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BBenenune

[{enbI0 TaHHBIX METOJIMYCCKUX YKa3aHUH SBISCTCS OKa3aHWUE ITOMOIIM CTY/ICHTaM B
HaIMMCaHUU KYypCOBOHM pabOThI IO NUCIUIUTHHE «J[OKyMEHTOBEICHHEY.

B Meroawueckux ykazaHUSX H3JIaraeTcs Iedb M 3aJa4d HAIMCAaHUS KYpPCOBOM
paboThI, paccMaTpUBaeTCs MOPSAIOK €€ BBITOJHCHHS, JAIOTCS PEKOMEHIAIIMU 110 BBIOOPY
TEMbI KypcOBOW pabOThl, COCTABICHHUIO €€ IIaHa, MOoAOOPY M M3YYEHHIO HEOOXOAMMOM
auteparypel. Kpome Toro, B JaHHBIX METOIWYECKUX YKA3aHHUSIX MPUBOASATCS OCHOBHBIC
TpeOOBaHUA K COJCPKAHUIO U ODOPMIICHHUIO CTPYKTYPHBIX 3JIEMEHTOB KypPCOBOM pabOTHI.
A Takke 0 CBEJICHMs CTYJICHTOB JOBOISATCS OCOOCHHOCTH MPOLIEAYP PEIECH3UPOBAHUS,
3aIUTHI M OIEHKH KypCOBOM pabOTHI.

[Tpy HamMCaHUM METOIUYCCKUX YKa3aHWW WCITOJIb30BaHbI CTAHIAPTHl OpraHU3AINH
CTO 02069024.110-2008 «M3manust myist  oOpaszoBaTesbHOro mporecca. OOrmue
TpeOoBanus u mnpaBuna odopmienusi» u  CTO  02069024.101-2010 «Pabotsl

crynenyeckue. O6me TpeboBaHus U IpaBuiia 0hOPMIICHUS.



1 Hesp u 3212494 KypCcoOBoOil padoThI

Cornacio ®enepaibHOMY TOCYAapCTBEHHOMY 00pa3oBaTEebHOMY CTAaHIAPTY
BBICIIIETO MPOQPECCHOHAIBHOI0 00pa30BaHUs U y4eOHOMY IUIaHY, CTYJEHThI HalpaBiIeHUs
NoAroToBKU JIoKyMeHTOBEEHUE U apXUBOBEJECHUE U3YUalOT Kypc «JloKkymMeHTOBeeHUEY.
B xome wu3ydeHUs IUCHUIUIMHBI CTYJASHTHI JTOJDKHBI BBIOJHUTH KYpCOBYIO pPaboOTYy,
MPEeIyCMOTPEHHYI0 YYEOHBIM IUIaHOM, M MPEACTaBUTh €€ K 3allluTeé B CPOK,
peaycMOTpeHHbIN Kadenpoit [1]

KypcoBasi paGota saBisercss omgHOW u3 (GOpM CaMOCTOSITEIBHOIO TBOPUYECKOTO
UCCJIEIOBaHUS CTYIAEHTOM MHTEPECYIOUIeH ero mpoOJjeMbl, a TakKe 3aBepLIAIOIIUM
ATAIOM U3yYEHUS JUCIUTLINHBL.

Lenbio KypcoBoil paboThl sBiseTCs Oojiee yriiyOJieHHas pa3paboTka OJHON W3
npobiemM Kypca, GOPMUPOBAHHME Y CTYIEHTOB HAaBBIKOB NMPOBEJEHUS CAMOCTOSITEIBHOIO
UCCJIEeIOBaHUS, YMEHMsS aHaJU3UpOBaTh OTOOpAaHHbIE HWCTOYHHMKH, (QOPMYIHPOBATH
BBIBOJIBI M MPEJIOKEHUSI IO BEHIOpaHHOM MpoOiieMe Ha OCHOBE M3YyYEHHBIX UCTOUYHUKOB U
JUTEPATYPBHI.

CTyeHTy MpeaocTaBisieTcsl BO3MOXKHOCTh CaMOCTOSITENIbHO —BBIOpaTh TEMY
KypcOBOW paboThl, OMpPENeTUuTh HEOOXOAUMBIH KPYr HCTOUHMKOB W JIUTEPATYphl IO
BbIOpaHHON TeMe, O(OpPMUTH KypCOBYIO pabOTy B COOTBETCTBUHU C CYIIECTBYIOLIUMHU
TpeOOBAHUSIMU.

3agayamMu KypcoBOUl pabOThI SBIISFOTCS:

1)  pacmmpeHne  TEOPETMYECKMX  3HAHMM 1O  HM3y4aeMOMY  KYypCy
«JlokymeHTOBEeACHUEY;

2) nmpuoOpeTeHne MPaKTUIECKUX HABBIKOB POOOTHI C UCTOYHUKAMH H JTUTEPATypPOH
10 TeME MCCIIECIOBaHUS;

3) o00oOmeHne u cucTeMaTu3alus pPe3yJIbTaTOB HCCIEIOBAHUS IPOOJIEMBI,
coJiep KallluXcsl B HAYYHOM JIUTEpaTypE;

4) BbISIBJICHUE TUCKYCCHUOHHBIX TEOPETUYECKHUX BOMPOCOB B paMKaX HCCIIEIyeMOM

npo0IeMbl;



5) mpuoOpeTeHre HaBBHIKOB OOpaOOTKH (DAKTUYECKOTrO Marepuasa, COCTaBICHUS U
opopMIJICHUSI MHOTOCTPAaHHYHBIX TEKCTOBBIX JIOKYMEHTOB C  HWJUIFOCTPATHBHBIM

MAaTCpUAIIOM U MPUIOKCHUAMHA U UX aHAJIN34.

2 Bb100p TeMbI KypcoBO# padoThI

[Ipu BbIOOpE TEMBI KYpCOBOM PAOOTHI CTYJICHT 00/IHCEH YUUMbI6AMb: CBOI UHTEPEC K
TOW WIM MHOM Hay4yHOM mpoOiieMe; CTeNeHb JMYHOTO 3HAKOMCTBA C HAMEYAEMbIM ISt
UCCIIEZIOBaHUSI OOBEKTOM; XapaKTep U 00BEM MPAKTHUECKH JOCTYIHBIX IS MCTOJIb30BaHUS
JUTEPATYPHBIX, CTATUCTUYECKUX U APYTUX UICTOUHUKOB U MaTEPUAJIOB.

CryneHTy npenocTapisieTcsi IpaBo CaMOMY HAMETUTh TEMY KypCOBOU paboThl, €CIIi OH
XOpOILIO 3HAKOM MO POAY CBOEU NESATEIBbHOCTH MU MPEAbIAYIIEMY OIBITY C KaKHUM-THOO
00BEKTOM H3YyYEHUs], IPECTABIISIONIUM JJIsl Hero uurepec. JlJist cTyIeHTOB 3a04HON (hOPMBI
o0y4yeHusi BBIOOp TEMbl KypCOBOH paOOTHI JIOMKEH OBITh MO BO3MOXKHOCTHU CBSI3aH C UX
MIPAKTUYECKON JEATENBHOCTBIO WM C JACSATENbHOCTBIO OpraHu3alui, YUYpeKACHUN H
NPEANPUSATHIA, B KOTOPBIX OHU pa0OTAaroT.

Hanmcanune KypcoBbIX paboOT MpeAcCTaBisieT Co0OW OINpeNeleHHYI0 CHUCTEMY,
MPU3BAHHYIO MTOJTOTOBUTH CTYACHTA K BBIIIOJHEHUIO TUTIIIOMHON padoThl. Kaxknas Kypcosas
paboma A6NAEMCA CAMOCHOAMENbHHIM UCCIE006AHUEM, U B TO XE BpeMsl MaTepuall
KypCOBOI pabOThl MOKET ObITh MCIIONB30BaH B JajbHEHIIEM IMPHU HAIMCAHUW BBITYCKHOMN
KBaTM(PUKALIMOHHON paboThl. IloaToMy BBIOOp TeMbl KypcOBOW pPabOTBI YacTO MOMKET
MPEJOIPEAEIIUTh TEMY BBITYCKHON KBATM(UKAMOHHON padOThI.

[IpumepHas TemMaTHKa KypCcOBBIX pabOT Mpe/ICTaBlIeHa B IPUIOKEHUH A.



3 IlopsiaoK BBINOJIHEHHSI KYPCOBOM pad0ThI

[Ipouiecc BBIMOJMHEHUST KYpCOBOM pabOThl MOXKET OBITh pPa30UT Ha HECKOJIBKO
ATANoB:

1) obocnosanue axmyanvnocmu evioopa memwvl Kypcoeoii padomst. Ha >TOM
ATamne CTYJAEHTOM OCMBICIMBAETCS BBIOOP TEMbI KypCOBOW pabOTHI, POBOIUTCS aHAIU3
poJin M 3HA4YeHUs BbIOpaHHOW Tembl. OCYHIECTBISETCS YTBEPXKIEHHUE TEMbI KYpPCOBOM
paboThl HayuyHbIM pykoBoauTenem. [locie yTBepikneHusi BbIOpaHHON TeMbl, Ha TEPBOU
KOHCYJIbTAllUM HAy4YHbIH pPYKOBOAMTENIb B OOLIMX YepTax 3HAKOMUT CTYJEHTa C
TpeOOBaHUSIMH K COJIepkKaHUI0 Oyayiield paboThl, pPEKOMEHYET OCHOBHbIE JTUTEPATypPHBIE
WMCTOYHUKH, BBIJACT 3a/JlaHHe, CcleAys KOTOPOMY CTYACHT JOJDKEH COCTaBUTh IUIAH
KypcoBo# paboTbl. [lepBoHaYaIbHO COCTABICHHBIN JIAH ABISETCS MPEABAPUTEIbHBIM U
[0 Mepe HaMMCaHusl PadOThl MOKET MEHSIThCS ITyTEM BHECEHUS JOTOTHUTENbHBIX TyHKTOB,
UX COKpAILEHUs WK MeperuMeHoBaHus. Takum 00pa3oM, KypcoBasi paboTa BBIIIOJIHSIETCS B
COOTBETCTBUU C 3a/laHMEM, KOTOpOE€ TMOJIydaeT CTYAEHT, UCXOJs U3 TEeMbl KypCOBOW
paboThI;

2) nouck u 6vlO0p UCMOYHUKOE U JUmMepPamypvl no meme SBIACTCS OJHUM U3
BOKHEHIIMX ATamoB pabOThl HaJ KypcoBoil pabotoil. Ha sToM sTame ocymiecTBisiercs
CaMOCTOSATENbHBI MOUCK MEePBUYHOIO MaTepualia IO TeMe, MPOBOJUTCA  €ro
cuctemMaTusauusg, 0000IIeHHe, aHalu3 C TOYKM 3pPEHUs TOJIHOTHI  M3JI0KEHUS,
TEOPETUYECKON U METOJUYECKON HOBU3HBI B HCClIeJOBaHUU TeMbl. Oco00e BHUMaHUE NpU
ATOM 00pallaeTcs Ha UX MOJ00p U COOTBETCTBYIOLIYIO 00pabOTKY.

OO0s3aTenbHBIM ~ YCJIOBUEM MpPU  HANUMCAaHUUM KYpPCOBOWM  paboOThl  SIBIsETCA
UCIIOJIb30BAaHUE HE TOJBKO YYEOHBIX W Yy4eOHO-METOJUYECKHUX, HO M Pa3IUYHBIX
NEePUOJNYECKUX M3JaHUN. BakHEeWIIMM HCTOYHUKOM TEOPETUYECKUX HIed U (HaKToB
ABJIAIOTCS. HOPMATUBHO-IIPABOBbIE M  HOPMATHUBHO-METOJUYECKUE JIOKYMEHTBHI IO
uccieayemoil Teme. CTyIEeHT MOXET HCHOJb30BaTh UCTOYHHUKHU, MPE/ICTABICHHbIE KaK B
TPaJULIMOHHOM, TaK U B AJIEKTPOHHOH opme.

[Ipy wu3ydeHUH JUTEPATYpPHl CTYAEHT JIOJDKEH OTOMpaTh M OCMBICIMBATH

HCO6XOIIPIMBIﬁ JJIA KprOBOﬁ pa6OTBI Marepuagl HUCXOOA HN3 HAMCYUYCHHBIX PA3CJI0B
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Oynyuel paboTsl. Pexomenayercst cpazy oTMedaTh MyTeM KOHCIEKTUPOBAHUS, B KaKOM
gacTh paboThl OyIeT MCHOJb30BaH TOT WJIM MHOW MaTepHall, TO WJIM MHOE IOJOXKEHHUE,
pa3BUBaEMO€ aBTOPOM COOTBETCTBYIOIIETO JIUTEPATYPHOT'O UCTOUYHHKA;

3) ¢opmynupoeanue mexkcmoeozo u3NoHCEHUA Pe3YAbMAMOE NPOEEOEeHHO20
AHAIU3a UCMOYHUKOG U Tumepamypvl u popmynupoeanue coocmeenHvlx 6v160006. Ha
ATOM H3Tale BBIMOITHSAETCS CaMO MCCIEJOBaHUE TEMbI, B TEKCTOBOM (popme MpoBOAUTCSA
MMCbMEHHOE M3JI0KEHHUE MOIYYEHHBIX PE3yJIbTaTOB COIJIACHO pa3paOOTaHHOMY IUIaHYy.
HeoOxonumo  gomojHeHWE  KypcoBOWM — pabOThl  WILTIOCTPATUBHBIM — MaTepHaioM
(TabnuiiamMu, pUCYHKaMH, CXeMaMu, JuarpaMMamMud ©  T.JA.), TPWIOKEHUSIMH,
KOHKPETHU3UPYIOIIUMHU,  00OOHIAIONMMHU,  CHCTEMATU3UPYIOIIUMH  TpeljiaraeMbli
Marepuas. Bce cBeneHus, B3ATble U3 KOHKPETHOIO HCTOYHHMKA W HUCIOJIb3yeMble MpU
HAIMMCAaHUU KYpPCOBOM pabOThI, TOJKHBI OBITh CHA0KEHBI COOTBETCTBYIOLIEH CCHUIKOM Ha
€ro HOMEp B CIHCKE MUCIOJIb30BAHHBIX HICTOYHUKOB;

4) ogpopmnenue pezynomamos npoeedeHH020 uccaed06anus, HeOOXOIUMBIX IO
TEKCTY BCTaBOK, CCBHUIOK M TMPWIOXKEHUN; COCTABICHHE CIIMCKA HCIOJIb30BAHHBIX
MCTOYHUKOB; OKOHYATENbHOE OQOpMIIEHHE KypCOBOW pabOThl M MpeIcTaBlIeHUE
MOpoLIeAIIe HOPMOKOHTPOAb pPabOThl Ha PELEH3UPOBAHUME U OLUEHKY HAyYHOMY
PYKOBOJIUTEIIO.

OdopmiteHne KypcoBOi paboThI claraeTcsi U3 psiia MoclieJOBaTeIbHBIX ONepaln,
BBITIOJIHEHUE KOTOPBIX HE MEHee Ba)XKHO, YeM HaMHCaHUe TeKcTa paboThl. JlaHHbIE
ofepaluy JOCTATOYHO TPYIOEMKHU U TPeOYIOT 00JbIIOro KonudecTBa Bpemenu. K uncny
ornepauuii Mo o(OPMIEHUIO KypCOBOM pabOThl OTHOCATCS: TIIATENbHAas MpOBEpKa H
peAaKTUPOBAHUE TEKCTa MEpel] pacledyaTKol; yTOUYHEHWE Ha3BaHUU OTAENbHBIX 4YacTen
paboTbl  (pa3nenoB,  MOAPA3/ENIOB);  COCTABICHHME  ColepKaHUs ~ paboThl €
COOTBETCTBYIOILIEH pyOpHKalMel; THiareabHas MNpOBEpKa MPUBOAMMBIX B TEKCTE LIUTAT,
CCBUIOK, (hOpMYyJ, JIATUHCKMX Ha3BaHUM; Mepenedarka TEKCTa ¢ cobatodeHuem 6cex
npaeun opgozpaghuu; cocTaBlieHre CIUCKA UCTIOIb30BAHHBIX HCTOYHUKOB; U3rOTOBJICHUE
WTIOCTPATUBHBIX MaTEPUAIOB U TUTYJIBHOTO JIMCTA, COEAMHEHHE BCeX yacTell paboThl U

€C CKPCILICHUC.



