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TpedoBanus Kk opopmiIeHUIO
CTYJI€HYE€CKHUX BBINYCKHbIX KBAJIN(PUKANUOHHBIX PadoT

Bremycknast kBanupukannonHas pabota (mamee cokpamenHo — BKP) sBusercs
3aBEpINAIONIMM 3TarloM OOYYEHHs U TPEACTaBiIsIeT cOo00 CaMOCTOSATENBHOE HAYyYHOE
HCCIICIOBAaHNE; OHA OTHOCUTCS K pa3pAny Yy4eOHO-UCCIENIOBAaTeNbCKUX paboT W
MOKa3bIBaET TOTOBHOCTH BBIITYCKHUKA PEUIaTh TEOPETUUECKHUE U MPAKTUUECKUE 3a/1a4H.

OO0umue TpedoBaHUA K 0(POPMIICHUIO

K BBITyCKHBIM KBaTU(PHUKAIMOHHBIM pa0OTaM TMPEABSIBISIFOTCS  CICTYIOIIUE
TpeOOBaHMS:

— COOTBETCTBHE MPOQHUITIO MOATOTOBKH;

— COOTBETCTBHUE CTaHJapTaM Ha TEKCTOBBIE JIOKYMCHTHI;

— COOTBETCTBHE METOJUYECKUM yKa3aHUAM 10 BbimonHeHuo BKP;

— TJIyOWHA UCCIIEIOBAHMSI U TIOJTHOTA OCBEIIEHHS BOIIPOCOB;

— YE€TKOCTh TIOCTPOCHHS, JIOTUIECKAS MTOCIIEIOBATEILHOCTh H3IIOKEHHUS,

— yOenuTenpHas apryMEHTAINS;

— KpPaTKOCTh U TOYHOCTH (DOPMYIUPOBOK;

— KOHKPETHOCTh H3JIOKCHHS U TPAKTHYECKash OPHUEHTHPOBAHHOCTH pPE3YJIbTATOB
paboTHI;

— CaMOCTOSITENILHOCTD, TOKAa3aTeIbHOCTh BHIBOJIOB 1 00O0OCHOBAaHHOCTH PEKOMEHIAIINN;

— aKKypaTHOCTb U TPAaMOTHOCTbH O()OPMIICHUSI.

OOBEM BBITYCKHOM KBaNU(UKAMOHHOW paboThl AJdsl 0aKaJaBpOB JIOJDKEH

coctaBiiaTh 50-70 crpanun (70-80 cTrpaHMi — /UIT MarkucTepckux pador), He
cuuTas MPUIOKeHHi. [I[puMepHOE COOTHOIICHHE MEXIY OTACIBHBIMH COCTABHBIMH
qacTsIMH padOTHI ClIeAyIolee: BBeIeHne — 6-8 cTpaHuIy (8-12 cTpanun — s

MarucTepckux pabdor), 3akinroueHrue — 3-4 CTpaHHUIIbI.
bonbmryro yacte BKP 3anuMaeTr ocHOBHas 4acThb.

CTpyKTypy BBITYCKHON KBaIU(UKAIIMOHHONW pPaOOThl COCTABIISIOT CIEAYIOIIHE
AJIEMEHTBI: TUTYJIbHBIN JIUCT, COjiepkaHue (IJ1aH), BBEJACHUE, OCHOBHAsA 4acTh (0T 2 1o 4
rJIaB) C HaJU4YMEeM HeCKoJIbkuX maparpadoB (mpu npupabotke ctpykrypsl BKP crnenyer
UMETh B BHIY, YTO IJiaBa He MOKET COCTOSAT TOJbKO M3 OJXHOro maparpada),
3aKJTF0YCHHUE, CIIIUCOK MCTIOIB30BAHHBIX HCTOYHUKOB U JIMTEPATYPHI, & TAKIKE TIPHIIOKCHHUS.

BKP odopmiisercs B Buje TeKCTa NPUHTEPHON MEYAThIO HA OJHOW CTOPOHE JIUCTa
Oenoit Oymaru opmara A4.

TekcT Ha JHcTe TOHKEH MMETh KHIDKHYHO OPUCHTAIMIO. AJbOOMHAs OpHECHTAIIHS
JOIYCKAETCS TOJIBKO JIJISl TAOJIUI] i CXEM TIPUIIOKCHUH.

Texkcr nmomken ObITh odopMIleH B TEKCTOBOM pemaktope Microsoft Office Word ¢
cOOJI0/IeHEM CIIEAYIOMNUX TPeOOBaHUMN.

dopmart mpudra Times New Roman.



HIpudT ocHOBHOTO TEKCTa OOBIYHBIN, pa3Mep 14 (kerJb) nT.

Jliis caocok — 11 (kerJib) mT.

[pudt 3arosoBKOB IIaB — MOJYKUPHbIA W MPONMCHLIMU OykBamMu, pasmep 14
(kerJp) nT.

[pudT 3aronokoB naparpadoB — MOJYKUPHBIHA, 14 (KerJb) nr.

MeXCUMBOIBHBIN UHTEPBAT — OOBIYHBIM.

MeKCTpOUYHBIH HHTEPBA — MOJYyTOpHbI (1,5).

MeKCTpOUYHBI HHTEPBAJ CCHIIIOK — OMWHOYHBIH (1).

AG3zaussiii oretyn — 1,25 eMm.

TexcT momkeH ObITh BEIPOBHEH IO IITMPUHE CTPAHUIIBI.

3aroJIOBKH BLIPABHUBAIOT MO HEHTPY.

Heobxoammo npuaepKuBaThCs CIEIYIONINX Pa3MEPOB TTOJICH:
— caeBa —30 mm
— cnpaBa — 15 mm
— cBepxy —20 mMm
— cHm3y  —20 mm

Paccrosaue MCXKOY CJIIOBAMH, YCIOBHBIMU 0003HAUYCHUSAMH W YHCIIAMH B CTPOKC
TCKCTa JOJIXKHO OBITH OAHH 11p06e.11.

CrpaHuIlbl BBITYCKHON KBaJIU(UKAIIMOHHONW pPabOThl HYMEPYIOTCS apaOCKUMHU
nudpamMu ¢ cCoOJIOICHUEM CKBO3HOI HyMepamuM 10 BCeMYy TeKCTY. THUTYJIbHBIN JIUCT
BKJIIOYAETCsl B OOIIYyI0 HyMEpalMiO CTpaHUIl, HO Ha HEM HOMEP HE MPOCTaBJISIETCS.
HymMmepauusi HauuHaeTcs co BTOPoil cTpaHullbl (¢ pa3aena «Coaep:kaHue).

NnmrocTpaiu ¥ Apyrue MNPUIIOKEHUS BKJIIOYAIOTCS B OOLIYI0 HYMepaluio
crpanuu. Homepa ctpanull pa3meniaroTcsi B HU2KHe 4acTH JIMCTa crpaBa 0e3 KaBbIueK,
ne(HUCOB M APYrUX 3HAKOB MIPEITUHAHMS.

Nnnroctpanuu, TabIUIbl, CXeMbl U TIPOYUE BCTABKHM MOTYT Pa3MEIIAThCsl B TEKCTE
BKP, ecnu OHM HE 3aHMMArOT 3HAYUTEIIBHOE MECTO Ha CTPAHULE, €CIIM OHU HMEIOT
OOJIBIIION pa3Mep, UX PEKOMEHIYeTCs pa3MeNiaTh B MPHUIIOKEHHUH.

3arojIoBKM COCTAaBHBIX YacCTeM — CTPYKTYPHBIX 3JIEMEHTOB — paboThl (Coaep KaHue,
BEJICHUE, TJIaBbl, mNaparpadbl, 3aKIOYEHHE, CIHCOK HCMHOJIb3yEMbIX HCTOUYHUKOB MU
JUTEpaTyphl) CIEAyeT pacrnojiaraTtb B CEPEIUHE CTPOKHM Oe3 TOYKM B KOHIE M 0e3
MOTYEPKUBAHUS.

