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1. O01He MoJI0KeHu s

['ocynapcTBeHHass UTOroBasi arrecTalus IPOBOAMUTCA I'OCYNapCTBEHHBIMU JK3aMEHAIM-
OHHBIMHU KOMHUCCHSIMM B LIEJISIX ONPEAETICHHUsS COOTBETCTBHS PE3YJIbTaTOB OCBOEHUs 00ydaro-
IIUMUCS 00pa30oBaTeIbHBIX MIPOrpaMM COOTBETCTBYIOIIUM TpeOOBaHUAM (peaepanbHOro rocy-
JApCTBEHHOT0 00pa30BaTEIbHOIO CTaHIApTa.

BakanaBp nmo nanpasnenuto noaroroBku 46.03.02 JfokymeHTOBeieHNE M apXUBOBEACHUE
JOJOKEH OBITh MOJTOTOBJIEH K PEIHICHUI0 MPO(ECCHOHANBHBIX 33724 B COOTBETCTBUHU C MPO-
¢mibHOI 00pa3oBaTenbHOM MporpaMmsbl JJoKyMEHTOBEIeHNE U IOKyMEHTAIIHOHHOE o0ecreye-
HUE yIpaBJIeHUs U BUJaM Ppo(pecCUOHAIbHON AeATeIbHOCTH:

— HAYYHO-UCCJIICIOBATCIILCKA,
— TCXHOJOIrn4ccCKasi,

B cootBeTcTBHE C BUJaMH1 U 3aJadaMiu HpO(i)eCCI/IOHaJII)HOI\/JI ACATCIIbHOCTU BBIITYCKHUK Ha
FOCYHapCTBeHHOﬁ HTOT'OBOM aTTeCTaluu OOJIKCH IIOKa3aThb COOTBCTCTBYIOH_[Hﬁ YPOBCHb OCBOC-
HUA CIICAYIOINX KOMHGTCHHHﬁZ

OK-1- crtocoOHOCTBIO UCITOJIB30BATh OCHOBHI (PrIIOCO(MCKIX 3HAHUHN 1711 (POPMUPOBAHUS MUPO-
BO33pPEHUYECKON MO3ULIUMY;

OK-2 - criocoOHOCTBIO aHATU3UPOBATH OCHOBHBIE ATAITBI M 3aKOHOMEPHOCTH HCTOPHUYECKOTO
pa3BuTHs o01IecTBa 17151 POPMUPOBAHUS TPAKAAHCKOMN MOZULIUU

OK-3 - criocoOHOCTBIO UCTIONIB30BaTh OCHOBBI SKOHOMUYECKUX 3HAHUI B Pa3IMYHBIX cepax
JeSITebHOCTH

OK-4 -criocoOHOCTBIO UCIIOIB30BAaTh OCHOBBI ITPABOBBIX 3HAHHUI B pa3IU4HbIX chepax JAesiTeNb-
HOCTH

OK-5 - cnocoOHOCTBIO0 K KOMMYHUKAIIMH B YCTHOW U MUCbMEHHOU (hOopMax Ha PyCCKOM U MHO-
CTPAHHOM SI3bIKax JUIs pelleHHs 3a/1a4 MEXIMYHOCTHOTO U MEXKYJIBTYPHOTO B3aUMOAECHCTBUS
OK-6 - cnocoOHOCTBIO pabOTaTh B KOJUIEKTHBE, TOJICPAHTHO BOCIIPUHUMAS COLMATBHBIE, dTHH-
4yecKHe, KOH()eCCHOHANIbHBIE U KYJIbTYPHBIE PAa3TUUns

OK-7 - c1tocoOHOCTBIO K CAaMOOpTaHU3AIMU U CAaMOOOPa30BaHUIO

OK-8 - criocoOHOCTBIO UCTIONIB30BaTh METO/IBI U CPeICTBA (PU3MUECKOM KyJIBTYpHI A obecrie-
YEHUSI TTOJTHOLIEHHON COIMAIbHON U TTPO(ECCHOHAIBHOMN ACSITEIIbHOCTH

OK-9 - rOTOBHOCTBIO MTOJIb30BaThCS OCHOBHBIMU METOJJaMH 3aLUThI IPOU3BOJICTBEHHOTO MEp-
COHaJIa M HaCeJIEHUs OT BO3MOXKHBIX MOCJIEICTBUN aBapuii, KaTacTpod, CTUXUHHBIX O€ICTBUI
OK-10 - crtocoGHOCTBIO K UCIIOJIB30BaHUIO OCHOBHBIX METOJIOB, CIIOCOOOB U CPE/ICTB MOIy4e-
HUS, XpaHEeHUsI, epepaboTKu HH(pOpMaLuu

OK-11 - crocoOHOCTBIO YBKUTENBHO U O€PEKHO OTHOCUTHCS K HICTOPUYECKOMY HACIETUIO U
KYJBTYPHBIM TPAJIUIUSIM

[TK-1- crtocoOHOCTBIO MPUMEHSATH HayYHBIE METO/IbI ITPH UCCIIEOBAaHUH 00BEKTOB Ipodeccro-
HaJIbHOM JIeSATEIHLHOCTH,

[1K-2- BnageHuemM oCHOBaMHU MH()OPMAITMOHHO-aHATUTHYECKON AEATEIbHOCTU U CITIOCOOHOCTHIO
MPUMEHSTH UX B MPOPeCcCUOHAIBHOM cdepe;

[1K-3- BnageHnemM 3HaHUSMU OCHOBHBIX MPO0JIeM B 00JIaCTH JOKYMEHTOBEICHUS H apXUBOBE/Ie-
HUS;
[TK-4- criocoOHOCTBIO CaMOCTOATENBHO paboTaTh C Pa3IMYHBIMU UCTOYHUKAMU HH(POPMALIUU
[1K-5- BnajieHneM TeHACHIIUSIMH Pa3BUTHsI WH(POPMAIIMOHHO-TOKYMEHTAIIMOHHOTO 1 o0ecreye-
HUS YIPaBJICHUS apXUBHOTO JIENIa;

[1K-6 - ctocoOHOCThIO aHATM3UPOBATH CUTYAIIMIO HA PHIHKE HH(GOPMAIIMOHHBIX MPOAYKTOB H
YCIIYT, aBaTh SKCHEPTHYIO OLIEHKY COBPEMEHHBIM CHUCTEMaM 3JIEKTPOHHOTO IOKyMEHT0000poTa
U BEJICHHs SJIEKTPOHHOTIO apX1Ba



[1K-7- cnocoGHOCTHIO OIIEHUBATH UCTOPHIO U COBPEMEHHOE COCTOSTHHE 3apy0eKHOTO OTbITa
yIpaBJICHUs JOKYMEHTAMU U OPTaHU3ALUU UX XPAaHCHUS

ITK-8 - cnocoOHOCTBIO aHATU3UPOBATh LIEHHOCTh JOKYMEHTOB C LIEJIbIO X XPaHEHUS

[1K-9- BnagennemM HaBbIKaMH COCTaBJICHUs OMOIMOrpaduuecKnx U apXuBHBIX 0030pOB

I1K-10 - BnageHreM NpUHIMIIAMU U METOJAMHU CO3/IaHUs CIIPABOYHO-UH(OPMAIIMOHHBIX
CPEZICTB K JOKYMEHTaM

[1K-11- BnageHreM HaBbIKaMu pedeprupOBaHUs U aHHOTUPOBAHUS HAYYHOM JIUTEpaTyphl, HABBI-
KaMH peIaKTOPCKOi paboThI

[1K-12- ciocoGHOCThIO BBIABIATh U OTOMPATh JOKYMEHTBI [UI Pa3HbIX TUIIOB U BUJIOB IyOJIMKa-
V5051

I1K-13- cnocoGHOCTBIO BECTH HAYYHO-METOIMYECKYIO paObOTy B TOCYAAPCTBEHHBIX, MyHULIH-
NaJIbHBIX APXMBaX U apXUBax OpraHU3aIui

I1K-14- BnaneHreM HaBbIKAMU MCII0JIb30BaHMS KOMIIBIOTEPHON TEXHUKH U MH(MOPMALIMOHHBIX
TEXHOJIOTUH B TOKYMEHTAIMOHHOM O0ECTICYCHUHN YIIPABIICHHS U ApXHUBHOM JIeJIe

ITK-15- criocoGHOCTBIO COBEPILIEHCTBOBATh TEXHOJIOTUH JOKYMEHTAMOHHOTO 00ECIeUeHUs
yIIpaBJICHUS M apXUBHOTO Jieia Ha 0a3e UCIONb30BaHus CPENICTB aBTOMATHU3ALIUN

I1K-16- BnageHreM npaBrUiIaMu 3KCILTyaTallud TEXHUUYECKUX CPEJCTB U CIIOCOOHOCTBIO UCIIONb-
30BaTh TEXHUYECKHE CPEJCTBA B JJOKYMEHTAIITHOHHOM O0ECIIEYeHUH YIPABJICHUS U APXUBHOM
nene

[1K-17- BnamenueM METOaMU 3alIATH HHGOPMAIII

I1K-18 - BnageHneM COBpeMEHHBIMU CUCTEMaMU HH(POPMALIMOHHOTO U TEXHUUYECKOro odecreye-
HUS IOKyMEHTALMOHHOTO 00ecTrieueH s YIPaBICHHUS U YIPABJICHUS apXHUBaAMU

[TK-19 - c1ocoGHOCTBIO MCITIOB30BaTh MIPABUJIIA [TOITOTOBKH YIIPaBIEHYECKUX JIOKYMEHTOB 1
BEJICHUS JIEJI0BOU ITEPEIUCKU

I1K-20- BiraseHreM MeToaMu 3aIluThl HHGOPMAIH

[TK-21 - BiajeHrieM HaBBIKAMH COCTABIICHUS OIHCEH JIeT, IIOATOTOBKH JIeJ K Tiepe/iade B apXuB
OpraHu3aliy, TOCYAapCTBEHHbIN NN MYHUIUNAIbHBIN apXUB

[1K-22 - ctocoOHOCTHIO MPUHUMATH YYacCTHE B PadOTe 110 MPOBEICHHUIO SKCIIEPTU3bI IEHHOCTH
[1K-23 - BnageHreM HaBbIKaMU ydeTa U 00eCreyeHHsI COXPAHHOCTH IOKYyMEHTOB B apXHBe
[1K-24 - BnageHreM HaBBIKAMU OpPTraHU3aIMU CIIPAaBOYHO-TIONCKOBBIX CPEJCTB U UCTIONB30BAHUS
apXUBHBIX JOKYMEHTOB

[1K-25 - BnageHneM HaBBIKaMH IMOATOTOBKH YIIPABICHYECKUX JTOKYMEHTOB U BEICHUS JIEIOBOM
ITK-26 - BnageHreM HaBbIKaMU 00pabOTKH IOKYMEHTOB Ha BCeX ATanax JOKYMEHTO00O0poTa,
CHCTEMaTH3aIll1, COCTABIICHUSI HOMEHKJIIATYPHI JeJT

[TK-27- criocoOHOCThIO MPUHUMATE y4acTUE B pab0Te MO MPOBEAECHUIO SKCIIEPTU3BI LICHHOCTH
JOKYMEHTOB

[1K-28 - BnageHreM HaBbIKaMH ydeTa U 00ecrieuyeHHsl COXPAHHOCTH JIOKYMEHTOB B apXHBe
OIIK-1- ctocoOHOCTBIO UCTIOIB30BATh TEOPETHUECCKUE 3HAHUSI I METO Bl MICCIICIOBAHUS HA
NpaKTUKe

OIIK-2 - BnamenneM 0a30BBIMH 3HAHUSMH B 0071aCTH MH(POPMAITMOHHBIX TEXHOJIOTUH

OIIK-3 - BnaienreM 6a30BbIMH 3HAHUSIMH CUCTEM OPTaHOB rOCY/IapCTBEHHON M MyHHULIUTIA b-
HOH BJIacTH

OIIK-4- BnajieHneM HaBbIKaMH UCIIOJIb30BAHUS KOMITBIOTEPHOM TEXHUKH U MHPOPMAITMOHHBIX
TEXHOJIOTUH B MMOMCKE UCTOYHUKOB ¥ JIUTEPATYPHI, UCTIOIb30BaHUH MTPABOBBIX 0a3 JaHHBIX, CO-
CTaBlIeHUH OMOIMOTpapUUECKUX U apXUBHBIX 0030pPOB

OIIK-5- BnasieHneM 3HaHUAMHU B 00JIACTH MPaBUII MyOIMKAUU UCTOPHUYECKUX HCTOYHUKOB U
OTIEPaTUBHOTO U3JIAHUSI JOKYMEHTOB

OI1IK-6- crtocoOHOCTBIO pemaTh CTaHapTHBIC 331a49H MPO(HECCHOHATEHON IEATEIBHOCTH Ha OC-
HOBE MH(POPMALIMOHHOM 1 Oubmorpaduyeckoit KyabTyphl ¢ IpUMEHEHHEM HH(POPMAITMOHHO-
KOMMYHHKAIIMOHHBIX TEXHOJIOTHI U C y4€TOM OCHOBHBIX TpeOOBaHUI HH(OpMALIMOHHOH 0e3-
OIaCHOCTH

JIIK-1- cnocoOHOCTBIO pa3pabaThIBaTh MAKEThI JOKATbHBIX HOPMATHBHBIX aKTOB U HOPMAaTHB-



HO-METOJANYECKHX JOKYMEHTOB [0 MH(POPMALNOHHO-JOKYMEHTAITMOHHOMY 00€CIICUEeHUIO
yIpaBiIeHUS U apXUBHOMY XPAaHEHHUIO JOKYMEHTOB

AIIK -2- ciocoGHOCThIO OPHEHTUPOBATHCSA B 3aKOHOAATEIBHON U HOPMAaTUBHO-METOHMUECKON
6a3e HHPOPMAIIMOHHO-TOKYMEHTALMOHHOTO 00ecIiedeH sl YIPaBICHUS U apXUBHOIO Jiejia U
CMEXHBIX obnacTeit

JIIK-3- 3HaHHEeM OCHOB TPYAOBOT0 3aKOHOIATEJIbCTBA, IIPABUI M HOPM OXPaHBI TpyAa

JIIK-4 - ctocoOHOCTBIO K COOMIOACHHIO TPEOOBAHUI K OpTaHU3AINH CEKPETAPCKOT0 00CITYKHU-
BaHUs

JIIK -5 - ctocoOHOCTBIO K COOITIOICHUIO TPeOOBAaHUI K OPTaHU3AIMU KaIPOBOTO JICTIONPOU3-
BOJICTBA U JJOKYMEHTHUPOBAHUIO TPYAOBBIX OTHOIICHU, XpaHEHHUIO JOKYMEHTOB I10 JIUYHOMY
COCTaBy

JIIK -6- ciocoOHOCTBIO OPraHKU30BaTh PabOTy C JOKYMEHTaMU, COACPKAIIUMU HH()OPMALIHIO
OTrpaHMUYEHHOI0 JI0CTyNa

JIIK -7- ciocoOHOCTBIO MPUMEHSATh METOJIBI MPOBEACHUS KOJIMYECTBEHHOTO aHajHM3a OpraHu-

3allid JOKYMEHTAIIMOHHOTO 00ecledeHHs YIpaBlIeHUSI U apXUBHOTO XPAHEHUS JOKYMEHTOB B
KOHKPETHOW OpraHu3aIiuf

Ha ocHoBanuu pemienust YueHnoro coera yuuepcutera ot 28.03.2018 (mpotokon Ne 3 )
roCy/IapCTBEHHbIEC aTTECTAIIMOHHBIC MCIIBITAHUS MO HampaieHuio noarotoBku 46.03.02 Jloxy-
MEHTOBEJICHUE ¥ apXUBOBECHUE MPOBOJIATCS B (hopMe:

— TOCYJapCTBEHHOT'O 3K3aMEHa;
— 3aIIUTHI BBITYCKHON KBAIN(UKAITMOHHONW PAOOTHI.

K rocynapcTBeHHON MTOroBOHM aTTeCTallMM JOMYCKAeTCsl 00ydaroliuiics, HE WMEIOLIU
aKaJeMUYECKOH 3a/10JDKEHHOCTH U B ITOJHOM O00bEeMe BBIOIHMBILUIN y4eOHBIN IJIaH WM UH-
JTUBHUYaJIbHBIN YUeOHBIH IJIaH 110 JaHHOH 00pa30BaTebHOM MporpamMmme.

2. ITporpamma u NopsiA0OK MPOBEIEHUS TOCYAAPCTBEHHOT0 IK3aMeHa

CornacHo yueOHOMY TUTaHy MOATOTOBKA K ¢/Iadye M cAada rocyJapCTBEHHOTO dK3aMeHa Mpo-
Boautcs B mepuoy ¢ 31.05.2022 no 14.06.2022. JIns mpoBeneHUs] TOCYIapCTBEHHOTO dK3aMEHa
COCTaBIISIETCS paclucaHue dK3aMeHa M MPeIIK3aMEeHAIMOHHBIX KOHCYIbTAlUN (KOHCYIbTUPOBA-
HUE 00yJaronuxcs Mo BOIpocaM, BKIIOYSHHBIM B IPOTpaMMy TOCYAapCTBEHHOTO SK3aMEHa).

['ocynmapcTBeHHBIN SK3aMEH MPOBOJUTCS Ha OTKPBITHIX 3acCeaHMsIX TOCYIapCTBEHHON
HK3aMEHAIIMOHHOW KOMHCCUU B CIEIUANBHO MOATOTOBIEHHBIX ayJUTOPHUSAX, BHIBEICHHBIX Ha
BpeMs 3K3aMeHa U3 pacmnucanus. [I[pucyTcTBre Ha rocyJapCTBEHHOM 3K3aMeHEe TTOCTOPOHHHX
JIMIL TIOMYCKAETCs TOJIBKO ¢ paspemienus npeacenarens ['OK.

OOyJaronuMcs ¥ JIUIaM, TIPUBJIEKaeMbIM K TOCYIapCTBEHHON UTOTOBOM aTTECTAIHH, BO
BpEMs €€ MPOBEJICHUS 3alPEIIaeTcsi UMETh MPpH ceOe U UCTI0B30BaTh CPEJICTBA ONIEPATHBHON U
MOOUITLHOM CBS3H.

['ocymapcTBeHHBIN 3K3aMeH IPOBOJAMUTCS B J[Ba dTarla:

— Ha IepBOM 3Talle IpoBepsieTcs cHOPMHUPOBAHHOCTH OOIICKYIbTYPHBIX KOMIICTCHITHA;
— Ha BTOPOM 3Tarie nposepsiercs chopMUPOBAHHOCTH 00LIenpodecCHOHATbHBIX U TIpodec-

CHUOHAJILHBIX KOMIICTCHIINN B COOTBETCTBUU C YICOHBIM IIJIAHOM.

Iloozomoexa k coaue u coaua nepeozo smana 20Cyo0apcmeeHHo20 IK3amena

[TepBBIii 3TAll TOCYIAPCTBEHHOTO 3K3aMEHA MPOBOJUTCSA B (pOopMEe KOMITBIOTEPHOTO Te-
cTupoBaHus. TecT CoIepKUT BOMPOCH U 3aJaHMsI 110 MPOBEPKE OOMIEKYIbTYPHBIX KOMIIETCH-
[IUH COOTBETCTBYIOIIETO HAIPABJICHUS MOATOTOBKU/ CHEIMAIBLHOCTH. B 3aaHUSX HCIONB3Y-
I0TCS CJICYIOIINE TUIIBI BOIIPOCOB:



— BBIOOp OJTHOTO MPABUIBLHOTO OTBETA U3 33JJAHHOTO CIIHCKA;
— BOCCTAHOBJIEHHE COOTBETCTBUS.

Jlis MOATOTOBKM K 9K3aMeHy Ha 00pa3oBaTelIbHOM MOpTajie 3a TPH HEJENH 10 Havaja
ucnbplTaHuil B OJoke «Bamm Kypchl» CTaHOBUTCS JIOCTYIHBIM JJIEKTPOHHBIA Kypc «Jlemo-
Bepcus. ['ocynapcTBeHHBIHM 3k3aMeH (TecTupoBaHue)y. JJocTyn K 1eMO-BEpCHH OCYIECTBIISIECT-
Csl 110 JIOTUHY U MapOoJji0, KOTOPbIE UCHOIB3YIOTCS 00YJYarolUMHUCA JJIsi OpraHu3aliy 10CTyna
K HH(OPMALIMOHHBIM PeCcypcaM U CepBUCaM YHUBEPCUTETA.

[lepBbIil 3Tanm rocyJ1apCTBEHHOTO SK3aMEHa MPOBOJUTCSA B KOMIIBIOTEPHOM KJlacce B CO-
OTBCTCTBHU C YTBCPKACHHBIM PACIIMCAHUCM T'OCYAAPCTBCHHBIX aTTCCTALIMOHHBIX HUCIIBITAaHUH.

biiok 3aganuii mepBOro 3Tana rocyIapcTBEHHOrO 3K3aMeHa BKJIOYaeT 13 TeCTOBBIX BO-
npocoB. [Ipo1omKUTeNbHOCT SK3aMeHa cocTaBisieT 30 MUHYT.

Pe3ynbrarhl mepBoro stama rocyJapCTBEHHOTO SK3aMEHa OMPEEISIOTCS OLEHKaAMU «3a-
YTEHO» U «HE 3aYTEHO» U OOBSBIIAIOTCS cpa3y MocIe MprueMa SK3aMeHa.

Kputepuu omieHKH mepBOro 3rarna rocyJapcTBEHHOTO 9K3aMeHa:

— Ha OIICHKY «3a4TeHO0» — 00yJaroNIuiics JOKEH 1MoKa3aTh, 9TO 001a1aeT CUCTEMOM 3Ha-
HUW U BJaJIeeT OMpE/EJICHHBIMU YMEHUSMHU, KOTOpbIE 3aKJIIOYAIOTCS B CIHOCOOHOCTH K OCY-
IICCTBJICHUIO KOMIUJICKCHOTO TOMCKA, aHaJIu3a M WHTEpHpeTanuy WH(OOpPMAIUU 10 OIpeaciiCH-
HOW TeMe; YCTAaHOBJICHHUIO CBsI3€H, MHTETPAIMH, UCIIOJIb30BAHUIO MaTepHalla U3 PasHBIX pasJie-
JIOB ¥ TEM JIJIsl PEIICHUsS MOCTABICHHOW 3a1auu. Pe3ymbraT He MeHee 50% OayioB 3a 3amaHus
CBUJIETENHCTBYET O IOCTATOYHOM YPOBHE C(HOPMHUPOBAHHOCTH KOMIETECHIINI;

— Ha OLIEHKY «He 3a4TeHO0» — 00yJarouuiics He 061agaeT HeoOX0IUMOM CUCTEMOI 3HAHUN
U HE BIIaJieeT HEOOXOAMMBIMHU MPAKTUUYECKUMH YMEHUSIMHU, HE CIIOCOOCH TOHUMATh U UHTEPIIpe-
TUPOBATh OCBOEHHYIO HHpopMaiuio. Pezynbprar menee 50% 0aioB 3a 3aaHus CBUICTEIBCTBY-
€T 0 HEJIOCTATOYHOM yYpOBHE C(HOPMHUPOBAHHOCTH KOMIICTCHIIUN.

Iloozomoexa K coaue u coaua 6mopozo Imana 20cyo0apcmeeHHo20 IK3amena

Ko BTOpoMy »sTamy rocynapCTBEHHOTO 3K3aMeHa JOMYCKaeTCs OO0ydYaroluiics, MOmy-
YUBIIHHA OI[CHKY «3a4TCHO» Ha TIEPBOM JTarle.

Bropoii aTam rocy1apcTBEHHOTO SK3aMeHa IPOBOAUTCS B YCTHOU (hopMme.

['ocynmapcTBeHHBIN SKk3aMeH BkItouaeT 60 TeopeTHuecKux BOMPOCOB U 26 MPaKTHUECKUX
3ananuit. [IpogomKuTenbHOCTE DK3aMeHa cocTaBiseT: 40 MUHYT OTBOJUTCS Ha TOJATOTOBKY U
He MeHee 15 MUHYT Ha OTBET JJIsl KaXKJI0TO SK3aMEHYEMOT0

['ocymapcTBeHHBIN SK3aMeH MPOBOIUTCS MO OAHON HIIM HECKOJIBbKUM TUCIUILIMHAM 00pa-
30BaTEIbHOM MPOTPAMMBI, PE3YJIBTAThl, OCBOCHUS KOTOPBHIX MMEIOT OMpPEACIISIoNIee 3HaUYeHUE
JUTsE TIPOoPeCCUOHATBHOM JIeSATENHPHOCTH BBITYCKHUKOB.

Bo Bpemsi rocynapcTBEHHOTO HK3aMeHa CTYAEHT MOXET MOJIb30BAaThCsl TEKCTAaMU HOP-

MaTHUBHO-TIPABOBBIX JIOKYMEHTOB: Kojekchl P®D, ¢enepanbubie 3akonbl PO, [loctanoBnenus
npasurenscTBa PO, npasuna, uncrpykuuu, I'OCTEI, kiaccupuKaTOphl, NEPEUHH TUIOBBIX
ApPXUBHBIX JOKYMEHTOB, TUIIOBBbIE IEPEYHH TEM U BOIPOCOB OOpAIICHHUH Ipa’kaaH, METOIH-
YECKUMH PEKOMEHIallMIMHU 110 BOIIPOCaM JeJIO0MPOU3BOICTBA, ApXUBHOTO Jiefia U 1.T.

[Tocne ycTHOro oTBETa Ha BOIPOCHI HK3AMEHALIMOHHOIO OMJIeTa IK3aMEHYyeMOMY MOTYT
OBIThH MPEAIOKEHBI TONOJHUTENIbHbBIE BOMPOCH! B IIpeienax yueOHOro MaTepuaa, BBIHECEHHO-
r'0 Ha TOCYJJapCTBEHHBIM dK3aMeH.

Pe3ynbpTaThl BTOPOro 3Tamna rocyJapCTBEHHOTO 3K3aMEHa ONPEAEIISAIOTCS OLEHKaMU: «OT-
JUYHOY, «XOPOIIO», «yIOBIECTBOPUTEIHHOY», «HEYAOBICTBOPUTEILHO» U OOBSBIISAIOTCS B ACHb
IpUeMa SK3aMeHa.



Kputepun onieHKM BTOPOro 3Tana rocy1apcTBEHHOTO dK3aMeHa:

— Ha OIICHKY «OTJMYHO» (5 0a1oB) — 00yJaronuiicss JOHKEH MOKa3aTh BEICOKUI YPOBEHB
c(hOpMUPOBAHHOCTH KOMITETCHIINM, T.€. TTOKa3aTh CIIOCOOHOCTh 00001IaTh U OlIEHUBATh HHPOP-
MAaIIo, MOJIYYEHHYIO Ha OCHOBE HCCIIEJOBaHMsI HECTaHJAPTHOM CUTYaIlMH; UCIOJIb30BaTh CBe-
JICHUS U3 Pa3IMYHBIX MCTOYHHKOB, BHIHOCUTH OLIEHKH M KPUTUYECKUE CYXKICHUS, OCHOBAHHBIC
Ha NMPOYHBIX 3HAHUSX;

— Ha OLIEHKY «X0pouioy» (4 O6amia) — o0yJaronuiics JOKEH MOKa3aTh MPOJABUHYTHIA ypO-
BeHb C(HOPMUPOBAHHOCTH KOMIICTEHIIHH, T.€. IPOJEMOHCTPUPOBAThH ITyOOKHE MPOYHBIC 3HAHUS
U Pa3BUTHIC IPAKTUYCCKUE YMCHUS U HABBIKM, YMEHUE CPAaBHUBATh, OIICHUBATh U BHIOMPATh Me-
TOJBI PELICHHs 3aJaHui, paboTaTh IeJICHANpPaBICHHO, HCIOJb3Ysl CBA3aHHBIE MEXIY COOOU
¢dbopmbl ipecTaBiIeHUs HHPOpMaIUH;

— Ha OLEHKY «Y/0BJIETBOPHUTEIbHO» (3 Oaya) — 00yJaromuiics JOIDKEH MmoKa3aTh 0a30-
BbIil ypoBEHb CPOPMUPOBAHHOCTU KOMIIETEHLUH, T.€. IOKa3aTh 3HAHUS HAa YPOBHE BOCIIPOMU3BE-
JeHus 1 00bsicHeHus1 nH(opmaryu, npodhecCHOHATbHBIC, HHTESIUICKTYalbHbIC HABBIKU PELICHHS
CTaHJapTHBIX 3a/1a4.

—Ha OLICHKY «HeyJI0BJeTBOPUTEeIbHO» (2 6amna) — oOyyaromuiics He obnagaeT Heooxo-
JTUMOW CHCTEMOW 3HAHUH, TOMYCKAET CYIIECTBEHHBIC OMIMOKH, HE MOXET MMOKa3aTh WHTEIUICKTY-
AITbHBIC HABBIKYM PEIICHUS MTPOCTHIX 3a7ad.

— Ha OIICHKY «HEeYIOBJIETBOPUTEJAbHO» (1 Oamwn) — oOydaromuiicss He MOXKET IMOKa3aTh
3HAHMS HA YPOBHE BOCIIPOM3BEICHUS U OOBSCHCHHS MH(POPMAIMK, HE MOXKET MOKa3aTh WHTEII-
JIEKTyaJbHbIE HABBIKM PELICHUS MPOCTHIX 3a/1a4.

Pe3ynbpTarel BTOPOro 3Tama rocyIapcTBEHHOTO 3K3aMeHa OOBSIBISIFOTCS 8 0eHb €20 Npose-
OeHusl.
OO6yuaromuiics, yCIemHo CIABUINI TOCYAapCTBEHHBIM 3K3aMeH, JOMYCKAaeTCsl K BBI-

IMOJIHCHUIO M 3alllUTC BBIHYCKHOﬁ KBaHH(bHKaHHOHHOﬁ pa60Te.

2.1 Coaep:xaHue rocyiapcTBeHHOI0 IK3aMeHa
2.1.1 IIepeuenv mem, npogepsaemuix Ha NEPEOM Imane 20cy0apCcmeeHHo20 IK3IAMeHd

1. dunocodus, ee MECTO B KYJIbTYpe

2. Vlcropudeckue Tunsl puiocodun

3. IIpobnema nneansHoro. Co3HaHue Kak (hopMa IMCUXHYECKOTO OTPAKEHHS

4. OcoOGEHHOCTH Y€I0BEYECKOro ObITHS

5. O6mecTBO Kak pa3BuBaromascs cucrema. Kynbrypa u nuBuian3anus

6. Mcropus B cucteMe r'yMaHUTApHBIX HAYyK

7. usmnmmsanuu JIpeBHero mupa

8. Onoxa cpeTHeBeKOBbS

9. Hogoe Bpems XVI-XVIII BB.

10. MoaepHU3a1yst ¥ CTAaHOBJIEHHE WHAYCTPHAILHOTO OOIIECTBA BO BTOPOH IMOJIOBUHE
XVIII — nagane XX BB.

11. Poccust u mup B XX — Hauane XXI B.

12. HoBoe Bpemst 1 d1I0Xa MOJICPHUA3ALINT

13. Crpoc, npeioxeHne, pplHOYHOE paBHOBECHE, FMACTUYHOCTD

14. OcHOBBI TEOpUHU IPOU3BOACTBA: U3AECPKKU MPOU3BOCTBA, BEIpYyUKa, MPHUObLIH

15. OcHOBHBIE MAaKPOIKOHOMHYECKHE MTOKa3aTeIN

16. MakposkoHOMHYECKasi HECTAOMIbHOCTh: 0e3padoThIia, HHMISAIHS

17. Ilpeanpusitie u pupma. DKOHOMUYECKas IPUPOA U 1ieneBast PyHKIUS GUPMBI

18. KoHCTUTYIIHOHHOE TIPaBO

19. I'pasxxgaHckoe mpaBo



20. TpynoBoe mpaBo

21. CemeitHoe m1paBo

22. YToI0BHOE TIPABO

23. 51 u Mo€ okpyxeHue (Ha MHOCTPAHHOM SI3BIKE)

24. 51 u most yueOa (Ha HHOCTPAHHOM SI3BIKE)

25. 51 u Mup BOKpYT MEHS (Ha HHOCTPAHHOM SI3bIKE)

26. 51 u mos Oynymas mpodeccus (Ha HHOCTPAHHOM SI3BIKE)

27. CtpaHa u3y4aemoro si3bika (Ha HHOCTPAHHOM SI3BIKE)

28. ®opMBI CYIIECTBOBAHUS S3bIKA

29. OyHKUMOHANIBHBIE CTUIIH JIUTEPATYpPHOTO sA3bIKA

30. [Ipobrema MEXKYIbTYPHOTO B3aMMO/ICHCTBHS

31. PeyeBoe B3aumMoeiicTBre

32. JlenoBass KOMMYHHKAIUS

33. OCHOBHBIE MOHATHUS KYJIbTYpPOJIOTUU

34. XpHuCTHAHCKHIA TUI KYJIBTYpPBI KaK B3aMMO/ICHCTBHE KOH(pEeCCui

35. Mcnamckuii TUI KyABTYPBI B TyXOBHO-UCTOPUYECKOM KOHTEKCTE B3aUMOCHCTBUS

36. TeopeTnko-MeToI0IOTHIECKHUE OCHOBBI KOMaH/I000pa30BaHMsI U CAMOPA3BUTHUS

37. JInyHOCTHBIE XapaKTEPUCTUKH YICHOB KOMaHIbI

38. Opraamu3amoHHO-TIPOIIECCYATLHBIC aCTIEKTHl KOMAHIHON paOOThI

39. TexHOJIOrUA CO3MaHUA KOMAaHIbI

40. Camopa3BHUTHE KaK yCIOBUE MOBBIICHUS 3P (HEKTUBHOCTH JTMYHOCTH

41. JluarHocTUKa U CaMOJUArHOCTHKA OPTaHU3Ma MPH PETYISIPHBIX 3aHATUAX PU3NIECKON
KYJIbTYpOH U CLIOPTOM

42. Texuudeckasi MOJrOTOBKA M 00yYEHHE JBUTATEIbHBIM JCHCTBUSAM

43. MeToauKy BOCTIMTaHUsT (PU3HUYECKUX KA4eCTB.

44, Bunpl criopta

45. Knaccuduxanus upe3BblYaiiHbIX cuTyaluid. Cuctema uype3BblUaiiHbIX CUTYaIUi

46. MeTo/1b! 3aIIUTHI B YCIOBUSAX YPE3BbIYAHHBIX CUTYALHH

2.1.2 [Ilepeuenv meopemuyeckux 60NPOCOG, 6LIHOCUMbBIX HA GMOPOU IMan
20Cy0apcmeenHo20 IK3amena

Jloxkymenmogeoenue

1. JloxymeHT, ero npu3Haku U GyHKIHH JOKYMEHTOB.

2. CriocoObI U cpencTBa TOKYMEHTHPOBAHUS: TPAIUIIMOHHBIE U TEXHOTPOHHBIE CITOCOOBI
JIOKyMEHTHUPOBAHHS.

3. JlokyMeHTHpOBaHHast HH(POPMALUs: ee CBOWCTBA U CHEIM(PHUUECKUE TPU3HAKH.

4. CooTHOIIIEHNE TOHATHI HHPOPMALIUS U TOKYMEHT.

5. MarepuanbHble HocuTenu HH(popMarun. VX pa3BuTHE U COBpEMEHHbIE TPEOOBaHUS K
MaTepuaIbHbIM HOCUTEISIM HH(POPMAIUH.

6. CBoiicTBa O(DUIIMABEHBIX IOKYMEHTOB: OPUTHHAIBHOCTB, ITOTHHHOCTh, KOTUHHOCTH.

7. CTpyKTypa TOKyMeHTa. PeKBU3UT.

8. ®opmynsip IOKYMEHTa, €ro pa3BUTHE, COBPEMEHHBIC TpeOOBaHHS K (OPMYISIpY
YIPaBIEHYECKOTO JOKYMEHTA.

9. JIunrBucTHYECKHE OCOOCHHOCTH JOKYMEHTA.

10. Cucrembl JOKYMEHTALMU: HEYHU(DULIUPOBAHHbBIE U YHU(DHUIIMPOBAHHBIE CUCTEMBI J10-
KyMEHTALUH.

11. YuudunupoBanHas cuCTeMa OpraHM3alMOHHO-PACHOPSAIUTENILHON JOKYMEHTAlluu
(YCOPL)



12. TpeGoBaHus K COCTaBIEHUIO U OOPMIICHUIO OCHOBHBIX BHJIOB YIIPABJICHUECKUX 10-
KYMEHTOB.

13. CoBepItieHCTBOBaHUE TOKYMEHTAIIMOHHBIX TPOIIECCOB.

14. HayuHo-ucTopuuecKkas U IpakTHUecKas LEHHOCTh JJOKYMEHTA.

15. IIpocThie U CIOKHBIE KOMIUIEKCHI JOKYMEHTOB.

16. HopmaTuBHO-TIpaBOBOE pEryIupOBaHUE MPOLECCOB TOKYMEHTHPOBAHUS yIIpaBiIeHY e-
CKOH J1eTeIbHOCTH.

17. IlonsiTHE IEPBUYHON YUYETHON JOKYMEHTAIIMH.

18. Kagponas cuctema qoxkymeHTanuu. O011ast XxapakTeprucTrKa.

Apxueosedenue

1. Apxussl u apxuBHoe z1e10 B Poccuu B IX—XVIII BB. ApxusHoe neno B Poccuu B
XIX B. — Havazne XX B.

2. PasButne Teopun u npaktuku apxusHoro gena B CCCP.

3. [TpaBoBast ocHOBa opraHu3aluu apxuBHoro jaena Poccuiickoit @enepanuu.

4. CoBpemenHsblii cocraB ApxuBHoro ¢ponjga P® u ero knaccupukarus.

S. CoBpeMeHHas cuCTeMa T'OCYAAPCTBEHHBIX, MYHUIUNAIbHBIX M BEIOMCTBEHHBIX
apxuBoOB B POD.

6. Cucrema y4eTHBIX JOKYMEHTOB apXWBa, UX IeJeBoe Ha3HadeHue. [lopsamok mpo-
BE/ICHUS paOOTHI IO yYETy €MHHII XPAaHEHUS M TOKYMEHTOB B apXHBE.

7. OcoOeHHOCTH yueTa 3JEeKTPOHHBIX JOKYMEHTOB B apXUBaX OpraHHU3alliH.

8. VYcerpoiicTBO U 000pyA0BaHNE TOCYJaPCTBEHHBIX aPXHUBOB.

9. Opranu3anys NpoOBEpKU HAJIMYUS U COCTOSHUS apXUBHBIX JIEII.

10.  Cucrtema Hay4HO-CIIPaBOYHOTI'O ammapara K AoKyMeHTaM ApxuBHOTo ¢onaa PO.
ApxuBHas onuch — 0a30BbIN CIIPABOYHUK FOCYJAPCTBEHHOTO apXHBa.

