMOOK Pa3HbBIX THUIIOB.

2. Bemmmcath (hparMeHTHI IHCEM, COIEPIKAIIUE OIHOKY.

3. OxapakTepu30BaTh OIMIHOKY.

4. IlpennoXXuTh NCIPaBICHHBIN BapuaHT POPMYIMPOBKH.

PesynbpTar paboTsl MOXXHO OpOPMUTD B BUAE TAOIUIIBI.

Konmponvuaa paboma
BriOpath Tpu nucbMa U3 T€X, 4TO HE aHATTU3UPOBAJIMCh
IPY BBIIOJTHEHUH MIPAKTUYECKUX 3aJaHuil (yKa3aTb
HOMEpa MHCEM) U B3STh [Ba CBOUX (CKaHbI TUCEM
NPUIIOKUTE K padoTe). MOKHO BBIITOTHUTH paboTy TOJIBKO
Ha MPUMEPE CBOHUX MHCEM, HO BCETO JOJDKHO OBITH
POaHATU3UPOBAHO MATH MUceM (B TOM YHUCIIE U
3JIEKTPOHHBIX ), OTHOCSILIUXCS K PA3HBIM TPYIIIaM 110
LIEJIEBOMY Ha3HAYEHUIO.
[IpoananusupoBaTh KaKJ0€ U3 MHCEM OTAEIBHO IO
ITYHKTaM:




Kon
WHOUKATOpa

Nupukatop 10CTHUXEHUS
KOMIIETEHIIUH

OneHouHbIE CpeICTBA

1. Onpenenuth BUJ MHCHMA MO PA3THYHBIM
KIIACCH(UKAIUSIM.

2. cxoas u3 BUIa IMChbMa, CIENaTh ero (popMyspHBIHA
aHaIu3:

a) MpoaHaIM3UPOBATh OJIAHK MHMChMa Ha COOTBETCTBUE
pexomen narusim 'OCT P 6.30-2003;

0) mpoaHaIU3UPOBATh HAJMYUE U IIPABIIIBHOCTh
oopmiteHHs BCeX HEOOXOMMBIX B JICTIOBOM ITHCHME
pexBusutoB (cm. TOCT P 6.30-2003);

B) yKa3aTh PEKBU3UTHI, yIIOTPEOICHHE KOTOPBIX
00YCIIOBJIEHO BUIOM JAHHOTO MTHCHMA.

3. I[IpoBecTu comepkaTeNbHbIA aHAIM3 MHUChMA!

a) MPOaHAIM3UPOBATH 3ar0JIOBOK K TEKCTY MUChMa!

— €CJIM 3ar0JIOBOK €CTh, 0XapaKTepPHU30BaTh €ro
COJIEPXKATEIBHYIO U (POpMaTbHYI0 KOPPEKTHOCTD;

— €CJIM 3aroJIOBKa HET, CHOPMYIUPOBATH 3aT0OJIOBOK B
COOTBETCTBHH C COZEPIKAHUEM TEKCTa;

0) BBINTHCATH SI3BIKOBBIE KITUIIIE, COOTBETCTBYIOIINE
JTAHHOMY BHJy ITHChMa;

B) IIPOaHAIM3UPOBATH KOPPEKTHOCTh TEKCTA MHUChMa!

— BBISIBUTH BCE BUIbI HEIOUYETOB B TEKCTE (CMBICIIOBBIC
HETOYHOCTH, U30BITOUHOCTh MIJIM HEIOCKA3aHHOCTD,
pa3HOro poja OIMMOKN U TakK Jayee);

— OOBSICHUTD UX;

— IPEIIOKUTH MCTIPABICHHBIA BApHAHT (POPMYITHUPOBKH.
4. CocTaBUTH UCTIPABIICHHBIA BapUaHT Ka)KI0TO MTHCHMA.

VK-4.2

BeneT nenoByo nepenucky
Ha PYCCKOM M HHOCTPaHHOM
SI3bIKaX C Y4ETOM
0COOCHHOCTEH CTUIIUCTUKU
0(UINAIBHBIX TTHUCEM U
COLMOKYJBTYPHBIX
[pa3InIui

Ilepeuensv 6onpocos k 3auémy:
1. Buasr aemoBoi mepenucKu.
2. TpeboBanus kK 0(HOPMIICHHIO ACTOBBIX ITHCEM.
3. Pa3HOBUIHOCTH JEIOBBIX MHUCEM 10
TEMATUYECKOMY IIPU3HAKY.
4. SI3BIK U CTHIIb ASIOBOIO MHCHMA.
5. CocraBiieHHe TEKCTa JeI0BOr0 IKUchMa.
6. TpeboBaHMSI K M3TOTOBJICHHUIO TIUCEM C TTOMOIIIBIO
KOMITHIOTEPHON TEXHUKH.
Tecmoswvie 6onpocoi:
6. Kakoli Bu AeI10BOr0 MUChMa OTHOCHTCS K
MMMChMaM-OTBeTaM?
a) MICHhMO-0JIar0AapHOCTH,
0) MUCHMO-TIOATBEPIKICHUE,
B) PEKOMEHIATENFHOE TTUCHMO,
T') MACEMO-TIPHUTJIAIIICHHE.
7. YKaxxuTe BUJ MUCbMa, B KOTOPOM JOMYCTUMO
UCIIOJIH30BATh AJIEMEHTHI TPaUIECKOTr0 YKPAIICHHUS:
a) MICHEMO-0JIar0apHOCTH,
0) MUCHMO-TIO3/IPaBIICHHUE,
B) PEKOMEHIATENFHOE TTUCHMO,
T') MMCEMO-3aKa3.
8. [Ipu oopmiieHHH KaKOro/KaKiuX PEKBU3UTOB JIEIOBOT'O
MMChMa HY)KHO COOJIFOIaTh HOPMBI PYCCKOTO
JUTEPATYPHOTO SI3bIKA?
a) HaMMEHOBaHWE OpraHu3allny,
0) cipaBOYHBIE JTAHHBIEC 00 OpraHU3aIVH,
B) TEKCT,




Kon
WHOUKATOpa

Nupukatop 10CTHUXEHUS
KOMIIETEHIIUH

OneHouHbIE CpeICTBA

r) Ipu 0OPMIICHUN BCEX HA3BaHHBIX PEKBU3UTOB.

9. Kakoii pekBU3HUT MOKET OTCYTCTBOBATH B
TPaJUIUOHHOM «OYMa>KHOMY JIETIOBOM IHCHME, HO
00s13aTeIBHO JTOJKEH OBITH OOPMIICH B JIEKTPOHHOM
JIETIOBOM ITUChME?

a) 3ar0JIOBOK K TEKCTY JIOKYMEHTA;

0) TeKcT;

B) OTMETKA O HAJIMYUH PUII0KCHHUS;

T') IOAIHUCE.

10. OTcyTcTBHE KAKOTO PEKBU3UTA OTIHYAET POPMYIISIP
JIETIOBOTO MTUChbMa OT (POPMYJIISIPOB JIPYTUX BUJIOB
JIOKYMEHTOB?

a) HaMMEHOBaHWEe OpraHu3allny,

0) HauMEHOBAaHUE BHUJIA JJOKYMEHTA,

B) aJpecar,

') OTMETKa O HAJIMYUU TIPUIIOKEHUSI.

11. B xakoM MyHKTE yKa3aHO KOPPEKTHOE O0(OopMIICHHE
MIOYTOBOI'O aJipeca OpraHu3aIim?

a) 455000, Yensbunackas 0071., r. MarHUTOTOpCK,

mp. Jleawna, 38;

0) mip. Jlenuna, 38, r. MarHUTOTOPCK;

B) ip. Jlenuna, 38, r. Marauroropck, YensOunckas oor.,
455000;

r) np. Jlennna 38 r. Marauroropck YensOnHckast o0I.
455000.

12. YkaxuTe BepHYIO (POPMYITHUPOBKY 3ar0IOBKa K TEKCTY
JIEIOBOTO MHUChMa!

a) O mpeIoKeHUH YCIyT 1Mo opopMIIeHH 0 odrca;

0) Ycmyru o odopmiteruio oduca;

B) O mpemioxeHnn yCiyT;

r) Pexmamuoe npemioxxeHue.

13. Kakoe u3 yTBEp>KISHHI He COOTBETCTBYET HOpMaM
oopmiteHHs 3ar0I0BKa K TEKCTY JIETOBOTO MIChMa?

a) mumercst ¢ OONMbIIONH OYKBHI,

0) 3aKiTroyaeTcsl B KaBBIUKH,

B) JIOIDKEH OBITH KPATKUM H TOUHBIM,

T) mUImIeTcs 6e3 TOYKH B KOHIIE.

IIpakmuueckoe 3a0anue Ne 1:

3amaHue BBITOIHAETCS IO JETOBBIM MTHCHMaM,
MIpeJCTaBIeHHBIM B TIpriioxkeHnd. CTyIeHT JOIDKEeH
BEIOpATh IIATH ICEM B COOTBETCTBUU C IEPBBIMH TISTHIO
OykBamu cBoel (haMuiTwn:

Hampumep, ecriu pamunms Anoxurna, Hy>KHO B3SITh TUCHMa
noyy Homepamu: 1 (a), 15 (u), 16 (0), 23 (x), 10 (n). [1pu
MTOBTOPEHUU OYKB, CIIEAYeT B3STh MHChMA,
COOTBETCTBYIOIIHE IIECTOH U TIOCIEMYIOINM OyKBaM
thamunuu. Ecnu B pamunim MeHee 1Aty OyKB (TISTH
pa3IuYHBIX OyKB), CIEIyET B3ATh MUChMA,
COOTBETCTBYIONIHE OYKBaM UMEHU (W/WJIH OTYECTBA)
CTYZAEHTA.

[Ipoananu3upoBaTh KaXkJ0€ U3 MUCEM 110 ITYHKTAM:

1. OnpenenuTs BUA NHCHbMA 1O Pa3IMYHBIM
KJIacCU(PUKALHSIM.

2. Ucxoas u3 BUa McbMa, CAENaTh €ro popMysipHbINA
aHaJIN3:




Kon
WHOUKATOpa

Nupukatop 10CTHUXEHUS
KOMIIETEHIIUH

OneHouHbIE CpeICTBA

a) MPOaHATU3UPOBATH OJIAHK MHUChMa Ha COOTBETCTBHE
pexomen narusim 'OCT P 6.30-2003;

0) nmpoaHaIU3UPOBATh HAJMYUE U IIPABIIILHOCTh
oopMIIeHUS BCceX HEOOXOMMBIX B JIEIOBOM MHUCHME
pexBu3uToB (cMm. 'OCT P 6.30-2003). IIpu oTrcyTcTBUI
TOT'0 WJIM HHOTO PEKBU3UTA CIIEAYET TPOKOMMEHTHPOBATh
ero HeoOXOUMOCTD JIsl TAHHOTO BUJa MUChMA H, €CIN
3TOT PEKBU3UT HYKEH, IPEIJI0KUTh BAPUAHT €TI0
othopmiteHMs;

B) YKa3aTh PEKBU3HTHI, yIIOTPEOICHHE KOTOPBIX
00YCIIOBJIEHO BUIOM JAHHOTO MTHCHMA.

Pe3ynbpTarhl paboThl MOXHO OPOPMHUTH B BUJIC TaOMIHII.
Ilpakmuueckoe 3a0anue Ne 2

1. Haiit B muceMax, IpeACTaBICHHBIX B MIPUIIOKEHNH,

WJIM B CBOMX JIETOBBIX MUChMaX (CKaH-KOIMUHU KOTOPBIX

JIOJDKHBI OBITh MPUKPEIUIEHBI K paboTe) He meHee 10

JMHTBUCTUYECKMX OMIMOOK Pa3HBIX THIIOB.

2. Beinucath (hparMeHThI IHCEM, COIEPIKAIIUE OIIUOKY.

3. OxapakTepr30BaTh ONIMOKY.

4. IpeanoxuTh UCIIPaBICHHBIA BAPUAHT (OPMYITUPOBKH.

Pesynbrat paboTel MOKHO OOPMHUTH B BHJIE TAOIHIIEL.

Konmponwsnaa paboma
Br1OpaTh TpH mckMa U3 TeX, YTO He aHATM3UPOBAIINCH
IIPH BHIITOJTHEHNH MPAKTUYECKUX 3a1aHNH (yKa3aTh
HOMEpA ITHCEM) B B3SITh IBa CBOMX (CKAHBI ITUCEM
MIPUIIOKHUTE K paboTe). MOKHO BBITOIHUTH PAO0OTY TOIBKO
Ha IPUMepEe CBOUX MHCEM, HO BCETO JOKHO OBITH
IPOAHATM3UPOBAHO NATH MUCEM (B TOM YHCIIE U
JIEKTPOHHBIX ), OTHOCSIIMXCS K Pa3HBIM I'PYIIIaM I10
IeJIEBOMY Ha3HAYECHHIO.
[Tpoanamu3upoBaTh Ka’ka0e U3 MUCEM OTACIBHO 110
IYHKTaM:
1. Onpenenuth BUA MACHMA IO PAa3THYHBIM
KIIACCH(UKAIUSIM.
2. Ucxons u3 Buaa muckMa, cIenaTh ero (hopMyIsapHBINA
aHaJIM3:
a) MpOaHATM3UPOBATh OJAHK MHUChMa Ha COOTBETCTBUE
pexomengarusim ['OCT P 6.30-2003;
0) MpoaHAIM3UPOBATh HANWYHE U TPABUIHHOCTD
oopmiteHHs BCEX HEOOXOIUMBIX B JIETIOBOM ITHCHEME
pekBu3uToB (cM. 'OCT P 6.30-2003);
B) yKa3aTh PEKBU3UTHI, yIOTPEOICHNE KOTOPBIX
00YCIIOBJIEHO BHJIOM JJAHHOTO MTUCHMA.
3. IlpoBecTH comepKaTeNbHbIA aHAIN3 THChMA!
a) IPOaHAJIM3UPOBATH 3ar0JIOBOK K TEKCTY MHChMa:
— €CITM 3ar0JIOBOK €CTh, OXapaKTePH30BaTh €TI0
COJIEP)KaTENbHYIO M (POPMAIBHYIO KOPPEKTHOCTB;
— €CJIM 3aroJIOBKa HET, c(hOPMYIUPOBATDH 3ar0J0BOK B
COOTBETCTBHU C COJEP)KAHUEM TEKCTa;
0) BBIIIUCATH S3BIKOBBIE KITUILIE, COOTBETCTBYIOIINE
JaHHOMY BH]ly IICbMa;
B) MPOAHAIU3UPOBATH KOPPEKTHOCTh TEKCTA MHUChMA:
— BBISIBUTH BCE BHJIbI HEAOUETOB B TEKCTE (CMBICIIOBBIE




Kon
WHOUKATOpa

Nupukatop 10CTHUXEHUS
KOMIIETEHIIUH

OneHouHbIE CpeICTBA

HETOYHOCTH, M30BITOYHOCTh WJIM HENOCKAa3aHHOCTD,
pasHoOro poja ONMOKK U Tak Jajee);

— OOBSCHUTH UX;

— TPEUIOKUTH UCIIPABIEHHBIN BapHaHT (GOPMYITHPOBKH.
4. CocTaBUTh NCTIPABIICHHBIA BAPUAHT KaXI0TO MUChMA.