[IepeHoc cioB B 3aronoBkKax He pomyckaercs. Bee ctpykrypasie anemenTsl BKP 3a
UCKITIOYEHHEM maparpadoB HAYHHAIOTCS ¢ HOBOM CTPAHUIIbI

[[Tabmon gmst  odopmienust tutyapHoro Jucra BKP mnpeacraBinen Huke
(ITpunoxxenue 1)



(ITpunoxenue 1)

MUWHHUCTEPCTBO OBPA3OBAHUSA U HAYKM POCCUMCKOM ®EJEPAITUNA
(MUHUCTEPCTBO ITPOCBEIIEHN I POCCUMCKOM ®EJIEPALIMHU — 3ameHsieM B
paboTtax, HanmcaHHbIX nociie 2020 T.)
®EJIEPAJIBHOE T'OCYTAPCTBEHHOE BIOJ[)KETHOE O5PA3OBATEJIbHOE
YUPEXJIEHUE
BBICIIIET'O OBPA30BAHUS
«BAIIKMPCKUU I'OCY JAPCTBEHHBIU ITEJAT OT' MYECKUN
YHUBEPCUTET M. M.AKM Y JIJTbI»

HMHCTUTYT UCTOPHYECKOTO, IIPABOBOTO M COIIMAIEHO-TYMaHUTAPHOTO 00pa30BaHUs
Kadenpa mpasa u oO1iecTBO3HAHUS

Hampasnenue noarorosku 44.03.04.
«Ilemarornueckoe 0Opa3oOBaHUEY,
npoduiib «O061IeCTBO3HAHKE U TTPO(HIIH
o BBIOOPY»,

kypc 5 O10

KY3bMHUH AEHNUC BJIAJUMHWPOBNY
AIMUHUCTPATUBHO-ITPABOBOE PEI'YJIMPOBAHUE OPI'AHU3ALIUU U
MPOBEJIEHUS IYBJINYHBIX MEPOITPUATHUI
BBIITYCKHA KBAJIMOUKAILIMOHHAA PABOTA

HayuHslii pykoBOIUTEB:
KaH/.IIOJIUT.HAYK, JOLICHT
A.H. Cxanuna

PaboTa nomnyieHa k 3amure

TMOAITACHh HAYYHOTO PYKOBOAUTEIIA

JlaTa npencraBiieHus

3aBenyromuii kaheapoun

JlaTa 3aIuThI

Ouenka

Vepa 2020



Odopmiaenue «Cogep:rkaHus»

CopnepkaHre BKIIIOYAET BBEJCHME, HANMEHOBAHUE IJIaB U IIyHKTOB OCHOBHOM
YacTH, 3aKIF0YEHHE, CIIUCOK HCIIOJIb30BAHHBIX UCTOYHUKOB U JIUTEPATYPbl U MPUIOKECHUS
C YKa3aHHEM HOMEPOB CTPAHULL, C KOTOPbIX HAYMHAKOTCS 3TU JIEMEHTBHI.

PexoMmeHyeTcsl BKIIIOYATh B cojiepkanue (1iaH) 2-4 oCHOBHbBIE IJ1aBbl. borbiiee
YHCIIO TJIaB HEONpaBIaHHO. B kax10i1 rmaBe JOMKHO OBITH HECKOJIBKO Taparpados.

[Ipu cocTaBiaeHUM IJ1aHa CIEAYET ONPEACIIUTD COJIEPKAHUE OTAEIbHBIX pa3esioB U
JaTh UM COOTBETCTBYIOILIEE HA3BAaHUE.

B conepxxanue BkmouaroT Bce paszaensl BKP B Tol ke mocienoBaTenbHOCTH,
KOTOpasi npuHsTa B TekcTe. He gomyckaeTcst cokpamarh Wik BUIOM3MEHSATh 3ar0JI0BKHU.

[Ipu opopMieHnn HaMMEHOBAaHUM TJaB, BKIIOYEHHBIX B paznen «CoxaepxaHue» (B
TOM 4YHUCJI€ HaWMEHOBaHHWE pa3nenoB «Bsenenwe», «3akmoueHue», «CHucok
UCIOJIb30BaHHBIX HMCTOYHMKOB U  JIUTEparypb», «llpuiokeHus»), 3anmcbIBaroT
NPONUCHBIMH OyKBaMH.

HaumenoBanue naparpadoB oQopMISIIOT CTPOYHBbIMHM OyKBaMH, KpoMe€ IE€pBOM
MPOMHUCHOM. 3ar0J0BKHU B COAEPKAHUH JIOJKHBI TOJIHOCTBIO COOTBETCTBOBATH 3ar0J0BKaM
B TeKcTe. CJI0BO «CTp.» HE MUILYT.

['naBbl HymMepyroTcs apadbckumu nudpamu co ciioBoM «I'JIABA 1 ... ». [laparpadsl
HyMepyroTcs apabckumu niudpamu 6e3 clioB «maparpady.

Hymepanus maparpadga cocToMT W3 HOMEpa TIJIaBbl M HOMepa maparpada,
pa3nen€HHbIX TOUKOW. B koHIe HOMmepa craButca Touka. Hampumep, 2.3. o003Hayaer,
4YTO JAHHBIA 3aroJI0BOK OTHOCUTCH K TperbeMmy mnaparpadgy BTOpo# riasbl. Bce
CTPYKTYpHBIE YacTH paboThl (KpoME COJIep)KaHus, BBEIEHUS, 3aKIIOUEHUS, CIHCKa

HCIIOJIB30BAHHBIX MCTOYHHUKOB H JIMTCPATYPHI, HpI/IJ'IO}KGHI/ISI) HYMCPYIOTCA (HpI/IJ'IO)KCHI/IG
2).



[punoxenue 2

COJEPKAHUE

BBEIEHUE. ... e 3
I'NTABA 1. TEOPETUYECKHME W  METOJOJIOITMYECKHME OCHOBbDI
COBEPHIEHCTBOBAHMA CUCTEMbI JOKYMEHTALIMOHHOI'O OBECITYEHMA
VIIPABJIEHUS KAJIPOBOU CJIYXBbI OPT AHU3AIWN...7

1.1. Cucrema JIOKYMEHTAIlMOHHOTO OOECIEeYeHHs] YIPABJICHHUS KaJpPOBOM CITYKOBI

0] 0 102 1% 111 1 (O 7

1.2. Poisb KagpoBOM CIIyKObI B CUCTEME YIIPABJICHHUS OpraHU3aIieH. . .. .......... 13

1.3. Meroauka OLIEHKH COCTOSTHUS U COBEpLICHCTBOBAHUS CUCTEMBI
JOKYMEHTAIMOHHOTO YIPABICHUS KaIPOBOM CITYHKOBL. ... .uveeneeenneenienneennnennn. 21

[JTABA 2. AHAJIM3 COCTOSAHUA CHUCTEMbBI JOKYMEHTAIIMOHHOI'O
OBECIIEYEHUS VYIIPABJEHUS KAJPOBOM CJIVXKBbI HA IIPUMEPE 3AO0
CDOPBAP I . . 34

2.1. OOGmas xapakTepucTuKa 3A0 «DOPBAPIIN....euvvernreenieeniiaieeneenneeannn 34

2.2. OueHKa COCTOSIHUSI CHCTEMBI JOKYMEHTAIMOHHOTO YIPABJICHUS KaJIPOBOU CITYKOBI
1BV @ R (2075) 7 )1 1 SRR 40

2.3.  AKTyalbHBIC MPOOJIEMbI CHCTEMBI JIOKYMEHTAIIMOHHOTO OOCCIICYCHUsT YIPaBICHHUS
KaipoBOM CITYKOBI B 3AO «DOPBAPIN .. .vveneeeeneeiniieiieniianieennnn, 45

['JIABA 3. HATIPABJIEHU A COBEPHIEHCTBOBAHUA CUCTEMBI
JJOKYMEHTAILIMOHHOI'O OBECITUEHU S YIIPABJIEHUS KAJIPOBOM CJTYXBBI
B BAO «@OPBAPII ... 48

3.1. PexomeHpanuu IO ONTUMHU3AIMHU JOKYMEHTAIIMOHHOTO OOECIEUEHUsI B CHUCTEME
KAJIPOBOM CITY>KOBI HA TPEITIPHATHI . .« e e eeeentteneeiaeeneeeneeenneennenn 48

3.2. TlporpamMma mo COBEpIIEHCTBOBAHUIO CUCTEMBI JOKYMEHTAI[MOHHOTO OOeCIIeUeHUs

YIPABICHUS KATPOBOM CITYHKOBI. ... veeeeenttenteenieeaieanieanaennn. 54
BAKITHOUEHUE. ..., 62
CIINUCOK HCITIOJIb30OBAHHBIX NCTOYHUKOB U JIMTEPATVYPHI.......... 67

IIPJIOKEHMSL. . ..o e 70



OdopmiieHHe CTPYKTYPHBIX 3JIeMeHTOB «BBeaeHus»

Beenenue — 310 BerynutenbHas dacte BKP  (IIpunmokenue 3), B KoTOpoit

COJICPIKUTCSL:

— aKTyaJIbHOCTh T€MbI (0OOCHOBBIBAETCS BEIOOP TEMBI, €€ 3HAYNMOCTb);

— 1LENb U 3aJ1a4U;

— OOBEKT U IpeIMET UCCIIeI0BAHNS,;

— 0030p UCTOYHUKOB M JTUTEPaTyphl (McTOYHKMKOBas 0a3a BKP);

— CTETIeHb U3yYEHHOCTH TEMBI (ITPOOIEMBI HCCIIEOBAHUS);

— HOBH3HA U IPAKTUYECKas 3HAYNMOCTb UCCIIEAOBAHMUS;

— amnpoOaius pe3yabTaToB UccienoBanus ((paKyIbTaTUBHBINA SJIEMEHT);

— cTpykrypa BKP.

