denepajbHOE TOCYIAPCTBEHHOE OKOKETHOE 00pa30BaTe/ibHOE YUpeKIeHue BbICIIero 00pa3oBaHusi
«bamkupcKkuii rocy1apTCBeHHBIH NeJarornyeckuii yausepcurer uM. MLAKMYJLIbD»

Kadeapa npasa u o01mecTrBo3HaHusA

MeToan4yeckne peKOMEHIANUN K HATUCAHUIO U 0()OPMJICHUIO
KypcoBbix padoTt

Hanpasaenue 44.03.01 «Ilexarornueckoe o0pazoBaHue»
HanpasisenHocts (npodguisb) «O01mecTBO3HAHUE)



TpedoBanust K 0popMIICHUIO
CTyJIeHYEeCKHX KyPCOBBIX padoT

KypcoBas pabora (nanee cokpauieHHo — KP) sABisieTcss mOAroTOBUTEIBHBIM 3TAIIOM
k Hanucanuto BKP u npexacrasisier co00il caMOCTOSITENIbHOE HAyYHOE UCCIIEIOBAaHUE; OHA
OTHOCHUTCSI K paspsay ydeOHO-MCCIeOBaTeNIbCKUX paboT M MOKa3bIBA€T T'OTOBHOCTH
BBIITYCKHHUKA PEIIaTh TEOPETUYECKUE U ITPAKTUYECKUE 3aJaUH.

OO0mue TpedOBaHNSA K 0(POPMIICHHIO

K kypcoBbIM paboTaM peIbsBISIOTCS CICAYIOMNE TPeOOBAHMS:

— COOTBETCTBHUE MPODUITIO MTOATOTOBKH;

— COOTBETCTBHUE CTaHJapTaM Ha TEKCTOBBIE JOKYMEHTHI;

— COOTBETCTBUE METOAMYECKUM YKa3aHUSM M0 BbIOHEHUIO0 KP;

— TIyOWHA MCCIIEIOBAHUS U TIOJTHOTA OCBEIICHHUS BOTIPOCOB;

— 9YETKOCTh MOCTPOCHUS, JIOTHYECKAs TTOCIICIOBATEIHHOCTD U3JI0OKEHUS;

— yOenurennHas apryMEHTAIlUS;

— KpaTKOCTh U TOYHOCTH ()OPMYJIMPOBOK;

— KOHKPETHOCTh W3JIOKCHHSI M TPAKTHYECKass OPUEHTUPOBAHHOCTH PE3yJIbTATOB
paboTHI;

— CaMOCTOSITEIIbHOCTbD, JI0Ka3aTeILHOCTh BBIBOJIOB 1 OOOCHOBAaHHOCTH PEKOMEHIAITNN;

— aKKypaTHOCTh M TPAMOTHOCTh O()OPMIICHHSI.

OO0BEM KOHTPOJILHOW palboThl Jisi OakaJaBpPOB JOJDKEH cocTaBisaTh 30-40
crpanun (45-60 crpaHun — I8 MarucTepckux paboT), He CYHUTAs NPUJIOKEHUH.
[IpumepHOE COOTHOILIEHHWE MEXKAY OTACIbHBIMA COCTABHBIMU 4YacTsIMU PaOOThI
cienymwiiee: BBeaeHue — 4 - 6 crpanur] (6-8 cTpaHUIl — JJIsi MarucTepcKux paodor),
3aKJIFOUYCHUE — 2-3 CTPAHUIIBI.

bosbmryro yacte KP 3aHnMaeT ocHOBHas 4acTh.

CTpyKTypy KypcOBOW pabOThI COCTaBIISIOT CIEAYIOIINE DJIEMEHTBHI: TUTYJIbHBIN
JUCT, cojeprkaHue (IU1aH), BBEJACHHUES, OCHOBHAS 4acTh (He MeHee 2 U He Ooiiee 3 TJaB) U
OT JIBYX J0 TpexX mnaparpadoB B riase (mpu npupadoTke ctpyktypsl KP ciemyer 3Hath, 4To
rjjaBa He MOXKeT COCTOSIT M3 OJHOro mnaparpada), 3aKIOueHHE, CITHCOK
WCITOJIb30BAaHHBIX HCTOYHUKOB, JINTEPATYPHI ¥ IIPUII0KCHHUS.

KP odopmisieTcss B BUAe TEKCTa MPUHTEPHOM IME€YaThIO HA OJHOM CTOPOHE JIMCTa
Oenoii Oymaru opmara A4.

TexcT Ha nHCTE MODKEH MMETh KHIDKHYIO OPHUEHTAIUI0. AIbOOMHAs OpUEHTAIIHS
JOITYCKAETCS TOIBKO TSl TAOJIUII U CXEM MIPHIIOKEHUH.

Tekcr nomkeH ObITh oopMileH B TeKCTOBOM penakTope Microsoft Office Word ¢
COOJIOICHUEM CIENYIOIINX TPEOOBaHUIA.

®dopmat mpudta Times New Roman.

[IpudT ocHOBHOTO TeKCTa OOBIYHBIN, pa3mep 14 (keryb) NT.



Just cHocok — 11 (kerJib) nT.

HpudT 3arog0BKOB I7IaB — MOJYKHUPHbIN M NPONMCHBIMM OyKkBamMu, pazmep 14
(kerJib) mT.

pudT 3aronoBkoB naparpagpoB — NOJAYKHPHbIH, 14 (KerJib) OT.

Me:KCUMBOJBHBIA HHTEPBAJ — OOBIYHBIH.

MexXCTpOUYHBI HHTEPBATI — MOJIYTOPHBIH (1,5).

MexCcTpOUYHBIN HHTEPBAJ CCHUIOK — OMUHOYHBIN (1).

AO3anubiit otctyn — 1,25 cm.

TekcT qoykeH ObITh BHIPOBHEH MO ITUPUHE CTPAHUIIBI.

3aroJI0BKH BHIPABHUBAKOT 0 LIEHTPY.

HeoOxoaumo npuiepKuBaThCs CASAYIONUX pa3MepPOB MOJICH:
— caeBa —30 mm
— cnpaBa — 15 mm
— cBepxy —20 mm
— cHm3y —20 mm

PaccrosiHre mMexmy ciioBaMH, YCIOBHBIMH OOO3HAUCHHUSIMH W YHCIAMU B CTPOKE
TEKCTa JOJDKHO OBITH OJAMH MPOooe.l.

Crpanuipl HyMepyroTcsi apabckumu 1udpamMu ¢ COOJIOJICHHEM CKBO3HOM
HyMepanuu MO0 BceMy TeKCTy. TUTYIbHBIN JIMCT BKJIIOYAETCS B OOIIYI0 HyMEpaluio
CTpaHUIl, HO Ha HEM HOMep He mpocrtaBisiercs. Hymepanus HayuHaeTcss CO BTOPOii
cTpanuubl (¢ pazaena «CoaepxaHue).

Nnmoctpauy ¥ Ipyrue MNPUIIOKEHUS BKIOYAIOTCS B OOLIY0 HyMepaluio
crpanuu. Homepa ctpanull pa3MeniaroTcsi B HUsKHEH 4acTH JIMCTA cnpaBa 0e3 KaBbIUEK,
nedrcoB U APYruxX 3HAKOB MPETUHAHUS.

Nnmroctpanuu, TabauIel, CXeMbl U MIPOYME BCTABKM MOTYT Pa3MENIaThCsl B TEKCTE
KP, ecnmn oHM HE 3aHMMAOT 3HAYUTEIBHOE MECTO Ha CTPAHUIE, €CIU OHU HMEIOT
OOJBIIION pa3Mep, UX PEKOMEHIyeTCs pa3MeNIaTh B MPUIIOKCHHH.

