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1. O01Me MoJI0KeHu s

['ocympapcTBeHHass UTOroBasi aTTeCTAlUsl MPOBOAMUTCS TOCYAApPCTBEHHBIMU 3K3aMEHALU-
OHHBIMHU KOMHUCCHSIMM B LIEJISIX ONPEAENICHHUsSI COOTBETCTBHS PE3Y/IbTaTOB OCBOCHMs 00ydaro-
IIUMHUCS 00pa3oBaTeIbHBIX MIPOrPaMM COOTBETCTBYIOIIUM TpeOOBaHUAM (ellepanibHOro rocy-
JTApCTBEHHOT'0 00pa30BaTeIbHOIO CTaHAAPTA.

baxanasp no HanpasiieHHto noAroToBku 46.03.02 JlIokyMeHTOBEIEHNE U apXUBOBE/ICHUE

B COOTBETCTBUU C MpoduieM o0pa3oBaTebHON MporpaMmbl JJoKyMeHTOBEACHUE U JI0-
KYMEHTAI[HOHHOE OOECIIeYeHNE YIPABICHUS JOJDKEH OBITh MOJATOTOBJICH K PEIICHHIO 3a/1ad
npodeCCHOHATLHOMN EATEbHOCTH CISIYIOIUX THIIOB:

— TEXHOJIOTUYECKUI

— OpraHU3alMOHHO-YIIPABICHYECKHUM
B cootBercTBHHE ¢ 3a1auamMu IPO(ECCUOHATBLHOM JIEATEIPHOCTH BBIITYCKHUK HA TOCYAap-

CTBEHHOW MTOTOBOH aTTecTalluy JOJDKEH I10Ka3aTh COOTBETCTBYIOIIMM YPOBEHb OCBOEHHUS Clle-
JYIOIINX KOMITETCHIUI:

YHuBepcaibHble KOMIIETEHIHH:

— YK-1 - CriocobeH oCyIIecTBIATh MOUCK, KPUTUUECKUI aHaIu3 U CUHTE3 HH(pOpMAaLUH,
IPUMEHSTh CUCTEMHBIN TOJXO0/ AJIsl pEIIEHUs TIOCTABICHHBIX 3ajiay.

— YK-2 - CriocobeH onpenensaTh Kpyr 3ajad B paMKax IOCTaBJIEHHOM LI€JIM U BbIOUPATh
ONTUMAJIbHBIE CIIOCOOBI X PEIICHHSI, UCXOs M3 ACHCTBYIOIUX MPABOBBIX HOPM, UMEIOIIUXCS
PECYPCOB 1 OrpaHUYEHUI

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

—YK-4 - CriocobeH OCyIIECTBIATh JIeI0BYI0 KOMMYHHMKAIIMIO B YCTHOW M NMHUCbMEHHOMN
dopmax Ha rocyapcTBEHHOM si3bike Poccuiickoil denepanuy 1 ”HOCTPaHHOM(BIX) sI3bIKe(axX)

—YK-5 - CnocobGeH BOCIpPUHMMATh MEXKKYJIbTYpHOE pa3HOOOpa3zue oO0IecTBa B COLM-
IBHO-UCTOPUUYECKOM, 3TUYECKOM U (PUIOCO(YCKOM KOHTEKCTAaX

—YK-6 - CriocobeH ynpaBisiTh CBOUM BPEMEHEM, BBICTPAaWBaTh U PEATM30BBIBATH TPACK-
TOPHUIO CAMOPA3BUTHS HA OCHOBE MTPHHIUIIOB 00pa30BaHUs B TEUCHUE BCEH KU3HH

—VYK-7 - CnocoOeH moaaepKuBath JOJKHBIA YPOBEHb (U3NYECKON MOArOTOBIEHHOCTU
JUIst 0OecrieueH sl MOJTHOLEHHONW COLMaIbHOM U POo(eCCUOHATIBbHON e TeNIbHOCTH

—YK-8 - CniocobeH co3iaBaTh 1 MOJICPKUBATH B TIOBCETHEBHOM JKU3HH M B TIPO(ECCHO-
HAJIbHOW JIESTETbHOCTH O€30MacHbIe YCIOBHS JKU3HEIESTEIbHOCTH JUISl COXPaHEHUs! MPUPOJ-
HOM cpenbl, oOecrieueHus] yCTOHUMBOro pa3BuUTHs 0OIIecTBa, B TOM YHCIE MPH YTPo3e U BO3-
HUKHOBEHUH UPE3BBIYAWHBIX CUTYallUil U BOGHHBIX KOH(IMKTOB

—YK-9 - CnnocoGeH ucnonp30BaTh 0a30BbIe 1€()hEKTOIOTHYECKHUE 3HAHUS B COLMAIIBHON U
npodeccuoHanbHON chepax

—YK-10 - Cioco6en npuHIMaTh 000CHOBaHHBIE SKOHOMUYECKHE PEIICHHS B PA3TUIHBIX
00JacTsIX KU3HEACSITEITbHOCTH

—VYK-11 - CnocobeHn popmMupoBaTh HETEPNHUMOE OTHOIICHHE K IMPOSBIECHUSM 3KCTpe-
MHU3Ma, TePPOPU3Ma, KOPPYNLIMOHHOMY MOBEJICHUIO U MPOTHUBOAECHCTBOBATh UM B Ipodeccro-
HAJIbHOW JEATeIbHOCTH

OomenpodeccuoHaIbHbIe KOMIIETCHIIHN:

— OIIK-1 - CnocobeH nmpuMeHATh Ha 6a30BOM YpPOBHE 3HaHMS UCTOPUYECKHX HAYK MPHU
penieHnu 3aaa4 B cepe cBoer mpodhecCuoHaIbHOM 1eITeTbHOCTH;



— OIIK-2 - CnocobeH HaxoauTh OpraHU3AIlMOHHO-YIPABICHUYECKUE PEIICHUS MPU pe-
IIEHUH 3a/1a4 B cepe cBoel MpodecCHOHATBHOM NesITeIbHOCTH;

— OIIK-3 - CniocobeH MpUMEHSITh TEOPETUUYECKUE 3HAHUS JUIS PEIICHUS MMOCTABICHHBIX
3aja4 B 00JIACTH JOKYMEHTOBEICHUS 1 apXUBOBEICHHS;

— OIIK-4 - CnocobeH moHUMAaTh MPUHLHUIEI Pa0OThl COBPEMEHHBIX WH(POPMAIIMOHHBIX
TEXHOJIOTHI U MCIIOJIb30BaTh UX YISl PEIICHUs 3a1a4 Mpo(eccnoHalbHOM e TeIbHOCTH;

— OIIK-5 - CnocobeH caMOCTOSITENIbHO paboTaTh ¢ Pa3IMYHBIMU UCTOYHUKAMU HHQOP-
MalMy U MPUMEHATh OCHOBBI MH()OPMALMOHHO-aHAIUTUYECKON AESITETbHOCTU MPU PEHICHUU
npoecCuOoHANBHBIX 3a/1au.

IIpodeccnonaibHbIE KOMIIETEHIIUM:

— IIK-1 - CriocoOeH ocyIIecTBISATh OPraHU3alMOHHOE, JTOKYMEHTAIIMOHHOE U HH(OopMa-
IIUOHHOE 00ECTIeYeHUE ICATEIILHOCTH PYKOBOAUTEISI OPTaHU3aIUH

— [IK-2 - CriocoGeH oCyIIeCTBIATh TOKYMEHTAIMOHHOE 00eCIICYeHUE YIIPABICHHS Opra-
HU3aluen

— [IK-3 - CnocoOeH opraHu3oBaTh U aJMUHUCTPUPOBATH AEATEIBHOCTD IO OPraHU3alud
TpyJa U OIUIaThl IepCoHaja

— [IK-4 - CnocobeH pyKOBOIUTH MPOIECCOM CKaHUPOBaHMsI, BBOJA U 00pabOTKU JaH-
HBIX B CUCTEME DJIEKTPOHHOTO apXHBa

Ha ocHoBanuu pemienust YueHoro coBera ynuBepcurera ot 15.02.2023 (mpotokon Ne 3)
rOCYJapCTBEHHBIC aTTECTAIMOHHBIC MCIBITAHMS IO HarpaBiieHuto moarotoBku 46.03.02 Joky-
MEHTOBE/ICHUE U ApXHBOBEACHUE TIPOBOATCS B hopMe:

— TOCYJJapCTBEHHOTO 9K3aMEHa;
— 3alUThHI BBITYCKHOIN KBATH(PUKAIMOHHON PaOOTHI.

K rocymapcTBeHHON MTOroBOW aTTecTalluy JOIMYyCKAaeTcss 0Oydaroluiics, He MMEOLIUi
aKaJeMUYEeCKOH 3a/I0JDKEHHOCTH M B MOJHOM 00beMe BBINOJHUBILUHN Yy4eOHBIN MJIaH WIM UH-
JUBHUYaJbHBIN YUeOHBIH IJIaH 110 JaHHOH 00pa30BaTeNIbHOM MporpamMmme.

2. [IporpamMma u nopsiioK NpoBeAeHUS roCy1apCTBEHHOI0 IK3aMeHa

CornacHo y4eOHOMY IIaHY MOJTrOTOBKA K C/aye M cllaya rocyJapCTBEHHOI'O HK3aMeHa
npoBojutcs B nepuos ¢ 31.05.2030 mo 14.07.2030. s npoBeneHHs] roCyJapCTBEHHOTO 3K-
3aMeHa COCTaBJIsIeTCsS PAaCHUCAHME 3K3aMEHa M IMpeadK3aMeHAllMOHHBIX KOHCYJIbTAlMil (KOH-
CYJIBTHPOBAaHUE OOYYAIOIINXCS IO BOMPOCaM, BKIIOUEHHBIM B IIPOTPAMMY T'OCYAapCTBEHHOTO
HK3aMeHa).

['ocymapCTBEHHBIN 2K3aMEeH NPOBOJUTCS HAa OTKPBITHIX 3aCEHaHUSAX TOCYIapCTBEHHOM
IK3aMEHAIIMOHHON KOMHCCHH B CIICIIHAILHO TIOJATOTOBJICHHBIX ayJUTOPHUSIX, BHIBEJCHHBIX Ha
BpeMs dK3aMeHa U3 pacnucanus. [IpucyrcTBue Ha rocyJapCTBEHHOM 3K3aMEHE OCTOPOHHUX
JIMIL IOMYCKAeTCsl TOJBKO ¢ pasperieHus npeaceaarens ['OK.

OOyuaromMes 1 JIMiam, MpUBJIEKaeMbIM K TOCYJapCTBEHHON UTOTOBOM aTTecTaluu, BO
BpeMs ee MPOBEJCHUS 3allpelaeTcss UMeTh U cebe U MCII0JIb30BaTh CPEJICTBA ONIEPATUBHOM U
MOOUJIbHON CBS3H.

['ocynapcTBeHHBIN 3K3aMEH MTPOBOJUTCS B JIBA 3TaIla:

— Ha IepBOM 3Tare npoBepseTcs: cHOPMUPOBAHHOCTH OOLIEKYIbTYPHBIX KOMITETSHIINH;
— Ha BTOPOM JTare MpoBepsieTcs: CHOPMUPOBAHHOCTH 00IIENPOPECCHOHATBHBIX U TIpodec-

CHOHAQJIbHBIX KOMITETEHLIUH B COOTBETCTBUHU C YUEOHBIM IIJIAHOM.



Iloozomoexa k coaue u coaua nepeozo Imana 20cy0apcmeeHHo20 IK3ameHa

[TepBoIii 3Tan TOCYJAPCTBEHHOTO 3K3aMEHA MPOBOJIUTCS B (JOPME KOMITBIOTEPHOTO Te-
ctupoBaHusi. TecT COIEPKUT BOMPOCHI U 33JaHUS IO MPOBEPKE OOIIEKYIbTYPHBIX KOMIIETECH-
[IUH COOTBETCTBYIOIICTO HAIPABJICHUS TMOJTOTOBKH/ CHEIHMATBLHOCTU. B 3aaHUAX HCIIONB3Y-
FOTCS CIEAYIOLIME TUIIBI BOIIPOCOB:

—  BBIOOp OJIHOTO MPABUIILHOT'O OTBETA U3 3a/IaHHOTO CIIHCKA;
— BOCCTaHOBJIEHUE COOTBETCTBUSI.

JIJist IOTOTOBKM K AK3aMEHY Ha 00pa3oBaTEIIbHOM IMOpTAaJie 3a TPU HENENH JI0 Hadasa
UCTIBITAaHUN B OJIoke «Bamm Kypcw» CTaHOBUTCS AOCTYIHBIM 3JIEKTPOHHBIA Kypc «Jlemo-
Bepcus. ['ocynapcTBeHHBIN sKk3aMeH (TecTupoBaHue)». JlocTym K J1eMO-BEpCUHU OCYIIECTBIISET-
Csl 110 JIOTUHY ¥ MAPOJII0, KOTOPBIE UCTIONIB3YIOTCS 00YYAOIIMMHUCS JIJIsi OPTaHU3alNH JOCTYIIa
K MH()OPMAIIMOHHBIM PeCypcaM U CEpBUCAM YHUBEPCUTETA.

IlepBbIil 3Tan rocyJapCTBEHHOI'O 3K3aMEHa MIPOBOJUTCA B KOMIIBIOTEPHOM KJIacCe€ B CO-
OTBETCTBUHU C YTBEPKJICHHBIM PACIIUCAHUEM I'OCYAAPCTBEHHBIX aTTECTAlMOHHBIX UCIIBITAHUH.

brok 3aganuii mepBoro 3ramna rocyJIapcTBEHHOrO 3K3aMeHa BKJIOYaeT 13 TecTOBBIX BO-
npocoB. [IponomkuTenbHOCTh 3K3aMeHa cocTaBisieT 30 MUHYT.

PeByJ'IBTaTBI IIEpBOro sralia roCyaapCTBECHHOI0 3K3aMCHaA OIIPCACIIAOTCA OLICHKAMH «3a-
YTEHO» U «HE 3aYTEHO)» U OOBIBIIIIOTCS Cpa3y IIOCJIC MprUEMa 3K3aMCHaA.

Kputepun onieHKH 1epBoro 3rara rocyJJapcTBEHHOIO 3K3aMeHa:

— Ha OLICHKY «3a4YTEeH0» — 00Yy4JaIoUIHiics TOJDKEH MOKa3aTh, YTO 00J1alaeT CUCTEMOM 3Ha-
HUH U BJIaACCT OHNPCACIICHHBIMU YMCHUSAMM, KOTOPBIC 3aKJIIIOYAKOTCA B CIIOCOOHOCTH K ocCy-
IIECTBJIICHUIO KOMIUIEKCHOTO TOMCKA, aHAIM3a M MHTEPIPETaluy MHPOPMAIIUHN 0 ONpe/eIieH-
HOW TeMe; YCTAaHOBJICHUIO CBsI3€H, MHTETPAIMH, UCIIOJIF30BAHUI0 MaTepHalia U3 Pa3HBIX pasjie-
JIOB U TE€M JJisi pelIeHUs MOCTaBIeHHON 3anauu. PesynbraT He menee 50% OanioB 3a 3agaHus
CBUJICTEJICTBYET O JIOCTATOYHOM YPOBHE COPMHUPOBAHHOCTH KOMITCTCHIIUN;

— Ha OIICHKY «He 3aUTeHO0» — 00yJaronuics He 001aiaeT He0OXOAMMOM CUCTEMON 3HAHUI
1 HE BJIAACCT HCO6XOI[I/IMI)IMI/I MPAKTUICCKUMHU YMCHUSIMU, HE CII0COOEH MOHUMATE U HHTCPIIpEC-
TUPOBATh OCBOEHHYIO HHpopManuio. Pesynbrat menee 50% 0amioB 3a 3aaHusi CBUIETEIHCTBY-
€T 0 HEJIOCTAaTOYHOM ypOBHE CPOPMHUPOBAHHOCTH KOMIIETECHIIUH.

Iloozomogka Kk coaue u coaua 6mopozo Imana 20cyo0apCmeeHno20 IK3amena

Ko BTOpomy 53Tamy rocyqapCTBEHHOIO 3K3aMeHa JOIyCKaeTcs OOydaroluiics, MOy-
YUBIIUH OLICHKY «3a4TE€HO» Ha IIEPBOM JTaIle.

Bropoii aTan rocyiapcTBEHHOIO SK3aMeHa MTPOBOJUTCS B YCTHOU (hopMe.

Bropoii aTan rocynapcTBeHHOTO dK3aMeHa BKIIIOYaeT 68 Teopernyeckux Bompoca u 34
IpaKkTHYeCKuX 3agaHud. [IpomomxurensHOCTh 3K3amMeHa cocrasiseT [IpoaomKUTEeNbHOCTD
sK3aMeHa coctaBigeT [IpogomkurensHOCTh 3Kk3aMeHa cocTaBisieT: 30 MUHYT OTBOAMTCS Ha
MIOATOTOBKY M HE ME€HEE 15 MUHYT Ha OTBET JIsl KaXK10I'0 K3aMEHYEMOTO.

Bo BpeMs BTOpOro srama rocyAaapCTBEHHOIO 3K3aMEHa CTYAEHT MOXKET I0JIb30BaThCs
TEeKCTaMU HOPMAaTHUBHO-TIPABOBBIX JOKYMEHTOB: KojieKchl P®D, denepanbubie 3akoHbl PD, no-
cranoBnenus [IpasurensctBa P®, mpasuia, unctpykuuu, ['OCThI, knaccuduxaTopsl, mne-
PEUYHH THUIOBBIX APXUBHBIX JOKYMEHTOB, THUIIOBbIE MEPEYHH TEM U BOIMPOCOB OOpamnieHui
rpaxkJaH, METOAUYECKMMH PEKOMEHJAUSAMH 10 BOIPOCAM JAEJIONPOU3BOJICTBA, apPXUBHOIO
Jena u JI.T.



[Tocne ycTHOTO OTBETa Ha BOIPOCHI SK3aMEHAIIMOHHOTO OWJIETa 3K3aMEHYEMOMY MOTYT
OBITH TPEAIOKEHBI JOMOTHUTEIBHBIE BOIIPOCH B IIpeeNiaXx yueOHOro MaTepuasa, BBIHECEHHO-
r'0 Ha TOCYJJapCTBEHHBIHN dK3aMeEH.

PesynbTaThl BToporo sTamna rocyapCTBEHHOTO IK3aMEHa ONPEEIIAIOTCS OLEHKAMHU: «OT-
JUYHOY, «XOPOIIO», «yIOBIETBOPUTEIBHOY, «HEYIOBICTBOPUTEIBHO» U OOBSBIIAIOTCS B JCHD
npreMa SK3aMeHa.

Kputepun onieHKH BTOpPOro 3Tana rocy1apCTBEHHOTO 3K3aMeHa:

— Ha OLEHKY «OTJIUYHO» (5 6aiI0B) — 00yUaIOLIUICS JOKEH MOKa3aTh BHICOKHI YPOBEHb
c(hOpMHUPOBAHHOCTH KOMITETEHIIHH, T.€. MOKa3aTh CIOCOOHOCTh 0000IIATh U OIIEHUBATh UH(OP-
MAaIUIO, MIOJIyYEHHYIO Ha OCHOBE HCCIIEJOBaHMsI HECTAHJAPTHON CUTYallMH; UCIOJb30BaTh CBE-
JIEHUS U3 PA3JIMYHBIX UCTOYHUKOB; BHIHOCUTH OLICHKH U KPUTHYECKHUE CY>KJICHUSI, OCHOBAHHbIC
Ha MPOYHBIX 3HAHUSX;

— Ha OIICHKY «Xopomuo» (4 6amra) — o0yJaroniuiics T0JDKEeH TOKa3aTh MPOJIBUHYTHIN ypo-
BEeHb C()OPMUPOBAHHOCTH KOMITETEHIIHMM, T.€. TPOACMOHCTPUPOBATH IIYOOKHE TTPOYHBIC 3HAHUS
U Pa3BHUTHIC IPAKTHYCCKUE YMEHUS U HABBIKM, YMEHUE CPAaBHUBATh, OIICHUBATH M BEIOMpATh Me-
TOJNBI pENICHHS 3aJaHuii, pa0doTaTh IICJICHANIPABIICHHO, HCIIOJB3YysS CBS3aHHBIC MEXIY COOOMU
(dbopMBI MpeicTaBIeHUST HHPOPMAITUH;

— Ha OLICHKY «YyAOBJIETBOPUTEJIbHO» (3 0ayta) — oOyyaroluiicss 10JDKEH MoKas3aTh 0a3o-
BbIil ypoBeHb C(POPMHPOBAHHOCTU KOMIIETEHLIMH, T.€. I0OKa3aTh 3HAHUS HA YPOBHE BOCIIPOU3BE-
JCHUA U 00BSICHEHHS I/IH(i)OpMaIII/II/I, HpO(l)eCCI/IOHaJIBHBIe, HHTCJUICKTYAJIbHBIC HABBIKKW PCIICHUA
CTaHJapTHBIX 3a/a4.

—Ha OLIEHKY «HeyJI0BJeTBOPUTEIbHO» (2 Oamia) — oOyyaromuiics He obiagaeT HeoOXo-
IlI/IMOfI CUCTEMOH 3HaHHfI, A0IMYCKACT CYIICCTBCHHBLIC OHII/I6KI/I, HC MOXXCT IIOKa3aTb MHTCJUICKTY-
AJIbHBIC HABBIKW PCIICHHUA IMPOCTHIX 3a1a4.

— Ha OILICHKY «HEeyAO0BJIeTBOPHTeabHO» (1 Oamn) — oOydarouuiics HE MOXKET MOKa3aTh
3HAaHUS Ha YPOBHE BOCIPOM3BEIEHUS U 0OBACHEHUs MH(POpPMALUU, HE MOXKET MOKa3aTh MHTEIN-
JIEKTyaJIbHbIE HAaBbIKM PELICHUS MPOCTHIX 3a/1a4.

Pe3ynbTathl BTOPOro sTarna rocy1apcTBEHHOTO dK3aMeHa OOBSBISIOTCS B JIEHb €0 MpOBe-
JieHus (€CJIM dK3aMeH MPOBOAUTCS B YCTHOU (hopme)

OOy4aronuiicsi, yCHemHo CHABIIMN TOCYIapCTBEHHBIA 3K3aMEH, JOIMYCKAeTCS K BBbI-
MOJIHEHUIO U 3alUTE BRIMYCKHOW KBaTH(UKAIIMOHHON paboTe.

2.1 Copepaxanue rocyiapcTBEHHOI0 JK3aMeHa
2.1.1 Ilepeuensv mem, nposepaemvix Ha NEPEOM Imane 20Cy0apPCHIEEHHO20 IK3AMEHA

dunocodusi, ee MECTO B KyJIbTYpe

Hcropuueckue tumnsl Gpuitocodpun

[Ipo6nema uaeansHoro. Co3HaHue Kak opMa ICUXUYECKOTO OTPAXKEHUS
Oco0eHHOCTH YeT0BeUeCKOro ObITUS

OO61ecTBO Kak pa3BuBaromasics cucrema. Kynbrypa u nuBuan3anus
HcTopus B cucTeMe ryMaHUTapHBIX HayK

[usmnmsanuu [peBHero mupa

D1noxa CpeIHEBEKOBbS

Hosoe Bpems XVI-XVIII BB.
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10. MonepHu3anus ¥ CTAHOBJICHUE WHIYCTPUATBLHOTO 00IIECTBa BO BTOPOM MOJIOBHHE
XVIII — navane XX BB.

11. Poccus u mup B XX — Havane XXI B.

12. HoBoe BpeMs 1 3110Xa MOJIEPHU3ALIUN

13. Cnpoc, npeanoxxeHue, pplIHOYHOE PABHOBECHUE, dJTACTHUYHOCTD

14. OcHOBBI TeOpUU IPOU3BOACTBA: U3AEPKKU MPOU3BOACTBA, BIpYUKa, IPUObLIH

15. OcHOBHBIE MAKPOIKOHOMHYECKHE [TOKa3aTeIN

16. Makpo3koHOMHYECKasi HECTAOMIIBHOCTD: 0e3padoTuIia, HHQISAIUS

17. Ilpennpusitue u pupma. JKOHOMHYECKAs IPUPOA U 1iesieBas PyHKIUs GrupMbl

18. KoHCTUTYITMOHHOE TIPABO

19. I'pasxxganckoe mpaso

20. TpynoBoe mpaBo

21. CemeitHoe TIpaBo

22. YTOJI0BHOE MPABO

23. 51 u MO€ okpykeHue (Ha UHOCTPAHHOM SI3BIKE)

24. 51 u Mmos yueba (Ha HHOCTPAHHOM SI3bIKE)

25. 51 u Mup BOKpYT MeHs (Ha MHOCTPAHHOM SI3bIKE)

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

27. CtpaHa n3y4aeMoro si3pika (Ha HTHOCTPAHHOM SI3BIKE)

28. ®opMBI CYIIECTBOBAHUS S3bIKA

29. OyHKIIMOHABHBIC CTUJIH JTUTEPATYPHOTO SI3BIKA

30. IIpobnema MEXKYIbTYPHOT'O B3aUMOICHCTBUS

31. PeyeBoe B3aumMoeiicTBre

32. JlenoBas KOMMYHHKAIUS

33. OCHOBHBIE MOHATHS KYJIbTYpPOJIOTUN

34. XpuCTHAHCKUH THIT KYIbTYPbI KaK B3aUMOJICHCTBUE KOH(ECCHIA

35. UcnmaMmckuii THIT KyIBTYPHI B TyXOBHO-HCTOPUIECKOM KOHTEKCTE B3aMMOJICHCTBHS

36. TeopeTnKo-MeTOI0IOTHYECKUE OCHOBBI KOMaHI000pa30BaHMsI U CAMOPA3BUTHUS

37. JInuHOCTHBIE XapaKTEPUCTUKU YJICHOB KOMaHIbI

38. Opraau3amoHHO-TIPOIIECCYATbHBIC aCTIEKTH KOMAHTHON paOOThI

39. Texuomorus co3gaHust KOMaHIbI

40. Camopa3BHUTHE KaK yCIOBUE MOBBIIEHUS 3 (HEKTUBHOCTH JTMUHOCTH

41. JIlnarHocTUKa M CaMOJMAarHOCTUKA OpraHu3Ma MpU PeryJSIpHBIX 3aHATUAX (PU3HYECKON
KYJIBTYpOi U CIIOPTOM

42. TexHuyeckast MOATOTOBKA U 00yYECHHE JIBUTATEIHHBIM JICHCTBHSIM

43. MeToMKy BOCIUTAHUST (PU3NUECKUX KaYeCTB.

44. Bunpl ciopta

45. Knaccudukanus upe3BblYaiiHbIX cuTyauil. Cuctema ype3BblUaiiHBIX CUTYaIUil

46. MeTozpl 3alIUTHI B YCIOBUSIX YPE3BBIYANHBIX CUTYAIIHA

2.1.2 Ilepeuenv meopemuuecKkux 60npoco8, GbIHOCUMbBIX HA 6MOPOI Iman 2ocyoap-

CMEEHHO020 IK3aMena

Jloxkymenmogeoenue
1. JTokymeHT, ero mpu3Haku U GyHKIIMHA JOKYMEHTOB.
2. CriocoObI U CpeacTBa TOKYMEHTUPOBAHUS: TPAAULIMOHHBIE U TEXHOTPOHHBIE CIIOCOOBI
JIOKYMEHTHUPOBAHUSI.



3. JoxymeHnTupoBaHHas HH(MOpMAITUs: ee CBONCTBA U Crien(PUIECKUEe TTPU3HAKH.

4. CooTHOIIICHNE TIOHATHIH HHPOPMALIUS U TOKYMEHT.

5. Marepuanbnble HocuTenu uH(popMarun. VX pa3BuTHE U COBPEMEHHBIE TPEOOBaHUS K
MaTepUaIbHBIM HOCHTEIISIM HH(POPMAIUH.

6. CBoiicTBa 0(hUIIMAIBEHBIX IOKYMEHTOB: OPUTHHAIBHOCTD, MOTMHHOCTb, KOMTUHHOCTD.

7. CTpykTypa 10KyMeHTa. PeKBU3UT.

8. ®opmynsip NOKYMEHTa, €ro pa3BUTHE, COBpPEMEHHbIE TpeOoBaHMS K (QOpMysspy
YIPaBIECHYECKOTO JOKYMEHTA.

9. JIunrsuctuyeckrue 0COOEHHOCTH JOKYMEHTA.

10. Cuctembl TOKyMEHTAIUN: HEYHU(DUIIMPOBAHHBIE U YHU(PHUITUPOBAHHBIC CHCTEMBI J10-
KYMEHTaLIUH.

11. VauduuupoBaHHas cHCTEMa OPraHU3aLUOHHO-PACTIOPAIUTEIBHON JOKYMEHTAIUH
(YCOPL)

12. TpeGoBaHus K COCTaBICHUIO U OPOPMIICHUIO OCHOBHBIX BUJIOB YIPaBIECHYECKUX JO-
KYMEHTOB.

13. CoBepiiieHCTBOBaHUE JOKYMEHTAIIMOHHBIX POIIECCOB.

14. HayuHo-ucTOpUYecKas U IpaKTHUECKas IEHHOCTh JJOKYMEHTA.

15. [IpocThie U CIOXKHBIE KOMIUIEKCHI JOKYMEHTOB.

16. HopmaTuBHO-TIpaBOBOE PETYINPOBAHKE MPOLIECCOB JOKYMEHTHPOBAHUS YIIPaBICHYE-
CKOM JeATEIbHOCTH.

17. IlonsiTHe nepBUYHON YUETHON JOKYMEHTAIUH.

18. KagpoBas cucrema gokymenTaruu. O0mias xapakTepucTHKa.

Apxueosedenue

1. Apxussl u apxuHoe 1110 B Poccuu B IX—XVIII BB. ApxusHoe aeno B Poccuu B
XIX B. — Havane XX B.

2. Pa3Butue Teopun u npaktuku apxusHoro nena B CCCP.

3. IIpaBoBast 0CHOBa OopraHu3anyu apxXuBHOTO Aena Poccuiickon denepannm.

4. CoBpemenHblit coctaB ApxuBHoro ¢ponna PO u ero kinaccudukanusi.

S, CoBpeMeHHasl CUCTEMa T'OCYJapCTBEHHbBIX, MYHUIUIAIbHBIX M BEJOMCTBEHHBIX
apxuBoB B PO.

6. Cucrema y4yeTHBIX TOKYMEHTOB apXuBa, UX LieneBoe HazHaueHue. [lopsaaok mpo-
Be/IeHUs pabOThI IO yUYeTy €JMHMII XpaHEHUsI M TOKYMEHTOB B apXMBe.

7. Oco0eHHOCTH y4eTa 3JIeKTPOHHBIX JJOKYMEHTOB B apXMBaX OpraHU3aIUH.

8. YcTpoiicTBO U 000pyAOBaHUE MOCYJAPCTBEHHBIX apXHBOB.

9. Opranu3zanys NpoBepKU HAIUYUS U COCTOSHUS apXUBHBIX JIEII.

10.  Cucrtema Hay4HO-CIIPAaBOYHOTO ammapara K JOKyMeHTaM ApxuBHOTO ¢oHma PO.
ApxHBHasI ONUCH — 0a30BbIN CIIPABOYHUK TOCYJAPCTBEHHOTO apXUBa.

11.  Ienu u popmMbl UCTIOTB30BAHUS JOKYMEHTOB ApXUBHOTO (oHna PO.

12.  TloaroroBka BBICTABOK M IyOJMKalMi apXWBHBIX JOKyMeHTOB. Mcmonb3oBanue
AAT npu Takux BUAax padoT.

13.  Opranmzauus ynpasiaeHuss apxuBoM. Crernuduka apXMBHOTO MEHEKMEHTA.
Bo3MoxHOCTH apXUBHOIO ayTCOPCHUHTA.

14.  Cnenuduka BeeHHUs] apXUBOB 10 JIUYHOMY COCTAaBY.

15. Hcropust 1 OCHOBHBIE ATalbl MEXaHHU3AIIMH, aBTOMATU3AINKH ¥ HHGOPMATH3AIIUN

apxuBHOTrO jena B Poccun.



16. HopwmaruBHas 6a3a, 0OBEKTHI U 1IEJTW aBTOMATH3AIMUA ¥ WH()OPMATU3AINH apXUB-
Horo zaena B Poccun.

17.  Opranuzanus paObOTBl MO BHEIPEHUIO aBTOMATH3MPOBAHHBIX MH()OPMAIIMOHHBIX
TEXHOJIOTHI B TOCYAapCTBEHHOM apXMBE.

18.  IlporpamMMmHbIe pa3paOOTKH POCCHICKMX KOMIAHHUU 1O NMPUMEHEHUIO aBTOMATH-
3UPOBAHHBIX TEXHOJIOTUHN B APXUBHOM JEIIE.

Opzanu3zayus u mexnonozus 00KyMeHmauyuoHHO20 00ecneyeHus ynpaeieHus

1. CraHoBneHue U pa3BUTHE AETONPOU3BOJICTBA B PA3JINYHbBIE HCTOPUUECKUE ITEPUO/IBI.

2. IloHATHS «IOKYMEHTAllMOHHOE OOEeCIeUeHHME YIPABICHUS» U «IEJIONPOU3BOJICTBO»
Jlenonpou3BoACTBO Kak CUCTEMa pabOThl ¢ JOKyMEHTaMu. PakTophl, BIUSAIOLIME HA OpraHU3a-
U0 U TEXHOJIOTHIO JIOKYMEHTAIlMOHHOTO obecneueHus ympasieHus (JJOY) B yupexneHHsIx
pa3NMYHBIX ypoBHEH ympasienus. OpraHu3anoHHble (GOPMBI JeTONPOU3BOACTBA U UX 3aBHCHU-
MOCTB OT CTIEHU(HUKU ¥ OPTaHU3ALUOHHON CTPYKTYPbI YUPEKICHHUS.

3. HopmatuBHO-MeTOAMYECKAsT perylaMeHTanus JenonpousBojacTBa. CoctaB COBpeMEH-
HBIX JAEUCTBYIOLIMX IOCYIapCTBEHHBIX HOPMATUBHO-METOAUYECKUX JOKYMEHTOB.

4. Opranuzanus ciayx0b IOY. OcHoBHas 3afaya U (QYHKUUHU JEJIONPOU3BOACTBEHHON
ciyk0bl. TUNoBble CTPYKTYphl ciyx0bl JJOY B opranuzanusx pa3iMyHbIX YpOBHEH yrpasie-
Hus. PermamenTtanus QyHKIMN MOApa3IeNCHUNA M0 JOKYMEHTAIIMOHHOMY OOCTYyXHBaHUIO. TH-
MOBBIC W MHIWBHyaJIbHBIC MONOXeHHs o0 ciyxk0e IOY. TumoBoit hopMyIsip MmMoJI0OKEHHS, CO-
cTaB WH(GOPMAIHH, TIOPSIIOK pa3pabOTKH U YTBEPKACHUSI.