[punoxenue 3

BBEJAEHHUE

AKTyaJIbHOCTH TeMbl. B Hacrosmee BpemMs TeMa  palMOHAIM3ALUU
JOKYMEHTOOOOpOTa B OpraHU3allMd C [OMONIbIO  MCIOJIb30BaHUSl  BCEMUPHOMU
KOMIIBIOTEPHOW CE€TH U JAPYIMX AaBTOMATU3UPOBAHHBIX CHUCTEM B CBA3U C PAa3BUTUEM
KOMIIBIOTEPHBIX TEXHOJIOTUM SBJSIETCA KaK HHUKOIAA akTyanbHOM. Opranuzanus,
CTpeMmsIiasicss K YCIeXy M BblcOTaM B OW3HEcCe, JIOJDKHA UMETh YETKO M XOpOIIO
OpPraHM30BAaHHBIN TOKYMEHTOOOOPOT, a 3TO CTaJ0 BO3MOXKHO Ojlarojaps UCIOJIb30BAHUIO
HOBBIX TEXHOJIOTUM B Jienonpoun3BoacTBe (Internet, aneKTpoHHas Mo4Ta U IPYrue CUCTEMBI
AJIEKTPOHHOTO JOKYMEHTO000pOTA).

OnepaTuBHOCTh pabOThl OpraHM3allMd BO MHOTOM 3aBHCUT OT IIOBBIIICHHS
CIA)KEHHOCTM M YETKOCTH B paboTe ¢ JOKyMEHTaMHU. bBOJIBIIMHCTBO COBPEMEHHBIX
OpraHM3aluii B LENSIX MOBbIIIEHUS 3(P(EKTUBHOCTH CBOEH NESITEIbHOCTU HCHOJIb3YIOT
aBTOMATHU3HPOBAHHBIE CUCTEMBI JAEJIONPOU3BOICTBA U JOKYMEHTOOOOPOTA. . .

Leabo HANMCAHUS JAHHOH BBINYCKHON KBAJIM(PUKANMOHHON PadOThI ABISETCA
pPacKpbITUE CHUCTEM COIpPSDKEHUSI DJIEKTPOHHOTO M OYMa)KHOTO JIeJIONPOU3BOJICTBA,
0COOEHHOCTEN UX B3aMMOJIEUCTBHUSI, ONpeAesIeHHE MPOOJIEM U EPCIIEKTUB ONTUMUBALINH.

Jis nocTrKeHUsl YKa3aHHOW LENM B XOJ€ HCCIENOBaHUS HEOOXOAMMO pELIUThH
CJIeIyIOIME 3aAaYH:

— PpACKpBITh OCHOBHBIE TMOHSATUSA JJIEKTPOHHO-OYMa)XHOTO B3aWMOJECHCTBUS U

nepeBojia OyMa)KHbBIX JOKYMEHTOB B 3JIEKTPOHHYIO GOpMYy;



— H3YyYUTh HOPMATUBHO-METOJMYECKYIO OCHOBY B3aHMOJECHCTBHUS M CONPSHKEHUS

OYMa)KHOTO U 3JIEKTPOHHOT'O JIEJIONPOU3BOJICTBA;

— MpOaHAIU3UPOBATh OCHOBHBIC HANPABJICHUS U MPOOJIEMBI AIEKTPOHHO-OYMaKHOTO

B3aUMO/JICHCTBUS;

— OXapakTepU30BaTh CHUCTEMBbI B3aUMOJEWUCTBUS M CONPSIKEHHUS OYMa)KHOIO U

AIIEKTPOHHOTI'O JEJIOIMPOU3BOACTBA;

— M3YyYUTh OPraHMU3aIMI0 W TEXHOJOTHI0 TMepeBofa OyMaXXHbIX JOKYMEHTOB B
anekTpoHHbie 00pa3bl Ha nmpuMepe OAO AKDB «bamkoMcHab0aHKy;
— ONpEIENIUTh NEPCIEKTUBBl ONTUMH3AIUMU CHUCTEM CONpPSDKEHUsS OyMakKHOTO H

AJIEKTPOHHOT'O JAEJIONPOU3BOICTBA.

O0beKkTOM HCCAeTOBAHMS SBISIOTCS OyMa)XHble JOKYMEHTBI W 3JIEKTPOHHBIE
00pa3bl 3TUX JOKYMEHTOB.

IIpenmeroM mccael0BaHUSl  SBJSIIOTCS  OCOOCHHOCTHM  B3aMMOJCHCTBUS |
CONpPSKEHUS OYMa)KHOTO M 3JIEKTPOHHOTO JEJIONPOU3BOACTBA, NMEPCIEKTUBBI BHEIPEHUS
nHpOpMaTU3ALMKU B IOKYMEHTOOOOPOT OpraHu3aliiu, pa3paboTKu HAyYHO-METOJUYECKUX
OCHOB B 3TOH JIESITEIIbHOCTH.

HUcrounuxkoBast 6aza BKP. B xoze pa®oTel OblIM NpoaHAIM3UPOBAHBI H
WCITOJIb30BaHbI 3aKOHOAATEIBHO-IIPABOBBIE AKTHI, HOPMATUBHO-METOIUYECKHUE TOKYMEHTBI
M JIOKYMEHTbl 10 CTaHJAapTU3alWM, PETYJIUPYIOIIUE BEACHUE  AJIEKTPOHHOIO
JEJNOMPOU3BOICTBA, HAyYHas JIMTEpaTypa U MepuoINYeCcKre U3JaHus, BKI0Yasi UHTEPHET-
W3JIaHUS U 3JIEKTPOHHBIE MAaTEPHUAJIBL. . .

CreneHb M3y4eHHOCTH podaeMbl. B 11e1om, Bompocam BHEIPEHHUS JIIEKTPOHHOTO
JOKYMEHTOO0OpOTa MOCBSAUICHO HE CIMUIIKOM MHOTO JINTEPATYpPbl, OJHAKO CYILECTBYET
JOCTaTOYHOE KOJIMYECTBO MaTepuana II0 BOMNPOCAM COMPSKEHHS OyMa)XHOTO U
ANEKTPOHHOIO JIOKYMEHTOO0OpOTa. ITO ydeOHble MMOCOOMSI TaKUX aBTOPOB, Kak
B.A Kynpses, M.B.Kupcanoa, IO.M.AkcénoB, B.A.CnuBak, E.A.JlonaTHukoBa.
Cnenyer OTMETUTh, YTO B YYEOHBIX TMOCOOMSX JAIOTCS TEOPETUUYECKHUE OCHOBBI
OpraHu3aluyi JOKYMEHTO0OO0pOTa Ha MPEAIPUITHH, IPUBOASITCS 00pa3Ibl UCIIOJIb3YyEMbIX

MPOTPaMM. ..



HoBu3na gannoun BKP sBisieTcs TO, 4TO METOAO0JIOTHS OpPraHU3alMU BHEIPECHUS
AJIEKTPOHHBIX JOKYMEHTOB TOJBKO-TOJIBKO HAYMHAET CKJIAJbIBAThCS. BaKHOM 4YacTbhrO
JAHHOM TEMATHKH, YTO HAIUIO OTpakeHue B naHHOM BKP, ctaHOBUTCS aHanu3 M OLEHKa
MEPCIIEKTUB COBEPIICHCTBOBAHUS CHUCTEMbI COMPSIKEHUSI OYMaXHOTO U JJIEKTPOHHOTO
JEIONPOU3BOACTBA ...

IIpakTuueckass 3HauuMocTh BKP. Pe3ynbpTarsl, mOJy4eHHBIE B  XOJ€
WCCJICIOBAHMsI, MOTYT OBITh HMCIIOJIb30BaHBI B OPTaHHW3alUAX JJISI COBEPIICHCTBOBAHUS
JOKYMEHTAIIMOHHOTO 00eCTIeUeHUsl YIIpaBiICHUSI.

