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1 HIOACHUTEJIBHASA 3AIIMCKA

Metoauyeckie ykazaHue [0 HAlMCAHUIO KypCOBOW pabOThl MpeIHa3HAYEHBI IS
peanu3zauuu TpeOoBaHUN K (HOPMUPOBAHHIO OOMIMX U NPO(ECCHOHATBHBIX KOMIETEHLIUN
oOydgaromuxcst B cootBerctBu ¢ DPI'OC mo  cmemumaneroctn  CIIO  46.02.01
JlokyMeHTalluUOHHOe o0ecrieyeHHe YNPAaBJeHUS] M APXUBOBeJeHHE B YacTH OCBOCHHUS
OCHOBHBIX BUJIOB npodecCuoOHATBHOM NEeATEeIbHOCTH (BITD): Opranuzanus
JOKYMEHTAIIMOHHOI0 o0ecrieyeHUsl yNpaBjeHUs] U (PYHKUMOHHMPOBAHHUS OPraHM3ALUM,;
Opranu3zanusi apXMBHOW M CHPABOYHO-WHGOPMAIMOHHOW pPadoThl MO JOKYMEHTaM
OPraHu3alMu U COOTBETCTBYIOIUX NpodeccruoHanbHbiX koMmnereHui (11K):

IIK 1.1. KoopauunupoBath paboTy opraHuzauuu (IPUEMHON pPYKOBOIUTENS), BECTHU
MIPUEM [TOCETUTETICH.

[IK 1.2. OcymectBisTh pabOTy MO MOATOTOBKE M MPOBEACHHUIO COBEUIAHUMU, NEIOBBIX
BCTpEY, MPUEMOB U MTPE3CHTALIH.

IIK 1.3. OcymecTBisiTh MOATOTOBKY JEIOBBIX TMOE3I0K PYKOBOAMTENS U JIPYTHX
COTPYJIHUKOB OpraHU3aI1H.

[IK 1.4. Opranu3oBbiBaTh pabouee MECTO CEKpETaps U PyKOBOJAUTEIIA.

INIK 1.5. OdopMnsate U perucTpupoBaThb OpPraHU3ALMOHHO-PACIOPSAIUTEIbHBIE
JIOKYMEHTBI, KOHTPOJIMPOBATh CPOKH MX HUCIIOJHEHHUS.

IIK 1.6. OGpabaTsiBaTh BXOAAIIUE U UCXOMASIINE JOKYMEHTHI, CUCTEMaTH3UPOBATh UX,
COCTaBJISITh HOMEHKJIATYpy JeJ1 U (OpMUPOBATH JOKYMEHTHI B JIEJa.

IK 1.7. CamocrosiTenpHO  paboTaTh €  JOKYMEHTaMH,  COJEpKalluMH
KOH(UICHIMATBHYIO HHPOPMAIIHIO, B TOM YKCIE ¢ JOKYMEHTaMH 10 JIMYHOMY COCTaBYy.

IIK 1.8. OcymiectBnath TenepoHHOE 00CTyKUBaHUE, TPUHUMATH U NePEeIaBaTh (PaKCHI.

ITK 1.9. OcymiecTBasTh MOATOTOBKY JIEJ K Mepeaye Ha apXUBHOE XpaHEHHE.

IIK 1.10. CocTaBnsiTb ONUCH /€I, OCYHIIECTBIISTh MOATOTOBKY JEN K IMepeiadye B apXUB
OpraHu3aly, TOCy1apCTBEHHbIE U MYHUIIUTNIATbHBIE APXUBBI.

I[IK 2.1. OcymecTBisTh 3KCHEPTH3Yy LEHHOCTU JOKYMEHTOB B COOTBETCTBUU C
JIEHCTBYIOIIMMH 3aKOHOAATEIIbHBIMU aKTaMH 1 HOPMaTHBaMH.

[IK 2.2. Bectn paboTy B cucTemMax 3JeKTPOHHOTO IOKYMEHTO000pOTa.

IIK 2.3. PazpabGarpiBath ¥ BeCcTH KJacCU(PUKATOPHI, TaOEMW W Jp. CIHPABOYHUKHU IO
JIOKYMEHTaM OpraHU3aIliu.

[IK 2.4. OGecnieunBaTh MPUEM U PALIMOHATBHOE pa3MeIlleHrne JOKYMEHTOB B apXHBe (B T.
Y. TOKYMEHTOB 10 JJUYHOMY COCTaBY).

IIK 2.5. ObecnieunBaTh y4eT ¥ COXPAaHHOCTh IOKYMEHTOB B apXHBE.



I[IK 2.6. OpraHuzoBbIBaThb MCIOJb30BAHUE APXMBHBIX JOKYMEHTOB B Hay4HBIX,
CIIPaBOYHBIX U MPAKTUYECKUX LIEIISX.

[IK 2.7. OcyiiecTBasATh OpraHU3allMOHHO-METOIMYECKOE PYKOBOJCTBO M KOHTPOJb, 3a
paboToii apXxrBa OpraHU3alMK U 32 OpraHu3anueil TOKYMEHTOB B AeJIONMPON3BOCTBE.

Metoaudeckie yka3zaHUS COJIEpKAT IepeueHb IMPUMEPHBIX TEM KYypCOBBIX padoT,
SIBIISIIOTCS. €IMHBIMU JJIs1 BceX PopM 00ydeHMUs.

KypcoBas paboTa BbImosiHsAeTCss 00y4aloIUMUCS B COOTBETCTBUH C YU€OHBIM ILIAHOM.

Metoauyeckie yka3aHUs BKIIOYAIOT OOIIME TOJOXKEHUS O KypcoBod paboTe B
VUPEKIEHUU CpPEeTHEro MpOodEeCCHOHATBLHOTO 00pa30BaHUs, BOMPOCH Pa3paOdOTKH TEMaTHUKU
pabot. PackpeiBaeTcs CYIIHOCTh KYpPCOBBIX PAabOT pPa3IMYHOrO XapakTepa W TpeOOBaHHS K
CTPYKTYpHBIM KOMIIOHEHTaM paboThl B 3aBUCUMOCTH OT €€ XxapakTepa. Tak ke 37ech
MpeJCTaBlICHbl TpeOOBaHUS K ee O(OpPMIICHUIO, PEKOMEHIAluu MO (OPMUPOBAHUIO CIIHCKA
WCIOJIb30BAHHBIX UCTOYHUKOB, TPHIIOKEHUH.

B npunoxeHnn K METOJUYCCKUM yKa3aHUSM COJIEPIKATCss 00pa3Ibl TUTYJIBHOTO JIUCTA, a
Tak e OJaHK 3aJjaHus Ha KYPCOBYIO padoTy.

Brimonnenue oOyuaromuMmcsi KypcoBOil paOOThl OCYIIECTBISICTCS HA 3aKIIOYUTEIHLHOM
ATame U3YYCHHUS MEXAUCIUTUTMHAPHOTO Kypca, B X0/I€ KOTOPOTO OCYIIECTBIISIETCS TPAKTUYECKOE
MpUMEHEHUE TIOJYUCHHBIX 3HAHUMW MPU PElIeHWH KOMIUIEKCHBIX 3aJ]lad, CBSI3aHHBIX cO chepoit
npohecCHOHANBEHOM NeATENbHOCTH OYIYIINX CIIEIUATICTOB.

Beimonnenue oOywarommumcest kypcooit padotel mo MJIK 01.01 «JlokymeHTanmoHHOe
obecrieuenne ynpasieHus» 1 M/IK 02.03 «Meronuka 1 mpakTHKa apXUBOBEIECHUS» TTPOBOIUTCS
C LIEeJIBIO:

- CHCTEMATHU3allM{, 3aKPEIUICHUs U PACHIMPEHHUS] TEOPETUYECKUX M TMPAKTHUYECKUX
3HaHUM B COOTBETCTBUHU C 33IaHHOU TEMOM;

- ¢dopMHpOBaHMUS YMEHHUS TNPUMEHATh TEOPETHUYECKUE 3HAHUA TPU PEIICHUU
MOCTAaBJICHHBIX TPO(PECCHOHANILHBIX 33724,

- (opmupoBaHUs yMEHHs HCIOIB30BaTh HOPMATHUBHYIO, MIPABOBYID U CIPABOYHYIO
JIOKYMEHTAIUIO;

- pa3BUTHUS TBOPYECKOW WHHIIMATHBBI, CAMOCTOSITEIIBHOCTA, OTBETCTBEHHOCTH W
OpTraHW30BaHHOCTH;

- MOJTOTOBKH K UTOTOBOM TOCYAapCTBEHHOM aTTECTaIINH.

[Ipyn HamucaHuu KypcoBOW paOOTHI OOyYaromuiicss MOHKEH H3Yy4uTh (enepanbHbie
3akoHbl PO, [locranoBnenus [IpaBurenscrea PO, HopMaTUBHBIE 1 METOIMYECKUE JTOKYMEHTHI B

chepe apXUBHOTO Jiena.



