





1. OBJIACTb IPUMEHEHUS U MECTO JUCLUIIJIMHBI B YYAEBHOM
MPOLIECCE

KypcoBass pabota mo AOKyMEHTaJIbHBIM WH(MOPMAIMOHHBIM CHUCTEMaM OTHOCUTCS K
06a30BOH YacTu NMPoPeCCHOHAIBHOrO 0J0Ka MUCIMIUIMH 0 HampapiieHuio nmoarotoBku 46.03.02
JlokyMeHTOBEeICHHEe W apXuWBOBeJeHHE. Hammcanue KypcoBOil pabOTHI MO JOKYMEHTATbHBIM
WH(OPMAIIMOHHBIM CHCTEMaM OCHOBBIBAeTCS Ha 0a3e JUCIUIUIMHBI  «/{OKyMEHTaIbHBIC
WH(OPMAIIMOHHBIE CUCTEMBI». SIBISICTCS OCHOBOW JUIsl M3y4EHUS CICAYIOIIMX IUCITUIUINH:
HupopMannoHHbIe TEXHOJIOTHHM B JOKYMEHTAI[AOHHOM OOECIICUCHUHU YIIPABJICHHUS U apXHUBHOM
nene, KagpoBoe enonponu3BoICTBO U apXUBHI IOKYMEHTOB IO IMYHOMY COCTAaBY.

HopmaTtuBHbIe CCBUIKH — He npedycmMompeHo

2. CTPYKTYPA JUCHUIITIMHBI

Xapakmepucmuka y4eoHoil OuCYUnIUHbL

46.03.02 JlokyMeHTOBeIeHUE U
HanpaBnenune noaroToBku Hlokym A

apXUBOBECHHE
OO6pa3zoBareapHas IporpaMmma OakanaBpuar
Kpanuduxanus aKaJeMHYeCKHil OakaiaBp

JucnurmuHa 6a30B0M / BApHAaTUBHON YacTH

" ba3oBas yacTh npodeccrnoHaabHOro 6J10Ka
00pa30BaTebHOM POrpaMMbl

DopMbI KOHTPOJIS JuddepenurpoBanHbIii 3a4eT
ouHas popma 3a04Hast popma
okasaten oOyueHus Ha 0aze oOyueHus Ha 6aze
HOpMarT. YCKOD. HOpMar. YCKOD.
CPOK CPOK CPOK CPOK
KonnuecTBo 3a4eTHBIX eAMHHUIL (KPEIUTOB) 1 1 1 1
["'ox moAroTOoBKM 3 1 3 1
Cemectp 5 2
KonmgecTBo yacoB 36 36 36 36

3.OIIUCAHUE JUCIMIIJINHbI

eau u 3agaun

Ilens — ¢dopmupoBanre y CTYICHTOB 0a30BBIX 3HAHUN MO JOKYMEHTAIbHBIM
WH()OPMAIIMOHHBIM CHCTEMaM, HAaBBIKOB OpraHU3aluu pPabOThl C HUMH, HOPMATHBHOMY U
JIOKYMEHTaIbHOMY 00€CTIEUEHUIO B YCIOBHUSIX HOBBIX HH(POPMAITMOHHBIX TEXHOIOTHA.

3aoauu:

— ¢opMupOBaHUE TPEACTABICHUS O JOKYMEHTAIBHBIX HMH()OPMAIIMOHHBIX CHCTEMaX,
WX COJIep>KaHUH, B3aUMOJEHCTBUU C CUCTEMaMU JIOKYMEHTALUU NMPEAIpUITHI, OpraHu3alui, a
TaK)XKe OPTaHOB TOCYJaPCTBEHHOM BJIACTH;

—  XapakTepUCTHKA r€HEPATUBHBIX, TPAH3UTUBHBIX, TEPMUHAIIBHBIX U YTUIU3ALIMOHHBIX
JIOKYMEHTAIbHBIX CHUCTEM; PACCMOTPEHUE CUCTEM JOKYMEHTAIMU MPEANPUATUN, YUPEKICHUM,
OpraHOB BJIACTH; 0OOCHOBaHUE B3aUMOJICHCTBUS MTPABOBOM 0a3bl, JOKYMEHTAIBHBIX PECYPCOB U
COBPEMEHHBIX  MH(POPMAIIMOHHBIX  TEXHOJOTMH B  KOHKPETHBIX  JOKYMEHTAJIbHO-
WH()OPMAITMOHHBIX CUCTEMAX;

— ¢dopMUpOBaHHE TPAKTUYECKUX HABBIKOB PEIICHUS CUTYallMil MO OpraHU3aliu
JOKYMEHTAI[MOHHOTO O0€CIIeYeHHs] TPEANPHUITHIA, OpraHu3alui, YUpPEeKIECHHH C MOMOIIBIO
KOHKPETHBIX  WH()OpPMAIMOHHBIX  TEXHOJOTMM W CHCTeM JUIa  OOecCmedYeHus:  Hx
JKU3HEIeSITEIbHOCTH.
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TpebGoBanus Kk pe3yJbTaTaM 0CBOEHHS TUCHUILIMHBI: [Ipoliecc n3yueHus AUCIMIUIUHBI
HampaBleH Ha (OPMHPOBAHME DHIEMEHTOB CJEAYIOMMX KOMIICTEHIIMA B COOTBETCTBHU C
tpeboBanusiMu ['OC BIIO mno nHampaenenuto moaroroBku 46.03.02 JIoKyMEHTOBENECHUE H
ApXWBOBE/ICHNE U OCHOBHOW 0Opa30BaTeIbHON MPOTrPaMMBbl BBICIIEr0 0Opa30BaHMs HAIPaBICHHS
noaroroBku 46.03.02 JIokyMEHTOBEACHHUE U apXUBOBEIACHHE:

a) oowekyromypuuvix (OK):

CIIOCOOHOCTh HMCMOJIBb30BaTh OCHOBBI SKOHOMHMYECKHMX 3HAHUM B pa3nuyHbIX cdepax
nesirenbrocTr (OK-3);

CIIOCOOHOCTh ~ MCHOJIB30BaTh OCHOBBI IPABOBBIX 3HAHUH B pPa3IUYHBIX cdepax
nesirenbrocTr (OK-4);

CIIOCOOHOCTH K cCaMoOpraHu3anuu u camoodpasosanuio (OK-7);

0) oowenpogpeccuonanvnvix (OIIK):

BJIQ/ICHUE HAaBBIKAMU HCIIOJIb30BAHUS KOMITBIOTEPHOM TEXHUKU U HH(OPMALHOHHBIX
TEXHOJIOTUH B IOMCKE HCTOYHUKOB M JIMTEPATYpHl, MCIOJIB30BAaHHM MPABOBBIX 0a3 JaHHBIX,
COCTaBJICHUH OHONMorpaduueckux u apXxuBHbIX 0030poB (OITK-4);

8) npogpeccuonanvuvix (IIK): (coomnecenuvix c guoamu 0esmenbHOCMU U UX KOObl);

HAYYHO-MCCJIe10BATEeIbCKAS 1eSITeIbHOCTh:

BJIaJICHHE 3HAHUSIMHU OCHOBHBIX MPOOJIEM B 00JIACTH TOKYMEHTOBEACHUS U apXUBOBEICHHS
(IIK-3);

BJIaJICHUE TEHACHIMSAMH Pa3BUTHs WH()OPMAIIMOHHO-TOKYMEHTAIIMOHHOTO M 00ecreueHus
yrpasienus apxusHoro aena (ITK-5);

TeXHOJIOTHYeCKAas 1eATeIbHOCTh:

CIIOCOOHOCTh ~ COBEpPILIEHCTBOBATh TEXHOJOTHMHM JOKYMEHTAI[MOHHOTO  OOecreyeHus
YIIPaBJICHUS M ApXMBHOTO Jiejia Ha 0a3e McIob3oBanus cpeactB apromatuzanuu (I1K-15);

CIIOCOOHOCTh HCIIOJIb30BaTh MpaBuja MOJATOTOBKU YIPABJICHYECKUX JOKYMEHTOB U
BesieHus aenoBoi nepenucku (I1K-19);

CIOCOOHOCTH MCTOIB30BaTh MPABHIIa OPraHU3AIMH BCEX ITAOB pabOThI ¢ JOKYMEHTaMH, B
TOM umciie apxuBHbMU JokymMeHTamu (I1K-20);

BNIQJICHUE HAaBBIKAMHU TMOATOTOBKH YIIPABICHUYECKUX JOKYMEHTOB M BEACHHUS JI€JIOBOM
nepenucku (ITK-25);

OPraHu3alMOHHO-YNPaBJIeHYeCKAas e TeJIbHOCTh:

CIIOCOOHOCTh OPTraHM30BBIBATH PaOOTy CHYKObl JOKYMEHTAIMOHHOTO oOOecreueHus
yIpaBJIeHUs] U apXUBHOTO XpaHeHust 1okymenToB (ITK-30);

CIOCOOHOCTh ~ pa3palaThiBaTh JIOKAJTbHBIE HOPMAaTHBHBIE AaKTBl HM  HOPMAaTHBHO-
METOAMYECKHE JOKYMEHTHI 10 BEJICHHIO MH(POPMAIMOHHO-TOKYMEHTALMOHHOTO OOeCcTedYeHus
yrpasienus u apxuBnoro jaena (I1K-31);

BJIaJICHUE 3aKOHOJATeNbHOW M HOPMAaTHBHO-METOAMYECKON 0a30ii MHpOpMaIOHHO-
JOKYMEHTAITMOHHOTO ~ OOECTICYeHHsT YNpaBJIEHUS ©  apXUBHOTO Jejla, CIIOCOOHOCTBIO
OPHEHTHPOBAThCS B MPaBOBOM Oase cMexkHbIX obnacteit (ITK-32);

3HAHHE OCHOB TpyA0BOro 3akonoarenbeTa (I1K-33);

coOmro/ieHre paBmI 1 HOpM oxpansl Tpyna (I[1K-34);

3HaHUe TPeOOBaHUI K OpraHU3aIMH KaJPOBOTO JIEIIONPOU3BOCTBA M JOKYMEHTHPOBAHHIO
TPY/IOBBIX OTHOIICHUH, XPaHECHHUIO TOKYMEHTOB 110 InuHOMY cocTaBy (ITK-36);

NMPOEKTHAS 1eATeIbHOCTh:

CIOCOOHOCTh COBEPIICHCTBOBATH JOKYMEHTAI[MOHHOE obecnieueHue ynpasneHus (ITK-50).