11.  Ilenu u GopMbl UCTIOIB30BAHUS TOKYyMEHTOB ApxuBHOro Gonaa PO.

12.  TloaroroBka BBICTABOK M IyOJIMKalMi apXMBHBIX JOKyMeHTOB. Mcmonb3oBaHue
AAT npu Takux BuAax pador.

13.  OpraHmzanus ynpasieHus apxuBoMm. Crenuduka apXWBHOTO MEHEIKMEHTA.
Bo3M0OXHOCTH apXHBHOTO ayTCOPCHHTA.

14.  Cpenuduka BeeHHs apXUBOB 10 JIUYHOMY COCTAaBY.

15.  Hcropus u OCHOBHBIE 3Tallbl MEXaHU3ALMU, aBTOMAaTU3AMY U MHPOPMATU3ALNH
apxuBHoro jena B Poccuu.

16.  HopmaruBHas 6a3a, 0ObEKTHI U 1€ aBTOMAaTH3alluK U UH(OpMATU3aLlUN apXUB-

Horo zaena B Poccun.

17.  Opranuzamnus paboThl 10 BHEAPEHUIO aBTOMATU3MPOBAHHBIX MH(DOPMAIIMOHHBIX
TEXHOJIOTHI B TOCYAapCTBEHHOM apXHBE.

18.  IlporpamMmHBIe pa3pabOTKH POCCHICKHX KOMIIAHWW 10 NMPHUMEHEHHWIO aBTOMAaTH-
3UpPOBAHHBIX TEXHOJOTUI B ApXUBHOM JIEJIE.

Opzanusayus u mexnono2us 0OKyMeHmayuoOHHO20 00ecneueHus ynpaeienus

1. CraHoBieHue U pa3BUTHE ETONPOU3BOJICTBA B PA3INYHbIE HCTOPUUECKUE MTEPUO/IBI.

2. IToHsATHS «IOKYMEHTAI[MOHHOE OOECIeYeHHE YIPABICHUSI» U <«IEJIIONPOU3BOJICTBOY
JlenonpousBoACTBO Kak cuUcTeMa paboTel ¢ JoKyMeHTamMHu. DakTopsl, BIMAIONME Ha
OpraHM3alMi0 W TEXHOJIOTHIO JOKYMEHTAllMOHHOro obOecrneueHus ympasienus (JOY) B
YUPEKACHUAX Pa3IMUHBIX YpOBHEH ympasieHus. OpraHu3anoHHble (JOpMBbI JETONPOU3BOJCTBA
U UX 3aBUCUMOCTb OT CHELU(DUKH U OPraHU3allMOHHON CTPYKTYPBI YUPEXKICHUS.



3. HopmaTuBHO-MeTOIMYECKAsT perylaMeHTanusl JaejaonpousBoacTsa. CocTaB COBpPEMEH-
HBIX JIEUCTBYIOIIUX TOCYIapCTBEHHBIX HOPMATUBHO-METOANYECKUX JTOKYMEHTOB.

4. Opraamzanus cimyx0b1 IOY. OcHoBHas 3a7aya U (PYHKIUHU JETONPOU3BOACTBEHHOM
ciyxObl. TunoBeie CTpyKTYphl cinyx0b1 JIOY B opraHmzanusix pa3iuyHbIX YpPOBHEH yrpaBie-
Hus. Permamenranus QyHKIMN MoApase’eHuid O TOKYMEHTAIMOHHOMY OOCTyuBaHuto. TH-
MOBbIC U MHAMBHUAYaIbHBIC TIOJIOKEHUS 0 ciyx0e JIOY. TunoBoit ¢hopmyssip MOJIOKEHUS, CO-
cTaB UH(POPMAIUH, TOPIIOK pa3padOTKU U YTBEPKACHHUS.

5. JI0JDKHOCTHOM M YHMCIICHHBIN cocTaB paboTHUKOB ciryx0bl JIOY. OyHKIIMM pabOTHHU-
koB ciyk0b1 JIOY. JIomKHOCTHBIE MHCTPYKIIMK KaK OCHOBHOW HOPMATHBHBIM JIOKYMEHT, OIpe-
JEISIOUINA  OpraHU3alMOHHO-TIPAaBOBOE TOJIOKEHUE paboTHMKA. TUMOBOH (opMyssip HOJIK-
HOCTHOUM MHCTPYKIIMH, COCTaB MH(DOPMAIINH, TIOPSAOK Pa3paboTKU U YTBEPKICHUS.

6. HCTpYKIUS 110 AETIONPOU3BOACTBY — OCHOBHOM HOPMAaTHBHBIM aKT O pPeryiaMeHTAIluN
OpraHu3aIMil U TEXHOJOTHUU JCIIONPOU3BOACTBA. TUIOBBIE M WHIWBHUAYAIbHBIE WHCTPYKIIUH.
[Topsimox pa3paboTku, cocTaB HH(GOPMALIUU, PABUJIA YTBEPXKICHUS U BHEAPEHUS.

7. JokymeHnToo6opot. OmpeneneHue, XapaKTepUCTHKAa OCHOBHBIX JIOKYMEHTOIOTOKOB.
[IpaBuiia opranuzanuu TOKyMEHTO000poTa. OCHOBHBIE HANPABICHUSI COBEPIICHCTBOBAHMS JO-
KyMEHTO000pOTA.

8. 3amaum perucrpanuu JOKYMEHTOB, e opranu3anus. CpaBHUTEIBHBIC XapaKTEPUCTUKU
dopm peructparmu 1okymMeHTOB. CocTaB nHpopManyu. B3auMocBs3b MPOIECCOB PErucTpaluu
Y KOHTPOJISL UCTIOTHEHUS JOKYMEHTOB.

9. Opranu3anus U TEXHOJIOTHS KOHTPOJISI HCIIOJIHEHUS JOKYMEHTOB

10. Opranuzanus crpaBOYHO-UH(POPMALIMOHHON PabOTHl YUPEIKICHHIA

11. Homenknartypa zien, ee 3HaueHHEe U IPUMEHEHHE B JIETIONPOU3BOICTBE. BUbl HOMEH-
KJIaTyp Jied, OCOOEHHOCTH UX MOCTPOCHUS U TPUMEHEHUSI.

12. ®opmupoBaHHe el Kak TEXHOJIOTHYECKas omeparusi Jelonpou3BojicTsa. [IpaBumia
dbopMupOBaHUS B JieN1a JOKYMEHTOB OTAEIbHBIX KaTerOpHii.

13. DkcnepTr3a MEHHOCTH JIOKYMEHTOB B Jiejonpon3BojacTBe. Llenn, 3amaum u mopsaok
MIPOBEICHUS IKCIEPTU3BI IIEHHOCTH JOKYMEHTOB. JKCIEPTHBIE KOMUCCHUH YUPEXKICHHUH, UX 3a-
Jla4ud ¥ TOPSAJIOK pabOThI.

14. Ilepeunn JOKYMEHTOB CO CpokamM xpaHeHus. [loHsTHe “TiepedyeHb NOKYMEHTOB
Ha3nauenne u ucnonb3oBaHue nepeuHeid. TUMOBbIE U BEJOMCTBEHHbIE NepeuyHu. Mcnonb3oBa-
HUE TIepEeYHEe /IS COCTAaBIICHUS KIACCH(PUKATOPOB M HOMEHKJIATYD JEll.

15. [loaroToBka nen y4upexaeHus K AalbHEHIIeMy MCIOIb30BaHuI0. OnucaHue Jiei mo-
CTOSTHHOTO ¥ BPEMEHHOTO XpaHeHus. Buabl onucel, co3gaBaeMbIX MpU Nepeaaye el B apXUuB.

16. OcobeHHOCTH pabOTHI ¢ OOpAIICHUSIMH TPaKIaH.

17. Opranuzarus KaJJpoBOTO JETOMPONU3BOICTBA

18 . OcobeHHOCTH OpraHW3aIMH KOH(DHICHITHAITBHOTO JISTIONPOU3BOJICTBA

Hugpopmayuonnsie mexnonozuu ¢ /10Y u apxuenom oene

Ponb undopmarnmu B ynpapnenuu. Madopmarmonnslii npouecc. CBoHCTBa HHPOPMAITUH.
Knaccudukanus ynpasienueckoit napopmaruu. [ToTokn nHpopmamnmu u ux CTpykTypa.

Ponp yHUpHUIMPOBAHHBIX CHUCTEM TOKYMEHTAIlMM B WH(MOPMAIMOHHOM OO0ECTIeUeHUU
yrnpasneHus. Llenu u 3agaun yHuUKAUU JOKYMEHTOB yrpaBieHus. HopmaTuBHas 6a3a yHU-
¢dbukau 10KyMeHTOB. HanpaBieHus, MPUHITUITBI B METO/IbI YHU(DHUKAIIUNA JOKYMEHTOB.

Mertoap! knaccudukanuu u kogupoBanus TOCU, ux npeuMyIiecTBa 1 HETOCTATKH.
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Ponp kmaccmpukaToOpoB TEXHMKO-3KOHOMHYECKOW W COIMAIBHOW WH(MOpPMAIUu B WH-
dopmarmornrom obecnieuenuu ynpasinenus (TOCH). Ctpykrypa kiaccupukaropa, uxX KaTero-
pHH, CTaTyC U OCOOCHHOCTH.

[TonsiTHE TOCTOBEPHOCTH M 3amUThI HH(MopMaluu B 1OV .

ABTOMaTH3MpOBaHHOE pabouee MecTo crenuaicTa B cgepe JOVY.

Nudopmannonnas cucrema: onpejaencHue, kiaccupukaius, CTpyKTypa.
WNndopmanus: BUbI, CBOICTBa, H3MepeHUe, 00paboTKa, XpaHEHHE, Iiepeiaya.
Kommbrotepasie HHGOPMAIIMOHHBIE TEXHOJIOTUH MOATOTOBKH IOKYMEHTOB.
JlokanbHbIE CETU: pa3BUTUE, IPUMEHEHUE, TOIIOJIOTHH.

OmnepanroHHas CUCTEMA: OIpeesieHue, KiaaccupuKaiys, Ha3HaueHue.

Onenka 3¢ (peKTUBHOCTH UCIOIB30BAHUS CUCTEMBI JIEKTPOHHOTO JIOKYyMEHTO000pOTA.
[TporpamMMHBI€ CpeICTBA, UCTIONb3YEMbIE B O(UCHOM EATEILHOCTH.

© Nk wdPE

CHcTeMBbI AJIEKTPOHHOTO JIOKYMEHTOOOOPOTA: BHJIBI, CBOMCTBA, pellacMbIe 3a1add, BbI-
0Op U BHEIPCHHE.
2.1.3 Ilepeuenvy npakmuueckux 3a0aHuil, GbIHOCUMBIX HA GMOPOU IMan
20Cy0apcmeenH0z0 IK3AMeHa

Jlokymenmosedenue
1. ®opmynsipHBINA aHATU3 YUPEIUTEILHOTO JOKYMEHTA U €T0 peJaKTUPOBAHUE.
2. ®opMysSpHBIN aHAJIW3 CHPABKU U €€ PeIaKTUPOBAHHUE.
3.QopMynsSpHBIN aHAIN3 CIYKEOHOHU 3alMCKU U €€ PEIaKTHPOBAHUE.
4.DopMyIISIpHBIN aHAIN3 APXUBHOM CIIPABKHU U €€ peJaKTHPOBAHHUE.
5.DopMyISApHBINA aHAIN3 MTOJI0KEHHS 10 OCHOBHOM JIEATEIILHOCTH U €70 PEIaKTUPOBAHHUE.
6. @opMyISIpHBINA aHATTU3 ApXUBHOM OMKUCH U €€ PETaKTUPOBAHUE.
7. ®OpMyNSpHBIN aHAU3 aKTa U €r0 PEAAKTUPOBAHUE.
8. @opMyJSpHBIA aHAJIU3 PACHOPAIUTEILHOTO JOKYMEHTa MO OCHOBHOW JIEATENbHOCTH,
CO3JJaHHOTO Ha IPUHIIMIAX €AMHOHAYAINSA, U €r0 PEAAKTUPOBAHUE
9. ®opmynsapHBIN aHATU3 00BACHUTEIBHON 3aITUCKHU.
10.@opMysIspHBII aHaIU3 PACHOPAIUTENIBHOTO JOKYMEHTa, CO3aHHOTO Ha IPHUHLHUIAX
KOJUIETHAJILHOCTH U €T0 PEJaKTUPOBAHHUE.
11. ®opmynsipHBIN aHATU3 CIYXKEOHOTO MUChMA U €T0 PeJTaKTUPOBaHHUE.
12. ®opmynsipHBIi aHaIU3 IPOTOKOJIA U €r0 PelaKTUPOBAHHUE.
13. Ananu3s Kiaccu(puKaIMOHHBIX MPU3HAKOB HOMEHKJIATYPHI JIeJT OpraHu3aIiu.
14. Ananu3 kiaccupuKalrOHHBIX TPU3HAKOB KOMAaHANUPOBOYHOTO YAOCTOBEPEHUS
Opzanu3zayus u mexnono2us 00KyMeHmauyuoHHOo20 00ecneyenus ynpaeienus
1.CocraBuTh oOneporpaMmy MucbMa MOCTYIUBIIETO B OPraHU3aLUI0, BKIIOUUB UCIIOJIHUTE-
JIeW ¥ TEXHOJIOTUYECKUE ONIEPALIUH.
2.BbInosIHNTE aHAIM3 HOMEHKJIATYPHI JI€1 Ha COOTBETCTBUE:!
— TpeboBaHUAM (HOpMYIISIpa;
— NIOpsAJIKa CIIEIOBAaHUs Pa3JIEIoB;
— NIOpsAJIKA PACIIONOKEHUs e B IIOIPA3ICICHUY;
— (OpMYIUPOBOK €] HOPMAaTUBHBIM TPEOOBaHUSAM;
— CPOKOB XpaHEHUs Jel.
Onpenenure BUA HOMEHKIIATYpBl A€ U YKa)KUTE OCHOBHBIE HOPMAaTHBHBIE JTOKYMEHTHI
perlaMEeHTUPYIOLME HOMEHKIIATYPy B COJIEPKAHUU U PEKBU3UTAX.
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3.CocTaBuUTh OleporpaMmy npukKa3a o OCHOBHOM J€ATEIbHOCTH, BKIIOYUB UCITOTHUTEIEH
Y TEXHOJIOTUYECKHE Olepaluu.
4.BBINOJIHUTE aHATIU3 UHCTPYKIIUHU T10 ACIIONPOU3BOICTBY Ha COOTBETCTBHUE:
— TpeboBaHusIM (hopMyIIsIpa;
— MOpsAKA CIEA0BAaHUS Pa3/eiioB;
— MOpPSAKA PAaCHOJIOKEHUs A€l B OApa3AelICHUY;
— (OpMYIUPOBOK €] HOPMATUBHBIM TPEOOBAHUSAM;
— CPOKOB XpaHEeHHUS JIe.
Omnpenenure BUA MHCTPYKIMHU MO JIEIONPOU3BOJCTBY U YKAXKUTE OCHOBHbIE HOPMATHB-
HbIE JOKYMEHTBI PErIaMEHTHPYIOLIUE UHCTPYKIUU MO JIETONPOU3BOJICTBY B COJICPKAHUU U PEK-
BU3UTaX.

Apxueosedenue

1.CxeMaTu4HO M300pa3uTh pa3MelieHue 000pyI0BaHus B TOMELICHIUH apXUBOXPaHHUIUIIA
wiomaapio 40 KB.M., ¢ BICOTOIM moTonka 2M 70 cM, ¢ HanuyueM 3 OKOH C y4eToM TpeOoBaHUi
0€30MacHOCTH U TEMIEPaTypHO-BIAXXHOCTHBIX OCOOCHHOCTEH XpaHEeHHs JOKYMEHTOB Ha Oy-
MaXKHOM HOCHTEJIE.

2.CxemMaTU4HO M300pa3uTh pa3MelleHne 000pyI0BaHMS B TOMEIICHUH apXHUBOXPaHIIIMILA
wiomaapio 20 KB.M., ¢ BBICOTOM noToska 2M 50 cM, ¢ HaluyueM 2 OKOH C y4eToM TpeOoBaHUI
0€30MaCHOCTH W TEeMIEPaTypPHO-BIAKHOCTHBIX OCOOEHHOCTEH XpaHEHHs JOKYMEHTOB Ha Oy-
Ma)XKHOM HOCHTEJIE.

3. ITonw3ysck [lepeyneM TUMOBBIX YNpPaBIEHYECKUX JOKYMEHTOB, 00pa3yIOUIUXCS B Aes-
TEJIbHOCTU OpTraHU3alMii, C yKa3aHHeM CpOKOB XpaHeHus (yTB. PocapxuBom 6 okTs6ps 2010 r.):

— YCTaHOBHUTE CPOKM XPaHEHHsI CIEIYIOIIUX JOKYMEHTOB: 1) aHaTUTHYECKHE CIPAaBKU O
paccMOTpEeHHH OOpallleHui Tpak[aaH; 2) CIpPaBKU O CHATHUU JOKYMEHTOB C KOHTPOJISL M O MpPO-
JUICHUU CPOKOB MX HCIIOJIHEHHS; 3) CIpaBKH, O MEepPeBOie paOOTHUKOB Ha COKpAIICHHBINH pado-
YU JeHb WIK padOuyI0 HEEIIO;

— YKaXWTe pas3zesl, MoJpa3Aen U CTaThbi0 MEpPeUHsl, B KOTOPOH periiaMeHTUPOBAaHO XpaHe-
HUE KaXJI0T0 JIOKYMEHTA;

— ompenenure, K Kakoi (QyHKIIMOHATBLHOM CHCTeMEe TOKYMEHTOB OTHOCHUTBHCS KaXKIbIM U3
JIOKYMEHTOB;

— 00bsAcHUTE YeM 00yCJIOBIEHA Pa3HULIA B CPOKAX XPAHEHMUS.

4. Tlonp3ysich IlepeunemM THUIOBBIX YMPaBICHYECKUX JOKYMEHTOB, 00Opa3yroIuxcs B Jies-
TETHLHOCTH OpPTaHU3allii, C yKa3aHHeM CpOoKOB xpaHeHus (yTB. PocapxuBom 6 oxtsaops 2010 r.):

— YCTaHOBHUTE CPOKH XPaHEHMsI CIEAYIOUIMX JOKYMEHTOB: 1) MpOEKTOB MpPUKa30B, pacro-
PSKEHMI; TOKYMEHTHI K HUM; 2) IPOEKTOB JOKYMEHTOB (HOMEHKJIATyp, epedyHei, kiaccuduka-
TOpPOB €Nl U JOKYMEHTOB) 00 OpraHu3aluu JOKYMEHTOB B JIEJIONIPOM3BOJICTBE OpraHU3alluH, O
COCTaBE U CPOKAX MX XPaHEHHUs; 3) MPOEKTOB MEPCHEKTUBHBIX IJIAHOB, TPOTrpamMM, JOKYMEHTHI K
HUM;

— YKa)XXHTE pa3zell, MOApa3Aea U CTAThIO MEPEYHs, B KOTOPOM PErIaMEHTUPOBAHO XpaHe-
HUE KaXJI0T0 JT0KYMEHTA;

— OmpeAenuTe, K Kakoh (PyHKITMOHAIBHONW CHCTEME JOKYMEHTOB OTHOCHUTHCS KaXKIbIH W3
JIOKYMEHTOB;

— 00BSCHHUTE YeM 00YCIIOBJICHA Pa3HHIIA B CPOKAX XPAHCHHS

5.ITonw3ysick IlepeyHemM THMOBBIX YMPaBIEHYECKUX IOKYMEHTOB, 0Opa3yrOIIUXCS B Jes-
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TETHLHOCTH OpPTaHU3allii, C yKa3aHHeM CPOKOB xpaHeHus (yTB. PocapxuBom 6 oktsaops 2010 r.):

— YCTaHOBUTE CPOKH XPAHEHUs CIEAYIOUIMX JOKYMEHTOB: 1) MPOTOKOJIOB OOmMX coOpa-
HUWA aKIMOHEPOB, MAMIIUKOB; 2) MPOTOKOJOB 3aceJaHUM, MOCTAHOBJICHHUS aTTECTAIMOHHBIX,
KBAJTM(UKAIMOHHBIX, TapU(PUKAIIMOHHBIX KOMHUCCHIA; 3) MPOTOKOJOB aTTECTAIMH 1O TEXHUKE
0€30I1aCHOCTH;

— YKaXHTe paszien, HoApa3/ieN U CTaThl0 NEepedHs, B KOTOPOil periaMeHTUPOBaHO XpaHe-
HUE KaKI0ro TI0KyMEHTa;

— olpenienuTe, K Kakoi (PyHKIIMOHAJIBHON CHUCTEME JOKYMEHTOB OTHOCHTHCS KaXKAbIH U3
JIOKYMEHTOB;

— 00BsACHUTE, YeM 00YCIIOBJICHA PAa3HUIA B CPOKAX XPAHCHHS.

6.CxemMaTn4HO M300pa3HUTh pa3MenIeHHe 000pyI0BaHHS B IOMEIIEHUHN apXMBOXPaHUIIUINA
wiomanpo 15 kB.M., ¢ BbicoTOM notosaka 2M 30 cM, ¢ HanuuueM | OKHa ¢ yueToMm TpeOOoBaHUI
0€30IaCHOCTH W TEMIIEPaTypPHO-BIAKHOCTHBIX OCOOEHHOCTEH XpaHEHHs JOKYMEHTOB Ha Oy-
Ma)KHOM HOCHUTEJIE.

7.Ilonw3ysck IlepeuneM THUMOBBIX YIPABICHUECKUX IOKYMEHTOB, OOpa3yrOIIMUXCS B Aes-
TEIbHOCTU OPTaHU3AllNi, C YKa3aHHeM CPOKOB xpaHeHus (yTB. PocapxuBom 6 okts0ps 2010 r.):

— YCTaHOBUTE CPOKH XPaHEHHs CIEAYIOIUX JTOKYMEHTOB: 1) JOKIIaHbIE 3alIUCKU O COCTO-
STHUU pabOTHI 1O PACCMOTPEHUIO OOpaIIeHUI TpakaaH; 2) TOKJIaJHbIE 3alUCKU O CHATHH JOKY-
MEHTOB C KOHTPOJISl U O NMPOJJICHUH CPOKOB MX UCIOJHEHUS; 3) TOKJIaHbIE 3allMCKU O COKpalle-
HUM pabouero Hs B CBSI3M C TSDKEIBIMH, BPETHBIMHU, ONIACHBIMH YCIIOBUSIMU TPY/Ia;

— YKaXWTe pa3zell, MOJpa3ies U CTaThlO MEpPEeUHs, B KOTOPOH periiaMeHTUPOBAaHO XpaHe-
HUE KaKJ0ro JIOKyMEHTa;

— ompenenuTe, K Kakoi (PyHKIIMOHAJIBHONW CHUCTEME JOKYMEHTOB OTHOCHUTBHCS KaXJbli M3
JIOKYMEHTOB;

— 00bsACHUTE, 4YeM 00YyCIIOBJIECHA Pa3HULA B CPOKAX XPAHEHHUS.

8. [Ipoananu3upoBath 0()OpMIIEHUE APXUBHOM CIPABKU U BBIIOJIHUTD €€ pelaKTUPOBAHHE.

9. [Ipoananu3upoBaTh 0hOpMIICHUE APXUBHON OMUCH JEJI TOCTOSIHHOTO XpaHEHUSI.

10. IIpoananu3upoBaTh M0JI0KEHUE 00 FIKCIIEPTHON KOMUCCUH MTPEANIPUSATHSI.

11. TIpoananu3upoBath OQOpMIIEHHE MACIOPTa apXWBa U BBIINOJHUTH €r0 PEIAKTHPOBA-
HUE.

12. IIpoananu3upoBaTh 0POpPMIICHHE aKTa O BBIJICJIEHUN K YHUUTOXKEHUIO JIe]1, He Mojie-
JKAIIUX XPAaHEHUIO U BBIIIOJHUTB €70 PEAAKTUPOBAHUE.

13. BbINOMHUTH COAEpKaTENbHBIA U (HOPMYJISAPHBIM aHAIU3 JOKHOCTHONW WHCTPYKLHU
apXHUBHCTA.

14. OpopMuUTh 00JI0KKY JTUUHOTO JIeTIa COTPYAHHKA.

2.1.4 Yueono-memoouueckoe obecneuenue

a) OcHoBHas1 IMTEpaTYpAa:

1. Anppeesa, C. JI. Ynpasnenue uapopmanroHHeIMU pecypcamu B Poccuiickoit dene-
paruu u 3a pyoexom : yueoHoe nmocooue / C. JI. AuapeeBa, H. ®@. I'annen ; MI'TY. - Marauro-
ropck : MI'TY, 2017. - 1 anekrpon. ont auck (CD-ROM). - 3arn. ¢ Turyn. skpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3235.pdf&show=dcatalogues/1/1136
954/3235.pdf&view=true (marta ooparienus: 24.08.2020). - MakpooObeKT. - TEKCT : 3JeKTPOH-
HBIA. - CBegeHus ocTynHbl Takke Ha CD-ROM.
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https://magtu.informsystema.ru/uploader/fileUpload?name=3235.pdf&show=dcatalogues/1/1136954/3235.pdf&view=true

2. AnppeeBa, C. JI. Opranuzamusi pabOThl ¢ O0OpalleHUSAMH TpakaaH : y4eOHO-
metoaudeckoe mocodue / C. JI. Aunpeesa ; MI'TY. - Marautoropck : MI'TY, 2016. - 1 anek-
tpon. onr. jguck (CD-ROM). - 3Barm. ¢ Turyn. 9kpana. -  URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2950.pdf&show=dcatalogues/1/1134
762/2950.pdf&view=true (mata obpamienus: 24.08.2020). - MakpooObekT. - TekcT : 3JIeKTPOH-
HBIH. - CBegeHus goctynHbl Takke Ha CD-ROM

3. benoycosa, U. /[. UHbOpMalIMOHHBI MEHEI)KMEHT B KOHTEKCTE YIpaBJieHUs HHDOP-
MalMOHHBIMU cHcTeMaMH : yuyeOHoe mocobue / U. JI. benoycosa ; MI'TY. - Marauroropck :
MI'TY, 2016. - 1 saekrpon. ont. auck (CD-ROM). - 3ari. ¢ turyn skpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2450.pdf&show=dcatalogues/1/1130
171/2450.pdf&view=true (mara oopamenus: 27.08.2020). - MakpooObekT. - TEKCT : 3JEKTPOH-
HbIH. - CBenenus goctymnHsl Takke Ha CD-ROM

4. JlokyMeHTalnoHHOE obecrieyenue ynpasienus : yueonuk / A. C. I'punbepr u ap. - M. :
IOHUTU-TAHA, 2011. - 1 snektpon. onT. auck (CD-ROM). - 3ari. ¢ tuty:. skpana. - (Yueo-
Hast auTepaTtypa JUTS BBICIII. u cpen. pod. obpas.). - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalogues/1/10794
40/427 pdf&view=true (mara obpamenus: 25.08.2020). - MakpooObeKT. - TeKCT : 3IEKTPOH-
HBIH. - CBenenus goctynHsl Takke Ha CD-ROM

5. Kupcanosa, M. B. CoBpeMEeHHOE AEIONpPON3BOACTBO: YueOHoe mocodbue / M.B. Kupca-

HoBa; Poccuiickas Axanemus roc. ciyxObl ipu [Ipesunente PO (PAI'C). - 4-e uza. - Mocksa :
HUIL] UHOPA-M,2014 - 312c. (Boiciiee o6pa3oBanue: bakanasp.). ISBN 978-5-16-004491-0. -
Texkcr : anextponnsbiit. - URL: https://znanium.com/catalog/product/395921 (mara oOparueHus:
26.08.2020). — Pesxum 1OCTyMA: IO MOAIUCKE.

6. Koowcywrosa H. B. Ctpykrypa nokymeHTa. CUCTEMBl TOKyMEHTAllMU. YHUPHUIIMPOBAH-
Has cHCTeMa OpraHU3alMOHHO-PACIIOPAIUTENbHON JOKYMEHTAlMM: o0Iue TpeOoBaHHUs K CO-
CTaBJIEHUIO U 0OpMIICHUIO [DIEKTPOHHBINA pecypce] : yuebHoe mocodue / H. B. Koxymikosa ;
MI'TY. - Marautoropck : MI'TY, 2016. - 1 anektpon. onrt. auck (CD-ROM). - Pexum nocryma:
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129
973/2334. pdf&view=true. — MakpooObek

7. Maxkaposa, A. K. Apxusoseaenue / Makaposa A. K.; MI'TY. - Maruuroropck : [U3na-
tensctBo  MITY], 2015, - 146 c. - bubmmorp.: c. 142-146. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3435.pdf&show=dcatalogues/1/1209
678/3435.pdf&view=true (mara obpamenwus: 24.08.2020). - MakpooOBeKT. - TEKCT : 3MeKTpOH-
HeIid. - ISBN 978-5-9967-0676-1. - Fimeercs me4aTHBIN aHATIOT.

8. Mynvmumeouiinoe cnpasouno-memoouueckoe nocobue «OCHOBBI apXUBHOM N1EATENBHO-
cti» / HcTOpHKO-apXUBHBIM HHCTUTYTOM POCCHIICKOTO TOCYZapCTBEHHOTO T'yMaHHTAapHOTO
yauBepcureta 2014 //Pocapxus. URL: http://archives.ru/documents/methodics.shtml

9. Ilonos, A. B. ApxuBoBenenue. 3apyOexHasi poccHKa . YIeOHUK i OakajaBpuara u Ma-
ructparypsl / A. B. ITormoB. — Mocksa : U3natensctBo FOpaiit, 2019. — 168 ¢. — (Bakanasp u
maructp. Moayis). — ISBN 978-5-534-06009-6. — Texkcr : anektponnsiii // DBC HOpaiir
[caiiT]. — URL.: https://www.biblio-online.ru/bcode/441487

10. Pacxun, /[. M. ApxuBoBeneHue : y9eOHHK Uil akamemuueckoro OakamaBpuata / [1. U.

Packun, A. P. CokonoB. — Mocksa : M3narensctBo FOpaiit, 2019. — 383 c¢. — (baxanasp.
Axanemuuecknii kype). — ISBN 978-5-534-00870-8. — Tekcr : snextponnsiii // IBC HOpaiit
[caiir]. — URL:https://www.biblio-online.ru/bcode/432131(nara ob6pamienus: 21.08.2020).

https://www.biblio-online.ru/viewer/arhivovedenie-432131#page/1
11. PomanoB E. II. DnexTpoHHO-BHIYUCIHUTENbHAS TEXHUKA W MPOTpaMMUpOBaHUE [DJek-

TpOHHBIH pecypc] : yueOHo-MeToanyeckoe nocodue / E. I1. Pomanos ; MI'TY. - MarHuTOrOpek :
MI'TY, 2017. - 1 osnekrpon. onr. guck (CD-ROM). - Pexum jgocryna:
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https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalogues/1/1079440/427.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalogues/1/1079440/427.pdf&view=true
https://znanium.com/catalog/product/395921
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129973/2334.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129973/2334.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3435.pdf&show=dcatalogues/1/1209678/3435.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3435.pdf&show=dcatalogues/1/1209678/3435.pdf&view=true
http://archives.ru/documents/methodics.shtml
https://www.biblio-online.ru/bcode/441487
https://www.biblio-online.ru/viewer/arhivovedenie-432131#page/1

https://magtu.informsystema.ru/uploader/fileUpload?name=3068.pdf&show=dcatalogues/1/1135
237/3068.pdf&view=true . - MakpooOBEKT

0) /lomoJiHUTe IbHAA JIUTEpaTypa:

1.

Anoxuna, C. A. KypcoBas paboTa 1o J0KYMEHTOBEICHUIO, apXUBOBEACHUIO, OpraHU3aluu
U TEXHOJIOTUU JIOKYMEHTALIMOHHOTO O00eCHeueHHs YIpaBieHUs : yueOHO-METOANYECKOe
nocobue / C. A. Anoxuna, A. K. Makaposa, . B. CamapokoBa ; MI'TY. - Marautoropck
: MI'TVY, 2016. - 1 snexrpon. ont. auck (CD-ROM). - 3arn. ¢ Turyn. skpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/
1/1130337/2535.pdf&view=true (mara oopamenus: 28.08.2020). - MakpooObekT. - TekcT
: DJIEKTPOHHBIN. - CBeeHust n1ocTymnHbl Takke Ha CD-ROM.

baiibopooosa, JI. B. MeTofonorus 1 METOABl HAYYHOTO HUCCIIEIOBAHUS : y4eOHOE T0CO-
O6ue s OakayaBpuara U maructpatypsl / JI. B. baitboponosa, A. I1. UepHsiBckas. — 2-¢
U3, uctp. u gon. — Mocksa : U3narensctBo FOpaiit, 2019. — 221 c¢. — (bakanasp u
maructp. Akagemuueckuii kype). — ISBN 978-5-534-06257-1. — TekcT : 37eKTpOHHBIH
/I OBC IOpaiit [caiit]. — URL:https://www.biblio-online.ru/bcode/437120 (mata obpa-
meHust: 21.08.2020).

bepe, O.H. Odopmisiem nuanoe neno corpynuauka / O.H. bepr. — Mocksa : 'poccMe-
mua, 2012, — 152 c. — ISBN 978-5-4230-0097-4. — TekcT : IeKTPOHHBIH // DIEeKTPOH-
HO-OnOnmoteunas cucrema «Jlauby : [caiit]. — URL: https://e.lanbook.com/book/8955
(mata oOpamenusi: 21.08.2020). — Pexxum noctyma: Ansi aBTOpU3. TMOJIb30BaTENEH.
https://e.lanbook.com/reader/book/8955/?previewAccess=1#1

I'yeyesa, T. A. KonbuaeHuuaapHoe IONPOU3BOACTBO : yueb. mocodue / T.A. I'yryena.
— 2-¢ m311., nepepad. u gon. — Mocksa : UHOPA-M, 2017. — 199 ¢. — (Bsicmee o6pa-
3oBanue: bakamaspuar). — Www.dX.doi.org/10.12737/23514. - ISBN 978-5-16-105683-7.
- Texcr : amextponnsii. - URL: hitps://znanium.com/catalog/product/766722 (nara 00-
pamienus: 26.08.2020). — Pexxum g0CTyma: 1Mo Mo ImricKe.

E2opos, B.Il. OGecnieueHne COXpaHHOCTH, pecTaBpalusi U KOHCEpBAIUs JOKYMEHTOB :
yuebHoe nocodbue / B.II. Eropos, A.B. CiunbkoB. — 2-¢ u3a., nepepad. — CaHKT-
[etepOypr : Jlans, 2018. — 220 c. — ISBN 978-5-8114-2790-1. — Tekcr : 21eKTpOH-
HBIN /  DnekTpoHHO-OMOnMoreyHass  cuctema  «Jlamp» :  [caiit]. —  URL:
https://e.lanbook.com/book/102603 (marta oopamenwus: 21.08.2020). — Pesxkum goctyma:
TUIS aBTOPU3. HOJIb30BaTENEH.
https://e.lanbook.com/reader/book/102603/?previewAccess=1#2

Kabawos, C.FO. J1enonpou3BOJACTBO U apXHWBHOE JI€JIO0 B TEPMHUHAX U ONPEAEIEHUsX :

yuebHoe mocobue / C.}O. Kabamos, N.I'. AchanausipoBa. — 3-¢ u3sz., crep. — Mocksa :
@®JIMHTA, 2018. — 294 c¢. — ISBN 978-5-9765-0784-5. — Tekct : 3neKTpoHHBIi //

DNeKTPOHHO-OMOIMOTeYHAs cucremMa «Jlanpy : [caiiT]. — URL:
https://e.lanbook.com/book/109554 (nata obpamienus: 21.08.2020). — Pexum mocrtyma:
IS aBTOPH3. MOJIb30BATENCH.

https://e.lanbook.com/reader/book/109554/?previewAccess=1#1
Kabawos, C. ). DneKTpOHHOE TMPaBUTEIBCTBO. OJIEKTPOHHBIM JOKYMEHTOOOOPOT.
Tepmunsl u onpeneneHusi: Ydyebnoe mocodbue / C.HO. Kabamos. - Mocksa : HUIJ
NHO®PA-M, 2013. - 320 c. (Beicmee oOpa3oBanme: bakamaBpmar). ISBN 978-5-16-
006835-0. - Tekcr : anmektponnsiii. - URL: https://znanium.com/catalog/product/410730
(mata oopamenus: 26.08.2020). — Pexxum octyma: o moJmucKe.

Kynsies, H. H. KonduaeHmaisHoe IEIONMPOU3BOJCTBO U 3alUINECHHBIN DIICKTPOHHBIN
JOKYMEHTO000pOT [DekTponHsiii pecype] : yueOnuk / H. H. Kynsies, A. C. JI&myikuH,
A. T'. ®abpuunos; nox oomr. pen. H. H. Kynsesa. - Mocksa : Jloroc, 2011. - 452 c. -
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9.

10.

11.

(HoBas ynuBepcuterckas Oubmumoteka). - ISBN 978-5-98704-541-1. - Tekct
anekTponHbii. - URL: https://znanium.com/catalog/product/468998 (mara oOparmeHus:
26.08.2020). — Pexxum A0CTyIA: 1O MOAMUCKE

Maxaposa, A. K. OCHOBBI YIpaBJI€HHS apXUBHOM JOKyYMEHTalMeu : y4yeOHO-
metoanyeckoe nocodue / A. K. Makaposa ; MI'TY. - Marautoropck : MI'TY, 2015. - 1
snektpon. onrt. guck (CD-ROM). - 3Barn. ¢ Turyn. oskpana. - URL
https://magtu.informsystema.ru/uploader/fileUpload?name=3884.zip&show=dcatalogues/
1/1124049/3884.zip&view=true (marta oopamenus: 25.08.2020). - MakpooObekT. - TekcT
: DJIEKTPOHHBIN. - CBeieHus nocTymHbI Takke Ha CD-ROM

Ilomemxuna, M. H. OCHOBBI HCCIIEIOBATENBCKON EATEIPHOCTH | Y4eOHO-METOIUYECKOe
nocobue / M. H. Iloremkuna ; MI'TY. - Marautoropck : MI'TVY, 2018. - 1 s51eKTpoH. onT.
JICK (CD-ROM). - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3739.pdf&show=dcatalogues/
1/1527742/3739.pdf&view=true (mara ooparienus: 29.08.2020). - MakpooObekT. - TekcT
: BIEKTPOHHBIN. - CBeieHus noctynuel Takke Ha CD-ROM.

Hlanveun, B. @. KommuiekcHas 3amuta WHQOpPMAIMK B KOPIIOPATUBHBIX CHCTEMax :
yuebHoe nocobue / B. ®. [llanbrun. — Mocksa : @OPYM : UHOPA-M, 2020. — 592 c.
— Pexxum gocryna:— https://znanium.com/read?id=358722

HcTounnku

1.

Anp00oM YHUDHUIIMPOBAHHBIX (POPM MEPBUYHON YUETHOM JOKYMEHTAIMU 110 YUETY Tpyaa
U ero omiarbl. YTBepkaEH nocraHoBieHueM ['ockomcrara P® ot 05.01.2004 Ne 1.
[DnexTpoHHBIi pecypc]. — hitp://www.garant.ru .