3aroJ0BKM COCTaBHBIX YaCTEMl — CTPYKTYPHBIX JIEMEHTOB — pabOThI (CoaepKaHue,
BEJICHWE, TJaBbl, Maparpadbl, 3aKIIOYEHHE, CIHUCOK HCIOJb3yEeMbIX HCTOYHUKOB U
JUTEpaTypbl) CIEAyeT pacrojiaraTb B CEPEIUHE CTPOKHM Oe3 TOUKM B KOHIE M 0e3
MOAYEPKUBAHUS.

IIepenoc ciioB B 3arojoBkax He gomnyckaercs. Bee ctpykrypHbie asemeHnTsl KP 3a
UCKJIIOYEHHEM naparpadoB HAUMHAIOTCS ¢ HOBOM CTPAHMIBI

[Ta6mon mis opopmiienust TutynbHoro Jucta KP npencrasnen nuxe (Ilpunoxenue

).
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Odopmienue «Coaep:kanuspy

CopnepkaHve BKIIOYAET BBEJEHWE, HANMEHOBAHHWE TJIAB W TYHKTOB OCHOBHOM
94aCcTH, 3aKITI0YCHHUE, CITUCOK MCTIOIB30BAHHBIX NCTOYHUKOB U JINTEPATYPHI U MPUITIOKCHHUS
C YKa3aHHEM HOMEPOB CTPAHUII, C KOTOPHIX HAYMHAIOTCS 3TU JIEMEHTHI.

Pekomennyetcst BKio4aTh B cojepxanue (TuiaH) 2-3 ocHOBHbIE ri1aBbl. bosbiiee
YUCJIO TJ1aB HEeOlpaBaaHHo. B kax 101 ri1aBe J0JKHO OBITH HE OoJiee Tpex maparpados.

[Ipu cocTaBieHUH IJIaHa CIEAYET ONPEACIUTh COJIepKaHUE OTACIbHBIX Pa3esioB U
JaTh UM COOTBETCTBYIOIIIEE HA3BAHME.

B coaepxanue BkirouaroT Bee pasnensl KP B To# e nmociienoBaTenbHOCTH, KOTOpast
npuHsTa B TeKcTe. He gomyckaeTcst cokpaiaTth Wik BUAOU3MEHSTh 3ar0JIOBKH.

[Tpu opopmieHnrn HaMMEHOBAHMI TJaB, BKIIOYEHHBIX B pasnen «Coxaepkanue» (B
TOM 4YHUCJIE HauMMEHOBaHUE pasneiioB «BBemenue», «3akmoueHue», «CHUcok
WCIIOJIb30BAaHHBIX ~HCTOYHHKOB U  JUTepaTypel», «llpunoxenus»), 3anucbIBaioT
NPONMUCHBIMH OYKBAMU.

HaunmenoBanue maparpadoB ohopMIISIOT CTPOUYHBIMH OyKBaMH, KpOME IEpPBOM
MPONMCHOM. 3arojIOBKU B COJIEPKAHUU JIOHKHBI TIOJIHOCThIO COOTBETCTBOBATH 3arojIOBKaM
B TekcTe. CJI0BO «CTp.» HE MUIIYT.

['naBel HymMepyroTcs apabckumu 1udpamu co cioBom «['JITABA 1 ... ». [Taparpadst
HyMepyroTcs apabckumu nudpamu 6e3 ciioB «maparpady.

Hymepauust maparpada cocTouT U3 HOMEpa IJIaBbl M HOMepa maparpada,
pa3nenéHHbIX TOYKOW. B koHIle HOmepa ctaBuTca Touka. Hampumep, 2.3. o003Hauaer,
4YTO JAaHHBIA 3aroJI0BOK OTHOCUTCH K Tperbemy mnaparpadgy BTOpoH rJjasbl. Bcee
CTPYKTYpHBIE YacTh paboThl (KpoMe COJAEpXaHUs, BBEACHHS, 3aKIIOYCHHS, CITUCKA

HCII0JIBb30BAHHBIX MCTOYHHUKOB U JIMTCPATYPHI, HpHJ’IO)KGHHfI) HYMCPYIOTCA (HpHJIO}KeHI/Ie
2).
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OdopmiieHne CTPYKTYPHBIX 3JIeMeHTOB «BBenenus»

BBenenue — 310 BerynureneHas 4vactb KP o (Ilpunoxenume 3), B KOTOpOH

COJIEPIKUTCSL:

— aKTyaJbHOCTb TeMbI (0OOCHOBBIBAETCS BBIOOP TEMBI, €€ 3HAUUMOCTD);

— ueib U 3a/1a4H;

— 00BEKT U IpeaIMET UCCIEA0BAHNUS;

— 0030p UCTOYHHUKOB M JIUTEPATyphl (MCTOUHUKOBasI 6a3a KP);

— CTENEeHb U3YYEHHOCTH TEMBbI (MPOOIEMbI UCCIICA0OBAHUSA);

— HOBH3HA U MPAKTUYECKAs 3HAUUMOCTb UCCIICTOBAHMS;

— ampobanus pe3yabTaToB ucciaenoBanus ((paKyIbTaTUBHBINA AJIEMEHT);

— ctpykrypa KP.

[Tpunoxenue 3

BBEAEHHUE

AKTyaJbHOCTL TeMbl. B  HacTtosimee BpeMs TeMa  palMOHAIA3ALNHU
JOKYMEHTOOOOpOTa B  OpraHU3alMi C T[OMOIIBI0  HUCIOJIb30BAHUS  BCEMHUPHOU
KOMITBIOTEPHOM CETM W APYTHX aBTOMATHU3HPOBAHHBIX CHCTEM B CBSI3U C PA3BUTHEM
KOMITBIOTEPHBIX TEXHOJIOTMM SIBJISIETCS KaK HHUKOIAA akTyaldbHOM. OpraHuzanus,
CTpeMmsiliasicsi K yclexy M BblcOTaM B Ou3HEce, JO0KHA HMEThb YETKO M XOpPOUIO
OpPraHM30BAHHBIN JOKYMEHTOOOOPOT, a 3TO CTaJ0 BO3MOXHO OJiarojiapsi HCIOIb30BAHUIO
HOBBIX TEXHOJIOTUH B Jenonpoun3BocTBe (Internet, anekTpoHHas mouTa U APyrue CUCTEMbI
AIIEKTPOHHOTO JJOKYMEHTOO0O0POTA).

OnepaTuBHOCTH PAOOTHI OpraHU3allid BO MHOTOM 3aBHUCHUT OT TOBBIIICHUS
CIIA)KEHHOCTM M YETKOCTH B paboTe ¢ JOKyMEHTaMHU. BOJIBIIMHCTBO COBPEMEHHBIX
OpraHu3alMid B TEJSAX TMOBBIICHUS 3(P(HEKTUBHOCTH CBOCH IEATEIHHOCTH HCIIOIB3YIOT
aBTOMATU3UPOBAHHBIE CUCTEMBI JIEIONPOU3BOCTBA U JOKYMEHTOO0OPOTA. ..

Heab0 HamUCAHWS JAHHOW KYPCOBOMl PadOTBHI SBISIETCA PACKPBITHE CHUCTEM
COTIPSDKEHUST  DJIEKTPOHHOTO M OYMa)KHOTO JIEJIOMPOM3BOJICTBA, OCOOCHHOCTEH WX
B3aMMOJICUCTBUSI, OIIpeiesIeHrEe MPOOIEM U MEPCIIEKTUB ONTUMHU3AIINH.

