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1. OBJIACTb IPUMEHEHUA 1 MECTO JUCIIMIIVIMHBI B YYHEBHOM ITPOIECCE

KypcoBass pabota 1o opraHu3aiii W TEXHOJOTHH JOKYMCHTAIIMOHHOTO OOeCIeYCHHUS
yIpaBICHUS OTHOCHTCS K 0a30Boil yacth mpodeccHoHAIbHOTO OJ0Ka JUCHHUIUIMH —TIO
HarnpaBjeHuto moarotoBku 46.03.02 «JlokymeHTOBeneHHE W apXHWBOBeACHHE». Hamucanue
KypCOBOH pa0OThl 1O OpraHW3allil ¥ TEXHOJOTUU JOKYMEHTAIIMOHHOTO OO0eCcTeueHus
VIpaBJICHUS OCHOBBIBAaCTCI Ha 0a3e AWCHMIUIMHBI  «OpraHu3anuds W TEXHOJIOTHS
JOKYMEHTAIMOHHOTO obecrieueHus». SIBinsercs 0a30BOM M TOCIEAYIOUIETO W3YYCHHUS
JICITUIUIAH TTPO(EeCCHOHAIIBHOTO OJIoKa: «ApXHBOBeIacHHE», «OpraHu3aius CeKpeTapcKoro
oOcinyxuBaHus»,  «JloKyMeHTalbHbIE  WH(QOPMAIIMOHHBIE  CHCTEMBI»,  «DJIEKTPOHHBIN
JIOKyMEHT0000poT», «I['OCymapCTBEHHbIC, MYHHIMIIAJLHBIE W BEIOMCTBCHHBIC apXHBBIY,
«KampoBoe  JemOMpOM3BOACTBO W apXWBBI  JOKYMEHTOB IO  JIAYHOMY  COCTaBY»,
«H(popMaIIMOHHBIE TEXHOJIOTHH B JJOKYMEHTAITMOHHOM OOCCIICYCHUH YIPABICHHUS U apXUBHOM
JIeae».

HopmaTHBHBIE CCBLIKH — He npedycMompeHo

2. CTPYKTYPA JUCHUIIJIMHBI

Xapaxkmepucmuka yueOHOU OUCYUNIUHDL

Hanpasnenue noarotroBku 46.03.02 JlokyMEHTOBEJIEHUE U apXUBOBEACHUE
OO6pa3zoBarespHas IporpaMmma OakayiaBpuaT
Kpanuduxanms aKaJeMHYecKHil OakamaBpuar
Jucuummna 6a30Boii / BApuaTHBHON YacTh
. 0a30Bas yacTh MPO(PEeCcCHOHATILHOTO OJI0Ka
00pa3oBaTeNbHOI MPOrpaMMbl
®opmel kouTpos (MK, sk3amen, 3auer) JuddepenumipoBaHHblil 3a4eT
ouHas popma 3aouHas Gopma
MokasaTem oOyueHus o0y4deHus
HOpMAaT. | YCKOp. HOpMaT. YCKOP.
CPOK CPOK CpOK CPOK
KonnuecTBo 3a4eTHBIX eAMHUIL (KPEIUTOB) 1 1 1 1
I'on moaroToBku 2 2 2 2
Cemectp 4 4 - -
KonuuecTBo yacoB 36 36 36 36

AP — akagempasHuia
3. OIMCAHUME JUCIHUIIJINHBI

Iesau 1 3a1a4u

Hens mucummumabsl — (GOPMHPOBAHUE KOHIENITYAIbHO-WH(MOPMAIIMOHHON MOJEIH |
HEOOXOIUMBIX MPAKTUYECKUX HABBIKOB YIIPABICHUS JOKYMEHTaMH (IOKyMEHTaluen).

3agaun JUCITATIIINHEL.

— O3HAKOMJICHUE CTYICHTOB C MCTOpUEH PAa3BUTHUS JOKYMEHTAIIMOHHOTO OOeCTeueHus
yIpaBiieHus (IeTOMPOU3BOJICTBA) M €r0 COBPEMEHHOU CTPYKTYPOiA;

— W3y4YeHHE U OCBOCHHE OCHOBHBIX TIOHSATHUH JOKYMEHTAI[MOHHOTO OOecredYeHus
YIPaBJICHUS, ONPEICIICHUE COBPEMEHHOTO COCTOSTHUSI TEPMUHOCHUCTEMBI;

— TpUOOpEeTeHHEe TEOPETUYECKUX H MPAKTUYECKUX 3HAHUM 10 COBPEMEHHBIM
TpeOOBaHUSIM K OpraHu3alliy JIeJONPOU3BOJICTBA Ha OCHOBE MCIIOJIIb30BAHMSI KOMIIBIOTEPHOMN
TEXHUKU;

— YCBOGHHME CTyJEHTaMU TIPaBWJ COCTaBJICHUS U  OGOPMIICHHUS  PazIUYHbBIX
YOPABJICHUYECKUX  JIOKYMEHTOB:  OPraHM3allMOHHBIX,  PACHOPSAUTENBHBIX,  CIPABOYHO-
MH(OPMALIMOHHBIX, JTOKYMEHTOB MO JIMYHOMY COCTaBy C HCIOJB30BAaHHEM IMEPCOHAIBHOIO
KOMIIBIOTEPA.




4

TpeOoBanus K pe3yabTaTaM 0CBOECHHS IMCHMILINHBI. [Iporiecc n3ydeHus: TUCIUIUTAHBI
HampaejieH Ha (OPMHPOBAHHE DJIEMEHTOB CJEAYIOUIMX KOMIIETEHIIMH B COOTBETCTBUH C
tpeboBarusiMu ['OC BIIO no nampaenenuto moarotoBku 46.03.02 JlokymMeHTOBeneHUE W
apXMBOBEJCHHE M OCHOBHOW 00pa3oBaTelbHONM MPOrpaMMbl  BBICIIETO  00pa3oBaHUs
HanpasyieHus: noaArotoBku 46.03.02 JlokyMEeHTOBEIEHUE U apXUBOBEACHUE:

a) oowexynomypnuix (OK):

— CIOCOOHOCTH K CaMOOpraHu3aiuu u camooopasosanuio (OK-7);

— CMOCOOHOCTh K MCMOJIb30BaHUIO OCHOBHBIX METOJIOB, CIIOCOOOB M CPEACTB MOJTYUYCHHUS,
xpaHenusi, nepepadorku nadopmanuu (OK-10).

0) oowenpogeccuonanvnvix (OIIK):

— BHajzeHue 0a30BBIMM 3HAHUSAMH B 00JacTH HWH(POPMALMOHHBIX TEXHOJOTHH
(mporpaMMHbBIE  MPOAYKTHI, HCIIOJIIb3yeMble B  YIPABICHUM JIOKYMEHTAMH, CHUCTEMBbI
3IIEKTPOHHOT'O IOKYMEHTO000POTa, TEXHOJIOTHH CKaHUPOBaHus J0KyMeHToB) (OI1K-2);

— BIIaJICHUE HaBBIKAMU HCIOJIb30BAHUS KOMIIBIOTEPHON TEXHMKH U WH(GOPMAIMOHHBIX
TEXHOJIOTUH B TOWCKE HCTOYHWUKOB W JIMUTEPATYPHl, WCIOJIH30BAHUU IPABOBBIX 0a3 JaHHBIX,
COCTaBJICHUH OHOMHorpaduueckux U apXxuBHbIX 0030poB (OITK-4);

— CIOCOOHOCTh pelIaTh CTaHAAPTHBIC 33Ja4l NPOPECCHOHATBHON NESITEIBHOCTH Ha
OCHOBE MH(OpPMAIIMOHHON 1 6ubIHOrpaduyecKoi KyabTyphl C IpUMEHEHHEM HH(OPMAIIMOHHO-
KOMMYHHKAIIHOHHBIX TEXHOJIOTHH M C YYEeTOM OCHOBHBIX TpeOOBaHWN WH(POPMALMOHHOMI
6e3omnacHoctu (OITK-6).

6) npogheccuonanvuuix (I1K):

HAY4YHO-UCCIe008aMENbCKASL 0eAMEeNIbHOCb.!

— BIIQJICHUE 3HAHUSAMH OCHOBHBIX TMpOOJIEM B OONAacCTH JOKYMEHTOBEICHUS W
apxuBoBenenus (ITK-3);

— CIOCOOHOCTh CaMOCTOSITENIbHO paboTaTh C pa3IMYHbIMM MCTOYHUKAMU HHQOpMAIUU
(TTK-4);

— BIIQJICHUE TECHACHIMSAMH  Pa3BUTHSI  WHPOPMAIMOHHO-TOKYMEHTAIIMOHHOTO |
obecrieuenus ynpasnenus u apxusnoro jaena (ITK-5);

— CMOCOOHOCTh aHAIM3UPOBATH IIEHHOCTD JIOKYMEHTOB C 11eibto ux xpanenus ([1K-8);

MEeXHON02UYeCKas 0esimelbHOCb.

— BIIQJICHUE HABBIKAMU HCIIOJI30BAaHHUS KOMIIBIOTEPHONH TEXHHKH M WH(OPMAIIMOHHBIX
TEXHOJIOTHH B JOKYMEHTAI[HOHHOM OOeCIieueHnH yrpaBieHus u apxuBHoM jene ([1K-14);

— BIIQJICHUE TIPaBWJIAMH OKCIUTyaTallill TEXHUYECKUX CPEICTB M CHOCOOHOCTHIO
UCMOJIb30BaTh TEXHUYECKHE CPEJICTBA B JOKYMEHTALIMOHHOM OOECIEYEeHUU YNpaBICHUS U
apxusHoM jene (ITK-16);

— BIIQJIGHUE COBPEMEHHBIMH CHCTEMaMH HH(GOPMAIMOHHOTO UM  TEXHHYECKOTO
o0ecrieyeHns TOKYMEHTAIIMOHHOTO OOecIieueHus1 yrpasieHust u ynpasienus apxuBamu (I1K-

18);

— CIMOCOOHOCTh WCTIONB30BaTh IMpaBWJIa TOATOTOBKM YIPABICHUECKUX ITOKYMEHTOB H
BesieHus aesnoBoit nepenucku (ITK-19);

— CIOCOOHOCTh WCIIONB30BaTh IpaBWJa OpraHW3allMd BCEX JTamoB paboThl ¢
JOKYMEHTaMH, B TOM 4Hcie apXxuBHbIMU nokymeHTamu (I1K-20);

— BIIQJICHUE HABBIKAMU COCTABIICHHS OTIMCEH JIeI, TIOATOTOBKH JIENT K Tepeiadye B apXuB
OpraHM3aluy, TOCYIapCTBEHHBIN MM MyHUIIMNANBHBIH apxuB (ITK-21);

— BIIAJICHUE HABBIKAMH TOATOTOBKU YIIPABIEHYECKUX JOKYMEHTOB W BEICHHS JIEIOBOU
nepenucku (I[TK-25);

OP2aHU3AYUOHHO-YNPABNIEHYECKAsl 0esIMelbHOCb.!

— CIOCOOHOCTh OpPraHU30BBIBATH PAOOTY CIYKOBI JOKYMEHTAIIHOHHOTO OOECTIeYeHUs
yIpaBJIeHUs] ¥ apXuBHOTO XpaHeHus nokymentos (ITK-30);

— cnocoOHOCTh pa3palaThiBaTh JIOKAJIbHbIE HOPMAaTHUBHBIE aKThl M HOPMAaTHBHO-
METOJUYECKHE JOKYMEHTHI MO BEICHUI0 MHYOPMAIIMOHHO-IOKYMEHTAllMOHHOTO O0ecredeHus
yrpasieHus u apxuBHoro jaena (I1K-31);
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— BIIaJICHUE 3aKOHOJATEIILHOM M HOPMAaTHBHO-METOAMYECKON 0a30i MH(MOPMAIMOHHO-
JOKYMEHTAIlMOHHOTO  O00eCre4YeHHsl YOpaBJIEHUSs U apXMBHOIO JI€Jla, CIHOCOOHOCTBIO
OPHCHTHUPOBATHCS B IIPaBOBOI 0a3e cMexxHbIX obuacteit (ITK-32);

NPOEKMHAA 0esIMENbHOCIb:

— BJAQJCHUE NPUHIMIAMHA W METOJAaMHU YIOPSAIOYECHHUS COCTaBa JOKYMEHTOB U
uHbopManroHHbIX mokaszarenei (ITK-43);

— BIQJICHUE METOJIaMH ONITUMU3AINK JOKyMeHTOmoTokoB (ITK-45);

— BIIaJIcHUE HAaBBIKAMU ONTHMH3AIMM COCTaBa JOKYMEHTOB U HH(OPMAIMOHHBIX
MIOTOKOB, COKpaieHus ux koauuectsa (I1K-48);

— CIOCOOHOCTh COBEPILIEHCTBOBATH JOKYMEHTAIlMOHHOE oOecnieuenue yrnpasieHus (I1K-
50).

