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BBEJAEHHUE

OO0s3aTenbHON  COCTABIISIIONIEN HWTOTOBOM aTTECTallMM JJIsl BBITYCKHUKOB
OakanaBpoOB SBISIETCS 3alIUTa BHIMYCKHOM KBaJIu(pukanuonHoii padorsl (BKP)

Meroauyeckue yKa3aHUs COIEpPKAT PEKOMEHJAUMU IO  BBIIOJHEHUIO
BBIYCKHBIX KBaJU(UKAIIMOHHBIX paboT OakanaBpoB mo HampasieHuto 46.03.02
«/lokyMeHTOBeleHHe M apxuBoBeAeHHMe», Mpoduwib «/JokyMeHTOBeaeHHEe U
AOKYMEHTALMOHHOE o0ecrneyeHre ynpaBjaeHus»;

B nannoM uznanum:

— paccMOTpeHbl OCHOBHBIE ATanbl Hanucanusi BKP;

— TpHUBENEHBl TIpaBWia W TpeOOBaHUS, MPEABABISEMbIE K COICPKAHHUIO H
opopmiiennto BKP ¢ yderom rocymapcTBEHHBIX CTaHAAapTOB (B TOM YHUCIE
Hanmonansnoro crangapra Poccuiickoit @enepanuu 'OCT P 7.0.100-2018
«bubnuorpaduueckass 3anuch. bubnamorpaduyeckoe onucaHue: o00IIHE
TpeOOBaHKE U MPaBHJIA COCTABICHHS» (BCTYNHJI B cluty ¢ 1 miogist 2019 r.);

— JaHbl (OPMBI OCHOBHBIX JIOKYMEHTOB HEOOXOJMMBIX MNP HANMHCAHUH H
opopmiiernu BKP.

[lenp HacTOAMIET0O METOAMYECKOTO TOCOOMST — TOMOYb CTYyJACHTaM-
BBIIIYCKHUKaM HauOoJyiee 1eJecoO0pa3HO OpraHu3oBaTh CBOKO paboOTy IMpu
BBIMIOJTHEHUH BBIMTYCKHBIX KBATH(PUKAIIMOHHBIX PadoT.

JlanHoe mocoOue TMOATOTOBJIEHO HAa OCHOBE JEHCTBYIOHNIMX TpeOOBaHUN IO
UTOTOBOM FOCY/IapCTBEHHOM aTTECTAllUH BBIITYCKHUKOB BYy3a:

— denepallbHOTO TOCYAAPCTBEHHOIO 00pPa30BaTENBLHOTO CTAaHIApPTa BBICIIETO
obpazoanus (PI'OC BO) mo HampaBieHnio moArotoBku 46.03.02. —
«/lokymeHTOBEIECHUE W  apXUBOBEIACHHUE», yTBepxkAeHHas IIpuxazom
MunucrtepctBa obpazoBanus u Hayku P® ot 6 mapra 2015 r. Ne.176 «O6
yTBepxkAeHUN DenepanibHOro TroCcyAapCTBEHHOIO  CTaHIapTa  BBICHIETO
oOpa3oBaHus MO HampaBieHHIo MoAroToBku 46.03.02. JlokymMeHTOBeaCHHE H
apxuBOBe/ieHHE (YpOBEeHb OakanmaBpuata)» (3aperucTpupoBaHo B MuUHIOCTE
Poccum 27.03.2015 Ne.36613);

— Ilpukaza MunucrepctBa 00pazoBanus U Hayku P® ot 29 utons 2015 r. Ne.636
«O06 ytBepxknennn llopsimka mpoBeeHUsT TOCYIApCTBEHHOW HMTOTOBOM
aTTecTallMu MO OO0pa30BaTENbHBIM MpOrpaMMaM BBICIIETO OOpa3OBaHUS —
nporpaMmam OakajnaBpuaTa, CeUaIuTETa U MPOTPAMM MarucTpaTypbi».

OO0BEM BBINTYCKHOM KBaTM(PUKALMOHHOW padOThl Ml 0aKaaaBpPOB IOJKEH
coctaBiATh /0-80 cTpaHuL, He CYUTAS MPUITOKEHHHA.

[IpuMepHOE COOTHOIIEHHE MEXKY OTAEIbHBIMU COCTABHBIMHU YaCTAMU PabOThI
cienyromiee: BBeAacHUe — 6-8 crpanmn, ocHoBHOM TekcT BKP — 60-70 crpanwmi,
3aKmovYeHne — 3-4 cTpaHuibl. KoMMuecTBO MPUIIOKEHUN OTMPENeseTCs UCXOAsT U3
1enecoo0pasHocTy ux BriodyeHust B BKP.



OBIINE TPEBOBAHMUS. BBIBOP TEMbI

BreinyckHas kBanu@uKalMOHHAsg padoTa SBIAETCS 3aBEPILAIOIIUM 3TaroM
o0yueHusT W TPEACTaBIAeT COOO0H CaMOCTOATEIBHOE HCCIENOBAHUE CTYACHTA,
coJiepKalliee pe3yiabTaTbl TEOPETUUECKOTO0 M AMIUPUUECKOrO0 MU3YyUYEHUS aKTyallbHOU
IPO0OJIEMBI 110 UHTEPECYIOLIEHN €T0 TEME.

BKP otHocuTCs K pa3psny yueOHO-MCCIIEIOBATEIbCKUX padOT U MOKA3bIBAET
TOTOBHOCTh BBIYCKHMKA PEIIaTh TEOPETHUYECKUE M MPAKTHUYECKHE 3a7aud B CBOECH
po(hecCUOHATIBHONW 00J1aCTH, SIBISETCS 3aKOHOMEPHBIM MTOI'OM LI€JICHANPABICHHON
NOJIFOTOBKU CTYJE€HTAa K MpOo(eCcCUOHANbHOW JAESITeIbHOCTH U JIOJKHA OTpaxkaTh
YpOBEHb CPOPMUPOBAHHOCTU UCCIAEAOBATEILCKUX YMEHUN BBIITYCKHUKA, CTENIEHb €0
TOTOBHOCTH K PEIICHUIO MPodeCcCHUOHANbHBIX 3a/1a4.

3aiuTa BBIMTYCKHON pabOThl OCYIIECTBIISIETCS HA 3aC€JaHUU TOCYJapCTBEHHOM
9K3aMEHaLMOHHON KomuccuH. [1o ee pe3ynbTaTaM BBICTaBIISIETCS OLICHKA.

Lenpto BBIMYCKHOW KBaNM(UKAIMOHHOW palbOThl Il BBITYCKHUKOB TIO
Hanpasiennto noarotoBku 46.03.02 «J/lokymeHTOBeeHHEe M apXWBOBeJIeHHE»
ABIIETCS CHUCTeMaTH3allus M YIUIYyOJICHHE TEOPETHUECKUX 3HAHUM, OBJIAJICHUE
METOJIMKOW HCCJEeOBaHUS B 00JIaCTU JOKYMEHTOBEJICHHUS W apXUMBHOIO Jena, a
TaK)K€ TMPAKTUYECKUX YMEHHUA ¥ HABBIKOB MPHUMEHEHHS UX TIPU PEIICHUU
KOHKPETHBIX TPO(ECCHOHATIBHBIX 3a/1au.

Brimonuenne BKP nokymeHTOBEJaMU OPUEHTUPOBAHO Ha':

— 3aKperuieHue U YriyOJieHne 3HaHUM CTYJIEHTOB 10 o01enpodeccuoHaIbHbIM U
CHEeIUANTbHBIM TUCHUIUIMHAM B cepe NOKYMEHTOBEACHHS, apXUBHOTO Jieia U
JOKYMEHTAIIMOHHOTO 00€CTIeUeH s YIIPABICHHUS;

— OCBOCHHE MPUEMOB PabOTHI ¢ COBPEMEHHBIMH CPEICTBaMH cOOpa U 00pabOTKH
uHdOpMaIny;

— OBJIAJICHHE  METOJlaMM  HAy4YHbIX  HCCJEJOBaHUN  (aHAJUTUYECKUMHU,
CTaTUCTUYECKUMU, FIKCIIEPUMEHTAIbHBIMH, COLUOJIOTUYECKUMU U JIP.);

— TPUBJIICUYCHHE U aHaIu3 MaTepuasgoB NEeATENbHOCTU CITy %0
JOKYMEHTAIIMOHHOTO obecnieueHus ynpasienus (JJOY), apXuBHBIX OTIETOB U
OPYTUX  TOAPA3JCJIICHUNA  Pa3JIM4YHbIX  OpraHu3alud, NPEeaIpuaATHd U
YUPEKIACHUN;

— NOATOTOBKAa  MPEIOKECHUM WA  MPAKTUYECKUX  PEKOMEHIAUU 0
COBEPIIEHCTBOBAHUIO JneaTrenbHOoCTH ciayx0 JIOY wu goxymenTooboporta
OpraHu3aui, NPEeaNPUITUN, YUPEKICHHM;

— pa3BHUTHE HABBIKOB CAMOCTOATEIBHON paOOThI MO OPTaHU3AIMH JIEITEIBHOCTH
cyx661 JIOY Ha npennpustiu (yIpeKaeHus).

K BKP nipeapsaBisroTcs clieayronme TpeOoBaHus :
— COOTBETCTBHE MPODIITIO MOJATOTOBKH;
— COOTBETCTBHE CTaHJAapTaM Ha TEKCTOBBIC TOKYMEHTHI;
— COOTBETCTBHE METOJMYECKUM YKA3aHUSM IO BbIoJiHEHUI0 BKP;
— TrayOWHA UCCIIEAOBAaHUS U MOJTHOTA OCBEIICHHS BOIIPOCOB;



— YETKOCTh MOCTPOCHHUS, TIOTUYECKAs! TOCIEI0BATEIbHOCTD U3JI0KEHNUS;

— yOenuTenbHas apryMeHTalMs;

— KpaTKOCTh M TOYHOCTH (POPMYITUPOBOK;

— KOHKPETHOCTh M3JIOXKEHHS U MPAKTUYECKasi OPUECHTHPOBAHHOCTH PE3yJIbTaTOB
paboThI;

— CaMOCTOATEIBHOCTh,  JIOKa3aTeIbHOCTh  BHIBOJOB HW  0OOCHOBAaHHOCTH
PEKOMEHIALUN;

— aKKypaTHOCTh U TPaMOTHOCTH O(hOpMIICHUS.

BoimyckHas kBanudukanumoHHas pabora OakanaBpa SBISETCS HAy4YHO-
NPaKTUYECKUM HUCCIIETOBAHUEM NIPEUMYIIECTBEHHO aHATUTUYECKOTI0 XapakTepa. OHa
OoTpakaeT XOJ M pe3yibTaTbl pa3pabOTKU BHIOPAHHOM TeMbl M JOJDKHA OTBEYATh
COBPEMEHHOMY YPOBHIO Pa3BUTHS TOKYMEHTOBEAEHUS U apXUBHOIO €A,

I[Ipu mnonroroBke k Hanucanuio BKP crymenty crnegyer wusyuuth u
NpOoaHaIN3upOBaTh  MOHOTpaUYECKyl0, TMEPUOAMYECKYI0 U CICHHAIBHYIO
JUTEpaTypy MO TeMe, OXapaKTEepH30BaTh aKTyalbHOCTh H3y4aeMOW MpOOJIEMBI,
onpeNeNuTh €€ HayyHOE€ 3HaueHHe, JaTh YETKYI0 XapaKTepUCTUKY OOBEKTa,
npeameTa, Ueu, 331a4 1 METOJ0B UCCIIEIOBaHUS.

B OGonbmmnctBe cimydaeB BKP siBisiercss HaydyHO OOOCHOBAHHBIM pELICHUEM
NPAKTUYECKUX 3a/lay, BBITEKAIONIMX W3 CHCTEMHOIO aHajliu3a BBIOPAHHOW st
UCCJIEOBAaHUS KOHKPETHON TEMATHKHU.

PaboTta mpakTudyeckoro xapakrepa mpeacTaBisieT co00M 3aKOHUEHHYIO OOIIYIO
WIK JIOKaJbHYI0 OpPraHU3allMOHHO-TIPOEKTHYIO pa3pabOTKy TeMaTHKU MpodiieM
JOKYMEHTAIIMOHHOTO 00ECIICUEeHHsI YIPABIICHUS U apXUBHOTO XPaHEHHUS JTOKYMEHTOB
Ha 0a3e KOHKPETHOMN opraHu3aiu (YIpeKICHHs, TIPESATPUITHS).

B cnyuae eciu BKP umeer Teopetmdeckuil xapaktep (MO0 pa3pelieHUo
BBIMyCKAIONIEH Kadeapbl) W TOCBSIICH PEIICHUIO TEOPETUYECKOM 3aJaduu, ero
OCHOBHBIM COJIEPKAHUEM [OJDKHO CTaTh Pa3BUTUE IOJIOKEHUM, BBIABUHYTHIX TOU
WA HWHOM HAyYHOW IIKOJOW JOKYMEHTOBEICHHUS, PACCMOTPECHHUE aKTyaJbHBIX
npo0JieM JTOKYMEHTOBEIEHUS W apXMBHOTO Jelia, Pa3BUTHS JOKYMEHTa, CHUCTEM
JOKYMEHTAIMK U T.M. TeMbl TaKWX WCCJIEIOBAHUA MOTYT OBITH JOBOJBHO Y3KHMH,
YTO OTHIO/Ib HE yMAaJIET UX aKTyanbHOCTU. Llenh mogoOHbIX UCCIeTOBaHNN COCTOUT
B PEIIEHUU YACTHBIX BOMNPOCOB B AaCMEKTE TOW WM HMHOM yXKe€ JIOCTaTOYHO
anpoOUpPOBaHHOW KOHIEMIMU yrpaBieHus. CleoBaTeNbHO, aKTyaJbHOCTh TaKOTO
MIPOEKTAa B IEJIOM CJIEAyeT OLIEHUBAaTh C TOYKH 3PEHUS TOW KOHILENTYaJIbHOU
YCTAHOBKH, KOTOPOW MPUAEPKUBAETCS aBTOpP padOThI, WIM TOTO HAYYHOTO BKJIaja,
KOTOPBI BHOCUT OH B pa3pabO0TKy OO1Iel KOHIIECTIUH.

