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1. O01ue moJ10KeHus

I'ocynapctBenHas UTOTOBast aTTecTauus IIPOBOJUTCS rocyJ1apCTBEHHBIMU
9K3aMEHALIMOHHBIMA KOMUCCUSIMU B LIETISIX ONPEJEIIEHNS COOTBETCTBUS PE3yJIbTaTOB OCBOCHUS
oOyyaromuMucsi ~ 00pa3oBaTeNbHBIX  MPOrPaMM  COOTBETCTBYIOIIMM  TpeOOBaHHUAM
(benepaabHOro TOCYAapCTBEHHOTO 00pa30BaTENIBHOTO CTAaHAAPTA.

baxanasp no HampasiieHuto noarotoBku 46.03.02 JlokyMeHTOBEIEHUE U apXUBOBEICHUE

B COOTBETCTBUM C mpoduiem oOpa3oBarenbHON mporpammbsl J[OKyMEHTOBEICHHE U
JOKYMEHTAI[MOHHOE 00eCIeueHUe YIPaBICHUs J0JIKEH ObITh MOJArOTOBJIEH K PELIECHUIO 3a7a4
po(hecCHOHATEHON ACATEIIEHOCTH CIICAYIOIINX THUIIOB:

— TEXHOJIOTUYECKUN

— OpraHM3alMOHHO-YIIPaBICHYECKUN
B cootBercTtBMM ¢ 3amauamu  TpO(PECCHOHATLHON JIEATETHHOCTH BBIMYCKHUK Ha

roCyJapCTBEHHON HMTOTOBOM aTTECTallMM JIOJDKEH I[I0Ka3aTh COOTBETCTBYIOUIMN YpPOBEHB
OCBOCHHS CIEAYIOIIUX KOMIETEHIIHI:

YHuBepcajibHble KOMIIETEHIMU:

— YK-1 - Crioco6eH ocymiecTBIsATh MOUCK, KpUTUYECKUI aHAIU3 U CUHTE3 UH(pOopMaluu,
MPUMEHSTh CHCTEMHBIN TIOJIXO.T JIJISl PEIICHHS ITOCTaBICHHBIX 3a/1a4.

— VK-2 - CriocoOeH onpeesaTh Kpyr 3aja4 B paMKax MOCTABJICHHOM N U BRIOMPATH
ONITUMAJIFHBIC CIIOCOOBI MX PEIICHUS, HCXOJIS U3 JCUCTBYIOIIMX MMPABOBBIX HOPM, HMECIOIIIUXCS
pPECYpCOB U OTrpaHUYEHUI

—VYK-3 - CnocoGeH OCymecTBISITh CONMAIBHOE B3aUMOJICHCTBUE W PEAM30BBIBATH
CBOIO POJIb B KOMaH/Ie

—YK-4 - Crioco6eH OCyYIIECTBIATh JCTOBYI0 KOMMYHHKAIIUIO B YCTHOW M NMHUCHbMEHHOM
(dhopmax Ha rocyaapcTBeHHOM si3bike Poccuiickoit deneparnii 1 ”HOCTPaHHOM(BIX) sI3bIKe(ax)

—YK-5 - CnocoGeH BOCIpHHHUMATh MEXKYJIbTYpHOE pa3HoOOpa3ue oOImiecTBa B
COLIMANIHO-UCTOPUYECKOM, ITHYECKOM U (pUiocockoM KOHTEKCTax

—YK-6 - Cnoco0OeH ymnpaBisiTh CBOMM BpEMEHEM, BBICTpanBaTh U PEaTU30BBIBATH
TPACKTOPHUIO CAMOPA3BUTHSI HA OCHOBE IIPUHIIUIIOB 00pa30BaHus B TEUEHUE BCEH JKU3HU

—VYK-7 - CnocoOeH mojiep>kuBaTh JIOJDKHBIA YPOBEHb (DHU3UYECKOHN MOATOTOBICHHOCTH
Ui 0OecrieyeH sl MOJTHOIEHHOW COLMANBbHON U PO (eCCHOHaIbHON AeSITeTbHOCTH

—YK-8 - CmnocobeH co3naBaTh W TOAEPKUBaTh B TIOBCETHEBHOM JKM3HU U B
npodeccruoHaIbHOM IeATENBHOCTH 0€30MacCHbIC YCIOBUS )KU3HEACATEIHbHOCTH JJIsl COXpaHEHUs
MIPUPOIHON cpefibl, 0OecreueHus] YCTOWYMBOTO pa3BUTHS OOIIECTBa, B TOM YHCIE MPU Yrpo3e
Y BOBHUKHOBEHUU YPE3BBIYANHBIX CUTYAI[Mil 1 BOGHHBIX KOH(IUKTOB

—YK-9 - CnocobeH ucmoiib30Bath 0a30Bble 1e()EKTOIOrMUEeCKUE 3HAHHS B COLIMATIBHON U
npoeccuoHanbHOU cdepax

—YK-10 - CnocobeH npuHUMaTh 000CHOBAHHBIE SKOHOMHYECKHUE PEIICHHS B Pa3IHUHbIX
00macTsIX )XKU3HEACITETbHOCTU

—YK-11 - CnocobGeH ¢opMHupoBaTh HETEPIUMOE OTHOILIEHHE K KOPPYMNIHUOHHOMY
MOBEJICHUIO

OomenpodeccuoHaIbHbIE KOMIIETEHIMU:

— OIIK-1 - CnocobeH mpuMeHsATh Ha 0a30BOM YPOBHE 3HAHUS UCTOPUYECKUX HAYK TPH
penieHuu 3aaa4 B cepe cBoert mpohecCHOHATBLHON IesITeNEHOCTH;

— OIIK-2 - CnocobeH HaXxoAWTh OPraHU3AIMOHHO-YIPABICHUYECKUE PEIICHUS MpU
penieHuu 3aaa4 B cepe cBoet mpoheCcCHOHATBLHON NesITeNEHOCTH;



— OIIK-3 - Croco0GeH NMpUMEeHSATh TEOPETHUECKUE 3HAHMS Ul PEIICHUS MOCTABICHHBIX
3a7a4 B 00JIACTH JOKYMEHTOBEICHUS U apXUBOBEICHUS;

— OIIK-4 - CnocobeH mOHMMAaTh MPUHLHUIBI PA0OTHl COBPEMEHHBIX HH()OPMAITHOHHBIX
TEXHOJIOTHH 1 MCIIOJIb30BaTh UX VIS PEUICHUS 3a7a4 MPOPEeCCUOHATBHON NesITeIbHOCTH,

— OIIK-5 - CpnocobeH camMOCTOSITENIbHO padoTaTh C pa3iIMYHbIMM HCTOYHUKAMU
uHbOpMAlMM ¥ TPUMEHATH OCHOBBI HH(POPMALMOHHO-AHATUTHYECKON NEATENFHOCTH TPH
peneHnn mpopecCuOHATBHBIX 331a4.

IMpodeccuonanbHbIe KOMIIETEHIIUN:

— IIK-1 - CmoocobeH OCYIIECTBISATh OPraHU3alMOHHOE,  JIOKYMEHTAI[MOHHOE U
MH(pOpMAITMOHHOE 00ECTIEeYCHHE ACITEIILHOCTU PYKOBOIUTENSI OpPraHU3aIllnu

— IIK-2 - CrocobeH OCymIeCTBIISATh JOKYMEHTAIIMOHHOE OOeCTieYeHrne YIpaBIICHUS
OpraHu3aruen

— I1K-3 - CiocoGeH opraHu30BaTh U aAMHUHUCTPUPOBATD IEATEIHHOCT IO OPraHU3aluu
Tpy/a ¥ OIUIATHI IEpCOHATA

— TIK-4 - CnocoOeH pyKOBOJIUTH MPOIECCOM CKaHUPOBAHUS, BBOJAA W 0OpabOTKH
TaHHBIX B CHCTEME AJIEKTPOHHOTO apXHBa

Ha ocHoBanuu pemienuss YueHoro coBera yHuepcutera otr 16.02.2022 (mpotokon Ne 2)
TOCY/IapCTBCHHBIC AaTTECTAI[MOHHBIC WCIBITAHUS TI0 HampaBlieHUIo moAroToBku 46.03.02
JIOKyMEHTOBE/IEHHE U apXUBOBEIEHUE MTPOBOAITCA B (popMe:

— TOCY/IapCTBEHHOTO YK3aMEHa,
— 3aIIUTHI BBITYCKHOW KBATM(DUKAITMOHHOW pabOTHI.

K rocymapcTBeHHOW WTOTOBOW aTTeCTallMM JOMYCKAETCS OOY4YaIOIIMIACs, HE WMEIOIIHMA
aKaJeMUYECKON 3aJ0JDKEHHOCTH M B TIOJJHOM OOBEME BBITIOJHUBIINNA YYCOHBIA IUIAH WU
WHIMBHUIYyAIbHBIA YAeOHBIN TIJIaH MO JaHHOUM 00pa30oBaTeIbHOM MpOTrpaMMe.

2. [IporpamMmma 1 MOpsiZIOK NMPOBeIeHHsI TOCYIaPCTBEHHOI0 IK3aMeHa

CornacHo y4eOHOMY IUIaHYy MOJrOTOBKA K C/ade M clladya roCyJapCTBEHHOTO dK3aMeHa
npoBoautcs B nepuoa ¢ 31.05.2027 mo 14.06.2027. Jynst mpoBeaeHUs TOCYIapCTBEHHOTO
9K3aMEHa COCTaBISICTCS pAaclUCaHWEe O3K3aMEeHa M TPEIdK3aMEHAIIMOHHBIX KOHCYJIbTAIH
(KOHCYJIBTHPOBaHHE  OOYYAIOUIMXCS MO  BONpPOCaM, BKIIOYCHHBIM B  MPOrpamMmy
rOCY/IapCTBEHHOTO K3aMEHA).

l'ocynapcTBeHHBIN PK3aMEH MPOBOJIUTCS HAa OTKPBITHIX 3aCENaHUSAX TOCYIapCTBEHHOMN
IK3aMEHAIIMOHHON KOMHUCCHUU B CICIHAIBHO MOJIOTOBICHHBIX ayIUTOPHSX, BBIBEICHHBIX Ha
BpeMsl 9K3aMEHa U3 pacrnucaHus. [IpucyTcTBUe Ha rocyapCTBEHHOM JK3aMEHE MOCTOPOHHUX
JIUI] IOIYCKAeTCsl TOJIBKO C paspernienus npenceaarens ['OK.

OOyyaromumMcs ¥ TUIaM, IPUBIEKaeMbIM K TOCYIapCTBEHHON UTOTOBOM aTTeCcTalluu, BO
BpeMsi ee MPOBEACHHUS 3aMpelIaeTcs UMETh IpU cede U UCII0JIb30BaTh CPEJICTBA OTIEPATUBHON U
MOOHIIEHOM CBSI3H.

l'ocynapcTBeHHBIN PK3aMeH MPOBOAMUTCS B JIBA ATara:

— Ha MepBOM 3Tare npoBepsiercs chopMUPOBAHHOCT OOIIEKYAbTYPHBIX KOMIETCHIINUN;
— Ha BTOPOM OJTame mpoBepsercs cHOpMUPOBAHHOCTH OOMIENPOPECCHOHANBHBIX H
npodeccOHANBHBIX KOMIETEHIIN B COOTBETCTBUU C YU€OHBIM IJIAHOM.
Iloozomoeka K coaue u coaua nepeozo Imana 20cy0apcmeeHn020 IK3ameHa



IlepBbIil 3Tanm TOCYAAPCTBEHHOTO 3K3aMEHA IMPOBOAMUTCS B (HOpME KOMIIBIOTEPHOTO
TECTUpPOBaHUS. TecT COAEPKUT BOMPOCHI M 3aJaHUs IO TPOBEPKE OOIIEKYIbTYPHBIX
KOMIETEHIIMI COOTBETCTBYIOLIETO HANpPAaBICHHUA MOATOTOBKW/ CIEUUATbHOCTH. B 3amaHmsx
HCIIOJIB3YIOTCS CIEAYIOIIKE TUIIBI BOIIPOCOB:

— BBIOOD OJIHOTO MPABHIILHOTO OTBETA U3 33JJAHHOTO CIIHCKa;
— BOCCTAaHOBJICHHUE COOTBETCTBUSL.

JUig OArOTOBKM K 9K3aMEHY Ha 00pa3oBaTeIbHOM IOPTAje 3a TPU HEJENM J0 Hayala
ucTbITaHui B Onoke «Bamm Kypchl» CTaHOBHUTCS JOCTYIMHBIM DJIEKTPOHHBIN Kypc «Jlemo-
Bepcusi.  [ocymapcTBeHHbI — 9k3aMeH  (TectupoBaHue)». JlocTym K JeMO-BepCHH
OCYILIECTBIISIETCSl IO JIOTMHY W TapoJito, KOTOPHIE HCIOJIB3YIOTCS OOyJaromuMHCs JUis
OpraHM3aliM JI0CTyNa K UHPOPMAIMOHHBIM pecypcaM U CepBUCaM YHUBEPCUTETA.

[IepBbIil 3Tanm rocygapCTBEHHOTO 3K3aMEHA MPOBOJUTCS B KOMIIBIOTEPHOM KJIacce B
COOTBETCTBMM C  YTBEPXKACHHBIM  pACIUCAaHUEM TOCYJAPCTBEHHBIX  aTTECTALMOHHBIX
HCTIBITAHUH.

biiok 3anmanumii mepBoro srama rocyJapCTBEHHOTO 3K3aMEHa BKIIOYAaeT 13 TeCTOBBIX
BOIPOCOB. [IpoTOIDKUTEIIBEHOCTD 3K3aMeHa cocTaBisieT 30 MUHYT.

PGSYJ'IBT aTbl MEPBOTO OSTala TroCyAapCTBCHHOIO JOK3aMCHa OINPCACIAIOTCA OLICHKaMU
«3aUTEHO» U «HE 3aYTECHO» U 00BABIISIIOTCS Cpa3y MocJc nmprueMa 5K3aMcHa.

Kputepuu orieHKu nepBoro 3Tana rocy1lapcTBEHHOIO SK3aMeHa:

— Ha OLIGHKY «3a4YTeH0» — OOydJaromwuiics IOJDKeH MOoKa3aTh, YTO O0JIaJjaeT CUCTeMOM
3HAHUW W BJAJIeET OMpPENEICHHBIMU YMEHHUSIMHU, KOTOpPbIE 3aKIIOYalOTCd B CIIOCOOHOCTH K
OCYILIECTBJICHUIO KOMILJIEKCHOTO TIOMCKa, aHalu3a MW UHTepIpeTauud WHGOpMaluu 1o
OTIpEJIeIEHHOM TeMe; YCTAaHOBJICHHUIO CBSI3€H, WHTErpaluy, HCIOJIb30BAaHUIO MarepHuajia W3
Pa3HbIX pa3/ielioB U TEM Ui pelIeHUs OoCTaBlIeHHOH 3anaun. Pe3ynpTar He meHee 50% OamoB
3a 3a/1aHus CBUJETENHCTBYET O IOCTATOYHOM YPOBHE C(HOPMUPOBAHHOCTH KOMIIETEHIIUH ;

— Ha OIICHKY «He 3a4YTeH0» — 00yJaronuics He 00aiaeT He0OX0AMMOM CHCTEMOM 3HAaHUI
U HE BiaJeeT HEOOXOAMMBIMU NPAKTHUECKUMU YMEHHMSIMH, HE CIHOCOOCH IMOHUMaTh H
UHTEPIPETUPOBATh, OCBOEHHYIO HH(popManuto. Pesynprar menee 50% OamnoB 3a 3aaaHus
CBUJECTEIBCTBYET O HEJOCTATOYHOM YPOBHE C(HOPMUPOBAHHOCTH KOMIIETEHIUH.

Iloozomogka Kk coaue u coaua émopozo 3mana 20cy0apcmeeHHo20 IK3amena

Ko BTOpoMy »sTamy ToCyZapCTBEHHOTO »JK3aMeHa JIOIycKaeTcss oOydarolmuics,
IIOJIyYMBIINHI OLEHKY «3a4TEHO» Ha IIEPBOM JTalle.

Bropoii 3Tan rocyaapcTBEHHOro 3K3aMeHa IMPOBOAUTCS B YCTHOU opMme.

Bropoii 3Tan rocyaapcTBEeHHOro 3K3aMeHa BKIJItoYaeT 68 TeopeTuueckux Bompoca U 34
MIPAaKTUYECKUX 3anaHusd. [IpoIoIDKUTENBHOCTE 3K3aMeHa cocraBideT [IponoinKuTenbHOCTD
9K3aMeHa cocTaBisieT [IpolomKUTEN HOCTD 3K3aMeHa cocTasisfeT: 30 MUHYT OTBOJAMTCS Ha
MIOATOTOBKY U HE MEHEE 15 MUHYT Ha OTBET AJIsI KaX0r0 IK3aMEHYEMOTO.

Bo BpeMs BTOpOro srama rocyAapCTBEHHOIO DK3aMEHa CTYJIEHT MOJKET I0JIb30BaThbCs
TEKCTaMHd HOPMAaTHBHO-IIPABOBBIX JOKYMEHTOB: KoJekchl P®, ¢enepanbHbie 3akoHbl PO,
noctaHoBienus: IlpaBurensctBa P®, mnpaBuna, unctpykuuu, ['OCThI, ki1accudukaTopsl,
MEPEeYHN TUIIOBBIX aPXUBHBIX JOKYMEHTOB, TUIIOBbIE IEPEYHU TEM U BOIPOCOB OOpaleHUi
IPaKJaH, METOAUYECKUMHU PEKOMEHIALMAMHU 10 BOIIPOCAM JACIIONPOU3BOACTBA, apPXUBHOIO
aena v A.T.



[Tocne ycTHOTO OTBETa Ha BOMPOCH! SK3aMEHAIIMOHHOTO OMJIeTa SK3aMEHYeMOMY MOTYT
ObITh TPEIJIOKEHBl JIOTIOJHUTEIbHBIE BOMPOCHI B Ipefenax Yy4eOHOro Marepuana,
BBIHECEHHOT'O Ha FOCYJapCTBEHHBIN 3K3aMEH.

PesynpTaThl BTOpPOTrO 3Tama rocyJapCTBEHHOIO 3K3aMEHA OIPEACISIOTCS OICHKAMU:
COTIIUMIHOY, «XOPOIIO», «YIAOBIETBOPUTEILHOY», «HEYJOBICTBOPHUTEIHHO» M OOBSBISIOTCS B
JICHb TIpHeMa SK3aMeHa.

Kputepuu orieHKH BTOPOro 3Tana rocyAapcTBEHHOT0 3K3aMeHa:

— Ha OIEHKY «OTJIMYHO» (5 06a/ioB) — 00yJaronIMics T0DKEH MOKa3aTh BHICOKUNA YPOBEHB
c(OPMHUPOBAHHOCTH KOMIICTEHITUH, T.€. I0Ka3aTh CIIOCOOHOCTh 0000IIaTh W OIEHUBATH
nH(OPMAIIHIO, TTOJTYICHHYIO HA OCHOBE MCCIICIOBAHUS HECTAHIAPTHON CUTYAIH; UCTIOIH30BATh
CBCACHUA U3 PA3JIMYHBIX UCTOYHUKOB, BBIHOCUTH OIICHKH U KPUTHUYCCKHUEC CYXICHUA,
OCHOBAHHBIC HA MMPOYHBIX 3HAHUAX;

— Ha OIICHKY «Xopomio» (4 Oamia) — oOydaromuiics AOHKEH MOoKa3aTh MPOJABHUHYTHIN
YpOBeHb C(HOPMHUPOBAHHOCTH KOMIICTCHIIMH, T.C. IMPOJCMOHCTPHPOBATh TIYOOKHE IPOYHBIC
3HaHHUS W Pa3BHUTHIE IMPAKTUYCCKHEC YMEHHS W HAaBBIKH, YMEHUE CpPaBHUBATH, OICHUBATh W
BBIOMPATh METOJBI PEIICHUS 3aJaHui, pa0doTaTh IEJICHANIPABIICHHO, WCIIOJIB3Ysl CBS3aHHBIC
MEXy cO00# (hopMBI TIpeIcTaBICHUSI HHPOPMAIINH;

— Ha OIICHKY «Y/JOBJIETBOPHUTEJbHO» (3 Oamna) — oOydJaroniuiics OJDKEH IOKa3aTh
0a30BBIll  YpOBEHb CGHOPMHUPOBAHHOCTH KOMIIETEHIIMH, T.€. TIOKa3aTh 3HAHWUSA Ha YPOBHE
BOCIIpOM3BEICHUSI W OOBsICHEHUsT wuHpopManuu, mnpoPecCHOHATbHBIE, HWHTEUICKTyalbHbIC
HaBBIKH PEIICHHS CTAaHAAPTHBIX 3a/1a4.

—Ha OIICHKY «HeYJIOBJeTBOPUTEILHO» (2 Oamia) — oOydvarouiuiics He oOJgazaeT
HEOOXOIUMOM CHCTEeMOW 3HAaHWM, OMYCKAeT CYIIECTBEHHBIE OIMMOKHA, HE MOXET MOKa3aTh
WHTEJUICKTYaJIbHbIE HABBIKH PEIICHUS TPOCTHIX 3a/1a4.

— Ha OIICHKY «HeYy/0BJIeTBOPUTEJbHO» (1 Oayn) — oOyyaronuiics HE MOJXKET IOKas3aTh
3HaHUSI HAa YpPOBHE BOCIIPOM3BEICHUS W OOBSCHEHUS WHQPOpMAIMK, HE MOXET I0Ka3aTh
MHTEIUICKTYaJIbHbIC HABBIKU PEIICHUS MPOCTHIX 3a/1a4.

Pe3ynmbraTthl BTOpPOro 9Tama TOCYAapCTBEHHOTO 3K3aMeHa OOBSABISAIOTCS B JCHb €ro
MPOBEACHUS (€CIIM SK3aMEH MPOBOJIUTCS B YCTHOM opme)

OOyyaroluiics, YCHEIIHO CHABIIMH TOCYAApCTBEHHBIM SK3aMEH, JOIMYCKaeTcsl K
BBITIOJIHEHUIO U 3aIIUTE BBIMTYCKHON KBaTH(UKAIIMOHHON padoTe.

2.1 Copneprxanue rocyapcTBeHHOI0 IK3aMeHa

2.1.1 Illepeuenv mem, nposepaemvlx Ha NEPEOM Imane 20Cyo0apCcmeeHHo20 IK3IAmena

dunocodusi, ee MECTO B KyJIbTYpe

Hctopuueckue tunsl puitocopuu

IIpo6nema nneanbHoro. Co3HaHue Kak popMa MCUXUYECKOTO OTPasKEHUS
OCOOGeHHOCTH YeTI0BEYECKOT0 ObITHS

OOmiecTBO Kak pa3BuBaromasics cucrema. Kynbrypa u nuBmimMzanus
HcTopust B cucTeMe ryMaHUTapHBIX HayK

[uBunuzanuu [IpeBHero Mmupa

Drnoxa CpeIHEBEKOBbs

Hosoe Bpemsa XVI-XVIII Bs.

© oo N R WDNRE



10.

11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.
27.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.

42.
43.
44,
45.
46.

MoiepHu3aus U CTAaHOBJIEHUE UHAYCTPHAILHOTO 00IIeCTBA BO BTOPO TOJIOBUHE
XVIII — navane XX BB.

Poccus nu mup B XX — Haganie XXI B.

HoBoe BpeMms u 31moxa MoiepHU3aLuU

Cripoc, npeiokKeHNe, ppIHOUHOE PAaBHOBECHE, AIACTUYHOCTh

OCHOBBI TEOpUH MPOU3BOACTBA: U3AEPKKHU POU3BOJICTBA, BBIPYUYKa, IPUOBLIL
OcHOBHBIE MAaKPOIKOHOMHYECKUE MTOKA3ATENH

MakposKOHOMHYECKasi HeCTaOMIBHOCTB: Oe3padboTuiia, HHQISAIHS
[Ipennpusitie u pupma. DKOHOMHUYECKAs IPUPOIA U TesieBast QYHKIUSA PUPMBI
KonctutynmonHnoe npaso

I'paxxmanckoe npaso

Tpynosoe npaso

CemeliHoe npaBo

YronaoBHOE MTpaBo

S v MOE oKpyKeHue (Ha MHOCTPAHHOM SI3bIKE)

S u Mos yueOa (Ha MHOCTPaHHOM SI3BIKE)

S v Mup BOKpYr MeHs (Ha MHOCTPaHHOM SI3BIKE)

S u mos Oynymas npogeccust (Ha THOCTPAHHOM SI3bIKE)

Crpana n3y4aemoro si3blka (Ha HHOCTPaHHOM SI3bIKE)

@DopMBI CyIIECTBOBAHUS S3bIKA

OYHKIMOHAIBHBIE CTUIIN JINTEPATYPHOTO SI3bIKA

[Tpob6remMa MEKKYIBTYPHOTO B3aUMOJICHCTBUS

PeueBoe B3auMomeiicTBHE

JlenoBasi KOMMYHUKAIUS

OcHOBHBIE IOHATHSA KYJIBTYPOJIOTHH

XPpHUCTHAHCKHUI THI KYJbTYPhl KaK B3aUMOJACHCTBUE KOH(DecCHid

HcnaMckuil TUII KyNbTYpPBI B JYXOBHO-UCTOPHYECKOM KOHTEKCTE B3aUMOICHCTBUSA
TeopeTnko-MeTo1070rHUeCKe OCHOBBI KOMaHJ000pa30BaHUS M CAMOPa3BUTHS
JIM4HOCTHBIE XaPAKTEPUCTUKN YWIEHOB KOMAHIbI
OpraHu3alMOHHO-TIPOLECCYaIbHbIE aCIIEKThl KOMaHAHOM paboThI

TexHosorust co3naHust KOMaH bl

Camopa3BuTHe Kak ycI0BHE MOBbIIIEHUS 3()(HEKTUBHOCTH JIMUHOCTU
JIMarHocTHKa U caMOAMarHOCTHKA OpPraHU3Ma IIPU PeryasipHbIX 3aHATHIX (PU3NUECKOM
KYJIBTYPOH U CIIOPTOM

Texuuueckast MOArOTOBKA M 00yYEHHE JBUTATENIbHBIM AEHCTBUAM

MeTtoauku BOCIUTAaHUS (PU3MUECKUX KauecTB.

Buger ciopra

Knaccugukarus upe3BblyaiiHbIx cutyanuil. Cucrema uype3BblYaiiHbIX CUTYalUN
MeTo 1l 3aIUThI B YCIOBUAX YPE3BbIUANHBIX CUTYaLUi

2.1.2 Ilepeuenv meopemuuecKkux 80nPOCO8, BLIHOCUMBIX HA 6MOPOU JIman

zocydapcmsennoeo IK3ameHna

Joxymenmosedenue
1. JIokymMeHT, ero npu3Haki U (yHKIUU JOKYMEHTOB.

2. CriocoOsI 1 CpeAcTBa NOKYMCHTUPOBAHUA: TPAAUIUOHHBIC U TCXHOTPOHHBIC CITIOCOOBI

AOKYMCHTUPOBAHUA.



3. lokymeHTHpOBaHHas HHGOPMAITUS: €€ CBOWCTBA U crielu(puuecKre Ipru3HaKH.

4. CooTHOLICHHE NOHATHI HH(POPMAIUS U TOKYMEHT.

5. Marepuanbnbie HocuTenu uHpopManuu. VX pa3BUTHE U COBpEMEHHbIE TPEOOBAaHUS K
MaTepHaAIbHBIM HOCUTEIISIM HH()OPMAITHH.

6. CoiicTBa O(pHUIIMATBHBIX TIOKYMEHTOB: OPUTHHAIBHOCT, TTOJTMHHOCTD, KOTIMHHOCTB.

7. CTpyKTypa JOKyMeHTa. PeKBU3UT.

8. ®opmynsip HOKyMEHTa, €ro pa3BHTHE, COBPEMEHHBIE TpeOOBaHUS K (HOpMYIsipy
YIPaBIEHYECKOI0 JOKYMEHTA.

9. JImHrBHCTHYCCKIE 0COOCHHOCTH JJOKYMEHTA.

10. Cuctembl JOKyMEHTAllMH: HEYHH(DUIIUPOBAaHHBIE W YHU(MUIIMPOBAHHBIE CHCTEMBI
JOKYMEHTAI1H.

11. VHudunupoBanHas cUCTeMa OPraHU3aLHOHHO-PACHOPAIUTEILHON JOKYMEHTAIUU
(YCOPL)

12. TpeGoBaHMsI K COCTaBJICHHUIO W OGOPMIIEHHIO OCHOBHBIX BHJIOB YIPABICHUYECKHX
JOKYMEHTOB.

13. CoBepIieHCTBOBaHNE TOKYMEHTAIIMOHHBIX TPOIIECCOB.

14. HayuHo-ucropuueckas ¥ MpakTUYecKasi HEHHOCTh JOKYMEHTA.

15. TIpocThie U CIIOKHBIE KOMIUIEKCHI TIOKYMEHTOB.

16. HopmatuBHO-TIpaBOBOE perynupoBaHue MIPOLIECCOB JOKYMEHTHPOBaHUS
YIPABJIEHYECKOU IEATEIBHOCTH.

17. TloHsiTHE MEPBUYHON Y4ETHON JOKYMEHTAIIUH.

18. KagpoBas cucrema nmoxkymeHTaruu. O01mas XxapakTeprucTHKa.

Apxueoeedenue

1. Apxusbl u apxuBHOe €710 B Poccuun B IX—XVIII BB. ApxuBHoe neno B Poccun B
XIX B. — Hauane XX B.

2. Pa3Butue Teopuu u npaktuku apxupHoro aena B CCCP.

3. [IpaBoBas ocHOBa opraHnu3aluy apXUBHOTO Jena Poccuiickoit denepanum.

4, CoBpemenHnblii cocTaB ApxuBHOro ¢onaa P® u ero kinaccudukanus.

5. CoBpemeHHasi cucTeMa TrOCyJapCTBEHHBIX, MYHUIIMIAIbHBIX U BEIOMCTBEHHBIX
apxuBOB B PO.

6. Cucrema yueTHBIX JOKYMEHTOB apxuBa, HX ILieJieBoe HazHadeHue. l[lopsaok
MIPOBEJICHUS Pa0OTHI 10 YUETY €AWHULL XPAaHEHHS U IOKYMEHTOB B apXUBE.

7. Oco0eHHOCTH y4yeTa MEKTPOHHBIX JOKYMEHTOB B apXUBaX OpPraHU3alIHH.

8. YcTpoiicTBO U 060pyIOBaHKE TOCYIAPCTBEHHBIX aPXUBOB.

9. Opranuzanus NpoBepKU HATUYUS U COCTOSIHUS apXUBHBIX JETI.

10.  Cucrema Hay4yHO-CIIPAaBOYHOTO ammapara K JokyMeHTaM ApxuBHOTO ¢donma PO.
ApxuBHas onMch — 6a30BbIN CIIPABOYHUK FOCYAapCTBEHHOTO apXUBa.

11.  Ilenu u hopMbl UCTIOJIB30BAHUS TOKYMEHTOB ApXUBHOTO (oHaa PO.

12.  TloaroToBka BBICTABOK W MyONWKallUH apXUBHBIX JOKYMEHTOB. lcmonp3oBaHHe
AAT npu takux Bugax paborT.

13.  Opranmzanus ynpaBineHusi apxuBoM. Crhenudpuka apXUBHOTO MEHEIKMEHTA.
Bo03MOXHOCTH apXMBHOTO ayTCOPCHUHTA.

14.  Cneuuduka BeZeHUsI apXUBOB IO JUYHOMY COCTaBY.

15.  Hcropus u OCHOBHBIE dTalbl MEXaHU3AIMH, aBTOMATH3AIIMU U MH(POpPMATH3AINH

APXHUBHOTIO ACJia B Poccun.



16. HopmaruBHas 0a3za, OOBEKTHI M II€TM AaBTOMATHU3alMU M HH(popMaTH3aIUU
apxuBHOro nena B Poccun.

17.  Opranuzanusi paboThl 10 BHEIPEHUIO aBTOMATH3MPOBAHHBIX MH()OPMAIMOHHBIX
TEXHOJIOT'Mil B TOCY1apCTBEHHOM apXUBE.

18.  IlporpammHble  pa3pabOTKM  POCCHICKMX KOMIAHMM TI0  IPUMEHEHHUIO
aBTOMATU3UPOBAHHBIX TEXHOJIOTUHN B apXUBHOM JIENIE.

Opzanu3zayusa u mexHono2us 00KyMeHmauyuoHHO20 00ecneyenus ynpaeienus

1. CranoBneHue 1 pa3BUTHE JEIONPOU3BOACTBA B Pa3IMUHbIE HCTOPUUECKHUE ITEPHUO/IBI.

2. [ToHATHS «IOKYMEHTAIIMOHHOE OOECIICYCHHE YIPABICHHS» U «IEIOTPOU3BOJICTBOY
Jlenonpou3BOACTBO Kak cuctemMa paboThl ¢ JokymMeHTamu. DakTopsl, BIUAOIIME Ha
OpraHM3alMI0 U TEXHOJIOTHIO JIOKYMEHTAllMOHHOTro oOecnedenus ympasiaeHus (JOY) B
YUPEXKJEHUSAX PA3INYHBIX YpOBHEH yrpaBieHus. OpraHu3aluoHHble (OPMBI AEI0NPOU3BOICTBA
U UX 3aBUCUMOCTB OT clIe[U(UKN U OPraHU3allMOHHON CTPYKTYPhl YUPEXKICHUS.

3. HopmatuBHO-MeTO qMuecKast peraameHTanus JIeJIONPOM3BO/ICTBA. Cocras
COBPEMEHHBIX JIEUCTBYIOIIMX TOCYIaPCTBEHHBIX HOPMATUBHO-METOJUUYECKHUX IOKYMEHTOB.

4. Opranmzanus ciayx0bl JIOY. OcHoBHas 3aada ¥ (PyHKIIUH J1EIONPOU3BOICTBEHHOM
cnyx0bl. TumoBesie CTpyKTypbl ciyx0bl JIOY B opraHumzanmusx pasaudHbIX YpOBHEH
ynpaBieHusi.  Permamentamust  QyHKIMNA — TOApa3leleHUN MO JIOKYMEHTAIlMOHHOMY
oOcnyxuBaHuio. TUNOBbIE U HHAMBUAYAJIbHBIE MTONOKEHUS 0 ciykoe JJOY. Tunosoit popmyssp
MOJIOXKEHHUSI, COCTaB MH(OPMALIUH, TOPSAOK pa3pabOTKH U YTBEPKACHHUS.

5. JIO)DKHOCTHOM M YHCJICHHBIM cocTaB pPabOTHUKOB cinykObl JIOY. @DyHKIUM
pabotaukoB cayx0bl JIOY. JIOJDKHOCTHBIE WMHCTPYKIIMM KaK OCHOBHOW HOPMATHBHBIM
JOKYMEHT, OMPEICIAIONINNA OpraHU3allMOHHO-TIPABOBOE TIOJIOKEHHE paboTHHUKA. THUMOBOM
dbopmysip MODKHOCTHOM HMHCTPYKIIMM, COCTaB HWHGOPMAIMH, TOPSAOK pa3pabOTKH |
YTBEPKICHHUS.

6. MHCcTpyKIus MO AENONPOU3BOICTBY — OCHOBHOW HOPMATHBHBINA aKT O perjaMeHTaluu
OpraHM3alii W TEXHOJOTUHU JEJIONPOU3BOJACTBA. THUMOBbIE U HHAWBUIYaTbHbIE HHCTPYKIIHH.
[Topsinok pa3paboTku, cocTaB UH(POPMALIUY, TIPABUIIA YTBEPKICHHS U BHEAPCHHUSL.

7. JoxymenTtoo6opot. OrmpeneneHue, XapaKTepUCTHKAa OCHOBHBIX JIOKYMEHTOIOTOKOB.
[IpaBuna opranuzanuud J0KyMeHTOoOOOpoTa. OCHOBHBIE HANpaBiICHHs] COBEPIICHCTBOBAHUS
JOKYMEHTO000poTa.

8. 3amaum perucTpanuu JOKyMEHTOB, ee opranusanusa. CpaBHUTEIbHBIE XapaKTEPUCTUKH
¢dbopm peructpanuu gokymMmeHTOB. CocTaB mHpopMmauu. B3auMocBs3b MPOLECCOB PETUCTPALIUU
Y KOHTPOJISI UCTIOJIHEHUS IOKYMEHTOB.

9. Opranuzanus ¥ TEXHOJIOTUS KOHTPOJISI UCIIOJIHEHUS JOKYMEHTOB

10. Opranuzanus cripaBouYHO-UH(POPMAILIMOHHOM PadOTHI yUpexK ACHUN

11. HomeHnknatypa 1en, ee 3HaueHHEe M NPUMEHEHUE B JEJONpPOU3BOJCTBE. Buipl
HOMEHKJIATYp J€J, 0COOEHHOCTH UX OCTPOCHUS U IPUMEHEHHUSL.

12. ®opmupoBaHue Aen Kak TEXHOJOTHMUYECKasl onepanus Aeaonpou3BojacTBa. [IpaBuna
(dopMupoBaHUs B JeJa JOKYMEHTOB OTAEIbHBIX KaTerOpuil.

13. DkcnepTu3a EHHOCTH JIOKYMEHTOB B Jefonpon3BojacTBe. Llenu, 3a1aun U nopsaok
IIPOBEJIEHUS] DKCIEPTU3bl LIEHHOCTH JOKYMEHTOB. OKCIEPTHBIE KOMHCCHUHM YUPEXKIEHUH, HX
3aJau ¥ MOPSAJOK pabOTHI.

14. TlepeuHn HOKYMEHTOB €O cpokaMu XpaHeHus. lloHsTHe ‘“‘nmepedyeHb AOKYMEHTOB”
Haznauenne wu ucnosib30BaHMe IepeuyHed. TUNOBBIE W BEIOMCTBEHHBIE IIEPEYHU.
Hcnonp3oBaHue nepeuHeil Ui COCTaBICHUs KITacCU(PUKATOPOB U HOMEHKIIATYpP Ae.



15. TloaroToBka aen yupexaeHHs K JalbHEHIeMy Hcroib3oBaHuio. Onucanue aen
MIOCTOSTHHOTO ¥ BPEMEHHOT0 XpaHeHus. BuJibl onuceid, co3iaBaeMbIX MU Iiepeiade Jeil B apXuB.