I'OCT 17914-72 «O0a0XKH Aen ATUTENbHBIX CPOKOB XpaHeHHs. TeXHHYecKue ycio-
Busi». — M.: UTIK U3n-Bo crangaptos,1984.

I'OCT 6.10.1-88. Yuudunuponanusie cucremsl ngokymeHTauun (YCJ). OcHoBHbIE 1O-
noxxenusa. M., 1988.

I'OCT 6.10.5-87 «YHubuuupoBaHHbIE CHCTEMBbI JOKyMEHTAIMu. TpeboBaHus K MOCTPO-
eHuto Gpopmyisipa-oopasna». — M.: UTIK U3a-Bo cranmaptos, 1987.

I'OCT 7.70-2003 «Omnwucanue 0a3 TaHHBIX U MAIIMHOYMUTAEMBIX WH()POPMAIMOHHBIX Mac-
cuBoB. CoctaB 1 0003HaueHUE XapakTepucTuk». — (Cucrema cTaHAapToB 1O MH(pOpMa-
11K, 6MOIMOTEeYHOMY U M3/aTesbekomy eny). — M.: UIIK M3a-Bo crannapros, 2003.
I'OCT P 51141-98. T'ocynapcrBennsiii crannapt Poccuiickoir @enepanuu. lemomnpo-
U3BOJICTBO U apxHBHOE Jieso. Tepmunbl U onpeaeneHus. (yrB. I[locranosnenuem I'oc-
cragmapta Poccum ot 27.02.1998 N 28). [DOnextponHslii pecypc]. Pexum pocryma:
http://base.consultant.ru/cons/cgi/online.cgi?req=doc;base=LAW;n=135550

I'OCT P 6.30-2003 VYHUUIMPOBaHHBIE CUCTEMBI JOKYMEHTALMU. YHU(UIHPOBAHHAS
CUCTEMa OpraHU3alMOHHO-PACIOPAIUTENbHON ToKkyMeHTanuu. TpeboBanus k opopmiie-
HUIO JIOKYMEHTOB. [DnexTpoHHbBIT pecypc] - Pexxum JIOCTyMa:
http://base.garant.ru/185891/

I'OCT P 7.0.8-2013 Cucrema cTaHgapToB 1o MHQpOpManuu, OMOIMOTEUHOMY U H37a-
TENbCKOMY Jeiy. Jlemonpou3BOACTBO M apXUBHOE J€10. TepMUHBI U ONpeAcIeHUs
[D51eKTpOHHBIN pecypc]. Pexum JOCTyTA:
https://standartgost.ru/g/%D0%93%D0%9E%D0%A1%D0%A2_%D0%A0_7.0.8-2013
I'OCT P 7.0.97-2016. Hauumonanwubiii crannapt Poccuiickoit ®enepanumu.
CucreMa craHgapToB 1o wHGOpMaIuH, OUOIMOTEYHOMY M M3JATEIILCKOMY JIEITy.
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Oprain3alOHHO-PacIoOpsIANTENIbHAS JIOKYMEHTAIIHSI. TpeboBanus K
opopmiennro aokymeHToB" (yTB. Ilpmkazom Poccrammapra ot 08.12.2016 N
2004-cT). [ ek TpOHHBII pecypc] - Pexum JOCTYyIA:
http://www.consultant.ru/document/cons_doc_LAW 216461/

10.TOCT P MCO 15489-1-2007. Haunonanbenerii crangapt Poccuiickoit @enepanun. Cu-
CTeMa CTaHAApPTOB MO MH(OpMAIMH, ONOINOTEYHOMY M U3JaTeIbCKOMY Aeny. YIpaBiie-
Hue aokymeHtamu. OOmme TpeboBanusi (ytB. IIpukazom PocrexperymupoBanus OT
12.03.2007 N 28-cT) [DneKTpOHHBIT pecypc]. Pexum JIOCTYyTIA:
http://base.consultant.ru/cons/cgi/online.cgi?req=doc;base=LAW;n=135548

11.TOCT P HUCO 9004-2010 MeHemKMEHT J1s1 JOCTHIKEHUS YCTOWYUBOIO yCTieXa OpraHu-
3auu. [logxon Ha OCHOBE MEHEIKMEHTa KauecTBa [DJIeKTpOHHBIN pecypc]. Pexxum mo-
ctyna: https://standartgost.ru/b/TOCT P_NCO 9004-2010

12.TocynapcTBeHHas cucTeMa JOKYMEHTAIIMOHHOTO obecriedueHus ynpasieHus. OCHOBHBIC
nosiokeHus. OOmue TpeOoBaHUS K JOKYMEHTaM W CIIy)k0aM JIOKYMEHTAIIHOHHOTO
obecneyenns. M., 1991. 76 c.

13. lekper CHK PC®CP o peopranuzanuu u IeHTpanu3anuu apxuHoro nena 1/ VI -1918
r. // COOpHUK PYKOBOISIIMX MaTepHalioB Mo apxuBHoMy aeny (1917 - urons 1941 rr.)
M., 1961. C. 12-13.

14. JloxymMeHTBI, cofeprKallie MepcoHalbHbIe JaHHbIE, B TOCYIapCTBEHHBIX apxuBax Poc-
cun. CripaBoyHo-uH(popmanonHoe nmocobue. / BHUMJAL. M., 2006. 140 c.

15. KBanmu¢pukanoHHbIH CIPAaBOYHHUK TOJHDKHOCTEH PyKOBOAUTEINEH, CIICIIHATIICTOB U IPY-
THX cyXamux. - 4-e uzn. - M.: HULl UH®PA-M, 2014. - 330 c.: 60x88 1/16. - (buo-
auoTeka xxypHana "Tpynosoe npaso P®"; Beim. ). (o6moxka) ISBN 978-5-16-009250-8,
500 oxk3.

16. Kogekc Poccuiickoit ®enepanuu 00 aJIMHUHHUCTPATUBHBIX IPABOHAPYILIEHUSX OT
30.12.2001 Ne 195-®3 (pen. ot 27.07.2010) [DOnextp. pecypc]. Pexxum poctyma:
http://www.consultant.ru/popular/koap/

17. Koncrurynus Poccmiickoit @enepanu .URL: http://base.consultant.ru/cons/cgi/online .
(mata oopamenus: 29.08.2020).

18. MeToauka pacdera IITATHONH YHCICHHOCTH TOCYJIApCTBEHHBIX apXHBOB Ha OCHOBE HOP-
matuBoB 1o Tpyay / Pocapxus; BHUMJA/; Cocr.: 3.B. bymmenésa, B.E. Cobornes,
JLIL. IHotuna; Hayu. pex. B.JI. Cmomnos. M., 2004. — 42 c.

19. HopMBl BpeMeHU U YCIIyTH, BBINOJHSIEMbIE TOCYAAPCTBEHHBIMU apxuBaMu / Pocapxus,
BHUUJA, coct.: 3.B. bymmenea (oTBercTBeHHBIN ucnonHutens), B.E. Cobomnes,
JL.II. Ilotuna. M., 2007. — 144 c.

20. O T'ocynapcrBenHoii TaiiHe: 3akoH P® ot 21 uronst 1993 r. Ne 5485-1 // Poccwmiickas ra-
3eta. 1993. Ne 182 (21 cenrt.). C. 5-6 (pen. ot 06.10.97) // Poccwmiickas razera. 1997. 9
OKTSIOPA.

21. O MOMOTHHUTENBHBIX TApaHTHSX MpaBa rpakaaH Ha uHpopmanmio: Yka3 [Ipesunenta PO
oT 31 nexabps 1993 r. Ne 2334 // Cobpanue akroB [Ipesunenta u IlpaButensctBa Poc-
cuiickoit ®enepanuu. 1994. Ne 2. Cr. 74; (pen. ot 17.01.97.)

22. O nopsiKe BE€IOMCTBEHHOTO XpaHEHHs TOKYMEHTOB M OPraHU3alMM UX B JIEJIONPOU3BO/I-
ctBe: [locranoBnenue IIpaButensctBa P® ot 3 mapra 1993 r. Ne 191 // Cobpanue akToB
[Ipesunenta u [IpaBurenscta PD. 1993. Ne 10 (8 mapra). Ct. 850.
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23.

24.

25.

26.

217.

28.
29.
30.
31.

32.
33.

34.

35.

36.

37.

38.

O coxpaHEHMU UCTOPUYECKUX TOKYMEHTOB, CBA3aHHBIX C I€ATEIbHOCTHIO ObIBILIETO Bep-
xoBHOro CoBera P®, a Takke HEKOTOPBIX CPEICTB MAacCOBOW WHGOpMAIUU U 0O0IIe-
CTBeHHBIX opranu3anuii: Pacnopspkenue IIpesunenta PO ot 22 okrabps 1993 r. // Co-
Opanue aktoB [Ipe3unenta u [lpaButenscrBa PO. 1993. Ne 43 (25 okt.). Ct. 4091.

06 apxuBax Komwmrera rocymapctBeHHoii OezomacHoctn CCCP: VYka3 Ilpesumenra
PCOCP or 24 asrycra 1991 r. Ne 84 // Bemomoctn Che3na HapOIHBIX JICITYTAaTOB
PCOCP u BepxoBaoro Coera PCOCP. 1991. Ne 35 (29 asr.). Ct. 927.

06 Apxuse IIpe3unenrta Poccuiickoit @eaepanun: Yka3 [Ipesugenta PO ot 31 nexkabps
1991 r. Ne 338 // Benomoctu Che3na HapoaHsix aemyratoB PCOCP u BepxosHoro Co-
Beta PCOCP. 1992. Ne 3. (16 suB.). Cr. 95.

06 ApxuBHoMm ¢onzae Poccuiickoit @enepanun u apxuBax: OCHOBBI 3aKOHO/IATEIILCTBA
P® ot 7 utons 1993 1. Ne 5341-1 // Benomoctu Che3na Hapoaubix aemyratoB PO u Bep-
xoBHoro Cosera P®. 1993. 19 asr. Cr. 1311.

06 obecrnieueHUU COXPAHHOCTH JOKYMEHTOB IO TUYHOMY COCTaBY BBICBOOOXKIAEMbIX pa-
OOTHUKOB B pe3ylbTaTe OOpa3oBaHMs, PEOPraHU3AMH U JTUKBHIALUU FOPHUIANYECKUX
mui;: Pacniopspkenue IIpaButensctBa PO ot 21 mapra 1994 r. Ne 358-p // CobOpanue ak-
ToB [Ipesunenta u [IpaButenscrea PD. 1994. No 13 (28 mapTa). Ct. 1048.
Oo6mepoccuiickuii KiaccuukaTop yrnpasieHdeckoi nokymenramnun OK 011-93.

OK 001-2000: Obmepoccuiickuit knaccuduratop crangapros. M., 2000.

OK 007-93: O6mepoccuiickuii kIaccupukaTop npeanpusaTuii u opranuzamuii. M., 1993.
OK 016-94: O6mepoccuiickuii knaccupukarop npodeccuii pabounx, JOHDKHOCTEH CITy-
JKaux v TapudHBIX pa3psaaos. M., 1995.

OcHOBHbIE MpaBUIIa pabOThl BEAOMCTBEHHBIX apXxuBOB. M.,2001.

IlepeyeHb TUNOBBIX YNPaBIEHYECKUX apXUBHBIX JOKYMEHTOB, 00pa3yIOIIMXCs B MPOIEC-
ce JEATENbHOCTH TOCYJapCTBEHHBIX OPTaHOB, OPIraHOB MECTHOT'O CaMOYIIPABJIEHUS U Op-
raHu3aluii, ¢ yka3aHueMm CpoKOB XpaHeHus. [lpuinoxkeHue k npukasy MwuHucrepcTBa
KynbTypbl Poccuiickoit denepannu ot 25 aBrycra 2010 r. Ne 558 Tlonoxenue «O dene-
paJbHOM apXMBHOM areHTCTBE», yTBepKaAeHHOM [locraHoBnenueM IIpaBurenscTBa Poc-
cutickoit deneparuu ot 17.06.2004 Ne 290.

[Tonoxxenne O EnuHoit cucreMe KiIacCUpUKAUUM U KOAWPOBAHUS TEXHHUKO-
sxoHoMuueckoit napopmaruu (ECKK TOUW) banka Poccuu ot 19 uromnst 2000 r. Ne 116-
IT.

ITonoxenune 06 ApxuBHoM (onae PD u Ilonmoxenue o I'ocynapcTBeHHON apXHWBHON
ciyxx6e Poccun: O6 yrBepxxkaennu - Yka3 IIpesunenta PO ot 17 mapra 1994 r., Ne 552 //
Co6panne aktoB IIpesuaenta u [IpaBurensctBa PO. 1994. No 12 (21 maprta). Cr. 878.
(pen. 01. 04. 96 Ne 460 u pen. 01.12.98 Ne 1447) // CobOpanue 3akoHomarenscTBa PO.
1996. Ne 15. Ct. 1575; Poccwmiickas razera. 1998. 9 nexabpsi.

[Tonoxxenne 06 YmpapneHnn WHOOPMAITMOHHOTO M JOKYMEHTAIIMOHHOTO OOCCTICUCHHS
[Tpesunenra PO: O6 yrBepxnenun - Yka3 Ilpesunenra PO or 15 ampens 1998 r.
[TocranoBnenne ['ocrakomcrata PO ot 05.01.2004 Nel, «O6 yTBepkaeHUN YHUPHITHPO-
BaHHBIX ()OPM MEPBUYHON YUETHOH JOKYMEHTAIMH MO Y4eTy TpyJa u ero oriated //C3
P®. 2004, Ne2, Cr.284.

[TocranoBnenue IIpaButensctBa Poccuiickoit @enepanuu "OO6 ynopsiioueHUH U3rOTOB-
JICHUsI, UCTIOJIb30BAHUS, XPAaHEHHUS U YHUUTOKEHHUS TedaTeil 1 OJaHKOB ¢ BOCIPOU3BEIE-
HUEM rocyaapcTBeHHOTO Tepba Poccuiickoit Deaepannu" ot 27 nexadps 19 Ne 1268.
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39. IlocranoBnenue IlpaButensctBa PO «O pa3BUTHH €IMHOW CHCTEMBI KiacCHU(UKAIUU U
KOAMPOBAHUS TEXHUKO-IKOHOMHUYECKON U CONMALHOW MHPopMaruu» oT 1 HosOpst 1999
r. Ne 1212 // Cobpanue 3akononatensctBa PD. 1999. No 45. — Cr. 5434.

40. IToctanoBnenue Coera Munuctpo CCCP «O Mepax 1o yimydiieHuio apXuBHOTO Jefia B
CCCP» 25 uronst 1963 r. // OcHOBHBIE A€KpeTHI M mocTaHoBieHus... C. 32-35.

41. TlocranoBnenue Coera MunuctpoB CCCP ot 7 depans 1956 . Ne 246 «O mepax mo
VIOPSAOYCHHUIO PEeXUMa XPaHEHHs U JTy4IIeMy HCIOJIb30BaHUIO apXHMBHBIX MaTEpHUAaJOB
MUHHCTEPCTB U BetoMCTBY // Boripockl apxuBoBeaenus. 1956. Ne 1.

42. TlocranoBnenue [IUK 1 CHK CCCP 006 ynopsiioueHuH apXWBHOTO Jieja B HApOIHBIX
KOMHccapuaTax M IeHTpalbHbIX yupexaeHusx Coroza CCP. 5 ¢espans 1936 r. // Oc-
HOBHBIE JIEKPEThl U TMocTaHOBJIeHUS COBETCKOTO MPaBUTEIBCTBA IO APXUBHOMY JAETY
1918-1982 rr. M, 1985. C. 24-27. IlpaBuna opraHu3aniy XpaHEHUs, KOMIUIEKTOBAHHUS,
ydeTa U UCIOJIb30BaHUs JOKyMEHTOB ApxuBHOro (horna Poccuiickoit dexepannu u npy-
TUX apXUBHBIX JOKYMEHTOB B TOCYIApPCTBEHHBIX U MYHUIUIAIbHBIX apXUBAX, My3€iX U
Ooubnuorekax, opranuzanuax Poccuiickoil akageMuu HaykK, YTBEP>KICHHBIE MPUKA30M
MunncrepcTBa KyJabTyphl B MaccoBbIX KoMMyHuKanuii Poccuiickoii deneparuu ot 18
saBaps 2007 r. Ne 19.

43.TIP 50-733 -93. OcHoBHBIC NONOXeHNU ENnHON crcTeMbl Kiaccu(UKaul U KOAUPOBa-
HUS TEXHUKO-KOHOMUYECKOH M CONMANBbHON nH(pOpMANY M YHH(PHUIUPOBAHHBIX CUCTEM
JnokyMeHTauuu Pocculickoit @enepanuu.

44, TIP 50-734-93. IlpaBwuia no cranaapTusanuu: [lopsaok pa3paboTku 00IIepPOCCHICKUX
KJIACCU(PUKATOPOB TEXHUKO-IKOHOMHUYECKOH U collMalibHOM nHpopmaruu. M., 1995.

45.TIP 50-735-93. IlpaBuna no cranaaptuzanuu: [lonoxeHne o BeAeHUN OOIIEPOCCUICKIX
KJaccu(pukaTopoB Ha 0aze MHPOPMALMOHHO-BBIUMCINUTENBbHON cetu ['omkomcTara Poc-
cun. M., 1995.

46. IlpaBuna BeleHHs U XpaHEHUs TPYAOBBIX KHHXKEK, U3TOTOBJIEHMs OJAHKOB TPYAOBOM
KHIWKKU U obecrieueHus: umu pabotonareneit (yrBepxknaeHsl I[loctanosnenuem IlpaBu-
tenscTBa PO ot 06.02.2004 Ne 51).

47.P 50.1.008-96. Pexomenpanuu 1O CTaHIApTU3aLUKM: METOIUYECKHUE TOJIOXKEHUS IO
BHe/IpeHnI0 EquHOM cucTeMbl KitlacCHpHUKANY U KOJUPOBAHUS TEXHUKO-IKOHOMUYECKOM
u couunansHoil uHpopmanuu (ECKK) B cucremy cbopa um 0o0paboTku HHGpOpManuu
OpraHOB MECTHOTO caMoyImpaBieHus. M., 1996.

48. Co3naHue COBpPEMEHHBIX apXMBHBIX HCTOUHHKOB Ha OCHOBE AU(epeHIIMPOBAHHOTO T10-
xona: Metoaudeckoe mocobue / genepanbHoe apxuBHoe areHTcTBo. BHUNIAJL. — 3-¢
u3n., crep. — M., 2007. — 128 c.

49. CocTaBlieHHE apXWBHBIX oOmHUCeH: Meroanueckne pekoMmeHmamuu / Pocapxus.
BHUWUJAN. — M., 2005. — 141 c.

50. ®enepanbHblii 3akoH «O0 apxuBHOM jaene B Poccuiickoit denepamun» Nel25-D3 or 22
okTsi0pst 2004 1.

51. ®enepanpHblii 3ak0H «O rocymaapcTBeHHO# TaitHe» oT 21 wmroms 1993 1. Ne 5485-1 //
Poccuiickas razera. — 1993. — 21 cents6ps.

52. ®epepanpublii 3akoH «O0 uH(poOpMaMK, WHPOPMALMOHHBIX TEXHOJIOTHUSX M 3allluTe
uHpopmanum» ot 27 uroist 2006 r. Ne 149-D3.

53. ®enepanbHblii 3ak0H «O0 0053aTETLHOM JK3EMIUIIPE JOKYMEHTOB» OT 29 mexadpst
1994 r. No 77-@3.

54. ®enepanbubiii 3aK0H 0T 10.01.2002 Ne 1-D3 «O06 351eKTpOHHOH 1TU(POBOI MOITTHUCH
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55. ®enepanpubiii 3akoH oT 2 Mas 2006 roga Ne 59-D3 «O mnopsike paccMOTpeHus obpariie-
Hui rpaxnan Poccuiickoit @epepauun» [DneKTpoHHBIN pecypc] — Pexxkum pocryna:
http://www.consultant.ru/about/

56. denepanpubiii 3ak0H 0T 22.10.2004 Ne 125-03 «O06 apxuBHOM nene B Poccuiickoit de-
JEpaLum».

57. ®enepanbublii 3aK0H 0T 27.07.2004 Ne 79-®3 «O rocymapCcTBEHHOM IPaskKIaHCKOM CITy K-
6¢ Poccuiickoit denepanumy.

58. ®enepanpubii 3akoH 0T 27.07.2006 Ne 152-D3 «O nepcoHaabHbIX JaHHBIX).

59. ®enepanbubiii 3aK0H 0T 27.12.2002 Ne 184-D3 «O TeXHUUECKOM PETYIUPOBAHUI.

60. ®enepanbhblii 3akoH 0T 29.07.2004 Ne 98-D3 «O xommepueckoit TaiiHe» (B pea. Dene-
panbHoro 3akoHa ot 02.02.2006 Ne 19-@3).

61. denepanbHbIii KOHCTUTYLIMOHHBIH 3aK0H OT 25.12.2002 Ne 2-®K3 «O 'ocynapcTBeHHOM
repoe Poccuiickoit @enepanumy

r) lIporpammHuoe obecnneuenue u UHTepHeT-pecypcesl:

1. KomnsrorepHas cnpaBouHas npaBoBast cucrema Koncynbrant [lntoc [DnekTpoHHBIN pecypc]
— Pexxum nmocryma: http://www.consultant.ru/about/

2. CnoBapb (pMHAHCOBBIX M OPUIUYECKUX TEPMUHOB [DIeKTpOoHHBIN pecypc| — Pexxum noctyna:
http://www.consultant.ru/law/ref/ju_dict/?word

3. 'apant-Marauroropck. KommiekcHas nmpaBoBast mojajiep:xka [ DIeKTpoHHbIN pecypc] — Pe-
xuM poctyna: hitp://www.garant-mag.ru/

4. ®epnepanbHas ciayx0a rocyapCTBEHHOM CTaTUCTUKU. [ DJIEKTPOHHBIHN pecypc]| — Pexum no-
cryna: http://www.gks.ru/

B nomomsb cTyaeHTaM peKOMEHAYIOTCH 0(PMUHAIbHbIE CANTHI ;KYPHAJIOB:

1. HemompousBojactBo - hitp://www.top-personal.ru/officeworks.html

2. Jlenonpou3BOACTBO M JOKYMEHTOOOOPOT Ha mpeanpustuu - Nttp://www.delo-
press.ru/magazines/documents/archive/

3. Vmpagnenue nepcoranom - hitp://www.top-personal.ru/

4. http://www.obd-memorial.ru - mpoektr Muno6opoHs! P® 1o cucremarnsaiuu y4eTHbIX
JAHHBIX U JOKYMEHTOB O MOTHOMINX BOMHAX BO BTopoit MupoBoii BoitHe U TToCleTyro-
X KOHQIIMKTaX — apXuBHas 6a3a;

5. http://www.elar.ru — caiit xoprmoparmu «IeKTPOHHBINH apXuB» (pecTaBpalys U O Q-
POBKa apXUBHBIX JOKYMEHTOB, YCIYTH U 000pyI0BaHUE).

6. http://www.rusarhivs.ru — rocynapcrBennsiii cait A® PO ¢ nmpencraBieHHBIME IEPUO-
JTUYECKH OOHOBIISIEMBIMA HOPMATUBHBIMH aKTaMH, TOCTAHOBJICHUSMH U METOUYECKHUMHU
MOCOOMSIMU 7S CTIELIMAINCTOB B 00JaCTH apXUBHOTO Jena.

3. [lopsa10K MOATOTOBKH U 3aIIMThI BHIMYCKHOI KBATH(UKAIIMOHHOMH PadoThI

BroimonHenne M 3ammMTa BBITYCKHOM KBaTM(HUKAIMOHHOM paboTHl SIBIAETCS OJHOM W3
¢dopM rocynapcTBEHHOI UTOrOBOM aTTeCTaINH.

[Ipy BBINMOJIHEHUM BBHIMYCKHOW KBaJIM(PHUKALMOHHON paboThl, 00ydaromuecs: JOJIKHBI
MOKAa3aTh CBOM 3HAHWS, YMEHHS ¥ HABBIKH CAMOCTOSITEIFHO PelIaTh Ha COBPEMEHHOM YPOBHE
3aa4d CBOEH PO eCCHOHANBHON A TETFHOCTH, MPOPECCHOHATBHO U3JIaraTh CIEIHAIBEHYIO
WHPOPMAITUIO, HAYYHO apTyMEHTHPOBATH U 3aIIHIIATh CBOIO TOUKY 3PCHHS.

OOyuaromiyii, BHIIOIHSIONUI BRITYCKHYIO KBATU(UKAIIMOHHYIO paboTy AOKEH MOKa3aTh
CBOIO CIIOCOOHOCTH U YMEHHE:

— OnpenensaTh 1 GOpMyIHUpPOBaTh TPOOIEMY HUCCIEIOBAHUS C YUETOM €€ aKTyalbHOCTH;
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— CTaBUTh LI UCCIICAOBAHMS U ONPENENATh 337a4k, HEOOXOAUMBIE ISl UX TOCTUKEHHUS;

— aHAJTM3UPOBATh U 0000IIATH TEOPETUUECKUN U IMIIUPUUECKUI MaTepuai 1o TeMe uccie-
JIOBaHMsI, BBISIBIISITh IPOTUBOPEUHSL, JIEJIaTh BBIBOIBL;

— IPUMEHATh TEOPETUUECKNUE 3HAHUS IIPU PEILICHUU IPAKTUYECKUX 3a/1a4;

— JleNnaTh 3aKII0YEHHUE M0 TEeME HCCIICAOBaHUs, 0003HAYaTh MEPCIEKTUBHI JalbHEHIIETO
W3YYEHHUs UCCIIElyeMOr0 BOIIPOCa;

— 0(opMIIATh PabOTy B COOTBETCTBUU C YCTAaHOBJICHHBIMU TPEOOBAHUSAMU;

— y4acTHe B TEOPETHYECKHUX pa3paboTKax B 00JACTH JOKYMEHTOBEIEHHS U apXUBOBEIE-
HUS,

- aHaJM3 WH(POPMALMOHHBIX TTOTOKOB M MH()OPMAIIMOHHOTO B3aUMOJICHCTBUS B OpraHHU3a-
1IUH;

- aHaNM3 MOTPEOHOCTEH B ONMEPATUBHOM M PETPOCHEKTUBHON MH(POPMALUU, ONpPECICHIE
METOJIOB U CIIOCOOOB MX YJIOBJIIETBOPEHUS;

- y4acTHe B NMPUKIAJHBIX pa3pabOTKax MO CO3JAaHHIO CHCTEM JOKYMEHTAI[HOHHOTO obec-
MEYCHUS YIpaBleHUs, yHU(PUKAINK, CTAaHIAPTU3ALUN JOKYMEHTOB, a TaK:Ke B 00JIAaCTH apXUB-
HOTO JIeNa;

- y4acTH€ B NPOCKTUPOBAHUU U BHEJIPEHUU aBTOMATU3HPOBAHHBIX CHUCTEM JOKYMEHTAllU-
OHHOTO OOECTICYeHHs YIPABICHHUSA (CHCTEM DJIEKTPOHHOTO JOKYMEHTOOOOpOTa) M apXHBHOTO
Jiena Ha CTaJAMsIX MMOCTAHOBKHU 33/1a4d M OLICHKH MX IPUMEHEHHUsS B YCIOBUSIX KOHKPETHON opra-
HU3ALUN;

- ydactue B pa3paboTke HOPMATUBHO-METOJUYECKUX JTOKYMEHTOB, aKTOB (TIpaBUJI, Iepey-
HEH JOKYMEHTOB, TOJIOKEHUH, HHCTPYKIUH, KIacCH(PHUKATOPOB, Tabenel mpuMeHseMbIX (hopm
JIOKYMEHTOB M) M0 JOKYMEHTAIlMOHHOMY O0€CIIEYEHHIO YIIPABJICHUS U apXUBHOMY JIETTY;

- MOATrOTOBKA JOKYMEHTAJIbHBIX MyOJIMKAalUi U CIPAaBOYHO-TIOUCKOBBIX CPEICTB K apXUB-
HBIM JIOKYMEHTaM;

- y4acTue B BBICTABOYHO-PEKJIAMHOM J1€ATENbHOCTH;

-II0JrOTOBKA CIIPABOYHO-TIONCKOBBIX CPEJICTB;

- COCTaBJICHHE pedepaToB U co3gaHue OmOMMorpaduu 1Mo TeMaTuKe MPOBOJUMBIX HCCIIE-
JIOBaHMM;

- y4acTHe B COCTaBJICHHM OTYETOB MO HAYYHO-UCCIIEI0BATENbCKON U METOIUYECKON pabo-
T€;

- BHEJIPEHHE U SKCILTyaTalusi aBTOMATU3UPOBAHHBIX CHCTEM B JOKYMEHTAIlMOHHOM o0ec-
NICUYEHHUH YIPABJICHUS U apXUBHOM JieJie, BKII0Yas CUCTEMBI 3JIEKTPOHHOI0 IOKYMEHTO000pOTa;

- BBITIOJTHEHUE OTIEPAIIMiA 110 CO3aHUI0 U 00pabOTKE JOKYMEHTOB;

- y4acTue BO BHEJIPEHUHU U dKCIUTyaTalluu MH(OPMAIIMOHHBIX TEXHOJIOTUH, UCTIOJIb3YEMbIX
B JOKYMEHTAIIMOHHOM OOECTIEYCHUH YIIPABIIECHUS U apXUBHOM Jiefie (CKaHUPOBAHUE);

- BEJIEHUE CPOKOBOT'0 KOHTPOJISI UCTIOJHEHHSI JOKYMEHTOB;

- o0ecrieyeHre TEKYLIEro XpaHEeHUs JOKYMEHTOB, IMOATOTOBKA JeN JJs Mepeladu Ha ap-
XUBHOE XPaHEHHUE;

- CO3/IaHH€ U BEJICHHUE CIPAaBOYHO-TIOMCKOBBIX CPEACTB K IOKYMEHTaM B MH(OPMAaLOHHO-
JOKYMEHTAITMOHHOM O00€CIECUeHUH YIpPaBICHHUS M apXHUBHOM Jiesie (HOMEHKJIaTypa Jej, OMUCH,
MyTE€BOAUTENH, 0030pbl, KaTajaoru, 0a3bl JaHHBIX);

- y4acTHe B TEXHOJIOTMYECKUX 3Tanax padoThl eiepaibHbIX apXUBOB, APXUBOB CYOBEKTOB
denepanuu 1 MyHUIIUIAIBHBIX APXUBOB 10 OCHOBHBIM HaIIPaBJICHUSAM UX JESTEIbHOCTH;

- paboTa 1o 00eCIeYeHNI0 COXPAHHOCTHU IOKYMEHTOB Ha pa3HbIX HOCUTEISX;

- paboTa 1Mo KOHCEepBAallUU U PECTaBpaIlH TOKYMEHTOB.
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3.1 IloaroToBUTENbHBII ITANl BHINOJHEHUS BHINYCKHON KBAJTH(UKAIMOHHON padoThI
3.1.1 Boroop memul 6b1nycKHOUl K6ANUDUKAUUOHHOU PAOOMbL

OOyuaronuiics CaMOCTOATEIBHO BBIOMpAET TEMYy W3 PEKOMEHIyeMOro IEepedHs TeM
BKP, npeacrasiennoro B npuioxenuu 1. OOyuarommiicsi (HECKOIBKO 00YJaOUINXCSl, BBIIOJ-
usommx BKP coBMecTHO), MO MUCbMEHHOMY 3asBJICHHIO, UMEET MPABO MPEIIOKUTH CBOIO Te-
My Ul BBIITYCKHOW KBaJU(UKAILMOHHOM paboThl, B Cllydyae ee 0OOCHOBAaHHOCTH M 11€1ec000-
pa3sHOCTH ee pa3pabOTKH AJIs IPAKTUYECKOIO IPUMEHEHMsI B COOTBETCTBYIOIEH 001acTH Mpo-
(eccnoHaIbHOM EATENIBHOCTU WM Ha KOHKPETHOM OO0BEKTE MPO(eCCHOHAIBLHON AEATeNbHO-
ctu. YTBepxkiaeHue teM BKP u HazHaueHue pykoBOOUTENS yTBEpXKIaeTCs IPUKA30M 10 YHU-
BEPCUTETY.

3.1.2 @ynukyuu pyxogooumens 6blnyCKHOU K6AIUPUKAUUOHHOU padombl

J1J1st TOTOTOBKY BBIMTYCKHOM KBaIM(UKAIIMOHHONW pabOTHl 00yYaronieMycs Ha3HayaeTcs
PYKOBOIUTENb U, P HEOOXOAUMOCTH, KOHCYJIbTAHTHI.

PykoBonurens BKP momoraer oOy4aromemycsi copMyaupoBaTh 0OBEKT, MPEAMET HC-
CJICIOBAHMSI, BBIABUTH €T0 aKTyaJlbHOCTh, HAYYHYIO HOBHU3HY, pa3paboTaTh IUIaH UCCIEI0Ba-
HUSL; B TIPOIEecce pabOThI MPOBOIUT CHCTEMATHICCKHIE KOHCYIbTAIUH.

[ToaroroBka BKP oOy4aronumcst 1 oT4eT nepes; pyKoBOJAUTENEM PEaTu3yeTcsi COrIacCHO
KaneHaapHomy rpaduky padotsl. Kanennapaeiii rpaguk paboTsl 00ydaronerocss COCTaBIseTcs
Ha Bech nepuoy BeinojgHeHus BKP ¢ ykazanuem ouepeIHOCTH BBIIIOJIHEHUS OTAEIbHbBIX 3TAIOB
U CPOKOB OTYETHOCTH I10 BBIMOJTHEHUIO PAOOTHI MEPe]l PYKOBOAUTEIEM.

3.2 TpeOoBaHus K BBITYCKHOI KBaJM(pUKalMOHHOK padoTe

ITpu moAroToBKe BHIMYCKHON KBalU(pUKAIMOHHON paboThl 00yyaromuiicss pyKOBOJCTBY-
€TCs METOJUYECKUMH YKa3aHUSMHU U JIOKAIbHBIM HOPMAaTHBHBIM akToM yHHBepcuteta CMK-
O-CMI'TY-36-16 BeimyckHas kBanu¢uKkaimonHas padoTa: CTpyKTypa, coAepikaHue, oOriue
IpaBUJIa BBIMOJIHEHUS U 0()OPMIICHHUS.

3.3 IlopsinoK 3a1UTHI BHINYCKHOM KBAJIH(PHKANMOHHON PadoThI

3akoHUYEHHAas BBIMYCKHAs KBaTW(UKAIIMOHHAS paboTa JOHKHA MPOUTH MPOIEAYypY HOp-
MOKOHTPOJISI, BKIIFOUasi MPOBEPKY Ha 00beM 3aMMCTBOBAHUM, a 3aTeM IMpeICTaBlIeHa PYKOBO M-
TN A5l opopMIIeHUsI TUCHMEHHOTO OT3hIBA.

Brimycknast kBanudukamonnas paboTa, MOAMKUCaHHAs 3aBeAyIOINUM Kadenpoii, umero-
asi OT3BIB PYKOBOJUTENSI PAOOTHI, JOIMYCKAETCS K 3aIIUTE U TIEPeaacTCsl B TOCYapCTBEHHYIO
AK3aMEHAIlMOHHYIO KOMUCCHIO HE TIO3/THEE, YEM 3a 2 KAJICHAAPHBIX JTHS 0 JAThl 3alllUThI, TaK-
&Ke paboTa pa3MeNIaeTcsi B 2JICKTPOHHO-OMOINOTEYHON CHCTEME YHUBEPCUTETA.

OOBsiBIEHNE O 3alIUTEe BBITYCKHBIX pa0dOT BHIBEIIMBaeTCA Ha Kadeape 3a HECKOJIbKO
JHEU J0 3alllUTHL.

[ToaroroBka BKP npeanonaraer npoxoxaeHue NpoUeaypbl npedsapumenbHou 3auju-
mu BKP, xoTopas umeer cBoeil 1enbto KoHTposb noaroroBku BKP Ha nocnennem srame uc-
cnenoBanus. [Ipea3ammra mpoBOAUTCS BBITyCKaromiei kadenpoit He mo3nHee 1 Mecsia 10 THs
npenocTaBieHus cryaeHToM roroBoit BKP. 3amura BeimyckHON KBanM(PUKAIIMOHHON pabOTHI
MIPOBOJIUTCS Ha 3aceaHUU TOCYIApCTBEHHOW IK3aMEHAITMOHHOW KOMHUCCHHM W SIBIIAETCS IyO-
JIAYHOM.
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3ammurTa BBITYCKHOW KBaTM(MUKAIIMOHHONW PaOOTHI MPOBOJIUTCS HA 3aCEaHUM TOCYIap-
CTBEHHOM »K3aMEHAIIMOHHON KOMHCCHUHU W SIBJISIETCS MyOIMYHOW. 3amuTa OJHOW BBITYCKHOM
paboThl He doicha npesviuiams 30 munym.

Jlist cooOrienust o0yJaronemMycs mpenocrasisiercs He 6oee 10 munym. CoobuieHue mo
conepxkanuio BKP compoBoxmaercs HEOOXOAMMBIMH TpaUueCKUMU MaTepHalaMu W/UIH
Mpe3eHTaIMel ¢ pa3aaTouyHbiM MatepuaioM s wieHoB ['OK. B 'OK Moryt ObITh nipeacTas-
JIEHBI TAK)Ke JPyrue MaTepuajbl, XapaKTepu3ylIlUe HAYYHYI0 U MPAKTUYECKYIO I[EHHOCTb
BbInoJIHEHHOW BKP — neuatHsie ctaThu ¢ yyactreM BbillyckHHKA 110 Teme BKP, nokymeHThI,
yKa3bIBarolye Ha npaktuueckoe npumenenue BKP, makersl, 00pasubl MaTepuanoB, U3AeIni
U T.II.

B cBoeM BeIcTyIUIeHHH 00y4arOUICs JOKEH OTPa3UTh:

— coziepyKaHue MPOOJIEMBbI U AKTYaJIbHOCTh MCCIICIOBAHNUS;

— 1IeJIb U 33J]a4d UCCIICJIOBAHNUS;

— O0BEKT M MPEAMET UCCIICIOBAHMUS,

— METOJIMKY CBOET0 MCCIIe/IOBAHMUS,

— MOJTy4YEHHbIE TEOPETHUECKHUE U IPAKTHUECKUE PE3yIbTaThl HCCIEA0BaHNUS;

— BBIBOJIBI U 3aKIIIOUCHUE.

B BrbICTYIUIEHUH TOJKHBI OBITh Y€TKO 0003HAYEHBI PE3yJIbTATHI, TOJyYCHHBIE B XO/I€ HC-
CJIEIOBaHMsl, OTMEUEHA TEOPETUUYECKAsl U IIPAKTUUYECKask IEHHOCTD MOJIyYEHHBIX PE3Yy/IbTaTOB.