CTpykTypa 1aHHOM padoThl COCTOUT U3 BBEACHUS, ABYX IJ1aB MO TpU naparpada,
3aKJIFOYEHHS, CITIUCKA UCITOJIb30BAHHOM JIUTEPATYPHI MU UCTOUYHUKOB. CIHCOK JIUTEPATYPHI U

HCTOYHHKOB BKJIFOYACT 58 HAaMMEHOBAHUM.



OdopmiieHune 3ar0JI0BKOB B TEKCTe

B Texcre Ha3BaHMA BCEX IVIaB, BBEICHUE, 3AKIIOYEHHUE, CIHCOK JIMTEpaTyphl, a
TAaKXe TMPUJIOKEHUSI HAYMHAKOTCA C HOBOTO JIMCTAa U MHUIIYTCS NMPONMCHBIMH OyKBaMHu
(BbIpaBHUBaHUE IO LEHTPY) MOJYKMPHBIM LIPUPTOM, pa3Mmep 14 (xerusp).
BricoTa nudp 1 OykB B HAUMEHOBaHUU J0DKHA ObITh oJlnHakoBoW. Ha3Banus maparpados
B IJIaBaX HAYMHAIOTCS C MPOMHCHOW OYKBBI, Jajee MHUIIYTCS CTPOYHbIMM OyKBaMH,
TaK)X€ BLIPABHUBAKTCS 10 LEHTPY, NOJXYKHPHBIM IIPUPTOM.

Touka B KOHIIE Ha3BaHUs TJaBbl M mnaparpada He craButcs. Mcnonb3yercs
nojyTopHsbii (1,5) mexxcrpounsiii uaTepBai ([Ipunoxenue 4).

3aroloBKM TJIaB CHHU3Y OTACNSAIOTCS OT Ha3BaHMS 3arojioBka maparpada ogHuM
JOTIOJTHUTENBbHBIM Tpo0OesioM. [laparpadsl BHYTpU TUIaBbl OTACNSIIOTCA IPYr OT JApyTra
IBYMSI MHTEpPBaJaMHU U, KaK yKa3blBAJIOCH BBILIE, MPOJOJIKAIOTCA MO TEKCTY (0€3 HOBOIO
JIMCTA).

[Ipunoxenue 4

I'JIABA 1. OBIIME BOITPOCHI ONPEJAEJIEHUA U CTPATET A
MPUMEHEHUSA COBPEMEHHBIX HH®OPMAIIMOHHBIX TEXHOJIOT U

1.1 OcHoBHbIE NOHATHS U TEPMUHBI, OTHOCAIIIHECH K COBPEMEHHBIM
UHGPOPMALNMOHHBIM TEXHOJOT UM

TepmMuH HHPOPMALMOHHAS TEXHOJOTUS SIBISETCA CJIOKHBIM, KOMIUIEKCHBIM
noHsitueM. Cornacno @PexpepansHomy 3akoHy oT 27 urong 2006 1. Ne.149-03 «O6
uHpopmanuy, HHPOPMALMOHHBIX TEXHOJOTHSIX MW O 3alure  UHGOpMAaIn,
MH(GOPMALIMOHHBIE TEXHOJOTMM — 3TO MPOLECChl, METOJbl TOUCKA, cOOpa, XpaHEHHUS,
00pabOTKM,  MPEAOCTABJICHUS,  paclpocTpaHeHUs  UHPOpPMAMKM U CIOCOOBI
OCYUIIECTBJIEHUS TAKUX MPOLIECCOB U METOJIOB.

B Hacrosimee Bpemst 1moj WHGOPMAIMOHHBIMU TEXHOJOTHSIMU Yallle BCETO
MOHUMAIOT  KOMIBIOTEPHbIE  MH(GOPMALMOHHBIE  TEXHOJOTHMU.  YIpaBieHYeCKas
JesITeIbHOCTh B JIIOOOW OpraHu3alii OCHOBaHA Ha MepepadoTKe JaHHBIX M MPOU3BOJICTBE
BBIXOJIHOM WH(OpPMAIIMK, YTO TpEAnojaraeT Hajlu4yhe TEXHOJOTHU TpeoOpa3oBaHus
MCXOJIHBIX JIaHHBIX B pe3yJbTaTUBHYIO HH(popmanuio. MHbopmalmoHHbIE TEXHOJIOTUU
CBSI3aHBI C UCIOJIb30BAHUEM KOMITBIOTEPOB M IPOrPaMMHOTO 0OecIieueH s AJIsl XpaHEHu,
npeodpa3zoBaHusl, 3alUThI, 00padOTKH, Iepeaadyu U NoJIydeHUs UHPOPMAITUH ...

OdopmireHne CHOCOK

CHOCKHM TIOKa3bIBAIOT, OTKYJa aBTOP B3sJI TOT WM MHOM (paKkTUUEeCKUU marepual.
He 3a0piBaiiTe cHOckaMu TMOATBEpkaaTh (aktuueckuii martepuasn. Ho He cremyer



CHOCKaMHU COIPOBOXKATh OYEBHUIHBIC BEIH, MPOMUCHBIE UCTUHBI. OHU HE HYXIAIOTCS B
MOJATBEPKACHUU CCbUIKAaMM Ha HUCTOYHUK. OOs3aTeNbHBI CHOCKM TPH LUTUPOBAHUU
(uuTaTel «OEepyTCs» B KaBBIUKW), TIPU MPUBEIICHUU YHErO-TO MHEHUS B Iepeckase, Mpu
YIOMUHAHUM MHEHHUS TOTO WJIM WHOTO aBTOpa, MPU IUTHUPOBAHUM WM TIEpecKase
KOHKPETHBIX JOKYMEHTOB, IIPU MPUBEACHUN HU(PPOBBIX JaHHBIX, MATIOU3BECTHBIX (PAKTOB
U T.0.

Texnuueckue TpeOOBaHUS: CHOCKUA HE JOJHKHBI OBITh BHYTPUTEKCTOBBIMU [11, cTp.
6], TOTbKO MOCTPAHUYHBIMH. BCTaBIAIOTCS OHU CTPOTO IO CIICAYIONIEMY aIrOPHTMY — B
BEepXHEH cTpoke MeHIo BeiOMpaercs: «BcraBka / Cepinka / CHOocka — BHU3Y cTpaHUIHI,
®opmat Homepa: 1, 2, 3, ...; Hauars c: 1; Hymepauus: Ilpomomxutsy. CoOmroneHue
ATOrO AJITOPUTMa TMO3BOJISIET aBTOPY CIIOKOMHO BCTaBIATH WIU yOHWpaTh KYCKH TEKCTa U
OTJIENbHBIE CHOCKH — HyMEpallks CHOCOK MpHU 3ToM He OyneT HapyiieHa. CHOCKH JTOJKHBI
OBITH CKBO3HBIMH, T.€. UX HyMepaius npojaosnkaercs no Bceit BKP.

Pa3mep cHocok (11 keren).

Tak kak u3ydyeHHas JUTeparypa C MOAPOOHBIM OUOIHOrpadUYECKUM OINHUCAHUEM
nomenieHa B coucke B koHIle BKP (Cnmcok HCHONB30BaHHBIX HCTOYHUKOB U
JUTEPATYphl), B CHOCKE MOXHO OTPAaHUYUTHCS MHHHUMYMOM, IIO3BOJISIOIIEM
UIeHTUUIMPOBATh MPHUBEAEHHYIO paboTy. Bcece padoThl, mepedyucieHHble B CIHCKE
JINTEPATYPbI, J0JKHbI ObITh YIIOMAHYTHI B CHOCKAX, H, COOTBETCTBEHHO, BCe PadoThI,
HA3BaHHbIE B CHOCKAX, I0JIZKHbI ObITh B CIIUCKE JIUTEPATYPbI.

