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1. O01Me MoJI0KeHu s

['ocynapcTBeHHass UTOroBasi arTecTalsl MPOBOAMUTCS TOCYAAPCTBEHHBIMU 3K3aMEHALIH-
OHHBIMH KOMHUCCHSIMM B LIEJISIX ONPEAETICHHUS COOTBETCTBHSI PE3YJIbTaTOB OCBOEHUs 00ydaro-
IIUMUCS 00pa3oBaTeIbHBIX MIPOrpaMM COOTBETCTBYIOIIUM TPeOOBaHUAM (elepaabHOro rocy-
JApCTBEHHOT'0 00pa30BaTeIbHOIO CTaHAAPTA.

baxanasp no HanpasiieHHt0 MoAroToBku 46.03.02 JlokyMeHTOBEIEHHE U apXUBOBE/ICHUE
JIOJDKEH OBITh MOJATOTOBIICH K PELICHUIO MPO(GECCHOHATIBHBIX 3a/1a4 B COOTBETCTBUU C HAIpaB-
JICHHOCTBIO TIpoduiieM o0pa3oBaTenbHOI mporpamMmbl JJOKyMEHTOBEIEHHE U JIOKYMEHTAIMOH-
HOe o0ecrieYeHre ynpaBieHHs U BUAaM IpopecCHOHATBHOMN e TebHOCTH:

— TEXHOJIOTNYECKUH

— OpraHU3alMOHHO-YIIPABJICHYECKUI
B cootBercTBHM C BHAaMU U 3a1auaMiu MPO(ECCHOHAIBHONW IEATENbHOCTH BBITYCKHHUK

Ha rocyJJapCTBEHHON MTOrOBOM aTTECTALMH JOJDKEH II0Ka3aTh COOTBETCTBYIOIIMM YPOBEHb OC-
BOCHMSI CJIEAYIOLIUX KOMIIETEHIUI:

YHuBepcaibHble KOMIIETEHIHH:

— YK-1 - Crioco6eH oCyIIecTBIATh MOUCK, KPUTUUECKUI aHaiIu3 U CUHTEe3 HH(pOpMaILUH,
HOPUMEHSTh CUCTEMHBIN TOJXO0/ AJISl pEIIeHUs TOCTAaBICHHBIX 3aa4.

— YK-2 - CriocobeH omnpenensaTh Kpyr 3ajad B paMKax IOCTaBJIEHHOM LI€IM U BIOUPATh
ONTUMAJIbHBIE CIIOCOOBI X PEIICHHSI, UCXOs M3 ACHCTBYIONIUX MPABOBBIX HOPM, UMEIOIIUXCS
PECYPCOB 1 OrpaHUYEHUI

—YK-3 - CnocobGeH oCymecTBISATh COLMATBHOE B3aWMOJICHCTBHE M pPEANNU30BHIBATH
CBOIO pOJIb B KOMaH/Ie

—YK-4 - CriocobeH OCyHIECTBIATh J1€I0BYI0 KOMMYHHMKAIMIO B YCTHOW M NMUCbMEHHOM
dopmax Ha rocyJapcTBEHHOM si3bike Poccuiickoii denepanuy 1 ”HOCTpAaHHOM(BIX) sI3bIKe(axX)

—YK-5 - CnocobGeH BOCIpUHMMATh MEXKYJIbTYpHOE pa3HOoOOpa3zue oO0IecTBa B COLM-
QIBHO-UCTOPUUYECKOM, 3THYECKOM U (PUI0CO(CKOM KOHTEKCTAaX

—YK-6 - CriocobeH ynpaBisiTh CBOUM BPEMEHEM, BBICTPaWBaTh U PEATM30BBIBATh TPACK-
TOPHUIO CaMOPAa3BUTHS HA OCHOBE IPUHIIUIIOB 00pa30BaHMsI B TEUECHHE BCEH KU3ZHU

—VYK-7 - CnnocoOeH moaaepKuBath JOJKHBIA YpOBEHb (PU3NYECKON MOATOTOBIEHHOCTU
JUIsl 0OecTieyeH sl MOTHOLEHHONW COLMaIbHOM 1 POo(heCcCHOHANIBHOM 1eATEeNbHOCTH

—YK-8 - CniocobeH co3iaBaTh U MOJIEPKUBATH B IIOBCEIHEBHOM JKU3HH H B TIPOECCHO-
HAJIbHOW JIESTETbHOCTH O€30MacHbIe YCIOBHS JKU3HEACATEIbHOCTH Ul COXPAHEHUS! MPUPO/I-
HOM cpezbl, oOecrieueHus! yCTOHUMBOro pa3BuTHs OOIIECTBa, B TOM YHCIE MPH Yrpo3e U BO3-
HUKHOBEHUH YPE3BBIYAWHBIX CUTYallUil U BOGHHBIX KOH(IMKTOB

—YK-9 - CnocoGeH ucmonp30BaTh 0a30BbIe Ae()EKTOIOTHUECKHUE 3HAHUS B COLUAILHON U
npodeccuoHanbHOM chepax

—YK-10 - Ciocoben mpuHIMaTh 000CHOBaHHBIE SKOHOMUYECKHE PEIICHHS B PA3TUIHBIX
00JacTsX KU3HEAEITEIbHOCTH

—VYK-11 - Cnocoben popmMupoBaTh HETEPIIUMOE OTHOILIEHHE K KOPPYNLUHUOHHOMY MOBE-
JEHUIO

OomenpodeccuoHaIbHbIe KOMIIETCHIIHN:

— OIIK-1 - CnocobeH nmpuMeHATh Ha 6a30BOM YpPOBHE 3HaHMS UCTOPUYECKHX HAYK MPHU
peleHnHt 3a7a4 B cpepe cBoei mpodeccuoHaIbHON e TeNbHOCTH;

— OIIK-2 - CrnocobeH HaXOIUTh OPTaHH3AIMOHHO-YIIPABICHYCCKUE PEIICHUS MPH pe-
IICHUY 3aJ71a4 B chpepe CBoeH mpodhecCHoHaTbHOM IeITeTbHOCTH;



— OIIK-3 - CnocoOeH MpUMEHATh TCOPETUUCCKUE 3HAHUS ISl PEIICHUs TTOCTABICHHBIX
3a/1a4 B 00JIACTU JIOKYMEHTOBEICHUS U apXUBOBEICHUS;

— OIIK-4 - CnocobeH moHUMaTh MPUHLIUIBI PA0OTHl COBPEMEHHBIX MH(POPMALIMOHHBIX
TEXHOJIOTUH U UCTIOJIb30BaTh UX JUIS PEIICHHS 33]a4 TPO(eCcCHOHANTBHOMN NesTETbHOCTH,

— OIIK-5 - CrnocobeH caMOoCTOSTENIbHO paboTaTh ¢ Pa3IMYHBIMUA UCTOYHHKAMU HH(DOP-
Maly U MPUMEHSATh OCHOBBI MH()OPMALMOHHO-aHAIUTUYECKON AESITETbHOCTU MPHU PEIICHUN
npodecCuoHANBHBIX 3a/1au.

IIpodeccnonanbHbIe KOMIIETEHIIUM:

— IIK-1 - CriocoGeH ocyIiecTBIsATh OpraHU3alMOHHOE, JTOKYMEHTAllMOHHOE U HH(popma-
IIUOHHOE 00ECTIeYeHUE ICATEIILHOCTH PYKOBOAUTEIISI OPTaHU3aAIUH

— [IK-2 - Crioco0eH oCyIIeCTBIATh TOKYMEHTAIIMOHHOE 00CCIICUeHUE YIIPaBICHHSI Opra-
HU3aLHUEN

— I1K-3 - CriocobeH opraHu30BaTh U aJIMAHUCTPUPOBATD JIEATEIBHOCT IO OPraHU3aluU
TpyJa U OIUIaThl IepCOHaa

— I[IK-4 - CnocobeH pykOBOJIUTH MPOIECCOM CKaHUPOBAHMSI, BBOJA U 00OpabOTKHU JaH-
HBIX B CUCTEME AJIEKTPOHHOIO apX1Ba

Ha ocHoBanuu pemienust YueHoro copera yHuepcutera ot 17.03.2021 (mporokon Ne 5)
rOCYJapCTBEHHBIC aTTECTAIMOHHBIC UCIBITAHMS IO HarpaBlieHuto moarotoBku 46.03.02 Joky-
MEHTOBEJICHUE ¥ ApPXHBOBEJICHUE MPOBOIATCS B (hopMe:

— TOCYJapCTBEHHOI'O YK3aMEHa,
— 3aIIUTHI BBITYCKHON KBAIN(UKAITMOHHONW PAOOTHI.

K rocymapcTBeHHOI MTOroBOW aTTecTalluu JOMYyCKaeTcss 00ydaroluiics, He MMEIOLIuil
aKaJeMUYEeCKOH 3a/I0JDKEHHOCTH M B MOJHOM O00beMe BBINOJIHHUBIIUI Yy4eOHBIN IJIaH WM UH-
JUBHUYaJbHBIN Y4eOHBIH IJIaH 110 JaHHOH 00pa30BaTeIbHOM MporpamMmme.

2. ITporpamma u NopsiA0OK MPOBEIEHHS TOCYAAPCTBEHHOT0 IK3aMeHa

CornacHo y4eOHOMY IUTaHy MOJITOTOBKA K CAaye M Cllaya rocyIapCTBEHHOTO dK3aMeHa
npoBouTcs B nepuoj ¢ 31.05.2026 no 14.06.2026. /1y npoBeneHUs! rocy1apCTBEHHOTO K-
3aMeHa COCTABIISICTCS PACIHCAHUE DK3aMEHa M MPEIIK3aMCHAIIMOHHBIX KOHCYJIbTAlui (KOH-
CYJIbTUPOBAHUE O0YYAIOLIUXCS MO BOMPOCAM, BKIIOUEHHBIM B IPOTpaMMy roCyAapCTBEHHOTO
9K3aMEHa).

['ocymapCTBEHHBIN 2K3aMEH TPOBOJUTCS HAa OTKPBITHIX 3aCEIaHUSX TOCYTapCTBEHHOMN
IK3aMEHAIIMOHHON KOMHCCHH B CIICIUAIBHO MOJTrOTOBJICHHBIX ayJUTOPHSX, BHIBEIICHHBIX Ha
BpeMs dK3aMeHa M3 pacrnucanus. [IpucyTcTBrue Ha TOCYyJapCTBEHHOM K3aMEHE MOCTOPOHHUX
JIMII TIOMYCKAETCsl TOJIBKO ¢ paspemenus npeacenarens ['OK.

OOyuaromMes U IMam, MpUBJIEKaeMbIM K TOCYJapCTBEHHON UTOTOBOM aTTecTaluu, BO
BpeMs ee MPOBEJCHUS 3allpelaeTcs UMeTh IpU cede M MCII0Ib30BaTh CPECTBA ONEPATUBHOMN U
MOOUITLHOM CBSI3H.

["ocynapcTBEeHHBIH SK3aMeH MPOBOAMTCS B JIBA dTara:

— Ha IepBOM 3Tare nmpoBepseTcs chopMUPOBAHHOCTH OOLIEKYIbTYPHBIX KOMIIETCHIIUMI;
— Ha BTOPOM JTare MpoBepsieTcsi cHOpMUPOBAHHOCTH 00IIePodecCHOHATBHBIX U TIpodec-

CHOHAJIBHBIX KOMITETCHIINH B COOTBETCTBHHU C YICOHBIM IIJIAHOM.

Iloozomogka K coaue u coaua nepeozo Imana 20cy0apcmeennozo IK3IameHa



[lepBblii ATan rocyJapcTBEHHOTO AK3aMEHa MPOBOJAUTCS B (OpMe KOMIIBIOTEPHOTO TeC-
TUpOBaHMs. TecT comep >KUT BONPOCHI U 33/1aHUS 110 MPOBEPKE OOIIEKYIBTYPHBIX KOMIETECHIUH
COOTBETCTBYIOILIETO HAIPABJICHHS MOATOTOBKM/ CIEUUAIBHOCTU. B 3a7aHMAX HCIONB3YIOTCS
CJIEYIOLIME TUIIBI BOIIPOCOB:

— BbIOOp OJIHOTO MPABUILHOTO OTBETA U3 33JAHHOT'O CIIHCKA;
— BOCCTaHOBJIEHUE COOTBETCTBHUSI.

Jl1s MOArOTOBKM K HK3aMEHY Ha 0OpazoBaTENbHOM IOpTaje 3a TpU HENeNH J0 Hayalia
UCTIBITAHUN B OJIoke «Bamm Kypchl» CTaHOBUTCS JOCTYIMHBIM 3JEKTPOHHBIH Kypc «Jlemo-
Bepcus. ['ocynapcTBeHHBIN sK3aMeH (TecTupoBaHue)». JJoCcTym K IeMO-BEpCUHU OCYILECTBIIACT-
Csl T10 JIOTUHY M TIapOJI0, KOTOPBIE NCHOIB3YIOTCS 00YYAIOMIMMHUCS JUISI OPTaHU3AIMH J0CTYIIa
K MH(POPMALIMOHHBIM peCypcaM U CepBHUCaM YHHBEPCHUTETA.

IIepBbIil 3Tan rOoCyJ1apCTBEHHOI'O 3K3aMEHA MPOBOJUTCA B KOMIIBIOTEPHOM KJIacCe B CO-
OTBETCTBUHU C YTBEPKJIECHHBIM PACIHCAHUEM TOCYAAPCTBEHHBIX aTTECTAlMOHHBIX UCIIBITAHUI.

brok 3aganuii mepBOro 3Tamna rocyl1apCcTBEHHOIO 3K3aMEHa BKJIIOYaeT 13 TecTOBBIX BO-
pocoB. [Ipo1omKuTeNnbHOCTD 2K3aMeHa cocTaBisieT 30 MUHYT.

Pe3ynbrarel nepBoro srana rocyJapCTBEHHOIO 3K3aMEHa OIPENEISAIOTCS OLEHKAMH «3a-
YTEHO» U «HE 3aUTEHO» U OOBSBIISIFOTCS cpa3y MOCie IpUeMa dK3aMeHa.

Kpurepuu onieHKH IIEpBOTO ATana rocy1apCTBEHHOIO 9K3aMEHa:

— Ha OLIEHKY «3a4YTeH0» — 00y4Jaroluiics T0JKEeH 10Ka3aTh, 4TO 00JIaaeT CUCTEMON 3Ha-
HUH U BIIAJCET ONPEIEICHHBIMU YMEHUSIMH, KOTOPbIE 3aKJIIOUAIOTCA B CIOCOOHOCTH K OCYIIECT-
BJICHHIO KOMIUIEKCHOTO TIOWCKa, aHAJIM3a U UHTEPIpETai HH()OpMaIK 0 OIpeAeTICHHOM Te-
M€; YCTaHOBJICHUIO CBSI3€H, MHTEIPALMU, UCIIOIb30BaHUIO MaTepraa U3 pa3HbIX pa3lieloB U TEM
JUI pelIeHus oCTaBlIeHHOHU 3a1a4yn. Pesynprar He MeHee 50% OayioB 3a 3aaHusl CBUJIETENb-
CTBYET O JOCTATOYHOM YpPOBHE C(HOPMHUPOBAHHOCTU KOMIIETEHIINH;

— Ha OIICHKY «He 3aUTeHO0» — 00yJaronuics He 001a1aeT He0OXOAMMOM CHCTEMON 3HAaHUI
U HE BIIaZIeeT HEOOXOAMMBIMHU MTPAKTUYECKUMH YMEHHUSMHU, HE CIIOCOOEH MOHUMATh U UHTEpIIpe-
TUPOBaTh OCBOCHHYI0 MH(pOpMaruio. Pesynbrar Menee 50% OaysioB 3a 3aaHus CBUIETEIbCTBY-
€T 0 HeJJOCTaTOYHOM YpOBHE C(HOPMUPOBAHHOCTHU KOMITETEHIIUH.

Iloozomogka Kk coaue u coaua 6mopozo Imana 20cyo0apCmeeHno20 IK3amena

Ko BTOpoMy 53Tamy rocyaapCTBEHHOTO 3K3aMEHa JOMycKaeTcs oOydarouiics, Moy-
YUBIIHUN OLICHKY «3a4TE€HO» Ha IIEPBOM JTalle.

Bropoii aTan rocynapcTBEHHOI0 SK3aMeHa MIPOBOAUTCS B YCTHOU (hopMe.

Bropoii aTan rocymapcTBeHHOTo 3k3aMeHa BkitodaeT 60 Teopernyeckux Bompoca U 26
NPaKTUYECKUX 3aJaHusd. [IpoloIKUTENbHOCTh 3K3aMeHa cocTaBiseT [IpoaomkuTensHOCTh
sKk3aMeHa coctaBisieT: 30 MUHYT OTBOAMTCS HAa MOATOTOBKY M HEe MeHee 15 MUHYT Ha OTBET
JUTSL KayKJJ0T0 IK3aMEHYEMOTO

Bo Bpemst Broporo srana rocyJapCTBEHHOTO 3K3aMEHA CTYJIEHT MOJKET I0JIb30BAThCS
TEeKCTaMU HOPMAaTHUBHO-TIPABOBBIX JTOKYMEHTOB: KojieKchl P®D, denepanbuble 3akoHbI PO, mo-
cranoBnenus I[IpaButensctBa P®, mpaswmia, unctpykuuu, 'OCThI, kinaccuduxaTopsl, me-
PEYHHM TUIOBBIX APXUBHBIX JOKYMEHTOB, THUIIOBbIE MEPEYHU TEM U BOMPOCOB OOpalieHHit
rpakJaH, METOJUYECKUMH PEKOMEHJALUIMH 10 BOMPOCAM JI€JIONPOU3BOJICTBA, apXUBHOTO
Jena u JI.T.

[Tocne ycTHOTO OTBETa Ha BOMPOCHI SK3aMEHAIIMOHHOTO OWjeTa SK3aMEHYyeMOMY MOTYT
OBIThH MPEAIOKEHBI TONOJHUTENbHbBIE BOMPOCH! B IIpeenax yueOHOro MaTepuana, BBIHECEHHO-
r'o Ha TOCYJJapCTBEHHBIN dK3aMEH.



Pe3ynbrarhl BTOpOro 3Tana rocyAapcTBEHHOTO 3K3aMeHa ONPEACIAIOTCA OLEHKAMU: «OT-
JUYHOY, «XOPOIIO0Y, KyIOBICTBOPUTEIHHOY, «HEYTOBICTBOPUTEIHLHO» H OOBSBISIOTCS B JICHD
IpreMa SK3aMeHa.

Kputepun onieHKM BTOpPOro 3Tana rocyAapCTBEHHOI0 dK3aMeHa:

— Ha OIICHKY «OTJMYHO» (5 0ainoB) — 00yJaromuiics JOHKEH 0Ka3aTh BEICOKUI YPOBEHb
c(hOpPMUPOBAHHOCTH KOMITETEHIIH, T.€. MIOKa3aTh CIIOCOOHOCTh 0000IIATh U OICHUBATh UH(OP-
MaIIHMIO, MOJIYYCHHYIO Ha OCHOBE HCCIICIOBAaHUS HECTAHJAPTHOM CHUTYalluH; UCIIOJIb30BaTh CBeE-
JICHUS U3 PA3IMYHBIX MCTOYHHKOB, BBIHOCHUTH OLIEHKU M KPUTUYECKHE CYKICHHS, OCHOBAHHBIC
Ha NMPOYHBIX 3HAHUSX;

— Ha OILICHKY «Xopowo» (4 6amna) — 00yJarouuiics T0KEeH MOKa3aTh MPOABUHYTHIN ypo-
BeHb C(HOPMUPOBAHHOCTH KOMIIETEHIINH, T.€. MPOAEMOHCTPHPOBATH TIyOOKHE MPOYHBIC 3HAHUS
Y Pa3BUTHIC PAKTHYECKUE YMEHHS M HAaBBIKH, YMEHHE CPAaBHUBATbH, OIICHUBATh U BHIOUpPATH Me-
TOJBl pEIICHUs 3aJaHul, padoTaTh IIEJCHANPABICHHO, UCIIONb3Yys CBSI3aHHBIE MEXIY COOOi
(dbopMBI MpeicTaBIeHUST HHPOPMAITUH;

— Ha OLEHKY «Y/0BJIETBOPHUTEIbHO» (3 Oaia) — 00yJaromuiics JOKEH MmoKa3aTh 0a3o-
BBl YpOBEHb C(HOPMUPOBAHHOCTH KOMIIETCHIIUH, T.€. TIOKA3aTh 3HAHUS HAa YPOBHE BOCIIPOU3BE-
JeHusl 1 00bsicHeHus MH(opManuu, npodeccHoHaNbHbIe, HHTEIUICKTYaIbHbIC HABBIKU PELICHUS
CTaH/IapTHBIX 337a4.

—Ha OLICHKY «HeyJI0BJeTBOPUTEeIbHO» (2 6amna) — oOyyaromuiics He o0sagaeT HeoOXo-
JMMOM CHCTEMOUW 3HaHWH, IOMYCKAeT CYIECTBCHHBIC OIMOKHU, HE MOXKET MOKa3aTh MHTEIICKTY-
AITbHBIC HABBIKYM PEIICHUS MTPOCTHIX 3a7ad.

— Ha OIICHKY «HEeYJOBJIETBOPUTEJAbHO» (1 Oamn) — oOyuaromuiicss He MOXKET IMOKa3aTh
3HAHMS HA YPOBHE BOCIIPOM3BEICHUS U OOBSCHEHHS HH(POPMAIMK, HE MOXKET MOKa3aTh WHTEII-
JIEKTyaIbHbI€ HABBIKU PELLICHUS MPOCTHIX 3a]1a4.

PesynbTarsl BTOpOro sramna rocyaapcTBEHHOTO SK3aMEHa OOBSIBIISIFOTCS B IEHb €r0 MpOBe-
JEHUS

OOyuaromuiics, yClemHo CIaBUIMI roCyAapCTBEHHBIM 3K3aMEH, JOMYCKAaeTCsl K BbI-
MOJIHEHUIO U 3allUTe BBITYCKHOM KBanu(uKalMoHHON padoTe.

2.1 Coaep:xaHue rocyiapcTBeHHOI0 IK3aMeHa
2.1.1 Ilepeuenv mem, npogepaemvix Ha NEPEOM IMane 20Cy0apCmeeHHO20 IK3IAMEHA

®dunocodus, ee MECTO B KyJIbTYpe

Hcropuyeckue THIBI GUI0COPUH

[Ipo6nema naeansHoro. Co3HaHue Kak opMa ICUXUYECKOTO OTPAXKEHUS

OCoOEeHHOCTH YeI0BEYeCKOro ObITHS

OO61iecTBO Kak pa3BuBaroasics cucrema. KynbTypa u quBuiIM3anus

Hctopus B cucreMe ryMaHUTapHBIX HayK

[uBunuzanuu IpeBHero Mmupa

D1noxa CpeIHEBEKOBbS

Hogoe Bpemsa XVI-XVIII BB.

0. MozaepHH3alMs U CTAHOBJICHHE UHIYCTPUAIBHOIO O0ILECTBA BO BTOPOIl ITOJIOBHHE
XVIII — nagane XX BB.

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

12. HoBoe Bpemst 1 S1I0Xa MOJICPHUA3ALNT

13. Crpoc, npeioxeHne, pplHOYHOE paBHOBECHE, AMACTUYHOCTD

14. OcHOBBI TEOpUHU POU3BOACTBA: U3AEPKKU MPOU3BOACTBA, BhIpYyUKa, MPHUObLIH

15. OcHOBHBIE MAKPOIKOHOMHYECKHE [T0KA3ATEIN

16. Makpo3koHOMHYECKasi HECTAOMIIBHOCTD: 0e3padoTuIla, HHQIISAIUS

RBoOoo~Nooa~LONE



17. llpeanpusitie u pupma. IKOHOMUYECKas IPUPOJA U 1ieneBast PYHKIUS GUPMBI
18. KoHCTUTYIIHOHHOE TIPaBO
19. I'pasxxganckoe mpaso
20. TpynoBoe mpaBo
21. CemeitHoe TIpaBoO
22. YTOJIOBHOE MPABO
23. 51 m Mo€ okpykeHue (Ha HHOCTPAHHOM SI3BIKE)
24. 51 u Most yaeba (Ha ”HOCTPAHHOM SI3BIKE)
25. 51 v Mup BOKpYT MEHA (Ha MHOCTPAHHOM SI3bIKE)
26. 51 u Most Oynymiast mpodeccust (Ha MHOCTPAHHOM SI3BIKE)
27. CtpaHa u3y4aeMoro si3bIKa (Ha MHOCTPAHHOM SI3BIKE)
28. ®opMBbI CyIIeCTBOBAHHMS SI3bIKA
29. OYHKIMOHATIBLHBIE CTUIIN JINTEPATYPHOTO SI3bIKA
30. IIpoGaema MEXKYJIBTYPHOTO B3aMMOICHCTBUS
31. PeueBoe B3aumo/eiicTBHE
32. JlenoBas KOMMYHHKAIUS
33. OCHOBHBIE IOHATHUS KYJIbTYPOJIOTUU
34. XpuCTHAHCKUH THII KYIbTYPbI KaK B3aUMOJICHCTBUE KOH(ECCHI
35. Ucnamckuii THIT KyJIbTYPHI B TyXOBHO-MCTOPUYECKOM KOHTEKCTE B3aMMO/ICHCTBHS
36. TeopeTuko-MeTOJ0IOTHYECKIE OCHOBBI KOMaH1000pa30BaHus U CaMOPa3BUTHS
37. JINuHOCTHBIE XapaKTEPUCTUKN YICHOB KOMaHIbI
38. Opranu3amoHHO-TIPOIIeCCYyalIbHbIE aCMIEKThl KOMaHIHOM paboOThI
39. TexHoMOTHS CO3AaHUST KOMaHIbI
40. CaMopa3BUTHE KaK yCIOBHE MOBBIIIECHUS YPPEKTUBHOCTH TUUHOCTH
41. JIlnarHocTUKa ¥ CaMOJUAarHOCTUKA OPTaHU3Ma MPH PETYJISPHBIX 3aHATHAX (PU3HUECKON
KYJIbTYPOH U CIIOPTOM
42. TexHn4eckas MOJrOTOBKA U O0YYECHHE IBUTATEIBHBIM JIEHCTBHAM
43. MeTtoauky BoCIUTaHUsI GU3UUECKUX KAUueCTB.
44. Bunpl cioprta
45. Knaccuduxanus ype3BbuaitHbIx cuTyanuid. CucteMa upe3BblYaifHbIX CUTyalui
46. MeTo/IpI 3aIIUTHI B YCIOBUSX YPE3BBIYAHHBIX CUTYAIHH
Jloxkymenmogeoenue
1. JloxymeHT, ero npu3Haku U GyHKIIMH JOKYMEHTOB.
2. CriocoObl U cpesicTBa JOKYMEHTUPOBAHUS: TPAJIUIIMOHHBIE U TEXHOTPOHHBIE CIIOCOOBI
JIOKYMEHTHPOBaHUS.
3. JlokyMeHTHpOBaHHast HH(POpMALUs: ee CBOWCTBA U crielin(uyecKre Mpru3HaKH.
4. CooTHOLIIEHNE TOHATHIH HHPOPMALUS U TOKYMEHT.
5. MarepuanbHable HocuTenu uHpopmanuu. VX pa3BuTie U coBpeMeHHbIe TpeOOBaHUS K
MaTepHaJIbHBIM HOCHTEISIM WH(OPMAIIHH.
6. CBoiicTBa 0(pHUIIMANBEHBIX TOKYMEHTOB: OPUTHHAILHOCT, ITOJTHHHOCTD, KOTTMHHOCTH.
7. CTpyKTypa 1OKyMeHTa. PekBU3UT.
8. ®opmMynsip JOKyMEHTa, €ro pa3BUTHE, COBPEMEHHBbIE TpeOoBaHHS K (GOpMyIsIpy
YIPaBJIEHYECKOTO IOKYMEHTA.
9. JIunrBucTHYECKHE OCOOCHHOCTH JOKYMEHTA.
10. Cucrembl TOKYMEHTALMU: HEYHU(DUIIMPOBAHHbBIE U YHU(DHUIIMPOBAHHBIE CUCTEMBI J10-
KYMEHTAIIH.
11. YuudunupoBaHHas cUCTeEMa OpPraHU3AI[MOHHO-PACHOPAIUTENIHHON JOKYMEHTAlluu
(YCOPL)
12. TpeGoBaHus K COCTaBIEHUIO U OOPMIICHUIO OCHOBHBIX BHJIOB YIPABJICHUECCKUX 10-
KYMEHTOB.



13. CoBepiieHCTBOBaHUE JOKYMEHTAITMOHHBIX TIPOIIECCOB.

14. HayuHo-ucTropuueckas U IpakTHUecKasl HEHHOCTh JOKYMEHTA.

15. IIpocThle U CIOKHBIE KOMIUIEKCHI JOKYMEHTOB.

16. HopmaTuBHO-TIpaBOBOE PETYIUPOBAHHE MTPOLECCOB JOKYMEHTUPOBAHUS YIIPaBJIeHYe-
CKOH JeATEIbHOCTH.

17. IlonsiTHE IEPBUYHON YUYETHON JOKYMEHTAIIMH.

18. KagpoBas cuctema goxkymeHTaruu. O01mas xapakTepucTHKa.

Apxueosedenue

1. Apxussl u apxuBHoe 1ien0o B Poccuu B IX—XVIII BB. ApxuBHoe neno B Poccuu B
XIX B. — Havane XX B.

2. PasButne Teopun u npakrtuku apxusHoro aena B CCCP.

3. IIpaBoBas ocHOBa opraHu3anuu apxusHoro aena Poccuiickoit denepanuu.

4. CoBpemenHnsblii coctaB ApxuBHoro ¢onga PD u ero xinaccugukarus.

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

6. Cucrtema y4yeTHbIX JOKYMEHTOB apXuBa, UX liejeBoe Ha3HadeHue. [lopsanok mpo-
BEe/ICHUs pabOThI IO yYETy €IUHHI] XPaHEHUS U JIOKYMEHTOB B apXUBE.

7. Oco0eHHOCTH yueTa 3JEeKTPOHHBIX JOKYMEHTOB B apXUBaX OpraHHU3alliH.

8. VYcerpoiicTBO U 000py0BaHNE TOCYJaPCTBEHHBIX aPXHUBOB.

9. Opraau3anys NpOBEPKHU HATMYHS U COCTOSHUS apXUBHBIX JIEI.

10.  Cucrtema Hay4YHO-CIIPAaBOYHOTO ammapara K JOKyMeHTaM ApxuBHOTO (oHna PO.
ApxuBHas onuch — 0a30BbIH CIIPABOYHUK FOCYJapPCTBEHHOI'O apXHBa.

11.  Ienu u popMbl UCTIOTB30BAHUS JOKYMEHTOB ApXuUBHOTO (hoHna PO.

12.  TloaroroBka BBICTABOK M IMyOJMKalMi apXMBHBIX JOKyMeHTOB. Mcmonb3oBaHue
AAT mpu Takux BUAax padoT.

13.  Oprasumzaunus ynpasiaeHus apxuBoM. Crenuduka apXUBHOTO MEHEKMEHTA.
Bo3M0OXHOCTH apXHBHOTO ayTCOPCHHTA.

14.  Cpeuuduka BeeHHUs] apXUBOB 10 JUYHOMY COCTAaBY.

15.  Hcropus U OCHOBHBIE 3Tallbl MEXaHU3allMU, aBTOMATU3allul U UHPOpMATH3ALUU
apxuBHOrO zena B Poccun.

16.  HopmaruBHas 6a3a, 0ObEKTHI U LI€JH aBTOMATH3allMK U UH(OpMATH3aLUN apXUB-
Horo aena B Poccun.

17.  Opranuzanus paOOThl MO BHEIPEHUIO aBTOMATU3MPOBAHHBIX MH(OPMAIIMOHHBIX

TEXHOJIOTHI B TOCYAApPCTBEHHOM apXMBE.

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

Opzanuszayus u mexnono2us 0OKyMeHmayuoOHHo20 006ecneuyenus ynpaeienus

1. CranoBiieHne U pa3BUTHE AETONPOU3BOICTBA B Pa3IMUHbIE HCTOPUUECKUE TTEPUOIBI.

2. IloHsATHS «IOKYMEHTAI[MOHHOE OOECIeYeHHE YIPABICHUSI» U <«IEJIONPOU3BOJICTBOY
Jlenornpou3BoACTBO KaK cucTeMa paboThl ¢ JOKyMeHTaMH. PakTopbl, BIUAIONIME HA OpraHu3a-
IIUI0 U TEXHOJIOTHIO JOKyMEHTAllMOHHOro obecneueHust ympasineHus ([JOY) B yupexneHHsIx
pa3IMYHBIX YpoBHEH ympasnenus. OpraHu3aloHHbIe (HOPMBI AETOMPOU3BOICTBA U UX 3aBUCH-
MOCTb OT CIIeUU (UK U OPTraHU3ALHOHHOMN CTPYKTYPBI YUPEKICHUS.

3. HopmatuBHO-MeTOAMYECKasT perJIaMeHTanus Jenonpoun3BoacTBa. CoctaB COBpeMeEH-
HBIX JAEUCTBYIOUIMX IOCYIapCTBEHHBIX HOPMATHUBHO-METOJUYECKUX JOKYMEHTOB.



4. Opranuzanus ciyx0b1 JIOY. OcHoBHas 3a1ada U GyHKIHUH JETOMPOU3BOICTBEHHOMN
ciyxObl. TUmoBbie CTPYKTYphl ciyx0b1 JJOY B opraHuzanusx pa3iMyHbIX YpPOBHEH yrpaBie-
Hus. Permamenranus QyHKIMN Moapas3eieHuid MO TOKYMEHTAlMOHHOMY OOCTyXuBaHUI0. TH-
MOBBIC W MHIMBHyalbHBIC MONOXKeHHUS 0 ciyxkOe JOY. TumoBoit hopmyIsip monoxeHwus, co-
cTaB HH(GOPMAINHU, TTIOPSIIOK Pa3padOTKU U YTBEPKIACHUS.

5. JI0JDKHOCTHOM M YHMCIICHHBIN cocTaB paboTHUKOB ciryxk0bl JIOY. OyHKIIMM pabOTHHU-
koB ciyk0b1 JIOY. JIoMmKHOCTHBIE MHCTPYKIIMK KaK OCHOBHOW HOPMATHBHBIM JIOKYMEHT, OIpe-
JENSIOMNUNA OpraHU3aIllMIOHHO-TIPAaBOBOE MOJIOKEHHE Pa0OTHHKA. THUHOBON (GOpMYIsp TOJIKHO-
CTHOW MHCTPYKIUH, COCTaB UHGOPMAIIUH, TOPSIIOK Pa3pabOTKU U YTBEPKICHHUS.

6. HCTpYKIUS 1O AETONPOU3BOACTBY — OCHOBHOM HOPMAaTHBHBIN aKT O pPeriiaMeHTaIlluN
OpraHM3alMy U TEXHOJOTMHU JIEJONPOU3BOJCTBA. THUIOBBIE U MHAMBUAYAJIbHBIE MHCTPYKLHUU.
[Topsimok pa3paboTku, cocTaB HH(POPMAIUK, TPaBUIA YTBEP)KIACHHS U BHEIPCHUS.