B pe3yabTare n3dyyeHusi y4eOHOM QM CHUILIMHBI CTYAEHT 10JI2KEH

3Hamp HOPMATUBHYIO 0a3zy JOKYMEHTALlMOHHOTO OOECHEYEHHUs YIPaBJIEHHs; OCHOBHbBIE
TEPMHHBI U OIpelIeieHus] B O00JIaCTH JEJONPOM3BOJCTBA; KIACCU(PUKALUIO CIIYKEOHBIX
JOKYMEHTOB; aBTOMAaTHM3MPOBAaHHBIE KOMIBIOTEpHBIE TEXHOJIOTMM B cdepe  o0mero
JEJIONPOU3BOJCTBA U YIPABJICHHS; OCHOBHBIE BUABI W Pa3HOBUAHOCTH OPraHMU3AIOHHO-
MIPABOBBIX, PACIIOPSIUTEIBHBIX, HHPOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB; OCHOBHBIC BHJIBI U
Pa3HOBUAHOCTH JOKYMEHTOB IO JIMYHOMY COCTaBY; MpaBUja COCTABICHUS MHCEM HHOCTPAHHBIM
napTHepaM; TpeOOBaHUS K M3TOTOBJICHHIO OJIAHKOB JOKYMEHTOB; COCTaB pPEKBHU3UTOB
JOKYMEHTOB; MpaBHJia U TPeOOBaHUS K COCTABICHUIO U O(OPMIICHHIO PEKBHU3UTOB B Pa3HBIX
BUJIaX OpPraHU3al[MOHHO-PACHIOPSAUTEIBHBIX TIOKYMEHTOB; TpeOOBaHUs K 0(OPMIICHUIO TEKCTOB
CIy’)XeOHBIX  JIOKYMEHTOB; TEeXHUKO-opdorpaduyeckue mpaBuiia HAMHUCAHUS  TEKCTOB
JIOKYMEHTOB; OCHOBHBIE ITpaBHJIa KOMIIBIOTEPHOIO HA0Opa TEKCTOB JIOKYMEHTOB; TpeOOBaHUS K
JOKYMEHTaM, KOTOpbhI€ H3rOTaBIMBAIOT C TMOMOIIbI0 KoMmmbloTepHoi TexHuku (I1K);
OpraHu3aIuio paboThl CO CYKEOHBIMH TOKYMEHTaMHU (IIpHEM, NPEABAPUTEIBHOE PACCMOTPEHNE
JIOKYMEHTOB, TTOPSA0K 00paObOTKH BXOISIINX, UCXOISAIIUX U BHYTPEHHHUX JOKYMEHTOB, TOUCK U
XpaHEHUE JOKYMEHTOB U T. I1.);

ymemp TIPUMEHATh 3aKOHOJATEIbHBIE AaKThl, HAIMOHAJIbHBIE CTAHJIAPTHI, JIPyTUE
HOPMAaTUBHBbIE U METOJIMYECKHE JOKYMEHTHI B c(epe AeTonpou3BOACTBA; CUCTEMATHU3UPOBATH
VIPaBIEHYECKYI0  JOKYMEHTAI[MI0O M0  Pa3IMYHbIM  KJIacCU(UKAIMOHHBIM  TPH3HAKAM;
OpraHW30BBIBATh PAIMOHAIIBHOE JBH)XEHHE JOKYMEHTOB B OpPraHU3AIMAX pPa3Iu4HbIX (Gopm
COOCTBEHHOCTH; TPUMEHSATH MpaBUjia KOMIBIOTEPHOro Habopa mpu o(GOpMIEHUU pa3IHUHBIX
BUJIOB TEKCTOBOTO MaTepHalia; BHEAPATh KOMIIBIOTEPHbIE TEXHOJOTMU aBTOMAaTU3ALUU
JOKYyMEHTOO0OpOTa B  YIPABIECHYECKYIO JEATEIbHOCTh; COCTaBISATh TEKCThl TUITUYHBIX
VIOPABICHUYECKUX JIOKYMEHTOB (OpraHU3AIMOHHBIX, PACIOPSIUTEIbHBIX, HWHPOPMAIIMOHHO-
CIPAaBOYHBIX, JOKYMEHTOB IO JHYHOMY COCTaBy U [Ip.); NpodecCHOHaIbHO O(OpMIIATH
pa3janyHble BHJIBI CIYXKEOHBIX JOKYMEHTOB Ha KOMIIBIOTEpPE, HCIOIb3YS BO3MOXKHOCTHU
TekcToBoro penakropa MS Word u 1. 1.,

6é1a0emb HABBIKAMU IOMCKAa HEOOXOJMMONW HOPMAaTHUBHO-TIPAaBOBOW HH(OpManuu B
3aKOHOJATENFHBIX W HOpMaTuUBHBIX akTax JIHP mo pgenmompowm3BoacTBY U paboThl ¢
MPaBUTEILCTBEHHBIMU JIOKYMEHTAMHU, aKTyaJlbHBIMA HAa COBPEMEHHOM JTare; HaBBIKAMH U
METO/IaMH PEILICHUs 33]a4, CBA3aHHBIX C JIOKYMEHTUPOBAHUEM YIPABJICHUECKOU JESITEIbHOCTU
Ha TPEANPUATHSX W B OPTAHHM3ANUSIX DPA3TUYHBIX (POPM XO3SHCTBOBAHUS, B COBPEMEHHBIX
PKOHOMHUYECKUX YCIOBHUSX; MpPHEMaMH W METOJAaMH COCTaBIEHUS W O(POPMIICHUS BHUIOB U
Pa3HOBUAHOCTEH  OpPraHM3allMOHHO-TIPABOBBIX,  PACHOPSAMTEIbHBIX,  HHPOPMAIMOHHO-
CIPAaBOYHBIX JOKYMEHTOB, MpHEMaMH ¥ METOJaMH yHU(DHKAIMM W CTaHJapTU3AlUU
OpraHU3aIMOHHO-PACTIOPSAUTENEHON TOKYMEHTAIUH.

4. COAEP)KAHME JUCIMIIVIMHBI 1 ®OPMbI OPTAHU3AIIMU YYEBHOI'O
IMPOIECCA

HccnenoBanue MpOBOAUTCS B CTAl[MOHApHBIX YCIOBUSX B (opme cOopa HaydHO-
HCCJIEIOBATEILCKOTO MaTepuaa AJis HalmucaHus KypcoBoil paboTel. Haunnaercs ¢ npoBeneHus
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KOHCYJIbTAIMH U ONpeaesieH s pyKOBOIUTENS Ha Kadeape.

OcHoBHbIE CIIOCOOBI  MPOBEJACHHUS  HCCIIEOBAHMS  OINPEAETSIOTCS COBMECTHO C
pPYKOBOJUTENEM Ha 0aze MPOBEICHUS UCCIEIOBAHUS.

B cooTBercTBHM ¢ TeMOI KypcOBOW pabOTHI U MPOOJIEMON HCCaea0BaHus 0a30i IS ee
NPOBEICHUSI MOTYT BBICTYHAaTh Kak jabopaTopuu W Kadeapsl YHUBEPCUTETa, TaK M JPyrue
CTPYKTypHBbIE TOJpa3/ejeHUs] YHUBEPCUTETa, a TaKXKe NPEeOUpUITUS, YUPEKICHUS U
OpraHu3aly Pa3InIHOrO TUIIA.

CryneHT MoeT BbIOpaTh B KadecTBe Oasbl AJIs HAlMCaHUS KypcoBOW paboThl Oyayliee
MeCTO pPaboOThl, YTO OyJeT CIOCOOCTBOBATH YCIHEIIHOMY MPOXOXKICHHIO PAaHHUX OSTaroB
npodeccuoHanu3aluu.

5. COAEPKAHHME TATIOB UCCJEIOBAHUSA TPOBJEMbBI KYPCOBOM PABOThHI

5.1. OcHoBHBIE TPeOOBaHHS K KYPCOBBIM padoTam

Temy kypcoBoil paborel 1o aucuuiuimHe  «OpraHuzanus W TEXHOJIOTHUA
JOKYMEHTAIMOHHOTO ~ O0ECIeYeHUsl YIpaBJICHUS» CTYIACHT BBIOMpPAeT CaMOCTOSATENBHO,
COTJIACOBBIBACT €€ C HAy4YHBIM pYKOBOJAWTENIEM, Ha3Ha4eHHbIM Kadenpoil. Ilepeuenn
PEKOMEH/I0BaHHBIX T€M KypPCOBBIX padoT (popMupyeTcs B COOTBETCTBHHM ¢ paboueil mporpaMmoi
y4eOHON JUCIUTIIIMHBI.

KypcoBast pabora no pucnumianHe «OpraHu3anusi ¥ TEXHOJIOTUs JOKYMEHTAL[MOHHOIO
oOecrieueHUs YIpaBIEHUS», KaK MPABUJIO, SIBISIETCA TEOPETHUUYECKUM HCCIEIOBAHUEM IO
BbIOpaHHOW Teme. JlomyckaeTcs MOJArOTOBKa KypCOBOM pabOThl Ha OCHOBE INPAKTHUYECKUX
pa3paboTOK, MPOBENEHHBIX C YHACTUEM CTYJIEHTA WM BBIIOJIHEHHBIX UM CaMOCTOSITENIBHO.

CTyneHT caMOCTOSITENIbHO COCTaBIIST IJIaH PabOThl, COTJIACOBBIBAET €r0 C HAy4YHBIM
pykoBoauTeneM (BO Bpemsl paOOThl HaJ JIUTEPATypod IJIaH MOXKET ObITh OTKOPPEKTUPOBAH).
[Tpu HanMcaHuK pabOThI MPOBOJATCS CUCTEMATHYECKUE KOHCYJIBTAIIMH C PYKOBOAUTEIIEM.

B cootBercTBUM € miIaHOM KypcoBasi paboTa JI0JKHA BKJIIOYATh BBEACHUE; OCHOBHYIO
4acTh, KOTOpas IEJINTCSA Ha Paszeiibl, MOAPA3JEibl; 3aKIIOUYEHUE; MEPEUEHb MCIOJIb30BaHHBIX
MCTOYHUKOB.

Ecnu 06beM 11000ro U3 OCHOBHBIX Pa3/ielloB UMEET MeHee 6 CTpaHMIl, TO Takas padoTa
MOET OBITh BO3BpallleHa Ha JOPAOOTKY.

1. B pabore CTYAEHT JOJDKEH 00s3aTeNbHO CChUIAThCS HA JIOKYMEHTBHI, Hay4HbIE WIIH
nyOIMIMCTUYECKUE TPYAbl M ONYOJMKOBAaHHBIE WM HE ONYOJIMKOBaHHBbIE WMCTOYHUKH, W3
KOTOPBIX 3aMMCTBOBaHbl MaTepHajbl WJIN OTAEIbHBIE pPe3yNabTaThl (IUTHPOBAaHUE, LU(GPOBOM
MaTtepuan u JIip.).

2. Marepuan no pesyibTaTtaM HccieloBaHUS HEOOXOAMMO M3jaraTh CKaTo, JIOTUYHO U
apryMeHTHPOBAaHHO, U30erasi OOIIMX CJIOB U TIOBTOPOB.

3. BeInosnHeHHYI0 KypcoBYIO0 paloTy cTyneHT odopmiseT M craeT Ha Kadenapy uis
MIPOBEPKU HAyYHBIM PYKOBOJUTENIEM HE M03KE YCTAHOBIEHHOTO cpoka (3a 10 qHeil 10 3aIuThl).