[To okOHYaHUM BBICTYILJICHUS BBITYCKHUKY 33/1al0TCSI BOIIPOCHI 110 TEME e€ro padboTsl. Bo-
IIPOCHI MOT'YT 33/1aBaTh BCE MPUCYTCTBYIOLIKE. Bce BOpOCh NPOTOKOIUPYIOTCS.

3areM CJI0BO MPEAOCTABISIETCS HAYYHOMY PYKOBOJUTENIO, KOTOPBINA JAeT XapaKTEepUCTH-
Ky pa0otsl. [Ip1 0TCYyTCTBUU pyKOBOAUTENS OT3bIB 3aUNUTHIBAETCSI OAHUM U3 ujeHoB [ OK.

[Tocne 3TOrO BEICTYNAET PELICH3EHT WM PELIEH3HS 3aUNThIBAcTCA ONHUM U3 wieHoB [ OK.

3aciymaB OQUIUATBHYIO PELEH3UI0 CBOeH paboThl, CTYJEHT JOJKEH OTBETHTh Ha BO-
IIPOCHI U 3aMEYaHMsI PELIEH3EHTA.

3areM npencenarens ['OK nmpocuT npucyTcTBYIOUIMX BBICTYIUTH 10 CYIIECTBY BBIITYCK-
HOM KBalM(PUKAIIMOHHON paboThl. BHICTYIIIEHUS YJI€HOB KOMUCCHUU M MPUCYTCTBYIOUIMX Ha
3ammTe (10 2-3 MUH. Ha OJTHOTO BBICTYMAIOIIET0) B MOPSIAKE CBOOOAHOM JUCKYCCHUH U OOMEHa
MHEHUSIMU HE SBIISIOTCA 00S3aTE€IbHBIM AJIEMEHTOM IPOLENYphl, TO3TOMY, B CIy4ae OTCYT-
CTBUS )KENAIOUINX BBICTYIUTh, OH MOXET OBbITh OMYIIICH.

[Tocne muckyccuu mo Teme pabOThl CTYIEHT BBICTYHAET C 3aKJIIOYUTEIbHBIM CIOBOM.
DTHKa 3alIUTHI TPEIMUCHIBAET MPH 3TOM BHIPA3UTh OJAroJapHOCTh PYKOBOJIUTENIO U PELICH-
3€HTY 3a IPOJIeNaHHyI0 paboTy, a Take wieHaMm ' DK u BceM NpUCYTCTBYIOLINM 32 BHUMaHHE.

3.4 Kputepun OleHKH BBINYCKHOM KBAJIM(PUKALUMOHHON padoThI

Pesynbrarer 3amutel BKP onpenensitorcs olieHKaMu: «OTJIMYHO», «XOPOIIO», «YIOBIE-
TBOPUTEIHHOY, «HEYJOBIECTBOPUTEIHLHO» U OOBSBISIOTCS 8 O€Hb 3AU{UNIbL.

Pemenne 00 oreHke mpuHUMAaETCs Ha 3aKpbiToM 3acefannu [ DK mo okoH4YaHUU mpoiie-
JyphI 3alIUTHI BCEX pabOT, HaMEUeHHBIX Ha aaHHoe 3acenanue. Jns omenku BKP rocymap-
CTBEHHAsI 9K3aMEHAIIMOHHASI KOMUCCHS PYKOBOJICTBYETCS CICAYIOIUMH KPUTEPHSIMHU:

— aKTYaJIbHOCTh TEMBI;

— HAyYHO-TIPAKTUYECKOE 3HAYEHUEM TEMBI;

— KaQuecTBO BBHITMIOJTHEHHsI PaOOTHI, BKIIOUYAs EMOHCTPAIIMOHHBIE M MPE3CHTAIIMOHHBIC
MaTepHuabl;

— COJIEpKATENbHOCTD JIOKJIaZa U OTBETOB Ha BOIIPOCHI;
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— YMEHHE IPeCTaBIATh paboTy Ha 3alIUTe, YPOBEHb PEUEBON KYJIbTYPHI.

Onenka «oTJau49HO» (5 0a/I0B) BBICTABIIAETCA 3a INTyOOKOE paCKphITUE TEMBI, IIOJHOE BbI-
MOJTHEHHE TMOCTABJICHHBIX 33j1ad, JOITMYHO HM3JI0OKEHHOE COJIEpXKaHHue, KayeCTBEHHOe oopmiie-
HHUe paboThbl, COOTBETCTBYIOIEE TPEOOBAHUSM JOKAJIbHBIX AKTOB, BHICOKYIO COAEPIKATEIbHOCTh
JIOKJIa/la U JIEMOHCTPALMOHHOIO MaTepualla, 3a pa3BEpPHYTbIC M IIOJIHbIE OTBETHl Ha BOIPOCHI
yineHoB I DK

Orenka «xopomoy» (4 6ajia) BICTABISETCS 32 TIOJTHOE PACKPBITHE TEMBI, XOPOIIIO MPopa-
O6oTaHHOE coep)kaHue 0e3 3HAUNTEIBHBIX POTUBOPEUHH, B 0(OPMIICHIH pabOTHl UMEIOTCS He-
3HAYUTENIbHbIE OTKJIOHEHHS OT TPeOOBAaHUM, BBICOKYIO COJEPKATEIbHOCTh JIOKJIa/la U JIEMOH-
CTPallMOHHOT'O MaTepuasa, 3a HeOOJbIINEe HETOYHOCTH IIPHU OTBETaX Ha Borpockl wieHoB ['OK.

OrneHka «y/10BJIeTBOPUTEIbHO» (3 0asuia) BhICTABISETCS 3@ HEMOJIHOE PACKPBITHE TEMBI,
BBIBOJIOB U MPEJIOKEHUN, HOCSIIUX OOIIUi XapakTep, B opopmiieHuu paboThl UMEIOTCSI HE3Ha-
YUTEIbHBIE OTKJIOHEHUSI OT TPEOOBAHHMH, OTCYTCTBHE HATJISIHOTO MPEACTaBICHUS PabOThI U 3a-
TPYIAHEHH MPU OTBETaX Ha BOIpockl wieHoB ['OK.

OrneHka «HeyA0BJIETBOPUTENbHO» (2 0ania) BHICTABIIAETCS 32 YACTUYHOE PACKPBITUE TE-
Mbl, HEOOOCHOBAHHBIE BBIBOJIbI, 3@ 3HAUUTEJIbHBIE OTKJIOHEHUS OT TPeOOBaHU B 0OPMIICHUH U
IpEeCTaBICHUN PabOThl, KOIrja 00y4aroIMiCs J0MYCKAeT CYILECTBEHHbIE OIMIMOKU MpPU OTBETE
Ha Bornpocsl uieHoB ['OK.

OrneHka «Heya10B1eTBOPUTENbHO» (1 Oait) BriCcTaBiseTcs 32 HEOOOCHOBAHHBIE BBHIBOJIBI,
3a 3HAYMTEILHBIC OTKJIOHEHUS OT TPpeOOBaHMIA B ODOPMIICHUH U MPEICTABICHUU PabOTHI, OTCYT-
CTBHUE HATJISIHOTO MpeACTaBIeHUS PadOThI, KOT1a 00YUYaIOLIUIICS HE MOXKET OTBETUTh Ha BOIPO-
cel wienoB I'OK.

OILIEHKH «OTIMYHO», «XOPOILIO», «YIOBIETBOPUTENBHO» O3HAYAIOT YCHEIIHOE MPOXO0KIe-
HHUE TOCYAapCTBEHHOI'0 aTTECTALlMOHHOTO HCIIBITAHUS, YTO SIBJISETCS OCHOBAHUEM JJIsl BbIJIAuU
oOyyJaromeMycsi IOKyMEHTa O BBICIIIEM 00pa30BaHUU U O KBaTM(uKaimu oOpasiia, yCTaHOBIICH-
HOTO MuHnucrepcTBOM o0Opa3oBaHUs " HayKH Poccuiickoit denepanuu.
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[Tpunoxenue 1

IIpuMepHBbIi IepeYeHb TeM BbIMMYCKHbIX KBAJIN(PUKAIUOHHBIX padoT

10.
11.

12.

13.

14.

15.

16.

17.

18.
19.

CoBeplIeHCTBOBAaHWE HOPMATHBHO-METOJUYECKOW 0a3bl OpraHu3aluyd MOCpes-
CTBOM pa3pabOTKH MHCTPYKIIMH MO JeTONPOU3BOICTBY.

[TpoduiakTuka XUIIEHNS apXUBHBIX JOKYMEHTOB B OpraHU3aIUsIX.

Crnemnuduka opraHusanuu opopMIIeHHUs MacopToB TrpakaanuH Poccuiickoit dene-
paluu ¢ UCIOJIb30BaHUEM MH()OPMALMOHHONW CHUCTEMBI «DJIEKTPOHHOE ITPABUTEIIb-
CTBO».

CoBepuieHcTBOBaHHE PA0OTHl C NEPCOHAIbHBIMHM JAHHBIMU TIpaXJaH B OTAENE
3ATC.

OntumMuzanusi paboThl ¢ apXUBHBIMH TOKYMEHTAMHU U JIOKYMEHTHON MH(OpMAaIu-
€H, coJiepKalllel IepCOHAIbHBIEC JaHHBIE.

AHanu3 10KyMEHTO000pOoTa U pa3paboTKa MNPEeUI0KEHHUH IO €r0 COBEPIIEHCTBOBA-
HUIO B OpraHU3alusX.

CoBeplIeHCTBOBAHNE OpraHM3alliid apXUBHOTO XPAHEHUS JJOKYMEHTOB Ha Ipej-
HOPUATHH .

CoBeplIeHCTBOBaHNE OPraHU3aIMH JeJIONPOU3BOACTBA 110 OOPALIEHUAM I'PaKJaH B
OpraHax MECTHOTO CaMOYIIPaBJICHUSI.

3aiuTa apXUBHBIX JIOKYMEHTOB OT OMOTIOBPEXKACHUI.

AHaIIN3 CUCTEMBI YIIPABIICHUS TOKyMEHTAMHU B OpTraHU3aIHsIX.

OcoOeHHOCTH OpraHu3alus JEJIO0NPOU3BOJICTBA HA MPEANPUATHIX, BHEIPSIOIINX
CHCTEMY MEHEJKMEHTa KauecTBa.

Opranuzanys TEKyIEro XpaHeHHs M MOJTrOTOBKAa K apXMBHOMY XPaHEHHIO JOKY-
MEHTOB B COOTBETCTBHHU C MEXAYHAPOIHBIMU CTaHAAPTAMHU.

WnenTudukanyss HOpMaTUBHOM Cpebl MO YHPABICHHUIO JTOKYMEHTAMU B HEKOM-
MEPYECKHX OPTaHU3AIHSIX.

Crnemnuduka opraau3anys TEKYIIEro XpaHeHusl JOKYMEHTOB 1o paboTe ¢ oOparie-
HUSIMH TPaXKIaH B OPTaHU3AUAX, OCYIIECTBISIONINX MyOJIMYHO 3HAYMMBbIe (DYHK-
U,

TepmuHONIOTHYECKass TOYHOCTh B Pa3padOTKE JIOKAIBHBIX aKTOB TI0 YIPABJICHUIO
JIOKYMEHTaMH KaK YCJIOBUE UX ayTEHTUYHOCTU U JOCTOBEPHOCTH.
CoBepIIeHCTBOBaHUE MPOIIECCOB PETUCTPALIMH JOKYMEHTOB B KOHKPETHOW OpraHu-
3aluu.

Pa3paboTka HHAMBHUIyaTbHOH HOMEHKJIATYPHI JIe]l OpraHu3alum.

Pa3paboTka HHCTPYKIIMHU TIO AETOMPOU3BOICTBY KOHKPETHOW OpPTaHU3AIIHH.
Pa3paboTka JIOKanbHBIX aKTOB MO PAaCHpPEeNICHUI0 OTBETCTBEHHOCTH 3a JENONpOo-
W3BOJICTBO B OPTaHU3AIUH.

AKTyanbHble MPOOIEMBbI JI€JIOMPOU3BOJICTBA B POCCHUMCKUX HAYyYHO-TIPAKTUYECKUX XKYp-

Hasax u ¢popymax ceru MHTEepHET
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METOJUYECKHUE PEKOMEHJIAILIUHA 11O HAIIUCAHUIO
BBINTY CKHOM KBAJTM®UKAIIMOHHOMN PABOTHI
IO HATITPABJIEHUIO NIOATI'OTOBKMU 46.03.02 JOKYMEHTOBE-
JAEHUE U APXUBOBEJIEHUE

CocraBurens — noueHT kadenpsl JJuA C. A. AHoxuHa
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TEPMUHBI, OTPEAEJIEHUA U COKPAILIEHUA

B Meroauyecknx peKOMEHIALMIX HCIONb3YIOTCA CIEAYIOIIHE TEPMHUHBI C
COOTBETCTBYIOIIUMH OIPENEICHUSAMH:

— BBINYCKHAsl KBAJIH(UKANMOHHAsE padoTa — caMOCTOsITeNbHAs paboTa
BBIITYCKHUKA BBICHIEr0 y4eOHOTO 3aBE/ICHUsI Ha 3aBEpIIAIONIEM 3Tare 00ydeHus,
OTHOCSAIIASICA K OCHOBHBIM CPEACTBAM HMTOTOBOM aTTECTAIlMU AUTLIOMHUPOBAHHOTO
crenuanucta (0akaigaBpa, MarucTpa);

— OakajgaBpckasi padorTa — BBITyCKHAas KBanu(puKalMoOHHAs paboTa ams
KBau(pUKauu (CTeneHu) «0aKaaaBpy;

— IMILUIOMHAsi padoTa — BBITYCKHAs KBalU(UKAIMOHHAs paboTa JJii KBa-
TU(UKAIIT «TUTTIOMUPOBAHHBIN CIEITUATHUCTY;

— MTOr0Basi TOCYAPCTBEHHAS] aTTECTAMA — KOHTPOJIBHbBIE MEPOIIPUATHS,
IPOBOJAMMBIE TIOCJIE OCBOEHHUS BBIMTYCKHUKOM BBICHIETO Y4€OHOTO 3aBEJCHHUS OC-
HOBHOI 00pa30BaTEIbHON MPOrpaMMBbl B IMOJTHOM OOBEME C LIETBIO YCTAHOBJICHUS
YPOBHSI €ro MOArOTOBJIEHHOCTH K BBIMOJHEHUIO MPO(ECCUOHANBHBIX 33/a4 U CO-
OTBETCTBHUS €ro0 MOJATOTOBKH TPeOBaHUSIM TOCyAapCTBEHHOTO (WK (perepanbHOro
roCyJ1apCTBEHHOTO) 00pa30BaTEILHOIO CTAHIAPTA U IOTPEOUTENCH;

— OCHOBHasi o0pa3oBaTejibHasi NPOrpaMMa — COBOKYIHOCTb Yy4€OHO-
METOJMYECKON JTOKYMEHTAlUH, PErIAMEHTUPYIOLIEN COJEPKAHUE U OCYILECTBIIE-
HUE 00pa3oBaTeIbHOrO Mpolecca MO HAMPaBICHUIO (CHEIUATbHOCTH) BBICILIETO
npo¢eCCUOHAIBHOTO 00pa30BaHusI.

B Hacrosiiem noyioKeHUH NPUMEHSIIOTCS CIEAYIOIUE COKPAIICHMS:

bP — GakanaBpckas pabora.

BKP — BeinmyckHast kBaJiupuKanoHHas padora.

JInA — TOKyMEHTOBEACHUE U APXUBOBEICHUE.

JOVY — noxymMeHTallMOHHOE 00ECTICUCHHE YITPaBICHUSI.

JP — nuniomnas padora.

NI'A — nrorosas rocyjapCTBEHHasl aTTECTaLU.

MI'TY — denepanbHOE TOCYAapCTBEHHOTO OMOIKETHOE 0O0pa3oBaTeIbHOE
yupexaeHue BbIcHIEro npodeccuoHanbHOro oopazoBanusi « MarHuTOropckuii roc-
YAAPCTBEHHBIM TEXHUYECKUN yHUBepcuTeT uM. ['. . HocoBay.

HUP — HayuHo-uccnenoBarenbckas padora.

®I'OC BO — denepanbHblii TOCYIapCTBEHHBI 00pa30BaTEIbHBIN CTaHIAPT
BBICIIIETO0 0Opa30BaHUSI.
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TPEBOBAHUSA K COJIEPXKAHHUIO M CTPYKTYPE BBIIIYCKHOM
KBAJTU®UKAITMOHHOMN PABOThHI

Oouwgue mpeodosanusn

BreimmycknHast kBanudukanronHas padoTa BBIMOIHSAET y4eOHYI0 U KBaJIu(u-
KallMOHHYI0 (YHKIUIO U TpU3BaHa MPOJEMOHCTPUPOBATH €€ aBTOPOM JIOCTUTHY-
ThIil YpOBEHb KBaJIM(HUKALMU, YMEHHE CAMOCTOSITEIIBHO NPHUMEHSTh TEOpETHYE-
CKHE U NPAKTUYECKUE 3HAHUS IMPHU PELICHUH KOHKPETHBIX MPO(hecCHOHATBHBIX,
IPAKTUYECKUX U HAYYHBIX 3aj1a4, yCTaHOBIEHHBIX TpeOoBanusasmu OOII u nomxkHa
IPEJCTaBISITh COOOM 3aKOHYEHHYIO padoTy.

3agaun, pemraembie ctygaeHToM B BKP, nomxHbI ObITh HampaBi€HBI Ha J10-
CTHO)KEHHE MOCTABJIEHHBIX 1I€JIE U COOTBETCTBOBATH BHJIaM UM 3aJa4aM MpoQeccu-
OHAJILHOM JIESITENBHOCTH.

BKP nomxHa oTBe4aTh CAEAYIOIIUM OCHOBHBIM TPEOOBaHUSM:

— aBTOPCKas CaMOCTOSTEIILHOCTD;

— IIOJIHOTA U 3aKOHYEHHOCTh UCCIIEI0OBaHN;

— BHYTPEHHE €IMHCTBO U JIOTUYECKAsA CBA3b Pa3ZEiOB, IIOCIEA0BATEILHOCTD
WX U3JI0KEHNUS;

— npodeccroHanbHas IPaMOTHOCTh U3JI0’KEHUS MaTepuaa;

— IPAMOTHOE M3JI0KEHHUE TEKCTA HA PYCCKOM JINTEPATYPHOM SI3BIKE;

— BBICOKMH TEOPETUYECKUN YPOBEHb, OTPAXKAIOIIMI HAKOIUIEHHBIE B MPO-
1ecce o0ydeHMs 3HAHUS.

— y€TKas LeJeBasi HallpaBJICHHOCTB;

— KpaTKOCTh U TOYHOCTH (POPMYIIUPOBOK;

— KOHKPETHOCTb M3JI0’KE€HUSI PE3YyIbTaTOB padOThI;

— JI0Ka3aTeJIbHOCTh BHIBOJIOB U 00OCHOBAaHHOCTh PEKOMEHIALIUM.

B mporiecce pa6otsl Hag BKP cTyneHT-BBITYCKHUK TOJDKEH YMETh:

— OMpeNeNsITh U OPMYIUPOBATH MTPOOITIEMY UCCIEIOBAHUS;

— CTaBUTH IEJIM UCCIICIOBAHUS U ONIPENETIATh 3a7a49i, HEOOXOUMBIC IS UX
JOCTYKCHUS,

— aHAM3UPOBATh W 0000IIATH TEOPETUUCCKUN U IMIUPUUCCKUI MaTepua
10 TEME MCCIICIOBAHUS, BBISBIISATH TPOTUBOPEYHS, JIeTIATh BHIBOJIBI;

— IPUMEHSTH TCOPETUUCCKUE 3HAHUS TIPH PEIIICHUH MPAKTUICCKUX 3a1a4;

— JIeNnaTh 3aKJII0YEHHE MO0 TeME HCCIeAO0BaHUsA, 0003Ha4aTh MEPCIEKTHUBHI
JTATBHEHIIIETO N3YYCHHS UCCIIETyeMOTO BOTIPOCa;
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— oopMIIATH pabOTy B COOTBETCTBUU C JIEHCTBYIOIIUMHU CTaHAAPTaMH pas3-
JIMYHBIX KATErOPUA U HOPMATUBHBIMU JOKYMEHTAMMU.

Dmanol 6bIN0IHEHUA BLINYCKHOU K8ATUDUKAUUOHHOI PAOOM b

ITpouiecc Boinonnenus: BKP Bkito4aeT cieayromnme 3Tambl:

— BBIOOD TEMBI U €€ YTBEP)KICHHUE B YCTAHOBJICHHOM TOPSIJIKE;

— (hopMupoBaHHUE CTPYKTYpPHlI U KajeHaapHOTO rpaduka BoinoaHeHus BKP,
COTJIACOBAHUE C PYKOBOJIUTENEM;

— W3y4YCHUE W aHaJIn3 WH(POPMAITMOHHBIX MCTOYHHKOB IO MpodiieMe, ompe-
JIeJICHUE 1IeJIeH, 3a/1a4 1 METOA0B MCCIICIOBAaHUSI;

— HEMOCPEACTBEHHAs pa3paboTka mpoOaeMbl (TeMbl), BKIIOUaromas Gopmy-
JIMPOBAHUE OCHOBHBIX TECOPETUYECKUX MOJIOKCHUM, MTPAKTUUECKUX BBIBOJOB U Pe-
KOMEH/IAIMH 110 pe3yJibTaTaM aHaIu3a;

— opopmienue BKP B cooTBeTcTBHU ¢ TpeOOBAaHUSAMH HACTOSIIIUX METOJIH-
YECKUX PEKOMEH AN}

— npenzamura BKP;

— WCIIPABJICHUE 3aMEUYAHUM TMOJYYECHHBIX HA MPEA3alIUTE, 3aBEPIICHUE UC-
CJIeJOBAHUSI,

— TIPEICTaBJICHUE 3aKOHYCHHOM pabOThI 11l €€ OIICHKH PYKOBOIUTENO (Py-
KOBOJIUTENIb B 0053aTCIHLHOM IOPSIKE TOTOBHT IHUCBMEHHBINM OT3BIB Ha padoTy,
IIPU OTCYTCTBUU 3aMeUYaHWi paboTa 3aBEPACTCS MOIIMHUCHI0 PYKOBOIUTES);

— MPOXOXKJIECHUE MPOLETYpPhl HOPMOKOHTPOJISI ((PUKCUPYETCSI COOTBETCTRBY-
IOLLEN MOAMUCHIO HA TUTYJIbHOM Jincte BKP);

— MOJy4eHHUe Jomycka K 3amuTte ((PUKCUPYETCs MOINUCHIO 3aBEIYIOIIETO
kadeapoit Ha TutynbHOM Jiucte BKP);

— TMOJrOTOBKA M COIVIACOBAaHHWE C PYKOBOJUTENIEM JOKJIa[a W IMPE3CHTALUU
nokiana ast 3anmutel BKP, a Takke, mpu HE0OXOAMMOCTH, pa3gaTOYHOTO JIEMOH-
CTpPallMOHHOTO MaTepHuala;

—3amura BKP Ha 3acegannu rocy1apcTBEHHOM aTTECTALIMOHHON KOMUCCHUMU.

Buvioop memul 6pinycknoil Keanupukayuonnoi padomaol

[Tpumepnsiii nepeuenb TeM BKP no nanpasnenuto nmoarotoBku 46.03.02
JlokyMeHTOBeIcHuE U apXUBOBEJICHUE OMpeesi€H BhIMycKarome kadeapoil (ka-
benpoii nokymeHToBeneHuss u apxuBoBegeHuss MI'TY) u mpexacraBieH B mpo-
rpamme UI'A, a takxke B Hactosmux pekoMmennanusax (Ilpunoxenue A). CtyneHt
MOJKET BBIOpATh TeMy pabOThl U3 MpPEIaracMoro MepeyHsl Wi, UCXOAS U3 coO-
CTBEHHBIX HAyYHBIX U IPAKTHYECKUX UHTEPECOB, IIPEVIOKNATH CBOKO TEMY IS MC-
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CIIeIOBaHMsI, HE BBIXOS 3a paMKu TpeOoBaHuit ocBanBaeMoit OOII, BuioB u 3amau
poecCUOHaNBbHOMN eI TeIbHOCTH.

Tema BKP npomxHa OBITH akTyaJdbHOH, HMMETh HAyYHO-TPAKTUYECKYIO
HaIlPaBJIIEHHOCTh, COOTBETCTBOBAaTh COBPEMEHHOMY COCTOSIHUIO U INEPCHEKTHBAM
pa3BUTHUS IOKYMEHTOBEJICHUS, apXUBOBeIeHUS U TexHosiorui JIOY.

®opmynupoBka TeMbl BKP nomkHa B moaHOM Mepe OTpakaTh Kak TEOPETH-
YECKYyI0, TaK M NIPAKTHUYECKYI0 HAIIPaBICHHOCTb MCClenOBaHusA. Teoperndeckas
YacTh MCCIENOBAHUS JOJKHA OBITh OPHEHTHPOBAaHA Ha Pa3pabOTKy METOI0JIOTHU-
YECKHX OCHOB MCCJIEAYEMBIX BOIIPOCOB, UCIIOIb30BAaHMUE HOBBIX KOHLEINI U UAEH
B BbIOpaHHOM 00JIaCTH, OTIWYATHCS OMPEACIEHHOM HOBHU3HOM HAy4YHBIX HJCH U
METOJIOB HUccienoBanus. [IpakTuueckas 4acTh ucCie10BaHus JOJKHA IEMOHCTPU-
pOBaTh COCOOHOCTH CTY/IECHTA-BBITYCKHHUKA PEIIATh PEAIbHbIE IPAKTUYECKUE 3a-
a4l C HUCIOJIb30BAaHUEM pPa3pabOTaHHBIX MOJEJNE, METOJ0JIOTMYECKUX OCHOB,
MIOAXOJ0B U JAPYTUX PE3YyJbTAaTOB, ITOJYYCHHBIX B TEOPETUYECKOW YACTU UCCIENO-
BaHUA. DOPMYIHMPOBKA TEMBI JIOJKHA MAKCUMAJIBHO KOHKPETHO OTPaKaTh OCHOB-
HYIO UJCI0 paboThI.

Kpome Toro, Heo6X0uMOCTh pa3pabOTKH UMEHHO ATOM TEMBI JOJDKHA OBIThH
000CHOBaHa M B YCTAHOBJIEHHOM MOPSIKE YTBEPK/ICHA.

Pyko600cmeo évinonnenuem 6bInyCKHOU K6ANUPUKAUUOHHOU Padombl

s moaroroBku BKP no manpasienuto moaroropku 46.03.02 JoxkymMeHTO-
BEJICHUE U apXMBOBEICHHUE CTYACHTY Ha3HA4yaeTcs pyKOBOAUTENb U, TP HEOOXO-
JVMMOCTH, KOHCYJbTaHThl. Ha3HaueHne pyKOBOAMTENS OCYLIECTBIISIETCS HA OCHO-
BaHWU TPHUKa3a, MOJATOTOBICHHOTO coriacHo TpeboBanusiMm CMK-O-CMITY-36-
16.

PykoBoautens BKP momoraer crynenty chopmynupoBaTh 00bEKT, MIpeaMeT
MCCJICIOBAHMUSI, BBISIBUTH aKTYaJIbHOCTh TEMbI, pa3pab0TaTh IJIaH HCCIIEIO0BaHMUS, B
IIPOLIECCE UCCIIEA0BAHNS IPOBOINUT CUCTEMATUYECKUE KOHCYIIbTALUH.

[TonroroBka BKP cTyneHTOB U OTYET mepesl PyKOBOAMUTEIEM PEaU3yeTCs
COTJIaCHO KajeHaapHomy rpaduky pabotel. Kamenmapubiii rpaduk paboThl CTY-
JIEHTa COCTaBJIsETCA Ha Bech epuos BeinosiHeHUs: BKP ¢ ykazanuem ouepénnoctu
BBITIOJIHEHUS 3TAIOB M CPOKOB OTUETHOCTH CTYJIEHTA MO BBHINOJHEHUIO pa0OTHI Ie-
pea pyKOBOAUTENIEM.

[To 3aBepmienuu BKP pykoBoauTens BBIMUTHIBAET pabOTy W MPEICTABISAET
MMUCbMEHHBIN OT3bIB. B OT3bIBE OLIEHUBAIOTCA TEOPETUUECKHUE 3HAHUS U MPAKTHYE-
CKHE HaBBIKU CTY/ICHTA 10 HUCccienyeMol npolieme, MposiBICHHBIE UM B IIPOLECCE
HanucaHusi BKP. Takke yka3pIlBaeTcsi CTEEHb CAMOCTOSITEIbHOCTU CTYJIEHTA MPHU
BBITIOJIHEHUU pa0OThI, TIMYHBIA BKJIAJ CTYACHTAa U IOCTUTHYThIE Pe3yJIbTaThl pado-
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ThI, IPOTYMAaHHOCTh METOJIOJIOTHH W afmapaTa MCCIEIOBAaHUS, COOTBETCTBUE UM
C/I€JIaHHbIX BBIBOJOB. OT3BIB PYKOBOAMUTEINS JOJDKEH 3aKaHYMBATHCA BBIBOJOM O
BO3MOXKHOCTH (HEBO3MOXKHOCTH) nomycka BKP k 3amute u npucBoeHus €€ aBTopy
COOTBETCTBYIOIIEH KBATH(HUKAINK (CTETICHHN ), a TAK)KE OI[CHKOW 3a BBHITTOJIHEHHYIO
pabory.

ITPABHJIA O®POPMJUIEHUA

BBIITYCKHOM KBAJIM®PUKAIIMOHHOM PABOTHI

00vém u cmpykmypa 6vinycKHOU KeAnuuKayuoHHoi padomul

BKP mo nanpasnenuto moarorosku 46.03.02 JfokymeHTOBEACHUE U apXHUBO-
BEJICHHE B OOIIEM CITydae JOJKHA COCTOSITh U3 TEKCTOBOW YacTH (TIOSCHUTEIHHON
3aMKMCKHU) U MPUIIOKEHUN.

Pexomennmyemsbrii 006éM TekcTOBOM "actu BP cocraBmser 50—60 cTpanu,
JP — 70-90 crpanur (6e3 yuéta mpuiIoKeHHUH ).

BKP nomxkHa conepkaTh ClIeyIOINe OCHOBHBIE 3JIEMEHTHI:

— TUTYJIBHBIN JIUCT;

— COJIep KaHHUE;

— BBEJICHHC,

— OCHOBHasl 4yacTh (TJ1aBbl, maparpadsbl, BBIBOJIbI 10 TJIaBam);

— 3aKJIFOUYEHHE;

— CITUCOK UCIOJIb30BAaHHBIX UCTOYHUKOB;

— TIPUIIOKEHUSI.

OTaenbHO K paboTe MOAIINBAIOTCS:

— 3asanne Ha BeInojiHeHue BKP;

— pedepar;

— OT3BIB PYKOBOJUTEIIS;

— CD-muck ¢ anektponnbiMu Bepcusimu BKP, pedepara u goxmana Ha 3a-
IINATE, & TAK)KE MTPE3CHTAIINEN.

Oobuwgue mpebdosanusn k ogpopmnenuio BKP

TekcroBas vacte BKP BbINONHSETCA ¢ HCNIONB30BAHUEM KOMIBIOTEPA U
pUHTEPA HA OJHOU CTOpPOHE JHcTa Oeno Oymaru hopmata A4 mpudTom 4€pHO-
ro 1seta. Pazmepsn! noneii: mpaBoe — 10 mm, BepxHee u HkHee — 20 MM; JIeBoE —
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30 mMm. BripaBHHBaHKE TeKcTa 1Mo mmpuHe. A63anHbiid oTeTyn — 12,5 mm. Mexny-
CTPOYHBIA MHTEPBAJl — MOJYTOPHBIN. MHTEepBaibl Mexay ab3alaMyd HE HCIOJb30-
BaTh.

Hauepranue mpudra — Times New Roman. Pa3mep mpudTa TeKCTOBOI Ya-
ctu —14 xr. B Tabnumax gomyckaercst ucnoiab3oBaTh mWpudT 11-12 xr. Beigenenus
MOJTY>KUPHBIM HIPU(TOM B TEKCTE paOOThI UCIIONIB3YIOTCS TOJBKO JJI HAMMCAHUs
3aroJIOBKOB CTPYKTYPHBIX 2JIEMEHTOB PabOTHI:

— COAEP/KAHHUE,

— BBEJIEHUE,

—T'JIABA 1. 3ATOJIOBOK,

—1.1. 3aroJioBoK,

— BBIBO/IbI 11O I'JIABE 1,

- 3AK/JIIOYEHHUE,

— CIIUCOK UCHIOJIB30OBAHHBIX NICTOYHUKOB,

— MMPUJIOKEHMUSL.

Touku B KOHIIE 3ar0JIOBKOB HE CTaBsTCs. TOUKOM pa3lensitorcss TOJIbKO HY-
MEpAaIMOHHBIN U cMBICI0BOM 3aroJioBku rias: 'JIABA 1. 3SAI'OJIOBOK.

B conepxanuu HanmeHoBaHus 35eMeHTOB BKP nuiryTcst o0braHbIM mIpud-
TOM, C COXpaHEHHEM HAIMCAaHUSI COOTBETCTBYIONINX 3ar0J0OBKOB MPOTHCHBIMU HIIH
CTPOYHBIMH OYKBaMHU:

— BBEJIEHUE,

—T'JIABA 1. 3AT'OJIOBOK,

—1.1. 3aronoBoK,

— BBIBOJIbI TTO T'JIABE 1,

— 3AKJIFOUEHUE,

— CIIMCOK UCIOJIb30OBAHHbBIX NCTOYHUKOB,

— [TPUJIOXXEHU .

Jljis akIieHTHpOBaHMsI BHUMAHUS Ha KIFOUEBBIX CJIOBAaX BBEJIEHUS UCIOJB3Y-
€TCSI KYPCHUB: AKmMyalbHOCHb, Yellb, 00beKm, npeomen, 3a0adu, Memoowl, 6aza uc-
cnedosarnus. Be€ octanbHOE meyaTaeTcsi OOBIYHBIM MIPUPTOM.

Crpanuiel HymepyroTcst apabckumu Iudpamu 0e3 3HAKOB NPETMHAHMS,
CKBO3HOM HyMepalfeil mo Bcemy TeKCTy paboTsl. Homep cTpaHuIlbl CTaBUTCS B
LEHTPE HIDKHEN YacTH JUCTa. TUTYIBHBIN JIUCT BKIKOYAIOT B OOLIYI0O HyMEpaIHIo
ctpanul BKP, Ho HOMep Ha HEM He mpocraBisaoT. Hymepanus HaumHaercs ¢ co-
JepKaHus — CTpaHuua 2.

C HOBOW CTpaHUIIBI MMEUATAIOTCS COJIEpPIKaHUe, BBEJICHUE, TTIaBbI, 3aKI0Ye-
HUE, CIIUCOK UCTOYHUKOB, puiioxkeHus. [lepen kaxapiv naparpadomM u BEIBOJaMU
10 TJaBaM pa3pbIB CTpaHUI] He Aenaercs. He momyckaroTcsi 3arojioBKd, OTOpBaH-
HBIE OT COOTBETCTBYIOIIETO 3JIEMEHTA (BUCSIYUE 3aTOJIOBKH).
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[Tpu Bemmonnennn BKP nHeoOxoaumo coOmoaath paBHOMEPHYIO IIIOTHOCTD,
KOHTPAaCTHOCTh M YETKOCTh IeYaTH 1o Bce padote. OnedyaTrku, ONUCKU U rpadu-
YecKHUe HETOYHOCTH, OOHapyXeHHbIE B mpouecce noaroroBku BKP, nomyckaercs
UCIPABIIATh MMOAYMCTKON WM 3aKpallliBaHWEM Oeloi KpacKOW M HaHECEHUEM Ha
TOM K€ MECTE HCIIPABJIEHHOTO TEKCTa WJIM MHOTO Ipaduyeckoro oObeKTa Mariu-
HOMMUCHBIM CIIOCOOOM MJIM YEPHBIMHU YE€pPHUJIAMH, MACTOM WM TYLIbIO — PYKOIHKC-
HbIM crniocoooM. IloBpexnenus muctoB BKP, momapku u cienbl HEMOJHOCTHEO
yIaaEHHOTO MPEKHEro TeKCTa WM MHOTO rpaduieckoro o0beKTa He JOMyCKatoT-
csl.

Dopmuposanue BKP

Breimyckauk caa€t paboty Ha kKadeapy He MO3AHEE IBYX HENEb /10 3alUTh
B YKOMILJIEKTOBAHHOM B COOTBETCTBUU CO CJIEYIOIIMMH TPEOOBAHUSAMU BUJIE:

— Bcee muctel BKP, Bkitouas npunoxeHust, JOKHBI ObITh NOJIIUTHI B MaIl-
Ky-CKOPOCILHMBATEIb C TBEPAOH 0OI0XKKOIA.

— He nonyckaercs BkiaasiBanue crpanull BKP B minacTukoBbie aiibl.

— He monmyckaercst HCIIOIb30BAHUE TAIIKHU C 32KUMOM.

— CD-nuck ¢ 00J0KKOH, Ha KOTOPO B YMEHBIIICHHOM BHJIE TyOIHpyeTCs
TUTYJIbHBIN JINCT BKP, BKitanpiBaeTcss B MATKUH TJIACTUKOBBIM KOHBEPT U 3aKpEIl-
JISI€TCS B MAIIKE Iepe]l TUTYJIbHBIM JuctoM BKP.

— JlokymenTtsl, npuknaasiBaembie Kk BKP, (3amanne na Boimonnenue BKP,
pedepat, OT3bIB PyKOBOJUTENS, PELIEH3M) BKJIAIBIBAIOTCS B YKA3aHHOM IOPSIIKE B
OJIMH TUIACTUKOBBIN (paiijl, KOTOPBIN 3aKPEIUISIETCS B MAIKe MOCJI€ TUTYJIBHOTO JIH-
cta BKP.

Odhopmnenue u cooeprcanue cmpykmypuix snemenmose BKP

Odropmnenue mumynvnozo 1ucma BKP
TutynpHbIl mHcT odopmiigeTcss B cooTBeTcTBUM ¢ TpeboBaHusiMu CMK-O-

CMI'TY-36-16 «Boimycknast kBanuduKamuoHHas paboTa: CTPYKTypa, COAepiKa-
HUE, OOITNE MPaBUIIa BHITIOJIHEHUS U O(hOPMIICHHUSD .