7. JokymeHnToo60poT. OmnpeneneHue, XapaKTEpUCTHKAa OCHOBHBIX JIOKYMEHTOIOTOKOB.
[IpaBuiia opranuzanuu TOKyMEHTO000poTa. OCHOBHBIE HANPABICHUSI COBEPIICHCTBOBAHUS JO-
KyMEHTO000pOTA.

8. 3amaun peructpanuu J0OKYMEHTOB, ee opranusanusa. CpaBHUTEIbHBIE XapaKTEPUCTUKU
dopMm peructpaiuu gokymMmeHTOB. CocTtaB uH(popMaii. B3auMocBs3b MPOILECCOB PErUCTPaLiU
Y KOHTPOJISL UCIIOJIHEHUS IOKYMEHTOB.

9. OpraHu3anus ¥ TEXHOJIOTUS KOHTPOJIS UCTIOTHEHUS IOKyMEHTOB

10. Opraau3anus cupaBOYHO-UHPOPMALMOHHON PabOTHI YUPEKACHUIH

11. Homenknarypa nen, ee 3Ha4€HUWE W MPUMEHEHUE B JIEJIONPOU3BOJCTBE. Buabl HO-
MEHKJIATYp 11, 0COOEHHOCTH UX MOCTPOCHUS U TPUMEHEHUS.

12. ®opmupoBaHHe 11 KaK TEXHOJIOTHYecKas omeparnus Jeionpou3BojicTsa. [IpaBuia
(dopMHpOBaHUs B /iea JOKYMEHTOB OT/AEIbHBIX KaTerOpuil.

13. DkcnepTr3a LIEHHOCTH JIOKYMEHTOB B Jienonpou3BojacTse. Llenu, 3a1aun U nopsaok
IIPOBEJEHUS AKCIEPTU3bl LIEHHOCTH JTOKYMEHTOB. DKCIEPTHbIE KOMHCCUH YYPEXKIECHUM, UX 3a-
Jla4ud ¥ TOPSZIOK pabOoTHI.

14. Tlepeunn TOKyMEHTOB cO cpokamMu XxpaHeHus. [lonsTtue “nepedenp 1okymeHToB” Ha-
3Hau€HUE U HCII0JIb30BaHUE NepeuHel. TUNoBble U BEJOMCTBEHHbIE NepeuHu. Mcnonb3oBaHue
nepeyHe I COCTaBIeHUsI Ki1acCU(UKATOPOB U HOMEHKJIATYp JIe.

15. IToaroToBka Jen yupexaeHus K AajbHeWIIeMy HCIoib3oBaHui0. Onucanue jaei 1mo-
CTOSIHHOTO ¥ BPEMEHHOTI'0 XpaHeHUs. BUJIbl onuceil, co3gaBacMbIX IpU Iepeayde A€l B apXUB.

16. OcobenHocTH paboOThI ¢ OOpAIEHUSIMH I'PaXKIaH.

17. Opranuzanus KaapoBoro AeI0nporu3BOICTBA

18 . OcobeHHOCTH OpraHW3aIMH KOH(PHICHITHAITBHOTO JISTIONPOU3BOJICTBA

Hugpopmayuonnvie mexnonozuu ¢ /I0Y u apxuenom oene

Ponb nndopmanmu B ynpasnenuu. Mupopmaruonnslii npouecc. CBoicTBa HHPOPMAITIH.
Knaccudukanus ynpasienueckoit napopmarmu. [loroku napopManuu u ux CTpyKTypa.

Ponp yHH(HUUIMPOBAaHHBIX CHCTEM JOKYMEHTAllMM B HMH(OPMAIMOHHOM o00ecreueHuH
ynpasineHus. Llenn u 3agaun yHUHUKAIMK TOKYMEHTOB ynpasieHus. HopmaruBHas 6a3a yHu-
¢dukanuu J0KyMeHTOB. HanpaBiieHus, IPUHIMITBI U METO/IbI YHU(HUKALIUU TOKYMEHTOB.

Mertoab! kinaccudukanuu u kogupoanus TOCH, ux npeumyiiecTBa u HeJOCTATKH.

Ponp kmaccupukatopoB TEXHUKO-PKOHOMUYECKOW M COIMAIbHON HMH(OpManuu B HMH-
dopmarmonHoM obecnieuenuu ynpasienus (TOCH). Ctpykrypa kiaccupukaropa, UX KaTero-
pHUH, CTaTyC U OCOOEHHOCTH.

[TonsiTue nocroBepHOCTH U 3anuThl HHGopManuu B MOY.



ABTOMaTH3UpOBaHHOE pabouee MecTo creruanucTa B chepe JOVY.

WNudopmannonHas cucrema: onpeaeiaeHue, KiacCupuKaus, CTpyKTypa.
WNudopmanus: BUabI, CBOMCTBA, U3MEpPEHHE, 00paboTKa, XpaHEHHE, TIepeiaya.
KOMHBIOTCpHLIC I/IH(bOpMaLII/IOHHBIC TCXHOJIOTHUHU IMOATOTOBKH JOKYMCHTOB.
JlokanbpHBIC CETH: Pa3sBUTHUC, TPUMCHCHUC, TOIIOJIOTHH.

OmneparrioHHasi CUCTeMa: Olpe/ielieHue, KiaccuuKaius, Ha3HauYCHHUE.

Onenka 3¢ ()eKTUBHOCTH HCIIOIB30BAHHS CUCTEMBI AJIEKTPOHHOTO JIOKYMEHTO000pOTA.
[TporpamMMHBIE CpeACTBA, UCIIOJIB3YEMbIE B OUCHOM IESTEITLHOCTH.

©oN R wDdE

CHuCTeMBI AJIEKTPOHHOTO JIOKYMEHTOOOOpOTA: BHIIbI, CBOMCTBA, pelIacMble 33a]auu, BbI-
00p U BHEJIpEHHUE.
2.1.3 Ilepeuensv npakmuueckux 3a0aHuil, 6bIHOCUMBIX HA 6MOPOI IMAN 20CYOaAPCMEeH-
HO020 IK3aMena

Jlokymenmosedenue
1. ®opmynspHbIN aHAIU3 YYPEAUTEIHLHOTO JOKYMEHTA U €T0 PEIaKTUPOBAHUE.
2. @opMyspHBIN aHAJIU3 CIIPABKU U €€ peAaKTUPOBaHUE.
3.DopMysIpHBIN aHANN3 CITY>)KEOHOU 3alUCKH U €€ PeIaKTUPOBAHUE.
4.DopMyIsIpHBIN aHaIU3 apXUBHOM CIIPaBKU U €€ peAaKTUPOBAHUE.
5.@opMyJIIpHBIN aHAJIN3 ITOJI0KEHMS 10 OCHOBHOM JEATEIIBHOCTH U €r0 PEJaKTUPOBAHHUE.
6. @opMyISApHBIN aHAIU3 apXUBHOM OIMCHU U €€ PENaKTUPOBAHUE.
7. @OpMyYJISAPHBIN aHAIU3 aKTa U €r0 peJaKTUPOBaHNUE.
8. @OopMyJISpHBIA aHAIW3 PACHOPAIUTEIIBHOTO JOKYMEHTA 10 OCHOBHOHM IESTEIBHOCTH,
CO3/1aHHOT'0 Ha NMPUHIUNIAX €AUHOHAYAJIMS, U €r0 PeJaKTHPOBAHUE
9. ®opMynspHBINA aHATU3 0OBSICHUTEIHLHOM 3aITUCKHU.
10.@opmysIsipHBI aHAIU3 PACHIOPAIUTENILHOTO JOKYMEHTAa, CO3JJaHHOTO Ha MPHUHIIMIIAX
KOJUIETMAJIbHOCTU U €0 peAaKTUPOBAHUE.
11. ®opmynsipHbIi aHaIU3 CiIy>)keOHOTO MUCbMA U €r0 peJaKTHPOBAHUE.
12. ®opMynspHBI aHaIU3 IPOTOKOJIA U €r0 PEIaKTUPOBAHHUE.
13. AHanu3 kiaccu(pUKALMOHHBIX MPU3HAKOB HOMEHKJIATYPbI JIEJ1 OpraHu3alUH.
14. Ananu3 kiaccu(pUKALMOHHBIX MPU3HAKOB KOMaHIWPOBOYHOTO yIOCTOBEPEHHUS
Opzanu3zayus u mexnono2us 00KyMeHmauyuoHHO20 00ecneyeHus ynpaeieHus
1.CocraBuTh oneporpaMmy MucbMa MOCTYIUBIIETO B OpraHU3aIUI0, BKIIOUYUB UCIIOJHUTE-
JIed ¥ TEXHOJIOTUYECKHE ONIEPALINH.
2.BbInosHNTE aHAIM3 HOMEHKJIATYPHI JIe] Ha COOTBETCTBUE:!
— TpeOoBaHUSIM (POPMYIISIPA;
— TMOpsAKA CIEA0BAaHUS Pa3/eiioB;
— MOpPsAKA PacHOJIOKEHNUS A€l B IOAPA3ACICHUY;
— (OopMyIUPOBOK J1€1 HOPMATUBHBIM TPEOOBAHUSM;
— CpPOKOB XpaHEHHUsI JIE.
Omnpenenute BUJI HOMEHKIATYpPHI A€l U YKaXUTE OCHOBHbIE HOPMATHUBHbBIE JOKYMEHTHI,
perJaMeHTUpYIoIle HOMEHKIIATypy B COIEpKAHUH U PEKBU3HUTAX.
3.CocTaBuTh oneporpaMmy IpHKa3a o OCHOBHOW JEATEIbHOCTH, BKIIOUUB HCIIOTHUTENECH
U TEXHOJIOTUYECKHUE OTEpaIUH.
4.BpINonHNATE aHAJIN3 UHCTPYKIIUHU IO JIETONPOU3BOJCTBY HA COOTBETCTBHE:
— TpeboBaHUAM (HOpMYIISIpa;
— MOpsAKA CIEA0BAaHUS Pa3/eiioB;
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— MOPSAIKA PACTIONOKEHUS JIeN B MOIPA3ICIICHUH;

— GOpMYITUPOBOK JeJI HOPMATUBHBIM TPEOOBAHUSM;

— CPOKOB XpaHCHHUSI JIeI.

Onpenenure BUA MHCTPYKIIMH TIO JISIOMPOU3BOJCTBY M YKAKUTE OCHOBHBIC HOPMATHB-
HBIC IOKYMEHTHI PETJIAMEHTUPYIONINE HHCTPYKIIUH TI0 JCTOMPOU3BOJICTBY B COJCPKAHUU U PEK-
BU3HTAX.

Apxueosedenue

1.CxemaTtnyHo M300pa3uTh pazMelieHrne 000pyI0BaHHs B IOMEIIEHUHN apXUBOXPAaHHUIIUINA
wiomaapio 40 KB.M., ¢ BBICOTOH moTosika 2M 70 cM, ¢ HalnuYueM 3 OKOH C y4eToM TpeOOBaHUI
0€30MIaCHOCTH U TEMIIEPaTypPHO-BIAKHOCTHBIX OCOOEHHOCTEH XpaHEeHHs JOKYMEHTOB Ha Oy-
MaXKHOM HOCHTEJIE.

2.CxemMaTU4YHO U300pa3uTh pa3MelleHue 000pyA0BaHMs B IOMELICHUN apXUBOXPAaHMINILA
wiomaapio 20 KB.M., ¢ BBICOTOM moToska 2M 50 cM, ¢ HanuyueM 2 OKOH C y4eToM TpeOoBaHUi
0€30I1aCHOCTH U TEMIIEpaTypHO-BJIAXKHOCTHBIX OCOOEHHOCTEM XpaHEeHHs JOKYMEHTOB Ha Oy-
Ma)KHOM HOCHUTEJIE.

3. [lonb3ysack [lepeuHeM TUIOBBIX YNpPaBIEHUECKUX JOKYMEHTOB, 00pa3yroluxcs B Aes-
TEIbHOCTU OPTaHU3alUN, C YKa3aHUEM CPOKOB XpaHeHus (yTB. Pocapxusom):

— YCTaHOBMUTE CPOKU XpaHEHMs CIEAYIOLIMX JOKYMEHTOB: 1) aHAJIMTUYECKUE CIIPaBKU O
paccMOTpeHUH OOpallleHUil TpaX/iaH; 2) CIpPaBKU O CHATUU JIOKYMEHTOB C KOHTPOJS M O MPO-
JUIGHUM CPOKOB MX HMCIIOJIHEHMs; 3) CIpaBKH, O IepeBojie pabOTHUKOB Ha COKPALIEHHbIN pabo-
YU AeHb WK pabouyro HEJEIO;

— YKaXHTE pa3zell, MOApa3Aei U CTaTbIO MEPEYHsl, B KOTOPOH pErIaMEHTUPOBAaHO XpaHe-
HUE KaXJI0TO JTOKYMEHTA;

— olpenenuTe, K Kakoi (PyHKIIMOHAJTBHOU CHUCTEME JOKYMEHTOB OTHOCHUTBHCS KaXJbli M3
JIOKYMEHTOB;

— 00BsICHUTE, YeEM 00YCIIOBJIEHA pa3HULIA B CPOKAX XPAHEHHUS.

4. Ilonw3ysce IlepeyHemM THUMOBBIX YIPaBIEHYECKUX JOKYMEHTOB, 00pa3yrouuxcs B jaes-
TEIbHOCTU OPTaHU3allUN, C YKa3aHHEM CPOKOB XpaHeHus (yTB. PocapxuBom):

— YCTQHOBHUTE CPOKHM XPaHEHMsI CIEAYIOUIMX JOKYMEHTOB: 1) IPOEKTOB MpPUKA30B, pacro-
PSDKEHUI; TOKyMEHTBI K HUM; 2) TPOEKTOB JIOKyMEHTOB (HOMEHKJIATYp, NepedHel, Kiaccupuka-
TOPOB JIeJI U JTOKYMEHTOB) 00 OpraHU3alMM JOKYMEHTOB B JIEJIONPOM3BOJICTBE OpraHU3aluu, O
COCTaBE€ U CPOKaX MX XpaHEHUs; 3) MPOEKTOB MEPCIEKTUBHBIX IIJIAHOB, IPOIPaMM, JOKYMEHTHI K
HUM;

— YKaXWTe pas3ziell, MoJpa3ies U CTaThlo MEepPedHs, B KOTOPOIl periaMeHTHPOBAHO XpaHe-
HUE KaXJI0T0 JIOKYMEHTA;

— OmpeAenuTe, K Kakoh (PyHKITMOHAIIBHOW CHCTEME JOKYMEHTOB OTHOCHUTHCS KaXKIbIN W3
JIOKYMEHTOB;

— 00BbsACHUTE, 4YeM 00YCIIOBJIEHA Pa3HUIIA B CPOKAX XPAHEHHS

5.Ilonp3ysack IlepeunemM THUMOBBIX YIPABICHUECKUX IOKYMEHTOB, OOPa3yIOIIMUXCS B Jes-
TEJIbHOCTU OpTraHU3alMii, C yKa3aHHEeM CpOKOB XxpaHeHHs (yTB. PocapxuBom):

— YCTAHOBHUTE CPOKH XpaHEHHUs CIEIYIOIINX JOKYMEHTOB: 1) MpOTOKOJIOB OOmMX colpa-
HUN aKLIMOHEpPOB, MalIIMKOB; 2) MPOTOKOJOB 3acelaHui, MOCTAHOBJICHHS AaTTECTAllMOHHBIX,
KBAJTM(PUKALMOHHBIX, TapU(PUKALMOHHBIX KOMHUCCHH; 3) MPOTOKOJIOB aTTECTAllMU IO TEXHUKE
0€30I1aCHOCTH;
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— YKaXUTe pa3fen, MoApa3fes U CTaThlo MEPEYHs, B KOTOPOH PErJaMEHTUPOBAHO XpaHe-
HUE KaXJI0T0 JT0KYMEHTA;

— OmpenenuTe, K Kakod (QYHKIIMOHATLHOW CHCTEME IOKYMEHTOB OTHOCHUTBHCS KaXKIbI U3
JIOKYMEHTOB;

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

6.CxeMaTU4HO M300pa3uTh pa3MenieHrne 000pyI0BaHUS B IIOMEIICHUH apXUBOXPAHUIIUINA
JI0Mmaas0 15 KB.M., ¢ BeICOTOM moTosika 2M 30 cM, ¢ HamuyueM | OKHa ¢ y4yeToM TpeOoBaHUM
0€30MacHOCTH U TEMIEPaTypHO-BIAXXHOCTHBIX OCOOCHHOCTEH XpaHEHUs IJOKYMEHTOB Ha Oy-
MayKHOM HOCHTEJIE.

7.Ilonw3ysack llepeunemM THUIMOBBIX YIPABICHUECKUX IOKYMEHTOB, OOPa3yIOIIUXCS B JAes-
TEJIbHOCTU OPraHU3alMMN, C YKa3aHUEM CPOKOB XxpaHeHus (yTB. PocapxusoM ):

— YCTaHOBMTE CPOKH XPAHEHMs CIEAYIOLIMX JOKYMEHTOB: 1) JOKJIaJHBIE 3allUCKU O CO-
CTOSTHUM pabOTHI 10 PACCMOTPEHHIO OOpaIIeHUH TpaKIaH; 2) TOKJIAJHbIE 3aITUCKH O CHSATHH J10-
KYMEHTOB C KOHTPOJIS M O MPOJIJICHUH CPOKOB UX HCIIOIHEHHUS; 3) JTOKJIaHbIE 3alHCKU O COKpa-
HIeHUH paboyvero JHS B CBS3U C TSHKEIBIMU, BPEIHBIMH, OIACHBIMU YCIIOBHSIMU TPY/Ia;

— YKaXXuTe pa3feln, Moapa3fes U CTaTbio MEPEUHs, B KOTOPOH PErJaMEeHTUPOBAHO XpaHe-
HUE KaXJI0TO JJOKYMEHTAa;

— OmpeneNnTe, K Kakod (QYHKIIMOHAILHOW CHCTEME IOKYMEHTOB OTHOCHUTBHCS KaXKIbIH M3
JIOKYMEHTOB;

— 00BsACHUTE, 4YeM 00YCIIOBJICHA PAa3HUIA B CPOKAX XPAHCHHSL.

8. Ilpoananu3upoBars 0(hOpMIICHHE apXUBHOM CIIPABKH U BBIIIOJIHHUTD €€ PeIaKTUPOBAHHE.

9. IlpoananusupoBath 0ohopMIICHUE APXUBHOM OMKCH JIE] TOCTOSHHOTO XPAHEHUS.

10. IIpoananu3upoBath MoyiokeHHe 00 HIKCIIEPTHON KOMUCCUU TTPEIIPUSITHSL.

11. IIpoananu3upoBaTh oopMieHHE MAacHopTa apXuBa U BBINOIHUTH €r0 PeJaKTHpPOBa-
HUE.

12. IIpoananu3upoBaTb 0POpPMIICHHE aKTa O BBIJIEJIEHUN K YHUUYTOXKEHUIO JIe]1, He Mojie-
JKaIUX XPAaHEHUIO U BBIIIOJIHUTH €70 PEJAKTUPOBAHHUE.

13. BbINOTHUTH colepKaTeNnbHbI U (OPMYJISPHBIA aHANIU3 JOHKHOCTHOW HMHCTPYKIIMU
apXMUBUCTA.

14. OpopmuTh 067105KKY JTMUHOTO JIea COTPYIHUKA.

2.1.4 Yueono-memoouueckoe obecneuenue

a) OcHoBHas1 IMTEpPaTYpA:

1. baiibopooosa, JI. B. MeTononorus 1 METOAbl HAYYHOTO UCCIEAOBAHUS | yueOHOE
nocobue ans OakanaBpuata u maructpatypsl / JI. B. Baitboponosa, A. I1. UepHsBckas. — 2-e
u31., uctp. u non. — Mocksa : M3znatensctBo FOpaiit, 2019. — 221 c¢. — (bakanaBp u Marucrp.
Axanemuuecknii kypc). — ISBN 978-5-534-06257-1. — Texkcr : snextponHsiii // 3bC HOpaiit
[caitT]. — URL.:https://www.biblio-online.ru/bcode/437120(nara obparienus: 21.08.2020).

2. Bacunvesa, M.H. Opranuzanusi JeJIONPOU3BOJICTBA U MEPCOHAIBHBIN MEHEIX-
MEHT: MPUMEHEHHE KOMIIBIOTEPHOTO TPEHUHTA [ DNIeKTpOHHBIN pecypc]: V4. noc. / .H. Bacuib-
eBa, JILA. 'ankuna u ap.- M.: By3oBckuii yuebnuk, 2009. - 104 c.: 60x88 1/16 + CD-ROM. (06-
noxka, cd rom).- Pexxum pocrymna: http://znanium.com/bookread.php?book=153028 — 3ari.c 3k-
pana.- ISBN 978-5-9558-0101-8

3. JlokyMeHTOBeIeHHE : YUeOHUK U MPAKTUKYM Ui aKaJeMHYecKoro OakaiaBpuaTa
/ JI. A. NoponuHa [u ap.] ; mox pemakmueit JI. A. JlopoHuHo#. — 2-€ u3A., mepepad. u A0m. —
Mocksa : UzmarensctBo IOpaiit, 2019. — 309 c. — (bakamaBp. AkageMHUYECKU KypcC). —
ISBN 978-5-534-03053-2. — Teker : snektponnsiii // DBC HOpaiit [caiit]. — URL:
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http://znanium.com/bookread.php?book=153028

https://urait.ru/bcode/433067(nata obpamenus: 21.08.2020).

4, Kab6amog, C.1O. Jlenonpou3BoACTBO M apXHWBHOE JIEJI0 B TEPMHHAX M OTpeEeIie-
HUsX : yuebnoe nocobue / C.1O. Kabamos, N.I'. AcannuspoBa. — 3-e uzn., crep. — MockBa :
OJIMHTA, 2018. — 294 c. — ISBN 978-5-9765-0784-5. — TekcT : 37eKTpOHHBIN // DIEKTPOH-
HO-OuOnmoteynas cucrema «Jlauby : [caiit]. — URL: https://e.lanbook.com/book/109554 (nara
obopamenns:  21.08.2020). — Pexum  jgocTyma: Ui aBTOPH3.  ITOJIb30BATEICH.
https://e.lanbook.com/reader/book/109554/?previewAccess=1#1

5. KazakeBuu, T. A. JlokymeHToBe/icHUE. JJOKYMEHTAIIMOHHBIN CEPBUC : YUCOHUK U
OPaKTUKyM Ui npukiaanoro Oakanaspuara / T. A. Kazakesuu, A. U. Tkanumu. — 2-e u3fm.,
uctp. u gon. — Mocksa : U3garensctBo I0paiit, 2019. — 177 c. — (bakanasp. IIpuknagHoii
kypc). — ISBN 978-5-534-06273-1. — Texkcr : anexrponnsiii / DBC HOpaiit [caiiT]. — URL:
https://urait.ru/bcode/437480 (mara obpamenus: 20.08.2020).

6. Koxymkosa, H. B. Ctpykrypa nokymenta. CuCTeMbl TOKyMEHTAlUU. Y HU(PHIIH-
pO-BaHHAasl cHUCTEMa OPraHU3alOHHO-PACTIOPSIUTEIbHON TOKYMEHTAlUU: 00II1e TpeOoBaHus K
cocraBieHUI0 U ohopmiieHuto : yuebnoe nocodue / H. B. Koxxymkosa ; MI'TY. - Marauroropck
: MI'TVY, 2016. - 1 saekrpon. ont. muck (CD-ROM). - 3arm. ¢ Turyn. skpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129
973/2334.pdf&view=true (mara obpamenus: 24.08.2020). - MakpooOBeKT. - TEKCT : 3JIEKTPOH-
HBIiA. - CBefeHus TocTynHbI Takke Ha CD-ROM.

7. Kopnees, H.K. Ynupapnenue AOKyMEHTaMH [DIEKTPOHHBIN pecypc|: YueOHUK /
N.K. Koprees, A.B. [Tmenko, B.A. Mamypues. - M.: UTHOPA-M, 2009. - 300 c.: 60x90 1/16. -
(Bricee oOpasoBaHmue). (nmeperer).- Pexxum JIOCTyTIA:

http://znanium.com/bookread.php?book=160418.- 3aru.c skpana.- ISBN 978-5-16-003590-

8. Makaposa, A. K. Apxuosenenue / Makaposa A. K.; MI'TY. - Marauroropck :
[U3ma-tenmsctBo MI'TY], 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 obparenus: 24.08.2020). - MakpooObeKT. - TEKCT : 3JIEKTPOH-
HeIit. - ISBN 978-5-9967-0676-1. - ImeeTcs neyaTHbIN aHAJIOT.

9. MynbTUMEINIHOE CITPAaBOYHO-METONYECKoe TTocoorne «OCHOBBI apXUBHOU JIesI-
TeNbHO-CTH» / VICTOPUKO-apXUBHBIM HHCTUTYTOM POCCHIICKOTO TOCyIapCTBEHHOTO TyMaHUTap-
Horo yHuBepcutera 2014 //Pocapxus. URL: hitp://archives.ru/documents/methodics.shtml

10. Ilomemxuna, M. H. OCHOBBI HCCIEIOBATEIbCKON MAEATEIHLHOCTH : Y4eOHO-
meroandeckoe nocooue / M. H. Tloremxuna ; MI'TY. - Maruurtoropck : MI'TY, 2018. - 1 anek-
TPOH. OIIT. JICK (CD-ROM). - URL:

https://magtu.informsystema.ru/uploader/fileUpload?name=3739.pdf&show=dcatalogues/1/1527
742/3739.pdf&view=true (mara obpamienus: 29.08.2020). - MakpooObeKT. - TEKCT : 3IEKTPOH-
HBIA. - CBefieHus TocTynHBI Takke Ha CD-ROM.

11.  Packun, . . ApxuBoBeneHue : y4eOHUK JJIS akaleMHUuecKoro OakanaBpuara /
. . Packun, A. P. CokonoB. — Mocksa : U3gatensctBo IOpaiit, 2019. — 383 c. — (baka-
naBp. Akanemuueckuit kypc). — ISBN 978-5-534-00870-8. — Texkcr : anextponnslii // 3bC
FOpaiir [caiit]. — URL:https://www.biblio-online.ru/bcode/432131 (mata oOpamieHus:
21.08.2020). https://www.biblio-online.ru/viewer/arhivovedenie-432131#page/1

0) /lomoJiHUTe IbHAA JIUTEpaTypa:

1. Amupos, A.P. JlokyMeHTaIllMOHHOE o0ecreueHre yrpaBieHHs B OpraHu3ausix : yueOHoe
nocob6ue / A.P. Amupos, B.1. Muxaiinos. — Y¢a : BI'TIY umenn M. Axmymist, 2009. — 176 c.
— ISBN 978-5-87978-513-5. — TeKcT : 31eKTpOHHBIN // DNeKTpOHHO-OMOIMOTEeYHasl crucTeMa
«Jlanby : [caiiT]. — URL: https://e.lanbook.com/book/42213 (nara obpamenus: 21.08.2020). —
Pexum J0CTyma: ISt aBTOPHU3. MOJIb30BaTENEH.
https://e.lanbook.com/reader/book/42213/?previewAccess=1#6
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http://znanium.com/bookread.php?book=160418.-
http://archives.ru/documents/methodics.shtml
https://www.biblio-online.ru/bcode/432131
https://e.lanbook.com/reader/book/42213/?previewAccess=1#6

2. Amngnpeesa, C. JI. JIOKyMeHTHUpOBaHHE ACSITEIBHOCTA HETOCYIAPCTBEHHBIX OpraHU3aluii :
yaeOHo-meToanueckoe nmocooue / C. JI. AnapeeBa ; MI'TVY. - Marautoropck : MI'TY, 2018. - 1
anekTpoH. ont. guck (CD-ROM). -  3arm. ¢ Turyn. 9kpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3591.pdf&show=dcatalogues/1/1515
260/3591.pdf&view=true (mata obparenus: 24.08.2020). - MakpooObeKT. - TeKCT : 3JeKTPOH-
HbIit. - ISBN 978-5-9967-1157-4. - CBenenust noctynHbl Takke Ha CD-ROM.

3. Amnppeesa, C. JI. Ynpasienue nnpopManumoHHBIMH pecypcamu B Poccuiickoit @enepa-
nuu 1 3a pyoexom : yuebHoe mocooume / C. JI. AnapeeBa, H. ®. I'anuen ; MI'TY. - Mar-
Huroropck : MI'TVY, 2017. - 1 anekrposn. ont auck (CD-ROM). - 3arn. ¢ Tury:. skpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3235.pdf&show=dcatalogues/1/1136
954/3235.pdf&view=true (mata obparenus: 24.08.2020). - MakpooObeKT. - TEKCT : 3JeKTPOH-
HBIH. - CBegeHus goctynHbl Takke Ha CD-ROM.

4. Annpeea, C. JI. Opranuzamuss paboTbl ¢ oOpameHUsIMU TpaxaaH : YydeOHO-
meroandeckoe rocoodue / C. JI. Aumpeesa ; MI'TY. - Marautoropck : MI'TY, 2016. - 1 snek-
tpon. onr. guck (CD-ROM). - 3Barm. ¢ THTyl.  3KpaHa. - URL:

https://magtu.informsystema.ru/uploader/fileUpload?name=2950.pdf&show=dcatalogues/1/1134
762/2950.pdf&view=true (marta obparenus: 24.08.2020). - MakpooObeKT. - TeKCT : 3JeKTpOH-
HBI. - CBefeHus noctynHbl Takke Ha CD-ROM.

S. Anoxwuna, C. A. JIuHrBUCTHYECKHE OCHOBHI JETOBOTO MUCHhMA : ipakTukym / C. A. AHo-
xuHa ; MI'TY. - Marautoropck : MI'TY, 2017. - 1 snektpon. ont. quck (CD-ROM). - 3ari. ¢
TUTYJL. JKpaHa. URL:

https: //magtu.|nformsystema.ru/uploader/flIeUpIoad?name:3387.pdf&showzdcatalogues/l/l139
246/3387.pdf&view=true  (mara obparenus: 24.08.2020). - MakpooObeKT. - TeKCT : 3JeKTPOH-
HBbI. - CBegeHust nocTynHbl Takxke Ha CD-ROM

6. Benmukanosa, C. C. ApXHBBI 110 JIMYHOMY COCTaBY : yueOHO-MeToaudeckoe nocodbue / C.
C. Benukanoa ; MI'TY. - Maruutoropck : MI'TY, 2018. - 1 sanektpon. ont. guck (CD-ROM). -
3arn. c TUTYJL. JKpaHa. URL:

https://magtu.informsystema.ru/uploader/fileUpload?name=3518. pdf&show—dcatalogues/1/1514
334/3518.pdf&view=true (mara obpamienus: 27.08.2020). - MakpooObekT. - TeKcT : 3JIeKTPOH-
HbIi. - ISBN 978-5-9967-1154-3 . - Cenenust noctynssl Takxke Ha CD-ROM.

7. Benukanona, C. C. OcHOBBI TPOEKTHOU AesiTenbHOCTH : yuebHoe nocodue / C. C. Benu-
kanoBa ; MI'TVY. - Marautoropck : MI'TVY, 2017. - 1 anektpos. ont. auck (CD-ROM). - 3arm. ¢
TUTYIL. JKpaHa. URL:

https://magtu.informsystema.ru/uploader/fileUpload?name=9. pdf&show dcatalogues/1/1132874
/9.pdf&view=true (mara obparuenus: 27.08.2020). - MakpooObekT. - TeKCT : 3JIEKTPOHHBIM. -
Ceenenus noctynHsl Takoke Ha CD-ROM.

8. Kab6amos, C.}HO. DnekTpoHHOE MPaBUTEILCTBO. DJIEKTPOHHBIN TOKYyMEHTO000poT. Tep-
MUHBI U onpenenenus: Yuebnoe nocodue / C.}O. Kabamos. - M.: HUI] UH®PA-M, 2013. - 320
c.. 60x90 1/16. - (Beicmiee oOpazoBanue: bakamaBpuar). (meperuier).- Pexum gocryna:
http://znanium.com/bookread.php?book=410730 .- 3arn.c skpana.- ISBN 978-5-16-006835-0,
300 3k3.

Hcrounuxu

1. Anb6oM yHHPHUUHMPOBAHHBIX (OPM MEPBUYHON YUETHON JOKYMEHTAIMH MO YUETYy Tpyla
U €ro omiarbl. YTBepkAEH nocraHoBieHueM ['ockomcrara P® ot 05.01.2004 Ne 1.
[DnexTpoHHBIii pecypc]. — http://www.garant. ru.

2. TOCT 17914-72 «OO0a0XKKH el JUIUTSIBHBIX CPOKOB XpaHeHHsS. TeXHUYECKHE YCII0-
Busi». — M.: U1K HM3n-Bo crangapros,1984.

3. TOCT 6.10.1-88. Yaudurmuposannsie cucrembl nokymeHTanuu (YCJl). OcHOBHBIE T0-
noxenusa. M., 1988.
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https://magtu.informsystema.ru/uploader/fileUpload?name=3235.pdf&show=dcatalogues/1/1136954/3235.pdf&view=true
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http://znanium.com/bookread.php?book=410730

10.

11.

12.

13.

14.

15.

16.

17.

I'OCT 6.10.5-87 «YHubuuupoBaHHbIE CHCTEMBbl JOKYMEHTAIMH. TpeOoBaHUS K TIO-
cTpoeHuto popmyisipa-oopasmay. — M.: UTIK W3a-Bo ctanmaptos, 1987.