5. JIO>KHOCTHOM M YMCIIEHHBIA cOCTaB paOOTHUKOB ciayxObl JIOY. @yHkiuu paboTHU-
KoB ciyx0b1 JIOY. JIoJKHOCTHBIE HHCTPYKIIMU KaK OCHOBHOM HOPMAaTHBHBIN TOKYMEHT, OIpe-
JENAIOUIMA  OpraHU3allIOHHO-TIPAaBOBOE IOJIOKEHUE paboTHUKA. TUMOBOM (opMyssp IOMIK-
HOCTHOU MHCTPYKIUH, COCTaB MH(OpMAIUK, HOPSI0K pa3pabOTKH U YTBEPKACHUS.

6. MHCTpyKLUS 110 AETIONPOU3BOACTBY — OCHOBHOM HOPMAaTHUBHBIM aKT O perjiaMeHTaluu
OpraHM3alMy U TEXHOJOTMHU JEJIONPOU3BOJACTBA. THUIOBBIE U MHAMBHUAYAJIBHBIE MHCTPYKLHUU.
[Topsinox pa3paboTku, cocTaB HH(OPMALIUHY, TIPABUJIA YTBEPKIEHUS U BHEIPEHMUSL.

7. JokymeHnTo000poT. OmpeneneHne, XapakTepUCTUKAa OCHOBHBIX JOKYMEHTOIIOTOKOB.
[TpaBuiia opranuzanuu 10KyMeHTO0O00poTa. OCHOBHbIE HANpaBlIE€HUS! COBEPLICHCTBOBAHUS J10-
KyMEHTO000pOTA.

8. 3agaun perucTpanuu JOKYMEHTOB, ee opranusanus. CpaBHUTEIbHbIE XapaKTEPUCTHKU
dopm peructpaiuu JokyMeHToB. CocTaB nH(popManmuu. B3auMocBsa3b MpoOLECCOB perucTpanuu
Y KOHTPOJIS UCIIOJIHEHUS IOKYMEHTOB.

9. Opranu3zanus ¥ TEXHOJIOTUSI KOHTPOJIS UCTIOJIHEHUS TOKYMEHTOB

10. Opraauzanus cripaBOYHO-UHPOPMAMOHHONW PAOOTHI YUPEKACHUH

11. Homenknarypa zien, ee 3Hau€HHE U IPUMEHEHHE B JIEJIONPOU3BOICTBE. Bupl HOMEH-
KJIATyp 1€, OCOOEHHOCTU UX MMOCTPOECHUS ¥ TPUMEHEHUSI.

12. ®opmmpoBaHue €N KaK TEXHOJIOTHYECKasi olepanus IeTonpon3BojcTBa. [IpaBuna
(dbopMHpOBaHUs B 1ea JOKYMEHTOB OT/AEIbHBIX KaTErOpuil.

13. DkcnepTr3a LEHHOCTH JIOKYMEHTOB B Jienonpou3BojcTse. Llenu, 3a1aun U mopsaok
IIPOBEJEHUS IKCIIEPTU3Bl LIEHHOCTH JIOKYMEHTOB. DKCIEPTHBIE KOMUCCHUM YUPEXKIECHUH, UX 3a-
Jlauu 1 MOPSAZIOK paboThI.

14. Ilepeunn JOKYMEHTOB CO Cpokamu xpaHeHus. [loHsTHe “TiepedyeHb NOKYMEHTOB™
Ha3nauenne u ncnonbp30BaHMe nepedHeld. TUmoBble M BEJOMCTBEHHBIE IepedyHu. Vcrmonb3oBa-
HUE MepevyHen /Il COCTaBIIEHUS KJIACCU(PUKATOPOB U HOMEHKJIATYp JeJl.



15. IloaroroBka Jen yYpexJIeHUs K JaTbHEHIIEeMy HCIOIb30Banui0. Onucanue nei mo-
CTOSTHHOTO ¥ BPEMEHHOTO XpaHeHus. Buasl onucei, co3gaBaeMbIX MpU Niepeaye Aell B apXuB.

16. OcobenHocTr paboOTHI ¢ OOpAIIEHUSMH IPaXKIaH.

17. Opranuzanus KaJJpoBOro JAeI0NPOU3BOICTBA

18 . OcobenHocTH OpraHu3aui KOH(PHICHITUAITBHOTO JETIONPOU3BOICTBA

Hngpopmayuonnvie mexnonozuu ¢ /[0Y u apxuenom oene

Ponw nndopmanuu B ynpasiennn. MapopManmonnsiii nponecc. CBoiicTBa HHGOPMAITUH.
Knaccudukanus ynpasienueckoit nHpopmaruu. [lotoku nudopmanmu u ux CTpykrypa.

Ponp yHuUIMpPOBaHHBIX CHUCTEM TOKYMEHTAlMd B HH(OPMALMOHHOM OOECIeueHUU
ynpapneHus. Llenu u 3agaun yHUUKAIUKA TOKYMEHTOB yrpaBieHus. HopmaTuBHas 6a3a yHH-
¢dukanuu 1OKyMeHTOB. HampaBiieHus, IPUHIUIIBI 1 METOIbI YHH(PUKAIIUU TOKYMEHTOB.

Mertoap! knaccuduranmu ¥ kogupoanus TOCH, ux npenmyiiecTBa u HeJOCTATKH.

Ponp kmaccupukaTopoB TEXHUKO-3KOHOMHUYECKOW M COIMAbHON MH(OpManuu B WH-
dbopmarmonHom obecrieueHun ynpasienus (TOCH). Ctpykrypa kinaccudukaTopa, UX KaTero-
pHH, CTaTyC U OCOOCHHOCTH.

[ToHsTHE TOCTOBEPHOCTH M 3anUThl HHPpopManuu B 1OV,

ABTOMaTH3UpOBaHHOE pabodee MecTo crienuanucta B chepe JOV.

WNudopmannonHas cucremMa: onpeaeieHne, KiacCupuKams, CTpyKTypa.
Wudopmanus: BUabI, CBOMCTBA, H3MEPEHHE, 00pabOoTKa, XpaHEHHE, TIepeiaya.
Kommbrorepabie HTHGOPMAITMOHHBIE TEXHOJIOTUH MTOATOTOBKHU JIOKYMEHTOB.
JlokanpHbIe ceTH: pa3BUTHE, TPUMEHEHHUE, TOIIOJIOTHH.

OnepannoHHas cucTeMa: onpezeneHue, kiaccudukanus, Ha3HaYCHHE.

Onenka 3¢ (eKTUBHOCTH UCIIONIB30BAHUS CUCTEMBI AIEKTPOHHOTO JJOKYMEHTO000pOTA.
[TporpaMMHBI€ CpeCcTBA, UCTIONB3YEMbIEe B OPUCHON AESITEIbHOCTH.

©CoN bk wDdE

CucreMbl AJIEKTPOHHOTO JTIOKYMEHTOOOOpOTa: BUJIbI, CBOWCTBA, pEIIaeMble 3a/1a4yH, BbI-
0Op U BHEIPCHHE.
2.1.3 Ilepeuens npakmuueckux 3a0anuil, 6bIHOCUMbBIX HA 6MOPOIL IMAN 20CYOAPCHIEEH-
HO020 IK3AMena

Jlokymenmosedenue

1. @opmynsapHbIN aHAIU3 YYPEAUTEIBHOTO JOKYMEHTA U €70 PEAAKTUPOBAHUE.

2. @opMyspHBIN aHAJIN3 CIIPaBKU U €€ peAaKTUPOBaHUE.

3.DopMySIpHBIN aHATN3 CITY>KEOHOW 3aITUCKU U €€ PeIaKTUPOBAHHUE.

4.DopMysSIpHBIN aHaTN3 ApXUBHOM CIIPaBKU U €€ peAaKTUPOBAHUE.

5.®opMyISpHBINA aHATIN3 MOJ0KEHHS 10 OCHOBHOM JIEATEIILHOCTH U €70 PEIaKTUPOBAHHUE.

6. @opMyISpHBIN aHAIU3 apXUBHOM OIUCHU U €€ PENaKTUPOBAHUE.

7. OpMYIAPHBINA aHATIU3 AKTa U €70 PEIaKTUPOBAHMUE.

8. @OopMyJISpHBIN aHAIN3 PACHOPAIUTENIBHOTO AOKYMEHTA IO OCHOBHOM JESATEIBHOCTH,
CO3JJaHHOT'O Ha IIPUHLIUIIAX €AUHOHAYAJIN, U €r0 PEAAKTUPOBAaHUE

9. ®opMynsApHBINA aHATU3 00BSICHUTETHHOM 3aITUCKH.

10.@opMynspHBIN aHAIU3 PACHOPSAUTENBHOTO JOKYMEHTA, CO3JaHHOTO Ha MPUHIHIAX
KOJUIETHAJIBHOCTH U €T0 PEJaKTUPOBAaHHUE.

11. ®opmynsipHbIi aHaIU3 CIIy>)keOHOT0 MUCbMA U €r0 peJaKTHPOBAHUE.

12. ®opmMynspHBIM aHaIU3 IPOTOKOJIA U €r0 PEIaKTHPOBAHHUE.

13. Ananu3 kiaccu(pUKAIMOHHBIX MPU3HAKOB HOMEHKJIATYPBI JIEJI OpraHu3aliH.

14. Ananu3 knaccu(UKaMOHHBIX TPU3HAKOB KOMaHIUPOBOYHOTO YIOCTOBEPEHHUS
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Opzanuzayus u mexHonN02us 0OKyMEeHmMayuoOHHO20 0OecneyeHUus YnpasieHus
1.CocTaBuTh OmeporpaMmy MrMchMa MOCTYIHUBIIETO B OPTaHU3AINIO, BKIIOYNB UCTIOTHUTE-
JIed ¥ TEXHOJIOTUYECKUE ONIEPALINH.
2.BbInonHMTE aHaIM3 HOMEHKIIATYPBI JIE]l HA COOTBETCTBHUE:!
— TpeboBaHUsIM (hopMyIIsIpa;
— MOPSAIKA CIICTOBAHMS Pa3/IeiIoOB;
— MOPSAIKA PACTIONOKEHUS JIeN B MOJIPA3/ICIICHUY;
— OpMyYIMPOBOK J1e]1 HOPMATUBHBIM TPEOOBAHUSIM;
— CPOKOB XpaHEHUS JIeI.
Omnpenenute BUJ HOMEHKIATYPHI 7€l U YKaKUTE OCHOBHBIE HOPMATHBHBIC JTOKYMEHTHI,
perIaMeHTHPYIOIEe HOMEHKIIATYPY B COJIEP)KaHUH U PEKBU3HUTAX.
3.CocTaBuTh OIEeporpamMmy ImpuKasa mo OCHOBHOW JAEATEIbHOCTH, BKIIOUYMUB UCIIOIHUTEIEH
U TEXHOJIOTUYECKHE OTIEPALINH.
4.BbINIOJTHATE aHATIM3 HHCTPYKIIMH IO JIEIONPOU3BOCTBY Ha COOTBETCTBUE:!
— TpeboBaHusaIM popmyIsipa;
— MOPSAIKA CIICOBAHMS Pa3/IeiIOB;
— MOPSAIKA PACTIOIOKEHUS JIeN B MOJIPa3/ICIICHUY;
— (OpMyIMPOBOK /1€ HOPMATUBHBIM TPEOOBAHUSIM;
— CPOKOB XpaHEHUs JIe.
Omnpenenute BUJ MHCTPYKLIUHU MO JICIOMPOU3BOJCTBY U YKAKUTE OCHOBHBIC HOPMATHB-
HbIE JOKYMEHTHI PETJIaMEHTHPYIOIINE HHCTPYKIIUHU IO JIEIOTIPOU3BOACTBY B COJICPKAHUU U PEK-
BU3UTAX.

Apxueosedenue

1.CxematuyHo n300pa3uTh pazMmelleHre 000py10BaHHs B IOMEIIEHUN apXUBOXPaHUIIUILA
wiomanpio 40 KB.M., ¢ BbICOTON noToska 2M 70 cM, ¢ HaIMYUEM 3 OKOH C y4eToM TpeOOoBaHU I
0€30MacHOCTH U TEMIEepaTypHO-BJIAXXHOCTHBIX OCOOCHHOCTEM XpaHEHHUs AOKYMEHTOB Ha Oy-
Ma)XKHOM HOCHTEJIE.

2.CxemMaTUYHO U300pa3uTh pa3MelleHne 000pyI0BaHHs B TIOMEIICHUH apXUBOXPaHIIIHINA
wiomaapio 20 KB.M., ¢ BBICOTOH moToska 2M 50 cM, ¢ HaJu4ueM 2 OKOH C y4eToM TpeOOBaHHM
0€30IaCHOCTH U TEeMIIEPaTypHO-BIAXXHOCTHBIX OCOOEHHOCTEH XpaHEHMs JOKYMEHTOB Ha Oy-
MaXHOM HOCHTEJIE.

3. ITonw3ysack IlepeyHeM TUHOBBIX YNpPaBIEHUYECKUX JTOKYMEHTOB, OOPa3yIOLIMXCS B Aes-
TEIbHOCTU OPTaHU3allU, C YKa3aHHEM CPOKOB xpaHeHus (yTB. PocapxuBom):

— YCTaHOBMUTE CPOKU XpAHEHHs CJIEAYIOIIMX JOKYMEHTOB: 1) aHaTIUTHYECKHE CIPaBKU O
paccMOTpeHUH OOpallleHUil Tpaxk/iaH; 2) CIpaBKU O CHATUU JOKYMEHTOB C KOHTPOJISI U O IpO-
JUICHUU CPOKOB MIX MCIIOJTHEHHS; 3) CIpaBKH, O MEpeBOje paOOTHUKOB Ha COKPAIICHHBIM pado-
YU eHb WK pabovyro HEJEIo;

— YKaXHUT€ pa3zell, MOApa3Aed U CTaThblO MEPEYHs], B KOTOPON PErIaMEHTUPOBAHO XpaHe-
HUE KaXJI0T0 JT0KYMEHTA;

— ompenenuTe, K Kakoi (yHKIIMOHAJIBHON CHUCTeME JOKYMEHTOB OTHOCHUTBCS Ka)JIbli W3
JIOKYMEHTOB;

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

4. Tlonb3ysich IlepedHeM TUIOBBIX YNpaBIE€HUYECKUX TOKYMEHTOB, OOpa3yloIIUXCs B Jes-
TEIbHOCTH OpPTaHU3allui, C YKa3aHHEeM CPOKOB XxpaHeHus (yTB. PocapxuBom):
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— YCTaHOBUTE CPOKU XPAHEHUs CIEAYIOIIHUX JTOKYMEHTOB: 1) IPOEKTOB IMPUKA30B, pacro-
PSDKEHUI; TOKyMEHTBI K HUM; 2) MIPOEKTOB JIOKYMEHTOB (HOMEHKJIATYyp, MepeuHeil, Kinaccu(uka-
TOPOB JIeJI U JTOKYMEHTOB) 00 OpraHU3allMH JOKYMEHTOB B JICJIONPOU3BOJICTBE OpPraHU3allU, O
COCTaBE€ U CPOKaX MX XpaHEHUs; 3) MPOEKTOB MEPCIEKTUBHBIX IIJIAHOB, IPOIPaMM, JOKYMEHTBI K
HUM;

— YKaXHTE pas3zell, MOApa3Ae] U CTaThbIO IMEPEYHsl, B KOTOPOH PErIaMEHTUPOBAHO XpaHe-
HUE KaXJI0T0 JTOKYMEHTA;

— olpeneNnuTe, K Kakoi (yHKIIMOHAJIBHON CUCTEME JOKYMEHTOB OTHOCHUTBCS KaXIbld W3
JIOKYMEHTOB;

— 00BACHUTE, 4YeM 00YCIIOBJICHA Pa3HHUIA B CPOKAX XPAHCHHS

5.Ilonb3ysck IlepeyHeM TUIMOBBIX YIpPaBIEHYECKUX TOKYMEHTOB, OOpa3yIOLIUXCs B Jes-
TEIbHOCTU OpPTaHU3alUMN, C YKa3aHHUEM CPOKOB XpaHeHus (yTB. PocapxuBom):

— YCTaHOBUTE CPOKH XPAHEHUS CIEAYIOUIMX JOKYMEHTOB: 1) MpOTOKOJIOB 00muMX coOpa-
HUIl aKIMOHEpOB, MANIIMKOB; 2) NPOTOKOJIOB 3aceJaHMi, MOCTAaHOBJIEHUs aTTECTAllMOHHBIX,
KBAJM(PHUKALMOHHBIX, TapU(PUKALMOHHBIX KOMUCCHI; 3) MPOTOKOJOB aTTECTALMM MO TEXHUKE
0€e30I1aCHOCTH;

— YKaXHTE pas3zell, MOAPa3Ael U CTAThIO MEPEYHs], B KOTOPOH PErIaMEHTUPOBAHO XpaHe-
HUE KaXJI0T0 JIOKYMEHTA;

— ompenenuTe, K Kakod (QYHKIIMOHAILHOW CHCTEME IOKYMEHTOB OTHOCHUTBCS Ka)IbIH U3
JIOKYMEHTOB;

— 00BsACHUTE, 4YeM 00YCIIOBJICHA Pa3HUIA B CPOKAX XPAHCHHS.

6.CxeMaTu4HO M300pa3UTh pa3MelleHre 000py10BaHHs B IOMEIIEHUHN apXUBOXPaHUIIUILA
wiomanpo 15 kB.M., ¢ BeicoTOM moTonka 2m 30 cM, ¢ HanmuuueM | OKHa ¢ yueToMm TpeOoBaHUI
0€30I1aCHOCTH U TEeMIIEpaTypHO-BJIAXXHOCTHBIX OCOOEHHOCTEH XpaHEHMs JOKYMEHTOB Ha Oy-
Ma)XHOM HOCHTEJIE.

7. Ilonb3ysck IlepeuneM THUIOBBIX YIPABICHUECKUX JOKYMEHTOB, OOPa3yIOIIMXCS B Jes-
TEJIbHOCTU OPTaHU3allui, C YKa3aHHEM CPOKOB xpaHeHus (yTB. Pocapxusom ):

— YCTaHOBUTE CPOKU XPAHEHUs CIEAYIOUINX TOKYMEHTOB: 1) TOKIaaHbIe 3alIUCKU O COCTO-
SIHUU pabOThI 110 PACCMOTPEHMIO OOpaIlleHUH TpakJiaH; 2) TOKJIaJHbIe 3alUCKU O CHATHH JOKY-
MEHTOB C KOHTPOJISl U O MPOJJICHUH CPOKOB MX MCIOJHEHUS; 3) TOKJIaJHbIE 3alIUCKHU O COKparlle-
HUM paboyero JIHs B CBSI3H C TSDKEIBIMH, BPETHBIMHU, OACHBIMM YCIIOBUSMU TPY/a;

— YKaXXHTE pas3zell, MOAPa3Aed U CTAThIO MEPEYHs], B KOTOPON PErIaMEHTUPOBAHO XpaHe-
HUE KaXJI0T0 JTOKYMEHTA;

— olpeneNnuTe, K Kakoi (yHKIIMOHAJIBHON CHUCTeME JOKYMEHTOB OTHOCHUTBCS Ka)JIbld W3
JIOKYMEHTOB;

— 00BsICHUTE, YeEM 00YCIIOBJICHA PAa3HHUIIA B CPOKAX XPAHEHMS.

8. Ilpoananu3upoBaTh 0(OpMIICHIE apXUBHOM CIPABKH U BHIIIOJHUTH €€ PEIaKTUPOBAHHE.

9. [Ipoananu3upoBath ohopmMIICHIE APXUBHON OMKCH JI€TT TOCTOSTHHOTO XPaHCHHUSI.

10. [Ipoananu3upoBaTh MOJI0KEHHE 00 IKCIEPTHON KOMUCCUU TPEATPUATHS.

11. IIpoananu3upoBaTh opOpMIICHHE MACIIOpTa apXUBa W BBINOJIHUTH €r0 PEeJaKTHPOBaA-
HUE.

12. IIpoananu3upoBaTh 0POpPMIICHHE aKTa O BBIIEIEHUU K YHUUYTOXKEHUIO /1€, HE MOJyIe-
KalllMX XPaHEHUIO U BBITIOJIHUTH €0 PelaKTUPOBAaHHUE.

13. BbINOTHUTH colepKaTeNbHbIA U (OPMYJISIPHBINA aHAINU3 JOHKHOCTHOM HMHCTPYKIIMH
apXMBHCTA.

14. OpopMuUTh 00JI0KKY JTUUHOTO JIeTIa COTPYAHHKA.
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1. batibopooosa, JI. B. MeTo0JI0THs 1 METOJIbI HAYYHOT'O MCCIICIOBAHUS : yueOHOe
nocobue s O6akanaBpuata u maructparypsl / JI. B. baiiboponosa, A. I1. UepHsiBckas. — 2-¢
u3J1., ucrp. u non. — Mocksa : M3natenscTBo FOpaiit, 2019. — 221 ¢. — (bakanaBp u Maructp.
Axanemuuecknii kypc). — ISBN 978-5-534-06257-1. — Tekcr : snextponnsiii / IBC HOpaiit
[caiit]. — URL.:https://www.biblio-online.ru/bcode/437120(nara obpamienus: 01.04.2025).

2. Bacunvesa, M. .H. Opranuzauus IeJONPOU3BOJICTBA U TMEPCOHAIBHBIM MEHEIXK-
MEHT: PUMEHEHHE KOMIIBIOTEPHOTO TPEHUHTA [ DIeKTpoHHbIN pecypc]: Yu. moc. / N.H. Bacuiib-
eBa, JI.A. 'ankuna u ap.- M.: By3oBckuii yuebnuk, 2009. - 104 c.: 60x88 1/16 + CD-ROM. (06-
aoxka, cd rom).- Pexxum mocryma: http://znanium.com/bookread.php?book=153028 — 3aru.c
skpana.- ISBN 978-5-9558-0101-8

3. JlokyMeHTOBeieHHE ;| YUeOHUK U MPAKTUKYM Ul aKaJeMH4ecKoro OakanaBpuaTa
/ JI. A. NoponuHa [u ap.] ; mox penakmueit JI. A. JlopoHuHOi. — 2-€ u3., mepepad. u A0m. —
Mocksa : UznatensctBo FOpaiit, 2019. — 309 c¢. — (bakanaBp. AkageMH4YecKuil Kypc). —
ISBN 978-5-534-03053-2. — Tekcr : anekrponHbid // DBC IOpaiit [caiit]. — URL:
https://urait.ru/bcode/433067(nara oopamenus: 01.04.2025).

4, Kab6amos, C.1O. [Ienonpou3BoJICTBO B apXHBHOE JCIIO B TEPMUHAX M OIpeJese-
HusX : yuebnoe nocobue / C.1O. Kabamos, N.I'. Achannusposa. — 3-e uzf., crep. — Mockaa :
OJIMHTA, 2018. — 294 c. — ISBN 978-5-9765-0784-5. — Tekcrt : 31eKTpOHHBII // DIeKTPOH-
HO-OmMOmoTeunas cucrema «Jlanby : [caiit]. — URL: https://e.lanbook.com/book/109554 (nara
obopamenus:  01.04.2025). — Pexum  jgocTyma: Ui aBTOpU3.  IOJIb30BaTelCH.
https://e.lanbook.com/reader/book/109554/?previewAccess=1#1

S. KazakesBuu, T. A. JlokymeHtoBeneHue. JlOKyMEHTallMOHHBIA CEpBUC : YUYEOHUK U
MPaKTUKyM JUIsl pukiaaHoro OakamaBpuata / T. A. KazakeBuu, A. . Tkanuu. — 2-e u3g.,
uctp. u gon. — Mocksa : U3garensctBo IOpaiit, 2019. — 177 c. — (bakanasp. [IpuknagHoii
Kkypc). — ISBN 978-5-534-06273-1. — Texkcr : snextponnsiii / 9bC HOpaiit [caiiT]. — URL:
https://urait.ru/bcode/437480 (nata oopamierus: 01.04.2025).

6. KoxymkoBa, H. B. Ctpykrypa mokymenTta. CuctemMbl JOKYMEHTAluu. YHH(H-
[IUPO-BaHHAs CHCTEMa OPTaHU3aMOHHO-PACTIOPSANTEIBHON TOKYMEHTAMH: 001Iie TpeOOBaHUs
K COCTaBJIEHUIO M odopmiieHHIo : yuebHoe nocobue / H. B. Koxymkosa ; MI'TY. - Marauro-
ropck : MI'TVY, 2016. - 1 snektpon. ont. auck (CD-ROM). - 3arn. ¢ tutyn. skpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129
973/2334.pdf&view=true (mara ooparenus: 01.04.2025). - MakpooObeKT. - TEKCT : 3JIEKTPOH-
HBIA. - CBefieHus nocTynHbl Takke Ha CD-ROM.

1. Kopuees, U.K. Yupasnenue NOKyMeHTaMu [DIeKTpOHHBIN pecypc]: YueOHuUK /
N.K. Kopnees, A.B. ITmenko, B.A. Mamypres. - M.: UHOPA-M, 2009. - 300 c.: 60x90 1/16. -
(Bricmiee o0Opa3oBaHuUe). (nepemuier).- Pexxum JI0CTyTIA:

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

8. Makaposa, A. K. ApxuBosenenue / Makaposa A. K.; MI'TY. - Marauroropck :
[U3na-tensctBo  MI'TY], 2015. - 146 c¢. - bubamorp.: c. 142-146. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3435.pdf&show=dcatalogues/1/1209
678/3435.pdf&view=true (mara oopamienus: 01.04.2025). - MakpooObeKT. - TEKCT : 3JEKTPOH-
HbId. - ISBN 978-5-9967-0676-1. - FimeeTcsl me4aTHBIH aHAJIOT.

9. MynbsTUMENIHOE CIIpaBOYHO-MeTondYeckoe nocobue «OCHOBBI apXUBHOU Jiesi-
TENBHO-CTH» / ICTOpUKO-apXUBHBIM WHCTHTYTOM POCCHIICKOTO TOCYIapCTBEHHOTO T'yMaHHTAap-
Horo yHuBepcutera 2014 //Pocapxus. URL: http://archives.ru/documents/methodics.shtml

10. Ilomemxuna, M. H. OCHOBBI HCCIIEIOBATEIHCKOW NEATEITLHOCTH : Y4eOHO-
meTtoaudeckoe nmocodue / M. H. Tloremkuna ; MI'TVY. - Marautoropck : MI'TVY, 2018. - 1 snek-
TPOH. OIIT. TICK (CD-ROM). - URL:

https://magtu.informsystema.ru/uploader/fileUpload?name=3739.pdf&show=dcatalogues/1/1527
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742/3739.pdf&view=true (mara obpamienus: 01.04.2025). - MakpooObekT. - TeKcT : 3JIeKTPOH-
HBIA. - CBefeHus nocTynHbl Takke Ha CD-ROM.

11. Packun, /I. . ApxuBoBeneHue : y4eOHHK TSI aKaJeMUIECKOTO OakajgaBpuara /
. U. Packun, A. P. CokonoB. — Mockasa : U3garensctBo IOpaiit, 2019. — 383 c. — (baka-
naBp. Axagemuueckuii Kypc). — ISBN 978-5-534-00870-8. — Texkcr : anexrponHsiii / 9b6C
FOpaiir [caiit]. — URL:https://www.biblio-online.ru/bcode/432131 (nata oOpariieHus:
01.04.2025). https://www.biblio-online.ru/viewer/arhivovedenie-432131#page/1

0) JonosiHuTeIbHAS JIUTEPATYpA:

1. Awmupos, A.P. JlokyMeHTalIMOHHOE 00ECIIeYeHUE YIIPABICHUS B OPTraHU3alUsAX | YIeOHOe
nocobue / A.P. Amupos, B.1. MuxaiinoB. — Y¢a : BI'TIY umenn M. Akmymisl, 2009. — 176 c.
— ISBN 978-5-87978-513-5. — TekcT : aMeKTpOHHBIN // DIIEKTPOHHO-OMOIMOTEUHAs CUCTEMa
«Jlanby : [caiit]. — URL: https://e.lanbook.com/book/42213 (nara oopamenus: 01.04.2025). —
Pesxxum JOCTyTa: ISt aBTOPH3. MOJIb30BATEIICH.
https://e.lanbook.com/reader/book/42213/?previewAccess=1#6

2. Awnnpeesa, C. JI. JlokyMeHTHpOBaHUE JESITEIBHOCTH HETOCYJapPCTBEHHBIX OpraHU3alui :
yaeOHo-MeTomdeckoe mocobue / C. JI. AuapeeBa ; MI'TY. - MarauTtoropck : MI'TY, 2018. - 1
anektpon. ont. jguck (CD-ROM). -  3Barm. ¢ Turya.  9kpana. -  URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3591.pdf&show=dcatalogues/1/1515
260/3591.pdf&view=true (mara obparuenus: 01.04.2025). - MakpooObeKT. - TEKCT : 3JIEKTPOH-
HeIid. - ISBN 978-5-9967-1157-4. - Ceeaenus noctynasl Takke Ha CD-ROM.

3. Anppeesa, C. JI. Ynpasnenue uHpopmaimoHHbiMu pecypcamu B Poccuiickoii denepa-
mu 1 3a pyoexxom : ydeOHoe mocobue / C. JI. Anppeea, H. ®@. I'annen ; MI'TY. - Mar-
aHuroropck : MI'TVY, 2017. - 1 snekrpow. ont auck (CD-ROM). - 3ar. ¢ Tuty:. sxkpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3235.pdf&show=dcatalogues/1/1136
954/3235.pdf&view=true (mara obparuenus: 01.04.2025). - MakpooOBbeKT. - TEKCT : 3JIEKTPOH-
HBIA. - CBefeHus TocTynHbI Takke Ha CD-ROM.

4. Anpnpeesa, C. JI. Opranmzamus paboThl ¢ OOpallleHUSIMU TpakgaH : ydeOHo-
meroanudeckoe mocoodue / C. JI. Aunpeesa ; MI'TY. - Marautoropck : MI'TY, 2016. - 1 snek-
tpo. onr. guck (CD-ROM). - 3arm. ¢ Turyn. o9kpana. -  URL:

https://magtu.informsystema.ru/uploader/fileUpload?name=2950.pdf&show=dcatalogues/1/1134
762/2950.pdf&view=true (mara obparienus: 01.04.2025). - MakpooObeKT. - TEKCT : IEKTPOH-
HBIH. - CBenieHns AocTynHbI Takke Ha CD-ROM.

S. Anoxuna, C. A. JIUHrBUCTHYECKHE OCHOBBI J1€JI0BOT0 NHUchMa : mpakTukyMm / C. A. AHo-
xuHa ; MI'TY. - Marautoropck : MI'TVY, 2017. - 1 snekrpon. ont. auck (CD-ROM). - 3arm. ¢
TUTYIL. JKpaHa. - URL:

https://magtu.informsystema.ru/uploader/fileUpload?name=3387.pdf&show=dcatalogues/1/1139
246/3387.pdf&view=true (mata obparenus: 01.04.2025). - MakpooObeKT. - TEKCT : JIEKTPOH-
HBIH. - CBeneHus ocTynHbl Takke Ha CD-ROM

6. Benukanosa, C. C. ApXuBBI 10 JINYHOMY COCTaBy : yueOHO-MeToanuyeckoe nocoodue / C.
C. BenukanoBa ; MI'TY. - Maruutoropck : MI'TY, 2018. - 1 anektpos. ont. auck (CD-ROM). -
3aru. c TUTYIL. JKpaHa. URL:

https://magtu.informsystema.ru/uploader/fileUpload?name=3518. pdf&show—dcatalogues/1/1514
334/3518.pdf&view=true (mara obpamienus: 01.04.2025). - MakpooObekT. - TekcT : 3JIeKTpOH-
HeIid. - ISBN 978-5-9967-1154-3 . - Ceenenus qoctymnabl Takxke Ha CD-ROM.

7. Benukanosa, C. C. OCHOBBI IPOEKTHOM JAedaTenbHOCTH : yuebHoe nocobue / C. C. Benu-
kanoBa ; MI'TVY. - Maruutoropck : MI'TY, 2017. - 1 snekrpon. ont. auck (CD-ROM). - 3ari. ¢
TUTYIL. JKpaHa. URL:

https://magtu.informsystema.ru/uploader/fileUpload?name=9. pdf&show-dcataquues/1/1132874
[9.pdf&view=true (mata ooOpamenwus: 01.04.2025). - MakpooObeKT. - TeKCT : AJIEKTPOHHBIN. -
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8.

Ka6amos, C.}HO. DnekTpoHHOE MPaBUTEILCTBO. DIIEKTPOHHBIN TOKyMeHT0000poT. Tep-

MUHBI ¥ onpeneneHus: Y4yeoHoe nmocodue / C.}O. Kabamos. - M.: HULl MTHOPA-M, 2013. - 320
c.. 60x90 1/16. - (Beicmiee oOpazoBanue: bakamaBpmar). (meperuier).- Pexum gocryna:
http://znanium.com/bookread.php?book=410730 .- 3armi.c skpana.- ISBN 978-5-16-006835-0,
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Hcrounukn

1.

10.

11.

12.

Anp60M yHUGUIUPOBAHHBIX (GOPM MEPBUYHON YUETHON NOKYMEHTAIMU M0 YUETY TpyAa
W ero omiarel. YTBepkAEH mnocraHoBieHueM ['ockomcrata PD ot 05.01.2004 No 1.
[DnexTponHbIit pecypc]. — http://www.garant. ru.

TI'OCT 17914-72 «O06n0XKH J1eNn ATUTEIBHBIX CPOKOB XpaHEeHHs. TeXHHUYeCKHe YCIo-
Busi». — M.: UTIK U3na-Bo crangaptos,1984.

I'OCT 6.10.1-88. Yuu¢unupoBanusie cuctemsl gokymentauuu (YCJ). OcHOBHBIE T0-
noxxenusa. M., 1988.

['OCT 6.10.5-87 «YHuduupoBaHHble CUCTEMbI JOKyMeHTanuu. TpedoBaHUs K TOCTPO-
eHuto popmynsapa-oopasznay. — M.: UTIK U3n-Bo cranaaptos, 1987.