B pe3yabrare uzydenust y4ueOHOMH IMCUUIJIMHBI CTYACHT H0JIZKEH

3Hamo:

MPaBOBbIE OCHOBBI W TIOPSIOK PEIICHHs OINPENETIeHHBIX BOMPOCOB B KOHKPETHBIX
JTOKYMEHTaTbHO-UH(POPMAIIMOHHBIX CHUCTEMaX; YHU(DUIIMPOBAHHBIE CHUCTEMBI JOKYMEHTAIUH;
MOPSZIOK  TOCYIapCTBEHHOW —perucTpanuy, (GyHKIMOHHPOBAHUS, JHKBUIAIMH CyOBEKTOB
XO3SUCTBEHHON JIEATENHHOCTH; JOKYMEHTAIMOHHBIE CHUCTEMBbl KOHTPAKTHOW AESITEThHOCTH
NPENNpUATHI, 110 OXpaHe TPyHa; NTOKYMEHTaJIbHO-UH()OPMAIIMOHHYIO CHUCTEMY OTHOCHUTEIBHO
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pacyeToB M IUIATEXKEH; TOKYMEHTbl OTHOCHUTEIIBHO HAJOrOB M O00s3aTENIbHBIX IJIATEXKEH;
JIOKYMEHTAIMOHHO-UH(POPMAITHOHHYIO CUCTEMY OyXrajTepcKkoro y4erTa; o01Iyto
XapaKTEpUCTUKY NOKYMEHTALUH 110 KaJpPOBBIM BOIPOCaM; JOKYMEHTUPOBAHNUE B3aUMOJIEHUCTBUS
HIPEANPUATHI, YIPEKIACHUM 110 BOIIPOCAM AHTUMOHOIIOJIBHOW IIOJIMNTUKH, OXPaHbl OKPYKAIOLICH
Cpelbl, 3aHATOCTH; HOPSNOK O0XKaJOBaHUS HENPABOMEPHBIX JIEHCTBUH JOJKHOCTHBIX JIMIL,
rOCy/IapCTBEHHBIX OPTaHOB, PEANPUATUH;

ymemb:

pemiate  3aja4d  JIOKYMEHTOB, KOTOpBIE  MCIOJNB3YIOTCS B  JOKYMEHTAJIbHO-
MH(POPMALIMOHHBIX CHUCTEMax: MOPSAAOK COCTaBIEHHs, O()OPMIIECHHUS, PETUCTpalMy, Mepeayu,
IIPOXOXKACHUS U yTUIN3ALUY;

enademy:

HaBBIKAMU COCTaBJICHHA M O(OPMIICHHS JOKYMEHTOB Pa3IHYHBIX JOKYMEHTAJIbHBIX
CUCTEM.

4. COJEPKAHME JUCHUIUIAHBI ¥ ®OPMbI OPTAHU3AIIMY YYEBHOT O
MPOLIECCA

HccnenoBanue MpPOBOAMTCS B CTallMOHApHBIX YCIOBHAX B ¢opme cOopa HaydHO-
UCCIIEI0BATEIbCKOrO MaTepHala Uil HalucaHus KypcoBoil paboTsl. HaunHaercs ¢ nmpoBeaeHus
KOHCYJIbTAIIMH U ONpeesieH sl pyKOBOIUTENS Ha Kadepe.

OcHOBHBIE  CIIOCOOBI IIPOBEIEHUS MCCIECJOBAHUS  OINPENENIAIOTCS COBMECTHO C
PYKOBOJUTENEM Ha 0aze IPOBEIEHUS UCCIEIOBAHUS.

[Ipu BBITOTHEHHH KYypCOBOM pabOTHI MPEIYyCMOTPEHO ULIMPOKOE  WCIOJIH30BAHUE
aKTUBHBIX W MHTEPAKTUBHBIX (OPM MPOBEAEHUS 3aHATUH C 1eabl0 (GOpPMUPOBAaHUS U
pa3BuTHS POPECCHOHATBLHBIX HABBIKOB CTYJCHTOB, BBIOJHEHHE WHIMBHIYAJIbHBIX 3aaHUH,
u3ydyeHue Yy4eOHOH U METOAMYECKOW JIMTepaTypbl, COCTABICHHE KOHCIIEKTOB, 3allUTa
MIPE3EHTAUN U JOKJIAJ0B.

B cooTtBercTBUUM ¢ TeMO KypcoBoi paboThl U MpobaeMoi uccienoBaHus 6a3oi i ee
IPOBEJEHUS MOTYT BBICTYNATh Kak JlabopaTopuM U Kadeapbl YHUBEPCUTETa, TaK U JIpYyrHe
CTPYKTYpHBIE TOApA3/EICHUs] YHUBEPCUTETa, a TaKXKe MNPEAUPUATHSA, YUPEKICHUS U
OpraHM3aly pa3IM4YHOIo THUIIA.

CryneHT MoKeT BbIOpaTh B KauecTBe 0a3bl JJIsl HalMCaHUS KypcoBOW paboThl Oymyiiee
MECTO paboThl, 4TO OydeT CIOCOOCTBOBATh YCIEUIHOMY IPOXOKIEHUI0 PpaHHUX O3TaIloB
npodeccuoHATH3AIMH.

5. COJIEP)KAHUE 3TAIOB UCCJEJOBAHUS MMPOBJIEMbI KYPCOBOU
PABOTBI

5.1.0cHOBHBIE TPeOOBaHMS K KYPCOBBIM padoTam

Temy kypcoBoit paboTel Mo gucuuIUIMHE «JlOKyMeHTanbHble WH(POPMAlMOHHbIE
CUCTEMBI» CTYJEHT BBIOMPAET CaMOCTOSTEIbHO, COITIACOBBIBAET €€ C HAYYHBIM PYKOBOHUTEIIEM,
Ha3zHaueHHBIM Kadenapoil. IlepeueHb peKOMEHIOBaHHBIX T€M KYPCOBBIX paboT (Gopmupyercs B
COOTBETCTBUU C paboyeil mporpaMMon Kypca.

CryneHT cocTaBiseT IiaH paboThbl, COTJIACOBBIBACT €r0 C HAYYHBIM PYKOBOJIUTENEM (BO
BpeMsl paboThI HAJl IUTEPATYpOH TUIaH MOXKET ObITh OTKOppeKkTHUpoBaH). [Ipu Hanucanuu paboThI
IIPOBOASITCS CUCTEMATHUECKUE KOHCYIbTAIIMM C PYKOBOAUTEIIEM.

B cooTrBercTBHM ¢ MIIaHOM KypcoBasi paboTa JOJKHA BKIIIOYaTh BBEACHHUE; OCHOBHYIO
4acTh, KOTOpas HEJIUTCSA Ha Pa3/Aeibl, MOAPA3JEIIbl; 3aK/IIOUEHUE; NEPEUEHb HCIOIb30BAaHHBIX
HCTOYHUKOB.

Ecnu 06beM 100010 U3 OCHOBHBIX Pa3JielIoB UMEET MeHee 6 CTpaHHIl, TO Takas padora
MOET OBITh BO3BpallleHa Ha JOPA0OTKY.
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B pabore cTymaeHT NOKEH 00S3aTENBbHO CCHIIATHCS HAa JOKYMEHTHI, HAay4YHbBIC HIIH
nyOJIMIIUCTUYECKHE TPYAbl U ONYOJMKOBAaHHBIE WM HE OIYOJMKOBAHHBIE HCTOYHUKH, W3
KOTOPBIX 3aUMCTBOBAaHBI MaTepHajbl MM OTAEIbHBIC pe3yiabTaThl (UTHPOBaHUE, HUPPOBOI
Martepuai u Jip.).

Marepuan mo pesynbTaTaM HCCIIEAOBAHUS HEOOXOIMMO H3JIaraTh CXKaTo, JOTMYHO U
apryMeHTHPOBAaHHO, N30erast OOUINX CIIOB U IOBTOPOB.

BeimonHeHHyI0 KypcoByro paboTy cTyaeHT odopmisieT W craer Ha Kadeapy s
IIPOBEPKU HAyYHBIM PYKOBOJMTEIIEM HE [103’KE YCTAHOBJIEHHOTO CpoKa (3a 10 1Hel 10 3auThl).

5.2. MeToauKa HAMCAHUSI KYPCOBBIX PadoT
KypcoBast pabota npeaycMaTpruBaeT TaKUue dTarlbl:
— BBIOOP TEMBI, KOHCYJIbTAIIUS KypaTopa;
— yTBEpXKAcHHE rpaduKa BBIMOJTHEHUS PaOOTHI;
— cocraBlieHue oubmorpaduu Mo Teme;
— UW3y4YCHHE JIUTEPATYPHBIX HCTOYHUKOB MO TEME UCCIICTOBAHMSI,
— YTBEpXKICHHE TUIaHA KYPCOBOW PabOThI;
— (opMuUpOBaHHE HAYYHOTO aIllapara;
— JIONIOJTHUTEJIBHOE U3YYCHUE JIUTCPATYPHI,
— ¢cOOp AMIHPUYECKOro MaTepualia (MMPOBEACHNUE HAOIOICHUI, OTIPOCca, TECTUPOBAHUS);
— TMOATOTOBKA IEPBOTO BapHUaHTa paOOTHI;
— TMpOBEpKa PYKOBOIMTENIEM IIEPBOTO BapHaHTa PabOTHI;
— BHECCHHE U3MEHEHUH K TUIaHY U COJICPIKaHUI0 PabOTHI;
— o opMIICHIE OKOHYATEIHPHOTO BapHaHTa PabOThI COMIACHO TPEOOBAHUSM;
— Tmojayda KypcoBoil paboThl Ha Kadeapy;
— JIopaboTKa KypCcOBOM pabOTHI (€CiH HYXKHO);
— 3aImuTa KypcoBoii paboThl mociie 0JJOOpEeHHsI €€ PYKOBOAUTEIIEM.

5.3.TpeGoBanus K cOIePKAHUIO U CTPYKTYpe padoThI

CTpykKTypa KypcoBoii padoThl

— tutyaeHbId guct (Ipunoxenue 1);

— pedepar Ha pycckom si3bike ([Ipunoxenue 2);

— coaepxanue ([Ipunoxenue 3);

— BBEJICHUE;

— OCHOBHAsI YaCTbh, KOTOpasi COCTOMT U3 Pa3/ieoB U MOJIpa3/eiioB;

— 3aKJIIYEHHUE;

— CHHCOK UCINOJIb30BaHHBIX UCTOYHUKOB (IIpmiioskenue 4);

— TIpuiIokeHus (B ciaydyae He0OXO0IUMOCTH).