[Ipn mepBoM ynmoMHHAHWH Pa0bOTHl YKa3bIBAIOTCS: (haMWIIWs, WHHUIIMATIBI aBTOPA,
Ha3BaHue palboThl, MecTO M roa wu3AaHus. Ha3panwe wu3gaTeNbCTBA, pEOAKTOPA,
PYKOBOIMTENSI aBTOPCKOTO KOJUIEKTHBA U JAPYTrUe CBEJICHUS HE HeoOs3aTenbHbl. JlaHHBIC
CBEJICHUSI TPUBOJATCS B CIHCKE HCIOJb30BAaHHBIX HMCTOYHUKOB M JUTEpATyphl. Ecim
paboTa MpPOCTO YIIOMUHAETCS, CKAXKEM, B HCTOpUOTpaPuiIeckoM 0030pe, yKazaHue 00IIero
YKClia CTPAHMI] TAaK)Ke HEoOsA3aTeNIbHO, HO HEe BO30paHseTcs. JpyruMu cioBamMu B CChUIKE
HE0OXO0MMO yKa3aTh HOMEP CTPAHUIIbI, KPOME CIIy4aeB NMEPEUNCICHUS MyOTuKaIIHii.

[Tpumepsr:
! Bacakos M. CospemenHoe aenonpousBoactBo. Poctos H//1., 2008.
2 SIukosas B.®. JIoKyMeHTHI 1 crcTeMsl jokymenTarmn // Cexperapb-pedepent. 2006. Ne 1.

Ecnu ccbliika mpuBOAMTCS NJIsi TTOATBEPKICHUS KOHKPETHBIX (PAKTOB WJIM JAHHBIX,
00s13aTEIHbHO YKa3bIBACTCSI KOHKPETHAsI CTpaHUIla pabOThl, HA KOTOPYIO CChUIAETCSI aBTOP
BBITTYCKHOM KBAJIM(PUKAITMOHHOM PaOOTHI.

[Tpumep:

! Bacakos M. U. CoBpemennoe aenornpon3BoacTBo. Pocros H//., 2008. C.115.

Hu B koem ciyuyae He cieayeT B KauecTBe KOHKPETHOW CTPaHUIbI NPUBOIAUTH
o0111ee KOJIUYeCTBO CTPAHUIl B Iy0JIUKAIMHU (OHU YKAa3aHHBI B CIIUCKE JIUTEPATYPHI).

B omHOW CcHOCKE MOJ OJHUM HOMEpPOM MOKET OBITh YKa3zaH IEenbld psia padorT.
Hanpumep: «/lannou meme noceawenvr pabomwr M.U. bacakosa, C.JI.Ky3ueyosa,
M.B.Jlapuna». B TakoM citydae nepeducisieMble padoThl, pa3aessioT TOYKON C 3amsiToN U
IMOMEIIAOT B OAUH ad3aill;



bacakoB M. U. Copemennoe nenonpousBoiactBo. PocroB u/M., 2008; Kyszuemor C.JI.
CoBpeMEHHbIE TEXHOJIOTUH JIOKYMEHTALlMOHHOIO OOecCHeueHMs ympaBieHus: ydeOHoe mocobue s
BY30B. M., 2010; Jlapun M.B. Ynpasienue nokymenranueit B opranuzanusax. M., 2002 u np.

Eciu y oaHoro aBTOpa Ha3BaHO HECKOJBKO paboOT, BMECTO ero ¢GaMuwind u
MHUIIMAJIOB YKa3biBaeTcs: «OH xke»:

! Jlapua M.B. O6 opranu3zanuu 3JIeKTPOHHOTO JTOKyMeHTooOopoTa B Poccuiickoit denepanuu //
CoBpeMeHHbIE TEXHOJIOTUH JIEIONPOM3BOJCTBA M JOKyMeHTooOopoTta. M., 2010. C.10-13; On xe.
VYnpasneHue foKyMeHTanuei B opranuzanusix. M., 2002. C.22-23.

[Ipu MOBTOPHOM CCBUIKE Ha YK€ NPOLUTHPOBAHHBIE PAOOTHI JaBaTh BCE BBIXOAHBIC
JaHHbIE HE 00s3aTeNbHO, JOCTATOYHO YKa3aTh (aMWIMIO M MHHUIIMAIBl aBTOPA, a BMECTO
Ha3BaHUs pabOThI HAMMHCATH: «YKa3. COU.»:

! Bacakos M.U. Vkas. cou. C.132.

Ecnn Y YKAa3aHHOI'O aBTOpa ABC HJIN Oonee pa60T, CICAYCT YKa3bIBAThb HA3BAHMUA
pa60T OCJINKOM MJIM COKpalllaTh JJIMHHOC HA3BAHHUC pa6OTI>II

! Byposa E.M. Mcropus u coBpemenHbie Tenenmui. .. C.15.

Ecnu Ha omHY M Ty e paboTy JenaeTcs CChUIKa HECKOJIBKO pa3 MOJIPsil, TO BMECTO
Ha3BaHMS PaObOTHI YKa3bIBaIOT «Tam »e» U TOJIBKO MEHSIOT HOMEpa CTPaHMUII, HA KOTOPhIS
JIeJIAETCS CChUIKA. ECiM W cTpaHWIla HE M3MEHWJIACh, TO MOXKHO OTPAHUYHUTHLCS ITPOCTO
«Tam xe»:

! byposa E.M. Hctopus u coBpemennsle TeHaeHun. .. C.15.
? Tam xe. C.84.
3 Tam xe.

Ho ¢ «Tam %e» CHOCKM Ha HOBOW CTPAaHUIC HAYMHATHCS HE JIOJKHBL. UHWTaTenb HE
JOJKEH JINCTAaTh TEKCT B MOMCKAX TOr0, YTO CKpbIBaeTcs 3a 3TUM «Tam sxe». CHauana
Ha3bIBaeTCsl paboTa, Aake €ClIu OHa yNOMMHAeTcs He Bhepsble. M Tonbko mocne 3Toro
MOXHO BCTaBJsATh «Tam xe». [103ToMy OKOHUYATENIbHOE PEIAKTUPOBAHUE CHOCOK HYKHO
JienaTh, Korja Bech TEKCT paboThl )K€ HalMCaH, Tak Kak CHOCKM MOTYT CABUHYThHCS.

CHocku Ha apxuBHBIE (POHIBI ODOPMIISIIOTCS CIEAYIOIIUM 00pa30M:

LPrAJZIA. @. 1. Omn. 1. 1. 18. J1. 14.

— B CJIy4ac IMOBTOPAa CHOCOK Ha O)IHOI>'I CTpaHUIIC:
LPrAJZIA. @. 1. Omn. 1. J1. 18. J1. 14.

2 Tam xe. JL. 24.

% Tam xe.



Cnengyer oOpaTuTh BHUMAHUE, YTO CHOCKM Ha apXWBHBIE HCTOYHUKH JIETAIOTCS
TOJIKO B TOM Clly4ae, €Clii CTYJIEHT CaM HEMOCPEACTBEHHO pabdoTajll B TOM WJIM HHOM
apxuBe.

HuTepHeT-pecypchl OMMUCHIBAIOTCS CIEAYIOIUM 00pa3oM:

Ilpumep:

! WNudopmannonnas Oe3omnacHocTh (pbiHOK Poccun). M.: busnec. UT, 2013 [DnexkTpoHHBII
pecype]. Pexxum goctyma: URI:  http://www.intertrust.ru/press_center/articles. (Jlata oOparenus:
10.06.2016).

OOs3aTeNnbHBIMU ~ DJIEMEHTAMHM  JIJIi  OMHMCAHUS  DJIEKTPOHHBIX  JOKYMEHTOB
ynanenHoro gocryna (MHTepHeT-pecypcoB) SBISIIOTCS 3JIEKTPOHHBIX aJipec T0KYMEHTA
U MOCJIeTHSAS 1aTa 00pallleHusl K HeMy.

[Tpu odopmiennn 6uGIUOrpaduUecKux CCHUIOK HEOOXOJAMMO PYKOBOJICTBOBATHCS
npunsitom cradgaptom 'OCT 7.0.5-2008 Cucrema crangaptoB 1o uHGbOpMaIuy,
OMOJMOTEUHOMY M M3JAaTEIIbCKOMY Jeny. bubauoepaguueckas ccvinka. OOmue
TpeOOBaHMS M MPABHJIA COCTABJICHHUS.

3amMeyaHue MO 3aNMMCH CCHUIOK HA MICTOYHUKHU, B3siIThbie U3 ceTu UHTepHeT.

B memom pspe y4deOHbIX MHOCOOME, cTare B >KypHalaxX HMMEIOTCS CCBUIKM Ha
HMCTOYHHMKHU, KOTOpPbIE I03aMMCTBOBaHbl C BeO-caiiToB ¢ obOo3HauennemM URL mnepen
yKa3zaHueM BeO-caiiTa, Halpumep:

1. Jlapun, M.B. IIpoGnembl cOBepIIEHCTBOBAHUS IOKYMEHTALIMOHHOTO OOECTICUeHUs YIIPaBICHUS
B COBPEMEHHBIX YCIOBHX [DnekTpoHHsbiid pecypc] / M.B.JIapun // Caiit «AKIN DxoHOMHUKA U KU3HBY.
URL.: http://www.akdi.ru ([Tata o6pamienus: 01.07.2010).