5.2. MeToanka HAMMCAHUS KYPCOBBIX padoT

KypcoBast pabota npeaycMaTpuBaeT TaKue dTarbl:

— BBIOOp TEMbI, KOHCYJIbTALMS KypaTopa,

— yTBepKJeHue rpadpuka BbIIOIHEHHS padoThI;

— cocTtaBieHue oubauorpaduu 1o Teme;

— H3YYEHHUE JTUTEePATYPHBIX HCTOUHUKOB 10 TEME UCCIICIOBAHUS;

— yTBep:KJEeHHE IUIaHa KypcOBOM paboThI;

— (opMupoBaHUEe HAyYHOTO anmapara;

— JIOIOJIHUTENIBHOE U3yYEHHE JIUTEPATYPHI;

— cOop sMIupUYecKoro Marepuania (mpoBeaeHre HabII0AeHUH, OIpoca, TECTUPOBAHNUSA);
— TOATOTOBKA IEPBOI0 BapuaHTa padoThI,
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— TpOBEpKa PYKOBOJIUTENIEM MIEPBOTO BapuaHTa pabOTHI,

— BHECEHHME U3MEHECHHH K TUIaHy U COJICPIKaHUI0 pabOTHI;

— odopMIIeHHE OKOHYATEIHLHOTO BapuaHTa PabOThI COTJIACHO TPEOOBAHUSIM;
— T1oja4ya KypcoBou paboThl Ha Kadenpy;

— 1opaboTKa KypcoBOM pabOTHI (€CiIU HY)KHO);

— 3ammTa KypcoBOH pabOThI TIOCIIE 0JI0OPEHUS €€ PYKOBOTUTEIIEM.

5.3. TpeGoBaHusl K COAeP:KAHUIO M CTPYKTYpe padoThl

CTpykTypa KypcoBoii padoThbl

— tutyapHbld guct (Ilpunoxenue 1);

— pedepar Ha pycckom si3bike ([Ipunoxenue 2);

— coxaepxanue (IIpunoxenwue 3);

— BBEJICHUE;

— OCHOBHAsl YaCTbh, KOTOpasi COCTOMT U3 Pa3/ie]OB U MOIPa3eIioB;

— 3aKJIIYCHUE;

— CIIMCOK MCIIOJIb30BaHHBIX UCTOUHKMKOB ([Ipuioxenue 4);

— MpWIOXKEHHUS (B CiIydae HEOOXOIUMOCTH).

Tumynenelii aucm (mumyn) SBISETCS TEPBOM CTPaHHWIEH KypcoOBOW pabOTHI |
OCHOBHBIM HMCTOYHHMKOM OuOnuorpadudeckoil nHGpopMauu, HeOOXOAMMOM I TPOPAOOTKH U
MOMCKA JIOKYMEHTA.

Tutyn nomkeH UMeTh CBEICHHsI, KOTOPbIE MOAAIOT B TAKOH MOCIEI0BATEIbHOCTH:

— Ha3BaHME MUHHUCTEPCTBA U y4YEOHOI'O 3aBEJCHUS;

— Ha3BaHHe (paKyIbTeTa;

— Ha3BaHHe Kadeapsl;

— Ha3BaHHUE KypcOBOM paboThI;

— Kypc, rpynna;

— (amwmus, UM, OTYECTBO aBTOPA;

— Hay4YHas CTeleHb, YYEHOE 3BaHME, OJDKHOCTb, (haMHIIUS, UMs, OTYECTBO HAYYHOI'O
PYKOBOJUTENS KypCOBOM palboThI;

— TOpOJ U TOJ.

Peghepam npennazHaueH Juisi 0O3HAKOMJIEHHSI C COJEp’KaHUEM KypcoBoil paboTel. OH
JIOJKEH OBITh C)KaThIM M MH(OPMAIIMOHHBIM M JIOJKEH COJIEPKaTh:

— cBegeHuss 00 oObeMe paboOThl, KOJUMYECTBO: PHCYHKOB, TaOJUL, JUTEpPaTypHBIX
WCTOYHUKOB ¥ MTPHIIOKCHU;

— TEKCT pedeparta;

— TepevyeHb KIIYEBbIX CIIOB.

Tekcer pedepara momkeH oToOpaxkaTh MPEACTABICHHYIO B paboTe MH(POPMALMIO H, KaK
IPaBUJIO, B TAKOH MMOCIEI0BATEIbHOCTH:

— OOBEKT U MPEAMET UCCIICIOBAHUS,

— TIeJb paboTHI;

— METO/IbI UCCIIEI0BAHNUS;

— pe3y/ibTaThl M UX HOBU3HA.

Pedepar (ue Gonee 500 cioB) cienyer BINONHATH Ha cTpaHulle popmata A4. [locne ero
TEKCTa pacrojiaraloT MepedeHb KIOYEeBBIX CIOB (¢ 5 mo 15), cioBocoderanuii, Hame4aTaHHbBIX
MPOMUCHBIMUA OYKBaMH B UMEHUTEIHLHOM MaJIeKe.

Cooepircanue cONEpX UT BBEJIECHUE, 3arjaBUsl pa3[elioB M IOAPA3/EiIOB, 3aKIHOYECHUE,
CIUCOK HCIIOJIb30BAaHHBIX HMCTOYHUKOB, MPUJIOKEHUS (€cM OHMU €CTh) C yKa3aHHEM HoMmepa
CTpaHMIIBI, C KOTOPO HauMHaeTcs paszzaen wiu noxpaszzaein. CnoBo «ConepikaHuey nedaraercs
MOCPEANHE CTPOKHM CHMMETPUYHO TeKCTa OoJbIIMMHU OyKBaMH, a Ha3BaHUS pa3JIeNoB,
MOJPa3/IeJIOB, BKIIIOUEHHBIX B COJIEpKaHUE, — MAJICHBKUMHU U 0€3 O TYePKUBAHMS.
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Bo Bsedenuu nomxHa ObITh cenyromas “HGopMarus:

AxmyanvHocms npobiemvl, KOTOpasi 00yCIOBHUIA BHIOOP TEMBI HUCCIECIOBAHHS, KOPOTKO
U3JI0KEHHAsi MCTOpUS BOIpoca (CTENEeHb HW3YYEHHs TEMBbI) IO XPOHOJOTHYECKOMY HIIU
KOHLIENTYaJIbHOMY IPUHIIHITY.

Cmenenv nayunou paspabdomxu. J{ns BBIICHEHHS COCTOSHUS UCCIENOBaHUA M30paHHOM
TEMbI IPUBOJUTCS MEPEYeHb aBTOPOB, KOTOPBIC M3ydasld TOT WJIM MHOM acleKT HCCIeITyeMOn
TEMAaTUKH KypCOBOM paOOTHI.

Obvexm uccneoosanus: ... (opmymupyercss OAHUM-ABYMS TMPEIIOKEHUIMH |
OTpenieNsIeT UCCIeIyeMYIO PEealIbHOCTh ).
Ilpeomem uccnedosanus: ... (GOPMYIHpPYETCS OJHHM-IBYMS TMPEUIOKEHUIMH H

OTIpeIeNIIeT T€ aCTEKTHl B 00bEKTE UCCIEI0BAHMUS, KOTOPBIE TPEOYIOT HAYYHOTO PACKPBITHU).

OOBeKT M mpeAMET HCCIEeNOBaHMA KaK KaTerOpuM HAyYHOrO IpOLecca COOTHOCSTCS
MeXy coOol kak oOmiee U yacTHOe. B 00ObekTe BbIIENSIETCS U €ro 4acTb, KOTOpas SBJISETCS
OPEeIMETOM HCCleoBaHus. VIMEHHO Ha HEro HalpaBJIC€HO OCHOBHOE BHHMAaHHUE CTYJEHTA,
IIOCKOJIBKY TPEIMET MCCIEN0BaHUS ONpEAeNsieT TeMy HAyyHOro TpyJa, OTMEYEHHYI Ha
TUTYJIBHOM CTpaHUIIE KaK €€ Ha3BaHHUE.

Llenv uccneoosanus onpenensoT NpU MOMOIIM TaKUX CJIOB: HCCIENOBaTh, U3y4UTh,
Hay4YHO 00OCHOBAaTh, PaCKpbITh, 0000IINUTE, CUCTEMAaTU3UPOBATD.

B cooTBeTcTBHU C 1IENBIO UCCIIEI0OBAHUS CTABSITCS TAKUE 3A0aylL:

1) npoaHanu3upoBaTh HaAyYHbIE HICTOUHUKH IO UCCIIEyeMOi Ipobiieme;

2) ...

3)...

Memoowr  uccneoosanus. llpeAacTaBidiOT IEpedeHb  HUCIOJIb30BAaHHBIX ~ METOJIOB
UCCIIEIOBaHMsL JIIsl JOCTHXKEHMs MOCTaBJIEHHOM B pabote nenu. [lepeuncnsaTs MX Hajo He B
OTpBIBE OT coJiepkaHusi paboThl, a KpaTko M COAEpPKATEeIbHO OIpeneiss, YTO HMEHHO
UCCIIEIOBAJIOCh TEM MJIM MHBIM METOJ0M. DTO JacT BO3MOXKHOCTh YOEAMTHCS B JIOTMYHOCTU U
IPUEMIIEMOCTH BbIOOpAa UMEHHO 3TUX METOJIOB.

Cmpyxkmypa KypcoBoil paboTsl. Heo6x0o1umMo 0TMETHTh, YTO KypcoBas paboTa COCTOMT
U3: BBEICHMS, pa3lienoB (yKa3aTh KOJUYECTBO), 3aKJIIOYEHMS, CIHMCKA HCIOJIb30BaHHBIX
UCTOYHUKOB U MPUIIOKEHUH (YKa3aTh KOJIM4ecTBO). OTMETUTH KOJIWYECTBO CTPAHHUI] OCHOBHOTO
TekcTa (YUUTHIBAIOTCA JIUIIb IPOHYMEPOBAHHBIE CTPAHMIIBI BBEJCHUS, PA3/ICJIOB, 3aKIIOUCHUS).
«O61muit 00beM... cTpaHuy. JlaTh XapakKTEepUCTUKY KaKJIOMY pa3zieny OJHUM MPeJI0KEHUEM.

OcHognasa uacme Kypcoeoil padbomsl — 3TO U3JI0KEHUE CBEICHUM 0 npeamere (00beKTe)
UCCIIEIOBaHMs, KOTOPBIE SIBJISIIOTCS HEOOXOIUMBIMU M IOCTATOYHBIMHM JUISl PACKPBITUS CYIIIHOCTH
OTMEUYEHHOU paboThI (ONKMCaHUE TEOPUU, METOJIOB pabOTHI) U €€ PE3yIbTaTOB.

Texct kypcoBoil paboOThl M3JIararoT, pas3zenss MaTepuall Ha pasjenbl. Pasznenst Moryt
JENUThCA Ha MOJpa3aenbl U MyHKThI. [IyHKTBI, eciu 3T0 HE0OXOAUMO, AENSAT Ha MOIIYHKTHI.
Kax/1plif MyHKT ¥ MOAMYHKT JOJDKEH COAEp KaTh 3aKOHYCHHYIO MH(OpMaIuio.

N3noxenne Marepuana MOJUYUHAIOT OJHOM BEAYIIEW WA, YETKO OINpPeIeTCHHOU
aBTOPOM KypCOBOil pabOTBHI.

B nepeom paszoene obocnosviearomcsi, Kak MpaBuilo, TeopeTuueckue Bonpocsl. Hazpanue
pasziena JOKHO OTOOpakaTh CYIIHOCT MPOOIEMBI.

Bmopoii pazoen — npakmuueckuii — B HEM JaeTcs TIYyOOKHH aHAIW3 H3ydaeMou
npobiaemMbl Ha TNpuMepe KOHKpeTHOW opranmzanuu. C 3TOH 1enbl0 HYXHO HCIOJIb30BATh
VCTOYHUKU MH(OPMALlMU OPraHU3alMK, HA KOTOPOM CTYJEHT MPOXOAMI IPAKTUKY WK paboTaer
B JaHHOe Bpems. Takke B KauyecTBE MPAKTHUYECKUX MPHUMEPOB MOTYT OBITh HCIIOJIb30BaHBI
apxuBHbIE JOKyMeHTHl. llpakTuyeckas dYacTb JOJKHA OBITH IpeJCTaBlIeHA IMPUMEpPaMH,
UCCIICIOBaHUAMHY,  OoOpa3liaMM  3alOJHEHHBIX  aKTOB,  INPUMEPOB,  CaMOCTOSTEIBHO
COCTaBJIEHHBIMU M O(OPMIICHHBIMH JOKYMEHTAaMHU.