JInst mOCTHKEHUs yKa3aHHOW IeIM B XOJE MCCIENOBAHUS HEOOXOIUMO pEIINTh
CIEAYIOIINE 3a0aYM:

— PpACKpBITh OCHOBHBIC TIOHATHS DJIEKTPOHHO-OYMaXKHOTO B3aUMOJICHCTBUS U

nepeBojia OyMa)KHbBIX JOKYMEHTOB B 3JIEKTPOHHYIO (GOpMY;



— HW3Yy4YUTh HOPMATHUBHO-METOJIMYECKYH) OCHOBY B3aMMOJICMCTBUSL WU CONPSIKCHUS

OYMa)KHOTO U AJIEKTPOHHOTO AEJIONPOU3BO/ICTBA;

— MpOaHAIU3UPOBATh OCHOBHBIE HAMPABJICHUS W MPOOJIEMBI IEKTPOHHO-OYMaKHOTO

B3aUMOICUCTBUS;

— OXapakTEepU30BaTh CHUCTEMBI B3aUMOJCUCTBUS W COMPSDKCHUS OyMaKHOTO U

ANEKTPOHHOTO AEJIONPOU3BOICTBA;

— M3YyYUTh OPraHMU3alMI0 W TEXHOJOTHUIO TMepeBoja OyMaKHbIX JOKYMEHTOB B
anekTpoHHbie 00pa3bl Ha mpuMepe OAO AKD «bamkoMcHaO0aHKy;
— ONpEACNNUTh TEPCHEKTUBBI ONTHMH3AIMNA CHUCTEM COMNPSHKEHUS OYMaKHOTO U

AJIEKTPOHHOTO JIEJIONPOU3BOICTBA.

OO0beKTOM HCCJIeI0BAHUS SBISIIOTCS OyMaKHBIE JTOKYMEHTHI W JJICKTPOHHBIC
00pa3sbl ATUX JOKYMEHTOB.

IIpeameTom wuHcciaeq0BaHMs  SIBIAIOTCA OCOOCHHOCTH  B3aMMOJICUCTBUS U
COMPSDKEHUsSI OYMa)KHOTO U 3JIEKTPOHHOTO JI€JIONPOU3BOJICTBA, MEPCIEKTUBLI BHEIPEHUS
uH(popMaTH3alUK B JOKYMEHTOOOOPOT OpraHu3aliu, pa3paboTKU HAy4YHO-METOIMYECKUX
OCHOB B 3TOM JEATEIBHOCTH.

UctounnkoBasi 06aza KP. B xome pabGoTel ObUM MpoaHAIU3UPOBAHBI U
HCHOJIb30BaHbl 3aKOHOIATENBHO-ITPABOBBIE aKThl, HOPMATUBHO-METOANYECKUE IOKYMEHTBI
M JOKYMEHTBHl [0 CTaHAAPTU3AlUH, PETYJIUPYIOIIUE BEICHUE  BJIEKTPOHHOTO
NEJIONPOU3BOACTBA, HAYYHAs JIMTEPATYPA U NEPUOIUYECKUE U3AHUS, BKIIFOYasi NHTEPHET-
W3JaHUS U 3JIEKTPOHHBIE MAaTEPUAJIBI. . .

CreneHb M3y4eHHOCTH podJeMbl. B 11e10M, Bompocam BHEIPEHHUSI DIEKTPOHHOTO
JOKYMEHTOO0OOpOTa MOCBAIIEHO HE CIUIIKOM MHOTO JUTEPaTypbl, OJJHAKO CYIIECTBYET
JOCTaTOYHOE KOJMYECTBO MaTepuaja II0 BOMPOCAM COMPSIKEHUS OyMaKHOTO W
AJIEKTPOHHOTO JOKYMEHTO00OpOoTa. ITO ydeOHBbIE TMOCOOMS TaKWX aBTOPOB, Kak
B.A KynpseB, M.B.KupcanoBa, H).M.AkcénoB, B.A.CnuBak, E.A.JlonarHukosa.
Cnenyer OTMETUTH, UYTO B YYEOHBIX IIOCOOMSAX JAIOTCS TEOPETUYECKUE OCHOBBI
OpraHu3alui JOKYMEHTOOOOpOTa Ha MPEANPUSITHH, PUBOISTCS 00pa3ilbl UCIOIb3YEMbIX

MpOTPaMM. ..



HoBu3zna pannoid KP sBisercsa To, 4TO METOHO0JIOTHSI OpPraHU3allMU BHEAPECHUSA
AJIEKTPOHHBIX JOKYMEHTOB TOJBKO-TOJIBKO HAYMHAET CKJIAAbIBaThCS. BakHON 4YacThio
JAHHOW TEMAaTHKH, YTO HAlLIO OTpaxkeHue B JaHHOM KP, cTaHOBUTCA aHanM3 U OLECHKA
MEePCIIEKTUB COBEPIICHCTBOBAHUS CHUCTEMbI COMNPSKEHUSI OYMaKHOTO W DJIEKTPOHHOTO
JETONPOU3BOICTBA ...

IpakTnuyeckas 3HaunMocTb KP. Pe3ynbpTatel, nosrydeHHbIE B X0/1€ UCCIIEI0OBAHU,
MOTYT OBITh HCITOJIb30BaHBI B Opra"Huzanusx s COBEPILICHCTBOBAHUS
JTOKYMEHTAITMOHHOTO 00CCTICUCHHSI YITPABICHUS.

CTpykTypa 1aHHOM padoThl COCTOUT U3 BBEACHUS, ABYX IJ1aB MO Tpu maparpada,
3aKJIFOYEHHUS, CITIUCKA UCITOJIb30BAHHOM JIMTEPATYPHI 1 UCTOUYHUKOB. CIIMCOK JIUTEPATYPHI U

UCTOYHHKOB BKJIIFOUAET 58 HAMMEHOBAHUM.



OdopmiteHue 3aro1I0BKOB B TEKCTe

B TekcTe Ha3BaHuUs BceX IJIaB, BBEJEHHUE, 3aKIIOYEHUE, CIUCOK JMUTEPATYpHI, a
TaK)Xe MPUJIOKEHHUSI HAUMHAIOTCS C HOBOT'O JIMCTAa M MHUIIYTCS NMPONMMCHBIMU OyKBamMH
(BbIpaBHUBaHHME MO LEHTPY) MOJYKMPHBIM IIPUPTOM, pa3Mep 14 (xermn).
BricoTa udp 1 OykB B HAMMEHOBAaHUU J0JKHA ObITh oiuHakoBoi. Ha3Banus naparpados
B IJaBaXx HAYMHAIOTCA C MPONUCHOM OYKBBI, Jajee NUUIYTCSd CTPOYHbIMHM OyKBaMH,
TaK)K€ BLIPABHUBAKTCSH M0 HEHTPY, MOJIYKMPHBIM IIPUGTOM.

Touka B KOHIIE Ha3BaHWs TJaBbl W maparpada He craButcs. Mcnonb3yercs
nosryTopHbii (1,5) mexxcrpounsblilt uaTepBai (IIpunoxenue 4).

3aroioBKM IJ1aB CHU3Y OTAENSIOTCA OT Ha3BaHUs 3arojioBka mnaparpada OJHUM
JIOTIOJIHUTENbHBIM TIpoOenioM. [laparpadsl BHyTpu I1aBbl OTHENSIOTCS APYr OT JApyra
JBYMsI HHTE€pBaJaMH M, KaK yKa3bIBaJOCh BBIIIE, MIPOJOJIKAIOTCS MO TEKCTy (0e3 HOBOTro
JUCTA).