[lonnoe odopmiieHHe KypcoBOH pabOThl MPOBOJUTCS B COOTBETCTBUU C
TpeOOBaHUSIMH JTaHHBIX METOJMYECKUX YykazaHui, TpedoBanusimu CTO 02069024.101-
2010 «Pabotsl crynenueckue. Obmue TpedoBanus u npasuia opopmienusi» u 'OCT 7.1-
2003 «bubnuorpaduueckas 3anuck. bubdauorpaduueckoe onucanue. O61Me TpeOOBAHUS
Y TIPaBUJIa COCTaBICHUS».

Kypcosasa paboma ¢ o00a3amenvHOM nopaoke O001)HCHA NPoUmu npoyeoypy
HOPMOKOHMPOJA.

OdopmiieHHass W TOANKMCAHHAs CTYACHTOM M HOPMOKOHTPOJIEPOM Kypcosas
paboma 3a mecay 00 3auyumosl 00JHCHA OblMb NOOAHA HA Kaghedpy NI PETUCTpALINH,
PELEH3UPOBAHUSL U OLEHKH HAyYHBIM pyKoBoauTesneM. HaydHblli pyKOBOAUTENH MOXKET
paccMaTpuBaTh KYpCOBYIO paboTy 6 meuenue 7-10 Oneit c momenma ee coauu.

Jist cobutoients cpoka MpeIoCTaBIeHNs] KypcOBOM pabOThl Ha PELEH3UPOBAHUE U
OLICHKY HayYHOMY PYKOBOJUTENIO CTYJEHTOM JOJDKEH OBbITh COCTaBJIEH KaJleHJapHbIN
IJIaH BBIMOJTHEHUS KypCOBOM paloThl, B KOTOPOM YKa3bIBaIOTCS CPOKU 3aBEpIICHUS
Ka)KJI0TO 3Tarna WK CTaJuu €€ BBIMOJIHEHUS U MOJTOTOBKU paboThl K 3auiute. HayuHbii
PYKOBOAMTENb M Kadeapa OCYIIECTBIAIOT KOHTPOJb 3a BBIINOJHEHUEM JaHHOIO
KaJICHJJApPHOT' O TUIaHA.

Heobxoaumo mnpaBWIbHO pacupeleluTh W NPOAYKTUBHO HCIIONB30BaTh BpEMs,
OTBEJICHHOE Il HEMOCPEACTBEHHOTO BBIIOJIHEHHS] KypCOBOM pabOThl M MOJATOTOBKHU €€ K
3amute. CTyICHT 0043an pezyaapHo (8 ycCmaHnoe1eHHble KANEeHOAPHBIM HIAHOM CPOKU)
ungopmuposams HaAYYHO20 PYKOBOOUMmMENA O X00€ GbINOJIHEHUA KypCoGoll padomul,
MPEACTaBIAsl €My IJs O3HAKOMJIGHHS M TIPOBEPKH TEKCTa OTACNIbHBIE pa3ieibl U
MOJIpa3/ieNibl B paMKax YTBEPACHHOTO MJIaHA BBIMOIHEHUS paboThl. B ciayuae cepve3nvix
3ameuanuil mekcm nepepadamoléaemcsa 0CHo6amenvHo. B ucnpaBieHHOM BHJIE B TIOJTHOM
o0beMe M BMECTE C WUIIOCTPALMSMU OH CHOBA MOJAETCS HA IMPOBEPKY PYKOBOIUTENIO B

YCTaHOBJIeHHBIﬁ CpPOK.



4 TpeOoBaHUSI K COACP:KAHMIO CTPYKTYPHBIX 3JI€MEHTOB KYpPCOBOM

padoThI

KypcoBast paboTa cOCTOUT M3 TEKCTOBOH 4acTHM M WILIIOCTPATUBHOIO MaTepuala,
COJEpIKallMX peLIeHUE 3aa4, YCTAaHOBJICHHBIX 3aJaHUEM Ha KypcoBylo padoty. Kypcosas
paboTa 10JIKHA COAEepkKaTh CIAEAYIOLUIUE CTPYKTYPHBIE DJIEMEHTHI:

- TUTYJBHBIH JIUCT,

- 3a/IaHHE Ha KypCOBYIO paboTy,

- aHHOTAaLHIO,

- coaepXkaHHue,

- BBEJCHHUE,

- OCHOBHYIO 4acTb,

- 3aKJIIOYEHHUE,

- CIMCOK MCHOJIb30BaHHBIX UCTOUYHHUKOB,

- TPUIIOXKEHHUS.

Tumynvnoiil 1ucm KypcoBoil paOOTHI SIBISIETCS NEPBBIM JUCTOM KypCOBOM pabOThI
U He HyMepyeTcs. TUTYIbHBIN JTUCT TOHKEH COAEPKATh:

- IOJTHOE HauMeHOBaHusl pakynbreTa (PaKkyIbTeT IKOHOMUKHU U YIIPABICHU);

- IIOJTHO€ HAaMMEHOBaHUE Kadeapsl, 3a KOTopoil 3akperieHa aucuuinHa (Kadenpa
roCy/IapCTBEHHOT'O U MYHUIIUIIAJIBHOTO YIPABIEHU);

- MIOJTHO€ HAMMEHOBAaHUE TUCUUIUTUHBI («/JOKyMeHTOBeIeHUEY);

- HAMMEHOBAaHHME TEMbI KypcOBOM paboThI;

- KJaccU(UKAIIMOHHBIA KOJI KypcOBOM paboThl (CM. M. 6.2 JaHHBIX METOAMYECKHX
yKa3aHHUi);

- UTHULIMAJIBI U PaMUIIHIO PYKOBOIUTENSI KYPCOBOM pabOTHI;

- UIHULIMAJBI ¥ (PaMUIIMI0 HOPMOKOHTpPOJIEpa KypCOBOM paboThI;

- o0O3HayeHue TrpyMIbl, WHUIUAIBI U (aAMUIUIO CTYACHTA, SBISIOLIErOCs

HUCITOJIHUTCIICEM,
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- OTMETKM g Jarbl W TMOJNUCH PYKOBOJAMUTENS KypCOBOM  paboTHI,
HOPMOKOHTpOJIEpPA U CTYAECHTA.

TUTYJIBHBIA JTUCT NOANMUCHIBAETCA U JATUPYETCS CTYACHTOM IIPU CHAYE KYpPCOBOM
paboThl HA HOPMOKOHTPOJIb; HOPMOKOHTPOJEPOM — MOCIIE UCIPABICHUS CTYJEHTOM BCEX
HEJI0YETOB U 3aMEYaHHi M0 0(hOPMIIEHHIO KYPCOBOU pabOThl; HAYYHBIM PYKOBOIUTEIEM —
nociie MpoBepku. B Tom ciiydae, ecnum KypcoBas paloTa JOMyCcKaeTcs K 3alluTe,
PYKOBOIUTEIEM JEIAETCSA COOTBETCTBYIONIAs OTMETKA HA TUTYJILHOM JIMCTE.

3aoanue na Kypcogylo padomy BKIIOYAETCS B TEKCTOBYIO YaCTh MTOCJE TUTYJIBHOIO
JUCTa U He HyMepyeTcs. biiank 3ajaHus Ha KypCcOBYIO pabOTy CONEPKUT:

- 3ar0JIOBOYHYIO YacCTh TUTYJIBHOIO JIUCTA;

- HAMMEHOBAaHHME TEMbI KypcOBOM paboThI;

- HCXOJIHbIE JaHHbIE K KYpCOBOM paboTe, BKIIIOUalOlIKe B ce0s HOPMATHUBHO-
MIPaBOBBIE U HOPMATHUBHO-METOJUYECKUE UCTOUHUKH 10 TEME KYpCOBOM paboThI;

- TepeyeHb TMOUIeKAUUX pa3pabOTKe BOMPOCOB, OXBATHIBAIOIIUX OCHOBHbBIE
MOJIOKEHUSI KypCOBOM pabOThI;

- mnepedyeHb Tpaduyeckoro (WUIIOCTPATUBHOTO) Marepuaina, KOTOPBIA CTYyAEHT
JOJIKEH TPUBECTH B KYpCOBOM pabOTEe B COOTBETCTBUM C HAMPABIECHUEM HCCIIEAOBAHMS;

- JaTy BBIJAYM 3aJaHUs W CPOK 3allUThl pabOThl C MOAMUCIMH HAYYHOIO
PYKOBOIUTENS U UCTIOJTHUTEIIS.

AHHOmayua SBISETCS TPETbUM JIUCTOM KypCcOBOM pabOThl M HE HyMepyeTcs.
AHHOTaIMs — 3TO KpaTKas XapaKTepUCTUKa KypcOBOW pabOThl € TOYKH 3pEHUs
coJlep KaHusl, HA3HAYEHUSI 1 HOBU3HBI Pe3yJIbTaTOB PAOOTHI.

B ctpykrypHblii 2neMeHT «Codepircanuey clenyer BHOCUTh BCE IOCIEAYIONIUE
CTPYKTYpPHBIE DJJIEMEHTBHl KypcoBOWM paloThl, BKIIouHawmue «BBexaenue» Homepa u
3aroJIOBKH Pa3feioB MW MOAPA3NEIOB, «3akitoueHue», «CHUCOK HCIOJIb30BAHHBIX
UCTOYHUKOBY»; a TaKK€ BCE IMPUIOXKEHUSI M HMX HAUMEHOBAHUS C YKa3aHHEM
COOTBETCTBYIOIIUX CTPAHHULL.

Beeoenue sinsiercs BCTyIUleHHMEM K KypcoBoil pabore. B HeM o0ocHOBbIBaeTcs
BBIOOP TEMBI KYpCOBOM pabOThI, ONpEEIIsieTCsl €€ aKTYaIbHOCTh U 3HAUMMOCTD JIJIsl HAYKU

N IIPAKTUKU. OHpCHeHeHI/IC AKTYAJIbHOCTHU TCMBbI, ABJIACTCA Ba)KHCHMIIICH YaCThIO Hay4YHO-
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WCCIICIOBATENIbCKOM  JICSTENIbBHOCTH,  MO3BOJIIET  YCTAHOBUTH  MECTO  IpeameTa
HcclieIoBaHUsl B 0011IeM COBOKYITHOCTH JJOKYMEHTOBeIUeCKUX nmpoosiem. C 3ToH 1eNblo:

- paccMaTpUBAIOTCS OCHOBHBIC TEHJCHIIMU HW3YUYCHHs] HUCCIEAYyeMOW MPOOJIEMBI,
aAHAJIU3UPYETCA TEKYIEE COCTOSTHUE,

- ONpENeNstoTCs TPaHMIBl HCCIEeNOBaHUS (TIPeAMET, OOBEKT, XPOHOJOTHYECKUE
pamKn),

- ¢popMupyeTes 1eNIb U YCTaHABIUBAIOTCA 3a/1aui KYpCOBOM paboTHI,

- TEPEUYUCISIIOTCS METOIbI U CPEJICTBA, C TMOMOIIBI0 KOTOPHIX OyAyT peniaTbes
MOCTaBJICHHBIE 3a]]a4H.

OO0BeM BBeIeHUS HE JIOJHKEH MPEBBIIaTh 7% OT 0011ero oobeMa KypcoBoi padOoTHI.

ConepxaHue OCHO6HOI Yacmu Kypcoeoii padomsl TOIKHO OTBEYATHh 3aJaHUI0 U
TpeOOBAHUAM, H3JIOKEHHBIM B JaHHBIX METOAMYECKMX YKa3zaHusaXx. OCHOBHYIO 4YacTh
KypCOBOM paboTHI 11es1eco00pa3Ho pa3AeiuTh Ha TPU pasjea.

Ilepevuii  pazden TnpenycMaTpUBAECT UCCIEIOBAHUE TEOPETUUYECKUX BOMPOCOB,
KOTOpPBI€ JOJDKHBI OBITH YBS3aHBI C MPAKTUYECKOW YacThIO PabOThI U CIY)KUTh OCHOBOM
U1 pa3paboOTKU TMPEeJIOKEeHU U pexkoMeHaarui. Pemaromum (haxkTopoM yCHEenHoro
HalMCaHMWsl JTOrO paszjenia SBISIETCS TIIATEIBHOE M BCECTOPOHHEE M3YYEHHE BCEX
HMCTOYHUKOB U JUTEpaTyphbl Mo u3bpanHoi Teme. [Ipu BbIOOpEe MCTOPUYECKONW TEMaTHKHU
HEOOXOIUMO yBS3aTh TMPEIMET KCCICAOBaHUS C COBPEMEHHBIMU TMpobiieMamMu
nokymMeHTOBeneHUsl.  OO0s3aTeNbHBIMU  SBJISIOTCS  CCBUIKM  HA  HCIOJb30BAaHHbBIC
JTUTEpaTypHbIC UCTOYHUKH.

Bmopout pazden HOCUT TNpakTUYECKHM XxapakTtep. BaXHO HE TOJIBKO T1yOOKO
W3YUYUTh JCHUCTBYIOIIYIO MPAKTHKY, HO U OCMBICIUTh €€ Ha OCHOBE aHAJIM3a COOPaHHOIO
Marepuana. 3ajadedl aHaiu3a SBJISETCS 0030p W IMepCOHaJbHAs OICHKAa MPAaKTUUYECKOTO
Marepuala, Kacarollerocs BbIOpaHHON TEeMbI JOKYMEHTOBEIUECKOro uccieioBaHus. Ha
OCHOBE TIPOBEJICHHOI'O0 aHaju3a HEO0OXOIWMO BBISIBUTH OCHOBHBIE MPOOJIEMBI TIO
PacCMOTPEHHOM TEME.

Tpemuit pazoen BKIIOYAaeT B ceOs pa3pabOTKy peKOMEHIAIUA U MEPONPUSITUN TIO
PEIIECHUIO BBISIBJICHHBIX B IPOIECCE aHadu3a MPaKTHYeCKOro Marepuana mpodieM. OH

IIoABOAUT HTOI' BCEU HpOI[CHaHHOﬁ pa60Te N HOOJDKCH OTpaXaTb IPAKTHYCCKYIO
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MOJIC3HOCTH BBITIOJTHEHHOTO CTY/IEHTOM HCCJeIoBaHus. PeKOMEeHIau cieayeT u3narath
MOCTIEIOBATENIBHO, pa30MB Ha MYHKTHI, ApTYMEHTUPYS KaXKIBIH BBIBOJ. B 11€10M JTaHHEIH
pas3zen J0HKeH UMETh IEeJIOCTHOE, JIOTUYECKH BBIJCPKAaHHOE MOCTPOCHHE, TIO3BOJISIONISE
MPOCIIEIUTH AaBTOPCKUH TIOJXO/ B PACKPBITUU TEMBI UCCIICIOBAHMUS.

3akntouenue sBIAETCS 3aBepIIAIONICH CTaaWel HAMMCaHUS KypCOBOW pabOTHI
3aximroueHne JODKHO COJEpKaTh KpaTKHWE BBIBOJIBI TO pe3yJbTaTaM BBIMOJTHEHHON
paboThl, OIICHKY TOJHOTHI pEHICHHs MOCTABICHHBIX 3a/ady, pPEKOMEHJAINH TI0
KOHKPETHOMY HUCTIOJB30BAaHUIO PE3YNIBTATOB PabOTHI, €€ Hay4YHYIO, SKOHOMHUYECKYIO WU
COLIMATbHYI0 3HAYMMOCTh. VIHBIMU CIIOBaMH, B 3aKIIOUEHUH aBTOPOM (OPMYIHPYIOTCS
YacTHBIC BBIBOJIBI, TOJyYEHHBIE Ha BCEX OJTamax paboTel, W OOIIMEe BBIBOABI IO
pe3yabTaTaM IMpoBeAeHHOro uccienoBanus. O0BbeM 3aKIIOUEHUS TOJDKEH COCTABIATH 8-
10% ot ob611ero o6bemMa KypcoBoi paboTHI.

[Tpu HammcaHuM KypcOBOW pabOThI 00S3aTEIBHBIM SIBISETCS COCTABICHUE CHUCKA
UCHOJIb306AHHBIX UCMOYHUKO8. B crnHCOK MOTYT OBITh BKJIIOYCHBI TOJBKO pPabOTHI,
YIIOMSIHYTHIE M IMTUPYEMBIE paHee B MPOIIECCE UCCIICTOBAHMS.