YK-4.3

BoinosHseT A1 TMYHBIX
L[EJICH TTEPEBO]I
0(pUIATIBHBIX 1
[pohecCuoHaNTBHBIX TEKCTOB
C MHOCTPAHHOTO S3bIKa Ha
[PYCCKHH, C PYCCKOTO SI3bIKa
Ha NHOCTPaHHBIN

Ilepeuensv 6onpocos K 3auémy:
1. Bujsl genoBoi mepenucKy.
2. TpeboBanus k 0(HOPMIICHHUIO ACTOBBIX IMHCEM.
3. Pa3HOBUIHOCTH JIETTOBBIX TTUCEM TIO
TEMAaTHYECKOMY TIPU3HAKY.
4. SI3bIK U CTHIIB AEIOBOr0 IMHUChMA.
5. CocraBiieHrE TEKCTa JIETOBOTO MUCHMA.
6. TpeboBaHUsI K M3TOTOBJICHHUIO TTUCEM C IIOMOIIIHIO
KOMIIBIOTEPHOU TEXHUKH.
Tecmosute sonpocwi:
14. YkaxxuTe BapuaHT HAIMCAHUS JaThI JEJIOBOTO TTHUChMA,
He cooTBeTcTBYIOmUA pekomeraamusm I'OCT P
6.30-2003:
a) 22.06.2016 r.,
0) 22.06.2016;
B) 22 utonst 2016 .;
r) 22 mrons 2016 rona.
15. YeM MUCHEMO-TIPEIONKEHUE OTIINIACTCS OT
pEKIIaMHOTO TTChMa?
a) ColepKUT HHPOPMAIIHMIO 00 OpraHU3alUU-aBTOPE,
0) comepKUT KOHKPETHBIC YCITOBUS CIEIKH,
B) pacchlIaeTcsi HECKOJIBKUM aJIpecaram,
T') COACPKUT MH(OPMAIIHIO O TOBapE.
16. Kakoii 13 BHIOB TE€TTOBOM TTEPETTHCKH MMEET SI3BIKOBBIC
0COOEHHOCTH, OTJIMYAIOIINE eT0 OT IPYTUX BUIOB?
a) TenmedoHOrpamMMa,
0) 2IEKTPOHHOE MICHMO,
B) Tellerpamma,
r) dakcorpaMma.
17. B xakoM ITyHKT€ TIepEYHCISHBI TIChMa, OTHOCSIITHECS
K Pa3HbIM KJIaCCU(PUKAIIMOHHBIM TPYIIIAM:
a) MICHMO-COOOIIEHNE, THCEMO-TIPHUTIIAIIICHNUE;
0) BXosIIIee MUCHEMO, HCXOIAIIEEe TTUCHMO;
B) MHUIIMATUBHOE TTHICHMO, IIMCEMO-OTBET;
T') MACHEMO, TPeOYyIolee OTBETa; MUChMO-HATIOMUHAHHE.
18. [IucbMO KaKoro BUa Mo LEeJIEBOMY Ha3HAUEHUIO
CJIEyeT COCTAaBUTh B CUTYallUH CHCTEMAaTHIECKOTO
HapYIICHUS JIETOBBIM IMapTHEPOM YCIOBUI JOrOBOpa U
WUTHOPHUPOBAHUS NPEABIAYIINX 0OparieHnii?
a) MICEMO-TpeOOBaHME,
0) MpeTeH3nOHHOE MTUCHEMO,
B) IIMCBMO-3aIIpOC,
T') MIICbMO-U3BHHEHHUE.
19. Kakoe u3 npunaraTeabHbIX HEYMECTHO B OOpallieHUsIX
IIpY JIETIOBOM Mepenucke?
a) N1yOOKOYBaXKaeMbIH,
0) MHOrOyBa)kaeMblii,
B) JIOPOTOiA,
T') BCe Ha3BaHHBIC NIPUJIATATEIILHBIC.




Kon
WHOUKATOpa

Nupukatop 10CTHUXEHUS
KOMIIETEHIIUH

OneHouHbIE CpeICTBA

20. YkaxuTe 3JIEMEHT, He BXOAIIUI B CIIy)KeOHYIO YacTh
TEKCTa MUChMa:

a) oOparieHue,

0) nuna-a03air,

B) 3ar0JIOBOK K TEKCTY,

T') 3aKITI0YNTENbHAS (HOPMYIIa BEKITHBOCTH.

21. Beibepute ¢pasy, KoTopasi COOTBETCTBYET ITHUECKUM
HOpMaM JIEJIIOBOM IIEPENIUCKH:

a) CpodHO OTBETHTE,

6) IIpocum BHHMATENBbHO U3YYHUTD HAllle MPEIIOKEHNE,
B) 3apaHee OJaronapHsl,

r) [Ipocum cooOIUTE 0 pe3yibTaTax MPOBEPKH JI0
15.09.2016.

22. Kakoif 371eMeHT He OTHOCUTCS K CITy»Ke€OHOI yacTu
TEKCTa JIEJIOBOro Mmuchma?

a) oOpareHue,

0) mua-ab3ar,

B) 3aKITIOYHUTENbHAS (hOpMyIa BEKIUBOCTH,

T') OTMETKa O HaJMYUH MPUIOKEHUS.

Ilpakmuueckoe 3ad0anue Ne 1:

3alIaHI/Ie BBIITOJIHACTCA 110 JCJIOBBIM ITMCbMAaM,
MMPEACTAaBJICHHBIM B ITPUJIOKCHUH. CTy}IeHT JOJIZKEH
BbIOPATh MATh IUCEM B COOTBETCTBUY C IIEPBBIMU IISITHIO
OykBaMU CBOEH (haMUITHH:

Hanpumep, eciu pamumnus AHoxuna, Hy’KHO B3sITb IUCbMa
mox Homepamu: 1 (a), 15 (1), 16 (0), 23 (x), 10 (u). I1pu
IIOBTOpPEHUU OYKB, CIEAYeT B3ATh IIMCbMa,
COOTBETCTBYIOILME IIECTON U MOCIENYIOUIMM OyKBaM
thammmnn. Ecnn B pamunim MeHee ATy OyKB (TISTH
pa3IuYHBIX OyKB), CIETyET B3ATh MUChMA,
COOTBETCTBYIOIIHE OYKBaM UMEHH (W/WJIH OTYECTBA)
CTYZACHTA.

[Ipoananu3upoBaTh Ka’ka0e U3 IHCEM I10 ITyHKTaM:

1. Onpenenuth BUA MACHMA IO PAa3THYHBIM
KJ1acCH(PUKAITHSIM.

2. Ucxons u3 Buaa muckMa, cIenaTh ero (hopMyIsapHBINA
aHaJu3:

a) MpOaHATM3UPOBATh OJIAaHK MHChMa Ha COOTBETCTBUE
pexomenarusim ['OCT P 6.30-2003;

0) MpoaHAIM3UPOBATh HANWYHE U TPABUIHHOCTD
oopmiteHHs BCeX HEOOXOIUMBIX B JEJIOBOM ITHCHME
pexBusuToB (cM. ['OCT P 6.30-2003). IIpu oTrcyTcTBUM
TOr'0 WJIM HHOT'O PEKBU3UTA CIIEAYET IPOKOMMEHTHPOBATh
€ro HeoOXOIMMOCTD JIs1 JAHHOT'O BUJA MUCbMA U, €CIN
3TOT PEKBU3UT HYKEH, IPEIJIOKUTH BAPUAHT €ro
oopmiteHus;

B) YKa3aTh PEKBHU3HTBHI, yIIOTPEOIEHHE KOTOPBIX
00YCIJIOBJIEHO BUAOM JAHHOTO IIMCHMa.

Pesynbratel paboThl MOXHO OOPMUTE B BUE TAOIHII.
Ilpakmuueckoe 3a0anue Ne 2

1. HaifTu B nucbMax, NpeACTaBICHHBIX B IPUIIOKEHUH,

WM B CBOMX JICTIOBBIX MTUChMAaX (CKaH-KOIMHH KOTOPBIX

JOJDKHBI OBITH IPUKpPEIUIEHBI K paboTe) He MeHee 10

JIMHTBUCTUYECKUX OMMNOOK Pa3HbIX THIIOB.




Kon

Nupukatop 10CTHUXEHUS

OneHouHbIE CpeICTBA

HHAUKATOpa KOMIIETEHIIUU
2. Beimmucats (hparMeHTBHI IHCeM, COEepIKalIne OmHOKY.
3. OxapakTepu30BaTh OIIHOKY.
4. IpeanoxuTh UCIIPaBICHHBIA BApUAHT (HOPMYITUPOBKH.
PesynpTar paboThl MOKHO OpOPMUTH B BUIE TAOIHUIIBL.
VK-4.4 [1yOiMuHO BBICTYIIAET Ha Konumponvuasa paboma

[PYCCKOM $I3BIKE, CTPOUT CBOE
BBICTYIIJICHUE C YYETOM
QyIUTOPUU U L1€TU OOIIeHUS

BriOpaTh Tpu nHCbMa U3 TEX, YTO HE aHATU3UPOBAIHCH
TIPY BBITIOJTHEHU Y NPAaKTUYECKUX 3aaHui (YKa3aTh
HOMEpa MHUCEM) U B3STh JIBa CBOMX (CKaHBI TUCEM
NPUIIOKUTE K pa0doTe). MOKHO BBITOTHUTE paboTy TOIBKO
Ha IpUMepe CBOMX IMHCEM, HO BCErO JIOJDKHO OBITh
MPOaHAIM3UPOBAHO MATH MUACEM (B TOM YHCJIC U
3JICKTPOHHBIX ), OTHOCSIIUXCS K PA3HBIM TPYIIIIaM 10
[eJIEBOMY Ha3HAYEHUIO.

[Ipoananu3upoBaTh KaKJ0€ U3 MHCEM OTAEIHHO IO
MyHKTaM:

1. Onpenenuth BU MHCHMA IO PA3THIHBIM
KJIacCU(PUKATIHSIM.

2. Ucxoxs u3 BUjIa IMChMa, C/IeNaTh ero popMysipHbIi
aHaIH3:

a) IpOoaHAIM3UPOBATH OJTAHK MUChMa Ha COOTBETCTBHE
pexomengarusim ['OCT P 6.30-2003;

0) MpoaHATM3UPOBATH HAJMYHUE U IIPABIIIBHOCTh
oopMIIeHUS BCceX HEOOXOJMMBIX B JICTIOBOM ITHChME
pexsu3uToB (cM. TOCT P 6.30-2003);

B) yKa3aTh PEKBU3UTEHI, yIOTPEOICHHE KOTOPHIX
00yCJIOBIIEHO BHJIOM JAHHOTO IHCHMA.

3. IIpoBecTH comepKaTebHbIA aHATM3 MHChMA!

a) MPOaHATM3UPOBATH 3ar0JIOBOK K TEKCTY MUCHMAa!

— €CJIM 3aTOJIOBOK €CTh, 0XapaKTepHU30BaTh €ro
coJIepKaTeNbHYI0 U (hopMaIbHYI0 KOPPEKTHOCTD;

— €CTIM 3aT0JIOBKa HeT, c(hopMyTHpPOBATh 3aTOJIOBOK B
COOTBETCTBHH C COAEPIKaHNEM TEKCTa;

0) BBIIIICATH S3BIKOBBIE KIIUIIE, COOTBETCTBYIOIINE
JAHHOMY BH]y ITHCHMA;

B) IPOAHAIM3NPOBATH KOPPEKTHOCTH TEKCTA MHCHMA!

— BBISIBUTH BCE BUBI HEJOYETOB B TEKCTE (CMBICIIOBEIE
HETOYHOCTH, U30BITOYHOCTh WIIH HEMOCKa3aHHOCTH,
pa3HOTO Pofa OIMMOKH M TaK Jlajee);

— OOBSCHUTD UX;

— TPENIOKUTH UCTIPaBICHHBIN BapHaHT (HOPMYITHPOBKH.
4. CocTaBUTh HCIIPABIICHHBIN BapUaHT KaXKIOTO TUChMA.

Ilepeuensv eéonpocos Kk 3auémy:
1. Buasl aenoBoi nepenucKu.
2. TpeboBauus K 0POPMIICHUIO JETOBBIX MHCEM.
3. Pa3HOBUIHOCTH JIETOBBIX MUCEM IO
TEMAaTUYECKOMY IIPU3HAKY.
4. SI3bIK U CTUJIB AETOBOI'0 MHUCHMA.
5. CocTaBieHue TeKCTa JAeI0BOro MUchma.
6. TpeboBaHUS K N3TOTOBIICHHUIO TIMCEM C TIOMOIIBIO
KOMITHIOTEPHOW TEXHUKHU.
Tecmoegvie éonpocur:
23. BeibepuTe BepHOE yTBEpKIeHIE 00 oOpaiieHnu B
JIETIOBOM ITUCBME!
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a) OOpamenne oopmIIeTCsS Ha OTJEIBHOM CTPOKE C
BOCKJIMIIATEILHBIM 3HAKOM,

0) OOpaiieHue MOXXET ObITh 00BEIUHEHO C JIUA-a03alleM U
OTJENSIETCS 3aIsITOM,

B) OOpaliieHHE B JISTOBOM ITUCHME MOXKET OTCYTCTBOBATh,
r) Bee yTBepxaeHus BepHBI.

24. B xakoM MyHKTe oOpaiieHue o) OpMICHO KOPPEKTHO?
a) YBaxxkaemsblii iBan Tpopumosud!;

0) YBaxxaemast, Auna IlerpoBHa!;

B) 3npasctByiiTe, MiBan Tpodumoruu!;

r) 3apaBcTBYiiTe yBaxkaemast AnHa [lerpoBHa!

25. YKaXuTe BEpHOE YTBEPKIACHHE O 3HAKE MPETUHAHUS
TOCJIe 3aKITFOUUTENBHON (hopMyIbl BexinuBocTH C
VBAdHCEHUEM.

a) CTaBUTCS TOJBKO 3aIIsTasi;

0) mpaBwIIa 9ETKO HE PErJaMeHTHPYIOT ATOT CIIydaii;

B) HE CTABUTCS HUKAKOH 3HAK;

T') CTAaBUTCS TOUKA.