I'OCT 7.70-2003 «Onucanue 6a3 JaHHBIX U MAMTUHOYUTACMBIX WH()OPMAIIMOHHBIX MacC-
cuBoB. CoctaB n 0003HaYeHHE XapakTepucTuk». — (Cucrema crangapToB 1o uHpopMma-
K, OM0IMOTEeYHOMY U M3/1aTesibeKoMy neny). — M.: UIIK M3n-Bo crannapros, 2003.
I'OCT P 51141-98. I'ocynapctBennsiii crangapt Poccuiickoit ®@enepanuu. [lenonpo-
U3BOJICTBO U apxuBHOe neno. Tepmunsl u onpenenenus. (yrB. IlocranoBnenuem I'oc-
craugapra Poccum ot 27.02.1998 N 28). [DnextponHHsi pecypc]. Pexxum mocryna:
http://base.consultant.ru/cons/cgi/online.cgi?req=doc;base=LAW;n=135550

I'OCT P 6.30-2003 YuuduuupoBaHHBIE CHCTEMBbl JOKYMEHTAI[MH. YHH(PHUINPOBAHHASL
CHCTEeMa OPraHU3alMOHHO-PACTIOPAIUTEIHHON TOKyMeHTauu. TpeboBanus Kk opopmiie-
HUIO JIOKYMEHTOB. [DnexTpoHHbBIN pecypc] - Pexum JIOCTyMa:
http://base.garant.ru/185891/

['OCT P 7.0.8-2013 Cucrema cranaapToB no uHpopmaruu, OMOIMOTEUHOMY U HU3J1a-
TeIbCKOMY Jeny. Jlenmonmpou3BOJACTBO W apXUBHOE [en0. TepMUHBI U ONpeaercHUs
[DJ1eKTpOHHBIN pecypc]. Pexum JOCTYyIIA:
https://standartgost.ru/g/%D0%93%D0%9E%D0%A1%D0%A2_%D0%A0_7.0.8-2013
I'OCT P UCO 15489-1-2007. HaumonanwHsiii crannapt Poccuiickoit @enepanuu. Cuc-
TE€Ma CTaHAapTOB MO WH(OpMAIK, OMOITMOTEUHOMY M M3/aTEIbCKOMY Aeny. YTpasie-
Hue aokymeHtamu. OOmme TpebGoBanus (yrB. Ilpmkazom PocrexperynmpoBa-HUS OT
12.03.2007 N 28-cT) [D51eKTpOHHBIH pecypc]. Pexum JIOCTYyTIA:
http://base.consultant.ru/cons/cgi/online.cgi?req=doc;base=LAW;n=135548

I'OCT P MCO 9004-2010 MeHemxMeHT [Uisl JOCTH>XKEHHUSI YCTOMYMBOIO yCIiexa OpraHu-
3auuu. [Togxon Ha OCHOBE MEHEIKMEHTa KauecTBa [ DNEeKTPOHHBIN pecypc]. Pexxum noc-
tyma: https://standartgost.ru/b/I'OCT_P_MCO_9004-2010

['ocynapcTBeHHas cucTeMa JOKYMEHTALMOHHOTo o0ecredeHus ynpasieHHus. OCHOBHBIE
noynioxenus. OOmme TpeOoBaHUS K JOKyMEHTaM U CIIy)0aM JTOKYMEHTallMOHHOTO
obecmeuennst. M., 1991. 76 c.

Hexper CHK PCOCP o peopranuzanuu u IeHTpaau3anuu apxupaoro jaena 1/ VI -1918
r. // COOpHUK pYyKOBOJSIIMX MarepHanoB 1o apxuBHoMy Aeny (1917 - utons 1941 rr.)
M., 1961. C. 12-13.

JIOKyMeHTBI, coJepiKallue MepCOHANbHBIE NaHHBIe, B TOCYAapCTBEHHBIX apxuBax Poc-
cuu. CnpaBoyHo-uHpopmarmonnoe nocodue. / BHUUIA. M., 2006. 140 c.
KBanudukanoHHbli CIpaBOYHUK JOKHOCTEH PYKOBOAUTENEH, CIICIUATNCTOB U APY-
IUX CIyamux. - 4-e uzg. - M.: HUI] UH®PA-M, 2014. - 330 c.: 60x88 1/16. - (buo6-
mroTeka xypHana "Tpymnosoe nmpaBo P®"; Beim. ). (o6mosxka) ISBN 978-5-16-009250-8,
500 k3.

Kogexc Poccuiickoii ®enepanuu 00 aIMHUHUCTPATUBHBIX MPABOHAPYIIEHUSIX OT
30.12.2001 Ne 195-®3 (pen. ot 27.07.2010) [Onektp. pecypc]. Pexum nocry-
na:http://www.consultant.ru/popular/koap/

Koncrurynus Poccuiickoit ®enepanu .URL: http://base.consultant.ru/cons/cgi/online.
(mara oOpamenus: 29.08.2014).

MeTtoauka pacueTa MTATHON YUCIEHHOCTH TOCYIapCTBEHHBIX apXMBOB HA OCHOBE HOP-
maTuBoB 1o Tpyay / Pocapxus; BHUNJA/; Coct.: 3.B. bymmenésa, B.E. Cobones,
JLIL. llloruna; Hayu. pea. B.J1. CutonmaoB. M., 2004. — 42 c.
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18.

19.

20.

21.

22.

23.

24,

25.

26.

27.
28.
29.
30.

31.
32.

33.

34.

HopMmbl BpeMeHHM U yCIyrH, BBHIIOJIHSEMbIE TOCYJapCTBEHHBIMU apxuBamu / Pocapxus,
BHUWJA, coct.: 3.B. bymmMeneBa (oTBeTcTBeHHBIN ucnonHutenb), B.E. Cobones,
JL.II. Ilotuna. M., 2007. — 144 c.

O T'ocynapctBenHol taifne: 3akoH P® ot 21 uromnst 1993 r. Ne 5485-1 // Poccuiickas ra-
3era. 1993. Ne 182 (21 cenr.). C. 5-6 (pen. ot 06.10.97) // Poccuiickas razera. 1997. 9
OKTSIOPSI.

O ONOJIHUTENbHBIX TapaHTHUSIX MpaBa IrpakaaH Ha uHdopmaruio: Yka3 [Ipesunenta PO
ot 31 mexabps 1993 r. Ne 2334 // CobOpanue aktoB IIpesunenrta u [IpaBurenscta Poc-
cutickoit deneparuu. 1994. Ne 2. Cr. 74; (pen. ot 17.01.97.)

O nopsiake BEJOMCTBEHHOTO XpaHEHUS IOKYMEHTOB U OpraHU3alluy UX B JIEIOIPOU3BOI-
ctBe: [locranoBnenue IlpaButensctBa P® ot 3 mapra 1993 1. Ne 191 // Cobpanue akToB
ITpesunenra u IlpaBurenscrea PD. 1993. Ne 10 (8 mapra). Ct. 850.

O coxpaHEHMH HUCTOPUYECKUX JTOKYMEHTOB, CBSI3aHHBIX C JESATEIILHOCTHIO ObIBIIETO Bep-
xoBHOro CoBera P®, a Takke HEKOTOPBIX CPEICTB MAacCOBOM MH(pOpMalMU U OOIIeCT-
BEHHBIX opranuzauuii: Pacnopspkenue [Ipesunenta PO ot 22 okrsa0ps 1993 r. // Cobpa-
Hue aktoB [Ipesunenta u [IpaBurensctBa PO. 1993. Ne 43 (25 okt.). Ct. 4091.

06 apxuBax Kommrera rocymapctBenHoii OezomacHoctu CCCP: Vka3 Ilpesunenta
PCOCP ot 24 aprycra 1991 r. Ne 84 // Bemomoctu Chesna HApOJHBIX JEIMyTaTOB
PCOCP u Bepxonoro Coera PCDCP. 1991. Ne 35 (29 asr.). Cr. 927.

006 Apxuse [Ipesunenta Poccuiickoit @enepanmu: Yka3 [Ipesunenta PO ot 31 nexadps
1991 r. Ne 338 // Benomoctu Che3na Hapoaasix nenyratop PCOCP u Bepxosnoro Co-
Beta PCOCP. 1992. Ne 3. (16 suB.). CT. 95.

06 ApxuBHoMm ¢onne Poccuiickoit @enepannu u apxuBax: OCHOBBI 3aKOHO/IATEIHCTBA
P® ot 7 utons 1993 r. Ne 5341-1 // Benomoctu Cbe3na Hapoausix aemnyTtatoB PO u Bep-
xoBHOTO CoBera P®. 1993. 19 apr. Cr. 1311.

006 obecrieueHUN COXPAHHOCTH TJOKYMEHTOB IO JIMUHOMY COCTaBY BBICBOOOXK/Ia€MbIX pa-
OOTHUKOB B pe3yibTaTe oOpa3oBaHMs, PEOpPraHU3alMM M JUKBHJALMU HOPHINYECKUX
mui;: Pacniopsbxkenue IlpaButensctBa PO ot 21 mapra 1994 r. Ne 358-p // CoOpanue ak-
toB [Ipesunenta u [IpaBurenscta PD. 1994. No 13 (28 mapta). Ct. 1048.
Oo6mepoccuiicknii kKiraccupukaTop yrpasieHdeckoi rokymenranuu OK 011-93.

OK 001-2000: O6mepoccuiickuii kiaaccugpukarop cranaapros. M., 2000.

OK 007-93: OGmepoccuiickuii kiaccudukaTrop npeanpusaTuid u opranuzauuii. M., 1993.
OK 016-94: Oo0mepoccuiickuil knaccudukarop npodeccuit paboumx, T0KHOCTEH CIy-
Kalux U TapuQHbIX pa3psaoB. M., 1995.

OcHoBHbIE TpaBUiIa pabOThl BEIOMCTBEHHBIX apXuBoB. M.,2001.

[lepeveHb TUMOBBIX YIPaBIEHYECKUX apPXHUBHBIX JOKYMEHTOB, O0pa3yIOIINUXCS B TPOIIEC-
ce JesTeNIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIIPABJIEHUS U Op-
raHu3aluii, ¢ yka3aHWeM CpOKOB XpaHeHHWs. [IpminokeHne x npukady MwuHucrepcTBa
KynbTypbl Poccuiickoit denepannn ot 25 aBrycra 2010 r. Ne 558 Ilonoxenue «O dene-
paJbHOM apXMBHOM areHTCTBe», yrBepxkaeHHOM [locranosnenuem IlpaBurtensctBa Poc-
cuiickoit ®denepannn ot 17.06.2004 Ne 290.

[Tonoxenne O Enuuoit cucreme kiaccupukanud ¢ KOAUPOBAaHUS  TEXHUKO-
skoHomuueckoil napopmanuu (ECKK TOU) banka Poccun ot 19 uronst 2000 r. Ne 116-
IT.

[Tonoxenne o6 ApxuBHoMm ¢(oHae PD u Ilomoxenue o I'ocymapcTBeHHOW apXWBHOM
cyx6e Poccun: O6 yrBepxkaenun - Ykas [Ipesunenta PO ot 17 mapta 1994 r., Ne 552 //
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35.

36.

37.

38.

39.

40.

41.

42.

43.

44,

45.

46.

47.

Co6panue aktoB IIpe3uaenta u [IpaBurenscrBa PO. 1994. No 12 (21 maprta). Cr. 878.
(pen. O1. 04. 96 Ne 460 u pen. 01.12.98 Ne 1447) // Cobpanue 3akoHomarenbcTBa PO.
1996. Ne 15. Ct. 1575; Poccuiickas razera. 1998. 9 nekabps.

[Tonoxxenne 00 YmpaBiieHUU HHPOPMAITMOHHOTO M JIOKYMEHTAIlMOHHOTO 00eCreYeHHUS
[Tpesunenra PO: O6 yrBepxnenun - Yka3 Ilpesunaenra PO or 15 ampens 1998 .
[ToctanoBnenue I'octakomcrara PO ot 05.01.2004 Nel, «O6 yrBepkaeHun yHUPHUITUPO-
BaHHBIX (OPM MEPBUYHON YUETHOH JOKYMEHTAIMH 0 y4eTy TpyAa U ero omiaTtel» //C3
P®. 2004, Ne2, Ct1.284.

[ToctanoBnenue IlpaButenscTBa Poccuiickoit deneparun "OO6 yrnopsaoueHUHd U3TOTOB-
JICHUS1, UCTIOIb30BAHUS, XPAaHEHUSI U YHUUTOXKECHUSA 1evyaTeil u OJIaHKOB ¢ BOCIIPOU3BE/Ie-
HHUEM rocyaapcTBeHHOTo repba Poccuiickoit @enepanun ot 27 nexkadps 19 Ne 1268.
[Tocranosnenue IlpaButensctBa PO «O pa3BUTUU €IMHONW CUCTEMBI KJIACCU(DHUKAIMH U
KOJMPOBAHUS TEXHUKO-IKOHOMHYECKON U COMMAILHON MHpopManum» ot 1 HosOps 1999
r. No 1212 // Cobpanme 3akoHomarenbcTBa PD. 1999. Ne 45, — Cr. 5434.

[ToctanoBnenne CoBera MunuctpoB CCCP «O Mepax no yiy4lIeHHI0 apXUBHOTO JI€a B
CCCP» 25 nrons 1963 r. // OcHoBHBIC 1eKpeThl U TocTaHoBIeHus... C. 32-35.
[TocranoBnenune CoBera MunuctpoB CCCP ot 7 deBpans 1956 r. Ne 246 «O mepax 1o
YIIOPSIOYCHHUIO PEKUMA XPAHEHUS M JYYIIEMY HCIIOJIb30BaHUIO apXMBHBIX MaTEpPHAaJIOB
MHUHHCTEPCTB ¥ BeJOMCTB» // Bompockr apxuBoBenenus. 1956. Ne 1.

[TocranoBnenune LUK u CHK CCCP 006 ynopsinoueHuy apXuUBHOTO Jiea B HAapOJHBIX
KOMHccapuaTax M IeHTpaibHbIX yupexaenusx Coroza CCP. 5 despans 1936 1. / Oc-
HOBHBIE JIEKpEThl M TOcTaHOBICHHUS COBETCKOTO MPaBUTENLCTBA [0 APXUBHOMY JAENy
1918-1982 rr. M, 1985. C. 24-27.IlpaBuna opraHu3aluyd XpaHEHHUs, KOMIUIEKTOBAHMUS,
ydyeTa U UCHOJIb30BaHUS JOKYMEHTOB ApXUBHOTO (poHna Poccuiickoit @enepauu u 1py-
I'MX apXMBHBIX JIOKYMEHTOB B FOCYIapCTBEHHBIX U MYHHMILIMIIAIBHBIX apXHUBaX, My3esix U
6ubnuorekax, opraHuzanusx Poccuiickoil akageMuu HayK, YTBEpP)KICHHbBIE MPHKa30M
MuHucTtepcTBa KyJabTyphl U MacCOBBIX KoMMyHHKanui Poccuiickoit @enepanuu ot 18
auBaps 2007 r. Ne 19.

ITP 50-733 -93. OcHoBHBIE TONOXeHNU ENUHON crCcTeMBl KITaCCU(PHUKAIIMHA U KOJUPOBa-
HUS TEXHUKO-KOHOMUYECKOH M COMAIBbHON nH(pOpMANY ¥ YHH(PHIMPOBAHHBIX CUCTEM
nokymenranuu Poccuiickon denepauum.

TP 50-734-93. IIpaBuia no crangaptuzauuu: Iopsnok pazpaboTku oO1iepoccuiickux
KJIacCU(UKATOPOB TEXHUKO-3KOHOMUYECKOH U colmanbHON uHpopmanuu. M., 1995.

[TP 50-735-93. IlpaBuna no crangaptuzanuu: [lonoxxeHrne o BeJeHUH OOIIEPOCCUICKUX
KJ1acCU(pUKaTOpoB Ha 6a3e MH(OPMALMOHHO-BBIYUCIUTENBHOM cetn ["'omkomcrara Poc-
cuu. M., 1995.

[lpaBuna BemeHWS W XpaHEHUs TPYAOBBIX KHUKEK, M3TOTOBJICHHUS OJIAHKOB TPYIOBOU
KHIDKKU U oOecrieueHust umu pabotonareneit (yrBepknaeHsl I[loctanosnenuem IlpaBu-
tenbeTBa PO ot 06.02.2004 Ne 51).

P 50.1.008-96. PexomeHpganuu MO CTaHAAPTU3ALMU: METOIUYECKUE TOJIOKEHHUS 10
BHepeHnto EquHoil cucteMsl kiaccuukanuy 1 KOJUPOBAHUS TEXHUKO-3KOHOMUYECKOM
u couunansHoil uHpopmanuu (ECKK) B cucremy cbGopa um 0o0paboTku HHGpOpManuu
OpTraHOB MECTHOTO caMoyIipaBieHus. M., 1996.

Coznlanue COBpEeMEHHBIX apXUBHBIX HCTOYHUKOB Ha OCHOBE AU(PPEpeHInPOBAHHOTO M0-
xoma: Metoauyeckoe nmocodue / peaepanpHoe apxuBHoe areHTcTBO. BHUMUJIA/L. — 3-¢
u3n., crep. — M., 2007. — 128 c.
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48.

49.

50.

5l.

52.

53.
54.

55.

56.

S7.

58.

59.

60.

61.

62.

63.

64.

65.

66.

CocraBreHue apxuBHBIX omwmcei: Meroanueckue pexomenaaruu / Pocapxus. BHUU-
JAIL. — M., 2005. — 141 c.

®Oenepanbhblil 3ak0H «O0 apxuBHOM jaene B Poccuiickoit @eneparumn» Nel25-D3 ot 22
okTsi0pst 2004 1.

®enepanbublii 3akoH «O rocynapcTBeHHOW TaiHe» oT 21 mronst 1993 r. Ne 5485-1 //
Poccuiickas razera. — 1993. — 21 cenTsadps.

Oenepanbhblii 3akoH «O0 wHbOpManuy, WHOOPMAIMOHHBIX TEXHOJIOTHUAX W 3alllUTe
uHpopmarum» ot 27 uross 2006 1. Ne 149-D3.

Oenepanbubiii 3akoH «O0 00s3aTENBPHOM SK3EMIUISIPE TOKYMEHTOB» OT 29 nexalps
1994 1. Ne 77-@3.

©® Denepanbublit 3aK0H "O0 snexTporHOM noanucu" ot 06.04.2011 N 63-03
®enepanbHblil 3akoH oT 2 Mast 2006 romga Ne 59-D3 «O nopsiike paccMOTpeHus: oOpaiie-
Huil rpaxaan Poccuiickoit denepanmm»

®denepanbHbiii 3akoH oT 22.10.2004 Ne 125-D3 «O06 apxuBHOM nene B Poccuiickoii dDe-
JepaLum».

®enepanbhbiii 3ak0H OT 27.07.2004 Ne 79-®D3 «O rocynapcTBEHHOM I'paKJaHCKON
ciyx0e Poccuiickoii @eneparum».

®enepanbhblil 3ak0H 0T 27.07.2006 Ne 152-®3 «O nepcoHalIbHbIX JaHHBIX).
®enepanbhblil 3ak0H 0T 27.12.2002 Ne 184-D3 «O TeXHUYECKOM PETYIUPOBAHUM.
®epnepanbubliit 3akoH 0T 29.07.2004 Ne 98-d3 «O xommepueckoit TaitHe» (B pen. dene-
panbHoro 3akoHa ot 02.02.2006 Ne 19-®@3).

®denepanbHblii KOHCTUTYUMOHHBIN 3aKOH OT 25.12.2002 Ne 2-®K3 «O I'ocynapcTBeHHOM
repbe Poccuiickoit deneparumy

Va3 [Ipesunenta PO ot 06.03.1997 N 188 (pexn. ot 13.07.2015) "O6 yrBepxkaenun Ile-
peuHs cBeIeHUH KOH(pHIEHIIMAIBHOIO Xapakrepa"

[TepedeHb TUMOBBIX YNpaBIEHYECKUX APXUBHBIX JOKYMEHTOB, 00pa3yooluxcs B Mpouec-
ce JesTeNIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIIPABJIEHUS U Op-
raHU3alui, ¢ yKa3aHueM CPOKOB UX XPaHEHUs, yTBEPKACHHBIN puKka3zoM PenepanbHOro
apXuBHOTO areHTcTBa oT 20.12.2019 Ne236.

[TpaBuiia opraHu3anuy XpaHEHUsI, KOMILJIEKTOBaHMsI, y4€Ta U UCIOJIb30BaHUS JOKYMEH-
TOB apxuBHOro ¢oHaa Poccuiickoil Penepanun U APYrux apXUBHBIX JTOKYMEHTOB B Op-
raHax rocy/lapCTBEHHOW BJIACTH, OPTaHAaX MECTHOIO CaMOYIIPABJICHHUS U OPraHU3aLHUsX,
YTBEpXKACHHbIE pUKa3oM MuHucrepersa KynbTypsl PO ot 31.03.2015 Ne526.

'OCT P UCO 15489-1-2019. Hanmonanehsiii cranaapt Poccuiickoit ®denepanuu. Cuc-
TeMa CTaHJapTOB MO MHGOpMAIMH, OUOIMOTEeYHOMY U M3IaTenbckoMy aeny. Madopma-
1us U JOKyMeHTalus. YnpasieHue nfokymeHntamu. Yacte 1. [lousatus u npuHimns"(yTB.
[Tpukazom Poccrarnmapra ot 26.03.2019 N 101-cT)

[Tpuxa3 Pocapxusa ot 11.04.2018 N 44 "O06 yrBepxaenuu [IpuMepHON HHCTPYKIMH TTO
JIeNTOTIPOU3BOICTBY B TOCYAAPCTBEHHBIX opranu3anusax" (3apeructpupoBaHo B MuHiocTe
Poccun 17.08.2018 N 51922)

[Tpuka3 Pocapxusa ot 02.03.2020 N 24 "O6 yrBepxaenuu [IpaBun opranuzanuu xpaHe-
HUS1, KOMIUIEKTOBaHHUS, y4eTa U UCIIOJIb30BaHUs IOKyMEHTOB ApxuBHoro ¢ponaa Poccuii-
ckoit depepanuul U IpYrux apXUBHBIX JOKYMEHTOB B IOCYJapCTBEHHBIX U MYHULIUIIATb-
HBIX apXMBax, My3esiX U OMOIMOTEeKaX, HayuyHbIX opraHu3anusx" (3aperucTpupoBaHO B
Muntocte Poccun 20.05.2020 N 58396)

r) lIlporpammHuoe odecnieuenne u UHTEepHeT-pecypchbl:
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1. KomnbrorepHas cnpaBo4Has rnpasoBasi cucrema Koncynbrantllmoc [DnekTpoHnsiid pecypc]| —
Pexxum nmocryna: http://www.consultant.ru/about/
2. CnoBapb (pUHAHCOBBIX M IOPUANYECKUX TEPMUHOB [ DIEKTPOHHBIN pecypc| — Pexxum nocryma:
http://www.consultant.ru/law/ref/ju_dict/?word
3. 'apant-Marauroropck. KommiekcHas nmpaBoBas nojajiepxka [ DJIeKTpoHHBIN pecypc] — Pe-
UM jpoctyna: hitp://www.garant-mag.ru/
4. denepanbHast Ciry)0a roCy1apCTBEHHON CTaTUCTUKH. [ DIIEKTPOHHBIN pecypc] — Pexxum noc-
tyma: http://www.gks.ru/
B noMomunb cTyieHTaM peKoMeHAYITCS opuunaibHble CAWThI )KYPHAJIOB:
1. JlenompousBojactio - http://www.top-personal.ru/officeworks.html
2. Jlenonpou3BOACTBO U JOKYMEHTOO0OPOT Ha mpeanpustuu - http://www.delo-
press.ru/magazines/documents/archive/
3. VYmpasnenue nepconanom - http://www.top-personal.ru/
http://www.obd-memorial.ru
5. - mpoekt MuHo6opoHsl PO no cuctemMaruszanuy y4eTHBIX JAHHBIX U JOKYMEHTOB O MO-
rubiux BomHax Bo Bropoit MupoBoii BoifHe U OCIeAyIOMINX KOH(MIMKTaX — apXUBHAS

e

0a3za;

6. http://www.elar.ru — caiiT kopropanuu «JIEKTPOHHBINA apxXuBY (pecTaBpalys U onud-
POBKa apXMBHBIX JOKYMEHTOB, YCIIYTH H 000PY/IOBAHHUE).

7. http://www.rusarhivs.ru — rocynapcrBennsiii cait AD PO ¢ npencraBieHHbIME IEPUO-
JIMYECKU OOHOBJISIEMBIMH HOPMAaTHBHBIMU aKTaMH, TIOCTAHOBJICHUSIMH U METOAMYCCKUMHU
NOCOOHSMU JUTS CIIEUATICTOB B 00JIACTH apXUBHOTO JIeNa.

3. ITopsA0K MOATOTOBKH M 3AIIMThI BBIIYCKHON KBATH(PUKALNOHHONH PadoThI

BoinonHenne M 3amuTa BBITYCKHOM KBaJM(DPHUKAIMOHHOM pabOThI SIBISIETCS OJHOM M3
¢dbopM rocyIapCcTBEHHON UTOTOBOM aTTECTAIIHH.

[Ipu BBIMONHEHUM BBITYCKHOM KBalIM(pUKALMOHHON paboThl, oOywaroumuecs A0KHBI
II0Ka3aTh CBOM 3HAHHUSI, YMEHUS U HABBIKM CAMOCTOSITENIBHO pElIaTh HA COBPEMEHHOM YPOBHE
3a/1a4M cBoed MpoecCUOHaIbHON AeSTeTbHOCTH, TPOPECCHOHAIbHO U3JIaraTh CeHalIbHYO
UH(OPMAIUIO, HAYYHO apryMEHTHPOBATh U 3alUIIATh CBOIO TOUKY 3pEHUS.

OOyuarouiyii, BHIIOIHSIONUI BRITYCKHYIO KBATU(HUKAIIMOHHYIO paboTy AOJKEH MoKa3aTh
CBOIO CIIOCOOHOCTb U YMEHHE!

— OIpeAeNATh U POPMYIUPOBATH MPOOIEMY UCCIIEIOBAHUS C YUETOM €€ aKTYaJIbHOCTH;

— CTaBUTb LIETM MCCIIEI0BAHUS U ONIPEAEIATh 3a7aul, HEOOXOAUMBIE JIJISl MX JOCTHUKEHMUS,

— aHAJIM3UPOBATh U 0000LIATh TEOPETUYECKUIN U IMIIMPUUYECKUI MaTepual 1o TeMe Hccle-
JIOBaHMsI, BBISIBIIATH IPOTUBOPEYHS, JEJIaTh BBIBOJBL;

— IPUMEHATh TEOPETUUECKNE 3HAHUS IIPU PEILICHUH IPAKTUUECKUX 3a/1a4;

— JleNaTh 3aKII0YEHHE M0 TeMe HCCIIeOBaHMs, 0003HavaTh MEPCIEKTUBBI JalbHEHIIEro
M3YYEHHUS UCCIIEyEMOI0 BOIIPOCa;

— 0opMIIATH padOTy B COOTBETCTBUH C YCTAHOBJIEHHBIMU TPEOOBaHUSIMU;

— yd4acTue B TEOPETHUYECKHX pa3paboTkax B 00JacTH JOKYMEHTOBEICHUS U apXUBOBEHE-
HUS;

- aHanu3 UHGOPMAIMOHHBIX MMOTOKOB U MH(POPMAIIMOHHOTO B3aWMOJICHCTBUS B OpraHHU3a-
ouu;

- aHaNmU3 MOTPeOHOCTEN B OMEPATUBHON U PETPOCIEKTHBHON MH(MOpMAILINU, OTpeesieHHue
METOJIOB U CITIOCOO0B UX YJOBJICTBOPCHHUS;
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- y4acTHe B MPHKIAIHBIX pa3paboTKax MO CO3JaHUIO0 CUCTEM JAOKYMEHTAIlMOHHOTO oOec-
MEYCHUs YNpaBlieHUs, yHU(PUKAIMY, CTaHIAPTU3ALUN JOKYMEHTOB, a TaKKe B 00JIaCTH apXuB-
HOTO JIeJIa;

- y4acTH€ B NPOCKTUPOBAHUU U BHEJIPEHUU aBTOMATU3HPOBAHHBIX CHUCTEM JIOKYMEHTallU-
OHHOT0 OOeCTeYeHHs YIPABICHHUS (CHCTEM JJIEKTPOHHOTO JTOKYMEHTOOOOpPOTa) M apXHWBHOTO
Jiefa Ha CTaJAMsIX MMOCTAHOBKHU 33/1a4d U OLICHKH UX IPUMEHEHHUsS B YCIOBUSIX KOHKPETHOHM opra-
HU3aI1H;

- ydactue B pa3paboTke HOPMAaTUBHO-METOJAUYECKUX JTOKYMEHTOB, aKTOB (TpaBWJl, Meped-
HEHl JOKYMEHTOB, MOJIOKEHUH, HHCTPYKIUH, KIacCH(PHUKATOPOB, Tabenel nmpuMeHseMbIX (hopM
JIOKYMEHTOB M) M0 JOKYMEHTAllMOHHOMY O0€CIIEUEHHIO YIIPABICHUS U apXUBHOMY JIETTY;

- TIOJIFOTOBKA JOKYMEHTAJIbHBIX MYOJUKAIIMI M CIPABOYHO-TIOMCKOBBIX CPEJCTB K apXUB-
HBIM JIOKYMEHTaM;

- y4acTue B BBICTABOYHO-PEKIAMHOM 1€ TENbHOCTH;

-IIOJIFOTOBKA CIIPABOYHO-TIOUCKOBBIX CPEJICTB;

- cocraBlieHHe pedepaToB U co3naHue Oubmmorpaduu Mo TEMAaTUKE MPOBOJUMBIX HCCIIe-
JIOBaHUH;

- y4acTH€ B COCTaBJICHUM OTYETOB IO HAYYHO-UCCIIEI0BATENIbCKON U METOJUYECKON pado-
T€;

- BHEJIPEHHE U SKCILTyaTalusi aBTOMATU3UPOBAHHBIX CHUCTEM B JJOKYMEHTAIlMOHHOM o0ec-
MEYCHUU YIIPABJICHUS U apXUBHOM JIEJIE, BKJIFOYAs CUCTEMBI JJIEKTPOHHOTO JOKYMEHTO000POTa;

- BBITIOJIHEHHUE OTIepaIlHii IO CO3/IaHUI0 U 00pabOTKE JOKYMEHTOB;

- y4acTHe BO BHEJPEHUU U IKCIUTyaTallud MH(POPMAIIMOHHBIX TEXHOJIOTUH, UCTIOIb3YEMBIX
B JOKYMEHTAIIMOHHOM O0ECIIEYCHUH YIIPABIICHUS U apXUBHOM Jielie (CKaHUPOBAHUE);

- BE/ICHHE CPOKOBOI'O KOHTPOJIS UCTIOJIHEHUS JOKYMEHTOB;

- o0ecrieyeHre TEKYLIEro XpaHEHUs JOKYMEHTOB, IOATOTOBKA JIEJ JJIs Mepeladd Ha ap-
XHUBHOE XPaHEHUE;

- CO3/IaHHE U BEJICHUE CIIPAaBOYHO-TIOMCKOBBIX CPEACTB K IOKYMEHTaM B MH(OPMAaLIMOHHO-
JOKYMEHTAIlMOHHOM 00€CTIeYeHUH YIPABJICHUS U apXUBHOM Jieje (HOMEHKJIAaTypa JAes, OIMHCH,
MyTeBOJAUTENHN, 0030PbI, KATAJIOTH, 0a3bl JAHHBIX);

- yJacTHe B TEXHOJIOTHYECKHX dTanax paboTsl (eneparbHbIX apXUBOB, ApXUBOB CYOHEKTOB
dbenepany 1 MyHUIIMTTAIBHBIX ADXUBOB 110 OCHOBHBIM HAIPaBJIEHUSAM UX JCSITEIBHOCTH;

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

- paboTa 1o KOHCEepBAallUU U PECTaBpaIH TOKYMEHTOB.

3.1 lloaroToBHUTEJBLHBIH 3TANl BHINOJHEHUS BbINYCKHOH KBAJIM(PUKALMOHHOI PadoThI
3.1.1 Boioop memol 6b1nyCKHOU K6AAUPUKAUUOHHOU PadOm bl

OOyuaromuiics caMOCTOATEIBHO BBIOMpAeT TeMy W3 PEKOMEHJYeMOro IepeuHs TeM
BKP, npencrasnenHoro B npuioxenuu 1. OOyqaromuiics: (HECKOIBKO 00y4YaroImuXcsl, BBIIO-
Haomux BKP coBMecTHO), 10 TMCBMEHHOMY 3as1BJIEHUIO, UMEET IIPABO MPEAJIOKUTD CBOIO Te-
My Ul BBITYCKHOW KBaJU(UKAIMOHHON pabOTHl, B Cllydyae ee 0OOCHOBAHHOCTH M 11€1ec000-
pa3HOCTH ee pa3pabdOTKH AJis MPAKTUYECKOTO MPUMEHEHHUsI B COOTBETCTBYIOIIEH 001acTu npo-
deccroHanbHON JESATeIbHOCTH WM Ha KOHKPETHOM 00BbeKTe MpodeccuoHaNbHOM e TeNnbHO-
ctu. YTBepxkaeHue teM BKP m Ha3HaueHue pyKoBOIMTENS yTBEPKIAETCS MPUKA30M IO YHH-
BEPCUTETY.

3.1.2 ®ynkyuu pykogooumens 6blnyCKHOU K6AIUPUKAUUOHHOU padombl

JIJ1s1 TOATOTOBKY BBIMTYCKHOM KBaIM(PUKAIIMOHHOW paboTHl 00ydaroleMycsi Ha3Ha4yaeTcst
PYKOBOIUTENb U, IPH HEOOXOAUMOCTH, KOHCYJIbTAHTHI.

PykoBogutens BKP nmomoraer obywatomemycsi copMynupoBath 0OBEKT, TPEIMET HC-
CJICZIOBAaHUS, BBIABUTH €r0 aKTYaJIbHOCTh, HAyYHYIO HOBU3HY, pa3paboTaTh IUIaH MCCIEelI0Ba-
HUS; B IIpoliecce paboThl MPOBOAUT CUCTEMATUYECKUE KOHCYIbTAIUH.
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[ToaroroBka BKP oOy4arornumcst 1 oT4eT mepes; pyKOBOJAUTENIEM PeaTu3yeTcs COrIacHO
KajeHaapHoMy rpaduky padbotsl. Kanenaaphsiit rpaguk paboTsl 00ydaromerocst CocTaBisieTcs
Ha Bech nepuo BeimosnHeHust BKP ¢ ykazanuem oduepeTHOCTH BBIIIOIHEHUS OTJEIBHBIX 3TAlOB
¥ CPOKOB OTYETHOCTH TI0 BBIIIOJHEHHIO pabOoThI Iepe]] pyKOBOIUTEIIEM.

3.2 TpeGoBaHus K BBITYCKHON KBAJIU(PUKALUOHHOI padoTe

[Tpy MOATrOTOBKE BBHITYCKHON KBaTU(HUKAIIMOHHON pabOThl 00YJarOIIUiicss pyKOBOACTBY-
€TCs METOJUYECKUMH YKa3aHUSMHU U JIOKAIbHBIM HOPMAaTHBHBIM akToM yHuBepcutera CMK-
O-CMI'TY-36-16 «BrinyckHasi KBadu(UKaIMOHHAs padoTa: CTPYKTypa, coaep:kaHue, olmme
NpaBUJjIa BBIMIOJIHEHUS U OPOPMIICHUS.

3.3 Ilopsaok 321U THI BHIMYCKHOM KBAJTH(PUKAIMOHHON padoThI

3aKkoHYCHHAs! BBITyCKHAs KBadu(UKaIMOHHAs padoTa JOHKHA MPOUTH MPOLEypy HOP-
MOKOHTpOJISI, BKJIFOUYasi IPOBEPKY Ha 00bEM 3aMMCTBOBAaHUM, a 3aTEM MPEACTABIIEHA PYKOBOIH-
TEINo 11 0hOpPMIICHHSI TUCbEMEHHOTO OT3bIBA.

Brimycknast kBanudukanuonnas paboTa, MoANKUCaHHas 3aBeAyIOIUM Kadenpoii, umero-
11ast OT3bIB PYKOBOAMTENS pabOThI, JOMYyCKAaeTCS K 3alIUTe U MEePEAaeTCs B rOCYAapCTBEHHYIO
9K3aMEHALIMOHHYI0 KOMHUCCHUIO HE NTO3JHEE, YEM 3a 2 KaJIEHAAPHBIX JHS J0 JaThl 3alUTHI, TaK-
ke paboTa pa3MeniaeTcs B 2JIEKTPOHHO-OMOIMOTEUHOM cucTeMe YHUBEPCHUTETA.