Matepuain, TOTOTHSIOMNWA OCHOBHYIO YaCTh KypCOBO# padoThI, 0pOpMIISIOT B BUIE
npunoxcenuii. B TPUIOKEHUSAX IEIECO00Pa3HO TPUBOANTH TpadUUEeCKHid MaTepual
Oompiioro oobema u/unu dpopmara, TabIUILBI OOIBIIOTO GopMaTa, KOMUU TOKYMEHTOB U

OJIAaHKOB M T.]I.
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5 PekoMeHIanuM 1Mo COJAEPKAHNUIO KYPCOBBIX padoT

Tema « Dynkyuu 00OKymeHma 6 UHGPOPMAYUOHHOU cpede OP2AHU3AUUN))

XapakTepucTuka HHQPOPMAIMOHHON cpenbl opranu3aiuu. lloHsTHe, TPU3HAKH,
cBoiicTBa JIOKyMeHTOB. DyHKIMU n0oKyMeHTOB. HopMaTuBHO-TIpaBOBasi perjiamMeHTaIus
JOKYMEHTUPOBAHMS JEATEILHOCTH OpraHu3aiuu. AHalu3 WHOOPMAIIMOHHOW Cpeabl
OpraHu3alii ©W €€ JOKyMeHTaluu. PexoMeHmanmuu 10  COBEPIICHCTBOBAHUIO

JOKYMEHTUPOBAHMS AEATEIbHOCTH opranu3auui [4, 6-10, 12].

Tema «/[okymenm Kak cpeocmeo 00MeHa uHpopmayueii 6 YnpaeieHuecKou
odeamenbHOCMU)

XapakTepucTUKa YyIpaBlieHUeckoil naesTenbHOCTH. [loHstue wuHpopManmu u
nokymenTta. IIpusHaku, cBoiicTBa W (GQYHKIIMU JOKYMEHTOB. HopmaTuBHO-NpaBoBas
perinaMeHTanuss ~ JOKYMEHTHUPOBAHUS  YINPABICHUYECKOM  JEATEIBHOCTH.  AHaINU3
JOKYMEHTOB OpraHu3aiuu. PekoMeHaaluuu 1Mo COBEPIICHCTBOBAHUIO JOKYMEHTHUPOBAHMS

yIpaBlieHYeCKoM aesitesnbHOCTH [3-5, 8-10, 12, 13, 15].

Tema «Hcmopusa 603HUKHOGEHUA U PA3GUMUA OMOENAbHBIX IJIEMEHMO8
dopmynapa ookymenma

[Tonsitue dopmynsapa nokymenta. Mcropusi popmymnspa aokymenrta. [lonsTtue u
XapaKTepUCTUKA PEKBU3UTOB. VIcTopusi BO3HHKHOBEHHSI U Pa3BUTUS PEKBU3UTOB
(monmucu, OoTTUCKa Teuyatd, rpuda yTBepxkaeHus u 1p.). CoBpeMeHHbIe TpeOOBaHUS K
anemMeHTaMm (opMmyisipa TokyMeHTa. llepcnekTuBbl pa3BUTHUS DBJIEMEHTOB (opmylsipa

IOKyMeHTOB [4, 7-10, 12-13, 15].

Tema «Hopmamueno-npasosas  peznamenmauyus OOKYMEHMUpPOBaAHUs
YRPAGIEeHUEeCKOI 0eAmeTbHOCHU)

XapakTepuCTUKa  YIPaBICHUECKOM  JEATENbHOCTH.  XapaKTepUCTUKa U
KiaccuduKkaius — ynpaBlIeHYECKOW JoKyMmMeHTanuu. HeoO0XoauMocTh HOPMaTHUBHO-

HpaBOBOﬁ periiaMCHTAllU OOKYMCHTHUPOBAHHA ynpaBHeH‘leCKOﬁ ACATCIIBHOCTH. Ananus
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HeﬁCTBYIOHIHX HOPMATUBHO-IIPABOBBIX AKTOB, PCTIAMCHTHUPYIOIIUX HJOKYMCHTHUPOBAHUC
ynpaBHqueCKOﬁ ACATCIIBHOCTH. PCKOMCHI[a]_II/II/I 0 COBCPHICHCTBOBAHUIO HOPMATHUBHO-
IIpaBOBBIX dKTOB, PETIaMCHTHUPYIOIINX HJOKYMCHTHUPOBAHHUC ynpaBnqueCKoﬁ

nesitenbHOCTH [4, 5, 8-10, 12-15].

Tema «Ocobennocmu co30aHUsA U UCNOSIb30CAHUA KAPMOZPAPUYECKUX UZ0AHUTL)
[TonsiTue u XapakTepucTUKa Kaprorpagudeckux u3ganuid. Mictoprs BO3HUKHOBEHHUS
W pa3BUTUS Kaprorpadguueckux u3AaHuid. TpeboBaHuss K KapTorpadgu4ecKoMy
JTIOKyMEHTUPOBaHMIO. [lepCrieKTUBBI Pa3BUTHUS W HCIOJIB30BaHUSA KapTorpaduueckoro

IOKyMeHTupoBaHus [3, 5-7, 12, 135].

Tema «Ha3znauenue u ocooennocmu RPpUMEHEHUA KMHOOOKyMeHmMPOGaHM}l»

IlonsTue KHMHOOJOKYMCHTHPOBAHUA. Knaccmbmcaunﬂ u XapaKTCPpUCTUKA
KHMHOJOKYMCHTOB. Ocobennoctu NPpUMCHCHUA KHHOAOKYMCHTHUPOBAHUA B PA3JIMYHBIX
C(I)ean O6H.ICCTBCHHOI>1 KHU3HU. HepCHeKTI/IBBI MNPpUMCHCHUA KMHOJOKYMCHTHPOBAHUA KaK

cnocoba ¢pukcupoBanus uadopmamuu [5-8, 11-16].

Tema «Haznauenue u ocobennocmu npumeHeHus YomooOOKymMeHmupoeanun)

[lonstue  doronoxkymentupoBanusi. Kiaccudukanms ©u  XapakTepuCTHKA
dboTogokymeHToB. OCOOCHHOCTH MPUMEHEHUS (OTOJOKYMEHTHUPOBAHUS B Pa3IUYHBIX
cepax obOmecTBeHHON KU3HU. [lepcnekTuBbl MpUMEHEHUsT (POTOTOKYMEHTUPOBAHUS KaK

cnocoba ¢ukcupoBanus uadopmanuu [5-8, 11-16].

Tema «Haznauenue u ocobennocmu npumeHeHus POHOOOKYMEHMUPOEAHUA)

[lonstue  doHomokymeHntupoBanusi. Krnaccudukamuss U XapaKTepucCTHKa
boHotoKyMeHTOB. OCOOEHHOCTH TNpPUMEHEHHsS] (POHOJOKYMEHTHPOBAHUS B PazIUYHBIX
cdepax oOiecTBeHHOM kHU3HU. [lepcriekTuBbI npuMeHeHus (POHOJOKYMEHTUPOBAHUS KaK

criocoba ¢pukcupoBanust napopmaruu [5-8, 11-16].
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Tema «Ocobennocmu uUcnoIb3086aAHUA OOKYMEHMOE HA HOGEHUWIUX HOCUMENAX
UH@opmayuu)

[lonsite, kimaccupukanus U XapPaKTEPUCTHKA JIOKYMEHTOB Ha HOBEHIIHX
HOCUTENAX MHGOpMauu. AHAIN3 WUCIOIB30BaHUS IOKYMEHTOB Ha HOBEHIIIUX HOCUTEISAX
nHpopmanuu. IlepcrneKTUBBI HUCIOIB30BaHUS JOKYMEHTOB Ha HOBEWIIHWX HOCHUTENSX

unpopmarnuu [3, 5-9, 11-16].

Tema «Ocobennocmu hopmuposanus u pazeumus cucmem 0OKyMeHmayuu,

[TonsiTue «cucrema aokymeHTauuuny. Kinaccudukaiuss U XapakTepUCTUKA CHCTEM
nokymeHTanuu. OCoOCHHOCTH (POPMHUPOBAHHUS CUCTEM JOKyMEHTalMu. TpeOoBaHUS K
COBPEMEHHBIM CUCTEMaM JOKyMeHTaIuu. [lepcrieKTUuBbI pa3BUTHS CUCTEM JOKYMEHTAIINH

[4, 7-10, 12-16].

Tema «Hcnonv3oeanue YHUDUUUPOBAHHBIX CcUCHEM  OOKYMEHMAUUU 6
YRpaenieHuu op2anu3ayueit,

[lonstue wu ¢yukuuu ynpasienus. [loHsTHe «yHUUUHpPOBAHHAS CHUCTEMA
nokymeHtauun». Kiaccudukanms u  xapakTepucTHKa YHUGUUIHUPOBAHHBIX CUCTEM
JOKYMEHTAllMK. AHaIN3 YHUDUIIMPOBAHHBIX CUCTEM JOKYMEHTAllMW, NMPUMEHSEMbIX B
yIpaBiIeHUU oOpranuzanuei. PekoMeHmanuu 1O HMCHOJIb30BAHUIO YHUGMUIUPOBAHHBIX

CUCTEM JIOKYMEHTAIlMU B yIIpaBJI€HUU opranuzanuen [4, 7-10, 12-16].

Tema «Ilpobnemvr OOKyMeHmMUPOGAHUA OP2AHU3AUUOHHO-PACHOPAOUMENbHOI
0esAmeIbHOCMU OP2AHU3AYUUY

[lonsiTue u kiaccudukanus opraHuzaiui. XapakTepUCTHKA OpraHU3allMOHHO-
pacropsAuTeIbHON JEATebHOCTU OpraHu3aiuu. TpeboBaHUus K JOKYMEHTHUPOBAHUIO
OpraHU3aIMOHHO-PACTIOPSAUTENIbHON neaTenbHocTH. Kimaccudukanus u xapakTepucTuka
OpraHU3aIMOHHO-PACTIOPSAAUTEIIBHON ~ JIOKYMEHTAIlMM.  AHanu3  OpraHU3allMOHHO-
pacropsauTeIbHON JTOKYMEHTaIH! OpraHU3aIuu. Pexomennanuu 1o
COBEPIIICHCTBOBAHUIO JTIOKYMEHTHPOBAHUS OpraHU3aIMOHHO-PACTIOPSAUTEIHHOM

NEeATeNbHOCTU opranuzauud [3, 4, 7-9, 11-16].
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Tema «/lokymenmupoeanue op2aHu3ayUOHHOU PYHKYUU YRPACIEHUA)

[lonsitne M QyHKIMM ynpaBieHUsA. XapaKTEPUCTUKA OPTraHU3ALMOHHON (DYHKIIHMH
ynpasieHus. TpeOoBaHMS K  JIOKYMEHTUPOBAaHUIO  OPraHM3alMOHHOW  (QyHKUIUU
yhnpaBieHus.  XapakTepuUCTHKa M KiIaccuPuKaluus  OpraHU3allMOHHO-TPAaBOBOM
NOKyMEHTallMM. AHalIW3 OpPraHU3alMOHHO-IPABOBOM JOKYMEHTALlMM OpPraHU3aIUu.
PekoMeH1aliuu 1o cCOBEPIIEHCTBOBAHUIO JJOKYMEHTUPOBAHUS OPraHU3allMOHHON (YHKINUU

ynpasienus [3, 4, 7-9, 11-16].

Tema «/lokymenmupoeanue pacnopaoumenbHoi QYHKYUU ynpasieHus»

[lonsitue U GyHKUMU yNpaBiIeHUs. XapaKTEPUCTUKA PACTIOPAIUTEIbHON (DYHKIIMH
ynpasieHus. TpeOGoBaHUS K JOKYMEHTHUPOBAHUIO PACHOPSIUTENBHOM  (PYHKUUHU
ynpaBiieHusa. XapakTepucTuka U KiaccU(UKaIMs pacnopsauTeIbHON JOKYMEHTAIUH.
AHanu3  pacnopsAMTENBHOM  JAOKYMEHTAallMM  OpraHuW3aluud. PexkoMeHmamuu 1o
COBEpIIEHCTBOBAHUIO JOKYMEHTHPOBAHUSA PACIOPSIAUTENbHON (YHKIMH YIpaBICHUS

13, 4, 7-9, 11-16].

Tema «Ocobennocmu UCNOb306AHUSA UHPOPMAYUOHHO-CNPABOUHOU
OOKYyMeHmauuu 6 ynpaeieHuu op2anu3ayueit,

[lonstne u GyHKUMM yOpaBieHUs. XapakTepUCTHKAa M KJIacCUPUKAIMs
MH(OPMAIIMOHHO-CITPABOYHON  JOKyMeHTanuu.  TpebGoBaHus K  0hOpMIICHUIO
MH(OPMAIIMOHHO-CIIPABOYHON JIOKYMEHTalUuMu. AHanu3 HWH(OOPMAIMOHHO-CIIPAaBOYHON
JOKYMEHTAIIMKM OpraHu3aiuu. Pexomenaaum no coBepuieHCTBOBaHUIO HHPOPMALIUOHHO-

CIIPABOYHOM JOKYMEHTalMu opranu3amuu [3, 4, 7-9, 11-16].

Tema «Hugpopmayuonnaa noooeprxcka pyKogooumens 6 ynpagieH4yecKux
cumyayuaxy

Pons  pykoBoauTenss B ympaBieHMM — opranuzainuei.  HeoOxoammocTh
WH(POPMAIIMOHHOW TMOJAEPKKH B YIPABICHUU. XapaKTEepUCTUKAa M Kiaccuukaius

YIOPABIECHYECKOW JTOKYMEHTalUUMW. AHAJIW3 POJIM YIPABICHUYECKONM JOKYMEHTallUu B
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COBEPILICHCTBOBAHUIO YIIPABICHYECKON JOKYMEHTallUM opranu3anuu [3, 4, 7-9, 11-16].

Tema «Ponv Kaopoeoi 00OKymenmayuu 6 ynpaeieHuu nepcoHaiom Opeanu3ayuuy
[lonsTne «ympaBieHHE MEPCOHAIOM». XapakTEepUCTUKA M  KJIacCU(pUKALMS
KaJpoOBOWM JIOKyMeHTauuu. TpeboBaHus K OG(OPMIICHHIO KaJpOBOM JOKYMEHTAIIUH.
HopMmatuBHo-mipaBoBas periaMeHTanus opopMIIeHUsT KaIpoBOW JOKYMEHTAllMHU. AHaIu3
KaJpoOBOW JIOKYMEHTAallUd OpraHu3anuu. PekoMeHIaluuu 10 COBEPIIEHCTBOBAHUIO

KaJIpOBOM JOKYMEHTAIMU opranu3auuu [4, 7-13, 16].

Tema «Ocobennocmu OOKyMEHMUPOCAHUA OeAMENbHOCMU KOJI1€2UAbHBIX
0p2aHOo8 YnpaesieHusn»

[TonsiTe M XapakTEpUCTHUKA NESITEIHLHOCTH KOJUICTHAJIBHBIX OPraHOB YIPABJICHUS.
TpeGoBaHus K JOKYMEHTHPOBAHUIO JEATEIBHOCTH KOJIJIETHAIBHBIX OPTaHOB YIIPaBJICHHUS.
AHanu3 JOKYMEHTHUPOBAHUS JCSATEIbHOCTH KOJUIETHAJIBbHBIX OPraHOB YIPaBJICHUS.
Pexomenmanmu 10 COBEPIICHCTBOBAHUIO JTIOKYMEHTUPOBAHUS NEATEILHOCTH

KOJUIETHAJIBHBIX OPraHoB yrpasienus (4, 7-9, 11-16].

Tema «Ocobennocmu 0OKyMeHmMUpPOBAHUA NUCLMEHHBIX U YCMHBIX 00paujenuil
2paXxcoany

[lonssTme w wiaccudukanus — oOpamieHuit  rpaxkaaH.  TpeOGoBaHus K
JOKYMEHTUPOBAHWIO TMHUCBMEHHBIX M  YCTHBIX OOpallleHWl TpakaaH. AHaIN3
JIOKYMEHTUPOBAaHMS TMHUCHbMEHHBIX W YCTHBIX OOpallleHui TpaxkaaH. PekoMmeHmaruu 1o
COBEPIIICHCTBOBAHUIO JTOKYMEHTHUPOBAHUS MUCHbMEHHBIX M YCTHBIX OOpallleHUi rpaxiaaH

[4, 8-10, 11-13, 16].

Tema «Ponb nianoeoii 00Kymenmayuu 6 ynpaesieHuu op2anu3ayueil)
[lonssiTue u  QyHKMM  ympaBieHus. XapakTEPUCTUKA TUTAHOBOM  (YHKIIMH

ynpasnenus. TpeboBaHusi K opOpMIICHHIO TUIAHOBOM NOKyMEHTAlMU. AHAIW3 TMJIaHOBOU
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HJOKYMCHTAIlUN  OpraHU3aIuu. PCKOMCHI[EU_II/II/I Mo COBCPIICHCTBOBAHUIO IJIaHOBOM

TOKyMeHTauuu opranuzauuu [4, 8-10, 11-13, 16].