Crynentam mpegoctaBiseTcss mpaBo BeiOopa Tembl BKP, wnm omm moryr
NPEJIOKUTH CBOIO TEMY C OOOCHOBaHHMEM I€JecCO00pa3HOCTH €€ HCCIIEJOBAHMUA,
MpeXAe BCEr0 HUCXOJd M3 3asBOK, MOJAHHBIX CO CTOPOHBI 3aMHTEPECOBAHHBIX
KOHKPETHBIX OpraHu3anuil (yupexaeHui, npeanpusiTuil).

Kak mpaBwio, Tema paboThl ABISIETCA  MPOAOJDKEHHUEM  MPEKHUX
HCCIIeIOBAHUM, MPOBOJMMBIX B MPOLIECCE HAMMUCAHUS KYPCOBBIX WM HAYYHBIX PaboT.
BKP moxeT ObITh TOTHYECKUM MPOJOJIKEHHEM KYypCOBOM palbOoThl, peasin3ys €€ uaeu
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U BBIBOABI, HO Ha 0o0yiee BBICOKOM TEOPETUYECKOM M MPAKTUYECKOM YPOBHSIX,
oOoramas HOBbIMH (pakTamH, OoJjiee TIIIyOOKMM M3YYEHHEM U OCMBICICHUEM
UCTOYHUKOB. B 3TOM ciiydae KypcoBas paOoTa MOXeT OBbITh HCIOJIb30BaHA B
Ka4ecTBE TJIaBbl WK pasnaena BKP.

[locne BbIOOpa TEMbI CTYIAEHT MOJAET 3asBJICHUE HAa HMS 3aBEAYIOIIETO
kadeapoit o 3akperuienun Tembl BKP. Jlnga nmonroroBkun BKP kaxmomy cryaeHty
Ha3HAYaeTcs pPYKOBOJAWUTEIb U3 4YHCIAa BEAyLIMX IMpernojaBareneil Kadeapsl.
3aKkpemyieHne TeMbl U HAy4YHOTO PYKOBOAUTENS OQOPMIIETCA MO MPEASIOKEHHIO
Kadeapbl, HA OCHOBaHUU KOTOPOTO MU3JAETCsl COOTBETCTBYIOIINNA MMPUKA3 PEKTOPA.

CoBMECTHO € HaydHbIM pYKOBOAMTEIEM YTOYHSET KpYr BOIPOCOB,
NOJIeKAIIUX HW3YYEHHUIO, COCTaBJISETCS IJIaH paboOThl HaJa MCCIEJOBAaHUEM C
yKa3aHHUEeM  OYEpPEAHOCTHM  BBIIOJIHEHHUS  OTAEJbHBIX  JTamoB; HEo0Xoauma
cuctemMaTuyeckas paboTa HaJl JIMTEPATYpOil; TOCTOSIHHO JEPKaTh CBSI3b C HAYYHBIM
PYKOBOJIUTEJIEM; JIOKJIAABIBAET O XOJe paboTbl M TOJy4aeT HEOOXOJUMYIO
KOHCYJIbTAllMI0 M HMH(POPMAIIMIO; B YCTAHOBJICHHBIE CPOKM OTYUTHIBACTCS NEpEN
PYKOBOJIUTEJIEM O TOTOBHOCTH PAOOTHI.

BKP — 310 camocrosiTenbHOE HccieoBaHue cryneHta. OH HeceT MOJHYIO
OTBETCTBEHHOCTh 3a MPEJCTaBICHHYIO K 3allUTe TMPOEKT, JOCTOBEPHOCTh
coJiep KaIluXCcsl B HEM CBEJICHUI U 000CHOBAHHOCTh MPUHSTHIX PEIICHUH.

Cpoku BeimonHeHus: u 3amutbl BKP ompenensiorcss y4eOHbIM IJIaHOM H
rpaduKoM y4eOHOTO TpoIiecca.



TPEBOBAHUS K CTPYKTYPE U O®OPMJIEHUIO BBIITYCKHOM
KBAIM®UKALTIMOHHOU PABOTbI

BKP wumeer omnpeneineHHyr CTpyKTypy, COCTOSIIas W3 HECKOJIBKUX
B3aMMOCBSI3aHHBIX YaCTeH, U3 KOTOPBIX 0053aTeIbHBIMU SIBIISIOTCS CIEAYIOIINE:

— TUTYJIbHBIN JINCT;

— cojaepxanue (IJ1aH);

— BBEJICHHE;

— OCHOBHas 4acTh (0T 2 110 4 rjaB) ¢ HAMYMEM HECKOJIbKUX naparpadoB (mpu
npupabotke cTpykrypsl BKP cienyer umers B BUIy, UTO IJ1aBa He MOMKeET
COCTOSIT TOJIbKO U3 OJHOT0 maparpada);

— 3aKJII0YCHUE;

— CHHCOK MCIOJIb30BAHHBIX HCTOYHUKOB U JIUTEPATYPHI;

— IPWIOKECHUHU.

BKP odopmnsiercss B BuJie TEKCTa NMPUHTEPHON IMEYaThIO HA OJHOM CTOpPOHE
mucta Oenoit Oymaru gpopmara A4.

Texcr Ha JUCTE JOJDKEH UWMETh KHIDKHYIHO OpUCHTAIUio0. AnbOOMHas
OpUEHTAIUS JOTYCKACTCS TOJIBKO JJI TaOJHUIl U CXEM MPHUIIOKCHUH.

Texcr momxeH ObITh oQOpMIIEH B TEKCTOBOM penaktope Microsoft Office
Word ¢ cobnroaeHneM cieayronux TpeOoBaHui.

dopmar mpudra Times New Roman.

[IpudT ocHOBHOrO TeKCTa OOBIYHBIN, pa3Mep 14 (KerJib) NT.

s caocok — 11 (kerJib) NT.

pudT 3aroa0BKOB riIaB — NOJAYKUPHbIA U NPONMCHBIMH OYKBaMH, pazMep
14 (xeruap) nr.

Ipudt 3aromoBkoB naparpadoB — NOJY:KUPHbIH, 14 (Kerjb) NT.

MeXCUMBOJIBHBIM HHTEPBAT — OOBIYHBIH.

MeKCTpOUHBIH HHTEPBAI — MOJYTOpHbII (1,5).

MeXCTpOUYHBIN HHTEPBAJ CCHUIOK — OMUHOYHBII (1).

Ao63annbri orctyn — 1,25 eM.

TexcT nomkeH ObITh BEIPOBHEH IO IUPUHE CTPAHUIIBL.

3aroJioBKi BLIPABHMBAIOT MO LEHTPY.

Heo6xoanMo npuaep >KuBaThCs CIASAYIONTUX pa3MepOB IOJICH:

— cjeBa - 30 mm
— cmpasa - 15 mm
— CBepXy - 20 mm
— CHM3Y - 20 mm

Pacctosinne Mmexay cioBamMu, YCIOBHBIMM OOO3HAYECHHUSIMU M YHCIAMH B
CTPOKE TEKCTa JAOJKHO ObITh OUH MPOOeI.



CtpaHuipl BbIMYCKHOW KBATM(DHUKAMOHHOW pabOThl HyMEpYIOTCS apaOCKUMU
uudpamu ¢ coOI0IEHUEM CKBO3HOMH HyMepalu 10 BCeMY TEKCTY .

TUTYIBHBIN JUCT BKIIOYAETCS B OOIIYIO HyMEpALMIO CTPAaHMI, HO Ha HEM
HOMEp He mpocrtaBiserci. Hymepanusi HauMHaeTcss €O BTOPOM cTpaHMUbI (C
pasnena «CoaepxaHue»).

Wnnroctpauuu M apyrue NPUIOKEHHUs BKJIOYAIOTCS B OOLLYI0 HyMepaluio
crpannn. Homepa crpanun pasmemaroTcs B HHKHEH 4acTH JHCTa cnpaBa 0e3
KaBbIYEK, 1e(DUCOB U APYIHX 3HAKOB MPETHUHAHUS.

Bxmtouenune B Texkct BKP mmmroctpaumii, Tabiaui, cxeM M mpoyux BCTABOK HE
nomyckaetcst. OHM MOTYT MOMEIIATHCS B TPUIIOKEHHUS.

3arojgoBKM COCTAaBHBIX 4YacTEd — CTPYKTYPHBIX D3JIEMEHTOB — BBIIIYCKHOM
paboTsel (comepxkaHMe, BEACHHE, IJIaBbl, maparpadsl, 3aKIOYEHHUE, CIHCOK
UCIIOJIB3YEMBIX HMCTOYHHUKOB M JINTEPATYyphl) CIEAyEeT pacrojaraTb B CepeanHe
CTPOKH 0€3 TOYKH B KOHIIEe M 0e3 MoJ4epPKUBAHUA.

IlepeHoc CIIOB B 3aroyioBKax HE JOMYyCKaeTcs. Bce CTpyKTypHBIE 3JIEMEHTBI
BKP 3a ucknoyenrem naparpagoB HAUMHAIOTCS ¢ HOBOH CTPAHMIBI

[Ta6mon ms odopmieHus TutyabHoro jaucta BKP npencrasien Huke
(Cm.: IIpunoskenue 1).

Odopmienne paszgena «Copepxanue (miaan)». Coaepxkanue (TUiaH)
BKJIIOUAET BCE CTPYKTYypHBIE yacTu (pasnensl) BKP — BBegeHue, HAaMMEHOBaHUE TJ1aB
Y MYHKTOB OCHOBHOM YaCTH, 3aKJIIOUYEHHUE, CIIUCOK HMCIOJb30BaHHBIX MCTOYHUKOB U
JUTEpATypbl U TNPWIOKEHUS — C YKa3aHUEM HOMEPOB CTpPAaHUIl, C KOTOPBIX
HAYMHAIOTCS 3TU pas3Aebl.

Pexomenayercst BkIoyaTh B cojeprkaHue (miaH) 2-4 OCHOBHbIE TIJIaBbl.
Bonpiee yucno riaB HeompaBaaHHO. B KaxkIoW TiaBe JOMKHO OBITH HECKOJBKO
naparpadoB (MUHUMYM 3TO ABa naparpada).

IIpy cocTaBieHUM IUJIaHa CJEAYET OMNPEACIUTh COACPKaHUE OTIEJIbHBIX
pasaesoB U JaTh UM COOTBETCTBYIOIIEE Ha3BaHUE.

B conepxxanue BkirouaroT Bce pasaensl BKP B Toil e mociemoBaTenbHOCTH,
KOTOpas NpUHsATa B TEKCTE.

He nonyckaercst cokpaiarh Wi BUAOU3MEHATh 3ar0JIOBKHU.

[Ipu odopmieHnr HAaMMEHOBAaHWUW  TJIaB, BKJIIOYEHHBIX B  pasnen
«Copepxxanue» (B TOM 4UCJie HAMMEHOBaHUE pa3zienoB «BBenenuey, «3akaoueHue,
«CrHCOK  WCIONB30BAHHBIX HCTOYHHUKOB W JIUTEPATyphl», «lIpritoxeHus»),
3alUCHIBAIOT NPOMUCHBIMU OYKBAMM.

HaumenoBanue maparpadoB oQopMIISIIOT CTPOYHBIMH OyKBaMH, Kpome
MEepBOM  MPOMUCHOW.  3aroJOBKM B  COACPKAHUM  JOJDKHBI  MOJHOCTBIO
COOTBETCTBOBATH 3aroJIOBKaM B TeKcTe. CI0BO «CTp.» HE MUIIYT.

I'maBel HymepyroTcsi apabckumu uudpamu co cimoom «[JIABA 1 ... ».
[Taparpadsr HymepyroTcst apabckumu nudpamu 6e3 ciioB «maparpady».

Hymepanust maparpada coctouT u3 HOMepa rjaBbl U Homepa mnaparpada,

pa3aenEHHbIX TOUKOW. B KOHIIE HOMEpa CTaBUTCS TOYKA.
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Hanpumep, 2.3. 0003Ha4YaeT, 4YTO JAHHBINA 3aroJIOBOK OTHOCUTCH K
TpeTbeMy naparpagy BTOpPOii Ij1aBbl.

Bce pasznmenst BKP (kpoMe copaepskaHusi, BBEICHHUS, 3aKIIOYEHUsS, CIIHUCKA
UCIIOJb30BAaHHBIX HCTOYHUKOB U JIUTEpPATyphl, MPUIOKEHUS) HYMEPYIOTCS
(Cwm.: Ipunoxenue 2).

Odopmienne pasnena «Bexenue». BeegeHue — 3To BCTynuTelbHAas 4acTh

BKP (Cwm.: Ilpunoxenue 3), B KOTOPOU COACPKUTCS:

— aKTyaJIbHOCTh TeMbl (00OCHOBBIBACTCS BHIOOP TEMBI, €€ 3HAYMMOCTD);

— LeTb ¥ 33]]a4H;

— 00BEKT M MpeaIMET UCCIIEeI0BAHNUS;

— 0030p UCTOYHUKOB M JIUTEPATYphI (McTOUHKUKOBas 0aza BKP);

— CTeMNeHb U3YYEHHOCTH TeMbI (IPOOJIEMbI UCCIIEI0BAHMS);

— HOBHU3HA U MPaKTHYECKasi 3HAYMMOCTb HCCIIEIOBAHUS;

— amnpoOanus pe3yiabTaToB HccieoBaHus (IPU HATMYUHU TAKOBBIX);

— CTPYKTYypa JaHHOU BBITYCKHOM PaOOTHI.

OcnoBHas yactb BKP nomkHa BKIItOuaTh HE MeHee ABYX riaB. CojaepkaHue
rJ1aB OCHOBHOM 4YacTH JOJKHO cooTBeTcTBOoBaTh TeMe BKP u momHocThiO €€
packpbiBaTh. Bce CTpYKTYpHBIE 3JIEMEHThI OCHOBHOW YacTH IOJKHBI HaYMHATHCS C
MIOCTaHOBKH BOTPOCa WM NMPOOJIEMbI M 3aKaHYUBATHCSI KOHKPETHHIMU BBIBOJIAMHU.

Pexomennyemas crpykrypa mist ocHoBHou yactu BKP.