Tumynvnasa cmpanuya (mumyn) SBISETCS TEPBOM CTpaHUIEH KypcoBoi palOOThI M
OCHOBHBIM HCTOYHUKOM OHOIuorpaduueckoit nHopmanuu, HeoOXoAuMOM JUIsl mpopabOTKU U
MIOMCKA IOKYMEHTA.

Tutyn nomkeH UMeTh CBEJEHMsI, KOTOPbIE NMOAAIOT B TAKOW MOCIIEI0BATEIbHOCTH:

— Ha3BaHUE MUHUCTEPCTBA U Y4€OHOI 0O 3aBE/ICHUS;

— Ha3BaHue (akynpTeTa;

— HazBaHHe Kadeapsr,

— Ha3BaHHe KypcOBOM paboThI;

— KypC, I'pylia,

— (amumnus, UMs1, 0OTYECTBO aBTOPA;

— HayyHas CTeleHb, YUEHOE 3BaHUE, JOJDKHOCTb, (haMUiIMsl, UMs, OTUYECTBO HAy4YHOT'O
PYKOBOIMTENS KYpCOBOM pabOTHI;

— TOpOJ U TOf.
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Pegpepam mpenHazHavyeH NI O3HAKOMJICHUS C COJEpKaHHUEM KypcoBO#l paboTel. OH
JIOJKEH OBITh CKaThIM UM MH(OPMAITMOHHBIM M TOJKEH COAEPIKATh:

— cBeeHusT 00 oObeMe pPadOThI, KOJMYECTBO: PUCYHKOB, TaOJUI], JUTEPATYPHBIX
HCTOYHHMKOB U IIPUIIOKECHU;

— TEKCT pedepara;

— TIEpEYCHb KIIFOYEBBIX CIIOB.

Tekct pedepara moKeH 0TOOpa)XaTh MPEACTABICHHYIO B padoTe MHPOPMALUIO H, KaK
IPaBUJIO, B TAKOH MMOCIEIOBATEIBHOCTH:

— OOBEKT U MPEMET UCCIICTOBAHHS,

— IIeJIb paboTHI;

— METOJbI HCCIICIOBAHUS;

— pe3y/bTaThl U UX HOBU3HA.

Pedepar (ae 6onee 500 ciioB) cienyer BHINONHATH Ha cTpanule popmara A4. [locne ero
TEKCTa PacIojiararoT IMepeueHb KIYEBbIX cI0B (¢ 5 1o 15), cioBocoveTaHuil, Halle4aTaHHbBIX
NPONHUCHBIMUA OYKBaMHU B HIMEHUTEILHOM TaJIexKe.

Cooeporcanue cONEpKUT BBEACHWE, 3arjlaBUsl Pa3feiioB M TMOJPA3JIENIOB, 3aKIOYCHUE,
CIIMCOK HCIIOJIb30BAaHHBIX MCTOYHUKOB, MPHIIOKEHHs (€CIM OHM €CTh) C YKa3aHHEM HOMepa
CTpaHMIIBI, C KOTOPOH HauMHaeTcs pasznen wiu noapasnen. CioBo «ComepaHue) MedaTaeTcs
MOCPEIMHE CTPOKM CHMMETPHUYHO  TEKCTa OOJbIIMMH OyKBaMH, a Ha3BaHUs pa3ieiioB,
MIOJIPa3/IeJIOB, BKIIFOUEHHBIX B COJEpPKAHNE, — MAJICHPKUMH U 0€3 MO TYePKUBAHMS.

Bo Bsedenuu nomxHa ObITh cienyromas HHGopMarus:

Axmyanvrocme npobiemvl, KOTOpas 00yCIOBHIA BBIOOP TEMBI UCCIIEAOBAHM, KOPOTKO
U3JI0KCHHAs HMCTOpUS BOINpoca (CTENEHb W3YYEHHsS TEMBbI) II0 XPOHOJOTHYECKOMY HIIU
KOHIICTITyaTbHOMY TIPUHITUITY.

Cmenenv Hayunou pazpabomku. ][ BBISCHEHHS COCTOSHUS UCCIIEIOBaHHS H30paHHOM
TEMBI TMPUBOJIUTCSA TEPEUYEHb aBTOPOB, KOTOPHIE M3YyYAId TOT HJIM WHOW acIleKT HCCIeTyeMOn
TEMaTHKH KypCOBOH PaOOTHI.

Obvexm uccnedosanus: ... (HopMynupyercs OJHHM-IBYMS TPEIJIOKCHUSIMU U
oTpeieNsIeT UCCIelyeMYIO PeallbHOCTh).
Ilpeomem uccneoosanus: ... (GOPMYITHPYETCSs OJHUM-IABYMS TPEIJIOKEHUSIMH U

OTIpeieNIIeT Te aCMeKThl B 00bEKTEe UCCIEJ0BAHNUS, KOTOPBIE TPEOYIOT HAyUHOT'O PACKPBITHUA).

OOBEeKT M MNpeaMeT HCCIeAOBaHUs KaK KaTeroOpuu HAy4yHOTo IMpOIecca COOTHOCSTCS
MeXIy coOoll kak oOmiee M yacTHOe. B 00bekTe BBIAEISAETCS M €ro 4acTh, KOTOpas SBISETCS
npeIMeToM HuccienoBaHus. VIMEHHO Ha HEro HampaBJIEeHO OCHOBHOE BHHMAaHME CTYJIEHTA,
IIOCKOJIBKY TIPEIMET HCCIENOBAHUSA OINpEAEHAeT TEMY HAy4HOrO TpyZAa, OTMEUYEHHYH0 Ha
TUTYJIBHOW CTPAHUILIE KAK €€ HA3BAHMUE.

Llenv uccneoosanusi omnpenestOT NpU MOMOIIM TaKUX CIOB: HMCCIEN0BaTh, WU3YyYUTh,
Hay4yHO 000CHOBATh, PaCKpPbITh, 0000IIUTH, CUCTEMATU3UPOBATH.

B cooTBeTcTBUY C 11€NIBIO UCCIIEOBAHMS CTaBATCS TaKue 3a0ayu.

1) mpoaHanu3upoBaTh HAy4YHbIE HICTOYHUKH 110 UCCIIEAyeMOil mpolieme;

2)...

3)...

Memoovwl uccrnedosanus

[IpencraBisioT mepeyeHb HCMIOIb30BAHHBIX METOJO0B HCCIEIOBAHMS ISl JTOCTHIKEHUS
nocTtaBiieHHOW B pabote nenu. IlepeuncisaTe UX HaI0 HE B OTPBIBE OT COAEP)KaHUS pPabOTHI, a
KpPaTKO U COIEPKATEIBbHO ONPEIEIssl, YTO UMEHHO HCCIIEI0BAIIOCH TEM UM MHBIM METOJIOM. DTO
JIacT BO3MOXHOCTb YOEIUTHCS B JIOTHYHOCTH U IPUEMIIEMOCTH BbIOOpa KMEHHO 3TUX METOJIOB.

Cmpyxkmypa KypcoBoil paboTel. Heo0X0IMMO OTMETUTH, YTO KypcoBas paboTa COCTOUT
U3 BBEJCHMA, pa3/lenoB (yKa3aTh KOJMYECTBO), 3aKIIOYEHHS, CIHCKA HCHOJIb30BAHHBIX
MCTOYHUKOB U MPUJIOKEHUH (yKa3aTh KOJINYEeCTBO). OTMETUTHh KOJMYECTBO CTPAHMI] OCHOBHOTO
TeKCTa (YYUTHIBAIOTCS JIUILIb IPOHYMEPOBAHHBIE CTPAaHUIIBI BBEACHUS, Pa3eioB, 3aKIIOYCHNU).



«O0umit 06beM... cTpaHuIy. JaTh XapaKTepUCTUKY KaXJA0MY pa3eily OJHUM MPEI0KEHUEM.

Ocnosnas uacms Kypcosoi padomsl — 5TO U3N0KEHHUE CBEACHUN 0 TpeaMeTe (00beKTe)
UCCJIEIOBAHMSI, KOTOPBIE SIBISIFOTCSI HEOOXOAUMBIMU U IOCTATOYHBIMU JJI PACKPBITHS CYIIIHOCTH
OTMEYEHHOW PaboTHI (ONTMCaHNE TEOPUH, METOJIOB PAaOOTHI) M €€ PE3yIIbTaTOB.

TexkcT KypcoBoil paboThl H31ararloT, pa3aeiss MaTepuan Ha paszaenbl. Pazmensl Moryt
JeTUTHCS. HA TMOJApa3Aeabl U MyHKTHL. IIyHKTBI, eciu 3TO HEOOXOIUMO, NIENAT Ha MOAIYHKTHI.
Kaxxaplii MyHKT U NOJAMYHKT JO0JDKEH COJEpKaTh 3aKOHYCHHYIO HH(POPMAIHIO.

N3noxenune wmarepuala NOAYMHAKOT OJHOM BEAyLIEH HIee, YETKO OIPENEICHHON
aBTOPOM KypCOBOU pabOTHI.

B nepsom paszoene ob6ocnosvisaiomces, Kak IpaBUlo, TEOpEeTHUECKUe Bomnpockl. Ha3Banue
paszerna J0KHO 0TOOpakaTh CYIIHOCTD MPOOIEMBI.

Bmopoii pazden — aHanuTHYeCKUd — OOECIIEUMBACT JIOTHYECKYIO IOCIIEI0BATEIBHOCTD
WCCJIEI0BAHMS, JOJDKEH CTaTh MEPEXOAHBIM K CIEAYIOIIEMY TPETbEMY pa3/ielly U COCOUHUTH
nproOpeTeHHbIE TEOPETHUECKUE 3HAHUS M YMEHUS JJISl TOTO, YTOOBI MCIIONB30BaTh BHIOPAHHBIE
METO/IbI U OTIpeieNIEHHbIE METOJUYECKIE HAPAOOTKH.

3amauelt mpemve2o — peKOMeHOamenbHo20 — pazoeia SIBISIETCS pa3padoTKa KOHKPETHBIX
PEKOMEHJalUW, MPEUIOKEHUN, MOJENIECH YIpaBIEHUs, MapaMETPOB PA3BUTHUS, JAESITEIBHOCTU
OpraHu3alMi Ha 0a3e OCHOBHBIX TEOPETUYECKUX IIOJIOKEHUH, METOJUYECKHX I0AX0/10B,
METOJNYECKOr0 MHCTPYMEHTApHUs, KOTOPbIE M3JI0KEHBI B IEPBOM pa3zielie, a TAaKKe BBIBOJOB
IPOBEJCHHOIO BO BTOPOM  pas3jelie  HccleAOBaHUA. JleTalbHble MpPENJOKEHUs 10
COBEPILECHCTBOBAHUIO  JCATEIBHOCTH  OpPraHU3allMM  JOJDKHBI ~ OTBEYaTh  HAIPAaBJICHUIO
UCCJIEIOBAHMS: KaXK/1asl C pa3BEPHYTHIM OOOCHOBAHUEM.