[Tpunoxenue 4

I'JTABA 1. OBIIIME BOITPOCHI OITPEAEJIEHUA U CTPATET'MHN
MPUMEHEHUSA COBPEMEHHBIX HH®OPMAIIMOHHBIX TEXHOJIOI'MA

1.1 OcHoOBHBbIE IOHATHS U TEPMHUHBI, OTHOCSIIHECH K COBPEMEHHBIM
UH(GOPMALMOHHBIM TEXHOJIOTHSIM

TepMuH wHPOpPMAIIMOHHAS TEXHOJIOTUS SBJSETCS  CJIOXKHBIM, KOMIUIEKCHBIM
nousatueM. CornacHo dDeaepanbHoMy 3akoHy OT 27 wuionsa 2006 r. Ne.149-d3 «O6
uHpopManuy, UWHGPOPMALMOHHBIX TEXHOJOTUAX W O 3aluTe  HHPOpMaALUN,
WH(GOPMAIMOHHBIE TEXHOJOTHH — A3TO TMPOIECCH, METOJBI TIOHMCKa, cOOpa, XpaHEHWS,
0o0paOOTKH,  TNpeAOoCTaBICHMS,  paclpocTpaHeHHs  MHQOpPMAIMM U CHOCOOBI
OCYIIECTBIECHUS TAKUX MPOLIECCOB U METOJIOB.

B mHactosmiee Bpemss moj HMH(DOPMAIMOHHBIMA TEXHOJIOTHSMH Yalle BCETO
NOHMMAIOT  KOMIIBIOTEpHBIE  HMH(OpPMALIMOHHBIE  TEXHOJOTMH.  YIpaBlieHYEeCKas
JESTENbHOCTh B JIIO0OW OpraHu3allii OCHOBaHA Ha TiepepaboTKe JaHHBIX U MPOU3BOJICTBE
BBIXO/JIHOM HMH(pOpPMAIMK, YTO TMPEANOiaracT HaJIW4Yhe TEXHOJOTHU TMpeoOpazoBaHUs
HCXOIHBIX JIaHHBIX B pe3yJbTaTHUBHYIO HHpopMmaluio. MHpopManmoHHble TEXHOJIOTUU
CBSI3aHBI C UCIMOJIb30BAaHUEM KOMITBIOTEPOB U MTPOTPAMMHOTO 00€CTIeUeHMsI ATl XPaHEHU,
npeoOpa30BaHus, 3aMUTHI, 00PaOOTKH, TIEpeIaur U MOIYICHHS HHPOPMAIIHH ...

OdopmiieHne CHOCOK



CHOCKM TOKa3bIBalOT, OTKyAa aBTOP B3sJ TOT WJIM MHOW (DaKTUUECKUH maTepuall.
He 3a0biBaiiTe cHOCkamMu MOATBEpkAaTh (akTuueckuii marepuasn. Ho He crnemyer
CHOCKaMH COIPOBOXIAaTh OUYEBUHBIE BEIIH, MPOMUCHBbIE UCTUHBI. OHU HE HYXKIAIOTCA B
MOATBEP)KIEHUN CChUIKAMH Ha HCTOYHHK. OO0s3aTeIbHBI CHOCKH TPU ITUTUPOBAHUH
(uTaThl «OEpyTCs» B KaBBIYKW), TIPU MPUBEICHUU YHETO-TO MHEHHUS B TEpecKase, Mpu
YIOMUHAHUM MHEHHUSI TOTO WM HHOTO aBTOpa, MPU LUTUPOBAHUU WM IEepecKase
KOHKPETHBIX JJOKyYMEHTOB, MTPH MPUBEICHUN ITU(GPOBBIX TAHHBIX, MAJOU3BECTHBIX (HaKTOB
U T.IL.

Texnuueckue TpeOOBaHUS: CHOCKH HE JOJKHBI ObITh BHYTPUTEKCTOBBIMU [11, CTp.
6], TOJIbKO MOCTPAHUYHBIMU. BCTaBJISAIOTCA OHU CTPOTO MO CIAEAYIOMIEMY aITOPUTMY — B
BepxHel cTpoke MeHo BwiOupaercs: «BcraBka / Cebuika / CHocka — BHU3Y cTpaHUIb;
®dopmat Homepa: 1, 2, 3, ...; Hauars c: 1; Hymepamus: I[lpogomxute». CobiroaeHue
ATOTO aJIrOpUTMa MO3BOJSET aBTOPY CIIOKOWHO BCTaBJISITh WM yOUPATh KYCKH TEKCTa U
OTJIETIbHBIE CHOCKH — HyMepallisi CHOCOK IIpH 3TOM He OyzaeT HapyiieHa. CHOCKH JTOKHBI
OBITh CKBO3HBIMHU, T.€. X HyMepalus npoaoixkaetcs no Bceit KP.

Pa3mep cHocok (11 kereJn).

Tak kak u3ydeHHas JUTeparypa ¢ MOAPOOHBIM OHOIMOTpadUYECKUM OMHCAHHEM
nomenieHa B cinucke B koHie KP (Cnucok ucronb30BaHHBIX UCTOUYHUKOB U JINTEPATYPHI),
B CHOCKE MOXXHO OrPAHMYUTHCS MHUHUMYMOM, TO3BOJISIIOIIEM WJICHTU(DHUIIMPOBATH
npuBeAEHHYI0 padoty. Bee padoThl, nmepeunc/ieHHbIE B CIUCKE JIUTEPATYPbl, 10JIKHbI
ObITh YNOMSIHYTBI B CHOCKAaX, M, COOTBETCTBEHHO, Bce pPadOThLI, Ha3BaHHbIe B
CHOCKAX, T0JI’KHbI ObITh B CITUCKE JIUTEPATYPHI.

[Ipn mepBoM yIOMUHAHUU PaOOTHI yKa3bIBAIOTCS: (paMuius, WHUIMAIBI aBTOPA,
Ha3BaHWe pabOThl, MecTO W roa wu3naHus. Ha3BaHue wu3IATENBCTBA, PEAAKTOPA,
PYKOBOJUTENSI aBTOPCKOTO KOJUIEKTHUBA W JIPYTHE CBEICHUS HE HEoOs3aTesbHbl. J[aHHbIC
CBEJICHUSI TPUBOJASTCS B CIHCKE MCIOJIb30BAHHBIX HCTOYHUKOB W JuTepaTypbl. Ecnu
paboTa MpoCTO YIOMHHAETCS, CKaXKeM, B HCTOpUOTpaPruiIecKoM 0030pe, yKazaHue OOIIero
YHCJia CTPAHMI] TaKKe HeoOsA3aTeIbHO, HO HE BO30OpaHsieTcs. JJpyruMu cioBamMH B CCBLIKE
HEO0OXOIMMO yKa3aTh HOMEp CTPAHMIIbI, KPOME CIIy4aeB MEPEUnCICHUs MyOIuKaIuii.

[Tpumepsr:
! Bacakos M.U. CospemeHHOe nenonpou3soacTso. Poctos u//1., 2008.
2 SInkoBast B.®. JIokyMeHTHI u cucTeMbl jokyMenTanuu // Cexperapb-pedepent. 2006. Ne 1.

Ecnu ccpiika mpuBOAUTCS IS TOATBEPKICHUS KOHKPETHBIX (DAaKTOB WMIIM JaHHBIX,
00s13aTeNTbHO YKa3bIBACTCSl KOHKPETHASI CTpaHMIIA paboThl, HA KOTOPYIO CCHUIAETCS aBTOP
KYpCOBOM pabOTHI.

[Tpumep:

! bacakos M. U. CoBpemeHHOE senonpon3soacTo. Poctos u//1., 2008. C.115.

Hu B xoem ciyuae He ciaeayer B KayecTBe KOHKPETHOM CTPaHUIbI NPUBOAUTH
o01iee KOJIMYECTBO CTPAHUIl B MyOJIHKAIMM (OHU YKa3aHHBI B CIIUCKE JINTEPATYPHI).

B opHOli cHOCKE TOJ OJTHUM HOMEPOM MOKET OBbITh yKa3aH LEJbId psig pador.
Hanpumep: «/launoti meme nocsawenvt pabomwr M.U.bacakosa, C.JI.Ky3neyosa,



M.B.Jlapuna». B TakoM cilydae nepedncisieMble padoThl, pa3eistoT TOYKON C 3amsTON U
MOMEIIAIOT B OJIMH ab3ail:

! Bacakos M. H. CopemenHoe nenonpousBoactBo. Poctos u/Jl., 2008; Kysmemos C.JI.