26. Kak mpuHsTO caTh MECTOUMEHHE 8aui/Baus B
JIETTOBOM ITChME?

a) TOJIBKO C OOJIBIIION OYKBHI;

0) TOJBKO C MAJIEHBFKOUM OYKBBI;

B) C OOJIBILION MM MaJICHBKON OYKBBI B 3aBUCHMOCTH OT
KOJIMYECTBA aJ[pecaToB;

T') ¢ OOJBIION WITH MaJICHBKOW OYKBBI TI0 KEJTAHUIO
COCTaBHUTEIIS.

27. Kakyro u3 3aKIIOYATEIBHBIX (HOpMYIT BSKIMBOCTH HE
PEKOMEHTyETCsI HCIIONIb30BATh B ICTOBBIX MUChMax?

a) C yBaxxeHHeM U 01aroJapHOCTHIO,

0) C 6marogapHOCTBIO;

B) Haymeemcs Ha mpomomkeHrne COTpYTHUIECTBA;

r) 3apaHee Oaromapum.

Ilpakmuueckoe 3a0anue Ne 1:

3aaHue BBIIOIHSAETCS 10 AETOBBIM IIMChMaM,
IPEACTaBICHHBIM B IPUIOKeHUH. CTYAEHT JOIKEH
BBIOPATH MATH MUCEM B COOTBETCTBUU C MEPBBIMU IISITHIO
OykBamu cBOel (haMmiTvn:

Hanpumep, ecnn hamumnust AHoxuna, Hy’KHO B3sITh IHCbMa
nox Homepamu: 1 (a), 15 (u), 16 (0), 23 (x), 10 (n). [1pu
MOBTOpPEHUH OYKB, CIIEAYET B3ATh IHCHMa,
COOTBETCTBYIOIME IIECTON U MOCIEAYIOUIMM OyKBaM
thamunuu. Ecnu B pamunim MeHee ATy OyKB (TISTH
pas3nu4HbIX OyKB), CJIEIyET B3STh MUCHMA,
COOTBETCTBYIOIIHE OYKBaM UMEHH (W/WJIH OTYECTBA)
CTYZAEHTA.

[Ipoananu3upoBaTh Ka>ka0€ U3 MHCEM I10 ITyHKTaM:

1. Onpenenuts BUA NHCHbMA 110 Pa3IUYHBIM
KJIacCU(UKALHSIM.

2. Ucxoas u3 BUa nMcbMa, CAeNaTh ero popMysipHbINA
aHaJu3:

a) MPOaHaATU3UPOBATH OJIAHK MHChMa Ha COOTBETCTBUE
pexomen narusim 'OCT P 6.30-2003;

0) NpoaHaIN3UPOBATH HAJIMYUE U IPaBHIBLHOCTD
ohopMIIeHUS] BCEX HEOOXOMMBIX B JCIIOBOM MHCHME
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pexBu3utoB (cM. 'OCT P 6.30-2003). IIpu oTrcyTcTBUI
TOT'0 WJIM HHOTO PEKBU3UTA CIIEAYET MIPOKOMMEHTHPOBATh
ero HeoOXOUMOCTD JIsl JAHHOTO BUJa MUChMA H, €CIN
OTOT PCKBU3BUT HYXKCH, IPCIJIOKHUTH BAPpHUAHT €0
othopmiieHMs;

B) YKa3aTh PEKBU3UTEHI, yIIOTPEOIICHHE KOTOPBIX
00yCIIOBJIEHO BHJIOM JAHHOTO ITUCHMA.

Pe3ynbpTarhl paboThl MOXXHO OPOPMHUTH B BUJIC TaOMIHII.
Ilpakmuueckoe 3a0anue Ne 2

1. Haiit B muceMax, IpeACTaBICHHBIX B MIPUIIOKEHNH,

WJIHM B CBOMX JIENOBBIX MUChMAaX (CKaH-KOMHH KOTOPBIX

JIOJDKHBI OBITH IPUKPEIUIEHBI K pabote) He MeHee 10

JMHTBUCTUYECKMX OMIMOOK Pa3HBIX THIIOB.

2. Beimucathb ¢pparMeHThl uceM, coiepKalliue OumoKy.

3. OxapakTepr30BaTh OIIHOKY.

4. IpeanoxuTh UCIIPaBICHHBIA BAPUAHT (OPMYITUPOBKH.

Pesynprar paboTel MOKHO OOPMHUTH B BHJIE TAOIHIIBL.

Konumponwvnaa paboma
BriOpath Tpu nmuchbMa U3 TeX, 4TO HE aHATU3UPOBAIIICH
TIPH BHITIOTHEHUH NIPAKTUYECKUX 3aJjaHui (yKa3aTh
HOMEpA ITHCEM) B B3SITh IBa CBOMX (CKAHBI ITUCEM
MIPUIIOKHUTE K padoTe). MOYKHO BBITOTHUTH PaO0TY TOIBKO
Ha TIpUMepe CBOMX IHCEM, HO BCET'O JOJDKHO OBITh
MPOaHAIM3UPOBAHO NATH MUCEM (B TOM YHCIIE U
3JIEKTPOHHBIX ), OTHOCSIIUXCS K PA3HBIM TPYIIIaM IO
[eJIEBOMY Ha3HAYEHHIO.
[Ipoananm3upoBaTh KaXKJ0€ U3 MICEM OTAEITHHO IO
MTyHKTaM:
1. Onpenenuth BUA MACHMA IO PAa3THYHBIM
KJIacCH(PUKAITHSIM.
2. cxoxs w3 BUIa TIHChMa, CIENaTh ero (popMysipHBIH
aHaIH3:
a) IpOoaHAIM3UPOBATh OJTaHK IMUChMa Ha COOTBETCTBHE
pexomenarusim ['OCT P 6.30-2003;
0) MpoaHAIM3UPOBATh HANWYHE U TPABUIHHOCTD
oopmiteHHUs BCEX HEOOXOIUMBIX B JIETIOBOM ITHCHEME
pexBu3uToB (cM. 'OCT P 6.30-2003);
B) yKa3aTh PEKBU3HTHI, yIIOTPEOIEHIE KOTOPHIX
00yCJIOBIIEHO BHJIOM JAaHHOTO TIHIChMA.
3. IIpoBecTn comepkaTeNbHBIA aHAIH3 MICHMA!
a) MPOaHATM3UPOBATH 3ar0JIOBOK K TEKCTY MUChMa!
— €CIIM 3aTOJIOBOK €CTh, 0XapaKTePH30BaTh €ro
coJiepKaTeNnbHY0 U (hopMaIbHYIO KOPPEKTHOCTB;
— €CIIM 3arOJIOBKa HeT, ¢(hopMyITHUpPOBATh 3aT0JIOBOK B
COOTBETCTBHH C COEPIKAHUEM TEKCTa;
0) BEIMMCATH S3BIKOBBIE KIIUIIE, COOTBETCTBYIOIINE
JTAHHOMY BH]y ITHChMA;
B) MPOAHAIU3UPOBATH KOPPEKTHOCTH TEKCTA MHUChMA:
— BBISIBUTH BCE BUJIBI HEAOUETOB B TEKCTE (CMBICIIOBBIE
HETOYHOCTH, N30BITOYHOCTD MIIH HEIOCKAa3aHHOCTb,
pasHoro poja omMOKU U TaK Jaiee);
— OOBSICHUTH UX;
— IPEJIOKUTH UCTIPABJICHHBIN BapHaHT (HOPMYITHUPOBKH.
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4. CocTaBUTH HCHpaBJ’IeHHLIﬁ BAapHUAHT KaXKA0ro nrucbMa.

YK-4.5

'Y CTHO mpecTaBisier
[pE3yJbTAThl CBOEH
JICATCIIBHOCTH HA
MHOCTPAHHOM A3BIKC, MOXKET
[o//1epKaTh pasroBop B
X0J1e UX 00CYKICHUS

Ilepeuensv 6onpocos K 3auémy:
1. Bujsl genoBoi mepenucKy.
2. TpeboBanus K 0POPMIICHUIO JACITOBBIX THCEM.
3. Pa3HOBUIHOCTH JI€JIOBBIX ITUCEM 1O
TEMAaTUYECKOMY IIPU3HAKY.
4. SI3bIK U CTHIIB AEIOBOr0 IMHUChMA.
5. CocraBiieHrE TEKCTa JIETOBOTO MUCHMA.
6. TpeboBaHMs K M3TOTOBJICHUIO MTUCEM C TIOMOIIBIO
KOMIIBIOTEPHOU TEXHUKH.
Tecmogvie sonpocel:
28. B nucpMe Kakoro Bujaa (Kakux BHJIOB) MOXKET OBITh
UCIIONIL30BAHO CIIOBO 2apanmupyem?
a) TapaHTUITHOE TTHCHEMO,
0) mucpMo-3aKas,
B) IMACBMO-TIOATBCPIKACHUC,
F) BCEX HA3BAHHBIX BUIO0B.
29. YkaxuTte Qppasy, KOTopas MOXKET ObITh HCIIOJIb30BaHa B
TEKCTE JICIOBOI0 MHChMa:
a) binaromapuM 3a npuramnieHue,
0) Bamra mpocb0a HEBBITIONHAMA,
B) [IpuMuTe HaIM N3BUHEHUS,
r) TpebyeMm cpodHO MPEAOCTABUTH TaHHEIE.
30. B kakoMm myHKTe Ha3BaHa pa3a, THITHYHAS TSI
MUChMa-HAalTOMUHAHUS?
a) TpeOyeM yCTpaHHUTH HETIOJIATKH,
0) Obpamraem Bamre BHMaHueE Ha. . .,
B) IIpocuM mipemocTaBuTh HH(POPMAIIHIO,
r) bnarogapum 3a yqactue B KoH(epeHINH.
31. U3 ckompKuX a03a1ieB MOXKET COCTOSTH TEKCT JAEITOBOTO
nuceMma’?
a) U3 OJTHOTO,
0) u3 IByX,
B) KOJTMYECTBO a03aIeB CTPOr'0 HE PErIaMEHTHPOBAHO,
T) U3 TpEX U Ooree.
32. B nuchMe KaKoro BHIa MOXKET OBITh UCTIONH30BAHO
KITIOYEBOH TIaron npocum?
a) MICHEMO-TIPOCKOa,
0) MUCbMO-3aKa3s,
B) IIMCBMO-3aIIpOC,
T') BCEX Ha3BaHHBIX BHJIOB.
33. BeiOepuTe BEpHYIO XapaKTEPUCTUKY TPaMMaTHYECKON
(hOpMBI KITFOUEBBIX TIIATOJIOB, UCIIOIb3yEMbIX B TEKCTE
JIEIIOBOT0 MTUChMA!
a) U3bSBUTEIHHOE HAKIIOHEHNE, HACTOSIIEE BpeMs,
3-¢ U110, EAMHCTBEHHOE YKCIIO (opeanuszyem);
0) U3BSIBUTEIIFHOE HAKIIOHEHHE, HACTOSILEE BpeMs,
2-¢ JIM10, MHOXKECTBEHHOE YHCIIO (npednazaem);
B) U3bABUTEIHHOE HAKIIOHEHHUE, HACTOSIILIEE BpEMS,
1-¢ nu10, eMMHCTBEHHOE YHCIIO (coobuar);
T') BO3MOXKHO YHOTpeOieHre 1000l U3 Ha3BaHHEIX (OpM.
Ilpakmuueckoe 3a0anue Ne 1:
3aiaHue BBITIOIHSCTCS IO JISNIOBBIM MTUChMaM,
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IPEICTaBICHHBIM B MpUIoKeHHH. CTYAEHT JOIKEH
BBIOPATh MATH MUCEM B COOTBETCTBUH C MEPBHIMU IISITHIO
OykBamu CcBOCH (aMuIIHu:

Hanpumep, eciu pamuinus AnoxuHa, Hy)KHO B3SITh TUChMa
nog HoMmepamu: 1 (a), 15 (1), 16 (0), 23 (x), 10 (u). [Ipu
MOBTOPEHUH OYKB, CIIEAYET B3ATh MMHCHMA,
COOTBETCTBYIOIIIME IIECTON U MOCIEAYIONIMM OyKBam
tdamunun. Eciu B pamuinny MeHee rsaté OykB (TIsITH
pa3iIu4HbBIX OyKB), CIENYET B3STh MACHMA,
COOTBETCTBYIOIIME OYKBaM UMEHH (W/UIIA OTYECTBA)
CTY/ICHTA.

[Ipoananu3upoBaTh KaKJA0€ U3 TIHCEM I10 TyHKTaM:

1. Onpenenuth BUJ HCbMA MO PA3IUYHBIM
KJIacCU(UKAIHSIM.

2. cxoas u3 BUIa IMChMa, C/IeNaTh ero popMyspHbIi
aHaIu3:

a) IpOoaHAIM3UPOBATH OJTAHK IMTUChMa Ha COOTBETCTBHE
pexomengarusim ['OCT P 6.30-2003;

0) MpoaHATM3UPOBATH HAJMYHE U TIPABIIIBHOCTh
oopMIIeHUS BCceX HEOOXOJMMBIX B JIETIOBOM ITHUCHME
pexBu3utoB (cM. [OCT P 6.30-2003). [Ipu orcyrcTBUUN
TOT'0 WJIM HHOTO PEKBU3UTA CIIEYyET TPOKOMMEHTHPOBATh
€ro HeoOXOIMMOCTb ISl JaHHOI'O BUJA UCbMA U, €CIIU
3TOT PEKBU3UT HYXEH, IPEIUIOKUTh BAPUAHT €r0
oopmiteHus;

B) yKa3aTh PEKBU3UTHI, yHOTPEOIEHNE KOTOPBIX
00YCJIOBJIEHO BUAOM JAHHOT'O IIMChMa.

Pesymbrater paboTsl MOXKHO 0DOPMHUTE B BUAE TaOIHII.
Ilpakmuueckoe 3a0anue Ne 2

1. Haifti B mucbMax, IpeACTaBICHHBIX B IIPUIIOKEHUH,

WJIA B CBOMX JICTOBBIX MTUChMAaX (CKaH-KOITHH KOTOPBIX

JIOJLKHBI OBITH TIPUKPEIIJICHBI K padoTe) He MeHee 10

JUHTBUCTUYIECKUX OMNOOK Pa3HbIX THIIOB.