I'OCT 7.70-2003 «Onucanue 6a3 JaHHBIX ¥ MAITHHOYMTACMBIX HH(POPMAIIMOHHBIX Mac-
cuBoB. CoctaB n 0003HaueHHE XapakTepucTuk». — (Cucrema craHgapToB 1o mHpopMma-
1uu, OMOIIMoTeYHOMY M M3Aarensckomy aeny). — M.: UTIK U3x-Bo cranmapros, 2003.
I'OCT P 51141-98. TI'ocynapctBennsiii ctangapt Poccuiickoit ®enepanuu. [lenomnpo-
M3BOJICTBO U apXxuBHOE neno. Tepmuubl u onpeneneHus. (yrB. [loctanoBiaenuem ['oc-
crannapta Poccun ot 27.02.1998 N 28). [OnextponHbId pecypc]. Pexxum nocrtyma:
http://base.consultant.ru/cons/cgi/online.cgi?req=doc;base=L AW;n=135550

['OCT P 6.30-2003 YuuduuupoBaHHbIE CUCTEMbI JOKYMEHTAIUHU. YHUDUIIPOBAHHASL
CUCTEMa OpPraHH3aIMOHHO-PACTIOPAIUTENLHON qoKyMeHTaluu. TpeboBanus Kk odopmiie-
HUIO JIOKYMEHTOB. [DnekTpoHHbIN pecypc] — Pexum JIOCTYyTIA:
http://base.garant.ru/185891/

I'OCT P 7.0.8-2013 Cucrtema crangaptoB no uHbopmaruu, OMOINOTEYHOMY U U3/a-

TENbCKOMY Jeny. Jlemonpou3BOACTBO M apXUBHOE Jei0. TepMHUHBI U OIpeneIeHUs
[DneKTpoHHBIH pecypcl]. Pexum JOCTYTIA:
https://standartgost.ru/g/%D0%93%D0%9E%D0%A1%D0%A2_%D0%A0_7.0.8-2013
I'OCT P UCO 15489-1-2007. HaunonaneHbii ctannapt Poccuiickoit ®@eneparnuu. Cu-
cTeMa CTaHAapTOB MO MH(pOpMaIK, ONOIUOTEYHOMY U M3/1aTENIbCKOMY JIeny. YIpaBie-
HUe aokymeHTamu. OO6mue TpebGoBanus (yrB. Ilpukaszom PocrtexperynupoBa-HusS OT
12.03.2007 N 28-cT) [DnekTpoHHBIH pecypc]. Pexum JIOCTYyTIA:
http://base.consultant.ru/cons/cgi/online.cgi?req=doc;base=LAW;n=135548

I'OCT P UCO 9004-2010 MenemKkMeHT Al TOCTHXKEHUS YCTOMUMBOIO yCIeXa OpraHu-

3aruu. [loaxom Ha OCHOBE MEHEIKMEHTA KauyecTBa [DNeKTpOoHHBIN pecypc]. Pexum no-
cryna: https://standartgost.ru/b/I’'OCT_P_HNCO_9004-2010

locynapcTBeHHas cucTeMa TOKYMEHTAIIMOHHOTO oOecrieueHus yrnpasieHus. OCHOBHBIC
nonoxenus. OOmme TpeOOBaHUS K JOKYMEHTaM M CIIy)X0aM JIOKYMEHTaI[HOHHOTO
obecnieyenns. M., 1991. 76 c.

JHexper CHK PCOCP o peopranuzanuu u IeHTpaau3anuu apxuBHoro aena 1/ VI -1918

r. // COOpHUK pYyKOBOJSIIMX MaTepHaioB Mo apxuBHoMmy aeny (1917 - utons 1941 rr.)
M., 1961. C. 12-13.
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JIOKyMeHTBI, cofepiKalllue MepCOHAIbHBIE JaHHbIE, B FOCYAapCTBEHHBIX apxuBax Poc-
cun. CripaBouHo-uH(popmarnonHoe nocobue. / BHUMJAL. M., 2006. 140 c.
KBanuQukanoHHbII ClIpaBOYHUK JODKHOCTEH PYKOBOIUTENEH, CIICIIMATIUCTOB U Y-
THX clyXamux. - 4-e uzz. - M.: HUL] UHOPA-M, 2014. - 330 c.: 60x88 1/16. - (buo6-
aroTeka xxypHana "Tpynosoe npaBo P®"; Beim. ). (06moxxka) ISBN 978-5-16-009250-8,
500 3k3.

Konexkc Poccuiickoit ®enepanuu 00 aJIMHUHUCTPATHBHBIX IPABOHAPYIIEHUSX OT
30.12.2001 Ne 195-®3 (pea. or 27.07.2010) [Dnektp. pecypc]. Pexum nmocty-
na:http://www.consultant.ru/popular/koap/

Konctutymus Poccuiickoit ®eneparmu .URL: http://base.consultant.ru/cons/cgi/online.
(mata obpamenwus: 29.08.2014).

Metoauka pacueTa ITaTHOM YUCIEHHOCTH TOCYAapCTBEHHBIX apXMBOB Ha OCHOBE HOp-
matuBoB 1o Tpyny / Pocapxus; BHUMIA/; Cocrt.: 3.B. bymmenésa, B.E. Cob6ones,
JLII. lllotuna; Hayu. pea. B.J1. CrutomHoB. M., 2004. — 42 c.

HopMmbl BpeMeHHM U yCIyTH, BBHINOJIHSEMbIE TOCYJapCTBEHHBIMU apxuBamu / Pocapxus,
BHUMJAUL, coct.: 3.B. bymMeneBa (oTBeTcTBeHHBIH HcnonaHuTens), B.E. Cobones,
JLII. Ilotuna. M., 2007. — 144 c.

O l'ocynapctBenHoi taifHe: 3akoH P® ot 21 wurons 1993 r. Ne 5485-1 // Poccuiickas ra-
3era. 1993. Ne 182 (21 cenr.). C. 5-6 (pen. ot 06.10.97) // Poccuiickas razera. 1997. 9
OKTS0pA.

O JONOTHUTENBHBIX TApAaHTHSIX MpaBa rpaxxaaH Ha nHpopmanmio: Yka3 [Ipesunenra PO
ot 31 nexabps 1993 r. Ne 2334 // CoOpanue aktoB IIpesunenta u IIpaButenscrBa Poc-
cuiickoit ®denepanuu. 1994. Ne 2. Ct. 74; (pen. ot 17.01.97.)

O nopsiiKe BeJOMCTBEHHOTO XpaHEHUS JOKYMEHTOB M OPraHU3allid UX B JIEJIOMPOU3BOI-
ctBe: [locranoBnenue [IpaBurenscrBa PO ot 3 mapta 1993 r. Ne 191 // CoOpanue akToB
[Ipesunenta u [IpaBurensctBa PD. 1993. Ne 10 (8 mapra). Ct. 850.

O coxpaHeHHH UCTOPUYECKHX JJOKYMEHTOB, CBSI3aHHBIX C JIEATEILHOCTHIO ObIBIIErO Bep-
xoBHOTO CoBeta P®, a Takke HEKOTOPBIX CPEICTB MAcCOBOM MH(pOpManuu U 0OIIe-
CTBEHHBIX opranuzauuii: Pacnopsokenue Ilpesunenta PO ot 22 oxtabpsa 1993 r. // Co-
Opanue aktoB [Ipe3unenta u [lpaButensctBa PO. 1993, Ne 43 (25 okT.). Ct. 4091.

06 apxuBax Komurera rocynapctBenHoit 6e3omacHoctu CCCP: Vka3 Ilpe3unenrta
PC®CP or 24 asrycra 1991 r. Ne 84 // Benomoctu Che3na HapOJIHBIX JI€MyTaTOB
PC®CP u Bepxosnoro Coera PCOCP. 1991. Ne 35 (29 asr.). Ct. 927.

06 Apxuse IIpesunenta Poccuiickoii denepauun: Ykas Ilpesunenra PO ot 31 nexabps
1991 r. Ne 338 // Benomoctu Che3na Hapoaubix aemyratoB PCOCP u Bepxosaoro Co-
Beta PCOCP. 1992. Ne 3. (16 suB.). Cr. 95.

06 ApxuBHoMm ¢onne Poccuiickoit @enepanyu u apxuBax: OCHOBBI 3aKOHO/ATEIbCTBA
P® ot 7 mrons 1993 r. Ne 5341-1 // Benomoctu Che3na HapoHbIX nenyTtaTtoB PO u Bep-
xoBHoro Cosera P®. 1993. 19 asr. Cr. 1311.

006 obecrieueHNN COXPAHHOCTH TOKYMEHTOB IO IMYHOMY COCTaBY BBICBOOOKIa€MbIX pa-
OOTHHKOB B pe3yjibTaTe OOpa3oBaHMs, PEOPraHU3alMK M JUKBUIALNU FOPUIMUECKUX
mui: Pacniopsbxenue IlpaBurensctBa PO ot 21 mapta 1994 r. Ne 358-p // Cobpanue ax-
toB [Ipesunenta u [IpaBurenscta PD. 1994, No 13 (28 mapTta). Ct. 1048.
Oo6mepoccuiicknii KiraccupukaTop yrpasieHdeckoi rokymentamuu OK 011-93.

OK 001-2000: O6mepoccutickuii knaccupukatop ctanaaptos. M., 2000.

OK 007-93: Obmepoccuiickuii KitaccupuKkaTop NpeanpusTuii u opranuzanuii. M., 1993.
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30.

31.
32.

33.

34.

35.

36.

37.

38.

39.

40.

41.

42.

OK 016-94: O6mepoccutickuii knaccuduratop npodeccuii padboynx, MOJDKHOCTEH CITy-
XKalux U TapuQHBIX pa3psaoB. M., 1995.

OcHOBHBIE TIpaBUIIa Pa0OTHI BEAOMCTBEHHBIX apXxuBOB. M.,2001.

[lepeveHpb TUMOBBIX YIPaBIEHUYECKUX APXUBHBIX JOKYMEHTOB, 00pa3yIOIIUXCs B MPOLIEC-
ce JESITEIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPIraHOB MECTHOI'O CaMOYIIPABJIEHUS U Op-
raHu3alui, ¢ yka3aHHMeM CpOKOB XpaHeHus. [Ipunoxenue k npukasy MuHucTepcrsa
KynbTyphl Poccuiickoin @eneparuu ot 25 aBrycra 2010 r. Ne 558 Ilonoxenue «O Dene-
paJbHOM apXMBHOM areHTCTBE», yrBepxkJaeHHOM [locranosnenuem IlpaBurtensctBa Poc-
cuiickoit @enepanuu ot 17.06.2004 Ne 290.

[Tonoxenne O Enpuuoit cucreme Kkiaccupukanum ©  KOAWPOBAaHUS  TEXHUKO-
sxonomuueckoir nHpopmaruu (ECKK TOW) banka Poccun ot 19 uronst 2000 1. Ne 116-
IT.

[Tonoxenne 06 ApxuBHoMm ¢onne PD u Ilonoxenue o 'ocynapcTBeHHOW apXWBHON
ciyx06e Poccun: O6 yrBepxkaenuu - Yka3 [Ipesunenta PO ot 17 mapra 1994 r., Ne 552 //
Cobpanue aktoB IIpesunenta u IIpaButensctBa P®. 1994. Ne 12 (21 mapra). Cr. 878.
(pen. 01. 04. 96 Ne 460 u pen. 01.12.98 Ne 1447) // Cobpanue 3akoHomaTenbcTBa PO.
1996. Ne 15. Ct. 1575; Poccumiickas razera. 1998. 9 nexabpsi.

[Tonmoxxenne 00 YmpaBiieHUU HHPOPMAITMOHHOTO M JIOKYMEHTAIIMOHHOTO O0eCIeYCHHUS
[Tpesunenta PO: O6 yreepxkaenun - Yka3 [Ipesunenra P® or 15 anpens 1998 r.
[Toctanosnenue I'octakomcrara PO ot 05.01.2004 Nel, «O6 yTBepkaeHUH YHUPHUITUPO-
BaHHBIX ()OPM MEPBUYHON YUETHOH JOKYMEHTAIIMH MO YYETy Tpyla u ero oruiateny //C3
P®. 2004, Ne2, Cr.284.

[TocranoBnenue [IpaButenbctBa Poccuiickoit denepanuu "OO6 ynopsaodeHUH HU3TOTOB-
JIeHUs1, UCIIOJIb30BAHNUS, XPAHEHUSI U YHUUYTOXKEHHUS 1edyaTteil u OJIaHKOB ¢ BOCIIPOU3Be/ie-
HUEM rocyaapcrseHHoro repba Poccuiickoii @eneparun” ot 27 nexadps 19 Ne 1268.
[TocranoBnenue IlpaButensctBa PO «O pa3BuTuM €AMHONW CUCTEMbI KIacCUPUKALMU U
KOJIMPOBAHUST TEXHUKO-IKOHOMUYECKON U collMaIbHON HHpopManuu» oT 1 HosiOps 1999
r. Ne 1212 // Cobpanue 3akononatenscta PO. 1999. Ne 45. — Cr. 5434.

[TocranoBnenne Cosera Munuctpos CCCP «O mepax no yJnydlIeHHI0 apXUBHOTO Jieja B
CCCP» 25 uronst 1963 1. // OcHOBHBIE JeKpeTHI U TocTaHoBieHus... C. 32-35.
[Tocranonenne Cosera MunuctpoB CCCP ot 7 deBpans 1956 r. Ne 246 «O mepax no
YIOPSAAOYEHHUIO PEXUMa XPAaHEHHsI U JIy4IIEMY MCIIOJIb30BaHUIO apXHUBHBIX MaTEpHAJIOB
MHUHHCTEPCTB ¥ BeJOMCTB» // Bonpockl apxuBoBenenus. 1956. Ne 1.

[TocranoBnenne [IUK u CHK CCCP 00 ynopsiioueHHH apXHUBHOTO Jeja B HAPOJHBIX
KOMUCcapuaTax U LeHTpaidbHbIX yupexjaeHusx Coroza CCP. 5 ¢espans 1936 r. // Oc-
HOBHBIE JIEKpeThl U MOCTaHOBIEHHUS COBETCKOr0 MpPAaBUTEILCTBA [0 APXHWBHOMY €Ty
1918-1982 rr. M, 1985. C. 24-27. IlpaBuna opraHu3alii XpaHEHUs, KOMIUIEKTOBAHHUS,
yueTa U UCIOJIb30BaHus JOKyMeHTOB ApxuBHoro gonaa Poccuiickoit @enepanuu u 1py-
TMX apXUBHBIX JOKYMEHTOB B TOCYJAapPCTBEHHBIX U MYHULIUIAIbHBIX apXUBAX, My3€iX U
6ubnuorekax, opraHu3zauusax Poccuiickoil akageMuu HayK, YTBEp)KICHHBIE MPHKA30M
MunucTtepcTBa KyJabTypbl U MacCOBBIX KOMMYyHHUKauui Poccuiickoit @enepanuu ot 18
auBaps 2007 r. Ne 19.

ITP 50-733 -93. OcHOBHBIC MONIOKEeHHUST EUHON CUCTeMBI Kiaccu(DHUKAIMN U KOJIUPOBa-
HUSl TEXHUKO-DPKOHOMUYECKOW U COLMaIbHONU HH(GOpMauu U YHU(DUIIUPOBAHHBIX CUCTEM
JnokyMeHTanuu Poccutickoit @enepanuu.
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44,

45.

46.

47.

48.

49.

50.

51.

52.

53.
54.

55.

56.

57.

58.

59.

60.

61.

62.

63.

ITP 50-734-93. [IpaBuna o cranmaaptusanuu: [lopsmok pa3paboTKu 00IIEPOCCUUCKUX
KJIacCU(UKATOPOB TEXHUKO-3KOHOMUYECKOH 1 cormanbHoi uHpopmanuu. M., 1995.

[TP 50-735-93. IlpaBuna no crangaptuzanuu: [lonoxxeHne o BeJCHUH OOMEPOCCUIUCKUX
KJaccu(pukaTopoB Ha 0aze MHPOPMALMOHHO-BBIYMCIUTENBbHON ceT ['omkomcTara Poc-
cuu. M., 1995.

[TpaBuna BeneHUs U XpaHEHUs TPYAOBBIX KHUXKEK, M3TOTOBJIEHUS OJIaHKOB TPYHOBOU
KHIKKM M obecriedeHus: UMM padotopareneil (yrBepxaeHsl [locranosnenuem [IpaBu-
teabcTBa PD ot 06.02.2004 Ne 51).

P 50.1.008-96. PexoMeHnmaiuu 1o cTaHAapTU3aluM: MeTOauYecKue IOJIO0KEHHUs 10
BHeIpeHnto EqnHoii cucteMsl kiaccuukanuy 1 KOJUPOBAHUS TEXHUKO-IKOHOMUYECKOM
u couuansHoil mHpopmanuu (ECKK) B cucremy cbGopa m 00paboTku uH(pOpManuu
OpraHoB MECTHOTO camoyrtpasiieHus. M., 1996.

Co3nanue COBpeMEHHBIX apXMBHBIX UCTOYHHKOB Ha OCHOBE AU (epeHnpoBaHHOTO T0-
xoma: Metoauueckoe nocodue / geaepanpbHoe apxuBHoe areHTcTBo. BHUUJIAL. — 3-¢
u3n., crep. — M., 2007. — 128 c.

CocraBneHue apxMBHbIX omnuceid: Meronndyeckue pexkomeHgauuu / Pocapxus.
BHUNJAL. — M., 2005. — 141 c.

®enepanbubiii 3akoH «O0 apxuBHOM jene B Poccuiickoit deneparum» Nel25-D3 ot 22
okTs0pst 2004 T.

Denepanbublii 3akoH «O rocynapcTBeHHOW TanHe» oT 21 mronst 1993 r. Ne 5485-1 //
Poccuiickas razera. — 1993. — 21 centsops.

®enepanbHblii 3akoH «O0 uHbOpMaly, WHPOPMALMOHHBIX TEXHOJOTHSAX W 3allluTe
uHpopmanum» ot 27 utoins 2006 r. Ne 149-03.

@enepanbHblii 3ak0H «O0 0053aTEIBHOM 3K3EMIUISIpE JTIOKYMEHTOB» OT 29 nexadps
1994 r. Ne 77-@3.

O Denepanbublil 3akoH "O0 3nexkTporHOM moanucu" ot 06.04.2011 N 63-03
®denepanbHblit 3aK0H 0T 2 Mast 2006 roga Ne 59-D3 «O nopsike paccMoTpeHus ooparie-
Hul rpaxaad Poccuiickon @enepannm»

®enepanbHblil 3ak0H OT 22.10.2004 Ne 125-03 «O6 apxuHOM fene B Poccuiickoit Pe-
JepaLum».

®enepanbHblil 3ak0H 0T 27.07.2004 Ne 79-@3 «O rocynapCTBEHHON I'pa)IaHCKON
ciyxx6e Poccuiickoit @enepanum.

®enepanbhbiii 3ak0H OT 27.07.2006 Ne 152-03 «O nepcoHAIbHBIX JAHHBIX.
®enepanbHblil 3ak0H 0T 27.12.2002 Ne 184-D3 «O TEXHUYECKOM PETYIUPOBAHUI.
®enepanpubiit 3akoH 0T 29.07.2004 Ne 98-D3 «O kommepueckoi TaitHe» (B pen. Deje-
panbHOro 3akoHa ot 02.02.2006 Ne 19-®@3).

®enepalibHbIIl KOHCTUTYLUOHHBIHN 3aKk0H 0T 25.12.2002 Ne 2-®K3 «O I'ocynapcTBeHHOM
repbe Poccuiickoit deneparm

Vka3 I[Ipesunenta PO ot 06.03.1997 N 188 (pen. ot 13.07.2015) "O6 yrBepxknaenuu Ile-
peuHs cBeIeHUH KOH(HICHIIMAIBLHOI0 Xapakrepa"

[TepeueHb TUMOBBIX YIPaBIEHUYECKUX APXUBHBIX JOKYMEHTOB, 00pa3ymoIuXcs B MPOLec-
CE JEATEIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPIraHOB MECTHOT'O CaMOYIPABIIEHUS U Op-
raHU3aluil, C yKa3aHuEM CPOKOB UX XPaHEHUs, yTBEPKAECHHBIN NpuKa3zoM DenepanbHOro
apxuBHOTO0 areHrcTBa oT 20.12.2019 Ne236.

[TpaBuiia opraHu3any XpaHEHUsI, KOMIIJIEKTOBaHMs, y4€Ta U UCIOJIb30BaHUS JOKYMEH-
TOB apxuBHOro (onaa Poccuiickoit @enepanun U Jpyrux apXUBHBIX TOKYMEHTOB B Op-
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raHax roCy/JapCTBEHHOW BJIACTH, OpraHaX MECTHOIO CaMOYIIPABIECHUS M OpraHU3alMiX,
YTBEpXACHHbIE pUKa3oM MuHnucrtepersa KyabTypbl PO ot 31.03.2015 Ne526.

64. TOCT P UCO 15489-1-2019. Hanmonanehnsiii cranaapt Poccuiickoit @enepanuu. Cu-
CTeMa CTaHAapTOB MO HWH(pOpMAIMK, OMOIHMOTEUHOMY U H3JaTenbcKkoMy neny. Mudop-
Manus M JIOKyMEHTauus. YmnpasieHue JokymeHTamu. Yactb 1. IloHsaTus u npuHum-
nbl"(yTB. [Ipukazom Poccrangapra ot 26.03.2019 N 101-cT)

65. IIpuka3 PocapxuBa ot 11.04.2018 N 44 "O6 yrBepxxaeHuu [IpuMepHON HHCTPYKIIMH 110
JIEJIONPOU3BOJICTBY B rOCYJapCTBEHHBIX opranu3anusax” (3apeructpupoBano B MuHiocTe
Poccun 17.08.2018 N 51922)

66. ITpuka3 Pocapxusa ot 02.03.2020 N 24 "O6 yrBepxaenuu [IpaBui opranuzanum xpaHe-
HUS1, KOMIUIEKTOBaHHUS, y4eTa U UCIIOIb30BaHUs TOKyMEHTOB ApxuBHoro ¢onnaa Poccuii-
ckoil Penepanuu U Ipyrux apXMBHBIX JOKYMEHTOB B FOCYAapCTBEHHBIX U MYHUIIUIIANIb-
HBIX apXHBax, My3esx U OMONIMOTEeKax, Hay4HbIX opraHu3anusax" (3aperucTpupoBaHoO B
Munrocte Poccun 20.05.2020 N 58396)

r) lIporpammHuoe obecnneuenue u UHTepHeT-pecypcesl:

1. KomnsrorepHas cripaBodHast npaBoBas cucrema Koncynbrantllintoc [DnekTpoHHbIN pecypc]| —
Pesxxum noctyna: http://www.consultant.ru/about/

2. CnoBapb (pMHAHCOBBIX M IOPUANIECKUX TEPMHUHOB [ DIEKTPOHHBIN pecypc| — Pexxum mocryma:
http://www.consultant.ru/law/ref/ju_dict/?word

3. 'apant-Marauroropck. KommiekcHas nmpaBoBast nojajiep:xka [ DJIeKTpoHHbIH pecypc]| — Pe-
*xuM jgoctyna: http://www.garant-mag.ru/

4. ®epgepanbHas coyk0a rocyaapCTBEHHOM CTAaTUCTHKU. [ DIEKTPOHHBIHN pecypc]| — Pexum no-
cryna: http://www.gks.ru/

B nomomb cTyeHTaM peKOMeHAYITCS 0(pMIMAIbHbIE CAWTHI )KYPHAJIOB:

1. JlenompousBozacto - http://www.top-personal.ru/officeworks.html

2. Jlenonpou3BOCTBO U JOKYMEHTOO0OPOT Ha npeanpusatuu - http://www.delo-
press.ru/magazines/documents/archive/

3. VYmpasnenue nepconanom - http://www.top-personal.ru/

http://www.obd-memorial.ru
5. - npoext MuHoGopons! PO 1o cucremMaTtusanuy y4eTHBIX JaHHBIX U JIOKYMEHTOB O I0-

&

ruOnmx BonHax Bo Bropoit MupoBoii BoliHe 1 ociaeyonux KOHQINKTaX — apXUBHas
Oasa;

6. http://www.elar.ru — caiitT kopriopauuu «JIEKTPOHHBII apXUB» (PeCTaBpalys U OLU}-
POBKa apXUBHBIX JOKYMEHTOB, YCIYTH U 000pyI0BaHUE).

7. http://www.rusarhivs.ru — rocynapcteennsiii cait A® PO ¢ npencraBieHHbIME IEPHO-
JUYECKH OOHOBJISIEMBIMA HOPMAaTUBHBIMH aKTaMH, TOCTAHOBJIEHUSMH U METOJUYECKUMHU
MOCOOMSMHU 7S CIIELIMATIMCTOB B 00JIaCTH apXUBHOIO JIeJa.

2.1.5 Pekomenoauyuu 00y4aromumcsa no no020moeKe K 20cyoapcmeeHHomy IK3ameHy

TloaroroBka K TECTUPOBAHUIO

[Ipn moAroToBKe K TECTHUPOBAHUIO OO0Yy4alOIIEMYCsS PEKOMEHIYeTCs BHHUMATEIbHO H3Y-
YUTh CTPYKTYPY TE€CTa, OLICHUTh 0O0bEM BPEMEHHM, BBIACISEMOr0 Ha JaHHBIA TECT, YBUIETb, Ka-
KOr0 THIa 3aJaHus B HeM cojepxarcs. CiieyeT HauMHaTh OTBEYaTh HA TE BOIIPOCHI, B IPABUJIIb-
HOCTH pELICHUSI KOTOPBIX HET COMHEHMI, ITI0KAa HE OCTAHABIIMBAACH HA TE€X, KOTOPBIE MOTYT BbI-
3BaTh JOJTUE pa3ayMbs. Heo6Xo1umMo BHUMATEIbHO YMTATh 3a/1aHUS /10 KOHLA, HE MBITAsICh 1O~
HSTH YCJIOBHUS «II0 TIEPBBIM CJIOBAM» WJIM BBIIIOJHUB MOJ00HBIE 331aHUS B MPEIABIAYIINX TECTU-
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POBAHMSIX - 3TO MPUBOAUT K OIIMOKAM B CaMbIX JIETKHX BOIpocax. PekoMeHyeTcs MpomycTUTh
BOIIPOC, €CIM 00ydJarouiics He 3HaeT OTBETa UJIM HE YBEPEH B €r0 MPaBHIbHOCTH, YTOOBI TOTOM
K HeMy BepHYyTbCsl. Hy)KHO JyMaTh TOJBKO O TeKyllleM 3aiaHuu. Kak npaBuio, 3aaHus B TECTaX
HE CBS3aHBI JPYTr C JPYIOM HEMOCPEACTBEHHO, MMO3TOMY HEOOXOAMMO KOHIICHTPHPOBATHCS HA
JTAHHOM BOIIPOCE U HAXOJAUTh PELICHUs, MTOAXO0IAIINE UMEHHO K HeMy. O0y4Jaronuiics MOKeT He
UCKaTh Cpa3y MPaBWIbHBIA BAPUAHT OTBETA, a MOCIEAOBATEIbHO HCKIOYATh T€, KOTOPHIE SIBHO
HE NMOoAX0oAT. MeTo MCKIIFOUEHHUSI TTO3BOJISIET B UTOTE€ CKOHIIEHTPUPOBATh BHUMAHNE HA OJTHOM-
JBYX BEpOSTHBIX BapuaHTax. CielyeTr pacCUMTHIBATh BBIMOJIHEHHE 3aJaHUil Tak, 4TOObI OCTa-
JIOCh BpeMsi Ha IPOBEPKY U 10paboTKy. HeoOxonnmMo cBecT K MUHUMYMY IPOIECC YraIbIBaHUS
IIPABUJIbHBIX OTBETOB.

[Tpu moAroTOBKE K TECTUPOBAHUIO O0yYaroIEeMycs ClIeyeT He IPOCTO 3ay4yuBaTh, HEOO-
XOJJMIMO TOHATH JIOTHKY H3JI0)KEHHOTO MaTepHasia. ITOMY CIIOCOOCTBYET COCTaBIICHHE pa3Bep-
HYTOTO IJIaHa, TAaOIuIl, cxeM. Boiblryio moMoIls OKa3bIBaIOT OIMYOJIMKOBAHHBIE COOPHHUKH Te-
cToB, MHTEpHET-TpeHaxephl, MO3BOJIAIOIINE 3aKPENUTh 3HAHUS U MPUOOPECTH COOTBETCTBYIO-
1I1E ICUXO0JOTMYECKUE HaBBIKM CAMOPETYJISILIUUA U CAMOKOHTPOJIS.

[loAroToBKa K YCTHOMY OTBETY

Bo BpeMs OArOTOBKM K YCTHOMY OTBETY PEKOMEH]IYETCsl 3apaHee IpoyMaTh CTPYKTYPY

orBera. OTBET JJOJKEH COCTOATH U3 BCTYIUICHHSI, OCHOBHOM YacTH M 3akmoueHus. Ha nepByro u
MOCJICTHIOI YacTU JOJKHO YUTH 0K0j0 20% BpeMeHH, Ha OCHOBHYIO 4acTh - okosio 60%. B
Hayvajie OTBETa HEOOXOJAMMO MPUBJICYh BHUMaHUE dk3ameHaTopa. Creayer mapoit ppas 06o3Ha-
YuTh, 0 4€M OOyudaromuiics coOupaercs roBopuTb. OCHOBHAs 4acThb BCErJa IMOCBALIEHA KOH-
KpeTHoU mpobiieme. Ee ciemyer packpbITh 60jiee MOJIHO U PACCMOTPETh BOMPOC C Pa3HBIX CTO-
poH. He cnenyer roBoputs cioxHo. CHauana 10JKHA MPO3BYYaTh KirodeBas ¢pasa, 3aTeM - ap-
TYMEHTHI U nosicHeHus. Hajo ObITh HACTPOEHHBIM Ha TO, YTO MPEMNo/aBaTelb MOXET 3a4aTh BO-
POC ¥ HEe COUTHCA OT HEOKUAAHHOCTH. Y JAuHBIM TUANIOT ¢ MpernoiaBaTeieM MOKa3biBaeT 00y-
YAIOIIErocs ¢ JIy4illeld CTOPOHBI U TOBBIIIAET IIAHCHI HA XOPOIIYI0 OTMETKY. B 3akmtoueHuun
MO>XHO HCTIOJB30BaTh 0000IIAIINEe KOHCTPYKIMH. [Ipr ycTHOM OTBeTe peKoMeHIyeTcsl u30e-
raTh PEYEBHIX MITAMIIOB, IIA0JIOHHBIX BBIPAXKCHUM, CIICHTOBBIX W MOJIOJICKHBIX CJIOB. Takxke He
CJIeZlyeT YnoTpeOIsTh B pa3roBOpe CIIOBA, CMBICT KOTOPHIX 00YJarOIIUIiCsI HE TOYHO 3HAET. YBe-
PEHHOCTH B ceOe TTOMOXKET coOpaThCsl B TPYTHOUW CHUTYallUH, MCIIOIH30BaTh MOATOTOBKY ¥ CBOU
3HaHUSI, TOOUTHCS ycrexa.

PaGota ¢ yueOHO nuTepaTypoil (KOHCIIEKTOM)

[Tpu pabote ¢ nuTeparypoit (KOHCIIEKTOM) MPHU MOJATOTOBKE K HK3aMEeHY 00eIIaroIeMycs

PEKOMEHIYETCSL:

1. I[TonroroBUTH HEOOXOIMMYIO MHPOPMAIIMOHHO-CIIPABOUHYIO (CIOBAapH, CIIPABOYHUKH)
U PEKOMEH/IOBAHHYIO HAyYHO-METOAUYECKYIO JIUTepaTypy (y4eOHHMKH, ydeOHbIe TTOCOOMs) s
MOJIyYEHUS UCUEPIBIBAIOIINX CBEICHUHN N0 KaKJOMY 3K3aMEHAIlMOHHOMY BOIIPOCY.

2. YTOYHUTH HAJTUYME COJIEp’KaHus U 00beM MaTepuasa B JEKIUAX U yueOHOU nuTepa-
Type AJIsl PacKpbITHsI BOIIPOCA.

3. JlomomHUTh KOHCIIEKTHI HeaocTarommeld nHpopMalmend mo OTJIeNbHBIM aclekTam, 0e3
KOTOPBIX HEBO3MOJKEH IOJIHBIN OTBET.

OcCHOBHBIE BU/IbI CUCTEMATU3UPOBAHHOMN 3aIIMCU POYUTAHHOTO:

— aHHOTHUPOBAHME — MPEAETHLHO KPAaTKOE CBSI3HOE OMMCAaHNE MPOCMOTPEHHOM W MPOYH-
TaHHOM KHWIU (CTaThH), €€ COJepKaHusl, ICTOYHUKOB, XapaKTepa U Ha3HAUEHUS;

— IJIJAaHUPOBaHUE — KpaTKas JIoTh4YecKkasi OpraHu3ains TeKCTa, pacKpbIBaroIas coaepKa-
HUE U CTPYKTYpPY U3y4aeMoro Matepuania;
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— TE3UPOBAaHUE — JIAKOHWYHOE BOCIPOM3BE/IEHUE OCHOBHBIX YTBEPXACHUN aBTOpa 0e3
MPHUBJICYCHUS (PAKTUIECKOTO MaTepHana;

— LUUTUPOBAHUE — JJOCJIIOBHOE BBINTMCHIBAHUE U3 TEKCTa BBIIEPIKEK, U3BJICUCHHM, HAOO-
Jiee CYIECTBEHHO OTPAXKAIOIIMX Ty UM UHYIO MBICIIb aBTOPA;

— KOHCHEKTUPOBAHUE — KPATKOE M IMOCJIEIOBATEILHOE M3JIOKEHUE COACPIKAHUS MPOUHU-
TaHHOTO.

4. PacripeenuTh BeCh MaTepuall Ha 4acTU C YYETOM HX CIOXHOCTH, COCTaBUTH Tpaduk
MOJTOTOBKU K 9K3aMEHY.

5. BHUMAaTeNbHO MPOYUTATh MaTepuai KOHCIEKTa, y4eOHHKA WM APYroro MCTOYHHKA
uH(pOpMAIIH, C 1ENbI0 YTOYHCHUH OTACIBHBIX MOJIOKCHHI, CTPYKTYPUPOBaHUS WH(GOPMAIIUH,
JIOTIOTHEHUS Pab0YHX 3aITUCEH.

8. IIoBTOpHO MPOYUTATH COACPKAHKME BOMPOCA, MPOITYCKask WM OETI0 MPOCMaTpUBast T
4acTH MaTepuala, KOTopble ObLIM YCBOCHBI HA MPEAbLAYIIEM dTalle.

9. IIpounTtats emnie pa3 MaTepuai ¢ YCTAHOBKOW Ha 3allOMHHAHHE. 3alIOMUHATh CIEAYEeT
HE TEKCT, a €r0 CMBICII U €ro JIOTUKY. B mepByro ouepens He00X0[UMMO 3alIOMHUTH TEPMHHBI, OC-
HOBHBIE OTpEIeNICHNUs, TOHSITHS, 3aKOHbI, IPUHIUIIBI, aKCHOMBI, CBOMCTBA M3Y4aeMbIX MPOIIEC-
COB M SIBJICHH, OCHOBHBIE BJIHSIONINE (PaKTOPbI, UX B3aUMOCBA3H. [107€3HO COCTaBIATH OIMOpP-
HBIC KOHCIICKTHI.

10. MHOTOKpaTHOE MTOBTOPEHHE MaTepualia C MOCTENEHHBIM «C)KUMAaHHEM» €ro B 00beMe
CIOCOOCTBYET XOPOLIEMY YCBOEHUIO U 3alIOMUHAHUIO.

11. B mocneanuii 7eHb MOATOTOBKU K 3K3aMEHY CJIEIYyeT POrOBOPUTH KPATKUE OTBETHI
Ha BCE BOIIPOCHI, a HA T€X, KOTOPbIE BHI3BIBAIOT COMHEHHSI, OCTAHOBUTECH OoJiee OIpOOHO.

3. Ilopsiaok MOATOTOBKY M 3AIIUTHI BHINYCKHON KBAJIN(PUKAIMOHHOH padoThI

BrimonHeHnne W 3ammTa BBITYCKHON KBaJTH(HUKAIMOHHON pabOThI SBISETCS OJHON W3
($hopM rocyIapCcTBEHHOM UTOTOBOM aTTECTAIlUH.