16. OcobennocTu paboThI C OOpAIEHUSIMH TPaXKIaH.

17. Opranu3zaiust KaJpoOBOro JAEJOMPOU3BOJICTBA

18 . OcobenHocTH OpraHU3aIuU KOH(PHUICHITUATBHOTO JCIOMPOU3BOJICTBA

Hugpopmayuonnvie mexnonozuu ¢ /[0Y u apxuenom oene

Ponb unpopmanuu B ynpasnenuu. Mudopmanmonuslii mpouecc. CBoiicTBa HHGOpPMAIINH.
Knaccugukanus ynpasienueckoid nHpopmanuu. [ToTokn nHGOpMALIUN U UX CTPYKTYpa.

Ponb yHHUUIMPOBAHHBIX CHCTEM JOKYMEHTAIlMd B WH(POPMALMOHHOM OOECIeYeHUH
yrnpasinenusi. llenmn u 3amaum yHHUKauu JOKYMEHTOB yrpaBieHus. HopmaruBHas 06a3a
yHu(UKauu ToKyMeHTOB. HampaBieHusi, MpHUHIUIIBI ¥ METOIbI YHU(UKAIIUN TOKYMEHTOB.

Mertonpl knaccupukanuu u koaupoanus TOCH, ux npeumyiecTsa 1 HEIOCTATKHU.

Ponp kmaccudukaTopoB TEXHUKO-DKOHOMUYECKOM M cOLManbHOM HHGOpManuud B
nHopmanmonnom obecnieuenun ympasiaeHuss (TOCH). Crpykrypa kinaccuduxatopa, HX
KaTeropuu, CTaTyC U 0COOEHHOCTH.

[Tonsatue moctoBepHoCcTH U 3anuThl nHGopMmaiuu B MOV,

ABTOMaTH3MpOBaHHOE pabouee MecTo creruanucta B chepe OV,

WNudopmanmonnas cucrema: onpeeseHne, KiacCupuKams, CTpyKTypa.
Nudopmanms: Bupl, CBOWCTBA, U3MEPEHHE, 00pabOTKa, XpaHEeHHE, TIepeaaya.
KomnsroTepHble HHOOPMAIIMOHHBIE TEXHOJIOTUU TIOATOTOBKHU JIOKYMEHTOB.
JlokasibHbIE CEeTU: pa3BUTHE, IPUMEHEHHE, TOMOJIOTHH.

OnepanroHHas cucTeMa: onpezeneHue, kiaccudukanus, Ha3HaueHHe.

Onenka 3 eKTUBHOCTH MCTIOJIB30BAaHUS CHCTEMBI 3JIEKTPOHHOTO JOKYMEHTO000POTA.
[IporpamMmMHbIe cpeAcTBa, UCHOIb3YyeMble B OUCHON AESITEITbHOCTH.

©ooN R WwNRE

CucremMbl 3JEKTPOHHOTO JIOKYMEHTOOOOpOTa: BHJBI, CBOMCTBA, pelIacMble 3a/adH,
BBIOOP U BHEJPEHUE.

2.1.3 Ilepeuenv npakmuueckux 3a0anuil, 6bIHOCUMBIX HA 6MOPOU  ImMan
20Cy0apcmeennozo IK3amena

Jloxymenmoeseoenue

1. @opmynspHBINA aHAIU3 YYPEAUTEIBHOTO JOKYMEHTA U €r0 peJaKTUPOBAHUE.

2. ®opmynsipHBIN aHAJIN3 CIIPAaBKU U €€ PEAAKTUPOBAHUE.

3.DopMyIIApHBINA aHATHU3 CITYKEOHOW 3aMUCKH U €€ peIaKTHPOBaHUE.

4.@opMyIIpHBIN aHAIN3 APXMBHOW CIIPABKH U €€ PEAAKTUPOBAHUE.

5.@opMyspHBIA aHAJIU3 MOJIOKEHHS 10 OCHOBHOM JIEATEILHOCTH U €r0 PEIaKTUPOBAHHUE.

6. @opMyIspHBINA aHATIU3 APXUBHOM ONKCH U €€ PEAAKTUPOBAHUE.

7. DOpMyYNSAPHBIN aHAJIU3 aKTa U €r0 PEJAKTUPOBAHUE.

8. @opmynsapHBI aHAIU3 PACHOPSAUTENBHOTO JOKYMEHTa MO OCHOBHOW NIEATEIBbHOCTH,
CO3/IAaHHOTO Ha MPUHIMIAX €IMHOHAYAIUs, U €ro peJakKTUPOBaHUE

9. ®opMmynsapHBIN aHATN3 00BICHUTEIBHOMN 3aITUCKH.

10.@opMynsipHBIA aHAIU3 PaCHOPAIUTEIBLHOTO JOKYMEHTA, CO3[JaHHOTO Ha MPUHLIMIIAX
KOJUIETUAJIBHOCTH U €T0 PENAKTUPOBAHUE.

11. ®opmynsipHBIi aHATU3 CITY’)KEOHOTO MHCHhMa U €r0 PeaKTHPOBAHHUE.

12. @opmynsipHBIN aHATU3 MPOTOKOJIA U €T0 PEAAKTUPOBAHUE.

13. Ananu3 kiaccu(puKalnOHHBIX MPU3HAKOB HOMEHKIIATYPHBI JIE]l OpraHu3aIiu.

14. Ananu3 kinaccu(pUKalMOHHBIX MPU3HAKOB KOMaHIUPOBOYHOTO yO0CTOBEPEHHUS
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Opzanu3zayusa u mexHono2us 00KyMeHmayuoOHHO20 00ecneyeHus ynpaeaieHus
1.CoctaButh oOmeporpaMMy MHChMa TIOCTYINUBIIErO B OPraHW3aIUIO, BKIIOYWB
WCIIOJIHUTENICH U TEXHOJIOTUYECKUE OTICPAIIHH.
2.BbInoHATE aHAIW3 HOMEHKJIATYPHI JIe] Ha COOTBETCTBUE:
— TpeboBaHusIM popmyIIspa;
— HOpsAKa CIIEOBaHMsI pa3/IelioB;
— HOpSIKA PacIoJIOKEHHUs JIeJT B I0Ipa3ie/ICHUY;
— (OPMYIUPOBOK JIeJI HOPMATUBHEIM TPEOOBAHUSM;
— CPOKOB XpaHCHHSI JICI.
Omnpenennure BUJ HOMEHKIATYPHI JeNT U YKOKUTE OCHOBHBIC HOPMATHBHBIC JOKYMEHTHI,
periiaMeHTHPYIOINe HOMEHKIIATYPY B COJCPKAHUH M PEKBU3UTAX.
3.CocraBuTh OoTIeporpamMMy IIpHKa3a M0 OCHOBHOW JESATEIIbHOCTH, BKIIFOUUB HCIIOJTHUTEIICH
Y TEXHOJIOTHYECKUE OTICPAITHH.
4.BBINOTHATE aHAIA3 HHCTPYKIIAHU TIO JISTIOMPOU3BOJICTBY HAa COOTBETCTBHE:
— TpeboBaHUSIM HOPMYIISPA;
— TIOpsiIKa CIIeZ0BaHMsI Pa3/IeioB;
— TIOpsKa PacHoJIOKEHU el B TIOIpa3/ieIeHUY;
— (OPMYITUPOBOK JIeJT HOPMATUBHBIM TPEOOBAHUSM;
— CPOKOB XpaHCHHSI JICI.
Onpenenure BHJ WHCTPYKIIMH 10  JCJOTPOM3BOJCTBY M  YKOKHATE OCHOBHBIC
HOPMAaTUBHbIE JIOKYMEHTHl PpEriIaMEHTUPYIOIIHE WHCTPYKIUU IO JEIONPOU3BOJICTBY B
COJIep’)KaHUU U PEKBU3UTAX.

Apxueoeedenue

1.CxemaTH4HO U300pa3uTh pa3MeleHrue 000pyI0BaHUs B IOMEUICHUH apXHUBOXPAaHUIIUINA
momaasio 40 KB.M., ¢ BBICOTOM MOTOJIKa 2M 70 CM, ¢ HATMYMEM 3 OKOH C y4eTOM TpeOOBaHUMN
0€30MacHOCTH M TEMIEepPaTypHO-BIAXXHOCTHBIX OCOOEHHOCTEH XpaHEHUS JOKYMEHTOB Ha
OyMa)KHOM HOCHTEJIE.

2.CxeMaTU4YHO M300pa3UTh pa3MelleHne 000pyA0BaHUS B MOMEIIEHUH apXUBOXPAHUIIUIIA
momaapio 20 KB.M., ¢ BBICOTOM MOToJIKa 2M 50 €M, ¢ HAJIMYHMEM 2 OKOH C y4eTOM TpeOOBaHUMN
0€30MacHOCTH M TEMIEepPaTypHO-BIAXXHOCTHBIX OCOOEHHOCTEH XpaHEHUS JOKYMEHTOB Ha
OyMa>KHOM HOCHTETIE.

3. TMonw3ysice IlepeuHeM THUMOBBIX YHPABIEHYECKUX JAOKYMEHTOB, OOpa3ylOIIUXCS B
NesITeNbHOCTH OpraHu3alui, ¢ yKa3aHueM CpoKOB xpaHeHus (yrB. PocapxuBom):

— YCTaHOBHUTE CPOKU XPaHEHHs CIEIYIOIIUX TOKYMEHTOB: 1) aHaTUTHYECKHUE CIPaBKH O
paccMoTpeHuH oOpaimleHud TpakaaH, 2) CHOpaBKH O CHATUU JIOKYMEHTOB C KOHTPOIS H O
MPOJUIEHUH CPOKOB HMX HCIONHEHUS; 3) CIpaBKH, O MepeBoje pabOTHUKOB Ha COKPAIICHHBIN
pabounii 1eHb UK pabouyro HEENIo;

— YKaXWuTe pas3ies, MoApa3lesl W CTaThbl0 IEpeYHs, B KOTOPOM perJaMeHTHPOBAHO
XpaHEHHE KaXKJ0T0 JTOKYMEHTA;

— OmpenenuTe, K Kakoi (pyHKIIMOHATBLHOW CHCTeMEe JTOKYMEHTOB OTHOCHUTBHCS KaXKIBIA W3
JOKYMEHTOB;

— 00BsICHUTE, YeM 00YCIIOBIIEHA pa3HUIIA B CPOKAX XPAHEHUSI.

4. Tlone3ysice IlepeuHeM THUMOBBIX YIPABICHYECKUX JOKYMEHTOB, OOpa3yroOIIHUXCS B
JESATEIbHOCTH OPraHU3allnid, C yKa3aHUEeM CPOKOB XpaHeHus (yTB. PocapxuBom):

11



— YCTAHOBUTE CPOKHM XPaHEHUs CIEAYIOUIMX JOKYMEHTOB: 1) IpPOEKTOB IPHUKa30B,
pacnopspKeHH; JIOKYMEHThl K HHM; 2) TPOEKTOB JOKYMEHTOB (HOMEHKIIATYp, NEpEeUHEH,
KJIaccu(UKaTOpOB 1€l U JIOKyMEHTOB) 00 OpraHu3aluu JOKYMEHTOB B JIEJIOTIPOM3BOJICTBE
OpraHM3alui, O COCTaB€ U CPOKAX HX XpaHEHUs; 3) IPOEKTOB MEPCIEKTUBHBIX IUIAHOB,
[IPOrpaMM, JOKYMEHTHI K HUM;

— YKaXuTe pazlies, NOJApa3Jell U CTAaTbl0 IEpPEeyHs, B KOTOPOH pErJIaMEeHTHPOBAHO
XpaHEHHUE KaXKJ10T0 JOKYMEHTa;

— OmpeJeNnTe, K Kakoi (PyHKIIMOHAILHOW CHUCTEME JOKYMEHTOB OTHOCHTBCS KaXIbIH U3
JIOKYMEHTOB;

— 00BsICHUTE, YeM 00YCIIOBIIEHA pa3HUIIA B CPOKAX XpaHEHUs

5.Ilonb3ysice IlepeuyHeM THIOBBIX YIPABIEHYECKUX JOKYMEHTOB, OOpa3yloIIUXCS B
NeSITEeIbHOCTH OpraHu3alui, ¢ yka3aHueM CpoKoB XpaHeHus (yrB. PocapxuBom):

— YCTaHOBHUTE CPOKM XpaHEHHUS CIEAYIOIMHUX JOKYMEHTOB: 1) MpPOTOKOJIOB OOIIUX
coOpaHuii  aKIMOHEPOB, MAMIIMKOB; 2) TPOTOKOJOB  3acCENaHUi, IMOCTAHOBJICHUS
aTTECTAllMOHHBIX, KBAJIM(UKALWOHHBIX, TapU(PUKAIIMOHHBIX KOMHCCHM; 3) MPOTOKOJIOB
aTTecTalliu MO TeXHHUKe 0€30MacHOCTH;

— YKaXuTe paslien, MOApa3[esl W CTaTbio IEpeyHs, B KOTOPOW pEeriaMeHTHPOBAHO
XpaHEHHUE KaXJI0TO JOKYMEHTa;

— OmpeAenuTe, K Kakod (PyHKIIMOHAIIBHOW CHCTEME JOKYMEHTOB OTHOCHUTHCS KaXKIbIN W3
JIOKYMEHTOB;

— 00BsicCHHTE, YeM 00YCIIOBJICHA PAa3HUIIA B CPOKAX XPaHEHUSI.

6.CxeMaTU4YHO M300pa3uTh pa3MellleHrne 000pyA0BaHUS B MOMEIIEHUH apXUBOXPaHUIIUIIA
I0maap0 15 KB.M., ¢ BeIcOTOM moToJsika 2M 30 cMm, ¢ HamnuueM | okHa ¢ y4eToMm TpeboBaHUM
0€30MacHOCTH M TEMIepaTypHO-BIAXXHOCTHBIX OCOOEHHOCTEH XpaHEHUS JOKYMEHTOB Ha
OyMa)KHOM HOCHTEJIE.

7.1lonb3ysace IlepeyHeM THUMOBBIX YIPaBICHUECKUX JIOKYMEHTOB, OO0pa3yrouuxcs B
NesITeIbHOCTH OpraHu3alui, ¢ yka3aHueM CpokoB xpaHeHus (yrB. Pocapxusom ):

— YCTaHOBHUTE CPOKH XpaHEHUS CIEAYIOUIMX ITOKYMEHTOB: 1) JOKIaJHBIE 3alHUCKH O
COCTOSIHUM PabOThI 10 PACCMOTPEHUIO OOpallleHui TpaxaaH; 2) JOKJIaJHbIe 3alIUCKU O CHATUU
JOKYMEHTOB C KOHTPOJII U O HPOJJICHUU CPOKOB UX HCIIOIHEHHUS;, 3) AOKIAJHBIE 3alUCKU O
COKpAIEHUHU paboyero IHS B CBS3H C TSKEIBIMH, BPEAHBIMU, ONTACHBIMU YCIOBHSIMH TPY/a;

— YKaXWUTE pas3des, NoApas3lesl W CTaThbl0 IEpeYHs, B KOTOPOM perjaMeHTHPOBAHO
XpaHEHHE KaXKJ0ro JTOKYMEHTA;

— OmpenenuTe, K Kakoi (pyHKIIMOHANBLHOM CHCTEMEe JTOKYMEHTOB OTHOCHUTBHCS KaXKIbIH U3
JOKYMEHTOB;

— 00BsICHUTE, YeM 00YCIIOBIIEHA pa3HHUIIa B CPOKAX XPAHEHUS.

8. Ilpoananu3upoBatk 0(hopMIIEHHE apXUBHOM CIIPaBKU U BBIIIOJIHUTH €€ pelaKTUPOBaHUE.

9. IIpoananu3upoBath 0popMIIeHHE APXUBHOM OMMCH /I MOCTOSTHHOTO XPaHEHMS.

10. IIpoaHanu3upoBaTh MOJIOKEHHE 00 IKCIIEPTHON KOMUCCUU TIPEATIPUATHSL.

11. TIlpoanamuszupoBaTh oOQopMiIEHHE TacmopTa apXuBa U  BBIIOJHUTH €0
PENAKTUPOBAHUE.

12. TIpoanamu3upoBaTh O(OpMIIEHHE aKTa O BBIJCICHHUM K YHHUYTOXXEHHMIO e, He
MOAJIEXKAIUX XPAHEHHUIO U BBIIIOJIHUTD €r0 PEJAKTUPOBAHHUE.

13. BBIMONHUTH COJEpKaTeNbHBIH U (QOPMYJSAPHBIN aHATU3 JODKHOCTHOW HWHCTPYKLUHU
apXUBHCTA.

14. OpopMuUTE 00JI0KKY JTUYHOTO JieJIa COTPYTHHKA.
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2.1.4 Ilepeuenv pexomendyemoil aumepamypsl 01 ROO2OMOBKU K 20CYO0APCM8EHHOMY
IK3AMEHY

a) OcHoBHas JIMTEparTypa:

1. baiibopooosa, JI. B. MeTononorus u METOIbI HAYYHOT'O MCCIIEAOBaHUS ;| yaeOHOE
nmocobue ans OGakanaBpuata u maructparypsl / JI. B. Baitboponosa, A. I1. UepHsBckas. — 2-¢
u31., uctp. u gon. — Mocksa : U3parensctBo FOpaiit, 2019. — 221 ¢. — (bakanaBp u Marucrp.
Axanemuuecknii kypc). — ISBN 978-5-534-06257-1. — Tekcr : anekrponssiii // 36C FOpaiit
[caiit]. — URL:https://www.biblio-online.ru/bcode/437120(nara oopamienus: 21.08.2020).

2. Bacunvesa, MW .H. Opranuzanus JAeTONPOM3BOJCTBA W IMEPCOHAIBHBIN
MEHEDKMEHT: NMPUMEHEHHE KOMITBIOTEPHOTO TpeHHHTa [ DneKTpoHHBIN pecypc]: Yu. moc. / U.H.
BacunbeBa, JI.A. T'ankuna u ap.- M.: By3zosckuii yueOnuk, 2009. - 104 c.: 60x88 1/16 + CD-
ROM. (o6nosxka, cd rom).- Pesxxum moctyma: http://znanium.com/bookread.php?book=153028 —
3arn.c okpana.- ISBN 978-5-9558-0101-8

3. JlokymMeHTOBeIeH e : YUEOHUK U MPAKTHUKYM I aKaJeMHUYecKOoTro OakaiaBpuaTa
/ JI. A. Noponuna [u ap.] ; mon penakmnueii JI. A. JlopornHOU. — 2-€ u3., iepepad. u J0m. —
Mocksa : M3parensctBo IOpaiit, 2019. — 309 c. — (bakamaBp. AxageMudeckuid Kypc). —
ISBN 978-5-534-03053-2. — Tekcr : anekrponnsid // DBC IOpaiit [caiit]. — URL:
https://urait.ru/bcode/433067(nara obpamenus: 21.08.2020).

4, Ka6amos, C.IO. [lenonmpow3BOACTBO M apXWBHOE JEJIO B TEPMHHAX |

onpeneneHusx : yaeonoe mocodue / C.1O. Kabamos, N.I'. Achanmuspoa. — 3-¢ usm., crep. —
Mocksa : ®JIMHTA, 2018. — 294 c. — ISBN 978-5-9765-0784-5. — TekcT : 2JIeKTpOHHBIH //
DneKTpoH-HO-O0nOIMoTe Has cucremMa «Jlanby : [caiit]. — URL:
https://e.lanbook.com/book/109554 (nara o6Opamenus: 21.08.2020). — Pexum moctyma: mis
aBTOpH3. TIoJIb30BaTenei. https://e.lanbook.com/reader/book/109554/?preview Access=1#1

5. KazakeBuuy, T. A. JlokymeHnToBeneHue. JIoKyMEHTAIIMOHHBIN CEPBUC : YUEOHHUK U
MPaKTUKyM Il TipukiaagHoro Oakamaspuara / T. A. KazakeBwu, A. U. Tkamuu. — 2-¢ u3m.,
ucrp. u gorn. — Mocksa : MU3natensctBo FOpaiit, 2019. — 177 ¢. — (bakamasp. [IpuknagHoit

kypc). — ISBN 978-5-534-06273-1. — Texcr : anexkrponnsiii // ObC Opaiir [caiiT]. — URL:
https://urait.ru/bcode/437480 (nara obpamienus: 20.08.2020).

6. KoxymkoBa, H. B. Crpykrypa npokymenta. CucCTeMbl JOKYMEHTAIIUH.
YHubunupo-BaHHasi CHCTeMa OPraHU3allMOHHO-PACHIOPSAIUTENLHON JOKYMEHTAIMu: oO0IIme
TpeOOBaHUA K COCTaBIECHUIO U 0dopmiIeHHIO : yueObHoe nocobue / H. B. Koxymkosa ; MI'TY. -
Maruutoropck : MI'TY, 2016. - 1 snekrpos. ont. auck (CD-ROM). - 3ari. ¢ Tty skpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129
973/2334.pdf&view=true (mara obparuenus: 24.08.2020). - MakpooObeKT. - TEKCT : IEeKTPOH-
HbIH. - CBeneHus noctymnHsl Takxke Ha CD-ROM.

7. Kopnees, M. K. YnpaBrneHue AOKyMEHTaMH [DIEKTPOHHBIN pecypc]: YuebHuk /
N.K. Kopnees, A.B. [Tienko, B.A. Mamypies. - M.: THOPA-M, 2009. - 300 c.: 60x90 1/16. -
(Bricmiee o0OpasoBaHue). (meperuer).- Pexum JOCTYyIIA:

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

8. Makaposa, A. K. Apxuosenenue / Makaposa A. K.; MI'TY. - Marauroropck :
[U3ma-tenbctBo  MI'TY], 2015. - 146 c¢. - bubmuorp.: c. 142-146. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3435.pdf&show=dcatalogues/1/1209
678/3435.pdf&view=true (mara obparuenus: 24.08.2020). - MakpooObeKT. - TEKCT : IEKTPOH-
HeIi. - ISBN 978-5-9967-0676-1. - imeeTcs meyaTHBIN aHAJIOT.

9. MynsTUMEINITHOE CIPaBOYHO-MeToan4Yeckoe Tmocobue «OCHOBBI apXUBHOU
nesTensHo-cT» /  VICTOpUKO-apXMBHBIM ~ MHCTUTYTOM  POcCCHIICKOTO  TOCYIapCTBEHHOTO
T'YMAaHUTApPHOIO YHUBEPCUTETA 2014 //PocapXxuB. URL:
http://archives.ru/documents/methodics.shtml

10. Ilomemxuna, M. H. OCHOBBI HCCIEIOBATENHCKON HESITENBHOCTH : Y4eOHO-
Metoanuyeckoe mocodbue / M. H. Tloremkuna ; MI'TY. - Marauroropck : MI'TY, 2018. - 1
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http://znanium.com/bookread.php?book=153028
http://znanium.com/bookread.php?book=160418.-
http://archives.ru/documents/methodics.shtml

AJIEKTPOH. OIIT. TIAICK (CD-ROM). - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3739.pdf&show=dcatalogues/1/1527
742/3739.pdf&view=true (mara oOpamenus: 29.08.2020). - MakpooObekT. - Tekcr
ANIEKTPOHHBIN. - CBeneHus gocTynHbl Takke Ha CD-ROM.

11.  Packumn, JI. 1. ApxuBoBeneHue : y9eOHHK [T aKaJeMHYecKoro OakanaBpuara /
. U. Packun, A. P. CoxonoB. — Mocksa : U3nparensctBo FOpaiit, 2019. — 383 ¢. —
(bakanaBp. Axagemuueckuii kypc). — ISBN 978-5-534-00870-8. — TekcT : anekTpoHHbIH //
OBC IOpaiir [caiit]. — URL:https://www.biblio-online.ru/bcode/432131 (narta oOparieHus:
21.08.2020). https://www.biblio-online.ru/viewer/arhivovedenie-432131#page/1

0) JonosiHuTe/ibHAs JIMTEPATYypa:

1. Amupos, A.P. JlokymeHTarimoHHOE 0OecriedeHne yrpaBieHUs B OpraHu3alusix : yueoOHoe
nocobue / A.P. Amupos, B.1. Muxaiinos. — Ya : BI'TIY umenun M. Axkmyimist, 2009. — 176 c.
— ISBN 978-5-87978-513-5. — TekcT : 2/eKTpOHHBIN // DIeKTpOHHO-OMOIMOTeYHasT cUcTeMa
«Jlanby : [caiit]. — URL: https://e.lanbook.com/book/42213 (nara obpamenus: 21.08.2020). —
Pexum JOCTYTIA: VTS aBTOPH3. TI0JTE30BATEIICH.
https://e.lanbook.com/reader/book/42213/?previewAccess=1#6

2. Angnpeesa, C. JI. JJokyMeHTUpOBaHHE NEATEIBHOCTH HETOCYAAPCTBEHHBIX OPraHU3aIni :
yaebHo-meroamaeckoe nocodue / C. JI. Auapeesa ; MI'TY. - Marautoropck : MI'TY, 2018. - 1
anmektpoH. omnr. jguck (CD-ROM). - 3Barn. ¢ turyn.  9kpana. -  URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3591.pdf&show=dcatalogues/1/1515
260/3591.pdf&view=true = (mata oOpamenus: 24.08.2020). - Makpooosekt. - Tekcr
anekTpoHHbIN. - ISBN 978-5-9967-1157-4. - Cenenus goctymnHsl Takke Ha CD-ROM.

3. AngpeeBa, C. JI. VYmpasiaenue wuHPOpPMaMOHHBIMU pecypcamu B Poccuiickoit
denepanun u 3a pydexom : yauednoe nmocooue / C. JI. AuapeeBa, H. ®@. I'annen ; MI'TY. - Mar-
autoropck : MI'TVY, 2017. - 1 snekrpon. ont auck (CD-ROM). - 3ari. ¢ tutyn. skpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3235.pdf&show=dcatalogues/1/1136
954/3235.pdf&view=true (mata obpamienus: 24.08.2020). - MakpooObeKT. - TEKCT : IEKTPOH-
HBIU. - CBenenus noctynHsl Takke Ha CD-ROM.

4, AnpgpeeBa, C. JI. Opranuzamuss paboTel ¢ OOpalieHUsIMH TpakIaH : ydeOHO-
Meroaudeckoe nocodue / C. JI. Anmpeesa ; MI'TY. - Maruutoropck : MI'TY, 2016. - 1 amek-
TpoH. onr. guck  (CD-ROM). - 3arm. C  TUTYJI.  DKpaHa. - URL.:

https://magtu.informsystema.ru/uploader/fileUpload?name=2950.pdf&show=dcatalogues/1/1134
762/2950.pdf&view=true (mata obpamienus: 24.08.2020). - MakpooObeKT. - TEKCT : AIEKTPOH-
HbIH. - CBeneHus noctynHsl Takxke Ha CD-ROM.

5. Anoxuna, C. A. JIMHTBUCTHYECKHE OCHOBBI JI€JIOBOro muchMma : mpaktukym / C. A.
Anoxuna ; MI'TY. - Marautoropck : MI'TVY, 2017. - 1 snekrpoH. ont. guck (CD-ROM). - 3ar.
c TUTY. JKpaHa. URL:

https://magtu.informsystema.ru/uploader/fileUpload?name=3387. pdf&showzdcataloques/l/ll39
246/3387.pdf&view=true (mara obparienus: 24.08.2020). - MakpooOBeKT. - TEKCT : 3IEKTPOH-
HbIH. - CBeneHus noctymnHsl Takke Ha CD-ROM

6. BenukanoBa, C. C. ApXuBbI 10 JINYHOMY COCTaBY : yueOHO-MeToauueckoe nocoodue / C.
C. Benukanosa ; MI'TY. - Marautoropck : MI'TY, 2018. - 1 anektpoH. ont. auck (CD-ROM). -
3ari. c TUTYII. JKpaHa. URL:

https://magtu.informsystema.ru/uploader/fileUpload?name=3518. pdf&show—dcatalogues/1/1514
334/3518.pdf&view=true (mara oOpamenus: 27.08.2020). - MakpooObekr. - Tekcr
anekTpoHHBIN. - ISBN 978-5-9967-1154-3 . - CBenenus noctynnsl Takke Ha CD-ROM.

7. BenukanoBa, C. C. OCHOBBI NpOEKTHOW JesTeabHOCTH : yuebHoe mocobue / C. C.
Bemukanosa ; MI'TY. - Marautoropck : MI'TVY, 2017. - 1 anekrpon. ont. auck (CD-ROM). -
3ari. C THUTYIL. JKpaHa. URL:

https://magtu.informsystema.ru/uploader/fileUpload?name=9. pdf&show—dcataloques/1/1132874
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https://www.biblio-online.ru/bcode/432131
https://e.lanbook.com/reader/book/42213/?previewAccess=1#6
https://magtu.informsystema.ru/uploader/fileUpload?name=3591.pdf&show=dcatalogues/1/1515260/3591.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3591.pdf&show=dcatalogues/1/1515260/3591.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3235.pdf&show=dcatalogues/1/1136954/3235.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3235.pdf&show=dcatalogues/1/1136954/3235.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=2950.pdf&show=dcatalogues/1/1134762/2950.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=2950.pdf&show=dcatalogues/1/1134762/2950.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3387.pdf&show=dcatalogues/1/1139246/3387.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3387.pdf&show=dcatalogues/1/1139246/3387.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=9.pdf&show=dcatalogues/1/1132874/9.pdf&view=true

[9.pdf&view=true (mara oo6pamienus: 27.08.2020). - MakpooObeKT. - TeKCT : 3JIEKTPOHHBIH. -

Ceenenus goctynssl Taoke Ha CD-ROM.

8.

KabamoB, C.FO. DiekTpoHHOE TMPaBUTEIHCTBO. OJIEKTPOHHBIA JTOKYMEHTOOOOPOT.

Tepmuns! u onpenenenus: Yuedbnoe nocobue / C.}O. Kabamos. - M.: HUL[ MTHO®PA-M, 2013. -

320 c.

: 60x90 1/16. - (Beicmiee obOpazoBanme: bakamaBpuart). (mepemiet).- Pexum mocryna:

http://znanium.com/bookread.php?book=410730 .- 3ari.c skpana.- ISBN 978-5-16-006835-0,

300 3k3.

HUcTounuku

1.

10.

11.

AnbO0M YHHU(PHUIIMPOBAHHBIX (POPM MEPBUYHON YUETHON JOKYMEHTAIMH 10 Y4E€TY Tpyna
U ero omiaarel. YTBepkAEH mnocraHoBieHueM ['ockomcrata P® ot 05.01.2004 Ne 1.
[DnexTpoHHBI pecypc]. — http://www.garant. ru.

I'OCT 17914-72 «OO6n0XKu Jien JIMTENbHBIX CPOKOB XpaHEHHUs. TeXHU4yeckue
ycnosusi». — M.: UTIK U3a-Bo crannaptos,1984.

I'OCT 6.10.1-88. Vuudumuponanusle cucrembl nokymeHrauuu (YCJ). OcHoBHble
nojioxxeHus. M., 1988.

I'OCT 6.10.5-87 «YHupuuupoBaHHble CHCTEMbl JOKyMEHTaluu. TpeboBaHusS K
nocTpoeHuto Gpopmysipa-odpasua». — M.: UIIK U3a-Bo crannapros, 1987.

I'OCT 7.70-2003 «Omucanue 6a3 AAHHBIX U MAIIMHOYUTAEMbIX HH(OPMALMOHHBIX
MaccuBoB. CoctaB M o0Oo03HaueHHe XapakTepucTuk». — (Cucrema CTaHAApTOB IO
nHpopManuu, OMOIMOTEeYHOMY U M3AaTelbckomy neny). — M.: UIIK M3a-Bo cranmapTos,
20083.

I'OCT P 51141-98. I'ocynapctBennsbiii ctangapt Poccuiickoii @enepanuu. [lemompo-
M3BOJCTBO M apxuBHOE zeno. Tepmunbl u omnpenencHus. (yrB. I[locranoBmenuem ['oc-
craugapta Poccum ot 27.02.1998 N 28). [Dnexrponssiii pecypc]. Pexxum pocryma:
http://base.consultant.ru/cons/cgi/online.cgi?req=doc;base=L AW;n=135550

I'OCT P 6.30-2003 YaubuUmpoBaHHbIE CUCTEMBbI JOKYMEHTAIIUU. YHHU(PUIIUPOBAHHAS

CUCTeMa  OpPraHU3allMOHHO-PACIIOPSIUTENBHON  JOKyMeHTauuu. TpeboBaHus K
0ohOpPMIICHHIO  JIOKYMEHTOB.  [DJeKTpoHHBIH  pecypc] —  Pexum  mgoctyna:
http://base.garant.ru/185891/

I'OCT P 7.0.8-2013 Cucrema crangaptoB mno wuHbopManuu, OUOIMOTEUYHOMY H

U3JaTeNbCcKOMY JAeny. J[enonpou3BoACTBO U apXUBHOE Jes0. TepMUHBI U ONpeaeaeHHs
[DneKTpOHHBII pecypc]. Pexum JIOCTyHa:
https://standartgost.ru/g/%D0%93%D0%9E%D0%A1%D0%A2_ %D0%A0_7.0.8-2013

I'OCT P HUCO 15489-1-2007. HaumonanbHbIii cTanmapt Poccuiickoir denepanum.

Cucrema crangapToB o wuHMOpManuu, OUOTUOTEUHOMY U H3AATEIBCKOMY JETy.
VYnpasnenue nokymentamu. OOmme TpebGosanus (yTB. IIpmkasom PocrexperymupoBa-
Husg ot 12.03.2007 N 28-ct) [OnexktpoHHbIi pecypc]. Pexum  goctyna:
http://base.consultant.ru/cons/cgi/online.cgi?req=doc;base=L AW;n=135548

I'oCT P HCO 9004-2010 MeHemKMEHT JUlsl JOCTHXKEHHMS YCTOMYMBOIO YycCIexa

opranu3aiuu. Ilogxon Ha OCHOBE MEHEIKMEHTa KadecTBa [DJIEKTPOHHBIM pecypc].
Pexxum noctyna: https://standartgost.ru/b/I'OCT_P_MCO_9004-2010

l'ocynapcTBeHHasi cucteMa JTOKyMEHTAllMOHHOTO oOecrieyeHus yrnpasieHus. OCHOBHBIE
nosioxkeHus. OOmue TpeOoBaHMSA K JOKYMEHTaM M CIy)K0aM JOKYMEHTAI[HOHHOTO
obecneyenns. M., 1991. 76 c.
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https://standartgost.ru/b/ГОСТ_Р_ИСО_9004-2010

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24,

25.

26.

Hexper CHK PCOCP o peopranuzanuu u neHTpanu3auu apxuBaoro jgena 1/ VI -1918
r. // COOpHUK PYyKOBOISIIMX MaTepHanaoB mo apxuBHoMy naeny (1917 - utons 1941 rr.)
M., 1961. C. 12-13.

JIoKyMeHTBI, cojepXKalllue IepPCOHAIbHBIE JaHHbIE, B TOCYIAapPCTBEHHBIX apXUBax
Poccun. CnpaBouno-uHpopmanmonnoe nocodue. / BHUNIA. M., 2006. 140 c.
KBanugukannoHHbIH CIIPaBOYHUK JOJDKHOCTEH pyKOBOAUTEINEH, CIICIIHATICTOB U
IPYrux Ciykamux. - 4-e m3a. - M.: HUL] UH®PA-M, 2014. - 330 c.: 60x88 1/16. -
(bubmmoTeka xxypHana "TpynoBoe nmpaBo PD®"; Beim. ). (06m0xkka) ISBN 978-5-16-
009250-8, 500 »xk3.

Konexc Poccuiickoit ®enepanun 00 aIMUHUCTPATUBHBIX MPABOHAPYIIEHUSX OT
30.12.2001  Ne 195-®3 (pen. ot 27.07.2010) [Dnextp. pecypc]. Pexum
noctyna:http://www.consultant.ru/popular/koap/

Konctutymus Poccuiickoit deneparuu .URL: http://base.consultant.ru/cons/cgi/online.
(mara o6pamenus: 29.08.2014).

Metonuka pacuera IITATHOM YHCIEHHOCTH TOCYJApCTBEHHBIX apXWBOB HA OCHOBE
HopMatuBoB 1o Tpyay / Pocapxus; BHUUJIA/L; Cocr.: 3.B. bymmenésa, B.E. Co6ornes,
JLIL. llotuna; Hayy. pen. B.J1. CrutomaoB. M., 2004. — 42 c.

Hopwmsbl BpeMeHu U yciayru, BBIIOJHSEMbIE TOCYIapCTBEHHbBIMU apxuBamu / Pocapxus,
BHUNIA, coct.: 3.B. bymmeneBa (orBercTBeHHBbIN ucnonauTtensb), B.E. Cobones,
JLIL. llotuna. M., 2007. — 144 c.

O T'ocynapctBennoii TaiiHe: 3akoH P® ot 21 wmromst 1993 1. Ne 5485-1 // Poccwmiickas
razera. 1993. Ne 182 (21 cenr.). C. 5-6 (pen. ot 06.10.97) // Poccuiickas razera. 1997. 9
OKTSOpSI.

O [IOTIOJTHUTENILHBIX TapaHTUSIX MpaBa TpakaaH Ha uHdopmanmio: Yka3 [Ipesunenra PO
oT 31 pmexabps 1993 1. No 2334 // CoOpanme aktoB I[lpesumenta u IlpaButenncrTBa
Poccuiickoit deneparuu. 1994. Ne 2. Ct. 74; (pen. ot 17.01.97.)

O nopsagke BEIOMCTBEHHOTO XpaHEHHs JOKYMEHTOB M OpraHu3alud UX B
nenonpousBojictBe: [loctanosnenue [IpaBurensctBa PO ot 3 mapra 1993 1. Ne 191 //
Co6panue aktoB [Ipesunenta u [IpaButenscta PD. 1993. Ne 10 (8 mapTta). Ct. 850.

O coxpaHEHUM HCTOPUYECKUX JOKYMEHTOB, CBSI3AHHBIX C JIESTEIBHOCTHIO OBIBIIETO
BepxoBaoro CoBera P®, a Takke HEKOTOPBIX CPEICTB MacCOBOW HMHQPOpMAIUHU M
oOmecTBeHHBIX opranm3anuii: Pacropsokenue [Ipesunenta PO ot 22 oxtsadps 1993 r. //
Cobpanue aktoB [Ipesunenta u [IpaButenscta PO. 1993. Ne 43 (25 okrt.). Ct. 4091.