Yro ke o3nauaet 310 URL?

[IpuBenem nosicnenne tepmuHa URL.

AnpecHas cTpoka B 6paysepe o6o3Hauaetcs kak URI, URL uiu URN.
PacmupoBka TepMuHOB

URI (Uniform Resource Indicator — yHUpHIMPOBAHHBIA HIACHTH()UKATOP

pecypca) — o003HaUaeT UMS M aJpec pecypca B CeTH U, Kak npaBuiio, Aenutcs Ha URL u
URN.

URL (Uniform Resource Locator - yHUQUIMPOBAHHBIH OINPEICITUTENb
MECTOHAXOXKICHUS pecypca) — aapec HEKOTOpOro pecypca B BeO, OmNpeaensieT
MECTOHAXO0XCHUE pecypca U crocod 0OpallieHus K Hemy.

URN (Unifrorm Resource Name - yHuduuupoBaHHOe HMs pecypca) —

OIpPEAENsACT TOJBKO HAa3BAHUE KOHKPETHOTO IPEAMETA, KOTOPBIM MOXKET HAaXOAUTHCS 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

BriBon: Hamo rooputs u mucath «URI» BMecto «URL», Tak kak BTOpoOe
ycTapeJio.

Odopmitenue cnmcka
HCIO0JIb30BAHHBIX HCTOYHUKOB U JINTEPATYPHI

CHHCOK HCIONIb3YEeMbIX UCTOUYHUKOB JTUTEPATYPHI JOJDKEH COJIEpPKaTh CBEACHUS 00
MCTOYHHMKAX, MCMOJIb30BaHHBIX B Ipouecce Hanucanusi BKP. [Ipu noabope nuteparypbl
HEoOX0IUMO oOpamarbcsi Kak K padoTaM TEOPETHYECKOro, TaK M METOJAMYECKOro U
npakTuyeckoro xapakrepa. Ocoboe BHHMaHUE JOJKHO OBITh YICIEHO U3JaHUsIM
MOCJIETHUX JIET, TaK KaK B HUX HauOoJee MOJHO OTPaXEH COBPEMEHHBIM MOAXO0H K
PEIICHUIO TIOCTABJICHHOW MPOOJIeMbI, ACHCTBYIONIAs MPAaKTHKA, MOKa3aHO BCE TO HOBOE,
YTO CJEAyeT HCIOJIb30BaTh MPHU H3JI0OKEHUU OCHOBHBIX BOIPOCOB HM30PAHHOW TEMBI.
LlenecooOpa3Ho TMOKa3aTh MCHOJB30BAHME HWH(DOPMAIMOHHO-CIIPABOYHBIX  CHCTEM,
CTaTUCTHUYECKUX 0a3 JaHHBIX, pecypcoB cetu MHTepHeT. PekomeHmyeTcsi BKIIOYATh HE
MeHee 40 HaMMEHOBaHUN WCTOYHUKOB M JIUTEPATYPhl (BKIIIOYAS AJIEKTPOHHBIE PECYPCHI,
JIOKAJIbHbIC HOPMATHUBHBIC JIOKYMEHTHI, apXHBHBIC UCTOYHHUKH H T.1.).

Jlutepatypa pacrnonaraercs B aadaBUTHOM MopsJKe GpaMuIuil aBTOPOB U HaA3BaHUM
paboT. PaboThl 0HOTO aBTOpa pacmnoiaraloTcst B ajipaBUTe Ha3BaHUIA.

W3nanust Ha THOCTPAHHBIX A3BIKAX MOMEIIAIOTCS Tociie paboT HA PYCCKOM si3bike. B
CIIUCOK BKJIFOYAIOTCS HE TOJIBKO IIUTHPYEMBbIE paOOThl, a TAKXKE U TE€, YTO U3YHYAIHUCh, HO
HE YIIOMUHAJIUCh B TEKCTE.

HcTtounuku W JUTeparypa, HCIOIb30BaHHbIE B HAay4YHOW paboTe MpsSMO WIH
KOCBEHHO, TPYIIUPYIOTCS MO CIASAYIOIIUM pa3ieiaM:

1. Hcrounukum (3aKOHOJATENbHBIE U JPYrH€ HOPMATHUBHO-TIPABOBHIC AaKTHI,

apXWBHbBIC JOKYMEHTHI U TIp.) Ha!
— HeonyOnrkoBaHHbIE
— OnyOnMKOBaHHbBIC

2. Jluteparypa (MoHOTpaduu, AWCCEpTAllMH, HAyYHbIE COOPHUKH, YUCOHUKH,
Hay4YHbI€ CTaTbU W JAPYrue MyOJIUKAIMU TEPUOAMUYECKUX H3JIaHUM, DHIUKIIONEINH,
CJIOBapH M 1p.).

3. DJIeKTPOHHBIE pecypchl (3a MCKJIIYEHHEM TeX, YTO OTHOCHTCS K OTChLIKAM
K HCTOYHHUKAM, T.€. 3aKOHOJATEIbHBIM HOPMATHBHBIM M HOPMAaTUBHO-METOJIUYECKUM
JOKYMEHTaM).

B cocTaB ony0/IMKOBAHHBIX HCTOYHUKOB BXOJIST:

1) 3akoHoaTEIbHbIE HOPMATHBHbBIE AKTHI.



NCTOYHMKM TIEPEUHCISIIOTCS B MOPAJKE HMX 3HAYUMOCTH 1O  CIEIYIOIIUM
MOATrPYIIIaM:
— Koncrurynus Poccutickoii denepanuu;

— (¢enepanbHble KOHCTUTYIIHOHHBIC 3aKOHBI;

— (¢enepanbHbIe 3aKOHBI M KOJICKCHI;

— mnoctaHoBneHus nanat enepansuoro Codbpanust Poccuiickoit Oenepanuu;

— yka3sel ¥ pacnopstkenus [Ipesunnenra Poccuiickon @enepannu;

— HOpPMAaTUBHBIE aKThl, NOKyMeHTHI IIpaButenscrBa Poccuiickon @Penepanuu u
JIPYTUX OPraHOB UCIIOJIHUTENIBHOM BiIacTH Poccuiickoin Denepanuu;

— KOHCTHUTYLIMH U YCTaBbl cCyObekTOB Poccuiickoit denepanuu;

— HOpPMAaTUBHBIC MPABOBBIE AKThI, JIOKYMEHTBHI 3aKOHOJATEIbHBIX OPraHOB BIACTHU
cyowsektoB Poccuiickoit denepary;

— HOPMATUBHBIE IIPABOBBIC AKThI, JOKYMEHTBHl HCIOJHUTEIBHBIX OPraHOB BJIACTH
cyowrektoB Poccuiickoit denepanuuy;

— HOpPMAaTHUBHBIE [TPABOBBIE AKTHI, JOKYMEHTHI OPraHOB MECTHOT'O CAMOYIIPABJICHUS;

— CcOOpHUKHU JOKYMEHTOB JIaHHOM OTpaciy;

— BHYTPEHHHUE JIOKYMEHTBI pacCMaTPUBAEMbIX OOIIECTB, YUPEKICHUIN, OpraHu3alui,
NpeanpusTuii (ycTaB, TOJKHOCTHBIC UHCTPYKIIUU U T. 11.).

BHyTpu yKa3zaHHBIX TpyNIl HCTOYHUKH pACHONATAIOTCA B XPOHOJIOTHYECKOH
MOCJIeI0BATEIbHOCTH.

2) HopMaTHBHO-MeTOIHYECKHE TOKYMEHTBI: CTAHJAPThI, TEXHUYECKUE YCIIOBHS,
METOJAMYECKUE PEKOMEHJALMN, TEXHUKO-DKOHOMUYECKHE HOPMATHBBI U  HOPMBI,
IIPENCKYPAHTHI, TATEHTHBIE TOKYMEHTHI, IEPEYHN, NHCTPYKUMU U JIp. Pacnosaratorcs oHn
B Tpelenax KakIOoW Tpynmbl MO BpeMeHW u3naHus. OmnyOJuKoBaHHBIE COOPHUKHU
JOKYMEHTOB pacroJjiaralorcsi mno aiadaBuTy u3AaHuidl. Memyapbl (BOCIIOMUHAaHMS) — B
andaBuTHOM mopsAke. Martepuan, KOTOpbI 3aHOcuTCs B pasaen «OmyOIMKOBaHHBIE
MCTOYHHUKN» 0053aTEIbHO COTJIACOBBIBAETCS C HAYYHBIM PYKOBOJIUTEIIEM.