3anaueit mpemve2o — pekomMeHoamenbHo20 — pazoena SBIsSeTcs pa3paboTKa KOHKPETHBIX
pEeKOMeHJalui, NMpeNIoKEeHnH, MOJAENIeH yNpaBieHUs, NapaMeTpPOB pPa3BUTH, AESATEIbHOCTH
opraHu3anui Ha 0a3e OCHOBHBIX TEOPETHUYECKUX IOJIOKEHUM, METOJMYECKUX I0/IXO0JI0B,
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METOJMYECKOTO0 MHCTPYMEHTApHsl, KOTOPbIE M3JI0KEHBI B IEPBOM pazJiele, a TaKKE BBIBOJOB
IIPOBEJECHHOIO BO BTOPOM pa3Zielie UCCIICIOBAHMS.

3akniouenue 1eYaTaOT HEMOCPEICTBEHHO I10CJIE M3JI0KEHUS TEKCTa OCHOBHOW 4YacTH
KypcoBOM paboThl, HauMHas C HOBOW CTpaHMLbl. B 3akitoueHMM u3araroT BaKHeHIINe
TEOPETUYECKHE M TPAKTHUECKUE pEe3yJbTaThl, INOJIYYEHHBIE B KypCOBOH paboTe, KOTOpHIE
JIOJDKHBI  cOiepKaTh (HOPMYJIUPOBKY PpELIEHHOM mpoOieMbl. 37ech HEOOXOOUMO OTMETHUTh
Ka4eCTBEHHbIC M KOJIMYECTBEHHbIC II0OKA3aTENM IOJYyYCHHBIX pe3ylIbTaToOB, OOOCHOBAaTh WX
JIOCTOBEPHOCTb, IPEICTAaBUTh PEKOMEHIALMHU II0 MX MCIOIb30BAHMIO. 3aKJIIOUEHUE JOJDKHO
COJIEPIKaTh OLIEHKY IIOJHOTHI PELIEHUs] IOCTABJIEHHBIX 3a/1au.

Cnucok ucnonb306aHHbIX UCMOYHUKOE, HA KOTOPHIE IPUCYTCTBYET CChUIKA B OCHOBHOMN
Y4aCcTH KypCOBOM pabOThI, IPUBOAAT B KOHIIE paOOTHI OJJHUM CITUCKOM.

Ilpunoscenua conepxaT BCIOMOTaTENIbHBIA MaTepuai, HEOOXOAMMBIA MJs IOJIHOTO
BOCTIPHSATHS  PabOTHl  (BCIIOMOTATeNIbHBIE IHM(POBBIE JaHHBIC, pPa3BEPHYTHIE TaOJHUIIBI,
WITIOCTpPAlMM, PUCYHKH, Juarpammsl, ¢ororpaguu, oOpaslbl JOKYMEHTOB, MPUMEpbl HX
odopmIIeHUS U Ip.).

Ux odopmisloT Kak MpoAODKEHHE padoThl Ha MOCIEIYIOLUIMX €€ CTpaHMLax.
Pa3mematorcs oHM B NOpSAJKE MOSIBICHUS CCBUIOK B TeKcTe paloThl. llpuioxkeHue MOIKHO
UMEThb 3arojIoBOK, HaleyaTaHHBIH BBEpXY CTPOYHBIMH OyKBaMU C NEpBOH MpONUCHOU
CUMMETPUYHO OTHOCHUTEIBHO TEKCTa CcTpaHullpl. Kaxnoe nmpuiiokeHue HauMHAETCS C HOBOI'O
aucTa ¢ 0003HaYeHHWEM B IIPaBOM BepxHeM yrity cioBoM «lIpuioskenue. IIpunoxeHus: 1OKHBI
HYMEpPOBAThCS TOCIIEA0BATENbHO, apaOckumu mudpamu (Hampumep, «llpunoxenne 1». Ecmu
OpUJIOKEHWE OJHO, TO OHO He Hymepyercsa. /[lng oOo3HaueHHs] TNPUIOKEHUH HepeaKo
ucnonb3yroT OykBbl: [Ipunoxenue A. OgHako cTouT 3anoMHUTH, 4To OyKBHI E, U, O, 3, b, b He
ucnonb3ytorcs. OObluHO mpuioxkeHuss opopmisitor B gopmare A3 umu A4. Ilpunoxkenue,
BBIMIOJTHEHHOE Ha JINCTaX MHOTO (hopMara, 4eM TEKCTOBAs 4acTh pabOThl, JOIKHO OBITh CIOKEHO
no ¢opmary A4. Paccrosiane mexay cioBamu «IIpunoxenue» ¢ ero 0003Ha4YeHUEM COCTaBIISIET
1,5 MexaycTpOUHBIX MHTEPBAJIA.

Ccplika Ha IPUIIOKEHHE OCYIIECTBISIETCs ClleAyoIMM o0pa3oM: (cM. [Ipuiokenue 6).

5.4. TpedoBaHusi M0 0()OPMJIEHHIO KYPCOBOIi padoThI

KypcoBas pabGora mneuaTaercs Ha TOCYJapCTBEHHOM (PYCCKOM) SI3bIKE€ M aKKypaTHO
oopmisierca. O6beM ee coctaBnsgeT 35-40 cTpaHHI] MALTMHONKCHOTO TeKCTa 03 MPUIIOKEHUH;
KOJINYECTBO HMCTOYHUKOB, KOTOpBIC HCIOJB3YIOTCS B KypcOBO# pabore, — He MeHee 15-20
Ha3BaHUM.

KypcoByto paboty odgopmisitor Ha nuctax popmara A4 MaIIMHONMHUCHBIM CIIOCOOOM C
OJIHOW CTOPOHBI JIUCTa Oenoii Oymaru.

TexcT crnenyer medararb, MPHUAEPKUBAsCh MapaMETPOB CTPAHUIIBI: BEpXHee, HIDKHEE
nosist — 20 MM, neBoe — 30, npaBoe — 10 MM, BeIpaBHUBaHKE TEKCTa — IO IHUPUHE cTpaHulel. Ha
JMCTE JOJDKHO pa3MElIaThCsl 10 TPUILIATH CTPOK Ha cTpaHuie, no 68—70 3HAKOB B KaxKIIOH
CTpOKe; MeXCTpouHbIi mHTepBal — 1,5; mpudt — Times New Roman; keras mpudra — 14.

3aroyioBKM CTPYKTYpHBIX dacTeit kypcoBoil pabotsl «COAEP)KAHUE», «BBEIEHUE»,
«PA3JIEJl», «3AKJIIFOUEHUEy», «IIPUJIOXEHUA», «CIIMCOK WMCIIOJIb3OBAHHBIX
NCTOYHUKOB» mneuaraior OonbliiMU OyKBaMU CHMMETPUYHO TEKCTa. 3arojoBKHU
MOJpPAa3/IeNoB, IMYHKTOB I€YaTaloT MaJeHbKMMHU OyKBaMHU (KpoMe TIepBOW 3arjaBHOM) C
a63arHOro oTcTyna. TOUYKy B KOHIIE 3aroJIoBKa He cTaBAT. Eciii 3arojloBOK COCTOMUT U3 IBYX MJIH
0oJIbIIIe IPEIIOKEHUS, UX PA3CIIIOT TOYKOH.

PaccTosinue mexay 3arojoBKOM M MOJ3arojJOBKOM JOJDKHO paBHATHCS 2 cTpokam ¢ 1,5
MEXXCTPOUYHBIM MHTEPBAJIOM, MEXY IOJ3aroJOBKaMHU (3a MCKIIOUEHHEM 3arojloBKa IYHKTa) U
TEKCTOM — | cTpokKa.

Kaxnyro cTpykTypHYIO 4acTh KypcOBOi pabOTHI ClielyeT HaunHATh ¢ HOBOM CTPaHUIIBL.

AG3a1HbIi OTCTYI AOIKHO OBITH OAMHAKOBBIM I10 BCEMY TEKCTY.
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He nomyckaeTcst pa3melnieHusi Ha3BaHHWU pa3lieNoB, MOAPA3JLIOB, a TaKXKe MYHKTOB U
MOJMYHKTOB B HIDKHEH YacTH CTPAHUIBI, €CIU I0CJIe HUX pa3MelleHa TOJbKO OJHA CTpPOKa
tekcra. [locrme Ha3BaHWA pa3/iesoB, MOAPA3/EIOB, IMYHKTOB, MOIIYHKTOB, PACIOJIOKEHHBIX B
KOHIIE CTPAHUIIb, JOJKHO ObITh HE MEHEE JIBYX CTPOK.

Hymepayua cmpanuy. CTpaHUIbl KypcOBO pabOTHI ClEAyeT HYMEpOBaTh CKBO3HOMN
HyMepamnuei apadckumu mudpamu, 6€3 TOBTOPOB.

[lepByto cTpaHuily KypcoBOHl paOoOTBl (TUTYJABHBIA JIMCT) YYUTHIBAIOT B OOIIEH
HyMEpaluy CTPaHUI], HO He neyaTaioT ee Homep. Cieayromniye cTpaHuilbl HyMEPYIOT B MPAaBOM
BEPXHEM YTy JIUCTa O3 TOUYKH.

[Tonpaznensl HyMepyIOT B Ipenenax Kaxaoro pasnaena. Homep moapaszaena cocTouT u3
HOMeEpa pazjielia U MOPSIKOBOTO HOMEpa MoJIpa3ielia, MeX Iy KOTOPhIMH CTaBsIT TOUYKY. B KoHIe
HOMEpa Mojpas3jielia HY)KHO CTaBUTh TOYKY, Hampumep: «2.3» (TpeTuil mojpasziesl BTOPOro
pasnena). M B TOM e CTpOKe MPUBOJAT 3aroJIOBOK MoJIpa3/iea.

Obuue npasuna yumupoeanus U CCbLIKU HA UCNOJIb306AHHbBIE UCHOYHUKU

[Ipn HamucaHUM KypcOBOM pa0OTHI CTYIEHT JOJDKEH CChUIAThCS Ha HMCTOYHHUKH,
MaTepuaibl. Takue CChUTKH 1al0T BO3MOXKHOCTh HAalTH JOKYMEHTBI U MPOBEPUTH TOCTOBEPHOCTh
WX [IUTUPOBAHUS, TIOMOTAIOT BBISICHUTH MX COJIEPIKaHUE, SI3bIK TEKCTA, 00BEM.

CcbuiaTeecsi crieflyeT Ha mocienHue u3fanus myOnukanuii. Ha Gornee paHHHE MOXXHO
CCBIJIATHCS JIMIIb B TE€X CIyYasX, KOTJa UMEIONUICS Yy HUX MaTepHal He BKIIOYCH B IMOCIICIHEE
U3JIaHue.

Ecimu wcmonp3yroT CBelCHHS, MaTepHallbl U3 MOHOTrpadwii, 0030pHBIX CTaTeH, NPYrux
MCTOYHUKOB C OOJBIIMM KOJUYECTBOM CTPAHHI], TOT/Ia B CChUIKE HEOOXOJUMO TOYHO yKa3aTh
HOMEpa CTPAHMII, WILTIOCTPAlUid, Ta0biuil, GopMysT U3 MCTOYHHMKA, HA KOTOPBHIM €CTh CChUIKA B
pabore.

CChUIKY B TEKCTE KypCOBOW pabOTHI HAa WCTOYHHKHU CIEAYET OTMEYaTh IOPSIKOBBIM
HOMEpPOM IO TEPEYHIO HCIOIb30BAaHHBIX HCTOYHHKOB, BBIACIEHHOMY JABYMS KBaJpaTHBIMHU
ckoOkamu, Hampumep, [48, c.287], roe 48 — MOPSAKOBBIH HOMEpP MCTOYHUKA B CITHCKE
MCIIOJIb30BaHHBIX UCTOYHHKOB, a C. 287 — HOMEp CTPaHMIIbI, HA KOTOPYIO CCHUIAETCS aBTOP.

Ogopmnenue cnucka ucnonb308aHHbIX UCHOYHUKOS

CHucok HCMONBb30BAaHHBIX HCTOYHUKOB — DJIEMEHT Oubmmorpaduueckoro ammapara,
KOTOPBIA COEPKUT OMOIMOrpaduueckne OMMCaHus NCIOJb30BAaHHBIX UCTOYHHKOB.

bubnuorpaduueckoe onucanue ohopMISETCs COTTIACHO CTaHAApTaM:

— I'OCT P 7.0.12-2011. CUBU/. bubnmorpaduueckas 3amuch. CoKpamieHHe CIOB H
CJIIOBOCOYETAHHM Ha PyCCKOM s3bike. OO1Ire TpeboBaHus U MpaBUiIa;

— T'OCT 7.11-2004 (MCO 832:1994). CHUBUJ. bubmuorpaduveckas 3amuce.
CoxkpaliieHue CJIOB U CIIOBOCOYETaHWN HA HHOCTPAHHBIX €BPOMEHCKUX S3bIKaX;

— T'OCT P 7.0.100-2018. CUBU/I. bubnuorpaduueckas 3anuch. bubmuorpaduueckoe
omrcanue. O01Me TpeOOBaHUS U TIPABHIIA COCTABICHHSI.