06 apxuBax Kowmmwmrera rocynmapcrBenHoit OezomacHoctu CCCP: Vka3 Ilpesunenta
PCOCP ot 24 asrycra 1991 r. Ne 84 // Bemomoctu Chesna HapOAHBIX JEMYyTaTOB
PC®OCP u BepxosHoro Coera PCDCP. 1991. Ne 35 (29 agr.). Ct. 927.

06 Apxuse IIpesunenta Poccuiickoit @enepannu: Ykas IIpesunenta PO ot 31 nexabps
1991 r. Ne 338 // Bemomoctu Cobe3na Hapoanbix nenyraroB PCOCP u BepxoBHoro
Cosera PCOCP. 1992. Ne 3. (16 sanB.). Ct. 95.

006 ApxuBHoM Qonzae Poccuiickoit denepanuu u apxuax: OCHOBBI 3aKOHOJATENbCTBA
P® or 7 urons 1993 r. Ne 5341-1 // Benomoctu Che3na HapoIHBIX AenyTraTtoB PO u
BepxoBnoro Cosera P®. 1993. 19 asr. Crt. 1311.

OO0 obecriedeHUN COXPAHHOCTU JIOKYMEHTOB IO JIMYHOMY COCTaBY BBICBOOOXKJIa€MbIX
paboOTHUKOB B pe3ynbTaTe 0Opa30BaHUs, PEOPTaHU3ANNHA U JTUKBUIAINHN FOPUIMUECKUX
mui: Pacnopsbkenue IlpaButensctBa PO ot 21 mapra 1994 r. Ne 358-p // CoGpanue
aktoB [Ipe3unenta u [IpaButensctBa PO. 1994. Ne 13 (28 mapta). Ct. 1048.
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27.
28.
29.
30.

31.
32.

33.

34.

35.

36.

37.

38.

39.

40.

41.

Oobmepoccuiickuii kKiaccupukaTop ynpasieHdeckoit rokymenrauu OK 011-93.

OK 001-2000: Obmepoccuiickuit kinaccudurarop cranaaptos. M., 2000.

OK 007-93: Obmepoccuiickuit kiaccuduraTop npeanpusTuii u opranuzanuii. M., 1993.
OK 016-94: Oo6mepoccuiickuii knaccudurkatop mnpodeccuii padouyux, IOHKHOCTEH
CIIy’)KaluX U Tapu@HbIX pa3psaos. M., 1995.

OcHoBHbI€ IIpaBUIIa pabOTHI BEIOMCTBEHHBIX apXxuBoB. M.,2001.

[lepeueHp THUMOBBIX YIPaBICHYECKUX AaAPXUBHBIX JOKYMEHTOB, OOpa3yloUIuxcsi B
mpouecce  JEATEIbHOCTHM  TOCYJapCTBEHHBIX  OpraHoB,  OpraHoB  MECTHOI'O
CaMOYNpaBJIEHUS W OpraHu3alMil, ¢ yka3aHueM CpOKOB XpaHeHus. Ilpunoxenue k
npukazy MunuctepcrBa KyapTypsl Poccuiickoit ®@enepaunn ot 25 asrycra 2010 r. Ne
558 TIlonoxenne «O denepaqsbHOM apXWBHOM  areHTCTBE»,  YTBEPKICHHOM
[TocranoBnenuem I[IpaBurensctBa Poccuiickoit @enepanun ot 17.06.2004 Ne 290.
[lonoxenne O EnunHoil cucreMe KiaccuPUKAMM M KOJUPOBAHUS TEXHUKO-
sxoHoMHueckoil nHpopmanuu (ECKK TOU) banka Poccun ot 19 uronst 2000 r. Ne 116-
IT.

[Tonoxenne o6 ApxuBHoM ¢onae PD u [lonoxenue o I'ocymapcTBeHHON apXWBHOMN
cryx6e Poccun: O6 yrBepxxaenunn - Ykas [Ipesuaenta PO ot 17 mapta 1994 1., Ne 552 //
Co6panne aktoB IIpesuaenta u [IpaBurenscrea PO. 1994, No 12 (21 maprta). Cr. 878.
(pen. O1. 04. 96 Ne 460 u pen. 01.12.98 Ne 1447) // Cobpanue 3akoHoAatenbcTBa PO.
1996. Ne 15. Ct. 1575; Poccwuiickas razera. 1998. 9 nexadps.

[Tonoxxenne 06 YmnpapieHnr WHGOPMAIMOHHOTO W JOKYMEHTAITMOHHOTO OOecreyYeHus
[Ipesunenta PD: O6 yrBepxknenuu - Yka3 [Ipesunenta P® ot 15 anpens 1998 r.
[TocranoBnenue I'ocrakomcrata P® ot 05.01.2004 Nel, «OO6 yTBepKXIeHUH
YHUQUIUPOBAHHBIX (OPM MEPBUYHONW YYETHOM NOKYMEHTAIlMU MO y4eTy TpyJa U €ro
omaately //C3 P®. 2004, Ne2, Ct.284.

[TocranoBnenue IlpaButensctBa Poccuiickoit ®eneparun  "OO6  ymopsgoueHUU
W3rOTOBJICHUS, HCIOJIb30BAHUSA, XPAHEHHMs] W YHUYTOXKEHHUS IeyaTel W ONaHKOB ¢
BOCIIPOM3BEICHUEM TocyAapcTBeHHOTO repba Poccuiickoit denepanuu" ot 27 nexkabps
19 No 1268.

[TocranoBnenue [IpaBurensctBa PO «O pa3BuTvH €AMHOW CUCTEMBI KiIacCU(UKAIIUU U
KOJIMPOBAHUS TEXHUKO-3KOHOMHUUYECKOU M colManbHOM nHMopmarmm» ot 1 Hos0ps 1999
r. Ne 1212 // CoGpanue 3akoHogarenbeTBa PO, 1999. Ne 45, — Cr. 5434.

[TocranoBnenue Coera MunnctpoB CCCP «O Mepax 1o yiydiieHH0 apXUuBHOTO JIeJia B
CCCP» 25 nrons 1963 r. // OcHoBHBIE eKpeThl U mocTaHoBieHus... C. 32-35.
[Toctanosnenne Cosera MunuctpoB CCCP ot 7 deBpans 1956 r. Ne 246 «O mepax mno
YIOPSAOYCHHUIO PEKUMA XPAHEHUS U JTy4IIeMY HCIOJIb30BAHUIO apXUBHBIX MaTEPHUAJIOB
MUHHUCTEPCTB U BeIoMCTB» // Bonpocs! apxuBoBenenus. 1956. Ne 1.

ITocranosnenne LIMK n CHK CCCP 00 ynopsiiodeHuu apXUBHOTO Jiela B HAPOIHBIX
KOMHUCcapHaTax M HeHTpalbHbIX yupexaeHusx Coroza CCP. 5 despans 1936 r. //
OcHoBHBIE AEKpETHl U NMOCTaHOBJIEHUsT COBETCKOTO IPABUTEILCTBA [0 APXUBHOMY JIETY
1918-1982 rr. M, 1985. C. 24-27.IlpaBuna opraHu3aniy XpaHEHUs, KOMIUIEKTOBAHUS,
ydeTa U HCIOJb30BaHUS JOKyMEHTOB ApxuBHoro Qonpaa Poccuiickoii ®exnepauuu u
JPYTUX apXUBHBIX IOKYMEHTOB B TOCYIaPCTBEHHBIX U MYHUIIUIIATHHBIX apXUBaX, MYy3€aX
u 6ubnuoTekax, opranuzanuax Poccuilckoll akageMuu HayK, yTBEP>KICHHBIE NMPHUKA30M
MunucTtepcTBa KyabTypsl M1 MacCOBBIX KOMMyHHKanuii Poccuiickoit ®denepaunu ot 18
suBapsa 2007 r. Ne 19.
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42.

43.

44,

45.

46.

47.

48.

49,

50.

51.

52.

53.
54,

55.

56.

S7.

58.

59.

60.

61.

62.

IIP 50-733 -93. OcHoBHble moOJIOKeHUsT EnuHON cucTremMbl Kiaccu(UKAMH |
KOJIUPOBAaHUS  TEXHUKO-DKOHOMUYECKOH WM COUMaNbHOW  HWHPOpMAIMH U
YHU(DUIIUPOBAHHBIX CHCTEM JoKyMeHTauuu Poccuiickoii @enepanum.

TP 50-734-93. I1paBuna no crangapruzanuu: [lopsgok pa3paboTku 001IIEpOCCUHCKUX
KJIacCU(PUKATOPOB TEXHUKO-IKOHOMUYECKOH U conmaibHOM nHpopmanuu. M., 1995.

ITP 50-735-93. [IpaBuia no cranpapru3anuu: [lookeHne 0 BeIEHUU OOIIEePOCCUHCKUX
KIacCU(pUKAaTOpoB Ha 0Oa3ze WH(POPMANMOHHO-BBEIYUCIUTEILHON cetn [oMKomMcraTta
Poccun. M., 1995.

[IpaBwina BeneHHUS W XpaHEHUS TPYIOBBIX KHUKEK, M3TOTOBIICHUS OJAHKOB TPYHAOBOM
KHIDKKA W oOecrieueHuss uMu pabortomarenedt (yrBepxaeHsl [locraHoBieHUEM
[IpaButensctBa PO ot 06.02.2004 Ne 51).

P 50.1.008-96. Pexomenmanuu 1o cTaHAapTH3alUU: METOAMYECKHE TOJIOKEHHUS TI0
BHeIpeHnt0 EnnHoM cucTteMbl KiaccuUKaIuy U KOJUPOBAHMS TEXHUKO-IKOHOMHYECKOM
n couumanbHoil mHpopmauuu (ECKK) B cucremy cbopa u 00paboTku HHpOpMAIUH
OpraHoB MECTHOTO camoyrmpasieHus. M., 1996.

Co3manre COBPEMEHHBIX apXWBHBIX HCTOYHHKOB Ha OCHOBE A (depeHIIMPOBAHHOTO
noxoaa: Meroauueckoe mocodue / henepanpHoe apxuBHOe areHTcTBO. BHUMJIAL. — 3-
e u3a., crep. — M., 2007. — 128 c.

CocraBieHue apXuBHbIX omnwucei: Metoauueckue pexkomeHgauuu / Pocapxus.
BHUNIAL — M., 2005. — 141 c.

®denepanpubiii 3ak0H «O0 apxuBHOM jene B Poccuiickoit @eneparumy Nel25-D3 ot 22
okTsa0ps 2004 T.

denepanbHblii 3ak0H «O TOCYAapcTBEHHOM TaiiHe» oT 21 wmroas 1993 r. Ne 5485-1 //
Poccuiickas razera. — 1993. — 21 ceHTs0ps.

Odenepanpubiii 3akoH «O0 wHpOpManuu, WHPOPMAIMOHHBIX TEXHOJOTHUAX W 3alTUTE
nHpopmanum» ot 27 uronst 2006 r. Ne 149-D3.

Oenepanpubiii 3ak0H «O0 00s3aTEIBPHOM JK3EMIUIIPE JOKYMEHTOB» OT 29 nexadpst
1994 r. Ne 77-@3.

O DenepanbHbiil 3akoH "O0 snexkTpoHHOM moanucu" ot 06.04.2011 N 63-03
®enepanbublii 3akoH OoT 2 Mag 2006 roma Ne 59-®O3 «O mnopsiake paccMOTpeHUs
oOparmenuii rpaxaad Poccuiickoit denepanum»

®denepanpubiii 3ak0H 0T 22.10.2004 Ne 125-D3 «O6 apxuBHOM Jiene B Poccuiickoi
Oenepanumn».

®enepanbHbliil 3ak0H 0T 27.07.2004 Ne 79-D3 «O rocynapCTBEHHOM I'paKJaHCKOU
ciyx0e Poccuiickoit @eneparum».

®enepanbHblii 3ak0H OT 27.07.2006 Ne 152-03 «O nepcoHaIbHBIX TAHHBIXY.
®enepanbHblil 3ak0H 0T 27.12.2002 Ne 184-03 «O TeXHUYECKOM PETYIUPOBAHUN.
OenepanbHblii 3ak0H 0T 29.07.2004 Ne 98-d3 «O xommepueckoil TaiiHe» (B pell.
®epnepanpHoro 3akoHa ot 02.02.2006 Ne 19-D3).

®denepalbHbIil KOHCTUTYIMOHHBIN 3aK0H OT 25.12.2002 Ne 2-®K3 «O I'ocynapcTBeHHOM
rep6e Poccuiickoit @eneparum»

Vxa3 Ilpesunenta PO ot 06.03.1997 N 188 (pex. ot 13.07.2015) "O6 yTBepKIeHUH
[Tepeuns cBeneHuit KOHPUIESHITMAIBHOTO XapakTepa"

[lepeueHb THMOBBIX YIPABICHUYECKUX apPXUBHBIX JOKYMEHTOB, OOpa3yloUIUXCs B
mpoiecce  JEATEIbHOCTH  TOCYJApCTBEHHBIX  OPraHoB,  OpPraHOB  MECTHOIO
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63.

64.

65.

66.

CaMOYIpaBJIEHUS U OpPraHM3alUil, C yKa3aHUEM CPOKOB HUX XPAHEHHUs, YTBEP>KICHHBIN
npukazom denepanpHoro apxuBHoro areHTcTBa oT 20.12.2019 Ne236.

[IpaBuna opraHuzanuu XpaHEHMs, KOMIUJIEKTOBaHMs, Yy4Y€Ta M  MCIIOJIb30BaHMS
JOKYMEHTOB apxuBHOro (onma Poccuiickoit ®enepanyu U JAPYruX apXHUBHBIX
JJOKYMEHTOB B OpraHax rocyJapCTBEHHOU BJIACTH, OpraHaX MECTHOTO CaMOYIIPABJICHUS U
OpraHu3anusaxX, yTBepKJIeHHbIE NMpuka3oM Munucrepcrsa KyabTypbl P® ot 31.03.2015
Ne526.

I'OCT P UCO 15489-1-2019. Haumonanwubiii cranmapt Poccuiickoit ®enepamuu.
Cucrema craHgapToB 1o HHpoOpManuy, OUOIMOTEUHOMY U M3AATEIBCKOMY JIENy.
Nudopmanust u gokymeHTtauus. YmnpasieHue aokymeHTamu. Yacte 1. Ilonarus u
npuHiuns!"(yrB. [Ipukazom Poccrangapra ot 26.03.2019 N 101-c1)

[Ipuka3 Pocapxusa ot 11.04.2018 N 44 "O6 yrBepxaenuu [IpumepHON UHCTPYKIMH IO
JIEJIOTIPOU3BO/ICTBY B TOCYAPCTBEHHBIX opranu3anusx" (3apeructpupoBano B MuHiocte
Poccun 17.08.2018 N 51922)

[Ipuka3z PocapxuBa ot 02.03.2020 N 24 "OO yrBepxknaenuu IlpaBui opranuzanuu
XpaHEHUs, KOMIUIEKTOBAaHUS, y4e€Ta U HCIOJIb30BaHUS JOKYMEHTOB ApXMBHOTO (oHIa
Poccniickoit @enepanuu M JIpyrux apXMBHBIX JIOKYMEHTOB B TOCYJAapCTBEHHBIX M
MYHHUIMIAIBHBIX —apXuBaxX, My3esdXx U OubamoTekax, HAy4YHbIX OpraHu3anusx"
(3apeructpupoBano B Muntocte Poccun 20.05.2020 N 58396)

r) lIlporpammHoe obecneyenue u UHTepHeT-pecypcesbl:

1. KomnsrotepHas cripaBouHast npaBoBasi cucteMa Koncynerantllntoc [DnekTpoHHsIil pecypc]| —
Pexxum nocryna: http://www.consultant.ru/about/

2. CnoBapb (PUHAHCOBBIX U IOPUIUICCKUX TEPMUHOB [ DIIEKTPOHHBIN pecypce]| — Pexxum moctyna:
http://www.consultant.ru/law/ref/ju_dict/?word

3. N'apant-MarauTtoropck. KomruiekcHas npaBoBasi moaepkka [ QIeKTPOHHBIN pecypc]| —
Pexxum nocryna: http://www.garant-mag.ru/

4. denepanbpHas Ciryk0a rocy1IapcCTBEHHON CTATUCTUKHU. [ DIEKTPOHHBINA pecypc]| — Pexum
nocryma: http://www.gks.ru/

B nmomomb cTyeHTaM peKOMEeHAYIOTCS O(PUIHATIbHBIE CANTHI JKYPHAJIOB:

1.
2.

&

JenompousBozactBo - http://www.top-personal.ru/officeworks.html
J1eompon3BOACTBO U JOKYMEHTO000pOT Ha mpeanpustuu - http://www.delo-
press.ru/magazines/documents/archive/

VYupasnenue nepconaiom - http://www.top-personal.ru/
http://www.obd-memorial.ru

- mpoekT MuHOGOpOHBI P 10 cucTeMaTn3aiiy y9eTHbIX JaHHBIX U JOKYMEHTOB O
norubIux BouHax Bo Bropoit MupoBoii BoiiHe U MOCIEAYIOMUX KOHMIUKTAX —
apxuBHas 0a3a;

http://www.elar.ru — caiit kopnoparmu « DIeKTPOHHBIN apxXuB» (pecTaBpanus u
oudppoBKa apXUBHBIX JOKYMEHTOB, YCIYTH U 000pPYIOBaHHE).
http://www.rusarhivs.ru — rocyaapcreennsiii caiit A® P® ¢ npencraBieHHbIME
HEePHOINYECKU OOHOBIISIEMBIMA HOPMATHBHBIMU aKTaMH, TOCTAHOBJICHUSAMH U
METOIMUYECKUMHU TTOCOOMSIMH IS CIICHIUATIMCTOB B 00JIaCTH apXUBHOTO Jea.

2.1.5 Pexomenoayuu odyuaougumca no n0020moeKe K 20cy0apcneeHHomy IK3amMeny

IloaroToBKa K TECTUPOBAHUIO
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[Ipy 1oAroToBKE K TECTUPOBAaHUIO OOy4aroLleMycs pPEKOMEHIYETCS BHHUMATEIbHO
W3YYHUTh CTPYKTYPY TECTa, OLIEHUTh 0OBEM BPEMEHH, BBIACISEMOTO Ha JAHHBIA TECT, YBUJICTb,
KakKoro TvIla 3aJaHusgd B HEM COACPKATCH. CHGI[yGT Ha4YMHAaTb OTBCYATb Ha TC BOIIPOCHI, B
MPpaBHUJIIbHOCTU PCIICHHA KOTOPBLIX HET COMHeHI/If/’I, IIOKa HC OCTaHaBJMBAsIChb HA TCX, KOTOPLIC
MOT'YT BbI3BaTb AOJIHC pa3ayMbs. H€O6XOI[I/IMO BHUMATCJIBbHO 4YMTATh 3aJaHusd JO0 KOHIIa, HE
IbITaACh IIOHATH YCIOBHA «II0 IHICPBBIM CJIOBaM)» WM BbIIIOJIHUB HOIIO6HI)IC 3aJaHus B
NpeaAbIAYINUX TCCTUPOBAHUAX - 3TO IIPUBOIUT K OIHI/I6KaM B CaMbIX JICTKHUX BOIIpOCax.
PekoMeHyeTcss mpoIycTUTh BOIIPOC, €CJIM OOy4arOUIUIICs HE 3HAET OTBETA WK HE YBEPEH B €0
MIPaBUJIBHOCTH, YTOOBI IOTOM K HEMY BEpHYTbCsS. HyXHO IyMaTh TOJBKO O TEKYLIEM 3aJaHHM.
Kak npaBwmio, 3agaHusi B TecTax HE CBS3aHBI APYT C JIPYroM HEMOCPEIACTBEHHO, IMOATOMY
HGO6XOZ[I/IMO KOHUOCHTPUPOBATHECA HAa AAHHOM BOIIPOCC W HAXOAWUTH PEHICHHA, MOAXOAANINC
UMEHHO K HeMmy. OOyyaromiuiicss MOKET HE HCKaThb cpa3y NpaBUIIbHBIM BapuUaHT OTBETa, a
MOCJIEI0BATENIHO UCKIIIOYATh T€, KOTOPBIEC SIBHO HE MOAXOAAT. METO 1 UCKIIFOUEHHS TTO3BOJISIET B
HUTOTC CKOHOCHTPHUPOBATHL BHHMAHUC HA OAHOM-IABYX BCPOSATHBIX BapHaHTax. CJ'I@Z[y@T
paccuuThIBaTh BHINIOJHEHUE 3aJJaHUIl Tak, 4YTOObI OCTAJIOCh BpEMs Ha NMPOBEPKY U JOPabOTKY.
Heob6xomumo cBecTd K MUHUMYMY MPOLECC YTabIBaHUS MPAaBUIbHBIX OTBETOB.

[Ipn moaroToBke K TECTUPOBAHHIO OOYYarOIIEMYCsl ClEAyeT He IMPOCTO 3ay4yuBaTh,
HEO0OXOIMMO TMOHATHh JIOTUKY H3JI0KEHHOTO MarepHuaja. IDTOMY CIOCOOCTBYET COCTaBJIEHUE
pa3BepHYTOTO IUJIaHA, TaOMUI, CcXeM. bosblIyl0 TNOMOLIb OKa3bIBAalOT OIMYOJIMKOBAaHHBIE
COOpHHUKHU TecToB, MHTepHET-TpeHa)Kepbl, MO3BOJISIONINE 3aKPENUTh 3HAHUS M IPHOOpPECTH
COOTBETCTBYIOIIME NICUXOJIOTMYECKNE HABBIKU CAMOPETYJISIUU U CAMOKOHTPOJIS.

[loAroToBKa K YCTHOMY OTBETY

Bo Bpems moAroToBKM K yCTHOMY OTBETY PEKOMEHYETCS 3apaHee MPOoIyMaTh CTPYKTYPY
otBeta. OTBET OJKEH COCTOSITh U3 BCTYIUICHHUS, OCHOBHOM YacTH M 3akitoueHus. Ha nepByio u
MOCJIEIHIOI0 YacTH JOJDKHO YUTH 0KoJio 20% BpeMEHM, Ha OCHOBHYIO 4acThb - 0kojio 60%. B
Hayajie OTBETa HEOOXOJAMMO TpUBIEYb BHHMaHUE »dk3ameHartopa. Cnexyer mnapoil ¢pa3
0003Ha4YNTh, 0 4Y€M oOyuarouiuiicss cobupaercs roBopuTh. OCHOBHAsI 4acTh BCErAa MOCBSIIEHA
KOHKpeTHo# mpobineme. Ee creqyer packpbITh 0oJiee MOJHO U PACCMOTPETh BOMPOC C Pa3HBIX

ctopoH. He ciienyer ropoputh ciioxHo. CHavaja J0/DKHA MPO3ByUYaTh KitoueBas ¢pasa, 3aTeM -
apryMeHThl U NOsiCHeHUs. Hafo ObITh HAaCTPOSHHBIM HA TO, YTO IPEIOJIaBaTeIb MOXET 3a/aTh
BOIIPOC M HE COUTHCA OT HEOXKHJIAHHOCTH. YJIaYHBIA JUAJOr C IMPEHoJaBaTe)ieM IOKa3hbIBaeT
00y4YaroIerocs ¢ Jy4iiei CTOPOHBI U MOBBIIIACT MIAHCH HA XOPOIIIYI0 OTMETKY. B 3akmoueHuun
MOKHO HCIOJIB30BaTh 0000MIarOIUe KOHCTPYKIMH. [Ipy ycTHOM OTBET€ PEKOMEHIYeTCs
n30eraTh peYeBhIX IITAMIIOB, IIA0JIOHHBIX BBIPAXKEHUM, CIICHTOBBIX M MOJIOJICKHBIX CJI0B. Takke
HE CJIEAYeT YIOTPeOJIsATh B Pa3roBOPE CJIOBA, CMBICI KOTOPBIX OOYYAIOUIUIICS HE TOYHO 3HAET.
YBepeHHOCTh B cebe MOMOXKET coOpaTbcs B TPYAHOM CUTYaIlMH, UCHOJB30BaTh MOATOTOBKY U
CBOM 3HaHMsI, TOOUTHCS ycrexa.

PaboTa ¢ yueOHOM IUTEpaTypoii (KOHCIIEKTOM)

[Ipu paboTte ¢ nuteparypoit (KOHCIEKTOM) MPHU MOJATOTOBKE K AK3aMEHY O0emaoieMycs

PEKOMEHAYETCSL:
1. IToAroToBUTH HEOOXOIUMYIO MH(POPMALMOHHO-CIIPABOYHYIO (CJIOBapH, CIPABOYHUKN)
U PEeKOMEHJIOBaHHYIO0 HAay4yHO-METOJUYECKYIO JHUTepaTypy (yuyeOHUKH, yueOHble mocobus) s
MIOJIyYEHUS NCUEPIBIBAIOIINX CBEACHUN M0 KaKIOMY 3K3aMEHAIlMOHHOMY BOIIPOCY.
2. YTOYHUTHb HalUM4ME€ COJEpKaHUs U 00beM MaTepuana B JIEKUUAX U Yy4eOHOI
JUTEpPAType sl pacKpBITHS BOIIPOCA.
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3. JIonoJHUTH KOHCIIEKTHI HeAoCTaronlell nHdopMaluei mo OTAeIbHBIM acleKTaMm, 0e3
KOTOPBIX HEBO3MOKEH IIOJIHBIN OTBET.

OcHoBHbIE BUIbl CUCTEMATU3UPOBAHHOMN 3alIMCU IPOYUTAHHOTO:

— aHHOTUPOBAaHUE — INPEIEIbHO KpPATKOE CBSA3HOE OINMCAHUE IPOCMOTPEHHOW WM
IIPOYUTAHHOM KHUTH (CTaTbH), €€ COAEP KaHMsI, NICTOUHUKOB, XapaKTepa U Ha3HAuYEHUs;

— IUJJAaHUPOBAaHUE — KpaTKas JIOTMYecKas OpraHu3alus TEeKCTa, pacKpbIBaroIiast
COJIep’KaHuE U CTPYKTYPY U3y4aeMOro MaTepuara;

— TE3UpPOBAHHME — JIAKOHWYHOE BOCIPOM3BEACHHUE OCHOBHBIX YTBEP)KICHUH aBTOpa 0e3
npuBjieyeHUs (PaKTUYECKOTO MaTepHaa;

— LMWTUPOBAaHME — JOCJIOBHOE BBIIUCHIBAHME M3 TEKCTa BBIACPKEK, W3BICUCHU,
Han0oJee CyIECTBEHHO OTPAXKAIOLIUX Ty WIM UHYIO MBICIIb aBTOPa,;

— KOHCIIEKTHMPOBAaHHME — KpaTKO€ M IMOCIEOBATEIbHOE U3JI0KEHUE COAEpP KAHUS
MIPOYUTAHHOTO.

4. PacnipenenuTh BeCh MaTepuajl Ha YacTH C YYETOM MX CII0)KHOCTH, COCTaBUThb Irpauk
MOATOTOBKH K 9K3aMEHY.

5. BHUMarenbHO MPOYMTATh MaTepual KOHCIEKTa, y4eOHHWKAa WJIM JPYroro MCTOYHUKA
nH(popMalKH, C LEJIbI0 YTOUYHEHUH OTIENbHBIX MOJ0KEHHUH, CTPYKTYpUpOBaHUs MH(GOpMaLUY,
JIOTIOJTHEHUSI paOOUNX 3aIUCEeH.

8. IloBTOpHO MpOUYUTAThH COAEpKAHHE BOIPOCA, MPOIycKasi UK Oeryio mpocMaTpuBas Te
4acTU MaTepualna, KOTopble OblIM YCBOEHBI Ha MPEAbIAYIIEM 3Talle.

9. IlpounTaTh emie pa3 Marepuaig C YCTAaHOBKOW Ha 3allOMHUHAHUE. 3allOMUHATH CIIEAyeT
HE TEKCT, a €ro CMBICI U €ro JIOTHKYy. B mepByio odepeab HEOOXOAMMO 3allOMHUTH TEPMUHBI,
OCHOBHBIE OMNPEIECICHUS, IOHATHS, 3AaKOHBI, NPUHLHUIBI, AKCUOMBI, CBOICTBA H3y4aeMBbIX
MIPOLIECCOB U SIBJIGHUH, OCHOBHBIE BIUSIOUINE (PAKTOPHI, X B3aUMOCBs3H. [101€3HO COCTaBIATh
OTIOPHBIE KOHCIIEKTHI.

10. MHOrokpaTHO€ MOBTOPEHUE MaTepraa ¢ MOCTEIIEHHBIM «C)KMMAaHUEM» €ro B 00bemMe
CHOCOOCTBYET XOPOIIEMY YCBOSCHHUIO U 3aIIOMUHAHUIO.

11. B nocneanuii AeHb NOJArOTOBKH K 3K3aMEHY CIIEyEeT IPOrOBOPUTH KPATKUE OTBETHI
Ha BCE BOIPOCHI, a Ha TeX, KOTOPbIE BHI3bIBAIOT COMHEHUS, OCTAHOBUTECH O0JjIee MOAPOOHO.

3. Ilopsiaok MOATOTOBKH M 3aIIUTHI BITYCKHOH KBAJIU(PUKAITUOHHON PadoThI

BeimosiHeHne ¥ 3ammTa BBITYCKHON KBaJHM(HUKAIMOHHON palbOThI SBISIETCS OIHOM W3
(dopM rocyrapcTBEHHON UTOTOBOM aTTECTALIUU.

[Tpu BBIMONHEHHH BBIMYCKHOHM KBaNM(UKAMOHHOW pabOThI, 00ydarommecs JOJIKHBI
M0Ka3aTh CBOM 3HAHUS, YMEHUS U HaBBIKA CAMOCTOSTEIBHO pellaTh Ha COBPEMEHHOM YPOBHE
3aJjauyl CBOEH MpodeccHoHaNbHON AEATEIBHOCTH, TPO(PECCHOHAIBHO U3JIaraTh CIICHHAIbHYIO
MH(POPMAINIO, HAYYHO apryMEHTHUPOBATh U 3AIIUIIATh CBOIO TOUKY 3PEHHUS.

OOyuaromuii, BEIIOTHSIONIMHI BRITYCKHYIO KBATM(HUKAIIMOHHYIO PabOTy JIOJKEH MOKa3aTh
CBOIO CIIOCOOHOCTb M YMEHUE:!

— ONpenensaTh U (OpMYIUPOBATH TPOOIEMY UCCIIEIOBAHUS C YUETOM €€ aKTyalbHOCTH;

— CTaBUTh LIEJIM UCCIIE0BAHMS U OTIPENIeNIATh 3a7a4M, HEOOXOIUMbIE ISl UX TOCTHXKEHUS;

— aHaJIM3MpOoBaTh M 0000IIaTh TEOPETHUECKUH M SMIMPHUYECKHI MaTepual Mo TeMme
MCCIIEIOBAaHUS, BBISIBJIATH IIPOTUBOPEYHS, JI€NIaTh BHIBOJIBI;

— MPUMEHSTh TEOPETUUECKUE 3HAHUS IIPU PEIICHUH NMPAKTHUECKUX 33/1a4;

— JlenaTh 3aKIIOUEHHe M0 TeME HCCIIEO0BaHus, 0003HAUYaTh MEPCIEKTUBBI JalbHEHIIEro
M3YUYEHHsI UCCIIEyeMOTro BOIIPOCa;
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— oopmiATE pabOTy B COOTBETCTBUU C YCTAHOBIICHHBIMU TPEOOBAHHSIMH,

— ydJacTHe B TEOPETHYECKUX pa3padoTKax B O0JAaCTH JOKYMEHTOBEACHUS U
apX1BOBE/ICHNUS;

- aHaimuM3 UWHPOPMALMOHHBIX TOTOKOB M HWH(POPMAIMOHHOTO B3aUMOJCHCTBHUS B
OpraHu3aiuiy;

- aHaNIM3 MOTPEOHOCTEH B OMIEPATHBHON M PETPOCHEKTHBHOW WH(GOpPMAIINH, ONpEaesiCHIE
METO/I0B U CIIOCOOOB UX YJIOBJIIETBOPEHUS;

- ydacTue B IMpPHUKIAJHBIX pPa3pabOTKax IO CO3JaHUI0 CHCTEM JOKYMEHTALlMOHHOTO
oOecrieyeHns ynpaBieHHs, yHU(UKAIMH, CTaHJApTH3AIMH JIOKyMEHTOB, a Takke B 001acTu
apXUBHOTO JIENa;

- ydacTd€ B IPOEKTUPOBAHMM W  BHEJAPEHUM ABTOMATU3UPOBAHHBIX  CHUCTEM
JOKYMEHTAIMOHHOTO 00ECTIeUeHUsI YIpaBIIeHUsI (CUCTEM DJIEKTPOHHOTO TOKYMEHTOO0OpOTa) U
apXMBHOTO JIeJla Ha CTaJUsIX IOCTAaHOBKM 3aJaud M OLEHKU HMX NPUMEHEHHUS B YCIOBUSX
KOHKPETHOW OpraHu3aluu;

- yyacTue B pa3paboTKe HOPMATHUBHO-METOJUYECKHX JOKYMEHTOB, akKTOB (IIpaBHII,
NepeyHell J0KYMEHTOB, IOJIOKEHUH, MHCTPYKIMH, KilacCU(pUKATOpOB, Tabenel MpUMEHSEeMBbIX
(hopM TOKYMEHTOB M) IO JOKYMEHTAI[MOHHOMY 00€CIIEYEHHIO YIIPABIECHUS U apXUBHOMY JIENY;

- TOJrOTOBKa JOKYMEHTAJbHBIX MYOJIMKAUii W CHPaBOYHO-TIOMCKOBBIX CPEICTB K
apXUBHBIM JIOKYMEHTaM;

- ydacTue B BbICTABOYHO-PEKIAMHON J€ATeIbHOCTH;

-TIOJITOTOBKA CIPaBOYHO-TIOMCKOBBIX CPEJICTB;

- cocraBieHue pedeparoB U co3laHue Oubauorpaguu IO TEMaTHKE MPOBOJUMBIX
HCCIEIOBAaHNH;

- ydJacThe B COCTaBJICHHHM OTYETOB IO HAYYHO-MCCIIETOBATENLCKOM M METOIUYECKON
pabore;

- BHEApPEHHE M OKCIUTyaTalus aBTOMAaTU3WPOBAHHBIX CHUCTEM B JOKYMEHTAIIHOHHOM
oOecriedyeHUH yMpaBieHWs] W  apXUBHOM  Jiele, BKJIIOYas CHCTEMbI  DJIEKTPOHHOTO
JTOKYMEHTO000POTA;

- BBITIOJTHEHHUE OTIEPAIIMI 110 CO37aHUI0 U 00pabOTKE TOKYMEHTOB;

- y4yacTHe BO BHEJIPEHHUU U IKCIUTyaTallid MHPOPMAIIMOHHBIX TEXHOJIOTHH, NCIOIb3yEMbIX
B IOKyMEHTAI[MOHHOM OOECIeUEeHUH YIIPABICHUS U ApXUBHOM Jiesie (CKaHUPOBaHUE);

- B€/ICHHE CPOKOBOT'O KOHTPOJISI UCTIOJIHEHUS TOKYMEHTOB;

- obecriedyeHHe TEKYILIEro XpaHEeHHUs JOKYMEHTOB, MOJATOTOBKA el JJs Iepeladd Ha
apXHBHOE XpaHEHUE;

- CO3/IaHH€ U BEJCHHE CIPABOYHO-TIOUCKOBBIX CPEACTB K JIOKYMEHTaM B MH(OPMAIMOHHO-
JOKYMEHTAI[MOHHOM 00eCleYeHUH YMpPaBIECHUS U apXUBHOM Jiene (HOMEHKJIATypa e, OIHUCH,
MyTEeBOIUTENN, 0030pbI, KaTanoru, 6a3bl JaHHBIX);

- y4acTue B TEXHOJIOTUYECKUX dTanax paboTsl (eiepalbHbIX apXUBOB, ApPXUBOB CyOHEKTOB
benepay 1 MyHUIIUTATBHBIX aPXHUBOB 110 OCHOBHBIM HAIIPaBJICHUSIM UX JEATEIbHOCTH;

- paboTa 1o 06ecreYeHnI0 COXpPaHHOCTU JOKYMEHTOB Ha Pa3HbIX HOCUTEIAX;

- paboTa 1o KOHCEepBalMK U PecTaBpallui JOKyMEHTOB.

3.1 IloaroToBHMTEIbHBIH ITAll BHINOJHEHUS BBITYCKHON KBAJM(UKAUOHHOHI padoThI

3.1.1 Boibop membt 6blnyCcKHOU K6ANUPUKAYUOHHOU padombl

OOyuaromuiicss caMOCTOSITEIBHO BBIOMpaeT TeMy U3 PEKOMEHJYyeMOTro IEpeuHs TeM
BKP, mnpeacraBiaenHoro B mnpuioxkeHun 1. OOywaromuiicss (HECKOJIBKO 0Oydarommxcs,
BoinosHsAoIMX BKP coBMECTHO), IO MUCBMEHHOMY 3asBJIEHHIO, UMEET IPABO IPEIUIOKUTH
CBOIO T€MY ISl BBIMYCKHON KBaIM(UKAIMOHHOW paboThl, B ciaydae ee 0OOCHOBAHHOCTH M
11eJIeCO00pPa3HOCTH €€ pa3pabOTKU Ui NMPAKTHYECKOrO NPUMEHEHHUS B COOTBETCTBYIOLICH
o0nacti mpogecCHOHATBHON NesITeIbHOCTH MM Ha KOHKPETHOM 00BbeKTe NMpodhecCHOHATBHON
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nesaTenbHOCTH. YTBepxkaeHue TeM BKP 1 HazHaueHue pyKoBOAUTENS yTBEPKIAETCS PUKA30M
110 YHUBEPCUTETY.

3.1.2 ®ynkyuu pyxogooumens éblnyCKHOU K6AIUDUKAUUOHHOU padombl

JUj11 NOArOTOBKU BBITYCKHOM KBaJIM(PUKAIIMOHHOW paboThl 00yJaroleMycsi Ha3Ha4yaeTcs
PYKOBOJUTEIDb U, IPU HEOOXOAUMOCTH, KOHCYIbTAHTBHI.

PykoBonutens BKP mnomoraer oOydaromemycst chopMylIupoBaTh OOBEKT, MPEAMET
UCCIIEIOBAHMUS, BBIABUTh €ro0 aKTyaJlbHOCTb, HAYYHYI0 HOBHU3HY, pa3paboTaTh IUIaH
HCCIIEIOBaHUS; B Ipoliecce paboThl IPOBOJAUT CUCTEMATUYECKUE KOHCYIIbTALIUU.