Teopernueckuii paszgen (rmaBa 1) BkIOYaeT 0030p TEOPETUUYECKUX,
METOJIMYECKUX M MPAKTHUECKUX aCIeKTOB HcclieqyeMon mpoOsemsbl. JlaHHas TiaBa
BBITIOJTHSETCS HAa OCHOBE M3YYECHHS U OOOOIIEHHWS CHEIUANbHBIX JUTEPATYPHBIX U
AJIIEKTPOHHBIX HCTOYHUKOB HHpopManuu. llenecoobpa3sHo oOTpa3uTh BOMPOCHI
HOPMAaTHUBHO-TIPABOBOT'O PETYJIUPOBAHUS UCCIIEAYEMOI MPOOIIEMBI.

AHanuTHYecKUil pa3gen (rmaBa 2 win/m 3) SBIASETCA JIOTUYECKUM
IIPOJIOJIKEHUEM TEOPETUUYECKOTO pas3ziesia U OCHOBOM Mg pa3pabOTKH MPOEKTHOMN
YacTU  BBIIYCKHON  paboOTBhL. Nznararotcs bakTuueckue MaTepuarbl,
XapaKTepU3yIOIINe JACATEIbHOCTh OOBEKTa WCCICAOBAHUS IO YIJIOM 3pEHUs
paccMaTpMBacéMOM TEMBI, PEUIAEMBIX B JIHUIUIOMHOM IPOEKTE 3a1a4 U BBIBOJOB
TEOPETUUYECKOTO pa3aena.

B npoexktHOM (mpakTtudeckom) pasgese (rmaBa 3 wiau 4) Ha OCHOBE
HCCIIEIOBAHUM TEOPETUYECKOTO pa3zeia, BIBOJIOB U PEKOMEHAAINN aHATUTUYECKOT O
paszena Mo yJIyqlleHHr0 (M3MEHEHHIO) TMOJIOKEHUS JIeTl B UCCIeayeMoil 00acTu, ¢
Y4ETOM [eJNed W 3ajad, [OCTaBJICHHBIX B IIPOEKTE, W3JararTCsi BapUaHTHI
BO3MOKHBIX PEIIEHUN paccMaTpuBaeMOil TPOOIEMBI.

Odopmienne 3arojioBKOB B TeKcTe. B TekcTe Ha3BaHHUS BCEX TIJIaB,
BBEJICHUE, 3aKJIIOYEHUE, CIIUCOK JUTEPATyphbl, a TAKXKE MPUI0KEHUS HAYUHAIOTCS C
HOBOT'O JIUCTA U MHUIIYTCS NMPOMHUCHBIMH OyKBamMu (BbIPABHMBAaHHE MO LEHTPY)
NoJy;KUpHbIM mmpudTom, pasmep 14 (kernp). Beicota uupp u OykB B
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HAaMMEHOBAaHUU JOJDKHA ObITh oOJuHakoBoWM. Ha3Banus mnaparpagoB B rinaBax
HAaYMHAIOTCA C MPONMCHOW OYKBBI, Jjajiee MUILYTCS CTPOYHBIMHM OYKBaMHU, TaKXKe
BbIPABHUBAIOTCS 110 LEHTPY, MOJYKUPHBIM IIPUPTOM.

Touka B KOHIlE Ha3BaHUs TJaBbl W maparpada He craBuTcs. Mcmonb3yercs
noyTtopHsiit (1,5) mexxcTpounbiit uaTepBan (Cwm.: [Ipunoxenue 4).

3aroJIOBKY TJ1aB CHU3Y OTIEISIFOTCS OT Ha3BaHWs 3arojioBKa maparpada ogHuM
JOTIOJTHUTEIIBHBIM TPOOEIIOM.

[Taparpadsl BHYTpH TTaBBI OTACIAIOTCSA APYT OT Apyra JAByMsl HHTEpBaJlaMU H,
KaK YKa3bIBaJIOCh BbIIIE, MPOAOHKAIOTCS MO TEKCTY (6€3 HOBOTO JIUCTA).

Od¢opmaenne cHocok. CHOCKM TMOKa3bIBalOT, OTKYyJa aBTOP B3sUI TOT WM
uHOM  (akTHueckuit Marepuan. He 3a0biBaliTe CHOCKaMHM  TOATBEPXKIATh
¢dakTuueckuit matepuan. Ho He cienyeT cHockaMu CONPOBOXKAATh OUYEBUIHBIE BEIIH,
POMKCHBbIC UCTUHBI. OHU HE HYXIAIOTCS B MOJATBEPKIACHUU CCHIIKAMU HA UCTOYHUK.
OO0si3aTebHBI CHOCKM TPU LHUTUPOBAHUU (LIIUTATHI «OEPYTCS» B KaBBIUKH), TPH
NPUBEJICHUM YbEro-TO MHEHHS B TEpecKas3e, MpH YIOMHUHAHUM MHEHHUS TOTO WIIU
WHOTO aBTOpa, MPU LUTHUPOBAHHE WU TEepecka3e KOHKPETHBIX JIOKYMEHTOB, IpHU
pUBEICHUN IU(PPOBBIX TAHHBIX, MAJIOM3BECTHBIX (DAKTOB U T.II.

Texuuueckue TpeOOBAHUS: CHOCKH HE JTOJDKHBI ObITh BHYTPUTEKCTOBBIMU [11,
cTp. 6], TOJBKO NMOCTPAHMYHBLIMHU. BCTaBIAIOTCS OHU CTPOro MO CIEAYIOIIEMY
aNrOpUTMY — B BepXHEH CTpoke MeHio BeiOupaetcsi: «BcraBka / Cepuika / CHOCKa —
Buuzy ctpanuns; ®@opmar Homepa: 1, 2, 3, ...; Hawate c: 1; Hymepamus:
[Ipomomxkute». CoOmrogeHne 53TOro alIropuTMa IO3BOJSET aBTOPY CIIOKOWHO
BCTaBJISITh WJIM YOUPATh KyCKH TEKCTa U OTIEIbHBIE CHOCKH — HyMepalusi CHOCOK
npu »ToM He Oyaer HapymieHa. CHOCKH JOHKHBI OBITh CKBO3HBIMH, T.. HX
HyMepauus npojoikaercs no sced BKP.

Pa3mep cHocok (11 KereJib).

Tak kak wu3ydeHHas JUTEpaTypa ¢ TOAPOOHBIM OuOIHOrpadUIeCKUM
onucanueM nomemieHa B cnucke B koHie BKP (Chomcok uCnonb30BaHHBIX
UCTOYHUKOB M JIUTEPATYphbl), B CHOCKE MOKHO OIPAaHUYUTHCS MHUHHMYMOM,
MO3BOJISTIONIEM UACHTU(DHUIIMPOBATH MPUBEAEHHYIO Pa0OTYy.

Bce pa0orTbl, mepedyHcieHHbIe B CIHCKe JIMTEPATYpbl, JOLKHBI OBbITh
YIOMSIHYThl B CHOCKAX, U, COOTBETCTBEHHO, BCe pa0d0Thl, HA3BAHHbIEC B CHOCKAX,
AOJKHBI OBITH B CIIUCKE JINTEPATYPHI.

I[Ipu  odopmnennn Oubmmorpadmyecknx ccouiok BKP  Heobxommmo
pykxoBosctBoBathest ipuHITOM ctannaptoM F'OCT 7.0.5-2008 bubnuoepaguueckas
cevlika. Odowue mpebosanus u NPAGUIA COCMABLEHUSL.

[Ipu mepBoM ymoMHHAHMHM PaOOTHl YKa3bIBAIOTCS: (aMUIHS, WHHUIHAIIGI
aBTOpa, Ha3BaHHE palbOThl, MECTO U TOJ u3AaHusa. Ha3BaHue wu3AATENBHCTBA,
pelaKkTopa, pPYKOBOJAUTENS AaBTOPCKOrO KOJUIEKTMBA M JPYrM€ CBEICHUS HE
HeoOs3aTenbHbl. JlaHHBIE CBEJACHUS MPUBOASITCS B CIHCKE HCIOIb30BAHHBIX
UCTOYHUKOB M JuTeparypel. Eciam pabora mnpocTo yNOMHHAETCA, CKaXXeM, B
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ucropuorpadpuueckoM o030pe, yKazaHue OOIIero 4Yuciaa CTPAaHUIl TaKXKe
HeoOs3aTeNIbHO, HO HE Bo30paHsercs. JlpyruMu ciloBaMU B CCBUIKE HEOOXOIUMO
yKa3aTh HOMEP CTPAHHMIIBI, KPOME CITy9IaeB MEPEUNCICHUS MyOTUKaIIHA.

ITpumepsr:
! Bacaxo M.M. CoBpemenHoe fenonpoussonctso. Pocros u/Jl., 2008.
2 SJukosas B.®. JIokyMeHTHI U cucTeMbl fokyMeHTanuu // Cekperapb-pedepent. 2006. Ne 1.

Ecnu ccbuika npuBOAWTCSA JUIsl TMOATBEPHKICHHUS KOHKPETHBIX (PAKTOB WM
JAHHBIX, 00s3aTEJIBHO YKA3bIBAETCA KOHKpPETHAas CTpaHUla pabOThl, HA KOTOPYIO
CCBUJIAETCSl aBTOP BBITYCKHON KBAJIM(PHUKAIIMOHHON paObOTHI.

ITpumep:

! Bacaxos M. 1. Cospementoe genonpon3soactso. Pocros u/J1., 2008. C.115.

Hu B koem ciyyae He cJjiedfyeT B KadyeCcTBe KOHKPETHOH CTPaHMIbI
NPUBOIAUTH 001Iee KOJUYECTBO CTPAHUI] B MyOJIUKAIMU (OHU YKAa3aHHBI B CIIUCKE
JUTEPATYPHI).

B omHo#l cHOCKEe 1101 OTHUM HOMEPOM MOXET OBITh yKa3aH IeNbId psij padoT.
Hanpumep: «/lannoti meme nocesawenvt pabomer M.U.Bbacaxosa, C.JI.Ky3ueyosa,
M.B.Jlapuna». B TakoMm ciy4yae TmepedyucisieMble padOThl, pPa3leNIIOT TOYKOW C
3arsITON M MOMENIAIOT B OJIMH a03all:

! Bacako M.U. CospemenHoe xemompomsBonctBo. PocroB w/J[., 2008; Kysmemos C.JI.

CoBpeMeHHBIC TEXHOJIIOTHH JOKYMEHTAIIMOHHOTO 00ECIICUCHUS YIpaBJICHUs: yueOHOe moco0re I BY30B.
M., 2010; Jlapua M.B. Ynpasienue qokyMeHTanueld B opranusanmsax. M., 2002 u mp.

Ecnmu y ogHoro aBropa Ha3BaHO HECKOJBKO pabOT, BMECTO ero (amwiuu u
WHUIMAIOB yKa3biBaeTcs: «OH xe»:

! Jlapur M.B. O6 opraHH3auuy 3IEKTPOHHOTO nokyMmeHTooOopoTa B Poccuiickoit ®enepannu //
CoBpeMeHHBIE TEXHOIOTHH JEIONPOM3BOACTBA M JOKymMeHTooOopora. M., 2010. C.10-13; Om xe.
VYmpasieHne qokymMeHTanuei B opranuzanusax. M., 2002. C.22-23.

[Ipy TOBTOPHO# CCHUIKE Ha YXE MPOIMTHPOBAHHBIE PAOOTHI JaBaTh BCE
BBIXOJIHBIC JaHHBIC HE O00s3aTENBHO, IOCTATOYHO YyKa3aTh (paMUJIMI0 W WHUIUAIBI
aBTOpa, a BMECTO Ha3BaHMs pabOTHI HAITUCATh: «YKa3. COU.»:

! BacakoB M.U. Yka3. cou. C.132.

Ecmm y ykazanHoro aBTopa aBe wim Oosiee paboOT, ClEIyeT YyKa3bIBaTh
Ha3BaHUS PabOT IEIMKOM WM COKPAIATh IJTUHHOE Ha3BaHUE PabOTHI:

! Byposa E.M. Ucropus u coBpemennbie Tenaenmun. .. C.15.

Ecnu Ha oany u Ty ke paboTy JenaeTcsi CChUIKAa HECKOJIBKO pa3 MOApsl, TO
BMECTO Ha3BaHUA pabOThI yKa3bIBAIOT «TaM ke» U TOJbKO MEHSIOT HOMEpa CTPaHHII,
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Ha KOTOPBLIC ACJIAaCTCA CChUIKA. Ecan n CTpaHHulla HE M3MCHMHIIACb, TO MOKHO
OI'paHUYIUTLCA ITPOCTO «Tam xexn:

! Byposa E.M. Ucropus u coBpemennbie Tenaenmun. .. C.15.
% Tam xe. C.84.
® Tam xe.

Ho ¢ «Tam xe» CHOCKM Ha HOBOW CTpaHMIIE HAYMHATHCS HE JOJIKHBI.
Yurarenp HE TOJDKEH JIMCTATh TEKCT B ITOMCKAX TOT'O, UTO CKPBIBAETCS 3a 3TUM «Tam
xkey». CHavasia HaszbiBaeTCsi paboTa, Make eCiIu OHa YIMOMHMHAeTcsi He BrepBbie. U
TOJBKO TIOCII€ A3TOr0 MOXHO BCTaBiATh «Tam xe». IloaToMy OKOHYATENBHOE
peIaKTUPOBAHUE CHOCOK HY>KHO JIeJlaTh, KOTJIa BECh TEKCT pabOoThI yKe HaIlMCaH, TaK
KaK CHOCKH MOTYT CABUHYTbCS.

CHocku Ha apXuBHbIE POHBI OPOPMIISIFOTCS CIEAYIOLUM 00Pa3oM:

YPrAIA. @. 1. Om. 1. /1. 18. JL. 14.

— B CJIy4ac MOBTOpa CHOCOK Ha OJIHOfI CTpaHHUILIC:
YPrAIA. @. 1. Om. 1. /1. 18. JL. 14.

2 Tam xe. JI. 24.

% Tam xe.

CnezxyeT O6paTI/ITI> BHUMAHHUC, UYTO CHOCKHU HAa APpXMBHBIC UCTOYHUKU ACIAIOTCA
TOJIBKO B TOM CJIy4ac, €CJIN CTYACHT CaM HCIIOCPCACTBCHHO pa60TaJ1 B apXUBC.