3aKnuenue NEYATAlOT HEMOCPEACTBEHHO IOCJIE H3JIOKEHUS TEKCTa OCHOBHOM 4acTu
KypcoBOM paboThl, HauMHas C HOBOW CTpaHMLbl. B 3akiioueHUM WH3JIararoT BaKHEWIIUe
TEOPETUYECKHE M MPAKTUYECKHE pe3ylbTaThl, MOJIyYeHHbIE B KYpCOBOH paboTe, KOTOphIE
JOJDKHBI  COAEpKaTh (HOPMYIHPOBKY PpEHICEHHOW MpoOIeMbl. 31eCh HEOOXOAMMO OTMETHTH
KayeCTBEHHbIE M KOJMYECTBEHHbIE I10KA3aTeJId MOJYYEHHBIX pPE3yJIbTaToB, OOOCHOBaTb MX
JIOCTOBEPHOCTh, MPEICTaBUTh PEKOMEHJAIMU IO HMX MCIOJIb30BAHUIO. 3aKJIIOUEHUE TOJIKHO
COJIEPIKaTh OLIEHKY IIOJHOTHI PEIICHUS TIOCTABJICHHBIX 3aJad.

Cnucok ucnonb306aHHBIX UCMOYHUKOG, HA KOTOPbIE IPUCYTCTBYET CChLIIKA B OCHOBHOM
4acTH KypCcOBOM pabOThl, IPUBOJAAT B KOHLIE paOOTHI OHUM CIHCKOM.

Ilpunoscenusa copepxaT BCIIOMOTATEIbHBIN MaTepHall, HEOOXOIUMBIN Jis TOJHOTO
BOCTIPUATHA  pabOThl  (BCIIOMOTaTeslbHblE IM(POBBIE TaHHbIE, pPa3BEpHYThle TaOJHULBL,
WUTIOCTpAlMM, PUCYHKH, ¢poTorpaduu u zp.).

Ux odopmisioT Kak NPOAODKEHHE pPadOThl Ha TOCIEAYIOUIMX €€ CTpaHuIax.
Pa3mematorcss oHM B NOpSAKE MOSIBIEHUS CCBUIOK B TeKcTe paboThl. lIpuioxeHue TOIKHO
UMEThb 3arojioBOK, HareyaTaHHbIH BBEpPXYy CTPOYHBIMM OyKBaMH C TEpBOW IMPOMUCHOMN
CUMMETPUYHO OTHOCHUTEIBHO TEKCTa cTpaHUIlpl. Kaknoe mpuioxkeHne HauWHAeTCs ¢ HOBOTO
JaucTa ¢ 0003HaYeHHEM B IPaBOM BepxHeM yrity cioBoM «lIpunoxenue. [IpunosxeHus JOIKHBI
HYMEpPOBAThCS TOCIEA0BATENbHO, apadckumu tudpamu (Hanpumep, «llpunoxenue 1». Eciam
OpUIOXKEHHE OJHO, TO OHO He HyMmepyercsa. J[[nsg oOo3HaueHHs MPUIOKEHUHA HepeaKo
ucnonb3yroT OykBbI: [Ipunokerne A. OgHako CTOUT 3aIOMHUTH, 4T0 OyKkBHI E, U, O, 3, b, b He
ucnonb3ytorces. OObluHO TpuinokeHus opopmisitoT B gopmare A3 wim A4. Ilpuioxkenue,
BBIMIOJTHEHHOE Ha JINCTaX UHOTO opMaTa, 4eM TEKCTOBasl 4acTh padOThl, TOJKHO OBITh CIIOKEHO
no gopmary A4. Paccrosiune mexny cnoBamu «lIpunoxenne» ¢ ero 0603Ha4eHUEM COCTaBIISET
1,5 MexaycTpOUHBIX MHTEPBAJIA.

Cchplka Ha IPUIIOKEHHE OCYIIECTBISIETCs ClieAyonM oOpa3oM: (cM. [Ipuiokenue 6).

5.4.TpebdoBaHust Mo 0(hopMJIEHHIO KYPCOBOIi padoThI

KypcoBass pabora medaTtaeTcss Ha TOCYIapCTBEHHOM (PYCCKOM) SI3BIKE M aKKypaTHO
oopmisierca. O6beM ee coctaBisieT 35-40 cTpaHHIl MATMHONMCHOTO TeKCTa 0e3 MPUIIOKEHUH;
KOJIMYECTBO HCTOYHHMKOB, KOTOPBIC HCIOJB3YIOTCS B KypcOoBOW pabore, — He Menee 15-20



Ha3BaHUM.

KypcoByto pabory odopmisitor Ha jucrax (opmara A4 MaIIMHONKUCHBIM CIIOCOOOM C
OJIHOW CTOPOHBI JIUCTA OOl Oymaruy.

Tekct crnenyer mevararh, MPUACPKUBASACH MApaMETPOB CTPAHUIIBI: BEpXHEE, HIDKHEE
noist — 20 MM, sieBoe — 30, mpaBoe — 10 MM, BbIpaBHUBaHUE TEKCTA — IO IIKMPUHE cTpaHulbl. Ha
JUCTE JIOJDKHO pa3MellaTbesi JO0 TPUALATH CTPOK Ha cTpaHule, nmo 68-70 3HAKOB B KaxKIOM
CTPOKE; MEXKCTPOUHbIH nHTepBai — 1,5; mpudt — Times New Roman; kerJab mpudra — 14,

3aroyioBKH CTPYKTYpHBIX dacTeil kypcoBoit padotel «COJEPXKAHUE», « BBEJIEHUE,
«PA3IEJI», «3AKIIIOYEHUEY, «IIPUJIOXEHUS», «CIIMCOK WCIIOJIb3OBAHHbBIX
NCTOYHUKOB» mevaratoT OonbmMMH OyKBaMH CHMMETPHYHO TEKCTa. 3aroJIOBKU
MOJpa3/esioB, IYHKTOB II€YaTalOT MaJIeHbKUMH OyKBaMu (KpoMe TIEpBOil 3arjaBHOM) C
ab3anHoro orcryna. Touky B KOHIIE 3arojloBKa He CTaBsT. ECIIM 3aroJIOBOK COCTOUT M3 JIBYX WU
00JIbIIIE MTPEITIOKEHUS, UX PA3ACTSIOT TOUKOM.

Paccrosinne mMexy 3aroJioOBKOM U MOA3arojIOBKOM JIOJDKHO PaBHATHCS 2 cTpokam ¢ 1,5
MEXCTPOUYHBIM MHTEPBAJIOM, MEXIY MOJ3aroJOBKaMU (32 UCKJIIOYEHHEM 3arojoBKa MyHKTa) U
TEeKCTOM — | cTpoka.

Kaxayro cTpyKTypHYIO 4acTh KypcOBOM paOOTHI ClielyeT HAauMHATh C HOBOI CTPaHUIIBL.

AO03a1HbIi OTCTYI JOJDKHO OBITH OAMHAKOBBIM TI0 BCEMY TEKCTY.

He nomyckaeTcst pa3melieHusi Ha3BaHHW pa3eNioB, MOJIPA3eNioB, a TaKXKe IYHKTOB U
NOJIYHKTOB B HW)KHEH YacTH CTPaHUIIBI, €CIU MOCJEe HHUX pa3MelleHa TOJBKO OJHA CTPOKa
tekcta. [locme HazBaHWil pasnenoB, MOAPA3/EIOB, MYHKTOB, MOAMYHKTOB, PACIOJIOKEHHBIX B
KOHIIE CTPaHHIIBI, JOJDKHO OBITH HE MEHEE JIBYX CTPOK.

Hymepayua cmpanuy. CTpaHUIBl KypCcOBOW palOTHI CIeAyeT HyMEpOBaTh CKBO3HOM
HyMepanueit apadbckumu nudpamu, 6€3 MOBTOPOB.

[lepByto cTpaHuily KypcoBoW paOOThl (TUTYIBHBIA JUCT) YYUTHIBAIOT B  OOIIeH
HyMEpaluu CTPAHUIl, HO HE NedaTaroT ee Homep. Crenyronye CTpaHUIbl HyMEpYIOT B MIPaBOM
BEpPXHEM YTy JIHCcTa 63 TOUYKH.

[Tompasmensl HyMEPYIOT B TpeAenax Kaxaoro pasnena. Homep moxapasnena cOCTOUT U3
HOMepa pazjiefia U MOPAIKOBOTO HOMepa Mmojipa3zenia, MeX/1y KOTOPbIMU CTaBAT TOUKY. B KoHIe
HOMEpa TojJpasjiesia HY)KHO CTaBUTh TOUKY, Hampumep: «2.3» (TpeTuid moapasien BTOPOTO
pazznena). M B Toif ske CTpOKe MPUBOJAT 3aT0JIOBOK MOIpa3ena.

Oobujue npaguna yumupoeanusa U CCbLIKU HA UCNOIb306AHHbIE UCIMOYHUKU

[Ipn HamucaHuM KypcOBOM pabOThl CTYAEHT JOJDKEH CChUIAThCS Ha HWCTOYHUKH,
MatepHaibl. Takue CChUTKH Jar0T BO3MOKHOCTD HAlTH IOKYMEHTHI ¥ TIPOBEPUTH JIOCTOBEPHOCTH
WX [IUTUPOBAHUS, TOMOTAIOT BBISICHUTH UX COJIEPKAaHUE, SI3BIK TEKCTa, 00BEM.

CcpbulaTbesl clielyeT Ha IocieqHue u3fanus nyOnukanui. Ha Oosnee paHHHE MOXXHO
CCBITIAThCS JIMIIb B TE€X CIyYasX, KOTJa UMEIOLIUIICS y HUX MaTepuall He BKIIOYEH B MOCIETHEE
U3/IaHNE.

Ecnu ucnonp3yroT cBeleHus, MaTepuanbl U3 MOHOTrpaduii, 0030pHBIX CTaTeH, APYrux
HCTOYHUKOB C OOJIBIIMM KOJHYECTBOM CTpPAHUII, TOTJAa B CCHUTKE HEOOXOIMMO TOYHO YKa3aTh
HOMEpa CTPaHMII, WILTIOCTpalui, Tabmui, GopMysn U3 UCTOYHHKA, HA KOTOPBIA €CTh CCHUIKA B
pabore.