[TonroroBka BKP oOy4arommmcst 1 0T4ET nepei pyKOBOJUTEIEM PEAI3yeTCs COTIIACHO
KalleHapHomy rpaduky padotsl. Kanenaapuoiii rpaduk paboThl 00yqaronierocsi COCTaBIIsIeTCs
Ha Bech nepuo/ BoinosHeHnss BKP ¢ ykazanuem ouepeHOCTH BBIOJIHEHUS OTAEIbHBIX ATANOB
U CPOKOB OTYETHOCTH TIO BBHIMOJIHEHUIO paOOTHI MEepe]l PYKOBOAUTEIIEM.

3.2 TpeGoBaHus K BbINYCKHOI KBaTU(UKAIMOHHOU padoTe

[Ipy  moArotoBke  BBIMYCKHOM  KBaJM(UKAIMOHHOM  paboThl  oOywaromuiics
PYKOBOJICTBYETCSI ~METOJMYECKHMH  yKa3aHUSIMH  CM.IIPHJIOKEHWEe |. W JIOKaJbHBIM
HOopMaTHBHBIM akToM yHHBepcuTeta CMK-O-CMI'TVY-36-20 BrimyckHas kBamupuKamoHHas
paboTa: CTpyKTypa, CoAepKaHue, o0IIre mpaBuia BEIMOTHEHUS U 0(OPMIICHHUS.

3.3 [lopsiaoK 321U THI BHINYCKHOMH KBAJIM(PUKAIMOHHOI padoThI

3akoHUYEHHas BBIMYCKHAs KBaM(UKAMOHHAs padoTa [OJDKHA MPONTH MpOLERypy
HOPMOKOHTPOJIS, BKJIIOYas MPOBEPKY Ha OO0bEM 3aMMCTBOBaHMI, a 3aTeM IMpejacTaBieHa
PYKOBOJUTEINIO JUTsl 0(hOpMIIEHHS MUCbMEHHOTO OT3hIBA.

Brimycknas kBanmupukanmoHHas paboTa, TOJNUCAHHAs 3aBEAYIOIHMM  Kadeapoi,
MMEIOIIAsi PELEH3UI0 U OT3bIB PYKOBOJUTENS pabOThI, TOMyCKaeTCs K 3allUTe U MepeaaeTcs B
rOCYJapCTBEHHYIO 3K3aMEHAIMOHHYIO KOMHUCCHIO HE IO3JIHEE, YEM 3a 2 KaJCHJAPHBIX JHS A0
JaThl  3allUTHI, TakXke paboTa pa3Mmellaercs B AIEKTPOHHO-OMOIMOTEYHOW CcHUCTEMe
YHUBEPCUTETA.

OObsBIIeHHE O 3alllUTE BBIMTYCKHBIX Pa0OT BbIBEIIMBAETCA Ha Kadeape 3a HECKOIbKO
THEH 0 3aIlUTEL.

3amuTa BBIMYCKHOM  KBaIM(HUKAIIMOHHON pabOTHl MPOBOAUTCS HAa 3aceJaHHH
rOCy/IapCTBEHHOW 3K3aMEHAI[MOHHON KOMHUCCUM U SBISETCA MyOMMYHOW. 3ammura OJHOU
BBIITYCKHOU PaOOTHI He donxicna npesviuiams 30 munym.

Jnia cooOrmienust o0yJaromemMycs npenoctabiusercs He 6oee 10 munym. CooOuieHue mno
conepxxkanuto BKP compoBoxknaercs HeoOXoauMbIMU TpadhUueCKUMH MaTepuajaMu W/Win
npe3eHTanuell ¢ pasznaTouHblM MatepuargoMm g wieHoB ['DK. B I'DK moryr ObITh
MPEJCTABIICHbl TAKXKE JPYyrhe€ MaTepHUalibl, XapaKTEPHU3YIOIIHE HAYYHYIO U IPAKTHUYECKYIO
LEHHOCTh BbINoJHEHHOW BKP — meuatHble cTaThu ¢ yyacTueM BbITyCKHHKA 1o Teme BKP,
JOKYMEHTHI, YKa3bpIBalOIIMe Ha mpakTudyeckoe mnpumeHenne BKP, wmaketsl, 00pasiisl
MaTepHaJIoB, U3AEIUN U T.II.

B cBOeM BbICTyIIEHUN 00yJarOIUICs T0JIKEH OTPA3HUTh:

— coJiep>KaHue MPoOJIeMbl U aKTYaJIbHOCTh HCCIIEIOBAHHUS;

— 1I€JIb U 3aJ]a4U UCCIIEJOBAHMSI;

— 00BEKT U MpeIMET UCCIIE0BaHMS;

— METOJUKY CBOETrO UCCIIEJOBAHMSI;
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— IOJIy4EHHbIE TEOPETUUECKNUE U IIPAKTUUECKUE PE3YIbTAThI UCCIIEIOBAHNUS;

— BBIBO/JIbI U 3aKJIIOUEHHUE.

B BbICTymIeHHH JOJKHBI OBITH YETKO 0003HAUEHBI PE3YNbTaThl, MOJIY4YEHHBIE B XOJ€
UCCIIEIOBAaHUS,, OTMEYEHAa TEOpPETUYECKass M  IPaKTUYECKas LEHHOCTb IOJIy4YEHHBIX
pe3yJabTaToOB.

[lo oxoHYaHMM BBICTYIUIEHHUS BBIYCKHUKY 3aJal0TCS BOIIPOCHI 10 TEME €ro padoThl.
Bormpockl MoryT 3a1aBath Bce MpUCYTCTBYOLIKE. Bee BOPOCH TPOTOKOIUPYOTCS.

3aTreM  CJIOBO  IPENOCTABIIAETCS  HAYYHOMY pPYKOBOAMTENIIO, KOTOPbIM  Jaer
XapakTepucTuky paloTsl. Ilpu oTcyrcTBUM PYKOBOIUTENS OT3bIB 3aYUTHIBAETCS OJHUM W3
yiieHoB ['OK.

[Tocne 3TOrO BHICTYNAET PELIEH3EHT WM PELIeH3Us 3aUUThIBAaeTCsl OJHUM U3 uwieHoB ['OK.

3acnymaB O(GUIMAIBHYIO PEIEH3UI0 CBOEH pabOThl, CTYIEHT OJDKEH OTBETUTh Ha
BOIIPOCHI U 3aMEYaHMsI pELICH3EHTA.

3arem mpenacegarens ['OK mpocuT NpUCYTCTBYIOIIMX BBICTYIHTH 10 CYIIECTBY
BBIIYCKHOM  KBAIM(UKAIIMOHHON  paboThl.  BpIcTymiieHHs  4YJ€HOB  KOMHCCHMM U
MPHUCYTCTBYIOIIMX Ha 3amuTe (10 2-3 MMH. Ha OJJHOTO BBICTYIAIOLIET0) B MOPSAKE CBOOOIHON
JTUCKyCCHUM W OOMEHa MHEHHUSIMU He SBISAIOTCA O0s3aTeIbHBIM 3JIEMEHTOM MpPOLEIYpHI,
[I03TOMY, B CIIydae OTCYTCTBHS JKEJIAIOIINX BbICTYIUTh, OH MOXET OBITh OMYIIIEH.

[locne muckyccuu mo Teme padOTHI CTYAECHT BBICTYNAET C 3aKIIOUUTENBHBIM CIOBOM.
OTuKa 3alUThl NPEANHCHIBAET TMPU 3TOM BBIPA3UTh OJIArOJJAPHOCTh PYKOBOJUTENIO U
pEleH3eHTY 3a TpoJeiaHHylo padoTy, a Takke dieHam ['DOK u BceM MpHUCYTCTBYIOIIUM 3a
BHHMAaHHE.

3.4 KpuTepuu OlleHKH BbINYCKHON KBAJIM(PUKANMOHHOH PadoThI

PesynbraTer  3amutel  BKP  onpenensroTcs  OUEHKaMHM:  «OTJIMYHO», «XOPOIIO»,
«YIOBJICTBOPUTEIILHO», «HEYIOBJIECTBOPUTEIHHO» M OOBSBIISIOTCS 8 O€Hb 3AUiUMbL.

Pemienne 00 oleHKe mNpuHUMAaeTcs Ha 3akpbIiToM 3acenanud [OK mo okxoH4YaHUH
MPOIIEAYPHl 3alIUThl BCEX paboT, HAMEYCHHBIX Ha JaHHOe 3acemanue. J[ns omenku BKP
rocyJapCTBeHHAs DK3aMEHAIMOHHAss KOMHUCCHS PYKOBOJICTBYETCSI CIICIYIONIUMH KPUTCPUSIMHU:

— aKTYaJIbHOCTh TEMBI;

— HAyYHO-TIPAKTUYECKOE 3HAUCHUEM TEMBI;

— Ka4eCTBO BBINIOJIHEHUS PaOOTHI, BKJIKOYAs JEMOHCTPAIMOHHBIC M IPE3CHTAIIMOHHBIC
MaTepHuabl;

— COJICPXKATEIBHOCTh JIOKJIaZa U OTBETOB Ha BOIIPOCHI;

— YMEHHE MPEeCTaBIATh paboTy Ha 3alIUTE, YPOBEHb PEYEBOU KYIIbTYPHI.

OneHka «OTJH4YHO» (5 0amoB) BHICTABIAETCSA 3a TIIyOOKOE PACKPBITHE TEMbI, MOJIHOE
BBIIIOJTHEHUE TOCTABJICHHBIX 3a/a4, JOTHYHO M3JIO)KEHHOE COJEp)KaHHe, KaueCTBEHHOE
opopmieHne pabOTBl, COOTBETCTBYIOIEE TpPEOOBAHUSM JIOKAJbHBIX AaKTOB, BBICOKYIO
COJIEpXKATENBHOCTh JOKJIAJa W JEMOHCTPALMOHHOIO MaTepuala, 3a pPa3BEPHYTbIE U MOJHbBIC
OTBETHI Ha BoMpockl WwieHoB ['JK;

OI_IeHKa «Xopouio» (4 6anna) BBICTABJIAICTCA 34 IIOJHOC PACKPBITUC TEMbI, XOPOIIO
npopa60TaHHoe COZACPIKaHUC 0e3 3HAYMTCIbHBIX HpOTHBOpC‘IHﬁ, B O(I)OPMJ'ICHI/II/I paGOTBI
UMCIOTCA HC3HAYHUTCIBbHBIC OTKIIOHCHUSA OT Tpe6OBaHHﬁ, BBICOKYHO COACPIKATCIBHOCTD HOKJIada
U JECMOHCTPAIIMOHHOI'O MaTcpualia, 3a HEOOIbIIINE HETOYHOCTHU IIpU OTBCTAX HA BOIIPOCHI YICHOB
I'OK.
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O1eHKa «y/10BJeTBOPUTEILHO» (3 Oana) BHICTABISIETCS 32 HETIOJIHOE PACKPBITHE TEMBI,
BBIBOJIOB U TMPEAJIOKEHUH, HOCANIMX OOHMI XapakTep, B OQOpMIICHHH pPabOThl HMEIOTCS
HE3HAYUTENIbHBIE OTKJIOHEHHS OT TPEOOBAaHUH, OTCYTCTBHE HATJISHOTO MPEACTABICHHUS PaOOTHI
U 3aTPYAHEHHUS [IPU OTBETAX Ha BOIpockl wieHoB ['OK.

OneHka «HeyJI0BJIeTBOPUTEIbHO» (2 0ajula) BBICTABISETCS 33 YAaCTMYHOE PACKPBITHE
TEMBbI, HEOOOCHOBAHHBIC BBIBOJIBI, 32 3HAUUTEIBHBIEC OTKJIOHEHUS OT TpeOOBaHUH B 0(OPMIICHUH
U MIPE/ICTaBICHUH pabOThl, KOT/1a 00Y4aromUics JOMYCKAaeT CYIECTBEHHbIE OIIMOKU IIPU OTBETE
Ha Bonpocs! wieHoB ['OK.

OrneHka «Heya0BJIeTBOPUTETbHO» (1 OayT) BEICTaBISIETCS 32 HEOOOCHOBAHHBIE BBIBOJIBI,
3a 3HAUMTENbHbIE OTKJIOHEHHS OT TpeOoBaHUN B O(GOPMIIEHMM M MpPEICTaBICHUH pabOTH,
OTCYTCTBHME HAIJISIIHOTO IMPEACTaBICHUS pabOThl, Korja o0yJaromuiics He MOXKET OTBETUTh Ha
Bonpockl wieHoB ['OK.

OneHKH  «OTJIIMYHO»,  «XOPOILIO»,  «YIOBJIETBOPUTENHHO»  O3HAYalOT  YCIIELIHOE
MIPOXOKJEHUE TOCYJAPCTBEHHOTO aTTECTAlMOHHOTO UCHBITAHUS, YTO SIBJIIETCS OCHOBAHHUEM IS
BbIJauu oOywaromiemMycs JTOKyMEHTa O BbICIIEM 00pa3oBaHMM M O KBanupukanuu obOpasua,
yCTaHOBJIEHHOT0 MUHUCTEPCTBOM 00pa3oBanus U Hayku Poccuiickoit @eneparum.
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[Tpunoxxenue 1

IIpuMepHbIii nepeyeHb TeM BbIMYCKHbIX KBAJH(PUKANMOHHBIX padoT

10.
11.

12.

13.

14.

15.
16.
17.
18.
19.

20.

CoBepliieHCTBOBaHUE HOPMAaTUBHO-METOAUYECKOM 6a3bl OpraHu3aluu
MOCPE/ICTBOM Pa3pabOTKN HHCTPYKIMH IO JIEIOTIPOU3BOICTBY.

[MpodunakTrka XUINEHUS aPXUBHBIX JOKYMEHTOB B OpPraHU3aIHsX.

Creruuka opranm3anii  OQPOPMIICHHS TACIIOPTOB TpakIaHWH Poccuiickoi
Qenepanii ¢ HMCIOJB30BAaHUEM HMH(DOPMAITMOHHONW CHCTEMBI «DJIEKTPOHHOE
IIPaBUTENILCTBOY.

CoBepiieHCTBOBaHUE PabOThl C MEPCOHAIBHBIMH JaHHBIMU TpakJaH B OTJENe
3ATC.

Ontumusanus pabOTHl € apXUBHBIMA  JOKYMEHTaMU W JOKYMEHTHOU
nH(popmaluen, coaepxaiiel nepcoHanbHbIE TaHHBIE.

AHanmu3  JOKyMEHTOOOOpoTa M pa3paboTka  TMPEMIOKEHHH IO  €ro
COBEPIICHCTBOBAHUIO B OpraHU3aLUSX.

CoBepIlIeHCTBOBAaHUE OpraHU3alldyd apXUBHOTO XPaHEHUsS JOKYMEHTOB Ha
MPEANPUSITHH.

CoBepIlIeHCTBOBAaHUE OPraHU3allii JeTOIPOU3BOICTBA 110 OOPAIEHUSM TPaKIaH B
OpraHax MECTHOTO CaMOYIpPaBJICHHUSI.

3amuTa apXuBHBIX JOKYMEHTOB OT OHOTIOBPEKICHUH.

AHanu3 cUCTEeMBI YIIPABJICHUS JOKYMEHTAMH B OpPraHU3alHsIX.

Oco0OeHHOCTH OpraHu3anys JeJIONPOU3BOJICTBA HA MPEANPHUATHSAX, BHEAPSIONINX
CUCTEMY MEHEIPKMEHTA Ka4eCTBA.

Opranuzanys TEKyHIEro XpaHEHUsT W TOATOTOBKAa K AapXMBHOMY XPaHEHHIO
JOKYMEHTOB B COOTBETCTBUU C MEXAYHAPOIHBIMU CTaHAAPTAMH.

Wnentuduxanuss HOPMATUBHOM cpeAbl 1O YOPaBICHUIO JOKYMEHTaMH B
HEKOMMEPUYECKHX OpraHu3alusX.

Creuuduka opraHusanys TEKyLIEro XpaHEHUs JOKYMEHTOB 1o pabote ¢
oOpallleHUsAMHU TPaKJaH B OpraHU3aUsAX, OCYIIECTBISIONINX MyOINYHO 3HAYUMbIE
byHKIHH.

TepMuHoNOrMYecKass TOYHOCTh B pa3pabOTKe JIOKAIbHBIX aKTOB IO YIPABIECHUIO
JOKYMEHTaMU KaK yCJIOBUE UX AYTEHTUYHOCTH U IOCTOBEPHOCTH.
CoBepIIEHCTBOBAHUE MPOLECCOB PErUCTPAlUd JOKYMEHTOB B KOHKPETHOM
OpraHu3aluy.

Pa3paboTka MHIUBUAYaNIbHOW HOMEHKIIATYpPHI Je]l OpraHu3aIiu.

Pa3paboTka MHCTPYKIIMU TIO AEJIONPOU3BOJICTBY KOHKPETHOM OpraHU3aIiu.
Pazpa®oTka JOKaJbHBIX aKTOB [0 paclpesiesieHUI0 OTBETCTBEHHOCTH 3a
JEJIONIPOU3BOJICTBO B OpraHU3al1H.

AxTyanbHbIe TIPOOJIEMBI JETONPOU3BOJICTBA B POCCUNCKUX HAYYHO-TIPAKTHUECKUX
*KypHanax u popymax cetu MuTepuer
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METOJINYECKUE PEKOMEHJIAIINY IO HAITMCAHUIO
BBITYCKHOM KBAJITUOUKAIIMOHHOM PABOTHI
1O HAITPABJIEHUIO ITIOJATI'OTOBKMH 46.03.02

NOKYMEHTOBEJIEHUE U APXUBOBEJIEHUE

CocraButensb — noueHT kadenpsl [I0ul Auapeesa C.JI.

27



COJIEP)KAHUE

1. OOIIHE TTOTMOMKEHUS ...vvveerevveeeiirreeesireeeesireeeesneeens Error! Bookmark not defined.
2. [Iporpamma 1 NOPSIAOK MPOBEICHUS TOCYAAPCTBEHHOTO DK3AMEHA ........... Error!
Bookmark not defined.

2.1 ConeprkaHue rocyJapCTBEHHOTO 3K3aMEHA ...... Error! Bookmark not defined.

2.1.1 [lepeuens Tem, IPOBEPSEMBIX Ha MIEPBOM 3Tl rOCYAAPCTBEHHOTO 3K3aMEHa....... Error!

Bookmark not defined.
2.1.2 [lepeueHb TEOPETUUECKUX BOMPOCOB, BBIHOCUMBIX Ha BTOPOH 3Tall TOCYJapCTBEHHOTO

DKBAMEHA .....cceeeeeeeeeeeeeeeeeeeee e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaeaaaaaaans Error! Bookmark not defined.
2.1.3 [lepeueHb NpaKTUUECKUX 33/1aHNUN, BBIHOCUMBIX Ha BTOPOU ATaIl TOCYIapCTBEHHOTO
DKBAMEHA .....cceeeeeeeeeeeeeeeeeeeee e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaaaans Error! Bookmark not defined.
2.1.4 Y4eOHO-METOINUECKOE OOECIIEUCHUE ......cevvvvennreerereennns Error! Bookmark not defined.
3. I[TopsiioK MOATOTOBKY U 3aIIUTHI BHITYCKHOW KBAIM(PUKAITMOHHON pabOTHI
............................................................................... Error! Bookmark not defined.
3.1 [loArOoTOBUTENBbHBIN ATAIl BHIMOJHECHHS BBITYCKHOM KBATU(PUKAITMOHHOM
PADOTBI ..ottt ettt Error! Bookmark not defined.

3.1.1 Beibop TembI BBITYCKHO#H KBanupukanronnon padoTs .. Error! Bookmark not defined.
3.1.2 OyHKIUU PYKOBOIUTEINS BBITYCKHON KBATU(PHUKAIMOHHOMN paboTsl .... Error! Bookmark
not defined.
3.2 TpeOoBaHus K BHIMYCKHOM KBaau(puKalinoHHoi padore. Error! Bookmark not
defined.
3.3 TlopsiioK 3amuThl BBIMTYCKHON KBaaupuKkannoHHoi padborer Error! Bookmark
not defined.
3.4 Kputepun OIICHKH BBITYCKHOM KBanmudukarmonnoi padorer Error! Bookmark
not defined.
TPEBOBAHMUS K COJIEPYKAHUIO U CTPYKTYPE BBIITYCKHOM

KBAHH@HKAHHOHHOﬁ PABOTDBI ......cuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiivviivieeveeeeeees 30
(01001107 (ST y o Je1010) : 71517 & TP U PPP PP 30
DTarbl BBITIOJIHEHHSI BBITYCKHON KBATU(DUKAITHOHHOM PAOOTBL....civeeessiiiiiviiiieeeessssniinnneeeenss 31
Br160p TeMbI BBITYCKHOUN KBATH(PHUKAITHOHHOM PAOOTBI ....vvvvviiiiieeeesssiiiinneeneeeessssnssnnnnenneess 32
PyKkoBOACTBO BBINOTHEHUEM BBIMTYCKHOM KBATU(PUKAITUOHHON PAOOTH ....vvveeivvireeriirieeenneie 33

ITPABUJIA ODOPMIIEHMS ......ccovviviiiiiiiiiiiiiiiiiiiiiieeeiiiieeeeeeeeeeeeeee e 34

BBIITYCKHOW KBAJTUOUKAITMOHHOM PABOTDBI ... 34
OO0BEM U CTPYKTYpa BBITYCKHON KBATH(PUKAITUOHHON PAOOTEL .....vvveeiiiiieeesiiriineessinneneessnnneeas 34
O6mme TpedoBaHus K 0PopMICHHIO BKP ... 34
DOPMHUPOBAHUE BKP......ovviiiiiiiiiiii e 36
Odopmienue u comepKanue CTPYKTYPHBIX 3MeMEHTOB BKP ..o, 36

Odopmnenue TUTYABHOTO JTUCTA BKP ... 36
Cogepxannie u opopmieHne BBeIeHUS BKP ..., 38
Cogepxanne u opopmienue riaB u maparpadoB BKP ... 41
Cogepxanne u opopmineHne 3akToUeHUST BKP.........oooooiii 42
OdopmIieHune ciucka UCMOIb30BaHHBIX HCTOYHUKOB BKP ..o 42
Conepxanue u opopmienne npriiokeHUst K BKP ... 45
[IpaBuna opopmiteHus 31eMEHTOB TEKCTa BKP ..., 45
TpeboBaHUs K S3BIKY BKP ... 45
OdopmiieHnE CCHUIOK Ha HCIIOTB30BAHHBIC HCTOUHUKH ......vvesviesreeteessresssneessneassessneeninens 46
VYTHOTPEOTCHUE COKPAIIICHIIM ......vveeeeiiteieeesaniteeeesasiteeaeaatsstaeaasseeeeaaasnneaeesanneeeeesansneeeesannes 47



VTHOTPEOICHUE UHMCTTUTEITBHBIX +...utviestetesstreesstseeasseeesssesessteaesstseesbseeabneeansneeensneeessneeesnneas 47

OQDOPMITCHUE TIEPETHEH B TEKCTE ......vveeeavreeassreeassteeasstraesstneeasneesssseesssseeassseeesneeesneeesnneens 47
ODOPMITEHUE PHCYHKOB ....veeeesetrraeaasitneasaassseasaaastseassaassssassaassseaessasseesesassesassasseseesassees 49
OQDOPMITEHUE TAOTIHIIT ...ttt ettt e et e st e e st ek e ekt e s e e s e e e e n b e 49
TPEBOBAHUA K COAEPXXAHUIO 1 OOOPMJIEHNIO JOKYMEHTOB,
COIMTPOBOXIAIOIMX IMTPOLEAYPY 3AILIUTBI BKP .....cccoeeiiiiiiiiie. 52
Coneprxanue u opopmienune 3aaanust Ha BBITOTHEHHE BKP............cooooi 52
Conepxanne u opopmierne pedepata BKP ... 53
Conepxanue u opopmieHne oT3bBa pyKOBOIUTEISI BKP ..., 53
Conepxanne u opopmienne CD RW-nucka ¢ snekrponnsiMu Bepeusimu BKP, pedepara,
JIOKJIAJIa HA 3ALIATE U MPE3CHTALIMH . .....ceeeeeeeeeeeeeeeeeeeeeeeeeeeeaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaeaaaaaaaaaaaens 54
OPopMITEHUE CD RW =JIHCKA. .......eiiiiiiiiiiciiiee et 54
TpeboBanus k qoxmany Ha 3aUTE BKP ... 54
TpeGoBanMs K KOMITBIOTEPHOU TIpe3eHTaMH Tokiaaaa Ha 3amute BKP ... 55
TTPUJIOKEHME A ..o 57
ITpumepHsbiil nepeyenb TeM BKP Hanpasnennto noarotosku 46.03.02
JIOKYMEHTOBEICHUE M APXUBOBEICHUEC ...eeeeeeriiisrrtinrereeaeeessssssssssssneeeasseessassssssnnes 57
TTPUJIOKEHME B....ovviiiiiiiiiii ettt 64
O6pazen opopmiaeHust TUTYIABHOTO JIUCTa BKP......ooooiiii 64
TTPUJIOKEHME B ...ooiiiiiiiiiiiie et 65
O6pazen; opopmienus comepxkaust BKP ... 65
TTPUJIOKEHME T...ooiiiiiiiiie e 66
O6pasen opopMiieHUs CIMCKA UCTI0JIb30BaHHBIX B BKP HCTOUHHKOB .................. 66
TTPUJIOMKEHIE JI ....eviiiiiiiiiiiiiieee ettt 67
O6pazen opopmienust TpUIIOKEHUT K BKP ..., 67
ITPUJIOKEHMUE E.....oviiiiiiiiiiiii e 68
O6pazen opopmienus 3aganust Ha BKP ..., 68
TTPUJIOKEHIE JK ..ot 70
O6pazen opopMITCHUS KATECHIAPHOTO TPAPHKA ..vvvvvrrreeeesssiiiiiirrenreessessssnsssssnneenes 70
ITPUJIOKEHE T ....ooiiiiiiiiiiii e 72
O6pazen opopmienus pedepara BKP ... 72
ITPUJIOKEHME K ...ooiiiiiiiiiiii e 74
Maker or3piBa Hay4yHOro pykoBoaurens Ha BKP mno nHampasieHuo noarotoBku
46.03.02 JIOKyMEHTOBEJICHUE U APXUBOBEICHHUE .evvvvvvvrrrrrrrrrrrrerrereeeeseerereneeeeeeeeees 74

29



TEPMUHGLI, OIIPEAEJIEHMA 1 COKPAILIEHMA

B Meroanuecknx pekOMEHAAUUSAX HUCIIOIB3YIOTCS CIEIYIOIIME TEPMHUHBI C
COOTBETCTBYIOIIMMH ONPEICICHUAMU:

— BBIMMYCKHAasl KBaJu(ukanuoHHass padora — caMocTosiTebHas pabora
BBIITYCKHUKA BBICILIETO Y4E€OHOTO 3aBEJICHUS Ha 3aBEpIIAIOIIEeM dTare OO0ydeHHs,
OTHOCSIASICA K OCHOBHBIM CpPEICTBAM MTOTOBOM ATTECTALIMU JUILIOMUPOBAHHOTO
OakanaBpa;

— UTOr0Basi TOCYAAPCTBEHHAS aTTECTALM — KOHTPOJbHBIE MEPOIPUSITHS,
POBOJIUMBIC TIOCIIE€ OCBOCHHUSI BBIMTYCKHUKOM BBICIIETO Y4Y€OHOTO 3aBEJCHUS
OCHOBHOM 00pa3oBaTelbHOM MporpaMMbl B TOJHOM O0BEME C  LEJbIO
YCTaHOBJICHUS YPOBHS ero MOATOTOBJIECHHOCTH K BBITIOJIHEHUIO
npodecCHoHaIbHBIX 3a7ad M COOTBETCTBUSL €ro TIMOJTOTOBKA TPEOOBAHUSIM
rOCy/IapCTBEHHOTO (Wi (epepalibHOTO TOCYAapCTBEHHOr0) 00pa30BaTEIBHOTO
CTaHJapTa ¥ MOTpeOUuTenen;

— OCHOBHAasi o00pa3oBaTejibHasi NMPOrpaMMa — COBOKYIHOCTh YyueOHO-
METOJIMYECKOM JIOKYMEHTALINH, periaMeHTUPYIOLIEeH coaepKaHue u
OCYIIECTBJIICHHE O0pa30BaTENIBLHOIO TMPOIEcca IO HAMPABIECHUIO TOJTOTOBKHU
BBICIIETO MPOGECCUOHATBHOTO 00Pa30BaHUS.

B HacTosI111€eM NOJIOKEHNH IPUMEHSIOTCS CIEAYIOIINE COKPALICHNUS :

BKP — BeinmyckHast kBanuduKalMoHHas padora.

JInA — TOKyMEHTOBEJICHUE U APXUBOBEJICHUE.

JOY — noxymMeHTaIlMOHHOE 00ecTIieueHrEe YIIPABICHHUS.

NI'A — utoroas rocy1apcTBEHHasi aTTECTALIMS.

MI'TY — denepanbHoe rocynapCTBEHHOTO OIOHKETHOE 00pa30BaTeIbHOE
yUpeXKJIEeHUE BBICIIETO oOpa3oBaHusi «MarHuTOropcKuil rocynapCTBEHHBIN
TexHuuecknil yausepcuret um. I'. 1. Hocoay.

HUP — nayuno-uccrnenoBatenbckas padbora.

OI'OC BO — denepanbHblii TOCYIapCTBEHHBIH 00pa30BaTEeNbHBIN CTAHIAPT
BBICIIIET'0 00Opa30BaHMS.

TPEBOBAHUSA K COJIEPKAHUIO U CTPYKTYPE BBIITYCKHOM
KBAJTU®UKAIIMOHHOM PABOTBI

Oouwgue mpebdosanusn
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Beimycknas — kBanmudukanmmoHHas — paboTa  BBIMOJHSAET Y4YeOHYHO |
KBUTH(PUKAIMOHHYIO (DYHKITMIO W TPH3BaHA TNPOJAEMOHCTPUPOBATH €€ aBTOPOM
JOCTUTHYTHI YPOBEHb KBaJTU(PHUKAIIMK, YMEHHE CaMOCTOSITCIIBHO TIPUMCHSTH
TCOPETUYECKUEC W  TPAKTUYCCKUE 3HAHUSA TIPH  PEIICHUH  KOHKPETHBIX
Mpo(peCCHOHANBHBIX, TMPAKTHUYECKMX © HAyYHBIX 3aJa4, YCTaHOBJICHHBIX
tpeboBanusiMu OOII u nomKHA NpeICTaBIsATh, COO0M 3aKOHUYEHHYIO paldoTy.

3amaun, pemaembie ctyneHToM B BKP, momkHBI OBITH HampaBlICHBl Ha
JTOCTIDKEHUE TIOCTABJIICHHBIX II€JICH M COOTBETCTBOBATh BHJAM W 3ajadyam
npodeCCUOHATBHON JAESITETFHOCTH.

BKP nomxHa oTBeYaTh CACAYIOIIUM OCHOBHBIM TPEOOBAHUSM

— aBTOPCKasi CaMOCTOSITETTLHOCTB;

— MOJTHOTA M 3aKOHYEHHOCTD MCCIICIOBAHMS;

— BHYTpPEHHE €MHCTBO U JIOTHYECKasl CBS3b Pa3/ieioB, MOCIEI0BATEILHOCTD
WX WU3JI0KCHUS;

— poeccroHaTbHAS TPAMOTHOCTD U3JIOKCHUS MaTepHalia;

— TPaMOTHOE M3JIOKCHHE TEKCTa Ha PYCCKOM JIUTEPATYPHOM SI3BIKE;

— BBICOKMH TEOPETUYCCKHA YypPOBEHb, OTpa)Karol[Wii HAKOIUICHHBIC B
nporiecce 0Oy4IeHUs 3HAHUS.

— uéTKasl 1eJIeBasi HalPaBJICHHOCTD;

— KPaTKOCTh ¥ TOYHOCTH POPMYITUPOBOK;

— KOHKPETHOCTH U3JIOKEHUS PEe3yTbTaTOB PaOOTHI;

— JI0Ka3aTeJIhbHOCThH BBIBOJIOB 1 0OOCHOBAHHOCThH PEKOMEH TAIIHA.

B nporecce pa6otsl Hax BKP cTyneHT-BBITYCKHHUK JOJDKEH YMETh:

— OTIPeNeNATh U (OPMYIUPOBATH MPOOIEMY UCCIICIOBAHMS;

— CTaBUTbH IIeJIM MCCIIECOBAHUS U ONPEACNATh 3a/1a4i, HEOOXOAUMBIE JIJIST UX
JOCTHKEHUS;

— aHAJNIM3UPOBATh U 0000IIATh TEOPETHUECKUN M SMIUPUUYECKUN MaTepHual
110 TEME KCCIIEIOBAHMUSI, BBISIBISATh POTUBOPEUUS, J1€71aTh BHIBOIbI;

— IPUMEHATHh TEOPETUYECKUE 3HAHUS [IPU PEUICHUN MPAKTHYECKUX 3a/1a4;

— JIe7IaTh 3aKJII0YEHUE MO0 TeME HCCIIEeIOBaHMS, 0003HAa4aTh MEPCIEKTUBBI
JadbHENUIIEro U3y4eHHs UCCIEyeMOro BOIpoca;

— odopMmisaTe paboOTy B COOTBETCTBHHM C JICUCTBYIOIIMMH CTaHIApTaMu
Pa3IMYHBIX KATETOPU 1 HOPMATUBHBIMU JTOKYMEHTAMHU.

Omanol 6bIn0IHEHUA BLINYCKHOU K6ANUDUKAUUOHHOU PadOmbl

[Tpouecc BeimonHenuss BKP BkirouaeT ciueqyromue Tamnsl:
— BBIOOp TE€MbI U €€ YTBEPKJACHUE B YCTAHOBICHHOM IMOPSIIKE;
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— (hopMupoBaHUE CTPYKTYpHI U KaneHaapHoro rpaduka BeinonneHus BKP,
COTJIACOBAHHE C PYKOBOJUTEIIEM;

— M3y4YCHUE U aHajdu3 HWH(POPMAIMOHHBIX HCTOYHHKOB IO TMpodiieme,
OmnpeAesIeHUE 1eNeH, 3aa4 U METOJIOB HUCCIIEOBAHUS;

— HEINOCPEACTBEHHass pa3paboTka mpoOiemMbl (TeMbl), BKIIOYArONIas
dbopmMynHUpOBaHKE OCHOBHBIX TEOPETUUECKUX MOJOKEHUMN, MPAKTUUECKUX BBHIBOJOB
Y PEKOMEHIAIUH 10 pe3yJibTaTaM aHaJIu3a;

— odopmiienne BKP B cooTBeTcTBUM ¢ TpeOOBaHUSMH HACTOSIIUX
METOJIMYECKUX PEKOMEHIAIU;

— npenzamura BKP;

— HWCHOPABJICHUE 3aMEYaHW MOJIYYEHHBIX Ha MPEA3allUTe, 3aBEPIICHUE
UCCIIeIOBaHUS;

— TpEACTaBJICHUE 3aKOHYEHHOW pabOThl sl €€ OLEHKH PYKOBOJIMUTEIIIO
(pyKOBOJIUTENb B 0053aTEILHOM IMOPSJIKE TOTOBUT MMUCHhbMEHHBIN OT3BIB Ha paloTYy,
IIpU OTCYTCTBUU 3aMedaHui paboTa 3aBepseTCs MOANMUCHI0 PYKOBOJIUTEIA);

— MIPOXOXKJICHUE MPOLETYPHI HOPMOKOHTPOJIA (pukcupyercs
COOTBETCTBYIOIIIECH MOJMUCHIO HA TUTYJIbHOM Jincte BKP);

— MOJIy4eHHe JOomycka K 3amute ((pUKCHpYeTCs MOANMUCHIO 3aBEIYIOIIETO
kadeapoii Ha TuTyasHOM Jucte BKP);

— IOATOTOBKA U COIJIACOBAHME C PYKOBOAMUTEIIEM JOKJIaJa U IPE3CHTALUU
nokmana nans 3amuTel BKP, a Takke, mpu HEOOXOIUMOCTH, pa3aaTOYHOTO
JEMOHCTPALMOHHOI'0 MaTepuaa;

—3amuta BKP Ha 3acemanun rocy1apCTBEHHOM aTTECTAllMOHHON KOMHUCCHU.

Buvioop memwt evinycknoil KeanrugukayuoHHoi padomot

[Tpumepnsiii nepeuens Tem BKP mo nampaBnenuto moarotoBku 46.03.02
JIOKyMEHTOBEICHEC U apXWBOBEJCHHE OMPEACIEH BBIMYyCKaromen Kadeapoi
(xadempoii memarormueckoro oOpazoBaHus u jJokyMeHToBeneHus MITY) wu
npencrasieH B mporpamMme MI'A, a Takke B HACTOSAIIMUX PEKOMEHIALUAX
(ITIpunmoxxerne A). CTymeHT MOXET BbIOpaTh TeMy paOOThl W3 TpEIaracMoro
MEPEeYHs WIW, UCXOJS W3 COOCTBEHHBIX HAYYHBIX M TPAKTHYECKUX HHTEPECOB,
MPEVIOKUTh CBOIO TEMY JUIsl UCCIIEIOBAHMS, HE BBIXOJA 3a paMKU TpeOOBaHHI
ocBanBaemMoit OOII, Bum0B u 33724 MpodeCCHOHATLHOM IS TEIIEHOCTH.

Tema BKP nomkna OBITh aKTyaJdbHOW, HMETh HAYYHO-TIPAKTHYECKYIO
HaIpaBJIEHHOCTb, COOTBETCTBOBATh COBPEMEHHOMY COCTOSIHUIO U MEPCHEKTHBAM
pa3BUTHUS TOKYMEHTOBEICHU, ApXUBOBEICHUS U TexHoorui JJOY.