CoBpeMEHHbBIE TEXHOJIOTUM JIOKYMEHTALlMOHHOTO O0ECHedeHUsl YIpaBiIeHMs: ydeOHoe Imocodue ams
BY30B. M., 2010; Jlapun M.B. YnpaBnenue nokyMmenTanueit B opranuzanusix. M., 2002 u ap.

Ecnn Y OJHOro aBTOpa Ha3BaHO HCCKOJbKO pa60T, BMECCTO €T0 (1)aMI/IJ'II/II/I 141
HHHUINAJIOB YKa3bIBACTCA: «OH xen:

! Jlapun M.B. O6 opranuzaiuu >J1eKTpOHHOTO JOKYMeHT0060poTa B Poccuiickoit denepanuu //
CoBpeMeHHBIE TEXHOJIOTHH JIEJOTPOU3BOACTBA M JoKyMeHToobopora. M., 2010. C.10-13; On xe.
VYnpasieHue foKyMeHTauuen B opranusanusax. M., 2002. C.22-23.

[Tpu MOBTOPHOM CCHUIKE HA YK€ MPOLMTUPOBAHHBIE PAOOTHI JaBaTh BCE BHIXOIHBIC
JaHHbIE HE 00s3aTEeNbHO, JOCTATOYHO yKa3aTh (PaMUJIMIO0 U MHHUIMANIBI aBTOpa, a BMECTO
Ha3BaHUs pabOThI HANTUCATh: «YKa3. COU.»:

! Bacakos M.U1. Yka3. cou. C.132.

Ecmm y ykazanHoro aBTopa aBe wim Oojee paboT, cleayeT yKa3blBaTh Ha3BaHUS
paboT IETMKOM WIJIH COKpaIaTh JJIMHHOE Ha3BaHUE paOOTHI:

! Byposa E.M. Uctopus u coBpemenHble TeHaeHmn. .. C.15.

Ecnu Ha onHy M Ty ke paboTy JenaeTcs CChUIKa HECKOJIBKO pa3 MoJIpsil, TO BMECTO
Ha3BaHUs PabOTHI YKa3bIBalOT «Tam »Ke» U TOJIBKO MEHSIOT HOMEpa CTPAHMI], Ha KOTOpPbIS
nenaercsi ccblika. Ecii M cTpaHuIla HE M3MEHWIach, TO MOKHO OTPaHUYUTHLCS MPOCTO
«Tam xe»:

! Byposa E.M. Ucropus u coBpeMeHHble Tenaenuuy. .. C.15.
2 Tam xe. C.84.
3 Tam xe.

Ho ¢ «Tam xe» CHOCKM Ha HOBOM CTpaHNLC HAYMHATLECA HC OOJI’KHBI. Yurarens HE
AOJDKCH JIMCTAaTh TCKCT B IMOMCKAX TOI'O, YTO CKPBIBACTCA 3a 3THUM «Tam xe». CHauaja
Ha3bIBACTCA pa60Ta, JaKC C€CJIM OHa YIIOMHHACTCA HC BIICPBBLIC. M Tonbko mocie 3Toro
MOKHO BCTaBIATh «TaM xey. HOBTOMy OKOHYATCJIIBHOC PCAAKTUPOBAHNUEC CHOCOK HY’KHO
AC€JaThb, KOrga BECb TCKCT pa60TI>I YK€ HAIlUCaH, TaK KaK CHOCKHX MOTYT CABUHYTBCA.

CHocku Ha apxuBHBIE (POHIIBI ODOPMIISIOTCS CIAEAYIOMUM 00pa3oM:
'PTAJIA. ®@. 1. On. 1. JI. 18. JI. 14.

— B CJIy4yae MOBTOPA CHOCOK Ha OHOW CTPAHHUIIE:
'PTAJIA. @. 1. Omn. 1. 1. 18. JI. 14.

2 Tam xe. JI. 24.

3 Tam xe.



CHOCKM Ha apXMBHBIE MUCTOYHUKH JIENAIOTCS TOJBKO B TOM ClIy4ae, €CJIM CTYACHT
caM HEMOCPEICTBEHHO pad0OTal B TOM UJIM MHOM apXHBE.

HHTepHeT-pecypchl ONUCHIBAIOTCA CIEAYIOUIMM 00pa3oM:

Ilpumep:
' Undopmarmonnas GeszomacHocTh (peiHOK Poccum). M.: Bussec. T, 2013 [DnekTpoHHBIH

pecypc]. Pexum pmoctyma: URI:  http://www.intertrust.ru/press_center/articles. (Jlata oOpamienus:
10.06.2016).

OOs3aTenbHBIMU ~ DJIGMEHTAMH  JIJII  OTHCAHUS  JJIGKTPOHHBIX  JOKYMEHTOB
yaaneHHoro nocryna (MHTepHeT-pecypcoB) SIBISIIOTCS 3JEKTPOHHBIX aJpec HJ0KyMEHTA
U MOCJIeAHSAS 1aTa 00pallleHUus K HEMY.

[Tpu odpopmienun 6ubIMOrpahUUECKUX CCHUIOK HEOOXOAMMO PYKOBOJICTBOBATHCS
npuasitom cradgaptom 'OCT 7.0.5-2008 Cucrema cranmapTtoB 1o WHGOpMAIIIH,
OMOJMOTEUHOMY MW U3JAaTEIIbCKOMY jeny. bubauoepaguueckas ccvinka. OOume
TpeOOBaHUS U MpaBUiIa COCTABICHUS.

3aMeyaHMe 10 3aMUCHU CCHIJIOK HA MCTOYHUKMH, B3AThbIe U3 ceTu UHTEpHeT.

B nenom psge yueOHBbIX mocoOMM, cTaTeil B KypHajaX HMMEIOTCS CChUIKM Ha
HWCTOYHUKHM, KOTOpBIE IO3aMMCTBOBaHbI ¢ BeO-caiiToB ¢ oOo3HaueHueM URL mnepen
yKa3aHueM BeO-caiiTa, HarpuMmep:

1. Jlapun, M.B. IIpoGyieMbl cOBEpIIEHCTBOBAHUS TOKYMEHTAIIMOHHOTO 00ECIICYeHHS YIIPABICHUS
B COBPEMEHHBIX YCIOBHAX [DnekTpoHHbI pecypc| / M.B.Jlapun // Caiit «AKJI DxoHOMUKA U KU3HBY.
URL: http://www.akdi.ru ([lata oopamenwus: 01.07.2010).

UYro ke o3nauaeT 310 URL?

[TIpusenem nosicienne tepmuna URL.

AnpecHas cTpoka B 6paysepe odo3HavaeTcst kak URI, URL nnu URN.

PacmmugpoBka TepMuHOB

URI (Uniform Resource Indicator — yHupuUUpOBaHHBIN UACHTHUPUKATOP
pecypca) — o003HaUaeT UMS M aapec pecypca B CETH U, Kak npaBuiio, Aenutcs Ha URL u
URN.

URL (Uniform Resource Locator — yHuUUIMPOBAHHBIN ONPEACITUTENH
MECTOHAaXOXKIEHHUsI pecypca) — aJpec HEeKOTOpOro pecypca B BeO, oOmperenser
MECTOHAXO0XKJCHUE pecypca U Crocod 0OpallieHrs K Hemy.

URN (Unifrorm Resource Name — yHupunupoBaHHOe uMs pecypca) —

ONPENEINIAET TOJBKO HA3BAHUE KOHKPETHOTO NPEAMETA, KOTOPBIA MOMXET HAXOAUTHCS BO
MHOKECTBE KOHKPETHBIX MECT.
ITpumep 3anucu:

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


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

URL http://handynotes.ru

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

BeiBoa: Hamo rosopute um mmcare «URI» BMecto «URL», Tak kak BTOpOeE
ycTapeo.