OObsBICHHE O 3alIMTE BBITYCKHBIX PaOOT BHIBEIIMBACTCS Ha Kadenpe 3a HECKOIBKO
JHEU JI0 3aIlUTEL

ITonroroBka BKP mpenmnonaraet npoxoxIaeHUE MPOUEIYPbl BPeOdsapumenbHoil 3auju-
mu1 BKP, xoTopas umeer cBoeil 11ebr0 KOHTpoJib noarotoBku BKP Ha nocnegnem sramne uc-
cienoBanus. [Ipenzamyra npoBoAUTCS BhIMycKatomiel kadeapoil He mo3aHee 1 Mecsua 10 aHs
npefocTaBieHus cryeHToM rorooil BKP. 3amuTa BeImyckHOM KBalu(UKAMOHHONW pabOThI
NPOBOJIUTCS Ha 3acelaHMM T'OCYAAPCTBEHHOM 3K3aMEHAllMOHHON KOMHMCCUU U SIBISETCS MyO-
JIMYHOM.

3amuTa BBITYCKHOM KBaTM(DPUKALIMOHHOM pabOThl MPOBOAMTCS HA 3aCE€AaHUU TOCyaapCT-
BEHHOMW IK3aMEHAIMOHHOW KOMHUCCHH U SIBJISICTCS MyOJWYHOM. 3aruTa OJHOW BBITYCKHOMN pa-
00THI He do1xicna npesvtuiams 30 munym.

Jliist cooOrieHust 00yJaroneMycs mpenocrapisiercs He 6oiee 10 munym. CoobrieHue mo
conepxanuto BKP compoBoxnaercs HeoOXOAMMBIMU TIpaUueCKUMHU MaTepualaMy /WM
npe3eHTanuei ¢ pa3aarounbiM Matepuanom ais wieHos I'OK. B I'OK moryt ObITh npencTas-
JIEHBI TAK)KE JPYTMe MaTepuasbl, XapaKTepU3YIOIIHE HAYUYHYI0 U IPAKTUYECKYIO LIEHHOCTb
BbinosiHeHHON BKP — nevarnsle cratbu ¢ yuactueM BolllycKHHKA 110 TeMe BKP, nokyMeHTHI,
yKa3bIBalolle Ha npaktuiyeckoe npumenenne BKP, makeTsl, 00pa3iibl MaTepraioB, U3Aenuit
U T.II.

B cBoeM BBICTYTUICHHH OOYYArOIIHICS JOKEH OTPA3HTH:

— coJiepKaHue MPoOIEMBbl U aKTyaJIbHOCTh UCCIIEIOBaHUS;

— eJb ¥ 33J]a4M MCCIIEJOBAHNS;

— 00BEKT U MpeIMET UCCIICAOBAHMS;

— METOJIMKY CBOETO UCCIIEIOBAHN;

— IOJIyYEHHBIE TEOPETUUECKHUE U TIPAKTUUECKNE PE3YIIbTAThI UCCIIECIOBAHNS,

— BBIBOJIbI U 3aKJIIOUEHUE.

B BbICTymIEHUH AOKHBI OBITH YETKO 0003HAUEHBI PE3yNbTaThl, MOTYYEHHbIE B XOJI€ HC-
CJIEI0BAHMSI, OTMEUYEHA TEOPETUYECKAs U MMPAKTHYECKasi HIEHHOCTh MOJYYEHHBIX PE3yJIbTaTOB.
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[To oxOHYaHWM BBICTYIIJICHUS BBIMTYCKHUKY 33JIal0TCSl BOIIPOCHI 110 TeMe ero paboTkl. Bo-
MIPOCHl MOTYT 33J]aBaTh BCE MPUCYTCTBYIOLIME. BCce BOMPOCH MPOTOKOIUPYIOTCS.

3aTeM CJIOBO MPEJOCTABIISIETCS HAYYHOMY PYKOBOJMTEII0, KOTOPBIM JaeT XapaKTepHUCTH-
Ky pabothl. [Ipy OTCYTCTBUM PYKOBOAUTEINS OT3BIB 324U THIBAETCS OHUM 13 wieHoB [ OK.

3acnymaB OpUITMAIBHBIN OT3BIB O CBOCH paboTe, CTYACHT JOHKEH OTBETUTH HA BOIIPOCHI
u 3amMedanus 4ieHoB I OK.

3arem npencenarens ['OK npocuT mpHCYTCTBYIOMIUX BBICTYIIUTD MO CYIIECTBY BBIMYCK-
HOM KBaJM(PUKAIIMOHHON PabOThL. BBICTYIUICHUS WIEHOB KOMHCCHMH M NPHCYTCTBYIOIIMX Ha
3amuTe (10 2-3 MUH. Ha OJTHOTO BBICTYMAIOIIETO) B MOPSIKE CBOOOHON TUCKYCCHHM U OOMEHa
MHEHUSIMU HE SBJISIFOTCS 00s3aTEIBLHBIM 3JIEMEHTOM MPOIEAYPhI, TO3TOMY, B CIy4yae OTCYTCT-
BHUSI JKEJIAIOLIUX BBICTYIIUTh, OH MOKET OBITh OIYIIICH.

[Tocne nuckyccuu mo Teme padOThl CTYIEHT BBICTYNAET C 3aKJIIOUUTEIBHBIM CIIOBOM.
DTHKa 3alUThI MPEAMUCHIBACT MPU 3TOM BBIPAa3UTh 0JIAr0JapHOCTh PYKOBOAMUTEINIO 32 MPO/Ie-
JaHHYI0 paboTy, a Takke wieHaMm [ DK u BceM NpuCyTCTBYIOIINM 32 BHUMAHHE.

3.4 Kputepun OleHKH BBIITYCKHOI KBAJIM(PUKAIUOHHON padoThl

Pesynbrarer 3ammtel BKP onpenensiorcs oneHKaMu: «OTIMYHO», «XOPOLIO», «yIIOBIE-
TBOPUTEIILHOY, «HEYJIOBIETBOPUTEIBLHO» U OOBSBIIAIOTCS 6 O€Hb 3auiUntbl.

Pemenue o6 oneHke npuHUMaeTcs Ha 3akpblToM 3aceqanuu ['OK nmo okoHyanuu npore-
Jypbl 3alllUThl BceX paboT, HAMEUYEHHBIX Ha JaHHoe 3acenanue. s ouenku BKP rocynapcer-
BEHHAas DK3aMEHALIMOHHAsi KOMUCCUSI PYKOBOJACTBYETCS CIEAYIOIUMU KPUTEPUAMU:

— aKTyaJIbHOCTb TEMBI;

— HAayYHO-TIPAKTUYECKOE 3HAYCHUEM TEMBI;

— KauecTBO BBINOJIHEHMsI pabOThI, BKIIIOYasi EMOHCTPAIIOHHBIE M NPE3EHTAllMOHHBIE
MaTepHabl;

— COJEPIKATEIIBHOCTD TOKJIA1a U OTBETOB HA BOIIPOCHI;

— YMEHHUE IPEeCTaBIATh paboTy Ha 3alIUTe, YPOBEHb PEUEBON KYJIbTYPHI.

OreHka «0TJHMYHO» (5 6aNIOB) BHICTABIAETCA 32 TITyOOKOE PACKPHITHE TEMBI, TIOJTHOE BbI-
MOJTHEHUE MOCTABIEHHBIX 3a/1a4, JJOTHYHO H3JI0)KEHHOE COJIep)KaHue, KaueCTBEHHOe odopmiie-
HUE pabOThI, COOTBETCTBYIOIIEE TPEOOBAHUSM JIOKAJIBHBIX aKTOB, BBICOKYIO COJIEP)KATEIbHOCTh
JIOKJaZa ¥ JEMOHCTPAllMOHHOTO MaTepuaia, 3a pPa3BepHYThIE U TOJHBIE OTBETHI Ha BOIPOCHI
yiaeHoB ' OK;

Onenka «xopomo» (4 Gaia) BHICTAaBISETCA 3a MOJHOE PACKPBITHE TEMBI, XOPOILO Mpopa-
60TaHHOE cojiep)kaHue 0e3 3HAUUTENIbHBIX TPOTUBOPEUHiA, B 0()OpMIIEHUN PabOThl UMEIOTCS He-
3HAYUTENIbHbIE OTKJIOHEHUSI OT TpeOOBaHMI, BHICOKYIO CO/AEPKATEIbHOCTh JOKJIaga U JEMOHCT-
paIIOHHOT0 MaTepHaa, 3a HeOOobIlIMe HETOYHOCTH MPU OTBETaxX Ha Bompochl wieHoB ['OK.

OrnieHKa «y/A0BJIETBOPUTENbHO» (3 0asa) BHICTABIISAECTCS 3a HEMOJIHOE PACKPHITHE TEMBI,
BBIBOJIOB W MPE/JIOKEHUM, HOCSIIHUX OOIINI XapakTep, B opopMIeHUN pabOThHl MMEIOTCS HE3Ha-
YUTENIbHBIE OTKJIOHEHHS OT TpeOOBaHUM, OTCYTCTBUE HATJISAHOTO MPECTaBICHUsI PaOOTHI U 3a-
TPYIHEHHUs IPHU OTBETaxX Ha BONPOCH! wieHoB ['OK.

Or1eHKa «HeY/A0BJIETBOPUTEIbHO» (2 0aia) BEICTABIAETCS 32 YACTUYHOE PACKPBITUE TE-
MbI, HEOOOCHOBAHHBIE BBIBO/IbI, 32 3HAYNTEIHHBIC OTKIOHEHHS OT TpeOoBaHU B 0(hOpMIICHUH U
MIPEACTaBICHUHN PabOThI, KOT/Ia 00yJYaIOIIHUIACs JOMYCKAET CYIECTBEHHBIC OITMOKU MPU OTBETE
Ha Bornpockl uieHoB ['OK.

OrneHKa «Hey10BJIeTBOPUTEIbHO» (1 0aymur) BBICTABIsAETCSA 32 HEOOOCHOBAHHBIE BBHIBO/IBI,
3a 3HAYUTETbHBIC OTKJIOHEHUS OT TpeOOoBaHMii B 0DOPMIIEHUH U MIPEACTABICHUH Pa0OThI, OTCYT-
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CTBUC HATJIAAHOI'O IMPCACTABIICHUA pa6OTI>I, Koraga OGy‘IaIOH_[I/II\/'ICSI HC MOXKCT OTBCTUTH HA BOIIPO-

cul wieHoB ['OK.

OLEHKH «OTIMYHO», «XOPOILIO», «yJOBIECTBOPUTEIBHO» O3HAYAIOT YCIEIIHOE MPOXO0XKIe-
HHUE TOCYAapCTBEHHOI'0 aTTECTAllMOHHOI'O HCIBITAHUS, YTO SIBJISAETCS OCHOBAaHMEM JUIS BBLAAYU
o0yyarolieMycsi JOKYMEHTa O BBICIIIEM 00pa30BaHUM M O KBadu(uKaruu odpasua, ycTaHOBJICH-
Horo MuHucTepcTBOM 00pazoBanus u Hayku Poccuiickoii @eneparui.

4. MaTepHaJ’ILHO-TeXHI/I'leCKOC odecrneyeHue MOAYJIdA Focy):[apCTBeHHOﬁ HTOrOBOM aT-

TeCTAlluMN

MarepuanpHo-TexHu4deckoe oodecreuenue ' MA Bxitouaer:

Ayautopuun JUisi IpOBEIECHUS
niepBoro 3tana ['MA

Cron KOMIIBIOTEPHBIH, CTOJ IHUCbMEHHBIH, CTYI
oucHbIi, noKyMeHT-kamepa Epson, ucrounuk Oecnepe-
ooiinoro nmutanusi POWERCOMIMD-1500AP , xamepa
BBICOKOI'O  pa3pelleHus,
(Tumn6), mpoextop ViewSonicPJD7526W, crimkepdon Ha-
Calisto-620 Plantronics,
LogiteachC920, cucrema akycTudeckasi HaCTOJbHAs, CTe-
peorapuutypa  (MHKpodOH €  IIYMOIIOJABICHUEM),

skpanHacTeHHbIiDigis Optimal-C MW DSOC-11032*2

KOMITBIOTED  II€PCOHAJIBHBIN

CTOJIbHBIIH BeO-Kamepa

Aynuropun Ui MPOBEIEHUS BTO-
poro 3Tama rocyAaapCTBEHHOIO JK-
3aMeHa

CTon muChMEHHBIH, CTYIT O(UCHBIHI

Aynuropun Uil IPOBEACHUS
IPYIIIOBBIX W HMHIMBHUAYaJIbHBIX
KOHCYJIbTAllUii UTOTOBOW rocynap-
CTBEHHOU aTTecTaluu

Cron KOMIIBIOTEPHBIN, TOKyMeHT-kamepa Epson, uc-
TouHuK Oecnepeboitnoro mnutanus POWERCOMIMD-
1500AP
nepcoHanbHbI (TUN6), npoekrop ViewSonicPID7526W,
cnukeppon HacTonpHbI Calisto-620 Plantronics, Be6-

, KaM€pa BBICOKOTO pa3pCHICHUs, KOMIIBIOTEP

kamepa LogiteachC920, cucrema akycTuuyeckass HacTONb-
Hasi, cTepeorapHuTypa (MUKpO(hOH € IIYMOTIOIaBIICHUEM ),
skpanHacTeHHbIDigis Optimal-C MW DSOC-11032*2

[Tomemenuss 111 caMoCTOS-
TEJIbHOM paboThl 00yUaroIUXCs

IlepconanbHble  KOMIBIOTEPHI ¢ Makerom MS
Office, BbIxo10M B MIHTEpHET U € IOCTYNOM B 3JIEKTPOH-
HYI0 MH()OPMaIMOHHO-00pa30BaTe/IbHYI0 Cpeay YHHBEp-
cUTeTa

Aynutopuu Ui BBIOJTHEHUS
U 3alllUThl BBITYCKHOW KBalH(UKa-
IIMOHHOMN pabOThI

[lepconanbubie komnbioTepsl ¢ makeroM MS Office,
BBIXOJIOM B VIHTEpHET M C JOCTYIIOM B AJIEKTPOHHYIO WH-
(dhopMarmoHHO-00pa30BaTEeIbHYI0 CPEeNy YHHUBEpPCUTETA,
npoektop ViewSonicPJD7526W, crnukeppoH HACTOIb-
ueiii Calisto-620 Plantronics, Be6-kamepa LogiteachC920,
cUCTeMa aKyCTHYecKas HaCTOJbHAasA, CTepeorapHUTYpa
(MUKpO(]OH C ITyMOIOaBICHUEM ), SKpAaHHACTECHHBINDIigls

Optimal-C MW DSOC-11032*2

[Tomemenune uist XpaHEeHUs U

MPOPUITAKTHIECKOTO  00CTyKHUBa-

Crennaxu 1 XpaHeHHUs] y4eOHO-HArJISIAHBIX M10CO-
Ouit 1 y4eOHO-METOAMYECKON TOKYMEHTAIIUH.
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HUS y4eOHOTro 000pyAOBaHUS
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ITpunoxxenue 1

IIpumepHbIii NepeyeHb TeM BbINYCKHBIX KBAJH(PUKALIHOHHBIX padoT

10.
11.

12.

13.

14.

15.
16.
17.
18.
19.

20.

CoBeplIeHCTBOBAHNE HOPMAaTHUBHO-METOAMYECKON 0a3bl OpraHM3aluu MOCPEACT-
BOM Pa3pabOTKN MHCTPYKLUH T10 IEIOIPOU3BOCTBY.

[TpoduakTrka XUIIEHUS! apXUBHBIX JOKYMEHTOB B OPTaHU3AIUIX.

Crienmuduixa opranuzaiuu opopMIIeHUs NacopToB rpaxaanul Poccuiickoit dexe-
panuu ¢ UCIOJIb30BaHNEM MH(POPMALMOHHONW CHCTEMBI «DJIEKTPOHHOE TPABUTEIb-
CTBO».

CoBepuieHcTBOBaHHE Pa0OThl C MEPCOHAIbHBIMHM JAHHBIMU TIpaXK/JaH B OTAENe
3AIC.

OnTumMuzanus paboThl ¢ apXUBHBIMH JJOKYMEHTAMHU U JIOKYMEHTHOM MH(pOpMaIu-
€l, cofeprKallel IepCOHaJbHbIC JTaHHBIE.

AHanmm3 JOKyMEHTO000pOTa U pa3padoTKa MPEUIOKEHUHN 110 €r0 COBEPIICHCTBOBA-
HUIO B OpraHU3alHUsX.

CoBeplICHCTBOBAHNE OpPTaHM3allMM apXMBHOTO XPAHEHUS JOKYMEHTOB Ha Ipej-
HOPUATHH.

CoBeplIeHCTBOBaHNE OPTaHU3aALMH JeJIONPOU3BOACTBA 110 0O0OPALIEHUAM I'paKaH B
OpraHax MECTHOTO CaMOYIPaBJICHUS.

3amyTa apXUBHbBIX JOKYMEHTOB OT OMOIOBPEXICHUH.

AHaIIN3 CUCTEMBI YIIPABIICHUS TOKyMEHTAMHU B OpTraHU3aIHsIX.

OcoOeHHOCTH OpraHu3anus JEJONPOU3BOJCTBA HA MPEANPUATHIX, BHEIPSIOLINX
CUCTEMY MEHE/KMEHTa KauecTBa.

Opraam3anus TEKYIIero XpaHeHHs M MOJTrOTOBKAa K apXMBHOMY XPAaHEHUIO TOKY-
MEHTOB B COOTBETCTBHHU C MEXIYHAPOTHBIMHU CTAHIAPTAMHU.

WnenTudukanyss HOpMaTUBHOM Cpebl MO YHPABICHHUIO JTOKYMEHTAMU B HEKOM-
MEpPYECKHX OpraHU3aIHsIX.

Crienuduka opraHu3anus TEKyIIEro XpaHeHUs JJOKyMEHTOB o pabore ¢ oOpare-
HUSIMH TPaXKJaH B OPraHM3aLUAX, OCYILECTBISIONMX MyOJINYHO 3HaUMMble (yHK-
U,

TepMuHoIOrMYecKass TOYHOCTh B pa3palOTKe JIOKAJIbHBIX AKTOB IO YIIPABIIEHUIO
JIOKYMEHTaMH KaK yCJIOBHE UX ayTEHTUYHOCTH U JOCTOBEPHOCTH.
CoBepilieHCTBOBaHHUE MPOIIECCOB PETUCTPALIUN JOKYMEHTOB B KOHKPETHON OpraHu-
3aluu.

Pa3paboTka HHAMBHIyaTbHOH HOMEHKJIATYPHI Jie]l OpraHU3aliH.

Pa3paboTka HHCTPYKIIMH MO JIEONPOU3BOACTBY KOHKPETHOM OpraHu3aluy.
Pa3zpaboTka JIOKaJIbHBIX aKTOB 10 PAaCHpPEICTICHUIO OTBETCTBEHHOCTH 3a JeNONpO-
M3BOJICTBO B OpraHU3aIiH.

AKTyanbHBIE TIPOOJIEMBI IETONPON3BOICTBA B POCCUHCKUX HAYYHO-TIPAKTUIECKUX
KypHaiax u popymax cetu MHTEpHET

25



METOINYECKUE PEKOMEHJIAIIMU [TO HAITUCAHUIO
BBIITYCKHOM KBAJIM®PUKAIIMOHHOM PABOTHI
1O HATIIPABJIEHUIO ITOJIIOTOBKH 46.03.02 JOKYMEHTOBE-
JEHUE U APXUBOBEJIEHUE

CocraBurens — noneHT kadenpsr [10u]] Aumpeenra C.JI.
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TEPMUWHBI, OITPEJEJIEHMA 1 COKPAILIEHU A

B meroanuecknx peKOMEHAAIUSAX HCIOIB3YIOTCS CIEAYIOIINE TEPMHUHBI C
COOTBETCTBYIOIIIMMU ONIPEACICHUSIMH:

— BBINYCKHAsl KBAJIU(UKANMOHHAsE padoTa — caMOCTOsITeNbHAs paboTa
BBIITYCKHUKA BBICHIEr0 y4eOHOTO 3aBEJICHMS Ha 3aBEpLIAIOLIEM 3Tare 00y4YeHus,
OTHOCAIIASICA K OCHOBHBIM CPEACTBAM WMTOTOBOM aTTECTAlMU AUIUIOMHUPOBAHHOIO
OakasnaBpa;

— UTOr0Basi TOCYIapPCTBEHHAS ATTECTALMS — KOHTPOJIbHBIE MEPOIIPUATHSA,
MPOBOJIUMBIE TOCJIE OCBOEHHUS BBIITYCKHUKOM BBICHIETO YYEOHOro 3aBEJIEHUS OC-
HOBHOU 00pa30BaTEIbHON MPOTrpaMMBbl B MOJHOM 00BEME C LIETBI0 YCTAHOBJICHUS
YPOBHS €ro MOATOTOBJIEHHOCTH K BBINOJHEHHUIO MPO(ECCHOHANBHBIX 3a/lad U CO-
OTBETCTBUS €0 MOJTOTOBKH TPEOOBAHMIM TOCYAAPCTBEHHOTO (MK (eepaIbHOro
roCyJIapCTBEHHOTO) 00pa30BaTEIBLHOIO CTaHAApTa U MOTPEOUTENEH;

— OCHOBHasi 0o0pa3oBaTe/ibHAsl MNPOrPaMMa — COBOKYITHOCTh Y4€OHO-
METOJMYECKON TOKYMEHTAlUH, PErJIAMEHTUPYIOLIEN COJEPKAHUE U OCYILECTBIIE-
HUEe 00pa3oBaTENIbHOTO IpoLecca MO HaNpaBJICHUIO MOATOTOBKH BBICIIETO MPO-
dbeccroHanbHOTO 00Pa30BaAHUS.

B Hacrosmem noyi0KeHUH NPUMEHSFOTCS CIIEAYIOINE COKPAICHMS:

BKP — BeinmyckHast kBaJiupuKanoHHas padora.

/A — NOKyMEHTOBEICHUE U aPXUBOBEICHHUE.

JIOY — noxymMeHTalMoHHOE 0OecrieueHHEe YIIPaBICHUS.

NI'A — uTorosasi rocy1apCTBEHHAs aTTECTALUSA.

MI'TY — denepanbHoe TOCyIapCTBEHHOTO OIOKETHOE 00pa3oBaTelbHOE
yUpexACHUE BBICIIETO 00pa3oBaHusi « MarHUTOTOPCKUI roCyJapCTBEHHBIN TEXHU-
yecku yauBepeuteT uM. ['. . Hocosay.

HUP — nayuHo-uccnegoBateabckas padbora.

®I'OC BO — ®enepanbHblii TOCYAAPCTBEHHBI 00pa30BaTENbHBIN CTaHIAPT
BBICIIIETO 00pa30BaHUsI.

TPEBOBAHUSA K COJEP)KAHUIO U CTPYKTYPE BBIITY CKHOM KBAJIU-
®UKAIIMOHHOM PABOTHI

Oouwgue mpeodosanusn

BoinyckHas kBanu@uKanuoHHas padoTa BBIMIOJHIET y4eOHYI0 M KBanu(u-
KAlIMOHHYIO0 (YHKLIHIO U MPHU3BaHA MPOAEMOHCTPUPOBATh €€ aBTOPOM JIOCTUTHY-
THIl ypOBEHb KBATH(PHUKAIUH, YMEHHE CaAMOCTOSATEIbHO MPUMEHSATH TeOpeThye-
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CKME U TPAKTUYECKUE 3HAHUS MPH PELICHUH KOHKPETHBIX MpOo(decCHOHATbHBIX,
IPAKTUYECKUX U HAYYHBIX 3aj1ay, yCTaHOBIEHHBIX TpeboBaHussmu OOII u nomxkHa
IPEJCTaBISITh COOOM 3aKOHYEHHYIO padoTy.

3anaun, pemaemble cTyaeHToM B BKP, nomkHbI ObITh HallpaBiIeHbI Ha J0C-
THKEHHE TIOCTABJICHHBIX I€JIe M COOTBETCTBOBATh BHJIAM M 3aJauaM Ipodeccuo-
HaJIbHOU JEATEIIbHOCTH.

BKP nomxHa oTBE4aTh CAEAYIOIIMM OCHOBHBIM TPEOOBaHUSM:

— aBTOpCKas CaMOCTOSITENIBHOCTD;

— IIOJIHOTA ¥ 3aKOHYEHHOCTh MCCIICIOBAHUS;

— BHYTPEHHE €IMHCTBO U JIOTMYECKAas CBSI3b Pa3/IelIOB, MTOCIEI0BATEIbHOCTD
UX U3JI0KEHUS;

— npoeccroHanbHas IPaMOTHOCTh U3JI0KEHHS MaTeprara;

— I'PAMOTHOE U3JI0KEHHUE TEKCTA HA PYCCKOM JINTEPATYPHOM SI3BIKE;

— BBICOKMH TEOPETUYECKUN YPOBEHb, OTPAXKAIOIIMM HAKOIUIEHHBIE B MPO-
1ecce 00y4eHus 3HaHUSI.

— 4yETKas 1esIeBas HAIlPaBJICHHOCTD;

— KpaTKOCTh U TOYHOCTH (POPMYJIUPOBOK;

— KOHKPETHOCTb M3JI0KEHUSI PE3YJIbTaTOB padOTHI;

— JI0Ka3aTeJIbHOCTh BBIBOJIOB U O0OCHOBAaHHOCTh PEKOMEHIALIUM.

B nponecce pa6otsl Hag BKP cTyneHT-BbITYCKHUK TOJKEH YMETh!

— onpeaAesaTh U GOpPMYyJIUPOBATH TPOOJIEMY UCCIEAOBAHNUS,

— CTaBUTh LEJIH UCCIEAOBAHUS U ONPENEIATh 3aJaul, HEOOXOAUMBIE JJISl UX
JNOCTHKEHHS],

— aHaJIM3UPOBATh U 0000IATh TEOPETUUECKUM M IMIMPUYECKUI MaTepuall
110 TEME MCCIIEAOBAHUS, BBISBIATH IPOTUBOPEYHMS, 1€TATh BEIBOJIBI;

— IPUMEHSTh TEOPETUUECKUE 3HAHUS TIPU PEIIEHUH MPAKTUUYECKUX 3a/1a4;

— JienaTh 3aKJII0YEHHE MO TeME HCCIeAOBaHMs, 0003HAYaTh MEPCIEKTUBBI
JaIbHENIIEro N3y4eHus UCCIIelyeMOro BOnpoca;

— oopMIIsATH paboTy B COOTBETCTBUU C JICHCTBYIOIIMMHU CTaHAAPTaMH pas-
JMYHBIX KATErOPUH U HOPMAaTUBHBIMUA JOKYMEHTAMMU.

Dmanwl 6bINONHEHUA 6LINYCKHOU KEANUPUKAYUOHHOU PAOOMbL
IIponecc Boimonnenus BKP Bkiroyaer ciaeayronime sTamnsl:
— BBIOOp TEMBI U €€ YTBEPKJICHHE B YCTAHOBJICHHOM IMOPSIKE;

— (hopMupoBaHKE CTPYKTYpPHI U KalleHaapHoro rpaduka BeimoiaHeHus: BKP,
COTJIACOBAHUE C PYKOBOJIUTEIIEM;
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— W3y4YEHUE W aHaIn3 WH(POPMAIMOHHBIX MCTOYHHKOB IO MpoOiieMe, ompe-
JIeJIeHHe 11eJIel, 3a/1a4 U METOJIOB HCCIIE/IOBAHUS;

— HEMOCPEACTBEHHAs pa3paboTka mpoOeMbl (TeMbl), BKIrOYaromas Gopmy-
JIMPOBAHKE OCHOBHBIX TEOPETUUYECKUX MOJIOKEHUM, MPAKTUYECKUX BHIBOJIOB U pe-
KOMEHIaIui 1o pe3ysibTaTaM aHaJn3a;

— opopmnenue BKP B cooTBeTcTBHM ¢ TpeOOBAaHUSIMH HACTOSIIUX METOIH-
YECKUX PEKOMEH 1IN}

— npenzamura BKP;

— HCIIpaBIICHUE 3aMEUYaHUM MOJYYEHHBIX Ha MpeA3alluTe, 3aBeplleHue HC-
CJIEIOBAHUS;

— MpEJCTaBICHUE 3aKOHYEHHOM pabOThI AJi €€ OLEHKH PYKOBOJIUTENO (py-
KOBOJIUTENIb B 0053aTEILHOM MOPSJKE TOTOBUT MUCHMEHHBINM OT3BIB Ha padoTy,
MpU OTCYTCTBUU 3aMeUYaHuil paboTa 3aBepsieTCsl MOAMUCHIO PYKOBOIUTES);

— MPOXOXKJIEHHE MPOLEAYPhl HOPMOKOHTPOJIA ((PUKCUPYETCSI COOTBETCT-
BYIOIIICH MOANMKUCKHIO HA TUTYJIbHOM Jiucte BKP);

— MOJy4YeHUe Jomycka K 3amure ((GUKCUPYETCs MOIIMUCHI0 3aBEaYIOIIEro
kadeapoit Ha TutyinbHOM Jucte BKP);

— MOJATOTOBKA U COTJIACOBAHUE C PYKOBOAMUTEJEM JIOKJIA/A U MPE3CHTALIMU
nokiana ast 3aumuthl BKP, a Takke, mpu HeoOXOAMMOCTH, pa3gaTOYHOTO JI€MOH-
CTpaI[MOHHOTO MaTepuarna;

—3amurta BKP Ha 3acegannn rocy1apcTBEHHOM aTTECTAIIMOHHONW KOMUCCHUH.

Boioop memul evinycknoii keanuguxkayuonnoi padomot

[Tpumepnsiii nepedernr Tem BKP mo nampaBienmnio moxaroroBku 46.03.02
JIoKyMEHTOBEICHHE U apXUBOBEACHUE OMpPENeSEH BhIMycKaroulel kadpeapoi (ka-
denpoii memparornueckoro odpazoBaHusi U gokymeHToBeaeHus MITY) u npen-
ctaBieH B nporpamme UI'A, a Takke B HacTosimux pekoMmenaanusax ([Ipunoxenue
A). CtyaeHT MOXeT BbIOpaTh TeMY pabOTHI U3 MpeIaraeéMoro rnepevyHs WM, Uc-
XO/s1 U3 COOCTBEHHBIX HAYYHBIX M MPAKTUYECKUX MHTEPECOB, MPEIJIOKHUTH CBOIO
TeMy JUISI MCCIIeIOBaHMS, HE BBIXOAS 3a paMku TpeOoBaHuil ocBauBaemor OOII,
BUJIOB U 3371a4 MPO(GECCUOHANBHON e TEIbHOCTH.

Tema BKP pomkHa ObITh akTyaJIbHOM, UMETh HAYyYHO-IPAKTUYECKYIO Ha-
MIPaBJIEHHOCTb, COOTBETCTBOBATH COBPEMEHHOMY COCTOSIHUKO W NEPCIEKTHUBAM
pa3BUTHUA IOKYMEHTOBEICHNUS, apXUBOBeIeHUS U TexHosiorui JIOY.

®opmynupoBka Tembl BKP noipkHa B OJHONW Mepe OTpaxaTh Kak TEOPETH-
YECKYI0, TaK M IPAKTUYECKYI0 HANPAaBICHHOCTHh HCCIEAOBaHMS. TeopeTrnyeckas
4acTh MCCIEAOBAHMS JOJKHA ObITh OPUEHTHPOBaHA Ha Pa3pabOTKy METOHOJIOTH-
YECKHX OCHOB MCCJIEAYEMBIX BOIIPOCOB, UCIIOIb30BAaHME HOBBIX KOHLEIINI U UAEH
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B BBIOpAaHHOM 00JIaCTH, OTIMYATHCA ONPENEIEHHON HOBM3HOW HAay4HBIX HJEH U
METOJIOB uccienoBanus. IIpakTudyeckas 4acTb UCCIENOBAaHUS JOJDKHA JEMOHCTPU-
pOBaTh CIIOCOOHOCTU CTYAEHTA-BBIITYCKHUKA pEIIaTh pealbHbIE MPAKTUYECKUE 3a-
Jlaud C HCIOJIb30BaHUEM pa3pabOTaHHBIX MOAENEH, METOAO0JIOTMYECKHX OCHOB,
MOJIXOJIOB U JIPYTHUX PE3YyJbTaTOB, MOJYYEHHBIX B TEOPETUYECKON YACTH UCCIEN0-
BaHMs. POPMYIHPOBKA TEMBI JOKHA MAKCUMAJIBHO KOHKPETHO OTPaXaTh OCHOB-
HYIO UAEI0 PabOTHI.

Kpome Toro, Heo6X01MMOCTh pa3pabOTKH UMEHHO 3TOW TEMBI TOJKHA OBITh
00OCHOBaHa U B YCTAHOBJIEHHOM IOPSAJKE YTBEPAKICHA.

PyK0o600cmeo evinoinenuem 6blNyCKHOU K6AIUPUKAUUOHHOU padombl

s monroroBku BKP no wHanpasienuto nmoaroropku 46.03.02 loxkymMeHTO-
BEJICHHWE U apXHMBOBEJICHUE CTYJCHTY Ha3HA4aeTcCs pyKOBOAMUTENb U, TP HEOOXO-
JMMOCTH, KOHCYJbTaHThl. Ha3HaueHne pyKOBOAMUTENS OCYLIECTBIISIETCS HA OCHO-
BaHMM TIPHKa3a, MOJATOTOBIEHHOro corjacHo TpedoBanusiMm CMK-O-CMITY
.PykoBogurens BKP nomoraer ctyneHty chopmyaupoBaTh 0OBEKT, IPEIMET HC-
CJIeIOBaHUs, BBISIBUTh aKTyaJIbHOCTh TEMbI, pa3pa0doTaTh IUIAH WCCJIEIOBaHUs, B
IIPOLIECCE UCCIEA0BAHNS IPOBOJUT CHCTEMATUYECKUE KOHCYJIbTALIAH.

[TogroroBka BKP cTyneHTOB M OTUET mepen pyKOBOJAUTEIEM PEaTnu3yercs
corjacHo kajeHmapHomy rpaduxy pabotsl. Kanenmaphsiii rpaduk paboThl CTy-
JICHTa COCTAaBJISICTCS HA BeCh Iepuo]l BeinonHeHuss BKP ¢ ykasanuem ouepénnoctu
BBITIOJTHEHHUS 3TANOB U CPOKOB OTYETHOCTH CTYACHTA MO BBIMOJHEHUIO padOTHI Tie-
pea pyKOBOAUTENEM.