®opmyspoBka TeMbl BKP nomkHa B MNOMHOM Mepe oOTpaxarh Kak
TEOPETUYECKYI0, TaK M MPAKTUYECKYIO HAMNPABICHHOCTh  HCCJIEIOBAHUSI.
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TeopeTnueckass 4YacTh HUCCIEAOBAHMS JOJDKHA OBITh OpPUEHTHpPOBaHA Ha
pa3paboTKy METOIOJOTMYECKHX OCHOB HCCIEAYEMBIX BOMPOCOB, MCIOJIb30BAHUE
HOBBIX KOHUENUMN U HAEeH B BBHIOPAHHOW OOJIACTH, OTIMYATHCA OMPENEIEHHOM
HOBU3HOM Hay4HbIX MAEH U METOAOB HccienoBaHus. IIpakTtuueckas dacThb
UCCJIEeI0BaHUS JIOJDKHA JIEMOHCTPUPOBATH CIOCOOHOCTU CTY/AEHTA-BBITYCKHHKA
pemarb peajibHble MPAKTHYECKUE 3aJaud C HCIOIb30BAaHUEM pa3padOTaHHBIX
MOJEJIeH, METOHOJIOTUYECKUX OCHOB, MOAXOAOB W JPYIMX pPE3yJbTaToB,
[IOJyYEHHBIX B TEOPETUYECKOM YacTH HCciaenoBaHusA. POpMyIUpOBKa TEMBI
J0JI’KHA MAaKCUMAJIbHO KOHKPETHO OTPaXkaTh OCHOBHYIO UJIEI0 PaOOTHI.

Kpome Toro, Heo6XoauMOCTh pa3pabOTKH UMEHHO ATOW TeMbl JIOJKHA OBITh
000CHOBaHa U B YCTAHOBJIEHHOM MOPSAKE YTBEPKICHA.

PyKo600cmeo evinoinenuem bltnyCKHOU K8AIUPUKAYUOHHOU Padombl

Jns  moaroroBku BKP mo wHanpanenuto moxarotoBku — 46.03.02
JIOKyMEHTOBE/ICHUE W apXMBOBEJCHUE CTYACHTY Ha3HA4yaeTcsi PYKOBOJUTEIb H,
npu HEO0OXOAUMOCTH, KOHCYJIbTAHTHI. Hasznauenue PYKOBOAUTENS
OCYHIECTBIIIETCS. HAa OCHOBAHMM  IPUKa3a, MOATOTOBJIEHHOIO  COIJIACHO
tpeboBanusim CMK-O-CMI'TY .PykoBoautenr BKP momoraer cryneHty
chopMyIHpoBaTh 0OBEKT, MPEIMET UCCIIEA0BAHUS, BHIIBUTH AKTYaJIbHOCTh TEMBI,
paszpaboraTh IUIaH UCCIIEOBAHUs, B IIPOLIECCE HCCIECIOBAHUS IPOBOJUT
CUCTEMATHYECKHUE KOHCYJIbTAIINH.

[TonroroBka BKP cTyneHTOB M OTYET mepes; PyKOBOAUTEIEM PEATU3YETCSA
COTJIaCHO KajeHiapHoMmy Tpaduky pabotel. Kamenmapueli rpaduk paboThI
CTyJICHTa COCTaBJISIETCI Ha Bechb IMepuoa BbinojgHeHUss BKP ¢ ykazanuem
OYEpPENHOCTU BBINOJHEHUS JTallOB M CPOKOB OTYETHOCTH CTYIAEHTa 11O
BBITIOJTHEHUIO PAa0OTHI TIEpe]T PYKOBOIUTEIEM.

[To 3aBepmiennu BKP pykoBomuTens BHIYUTHIBACT padOTy U MPENCTABISET
MUCbMEHHBIA OT3bIB. B OT3bIBE OIEHUMBAIOTCA TEOPETUYECKUE 3HAHUS U
MPAaKTUYECKME HABBIKM CTYAEHTA MO HCCIEeAyeMON MpobiieMe, NPOSBICHHbBIE UM B
npouecce Hanucanuss BKP. Taxxke yka3pIBaeTcs CTENEHb CAMOCTOSTEIBHOCTHU
CTyI€HTa MNPU BBINOJHEHUH PalOOThl, JIMYHBIA BKJIAJ CTYJEHTAa U JIOCTUTHYTHIE
pe3yabTaThl padOThl, MPOAYMAHHOCTh METOJIOJIOTMU W ammnapaTta HCCleAOBaHUs,
COOTBETCTBHE€ UM CJEJaHHBIX BBIBOJOB. OT3bIB PYKOBOAUTENS JIOJKEH
3aKaHYMBAThCSA BBIBOJAOM O BO3MOXKHOCTH (HEBO3MOKHOcTH) nomnycka BKP
3alllUTe U NPUCBOCHUSI €€ aBTOPY COOTBETCTBYIOIIECH KBamU(UKaIMU (CTENEHHU), a
TaK)Xe OLICHKOM 3a BBIMOJHEHHYIO padoTy.
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INPABUJIA O®OPMJIEHUA

BBIITY CKHOM KBAJIM®UKAIIMOHHOM PABOTHI

00vém u cmpykmypa évlnycKHOU KeAnUuUKayuoHHOU padoonovl

BKP mno Hanpasnenuto mnoarotoBkun 46.03.02 J[oKyMEHTOBEAEHUE U
apXUBOBEJEHHE B OOIIEM CiIy4ae JIOJDKHA COCTOSITh M3 TEKCTOBOW YaCTH
(MOSICHUTETLHOM 3aMUCKH) U IPUIIOKCHUH.

Pexomennayemsrit 006EM TekcToBOM yactu BKP cocrasnsier 50—60 ctpanwii,
JIP — 70-90 ctpanui (6e3 yuéta mpuiIoKeHH).

BKP poikHa coaepkaTh ClI€IYIOIIUE OCHOBHBIE SJIEMEHTHI:

— TUTYJIbHBIN JIUCT;

— COJICpKaHUE;

— BBEJICHHUE;

— OCHOBHAs 4acTh (TJIaBbl, maparpadbl, BEIBOJIBI 110 IJIaBaM);

— 3aKJIIOUYCHHE;

— CIIMCOK UCTO0JIb30BAaHHBIX UCTOYHUKOB;

— MIPUJIOKEHUS.

OtnenpHO K paboTe MONTUBAOTCS :

— 3aJ1aHue Ha BeInoHeHue BKP;

— KaJICHJIapHBbIN TpaduK;

— pedepar;

— OT3bIB PYKOBOJUTEIIS;

— CD-muck ¢ snektpoHHbiMu Bepcusmu BKP, 3amanus, kajgeHgapHOTO
rpaduka, pedepaTa ¥ JOKIaaa HA 3alTUTE, a TAKXKE MPe3eHTAIUEH.

Oouwgue mpeovosanus k ogpopmnenuro BKP

TekcroBass yacte BKP BbIIIONHSETCS C HMCHONB30BAaHWEM KOMIIBIOTEPA U
MpUHTEpa HA OJIHOM CcTOpoHE Jnucta Oemoit Oymarm (opmata A4 mpudTom
yépHoro 1Beta. Pazmepsr momneii: mpaBoe — 10 mm, Bepxnee u HkHEee — 20 MM;
neBoe — 30 MM. BeipaBHHBaHUE TeKCTa MO mUpHUHE. AO3amHbIi oTcTyn — 12,5 mwm.
MexayCcTpOUHbI HMHTEpBal — MNOJYTOpHbIA. MHTepBanbsl Mexay ab3amamu He
HCIOIb30BAaTh.

Hauepranme mpudra — Times New Roman. Pasmep mpudTa TEeKcTOBOM
gact —14 kr. B Tabmmmax pmomyckaercs wucmonb3oBaTh mpudt 11-12 k.
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Boinenenus noaykupHbIM HIpUGTOM B TEKCTE pabOThI UCIOIB3YIOTCS TOJBKO IS
HaIMKUCAHUS 3aT0JIOBKOB CTPYKTYPHBIX 3JIEMEHTOB paOOThI:

— COAEPKAHHUE,

— BBEJEHUE,

—TI'/TABA 1. 3AT'OJIOBOK,

—1.1. 3aroy0BOK,

— BbIBO/IbI 11O I'JIABE 1,

— 3AK/IIOYEHMUE,

— CITMCOK UCITOJIB3OBAHHBIX UCTOYHUKOB,

— MPUJIOKEHMUSL.

Touku B KOHIIE 3aroJIOBKOB HE CTaBATCS. TOUYKOM pa3aenstoTCs TOJBKO
HYMEPALMOHHBIN U cMbIci0BOM 3arosoBku ras: I'JIABA 1. 3AI'OJIOBOK.

B conepxanuum nHammeHoBanusi dyieMeHTOB BKP mumytcst oObIYHBIM
mpudTOM, C COXpAaHCHHUEM HAMHUCAHUS COOTBETCTBYIOIIMX  3arojJOBKOB
POMKUCHBIMH WJIM CTPOUYHBIMU OYKBaMU:

— BBEJAEHUE,

—T'JTABA 1. 3ATOJIOBOK,

—1.1. 3aronoBok,

— BBIBO/IbI 11O T'JIABE 1,

— 3AKJIFOYEHUE,

— CIIMCOK HCITOJIB3OBAHHbBIX NCTOYHUKOB,

— [MPMJIOKEHUA.

JIns  akUeHTUpOBaHUS BHUMAaHHS HAa KIIOUEBBIX CJIOBaxX BBEJICHHS
UCIIONIb3YETCA KYPCUB. aKmMyalbHOCMb, Yelb, 00beKm, npeomen, 3a0ayu, Memoowl,
baza uccreoosanus. Bc€ octaibHOE MedyaTaeTcsi OOBIYHBIM HIPUGPTOM.

Crpanunpl HymMepyroTcs apaOckumu Imdpamu 0e3 3HAKOB MpENHHAHUA,
CKBO3HOW HyMeEpalueil 1mo BceMy TeKCTy paOoTel. Homep cTpaHWIBI CTaBUTCS B
[IEHTPE HIDKHEH YacTH JUCTA. TUTYIbHBIN JIUCT BKIIOYAIOT B OOIIYI0O HYMEPAIIHIO
crpanul; BKP, Ho HOMep Ha HEM He mpoctaBisAroT. Hymepanus HaumHaercs ¢
coaep)KaHus — CTpaHuLA 2.

C HOBOI cTpaHMIIBl TI€YATAIOTCS COJEpKAHUE, BBEJCHHE, TJIABBI,
3aKJIIOYEHHE, CMHCOK MCTOYHHMKOB, Mpuioxkenus. llepen xaxasiMm maparpadom u
BBIBOJIAMU IO TJIaBaM pa3pbIB CTpaHUL] HE Aenaercs. He momyckaroTcs 3arojgoBKy,
OTOPBAHHBIE OT COOTBETCTBYIOMIETO 3JIEMEHTA (BUCSYUE 3arOJIOBKH).

[Tpu Bemonaernn BKP HeoOxonmuMo cobmrogaTh paBHOMEPHYIO MJIOTHOCTD,
KOHTPAaCTHOCTh M UETKOCTh Ne4yaTH Mo Bcell pabore. OneyaTk, OMNUCKUA U
rpaguyeckre HETOYHOCTH, OOHapyXeHHble B mponecce mnoarotoku BKP,
JOMYCKAeTCs WUCIPaBIsATh MOJYMCTKON WIIM 3aKpalllMBaHUEM O€Jol KpacKou u
HAaHECEHUEM Ha TOM K€ MECTE HCIPABICHHOIO0 TEKCTa WM MHOTO rpaduueckoro
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00BEKTa MAIIMHOIKCHBIM CIIOCOOOM WM YEPHBIMH YEpHUJIIAMH, MACTOM WM
TYILIbIO — pyKONMHUCHBIM criocoboMm. [ToBpexaenus nmuctoB BKP, nomapku u ciessl
HEIOJHOCTBIO yNaJ€HHOIO IPEXHEro TEKCTa WM MHOTO rpauueckoro o0beKTa
HE JI0IyCKaIOTCs.

Dopmuposanue BKP

Brinycknuk caa€t paboTy Ha kadenpy He Mmo3gaHee JABYX Hellelb 10 3allUThI
B YKOMILIEKTOBAHHOM B COOTBETCTBUU CO CJIEAYIOIIUMU TPEOOBAHUSIMU BUJIC:

— Bce nmuctet BKP, Biitowass mpuiiokeHUs, JOJDKHBI OBITh TMOJIIUTHI B
NanKy-CKOpOCHIMBATENb C TBEPION 00JI0KKOM.

— He nonyckaercs BkiaasiBanue ctpanui] BKP B miactukoBbie (aitibl.

— He nomyckaercst UCIIOIb30BAaHUE MANKHU C 3a)KUMOM.

— CD-muck ¢ 00J0KKOM, HA KOTOPOW B YMEHBLIEHHOM BHJE AYOIHpyeTCs
TuTyJbHbIM JIUCT BKP, BkimagpiBaeTcss B MSTKMK IUIACTUKOBBIM KOHBEPT U
3aKpPEIUIAETCA B MAIKE Mepe TUTYIbHBIM JInctoM BKP.

— JlokymenTsl, npukiaasiBacmbie kK BKP, (3amanue Ha Beimonnenue BKP,
KaJeHAapHbIN rpaduk, pedepar, OT36IB PYKOBOAUTEINS, CITPaBKa) BKJIaAbIBAIOTCS B
yKa3aHHOM TOPAJIKE B OJUH IUIACTUKOBBIN (Daiil, KOTOPBINA 3aKPEIIIeTCs B IMaIKe
nociie TuTyabpHoro gucta BKP.

Odhopmnenue u cooeprcanue cmpykmypHulx riemenmos BKP

OdopmuieHue TuTyibHOTO KMcTa BKP

TutynpHbIN HCT 0dopmigeTcs B cooTBeTcTBUU ¢ TpeboBanusimu CMK-O-
CMI'TVY-36-16  «Bwimycknas  kBanmudukanuoHHas  paboTta:  CTPYKTYypa,
coJiep kaHue, OOIIHe MPaBUiia BBITIOTHEHUS U 0)OPMIICHUS.

TurynbHbld JUCT — 3T0 nepBbli auct BKP, comepxamuii ciaemyronryro
uH(pOpMAINIO, OCHOBHAs YacTh KOTOpPOMl OdopMIIsieTcs B TEYaTHOM BHIE (CM.
oOpasel), a 4acThb — BIHUCBHIBACTCS OT PYKM TEMH WJIA HWHBIMU YYaCTHUKAMH
MPOLETYPHI 3AIIUTHI:

— MOJHO€ HAaUMEHOBaHHE 00PA30BATEIBHOIO YUPEKACHUS, BKIIOUAsl yUPEIUTEIIS:
MUWHUCTEPCTBO HAYKU 1 BCHIEI'O ObPA3OBAHUA

POCCHICKOM ®EJEPAITUN
®EJIEPAJIBHOE 'OCYJIAPCTBEHHOE BIO/)KETHOE
OBPA3OBATEJILHOE VUPEX/JIEHHWE BBICILIET'O OFPABOBAHNS
«MATHUTOI'OPCKMI T'OCYJIAPCTBEHHbBIM TEXHUYECKUI
VHUBEPCUTET UM. I'.11. HOCOBAy;
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— Ha3BaHHE WHCTUTYTa: WHCTUTYT TyMaHMTapHOTO OOpa3oBaHUs WU
NHCTUTYT SAUTHBIX POrPaMM U OTKPBITOTO 00pa3oBaHus;

— Ha3BaHue Bhinyckawmed kadenpel: Kadenpa nemaroruueckoro
o0pa3oBaHus U JOKYMEHTOBEACHHUS;

- HalpaBJieHHe MOATOTOBKM (s OakanaBpoB) 46.03.02 JlokyMeHTOBeACHUE
u apxuBoBeseHue Mpodunsb (Ha TuTyabHOM Jucte BKP): JlokymeHTOBEeEHUE U
JOKYMEHTAIIMOHHOE 00eCIIeueHUEe YIIpaBICHU
— JOMmyCcK K 3ammuTe oQopMisiercss BHU30M 3aBEAYIONIETO  BBITYCKAOIICH
kadenpoit. Iloamuce M AaTa BOUCHIBAIOTCS 3aBEAYIOIIMM OT PYKH TIOCIE
COrjlacoBaHMsI PabOThl C PYKOBOAUTEIEM, KOHCYJIbTAaHTAMH U TPOXOXKICHUS
HOpMOKOHTpOJIs (3a 10 nHeit mo 3ammuTel). Ecou 3aBenyronuii kadenpoit cuuraer
HEBO3MOXHBIM JonycTuTh BKP k 3ammTe, 3TOT BOmpoc paccMarpuBaeTcsi Ha
3acenaHuu Kadeapbl ¢ o0s3arenbHbIM yuyacTeMm pykoBoautenss BKP. Ilporokon
3aceqaHus MPEJICTABIACTCS Ha YTBEPKACHUE TUPEKTOPY HHCTUTYTA;
— o6o3nauenue Buaa padboTel: BBIIITYCKHASA KBAJIM®UKAIIMOHHASA
PABOTA (17151 6akanaBpoB);
— HOPMOKOHTPOJIb, TPOCTABIISIETCS PYKOBOJAMTEIEM OT PYKH IIOCIE CIauyd Ha
Kadeapy roToBoi paboThl, MPOIICSAIICH eTo (3a IBe HEACIH /10 3aIlHUThHI).
— (amunus, uMs, OTYECTBO CTYJEHTA MOJHOCTHIO. YKA3bIBACTCS B POJUTEIHLHOM
nanexe (paboma xo2o?),
— Tema paboThl: IeYaTaeTCsl 3arjJaBHbBIMU OyKBaMH 0O€3 BBIIECIEHUS TOTY>KUPHBIM
mpudToM, 6€3 KaBbIYCK;
— cocraB BKP: yka3piBaeTCsl KOMMYECTBO CTPAHUI] B TEKCTOBOM 4acTu pabOTHI U
KOJIMYECTBO JINCTOB B MPUJIOKEHUU;
— BHU3a PYKOBOAMTENS BKJIIOYAET: TMOJNUCH, NaTy, (aMWINI0 WU HHHUIHAIIGI,
JOJDKHOCTE (npogheccop, doyenm, cmapuwiuii npenodasamensv xkageopvt I10u/]),
YU€HYIO CTeNleHb (0oKkmop uau KaHOuoam neodacocudyeckux, @Ouioiocudeckux,
Punocoghckux unu Op. nHayx), yaénoe 3Banue (npogeccop, ooyenm). Undopmarius,
KpOMe TOAMUCH U AaThl, BIEYATHIBACTCS NpU OPOPMIICHUU TUTYJIHHOTO JIHCTA.
PykoBogurens CTaBUT NOANMCH Ha TUTYJIbHOM Jsmcte rorosor BKP mocie
OTMETKHA HOPMOKOHTpPOJIEPA (3a ABE HEJAETU A0 3aIIUTHI);
— BHU3a KOHCYJIbTaHTa 0OPMIISIETCSI B TOM CIIy4ae, €CIH JIJIsl HamucaHusi paboTh
opumanbHO OBUIM Ha3HAYEHBI KOHCYIBTAHTHL. OdopMIISeTcss HUIACHTUYHO BU3E
pykoBonutens. Ecnu KOHCYNbTaHTBHI HE Ha3HAYaIHMCh, 3Ta HHPOPMANUS C
TUTYJILHOTO JIUCTA yANAETCS;
— BH3a pEIEH3EHTAa HE YKa3blBA€TCSI HA TUTYJbHBIX JHUCTax, T.K. padOThI
OakaaBpOB HE OTHPABISIOTCS PEIICH3EHTAM;
— OTMETKa HOPMOKOHTpOJIEpa MPOCTABIAETCS B XOJIe MPOLEAYphl JTOMyCKa
pabotel k 3amute. [loamwch, marta, daMuians W WHUIMAIBI HOPMOKOHTPOJIEpA
BIIMCBIBAIOTCS OT PYKH HE MO3JHEE YEM 3a JIBE HEAEIH /10 3allUThL;
— TIOANKCH CTYJCHTa W JaTa ciadd padoThl Ha Kadeapy (3a JIBE HEACTH 0
3aIUThl) TPOCTABISIOTCS OT PYKH.
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TUTYNBHBIN JIUCT HE HyMepyeTcs, HO BKJIIOYAeTCsl B 0OIlee KOIMYEeCTBO
CTpaHHILI.
O6pazen turynsHoro nucta BKP naércs B [punoxenuu b.

Odghopmnenue cooeporrcanua BKP

Conepxxanne BKP BkitouaeT B ce0si TOUHOE Ha3BaHHUE BCEX CTPYKTYPHBIX
AJIIEMEHTOB paboOThl, 3a HUCKIIOUYEHHEM THUTYJIBHOI'O JIMCTA W COJEpKaHHS, C
YKA3aHUEM CTPAHHUIIbl, HA KOTOPOW HAYMHAETCS NAHHBIA 3JIEMEHT. B comep:xanuu
HauMeHoBaHus deMeHTOB BKP nuiryTcst 0ObIYHBIM (HE MOy KUPHBIM) HIPUPTOM,
C COXpaHEGHHMEM HaIUCAHUS COOTBETCTBYIONIUX 3aroJIOBKOB MPOMUCHBIMHU WM
CTPOYHBIMU OYKBaMU:

— BBEJAEHUE,

—T'JIABA 1. 3AT'OJIOBOK,

—1.1. 3aronoBoxk,

— BBIBO/IbI I1O T'JIABE 1,

— 3AKJIFOYEHUE,

— CIIMCOK UCIIOJIB30BAHHBIX NCTOYHUKOB,

— [MPMJIOKEHUA.

O6pazen opopmiienust coneprkanust BKP nipeacrasnen B [Ipunoxenuu I

Conepxxanne BKP  pexkomenayercss oGopmiaTb aBTOMAaTHYECKH C
HCIIOJIb30BaHHEM COOTBETCTBYIONIMX (yHKIMHI mporpammel MS Office Word.

ConepxkaHue U opopmiieHue BBeeHHs1 BKP

Bo BBegenun GopmynupyroTcs CleAylomue 00sS3aTeNbHbIE DJIEMEHTHI
OMMUCAHUS UCCIICIOBAHMUSL:

1. Akmyanvnocms memvl ucciedoéanus’ ompenenseTcs U OINUCHIBAETCS Ha
OCHOBAHUU:

— COOTBETCTBHSI TEMBI TOCYJaPCTBEHHOMY U PETHOHAIILHOMY 3aKa3y, TO €CTh
TEM UJIESIM U TIOJIOKEHUSM, KOTOPBIE 3aJI0KEHBI B 3aKOHAX, MOJOKEHUSAX, YKa3ax,
MTOCTAaHOBJICHUSX u pEKOMEHAAIUAX, pa3pabaThIBaeMBbIX OopraHamu
rOCyJapCTBEHHOM BJIACTH;

— CTEINEeHU pa3pabOTaHHOCTU TEMbl B HAYYHBIX HCCIICIOBAHUSX;

— cocrtosinus npakTukd OV u e€ moTpeOHOCTH B pa3pelieHUHd BOIPOCOB,

coctrasisiromnx temy BKP.

! Bo BBenenun BKP cioBa, koropsle B JaHHOM pasfeinie BbIIENEHBI KYPCUBOM (aKmyaibHOCHb

membl  UCCe008aHUs, 00vekm, npeomem, yelb, 3a0a4, Memoovl, Mamepuan, HPAKMULecKds
3HAYUMOCHb), TAKXKe JTOJKHBI OBITh BBIJIENIEHBI KypcuBoM. HymepoBaTh JaHHBIE 3JIEMEHTHI BO BBEACHUU
(kpoMe 3a/1a4) HEe HYXKHO.
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2. Kparkuii 00630p nuTepaTypbl MO TeMe HccieaoBaHus. Bo BBeaeHUH
JIOJDKHBI  OBITh  Ha3BaHbl (aMWIMKM  HMCCIENOBaTeNeil, pa3padaThIBAIOIIUX
MOJIOKEHU, CBsI3aHHble ¢ TemMolM BKP, a Takxke OCHOBHbIE HOPMATUBHBIE AKTBHI,
HMMEIOIIUE OTHOIIICHHUE K MTPOOJIeMaTHKE UCCIICIOBAHMUS.

3. OueHka CTeNeHU TEOPETUYECKOU pa3pabOTaHHOCTH MPOOJIEMBbI, KOTOpas
JiefaeTcss Ha OCHOBAaHMU o030pa JuTeparyphl. Kak mpaBuiio, CTYJAEHT OJKEH
NPUNUTH K BBIBOAY O HEJOCTATOUYHOCTU pa3pabOTKU JTaHHOM TEeMbl WU O
HEPENIEHHOCTH CIIOPHBIX BOMPOCOB, YTO U CIYXKUT OCHOBAHUEM JIJisi MPOBEICHUS
0akaaBpCKOTO UCCIEOBAHUS.

4. ®opMynHpOBKa 1IETTH UCCIIETOBAHUS.

[lenp xak mpeABUICHHUE pe3ysbTaTa UCCIEIOBaHUS Bcerna GopMyIupyeTcs
B TIO3UTUBHON (OpME TMOBECTBOBATEIBLHOTO TMPEIJIOKEHUS, KaK MPaBWIO, C
MOMOIIbIO  OTIJIATOJBHBIX  CYIIECTBUTENBHBIX: UCCle008aHue, pa3pabomka,
gvifglenue,  0bocHo8aHue,  onpeodenreHue U nAp.  Hampumep, Tema
«JlokyMeHTUpOBaHUE JCATEILHOCTH KaJIpOBON CIIYKObI W HaIPaBICHHE €r0
coBeprieHcTBOBaHUsT Ha npumepe OOO «Bopokanam», T. MarHuroropck»
NpENIoiaraeT CIEAYIOIIYI0 LEeIb: CO8EPULEHCNBO8AHUE OOKYMEHMUPOBAHUSL
oessmenvHocmu kaoposoti cayxcool OO0 «Boodokanany.

5. XapakTepucTHKa 00bekma u npeomema NCCiae10BaHUs.

Obvexm UCCIeIOBaHMS — 3TO HAYYHOE WIH MPAKTUUYECKOEe MPOCTPAHCTBO, B
paMKax KOTOporo BeAETcs uccieaoBaHue. HaydyHoe mpocTpaHCTBO — 3TO Teopus,
YUYEHHUE WIH KOHIIENUHUS, ONPEAEISIONIne Xxapakrep ucciuenoBanus. [Ipaktuueckoe
IPOCTPAHCTBO — 3TO KOHKPETHBIE MPOUECCHl WIM CUTYyallUd, CBS3aHHBIE CO
chepoit nokymeHTOBeneHUs, apxuBoBeaeHus, JIOY. OOBeKT wuccIenI0BaHUs
OTIpEeJIEISIET YCIOBHSI, B KOTOPBIX OYJET JOCTUTATHCS 1IEIb.

[Ipumep dopmynupoBkn ob0bekTa wucciaenoBanus BKP  wHa Temy
«/lokymeHTUpOBaHHE MESATEIHPHOCTA KaJpOBOW CIIY)KObI M HampaBiCHHE €ro
coBepuieHcTBOBaHUs Ha mnpuMepe OOO «BopokaHan», r. MarHUTOropck»:
OOKYMEHMUPOBAHUE OessmMelbHOCMU KAOPOBOU CIYIHCObL.

IIpeomem wiccnenoBaHMs — 3TO Ta YaCTh OOBEKTa MCCIIENOBAHUSA, KOTOpPAs
MOJJICKUT CIECNUATLHOMY HW3YyYEHUI0O U, BO3MOXKHO, mpeoOpazoBanmio. HMm
CTAHOBUTCS «cllab0€ 3BEHO», KOTOPOE OOHApYyX HBAETCS YKE B MPOTUBOPEUHH,
3aTeM CTAaHOBUTCS MPOOJIEMON U, HAKOHEII, BXOJAUT B LIETb.

[Tpumep bopMyTUpOBKHU npeamera UCCIIEIOBAHUSA: nymu
COBEPUEHCMBOBANH U OOKYMEHMUPOBAHUS YNPAGTIeHUsl 0esamMelbHOCHbIO Ka0POBOT
cayarcovr OO0 «Boooxanany.

6. ®opmynupoBka u 3adau BKP.
3a0ayu WCCIENOBAaHMS SIBISIOTCS OIEpaIUsIMHU IO JOCTHKEHUIO IIEJH,

oAU CIAMM. 321,[[3‘-11/1 CCTb CTYIICHHU IIOMCKA U IIOTOMY BBIACIIAIOTCA B COOTBCTCTBHUHU
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C €ro JIOTMKOW. 3ajauu, Kak MpaBuiIo, POPMYITHPYIOTCS 4epe3 HeOmpeAenEHHYIO
dbopmy riarona (MHOUHUTHUB): npogecmu, U3y4ums, 0600wWuUmMs, pazpabomams.

[Ipu BBIpaGOTKE 3amad HAAO MMOMHUTH, YTO HU OJHA W3 HUX HE MOXKET
MOBTOPSITH IeNb WK OBITH upe nenn. Lenas mocturaeTcs yepes3 pemeHue 3aaad, a
MOTOMY KaXK[asl MOCTaBJICHHAs 3ajjadya JOJDKHA B CBOEM DEIICHUH IPOJBUTATH
MCCIIEIOBAaHKE K LIEJI U B CYMME CBOEH COOTBETCTBOBATH €H.

B BKP pomxHo ObITh chopMyaupoBaHo U peuieHo 4—6 3anau. Kak npasuio,
KOJIMYECTBO 3aJa4 COBMAJaeT C KOJMWYECTBOM TaparpadoB, T.K.B KaKIOM
naparpade pemnraercs oaHa 3ajaada. Tak, B pabore Ha TeMy «JloKyMeHTHpOBaHHE
JESTeTFHOCTH KaJIpOBOM CIIY)KObI M HampaBlIeHHE €r0 COBEPIICHCTBOBAHUS Ha
npumepe OOO «Bopokanan», r. MarHuToropck» MoOryT OBITH IOCTaBJIEHBI
CJIeIyIOIINe 3aJa4H:

1. H3yyums 3axoHOO0amMenvHyl0 U HOPMAMUBHO-MEMOOUUECKYI0 0a3y

OOKYMEHMUPOBAHUSL OesIMETbHOCMU KAOPOBOLL CILyAHCObL OPeAHUZAYUU.

2. Ocywecmseums anaiuz OesmenbHOCMU Kaopogou cayxcovt OO0

«Boooxanan» u ocobennocmeii e€ 00OKyMeHMupoB8aHus.

3. Paspabomams  pexomenOoayuu  no  CO8epUIEHCMBOBAHUIO

O0OKYMeHMUpoB8arusl oessmeibHocmu Kaopogoti ciyxcoovt OO0 «Bodokanany.

4. Paspabomambs npoexmul OOAHCHOCMHOU UHCMPYKYULL COMPYOHUKOS
cayacovl kaopos OO0 «Boookarnany.
5. Pazpabomams Ilonosicenue o kaoposoti cayxcoe u Uncmpykyuro no

Kaoposomy 0en10npou3800Cmay

6. llepeuucnenne memoOdog, C TIOMOIIBIO KOTOPHIX  PEIIAIOTCS
MIOCTaBJICHHBIE 3a]]a4H.

Memoowvl  uccnenoBaHus —ONPEACNSIOTCS KOHKPETHO TOCTaBJICHHBIMU
3aadamMu. JJ1g paspemeHus KaxJIoH W3 HUX TPeOyrTcs ocoObie MeTonbl. Ecnm
peub HUaeT 00 W3YYEHHH TEOPHH BOIPOCA, TO HYXHBI TEOPETUYECKHUE METOJBI,
HalpuMep KPUTUYECKUM, CHUCTEMHBIM W Jpyrue BHUABI aHanmu3a, 00o00IeHue,
MOJEIUPOBaHUE U T. A. Ecin ke peub UAET 0 MPAKTHKE, TO HYKHbI SMIIMPUYECKUE
METOJbl: HAOJIOACHUE, W3YUYEHUE MPOAYKTOB IEATEIBHOCTHU U JOKYMEHTAIUH,
HKCIIEPUMEHT, Pa3IMYHBIE BHUJIBI OMPOCOB M T. 1. Oco00 BBIIEISIOTCS METOJbBI
00pabOTKH TMONYYEHHBIX JAHHBIX — KOHKPETHBIX (DAKTOB WM CTATUCTUYCCKUX
nokaszatesned. [loaToMy BBIAENSIOT METO/bl KAYECTBEHHOTO U KOJHWYECTBEHHOTO,
TO €CTh CTaTUCTUYECKOro aHanu3a. CTaTUCTUYECKHE METOJbl aHalu3a — 3TO
METO/[bl MaTEMATUYECKOTO OMMCAHUS U3YYaEMBbIX SIBJICHUN, KAYECTBEHHbBIE METO/IbI
aHaJu3a — METO/Ibl TOHSATUHHOTO OMUCAHMUSI.

7. XapakTepuUCTUKA O6a3bl U Mamepuaia UCCiae10BaHusl.

ba3zoni uccnenoBanusi MOXKET ObITh OpraHu3alus 000K OpraHU3alMOHHO-
paBoBOM (OPMBI WM CTPYKTYPHOE MOApa3jeiceHue opranusanuu. Bo BBeneHuu
JIOJDKHO OBITh MPHUBEACHO IMOJHOE TOYHOE HA3BaHWE OpraHu3alud Wuid eé
CTPYKTYPHOI'O MOJIpa3/ieJICHHUS.
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Mamepuanom uccnenoanuss B BKP B 3aBucMMOCTH OT TeMbl MOTYT OBIThH
JOKYMEHTBI, (PYHKIMOHHPYIOIIME B JEATEIBHOCTH pPa3IuYHbIX OpraHu3alui,
MPOLIECCH  TOKYMEHTHUPOBAHUSA JAESATENIbHOCTH OpraHu3aluud B LEJIOM, €&
CTPYKTYPHOI'O MOAPA3/AEIICHUS UM COTPYIHUKOB U T. JI.

8. OO60CHOBaHUE NPAKMUYECKOU 3HAYUMOCHIU UCCIISTIOBAHMUS.

Pe3ynbpTaThl BBINYCKHOW KBaJIM(PUKALMOHHON pabOThl JOJKHBI HMETh
MPaKTUYECKYI0 3HAYMUMOCTh, TO €CTh JOJKHA OBITb BO3MOXHOCTH HX
MCcnoJib30BaHus B mpakTuke JOVY.

9. Onucanue CTpyKTypsl paboThl. Bo BBeIeHNM MOJKHA OBITH JJaHa KpaTKas
U TOYHAsl XapaKTepUCTUKA CTPYKTYpbl pabOThI: CIeAyeT HE TOJbKO YyKa3aTh
KOJIMYECTBO IJ1aB, HAJW4YWE BBEJCHUS M 3aKIIOYEHHUSI, HO U OCBETUTH BOIPOCHI,
KOTOpBIE PAacCMaTPUBAIOTCS B KAXKJIOM M3 IJIaB, M MPUIOKEHUs, pa3pabOTaHHbIE
aBropoM BKP B xoj1€ €€ Hanucanusl.

BBenenune HaunHaeTCsl C HOBOW CTPAHUIIBI.

3aronoBok pasaena (BBEJAEHME) numercs 3arjiaBHBIMH —OyKBamu
NOJY>)KUPHBIM IpU(TOM, BBIpaBHHUBaeTcs Mo IeHTpy. [locie 3arosnoBka mnepen
TEKCTOM JIeJIa€TCsl OJWH MOJTYTOPHBINA MEKCTPOUHBIM MHTEPBAI.

OO0BEM BBeZICHUS COCTABIISIET 3—5 CTpaHUIL.

CopepxaHue 1 opopmJieHHe r1aB U naparpadgos BKP

CrpykrypHo BKP nomkHa cocTodTh M3 BYX WM TpEX IJaB, Kaxnaas M3
KOTOPBIX BKJIIOYAET B ce0s IO JiBa UIU Tpu naparpada, npuOIu3UTEILHO PaBHBIX
no obwemy. omyctumeiii oObem maparpada He MeHee 6—7 crpanuil. Kaxnmas
rJ1aBa JOJKHA 3aKaHUYMBATHCA BhIBOJAMU. [ J1aBbl HAUMHAIOTCS C HOBOUM CTPAaHUIIBI.

3aroJoBKH IaB COCTOST U3 HYMEPALMOHHOIO M TEMAaTUYECKOIO 3arojioBKa,
paznenénnbix Toukoil (I'JIABA 1. 3AI'OJIOBOK). 3arosioBku riaB MHIIYTCSA
3arjJaBHBIMM OyKBaMU TOJY>KUPHBIM MIPpU(PTOM, BBIPABHUBAETCS IO LEHTPY.
[Tocne 3arosoBka TiaBbl Mepe] 3aroJIOBKOM IEpBOTO maparpada aemaercs OauH
[TOJYTOPHBIN MEKCTPOUYHBIA HHTEPBAIL.

Pa3peiB cTpanumpl mepen mnaparpadaMu W BBIBOJAMH IO TJIaBaM HE
JIeNaroTCs. 3aroJIOBKM BTOPOTO U TPEThEro maparpadoB, a TaKXKe 3aroJIOBKH
BBIBOJIOB 10 TIJlaBaM OTHAEIAIOTCA OT NPEAIIECTBYIONIErO0 TEKCTa JIBYMs
MOJIYTOPHBIMU MEXKCTPOUYHBIMU HWHTepBajamu. [Ipu 3TOM BHCSUYME 3aroJiOBKU
(3aroJIOBKM B HU3Y CTPAHUIIbI 0€3 TEKCTa) HEAOMYCTUMBI.

3aronoBku maparpadoB COCTOAT M3 HYMEPAllMOHHOTO M TEMaTUYECKOIro
3aroJIOBKa, pa3aeli€HHBIX TOUYKOM. HyMepalmoHHBIA 3arojloBOK COCTOUT W3
apabckux 1udp, pa3aenEéHHbIX TOYKOW, MPU ITOM mepBas HUdpa COOTBETCTBYET
HOMEpY TJIaBbl, BTOpas — HoMmepy naparpada. 3aroyioBku maparpadoB MUITYTCS
CTPOYHBIMU OYKBaMH MONY>KUPHBIM mipudTom (1.1. 3are10BoK), BBIpaBHUBAIOTCS
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no mneHtpy. Ilocme 3aromoBka maparpada mepen TEKCTOM JelaeTcsi OJUH
IOy TOPHBIN MEXCTPOUYHBIA HHTEPBAIL.

Texct xaxmoro maparpada HODKEH HauyMHATBCS C ab3ala-aHHOTAIMH, B
KOTOPOM H3JIaraeTcsi KpaTKOe COJepKaHHe TEKYIIETO paszielia ¢ UCIOJIb30BaHUEM
ciaeaywmux (GOpMyITUPOBOK: 6 OaHHOM  napazpaghe  paccmampusaemcs
(uccnedyemcesi, ananuzupyemcs, oboouaemces u np.). @opMyIMpoBKa BeIOUpaeTCs
C y4€TOM 3a7a4i, KOTOpasi peraeTcsi B COOTBETCTBYIOIIEM naparpade.