— T'OCT P 7.0.5-2008. CUBW/I. bubnuorpaduueckas ccouika. OOmme TpeOOBaHUS H
MpaBHJia COCTABICHHUSI.

B crnucke WCMoONb30BaHHBIX MCTOYHUKOB M JIUTEPATYPhl YKA3bIBAIOTCS TOJNBKO Te, Ha
KOTOPBIE B TEKCTE CIETIaHbl CCHUIKU.

3aroJloBKH HCIOJIH30BAaHHBIX HCTOYHUKOB CIIEAYeT pa3Meliarh OJHUM U3 TaKuX
CIOCO0OB:

— B IOPSIJIKE MTOSBJICHUS CCHUTOK B TEKCTE;

— B andaBUTHOM MOpsiKe (paMUIUil IEPBBIX aBTOPOB WIIH 3ar0JIOBKOB;

— B XPOHOJIOTUYECKOM TOPSIJIKE.

Unniocmpayuu. PucyHku, rpadukd, CXeMbl, AWArpaMMbl, pa3MeElIeHHbIE B padoTe,
JOJDKHBI ~ oTBedarh TpeboBaHusiM cranmaptoB ['OCT P 2.105-2019 «Enunas cucrema
koHCTpyKTOpckoit nokymeHTanuu (ECKJI). O6mme TpeGoBaHUS K TEKCTOBBIM JOKYMEHTaAM.

WNnmoctpaniun  He0OX0AMMO pa3MelaTh HEMOCPEJICTBEHHO IOCie TEKCTa, IJIe OHHU
VIIOMSIHYTHI BIIepBbIe. Ha BCe MIUTFOCTpAIIMU JOKHBI OBITh CCHUTKH.
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WnmocTpanuu ciiegyeT HyMepoBaTh apaObCKUMHU IH(paMH MOPSAIKOBON Hymepaunuen B
npezenax pasjena.

Howmep wntrocTpanu cOCTOMT M3 HOMEpa paszenia B KypcoBOW paboTe W MOPSIKOBOTO
HOMeEpa WITKOCTPALMK Yepe3 TOUKY, Harpumep: «Puc. 3.2» — BTopoil pUCyHOK TPeThero paszea.

[Tocne HoMepa WILTIOCTPAIUH pa3MEIAlOT ee Ha3BaHUe, HalpuMep:

Puc. 3.2 — Cucmema oyenounvix noxazamenel.

Tabnuywi. Lludposoit martepuan, kak mnpaBuio, odhopmisitor B Buie Tabmwuil. CoBO
«Tabnuua» HaunHaeTcss ¢ OONbLIOW OYKBBI, pa3MellaeTcs INepel] TeMaTHYeCKUM Ha3BaHHUEM
Tabnuibl cripaBa. Hazanue TabauIlbl meyaTaeTcs 1Mo UEHTPY KUPHBIM MPHPTOM.

Tabauya 1.1
OcHOBHBIE MOKA3aTeJIH MPOIYKIHH, IIT.

l'osioBka 3arnaBus rpad
[TonzaronoBku rpad
(ecu HYXHBI)

Crpoku

BoxkoBuk Croonsl

Tabnuiy He0O6X0IMMO pa3MelaTh HEMOCPEACTBEHHO MOCie TEKCTa, B KOTOPOM Ha Hee
CCBUIAIOTCS, WJIM Ha Clenylolleld crpaHuie. Tabiuibl HyMepyroT apaOCkumu LudpaMu B
npezenax pasjena, HanpuMep tabnauna 2.3 — TpeThs Tabiaula BTOPOro paszjena.

Tabnua nomKHA HMETh CXKAaToe TEeMaTHMYecKoe Ha3BaHME, KOTOpoe OToOpakaeT
coJiep>kaHue TaOIHUIIbL.

B 3aronoBke Tabnuiibl HEOOX0IMMO YKa3bIBaTh €AMHUIIBI U3MEPEHHUS.

3aronoBkH rpa¢ nedaTaroT ¢ O0JbIIMX OYKB, 10A3ar0JIOBKOB — C MAJEHbKHX, €CIIM OHU
COCTaBJISIIOT OJIHO TMPEAJIOKEHUE C 3arojloBKOM M C OONBIIMX, €CIM OHU SIBJISIOTCS
CaMOCTOSITeNIbHBIMU. BbicoTa cTpok j0ikHa ObITh HE MeHee 8 MM. [lopsakoBble HOMEpa CTPOK B
TabJIMLE IeYaTaloT JIMILb IPU He0OXOUMOCTH (€CIIU Ha HUX B OCHOBHOM TEKCTE €CTh CCHUIKH).

Tabmuiy ¢ OONBIIMM KOJWYECTBOM CTPOK MOXKHO II€PEHOCHTh Ha CJIEIYIOLIYIO
cTpanully. B cinyuae ee mepenoca cinoBo «Tabnuia», ee HOMEp M TeMaTHYECKOE Ha3BaHUE HE
MOBTOPSIOTCS, @ JIUIIb CHpaBa nevaraercs «/Ipodonsxcenue madbay. nnu «Oxonuanue mabay.
yKa3bIBAETCS TOJBKO €€ HoMmep, Hampumep: «lIpodonscenue mabn. 1.2», «Oxonuanue
ma6bn. 1.2».

6. TEMbI KYPCOBBIX PABOT

1. AHanu3 WMHCTPYKUMHU MO JAEJIONPOU3BOJACTBY (HAa NMpUMEpPEe MHCTPYKLUHUU KOHKPETHOM
OpraHu3allyN).

2. AHanm3 JOMHKHOCTHBIX WHCTPYKIUMK paboTHUKOB ciayxO0br JIOY (Ha mpumepe
UHCTPYKLUN KOHKPETHOH OpraHu3alun).

3. AHanu3 CTPYKTYpbl U QYHKIHMKA CITYy>KOBI IeTONPOU3BOACTBA (Ha MPUMEpPE KOHKPETHON
OpraHu3allkx).

4. Opranu3zarus padbotsl ciayx0b1 JJOY (Ha mpumMepe KOHKPETHOW OpTaHU3aIlin).

5. Opranuzanusi JOKYMEHTO000pOTa (Ha mpuMepe KOHKPETHOW OpraHN3allui) U OCHOBHBIC
HAIpPAaBJICHUS €T0 COBEPIICHCTBOBAHUSI.

6. OpraHuzanusi perucTpaluy JOKYMEHTOB: IyTH COBEPIICHCTBOBAHMS (Ha NpUMepe
KOHKPETHOW OpTaHU3aIlHH ).
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7. MeToabl OpraHu3aluyl KOHTPOJS 32 HWCIOJHEHHWEM JOKYMEHTOB IPH TPaJAULMOHHOM
JIEJIONPOU3BO/ICTBE.

8. Opranu3anus paboTsl ¢ 00paLICHUAMHU TPaKIaH B TOCYAAPCTBEHHBIX YUPEKICHHUIX.

9. Metoauka cocTaBieHHEe HOMEHKIATYPHI 1€ YUPEKACHHUS.

10. IIpoOnemsbl FKCIIEPTU3BI IEHHOCTH JOKYMEHTOB B JIEJIOIIPOU3BO/ICTBE.

11. OnbIT opranuzanuu paboThl ¢ JOKYMEHTAMHU 3a PyOEKOM.

12. Opranuszanusi TEKYIEro XpaHeHus: JOKYMEHTOB B JI€JIONPOU3BOJICTBE OpraHU3aluu 1
o0ecrieyeHne uX COXpPaHHOCTH.

13. Opraau3anus paboThI 110 TPOBEACHUIO KCIIEPTU3I [ICHHOCTH JOKYMEHTOB.

14. JlokyMEHTHpOBaHHE JEATEIBHOCTH OJKCIIEPTHOM KOMHUCCMH U OQOpMIICHHE €e
pE3yJIbTaTOB.

15. TloaroroBka 1OKyMEHTOB K Iepeiaye B ApXUB OpraHU3alIUU.

16. Opranusanus XpaHeHHUs JOKYMEHTOB B AJIEKTPOHHOM (hopMe.

17. Ponb HOpMaTUBHO-METOIMYECKUX JOKYMEHTOB IO JIEIOMPOU3BOJCTBY B ACSITEIbHOCTH
paboruuka ciayx6os [JOVY.

18. [lestenbHocth  cimy:k0b1  JIOY 1O  COBEepIIEHCTBOBaHMIO cocTaBa U (opm
YIIPaBJIEHYECKUX TOKYMEHTOB.

19. Yauduxamus TeKCTOB CITyKEOHBIX TOKYMEHTOB.

20. HopmatuBHO-TIpaBOBOE " HOPMAaTHBHO-METOIMYECKOE perynupoBaHue
JIOKyMEHTAIlMOHHOTO o0ecrnieuenus ynpasienus B JJonenxoit HapoaHoii Pecriybnuke.

21. Hoseiimme wHGOpMAIMOHHBIE TEXHOJOTUHM B JOKYMEHTAIIHOHHOM OOECIIeYeHUN
yIpaBIeHUSI.

7. BAIIIUTA KYPCOBOM PABOTHI 1 KPUTEPAU EE OLIEHUBAHUA

Ecnu xypcoBast paboTa BBINOIHEHA HEMPABUIBHO, CO 3HAYUTEILHBIMU HEJIOCTaTKaMH, TO
€e BO3BpPAUIAIOT CTYAEHTY /Ui TIOJIHOM WM YaCTUYHOM JOpadOTKM B COOTBETCTBHU C
3aMEeYaHUSIMU PYKOBOIUTEIS.

OcHoBHbIE OUTMOKH B HAMUCAHUU U 0()OPMIIEHHH KYpCOBOM pabOThI:

1. Conepxanue pabOThI HE OTBEYAET IJIAHY KypCOBOW pabOThI MM HE PACKPHIBAET TEMY
MIOJTHOCTHIO MJTH €€ OCHOBHOM 4acTH.

2. ChopmynupoBaHHbIe pazjienbl (MOApa3/enbl) He OTPaXaT PealbHYI0 MPOOIEMHYIO
CUTYaIMIO, COCTOSTHUE 00BEKTA.

3. Llenp uccienoBaHus HE CBs3aHa ¢ MpoOIeMoil, chopmynupoBaHa aOCTPAaKTHO U He
OTpaxkaeT crenuduKy o0beKTa U MpeAMETa UCCIISIOBAHUS.

4. ABTOp HE TMpPOSBUI CAMOCTOSITENBHOCTh, paboTa SBJISETCd KOMIWIALMEH WiIn
TUTaTHAaTOM.

5. He mpoBenen riyOOKuMIi M BCECTOPOHHHMM aHAIN3 COBPEMEHHBIX O(PHUIMAIBHBIX MU
HOPMATHUBHBIX JIOKYMEHTOB, HOBOH CIIEIMATIBLHON JTUTEPATYPHI 110 TEME HCCIICIOBAHUSI.

6. AHanuTHYeCKUA 0030p OTEUECTBEHHBIX M 3apYOEKHBIX MyOIMKALUH 110 TeMe padoTh
uMeeT (opMy aHHOTHPOBAHHOTO CITMCKA M HE OTPAKaeT YPOBHS HCCIIETyEeMOM MPOOIEMBI.

7. He packpbITO cojep:kaHue MpPaKTUYEeCKOH uyacTh paboThl, XapaKTepUCTHKa OOBEKTa
WCCIIEIOBaHMSI, aHAJTN3 M MEXaHU3MBI POOJIEMBI OTPAYKEHBI TIOBEPXHOCTHO.

8. KoHeuHbIl pe3yiabTaT HE OTBEYACT WCCIEJOBAaHUEM, BBIBOJBI HE OTBEYAIOT
MIOCTABJICHHBIM 33/1a4aM.

9. B paboTre OTCYTCTBYIOT CCBUIKM Ha MEPBOMCTOUYHUKU MJIM yKa3aHbI HE T€, U3 KOTOPBIX
3aMMCTBOBaH MaTepual.

10. bubnuorpaduyeckoe onrcaHre UCTOYHUKOB B CIIUCKE UCIIOIB30BAHHOM JINTEPATYpPhI
MIPUBEJICHO MPOU3BOJIbHO, 0€3 COOI0IeHNs TPEOOBaHMI TOCYIapCTBEHHOT'O CTaHIapTa.