Tema «ZonymeHmupoeauue JeamenbHoOCmU Op2aHoe éjltacmu)

HOHHTI/Ie, KJIaCCI/I(i)I/IKaI_II/ISI N XapaKTCPUCTUKA MOCATCIIBHOCTU OPraHOB BJIACTH.
TpC6OBaHI/IH K JOKYMCHTHUPOBAHHUIO HOCATCIBHOCTH OPraHOB BJIACTHU. HOpMaTI/IBHO-
nmpaBoBasA pPErilaMCHTAlUA AOKYMCHTHPOBAHUA ACATCIBHOCTH OPraHOB BJIACTH. Ananms
HJOKYMCHTHUPOBAHUA ACATCIIBHOCTH OpTraHOB BJIaCTH. PCKOMCHI[aHI/II/I I10

COBEPIIECHCTBOBAHUIO IOKYMEHTUPOBAHUS JIEATEIBHOCTH OPraHoOB BiacTu [4, 8-13, 16].

Tema  «Hcnonv3oeanue  HOBbIX  UHDOPMAUUOHHBIX  MEXHOTOUN 8
OOKYMEHMUpoeanuu)

[lonsiTue, xapakTepucThka U Ki1accuburanus HHHOPMAIMOHHBIX TEXHOJOTHI
JOKYMEHTUPOBaHMSA.  AHaIu3  COBPEMEHHBIX  WH(DPOPMAIMOHHBIX  TEXHOJIOTHUH
JOKyMEHTUpPOBaHMs. PeKkOMeHmaluu 1O COBEPIICHCTBOBAHHMIO HHGOPMAIMOHHBIX

TEXHOJIOTUHM TOKYyMEeHTUpoBaHus [3, 4, 9, 10-13, 16].
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6 TpedoBanus K 0(pOPMIICHUIO KYPCOBOM PadOThI

6.1 O0mme TpedGoBaHuA

Texct KypcoBoil paOOThl BBITIONHsIETCS Ha Jmctax (popmara A4 (210x297 mm),
coOmro1as CiaeayIolue pa3Mepsl Mojiei:

- 1eBoe — He MeHee 30 MM,

- mpaBoe — He MeHee 10 M,

- BepxHee — He meHee 20 MM,

- HUXKHee — He MeHee 20 MM.

TexcT KypcoBoil pabOThI BBIMOJHSETCS Ha KOMIIBIOTEPE B TEKCTOBOM PEIAKTOPE
Microsoft Word. Tun mipudTra, UCIOJIb3yeMOoro Npyu HaMCaHUKU KypcoBol padoTel: Times
New Roman.

AG3aIHBIN OTCTYN JOJDKEH OBITh OJIMHAKOBBIM IO BCEMY TEKCTY U paBeH om 1,5 0o
1,7 em. He nomyckaercst opopmiieHre ab3aiiHoro oTcTyna TadyJisaTopoM UK podenamu.

TexcT nomKkeH ObITh BBIPOBHEH O WUPUHE CHIDAHULDL.

MeXCTpOoUHbId MHTEpBAJ B TEKCTE: OOUHAPHBLI, MEKCUMBOJIBHBIA HHTEPBAJ B
TEKCTE: 0ObIYHBLIIL.

HpudT Texkcra J0IKEH UMETH CIEAYIOLUIUE Pa3MephI:

- Wpu(PT OCHOBHOT'O TEKCTA — 00bIUHbLIL, pazmep 14 nm;

- mpu@dT 3arojJOBKOB pa3/ieIOB M HAUMEHOBAHMHA CTPYKTYPHBIX JJIEMEHTOB
«3agaHue Ha KypCOBYIO paboTy», «AHHOoTauus», «Coaepxanue», «Bpenenuey,
«3akioueHne», «CrucoK UCIOIb30BaHHBIX UCTOYHUKOBY, «IIpunoxenue» (¢ OyKBeHHBIM
0003HaYEHUEM) — ROYHCUPHBLIL, pazmep 16 nm;

- mwpu@T 3aroJ0BKOB MOAPA3/EIOB U 3arojOBKOB MPUIOKEHUN — ROIYHCUPHDLIL,
pazmep 14 nm;

- mpu@dT yKazaHUs Ha XapakTep MNPUIOKEHUU (00s13aTeabHOE, PEKOMEHIYeMOE,
CIIPABOYHOE) — ROJIYHCUPHBLIL, Kypcus, pazmep 14 nm.

He oonyckaiomca gvloenenue u no0uepKueanue cji06 no meKcmy.

OneyaTtku, OMHUCKM M TrpadUyecKue HETOYHOCTH, OOHApY)KEHHbIE B IpoIllecce
BBITIOJTHEHUS, JIOMYCKAETCS UCIIPABIIATH MOTYUCTKON WIIM 3aKpalluBaHUEeM Oeloil KpacKoi
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¥ HAaHECEHHEM B TOM K€ MECTE HCIPaBICHHOrO TeKcTa. [loMapku U cieipl He MOIHOCTHIO
yJaJICHHOTO TPEXHET0 TEKCTa HE TOITYCKAOTCSl.

Crpanunpl cieayer HyMmepoBaTh apabckumu 1udpamu, coOirogas CKBO3HYIO
HyMEpaluio 1o Bcemy Tekcty. Homep cmpanuyvl oghopmnaiom wipugpmom pazmepom

14 nm ¢ yenmpe nudcnell wacmu nucma 6e3 mouxku 6 konye (pUCyHok 1).

i Kypcogan paGora - Microsoft Word Q@E‘
i Dafin [paeka Bua Boraeka  Oopwat  Cepswc  Tabmua  Oweo  Cripaexa BeeauTe BONpaC * X
GBI PEIA B Y9-0c 8 0REB[A T 1 -0 by
DA OV +Mownpt + TmeshewRoman  + 14 <K K 4 |[E = E*gq;f i iEE vaﬂf.é- X )‘-';
. =
[L] 3-w2-|‘1-w-e-w-1f?-2- ERIERE BRI SN SA RRVIRE IR SO NI VRIS RO - KR COM I . ]
é ;[CHOHIJOH?BOI[CTBO Kak CHCTEMA HpﬂBIIH 1 TeXHONOTHIl pﬂﬁOTbl ¢
N ,I[OI\‘}"P\-ICHTHI\'IH OXBATHIBACT H]JO].[ECC]:I [TOATOTOBKI ;[OI\"_‘;’P\-IeHTOB
o (,I(OK}’I\J@HT‘[I])OBHHIIC) I Opranmsamuio pﬂﬁOTbl ¢ TOKYMEHTaMI (XpﬂHCHIIC.
En HCIIONB30BAHIE, I[BII}‘KCH[IE‘-) BIMOTh 0 HX VHIMTOKCHIA HMH NEpedayuil Ha
: apXHBHOE XpaHeHe [15].
. v
t
@
| —_ i
=nEEuy [
ipwcoeawer Ll ferommper N N OO M A B @ E| M- L-A-= =20 lj!
Pazg 1 12 Ha 22,4 C7 37 HKon 13 oo (Po OF

Pucynok 1 — O6paszenr opopmiieHuss Homepa CTpaHUIIbI KypCOBOU pabOThI

[Ipu QopMupoBaHUM CTpaHUIBI Om ad3aua He OO0AHCHO OMPLIEANMbCA
(nepenocumuca Ha Opy2yr0 CMPAHUYY UTU OCIABAMbCA HA Hell) MeHee 08YX CPOK.

Cmpanuubl OCHOGHOU Yacmu Kypcogoil padomwvl 00J1)CHbL OblMb 3ANOSIHEHbL
mexcmom ne menee uem na 90%, Bxirouast mpoOeIbl MEXIy CIIOBAMH.

Texct KypcoBo#l pabOTHI JOJKEH OBITH JIOTMYECKU IMOCIEI0BATEIbHBIM, TOYHBIM,
HEOOXOJUMBIM M JIOCTAaTOYHBIM JJIi PACKpBITHUS TeMbl. B Tekcre cieayeT MpUMEHSTh
TEPMUHBI, OMPEACIICHN, 0003HAUYCHHUS M COKpAIleHUs, YCTAaHOBJICHHbBIE JIEHCTBYIOIUMHU
CTaHJapTaMU WK OOIIETPUHSATHIC B HAYYHOM JIMTEpaType.

B texcte xypcoBoil paboThl, 3a HCKIOUeHHUEM (PopMyn, TabJMIl U PUCYHKOB, He

00NnyCcKaemcsa nPUMeHANDy:
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— MAaTeMaTHYECKHH 3HAK «-» TMepell OTPHUIATCIbHBIMU 3HAYCHUSMHU BCIIMYMH
(cienyet mucath CJIOBO «MUHYCY);

— 3HaK «@» g 0003HaUCHHS AuamMeTpa (CIeayeT MUcaTh CJIOBO «IHaAMETP»);

— MaTeMaTHYeCKHE 3HAKW BEIMYMH O€3 YHCIIOBBIX 3HAUYCHUH, HAMPUMED, «>»
(6ompie), «<» (MeHsbIE), «=» (paBHO), «>» (OOJbIIE WIM PaBHO), «<» (MEHBIIC WIH
PaBHO), «#» (HE paBHO), a Takxe 3Haku «Noy (Homep) u «%» (TIPOIIEHT).

B texcte KypcoBoii paboThl He 0onycKkaemcsa nPUMeHAmMDb:

— 000pOTHI Pa3rOBOPHON PEeUH, TEXHUITU3MBI U TPO(HECCHOHATU3MEI;

— IS OJTHOTO M TOTO JK€ TMOHATHS Pa3IMYHbIC HAYYHBIC TCPMHHBI, OJU3KHE II0
CMBICITYy (CHHOHHMBI), a TaK)XK€ HWHOCTPAHHBIC CJIOBA M TEPMHUHBI TPU HATUYUHU
pPaBHO3HAYHBIX CJIOB M TEPMUHOB B PYCCKOM SI3BIKE;

— MIPOU3BOJIbHBIE CJIOBOOOpa3oBaHus [2].

bonavwoe enumanue 6 Kypcosoit pabome ciedyem yoeaums npagonucanuto. OHO
JIOJDKHO COOTBETCTBOBATH IPaBUIIaM pycckoit opdorpaduu u nmyHKTyaruu. Tekcm Kypcoeoit

pa60mbt usziacaemcst om mpemseo jinua.

6.2 TutyabHBIA JUCT

Ilepenocwvt cnoe ¢ nHaonucax mumynbHo20 aucma He oonyckawomca. IIpumep
o opMIIEHUS TUTYIBHOTO JIUCTa KypCOBOM pabOThl MpHUBEAECH B MpUiiokeHuH b.
KnaccudukaunoHuslii koA KypcoBOW pabOThl MMEET OINPEACICHHYIO CTPYKTYpY

(pucyHok 2).

6.3 3apanue

3amanue Ha KypCOBYH paboTy MOXET OBITh 3amojHEHO, KakK OJaHK WM
HaOpaHO Ha KOMIBIOTEPE B COOTBETCTBHHM C TPEOOBAHHMSIMH K €r0 COJACPIKAHHIO.

3aroJjioBoyHas 4acTh OJIaHKa 3alaHuA Oq)OpMHHCTCH, TaK K€ KaK M 3arojJoBo4dHas 4aCTb

TATYynbHOTO JucTa. OOpasenr OylaHka 3aJaHusi TPUBEICH B NpWIOKeHUH B.
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X XXXXXX.XX XX XX, XXX XX

Kon opranmzamuu-pazpadoruunka (OI'Y)

Kon nanpasiienust noArotoBku «Jl0OKyMEHTOBEAECHUE U
apxuBoBeaeHue» (034700)
Kon crenenu — 6akanasp (62)

KO)I BUOA I[OKYMGHTaHI/II/I
Kypcosast paboTa J1s1 HETEXHUUECKUX CIIENHAIbHOCTEN (5)

XapakTepucTuka TeM
Bbe3 ykazanus (0)

I'onx u3ganust paboTel (0003HAUAaETCs ABYMS MTOCIETHUMU [UPpaMu
KaJICHIAPHOTO TOJa, B KOTOPOM 3alllMINAETCsA KypcoBas paboTa)

Howmep 3aueTHON KHUKKH (YKa3bIBAIOTCS TPU MOCIEAHUX HUPPHI HOMEpa)

[udp nokymenra
OO - 1 HETEXHUYECKNX CIENAILHOCTEN

Pucynok 2 — CtpykTypa KiaccuukallmoHHOTO KO/1a KypcoBOM paboThI

6.4 AHHoTanus

AHHOTanus B 5-7 NpeayioKEeHUAX JOJDKHA COAEPKaTh KPATKOE OMUCAHUE KYpPCOBOM
pabothl. C10BO «AHHOTALIMS 3aMKMCHIBAETCS B BUJE 3arojIOBKa MOCEPEINHE CTPAHUIIBI C

npornucHoi 0ykBel. [IpuMep opopMieHus: aHHOTALIMK PUBENICH B PUIoKeHUu I

6.5 Conepxxkanue

CrpykrypHblil anemeHT «Conep)kaHue» He BKIIOYAETCsl B OOLIYI0 HyMEpaluio
pa3ienoB W pa3MEIlaeTCs Ha OTACIBHOM JINCTE MM HECKOJBKUX JucTax. CioBo
«ConepxaHue» 3alKuChIBACTCS B BHUAC 3arojOBKa IIOCEPEJUHE CTPAaHMIBI C IEPBOMU
MPOMUCHON OYKBBI.

HanMeHOBaHHS CTPYKTYpPHBIX 3JEMEHTOB, Pa3lelioB W TOJAPA3/AEIOB KYypCOBOM

pa6OTBI, BKIIFOYACMBIX B COACPIKAHUC, OTACIIAIOTCA OT HOMCPOB CTPAHUIL OTTOYUCM.

[Ipu odopmienun conepxkanusi y1oO0HO UCIOJIb30BaTh TabMuIy U3 ABYX rpad (B

HepBOﬁ rpa(be Ta6JII/II_IBI 3aIlIUCBIBAIOTCA HAMMCHOBAHUA CTPYKTYPHBIX 3JICMCHTOB pa6OTBI,
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a BO BTOpO#l rpade — COOTBETCTBYIOIIME HOMEpa CTPAHMI]) CO CKPBITBIMH TpaHULIAMU

(pucyHoK 3).

o Kypcoean pabota - Microsoft Word
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Crp. 5 Pasa 1 12 pycoeni (P0G
PI/ICYHOK 3 - O6paseu Oq)OpMHCHI/ISI COACpKaHUA KprOBOﬁ pa6OTBI C

HUCITOJIb30BAHMUEM TAOJIUIIBI

[Ipumep odopmiteHHs coaep:kaHus MPUBEJIEH B PUIoKeHuu /1.

6.6 BBenenue, 3aKJII09eHHE

CtpyKTypHbIE 21eMEHTHl «BBeneHne» U «3aKII0ueHUe» HE BKIIOYAIOTCS B OOIIYIO
HyMEpaluio pa3ieiioB U pazmewiaromca Ha omoenpHuix aucmax. Cinoa «BBeneHue» u
«3aKIr04YeHHEe» 3alMCBIBAIOTCS B BUJE 3aroJIOBKOB IIOCEPEAMHE CTPAHUIBl C IEPBOM

MPOMUCHON OYKBBI.
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6.7 OcHOBHAA YaCTh

6.7.1 3arosoBku

TexcT OCHOBHOM YacTH KypcOBOW pabOThHI ClielyeT NeIuTh Ha pasienbl. Paszmens
MOTYT JENHUThCS Ha mojapaszaenbl. g pa3nenoB W MOAPA3EioB KypcoBOMl pabOThI
MIPUMEHSIIOT 3aroJIOBKH, YETKO M KPATKO OTPaKaIOIIUE COJEpKaHHE COOTBETCTBYIOIIUX
pa3zesnoB U MOAPa3/IeIioB.

Pazodenvt u noopaszoenvt Hymepyrom apadcKumu yugpamu.

Pazgensl mOMKHBI UMETh TOPSAKOBYIO HyMEpalluio B TIpejaeiax BCEero TeKCTa

OCHOBHOM 4acTH KypCOBOIl pabOTBHI.

Ilpumep — 1 Ponv ungpopmavuu 6 ynpasienuu opzanuzayuen
2 Ananu3s UCNOIb306AHUA UHPOPpMAUUOHHO-AHATUMUYECKOTL
OOKyMeHmauuu ¢ ynpasieHuu op2anuzayuei
3 Hanpagenenusa coeepuieHCME08aHUs UCNOIb308aAHUA UHPOPMAUUOHHO-

AHATUMUYECKOUl OOKYMEHMAauuu ¢ ynpagieHuu op2anu3ayue

HOMep nmoApasacia BKIKOYACT HOMCEpaAa pas3aciia M Ioapas3jciia, pasACJICHHBIC

TOUYKOM.