HNuTepHeT-pecypcehl OMUCHIBAIOTCS CIEAYIOMIUM 00pa3oM:

Ilpumep:
! Mudopmanmonnas 6GezomacHocTs (pbiHOK Poccum). M.: Busmec. MT, 2013. Pexunm
nocryma: URI: http://www.intertrust.ru/press_center/articles. (Iara o6parenus: 10.06.2016).

OO0s3aTenbHBIMU  DJIEMEHTAMH  JUISI  OMHCAHUS AJICKTPOHHBIX JOKYMEHTOB
yaanenHoro goctyna (MHTepHeT-pecypcoB) SBISIOTCS 3JIEKTPOHHBIX —aJpec
JOKYMEHTA U MOCJIeAHAS 1aTAa 00pallleHNsI K HeMY.

3ameuaHue MO 3aIIUCHU CCHLIOK HA MCTOYHHMKM, B3AAThIe U3 ceTu HTepHeT.

B nenom psige yueOHbIX MOcOOMM, cTaTeld B JKypHaJaX UMEIOTCA CCBHUIKH Ha
HMCTOYHUKH, KOTOPHIE TI03aMMCTBOBaHbI ¢ BeO-caiToB ¢ obo3Hauennem URL mepen
yKa3aHHUEM BeO-caliTa, HarpuMep:

1. Jlapun, M.B. IIpoGieMbl COBEpIICHCTBOBAHUS JTOKYMEHTAIIMOHHOTO OOCCIICUCHUS
yIpaBJIcHUs] B COBpeMeHHBIX ycioBusx // Cait «AKJIM DxoHOMUKA M KU3HBY». Pexum pocryma:
URL: http://www.akdi.ru (lata oopamenus: 01.07.2010).

Yro xe o3Hauvaer 3o URL?
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https://clck.yandex.ru/redir/dv/*data=url%3Dhttp%253A%252F%252Fwww.intertrust.ru%252Fpress_center%252Farticles%26ts%3D1468752337%26uid%3D449080281422469880&sign=2422fc8b636587278587043e7c30e3d3&keyno=1

[Tpusenem nosicuenue repmuna URL.

AnpecHas ctpoka B Opaysepe o6o3navaercs kak URI, URL unu URN.

PacmmdpoBka TepMUHOB:

URI (Uniform Resource Indicator — yaudumupoBaHHbIN HIeHTH(HUKATOD
pecypca) — o003HaUaeT UMsI U aJpec pecypca B CETU U, KaK MPaBWIIO, ACIUTCS Ha
URL u URN.

URL (Uniform Resource Locator — yHu(pHUIMpPOBaAHHBIA OMPEIACIUTEb
MECTOHAXOXJICHUS pecypca) — aJapec HEKOTOpOro pecypca B BeO, omperenser
MECTOHAXO0XJICHUE pecypca U crnocod oOpaleHus K HEMy.

URN (Unifrorm Resource Name — yHuHUIMpOBaHHOEC HMs pecypca) —
OTIpe/IeTIsIeT TOJBKO Ha3BaHWE KOHKPETHOTO MpPEeaMETa, KOTOPBIA MOKET HaXOJIUTHCS
BO MHOKECTBE KOHKPETHBIX MECT.

IIpumep 3anucu:

URI http://handynotes.ru/2009/09/uri-url-urn.html
URL http://handynotes.ru

URN /2009/09/uri-url-urn.html

BriBoa: Hano roeoputs u nmcath «URI» BMecto «URL», Tak kak BTOpOE
ycTapeJo.

3aKyIl0uYeHre OTpakaeT B KOHIEHTPUPOBAHHOM BHJE CYTh JIUIUIOMHOTO
npoekTa. JlemaroTcst BBIBOABI O CTENEHU JOCTIDKEHUS ONpEeSIEHHOW BO BBEICHUHU
IIeJIA ¥ TIOCTaBJICHHBIX 3a]1a4.

OHO MOKHO OBITH TIPEICIBHO KOHKPETHBIM W 0053aTelIhbHO COACPKATh:
pe3yabTaThl MCCIICNOBaHUSA, TPOBEACHHOTO CTYACHTOM B TIpollecce padOThl Hal
MPOCKTOM; MPAKTUICCKHE PEKOMEHIANMU IO PEIICHHUI0 HCCIIeIyeMON MpOOJIeMBI,
OXUJaeMOe W3MCHCHHE OCHOBHBIX  IIOKa3aTelield  JICATEIbHOCTH  OOBEKTa,
UCCIIEIOBaHUsA, OIleHKa JS(OQPEKTUBHOCTH BHeApeHUs Meporpusituid. O0bem
3aKJTIOUEHHsS cocTaBisgeT 3-5% ot o01ero oobemMa MpoeKTa.

B npuioxkenne peKOMEHIYETCsl BKIIOYATh, BCIIOMOTATENbHBIE MATEPUATIBI HO
paccMaTpuBaeMO TeMe — MHCTPYKIIMHA, METOJUKH, TAOJIHIIbI, TTOJIOKEHUS, TUTIOBBIC
MPOEKTHI, T.€. T€ MaTEpPHAIbl, KOTOPbIE MO KAKUM-THOO MPUYMHAM HE MOTYT OBIThH
BKJIFOUEHBI B OCHOBHYIO YacCTh.

le/l.]'lO)KeHI/Iﬂ pasMemar0T 1mocjie¢ CnMcCKa MCIMOJb30BAHHBIX MCTOYHHKOB.
le/l.]'lO)KeHI/Iﬂ pacmojaraloTCd B mNOpsAaAKe CChbIJIOK HA HUX B TEKCTE.

Kaxaoe npuiioxkenue cjieayer HAYMHATH ¢ HOBOM CTPaAHMIbI C YKA3aHUEM
ciaoBa «Ilpunoxkenue 1» u 1.1.
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IIpuinokeHuss HyMepyIOT OPAAKOBOM HymMepanueil apadckumu nugpamu.
IIpuinoxkeHue MoOKeT HMETh 3ar0JI0BOK.

[Ipu OGonpmioM 00bEME MNPUIOKEHUS OQPOPMISIOT OTHACIBHBIM TOMOM C
CaMOCTOSITEIbHON HyMepaluen JTUCTOB.

B MIPUIIOKEHUS 0OBIYHO BBIHOCSTCS OpraHu3alMOHHBIE,
NEJIONIPOU3BOJICTBEHHbIE, KaapOBbIE W  ApPYrue  JOKYMEHTBI  MCCIEIYEeMOWU
OpraHu3aluy, CcOOpaHHbIE B TEpPUOJA MPOXOXKIEHUS NPAKTUKA M SABIAIONINECS
ocHoBoi Hanucanusi BKP, HOBble pa3paOoTaHHbIE OpraHM3allIOHHBIE JOKYMEHTHI
(monokeHuss O  MOAPA3ACICHUSAX,  JODKHOCTHBIE  MHCTPYKLMH,  JIOTHKO-
MH(GOPMAIIMOHHBIE CXEMBI U T.JI.) U CXEMBbI, TAOJUIBI U JIP.

Bce wmmocTpupyroniue maTepuainbl BHITYCKHON KBaNU(DUKAIMOHHOW PadOThI
(cxembl, nMarpamMmsl, rpaduKH U T.]1.) CIEIYET pacroyaraTh B MPUIOKEHUAX, CAeJaB
CCHIJIKY HA HUX B TEKCTe B KBaJPATHBIX CKOOKAX.

Hanpumep: [Cwm.: Hpunoxenue 1].

B ciyyae 3auMcTBOBaHUS TaOUIl, CXEM U JIPYTUX MPUIOKECHUN YKa3bIBACTCS
CChUIKA (B KBaJPAaTHBIX CKOOKAaX) HA UICTOYHHK.

Hanpumep: [Hcrounnk: Aramos A.B. OcHoBbl (enepanbHOro HHOOPMAIIMOHHOTO MpaBa
Poccun. M.: Dxonomuka, 2007. C.140].

Bce mmtroctparun ohopMIISIOTCS B KOMITBIOTEPHOM UCITOJTHEHUH, B TOM YHCTIE
1 [IBETHHIC.

O0beM mnpuUIIOKEHUH HE orpaHuuyuMBacTcsa. Ecim o0beM IPHIOKESHUMA
3HAYMTEJICH, TIPUYEM OH MOKET OBITh COMOCTaBHUM C OCHOBHBIM TekcToM BKP, B
TaKOM CJIy4ae keJJaTeIbHO MPWIOKEHUS MPOIINBATH B MANKY OTIEIBHO.

Odopmienune Tadaun U pucyHkoB. [{udpoBoii Matepuan npeacraBisieTcs B
pabote B BUJIe TAOJIUII, TUATPaMM, TPaQUKOB U T.1I.

Tabnuiel ciaemxyeT pa3MeniaTh B MPUIOKEHUIX, HE HapyIIasi IPU STOM CBSI3b C
OCHOBHBIM TEKCTOM. JlJ1 3TOro Hy>KHO B TEKCTE€ CJelaTh CCBUIKA Ha
COOTBETCTBYIOIIeE TpuiiokeHune. HeOompimue TaOIUIBI JOMYCTUMO BKJIIOYUTH
HenocpecTBeHHO B TeKCT BKP.

Tabnuia nomkHa UMETh 3aroyioBoK. HazBanue TaOnuIlbl JOKHO OTpaXaTh €€
cozepkanue, ObITh TOUHBIM, KpaTkuM. Heo6xoaumo B BKP ucnonb3oBaTh CKBO3HYIO
Hymepanuro Tabmun. Hanpumep: Tabruya 1., Tabauya 2. v T.70.

Hannucws «Tabnuna» ¢ ykazaHueM €€ HOMepa IMOMEILIAIOT Haj 3arojiIOBKOM
TaOIUIBI C PABOM CTOPOHBI, MPU 3TOM 3HAK «Ne» He CTaBUTCA.

3arojoBoK TaONUIBl BBIMOJHAIOT CTPOYHBIMM OyKkBamMu (KpoMe MepBOMH
MPOMUCHOI1). 3aro0BOK TaOIUIIBI HE MOIYEPKUBAIOT.

B koHue 3aroysioBkoB TabOnuil Touka He craBuTcs. Hymepanusi tabmnui B
npejenax pasneina, o0o3Hayaerca apaOckumu nudpamu.
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Hanpumep:
Tabnuya 1.

llepeuensv ceedenuil, COCMasIAIOWUX CLYHCEOHYIO U KOMMEPYUECKVIO MAUHY

Ecnu Tabnuiia He BXOAWT Ha OJIHY CTpPaHUILy, TO JOIYCKAaeTCs JCIHUTh e€ Ha
gactu. [Ipu mepeHoce yvactu TaOMMIBI HA JAPYrol jauct numetrcs «lIpodondcenue
mabauysbly, a TMOCJE IIanKA TaOJUIbI CIEAYeT BBECTH JIOMOIHUTEIBHYIO CTPOKY C
HyMepauuen rpad Tabauis.

Tabmuiry ¢ OONBIIUM KOJMHYECTBOM Tpad IOMycKaeTcs JICIUTh Ha YacTH H
NOMEINATh OJHY YacTh IMOJ JIPYTrOW B Mpejenax OJHON cTpaHuIlbl. Eciau cTpoku u
rpadsl TaOIUIBI BHIXOAAT 3a (hopMaT CTPAHUIBI, TO B MEPBOM Clydae B Ka)JaOu
JacTH TaOJIHIIBI TOBTOPSIETCS IIIalKa, BO BTOPOM Cllydae — OOKOBHUK.

3aroyioBku rpad ¥ CTPOK B TaOIMIIEC CIACAYET MUCATh C MPOIHUCHONH OYKBBI B
CAMHCTBCHHOM 4YHCJIC, a II0J3arojioBKH rpad CO CTPOYHOH OYKBBI, €CIM OHHU
COCTaBJISIOT OJTHO MIPEJIOKEHUE C 3ar0JIOBKOM, WM C MPOMUCHON OYKBBI, €CIIM OHH
MUMEIOT CAMOCTOSTENIbHOE 3HaUCHUE. B KOHIIE 3aroJIOBKOB TOYKH HE CTaBST.

I'pady Ne n/m B Tabmuiy He BrimtoyaroT. [Ipu HE0OXoauMOCTH HyMmepaluu
napaMeTpoB, MOPSAKOBbIE HOMEpPA yKa3bIBAIOT B NepBoii Tpade (OOKOBUHE) TaOIHUIIBI
nepes uX HAaMMEHOBAHUEM.

Tabnuiy cnemyer pacnojiaraTh B KHWKHOM (opmare. [Ipu HeobxoammocTu
JIOTyCKaeTCsl PacIoioKEHUE UX B albOoMHOM (opmare A4, mpu 3TOM TaOJIMIIbI
pacrnojyiaraloTcsi Tak, 4ToOblI Ui YTEHHUs] UX 3alucCh Obla MOBEPHYTa IO YacCOBOM
ctpenke Ha 90 rpaaycos.

Mexay TEKCTOM W TaONMIIEH W MEXIy ABYMs CIEIYIOIIMMHU APYT 3a Apyra
TaOIUIIAMU CIIeTyeT OCTABIIATH JBOMHON MEXTyCTPOUHBINH HHTEPBAJL.

Tabnuiel co Bcex CTOPOH OrPaHUYMBAIOT JIMHHUAMU. JlOmycKaeTcsi MpUMEHSTh
B Ta0uIle pa3Mep mpudTa MEHBIINN, YeM B TeKCTe. BrIcOoTa CTPOK TaOIHUIIBI JOJIKHA
ObITh He MeHee 8 MM. [‘Opu3OHTaNbHBIE JHMHUM, PA3TPAHUUYUBAIONINE CTPOKHU
TaOJIUIIBI, JOMYCKAaeTCd HE TMPOBOAWUTH, €CIM WX OTCYTCTBUE HE 3aTPyIHSET
MOJIb30BaHWE Tabiuie. Pa3zmensTh 3aroioBKM W MOA3arojioBKH OOKOBHKA U rpad
JUarOHAJIBHBIMUA JTUHUSMH HE JTOTYCKAETCH.

Hudper B rpadax mpocTaBiIsSIOTCS TakK, 4TOObI B OAHOU Tpade KOIUIEeCTBO
JECATUYHBIX 3HAKOB OBLJIO OJWHAKOBBIM, a 4YHCia ObUITM BBIPOBHEHBI CIIEBA.
UwncnoBble 3HAYEHUS IMOKA3aTels MPOCTABISIIOT HA YPOBHE TMOCJIEIHEH CTPOKHU
HAUMEHOBAHUS MTOKA3aTels.