11. ObvemM u odopmieHue padOTHI HE OTBEUAIOT TPEOOBaHUSAM, OHA BBINOJHEHA
HEPSIIUIMBO U C OIMOKaMHU.

ITocne mpoBepkH KypcoBOM palOThI IMpernojaBaTellb BBICTABIAET OLEHKY C y4eTOM
OCHOBHBIX KpUTEPHUEB:
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— TBOPYECKUHU MOJXO0 K HAMMCAHUIO KYPCOBOW pabOTHI;

— YMEHHME CTyIEHTa IPUMEHATh TECOPETHUYECKHE 3HAHUS Ul PEIICHUS NPAKTUYECKUX
3ajad4;

— HaJn4Me B paboTe MEPCOHANBHBIX MPEUIOKEHUH 1 pEKOMEHIAINN CTY/IeHTa, CTETIEHb
UX HOBU3HBI, IEPCIEKTUBHOCTD, IPAKTHUECKAsA IEHHOCTh, YKOHOMUYECKOE 0OOCHOBAHHUE;

— HCIOJIB30BAHME  CHEUUAJIBHOM  JINTEpaTypbl,  HOPMAaTHBHO-3aKOHOJATEJIbHBIX
JOKYMEHTOB, CTATUCTUYECKUX JAHHBIX;

— Ka4ecTBO 3alUTHI KypCOBOM pabOTHI.

JluteparypHoe odopMIIeHUE SABISETCS OJHUM M3 OLEHHUBAIOIMX (PaKTOPOB KypCOBOM
pabothl. 3aech oOpalmaercs BHUMAaHUE HA JIOTUYHOCTh U IOCIIEI0BATEIbHOCTh HCIIOJIb30BaHMS
HAYYHBIX HCTOYHUKOB, OOIYIO TPAaMOTHOCTh, COOTBETCTBUE CTaHIAapTaM O(QOPMIICHHUS HaYIHBIX
TPYZOB, IIPaBWIIBHOCTb MCIIOJIb30BaHUS TEPMUHOJIOTHH.

Ixkana coorBercTBUs 02J1710B rOCYAaPCTBEHHOM 1IKaJIe

Cymma 0asJ10B 32 . Ouenka no
Ouenka . | OueHka Mo rocy1apcTBeHHOM MIKaJIe "
BCe BH/IbI y4eOHOIt . rocyJ1apcTBeHHOI
ECTS (3x3ameH, AuddepeHUHATBHBIII 3a4eT)
AeSITeJIbHOCTH HIKaJje (3a4er)
A 90-100 5 (OTIMYHO) 324TEHO
B 80-89 4 (xopor1io) 3a4TCHO
C 7579 4 (xoporo) 324TEHO
D 70-74 3 (YyIOBIETBOPHUTEIHHO) 3a4TCHO
E 6069 3 (YyIOBJICTBOPHUTEIHHO) 324TEHO
2 (HeyIOBIETBOPUTENHHO) C
FX 35-59 (eyn p . ) HE 3aUTEHO
BO3MO)KHOCTBIO TTIOBTOPHOM C/TaYu
2 (Hey10BJIETBOPUTEIILHO) C
BO3MOHOCTBIO TOBTOPHOM CAa4YM IPH
F 0-34 p A p HE 3a4TCHO
yCIOBUU 00513aTeIbHOT0 Habopa
JIOTIOJTHATEIIHLHBIX 0aIOB

8. MATEPUAJIBHO-TEXHUYECKOE OBECIHEYEHUE YYEBHOI'O ITPOLIECCA

JUis TIOATOTOBKM KYpPCOBBIX PaboT TpeOyercss ydeOHas siaboparopusi, o00OpyJOBaHHAs
NEPCOHATBHBIMHA KOMITBIOTEPAMH, MYJIbTHMEIUIHHBIM IPOSKTOPOM U SKPAHOM; YUTAIBHBIC 3aJIbI
YHHUBEPCHUTETA.

9. PEKOMEHIOBAHHAS JINTEPATYPA

Koxa-Bo Hanu4yue
Ne IK3EMILIAPOB | JIEKTPOHHOM
HaunmeHoBaHue
n/n B OuOJmoTeke BEpPCHHU B
JAOHHY €)Ne

Ocnosnas n1umepamypa

1 | demonpou3BoacTBO : 00pa3Iipl, JIOKYMEHTHI, 1 -
opranm3anus u Texnonorus padotsl / [B. B. 'anaxos u
np. ; moxn pexa. U. K. Kopreera, B. A. Kynpsiea]. — Uz,
3-e. — Mockaga : [Ipocnekr, 2015. — 479 c.

2 | IManexa, }O. 1. [JloxymeHTyBaHHS B IANMPUEMHHUIIBKIN 20 -
chepi (31 3pa3kamMH CydyaCHHX JOKYMEHTIB) : HaBH.
moci0. mig Bunl. Hasd. 3axi. / 1O. 1. Ilamexa. — Kuis :
Jlipa-K, 2010. — 509 c.

3 | [anexa, FO. 1. Opranizaiiis 3arajJbHOTO JIJIOBOJICTBA : 15 -
(31 3pa3kamMHM  CydyaCcHMX JAUIOBHX mamepiB) /
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1O. I. Tlanexa. — 2-re Bun. — Kuis : Jlipa-K, 2009. —
457 c.

[Torpe6nas, JI. [{enonpon3BoacTBO, KAKUM OHO JTOJDKHO
obITh / JI. [lorpednas. — 2-e u3a. — Xapekos : Daktop,
2008. - 413 c.

®unarosa, S. B. Merogudyeckue peKOMEHIAUUH K
CaMOCTOSITENIbHOM  paboTe CTYIEHTOB HaIlpaBJICHUS
NOJATOTOBKU «/{OKYyMEHTOBEJIEHE U apXHUBOBEICHHUE)
no gucuuiuinHe  «OpraHu3anmuss M TEXHOJIOTHUS
JOKYMEHTAIIMOHHOTO 00ECTIeUeHHsI YIPABICHUS» OYHON
U 3204HOM QopM 0OydeHHs] ¢ HOPMATUBHBIM CPOKOM
oOyuyeHHs, OYHOH u 3a04yHOM (opMm oO0ydeHHus cC
COKpaIlleHHbIM CcpokoM oOydenust / S. B. @unartona,
A. B. Jlengen ; loneukuii Han. yH-T, Pak. MaTeMaTUKU
u unpopM. texnonoruii, Kad. uadopm. cucrem ymp. —
Homnenxk : lonHY, 2016. — 29 c.

MeTtoauueckre yka3zaHUsT K BBINOJHEHHUIO KYpPCOBBIX
pabot mo aucuuiiuHe «OpraHu3anys U TEXHOJIOTHS
JOKYMEHTAI[MOHHOTO 00eCIeYeHUs YIPaBICHUSD» IS
CTYJICHTOB HaTpaBIICHUS [IOATOTOBKHU
«/lokymeHTOBeZieHHE M apXUBOBEACHHE» Bcex (opm
oOydeHus / s1. B. ®unarosa, A. B. Jlennen,
T. II. JIeagen. — Honeuk : JouHY, 2016. — 27 c.

Jlonoanumensnasn numepamypa

Bnacosa, E. E. CoBpeMeHHBIN A€0BOW JOKYMEHT
Opranu3anys AeI0npou3BOACTBA U JOKYMEHTO000pOTa
Ha npeanpustuu / E. E. BmacoBa. — X. : KoHcynsrT,
2004. - 212 c.

Hemun, FO. M. [lenonpousBoactso : [loaror. cmyxkeo.
nokymenToB / 0. M. Jlemun. — 2-e u3n. — CII6. u 1p :
ITutep, 2005. — 224 c.

Enuzaseruna, T. M. Jlenonpon3BocTBO Ha
KOMITbIOTEpPE : [cocT. AokymeHTOB. Opr. paOoTHI.
Benenue yuera] / T. M. EnuzaBetruna, M. B. Jlenucosna.
— 3-e w3n. — M. : Kyaui-o6pas ; CIIO. : [Turep, 2005. —
299 c.

Komsima, M. I'.  JlenompousBojcTBo, Oyxrantepus H
aHanmu3 OM3Heca Ha KoMIbloTepe : [yded. mocodue Juist
paOOTHUKOB CIIY’)KO JIEJIONMPOU3BOJACTBA, CEKpETapeH,
PYKOBOJUTENEH, CTYIEHTOB BY30B 3KOH. npoduis] /
M. T'. Konsiga. — Houenk : BAO, 2003. — 285 c.

19

10

KpacaBun, A. C.  JlokyMeHTallMOHHOE obOecreueHue
yOpaBieHUs  KaJpaMud  :  TOpakT. mocobue  /
A. C. Kpacasus. — M. : UHOPA-M, 2003. - 191 c.

15

11

Mutpodanona, B. B. KagpoBoe nenonpousBoacTtso B
KoMMepueckoil opranuzanuu / B. B. Murpodanosa. —
Mockaa : 9k3amen, 2005. — 143 c.

12

[Manexa, FO. I. Opranizauis cy4acHOro MIiIOBOJCTBA :
HaBy. 1oci0. mansa crya. By3iB / 1O. 1. Ilanexa. — KuiB :
Konnop, 2007. — 190 c.

13

[Tanexa, 0. . KynbTypa nioBoACTBAa B Cy4YacHUX
yCTaHOBaXx  YKpaiHW: CTAHOBJICHHS, TEXHOJOTIS,
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oprasizariisi, KepyBaHHs : aBToped. AuC. Ha 37100. HAYK.
cryn. kaupa. ict. Hayk (07.00.10) / FO. I Ilamexa ;
Hepx.koMm. apxiBiB Ykpaimm ; YKp. H.-I. 1H-T apX.
cupasu Ta jokymeHTo3HaBcTB. — K., 2005. — 18 c.

14

HNudopmaninoHHbIe TEXHOJOTUU M CHUCTEMBI B 00JacTu
JIOKYMEHTOBEJICHUS U apXUBOBeIeHUS : MaTepuaisl VIII
MEXIYHApOJAHON HAay4YHO-TPAKTUUYECKON KOH(pepeHINH
/" [pemxon.: H.H.Tpubkos u gap.] ; T'OY BIIO
«JloHenkuii HanuoHadbHbIA yHUBepcuteT» ; ®I'BOY
BO «KpacHomapckuii rocyaapCTBEHHBIH HMHCTUTYT
KYJbTYPBI» ; dI'bOY BO «OpJioBCKHi
roCy/IapCTBEHHBIH MHCTUTYT KyibTypsD» ; ['OY BIIO
JIHP «Jlyranckuii HalMOHAJIbHBIN YHUBEPCUTET UMEHU
Tapaca IlleBuenko» ; I'OY BIIO JIHP «Jlyranckuii
HallMOHAJIbHBIM ~ YHHUBEPCUTET HMEHM Bragumupa
Hans». — lonenk : [[{oaHY], 2019. — 150 c.

15

HNHpopMalnOHHbIE TEXHOJIOIMH U CUCTEMbI B OOJIACTH
JOKYMEHTOBEACHUsI M apxuBoBeneHus :  VII
MesxayHapo/iHasi Hay4dHO-IIpakTU4YecKast KOH(pepeHus /
[peaxoin.: B. H. Auapuenxo (npen.) u ap.] ; Jonerkuii
Hal. yH-T ; Jlyranckuii Hau. yH-T um. T. llleBueHko ;
KpacHomapckuii roc. yH-T KyabTypsl ; OpioBCKHi roc.
yH-T KyJnbTypbl. — Jlonenk : JlonHY, 2018. — 78 c.

16

HNHupopMalilnoHHbIE TEXHOJOTUU M CUCTEMBI B 00IacTu
JIOKYMEHTOBE/ICHNS M apXUBOBEACHMs : MaTepuansl VI
MexnyHapoAHON Hay4HO-TIPaKTUYECKOW KOH(DEpEeHIINH
/ [penxon. B. H. Aunpuenxko (npex.) u np.] ; TOY BIIO
«onenkuit Han. yu-t™» ; 'OY BIIO «Jlyranckuit Hail.
yH-T» ; KpacHogapckuii roc. yH-T KyJnbTypbl. — JloHenK
: louHY, 2017. - 71 c.