Ilpumep — 1.1 Ocobennocmu ungpopmayuu, npUMEHAEMOI 8 YNPAGIEHUU
1.2 Haznauenue unghopmauuonno-anaiumuyeckoi 00OKymeHmayuu

1.3 Knaccugpukayus ungpopmayuonno-anaiumuueckoi 0OKymeHmayuu

Ilocne nomepa pazoena, noopazoena mouKy He Cmagsam.

Jis pa3znenoB M MOAPA3AEIOB KypcOBOW pabOThl TNMPUMEHSAIOTCS 3aroJIOBKH.
3aroyioBKM JIOJKHBI YETKO M KPaTKO OTpa)aTh COAEp:KaHHE COOTBETCTBYIOIIMX PA3ZEIIOB
Y TI0JIpa3JIETIOB.

3azon060k pazodena (noopazdena) ¢ Homepom pazoena (noopazoena) neuamarom
nocne ado3zaynozo omcmyna (eOUH020 no 6ceil Kypcoeou padome), omoenas om Homepa
npobenom, HaYUHAA ¢ RNPONUCHOU OYK6bl, He HNPUEOOA MOUYKY 6 KOHUe U He
noouepxueas.
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B 3arosnoBkax cieayer uz0erath COKpalnieHui (3a UCKIFOYEHUEM OOIepU3HAHHBIX
a00peBuaTyp, IUHUI] BEJTUYMH U COKPAIICHUM, BXOSIINX B YCIOBHBIE 0003HAUCHMUS).

B 3aconoéxkax me Oonyckaemcsa: TIEPEHOC CIIOBA Ha MOCIEAYIOIIYIO CTPOKY,
MIPUMEHEHHUE PUMCKHUX U, MATEMAaTUUECKUX 3HAKOB U TPEUECKUX OYKB.

Ecnm 3aronoBok COCTOUT U3 ABYX HNPEIJIOAKEHUN, TO UX PAa3AEISIIOT TOYKOM.

[Ipu opopmieHnr 3arojJ0BKOB ClIeIyeT cOOJII0IaTh CleayIoNIue TPeOOBAHUSI K UX
pa3MENIEHUIO:

— pacCTOSIHUE MEXAY 3arojOBKAMH pasjena U NOoApas3Aena 00aXHCHO Oblmb PAGHO
00HOMY MEHCCMPOUYHOMY PACCMOAHUIO (8 MM);

— PAacCTOSIHUE MEKY 3ar0JIOBKOM M TEKCTOM, a TAKXKE MEXIY MOCIEAHENH CTPOKON
TEKCTa W TOCIEAYIOIIMM  3arojOBKOM  O0JI)}CHO  Oblmb  PAGHO  YOBOEHHOMY

MeHCCmPOUHOMY paccmoaHuio (He menee 15 mm) (pucyHok 4).

G 1 rnasa - Microsoft Word E@EJ
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'—BCCB TpoIiece YIpaBIeHId TIPOHI3aH nHpopMartieli, apigtoneiica ocHOBOH
- NPHHATHS pelleHrii, M MOCTPOeH Ha OlepaTHBHO paboTe ¢ /OKYMEHTAMIL B
KOTOPHIX OHAa (uKcHpyercd. [losToMy — MH(DOPMAITHOHHO-TOKYMEHTAITHOHHOE
obecrieueHile VYIpaBIeHHI (DENONPOM3BOACTBO) TMO00Il QuUPME, VIpekmeHd,

- OpraHn3aIli, TIpEATIPIATITA paccMaTpHUBacTCA CEeroaHAa KaK BasKHeHmas
ERE] RIS i
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ipcosarmie - [ |aeroprvee- N N IO Az @l O-2-A-==5adf
CTp. 8 Pasa 1 122 pycormd (Po (O3
Pucynok 4 — OGpasenr opopMIcHHS HAMMEHOBaHWN paslela M IOApaszela

KypCOBOM pabOThI

KEDKJIBIﬁ pasaci OCHOBHOI'O TCKCTAa PCKOMCHAYCTCA HAYMHATHL C HOBOT'O JIMCTA [2]
KEDKJIBIﬁ nmoapasacyli UKk IYHKT TaK K€ PCKOMCHAYCTCA HAYHMHATHL C HOBOI'O JIMCTA, ecjiu

II0CJIC UX HAMMCHOBAHMUA HA JIMCTC IIOMCIIACTCA MeEHee 3 cCmpoueKk mexkcma.
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6.7.2 Ilepeuncnenus

B tekcTe kypcoBoii paboThl MOTYT OBITh MPUBEICHBI NIepeuncieHus. [lepeuncienus
6bvl0eNAIOMm 6 meKcme ad3ayHbvlM OMCHYROM, KOTOPBIA UCTIONB3YIOT MOAbKO 6 Nepeoil
cmpoke.

Ilepen kaxmod mMo3uIMEN TMEpeUUClICHHUs CTaBiAT Odegpuc. Eciu HeoOXoaumo B
TEKCTe KYpCOBOM pabOThl cOCIAThCS HA OJHO MM HECKOJBKO MEPEUHUCICHUN, TO Tepea
KOKJI0M mo3unue BMecTo Jeduca CTaBiIT CHMpPOYHYIO OYKEY, NpUBOOUMYIO 6
angpaeumnom nopsaoke, a nocie Hee — CKOOKy. Jlnda nanpHEHIIEed aeTanud3aiuu
MEPEUnCIICHUsl HCTONb3YIOT apadckue uu@gpvl, nocie Komopvlx cmasam CKooOKy,
NPUBOJL UX CO CMeujeHuemM 6npaeo HA 064 3HAKA OMHOCUMEIbHO hepequcieHull,
obo3nauennvix oykeamu. Jlonmyckaercs BMecTo Aeduca NpUBOAUTH apaOckue mudpbl co
CKOOKOM, a JIJIsl JasibHEeHIleld qeTanu3aluy UCIOIb30BaTh CTOYHbIE OYKBBI PYCCKOIO HIIU
JaTUHCKOro andaBUTOB B al(aBUTHOM TMOPSIAKE CO CKOOKOM mocie Hux. [2]
Ilepeyucnenusn ¢ mekcme npugoOAMCaA 4Uepe3 MouKy ¢ 3anamoii co CmpoOYHOUl 0YKebl

(pucyHok 5). He oonyckaemca npumenenue mapKupo8aHHbviX CHUCKOS.
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B HyRMEpAITHEO JIICTOE [Efa © cobImomeHMen clemy OII[IG: P aEHT:
13 Bce JmMCTEI pena HyMepyiOTcA apafckmm mrbpansi BanopoH
HYyMEPAITHE B OPABOM EEpXHEM YOOIV JIHCTA KAPAHATON I
HYMEDAT 0P OM,
2) JMCTEI @Oedl, COCTOAIMX K2 HECKOJNERMX TOMOE IMNH HacTedH,
HYMEQFIOTCA [0 KOXOOMY TOMY HIIH II0 KaEA0H HacTH 0 THeNEHO,
3 doTorpadmi, SepTEEH, THATPAMME! H OPVTHE DT CTP Hp OBaHHEIE
OOEYVMEHTE, [PENCTAEIAHIHE CAMOCTOATEIIEHEIA JHCT E  [EIE,
HyMepyeTcd Ha 0bopoTHOH CTOpOHE HA BEPXHEM IIOJE NHCTA,
4} CHOMEHHEIR JOIC T PAsE0pasHEASTCA H HYMER VETCA B NIPAB0H SacTH
EBEQHEHET O II0J14,
5) JMCT C© HATIYEO HAKIEEHHEM NOKYMEHTOM HYMEPYETCA KAk O0fHH
JIHCT,
A) NONIMTEIE E [0 KOHEERTEL C  EBIOKEHHMAMHE HyMEpRYHTCA
OTAENEHO.
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Pucynok 5 — O6pa3zer; opopmiaeHus IEpeurucIeHus: B TEKCTE
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6.7.3 TaOnu1bl

Tabnuipl TPUMEHSIOT JJI JTy4lled HarJsIHOCTH U yI00CTBAa CPAaBHEHMS YHUCIOBBIX
3HaUEHUWN TOKazareiedl (mapameTrpoB, pasMepoB U T.m.). TabGauunyio ¢dopmy
1enecoo0pa3Ho MPUMEHSTh, €CJIA PA3JIMYHBIC MIOKA3aTEeId MOTYT OBITh CTPYIIIUPOBAHBI 110
KaKkoMy-JIH0O 00IIeMy MpU3HAKYy, a KaKJbld M3 TOKazaTeledl MOXXET MMETh JBa (WU
OoJiee) 3HAUYCHHUS.

Tabnuiy, B 3aBUCUMOCTH OT €€ pa3Mepa nomeuiarom noo meKcmom, ¢ KOnmopom
énepevle 0aHa HA Hee CChLIKA, WIIN Ha CIEYIOIIeN CTpaHUIle, a TPU HEOOXOAMMOCTH — B
MPUJIOKEHUH KypcoBoW paboThl. CChUIKM Ha TaOJHUIBl JealoT MO TUIY (.. 6
coomeemcmeuu ¢ madauyeil ... » Ui «... PeOCmaesieHsl ¢ madauye ... ».

Jlonyckaemca pazmewiamv maodoauyy 60016 OAUHHOU CHMOPOHBL Jaucma (8
a1bOOMHOU OpUEHMAUUN JTUCIA).

Om neeo2o nona nad maonuueu pasmeuwiaiom cioeo «Taoauua». Ilocne nezo
npueooam nomep maédauyst. Ilpu >TOM mouKy nocie nomepa madauyvl He CMABAM.
Tabauuvr Hymepyromcea apadcKkumu yuppamu cKe03HOI Hymepayueil 6 npedenax 6ce2o
meKcma 0CHOBHOIL uacmu KypcoBOi paboThI, 32 HCKIIOUEHUEM TaOJIUI] MPUIIOKEHUH.

Jlonyckaemca nymeposamsv maodauyst 6 npedenax pazoena. B stom ciydae HoMmep
TaOJIUIBI COCTOUT M3 HOMEpa pasjeia U IMOPSIKOBOI0 HOMEpa TaOJHIIbI, pa3ieieHHBIX
ToukoM - «Tabauua 1.1».

Tabnuysbt KaXXO0TO HPUNOHCEHUSA HYMEPYIOM apadCKumu uugpamu omoeabHou
Hymepayueil, 000a814A31 neped KaxcoblmM HOMEPOM 0003HAYUEHUEe TAHHOTO HPUNOHCEHUS
U pazoensasn ux moukou.

Ecium B xypcoBo#t paboTe omHa Tabiuna, To ee obo3HavaroT «Tabauua 1» vy,
Hanpumep, « Tabauya B.1» (ecnv Tabiauna MpuBeieHa B IPHWIOKEHUH B).

JIs1 KpaTKOTO TMOSICHEHUS W/WIW YTOYHEHUsI COACP)KaHHUS TaOJMWIBI MPUBOIAT €€
HAuUMeHOB8aHue, KOTOPOEe 3aIMCHIBAIOT HAO madauyeil ¢ nPOnuUcHoil OyKewvl nocie ee
HoMepa, omoenan om Hezo mupe. IIpy 3TOM mouKy nocie HaUMeHOBAHUA MAOIUYBL He

cmaegam (PUCYHOK 6).
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Taobmuma -

HOMEp HauMMCHOBAHUC Ta6J'II/IL[LI
3aroJIOBKU Tpad
roJIOBKa
} M013aroJIOBKH Tpad
CTPOKH
(ropu3oHTaIbHBIE
PAIIBI)
- ) — __
T gl
O00KoBUK (Tpada mms rpadm
3aroJI0BKOB CTPOK) (KOJIOHKHM)

Pucynok 6 — CtpykTypa TabJuLbl

3aronoBku rpad (KOJOHOK) W CTPOK TAOJHMIIBI MPUBOMAST, HAUUHAS C HPORUCHOU
OyKewl, a TO/3arojoBKU rpad — co CmpouHOU OYK6bl, eclu OHU COCMABNAAIM O00HO
npeonodcenue ¢ 3a207106KOM, WIA C HPORUCHOU OYKebl, eCclu OHU UMelm
camocmoamensvHoe 3Hauenue. B KOHIlE 3arojOBKOB U TOJ3arojoBKOB Tpad U CTPOK
TOYKH HE CTABSAT. 3A20106KU U NOO3A20]I06KU 2PAg) YKA3bleatom 6 eOUHCMEEHHOM HucIle.

[Ipu nmpuBeneHnH 3arojioBka OOKOBHUKA WJIM 3aroJIOBKOB (ITOA3aroJIOBKOB) JAPYTHX
rpad He oOonyckaemcsa pazoeneHue zpag) 6 20108Kke madAUUbl OUALOHATILHLIMU
JUHUAMU.

3aronoBku rpad, Kak MpaBUiio, 3alUCHIBAIOT MapauIebHO CTpokaM Tadnuibl. [Ipu
HEOOXOJIUMOCTU OOMYCKAEMCA PpPAChnoa1azame 3a207106KU  2pag) nepneHOUuKyIapHo
cmpoKkam maodauysl.

I'pagpy «Homep no nopaoxky» é¢ mabnuuy He eékawuaiom. [Ipu HeoOXoauMoOCTU
HyMepaluy MokasaTesiel, mapaMeTpoB WIHN JIPYTUX JaHHBIX MOPSIKOBBIE HOMEpa ClIeayeT
yKa3piBaTh B TmepBoil rpade (OOKOBHKE) TaOJMIIBI HEMOCPEACTBEHHO Teped HX
HAaUMEHOBAHUEM.

['opuzoHTaNIbHBIE JTUHUM, Pa3TPAaHUYUBAIONINE CTPOKU TAOJMIIBI, JOIMYCKAeTCs HE

IMPpOBOANTB, €CIIN UX OTCYTCTBUC HC 3ATPYAHAIACT IIOJIL30BAHHUC Ta6HHHCﬁ.
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B Tabnunax donxcnul 6vimev yKazanvl eOUHUUbl 6EIUUUH NPUBOOUMBIX OAHHDBIX.
O06o3HaueHUE EIWHMIBI BEJIMYMHBI, OOINee /IS BCEX JaHHBIX B CTPOKE WM Tpade,
MIPUBOJIAT MTOCJIE HANMEHOBAHUS COOTBETCTBYIOIIETO IMOKA3aTEIIS.

Ecnun HeoOXonuMO NPUBECTH YHMCIIOBBIE 3HAYEHHUS OJHOTO MOKAa3aTesisl B Pa3HBIX
€UHUIIaX BEJIWYMHBI, TO UX pa3MENaloT B OTACIbHBIX rpadax (ctpokax). [Ipu stom B
MOA3aroJIOBKax KaXXJI0l U3 ATUX Tpad NOpUBOAIT OOO3HAYECHHUS JAaHHOW €IWHUIIBI
BEJINYUHBI.

Ecnu Bce mokaszartenu, mpuBeeHHbIC B rpadax Tabaulbl, BRIPAXKEHBI B OJTHOU U TOM
KE€ CIMHMIIC BEJIIMYMHBI, TO JTAHHYIO €IWHMIy TPHUBOAAT HaJ TaOJMIeH cripaBa, a Mpu
JIeJICHUY TaOJIUIbl HA YaCTH — HaJl KaX0W €€ 4acThio.

Eciu B OGonpmimHcTBe rpad TaOMUIlbl MPUBEACHBI IMOKA3aTENId, BBIPAKEHHBIEC B
OJIHMX U T€X JK€ €AMHUIIAX BEJIUYMH, HO UMEIOTCS Tpadbl C TOKA3aTEIIMU, BBIPAXKEHHBIMU
B JPYrMX €IWHMIIAX BEJIWYMH, TO HaJI TabIuIell craeayeT mnucaTth OO0OOIIECHHOE
HAaUMEHOBAHUE MPE00JIaIatoNIuX MMOKa3aTeJIe U €IUHUIY BEJIMYMHBI, OOIIYIO JJI 3THUX
MoKa3aTesiel, a B 3aroJIOBKax OCTAJIbHBIX T'pad cieayeT NPUBOAUThL 0003HAYCHUS JIPYTUX
€IMHUI] BEJIMYUH.

YucnoBble 3HAYEHUs TOKa3aTedsl MPOCTABIAIOT HA YpPOBHE MOCIEAHEH CTPOKH
HAaUMEHOBAHUS MMOKA3aTeIs.