TuryneHblii UCT — 310 nepBbid Juct BKP, comepxkammii cieayromryro
uH(OpMAIMIO, OCHOBHAS YacTh KOTOPOH OQOpMIISETCS B TEYaTHOM BHIE (CM.
oOpa3selr), a 4acThb — BIIMUCBHIBACTCA OT PYKH TEMHU WM WHBIMH ydYaCTHUKAMHU
MIPOLICTYPHI 3aTUTHI:

— MOJIHOC HAMMCHOBAHHE 00PA30BATEIBHOIO YIPEHKICHHS, BKIIOYAs yIPEAUTCIIS:
MHWHHUCTEPCTBO OBPA30OBAHMA 1 HAYKH POCCUNCKOU ®EJIE-

PALTUU
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®EJIEPAJILHOE 'OCY JAPCTBEHHOE BIO/)KETHOE OBPA3BOBA-
TEJILHOE YUPEXXJIEHME BBICLIEI'O OBPA3SOBAHNS
«MATHUTOI'OPCKUM T'OCYJAPCTBEHHbBIN TEXHUYECKUM YHU-
BEPCUTET UM. 1. HOCOBA;
— Ha3BaHWE MHCTUTYTa: NHCTUTYT ryMaHUTapHOTO 00Opa30BaHUs;
— Ha3BaHME BbIMycKaromen kadenpsl: Kadenpa commonoruu, TOKyMEHTOBE-
JCHUA 1 apXI/IBOBCI[eHI/IH;

— HampaBlIeHHe MOoAroTOBKH (M OaxamaBpoB) 46.03.02 JlokymeHTOBEACHHE U
apXuBOBeJieHHe Tpoduiab (Ha TUTYJIBHOM JIMCTE OakajdaBpPCKOW paboThI):
JIoKyMEeHTOBEICHHE U IOKYMEHTAIIMOHHOE 00EeCTICUeHHE YITPaBICHUS
— JIOMyCK K 3ammre oQopMisieTcss BH30M 3aBEAYIOIIETO BbIMTyCKaroen
kadenpoit. Iloamuch W Jata BOMCHIBAIOTCS 3aBEAYIOIIMM OT PYKH TOCIE
COTJIACOBaHUSI PabOThl C PYKOBOJUTENEM, KOHCYJIbTAHTAMH W MPOXOXKICHUS
HOpMOKOHTpoJia (3a 10 nHeit no 3ammTel). Eciou 3aBenyronuii kadenpoit cauraer
HEBO3MOXHBIM jaonyctuTh BKP k 3ammure, 3TOT BOmpoc paccMmaTpuBaeTcs Ha
3aceaHnd Kadeapsl ¢ o0s3arenbHbIM yyactueM pykoBoautens BKP. [Iportokon
3aceaHus MPEJCTABIIACTCS HA YTBEPKIACHUE TUPEKTOPY UHCTUTYTA,
— o0o3nauenue Busa pabotel: BAKAJIABPCKAS PABOTA (1151 6akanaBpoB);
— HOPMOKOHTPOJIb, MPOCTABIACTCS PYKOBOJIUTENIEM OT PYKH MOCIE CAa4d Ha
Kadeapy roroBod pabOThI, TpouIeAlied ero (3a JABe Hemenu 10 3amuThl). [lpu
o(OpPMJICHUU THUTYJIBHOTO JINCTA CTYIEHT MOJDKEH OCTAaBHTh IYyCTYIO CTPOUKY.
[udp BKP cocTout u3 crienyronmx 3J€MEHTOB, pa3AeIEHHBIX TOUKAMU:

1) unpexc ¢opmbr odyuenusi: O — ounass, OC — ouHas cokpamHHas, 3 —

3aouHas, 3C — 3a04Has cokpameHHas, O3 — O4HO-3a04Has;

2) wuHaekc uHeTuTyTa: Nd;

3) mmdp HanpaBIECHUS TOATOTOBKH WK crieranibHocT 46.03.02;

4) apxuWBHBIH HOMEp (MPUCBaMBAETCs BBIMTyCKAOIIEH Kadeapoi);

5) unngexc BKP: BP — GakanaBpckas pabora, [P — auriomHas paboTa;

6) rox 3amuThI: 0003HAYACTCS ABYMS LIH(PPAMU;

7) Bux gokymeHta: [13 — mosiCHUTENbHAS 3aMKUCKa;
— (Qamunus, UMs, OTYECTBO CTYJIEHTA MOJHOCTHIO. YKa3bIBACTCSA B POJAUTEIHHOM
nazexe (paboma kozo?);
— Tema paboThI: TeYaTacTCs 3arjJaBHBIMUA OyKBaMU 0€3 BBIACICHUS MOy KUPHBIM
mpudTom, 6€3 KaBbIUEK;
— cocTraB 0akaJaBpCKOW/ IUITOMHOW pabOThI: YKa3bIBACTCS KOJIMYECTBO CTPAHUIL
B TEKCTOBOM YacCTH padOTHI M KOJIMYECTBO JINCTOB B MPUJIOKEHNUU;
— BHU3a PYKOBOAWTENS BKIIOYACT: TOJNUCH, NaTy, (aMUIUI0 W WHHUIUAJIBI,
TOJDKHOCTE  (npocgheccop, ooyenm, cmapuwiuii npenooasamenvb Kagpeopsr [[uA),
VUEHYIO CTENEeHb (0oKmop unu KaHouoam neodazo2udeckux, @OuiolocudecKux,
Gunocogckux unu op. Hayx), ya€Hoe 3Banue (npogeccop, ooyenm). ndopmarus,
KpOME TIOJIUCH M JaThl, BICYATHIBACTCS MPH OGOPMIICHUH TUTYJIHHOTO JIMCTA.
PykoBonuTtenb CTaBUT MNOANKMCh Ha TUTYJbHOM JsHcTe rotoBod BKP mocrne
OTMETKH HOPMOKOHTPOJIEPA (32 ABE HEJIENHU J0 3alIUTHhI);
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— BH3a KOHCYJIbTaHTa 0(hOpMIIETCS B TOM Cllydae, €cliid AJisi HalmucaHus padoThl
opuManbHO OBLIM HAa3HAUYEHbl KOHCYJNbTAaHThl. OdopmiisseTcss UACHTUYHO BU3E
pykoBoguTensa. EcnM KOHCyNbTaHTBl HE Ha3HA4YaluCh, 3Ta HHQOpMalMs C
TUTYJIBHOTO JIUCTA YJAJISETCS;
— BHM3a PELECH3EHTAa YKa3bIBACTCS HA TUTYJBHBIX JIMCTaX TOJIBKO JUINIOMHBIX
pabort cneruanuctoB. OQopMIIsieTCs UASHTUYHO BU3E PYKOBOIUTEIS;
— OTMETKA HOPMOKOHTPOJEpPA IPOCTABIAETCS B XOJA€ IPOLEAYpPHl AOIMyCKa
pabotel k 3amute. Ilognuce, nara, GaMuiauss ¥ MHULUAIBI HOPMOKOHTPOJEpPA
BIIMCBIBAIOTCS OT PYKHU HE MO3/IHEE YEM 3a JIBE HEJIEIM 10 3alUThI;
— MOANHUCH CTyJIEHTa M Jara caadud padoTel Ha Kadenapy (3a ABE HEIEIH [0
3aIUTHI) POCTABJISIFOTCS OT PYKHU.

TUTYABHBINA JIUCT HE HYMEpPYeTCs, HO BKJIIOYAETCS B 00IIEe KOJUYECTBO

CTpaHHUII.
OO0pazel; TUTYJIBHOTO JIMCTa OakalaBpCKOM paboTel  nmaétcs B
[Tpunoxenun b;  oOpaszeny THUTYJIBHOTO JIUCTa JUIUIOMHOW  pabOThl — B

[Tpunoxenuu B.

Odopmnenue cooeprrcanus BKP

Copnepxxanne BKP Bkitouaer B ce0si TOUHOE Ha3BAHHME BCEX CTPYKTYPHBIX
AJIEMEHTOB pabOTHI, 32 UCKIIOYCHHEM TUTYJIHHOTO JIUCTA U COJECpPKaHUs, C yKaza-
HUEM CTpaHULbl, Ha KOTOPOM HA4YMHAETCS JaHHBIM dJIEMEHT. B coxepkanuun
HauMeHoBaHus 351eMeHTOB BKP nuiryTcst oObI4HbIM (HE TOJTY>KMPHBIM) LIPUPTOM,
C COXpaHEHHEM HAaIMCaHUS COOTBETCTBYIOIMX 3aroJIOBKOB IMPONUCHBIMHU WU
CTPOYHBIMH OyKBaMHU:

— BBE/JIEHUE,

—T'JIABA 1. 3AT'OJIOBOK,

— 1.1. 3aronoBok,

— BBIBO/IBI ITO I'JIABE 1,

— 3AKJIIOYEHUE,

— CIIMCOK UCIOJIb30BAHHbBIX NCTOYHUKOB,

— [TPUJIOXXEHU .

O6pazern opopmiuenus conepxanust BKP npencrasnen B [punoxennn I

Conepxxanne BKP pekomenayercst ohopMisTh aBTOMAaTHUECKH C HCTIOIB30-
BaHUEM COOTBETCTBYIOIIMX QyHKIMI nporpammel MS Office Word.

Cooepoicanue u ogpopmnenue eeedenus BKP
Bo BBenmenuu QopmynupyroTcs CheAyroIme OOs3aTENbHBIC SJIEMEHTHI

OIMNCaHMA UCCIICAOBaHUA:
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1. Axkmyanvnocms memvi UCce008anus’ ONPENETAECTCS U OMUCHIBACTCSA HA
OCHOBAHUU:

— COOTBETCTBUS TEMBI TOCYIaPCTBEHHOMY U PETHOHAIILHOMY 3aKa3y, TO €CTh
TEM UJEAM U TOJIOKEHUIM, KOTOPBIE 3aJI0’KEHBI B 3aKOHAX, MOJIOXKEHUAX, YKa3ax,
MOCTAHOBJICHUSIX Y PEKOMEHJIalUX, pa3padaTbiBAEMbIX OpraHaMH rocyAapCTBEH-
HOM BJIACTH;

— CTENeHU Pa3pabOTaHHOCTH TEMbI B HAYYHBIX HCCIICOBAHUSX;

— coctostHus npakTuku IOV u e€ morpedHOCTH B pa3penieHuH BOIPOCOB,
coctapistonmx teMmy BKP.

2. Kparkuii o030p nuTeparypbl Mo TeMe HcciefoBaHus. Bo BBeneHUH
JOJDKHBI  OBITh  Ha3BaHbl (aMIJIMM  HCCIIEIOBATENIe, pa3padaThIBAIOIINX
MOJIOKEHUSI, CBsi3aHHbIe ¢ Temon BKP, a Takke OCHOBHbIE HOPMATHUBHBIE AKTHI,
HMMEIOIIME OTHOIIICHUE K MPOOJIeMaTUKE UCCIIeI0BaHUS.

3. OneHka CTeNeHU TEOPETUUECKON pa3pabOTaHHOCTH MPOOJIEMbI, KOTOpast
JleJlaeTCsd Ha OCHOBAaHMM 0030pa auTepaTypbl. Kak mpaBuio, CTYIEHT JOJIKEH
NPUHATH K BBIBOAY O HEJOCTATOYHOCTH pa3pabOTKH JaHHOM TEMbI HIH O
HEPEIIEHHOCTU CIIOPHBIX BOIMPOCOB, YTO U CIYKHUT OCHOBAHUEM JIJISI TIPOBEICHUSA
JUTIIOMHOTO / 0aKaaaBpCKOTO MCCISAOBAHUS.

4. dopMynupOBKa L€ UCCIICIOBAHMUS.

[lenb xak mpeABUIICHUE PE3yiibTaTa UCCIIECNOBaHUS Bceraa GopMyIupyeTcs
B MMO3UTUBHOU (JOpME MOBECTBOBATEIHHOTO MPEAJIOKEHUSI, KaK MPABUIIO, C TIOMO-
IIBI0 OTTJIArOJIbHBIX CYIIECTBUTEIBHBIX: UCCIe008aHUe, pa3pabomKa, 8bisasleHUe,
obocnosanue, onpeodenenue u ap. Hanpumep, tema «JlokyMEHTUpOBaHHE JEATEIIb-
HOCTH KaJpOBOW CITYy>KOBI M HAIpPaBJICHUE €TI0 COBEPIICHCTBOBAHMS Ha IpUMEpE
00O «Bopokanai», r. MarHuToropck» IpearnojaraetT CIeAYIUIyIo 1eib: cosep-
WeHCMB0BaHUe OOKYMEHMUPOBAHUSL OesmenbHocmu  Kaoposotl ciayaxcovl OO0
«Boookanany.

5. XapakTepuctuka oovexma u npeomema UCCIeI0BaHUs.

Ob6vexm UCCeOBaHUs — 3TO HAYYHOE WJIM MPAKTUYECKOE MPOCTPAHCTBO, B
paMKax KOTOporo BeAETcsi uccienoBanue. HayuHoe mpocTpaHCTBO — 3TO TEOpHs,
YUYEHUE WM KOHUEMLHNS, ONMPEAEISIoNINe Xapakrep ucciuenoBanus. [Ipakruueckoe
MPOCTPAHCTBO — AITO KOHKPETHBIE MPOLIECCHI WM CUTYyalluH, CBSI3aHHBIE CO cde-
poit moxymeHToBeneHus, apxuBoBeAcHUs, JJOY. OObEeKT uccienoBanus omnpese-
JISIeT YCJIOBUS, B KOTOPBIX OYJET JOCTUTAThCS 1ETIb.

[Tpumep dopmynupoBku oObekTa uccienoBanus BKP na temy «/lokymen-
TUPOBAHHE JCATEILHOCTH KaJApPOBOU CIIYKObI M HAIpPaBJIEHUE €r0 COBEPIIECHCTBO-

! Bo Beenennn BKP cnoBa, koTopble B 1aHHOM pasjene BBIIEICHBI KYpPCUBOM (aKmMyanbHOCHb

membl UCCTe08aHUs, 00beKm, npeoment, yeavb, 3a0ayu, Memoovl, MaAmepuanr, nPaAKMULecKas
3HAUUMOCMb), TAK)KE TOJKHBI OBITh BBIZCICHBI KypcBOM. HyMepoBaTh 1aHHBIC 3JIEMEHTHI BO BBEIACHHUU
(xpome 3a7a4) HE HYKHO.
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Banusi Ha npumepe OO0 «Bomokanan», r. MarHUTOrOpcK»: OOKYMeHmMuposaHue
O0essimenbHOCU KAOPOBOU CLYHCObL.

IIpeomem wuccneqoBaHUsl — 3TO Ta YacThb OOBEKTa MCCIEIOBAHUS, KOTOpas
MOJJICKUT CHEIUATBbHOMY U3YYEHHUIO U, BO3MOXHO, IpeoOpa3zoBanuio. Mm crano-
BUTCS «CJTa00€ 3BEHO», KOTOPOE OOHAPYXKMBAETCS YK€ B MPOTHBOPECUUH, 3aTEM
CTAaHOBUTCS TPOOJIEMON 1, HAKOHEI, BXOJUT B IIEJTh.

[Tpumep GopMyTUPOBKH MPEAMETA UCCICTOBAHUS: NYMU COBEPULEHCMBOBA-
HUSL OOKYMEHMUPOBAHUS YNPAGIeHUs 0essmelbHOCMbl0 Kaoposou ciyicobt OO0
«Boooxanany.

6. ®opmynupoBka u 3adau BKP.
3aoauu uccnenoBaHus SIBISIIOTCA ONEPAIUsIMU MO JTOCTUKEHUIO eI, MO/I-

HeasiMu. 3a/ladyu €CTh CTYINEHU MOMCKA U MOTOMY BBIJIEISIOTCS B COOTBETCTBUH C
€ro JIOTUKOH. 3amayu, Kak MPaBUIO0, (GOPMYIHPYIOTCS 4Yepe3 HEeOomnpeaeaEHHYIO
dbopmy rnarosia (MHPUHUTHUB): npoBecmU, U3YUUMb, 0000WUMb, pa3pabomams.

[Ipu BBIpa®OTKE 3a7a4 HAMO MMOMHHUTH, YTO HHM OJIHA M3 HUX HE MOXKET IO-
BTOPSITH 11eJIb WK ObITh IHpe nenu. Llens gocturaercs yepes pelieHue 3ajaad, a
MOTOMY Ka)K/1asi MOCTaBJICHHAs 3aja4ya JOJHKHA B CBOEM PELIEHUU MPOJABUTATH HC-
CJIEIOBAHHUE K 1I€JIM U B CyMME CBOEH COOTBETCTBOBATH CHA.

B BKP nomxHuo ObITh chopmynmpoBaHo u pemieHo 4—6 3amad. Kak npasuio,
KOJIMYECTBO 3a7a4 COBITAQJACT C KOJMYECTBOM MaparpadoB, T. K. B KaXIOM Tapa-
rpade pemaerca ojaHa 3agava. Tak, B pabore Ha Temy «/lokyMeHTHpOBaHuUE Jes-
TEJIBLHOCTH KaIpPOBOW CITy>KOBI ¥ HaIlpaBJICHUE €r0 COBEPIIICHCTBOBAHUS HA TIPUMeE-
pe OO0 «Bogokanam», T. MarHuTOropcK» MOTyT OBITh TTOCTABJICHBI CIEAYIOIINE
3a/lauu:

1. H3yuums 3axono0amenvuylo u HOPMAMUBHO-MEMOOUYecKyio 0a3y

OOKYMEHMUPOBAHUS 0eSTMEbHOCIU KAOPOBOIL CILYHCObL OP2AHUZAYULL.

2. Ocywecmsumsv ananuz oesmenbHocmu Kaoposou cayaicovr 000

«Boookanany u ocobennocmeii e€ 00OKyMeHMUpoBanusi.

3. Pazpabomams pexomeHOayuu nO COBEPUIEHCNBOBAHUIO OOKYMEH-
mupoganus dessmenbHocmu Kaopogot cayaicovt OO0 «Boookanany.

4. Paspabomams npoekmuvl 0OAHCHOCMHOU UHCMPYKYUL COMPYOHUKO8
cyacowl kaopoe OO0 «Boookarnany.

5. Paspabomamuw [lonosicenue o xaopoeotui ciyacoe u Mncmpykyuio no

Kaopo8omy 0eionpou38o0cmay

6. Ilepeuncnenne memodos, ¢ TOMOUIBIO KOTOPBIX  PELIAIOTCA
IIOCTABJICHHBIC 33/1a4U.

MemooOwr ncciaenoBaHusl  ONPEAEISAIOTCS KOHKPETHO IOCTaBIECHHBIMU
3agayaMu. 1 paspemeHus KaxIoi U3 HUX TpeOyroTcs ocoOble MeToabl. Eciu
peub uAeT o0 M3yuYEeHUH TEOPHM BOMIPOCA, TO HYKHbl TEOPETUUYECKHE METOJIBI,
HanpuUMep KpUTUYECKUH, CUCTEMHBIH M Apyrue BUIbl aHalu3a, 00O0OIIeHHE,
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MOJICJIMPOBAHUE U T. 1. Eciin ke peub UAET O MPAKTUKE, TO HY>KHbI SMIUPUYECKUE
METOJIbl: HAOJIIOJICHUE, W3YYEHHE MPOAYKTOB MAESITEIBHOCTH M JOKYMEHTalluH,
HKCIIEPUMEHT, PA3JIUYHbIE BHJIbI ONPOCOB M T.J. Oco00 BBIAEIAIOTCS METO/BI
00paOOTKU TONYYEHHBIX JaHHBIX — KOHKPETHBIX (PaKTOB MU CTATUCTHYECKHUX
nokazareneid. [103ToMy BBLAENSAIOT METOJIbl KAUECTBEHHOTO M KOJMYECTBEHHOTO,
TO €CThb CTaTUCTUYECKOrO aHanu3a. CTaTUCTUYECKHME METOJBl AHAIN3A — 3TO
METO/Ibl MATEMaTUYECKOIO ONMCAHUS N3YYaEMbIX SBJICHUHN, KAUECTBEHHbBIE METObI
aHaJIM3a — METObI MOHATUHHOTO OMHMCAHMS.

7. XapakTepucTuKa 6asvl U Mamepuana NCCiIeI0BaHu,.

bazou nccnenoBanuss MOXeT ObITh OpraHU3alUs JIFOOOW OpraHU3alMOHHO-
paBoBOM (HOPMBI WIIM CTPYKTYpPHOE IMOJApa3eleHne opraHusanuu. Bo BBeqeHUN
JOJDKHO OBITh MPUBEIEHO IIOJHOE TOYHOE HA3BAHHME OpraHU3alMM WU €€
CTPYKTYPHOTO MOAPA3ACIICHHUS.

Mamepuanom uccnenoanus B BKP B 3aBucumMoctu OT T€éMbl MOTyT OBITh
JOKYMEHTBI, (YHKIMOHUPYIOIME B JACSITEIBHOCTU Pa3JIMYHBIX OpraHU3alMM,
IIPOLIECCHl  TOKYMEHTUPOBAHUS JEATEIBbHOCTH OpraHU3allid B  LEJIOM, €€
CTPYKTYPHOTO ITOAPA3ACIICHNS WK COTPYAHUKOB U T. [I.

8. O60CHOBaHUE NPAKMUUECKOU 3HAYUMOCU UCCIICIOBAHMUS.

Pe3ynbTaThl QUMIIOMHONW palbOThl JODKHBI MMETh MPAKTHUYECKYIO 3HAYU-
MOCTb, TO €CTh JOJKHA ObITh BO3MOKHOCTh X UCMOJIb30BaHus B paktuke JJOY.

9. Onucanue cTpyKTyphl padoThl. Bo BBeieHNU TOKHA OBIThH JJaHA KpaTKas
Y TOYHAS XapaKTEPUCTUKA CTPYKTYPhI pabOTHI: CIEAYEeT HE TOJIbKO yKa3aThb KOJIH-
YECTBO IJ1aB, HAJTMYUE BBEJCHUS U 3aKJIFOYEHHUS], HO U OCBETUThH BOIPOCHI, KOTOPbIE
paccMaTpHUBAIOTCS B KaXXIOW M3 TJIaB, U MPUIIOKEHHUS, pa3padOTaHHbIE aBTOPOM
BKP B xozne €€ Hanucanus.

BBenenune HaumHaeTCsl ¢ HOBOM CTPaHHUILBI.

3aronoBok pazgena (BBEJAEHHME) numercs 3aryiaBHbIMH OyKBaMu
NOJIY)KUPHBIM IIPU(PTOM, BbIpaBHHMBaeTcs Mo ueHTpy. Ilocne 3arosmoBka mepen
TEKCTOM JENAETCS OJWH MOJYyTOPHBIA MEKCTPOYHBIN UHTEPBAJL.

OO0BEM BBEJIEHUS COCTABIISIET 3—5 CTpaHUIL.

Cooepoicanue u opopmnenue 2nae u napazpagoe BKP
CrpykrypHo BKP nomxHa coCTOSTh U3 ABYX WIM TPEX IJ1aB, KaXAas U3 KO-

TOPBIX BKJIIOYAET B ce€0s 1O JBa WM TpH naparpada, mpuOIn3uTeIbHO PaBHBIX 110
o0bemy. Jlomyctumslii 00beM maparpada He meHee 6—7 crpanuil. Kaxmas riaBa
JOJKHA 3aKaHYMBATHCS BBIBOAAMU. | J1aBbl HAUMHAIOTCS] C HOBOM CTPaHUIIBI.

3aroyioBKM riaB COCTOAT U3 HYMEPALMOHHOIO U TEMAaTHYECKOrO 3arojoBKa,
paznenéunbix Toukod (I'JIABA 1. 3AT'OJIOBOK). 3arosioBku riaB MHITYTCS
3arjJaBHbBIMU OyKBaMH TIONY>KUPHBIM IIPU(PTOM, BBIPABHHBAETCS 110 IEHTPY.
[Tocne 3aronoBka TJIaBbl MEPENl 3aroJIOBKOM IepBOro maparpada aenaercs oauH
ITOJIYTOPHBIM MEXCTPOYHBIN HHTEPBAI.
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Pa3peiB cTpanumel mepen maparpadaMu W BBIBOJIAMH IO TJIaBaM  HE
JIeNaroTcsA. 3arojOoBKM BTOPOTO M TpeThero mnaparpadoB, a TakKe 3arojIOBKH
BBIBOJIOB MO IJIaBaM OTJAENSAIOTCS OT TMPEAIIECTBYIOIIET0 TEKCTa JBYMS
MOJIyTOPHBIMU MEKCTPOUHBIMU HHTepBajiaMu. [Ipu 3TOM BHUCSYME 3aroJOBKU
(3aroJIoOBKM B HU3Y CTpaHUIIbI 0€3 TEKCTa) HEJAOMYCTHUMBI.

3aronoBku maparpadoB COCTOST U3 HYMEPAMOHHOTO W TEMAaTUYECKOTO
3arojioBKa, pa3lelEHHbIX TOYKOW. HymepanmoHHBII 3aroloBOK COCTOUT W3
apabckux nudp, pas3aenéHHbIX TOYKOM, MpHU 3TOM mepBas nudpa COOTBETCTBYET
HOMEPY TJaBbl, BTOpasi — HOMepy naparpada. 3arojoBku mnaparpadoB MHIIYTCS
CTPOYHBIMHU OYKBaMU MOJTY>KUPHBIM HipudToMm (1.1. 3arosioBok), BoIpaBHUBAIOTCS
no 1ueHtpy. Ilocine 3aronmoBka maparpada Tmepea TEKCTOM JellaeTcsd OJUH
ITOJTYTOPHBIM MEXCTPOYHBIA UHTEPBAI.

Texct kaxxaoro maparpada A0HKEH HauMHATHCS ¢ ab3ara-aHHOTAlluU, B KO-
TOPOM H3JIaraeTcs KpaTKoe COJEp)KaHUE TEKYIIETO pasjelia C HCIOIb30BaHHEM
cieayomux GopMyJIUpPOBOK: 8 OaHHOM napazpaghe paccmampusaemcs (uccieoy-
emcst, ananusupyemcs, 0606waemcs v np.). opMyIupoBKa BEIOUpAETCs ¢ yUETOM
3aJlayu, KOTOpas peliaeTcs B COOTBETCTBYIONIEM naparpade.

B TekcTe He AOMyCKarOTCs TOMOJHUTEIbHBIE 3aT0JIOBKU, OTCYTCTBYIOIIUE B
conepxkanuu. [Ipr HEOOXOAMMOCTH OMHUCATh YTO-TUO0O0 OTJAEIBHOE CIAEAYET JeNaTh
ATO MOCPEACTBOM CBA3HOTO M3JIokeHus. Hampumep, «Onuiiem tect, KOTOPbIA HC-
MOJIB3YET TaKOW-TO aBTOP AJISI TOTO-TO HIIU C IIETBIO0 TOTO-TO. ..).

BbIBO/IBI O TTIaBaM JIOJKHBI MPEACTABISATH COOOM KpaTKOe M3JI0KEHUE pe-
3yJbTAaTOB KCCJIEIOBAaHUS, OMMCAHHOTO B COOTBETCTBYIOIIEM pazjiene. TeKCT BbI-
BOJIOB I10 TJIaBaM MOXKET MEPEKIUKAThCS ¢ (OPMYITUPOBKaMU ab3arieB-aHHOTAIIUN
naparpadoB, BXOJSAIIUX B JaHHYIO TJIaBy, HO BBIBOJBI U3JIATAIOTCS Yepe3 KpaTKue
CTpaJaTeNbHble NPUYACTHUS: 6 OAHHOU 21a8e PAcCMOMpPEHbl (UCCIe008aHbl, NPO-
ananuzuposamsl, 0606wensvl, cgopmyauposanvl u 1p.). O6bEM BbIBOIOB — OT 0,5
1o 1 ctpaHulibI.

Cooepotcanue u oghpopmnenue 3axknwuenus BKP
B 3akmoueHuM MNOABOIATCS HUTOTM  MNPOBEACHHOTO  HMCCIEIOBaHUA,

00001Iat0TCSl OCHOBHBIE TEOPETUUECKHE TOJOKEHHS U I€TAI0TCs BBIBOJIBI, & TAKXKE
ONPENENSIIOTCA  BO3MOXXHOCTh M OCHOBHBIE  HAIlpaBJICHUS  JaJbHEHIIEro
UCCIIEOBaHMs MpoOaemMbl. B 3akimtodeHMM JOJDKHO OBITH IIOKa3aHO, 4TO BCE
3aJlayu, MOCTaBJICHHbIE BO BBEJCHUH, PEIICHBI U 11€JIb paOOThI IOCTUTHYTA.

3aKI0YeHUue HAYMHAETCS] C HOBOW CTPaHUIIBI.

3aronoBok paznena (BAKJIFOUYEHME) numercs 3ariaBHbIMH OyKBaMu
NOJTY>)KUPHBIM 1Ipu(dTOM, BBIpaBHUBaeTcs mo LeHTpy. llocnme 3aronoBka mepen
TEKCTOM JIE€NAETCS OJJUH MOJyTOPHBIM MEKCTPOYHBINA UHTEPBAJL.
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O0bEM 3aKimroueHus cocTaBisieT 1,52 cTpaHuIIbl.

Odghopmnenue cnucka ucnonv3oeannvlx ucmounukoe BKP
Jns BKP HOMUHAIBHBIM 00BEM HCIIOJIB30BAHHBIX HCTOYHHUKOB — HE MCHEE

50.

Cnmcok HCTOYHUKOB MPEACTABIISIET CO00I KOPPEeKTHOE OMOIHorpaguieckoe
ONMCAHUE BCEX MCTOYHHMKOB, UCITOJIB30BAHHBIX CTYIEHTOM Ipu noaroroske BKP,
B TOM YHCJIE U AJIEKTPOHHBIX. B criMcok 00s13aTe€IbHO BKIOYAIOT BCE IPOLUTHPO-
BaHHbIE B pab0OTE HCTOUYHUKH, a TAKKE T€ UICTOYHUKHU 110 TeME padOThl, KOTOPHIE HE
obLM iporuTUpoBanbl B BKP, HO n3yyanuce B xoze uccinenoBanus. Bee pamunmu
aBTOPOB, YIOMSIHYTbIE B TE€KCTE, JOJKHBI ObITh MPEACTABIEHBI B CIIUCKE HCIIOJIb-
30BAHHON U HUTUPYEMOM JIUTEPATYPHI.

HcrouHuku crieayeT pa3fenuTh Ha JABE TPYNNbl, NMPU 3TOM COXPAHUTH
CIUIOLIHYIO HyMEpalHUIo:

— HOpMAamueHvle UCMOYHUKU, TIE TNEPEeUUCISAIOTCS ONMyOJIMKOBAHHBIE U
HEOIyOJMKOBAaHHBIE JOKYMEHTBI, UMEIOIIME OTHOILLIEHUE K TEeME MCCIEeI0BaHus,
npuuéM  CHayaja  CleayeT  yKa3aTh  ONyOJIMKOBaHHbIE, a  3aTeM —
HEOIyOJMKOBaHHbIE HOPMAaTUBHbIE HCTOUYHUKH;

— KHU2U U cmambvu, TMOCBAIIEHHBIE TEME HUccienoBaHus. LlutupoBanue u
KOHCIIEKTUPOBAHHOE M3JI0’KEHHE TEKCTOB M3 YYEOHHMKOB HE Jomyckaercs. Bos-
MOXHO IIUTUPOBAHHE U3 aBTOPCKUX Y4YEOHBIX MOCOOUM, TO €CTh TE€X MOCOOHii, B
KOTOPBIX M3JI0’K€HA OpWUTHMHAIbHAs aBTOPCKas MO3WLUU IO PacCMAaTPUBAEMOMY
BOIIPOCY.

— UHMEPHEeM-UCTOYHUKU.

Hcrounnku HymMepyroTcs apaOCKuMu upamMu ¢ TOUKaMHu.

IIpu pa3MeleHnH B CIMCKE HOPMATUBHBIX UCTOYHUKOB CJIENYET YUUTHIBATH
UX IOPUAMYECKYIO CHIIY: OT (perepanbHbIX IO JIOKAJbHBIX HOPMATUBHBIX AKTOB.
[Ipu paBHOM cTaTyce HCTOYHUKOB MX B3aUMHOE PACIOJIOKEHHE ONMpPENeNsieTcs Mo
XpOHOJIOTUH WK adaBuTy. PekoMeHyeTcs cienyouui mopsiioK pacionoKeHus
HOPMATHUBHBIX aKTOB B CIIUCKE:

— MEXIyHapOJIHblE€ 3aKOHOJATEIbHBbIE aAKThI (npu  paBHOM cTaTyce
VCTOYHHKH PACIIONATAIOTCS TI0 XPOHOJIOTHH);

— Koncrurynus Poccuiickon ®enepanuu;

— KOZEKCHI (MpY paBHOM CTAaTyC€ UCTOUYHUKH pacrioiaraiTcs no andaBury);

— 3akoHbl P® (nmpu paBHOM cTaTyce MCTOYHUKUA paACIONArarTcs 110
XPOHOJIOTHUH);

— vyka3bl llpesunenta Poccuiickoit ®enepanuu (mpu paBHOM CTaTyce
VCTOYHUKH PACIIONIATAIOTCS TI0 XPOHOJIOTHUH);
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— aktbl [IpaButennbctBa Poccuiickoit ®denepanuu (Ipu paBHOM cCTaTyce
UCTOYHUKH PACIIONIATal0TCs TI0 XPOHOJIOTHH);

— aKThl MHUHHUCTEPCTB W BEJAOMCTB B MOCIEAOBATEIBHOCTU: TPUKA3HI,
MOCTaHOBJICHHUS, TIOJIOKEHHSI, HHCTPYKIIMM MUHUCTEPCTBA (MpU paBHOM CTaTyce
WCTOYHHUKH PaCIoJIaratoTcs Mo aipaBUTy), aKThl (TIPU PAaBHOM CTATyCE UCTOYHUKU
pacIojararTcs 1Mo XpOHOJIOTHH);

— 3akoHbl CcyOBbekTOB Poccuiickoil ®enepauuu (Ipy paBHOM CTaTyce
VCTOYHUKH PACIIOIATAIOTCS TI0 XPOHOJIOTHH);

— pelleHUs UHBIX TOCYJAApCTBEHHBIX OPraHOB U OPraHOB MECTHOTO
caMOYIIpaBJICHUS;

— JIOKQJIbHbIE HOPMATHBHBIE aKThI: YCTABBI, TOJIOKEHUS, THCTPYKIIMH U TIP.

Kauru u ctaThy pacmosararoTcsi B CIIUCKE MO angaBUTy.

DNEKTPOHHBIC BEPCHM HMCTOYHHUKOB PpPa3MEIIAIOTCS COOTBETCTBCHHO B
rpyIax HOPMAaTHBHBIX UICTOYHUKOB WJIM KHHT W CTaTeH C yKazaHWEM aBTopa (eciu
€CTh), IOJTHOTO Ha3BaHUS U PEKUMa JIOCTYTIA.

B rpynne HMHTEpHET-UCTOYHUKOB YKa3bIBAIOTCS Pa3JIMYHBIE CIPABOYHBIC
pecypcehl, pa3meniéHHble B ceTu HTepHeT.

W3nanust Ha  WHOCTPAHHBIX  s3bIKAX  TOMEMIAIOTCS B KOHIIE
COOTBETCTBYIOIICH I'PYIIBI HCTOYHUKOB B MTOPSIIKE JJATHHCKOTO ayipaBuTa.

Crynent B xone Hanucanuss BKP 00s3aTenbHO JOJDKEH UCIOIL30BaTh
yOJTUKAIMY TOCTCAHNX TISATH JICT.

bubmuorpaduueckoe omucaHue MUTHPYEMBIX HCTOYHUKOB JOHKHO COOT-
BerctBoBath 'OCT CUBU]] 7.1-2003 «bubnuorpaduueckas 3anuck. bubnuorpa-
buueckoe omucanue. OOMe TpeOOBAHUS U TpaBUjla COCTABIICHUS, BBEAEHHOMY
[Toctanosnenunem ['occranmapra Poccun ot 25 Hosiops 2003 ropa.

OO6O00IIEHHO TOCJIEIOBATEILHOCTh PACIOJIOKEHUSI OCHOBHBIX JJIEMEHTOB
OonbmuorpadUuecKoro OMHMCAaHUS HMCTOYHUKA MOXKHO TPEICTABHTH CIEAYIOIIAM
obOpazom:

®damunus U. O. aBTopa (uiu nepsoco asmopa u3 asmopcko2o KoIIeKmuea)
OcHoBHoe 3arnaBue. — wiu : Jlpyroe 3arnasue / CBenenus 06 aBTOpCTBE (aBTOPHI,
cocTaBUTENH, pefakTopsl) / HazBanue nokymeHnTta, cOOpHHKa, *KypHaja, Ta3eThl, B
KOTOPOM MOMEIIEHA COCTaBHasA 4acTb. — Mecto u3ganus: U3narensctBo, ['ox us-
nauus (kuuea). — I'omx w3manus. — Homep (orcypuan). — KonuuectBo crpanuiy (6
kHuee — 143 c.; cmpanuyvl, Ha Komopwvix nomewerna cocmaeuasn yacmes — C. 117—
125).

DNEKTPOHHBIC PECYPCHI OINMMCHIBAIOTCS B COOTBETCTBHH C TPEOOBAHUSIMU
I'OCT 7.82-2001 CHUBU]l «bubmuorpaduueckas 3ammch. bubmmorpaduyeckoe
OTHMCaHKE IEKTPOHHBIX pecypcoB. OOmue TpeOoBaHU U TTpaBUila COCTABICHUS.

CHHcoK UCTOB30BAaHHBIX HCTOYHUKOB HAYMHAETCSI C HOBOW CTPAHUITHI.
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3aroaoBoK paznena (CIIUCOK NCITOJBb30OBAHHBIX
NCTOYHUKOB) numiercs 3arjiaBHbIMA OyKBaMH TMOJY>KUPHBIM IIPUDTOM,
BbIpaBHUBaeTca 1o LeHTpy. [locie 3arosioBka mepen CIHMCKOM JeNlaeTcs OJUH
MOJIyTOPHBIN MEKCTPOUYHBIA HHTEPBAI.

OO6pa3zern ohopMIIeHHs CIUCKA MCTIOIb30BAHHBIX MCTOYHUKOB IMPEICTaBICH
B [Ipunoxenun /1.

Cooepircanue u ogpopmanenue npunoxcenus k BKP
[TpunoxxeHus: ohopMIISIOTCS KaK MpojobkeHrne TekcTtoBoit yactu BKP nHa

MOCJIEYIONINX €€ CTpaHMIIaX MO MpaBUjaM U (opMaM, YCTaHOBJICHHBIM JIEUCTBY-
IOLMMH CTaHJAPTAMM.

B npunoxxenun k BKP MoryT ObITh IIpecTaBIeHbl KOMUU aHATU3UPYEMbBIX
JIOKYMEHTOB, MTPOEKTHI WM KOIUU JOKYMEHTOB, pa3paO0OTaHHBIX CTYJEHTOM B XO-
ne BeinonHeHuss BKP, rpaduueckuii matepuan, He BKIIOYEHHBIM B TEKCT paOOTBHI.
Bce npuinoxeHus 10KHbI ObITh CBSA3aHbI C TEMOW U COACPKAHUEM HCCIIETOBAHUS.
KonndecTBO U cOCTaB NPHIIOKEHUI ONPEAENSETCS CTyI€HTOM I10 COTJIACOBAHUIO C
PYKOBOJUTENIEM, UCXO/1 UX CTIEUU(UKH UCCIIET0BAHUSI.