Beimonnenue  KypcoBoi  paboTBl  pa3BUBAaCT  CaMOCTOSTENIBHOCTh  MBIIUICHUS,
crocoOcTBYeT (HhOPMHUPOBAHHUIO HAYYHBIX MHTEPECOB OOYYAIOMIMXCS, MPHOOPETEHUIO HABBIKOB
CaMOCTOSITENIbHOW palbOThl € JIMTEPAaTypol, NpUOOIIaeT K HAYYHO-HCCIIECIOBATEIbCKON
NEeSITeTbHOCTH, TTIOMOTAET OCBOUTH NMPAKTHKY HAIKMCAHUS HAYYHBIX TPYIOB, TEXHUKY HAay4YHOU
paboThI, TpreMbl OPOPMIICHHUS TEKCTA PYKOIHCH.

BrimonHsis KypcoByr0 paboTy, 00yJaromeMycs ClIeayer:

- M3YYHTh W TPOAHAIU3UPOBATh HAYYHYIO, Y4EOHO-METOAMYECKYIO IUTEparypy W
NEPUOTNICCKUE M3/IaHus 110 TeME KyPCOBOM paboTHI,

- c(hopMyIMPOBATH LIENIb U 33/1a4H CBOCH PadOTHI;

- MPOBECTH TO Mepe HEOOXOJMMOCTH OINBITHO-IKCIIEPUMEHTAIbHYIO padOTy WU €€
(dparmMeHT 1o npobieMe UCCaeI0OBaHUs, ONPEICIIUB YeTKO METO/IbI UCCIICIOBAHHS,

- 0000IIMTh PE3yNIbTATHI IPOBEICHHBIX UCCIICAOBAHUI, 000CHOBATH BHIBOJIbI;

- 0bOpMHUTH PE3yabTATHl PAOOTH B COOTBETCTBHH C TPCOOBAHUSIMHU.



2 OBIIME ITOJIOKEHU S

Kypcosast pabota npezacrasisier coOoi:

- U3JIO)KEHUE pE3yJIbTaTOB HCCIIEJOBaHMS C YYETOM BOIIPOCOB TEOPUU U IPAKTUKU B
npojienax BhIOpaHHON TEMBI,

- CaMOCTOATEJIbHBIN TPy 00yuarolerocs;

- MpOSABICHME W IOKa3 OOy4aroIIMMCS yMEHHUS JIOTMYHO, apryMEHTHUPOBAHO, SCHO,
IIOCJIEZI0BATENBHO U KPaTKO U3JIaraTb CBOU MBICIIH.

Lenb KypcoBOii pabOTHI - CHCTEMATU3aLUs, 3aKPEIICHHE U PACIIMPEHNUE TEOPETUYECKUX
U IPAaKTUYECKUX 3HaHUM oOywaromierocss no npodeccuoHanbHbIM MoayssaM: «OpraHuszanus
apXMBHOM H  CIPaBOYHO-MH(OPMAIMOHHONW pabOThl MO JOKYMEHTaM OpTraHU3aLUNy,
«OpraHuszanus JOKYMEHTAllMOHHOTO oOOecreyeHusl yIpaBieHUs U (QYHKIMOHUPOBAHUS
OpraHu3aIn».

PykoBoICcTBO M KOHTpPOJb 32 XOAOM HAalMCAaHUS, OCYIIECTBISETCS HAyYHBIM
PYKOBOAMTEIEM - IIpenojaBaTesieM AaHHbIX [IM.

Pabora Haj u3bpaHHOIl TeMoil TpeOyeT OoT 00ydaronierocs 3HaHU OCHOB METOZ0JIO0IHU
UCCIICIOBAaHMS, TBOPYECKOTO MBIIUICHUS M IpodeccruoHamm3Ma. B KypcoBoil paboTe MOMKHO
HalTU OTPAKEHNUE B3aUMOCBS3U TEOPETUYECKUX IOJIOKEHUH C IIPAKTUKOM.

Hanncanue kypcoBoil paGoThl - mpolecc, BKIOYAIOIMUN B ce0sl psill B3aMMOCBS3aHHbIX
JTaIoB:

- BBIOOP TEMBI;

- pa3paboTka pabodyero 1niaHa;

- cObop, aHaU3 ¥ 00001IeHIEe MaTepHaIOB UCCIIEOBAHUS;

- odopmileHHEe KypcOBOW pabOThl M €€ MpPEJACTaBICHHE A MPOBEPKU M IOJIyYEHHS
OT3bIBA;

- 3aIIUTa KypCOBOM pabOTHI.



3 BBIBOP TEMbI UCCJIEAJOBAHMUSA

Tema KypcoBoil pabOTBI MOXET OBITh BBIOpAaHAa U3 TIEPEYHs, COCTABJICHHOTO
npenoaaBareneM. OO0yJaroIUIiCs BIpaBe U CAMOCTOSTEIBHO ONPENEIUTh TEMY, He YKa3aHHYIO B
NPEIOKEHHOM TIepeuHe, HO NPU 0053aTeIbHOM COOTBETCTBHH €€ TpeOoBaHUAM (heaepaibHOTO
roCyJapCTBEHHOTO 00pa3oBaTeILHOTO cTaHjapra CIIEHUATLHOCTH 46.02.01
«JlokyMeHTallmOHHOEe  OOeclieueHUe yIpaBJIICHUS U apPXUBOBEIEHUE» K  COACPIKAHUIO
PO ECCUOHATBHBIX MOJTYJICH.

Bb100p TeMbI 110 HHUTIIMATHBE 00YYAFOIIErOCsl BO3MOXKEH B JIBYX CIIydasix:

1) cTpemienue wucchneaOBaTh BOIPOCHI MPAKTHKH TPUMEHEHHUS TEOPETUUYECKUX
ITOJIOKCHMUIA,

2) nmpodeccnoHaNbHBIN HHTEpPEC B 00JACTH MaJTOU3y4YEeHHOU MPOOIEMBI.

Tema nomkHa OBITH CHOPMYIHPOBAaHA JIAKOHUYHO, SICHO M YETKO, HE JOIycKas
IPOM3BOJILHOCTH €€ TOJIKOBaHMs. Ilpu 3aTpyqHeHMH B BBIOOpE TEMBI OOYHYAIOUIMICS MOXKET
00paTUTHCS 3a MOMOIIBIO K TIPEIOIaBaTEeIIIo.

[Tocnenyromue U3MEHEHHsI TEMbI JIOMYCKAKTCS JIMIIb B MCKIIOYUTEIBHBIX CIy4asX IO

XOﬂaTaﬁCTBy caMoro 06yqa}omer0051 HJIM UHUIIUATHBE HAYYHOTO PYKOBOAUTCIIA.



4 PABPABOTKA PABOYEI'O INIAHA KYPCOBOM PABOTHI

Crnemyommm 3TaroM TOJATOTOBKM K HAMKMCAHUIO KypCOBOH pabOTHI  SBISETCS
cocTaBlieHHe pabodero IulaHa, IMO3BOJIIONIETO OOYYaloUIEeMyCsl YETKO OpPraHHW30BaTh CBOIO
pabory. I[IpenBapuTebHO JAOKHBI OBITh MPOAYMAHbI LEMH PadOThI, €€ CTPYKTYpa, METOJIUKA
uccienoBanus. Paboumii TUTaH COCTaBIsIeTCSs B MPOM3BOJIBHON (opme, MpeacTaBiseTcs
PYKOBOJMTENIO W C YY4€TOM CJIICTaHHBIX MM 3aMEYaHWi W TPEUIOKCHHA KOPPEKTUPYeTCS W
YTOYHSIETCS.

OcCHOBHBIC pa3/ieNbl TUIaHa: TOJArOTOBUTEIBHBIN 3Tall, pabO4Hid ATAall, 3aKIIOYUTEIbHBIN
JTarl.

Ha moxaroroBuTeIbHOM 3Tare OOYYaroIIMCS pelraeT 3anady OmNpelesieHHs oObeMa
UH(OPMAIINK JIJIsl HAIUCAHKsI KypCcOBOi paboThI, ee moucka u cobopa. [ToaTromy B nepBbIii pa3aen
TUTaHA JIOJKHBI ObITh BKIFOUYCHBI TyHKTHI:

- pabota B OMOIHMOTEKAX M0 0TOOPY HEOOXOIMMBIX HCTOYHUKOB HH(POPMAITUH,

- BBIITUCKH, KOHCTICKTHPOBAHUE, KCEPOKOIMMPOBAHHE HHPOPMAIIMOHHBIX MAaTCPUAIIOB;

- cCUCTeMaTH3allksl OTOOPAaHHOTO MaTepuaa, ero N3y4eHue,

- COCTaBJICHWE IIJJaHA KypCOBOH pabOThl JUIsl €ro MPEJCTABJICHUS HAyYHOMY
PYKOBOUTEITIO.