[Ipy BBINOJIHEHUM BBIMYCKHOM KBaJIM(HUKALMOHHON paboThl, 00ydaromuecs: JOJIKHBI
[I0Ka3aTh CBOM 3HAHMUSI, YMEHHUS U HaBBIKM CAMOCTOSITENIBHO PEIIATh HA COBPEMEHHOM YPOBHE
3a/1a4M cBOed Mpo(ecCUOHAIbHON JesTeNbHOCTH, MPO(hecCHOHANBHO U3JIaraTh ClielualbHYI0
UH(OPMAIUIO, HAYYHO apryMEHTHUPOBATh U 3aIIMIIATh CBOIO TOUKY 3PEHHS.

OOyuaromiyii, BEITOIHSIONUI BRITYCKHYIO KBATU(PHUKAIIMOHHYIO paboTy J0JKEH MOKa3aTh
CBOIO CITOCOOHOCTh U YMEHHUE:!

— OIpeAeNsaTh U POPMYIUPOBATH IPOOIEMY UCCIIEI0BAHUS C YIETOM €€ aKTyalbHOCTH;

— CTaBUTb LIETTU MCCIIE0BAHUS U ONPEAEIATh 3aa4i, HEOOXOAUMBIE JIUISl UX JOCTHIKECHMUS,;

— aHAJIM3UPOBATH U 0000IATh TEOPETUUYECKUN U AMIMPUUYECKUN MaTepuai Mo TeMe Ucclie-
JIOBaHMsI, BBISBIIATH IPOTUBOPEYHS, JEJIaTh BBIBOJBL;

— IIPUMEHATH TEOPETUYECKHUE 3HAHUS ITPU PELICHNN IPAKTUYECKUX 3a7a4;

— JleNnaTh 3aKII0YEHHe M0 TeMe HCClIe0BaHMs, 0003HauaTh MEPCIEKTUBBI AaJbHEHIIEero
M3YYEHHUS UCCIIEyEMOI0 BOIIPOCa;

— 0opMIIATH padOTy B COOTBETCTBUH C YCTAHOBJIEHHBIMHU TPEOOBAHUSIMU;

— y4acTHE B TEOPETUYECKHUX pa3pabOTKax B 00JacCTU JTOKYMEHTOBEACHUS U apXHBOBEJE-
HUS;

- aHanu3 UHGOPMAIIMOHHBIX MMOTOKOB U MH(GOPMAIIMOHHOTO B3aWMOJIEUCTBUS B OpraHHU3a-
o1,

- aHanu3 MoTpeOHOCTEN B ONEPATUBHON M PETPOCIEKTUBHOM MH(pOpMalKH, ONpeaesieHue
METO/I0B M CITIOCOOOB MX YAOBJIETBOPEHUS;
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- ydacTue B MPHUKIATHBIX pa3pabOTKax MO CO3/aHUI0 CUCTEM JTIOKYMEHTAIIMOHHOTO o0ec-
MEYCHUS YIpaBIIeHUs, YHU(DUKAINH, CTAaHAAPTU3AIMN JOKYMEHTOB, a TakKe€ B OOJIACTH apXUB-
HOT'O JIeTIa;

- y4acTue B MPOCKTUPOBAHWH U BHEJIPECHUU aBTOMATH3UPOBAHHBIX CHUCTEM JOKYMEHTAI[U-
OHHOTO OOecCHedYeHHUsl YyNpaBieHUs (CUCTEM 3JIEKTPOHHOTO JOKYMEHTOO0OOpOTa) M apXUBHOIO
JIeJIa Ha CTa/IUSIX TIOCTAHOBKY 33/1a4 U OLEHKH UX MPUMEHEHHUS B YCIOBUSAX KOHKPETHOU Opra-
HH3ALHH;

- ydactue B pa3paboTke HOPMAaTUBHO-METOJAMYECKUX TOKYMEHTOB, aKTOB (TIpaBUJI, IEepeU-
Hel JIOKYMEHTOB, TOJIO)KCHUH, HHCTPYKIIUH, KIacCH(PUKATOPOB, Tabene mpuMeHseMbIx (Gopm
JIOKYMEHTOB H) IO IOKYMEHTAIIMOHHOMY OO€CIICUCHHIO YIIPABJICHUS U apXUBHOMY JICTTY;

- TIOJIFOTOBKA JOKYMEHTAJIBHBIX MYOJUKAIIMI M CIIPABOYHO-TTOMCKOBBIX CPEJCTB K apXHB-
HBIM JJOKyMEHTaM;

- y4acTHE B BHICTABOYHO-PEKIIAMHOM JCSITEIHHOCTH;

-TIOJITOTOBKA CIPABOYHO-TIONCKOBBIX CPEJICTB;

- cocTaByieHHE pedepaToB M co3qaHue OMOMHorpadguu 1Mo TeMaTUKe MPOBOJUMBIX HCCIIE-
JIOBaHWM;

- y4acTHe B COCTaBJICHHH OTYETOB MO HAYYHO-UCCIIEIOBATENLCKON U METOJUYECKON pado-
TC;

- BHEJIPEHHE U SKCIUTyaTalusi aBTOMaTHU3UPOBAHHBIX CUCTEM B JIOKYMEHTAllUOHHOM 00ec-
MICYCHUHN YIIPABJICHHS M aDXUBHOM JIEJIe, BKJIFOYAs CUCTEMBI JIEKTPOHHOTO JJOKYMEHTO000POTA;

- BBIMIOJIHEHUE OTEpalnii 0 CO3aHUI0 U 00pabOTKe TOKYMEHTOB;

- y4acTHe BO BHEIPCHUHU M IKCIUTyaTallMd WHPOPMAIIMOHHBIX TEXHOJOTHH, UCIIOIb3YEMBIX
B JJOKYMEHTAI[MOHHOM O0ECIIeYeHIH YIIPABICHUS U apXUBHOM Jielie (CKaHUPOBaHUE);

- BEJICHUE CPOKOBOT'O KOHTPOJISI UCTIOJTHEHHSI JOKYMEHTOB;

- o0ecrieueHre TEKYIIEro XpaHEeHUs JOKYMEHTOB, MOATOTOBKA JeN JJis Mepeiayu Ha ap-
XUBHOE XpaHCHUE;

- CO3/IaHH€ U BEJICHUE CIPABOYHO-TIOMCKOBBIX CPEACTB K JIOKYMEHTaM B MH()OPMAaIMOHHO-
JIOKYMEHTAITMOHHOM OOECIICYCHUH YIIPABJICHUS M apXWBHOM Jiejie (HOMEHKJIATypa Jes, OIHCH,
MyTEeBOAUTENH, 0030pbl, KaTanoru, 0a3bl JaHHBIX);

- y9acTHe B TEXHOJOTUYCCKUX dTanax paboTel (peepaabHbIX apXUBOB, apXUBOB CYOBEKTOB
denepanuu 1 MyHUIIUTATBEHBIX APXUBOB M0 OCHOBHBIM HAIIPABJICHUSAM UX JESTEIbHOCTH;

- paboTa 1o 00ecrneyeHn0 COXPAaHHOCTH JOKYMEHTOB Ha Pa3HbIX HOCUTEIIAX;

- paboTa Mo KOHCEepBallUK U PeCcTaBpaIliy TOKYMEHTOB.

3.1 lloaroToBHUTEJBHBIIH 3TANl BHINOJHEHHS BLINYCKHOH KBAIN(pUKALIMOHHON PaboThI
3.1.1 Boioop memot 6b1nyCKHOU KEANUPUKAUYUOHHOU PAdOMbl

OOyyaromuiicss CaMOCTOATENbHO BBIOMpAaeT TEMy M3 PEKOMEHAYEMOTO MEepeyHs TeM
BKP, npencrasiennoro B nmpuioxkenuu 1. O0ydarommuiics (HECKOIbKO 00y4YarouXcs, BHIITOJ-
ustoux BKP coBMecTHO), M0 MUCEMEHHOMY 3asIBJICHUIO, UMEET MPABO MPEATIOKUTH CBOIO Te-
My JUISl BBIITYCKHON KBalU(UKAIIMOHHOU paboThl, B cay4yae ee 0OOCHOBAHHOCTU U 11€Jec000-
pa3HOCTH ee pa3pabOTKH Ui MPAaKTUYECKOTo MPUMEHEHHs B COOTBETCTBYIOLIEH o0nacTu mpo-
(dheccroHaTBHOM NESITEIbHOCTH WM Ha KOHKPETHOM 00BEKTe MPO(ECCHOHABHOMN AesTEIHHO-
ctu. YtBepxkaeHue teM BKP u HazHaueHne pyKoBOAMTENS YTBEPKAAETCS MPUKA30M IO YHU-
BEPCHUTETY.

3.1.2 @ynkyuu pykoeooumens 6blnyCKHOU K6AIUPUKAYUOHHOU padombl

JI71s HOITOTOBKY BBIMTYCKHOM KBaJIM(UKAIIMOHHOW paboThl 00ydaroleMycsi Ha3HauaeTcs
PYKOBOIUTENb U, IPH HEOOXOAUMOCTH, KOHCYJIbTAHTHI.

PykoBogutens BKP momoraer obyuaromemycsi cpopMynupoBath 00BEKT, IPEIMET HC-
CJIEZIOBAaHUS, BBIIBUTh €0 aKTYaJIbHOCTh, HAyYHYIO HOBU3HY, pa3paboTaTh IJIaH HCCIeI0Ba-
HUS; B IIpoLiecce paboThl MPOBOIUT CUCTEMATUUYECKHUE KOHCYIIbTAIUH.
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[ToaroroBka BKP oOy4aronumcst 1 oT4eT mepes; pyKOBOJAUTENIEM PeaTu3yeTcs COrIacHO
KajeHaapHoMy rpaduky padbotsl. Kanenaaphsiit rpaguk paboTsl 00ydaromerocst CocTaBisieTcs
Ha Bech nepuo BeimosHeHust BKP ¢ ykazanuem ouepeTHOCTH BBIIOTHEHUS OTJCIBHBIX 3TAlOB
U CPOKOB OTYETHOCTH T10 BBIIIOJHEHUIO PAOOTHI MIEPe] PYKOBOIUTEIEM.

3.2 TpeGoBaHus K BbIIYCKHON KBAJIH(UKALMOHHOMH padoTe

[Tpu mOATrOTOBKE BBHIMTYCKHON KBaTU(HUKAIIMOHHON pabOThl 00yJaromuiicss pyKOBOACTBY-
€TCS METOJWYECKHMMHU YKa3aHUSMHU CM.IPWIOKEHUE |. M JIOKAIbHBIM HOPMAaTHUBHBIM aKTOM
yauBepcuteta CMK-O-CMI'TY-36-20 BrimyckHas kBanu@uKalmoHHAs padoTa: CTPYKTYpa,
coJiepKaHue, 00Ie MpaByiIa BBHITIOTHEHUS B OPOPMIICHHSL.

3.3 Ilopsaok 321U THI BHIMYCKHOM KBAJTH(PUKAIMOHHON padoThI

3akoHYEHHAas BBITYCKHAs KBaTM(PHUKAIMOHHAs paboTa OJHKHA MPOMTH MpOLeaypy HOp-
MOKOHTpOJISI, BKJIIOUasi IPOBEPKY Ha 00bEM 3aMCTBOBAaHUM, a 3aTEM NPEACTABIEHA PYKOBOIU-
TEN0 1711 0pOPMIIEHUSI TUCBMEHHOIO OT3bIBA.

BeinmyckHast kBanu¢ukauonHas paboTa, NoJANMcaHHas 3aBeyolumM Kadenpoi, nmero-
I1asi PELeH3HI0 U OT3bIB PYKOBOAUTEIS pabOThI, JOMYCKAETCs K 3aIlUTE U MepeaeTcs B rocy-
JAPCTBEHHYIO YK3aMEHALIMOHHYIO KOMHMCCHIO HE MO3/IHEE, YEM 3a 2 KaJICHIAPHBIX JHS 10 JaThl
3alMUThI, TAKXKe paboTa pa3MeIlaeTcs B JIEKTPOHHO-0MOIMOTEeYHON cCCTeMe YHUBEPCUTETA.

OObsBICHHE O 3alIMTE BBHITYCKHBIX Pa0OT BBIBEIIMBACTCA Ha Kadeape 3a HECKOIBKO
JHEN JI0 3aIlUTEL

3amuTa BBITYCKHOM KBaIM(DPUKAIIMOHHOM pabOThl MPOBOAMTCS Ha 3aceJaHUM rocyaap-
CTBEHHOH IK3aMEHAIIMOHHON KOMHCCUHU W SIBJISCTCS MyONWYHON. 3amiura OZHOM BBITYCKHON
paboThl He donxcna npesviuiams 30 munym.

st cooOuienus oOyuatomemMycs npepocrasisercs ve donee 10 munym. CoobuieHue 1no
conepxkanuto BKP compoBoxzaaercs HeoOXOAMMBIMHM IpadUuecKUMU MaTepHalaMu H/UIH
npe3eHTanuei ¢ pa3aarounbiM Matepranom ais uieHos 'OK. B I'OK moryt 6b1Th npeacTas-
JIEHBI TAK)KE JPYTMe MaTepuasbl, XapaKTepU3YIOIIHE HAYUYHYI0 U IPAKTUYECKYIO LIEHHOCTb
BbINToTHEHHONM BKP — negaTtHblie ctatbu ¢ yyactueMm BolTyckHUKa 1o TeMe BKP, nokymeHTsl,
yKa3bIBawIIMe Ha mpakTuueckoe mpuMenenne BKP, makeTsl, 00pa3isl MmaTepuaioB, U3AeIui
U T.IL

B cBoeM BbICTyIUIEHNH 00YUaIOLIUICS TOKEH OTPa3UTh:

— coziepKaHue MPoOJIeMBbl M aKTYalIbHOCTh MCCIIeIOBAHNUS;

— 1eJb ¥ 3371a44 MCCIIEJOBaHU;

— 00BEKT U MpeIMET UCCIIe0BAHMUS;

— METOJMKY CBOET'O UCCIIEIOBAHNUS,

— IIOJIy4EHHBIE TEOPETHYECKUE U MPAKTUYECKUE PE3YIIBTATHI UCCIIEI0BAHMS;

— BBIBOJIBI U 3AKJIFOYCHUE.

B BbICTymIEHUY AOKHBI OBITH YETKO 0003HAUEHBI PE3yNbTaThl, MOITYYEHHBIE B XO/I€ UC-
CJIEIOBAHMSI, OTMEUYEHA TEOPETUYECKASI U MMPAKTHYECKask HEHHOCTh MOJYYEHHBIX PE3yJIbTaTOB.

[To oxoHUaHMM BBICTYIICHHS BBITYCKHUKY 33/1al0TCS BOIPOCHI 0 TeMe ero padoTsl. Bo-
IIPOCHI MOTYT 3aJ1aBaTh BCE NIPUCYTCTBYIOLME. Bce BOIPOCH TPOTOKOIUPYIOTCS.

3areM CI0BO MPEAOCTABIISIETCS HAYYHOMY PYKOBOJUTENIO, KOTOPBIN JA€T XapaKTEpUCTH-
Ky pa0otsl. [Ip1 0TCYyTCTBUU PyKOBOJIUTENSI OT3bIB 3aUNTHIBAETCS OAHUM M3 wieHoB ['OK.

[Tocne 3TOTro BBHICTYNAET PELEH3EHT WM PELIEH3US 3aUUThIBAETCA OJHUM U3 uwieHoB ['DK.
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3acnymaB oQULIHATIBHYIO PELEH3UI0 CBOEH pabOThl, CTYACHT JOJKEH OTBETUTh Ha BO-
MIPOCHI U 3aMEUaHUs PELCH3CHTA.

3areMm npencenarens ['OK nmpocuT npucyTcTBYOUMX BBICTYIUTH 110 CYIIECTBY BBITYCK-
HOW KBaTM(PHUKAIMOHHON paboThl. BHICTymIeHHsS 4IEHOB KOMHUCCHM M NMPHUCYTCTBYIOIIMX Ha
3amuTe (10 2-3 MUH. Ha OJJHOTO BBICTYIAIOIIETO) B TIOPSIKE CBOOOTHOM AUCKYCCUU U OOMEHA
MHEHUSIMU HE SBIISIOTCA 00S3aTE€NbHBIM AJIEMEHTOM IPOLEAYPHl, TIO3TOMY, B CIy4ae OTCYT-
CTBUS )KENAIOUINX BBICTYIUTh, OH MOXET OBbITh OMYIIICH.

[Tocne auckyccuu 1Mo Teme padoThl CTYACHT BBICTYNAET C 3aKIIOYUTEIbHBIM CIOBOM.
OTHKa 3alIUTHl TPEINUCHIBAET MPU ATOM BBIPA3UTh OJIATOJAPHOCTh PYKOBOJUTENIO U PELICH-
3€HTY 3a MPOoJieJIaHHYI0 padoTy, a Takxke uieHaMm ['OK u Bcem npuCyTCTBYIOIIUM 3a BHUMAaHHUE.

3.4 Kpurepum olleHKH BBINYCKHOI KBaIN(QUKALNOHHONH padoThI

Pesynbrarel 3amurel BKP onpenensrorcss oneHKaMu: «OTIMYHO», «XOPOILIOY, «yAOBIIE-
TBOPUTEIILHOY, HEYJIOBJIETBOPUTEIBHO» U OOBSBIISAIOTCS 6 0€Hb 3auiUnbl.

Pemenue o0 oneHke npuHUMaeTCs Ha 3akpbIToM 3aceganuu I'OK 1o okoHuaHuu npoiie-
Jyphl 3alIUThl BCEX pabOT, HAMEUEHHBIX Ha AaHHoe 3acenaHue. [lns ouenku BKP rocynap-
CTBEHHAas 9K3aMEHAIlMOHHAsl KOMUCCUSI PYKOBOJICTBYETCSI CIEAYIOIUMU KPUTEPUSMU:

— aKTyaJIbHOCTb TEMBI;

— HAYy4YHO-IIPAKTHUYECKOE 3HAYEHUEM TEMBI;

— KayecTBO BBINOJIHEHHs pabOThI, BKIIOYAs JIEMOHCTPALMOHHBIE U IPE3EHTAL[IOHHbIE
MaTepHaJbl;

— COJEPIKATEIIBHOCTD I0KJIa/la ¥ OTBETOB Ha BOIIPOCHI;

— YMEHUE IPECTaBIATh paboTy Ha 3aIlIMUTE, YPOBEHb PEUEBON KYJIbTYPHI.

OreHka «0TJAMYHO» (5 6alIoB) BBHICTABISETCA 32 TNTyOOKOE PACKPBITHE TEMBbI, TIOJTHOE BbI-
MOJIHCHHUE TMOCTaBJICHHBIX 3aJa4, JJOTUYHO H3JIOKEHHOE COoJIepKaHUe, KaueCTBEHHOE OodopmIie-
HUE paboThI, COOTBETCTBYIOIIEE TPEOOBAHUAM JIOKAIBHBIX aKTOB, BBHICOKYIO CO/AEPKATEIHLHOCTh
JIOKJIaJa M JAEMOHCTPALlMOHHOTO MaTrepuania, 3a pa3BepHYThIE U MOJHBIE OTBETHl HAa BOIPOCHI
yineHoB ['DK;

Onenka «xopomo» (4 6aiia) BHICTABISETCA 3a MOJTHOE PACKPBITUE TEMBI, XOPOILO Mpopa-
06oTaHHOE cojiep)kaHue 0e3 3HAUUTENIbHBIX POTUBOPEUHiA, B 0(OPMIIEHUH pabOThl HUMEIOTCS He-
3HAYUTEJIbHbIE OTKIOHEHHS OT TpeOOBAHUH, BBICOKYIO COJEpPXKATEIbHOCTh JIOKJIAZa U JEMOH-
CTpallMOHHOI'0 MaTepuaa, 3a HeOOJbIINe HETOYHOCTH IIPHU OTBETaX Ha Bonpockl wieHoB ['OK.

OreHka «y/A0BJIeTBOPUTEIbHO» (3 Oansa) BBICTABISIETCS 3@ HEMOJIHOE PACKPHITHE TEMBI,
BBIBOJIOB U MPENTIOKEHUN, HOCALINX OOLIMIA XapakTep, B opopMieHnn paboThl UMEIOTCS HE3HA-
YUTENIbHbIE OTKJIOHEHUS OT TPeOOBaHUM, OTCYTCTBUE HATJISIHOTO MpPEJCTaBIeHUs pabOThl U 3a-
TPYJAHEHHUS PU OTBETaX Ha BOonpockl wieHoB ['OK.

OreHKa «Hey/10BJI1eTBOPUTEJbLHO» (2 Oaluia) BHICTABISETCS 3a YACTUYHOE PACKPBITUE Te-
MBI, HEOOOCHOBAHHBIE BBIBOJIBI, 3a 3HAUUTEJIbHBIE OTKJIIOHEHHUSI OT TpeOoBaHUN B 0)OPMIICHUU U
IpeCTaBICHUN PadOThl, KOTJla 00yYarOIMICs JTOMYCKAeT CYIECTBEHHbIE OMIMOKU MpPU OTBETE
Ha Bonpockl uieHoB [ OK.

OreHka «HeyA0BJIeTBOPUTEIbHO» (1 6a1) BHICTaBIsSETCS 32 HEOOOCHOBAHHBIE BBIBOJIBI,
3a 3HAYUTEJIbHbIE OTKJIOHEHHS OT TpeOOBaHUI B 0)OPMIIEHUHU U NPEACTABICHUN PaOOThI, OTCYT-
CTBHE HaIJIAHOTO MpEeACTaBICHUs padOThl, KOI1a 00yJarouiicss He MOKET OTBETHTH Ha BOIIPO-
cel wieHoB [ OK.
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OLEHKH «OTIMYHO», «XOPOILIO», «YJOBIETBOPUTEIBHO)» O3HAYAIOT YCIEIIHOE MPOXO0XKIe-
HUE IOCYapCTBEHHOI'O aTTECTAllMOHHOIO HCIIBITAHUSA, YTO SIBJSIETCSI OCHOBAHUEM [UISl BbIIauu
o0yyarolieMycsi JOKYMEHTa O BBICIIIEM 00pa30BaHUM U O KBaJH(UKaIMKU 00pasiia, yCTaHOBJICH-
Horo MuHucTepcTBOM 00pa3oBaHus U Hayku Poccuiickoii @eneparui.
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[Tpunoxenue 1

IIpumepHbIii NepeyeHb TeM BbIMYCKHBIX KBAJTU(PHUKAIHOHHBIX padoT

10.
11.

12.

13.

14.

15.
16.
17.
18.
19.

20.

CoBeplIeHCTBOBAHNE HOPMATUBHO-METOJMUYECKOW 0a3bl OpraHu3aluu IHOCpen-
CTBOM pa3pabOTKH UHCTPYKIMHU IO J€JI0NPOU3BOCTBY.

[TpoduakTuka XUIIEHUS! apXUBHBIX JOKYMEHTOB B OPraHU3AIUSX.

Crieruduixa opranuzanuy oGpopMIIeHHs MaclopToB rpaxaanuH Poccuiickoit ®ene-
panuy ¢ UCIOJIb30BaHUEM MH(POPMALMOHHONW CHCTEMBI «JJIEKTPOHHOE MPABUTEIb-
CTBOY.

CoBepuieHcTBOBaHHE PAa0OThl C MEPCOHAIbHBIMHM JAHHBIMU TIpaXKJaH B OTAENE
3AIC.

OnTumuzanus paboThl ¢ apXUBHBIMHM JOKYMEHTaMHU U JIOKyMEHTHOH MH(OpMaIu-
ell, cofepaKallell IEpCOHANIbHBIC JaHHBIE.

AnHanu3 10KyMeHT0000pOoTa U pa3paboTKa MPeUI0KEeHUN MO €ro COBEpIIEHCTBOBA-
HUIO B OpraHu3alusx.

CoBepIlIeHCTBOBAaHUE OpraHU3allMy apXUBHOI'O XpaHEHMsI JOKYMEHTOB Ha Mpel-
HOPUITHH.

CoBeplIeHCTBOBaHNE OPTaHU3ALMH JISJIONPOU3BOACTBA IO OOPALIEHUAM I'PaX]aH B
OpraHax MECTHOI'O CaMOYIIPAaBJICHUS.

3amyTa apXUBHbBIX JOKYMEHTOB OT OMOIOBPEXICHUH.

AHanu3 CUCTEMBI YIIPABJICHUS JOKYMEHTAaMU B OPTaHU3aLMSIX.

OcoOeHHOCTH OpraHu3anus JEJIONPOU3BOJICTBA HA MPEANPUATHUAX, BHEAPSIOLIUX
CUCTEMY MEHEPKMEHTa KaueCTBa.

Opranuzanys TEKyLEro XpaHEeHUs M MOJArOTOBKAa K apXWBHOMY XPAHEHHIO JIOKY-
MEHTOB B COOTBETCTBUU C MEKYHAPOJIHBIMU CTaHAAPTaMHU.

Nnentuduxanuss HOPMaTUBHOM Cpebl MO YINPABIECHUIO TOKYMEHTAaMU B HEKOM-
MEPUYECKUX OPTaHU3ALHUAX.

Criernduka opraHu3anus TEKyIIEro XpaHeHus JTOKyMEHTOB o pabore ¢ oOpaiie-
HUSIMM TPaX/1aH B OPraHU3aIUAX, OCYLIECTBISIONIMX MyOJUYHO 3HAUYUMBbIE (PYHK-
L1U.

TepMuHoIOrHyecKass TOYHOCTh B pa3pabOTKe JIOKAIbHBIX AKTOB IO YIPaBICHUIO
JIOKYMEHTaMH KaK yCJIOBHE UX ayTEHTUYHOCTH U JIOCTOBEPHOCTH.
CoBeplilieHCTBOBaHHUE MPOIIECCOB PETUCTPALIUY JOKYMEHTOB B KOHKPETHON OpraHu-
3aluu.

Pa3pa0boTka HHAMBUYaNbHON HOMEHKJIATYPHI Je]l OpraHU3aliH.

Pa3paboTka HHCTPYKIIMHU O AETONPOU3BOICTBY KOHKPETHOW OpTraHU3aI|H.
Pa3zpa0oTka JOKaJbHBIX aKTOB IO PacHpeAe]IeHUI0 OTBETCTBEHHOCTHU 3a JENIONpPO-
W3BOJICTBO B OpraHU3aliy.

AKTyanbHble TPOOJIEMBI JETONPOU3BOICTBA B POCCUMCKUX HAYYHO-TIPAKTHUECKUX
KypHanax u popymax cetu HTepHer
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METOINYECKUE PEKOMEHJIAIIMU [TO HAITUCAHUIO
BBIITYCKHOM KBAJIM®UKAIIMOHHOM PABOTBI
1O HAIIPABJIEHUIO ITOJIIOTOBKH 46.03.02 JOKYMEHTOBE-
JEHUE U APXUBOBEJIEHUE

CocraBurens — noneHT kadenpsr [I0Ou]] Auapeena C.JI.
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TEPMUWHBI, OITPEJEJIEHMA 1 COKPAILIEHU A

B meroanuecknx peKOMEHAAIUSAX HCIOIB3YIOTCS CIEAYIOIINE TEPMHUHBI C
COOTBETCTBYIOIIIMMU ONIPEACICHUSIMH:

— BBINYCKHAsl KBaJU(UKANMOHHAsE padoTa — caMOCTOsITeNbHAs padoTa
BBIMYCKHHMKA BBICIIETO y4e€OHOTO 3aBEJICHUS HA 3aBEpIIAIOIIeM 3Tare oOydeHus,
OTHOCALIASICA K OCHOBHBIM CPEACTBAM HWTOTOBOM aTTECTAlMU AUILUIOMHUPOBAHHOTO
OakasnaBpa;

— UTOr0Basi TOCYIapPCTBEHHAS ATTECTALMS — KOHTPOJIbHBIE MEPOIIPUATHSA,
MIPOBOJIUMBIE TIOCJIE OCBOEHUSI BBITYCKHUKOM BBICIHIETO Y4eOHOIO 3aBEJCHHS OC-
HOBHOU 00pa30BaTEIbHON MPOTrpaMMBbl B MOJHOM 00BEME C LIETBI0 YCTAHOBJICHUS
YPOBHSI €ro MOJArOTOBJICHHOCTH K BBIMOJHEHUIO MPO(EeCCUOHANBHBIX 3a/1a4 U CO-
OTBETCTBUS €0 MOJTOTOBKH TPEOOBAHMIM TOCYAAPCTBEHHOTO (MK (eepaIbHOro
roCyJ1apCTBEHHOTO) 00pa30BaTEIBLHOIO CTAHIAPTA U MOTPEOUTENCH;

— OCHOBHasi 00pa3oBaTe/ibHAsl MNPOrPaMMa — COBOKYITHOCTh Yy4€OHO-
METOJIMYECKON JTOKYMEHTAllUU, PErJIAMEHTHUPYIOIIEH COEepKaHUE U OCYIECTBIIE-
HUEe 00pa3oBaTENIbHOTO IpoLecca MO HaNpaBJICHUIO MOATOTOBKH BBICIIETO MPO-
dbeccroHanbHOTO 00Pa30BaAHUS.

B Hacrosmem noy0KeHUH NPUMEHSFOTCS CIIEAYIOINE COKPAICHMS:

BKP — BeimyckHas kBasiupukannoHHas padora.

JIMA — NOKyMEHTOBEICHUE U aPXUBOBEICHHUE.

JIOY — nokyMeHTalmOHHOE 00EeCTIEUeHHE YIIPABICHHUS.

NI'A — uTorosasi rocy1apCTBEHHAs aTTECTALUSA.

MI'TY — denepanbHoe TOCYIapCTBEHHOTO OIOKETHOE 00pa3oBaTelIbHOE
yUpexACHUE BBICIIETO 00pa3oBaHusi « MarHUTOTOpCKUil TOCYAapCTBEHHBIN TEXHU-
yecku yauBepeuteT uM. ['. . Hocosay.

HUP — nayuHo-uccnegoBateabckas padbora.

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

TPEBOBAHUSA K COJEP)KAHUIO U CTPYKTYPE BBIITYCKHOM KBAJIA-
®UKAIIMOHHOM PABOTHI

Oouwgue mpeovosanusn

BoinyckHas kBanu@puKannoHHas padoTa BBIMIOIHIET y4eOHYI0 M KBadu(u-
KAalIMOHHYIO0 (YHKLHIO W MpU3BaHA MPOAEMOHCTPUPOBATH €€ aBTOPOM JIOCTUTHY-
THIi ypOBEHb KBaTH(PHUKAIUU, YMEHHE CAMOCTOSITEIBHO NMPUMEHSATh TEOpeTHde-
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CKME U MPAKTUYECKUE 3HAHUS MPHU PELICHUH KOHKPETHBIX MPO(ecCHOHANbHBIX,
IPAKTUYECKUX U HAYYHBIX 3aj1a4, yCTaHOBIEHHBIX TpeboBaHussmu OOII u nomxkHa
IPEJCTaBISITh COOOM 3aKOHYEHHYIO padoTy.

3anaun, pemaemble cTyaeHTOM B BKP, nomkHbI ObITh HampaBiieHbl HA J10-
CTIDKEHHUE TOCTaBJICHHBIX IIeJIe U COOTBETCTBOBATh BHUJAM M 3ajadyaM mpodeccu-
OHAJIBHOM JCSTEIBHOCTH.

BKP nomxHa oTBE4aTh CAEAYIOIIMM OCHOBHBIM TPEOOBaHUSM:

— aBTOpCKas CaMOCTOSITENIBHOCTD;

— IIOJIHOTA ¥ 3aKOHYEHHOCTh MCCIICIOBAHUS;

— BHYTPEHHE €IMHCTBO U JIOTHYECKAsI CBSA3b Pa3JIEI0B, OCIECA0BATEIBHOCTD
UX U3JI0KEHUS;

— npodeccruoHaIbHasi TPAMOTHOCTD U3JIOKEHUSI MaTepuana;

— I'PAMOTHOE U3JI0KEHHUE TEKCTA HA PYCCKOM JINTEPATYPHOM SI3BIKE;

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

— 4yETKas 1esIeBas HAIlPaBJICHHOCTD;

— KpaTKOCTh U TOYHOCTH (POPMYJIUPOBOK;

— KOHKPETHOCTb M3JI0KEHUSI PE3YJIbTaTOB padOTHI;

— JI0Ka3aTeJIbHOCTh BBIBOJIOB U O0OCHOBAaHHOCTh PEKOMEHIALIUM.

B nponecce pabotsl Hag BKP cTyaeHT-BbITYCKHUK TOJKEH YMETh!

— onpeaessaTh U (OpPMYyJIUPOBATH TPOOJIEMY UCCIEIOBAHNUS;

— CTaBUTh L€ UCCIIEOBAHUS U ONPEAEIATh 3a/1au, HEOOXOAUMBIE JUI X
JNOCTHKEHHS],

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

— OIPUMEHSTh TEOPETUUECKUE 3HAHUS TIPU PEIIEHUH MPAKTUYECKUX 3a]a4;

— JienaTh 3aKJII0YEHHE MO TeMe UCCleAoBaHus, 0003HAuaTh MEPCIEKTUBBI
JaIbHENIIEro N3y4eHus UCCIIelyeMOro BOnpoca;

— ohopMIIsATH paboOTy B COOTBETCTBUU C JEHCTBYIOIIMMHU CTaHIApTaMH pas-
JIMYHBIX KaTErOPUH U HOPMAaTUBHBIMU JOKYMEHTAMHU.

Dmansl 6bINONHEHUA 6LINYCKHOU KEANUPUKAUUOHHOU PAOON bl
IIponecc Boimonnenus BKP Bkitouaer cineqyronme sTarsl:
— BBIOOp TEMBI U €€ YTBEPKJICHHE B YCTAHOBJICHHOM IMOPSIKE;

— (hopMupoBaHKE CTPYKTYpPHI U KalleHaapHoro rpaduka BeimoiaHeHus: BKP,
COTJIACOBAHUE C PYKOBOJIUTEIIEM;
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— U3y4YCHUE W aHaIN3 WH()OPMAITMOHHBIX UCTOYHUKOB 1O Mpobieme, ompe-
JIEJIEHUE LEJIEH, 3a/1a4 U METOJIOB UCCIICIOBAHMS;

— HEMOCPEACTBEHHAs pa3paboTka mpoOeMbl (TeMbI), BKIIOUaromas Gopmy-
JMPOBAHUE OCHOBHBIX TEOPETUUECKUX MOJIOKEHUN, TPAKTUYECKUX BBIBOJOB U pe-
KOMEHJAIUM 10 pe3yJIbTaTaM aHaJIn3a;

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

— npenzamura BKP;

— UCIPABJICHUE 3aMEYaHUM MOJYYEHHBIX Ha MpPEA3alluTe, 3aBEPIICHHUE HC-
CJIEIOBAHUS;

— MpEJCTaBICHUE 3aKOHYEHHOU pabOThI 1Jisl €€ OIIEHKU PYKOBOJIUTENIO (Py-
KOBOJUTENh B 00s13aTE€ILHOM TIOPSJIKE TOTOBUT MUCHMEHHBIH OT3BIB Ha padoTy,
MpU OTCYTCTBUU 3aMeUYaHuil paboTa 3aBepsieTCsl MOAMUCHIO PYKOBOIUTES);

— MPOXOXKJIECHUE MPOLETYPbl HOPMOKOHTPOJISI ((PUKCUPYETCSI COOTBETCTBY-
I0IIeH MOJMUCHIO HAa TUTYIbHOM JucTe BKP);

— MOJy4YeHUe Jomycka K 3amute ((GUKCUPYETCs MOIUCHI0 3aBEIYIOIIEro
kadeapoit Ha TutyiabHOM Jiucte BKP);

— MOJATOTOBKA U COTJIACOBAHUE C PYKOBOAMUTEJEM JIOKJIA/A U MPE3CHTALIMU
nokiana as 3aumutel BKP, a Takke, mpu HeoOXOAMMOCTH, pa3aTOYHOTO JI€MOH-
CTpaI[MOHHOTO MaTepuarna;

—3amura BKP Ha 3acegannn rocy1apCcTBEHHOM aTTECTALIMOHHONW KOMUCCHM.