CchuUIKy B TEKCTE KypCOBOM pabOThl HAa HCTOYHHKHU CIEAYeT OTMEYaTh MOPSIKOBBIM
HOMEpPOM II0 TIEPEYHIO WCIIOJIh30BAHHBIX HMCTOYHHUKOB, BBIICJICHHOMY JIBYMSI KBaJpPaTHBIMH
ckoOkamu, Hampumep, [48, c. 287], rme 48 — MOPSAKOBBIA HOMEP HCTOYHHKA B CITUCKE
WCTIOJIb30BAHHBIX UCTOYHUKOB, a C. 287 — HOMEP CTPAHUIIbI, HA KOTOPYIO CCBUIAETCS aBTOP.

Ogopmnenue cnucka ucnonb306aHHbHIX UCHOYHUKOG

CnucoK HCMOIb30BAHHBIX WCTOYHHKOB — 3JEeMEHT Oubimorpaduyeckoro ammapara,
KOTOPBIH COIePKUT OnbIrorpaduueckrue Onmucanus UCIOIb30BaHHBIX UCTOYHHKOB.

bubnuorpaduaeckoe onrucanue ohopMIIIETCS COTIIACHO CTaHIAPTaM:
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I'OCT 7.12-93 «Cucrema crangaptoB 1o uHpopmanuu, OUOIMOTEYHOMY |
u3gareabckoMy neny. bubnuorpaduueckas 3amuch. COKpalieHHE CIOB Ha PYCCKOM S3BIKE.
OO6mue TpeOoBaHUS U TIPaBUIIAY.

I'OCT 7.1-2003 «Cucrema craHaaproB 1o wuH(popMamuy, OUOIHMOTEUHOMY W
u3narenbckomy jaeny. bubnuorpaduueckas 3amuchk. bubmmorpaduueckoe omucanue. OOmue
TpeOOBaHUS U MPABUIIA COCTABICHUS.

I'OCT 7.11-2004 (MCO 832:1994) «Cucrema craHgapToB 10 uHMOpMaIUH,
OMOMMOTEeYHOMY W H3JaTeNbCKOMy aeny. bubnmorpaduueckas 3anmuck. COKpalieHHe CIIOB H
CJIIOBOCOYETAHHUM Ha MHOCTPAHHBIX €BPOMEUCKUX S3bIKAX .

I'OCT P 7.0.5-2008 «Cucrema cranmaptoB mno uHpopMmauuu, OUOIMOTEHHOMY U
u3natenbckoMy aeny. bubmuorpaduueckas ccbuika. OOmme TpeGoBaHMs M IpaBHiia
COCTaBJICHUS.

B cnucke ucnonb30BaHHBIX HWCTOYHUKOB M JIUTEPATyphl yKa3bIBalOTCS TOJIBKO TE€, Ha
KOTOPBIC B TEKCTE C/ICTaHbI CCHLIKU.

3aroOBKM HCIOJBb30BAHHBIX HMCTOYHHKOB CJIEAYeT pa3MelaTh OJHUM M3 TaKUX
CIoCcOo0O0B:

— B MOPSIJIKE MOSBJICHHSI CCHUIOK B TEKCTE;

— B aJ1()aBUTHOM TOPsIKE (haMUIIH ITePBBIX aBTOPOB HIIU 3aI'0JIOBKOB;

— B XpPOHOJIOTUYECKOM TOPSAIKE.

Hnnrwempayuu

Pucynku, rpaduku, cxembl, quarpammbl, pa3MelleHHbIe B paboTe, JOKHBI OTBEYaTh
tpeboBanusim ctangaptoB ['OCT 2.105-95. «Enunas cucremMa KOHCTPYKTOPCKOM TOKYMEHTAIIUH.
O6mmue TpeGoBaHMs K TEKCTOBBIM IOKYMEHTAM).

WnmocTpanuu  HEOOXOIMMO pa3MeNaTh HEMOCPEACTBEHHO IIOCNIe TEKCTa, I/Ie OHU
YIIOMSHYTHI BliepBbie. Ha Bce MILTIOCTpalliu AOKHBI ObITh CCHUTKH.

Nmmroctpanuu ciieyeT HyMepoBaTh apaOCKUMU IUpaMu MOPSIKOBON Hymepanuend B
npeenax pasjaena.

Homep mutrocTpaniiy COCTOMT M3 HOMEpa pasziena B KypcOBOH paboTe M MOPSIKOBOTO
HOMepa WIUTIOCTPAIlUU Yepe3 TOUKY, Harpumep: «Puc. 3.2» — BTopoil puCyHOK TPEThero pasfena.

[Tocne HOMepa WILTIOCTPAIIUH pa3MEINaloT ee Ha3BaHHe, HalpuMep:

Puc. 3.2. Cucmema oyernounwix noxazameineil.

Tabauywvt

udposoii marepuan, kak mpaBuio, oGopmisitoT B Buae Tadmui. CnoBo «Tadmuia»
HAaYMHAETCS C OOJbIION OYKBBI, pa3MeNIaeTcsi Mepell TeMAaTMUYeCKUM Ha3BaHUEM TaOJIUIIbI
cnpaBa. HazBanue TaOnuIIbI meyaTaeTcs o LEHTPY >KUPHBIM HIpUdTOM.

Tabnuya 1.1
OcHOBHbBIE MOKA3aTeU MPOAYKIHH, IIT.

I'osmoBka 3arnaBus rpad
[TonzaromnoBku rpad
(ecru HYKHBI)

Crpoxn

BbokoBuk CronOusl

Tabnuiy HeoO6X0IMMO pa3MelaTh HENOCPEICTBEHHO MOCe TEKCTa, B KOTOPOM Ha Hee
CCBUJIAIOTCS, WJIM Ha clenyoomeid crpaHuue. TaOmuipl HymepyroT apaOckumMu nudpamu B
npezenax pasjena, HanpuMep tadbnauna 2.3 — TpeThs Tabaulla BTOPOro pasjena.
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Tabnuma nomKHA HMETh C)KAaToe TEeMaTUYeCKOe Ha3BaHUE, KOTOpOe OTOOpa)kaeT
coJiep>kaHue TaOIHUIIbL.

B 3aronoBke Tabnuiibl HEOOXOAUMO YKa3bIBATh €AMHUIIBI U3MEPEHHUS.

3aronoBku rpa¢ medaTaroT ¢ O0NbIIMX OYKB, MOA3aroJIOBKOB — C MaJCHbKHX, €CIM OHU
COCTaBJSIIOT OJIHO TMPEAJIOKEHUE C 3arojlOBKOM U C OOJIbIIUX, €CIM OHHU SIBJISIOTCS
caMOCTOSTeNIbHBIMU. BbicoTa cTpok AoikHa ObITh HE MeHee 8 MM. [lopsiikoBble HOMEpa CTPOK B
TabJIMIIe TIeYaTaloT JIMIIB IPU HE0OXOJUMOCTH (€CIIM Ha HUX B OCHOBHOM TEKCTE €CTh CCHUIKH).

Tabnuiry ¢ OONBIIMM KOJMYECTBOM CTPOK MOXKHO TIEPEHOCHTHh Ha CIICAYIOIIYIO
cTpanunly. B cnyuae ee mepenoca cioBo «Tabnuia», ee HOMEp M TeMaTHUECKOE Ha3BaHHE HE
MOBTOPSIIOTCS, a JIMILb CrpaBa mnevaraercs «l/Ipodoadcenue maday. nnn «OkoHuanue mabny. u
YKa3bIBa€TCs TOJIBKO €€ HOMEp, HanpuMep: «lIpodondicenue maoban. 1.2», «Oxkonyanue tabdi. 1.2».

6. TEMbI KYPCOBBIX PABOT

1. JlokyMeHTHpOBaHUE HAJMYHBIX W O€3HAIMYHBIX pacyeToB, aBTOMATH3alMsi MX Ha
NPEANPUSITUN (B YUPEKICHUN ).

2. JIOKyMEHTUpOBaHHME CHCTEMbl IO TEPCOHAy MpenupusaTus (yUpexIeHHs) MU
aBTOMaTH3alus ee paboThl.

3. JlokyMmeHTalbHble MH()OPMAIMOHHBIE CHUCTEMbl IO AHTUMOHOIIOJIBHOW IOJIUTHUKE,
OXpaHe OKPYKaloIlel Cpeibl, CTATUCTUKE (IO KaXIOU CUCTEME).

4. JlokyMeHTalbHble HWH(POPMALMOHHbIE CHCTEMbl [0 YIPABICHUIO MPOEKTAMH,
(uHAHCOBOMY U OM3HEC-TNIAHUPOBAHHUIO.

5. IIpoexTHbIi MOAXO K CO3JAHUIO U COBEPLIEHCTBOBAHUIO IOKYMEHTAIBHON CUCTEMBI.

6. JlokymMeHTanbHbIe WH(OPMAIMOHHBIE CHCTEMBl MPEANPUATHA W HAIpPABICHUS HUX
COBEpPILEHCTBOBAHUS U OLIEHKU.

7. bBusHec-Tu1aH NpOEKTa U €ro JOKyMEHTaJIbHO-UH(OPMALMOHHOE 00ecrIeYeHHUE.

8. JloxymeHTalbHble HWH(QOPMALMOHHBIE CHUCTEMBbl OHOJIMOTEK, MYy3€€B, AapXHBOB,
MH(OPMaLMOHHBIX LIEHTPOB.

9. JloKyMEeHTHMpOBaHHE W TOPSIOK JIMIEH3UPOBAHUSA, CEPTH(PUKALNU, IOIyUSCHHS
TOPrOBOI0 MATEHTA, OTEYECTBEHHBIN U 3apyOeHBIN OMBIT aBTOMATU3ALINH.

10. loxymeHTalbHble HH(GOpPMAIMOHHBIE CHCTEMBl 110 YIPABICHUIO KajJpaMH Ha
PEIPUATHH.