Pabouwnii sTam BKItOUaeT B ceos:

- HallMCaHUe YePHOBOTO BapHaHTa KypCOBOU paboTHI;

- paboTy HaJ BEIBOJIAMH 10 IJIaBaM, naparpadam;

- (bopMyIHPOBKY JIMYHOCTHOTO OTHOIICHHUS OOYYAOIIErocs K HCCIeIyeMOol mpodiieMe
(Ha Ga3e omnpeeneHus TOYEK 3PEHUs] pa3JIMYHbIX aBTOPOB Ha NMpoOiIemMy);

- ompeneneHue u odopmileHHE HAy4YHO - CIPABOYHOTO ammapara padoThI
(bubnuorpaduu, IUTAT, CHOCOK H T.1.);

- IPEJICTAaBIICHUE YEPHOBOTO BapUAHTa HAYIHOMY PYKOBOJIUTEIIO PAOOTHI.

3aKII0YUTENbHBIN ATall:

- JopaboTKka YEepHOBOTO BapHaHTa KypCOBOW pabOTHI € Yy4eTOM 3aMeYaHuil U
pPEKOMEH Al HAYYHOTO PYKOBOJIUTETIS;

- ohopMIIEHHE KYPCOBOM pabOTHI B COOTBETCTBHH C YCTAaHOBJICHHBIMHU TPEOOBAHUSIMU;

- 3a1MTa paboTHI.



5 CBOP, AHAJIN3 U OBOBILIEHUE MATEPHUAJIOB UCCJIEJJOBAHUSA

[Ton6op MHPOPMALMOHHBIX MaTEpHANIOB JJIS HANHMCAHUS KypCOBOW palOThHI CliedyeT
paccMaTpuBaTh Kak Hadajio HEOOXOAMMOro M IOCTOSIHHOTO B JajbHeWeld padote mporecca
HakorieHusa uHdopmanuu. Coop, aHanM3 U 0000IEeHHEe MAaTEPUAJIOB 10 TEME - OJJUH U3 CaMbIX
CJIO’KHBIX M TPYIOEMKHUX 3TAroB JAeSITeIbHOCTH 00y4Jalomerocs, T.K. HEOOXOAUMO 03HAKOMHTbCS
HE TOJIbBKO C HOPMAaTHBHO-IIPABOBBIM MaTepHaloM, HO M C OOJBIIMM KOJUYECTBOM
UHQOPMALIMOHHBIX  MCTOYHMKOB, DPA3JIMYHBIMU  MOAXOJAaMM M  B3IJISIIaMH  aBTOPOB,
MHOrooOpasueM myTell peleHus uccieayeMbix BompocoB. Ilpexne Bcero, HeoO6Xoaumo
00paTuThCsl K yu4eOHMKaM M Y4E€OHBIM IMOCOOMSM Ui CpeaHe-pOo(eCCHOHATBHBIX Y4eOHBIX
3aBeseHuil o naHHeIM [IM, roe marepuai usnaraercs B A0CTYNHOM ¢popMe, a 3aTeM [EPEXOAUTD
K MHBIM MCTOYHHMKAM HAy4yHOMW, CIIELIMAJBbHOM M WHOW JIUTEpAaTypbl, a TAKKE K HHTEPHET-
pecypcam.

W3ydeHHbll, poaHaIN3upPOBAHHbIN U 00OOLIEHHBIH MaTepuall JOKEH JIEYb B OCHOBY
JIOTHYECKH BBICTPOGHHOW CHCTEMBI CBEJCHHMH IO TeMe KypcoBoil pabotel. Ilpucrymas x
HalMCaHUIO TEKCTa, 00ydJaroLuiics JOKEH UMEeTh B BUY, UTO COJEpXkaHHUE KypCOBOil pabOThI
JIOJDKHO OTBEYaTh CIIEIYIOIUM TpeOOBAHUAM:

- paboTa OMmHKHA OBITH BBIMOJHEHA HAa BHICOKOM TEOPETHYECKOM U MPABOBOM YPOBHSIX,
0e3 rpaMMaTHYECKUX, CTUITUCTHYECKUX U opdorpaduueckrux ommodok;

- B KypcOBOi paboTe 10JKEeH OBITh /1aH aHAJIU3 COBPEMEHHOT'O COCTOSHUS HCCIIeyeMOro

BOIIpoOcCa.
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6 CTPYKTYPA KYPCOBOM PABOThHI

KypcoBas pabota uMeeT CleayIomyo CTPYKTypy:

- TUTYJBHBIN JIUCT;

- Co/IepKaHHUE;

- BBEJICHUE;

- OCHOBHOM TEKCT (TJ1aBbl, maparpadsi);

- 3aKJII0YCHHUE;

- IPUJIOKECHHUS.

[Tocne TuTynbHOrO JIMCTa ClEAyeT cojaepxkaHue (auct He HyMmepyercs). CroBo
«COHAEPXXAHUE» pa3memaercss 1mo LEHTPY CTPAHULIBI B BHJIE 3arojOBKa MPOMHCHBIMHU
OykBamu. B coneprkaHue BKIIIOYAIOTCS Ha3BaHUS TJaB M maparpadoB ¢ yKa3aHHEM CTpaHUII, Ha
KOTOPBIX OHU PACTIONIOKEHBI.

Bo BBeneHnn OOOCHOBBIBAETCSl aKTYyaJbHOCTh TEMBI, OIPEEIISIOTCS LEeNH, 3aJ]adu,
TEOPETUYECKOE M MPAKTHUECKOE 3HadeHue uccienoBaHus. Jlaercs oOmasi XapaKTepHCTHKA
CTPYKTYpbI pabOTHI.

OCHOBHOH TEKCT KypcOBOU pabOThI pa30MBaeTCsl Ha JIBE-TPH TJIaBbl, KaX/1asd U3 KOTOPBIX
MOJKET, B CBOIO O4Yepeib, ApoOuThCs Ha mnaparpadpl. CIUIIKOM TOAPOOHOE IpobJieHHE HE
KeNaTeIbHO. 3aBepIIeHNE TIaBbl IPEAIOIaraeT ONpeeICHHBIN BHIBOI.

[lepBas rmaBa TekcTa KypcoBOil pabOTHI JOJDKHA BKIIOYATh B ce0si 0030p HOPpMATHBHO-
MPABOBBIX AKTOB, OTEYECTBEHHON M 3apyOeXHON IHTEepaTyphl, MaTEepHUaJOB MEPUOIAUYECKON
neyaTy Mo TeMe paboThl, HA OCHOBE 4ero oOydJaromuics o0CTOSATEIBbHO M3JIaraeT, Kak JaHHas
npoOJeMa oTpa)keHa B CIIEUAIbHON U Y4eOHOM TuTeparype.

Bropas rnmaBa packpblBaeT CYIIHOCTh HCCIeAoBaHHs TpobineMbl. OOydaromuiics Bce
u3JIaraeMble MOJOKEHHs! TOJDKEH MOJKPEIIATh Pe3yabTaTaMU U3yUYeHHs U aHaIn3a IPUMEPOB U3
pPEATbHON JKU3HHM, JITYHOTO OIBITA, MyOJIMKAINA B CPEJCTBAX MAacCOBOH MH(POPMAITUU U JAPYTUX
HUCTOYHUKOB.

TpeTss r1aBa MOKET OBITH TIOCBSIIIIEHA OMBITY PAabOTHI (B TOM YHCIIE TMYHOMY) B 00IaCcTH
UCCIIeyeMOol mpoOIeMbl WM aHATN3Y MPAKTUKH JEHCTBYIOMIETO IOPHINYECKOTO JTUTIA.

B 3akimroueHuWM TMOJBONSATCS WTOTH MPOBEIEHHOTO HCCIENOBaHMs, 0000MmaTces
OCHOBHBIC TIOJIOXKEHHSI W BBIBOJIBI, CJeNaHHBIE oOOydJaromuMcs B KypcoBoil pabore. Ilo

BO3MOXHOCTH YKA3bIBACTCA MX HOBU3HA U IPAKTHYCCKad 3HAYUMOCTD.
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7 OBIIIUE TPEBOBAHMS K O®OPMJIEHUIO KYPCOBOM PABOTHI

Tekct paboThl HabUpaeTcs Ha epcoHaNIbHOM KoMIboTepe B Microsoft Word, neyaraercs
Ha oziHOW ctopoHe yucra popmara A4. llpudr — Times New Roman (oObruHBIN); pazmep -
14 mMyHKTOB; MEXIYCTPOYHBIM MHTEPBAJI — IOJYTOPHBIN; BepxHee U HexHee noist — 2,0 cMm;
neBoe nojie — 2,5 cM u mpaBoe — 1,0 cm; ab3arr qomkeH ObITh paBeH 1,25 cMm.

Kaxnast crpykrypHast yactb paOOThI: coAepKaHHE, BBEIEHHE, INIaBbl OCHOBHOM YacTH,
3aKJIFOUYEHUE, CIIMCOK UICTOUHUKOB U JIMTEPATypbl — HAYMHAOTCSI C HOBOM CTPaHMIIBI.