17

WNHpopMalinoHHbIE TEXHOJIOTMHM M CHUCTEMbI B O0JIACTH
JIOKYMEHTOBEJCHUSI U apXWUBOBEJECHUS @ MaTepuaybl V
MexayHapo1HOW Hay4HO-TIPAaKTU4YEeCKON KOH(pepeHInu
/ [penxon. B. H. Aunpuenko (nipea.) u ap.] ; TOY BIIO
«Joneuxuit Han. yH-T» ; OV BIIO «JIyranckuii Ham.
yH-T» ; DT'AOY BO «lOxHbBI deaep. yH-T». — [loHEIK
: lorHY, 2016. — 80 c.

18

«IHdopmariitai TEXHOJIOT11 1 CHUCTEMH B
JOKYMEHTO3HaB4i cdepi», MixHapogHa HAYKOBO-
npakTiuHa KoHbepenuis (4 ; 2014 ; JloHeubk).
Marepianu..., 02 kBitHs — 04 kBiTHs 2014 p. / [penkomn.:
B. M. Anapienko (ronosa) Ta iH.] ; JloHeubkuit Hail. yH-
T ; AKaJ. eKoH. HayK Ykpainu ; Har. akan. xep. kaapis
KyIbTYypu 1 MHUCTENTB ; binopyckka pecn. crhijika
fopuctiB  (binopycs) ; Cune3bkuii TEXHOJI. YH-T
(ITompmra). — lonenpk : JlonHY, 2014. — 137 c.

19

«Indopmaniiini TEXHOJIOT11 1 CUCTEMHU B
JIOKyMEHTO3HaBuii cdepi», MikKHapogHA HAYKOBO-
npaktuyHa KoHpepenuis (3 ; 2013 ; JloHeusk).
Marepianu..., 03 xBiTHs — 05 xBiTHS 2013 p. / [penkon.:
B. M. Annpienko (ronosa) Ta iH.] ; JloHenpkuil HaIl. yH-
T ; Akan. ekoH. HayK Ykpainu. — Jloneupk : JJonHY,
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2013. - 143 c.

20

«Iadopmaniiini TEXHOJIOT11 i CUCTEMHU B
JIOKyMEHTO3HaBUii chepi», MikKHapogHA HAYKOBO-
npaktuyHa KoHpepenuis (2 ; 2012 ; JloHeusk).
Marepianu..., 03 xBiTHs — 05 xBiTHs 2012 p. / [penkou.:
B. M. Annpienko (ronosa) Ta iH.] ; JloHenpKkuii HaIl. YH-
T ; Akan. ekoH. Hayk Ykpainu. — [oneupk : JonHY,
2012. — 137 c.

21

«/loxymeHToBeieHHE, apXUBOBEJICHHE u
uH(pOpMAIIMOHHAS ACSITEILHOCTEY», BY30BCKAas HaydHas
koH(pepenmms (2016 ; [Jonenk). JlokyMeHTOBeneHue,
ApXUBOBEACHHEC W WH(POPMAIIMOHHAS JIEATEIBHOCTh
MaTepuaibl BY30BCKOM HaydHOH KOH(EpEeHUUH IO
UTOTaM HAayYHO-HCCIIEA0BATEIHCKON PabOThl CTYJICHTOB
HarnpasiacHUs «J{OKyMEHTOBEICHUE M apXHUBOBEACHHE /
[peaxon.:  B. H. Augpuenko, 3. U. Muponora] ;
'Oy BIIO «/loneukuii Hau. yH-T». — JloHeuk
'OV BIIO «JlouHY», 2016. — 105 c.

22

«JlokymeHToBeieHue, apXUBOBEJCHHE u
UH(POPMALIMOHHAS JIeSITeIBHOCTEY, BYy30BCKash Hay4dHas
koH(pepenuus (2015 ; Houeuk). JloxymeHTOBeneHUeE,
apXMBOBEJCHHE W WH(POPMALMOHHAS JESTEIHHOCTD
MaTepuaigbl BY30BCKOM HayyHOM KOH(EpeHLUUH 110
UTOTaM HAayYHO-HCCIIEOBATELCKON PabOThI CTYICHTOB
CHeLHaTbHOCTH «JlokymeHTOBeiIeHNE U
uH(pOpMallMOHHAsT ~ JAEATEIbHOCTH»  /  [pelKod.:
B. H. Aagpuenko, 3. U. Muponosa] ; I'OY BIIO
«Jdoneuxkuit nHau. yH-™». — J[Homeux : I'OY BIIO
"HonHY", 2015.-130 c.

23

30ipHUK MaTepiajiiB BY31BCbKOI HayKOBOi KOH(epeHIii
3a  MOiACYMKaMM  HAyKOBO-JOCTIHUIBKOI  poOOTH
CTYJEHTIB CHelialnbHOCTI «J[OKyMEHTO3HABCTBO Ta
iHdopmariitHa nisneHICTE» : (doHenpk, kBiTeHb 2013
p.) / [penkon.: B.H. Annpuenko, E.I. Muponoga,
I. K. Canuupka] ; JloHeubkuid Hail. yH-T. — JIOHEUbK :
JouHY, 2013. - 98 c.

24

30ipHUK MaTepialiB BY3iBCbKOI HayKOBOi KOH(epeHIii
32  MACYMKaMHd  HAyKOBO-IIOCHTITHHIIBKOI  poOOTH
CTYACHTIB cHemiaJbHOCTI «JlOKyMEHTO3HaBCTBO Ta
iHopmariitna gisutpHICTE» : ([oHernpk, kBiTeHH 2012
p.) / [penxon.: B.H.Aunnpuenko, E.I. Muponosna,
I. K. Canmunipka] ; JloHeupkuid Hail. yH-T. — JIOHEUBK :
HouHY, 2012. — 85 c.

25

30ipHUK MaTepiajiB BY31BCbKOI HayKOBOi KOH(epeHLii
32  MOiICYMKaMHM  HAyKOBO-JOCTIJHUIBKOI  poOOTH
CTYJICHTIB CIEHMIaJIbBHOCTI  «J/{OKYMEHTO3HABCTBO Ta
iH(popManiiiHa JUSUTBHICTBY / [penxod.:
B. H. Augpuenko, E. 1. Muponosa, I. K. Canuupka] ;
Honenpkuii Hatl. yH-T. — [lonensk : FOro-Boctok, 2010.
—123 c.

26

Henonpousoactso. — 2007— . — Mocksa : [lenoBbie
kommyHukaruu. — 2007— . — BeixoguT 4 pasa B roj.

19




17

2007, Ne 14 ; 2008, Ne 1-4 ; 2009, Ne 1-4 ; 2010, Ne 1 ;
2011, Ne 3-4 ; 2012, Ne 1-4.

10. MH®OPMALMOHHBIE PECYPCbI

1. T'ocynapcTBeHHass HWH(OpPMAIMOHHAS CHCTEMa HOPMATUBHBIX IPABOBBIX aKTOB
noptai / MunuctepcTBo roctuin Jonerkoir Hapoanoit Pecniyonuku. — Jlonenk, [2016— ], —
URL: https://gisnpa-dnr.ru (mara obpamienus: 10.04.2020).

2. O6 yrBepkaeHHH TUNOBOW MHCTPYKIMH 10 JIEJIONPOU3BOJICTBY B OpraHax
FOCYy/IapCTBEHHOW BJIACTH, OpraHax MECTHOro camoymnpasienun Jlonenkoi Haponnoit
PecniyOoimuku : mocranoBienue Cosera MunuctpoB JIHP ot 16.10.2015 Nel19-27 // [lonernkas
Haponnas PecnyOnmka : odunumanenbiii caidit. — URL:  https://dnronline.su/download/
postanovlenie-soveta-ministrov-dnr-19-27-ot-16-10-2015-g-ob-utverzhdenii-tipovoj-instruktsii-
po-deloproizvodstvu-v-organah-gosudarstvennoj-vlasti-organah-mestnogo-samoupravlenii-
donetskoj-narodnoj-re/ (mara oopamenus: 10.04.2020).

3. Bcepoccuiickuii  Hay4HO-MCCIEIOBATENbCKHA ~ HHCTUTYT JOKYMEHTOBEIEHHUS U
apxusHoro gena (BHUUIAJ) : opunmansueiii caiit / BHUMIA. — Mocksa, [2001-  ]. —
URL: www.vniidad.ru (nara oopamenus: 10.04.2020).

11. IPOI'PAMMHOE OBECIIEYEHHUE

1. Windows 7 PRO (xoprioparusHas sutensus JOHHY Ne 46484614)

2. Microsoft Office (koproparusHas nuiensus JJOHHY Ne 46472919)

3. Microsoft Visual Studio (suuen3ust mporpammbel DreamSpark mist Beiciux y4eOHbBIX
3aBEJICHUN)

4. AntuBupyc Kacmepckoro, Adobe Acrobat Reader, XPDF (munensun GPL, Apache,
BSD mu1s cB0G0IHOTO MPOTpaMMHOT0 00ecieueH s).

12. UCHHOJBb30OBAHHUE DJEKTPOHHOI'O OBYYEHUSA
U JTUCTAHIIMOHHBIX OBPA30OBATEJIbHBIX TEXHOJIOT U

®.1.0. npenoxasareJist
U BH/I JIEKTPOHHOI'0 B3aMMOJACHCTBHUS
NMpenoiaBaTe/b-CTYAEHT M0 TUCHUILIHHE

JAucuuniMHa WM Apyrou
BHU/J y4eOHO# padoThl

Kypcosas pabora no
opranu3alvii 1 TEXHOJIOTHHU
JOKYMEHTAI[HOHHOT'O
o0ecrieyeHus ynpaBieHus

®unartosa . B.:
O6mnako (https://cloud.mail.ru/public/inhF/2CNYj;WwKM/),
e-mail (ia.lendel@donnu.ru, philatova.yana@gmail.com).




[Ipunoxenue 1

MHMHUCTEPCTBO OBPA3OBAHUS U HAYKHA
JTOHEIIKOM HAPOJTHOM PECITYBJIUKH

I'ocynapcTrBeHHOe 00pa3oBaTe/bHOE YUPEKICHHE
BBICIIEr0 NPodecCHOHATBHOI0 00pa3oBaHus
«TOHEIKUA HAIIMOHAJBHBIY YHUBEPCUTET»

®AKYJBTET MATEMATUKHA U THOOPMAIIMOHHBIX TEXHOJIOT A
KA®EJAPA THOOPMAIIMOHHBIX CUCTEM YIIPABJIEHUSA

KYPCOBAA PAEOTA
10 OPraHU3aliy U TEXHOJIOTUH JTOKYMEHTAIIMOHHOTO 00€CIIeYeH sl YIIPaBIECHUS
Ha TEMY:
Crynenra (ku) Kypca TPYIIIBI

(bopMbI 00ydeHHS
HanpasiieHus: noaArotoBku 46.03.02 JlokymeHTOBeIeHHE
U apXUBOBE/ICHUE
(hamunus u unuyuans)
Hayunslii pykoBoaurens
(OonarcHocms, yuenoe 36anue, HayyHas cmenemy,
Gpamunus u unuyuansl)

2020
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[Ipunoxenue 2

PE®EPAT

Kypcogas pabora: 38 c., 1 puc., 3 Tabi., 11 ucr. tureparypsl.

Ilenpro HammcaHus KypCcOBOW pabOThI SIBISETCS aHAIW3 TOATOTOBKH JTOKYMEHTOB K
nepeaayve B apXxuB OpraHu3aIliu.

OObEeKTOM HCCIIeJIOBaHUS SBIISETCS JOKYMEHTAI[MOHHOE oOOecreyeHne YIpaBlieHus
OpraHu3aIuen.

[Ipeamerom uccnenoBaHusi SBISETCA MOATOTOBKAa K TEpenaye JOKYMEHTOB B apXHB
OpraHu3aliHy.

PaccMoTpeHbl OCHOBHBIE TIOHATHS U THIIOBBIE TMPOIECCHI B JIEJIONPOU3BOJCTBE;
ompezieNieHa OpraHM3alis TEKYIIEro XpaHEHUsS JOKYMEHTOB; PAacKpbITa CYIIHOCTh U POIb
OpTaHM3aINHN TEKYIIETO XPAHCHUS IOKYMEHTOB B 3JICKTPOHHOU (hopMe M M3y4deHA MOITOTOBKA

JieN1 K apXUBHOMY XPaHEHHIO.