2. Beimucath parMeHThI MICEM, COJIEpPIKAIIHE OIINOKY.

3. OxapakTepu30BaTh OIIHOKY.

4. IlpennoXXuTh NCIPaBICHHBIN BapuaHT POPMYIHPOBKH.

Pesymnprat paboThl MOXKHO O(OPMUTH B BHJIE TAOIHIIEL.

Konmponvuaa paboma

BriOpaTh Tpu nicbMa U3 TeX, YTO HE aHATU3UPOBAHCH

TIPH BHITIOTHEHUH MPAKTHYECKHUX 3aJaHui (YKas3aTh

HOMeEpa IHCEM) U B3STh JIBa CBOUX (CKaHBI TUCEM

MIPHIIOKUTH K pabore). MOXKHO BBHIIOIHUTE pabOTy TOIBKO

Ha TIpUMepe CBOUX IHCEM, HO BCETO JIOJDKHO OBITh

MPOaHAIM3UPOBAHO MATH MUCEM (B TOM YHCIIE U

AJIEKTPOHHBIX ), OTHOCSIIIUXCS K PA3HBIM TPYIIIaM 10

[eJIEBOMY Ha3HAYEHUIO.

[Ipoananu3upoBaTh KaK0€ U3 MHCEM OTAEITHHO IO

MTyHKTaM:

1. Onpenenuts BUA NHCHMA 1O Pa3IUYHBIM

KJIacCU(UKALHSIM.

2. Ucxoas u3 BUa McbMa, CAENaTh €ro popMysipHbINA

aHaJu3:

a) MPOaHATU3UPOBATH OJIAHK MHChMa Ha COOTBETCTBUE

pexomen narusim 'OCT P 6.30-2003;
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0) IpoaHaIN3UPOBATH HAIMYUE U TIPaBHIBLHOCTD
ohopMIIeHUS BCceX HEOOXOMMBIX B IEIOBOM MHCHME
pexBusutoB (cm. TOCT P 6.30-2003);

B) YKa3aTh PEKBU3UTEHI, yIOTPEOICHUE KOTOPBIX
00YCIIOBJIEHO BUAOM JAHHOTO MHCHMA.

3. IIpoBecTu conepkaTenbHBIN aHAIN3 MTUCHMA!

a) MpOoaHaIU3UPOBATh 3ar0JIOBOK K TEKCTY MUChMa!

— €CJIM 3aT0JIOBOK €CTh, 0XapaKTepU30BaTh €ro
COJIEPIKATENBHYIO M (POPMATEHYIO KOPPEKTHOCTB;

— €CJIM 3aroJIOBKa HET, CHOPMYIUPOBATh 3aT0OJIOBOK B
COOTBETCTBHH C COAEP’KaHNEM TEKCTa;

0) BBINHCATH S3BIKOBBIE KITUIIIE, COOTBETCTBYIOIINE
JAHHOMY BHJy ITHCHMa;

B) IIPOaHAIM3UPOBATH KOPPEKTHOCTh TEKCTA MUChMa!

— BBISIBUTH BCE BUBI HEJOYETOB B TEKCTE (CMBICIOBBIE
HETOYHOCTH, N30BITOYHOCTh MIJIH HEOCKa3aHHOCTH,
pa3HOro poja OMMOKU U TaK Jayee);

— OOBSICHUTH UX;

— TIPEIUIOKUTH UCIIPABICHHBINA BApUAHT (OPMYITHUPOBKH.
4. CocTaBUTh UCIIPABIICHHBIN BapUaHT KaXKI0TO MUChMA.

ITK-1: Croco0OeH oCyIecTBIATh, OpPraHu3allHOHHOE, JOKYMEHTAIIMOHHOE U MH(OPMAITHOHHOE

obecrieueHne IesATeIbHOCTH PYKOBOIUTENS OPraHU3alluN

TIK-1.1:

Opraau3yet u o0ecreynBaeT
ITOKYMEHTAI[HIOHHOE
COTIPOBOK/ICHHE

eI TeTbHOCTH
[PYKOBOJIUTEIISI HA OCHOBE
BHEIITHUX U JIOKAJTbHBIX
HOPMATHUBHBIX aKTOB

Ilepeuensv 6onpocos K 3auémy:
1. Buasr gemoBoi mepemnucKy.
2. TpeboBanus kK 0(HOPMIICHHIO ACTOBBIX ITHCEM.
3. Pa3HOBUIHOCTH JIEIOBBIX MUCEM IO
TEMATUYECKOMY IIPU3HAKY.
4. SI3BIK ¥ CTHITB JIETIOBOTO THICHMA.
5. CocraBieHn€e TEKCTa JIEMTOBOT'0 MUCHMA.
6. TpeboBaHMsI K M3TOTOBJICHHUIO TIUCEM C TTOMOIIILIO
KOMITBIOTEPHON TEXHUKHU.
Tecmoswvie 6onpocoi:
28. B nmuceMe kakoro BuAa (KaKux BHAOB) MOXKET OBITh
WCTIOJIH30BAHO CIIOBO 2apaHmupyem?
a) rapaHTUIHOE MMHCHMO,
0) MUChMO-3aKa3s,
B) IMCEMO-TIO/ITBEPIK/ICHHE,
T') BCEX Ha3BaHHBIX BHJIOB.
29. YkaxuTte Qpazy, KOTopas MOKET ObITh HCITOJIb30BaHAa B
TEKCTE JIEIIOBOr0 MHUChMa!
a) brarogapum 3a nmpurnarnieHue,
0) Bama npocr0a HEBBITIOTHIMA,
B) [IpuMuTe HaIM N3BUHEHUS,
r) Tpebyem CpodHO MPENnoCTaBUTh TaHHBIE.
30. B kakoM IyHKTE Ha3BaHa (pa3a, TUIWIHAS JJIs
NUCbMa-HalIOMUHAHNSA?
a) TpeOyeM ycTpaHUTh HEMONAIKH,
0) OOpamaem Bame Baumanue Ha.. .,
B) [Ipocum nmpenoctaBuTh HHGOPMALHIO,
r) brarogapum 3a yyactue B koH(epeHIHH.
31. 13 ckonbKkux ab3aleB MOXKET COCTOSTh TEKCT AEI0BOI0
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nucema?

a) 13 OJIHOTO,

0) u3 IByX,

B) KOJIMYECTBO ab3a1leB CTPOTO HE PEriaMeHTHPOBAHO,
r) u3 Tpéx u Ooee.

32. B nuceMe Kakoro BUAa MOXET OBITh HCIIOIB30BAHO
KIFOUEBOH TJ1aroi npocum?

a) MUCHMO-TIPOCHOa,

0) mucpMo-3aKas,

B) IIMCHMO-3AIIpocC,

T') BCEX Ha3BaHHBIX BHJIOB.

33. BeibepuTe BepHYIO XapaKTEpUCTHKY IpaMMaTHIECKON
(hOpMBI KIIFOYEBBIX TJIarojoB, HCIOIb3YEMBIX B TEKCTE
JIETIOBOTO MTUChMA.:

a) U3BSIBUTEIBHOE HAKIIOHEHHE, HACTOSIIIEE BPEMS,

3-€ JUII0, EANHCTBEHHOE YUCITO (op2anusyem);

0) U3BABUTEIHHOE HAKIIOHEHHE, HACTOSIIIEE BPEMSI,

2-€ JIUII0, MHOYKECTBEHHOE YUCITO (npednacaen),

B) H3bSBUTEIHHOE HAKIIOHEHHUE, HACTOSIIIEE BPEMS,

1-e nu110, EMUHCTBEHHOE YHCIIO (coobuar);

T') BO3MOXXHO yroTpebieHue 11000l U3 Ha3BaHHBIX (Gopm.
Ilpaxkmuueckoe 3ad0anue Ne 1:

3aiaHue BBIIOIHSAETCS 10 AETOBBIM IIMCbMaM,
IIPEACTABIEHHBIM B IPUIOKeHUH. CTYAEHT JOIKEH
BbIOPATh MAThH UCEM B COOTBETCTBUY C IIEPBBIMU IISITHIO
OykBaMU CBOEH (haMUITHH:

Hanpumep, eciu pamumnus AHoxuna, Hy’KHO B3sITb IHCbMa
mox Homepamu: 1 (a), 15 (1), 16 (0), 23 (x), 10 (u). I1pu
IOBTOpPEHUH OYyKB, CIIEAYET B3ATh MHCHMA,
COOTBETCTBYIOIME IIECTON U MOCIEAYIOUIMM OyKBaM
thamumn. Ecnn B pamunim MeHee 1Aty OyKB (TISITH
pa3IuYHBIX OyKB), CIETyET B3ATh MUChMA,
COOTBETCTBYIOIIHE OYKBaM UMEHH (W/WJIH OTYECTBA)
CTYZAEHTA.

[Ipoananu3upoBaTh Ka’ka0e U3 IHCEM I10 ITyHKTaM:

1. OnpenenuTs BUA NHCHMA 110 PA3INYHBIM
KITACCH(UKAIUSIM.

2. Ucxons u3 Buaa muckMa, cIenaTh ero (hopMyIsapHBINA
aHaJu3:

a) MpOaHATM3UPOBATh OJAaHK MHChMa Ha COOTBETCTBUE
pexomenarusim ['OCT P 6.30-2003;

0) MpoaHAIM3UPOBATh HANWYHE U TPABUIHHOCTD
ohopMIIeHHs BceX HEOOXOANMBIX B JIEJIOBOM MHCHME
pexBu3utoB (cM. 'OCT P 6.30-2003). [Ipu orcyrcTBUM
TOr'0 WJIM HHOT'O PEKBU3UTA CIIEAYET IPOKOMMEHTHPOBATh
€ro HeoOXOIMMOCTD JJISl JAHHOT'O BUJA MUCbMA U, €CIN
3TOT PEKBHU3UT HYKEH, IPEIJIOKUTH BAPUAHT €ro
oopmiteHus;

B) YKa3aTh PEKBU3UTBHI, yIIOTPEOIEHHE KOTOPBIX
00YCIIOBJIEHO BUAOM JAHHOTO UCHMa.

Pesynbratel paboThl MOXKHO 0OPMUTE B BUE TAOIHII.
IIpakmuueckoe 3a0anue Ne 2

1. HaifTu B nucbMax, NpeACTaBICHHBIX B IPUIIOKEHUH,

WJIM B CBOMX JIGNIOBBIX MTUChMAaX (CKaH-KOMHH KOTOPBIX




Kon
WHOUKATOpa

Nupukatop 10CTHUXEHUS
KOMIIETEHIIUH

OneHouHbIE CpeICTBA

JOJDKHBI OBITH IPUKPEIUICHBI K paboTte) He MmeHee 10

JIMHTBUCTUYECKUX OMIMOOK Pa3HBIX THIIOB.

2. Beimucathb ¢parMeHThl UceM, coliepKalliue OuIMoKy.

3. OxapakTepu30BaTh ONIHOKY.

4. Ipeanoxuth UCIIPaBICHHBIA BApUAHT (HOPMYITUPOBKH.

PesynpTar paboThl MOKHO OOPMUTH B BUE TAOIHUIIBL.
Konmponvuaa paboma

BriOpath Tpu nucbMa U3 TeX, 4TO He aHATU3UPOBAJIICH

NIPY BBIIOJTHEHUH MPAaKTUYECKHUX 3a1aHuil (YKa3aTh

HOMEpA MMHUCEM) U B3STh JIBa CBOMX (CKaHBI TUCEM

NPUIIOKUTE K padoTe). MOXKHO BBIITOTHUTH paboTy TOJIBKO

Ha MPUMeEPE CBOHUX MHCEM, HO BCETO JIOJDKHO OBITH

MPOAHATM3UPOBAHO MATH MUCEM (B TOM YHUCIIE U

JJIEKTPOHHBIX ), OTHOCSIIUXCS K PA3HBIM TPYIIIaM 110

[eJIEBOMY Ha3HAYEHUIO.

[Ipoananu3upoBaTh KaXKJ0€ U3 MICEM OTAEITHHO IO

MYHKTaM:

1. Onpenenuth BU MHCHMA 110 PA3THIHBIM

KJIacCU(PUKATIHSIM.

2. Ucxoxs u3 BUIa IHChMa, C/IeNaTh ero (popMysipHbIH

aHaIn3:

a) IpOoaHATM3UPOBATH OJTAHK MUChMa Ha COOTBETCTBHE

pexomengarusim ['OCT P 6.30-2003;

0) MpoaHAM3UPOBATH HAJMYHE U TIPABIIIBHOCTh

oopMIIEHUS BceX HEOOXOJMMBIX B JIETIOBOM ITHUCHME

pexsu3uToB (cM. TOCT P 6.30-2003);

B) yKa3aTh PEKBU3UTEHI, yIOTPEOICHHE KOTOPHIX

00yCJIOBIIEHO BHJIOM JAHHOTO MHCHMA.

3. IIpoBecTr comep;KaTeIbHbIA aHATN3 MHChMA!

a) MPOaHATM3UPOBATH 3ar0JIOBOK K TEKCTY MUCHMAa!

— €CIIM 3aTOJIOBOK €CTh, 0XapaKTePH30BaTh €ro

coJIepKaTeNbHYI0 U (hopMaIbHYI0 KOPPEKTHOCTB;

— €CIIM 3aT0JIOBKa HeT, c(hopMyTHUpPOBaTh 3aTOJIOBOK B

COOTBETCTBHH C COAEPIKaHNEM TEKCTa;

0) BBINIKCATH S3BIKOBBIE KIIUILE, COOTBETCTBYIOIINE

JAHHOMY BHJy ITHCHMA;

B) IPOaHAIM3NPOBATH KOPPEKTHOCTH TEKCTA MACHMA!

— BBISIBUTH BCE BUBI HEJOYETOB B TEKCTE (CMBICIIOBEIE

HETOYHOCTH, U30BITOYHOCTh WIIH HEOCKa3aHHOCTH,

pa3HOTro poja OMMOKHU U TaK Jlaee);

— OOBSCHUTD UX;

— TIPENIOKUTH UCTIPaBICHHBIN BapHaHT (HOPMYITHPOBKH.