Tabnuity cnemyeT pacmojaratb HETOCPEJACTBEHHO TOCIE TEKCTa, B KOTOPOM
OHA YIIOMHUHAETCs BIEPBBIC, WU HA CICIYIONICH CTpaHUIIE.

He pexomennmyeTcst pacronarath ABE WJIA HECKOJIBKO TaOIUI OJHY 3a IPYToOH,
WX HAJO pa3feisaTh TekcToM. Ha kakmyro Tabnmuily B TEKCTE MOJDKHA OBITH CCHLIKA,
pU 3TOM CJIOBO «Tabinia» B TEKCTE MHUIIYT MOJTHOCTHIO, €CIM Ta0JHIla HE WUMEET
HOMepa (BCEro oJiHa TaOIuIIa).
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B noBTOpHBIX CChUIKax Ha TaOMUIbBl M WLIIOCTPALUU CIEAYET YKa3blBaTh
COKpALIEHHO CIIOBO «CMOTPHY», HANpUMED: «CM. maobu.3».

B TekcTe, aHaMM3UPYOLIEM MIM KOMMEHTUPYIOIIEM TaOJuIly, HE CIEOyeT
IIEpPECKa3bIBaATh €€ COAEpKaHUE. 3ECh YMECTHO (POPMYIHpPOBaTH OCHOBHOM BBIBOA, K
KOTOPOMY MOJBOAAT TAOJUYHBIEC JAHHBIE.

JuarpaMMmsbl, rpauKd, CXEMbI U APYTHE WUIIOCTPALUU TTOMEIIAIOTCS B TEKCTE
Mo XoAy u3JokeHus: Bompoca. OHM JOKHBI COOTBETCTBOBATH TPEeOOBAHUSAM
rOCYJapCTBEHHBIX CTAaHJAAPTOB.

Yeprexu, cxeMbl, rpaduKH, PUCYHKH, MOSCHSAIOIINE U3JIaraéMblii MaTepual, B
pabote o6o3HauaroTcsi cioBoM «Puc.». D10 ClIOBO BMeEcTe € HOMEpPOM H
HEOOXOJMMBIM Ha3BaHUEM Tpaduka, cxembl (WIM JIPYroil WILIIOCTpALMHU), a TaKKe
NOSICHEHUSIMU K HUM NTOMENIAIOTCS] HUKE UIUTFOCTPALUU..

Ecnu B paboTte oaHa WIIIOCTpaLus U ofHa Tabaula, UX He HyMEPYIOT U CJI0Ba
«Puc.» u «Tabaumay» He NUIIYT.

Odopmiienne cnucKa WCMNOJB30BAHHBIX HMCTOYHUKOB W JIUTEPATYpPHI.
CHnuCcoK UCTIONB3yEeMbIX HCTOUHUKOB U JIUTEPATYPhl TOJDKEH COJICPKaTh CBEJICHUS 00
UCTOYHUKAX, WCIOJIb30BaHHBIX B mpolecce Hamucanus BKP. Ilpu mnoxbope
JUTEpaTypbl HEOOXOAMMO O0Opamarhcs Kak K paboTaM TEOpEeTUUYECKOro, TaKk H
METOJIMYECKOT0 W TMpakThueckoro xapakrtepa. Ocoboe BHUMaHUE HOJKHO OBITh
yIeTEHO W3JaHMUSIM TOCIEAHUX JET, TaK Kak B HUX HauOoJiee MOJHO OTpaXeH
COBPEMEHHBI TMOJX0J K pEHICHUI0 TOCTABJICHHOW NpOoOJIeMbl, JEeWCTBYIOIIAs
IIPAaKTHKa, IOKa3aHO BCE TO HOBOE, YTO CIIEAYET MCIIOIb30BaTh IIPU W3JI0KEHUU
OCHOBHBIX BOIIPOCOB M30paHHO# Tembl. llenecooOpa3Ho mMoka3zaTh UCIOJIb30BAaHUE
MH(POPMAIIMOHHO-CIIPABOYHBIX CUCTEM, CTATUCTHYECKUX 0a3 TaHHBIX, PECYPCOB CETU
NutepHer. PexoMenayeTcs BkIto4YaTh He MeHee 40 HaMMeHOBAHMH UCTOYHHMKOB U
JUTepaTypbl (BKJIIOYas dJEKTPOHHBIE PECYpPCHI, JIOKAJIbHbIE HOPMATHUBHBIC
JOKYMEHTBI, apXHUBHBIC HICTOYHUKH H T.JI.).

Jlutepatypa pacrnonaraetcsi B ajadaBUTHOM TOpsAJKe (GaMuIMii aBTOPOB H
Ha3BaHUU paboT. PaGoTH 0OTHOTO aBTOpa pacmoJiararoTcs B ajdaBuTe Ha3BAHHM.

W3nanvs Ha WHOCTPAHHBIX S3BIKaX IMOMEMIAIOTCS Tociie paboT Ha PyCCKOM
Aa3bIKe. B CIMCOK BKJIIOYAIOTCS HE TOJIBKO LIUTHPYEMbIE pabOThl, a TAKXKE U TE€, UTO
M3y4AINCh, HO HE YIIOMUHAJIUCh B TEKCTE.

HcTouHuku W nuTepatypa, UCHOJIb30BAaHHBIE B HAY4YHOW paboTe MPsSMO WIU
KOCBEHHO, IPYIITUPYIOTCA MO CIEAYIOUIUM pa3aeiiaMm:

1. UcTouHuKH (3aKOHOJATEIBHBIE M JPYTHME HOPMATHBHO-TIPABOBBIC aAKTHI,
apXUBHBIC JOKYMEHTHI U TIp.) Ha:
— HeonyOnmmkoBaHHBIC

— Ony0nrMKOBaHHBIE
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2. Jlntepatrypa (MoHOrpaduu, 1uccepralii, HaydyHble COOPHUKH, YUEOHUKH,

Hay4YHbIC CTaThbU U JApPyrue MyOJUKalUU MEPUOJUYECKUX HU3AAHUN, SHIUKIONEINH,
CJIOBapH U Jp.).

3. DyeKTpoHHBIE pecypchl (3a HMCKJIYEHHEM TeX, YTO0 OTHOCHTCS K

OTCBbLIKAM K HCTOYHHKAM, T.C. 3aKOHOJATCJIbHBIM HOPMATHBHBIM W HOPMATHUBHO-
MECTOOAUYCCKHUM I[OKyMeHTaM).

B cocTtaB ony01MKOBAHHBIX HCTOYHUKOB BXOISIT:
1) 3akoHoaaTEJbHbIE HOPMATHBHbBIE AKTHI.

Hcrounuku NEPCHUCIAIOTCA B TIOPAAKES HUX 3HAYUMOCTH 110 CJICAYIOUIUM

NOATPYIIaM:

Koncturynus Poccuiickoit @enepanuu;

denepanbHble KOHCTUTYIIMOHHBIEC 3aKOHBI;

(denepanbHble 3aKOHBI U KOJIEKCHI;

noctranopnenus naiat denepansuoro Codpanust Poccuiickoit @enepanuu;
yKka3sl ¥ pacnopsikenus lIpesunenta Poccuiickon denepanuu;

HOpPMAaTUBHBIEC aKThl, NOKYMEHTHI [IpaBurenscrBa Poccuiickoin Denepaunu u
IPYTUX OPTaHOB UCIIOJHUTENILHOU BiIacTh Poccuiickont Penepannu;
KOHCTUTYIIUM B YCTaBbl cCyOBeKkTOB Poccutickoit denepanuu;

HOPMAaTHUBHBIE PABOBBIC aKTHI, JIOKYMEHTHI 3aKOHOIATENIbHBIX OPraHOB BIIACTH
cyobekToB Poccuiickoit deneparuu;

HOPMAaTHUBHBIE IIPABOBBIE AKTHI, JOKYMEHTBI UCIIOJHUTENBHBIX OPraHOB BJIACTH
cyobekToB Poccuiickoit deneparuu;

HOPMATUBHBIE  TIPaBOBBIE  aKThl,  JOKYMEHTbl  OpPraHOB  MECTHOI'O
CaMOYITIpaBJICHUS,

COOpPHUKH TOKYMEHTOB IAHHOW OTPACIIH;

BHYTPEHHHUE JOKYMEHThl  pacCMaTpUBAaE€MbIX  OOIIECTB,  YUYPEKIACHUH,
OpraHu3anui, NpeanpusTui (ycTaB, JOJKHOCTHBIE MHCTPYKIMH U T. 1I.).

BHyTpu yka3zaHHBIX TpynIl UCTOYHHMKH PACIIOJAraroTCs B XPOHOJOTHYEeCKOH

nmocj1e10BaTCJIbHOCTH.

2) HOpMaTI/IBHO-MeTOIlI/I‘IeCKI/Ie HOKYMEHTBI: CTaHOAapTbl, TCXHUYCCKHUC

YCJIOBHUS, METOJUYECKHE PEKOMEHIALUHNH, TEXHUKO-DKOHOMUYECKHME HOPMATUBBI U
HOPMBI, NPEUCKYpaHThbl, MAaTCHTHbIE JIOKYMEHTBI, NEPEYHWU, UHCTPYKLIUU U .
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Pacnonararorcst oHM B mpenenax KaXAOW Tpynmbl 1O BpPEMEHH HW3JaHMSL.
OnyOnuKkoBaHHbIE COOPHUKM JOKYMEHTOB pACMOiararoTcs Mo aadaBuUTy H3JaHUM.
Memyapbl (BocnmoMHuHaHHMs) — B ajl(aBUTHOM mopsake. Marepuan, KOTOPBIA
3aHOCUTCSA B paznen «OnyOJuKOBaHHbIE UICTOYHUKHWY 0053aTE€IBbHO COTJIACOBBIBAETCS
C HAYYHBIM PYKOBOJUTEIIEM.

Heony0smkoBaHHbIEe HCTOYHUKHU. B cocTaB HEOMyOJIMKOBAaHHBIX UCTOUHHUKOB
MOTYT OBITh BKJIIOYEHBI: TMOJOXEHHUS 00 YUYPEeKICHUSIX U CTPYKTYPHBIX
nojpa3JiefeHusix (HampuMmep, O BEJIOMCTBEHHOM apXuBe€), YCTaBbl (QUPM U
OpraHu3alui, pa3auyHoOro pojaa UHCTPYKLMH (110 JEIONPOU3BOACTBY, TOJKHOCTHBIE,
[0 HCIMOJb30BAHUIO CPEJCTB BBIYMCIUTEIBHON TEXHUKH), HAay4YHO-CIPABOYHBIN
anmnapar K apXuMBHBIM JIOKYMEHTaM, yYeTHbIE CIIPAaBOYHUKU apXWBOB U MY3€€B M T.J.
[lepeuncnenHble apXuUBHbIE JOKYMEHTHl paCIOJIaraloTCs IO Ha3BaHUIO (POHIOB
BHYTPU 3TUX TPYII, MO HOMEPAM apXMBHBIX JOKYMEHTOB, omuceud, aen. OT4eTsl
pacnosararoTcs o rojaM u3JaHusl.

HeonyGnaukoBanHbie UCTOYHUKM  pacIojararrcs B cleyromen
II0CJIE10BATEIBHOCTH

— JIOKyMEHTBI IEHTPAIbHBIX ITOCYJaPCTBEHHBIX apXHUBOB;

— HOKYMCHTHI 00J1aCTHBIX ApXHUBOB;
— HOKYMCHTHI paﬁOHHLIX, TOpOACKHX aPXUBOB,
— HOKYMCHTHI MY3CCB, 6I/I6JII/IOTCK, JIMIHOTO ITPOUCXOKIACHUS.

Bunauane oonoicnvl uomu Heonyodukosannvie ucmounuxu!!!

IpaBuna odgopmieHHsT COUCKA HMCHOJAb30BAHHBIX HCTOYHUKOB W
autepatypbl. VICTOYHWMKM ¥ JUTEpaTypy, WCIOIB30BAaHHYI0O B  BBITYCKHOM
KBATM(UKAIIMOHHON paboTe, ciaeayer oQOpMIIsATh MO MpaBWiIaM, KOTOpPBIE
YCTaHOBJICHBI JIJISl HAYYHO-TEXHHYECKOHN JTOKYMEHTAIIMH, HAYIHBIX CTATCH M OTYCTOB.
Onu BBeneHbl HeckoJbkUMU cTaTthsiMu ['OCTa u cucremoit CUBUJI — ctannapramu
o uHpopManuu, OUOINOTEUHOMY U HU3AATEIBCKOMY JIETy:

I'OCT 7.32-2001 Cucrema ctanmapToB mo wHpOpManuu, OUOIUOTEYHOMY U
U3JIATCIILCKOMY Tenny. «Omuem 0 HayyHO-ucciedosamenvckol pabome. Cmpykmypa
U npasuia 0YopmIeHUR»;

Hammonaneroro cranmapra Poccuiickoit ®deneparun 'OCT P 7.0.100-2018
«bubnuoepaguueckas 3anucev. bubruoepaghuueckoe onucanue: obwue mpeboganue u
npasuna cocmagienus» (MAHHBIH CTAHAAPT NpPeAHA3HAYEH IJsl ONMHCAHUS
TPaANIMOHHBIX TEKCTOBBIX IOKYMEHTOB);

I'OCT 7.82-2001 «bhubruoepagpuuecxkas 3anuco. bubnuoepaguueckoe
onucawuue 21eKkmpoHHbIX pecypcos. Obuue mpedosanus u nPasuia COCMABLeHUSY.

BHUMAHUE!
B cBsa3u ¢ BBenenuem ¢ 1 urods 2019 roga HanmonansHoro cranmapta ['OCT
P 7.0.100-2018 «bhubauoepaguueckas 3zanuco. bubauoepaguueckoe onucanue.
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Obwue mpebosanus u npasuna cocmasieHus» WUIMEHWICS QopMaT ONMucCaHUs
O6ubrorpaduuecKoro ONMUCaHusl.

Crnenyer oOpaTuTh BHUMAHUE Ha ClIeAylolIe OOHOBJIEHUS U MU3MEHEHUs Mpu

OIMMCAaHWH U COCTABJICHUHN CITMCKA JIUTCPATYPhI:

1.