Kaxxioe npuiiokeHue T0HKHO HAYMHATBCSA ¢ HOBOTO JINCTAa U UMETh HyMe-
panmoHHblil u Temaruueckuit 3arojoBku. Cinoo «[IPUJIOZKEHHUE» u ero Oyk-
BEHHOE 0003HaueHUe (3ariiaBHble OyKBBI pyCCKOro ajipaBuTa, HaUMHAs ¢ A, 3a Uc-
KJIFOUeHUEM OYKB E, 3, 1, O, U, bl, 'b) pacnonararoT HaBepxy mocepearHe CTpa-
HUIIBI, @ IOl HUM YKa3bIBAIOT TEMATUYECKUU 3arojOBOK, KOTOPBIA MUIIYT TAKXKe
3arjaBHBIMU OyKBaMU, MOy XKUpHBIM mipudTom. [Ipu Brimtouenun B BKP 6omee 26
OpUIIOKEHUH 27-¢ U Cleyrolue MPUIoKeHUs: 0003HavaroTcs OyKBaMu JaTHHCKO-
ro andasuta 3a uckimouenruem O0ykB | u O. Eciu npunoxenuem k BKP ciayxut
KOIKS aHaJM3UPYyEeMOTro JOKyMeHTa, Hymepanuonnbiii 3arooBok (IMMPUJIOKE-
HUME Bb) moxer ObITh BOUCAH OT PyKH NEYaTHbIMH OyKBaMH YEpHUIIAMU YEPHOTO
1[BETA.

[Tpunoxenus BKP pacnonararor 1 HyMeEpyrOT B NOPSAKE CCHIJIOK HA HUX B
TEKCTe, MPUUYEM B TEKCTE 00s13aTEIBHO JTOJKHBI OBITH CCBUIKH HA BCE MPUITIOKEHHUS.

[IpunoxkeHus pacnojiararoTcsi Tak, YToObl UX MOKHO OBUIO paccMaTpuBaTh
6e3 moBopoTta BKP wiu ¢ omarM moBopotom Ha 90° 1Mo 4acoBO# CTpeiKe.

O6pazen opopmienus nprtoxenuss BKP nipeacrasnen B [Ipunoxennn E.

Ilpasuna oghpopmnenun 3nemenmos mexcma BKP
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Tpeboeanusa k azeiky BKP
BKP nomxna ObITh HamMcaHa HAayYHbIM CTUJIEM COBPEMEHHOTO PYCCKOTO

s3bika. B TexcTe paboThl He AomycKalTcs opdorpapuueckue, MyHKTyallMOHHbIE,
rpaMMaTHYECKHUE U JIp. OUTHOKHU.

B BKP He ucnosib3yroTca MECTOMMEHUS 5, Mou. B Tex cimydasix, Korjga cTy-
JICHT BBICKA3bIBAET CBOM MBICJIM, UCIIOJIB3YIOTCS MECTOMMEHUS Mbl, Hawi. Ecin 1ie-
PECKa3bIBACTCS TEKCT APYTOro aBTOPA, U3JI0KEHHBIM OT MEPBOIO JIMIA, TO BBICKA-
3bIBAHUE HEOOXOAMMO mepedpa3upoBaTh OT TPETHErO JHIA: HE A cuumaio / mbvl
cuumaem, a uccueoosamesnb cyumaen.

3anpemaroTcs IMYHbIE Ppa3bl PEKOMEHAATEIHHOIO WIH JI0KEHCTBYIOIIETO
XapakTepa, TaKhe Kak pyKogooumento ciedyem o0elamv, paOOmMHUKU OO0JIHCHb U
T. IL

Ogopmaenue ccolioKk Ha UCNOIb306AHHbBIE UCHOYHUKU
Oco6oro Baumanus npu opopmiiennn BKP TpeOytoT ccvtniku — yka3anus Ha

WCTOYHUKU TUTHPOBAHUS WM TIEpeladyd KOCBCHHOW pEYH, Ha HJIEH KaKHUX-JTHOO
aBTOPOB, Ha pPE3YyJIbTaThl MPOBEACHHBIX COLMOJIOTHYECKUX HUCCIEIOBAaHUN U T. II.
CchUIKM Ha UCTOYHHUKU MH(POpPMALUU 00s3aTENbHbBI, TAK KaK 3TO CBUIETEIHCTBYET
O KyJIbType HAy4YHOrOo TpyJla W SBISETCA IOKa3aTeleM €ro JTHUYHOCTH H
KOpPpeKTHOCTH. bubnuorpaduueckas cCbUIKa SBISETCS 4YacThIO CIPABOYHOTO
annapata BKP u coaepxut Oubnuorpaduyeckue CBEACHHUS O IUTHPYEMOM,
paccMaTpUBAEMOM HIJIM YIIOMHHAEMOM B TEKCTE UCCIICAOBAHMS HCTOYHHUKE.

3ampeniaercs Tak Ha3bIBAEMOE «CIIEMOE IUTHPOBAHUEY, TO €CTh U3JI0KCHHE
coJlep KaHMsl, OTACIBbHBIX IMOJOXKEHUN, MBICIEH, UIEH, TE3UCOB U3 PabOT APyrux
aBTOpOB 0e3 ykazanus ux damuiuu. JIF000H «4uyXOoi TEKCT» M3Jaraercs ¢ 00s3a-
TEJIBHBIM yKa3aHueM (pamuinu ero aBropa. [Ipu 5ToM MHUIIMATIBEI aBTOpa B TEKCTE
paboThI MUIIYyTCS TIepea (pamMunei.

Jonyckaetcst uTUpoBanue (B opme NpsIMOl peun) U mepesoxeHue (KoH-
CIEKT) TeKcTa (C HMCHOJIb30BaHUEM (OPMBI MPHUAATOYHOTO MPEUIOKEHUS WU
BBOJTHOTO 000pOTa TUNA: 1O MHEHUI0 MAKO020-MO UIU MAKUX-MO...; CO2NACHO NO-
3UyUU MaKo2o-mo Ul Maxkux-mo...; KaKk cuumaem (yKazvleéaem, ymeepaicoaem,
npeonazaen) maxkou-mo uiu KaK cCuumarom maxue-mo... u m. n.).

Ccpuikn opopmitsirorcst B cootBercTBUU ¢ I'OCT P 7.0.5-2008 «bubmmo-
rpadudeckas ccpuika. OOmue TpeOoBaHUS U TIPaBUIa COCTABICHUS.

[Ipu cchuTke B TEKCTE HAa MCTOYHUKH WH(POPMAIMH CIICTYET MPUBOIUTH WX
MOPSIIKOBBIC HOMEPA IO CIHCKY HCIIOJIb30BAHHBIX MCTOYHUKOB, 3aKIIOYEHHBIC B
KBaJIpaTHbIE CKOOKH, HAIPUMEP: «KAK YKA3aHO & (edepanvHom 3axone «O eocy-
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dapcmeennom szvike Poccutickoti  gedepayuuy  [17],..» WM «no MHeHuio
U. H. Ky3ueyosa [4],...». Ilpu BxioyeHun B TekcT BKP TouHOI 1mutatsl U3 uc-
MOJIb30BAaHHOTO MCTOYHMKA CIIEAYeT YKa3aTh HE TOJBKO HOMEpP UCTOYHUKA B CIIHC-
K€, HO U HOMEp CTpaHMIIbl, HA KOTOPOW HameyaTaHa JaHHas I[UTaTa, HalpuMep:
«Hacmosawuii cmanoapm obszamenen K NpUMEHEHUI0 8cemMu CmpYKMypPHuIMU HOO-
pasoeneHusmMu YHugepcumemad, OCyujeCmseisaouumu oo0pazosamenvuyto desimeisb-
HOCMb N0 OCHOBHBIM 00pazosamenvHuim npoepammam BIIOy [3, C. 3].

[Ipu 1BOMHOM HUTHPOBAHUM (HE MO OPUTMHATY) 00s13aTEIbHA CChUIKA HA aB-
Topa paboThI, B KOTOPOH HMCIIOJIb30BaHa M3JlaraeMmasi nmurata, Hanpumep: [Lut. mo
12, C. 56].

Ynompeonenue coxkpawenuii
B texcre BKP miis ymenbiieHus e€ 00b€Ma MOTYT OBITh UCIIOJIB30BAHBI CO-

Kkpawenus (rpadudecKkrue COKpaiieHus 1 abOpeBUaTypbl), HE 3aTPYyIHSIIONINE BOC-
npusitue cojaepxanusi. [Ipu nepBoM yrnoMUHaHUU JTOJKHO OBITH NMPUBENIEHO TOJI-
HO€ Ha3BaHUE C yKa3aHHEM B CKOOKax COKPAIIEHHOTO Ha3BaHMs WM abOpeBuaTy-
pBI, HalpUMEp: JOKYMeHmayuoHHoe obecnedenue ynpasienus ([OY), a npu mo-
CIIEYIOIINX YIIOMHUHAHMUSIX CIEAyeT yHmoTpeOsaTh cokparieHune. Hemp3s ymotpeo-
JISTh COKPAIEHUS B 3ar0JIOBKax W B Hadaje nmpeaiokeHus. CIIHMCOK UCIIOIb30BaH-
HBIX B paboTe COKpalieHui ¢ pacim@poBKON MPU UX 3HAYUTEIHHOM KOJUYECTBE
CJIeIyeT BKIFOUUTD B MPUIIOKEHUE K KypCOBOM padoTe.

PacmudpoBky abObpeBHaTyp M COKpAIllCHU, YCTAHOBJICHHBIX TOCY/1apCTBEH-
HBIMH CTaHJIAPTaMU W MPaBWIAMU PYCCKOW opdorpaduu, T0mycKaeTcss HE MPUBO-
nuth, Hanipumep: I OCT, OAQ, a. (200, 2copod), m. e. (mo ecmv) U 1Ip.

Ynompeonenue uucnumenvnvix
BaxxHbIM TexHu4yeckuM TpebOoBaHueM K Hanucanuro BKP sBnsercs

NIPABIJILHOC HAIMMCAHUE YHCIUTEIbHBIX.

OpnHo3HauHble (cocTosmue B mHUpoBOoM (opMe U3 OJHOTO 3HAKA)
KOJIMYECTBEHHBIC YHCIUTEIbHBIC TMUIITYTCS CIOBaMH, HANPUMED: 08¢ CMPAHUYbL
(He pexoMeHayeTcs 2 cmparuysl), KpoMe CiydaeB, KOTJa STH YHCIUTEIIbHbIC
ynoTpeOsieHsl ¢ eauHulaMu u3Mmepenus (%, ke, kM W Ap.) WIA B CTOST B
OJTHOPOTHOM PSITy C IPYTUMHU YUCITUTEIILHBIMHU.

KonudecTBeHHBIC YHCIHUTENIBHBIC, COCTOSAININE W3 HECKOJBKUX Iudp,
MUY TCS, KaK MpaBuiio, B iudpoBoit hopme, Harpumep: 12 345 pyoae.

[TopsinkoBBbIE YHCIUTENBHBIE THIIYTCS B CIOBECHOW WM OYyKBEHHO-
nudpoBoit popme: smopoti pazoen, 2-ii pazoei.

2 .
3H€CB " Jajaee HOMEpP COOTBETCTBYCT MOPAAKOBOMY HOMECPY UCTOYHHKA, BKIIFOYCHHOI'O B IIPUMEDP O(bOpMHeHI/ISI
CIIMCKa UCIIOJIb30BAHHBIX HCTOYHUKOB (HpI/IHO)KCHI/IC E)
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Odhopmnenue nepeuneil 6 mexkcme
B Tekct BKP MoryT ObITh BKIIFOUEHBI pa3inyHbic mepedHu (pparMeHT Tek-

CTa, COCTOSIIIMI M3 BBOJIHOM YacTH, CBUICTEIbCTBYIOIICH, YTO 3a HEW MOCIeayeT
NepeurciieHue SIBJICHUH, MPEAMETOB WM MPU3HAKOB (IJIEMEHTOB IMEPEUHs ), U U3
CaMUX 3THX JJICMEHTOB), KOTOPBIC OJDKHBI OBITH O(OPMIICHBI C YIETOM CIIEAYTO-
IIMX PEKOMEH AN,

[Ipu MCTONBE30BaHUM COCTABHBIX MEPEYHEH B JOKYMEHTaxX HE CIEIyeT W3-
JMIIHE UX YCJIOKHSTh: BBEICHHUE OOJIBIIOTO KOJIMYECTBA YPOBHEH UJICHEHUs 3a-
TPYJHSET BOCIPUsTHE UH(DOPMAIUY.

BbluieHsaTh ypOBEHb MEPEUHs] MOKHO JIUIIb NMPU HATUYUUW MHUHUMYM JBYX
AJIEMEHTOB JIAHHOTO YPOBHHI.

[Ipu dopmynupoBKe 3J€MEHTOB JFOOOTO MEPEYHS HYKHO CTPEMHUTHCS K
EAMHOOOPA3MI0: BCE JJEMEHTHI OJHOTO YPOBHS JOJDKHBI OBITh TPAaMMAaTHYECKH
UJCHTUYHBIMU IPYT IPYTY (BBIPAKESHBI OJHOTUITHBIMU MPEIIOKEHUSIMHA, CIIOBOCO-
YeTaHUSIMU WM CJIOBAMHU OJTHOM YacCTH pPEeYH B OJIHOM TpaMMaTu4deckon hopme).

Br16op 3arnaBHOM WK CTpOYHOM OYKBBI B Hayaje JIEMEHTa, a TAK)Ke 3HaKa
MpENUHAHUS B €ro KOHIE 00YCIIOBJIEH MapKEepPOM, KOTOPBIM MCIOJIb3yeTCs Ha JIaH-
HOM ypoBHe (apabckas 1udpa ¢ TOUYKON WM CKOOKOHM, cTpodHast OykBa €O CKOO-
KoH, TUpe). Mapkep, B CBOIO oUepeib, CIICAyeT BRIOUpATh C YIETOM THITA dJIEMEHTA
(mpensioxkeHre, CJI0BOCOUYETaHUE, CIIOBO).

1. Dnemenm nepsoeo yposHs (06b1UHO NPEOodHCeHUE):
1) snemenm 6mopozo ypogHs (0ObIYHO MHOCOKOMHOHEHMHOE
clogocouemanue);
2) anemenm 6mopo2o YposHsi:
a) 2nemenm mpemve2o YposHs (0ObIYHO CI080COUEemMAaHUe
UU C1080);
0) onlemenm mpemuvezo YpOosHSL.
— JIeMeHm Yemeeépmozo YPoBHsL (00bIUHO CI080),
— aniemenm yemeépmozo yposusi. (; 1)
2. Dnemenm nepeoco yposHs:i.

[Ipu odopmiieHHH TPOCTOTO TMEPEYHS WU TMEPEYHS C MEHBIINM KOJUYe-
CTBOM YPOBHEH MOTYT OBITh MCIIOJIb30BaHBI MaPKEPHI JTFOOOTO YPOBHS, HO MEHATH
X MECTaMH HE PEKOMEHTYETCSI.

Ecnu B a;eMeHT mepedHs, B KOHIIE KOTOPOTO YITOTPEOJAeTCs 3amsaras WiIH
TOYKA C 3aISITON, BKIIFOYACTCS CaMOCTOSATEIBLHOE MPEIIOKEHUE, TO ATOT 3HAK CTa-
BUTCS TTOCJIC TMPEIOKEHUS.

[ToBTOpSsIIOIIIECST B KAKIOM DJIEMEHTE CJIOBa HYXHO BBIHOCHUTH B TEKCT,
BBOJISIIUN JaHHBIA YPOBEHB, OJJHAKO ATO HE OTHOCHUTCS K TPEIJioraM, KOTOPHIE
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YIOTPEOSIFOTCS C TJIABHBIMH CJIOBAMH 3JIEMEHTOB — MPEJIJIOTH CIIEAYET TTOBTOPSTH
B K2)KJIOM ITyHKTE.

Ecnu B KoHIIe Kakoro-1m00 ypoBHSI yHOTPEOJEHBI CI0Ba U Op., U m. 0. WIH
u m. n., TO UX HE PACIONAralOT Ha OTJEIBHON CTPOKE, a OCTABJISIOT B KOHIIE TO-
CJIETHETO JIEMEHTA.

Ecnmu HeoOxonuMo onrcath HECKOJIBKO OJHOPOIHBIX MOMEHTOB U MPU 3TOM
OIMKCaHUE KaXJIOTO TPeOYEeT OTAEIBHOTO JOCTATOUYHO OOJBIIOro Mo 00beMy ab3a-
113, a OMMCAHUE BCEX MOMEHTOB 3aliMET HECKOJIBKO CTPaHUIl, TO HOMED OIHUCHIBAEC-
MOTO TIOJIOKEHHS PEKOMEHIYeTCsl MucaTh He Iudpamu, a mnponucklo. Hampumep,
«IlepBoe mosioxKeHue raacur...» win «CoriiacHo BTOPOMY MOJIOKEHUIO. .. » U T. II.

Od¢hopmaenue pucynkos
B Tekcte BKP moryr ncnosib3oBaTbes pasinyuHble rpaguyeckue dJjieMeH-

ThL: (HOTON300paKEHUS, PUCYHKH, CXEMBbI, JUArpaMMbl, rpapuKu, TaOIULbI U Ap.
OTH KOMIIOHEHTHI MOTYT OBITh pacnoiiokeHsl B Tekcte BKP cpasy nocne ab3ana, B
KOTOPOM BIIEPBBIE YIIOMHHAETCA MX COJEepKaHue (KaK MpaBWilo, 3TO HEOObIINE
1o 00BEMY SJIEMEHTHI); TMOO B MPUITIOKEHUH (€CTU 3JIeMEeHT 00bEMHBIN). ['padu-
YeCKHUE KOMIIOHEHTHI, MPEACTABICHHbIE KAaK MPUJIOKEHUS, MOTYT OBbITh pacrojo-
KEHBI Ha JIUCTE aJIbOOMHOM OopueHTaluu. B 3TOM ciyyae OHM NPUKPEIUIAIOTCS K
pabore TakuM 00pa3oM, 4TOOBI ISl UX MPOYTEHHS TPEOOBAJICA OJAMH MOBOPOT pa-
60T1bI Ha 90° IO YaCOBOM CTpeEJIKeE.

Bxnrouénnasie B BKP rpaduueckue snemMeHTh, KpoMme TaOJvIl, UMEHYIOTCS B
TeKCTe pucynkamu. Bce pucyHku, BkIO4€HHbIe B TeKCT BKP wnmm mpunoxenus,
JOJKHBI IMETh HYMEPALIMOHHBIA M TEMATUYECKUM 3ar0JIOBOK, pa3AciEHHbIE 3HAKOM
THpE.

Pucynku B Tekcre BKP HymepyroTcss CkBO3HOM MO Bceil paboTe HyMepauuen
B HU3Y COOTBETCTBYIOLIEIO MIEMEHTA, & TAKKE COIPOBOXKAAIOTCS TEMAaTUUECKUM 3a-
r0JIOBKOM, HaIIpuMep:

Pucynox 2 — Obpasey 3asa6nenus
PrcyHkH B NpHIIOKEHUSAX HYMEPYIOTCS B MPEAENIaX KaKIOTO NPUIOKEHUS.
Homep pucyHka B 3TOM ciydae COCTOMT M3 3arjiaBHOM OyKBBI, 00O3Hauaroen
NpUIOKEHUE, U apadCcKoi nudpbl, 0003HAYAOIIEH HOMEpP PUCYHKA B 3TOM MPUIIO-
YKEHUU, Pa3/IeIEHHBIX TOUKOMU:

Pucynok B.2 — Onepocpamma 08udicenust CiyiceOHOU 3anucKu 8
OAO «llapycy

Ha Bce pucynku nomkHbl ObITh JaHbl cchbUlkU B TekcTe BKP. Ilpu cepimkax
HA PUCYHKHU CIIEJIyeT MHCaTh: 8 CcOOmeemcmeuu ¢ pucywkom b.2, ma pucymnxe 2
npeocmaeieto... u T. 1.
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Odhopmnenue maonuy
Tabauya — ocobast popma nepeaaun MUGPOBBIX WM CIOBECHBIX CBEJICHUM,

PAaCIOJIOKEHHBIX B OMPEACICHHOM MOPSIAKE ISl JIydllled HArJIsAHOCTA U CpaBHe-
HUs mokazatesieil. Tabauibl MOTYT ObITh Pa3HOM CTENEHU CIOXKHOCTH, HO CIIUII-
KOM YCJIOKHATHh Tabnuiry He cTOWT. Ecnu rpadsl TabmuUIlel comepkaT pa3IndHbIe
CBeIIeHUS, MH(GOPMAIIHIO JTYUIIIe MPEACTABUTh B BHI€ HECKOJIBKIX TAOJIHII.

Tabnuiy B paboTe ciemyer pacmosaraTb HEMOCPEACTBEHHO TMOCIE TEKCTa, B
KOTOpPOM OHa YIIOMMHAETCS BIIEPBbIC, MJIM Ha CIEAYIONIEH CTpaHulle. 3HAUUTEIb-
HbIE 10 00BEMY TaOIUIIBI (CTpaHHUIIa U 00Jiee) PEKOMEHIYeTCsS BHIHOCUTH B IPH-
JIO’KEHUE.

Bce tabauipt B BKP gomxHbl iMeTh HyMEpallMOHHBIN U TEMaTUYeCKU 3a-
TOJIOBKH, pa3JeN€HHbIE TOYKOW, TOYKA MOCJIE TEMaTHYECKOTro 3arojoBKa HE CTa-
Burcs (Tabnuna 1. 3aronoBok). CiaoBo «Tabmuia», €€ HOMEp U HAaMMEHOBAHUE
YKa3bIBAIOT CJIEBA HAJl BEPXHEH YaCThIO TaOIHUIIHI.

CcbliKa B TEKCTE Ha Ka)x Ayl TaOmuily oOsi3aTelibHA. BhINonHseTCs OHA 1O
PUMEPY: c8edeHus npedcmasieHvl 8 maobauye 1.

Taomuia 1. TemaTuueckmii 3arojioOBOK

3a- 3arosoBoK rpad 3a- 3arojoBoK rpad
<
2 T'OJIOBOK noja3a- moa3a- | T'OJIOBOK ITonzaro- IIon3za-
3
2 = OOKOBHKA |  TONOBOK TOJIOBOK rpadsl JIOBOK rpadbl rOJIOBOK
S
~ &8 rpadbl rpadbl rpadbl
<
= 1 2 3 4 5 6
3a- Ayeika
5 TOJIOBOK
2 o
=l CTPOKH
O H
QS
<
H
bo- I'padsr
KOBHK

Pucynox 1 — OcHOBHBIE 37IEMEHTHI TAOIUITHI

O06s13aTeNbHBIME 37IEMEHTaMH 0(OPMIICHHSI TaOIHIIBI SIBISIFOTCS:
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1. Hymepayus mabauywsl. B tekcte BKP Tabnuubl HymepyroTcs CKBO3HOM
HyMmepanueil. B npunoxeHusx TaOauibl HyMEpPYIOTCS OTJEIbHO B KaXJIOM MpH-
JIO’KEHUU, TIPU 3TOM K HOMepY Tabuibl Jo0aBiseTcss OykBa, o0o3Havaromas J1aH-
Hoe npunoxkenne (Tabmuia b.1. 3aronoBok). Ilpu nepeHoce yacTu TaOIUIBI Ha
JIPYTYIO CTPAHUIly CBEPXY CTPAHHUIIBI Takxke cieBa numyt «lIpomomkenne Tabim-
IIb» W yKa3biBalOT €€ Homep. Eciam B paGoTe omgHa Tabnuiia, oHa AOHKHA OBITh
o6o3naueHa «Tabmmmna 1. 3aromoBok» mmm «Tabmmmna B.1. 3aronoBok», ecii oHa
MpUBECHA B IPIIIOKEHUH B.

2. 3a2on1080Kk mabauysbl TOJKEH KPAaTKO M TOYHO OTpa)kaTh €€ COEpKaHuUe.
Touka B KOHIIE 3arojoBKa TaOIUIBl HEe cTaBUTCS. Eciam Bo Bcex siueiikax TaOiuIlbl
coJiepkuTcs oOmas uaopMmalusa (Harnpumep, eAUHHUIBI U3MEPEHHS), 3Ta UHPOP-
Malysi BEIHOCHUTCSI B 3aroJIOBOK, Hampumep: Pasmep cmunenouu, py6. ITa peKo-
MEHJAITUS OTHOCUTCS U K 3ar0JIOBKaM rpad ¥ CTPOK TaOJIHIIHI.

3. l'onoéxa mabauysl BKIIOYAET 3arojlOBOK OOKOBMKA, 3aroJIoBKU rpad u
(mpu HEOOXOAMMOCTH) MOA3Ar0JOBKH rpad. 3aroyioBku rpad u OOKOBUKA TaOIUIbI
CJIeyeT NUcaTh C MPONUCHON OYKBBI, @ OA3ar0JI0OBKHU Ipad — cO CTPOYHOM OYKBHI,
€CJIM OHM COCTAaBJSAIOT OJHO MPEUIOKEHUE C 3aroJIOBKOM, WIM C NPOINHCHOU
OyKBbI, €CIIM OHUM HMEIOT CaMOCTOSATEIbHOE 3HaueHHE. B KOHIlE 3arojioBKOB U
[10J13ar0JIOBKOB TOYKAa HE CTaBUTCS. 3arojIOBKU rpad, Kak MpaBUio, 3alHUChIBAIOT
napajuleapHO  crpokam  Tabnuubl.  Ilpu  HeoOxomumocTH — JOIMycKaeTcs
NEPIIEHIUKYIIIPHOE PACTIONOKEHHE 3ar0JIOBKOB rpad.

Crpoka ¢ HoMepaMu rpad BKIIOYAETCS B FOJIOBKY Ta0JIUL, PACHOI0KEHHBIX
Ha HECKOJBbKHMX CTpaHuIax (B 3TOM Ciy4ae JaHHas CTPOKAa B MPOJOJIKEHUU
TaOJIMIIBI 3aMEHSIET BCIO TOJIOBKY), WM MPU HEOOXOAMMOCTU B TEKCTE COCIATHCA
Ha onpeaeiEéHHbIE Tpadbl.

4. Boxoguk COCTOMT W3 3arojoBKOB CTpok. He pexoMeHayeTcst BBOAWTH B

tabmuiy rpady Homep no nopsaoxy. B ciiydae He0OXOIUMOCTH MPOHYMEPOBATH
CTPOKH, UX MOPSAKOBbIE HOMEpa YKa3bIBaIOT MEpe 3aroj0BKaMHU CTPOK B OOKOBH-
Ke, a mociie nudprl, 0003HAYAIOIIECH HOMEP CTPOKH, CTABUTCS TOUKA.

5. Cmpoxu — TOpU30HTANIbHBIE 3JEMEHThl TaOnuibl. YHCIoBbIE 3HAYCHMS
MOKa3aTesaer, NPUBOJAMUMBIE B SUYEHWKAX, MPOCTABIIAKOTCS HA YPOBHE MOCIEIHEU
CTPOKH HaMMEHOBaHUA NoKa3aresield B O0koBUKe. ClIOBECHAsI XapaKTepUCTHUKA T10-
KazaTesneil, B oTiu4yue OT LU(PPOBOM, JOHKHA HAYMHATHCS HA YPOBHE MEPBOM
CTPOKM HaMEHOBAHHUS MOKA3aTENs.

[IpomexxyTOUHBIE UTOTH IIPUBOIATCS B CTPOKE, UMEIOLIEH 3aroioBOK Mmo-
20; OKOHYATEJIbHbIE UTOTH TAaOJHUIBI — B CTPOKE C 3aroJIoBKOM Bcezo.

6. Ipagvt (konoumku)— BepTUKAIBHBIE DJJIEMEHTHI TaOMMIBI. TeKcCT,
MOBTOPSIONINICS B CTPOKAX OJHOW M TOM K€ Tpadbl M COCTOSIINNUIA U3 OJMHOYHBIX
CJIOB, depenymommxcs ¢ 1udpamu, 3aMeHSIOT KaBblukamu (« «). Ecmm
MOBTOPSAIOIIMICS TEKCT COCTOUT U3 JABYX U OoJjiee ClIOB, MpU MEPBOM MOBTOPEHUU
€ro 3aMEHSIOT cJI0BaMHU 10 dice, a Aajee KaBblYKaMU.
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3aMeHATh KaBbIYKaMU MOBTOPSIOLIMECs B Tabmuile mudpbl, MaTeMaTUYECKUE
3HAaKW, 3HAKW TPOIEHTAa W HOMEepa, OO0O3HAUeHUs MapoK MaTephalioB |
TUTIOPA3MEPOB  TPOAYKIMH, OOO3HAUEHUS HOPMATHUBHBIX JIOKYMEHTOB HE
JIOTTYCKaEeTCsI.

Hudper B rpadax Tabiuil AOTKHBI IMPOCTABIATHCS TaK, YTOOBI pa3psiabl
qrcel BO Bcel rpade OBIIIN pacioioKeHbI OJIMH MO IPYTHM, €CJIM OHU OTHOCSTCS
K OJIHOMY TOKa3arento. B omHO# rpade momKHO OBITH COOMIOACHO, KaK MPaBUIIo,
OJIMHAKOBOE KOJIMYECTBO JCCATUYHBIX 3HAKOB JIJISl BCEX 3HAUYCHUI BEIIUYMH.

7. Auetiku 00pa3yrOTCsl Ha IEPECEYCHUH CTPOK U rpad. S4eiiku He TOTKHBI

OBITH TIepeTpyKeHBI HHMOPMAITUEH JIsT COXPAaHEHUS HATJISITHOCTH TaOJIUIIBI.

[Ipu OTCYTCTBHM HaHHBIX B COOTBETCTBYIOIIUX sUEHKaX 00S3aTEIBHO IMPO-
CTaBJISICTCSl IPOYEPK WK nuiercs: Hem ceedenuii.

B taGnuie nomyckaercs ucnonb3oBath mpudt 11-12 xerss.

TPEBOBAHUA K COIEPKAHHUIO U O®OPMJIEHUIO JOKYMEHTOB,
CONMPOBOXKJAIOIIUX ITPOLEAYPY 3AIIUTHI BKP

3amura BKP npeanonaraet npegoctaBieHue rocy1apcTBEHHON aTTecTaliu-
OHHOM KOoMUccHU Hapsany ¢ camou BKP cinenyrommx 10KyMeHTOB:

— 3a7anne Ha BeinojiHeHue BKP;

— pedepar;

— OT3bIB PYKOBOJIUTEIIS;

— CD-muck ¢ anektponnbiMu Bepcusimu BKP, pedepara u noknana Ha 3a-
IIATE, & TAK)KE MTPE3CHTALIUEN.

Cooepotcanue u opopmnenue 3adanusa na evinoanenue BKP

3aganue Ha BeinmosHeHne BKP 3anonnsercs B Hauane padotsl Hajg BKP mo-
cJie BHIOOpA CTYJICHTOM TE€MBI B XOJI€ TIEPBOM KOHCYJIBTAIIMU C HAYYHBIM PYKOBO-
JIATEJIEM.

B 3amanun gpukcupyrorcs tema paboThl, HICXOAHBIE JaHHbIE K padboTe (Lenb,
O0OBEKT, MPEIMET, 3aJja4i UCCJICIOBAHUS) U HAMEUAIOTCs BOMPOCHI, MOJJISKAIIIE
paspabotke B BKP. [Ipu HeoOxonuMocTH Ha3HAYarOTCSl KOHCYJIBTAHTHI TIO pasjie-
JIaM MCCJIEAOBAHUSL.

3amanne MOXET ObITh 3aIOTHEHO OT PYKU WU B TIEYaTHOM BH/IC.

3agaHue MpHU COCTABICHHUM 3aBEPSETCS MOAMUCAMH PYKOBOIUTENIS U CTY-
JICHTA.
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B xone padotst Ham BKP anmeMenTh 3aanust MOTyT KOppeKTHpoBaThes. Bee
WU3MEHEHUS B 33JIaHUU JIOJIKHBI ObITh COIJIACOBAHBI C PYKOBOIUTEIIEM.

OO6pazen; opopmiieHHs 3afaHusl Ha JUIUIOMHYIO paboOTy Mpe/CTaBlieH B
[Tpunoxenun 3, Ha 6akamaBpckyro padoty — B [Ipunoxenun M.

Cooepicanue u ogpopmnenue pepepama BKP

Pedepar BKP npencrasiser co6oil cokpaiiéHHOE HU3JI0KEHUE COJCPKAHUS
KBATH(PUKAIMOHHON pabOThl ¢ OCHOBHBIMU (PAKTUYECKUMH CBEJICHUSMH U BBIBO-
JaMHU.

Pedepar opopmisiercst Ha otnensHOM nucte. O0BEM pedepara HE TOJKEH
MPEBBINIATH OJHON CTPAHUIIBI.

Pedepar nomxen coaepxarb:

1) cBenenus 06 o6béMe BKP, xonmuuecTBe minmrocTpanuii, TaGmuIl, MPUI0-
YKE€HUI, UCTI0JIb30BAHHBIX UCTOYHHUKOB;

2) mepeyeHb KIIOYEBBIX CJIOB (5—15 CJIOB WM CIOBOCOUYETAHUI M3 TEKCTa
BKP, kotopbsle B HauOOJIbIIEH MEpE XapaKTepU3YIOT €ro cojiepKaHue u odecreun-
BalOT BO3MOXHOCTh MH(OPMAIIMOHHOTO MoucKa. KitoueBbie cioBa NpUBOIATCS B
MMEHUTEILHOM MaJeKe U MedaTaloTcsl MPONUCHBIMU OyKBaMU B CTPOKY 4epe3 3a-
IATHIE);

3) Tekct pedepaTa, KOTOPBIN JOJIKEH OTPAKATh:

— MpeAMET UCCIIEIOBaHMUS,

— e paboThl,

— METO/IbI MPOBEICHUS UCCIIEIOBAHUSI,

— pe3yabTaThl pabOThl U UX HOBU3HY,

— CTEIEeHb BHEJIPEHUS,

— PEKOMEH/IAINH 110 BHEJIPEHUIO UM UTOTH BHEIAPEHHS PE3yIbTaTOB pado-
THI,

— 00JaCTh IPUMEHEHHUS,

— MPAKTUYECKYIO0 3HAYUMOCTb Pa0OTHhI,

— IPOTHO3HBIE MPEIIOKEHUS O PA3BUTUU IIPEIMETA UCCIEAOBAHMS.

TekcT pedepaTa J0DKEH OBITH CBS3HBIM, KPAaTKUM M TOYHBIM. ClenyeTr u3-
Oeratb CJIO0KHBIX FPAMMATHYECKUX 00OPOTOB.

O6paszen opopmiteHns: pedepara TUILIOMHON pabOTHI MpeacTaBieH B [Ipu-
noxunn K, 6akanaBpckoit pabotel — B [Ipunoxennn J1.

Cooepircanue u ogpopmnenue peyenzuu
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Jluniomubie paboThl, MOTYT PELEH3UPOBATHCS BBIMOJIHEHHBIE 1O 3aBepIie-
HUU 00pa30BaTEIbHON MPOrpaMMBbI TIOJITOTOBKHU CHEIMAIKCTOB, MOAJIEKAT PELeH-
3UPOBAHUIO.

CocTaB peleH3eHTOB ONpeeNsieT 3aBEAYIONINI BhITycKaromel Kadenpoit
u3 yncaa cnernuanuctoB cdepbl JIOY U COTpyIHUKOB HayYHBIX YUPEKICHUH, 3a-
HUAMAIOIIMXCS U3YYEHHEM BOIIPOCOB JOKYMEHTOBEICHHS U apXUBOBeAcHUA. B ka-
YeCcTBE PEICH3EHTOB MOTYT TakKe NpHUBIEKaThcsa Mpodeccopa U MpernogaBaTeNn
BY30B, €CJIM OHH HE paboTaroT Ha JaHHOU Kadempe.

B peuensun Ha BKP 10mkHBI OBITH OCBEIIEHBI CIIEAYIONIME BOMPOCHI: COOT-
BETCTBUE JAUIUIOMHOM pabotsl (/IP) n3bpanHOi TeMe, €€ aKkTyalabHOCTh; CTEIICHb
00OCHOBAaHHOCTHU HAYYHBIX MOJIOXKEHHUI, BBHIBOJOB M PEKOMEHAALIUN; JOCTOBEP-
HOCTh W HOBM3HA, UX 3HAUYECHHE ISl TEOPUU M MPAKTUKH; PEKOMEHJAUu 00 Hc-
M0JIb30BAaHUU Pe3yJbTaToB UccienoBanusd B chepe JOY. [Tomumo obumx kpure-
pueB oneHkH JIP peneH3eHT NOMKEH YYMTBIBAaTh TAKKE KPUTEPHUH, IPEAYCMOT-
pennbie nporpammoii ' MA, nmockoiapKy oHa packpbiBaeT TpeOOBaHUS K KBaIU(U-
KAl[MOHHOM XapaKTEPUCTUKE BBIIIYCKHUKA. B peneH3nu Takke 0TMEYaroTcs: Hello-
CTaTKH pabOThl, €CIIM TAKOBbIE UMEIOTCS.

7.3 TpeboBaHus k npodeccnoHanbHOM NOAroTOBEHHOCTH cneymanmcTa.

BbinyckHWK JomKeH ymeTb peluaTb 3agayum, COOTBETCTBYIOLWME ero KBanudmkaumm, yka-
3aHHOWM B N. 1.2 HaAcTosLLEro rocyaapcTBeHHOro obpasoBaTenbHOro CtaHaapTa.