4. CocTaBUTb UCTIPABJICHHBIH BApUAHT KaXJIOr0 HChMA.

I1K-1.2

Opranuzyer
MH(POPMALlMOHHOE U
TOKYMEHTAl[MOHHOE
B3aMO/JIENICTBUE
[PYKOBOJIUTEIS C
[TOCETUTEISIMH,
[10Apa3IEICHUAMH,
TOJIKHOCTHBIMHU JIMLIAMU

Ilepeuens 6onpocos K 3auémy:
1. Buasl aenoBoi nepenucKu.
2. TpeboBauus K 0POPMIICHUIO JETOBBIX MHCEM.
3. Pa3HOBUIIHOCTH JEJIOBBIX ITHCEM 10
TEMATUYECKOMY IIPU3HAKY.
4. SI3BIK U CTHJIb ACIOBOrO IMHChMA.
5. CocraBiieHHE TEKCTa JICJI0BOI0 IIHChMa.
6. TpeboBaHUS K U3TOTOBICHUIO TIHCEM C IIOMOIIHIO
KOMIIBIOTEPHON TEXHUKH.
Tecmoegvie gonpocul:




Kon
WHOUKATOpa

Nupukatop 10CTHUXEHUS
KOMIIETEHIIUH

OneHouHbIE CpeICTBA

[apTHEpamMu

28. B nuceMe kakoro Buja (KaKux BHIIOB) MOXKET OBITH
UCIIONIb30BAHO CIIOBO 2apanmupyem?

a) TapaHTUITHOE TTUCHEMO,

0) mucpMo-3aKas,

B) MTUCHEMO-TIOATBEPKICHNUE,

T') BCEX Ha3BaHHBIX BHJIOB.

29. YkaxuTte Qpasy, KOTopas MOXKET ObITh HCIIOJIb30BaHAa B
TEKCTE JICNOBOI0 MMHChMa!

a) bnaromapum 3a npuriamieHue,

6) Bamra mpocb0a HEBEITIONHUMA,

B) [IpuMuTe HaAIM W3BUHEHUS,

r) Tpebyem cpouHO MPEenoCTaBUTh JaHHBIE.

30. B xkakoMm IyHKTE Ha3BaHa (pa3a, TUIWIHAS JIJIs
MACbMa-HaITOMUHAHUS?

a) TpeOyeM ycTpaHUTh HEMONAIKH,

6) Obpamraem Bamre BHuMaHue Ha. . .,

B) [Ipocum npemoctaBuTh HHGOpPMAILIHIO,

r) biarogapum 3a ygactue B koH(bepeHIIHN.

31. U3 ckonmpKux ab3a1ieB MOXKET COCTOSTH TEKCT JAEITOBOTO
nmicbeMa’?

a) U3 OJTHOTO,

0) u3 OByX,

B) KOJIMYECTBO ab3aIleB CTPOTO HE PETIAMEHTHPOBAHO,
r) u3 TpEX u Ooree.

32. B nucbMe Kakoro BUAa MOXKET OBITh UCTIOIH30BAHO
KITFOUEBOM TJIaroi npocum?

a) MUCHMO-TIPOChOa,

0) mucpMo-3aKas,

B) ITUCHMO-3aIIPOC,

T') BCEX Ha3BaHHBIX BHJIOB.

33. BeiOepuTe BEpHYIO XapaKTePUCTUKY TPaMMaTHIECKOH
(hOpMBI KITFOUEBBIX TIIAT0JIOB, UCIIOIB3YyEMbIX B TEKCTE
JIEIIOBOTO MTHUChMA!

a) U3BSIBUTEIHHOE HAKIIOHEHNE, HACTOSIIEE BpEMS,

3-e nu110, EAMHCTBEHHOE YHCIIO (opeanuszyem);

0) U3BSBHUTENLHOE HAKIIOHEHUE, HACTOSAIIEE BpeMsl,

2-¢ JIUI0, MHOJKECTBEHHOE YHCIIO (npednazaem);

B) U3BSBUTENHHOE HAKJIOHEHHE, HACTOSIIEE BPEMS,

1-e M0, EMUHCTBEHHOE YHCIIO (Coobuar);

T') BO3MOXKHO YIOTpeOeHre I000i U3 Ha3BaHHBIX (OpM.
IlIpakmuueckoe 3a0anue Ne 1:

3anaHue BBHITTOMHSAETCS IO JENTOBBIM MTUCHMaM,
MIpeJCTaBIEHHBIM B TipuiioxkeHnd. CTYIeHT JOIDKeH
BEIOpATh ITATH IHCEM B COOTBETCTBUU C IEPBBIMH TISTHIO
OykBamu cBoel (haMuiTvn:

Hampumep, ecniu pamunms Anoxurna, Hy>KHO B3SITh TUCHMa
noy Homepamu: 1 (a), 15 (u), 16 (0), 23 (x), 10 (n). [1pu
MTOBTOPEHUU OYKB, CIIEyeT B3STh IMHChMA,
COOTBETCTBYIOIIME IIECTON U MOCIEAYIOUIMM OyKBaM
¢damunun. Ecim B pamuinm MeHee nsTa OyKB (IATH
Ppa3TUYHBIX OYKB), CIENYET B3SATh MHUCHMA,
COOTBETCTBYIOIIHE OYKBaM UMEHU (W/WJIN OTYECTBA)
CTYZAEHTA.

[Ipoananu3upoBaTh KaXKJI0E U3 MHCEM IO ITYHKTAM:

1. OnpenenuTh BUJ NMCHMA IO PA3ITHYHBIM




Kon
WHOUKATOpa

Nupukatop 10CTHUXEHUS
KOMIIETEHIIUH

OneHouHbIE CpeICTBA

KJIacCU(PUKALHSIM.

2. cxoas u3 BUa MChbMa, CAENaTh ero popMyspHBIHA
aHaIu3:

a) MPOaHATU3UPOBATH OJIAHK MUChMa Ha COOTBETCTBHE
pexomen narusim 'OCT P 6.30-2003;

0) mpoaHaIU3UPOBATh HAJMYUE U IIPABHIILHOCTh
oopMIIeHUS BCceX HEOOXOMMBIX B JIEIOBOM MHUCHME
pexBu3uToB (cM. 'OCT P 6.30-2003). IIpu oTrcyTcTBUI
TOT'0 WJIM HHOTO PEKBU3UTA CIIEyeT TPOKOMMEHTHPOBATD
ero HeoOXOIUMOCTD ISl TAHHOTO BH/Ia MTUChbMA W, ECITH
9TOT PEKBU3UT HYXEH, MPEIUIOKUTH BAPHAHT €T0
othopmiteHMs;

B) YKa3aTh PEKBU3UTEHI, yIOTPEOICHHE KOTOPBIX
00YCIIOBJIEHO BUIOM JAHHOTO MTHCHMA.

Pesynbrater paboTsl MOXKHO 0DOPMUTE B BUAE TaOIHII.
Ilpaxmuueckoe 3a0anue Ne 2

1. HaiiTi B muchMax, IpeACTaBICHHBIX B MTPUIIOKEHNH,

WM B CBOMX JICNIOBBIX MUChbMaX (CKaH-KOIUU KOTOPBIX

JIOJDKHBI OBITh IPUKPEIUIEHBI K pabote) He MeHee 10

JMHTBUCTUYECKMX OMIMOOK Pa3HBIX THIIOB.

2. Beinucath (hparMeHThI IHCEM, COIEPIKAIIUE OIIUOKY.

3. OxapakTepru30BaTh OITHOKY.

4. IIpenioXUTh UCIIPABIICHHBIA BapUAHT (OPMYITUPOBKH.

Pesynbprat paboTel MOKHO OPOPMUTE B BHIIE TAOTHUITEL.

Konmponvuasa paboma

Bri6paTs Tpu nMcbMa U3 TeX, YTO HE aHAJTU3UPOBAIHCH

TIPH BBITIOTHEHUH NPAKTUYECKHUX 3aJaHni (yKa3aTh

HOMEpa IHCEM) B B3SITh 1Ba CBOMX (CKAaHBI ITUCEM

MIPHIIOKUTH K pabore). MOXHO BBHIITOIHUATE paboTy TOIBKO

Ha TIpUMepe CBOMX IHCEM, HO BCETO JOJDKHO OBITh

MPOaHAIM3UPOBAHO NATH MUCEM (B TOM YHCIIE U

3JIEKTPOHHBIX ), OTHOCSIINUXCS K PA3HBIM TPYIIIaM IO

[eJIEBOMY Ha3HAYECHUIO.

[Ipoananm3upoBaTh KaXKJ0€ U3 MICEM OTAEITHHO IO

MTyHKTaM:

1. OnpenenuTh BUI MHICHMA IO PA3THYHBIM

KITACCH(UKAIUSIM.

2. Ucxons u3 Bua muckMa, cIIenaTh ero (hopMyIsapHBINA

aHaJIH3:

a) MpOaHaTM3UPOBATh OJAHK MUChMa Ha COOTBETCTBUE

pexomenarusim ['OCT P 6.30-2003;

0) MpoaHAIM3UPOBATh HAIWYKE U TPABUIHHOCTD

oopmiteHHs BCeX HEOOXOMUMBIX B JEIOBOM ITHCHEME

pekBu3uToB (cM. 'OCT P 6.30-2003);

B) YKa3aTh PEKBU3HTHI, yIIOTPEOIEHIE KOTOPHIX

00yCJIOBIIEHO BHJIOM JAHHOT'O MHCHMA.

3. IIpoBecTr comepkaTeNbHBIA aHAIH3 MUCHMA!

a) MPOaHATU3UPOBATH 3ar0OJIOBOK K TEKCTY MUChMa:

— €CJIM 3aroJIOBOK €CTh, 0XapaKTEPU30BaTh €ro

COJIEP)KATENBHYIO M (POpPMAIBHYIO KOPPEKTHOCTB;

— €CJIM 3aroJIoBKa HET, CHOPMYIUPOBATD 3ar0JIOBOK B

COOTBETCTBHU C COJEP)KAHUEM TEKCTa;

0) BBIIIUCATH S3BIKOBBIE KITUILIE, COOTBETCTBYIOIINE

JAHHOMY BHJTy IHICbMa;




Kon
WHOUKATOpa

Nupukatop 10CTHUXEHUS
KOMIIETEHIIUH

OneHouHbIE CpeICTBA

B) MPOAHAIM3UPOBATH KOPPEKTHOCTH TEKCTA MHUCHMA.:

— BBISIBUTH BCE BH/IBI HEZIOUETOB B TEKCTE (CMBICITIOBBIE
HETOYHOCTH, M30BITOUHOCTh WJIM HENOCKAa3aHHOCTD,
pasHoOro poja OUMOKK U TakK Jajee);

— OOBICHUTH UX;

— TPEUIOKUTH UCIIPABIEHHBIN BapHaHT (GOPMYITHPOBKH.
4. CocTaBUTh NCTIPABIICHHBIA BAPUAHT KaXI0TO MUChMA.

IK-1.3

Opranuzyer pabodee Bpems,

(hyHKIIMOHAJIbHOE
[IPOCTPAHCTBO cBOE 1
[PYKOBOJHUTEIIS,
OpraHU3alHOHHO
COMPOBOXKIAET paboune

[IpoLiecChl PYKOBOIUTENS

Ilepeuensv 6onpocos K 3auémy:
1. Bujs! gemoBoi mepemnucKy.
2. TpeboBanus k 0(GOPMIICHHUIO ACTOBBIX IMHCEM.
3. Pa3HOBUIHOCTH JI€JIOBBIX TTUCEM 1O
TEMAaTHYECKOMY TIPU3HAKY.
4. SI3bIK U CTHIIB AEIOBOr0 IMHUChMA.
5. CocraBiieHrE TEKCTA JIETOBOTO MUCHMA.
6. TpeboBaHMsI K M3TOTOBJICHHUIO TIUCEM C TIOMOIILIO
KOMIIBIOTEPHOM TEXHUKH.
Tecmoegvie sonpocel:
28. B nucpMe Kakoro Buaa (Kakux BHJIOB) MOXKET OBITh
UCIIONIL30BAHO CIIOBO 2apanmupyem?
a) TapaHTUITHOE TTHCHEMO,
0) mucpMo-3aKas,
B) IMCHMO-TIO/ITBEPIK/ICHHE,
T') BCEX Ha3BaHHBIX BHJIOB.
29. YkaxuTte Gpasy, KoTopas MOKET ObITh HCIIOJIb30BaHa B
TEKCTE JIEIIOBOrO MHUChMa!
a) braromapuM 3a mpurIamnieHue,
0) Bamra mpocb0a HEBBITIOTHUMA,
B) [IprMuTe HaIM M3BUHEHUS,
r) Tpebyem cpodHO MPENOCTaBUTh JaHHBIE.
30. B xakom myHKTE Ha3BaHa (ppa3a, THIIUIHAS I
MMChMa-HAaITOMUHAHUS?
a) TpeOyeM ycTpaHUTH HEMOIAIKH,
0) Obpamraem Bamre BHMaHueE Ha. . .,
B) [Ipocum mpemoctaBUTH HHPOPMAIIHIO,
r) bnarogapum 3a ydactue B KoH(epeHINH.
31. U3 ckonmpkux a03a1ieB MOKET COCTOSTh TEKCT JAEITOBOTO
nucbpma’?
a) U3 OJTHOTO,
0) u3 IByX,
B) KOJTMYECTBO a03al1eB CTPOr'0 HE PEriIaMeHTHPOBAHO,
T) U3 TpEX u OoJee.
32. B nmucbMe Kakoro BUAa MOXKET ObITh HCIIOIB30BaHO
KITFOYEBOH TIaroin npocum?
a) MICEMO-TIPOCKOa,
0) muCchMO-3aKas,
B) IIMCBMO-3aIIpOC,
T') BCEX Ha3BaHHBIX BHJIOB.
33. BeiOepuTe BEpHYIO XapaKTEPUCTUKY TPaMMaTHYECKON
(hOpMBI KITFOUEBBIX TJIATOJIOB, UCIIOIb3yEMbIX B TEKCTE
JIEIIOBOT0 MTUChMA!
a) U3bSIBUTEIHHOE HAKIIOHEHNE, HACTOSIIEE BpeMs,
3-¢ U110, SANHCTBEHHOE YUCIIOo (opeanuzyem);
0) N3BSBHUTENHLHOE HAKIIOHEHUE, HACTOSIIEE BpeMs,




Kon
WHOUKATOpa

Nupukatop 10CTHUXEHUS
KOMIIETEHIIUH

OneHouHbIE CpeICTBA

2-¢ JIUII0, MHOYKECTBEHHOE YUCITO (npednacaem),

B) U3bABUTEIBHOE HAKIIOHEHHE, HACTOSIIEE BpEMS,

1-¢ U110, MUHCTBEHHOE YHCIIO (coobuar);

') BO3MOXKHO yroTpebneHue 11000l U3 Ha3BaHHBIX (Gopm.
Ilpakmuueckoe 3a0anue Ne 1:

3aaHue BBHITIOIHSETCS IO ICTTOBBIM IIHCHMaM,
MPE/ICTaBICHHBIM B pUiokeHHH. CTYAEHT JJOIKEH
BBIOPATH MATH MMUCEM B COOTBETCTBUU C MEPBLIMU TISITHIO
OyKBamu CBOEH (amMuiInu:

Hanpumep, eciu dhamunust Anoxuna, HY’)KHO B3Th MMCbMa
mox Homepamu: 1 (a), 15 (1), 16 (0), 23 (x), 10 (u). [Ipu
MOBTOPEHUU OYKB, CIEAYET B3ATh MMHCHhMa,
COOTBETCTBYIOIIIME IIECTON U MOCIEAYIONIMM OyKBam
tdamunun. Eciu B pamuimm MeHee nsiTH OyKB (TIATH
pa3iIH4HbBIX OYKB), CIENYET B3STh MACHMA,
COOTBETCTBYIOIIME OYKBaM UMEHU (W/UITA OTYECTBA)
CTYJICHTA.