Ecom Tabnuma BeixomuTt 3a (opMar CTpaHHIbl, TO TaOJIUIly ACHSAT HA 4YacTu,
noMenias OJHy 4acTh Ha CIEAYIOIIEH cTpaHulle (CTpaHUIaX), IPU 3TOM B KaXKJOH 4acTu
TaOJUIbI TOBTOPSIOT €€ TOJOBKY M OoKOBHMK. [Ipu nemeHuu TaOiauIbl HA YacTu
JIOTYCKaeTCsl €€ TOJIOBKY M OOKOBUK HE MOBTOPSThb, a 3AMEHAMb COOMEEHMCHEEHHO
Homepamu zpagh u cmpox, ogpopmaennvimu apadckumu yugppanu. [2]

[Ipu nenenun Tabnuubl Ha 4YacTu croeo «Tabnuuya», ee Homep u nHaumeHoeanue
nomewiaiom moJAbKO HAO NEPEoU Hacmvlo madauysvl, A HAO OpPYy2UMU HACMAMU
npueooam cnogocouemanue «Ilpooonrncenue madauUbL) C yKazanuem Homepa

maéauyst (pUCyHOK 7).
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Pucynok 7 — O6paszenr opopMieHUs MPOI0JDKAIOIICIHCS Ta0TUIIbI

6.7.4 nnroctpanuu

Wnmioctpauun ~ (4eprexu, Trpaduku, CXembl, KOMIIBIOTEPHbIE pacleydaTKH,
(OTOCHUMKH, IHarpamMMbl) CJIeAyeT pacrojaratb HEMOCPEICTBEHHO Hocle meKcma, 6

Komopom OHU YROMUHAIOMCA eénepevle, NN HaA Cﬂeoymmeﬁ cmpanuye. Ccpiku Ha
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WUIIOCTPALIUU CJIEAYET JeNIaTh MO TUIY (... 8 COOMEEMCMEUU C PUCYHKOM ... » WIH «...
npeocmaeneno Ha PUCyHKke ... »

Nnmtoctpaniuu MOTYT OBITH B KOMITBIOTEPHOM MCTIOJTHEHUH, B TOM YHCJIE U IIBETHHIE
(ue Oonee 7 uBeTOB). /lonyckaemcsa 6blnOAHAMb UNNIOCMPAYUU HA dUCmax gopmama
A3 (297 x 420 mm) v pazMeniaTh UX B IPUITOKEHUH.

doTOCHUMKH pa3zMepoM MeHbIle popmaTta A4 MOKHBI OBITH IJIOTHO HAKJIEEHBI Ha
TucThI O6eson Oymaru ¢popmata A4.

Hnnrwocmpayuu, 3a WCKIIOYEHUEM WUIIOCTPAUUNA TNPWIOKEHUH, Hymepyrom
apadckumu yugpamu CcKeo3HOU Hymepayueil, TPUBOAS STH HOMEpa IOCjie CJIoBa
«Pucynox». llpu 3TOM mouky nocine nomepa pucynxka ne cmaeam. Ecinv pucyHOK OJIUH,
TO ero o0o3HavaroT «Pucynok 1».

Jlonyckaemca uymeposamsy unniocmpayuu @ npeoenax paszoend, B 3TOM CiIyyae
HOMEpP pHUCYHKa COCTOMT M3 HOMEpa paslelia U TOPSJAKOBOTO HOMEpa PHUCYHKA,
pa3AeiIeHHbIX TOUKOU - «Pucynox 1.1».

Hnnrwocmpayuu  KaxJI0TO HPULONHCEHUSA HYyMeEpYIOm  apadckumu yugpamu
0moenvHoll Hymepayueil, 000a61aa neped Kaxicoblm HOMEPOM 0003HaAYeHue TAHHOTO
npuoNHCceHUA U pazoenas ux moukou - «Pucynok A.3».

Jlomyckaercs  HE  HYMEpoBaTh  MEJKHE  WUIIOCTpAllUM,  pa3MelleHHbIE
HETOCPECTBEHHO B TEKCTE, U Ha KOTOPBIE B JaJbHEUIIIEM HET CChUIOK.

Wnnmioctpauu  1pu HEOOXOJUMOCTH  MO2Ym  UMEMb HAUMEHOGAHUEe U
nosicnumenvHvle 0annvle (nOOpucynounwvlit mekcm). B stom ciiyyae cnoeo «Pucynoxy» ¢
HOMEPOM U HAUMEHOBAHUE PUCYHKA NOMEU{aiom no ueHmpy nocie nOACHUMETbHbIX
oannvix. Haumenosanue pucynka npugooam ¢ nponucHoil 0yKewvl nocie e2o Homepa,
omoenan om ne2o mupe. Touxky nociie HAMMEHOBAHUS PUCYHKA He cmagam (PUCYHOK 8).

Ecnum wnmroctpanust He yMeniaeTcs Ha OJHOM CTpaHMIIE, JOMYCKAeTCs MEPEHOCUTh
ee Ha Apyrue cTpaHuilpl. [Ipu 3TOM TeMaTHueckoe HAMMEHOBAHHUE HOMEU{aon Ha moil
cmpanuye, ¢ KOMoOpoil HAYUHAEMCA WTICMPAYUA, TOSICHSIOIUE JaHHbIE - Ha 10001
U3 CMpamuy, Ha4 KOmMOPOU DPACHONO0NCEHA OAHHAA WIICMPAYUA, 2 NO0 HUMU WU
HEenocpeoOCmeeHHo nooO UIIICMpayuell HaA Kaxdcooill u3 CHmpPAaAHuly, HA KOMOPHIX

Pacnoodcena 0aHHAA UITIOCmMpPauus, YKa3blBaloT «Pucynok _ , aucm__ ». [2]
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Pucynok 8 — O6pazen; opopmiaeHus WILTIOCTpALUN

Jlonyckaemca pazmewjamep UNTIOCMPAUUI0 60016 OJTUHHOUW CMOPOHbBL aucma (6

anbO0OMHOU OpueHmayuu aucma).

6.7.5 ®opmybl

dopmyiibl AOKHBL ObITH 0dopMIleHbl B penakrope ¢opmyn Microsoft Equation u
BCTaBJICHBI B JOKYMEHT KaK 00BbEKT (PUCYHOK 9).

Pa3zmeps! mpudra nias hopmyn:

- 00OBIuHEBIN — 14 1T;

- KpynHblid uHIEKC — 10 nT;

- MEJIKMI UHJIeKC — § MT;

- KpynHblid cumMBOA — 20 1T;

- MEJIKUHA CUMBOJI — 14 11IT.
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Pucynok 9 — Cnioco6 BcTaBku GOpMYJIbI B TEKCT

(popMlebl, 3a HCKIIOYCHHUECM IIOMCIIACMBIX B IIPHUIIOKCHUAX, Ta6J'II/II_[aX 141

MOSICHSIOIIMX JTAHHBIX K TpauueckoMy MaTepually, HymMepyiom cCK803HOU Hymepayueil
apadockumu yugppamu. llpu 370M HOMep hopmynsl 3anucelearom 6 Kpy2iblX CKOOKAx Ha

00HOM ypogHe ¢ Hell cnpasa om ¢hopmyawst. Ecnu B TekcTe KypcoBOi paOOThl MpUBEACHA

onHa ¢opmyna, ee 06o3HavaroT «(1)».

Jlonyckaemca nymepayusa opmyn ¢ npedenax pazdena. B 3ToMm ciyyae HOMeEp

(bopMyiBl COCTOMT U3 HOMEpa pasjieia U MOPSAKOBOr0 HoMepa (popMyIibl, pa3faeiaeHHbIX

TOUKOM «(3.1)».

Dopmynvl, nomeujaemvle 6 NPUTONHCEHUAX, HYMEPYIOM apadcKumu uugpamu

0MmoenvHOIUl Hymepayueil 8 npedenax Kaxa0oro RPUI0MHceHus, 000aenaa nepeo Kaxcovim



HOMepOM 0003HaYeHue TAHHOTO NPUI0HCeHUA U pa3denan ux moukou «(b.1)».
dopmMyibl, TOMENIaeMble B Ta0JIUIAX WU B MOSCHSIONIUX JTAHHBIX K PUCYHKY, HE
HYMEpPYIOT.

Dopmynsl évidenadm u3 mexkcma ¢ omoenvHyr cmpoky. Boilie u HIbKe Kaxaou
(bopMybl JOIAKHO OBITH OCTABIIEHO HE MEHEE OJIHOM CBOOOHOM CTPOKH.

Hoacnenusa cumeonoe u YUCA08bIX KOIPuuyuenmos, 6xooawux 6 Gopmyuy
(ecii COOTBETCTBYIOIIME TIOSICHEHUSI HE TMPUBEICHBI paHee B TEKCTE), HPUGOOAm
HenocpeocmeeHHo noo hopmynou.

Hoacnenusa cumeonoe u YUci08vIX KoIpguuyuenmos, exooawux 6 Gopmyny
(eciii COOTBETCTBYIOIIME MOSICHEHUSI HE TIPUBEACHBI pPaHEe B TEKCTE) HPUBOOAN C HOBOIL
CmMpoKu B TOW TIOCJIEAOBAaTEILHOCTH, B KOTOPOM 3TU CHUMBOJIBI TIPUBENICHBI B (popmysie.

Ilepeyro cmpoky nosacnenua nauunarom co ciosa «2oe» (pucytok 10).
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Pucynok 10 — O6pazen ohopmieHus Gopmyiisi

DopMyJIbl, CICAYIOUIAE OJHA 3a APYrOW U HE Pa3JCIICHHbIE TEKCTOM, OTAEISIOTCS
3aIIsITOM.

[lepenocuth GopMyabl Ha CIEAYIOIIYIO CTPOKY JOMYCKAaeTCs TOJIBKO Ha 3HaKax
BBITIOJIHAEMBIX MATEMATUYECKUX ONEpaluid, MPUYEM 3HAK B Hayaje CIEAYIOLIEH CTPOKHU
noBTopstoT. [lpu mnepeHoce ¢Gopmysnbl Ha 3HaKe, CHMBOJHU3UPYIONIEM OIEPAIHIO

YMHOXXCHUS, IIPUMCHSIOT 3HAK «X).
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[Ipu ccruike B TekcTe KypcoBOoW paboThl Ha (HOPMYJIBI MX TMOPSIKOBBIE HOMEpa
MIPUBOIST B CKOOKAX «... no ghopmysne (1)».

3ateM B (popMysy MOJCTABIISIIOT YUCIOBBIE 3HAYCHHUS BXOISANIMX TapamMeTpoB U
npueooam  pe3yibmam  GbIMUCIEHUA ¢ 00A3aMeNbHbIM  YKA3AHUEM  eOUHUUbL
guzuueckoil eenruyunbl.

HOpHJIOK HN3JIOKCHUA B KprOBOﬁ pa60Te MATCMATHYCCKHUX ypaBHeHI/Iﬁ TaKkou K,

Kak ¥ ¢popmyi [2].

6.7.6 CoxkpaieHus

B TekcTe kypcoBoit paboThl MOT'YT OBITh YCTAHOBJIEHBI COKpAILICHUSI, TPUMEHIEMbIE
TOJIbKO B AaHHOW pabote. Ilpu 3TOM noamnoe nazeanue cinedyem npueooums npu e2o
nepeomM yROMUHAHUU 6 MeKCme, A nOC/1e NOJIH020 HA36AHUA 8 CKOOKAX — COKPAuieHHOe
Hazeanue unu adopesuamypy. lIlpu mnociaeayomeM YIOMUHAHUU  HCIOIB3YIOT

COKpAIllEHHOE Ha3BaHHE WM a0OpeBHATYPY.

Ilpumep — «... uncmpykuyus o denonpousgoocmaee (0anee - UHCIPYKUU). ..»

«Ynugpuuuposannan cucmema ookymenmayuu (YCA)...»

Ecin B Tekcre KypcoBoil paboThl MpUHATA 0c00ast cUCTEMa COKpALIEHHs CIIOB U
HAMMEHOBAaHUW, TO TEpPeYeHb MPUHATHIX COKpPAUIEHUN JOKEH OBbITh MNPUBEIECH B

CTPYKTYpHOM 3iemMeHTe «O003HaueHus U COKpameHus» [2].

6.7.7 Ilpumeyanus

HpI/IMe‘{aHI/IH caeayer noMeuaTrb  HCIOCPEACTBCHHO  nocjie meKcmoeolo,
2pa¢uuec:<020 mamepuaia, K KOmopsiM OMHOCAMCA Imu npumeuanusa N 11¢4aTaTb €

nponucHoil 0yKewl ¢ ad3aua.

Ilpumeuanua evidensarwom ymeHbuieHHbIM  pazmepom  wipugpma. Cnoeo

«Hpumetmnue» neuamarom 8pa3p}101<y.
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Ecmu MNpuUMEYaHUC OIHO, TO IIOCJIC CJIOBA «HpI/IMe‘IaHI/Ie» CTaBUTCA THUPC H
MNPpUMCYAHUC TICHATACTCA TOXKEC C HpOHHCHOﬁ 6YKBBI. OI_[HO MNpUMCYaHUC HC HYMCPYIOT.

Heckonpko mpuMedaHuii HyMEpYIOT MO MOPSAKY apaOckumu mudpamu (pucyHok 11).
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Pucynok 11 — O6pazen; ohopmiieHHst NpUMeYaHuid B TEKCTE

[Ipumeuanue k Tabynile TOMENIAIOT B KOHIIE TAOIUIBI HAJl TUHUEH, 0003HaYaroIIeH

OKOHYAaHUE TaOIUIGI [2].
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6.7.8 CHoCckH

Ecam HeoOXonMMoO TMOSCHUTH OTIEIbHBIE CJIOBA, CJIOBOCOYETAHMS WM JaHHBIE,
MIPUBEJICHHBIC B KYPCOBOM pabOTe, TO MOCE HUX CTaBIT HAJCTPOUHBINA 3HAK CHOCKH.

CHocKy pacnonazaiom 6 KOHUe CmpPAHUUbl, HA KOMOPOI NPUBEOEHO NOACHAEMOE
¢11060 (CIOBOCOYETAHUE WIH JIaHHBIC), & CHOCKY, OTHOCAIIYIOCS K JJAHHBIM TaOJIUIbI, — B
KOHIIE TaOJIULIbI Ha/l TMHUEH, 0003HaYaloIIel OKOHYaHHE TaOIUIIbL.

CHocKy omOenatom om mexcma KOPOMKOU CnI0UWHON MOHKOU 20PU30HMATbHOU
JIUHUENl C 1€60i CHMOPOHbl CMPAHUYbL, A OT JAHHBIX TAOIMUIBI — TAaKOW K€ JIMHHUEH, HO
MPOBEJCHHON /10 BEPTUKAIBHBIX JIMHUN, OTrpaHMuuBaromux Tabmuiy. Kpome »storo,
CHOCKY 6bl0eNAI0N YMEHbUIEHHbIM PA3MEPOM uipudma. B KOHIIE CHOCKH CTaBAT TOUKY.

3HaK CHOCKU CMagAm HEenoCpeoCmeEeHHO Nocje mo2o c106a (nociednezo ciosa
C11060COYEMAHUA, YUCAA, CUMEONA), K KOMOPOMY 0aemcsa NOACHEHUe, A TAKXKE nepeo
NOACHAIOWUM MEKCMOM.

3HaK CHOCKHM BBITIOJNHAIOT apa0Ockoi mudpoil co CKOOKOW WIM B BHUJIE 3BE30YKHU
(«*»), IByX WU TPEX 3BE3A0UCK («**» wuau «***)), nomeias ux Ha ypoene eepxmuezo

obpe3a wipughma. 3HaK CHOCKU OT/ACIIAIOT OT €€ TeKCTa MpodeaoM (pUCYHOK 12).
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Pucynok 12 — O0pazen; ohopmIiieHHsI CHOCOK B TEKCTE

38



Jna Kaxcooii cmpanuysbl UCROIBL3IYIOM OMOENbHYI0 CUCHeEMY Hymepauuu
(0603nauenuit) cnocok. 1Ipu 3ToM NpUMEHEHUE H01ee mpex 36€3004€K He OONYCKACMCA.
Ecnau B TekcTe MMEIOTCS CHOCKHM W MPUMEYaHUs, TO B KOHIIE CTPAHUIIBI IPUBOAST

BHa4daJIC CHOCKH (CCJII/I CHOCKa HC OTHOCUTCA K TCKCTY HpI/IMC‘IaHI/IH), a 3aTCM IIPHUMCYAHHNA

2].