[To 3aBepmiennn BKP pykoBoauTens BBIMUTHIBAET pabOTy W MPEACTABISET
MUChbMEHHBIN OT3BIB. B OT3BIBE OLICHUBAIOTCSI TEOPETUUECKUE 3HAHUS U TIPaAKTHYE-
CKH€ HaBBIKU CTYJEHTA IO UCCIEAyeMOM mpobiieMe, MPOsSBICHHBIE UM B MPOIIECCe
Hanucanus BKP. Takxe yka3bIBaeTCsl CTENEHb CaMOCTOSITEIbHOCTH CTYAEHTA IIPH
BBITIOJIHEHUU Pa0OThI, TMYHBIA BKJIAJ CTYJACHTA U IOCTUTHYTBIE PEe3yJIbTaThl pado-
ThI, TPOAYMAHHOCTh METOJIOJIOTHM M armapara UCCIeI0BaHus, COOTBETCTBUE UM
CIAETaHHBIX BBIBOAOB. OT3bIB PYKOBOAMUTENS JOKEH 3aKaHUYMBATHCS BBIBOJIOM O
BO3MOXXHOCTH (HEBO3MOKHOCTH) nonycka BKP k 3amuTe u npucBoeHus €€ apTopy
COOTBETCTBYIOIIEH KBamu(UKauu (CTETIEHH), a TAaK)KE OLICHKON 3a BBITIOJIHEHHYIO
pabory.
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ITPABHJIA O®OPMJUIEHUA

BBIITYCKHOM KBAJIM®PUKAIIMOHHOM PABOTHI

00vém u cmpykmypa 8btnyCKHOU K8AAUuPuUKaAyuoOHHOU padomovt

BKP no nanpasnenuto noarotoBku 46.03.02 JIokyMEHTOBEIEHUE U apXUBO-
BEJICHHE B OOIIIEM Cllydae JOJKHA COCTOSITh U3 TEKCTOBOW YacTH (MOSCHUTEIHHON
3aMKMCKHN) U NPUIIOKEHUN.

Pexomennyembrit 006EM TekcToBoM yactu BKP coctaBnser 50-60 cTpanwuil,
JP — 70-90 ctpanwuir (0e3 yuéra npuioKeHui).

BKP nomxHa conepxarh CIEIyHOIIME OCHOBHBIE DJIIEMEHTBI:

— TUTYJIBHBIN JIUCT;

— COAEPIKAHUE;

— BBEJICHUE;

— OCHOBHasl 4acTh (TJ1aBbl, Haparpadsbl, BHIBOJBI 110 TJIABAM);

— 3aKJIFOYCHHUE;

— CIIMCOK MCIOJIb30BaHHBIX UCTOYHHUKOB;

— IPWIOKEHUS.

OTtaenbHO K paboTe MOAIINBAOTCS:

— 3a7anne Ha BeinojiHeHue BKP;

— KaJleHJapHbIi rpaduk;

— pedepar;

— OT3BIB PYKOBOJIUTEIIS;

— CD-guck ¢ snektponHsiMH Bepcusmu BKP, 3aganus, kanengapHoro rpa-
duka, pedepaTa 1 JOKIaa Ha 3aIIUTE, a TAKKE ITPE3CHTAIUCH.

Oouwue mpebdosanusn k ogpopmnenuto BKP

TekcroBas vacte BKP BbIMONHAETCS € MCHOJIB30BAHMEM KOMIBIOTEPA W
MpUHTEpa Ha OJHOM cTOpoHE JucTta 6enoit Oymaru popmara A4 mpudroM 4€pHO-
ro 1Bera. Pazmepsl noseit: nmpaBoe — 10 MM, BepxHee u HuxkHee — 20 MM; JIeBOE —
30 mM. BelpaBHMBaHUE TeKCTa 1O mupuHe. AG3anHbid oTcTym — 12,5 MMm. Mexy-
CTPOYHBIA MHTEpPBAJl — NMOJYTOpPHBIA. MHTEepBansl Mexay ab3alaMu HE MCHOJIb30-
BaTh.

Hauepranue mpudra— Times New Roman. Pasmep mpudra TEeKCTOBOM
yactu —14 kr. B Tabnmunax gomyckaetcs ucnonab3oBath mpudt 11-12 kr. Beinene-
HUS TIOJTYKUPHBIM IPUGTOM B TEKCTE PaOOTHI UCIOIB3YIOTCS TOJIBKO JJI Hamuca-
HUS 3ar0JIOBKOB CTPYKTYPHBIX 3JIEMEHTOB PaOOThI:
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— COAEPXAHUE,

— BBEJAEHUE,

—T'JIABA 1. 3AT'OJIOBOK,

—1.1. 3arosi0BoK,

— BbBIBO/IbI 11O I'JIABE 1,

- 3AK/IIOYEHMUE,

— CIIMCOK UCITOJBb30BAHHBIX NCTOYHHUKOB,

— HPUWJIOXKEHUS.

ToukM B KOHIIE 3ar0JIOBKOB HE CTAaBATCS. TOYKOW Pa3lENAOTCs TOIbKO HY-
MEpAaIMOHHBINA U cMbICI0BOM 3aroioBku rias: 'JIABA 1. 3AI'OJIOBOK.

B conepxanuu HanmeHoBaHus 35eMeHTOB BKP nuiryTcst o0bdHbIM mIpug-
TOM, C COXPaHEHUEM HAIIMCaHUsI COOTBETCTBYIOIIMX 3ar0JOBKOB MPOMUCHBIMH HITH
CTPOYHBIMH OyKBaMHU:

— BBEJIEHUE,

—T'JIABA 1. 3AT'OJIOBOK,

—1.1. 3aronoBoK,

— BbIBOJIBI ITO I'JTABE 1,

— 3AKJIFOUEHUE,

— CITNCOK UCTIOJIB30BAHHBIX NCTOYHUKOB,

— [MPUJIOXEHNM L.

JInst akieHTUPOBAaHKSI BHUMAHUSI Ha KJTIOUEBBIX CJIOBAX BBEJCHUSI UCIIOIb3Y-
€TCSI KYPCHUB: AKmMyalbHOCHb, Yelb, 00beKm, npeomem, 3a0aiu, Memoowl, 6a3a uc-
cnedosarnus. Be€ octanbHOE meyaTaeTcsi OOBIYHBIM MIPUPTOM.

Crpanunpl HymepyroTcs apabckumu Iudpamu 0e3 3HAKOB NpPEHMHAHMS,
CKBO3HOM HyMepallieil mo Bcemy TeKCTy paboTsl. Homep cTpaHuIlbl CTaBUTCS B
[EHTPE HIKHEW YacTH JUCTA. TUTYJIBHBIN JIUCT BKIIOYAIOT B OOIIYI0 HyMEpaIuio
ctpanul BKP, Ho HoOmep Ha HEM He npocrasisatoTr. Hymepanus HaumHaercs ¢ co-
JepKaHus — CTpaHuua 2.

C HOBOM CTpaHHIBI MEYATAIOTCS COAECPKAHUE, BBEIAECHUE, IJIaBbl, 3aKIIIOYE-
HUE, CIUCOK MCTOYHHUKOB, puiiockeHus. [lepen kaxxnpim naparpadom u BeIBOJaMU
MO TJIaBaM pa3pbIB CTpaHUIl HE jAenaercs. He momyckaroTcs 3arojioBKUA, OTOPBaH-
HBIE OT COOTBETCTBYIOILETO 3JIEMEHTA (BUCSIYHE 3aT0JIOBKH ).

[Tpu Beimonnennn BKP Heobxonumo coOmrogaTh paBHOMEPHYIO IJIOTHOCTb,
KOHTPAaCTHOCTh U YETKOCTh MeyYaTu Mo Bceil padore. OneyaTku, ONUCKUA U rpadu-
YecKrhe HETOYHOCTU, OOHapyKeHHbIe B mpoiiecce noaroroBku BKP, nomyckaercs
UCIIPaBJIATh MOAYUCTKOM WIIM 3aKpalllMBaHHEM Oellol Kpackol M HaHECeHHEM Ha
TOM € MECTe MCIPABIEHHOTO TEKCTa WJIM MHOTO Tpaduueckoro oObeKTa Maliu-
HOTIMCHBIM CIIOCOOOM WJIM YE€PHBIMHU YEPHUJIAMU, TIACTOU WJIU TYIIBIO — PYKOIIHC-
HeIM criocoboM. [loBpexnenusi nmuctoB BKP, momapku u cienbl HEMOJIHOCTHIO
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yIaIEHHOTO MPEKHETO TEKCTa WJIM WHOTO Tpaduueckoro 00ObeKTa He OMyCKaIoT-
csl.

Dopmuposanue BKP

BrimyckHuk caa€t paboTy Ha kadenpy He Mmo3aHee IByX HElelb 0 3aIUThl
B YKOMIUJIEKTOBAHHOM B COOTBETCTBUH CO CJIEAYIOIUMH TPEOOBAHUSIMU BUJIE:

— Bee muctel BKP, Bitouas nmpuiioskeHusi, JOJDKHBI ObITh MOIIUTHI B Mat-
Ky-CKOPOCILMBATEIb C TBEPAON 0OI0XKKOIA.

— He nomyckaercs BkinagpsiBanue ctpanull BKP B miactukoBeie (haimbl.

— He monyckaercst HCIIOIb30BaHUE TAIIKHU C 32)KUMOM.

— CD-nuck ¢ 00JI05KKOM, Ha KOTOpPOW B YMEHBIIEHHOM BUJIE AyOIUpyeTcs
TuTybHbIN JMcT BKP, BKilagbIiBaeTcsi B MATKHM IJIACTUKOBBINA KOHBEPT U 3aKpell-
JSieTCsl B MAIKE nepea TUTYJIbHbIM JuctoM BKP.

— JlokymenTtsl, npukianasiBaembie kK BKP, (3amanue Ha Boimonnenue BKP,
KaJIeHJapHbli rpaduk, pegepar, 0T3bIB PYKOBOJIUTENS, CIIPABKA) BKJIAABIBAIOTCS B
YKa3aHHOM MOPSAKE B OJIMH TUIACTUKOBBIA (Daiisl, KOTOPBIN 3aKpEIUISIETCS] B MMANKe
nociie TuTyJibHOTO ructa BKP.

Odhopmnenue u cooeprcanue cmpykmypHsix riemenmos BKP

Ogpopmnenue mumynvroco aucma BKP
TutynpHbIl 1HCT oopmiigeTcst B COOTBETCTBHM ¢ TpeboBaHusiMu CMK-O-

CMI'TY-36-16 «BoimyckHasi kBanuduKaroHHass paboTa: CTPYyKTypa, COAepiKa-
HUE, OOIINE MPaBUJIa BHITIOJIHEHUS U O(hOPMIICHUSD.

TuryneHbll UCT — 310 nepBbld JUcT BKP, conepxammi cienyronyto uH-
dbopmariio, OCHOBHAsI 4aCTh KOTOPOH OoQopMIIsieTCss B Ie4aTHOM BHe (CM. oOpa-
3€II), a 9aCTh — BIMCHIBACTCS OT PYKH TEMHU WJIM WHBIMH YYACTHUKAMH MPOIIETYPhI
3aIUTHI:

— MOJIHOE HAMMCHOBAHHE 00PA30BATEIBHOIO YIPEHKICHHS, BKIIOYAs yIPCAUTEIIS:
MUWHUCTEPCTBO HAYKU 1 BCIIEI'O ObPA3OBAHUA POCCHU-

CKOI ®EJIEPALINU
®EJIEPAJIBHOE T'OCYJIAPCTBEHHOE BIOJJKETHOE OFPA3BOBA-
TEJILHOE YUPEXX/JIEHUE BBICILIEI'O OBPASOBAHUS
«MATHUTOI'OPCKUI T'OCYJAPCTBEHHbBIN TEXHUUECKU YHU-
BEPCUTET UM. I'.1. HOCOBA;
— Ha3BaHWe MHCTUTYTa: MIHCTUTYT ryMaHUTapHOTO 0OpazoBanus win MHcTH-
TYT SJIUTHBIX MTPOTPAMM U OTKPBITOTO 00Opa30BaHuUS;
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— Ha3BaHuUe BbITycKaromie kadenpsr: Kadenpa nmemarorngeckoro oopasoa-
HUS U JOKYMEHTOBE/ICHUS,

- HaIpaBJICHHE MOATOTOBKHU (1151 OakanaBpoB) 46.03.02 JlokymMeHTOBEICHHUE
u apxuBoBeqieHue npoduib (Ha tuTyinbHOM Jucte BKP): /lokymenToBeneHue u
JIOKYMEHTAIlMOHHOE O0ecTieueHue YIpaBiIeHUs

— JOMyCcK K 3amuTe oQopmiseTcss BH30W 3aBEAYIOLIETO  BBIMYCKAIOIIEH
kadenpoit. Iloamwch W JaTa BOMCHIBAIOTCS 3aBEAYIOIMIMM OT PYKH TIOCTE
corjacoBaHusi pabOThI C PYKOBOAWUTENEM, KOHCYJIbTAaHTAMH W TIPOXOKICHUS
HOpMOKOHTpoJis (3a 10 muei mo 3amuThl). Ecim 3aBenyromuii kadenpoit cunraer
HEBO3MOXKHBIM nonyctutb BKP K 3ammre, 3TOT BOmpoc paccMaTrpuBaeTcs Ha
3aceaHuu Kadeapsl ¢ o0s3arenbHbIM yyacTueM pykoBoautens BKP. [Ipotokon
3ace/laHus MPEACTABISIETCS HA YTBEPKICHUE TUPEKTOPY UHCTUTYTA;
— o6o3nauenue Bunpa pabotel: BBIITYCKHASI KBAJIMOUKALIMOHHASA
PABOTA (nns 6akanaBpoB);
— HOPMOKOHTPOJb, MPOCTABIAECTCS PYKOBOAUTEIEM OT PYKH IOCJIE CAa4d Ha
Kadeapy rotoBoil paboThl, Npomieaen ero (3a J8e HEACIH 0 3aIUThI).
— (Qamuams, UMs, OTYECTBO CTYJICHTA MOJTHOCTHIO. YKa3bIBa€TCS B POAUTECIEHOM
najzexe (paboma koeo?);
— TeMa paboThl: MeyaTaeTcs 3arjaBHbIMUA OyKBaMu 0€3 BBIJCICHUS MOy KUPHBIM
mpu@ToM, O€3 KaBbIYEK;
— cocraB BKP: yka3piBaeTcs KOJMYECTBO CTPAHUIl B TEKCTOBOM 4acTH pabOTHI U
KOJIMYECTBO JIUCTOB B IIPHIIOKCHUH;
— BHU3a PYKOBOAWTENS BKIIOYACT: TOMNUCH, MaTy, (aMUJIUI0 W WHHUITUABI,
JIOJDKHOCTE (npogeccop, ooyenm, cmapuuil npenooasameis xagheopor I10u/]),
YU4E€HYIO CTENeHb (QOKmMOop uau KaHouoam neoazocudeckux, @Quioi02uiecKux,
Gunocogckux unu op. Hayk), yaéHoe 3Banue (npogeccop, ooyenm). Uadopmarus,
KpOME TIOJIUCU U JaThl, BIEYATHIBACTCS MPU OGOPMIICHUU TUTYJIHHOTO JIMCTA.
PykoBomuTens CTaBUT NOANMCH HAa TUTYJbHOM JmcTe roroBod BKP mocrme
OTMETKH HOPMOKOHTPOJIEPa (32 ABE HEJIENHU JI0 3alUTHI);
— BH3a KOHCYJIbTaHTa O0()OPMIISIETCSI B TOM CJy4ae, €CJM sl HalmucaHusl paboThl
oduIManbHO OBUIM Ha3HAYECHBI KOHCYJIBTAHTBL. OGOpPMISICTCS MACHTHYHO BHU3EC
pykoBonutensi. Eciam KOHCyNbTaHTB HE Ha3HA4YalWCh, A3Ta UWHOOpMAIUs ¢
TUTYJIBHOTO JIUCTA YJAISETCS;
— BHU3a pEIEH3CHTa HE YKa3blBACTCS HAa TUTYJIBHBIX JHCTAX, T.K. PaOOTHI
OakajgaBpOB HE OTIPABIISIIOTCS PEIICH3CHTAM;
— OTMETKa HOPMOKOHTpOJIEpa NPOCTABISAECTCA B XOJI€ NPOLEAYpHI JAOIyCKa
pabotel k 3amure. [loamucek, ngata, haMuiIus W WHUIIMATIBI HOPMOKOHTPOJIEpPA
BITMCHIBAIOTCS OT PYKHU HE TO3IHEE YEM 3a JIBE HEJICIH JI0 3allUThI,
— TOANMHUCH CTYJEHTa M JaTa ciaadu paboThl Ha Kadeapy (3a ABe HEACHH 10
3aIUTHI) MPOCTABJISIFOTCS OT PYKHU.

TUTYnbHBIN JUCT HE HYMEpYyeTCs, HO BKJIIOYAEeTCsS B 0OIee KOJIHMYEeCTBO

CTpaHHULI.
O6pazen TutynabHoro gucta BKP naércs B [Ipuinoxennn b.
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Odghopmnenue cooepycanua BKP

Conepxanne BKP Bkitouaer B ce0s TOUHOE HAa3BaHHUE BCEX CTPYKTYPHBIX
AJIEMEHTOB PabOThI, 32 UCKIIOUYEHUEM TUTYJBHOIO JIHCTa U COACpKaHUs, C yKa3a-
HHUEM CTPaHHUIIbI, HA KOTOPOM HAYMHAETCS JAaHHBIN 3JIEMEHT. B comepkanun Ha-
uMeHoBaHus dieMeHToB BKP mumryTcst 00bIMHBIM (HE MOy KUPHBIM) TIpU(TOM, €
COXpPAaHCHHEM HAIMCaHUsI COOTBETCTBYIOIIUMX 3arojIOBKOB TMPOMUCHBIMA WJIU
CTPOYHBIMH OyKBaMHU:

— BBEJIEHUE,

—T'JTABA 1. 3AT'OJIOBOK,

—1.1. 3aronoBoxk,

— BbIBOJIbI ITO I'JTABE 1,

— 3AKJIFOUEHUE,

— CITNCOK UCTIOJIB30BAHHBIX NCTOYHUKOB,

— [MPUJIOXEHNM L.

O6pazern opopmuenus conepxanust BKP npencrasnen B [punoxenun I

Conepxanne BKP pexomenyercss opopMisiTh aBTOMATHUECKH C UCTIOIB30-
BaHUEM COOTBETCTBYIOIIMX QyHKIMi nporpammel MS Office Word.

Cooepoicanue u opopmnernue 6sedenuss BKP
Bo BBenenuu GopMynupyroTcs cieayromnme o0s3aTeNbHbIe 2IEMEHThI OIH-

CaHMS UCCIICIOBAHUS:

1. Akmyansnocms membl ucciedosanus’ OMPEaeIseTCs U OMMCHIBACTCS HA
OCHOBAHUU:

— COOTBETCTBUS TEMBI FTOCYIAPCTBEHHOMY U PETHOHAIILHOMY 3aKa3y, TO €CTh
TEM UIEAM U IOJIOKEHUAM, KOTOPBIE 3aJI0KEHBI B 3aKOHAX, MOJIOKEHUAX, YKa3ax,
MOCTAHOBJICHUSIX M PEKOMEHJIAlUX, pa3padaTbiBAEMbIX OpraHaMH rocyAapCTBEH-
HOM BJIaCTH;

— CTETMEHM pa3pabOTaHHOCTH TEMbI B HAYUYHBIX UCCIIEIOBAHUSIX;

— coctostHust npakTuku IOV u e€ morpebHOCTH B pa3penieHud BOIPOCOB,
coctasisronx remy BKP.

2. Kpatkuii 0030p JIuTepaTypbl T0 Teme ucciefoBaHus. Bo BBeigeHuu
JIOJDKHBI OBITh Ha3BaHBI (DaMHIJIMK MCCIIEIOBATENCH, pa3pabaThIBAIOIIMX TOJIOXKE-
HUsl, cBs3aHHbIe ¢ TeMor BKP, a Takke OCHOBHBIE HOPMATUBHBIE aKThl, UMEIOIIINE
OTHOIIICHHE K TTPOOJIeMATHUKE UCCIICIOBAHMUSI.

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

memvl UCCIe008aHUs, 00beKM, npeomMem, yeib, 3a0ayl, Memoobl, MAmMepudn, NpaKkmuiecKdas 3Ha4u-
Mocmb), TaKKe TOJDKHBI OBITH BBIIETEHBI KypcuBoM. HyMepoBaTs JaHHBIE JIEMEHTH BO BBEJIEHUH (KPO-
Me 3aJ1a4) He HYKHO.

37



3. O1eHKa CTENEeHU TEOPETUYECKON pa3pabOTaHHOCTH MPOOJIEMBI, KOTOpast
JienaeTcsi Ha OCHOBaHUM 0030pa nuTeparypbl. Kak mpaBuiio, CTYIEHT JIOJDKEH
NPUITH K BBIBOAY O HEIOCTATOYHOCTH Pa3pabOTKH JaHHOW TEMbl WJIM O HEPEIIEH-
HOCTH CIIOPHBIX BOIIPOCOB, UTO U CIYXKUT OCHOBaHUEM ISl IPOBE/ICHUs OaKaiaBp-
CKOTO HCCIIEOBAHUS.

4. ®opMyIHMpOBKA 1€ UCCIICTOBAHMS.

Lenp xak mpeABUACHUE pPE3yJibTaTa UCCIEIOBaHMs Bceraa (GopMynupyercs
B MTO3UTHUBHOU (pOpME TOBECTBOBATEIHLHOTO MPEI0KEHUS, KaK MPaBUIIO, C TIOMO-
HIbIO0 OTIVIATOJIBHBIX CYIIECTBUTENBHBIX: UCCIe008aHUe, pa3pabomKa, visieieHue,
obocHosaHue, onpedenernue u ap. Hanpumep, TeMa «lokyMeHTUpOBaHUE JESITENb-
HOCTH KaJpOBOHM CIIyObl W HaIpaBJICHHE €r0 COBEPIICHCTBOBAHUSA Ha MpUMEpPE
00O «Bopokanam», r. MarHuToropck» IMpearnoaraeT CIeAyIyto Helb: cosep-
UleHCmeosanue OOKYMEHMUPOBAHUsL OesimenbHoCmu Kaoposou ciayxcovt OO0
«Boookanany.

5. XapakTepucTuka oo6vekma u npeomema UCCIEeTOBaHMS.

Obvexm UCCIeOBaHUS — 3TO HAYYHOE WJIM MPAKTHUYECKOE MPOCTPAHCTBO, B
paMKax KOTOporo Benércs uccienoBanue. HaydyHoe mpocTpaHCTBO — 3TO TeOpws,
YYE€HHE WJIU KOHIICTIIHS, ONpeAeIIIoNIne Xapakrep uccieaopanus. [Ipakrudeckoe
MIPOCTPAHCTBO — ATO KOHKPETHBIC MPOIECCH WM CUTYyalluH, CBS3aHHBIE CO cde-
poil 1oxkymeHToBeAeHUs, apxuBoBeAeHus, JJOY. O0beKT uccienoBanus omnpese-
JISIET YCIIOBUS, B KOTOPBIX OYAET TOCTUTATHCS IEITb.

[Tpumep popmynupoBku oObekTa uccienoBanus BKP na temy «/loxkymen-
TUPOBAHUE JCATEIBHOCTH KaJPOBOU CIIy>KObI M HAIpaBJICHUE €r0 COBEPIIEHCTBO-
Baaus Ha npumepe OOO «Bomokanamy», r. MarHUTOrOpCK»: OOKYMeHMUposaHue
O0esimenbHOCU KAOPOBOU CLYHCObL.

IIpeomem wuccnenoBaHusl — 3TO Ta YacTh OOBEKTA MCCIEIOBAHUS, KOTOpas
MOJIJICKUT CHEIHATIbHOMY M3YYEHHIO U, BO3MOXKHO, MpeoOpa3oBanuio. MM craHo-
BUTCS «CJIa00€ 3BEHO», KOTOPOE OOHAPY)KMBAETCS YK€ B MPOTHBOPECUUH, 3aTEM
CTaHOBUTCS TPOOJIEMON 1, HAKOHEI, BXOJUT B IIETh.

[Tpumep GopMyTUPOBKHU NMPEAMETA UCCIETOBAHUS: NYMU COBEPULEHCMBOBA-
HUsL OOKYMEHMUPOBAHUS YNPAGIeHUs 0esmelbHOCMb0 Kaoposou ciyxicobr OO0
«Boookanany.

6. ®opmynupoBka u 3adau BKP.
3aoauu MccnenoBaHus SIBISIIOTCS ONEPAIUAMU 0 JTOCTHIKCHUIO IEJIH, TTOI-

1easaMu. 3a/1adu €CTh CTYINICHU TOMCKA U IMTOTOMY BBIJICISIOTCS B COOTBETCTBHH C
ero JIOTUKOW. 3ajaud, Kak MpaBWiio, (OpMYTHPYIOTCS Yepe3 HEOMmpeAesEHHYIO
dbopmy raarosia (MHPUHUTHUB): HPOBeCmU, U3YHUUMb, 0000WUMb, PA3PAbOmMamo.
[Ipu BBIpa®OTKE 3a7a4 HA/O MMOMHUTH, YTO HHU OJIHA U3 HUX HE MOXKET IO-
BTOPSITH 1eb WK ObITh THpe menu. [lens mocturaercst yepes pemieHue 3aaad, a
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MOTOMY Ka)k/asl MOCTAaBJIEHHAs 3a/1a4ya JOJKHA B CBOEM PEIIEHUU MPOJBUTATh UC-
CJIeIOBAHHUE K 1IeJI1 U B CyMME CBOEI COOTBETCTBOBATH EH.

B BKP nomxHno ObITh chopmynupoBaHo U peieHo 4—6 3anay. Kak npasuiio,
KOJIMYECTBO 3aJ]a4 COBIAJACT C KOJIMYECTBOM Mmaparpados, T. K. B KaXJIOM Iapa-
rpade pemaercs onHa 3agava. Tak, B pabote Ha TeMy «JlOKyMeHTHpOBaHUE Jesi-
TETBHOCTH KaJpOBOil CIIy>KObI M HapaBJICHHE €r0 COBEPIICHCTBOBAHUS Ha MIPUMe-
pe OO0 «Bogokanam», r. MarHuTOropck» MoryT ObITh IOCTABJICHBI CIEAYIOIINE
3aJlauyu:

1. M3yuums 3axoHOO0amenvHyr0 U HOPMAMUBHO-MEMOOUUEeCcKyl0 0a3y

OOKYMEHMUPOBAHUS 0eSTMEbHOCIU KAOPOBOT CILYHCObL OP2AHUZAYUU.

2. Ocywecmseums auanuz oesmenbHocmu Kaoposou cayxcoor OO0

«Boookanany u ocobennocmeii e€ 00OKyMeHMUpoBanusi.

3. Paspabomams pexomeHnoayuu no coeepuieHCmeo8anuio OOKyMeH-
mupoganus dessmenbHocmu Kaopogot cayaicovt OO0 «Boookanany.

4. Pazpabomams npoexmul 00JHCHOCMHOU UHCMPYKYUL COMPYOHUKOB
cyacowl kaopoe OO0 «Boookanany.

5. Paszpabomams Ilonooicenue o kaoposoti cuyxcoe u Mncmpykyuio no

Kaopo8omy 0eionpou38o0cmay

6. Ilepeuncnenue memoOog, C TIOMOIIBIO KOTOPBIX  PEIIAOTCS
MOCTABJICHHBIC 3aa4H.

MemooObr WccleOBaHUSI  OMPEACNISIIOTCS  KOHKPETHO MOCTAaBJICHHBIMU
3amadyamu. Jig paspemeHus Kakaon M3 HUX TpeOyroTcs ocoOble MeToanl. Ecmu
peuyb uAeT 00 M3YYEHHH TEOPUU BOIPOCA, TO HYKHBI TEOPETUUECKUE METObI,
HafpuMep KPUTHUYECKUM, CUCTEMHBIM M Jpyrue BHUJIBl aHadu3a, 0000IleHHE,
MOJIEIUPOBaHUE U T. 1. Eclin ke peub UAeT 0 MPaKTUKE, TO HY>KHbBI SMIIUPUUECKUE
METO/bl: HAOJIO/ICHUE, W3Y4YEHUE MPOAYKTOB JEATEIHHOCTH W JOKYMEHTAIUH,
AKCIIEPUMEHT, Pa3IMYHbIE BHUJBI OMNPOCOB U T. . Oc0o00 BBIIETSIOTCS METObI
00pabOTKH TMOMYYEHHBIX JaHHBIX — KOHKPETHBIX (PAKTOB WM CTAaTUCTUYECKHUX
nokazarenei. [1oaToMy BBIAEHSAIOT METOAbl KAYECTBEHHOTO M KOJIMYECTBEHHOTO,
TO €CTh CTaTUCTHYECKOTO aHanu3a. CTaTUCTHYECKHE METOJbl aHaau3a — 3TO
METOJIbl MATEMATHYECKOTO OMMCAHUS U3YYaeMBbIX SIBIICHUM, KAYECTBEHHBIE METO IbI
aHaJu3a — METO/Ibl TOHATUWHOTO OMUCAHMUS.

7. XapakTepucTuka 6aszsl U Mamepuania NCCae0BaHusl.

ba3zoii uccaenoBanus MOXeT OBITh OpPraHU3aIMs JIFOOOW OpPraHU3alMOHHO-
npaBoBOi (OPMBI WM CTPYKTYpPHOE TOApa3jeicHue opranusanuu. Bo BBeneHuun
JIOJDKHO OBITh TMPUBEACHO TMOJHOE TOYHOE Ha3BaHHWE OpraHu3aluu Wik e
CTPYKTYPHOT'O MOJIpa3IeJICHHUS.

Mamepuanom vccnenoanusi B BKP B 3aBUCUMOCTH OT T€MBI MOTYT OBITh
JIOKYMEHTBI, (YHKIUOHUPYIOIIHUE B JCSITEIBHOCTH PA3IMYHBIX OpTraHU3aINM,
MPOIECChl  TOKYMEHTHUPOBAHUS JAEATEIbHOCTH OpraHu3aluMd B ILEJIoM, €€
CTPYKTYPHOTO MOJIPa3IeJICHUS WU COTPYIHUKOB U T. .

8. OGocHOBaHUE NPAKMUUECKOU 3HAYUMOCMUY ICCIIETIOBAHN.
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Pe3ynbTarhl BeITyCKHOW KBaNU(UKALMOHHONW pabOThI JOHKHBI HUMETh MpaK-
TUYECKYIO 3HAYUMOCTh, TO €CTh JOJIKHA ObITh BO3MOXKHOCTb MX MCIIOJIb30BAaHUS B
npaktuke JOY.

9. Onmcanue cTpykTyphl paboThel. Bo BBeieHNH 10KHA OBITH JJaHA KpaTKas
¥ TOYHAs XapaKTePUCTHKA CTPYKTYpPbI pabOTHI: CIEAYeT HE TOIBKO yKa3aTh KOJIH-
YECTBO IJ1aB, HAJINYME BBEJCHUS U 3aKIIOYEHHUsI, HO U OCBETUTH BOIPOCHI, KOTOPHIE
paccMaTpHUBAIOTCS B KaXXIOW M3 TJIaB, U MPUIOKEHUSA, pa3pabOTaHHbIE aBTOPOM
BKP B x01¢ €€ Hanucanus.

BBeneHne HaunMHAETCS ¢ HOBOW CTPaHHUIIBI.

3aronoBok paznena (BBEAEHME) numiercs 3arjaBHbIMH OyKBaMu TOJTY-
KUPHBIM MIpU(TOM, BhIpaBHUBAETCS 1O HEHTpY. [locie 3aronoBka nepej TeKCTOM
JENAETCSA OOUH MTOITYTOPHBIN MEXCTPOUYHBIA NHTEPBAI.

OO0BEM BBeJIEHUS COCTABIISIET 3—5 CTpaHULL.

Cooeporcanue u ogpopmnenue enas u napazpagos BKP
CrpyxrypHo BKP nomxHa coCTOSITh U3 ABYX WIM TPEX Ii1aB, KaXaas U3 KO-

TOPBIX BKJIIOYAET B c€Osl MO /iBa WK TpH naparpada, NpuOIU3UTEIbHO PaBHBIX 10
oobemy. [lomyctumslii 00beM maparpada He meHee 6—7 crpanull. Kaxnas riasa
JOJDKHA 3aKaHYMBATHCS BBIBOJAAMU. | J1aBbl HAUWHAKOTCS C HOBOW CTPaHUIIB.

3arojoBKM TJIaB COCTOST U3 HYMEPAMOHHOTO U TEMAaTUYECKOTO 3arojioBKa,
paznenéunbix Toukoi (I'JIABA 1. 3AI'OJIOBOK). 3aronoBku riaB nuuryTcs 3a-
IJIaBHBIMU OyKBamu MONYXUPHBIM IIPU(TOM, BbIpaBHUBaeTCA 1Mo LeHTpy. Ilocne
3aroJioBKa TJIaBbl MEpej 3aroJIOBKOM MepBOro maparpada Jenaercs OJWH IMOdy-
TOPHBIA MEXKXCTPOUHBIN UHTEPBAJL.

Pa3peiB cTpanuibl nepes naparpagamMu U BHIBOJAAMU I10 IJIaBaM HE JeNIatoT-
csi. 3aroJIOBKM BTOPOIO U TPEThEro naparpagos, a TaKKe 3arojOBKH BBIBOJOB I10
rJlaBaM OTAEJISIFOTCS OT MPEALIECTBYIOLIErO0 TEKCTa ABYMSI MOJYTOPHBIMH MEX-
CTPOYHBIMM WHTEpBasiaMH. [Ipu 3TOM BHCSUME 3aroJIOBKM (3arojIOBKM B HHU3Y
CTpaHUIIbl 0€3 TeKCTa) HEAOMYCTUMBI.

3arosnioBku naparpadoB COCTOST U3 HyMEPALMOHHOTO U TEMAaTUYECKOro 3a-
TOJIOBKA, Pa3JeiEHHBIX TOUKOW. HyMepalnoHHbIi 3aroJIOBOK COCTOUT U3 apaOCKUX
udp, pa3aenEHHbIX TOUKOH, IPU 3TOM IepBas udpa COOTBETCTBYET HOMEPY IJia-
BbI, BTOpasi — HOMepy naparpada. 3aroioBku naparpagoB MUIITYTCS CTPOYHBIMHU
OykBamMu nosry>kupHbIM 1pudToM (1.1. 3ares10BOK), BEIPABHUBAIOTCS 110 IIEHTPY.
[Tocne 3aronoBka maparpada nepen TEKCTOM JeNaeTcsl OAUH MOJYyTOPHBIA MEeX-
CTPOYHBIN UHTEPBAJ.

Teker kaxaoro naparpada A0KeH HaYMHATHCA ¢ a03ala-aHHOTAlluH, B KO-
TOPOM M3JIaraercsi KpaTkoe COJEpKaHUE TEKYIUEro paszesia C HCIOJIb30BAHHEM
cienyomux GopMyIUpPOBOK: 8 OAHHOM napazpage paccmampusaemcs (ucciedy-
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emcsl, ananusupyemcs, 06oo6waemcs v np.). PopMynupoBKa BEIOUpaeTCs ¢ y4€ToM
3a71a4M, KOTOpas periaeTcs B COOTBETCTBYIOIIEM maparpade.