[Ipoananu3npoBaTh KaxxJI0€ U3 MUCEM 110 ITYHKTAM:

1. Onpenenuth BU MHCHMA 110 PA3THIHBIM
KJIacCU(UKAIIHSIM.

2. Ucxoxs u3 BUIa IMChMa, C/IENaTh ero popMysipHbIi
aHaIu3:

a) IpoaHATM3UPOBATH OJTAHK ITUChMa Ha COOTBETCTBHE
pexomengarusim ['OCT P 6.30-2003;

0) MpoaHAM3UPOBATH HAJMYHE U TIPABIIIBHOCTh
oopMIIEHUS BceX HEOOXOJMMBIX B JIETIOBOM ITHUCHME
pexBu3nuToB (cM. [OCT P 6.30-2003). [Ipu orcyTcTBHH
TOT'O WM MHOTO PEKBU3NUTA CIEAYET MPOKOMMEHTHPOBATH
€ro HeoOXOIMMOCTH ISl JAHHOTO BHJIA TIFIChMA U, €CITH
3TOT PEKBU3UT HYXKEH, IPEITI0KUTH BAPUAHT €T0

o opMIICHUS;

B) yKa3aTh PEKBU3HTHI, yIIOTpEOIEHIE KOTOPHIX
00yCJIOBIIEHO BHJIOM JAHHOTO ITHCHMA.

Pesymprater paboTsl MOXKHO 0DOPMHUTE B BUAE TaOIHII.
IIpakmuueckoe 3a0anue Ne 2

1. Haiftu B nucbMax, OpeACTABICHHBIX B IPUJIOKEHUH,

WIM B CBOMX JIEJIOBBIX MUCbMaX (CKaH-KOIUHU KOTOPBIX

JIOJDKHBI OBITH TIPUKPEIUIEHBI K padoTe) He MeHee 10

JIMHTBUCTUYECKUX OIINOOK Pa3HBIX THUIIOB.

2. Bemmmcath (hparMeHTHI IHCEM, COIEPIKAIIUE OIHOKY.

3. OxapakTepu30BaTh OIMIHOKY.

4. Ilpeanoxuth UCIIPaBICHHBIA BapUaHT (HOPMYITUPOBKH.

PesynbpTat paboTsl MOXXHO OPOPMUTH B BUAE TaOIHIIBL

Konmponvuaa paboma

BriOpath Tpu nucbMa U3 T€X, 4TO HE aHATU3UPOBAJIMCh

IPY BBIIOTHEHUH MPAKTUYECKUX 3a4aHui (YKa3aTh

HOMEpa MHCEM) U B3STh [Ba CBOUX (CKaHbI TUCEM

NPUIIOKUTE K padoTe). MOKHO BBIITOJTHUTH paboTy TOJIBKO

Ha MPUMEPE CBOMX IHCEM, HO BCET'O JAOJIKHO OBITh

POaHATU3UPOBAHO MATH MUceM (B TOM YHUCIIE U

3JIEKTPOHHBIX ), OTHOCSILIUXCS K Pa3HBIM TPYIIIaM 110

LEJIEBOMY Ha3HAYEHHUIO.

[Ipoananu3upoBaTh Ka>k0€ U3 MHUCEM OTIAEIBHO O

NYHKTaM:




Kon Nupukartop nocTukeHus
OneHouHbIE CpeICTBA
UHIUKATOpa KOMIIETEHIIUU

1. Onpenenuth BUJ MHCHMA MO PA3THYHBIM
KJIacCU(PUKALHSIM.

2. cxoas u3 BUa IMChbMa, CACNAaTh ero QOpMYIISIpHBIH
aHau3:

a) MPOaHATM3UPOBATH OJIAHK MHUChMa Ha COOTBETCTBHE
pexomen narusim 'OCT P 6.30-2003;

0) mpoaHaIU3UPOBATh HAJMYUE U IIPABIIIBHOCTh
oopMIIeHUS BCceX HEOOXOMMBIX B JIEIOBOM MHCHME
pexBusutoB (cm. TOCT P 6.30-2003);

B) YKa3aTh PEKBU3UTBI, YIIOTPeOIEHNE KOTOPBIX
00YCIIOBJIEHO BUIOM JAHHOTO MTHCHMA.

3. IIpoBecTr cofiep kaTeNbHBIN aHAIH3 MTUCHMA!

a) MPOaHATM3UPOBATH 3aI0OJIOBOK K TEKCTY MUChMA.:

— €CJIM 3ar0JIOBOK €CTh, 0XapaKTepPHU30BaTh €ro
COJIEPIKATENBHYIO ¥ (POPMATEHYIO KOPPEKTHOCTB;

— €CJIM 3ar0JIOBKa HeT, c(hOpMyITHUPOBAThH 3aT0OJIOBOK B
COOTBETCTBHU C COJIEPIKAHUEM TEKCTa;

0) BBINTHCATH S3BIKOBHIE KITHIIIE, COOTBETCTBYIOITHE
JTAHHOMY BHJy ITHChMa;

B) MPOAHAIM3UPOBATH KOPPEKTHOCTH TEKCTA MHAChMA.:

— BBISIBUTH BCE BUIbI HEIOUYETOB B TEKCTE (CMBICIIOBBIC
HETOYHOCTH, N30BITOYHOCTD UM HEOCKa3aHHOCTh,
pa3HOro poja OIMMOKN U TakK Jayee);

— OOBSICHUTD UX;

— IPEIIOKUTH UCTIPaBICHHBIN BapHaHT (HOPMYITHPOBKH.
4. CocTaBUTH UCTIPABIICHHBIA BapUaHT Ka)KJI0TO MTHCHMA.

[TK-2: CnocoOeH oCyIIecTBIATh JOKYMEHTAITHOHHOE 00ECIIEYeHHE YITPaBICHUS OpraHu3aiuei

IIK-2.1 Opranusyer u Ilepeuensv 6onpocos k 3auémy:
periaMeHTUpyeT 1. Buasl 1€710BOM MEPENUCKH.
[TOKyMEHTHpOBAHTE 2. TpeGoBanus K 0POPMIICHUIO JETOBBIX MHCEM.
. 3. Pa3HOBUIHOCTH J1€J0BBIX TUCEM 10
yIIpaBJI€HYECKOM
TEMATUYECKOMY IIPU3HAKY.
ACATCILHOCTH B 4. SI3bIK U CTUIIB IETIOBOTO MHCHMA.
OpraHu3anuu 5. CocraBiieHHE TEKCTa ICI0BOI0 IHChMa.

6. TpeboBaHUS K U3TOTOBIEHHUIO TIFICEM C TIOMOIIHIO
KOMITBIOTEpPHON TEXHUKH.

Tecmoguie gonpocwi:

28. B nmuceMe kakoro BuAa (KaKUxX BHAOB) MOXKET OBITh
UCIIOJIB30BAHO CIIOBO 2apaHmupyem?

a) rapaHTUITHOE TUCHMO,

0) MUCbMO-3aKa3s,

B) MUCHMO-TIOITBEPIKICHHUE,

I') BCEX Ha3BaHHBIX BHJIOB.

29. Ykaxute (ppasy, KoTopast MOXKET ObITh UCIIOJIH30BAHA B
TEKCTE JIEJIOBOI0 MMChMa:

a) bnaronapum 3a npurnaiuenue,

0) Bama npocs0a HeBBIIOIIHUMA,

B) [IpMuTe HalIM U3BUHEHHUS,

r) TpeOyeM cpoyHO NpenocTaBUTH JaHHBIE.

30. B kakoM IyHKTE Ha3BaHa (Qpa3a, TUIWYHAS JJIs
NYCbMa-HAITIOMUHAHNUS?
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WHOUKATOpa

Nupukatop 10CTHUXEHUS
KOMIIETEHIIUH

OneHouHbIE CpeICTBA

a) TpebyeM ycTpaHUTH HEMONAAKH,

0) O0Oparniaem Bamie BHuMaHue Ha.. .,

B) [Ipocum mpemocTaBuTh HHGOPMAITHUIO,

r) brarogapum 3a yyacrtie B koH(epeHIHH.

31. U3 ckonbKkux ab3a1ieB MOXKET COCTOATH TEKCT JIETIOBOTO
nucbpma?

a) U3 OJTHOTO,

0) u3 IByX,

B) KOJIMYECTBO ab3a1leB CTPOTO HE pEriaMeHTHPOBAHO,
T) U3 Tpéx u Ooee.

32. B nuceMe Kakoro BUIa MOXKET OBITh HCITOIB30BAHO
KJITFOUEBOM TJ1aroi npocum?

a) MUCHMO-TIPOCHOa,

0) mucpMo-3aKas,

B) IIMCHMO-3aIIpocC,

T') BCEX Ha3BaHHBIX BHJIOB.

33. BeiOepuTe BEpHYIO XapaKTePUCTUKY TPaMMaTHYECKOMH
(hOopMBI KIIFOYEBBIX TJIAr0JI0B, HCIOIb3YEMBIX B TEKCTE
JIETIOBOTO MTUChMA.:

a) U3BSIBUTEIBHOE HAKIIOHEHHE, HACTOsIIIEE BpEMS,

3-€ JIUII0, EANHCTBEHHOE YUCITO (op2anusyem);

0) U3BABUTEIHHOE HAKIIOHEHHE, HACTOSIIICE BpEMSI,

2-¢ JINII0, MHOKECTBEHHOE YUCIIO (npednacaenm);

B) H3BSBUTEIBHOE HAKIIOHEHHUE, HACTOSIIIECE BPEMS,

1-e nu10, EMUHCTBEHHOE YHCIIO (Coobwarw);

') BO3MOXKHO YIOTpeOeH e JII000H U3 Ha3BaHHBIX (HOpM.
Ilpakmuueckoe 3a0anue Ne 1:

3a/iaHre BBITIONHSCTCS TI0 JICTIOBBIM T CHMaM,
MPE/ICTABICHHBIM B puiiokeHuH. CTYACHT JOIDKEH
BBIOPATH MATH MUCEM B COOTBETCTBUU C MEPBLIMU TISITHIO
OykBamu cBoel (haMmiTwn:

Hanpumep, ecnu amunust Anoxuna, HyXKHO B3sITh TIHChMa
mox Homepamu: 1 (a), 15 (1), 16 (0), 23 (x), 10 (u). Ilpu
MOBTOPEHUU OYKB, CIIEAYET B3ATh MHChMa,
COOTBETCTBYIOIIME IMECTON U MOCIEAYIONIHM OyKBaM
thamunmun. Ecnu B pamunim MeHee aTH OyKB (TISTH
pa3IuYHBIX OyKB), CIEIyET B3ATh MUChMA,
COOTBETCTBYIOIIHE OYKBaM UMEHH (W/WJIH OTYECTBA)
CTYJICHTA.

[IpoaHanu3upoBaTh KAXKIOE U3 THCEM IO MyHKTaM:

1. OnpeaenuTs BUI UCHMA MO Pa3TUIHBIM
KIIACCH(UKAIUSIM.

2. Ucxoxas 13 BUIa IHChbMa, CIeNaTh ero (GopMyspHbIH
aHaIu3:

a) MPOaHATM3UPOBATH OJIAHK MUChMA Ha COOTBETCTBHE
pexomengarusim ['OCT P 6.30-2003;

0) MPOaHATN3UPOBATH HATMYUE U TIPABUILHOCTD
ohopMIICHUS BCeX HEOOXOAMMBIX B JICTIOBOM MUCHME
pexBuzutoB (cM. [OCT P 6.30-2003). IIpu orcyrcTBun
TOr'0 WJIM HHOT'O PEKBU3UTA CIIEAYET IPOKOMMEHTHPOBATh
ero HeoOXOIUMOCTD JJIsl JAaHHOT'O BUJA MUCbMA U, €CIN
9TOT PEKBU3UT HYXEH, PEIUIOKUTH BAPHUAHT €ro
othopmiieHMs;

B) YKa3aTh PEKBU3UTBHI, yIIOTPEOIEHHE KOTOPBIX
00YCJIOBJIEHO BUAOM JAHHOTO NHCHMa.
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WHOUKATOpa

Nupukatop 10CTHUXEHUS
KOMIIETEHIIUH

OneHouHbIE CpeICTBA

Pe3ynbpTathl paboThl MOXXHO OPOPMUTH B BUJE TaOMNHLI.
Ilpakmuueckoe 3a0anue Ne 2

1. HaiiT B muceMax, IpeACTaBICHHBIX B MIPUIIOKEHUH,

WM B CBOHX JICJIOBBIX MUChMaX (CKaH-KOIUHU KOTOPBIX

JOJDKHBI OBITH IPUKPEIUIEHBI K pabote) He meHee 10

JMHTBUCTUYECKMX OMIMOOK Pa3HBIX THUIIOB.

2. Beimucatb ¢parMeHThl UceM, coliepKalliue OUMoKy.

3. OxapakTepu30BaTh OIIHOKY.

4. IpeanoxuTh UCIIPaBICHHBIA BAPUAHT (POPMYITUPOBKH.

PesynpTar paboThl MOXKHO OpOPMUTE B BUJIE TAOIHUIIBI.

Konumponvuasn paboma

BriOpath Tpu nuchbMa U3 TeX, YTO HE aHATM3UPOBAIUCH

IIPY BBIIOJTHEHUH MPAaKTUYECKHUX 3a1aHuil (YKa3aTh

HOMEpa MHUCEM) U B3STh JIBa CBOMX (CKaHBI TUCEM

MPHIIOKUTE K pabore). MOXHO BBITOIHUTE paboTy TOIBKO

Ha MPUMEPE CBOMX ITHCEM, HO BCETO JIOJIDKHO OBITH

MPOAHATM3UPOBAHO MATH MUCEM (B TOM YHUCIIE U

AJIEKTPOHHBIX ), OTHOCSIIUXCS K PA3HBIM TPYIIIIaM 110

[eNIeBOMY Ha3HAYCHHIO.