ImaBb1 1 maparpadpl OCHOBHOM 4YacTu pabOThl AOJKHBI UMETh KOHKPETHBIE 3arOJIOBKH,
oTpaxaromue ux cogepxanue. [Ipu 3Tom crnoBa «aBa» u «maparpad» B 3arojioBke maparpada
HE MPUBOJATCA.

I'maBer 1 maparpadsl paboTel HyMmepyroTcss apabckumu mmdpamu. Hampumep, mepsas
I1aBa Hymepyercsi kak «l», maparpad nepBoii miaBel — cooTBeTcTBeHHO 1.1, 1.2, 1.3 u T 1.
BTOpas IJ1aBa - «2», ee maparpadsr 2.1, 2.2, 2.3 u 1. 1.

PaccrosiHue Mexy 3aroioBKaMM CTPYKTYPHBIX YacTeil U CIEAYIOIIUM 32 HUMH TEKCTOM
COCTaBJIIET TPU MHTEpBasa. Takoe K€ paccTOSHUE MPEAYCMaTpUBACTCS MEXIY MPEAbLIYLIIM
TEKCTOM U 3ar0JIOBKOM IMOCIIEAYIOIIEro naparpada.

Haspanue Kaxqoro CTpyKTYpHOTO dlieMEHTa pa0boThl, BKJIIOUAsl Ha3BaHHE IJIaB OCHOBHOM
yacTu paboThl, HAOMPAIOTCS MPOMHMCHBIMHU (3arIaBHBIMU) OYyKBaMH, BBIIEISIOTCS >KUPHBIM
mpudTOM U pacrnojararorcs nocepeArHe CTpokH. Touka B KOHIIE 3arojioBka He craBuTcs. He

AOIMYCKACTCA MOAUYCPKHUBAHUC 3aroJioBKa U IIEPCHOCHI B CJIOBAX. HaHpHMep:

AHAJIN3 JOKYMEHTAIIMOHHOI'O OBECIIEYEHUS YIIPABJIEHUSA
YYUYPEKIEHUA

Homep u Ha3BaHue naparpada BbIIEISIOTCS JKUPHBIM MIPUPTOM M IPUBOIATCS ¢ ad3ana.

B koHn1ie Touka He ctaButcs. Hanpumep:

Oprasn3annoHHO-pacnopsiauTebHas jokymentanus 10Y

Crpanunsl B paboTe HyMepyroTcss apaOCKUMH IU(paMHu, ¢ COOIIOIEHHEM CKBO3HOM
HyMEpaIiy 1o BCceMy TeKCTy. Hymepamnust CTpaHUI] MPOCTaBISIETCs 1O MEHTPY HUKHETO MO
JHCTA.

TuTynpHBIA TUCT pabOTHI U OINIABIEHUE BKIIOYAETCS B OOIIYI0 HyMepaluio, HO HOMEp

CTpaHUIbI HA HUX HC NPOCTABIIACTCA.
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He BkitouaroTcst B 00IyI0 HyMepaiuio IpUIOKEHHs ¥ 3aaHue Ha BBIIIOJHEHHE PAOOTHI.
Hymepanust paGoTel HauMHAETCSA C BBEACHUSA, HA MPEANISCTBYIONUX CTPAHULIAX HyMepauus He
CTaBUTCS, HO OHU CUUTAIOTCS OOIIYI0 HyMEpaLHIO.

CxeMmbl, pUCYHKH, TaOMUIBI U APYrod WILTIOCTPAaTUBHBIA MarepHall, pacrojioKEHHbIC B
TEKCTE PabOThI HA OTJECIBHBIX JIUCTAX, BKIIFOYAIOTCS B OOIIYI0O HyMEPALUIO CTPAHHII.

[udposoii Mmarepran peKOMEHIYETCsI TIOMEIIATh B TEKCTE pabOThI B BUJIE TAOIHII.

7.1 Odopmienue TadamI

Kaxnas Tabnuia g0KHA UMETh 3arojIOBOK, KOTOPBIA MOMEIAETCS B CEPeIUHE CTPOKH,
BBIPOBHEHHOW IO IIMpuUHE, 1oj cioBoM «Tabmuna». B KoHIE 3arojoBKOB M IOJ3aroJIOBKOB
TaOMUIl TOYKKM HE CTaBAT. Tabmuiubl HyMepyroTcs apabckumu tudpamu. [lepBas mudpa B
HyMepalui — HoOMep maparpada, B KOTOpDOM NPUBOAUTCS TaOiuIa, BTopas uudpa ee
nopsakoBbli Homep — 4.1, 4.2 u T. 1.

Tabnuup! pacnonaraiorcss B TEKCTe pabOThl cpa3y MocCie MepBOil CChIJIKM HAa HUX WJIM Ha
cienyromel 3a nepBoil ccelikoi crpanuue. Ha Bce mpuBonumble B TEKCTe€ pabOThI TAOIMIIBI
JOJDKHBI OBITh ccbuike. Ecnm B 3amucke oxHa Talnmia, TO OHAa JIOJDKHA OBITH 0003HAYeHA
"rabmuia 1" unum "tabauna B.1", ecnu ona npusenena B [Ipunoxxenuu B.

Tabnuiy ¢ OOJBIIMM KOJUYECTBOM CTPOK JIOMYCKAeTCsl NEPEeHOCUTh Ha JPYrod JUCT
(ctpanuny). Ilpu mepeHoce yactu TabmUIBl HAa ApPYroi nuct (crpanuily) cioBo "Tabmuma" ee
HOMEp ¥ HAMMEHOBAaHHUE YKa3bIBAIOT OJMH Pa3 CJeBa HaJ MEPBOI YaCThIO TaOIUIIbI, HAJl IPYTUMHU
yacTaMu numyT cioBo "llpomomkeHwe" W ykasplBalOT HOMEp TaONMIbI, HalpUMep:
"TIponomxenue Tabmuuel 1". Ilpu nmepeHoce TabmuIBl Ha JPYroi JIMCT (CTPAaHUILY) 3aroJOBOK
MOMEILAIOT TOJIBKO HaJl €€ MePBOI YacThbo.

Ecnu B KOHIIE CcTpaHuUIbl TAOIUIA IPEPBIBAETCS U €€ MPOIoJDKEHHE Oy/IeT Ha ClIeAyIoLei
CTpaHUIIe, B TIEPBOW YacTH TAONWIIBI HIDKHIO TOPH30HTAIBHYIO JIMHHUIO, OTPaHUYHBAIONIYIO
TaOJIMILY, HE TIPOBOJIAT.

Tabnuiy ¢ OONBIIMM KOJHMYECTBOM Tpad JOMYyCKaeTcs JeNUTh Ha YacTH U MOMeEIaTh
OJTHY YacCTh IOl APYTOH B Mpeesax oMHON CTpaHuIlbl. Ecim cTpoku rpadpl TaOIUIEI BEIXOAAT 32
dbopMaT CTpaHUIBI, TO B MEPBOM CIydae B KaKIOW YacTH TAOIUIBI TIOBTOPSETCS TOJOBKA, BO
BTOPOM CiTy4ae — OOKOBHK.

JlomyckaeTcst IpUMEHATh pa3Mep mpudTa B TabIHMIIE MEHBIIUI, YeM B TEKCTE.

Ilpumep:

Tabmuma 4.2 — OOpaser UTOroOBOM 3aIMMCH O KaTeTOPUSIX M KOJUYECTBE JIETl, 3aBEICHHBIX

B OpraHU3aIUu
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HToroas 3anuchk 0 KaTeropusx M Koy-Be A€, 3aB€ACHHbIX B 20  roay B OpraHu3alyu

Bcero B ToMm uuncne:

ITo cpokam xpaHeHusI MIEPEXOASAIINAX ¢ otMeTkoH «OITK»

1 2 3 4

ITocTtostHHOTO

Bpemennoro (coimie 10 ner)

Bpewmennoro (no 10 ner
BKJTFOUUTEITHHO)

UTOI'O:

HaumeHnoBaHue nomKHOCTU
pykoBoauTens ciyxos JIOY Iommuce Pacmudposka noanucu

Jlara

HToroBeie cBeZICHUS MEPEAaHbl B apXUB
[Tponomxenue Tadbaub! 4.2

HanmenoBanne J0IKHOCTH,
MepeaBIlIero CBEACHUS Iloamuck Pacmudposka noanucu

7.2 OdopmieHne WILTIOCTPATHBHOIO MaTepHaJia

C Tem 4ToObI 0OecneunuTh U3IaraeMoMy Marepuaiay OOJBIIYI0 HAIISIAHOCTh B IIpoIecce
U3JIOKEHUS, PEKOMEHJIyeTCs BKIIOUMTH B pabOTy OMNpEAEIEHHOE KOJUYECTBO WILIIOCTPALUN
(rpaduxoB, ¢dotorpaduil, yepTexkel, AuarpamMMm, PUCYHKOB M T.I.) JUIsl TOSCHEHHUS TEKCTa
IIPOEKTA C LIEJBIO €ro JIy4LIEr0 IOHUMAaHMSL.