B TekcTe HE AOMyCKAIOTCS TOTOJHUTEIBHBIC 3ar0JIOBKU, OTCYTCTBYIOIIUE B
conepkanuu. [Ipr HEOOXOAMMOCTH OMMCATh YTO-THOO0 OTJACIBHOE CIEAYET JeNIaTh
ATO TIOCPEJCTBOM CBSI3HOTO M3J0keHus. Hampumep, «OnwineM TecT, KOTOPHIi HC-
MOJIB3YET TaKOW-TO aBTOP JI TOTO-TO HIIU C LIENBIO0 TOTO-TO. ...

BBIBOIBI 110 TJIaBaM JTOJDKHBI MPECTABIIAThE COOON KPaTKOE M3II0KCHHUE pPe-
3yJbTAaTOB WCCJEAOBAHMS, OMMCAHHOTO B COOTBETCTBYIOIIEM paszfenie. TeKCT BhI-
BOJIOB TIO TJIaBaM MOXET MEPEKIMKATHCS ¢ GOPMYIMPOBKaMU a03alleB-aHHOTAIHA
naparpadoB, BXOJSIIIUX B JAHHYIO TJIaBY, HO BBIBOJBI M3JIaraloTCs 4epe3 KpaTKue
CTpajaTeNbHbIC MPUYACTUS: 6 OAHHOU 21d8e PACCMOMPeEHbl (UCCAe008AHbL, NPO-
ananuzuposamsl, 0606wensvl, cgopmyauposanvl u 1p.). O06BEM BbIBOIOB — OT 0,5
1o 1 ctpaHuLibI.

Cooepoicanue u opopmnenue 3axnouenusi BKP
B 3axiroueHun moABOAATCS UTOTH MPOBEJACHHOTO HCCIeA0OBaHUs, 000011a-

IOTCSI OCHOBHBIE TEOPETUUECKUE TIOJIOKEHHS U JIETAI0TCA BBIBOJBI, & TAKXKE OIpe-
JEJSI0TCA BO3MOXXHOCTh U OCHOBHBIE HAIPABJICHUS JAJbHEHIIETO MCCIIECIOBAHUS
npo6isieMbl. B 3akimoueHnu TOKHO OBITh MOKA3aHO, YTO BCE 3a/layM, MOCTaBJICH-
HbI€ BO BBEJCHUH, PEUIEHBI U LEIb pa0OThI JOCTUTHYTA.

3aKI0YeHUuEe HAYMHAETCS] C HOBOM CTPAHUIIBI.

3aronoBok paznena (BAKJIFNOYEHME) numercs 3arnaBHbIMH OyKBaMu
NOJY’)KUPHBIM HIpU(TOM, BhIpaBHUBaeTcs mo LeHTpy. llocne 3arosoBka mnepen
TEKCTOM JI€AE€TCsI OJUH MOJyTOPHBIM MEKCTPOYHBIN HHTEPBAJL.

O0BEM 3akioueHus cocTaBisgeT 1,52 cTpaHuIIb.

Oghopmnenue cnucka UcnoIb308aHHbIX UCMOYHUK08 BKP
Jns BKP HOMHHAIBHBIM 00BEM HCIIOJIB30BAHHBIX UCTOYHHUKOB — HE MEHEE

50.

CnucoK UCTOYHUKOB TIPEACTaBIsICT CO0O0M KOppeKkTHOE OubInorpadguieckoe
ONMCAHUE BCEX MCTOYHHMKOB, UCITOJIB30BAHHBIX CTYIEHTOM Ipu noaroroske BKP,
B TOM YHCJI€ M DJICKTPOHHBIX. B crimcok 0053aTebHO BKJIIOYAIOT BCE IMPOIUTUPO-
BaHHBIC B Pa0OTE HCTOUYHHKH, a TAK)KE T€ UICTOYHHUKH 10 TeMe pabOThI, KOTOPHIE HE
ob11i iporuTupoBansl B BKP, Ho m3yuanuce B xoze uccnenoBanus. Bee Gpamunmu
aBTOPOB, YIOMSIHYTBhIE B TEKCTE, JOJIKHBI OBITh MPEJACTABICHbI B CIIMCKE HCIOJIb-
30BaHHOU U LUTUPYEMOU JIUTEPATYPHI.

HUctounuku cnenyer pa3aenuTh Ha JABE TPYMIbl, NPU 3TOM COXPAHUTH
CILUIOLIHYIO HyMEPALHIO:
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— HOpMAMUBHbIE UCMOYHUKU, TJE TIEPEUUCISIIOTCS OMyOIMKOBAHHBIE U He-
OITyOJIMKOBAaHHBIE JOKYMEHTBI, UMEIOIINE OTHOLICHUE K TEME MCCIIEeI0BAHUS, TPU-
yéM CHaydajla ClelyeT yKa3aThb ONMyOJIMKOBaHHBIE, a 3aTEM — HEOIyOJIMKOBaHHbBIC
HOPMaTUBHBIE HCTOYHUKH;

— KHU2u Y cmamovy, TOCBAIIEHHBIE TEME HcclienoBanus. LlutupoBanne u
KOHCIIEKTUPOBAHHOE H3JIOKEHHWE TEKCTOB U3 yYEOHHKOB HE jaomyckaetcs. Bos-
MOKHO IUTHPOBAHUE M3 aBTOPCKHUX Y4EOHBIX MOCOOWH, TO €CTh TE€X MOCOOMiA, B
KOTOPBIX H3JI0’)KEHA OpPUTHMHAJIbHAs aBTOPCKAas MO3ULHH IO PaCCMATPUBAEMOMY
BOIIPOCY.

— UHMEPHeM-UCTNOYHUKU.

Hcrounnku HymMepyroTcs apaOCKUMU LU(ppaMu ¢ TOUKaMHU.

IIpn pazMelnieHny B CIIUCKE HOPMATUBHBIX UCTOYHUKOB CIEAYET YUYUTHIBATH
UX IOPUAMYECKYIO CHIIY: OT (perepanbHbIX 1O JIOKAJbHBIX HOPMATUBHBIX AKTOB.
[Ipy paBHOM cTaryce NCTOYHUKOB X B3AMMHOE PACIOJIOKEHUE ONPEAEISAETCS M0
XPOHOJIOTUH WK al(aBuTy. PekoMeHayeTcs cienyonuil MopsA0K pacioI0KeHUs
HOPMATUBHBIX aKTOB B CIIHCKE:

— MEXJIyHapOJIHbI€ 3aKOHOAATEIbHbIE aKThl (TIPU PABHOM CTAaTyC€ MUCTOYHMU-
KU PacIIoIaratoTcst 0 XPOHOJIOTHH);

— Koncrurynust Poccuiickonn denepanuu;

— KOZEKCHI (MpY paBHOM CTAaTyC€ UCTOYHHUKH PACIIOIAraroTcs 1o andaBuTy);

— 3aK0oHbI PO (IIpu paBHOM CTaTyce MCTOYHHMKHU PACIIOIAraloTCs MO XPOHOJIO-
THH);

— yka3sbl IIpesunenta Poccuiickoit @enepannn (mpu paBHOM CTaTyCce€ UCTOY-
HUKH PACIOJIararoTcs 0 XPOHOJIOTHH);

— akTtbl [IpaButenscTBa Poccuiickoit denepanuu (mpu paBHOM CTaTyce HC-
TOYHHUKH PACTIONATalOTCs 110 XPOHOJIOTHH);

— aKTbl MUHUCTEPCTB U BEJOMCTB B IOCJIEIOBATEIBHOCTHU: MPHUKA3bl, NIOCTA-
HOBJICHUS], TIOJIO’KEHUSI, MHCTPYKLIIMA MUHHUCTEPCTBA (IIPU PaBHOM CTaTyCce UCTOY-
HUKH pacroJiararorcs 1o aindaBuTy), akThl (IIPU PAaBHOM CTaTyCce MCTOUYHHUKHU pac-
0JIarafOTCs 0 XPOHOJIOTHH);

— 3aKOoHBI cyOBekTOB Poccuiickoit denepanuu (Ipu paBHOM CTaTyce MCTOY-
HUKH PACIOJIararoTCs 10 XPOHOJIOTHH);

— PpELIECHHs] MHBIX TI'OCYJApCTBEHHBIX OPraHOB WM OPraHOB MECTHOI'O CaMo-
yIpaBJICHHUS,

— JIOKaJIbHbIE HOPMAaTUBHBIE aKThl: YCTABBI, OJI0KEHUS, MHCTPYKLIUH U TIP.

Kuuru u craTeu pacnonaratoTcs B CIUCKE Mo ajndaBuTy.

DNEeKTPOHHBIE BEPCHUM MCTOYHMKOB PAa3MENIAlOTC COOTBETCTBEHHO B IpyIl-
Max HOPMATHMBHBIX MCTOYHUKOB WJIM KHUT W CTAaTe€l C yKa3aHHEM aBTopa (eciu
€CTh), IOJHOTO HAa3BaHUS U PEXHUMA JIOCTyMa.
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B rpynmne MHTepHET-UCTOYHUKOB YKa3bIBAIOTCS Pa3IMUHbIE CIIPABOYHbBIE pe-
CYpPCHI, pa3Mell€HHbIe B ceTu IHTepHeT.

W3nanusi Ha MHOCTPAHHBIX S3bIKAX MOMEMIAIOTCS B KOHIIE COOTBETCTBYIO-
Il rpyMIbl MICTOYHUKOB B TIOPSAJIKE JJATUHCKOTO ajaBUTAa.

Crynent B xoae Hanucanus BKP o0s3aTensHo MOMKEH UCIONIB30BaTh My0-
JIMKAIUU TTOCIEAHUX MATH JIET.

bubnmuorpaduueckoe omucaHue MUTUPYEMBIX HCTOYHUKOB JOHKHO COOT-
BerctBoBath ['OCT CHUBU]] 7.1-2003 «bubnuorpaduyeckas 3anuck. bubnmorpa-
¢buueckoe omucanue. OOuMe TpeOOBAHUA U MpaBUjla COCTABIICHUS, BBEAEHHOMY
[TocranoBnenunem I'occranmapra Poccun ot 25 Hos16pst 2003 rona.

OO6O00IIEHHO TOCJIEIOBATEILHOCTh PACHOJIOKEHUSI OCHOBHBIX 3JIEMEHTOB
Oonbnuorpauyeckoro OMMCaHWs MCTOYHUKA MOXXHO NPEACTABUTHh CIEAYIOIIUM
oOpazom:

@damvuust U. O. aBTOpa (uiu nepgoco agmopa u3z agmopckozo KOJLIeKmuea)
OcHoBHoe 3arnaBue. — uau : JIpyroe 3arnaBue / CBeneHusi 00 aBTOPCTBE (aBTOPHI,
cocTaBUTENH, peaakTopsl) / HazBanue nokymenTta, cOOpHUKa, )KypHaia, Ta3eThl, B
KOTOpPOM MOMENIEHA COCTaBHas yacTb. — Mecto m3ganus: M3narensctBo, ['og u3-
nauus (kuuea). — I'ox w3nanus. — Homep (orcypran). — KonuuectBo crpanul; (6
kuuee — 143 c.; cmpanuysl, Ha komopwvix nomewena cocmasHas wacms — C. 117—
125).

DJIEKTPOHHBIE PECYPCHI OMUCHIBAIOTCS B COOTBETCTBUU C TPEOOBAHUSIMHU
['OCT 7.82-2001 CUBU]l «bubmmorpadwuueckas 3amvch. bubmuorpaduyeckoe
OIMKCaHKE IEKTPOHHBIX pecypcoB. OOiue TpeOoBaHUA U MTpaBUila COCTABICHUS.

CHOucox UCMoab30BaHHBIX UICTOYHUKOB HAYMHAETCSI C HOBOM CTPaHUIIBI.

3aronioBok pazaena (CIIMCOK HCIHOJIb3OBAHHBIX MCTOYHMU-
KOB) numercs 3ariaBHbIMA OyKBaMU TOJIYKUPHBIM MIPU(PTOM, BBIPAaBHUBACTCS
no ueHtpy. Ilocne 3arosoBka mepen CUCKOM JAENaeTcs OJUH MOITYTOPHBIA MEX-
CTPOYHBIN MHTEPBAJL

O6pazenr opopMIICHUSI CIIMCKA UCIOIb30BAaHHBIX MCTOYHUKOB MPEACTaBIICH
B [Ipunoxenun I

Cooeporcanue u ogpopmnenue npunoxcenus k. BKP
[TpunoxxeHuss ohopMIISIOTCS KakK IpojaobkeHrne TekcTtoBoi yactu BKP nHa

NOCJIEAYIONIMX €€ CTpaHMlax MO MpaBWwiIaM M (opMaM, YCTaHOBJIEHHBIM JEHCT-
BYIOILIMMU CTaH/IaPTaMH.

B npunoxenun k BKP MoryT ObITh IIpecTaBieHbl KOMUU aHATU3UPYEMbIX
JIOKYMEHTOB, MPOEKThI WM KOIUU JOKYMEHTOB, pa3paO0OTaHHBIX CTYJEHTOM B XO-
ne BeimonHeHuss BKP, rpaduueckuit matepuan, He BKIIOYEHHBIM B TEKCT paOOTHI.
Bce npuiioskeHus TOMKHBI OBITH CBSI3aHBI C TEMOM M COAEpKAHUEM HCCIEI0BaHNUS.
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KonudecTBO U cocTaB MPHIIOKEHUI ONPEAENSIETCS CTYIEHTOM I10 COTJIACOBAHUIO C
PYKOBOJMTEINIEM, UCXOJISl UX CIICLIM(PUKUA UCCIEIOBAHUS.

Kaxnoe npuioxkeHue T0KHO HAUMHATHCA C HOBOT'O JIMCTA U UMETh HyMe-
paunoHHblid u Temarnueckuil 3aronoBku. Cinoo «IIPUJIOZKEHHUE» u ero Oyk-
BEHHOE 0003HaUeHHUE (3aryaBHbIe OYKBBI pyccKoro andasuTa, HaYMHas ¢ A, 3a Hc-
xmodenneM Oyks E, 3, 1, O, U, bl, 'b) pacnonaraioT HaBepxy MOCEpEMHE CTpa-
HUIIBI, @ IOJI HUM YKa3bIBAIOT TEMATUYECKUN 3ar0JIOBOK, KOTOPBIM MUIIYT TaKXKe
3arJaBHBIMU OyKBamH, MOMyXKUpHbIM mpudToM. [1pu Brmrouennn B BKP 6omee 26
NPWIOKEHUHN 27-€ U cleayIoNe IpUIoKeH!sT 0003Ha4al0TCsi OyKBaMHU JIATUHCKO-
ro andasuta 3a uckiaoueHueM OykB | u O. Ecnu nmpunoxennem k BKP cioyxur
KOIKS aHaJM3UPYEeMOro J0KyMeHTa, HymepannoHHblid 3arosnoBok (IMIPUJIOXKE-
HUE Bb) moxeT ObITh BOMCAH OT PYKU NEYaTHBIMU OYKBaMU YEpHUJIAMU YEPHOTO
1[BETA.

[Ipunoxenus BKP pacnonararor 1 HyMeEpyrOT B OPSAKE CCHIJIOK HA HHUX B
TEKCTEe, MPUUYEM B TEKCTE 00513aTEIBHO JOJKHBI OBITh CCBUIKH HA BCE MPUIIOKEHHUS.

[IpunoxkeHus pacnojiaratoTcsi Tak, YToObl UX MOKHO OBLJIO paccMaTpUBAaTh
6e3 moBopoTta BKP wiu ¢ onaum moBoporom Ha 90° 1o 4acoBO#M CTpeliKe.

O6pazen opopmienust npriioxenuss BKP nipeacrasnen B [Ipunoxenun /1.

Ilpasuna opopmnenusn snemenmos mexkcma BKP

Tpeoosanus k a3viky BKP
BKP nomkna ObITh HamyicaHa HAyYHBIM CTHUJIEM COBPEMEHHOTO PYCCKOTO

s3bIka. B TekcTe paboThl He JomyckaroTcst opdorpaduyeckue, MyHKTyallMOHHbIE,
rpaMMaTUYECKue U Jp. OUTUOKH.

B BKP He ncnonb3yroTca MecTouMeHus 5, mMou. B Tex cimydasix, korga cTy-
JIEHT BBICKA3bIBAE€T CBOM MBICIIM, UCIIOJIb3YIOTCSI MECTOUMEHUS Mbl, Hawi. Eciu ne-
pEeCKa3bIBAETCSl TEKCT JIPYTOro aBTOPA, U3JI0KEHHBIM OT MEPBOrO JIMIA, TO BbICKA-
3bIBAHME HEOOXOAMMO TepedpasupoBaTh OT TPETHErO JHIA: HE £ cuumaro / mbvl
cuumaem, a uccied0o8amensb cuumaem.

3anpemnaroTcs IMYHbIE Ppa3bl PEKOMEHAATEIBHOTO WK JOJIKEHCTBYIOLIETO
XapakTepa, TakKue Kak pyKkogooumento ciedyem Oelamb, pabOMHUKU OO0JHCHbL U
T. I

Ogpopmnenue ccoliiok Ha UCNOIb30BAHHBIE UCHOYHUKU
Oco6oro Banmanus npu opopmiiennn BKP tpeOytoT cevtnku — ykazanus Ha

HCTOYHHUKHN OUTHUPOBAHUA U IICPCAAUIN KOCBEHHOM pe€Ur, Ha UACH KaKux-110o aB-
TOPOB, Ha PE3YyJIbTAThl IMPOBCACHHLIX COLHOJIOTHUYCCKUX I/ICCJ'IC)IOBaHI/Iﬁ n T. II
CcBUIKM Ha UCTOYHMKHU I/IH(I)OpMaHI/II/I 065133T€J'IBHBI, TaK KaK 3TO CBUACTCIbCTBYCT
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0 KyJbType HAy4YHOTO TPYJZla U SIBIISCTCS MOKA3aTEIeM €r0 STUYHOCTH M KOPPEKT-
HOCTH. bubnmorpaduyeckas cchlika SBISETCS YacThlO CIPABOYHOTO armapara
BKP u conepxxut Oubnuorpaguieckue CBeIeHUs O LUTUPYEMOM, paccMaTpuBae-
MOM WJIH YIIOMHUHAEMOM B TEKCTE UCCIIEIOBAHMS HICTOUYHUKE.

3anpemaercs Tak Ha3bIBAEMOE «CJIENO0E HUTUPOBAHKUE», TO €CTh U3JI0KEHUE
COJIEpKaHUsl, OTACTBHBIX TMOJIOKEHH, MBICICH, UAeH, TE3UCOB U3 PadOT APYTrUxX
aBTOpOB 0e3 ykazaHus ux ¢amuinu. JIr060i «4dy» oMl TeKCT» M3Naraercs ¢ oos3a-
TEJIBHBIM yKa3aHueM (pamuimu ero aBropa. [Ipu 3ToM MHHUIIMATIBEI aBTOpa B TEKCTE
paboThI MUIIYyTCA Mepe pamMuauei.

Honyckaercs mutupoBanue (B ¢popMe NpsiMOi peun) U mepeokeHue (KOH-
CIEKT) TekcTa (C MCHoJib30BaHUEM (OPMblI MPHUAATOYHOTO TMPEIIOKEHUS WU
BBOJHOTO 000pOTa TUNA: 1O MHEHUIO MAKO20-MO UAU MAKUX-MO...; CO2NACHO NO-
3UyUU MAKo2o-mo UlU MaxKux-mo...; Kak cuumaem (ykazvieaem, ymeeporcoaen,
npeonazaen) maxKou-mo uiu KaKk Cuumarom makue-mo... u m. n.).

Cepuiku oopmisttoress B coorBeTcTBUU ¢ ['OCT P 7.0.5-2008 «bubnmo-
rpaduueckas ccpuika. O0mue TpeOoBaHus U IIpaBUila COCTABICHUS.

[Ipu ccpuike B TEKCT€ HA UCTOYHUKH MH(POPMAIUU CIIETYET MPUBOJIUTH UX
MOPSIJIKOBbIE HOMEPA MO CIHCKY HCIOIb30BAHHBIX MCTOYHHUKOB, 3aKIIOYEHHBIC B
KBaJIpaTHbIE CKOOKH, HAIPUMEP: «KAK YKA3aHO & (edepanvrom 3axone «O eocy-
oapcmeennom szvike Poccuiickou  gedepayuuy [1 ],..» MIH (N0 MHEHUIO
U. H. Ky3ueyosa [4],...». Ilpu BxiroueHun B TeKkcT BKP TOuHOI 1murtatsl U3 uc-
MOJIb30BAHHOTO MCTOYHHKA CIEAYEeT yKa3aTh HE TOJbKO HOMEP MCTOYHHMKA B CITH-
CKe, HO U HOMEpP CTPaHHUIIbI, HA KOTOPOUM HareyaTaHa JaHHas 1[MTaTa, HaIpuMmep:
«Hacmosawuii cmandapm obsazamener K npUMEHEeHUI0 8CeMu CMPYKMYPHuIMU NOO-
pasoeneHusmMu YHugepcumemad, OCyujeCmsisaiouumu oopazosamenvhyto oesimeisb-
HOCMb NO OCHOBHBIM 0Opazosamenvubvim npocpammam BIIO» [3, C. 3].

[Tpu nBOMHOM LUTHPOBAHUM (HE MO OPUTHMHAY) 00s13aTeIbHA CChUIKA HA aB-

Topa paboThl, B KOTOPOH HCIIOJIb30BaHa M3JlaraeMasi nurata, Hanpumep: [Lut. mo
12, C. 56].

Ynompeonenue cokpawenuii
B texcre BKP nyis ymenblienus e€ o0b€Ma MOTYT OBITh UCITOJIB30BAHBI CO-

kpawenus (rpaduyueckue COKpalleHus U ab0peBUaTyphbl), HE 3aTPYIHSIONINE BOC-
npusitue coaepxkanusi. [Ipym mepBoM yroMuHaHHUH JOKHO OBITh MPUBENCHO MOJ-
HOE Ha3BaHWE C YKa3aHHWEM B CKOOKaxX COKpaIIEHHOTO Ha3BaHUs WM abOpeBHATy-
pBl, HallpUMEp: 0OKYyMeHmayuoHHoe obecneuenue ynpaenrenusa ([OY), a npu mno-
CJIEYIONTUX YIIOMUHAHUAX CIEAyeT ymoTpednarh cokpamienue. Hemp3s ynotpe6-

2 ..
3H€CB " Jajaee HOMEpP COOTBETCTBYCT MOPAAKOBOMY HOMECPY UCTOUYHUKA, BKIIFOUCHHOT'O B IIPUMEP Oq)OpMJ'IeHI/Iﬂ
CIIMCKaA UCIIOJIb30BAaHHBIX NCTOYHUKOB (HpI/IHO)KeHI/Ie E)
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JISITh COKPAIIEHUs B 3aTOJIOBKAX W B Hadaje npeaioxeHuss. CIUCOK MCIOIb30BaH-
HBIX B pabOTe COKpaIleHUH ¢ pacm(PpOBKON MpPU WX 3HAYUTEIHPHOM KOJMYECTBE
ClIelyeT BKIIOUUTH B MIPUIIOKEHUE K KypCOBOIi paboTe.

PacimdpoBky abOpeBUaTyp M COKpAIICHUN, YCTAHOBJICHHBIX TOCYIapCTBEH-
HBIMH CTaHJIAPTaMU ¥ MPABWIAMH PYCCKOW opdorpaduu, TOMycKaeTcs He TPHUBO-
nuth, Hanipumep: I OCT, OAQ, a. (200, 2copod), m. e. (mo ecmu) U 1Ip.

Ynompeﬁﬂenue qucjiumesibHblX
BaXHBIM TEXHHUUYECKUM Tpe6OBaHI/IeM k Hammcanuio BKP sBnsercs Impa-

BUJIbHOE HATTMCAHUE YMCIUTEIbHBIX.

OpHo3HauHble (cocTosmue B 1UppoBoil popMe U3 OJAHOIO 3HAKA) KOJIHYE-
CTBEHHBIC YUCIUTENIbHbIC MUIIYTCS CIOBAMH, HAMPUMEP: 08e cmpanuysl (HE pe-
KOMEHAYETCS 2 cmpanuybl), KpoMe CIy4aeB, KOT/Ia 3TU YUCIHUTEIbHBIE YHOTPeO-
JICHBI C SAMHUIIAMH U3MepeHus (%, ke, kKM U Jp.) WU B CTOAT B OJHOPOTHOM PSIIY
C IPYTUMH YHCITUTECITHHBIMU.

KonuvecTBeHHBIE UYMCITUTENbHBIC, COCTOSIINE W3 HECKOIbKUX IUdp, MU-
HIyTcs, KaK mpaBuiio, B udpoBoit popme, Hanipumep: 12 345 pyoaei.

[TopsinkoBbI€ YHUCIUTENBHBIE TMHIIYTCS B CIOBECHOM WM OYKBEHHO-
udpoBoit popMme: 6mopoti pazoen, 2-ii pazoe.

Od¢hopmnenue nepeuneil 6 mexkcme
B Tekct BKP MoryT ObITh BKJIFOUEHBI pa3inyHbie mepedHu (PpparMeHT Tek-

CTa, COCTOSIIINI M3 BBOJAHON YacTH, CBUACTEILCTBYIOIIEH, UTO 32 HEH MOCIeayeT
NEPEYUCIICHUE SIBICHUHN, MTPEIMETOB WM MPU3HAKOB (IJIIEMEHTOB IEPEUHs), U U3
CaMHX ATHX 3JIEMEHTOB), KOTOPbIE JOJKHBI ObITh O(OPMIIEHBI C YUETOM CIIETYyIO-
IAX PEKOMEHIAIAM.

[Ipu KCIONIb30BaHMUN COCTABHBIX NEpEYHEN B JOKYMEHTaxX HE CIIEyeT H3-
JMIIHE MX YCIOXKHATH: BBeIEHHE OONBIIOTO KOJUYECTBA YPOBHEH UJICHEHHS 3a-
TPYAHSET BOCIPHUATHE UH(DOPMAIIHH.

BeIuIeHATh ypOBEHD MEPEYHS MOXKHO JIMIID MPH HATHYAA MUHUMYM JBYX
AJIEMEHTOB JIaHHOTO YPOBHH.

[Ipu GopMyIUpOBKE 3IIEMEHTOB JIOOOrO MEpPEeuHsT HY)KHO CTPEMHUTHCS K
€IMHOOOPA3UI0: BCE JJIEMEHTHI OJHOTO YPOBHS JIOJKHBI OBITH T'pPaMMaTHYECKH
UJCHTUYHBIMU JIPYT IPYTY (BBIPAYKEHBI OJTHOTUITHBIMU MPEJIOKEHUSIMHU, CIIOBOCO-
YeTaHUSMU WM CJIOBAMH OJTHOM YacTH pe4H B OHON TpaMMaTHUECKOH Gopme).

Br10op 3ariaBHOM WK CTPOYHOM OYKBBI B HAayasle 3JIEMEHTA, a TaKKe 3HaKa
NPENUHAHUS B €70 KOHIIE 00YCIIOBIIEH MapKepOM, KOTOPBIA HCIIONb3yeTCs Ha TaH-
HOM ypoBHe (apaOckas 1udpa ¢ TOUYKON WK CKOOKOU, CTpodyHasi OykBa €O CKOO-
KOH, Tupe). Mapkep, B CBOIO 0Y€pe/ib, ClIeyeT BEIOUpATh C yU€TOM THUIIA HJIEMEHTA
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(mpeasiokeHue, CII0BOCOYETAHUE, CIIOBO).
1. Dnemenm nep6o2o yposHs (06bIUHO NpediiodiceHue):
1) snemenm 6mopoco ypoeHs (00bIYHO MHO2OKOMHOHEHMHOE
clogocouemaHue);
2) anemenm 8mopo2o YposHs:
a) snemenm mpemve2o ypoeHs (00blYHO Cl080COYemanue
Ul C0B0),
0) semenm mpemve2o ypPOosHsL:
— JIeMeHm YemeEPMo2o YPoBHsL (0ObIUHO CI080),
— aniemenm yemeépmozo yposusi. (; 1)
2. Dnemenm nepeozo yposHs:i.

[Ipu odopmiieHHH MPOCTOTO TEPEUHS WX MEePEYHS ¢ MEHBIIUM KOJIWYECT-
BOM YPOBHEH MOTYT OBITh UCIIOJIb30BAaHBI MAPKEPHI JTFOOOTO YPOBHS, HO MEHATH UX
MEeCTaMt HE PEKOMEHTYETCHS.

Ecnu B ameMeHT mepedHs, B KOHIIE KOTOPOTO YIOTPEOSeTCs 3amaras WiH
TOYKA C 3aISITON, BKIFOYAETCS CaMOCTOATEIBHOE MPEJIOKEHUE, TO ITOT 3HAK CTa-
BUTCS TOCJIE MPE/IOKEHUS.

[ToBTOpsitoMECs B KaXKIOM DJIEMEHTE CJIOBa HYXHO BBIHOCHUTH B TEKCT,
BBOJISNITUN JTaHHBIA YPOBEHb, OJHAKO ITO HE OTHOCUTCS K TIpEjIoraM, KOTOpHIC
YIOTPEOSIFOTCS C TJIABHBIMH CJIOBAMH 3JIEMEHTOB — IPEJIJIOTH CIIEAYET TOBTOPSTH
B KQ)KJIOM ITyHKTE.

Ecnu B xoHIIe Kakoro-1u00 ypoBHSI yHOTPEOJEHBI CI0Ba U Op., U M. 0. WIH
u m. n., TO UX HE PacIoJiaraloT Ha OTJEIbHOW CTPOKE, a OCTaBISIOT B KOHIIE IO-
CJIEJTHETO DJIEMEHTA.

Ecnu HeoOxonumo omnucath HECKOIBKO OJHOPOIHBIX MOMEHTOB U MPHU 3TOM
OMMKMCAaHKE KaXJI0ro TPeOyeT OTIAEIHHOTO JOCTATOYHO OOJIBIIOTO M0 00beMy ab3a-
113, a ONMCAaHUEe BCEX MOMEHTOB 3aiMET HECKOJIBKO CTPaHUI], TO HOMED OIHUCHIBac-
MOTO TTOJIOXKEHHUSI PEKOMEHIyeTCsl TMcaTh He mudpamu, a mponucklo. Hampumep,
«IlepBoe monoxkeHune TIaCUT. ..» WiIu «COrIacCHO BTOPOMY MOJOXKEHHIO...» U T. 1.

Od¢hopmnenue pucynkos
B texcre BKP Moryr ncnonb3oBaTbCs pa3ianyHble rpapuyeckue 3j1eMeH-

ThL: (oTOM300pAKEHUS, PUCYHKH, CXEMBI, JUArpaMMbl, TpauKku, TaOIUIBl U Jp.
DTHU KOMIIOHEHTHI MOTYT OBITH pacronioxensl B Tekcte BKP cpa3y nmocne a63ana, B
KOTOPOM BIIEPBBIC YIIOMHHAETCS MX COJepkKaHue (KaK MpaBWiIO, 3TO HEOOIbIINe
1Mo 00BbEMY AJIEMEHTHI); TUOO B MPHUIIOKEHHUM (€CIIM dJIeMEHT 00bEéMHBIN). ['padu-
YeCKHUEe KOMITOHEHTHI, MPEACTABICHHBIC KaK MPHJIOKEHHUs, MOTYT OBITh Pacroio-
KEHBl Ha JTUCTE aJIbOOMHON OpueHTaluu. B 3ToM ciyyae OHM MPUKPEIUISIIOTCS K
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paboTe TakuM 00pa3oMm, YTOOBI AJIsl UX MPOUTEHUSI TPEOOBAJCS OAUH MOBOPOT pa-
00T1bI Ha 90° 110 YaCOBOM CTpeEJIKE.

Bxmouénnsie B BKP rpaduyeckue snemeHTbl, KpoMme TaOIHI, UMEHYIOTCA B
TeKCTe pucynkamu. Bce pucyHku, BkIOU€EHHbIE B TeKCT BKP wimm npunmoxenws,
JOJKHBI HMETh HYMEPALIMOHHBIA U TEMAaTUYECKUHM 3ar0JIOBOK, pa3AciEHHbIE 3HAKOM
THpE.

Pucynku B Tekcre BKP HymMepyroTcsi CKBO3HOM IO Bcel paboTe HyMepanuei
B HU3Y COOTBETCTBYIOLIETO AJIEMEHTA, & TAKKE COMPOBOKAAIOTCS TEMAaTUUECKUM 3a-
TOJIOBKOM, HaIlpuMep:

Pucynox 2 — Obpasey 3as6nenus
PHUCyHKM B IPUIOKEHUSIX HYMEPYIOTCS B MpENENax KaKIOro MPHUIIOKEHHUS.
Homep pucyHka B 3TOM ciy4yae COCTOMT M3 3arjaBHOW OyKBbI, 00O3HaydaroIen
IpUJIOKEHUE, U apaOckoi nudpel, 0603HaYaAIOLIEH HOMEpP PUCYHKA B 3TOM IPUJIIO-
YKEHUU, Pa3/ICIIEHHBIX TOUKOWU:

Pucynok b.2 — Onepozpamma 08udicenusi cyHceOHol 3aNUCKU 8
OAO «llapycy

Ha Bce pucyHku noikxHBI ObITh JaHbl ccbulkd B TekcTe BKP. Ilpu ceblikax
Ha PUCYHKM CJeIyeT MucaTb: 8 coomeemcmeuu ¢ pucyukom b.2, ma pucyuke 2
npeoCcmaesieHo... u T. 1.

Odopmnenue mabauy
Tabauya — ocobast popma nepenaun MUEGPOBLIX WM CIOBECHBIX CBEICHUM,

PacoOJIOKEHHBIX B ONPENEIIEHHOM NOPSAJKE JUIA JIydlIed HarJsIIHOCTH U CpaBHeE-
HUs mokazareseil. Tabmuibl MOTYT OBITh Pa3HOW CTENEHU CIOKHOCTH, HO CIHIII-
KOM YCJIOXKHATHh Tabnuity He cTouT. Ecnu rpadsl Tabmuibl coaepKaT pa3iundHbIe
CBEACHUS, MH(POPMAIUIO JIy4llle IPEICTaBUTh B BUI€ HECKOJIBKUX TaOIHULI.

Tabnuiy B paboTe cinefayer pacnojaratb HEMOCPEACTBEHHO MOCHE TEKCTa, B
KOTOPOM OHa YINIOMHHAETCS BIEPBBIC, MJIM HA CIEAYIOIIEH CTpaHulEe. 3HAUUTEI b-
Hble TI0 00BEMY TaONUILIBI (CTpaHUIAa U 00Jiee) PEKOMEH]IYeTCs! BBIHOCUThH B MpPH-
JIO’KEHUE.

Bce Tabmunpl B BKP nomkHbI UMETh HyMEepallMOHHBIN U TEMaTHYECKH 3a-
TOJIOBKH, Pa3AeIEHHbIE TOYKOM, TOYKA ITOCJIE TEMaTHUYECKOIO 3aroJioBKa HE CTa-
Butcs (Tabnuma 1. 3aronmoBok). CnoBo «Tabnumay, €€ HOMEp U HAMMEHOBAaHUE
YKa3bIBaIOT CJIEBa HaJ BEpXHEN YacThIO TaOJIULIBI.