Heony0inkoBaHHbIe MCTOYHHUKH. B cocraB HeomyOIMKOBAaHHBIX HCTOYHUKOB
MOTYT OBITh BKJIIOYEHBI: MOJIOKEHUSI 00 YUPEXKACHUSIX M CTPYKTYPHBIX MOJPa3aeICHUIX
(Hanpumep, O BEIOMCTBEHHOM apXHBE), YCTaBbl (DUPM U OpraHU3aluid, pa3IunyHOro pojaa
MHCTPYKIUU (10 JETONPOU3BOJACTBY, JAODKHOCTHBIE, [0 MCHOJIB30BAHUIO CPEJCTB
BBIYMCIIUTENbHON TEXHUKH), HAy4YHO-CIIPABOYHBIA amnmapar K apXUBHBIM JOKYMEHTaM,
YYETHbIE CIIPAaBOYHHMKHU apXMBOB U My3eeB U T.1. llepeuncieHHble apXuBHbIE TOKYMEHTHI
pacrnojararoTcs 1O Ha3BaHHIO (HOHAOB BHYTPU OTUX TPYyMM, MO HOMEpPaAM apXHUBHBIX
JOKYMEHTOB, onucel, 1es. OT4eTsl pacnoiaratoTcs Mo rojaam u3gaHusl.



Heomy6nnkoBaHHbIe VMCTOYHHUKHU pacroJiararTcs B CIIeyIoIIen
[IOCJIEI0BATEIbHOCTH:
— JOKYMEHTBI LIEHTPAJIbHBIX 'OCYJapCTBEHHBIX apXUBOB;

— JOKYMCHTbI 00JIaCTHBIX APXHBOB,
— HOKYMCHTEI paﬁOHHBIX, TOpOACKHX aAPXUBOB,
— HOKYMCHTELI MY3CCB, 6I/I6JII/IOTGK, JIMIHOT'O ITPOUCXOKIACHUA.

Buauane oonorcnol uomu neonyorukosanuvle ucmounuxu!!!

IIpaBuiia opopmiieHus CIUCKA
HCIO0JIb30BAHHBIX HCTOYHUKOB U JIMTEPATYPHI

Hcrounuku u auteparypy, ucnosbzoBanHyio B BKP, crnenyer odopmisats mo
MpaBHJIaM, KOTOPbIE€ YCTAHOBJIICHBI MJI1 HAYYHO-TEXHUYECKOM TOKYMEHTAllUH, HAYYHBIX
crareil 1 otyeToB. OHU BBeJeHBI HECKOJIbKUMU cTaThsiMu ['OCTa u cuctemoit CUBN /I —
CTaHAapTaMu 1o HHGOpMaIHK, OMOIMOTEYHOMY U U3/IaTEIHLCKOMY JIETY:

I'OCT 7.32-2001 Cucrema crangapToB 1o wuHGoOpMaluy, OUOIMOTEUYHOMY H
u3aTenbCckoMy Jaeny. Omuem o HayuHo-ucciedosamenvckou pabome. CTPyKTypa H
npasuia opopmMIIeHHUS;

I'OCT 7.1-2003 Cucrema craHgapToB Mo uHGMOpManuu, OHOIMOTEUHOMY H
u3aaTeNnbckoMy neny. bubnuoepaguueckoe onucanue. OOmue TpeOOBaHMS W TpaBUIIa
COCTaBJICHUSI (JAHHBIA CTAHAAPT NpPeJHA3HAYeH /JIf ONHCAHUS TPATUIIHOHHBIX
TEKCTOBBIX IOKYMEHTOB);

I'OCT 7.82-2001. bubnuorpaduyeckas 3anuch. bubauocpaguueckoe onucanue
91eKMpOHHBIX pecypcos. O0IIHe TpeOOBaHUS U TIPABUIIA COCTABICHUS.

IIpumepsi OudInorpaguyeckoro ogpopmiieHus
CIIMCKA JIUTEPATyPbl

Kuura ¢ oxaum apropom

Ky3uenoB, @ W.H.  JlokymeHTaumoHHoe  oOecreyeHue  YNpaBICHUS WU
JEJIONPOU3BOACTBO: yueOHUK s OakamaBpoB / WM.H.Kysnemos. M.: Opaiit: [WU]]
FOpaiit], 2014. 576 c.

MacnoBa, B.M. Vmnpapienue mnepcoHasioM: y4eOHUK M TPAKTUKYM ISl aKaJeM.
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nepepad. u pomn. M.: FOpaiit, 2014. 492 c.

Kuura ¢ ipymst aBropamu
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s 6akanaBpoB / M.A.Bennenera, FO.B.Beprakosa. M.: FOpaiit, 2013. 462 c.
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6akanaBpoB / M.B.I'aBpunos, B.A.Knumos. 3-e u3z.; nepepad. u mpomn. M.: FOpaiit, 2013.
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nepconana / K. J[.Cxkpunnuk [u ap.]. M.: IIpuop, 1999. 189 c.
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VYrpasnenue nepcoHanoM: ydeobHoe nocobue / C.M.Campbirun [u Ap.]; moxd pen.
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2003. C.51-91.
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KoseipeB, I'. Koudmukter B opranumzanuu / I'.MI.KoseipeB // CoruanbHo-
rymanutaphsble 3Hanus. 2001. Ne 2. C.136-150.

Anexkmponnwvie pecypcol

Jlna pecypcos yoanennozo oocmyna

Konctutynus Poccniickonn @enepannu. [IpuHsaTa BceHapOIHBIM rojocoBaHueM 12
aexabpsa 1993 r. // OdunuansHbBIE MHTEpHET-TIOPTaN MpaBoBOM HHOpMarmu. Pexum
nocryma: URL: http://www.pravo.gov.ru.

Heno. M.: YnpaBneHue JOKYMEHTaMU: CHCTEMa AJIEKTPOHHOTO JOKYMEHTO000pOTa
Jeno, cucremsr aBToMatu3armu — 90C, 2011. Pexxum nocryma: URL: http://www.eos.ru/

/lna pecypcoeé nokanvnozo oocmyna

COOpHUK JJOTOBOPOB ¢ KOMMEHTApUIMU Ui OyXranrepa: mpakTuieckoe mocoodue. 1
anekTpoH. ont. quck (CD-ROM). IlpousBoaurtens: PaBHoBecue, 2007 . SI3BIK: pyCCKHil.
Cuctemubie TpeboBanus: Pentium II, 256 M6 O3V, 24-x CD-ROM, OC Windows
98/2000/XP. YnakoBka: Jewel. (Cepuu «bubnroreka Oyxranrepa)



Obpasey oghopmnenus
CNUCKA UCNOTb308AHHBIX UCIOYHUKOG U IUMepamypbl
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1. Konctutynuus Poccuiickoiu denepauum. [Tpunsra BCEHAPOJAHBIM
rojiocoBanremM 12 paexabps 1993 r. // OduuuanbHbli WHTEPHET-TIOPTAT IPaBOBOMU
uHpopmanuu. Pexxum mocryma: URL: http://www.pravo.gov.ru. 01.08.2014.

2. Cewmeitnbiii konekc Poccuiickoit @enepanuu: denepanbubiii 3akoH Ne.223-D3
oT 29 nexadps 1995 r. // Cobpanue 3akononarensctBa PO. 01.01.1996. Ne 1. Cr. 16.

3. 006 apxuBHOM nene B Poccuiickoit deneparuu: denepanbhbiii 3akoH Ne 125-
®3 ot 22.10.2004 1. // Poccuiickas razera. 25 okTsa6ps 2004. Ne 3614.

4. OO undopmanuu, HTHPOPMALIMOHHBIX TEXHOJIOTHIX U O 3alIUTe HHPOPMALIUHU:
denepanbHbi 3ak0H Ne 149-D3 ot 27.07.2006 1. // Poccutickas razera. 29.07.2006. Neo
165.

5. O KoOpAMHALMM JESITEIbHOCTU MPaBOOXPAHUTENBHBIX OPraHOB IO OOpHOE C
npecTynHocThio: Yka3 [lpesunenta PO Ne 567 ot 18 ampens 1996 r. // Cobpanue
3akoHoaaTenbcTBa PO, 22.04.1996 r. Ne 17. Ct. 1958.