[Ipoananu3npoBaTh KaxkJa0e U3 MHCEM OTJENBHO IO

MyHKTaM:

1. Onpenenuth BU MHCHMA 110 PA3THIHBIM

KJIACCH(PUKAIUSIM.

2. Ucxons u3 Bua mucbMa, ceiaTh ero hOpMyIsapHbIH

aHaIn3:

a) IpoaHATM3UPOBATh OJaHK MHUChMa Ha COOTBETCTBHUE

pexomengarusim 'OCT P 6.30-2003;

0) MpoaHAIM3UPOBATH HAJMYHE U IIPABIIIBHOCTh

odopMIIEHHUS BCeX HEOOXOIMMBIX B JCJIOBOM ITHCHME

pexsu3uToB (cM. TOCT P 6.30-2003);

B) YKa3aTh PEKBU3HTHI, yIIOTPEOIEHIE KOTOPBIX

00yCIOBIIEHO BHJIOM JAHHOTO MTUCHMA.

3. IIpoBecTu comepKaTeIbHbIA aHATN3 MHChMA!

a) MPOaHATM3UPOBATH 3ar0JIOBOK K TEKCTY MUCHMAa!

— €CIIM 3aTOJIOBOK €CTh, 0XapaKTEePH30BaTh €ro

CoJIepKaTeNbHYI0 U (hopMaTbHYIO0 KOPPEKTHOCTB;

— €CIIM 3aT0JIOBKa HeT, c(hopMyTHpPOBATh 3aTOJIOBOK B

COOTBETCTBHH C COAEPKaHUEM TEKCTa;

0) BEIIIICATH S3BIKOBBIE KIIUIIE, COOTBETCTBYIOIINE

JAHHOMY BHJy ITHCHMA;

B) IPOAHAIM3NPOBATH KOPPEKTHOCTH TEKCTA MHCHMA!

— BBEISIBUTH BCE BUBI HEJJOYETOB B TEKCTE (CMBICIIOBEIE

HETOYHOCTH, U30BITOYHOCTh WIIH HEOCKa3aHHOCTH,

pa3HOTO POja OIMOKH M TaK Jlajee);

— OOBSCHUTD UX;

— TIPEIOKUTH UCTIPaBICHHBIN BapHaHT (HOPMYITUPOBKH.

4. CocTaBUTh HCITPABIICHHBIN BapUaHT KaXX/I0TO TUChMA.

[1K-2.2

Opranusyer u
[pETIIaMEHTUPYET
ITOKyMEHTOO00POT B
OpraHu3aluu

Ilepeuensv 6onpocos K 3auémy:
1. Buasl genoBoi nepenucKu.
2. TpeboBaHus K OQPOPMIICHHUIO JETOBBIX MTHCEM.
3. Pa3HOBUIHOCTH JI€JIOBBIX TUCEM 1O
TEMAaTUYECKOMY IIPU3HAKY.
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WHOUKATOpa

Nupukatop 10CTHUXEHUS
KOMIIETEHIIUH
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4. SI3BIK ¥ CTHIIb IETOBOTO MUCHMA.

5. CocTaBnieHre TEKCTa eTI0BOTO MUCHMA.

6. TpeboBaHUs K H3TOTOBJICHUIO TIMCEM C TIOMOIIBIO
KOMIIBIOTEPHOM TEXHUKH.

Tecmogvie sonpocel:

28. B nmucbMe kakoro Buaa (KaKuX BHIOB) MOXKET OBITH
UCIIONIb30BAHO CIIOBO 2apaHmupyem?

a) TapaHTUITHOE TTUCHEMO,

0) mucpMo-3aKas,

B) MMUCHEMO-TIOATBEPK/ICHNUE,

T') BCEX Ha3BaHHBIX BHJIOB.

29. YkaxuTte Gpasy, KOTopas MOXKET ObITh HCIIOJIb30BaHAa B
TEKCTE JICIOBOIO MHChMa:

a) bnaromapum 3a npuriaimieHue,

6) Bamra mpocb0a HEBEITIONHUMA,

B) [IpuMuTe HaAIM W3BUHEHUS,

r) Tpebyem cpodHO MPENOCTaBUTh JaHHEIE.

30. B xakom myHKTE Ha3BaHa (ppa3a, THIUIHAS I
MACbMa-HaITOMUHAHUS?

a) TpeOyeM ycTpaHUTH HEMONAIKH,

6) Obpamraem Bamre BHuManue Ha. . .,

B) [Ipocum nipemoctaBuTh HHGOpPMAIIHIO,

r) braromapum 3a ygactue B KoH(epeHITHH.

31. U3 ckompKux a03a1ieB MOXKET COCTOSTH TEKCT JAEITOBOTO
nucema’?

a) U3 OJTHOTO,

0) U3 1BYX,

B) KOJIMYECTBO ab3aIleB CTPOT0 HE PETIAMEHTHPOBAHO,
r) u3 TpEX u Ooree.

32. B nuchMe KaKoro BUIa MOXKET OBITh UCTIOIH30BAHO
KJTFOUEBOM TJ1aroi npocum?

a) MICHMO-TIPOChOa,

0) muCcpMO-3aKa3s,

B) ITUCHMO-3aIIPOC,

T') BCEX Ha3BaHHBIX BHJIOB.

33. BeiOepuTe BEpHYIO XapaKTEPUCTUKY TPAaMMAaTHYECKON
(hOpMBI KITFOUEBBIX TIIATOJIOB, UCIIOIB3yEMBIX B TEKCTE
JIEIOBOTO MTHUChMA!

a) U3bSIBUTEIHHOE HAKIIOHEHNE, HACTOSIIEe BPeMs,

3-¢ U110, EAMHCTBEHHOE YKCIIO0 (opeanuszyem);

0) U3BSBHUTENLHOE HAKIIOHEHUE, HACTOSAIIEE BpeMsl,

2-¢ JIUI0, MHOJKECTBEHHOE YHCIIO (npednazaem);

B) U3BSBUTENHHOE HAKJIOHEHHE, HACTOSIIES BPEeMs,

1-e nuI0, EMUHCTBEHHOE YHCIIO (Coobwar);

T') BO3MOXKHO YIOTpeOeHne JIr000ii U3 Ha3BaHHBIX (HhOpM.
Ilpakmuueckoe 3a0anue Ne 1:

3anaHue BBITTOMHSAETCS IO JIENTOBBIM MTUChMaM,
MpeJCTaBIEHHBIM B TipuiioxkeHnd. CTyIeHT JOIDKEeH
BEIOpATh IIATh IHCEM B COOTBETCTBUU C IEPBBIMU TISATHIO
OykBamu cBOeH (amMuiInu:

Hampumep, eciiu pamunns Anoxuna, Hy>)KHO B3SITh TUCHMa
nos Homepamu: 1 (a), 15 (n), 16 (0), 23 (x), 10 (n). [1pu
MOBTOPEHUH OYKB, CIEAYET B3ATh MHCHMa,
COOTBETCTBYIOIIME IIECTON U MOCIEAYIOUIMM OyKBaM
¢damunun. Ecim B hamuiny MeHee nsiTi OYKB (IATH
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WHOUKATOpa

Nupukatop 10CTHUXEHUS
KOMIIETEHIIUH

OneHouHbIE CpeICTBA

pa3inuyHbIX OyKB), CIIENYET B3ATh MUCHMA,
COOTBETCTBYIOIIME OyKBaM WUMEHH (W/WJIM OTYECTBA)
CTYJEHTA.

[Mpoananu3upoBaTh KaX10€ U3 MHCEM MO MIYHKTaM:

1. OnpeaenuTs BUA NHCHMA 110 Pa3TUYHBIM
KJIacCUPUKAIHSIM.

2. cxoas u3 BUIa MChbMa, CAENaTh ero (popMyspHBIid
aHaJM3:

a) MPOaHATM3UPOBATH OJIAHK MAChMa Ha COOTBETCTBHE
pexomen narusim ['OCT P 6.30-2003;

0) mpoaHaTU3UPOBATH HAJMYUE U TIPABIIIBHOCTh
oopMIIeHUS BceX HEOOXOJMMBIX B JIEIOBOM IHUCHME
pexBu3uToB (cMm. 'OCT P 6.30-2003). IIpu oTrcyTcTBUN
TOT'0 WJIM HHOTO PEKBU3UTA CIIEyeT TPOKOMMEHTHPOBATh
ero HeoOXOIUMOCTD JIJIsl TAHHOTO BUJIa TUChMA H, €CITN
9TOT PEKBU3UT HYXEH, MPEIUIOKUTH BAPHAHT €T0
ohopmiteHwUs;

B) YKa3aTh PEKBU3UTEI, yIIOTPEOICHHE KOTOPBIX
00YCIIOBJIEHO BUIOM JJAHHOTO MTHCHMA.

Pesynbrater paboTsl MOXKHO 0)OPMUTE B BUAE TaOIHII.
Ilpaxmuueckoe 3a0anue Ne 2

1. Haiftu B mucbMax, IpeACTaBICHHBIX B IPUJIOKCHUH,

WM B CBOMX JIETOBBIX MUChMaX (CKaH-KOMUH KOTOPBIX

JIOJLKHBI OBITH TIPUKPEIIJICHBI K padoTe) He MeHee 10

JUHTBUCTUYECKUX OMNOOK Pa3HbIX THIIOB.

2. Beinucath (hparMeHTHI IIHCEM, COIEPIKAIIUE OIIUOKY.

3. OxapakTepru30BaTh OIIHOKY.

4. IlpenioXXuTh NCIPAaBICHHBIN BapuaHT (POPMYIIMPOBKH.

Pesymprat paboTel MOKHO O(OPMUTH B BHJIE TAOIHIIEL.

Konmponvuan paboma

Bri6paTs Tpu nMcbMa U3 TeX, 4TO HE aHATU3UPOBAIHCH

TIPH BBITIOTHEHUH NIPAKTUYECKUX 3aJaHni (YKas3aTh

HOMEpA ITHCEM) B B3SITh 1Ba CBOMX (CKAHBI ITUCEM

MIPHIIOKUTE K pabore). MOXHO BBHIITOIHUATE paboTy TOIBKO

Ha TIpUMepe CBOUX IHCEM, HO BCETO JJOJDKHO OBITh

MPOaHAIM3UPOBAHO NATH MHUCEM (B TOM YHCIE U

AIEKTPOHHBIX ), OTHOCSIIUXCS K PA3HBIM TPYIIIaM 110

[[eIEBOMY Ha3HAYCHHIO.

[Ipoananm3upoBaTh KaXKJ0€ U3 MICEM OTAEITHHO IO

MTyHKTaM:

1. OnpenenuTh BUI MEICHMA IO PA3ITHYHBIM

KIIACCH(PUKAIUSIM.

2. Ucxons u3 Buja muckMa, CIIeNnaTh ero (hopMyIspHBINA

aHan3:

a) MpOaHAIM3UPOBATh OJIAHK MHChMa Ha COOTBETCTBUE

pexomengarusim ['OCT P 6.30-2003;

0) MpoaHAIM3UPOBATh HANWYKE U TPABUIHHOCTD

oopmiteHUs! BCEX HEOOXOIMMBIX B JICJIOBOM ITHCHEME

pexBusutoB (cm. [OCT P 6.30-2003);

B) YKa3aTh PEKBU3HTHI, yIIOTPEOIECHIE KOTOPBIX

00yCJIOBIIEHO BHJIOM JJAHHOT'O THCHMA.

3. IIpoBecTr comepkaTeNbHBIN aHAIH3 MHCHMA!

a) MPOaHAITM3UPOBATH 3ar0JIOBOK K TEKCTY MUChMa!

— €CJIM 3aT0JIOBOK €CTh, 0XapaKTepPH30BaTh €ro
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COJICpKATENBHYIO U (POpMaTbHYIO KOPPEKTHOCT;

— €CJIM 3arOJIOBKa HeT, ¢(hOpMYyTUPOBATh 3ar0JIOBOK B
COOTBETCTBHH C COACPKAHUEM TEKCTA;

0) BBINKCATD SA3BIKOBBIE KIIHUIIIE, COOTBETCTBYIOIINE
JTAHHOMY BH]y MHCHMA;

B) IIPOAHATN3UPOBATH KOPPEKTHOCTh TEKCTA MUChMA!

— BBISIBUTH BCE BUBI HEOYETOB B TEKCTE (CMBICIIOBBIC
HETOYHOCTH, U30BITOYHOCTh WJIM HEOCKa3aHHOCTD,
pa3Horo poja OUIMOKHU U TaK Jaiee);

— OOBSICHUTH HX;

— IPEJIOKUTH UCTIPABJICHHBIN BapuaHT (HOPMYIUPOBKH.
4. CocTaBUTh UCIIPABIICHHBIN BapUaHT KaXkJI0T0 MUChMa.