CcblUiKa B TEKCTE Ha KaxAyro Tabiauily oOs3aTenbHa. BeimonaHseTcs oHa 1Mo
IpUMeEPY: ceedeHus npedcmasienvl 8 maoauye 1.

Taomuma 1. TemaTnueckuii 3arojIOBOK
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PucyHnok 1 — OCHOBHBIE 3JIEMEHTHI TaOIUIIbI

O0s13aTeNbHBIMU 3JIEMEHTaMH O(DOPMIIEHUS TaOIULbI SIBISIOTCS:

1. Hymepayus mabauyv. B texkcre BKP Tabnuipl HymepyroTcss CKBO3HOM
HyMepanue. B mpunoxkeHusx TaOauIlbl HyMEPYIOTCS OTACIBHO B KaKIOM TMPH-
JIO’)KEHUU, TIPU 3TOM K HOMEpY Tabiuiibl 1o0aBiseTcst OykBa, o0o3Havaroas J1aH-
Hoe mpunoxkenne (Tabmmia b.1. 3aronoBok). Ilpu mepeHoce yactu TaOaUIBI Ha
JPYTYIO CTPaHHUIly CBEPXY CTPaHHUIIBI Takxke ciieBa nuiyT «lIpomomkenue Tabiu-
Ib» U yKa3biBalOT €€ Homep. Eciam B pabote omgHa Tabnuia, oHa JOHKHA OBITh
obo3HaueHa «Tabmuma 1. 3arosoBok» mim «Tabmuma B.1. 3aroioBok», ecnu oHa
MpUBECHA B IPHIIOKEHUH B.

2. 3a20n060Kk madauybl NOIKEH KPAaTKO M TOYHO OTPaXKaTh €€ colepiKaHue.
Touyka B KOHIIE 3ar0JIOBKA TAOJUIIBI HE cTaBUTCSA. ECian BO Beex ssueiikax TaOJIMIIBI
conepkuTcs obmas naopMmalysa (HapuMmep, eAUHHUIBI U3MEPEHHS ), 3Ta HHPOP-
Malys BEIHOCHUTCSI B 3aroJIOBOK, Hampumep: Pasmep cmunenouu, py6. ITa pexo-
MEHJAIMsI OTHOCUTCS U K 3ar0JIOBKaM rpad ¥ CTPOK TaOJIUIIHI.

3. ['onoska mabauysl BKIIOYAET 3arojOoBOK OOKOBMKA, 3aroJIOBKU rpad u
(mpu HE0OXOAMMOCTH) TTOA3aroI0BKU rpad. 3arojioBku rpad 1 60KOBHKA TaOIUIIbI
ClIeIyeT MUcaTh C MPOMMCHON OYKBBI, a MOI3ar0JIOBKU Ipad — CO CTPOYHON OYKBHI,
€ClId OHU COCTABJISIIOT OJHO TMPEIJIOKEHHE C 3aroJIOBKOM, WJIM C TMPOMHUCHOM
OyKBBI, €CITH OHU HMMEIOT CaMOCTOSATEIbHOE 3HA4YeHHE. B KOHIE 3aroioBKOB H
MI0/[3ar0JIOBKOB TOYKAa HE CTaBUTCs. 3arojoOBKU rpad, Kak MpaBUiIO, 3alHUCHIBAIOT
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napajuienpHo  cTpokam  Tabnumbl.  Ilpu  HeoOxoauMocTH — JTOMycKaeTcs
NEePHEHANKYIIIPHOE PACIIONI0KEHUE 3ar0JIOBKOB rpad.

Ctpoxka ¢ HoMepamu Tpad BKIIOYAETCS B TOJOBKY TaOJINII, PaCIOI0KEHHbIX
Ha HECKOJBKHMX CTpaHHuIaXx (B 3TOM cCiy4ae JaHHas CTPOKAa B MPOJOJIKEHUU
TaOJMIIBI 3aMEHSET BCIO T'OJIOBKY), WJIM MPU HEOOXOAMMOCTU B TEKCTE COCIIATHCS
Ha omnpeenEHHbIe TpadBbl.

4. boxoguk COCTOMT W3 3arojOoBKOB CTpok. He pexomeHayercs BBOAUTH B

tabnuny rpady Homep no nopsoky. B cmydae HEOOXOAMMOCTH MPOHYMEPOBATH
CTPOKH, UX TOPSAKOBBIE HOMEPA YKa3bIBAIOT MEPeJI 3aroJI0BKaMHU CTPOK B OOKOBH-
Ke, a mocie urudpsl, 0003HAYAIONIEH HOMEP CTPOKH, CTABUTCS TOYKA.

5. Cmpoxu — TOpU3OHTAIBHBIC 3JEMEHTHI TaONUIbl. UHMCIOBBIC 3HAYCHHSI
nokazaresiel, MpPUBOJUMBIE B sUEWKaX, IMPOCTABJSIOTCS HA YPOBHE MOCIEIHEH
CTPOKM HaMEHOBaHU MoKa3areseil B 0okoBuke. CloBecHas: XapakTepUCTUKa I0-
Kazarened, B OTIMYMEe OT LU(POBOH, JOIKHA HAUMHATHCA HAa YpPOBHE MEpPBOM
CTPOKM HAaMMEHOBAHUS TTOKA3aTesl.

[IpoMexyTOUHBIE UTOTH IPUBOIATCA B CTPOKE, UMEIOIIEN 3aroioBOK HMmo-
20; OKOHYATEJIbHbIE UTOTY TA0JIUIIBI — B CTPOKE C 3ar0JIOBKOM Bceeo.

6. [Ipager (kononku)— BEPTUKATBHBIC JJIEMEHTHI TaONHIBL. TeKkcT,
MOBTOPSAIOIIMICS B CTPOKaX OJHON M TOM ke Tpadbl U COCTOAIIUNA U3 OJIMHOYHBIX
CJIOB, depenyrommxcs ¢ uudpamu, 3aMeHSIOT KaBblukamu (« «). Ecmm
MOBTOPSAIOIINICS TEKCT COCTOUT U3 JBYX U Oo0Jjiee CIOB, MPU MEPBOM MOBTOPECHUU
€ro 3aMEeHSI0T cioBamMu 70 dice, a lanee KaBblYKaMH.

3aMeHsTh KaBbIYKaMH TIOBTOPSIOIIKECS B Ta0JIUIle IU(PPHI, MATEMATUIECKUE
3HAKW, 3HAKW TMPOIEHTA W HOMEpa, O0O3HAYEHUS MApOK MAaTEepuajoB U
TUTIOPA3MEpPOB  MPOAYKIMH, OOO3HAUYEHWUS HOPMATHUBHBIX JTOKYMEHTOB HE
JOMYyCKaeTcsl.

Hudper B rpadax Tabiuil AOTKHBI MPOCTABIATHCS TaK, YTOOBI pas3psiiabl
yucel Bo Bcel rpade ObLIN pacroyioKEeHbl OJIUH MO IPYTUM, €CJIM OHU OTHOCSITCS
K OJTHOMY TOoKa3arento. B ogHoil rpade momxHO ObITH COOMIOICHO, KaK MPaBUIIO,
OJIMHAKOBOE KOJMYECCTBO JIECATUYHBIX 3HAKOB JJISI BCEX 3HAUCHUN BEJTMYHWH.

7. Huetixu oOpa3yroTcsi Ha TIEPECEUCHUN CTPOK U rpad. Sueiiku He TOJKHBI

OBITH TIepeTpyKeHbI HHMOPMAITUEH JIs1 COXPAaHEHUS HATJISITHOCTH TaOJIUIIbI.

[Ipu oTCYTCTBHHM HaHHBIX B COOTBETCTBYIOIIUX SUEHKaX 00S3aTEIbHO MPO-
CTaBJIAECTCS IPOUEPK WK NUIIETCs: Hem ceedeHuli.

B tabnuiie nomyckaetcs ucnoib3oBaTh mpudt 11-12 kerms.

TPEBOBAHHUSA K COAEP)KAHUIO 1 OPOPMJVIEHUIO TOKYMEHTOB, CO-
IMPOBOXKIAIOIIUX ITPOLHEAYPY 3ALIUTHI BKP

3amura BKP npeanonaraer npegocraBieHne rocy1apcTBEHHON aTTecTallu-
OHHOM KoMmuccHM Hapany ¢ camoi BKP cieqyrommx 10KyMeHTOB:
— 3a7anne Ha BeinojiHeHne BKP;
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— KaJIeHJIapHbIN rpaduk;

— pedepar;

— OT3BIB PYKOBOJIUTEIIS;

— CD-nuck ¢ snekrponnsiMu BepcusiMu BKP, 3aganus, xanengapHoro rpa-
¢duka, pedepaTa u JoKIIaa HA 3AIUTE, a TAKXKE MPE3CHTALIUCH.

Cooepicanue u ogpopmnenue 3adanus na evinoinenue BKP

3ananue Ha BoinoiaHeHue BKP 3anonnsercs B Hadane padotsl Hag BKP mo-
clie BBIOOpA CTY/IEHTOM TEMBI B XOJ€ NEPBOM KOHCYJIbTAMU C HAYYHBIM PYKOBO-
JUTEIIEM.

B 3aganuu ¢pukcupyrorcs Tema paboThbl, HICXOAHbIE JaHHbIE K paboTe (Leb,
O0BEKT, IPEAMET, 3a7aul UCCIEI0BAaHUS) U HAaMEYaroTCsl BOMPOCHI, MOAJIeKAILINE
pa3pabotke B BKP. Ilpu HeoOxoaumMocTu Ha3HAYarOTCs KOHCYJIbTaHTHI IO pa3ze-
JlaM MCCJIEIOBaHUS.

3amaHne MOXeT ObITh 3all0JHEHO OT PYKU WJIU B IEYaTHOM BHJIE.

3agaHue NMpU COCTABICHHUM 3aBEPSACTCS MOANMUCAMHU PYKOBOIAUTENS U CTY-
JICHTA.

B xozne padotsl Hax BKP anemMenThl 3a1anust MOTyT KOppeKTHpoBaThes. Bee
U3MEHEHUS B 33JJaHUU JIOJKHBI OBITh COTJIACOBAHBI C PYKOBOJIUTEIIEM.

Oo6pazern opopmieHUs 3aaHus MPEACTABICH B Ha 0aKalaBpCKyr0 padoTy —
B [Ipunoxenunu E.

Cooeporcanue u ogpopmnenue pegpepama BKP

Pedepar BKP npencrasiser coboit cokpani€HHOe U3I0KEHHUE COJIepIKaHMS
KBaTU(UKAIMOHHONW pabOThl ¢ OCHOBHBIMU (haKTUYECKUMU CBEICHUSMHU U BBIBO-
JaMHu.

Pedepar odopmisiercst Ha otnensHOM jucte. O0BEM pedepara HE TOJKEH
MPEBBINIATH OJHOW CTPAHUIIBI.

Pedepar nomxen coaepxarh:

1) cBenenns 06 o6béMe BKP, xommuecTtBe minmrocTpanuii, TaOIuIl, MPHUIIO-
YKEHU, UCTI0JIb30BAHHBIX UCTOYHUKOB;

2) mepedeHb KIIOYEBBIX CJIOB (5—15 CJOB MM CIOBOCOYETAaHUM M3 TEKCTa
BKP, xoTopsie B HauOOIbIIEH Mepe XapaKTepU3yIOT €ro cojepkaHue u odecrneuu-
BaIOT BO3MOXHOCTh MH(OPMAIIMOHHOTO moucka. KitoueBbie cioBa MPUBOASTCS B
MMEHUTEIBLHOM MaJIeKe M MeYaTaroTcsl MPONUCHBIMU OyKBaMH B CTPOKY 4epe3 3a-
[ATHIE);

3) TekcT pedepara, KOTOPBINA JOHKEH OTPAXKATh:
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— IpeAMET UCCIeI0BaHUS,

— 11 PaboTHI,

— METO/Ibl IPOBEJICHUS UCCIIEAOBaHMS,

— pe3yJIbTaThl pabOThl U UX HOBU3HY,

— CTETIeHb BHEJPEHUS,

— PEeKOMEHJAIMK M0 BHEJIPEHHUIO WM UTOTH BHEIPEHUS Pe3yJIbTaToOB pado-
THI,

— 00JaCTh NPUMEHEHMUS,

— IPAKTUYECKYIO 3HAYUMOCTh PaOOTHI,

— IPOTHO3HBIE MPEJIIOKEHUS O PA3BUTUU IIPEIMETA UCCIEAOBAHMUS.

Teker pedepata N0KEH ObITh CBA3HBIM, KPATKUM M TOYHBIM. ClieyeT u3-
Oeratpb CJI0KHBIX FPAMMATHYECKUX 00OOPOTOB.

O6pazen opopmienust pepepara BKP npencrasnen B [lpunoxenun U.

Cooepotcanue u opopmnenue omswviea pykosooumens BKP

CryneHT nomkeH caarth Ha kadenpy noanucanHyro BKP He mo3nnee nByx
Henenp 10 3amuTel. [locne nmposepku BKP pykoBoguTens nmoanuceBaeT €€ U BMe-
CTE€ C NMHUCbMEHHBIM OT3BIBOM IPEACTABIISET 3aBeAyroleMy Kadenpoi. B oT3biBe
Ha BKP nmomkHa ObITH XapakTepUCTHKA MPOJIETaHHON paOOThI IO BCEM pasjiesiamMm
BKP, B KOTOpOI OTpaKEHO CHEAYIOLIEE:

— CTENEHb JOCTHMIKEHUS 11eJIeH BBIMTYCKHOM KBATU(UKAIIMOHHON PabOTHI;

— HQJIMYME€ W 3HAYUMOCTh NMPAKTUYECKUX IPEUIOKEHUNA U PEKOMEHIalnu,
c(hOpMYIMPOBAHHBIX B BBIMTYCKHOW KBaTU(UKAIITMOHHON padoTe;

— TPaBUIBHOCTh O(OPMIICHHSI BBIMTYCKHOW KBaIM(UKAIIMOHHON pPadOThI,
BKJIIOYAsl OLIEHKY CTPYKTYpbI, CTHJIS, SI3bIKA M3JI0KEHHUS, a TAKXKe MCIOJIb30BaHUS
TaOJMYHBIX U TPAQUUECKUX CPEACTB MPEACTaBICHU HHPOPMALIUK;

— BJIAJIEHUE aBTOPOM padOThI MPOPECCUOHATLHBIMU 3HAHUSIMU, YMEHUSIMU U
HaBbIkamu, ykazanHbiMu B @I'OC BO ;

— HEJAOCTATKU BBITYCKHOW KBaTU(PUKALIMOHHON pabOThI;

— CTENEeHb COOTBETCTBUS BBHIMYCKHOM KBaIM(UKALIMOHHON paboThl TpeboBa-
HUSIM CTaHJapTa CIIEHHATIBHOCTH;

— peKOMeHJalMsl BHITYCKHOW KBaIM(UKAIIMOHHONW pabOThI K 3allUTe.

[Ipumep oT3bIBa PyKOBOAMTENST OakagaBPCKON pabOThI MPEACTABICH — B
[Tpunoxenunu K.

Cooepicanue u ogpopmnenue CD RW-ducka ¢ anexkmponnvimu eepcuamu BKP, pege-
pama, 00K1a0a Ha 3auume u npe3eHmManyuu
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Ogopmnenue CD RW -oucka
Ha nucke, npukpernénnom k BKP, nomkHbl ObITH clieaytomue (aiisl, Ha-
3BaHHbIE UMEHHO TakK (0OpaTHTe BHUMAHHUE Ha MPOOEibl U APyrue 3HaKW B Ha3Ba-
Huu (aitnon!):

Cooeporcanue ¢haiina Ha3zeanue ¢paiina
@daiiyI, NPOBEPEHHBIM HA aHTHUILIA- Oamunmus IO Tema BKP mnosHo-
TUAT, C TUTYJIbHBIM JINICTOM CTBIO
BKP noaHocTbiO dOavuus 1O BKP
Pedepar Oamunusa1O Pedepar
JlokJiag Ha 3a1uTe Oamunusa 1O Joxnan
[Ipe3enTanus Oamunusa1O Ipe3enranus

JIuck 00sA3aTeNbHO TOJDKEH MMETh OOJI0XKKY, Ha KOTOpOW IQyOnupyercs B
YMEHBIIEHHOM BUJI€ TUTYNbHBIN JcT BKP.

Tpebosanus k ooknady nHa 3awume BKP
3amura HauyMHAETCS C JOKIana (KpaTKoro COOOIIEHUS) CTY/IeHTa-BbI-

MyCKHUKA M0 TeMe KBaJu(UKAIIMOHHON pal0oThl. CIOBO JUIsl MOKJIada CTYACHTY-
BBIITYCKHUKY TMPEJOCTaBIIACT MpeceaaTellb TroCyIapCTBEHHON aTTECTAIlMOHHOU
KoMuccuu. JlJis J0KiIajzia OCHOBHBIX TMOJOKEHUHM KBaIM(UKAIIMOHHON paboTHhI,
00OCHOBaHUS CHCIIAHHBIX MM BBIBOJOB WM TPEIIOKEHUN CTYICHTY-BBIITYCKHUKY
npenocrasisiercsa He 6onee 10 MUHYT, 4TO COOTBETCTBYET 4-4,5 cTpaHHuLlaM OObIY-
HOT'O TeKCTa pa3Mepa mpudra 12, HaOpaHHOTO C MEKCTPOUYHBIM UHTEPBAJIOM 1,5.

B TekcTe BBICTYIUICHHS CTYIEHT-BBITYCKHUK TOJIKEH 00OCHOBATh aKTyallb-
HOCTh M30paHHON TEMBbI, POU3BECTH 0030p APYTUX HAYUHBIX pabOT MO N30paHHOM
uM TeMe (rpoOieme), MoKa3aTh HAYYHYI0 HOBU3HY U MPAKTUYECKYI0 3HAYUMOCTH
UCCJIEIOBaHMSI, 1aTh KPATKUil 0030p riaB KBaau(UKAITMOHHONW pabOThl U TIpeIcTa-
BUTH TIOJTyYEHHBIE B TIPOIIECCE PE3YIbTATHI.

CTpyKTypy TEKCTa BBICTYIUICHHS TPHU 3allUTe KBATU(UKAIMOHHONW PabOThI
MOJKHO TIPEACTABHUThH B BUJIE CJICAYIONIEH TaOIHIIbI:

Tabnuna 2. [IpumepHas CTpyKTypa BBICTYILIICHUS

Paznen BeicTyIIIEHUS [Tponomxu- Komnuect-
TEIbHOCTH (MHUH.) BO
cllaiioB
Mpe3eHTa-
109707
Beenenne. O00CHOBaHUE TEMBI HCCIEIOBA- 2,8 10

HUs (aKTyaJIbHOCTb, OOBEKT, MPEAMET HCClea0Ba-
HUS, 11eJTh, 3a]]a49H, METObI U T.1.)

KpaTtkoe conep:kanue paboThl (BBIBOABI IO 0,5-1,5 He menee 1

rJaBam) Ha KaXIyro
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[JIaBy

Pe3ynbraThl 3KCTIEpUMEHTAIBHOM PaOOTHI 3-5 ITo HeoOxo-
JMMOCTH, HO HE
MeHee yeM |
claij B MUHYTY

3akmroueHrue (OCHOBHBIC BBIBOJBI JalbHEH- 1 1-3
IIME TIEPCIIEKTUBHBI Pa3pabOTKH MPoOIeMBbl)

Tpebosanus k KomnviomepHou npezeHmayuu 0oxknada Ha 3awume BKP
KomMmbroTepHasi mpe3eHTalus AaeT psji NPEeuMyIIecTB nepes oObIYHON Oy-

MakHO-TUTakaTHOW. KoMIbroTepHas mpe3eHTalusl MO3BOJSET 4YjieHaM ToCyAapcCT-
BCHHOW aTTECTAIIMOHHOW KOMHCCHH OJHOBPEMEHHO M3y4yaTh KBATH(UKAIMOHHYIO
paboTy ¥ KOHTPOJIUPOBATH BBICTYIUICHHE CTYJEHTa-BhIMycKHUKA. [loaTOMYy Kema-
TEJIHHO COMPOBOXKIATH BBICTYIICHHWE MpE3eHTAIMell ¢ wcmnoiab3oBanneM 15-20
clIali1oB.

[Ipesenranust gokHa OBITH co3maHa B mporpamme Microsoft Office
PowerPoint. [Tpu co3manuu mpe3eHTaIUH PEKOMEHIYETCS:

— coboaaTh eAUHbIN cTHib oopmieHus (BET GoHa claiijioB, IIBET U Ha-
yepTranue mpudra u ap.);

— n3oberatb 3PQPEKTOB, KOTOpPhIE OYAYT OTBIIEKATh OT COAEPMAHUS MPE3ECH-
TaIlnu;

— g (poHa BBHIOMPATH XOJIOJHBIC CBETJIbIC TOHA (CUHMIA, 3€NEHBIN) Uiu Oe-
JIBIN;

— Ha OJIHOM CJIaifJie MCIIOJB30BaTh He Ooiiee TPEX 1BeTOB ((hOH, 3aroIoBOK,
TEKCT);

— UCTOJIB30BaTh KOPOTKHE MPETOKEHUS;

— HauOoJee BaxxHasi MH(OpMaIus A0 KHA pacioaraTbCs B LIEHTPE IKpaHa;

— pa3mep mpudTa J0KEH ObITh YIOOHBIM ISl BOCTIPUSTHS 3pUTEIISIMU: TS
3arojIOBKOB HE MeHee 24 KT., I TeKcTa — He MeHee 18 Kr.;

— He meperpyxarth ciaiin uHdopmaruen (6ombiion 050k uHPOpMALIUU
JydIie pa30ouTh Ha HECKOJIBKO CIIANIOB).

B mpesenrtanuu nomkHa ObITH oTpaxkeHa crenuduka 3amumniaemoir BKP.
Crnenyet uzbderatb 00X ¢gpas, 001MIEU3BECTHRIX ONIPEACICHUM.

[lepBoiil cnaiin nomken coaepxkarb Temy BKP; ums, oruectBo, pamunmio
CTYJICHTa; YUYEHYIO CTEeNeHb, yU€HOE 3BaHME, JIOJHDKHOCTh, UMS, OTUYECTBO, (pamu-
JIUIO PYKOBOIUTEIIS.

[Mocnenuuii cnaitn: Cnacubo 3a enumarue!

OcTtanbHbIe CaiIBI 0(OPMIIIIOTCS 0 YCMOTPEHHIO CTYICHTA C YUYETOM pe-
KOMEH/JIAIMI K TOKJIay Ha 3amuTe (CM. BBIIIE).
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ITPHJIOKEHHUE A

IIpumepHsblii nepeyens Tem BKP nanpasiiennio noarorosxu 46.03.02 ;loxkymeHToBe-
JAeHHe M apXHBOBe/leHue

1. ABTOMaTu3alMs ¥ MEXaHU3AlUs apXUBHOTO Jella KaK MPOrpecCUBHBIC ATArlbl
Pa3BUTHS OTPACIIHM: HICTOPUUECKUI aCIEKT.

2. ABromartmzansi ~ MH(GOPMAIMOHHOTO  oOecliedeHHsl  ympaBieHus  (Ha
KOHKPETHOM IIpUMeEpe).

3. ABTOMarTH3alusi CHUCTEMBbI JICJIIONPOM3BOJCTBA (HAa TMpUMEpPEe KOHKPETHOM
OpraHu3aIlvu).

4. ABTOMaTH3UWPOBAHHBIN JTOKYMEHTOOOOPOT M ApXUBHOE XpaHEHUE UH(DOpMAITUH:
po0JIEMBI U NIEPCIIEKTUBBI.

5. ABTOMATH3UPOBAHHBIA JOKYMEHTOOOOPOT Kak (YHKIHMOHAIbHAS CTpaTErus
yIpaBiieHUs (Ha KOHKPETHOM MIPUMEDPE).

6. AHanu3 JeATeNnbHOCTH cekperapss (upmbpl (Ha MpuUMepe KOHKPETHOM
OpraHu3alluu).

7. AHanu3 JOKYMEHTAllMOHHOTO OOECIeueHUsl yOpaBieHUs U pa3paboTka
NPEMIOKEHU 10 €ro COBEPUICHCTBOBAaHUIO (HAa TMpUMEpPEe KOHKPETHOMN
OpraHu3allvu).

8. AnHanM3 JOKyMEHTOOOOpOTa W TMYTH €ro ONTUMH3AIMU B CTPYKTYpHOM
MO/IPa3/IeJIEHUH BBICIIETO YYEOHOTO 3aBECHUS.

9. AHanu3 ¥ COBEPIICHCTBOBAHME JICIOBOM TIEpeNuCcKH (HAa  IpuMepe
MPEANPUATHSA ).

10. AHann3 W COBEpUICHCTBOBAHWE OpPTaHU3AIMH  APXUBHOTO  XPaHCHUS
JIOKYMEHTOB Ha NPEANPUSITHH.

11. AHanu3 UCHOJHEHUS COLMATbHO-TIPABOBBIX 3allPOCOB 3a MOCJIEIHUE TPU T0ja
(Ha mpuMepe KOHKPETHOTO apXuBa).

12. Ananu3 HOpPMATUBHBIX TPEOOBaHUN K JIOKYMEHTAIIMOHHOMY OOECIEYEHUIO
MPOXOXKIEHUS  TOCYJApCTBEHHOM  rpaxkaaHCKoW  ciaykObl  Poccuiickoit
denepanum.

13. AHanu3 HOpPMATHBHBIX TPEOOBaHWI K OpPraHM3AlMH M JOKYMEHTAI[MOHHOMY
00ECMEYEHUI0 TPOXOXKJAEHUS TOCYNAapCTBEHHOM TPaXkJIaHCKOW  CIIyKObl
cyobekTa enepannu (CyObEKT Mo BRIOOPY).

14. Ananu3 opraHuzaluuMd JOKYMEHTAIlMOHHOTO oOecreueHus AesiTeNbHOCTU
KOMMEpPYECKOM CTPYKTYpbl M €ro COBEpPUIEHCTBOBaHHWE (Ha NpHUMEpE
KOHKPETHON KOMMEPUYECKOU CTPYKTYPHI).

15. AHanmu3 TIOCTaHOBKM JOKYMEHTAIlMOHHOTO OOECHeYeHHUs: JAesITeIbHOCTU
VUPEKJICHUS, OpPTraHW3allil W HaNpaBJEHUS €ro COBEPUICHCTBOBaHUS (HA
IpUMeEpPEe KOHKPETHOIO FOCYAAPCTBEHHOI'O YUPEKICHUS, OPraHU3aL1n ).

16. ApxuBHOE XpaHEHHE B CUCTEME JIEKTPOHHOTO IOKYMEHTOO0OPOTA.

17. Bnusinue HOBBIX WH(OPMAIMOHHBIX TEXHOJOTHUH B JOKYMEHTOOOOpPOTE Ha
KaueCTBO yNPaBIICHUS YEJI0BEUECKUMHU 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. BHyTpeHHsIs periiaMeHTalus JOKYMEHTOBETYECKUX MPOLIECCOB B KOHKPETHOM
OpraHU3aluu.

21. BO3MOXXHOCTH  HCIOJb30BAHUSI COBPEMEHHOM OQUCHON TEXHUKH IS
ONTUMU3AIUU JOKYMEHTOO00pOTa OpraHu3aluu (Ha NpuMepe MpeanpusiTus).
22. BO3MOXXHOCTH  WCIIOJB30BAaHUS  CHCIHAIM3UPOBAHHBIX  MPOTPaMM  JUIS
COBEPIIICHCTBOBAHMS PabOThI ¢ TOKYMEHTAMU Ha MPEANPHATHH (Ha TpUMepe

NPEANPUATHSA).

23. BO3MOXXKHOCTH MPUMEHEHHUS] COBPEMEHHBIX MH(POPMAIIMOHHBIX TEXHOJOTUH B
JIEeATEIIbBHOCTH apXMBa OpraHu3aluy (Ha mpuMepe apXuBa IpeAnpUsITUs).

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

25. Borpochl TOKYMEHTUPOBAaHUSA U pabOTHl C JOKYMEHTAaMU B 3aKOHOAATEIIbHO-
IpaBoOBbIX akTax Poccuiickoil @enepanni.

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

27. Boripochl JTOKyMEHTUPOBaHHUS W pPabOThl C JOKyMEHTaMHd B HOPMATHUBHO-
paBOBbIX akTax Poccuiickor @Penepanum O TOCYJAapCTBEHHOW BOEHHOU
cityxkoe.

28. Borpocsl TOKyMEHTHUPOBaHUS W PabOThI C JOKyMEHTaMH B HOPMATHBHO-
mpaBoOBbIX  aktax  Poccuiickoi ~ ®depepanim 0 rocyAapCTBEHHOU
IPaBOOXPAHUTEILHOM CITyXkO0e.

29. Borpockl JIOKYMEHTHPOBAaHUS CO3JAHUS U JICITCIIBHOCTH aKIIMOHEPHBIX
00I1IeCTB B HOPMATHBHO-TIPABOBBIX akTax Poccutickoit deneparum.

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

31. JlokymMeHTaIIMOHHOE OOeCcIeueHne MPOXOXKIACHHUS (enaepalbHOW BOCHHOM
CIIykObI (Ha MpUMepe KOHKPETHOTO TOCYAapCTBEHHOT'O OpraHa).

32. JlokymMeHTaIImoHHOE OOEeCIICUCHHE MPOXOXKASHUS (PeaepalbHON TpakIaHCKOMN
CITY>KO0BbI (Ha mpUMeEpe KOHKPETHOTO TOCYAapCTBEHHOT'O OpraHa).

33. JIokyMeHTaI[MOHHOE oOecrieueHue MPOXOXKJICHUS benepabHON
IPABOOXPAHUTEIHHON CIYXObI (Ha MpUMepe KOHKPETHOTO TOCYAapCTBEHHOTO
opraHa).

34. JlIokyMeHTaI[MOHHOE oOecrieueHue MPOLIETyPbI aTTeCTaluu

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

35. JIokyMEeHTAIIMOHHOE OOECIIEYCHHE YMPaBICHUS B OpPTraHax TOCYJapCTBEHHOM
BJIACTH U YIIPABJICHUS (Ha IPUMEPE KOHKPETHOW OpraHu3alum).

36. JlIokyMEeHTAITMOHHOE 00ECTICUCHHE YITPABICHYECKOM ACATEIHHOCTH B YCIOBUSIX
MPUMEHEHUS aBTOMATU3WPOBAHHOW TEXHOJIOTMU (HAa MOpHUMEPE KOHKPETHOU
OpraHu3alluu).
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37. JlokyMEHTHpOBAaHUE aTTECTAIIMHM U OLIEHKH MPO(ecCHOHAIBbHON NesSTENbHOCTH
PaOOTHUKOB MPEITPUITHSI.

38. JlIokyMeHTHUpOBAaHHUE aTTECTAlMU U OLICHKU NMPO(ECCUOHATBLHON N1eITeTbHOCTH
PabOTHUKOB TOCYIAPCTBEHHOTO YUPEKIACHUSI.

39. JIokyMEHTUPOBAHUE TOCYAAPCTBEHHOM CIIyKObl POCCHUHCKOrO Ka3adyecTBa B
HOPMAaTHUBHO-TIPABOBBIX akTax Poccuiickon denepanuu.

40. lTokyMeHTUpOBaHUE JEATEIBHOCTH KaJpOBOM CIYKObl W HAMPABICHUS €TrO
COBEPILIEHCTBOBAHMS (Ha MPUMEPE KOHKPETHOM OpraHU3alim).

41. JIOKyMEHTUPOBAaHUE JESATEIBHOCTH OpPraHOB MECTHOTO CaMOYIIPAaBJICHUSA B
HOPMAaTHUBHO-IIPaBOBbIX akTax Poccuiickoii denepannn u ee cyObeKTOB.

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

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

44. 3akoHOJATENbHOE M HOPMATUBHOE PETYJIMPOBAHUE JEJIONPOU3BOICTBEHHBIX
IPOLIECCOB (B pa3IMYHbIE UCTOPUUECKHUE MTEPHOIBI).

45. 3aK0oHOAATENbHO-HOPMAaTUBHOE DPETYJIMPOBAHUE APXMBHOIO JieJla B CTpaHax
3amnaaHoit EBponbl u CIIA.

46. 3aKOHOAATEbHO-HOPMAaTUBHOE DPETYJIMPOBAHUE YIPABJICHUS JOKyMEHTaluen
B cTpaHax 3anaaHoit EBponsl 1 CIHIA (cTpansl o BEIOOpPY).

47. 3apoxJeHne, CTAHOBJICHUE U PA3BUTHE SKCIEPTH3bI IIECHHOCTH JTOKYMEHTOB B
JIEIOTPON3BOICTBE.

48. 3apyOexHOe apXUBOBECHUE: MTPOOJIEMbI HICTOPUH, TECOPHUU U METOA0JIOTHH (Ha
pUMepe KOHKPETHOTO TOCYIapCTBa).

49. 3apy0OexHble CTaHIAPTHl, pErIAMEHTHUPYIOIINE TMPOLECCHl  YIpaBICHUS
JIOKYMEHTAIUEH.

50. 3apyOexHbId  OMBIT ABTOMATU3AIMKM  YOPABJICHUS JTOKYMEHTHPOBAHHOM
uHdopmaIuein.

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

52. UudopmaninoHHO-TOKYMEHTAIIMOHHOE oOecrieueHue o0OpazoBarenbHOI
JeSITEIbBHOCTH (Ha KOHKPETHOM TIPUMEDE).

53. UndopmarimonHoe oOCTyKHMBAHHE PYKOBOJICTBA MPEANPUATHS — TPOOIEMBI
OpTraHU3AINH U PETYTUPOBAHUS.

54. Hcnionp3oBanue 3apyOeXHOTO OMbITA B OpPraHW3aIlMd JIOKyMEHTO00OpOTa
POCCUHCKAMH TIPEAPHUSITHSIMHI.

55. Ucnonb3oBanue 3apyOeKHOTO OMbITa B OpraHu3aluyd padOThl POCCUMCKUX
apXM1BOB.

56. lcnonp3oBaHne KOMIBIOTEPHBIX TEXHOJOTHI B paboTe ¢ ayIHOBU3YyaTbHBIMU
apXWBHBIMU JJOKyMEHTaMU (Ha MpUMepe KOHKPETHOTO apXUBa).

57. cnonp3oBaHue HOBBIX MH(POPMAIIMOHHBIX TEXHOJOTUH B MH(GOPMALMOHHO-
JOKYMEHTAIlMOHHOM O0€CIeuUeHUH YIpaBieHus (Ha KOHKPETHOM MPUMEpE).

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

60. KagpoBass cnmyx0a TrocyJapCTBEHHOTO OpraHa W JIOKYMEHTHPOBaHHE
MPOXOXKICHUS  TOCYJApCTBEHHOM  rpakaaHCKoW  ciaykObl  Poccuiickoit
deaeparuu (10 HOPMAaTUBHO-TIPABOBLIM akTaM P®d).

61. KagpoBass cnmyxx0a TrocyJapCTBEHHOTO OpraHa W JIOKYMEHTHPOBaHHE
MIPOXOXKJECHUS TOCYIapCTBEHHON NPaBOOXpPaHUTEIbHOU ciyx0bl Poccuiickoit
®depneparuu (10 HOPMAaTUBHO-TIPABOBEIM akTaM P®D).