6.8 CniucOK MCIOJIHL30BAHHBIX HCTOYHHUKOB

CrpykTypHBIi 31eMeHT «CIUCOK MCIOJIb30BAHHBIX UCTOUYHUKOBY» He GKII04UAem s
B OOIYI0O HyMEpaluio pa3[eioB M pa3MEIlACTCs Ha OmOeabHbIX JAUCHAX B KOHIIE
TEKCTOBOM 4acTH KypcoBol palGoTel mocne 3akmtoyeHusi. CrnoBo  «Cnmcok
HCTIOJIb30BAHHBIX UCTOYHUKOB) 3alMCHIBAETCA B BUJIE 3ar0JI0OBKA MTOCEPEANHE CTPAHULIBI C
MepBOM MPOTUCHOMN OYKBHI.

CchUlKM Ha MCTOYHUKH B TEKCTE MPHUBOASTCS 6 K8AOPAMHBIX CKOOKaAx (PUCYHOK

13).
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[PaEmad  TOCYOapCTEEHHBIM MOS0  MYHHIHOATBHEIM @ VHPEETEHHEM  HIH
[OERILE HHE KOHKYVPEHTOCIOC0OHOCTH KOMMERSeCKOID IPequpEATHA. [23, 27)

JAna Toro 9ToSRl NDONMYHHTE EPHTEPHH ONEHKH, KOTOPBIE [OSEOJLTRGT C
BEICOKOH CTENeHBR: ANEFEATHOCTH OUEHHEATE IIpOEKTHPOBAHNE, paspaboTEy H
EHEIPEHHA CHCTEM AMEXTPOHHOT O NoKyMeHTO0DOpOTA Heob X0 HMO
OpPENEAPHTENEHO PRIIHTE HECKOJIEKO BTOR 0CTENEHHEIY 2afat;

— EBEIAEHTE HabGop KPHTEPHEE, KOTOPEIE [I02E ONIAT NPOEECTH OLEHKEH,

— BBEIFEHTE M3 CIIHCKA KPHTEPHEE JOCTATOYHEIR CIIHCOK,

— OOpEJEIHTE KOPPestanHe: MeEny ERISDaHHbIMG K HT EpHAMM,

— HIVUMTE DOPANOK KOPPETAEE H CET3HOCTE KPHTEPHEE,

—  ERIACHHTE CTEIEHE 2AEHCHMOCTE KA Or0 KPHTEPHA H KaXnofd ceasH
0T C¥GBEKTHEHOCTH 018 HHE A I[HE aKcIepToR [§- 10].
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Pucynok 13 — O6pazern ohopmiIeHUs CCHIJIOK HA UCTOYHUKH
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Ceenenus 00 UCTOYHHKAX MPUBOMSITCS 8 coomeemcmeuu ¢ mpevosanuamu I'OCT
7.1-2003 [2].

[Ipu ¢dopMHUpOBaHUU CNHCKA HCIOJBb30BAHHBIX HCTOYHUKOB PEKOMEHIYETCS &
Hauane CRUCKA UCHOJIb306AHHBIX UCHMOYHUKOE PACIONIaraTb 3aKOHOAATEIbHBIC,
HOPMAaTUBHO-IIPABOBBIE AKTHl C YYETOM HX HOPUAUYECKON CHIIBI U XPOHOJIOTHYECKOH
IIOCJIEA0BATEIIbHOCTH IPUHATHA:

- Koncturyuus,

- KOHCTUTYLIHOHHBIE 3aKOHBI,

- KOJIEKCHI,

- (henepanbHbBIC 3aKOHBI,

- ykassl IIpesnnenra PO,

- noctanoBneHus Cosera @enepaunn denepansHoro Coopanus PO,

- noctaHoBneHus ['ocynapctBennoi aymsl denepanbHoro coopanus PO,

- nocta”osieHus [IpasurenscrBa PO,

- TPHUKa3bl U MMOCTAHOBJIEHUS MUHUCTEPCTB M BEJAOMCTB ((henepanbHbIX areHTCTB,
dbenepanbHbiX ciyx0) PD,

- TOCTHI,

- HOPMBI ¥ TipaBuia (1o andasury),

- 3aKOHOJIaTeNIbHbIE U HOPMATUBHO-TIPABOBbIE aKThl CyOBbeKTOB PD (B asipaBUTHOM
nopsiike cyobekToB PD),

- 3aKOHOJATENIbHbIE WM HOPMATHBHO-IIPABOBBIE AKThl OPraHOB MECTHOIO
camoyrpasieHus (B ajadaBUTHOM Nopsiike MyHULIIUTIATBHBIX 00pa30BaHUl ),

- JIOKQJIbHbIE HOPMATUBHO-IIPABOBBIE 1 HOPMATUBHO-METOANYECKNAE JOKYMEHTHI.

Heo6x00umo ykazvigamp pelakuud UM HU3MEHEHHUS K 3aKOHOJATENIBHBIM U
HOPMAaTHBHO-IIPABOBBIM akTaM. [lanee cnucok autepatypsl popmupyercs 6 anghasummnom
nopsaoke. VI31aHus Ha MHOCTPAHHOM SI3BIKE NMPHUBOJATCS B KOHLE CIIMCKA JIMTEPATYpPhl
Takxe B aJ(paBUTHOM MOPSIKE.

[Ipumep odopmieHuss cOUCKa MCHOJIb30BAHHBIX HCTOYHHUKOB TPUBEJIEH B

npuiioxennu E.
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6.9 Ilpunoxenus

[Tpunoxenus cienyet opopMisATh Kak MPOIOHKEHUE KypPCOBOM paboThl Ha JIUCTAX,
CJIEAYIONIMX 32 CIIUCKOM MCIOJIb30BAHHBIX HCTOYHUKOB.

[TpunoxxeHus: BBIMOTHAIOT Ha Juctax (Qopmarta A4. Honyckaemcsa ogopmaame
npunoyxcenusn na aucmax popmama A3, A4%3, A4x4, A2 u AI no I'OCT 2.301.

[Tpunoxxenuss 0603HaYaOT MPONMUCHBIMU OYKBaMH PYCCKOTo angaBuTa, HAYMHAS C
A, 3a ucknwuenuem 0Oyke E, 3, U, 0, U, b, bl, b, KOTOpBIE MPUBOASAT MOCJE CIOBA

«IIpunoxenue».
Ipumep - Ilpunoscenue B

B cayuae nonnozo ucnonvzoeanus 0Oyke pycckozo angaseuma npuiocenus
obo3nauarom apadckumu yugpamu. llpu Hamuuuu B KypcoBOHM paboTe OJHOTO
MpUIIoKeHUs] OHO o0o3Hauaetcs «llpunoscenue Ay.

Kaxmoe mnpuwiokeHHue HAYMHAIOT C HOBOW CTpaHUIIBI C YyKa3aHUEM HaBepXy
MOoCepe/IMHE CTPAaHULbI ¢ MPONUCHON OykBbI cioBa «IIpunoxeHnue» u ero 0003HAUECHHUS.
[Tonq HUM B CKOOKaxX yKa3bIBAIOT CTaTyC MPUIIOKEHUS, HANpUMeEp: «(ofa3amenvHoe)y,
«(pexomendyemoe)», «(cnpagounoe).

Ilpunoscenue 00a3cH0 umems 3a2071060K, KOTOPBI pacnoyiaraloT CUMMETPUYHO
OTHOCHUTEJIBHO TEKCTa B BHUJE OTIEIbHOW CTPOKH, MEYaTaloT CTPOUYHBIMH OyKBaMU C
MIePBOM MPOMUCHON OYKBBI U BBIJEISAIOT MOJYKUPHBIM mpudTom, pazmep 14 nr (1. 6.1).

TexkeT KaxI0ro MNPWIOKEHUS TP HEOOXOJUMOCTH MOXKET OBITh pa3lielieH Ha
pasnenbl, moApa3Aeibl, MyHKTHI, MOAMYHKThI, KOTOPbIE HYMEPYIOT B Mpejeiaax KaxJ0ro
MIPUIIOKEHMSI, OTJICIEHHOE TOYKOM.

Pucynku, Ttabmuipl, QOpMysbl, TMOMEIIaeMble B MPWIOKEHUS, HYMEPYIOT
apabckumu 1udpaMu B IIpeiesiax Kak10ro MpUuaoKeHus, HalpuMep: «...pucyHoK [.8..».

Ilpunoscenusn 0013cHbl UMEmMb 00UYI0 ¢ OCMATILHOI YaACMbIO KYPCOBOU padomul
CKBO3HYI0 HyMeEPauulo Cmpanuy,.

B mexcme Kypcoeoii pabomul Ha éce npuioxcenus 0014#CHbL OblMb OAHBL CCHUIKU.
[Ipu ccpimkax Ha 00s3aTeNbHbIE TPUIIOKEHUS UCTIONIB3YIOT CJIOBA: «...6 COOMEENICHIBUU C

npujiosiceHuem ...», a IIpU CCBUIKAX Ha PCKOMCHAYCMBIC H CIIPABOYHBIC — CJIOBA!:
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«...npugedeH ¢ npunoicenuu ...». Cmamyc npuioiHceHuil npu CCoblIKAx 6 mekcme He
YKa3vlearom.

Ilpunosicenun pacnonazaiom 6 NOpAOKe CCbLUIOK HA HUX 8 MEKCHe KypCoeoil
paoomut [2].

Ilpunoosicenue moxcem cooeprcamsv HeCKOIbKO WLIOCmpauuil i maoauy. B
ATOM ClTy4ae NPUI0KEHHUE JOJDKHO UMETh 00Ul 3a2071060K, a KX 1as WILTIOCTPAIUs UITN

Ta0IuIa MPUIIOKEHUS JOJDKHBI OBITh MOJMUCAHbI (PUCYHOK 14).
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Pucynok 14 — O6pa3zen oopmiIeHUsT HECKOIbKUX WUTIOCTPALIMKM B TPHIIOKECHUH

Ecnu B MMPUIIOKCHUHN JaHa Ta6JII/II_Ia, HaO0 Hell om J1e6020 NOJA pasmeuwiarom Cjil060

«Tabnuua» u ee nomep (pucyHok 15).
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j Kypcoeaa pabora - Microsoft Word
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NEE ISRV ka8 00008 d0REBISL ™ -0
4_4 OBbHER + 147 = TimesMewRoman - 14 - | K & U | = Etg,ﬁ; ZE WAL B

[L] 3-|-2-|-1-|-g-nq-u-2-|-3-|-4-|-5-|-5-n-r-n-s-n-9-n-m-|-11-|-12-|-13-|-14-|-15-|-1s-¢-1?-|- A

4
1020

IIpino:xerse M
{ebasamennioa)
XapakTepHCTHKA TEPMITHOE JeJI0Ip 0H3BOICTEA,
IIpeacTaBJeHHEIX palJOTiHEINMH 4B T 0panii

[Pk

o Tatmmima .1

T_r Hanmeroe anue

i TENMHHA HapawTepHCeTHRA TEPMITHA

: (aeTop)

@ JoKyMeHTHpOEAHHe | 0OM3aTENEHOE YCNOBHE OCYLIECTBJNEHHA [pOLECcCca

F (& H. Aspumum) VIOPAENeHHA, NpejcTaEl@olee cofof  2alHck 100 3
- YCTAHOBNEHHEIM opman Heobxogumod uud opwarmm =
b [Tpouecc COBOKYIHOCTE MOCHefOBATeNEHEIX JelcTBHH, Ond o
b (4 H. Aspunman) IOOCTHEEHHA Kaporo-IHG0 pesyIeTaTa .
= mlE|=g < E:

v s [eroppr N NOO A @l oL AS=ZAI]
] g H TR E pycceni (Po (C3K

Crp 21 Paza 1 7z

Pucynok 15 — O6pazen odopmiieHus: TaOIUIBI B IPUIOKEHUU

B npwiokeHHMH MOXHO pacnoyiaraTb MHOTOCTPAHMYHBIE JOKYMEHTBI, UMEIOIINE
COOCTBEHHYIO HyMmepaluio. B 3Tom ciydae mpu Hymepaluu CTpaHUI] KypCOBOM pabOThI

YUUTBIBAIOTCA BCC CTPAHUIIBI HOJIO6HBIX HpHHO)I(CHHﬁ.
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7 PeneH3UpOBaHNe, 321IMTA U OLIEHKA KyPCOBOM padoThl

[Ipu perieH3upOBaHUM KYpCOBOW paOOThI OIEHUBAETCS KaueCTBO PabOThHI, CTETICHb
€€ CaMOCTOSITEIbHOCTH, TEOpEeTUYECKass OOOCHOBAHHOCTb W NPHUKJIAJAHOE 3HAaYEHHUE,
OTMEYAlOTCSl JJOCTOMHCTBA W HEJAOCTATKU B PACKPBITUU TEMbI. 3aMEUaHUsI MO TEKCTY
paboThl MOTYT OTMEYaThCsl MpErnojaBaTesieM Ha TOoJIX paboThl. MTOroBBINM pe3yibTat
peleH3un KypcoBoil paboTsl odopmisieTcst Ha OiaHKe, oOpa3el] KOTOpOro Mpe/ICTaBlIeH B
npunoxennu XK.

PaGota, mnonyuyuBIIas TMOJIOKUTENBHYIO OIICHKY, JONyCKaeTcs K 3alluTe MU
BO3BpAlIaeTCs CTYJIEHTY [JIs TOJATOTOBKM K 3aumure. Ompuuyamenvuas peueH3usn
npeononazaem ROJIHYIO WU YACMUYHYIO NepepadomkKy Kypcoeoii padomwvl 6
COOMEEeNMCcmeuU ¢ 6bICKA3AHHBIMU 3AMEeYaHUAMU, €€ TIOBTOPHOE PElEeH3UpPOBaHUE U (B
CJIy4ae MOJ0KUTEIbHOM OLIEHKH) 3aIIUTY.

[Ipu moATrOTOBKE K 3alllUTe KYpCOBOM palbOThl CTYACHT JOKEH BHHMATEIbHO
O03HAKOMHUTBCS CO BCEMHM 3aMEUaHUSIMH, OTMEUCHHBIMH B PELEH3UU, U YCTPAHHUTh
HEJIOCTATKH.

3ammTa KypcoBOd pabOThl MPOBOJUTCS B HA3HAUCHHBIA MpeErojiaBaTeieM JEHb B
dbopme cobecenoBaHMs, B X0JIe KOTOPOTO CTYAEHT 0OOCHOBBIBAET BHIOOP TEMBbI KypCOBOM
paboThl M €€ AaKTyallbHOCTh, YyKa3bIBaeT Li€Jlb U OCHOBHBIE 3aJlayd HCCIIEIO0BaHMUS,
MPUBOJIUT OOULIYIO XapaKTEPUCTUKY OOBEKTa UCCIEIOBaHMS, KPAaTKO M3JIaraeT OCHOBHbBIC
BBIBOJIbI M PE3yJIbTaThl paOOThl M OTBEYACT HA 3aMeYaHUs, OTMEUEHHBIE B PEICH3UHU.
BricTymienue cTyzieHTa B XOJ€ 3alllUThl JOJDKHO OBITh YETKHUM, OTBETHI Ha BOMPOCHI —
MPOIyMaHHBIMH, TOUHBIMU U JJAKOHUYHBIMH.

Oobwana ouenka Kypcoeoil padomovl CKAaovbleaemcsa u3 08yX OUEHOK: OUEHKU
Kauecmea camoui pabomul (ee cooepircanusn, opopmaeHus u m.0.) U OUYEeHKU 3aujunol
Kypcoeoil padomul cnmyoeHmom (no pe3yibmamam codecedosanus).

[Ipu omeHke pabOThl YYUTHIBAIOTCS CTENEHb M3YYCHHUS U PACKPBITHS TEMBbI
KypCOBOW paOOThl, JTOCTHKEHUS ILIeJIM M 3a7a4 MCCIEIOBaHUSA, YMEHUE AHAIM3HPOBATH
coOpaHHBI MaTepHua; rPaMOTHOCTh M3JI0KEHUS; MPaBUILHOCTh OPOPMIICHUS, KaueCTBO

AOKJIada CTYACHTA, ApTYMCHTHUPOBAHHOCTL €TI0 OTBCTOB HA BOIIPOCHI. HpI/I BBICTABJICHUH
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OIICHKH 0CO00 YYHMTHIBACTCS CaMOCTOSATCILHOCTh M HWHUIMATUBHOCTH CTYACHTA TpHU
pa3paboTKe TeMbl PabOTHI.

[To pe3ynbTaTaM 3allUTHl BBICTABJISICTCS OKOHYATEJIbHAs OICHKA, KOTOpas
YUUTBHIBAET CTEMECHb YCTPAHCHUS YKa3aHHBIX HEJOCTATKOB M KaueCTBO OTBETOB CTYACHTA
pu coOeceIOBaHMH.