11. JlokyMEHTHUpOBaHME OLEHKH JAEATEJbHOCTH IMEepCOoHajga C  MCIOJIb30BaHUEM
ABTOMATHU3UPOBAHHBIX TEXHOJOTHUH.

12. JloxymeHTasibHbIe HHPOPMALIMOHHBIE TEXHOJIOTHH B CTPOUTENIBCTRE.

13. NudopmannonHoe odecrieueHre KOHTPAKTHON CHCTEMBI JIOKYMEHTAIIHH.

14. JToxymeHTaslbHbIe HHPOPMALMOHHBIE CUCTEMBI CYZIeOHON NEeSTETbHOCTH.

15. JlokyMeHTanMOHHO-UH(OPMAITMOHHOE oOecrieueHrne (UHAHCOBOTO  YIIPaBJICHUS
IPEIITPUATHSL.

16. JloxymMeHTanMOHHO-MH(POPMAITMOHHOE OO0ECIeYeHne KaJpOBOW IESATENbHOCTH Ha
HPEIIPUATHH.

17. JToxymeHTalmOHHO-MH(pOpPMAIIMOHHOE obecrieyeHrne Oe3HaJMYHbIX pPAcYeTOB Ha
HPEIIPUATHH.

18. JloxymeHTabHbIe MHPOPMAIIMOHHBIE CUCTEMBI HA TOPTOBBIX MPEATPHATHSIX.

19. JloxymeHTasibHbIE HH(POPMALIMOHHbBIE CUCTEMBI B Chepe METUIMHBI.

20. JlokymeHTanbHbIe HHGOPMAIIMOHHBIE CHCTEMBI B HAJIOTOBOH cdepe.

21. JlokymeHTanbHble HH(POPMAIIMOHHBIE CUCTEMBI B OpraHax rocy1apCTBEHHOM BJIACTH.

22. JIOKyMEHTUpOBAaHHE © TIOPSJIOK  PETUCTpPAIlMH  CYOBEKTOB  XO3SHCTBEHHOM
NesITeIbHOCTH, OT€YECTBEHHBIHN U 3apyOeXHbBIH ONBIT aBTOMATHU3aLIUH.

23.  Knaccugukamusi TOKYMEHTOB, WH(POpPMAaMU H OOECledeHHe HUX XPaHCHUS.
WNHdopManinoHHbIE CUCTEMBI ApXUBHOT'O XpaHEHUSI.
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24.  JloxymeHTanbHbIE  HWH(POPMAIIMOHHBIE  CHUCTEMBI ~ OPraHOB  COITMAIBHOTO
oOecrieyeHus.

25.  JlokymeHTanbHble WH(OPMALMOHHBIE CUCTEMBbl O0pa30BaTENbHBIX W HAYYHBIX
YUPEKIACHUN.

26.  JloxymeHTarmOHHO-UH(POPMAIIMOHHOE obecrieueHue YIPaBJICHYECKOM
JeATEIbHOCTH IPEIIPUATUI, OPraHU3aLHUN, YIPEKACHUN.

27.  JlokymeHTanbHbIe HH(OPMALIMOHHBIE CUCTEMBI IO OXpaHe TPy/a.

7. 3AIIIUTA KYPCOBOM PABOTHI U KPUTEPUM EE OLIEHVUBAHMS

Ecnu kypcoBast paboTa BBINTOJTHEHA HEIIPABUIBHO, CO 3HAYMTEIBHBIMH HEJIOCTATKAMH, TO
€e BO3BpAIIAIOT CTYAEHTY /U TOJHOM WM YaCTHYHOW JOpabOTKHM B COOTBETCTBUU C
3aMeYaHUSIMH PYKOBOIUTEIIS.

OcHoBHBIE OIIMOKY B HANMCAHUK U O()OPMIICHUU KYPCOBOM PaOOTHI:

1. Coneprkanue pabOThI HE OTBEYACT IJIAHY KYpCOBOW pabOThI WM HE PACKPBIBACT TEMY
MOJTHOCTBIO MJT €€ OCHOBHOM YacTH.

2. ChopmynupoBaHHbIC pa3eibl (MOApa3aeibl) HE OTPAXKAIOT pealibHYI0 NPOOJIEMHYIO
CHUTYAIIHIO, COCTOSTHHE O0BEKTA.

3. llens wccienoBaHus HE CBs3aHA C MPOOJIEMOM, CHOpMyIIHpoBaHa aOCTPAKTHO U HE
oTpakaeT cnenu(uKy 00beKTa U MpeIMeTa NCCIICIOBAHMS.

4. ABTOp HE MPOSBHJI CAMOCTOSTEILHOCTh, pPabOTa SBJISETCS KOMIWIALUCH WIN
TUTarHAaTOM.

5. He mpoBeneH TiyOOKHI M BCECTOPOHHHI aHAJIM3 COBPEMEHHBIX O(HIMAIBHBIX |
HOPMATHBHBIX JIOKyMEHTOB, HOBOH CIEIMAIBHOMN JTUTEPATYPhI 110 TEME UCCIICJOBAHUSI.

6. AHaJIUTUYECKHI 0030p OTCUECTBEHHBIX M 3apYOCIKHBIX MyOJIMKALUH 110 TeMe PabOoThI
umeeT (opMy aHHOTHPOBAHHOTO CITUCKA M HE OTPAXKAET YPOBHS HCCIENYEMOM MPOOIEMBI.

7. He packpbITO cojep:kaHue MPaKTUYEeCKOM yacTh paboThl, XapaKTepUCTHKA OOBEKTa
UCCIIEIOBaHMSI, aHAJIN3 M MEXaHU3MBI POOJIEMBI OTPAYKEHBI TIOBEPXHOCTHO.

8. KoHeuHbIl pe3yiabTaT He OTBEYaeT WCCIEAOBAaHUEM, BBIBOJbI HE OTBEYAIOT
MIOCTABJICHHBIM 33/1a4aM.

9. B paboTre OTCYTCTBYIOT CCBUIKM Ha MEPBOMCTOUHUKHU MM YKa3aHbI HE T€, U3 KOTOPBIX
3aMMCTBOBaH MaTepHal.

10. bubnuorpagpuyeckoe onvcaHre UICTOYHUKOB B CIIUCKE UCIIOIb30BAHHON JIUTEPaTyphI
MIPUBEJICHO MPOU3BOJILHO, 0€3 COOMI0IeHUs TPEOOBAHMI TOCYIaPCTBEHHOTO CTaHapTAa.

11. ObvemM u odopmieHue pabOTHl HE OTBEYAIOT TPEeOOBaHHUSAM, OHA BBIOJIHEHA
HEPSIIUIMBO U C OLIMOKaMH.

ITocne mpoBepku KypcoBOHM pabOThI MpernojaBaTeNlb BBICTABIAET OLEHKY C Y4YETOM
OCHOBHBIX KPUTEPHUEB:

— TBOpYECKUH MOJXO0J K HAMCAHUIO KYPCOBOW pabOTHI;

— YMEHHE CTYJCHTa MPHUMEHATh TEOPETHYECKHE 3HAHMS JUISl PELICHUs MPaKTHYECKHX
3a/ay;

— HaJM4#e B paboTe MEPCOHANBHBIX NPEIIOKEHIA U PEKOMEHIANNN CTYACHTa, CTCIICHb
UX HOBM3HBI, IEPCIIEKTUBHOCTh, MPAKTUYECKas IEHHOCTh, SKOHOMHUYECKOEe 000CHOBaHHE;

— WCTOJB30BaHWE  CHEIHAIBHONH  JIUTEpPAaTyphl,  HOPMAaTHBHO-3aKOHOJATEIHHBIX
JOKYMEHTOB, CTATHCTHYECKUX JTAHHBIX;

— Ka4ecTBO 3allUThl KypCOBOM pabOTHI.

JIuteparypHoe o¢popMIIeHUE SBISETCS OJHUM U3 OLEHHBAIOIMX (PaKTOPOB KypCOBOM
paboThl. 31ech oOpamaeTcss BHUMaHHE HA JIOTHYHOCTh W TIOCJIE0BATEINBHOCTD HCIOIB30BAHMUS
HAYYHbBIX MCTOYHUKOB, OOIYIO TPaMOTHOCTb, COOTBETCTBUE CTaHAapTaM O(QOPMIICHHUS HayYHBIX
TPY/OB, IPABHILHOCTH MCITOIB30BAHMS TEPMUHOJIOTHH.
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Ouenka Cymma 0asi10B 321 BCe OueHka 1o rocy1apcTrBeHHOM Onenka no i}
ECTS BH/IbI Y4eOHOii mKaje (3K3aMeH, rocy/1apcTBeHHOI
JAesiITeJIbHOCTH auddepeHunaIbHbIN 3a4€T) mKaJje (3auer)
A 90-100 5 (OTIUYHO) 3a4TEHO
B 80-89 4 (xoporio) 3a4TEHO
C 75-79 4 (xopor1io) 3a4TEHO
D 70-74 3 (yIOBIETBOPUTEIHHO) 3a4TEHO
E 60-69 3 (YIOBJIETBOPHUTEIHLHO) 3a4TEHO
EX 35-59 2 (HeyILOBJIeTBopI/ITeJIbljo) c He 3AUTEHO
BO3MOYKHOCTBIO TTIOBTOPHOU CHAYH
2 (Hey1OBJIIETBOPUTEIIBHO) C
= 0-34 BO3MOKHOCTBIO TIOBTOPHOM ClIa4n He 3AUTEHO
IPU YCIOBUU 00sI3aTEILHOTO
Ha0bopa JOTMOJHUTEILHBIX 0aJIOB

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE YYEBHOI'O ITIPOLECCA

JlJis mOJITOTOBKM KYpPCOBBIX paboT TpebyeTcs ydeOHas naboparopusi, o0opyaoBaHHas
MEPCOHATBHBIMU KOMITHIOTEPAMH, MYJIbTUMEIHIUHBIM ITPOSKTOPOM M SKPAHOM; YATATHHBIC 3Bl
YHHUBEPCHUTETA.

9. PEKOMEHIOBAHHAS JIMTEPATYPA

Ne
n/n

HaunmenoBanue

Koi-Bo
IK3EMILISIPOB
B OMOJIMOTEKE

JouHY

Haaunumue
3JIEKTPOHHOM
BEepPCUM B
IbC

OcHoBHasi IMTEpaTYpa

Jlenonpoun3BoaCTBO o0pa31ipl, JOKYMEHTBHI,
opranuzaius u TexHosnorus padotsl / [B. B. 'anaxos u
ap. ; mox pen. U. K. Kopueesa, B. A. Kyapsesa]. - U3x.
3-e. - Mockaa : [Ipocnekr, 2015. - 479 c.

1

Jlenonpoun3BoaCcTBO (Opranmzamusi U TEXHOJIOTUHU
TOoKyMeHT. obOecneuenust ymp.) / Ilom pen. T. B.
Kysnenonoii ; E. H. bacosckas, T. A. beikoa, JI. M.
Bsiosa u gp. - M. : KOHUTH, 2001. - 359 c.