62. KagpoBass ciayx0a TrocygapCTBEHHOTO OpraHa W JOKYMEHTHPOBaHHUE
MIPOXOXKJICHUS TOCYJApPCTBEHHOW BOCHHOW cIy:kObl Poccuiickoit denepanuu
(0 HOpMaTHUBHO-TIPAaBOBBIM akTaMm PD).

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

64. Mexnynaponnas crangaptuzainusi B JIOY (uctopus Bompoca, COBPEMEHHOE
MIOJIO’KEHUE JIETI, BOJIIOIMS MpoLiecca).

65. MexayHapoaHas cTaHIapTU3alusg HHPOPMAIMOHHBIX TTPOLIECCOB.

66. Mecto u ponb kiaccudukaropoB TOCHU B uHbOpMAIIMOHHOM OOECIICUEHUH
yhnpaBiieHus (Ha IpUMepe KOHKPETHBIX KIACcCU(DPHUKATOPOB, MCIOJIb3YEMbIX B
KOHKPETHOM OTpacCiu, MPEIPUITHH).

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

68. MeTtoanueckne acmeKkThl OpraHU3allii JOKYMEHTAIlMOHHOTO O0ecTeyeHus
YIPABJICHHUS.

69. Meroandeckoe obOecrnieueHre KOH(PHUACHIIMAIBHOTO JEJIOMPOU3BOCTBA (HA
npuMepe MPEAIPUITHS).

70. MOHUTOPUHT TIOTOKOB JOKYMEHTOB OPTaHHM3aIlldd Ha OCHOBE COBPEMCHHBIX
UH(OPMAITMOHHBIX TEXHOJIOTHH.

71. Homenkiatypa nen ¥ WX pOJib B OpraHu3anuu paboThl C JOKYMEHTAMH
IOPUIUYECKUX JIUI Pa3HbIX (POpM COOCTBEHHOCTH (Ha KOHKPETHOM MPUMEPE).
72. Opranu3aliOHHO-TIPABOBOE M JIOKYMEHTAIIMOHHOE OOECIeYeHHE YIpaBiICHUS

rOCyapCTBEHHOTO YUPEKIeHUs (HA KOHKPETHOM MpUMeEpe).

73. Opranu3aloOHHO-TIPABOBOE M JIOKYMEHTAIIMOHHOE OOECIEUYCHHE YIpaBICHUS
roCcyJapCTBEHHOT'O OpraHa (Ha KOHKPETHOM IIpUMepe).

74. OpraHu3allMOHHO-TIPABOBOE U JOKYMEHTAIITMOHHOE OOECIICUCHHUE YNPaBICHUS
MYHULIUTAIHHOTO OpraHa (Ha KOHKPETHOM IIpuMepe).

75.0prann3aiioOHHO-TIPABOBBIC u JIOKYMEHTAIMOHHOE obecrieueHue
NEATEIIBHOCTH KOMMEPYECKOT0 MPeANnpUsITUs (Ha KOHKPETHOM MPUMEPE).

76.0Opranuzanusi apxuBa Kak CTPYKTYpHOTo mojpasjaeneHus cinyxoel JIOY
KOMMEPYECKOTO MPEAPUSTHS.

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

78. Opranmszanus JIOCTyNa K AapXWBHBIM JIOKYMEHTaM H©  JIOKYMEHTHOM
uH(dOpMaIUK, COJIEpPKAIUM MEPCOHATBHBIC TAHHBIE (Ha IPUMEpPe KOHKPETHOTO
apXxuBa).
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79. Opranmzanuss ¥ TNOBBIIIEHHE 3(PPEKTUBHOCTH KOHTPOJS  UCHOTHEHHS
pacnopsiIUTENbHBIX JOKYMEHTOB Ha MPEANPUSITHH.

80. Opranuzanys M COBEpPUICHCTBOBAHHWE paOOThl MOMOIIHUKA PYKOBOIUTEIS
(cexpeTaps, cekpeTapsi-peepeHTa) Ha MIpUMeEPEe KOHKPETHOTO MPEITPUSITHSI.
81. Opranuzanusa nHGOPMAITMOHHOTO OOeCTIeYeHUS ACSITEIIbHOCTH PYKOBOIUTENS.
82. Opranmzanusi TpeACTABUTEIBHON (3aKOHOJATEIBHOM) BIAcTU B CyOBEKTe
Poccuiickoit deneparuu u nHGOPMAIIMOHHO-IOKYMEHTAIIMOHHOE 00ECTIeUeHHE

€€ IeATEIIbHOCTH.

83. Opranmsanus pabOThl KaHIEISPUH TOCYIApCTBEHHOTO yupexacHus Poccum
XVI-XIX BB.

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

85. Opranu3anus paboThI C IEJTOBBIMH MUCHbMAaMH | ITyTH €€ COBEPIICHCTBOBAHMSI.

86. Opranuzanus paboThl C JOKyMEHTaMH B KaJIPOBOM CIIy»KO€ rocyJ1apCTBEHHOTO
yupexaeHus (Ha KOHKPETHOM MPUMEPE).

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

88. Opranuzanus ciyx06s1 JJOY B ycinoBusix GyHKIMOHUPOBAHUS KOMMEPUECKOTO
MPEANPUATHUS.

89. Opranuzanus ymnpaBieHUsl JOKyMEHTaIMe 3a pyoexxoM (1o mepuojam, Judo
110 CTpaHaMm).

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

91. OcobeHHOCTH KIUMATOJIOTHYECKOTO OOECTICUCHUS COXPAaHHOCTH apXHUBHBIX
JIOKYMEHTOB Ha TeppUTOpUN YenssOMHCKON 00IacTy.

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

93. OTpakeHHE BOMPOCOB JTOKYMEHTAIIMOHHOTO OOECICUCHUSI YIMPABICHUS B
NEePUOINYECKUX U3JIAHUSX.

94. [lepcniekTUBHBIC HAIIPABJICHUS B PA3BUTHH apXUBOBeeHUS B Poccum.

95. [lepcniekTUBHBIC HAIIPABJICHUS B PA3BUTUU JIOKYMEHTAIIMOHHOTO OOECIIeUEHUs
yrpasienus B Poccun.

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

97. IloBbrienne 3¢HEKTUBHOCTH PabOTHI apXKBa B YCIOBHUSX MPUMEHEHUST HOBBIX
UH()OPMAITMOHHBIX TEXHOJIOTHH.

98. IlocTraHoBKa JOKYMEHTAITMOHHOTO OOECIEUECHUS JIESITEIBHOCTH  CITY>KOBI
KaJIpOB M HAMpaBJICHUS €Tr0 COBEPIICHCTBOBAHWSA (HAa MpPHMEpPEe KOHKPETHOU
OpraHu3alIlvn).

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

100. TlocTtpoenue coBpeMeHHOW HHGPPACTPYKTYphl OpraHu3anuu (Ha MpUMEpe
KOHKPETHOI OpraHu3aIuu).

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

102. TIpaBoBbIe, OpraHHU3aIMOHHBIC, TEXHUYECKHUE ACMEKThl HCIOJIb30BAaHUS B
YIPABJICHUH JIEKTPOHHBIX TOKYMEHTOB.
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103. TlpumeHeHME TOCYIAapCTBEHHBIX CTAHAAPTOB IO JOKYMEHTAIHOHHOMY
YIPABJICHUIO B JACJIONPOU3BOJICTBEHHOM IEATEILHOCTH MPEIITPUITHS.

104. TlpumeneHue METOAOB OIM(PPOBKHY IOKYMEHTOB B COBPEMEHHOM apXuBe (Ha
npuMepe KOHKPETHON OpTraHU3alINH ).

105. IlpumeHeHHE COBPEMEHHBIX TEXHOJOTUH TIPU pecTaBpallid 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. TIIpoOnema XHIEHUS APXUBHBIX JOKYMEHTOB, MEpbl 0OE30MACHOCTH H
3aIUTHI (Ha IpUMEPE KOHKPETHOTO apX1Ba).

109. TIIpoGnembl  aBTOMaTH3allMd  JOKYMEHTAI[MOHHBIX  MPOILIECCOB B
OTEYECTBEHHOM U 3apyOeKHOI TuTeparype.

110. IIpoOGaemsl coznanus u popmupoBanus ciyx0b1 JIOY Ha npeanpusiTum.

111. TlyTu coBepUIEHCTBOBAHUSA TOKYMEHTALMOHHOI'O OOECIIEUCHUS YIPaBICHUS
B COBPEMEHHBIX OpraHU3alMsIX (OpraHu3alMOHHO IPABOBOM BOIMPOC).

112. Pa3BuTue BUIOB U GopMyJIsipa TOKYMEHTOB B JIOPEBOIIOIIMOHHON Poccuu.

113. Pa3BuTue BUIOB U GopMyIIsipa TOKYMEHTOB B coBpeMeHHoi Poccuu.

114. Pa3BuTHE MEXIyHApOIHOTO COTPYAHHYECTBA APXMBHUCTOB: MPOOIEMBI H
MIEPCTICKTHUBBI.

115. Pa3paboTka KOMIUIEKTa JIOKYMEHTOB JIi PETUCTpAllMM W OpraHu3aluu
JESITEIbHOCTH TIPEATIPHUSITHSL.

116. Pa3paboTka METOAMYECKHX PEKOMEHIAIMI MO MOATOTOBKE M MPOBEIACHUIO
CITY>K€OHBIX COBEIIaHUI (Ha MpUMeEpe...).

117. Pa3paboTka METOAMYECKHX PEKOMEHAAINI MO MOATOTOBKE M MPOBEACHUIO
HKCIEPTU3BI HEHHOCTU apXUBHBIX TOKYMEHTOB.

118. Pamnumonanuzamus U cucTeMaTU3aIus JeI0MPOr3BOACTBA MPEATIPUSTHS.

119. Pecypcol HuTepHera Kak OOBEKT AapXUBHOTO XpaHEHUsS: TPOOIEMBbI
HKCIIEPTU3BI IEHHOCTH.

120. Ponp wHGbOpMAIIMOHHOTO OOECreYeHus: yIOpaBiCHUS B  peau3aiuu
KOHLENIHNH «DJIEKTPOHHOE MPABUTEIHCTBOY.

121. Cucrema  JACNONPOHM3BOJCTBA  IEpHUOJA oOpa3oBaHUs  PYCCKOTO
nentpanuzoBanHoro rocyaapcrsa (XV-XVII BB.).

122. Cucrema ynopaBieHHS JIOKYMEHTOOOOPOTOM Kak CIOCOO0  pa3BUTHUSA
MPEANPUHUMATEIBLCKON CPEBI.

123. Cucrematuzanus u odecriedeHue COXpaHHOCTH JIOKYMEHTOB.

124. CoBepuieHCTBOBaHME JOKYMEHTAIIMOHHOTO OOECleueHHus aTTecTaluu
KaJpoB 00pa30BATEIBHOTO YUPEIKICHHMS.

125. CoBepuIeHCTBOBAHHE JOKYMEHTALlMOHHOTO OOecleueHusl yIpaBlIeHUS B
YCIIOBUSIX TIPUMEHEHUS HOBBIX HH(POPMAIMOHHBIX TEXHOJOTHH (HAa mpuUMepe
KOHKPETHOI OpraHu3aIuu).

126. CosepiieHCTBOBaHHE Pa0OThI IO OPTaHM3AIMU KOHTPOJS HCTIOTHEHUS
oOpaleHuii rpak/iad B MyHUITUIIAJILHBIE OPTaHbl YIIPABICHUS.
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127. CoBepiieHCTBOBaHHE PalbOTHl C JOKYMEHTHOW WH(pOpMAIMell B cHUCTEMe
COBPEMEHHOTIO arapaTa yrnpaBJIeHUsI.

128. CosepiieHcTBOBaHWE pabOTHI ¢ TMpUKa3aMH 110 JIMYHOMY COCTaBy B
HEroCyJapCTBEHHOM YUPEKICHUU.

129. CoBeplIieHCTBOBaHHWE CHUCTEMbl ApPXMBHOI'O XpaHEHUs JOKYMEHTOB (Ha
KOHKPETHOM TIpUMeEpe).

130. CoBeplieHCTBOBaHHUE CUCTEMBI 3aIUThl JOKYMEHTAIIMOHHOTO o0OecreyeHus
npeanpusaTus (Ha KOHKPETHOM MpPUMEpE).

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

132. CoBpeMeHHBIE aBTOMATU3MPOBAHHBICE CHCTEMbl apXHUBHOTO XPaHEHUS
JIOKYMEHTHOU MH(pOpMAaIIHH.

133. CoBpeMeHHbIe 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 onTUMaidbHBIX U (PPEKTUBHBIX YCIOBUW Tpyla CEKpeTaps Ha

MPEANPUSATUH.
136. Coznanue onTUMAIBHBIX YCIOBUN Tpy/Ja paOOTHUKOB apXHBa OpraHU3alIUU.
137. Coznanue ONTUMAJIbHBIX yCIIOBUI Tpyna pabOTHUKOB

JEJIOMPOU3BOACTBEHHOM I€SITEIbHOCTH.

138. Cosmanue udpoBbIX ayIMOBU3YyAIbHBIX apXWBOB B Poccuu: mpoOiieMsl 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 M OCHOBHOE HA3HAYEHHE JOKYMEHTAIIMOHHOTO oOOecreueHus
YIPABJICHUS] B COBPEMEHHBIX YCIOBHSIX.

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

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

145. VYmnpapneHue AOKyMEHTalMeW (Ha MNpUMepe KOHKPETHOW CTpaHbl, OO
coobmects ctpad - EC, CHI" u T.11.).

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

147. DkcmepTu3a IEHHOCTU JOKYMEHTOB B JEJIOMPOU3BOJCTBE: 3apOKJICHHUE,
CTaHOBJICHUE U Pa3BUTHE.

148. DnexkTpoHHBIA JOKYMEHT KaK OOBEKT apXMBHOTO XpaHEHUs (Ha MpuMeEpe
KOHKPETHOM OpraHu3aluu).

61



NPUJIOXEHUE b
Oobpasen opopmienuss TutyabHoro gucra BKP

MHHUCTEPCTBO HAVKHU U BBICILIIEI'O OBPA3OBAHUS POCCUCKOM ®EJIEPAITN
OEJIEPAJIBHOE I'OCY JAPCTBEHHOE BIOJIUKETHOE OBPA30OBATEJIBHOE YYPEX-
JEHUE BBICHIET'O ObPA3OBAHIA
«MATHUTOIOPCKUI TOCYJJIAPCTBEHHBIM TEXHUUECKUI YHUBEPCUTET
M. I'1. HOCOBA»

WHCTUTYT SIIUTHBIX POrPaMM H OTKPBI-

TOro 00pa3oBaHuUs

Kadenpa negarormueckoro oopazoBaHus
U JIOKyMEHTOBEICHUS

Hanpasnenue noarorosku 46.03.02 [lo-

KYMCHTOBEJICHHE U apXUBOBEIICHHUE

JlomycTuth K 3ammre
3aBenyrouuii kageapoit

/C.C. BenukanoBa
« » 20 T

BBIITYCKHASA KBAJIM®OUKAIIMOHHASA PABOTA

O6yuaromierocst TpoikoBoit Mapuu_AHIpeeBHbI
(pamunms, UMs1, OTYECTBO)

Ha Temy: COBEPIIEHCTBOBAHUE OPITAHU3AIINN KAJIPO-
BOTI'O JIEJIOITPOU3BOJCTBA OO0 «AB3AKOBO» BEJIOPEIIKOI'O
PAMOHA PECITYBJIMKU BAIIIKOPTOCTAH

(MOIHOE HAUMEHOBAHUE TEMBI)

BKP Brimonnena Ha 119 crpanuiax
I'padmueckas yacTh (yka3aTh NpU HATUYUH) HA JMCTax

PykoBoaurens: .. nonent kad. [TOu/l, xkana. GuiIol. HayK, 10-

1eHT, Amoxuna Ceeriiana AHaToIbEBHA

KoncynpTanT(b1)(IIpy HATUYHUN)

Penien3enT(b1)(ipy HATUYUH)

(moanuck, nata, JOMHKHOCTh, YU€Has CTeNeHb, yueHoe 3Banue ©.1.0)

(moamuck, nara, TOJDKHOCTh, YYCHAs CTENEeHb, yueHoe 3Banue, ©.11.0)

(HO,HHI/ICI), JaTta, 10JDKHOCTb, YUCHasd CTCIICHb, YUCHOC 3BaHUC, CDI/IO)

HopMokoHTponb 1 npoBepka OO6yuaromuiics
Ha QHTHUILJIATUAT BHITIOJTHEHEI. (moamuce)
OpurnHaJIBHOCTH TEK- « » 20 T.
%
/ /
(moamucek, nata) (®.1.0.)

Maruautoropck 20
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HPUJIIOXKXEHUE B
Oopasen opopmiienus coaep:kanusa BKP

COJIEP’)KAHUE

BBEIIEHUE. ... e e 3

TJTABA 1. BATOJIOBOK . ...t e 7

L B 12 /) (0): 10 /PP 7
LG 71 011 (0] 10 - 20
BBIBOABI TIO TJIABE 1. 34
TJIABA 2. BATOJIOBOK . ...t e 35
0 TG 7 031 )10 < 35
G T | 0 N1 0] 101 - 50
BBIBOIBITTO TJIABE 2.t e 69
BAKITHOUEHUE. ... e e e e e e e e 70
CITMCOK UCITOJIb30BAHHBIX UICTOUYHUKOB.........ccoiiiiiiiiiiiieee, 73
TIPUJTOKEHMS. . ... e 77
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IMPUJIOKEHUE I

Oo0pa3zen opopmiieHHs cnucka ucnoab30BaHHbIX B BKP ncrounnkon

CIIMCOK HUCITOJIB30BAHHbBIX NCTOYHUKOB

1. O rocynapctBenHoM si3bike Poccuiickoit @enepannn [DNEKTPOHHBIN pe-
cypc]: denepanbubiii 3akoH Poccmiickoit deneparuu ot 1 urons 2005 r. Ne 53-
@3. — Pexxum noctyma: http://www.gramota.ru/spravka/docs/16 3.

2. TOCT P 6.30-2003. YuuduuupoBaHHasi CHUCTEMa OpPTaHU3AIMOHHO-
pacmopsiANTeILHON JOKYMEHTAu. TpeOoBaHus K OPOPMIICHUIO TOKYMEHTOB. —
M., 2003. - 17 c.

3. CMK-O-CMI'TY-36-16. Cucrema MeHemxMeHTa kadectBa. CTaHmapt
opraHu3anuu. BeimyckHas KBau@uKalMoHHAs paboTa: CTPYKTypa, COJAEpKaHUE,
oOuue mnpaBuia BhIMOJHEHUST W odopmieHus. Bepcuss 3. Jlata BBeaeHwus:
01.04.2016.

4. Kysuenor W. H. [lenonpou3BoACTBO: y4.-ClipaB. mocodue. — 4-¢ u3., Ie-
pepab. u gon. — M.: U3znarenbcko-ToproBas opranuzanus «/lamkos u K'», 2007. —
520 c.

5. Opra"u3anuoHHO-pacClopsiAUTENbHAS JOKyMEeHTaIus. TpeboBaHus K
o(OpPMIICHUIO JOKYMEHTOB: MeToI. pekoMeHanuu no BHeapenuto ['OCT P 6.30—
2003/ PocapxuB; BHUUIAH; Cocr. M.Jl.TaBoun wu np.; oOm. pen.
M. B. Jlapun, A. H. CokoBa. — M., 2005. — 90 c.

6. Pozenrans [l. O., Ixanmkakosa E. B., Ka6anosa H. [1. CnpaBounuk 1o
PYCCKOMY $I3BIKY: TPABOIMCAaHUE, MPOU3HOIICHUE, JIUTEPATypHOE pPEIaKTHPOBa-
nue / . O. Pozentans, E. B. [I)xanmxakoBa, H. I1. KaGanosa. — 3-e uzg., uchp. —
M.: Aiipuc-nipecc, 2006. — 768 c.

7. KOcunoa E.I'. ®opMbl HamucaHus 4YHCel B TEKCTE JIOKYMEH-
TOB // Jle10npon3BOACTBO U JOKYMEeHT0000poT Ha npeanpustun. — 2007. — Ne 8. —

C. 66-74.
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IMPHUJIOKEHUE I

Oopa3zen opopmiienus npuiioxenusi kK BKP

HNPUJIOKEHHUE A
OPTTAHU3ALIMOHHASA CTPYKTYPA ITAO «ITAPYC»
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ITPUJIOKEHUE E

Oo6pa3zen opopmiienus 3axanusi Ha BKP

MUHHUCTEPCTBO HAYKHU U BBICIIEI'O OBPA3OBAHUS
POCCUNCKOU ®EJEPALINU
®EJEPAJIBHOE I'OCY JAPCTBEHHOE BIOJ[)KETHOE OBPA30BATEJIbHOE
YUPEXIEHUE BBICILIEI'O OBPABOBAHUS «MATHUTOI OPCKUI TOCYJAPCTBEH-
HbIM TEXHUYECKUM YHUBEPCUTET UM. I 1. HOCOBA»

Kadenpa nenarormyeckoro obpaso-
BaHUs JOKYMEHTOBE/ICHUS

YTBEPX/IAIO:
3aBenyromnmii kKageapoit
/C.C. Benukanosa/

« » 20 T

BBIITYCKHAS KBAJIM®UKAIIMOHHAS PABOTA
3AIAHUE
Tewma: CoBepIICHCTBOBAHNE OPraHM3aliu Kaaposoro nexornponssoacrtsa OO0 «Ab3ako-

BO» benopernkoro pariona PecnyOnmku bamkoprocran

(TI0JTHOE HANMEHOBaHHE TEMBbI)

OO6yuaromemycs TpomkoBort Mapuu AHIPEEBHBI

((paMuust, UMS1, OTYECTBO)

Tema yTBepkaeHa npukazoM Ne oT 20 T
CpoOK BBINOIHEHUS « » 20 T

Hcxoanabie JaHHBIE K pa60Te: Llenp mccnemoBaHus — M3YUCHHUE OPTaHM3aIlMH KaJIpOBOIO Jie-

JIOIIPOM3BOJICTBA HM_pa3pa00TKa PESKOMEHIAIMKM IO COBEPIICHCTBOBAHMIO KaJpPOBOr0 ACIO-

opousBosictea B OO0 «A63akoBo» beropenkoro paiiona Pecniyoianku bankoprocrad.

OOBEKT HUCCHEIOBAHNUS — OPraHU3aLMs KaJIPOBOT0 AEJIOMPOU3BOACTBA HA OPEIIPUATHIX.
[IpenMer uccienoBanusa — KaapoBoe aenornpons3Boactso B OO0 «A03akoBoy» bemopelkoro

pariona PecnyOoauku banikoprocrad.

3ajaun NCCIIEJOBAHUS:

1) packpbITh cOEpKAHUE MOHATUS KaAPOBOE JIEIOIPOU3BOACTBO;

2) U3YYUTH HOPMATHUBHO-IIPABOBYIO M HOPMATHBHO-METOJMYECKYIO 0a3y, periaMeHTHUPYIO-
IIYI0 KaJPOBOE ASAONPOU3BOJICTBO NPEAIPUATHIA;

3) marp 06myro xapakrepuctuky OO0 «A63akoBo» benopernkoro paiiona Peciyonuku ba-

KOPTOCTAH,
4) IPOaHAIN3UPOBAThL OPraHMU3ANMI0 KAJAPOBOI0 jenonpou3BoiacTea B OO0 «A03akoBO» be-

JIOpeLKoro paona Pecnyoianku bamkopTocTad ¢ TOYKU 3PEHUS COOTBETCTBUS COBPEMEHHOM
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HOPMAaTUBHOII Oase;

5) pa3paboraTh PEKOMEHIALMHA [0 COBEPIIEHCTBOBAHUIO KAJIPOBOrO AEIOMPOU3BOJNICTBA B
000 «A03akoBo» benopenkoro parion Pecriyonuku bamkoprocras.

[Tepedens BOPOCOB, MOJUIEKAIIUX Pa3paOdOTKE B BHITYCKHOM KBaJM(UKAITMOHHON paboTe:
1. Conepxanue NOHATHS KaJpOBOrO JAEJONPOU3BO/ICTRA.

2. HopMaTuBHO-IPaBOBBIE OCHOBBI KaIPOBOTO JEJIONPOU3BOJICTBA.

3. HopMaTUBHO-METOANYECKUE OCHOBBI KaIPOBOTO JACIONPOU3BOICTBA.

IIpakTHueckas 4acThb

1. XapakTepucTuKa AeSITENbHOCTH OPraHU3aluu KaapoBoro aenonpoussoactea Q00 «Ab63a-
KoBO» benoperkoro paona Peciiyonnku bamkoprocran.

2. AHany3 opra"gusanuy Kajaposoro aeixonpoussoactea OO0 «A03akoBo» bemoperkoro
pariona PecnyOanku banikoprocrad.

3. IlpemmokeHUs 0[O COBEPLICHCTBOBAHUIO OPraHW3allMU KAaApPOBOrO AEJIONPOU3BOIACTBA
000 «A03akoBo» benopenkoro pariona Pecnyoaunku bamkoprocras.

I'paduueckas yacth (npu Hanuuuu). OTCYTCTBYET

KoncynpTanTsl o padote (C ykazaHHEM OTHOCAIIUXCSI K HUM Pa3fielioB) (npu HaIuUuuu).
He nasznaganuce

PykoBoauTens: /_C.A. Anoxuna /
(moamucek, gata)

3aanue moTydn: /_M.A. TpomkoBa /
(monmuck, nata)
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ITPUJIOKEHUE K

O0pazen opopmieHns1 KajJleHAApPHOTO0 rpauKa

MUHUCTEPCTBO HAYKH U BBICILIET'O OBPA30OBAHM S POCCUMCKOM ®EJIEPALIMN

OEAEPAJIBHOE I'OCY JAPCTBEHHOE BIOJIDKETHOE OBPA3OBATEJIBHOE YUPEX/IEHHE
BBICIIEI'O TIPO®ECCHUOHAJIBHOI'O ObPA3SOBAHIA
«MATHUTOI'OPCKUUN I'OCYJAPCTBEHHBIM TEXHUYECKNN YHUBEPCUTET

M. I'1. HOCOBA»

WHCTUTYT SJUTHBIX IPOTPAMM U OTKPBITOTO 00pa30BaHuUs
Kadenpa nenarornueckoro oopa3oBaHusi U JOKYMEHTOBEICHUS

Kanennapubiii rpaguk

BBIITOJIHCHU A BBIHYCKHOﬁ KBaHI/IQ)I/IKaI_II/IOHHOI‘/‘I pa6OTI>I

Oovuaromerocs Yepuosoit Taresaubl AJIeKCaHIpOBHEL, 5 Kypce, 1JIA0-14-14
(pamunus, umsa, omuecmso, Kypc, paxyromem, 2pynna)
Tema BKP: OpranusanvoHHO-IPaBOBbIE JOKYMEHTHI M OPraHU3allMOHHOE o0OecneueHrne

nesreapHoctd MBJIOY «lerckuii cag Ne 5 p.n. Marautka KycuHCKUEA paiiony
(I’lOJlHOé HAUMEeHOBAHUE membl Bbll’lyCKHOIZ KGLUZM(Z)MKLZL[MOHHOIJ pa6ombl 6 coomeemcmeuu ¢ npuKa30M 06

ymeepacoenuu mem BKP u nasnauenuu pyxosooumeneii)

Ne Orans! BeinoiaHeHus BKP Jata (cpoK) BEIITOTHEHUN OtMmeTka
n/m TUIaH daxt pykxoBoautens BKP
WJTU 3aBE/IYIOIIETO
kadeapoit
O BBITIOJIHCHUH

1. Paspabotka crpykryper BKP. IIposenenue | 01.09.2018 01.09.2018

JHUTEpaTypHOro 0030pa
2. Coop akTrueckoro Mmarepuana (jabopa- | B meuenue 200a B meuenue

TOpHBIE, UCCIIEOBATEILCKUE PabOTHI U JIp.) eo0a
3. ITonroroBka pykonucu BKP B meuenue 200a B meuenue

200a

4, Hopabotka texcta BKP B cootBerctBHU C | 3a 2 mecaya do 3a- | 17.04.2019

3aMEYaHHIMU PYKOBOJUTEIS wumol
5. [IpenBapurenbnas 3ammra BKP na xadenpe | 3a [ mecay oo sawu- | 17.05.2019

mul
6. O3HaKOMJICHHE C OT3BIBOM PYKOBOJIMTEIS 3a 5 karenoapneix | 12.06.2019
OHell 00 3auumol

7. IMoaroToBka mokiana U mpe3eHTanoHHOro | 3a 10 kanenoapwwvix | 07.06.2019

MaTepuana OHell 00 3auumol
OO6yuaromuiics T.A. YepHoBa

(noonucv)
PykoBogurens BKP C.A. AHOXUHa
(noonucvw)

3aBemyromuit kadenpoit C.C. BenukanoBa

(noonucvw)




NPUJIOXEHUE U
Oopazen opopmienus pegepara BKP

PE®EPAT
BbINYCKHOM KBAJTM(PUKAITMOHHOMH PadOThI
cryaenTku rpynnbl A1NMJ1A0-14-14 TpomkosBoit Mapun AHapeeBHbI

Ha TeMy: CoBeplIEHCTBOBAHME OPraHU3AIMN KA/IPOBOIO J1€J0IPOU3BO/I-
crtBa Q00 «A03akoBo» besopenkoro paiiona Pecnyoaukun bamkoprocran

O6wéM BKP: 119; xonuuectBo minmoctpanuii: 0; TaGmuIl: 2; MpHIIOKEHUMN:
6; MCTIOJTE30BaHHBIX UICTOYHUKOB: 65.

KimoueBsie cioBa: KAJIPOBOE JIEJIOIIPOM3BOJICTBO, TPYIOBOU
KOIAEKC, MTHCTPYKIUA 110 KAJIPOBOMY JNEJIOITPOU3BOACTBY, CO-
BEPIUIEHCTBOBAHMUE, ITPUEM HA PABOTY.

[IpenmeToM uccnenoBanus sABISETCS KaapoBoe Aenonpon3Boactso B OO0
«A03akoBo» benoperkoro paiiona Peciyonnku bamkopTrocras.

[lens pa®oThI 3aKiIIOYaETCSl B M3YYCHUU OpPraHU3alliy KaJpOBOTO JIEIOMPO-
W3BOJICTBA M Pa3pabOTKa pEeKOMEHIAINA 10 COBEPIIICHCTBOBAHUIO KaJPOBOIO Jie-
nonpousBojaictBa B OO0 «A0G3akoBo». B xone mpoBefeHus UCCASIOBAHUS ObUIH
WCIIOJIB30BaHbl CIEAYIOIINE METObI: 0030p M aHaJIU3 HOPMATHUBHO-TIPABOBBIX aK-
TOB, Y4€OHO-METOIUYECKON JINTEPATyPhl, NIEPHUOUUECKUX U3TaHUMN, CUHTE3, CPAB-
HEHHEe, 0000IIeHNE PEe3yJIbTATOB UCCIEAOBAHNS.

OcHOBHBIE Pe3ybTaThl pabOThl COCTOST B ONMMCAHUU PEKOMEHJIALMM MO CO-
BEPIICHCTBOBAHUIO KaJpoBoro aernornpon3Boactea B OO0 «Ab3akoBo» benopert-
Koro paiioH Peciy6nuku bamkopTocTaH.

Pe3ynbTaThl HcclieIOBaHUS MOTYT OBITh HCIOJB30BaHbI B JICSITEIHLHOCTH
KaJpOBBIX CIy)XO opranuzanuii. BHeapeHHe pe3yabTaToB UCCICAOBAHUS MOXKET
CIIOCOOCTBOBATh COBEPIIEHCTBOBAHUIO KAJIPOBOTO JIEJIOMPON3BOJICTBA B OPTaHMU3a-
IUSX.

[IpakTrdeckas 3HaUUMOCTh pabOTHI 3aKiIrouaeTcss B pazpaboTke MHCTpyK-
uu 1o kaapoomy paernonpousBoAcTBY OO0 «A63akoBo» benoperikoro paiiox

PecnyOnuku bamikoprocrtas.
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NPUJIOXKEHUE K
MakeT 0T3bI1Ba HAYYHOro pyKoBoautesst na BKP

no nanpasaenuto noarorosku 46.03.02 /lokyMeHTOBEIeHIe U APXUBOBEAeHNE
OT3bIB

Ha BBITYCKHYIO KBaTU(UKALUOHHYIO paboTy
«

»

(Tema BKP)
00y4aromerocs IpyIIbI Kypca dbopMbI 00yUeHHS

(ouHO/3204HON)

OI'bOY BO «MarHutoropckuii rocyJapCTBEHHBIM TEXHUYECKUN YHUBEPCUTET
uMm. I'.11. Hocosa»

(nanpaBnenue noArotoBku 46.03.02 JIoKyMEHTOBEICHHE U apXHUBOBEICHHE)
Damuins, UMsi, 0TYECTBO 00YYAIOLIEroCcs NMOJHOCTHI0 B P.11.

B Tekcre oT3bIBa [aeTcd XapaKTepUCTUKA MPOJECIAHHONW padOThl CTy/EHTa-
BBIYCKHUKA B Tiporniecce BoinojHeHuss BKP: crenens noctmkenus nenu u 3aaad BKP; ak-
TyaJIbHOCTh U 0011ast xapaktepuctuka BKP; Hanuuue v 3HaUMMOCTh MPAaKTUYECKUX TPE-
JOKEHU W pekoMmeHaanuii, copmynupoBanHbix B BKP; mpaBunbHOCTE Odopmiienus
BKP, Bkito4asi OLEHKY CTPYKTYpbI, CTHJIS, A3bIKa W3JIOKEHUS, A TAKXKE HCIOJb30BAHUSA
TaOJIMYHBIX W TpaQHUUECKUX CPEACTB NPEJCTaBICHUS HHPOpPMAIUM; BIaJCHUE aBTOPOM
paboTh! poeccnoHAIbHBIMY 3HAHUSIMHU, YMEHUSIMU U HaBbIKaMU (KOMIIETEHLUSIMHU) B CO-
orBeTcTBUU ¢ TpeboBanusamu OI'OC BO no nHanpasienuro noAroToBku JlokymMeHToBee-
HUE U apXWBOBEIEHUE, YTBEp)KIAeHHOro npukazom Munucrepersa ot 00.00.0000 Ne 000,
KBAIM(PUKALIMOHHBIE XapaKTEPUCTUKHU BBIITYCKHUKA B COOTBETCTBUH C TPEOOBAHUAMHM MPO-
rpammoii ' MA; HenocTaTku paboOThl, €CIM TaKOBbIE UMEIOTCS; OLEHKY U PEKOMEHAALMH
bP k 3amure.

Hay4Hp1i1 pyKOBOAMTEID

3BaHUE, YY€Has CTENEHb, JOJIXK-
HOCTh KadeApbl JOKYMEHTOBEJe-
Hud U apxuBoBenenus ®I'6OY BO

«<MI'TY um. I'.1A. HocoBay N.0. amunus
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70