JUist Bcex DSJEKTPOHHBIX MyOnuKamuii (B TOM uMche s 3JIEKTPOHHBIX
porpaMm) 100aBJIeH aTPpUOYT «BUJI COJACPKAHUS
TeKCT: 37eKTPOHHBIN

N306paxkenue. TeKcT: 3MEeKTPOHHbBIE

Texct. M300paxkeHue: 31eKTPOHHbIE
N300paxxeHue: 31eKTPOHHOE

JIBrokenue. TekceT: 2JIeKTpOHHBIE

3BYKU: DJIEKTPOHHBIE;

VYcTHas peub: 2IEeKTpOHHAS,

Texct. My3bIKa: 3JIEKTPOHHBIE;

My3bIKa: JIEKTPOHHAS;

N300paxkeHue: 3J1eKTPOHHOE;

DNEeKTpOHHAs IporpamMMa: 3JIEKTPOHHOE.

N3menen ¢opmar onwucanus artpubyra «Pexum pocrymay. OOpatute
BHUMAaHUE, YTO JJIA MEPHOIUYECKUX H3JaHUM «J1aTa OOpaIleHUs», COTrIacHO
HOBBIM TpeOOBaHUAM B OMOIMOTpadMuecKOM OINKMCAHUU, HE TIEPEeIaeTCs;

HanmeHnoBanue mecta u3ganus myOauKauy (Ha3BaHUs TOPOJIOB) YKa3bIBACTCS
ITOJTHOCTBIO;

JlopaboTaHa MyHKTyaIusi ¥ UCIOJIb30BaHKE CIEIIUAIBHBIX CUMBOJIOB.
IIpumeps1 6ubdaMorpadudeckoro opopmiieHus
CIHMCKA JINTEPATYPbI

Kuwura ¢ ogaum aBTopom

Ky3nenos, W.H. JlokymMeHTanMOHHOE OO€CHEYEHUE  YOPABICHUS U

JIEONPOU3BOICTBO: yueOHUK s OakanmaBpoB / U.H.Ky3nemnos. — Mockga: IOpaiit:
[ FOpaiit], 2014. — 576 c.

Macnosa, B.M. YnpasneHnue nepcoHanoM: yueOHUK U NPAKTUKYM ISl aKaJIeM.

OakanaBpuara / B.M.Macnosa; ®unancoBsiii yH-T npu [IpaBurensctBe PD. — 2-¢
u3.; nepepad. u gon. — Mocksa: FOpaiit, 2014. — 492 c.
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Knura ¢ xByms apropamu

Bennenera, M.A. NHdbopmMallMOHHbIE TEXHOJOTHH B YIPABICHUU: Y4eOHOE
nocobue s O6akanaBpoB / M.A.Bengenesa, HO0.B.BeprakoBa. — Mocksa: IOpaiir,
2013. - 462 c.

I'aBpunoB, M.B. Undopmatuka u nHPOpMAIIMOHHBIE TEXHOJOTMH: YYEOHHK
s OakanaBpoB / M.B.I'aBpunos, B.A.KnumoB. — 3-¢ usn.; mepepal. u jgom. —
Mocksa: IOpaiit, 2013. — 378 c.

Knura ¢ tpems apropamu

Jaitnes, I'.I'. Yopasnenue uyenoBeueckumu pecypcamu: yueOnuk / I'.I".3alines,
I'.B.Yepkacckas, M.JI.banxen. — MockBa: Akagemusi, 2014. — 304 c.

AsnkoB, [[.®. KaapoBblii MOTEHIIMAT OPraHOB MECTHOTO CaMOYIPABJICHUS:
npoOaeMbl U onbIT onieHku / J1.d.Asukos, C.}0.Haymos, E.H.CyerenkoB; PAH npu
[Ipe3unente PO. PAT'C. — Caparos: PAI'C, 2001. — 135 c.

boikoBa, T.A. J[lenonpousBoactBo: yuebonuk / T.A.bwsixoBa, JI.M.Bsoga,
JI.B.Cankuna; moxa oomr. pea. T.B.Ky3nenosoit. M3xa. 3-¢; nepepad. u nomn. — Mockga:
NHO®PA-M, 2014. — 364 c.

Knuru yersipex u 60j1ee aBTOPOB

Ckpunank, K.JI. VYmpaBrneHndeckas IesiTENbHOCTB: CTPYKTypa, (YHKIUH,
HaBbiku niepconana / K. JI.Ckpunuuk [u 1p.]. — Mocksa: [Ipuop, 1999. — 189 c.

KHI/IFI/I, OIIMCAaHHBIC NTOA 3arJiaBuEM

VYnpasnenue nepconanom: yuednoe nocobue / C.M.Campbirus [u ap.]; moj pen.
C.U.Campiruna. — PoctoB 0/l ®enukc, 2001. — 511 c.
NHpopMaimoHHbIE CHUCTEMBl W TEXHOJOTHH YIPABJICHUS: YYEOHHK IS

CTyeHTOB BYy30B / oy pen. I'.A.Turopenko. — 3-¢ u3x.; nepepad. u gon. — Mocksa:
IOHUTHU-JTAHA, 2014. — 591 c.

CJ'IOBapl/I H SGHIIUKJIOIICANH

YepureimieB, B.H. IlogroroBka mnepconana: cnoBaps / B.H.UepHslmes,
A.I1LIBunun. Cankt-IlerepOypr: Dueproarom usz naza, 2000. 143 c.

OxoHommueckas SHimkiIonenus / E.W.AnekcanmpoBa [u ap.]. — Mocksa:
Oxonomuka, 1999. — 1055 c.

Cmambu u3 c6opHuKoe

bakaeBa, O.}O. Tamoxxennsie opransl Poccuiickoit @enepanuu Kak CyObEKThI
tamokeHHoro mpaBa / O.FO.bakaea, I'.B.MarBuenko // TamokeHHOEe mMpaBo. —
Mockaa: IOpuct, 2003. — C.51-91.
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Becuun, B.P. Kongauktel B cucreme ynpasieHus nepconaiom / B.P.Becaun
// TlpakTHueckuit MeHeKMEHT nepconana. — Mockga: FOpuct, 1998. — C.395-414.

Cmambu u3 2azem u HCYPHA106

Ko3zsipes, I''I. Koudaukrer B opranuzauuu / I'.M1.Ko3eipe // CoumaibHo-
rymanutapusie 3HaHus. — 2001, — Ne 2. — C.136-150.

Anexmponnvle pecypcol

Jlna pecypcos yoanennozo oocmyna

Koncturynus Poccuitckoit denepanuu. IIpunsTa BCEHAPOIHBIM
rojocoBanueMm 12 nexabpsa 1993 r. / OduuuanbHblii UHTEPHET-MOPTAT MPABOBOU
nHdopmanuu [opunmanpuerii caiit]. — URL: http://www.pravo.gov.ru.

Heno. MockBa: VYmpaBiieHHE JOKYMEHTAMH: CHCTEMAa JJEKTPOHHOIO
nokymeHToobopota Jleno, cucremsr aBromatuzarmu — DOC, 2011: [caiit]. — URL:
http://www.eos.ru/

/Jlna pecypcoeé nokanvnozo oocmyna

COOpHHK JOTOBOPOB C KOMMEHTapHsAMH IS OyXrajarepa: HpaKTHYCCKOE
nocobue. — 1 snektpoH. ont. auck (CD-ROM). — IlpousBoautens: Pasuosecue, 2007
r. — S3pIk: pycckuid. — Cucremusie TpeboBanus: Pentium II, 256 M6 O3V, 24-x CD-
ROM, OC Windows 98/2000/XP. — VmakoBka: Jewel. — (Cepun «bubanoreka
Oyxranrepay). — TeKCT: 3JeKTPOHHBIN.

Obpasey oghopmnenus
CRUCKA UCNOIb30BAHHBIX UCMOYHUKOG U TUMEPAMY Dbl
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MOPSJIOK 3AIIUTHI
BBIITYCKHOM KBAJITMOUKAIIMOHHOMN PABOTHI

3aBepuieHHass W odoOpMIICHHasT B COOTBETCTBUM ¢ TpeOoBanusimu BKP
nepelaeTCsa Ha AJICKTPOHHOM M OyMa)XHOM HOCHUTENSIX HAay4YHOMY PYKOBOJMTEIIIO,
KOTOpbIN naet o13biB 0 pabote (Cwm.: Ilpunoxenue 5). [Ipu npegocraBieHnn TeKcTa
paboThl CTYIEHT MojaaeT Ha Kadeapy 3asBIEHHE O CaMOCTOSTEIHLHOM XapaKTepe
BKP, nmoareepxkparoiiee JUYHOE COTJIACME CTYJIEHTa HAa MPOBEICHUE MPOLIEAYPHI
MIPOBEPKU OPUTUHAIBHOCTU TEKCTA MO CUCTEME «AHTUILIArUAT.

Pabora, cnannas Ha kadenpy He mosaHee, yem 3a 30 mgHel 0 3alIUTHI U
npoleanas npoueaypy NpoBepKU Ha « AHTHUILIIATMAT», BBIHOCUTCS Ha pACCMOTPEHUE
Ha 3aceqaHue Kadeapol.

IIpouenype 3ammtei BKP npeamecTtByeT mnpensamura Ha 3aceJaHUU
BhITyCKarome Kadeappl, MO pe3yiabTaTaM KOTOPOM OCYIIECTBISETCS JIOMYyCK
BBIMMYCKHUKA K 3amute. PesynbraTtsl npenzamutel BKP odopmisitoress mpoTokonom
3acefanus Kadeaphl.

JIuua, He mpomIeAUIMe MPEA3alluTy, a TaKXKe HE MPOIICAIINE MPOBEPKY Ha
«AnTunnaruaty, k 3amure BKP nomnyckaroTces ¢ oTpuiaTeIbHBIM 3aKIIOYEHUEM.

B cootBeTcTBHM C pelieHHEM BBIMYyCKawIIe kadeapsl CTYyACHT IOIydaeT
nonyck k 3amute BKP B I'OK — 3akimtouenue kadeapsl.

Boimyckuble  kBanuMuKalMoOHHBIE ~— paOOThl  OakalaBpoB  MOAJIEKAT
obs3arenpbHOMY penensupoBanuio (Cm: [punoxkenue 6). Penensus nva BKP moxer
OBITH BBITIOJIHEHA COTPYAHMKOM OpTaHU3AlMH, NTPEANPUSATUS WM YUPEKICHUS
paboromarens, sBIsOMEHcS 0a30i sl MPOXOKACHUS MPEIIUTUIOMHON MPaKTUKUA U
BBINOJIHEHUST NpakTuueckor dactu BKP. IlomydeHue oTpumaTenbHOTO OT3bIBA HE
SIBIIAETCS MPEIMATCTBUEM K TipeacTaBieHno BKP Ha 3amury.

B rocymapcTBeHHYIO SK3aMEHAallMOHHYKO Komuccuio 1o 3amure BKP 1o
HayaJla 3alldThl NPEACTABIAIOTCA ciaeayromue aokyMeHTel: BKP B ogHOM
IK3EMIUIApE; 3aKioveHue Kadeapsl; OT3bIB HaydyHoro pykoBogutenss o BKP;
peuensus Ha BKP.

3ammra BKP npoBomurcss B yCTaHOBJIEHHOE BpeMsl Ha  3acelaHUu
I'ocynapcTBenHol sk3ameHannoHHol komuccuu (I'OK). 3amura gaBisieTcss OTKpPBITOM,
Ha HeHl, kpome wieHoB ['DK, Moryr mnpucyTcTBOBaTh HAy4dHbId PYKOBOJMTEIb,
PELIEH3EHT U BCE JKEIAIOIIHNE.

IMpoueaypa 3aUThI BKJIOYAET CJIeTYIONHeE ITANbI

— TPENCTABIICHUE MpejacenaresieM KoMuccuu cryjeHta — aBtopa BKP, temsbr
paboThl, HAYYHOTO PYKOBOJMTENS U PEIEH3CeHTa M MPEJAOCTaBJICHHE aBTOPY
CJIOBA JJ1S1 BBICTYILJICHUS,

— BoicTyruieHne aBTopa BKP ¢ H310keHHMEM OCHOBHBIX MOJIOKEHUU pabOThI U
pe3yJIbTaTOB MPOBEICHHOTO MCCJEIOBAHUSA, OHO JOJHKHO ObITh He Oosee 10
MHUHYT M COJAEpKaThb: OOOCHOBAaHHWE AaKTYaJbHOCTH M30pPAaHHOM TEMBbI,
ompelesieHHe Ueau M 3aaad, oObeKTa W IMpeaMera, maTepuana, METOJ0B
UCCIIEIOBAHUSI, BBISIBICHHE HAyYHOW HOBU3HBI U MPAKTUYECKOW 3HAYMMOCTHU
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UCCNIEIOBAHUSI, CBEJEHUS 00 ampoOaruu MaTepuaioB MCCIEIOBaHUS U
CTPYKType paloTbl, XapaKTEpPHCTUKY COJCpXKaHUs OCHOBHOW  YacTH,
MOJTydYeHHBIE PE3yNbTaThl HMCCIEAOBAaHUS, OOLIME BBIBOABL 3alluTa JOJKHA
COMpOBOXJaThcsd mpe3eHTauueid B PowerPoint, oTpaxaromield OCHOBHYIO U
HanOoJsiee BaKHYIO HH(POPMAITHIO.

— TIOCJI€ BBICTYIUICHHSI CTYACHTA YICHBI KOMHCCHH, a TaKKe MPHUCYTCTBYIOIINE
MOTYT 3aJIaTh BOIPOCH 0 coaepkanuio BKP, mist moaroroBku oTBETOB Ha
BOIIPOCHI CTYACHTY JaceTCsS BpeMs M pa3pemaeTcs IOJb30BaThCs CBOCH
paboToii;

— OT3bIB HAYYHOT'O PYKOBOJHUTENSA, B KOTOPOM JAETCS XapaKTEPUCTHUKA CTYJIEHTA
u mpoiiecca ero padotsl Haa BKP;

— O3HaKoMJIeHHE ¢ peueHsuer Ha BKP, B KOTOpoil cOIepKUTCS XapaKTEpUCTHKA
paboThl, 3aMeUYaHUs U PEKOMEHyeMasl OLICHKa;

— OTBETHI CTYJEHTA Ha 3aMEYaHUs PELICH3EHTA;
— cBoOOHAs nucKyccus 1o 3amuiaemoit BKP;
— 3aKJIIOYUTENIBHOE CIIOBO CTYJCHTA.
Pemenue 06 uroropoii onenke BKP mpuHumaercs 1mo 3aBeplIeHUU 3alllUThI
BCEX CTYJICHTOB HA 3aKPBITON YaCTHU 3aCEJaHUsI KOMUCCHUM.
[locne mnpuHATHS penieHus MpejceaaTesib KOMUCCUU OOBSIBISET OLEHKH
CTYIEHTaM Ha OTKPBITOM YaCTH 3aCEaHHUs.