PaGorta oreHMBaeTCS MO YETHIPEXOATBHON CHCTEME: «OTIHUYHOY», «XOPOIIO»,
«YIOBIIETBOPHUTEILHOY, «HEYIOBICTBOPUTEIHLHOY.

OneHky «omauuno» TOy4aceT CTYACHT, KOTOPBIH TOKa3al B KypcOBOW paboTe W
Py €€ 3allluTe TIIYOOKHE 3HAHWSA IO TeME, TBOPYECKU HCIIOJB30BAI WX JJIsS aHAIM3a
COBPEMEHHOI'0 COCTOSIHUS TTPOOJIEeMbI, CMOT 0000ITUTh (DaKTUUECKUN MaTepual U caesan
BBIBOJIBI W TIPCIJIOKCHHS IO pe3ysibTaTaM HcclieqoBanus. JlaHHas paboTa HE IOJDKHA
UMETh CYIIECTBEHHBIX HEJTOCTATKOB.

O1eHKY «xopoutoy TIOIy4aeT CTYICHT, KOTOPBIH MTOKa3all B KYpCOBOM paboTe U IpH
€¢ 3alIuTe JIOCTATOYHBIC 3HAHUS MO TEME, OCBETHJI BCE BOIPOCHI, YCTPAHUI BBISBICHHBIC
HEJI0OCTATKH, HO HE TIPOSBIJI TBOPYECKOTO OTHOIICHHS K padoTe.

OnEeHKY «y0osiemeopumenbrHo) TONYy4aeT CTYICHT, KOTOPBIH HE IOJHOCTBIO
pPacKpbpll OCHOBHBIE BONPOCHI KypCOBOH pa0OThI, JHOO W3JI0KUI HMX HEAOCTaTOYHO
JIOTUYHO, HE B TOJHON Mepe yCTpaHWJ BBISBICHHBIC HEIOCTATKH M HEYBEPEHHO OTBEYAI
IIpU 3alIUTe pabOoTHI.

O1EeHKY «Hey0061emeopumenbHo) MoIydaeT CTYJACHT, KOTOPBIA HE PACKPBII TEMY
KypCOBOM pabOTHI, TONMYCTHJ IpyOble OIMOKK W HETOYHOCTH IPH €€ HAIMCAaHWH. Takas

pa60Ta HC JOITYCKACTCA K 3alIUTC U IMOAJICIKHUT Hepepa60TKe.

45



Cnucok ucnoJab30BaHHbIX HCTOYHHKOB
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Ipuiaoxenue A
(obsa3amenvHoe)

IIpumepHas TeMaTHKa KypcOBBIX padoT

1) OyHKIHHK JOKYMeHTa B HHQOPMAIIMOHHOI cpejie OpraHu3aIHy '

2) JlokyMeHT Kak cpeacTBO oOMeHa uH(popMauueld B  YIpaBICHYECKOM
JESTeIBHOCTH

3) Mcropust pa3sBUTHS OT/ACIBHBIX 3IEMEHTOB (OPMYJISpa JOKYMEHTa

4) HopmaTuBHO-TIpaBOBasi perjiamMeHTalusl JOKYMEHTHUPOBAHUS YIPaBICHUYECKOM
NesTEeNbHOCTH

5) Ha3naueHue u 0COOEHHOCTH MPUMEHEHUSI KHHOJOKYMEHTHUPOBAHUS

6) HasnaueHnue u 0COOEHHOCTH MPUMEHEHHS (OTOJOKYMEHTUPOBAHMUS

7) Ha3nauenue u 0cCOOEHHOCTH MPUMEHEHHS (POHOIOKYMEHTHUPOBAHUS

8) OcoOEHHOCTM UCIOJNIB30BAaHUS JIOKYMEHTOB Ha HOBEMIIHMX HOCHUTENSX
uHpopMauu

9)  OcobeHHOCTH GOPMHPOBAHNUS U PA3BUTHS CHCTEM JOKYMEHTAIIMN

10) Ucnonb3zoBaHue yHHUPUUUPOBAHHBIX CHUCTEM JOKYMEHTAllUM B YIPAaBICHUU
opraHH3auH6ﬁ3

11) IIpoGaemsr JOKYMEHTHUPOBAHMUS OpraHU3alMOHHO-PACTIOPSIUTENbHON
JeSITeIPHOCTH OPraHN3aIun’

12) JloKyMEHTHPOBaHHE OPraHU3ALMOHHON (YHKIUN YIIPABICHHS

13) JloKyMEHTHPOBAHHE PACIIOPSAUTEIbHON GYHKIMH YIPABICHHS

14) OcobeHHOCTH MCTIOIB30BaHUS UHPOPMALIMOHHO-CIIPABOYHON JOKYMEHTAIUH B
YIPaBICHHH OpraHu3aIHeil

15) HHpopMAaLHOHHAS TOICPIKKA PYKOBOIUTEIS B YIPABICHUECKHX CHTYAIHIX

" Ha IIpUMepe KOHKPETHON OpraHu3anyu
Ha [IpUMepE KOHKPETHBIX PEKBU3UTOB
Ha IpUMepe KOHKPETHOM CUCTEMBI TOKYMEHTAUN
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16) Posb KaApOBOii JOKYMEHTALH B yIIPABICHNAN IIEPCOHATIOM OPraHHU3AIMN

17) OcobeHHOCTH JTOKYMEHTHUPOBAHMS JESITEIIbHOCTH KOJUIETHAIBHBIX OPraHoB
YIpaBICHHS

18) OcobeHHOCTH JTOKYMEHTUPOBAaHUSI MUCBMEHHBIX M YCTHBIX OOpalleHui
rpasxkaaH

19) Poib MIaHOBOM TOKYMEHTALIMH B YIPABICHHH OpraHM3arnei’

20) JIOKyMEHTHPOBAHHUE AEATEIHHOCTH OPraHOB BIACTH

21) Hcnonb3zoBaHue HOBBIX HH(POPMAIIMOHHBIX TEXHOJIOTUN B TOKYMEHTUPOBAHUU

1 o
Ha NpUMEPE KOHKPETHOU OpraHru3alnnun
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Ipunoxenue b
(obsa3amenvHoe)

IIpumep opopmiieHHsI TUTYJIBHOIO JUCTA KYPCOBOil pad0ThI

50

MunucrtepcTBo 00pa3oBaHus U Hayku Poccuiickoit @enepanuu
(14 )

OEJIEPAJIBHOE 'OCYAAPCTBEHHOE BIO/IDKETHOE
OBPA3OBATEJIBHOE YUYPEX/JEHUE
BBICIHIEI'O ITPO®ECCHUOHAJIBHOI'O OBPA3OBAHNIA

«OPEHBYPI'CKUN FOCVI[APCTBEHHBHZ YHUBEPCUTET»
(14 )

cDaKy.HBTCT O9KOHOMHMKH U YIIPABJIICHHA
(14 )

Kadenpa rocyrapcTBeHHOT0 ¥ MyHHUITUTIAIBHOTO YIIPABJICHUS
(14 )

KYPCOBASA PABOTA

(momyxupHsbIil 16 rt)
110 AU CIUITIIMHC ((I[OKYMCHTOBCI[CHI/IC»
(14 o)

Oc00eHHOCTH MCI0JIb30BAHN S HH(POPMALTMOHHO-CIIPABOYHOM
JOKYMEHTALIMU B yIIPaBJIeHUHN OpraHu3anueii
(momyxupHsbIil 16 )

OI'Yy 034700.62 5013.115 OO
(14 o)

PykoBoauTenb paboThbl

MPEIo/1aBaTeNb
A.T. AxmanynuHa
« » 20 T
HopmoxkonTtponep
H.N. KpomaueBa
« » 20 T
Hcnomuurens

CryneHT rpymnmsl

J.N. Ky3Henos

« » 20 T
(14 1)

Open6ypr 2013
(14 )



punoxenue B
(obsa3amenvHoe)

OoOpa3sen 0,1aHKa 3aJaHUA HA KYPCOBYIO padoTy

MunucrtepcTBo 00pazoBaHus U Hayku Poccuiickoit @enepannu

OEJIEPAJIBHOE 'OCYAAPCTBEHHOE BIO/IDKETHOE
OBPA3OBATEJIBHOE YUYPEX/EHUE
BBICIHIEI'O ITPO®ECCHUOHAJIBHOI'O OBPA3OBAHHMA
«OPEHBYPI'CKMI TOCYJAPCTBEHHbBI YHUBEPCUTET»

CDaKy.IIBTCT 9KOHOMHMKH U YIIPABJIICHHA

Kadenpa rocyrapcTBEHHOT0 U MyHHUITUIIAIBHOTO YIIPABJICHUS

3amanue Ha KypCcOBYIO padoTy
(momyxupHsbIil 16 nt)

Oco0eHHOCTH UCTIONIb30BaHUS HH(OPMAIIMOHHO-CIIPABOYHOMN
JOKYMEHTAIIMH B YIIPABJIECHUN OpraHu3aluei

I/ICXOIIHBIC JaHHBIC .

[lepedenpb noiekauux pa3padoTKe BOMPOCOB:

a)

0)

B)

Ilepeuens rpaguueckoro MaTepuana:

JlaTa BeIauM 3aaHUs « » 20 T
PykoBoaurenb A.T. AxmagynuHa
Ucnonuurens crynent rpynimsl 13 JTA(0)AOY J.1. Ky3Henos
Cpox 3amuThl paboThI « » 20 T
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Hpunoxenue I

(cnpasounoe)

IIpumep opopMiIeHHs AHHOTALUH

AHHOTAIIMA

B kypcoBoii pabore paccMOTpeHbl poib HHGOpPMAIMM B  YNpaBICHUU
opraHuzanueid MU ee OCOOEHHOCTH, Ha3HaueHue U kiaccudukanus UHOOpMAMOHHO-
cnpaBoyHON gokymeHTanuu. [IpoBeaeH aHanM3 HCMOIb30BaHUA UH(GOPMAIIMOHHO-
CIIPaBOYHOM JOKYMEHTAllMM B YIPABICHUHU OpraHu3aunueil. B pesynprare KOoToporo aaHa
XapaKTepUCTUKa W  PAcCMOTPEHbl OCOOEHHOCTH OQOpMJEHUS HUHPOPMALUOHHO-
CIPABOYHON JOKYMEHTAIlMM OpraHu3aliu. A TakKe BBISIBJICHbI OCHOBHBIE MPOOJIEMbI
MpUMEHEHUSI UHPOPMALIMOHHO-CIIPABOYHOM JOKYMEHTALIMH B YIIPaBICHUN OpraHU3alUeil.
B kypcoBoii pabore mnpensioKeHbl HalpaBiICHHs COBEPUICHCTBOBAHHUS HCIIOJIb30BAHUS
MH(OPMAIMOHHO-CITPABOYHON JOKYMEHTAIIMH B YIIPABJICHUU OpraHU3alueH.
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Hpunoxenune /1
(cnpasounoe)

IIpumep opopMieHus coaepRaHuA

Conepxanue

BBEICHUE ...t e
1 Ponbs nHGOpMaLIMK B YIIPABICHUN OPTAHUBALMEH ...eovveeeniiiiniieeeiiie e,
1.1 Ocobennoctu nHGOpMALIIK, TIPUMEHAEMON B YIIPABICHUH OpPraHU3aIuel .....
1.2 Haznauenue nHGOPMAITMOHHO-CIIPABOYHON JOKYMEHTALHH . .....eeeruveenereennens
1.3 Knaccuduxanust nHOOPMAIMOHHO-CIIPABOUYHON JOKYMEHTALMH . ......cevnneennneen.
2 Amnanu3 UCHOJIb30BaHUS HMHPOPMALMOHHO-CIPABOYHON JOKYMEHTALIMK B

YIPABICHUH OPTAHMBALMEH . ....vvtittiitttt ittt e e e
2.1 XapakTepucTuka MH(OPMAIIMOHHO-CIIPABOYHOMN JOKYMEHTAIMU
OPTAHUBALMHI «..vvietieeteeeteeeate et eseie et eabeeatteebteesaeeeae e e bt e et eabeesaaeeabeesbaee e e et e e b
2.2 OcoOenHoctu ohopmiieHHs] UHPOPMALUMOHHO-CIIPABOYHON JOKYMEHTAIIUU
OPTAHUBALIMH «..vvveeeteeteeteeeiee et eniteeateesueeeateesbe e e et et e st esatesate e e et e e et e aenae enaane

2.3 [Ipo6aembl npuMeHeHns: HHPOPMALIMOHHO-CTIPABOYHOMN IOKYMEHTAIUH ........
3 HanpaBneHuss COBEpPILIEHCTBOBAHUS  MCIMOIB30BaHUA MHGOPMAIIMOHHO-
CIIPAaBOYHOU JTOKYMEHTALMH B YIIPABICHUN OPTAHU3ALUECH . ...covvvvees vevieeeeneenaenn
3.1 Coznanve MHOOPMAITMOHHO-CIIPABOUHON KAPTOTEKH ..evevvenrennenneniiieannenane
3.2 ABTOMAaTU3UPOBAHHbBIE CUCTEMBI MH(OPMAIIMOHHO-CIIPABOYHOMN
TOKYMEHTALIMM ... et eneee ettt et et e et e et e et e et e e et e e et e e neennaeeeenanees
T 1 10 (S) 512 (P
CHHCOK UCTIONMB30BAHHBIX HCTOUHMKOB ... .utenttt ettt et eutaiteeaatene e ennaeenns
[Tpunoxenue A ITlpuMep OPOPMICHUS CIIPABKH ......veeerveeenereeenireeaereeireennieenee s
[Tpunoxenre b IIpuMep OPOPMIICHUSI CBOMKH .....ccccuvvveerrrreeererreeesseveeessennnennn. .
[Tpunoxenne B IlpuMep 0hOPMICHUS ZAKITFOUCHHS .....oveeeruvreeeerrreeeesereeeesseneeennns
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Hpunoxenue E

(cnpasounoe)

IIpumepsbl opopMIiIeHNSI CTUCKA HCIIOJIB30BAHHBIX HCTOYHUKOB

Cnucok ucnoJab30BaHHbIX HCTOYHHKOB

1 Poccuiickas denepanus. Koncturynus (1993). Koncturymus
Poccuiickoii @enepanuun : odpun. texcr. — M. : Mapkerunr, 2009. — 39 c. — ISBN 5-
94462-025-0.

2 Poccuiickas denepanus. 3akonsl. O ['ocymapctBeHHoMm repOe Poccuiickoit
denepannu [DIeKTpoHHBIN pecypce] : [heaep. kKOHCT. 3akoH oT 25 nexadps 2000 r. No 2-
®K3 : [mpunar ['ocymapctBennoit dymoit 8 mexadps 2000 r. : omo6pen CopeTom
®deneparuu 20 gexadps 2000 r. : ¢ u3m. ot 9 uronst 2002 1., 30 urons 2003 r., 10 HOIOps
2009 r., 28 nmexabps 2010 r.] / TAPAHT : undopmManlOHHO-TIPAaBOBOM MOpTad. —
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Hpuiaoxenune 7K

(cnpasounoe)

Oo0pa3zen 0,1aHKa penieH3UU

MunuctepcTBo 00pazoBaHus U Hayku Poccuiickoit @enepannu

OEAEPAJIBHOE I'OCYJAPCTBEHHOE BIO/I’KETHOE
OBPA3OBATEJIBHOE YYPEXJIEHUE
BBICHIEI'O ITPOPECCHUOHAJIBHOI'O OBPA3OBAHUASA
«OPEHBYPTCKHUIH T'OCYJAPCTBEHHBIN YHUBEPCUTET»

cDaKy.IIBTCT 9KOHOMHMKH U YIIPABJIICHHA

Kadenpa rocynapcTBEHHOTO ¥ MyHHUITUTIAIBHOTO YIIPABIICHUS

PELIEH3UA HA KYPCOBVYIO PABOTY

CryneHnr

®amunusa U.0. rpymnmna perucTpaioHHbIi Ne k/p

HNucnurvza: «/{oKyMEeHTOBEICHUEY

Tema xypcoBoit paboThI:

B nenom o pa6ore

3akiIl04eHune: CTyAeHT OBIThH JAOMYIIECH K 3alIUTE KYpCOBOM pabOTHI
MOXKET / HE MOXKET

IIpeaBapuTebHas OLEHKA:

JOJDKHOCTB, YUCHHAs CTCIICHb, 3BAHNUC oAIIUCh N.0. damunus

« » 20 T.

Ouenka mo pe3yjbTaTaM 3alllUTHI KYPCOBOii padoThI:
« » 20 T.

IOAITUCH
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