KonnuecTtBo rpaduueckoro mMarepuaina B paboTe HE HOPMHUPYETCS, OHO OIpeNeIseTcs
11€J1€c000Pa3HOCTHIO U3JI0KEHUSI COJIEPIKaHUS.

WNnmoctpanun  (ueprexu, rpa@ukd, CXeMbl, auarpammbl, (OTOCHUMKH, PHUCYHKH)
CJIeZlyeT pacrioyiaraTb B paboTe HEMOCPEICTBEHHO MOCIe TEKCTa, B KOTOPOM OHHU YIOMUHAIIUCh
BIIEPBBIE, WIIN HA CIEAYIOLIEH CTPAaHUIIE, €CJIU B YKa3aHHOM MECTE OHU HE ITOMEIAIOTCA.

JIroObIe mimrocTpanuu 0003HaYaI0T B TEKCTE CJIOBOM "pUCYHOK".

[Ipy HeoOxomuMOCTH TOJ] PUCYHKOM TIIOMEUIAIOT TakKe TMOSACHSIOIINE JIaHHBIE
(noOpucyHounyo Haonucs). B 3ToM ciydae cloBO "pHCYHOK" MOMEMIAIOT MOCIE MOSCHSIONINX
JAHHBIX (TTIOAPUCYHOYHON HAIHCH).

WnmrocTpanuu  KakJoro MpUIIOKEHUsT HyMepyeTcsh apaOCckuMu nudpamu, OTAEIbHON
HyMepanuei, 100aBysist nepes KaxablM HoMepoM 0003Ha4eHUsl JaHHOTO MPUIIOKEHUS pa3lesss
UX TOYKOH.
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Ilpumep:
Ha pucynke 1.2

IIpUBEEHA cXeMma ympasieHusd aaMuHuctpauuun MOI'O  «Yxra»

coBMecTHO ¢ MY «¥YmpaBineHue o0pa3oBaHUs.

Anmunuctpanusa MOI'O «YxTta»

MY «¥Ynpasnenue 06pa3oBaHusD) \ KOTEL
JlomkonsHbIE / J,-
o0pa3oBareibHbIC HNuTepHaThl Bremkomns- HauanpHas Cpen I'mm
YUIPCKIACHUS HEIN yqe6- -IIKOJIa HHUC Ha3uig
/ HBIH KOMOHHAT JETCKUN o0re HUHOC
/ \\1 cax Nel 0bpa TpaH
Ma 061 Kowm- Kom Cana Jumen [ | 3082 HBIXS
JIO epaBu CHHU ou TOp TeJlb 3BIK-
KOM 3 pyro- HUPO HOTO .'/ \ HBIC OB
ie BalO- e BaH TUIIA I'ymanu- TexHu-
KTH mue HbIC TapHBII YecKuit BeyepHsis
blg npod. e IIKOIa
JMLen
MJIOY | | MOV | | Maoy | | Maoy | | MJIOY
Ne38, Ne 43, Ne40, Ne21,5 Nel05
36,8 102,16, 103,60 566,28
19,17 15,87 94,14,6 31,69

Pucynok 1.2 — MJIOV B cucreme ynpasnenus agmuauctpanun MOI'O «VYxra»

7.3 CokpamneHust

I[OHYCKaCTCH HCIIOJIb30BAHUC COKpaH_[CHI/Iﬁ B TEKCTE MOSCHUTEIbHOM 3allUCKU, KOTOPBIC

BBIMOJTHSOTCS 110 TpeboBanuto TOCT 7.0.12 -2011 [11].

[Ipumeps! BBITTOTHEHUS-

T.JI. — TaK JaJIEE;

I. — TOI;

T.II. — TOMY MTO00HOE; IT. — TOMBI;

U Ap. — ¥ IpYTHE;

B T.4. — B TOM 4YHUCJIC,

p. — Mpouue;

MHH. — MHHHMaHLHLIﬁ;

IOT. — IOTYKH,

Makxc. — MaKCHMaHBHBIﬁ;
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T.K. — TaK KakK; CB. — CBBIIIC,

C. — CTpPaHUIIA; CM. — CMOTpH;
B. — BEK; TBIC. pyO. — THICSY pyOJIeH;
BB. — BEKa; BKJTIOY. — BKJTFOUUTEIHHO.

CokpamieHuss TPEACTaBIAIOTCS B al(aBUTHOM TOpPSIKE Yepe3 TOYKY 3amsiToOd C
a03alHoro OTCTyNa Ipyr MOJ IPyroM.

Ilpumep:

OBO3HAYEHUA U COKPALLIEHUSA

I. — IOf;

IT. — TOJa;

I'K P® — I'paxxnanckuii konekce Poccuiickoit @eaepanuu;
I'CM — roproue—cMa3zouHble MaTepuabl;

ETC — enunas TapudHas ceTka;

MunduH — MUHHCTEPCTBO (PUHAHCOB;

H/IC — nanor na 100aBIE€HHYIO CTOMMOCTb.

7.4 OdopmieHue NPUIOKEHU I

[Tpunoxenue oGopMIISIIOT KaKk MPOJOIKEHUE TAHHOTO JTOKYMEHTa Ha MOCIEAYIOIMUX €Tro
JUCTax.

B Tekcre mosCHUTENHHON 3allMCKU HA BCE MPUIIOKEHHS JOJDKHBI OBITH JaHBI CCBHUIKH.
[IpunoxeHus: pacronarairoT B MOPSAKE CCbUIOK, HA HUX B TEKCTE IMOSICHUTEIbHOW 3alMCKH, 3a
WCKIIFOUEHWEM  CIIPAaBOYHOTO  Tpwiokenus  "bubnmorpaduueckwii  cnmcok  (CIHCOK
WCITOJIb30BAaHHBIX UCTOYHUKOB)", KOTOPOE PACIIONIaraeTCsl 3a 3aKITI0YCHUEM.

Kaxnoe npunoxkeHue clieqyeT HAauMHATh C HOBOM CTPAaHMIIBI C YKa3aHUEM HaBEpXY
nocepeanne crpaHuiel cinosa "IIPUJIOKEHUE" u ero o6o3nauenus. Ecnu mpunoxenue
COCTOHWT U3 2-X U O0Jiee CTpaHuIl, TO OHU ToANUChIBaeTCs «IIpomomKkeHne MpUIoKEeHus ... ».

[Ipunoxenne MODKHO WMMETh 3arojOBOK, KOTOPBIM 3alMCBHIBAIOT CUMMETPUYHO
OTHOCHTEJIBHO TEKCTa C IPOIMUCHON OYKBBI OT/IETTLHON CTPOKOIA.

[Tpunoxxenus: 0003HAYAIOT 3arIaBHBIMU OyKBaMU pycckoro andasurta, HadMHas ¢ A, 3a
uckioueHueM Oyks E, 3, VI, O, Y, b, bl, b. Ilocne cnosa "[IPUJIOXXEHUE" cnenyer Oyksa,
0003Hayaro1Ias ero Mocie0BaTeIbHOCTb.

Jlomyckaetrcsi 00O3HAYeHHE TPWIOKEHWH OyKBaMH JIaTUHCKOTO — andaBuTa, 3a
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uckmovyenuem Oyks | u O.

B cnyuae monHOTO MCTIONB30BaHUS OYKB PYCCKOTO U JJATUHCKOTO aj(aBUTOB JOITYCKACTCS
0003HaYaTh MPUIIOKEHUS apaOCKUMH P PAMH.

Ecnu B otueTe ogHO npuioxenue, ono oboznadaetcs "T[IPUJIOXKEHUE A".

TekcT KaXA0TO MPHUIIOKEHHUS, TIPU HEOOXOAMMOCTH, MOXKET OBITh pa3lesieH Ha pa3/ieibl,
MOJPA3Aeibl, MyHKTHI, MOJIYHKTHI, KOTOPhIE HYMEpPYIOT B Ipeaeiax KaKIOro MPUIOKCHUS.
[lepen HOMEpOM cTaBUTCS 0003HAYEHHE STOTO MPHUIIOKEHHUSI.