B TexcTe He MOMyCKarOTCS TOMOJHUTEIBHBIC 3ar0JI0BKH, OTCYTCTBYIOIINE B
conepxanuu. [Ipu HEOOXOAMMOCTH OMKUCATH YTO-JIMOO OTACIBHOE CIEIYET JAeaTh
3TO TOCPEICTBOM CBSI3HOTO H3JIokeHUs. Hampumep, «Omnuiiem TeCT, KOTOPBIH
UCTIOIB3YET TAKOH-TO aBTOP JJISl TOTO-TO WJIIU C IETBI0 TOTO-TO...».

BbIBOZIBI TIO TJIaBaM JIOJDKHBI TPEACTABIATh COOOH KPaTKOE H3JI0KCHHE
pe3ynbTaTOB MCCIEAOBaHUs, OMHCAHHOTO B COOTBETCTBYIOIIEM pasnene. Tekct
BBIBOJIOB II0 TJIaBaM MOJXKET IePEKIMKaThcs C (HOPMYIUPOBKAMU ab3areB-
aHHOTaIMK TaparpadoB, BXOISIIWX B JAHHYIO TJIaBY, HO BBIBOJbI H3JIararoTCs
yepe3 KpaTKhe CTpajgaTelIbHbIe NPHYACTHS: 68 OAHHOU 21dge pPacCMOMpPEHbl
(uccnedosanvl, NPOAHAIUZUPOBANbL, 0000WeHbl, chopmyruposanst U Tp.). OOBEM
BbIBOJIOB — OT 0,5 10 1 cTpaHULIBL.

Conepxkanue u opopmiieHUe 3aka0ueHns: BKP

B 3akiroueHMM  TOABOJATCS HWTOTHM  IPOBEICHHOTO  HCCIIEIOBaHUS,
000011aI0TCSI OCHOBHBIC TEOPETHUCCKUE MTOJIOKCHUS | JICJIAIOTCS BBIBOBI, a TAKXKE
ONpPEACISIOTCA  BO3MOXKHOCTh M OCHOBHBIC  HalpaBJiCHUS  JaJdbHEUIIETO
UCCe0BaHUs TPoOJeMbl. B 3akimioueHHM JOJDKHO OBITh IOKa3aHO, YTO BCE
3a/1a4M, MIOCTABJICHHBIC BO BBEJICHUH, PEIIEHBI U 11€1b PA0OTHI JOCTUTHYTA.

3aKJIF0YEHUE HAYMHAETCSI C HOBOM CTPaHMIIBI.

3aronoBok pazgena (BAKJIFOUEHME) numiercs 3ariaBHBIMH OyKBamMu
MOY)KUPHBIM MIpU(TOM, BBIpaBHUBaeTCA 1o meHTpy. [locime 3aromoBka mepen
TEKCTOM JIeJIa€TCsl OJWH MOJyTOPHBIN MEKCTPOUHBIM MHTEPBAJI.

O0BEM 3aKITIOUeHHS cOCTaBisieT 1,5—2 cTpaHUIIbL.

OdopmJieHH e CIIMCKA UCITOJIb30BaHHbIX HCTOUHUKOB BKP

Jnss BKP HoMuHanbHbI 00BbEM HCIIOIB30BAHHBIX UCTOUYHHKOB — HE MEHEE
50.

Cnucok UCTOYHUKOB MpEACTaBIsieT cO00i KoppekTHOe Oubnrorpadguyeckoe
ONHCAHUE BCEX MCTOYHUKOB, UCMOJIB30BAHHBIX CTYJIEHTOM Iipu noarotoBke BKP,
B TOM 4YHCJIE M DOJEKTPOHHBIX. B CHmHCcOK 00s3aTelbHO BKIIOYAIOT BCE
MPOIUTHUPOBAHHBIC B pa0OTE MCTOYHUKH, a TAK)KE T€ UCTOUYHUKHU IO TeMe paboThI,
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KOTOpble He ObUIM mporuTupoBanbl B BKP, HO u3ydanuch B xo/€ UCCIeI0BaHUS.
Bce damumnnu aBTOpOB, YIOMSIHYTBHIE B TEKCTE, JOJKHBI OBITH MPECTABICHBI B
CIIUCKE MCIIOJIb30BAHHOU U LIUTUPYEMOU JIUTEPATYPHI.

HUctounuku cnenyeT pa3fgenuTh Ha JABE TPYNIbI, IPU 3TOM COXPAHUTH
CIUIOIIHYIO HyMEPAIUIO:

— HOpMamueHvle UCMOYHUKU, TJAE TEPEUUCIAIOTCS ONMyOJMKOBAHHBIC U
HEOMyOJIMKOBAHHBIE JOKYMEHTHI, UMEIOIINE OTHOIIECHUE K TEeME MCCIICIOBAHMS,
npuyéM  CHauaja  clielyeT  yKa3aThb  ONyOJWKOBaHHbIE, a  3aTeM —
HeOoNyOJMKOBAaHHBIE HOPMATUBHbBIC UCTOYHUKH;

— KHUcu u cmamou, TIOCBSAUIEHHBIE TeMe ucciegoBanus. l{utupoBaHue u
KOHCIIEKTUPOBAHHOE M3JI0KEHUE TEKCTOB U3 YYEOHHKOB HE JIOMYCKaeTcs.
Bo3moxxHO nuTHpOBaHUE U3 aBTOPCKUX YUEOHBIX MOCOOUH, TO €CTh T€X MOCOOUH,
B KOTOPBIX M3JIOK€HA OPUTMHAIbHAS aBTOPCKAsS MO3UILMM MO PACCMATPUBAEMOMY
BOIIPOCY.

— UHMEPHem-UCMOYHUKU.

Hcrounuku HyMepyroTcst apaOCKUMU Iu(pamMu ¢ TOUKaMHU.

[Ipu pa3menieHn B CIMCKE HOPMATUBHBIX UCTOYHHUKOB CIEIYET YUUTHIBATH
UX IOpUIAYECKYIO CHIIY: OT (pefiepaibHBIX JI0 JIOKAJbHBIX HOPMATHUBHBIX aKTOB.
[Ipu paBHOM cTaTyce MCTOYHHMKOB MX B3aUMHOE PACIIOJIOKEHUE OINPEEISIeTCs MO
XpOHOJIOTUU WK adaBuTy. PEeKOMEHIyeTCsl CIeAYIOMMN OPSIIOK PACIIOIOKESHHUSI
HOPMATHUBHBIX aKTOB B CITUCKE:

—  MEXAYHApOJIHble 3aKOHOJATEIbHbIC AaKThl (mpy  paBHOM cCTaTyce
HUCTOYHHMKH PACIIOIAratoTCs 110 XPOHOJIOTHH);

— Konctutyuus Poccuiickon denepanuu;

— KOJIEKCHI (TP paBHOM CTaTyCe UCTOYHUKH PACIIOJIaratoTcs 1Mo ajadaBuTy);

— 3akoHbl P® (mpu paBHOM CTaTyce HWCTOYHMKHU PaCIOJaratoTcs o
XPOHOJIOTHH);

— yka3bl Ilpesugenta Poccuiickoit ®denepanuu (mpu paBHOM CTaTyce
HCTOYHHUKH PACITIONIATaFOTCS TI0 XPOHOJIOTHH);

— aktel IlpaButensctBa Poccuiickoit ®deneparuu (Ipd paBHOM CTaTyce
UCTOYHHUKH PACITIOJIATAFOTCS TI0 XPOHOJIOTHH);

— QAKThl MMHHUCTEPCTB M BEJIOMCTB B IIOCJIEIOBATEIBHOCTH. IPUKA3bI,
MMOCTAHOBJICHUSI, TMOJIOKEHHS, UHCTPYKIIMM MUHUCTEpPCTBA (IIPU PaBHOM CTaTyce
MCTOYHUKH PACTIONaratoTcs Mo andaBuTy), akThl (MPU PaBHOM CTATYCE UCTOYHUKHU
pacIoiararTcs 0 XPOHOJIOTHH);

— 3aKk0oHBI CyOBekTOB Poccuiickoit @Penepanuu (Mpu paBHOM CTaTyce
UCTOYHHUKH PACIIOJIATaFOTCS TI0 XPOHOJIOTHH);

— peLIeHUsT WHBIX TOCYAAPCTBEHHBIX OPraHOB W OPraHOB MECTHOTO
CaMOYIIpaBJICHUS,;
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— JIOKaJIbHbI€ HOPMATHUBHBIE aKThI: YCTaBbl, TOJOKEHUSI, THCTPYKIUHU U TIp.

Knuru u crathu pacnosiaratoTcsi B CUCKe 1Mo andaBuTy.

DONEeKTPOHHbIE BEPCUM MCTOYHHUKOB pPa3MEIAIOTCS COOTBETCTBEHHO B
rpyImnax HOPMaTUBHBIX UCTOYHUKOB WJIM KHHUT U CTaTeH ¢ yKa3zaHUEM aBTopa (eciau
€CTh), TIOJIHOT'O Ha3BaHUS U PEXKUMA JTOCTYTIA.

B rpynne WMHTEpHET-UCTOYHUKOB YKa3bIBAIOTCS Pa3IUYHBIE CIPABOYHBIE
pecypcesl, pa3MELIEHHbBIE B CeTU VIHTEpHET.

N3nanuss Ha  WMHOCTpPaHHBIX  SI3bIKAX  [OMEIIAIOTCA B KOHIIE
COOTBETCTBYIOIIEH IPyMITbl HCTOUHUKOB B TIOPSJIKE JTATHHCKOTO ajipaBUTA.

Crynent B xoxae Hamucanus BKP o0s3atenbHO J0MKEH HMCIOJIB30BATH
myOJUKAIMY TTOCIEAHUX MATHU JIET.

bubnuorpaduueckoe omnucaHue NUTHPYEMBIX HCTOYHUKOB  JOJDKHO
coorBerctBoBath ['OCT CUBU/JL 7.1-2003  «bubnuorpadguueckass  3amuch.
bubnuorpaduueckoe omnucanue. OOmue TpeOOBaHUS W TPaBUIA COCTABJICHUSY,
BBen¢HHOMY [loctanoBnenuem ['occtangapra Poccuu ot 25 Hos6ps 2003 rona.

O06001mEHHO TIOCIEAOBATEIFHOCTh PACIOJIOKEHUS OCHOBHBIX DJIEMEHTOB
OoubmorpadUuuecKoro OMUCaHUsS HUCTOYHWKA MOXKHO TMPEJCTABUTH CJICIYIONIUM
obpazom:

damvunus U. O. aBropa (wiu nepeoco aeémopa u3z agmopcko2o KOJIeKmuea)
OcHoBHoe 3arnaBue. — unu : Jpyroe 3arnaBue / CBeneHus 06 aBTOpcTBe (aBTOPHI,
COCTaBHTEINH, pefakTopsl) // HazBanue nokymenTta, cOOpHUKa, )KypHaja, ra3eThl, B
KOTOPOM TIOMEIeHa COCTaBHasi 4acTh. — Mecto m3manus: M3matensctBo, ['of
u3ganus (xkuuea). — I'ox w3manus. — Homep (orcypran). — KomudectBo crpanuir (6
kuuee — 143 c.; cmpanuywl, Ha Komopwvix nomewena cocmaeuas yacmo — C. 117—
125).

DNEKTPOHHBIE PECYpPChl OIMMUCHIBAIOTCS B COOTBETCTBHHM C TPEOOBAHHSIMU
I'OCT 7.82-2001 CHUBU]l «bubmumorpadudeckas 3amuch. bubauorpadudeckoe
OIMHMCAaHKE IEKTPOHHBIX pecypcoB. OO1ume TpeOoBaHuUs 1 ITPaBUiIa COCTABICHUS».

CHOucoK UCIOIb30BaHHBIX HCTOYHUKOB HAYMHAETCSI C HOBOUM CTPaHUIIBI.

3aroiaoBok paszaena (CIIMCOK NCIHOJIb30BAHHBIX
NCTOYHUKOB) mnumercss 3arJaBHBIMA OyKBaMU TONY>KHPHBIM IIPUDTOM,
BbIpaBHMBaeTCsd MO UEHTpy. [locie 3aronoBka mepen COUCKOM JeNaeTcsl OJUH
MTOJYTOPHBIN MEKCTPOUYHBI HHTEPBAJL.

O6pazer; oopmIIeHHS CITUCKA UCTOJIB30BAHHBIX HCTOYHHKOB TPE/ICTABICH
B [Ipunoxenun I
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ConepkaHue u obopmJieHH e PUI0KeHUs K BKP

[Tpunoxenuss opopmisitoTcs Kak MpoJoJbkeHue TekctoBod yactu BKP nHa
NOCJIEAyIOMX €€ CTpaHulax 0o NpaBwiIaM U (opmaMm, YCTaHOBJIEHHBIM
JNEUCTBYIOIIMMU CTaHIAPTaAMU.

B npunoxenun k BKP MoryT ObITh NpeACTaBI€Hbl KOMUU aHATU3UPYEMBIX
JOKYMEHTOB, MPOEKThl WJIM KONUU JOKYMEHTOB, pa3paOOTaHHBIX CTYIEHTOM B
xone BbinmonHeHnuss BKP, rpaduueckuit martepuan, He BKIIOUYEHHBIA B TEKCT
pabotel. Bce mnpuiioxkeHuss AOKHBI OBITH CBSI3aHBI C TEMOM M COJEpKAHUEM
uccaenoBanusa. KoandyecTBO M COCTaB MPUIIOKEHUN ONPENEHSAETCA CTYIEHTOM 10
COTJIaCOBAHMIO C PYKOBOIUTENIEM, UCXOIS UX CIEU(UKHU UCCIIEIOBAHUS.

Kaxnoe npunoxkeHue IOOIDKHO HAYMHATBCA C HOBOIO JIMCTA U HMETh
HyMEpPAIMOHHBIN 1 TeMatudyeckuil 3aroyioBkd. Cinoso «ITPUJIOZKEHHME» u ero
OykBeHHOe 0003HaUYeHHE (3aryiaBHble OYKBBI pyccKoro andaBuTa, HauMHAs ¢ A, 3a
HcKIoueHneM Oyks B, 3, U, O, Y, bl, 'b) pacnonaraior HaBepxy mocepeauHe
CTpPaHULbl, a MOJ HUM YKa3bIBAlOT TEMATUYECKHI 3aroyiOBOK, KOTOPBIA MUIIYT
Tak)Ke 3aryiaBHbIMH OyKBaMH, MONYKUpHBbIM Hipudrom. Ilpu Brmoyenun B BKP
6onee 26 mpuiioKeHU 27-e U CIenyIoIe MTPUIoKeHHs] 0003HaYaloTcs OyKBaMH
naTuHCcKoro ajdasuta 3a uckirodeHueM OykB | u O. Ecnu nmpunoxxennem k BKP
CIYXKUT KONHS AaHAIM3UPYEMOTO JOKYMEHTa, HyMEpPalUUMOHHBIA 3aroJioBOK
(MPUJIOKEHUE Bb) MoxeT ObITh BIHMCAH OT PYKH IE€YaTHBIMH OyKBaMH
YEepHWIAMHU YEPHOTO 1IBETA.

[Tpunoxennss BKP pacnosarator 1 HymepyrT B MOPSJKE CChUIOK HAa HUX B
TEKCTE, MPUUEM B TEKCTE 0053aTENILHO JAOKHBI OBITh CCHUIKU Ha BCE MPHIIOKECHHUS.

[TpunoxeHus: pacmoyiaraloTcs Tak, 4TOOBI MX MOXHO OBLIO paccMaTpuBaTh
6e3 nmoBopora BKP unu ¢ ogaum nmoBopotrom Ha 90° o yacoBoi cTpenke.

O6pazen opopmnenus npunoxenus BKP npeacrasnen B [Ipunoxenun /1.

Ilpasuna opopmnenun snemenmos mexkcma BKP

Tpe6oBanu4 K 361Ky BKP

BKP pomkHa ObITh HalKMcaHa HAay4YHBIM CTUJIEM COBPEMEHHOIO PYCCKOIO
s3pika. B TekcTe paboThl HEe qomyckaroTcs opdorpadudeckue, MyHKTyal[MOHHbIE,
IrpaMMaTHYECKHE U JIP. OIMTHOKH.

B BKP He ucnons3yroTcs mMecTromMeHus s, mou. B Tex ciydasx, Korma
CTYAEHT BBICKA3bIBA€T CBOM MBICJIH, UCIOJb3YIOTCI MECTOMMEHUS Mbl, Hawt. Ecin
MEPECKA3bIBACTCS TEKCT JAPYroro aBTOPa, M3JIOKEHHBIM OT NEPBOro JIMIA, TO
BBICKa3bIBAHUE HEO0X0AUMO Tniepedpa3supoBaTh OT TPETHErO JIMIA: HE 5 cuumaro /
Mbl cuumaem, a UCcie0o8amenb Cuumaen.
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3amnpermarorcs TMIHbIE Ppa3bl pEKOMEHIATEIBHOTO WU JOIKEHCTBYIOIIETO
XapakTepa, TaKhue KaK pyKogooumenro ciedyem oenamvp, pabOmMHUKU OOAHCHb U
T. 1.

O(l)OpMJIEHI/Ie CCBIVYIOK HAa UCITOJIb30BAHHBIE€ HCTOYHHUKHU

Oco6oro Buumanus npu opopmiiennd BKP TpelyroT cevtniku — yxkazanus Ha
HMCTOYHUKH IUTUPOBAHUS M TepeJadyd KOCBEHHOW peud, Ha HJEU KaKuX-Iu0o
aBTOPOB, Ha PE3yJIbTAThl MPOBEJACHHBIX COIMOJOTHYECKUX HCCIICIOBAHUN U T. .
CchlTKM Ha UCTOYHUKH UH(pOpMAIUU 00s3aTeNIbHBI, TaK KaK 3TO CBUJIETEIbCTBYET
0 KyJIbType HAay4yHOTO TpyJa M SBISETCS IIOKa3aTeJIeM ero JTHYHOCTH H
KOppeKTHOCTU. bubnuorpaduueckas ccbulka SBISIETCS YacThbIO CIPABOYHOTO
anmapata BKP u coxaepxur Oubnuorpaduueckue CBEJAEHUS O IUTUPYEMOM,
paccMaTpuBaEMOM WJIM YIIOMHUHAEMOM B TEKCTE MCCIIEAOBAaHUS UCTOYHUKE.

3anpeniaeTcs Tak Ha3bIBAEMOE «CJIETIOE IIUTHPOBAHUEY», TO €CTh HU3JI0KECHHE
COJIEpKaHMsI, OTIAEIbHBIX TOJOXKECHHM, MBICIICH, UIICH, TE3UCOB M3 PabOT APYrux
aBTOpoB 0Oe3 ykazaHuss uX ¢Gamunuu. JI000M «4yXkoil TEKCT» H3Naraercs c
o0s13aTeNTbHBIM yKa3aHueM ¢aMmink ero apropa. [Ipu 3ToM WMHUIIMANIBI aBTOpa B
TEKCTe pabOThI MUITYTCS TIepen (pamMuInei.

Homyckaercs uutupoBanue (B ¢Gopme MNpAMONH pedr) U TEpesioKeHHe
(KOHCTIEKT) TeKCTa (C MCMOJIB30BaHUEM (POPMBI MPUAATOYHOTO MPEIIOKEHUS WITH
BBOJAHOTO 000pOTa THUIIA: MO MHEHUI0 MAaKo20-mo Uau MAaxKux-mo...; CO2AACHO
NO3UYUU MAKO20-MO UIU MAKUX-MO...; KaK cuumaem (yKazvieaem, ymeepicoaem,
npeonazaen) maxkou-mo uiu KaKk cuumarom maxkue-mo... u m. n.).

Cebuiku  odopmisitorcs B cootBetctBun ¢ ['OCT P 7.0.5-2008
«bubmmorpadudeckas ccpika. Obmue TpedGoBaHMs U TIPaBUiIa COCTABICHUS.

[Ipu cchuike B TEKCT€ Ha UCTOYHUKUA MHPOpMALUU CIAEAYET MPUBOAUTH UX
MOPSIAKOBBIE HOMEpA MO CHUCKY HUCIOJIb30BAHHBIX MCTOYHUKOB, 3aKIIIOUEHHBIE B
KBaJIpaTHBIE CKOOKH, HANpPUMEP: «KAK YKA3aHO 6 @edepanvHom 3akoHe «O
2ocyoapcmeennom Asvike Poccutickou (edepayuuy [1%],..» WIn «no muenuio
U. H. Ky3neyosa [4],...». Tlpu Bkiatouenun B TekcT BKP TouHOM 1uTtatel u3
WCIIOJIb30BAaHHOTO MCTOYHMKA CIEAYEeT yKa3aTb HE TOJIbKO HOMEp HCTOYHHMKA B
CIIUCKE, HO M HOMEp CTpaHHUIIbl, Ha KOTOpOW HameyaTaHa JJdaHHas IUTaTa,
Hanpumep: «Hacmoswuii  cmanoapm  obasamenen K NPUMEHEHUIO 8CeMU
CMPYKMYPHOIMU — NOOPA30ENeHUAMY  YHUBEpCUmema,  OCYWecmesouumu

06pa306ameﬂbnyi0 aeﬂme]leOCWZb nO OCHOBHbIM 06pa306am€ﬂbel.M npozcpammam
BITO» [3, C. 3].

2 3,[[6CB " ajie€ HOMCP COOTBCTCTBYCT IMMOPAAKOBOMY HOMEPY MCTOYHHUKA, BKJIFOYEHHOTO B npumMep Oq)OpMJICHI/Iﬂ
CIIMCKA HUCIIO0JIb30BAHHBIX UCTOYHUKOB (HpI/IJ'IO)KCHI/IC E)
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[Ipy ABOMHOM HUTHPOBAaHMHU (HE MO OPUTMHANY) 00s3aTelabHA CChUIKA Ha
aBTOpa padoTHI, B KOTOPOH HCIONb30BaHA M3jTaraeMas nuraTa, Hampumep: [LIuT.
no 12, C. 56].

Ynorpeo6/ieHUe COKpalleHUuM

B texcte BKP nns ymenbmenus e€ o6béma MOTyT OBITH HCIIOIB30BaHbI
cokpawenusi (rpaduueckue cCOKpalieHus U aOO0peBUATYphI), HE 3aTPYIHSIOUINE
BOCIIpUsATHE cojepkaHus. [Ipu mepBoM yHNOMUHAHUU AOJKHO OBITH MPUBEICHO
NOJIHOE Ha3BaHME C YKa3aHMEM B CKOOKAaX COKpalIéHHOrO Ha3BaHMUS WIH
a00peBUaTYphI, HAPUMEP: QOKYMeHmayuorHoe obecneuenue ynpasienus ([OY),
a Mpu TMOCNEAYIOIUX YIOMUHAHUAX CIEAYyeT ynoTpeOssaTh cokpaiienue. Hemb3s
yInoTpeOIATh COKpAaIlleHUsI B 3arojloBKax W B Hauaje npenoxkeHus. CHucok
UCIIOJIb30BaHHBIX B Pa0OTE COKPAIICHUH ¢ paciiuPpPOBKON MPH MX 3HAYUTEITHHOM
KOJIMYECTBE CIeAYyeT BKIIOUUTH B MPUIIOKEHHE K KypCOBOM padoTe.

Pacuugposky ab0OpeBuartyp u COKpaIIeHUH, YCTaHOBJICHHBIX
rOCYJapCTBCHHBIMM  CTaHAApTaMU U  TpaBUJaMU pycckod  opdorpadumu,
nonyckaetcs He mpuBoaAuTh, Hanpumep: I OCT, OAO, 2. (200, copod), m. e. (mo
ecmy) U Ip.

Ynorpeo6/ieHMe YUCIUTE/IbHBIX

BaxapiM TexHuueckuMm TpeOoBaHmeM K Hanucanuro BKP sBusercs
IPaBIJILHOE HANMCAHWE YMCAUTEIbHBIX.

Onno3Haunble (cocrosiiiue B IHUQPPoBOH ¢dopMe U3 OJHOTO 3HAKA)
KOJIMYECTBEHHBIEC UYWCIUTENbHBIC MHIIYTCS CIIOBAMHU, HAMPUMEP: 08e CMPAHUYbL
(He pekoMeHayeTcs 2 cmpaHuywvl), KpOME CIydaeB, KOrJa 3TH YHUCIHTEIbHBIC
yHnoTpeOJIeHbl C enuHullaMu u3Mepenust (%, ke, KM W JOp.) WIHA B CTOST B
OJIHOPOJHOM PANY C APYTUMU YUCITUTEIbHBIMHU.

KonudecTBeHHBIE YHCIUTENBHBIC, COCTOSINIME €3 HECKOJIBKUX IUdD,
MUY TCA, KaK MPaBuiio, B udpoBoit popme, Harpumep: 12 345 pyoiei.

[lopsinkoBble YHCIUTENBHBIE TMHINYTCS B CIOBECHOW WM OyKBEHHO-
nudpoBoii popme: smopoti pazoen, 2-ii pazoei.

OdopmieHne nepedyHer B TEKCTe

B tekct BKP MoryTr ObITh BKJIFOUEHBI pa3inyHbie MepedyHH ((pparmeHT
TEKCTa, COCTOSIIIMK W3 BBOJHOM 4YacTH, CBUJECTEIbCTBYIOIICH, YTO 3a HEH
MocjieayeT NEpPEeUnclieHUE SBJICHUM, MPEIMETOB WM MPU3HAKOB (JIEMEHTOB
MepeyHs), ¥ U3 CaMUX 3TUX 3JIEMEHTOB), KOTOPbIE JOJIKHBI OBITH O(OPMIIEHBI C
YYETOM CIIEAYIOUIMX PEKOMEHIALINM.
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[Ipy wWCTONIB30BAaHMM COCTABHBIX TEpEeYHEH B JOKYMEHTaX HE CIIEeIyeT
U3THUIIHE WX YCIOXXHATH: BBEJIEHHE OONBIIOTO KOIWYECTBA YPOBHEH UJICHEHHS
3aTpyIHSIET BOCHPHUITHE HHPOPMAIUH.

BbIuneHsaTh ypoBEHB MEpeuHs MOXKHO JIUIIb MPH HAIMYUN MUHUMYM JIBYX
AIIEMEHTOB JIAHHOTO YPOBHHI.

[Ipu QGopmMynupoBKe 3JIEMEHTOB JIIOOOTO TEpeuHs HYKHO CTPEMHTHCA K
€IMHOOOPA3UI0: BCE DJIEMEHTHI OJIHOTO YPOBHS JIOJDKHBI OBITH TpPaMMaTHYECKH
UACHTUYHBIMUA JIpYyT JpYyry (BBIpaXXEHBl OJHOTUIHBIMU MPEATIOKEHUSIMH,
CIIOBOCOYETAHUSMU WM CIOBAMH OJHOW YacTW Peud B OJHOM TrpaMMaTHYECKOM
dbopwme).

Br16op 3arnaBHOM WM CTpOYHOM OyKBBI B Hayajle AJIEMEHTA, a TaKKe 3HaKa
NpernuHaHusl B €ro KOHIIE OOYCIOBIIEH MapKepOM, KOTOPBIM HCIONB3yeTCs Ha
JaHHOM ypoBHE (apabckas uudpa ¢ TOYKOW MM CKOOKOM, cTpouHas OykBa CO
cKoOKoOH, Tupe). Mapkep, B CBOIO OuYepe/b, CIEAyeT BbIOMpATh C yYETOM THIIA
aJIeMeHTa (TPEI0KEHUE, CIIOBOCOYETAHUE, CIIOBO).

1. Dnemenm nep6oeco yposHst (00bI4HO NPednodlceHuUe).
1) snemenm 6mopoco ypoeHs (00bIUHO MHO2OKOMNOHEHMHOE
cl08oCcouemanue),
2) anemenm 6mopo2o YpPOBHsL:
a) s/eMeHm mpemve20 YpOo8Hs (00bIYHO C080COUemanue
UNU CN0BO),
0) o71eMenm mpemuvezo YPOosHSI:
— B/IleMeHm YemeEpmozo YpoeHs (00bIUHO Cl1060),
— aniemenm yemeépmozo yposeusi. (; 1)
2. Dnemenm nepeoco yposeHsi.

[Ipu odopmieHnH TPOCTOTO TMEpeyHs WIM TEpPeYHs C MEHBIINM
KOJIMYECTBOM YPOBHEH MOTYT OBITh MCIIOJIb30BAHBI MapKephl JII0OOT0 YPOBHS, HO
MEHSTh X MECTaMH HE PEKOMEHyeTCs.

Ecnu B sneMeHT nepeyHs, B KOHIIE KOTOPOro YMOTpeOJsseTcs 3amsaTasi Win
TOYKA C 3amsTOH, BKIIIOYAETCS CAMOCTOSITENIbHOE NPEUIOKEHHE, TO ATOT 3HAK
CTaBUTCS MOCJIE MPETIOKECHHUS.

[ToBTOpsitomMecs B KakJOM 3JEMEHTE CJIOBAa HYXKHO BBIHOCUTH B TEKCT,
BBOJSIIIMN JaHHBI YPOBEHb, OJHAKO ITO HE OTHOCHUTCS K IPEAJioraM, KOTOpbIE
yIOTPEOISIOTCS € TIaBHBIMU CIIOBAMH 3JIEMEHTOB — MPEJJIOTH CJIETYeT MOBTOPATH
B Ka)KJIOM ITyHKTE.

Ecnu B xoHIlE KakOro-nubo ypoBHsSI ynoTpeOJEHBI CIOBa U Op., U m. 0. WIH
um. n., TO UX HE PACIONIaralOT Ha OTAEIBHOM CTPOKE, a OCTaBISIOT B KOHIIE
MOCTIETHETO AJIEMEHTA.
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Ecnmu HeoOxomuMo onucaTh HECKOJIBKO OJTHOPOIHBIX MOMEHTOB U TIPH 3TOM
OMHUCaHWE KaXJO0ro TpeOyeT OTIENbHOr0 JO0CTaTOYHO OOJBIIOr0 MO 00BEMY
ab3ama, a ommMcaHWe BCEX MOMEHTOB 3aliMET HECKOJIBKO CTpPaHUI], TO HOMeEp
OIMMCHIBAEMOT'O TIOJIOKCHHUS PEKOMEHIYETCS MUcaTh HEe IudpaMu, a MPOMHCHIO.
Hampumep, «lIlepBoe mosiokeHue TaacuT...» win «CoriacHO BTOPOMY
MOJIOKEHUIO. .. » U T. TI.

O¢opmyieHHE PUCYHKOB

B Ttexcre BKP wMoryr wucnons3oBaThCi pas3iMuHbE TrpaduuecKHe
3JieMeHThI: (OTOU300paKeHUs, PUCYHKH, CXEMBI, AUarpaMMbl, Tpaduku, TaOIUIIbI
U Ip. DOTU KOMIIOHEHThI MOTYT OBbITh pacnoioxeHbl B Tekcre BKP cpa3y mocie
ab3a1a, B KOTOPOM BIIEPBbIE YIMOMHHAETCS MX COJep)kKaHHe (Kak MpaBUJIO, ATO
HeOoJIbIlINEe TI0 OO0BEMY »OJIEMEHTHI); JHUOO B NPWIOKEHUU (€CIU DJIEMEHT
00BEMHBIN). ['padmyeckre KOMIOHEHTBI, MPEACTABICHHbIE KaK MPHIOKEHUS,
MOTYT OBITh PACIIOJIOKEHBI Ha JIUCTE albOOMHOM opueHTanuu. B aTom ciydae oHu
NPUKPEIUIAIOTCS K paboTe TakuM 00pa3oM, 4TOOBI JUIsl UX MPOYTEHUs TpeboBasics
OJINH TIOBOPOT paboThl HAa 90° 110 YaCOBOM CTpEIIKE.

Brrouénnasie B BKP rpaduueckue snemMeHTBI, KpoMe TaOJHIl, UMEHYIOTCS B
TEeKCTE pucynkamu. Bce puUCyHKH, BKIOUYEHHBIE B TekcT BKP wmm nmpunoxenwus,
JOJKHBI IMETh HYMEPAlMOHHBIN U TEMAaTUYECKUI 3ar0J0BOK, pa3IeiEHHbIE 3HAKOM
TUpE.

Pucynku B Tekcre BKP HymepyroTcst CkBO3HOH 10 Bcel paboTe Hymepaluen
B HU3Y COOTBETCTBYIOILETO 3JIEMEHTA, a TAK)KE COIMPOBOXKIAIOTCA TEMATHUYECKUM
3aroJ0BKOM, HallpuMep:

Pucynox 2 — Obpasey 3aa6nenus
PucyHKU B IPWIOKEHUSIX HYMEPYIOTCS B Mpelesiax KaKI0ro MPHIIOKEHHUS.
Homep pucyHka B 3TOM ciiydyae COCTOMT W3 3arjaBHOM OYKBBI, 00O3Hayaromiei
MPUIOKEeHHEe, W apaOckoil I1udpsl, 0003HAUAIONEH HOMEP pPHUCYHKAa B HITOM
MIPUIIOKEHNUH, PA3ICIIEHHBIX TOYKOM:

Pucynok B.2 — Onepoecpamma 08udicerHus ciyxiceOHOU 3anucKu 8
OAO «llapycy

Ha Bce pucynku nomxHbl ObITh AaHbl ccbuiku B TekcTe BKP. Tlpu cepuikax
Ha PUCYHKHU CJIEAYeT MHCATh: 8 COOMEemcmeuu ¢ pucynkom b.2, ma pucynke 2
npeocmaeneno... u T. JI.

OdopmieHue Tadbauly,
Tabnuya — ocobas dopma nepegadu MUGPOBBIX UM CIOBECHBIX CBEIICHHH,
PACITOJIOKCHHBIX B OINPEIASICHHOM IOPSAKE JUIS JIydIled HArjisJIHOCTH U
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CpaBHEHMS MokaszaTeneil. Tabauibl MOTYT OBITh Pa3HOM CTENEHH CIOXHOCTH, HO
CIIMIIIKOM YCJIOXHSATh Tabnuiyy He cTouT. Eciam rpadsl Tabmumbl comepkar
pa3nuyHble CBEACHUS, HWH(OpPMALUIO JIyYlle MPEACTABUTh B BHJIE€ HECKOJIBKUX
TaOJIHNLI.

Tabnuiy B paboTe ciaeayer pacnoyiaraTb HENOCPEACTBEHHO MOCJE TEKCTa, B
KOTOPOM OHa YIOMHHAETCS BIEPBBIE, WM Ha CIEAYIOUIEd CTpaHMIIE.
3HauuTeNbHBIE 10 O0BEMY Tabmuibl (CTpaHuia W 0ojiee) PEKOMEHIYeTCs
BBIHOCUTD B MPHUJIOKEHUE.

Bcee tabmuupl B BKP gomxHBI UMETh HyMEpalMOHHBIA W TeMaTHYEeCKUU
3aroJI0OBKH, pa3/eJIEHHbIE TOYKOM, TOYKA ITOCIE TEMATUYECKOrO 3arojioBKa He
craButcs (Tabnuma 1. 3aronoBok). CroBo «Tabnunay», e€ HOMep U HAUMEHOBAaHHE
yKa3bIBaIOT CJIEBA HAJl BEPXHEHW YaCThIO TaOIUIIbI.

Ccbulka B TEKCTE€ HAa KaxAyro TaOJuIly oOs3aTesibHa. BolmosHseTcs: oHa 1o
IpUMEPY: c8edeHus npedcmasiienvl 6 maoauye 1.

Tabmuma 1. Tematuueckuii 3aroI0BOK

3ar 3aronoBok rpad 3ar 3arosoBok rpad
<
i OJIOBOK moa3ar nonsar | OJOBOK ITonzaron ITonzar
A
% = OoKoBHKa OJIOBOK OJIOBOK rpagsr OBOK rpadsbl OJIOBOK
= &8 rpads rpadsl rpadsl
<
= 1 2 3 4 5 6
3ar sgyeiKa
5 0JIOBOK
e 3=
= E CTPOKH
O E
S
<
H
bok I'padsr
OBUK

Pucynok 1 — OcHOBHBIE 3JIEMEHTHI TAOIUIIBI

O0s13aTebHBIMU DJIEMEHTAMU O(DOpPMIICHUS TaOJIUIIBI ABJISIIOTCS :

1. Hymepayus mabauyer. B tekcte BKP Tabnuupsl HymepyroTcsi CKBO3HOM
HyMmepanuen. B mnpuioxxkeHusix TaOIuUbl HYMEPYIOTCS OTIEIBHO B KaXJI0M
MPUJIOKEHUH, TIPU 3TOM K HOMepYy TaOnuisl qobasisieTrcs OykBa, 0003Hayaromast
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nanHoe npuioxenue (Tadnuua b.1. 3aronoBok). [lpu nepenoce yactu TabauIbI HA
JIPYTYIO CTpPaHUILy CBEpPXYy CTpaHHUIBI Takke cieBa nuimyT «lIpomomkenue
TaONUIB» U yKa3biBaloT €€ Homep. Eciu B pabore ogHa Tabiuila, OHa JOHKHA
ObITh 0003HaueHa «Tabauma 1. 3aronoBok» uinm «Tadmnuma B.1. 3aronoBok», ecimm
OHa MPUBEJICHA B IPHIIOKCHUH B.

2. 3azon060k mabauyvl JOIKEH KPATKO U TOYHO OTpaxaTh €€ cojJep>KaHUeE.
Touka B KOHIIC 3aroioBKa TaOJHIIBI HE CTaBUTCA. Eciii BO Beex suelkax TaOUIThI
comepxkutcst oOmas uHpopManus (Hampumep, €IUHUIBI U3MEpEeHHus), ITa
uH(pOpMAIH BBIHOCUTCS B 3aroJIOBOK, Hampumep: Pasmep cmunenouu, pyd. Ita
pPEKOMEHIAIUsI OTHOCUTCS U K 3arojoBKaM Ipad ¥ CTpOK TaOJIHUIIBI.

3. l'onoéxa mabauysl BKIIOYAET 3arojIOBOK OOKOBHMKA, 3arojlOBKU Trpad u
(mpu HE0OXOAMMOCTH ) TIOA3aroJIOBKHU rpad. 3aroyioBku rpad u O0KOBUKA TAOTHUIIBI
CJIelyeT MUCATh C MPOMUCHOM OYKBBI, @ I0/13aT0JIOBKHU I'pad — co CTpOUHOM OYKBHI,
€CJIM OHU COCTABIIIIOT OJIHO TPEIJIOKEHUE C 3aroJIOBKOM, WM C TPOIHCHOM
OYKBBI, €CITH OHU HMMEIOT CaMOCTOSITEIbHOE 3HA4eHHE. B KOHIlE 3arojOBKOB H
I0/13ar0JIOBKOB TOYKa HE CTABHUTCS. 3aroJIOBKU rpad, Kak MpaBUiIO, 3alHCHIBAIOT
napajuieIbHO ~ CTpoKaM  Tabmuibl. [Ipy  HEOOXOAMMOCTH  JOIyCKaeTCs
HEePIEHANKYIISPHOE PACIIOIOKEHHE 3ar0JI0OBKOB Tpad.