Boioop memul evinycknoii Keanugukayuonnoi padomot

[Tpumepnsiii nepedernr Tem BKP mo nampasienmnio moxaroroBku 46.03.02
JIoKyMEHTOBEICHHE U apXUBOBEACHHUE OMNMpPENeNEH BBIMyCKaroueil kapeapon (ka-
dbenpoii memarornueckoro obpaszoBanus u gokymentoBenenus MI'TY) u mpen-
ctaBiieH B niporpamme UI'A, a Takxke B Hactosamux pekomeHaanusax (IIpunoxenue
A). CtyaeHT MOXKeT BbIOpaTh TeMy pabOTHI U3 MPEIaraeMoro MepevyHs WiH, UC-
X0Ji1 U3 COOCTBEHHBIX HAYYHBIX U MPAKTUUYECKUX MHTEPECOB, MPEIJIOKUTH CBOIO
TEMy JUIsl UCCIIEJOBaHUs, HE BBIXOJS 3a paMKu TpeOoBaHMil ocBauBaemoil OOII,
BUJIOB U 3a71a4 MPO(GECCUOHANBHON JESTENbHOCTH.

Tema BKP npomxHa OBITH akTyalbHOM, HMMETh HAyYHO-TPAKTUYECKYIO
HaIIpaBJICHHOCTb, COOTBETCTBOBATH COBPEMEHHOMY COCTOSIHUIO U IEPCIEKTUBAM
pa3BUTHUA IOKYMEHTOBECHHUS, apXUBOBeIeHUS U TexHosiorui JIOY.

®opmynupoBka Tembl BKP noipkHa B MOJIHONM Mepe OTpaxaTh Kak TEOPETH-
YECKYH0, TAK M NPAKTUYECKYH0 HAIIPaBJICHHOCTb HCCIIENOBAaHUA. Teoperndyeckas
4YacTh MCCIEAOBAHMS JOJKHA ObITh OPUEHTHPOBaHA HA Pa3pabOTKy METOHO0JIOTHU-
YECKUX OCHOB MCCJIEAYEMBIX BOIIPOCOB, UCITOIb30BAaHNE HOBBIX KOHLENINN U UAEH
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B BBIOpAaHHOM 00JacTH, OTIMYATHCA ONpPENEIEHHON HOBH3HOW HAay4HBIX HJEH U
METOJIOB UccienoBanus. lIpakTudeckas 4acTb UCCIIEI0BaHUS AOJKHA JEMOHCTPHU-
pOBaTh CIIOCOOHOCTH CTYAECHTA-BBITYCKHUKA pELIaTh peasIbHbIE MPAKTUYECKUE 3a-
Jlaud C HCIIOJIb30BAHHMEM pa3paOOTaHHBIX MOJENEH, METOJOJOTUYECKUX OCHOB,
MOJIXOJIOB U JIPYTUX PE3YyJbTaTOB, MOJYYEHHBIX B TEOPETUYECKON YACTH UCCIEN0-
BaHUs. POPMYIHPOBKA TEMBI JOHKHA MAKCUMAJIbHO KOHKPETHO OTpaXkaThb OCHOB-
HYIO UAEI0 PabOTHI.

Kpome Toro, HeoOX0IMMOCTh pa3padOTKH UMEHHO 3TOW TEMbI IOJDKHA OBITh
00OCHOBaHa U B YCTAaHOBJIEHHOM IIOPSIJIKE YTBEPKIACHA.

PyKko600cmeo evinonnenuem 6blnyCKHOU K6ANUDUKAYUOHHOU padombl

s monroroBku BKP no Hanpasienuto moaroropku 46.03.02 JokymMeHTO-
BEJICHHWE U apXHMBOBEJICHUE CTYJCHTY Ha3HA4YaeTCsl PyKOBOIUTENb U, TP HEOOXO-
JMMOCTH, KOHCYJbTaHThl. Ha3HaueHue pyKOBOAUTENS OCYIIECTBIISIETCS HA OCHO-
BaHMM TIPHKa3a, MOJATOTOBIEHHOro corjacHo TpedoBanusiMm CMK-O-CMITY
.PykoBogutens BKP nomoraer ctyneHnty chopmyaupoBaTh 0OBEKT, IPEIMET HC-
CJIEIOBAaHNUs, BBISIBUTh AKTYaJIbHOCTh TEMbI, pa3padoTaTh IJIaH HCCIEIOBaHUs, B
IIPOLIECCE UCCIIEA0BAHNS IPOBOJIUT CHCTEMATUYECKUE KOHCYIIbTALIUH.

[TogroroBka BKP cTyneHTOB M OTUET mepen pyKOBOJAUTEIEM PEaTnu3yercs
corjacHo kajeHaapHomy rpaduxy paboTsl. Kanennmapusiii rpaduk paboThl CTY-
JIEHTa COCTaBJIsIETCA Ha Bech nepuo BeinosiHeHus: BKP ¢ ykazanuem odepénnoctu
BBITIOJTHEHHUS ITANOB U CPOKOB OTYETHOCTHU CTYACHTA MO BBHIMOJIHEHUIO paOOTHI Tie-
pea pyKOBOAUTENEM.

[To 3aBepmienun BKP pykoBoauTens BBIMUTHIBAET pabOTy W MPEACTABISET
MUChbMEHHBIN OT3bIB. B OT3BIBE OLICHUBAIOTCSI TEOPETUUECKUE 3HAHUS U TTPaAKTHUE-
CKH€ HaBBIKU CTYJEHTA IO UCCIEAYyeMOM MpobdiieMe, MpOsBICHHBIE UM B MPOIIECCe
Hanucanus BKP. Takxe yka3bIBaeTCsl CTENEHb CaMOCTOSITEIbHOCTH CTYAEHTA IIPH
BBITIOJIHEHUU PAa0OTHI, TUYHBINA BKJIA]] CTYICHTA U JJOCTUTHYTHIC pe3yJIbTaThl pado-
TbI, IPOAYMAHHOCTh METOJOJIOTMM W alllapara MUCCIECAOBAaHUs, COOTBETCTBUE UM
CIAETaHHBIX BBIBOAOB. OT3bIB PYKOBOAUTENS OJKEH 3aKaHYMBATHCS BBIBOJIOM O
BO3MOXXHOCTH (HEBO3MOKHOCTH) nonycka BKP k 3amuTe u npucBoeHus €€ aBTopy
COOTBETCTBYIOIIEH KBamudUKauu (CTETEHH), a TAKKE OLIEHKOM 3a BBIMOJHEHHYIO
pabory.
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ITPABHJIA O®OPMJUIEHUA

BBIITYCKHOM KBAJIM®OUKAIIMOHHOM PABOThHI

00vém u cmpykmypa 8btnyCKHOU K8AAUuPuUKaAyuoOHHOU padomovt

BKP no nanpasnenuto noaroroBku 46.03.02 JIokyMEHTOBEIEHHE U apXUBO-
BEJICHHE B OOIIIEM Cllydae JOJKHA COCTOSITh U3 TEKCTOBOW YacTH (TOSCHUTEIHHON
3aMKMCKHN) U NPUIIOKEHUN.

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

BKP nomxHa comepkarh CIEIYIOMINE OCHOBHBIE 3JIEMEHTHI:

— TUTYJIBHBIN JIUCT;

— COAEPIKAHUE;

— BBEJICHUE;

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

— 3aKJIFOYCHHUE;

— CIIMCOK MCIIOJIb30BaHHBIX UCTOYHHUKOB;

— IPWIOKEHUS.

OTtaenbHO K paboTe MOAIINBAOTCS:

— 3asanne Ha BeInojiHeHue BKP;

— KaJIeHJapHbIN Irpaduk;

— pedepar;

— OT3BIB PYKOBOJIUTEIIS;

— CD-auck ¢ snektpoHHbIMH Bepcussmu BKP, 3aganus, kanengapHoro rpa-
duka, pedepaTa 1 JOKIa1a HA 3aIIUTE, a TAKXKE IIPE3CHTAITUEH.

Oouwue mpebdosanusn k ogpopmnenuto BKP

TekcroBas vacte BKP BbINONHSETCA ¢ HCNONB30BAaHUEM KOMIIBIOTEPA U
MpUHTEpa Ha OAHOUM cTOpoHe JucTta Oenoi Oymaru dpopmara A4 mpudTom y€pHO-
ro nBeta. Pazmepsl mosneii: mpaBoe — 10 MM, Bepxnee u HuxHEee — 20 MM; J1leBoe —
30 mM. BeipaBHMBaHUE TeKCTa O mUpuHe. AG3anHbii oTetyn — 12,5 Mm. Mexy-
CTPOYHBIA MHTEPBAJ — NOJYTOPHBIN. MHTepBanbl Mexay ad3anaMu He HUCTOJIb30-
BaTh.

Hauepranue mpudra — Times New Roman. Pasmep mpudra TekcToBOM Ya-
ctu —14 kr. B Tabnunax gomyckaercst ucnoiib3oBath mpudt 11-12 kr. Beinenenus
MOJTY>KUPHBIM IIPUDTOM B TEKCTE pabOTHI UCIIOIB3YIOTCS TOJBKO ISl HAIMUCAHUS
3aroJIOBKOB CTPYKTYPHBIX 3JIEMEHTOB paOOTHI:
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— COAEPXAHUE,

— BBEJAEHUE,

—T'JIABA 1. 3AT'OJIOBOK,

—1.1. 3arosi0BoK,

— BbBIBO/IbI 11O I'JIABE 1,

- 3AK/IIOYEHMUE,

— CIIMCOK UCITOJBb30BAHHBIX NCTOYHHUKOB,

— HPUWJIOXKEHUS.

Touky B KOHIIE 3ar0JIOBKOB HE CTABATCA. TOUYKON Pa3leisiFOTCs TOJBKO HY-
MEpAaIMOHHBINA U cMbICI0BOM 3aroioBku rias: 'JIABA 1. 3AI'OJIOBOK.

B conepxanuu HanmeHoBaHus 35eMeHTOB BKP nmumryTcst oOpruHbIM mIpud-
TOM, C COXpPaHEHUEM HATMCAHUSI COOTBETCTBYIOIINUX 3ar0JIOBKOB MPOMUCHBIMU WITU
CTPOYHBIMH OyKBaMHU:

— BBEJIEHUE,

—T'JIABA 1. 3ATOJIOBOK,

—1.1. 3aronoBoK,

— BbIBOJIBI ITO I'JTABE 1,

— 3AKJIFOUEHUE,

— CITNCOK UCTIOJIB30BAHHBIX NCTOYHUKOB,

— [MPUJIOXEHNM L.

JInst akieHTUPOBAHUSI BHUMAHMS Ha KJTIOUEBBIX CJIOBAX BBEJICHUS UCIIOJbB3Y-
€TCSL KYPCHUB: AKMYalbHOCHb, Yellb, 00beKm, npeomem, 3a0adu, Memoowl, 6a3a uc-
cnedosarnus. Be€ octanbHOE meyaTaeTcsi OOBIYHBIM MIPUPTOM.

Crpanunpl HymepyroTcs apabckumu Iudpamu 0e3 3HAKOB NpPEHMHAHMS,
CKBO3HOM HyMepallieil mo Bcemy TeKCTy padoThl. Homep cTpaHUIbI CTaBUTCS B
[EHTPE HIKHEW YacTH JUCTAa. TUTYIBHBIN JIUCT BKJIIOYAIOT B OOIIYI0O HyMEpaIuio
ctpanul BKP, Ho HOmep Ha HEM He npocrasisaoT. Hymepanus HaunmHaercs ¢ co-
JepKaHus — CTpaHuua 2.

C HOBOI CTpaHMIBI MEYATAIOTCS COAECPKAHUE, BBEIACHHE, TJIaBbI, 3aKIIOYE-
HUE, CIUCOK MCTOYHMUKOB, puiiockeHus. [lepen kaxpim naparpadom u BEIBOJAAMU
[0 TJIaBaM pa3pbIB CTpaHUIl HE Aenaercs. He nomyckaroTcsl 3arojoBKUA, OTOPBAH-
HBIE OT COOTBETCTBYIOIIETO 3JIEMEHTA (BUCSYHE 3aT'0JIOBKH ).

[Tpu Beimonnernn BKP Heobxonumo coOmrogaTh paBHOMEPHYIO IIOTHOCTb,
KOHTPACTHOCTh U YETKOCTh MeYaTH Mo Bcell pabore. OneyaTtku, OMUCKUA U rpadu-
YeCcKHe HETOYHOCTH, OOHapy»KeHHbIe B mpoiecce noarotoBku BKP, momyckaercs
UCIIPaBJIATh MOAYUCTKOM WIIM 3aKpalllMBaHHEM Oellol Kpackol M HaHECeHHEM Ha
TOM € MECTe MCIPABIEHHOTO TEKCTa WM WHOTO Tpaduueckoro oObeKkTa Mariu-
HOTIMCHBIM CIIOCOOOM WJIM YE€PHBIMH YEPHUJIAMH, MTACTON WM TYIIBIO — PYKOIIHC-
HbIM criocoboM. TloBpexnenus muctoB BKP, momapku u ciiebl HEMOIHOCTHIO
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YIAIEHHOTO TPEXKHETO TEKCTa WM WHOTO Tpaduueckoro 00ObeKTa HE TOMYCKAI0T-
csl.

Dopmuposanue BKP

BrimyckHuk caaét paboty Ha kadeapy He Mmo3aHee IByX HEeAelb /10 3allUThI
B YKOMIUJIEKTOBAHHOM B COOTBETCTBUH CO CJIEAYIOIUMH TPEOOBAHUSIMU BUJIE:

— Bee mucter BKP, Britouyas npusioskeHusi, JOJKHbBI ObITh MOAIIMUTHI B Iarl-
Ky-CKOPOCILMBATEIb C TBEPAON 0OI0XKKOIA.

— He nomyckaercs BkiagsiBanue ctpanull BKP B miactukoBsie (haiibl.

— He monyckaercst HCIob30BaHUE TAIIKHU C 32)KHUMOM.

— CD-nuck ¢ 00J105KKOM, Ha KOTOPOW B YMEHBIIEHHOM BHUJIE AYOIUpyeTCs
TuTyIbHbIN JucT BKP, BKilagbIiBaeTCsl B MATKUN MJIACTUKOBBIN KOHBEPT U 3aKpET-
JSI€TCS B MAIIKE Mepe] TUTYIbHbIM JinctoM BKP.

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

Odhopmnenue u cooeprcanue cmpykmypHix rnemenmose BKP

OdopmiyieHne TUTyAbHOTO JUcTa BKP

TutynpHbI HCT 0odopmiIgeTcsl B COOTBETCTBHM ¢ TpeboBaHusiMu CMK-O-
CMI'TY-36-16 «Boimycknasi kBanudukaroHHass paboTta: CTpyKTypa, COAepiKa-
HUE, O0IIUE MPABUIIA BBHITIOJHEHUS 1 O(DOPMIICHUS.

TuryneHbIld TUCT — 3TO nepBbid JMcT BKP, conepxammin cienyroonyro uH-
dbopmalio, OCHOBHasI 4aCTh KOTOPOil oopmiiieTcsl B Ie4yaTHOM BHe (cM. oOpa-
3€l11), @ YaCTh — BIIMCHIBACTCSI OT PYKH TEMH WJIU UHBIMH YYaCTHUKAMU MPOLETYpPbI
3aIUTHI:

— MOJIHOC HAMMCHOBAHIE 00PA30BATEIBHOTO YIPEKACHNS, BKIIFOYAS] YIPCAUTEIIS:
MUHUCTEPCTBO HAYKHU U BCIIEI'O OBPA3OBAHUA POCCUN-

CKOI ®EJEPALINU
®EJIEPAJIBHOE T'OCYJIAPCTBEHHOE BIOJ)KETHOE OFPA3BOBA-
TEJILHOE YUPEXX/JIEHUE BBICILIIEI'O OBPASOBAHUS
«MATHUTOI'OPCKUNI IT'OCYJIAPCTBEHHbBIM TEXHUYECKUN YHU-
BEPCUTET UM. I'.1. HOCOBA;
— Ha3BaHUE MHCTUTYTa: IHCTUTYT ryMaHuTapHOro oopasoBanus wiu MHcTh-
TYT SJIUTHBIX MTPOTPAMM U OTKPBITOTO 00Opa30BaHuUS;
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— Ha3BaHUe BbITycKaromier kadenpsr: Kadenpa memarornueckoro oopazona-
HUS U JOKYMEHTOBE/ICHUS,

- HarpaBJICHHE MOATOTOBKHU (111 OakanaBpoB) 46.03.02 JlokyMeHTOBeACHUE
u apxuBoBeqieHne npoduib (Ha tuTyinbHOM Jucte BKP): lokymeHnToBeneHue u
JIOKYMEHTAIlMOHHOE O0ecTieueHue YIpaBiIeHUs

— JIONyCK K 3amure OQopMIsSeTcs BHU30M 3aBEAYIOIIETO BbINYCKAOLIEH
kadenpoit. I[loamuce W gata BOHCHIBAIOTCA 3aBEAYIOIIUM OT PYKH IOCIE
coryacoBaHusi pabOTBl C PYKOBOAMUTENEM, KOHCYJIbTAHTAMU U MPOXOXKICHHUS
HOpMOKOHTpOJIs (3a 10 muei mo 3amuThl). Ecnu 3aBeayrommii kadenpoil cuutaeT
HEBO3MOXKHBIM nonyctutb BKP K 3ammre, 3TOT BOmpoc paccMaTrpuBaeTcs Ha
3acenaHuu Kadeapsl ¢ o0s3arenbHbIM yyactueM pykoBogutenss BKP. IIportoxon
3ace/laHus MPEACTABISIETCS Ha YTBEPKIACHUE TUPEKTOPY UHCTUTYTA;
— obo3nauenne Buma paboTel: BBIITYCKHASI KBAJIM®OUKAILIMOHHASA
PABOTA (nns 6akanaBpoB);
— HOPMOKOHTPOJb, MPOCTABIAECTCS PYKOBOAUTEIEM OT PYKH IOCJIE CAa4d Ha
Kadeapy roroBoil padoThl, MpoIIeameH ero (3a ABe HEACIH 0 3aIUThI).
— (amunus, UMs1, OTYECTBO CTYACHTA MOJHOCTHIO. YKa3bIBa€TCS B POJUTEIBHOM
najzexe (paboma koeo?);
— Tema paboThl: MeyaTaeTcs 3arjaBHbIMUA OyKBaMu O€3 BBIACICHUS MOy KUPHBIM
mpu@ToM, O€3 KaBbIYEK;
— cocraB BKP: yka3piBaeTcs KOJMYECTBO CTPAHUIl B TEKCTOBOW 4acTu pabOThI U
KOJIMYECTBO JIMCTOB B IPHIIOKEHUH;
— BH3a PYKOBOJAUTENS BKIIOYACT: MOJANUCH, JAaTy, (aMIWINI0O M HHULIKAJIBL,
JOJDKHOCTE (npogeccop, Oooyenm, cmapwuti npenooasamenv kageopor [10u/]),
YU4E€HYIO CTENeHb (QOKmMOop uau KaHouoam neoazocudeckux, @Quioi02uiecKux,
Gunocogckux unu op. Hayx), yaéHoe 3Banue (npogeccop, ooyenm). Uadopmarus,
KpOME€ TOJIUCH W JIaThl, BIE€YaThIBaeTCsd MpU O(GOPMIIEHUU TUTYJIBHOTO JIMCTA.
PykoBomuTens CTaBUT NOANMCH HAa TUTYJbHOM JmcTe roroBod BKP mocrme
OTMETKH HOPMOKOHTPOJIEPa (32 ABE HEJIENHU JI0 3alUTHI);
— BH3a KOHCYJIbTaHTa O0()OPMIISIETCSI B TOM CIIy4ae, €Clid ISl HAHCAHUs pabOThl
opuIManbHO ObUIM Ha3HA4Y€Hbl KOHCYJIbTAHTBL. OdopmiIsieTcsl UIACHTHUYHO BHU3E
pykoBoautens. Eciu KOHCyNbTaHThl HE Ha3HaudajiucCh, 3Ta HUHGOpMauus c
TUTYJBHOTO JIUCTA YAAISAETCS;
— BH3a pELEH3EHTa HE YKa3bIBAaeTCs HAa TUTYJIbHBIX JIUCTaX, T.K. pabOThI
0akaJlaBpOB HE OTIPABJISIOTCS PELIEH3EHTaM;
— OTMETKa HOPMOKOHTpOJIEpAa NPOCTABISETCA B XOJ€ NPOLEAYphl JOMyCcKa
pabotel k 3ammute. [logmuce, garta, dbaMuiaus W WHULKAIBI HOPMOKOHTPOJIEpA
BIIMCHIBAIOTCS OT PYKHU HE MO3/IHEE YEM 3a JIBE€ HEJIEIH /10 3alUThI;
— TMOANHUCH CTyJIEHTa M Jara ciadd padoThl Ha Kadenapy (3a ABe HEIEIH [0
3aIUTHI) IPOCTABJISIFOTCS OT PYKHU.

TuTynbHBI JUCT HE HyMEpYyeTCs, HO BKJIIOYAETCS B OOIIee KOJIUYECTBO

CTpaHMII.
O6pazen TutynabHoro gucta BKP naércs B [puioxenun b.
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Odghopmnenue cooepycanua BKP

Conepxanne BKP Bkitouaer B ce0s TOUHOE HAa3BaHHUE BCEX CTPYKTYPHBIX
AJIEMEHTOB PabOThI, 32 UCKIIOUYEHUEM TUTYJBHOIO JIMCTa U COAEpPKaHUs, C yKa3a-
HHUEM CTPAHUIBI, HA KOTOPOW HAYMHAETCSA MNAHHBIA 3JIEMEHT. B coxepxaHun
HanMeHoBaHus d7eMeHTOB BKP mumryTcst 00braHbIM (HE TOTYKHPHBIM) MPUGTOM,
C COXPAaHEHHEM HaMKMCaHUs COOTBETCTBYIOIIMUX 3arojOBKOB MPOMHCHBIMU WJIU
CTPOYHBIMH OyKBaMHU:

— BBEJIEHUE,

—T'JTABA 1. 3AT'OJIOBOK,

—1.1. 3aronoBoxk,

— BbIBOJIBI ITO I'JTABE 1,

— 3AKJIFOUEHUE,

— CITNCOK UCTIOJIB30BAHHBIX NCTOYHUKOB,

— [MPUJIOXEHNM L.

O6pazern opopmienus conepxanusi BKP npencrasnen B [lpunoxxenun I

Conepxanue BKP pexomenayercst opopMIIsiTh aBTOMAaTUYECKH C UCIIOIB30-
BaHUEM COOTBETCTBYIOIIMX QyHKIMi nporpammel MS Office Word.

Conepxanue u opopmiieHre BBefeHUs: BKP

Bo BBeneHun GopMynupyroTcsi cleayromue o0sa3aTebHbIe SJIEMEHTBI OIU-
CaHMS UCCIICIOBAHUS:

1. Axmyanvrocms memvl ucciedosanus’ OnpenenseTcs W OMUCHIBACTCS Ha
OCHOBAHWHU:

— COOTBETCTBUS TEMbI TOCYAAPCTBEHHOMY M PETMOHAJILHOMY 3aKa3y, TO €CTh
TEM HJICSIM U TIOJIOKECHUAM, KOTOPBIE 3aJI0KEHBI B 3aKOHAX, MOJIOKECHUSX, YKa3aX,
MOCTAHOBJICHUSIX M PEKOMEHJIALUX, pa3padaTbiBAaEMbIX OpraHaMU roCcyAapCTBEH-
HOM BJaCTH;

— CTETMEHM pa3pabOTaHHOCTH TEMbI B HAYUYHBIX UCCIIEIOBAHUSIX;

— coctostHus npakTuku IOV u e€ morpedHOCTH B pa3penieHuH BOIPOCOB,
cocrasisonmx temy BKP.

2. Kparkuii 00630p auTepaTypbl MO TeMe HCCIeNOoBaHHSA. Bo BBeneHUH
JIOJDKHBI OBITh Ha3BaHBI (DaMIJIMK MCCIIEIOBATENCH, pa3pabaThIBAOIINX MOJIOXKE-
HUsl, cBs3aHHbIe ¢ TeMor BKP, a Takke OCHOBHBIE HOPMATUBHBIE aKThl, UMEIOIIINE
OTHOIIICHHE K TTPOOJIEMATHKE UCCIICIOBAHMUSI.

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

membl UCCIe008aHUs, 00beKm, npeoMem, yeab, 3a0a4di, Memoobl, MaAmepuda, NPaKmuiecKdas 3HaAYu-
MOCmb), TAKKE JOJKHBI OBITH BBIJICIICHBI KypcHUBOM. HyMepoBaTh JaHHBIE DJIEMEHTHI BO BBEJICHHUH (KPO-
Me 3aj1a4) He HYXKHO.
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3. O1eHKa CTENEeHH TEOPETUYECKON pa3pabOTaHHOCTH MPOOIEMBI, KOTOpas
JienaeTcsi Ha OCHOBaHUM 0030pa nuTeparypbl. Kak mpaBuiio, CTYIEHT [IOJDKEH
IPUITH K BBIBOAY O HEIOCTATOYHOCTH Pa3pabOTKU JaHHOW TeMbl HIJIM O HEpelIEH-
HOCTH CIIOPHBIX BOIIPOCOB, YTO U CIIYKUT OCHOBaHHUEM JJi MPOBEJeHUs OakanaBp-
CKOTO HCCJICIOBAHMUS.

4. ®opmyIupOBKa IETH UCCIICTOBAHNA.

Ilens kak TpeABUACHUE PE3yJIbTaTa MCCIEIOBAHUS BCeraa (popMyIupyercs
B MTO3UTUBHOU (POpME MOBECTBOBATEIHHOTO MPEIOKEHHUS, KaK TPABUIIO, C TIOMO-
HIBIO0 OTIVIATOJIBHBIX CYIIECTBUTENBHBIX: UCCIe008aHUe, pa3pabomKa, 8visieieHue,
obocHosaHue, onpedenernue u np. Hanpumep, Tema «JlokyMeHTHUpOBaHUE ESITEIb-
HOCTH KaJpOBOM CIIy»Obl W HaIlpaBJICHUE €r0 COBEPIICHCTBOBAHUS Ha MpHUMEpE
OOO «Bopokanany, r. MarHUTOropck» npearnosiaraeT CIeAyOUIyIo Lelb: cogep-
UleHCmeosanue OOKYMEHMUPOBAHUsL OesimenbHoCmu Kaoposou ciayxcovt OO0
«Boookanany.

5. XapakTepuctuka oovexma u npeomema UCCIeI0BaHUs.

Obvexm UCCIeOBaHUS — 3TO HAYYHOE WJIHM MPAKTHYECKOE MPOCTPAHCTBO, B
paMKax KOTOporo Benércs uccienoBanue. HaydyHoe mpocTpaHCTBO — 3TO TeOpws,
YYE€HHE WJIU KOHIICTIIHS, ONpeAeIIoNIe Xapakrep uccieaopanus. [Ipakruueckoe
MIPOCTPAHCTBO — ATO KOHKPETHBIC MPOIECCH WM CUTYyalluH, CBS3aHHBIE CO cde-
poil moxymeHToBeAeHUs, apxuBoBeaeHus, JJOY. O0bekT ucciaenoBaHus Orpesae-
JISIET YCIIOBUS, B KOTOPBIX OYAET TOCTUTATHCS IIEITb.

[Tpumep popmynupoBku oObekTa uccienoBanus BKP Ha temy «/lokymen-
TUPOBAHUE JCATEIBHOCTH KaJPOBOU CIIy>KObI U HaIpaBJCHUE €r0 COBEPIIEHCTBO-
BaHus Ha npumepe OOO «Bomokanam», r. MarHUTOTOPCK»: OOKYMEeHMUpPOBaAHUe
O0esimenbHOCU KAOPOBOU CLYHCObL.

IIpeomem wccnenoBaHUsl — 3TO Ta YacTh OOBEKTA MCCIIEIOBAHUS, KOTOpas
MOIJICKUT CTICIIHATBPHOMY H3YYCHHIO M, BO3MOXKHO, TIpeoOpa3oBanuto. MM craHo-
BUTCS «CJ1a00€ 3BEHO», KOTOPOE OOHAPYXKMUBAETCS YK€ B IMPOTUBOPEYHH, 3aTEM
CTaHOBUTCS TPOOJIEMON 1, HAKOHEI, BXOJUT B IIETh.

[Tpumep GopMyIUPOBKH MpeAMETA UCCICIOBAHUS: NYMU COBEPUIEHCMBOBA-
HUsL OOKYMEHMUPOBAHUSL YNPABIEHUS 0esimelbHOCMbI0 Kaoposou ciyxcovr OO0
«Boooxanany.

6. ®opmynupoBka u 3adau BKP.
3aoauu MccnenoBaHUs SIBISIOTCS ONEPAIUAMU 0 JTOCTHKCHHUIO 11EJTH, TIO/I-

1easaMu. 3a/1adu €CTh CTYINICHU TOMCKA U IMTOTOMY BBIJICISIOTCS B COOTBETCTBHH C
ero JIOTUKOW. 3ajgaud, Kak MpaBWwiio, (OpPMYITUPYIOTCS Yepe3 HEeOompeAeIEHHYIO
dbopmy raarosia (MHPUHUTHUB): NPOBeCMU, U3YHUUMb, 0000WUMb, PA3PAbOmManms.
[Tpu BBIpabOTKE 33724 HANO MOMHUTH, YTO HHU OJTHA U3 HUX HE MOXKET T0-
BTOPSITH 1eJb WK ObITh mHpe 1enu. [lens gocturaercs depes peimieHue 3aaad, a
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MOTOMY Ka)k/asl MOCTAaBJICHHAs 33/laya JOJIKHA B CBOEM PEIICHUU MPOJBUraTh MC-
CJIEIOBAHHUE K 1IeJIM U B CyMME CBOEH COOTBETCTBOBAThH €H.

B BKP ngomxHno ObITh chopmynupoBaHo U peieHo 4—6 3anad. Kak npasuiio,
KOJIMYECTBO 3aJla4y COBIAJAET ¢ KOJIMYECTBOM maparpados, T. K. B KaXIOM Mapa-
rpade pemaercs onHa 3agava. Tak, B pabote Ha TeMy «JloKyMeHTHpOBaHUE Jesi-
TEIBHOCTH KaJpOBOl CIIy:KOBbI M HANpaBJICHUE €r0 COBEPIIICHCTBOBAHMUS Ha MPUMe-
pe OO0 «Bogokanam», r. MarHuTOropck» MoryT ObITh IOCTABJICHBI CIEAYIOIINE
3aJlauyu:

1. M3yuums 3aKoHOO0amenvHyr0 U HOPMAMUBHO-MEMOOUUEeCcKyo 06a3y

OOKYMEHMUPOBAHUS 0eSTMEbHOCIU KAOPOBOT CILYHCObL OP2AHUZAYUU.

2. Ocywecmsums ananus oesimenbHocmu Kaoposou cayxcoor OO0

«Boookanany u ocobennocmeii e€ 00OKyMeHmMupoB8anusi.

3. Paspabomams pexomeHnoayuu no co8epuieHCmeo8anulo OOKYMeH-
muposanus oesimenbHocmu Kaopogoti cayxcovt OO0 «Boookanany.

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

5. Paszpabomams Ilonooicenue o kaoposoti cuyxcoe u Mncmpykyuio no

Kaopo8omy 0eionpou38o0cmay

6. Ilepeuncnenue memoOog, C TIOMOIIBIO KOTOPBIX  PEIIAIOTCS
MOCTABJICHHBIC 3aJa4H.

Memoowvl  wnccneaoBaHUs — ONPENENSIIOTCS KOHKPETHO —IOCTaBICHHBIMU
3amadyamu. JJia paspemieHus: Kaxaon M3 HUX TpeOyroTcs ocoOble MeToanl. Ecnu
peuyb uAeT 00 M3YYEHHH TEOPUU BOIPOCA, TO HYKHBI TEOPETUUECKUE METObI,
HarpuMep KPUTHUYECKUM, CHUCTEMHBIM W JIpyrHe BUILI aHan3a, O000OIIEHUE,
MOJIETUPOBaHUE U T. 1. ECiiM ke peub UJeT 0 MPaKTUKE, TO HY>KHBI SMIIUPUUECKHE
METO/bl: HAOJIOICHHE, W3Y4YCHUE MPOAYKTOB MEATEILHOCTH U JOKYMEHTAIUH,
AKCIIEPUMEHT, Pa3IMYHbIE BHUJBI OMNPOCOB U T. . Oc0o00 BBIIETSIOTCS METObI
00pabOTKHM TMOMYYEHHBIX JaHHBIX — KOHKPETHBIX (PAKTOB WM CTATUCTUYECKHX
nokazarenei. [1oaToMy BBIAEHSAIOT METOAbl KAYECTBEHHOTO M KOJIMYECTBEHHOTO,
TO €CTh CTaTUCTHYECKOTrO aHanu3a. CTaTUCTHYECKHE METOJbl aHaau3a — 3TO
METOJbl MATEMATHUYECKOTO OMMCAHUS U3YYaEMBbIX SIBIICHUM, KAYECTBEHHBIE METO/IbI
aHaju3a — METO/Ibl OHATUWHOTO OMUCAHMUS.

7. XapakTepucTuka 6asvl U Mamepuana Nccie0BaHus.

baszou vuccnenoBanuss MOXeT ObITh OpraHU3alUs JIFOOOW OpraHU3alLMOHHO-
npaBoBOi (OPMBI WM CTPYKTYpPHOE TOApa3jeicHue opranusanuu. Bo BBeneHuun
JIOJDKHO OBITh TMPUBEJACHO TMOJHOE TOYHOE Ha3BaHWE OpraHu3aluu Wik e
CTPYKTYPHOT'O MOJIpa3IeJICHHUS.

Mamepuanom vccnenoanusi B BKP B 3aBUCUMOCTH OT T€MBI MOTYT OBITh
JIOKYMEHTBI, (YHKIUOHUPYIOIIHUE B JCSITEIBHOCTH PA3IMYHBIX OpTraHU3aINM,
MPOIECChl  TOKYMEHTHUPOBAHUS JAEATEIbHOCTH OpraHu3aluMd B ILEJIoM, €€
CTPYKTYPHOT'O MOJIpa3/IeJICHUs UIN COTPYIHUKOB U T. .

8. Ob6ocHOBaHME NPaKmu4eckou 3HAYUMOCmy UCCIEI0BaHUS.
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Pe3ynbrarhl BeITyCKHOW KBaTU(UKALMOHHON paOOThI JOKHBI UMETh MpakK-
TUYECKYIO 3HAYUMOCTh, TO €CTh JOJIKHA ObITh BO3MOXKHOCTb MX MCIOJIb30BAaHUS B
npaktuke JOY.