BbINyCKHMK JOIMKEH 3HATb:

— TeHAeHUUn pasBUTMS MHOPMAaLMOHHO-OOKYMEHTALMOHHOrO obecneyeHns ¢ npume-

HEHWEM HOBbIX TEXHONOIUN;

— 3aKOHOMEPHOCTU AOKYMEHTOOOpa30BaHNS;

— CUCTEMBbI XPaHEHMS TEKYLLEN N peTPOCNEKTUBHOW AOKYMEHTaL MK,

— 3aKoHoAaTernbHble U1 HOPMaTUBHO-METOAMYECKME MaTepuarnbl MO AOKYMEHTUPOBAHWIO

n opraHu3aumm paboTbl C JOKYMEHTaMK;

— KpUTEPUMN N NPUHLUMMNBI OLEHKN LEHHOCTU AOKYMEHTOB U NMOPSAOK onpeaeneHus cpo-

KOB WX XpaHEHWs;

— HOBeWLLMe NHPOPMAaLMOHHbIE TEXHOSOMNN;

— COBPEMEHHbIE TEXHUYECKME CPEeACTBaA yNpaBreHus;

— OCHOBbI PasBUTUS U MPOEKTUPOBAHUSA pPaLMOHArbHbIX CUCTEM [OKYMEHTaLMOHHOro

obecrneyvyeHuns ynpaBreHus, MeToabl U oUueHKM 3MEKTUBHOCTU npoekTupoBaHmsa JOY;

yMeTb:

— paspabaTbiBaTb OpraHu3aumoHHblE U HOPMATUBHO-METOANYECKME OOKYMEHTbI MO A0-

KyMEHTauMOHHOMY obecrnedeHunto ynpaBneHus;

— COCTaBMnATb N 0POPMIATL Nobble BUAbI LOKYMEHTOB;

— MPOEKTMPOBaTb YHUPULMPOBaHHbIE POPMbI LOKYMEHTOB;

— NPOEKTUPOBaTb YHNDULMPOBAHHbIE CUCTEMbI LOKYMEHTaLUN, OCYLLECTBNATL UX BHEA-

peHne 1 BeAeHne B YCrOBUAX aBTOMATU3NPOBAHHbIX TEXHOMNOIMMN;

— BbISIBMSATb 3aKOHOMEPHOCTU U3MEHEHUA o6 beMa AOKYMeHTOO60pOTa 1 NPOEKTMPOBATL

€ro paumoHarbHyl0 opraHu3aumio;

— aHanuaupoBaTb cocTosiHue [JOY KOHKPETHOW opraHmn3aunu;

— COCTaBNSATb TEXHWYECKOE 3adaHue Ha MNPOEKTUPOBAHWE CUCTEM MHAOPMALMOHHO-

AOKYMEHTALMOHHOro obecnevyeHms eaTenbHOCTN KOHKPETHON OpraHm3aunm;

— paspabatbiBaTb NPOEKTHbIE peLleHns no coseplueHcTBoBaHUo JOY B uenom (mnm ee

OTAerbHbIX COCTaBHbIX YacTen);

— paspabaTtbiBaTb M BHeOPSATb HOBEWLIME MHEOPMALIMOHHbIE TEXHOMOMUMW B OpraHusa-
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unn;

— OpraHM3oBaTb KOHTPOSb 3@ UCMOMHEHWEM;

— NPOBECTUN IKCNEPTU3Y LLEHHOCTM JOKYMEHTOB, MOATOTOBUTL UX K apXUBHOMY XpaHEHMIo
UMY YHUYTOXEHMUIO;

— pykoBOAUTb CNyX60ON AOKYMEHTaLMOHHOro obGecrieyeHnst ynpaBneHusi U CoBepLUeH-
CTBOBaTb OpraHu3auuio ee paboTbl;

— BrageTb MeTogamu aHanmsa u NPOeKTUPOBaHUSI CUCTEM AOKYMEHTaUuW, ynpaBneHust
MMM, NOArOTaBNMBATL YNPaBEHYECKOE PELLIEHNE;

— OCYLLECTBNSATb COLMAribHO-MCMXONOrMYeckoe perynupoBaHne B TPYAOBbLIX KOMMEKTU-
Bax, pa3pabaTtbiBaTb NPOrpaMMbl 1 NaHbl COLManbHOIrO Pa3BUTUS;

BbINyCKHWK OOMKeH BNageTb:

— MeTodamu cbopa, aHanu3a, NPOEeKTMPOBAHUSI CUCTEM OOKYMEHTALMOHHOrO obecneye-
HUS ynpaBneHuss;

— METOAMNKON YHUPMKaLMM U CTaHaapTU3aUMKN yNpaBneHYeCcknX 4OKYMEHTOB;

— MeToaamMu NPOEKTUPOBAHMS aBTOMATU3MPOBAHHbLIX CUCTEM y4yeTa, perncTpaumm, KoH-
TPONSA ¥ MHPOPMAaLMOHHO-CMNPABOYHON paboTbl MO JOKYMEHTaM opraHu3auuu;

— METOAMKOWN COCTaBMEeHUs KnaccuuKaLMOHHbIX CNPaBOYHUKOB;

— KpUTEPUAMWN NPOBEAEHMS SKCNEPTU3bl LLIEHHOCTU OOKYMEHTOB U onpeaeneHns CPoKoB
NX XpaHeHWs:;

— HaBblkaMy TEXHUYECKOW 06paboTKN OKYMEHTOB AN CAaYM B apXMB;

— MeTogamu pacyeTa 9KOHOMUYECKON 3PPEKTUBHOCTI NPOEKTUPYEMbBIX CUCTEM.

Periensust qomkHa OBITH MOIIMCAHA PEIIEH3EHTOM C IMOJHBIM YKa3aHUEM €T0
dbaMuuu, UMEHHU, 0TYECTBA, YIEHOTO 3BaHUs, YUEHOM CTENEHHU, MecTa PaboThI, 3a-
HUMaeMOM JOJHDKHOCTHU U 3aBEPEHA MEYAThIO 10 MECTY padOThI PELICH3EHTA.

Maket odopmiieHus perieH3uu npeacTanieH B [puioxennn H.

Cooeporcanue u opopmnenue omswviea pyxkogooumena BKP

CryneHt noypkeH caath Ha kadgenapy BKP, moanucanHyio pelieH3eHTOM, He
MO3/IHEE ABYX Henenb a0 3amuThl. [locne nmposepku BKP pykoBoguTens moamnum-
ChIBa€T €€ M BMECTE C MHUCHMEHHBIM OT3bIBOM IPEACTABIISIET 3aBEIYIOUIEMY Ka-
benpoii. B or3piBe Ha BKP noimkHa ObITh XapakTepUCTHKA MPOJETaHHOW padOThI
1o BceM pazzaenaM BKP, B KOTOpoil OTpaxkeHO CIeayIolIee:

— CTENEHb JOCTIKEHUS 11eJIeH BBIMTYCKHOM KBaTU(UKAITMOHHON PabOTHI;

— HQJIMYME W 3HAYUMOCTh MPAKTHYECKUX IMPEIIOKEHUNA U PEKOMEHalni,
c(hOpMYIMPOBAHHBIX B BHIITYCKHOW KBaNU(UKAITMOHHON paboTe;

— TPaBUIBHOCTh O(OPMIICHHSI BBIMTYCKHOW KBaIM(UKAIMOHHON pPabOTHI,
BKJIFOYAsl OLICHKY CTPYKTYpBI, CTHJIS, SI3bIKA M3JI0KEHHUS, a TAKXKE UCIOJIb30BaHUS
TaOJMYHBIX U TPAPUIECKUX CPECTB MPEICTaBICHUS MHPOPMAIINH;

— BJIQJICHUE aBTOPOM padOThI MPOPECCUOHAIBHBIMU 3HAHUSIMU, YMEHUSMHU U
HaBbIKamu, ykazanHbiMU B OI'OC;

— HEJOCTATKH BBIMTYCKHOW KBaTU(UKALIMOHHON pabOThI;

— CTENEeHb COOTBETCTBUS BBHIMYCKHOM KBATM(PUKALMOHHON paboThl TpeboBa-
HUSIM CTaHJapTa CIEeHATbHOCTH;

— peKOMEHAIMs BBIMYCKHOM KBaTM(UKAIIMOHHON pabOThI K 3alUTE.
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[Ipumep OT3bIBa PYKOBOAMTEINS MUIJIOMHOW pabOTHI mpencTaBiieH B [Ipu-
noxxenun M, 6akanaBpckoit pabotsl — B [Ipuoxennn O.

Cooepicanue u ogpopmnenue CD-oucka ¢ snekmpounvimu eepcuamu BKP, pedhepama,
00K1a0a Ha 3auiume u npe3eHmayuu

Ogpopmnenue CD-oucka
Ha CD-nuck, npunaraemsiii k BKP, 10mkHBI OBITE 3allCaHbl JJIEKTPOHHBIC

Bepcun BKP (c mpunoxxenusmu), pedepara, 10KIaaa U MPe3eHTAUA. TEKCTOBBIE
daitel momkHBI OBITH coxpaHeHbl B ¢opmare Word for Windows, npesenTanus
J0JKHA OBITH co3aana B mporpamme Microsoft Office PowerPoint.

Bce ¢aitnibl Ha 1ucKe TOKHBI UMETh Ha3BaHUE, MMOCTPOCHHOE MO CIEAYIO-
el cxeme: 200 gpamunua euo ookymenma. Hampumep: 2015 Ilemposa BKP,
2015 Ilemposa_pegepam, 2015 Ilemposa_ooknao,
2015 Ilemposa npeszenmayus.

Jluck o0sA3aTeNbHO JTOJKEH UMETh OOJO0XKKY, Ha KOTOpOH AyOiupyercs B
YMEHBIIEHHOM BU/JI€ TUTYJIbHBIN JcT BKP.

Tpeboeanusa k ooknady na 3auume BKP
3amuTa HAuMHAETCSA C JOKJanga (KpaTKOro COOOIIEHUS) CTYyACHTa-Bbl-

MyCKHUKA MO0 TeMe KBadu(pUKAIMOHHONW pa0oThl. CIOBO IJIs OKJIA[a CTYACHTY-
BBIITYCKHUKY TPEIOCTABIAECT MPEACENaTellb T'OCYJapCTBEHHOM aTTECTAllMOHHOW
komuccuu. JlJis J0KiIazia OCHOBHBIX TOJIOKEHMM KBaTM(UKAIIMOHHON paboTHI,
00OCHOBaHMS CAEIAHHBIX MM BBIBOJAOB M MPEMJIOKEHUNU CTYIEHTY-BBITYCKHUKY
npenocrasisiercsa He 6onee 10 MUHYT, 4TO COOTBETCTBYET 4-4,5 cTpaHuLaM 0ObIY-
HOT'O TeKCTa pazMepa mpudra 12, HaOpaHHOTO C MEKCTPOUYHBIM UHTEPBAJIOM 1,5.

B TekcTe BBICTYIJIEHUSI CTYIE€HT-BBIITYCKHUK JOHDKEH 00OCHOBATH AKTYallb-
HOCTh M30paHHON TEMBbI, MPOU3BECTH 0030p APYTUX HAYUHBIX pabOT MO N30paHHOM
uM TeMe (rpoOieme), MoKa3aTh HAYYHYH0 HOBU3HY U MPAKTHUYECKYI0 3HAYUMOCTh
WCCJICIOBAHMSI, 1aTh KPATKUi 0030p riaB KBaTu(UKAITMOHHONW pabOThl U TIPEICTa-
BUTH MOJTYUYEHHBIE B POLECCE PE3YIbTATHI.

CTpyKTypy TEKCTa BBICTYIUICHUS MPH 3alIUTE KBATU(PUKAIMOHHON PadOThHI
MO>KHO MPEACTABUTH B BUJE CIEIYIOUIEH TaOIUIIbI:

Tabnuna 2. [IpumepHas CTpyKTypa BBICTYILIICHUS

Paznen BeicTyIIIEHUS [Tponomxu- Komanue-
TEIbHOCTH (MHUH.) CTBO
cllaiioB
Mpe3eHTa-
1097071
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Beenenue. O00CHOBaHUE TEMBI UCCIIEIOBA- 2,8 10
HUS (aKTyaJIbHOCTh, OOBEKT, MPEAMET HCCIeA0Ba-
HUS, 1IEJIb, 3a]Ja4H, METObI U T.].)

Kpartkoe conepkanue pabOThl (BBIBOIBI IO 0,5-1,5 He menee 1

rJIaBaM) Ha KaXIyI0
IJIaBy

Pe3ynbTaThl 3KCIEpUMEHTATBLHON pabOThI 3-5 ITo HEOOXO-

JMMOCTH, HO HE
MeHee yeM 1
CJIAlJl B MUHYTY

3akmroueHrue (OCHOBHBIC BBIBOJBI JalbHEH- 1 1-3

IME TIEPCTICKTUBBI Pa3pabOTKH MPOOIeMbI)

Tpebosanus Kk KomnvlOmMepHoIl npe3eHmayuu 0ok1aoa na 3augume BKP
KommbroTepHas npe3eHTanus JaeT psji IPEeUMYIIecTB mepea oObIuHON Oy-

MaKHO-TTaKaTHOMU. KOMIIbIOTEpHAasi Mpe3eHTalusl TMO3BOJISIET 4ieHaM Trocyaap-
CTBEHHOHN aTTECTAI[MOHHOW KOMMCCHHM OJHOBPEMEHHO H3y4aTh KBaJTH(UKAIIMOH-
HYI0 paboTy ¥ KOHTPOJIMPOBATh BBICTYIUICHUE CTYACHTa-BhIMyckHUKA. [losTOMy
JKEJIATENIbHO COMPOBOXAATh BBICTYIUICHUE MPE3EHTAMEN C MCTOJIb30BaHUEM 15—
20 cnaiinosB.

[Tpe3enranms nomkHAa OBITH co3gana B mporpamme Microsoft Office
PowerPoint. ITpu co3manuu mpe3eHTaIuH PEKOMEHIYETCS:

— coOxroaTh eIuHbId CTHIb odopmileHus (1BeT (oHA CIAWIOB, IBET U
HavyepTanue mpudTa u 1p.);

— n3beratb 3P ¢HeKToB, KOTOPHIE OYIYT OTBIIEKATh OT COAEPKAHUS MPE3CH-

TaIuu;
— g (poHa BBIOMPATH XOJIOJAHBIE CBETJIbIE TOHA (CUHUM, 3€JIEHBIN) Uu Oe-
JIBIH;
— Ha OJIHOM CJIaifiJie MCIOJB30BaTh HE Ooliee TPEX 1BeTOB ((POH, 3aroIoBOK,
TEKCT);

— UCIIOJB30BaTh KOPOTKUE MPEITIOKECHUS;

— HamOoJee BaxxHast HH(OPMAITUS JOJKHA PACIioNaraThCs B IIEHTPE IKpaHa;

— pazmep mpudTa J0JDKEH OBITh YIOOHBIM ISl BOCIIPUATHS 3pUTEIISIMU: TS
3arojIOBKOB HE MeHee 24 KT., 11l TeKCTa — He MeHee 18 Kr.;

— HEe TMeperpyxartb ciaiin uHdopmaruend (0osbiioi 070k uHpoOpMaru
Jy4uie pa30oUTh Ha HECKOJIBKO CIIAHIOB).

B mpesenrtanuu nomkHa ObITH oTpaxkeHa crenuduka 3amumniaemoir BKP.
Crnenyet nzberats 00mux ¢Gpa3, OOIMIEU3BECTHBIX OMPEACICHHM.

[lepBeorii cnaiin momwken coaepkath Temy BKP; ums, oruectBo, damumnmio
CTYJIEHTa; Y4EHYIO CTEIEeHb, yY€HOE 3BaHME, JOJIKHOCTb, UMs, OTUYECTBO, (aMHu-
JIIO PYKOBOJIUTEIIS.
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[Mocnenuuii cnaiin: Cnacubo 3a euumarnue!
OcranpHble claiapl 0OPMIIIIOTCS 110 YCMOTPEHHIO CTYJICHTa ¢ yU€TOM pe-
KOMCHJIAIIMI K JTOKJIaay Ha 3altuTe (CM. BBIIIE).

JAIIUTA BKP

Ilpeozawyuma BKP

[lepen 3ammroi kBaMPUKAMOHHON pabOTHI BhIMycKaromas kadenpa npo-
BOJUT MPEIBAPUTEIBHYIO 3aIUTy BCEX KBAIM(UKAIIMOHHBIX padoT kadeapbl Ha
pAaCIIMPEHHOM 3aCEIaHNH.

IIpensapurenbHas 3amuTa IPOBOJUTCS HE ITO3IHEE, YUEM 3a MECHLL 10 3all-
ol B ['AK. 3aMeuanust u gomojHeHUs] K KBaTU(PUKAIIMOHHOW paboTe, BhICKa3aH-
Hbl€ HA MpeA3aluTe, 00sA3aTENIbHO YUYUTBHIBAIOTCS CTYJIEHTOM-BBIITYCKHUKOM 0
npexacrasienus padotsl B ['AK.

Ilpouedypa 3auwgumel Keanugpurkayuonnoit padbomul

6 zocydapcmeelmoﬁ ammecmauuounoﬁ Komuccuu gysa

CTyaeHT-BBIITYCKHUK JOMYCKAEeTCs K 3allluTe KBaJU(UKAIIMOHHOW padOThI
Ha 3acenanuu ['AK, eciii UM MOJHOCTBIO BBINOJIHEH Y4YEOHBIM IJaH M MOJy4YeH
JOMYCK K 3aIIUTE.

3amura BKP HaumHaercs ¢ gokiama CTylieHTa, COAEPKAIIEro XapakTepu-
CTUKY MNPOJEIAHHOIO HCCienoBaHuA. JlOKJIax CONpPOBOXKIAAETCA KOMIIBIOTEPHOMN
IIPE3EHTALUEH.

Ilocne mokiiaga CTyIeHT-BBIIIYCKHUK JTOJDKEH OTBETUTH HA BOIIPOCHI YWICHOB
['AK. Ilocne 0TBETOB CTyAEHTA-BBITYCKHUKA HA BOIPOCHI CIIOBO MPEIOCTABIISIETCS
HAy4YHOMY PYKOBOJMUTENIO C OT3bIBOM O pabote ctyneHrta. [locie BbICTymieHuUs
HAay4YHOTO PYKOBOAMUTENS CIOBO MPENOCTABISIETCS PEUEH3EHTy. B ciaydae orcyr-
CTBHUSI MOCJEAHETO HA 3aLIUMTE €ro OT3bIB MOXKET 3aunuThiBaTh cekperaps ['AK. B
KOHIIE CBOETO BBICTYIIJICHHUS] PELIEH3EHT JA€T CBOIO OLCHKY KBaIH(PUKAIMOHHON
pabore.

Ilocne BBICTYIUIEHUS PELEH3EHTA CTYIECHTY-BBITYCKHUKY IPEIOCTABIIAECTCS
BO3MOKHOCTbh OTBETHTh Ha 3aMEUYaHUs PELEH3EHTA, COTJIalIasiCh C HUMU WJIM J1aBast
000CHOBaHHBIE BO3pAXKEHUS. 3aT€M HaUMHAETCS 00CYXKIeHUE KBaTU(UKAIMOHHON
paboThl WM AucKyccus. B quckyccum MoryT mpuHSTH yuactue Kak uieHsl ['AK,
TaK 1 NPUCYTCTBYIOIINE 3aUHTEPECOBAHHBIC JIMIIA.
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[Tpu onenke KBaTM(PUKAIMOHHON pabOTHI MO KOHKPETHOMY HAIPABIICHUIO
noAroToBku nny cnenuanbHocTd 'AK nomumo IlostokeHuss pyKoBOJICTBYETCSl Me-
TOJMYECKUMHU PEKOMEHIALIUSMU COOTBETCTBYIOIIETO Y4EOHO-METOINYECKOTO 00b-
enuHeHus (YMO) u uHCTpyMEHTapueM, ONMMCaHHbIM B METOJIMKE CO3JaHus Olie-
HOYHBIX CPEJICTB JJI1 UTOTOBOM aTTECTAIIMU BBIITYCKHUKOB BY30B Ha COOTBETCTBHE
TpeOOBaHUSIM TOCYAapCTBEHHOTO 00Pa30BaTENBLHOrO CTaHIapTa BBICIIETO mpodec-
CHOHAJIBHOTO 00pa30oBaHUs, PEKOMEHIOBAHHOM MUCbMOM MuHuUCTEpCTBAa 00pa3o-
Banus Poccuiickort @eneparyu ot 16.02.2002 Ne14-55-353un/15.

Pe3ynpTaTel 3alMTHl ONPEACIAIOTCS OLCHKAMHU «OTJIIMYHO», «XOPOLIO»,
«yZIOBJIETBOPUTENIbHO» (pabOTa, BBHINOJIHEHHAs HA OLEHKY «HEYIOBJIETBOPHUTEIb-
HO», K 3ammre He aomyckaercs). OneHka KBaqu(UKalMOHHOW paboThl Aaercs
yneHamMu ['AK Ha 3akpeITOM 3acenannu. Komuccuen NpUHUMAETCS BO BHUMAaHUE
cojiep>kaHure paboThl, Ka4eCTBO pacu€ToB, 0OOCHOBAHHOCTHh BBIBOJOB U MPEIJIO-
KEHUH, COo/iepKaHue TOKJIaAa, OT3bIBbl Ha KBAM(DPHUKAIMOHHYIO paboOTy, YPOBEHb
TEOPETUYECKOW, HAYYHOW M NPAKTHYECKOM IMOATOTOBKM CTYJEHTAa-BBIIYCKHUKA.
OrneHku OOBSABISAIOTCA B TOT XK€ JACHb MOCie 0(QOpPMIIEHUS B YCTAHOBJIEHHOM I10-
PsAKE MPOTOKOJIA 3aCEaHUs KOMUACCHH.

[Io pe3yapTaTaM HMTOTOBOM AaTTECTALlMHA CTYAEHTOB-BBIITYCKHUKOB TOCY-
JApCTBEHHAs KOMUCCHUS 10 3alIUTE KBATHM(PUKALMOHHBIX padOT NPUHUMAET penie-
HUE O MPUCBOCHUHU UM KBaJU(UKAIIMU MO COOTBETCTBYIOIIEMY HANPABJICHHUIO MO~
TOTOBKHM WJIH CIEHUAIIBHOCTU U BblJaye JUIJIOMa O BBICIIEM MPOQPECCHOHAIBHOM
00pa3oBaHUMU.

CryneHTamM-BBITYCKHUKAaM, HE IPOXOJMBIINM aTTECTALMOHHBIX UCIIBITAHUI
[0 YBAXXUTEJIbHOU MPUUYMHE, PEKTOPATOM MOKET OBITh YJJIMHEH CPOK O0yUYEHUS 10
cnenyromiero nepuoaa padotel I'AK, HO He 6oJiee ogHOTO TOIa.

[Tocne 3amuThl KBanu(puKalnoHHas paboTa OCTaeTCsl Ha BBITYCKalOIIEH Ka-
benpe. TabnULBI U CXEMBI, a TAKXKE JIPYTUe pa3JaTOUYHbIE MaTEpHAIIbI OCTAIOTCS Ha
kadeape U MOTYT OBITh UCIIOJIb30BAHBI B KAYECTBE HATJISIHBIX TTOCOOUIA.

B Tom cnyuae, korna 3ammura KBanu(UKaIMOHHONW pabOThl MPU3HAETCS He-
ynosierBoputenbHOi, ['AK ycTaHaBiIrMBaeT, MOKET JIM CTYIE€HT-BBIITYCKHHK MPEA-
CTaBUTh K BTOPUYHOM 3alIUTE Ty kK€ pabOTy C COOTBETCTBYIOIIEH NOpaOOTKOM,
OTpeesieMO KOMUCCHUEH, MM e CTYACHT-BBITYCKHHUK 00s513aH pa3padoTaTh HO-
BYIO TeMy, KOTOpasl OJKHA ObITh ONpeJesieHa BhIMyCKarolled kadenpoi mocie
TEPBOU 3aILUTHI.

Kpumepuu oyenxku BKP

OCHOBHBIMHM KpUTEPHUAMH 151 BbiHEceHUsI OayuibHON olieHKkn BKP sBistor-
co:
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— aKTyaJbHOCTb U HOBU3HA TEMBbI, CTEIIEHb TEOPETUUECKON MM MPAKTUUECKOI
pa3paboTKHy;

— MOJIHOTA UCIOJIb30BaHUsI UCTOYHUKOB, OTEUECTBEHHONW U HHOCTPAHHOU CIIe-
HUAIBHOM JIUTEPATYPHI IO PACCMATPUBAEMBIM BOITPOCAM,;

— MOJIHOTA ¥ KAYECTBO COOPAHHBIX (PAKTUYECKUX JAHHBIX MO OOBEKTY UCCIIe-
JIOBaHUS;

— TBOPUYECKUHN XapakTep aHanu3a U 00001eHus: (HakKTHIECKUX JaHHBIX Ha OC-
HOBE COBPEMEHHBIX METOJIOB U HAYYHBIX IOCTUKEHUI;

— HAay4YHOE U MPAKTUYECKOE 3HAUCHUE NPEIIOKEHNN, BBIBOJOB U PEKOMEH 1A~
U, CTETICHh WX 0OOCHOBAHHOCTH U BO3MOXHOCTh PEAIbHOTO BHEIPEHUS B pabo-
Ty YYPEKIACHUN U OPTaHU3ALNM;

— HaBBIKM JIAKOHUYHOTO, YETKOIO U T'PaMOTHOTO W3JIOKEHUS Marepuaa,
odopmiieHrE pabOThl B COOTBETCTBUU C METOJIMYECKUMHU YKA3aHUSIMU;

- YMEHHUE BECTH IOJEMUKY MO TEOPETUYECKUM M MPAKTHYECKHM BOMPOCAM
JUTIIIOMHOM pa0boThI, TIIyOMHA M MPAaBUJIBHOCTh OTBETOB HAa 3aMEUaHUs PEIECH3CH-
TOB U Borpockl wieHoB ['AK.

Ouenky «otauyHo» 3aciyxkuBaeT BKP, Tema koTopoil HAaydHO 000CHOBaHa
U TIPEJCTABIIACT TCOPETUUECKUN UM MPAKTUUECKUN UHTEpEC, a COACpKaHUE CBU-
JIETEeNLCTBYET 00 MCIOJIb30BAHUM aBTOPOM COBPEMEHHOW METOIUKH OPTIPOCKTH-
poBaHUs U OOCIEAOBAHUS JIOKYMEHTAIIMOHHOTO OOecreyeHus, MpuEMOB UCTOYHU-
KOBEJYECKOI'0 aHajiu3a M CHOCOOCTBYET TBOPYECKOMY pPEIICHHI0 Hay4dHO-
TEOPETUYECKUX U MPAKTUUECKUX MPOOJIEM TOKYMEHTOBEICHUSI.

Crpykrypa paboThl, OIICHEHHONW Ha «OTJIMYHO», OJDKHA OBITh CTPONHOM,
JIOTUYHOM, COOTBETCTBOBAThH COJIEPKAHUIO. ABTOPOM JOJIKHBI OBITh CHIENIaHbI BbI-
BOJIbI TIO KQXKJIOM rj1aBe AUILUIOMHOM paboThl. HeoO6xoammo, 4TOOkl B 3aKIIOYECHUN
collepKaJIUCh YETKHE, BCECTOPOHHE OOOCHOBAHHBIE BBIBOJIBI, KOTOPHIE BHOCST
BKJIaJl B Pa3BUTHE MOCTABJICHHOW MPOOJIEMbI, HAMEYAIOT MEPCIEKTUBY ISl Jajb-
HeHmel pa3pabOTKH U MOKa3bIBAIOT CTENICHb BBIOJHEHUS 3a/1a4, MOCTAaBIECHHBIX
BO BBEJCHUHU K JUIUIOMHOUN pabore. PaboTta mommkHa OBITH HalMcaHa JIUTEPATYP-
HBIM SI3BIKOM, TIIATEIHHO BHIBEPEHA, HAYYHO-CIIPABOYHBIH amnmapat u oopMieHue
JIOJDKHBL  COOTBETCTBOBATh JCHCTBYIOIIMM TOCYJApPCTBEHHBIM CTaHAApTaM M
HACTOAIIUM METOMYECKUM PEKOMEHIAIUSM.

[Ipn ornnunol oneHke uineHbl ['AK y4uTBIBalOT KpaTKOCTh U JOTHUYHOCTH
BCTYNUTEIBHOTO CJI0BA BBIMYCKHUKA, KOTOPOE JIOJKHO OTPA3UTh OCHOBHBIE IMOJIO-
YKEHUsI pabOThl U BBIBOJBI ABTOPA, a TAKXKE YETKOCTh U apTYMEHTUPOBAHHOCTH OT-
BETOB Ha BONPOCHI, 3a1aHHbIe uieHamu ['AK.

BKP, onieHeHHas Ha «OTIWYHOY, JOJKHA MOJHOCTHIO COOTBETCTBOBATH KBa-
TUKAITMOHHBIM TpeboBanusM, BKItoueHHBIM B @T"OC BO.

CTyAeHT moJTydaeT OIEHKY «XOPOIIo», €CIU B paboTe aHAIU3 UCTOYHUKOB U
JUTEpaTypbl YaCTUYHO HEMOJIHBIN, BBIBOABI 10 TJlaBaM HEAOCTATOYHO apryMEHTH-
pPOBaHBI, B CTPYKTYpE M COJEpPKaHUU PaOOTHI €CTh OTICIbHBIC TOTPEIIHOCTH, HE
HMMEIOIINE MPUHIMITHAIBHOTO Xapakrepa. B ocrambHoM BKP, onenénnas Ha «xo-
poIIO», JODKHA OTBEYaTh TPEeOOBAaHUSAM, MPEAbSABISEMbIM B padOTE C OLEHKOU
«OTIINYHOY.
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CTyAeHT noiay4yaeT OUEHKY «YyIOBJIETBOPUTENbHO», eciii B BKP ananu3 uc-
TOYHUKOB U JMTEPATYypbl IOJMEHEH aHHOTHPOBAHHBIM 0030pOM, JTOKYMEHTAJIbHAS
OCHOBa paboThl MPEACTaBIEHA HEJOCTaTOYHO, BBIBOABI HE KOHKPETHBI, PEKOMEH-
JAlK ¥ IPeJJIOAKEHHs C1ab0 apryMEHTUPOBAHbI, B CTUJIE U3JI0KEHUS U B 0POpM-
J€HUH pabOThl UMEIOTCS MOTPEUTHOCTH, BBITYCKHUKOM IPOSIBJIEHA HEYBEPEHHOCTD
BO BpeMs IUCKYCCHH.
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MPUJIO)KEHHUE A
(o0s13aTesIbHOE)

IIpumepnsbiii  nepeyerb TeM BKP  nHanpaBiaenuio  moaroroBkum  46.03.02
JIoKyMeHTOBe/IeHie U apXMBOBe/IeHHe

1. ABTOoMaTu3alMs ¥ MEXaHU3AIUs apXUBHOTO Jejia KaK MPOrPEeCCUBHBIC ATAIlbI
Pa3BUTHS OTPACIIH: HICTOPUUECKUIN aCIEKT.

2. ABromartmzansi ~ MHGOPMAIMOHHOTO  oOecriedeHHs]  ympaBieHus  (Ha
KOHKPETHOM TIpUMeEpe).

3. ABTOMAaTH3alusi CHUCTEMbI JICJIIONPOM3BOJCTBA (HAa TMpUMEpPE KOHKPETHOM
OpraHu3alllH).

4. ABTOMaTH3UPOBAHHBIN TOKYMEHTOOOOPOT U apXUBHOE XpaHEHHUE UH(POpMaLIUK:
poOJIEMBI U NTEPCTIEKTUBBI.

5. ABTOMATH3UPOBAHHBIA JOKYMEHTOOOOPOT KakK (PYHKIMOHAJIbHASI CTpaTerus
yIpaBJICHUS (HA KOHKPETHOM ITPUMEDPE).

6. AHanu3 JeATeNbHOCTH cekperapss (upmbel (Ha TmpUMepe KOHKPETHOM
OpraHu3allvu).

7. AHanu3 JOKYMEHTAllMOHHOTO OOecreueHusl yhOpaBieHus U pa3paboTka
NPEMIOKEHU 10 €ro COBEPIICHCTBOBAaHUIO (Ha NpPUMEPE KOHKPETHOM
OpraHu3allvu).

8. AnHanM3 MJOKyMEHTOOOOpOTa ¥ TMYTH €ro ONTUMH3AIMd B CTPYKTYpHOM
10JIpa3esIeHUH BBICUIETO Y4eOHOTO 3aBEACHMS.

9. AHanu3 ¥ COBEPIICHCTBOBAHHWE JICJIOBOM IEpenuckd (HaA TpuMepe
MPEANPUATHSA ).

10. AHanu3 W COBEpUICHCTBOBAHWE OpPTaHU3AIMK  APXUBHOTO  XpaHEHUs
JIOKYMEHTOB Ha MPEAIPHUITHH.

11. AHanu3 UCHOJHEHUS COLMATbHO-TIPABOBBIX 3allPOCOB 3a MOCJIETHUE TPU oA
(Ha mpuMepe KOHKPETHOTO apX1Ba).

12. AHanu3 HOPMATHUBHBIX TPEOOBaHWN K JOKYMEHTAlIMOHHOMY OOECIICUEHHUIO
MPOXOXKJEHUS  TOCYJApCTBEHHOM  TpakJaHCKoM  ciyxObl  Poccuiickoi
denepauum.

13. AHanu3 HOPMATUBHBIX TPEOOBAHMIM K OpraHU3ALMHU U JIOKYMEHTAlHOHHOMY
00ECIEYEHUI0 TPOXOXKJEHUS TOCYJAPCTBEHHOM TIPaXkKIaHCKOM  CIIyX OBl
cyobekTa enepannu (CyObeKT Mo BHIOOPY).

14. Ananu3 opraHuzanud JOKYMEHTAIIMOHHOTO oOecreueHus AesTeIbHOCTU
KOMMEpPYECKOM CTPYKTYpbl K €ro COBEpPUICHCTBOBaHME (HAa mpHUMEpE
KOHKPETHON KOMMEpPUYECKOU CTPYKTYPHI).

15. AHanmu3 TIOCTaHOBKM JOKYMEHTAIlMOHHOTO OOECHEeYeHHUs: JAesITeIbHOCTU
YUpPEXKACHUS, OpPraHW3allMM W HaIpaBJIEHUS €ro COBEPIICHCTBOBAHMS (Ha
IpUMeEpPE KOHKPETHOTO FOCYJAPCTBEHHOTO YUPEXKICHHUS, OPraHU3al1H ).

16. ApxuBHOE XpaHEHHE B CUCTEME JIEKTPOHHOTO IOKYMEHTOO0OpOTA.

17. Biusitaue HOBBIX HH(OOPMAIIMOHHBIX TEXHOJIOTHH B JOKYMEHTOOOOpOTE Ha
KaueCTBO YNPAaBJICHUS YEIOBEUECKUMU peCypcamu.
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18. BHenpenune HOBbIX WH(MOOPMAITMOHHBIX TEXHOJOTUNA B KAJPOBYIO JACSITEIHHOCTD
MPEANPUATHS.

19. BHenpenue HOBBIX WH()OPMAIMOHHBIX TEXHOJOTUM B CHUCTEMY apXHWBHOIO
XpaHEHUsI IOKYMEHTOB (KOHKPETHOTO MPEIPUSITHS).

20. BHyTpeHHsI perjiaMeHTalus JOKYMEHTOBETUYECKUX MPOIIECCOB B KOHKPETHOM
OpraHU3aluu.

21. BO3MOXXHOCTH  HCIOJb30BAHUSI COBPEMEHHOM OQUCHON TEXHUKH IS
ONTUMU3AIUU JOKYMEHTOO00pOTa OpraHu3aluu (Ha NpuMepe MpeanpusiTus).
22. BO3MOXXHOCTH  WCIIOJB30BAaHUS  CHCIHAIM3UPOBAHHBIX  MPOTPaMM  JUIS
COBEPIIICHCTBOBAHUS Pa0OTHI ¢ JIOKYMEHTAMHU HA MPEANPHUATHH (Ha TpUMepe

NPEANPUATHSA).

23. BO3MOXXHOCTH MPUMEHEHHUS] COBPEMEHHBIX HMH(POPMAIIMOHHBIX TEXHOJOTHH B
JIEeATEIIbBHOCTH apXMBa OpraHu3aluy (Ha mpuMepe apXuBa IpeAnpUsITUs).

24. Bo3uukHOBeHHe nenonpousBoicTBa B Kuesckoit Pycu (IX — X1 BB.).

25. Borpochl TOKYMEHTHUPOBAaHUS U PabOThl C JOKYMEHTAaMU B 3aKOHOIATEJIbHO-
IpaBoOBbIX akTax Poccuiickoil @enepanni.

26. Boripochkl JTOKyMEHTUPOBaHHUS W pPabOThl C JOKyMEHTaMH B HOPMATHUBHO-
MpaBoBbIX akTax Poccuiickon denepanu O rocyIapCTBEHHOM TPaKIAHCKOU
ciyxoe.

27. Boripochl JTOKYMEHTUPOBaHHUS W pPabOThl C JOKyMEHTaMH B HOPMATHBHO-
paBOBbIX akTax Poccuiickor @Penepanum O TOCYJAapCTBEHHOW BOEHHOU
cityxkoe.

28. Borpochl TOKyMEHTHUPOBaHHUS W pPabOThI C JOKyMEHTaMH B HOPMATHBHO-
mpaBoOBbIX  aktax  Poccuiickoi ~ ®depepanim 0 rocyAapCTBEHHOU
IPaBOOXPAHUTEILHOM CITyXkO0e.

29. Borpockl JIOKYMEHTHPOBAaHMSI CO3JaHUS W JCSITCIBHOCTH aKIIMOHEPHBIX
00IIIeCTB B HOPMATHUBHO-TIPABOBBIX akTax Poccuiickoit deneparmm.

30. Bompocst JOKYMEHTUPOBAHUS YIIPaBJIECHYECKON NEATENBHOCTH
rOCyJIapCTBEHHOI'O amrapara B HOPMAaTMBHO-IIPABOBBIX akTax Poccuiickoi
denepanum.

31. JlokyMeHTAIlMOHHOE OOecTieueHne TMPOXOXKACHUS (deaepaibHOW BOEHHOM
CIIykObI (Ha MpUMepe KOHKPETHOTO TOCYAapCTBEHHOT'O OpraHa).

32. JlIokyMEeHTAIIMOHHOE O0ecTriedeHre MPOXOXKIACHUS (eepaibHON TPaXkTaHCKOM
CITY>KO0BbI (Ha mpUMeEpe KOHKPETHOTO TOCYAapCTBEHHOT'O OpraHa).

33. JIokyMeHTaI[MOHHOE oOecrieueHue MPOXOKICHUS denepanbHON
IPABOOXPAHUTEIHHON CIYXObI (Ha MpUMepe KOHKPETHOTO TOCYAapCTBEHHOTO
opraHa).

34. JlIokyMeHTaI[MOHHOE oOecrieueHue MPOLIETyPbI aTTeCTaluu

rocyJ1apCTBEHHOTOrpakIaHCKOTO  Cy’Kamiero (Mo HOPMaTUBHO-TIPABOBBIM
aKTam).

35. JlokyMeHTAITMOHHOE O0ECIIeYeHNE YMPAaBICHHUS B OpraHax ToCy/IapCTBEHHOMN
BJIACTH U YIIPABJICHUS (Ha IPUMEPE KOHKPETHOW OpraHu3alum).

36. JlokyMEeHTAITMOHHOE 00ECTICUCHHE YITPABICHYECKOM JACITEIHHOCTH B YCIOBUSIX
MPUMEHEHUS aBTOMATU3WPOBAHHOW TEXHOJIOTMU (HA MOpUMEPE KOHKPETHOU
OpraHu3alluu).
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37. JlokyMEHTHpOBAaHUE ATTECTAI[MN U OLICHKH NMPO(ECCHOHANBHOMN eATeIbHOCTH
PaOOTHUKOB MPEITPUITHSI.

38. JlIokyMeHTHUpOBAaHHUE aTTECTAlMU U OLIEHKU MPOo(deCcCUOHATBLHON EeATeTbHOCTH
PabOTHUKOB TOCYIAPCTBEHHOTO YUPEKIACHUSI.