Crpoka ¢ Homepamu rpad BKIIOYAeTCs B TOJOBKY TaOJIUL], PACTIONOKEHHBIX
Ha HECKOJBbKUX CTpaHHMIAX (B 3TOM cllyyae JaHHas CTPOKAa B MPOJIOJIKEHHUH
TaOJIUIBl 3aMEHSIET BCIO I'OJIOBKY), WIM MPU HEOOXOJUMOCTH B TEKCTE COCIATHCS
Ha Ompeie’EHHbIE rpadBbl.

4. Bokosuk COCTOMT W3 3aroJIoBKOB CTpok. He pexomeHnyeTcs BBOOUTH B

tabnuiy rpady Homep no nopsaoky. B ciydae HE0OOXOAUMOCTH MPOHYMEPOBATH
CTPOKHM, WX TIOPAJKOBBIE HOMEpa YKa3bIBalOT INEpPe] 3arojoBKaMu CTPOK B
OOKOBHKE, a Tociie UG PhI, 0003HAYAIOIIECH HOMEP CTPOKH, CTABUTCS TOYKA.

5. Cmpoku — TOPU3OHTAIBHBIE 3JIEMEHTHI TaONMuIbl. UHMCIIOBBIE 3HAYCHUS
IoKasaTelie, MPUBOJUMBIE B SYE€HKaxX, MPOCTABJISIOTCS HA YPOBHE IOCIIECIHEU
CTPOKM HAaWMEHOBaHHMs TMOKazaTeneil B OokoBuke. CllOBeCHas XapaKTEPHUCTHKA
MmoKaszaTesied, B OTIMUKME OT IU(POBOM, MOJDKHA HAYMHATHCS Ha YPOBHE IEPBOM
CTPOKM HAaMMEHOBAHUS MMOKA3aTEeI.

[IpoMexXyTOUHBIE WTOTH NPUBOIATCA B CTPOKE, HMEIOLIEN 3arojloBOK
Hmozo; okoHYaTEIbHBIE UTOTHU TaOJIUIIBI — B CTPOKE C 3ar0JIOBKOM Bcezo.

6. [Ipagvi (kononku)— BEPTUKAIBHBIE JJIEMEHTHI TaOmumbl. Tekcr,
MOBTOPSIOIIHUIACS B CTPOKAX OJHOW M TOH k€ Tpadbl M COCTOSIIINNA U3 OJMHOYHBIX
CJIOB, depenymommxcs ¢ 1udpamMu, 3aMeHSIOT KaBblukamMu (« «). Ecnm
MOBTOPSIOIIUIACS TEKCT COCTOUT M3 JBYX M O0Jee CIOB, MPU MEPBOM MOBTOPECHHUU
€ro 3aMEHSIIOT coBaMu 10 dice, a Janee KaBblYKaMH.

3aMeHATh KaBbIYKaMU MOBTOPSIONINECS B TaOnuile Hudpbl, MaTeMaTUYECKUE
3HaKd, 3HAKW TMPOLEHTAa U HOMepa, OOO3HAYEHUS] MapoK MAaTepuajoB U
TUNOPa3MEPOB  MPOAYKUUHU, OOO3HAYEHUS] HOPMATHUBHBIX JOKYMEHTOB HE
JOTYyCKaeTCs.
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Hudper B rpadax Tabiuil IOKHBI HOPOCTABIATHCA TaK, Y4TOOBI pa3psiabl
qucesn BO Beell rpade ObUIH pacloioKEHbI OJUH MO APYTUM, €CIIM OHU OTHOCSTCS
K OJIHOMY TOKa3zaTento. B omHoil rpade momkHO ObITh COOMIOEHO, KaK MPaBUIIO,
OJIMHAKOBOE KOJIMYECTBO JIECATUYHBIX 3HAKOB JIJIsl BCEX 3HAUCHUI BETUYHH.

{. Huetixu 00pa3yloTcs Ha NEPECEUCHUU CTPOK U Trpad. Syelku He JTOIKHbI

OBITh IEpPErpy>KeHbl HH(POPMALIMEH Il COXPAaHEHUS HATJISITHOCTH TaOIUIIbI.

[Ipy OTCYTCTBMM JaHHBIX B COOTBETCTBYIOLIMX sA4YeHKaX o00s3aTeIbHO
IPOCTABIIAETCA IPOYEPK UM MUIIETCS: Hem ceedenuil.

B tabnuie nonyckaercst ucnoisib3oBaTh mpudt 11-12 kermus.

TPEBOBAHUA K COIAEPXKAHUIO U O®OPMJIEHUIO JOKYMEHTOB,
COIMIPOBOXJAIOIUX ITPOLUEAYPY 3AIIUTHI BKP

3amura BKP  mpenmosiaraer  mpegoCTaBI€HHWE — TOCYAApPCTBEHHOM
aTTECTAlMOHHOW KOMUCCUH Hapany ¢ camon BKP ciegyrommx 1oKkyMeHTOB:

— 3aJaHue Ha BeInoaHeHue BKP;

— KaJIeHAapHbIi rpaduk;

— pedepar;

— OT3bIB PYKOBOJIUTEIIS;

— CD-muck ¢ snektpoHHbiMu Bepcusmu BKP, 3amanus, kajneHmapHOTO
rpaduka, pedepaTa U JOKIa1a HA 3alTUTE, a TAKXKE Mpe3eHTaIueH.

Cooeprcanue u opopmaenue 3adanun na evitnonnenue BKP

3amanue Ha BeIMojHeHHe BKP 3amonusercs B Hawaie pabotel Hajy BKP
mociie BBIOOpa CTYACHTOM TE€Mbl B XOJ€ TEPBOM KOHCYIbTAllMM C HAYYHBIM
PYKOBOJUTETIEM.

B 3amanuun ¢ukcupyrorcs Tema paboThl, UCXOAHBIE TaHHBIE K paboTe (1IeTb,
00BEKT, MpeaMeT, 3a/1a4i HCCIECOBAHUS) U HAMEYAIOTCSl BOMPOCHI, MOJICKAINE
paspadotke B BKP. IIpm HeoOXoIMMOCTH Ha3HAYAOTCSA KOHCYJIBTAHTBI 10
paszeniaMm UCCieI0BaHusl.

3amaHue MOXKET OBITh 3alIOJIHEHO OT PYKU WJIM B MIEYaTHOM BUJIE.

3ajmaHue NOpH COCTABICHUM 3aBEpSAETCS TMOJNUCSIMU PYKOBOJIUTENS U
CTYyJICHTA.

B xone pa6otsl Hax BKP snemenTsl 3a1annsi MOTYT KOppeKTUpoBaThcs. Bee
M3MEHEHHUSI B 3a/IaHUU JOJIKHBI OBITH COTNIACOBAHBI C PYKOBOJIUTEIIEM.

O6pazen opopmieHus 3aJaHus NPEJICTABICH B HA OaKaJIaBpPCKyI0 paboTy —
B [Ipunoxenun E.
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Cooepotcanue u opopmnenue pegpepama BKP

Pedepar BKP npencrasisieT co0oil COKpaliéHHOE U3JI0KEHUE COJIEPIKAHUS
KBATM(UKAIUOHHONW pabOThl € OCHOBHBIMH (PAKTHUECKUMU CBEACHUAMHU U
BBIBOJIAMU.

Pedepar odopmigercs Ha otnensHoM nucte. O0BEM pedepata HE JOIKEH
MIPEBBINIATH OJHON CTPAHUIIBI.

Pedepat nomxen coaepxars:

1) cBegenus 00 oO0béme BKP, komuuectBe winmtocTpamuii, Tabuil,
MPWIOKEHUM, NCTIOJIb30BAHHBIX UCTOYHUKOB;

2) mepeuyeHb KIHOYEBBIX CJIOB (5—15 CJIOB WM CIOBOCOUYETAHHMMN M3 TEKCTa
BKP, kotopeie B Haubomnbllell Mepe XapaKTepH3yIOT €ro cojiepkaHue u
o0ecrnieurBalOT BO3MOXKHOCTh HWH(OPMAIIMOHHOTO TIoMcKa. KiroueBwle cloBa
MPUBOAATCS B UMCHHUTEIHHOM MaJeKe M IeUaTarTCs MPONMHCHBIMU OYyKBaMU B
CTPOKY 4epe3 3amsThie);

3) TekcT pedepaTa, KOTOPHIN JOJDKEH OTPAXKaTh:

— TIpeAMET UCCIICOBAHUS,

— 11eJ1b PaboTHI,

— METO/JIbI MPOBEJCHUS UCCIIEI0OBAHNUS,

— pe3yabTaThl padOTHI U KX HOBU3HY,

— CTEeTIeHb BHEAPEHMUS,

— pEeKOMEHJAIMK TI0 BHEAPEHUIO WM HMTOTH BHEIAPEHUS] PE3yJbTaTOB
padoTHI,

— 00J1acTh MPUMEHEHUS,

— IIPAaKTUYECKYI0 3HAYMMOCTh paOOTHI,

— IIPOTHO3HBIE MPETIOKEHHS O PA3BUTHH MPEIMETa UCCIIEIOBAHNS.

Texct pedepara HOMKEH OBITH CBSI3HBIM, KpaTKUM M TouHbIM. Cremyet
n30eraTh CIOKHBIX TPAMMAaTHYECKUX 000POTOB.

O6pazen opopmienus pedgepara BKP npencrasnen B [Ipunoxennn .

Cooeporcanue u oghopmnenue omswviea pyxkogooumena BKP

CryneHnt momkeH caath Ha kadenpy nmoamucannyto BKP He mo3mHee nByx
Henenb A0 3ammThl. [locne mpoepku BKP pykoBoauTens moanuceiBaer €€ u
BMECTE C MHCbMEHHBIM OT3BIBOM MPEACTABISIET 3aBenymoiiemy kadenpoil. B
or3piBe Ha BKP pomxHa ObITh XapaKTepHCTHKa MpPOJEIaHHOW pabOThl MO BCEM
pazaenam BKP, B KoTOpO#i OTpakeHO cieayromee:

— CTEIEHb JIOCTUKEHUSI 11eJIeil BBIMYCKHON KBaTU(DPUKAIIMOHHOW paOoThI;

53



— HaJIMYUE U 3HAYMMOCTb NMPAKTHUECKUX MPEIOKEHUN U PEKOMEHIaluH,
c(OpMYIHPOBAHHBIX B BBIITYCKHOW KBATH(PUKALIMOHHON paldoTe;

— TIPaBWIBHOCTh OQOPMIICHUSI BBITYCKHOM KBaJIU(PUKAMOHHON paboThI,
BKJIIOYAsl OLICHKY CTPYKTYpbI, CTUJIS, SI3bIKA U3JIOKEHHUS, a TaK)KE MCIOIb30BaHUSA
TAaOJIMYHBIX U TpaUUeCKUX CPeACTB NpeCTaBICHUS HH(OPMAIIUY;

— BJIaJICHHE aBTOPOM padoThl NpodhecCUOHATbHBIMU 3HAHUSIMH, YMEHUSIMU U
HaBbIKamu, ykazanHeiMu B @T'OC BO ;

— HEI0CTAaTKU BBITYCKHON KBaJIM(DPUKALMOHHON paboOThI;

— CTENEHb COOTBETCTBHUSI BBINYCKHOM KBaNM(UKAIMOHHOW palbOThI
TpeOOBaHUSAM CTaHJAPTa CIELHATIBHOCTH;

— PEKOMEH/1a1Msl BBIMTYCKHON KBAIM(PUKALIMOHHON pabOThI K 3allIUTE.

[Ipumep oT3bIBa pyKoBOJAUTENS OakadaBpPCKOMl pabOThl MpencTaBieH — B
ITpunoxenun K.

Cooeporcanue u ogopmnenue CD RW-ducka ¢ Inexkmpounvimu eepcusmu BKP,
pegpepama, 0oknaoa na 3awgume u npe3eHmMayuu

Odopmaenne CD RW -nucka
Ha nwucke, mpuxperiéaHom k BKP, momxubl OBITH criemyrommue (aiibl,
Ha3BaHHbIE MUMEHHO Tak (oOpaTWTe BHUMaHHE Ha TMPOOENbl M JAPYrHe 3HAKU B
Ha3BaHuU (aitnos!):

Cooeporcanue gaiina Ha3zeanue ¢haiina
®aitn, MPOBEPEHHBIN Ha Oammuss 1O Tema BKP
AHTUILIArUAT, C TUTYJIbHBIM JINCTOM MOJIHOCTBEO
BKP nonHocThIO Oammuss 1O BKP
Pedepar damunual1O Pedepart
Jloknana Ha 3amure Gamunus 1O Jlokman
[Ipe3enTanus Oammmusa 1O IlpeszenTtarus

Jluck 00s3aTenbHO JAOKEH UMETh OO0JIOKKY, Ha KOTOPOW NyOIupyercs B
YMEHBUICHHOM BHU/JI€ TUTYJIbHBIN JucT BKP.

TpeboBaHus K A0KJaay Ha 3amuTe BKP

3amuTa HayuMHaeTcsl ¢ Jokinada (KpaTKoro cOOOIIEHUsi) CTYJEHTa-Bbl-
MyCKHUKA 0 TeMe KBATU(UKAIMOHHON padoThl. CIOBO IS JOKIaAa CTYICHTY-
BBIITYCKHUKY MPEJOCTABISAECT MPEACEeNaTeb T'OCYJapCTBEHHOW aTTECTAallMOHHOU
KoMmuccuu. JlJisi [OKJIaza OCHOBHBIX MOJOXKEHUM KBaTU(DUKAMOHHOW padoTHI,
000CHOBaHMS CHEIaHHBIX UM BBIBOJOB M MPEIJIOKEHUN CTYACHTY-BBITYCKHUKY
npegoctasisiercs He Oonee 10 MuHYT, 4TO cOOTBEeTCTBYeT 4-4,5 cTpanunam
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00BIYHOTO TEeKCTa pa3Mmepa mpudra 12, HaOpaHHOTO ¢ MEKCTPOUYHBIM UHTEPBATIOM
1,5.

B Tekcre BBICTYIUIEHHS CTYACHT-BBITYCKHUK JIOJDKEH OOOCHOBATh
aKTYaJbHOCTb M30paHHON TEMBbl, MPOU3BECTU 0030p APYrUX HAYYHBIX PadOT MO
n30paHHON UM TeMe (mpobiieMe), MoKa3aTh HAYYHYI0 HOBU3HY M MPAKTHYECKYIO
3HAYMMOCTh HCCJEJOBaHUSA, JaTh KpaTKuW 0030p TJiaB KBAIU(PUKAIMOHHOMN
paboOTHI U MPEJCTABUTH MOJYYEHHBIE B MIPOIECCE PE3YIbTATHI.

CTpyKTypy TEKCTa BBICTYIUICHUS MPU 3aIUTE KBAUTU(PUKAITMOHHON pabOTHI
MOXHO TPEJICTABUTH B BUJIE CICAYIOMICH TaOIUIIbI:

Tabnuua 2. IlpumepHast CTpyKTypa BBICTYIIJICHUS

Paszpnen BeIicTyIUIEHHS [Iponomxurens Komnuects
HOCTb (MUH.) 0
cllaiioB
IIPE3EeHTAlN
u
Beenenue. O06ocHOBaHue TEMBI 2,8 10

uccnenoBaHus (aKTyaJlbHOCTh, OOBEKT, MPEAMET
WCcCceI0BaHus, 1eNTb, 3a/1a91, METOJIbI U T.]I.)

Kpartkoe coxepxxanue paGOThI (BBIBOJABI TIO 0,5-1,5 He menee 1
rJIaBam) Ha KaK]IYIO
TJIaBy
Pe3ynbrarhl SKCIIEpUMEHTaIBLHOM pabOTHI 3-5 ITo
HEOOXOIMMOCTH,

HO HE MEHEE YeM
1 cnaiig B MUHYTY

3akiroyeHue (oCHOBHBIE BBIBO/IBI 1 1-3
JTanbHEHIIe MIEPCIICKTHBBI pa3paboTKu
poOJIEMBI)

TpeboBaHMS K KOMIIbIOTEPHOM Npe3eHTalMK J0KJIa/ia Ha 3aiuTe BKP

KoMmmbroTepHast mpe3eHTanus AaeT psij MPEUMYIIECTB Iepes OOBIYHOM
OymaxkHo-Tu1akaTHOW.  KommbroTepHass  mpe3eHTanusi  IMO3BOJSIET  WICHaAM
rOCYJapCTBEHHOM  aTTECTAlMOHHOM  KOMHUCCUM  OJIHOBPEMEHHO  M3y4aTh
KBUTH(PUKAIIMOHHYIO pa0OTy W KOHTPOJUPOBATH BBICTYIUICHWE CTYJICHTA-
BBINTYCKHUKA. [103TOMY KenaTeabHO COMPOBOXKAATH BHICTYIIJIEHUE MIPE3CHTAIIUEN C
rcnoJibzoBanueM 15-20 cnaingos.

[Ipe3enranus pomkHa OBITH co3mana B mporpamme Microsoft Office
PowerPoint. I1pu co3mannu pe3eHTAMA PEKOMEHTyeTCS

— coOyroaTh eAuHBIN CcTWib odopmieHus (uBeT ¢oHa clIaigoB, IBET U
HauepTaHue mpudra u ap.);
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— wu3berath 3((EeKTOB, KOTOphIE OyAYT OTBJIEKaTh OT COJAEpKAHUS

MIpe3eHTAIUY;

— st ¢poHA BHIOMpPATh XOJOJHBIE CBETJIbIE TOHA (CHHMM, 3€IEHBIN) WM
OCIIBIH;

— Ha OJIHOM ClIaiiJie UCTIOJB30BaTh He OoJiee TPEX 1BETOB ((hOH, 3ar0JI0BOK,
TEKCT);

— UCIIOJIB30BATh KOPOTKUE MPETIOKEHHUS;

— HauOosee BaxHas HH(GOpMaIKs J0DKHA pacIoyiaraThCsl B IEHTPE dKPaHa;

— pa3Mmep mpudTa 107KEeH ObITh YTOOHBIM JIJISt BOCIIPUATHS 3pUTEISAMU: [
3arojIOBKOB HEe MeHee 24 KT., j1s TeKcTa — He MeHee 18 Kr.;

— He meperpyxath ciaij uHpopmanuei (Oonbiioit 650Kk uHOpMaALUU
Jydiie pa30UTh Ha HECKOJBKO Cai1oB).

B mpesenrtanuu nomkHa ObITh OoTpakeHa crneuuduka samuiiaemoid BKP.
Crnenyet nzberath 00mmx ppas, 001MIEU3BECTHBIX OMPEICTICHUM.

[lepBoiii cnaiig momken coaepxkath Temy BKP; ums, otuectBo, damuinmio
CTYyIEHTAa; YYEHYIO CTENE€Hb, YYEHOE 3BaHUE, JOJDKHOCTb, UM, OTYECTBO,
baMIIIUIO PYKOBOIUTEIIS.

[Mocnemuuii cnaitn: Cnacubo 3a éuumanue!

OcTtanpHble cnailibl oQOpMIIAIOTCA 1O YCMOTPEHHUIO CTYJIEHTa C Y4ETOM
pEKOMEHJaui K JOKIAly Ha 3alIUTe (CM. BBILIE).
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IMPUJIOXKEHUE A

IIpumepnslii nepeyens TeM BKP nanpasaenuio noarorosku 46.03.02
JlokyMeHTOBe/IeHre U apXHBOBe/IeHHe

1. ABToMaTu3alus U MEXaHW3allus apXUBHOTO JieJla KaK MPOTPECCUBHBIC ATarlbl
Pa3BUTHUS OTPAC/IN: UCTOPUUECKUM ACTICKT.

2. ABromMatu3anus  HUHQOpMAUMOHHOrO  obecrieyeHWs  ymnpaBieHus  (Ha
KOHKPETHOM MPUMEDPE).

3. ABromartuzaius CHUCTEMBI JEJOMPOU3BOJCTBA (Ha TpPUMEPE KOHKPETHOM
OpraHu3aIumn).

4. ABTOMAaTH3MPOBAHHBINA IOKYMEHTOOOOPOT U apXMUBHOE XpaHEHUE HH(PopMaITNK:
poOJIEMBI U TIEPCIIEKTUBHI.

5. ABTOMATU3UPOBAHHBIA JOKYMEHTOOOOPOT Kak (YHKIIMOHAJIbHASI CTpaTErus
yrnpaBieHus (Ha KOHKPETHOM TIpuMepe).

6. AHaiM3 JIESATENBHOCTH Ccekperapss (upmbl (Ha TpuUMEpe KOHKPETHOM
OpraHu3aIumn).

/. AHaiM3 JOKYMEHTAllUOHHOTO OOCCIeyYeHUs yhpaBJIeHUs U pa3paboTka
NPEJIOKEHUH TI0 €ro COBEPIICHCTBOBAHWIO (HAa TpUMEpPe KOHKPETHOM
OpraHu3aIumn).

8. AHanu3 JOKYMEHTOOOOpOTa W MyTH €ro ONTHUMHU3ALUH B CTPYKTYPHOM
1oJipa3/ieJICHUH BBICIIETO YUeOHOTO 3aBEICHHUSI.

9. AHanu3 W COBEpIIEHCTBOBAHWE JEJIIOBOM Mepenuckud (Ha mpumepe
NPEANPUATHS ).

10. AHan3 W  COBEpIICHCTBOBAHWE OpPraHU3AIMM  APXUBHOTO  XpaHEHUs
JIOKYMEHTOB Ha MPEANPUITHH.

11. AHanu3 UCMOJHEHUS COIMAJIbHO-TIPABOBBIX 3alIPOCOB 3a MOCJIECAHUE TPU roja
(Ha MpUMepe KOHKPETHOT'O apXHBa).

12. AHanmyM3 HOPMATUBHBIX TPEOOBAaHMM K JOKYMEHTAIIMOHHOMY OOECTICUCHUIO
MPOXOXKJACHUS  TOCYAAapCTBEHHOW  TpakJaHCKOM  ciyxObl  Poccuiickoit
Oenepanun.

13. Ananu3 HOpMATUBHBIX TpPeOOBaHWN K OpPraHU3ANMHA U JOKYMEHTAIMOHHOMY
00€CIEeUeHUI0 TPOXOXKIACHUS TOCYNAapCTBEHHOM  TPaKTAHCKOW  CITY>KOBI
cyonekTa peneparnuu (CyOBEKT 1O BBIOOPY).

14. Amanu3 opraHu3anuyd JOKYMEHTAIIMOHHOTO O00€CTeueHus JesTeIbHOCTH
KOMMEpPUYECKON CTPYKTypbl M €ro COBEpPIICHCTBOBaHWE (HA MpuUMepe
KOHKPETHOM KOMMEPUYECKOU CTPYKTYPHI).

15. AHanmM3 TOCTAaHOBKM JIOKYMEHTAIIMOHHOTO OOECIEeUeHHs] JeATEeIbHOCTU
YUpPEKIEHUS, OpraHu3allid W HAMNpaBICHUSI €ro COBEPIICHCTBOBaHUS (Ha
IpUMeEpe KOHKPETHOTO TOCYJAPCTBEHHOTO YUPEKIACHUS, OPraHU3aLINH ).

16. ApxuBHOE XpaHEHUE B CHCTEME AJICKTPOHHOTO JOKYMEHTOO0O0pOTA.

17. Bnusitnue HOBbIX MH(OPMALMOHHBIX TEXHOJOTHMI B JOKYMEHTOOOOpOTE Ha
KaueCTBO YIPABIICHUS YEJIOBEUECKUMH PECYPCaAMU.
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18. BHenpenue HOBbIX MH(OPMAILIMOHHBIX TEXHOJOTUN B KaJAPOBYIO JAESITEIBHOCTD
MIPEAIPUATHS.

19. BHenpenue HOBBIX HMH()POPMALMOHHBIX TEXHOJOTHA B CHUCTEMY apXUBHOI'O
XpaHEHHUS TOKYMEHTOB (KOHKPETHOTO MPEAPHUITHS).

20. BHyTpeHHss1 perfiiaMeHTaluss JOKYMEHTOBEIUECKUX MPOLECCOB B KOHKPETHOM
OpraHu3aluu.

21. BO3BMOXXHOCTH  HWCIIOJIb30BAaHUS COBPEMEHHOM O(PUCHOM TEXHUKUA JiA
ONTUMU3AIUU JOKYMEHTOOO0pOTa OpraHu3anuu (Ha MpuMepe MperpusTus ).
22. BO3BMOXXHOCTH  HUCIOJIb30BaHUSl  CHECLMAIU3UPOBAHHBIX  IPOrpaMMm IS
COBEPILIEHCTBOBAaHUS PAa0OThl C JIOKYMEHTaMU Ha MNPEANpHUsATHH (Ha mpuMepe

OPEIPUSATHS ).

23. BO3MOXXHOCTH MpPUMEHEHHUS] COBPEMEHHBIX MH(OPMAIMOHHBIX TEXHOJOTUH B
NeSTEIBHOCTU apXyBa OpraHu3aluu (Ha MpUMepe apXuBa MPEAIPUSITHS).

24. Bo3HukHOBeHwue aenonponsBojictea B Kuesckoii Pycu (IX — XI BB.).

25. Bompochbl TOKyMEHTUPOBaHUS U pabOThl ¢ JOKYMEHTaMHM B 3aKOHOJATEIHHO-
IpaBOBbIX akTax Poccuiickoit denepanuu.

26. Borrpocbl JOKyMEHTHpPOBaHUA M PAOOTHI C JOKYMEHTaMH B HOPMAaTHBHO-
nmpaBoBbIX akTax Poccuiickoii denepanmu 0 rocyIapCTBEHHOM TPaXKAAHCKOU
ciyxoe.

27. Boripocbl JOKYMEHTHpPOBaHUA M PAOOTHI C JOKYMEHTaMH B HOPMATHBHO-
mpaBoBbIX akTax Pocculickoii dexepanii O TOCYJapCTBEHHOW BOCHHOMU
ciyxoe.

28. Bormpocbl JOKYMEHTHpPOBaHUS U PabOThl C JAOKYMEHTaMH B HOPMAaTHBHO-
mpaBoBbIX  aktax  Poccuiickon ~ @emepauri O  IOCYJapCTBEHHOM
IPaBOOXPAHUTEIBHOM cITyX0e.

29. Boripochl  TOKYMEHTHUPOBAHUSI CO3JaHUS M JEATEIBHOCTH AKIIMOHEPHBIX
0011IeCTB B HOpMAaTUBHO-TIPABOBBIX akTax Poccuiickoit denepannm.

30. Bompocsr JOKYMEHTHPOBAHUS YIpaBIECHYECKOU NEeATENbHOCTU
FOCYJapCTBEHHOI'O ammnaparta B HOPMAaTUBHO-NIPABOBBIX akTax Poccuiickoun
denepanum.

31. JlokyMeHTaImoOHHOE OOecreYeHne MPOXOXKJICHUS (denepalbHOH BOCHHOM
CIyXO0BI (Ha IpEMEpe KOHKPETHOTO TOCYAapPCTBEHHOT'O OpraHa).

32. JlokyMeHTaIlMOHHOE O0EeCIIeUCHHE MPOXOXKASHUS (peaepalbHON TpaXKIaHCKOM
CITyKOBI (Ha IpEMEpe KOHKPETHOT'O TOCYAapPCTBEHHOT'O OpraHa).

33. JlokyMeHTaIlmOHHOE obecrieueHue MIPOXOKICHUS benepaabHOI
IPaBOOXPAHUTEIBHONW CITYKOBI (Ha IMpUMEpe KOHKPETHOTO T'OCYJIapCTBEHHOTO
oprasa).

34. JlIokyMEeHTaIlMOHHOE oOecrieueHue MNpOLEAYPbI aTTecTalluu
rOCYJapCTBEHHOTOrpakIaHCKOTO CIy)Kamero (1Mo HOPMAaTHBHO-ITPABOBBIM
aKTam).

35. JIokyMEeHTaIlMOHHOE OO0ECIICUYCHNE YMPaBJICHUS B OpraHax I'OCyJIapCTBEHHOM
BJIACTH U yIpaBjeHUs (Ha MpUMepe KOHKPETHON OpraHU3aIlHH ).

36. JlokyMeHTaImOHHOE 00eCIIeYCHNE YIIPABICHYCCKOMN AEATCIbHOCTH B YCIOBHUAX
MIPUMCHCHHUS aBTOMATH3WPOBAHHON TEXHOJIOTHH (Ha TpHMEpPEe KOHKPETHOM
OpraHu3aIum).
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37. IokyMEHTUpOBAaHHUE ATTECTALMU U OLIEHKU NPO(EeCCHOHATBHOUN NEATEIbHOCTH
PaOOTHUKOB MPEAIPUSITHS.

38. JlokyMEHTHUpPOBAaHHUE ATTECTALMU U OLIEHKU MPO(ECCHOHATBHOMN NESITeIbHOCTH
PabOTHUKOB rOCYJJAPCTBEHHOTO YUPEKICHHUS.

39. JlIokyMEHTHUpOBaHUE TOCYAAPCTBEHHON CIIyX Obl POCCHUHCKOrO Ka3adyecTBa B
HOPMAaTHUBHO-IIPAaBOBBIX akTax Poccuiickoi denepanuu.

40. JlokymeHTUpOBaHHE JEATEIBHOCTU KaapOBOM CIIy’)KObl M HaIpaBICHUS €ro
COBEPILIECHCTBOBAaHMS (Ha MPUMEPE KOHKPETHOM OpraHu3alim).

41. JlokyMeHTUpOBAaHHE MESATEIBHOCTH OPraHOB MECTHOTO CAaMOYIpPaBJICHHUS B
HOpPMAaTUBHO-TIPaBOBBIX akTax Poccuiickoit denepannu u ee CyObEKTOB.

42. JlokyMEeHTUpPOBaHHE OCHOBHBIX BHUJOB JEATEIBHOCTH OpraHu3auuud (Ha
KOHKPETHOM TpUMepe).

43. 3akoHoAaTeNnbHas u HOPMAaTHUBHO-TIPAaBOBas 0aza  COBPEMEHHOTIO
JOKYMEHTAILIMOHHOTO 00eCTeueHusl YIIPABICHHUS.

44. 3akoHOMATEeNIbHOE M HOPMATUBHOE DPETYJIHPOBAHUE JEJIONPOU3BOJICTBEHHBIX
IPOLECCOB (B Pa3IMUHbIE HICTOPUUECKUE TIEPHO/IBI).

45. 3aKoHO/IAaTEeNbHO-HOPMATUBHOE PETryJIUPOBaHUE apXUBHOTO Jeia B CTpaHax
3anaaHou EBponsl u CIIA.

46. 3akoHO/IATENbHO-HOPMATUBHOE PETryJIUPOBaHUE YIPABICHUS JOKyMEHTAIUe
B cTpanax 3anaaHoit Espomnsl 1 CIIA (cTpaHbl 1o BEIOOPY).

47. 3apoxaeHue, CTAHOBIICHUE U Pa3BUTHE HKCHEPTU3bl LEHHOCTH JOKYMEHTOB B
JEIOMPOU3BOJICTBE.

48. 3apyOexHOe apXHUBOBEACHHUE: TPOOIEMbI HCTOPUH, TEOPUU U METOI0JIOTHH (Ha
IpuMepe KOHKPETHOTO TOCYapCTBa).

49. 3apyOexxHble  CTaHIAPTHl, PETJaMEHTUPYIOIIME TMPOIECChl  YIPABICHUS
JTIOKYMEHTALNEN.

50. 3apyOexxHblii  OMBIT ABTOMATH3AlMKM  YIPABJICHHUS JTOKYMEHTHPOBAHHOM
uH(OpMaIHe.

51. 3ammTa AapXUBHBIX JIOKYMEHTOB OT OHOMNOBpeXAeHUN (Ha mpuMepe
KOHKPETHOT'O apXUBa).

52. UndopmarimoHHO-JOKYMEHTAITHOHHOE obOecrnieueHue oOpazoBaTeiapHOMI
NESATEIbHOCTH (Ha KOHKPETHOM MPUMEPE).

53. UndopmarnmonHoe oOCTyKMBaHHE PYKOBOACTBA MPEANPHUATHS — MPOOJIEMBI
OpraHu3aluy U PEryJIupOBaHMUS.

54. Ucnionp3oBaHrEe 3apyOeXKHOTO OIbITA B OpTraHM3allud JOKYMEHTO0OOpOoTa
POCCHMCKUMU NPEANPUATHIMH.

55. Hcnonb3oBanue 3apyOeKHOTO OMNbITa B OpPraHU3alMu pabOThl POCCHUUCKUX
apXUBOB.

56. Mcnonp3oBaHuEe KOMIBIOTEPHBIX TEXHOJOTHI B paboTe ¢ ayIuOBU3yalbHBIMU
apXUBHBIMU JOKYMEHTAMH (Ha IpUMEPE KOHKPETHOTO apXUBa).

57. Vcnonb3oBaHre HOBBIX MH(OPMALMOHHBIX TEXHOJOTHH B MH(GOPMAIMOHHO-
JIOKYMEHTaIIMOHHOM O0€CIIEUeHHUH YIpaBiieHUs (Ha KOHKPETHOM IIPUMEPE).

58. UccnenoBanre BOMPOCOB CO3/IaHUS «aBTOMATU3MPOBAHHOIY, «0€30yMasKHON
KaHIEISPUH (110 OTEYECTBEHHBIM U 3apyOEKHBIM MyOJIUKAIUSIM ).
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59. UccnenoBanre MNPUHUMIIOB TIOCTPOECHHS JIEJIONPOM3BOJCTBA  YUPEKICHHIM
Poccwiickoii umnepun (XVIII — XX BB.).

60. KagpoBass ciyx0a ToCylapCTBEHHOTO oOpraHa H JOKYMEHTHUPOBAaHHE
MPOXOXKACHUS  TOCYJApCTBEHHOM  TpakJaHCKOM  ciyxOnl  Poccuiickoit
®denepanuu (M0 HOPMATUBHO-TIPABOBBIM akTaM PD).

61. KanpoBass cnyx0a TroCyAapCTBEHHOIO oOpraHa U JOKYMEHTHpPOBaHUE
IPOXOXKJEHUSI TOCYAApPCTBEHHOM MNPAaBOOXPAHUTENbHON ciiy:kObl Poccuiickoi
®deneparuu (M0 HOPMATUBHO-TIPABOBBIM akTaM PD).

62. KagpoBass cnyxk0a TroCyAapCTBEHHOIO OpraHa M JOKYMEHTHUPOBAaHHE
MPOXOKICHUSI TOCY/IapCTBEHHON BOEHHOU cCiyxkObl Poccuiickoit dexneparuu
(IO HOpMATUBHO-TIPABOBBIM aKkTaMm PD).

63. KommnbroTepHbie uH(pOpMAaIMOHHbIE TEXHOJIOTUHU B yIpaBiIeHUU
JIOKYMEHTOOOOPOTOM.

64. Mexnaynaponnas cranaaptusauus B JJOY (uctopust Bompoca, COBPEMEHHOE
MOJIOXKEHHE JIET1, DBOJIIOLIUS MPOIIECCa).

65. MexayHapo/iHas cTaHaapTU3anus HHOOPMAIMOHHBIX MPOIECCOB.

66. Mecto u ponb knaccudukaropor TOCU B mHbDOpMaIMOHHOM OOECIICUCHHUH
ynpaBiieHus (Ha NpuUMepe KOHKPETHBIX KIAacCH(UKATOPOB, HCHOJIb3YEMbIX B
KOHKPETHOM OTpaciiu, MpeAnpusTUn ).

67. Meronuka BblOOpa CDOJ] nansa opraHuzanuu (Ha MpUMepe KOHKPETHOM
OpraHu3aIumn).

68. Meronuueckre acrmeKThl OpraHu3alii JTOKYMEHTAI[MOHHOro olecreueHus
yIpaBIEHUS.

69. Meronuueckoe obecreueHrne KOH(HICHIIUATBLHOTO JEIONPOU3BOICTBA (HA
IpUMepe MPeAnpUsTUs).

70. MOHUTOPUHT TMOTOKOB JOKYMEHTOB OpPTraHM3aIllMd HAa OCHOBE COBPEMEHHBIX
UH(GOPMAIIMOHHBIX TEXHOJIOTHl.

71. Homenknatypa €1 M HMX pOJib B OpraHu3alud padOThl C JOKYMEHTaMHU
IOPUANYECKHUX JUI] Pa3HBIX (HOPM COOCTBEHHOCTH (Ha KOHKPETHOM MIPUMEPE).
/2. Opranu3aimOHHO-TIPABOBOE U JOKYMEHTAIIMOHHOE 00eCTeueHnue yIpaBICHUS

rOCYJapCTBEHHOT'0 YUpEeXKACHUS (Ha KOHKPETHOM IIPUMEPE).

73. Opranu3aimoOHHO-TIPAaBOBOE M JOKYMEHTAIIMOHHOE O0ECTeueHne yMpaBIeHUS
rOCyJapCTBEHHOTO OopraHa (Ha KOHKPETHOM MPUMEpE).

/4. OpraHu3alMOHHO-TIPABOBOE U JOKYMEHTALIMOHHOE O0ECIEYEeHUE yIpaBiICHUS
MYHUIUIATBHOTO OpraHa (Ha KOHKPETHOM IIPUMEPE).

75.0Opranu3anoHHO-TIPABOBbIE 151 JOKYMEHTAIMOHHOE obecrnieueHue
NEeATEeIbHOCTH KOMMEPUYECKOT0 NMPEANPUATHS (Ha KOHKPETHOM IPUMEDPE).

76.Opranm3aiusi apxwBa Kak CTPYKTYPHOTO TojapasnueneHus ciayxoer JJOY
KOMMEPUYECKOr0 IPEIPUATHU.

/7.Opranuzanus TOCYJApCTBEHHOW TIpPaXJaHCKOM CIy»KObI U KaJpoOBOIO
JIENONPOU3BOICTBA B (PEAEPATIbHOM TIOCYAApCTBEHHOM OpraHe (Ha IpUMeEpe
KOHKPETHOT'O TOCYAapCTBEHHOI'O OpPraHa).