Odopmirenne cnmcka
HCIO0JIb30BAHHBIX HCTOYHNKOB H JINTEPATYPbI

CHHCOK HCIONh3yeMbIX UCTOUHUKOB JIUTEPATYPHI JOJDKEH COJIEPKaTh CBEJACHHS 00
MCTOYHHMKAX, MCIOJIb30BaHHBIX B Tporecce Hamucanus KP. Ilpu mombope nurepaTyps
HEoOXoaMMO oOpamaThCsi Kak K paboTaM TEOPETHYECKOro, TaK U METOJAMYECKOro U
mpakThdeckoro xapakrepa. (Ocoboe BHUMaHWE [IOJDKHO OBITh YNIETEHO U3IaHUSIM
MOCJIETHUX JIET, TaK KaK B HUX HaumOoJiee IMOJHO OTPaXXEH COBPEMEHHBIN MOAXOH K
PEIICHUIO TIOCTABJICHHON MPOOJIEMbI, IEUCTBYIONIAs MPAKTUKA, MOKa3aHO TO HOBOE, UTO
CJIEIyeT UCIOJIb30BaTh TMPU U3JIOKEHHUH OCHOBHBIX BOMPOCOB H30pAaHHOW TEMBI.
[lemecooOpa3Ho TOKa3aTh HCIOJb30BaHUWE HWH(POPMAITMOHHO-CIPABOYHBIX CHCTEM,
CTaTUCTUYECKUX 0a3 JaHHBIX, pecypcoB ceTu MHTepHeT. PekoMeHayeTcsl BKIOYaTh HE
MeHee 40 HaMMEHOBAaHUI MCTOYHMKOB W JIMTEPATYPHI (BKJIIOUYAs AJIEKTPOHHBIE PECYPCHI,
JIOKaJIbHbI€ HOPMATUBHBIE IOKYMEHTBI, ApXHUBHBIC HCTOUHUKHU U T.1.).

JlutepaTtypa pacnosiaraercs B ajadaBUTHOM MOpsJKe pamMuauil aBTOpOB U Ha3BaHUM
paboT. PaGoThl 04HOTO aBTOpa pacmoiaraloTcsi B ajipaBUTe Ha3BaHUIA.

W3nanust Ha THOCTPAHHBIX SA3bIKAX MOMEIAIOTCS Tocie paboT Ha PYyCCKOM si3bike. B
CIIUCOK BKJIFOYAIOTCS HE TOJIBKO ITUTUPYEMbIE pabOThl, a TAKXKE U T€, YTO U3y4yaJUCh, HO
HE YIIOMUHAJIUCh B TEKCTE.

Hcrounuku W JuTeparypa, MCIOJIb30BaHHbIE B HAay4YHOW paboTe MNpsSAMO WU
KOCBEHHO, TPYHIIUPYIOTCA MO CIAEAYIOUIUM pa3ieiiaMm:

1. HcrouHuku (3aKOHOJIATENbHBIE U JIPyTM€ HOPMATHUBHO-TIPABOBHIE AaKTHI,

apXUBHBIC TJOKYMEHTHI | TIp.) Ha:
— HeonyOnrkoBaHHbIE
— OnyOnuKoBaHHbBIE

2. Jlurepatypa (MoHOrpaduu, IucCCepTaldd, HayYHble COOPHHMKH, y4YEeOHUKH,
HAy4YHBIE€ CTAaThU M JPYyrue MyONMKAIMH TEPUOJUYECKUX W3IaHWH, DSHIUKIONEINH,
CJIOBapH | JIp.).

3. DJ1eKTPOHHBbIE pecypchl (32 HCKJIIOYEHHEM TeX, YTO OTHOCUTCH K OTChLIKaM
K HCTOYHHKAM, T.€. 3aKOHOJATENbHBIM HOPMATHBHBIM M HOPMAaTHBHO-METOAMYECKUM
JIOKYMEHTaM).

B coctan Ol'lyﬁ.]'lHKOBaHHbIX HCTOYHHUKOB BXOIAT:

1) 3akoHoAaTe/IbHBbIE HOPMATHBHBIE AKTHI.



NCTOYHMKM TIEPEUHCISIIOTCA B TMOPSJAKE HMX 3HAYUMOCTH IO  CIEAYIOUIUM
MOJArPYyMIIaM:
— Koncrurynus Poccuiickoin @enepanuu;

— (¢enepanbHble KOHCTUTYIITUOHHBIC 3aKOHBI,

— (¢enepanbHbIe 3aKOHBI 1 KOJICKCHI,

— nocta"oBneHus nanat denepansHoro Cobpanus Poccuiickoit deaepanumy;

— ykassl ¥ pacnopsbkeHus [Ipesungenra Poccuiickon @enepaunu;

— HOpPMATUBHBIE aKThl, JNOKyMEHThl IIpaBurenscrBa Poccuiickonn Penepauuu u
IPYTUX OPraHOB UCTIOJHUTEIBHOM BiIacTu Poccurickon denepanuu;

— KOHCTHUTYLIMH U YCTaBbl cyOBeKkTOB Poccuiickoit denepanuu;

— HOPMATUBHBIE NPABOBBIC AaKThl, JTIOKYMEHTbl 3aKOHOJATEIbHBIX OPraHOB BJIACTHU
cyowsektoB Poccuiickoit deneparuy;

— HOPMATUBHBIE IPABOBBIC aKThl, JOKYMEHTHl HCIOJHUTEIBbHBIX OPraHOB BJACTU
cyobekToB Poccuiickoii denepanuu;

— HOPMATHUBHBIEC IPABOBBIE aKThl, IOKYMEHTBI OPraHOB MECTHOTO CAMOYIIPABJICHUSI;

— CcOOpHUKHU JOKYMEHTOB IaHHOM OTpaCIH;

— BHYTPEHHHUE JIOKYMEHTBHI pacCMAaTPUBAEMbBIX OOIIECTB, YUPEKIACHHUM, OpraHU3aInH,
npeanpusTuii (ycTaB, JOJDKHOCTHBIC HHCTPYKIIMU U T. 11.).

BHyTpr yKa3aHHBIX TIpynI HMCTOYHMKHM pPaCIoiararorcss B XPOHOJIOTHYECKOM
N0CJIe0BATEIbHOCTH.

2) HopMaTHBHO-MeTOAMYECKHE JOKYMEHTbI: CTAHAAPThl, TEXHUYECKUE YCIOBUS,
METOJIMYECKHE PEKOMEHJAIMU, TEXHUKO-PKOHOMHUYECKHE HOPMAaTHBbI M  HOPMBHI,
MPEUCKYpaHThl, MaTEHTHBIE JOKYMEHTHI, IEPEUYHHU, MHCTPYKLIMH U Jp. Pacnosnararorcs oHu
B IIpefeiax KaxAoW Tpynmbel Mo BpeMeHH wu3fgaHus. OmnyOJuKoBaHHBIE COOPHHMKHU
JOKYMEHTOB pacriojararorcs 1mo aindaButy u3gaHuii. Memyapbl (BOCIIOMHHAHUS) — B
andaBUTHOM TIopsiAKe. Marepuall, KOTOPBIM 3aHOCHUTCS B pazaen «OmyOJuKoBaHHBIC
HMCTOYHUKI» 0053aTEIbHO COTJIACOBBIBACTCS C HAYUYHBIM PYKOBOIUTEIIEM.