[1K-2.3

Opranusyer,
[peTIIaMEHTHPYET
OIICPATHUBHOC XPAaHCHUE U
MCTIOJIb30BaHUE IOKYMEHTOB
B OpraHu3alyun

Ilepeuensv 6onpocos K 3auémy:
1. Bujpt gemoBOM MTepEmICKH.
2. TpeboBanus kK 0(HOPMIICHHUIO ACTOBBIX ITHCEM.
3. Pa3HOBUIHOCTH JETOBBIX MUCEM IO
TEMAaTHYECKOMY TTPU3HAKY.
4. SI3bIK U CTHIIBb AETOBOr0 IMHChMA.
5. CocraBiieHrE TEKCTA JIETOBOTO MUCHMA.
6. TpeboBaHMsI K M3TOTOBJICHHUIO TTUCEM C ITOMOIIBIO
KOMITBIOTEPHON TEXHUKHU.
Tecmoegvie sonpocel:
28. B nmuceMe kakoro Buaa (KaKux BHAOB) MOXKET OBITh
UCIIONIL30BAHO CIIOBO 2apanmupyem?
a) TapaHTUITHOE TTHCHEMO,
0) mucpMo-3aKas,
B) IMCEMO-TIO/ITBEPIK/ICHHE,
T') BCEX Ha3BaHHBIX BHJIOB.
29. YkaxuTte Qpasy, KOTopas MOKeT OBITh HCITOIb30BaHAa B
TEKCTE JIEIIOBOTO MHChMA!
a) braromapuM 3a npuriamnieHue,
0) Bamra mpocb0a HEBBITIOTHUMA,
B) [IpuMuTe HaIM N3BUHEHUS,
r) Tpebyem CpodHO MPENOCTaBUTh JaHHEIE.
30. B xakom myHKTE Ha3BaHa (ppa3a, THIIUIHAS IS
MKUCbMAa-HallOMUHAHUsA?
a) TpeOyeM ycTpaHUTh HEMONAIKH,
0) O6pamiaem Bamie BanmaHnue Ha. . .,
B) [Ipocum mpemocTaBUTH HHPOPMAIIHIO,
r) bnarogapum 3a y4acrue B KoH(epeHIINH.
31. U3 ckonmpKkux a03a1ieB MOKET COCTOSTh TEKCT JEITOBOTO
nucbpma?
a) U3 OJTHOTO,
0) u3 IByX,
B) KOJTMYECTBO a03aleB CTPOr'0 HE PEriaMeHTHPOBAHO,
r) U3 TpEX u Oonee.
32. B nuchMe KaKoro BHia MOXKET OBbITh UCTIONB30BAHO
KJIFOUEBOH TI1aroi npocum?
a) MUCbMO-TIPOck0a,
0) mucrMo-3aKas,
B) IMCBMO-3aIIpoC,
T') BCEX Ha3BaHHBIX BHJIOB.
33. BeiOepuTe BEpHYIO XapaKTEPUCTUKY TPaMMaTHYECKON
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(hOopMBI KIIIOYEBBIX TJIarojoB, HCIOIb3yEMBIX B TEKCTE
JIETIOBOT'O MTUChMA.:

a) U3BSIBUTEIBHOE HAKIIOHEHHE, HACTOSIIIEE BpEMs,

3-e JTUII0, EANHCTBEHHOE YUCITO (opeanusyem);

0) U3BABUTEIHHOE HAKIIOHEHHE, HACTOSIIIEE BPEMSI,

2-¢ JIUII0, MHOYKECTBEHHOE YUCITO (npednacaem),

B) U3bABUTEIBHOE HAKIIOHEHHUE, HACTOSIIIEE BpEMS,

1-¢ U110, ETMHCTBEHHOE YHCII0 (coobuar);

T') BO3MOXKHO yroTpebieHue 11000l U3 Ha3BaHHBIX (Gopm.
Ilpakmuueckoe 3a0anue N 1:

3a/iaHre BBITIONHSETCS 0 ICTIOBBIM ITHCHMaM,
MPE/ICTaBICHHBIM B MpUiiokeHHH. CTYAEHT JJOIKEH
BHIOPATH MATH MUCEM B COOTBETCTBUU C MEPBLIMU IISITHIO
OyKBaMH CBOEH (haMUITHH:

Hanpumep, ecu dhamunust Anoxuna, Hy’)KHO B3Th MMCbMa
nox Homepamu: 1 (a), 15 (u), 16 (0), 23 (x), 10 (n). [1pu
MIOBTOPEHUU OYKB, CIIEIYET B3ATh MHCHhMa,
COOTBETCTBYIOIIIME MECTON U MOCIEAYIONIMM OyKBaM
tdamunmun. Eciu B pamuiny MeHee nsiTH OyKB (TIATH
pa3IUYHBIX OYKB), CIEIYET B3ATh MICHhMA,
COOTBETCTBYIOIIME OYKBaM UMEHU (W/UITA OTYECTBA)
CTYJICHTA.

[Ipoananu3upoBaTh KaXKJ0€ U3 MICEM IO ITYHKTaM:

1. Onpenenuth BU MHUCHMA 110 Pa3THIHBIM
KJIACCH(PUKAIUSIM.

2. Ucxons u3 Bua mucbMa, ceiaTh ero hOpMyIsapHbIH
aHaIn3:

a) IpoaHATM3UPOBATh OJaHK MUChMa Ha COOTBETCTBHE
pexomen garusm ['OCT P 6.30-2003;

0) MpoaHATM3UPOBATH HAJMYHE U IIPABHIIBHOCTh
odopMIIEHHUS BCeX HEOOXOIMMBIX B JCJIOBOM ITHCHME
pexBusuToB (cM. ['OCT P 6.30-2003). IIpu oTrcyrcTBUN
TOT'O WM HHOTO PEKBU3NUTA CIEAYET MPOKOMMEHTHPOBATh
€ro HeoOXOIMMOCTH ISl JAHHOTO BH/JIA TIHChMA U, €CITH
3TOT PEKBU3UT HYXKEH, IPEATI0KUTH BAPUAHT €T0
oopmiteHus;

B) YKa3aTh PEKBU3HTHI, YIIOTPEOIEHIE KOTOPHIX
00yCJIOBIIEHO BHJIOM JAHHOTO IHCHMA.

Pesynbrater paboThl MOXKHO ODOPMHUTE B BUAE TAOIHII.
IIpakmuueckoe 3a0anue Ne 2

1. HaiiTu B nucbMax, OpeACTABICHHBIX B IPUJIOKEHUH,

WIM B CBOMX JIEJIOBBIX MUCbMaX (CKaH-KOIMHU KOTOPBIX

JIOJDKHBI OBITH TIPUKPEIUIEHBI K paboTe) He MeHee 10

JIMHTBUCTUYECKUX OMIMOOK Pa3HbBIX THUIIOB.

2. Beimucatb ¢parMeHThl IMCceM, CollepKalllie OIIHOKY.

3. OxapakTepu30BaTh OLUINOKY.

4. Ilpeanoxuth UCIIPaBICHHBIA BapUaHT (OPMYITUPOBKH.

PesynbpTar paboTsl MOXXHO OOPMUTD B BUAE TAOJIUIIBL.

Konmponvuaa paboma

BriOpath Tpu nucbMa U3 TeX, 4TO HE aHATU3UPOBAJIMCh

IPY BBIIOTHEHUH MPAKTUYECKUX 3a4aHui (YKa3aTh

HOMEpa MHCEM) U B3STh J]Ba CBOUX (CKaHbI TMCEM

IPUIIOKUTE K paboTe). MOXKHO BBIITOJTHUTH paboTy TOJIBKO

Ha IPUMEPE CBOMX MHCEM, HO BCEr0 JOJDKHO OBITH




Kon Nupukartop nocTukeHus
OneHouHbIE CpeICTBA
UHIUKATOpa KOMIIETEHIIUU

MPOaHAIM3UPOBAHO MATH MHACEM (B TOM YHCIIC U
3JICKTPOHHBIX ), OTHOCSIIUXCS K PA3HBIM TPYIIIIaM IO
[EeNIeBOMY Ha3HAYCHHIO.

[Mpoananu3upoBaTh Ka)KA0€ U3 MMHCEM OTACIBHO 110
MyHKTaM:

1. Onpenenuth BUJI NHCHMA MO PA3TMYHBIM
KIJIacCU(PUKALHSIM.

2. cxoas u3 BUa MchbMa, CAENaTh ero (popMyspHBIi
aHaIu3:

a) MPOaHaATM3UPOBATH OJIAHK MUChMa Ha COOTBETCTBHE
pexomen narusim 'OCT P 6.30-2003;

0) mpoaHaIU3UPOBATH HAJMYUE U TIPABIIIBHOCTh
oopMIIeHUS BCEX HEOOXOJJMMBIX B JICIOBOM MHCHME
pexBu3utoB (cm. TOCT P 6.30-2003);

B) YKa3aTh PEKBU3UTEHI, yIOTPEOICHHE KOTOPBIX
00YCIIOBJIEHO BUJIOM JJAHHOTO MTHCHMA.

3. IIpoBecTH cojiepkaTeNbHBIN aHAIH3 MTUCHMA!

a) MPOaHAITM3UPOBATH 3ar0OJIOBOK K TEKCTY MTUChMA:

— €CJIN 3ar0JIOBOK €CTh, OXapaKTepPU30BaTh €ro
COJIEPIKATENBHYIO ¥ (POPMATEHYIO KOPPEKTHOCTB;

— €CJIM 3aroJIOBKa HeT, CHOPMYIUPOBATH 3aT0OJIOBOK B
COOTBETCTBHU C COJICPIKAHUEM TEKCTa;

0) BBINTHCATH S3BIKOBBIC KITHIIIE, COOTBETCTBYIOITHE
JTAHHOMY BHJy TIFICbMa;

B) MPOAHAIM3UPOBATH KOPPEKTHOCTh TEKCTA MHChMa:
— BBISIBUTH BCE BHJIBI HEJIOUETOB B TEKCTE (CMBICIIOBEBIE
HETOYHOCTH, N30BITOYHOCTh HITH HEIOCKA3aHHOCTh,
pa3HOro poja OIMMOKU U TakK Jayee);

— OOBSICHUTD UX;

— TIPEIVIOKUTH UCIIPABICHHBIN BapHaHT (OPMYITHPOBKH.
4. CocTaBUTH UCTIPABIICHHBIA BapUaHT Ka)KIOTO MTHCHMA.

0) Ilopsinok npoBeeHUsI MPOMEKYTOUYHON aTTeCTALIMM, IOKA3aTeJId U KPUTePUH
OlleHUBAHMUS:

[IpomexyTouHas aTTecTanus NPoBOIUTCS B popme 3auéTa.

[Ipu moaroToBKe K 3a4eTy 0co0060€ BHUMaHHE CieTyeT 0OpaTUTh Ha CIECIYIOIINEe MOMEHTHI:

1. PerynapHoe npoureHue (He MeHbIIIEe TPEX pa3) U OCMBICICHHE TEOPETUUIECKOT0 MaTepuara;

2. BbImosiHEeHHE MPaKTHUYSCKUX 3aJaHHii C OMOPONM Ha TEOPETUUECKHI KOMMEHTapuil U
00pa3slibl;
3. TlocrosiHHYH0O H J0OpPOCOBECTHYHO pabOTy Ha TPAKTUYECKHX 3aHATHSAX, a TaKKe

CaMOCTOSITENIbHYIO PaloTy.

OmnbIT MpueMa 3ayeTa BbISIBIII, YTO HAaWOOJIbIINE TPYIHOCTH IIPU MPOBEIEHUH 3a4€Ta BOZHUKAIOT
IO CIEAYIOIINM pa3/IeIaM:

- OopmiieHre peKBU3UTOB JIEJIOBOTO MUCHMA;

- CocraBieHue NUCEM-IIPETEH3HM, PEKIAMALUi U MTUCEM-TIPEAIIOKEHUN;

- MHOrOAaCnEeKTHBIE MUCHMA;

- CTHIIMCTUYECKOE PENAKTUPOBAHKE JIEJIOBBIX ITUCEM.

Jns Toro urtoObl M30eXaTh TPYIHOCTEH MpH OTBETaX IO BBIIIEHA3BAaHHBIM pasjeiaM,
peKoMeHyeM OoJibllle MPAKTUYECKUX YIPAKHEHUH MO COCTaBICHUI0 M PEJAKTHPOBAHHUIO
JIEIOBBIX IHCEM HA KOHKPETHOM IPAaKTUYECKOM MaTepuaje ¢ ONOpOM Ha IpeajaracMble B




y4eOHO#l nuTeparype peKkoMeHIauuu U malnoHbl. [lo CTHIIMCTHKE PEeKOMEHIyeM COCTaBHUTH
TabNMIy C KJIAacCH(pHUKANIUEH CTHIUCTUYECKHX OIIMOOK, B KOTOPYIO BHOCSATCSI THUIIBI OIIMOOK,
IIPUMEPBI U BApUAHTHI IIPABKHU.

Kputepun oreHkd (B COOTBETCTBHH C (POPMUPYEMBIMU KOMIIETEHIIUSMHU U TJIAHHUPYEMBIMU
pe3yibraTaMu 0Oy4YeHHUs]):

Jlnist mosydeHust 3a4era M0 JUCHUIUIMHE 00YJalolIuiics MOKa3blBaeT KaK MUHHUMYM TOPOTOBBIH
YpOBEHb C(HOPMUPOBAHHOCTH KOMIIETEHIIHIA, T.€.

— 3HAeT OCHOBHBIC OTPEJACICHUS W TOHITHSA, CBA3aHHBIE C KOMMYHHUKAIed B YCTHOW H
MUCHbMEHHOW (OpMax Ha PYCCKOM SI3bIKE JUIS PEHICHHs 3a/a4 MEKJIMYHOCTHOTO H
MEXKYJIbTYPHOTO B3aUMO/ICHCTBUS,

— YMEEeT pacrio3HaBaTh Mo o0pa3ity dpdexTuBHbIe U HEIDPEKTUBHBIE CIIOCOOBI PEIICHUs 3a1a4
MEXIMIHOCTHOTO ¥ MEXKYJIbTYPHOTO B3aMMOJCHCTBUS B MPOIIECCE KOMMYHHUKALIMU B YCTHOW U
MMUCHbMEHHOU (hopMax Ha PYCCKOM SI3BIKE;

— BJAJIeeT MPAKTHUYECKUMHU HaBBIKAMH PEIICHUS 337]ad MEXKIMYHOCTHOTO U MEXKKYIBTYPHOTO
B3aMMO/ICHCTBHS B IPOIEcCE€ KOMMYHHKAIIMY B YCTHOW U MMMCBMEHHOM (JOpPMax Ha PyCCKOM SI3BIKE
o oOpa3siy;

— 3HAeT OCHOBHBIE HCTOYHHKH MOJTyICHUST MHPOPMAIIAH TI0 AUCIUTLTHHE;

— YMEET CaMOCTOSATENBHO MOJTy4aTh HHPOPMAIHIO U3 OCHOBHBIX HCTOYHHUKOB TI0 IUCITUILTHHE;

— BIIaJIeT HABBIKAMH PEIIEHUS 3a7ad B OOJACTH CaMOOPTaHW3AIlMH M CamMooOpa30BaHUS IO
obpasiry;

— 3HAaeT OCHOBHBIC TOHATHA pedepupoBaHUS W AHHOTUPOBAHHS HAYYHOW JHTEPATyphl H
MPUHIIMIIBI PEJAKTOPCKOM paboTHI;

— yMeeT U3BJIeKaTh U3 HAyYHOU JUTEepaTyphl 3aJaHHYI0 HH(OPMALIHIO;

— BJIaJieeT HaBBIKAMHU COCTaBJICHUS pedepaToB U aHHOTAIMM HAyYHOW JIMTEpAaTyphl U BeIEHUS
penaKTopcKoi paboThI 1Mo oOpasiry;

— 3HAeT OCHOBHBIE MpaBWja MOATOTOBKH YIPaBICHUECKUX TOKYMEHTOB U BEACHHUS JEJIOBOU
MIEePETHCKH;

— yYMeeT HCIOJIb30BaTh MO 00paslly MpaBuja MOATOTOBKU YIPABIEHYECKHX JOKYMEHTOB U
BEJICHUS JIeJIOBOM MEPENUCKY;

— BJIaJIeeT HaBBIKAMH HCIIOJIb30BAHHUSA 110 00pa3ily MpaBUil MOATOTOBKHU YIPABIEHYECKUX

JOKYMCEHTOB U BEACHUA ,I[CJ'IOBOI71 NEPCIINCKU.
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