78. Opranm3arusi JOCTylla K AapXUBHBIM JIOKyMEHTaM U  JOKYMEHTHOMU
nH(popMaIK, CoiepKallliM MEPCOHANIbHBIEC JaHHbIE (Ha MPUMEPEe KOHKPETHOTO
apxuBa).
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79. Opranuzanusi ¥ TOBBIIEHUWE OA(PPEKTUBHOCTH KOHTPOJS HMCHOJHEHUS
pacToOpsSIAUTENBHBIX TOKYMEHTOB Ha MPEATPUSTHH.

80. Opranuzanusi ¥ COBEpIICHCTBOBaHHWE pPaOOTHl TMOMOIIHHUKA PYKOBOJUTEIS
(cekpetapsi, cekpeTapsi-pepepeHTa) Ha IpUMEPe KOHKPETHOTO PEANPUSTHS.
81. Opranuszauus nHGOPMALTMOHHOTO 0OECTICUEHHS AESITEIbHOCTH PYKOBOAUTEIS.
82. Opranuzauus NpeICTaBUTEIbHON (3aKOHOAATENIbHON) BIACTU B CYOBEKTe
Poccuiickoit denepannu 1 nHOOPMAIIMOHHO-TOKYMEHTAIITMOHHOE OOecIeueHre

€€ IeATEIbHOCTH.

83. Opranuzauus pabOoThl KaHUEISIPUH TOCYAApCTBEHHOTO yupexaeHus Poccuu
XVII-XIX BB.

84. Opranuzanusi pabOThl KaHIEISAPUU TOCYJAPCTBEHHOTO YdpexkaeHus Poccuu
XX-nauana XXI BB.

85. Opranu3aiust pabOTHI C IEJTOBBIMH MUCbMaMHU U TIYTH €€ COBEPIICHCTBOBAHMS.

86. Opranusanusi paboThl C JOKYMEHTaMH B KaJPOBOW CITy:KO€ TOCYIapCTBEHHOTO
yupexaeHus (Ha KOHKPETHOM TPUMEPE).

87. Opranu3aiusi pabOTHI C KaJIPOBOW JOKYMEHTAIMEH U TIyTH €€ ONTUMH3AIUH.

88. Opranuzanus cinyx0s1 JJOY B ycrnoBusX QyHKIIMOHUPOBAHUS KOMMEPYECKOTO
TIPEIPHUATHS.

89. Opranuzanus ymnpaBieHHUs JOKyMEHTaluel 3a pyoexxom (Mo mepuojam, Judo
10 CTpaHam).

90. Opranuzaiys yrpasieHUs TOKyMEHTalueH 3a pyoekoM (cTpaHa 1o BeIOOPY).

91. OcobeHHOCTH KIMMATOJIOTUYECKOTO O0eCleUeHusi COXPAHHOCTU AapXUBHBIX
JIOKYMEHTOB Ha Tepputopuu YensioOnHcKoil o0IacTH.

92. OcoO0eHHOCTH  BJIEKTPOHHOTO  JIOKYMEHTOOOOpOoTa  opranuzanuu  (Ha
KOHKPETHOM TpUMeEpe).

93. OTpakeHre BOMPOCOB JIOKYMEHTAIIMOHHOT'O OOECIICUCHHs YIPABJICHUS B
NEPUOTUIYECKUX H3TAHUSIX.

94. IlepcieKTUBHBIC HATIPABJICHHS B Pa3BUTUU apXUBOBeAeHHs B Poccun.

95. [lepcieKTMBHBIC HANPABIICHUS B Pa3BUTUH JOKYMEHTAIIMOHHOTO 00ecreueHus
yrpasieHnus B Poccun.

96. IloBeimieHne AH(PEKTUBHOCTH  JICTOTPOU3BOACTBCHHOW JICATEIBHOCTH B
YCIIOBUAX HOBBIX HH()OPMAITMOHHBIX TEXHOJIOTHH.

97. IloBeimienue 3¢ GHeKTHBHOCTH PAOOTHI apXHBa B YCIOBHIX MPUMEHEHHS HOBBIX
WH(GOPMAIIMOHHBIX TEXHOJIOTHA.

98. [locTaHoBKa JOKYMEHTAI[MOHHOTO OOECIEUEHUsI JIEITEIBHOCTH CIY>KOBI
KaJpOB W HAMPaBIEHUS €r0 COBEPIICHCTBOBaHUS (HAa TpHUMEpPe KOHKPETHOMN
OpraHu3aIum).

99. [locTaHoBKa  SJEKTPOHHOTO  JOKYMEHTOOOOpOTa  Opranm3anmuud  0e3
ucnojb3oBanuss COJl (Ha KOHKPETHOM MPUMEDPE).

100. TlocTtpoeHme coBpeMEHHON HH(PPACTPYKTYpPHl OpraHM3auu (Ha TpUMEpe
KOHKPETHOU OpraHu3aluu).

101. TIIpaBuTenbCTBO cyObeKTa benepauuu u MH()OPMAIIMOHHO-
JOKYMEHTAIIHOHHOE 00ECTIEYeHHE €r0 JeSTEIIbHOCTH.

102. TIpaBoBBIC, OpraHU3AIIMOHHBIC, TEXHHMYECKHE AaCIEKThl HCIOJIH30BAHUS B
YIIPABICHUH SJICKTPOHHBIX IOKYMEHTOB.
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103. IlpumeHeHHE TOCYJapCTBEHHBIX CTAHIAPTOB IO JOKYMEHTAlHOHHOMY
YIPABIECHUIO B IEJIONPOU3BOJICTBEHHON JAEATENbHOCTU MPEATPUATHS.

104. IlpumeHeHUE METOAO0B OLM(PPOBKU JOKYMEHTOB B COBPEMEHHOM apXHBE (Ha
MpUMepe KOHKPETHON OpraHU3aLINHN).

105. IlpumeHeHUE COBPEMEHHBIX TEXHOJOTUH TMPU PECTABPALMU APXUBHBIX
JOKYMEHTOB (Ha MIPUMEpPE KOHKPETHOI'O apXHBa).

106. IIpumeHneHue ANEKTPOHHOTO JIOKyMEHTO000pOoTa B CUCTEME
JIEONPOU3BOICTBA (Ha KOHKPETHOM IIPUMEDE).

107. IlpumeHeHHUE 3JIEKTPOHHOTO JTOKYMEHTOO0OpOTa B cUcTEME pabOThl apxXuBa
npeanpuaTus (Ha KOHKPETHOM MPUMeEpE).

108. IIpoGnema XwuIllEHHS AapXUBHBIX JOKYMEHTOB, Mepbl O€30MacCHOCTH U
3alUThI (Ha MpUMEPE KOHKPETHOT'O apXHUBa).

109. TIlpoGnembl  aBTOMATH3AIMKM  JOKYMEHTAIIMOHHBIX  IPOIIECCOB B
OTEUECTBEHHOU U 3apyOeKHOM JIUTepaType.

110. IIpob6nemsl co3nanus u popmupoBanus ciayx0bl JJOY Ha npeanpusatuu.

111. IlyTtu coBepUIEHCTBOBAHHUSA JOKYMEHTALMOHHOTO OOECICUeHUsl YIpaBICHUS
B COBPEMEHHBIX OpraHU3aluaX (OpraHU3allMOHHO MPABOBOM BOMPOC).

112. Pa3Butue BUA0B U PopMyIisipa TOKYMEHTOB B AOPEBOIIOIIMOHHON Poccun.

113. Pa3Butue BuA0B 1 popMylisgpa JOKYMEHTOB B COBpeMeHHOM Poccun.

114. Pa3BuTHE MEXIYyHApOJHOIO COTPYIHUYECTBA APXUBUCTOB: MPOOJIEMBI H
HEePCIEKTUBBI.

115. Pa3paboTka KOMIUIEKTa JOKYMEHTOB Ul PETUCTPAllMd W OpraHu3aluu
JESITeIbHOCTU PEIIPUSTHS.

116. Pa3paboTka METOAMYECKUX PEKOMEHIALUN MO MOJATOTOBKE M INPOBEIECHUIO
CJIy’)K€OHBIX COBELIaHUM (Ha mpuUMepe. .. ).

117. Pa3paboTka METOIWYECKHX PEKOMEHIAIIMHA 1O TMOJTOTOBKE W IPOBEIACHHUIO
HKCIEPTU3BI IIEHHOCTH APXUBHBIX IOKYMEHTOB.

118. PaumoHnanu3aunus u cucTeMaTU3alys IeI0NPOU3BOJCTBA NPEAIPUATHUS.

119. Pecypcei HuTepHeTra Kak OOBEKT apXMBHOTO XpaHECHHS: MPOOJIEeMBbI
AKCIEPTU3BI IIEHHOCTH.

120. Pomp wHGOpMAIMOHHOTO OOECNEYeHHs VYIOpPaBICHUS B  pealu3aluu
KOHILIETIHHU «JIEKTPOHHOE PABUTEIBCTBOY.

121. Cucrema  JCIONMPOHU3BOJICTBA nepuoja oOpa3zoBaHUs PYCCKOTO
neHTpanu3zoBaHHoro rocynapctsa (XV-XVII BB.).

122. Cuctema ymOpaBieHHS JTOKYMEHTOOOOPOTOM Kak CHOCO0  pa3BUTHUSA
OpeIIPUHUMATENIBCKON CPEIBL.

123. Cucrematu3anus 1 o0ecTicueHUE COXPAHHOCTH JIOKYMEHTOB.

124. CoBepiieHCTBOBaHHE JOKYMEHTAIIMOHHOTO  OOCCICUCHUS  aTTeCTalluu
KaJpoB 00pa30BaTEeIbHOTO YUPEKIACHNUS.

125. CoBeprieHCTBOBaHHE JTOKYMEHTAIIMOHHOTO OOECICUYCHHsI YIPABICHUS B
YCTIOBHUSIX MPUMEHEHUS HOBBIX MH(POPMAIMOHHBIX TEXHOJOTHH (Ha MpuUMepe
KOHKPETHOI OpraHu3aluu).

126. CoBepiieHcTBOBaHHWE pabOTHl MO OpraHU3alUMU KOHTPOJIS HCIIOJHEHUS
oOpateHuil rpakJjaH B MyHUIIUTIAIbHBIE OPTraHbl YIIPABICHHUS.
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127. CoBepuieHcTBOBaHUE pabOThI ¢ JOKYMEHTHOW uH(}OpManueil B cucteme
COBPEMEHHOI'O arapaTa yrnpaBJIeHUs.

128. CosepuieHcTBOBaHME padOThl € NpPHUKa3aMH [0 JUYHOMY COCTaBy B
HEroCy/1apCTBEHHOM YUPEXKACHHUH.

129. CoBepiieHCTBOBaHUE CUCTEMBbI apPXMBHOTO XpaHEHHUsS JIOKYMEHTOB (Ha
KOHKPETHOM MPUMEDPE).

130. CoBepiieHCTBOBaHUE CHCTEMbI 3ALIUTHl JTOKYMEHTAIMOHHOTO o0ecreueHus
npeanpusaTus (Ha KOHKPETHOM MpUMEpE).

131. CoBpeMeHHOE COCTOSIHUE W TEPCIEKTUBbI Pa3BUTUS JAOKYMEHTALIMOHHOI'O
oOecrieueHus yrnpapieHUs Ha COBPEMEHHOM MPEATPUSITHH.

132. CoBpeMeHHblE aBTOMAaTH3UPOBAHHBIE CHUCTEMbl APXUBHOTO XpaHEHUs
JOKYMEHTHON MH(OpMaIuu.

133. CoBpemenHnble aBToMaTu3upoBaHHbie cucteMbl JIOY, ucnonbs3yemsie B... (Ha
npUMepe KOHKPETHON OpraHu3aluu: XOJJUHTaX, KOPHopauusix  T.11.).

134. CoBpemeHHbIE TpOrpaMMHBIE CpEICTBA, MHCIOIb3yeMble B Ipolecce
CO37aHMs U YIIpaBJICHUS JOKYMEHTAMH.

135. Coznanue onTuMaibHBIX U A()PEKTUBHBIX YCIOBUU Tpyla CEKpeTaps Ha

peANpUsSTUH.
136. Coznanue onTUMAaNbHBIX YCIOBUHM TpyAa paOOTHUKOB apXHUBa OPraHU3aIUH.
137. Coznanue ONTUMAaJIbHBIX YCIIOBUI Tpyna pabOTHUKOB

JIEJIONIPOU3BOICTBEHHOM JIEATETLHOCTH.

138. Coznanne nudpoBBIX ayaHMOBHU3yalbHBIX apXUBOB B Poccuu: mpobiemsl u
BO3MOKHOCTH.

139. CpaBHUTEIBHBIH aHaIu3 aBTOMaTU3UPOBAHHBIX CUCTEM )1(00%
(OoTe4eCcTBEHHBIX, 3apyOEIKHBIX, HOBUHKH H T.II.).

140. CrangapTusamnus B 00J1aCTH JACIONPOU3BOJICTRA.

141. CraHoBIEHHE U Pa3BUTHE CUCTEMBI JIOKYMEHTAIIUHU (110 BEIOOPY).

142. CymHOCTh W OCHOBHOE Ha3HAYCHHUE JOKYMEHTAIIMOHHOTO oOOecTeUeHUs
yIPaBIIEHUS B COBPEMEHHBIX YCIOBHSIX.

143. VYuuduuupoBaHHas cucTeMa IUIAHOBOW JOKYMEHTAIIMM B OpraHU3anuu (Ha
KOHKPETHOM IIPUMEpE).

144. VYuudunupoBaHHasT CUCTEMa  PACIOPSAUTEILHOW  JOKYMEHTallud B
KOpHopanuu (Ha KOHKPETHOM HPUMEPE).

145. VYunpapieHnue AOKyMEHTalUMUEW (Ha MNpUMEpPEe KOHKPETHOM CTpaHbl, JUOO
coobmectB ctpan - EC, CHI" u T.11.).

146. dopmupoBaHuMe ©  pa3BUTHE TPEOOBaHWN K  JTOKYMEHTHPOBAHHIO
YIPaBICHYECKON JEATEIbHOCTH B Pa3IMYHbIE UICTOPUUECKUE IEPUOIBI.

147. Dxkcnepth3a UEHHOCTH JOKYMEHTOB B JEJIONPOU3BOACTBE: 3apOXKICHUE,
CTAaHOBJICHUE U Pa3BUTHE.

148. DnexTpoHHBIA JOKYMEHT KaK OOBEKT apXHMBHOTO XpaHEeHHs (Ha TpUMepe
KOHKPETHOU OpraHu3aluu).
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MNPUJIOXKEHUE b
Oopa3zen opopmiaennst THTYJIbHOro Jucra BKP

MHHHCTEPCTBO HAYKH U BBICIIET'O OBPABOBAHNS POCCUIMCKON ®EJEPALINU
®EIEPAJIBHOE T'OCYJAPCTBEHHOE BIO/DKETHOE OBPA3OBATEJILHOE
YUPEXEHUE BBICILIEI'O OBPASOBAHU S
«MATHUTOT'OPCKUM I'OCYIAPCTBEHHbBIM TEXHUYECKUIN YHUBEPCUTET
UM. I.1I. HOCOBA»

MHCTUTYT MUTHBIX IPOTPaMM U
OTKPBITOTO 00pa30BaHUs

Kadenpa nenarornueckoro o0pa3oBaHus
U JJOKYMEHTOBEICHUS

Hanpasnenne noarorosku 46.03.02
JIOKyMEHTOBE/ICHHUE U apXHBOBEICHUE

JlomyCTUTh K 3ammmTe

3aeyrommii kadeapoit [10u]]
/C.C. BenukaHoBa

« » 20 T

BbIITYCKHAS KBAJITM®OUKAIIMUOHHAS PABOTA

O6yuatomerocst TponikoBoir Mapuu_ AHJIPEEBHBI
(baMuus, ©Msl, OTYECTBO)

Ha temy: COBEPIHIEHCTBOBAHUE OPT"AHU3AIIUU
KAJIPOBOI'O AEJOITPOU3BOACTBA OOO «AB3AKOBO»
BEJIOPEITKOI'O PAVIOHA PECHYBJIMKH BAIIIKOPTOCTAH

(ToJTHOE HAaUMEHOBAHUE TEMBI )

BKP Boinonnena Ha 119 crpanuiax
I'padmyeckas yacTh (yka3aTh Npu HATMYMK) HA JUCTaxX

PykoBoaurens: . . monent kad. INOuJl, kanja. GUIoa. HAVK,

noueHT, Agoxuda Ceeryiana AHATOJILEBHA

KoncynpTanTt(bl)(npu HATU4IHUN)

Penien3enT(b1)(1pu HATMYWN)

(moxmuch, nata, JOIHKHOCTh, YAeHas CTeleHb, yueHoe 3Banune ©.1.0)

(moxmuck, Aarta, TOHKHOCTD, YU€Hasl CTeTeHb, yaeHoe 3Banne, @.11.0)

(moxmuch, nata, TOIHKHOCTH, YAeHas CTENIeHb, YICHOE 3BaHME, (D.I/I.O)

HopMoKOHTpoJIb U TpOBepKa OO6yuaromumiics
Ha aHTUIUIAruaT BBIIIOJIHEHBI. (moamuck)
OpurnHanbHOCTh « » 20 T.
TEKCTa %
/ /
(moamuch, nara) (®.1.0.)

Marnautoropck 20
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INPUJIOKEHME I

Oo0pa3zen opopMmienns cnucka ucnoab30BaHHbIX B BKP ncrounnkon

CIIMCOK NCITOJIb3OBAHHbBIX UCTOYHHUKOB

I. O rocynapctBeHHOM si3bike Poccuiickoit ®Denepauuu [DIEKTPOHHBIN
pecypc]: dbenepansublii 3akoH Poccuiickoit @eaeparuu ot 1 utonst 2005 . Ne 53-
@3. — Pexxum nocryna: http://www.gramota.ru/spravka/docs/16 3.

2. TOCT P 6.30-2003. YuudunupoBaHHas cHCTEMa OpraHU3AI[MOHHO-
pacropsAuTeIbHON JoKyMeHTanuu. TpeOoBaHus K OPOPMIICHUIO JTOKYMEHTOB. —
M., 2003. - 17 c.

3. CMK-O-CMI'TVY-36-16. Cuctema meHemxMeHTa KadecTBa. CraHmapt
opranuzaiuu. BeinyckHas kBanuduKallMOHHAsE paboTa: CTPYKTypa, COJepKaHue,
oOmue mpaBuia BhIMOIHEHUS W odopmieHus. Bepcuss 3. Jlata BBeneHus:
01.04.2016.

4. Kysuenos W. H. [lemonpou3BOoACTBO: yd.-cripaB. mocooue. — 4-e u3m.,
nepepad. u mom. — M.: UMzmarenbcko-ToproBasi opranuzaius «J/lamkoB u K°»,
2007. - 520 c.

5. Opra"uzanmoHHO-paclopsauTeNbHas JOKyMeHTanus. TpeOoBaHHS K
0oOpMIICHHIO JOKYMEHTOB: MeToI. pekoMeHaanuu 1mo BHeAperuto ['OCT P 6.30-
2003/ PocapxuB; BHUUJIAJ; Cocr. M.Jl.TaBoun wu jnp.; oOmi. pen.
M. B. Jlapun, A. H. CokoBa. — M., 2005. — 90 c.

6. Pozentans [I. O., Jxanmkakosa E. B., Kabanosa H. I1. CnipaBouHuk 10
pycCKOMY A3BIKY: MpaBOIKCaHUE, POU3HOIICHHE, JTUTEpaTypHOE
penaktupoBanue / J[. O. Po3enrans, E. B. Jxanmxkakosa, H. I1. Kabanosa. — 3-
e u3., uctp. — M.: Aiipuc-nipecc, 2006. — 768 c.

7. KOcumnosa E. T'. Dopmbl HaNMCaHUs yucel B TEKCTE

nokyMeHTOB // JIennonpou3BOJACTBO W JOKYMEHTOOOOPOT Ha MPEANPHUSATHH. —

2007. — Ne 8. — C. 66—74.
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INPUJIOKEHME J

Oo0pa3zen opopmiaenust npuiioxkenusi kK BKP

IMPUJIO’KEHUE A
OPTAHU3BAIIMOHHASA CTPYKTYPA ITAO «ITAPYC»
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INPUJIOKEHME E

Oo6pa3sen opopmienust 3aganus Ha BKP

MMHUCTEPCTBO HAYKHU U BBICILIEI'O OFPA30OBAHUS
POCCUICKOU OEJIEPALINN
®EJIEPAJIBHOE I'OCYJIAPCTBEHHOE BIOJ)KETHOE OBPA3OBATEJIbHOE
YYPEXXJIEHUE BBICIIET'O OBPASOBAHU S «MATHUTOI OPCKUIA
T'OCYJAPCTBEHHBIM TEXHUYECKHIN YHUBEPCUTET UM. I.1U1. HOCOBA»

Kadenpa [1€aroruYecKoro
0o0pa3oBaHUs JOKYMEHTOBEICHNS

YTBEPX]JIAIO:
3aBeyrommii kadeapoit [10u]]
/C.C. Benukanosa/

« » 20 T.

BBIITYCKHASA KBAJIMOUKALIMOHHAS PABOTA

3AJIAHHUE

Tema: CoBepIIeHCTBOBAHME  OpraHm3aliy  KagpoBOTO  jaenomnpom3BojyicTBa OO0
«A03aK0BOY Benopenxkoro paiona Pecny0auku
bamkopTocran

(monHOE HAMMEHOBAHHE TEMBI)

Obyuaromemycs TpomkoBoit Mapun AHAPEEBHbI

(pamuius, umst, 0TUECTBO)
Tema yTBepkieHa npukazoM Ne OT 20 1.
CpOK BBITIOJTHEHUS « » 20 1.

Hcxoguple JaHHBIE K pa60Te: Ilens uccaegoBaHUS — W3YUYEHHME OpPraHM3allMyd KaJIpOBOTO

ACJIOIIPOU3BOJACTBA M pa3pa60TKa PEKOMEHAAIMHA 110 COBEPIICHCTBOBAHUIO KaApPOBOI'O

nenonpon3pojctea B OO0 «A03aK0BOY benopenkoro paiioHa PCCHV6J'II/IKI/I bamkoprocTaH.

OOBeKT HCCICAOBAHHUA — Opradu3aniuia KaApOBOro ACJIO0IMPOU3BOACTBA HA MIPCAIIPUATUAX.

IIpeaMeTr mccienoBaHus — KaapoBoe jaenonpon3BosicTBo B 000 «A03aKOBOY benopenkoro

pariona PecnyOauku bamkoprocras.

3amaun ucceI0BaHM:

1) pacKpeITh COAEPKAHNE MMOHATHS KaAPOBOE AEJIOIMPOU3BOIACTBO;

2) U3Y4YUTh HOPMAaTHUBHO-TIPABOBYIO u HOPMATHUBHO-METOJUYECKYIO 0asy,
PETIaMEHTHUPYIONIYIO KaJJpOBOE JACIONPOU3BOJICTBO MPSATPUSTHH;

3) marp o601y xapakrepuctuky OO0 «A63akoBo» bemoperkoro paiiona PecnyOnuku
bamikopTocTan;

4) npoaHaIU3MPOBAThL OPraHU3aIMI0 KaapoBoro aenomnpousBoactsa B OO0 «A03akoBO»
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bemopenkoro pariona PecnyOamkm  BamkoproctaH ¢ TOYKH  3pEHUS  COOTBETCTBHUS

COBPEMEHHOI HOPMATHUBHOU Oase;

5) DaSDaGOTaTB PEKOMCHJAIIMN 110 COBCPHICHCTBOBAHHIO KaApPOBOI'O JACJIOMPOM3BOJCTBA B

000 «A063akoBo» benoperkoro parion Pecriyoinuku bamkoprocras.

[lepedenpb BOPOCOB, MOIIESKAIUX PA3paObOTKE B BHITYCKHOW KBaTM(PHUKAIIMOHHOHN paboTe:
1. Cozpeprxanue NOHATHS KaIpOBOTrO JEJIONPOU3BOJICTBA.

2. HopMaTHBHO-IIPaBOBBIE OCHOBBI KAJIPOBOTO JCIOIMPOU3BOJICTRA.

3. HopMaTHBHO-METOANYECKHE OCHOBBI KaIPOBOT0 ACIOMPOU3BOJICTRA.

TIpakTHueckast 4acTb

1. XapakrepucThKa OeSTEILHOCTH OpPraHW3allii  KaJIpoBOro aenompomsBoiactea OO0
«A03akoBo» bemopenkoro paiiona Pecnyonnku bamkoprocras.

2. Auammn3 opragusaimu  KaapoBoro Jenomnpon3Boactea OO0 «A63akoBo» bemopenkoro
paiiona Pecriyonnku bammkoprocrad.

3._ IIpenmoXeHrnsT MO COBEPIICHCTBOBAHUIO OPraHM3aIlMHM  KaJIpPOBOI0 JEIOIPOM3BOIACTBA

000 «A03axkoBo» benopenkoro pariona Pecnyonnku bamkoprocras.

I'paduueckas wactb (npu Haruuuu). OTCYTCTBYET

KoncynbranTsl mo padote (C ykazaHuEM OTHOCSIIHMXCS K HUM Pa3feliOB) (npu Haiuyuu).
He Ha3nayanuch

PykoBonurens: /_C.A. AHoxuHa /
(moamucek, gara)

3aaHue Moay4yun: /_M.A. TpomikoBa /
(moamwuch, nara)
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MNPUJIOKEHUE XK

Oo0pazen oopmiieHust KaJTeHIAPHOT0 rpapuka

MUHUCTEPCTBO HAYKU 1 BBICILIEI'O OBPA3OBAHM I POCCUMCKOM ®EIEPALINA

OENEPAJIBHOE I'OCYJJAPCTBEHHOE BIO/IDKETHOE OBPA30BATEJIBHOE YUPEXJIEHUE
BBICILET'O ITPOPECCUOHAJIBHOI'O OBPA3SOBAHIA
«MATHUTOTI'OPCKINU I'OCYJAPCTBEHHbBIM TEXHUYECKNY YHUBEPCUTET

M. I'1. HOCOBA»

WHCTUTYT STUTHBIX IPOTPAaMM M OTKPBITOTO 00pa30BaHus
Kadenpa nemarornueckoro o6pa3oBaHus U JOKYMEHTOBEICHUS

Kanennapubiii rpapuk

BBITIOJIHEHUS BBIITYCKHOM KBaTHM(PHUKAITMOHHOMN pabOThI

Oo6yyaronierocs Yepnosor TaTesaHbl AJIeKCaHAPOBHEL, S Kype, AJIA0-14-14

(pamunus, ums, omuecmeo, Kypc, haxyivmem, epynna)
Tema BKP: OpranusannoHHO-IPABOBLIE JOKYMEHTHI M OPraHU3allMOHHOE 00ecIeueHne
nesarenpHOCTH MBJIOY «Jlerckmii cag Ne 5 p.n. Marautka KycuHCKHIT palioHy

(nwmoe HAumeHoeaHrue nemaovl 8blnyCKH01/7 K66Ulu¢ul<al4u0HH012 pa60mbl 6 coomeemcmeuu ¢ nPpuKa3om 06

ymeepoicoenuu mem BKP u nasnauenuu pyxogooumerneti)

Ne Oranbl BeimonHeHus BKP Jata (cpoK) BBIIIOTHEHUH OtMmeTka
/n TUIaH (hakr pykosonutens BKP
WY 3aBEYIOLIET0
kadenpoit
0 BBITIOJTHEHUH

1. Pazpaborka crpykrypsr BKP. ITposenenue | 01.09.2018 01.09.2018

JUTEpaTypHOro od3zopa
2. Co6op (akTHIecKoro Matepuana | B meuenue 200a B meuenue

(;mabopatopHsIe, HCCIIEIOBATEIbCKIE 2o00a

paboTsl 1 ap.)
3. IToaroroBka pykonucu BKP B meuenue 200a B meuenue

2o00a

4, Hopab6otka Tekcta BKP B coorBerctBuu ¢ | 3¢ 2  wmecaya do | 17.04.2019

3aMEYaHHAMH PyKOBOJHUTEILS 3auumul
5. [penBapurenshas 3amura BKP na kadenpe | 3¢ [ mecsy oo | 17.05.2019

3auumul
6. O3HAKOMJIICHHE C OT3BIBOM PYKOBOIAUTEIS 3a 5 kanenoapneix | 12.06.2019
OHell 00 3auumol

7. IMoaroroBka noknana u mnpeseHtaiuonuoro | 3a 10 karenoapuwix | 07.06.2019

Marepuana OHetl 00 3auumsl
Oo6yuaromuiics T.A. UepHoBa

(noonucw)
PykoBonurens BKP C.A. AHoxuHa
(noonucw)

3aBenaytomuii kadeapoit C.C. BenukanoBa
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(noonucw)
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HNPUJIIOKEHUE U
Oopazen opopmienust pepepara BKP

PEDEPAT
BBIIYCKHOM KBAJIU(PHUKALUOHHOH PadoThI
crynenTku rpynnbl A1MJ1A6-14-14 Tpomkosoit Mapun AHapeeBHBI

Ha Temy: CoOBepHIEHCTBOBAHUE OPraHU3AIUMN KAJPOBOIO
neaonpou3BoacTsa OO0 «Ad3akoBo» besopenkoro paiiona Pecnny0Jukn
bamkoprocTan)

O6BéM BKP: 119; xonuyectBo miuttoctpanmii: 0; TaGmauil: 2; NpUIIOKEHUN:
6; MCTI0JIP30BaHHBIX HCTOYHHUKOB: 65.

Kimouesbie cinoBa: KAJIPOBOE JIEJIOIIPOM3BOJICTBO, TPYJIOBOU
KOJEKC, HWHCTPYKIIUA II0 KAJIPOBOMY JIEJIOITPOM3BOJ/ICTBY,
COBEPIIEHCTBOBAHME, ITPUEM HA PABOTY.

[IpenmeTom uccaenoBaHus SBISIETCA KaJapoBoe Aenomnpou3BosictBo B OO0
«Ab63akoBo» benopernkoro paitona Pecry6auku bamkoprocTaH.

lenp paboThl 3akiroyaeTcsi B HW3YYEHHH OpraHU3alMu  KaJIpOBOTO
JIEJIOTPOU3BOJICTBA W pa3pabOTKa PEKOMEHJAIMi T0 COBEPIISHCTBOBAHUIO
KajgpoBoro jeinomnpousBoactBa B OO0 «A63akoBo». B xoxe mnpoBeacHus
UCCJICOBAaHUS OBUIM HCIIOJIB30BaHBI CIEAYIONIME METOABI: 0030p W aHaIH3
HOPMAaTHUBHO-TIPABOBBIX aKTOB, y4eOHO-METOINIECKOM JUTEPATYPHI,
MepUOJIMUYECKUX M3JIaHUN, CHHTE3, CpaBHEHHE, OO0O0OIIEHHE pe3yJbTaTOB
HCCJICIOBAHUS.

OcHOBHBIC pe3yJbTaThl PabOTHI COCTOST B ONHMCAHWHW PEKOMEHIAIIUN TIO
COBEPIIICHCTBOBAaHUIO KajapoBoro jenomnpousBoactBa B OO0 «Ab6G3akoBo»
Bbenopenkoro paiion Pecnyonuku bamikoprocras.

Pe3ynbTaTel mcciaenoBaHUs MOTYT OBITH HMCIIOJIB30BAaHBI B JACATEIBHOCTH
KaJpOBBIX CIYyXO opraHuzanuii. BHenpeHue pe3yabTaTOB HMCCIEIOBAHUS MOXKET
CIIOCOOCTBOBAaTh  COBEPIICHCTBOBAHUIO  KAaJApPOBOTO  JCJIOMPOM3BOJCTBA B

opraHu3anusiax.
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[IpakTuueckas 3HAYMMOCTh  pabOThl  3aKJOYaeTcs B  pa3paboTke
WucTpykuu no kaapoBomy nenonpousBoactsy OOO «Ab3akoBo» bemopenkoro

paiion Pecniy6nuku bamkoprocTaH.
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IMPUJIOKEHME K
MakeT 0T3b1Ba HAYYHOI'0 pyKoBoautenas na BKP
no nanpasienuro noarorosku 46.03.02 JlokyMeHTOBe/IeHNEe U APXMBOBeIeHE
OT3bIB
Ha BBIITYCKHYIO KBATH(UKAIHOHHYIO paboTy

«

»

(Tema BKP)
oOyuaronierocs IPYIIIbI Kypca bopmbl 00yUeHUS

(ouHO/32049HON)
OI'bOY BO «MarauToropckuii rocyapCTBEHHbI TEXHUUECKUI YHUBEPCUTET
uM. I'"". Hocosa»

(manpaBnenue moarotoBku 46.03.02 JJokyMeHTOBEICHHE U apXUBOBEICHIE)
Damuaus, IMsi, 0TYECTBO 00YYAKIIETr0CH NOJHOCTHIO B P.1I.

B TekcTe oOT3BIBa JaeTcs XapakTEpPUCTHUKA TMPOJEIaHHON paboOThl CTyJICHTA-
BBIIIYCKHUKA B Mporecce BoinoiHeHUuss BKP: crenenp noctrxkenus nenu u 3amad BKP;
aKTyaJIbHOCTh U o0mias xapaktepuctuka BKP; Hanmume u 3HAUMMOCTh MPaKTUYECKUX
IpeUIOKEHNN B peKoMeHanui, chopmynupoBanHbix B BKP; npaBmibHOCTE 0opmiteHUS
BKP, Bkitodasi OIIEHKY CTPYKTYpPBI, CTHJISI, SI3bIKA M3JIOKEHUS, a TAKXKE HCIOJIb30BaHUSA
TAaOJIMYHBIX M TpapUUYECKUX CPEACTB MpEeACTaBICHHs HH(POpMAIUMU; BIaJI€HHE aBTOPOM
paboThl MPOQPECCUOHATLHBIMU 3HAHUSMH, YMEHHUSIMU M HaBBIKAMHU (KOMIIETCHIIMSIMHU) B
cootBercTBUM ¢ TpeboBanusiMu @OI'OC BO 1o HampaBieHUIO  MOJATOTOBKH
JIOKyMEHTOBEIECHUE W ApXWMBOBEACHHUE, YTBEPKICHHOIO NpPUKa3oM MUHHUCTEPCTBA OT
00.00.0000 Ne 000, xBanuUKAIMOHHBIE XaPAKTEPUCTUKH BBHIITYCKHUKA B COOTBETCTBHUH C
TpeboBanusiMu nporpammoit ' MA; HemocTtaTkn pabOThI, €CIIM TaKOBBIE MMEIOTCS; OIICHKY
u pekomeHanuu bP k 3amure.

HayuHslii pykoBOAUTEID

3BaHUE, y4eHas CTEIEHb,
nokHocTh  Kadeapsr  110u/]
OI'bOY BO «MITY um. T'.W.

HocoBay HN.0O. Gamunus
(Iloonucs)

(dama)

74



75



	1. Общие положения
	2. Программа и порядок проведения государственного экзамена
	2.1 Содержание государственного экзамена
	2.1.1 Перечень тем, проверяемых на первом этапе государственного экзамена
	2.1.2 Перечень теоретических вопросов, выносимых на второй этап государственного экзамена
	2.1.3 Перечень практических заданий, выносимых на второй этап государственного экзамена
	2.1.4 Перечень рекомендуемой литературы для подготовки к государственному экзамену
	2.1.5 Рекомендации обучающимся по подготовке к государственному экзамену

	3. Порядок подготовки и защиты выпускной квалификационной работы
	3.1 Подготовительный этап выполнения выпускной квалификационной работы
	3.1.1 Выбор темы выпускной квалификационной работы
	3.1.2 Функции руководителя выпускной квалификационной работы

	3.2 Требования к выпускной квалификационной работе
	3.3 Порядок защиты выпускной квалификационной работы
	3.4 Критерии оценки выпускной квалификационной работы
	ТРЕБОВАНИЯ К СОДЕРЖАНИЮ И СТРУКТУРЕ ВЫПУСКНОЙ КВАЛИФИКАЦИОННОЙ РАБОТЫ
	Общие требования
	Этапы выполнения выпускной квалификационной работы
	Выбор темы выпускной квалификационной работы
	Руководство выполнением выпускной квалификационной работы

	ПРАВИЛА ОФОРМЛЕНИЯ
	ВЫПУСКНОЙ КВАЛИФИКАЦИОННОЙ РАБОТЫ
	Объём и структура выпускной квалификационной работы
	Общие требования к оформлению ВКР
	Формирование ВКР
	Оформление и содержание структурных элементов ВКР
	Оформление титульного листа ВКР
	Содержание и оформление введения ВКР
	Содержание и оформление глав и параграфов ВКР
	Содержание и оформление заключения  ВКР
	Оформление списка использованных источников ВКР
	Содержание и оформление приложения к  ВКР

	Правила оформления элементов текста ВКР
	Требования к языку ВКР
	Оформление ссылок на использованные источники
	Употребление сокращений
	Употребление числительных
	Оформление перечней в тексте
	Оформление рисунков
	Оформление таблиц


	ТРЕБОВАНИЯ К СОДЕРЖАНИЮ И ОФОРМЛЕНИЮ ДОКУМЕНТОВ, СОПРОВОЖДАЮЩИХ ПРОЦЕДУРУ ЗАЩИТЫ ВКР
	Содержание и оформление задания на выполнение ВКР
	Содержание и оформление реферата ВКР
	Содержание и оформление отзыва руководителя ВКР
	Содержание и оформление CD RW-диска с электронными версиями ВКР, реферата, доклада на защите и презентации
	Оформление CD RW -диска
	Требования к докладу на защите ВКР
	Требования к компьютерной презентации доклада на защите ВКР


	ПРИЛОЖЕНИЕ А
	Примерный перечень тем ВКР направлению подготовки 46.03.02 Документоведение и архивоведение
	ПРИЛОЖЕНИЕ Б
	Образец оформления титульного листа ВКР
	ПРИЛОЖЕНИЕ В
	Образец оформления содержания ВКР
	ПРИЛОЖЕНИЕ Г
	Образец оформления списка использованных в ВКР источников
	ПРИЛОЖЕНИЕ Д
	Образец оформления приложения к ВКР
	ПРИЛОЖЕНИЕ Е
	Образец оформления задания на ВКР
	ПРИЛОЖЕНИЕ Ж
	Образец оформления календарного графика
	ПРИЛОЖЕНИЕ И
	Образец оформления реферата ВКР
	ПРИЛОЖЕНИЕ К
	Макет отзыва научного руководителя на ВКР  по направлению подготовки 46.03.02 Документоведение и архивоведение