Heony0/imkoBaHHbIe HMCTOYHMKH. B coctaB HeonmyOJMKOBAaHHBIX HMCTOUYHHUKOB
MOTYT OBITh BKJIIOUEHBI: TMOJIOKEHUS 00 YUPEKICHUSIX U CTPYKTYPHBIX MOApPA3AEICHUIX
(HanmpuMep, 0 BEJIOMCTBEHHOM apXUBE), YCTaBbl ((UPM U OpPraHU3aLMM, pa3IMYHOTO poja
WHCTPYKIMU (M0 JIETONPOU3BOJCTBY, JOJDKHOCTHBIE, IO WCIOJIb30BAHUIO CPEACTB
BBIYUCIIUTEILHON TEXHUKH), HAYYHO-CIIPABOYHBIM ammapar K apXUBHBIM JIOKYMEHTaM,
YYETHBIC CIIPABOYHUKHU apXMBOB M My3eeB U T.1. [lepeunciieHHbIe apXUBHbBIC JTOKYMEHTBI
pacriojararoTcsi Mo Ha3BaHHIO (DOHJIOB BHYTPU OITHUX TPYII, IO HOMEpaM apXHUBHBIX
JIOKYMEHTOB, ONUCEN, ies1. OTUeThl pacloiaratoTcs Mo rojiam u3aaHusl.



HCOHY6JII/IKOB8,HHLIC HNCTOYHHUKH PacojIararoTcA B CJ'IC,Z[YI-OHICﬁ
IIoCIaCaAOBAaTCIIbHOCTH:
— JOKYMCHTHI HCHTPAJIbHBIX I'OCYAapCTBCHHBIX apXHUBOB,

— JIOKYMEHTBI 00JIACTHBIX apXHUBOB;
— JIOKYMEHTBI pallOHHBIX, TOPOJCKUX apXHUBOB;
— JOKYMEHTBI My3€eB, OMOJIMOTEK, TMYHOTO MPOUCXOKICHHUS.

Buauane oonorcnuvt uomu neonybauxogantvle ucmounuru!!!

IIpaBuia opopmiieHus CiMcka
HCIOJIb30BAHHBIX HCTOYHUKOB U JINTEPATYPHI

Hctounuku u nureparypy, ucnois3oBaHHyio B KP, ciegyer odopmisats 1o
paBuiIaM, KOTOpPhIE YCTAaHOBJICHBI I HAYYHO-TEXHUYECKOW JTOKYMEHTAIlUU, HAYYHBIX
crareit u oruetoB. OHM BBelleHBI HeCKOJIbKUMU cTaThsiMu ['OCTa u cuctemoit CUBU]I —
CTaHAapTaMHu 1Mo HGOpPMAIH, OUOIMOTEUHOMY U U31aTEIILCKOMY JICITY:

I'OCT 7.32-2001 Cucrema cranmapToB 1o uHboOpMalyy, OUOIUOTEUHOMY U
u3zateabckoMy geny. Omuyem o0 HayyHo-ucciedosamenvckou pabome. CTpPyKTypa u
npaBuia opopMIeHUS;

I'OCT 7.1-2003 Cucrema craHgaptoB Mo uHpopmanuu, OHOIMOTEUHOMY H
u3AaTeNbCKOMy Jneny. bubnuoepaguueckoe onucanue. OOmue TpeOOBaHUS W TpaBUIIA
COCTaBJICHHS (MaHHBIH CTAHAAPT NpPeIHA3HAYEH JIsl ONMUCAHHUS TPATUIHOHHBIX
TEKCTOBBIX IOKYMEHTOB);

I'OCT 7.82-2001. bubnuorpaduueckas 3anuch. bubauocpaguueckoe onucanue
91eKmpoHHbIX pecypcog. Ob1re TpeOoBaHMsI U MTpaBUIa COCTABICHUSI.

IIpumepsi 6udInorpadguveckoro ogopmiieHus
CIHMCKA JIUTEPATYyPhI

Kuura ¢ oxnum aBToOpoM

Ky3Henos, N.H. JIoKyMeHTaImOHHOE obecrieueHue YIIPABIICHUS 151
JeJ0NPOr3BOACTBO: yueOHUK s OakamaBpoB / WM.H.Ky3nenos. M.: [Opaiit: [U/]
IOpaiit], 2014. 576 c.

Macnosa, B.M. VYmpaBienue nepcoHajioM: y4eOHUK W TMPAKTUKYM JJIs aKaJeM.
OaxanaBpuata / B.M.MacnoBa; ®unancoBsiii yH-T npu I[IpaButensctee P®. 2-e usn.;
nepepad. u gomn. M.: FOpaiit, 2014. 492 c.

Kuura ¢ 1pymst apTropamu

BenneneBa, M.A. NudopmarimoHHbie TEXHOJIOTHH B YIIPABICHUN: Y4eOHOE TocoOne
st 6akamaBpoB / M.A.Bennenesa, FO.B.Beprakosa. M.: FOpaiit, 2013. 462 c.



["aBpunoB, M.B. Nudopmarrka u uHPOpMAIIMOHHBIE TEXHOJIOTHUU: YYCOHUK ISt
6axanaspoB / M.B.I'aBpusos, B.A.Knumos. 3-e u3zz.; nepepa6. u gon. M.: FOpaiit, 2013.
378 c.

Kuura ¢ Tpemsi apTopamu

3aitueB, ['.I. Ynpasnenue uenoBeueckumu pecypcamu: ydeOnuk / I'.I'.3aiines,
I'.B.Yepkacckasi, M.JI.banxen. M.: Akagemus, 2014. 304 c.

AsauxoB, J[.®. KagpoBplii NOTEHIMAA OPraHOB MECTHOIO CAMOYIPABJICHHUS:
npobsiembl ¥ onbIT oneHku / J[.D.Asauxos, C.HO.Haymos, E.H.Cyerenkos; PAH mpu
IIpesunente P®. PAI'C. Caparos: PAI'C, 2001. 135 c.

beikoBa, T.A. [enompousBoactBo: yueoHuk / T.A.beikoBa, JI.M.Bsoga,
JI.B.Cankuna; nojx oomr. pea. T.B.Ky3unenosoit. U3n. 3-e; nepepad. u gon. M.: UHOPA-
M, 2014. 364 c.
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98/2000/XP. Ymakoska: Jewel. (Cepun «bubnnoreka Oyxranrepa)



Obpaszey ogopmnenus
CNUCKA UCNOIb30BAHHBIX UCHOYHUKOG U IUMEPAMYpbl

CIIMCOK HUCITIOJIb30BAHHbBIX ICTOYHUKOB U JIMTEPATYPbI

HUcrounuku
HopmaTuBHbIe NpaBoBbIe AKTHI

1. Koncrurynus Poccuniickon denepanun. [IpuHATa  BCEHAPOIHBIM
rojocoBanueM 12 pexabps 1993 r. // OduuumanbHbli UHTEPHET-MOPTAT MPABOBOM
uHopmanuu. Pexxum noctyna: URL: http://www.pravo.gov.ru. 01.08.2014.

2. Cewmeiinbiil konekc Poccuiickoit @enepaunn: denepanbHblid 3akoH Ne.223-D3
oT 29 nexkadps 1995 r. // Cobpanue 3akonoaatenbctBa PO. 01.01.1996. Ne 1. Cr. 16.

3. OO0 apxuBHOM jene B Poccuiickoit deneparuu: denepanbhbiii 3akoH Ne 125-
@3 ot 22.10.2004 . // Poccmiickas razera. 25 oktsaops 2004. Ne 3614.

4. OO0 undopmanmu, HHGOPMAIIMOHHBIX TEXHOJIOTUSAX U O 3alUTe UHPOPMAIUU:
®enepanbhblil 3akoH Ne 149-D3 ot 27.07.2006 1. // Poccuiickas razera. 29.07.2006. Ne
165.

5. O KoOpAMHALIMM JAESITEIIbHOCTU MPAaBOOXPAHUTEIbHBIX OPraHOB MO OOpHOE C
npectynHocthio: Yka3 Ilpesumenta PO Ne 567 or 18 ampens 1996 r. // Cobpanue
3akoHonareiascTBa PO. 22.04.1996 r. Ne 17. Ct. 1958.