Mertoaudyeckue pEeKOMEHJALMHA IO  BBIIOJHEHUIO
KYpCOBBIX paboT mo aucuuruinHe "JloKyMeHTallbHbIe
MH(POPMAIIMOHHbIE  CHCTEMBI" JUIL  CTYJEHTOB
HaIlpaBJICHUS MIOATOTOBKH 46.03.02
"JIOKyMEHTOBEJIeHHEe U apXuBoBeleHHE" Bcex (opMm
ob0yuenust / [coct. H. E. Mamenko] ; Jlonenkuii Hail.
yH-T, Pak. MareMaTuku U uHPOpM. TexHonorui, Kad.
uHpopm. cuctem ymp. - Joneuk : JJouHY, 2016. — 20 c.

JlonoJIHUTe/IbHASA JIUTEPAT

pPa

BnacoBa, E. E. CoBpemMeHHBIN OETOBOM TOKYMEHT :
Opranu3anus AeJI0NpOU3BOICTBA U JOKYyMEHTO000pOTa
Ha npennpustun / E. E. Brmacosa. - X. : KoHcynbT,
2004. - 212 c.
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Kasropes, C. Coznanne  (perucrpauus) U
nepepeructparnus npeanpustas / C. Kasropes, O.
ButkoBckas. - 3-e¢ u3n. - XapekoB : @axrop, 2006. -
317 c.

Marseesa, B. KagpoBas nokymenranus / B. Marseesa,
B. Ky3nenos, O. ButkoBckas. - 6-¢ u3a. - XapbKoB :
daxtop, 2006. - 388 c.

[Ipaktukym 1o  aucuuminHe "JloKymeHTaJdbHbIE
WHPOpPMALIMOHHBIE CHCTEeMBI" : JUIi  CTYIEHTOB
HanpaBJICHUSA IIOJATOTOBKH 46.03.02
JIOKyMEHTOBEJIECHE M apXWBOBEACHUE Bcex (opm
obyuenust / [coct. H. E. Mamenko] ; T'OY BIIO
"JloHeuKkuil HallMOHAIbHBINA yHHBepcuTeT', DakynbTeT
MaTeMaTUKd U UHGPOPMAIMOHHBIX  TEXHOJIOTHUH,
Kadenpa wuHDOpMAnMOHHBIX CHUCTEM YIpPaBICHHS. -
Homneuk : JouHY, 2017. - 88 c.

Pomanos, B. II. IIpoekTtupoBaHue 3KOHOMHYECKUX
MH(pOPMAIMOHHBIX CHCTEM: METOHOJIOTHS u
COBpEMEHHBIC TEXHOJOTMH : Yuel. mmocodue Juist
CTYJICHTOB BY30B, OOYYaIOIIMXCS MO CHEHUAIbHOCTH
"[lpuknan. wHpOpMmatuka B skoHomumke" / B. IL
Pomanos, H. 3. EmenssinoBa, T. JI. Ilapteika ; Poc.
okoH. akanx. mMm. I'. B. IlnexanoBa. - M. : Dk3aMeH,
2005. - 254 c.

[[IBenoBa-Boaka, I'. H. O6mas teopust nokymeHTa U
kHuru : yuebHoe nocodbue / I'. H. IlIBenoBa-Boaka. -
Mockga : Pribapu ; Kues : 3nanns, 2009. - 487 c.

10.

HckoBble 3asBieHUs B CyJ o0OLIeH OpUCIUKIUN /
[Coct. M. KO. Tuxommpom]. - 3-¢ wm3m. - M.
Tuxomupos, 2005. - 128 c.

11.

CmupnoBa, JI. JI. MeHemKkMEHT  mepcoHaia
[DnexkTpoHHBI pecypc] : yuebHoe mocobue / JI. ]I
CwmupaoBa ; mox obmieit pemakiuenr B. H. Cepmarok ;
I'OY BIIO "Jlonenkunii HalMOHAJIBHBIM YHUBEPCUTET'.
- Jonenk : 'OV BIIO "IouHY", 2019. - DnexkTpoHHbIe
TeKcToBbIe naHHble (1 daiin).

12.

Edpemona, O. C. [JokymeHTanus Mo oxpaHe TpyJa B
opranuzaiuu / O.C. Edpemona. - M. : Anbpa-IIpecc,
2008. - 134 c.

13.

MuTtpocdanona, B. B. KagpoBoe nenonpousBojcTBO B
KoMMepueckoil opranuzanuu / B. B. Murpodanosa. -
M. : Dk3amen, 2005. - 143 c.

14.

X034UCTBEHHOE TMpPaBO YKpauHbl : Y4YEOHHK JUIS
ctyneHToB By30B / [A. C. BacunweB u ap.] ; mox pen. A.
C. BacunbeBa, O. II. IlognepkoBuoro. - Mzn. 4-e. -
Xappkos : Onucceit, 2010. - 487 c.

31

15.

WNudopmarnzanuss OuzHeca: KOHIEMLUHU, TEXHOJIOTHH,
cuctemsl / A. M. Kapmunckuii, C. A. Kapmunckuii, B.
II. Hecrepos, b. B. Uepnuxos ; Ilog pean. A. M.
Kapmunckoro. - [2-e wm3m. - M. : ®uHaHchl u
cratuctuka, 2004. - 415 c.
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16. | Morpe6nas, JI. Jlenonpor3BoACTBO, KAKMM OHO JTOJKHO 1 -
obITh / JI. [lorpebHas. - 2-e uza. - XapekoB : dakrTop,
2008. - 413 c.

10. TH®OOPMALIMOHHBIE PECYPCbI

1. ATJIAC KopnopatiBHBIM HHGOPMAITMOHHBIHN TTopTai //www.atlas.com.uarusportal

2. BYTE-Poccust KoprniopatusHbie opTaib / www.bytemag.ru

3. DOCFLOW  Vkpaina 2007. Tesucel koH(pepenimu. HaydHo-TexHuveckas
KOH(EpEeHLMs] — BBICTABKa II0 3JIEKTPOHHOMY JIOKyMEHTOOOOPOTY U  YIpaBICHHIO Ou3Hec-
nporeccamu. — K., 2007. // www.DOCFLOW.UA

4. e-Commerce ru. KoprnoparuBHbie WHPOPMAIMOHHBIE MOPTAILI // WWWw.e-COmmerce.ru

5. NUadopmarmst o Microsoft SharePoint Portal Server Ha caiire koprmoparu Microsoft //
http://ww.vert.ru/articles/reviews/vert20050620163240.

6. Nndopmammsa o mponykrax Joxkymentym Cepsucuz CHI // http://documentum.ru

7. Uadopmanust o mpoaykrax 3AO "JIAHUT" // http://www.landocs.ru .

8. Hcnonb3oBaHME KOPIIOPATHBHOTO TIOpTalla U YIPABICHUS WHTEIUICKTYaIbHBIM
KalMTaJIOM ¥ WHHOBALMSIMH HA KPYITHOM TIPEANpUSITHH // www.cl.ruinform.

9. KusizeBa T. B. CpaBHEHHE OTCUECTBEHHBIX CHCTEM aBTOMATH3allMH JICJIONPOU3BOJICTBA U
ANIEKTPOHHOTO TOKyMeHT0000poTa // http://www.csys.ru/delo/docs/045.

10. Cuctembl 2JIEKTPOHHOTO YIIPABJICHUSI JOKYMEHTaMU: 0030p, KilacCH(HUKAIMs M OIICHKA
BO3Bpata oT BHeapenus // http://www.mdi.ru/-library/analit/sysel.html.

11. Vaiir K. Microsoft SharePoint Portal Server — momymuctckuii mopran // Intelligent
Enterprise. — 2002. — Ne2 // http://iemag.ru/?ID=472458.

12. DneKkTpoHHBIA JTOKyMEHTOOO0pOT — CHCTEMBbI JOKYMEHTAIMOHHOTO OOCCIICUYCHHUS
ynpasnenus / http://www.IT.ru.

11. MIPOTPAMMHOE OBECIIEYEHHE

1. Windows 7 PRO (kopniopatusnas nuriensus JOHHY Ne 46484614)

2. Microsoft Office (kopnopatuBhas nutensust JOHHY Ne 46472919)

3. Microsoft Visual Studio (suuensust mporpammer DreamSpark st Beicimx
yueOHBIX 3aBEJICHHI)

4. Antuupyc Kacnepckoro, Adobe Acrobat Reader, XPDF (nuniensuun GPL,
Apache, BSD st cBOOOIHOTO IPOrPAMMHOTO OOECTICUCHHS ).

12. HICIIOJIb30BAHHME 3JIEKTPOHHOI'O OBYYEHMSI
N JUCTAHIOUOHHBIX OBPA3OBATEJIbBHBIX TEXHOJIOT'NU

DHO npenooasamensn
U 6UO IJIEKMPOHHO20 63AUMOOEIICMBUS
npenooagamesb-cmyoeHm no OUCHUnIUHe
Mamenko H.E.:
O6mnaxo (https://cloud.mail.ru/public/2rxR/SBTyWLr9V/),
BK (https://vk.com/maschenko n),
e-mail (n.mashchenko@donnu.ru)

Jucyunauna unu opyzoi
6uo yueoHoil padbomul

KypcoBas pabota no
JIOKYMEHTaJIbHBIM
MH(OPMaLIMOHHBIM CHCTEMaM
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[Tpunoxenue 1

MHUHUCTEPCTBO OBPA3OBAHUS U HAYKH
NTOHELIKOM HAPOJJHOM PECIIYBJIUKHU

I'ocynapcrBenHoe o0pa3oBaTe/ibHOE YUpeKIeHue
BbICIIEr0 NPodeccHOHAIBLHOT0 00Pa30BaAHUA
«TOHEIIKUA HAIITUOHAJIbHBIIA YHUBEPCUTET»

®AKYJIbLTET MATEMATUKHA U HHO®OPMAIIMOHHBIX TEXHOJIOI UiA
KA®EJAPA THOOPMALIMOHHBIX CUCTEM YIIPABJIEHUSA

KYPCOBAA PABOTA
10 JOKYMEHTaJIbHbIM HH(OPMAIMOHHBIM CUCTEMAM
Ha TEMY :
Crynenra (ku) Kypca TPYIIIBI
dhopmbl 00yUueHUs

HanpasiieHus: noaArotoBku 46.03.02 JlokymMeHTOBEIEHUE
U apXUBOBEJICHUE
(hamunus u unuyuanot)
Hayunslii pykoBoauTens
(Oononcnocme, yuenoe 36anue, Hayunas cmenens, Gamuius u
UHUYUATLL)

2020
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[Tpunoxenue 2

PE®EPAT

KypcoBas pabota: 40 c., 4 puc., 7 Tabi., 3 IpUI0KEHUS, 25 HCTOYHUKOB.