HOMEHKJIATYPA AEJI, POPMHUPOBAHMUE JEJI, ONIEPATUBHOE XPAHEHUE
JAEJI, 9KCIIEPTU3A HEHHOCTU AOKYMEHTOB, O®OPMJIEHUE JIEJI, OITMCH
AEJI, CHCTEMATU3ALUA JIEKTPOHHBIX TOKYMEHTOB



20

[Ipunoxenune 3

COJAEP)KAHUE

BBEJEHHUE .......oooiiiiiiiiiiii et Oummoka! 3akiiagka He onpejesieHa.

PA3JIEJI 1. OPTAHU3ALIMA TEKYIIEI'O XPAHEHMA JJOKYMEHTOBOmmoOka! 3aknagka He onj

1.1 HOMEHKIIATYPA JHEM.ceeeiivriieeiiiiieessiiieeessiiieeessninneesnnineeeens Ommoka! 3akaaaka He onpeesieHa.
1.2 DOPMUPOBAHME JICIT...uvvvvreeiniieieesinireeeesssnnreesasrnnessssneeessns Ommoka! 3akaaaka He onpeesieHa.
1.3 OnepaTUBHOE XPAHEHUE JICTT ..oevvvvrevreeeireesssreesseesssnesssses Ommoka! 3akaaaka He onpeaesieHa.

PA3JIEJI 2. ITIOATI'OTOBKA JEJI K APXMBHOMY XPAHEHNUIOOmmoOka! 3aknaaka He onpeaejien

2.1 DKcnepTr3a HEHHOCTH JOKYMEHTOB ....ccciuvvierireeeiieeernnens Ommoka! 3akiaaaka He onpeaesieHa.
2.2 OPOPMIICHHE JICIL....ccueveanreerieeeneesneeareesseeaneesneesreessessneens Ommnoka! 3akaanka He onpeesieHa.
2.3 COCTABIICHUE OITHCEH HEIL..ccuvvrunereeererersririssseessesessnnnssseesses Ommoka! 3akiiagka He onpejesieHa.
2.4 TIopsiIOK MEPEIAYH TETT B APXHB ...vveerevreernrreesnreeesnneeesnneens Ommoka! 3akiiagka He onpejesieHa.

PA3JIEJI 3. OPTAHU3ALIMA TEKYIIIETI'O XPAHEHUA TOKYMEHTOB B
DJIEKTPOHHOM @OPME ......c.covvieieeiiesisseesereseseneins Ommoka! 3akiiagka He onpejeseHa.

3.1 Cucremaru3zanus 371€KTPOHHBIX JOKYMEHTOB ............c..n... Ommoka! 3akiiagka He onpeeseHa.
3.2 ObecrnieueHue COXpaHHOCTH JOKYMEHTOB B 3JIEKTpOHHOHN (opme B oprannzanunOmmoka! 3akinagka
SBAKITIOUEHUE.........oovvioiiiee e Ommoka! 3akiagka He onpeaeseHa.

CIIMCOK UCITIOJIB3OBAHHBIX UCTOYHHUKOB............. Ommoka! 3akiagka He onpeeseHa.
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[Tpunoxenue 4

ITPUMEPBI O®OPMJIEHUSA
BUBJINOIPAOUYECKOI'O OIIMCAHUS B CITUCKE
NCTOYHHUKOB, KOTOPBIA ITPUBOJAT B KYPCOBOU PABOTE

Yuebnwvie nocobus, monoepaghuu

1. Anppeesa, B. 1. [lenonpousBoctBo. TpeboBanusi kK TOKyMEHTO000pOTYy prpMbl (Ha
ocHoBe ['OCToB P®) : mnHacTonmpHas KHHTa Ui CEKperaped, OyXrajiTepoB, IOPHUCTOB,
pykoBomuteneit / B. U. AunpeeBa. — 4-e u3n., mepepab. u jgomn. — MockBa : busnec-mkomna
«HnTen-cunredy, 1997. — 211 c. — (bubnuoreka xypHaia «YpaBieHUE TIEPCOHATIOM).

2. boObeBa, M. I1.  VmpaBneHYeckwii  JOKYMEHTOOOOPOT: OT  OyMaxXHOro K
3JIEKTPOHHOMY : BOIpochl Teopun U npaktuku / M. I1. boosineBa. — Mocksa : TEPMUKA.PY,
2019. -379 c.

3. Kynses, H. H. KonpuaennuansHoe neionpon3BOACTBO U 3aIIUIIEHHBINA AIEKTPOHHBIN
JIOKyMEHTOOOOpOT : Y4eOHHMK JUIsl CTYIEHTOB BbICIIMX y4eOHbIX 3aBeneHuit / H. H. Kynses,
A. C. lemymikun, A. I'. ®abpuunos ; noxa obueit penakuueit H. H. Kynsesa. — Mocksa : Jloroc,
2011. — 449 c. — (HoBas yauBepcHuTeTcKasi OMOJIMOTEKA).

4. Kymmnapenko, H. H. JlokymeHTOBeeHHe : y4eOHUK AJIsl CTYIEHTOB BY30B KYJIBTYpHI /
H. H. Kymnapenko. — 7-e u3a., crep. — Kues : 3nanns, 2006. — 459 c. — (Breicmee o6pazoBanue
XXI Beka).

5. Pomanos, I. A. IlpaBga 00 »3iekTpoHHOM JIOKymMeHTOOOOpoTe / Pomanos /I. A.,
Wnbuna T. H., Jlorunosa A. FO. — Mocksa : JIMK Ilpecc, 2008. — 224 c. — (busueclIPO).

6. Carron, M. /[)x. KopropaTuBHbIii JOKYMEHTOOOOPOT: TPHUHIMIIEL, TEXHOJIOTHH,
metononorus BHeapeHus / Maiikn JIxk. JI. Catton. — Cankrt-IletepOypr : A3byka : BMukpo,
2002. — 448 c.

7. Cromspos, 1O. H. JlokymeHTHBIN pecypc : ydeOHOE MocoOHe Ui BBICHIUX Y4eOHBIX
sagenennii / 1O. H. CromspoB. — Mocksa : Jlubepes-bubundopm, 2009. — 222, [1]c. —
(Cnenmanbnas cepus «IIpodeccrnoHanbHbIA TPAKTHKYM).

T'OCTw

8. T'OCT P MCO 10303-1-99. CucteMbl aBTOMAaTH3allud MPOU3BOJACTBA M  HX
uHTerpanus. [IpeacraBnenue AaHHBIX 00 M3AETUM U OOMEH 3TUMHU JaHHBIMU. YacTh 1. O6mue
MPEACTABICHUS] U OCHOBOIIOJATAIOIINE NPUHIMUIBI : TOCYIapCTBEHHBIM cTaHnapT Poccuiickoi
Oenepannu : u3AaHue OQUIMATBHOE : TPUHIAT U BBeAeH B JeictBue [locTtaHoBieHHEM
['occranmapta Poccun ot 22 centsiops 1999 r. Ne 301-ct : BBeneH BIEpBBIC : JaTa BBEICHUS
2000-07-01 / pa3paboran BcepoccHHCKMM  HAyYHO-HCCIICIOBATEIIBCKUM — HHCTUTYTOM
crangaptuzanuu (BHUMcrannapt) npu yuactun Hayuno-texnuyeckoro nentpa «MMHTEI'PO-
I» m HULL CALS «IIpuxnaanas goructukay. — Mocksa : ['occtangapt Poccun, 1999. — 1V, 11,
[1] c.

9. TOCT P CO 15489-1-2019. Hudopmanus W JAOKyMEHTamus. YIpaBJICHUE
nokymentamu. Yacte 1. [loHsATHA W OpUHLMOBL : HAOUMOHAIBHBIA cTaHAapT Poccuiickoi
Qenepan @ u3gaHue oduIMaTbHOE : YTBEp)KIEH W BBeleH B JeiictBue I[lpuxazom
@denepanbHOr0 areHTCTBAa MO TEXHUYECKOMY PEryJIMpOBaHUI0O W METPOJOTHM OT 26 Mapra
2019 r. Ne 1010-ct : B3amen I'OCT P UCO 15489-1-2007 : nmara BBemenus 2020-01-01 /
noarotosieH denepalibHbIM TOCYAAPCTBEHHBIM YHUTApHBIM mpeanpustueM «Poccuiickuit
HAyYHO-TEXHUYECKUN TEHTp WHOOpPMAIMU 10 CTaHAAPTU3AIUH, METPOJIOTHH U OIIEHKE
cootBercTBUs» (PI'VII «Cranmaprundopm») [u ap.] — Mocksa : Cranpaptungopm, 2019. — V,
17 c. — (Cucrema crannaptoB 1o uHpopmanuu, OUOIMOTEYHOMY U U3JIATEILCKOMY JIENY).
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ITponomxenue npuiioxxenus 4

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

Tezucwl, cmamvu

10. I'ybuna, XK. B. ABromaTu3amusi IyTeM BHEIPEHUS B OpPraHU3allUd CHCTEMBbI
3JIEKTPOHHOTO JoKyMeHToobopota / XK. b. I'youna // Mononoit yuensiid. — 2019. — Ne 23 (261). —
C. 247-248.

11. Jpsiuenxo, U. JI. CoBepIIeHCTBOBaHUE  JIOKyMEHTOOOOpOTa  COBPEMEHHOTO
npeanpustus / W. JI. [Ipsiuerxo, M. C. OpexoB // Bectnuk IlepMckoro rocynapcCTBEHHOTO
TEeXHUYeCcKoro yHusepcureta. — Ilepmp : U3n-Bo Ilepmckoro roc. texH. yH-ta, 2009.— T. 10 :
XuMuyeckasi TexHosiorus u ounorexnonorus. — C. 139-143.

12. Maneiaua, A. M. O030p cucreM  aBTOMaTH3alMu  JIOKYMEHTOOoOOpoTa  /
A. M. Manbiaus // Mepuanan. — 2020. — Ne 1 (35). — C. 36-38.

13. IlerpoBuuena, U. E. 0O630p COBPEMEHHBIX CUCTEM 3JIEKTPOHHOTO
nokymentoobopora Ha mnpumepe LOTUS NOTES / DOMINO / IlerpoBuueBa HMpuHa
EBrenreBHa, BuuyroBa AnHa AnekcangpoBHa // Hayunoe coobmectBo crymenTtoB XXI
croneTusi. TexHUYeCKMe HayKd : Marepuaibl VI cTyneHueckod MeXIyHapoIHOW 3a04HOMN
Hay4YHO-TIpakTHUecKoi KoHdpepeHumu (r. HoBocubupcek, 18 nHosops 2012 r.) — HoBocubupcek :
CubAK, 2012. — C. 69-74.

14. Cyposuesa, H. I'. PobOoTu3upoBaHHas JOKYMEHTAIUs: TPOOJIEMbI YIIPaBICHUS /
H.T. CyposueBa // YnpaBienue JOKyMEHTaMu B HU(PPOBOI SKOHOMHKE : MaTepHalbl HAYYHO-
npakTudeckoi koHpepeHuuu, r. MockBa, 5 nexadbps 2018 r. / Poccuiickuii rocymapcTBeHHBIN
TyMaHUTapHbBINA YHUBEPCUTET ; o obei penakuueid M. B. Jlapuna. — Mocksa : PITY, 2019. —
C. 23-30.

OnekmponHwvie pecypcol

15. O rocynapctBenHoi TaifHe : 3akoH Jlonenkoit HapomHoit Pecryomuku Ne 03-1HC,
JeMCTBYIOLIAsl peJakius no coctosHuio Ha 16.03.2020 : npunHsAT noctaHoBieHrneM HapoaHoro
Cosera JIHP 12 nexaGpst 2014 rona // Haponnsiit CoBer [Jonenkoit Hapoanoii Pecriybnuku :

ourmaneubii caiit. — URL: https://dnrsovet.su/zakon-dnr-0-gos-tajne/ (mata oOparieHus:
18.03.2020).

16. denepanbHoe apxuBHOe areHTCTBO (PocapxuB) : odunmanbHbIi caiiT. — MockBa,
2009- . —URL: http://archives.ru/ (nara obparuenus: 01.04.2020).

17. T'munckux, A. CoOBpeMEHHBIE CHCTEMbI JJEKTPOHHOTO JOKyMeHTooOopota /
Anexcanap I'muackux // Kommwiorep-MHopwM : [caiiT razers]. — 2001. — 19 mas — 1 wroH.
(Ne 102). — URL: http://www.ci.ru/inform09 01/p223edoc.htm (nara obpamienns 16.11.2019).
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