6. O denepanpHOil 1IeNEBON Mporpamme pa3BuTHsi oOpazoBanus Ha 2006-2010
ronel: [locranoBnenue [lpaButensctBa Poccuiickoit @enepanuu Ne 803 ot 23 mexadps
2005 1. // Cobpanue 3akoHoaarenbcTBa PD. 09.01.2006. Ne 2. Ct. 186.

7. O6 yrBepxaeHun Ilopsaka co3maHWst W Pa3BUTUS ~ WHHOBAIMOHHOM
uHppacTpykTyphl B chepe obpazoBanus: [Ipukaz MunucrtepcTBa 00pa3oBaHUsl U HAYKU

P® Neo 218 ot 23 urons 2009 r. // Poccuiickas razeta. 20 aBrycta 2009. Ne 154,



JIuteparypa

8. Aramo, A.b. OcHoBel (enepanbHOro HHGOpPMalMOHHOTO TMpaBa Poccum /
A.B.Aranos. M.: Dxonomuka, 2007. 144 c.

9. Tarapuna, JLI. Pa3paboTka u »OKCIUIyaTalusi aBTOMAaTU3WPOBAHHBIX
nH(POPMALMOHHBIX cucTeM: ydyeOHoe mocobue / JLI'.I'arapuna. M.: U «Dopym»:
NHOPA-M, 2007. 384 c.

10. Tmuk, JI.M. HamuonaneHble cTaHAApTBI B 00JACTH  DJIEKTPOHHOTO
nokymentoobopora / JI.U.I'nmuk // Cekperapckoe neno. 2006. Ne.9. C.45-75.

11. JemompousBojactBo (OpraHuzandss ¥ TEXHOJIOTHH JOKYMEHTAI[MOHHOTO
obecrieyeHus ympasiieHus): yuyeOHUK s By30B / mon pea. T.B.Kysnemosoi. M.:
IOHUTU-AAHA, 2004. 301 c.

12. 3n06un, E.B. CucreMbl 3JI€KTPOHHOTO JOKYMEHTOOOOpOTa — OCOOEHHOCTH,
Kjaccupukalus, HEKOTOpble HCTOYHUKOBequeckue acnektel / E.B.3mobun //
TexHOTpOHHBIE apXUBHI B COBPEMEHHOM OOIIECTBE: Hayka, 0Opa3oBaHuE, Hacleaue:
MaTepuaibl HAyYHO-TTPAKTUUECKOW KOH(EpeHInH, TocBsmeHHoi 10-netnro ¢axynpTeTa
TEXHOTPOHHBIX apXUBOB U JoKyMeHTOB. M.: PITY, 2004. C.183-189.

13. YepnoB, B.H. KauecTBeHHBII aHanu3 aBTOMATHU3WPOBAHHBIX CHCTEM
JIOKyMEHTAITMOHHOTO obecreueHus ynpasienus: cinpaBounuk / B.H.Yepunos. M.: Mricib,
2005. 188 c.

DJIEKTPOHHBIE pecypchl

14. Heno. M.: VopaBneHue  JOKYMEHTaMH:  CHCTEMA  DJIEKTPOHHOTO
nokyMeHToobopota Jleno, cuctembl aBroMatuzanuu — 90C, 2011. Pexum noctyna: URL:
http://www.eos.ru/ 12.04.2017.

15. COopHUK HOTOBOPOB C KOMMEHTapUsIMH HJisi OyxrainTepa: MpaKTUYeCKoe
nocobue. 1 anektpon. ont. nuck (CD-ROM). [IpousBoautens: PapHoBecue, 2007 1. S3bIK:
pycckuii. Cucremnnie TpeboBanus: Pentium II, 256 M6 O3V, 24-x CD-ROM, OC
Windows 98/2000/XP. Ymakoska: Jewel. (Cepuu «bubnuoreka Oyxranrepay).



B npuiioxkeHHe pEeKOMEHIYETCS BKIKOYATh, BCIIOMOTATEIbHBIE MaTEpHabl HO
paccMaTpuBaeMoOl TeM€ — MHCTPYKIMHM, METOAMUKH, TaOJHIIbI, TOJOKEHUS, TUIOBBIC
IPOEKThI, T.€. T€ MaTepHallbl, KOTOpPbIE MO KaKUM-TUOO NpUYMHAM HE MOTYT OBITh
BKJIIOYEHBI B OCHOBHYIO YaCTh.

IIpuiioskenuss pasMelalOT MocCjIe CHUCKA HCHOJb30BAHHBIX HMCTOYHHMKOB.
IIpuiioskeHus pacnosiaraloTcst B NOpsiiKe CCbIJIOK HAa HUX B TEKCTe.

Kaxnoe npuiioskeHue cijexyer HAYMHATH C HOBOM CTPAaHMIBI € YKa3aHUEM
ciaoBa «Ilpunoxenue 1» u T.1.

IIpuiiokeHuss HYMepylOT NOPSAKOBOW HyMmepauued apadCKuMu uuppamu.
IIpuiiokeHue MOKeT MMETh 3ar0J10BOK.

[Ipu OonbmioM o0O0OBEME TPUIOKEHUS O(POPMISIOT OTAEIBHBIM TOMOM C
CaMOCTOSITEJIbHOM HyMEpaluneu JINCTOB.

B npunoxeHuss 0ObIYHO BBIHOCATCS OpraHU3allMOHHbBIE, J1€ONPOU3BOJICTBEHHBIE,
KaJpoBble M Jpyrue IOKYMEHThl HCCIEAyeMOW OpraHu3anuu, coOpaHHbIE B IEPUOJ
MPOXOKJICHUS MIPAKTUKHU U SBISAIONIMECs ocHOBOM Hamucanusi KP, HOoBble pa3zpaboTaHHBIE
OpraHU3allMOHHBIE  JOKYMEHTBI (IIOJIOKEHUS O TMOAPA3ACICHUSX, JOJDKHOCTHBIE
MHCTPYKLUH, JIOTUKO-UH(POPMALIMOHHBIE CXEMBI U T.J1.) U CXEMBI, TaOJIUIIBI U JP.

Bce wmmoctpupyronime Marepuanbl BBIMTYCKHOW KBalU(DUKAIMOHHONW pabOThI
(cxeMmbl, auarpaMmsbl, Tpad@UKd W T.[.) CIEAYyeT pacroJiaraTb B NPUIIOKEHUSIX, CAeJAB
CCBIIKY HA HMX B TEKCTE B KBA/JIPATHBIX CKOOKAX.

Hanpumep: [Cwm.: Tlpunoxenue 1].

B ciydae 3amMCTBOBaHMS TaOJMIl, CX€M M JPYTHUX MPWIOKECHUN YyKa3bIBACTCS
CChUIKA (B KBaJpaTHBIX CKOOKAx) HA UCTOUYHHUK.

Hanpumep: [Ucrounuk: AranoB A.B. OcHOBbl (enepanbHOro HHPOPMAMOHHOTO TMpaBa
Poccun. M.: Dxonomuka, 2007. C.140;].

Bcee wmoctpannu opopmIIIOTCS B KOMIIBIOTEPHOM HCIOJIHEHUH, B TOM YHUCJE U
LBETHBIE.

OO0beM npusokeHuil He orpaHuuyuBaeTcs. Ecin o0beM MpuiiokeHui 3HaYuTeNeH,
IpUYeM OH MOXET OBITh CONOCTaBMM C OCHOBHBIM TekcToM KP, B Takom cmyuae
KEJIaTEIbHO NPWIOKEHHS IPOIINBATh B MAINKYy OTIEIBHO.



	1.1 Основные понятия и термины, относящиеся к современным информационным технологиям