9. Onucanue cTpyKTypsl paboThl. Bo BBeleHUN TOKHA OBITH 1aHa KpaTKast
¥ TOYHAs XapaKTePUCTHKA CTPYKTYpPbI paOOTHI: CIEIyeT HE TOJNBKO yKa3aTh KOJIHU-
YECTBO IJ1aB, HAJINYME BBEJCHUS U 3aKIIOYEHHUsI, HO U OCBETUTH BOIPOCHI, KOTOPHIE
paccMaTpuBalOTCA B KaKIOW W3 IJIaB, U MPHIOXKEHUS, pa3pabOTaHHBIE aBTOPOM
BKP B x01¢ €€ Hanucanus.

BBeneHne HaunMHAETCS ¢ HOBOW CTPaHHUIIBI.

3aronoBok paznena (BBEAEHME) numiercs 3ariaBHbIMU OyKBamu MOJY-
KUPHBIM MIpU(TOM, BhIpaBHUBAETCS 1O HEHTpY. [locie 3aronoBka nepej TeKCTOM
JIETAETCS OUH ITOITYTOPHBIN MEXCTPOUHBIA HHTEPBAL.

OO0BEM BBEJIEHUS COCTABIISIET 3—5 CTpaHMUIL.

Conepxanue u opopmJieHHUe ryiaB U naparpados BKP

CrpykrypHo BKP nomxHa cOCTOSITh U3 ABYX WIH TPEX IJIaB, KaXAas U3 KO-
TOPBIX BKJIIOYAET B c€Osl IO /iBa WM TpH naparpada, NpuOIU3UTEIbHO PaBHBIX 110
oobemy. [omyctumslii 00beM maparpada He meHee 6—7 crpanul. Kaxnas riasa
JIOJKHA 3aKaHYMBATHCS BBIBOJAMU. [ J1aBbl HAUMHAIOTCS C HOBOM CTPaHULIBI.

3aroJIOBKH TJIaB COCTOAT U3 HYMEPALMOHHOTO M TEMATUYECKOrO 3aroJioBKa,
paznenéunbix Toukoi (I'JIABA 1. 3AI'OJIOBOK). 3aroioBku riaB nuuryTces 3a-
IJIaBHBIMH OyKBaMU IMOJYXUPHBIM IIPU(TOM, BbIpaBHUBAETCA Mo 1HeHTpy. Ilocie
3aroJioBKa TJIaBbl MEpej 3aroJIOBKOM IMEpBOro maparpada Aenaercsd OJuH MOJy-
TOPHBIA MEXKXCTPOUHBIN UHTEPBAJL.

Pa3peiB cTpanuiipl nepes naparpadamMu U BBIBOJAMU 110 TIaBaM HE JENIar0T-
cs. 3ar0JIOBKM BTOPOTO U TPETHEro naparpados, a TaKKe 3aroJOBKH BBIBOJOB I10
rJIaBaM OTACJISIIOTCS OT NPEAIIECTBYIOIIETO TEKCTA JIBYMsSI MOJYTOPHBIMH MEXK-
CTPOYHBIMH WHTEpBasiaMH. [Ipu 3TOM BHCSYME 3aroJIOBKM (3arojIOBKM B HU3Y
CTpaHUIIbl 0€3 TeKCTa) HEAOMYCTUMBI.

3arosnoBku naparpaoB COCTOAT U3 HYMEPALMOHHOTO U TEMATHYECKOTO 3a-
rOJIOBKA, pa3feEHHBIX TOUKOW. HymMepaloHHbIi 3aroIOBOK COCTOUT U3 apaOCKHUX
udp, pa3aen€HHbIX TOUKOH, IPU 3TOM IepBas udpa COOTBETCTBYET HOMEPY TIJia-
BbI, BTOpas — HoMepy maparpada. 3aroyioBku maparpadoB MUIIYTCS CTPOUYHBIMU
OykBamMu noJsry>kupHbIM 1pudTom (1.1. 3ares10BoOK), BEIPABHUBAIOTCS 110 IIEHTPY.
[Tocne 3aronoBka maparpada nepen TEKCTOM JAENaeTcs OAWH MOJYyTOPHBIA MEX-
CTPOYHBIN UHTEPBAJ.

Teker kaxaoro naparpada A0KeH HaYMHATHCA ¢ a03ala-aHHOTAalluH, B KO-
TOPOM H3JIaraeTcsi KpaTKoe COAEPKAHME TEKYILETO pasferna C HCIOJIb30BaHUEM
cienyomux GopMyIUpPOBOK: 8 OAHHOM napazpage paccmampusaemcs (uccieoy-
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emcsl, ananusupyemcs, 0b6oo6waemcs v np.). PopMynupoBKa BEIOUpaeTCs ¢ yI€ToM
3aJ1a4M, KOTOpas periaeTcs B COOTBETCTBYIOIIEM maparpade.

B TekcTe HE AOIMyCKAIOTCS TOTOTHUTEIbHBIC 3ar0JIOBKH, OTCYTCTBYIOIIHNE B
conepkanuu. [Ipr HEOOXOMMOCTH OMUCATh YTO-IHO0O0 OTJACIBHOE CISAYET AeNaTh
ATO TIOCPEJCTBOM CBSI3HOTO M3J0KeHus. Hanpumep, «OnuieM Tect, KOTOPBIA Uc-
MOJIB3YET TAaKOW-TO aBTOP JJISI TOTO-TO WIIU C IIEJIBIO TOTO-TO...».

BBIBOIBI 110 TIaBaM JTOJDKHBI TPECTABIIATE COO0N KpaTKOe M3JI0KECHHE pe-
3yJbTaTOB WCCJIEAOBAHMS, OMMCAHHOTO B COOTBETCTBYIOMIEM pa3jeie. TeKCT BBI-
BOJIOB TIO TJIaBaM MOXET MEPEKIMKATHCS ¢ GOPMYIMPOBKaMU a03alleB-aHHOTAIHA
naparpadoB, BXOJSIIIUX B JAHHYIO TJIaBY, HO BBIBOJBI M3JIaraloTCs 4epe3 KpaTKue
CTpajaTeNbHbIC MPUYACTUS: 6 OAHHOU 21A8e PACCMOMPEHbl (UCCAe008aHbl, NPO-
ananusuposamvi, 0606uensvl, copmyruposanvt  np.). O6b6EM BBIBOIOB — OT 0,5
1o 1 ctpaHuLibI.

Conepxanue u opopmiieHHe 3akaoueHuss BKP

B 3akimtodeHNu MOABOSATCS WTOTH MPOBEICHHOTO HCCIIe0BaHMs, 000011a-
FOTCSI OCHOBHBIE TEOPETUUYECKUE MOJIO0KEHUS U JCIIAIOTCS BBIBOJIbI, 4 TAKXKE Ompe-
JIEJISIFOTCS. BOBMOYKHOCTh U OCHOBHBIE HANPABJICHUS HAJbHEUIIETO HUCCIICIOBAHUS
npobsieMbl. B 3akIt0ueHHH TOKHO OBITH MOKA3aHO, YTO BCE 3ajlayH, ITOCTaBJICH-
HbIE BO BBEJICHUU, PEILICHBI U 11€JIb PA0OTHI JOCTUTHYTA.

3aKJIIOYCHUE HAYNHAETCS C HOBOM CTPAHUIIBI.

3aronoBok paznena (BAKJIFNOYEHME) numercs 3ariaBHbIMH OyKBaMu
MOTY)KUPHBIM MIpU(TOM, BBIpaBHUBaeTCs mo meHTpy. Ilocie 3arosoBka mepen
TEKCTOM JIEJIACTCSI OJUH MOJTYTOPHBIA MEXCTPOUYHBIN HHTEPBAJ.

O0BEM 3akimoueHus cocTaBisgeT 1,52 cTpaHUIIb.

OdopmiieHHe ClIMCKA UCTTOJIb30BAHHBIX UCTOYHUKOB BKP

Jns BKP HOMHHAIBHBIM 00BEM HCIIOJIB30BAHHBIX UCTOYHHUKOB — HE MCHEE
50.

CnucoK UCTOYHUKOB MPEACTaBIsIeT COO0N KOppeKkTHOE OubInorpadguieckoe
OINMCAHHWE BCEX MUCTOYHHUKOB, MCIOJIB30BAHHBIX CTYAEHTOM Iipu noArotoBke BKP,
B TOM YHCJIC U JJICKTPOHHBIX. B cIIMCOK 0053aTeNbHO BKIIIOYAIOT BCE MIPOITUTHPO-
BaHHBIC B Pa0OTE HCTOYHHKH, a TAaK)KEe T€ UICTOYHHUKH 10 TeMe pabOThl, KOTOPHIE HE
ob11i iporuTupoBansl B BKP, HO u3yuanuce B xoze uccnenoBanus. Bee Gpamunmm
aBTOPOB, YIIOMSIHYThIE B TEKCTE, JOJKHBI OBITh MPEICTABICHBI B CIIUCKE UCTOJb-
30BaHHOU U LUTUPYEMOU JIUTEPATYPHI.

HUctounuku cnenyer pa3aenuTh Ha JABE TPYMIbl, NP 3TOM COXPAHUTH
CILUIOLIHYIO HyMEPALIHIO:
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— HOpMAMUBHbIE UCMOYHUKU, TJE TIEPEUNCIISIIOTCS OMyOJIMKOBAHHBIE U HE-
OITyOJIMKOBAaHHBIE JOKYMEHTbI, UMEIOIINE OTHOLIEHUE K TEME MCCIIEIOBAHUs, MPU-
yéM CHaydajia CJeIyeT yKa3aThb OMyOJIMKOBaHHBIE, a 3aTEM — HEOIyOJIMKOBaHHbBIC
HOPMaTUBHBIE HCTOYHUKH;

— KHU2u Y cmamovy, TOCBAIIEHHBIE TEME HcclienoBanus. LlutupoBanne u
KOHCIIEKTUPOBAHHOE HU3JI0’KEHUE TEKCTOB M3 YYEOHHMKOB HE Jomyckaercsa. Bos-
MOKHO IUTHPOBAHUE M3 aBTOPCKHUX Y4EOHBIX MOCOOUIA, TO €CTh TE€X MOCOOuil, B
KOTOPBIX H3JI0’)KEHA OpPUTHMHAJIbHAs aBTOPCKAas MO3ULHH IO PaCCMATPUBAEMOMY
BOIIPOCY.

— UHMEPHeM-UCTNOYHUKU.

Hcrounnku HymMepyroTcs apaOCKUMU LU(ppaMu ¢ TOUKaMHU.

IIpn pazMelnieHnu B CIIUCKE HOPMATUBHBIX UCTOYHUKOB CIEAYET YUUTHIBATH
UX IOPUAMYECKYIO CHIIY: OT (perepanbHbIX 1O JIOKAJIbHBIX HOPMATUBHBIX AKTOB.
[Ipy paBHOM cTaryce NCTOYHUKOB X B3AMMHOE PACIOJIOKEHUE ONPEAEISAETCS M0
XPOHOJIOTUH WK alipaBuTy. PekoMeHyeTcsl Cleyomui MopsII0OK pacionoKEHUs
HOPMATUBHBIX aKTOB B CIIHCKE:

— MEXJIyHapOJIHbI€ 3aKOHOJATENbHbIE aKThl (IIPU PaBHOM CTaTyC€ MCTOYHM-
KU PacIIoIaratoTcst 0 XPOHOJIOTHH);

— Koncrurynust Poccuiickonn denepanuu;

— KOZAEKCHI (pY paBHOM CTAaTyC€ UCTOYHUKH PacIioiararTcs 1o andaBuTy);

— 3aKoHBI PO (1Ipu paBHOM CTaTyCce MCTOYHHMKHU PACIIOIAraloTCs MO XPOHOJIO-
TUN);

— yka3sbl IIpesunenta Poccuiickoit @enepanuu (pyu paBHOM CTaTyce UCTOY-
HUKH PACIOJIararoTcs 0 XPOHOJIOTHH);

— akTtbl [IpaBuTtensctBa Poccuiickoit denepannu (mpu paBHOM CTaTyce HC-
TOYHHUKH PACTIONATAk0TCS 110 XPOHOJIOTHH);

— aKTbl MUHUCTEPCTB M BEJOMCTB B IOCJIEIOBATEIBHOCTH: MPHUKA3bl, NIOCTA-
HOBJICHUSI, TIOJIO’KEHUSI, MHCTPYKLIMA MUHHUCTEPCTBA (IIPU PABHOM CTAaTyC€ MCTOY-
HUKH PacroJiararorcs 1o aiaaBuTy), akTbl (IpU PAaBHOM CTaTyCe€ MCTOYHHMKHU pac-
M0JIAral0TCs 110 XPOHOJIOTHH);

— 3aKOHBI cyOBekTOB Poccuiickoit deneparuu (Ipu paBHOM CTaTyce MCTOY-
HUKH PACIOJIararoTcs 0 XPOHOJIOTHH);

— PpELIEHHs] MHBIX TI'OCYJApPCTBEHHBIX OpPraHOB M OPraHOB MECTHOIO Camo-
yIpaBJICHHUS,

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

Kuuru u craTeu pacnosnaratoTcsi B CIUCKE Mo an(aBuTy.

DNEeKTPOHHBIE BEPCHUM MCTOYHUKOB Pa3MEIIAOTCd COOTBETCTBEHHO B IPyI-
Max HOPMATHMBHBIX MCTOYHUKOB WJIM KHUT W CTAaTe€l C yKa3aHHEM aBTopa (eciu
€CTh), IOJHOTO HAa3BaHUs U PEXHUMA JI0CTyTa.
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B rpymnne MHTepHET-UCTOYHUKOB YKa3bIBAIOTCS Pa3JIMUHbIE CIPABOYHbBIE pe-
CypCHhI, pa3MEUIEHHBIE B c€TU VIHTEpHET.

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

Crynent B xoae Hanucanus BKP o0s3aTensHo MOMKEH HUCIONIB30BaTh My0-
JIMKAIUU TTOCIEAHUX MATH JIET.

bubnuorpaduueckoe omucaHue MUTUPYEMBIX HCTOUYHUKOB TOJIKHO COOT-
BerctBoBath ['OCT CUBU]] 7.1-2003 «bubnuorpaduyeckas 3anuck. budmmorpa-
¢buueckoe omucanue. OOuMe TpeOOBAHUA U MpaBUjla COCTABIICHUS, BBEAEHHOMY
[TocranoBnenunem I'occranmapra Poccun ot 25 Hos16pst 2003 rona.

OO6O0OIEHHO TOCJIEIOBATEILHOCTh PACHOJIOKEHUSI OCHOBHBIX 3JIEMEHTOB
OoubrorpaUyecKoro OMHCAHUA UCTOYHMKA MOXHO MPEICTaBUTH CIEIYIOIINM
oOpazom:

®amvumust U. O. aBTopa (uiu nepgoco asmopa u3z agmopckozo KOJLIeKmuea)
OcHoBHoOe 3arnaBue. — uau : JIpyroe 3arnaBue / CBeneHusi 00 aBTOPCTBE (aBTOPHI,
cocTaBUTeNH, peakTopsl) / HazBanue nokyMeHTa, cOOpHHKA, *KypHaja, ra3eThl, B
KOTOpPOM IOMENIEHA COCTaBHasl yacTb. — Mecto u3ganus: M3narensctBo, ['on usz-
nauus (kuuea). — I'ox w3nanusa. — Homep (orcypran). — KonmuuectBo crpanunl (6
kuuee — 143 c.; cmpanuysl, Ha komopwvix nomewena cocmasas wacms — C. 117—
125).

DNEeKTPOHHBIE PECYPCHl OINUCHIBAIOTCS B COOTBETCTBUM C TPEOOBaHUSMU
['OCT 7.82-2001 CUBU]l «bubnmorpaduyeckas 3amuck. bubmmorpadudaeckoe
OIMKCaHKE IEKTPOHHBIX pecypcoB. OOiue TpeOoBaHUA U MTpaBUila COCTABICHUS.

CHOucok MCroab30BaHHBIX HICTOUHUKOB HAYMHAETCSI C HOBOM CTPaHULIBI.

3aronoBok pazaena (CIIMCOK HCITIOJIB3OBAHHBIX MCTOYHU-
KOB) numercs 3ariaBHbIMA OyKBaMU TOJIYKUPHBIM MIPU(PTOM, BBIPAaBHUBACTCS
no neHtpy. Ilocne 3aronoBka nepen CUCKOM JENaeTcs OAUH MOJIYTOPHBIA MeX-
CTPOYHBIN MHTEPBAJL

O6pa3zenr opopMIIEHUSI CIIMCKA UCIOJIB30BaHHBIX MCTOYHUKOB MPECTABIICH
B [Ipunoxenun I

ConeprkaHue U opopmiieHUe TpUaokeHust kK BKP

[TpunoxxeHuss ohopMIISIOTCS KakK IpojobkeHrne TekcTtoBoi yactu BKP Ha
MoCJEAYINMX €€ CTpaHUIlax Mo npaBujaM U GopmMaM, YCTaHOBJIECHHBIM JEHCTBY-
IOIIIMMHU CTaHJapTaMH.

B npunoxenun k BKP moryT ObITh NpeAcTaBieHbl KOMUU aHATU3UPYEMbIX
JIOKYMEHTOB, MPOEKTHI WJIM KOMUHU JTOKYMEHTOB, pa3pabOTaHHBIX CTYJIEHTOM B XO-
ne BeimonHeHuss BKP, rpaduueckuit matepuan, He BKIIOYEHHBIM B TEKCT paOOTHI.
Bce npunoskennst 10KHBI OBITH CBA3aHBI C TEMOU U COJEP’KaHUEM HCCIICIOBAHUS.
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KonudecTBO U cOCTaB NPHIIOKEHUI ONPEENSIETCS CTYI€HTOM I10 COTJIACOBAHUIO C
PYKOBOAMTEINIEM, UCXOJISl UX CIIELIM(PUKHA UCCIEIOBAHUS.

Kaxnoe npuiioxkeHre T0HKHO HAUMHATHCA C HOBOTO JIMCTA U UMETh HyMeE-
patmoHHblid U Tematuueckuit 3aroinoBku. Cinoso «ITPUJIOKEHUE» u ero 6yk-
BEHHOE 0003HaueHMeE (3aryiaBHble OYKBBI pyCCKOTO aji(haBuTa, HAUMHAS C A, 3a UC-
kmodennem Oyks E, 3, 11, O, U, bl, b) pacnonaraioT HaBepxy MOCEpEMHE CTPa-
HUIbI, @ IO/l HUM YKa3bIBAIOT TEMATUYECKUN 3aroJOBOK, KOTOPBI MUIIYT TAKXKE
3arJiaBHBIMU OYKBaMmH, MONXYXUpHBIM mpudToM. [Tpu Brarouernnn B BKP Gonee 26
NPWIOKEHUHN 27-€ U cIeayIoNe IpUIoKeHUsT 0003Ha4at0TCsl OYKBaMHU JIATUHCKO-
ro andasuta 3a uckiaoueHueM OykB | u O. Ecnu npunoxennem k BKP ciyxur
KOIKS aHaJM3UPYyeMOro JOKyMeHTa, HymepanuoHHbii 3aronoBok (IIPUJIOXKE-
HUE B) moxeT ObITh BOUCAaH OT PyKH NE€YaTHBIMU OyKBaMH YEPHHJIAMU YEPHOTO
1[BETA.

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

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

O6pazen opopmienust npuinoxenuss BKP nipeacrasnen B [Ipunoxenun /1.

Ilpasuna ogpopmnenusn snemenmos mexkcma BKP

Tpe6oBaHus K aA3bIKy BKP

BKP nomxna ObITh HamucaHa Hay4YHBIM CTHUJIEM COBPEMEHHOTO PYCCKOTO
s3bIka. B TexcTe paboThl He qomyckaroTcs opdorpaduyeckue, MyHKTYallMOHHbIE,
rpaMMaTUYECKUE U Jp. OUTUOKH.

B BKP He ncnonb3yroTcs MecToMMeHud 5, mMou. B Tex ciywasx, korjga cry-
JICHT BBICKA3bIBAE€T CBOM MBICIIM, UCIIOJIb3YIOTCSI MECTOMMEHUS Mbl, Haul. Ecin nie-
pEeCcKa3bIBAETCSl TEKCT JIPYTOro aBTOpa, U3J0KEHHBIM OT MEPBOro JIMIA, TO BbICKA-
3bIBAHME HEOOXOAMMO mepedpasupoBaTh OT TPETHErO JHIA: HE £ cuumaro / mvl
cuumaem, a uccied008amenb cuumaen.

3anpeniatorcst JUYHbIE (Ppa3bl PEKOMEHAATEIHHOTO WIH JOJIKEHCTBYIOIIETO
XapakTepa, TaKue Kak pyKogooumento ciedyem Oelamb, pabOmHUKU OO0JHCHbL U
T. I

Oq)OpMJIEHI/Ie CCBhIVIOK Ha UCII0JIb30BaAHHbIE€ HCTOYHUKHU
Oco6oro Banmanus npu opopmiiennn BKP tpeOytoT cevtnku — ykazanus Ha
HMCTOYHUKH ITUTHPOBAHUS M Tepeadl KOCBEHHON pedM, Ha MJeH KaKuX-JIHOO aB-
TOPOB, Ha PE3YyJbTaThl MPOBEICHHBIX COIMOJIOTHYCCKUX HCCIACAOBAHMM M T. II.
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CchUIKM Ha UCTOYHHUKHU WH(POPMAIUK 00s3aTENbHBI, TAK KAaK 3TO CBUIETEIHCTBYET
O KYJbType HAy4YHOI'O TpYJla U SBJISETCS MOKa3aTelieM €ro STUYHOCTU U KOPPEKT-
HOCTH. bubnmorpaduyeckas cchUlKa SBISETCS YacThlO CIPABOYHOTO arapara
BKP u conepxxutr Oubnuorpadudeckue CBEJICHHS O [UTHPYEMOM, paccMaTpuBae-
MOM WJIM YIIOMHUHAEMOM B TEKCTE UCCIICIOBAHMS HCTOYHUKE.

3ampeniaercs Tak Ha3bIBAEMOE «CIIEMOE IUTHPOBAHUE», TO €CTh U3JI0KECHHE
COJIEpKaHUsl, OTACTbHBIX TMOJIOKEHUN, MBICIEH, UIeH, Te3UCOB U3 paboT APYyrux
aBTOpOB 0e3 ykazaHus ux ¢amuanu. JIro00i «dyxoil TEKCT» M3Naraercs ¢ oos3a-
TEJIbHBIM yKa3aHueM (pamMuinu ero apropa. [Ipu 3ToM MHULIMATIBI aBTOpa B TEKCTE
paboThI MUIIYTCA Mepet pamMuauei.

Jonyckaercs mutupoBanue (B popme NpsiMOil peun) U mepesokeHue (KOH-
CIEKT) TeKcTa (C HMCHOJb30BaHWEM (OPMBI MPHUAATOYHOTO MPEIOKEHUS WU
BBOJHOTO 000pOTa THUNA: 1O MHEHUIO MAKO20-MO UAU MAKUX-MO...; CO2TIACHO NO-
3UyUU MAKo2o-mo UlU MaxKux-mo...; Kak cuumaem (ykazvigaem, ymeeporcoaen,
npeonazaen) maxkou-mo uiu KaKk Cuumarom makue-mo... u m. n.).

Cepikn opopmitsitorcst B cooTBercTBuu ¢ 'OCT P 7.0.5-2008 «bubmuo-
rpaduueckas ccpuika. O0mme TpeOoBaHus U ITPaBUila COCTABICHUS.

[Ipu ccpuike B TEKCT€ HA UCTOYHUKH MH(POPMAIUU CIIETYET MPUBOJIUTH UX
MOPSITIKOBBIC HOMEpPA TIO0 CIMCKY HCIIOIh30BAHHBIX MCTOYHHKOB, 3aKIIOYEHHBIC B
KBaJIpaTHbIE CKOOKH, HAIPUMEP: «KAK YKA3aHO 6 (hedepanvrom 3axone «O 2ocy-
oapcmeennom szvike Poccuiickoti  pedepayuuy [1%],..» WIN «no MHeHuio
U. H. Ky3ueyosa [4],...». Ilpu BxiroueHun B TeKCT BKP TouHOI nurarsl U3 uc-
M0JIb30BAaHHOTO MCTOYHMKA CIIEAYeT YKa3aTh HE TOJIbKO HOMEpP MCTOYHUKA B CIIHC-
K€, HO U HOMEp CTpaHMIIbl, HA KOTOPOW HameyaTaHa JaHHas IUTaTa, HalpuMep:
«Hacmoswuii cmandapm obsazamener K NPUMEHEHUI0 8ceMu CIMpPYKMYPHbIMU NOO-
pasoeneHusmMu YHugepcumema, OCyujeCmeisaiouumu 0o0pazoeamenvHylo oesmeib-
HOCMb NO OCHOBHBIM 0Opazosamenvhvim npoepammam BIIO» [3, C. 3].

[Tpu 1BOMHOM LUTHPOBAHUU (HE MO OPUTHMHATY) 00s13aTeIbHA CChIIKA Ha aB-
Topa paboThl, B KOTOPOH HCIIOJIb30BaHa M3Jlaraemasi nurata, Hanpumep: [Lut. mo
12, C. 56].

Ynorpe6/ieHHe COKpalleHun
B texcte BKP nnst ymensiienus: e€ 00béMa MOTYT ObITh UCIIOJIB30BaHbI CO-
kpawenus (rpaduueckue COKpalleHus U ab0peBUaTyphl), HE 3aTPYIHSIONINE BOC-
npustue conaepxkanus. [Ipy nepBoM ynmoMuHaHUU JOJKHO OBITH MPUBEAEHO MOJI-
HOE Ha3BaHUE C YKa3aHUEM B CKOOKaxX COKpalIEHHOTO Ha3BaHUs WM a0OpeBHATy-
pbl, HapUMEP: OOKYMeHmayuoHHoe obecneuenue ynpaeienus (JOY), a npu mo-

2 311ech U Jlajiee HOMEP COOTBETCTBYET HOPAIKOBOMY HOMEPY HCTOYHHMKA, BKIIFOUEHHOTO B IPUMEDP 0(OpMIICHHUS
CIHCKA NCTIOJIb30BaHHBIX HcTOYHNKOB ([Ipunoxenue E).
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CJIEYIONTUX YIIOMUHAHUAX CJIEAYyeT ymoTpeOsiaTh cokpamienne. Henp3s ynoTpeo-
JISITh COKPAILEHUs B 3ar0JIOBKax U B Hauaje npeayioxkeHusi. CIucoK MCIoIb30BaH-
HBIX B paboTe COKpalieHui ¢ pacim@poBKON MPU UX 3HAYUTEIHHOM KOJMYECTBE
CJIeIyeT BKIIIOUUTD B MPUIIOKEHUE K KypCOBOMl padoTe.

PacmmndpoBky abOpeBHaTyp M COKpAICHUH, YCTAHOBJICHHBIX TOCYIapCTBEH-
HBIMH CTaHJIAPTaMU W MpaBUIaMU pyccKor opdorpaduu, momyckaeTcss He MPUBO-
nuth, Hanipumep: I OCT, OAQO, a. (200, 2copod), m. e. (mo ecmu) U 1Ip.

Ynorpeo6sieHre YUCTUTENbHbIX

BaxxnbiM TexHuueckuMm TpeOoBaHueM K Hamucanuio BKP sBnsercs mpa-
BUJILHOE HAMCAaHUE YHCIUTEIbHbIX.

OpnHo3HauHble (cocTosimue B 1udpoBoil hopMe U3 OJHOTO 3HAKa) KOJIUYE-
CTBEHHBIC YHCIUTEIIbHBIC TMHUIIYTCS CIIOBAMHM, HAIPUMED: 08e cmparuysl (HE pe-
KOMEHIYETCS 2 cmpanuysl), KpOME CIydaeB, KOT/Ia 3TH YUCIHTEIbHBIC YIOTPEO-
JICHBI C €AMHUIIAMU U3MepeHus (%o, ke, kM | JIp.) WA B CTOST B OJHOPOIHOM PSIIY
C IPYTUMH YUCITUTEIbHBIMHU.

KonuyecTBeHHBIE UYHUCTUTENBHBIC, COCTOSIIIUE M3 HECKOJIbKMX LUDp, MU-
HIyTcs, KaK mpaBuiio, B iudpoBoit popme, Hanipumep: 12 345 pyorei.

[lopsinkoBble YHUCIUTENBHBIE TMHIIYTCS B CIOBECHOM WM OYKBEHHO-
uudpoBoii popme: smopoti pazoen, 2-ii pazoei.

OdopmieHre nepeyHenr B TEKCTeE

B tekct BKP mMoryT ObITh BKJIFOUEHBI pa3inyHbie mepedHu (pparMeHT Tek-
CTa, COCTOSIIIIMIA M3 BBOJHOW YaCTH, CBUJETEIBCTBYIOIICH, YTO 32 HEU IMOCIEAYET
MEPEUYUCIICHUE SIBIICHUM, NMTPEAMETOB WJIM MPU3HAKOB (JIEMEHTOB IEPEYHs), U U3
CaMHX ITHX JIEMEHTOB), KOTOPBIC JTOJKHBI ObITh OOPMIICHBI C YIETOM CIEIYIO-
AX PEKOMEHIAIAM.

[Ipn uCroONB30BaHUM COCTABHBIX NMEPEYHEW B JOKYMEHTaxX HE CIECAYET W3-
JIUIITHE WX YCJIOXKHATH: BBEJACHUE OOJIBIIOTO KOJUYECTBA YPOBHEHW UJICHEHHS 3a-
TPYAHSET BOCIPUATHE UH(OPMALIUH.

BoiwieHsATh yPOBEHb MEPEYHS MOXKHO JIMIIb MPU HATUYUKW MUHUMYM JBYX
AJIEMEHTOB JJAHHOTO YPOBHH.

[Ipu dopmynupoBKe 3JIE€MEHTOB JFOOOTO TMEPEYHS HYKHO CTPEMHUTHCS K
€AMHOO0OpPAa3NI0: BCE DJEMEHTHI OJHOTO YPOBHS JOJKHBI OBITh TPAMMATUUYECKH
UJEHTUYHBIMU APYT APYTY (BbIpaKEHbI OJHOTUITHBIMU MPEJI0KEHUSIMHU, CIIOBOCO-
YETAaHUSIMU WM CJIOBaMU OJHOM YaCTH peUr B OJTHOM rpaMMaTH4YecKoi Gpopme).

Br10op 3aryaBHOM WM CTPOYHOM OYKBBI B Hayaje JIEMEHTA, a TAK)KE 3HaKa
MPENHAHUS B €r0 KOHIIE 00YCIOBJICH MapKEPOM, KOTOPBIM UCIOJIb3YeTCs Ha JaH-
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HOM ypoBHE (apaOckas uudpa ¢ TOUKON UIU CKOOKOH, cTpoyHasi OykBa €O CKOO-
KOH, Tupe). Mapkep, B CBOIO 0Uepe/lb, CIIEyeT BEIOUpATh C YI€TOM THIIA DJIEMEHTA
(mpeaio’keHne, CIIOBOCOYETaHHE, CIIOBO).
1. Dnemenm nep6o2o yposHs (06bIUHO NpediiodiceHue):
1) asnemenm 6mopozo ypogHs (00bIYHO MHOCOKOMHOHEHMHOE
clogocouemanue),
2) anemeHm 8mopoco YPOGHsL:
a) 2nemenm mpemve2o YposHs (00bIYHO CIOBOCOUemanue
UU C108O);
0) oniemenm mpemuvezo YpOosHsL.
— JIeMeHm YemeEéPmo2o YPoBHsL (0ObIUHO CI080),
— anemenm yemeépmozo yposusi. (; 1)
2. Dnemenm nepeoco ypoeHsi.

[Ipu odopmiieHnn MPOCTOTO MEPEeYHS WM MEPEeYHS C MEHBIIUM KOJIHde-
CTBOM YpPOBHEH MOTYT OBITh HCIIOIH30BaHBl MapKEPHI JTIOOOTO YPOBHS, HO MEHSThH
UX MECTaMHU HE PEKOMEHIYETCS.

Ecnu B aneMeHT nepedHsi, B KOHILE KOTOPOTO yHOTpeOssieTcs 3ansaras Wiu
TOYKA C 3alsITOM, BKJIIOYAETCS CAMOCTOATEIbHOE MPEUIOKEHHE, TO 3TOT 3HAK CTa-
BUTCS TIOCTIE TIPEJIOKEHUS.

[ToBTOpSstOLIMECS B KaXIOM 3JEMEHTE CJIOBa HYKHO BBIHOCHTH B TEKCT,
BBOJSININUN JaHHBIA YPOBEHb, OJHAKO 3TO HE OTHOCHTCS K TMPEASIoraM, KOTOPHIE
yIOTPEOISAIOTCS ¢ TTIABHBIMU CIIOBAMU 3JIEMEHTOB — MPEIOTH CJIETYET MOBTOPATH
B K2XKJIOM ITyHKTE.

Ecnu B xoHIle kakoro-nubo ypoBHS yHnoTpeOJIeHbI CIOBa u Op., U M. 0. WU
U m. n., TO UX HE PACIONIaraloT Ha OTJEIbHON CTPOKE, a OCTABJIAIOT B KOHIE IIO-
CJIETHETO JIEMEHTA.

Ecnu HeobxonuMo onucath HECKOIBKO OJHOPOAHBIX MOMEHTOB U MPHU ITOM
OMKCAHHUE KaXI0ro TpeOyeT OTAENBHOrO0 JOCTATOYHO OOJIBIIOTO MO 00beMy ab3a-
112, @ OTMMCAHNE BCEX MOMEHTOB 3aiiMET HECKOJIbKO CTPAaHMII, TO HOMEp OMHCHIBae-
MOTO TOJIOKEHUSI PEKOMEHIyeTCsl TucaTh He nudpamu, a nponuckto. Hampumep,
«IlepBoe nonoxeHue riacur...» Ui «CoriacHO BTOPOMY MOJOKEHHIO. .. » U T. 1.

OdopmieHre pPUCYHKOB
B Tekcte BKP moryr ncnosib30BaTbesi pa3inuHble rpaguyeckue dJjieMeH-
ThL: (oTOU300pAKEHUS, PUCYHKH, CXEMBI, AUarpaMMsbl, rpa@uku, TaOIUIbl U Ap.
DTHU KOMIIOHEHTHI MOTYT OBITh pacronioxensl B Tekcte BKP cpa3y nmocne a63aua, B
KOTOPOM BIEPBbIE YIIOMHHAETCS UX COAEpKaHHE (KaK MPaBUIIO, 3TO HEOOJbILINE
1o 00BEMY SJIEMEHTHI); TMOO B MPUIIOKEHUH (€CTU AJIeMEeHT 00bhEMHBIN). ['padu-
YeCKHUE KOMIIOHEHTBI, NMPEACTaBIECHHbIE KaK MPHIIOKEHUS, MOTYT OBITh pacrojo-
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JKEHBI Ha JUCTE aThOOMHON OpHEHTalHnH. B 3TOM ciydae OHU MPUKPEIUISIOTCS K
pabote TakuM 00pa3oM, YTOOBI JJIsl MX TPOYTEHUsSI TpeOOBaICs OJUH MOBOPOT pa-
00T1bI Ha 90° 110 YaCOBOM CTpEIIKE.