6. O denepanpHOil 1IETEBON Tporpamme pasButus obpazoBanusi Ha 2006-2010
ronel: [locranosnenue IlpaButensctBa Poccuiickoit ®@enepanuu Ne 803 ot 23 mexadps
2005 r. // Cobpanue 3akononarenbectsa PO. 09.01.2006. Ne 2. Cr. 186.

7. O6 yrBepxnaenun Ilopsaka co3maHust W pa3BUTUA ~ WHHOBAIMOHHOM
uH(ppacTpykTypsl B chepe oOpazoBanusa: [Ipukaz MunuctepcrBa 00pa3zoBaHusi U HAYKH

P® Ne 218 ot 23 urons 2009 r. // Poccuiickas razera. 20 aBrycra 2009. Ne 154.
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NH®PA-M, 2007. 384 c.
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nokymeHToobopota / JI..I'muk // Cexkperapckoe meno. 2006. Ne.9. C.45-75.
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oOecrieueHus ympaBieHus): y4eOHMK s By3oB / moa pen. T.B.Kysmemomoit. M.:
IOHUTHU-JIAHA, 2004. 301 c.

12. 3no6uH, E.B. Cuctembl 3I€KTPOHHOTO JOKYMEHTOOOOpOTa — OCOOCHHOCTH,
KjIaccu(ukanus, HEKOTOpble HMCTOYHUKOBenueckue acnekrsl / E.B.3mobun //
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13. YepnoB, B.H. KauecTtBeHHbIi aHamuM3 aBTOMATHU3UPOBAHHBIX CHUCTEM
JOKYMEHTAIIMOHHOTO o0ecneueHus ynpasieHus: cnpaBoyHuk / B.H.YepHnos. M.: Mkbicib,
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14. Jlemo. M.:  VYmpaBneHue  JOKyMEHTaMH:  CHCTE€Ma  DJIEKTPOHHOTO
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B npuiokeHue pEeKOMEHIYETCS BKIKOYATh, BCIIOMOTATEIbHBIE MaTEpHalbl HO
paccMaTpuBaeMoOl TeMe€ — MHCTPYKLMM, METOAMKH, TAaOJMIbI, IOJOKEHUS, THUIIOBbIE
IOPOEKThl, T.€. T€ MaTEpUajbl, KOTOpPbIE IO KAaKUM-TMOO NPUYMHAM HE MOTYT OBITh
BKJIFOUEHBI B OCHOBHYIO YacCTb.

IIpunoxenuss pasMemialOT IOCJI€ CIHHCKA HCHOJb30BAHHBIX HMCTOYHHKOB.
IIpunoxeHus pacnoaraloTcs B NOPSAKeE CChIJIOK HA HUX B TEKCTE.

Kaxnoe nmpuiioxkeHue cjelyer HAYMHATHL € HOBOW CTPAHHMIBI C YKa3aHHEM
cioBa «lIpunoxenue 1» u 1.1.

IIpuiiokeHuss HYMeEpYyIOT NOPSAKOBON HyMmepauued apa0cKuMu uuppamu.
IIpuiioskenue MOKeT MMeTh 3ar0J10BOK.

[Ipu OGonbmoM o00bEMe TPUIOKEHUS O(OPMISIOT OTHACIBHBIM TOMOM C
CaMOCTOSITEIIbHOM HyMEpalnuen JINCTOB.

B mpunoxeHuss 0ObIYHO BBIHOCATCS OPraHU3ALMOHHBIE, JEJIONPOU3BOIACTBEHHBIE,
KaJpOBble M JIPYrHe€ JOKYMEHTbl HCCIEAYEMOW OpraHu3alud, COOpPAaHHBIE B MEPHUOA
IIPOXOXKJICHNUS NPAKTUKH M sBJSAromMecss ocHoBod Hamucanuss BKP, HoBble
pa3paOoTaHHbIE OpraHU3alMOHHBIE JIOKYMEHTHl (TOJIOKEHHUSI O MOApa3JIEICHUSX,
JOJKHOCTHBIE MHCTPYKIIMH, JIOTUKO-UH()OPMALIMOHHBIE CXEMBI U T.J.) U CXEMBI, TAOIHIIbI
U Jp.

Bce wmmoctpupyronme maTepuanbl BbITYCKHOM KBaJIM(UKAIIMOHHOM paboThl
(cxeMmbl, nuarpaMmsbl, TpadUKu U T.J.) CIEAYyeT pacHojiaratb B MPUIOKEHUSX, CAeJaB
CCHLJIKY HA HMX B TEKCTE B KBaJAPaTHBIX CKOOKaX.

Hanpumep: [Cwm.: ITpunoxenne 1].

B ciywyae 3amMmcTBOBaHUA TaOJWIl, CXE€M M JAPYIHMX MNPUIIOKEHUU YKa3bIBACTCS
CChUIKA (B KBaJpaTHBIX CKOOKAX) HA UCTOYHHUK.

Hampumep: [HUcrounuk: AranoB A.B. OcHOBbI (enepanbHOro MH(GOPMAIMOHHOIO TIpaBa
Poccuu. M.: Dxonomuka, 2007. C.140;].

Bce mmmoctpanuu opopMIISIOTCS B KOMIIBIOTEPHOM HCIIOJHEHHUH, B TOM YHCJIE U
LIBETHBIC.

OO0beM mpuiIoKeHui He orpaHuurBaetcs. Eciam o0bemM NMpuiioKeHU! 3HAYWTENICH,
MpUYeM OH MOXKET OBITh COMOCTaBUM C OCHOBHbIM TekcToM BKP, B Takom ciydae
YKEJIATEeIbHO MPUJIOKEHUS TPOIIMBATH B MANKy OTEJIBHO.



MUWHHUCTEPCTBO ITPOCBEIEHUS POCCUMCKOM ®EJEPAIIIN
DenepabHOE TOCYyIaPCTBEHHOE 0I0/IKeTHOE 00pa3oBaTe/IbHOE YUPeKAeHUe
BbICIIETr0 00pa30oBaHUSA
«balIKUPCKUH TOCYAAPCTBEHHbIN MeIaroru4eCKuid yHMBEPCUTeT
M. M. AKMYJLIBDY
(PI'BOY BO «BI'TTY um. M.AKMYJLIBI»)

NHCTUTYT HCTOPUYECKOT0, MPABOBOI0 U COUAIBHO-TYMAHUTAPHOI0 00Pa30BaHuA

OT3bIB PYKOBOJAUTEJIA

O pabote cTyneHTa

BBIINIOJIHEHHOW HA TEMY:

1. AkTyaabHOCTH paOOThI

2. Hayunas HOBU3HA pabOTHI

3. Omenka comepxaHus pabOTHI

4. Tlonmo>kuTenbHbIE CTOPOHBI PAOOTHI

5. 3ameuanus

6. Pexomenpamuu no BHEIPEHUIO PE3YIHTATOB PAOOTHI

~

Pexomenayemas orieHka
8. HomomnurensHas unpopmarus as ['OK

Hayunslii pykoBoauTens

(momuch) (dbammnusi, ©MsI, OTYECTBO)

(yueHas cTeneHb, 3BaHN€, JOKHOCTb, MECTO pabOTHI)

PEOEH3UA



Ha BBITYCKHYIO KBaTU(DUKAIIMOHHYIO pabOTy CTyIeHTa(KH1)
WMHCTUTYTa HCTOPHUYECKOTO, MPABOBOTO M COIMAILHO-TYMaHUTAPHOTO 00pa30BaHUs

(pamunus, uMsi, OTIECTBO)

BaHIKI/IpCKOFO rocygapCTBCHHOIO IICAArOrM4CCKOro YHHBCPCUTCTA HM. M.AKMYJ'IJ'IBI,
BBIIIOJIHCHHYIO Ha TCMY:

I. AKTyanbHOCTh W HOBHU3HA MCCIIECIOBAHUS

2. Ouenka cojaepxaHusi paOOTHI

3. OTnu4uTeNbHbIE, OJOKUTEIbHBIE CTOPOHBI pa0OTHI

4. IIpakTrueckoe 3HaYE€HUE U PEKOMEHIALINH 110 BHEIPEHUIO

5. Henoctarku u 3aMeuyanus 1o pabote

6. PexoMeHnayemas olieHKa

Perniensenr

(nmoamuce) (pammnsi, UMs1, OTYECTBO)

(yueHast cTeneHb, 3BaHue, T0DKHOCTb, MECTO PabOThI)