39. JIokyMEHTUPOBAHUE TOCYAAPCTBEHHOM CIIyKObl POCCHUHCKOrO Ka3adyecTBa B
HOpPMAaTHUBHO-TIPaBOBbIX akTax Poccuiickon denepanuu.

40. lToxyMeHTUpOBaHUE IEATEIBHOCTH KaJIpOBOM CIyX Obl W HaNpaBlICHUS €ro
COBEPILIEHCTBOBAHMS (Ha MPUMEPE KOHKPETHOM OpraHU3alim).

41. JIOKyMEHTUPOBAaHUE JESATEIBHOCTH OpPraHOB MECTHOTO CaMOYIIPAaBJICHUSA B
HOpPMaTUBHO-TIPaBOBBIX akTax Poccuiickoit Denepaiuu u ee CyObEKTOB.

42. JIOKyMEHTUPOBAaHHUE OCHOBHBIX BHUJOB JESITEIbHOCTH OpraHu3anuu (Ha
KOHKPETHOM IIpuMepe).

43. 3akoHOAaTenpHAsl M HOPMAaTHBHO-TIpaBoBass ~ 0a3a  COBPEMEHHOTO
JIOKYMEHTAIlMOHHOTO 00ECTIeUeHUs yIIPaBICHHUS.

44. 3akoHOAATEbHOE M HOPMATUBHOE PETYJIMPOBAHUE JIE€JIONPOU3BOICTBEHHBIX
IPOLIECCOB (B pa3IMYHbIE UCTOPUUECKHUE MTEPHOIBI).

45. 3aKkoHOAAaTEeIbHO-HOPMATUBHOE PETYJIMPOBAHUE APXMBHOTO Jie€ja B CTpaHax
3amnaaHoit EBponbl u CIIA.

46. 3aKkoHOAATEIbHO-HOPMATUBHOE PETYJIMPOBAHUE YIPABJICHUS JOKyMEHTAIUEH
B cTpaHax 3anaaHoit EBponsl u CIHIA (cTpanbl o BEIOOPY).

47. 3apoxJeHne, CTAHOBJICHUE U PA3BUTHE SKCIEPTH3bI IIECHHOCTH JTOKYMEHTOB B
JEJIONPOU3BOCTBE.

48. 3apyOexHoe apXUBOBECHUE: MTPOOJIEMbI HCTOPUH, TEOPHUU U METOA0JI0THH (Ha
pUMepe KOHKPETHOTO TOCYIapCTBa).

49. 3apyOexHble CTaHIAPTHl, pErIAMEHTHPYIOIIHE TMPOLECChl  YIPaBJICHUS
JIOKYMEHTAIUEH.

50. 3apyOexHbId  OMBIT ABTOMATU3AIMKM  YOPABJICHUS JTOKYMEHTHPOBAHHOM
uHdopmaIuein.

51. 3ammTa AapXWBHBIX JIOKYMEHTOB OT OHOMOBpEXIeHUN (Ha TmpuMeEpe
KOHKPETHOTO apXHBa).

52. UudopmaninoHHO-TOKYMEHTAIIMOHHOE oOecrieueHue o0OpazoBarenbHOI
NeATEIbBHOCTH (Ha KOHKPETHOM IIpUMepe).

53. UndopmarnmonHoe 0oOCTYKWBAaHHE PYKOBOJCTBA MPEANPUATHS — TPOOIEMBI
OpTraHU3AINH U PETYTUPOBAHUS.

54. Ucnonb3oBaHue 3apyOeXHOTO OIbITa B OPraHU3alMyd JOKYMEHTOOOOpOTa
POCCUHCKUMH MIPEATIPUITHSIMHU.

55. Ucnonb3oBanue 3apyOeKHOTO OMbITa B OpraHU3alud padoThl POCCUHUCKHUX
apXM1BOB.

56. Mcnonp30BaHue KOMIBIOTEPHBIX TEXHOJOTHH B paboTe ¢ ayInOBU3YaIbHBIMU
apXWBHBIMU JJOKyMEHTaMU (Ha MpUMepe KOHKPETHOTO apXUBa).

57. Ucnionp3oBaHrue HOBBIX MH(GOPMAIMOHHBIX TEXHOJOTHUNA B MH(GOPMAIIMOHHO-
JIOKYMEHTAIlMOHHOM O0ECIIeUeHUH YIIpaBieHHs (Ha KOHKPETHOM MpUMEpE).

58. HccnenoBanue BOIPOCOB CO3JaHUS «aBTOMATU3UPOBAHHOWY», «0€30yMaxHOM
KaHLEeJsIpUH (TI0 OTEYECTBEHHBIM U 3aPYOEKHBIM ITyOJIUKALIUAM).
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59. UccnenoBanne MPUHIIMIIOB TIOCTPOCHUS JIEIOTPOU3BOJICTBA  yUPEKICHHM
Poccuiickoii ummnepun (XVII — XX BB.).

60. KagpoBass cnmyxxk0a TrocyJapCTBEHHOTO OpraHa W JIOKYMEHTHPOBaHHE
MPOXOXKJEHUS  TOCYJApCTBEHHOM  IpakJaHCKOM  ciyxObl  Poccuiickoi
deaeparuu (10 HOPMAaTUBHO-TIPABOBLIM akTaM P®d).

61. KagpoBass cnmyxx0a TrocyJapCTBEHHOTO OpraHa W JIOKYMEHTHPOBaHHE
MIPOXOXKJEHUS TOCYJapCTBEHHON IPaBOOXPAHUTENIBHOM Ciy»)O0bl Poccutickoii
®depneparuu (10 HOPMAaTUBHO-TIPABOBEIM akTaM P®D).

62. KagpoBass ciyx0a TrocyaapCTBEHHOTO OpraHa M JOKYMEHTHPOBaHHE
MIPOXOXKJICHUS TOCYJApPCTBEHHOW BOCHHOW cIy:kObl Poccuiickoit denepanuu
(0 HOpMaTHUBHO-TIPAaBOBBIM akTaMm PD).

63. KomnsrorepHbie uH(POpPMaLMOHHbBIE TE€XHOJIOTHH B YIPABJICHUH
JIOKYMEHTOOOOpPOTOM.

64. Mexnaynaponnas ctangaptuzainus B JIOY (uctopus Bompoca, COBpPEMEHHOE
MIOJIO’KEHUE JIETI, BOJIIOIMS MpoLiecca).

65. MexayHapoaHas cTaHIapTU3alusg HHPOPMAIMOHHBIX TTPOLIECCOB.

66. Mecto u ponb kiaccudukaropoB TOCHU B mHpopmanmoHHOM oOecriedeHun
yhnpaBiieHus (Ha IpUMepe KOHKPETHBIX KIACcCU(DPHUKATOPOB, MCIOJIb3YEMbIX B
KOHKPETHOM OTpaCiu, MPEIIPUITHH).

67. Metonuka BbeIOOpa COJI s opraHuzanuu (Ha TMpUMEpe KOHKPETHOMN
OpraHu3allvu).

68. MeTtoanueckne acmeKkThl OpraHU3allii JOKYMEHTAIlMOHHOTO O0ecTeyeHus
yIpaBJiCHHUS.

69. Meroandeckoe oOecrnieueHre KOH(PHUACHIIMAIBHOTO JEJIOMPOU3BOACTBA (HA
npuMepe MPEAIPUITHS).

70. MOHUTOPUHT TIOTOKOB JOKYMEHTOB OpTaHM3alldd Ha OCHOBE COBPEMEHHBIX
UH(OPMAITMOHHBIX TEXHOJIOTHH.

71. Homenkiatypa nen ¥ WX pOJib B OpraHu3anuu paboThl C JOKYMEHTAMH
IOPUIMYECKUX JIUI pa3HbIX (OPM COOCTBEHHOCTH (Ha KOHKPETHOM MPUMEPE).
72. Opranu3aliOHHO-TIPABOBOE M JIOKYMEHTAIIMOHHOE OOECIEUYCHHE YIpaBICHUS

rOCyapCTBEHHOTO YUPEKIeHUs (HA KOHKPETHOM MpUMeEpe).

73. Opranu3aloOHHO-TIPABOBOE M JIOKYMEHTAIIMOHHOE OOECIEUYCHHE YIpaBICHUS
roCyJIapCTBEHHOTO OpraHa (Ha KOHKPETHOM MPUMEPE).

74. OpraHu3allMOHHO-TIPABOBOE U JIOKYMEHTAIMOHHOE OOECICUCHUE YMpPaBICHUS
MYHULIUTAIHHOTO OpraHa (Ha KOHKPETHOM IIpuMepe).

75.0prann3aiioOHHO-TIPABOBBIC u JIOKYMEHTAIMOHHOE obecrieueHue
JEATEIIbHOCTH KOMMEPYECKOT0 MPEeANpUsITHS (Ha KOHKPETHOM IIPUMEPE).

76.0Opranuzanusi apxuBa Kak CTPYKTYpHOTo mojpasjaeneHus cinyxoel JIOY
KOMMEPYECKOTO TIPEATIPHUSATHS.

77.0Opranuzanusi TOCYJApCTBEHHON TPa)XTaHCKOM CIy>)kObI ¥ KaJIpOBOTO
JIETIONIPOU3BOICTBA B (he/iepaiIbHOM TOCYJAapCTBEHHOM opraHe (Ha mpumepe
KOHKPETHOTO TOCYapCTBEHHOTO OPTaHa).

78. Opranmszanus JIOCTyNa K AapXWBHBIM JIOKYMEHTaM H©  JIOKYMEHTHOM
uH(pOpMaIUH, COoIepP KAIUM TIEPCOHATBHBIC TaHHBIE (Ha IPUMEpPe KOHKPETHOTO
apXxuBa).
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79. Opranmzanuss ¥ TNOBBIIIEHHE 3(PPEKTUBHOCTH KOHTPOJS  UCHOTHEHHS
pacnopsiIUTENbHBIX JOKYMEHTOB Ha MPEANPUSITHH.

80. Opranuszanus M COBEPIICHCTBOBAHHE pa0OTHl IMOMOIIHUKA PYKOBOJIUTENS
(cexpeTaps, cekpeTapsi-peepeHTa) Ha IpUMeEPe KOHKPETHOTO MPEAITPUSITHS.
81. Opranuzanusa nHGOPMAITMOHHOTO OOeCTIeYeHUS ACSITEIIbHOCTH PYKOBOIUTENS.
82. Opranmzanusi TpeACTABUTEIBHON (3aKOHOJATEIBHOM) BIAcTU B CyOBEKTe
Poccuiickoit denepanuu u nHGOPMAIIMOHHO-IOKYMEHTAIIMIOHHOE 00ECTIeUeHHE

€€ IeATEIIbHOCTH.

83. Opranmsanus pabOThl KaHIEISPUH TOCYIapCTBEHHOTO yupexaeHus Poccum
XVI-XIX BB.

84. Opranmu3zanusi paboThl KaHIEISAPUH TOCYIApCTBEHHOTO YyupexjaeHus Poccuu
XX-nauana XXI BB.

85. Opranu3anus paboTHI C IeTOBBIMH MUChbMaMH U TIYTH €€ COBEPIICHCTBOBAHMS.

86. Opranuzanus padoThl C JOKyMEHTaMHU B KaJIpOBOM CITy»0€ rocyJapCTBEHHOTO
yupexaeHus (Ha KOHKPETHOM MPUMEPE).

87. Opranusanus paboThl C KaApOBOH JOKYMEHTAIMEH U ITyTH €€ ONTUMU3AIUY.

88. Opranuzanus cinyx06s1 JJOY B ycinoBusix GyHKIIMOHUPOBAHUS KOMMEPUECKOTO
MPEANPUATHUS.

89. Opranuzanus ynpaBjieHUsl JOKyMEHTaIMel 3a pyoexxoM (o mepuojam, oo
110 CTpaHaMm).

90. Opranu3anys ynpaBIeHHS JOKYMEHTAIUEH 3a pyOekoM (CTpaHa 1Mo BeIOOPY).

91. OcoOeHHOCTH KIUMATOJIOTHYECKOTO OOECTICUCHUSI COXPAHHOCTH apXHBHBIX
JIOKYMEHTOB Ha TeppuUTOpun YenssOMHCKOM 00IacTu.

92. OcoOeHHOCTH  ANEKTPOHHOTO  JOKYMEHTOOOOpoTa  opraHuzamuu  (Ha
KOHKPETHOM IIpuMepe).

93. OTpakeHHE BOMPOCOB JTOKYMEHTAIIMOHHOTO OOECICUCHUSI YIMPABICHUS B
NEePUOINYECKUX U3JIAHUSX.

94. IlepcniekTUBHBIC HANIPABIICHUS B PA3BUTHH apXuBOBeeHus B Poccuu.

95. [lepcriekTUBHBIC HAMIPABJICHUS B PA3BUTHH JIOKYMEHTAIIMOHHOTO 0OECTICUeHHUSI
yrpasienus B Poccun.

96. IloBbimerne  A(PEKTUBHOCTHA  JICIONPOU3BOJCTBEHHON  JEATEILHOCTH B
YCIIOBUSIX HOBBIX MH(DOPMAITMOHHBIX TEXHOJIOTHUH.

97. IloBbrmenne 3 (HEKTUBHOCTH PaOOTHI apXHUBa B YCIOBUAX MPUMEHEHHSI HOBBIX
UH()OPMAITMOHHBIX TEXHOJIOTHH.

98. IlocTraHoBKa JOKYMEHTAIIMOHHOTO OOECIICUEHUs] JEATECIIBHOCTH  CIY>KObI
KaJIpOB M HAMpaBJICHUS €Tr0 COBEPIICHCTBOBAHWSA (HAa MpPHMEpPEe KOHKPETHOU
OpraHu3alIlvn).

99. IloctaHoBKa  DJEKTPOHHOTO  JOKYMEHTOOOOpOTa  OopraHuzamuu  0e3
ucnosbs3oBanus COJl (Ha KOHKPETHOM TIpUMeEpe).

100. IlocTtpoenue coBpeMeHHOW HHQPPACTPYKTYpHl OpraHM3aiuu (Ha TpuUMepe
KOHKPETHOI OpraHu3aIuu).

101. TIpaBuUTETBHCTBO cyOBeKTa beneparumn u nH(OPMAITMOHHO-
JOKYMEHTAIlMOHHOE 00EeCTIeUeHUE €To JeATEIbHOCTH.

102. IlpaBoBbIe, OpraHM3AIMOHHBIC, TEXHUYECKHWE ACIEKTHI HCIIONH30BAHUS B
YIPABJICHUH JIEKTPOHHBIX TOKYMEHTOB.
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103. TlpumeHeHHE TOCYJApCTBEHHBIX CTAHAAPTOB IO JAOKYMEHTAI[MOHHOMY
YIPABJICHUIO B JACJIONPOU3BOJICTBEHHOM IEATEILHOCTH MPEIITPUITHS.

104. TlpumeneHue METOAOB OIM(PPOBKHY IOKYMEHTOB B COBPEMEHHOM apXuBe (Ha
npuMepe KOHKPETHOW OpTraHU3alIHH ).

105. IlpumeHeHUE COBPEMEHHBIX TEXHOJOTUH TPU pPeCcTaBpallid apXUBHBIX
JIOKYMEHTOB (Ha MpUMEpPE KOHKPETHOTO apX1Ba).

106. IIpumenenue AIIEKTPOHHOTO JIOKYMEHTO000pOoTa B CUCTEME
JICJIIONPOU3BOACTBA (Ha KOHKPETHOM IPUMEPE).

107. TlpumeHeHHE 3JEKTPOHHOTO JOKYMEHTOOOOpPOTa B CUCTEME pabOThl apXuBa
npeanpusaTus (Ha KOHKPETHOM MpUMepe).

108. TIIpoOGnema XHWIIEHHS AapPXUBHBIX JOKYMEHTOB, MEpbl O€30MacHOCTH U
3aIUTHI (Ha IpUMEPE KOHKPETHOTO apX1Ba).

109. TIIpoGnembl  aBTOMaTH3allMd  JOKYMEHTAI[MOHHBIX  MPOILIECCOB B
OTEUECTBEHHOM U 3apyO0eKHOM JIuTepaType.

110. IIpoOGaemsl coznanus u popmupoBanus ciyx0b1 JIOY Ha npeanpusiTum.

111. TlyTtu coBepIilIeHCTBOBAaHMS JOKYMEHTAIIMOHHOTO OOECIEUEeHUsI YIPaBICHUS
B COBPEMEHHBIX OpraHu3alusIX (OpraHu3alMoOHHO MPAaBOBOW BOIPOC).

112. Pa3BuTue BUIOB U GopMyJIsipa TOKYMEHTOB B JIOPEBOIIOIIMOHHON Poccuu.

113. Pa3BuTue BUIOB U GopMyIIsipa TOKYMEHTOB B coBpeMeHHoi Poccuu.

114. Pa3BuTHE MEXIYyHAPOIHOTO COTPYIHMYECTBA ApXUBUCTOB: MPOOJIEMBI U
TIEPCTICKTHBEI.

115. Pa3paboTka KOMIUIEKTa JIOKYMEHTOB JIi PETUCTpAllMM W OpraHu3aluu
NEATSTLHOCTH MPEITPHUSITHSI.

116. Pa3paboTka METOIMYECKHX PEKOMEHAAIMK 1O MOATOTOBKE W MPOBEIACHUIO
CITY>K€OHBIX COBEIIaHUI (Ha MpUMeEpe...).

117. Pa3paboTka METOJUYECKUX PEKOMEHIAIMNA MO MOATOTOBKE M MPOBEICHUIO
AKCIIEPTU3BI IEHHOCTH aPXUBHBIX JJOKYMEHTOB.

118. Pamnumonanuzamus U cucTeMaTU3aIus JeI0MPOr3BOACTBA MPEATIPUSTHS.

119. Pecypcol HuTepHera Kak OOBEKT AapXWBHOTO XPAHEHHUS: MPOOJIEMBI
HKCIIEPTU3BI IEHHOCTH.

120. Ponp wumHGOpPMAIIMOHHOTO OOECIeYeHUsl yMOpaBJICHUs B  peaau3aluu
KOHIICTIIIUU «DJIEKTPOHHOE MPABUTEITHLCTBOY.

121. Cucrema  JACNONPOM3BOJACTBA  IEpHOJA oOpa3oBaHUS  PYCCKOTO
nentpanuzoBanHoro rocyaapcrsa (XV-XVII BB.).

122. Cucrema ynopaBieHHS JIOKYMEHTOOOOpPOTOM Kak CIOCOO  pa3BUTHUSA
MPEANPUHUMATEIBLCKON CPEBI.

123. Cucrematuzanus u odecriedeHue COXpaHHOCTH JIOKYMEHTOB.

124. CoBepuieHCTBOBaHME JOKYMEHTAIIMOHHOTO OOECleueHHus aTTecTaluu
KaJpoB 00pa30BATEIBHOTO YUPEIKICHHMS.

125. CoBepuIeHCTBOBAHHUE JIOKYMEHTALIMOHHOTO OOECIeUeHUsl YIpPaBJICHUS B
YCIIOBUSIX TIPUMEHEHUS HOBBIX MH(POPMAIMOHHBIX TEXHOJIOTHH (HAa TpUMEpe
KOHKPETHOI OpraHu3aIuu).

126. CosepiieHCTBOBaHHE Pa0OThI IO OPTaHM3AIMU KOHTPOJS HCTIOTHEHUS
oOpareHuii rpak/iad B MyHHUITUIIAJTILHBIC OPTaHbI YIIPABICHUS.
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127. CoBepiieHCTBOBaHHWE PabOTHI C TOKYMEHTHOW WH(pOpMaimend B cHCTEME
COBPEMEHHOTO arapara yrnpaBJICHHsL.

128. CosepiieHcTBOBaHHE pabOTHI ¢ TpUKa3aMH 110 JIMYHOMY COCTaBy B
HETOCYJJTaPCTBEHHOM YUPEKICHHH.

129. CoBepIIeHCTBOBaHUE CHUCTEMBl apXHBHOTO XpaHCHHS OKYMEHTOB (Ha
KOHKPETHOM TIpUMEpE).

130. CoBepIlIeHCTBOBaHHE CHCTEMBI 3aIIUTHI JOKYMEHTAIMOHHOTO 00eCIeYCHHUS
npeanpusaTus (Ha KOHKPETHOM MpUMepe).

131. CoBpeMeHHOE COCTOSIHME M TEPCHEKTHUBBI Pa3BUTHUS JTOKYMEHTAIIMOHHOTO
o0ecrnieueHus ynpaBIeHUs] HA COBPEMEHHOM MPEANPUITHH.

132. CoBpeMeHHbIE aBTOMATH3WPOBAHHBIE CHCTEMBl APXWUBHOTO XPaHCHUS
JOKyMEHTHOW HH(POPMAIIHH.

133. CoBpemeHnHbie aBTOMaTH3UpOBaHHbIe cucTeMbl IOV, ncnonb3yemseie B... (Ha
npuMepe KOHKPETHON OpTraHU3aIlMK: XOJJIMHTaX, KOPIOPALUsIX U T.11.).

134. CoBpeMeHHBIE MPOrpaMMHBIE CpEACTBAa, HCIIOJIb3yEMble B IpOIECcCe
CO37IaHMs U YIIPaBJIEHUS JJOKyMEHTaMHU.

135. Co3nanue onTUMadbHBIX U 3(PPEKTUBHBIX YCIOBUWA Tpylla CEKpeTaps Ha

MPEANPUSATUH.
136. Co3nanue onTUMaIBHBIX YCIOBUN TpyJa paOOTHUKOB apXHBa OPraHU3alUu.
137. Coznanue ONTUMAJIbHBIX yCIIOBUI Tpyna pabOTHUKOB

JEJIOMPOU3BOACTBEHHOM I€SITEIbHOCTH.

138. Co3manue 1udpoBHIX ayIMOBU3YAIbHBIX apXWBOB B Poccum: mpoGiembl u
BO3MOKHOCTH.

139. CpaBHHUTENBHBIH aHAIN3 aBTOMAaTU3UPOBAHHBIX CHUCTEM )1 (0)%
(OTeYeCTBEHHBIX, 3apyOEIKHBIX, HOBUHKH U T.I1.).

140. Crannmaptusanus B 0071aCTH JIETOMPOU3BOICTBA.

141. CraHOBIICHHE U Pa3BUTHE CUCTEMBI JOKYMEHTAIIMH (TI0 BBIOODY).

142. CymHOCTh W OCHOBHOE HA3HAUEHHE JOKYMEHTAIMOHHOTO OOeCTIeUeHHUS
yIpaBJICHUS B COBPEMEHHBIX YCIOBHUSX.

143. VYuudumnmpoBaHHas cucTeMa IJIAHOBOW JOKYMEHTAIIMM B OpraHu3anvu (Ha
KOHKPETHOM IIPUMEDE).

144. VYuudunmupoBaHHas CUCTEMa PACTIOPSAUTEIBHOW  JOKYMEHTAllUM B
Kopropanuu (Ha KOHKPETHOM IPUMEPE).

145. VYnopaBieHnue IOKyMeHTanuend (Ha MpuUMEpe KOHKPETHOW CTpaHbl, JMOO
coobmects ctpad - EC, CHI" u T.11.).

146. dopmupoBaHue ¢  pa3BUTHE TpeOOBaHUN K JIOKYMEHTHPOBAHUIO
YIPABJICHUECKON NEATEIbHOCTH B PAa3JIMYHbIE HCTOPUUYECKUE TIEPUO/IBI.

147. DxcnepTu3a IEHHOCTH JOKYMEHTOB B JIEJIONMPOU3BOJICTBE: 3apOKIACHUE,
CTaHOBJICHUE U Pa3BUTHE.

148. DnexkTpoHHBIA JOKYMEHT KaK OOBEKT apXWBHOTO XpaHEHHs (HAa TpUMepe
KOHKPETHOM OpraHu3aluu).
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MNMPUJIOXKXEHUE b
(o0s13aTesIbHOE)

Oo0pa3zen opopmiieHHS TUTYJIBHOTO JUCTA DaKaAJIABPCKOH padoThI

MMUHUCTEPCTBO OBPA30OBAHU S 1 HAYKU POCCUMCKOM ®EJEPAITAN

OEJIEPAJIBHOE I'OCY JAPCTBEHHOE BIOJIUKETHOE OBPA30OBATEJIBHOE YYPE-

KAEHUE BBICHIEI'O OBPA3OBAHIA

«MATHUTOI OPCKUI I'OCYJJAPCTBEHHBIN TEXHUYECKUI YHUBEPCUTET

M. I"1. HOCOBA»

I/IHCTI/ITYT r'yMaHHUTapHOTI'O O6paSOBaHI/I$I

Kadenpa comumonoruu, HOKyMEHTOBEICHHUS H ap-

XHUBOBCICHUA

Hampasienue — 46.03.02 JlokymeHTOBeICHHE U

apXHUBOBEJICHUE

[Mpoduns — JlokyMEeHTOBEICHHE W JOKYMEHTAIlU-

OHHO€ oDecIieueHne YHIpaBJICHUA

JomycTtuts K 3ammure
3aBenyrouuii kadeapoit

/

« » 20

BAKAJIABPCKAS PABOTA
XX XX XXXXXX. XX XXX. XX XX.XX.XXX

Crynenta

(®UO nmonHOCTHIO)
Ha temy:

(ITOJJHOE HAUMEHOBAHUE TEMBI)

CocraB 6akanaBpcKoit paboThI:
1. TTosicuuTenbHas 3anMcKa HA _ CTPAHMIIAX.
2. IlpunoxeHue Ha _ JIMCTax.

PykoBoauTens: « »

(moamuck) (mara) (damunus U. O.)

20

(IOMKHOCTD, yu€Has CTETCHb, 3BAHUE)
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KoncynbTanTs: « »

(moamuce) (nara) (damumus U. O.)

20

(TOKHOCTD, yuéHast CTETICHb, 3BaHUC)

OTmeTKa HOPMOKOHTPOJEpPa Crynenrt:
« » 20 T (moamuce)
(monmuck)  (mara) (DPamumnus « » 20 1.
n.0.)
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MPUJIOKEHUME J1
(o0s13aTesIbHOE)

Oo6pa3sen opopmiienns cogep:xanus BKP

COILEPKAHUE

3ATOJIO-

3aroJio-

3aroJio-

['JTABE

3ATOJIO-

3aroJio-

3aroJio-

['JTABE

NCTOYHU-

70




[TPMJIOXKE-
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MPUJIOKEHUE E
(o0s13aTesIbHOE)

Oo0pa3zen opopmiieHHs1 CIUCKA UCN0Ib30BaHHBIX B BKP ncrounnkon

CIIMCOK HUCITIOJIB30BAHHbBIX NCTOYHUKOB

1. O rocynapctBeHHOM si3blke Poccuiickoit @enepannu [DNEKTPOHHBIN pe-
cypc]: denepanbubiii 3akoH Poccmiickoit deneparuu ot 1 mrons 2005 r. Ne 53-
@3. — Pexxum nocrtyna: http://www.gramota.ru/spravka/docs/16 3.

2. TOCT P 6.30-2003. YuudunupoBaHHas CUCTEMa OpPraHU3AI[MOHHO-
pacnopsAauTeNbHON TOKyMeHTauuu. TpeOoBaHus K OQOPMIIEHUIO JOKYMEHTOB. —
M., 2003. - 17 c.

3. CMK-O-CMI'TY-36-12. Cucrema MeHemKkMeHTa KadecTtBa. CTaHmapT
opraHu3anuy. BeimyckHas KBanu@uKalUOHHAs padoTa: CTPYKTypa, COAEpIKAHUE,
oOmue mnpaBwia BHIMOTHEHUST W odopmieHus. Bepcus 2. Jlara BBeneHus:
27.02.2013.

4. Kysuenos U. H. JlenonpousBoACTBO: y4.-ClipaB. mocodue. — 4-¢ us., rne-
pepad. u gon. — M.: U3narenbcko-ToproBasi opranuzarnus «Jlamkos u K*», 2007, —
520 c.

5. Opra"u3anuoHHO-paclopsiAUTENbHAS JOKyMEeHTaIus. TpeboBaHusa K
0o(OPMIICHUIO JOKYMEHTOB: MeToI. pekoMeHanuu no BHeapenuto ['OCT P 6.30-
2003/ PocapxuB; BHUUIAH; Coct. M.Jl.TaBnun wu gp.; oOm. pen.
M. B. Jlapun, A. H. CoxoBa. — M., 2005. — 90 c.

6. Pozenrans [I. O., Ixanmkakosa E. B., Ka6anosa H. [1. CnpaBounuk 1o
PYCCKOMY SI3BIKY: TPABOIMCAaHUE, MPOU3HOIICHUE, JIUTEPATypHOE pPEIaKTHUPOBa-
Hue / J[. O. Pozenrans, E. B. [I)xanmxkakoBa, H. I1. Kabanosa. — 3-¢ uzm., ucmp. —
M.: Aiipuc-nipecc, 2006. — 768 c.

7. KOcunoBa E.I'. ®opMbl HanucaHuss 4YUCel B TEKCT€ JIOKYMEH-

TOB // Jles0mpon3BoACTBO U JOKYMEeHT0000poT Ha npeanpustun. — 2007. — Ne 8. —
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C. 66—-74.
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MPUJIOKEHUE K
(o0s13aTesIbHOE)

Oo6pa3zen opopmiienus npuiioxkenusi K BKP

INPUJIOXKEHHUE A
OPTAHU3ALIMOHHASA CTPYKTYPA OAO «ITAPYC»
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Oopasen opopMmiIeHHs 3aJaHUs HA DaKaJIaBPCKYI0 padoTy

MHUHUCTEPCTBO OBPA30OBAHUS U HAVKU POCCUMCKON ®E/IE-
PALINU
®EJIEPAJILHOE 'OCYJAPCTBEHHOE BIOJ)KETHOE OBPA3BOBA-
TEJILHOE YUPEXX/IEHUE BBICILIEI'O OBPASOBAHUS
«MATHUTOI'OPCKUIM T'OCYJAPCTBEHHBIM TEXHUYECKUI
VHUBEPCUTET UM. I'.'1I. HOCOBA»

Kadenpa comuonoruu, 10KyMeHTOBEICHUS
U apXHBOBEICHUS

YTBEPXJIAIO:
3aBenytouii kadenpoit
/ /
« » 20 T.
BAKAJIABPCKAS PABOTA

3AJAHUE

Tema: JIOKYMEHTHPOBAHHE JIEATEILHOCTA KAJIPOBOW CIIYVKOBI W

HAIIpaBJIEHHE ero coBepuieHcTBoBaHuA Ha npuMepe OO0 «BonokaHainy,

r. MarsuToropck

Crynenty AxmeroBoit 3une BakunieBHe

(bamuIHst UMSE OTYECTBO)

Tema yTBepxkaeHa npukazoM Ne OT « » 20 ..

CpOK BBITIOJIHEHUS & » 20 r.

Hcxonnbie naHHbIe K paboTe:
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Ilenb — COBEPIICHCTBOBAHME JIOKYMEHTHPOBAHMS JICATSILHOCTH KaJPOBOM

ciyxx0el OO0 «BomokaHain.

3aoauu:
1. M3y4uTh 3aKOHOAATENbHYIO U HOPMATUBHO-METOIMYECKVIO 0a3y JTIOKY-

MEHTHUPOBAHUS NEATEIHLHOCTHA KAJIPOBOU CIVKOBI OPraHU3AIINH.
2. OCyIIEeCTBUTh aHAIN3 JEATEILHOCTH KaapoBoi ciay:xk0el OO0 «Bono-

KaHaJI» M 0COOEHHOCTEN eé JOKYMCHTHUPOBAHMA.
3. Pa3pa60TaTb PEKOMCHAAIINMHN 110 COBCPIICHCTBOBAHUIO JOKYMCHTHPOBA-

HUS JESTCIbHOCTH KaJIPOBOU CJ'IV)K6I)I 000 «Bojgokanany.

4. P33D360T8,TI> MPOEKThI JOJLDKHOCTHOM MHCTPYKLIHMU COTPYIHUKOB CIYK-

on1 kaapoB OO0 «BogokaHai.

5. Paspaborats [lonoxkeHne o KaapoBoul cayx0e u MHCTPYKIIUIO IO Kaj-
pOBOMY

JICIIONPOU3BOJICTBY

Obvexm — TOKYMEHTHPOBAHHE JICSITEILHOCTH KaJIpPOBOM CIYKOBI.

HpedMem — IYTH COBCPHICHCTBOBAHMA AJOKYMCHTHPOBAHMA YIIPABJICHUA

EeATENbHOCTHIO KaapoBor ciyvk0bl OO0 «BomokaHa.

[lepeuenb BOMPOCOB, MOICKAIINX pa3padOTKe B AUTIIIOMHOM padoTe:
— 3aKOHO/IATEIBHBIC AKThI, PETIAMCHTHPYIONTUE ACATEIHbHOCTh KaAPOBOU

CITYXKOBI.

— HopmMmartuBHO-MeTOonMYeckas 0as3a JJOKYMEHTUPOBAHUS JIEITENHHOCTH KAapO-
BOM CJIYKOBI.

[IpakTHueckas 4acThb:
— AHann3 0COOEHHOCTEW TOKYMEHTHPOBAHUS JICSITEIbHOCTH KaapOBOU

cyvxoel OO0 «BomokaHam.

— PexomMeHnmgaimu mo COBEPINEHCTBOBAHUIO HOKYMEHTUPOBAHUSA IEATEILHOCTH
kaapoBou ciayxk0bl B OO0 «Bomokanan

KoncynbTaHnThl 110 pabote (¢ yKazaHWeM OTHOCAIIUXCS K HUM Pa3JieioB):
He nasznavanuco

PykoBoauTens: « » 20 r. / KoxymkoBsa
H.B./

(moamucek, gata)

3aiaHue MOy YHII: W« » 20 1. /Axmerosa 3.B./
(moamucek, gaTa)
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IMPUJIOKEHHUE K

(o0s13aTesIbHOE)
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NPUJIOXKXEHMUE JI
(o0s3aTeIbHOE)

Oopasen opopmienus pedepara 6akajIaBpcKoil padoThI

PED®EPAT
0akaaBpCcKOM padoThI CTyIeHTA rPyIIbI N. O. ®amuiaus
HA TeMY:
O6wém BKP: ; KOJIMYECTBO WJLTIOCTPALIUI: ; TaOJIHIL: ;
MPUIIOKECHUN: ; ICTIOJIb30BAaHHBIX UCTOYHUKOB:

Kimouessie cnosa: CJIOBO, CJIOBO, CJIOBO, CJIOBO, CJIOBO, CJIO-
BO.

[TpenmeTrom uccnemoBanus siBisercs ... Llens paboThl 3akmodaercs B ... B
XO0J1€ TIPOBEICHHUSI UCCIICIOBAHUS OBLITM UCTIOJIb30BAHBI CIACAYIOMINE METOIBI: ...

OcHOBHBIE pe3ynbTaThl paboThl COCTOST B ... HoBU3HA mccrieqoBaHus 3a-
KITI0YaeTcs B TOM, 4TO ...

PesynbpTaTel uccneqoBaHusi ObUTM BHEAPEHBI B NIEATEIBLHOCTH (TOKYMEHTH-
pOBaHUE NIEATEIBHOCTH, JOKYMEHTOOOOPOT U Tp.) ... BHenpeHune pe3yabTaToB Hc-
CJIEIOBAHUS MPUBEIIO K CICAYIONUM PE3YJIbTaTaM: ...

Pe3ynpTaThl MccaenoBaHWS MOTYT OBITh HMCIOJB30BaHBI B JICATEIBHOCTH
(IOKYMEHTHPOBAHUU ACSATEIBLHOCTH, TIOKYMEHTOO00OpOTE U 1p.) ... BHeapeHue pe-
3yJbTaTOB MCCIICIOBAHUS MOKET CIIOCOOCTBOBATH ...

[TpakTryeckast 3HAYMMOCTh PaOOTHI 3aKJIFOYACTCS B ...

HCCJ’IGI{OB&HI/IC MOJKET OBIThH IIpOoAOJIZKCHO B HAIIPABJICHHUMU. . .
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IMPUJIO)KEHUE O

(o0s13aTesIbHOE)
MaKeT 0T3bIBa HAYYHOI'0 PYKOBOAUTES HAa 0AKAJIABPCKYI0 padoTy

no nanpasaenuto noarorosku 46.03.02 lokyMeHTOBEIeHe U APXUBOBEAeHNE
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OT3bIB
Ha OaKaJIaBpPCKyIO paboTy
«

»

(Tema OakaaBpcKoi pabOTHI)
CTyJleHTa (-Ku) TPYIIIbI Kypca dbopmbl 00y-
YeHUS

(o4HO#/3204HON)

OI'bOY BO «MarHutoropckuii rocy1apCTBEHHbIN TEXHUYECKU YHUBEPCHU-
tet uM. [.1. HocoBa»
(nanpaBnenue noarotoBku 46.03.02 JIoKyMEHTOBEICHUE U apXHUBOBEICHHE)
Damuans, UMsl, 0TYECTBO CTYJACHTA(-KH) NOJHOCTHIO B P.11.

B Tekcre oT3bIBa aeTCs XapaKTEpPUCTHKA MPOJEIaHHON pabOThl CTyAeHTa-
BBIITYCKHUKA B Ipollecce BHIMOJHEHHs OakanaBpckoi padotel (BP): crenenp no-
CTHXEHUS 11eH U 3a1a4d bP; akTyanbHOCTh U 001as xapakrepuctrka bP; Hanuuue
Y 3HaYUMOCTh MPAKTHUYECKUX MPEAJIOKEHUN U pEeKOMEHJanui, copMyInpoBaH-
HbiX B bP; npaBuibHOCTE OopmieHus bP, Bkitoyasi OlleHKY CTPYKTYpPhI, CTHIIS,
S3bIKA M3JIOKEHUS, a TAK)KE MCIOJIB30BaHMS TAOJUYHBIX U TPpaQUUECKUX CPENICTB
npeacTaBiieHuss HHGOPMAIIMK;, BJIAJICHUE aBTOPOM pabOThl MPOdecCHOHATEHBIMU
3HAHUSIMU, YMEHUSAMH U HaBbIKAMU (KOMIIETEHIIMSIMU) B COOTBETCTBUU C TpeOOBa-
Husimu GI'OC BIIO no nanpasnenuto (cnenuanbaoctu) 034700 lokymeHToBee-
HUE U apXUBOBEJEHUE, YTBEPKIECHHOTO MpHUKa3oM MuHucTepcTBa oOpa3oBaHus U
Hayku P® ot 28.10.2009 Ne 493, kBanu@puKalOHHbIE XapaKTEPUCTUKU BBITYCK-
HUKAa B COOTBETCTBUHM C TpeOoBaHusMu nporpammoirt I'MA; HenocTatku paboTHhl,
€CJIM TAKOBBIE UMEIOTCA; OLIEHKY U pekoMeHaunu bP k 3ammure.

Hayunsb1i1 pykoBoauTens
3BaHUE, Y4Y€Has CTEIEHb,
JOJDKHOCTh  Kadeapbl JOKYMEH-
TOBEJCHUSI U  aApXUBOBEICHUS
OI'bOY BIIO «MI'TY»
N.0. ®amunus

(Iloonucy)
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(dama)
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