Bxumouénnsie B BKP rpaduyeckue snemeHTbl, KpoMme TaOJIHI, UMEHYIOTCA B
TEeKCTe pucynkamu. Bce pucyHku, BkIO4EHHbIe B TeKCT BKP wnu mpunoxenus,
JOJKHBI HMETh HYMEPALIMOHHBIA M TEMAaTUYECKUHM 3ar0JIOBOK, pa3AciEHHbIE 3HAKOM
THpE.

Pucynku B Tekctre BKP HyMepyroTcsi CKBO3HOM MO Bcelt paboTe HyMepanuei
B HU3Y COOTBETCTBYIOLIEIO JIEMEHTA, & TAKKE CONMPOBOKAAIOTCS TEMATHUYECKUM 3a-
TOJIOBKOM, HaIlpuMep:

Pucynox 2 — Obpasey 3as6nenus
PHUCYHKM B IPHUIOKEHUSIX HYMEPYIOTCS B MpEeiax KaXKIOro MPHIIOKEHUS.
Homep pucyHka B 3TOM ciiyya€ COCTOMT U3 3arjaBHOM OyKBbl, 0003Hadaromien
IpuiIo)KeHue, u apadckoi nudpsel, 0003HaYaIOUIel HOMEpP PUCYHKA B 3TOM MPUIIO-
YKEHUU, Pa3ICIIEHHBIX TOUKOMU:

Pucynok b.2 — Onepoepamma 08udicenusi CrysnceOHol 3aNUCKU 8
OAO «llapycy

Ha Bce pucyHku 10mkHBI ObITh HaHbl ccbulkd B TekcTe BKP. IIpu cepuikax
HA PUCYHKHU CIEJyeT MHUCaTh: 8 CcOOmeemcmeuu ¢ pucywkom b.2, ma pucymnxe 2
npeocmaesueHo... u T. 1.

OdopmieHue TadIULy

Tabauya — ocobas hopma nepenayu UGPOBBIX WU CIOBECHBIX CBEICHUH,
PACIIOJIOKEHHBIX B OMPEACIICHHOM MOPSIAKE ISl JTy4Illed HArJISIAHOCTH U CpaBHe-
HU 1oka3atesneil. Tabmuilbl MOTYT OBITh Pa3HOM CTEMEHW CIOXKHOCTH, HO CIIMIII-
KOM YCJIOXKHATh Tabnuity He cTouT. Ecnu rpadsl TabmuIel comepxkaT pa3indHbIe
CBEJICHUS, UH(POPMALIMIO JIyYIlIe MPEACTABUTh B BUJI€ HECKOJIBKHUX TAOJIHII.

Tabnuiy B paboTe crneayer pacnojaratb HEMOCPEACTBEHHO MOCJE TEKCTa, B
KOTOpPOM OHa YIIOMHHAETCS BIEPBBIC, WM HAa CIEAYIOIIECH CTpaHULE. 3HAYUTEIb-
Hble TI0 00BEMY TaONULBI (CTpaHHIa U 0oJiee) PEKOMEHAYETCS BBIHOCUTH B IpH-
JIO’KEHHE.

Bce Tabmunpl B BKP nomxHBl ”METh HyMepallMOHHBIA U TEMaTHYECKHUM 3a-
TOJIOBKH, Pa3AeIEHHbIE TOYKOM, TOYKA IIOCJIE TEMAaTHYECKOrO 3arojioBKa HE CTa-
Burcs (Tabnuna 1. 3aronoBok). CioBo «Tabnuiay, €€ HOMep U HAaMMEHOBAHUE
YKa3bIBaIOT CJIeBa HaJl BEPXHEH 4acThIO TaOJIULIBI.

CcbuiKa B TEKCTE Ha KaxAyro Tabnuily oOs3aTenbHa. BeimomaHseTcs oHa 1o
IpUMEPY: ceedeHus npedcmasienvl 8 maoauye 1.
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Tabmuma 1. TemaTuueckuii 3aro0BoOK

3a- 3aronoBok rpad 3a- 3aronoBok rpad
<
2 TOJIOBOK noja3a- noj3a- | I'OJTOBOK ITonzaro- ITon3a-
2
% 2 OOKOBHKA |  TOJIOBOK rOJI0BOK rpagpl J0BOK rpadsl rOJIOBOK
~ &8 rpagsl rpadsl rpadsl
<
& 1 2 3 4 5 6
3a- sueika
> TOJIOBOK
g 8
| CTPOKH
O =
S
<
=
bo- I'padmr
KOBUK

Pucynok 1 — OcHOBHBIE 3JIEMEHTHI TaOIUIIBI

O0s13aTebHBIMU 3JIEMEHTaMH O(DOpPMIIEHUS TaOIULbI SIBISIOTCS:

1. Hymepayus mabauywsl. B Tekcte BKP Tabnuibl HymMepyroTCs CKBO3HOM
HyMmepanue. B npunoxeHusx TaOauIbl HyMEPYIOTCS OTACIBHO B KaXXJOM IpH-
JIO’KEHUHU, TIPU 3TOM K HOMEpY TabsuIibl 100aBiseTcs: OykBa, o003Havaronas J1aH-
Hoe mpunoxkenne (Tabmmia b.1. 3aronoBok). Ilpu mepeHoce yactu TaOaUIBl Ha
JPYTYIO CTPAHUIly CBEPXY CTPaHHUIIBI Takxke ciieBa nuiyT «IIpomomkenue Tabim-
Ib» U yKa3biBatOT €€ HoMmep. Eciu B pabore oaHa Tabiuila, OHa JOJDKHA OBITh
obo3HaueHa «Tabmuma 1. 3arosoBok» mim «Tabmuma B.1. 3aroioBok», ecnu oHa
MpUBECHA B IPHIIOKEHUH B.

2. 3a20n1060Kk madauybl NOIKEH KPAaTKO M TOYHO OTPaXKaTh €€ colepiKaHue.
Touka B KOHIIE 3ar0JIOBKA TAOJUIILI HE cTaBUTCSA. ECan Bo Beex sueiikax TaOJIUIIBI
coniepkuTcs o0mas uaopmalus (Hanpumep, €AUHHUIBI U3MEPEHHS ), 3Ta UHPOP-
Malys BEIHOCHUTCSI B 3aroJIOBOK, Hampumep: Pasmep cmunenouu, py6. ITa peKo-
MEHJAIUST OTHOCUTCS U K 3arojIOBKaM rpad ¥ CTPOK TaOJIHIIBI.

3. ['onoska mabauysl BKIIOYAET 3arojOoBOK OOKOBHKA, 3aroJIOBKU rpad u
(mpu HE0OXOAMMOCTH) TTOA3aroI0BKU rpad. 3arojioBku rpad u 60KOBHKA TaOIUIIbI
ClIeIyeT MUcaTh C MPOMMCHON OYKBBI, a MO3ar0JIOBKU Ipad — CO CTPOYHON OYKBHI,
€CIId OHU COCTABJISIIOT OJHO TMPEIJIOKEHHE C 3aroJIOBKOM, WJIM C TMPOMHCHOM
OyKBBI, €CITM OHU HMMEIOT CaMOCTOSTEIbHOE 3HA4YeHHE. B KOHIE 3aroloBKOB H
[10J13ar0JIOBKOB TOYKAa HE CTaBUTCS. 3arojIOBKU rpad, Kak MpaBuio, 3alHUChIBAIOT

50



napajuienpHo  cTpokam  Tabnumbl.  Ilpu  HeoOxoauMocTH — JTOMycKaeTcs
NEPHEHANKYJIIPHOE PACIIONI0KEHUE 3ar0JIOBKOB rpad.

Ctpoxka ¢ HoMepamu Tpad BKIIOYAETCS B TOJOBKY TaOJINII, PaCIOI0KEHHbIX
Ha HECKOJBKHMX CTpaHHuIaXx (B 3TOM cCiy4ae JaHHas CTPOKAa B MPOJOJIKEHUU
TaOJMIIBI 3aMEHSET BCIO TOJIOBKY), WJIM MPU HEOOXOAMMOCTH B TEKCTE COCIIAThCS
Ha omnpeenEHHbIe TpadBbl.

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

tabnuny rpady Homep no nopsoky. B cmydae HEOOXOAMMOCTH MPOHYMEPOBATH
CTPOKH, UX TOPSIKOBBIE HOMEPA YKa3bIBAIOT MEPeJ1 3ar0J0BKaMH CTPOK B OOKOBU-
Ke, a mocie urudpsl, 0003HAYAIONIEH HOMEP CTPOKH, CTABUTCS TOYKA.

5. Cmpoxu — TOpU30HTAIBHBIC SJEMEHTHI TaOMUIbl. UHCIOBBIC 3HAYCHHSI
MoKa3aTeNeld, MPUBOJUMBIC B SYCHKaX, MPOCTABJSIFOTCS Ha YPOBHE IOCIEIHEH
CTPOKM HaMEHOBaHU MoKa3areseil B 0okoBuke. CloBecHas: XapakTepUCTUKa I0-
Kazarened, B OTIMYMEe OT LU(POBOH, JOIKHA HAUMHATHCA HAa YpPOBHE MEpPBOM
CTPOKM HAaMMEHOBAHUS TTOKA3aTesl.

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

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

3aMeHsTh KaBbIYKaMH TOBTOPSIOIIKECS B Tabsuile IUPPbI, MATEMATUIECKUE
3HAKW, 3HAKW TMPOIIEHTA M HOMEpa, OO0O03HAYEHUS MAapOK MaTepuajoB U
TUTIOPa3MEpPOB  MPOAYKIMK, OOO3HAUEHWS HOPMATHUBHBIX JOKYMEHTOB HE
JIOTTYCKaeTCsl.

Hudper B rpadax Tabiuil AOTKHBI MPOCTABIATHCS TakK, YTOOBI pa3psiibl
yucel Bo Bcel rpade ObLIN pacroyioKEeHbl OJIUH MO IPYTUM, €CJIM OHU OTHOCSITCS
K OJTHOMY TloKa3zatento. B oaHoit rpade nomkHO ObITh COOII0ICHO, KaK MPaBUIIO,
OJIMHAKOBOE KOJMYECCTBO JIECATUYHBIX 3HAKOB JJISI BCEX 3HAUCHUN BEJTMYHWH.

7. Huetixu oOpa3yroTcsl Ha TIEpPECeUEHUN CTPOK U rpad. Sueilku He TOJKHBI

OBITh TIEperpyKeHbl HHMOPMAITUEH I COXPAaHEHUS HATJISITHOCTH TaOJIUIIBI.

[Ipu OoTCYyTCTBUM NaHHBIX B COOTBETCTBYIOLIUX sUEHKaX 00s3aTENIbHO MpO-
CTaBJIAETCS MPOYEPK WK nuietcs: Hem ceedenuil.

B Tabnune momyckaercs ucnonb3oBath mpudt 11-12 xeruns.

TPEBOBAHHUA K COJEP)KAHUIO U O®POPMJUIEHUIO JOKYMEHTOB, CO-
IMPOBOXKIAIOIIUX ITPOLHEAYPY 3ALIUTHI BKP

3amura BKP npeanonaraer npegocraBieHne rocyAapcTBEHHOM aTTeCTallN-
OHHOM KoMmuccHM Hapany ¢ camoi BKP cieqyrommx 10KyMeHTOB:
— 3a7anne Ha BeInojiHeHne BKP;
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— KaJIeHJIapHbIN rpaduk;

— pedepar;

— OT3BIB PYKOBOJIUTEIIS;

— CD-nuck ¢ anekrponnsiMu Bepcussmu BKP, 3aganus, kanengapHoro rpa-
¢duka, pedepaTa u JoKIIaa HA 3AIUTE, a TAKXKE MPE3CHTALIUCH.

Cooepicanue u ogpopmnenue 3adanus na evinoinenue BKP

3ananue Ha BeinonHenue BKP 3amonnsercs B Hagane pabotsl Hax BKP mo-
clie BBIOOpa CTYyIEHTOM TEMBI B XOJ€ MEPBOM KOHCYJIbTAIIMU C HAYYHBIM PYKOBO-
JUTETIEM.

B 3amanuu gukcupyrorcs tema paboThl, HICXOAHBIE JaHHbIE K paboTe (1eb,
O0BEKT, IPEIMET, 3a7aul UCCIEIOBAaHUs) U HAaMEYaroTCsl BOMPOCHI, MOAJIEKAIINE
paspabotke B BKP. Ilpu HeoOxoauMocTH Ha3HAYaIOTCs KOHCYJIbTaHTHI IO pasfe-
JlaM MCCJIEIOBaHUS.

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

3ajaHue NpHU COCTABIICHHH 3aBEPAETCS MOJAMUCAMH PYKOBOJIUTENS U CTY-
JICHTA.

B xone pa6otel Hag BKP a5emMeHThI 3a1aHusi MOTYT KOPpPEKTUPOBaThCs. Bee
U3MEHEHUS B 33JJaHUU JIOJKHBI OBITh COTJIACOBAHBI C PYKOBOJIUTEIIEM.

O6pazern opopmieHUs 3ajaHus MPEACTABICH B Ha 0aKalaBpCKyr0 padoTy —
B [Ipunoxenunu E.

Cooepotrcanue u ogpopmnenue pegpepama BKP

Pedepar BKP npencrasiser coboit cokpaniéHHOe U3I0KEHHUE COJIepIKaHMS
KBaTU(UKAIMOHHONW pabOThl ¢ OCHOBHBIMU (DaKTUYECKUMU CBEIACHUSMH U BBIBO-
JTAMH.

Pedepar odopmisiercst Ha otnensHOM jnucte. O0BEM pedepara HE TOJIKEH
MPEBBIIATH OJHOW CTPAHUIIBI.

Pedepar nomxen conepxarh:

1) cBenenns 06 o6bEéMe BKP, xonmuyecTBe uinmrocTpaimii, TabauIl, Mpuiio-
YKEHU, UCTI0JIb30BAHHBIX UCTOYHUKOB;

2) mepedeHb KIIIOUEBBIX CJIOB (5—15 CJOB MM CIOBOCOYETAHUM M3 TEKCTa
BKP, xoTopsie B HauOoIbIIEH Mepe XapaKTepU3YIOT €ro CoJep kaHue U o0ecreun-
BaIOT BO3MOXHOCTh MH(POPMAIMOHHOTO moucKka. KiroueBsie ciioBa MPUBOISTCS B
MMEHUTEILHOM MaJeKe U MeYaTaroTcsl MPOMUCHBIMU OyKBaMU B CTPOKY Yepe3 3a-
[ATHIE);

3) Tekct pedepaTa, KOTOPBIN JOIKEH OTPAKATh:
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— IpeAMET UCCIeI0BaHUS,

— 17 PaboTHI,

— METOJIbl IPOBEICHHSI HCCIICIOBAHUS,

— pe3ynbTaThl padOThl U UX HOBU3HY,

— CTETNICHb BHEJIPCHMUS,

— pPEKOMEHJAINK M0 BHEJIPEHHUIO WM UTOTH BHEIPEHUS Pe3yJIbTaTOB pado-
TBI,

— 00JaCTh NPUMEHEHMUS,

— MPaKTUYECKYIO 3HAYMMOCTh palOTHI,

— IPOTHO3HBIC MPEIJIOKEHUS O PA3BUTUU MPEAMETA UCCIICTIOBAHUS.

Teker pedepaTta N0KEH ObITh CBA3HBIM, KPAaTKUM U TOYHBIM. ClietyeT u3-
OeraTh CIOKHBIX TPaMMaTHYECKHX 00OPOTOB.

O6pazen opopmienust pepepara BKP npencrasnen B [lpunoxenun U.

Cooepotcanue u opopmnenue omswviea pykosooumens BKP

CryneHT nomkeH caarth Ha kadenpy noanucanHytro BKP He mo3nHee nByx
Henenb 10 3amuThl. [locne nposepku BKP pykoBoauTens moanuchIBacT €€ U BMe-
CTE€ C NMHUCbMEHHBIM OT3BIBOM IPEACTABIISET 3aBeAyroleMy Kadenpoi. B oT3biBe
Ha BKP nomxkHa ObITh XapakTepHUCTUKA MPOJEIAHHON paboThl IO BCEM paszesiaM
BKP, B KOTOpOIi OTpa’k€HO CIIEIYIOIIEE:

— CTETIEeHb JOCTUKEHHUSI 11Tl BBITYCKHOM KBaNIU(PUKAIIMOHHOMN paboThI;

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

— TPaBUIBHOCTh O(OPMIICHHSI BBIMTYCKHOW KBaIM(UKAIIMOHHON pPadOThI,
BKJIIOYAsl OLIEHKY CTPYKTYpbI, CTHJIS, SI3bIKA M3JIOKEHHUS, a TAKXKE UCIOJIb30BaHUS
TaOJMYHBIX U TPAQUUECKUX CPEACTB MPEACTaBICHU HHPOPMALIUK;

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

— HEJAOCTATKU BBITYCKHOW KBaTU(PUKALIMOHHON pabOThI;

— CTENEHb COOTBETCTBUS BBIMYCKHOW KBAIM(PUKALMOHHON paboThl TpeOoBa-
HUSIM CTaHJapTa CIIEHAIBHOCTH;

— peKOMeHJalMsl BHITYCKHOW KBaJIM(UKAIIMOHHONW pabOThI K 3allUTe.

[Tpumep oT3bIBa PpyKOBOAMTENST OakagaBPCKOW pabOThI MPEACTABICH — B
[Tpunoxenunu K.

Cooepicanue u ogpopmnenue CD RW-oucka ¢ anexkmponnvimu eepcuamu BKP, pege-
pama, 00K1a0a Ha 3auume u npe3eHmManyuu
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Odopmuenne CD RW -gucka
Ha nucke, npuxpemnénnom k BKP, nomxubl ObITh criepyromiue Qaiiibl,
Ha3BaHHbIC MUMEHHO Tak (0OpaTWTe BHHUMaHUE Ha MPOOENbl W JAPYrue 3HAKH B
Ha3BaHUU ¢aiios!):

Cooeporcanue gaiina Ha3zeanue ¢haiina
a1, NPOBEPEHHBIM HAa AHTHUILIA- OamunusIO Tema BKP nosHo-
ruaT, C TUTYJbHBIM JINCTOM CTBIO
BKP nonHOCTBIO ®amunua10 BKP
Pedepar Oamunusa1O Pedepar
JlokJiag Ha 3a1IuTe Oamunusa 1O Joknan
[Ipe3enTanus Oamunusa O Ilpesenranus

JIuck 00sA3aTeNIbHO TOJDKEH MMETh OOJIO0XKKY, Ha KOTOpOH IQyOnupyercs B
YMEHBIIEHHOM BUJI€ TUTYNbHBIN JcT BKP.

Tpeb6oBaHus k gok/aaay Ha 3amuTe BKP

3ammMra HauMHAETCS C JOKIana (KpaTKoro COOOIIEHUS) CTYJIeHTa-BbI-
MyCKHUKA M0 TeMe KBaJu(UKAIMOHHON pa0oThl. CIOBO JUIsl MOKJIada CTYACHTY-
BBIITYCKHUKY MPEIOCTABICT MPEACENaTeNlb TOCYJapCTBEHHOW AaTTECTAllMOHHOW
KoMmuccuu. JlJis JTOKJIajla OCHOBHBIX MOJIOKEHUM KBaIU(UKAIIMOHHOW pPadOTHI,
000OCHOBaHUS CAEJIAHHBIX UM BBIBOJOB M MPEIIOKEHUN CTYIEHTY-BBIITYCKHUKY
npenocrasisierca He 6osee 10 MUHYT, 4TO COOTBETCTBYET 4-4,5 cTpaHuiiaMm 0ObIY-
HOTO TeKcTa pazMepa mpudra 12, HaGpaHHOTO ¢ MEKCTPOUYHBIM HHTEpBAJIOM 1,5.

B TekcTe BBICTYIJICHUS! CTY/ICHT-BBIITYCKHUK JIOJDKEH 00OCHOBATh aKTyallb-
HOCTh U30pPaHHON TEMBbI, MPOU3BECTH 0030 APYTUX HAYUHBIX padOT 10 U30paHHOM
uM TeMe (rpoOieme), MoKa3aTh HAYYHYI0 HOBU3HY U MPAKTHUYECKYI0 3HAYUMOCTh
UCCJIEIOBAHUS, 1aTh KpPATKU 0030p I1aB KBaIU(UKAIIMOHHON pabOoThI U MpecTa-
BUTH MOJTYYEHHBIE B MPOLECCE PE3YIbTATHI.

CTpyKTypy TEKCTa BBICTYIUIEHHUS MPH 3aIUTE KBATU(PUKALMOHHON pabOThI
MO’KHO MPEACTaBUTh B BUJIE CJIEAYIOIIEH TaOIUIIbL:

Tabnuua 2. [IpumepHas CTpyKTypa BBICTYILICHUS

Paznen BeicTymieHus [Iponomxu- Komuue-
TEIBLHOCTH (MHH.) CTBO
cllaiioB
Mpe3eHTa-
197041
Beenenne. OOocHOBaHUE TEMBI HCCIIENOBa- 2,8 10
HUS (aKTyaJIbHOCTb, OOBEKT, MPEAMET HCCIea0Ba-
HUS, 11eJTh, 3a]]a49H, METOBI U T.1.)
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Kpartkoe conepxanue paboTsl (BBIBOABI IO 0,5-1,5 He menee 1

rJaBam) Ha KaXIyro
TJIaBy
Pe3ynbTaThl 3KCIEpUMEHTATIBHON pabOThI 3-5 ITo HEOOXO-

JTUMOCTH, HO HE
MeHee yeM |
claij B MUHYTY

3aknroueHrue (OCHOBHBIE BBIBOJbI JAJIbHEN- 1 1-3

M€ MTePCIICKTUBBI Pa3pabOTKH MPOOIEMBbI)

TpeboBaHUs K KOMIIBIOTEPHOM Mpe3eHTalMU J0KJIa/1a Ha 3amiuTe BKP

KoMmproTepHasi mpe3eHTalys AaeT psi MPEeUMYIIEeCTB mepes; 0ObIdHoNi Oy-
MakHO-TUTakaTHOW. KommbroTepHasi mpe3eHTalusi MO3BOJSET 4jeHaM Tocyaap-
CTBEHHOM aTTECTAllMOHHOW KOMHUCCHM OJHOBPEMEHHO H3y4daTh KBaIU(UKAIIMOH-
HYI0 paboOTy ¥ KOHTPOJIMPOBATh BBICTYIUICHUE CTYJEHTa-BhIMyckHUKA. [losTOMy
JKEJIATEIbHO COMPOBOXIATh BBICTYIUICHUE MPE3EHTALMEN ¢ UCIOJIb30BaHUEM 15—
20 cnaiiioB.

[Ipesenramust gokHa OBITH co3maHa B mporpamme Microsoft Office
PowerPoint. I1pu co3manuu mpe3eHTAMA PEKOMEHTYECTCS:

— co0yroaaTh €AuHBIN CTWIb oopmiieHus (1BEeT (oHa clIaiaoB, IBET U
HayepTaHue wpudTa u 1p.);

— n3beratb 3P¢heKToB, KOTOpPHIE OYAYT OTBIEKATh OT COJIEPKAHUS MPE3CH-
Talluu;

— g (hoHa BBHIOMPATH XOJIOJHBIE CBETJIbIC TOHA (CUHUM, 3€NEHBIN) nmu Oe-
JIBIN;

— Ha OJIHOM CJIaiiJie UCTIOJB30BaTh HE OoJiee TPEX 1BETOB ((POH, 3aroj0BOK,
TEKCT);

— UCIOJB30BaTh KOPOTKUE MPETIOKCHUS;

— HauOosee BaxkHast HHGOpMaIIUs JT0JHKHA pacloliaraTbesl B IEHTPE DKPaHa,

— paszMep mpudTa J0HKEH ObITh YAOOHBIM I BOCTIPUATHS 3PUTEIISAMHU: JJIs
3aroJIOBKOB HEe MeHee 24 KT., Il TeKcTa — He MeHee 18 Kkr.;

— He meperpyxartb ciaiin uHdopmaruen (6omnbiiond 050k uHPOpMaAUU
Jy4uie pa30oUTh Ha HECKOJIBKO CIANIOB).

B mpesenTtanuu gomkHa OBITH OTpakeHa crernuduka 3amuiaemoin BKP.
Crnenyet uzberatb 00X ¢gpas, 001MIEU3BECTHRIX ONPEACICHUM.

[lepBoiil cnaiin nomken coaepxkatb Temy BKP; ums, oruectBo, pamunmnio
CTYJIeHTa; y4EHYIO CTEeNeHb, YUYE€HOE 3BaHUE, JOHKHOCTb, UMS, OTYECTBO, (pamu-
JIUI0 PYKOBOJIUTEIIA.

[Mocnenuuii cnaitn: Cnacubo 3a enumarue!

55



OcTtanpHbIC CTAlIBI 0(OPMIIIIOTCS IO YCMOTPEHHIO CTYIEHTA ¢ y4ETOM pe-
KOMEHJaIui K IOKJIaly Ha 3alIuTe (CM. BBIIIIE).
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ITPHJIOKEHHUE A

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

1. ABTroMaTu3alMs M MEXaHU3alHUsl aApXUBHOIO Jella KaK MPOrPECCUBHBIE ATaIlbl
Pa3BUTHS OTPACIIHM: HICTOPUUECKUI aCIEKT.

2. ABromarmzanusi ~ MHGOPMAIMOHHOTO  oOecredyeHHs  ympaBieHus  (Ha
KOHKPETHOM IIpUMeEpe).

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

4. ABTOMaTH3UWPOBAHHBIN JTOKYMEHTOOOOPOT M ApXUBHOE XpaHEHUE UH(DOpMAITUH:
pOOJIEMBI U MEPCIIEKTUBBHI.

5. ABTOMATH3UPOBAHHBIA JOKYMEHTOOOOPOT KakK (YHKIMOHAIbHAS CTpaTerus
yIpaBiieHUs (Ha KOHKPETHOM MIPUMEDPE).

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

7. AHanu3 JOKYMEHTAllMOHHOTO OOECIeueHUsl yOpaBieHUs U pa3paboTka
NPEMIOKEHU 10 €ro COBEPIICHCTBOBAHUIO (HAa MpUMEpe KOHKPETHOU
OpraHu3allvu).

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

9. AHanM3 ¥  COBEpILIEHCTBOBAaHUE JCJIOBOM TNepenucku (Ha Mpumepe
MPEANPUATHSA ).

10. AHanu3 W COBEpUICHCTBOBAHWE OpPraHU3AIMK  APXUBHOTO  XpaHEHUs
JIOKYMEHTOB Ha PEANPUITUH.

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

12. Ananu3 HOpPMATUBHBIX TPEOOBaHUN K JIOKYMEHTAIIMOHHOMY OOECIEYEHUIO
MPOXOXKJEHUS  TOCYJApCTBEHHOM  IpakJaHCKoM  ciyxObl  Poccuiickoi
denepanum.

13. AHanu3 HOpPMATHBHBIX TPEOOBaHW K OpPraHM3AaMU M JOKYMEHTAI[MOHHOMY
00ECMEYEHUI0 TPOXOXKJAEHUS TOCYNAapCTBEHHOM TPaXkJIaHCKOW  CIIyKObl
cyobekTa (enepannu (CyObEKT Mo BBIOOPY).

14. Ananu3 opraHu3auuMd JOKYMEHTALlMOHHOTO oOecreyeHus AesTeNbHOCTU
KOMMEpPYECKOM CTPYKTYpbl M €ro COBEpPIIEHCTBOBAaHHME (HAa IpUMEpE
KOHKPETHOM KOMMEPYECKOH CTPYKTYpHI).

15. AHanmu3 TIOCTaHOBKM JOKYMEHTAIlMOHHOTO OOECHeYeHHUs: JAesITeIbHOCTU
YUpPEXKACHUS, OPraHW3allMM W HaIPaBJIEHUS €ro COBEPIICHCTBOBAHMS (HA
IpUMeEpPEe KOHKPETHOTO FOCYJAPCTBEHHOTO YUPEXKICHHUSI, OPraHU3al1n ).

16. ApxuBHOE XpaHEHHE B CUCTEME JIEKTPOHHOTO IOKYMEHTOO0OPOTA.

17. BnussHue HOBBIX HMH(DOPMAILMOHHBIX TEXHOJOTHUH B JIOKYMEHTOOOOpOTE Ha
KaueCTBO yNPaBIICHUS YEJI0BEUECKUMHU PeCypcamu.
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18. BHenpenune HOBbIX WH(DOPMAITMOHHBIX TEXHOJOTUN B KAJAPOBYIO JESITEIBHOCTh
MPEANPUATHS.

19. BHenpenue HOBBIX HMH()OPMAIMOHHBIX TEXHOJOTHM B CHUCTEMY apXHWBHOIO
XpaHEHUsI IOKYMEHTOB (KOHKPETHOTO MPEIPUSITHS).

20. BHyTpeHHsIs periiaMeHTalus JOKYMEHTOBETYECKUX MPOLIECCOB B KOHKPETHOM
OpraHU3aluu.

21. BO3MOXXHOCTH  HCIOJb30BAHUSI COBPEMEHHOM OQUCHON TEXHUKH IS
ONTUMU3ALNN JOKYMEHTOO0O0POTa OpraHu3aiiy (Ha mMpuMepe MpearnpHusITHs).
22. BO3MOXXHOCTH  WCIIOJB30BAaHUS  CHCIHAIM3UPOBAHHBIX  MPOTPaMM  JUIS
COBEPIIICHCTBOBAHMS PabOThI ¢ TOKYMEHTAMU Ha MPEANPHATHH (Ha TpUMepe

NPEANPUATHSA).

23. BO3MOXXHOCTH MPUMEHEHHUS] COBPEMEHHBIX HMH(POPMAIIMOHHBIX TEXHOJOTHH B
JEATEIIbHOCTH apX1Ba OpraHu3aluy (Ha IpuMepe apXuBa IpeAnpUsITUS).

24. Bo3uukHoBeHHe nenonpousBosicTBa B Kuesckoit Pycu (IX — XI BB.).

25. Borpochl TOKYMEHTUPOBAHUSA U PabOTHl C JOKYMEHTaMU B 3aKOHOAATEIIbHO-
IpaBoOBbIX akTax Poccuiickoil @enepanni.

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

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

28. Borpochl JTOKyMEHTHPOBaHUS W PabOTHI C JOKyMEHTAaMH B HOPMATHUBHO-
npaBoBbIX  aktax  Poccuiickori ~ ®depepanim 0 rocyAapCTBEHHOU
IPaBOOXPAHUTEILHOM CITykOe€.

29. Borpockl JIOKYMEHTHPOBAaHUS CO3JAHUS U JICITCIIBHOCTH aKIIMOHEPHBIX
00IIIeCTB B HOPMATHUBHO-TIPABOBBIX akTax Poccuiickoit deneparmm.

30. Bompocst JIOKYMEHTUPOBAHUS YIIPaBJIEHYECKON NEATEIBHOCTH
rOCyJIapCTBEHHOI'O amnrapara B HOPMAaTUBHO-IIPABOBBIX akTax Poccuiickoi
denepanum.

31. JlokymMeHTaIIMOHHOE oOOecIeueHne MPOXOXKJIACHHUS (eneparbHO BOCHHOM
CIIykObI (Ha MpUMepe KOHKPETHOTO TOCYAapCTBEHHOT'O OpraHa).

32. JlokymMeHTaIlMOHHOE O0eCIeueHUE MPOXOKIACHHS (PeaepalbHOM T'PakIaHCKON
CIIy>kObl (Ha MpUMepe KOHKPETHOTO TOCYAApCTBEHHOI'O OpraHa).

33. JlokyMeHTaIOHHOE obecrieueHne MPOXOXKIACHUS benepanbHON
NIPaBOOXPAHUTEIBHON CIYXObI (Ha MPUMEpPEe KOHKPETHOTO TOCYIapCTBEHHOTO
opraHa).

34. JlIokyMeHTaI[MOHHOE oOecrieueHue pOLETypPbI aTTecTaluu

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

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

36. JlokyMeHTAIMOHHOE 00ECTICUCHHE YIIPABIECHYECKON AESTEIHPHOCTU B YCIOBHUSAX
MPUMEHEHUS aBTOMATU3WPOBAHHOW TEXHOJIOTMU (HAa MOpHUMEPE KOHKPETHOU
OpraHu3alluu).
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37. JlokyMEHTHpOBAaHUE aTTECTAIIMHM U OLIEHKH MPO(ecCHOHAIBbHON NesSTENbHOCTH
PaOOTHUKOB MPEITPUITHS.

38. JlIokyMEeHTHUpOBAaHHUE ATTECTALMU U OLIEHKU MPO(ECCHOHATIBHOMN IESITeIbHOCTH
PabOTHUKOB TOCYIAPCTBEHHOTO YUPEKIACHUSI.

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

40. lokyMeHTUpOBaHUE IEATEIBHOCTH KaJIpOBOM CIyX Obl W HaNpaBlICHUS €ro
COBEPILIEHCTBOBAHMS (Ha IPUMEPE KOHKPETHOW OpraHu3alim).

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

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

43. 3akoHOAaTeNbHAs 151 HOPMaTHUBHO-IIPABOBAs 0aza  COBpPEMEHHOTO
JIOKYMEHTAIlMOHHOTO 00ECTIeUeHUs yIIPaBICHHUS.

44. 3aKkoHOJATENbHOE M HOPMATUBHOE PETYJIMPOBAHUE JEJIONPOU3BOJICTBEHHBIX
IPOLIECCOB (B pa3IMYHbIE UCTOPUUECKHUE MTEPHOIBI).

45. 3aK0HOAATEbHO-HOPMAaTUBHOE DPETYJIUPOBAHUE apXMBHOIO Jieja B CTpaHax
3amnaaHoit EBponbl u CIIA.

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

47. 3apoxJeHne, CTAHOBJICHUE U PA3BUTHE SKCIEPTH3bI IIECHHOCTH JTOKYMEHTOB B
JIEIONPOU3BOICTBE.

48. 3apyOexHOe apXUBOBECHUE: MPOOJIEMbI HICTOPUH, TECOPUU U METOAO0JIOTHH (Ha
npUMepe KOHKPETHOTO TOCYIapCTBa).

49. 3apyOexHble CTaHIAPTHl, pErJIAMEHTHUPYIOIINE TMPOLECCHl  YIpPaBICHUS
JIOKYMEHTAIUEH.

50. 3apyOexHbId  OMBIT ABTOMATU3AIMKM  YOPABJICHUS JTOKYMEHTHPOBAHHOM
uHdopmaIuein.

51. 3ammTa AapXWBHBIX JIOKYMEHTOB OT OHOMNOBpEXKIeHUN (Ha TmpuMepe
KOHKPETHOTO apXHBa).

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

53. UndopmarimonHoe oOCTyKHMBAHHE PYKOBOJICTBA MPEANPUATHS — TPOOIEMBI
OpraHU3aIMU U PETYTUPOBAHUS.

54. Vcnonp3oBanue 3apyOEKHOTO OMbITA B OpPraHW3alMM JIOKyMEHTO00OpoTa
POCCUHCKUMH TIPEAPHUSITHSIMHI.

55. Ucnonb3oBanue 3apyOeKHOrO OMNbITa B OpraHU3aluud pabOThl POCCHMCKUX
apXM1BOB.

56. Mcnonp30BaHue KOMIBIOTEPHBIX TEXHOJOTHH B paboTe ¢ ayInOBU3yaIbHBIMH
apXWBHBIMHU JJOKyMEHTaMU (Ha MpUMepe KOHKPETHOTO apX1Ba).