Ilpumep:

[MPUJIOXXEHUE A
JOI'OBOP O BBAUMOOTHOIEHUAX
MJIOY «JIETCKHUM CAJ Ne 21 KOMOMHHMPOBAHHOTO BUIa»
C YYPEAUTEJEM

r. YXTA Olcentsa0ps 2009 rox

MyHununanibHOE AOUIKOIbHOE oOpa3oBarenbHOe yupexiaeHue «Jlerckuit cag Ne 21
KOMOMHHUPOBAHHOTO BHa» - UMeHyeMoe B aanbHeimem MJIOY, B nuie 3aBenyroriero JlyieHnko
Haranen AnekcaHIpoBHBI, JIEUCTBYIONIETO HAa OCHOBAaHMM YCTaBa, C OJHOM CTOPOHBI, U
aIMUHUCTpansd MyHHIIMTIATBPHOTO O0pa3oBaHUS TOPOACKOTO OKpyra «YXTa» HMEHyeMoe B
JanpHeWeM Yupenutenb, B IMle HadanbHuKa MY  «VYmpaBineHue oOpa3oBaHUS»
agmunuctpauun MOI'O «Yxta» be3znocukoBoil Haranbu ApkagbeBHBI JEUCTBYIOLIETO Ha
ocHoBaHuu YcraBa MY «VYnpasnenue obpazoBanusi» agmunuctpanuu MOI'O «VYxrta» ¢ apyroi

CTOPOHBI, 3aKITHOUYUIN HaACTOSIIHM A0TOBOP O HUKCCJIICAYIOUICM.

1. OBIIUE IMTOJIOKEHUA

1.1 Hacrosimmii moroBop 3akiroueH B COOTBETCTBUU ¢ M. 3 cT. 11 3akona P® "OO6
oOpazoBanuu", TUIOBBIM MOJOKEHHEM O JOLIKOJIBHOM OOpa30BATENIbHOM YUPEKICHUH B
Poccuiickont @enepanuu.

1.2 Tlocne 3axnroueHus Hacrosiuero gorosopa M/IOVY nelicTByer Ha OCHOBaHMM 3aKOHA
Poccuiickoit @enepaunu «O6 o6pasoBanun», Tumosoro Ilonoxenus o MJIOY, VYcraBa u
HAaCTOSILIEr0 JOTOBOPA.

1.3 [enbto COBMECTHOW JESITEIBHOCTH CTOPOH SBISETCS CO3JaHue OJIaronmpusTHBIX
YCIIOBUH I BOCIIMTAHUS M OOyUEHHs JIeTel, OXpaHbl U YKPEIUICHHsI UX 3710pOBbs; o0ecreueHne

BCECTOPOHHET0 TApMOHUYHOIO pa3BUTHUS BocnUTaHHUKOB MJIOY, nocTmxeHue u peanusanus
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ycTaBHbIX Lienel u 3anad MZIOY.
1.4 B ciaywae peopraHu3alid OPraHOB MECTHOTO CaMOYIPAaBJICHHUS MpaBa y4upeauTess

MEPEXOAT K COOTBETCTBYIOLIEMY ITPABONPEEMHHUKY.

1.5 HpaBmIa COCTaBJICHUSA CIIUCKA UCTOYHHUKOB U JIUTEPATYPbI

Crnucok nuTeparypbl BKIOYaeT OuOIMoOrpapuueckoe OINUCAaHHE HCIOIb30BAHHBIX
(LUTUPYEMBIX, pacCMaTpUBaCMbIX, YIOMHHAEMBIX) JOKyMEHTOB. (OO003Ha4yaercs CHHCOK:
CIINCOK UCIIOJIB30OBAHHbBIX NCTOYHUKOB 1N JIMTEPATYPBI.

ConepxaHue U CTPYKTYpPY CIHCKa HCTOYHUKOB M JINTEPATyPhI OMPEACISET aBTOp pabOoThI
UCXO/d U3 LeNU U 3aja4 ee BbINOJHEeHusA. Kak mpaBuio OH BKIIOYaeT B cels clenyrolue
pasnenbl: McrouHuku (HeomyOnMKOBaHHbIE U onyOnukoBaHHbIE), JluTeparypa, Pecypcsl
Wutepuera. BuyTpu pasnenoB u moxpasnenoB Oubarorpadguueckoe OmucaHue pacrloiaraeTcs B
andasutHOM TOpsinke. Hymepanus onucanmii — CKBO3Has..

IIpu HeoOXxomUMOCTM B pasjenax CIMCKa HMCTOYHMKOB U JIUTEparypbl BO3MOXKHA
cucreMaTu3anus OndarorpauIecKuX OMUCaHUM.

CchUTKM Ha HMCIIONB30BAHHBIC UCTOUYHUKH CIIEAYET YKa3bIBaTh IO TMOPSIKOBEIM HOMEpaM
O6ubanorpaduyeckoro OmMMCaHWsl HCTOYHUKA B OubOmmorpaduueckoM crucke. IlopsakoBblit
HOMEp CCBUIKM 3aKJIIOYaloT B KBajpaTHble cKOOkM. Hymeparus cchiiok Bemercss apaOCKUMU
mudpaMu B MOPSJIKE MPUBEIEHUS CCBUIOK B TEKCTE MOSICHUTENBHOM 3allMCKU HE3aBUCHMO OT
neneHus Tekcra Ha pasaensl. [pumep: OCT P 51141-98 «/[enonpouzeo0cmeo u apxusroe 0eio.
Tepmunwl u onpedenenusny [13, c. 10].

Hopwamueno-npasosvie akmbi (CHCTEMAaTU3UPOBAHBI MO IOPUINYECKONH 3HAYMMOCTH, BHYTPU —
10 XPOHOJIOTHUHN).

. BceoOmas nexmaparus npas 4eioBeKa;

. Koncturynusa Poccniickont @enepanny;

. penepanabHble KOHCTUTYLIHOHHBIE 3aKOHBI;

. penepanabHbIE 3aKOHBI;

. YKa3bl ¥ pacnopsokenus [Ipesnnenra PO;

. akThl [IpaBuTenscTBa PO;

. HOpMaTUBHBIE aKThl CyObeKTOB PD;

. AKTbl MUHHUCTCPCTB U BEIOMCTB,

© 0O N OO O A W DN PP

. pCHICHUS UHBIX TOCYAAPCTBCHHBIX OPIraHOB U OPraHOB MECTHOT'O CaMOYIIPABJICHUA,

10. mpaBoBBIE aKTHl HHOCTPAHHBIX TOCYIAPCTB.
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Ilpumep:

Koncturynus Poccuiickori ®eneparuu  [Texct]: odwui. TekcT: [mpuHsATa BCEHAp.
rosocoBanueM 12 nek. 1993 r.]. — M.: I'poccMenus, 2009. — 32 c.

Poccuiickass ®enepanusi. 3akoHBI. YTOJIOBHO-TIpOLIECCYalIbHBIM Kojeke Poccuiickoi
Oenepannu [Teker]: denep. 3akon: [mpunst Toc. dymoit 22 Hos6. 2001 r.: omodp. CoBeTom
®enepaunu 5 nek. 2001r.]. - M.: FOpaiit, 2005. - 266 c.

Poccuiickas @enepanusi. 3akonbsl. Cemeitnbiii konekc Poccuiickoit @enepanuu [Tekct] :
[benep. 3akon : mpunaT [oc. Jymoit 8 aek. 1995 r. : mo cocrostauto Ha 3 suB. 2001 r.]. — CIIO. :
Victory :Crayn-kantpu, 2001. — 94 c.

I'OCTer  mepequcisitoTes ociie HOpMaTuBHO-TIPABOBBIX aKTOB 110 XPOHOJIOTHH.
Ilpumep - OTEenbHO U3JAHHBIA TOKYMEHT

['OCT 7.1-2003 CUBM/I. bubnuorpaduueckas 3anuck. bubnuorpaduueckoe onucanue.
OO6mue TpedoBanwms u mpaBmiia cocrainenus [ Texct]. - M.: U3n-Bo crangapros, 2004.- 64 c.

3anuch moJ| 3aroJIOBKOM

['OCT PB 52310-2005. DnemeHTHl npeoOpa3oBaHUs YaCTOThI JIa3€PHOTO U3IyUYCHHS.
O6mue texuuueckue ycnoBus [Teker]. — Beea. 2005-01-01. — M.: Cranaapturdopm, 2005.— 42
c.

3anuch MoJ 3ar1aBUeM

OneMeHTHl NpeoOpa3oBaHUs YAcTOTHI JIa3€pHOTO H3NMydeHHs. OOIume TeXHUYecKHue
yenosus [Teker]: TOCT PB 52310-2005. — Beea. 2005 -01-01. - M.: Cranaaptungopm, 2005. —
42 c.

Ilpumep — KHuru ¢ ogHUM, IByMs ¥ TPEMsI aBTOPaMHU:

baiikoBa, N.1O. HactonpHas kuura nenompousBonutens [Texcr] / M.}O. BaiikoBa 2-e
u3g., gon. — M.: Dkemo, 2009. — 352¢.

INanaxos, B.B. JlenonpousBonctso: OOpa3ipl, JOKyMEeHTbl. Opranu3anusi U TEXHOJIOTHUS
pabotsl [Texcr] / B.B. l'amaxos, W.K. Kopnees, [u np.]; moxg pen. W.K. Kopueesa 2-e¢ u3g.,
nepepad. u gomn. - M.: TK Benbu, 13n-Bo [Ipocnekt, 2006. — 456 c.