[IpeameT uccnenoBaHusl — JOKYMEHTAIIMOHHO-UH(OPMAITMOHHOE oOecrieueHrne KaapoBon
e TCIIbHOCTH.

OOBekT ucciaenoBanus — ropojckas 6onpamma Ne 3 r. Jlonenka.

Ilenpto  pabGoThl  siBIsieTCSs OOOCHOBAaHWE  MPAKTUYECKUX  PEKOMEHIAIUN  TI0
COBEPIIICHCTBOBAHHUIO JIOKYMEHTAIIMOHHOTO OOCCIICUCHHS KaJIpOBOM JNESATEIbHOCTH Ha TPUMEPE
J€e4e0HOr0 YUpEeKICHUS.

Metonabl HUCCIIENOBAHUS: JIETyKTUBHBIH, CTaTHUCTHYCCKHIA, oInucaTeIbHBIN,
CPaBHHUTEIBHBIM, METOJl CUHTE3a, aHaln3a, HAONIOJEHUs, TOJWCTHBIN aHallu3 JOKYMEHTOB,
doTorpadus pabouero aHs, UHTEPBLIOMPOBAHUE.

PaccMmoTpensl TeopeTHuecKHE OCHOBBI JIOKYMEHTAIMOHHOTO OOECTICUYeHMsI KaJApOBOM
ciyxObl. JlaHa xapaKTepuCTHKa IIPABOBOTO OOECIIEUEHUsI CUCTEMBI YIIPABICHUS IIEPCOHATIOM.

[IpeacraBnen aHanM3 OpraHU3aldUd JTOKYMEHTAIIMOHHOTO OOECICUEHUs YNpaBICHUS B
KaJIpoBOH ciyx0e Ha mpumepe ledeOHOro yupexxaeHus. M3ydeHbl ocoOeHHOCTH pPabOTHI ¢
MEPCOHABHBIMU JITAHHBIMA pPAa0OTHHKA KaK ¢ KOHQUACHIMAILHOW WHGopMmaiueil B pabote
KaJIpOBOM CITY>KOBI IIPEANPUSATHS.

Pa3paboranbl peKOMEHIAIMN 110 COBEPIICHCTBOBAHNIO WH()OPMAIIMOHHOTO 00eCTIeUeHUS
KaJIpOBOM JIeATEIILHOCTH.

JOKYMEHTAIIMOHHOE OBECIIEYEHHME, JAEJIOITPON3BO/ICTBO,
KAZIPOBAS CIIVIKBA, JOKYMEHTAIIMOHHBIE CUCTEMbBI, THOOPMAILIMOHHBIE
CUCTEMbBI, KOHOUJAEHIINAJIbBHA A MTHOOPMALINA, JOKYMEHT
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[Tpunoxenue 3

COJAEP)KAHUE
BBEJIEHUE ...ttt e e b e 3
PA3EJI 1. TEOPETUUECKUE ACIIEKTHI JOKYMEHTAIIMOHHOI'O OBECIIEUEHUA
KAJIPOBOM CITYKBBL.......ooviiiiieeieeeteiiees sttt enes st sn et as st 6
1.1.0cobeHHOCTH KaJAPOBOM NEITEIBHOCTH B JICYCOHBIX YUPEIKICHUSIX ©vvvvrvversrvrerssreesssnessssneesenes 6
1.2. 1enonpou3BOACTBEHHOE 00ECIEUEHNE CUCTEMbI YITPABICHUS MEPCOHATIOM .....vvvvveererennesnes 13
1.3.IIpaBoBO€E 00ECTIEUEHHE CUCTEMBI YIIPABICHUS TIEPCOHATIOM ....vinvvirreesrenseesreesesseesseenessnensens 16
PA3EJI 2.0PTAHU3AILIMA JOKYMEHTALIMOHHOI'O OBECITEYEHUW A VIIPABJIEHUA
B KAJIPOBOH CJIY)KBE HA TIPUMEPE JIEUEBHOI'O YUPEXIEHU ...........cvvvvcenene. 23
2.1.KagpoBoe obecriedeHre eITEIbHOCTH JIEYEOHOTO YUPEIKICHUS «.e.vvvervreerreanreesieesnreesineeeeenes 23

2.2. JIOKyMEHTAallUOHHOE O0OECleYeHHEe CHCTEMbl YIPaBICHUSI IMEPCOHAIOM JIe4eOHOTO

e 17 91 (2217 6 SO U ST PR PP TPR ORI 28
2.3. IlepconampHble aaHHBIE pabOTHUKA Kak KOH(UACHIManbHAas WHoOpManus B padore
KaJIPOBOH CITY>KOBI JT€UCOHOTO YUPEIKIICHUS ...vvenvvenreesreanreessreasseessneaseessnessseessnsasesssnsansesssneenseeses 35
PA3JIEJI 3. PEKOMEHJIAILIMU 11O COBEPIIEHCTBOBAHNIO MTH®OPMAILIMOHHOI'O
OBECIEYEHUS KAIPOBOM JIEATEJIBHOCT]........cooveeoeveeeieieeeeeese st 42
3.1 UndpopmannoHHoe obecrieueHue JesITeIbHOCTH JIEUCOHOTO YUPEKIACHUS ...vvevvirvvrveenririrenies 42

3.2. Hcnonb3oBaHue WHGOPMALMOHHON MpOrpamMMbl MO YIPABJIECHUIO MEPCOHAIOM B paboTe

B (S (101 (0 ) WO Y Y20 1oy () 506 (R 45
TN L E L 1 125 0 1 50
CITMCOK UCITOJIB3OBAHHBIX UCTOUHHUKOB .......coeiiiiiiiiiiee e 52

TTPUTTOKEHMS ... 54
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[Tpunoxenue 4

IMPUMEPBI O®OPMJIEHUA
BUBJIMOTI'PAOUYECKOI'O OIIMCAHUA B CITMCKE
HUCTOYHUKOB, KOTOPBIA MPUBOJST B KYPCOBOM PABOTE

1. Kongpateesa, T. H. JlokymeHTanimoHHOe obecriedeHre ynpasieHus: [Tekct]: yuebHoe
nocobue / T. H. KonapareeBa; Trom. roc. yH-T. — Tromens: U3n-Bo TromI'VY, 2010. — 296 c.

2. Jlynuenko, A. A. u ap. OcHOBBI HayuHBIX uccienoBanmii [Tekcr]: yaeOHoe mocodue /
A. A. Jlynuenko, S. A. Jlynuenko, T. A. Ilpumak; Iloxg pen. A. A. Jlynuenko. — K.: T-Bo
«3nanusay, KOO, 2000. — 114 c.

3. Ieiiko, B. M., Kymnapenko, H. M. Opranuzaumss ¥ METOJUMKA HAy4YHO-
UCCIICIOBATENLCKON nesTenbHOCTH [Tekct]: y4eOHuk. — 2-¢ u3i., mepepab. u mom. — K.:
3nanue-IIpecc, 2002. — 295 c.

4. Teneukwmii, B. M. PedeparuBHbie, KypcOBbIE U BBIIYCKHBIC KBaJH(UKAIIMOHHBIE
paboThl. YueOHO-MeToauyeckoe mocobue [DnekTpoHHblii pecypc] / B. M. Teneukwuii. —
Kpacuosipck: Cubupckuii denepanbubiii yausepcurer, 2011. — 152 c¢. Pexxum pocryna:
http://biblioclub.ru/ (nata o6pamenus 05.05.2011).

5. AspneeB, B. B. VYmpasnenue nepconanioMm. OnTumuzaiusi KOMaHAHOW paOOTHI:
peurxuHupuHroBas TexHojorus [Tekct] / B. B. ABneeB. — M.: ®duHAHCHI M CTaTUCTHKA,
2006. — 960 c.

6. bapunos, B. A. Opranuzanuonnoe npoektupoBanue [Tekcr] / B. A. bapunos. — M.:
NHO®PA-M, 2005. — 399 c.

7. backakos, A. fl., Tynenkos, H. B. MeTtogonorus HaydHOTo UCClIeJOBaHHs: yuyeOHOE
nocooue [Tekcr] / A. 5. backakos, A. f. Tynenkos. — K.: MAVII, 2002. — 216 c.

8. benas, T. P. ABromaTu3upoBaHHas cHCTEMa JOKYMEHTAIlMOHHOTO oOOecreueHHs
ynpasienus: opranuzaius coznanust AC JIOY [Tekcr] / T. P. benas // Jlenonpou3BoacTBo. —
2007. — Ne 10. — C. 40-48.

9. I'paue, C. M. Coopuuk nomkHocTHbIX HHCTpyKumi [Texct] / C. M. I'paueB. — M.:
Komexc, 2005. — 832 c.

10. Hdemumora, A. K. ITocobue mo pycckomy si3bIky: Haywsbrii ctuimb. OdopmiieHue
Hay4Hoi1 pabotsl [Tekct] / A. K. [lemunoBa. — M.: Pycckuii s13b1k, 1991. — 121 c.

11. Ky3nenoBa, T. B. J[lenmonpousBoactBo: JloOKyMeHTalMOHHOE OOecTeueHne
ynpasnenus [Tekct] / T. B. Ky3nenoBa.— 5-u3zn. — M., 2007. — 528 c.

12. SIakoBas, B. ®@. Kak opranuzoBath aenonponsBoactBo [Tekct] / B. @. AnkoBas. —
M.: ML ®SP, 2004. — 413 c.

Cmambou u3 JH#cypHanos u coOOpHuKos

13. Kubanos, A. MeToJibl MOCTPOEHUSI CUCTEMBI yIpaBiieHUs nepcoHayioM [Tekct] / A.
Ku6anos // Kagposuk. Kagposerit menemxment. — 2007. — Ne 6. — C. 4-8

14. TTapoBa, JI. M. JlunsoMHOe MPOEKTUPOBAaHHE B JOKYMEHTAIIMOHHOM O0ecle4eHun
yIpaBieHUs] — 3aBepIIAONIN 3Tan npodeccrnoHalbHON MOArOTOBKU JoKyMeHToBena [Tekct] /
JI. M. Tlapoga // JenonpousBoactBo. — 2012. — Ne 2. — C. 99-104.

OJIEKTPOHHABIE PECYPChI
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