Brimycknas kBanuduxanmoHHas pabora XpaHUTcs Ha Kadeape, Ha KOTOpOi
BBITIOJHSJIACH, B TEUCHHE S JIET.

Kputepuu ounenuBanus BKP. Onenka chopMuUpOBaHHOCTH KOMIIETEHIIUM
crynedTa Ha 3amute BKP mpeacraBnser coboit cpeanee apudMeTHUIeCKOE OIEHOK,
MOJIYYEHHBIX CTYACHTOM-BBITYCKHMKOM Ha TMPOLEAYPE 3alIUTBl C YYETOM
cpenHeapupMETHIECKON OLICHKH C(HOPMUPOBAHHOCTH OOIIEPOPeCcCHOHATBHBIX U
npodeccHOHaIbHBIX KOMIIETEHIIMM, W ONPENENSeTCs OIEHKAMH «OTIUYHOY,
«XOPOLLO», KYAOBIETBOPUTEIBHOY» «HEYAOBIETBOPUTEIHHO.

CryneHT MOXeT HpeTeHAOBaTh HAa MOJIOKUTENbHYIO oneHKy BKP mpu poine
aBTOpCcKOro Tekcta He MeHee 70% nmst ouHoM dhopmbl 00yuenus u 50% ais 3a09HON
dbopmbI OOyUCHHMS.

OreHKa BBICTABIISAETCS M0 MATHOAIIFHON CHCTEME C YIE€TOM:

— TEKCTa BBITYCKHON KBaNu(UKAIMOHHOW paboThl, 00beMa JUTEpaTypHl,
KOJIMYECTBA MPOAHATM3UPOBAHHOTO (HAKTUIECKOTO MaTepHasia, TIIyOWHBI |
PE3YIBTATHBHOCTH aHANIN3a, YMEHUS C(HOPMYITUPOBATH OCHOBHBIE TIOJIOKECHHUS,;

— YMEHUSl W3JIaraTh CoOjJepKaHue paboThl TpU 3aIIUTe, CTENCHU BIAJCHUS
MaTepUaIoM, YMEHHS apryMEHTUPOBATh U BECTU JUCKYCCHUIO IO TEME;

— MHEHMS HAYYHOT'O PYKOBOJHUTEIISI U PEKOMEHIAIIMN PELICH3CHTA;

— OLIEHKM YpOBHS C(OPMHUPOBAHHOCTH KOMIICTCHIIMI, BBIHECEHHBIX Ha
npouenypy 3amntsl BKP;

— cpenHeapuPMeTUyecKo OUEHKH C(HOPMUPOBAHHOCTA KOMIETEHUIUNA 10
pe3yJibTaTaM NPOMEKYTOYHOM aTTECTALUU.
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B pesynbrare noarorosku u 3amutel BKP crynenT nomxken:

— 3HaTh, NIOHUMATh W W3JIaraTh MPOQECCHOHATBHBIC 3aJa4i B 00JIACTH HAY4YHO-
HCCJICIOBATCILCKOW  JCATCIIBHOCTH B COOTBETCTBUM C  TOJYYCHHOM
npodeccuoHanbHON MpoduIu3auei;

— YMETh CTaBUTh U PEUIATh HAYYHYIO, HAYYHO-METOJAUYECKYIO, U TPAKTHYECKYIO
3a/layu, OOOCHOBBIBATH HUX aKTYaJbHOCTh, /1aBaThb HCTOPUOrpaPUUECKYyIO H
HMCTOYHUKOBETUYECKYIO XapaKTEPUCTHKY;

— YMCTb HUCIIOJIB30BATH BO3MOXHOCTHU COBPECMCHHBIX METOOOB
JOKYMCHTOBCIUYCCKNX W aAPXHBOBCAYCCKHUX I/ICCJ'ICI[OBaHI/Iﬁ A1 pCIICHUA
IMPAKTUYCCKUX 3aJad; TBOPYCCKH W KPUTUYCCKH OCMBICIIMBATDH I/IH(bOpMaHI/IIO
JJIA peuIicHuA HAaYYHO-UCCIICAOBATCIILCKUX u MMPpON3BOACTBCHHO-
TCXHOJOT'HYCCKHUX 3a1a4 B cq)epe HpO(I)eCCHOHaHBHOfI ACATCIIPHOCTU,

— YMCThb CaMOCTOATCIBHO O6pa6aTBIBaTB, HUHTCPIPCTUPOBATE U MPCACTABIIATH
PE3YIAbTAThI UCCICAOBATCIILCKUX pa60T;

— yMeTh paboTaTh C pa3IMYHBIMHU BUAAMU (TUIIAMH ) HCTOYHHUKOB,;
— YMETh apryMEHTHUPOBATh COOCTBEHHYIO MO3UIINIO;
— YMETh JIeJIaTh CAMOCTOSATENIbHbBIE BBIBOJIBI M 0000IIIEHNUS;

— HMMETb HaBbIKU OMOJIMOTpadUUecKOro OMUCaHUs HUCHOIb3YEMOM TUTEPATYPHI U
MUCTOYHUKOB.

I[Ipu mnposeaennn tnpoueaypsl 3amutel BKP  nomomHuTensHo cremyet
OMUPaTHCS Ha JIONOJHUTENIbHBIE KPUTEPUHU OLICHOK:

«OmauyHo» — BBICTABISETCS TPU J0JIE aBTOPCKOro Tekcrta meHee 50%,
BBINTYCKHAs KBJIM(UKAIIMOHHAS paboTa HamucaHa Ha aKTyaJbHYIO TEMY U OTpa)kaeT
CaMOCTOSITEILHOCTh aBTOPA, YMEHHUE MIPUMEHATH TEOPETUUECKHE 3HAHUS TIPU aHATU3E
Marepuajga ¥ paboTaTh ¢ Pa3TUYHBIMH HCTOYHHKAMH; COACPKHUT OPUTHHAIBHBIC
HAOMIOJEHNs; TIPaBUILHO OQOpPMIICHA; IOKJIAaJ CTyJCHTa M €ro OTBETHhl Ha
IIOCTaBJICHHBIE BOIPOCHI SBIISIOTCS MCUEPIBIBAIOIIUME U COJIEpKATEIbHBIMU; paboTa
BBICOKO OLICHHUBAETCS PEIICH3EHTOM.

«Xopowto» — BBIMyCKHas KBaMU(UKAIMOHHAs paboTa OTpa)kaeT XOPOILIUU
YPOBEHb TEOPETUUCCKUX 3HAHUM BBITYCKHUKA U YMEHUE UCCIEAOBATh MPAKTUICCKUN
MaTepHall, HO MPH 3TOM B pabOTe UMEIOTCS OTIEIbHbIC HEJOUYEThI; JOKIAA CTYIEHTA
M €ro OTBEThl Ha MOCTABJICHHBIE BOMPOCHI SBIAIOTCS HEJOCTATOYHO TMOJHBIMU U
yOenuTeIpHBIMH; pab0Ta XOPOIIO OIEHUBAETCS PELIEH3EHTOM.

«Yoosenemseopumenvrhoy — BbIMyCKHas KBalu(uKarmoHHash paboTa COMEPIKUT
HEJ0UeThl B OQOPMIICHUM TEKCTa; WMEIOTCS 3aMEYaHHs YJICHOB KOMHCCHH I10
TEOPETUYECKON WM MPAKTUYECKOM TJIaBe; JOKJIaJ U OTBETHI CTYAEHTAa Ha BOIPOCHI
SBJISIIOTCSL HEMOJHBIMM M CXEMaTUYHBIMHU HapyIIAalOT JOTUKY HW3JI0KEeHUs;, padora
YAOBJIETBOPUTEIBHO OLICHUBAETCS PELIEH3EHTOM.

«Heyooenemeopumenvno» — BBICTaBISIETCSI B Clly4ae €CJIU  BBIIYCKHas
KBaH(PUKAMOHHAsT paboTa COMEPKHUT CEPhEe3HbIE HEMOYEThl B COACPKAHUU U
o(pOpMIICHUHN TEKCTa; JOKJIaJ CTYJEHTA SIBJIAETCS HEMOJIHBIM W HApYyIIAeT JIOTHKY
W3JIOKEHHUS; OTBEThl Ha BOIPOCHI OTCYTCTBYIOT JUOO [arOTCS HE IO CYLIECTBY;
paboTa OTpUILIATETIBHO OIIEHUBAETCS PELEH3EHTOM.
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Ipunooicenue 3

BBEJIEHUE

AKTyaJbHOCTh TeMbl. B HacTosiiee BpeMss Tema palldOHAIU3AIUU
JIOKyMEHTOO0OpOTa B OpraHM3alUd C TOMOIIBIO HCIOJI30BAHUS BCEMHUPHOM
KOMITBIOTEPHOU CETH M APYTUX aBTOMATHU3UPOBAHHBIX CUCTEM B CBSI3U C Pa3BUTHEM
KOMITHIOTEPHBIX TEXHOJIOTHH SBJISIETCS KaK HUKOrJAa akTyaibHOW. OpraHuzamus,
CTpeMsIIascs K ycleXy W BbICOTaM B OW3Hece, JOJKHA MMETh YETKO U XOpOIIIO
OpraHMW30BaHHBIM  JIOKYMEHTOOOOPOT, a d3TO CTaJO0 BO3MOXHO Onaromaps
UCIIOJIb30BAHUIO HOBBIX TEXHOJIOTHUH B nenonpousBojicTBe (Internet, snexTpoHHas
1o4YTa U IPYTUE CUCTEMBI JJIEKTPOHHOTO JOKYMEHTOO00POTA).

OnepaTUBHOCTh PAbOTHI OpraHU3allid BO MHOTOM 3aBHUCUT OT TMOBBIIICHUS
CIaXXEHHOCTH U YETKOCTH B paboTe C JOKyMEHTAaMH. BOJIBIIMHCTBO COBPEMEHHBIX
OopraHu3anudié B 1ENsAX TMOBBIIEHUS OS(OPEKTUBHOCTH CBOEH AESTENBHOCTU
UCITIOJIB3YIOT aBTOMAaTU3UPOBAaHHbIE CHUCTEMBI JEJIONPOU3BOICTBA u
JOKYMEHTO000pOoTa. ..

eab0 BBIMYCKHOH KBAJU(PUKANMOHHON PadOTBI SIBISECTCA PACKPBITHE
CUCTEM COMPSDKEHUS dJIEKTPOHHOTO U OyMa)KHOTO JIEIONPOU3BOJICTBA, OCOOCHHOCTEHN
UX B3aUMOJICHCTBUS, ONpEJIEICHHIE MPOOIEM 1 MEPCHIEKTUB ONTUMHU3AIINH.

JIist fOCTHMKEHUST YKa3aHHOM 11eJIM B XOJI€ UCCIEA0BaHMUS HEOOXO0IUMO PEIIUTh
CIEeAYIOIINE 3aJa4H:

— PACKpBITh OCHOBHBIC TOHSTHS BJICKTPOHHO-OYMa)KHOTO B3aWMOJICHCTBUS U
nepeBoia OyMaKHBIX TOKYMEHTOB B AJIEKTPOHHYIO (hOpMYy;
— HU3YYUTh HOPMATUBHO-METOJUYECKYIO0 OCHOBY B3aUMOJCHCTBHS U CONPSIKEHUS

OYMa)XHOTO ¥ DJIEKTPOHHOTO JIETIOTPOU3BOJICTBA;

— TMpOAHANIM3UPOBATh OCHOBHBIC HANpaBiICHUS U MNPOOJEMBbl HIIEKTPOHHO-

OYMa)KHOTO B3aUMOJICHCTBHS;

— OXapaKTepU30BaTh CUCTEMBbI B3aUMOJCHCTBUSI U COMPSIKEHUS OYyMaKHOTO U

QJICKTPOHHOI'O ACIIOIIPOU3BOACTBA,
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— U3YyYHUTh OPraHU3ALMI0 M TEXHOJOTHUIO MepeBoja OyMa)KHbIX TOKYMEHTOB B
anekTpoHHble 00pa3bl Ha mpuMepe OAO AKD «bamkomcHab0aHKky;
— OINpeAeNUTh MEPCHEKTUBbl ONTUMU3ALMKN CUCTEM COIpPSKEHUS OYMa)KHOTO U

AJIEKTPOHHOTO JEJIONPOU3BOICTBA.

O0bekTOM HCCIeI0BAHMS SBISIOTCS OyMa)KHbIE TOKYMEHTBI U AJIEKTPOHHBIE
00pa3bl 3TUX JOKYMEHTOB.

IIpeanmerom wuccien0BaHMs SBISIOTCS OCOOEHHOCTH B3aUMOJCUCTBUS U
COMpsDKEHUsT OyMaXXHOTO U BJIEKTPOHHOIO  JIEJONPOU3BOJCTBA, MEPCIEKTUBbI
BHEJpeHUs] MHPOpMATH3AUUMU B JOKYMEHTOOOOPOT OpraHu3alMH, pa3pabOTKu
HAYYHO-METOJUYECKHUX OCHOB B 3TOH JESITEIILHOCTH.

UcrounukoBas 6aza BKP. B xone paGoThl ObLIM NpoaHAIM3UPOBAHBI U
UCIIOJIb30BaHbl  3aKOHOJATENbHO-TIPABOBBIE  aKThl, HOPMATHBHO-METOJIUYECKUE
JOKYMEHTbl M JOKYMEHThl 1O CTaHJIapTH3allMW, PpEryJupylollie BeJeHUe
ANEKTPOHHOTO AEJONPOU3BOJICTBA, HAYUYHAs JIUTEPATYpa U MNEPUOJUYECKUE U3IAHUS,
BKJIFOYAsl NHTEPHET-U3AaHUs U SJIEKTPOHHBIE MATEPUAJIBI. . .