Kysnenosa, T.B. Kanposoe nenonpoussonctBo [Texcr] / T.B. Ky3sneunosa, C.JI.
Ky3uenos. M.: OO0 «Kypnan «Ynpasienue nepconaiom», 2008. — 480c.

Ilpumep — Kauru, cOOpHUKHU 1O 3arjiaBHeM (€CJIM aBTOPOB 00Jiee TPeX WU KE€ OHU He
yKa3aHbl):

DKOJIOTHS U SKOHOMHUKA MPUPOIONOIb30BaHus [ TekcT]: yuel. i CTyIeHTOB BbIcI. y4eOl.
3aBenenuit / O. B. T'mpycos, C.H. bo6sines, A.JI. HoBocenos, H.B. Uenypusix; mox pen. 3.B.
I'mpycosa, B.H. Jlonmatuna. — 2-¢ uzn., nepepad. u gom. — M.: FOHUTU: Enuncteo, 2002. — 519

c.
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Bonbmoit ropunnaeckuit cnoBaps [Tekcet] / B.A. benos [u ap.]; mox pen. A.5. Cyxapesa,
B.E. Kpyrckux. — 2-e usz., nepepad. u gon. — M.: THOPA-M, 2002. — 704 c.

Ilpumep — YueOHuku, yueOHbIe TOCOOUS, METOAMYECKUE YKA3aHUS:

Jlenonpou3BoacTBO (OpraHu3alnusi ¥ TEXHOJIOTUU JOKYMEHTAI[MOHHOTO OOeCleYeHUs
yrnpanenusi) [Tekcr]: yaeoHoe mocobue / mon pen. T.B. Kysuemosoii. — M.: KOHUTU-JIAHA,
2005. - 359 c.

Opranmzanus pabotrel ¢ mokymentamu |[Tekcr]: yueObnmk / Ilom pen. mpod. B.A.
Kynpsiea. — 2-e uzn., mepepad. u gon. — M.: UTHOPA-M, 2002. — 592 c.

Ilpumep — cOOpHUKH CTaTEil:
A30yka KaJpoBHKa: BC€ JOKYMEHTHI 1o pabdore ¢ mepcoHanom [Tekcr]:[cO.ct.]. — 2 u3m.,
nepepad. u gom. — Mocksa: Bepmuna, 2008. — 288 c.: ui., Tadm.

IIpumep — onucanue cTarel U3 KHUT, )KypHAJIOB, T'a3€T:

Awnnpees, b.E. Konrposmreps! 3apyoexusix npoussoaureneii [Texkcr]/ b. E. Anapees, B.
E. INonanpko // TexHn4yeckue CpeacTBa CUCTEM YIPABICHUS TEXHOJIOTHUYECKUMH MPOIECCAMU B
He(TAHOM U ra30Boi mpombliiuieHHOCTH. - M.: PI'Y Hedtu u raza, 2004. - C. 48-212.

Kysuenosa, T.B. IlpaBuna nenonpousBoacTBa B (eepaibHbIX OpraHax UCHOTHUTEIbHOM
Biactu [Tekcr] / T.B. Ky3uenona // JlenonpounsBoactso. 2009. - Ne3. - C. - 13-16.

O6 yrBepxaenun IlpaBun okasaHusl yciayr mo4ToBOM cBs3M [TekcT]: mocTaHOBIEHUE
[TpaButensctBa PO ot 15.04.2005 Ne 221. // Poccuiickas razera. — 2005. — 27 ampens, Ne 87. —
C. 10-11.

Jlnst 3amuceil Ha ONEKTPOHHBIE PECYPChl JIOMYCKaeTcs MPH HAIWYHA B TEKCTE
oubmuorpaduuecKux CBENCHUM, HWASHTUOUIMPYIOMINX JJICKTPOHHBIA pPECypCc YIaJeHHOTO
JIOCTyTa, B TOACTPOYHOM CCBUIKE YKas3bIBaTh TOJBKO €ro 3JEeKTpoHHBIM aapec [8]. [nd
0003HaYeHUs JIEKTPOHHOTO azpeca UCIIOJIB3YIOT ab0peBuarypy "URL"
(UniformResourcelLocator — yauduimpoBaHHbiii ykazaTeib pecypca).

Ilpumep — 1) Poccmiickas ®enepanus. 3akoHsl. Komekc Poccuiickoit denepanuu 00
a/IMUHUCTPATHUBHBIX MpPaBOHAPYIIEHUSX [DNEeKTpOHHBIA pecypc]: denep. 3akoH: [mpuHAT loc.
Hymoit 20 nmek. 2001 r.: omoOp. Coerom @enepaumu 26 nexabps 2001 r.] / Koncynbsrant
wroc. URL:http://www.consultant.ru/ (mara oopamenus: 10.04.2013).

2) bermk, A. T. O030p OCHOBHBIX MPOEKTOB 3aPYOSIKHBIX CIIPABOYHBIX CIYXKO [ DICKTPOHHBIH
pecypc]:mporpam. obecriedueHne U TexHON. momxonpl / Mcmonb3oBanne HTEpHET-TeXHOMOTHMI B
CIIPaBOYHOM OOCITY)KMBAHHMH YIIATICHHBIX TIOJB30BaTENeH: Marepuaibl CeMUHapa-TpeHuHra, 23—24 HosiO.

2004 1. / Poc.Har, 0-ka, Bupryan. Crpas.ciayx0a. CI16., 2004. Cucrem.tpeboBanus: PowerPoint. URL:

http://vss.nlr.ru/about/seminar.php (mara oopamenus: 13.03.2006).
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3) Boaxos B. 1O., Bonkosa JI. M. ®u3nueckas KyapTypa [DIEKTPOHHBIA pecypc]: Kypc
muctanl. oOydenus nmo I'CD 05 2dus. xynerypa / C.-Ilerepb. roc. IlonmutexH. yH-T, MexBy3.
neHtp no ¢us. kyasrype. CII6., 2003. Jloctyn u3 mokansHO# cetn DynmamenT.0-ku CIIOITIY.
Cucrem.tpeboBanusi: PowerPoint.URL: http://www.unilib.neva.ru/dl/local/407/oe/oe.ppt (mara
obpamenusi: 01.11.2003).

Ilpumep: HeonyOIMKOBaHHbBIE UCTOYHUKHU:

Yeras MIAOY «Jlerckuii cam Ne 21 xomOmHHpoBaHHOTO BHaa» [Tekcrt]: [yTBepkiaeH
[TocranoBnenuem pykoBoautesst anMuuauctpani MOI'O «Yxta» ot 22 anpenst 2009r. Ne 803].
-17c.

[Tonoxenune o nOKyMEeHTAlIMOHHOM obecrieueHnu yripasieHus u apxuse MJIOY [Tekcr]:

[yrBepikaeHo mpukazoM MIIOY «JI/C Ne 21» ot 28 anpens 2009t. Ne 01-05/29]. — 32¢.
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8 3AIIIUTA KYPCOBOM PABOTHI 1 EE OIIEHKA

[Tocne monHoOro 3aBepieHUs KypcoBas paboTa B yCTaHOBJICHHBIE CPOKU MPEACTABISETCS
HAyYHOMY PYKOBOJUTEIIO Ha peleH3MpOoBaHue. B 3akiroueHnn HaydHbIH PyKOBOJIUTENDb ACNIACT
BBIBOJI O TOTOBHOCTH PabOTHI K 3amuTe (BHEITHEMY PELICH3UPOBAHUIO).

He nomyckaroTcst K 3a1uTe U BO3BPAIIAIOTCS 7Sl IOBTOPHOTO HAITMCAHMS:

- KypcOBble paOOThl, MOJHOCTbIO WM B 3HAUUTEIHHON CTENEHHU, BBHINOJHEHHBIE HE
CaMOCTOSATENILHO (MTyTeM CKaHUPOBAHUSI, KCEPOKOITMPOBAHHS);

- paboTbl, B KOTOPBIX BBISBIICHBI CYIIECTBEHHBIC OMIMOKU (HAIpUMep, MCIOIb30BAHUE
YTPATUBIINX CHIy HOPMAaTHUBHBIX MPABOBBIX aKTOB, KOMMEHTApHEB K HUM H T. 11.), HEJAOCTATKH,
CBUJICTENHCTBYIOIINE O TOM, YTO OCHOBHBIE BOIIPOCHI TEMBI HE YCBOCHBI;

- paboThl, XapaKTepU3YIOIIMECS HU3KUM YypPOBHEM TPAMOTHOCTH M HEOPEKHBIM
o opMIICHUEM.

K 4nciay OCHOBHBIX HEJOCTATKOB, KOTOPBIE CIEAYET Y4ECTh KaXIOMY CTYIEHTY, MOXKHO
OTHECTH:

1.0OTcyTCcTBHE YO IUTENBHBIX J10Ka3aTeIbCTB, 000CHOBAHUM, BHIBOJIOB U PEKOMEHIALUH.