57. cnonp3oBaHue HOBBIX MH(POPMAIMOHHBIX TEXHOJOTHUH B MHGOPMAIMOHHO-
JOKYMEHTAIlMOHHOM O0€CIeuUeHUH YIpaBieHus (Ha KOHKPETHOM MPUMEpE).

58. HccnenoBanue BOIPOCOB CO3JaHUS «aBTOMATU3UPOBAHHOWY», «0€30yMaxHOM
KaHLEJIpUH (TI0 OTEYECTBEHHBIM U 3apYOESKHBIM MyOJIUKALIUSIM).
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59. UccrnenoBanne NPUHLMIIOB MOCTPOCHUS ACIOMPOU3BOACTBA  YUPEKICHHIM
Poccuiickoii umnepun (XVIII — XX BB.).

60. KagpoBass cnmyx0a TrocyJapCTBEHHOTO OpraHa W JIOKYMEHTHPOBaHHE
MPOXOXKJEHUS  TOCYJApCTBEHHOM  IpakJaHCKOM  ciyxObl  Poccuiickoi
deaeparuu (10 HOPMAaTUBHO-TIPABOBLIM akTaM P®d).

61. KagpoBass cnmyxx0a TrocyJapCTBEHHOTO OpraHa W JIOKYMEHTHPOBaHHE
MIPOXOXKJCHUS TOCYJIapCTBEHHON IPaBOOXPAHUTEIIBHOM ciykObl Poccuiickoi
®depneparuu (10 HOPMAaTUBHO-TIPABOBEIM akTaM P®D).

62. KagpoBass ciayx0a TrocygapCTBEHHOTO OpraHa W JOKYMEHTHPOBaHHE
MIPOXOXKJICHUS TOCYJApPCTBEHHOW BOCHHOW ciy:kObl Poccuiickoit denepanuun
(0 HOpMaTHUBHO-TIPAaBOBBIM akTaMm PD).

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

64. Mexnaynaponnas ctangaptuzainus B JIOY (uctopus Bompoca, COBpPEMEHHOE
IIOJIOKEHUE JIEJT, IBOJIIOLIUS IIPOLIECCa).

65. MexayHapoaHas cTaHIapTU3alusg HHPOPMAIMOHHBIX TTPOLIECCOB.

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

67. Meronuka BbiOOpa CDOJl anga opranuzanuu (Ha TpUMEpe KOHKPETHOM
OpraHu3allvu).

68. MeTtoanueckne acmeKkThl OpraHU3allii JOKYMEHTAIlMOHHOTO O0ecTeyeHus
YIPABJICHHUS.

69. Meroandeckoe obOecrnieueHre KOH(PHUACHIIMAIBHOTO JEJIOMPOU3BOACTBA (HA
pUMepe MPEAIPHUITHS).

70. MOHUTOPUHT TIOTOKOB JOKYMEHTOB OpraHU3allMM HAa OCHOBE COBPEMCHHBIX
UH(OPMAITMOHHBIX TEXHOJIOTHH.

71. Homenkiiatypa nen M HMX pOJib B OpraHu3anuu paboThl C JOKYMEHTAMH
IOPUIUYECKUX JIUI Pa3HbIX (POpM COOCTBEHHOCTH (Ha KOHKPETHOM MPUMEPE).
72. Opranu3aliOHHO-TIPABOBOE U JIOKYMEHTAIIMOHHOE O0ECreYeHre YIpaBIeHUs

rOCyapCTBEHHOTO YUPEKIeHUs (HA KOHKPETHOM MpUMeEpe).

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

74. OpraHu3aliMOHHO-TIPABOBOE U JIOKYMEHTAI[MOHHOE OOECIeUCHUE YNpPaBICHUS
MYHULIMTAILHOTO OpraHa (Ha KOHKPETHOM IIpuMepe).

75.0prann3aiiOHHO-TIPABOBHIC u JIOKYMEHTAILMOHHOE obecrieueHue
JEATEIIBHOCTH KOMMEPYECKOT0 MPeAnpusiTUs (Ha KOHKPETHOM MPUMEPE).

76.0Opranuzanusi apxuBa Kak CTPYKTYpHOTO mozpasjaeiieHus ciyxoer JIOY
KOMMEPUYECKOTO MPEPHUSITHUS.

77.0Opranuzanusi TOCYJIapCTBEHHOW TPaXMTAaHCKOM CIy)Obl W KaJIpPOBOTO
JIETIONIPOU3BOICTBA B (he/iepaiIbHOM TOCYJAapCTBEHHOM opraHe (Ha mpumepe
KOHKPETHOTO TOCYJJapCTBEHHOTO OpraHa).

78. Opranmszanus JIOCTyNa K AapXWBHBIM JIOKYMEHTaM H©  JIOKYMEHTHOM
uH(dOpMaIuK, CoJIep KaIlUM MePCOHATBHBIC TAHHBIE (Ha TPUMEPE KOHKPETHOTO
apXuBa).
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79. Opranuzanuss ¥ TOBBIIIEHHE 3(PPEKTUBHOCTH KOHTPOJIS  HCTHOTHEHHS
pacnopsiIUTENbHBIX JOKYMEHTOB HA MPEANPUSITHH.

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

€€ IeATEIIbHOCTH.

83. Opranmuzanuss pabOThl KaHIEISAPUU TOCYJApPCTBEHHOTO yupexkaeHus Poccuu
XVII-XIX BB.

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

85. Opranu3anus paboTHI C IEJTOBHIMU MUCbMAaMHU U IIyTH €€ COBEPIICHCTBOBAHUSI.

86. Opranuzanus padoThl C JOKyMEHTaMHU B KaJIpOBOM CITy»)0e rocy1apCTBEHHOTO
yupexaeHus (Ha KOHKPETHOM MPUMEPE).

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

88. Opranuzanus ciyx06s1 JJOY B ycinoBusix GyHKIMOHUPOBAHUS KOMMEPUECKOTO
MPEANPUATHUS.

89. Opranuzanus ympaBjieHUsl JOKyMEHTaIMei 3a pyoexxom (o mepuojam, Judo
110 CTpaHaMm).

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

91. OcoOeHHOCTH KJIMMATOJIOTUYECKOTO O0ECIEYeHNUsS COXPAaHHOCTH AapXUBHBIX
JIOKYMEHTOB Ha TeppUTOpUN YenssOMHCKON 00IacTy.

92. OcoOeHHOCTH  DJIEKTPOHHOTO  JOKYMEHTOOOOpoTa  opraHu3amuu  (Ha
KOHKPETHOM IIpuMepe).

93. OTpakeHHE BOMPOCOB JTOKYMEHTAIIMOHHOTO OOECICUCHUSI YIMPABICHUS B
NEePUOINYECKUX U3JIAHUSX.

94. [lepcniekTUBHBIC HAIIPABJICHUS B PA3BUTHH apXUBOBeeHUS B Poccum.

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

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

97. IloBbrienne 3¢HEKTUBHOCTH PabOTHI apXKBa B YCIOBHUSIX MIPUMEHEHUST HOBBIX
WH()OPMAITMOHHBIX TEXHOJIOTHH.

98. IlocTaHOBKa JOKYMEHTAIlMOHHOTO OOECTeYeHHs] JeATENbHOCTH  CIYXKOBbI
KaJpOB W HAmpaBlCHUS €r0 COBEPIICHCTBOBAHHS (HAa MpUMEpPE KOHKPETHOM
OpraHu3allun).

99. IloctaHoBKa  3JEKTPOHHOTO  JOKYMEHTOOOOpOTa  opraHuzamuu  0e3
ucnosbs3oBanus COJl (Ha KOHKPETHOM TIpUMeEpe).

100. TlocTtpoenue coBpeMeHHON HHPPACTPYKTYpPHl OpTaHM3aIuu (Ha TpUMEpPE
KOHKPETHOI OpraHu3aIuu).

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

102. TIpaBoBbIe, OpraHHU3aIMOHHBIC, TEXHUYECKHUE ACMEKThl HCIOJIb30BAaHUS B
YIPABJICHUH SJIEKTPOHHBIX TOKYMEHTOB.
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103. TIlpumeHeHME TOCYJApPCTBEHHBIX CTAHAAPTOB MO JOKYMEHTAllMOHHOMY
YIPABJICHUIO B JAEJIONPOU3BOJACTBEHHOM EATEIbHOCTH MPEIIPUITHS.

104. TlpumeHeHue METOAOB OIM(POBKH IOKYMEHTOB B COBPEMEHHOM apXHBe (Ha
npuMepe KOHKPETHON OpTraHU3alINH ).

105. IlpumeHeHUE COBPEMEHHBIX TEXHOJOTUH TPU pPeCcTaBpallid apXUBHBIX
JIOKYMEHTOB (Ha MpUMepe KOHKPETHOTO apXUBa).

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

107. TlpumeHeHHE 3JEKTPOHHOTO JOKYMEHTOOOOpOTa B CUCTEME pabOThI apXHBa
npeanpusiTus (Ha KOHKPETHOM MPUMEpE).

108. TIIpoOnema XHWIEHUS aPXUBHBIX JOKYMEHTOB, MEpbl 0O€30MACHOCTH H
3aIUTHI (Ha IpUMEPE KOHKPETHOTO apX1Ba).

109. TIIpoGnembl  aBTOMaTH3alMUd  JOKYMEHTAI[MOHHBIX  IPOILIECCOB B
OTEYECTBEHHOM U 3apyOeKHOI TuTeparype.

110. IIpoOGaemsl coznanus u popmupoBanus ciyx0b1 JIOY Ha npeanpusiTum.

111. TlyTu coBepUIEHCTBOBAaHHUS JTOKYMEHTALMOHHOTO OOECIIEUEHUs yIpaBICHUs
B COBPEMEHHBIX OpraHU3alMsIX (OpraHu3alMOHHO IPABOBOM BOIMPOC).

112. Pa3BuTue BUIOB U GopMyJIsipa TOKYMEHTOB B JIOPEBOIIOIIMOHHON Poccuu.

113. Pa3BuTue BUIOB U GopMyIIsipa TOKYMEHTOB B coBpeMeHHoi Poccuu.

114. Pa3BuTHE MEXAYHApOAHOIO COTPYIHHUYECTBA APXUBUCTOB: MPOOJIEMBI U
MIEPCTICKTHUBBI.

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

116. Pa3paboTka METOAMYECKUX PEKOMEHAANUN MO MOJATOTOBKE M MPOBEICHHUIO
CITy>K€OHBIX COBEIIAaHUM (Ha MpUMeEpE...).

117. Pa3paboTka METOIMYECKUX PEKOMEHJAIUA MO TMOJATOTOBKE W MPOBEACHUIO
HKCIEPTU3BI HEHHOCTU apXUBHBIX TOKYMEHTOB.

118. Pamnumonanuzamus U cucTeMaTU3aIus JeI0MPOr3BOACTBA MPEATIPUSTHS.

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

120. Ponp wHGOpPMAIIMOHHOTO OOECHEYeHHUs] yMpPaBICHUS B  peau3aluiu
KOHLENIHNH «DJIEKTPOHHOE MPABUTEIHCTBOY.

121. Cucrema  JACNONPOHM3BOJCTBA  IEpHUOJA oOpa3oBaHUs  PYCCKOTO
HeHTpairu3oBaHHoOro rocynapctsa (XV—XVII BB.).

122. Cuctema ympaBieHHs JOKYMEHTOOOOPOTOM Kak CIOCOO0 pa3BHUTHUA
MPEANPUHUMATEIIBCKON CPEIBI.

123. Cucremaru3anys 1 00ecIeueHne COXPaHHOCTH TOKYMEHTOB.

124. CoBepuieHCTBOBaHME JOKYMEHTAIIMOHHOTO OOECleueHHus aTTecTaluu
KaJpoB 00pa30BATEIBHOTO YUPEIKICHHMS.

125. CoBepuIeHCTBOBAHHE JOKYMEHTALlMOHHOTO OOecleueHusl yIpaBlIeHUS B
YCIIOBUSIX TIPUMEHEHUS HOBBIX MH(POPMAIMOHHBIX TEXHOJIOTHH (HAa TpUMEpe
KOHKPETHOM OpraHu3aluu).

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

128. CosepiieHcTBOBaHHE pabOThl ¢ TMpUKa3aMH [0 JMYHOMY COCTaBy B
HETOCYJJTaPCTBEHHOM YUPEKICHHH.

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

130. CoBepIIeHCTBOBAaHNE CUCTEMBI 3aIUTHI JOKYMEHTAIIHOHHOTO O00ECTICUCHUS
npeanpusaTus (Ha KOHKPETHOM MpUMepe).

131. CoBpeMeHHOE COCTOSIHHME M TEPCHEKTHUBBI PAa3BUTHUS JTOKYMEHTAIIMOHHOTO
o0ecrnieueHus ynpaBIeHUs] HA COBPEMEHHOM MPEANPUITHH.

132. CoBpeMeHHbIE aBTOMATH3WPOBAHHBIE CHCTEMBl APXWUBHOTO XPaHCHUS
JTOKyMEHTHOW HH(POPMAIIUH.

133. CoBpemMeHnHbie aBTOMaTH3UpOBaHHbIe cucTeMbl IOV, ncnonb3yemsle B... (Ha
puMepe KOHKPETHOU OpraHu3aIiu: XOJIJIUHTaX, KOPIOPAMIX U T.11.).

134. CoBpeMeHHBIE MPOrpaMMHBIE CpEACTBa, HCIIOJIb3yEMblE B IpOIECCEe
CO37IaHMs U YIIPaBJIEHUS JJOKyMEHTaMHU.

135. Co3nanue onTUMadbHBIX U A(PPEKTUBHBIX YCIOBUU Tpyla CEKpeTaps Ha

MPEANPUSATUH.
136. Co3nanue onTUMaIBHBIX YCIOBUN TpyJa paOOTHUKOB apXHBa OpraHU3aIINH.
137. Coznanue ONTUMAJIbHBIX yCIIOBUI Tpyna pabOTHUKOB

JEJIOMPOU3BOACTBEHHOM I€SITEIbHOCTH.

138. Cosmanue udpoBbIX ayIMOBU3YyAIbHBIX apXWBOB B Poccuu: mpoOiieMsl u
BO3MOKHOCTH.

139. CpaBHHUTENBHBIN aHAIN3 aBTOMATHU3UPOBAHHBIX CUCTEM 10X
(OTeYeCTBEHHBIX, 3apyOEIKHBIX, HOBUHKH U T.IL.).

140. Crannmaptusanus B 0071aCTH JIETOMPOU3BOICTBA.

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

142. CymHOCTh M OCHOBHOE HA3HAYEHHE JOKYMEHTAIIMOHHOTO oOOecreueHus
YIPABJICHHS B COBPEMEHHBIX YCIOBUSIX.

143. VYuudumnupoBaHHas cUCTeMa IJIAHOBOW JOKYMEHTAIIMH B OpraHU3anuu (Ha
KOHKPETHOM IIPUMEDE).

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

145. VYnpaBneHnue JOKyMEHTauued (Ha MpUMEpe KOHKPETHOW CTpaHbl, JUOO
coobmects ctpan - EC, CHI" u T.1.).

146. dopmupoBaHwe U pa3BUTHE TpPeOOBaHWH K  JOKYMEHTHPOBAHUIO
YIPABJICHUYECKON IEATEIbHOCTH B PAa3JIMYHbIE HCTOPUUYECKUE TIEPUOIBI.

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

148. DnexkTpoHHBIA JOKYMEHT KaK OOBEKT apXWBHOTO XpaHEHHs (HAa TpUMepe
KOHKPETHOM OpraHu3aluu).
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MNPUJIOKEHUE b
Oo6pa3zen opopmiieHuss TUTYAbHOTO Jucta BKP

MHHUCTEPCTBO HAVKHU U BBICILIEI'O OBPA3OBAHUS POCCUNICKOI ®EJIEPAIIN

OEJIEPAJIBHOE I'OCY JAPCTBEHHOE BIOJPKETHOE OBPA30OBATEJIBHOE YYPE-

XKAEHUE BBICILIET'O ObPA3OBAHUA
«MATHUTOIOPCKUI T'OCYJJAPCTBEHHBIV TEXHUUECKU YHUBEPCUTET
M. I'1. HOCOBA»

WNHCTUTYT 3JIUTHBIX POTPAMM U OTKPBI-

TOro 00pa3oBaHUs

Kadenpa neparornyeckoro oopasoBaHus
U JJOKyMEHTOBEICHUS

Hamnpasnenue noarorosku 46.03.02 Jlo-

KYMEHTOBEJICHHUE U apXUBOBEJICHUE

JomycTuts K 3amure

3asenytrouuii kadeapoit [10Ou/]
/C.C. BenukanoBa

« » 20 T

BBIITYCKHAS KBAJIM®OUKAIIMOHHASA PABOTA

O6yuatomierocst TpoikoBoit Mapuu_AHJIpeeBHbI
(bamMuust, UM, OTYECTBO)

Ha temy: COBEPIHIEHCTBOBAHUE OPTAHU3AIIMU KAJIPO-
BOT'O JAEJIOITPOU3BOACTBA 000 «AB3AKOBO» BEJIOPEILIKOI'O
PAMOHA PECITYBJIUKU BAIIIKOPTOCTAH

(MoIHOE HAUMEHOBAHUE TEMBI)

BKP Bemonnena Ha 119  crpanunax
I'padnueckas yacTh (yka3aTh pU HATMYMK) HA JUCTaX

PyxoBoauTens: .. noueHt kad. [1Ou/l, xana. ¢unos. Hayk, J0-

1euT, Anoxuna Ceeryiana AHaToJILEBHA

KoncynpTanT(b1)(IIpy HATUYKUH)

PeniensenT(b1)(Ipy HATUYUN)

(moamuck, nara, TOIHKHOCTh, YICHAs CTEIeHb, yueHoe 3Banne ©.1.0)

(moanuck, naTa, JOHKHOCTh, YU€Has CTeNeHb, yueHoe 3Banue, ®.1.0)

(moanuce, nata, JOMKHOCTh, YUeHas CTENeHb, YICHOe 3BaHue, dD.I/I.O)

HopMokoHTposb 1 ipoBepKa OOyuaronmiics
Ha aHTUIUJIaruaT BHITTOJIHEHBI. (moamucek)
OpurnHanbHOCTh TEK- « » 20 T.
%
/ /
(monmuck, nata) (®.1.0.)

Maruautoropck 20
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IMPUJIOKEHUE I

Oo0pa3zen opopmiieHHs cnucka ucnoab30BaHHbIX B BKP ncrounnkon

CIIMCOK HUCITOJIB30BAHHbBIX NCTOYHUKOB

1. O rocynapctBeHHOM si3bIke Poccuiickoit @enepanuu [DIEKTPOHHBIN pe-
cypc]: denepanbublii 3akoH Poccmiickoit deneparuu ot 1 mrons 2005 r. Ne 53-
@3. — Pexxum noctyma: http://www.gramota.ru/spravka/docs/16 3.

2. TOCT P 6.30-2003. YuudunumpoBaHHas CHUCTEMa OPTaHU3AIIMOHHO-
pactopsAIuTEILHON MTOKyMEHTaluu. 1peOoBaHnusS K OQOPMIICHUIO TOKYMEHTOB. —
M., 2003. - 17 c.

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

4. Kysuenor U. H. [lenonpou3BoACTBO: y4.-CIipaB. mocobdue. — 4-¢ usj., 1e-
pepab. u gon. — M.: U3znarenbcko-ToproBas opranuzanus «/lamkos u K'», 2007. —
520 c.

5. Opra"u3anuoHHO-pacClopsiAUTENbHAS JOKyMEeHTaIus. TpeboBaHus K
o(OpPMIICHUIO JOKYMEHTOB: MeToI. pekoMeHanuu no BHeapenuto ['OCT P 6.30-
2003/ PocapxuB; BHUUIAJ; Cocr. M.Jl.T'aBoun wu np.; oOml. pen.
M. B. Jlapun, A. H. CokoBa. — M., 2005. — 90 c.

6. Pozenrans [l. O., Jxanmkakosa E. B., Ka6anosa H. I1. CnpaBounuk 1o
PYCCKOMY $I3BIKY: TPaBOIMCaHUE, MPOU3HOIICHUE, JIMTEPATypHOE pPEIaKTUPOBa-
aue / JI. O. Pozenrans, E. B. Jxanmkakosa, H. I1. Kabanosa. — 3-e u3a., ucmp. —
M.: Aiipuc-nipecc, 2006. — 768 c.

7. KOcunoa E.I'. ®opMbl HamucaHusi 4YHCEl B TEKCTE JOKYMEH-
TOB // Jle10npon3BoACTBO U JOKYMEeHT0000poT Ha npeanpustun. — 2007. — Ne 8. —

C. 66-74.
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IMPHUJIOKEHUE I

Oopa3zen opopmiienus npuiioxenusi kK BKP

HNPUJIOKEHHUE A
OPTAHU3ALIMOHHASA CTPYKTYPA ITAO «ITAPYC»
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ITPUJIOKEHUE E

Oo6pa3zen opopmiienus 3axanusi Ha BKP

MUHHUCTEPCTBO HAYKU U BBICILIEI'O OBPA3OBAHUS
POCCUNCKOU ®EJEPALINU
®EJEPAJIBHOE I'OCY JAPCTBEHHOE BIOJ[)KETHOE OBPA30BATEJIbHOE
YUPEXEHUE BBICILIEI'O OBPABOBAHUS «MATHUTOIOPCKU TOCYJAPCTBEH-
HbIM TEXHUYECKU YHUBEPCUTET UM. I 1. HOCOBA»

Kadenpa mnemarormyeckoro obpaso-
BaHMS JIOKYMCHTOBEJICHUS

YTBEPXIAIO:
3aenyromuit kadenpoit [10u]]
/C.C. Benukanosa/

« » 20 T

BBIITIYCKHAS KBAJIM®UKAIIMOHHAS PABOTA
3AIAHUE
Tewma: CoBepIIEHCTBOBAHNE OPraHM3alM Kaaposoro aexonpomsBoacrea OO0 «Ab63ako-

BO» benopernkoro pariona Pecnyonmku bamkoprocran

(HOHHOe HanMMCHOBAHHEC TCMBI)

OO6yuaromemycs TpoikoBort Mapuu AHIPEECBHBI

(pamumus, UMs, OTYECTBO)

Tema yTBepkaeHa npukasoM Ne oT 20 T
CpoOK BBINIOIHEHUS « » 20 1.

Hcxoanabie JaHHBIE K pa60Te: Llenp MccnemoBaHus — U3YUCHUE OpPraHM3allMU KaJpOBOIo Jie-

JIONIPOM3BOJICTBA M pa3pab0oTKa PEKOMEHJAIMM IO COBEPIICHCTBOBAHMIO KAaJIPOBOTO JEJIO-

apousBosictBa B OO0 «A63akoBo» beropenkoro paiiona Pecriyoianku barmkoprocraH.

OOBEKT HUCCHEIOBAHNS — OpraHU3alis KaJJpOBOT0 AEJIOMPOU3BOACTBA HA IPEIIPUATHIX.
[IpenMer uccienoBadus — KaapoBoe aenorpons3soactso B OO0 «A63akoBo» bemopenkoro

pariona PecnyOoanku banikoprocrad.

3a1auu MCCIeI0BAHMS:

1) PACKPBITh COACPKAHNEC TTOHATHA KaAPOBOEC ACJIOIIPONU3BOACTBO,

2) HU3YVYUTh HOPMATHBHO-IIPABOBYIO M HOPMATHBHO-MCTOAHMYCCKYIO 633V, PErJIIaMEHTHPVYIO-

IIYIO KAJIPOBOE JICIOIPOM3BOJICTBO TIPS PUSITHIA,

3) AaTb O6IJ_IVIO xapaktepuctuky OO0 «A03aK0BO» benopenkoro paiioHa PCCHVGHI/IKI/I bami-
KOPTOCTAH,

4) IPOaHAIN3UPOBAThL OPraHU3aUI0 KaAPOBOI0 AenonpoussojcTea B OO0 «A03akoBo» be-
JIOPEIIKOI0 paiioHa PCCHV6J'II/IKI/I bamkopTocTaH ¢ TOYKH 3pEHMS COOTBETCTBUS COBPEMEHHOM
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HOPMAaTUBHOII Oase;

5) pa3paboraTh PEKOMEHIALMHA 10 COBEPIIEHCTBOBAHUIO KAIPOBOrO HAEIOMPOU3BOJNICTBA B
000 «A03akoBo» benopenkoro pation Pecriyonuku bamkoprocras.

[Tepeuens BOPOCOB, MOUIEKAIIUX Pa3paObOTKE B BHITYCKHOW KBaJTU(HUKAIIMOHHON paboTe:
1. Conepxanue NOHATHS KaJpOBOrO JAEJONPOU3BO/ICTRA.

2. HopMaTuBHO-IPaBOBBIE OCHOBBI KaIPOBOTO JEJIONPOU3BOJICTBA.

3. HopMaTUBHO-METOANYECKUE OCHOBBI KaIPOBOIO JCJIONPOU3BOJICTBA.

IIpakTHueckas 4acThb

1. XapakTepucTuKa AesTENbHOCTH OpraHu3avu Kaaposoro aejomnpoussoacresa Q00 «Ab3a-
KoBO» benoperkoro paona Peciiyonnku bamkoprocrad.

2. AHany3 opra"usamuy Kajaposoro gexonpoussojacrtsa 000 «A03akoBo» benoperkoro
pariona PecniyOanku bamnkoprocrad.

3. TlpemnokeHUs 0[O COBEPLICHCTBOBAHUIO OPraHM3alMU KaJIpPOBOILO JIEJOIPOU3BOJICTBA
000 «A03akoBo» benopenkoro pariona Pecnyoianku bamkoprocras.

I'paduueckas yacth (npu Hanuuuu). OTCYTCTBYET

KoHcynbTanTsl 110 paboTe (¢ yKazaHueM OTHOCSIIUXCS K HUM Pa3/IeNioB) (npu HAIUyuu).
He Hasnaganmce

PykoBoauTens: /_C.A. AnoxuHa /
(moamucek, nata)

3aanue moaydn: /_M.A. TpomxkoBa /
(monmuck, nata)
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ITPUJIOKEHUE K

O0pazen opopmieHns1 KajJleHAApPHOTO0 rpauKa

MUHUCTEPCTBO HAVKH 1 BBICIIIET'O OBPA3OBAHMS POCCUNCKOM ®EEPALIUA

OEAEPAJIBHOE I'OCY JAPCTBEHHOE BIOJIDKETHOE OBPA3OBATEJIBHOE YUPEX/IEHHE
BBICHIEI'O ITPO®ECCHUOHAJIBHOI'O OBPA3OBAHN A
«MATHUTOT OPCKUI TOCYJIAPCTBEHHbBIN TEXHUYECKWU YHUBEPCUTET
M. I'1. HOCOBA»

WHCTUTYT SJUTHBIX TPOTPAMM U OTKPBITOTO 00pa30BaHuUs
Kadenpa nenarornueckoro o0pa3oBaHus U JOKYMEHTOBEICHUS

Kanennapubliii rpaguk

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

Oovuaromerocs Yepuosoit Taresaubl AJIEeKCaHIPOBHEL, 5 Kypce, 1JIA0-14-14
(pamunus, umsa, omuecmso, Kypc, paxyromem, 2pynna)
Tema BKP: OpranusanoHHO-IPaBOBbIE JOKYMEHTHI M OPraHU3allMOHHOE o0OecreueHne

nestenbHocT MBJIOVY «Jletckuit cag Ne 5 p.n. MarnuTka Kycunckuit paiion»
(nonHOe HaUMEeHOBaHUe MeMbl BLINYCKHOU KEATUDUKAYUOHHOU pabombl 8 COOMBEMCMEUU ¢ NPUKAZOM 00
ymeepacoenuu mem BKP u nasnauenuu pyxogooumereir)

Ne Orans! BeinoiaHeHus BKP JlaTa (cpoK) BBIIIOJTHEHUU OtMmeTka
n/m I1aH dbaxt pykxoBoautens BKP
WITY 3aBEYIOLIETO
kadeapoit
O BBITIOJIHCHUH

1. Paspabotka ctpykryper BKP. IIposenenue | 01.09.2018 01.09.2018

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

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

200a

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

3aMEYaHHIMU PYKOBOJUTEIS wumol
5. IpensapurensHas 3amura BKP Ha xapenpe | 3a 1 mecay oo sawu- | 17.05.2019

mul
6. O3HAKOMJICHHE C OT3BIBOM PYKOBOIUTEIIS 3a 5 kanenoapuwix | 12.06.2019
OHell 00 3auumol

7. IMoaroToBka mokiana U mpe3eHTaMoHHOro | 3a 10 kanendapwwvix | 07.06.2019

MaTepuana OHell 00 3auumol
OOyuaromumiics T.A. UepnoBa

(noonucw)
PykoBogutens BKP C.A. AHOxuHa
(noonucvw)

3aBenyromuii kageapoit C.C. Benukanosa

(noonucw)




MMPUJIOKEHUE "
Oopasen opopmiaenus pepepara BKP

PE®EPAT
BbINYCKHOM KBAJTM(PUKAITMOHHOM PadOThI
cryaenTku rpynnbl A1NUJ1A0-14-14 TpomkosBoit Mapun AHapeeBHbI

Ha TEMY: CoBeplieHCTBOBAHHE OPTraHU3AIMY KAJAPOBOI0 JeJ0IPOU3BO/I-

crtBa Q00 «A03akoBo» besopenkoro paiiona Pecnyoaukun bamkoprocran

O6bém BKP: 119; xomuuectBo wumoctpanuii: 0; TaOIUIl: 2; TPHIIOKEHUI:
6; UCTI0JIb30BaHHBIX UCTOYHUKOB: 65.

KmoueBsie ciaoBa: KAJJPOBOE JIEJIOITIPOM3BOJCTBO, TPYIOBOU
KOJEKC, MTHCTPYKIUA 110 KAAPOBOMY JAEJIOITPOU3BOACTBY, CO-
BEPIIEHCTBOBAHUE, ITPUEM HA PABOTY.

[IpenMeToM uccaenoBaHus SBISETCS KaapoBoe Aenonpous3BoactBo B OO0
«A03akoBo» benoperikoro paiiona Pecyonmku bamkopTocrtas.

[enp pa®OThI 3aKIIOYAETCS B M3YYEHUU OpPraHU3alldy KaJpOBOro JIEIONpo-
U3BOJICTBA U pa3pabOTKa pEKOMEHIAlUN 10 COBEPIICHCTBOBAHUIO KAJPOBOIO Jie-
nonpou3BojictBa B OO0 «Ab63akoBo». B xoae mpoBeneHus ucciaeaoBaHusi ObUTH
WCITIOJIb30BAHBI CIICAYIONINE METOMBI: 0030p U aHAJIM3 HOPMATUBHO-TIPABOBBIX aK-
TOB, Y4€OHO-METOIUYECKOU JINTEPATYPhl, NIEPUOJNUECKUX U3AAHUM, CUHTE3, CPaB-
HEHHE, 0000IIECHHE Pe3yJIbTATOB UCCICIOBAHNS.

OcCHOBHBIE PE3YNbTATHl PA0OTHI COCTOST B OMMCAHUN PEKOMEHIAIIHI IO CO-
BEPIICHCTBOBAHUIO KaJpoBoro aenonpou3Boactsa B OO0 «Ab3akoBo» benoper-
Koro paiiod Pecniy0nuku bamkoprocTaH.

PesynpTaThl mccnenoBaHus MOTYT OBITh HMCIOJB30BaHbl B JIEITEIBHOCTH
KaJIpOBBIX CIY:KO opranuzanuii. BHeapeHue pe3yabTaToB HMCCICIOBAHUS MOXKET
CIIOCOOCTBOBATh COBEPIIEHCTBOBAHUIO KaJPOBOTO JIEJIONPOU3BOJICTBA B OPraHMU3a-
IUSX.

[IpakTrueckas 3HAYMMOCTh PadOTHI 3aKirodaeTcst B pa3padbotke MHCTpyK-
ouu Mo KaapoBomy aenonpousBoactsy OOO «A63akoBoy» benoperkoro paiton

Pecny6nuku bamkopTocras.
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HNPUJIOXKEHMUE K
MakeT 0T3bI1Ba HAYYHOro pyKoBoautesst na BKP

no nanpasaenuio noarorosku 46.03.02 lokyMeHTOBe/1eHNe U APXUBOBeIeHHE
OT3bIB

Ha BBIITYCKHYIO KBaTU(UKALUOHHYIO paboTy
«

»

(Tema BKP)
06yqa10meroc>1 T'PYyIIIbI Kypca (l)OpMI)I O6y‘-IeHI/I$I

(ouHO#1/3209HOIT)
OI'bBOY BO «Marauroropckuii rocy1apcTBEHHbIN TEXHUYECKHI YHUBEPCUTET
uM. .. Hocosa»
(nanpaBnenue noarotoBku 46.03.02 JIoKyMEHTOBEICHUE U apXHBOBEICHHE)
Damuins, UMsi, 0TYECTBO 00YYAIOLIEroCcs NMOJHOCTHI0 B P.11.

B Tekcre oT3bIBa Jaercd XapaKTepUCTUKA TNPOJECIAHHOW padOThl CTyAEHTa-
BBIYCKHUKA B Tiponiecce BbinoHeHuss BKP: crenens noctrxkenus nenu u 3agad BKP; ak-
TyaJIbHOCTh U 0011as xapakrepuctuka BKP; Hanuune u 3Ha4MMOCTbh IPaKTUYECKUX MPE-
JOKEHU W pekoMmeHaanuii, copmynupoBanHbix B BKP; mpaBunbHOCTE Odopmiienus
BKP, Bkiro4as OLIEHKY CTPYKTYpbl, CTWIIA, S3bIKa W3JI0KEHHSI, a TAK)KE HCIIOJIb30BaHHUS
TaOJIMYHBIX U TpaQUUECKUX CPEACTB NPEJCTaBICHUS HHPOpPMAIUM; BIaJCHHUE aBTOPOM
paboTh! MpoeccnoHATbHBIMY 3HAHUSIMHU, YMEHUSIMU U HaBbIKaMU (KOMIIETEHLUSIMU) B CO-
orBeTcTBUU ¢ TpeboBanusasmu OI'OC BO no mampaBieHUIo MOAroToBKH JloKyMeHTOBee-
HUE U apXWBOBEIEHUE, YTBEp)KIAeHHOro npukazom Munucrepersa ot 00.00.0000 Ne 000,
KBaJIM(PUKALIMOHHBIE XapaKTEPUCTUKHU BBIITYCKHUKA B COOTBETCTBUU C TPEOOBAHUSMHU MPO-
rpammoii ' MA; HenocTaTku paboThl, €ClIM TAKOBBIE UMEIOTCS; OLUEHKY UM PEKOMEHIallun
BbP x 3amure.

Hayunslii pykoBOaUTENb
3BaHHE, Yy4€Hasl CTENEHb, JOJIK-
HocTh Kadeapel [10u[] OI'BOY
BO «MI'TY um. I'.'1. HocoBa»
N.0. ®amunus

(Iloonucs)

(dama)
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