CreneHb H3y4YeHHOCTH mpodaembl. B 1memoMm, Bompocam BHEIpEHUs
AIEKTPOHHOTO JTOKYMEHTOOOOpOTa TMOCBSIIEHO HE CIHUIIKOM MHOTO JIUTEPaTyphl,
OJIHAKO CYIIECTBYET JOCTATOYHOE KOJIMYECTBO MaTepuaja 1o BOIpOcaM COMPSHKEHUS
OYMa)XXHOTO M 3JICKTPOHHOTO JIOKYMEHTOOO0OpOoTa. DTO y4eOHBIC IMOCOOUS TaKHX
aBTopoB, kak B.A.Kynpses, M.B.Kupcanosa, I.M.Akcéno, B.A.Cnusax,
E.A.JlonatHukoBa. Crnemyer OTMETUTh, 4YTO B YYEOHBIX TMMOCOOMSIX JArOTCS
TEOPETHUUECKUE OCHOBBI OpraHU3allid JOKYMEHTOOOOpOTa Ha MPEeANpHUSTHH,
IIPUBOIATCS 00PA3LBI UCIIOIB3YEMBIX ITPOTPaAMM. ..

HoBuznoin mpannoi BKP sBisieTcs TO, 4TO METOMOJIOTHSI OpraHU3alliu
BHEJIPEHUS] JJIEKTPOHHBIX JOKYMEHTOB TOJBKO-TOJIBKO HAUMHAET CKJIAIbIBATHCA.
BaxxHOl YacThi0O AAHHOM TEMATHUKH, YTO HANUIO oOTpaxeHue B naHHou BKP,
CTAaHOBHUTCSl AaHaJU3 M OLEHKA [EPCIEKTUB COBEPIICHCTBOBAHUS  CHCTEMBI

conpsiKeHUs: 0yMaKHOTO U 3JEKTPOHHOTO JIEJIONPOU3BOICTBA ...
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IIpakTuyeckas 3HauumMocTtb BKP. PesynbraTel, mnomydeHHsle B XoOze
UCCJENIOBAaHMUS,  MOrYT  OBITh  HCHOJB30BaHbl B OpraHM3amusax s
COBEPILIEHCTBOBAHUS IOKYMEHTALIMOHHOTO 00€CIIEYEHUs yIPaBICHUS.

CrpykTypa padoThl COCTOMT M3 BBEACHUS, JABYX IJIaB MO TpU maparpada,
3aKJIIOYEHHMsS], CIHMCKAa MCIOJb30BAHHOM JIUTEpaTypbl M HCTOYHUKOB. CHHUCOK

JIUTEPATYPHl U UICTOYHUKOB BKJIIOYAECT 58 HAUMEHOBAaHUIA.
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Ipunoorcenue 4

T'JIABA 1. OBIIIUE BOITPOCHI OIPEJAEJTEHUS U CTPATETUH
IMPUMEHEHUS COBPEMEHHBIX NTH®POPMAIIMOHHBIX
TEXHOJIOI'UI

1.1 OcHoOBHBIE OHATHS ¥ TEPMHHBI, OTHOCSIIIHECS] K COBPEMEHHBIM
HH(OPMATMOHHBIM TEXHOJIOTHSIM

TepMuH WHPOPMANMOHHAS TEXHOJIOTHUS SIBJISICTCS CIIOXKHBIM, KOMIUICKCHBIM
noHsitueM. CornacHo denepanbHoMy 3akoHy oT 27 uronst 2006 1. No.149-03 «O6
uHpopManyK, WHOOPMAIMOHHBIX TEXHOJOTHUSAX H O 3alluTe HWHOOpMaIun,
uH(OPMAIIMOHHBIC TEXHOJIOTHH — 3TO MPOIIECChI, METOIbI TMOKCKa, cOopa, XpaHEHUs,
00pabOTKH, TPENOCTaBICHUS, pACHpPOCTpaHEeHUs HMHPOPMALUU U  CIOCOOBI
OCYIIECTBJICHHSI TAKUX MPOIECCOB U METOJIOB.

B mactosimee Bpemsi mojl MHGOPMAIMOHHBIMU TEXHOJIOTUSIMH 4YaIlle BCETro
NOHUMAIOT KOMIIBIOTEpHbIE HWHMOPMAIMOHHBIE TEXHOJIOTHH. YIpaBieHYecKas
NEeSTENbHOCTh B JIIOOOM OpraHu3alMi OCHOBaHAa Ha IMepepaboTKe [aHHBIX U
IIPOM3BOJICTBE BBIXOAHOW HMH(OpPMAIIUU, YTO TMPEAINOAraeT HajJudhe TEXHOJIOTHUU
npeoOpa3oBaHUs  UCXOAHBIX  JAHHBIX B  pe3yJbTaTHBHYIO  WH(OpMAIIHUIO.
NudopmarimoHHple TEXHOJOTUU CBSI3aHBl C HCIOJIb30BAHUEM KOMIIBIOTEPOB U
IpPOrpaMMHOT0 OOeCTICUCHHS Il XpaHEHUs, MpeoOpa30BaHMs, 3alIUThl, 00pabOTKH,

nepeaady u moydeHuss HHPOpMaIluH ...
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Ipunoorcenue 5
MHUHOBPHAYKHA POCCHUH
DenepanbHOE rOCyAapCTBEHHOE 0I07KETHOE 00pa3oBaTe/IbHOE YUpe:KIeHHe
BbICLLIET0 00pa30BaHUs
«balIKUPCKU rOCyIapCTBEHHbIN eJaroru4YecKnii yHuBepcuTeT
M. ML AKMYJLIBI»
(®I'bBOY BO «BI'TTY um. M.AKMYJLIIBI»)
NHCTUTYT HCTOPUYECKOr0 ¥ PABOBOro 00pa3oBaHus

OT3bIB PYKOBO/UTEJIA

0 paboTe CTyJIeHTa
BBITIOJTHEHHOM HA TEMY:

1. AxrtyanbHOCTH pabOThI

2. Hayunas HOBH3HA paOOTHI

3. Omenka conueprkaHusi pabOThI

4. TlonoxxutenbHbIE CTOPOHBI padOTHI

5. 3ameuanus

6. Pexomenmanmu 1o BHEPEHHUIO PE3YILTATOB PAOOTHI

~

Pexomennyemas onenka
8. HomomuutenspHas nHbopmanms ais [[OK

HayuHnslil pykoBOAUTEID

(moamuce) (dbammiusi, UMsI, OTUECTBO)

(y‘IeHaSI CTCIICHb, 3BAHUEC, NOJI’KHOCTb, MECTO pa6OTBI)
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Ilpunoorcenue 6
PEOEH3USA

Ha BBIMYCKHYIO KBaJTU()UKATMOHHYIO pabOTy CTyIEeHTa(KH)
HNHcTUTyTa HCTOPUYECKOTO U MPABOBOIO 00pa30BaHUs

(pamummst, nMst, OTYECTBO)

BaH_IKI/IpCKOI‘O roCyaapCTBCHHOTO IEAATrOrMYCCKOr0 YHUBCPCUTCTA UM. M.AKMyJ'IJ'IBI,
BBITIOJIHCHHYIO HA TCMY:

1. AKTyaJIbHOCTh M HOBH3HA UCCIEAOBAHUA ...

2. Onenka cojaeprkanusi paboTHI ...

3. OTnuuuTeNbHBIC, MOJOKUTEIBHBIE CTOPOHBI Pa0OTHI ...

4. IlpakTHyecKoe 3HaYEHUE U PEKOMEHIAIIMHU 110 BHEIPEHHUIO ...
5. Henmocratku u 3amedanus mo padore ...

6. PexoMeHtyemast OlIeHKA ...

Penensenr

(Toxmuch) (pamums, Msi, 0TIECTBO)

(yueHas cTerneHb, 3BaHKe, JODKHOCTh, MECTO PabOThI)

BHUMAHME! Penen3usi numercss B pa3sepuyTom Buje!!!

35



	Направление 46.03.02 «Документоведение и архивоведение»,
	направленность (профиль) «Документоведение и документационное
	обеспечение управления»
	2019
	ОГЛАВЛЕНИЕ
	ПОРЯДОК ЗАЩИТЫ
	ВЫПУСКНОЙ КВАЛИФИКАЦИОННОЙ РАБОТЫ
	Завершенная и оформленная в соответствии с требованиями ВКР передается на электронном и бумажном носителях научному руководителю, который дает отзыв о работе (См.: Приложение 5). При предоставлении текста работы студент подает на кафедру заявление о с...
	Работа, сданная на кафедру не позднее, чем за 30 дней до защиты и прошедшая процедуру проверки на «Антиплагиат», выносится на рассмотрение на заседание кафедры.
	Процедуре защиты ВКР предшествует предзащита на заседании выпускающей кафедры, по результатам которой осуществляется допуск выпускника к защите. Результаты предзащиты ВКР оформляются протоколом заседания кафедры.
	Лица, не прошедшие предзащиту, а также не прошедшие проверку на «Антиплагиат», к защите ВКР допускаются с отрицательным заключением.
	В соответствии с решением выпускающей кафедры студент получает допуск к защите ВКР в ГЭК – заключение кафедры.
	Выпускные квалификационные работы бакалавров подлежат обязательному рецензированию (См: Приложение 6). Рецензия на ВКР может быть выполнена сотрудником организации, предприятия или учреждения работодателя, являющейся базой для прохождения преддипломно...
	В государственную экзаменационную комиссию по защите ВКР до начала защиты представляются следующие документы: ВКР в одном экземпляре; заключение кафедры; отзыв научного руководителя о ВКР; рецензия на ВКР.
	Защита ВКР проводится в установленное время на заседании Государственной экзаменационной комиссии (ГЭК). Защита является открытой, на ней, кроме членов ГЭК, могут присутствовать научный руководитель, рецензент и все желающие.
	Процедура защиты включает следующие этапы:
	 представление председателем комиссии студента – автора ВКР, темы работы, научного руководителя и рецензента и предоставление автору слова для выступления;
	 выступление автора ВКР с изложением основных положений работы и результатов проведенного исследования, оно должно быть не более 10 минут и содержать: обоснование актуальности избранной темы, определение цели и задач, объекта и предмета, материала, м...
	 после выступления студента члены комиссии, а также присутствующие могут задать вопросы по содержанию ВКР, для подготовки ответов на вопросы студенту дается время и разрешается пользоваться своей работой;
	 отзыв научного руководителя, в котором дается характеристика студента и процесса его работы над ВКР;
	 ознакомление с рецензией на ВКР, в которой содержится характеристика работы, замечания и рекомендуемая оценка;
	 ответы студента на замечания рецензента;
	 свободная дискуссия по защищаемой ВКР;
	 заключительное слово студента.
	Решение об итоговой оценке ВКР принимается по завершении защиты всех студентов на закрытой части заседания комиссии.
	После принятия решения председатель комиссии объявляет оценки студентам на открытой части заседания.
	Выпускная квалификационная работа хранится на кафедре, на которой выполнялась, в течение 5 лет.
	Критерии оценивания ВКР. Оценка сформированности компетенций студента на защите ВКР представляет собой среднее арифметическое оценок, полученных студентом-выпускником на процедуре защиты с учетом среднеарифметической оценки сформированности общепрофес...
	Студент может претендовать на положительную оценку ВКР при доле авторского текста не менее 70% для очной формы обучения и 50% для заочной формы обучения.
	Оценка выставляется по пятибалльной системе с учетом:
	 текста выпускной квалификационной работы, объема литературы, количества проанализированного фактического материала, глубины и результативности анализа, умения сформулировать основные положения;
	 умения излагать содержание работы при защите, степени владения материалом, умения аргументировать и вести дискуссию по теме;
	 мнения научного руководителя и рекомендации рецензента;
	 оценки уровня сформированности компетенций, вынесенных на процедуру защиты ВКР;
	 среднеарифметической оценки сформированности компетенций по результатам промежуточной аттестации.
	В результате подготовки и защиты ВКР студент должен:
	 знать, понимать и излагать профессиональные задачи в области научно-исследовательской деятельности в соответствии с полученной профессиональной профилизацией;
	 уметь ставить и решать научную, научно-методическую, и практическую задачи, обосновывать их актуальность, давать историографическую и источниковедческую характеристику;
	 уметь использовать возможности современных методов документоведческих и архивоведческих исследований для решения практических задач; творчески и критически осмысливать информацию для решения научно-исследовательских и производственно-технологических...
	 уметь самостоятельно обрабатывать, интерпретировать и представлять результаты исследовательских работ;
	 уметь работать с различными видами (типами) источников;
	 уметь аргументировать собственную позицию;
	 уметь делать самостоятельные выводы и обобщения;
	 иметь навыки библиографического описания используемой литературы и источников.
	При проведении процедуры защиты ВКР дополнительно следует опираться на дополнительные критерии оценок:
	«Отлично» – выставляется при доле авторского текста менее 50%, выпускная квалификационная работа написана на актуальную тему и отражает  самостоятельность автора, умение применять теоретические знания при анализе материала и работать с различными исто...
	«Хорошо» – выпускная квалификационная работа отражает хороший уровень теоретических знаний выпускника и умение исследовать практический материал, но при этом в работе имеются отдельные недочеты; доклад студента и его ответы на поставленные вопросы явл...
	«Удовлетворительно» – выпускная квалификационная работа содержит недочеты в оформлении текста; имеются замечания членов комиссии по теоретической или практической главе; доклад и ответы студента на вопросы являются неполными и схематичными нарушают ло...
	«Неудовлетворительно» – выставляется в случае если выпускная квалификационная работа содержит серьезные недочеты в содержании и оформлении текста; доклад студента является неполным и нарушает логику изложения; ответы на вопросы отсутствуют либо даются...
	1.1 Основные понятия и термины, относящиеся к современным информационным технологиям
	Приложение 5
	МИНОБРНАУКИ РОССИИ
	Федеральное государственное бюджетное образовательное учреждение
	высшего образования
	«Башкирский государственный педагогический университет
	им. М.Акмуллы»

	ОТЗЫВ РУКОВОДИТЕЛЯ