2. Hapymenue mocCienoBaTebHOCTH M3JI0KEHHUS, YacThle IOBTOPEHHS, HEYETKHE
(GhOpMYITUPOBKH, OTOBOPKH, TPAMMATUUYECKHUE OITHOKH.

3. OTcyTCcTBHE YETKOCTH B ONPEEICHUH OCHOBHOTO COIEP)KaHUSI KypCOBOM paOOThI.

4. KypcoBas paboTa HanucaHa Kak HaOop LUTaT, (ppa3 U BBIAEPKEK U3 KHUT, OpOILIOp U
JPYTUX UCTOYHUKOB, TIEPECKa3 KypHATBbHBIX CTaTEH.

3ammTa KypcoBBIX pabOT, B TOM YHCIIE MOBTOPHAs, JOJDKHA MPOUCXOAUTH JI0 Hadaia
9K3aMeHallMOHHOH ceccuu. CTyIEeHThI, He NMPEICTaBUBILNE KypCOBYIO pabOTy B YCTaHOBIICHHBIN
CPOK WJIM HE 3allIUTUBLINE €€, He JOMYCKAaTCs K cAaye KBaIU(UKAMOHHOTO SK3aMeHa 1o [IM.

[Ipu 3ammTe KypcoBOW pabOTHI CTYAEHT IOJDKEH KpPAaTKO H3JIOKUTh €€ OCHOBHOE
CoJlepKaHne, OXapaKTepHU30BaTh HCIIOJIG30BaHHBIE HCTOYHUKH, CHOPMYIHPOBATH OCHOBHBIE
BBIBOIbI M ITPEJITIOKEHUS], OTBETUTH HAa BOIPOCHI PYKOBOIUTEIIS.

KypcoBast paboTta oreHMBaeTcsi C y4eTOM KadecTBa €€ HalMCaHUs M pPe3ysIbTaToB
3aLIUTHL: KOTIIMYHOY, «XOPOIIO0Y, KyIOBIETBOPUTEIHLHOY, «HEYI0BICTBOPUTEILHO.

[Ipu onpeneneHnn OleHKH KypcoBOW pabOThl yUUTHIBAIOTCS:

a) CTETIeHb pa3pabOTKU TEMBI;

0) MOJIHOTa OXBaTa HAyYHOU JIUTEPATYPHI;

B) MCITIOJIb30BaHNE HOPMATUBHBIX AKTOB, FOPUANYECKON MPAKTHKH;

') TBOPYECKUHN MOAXO K HAITMCAHUIO KypCOBOM pabOTHI,

1) IPaBUJIBHOCTh M Hay4yHasi 000CHOBAHHOCTH BBIBOJIOB;
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€) CTUJIb U3JIOKCHHUS;

) aKKypaTHoe 0(hopMIIEHHE KypCOBOM pabOTHI.

Kpurepuu onenku:

— «OTIMYHO» - 3a TIIyOOKHE 3HAHUS, IPUMEHEHHBIE CTYICHTOM IIPHU CaMOCTOSTEIHHOM
UCCIICIOBAaHUM HM30paHHON TeMbl, 0000IIEHHE NPAKTHYECKOr0 MaTepuaja W CIelaHHbIe Ha
OCHOBE aHaJIN3a BBIBOJIbI;

— «XOPpOIIO» - 32 MTOJTHOE 3HAHNE MaTepuala, BCECTOPOHHEE OCBEILICHHE BOIIPOCOB TEMBI,
HO HE MOJHYIO CaMOCTOSITEIEHOCTh B UCCIICIOBAHHH;

— «yIOBIETBOPHUTEIBHO» - 32 PacKpbITHE B pabOTE OCHOBHBIX BOIPOCOB H30paHHON
TEMBI, HO HE TMOJHYI0 CaMOCTOSITEIbHOCTh B MCCIIEAOBAaHUH WJIM 32 OTJENbHbIE HETOYHOCTH B
coZIep’KaHuU padoThI;

— HEYIOBJIETBOPUTEIIFHO» - B Cllydae IpyObIX OmIMOOK B coJep)KaHHH pabOThI, a TaKkKe
3a TUIaruar.

[Ipu nonydeHnn HEYOBIETBOPUTEIBHON OLIEHKH padoTa JOJKHA OBITh IepepaboTaHa ¢
y4eTOM BBICKAa3aHHBIX 3aMEUYaHUH M TMpeICTaBleHa Ha 3aIlIUTYy B CPOKH, YCTAaHOBJICHHBIC
PYKOBOJIUTEIIEM.

OneHka 3a KypcOBYIO pabOTy BBICTABISIETCS NpENojaBaTeleM, IO/ PYKOBOACTBOM
KOTOPOTO OBLIa BEHITIOJHEHA KypcoBas paboTa, Mmocje 3alluThl Ha TUTYJIBHOM JIMCTE paboThHI, B
3aYETHYIO KHIDKKY U B BEIOMOCTh, KOTOpasi cJaeTcsl B y4eOHYIO 4acTh.

ITocne 3aumThl KypcoBble pabOThI CIAIOTCS B YU€OHYIO 4acTh. 3aIIMIICHHbIE KYypCOBBIE

paboTHI CTy/IEHTaM HE BO3BPALIAIOTCSI.
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9 TEMbI KYPCOBBIX PABOT

Tembl KypcoBbix pador mo MJIAK 02.03 «Metoauka u mNpakTHKA

APXHUBOBECJICHUSA)

1. MeTtoauka nopsiika nepeadu Jeil B apXuB.

2.Cucrema Mep 1o 00eCreuyeHHI0 COXPAHHOCTHU JI0OKYMEHTOB.

3. Cucrema Hay4HO-CIPaBOYHOI'O anmapara.

4. 3HayeHue ONTUMAJILHOI'O YCTPOICTBA apXuBa [yl 00eCIeUeHHsI COXPAHHOCTHU JI0OKYMEHTOB.
5. Onucanue apxXUBHBIX JOKYMEHTOB.

6. TeopeTnueckue ¥ NPaBOBbIE OCHOBBI KOMIUIEKTOBAHMS.

7. Opranu3zanus IpOBEJEHUS 3KCIEPTU3bI LIEHHOCTH JOKYMEHTOB.

8. TeopeTnueckre OCHOBBI HKCIIEPTH3bI IEHHOCTU JOKYMEHTOB.

9. Cucrema y4yera apXMBHbBIX JOKYMEHTOB.

10. [esrenpHOCTh HalMOHaIBbHOTO apxuBa Pecniyonuku Komu.

11. ®yHKuMu ¥ npaBa HIKCIEPTHON KOMHUCCUU, TIOPSI0K €€ pabOoThI.

12. YHUuUTOXKEHHE JOKYMEHTOB C UCTEKIIUMH CPOKAMHU XPaHEHHUS.

13. DkcnepTH3a HEHHOCTH JOKYMEHTOB M KOMILIEKTOBAaHUE apX1Ba OPraHu3alllu.
14. Ha3gaueHue U BUIBI KaTaJIOTOB.

15. Vicropust apxuBHOIO Jefia B 10PEBOIIOLMOHHON Poccuu.

16. [Topsnok pa3meleHus U oOecriedeHne COXPaHHOCTH JOKYMEHTOB B apXUBaXx.

17. 3navyenue ctpaxoBoro (GoHma 1 (HOH/IA MOJIE30BAHUS APXUBHEIX JOKYMEHTOB.

18. Omuck gen — 6a30BbIi APXUBHBIN CIIPABOYHUK.

19. ApxusHoe neno B nopeBontonuonHoi Poccun (X1 — nayano XX BB.).

20. Opranusaiyst paboTbl YUTAJIBHOTO 3aJ1a apXHBA.

21. UcnionHenue 3ampoca PU3NIECKOro JUIla B apXUBE: BUJIBI, MTOPSI0K OPOPMIICHUSI.
22. DTUYeCcKre HOPMBbI MIOBE/ICHHS apXUBHCTA.

23. dakTOopsl pa3pylIeHUs JOKYMEHTOB.

24 MecTO apXMBOB B COL[MAJILHON MaMsITH OOIIECTBaA.

25. ApXuBHBII MEHEPKMEHT U MapKETHHT.

26.11paBoBbIe OCHOBBI CO3/1aHUS M pabOTHI apXHUBa OpraHU3aIHH.

27. ApxuBHoe 3akoHOAaTeNbCTBO Poccuiickoit peneparuu B 1990-¢ rr.

28. HopMaTHBHO-METOIMYECKHE TOKYMEHTHI, periaMeHTUPYIOIUe paboTy apXHBOB.
29. Vcnonb30BaHMS apXUBHBIX JJOKYMEHTOB B Pa3IMYHBIX cepax MesTeTbHOCTH.
30. denepanbHOE apXMBHOE areHTCTBO — OCHOBHOW OpraH YIpaBlIEHUs apXUBHBIM J€JIOM B
Poccuiickoit @enepanuu.
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