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MeTtonuueckue yka3aHHUsl COCTaBJIEHS B COOTBETCTBUHM c TpeboBanusmMu ®I'OC BO
(Bepcus 3++) mo HanpaBieHUto noArotoBku 46.03.02 JfokyMeHTOBeIeHHE U apXUBOBEACHHUE.

ABTOp-coctaButenb: Anekcanaposa H. O., noueHT kadeapbl HICTOPUU, MY3€0JIOTHH U
JIOKYMEHTOBEJICHUS, KaH]l. UCT. HAYK, IOIIEHT

Mertoandeckue ykazaHus 1O MOJATOTOBKE M 3alIUTE KypCOBOM pabOThI KaKk COCTaBHAs
gactb OIIOII Ha 3acenanuu coBeTa ¢akyibTeTa JOKYMEHTAIBHBIX KOMMYHHKAIMN U Typru3Ma
PEKOMEHI0BaHa K PaCCMOTPEHUIO IKCIIEPTHOIN KomMuccuel, mpoTokon Ne 7 ot 17.04.2023.

Okcneptu3za nmposeaeHa 15.05.2023, akt Ne 2023/10V a.

MeToauveckue yka3aHusl 10 MOJATOTOBKE H 3aIMTE KypCOBOW paOOThI KaK COCTaBHAs
yacth OIIOII yTBepkIeHbl Ha 3aceJaHuM YUYEHOro coBeTa MHCTUTyTa mpoTokos Ne 08 ot
29.05.2023.

Cpok JeHCTBUSI METOAMYECKUX YKa3aHUU MO MOJATrOTOBKE U 3alIUTe KypcoBOil paboTe
MIPOJIJIEH Ha 3acCeJaHuU Y YEHOT'O COBETa MHCTUTYTA!

YuelOHblii roa Ne mpoTokoJa, 1aTa yTBepKaeHUs
2024/25 [Tporokon Ne 110t 27.05.2024
2025/26 [Iporokos Ne 8 ot 26.05.2025
2026/27 ITpoTokon Ne 10 ot 25.05.2026
H-63 JIoKkyMEeHTOBEIEHHE | METOIMYECKHE YKA3aHUS IO MOATOTOBKE M 3aILUTE Kyp-

COBOH paboThl : mporpamma OakayaBpuara «JlOKyMEHTAIIMOHHOE OOecTeueHHe
yIpaBJICHUS» ¢ MPUMEHEHUEM HCKIIIOUUTEIHHO JUCTAHIIMOHHBIX 00pa30BaTeIbHBIX
TEXHOJIOTHI Mo HampasiieHUuto NoArotoBku 46.03.02 JlokyMeHTOBEIEHUE U apXu-
BOBeJleHUe, kBanudukamus : 6akamaBp / aBT.-cocT. H. O. Anekcanapona ; Yenso.
roc. uH-T. KyJbTypbl. — YenaOunck, 2023. — 29 c. — (®I'OC BO Bepcus 3++).

Meroaudueckne yKa3zaHWs 10 TIOJTOTOBKE W 3aIlUTe KypCOBOW pabOTHI BKIIFOYAIOT:
NEPCUCHb IUIAHUPYCMBIX PE3YJIbTATOB O6y‘ICHI/I$I o AWCHUIINIMHE B paMKaxX HNOATIOTOBKH
KypCOBOM pabOThl, COOTHECEHHBIX C IUIAHUPYEMBIMH pe3yJbTaTaMd OCBOEHHUs 00pa3o-
BaTENBHON MPOrpaMMBbl, (DOH/ OIIEHOYHBIX CPEICTB JJIS MPOBEICHUS MPOMEKYTOYHOH at-
TecTau OOydalomMXcsl [0 KypCcOBOW paboTe, MepedyeHb JUTEpaTyphl, PEKOMEHIYEeMOM
JUISL TIOATOTOBKH KYpPCOBOM PabOTHI, MepeYeHh PecypcoB MHMOPMAMOHHO-TEICKOMMYHH -
KaLIHOHHOfI CCTHU «HHTGpHeT», PCKOMCHAYCMBIX IJId MOATOTOBKHU KprOBOfI pa6OTBI, MECTO-
MUYECKUE YKa3aHWUA JUIsI OOYYaloNmUXCsl 1O TOJMTOTOBKE KYpPCOBOM pabOTHI, IMEPEUYCHb
I/IH(I)OpMaLII/IOHHBIX TeXHOJ’IOI‘Hﬁ, HCIIOJIB3YEMBIX IIPU MOATOTOBKEC M 3alllUTC KYPCOBBIX pa-
00T, BKJIIOYAs MEPEYEHb MPOrPAaMMHOTO OOecIieueHHs] 1 HH(OPMALMOHHBIX CIPABOYHBIX
CHCTEM, OITMCAHUE MATePHAITBHO-TEXHHUECKON 0a3bl, HEOOXOIUMOM IS TTOATOTOBKH M 3a-
HIUTHI KYPCOBOW pabOTHI.

© YensOMHCKUI TOCYAapCTBEHHBIH
HWHCTUTYT KyJbTyphl, 2023
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AHHOTALIUS

Wnanexkc w  Ha3Banue
JUCIHUILIMHBL IO  y4eO0-
HOMY ILIaHYy

b1.0.11 dokymeHTOBEICHNE

Lenp KypcoBoit paboTsI

dopMmupoBaHWEe Y CTYISHTOB KOMIIETEHIHWH IO AHCIUIUIAHE
«JloKyMEHTOBEICHHE» W HABBIKOB CAMOCTOSTEIHHOTO PEIICHUS KOH-
KPETHBIX MPO(ECCHOHAIBHBIX 33]1aY.

3a;[aq1/1 JAHUCHUIITHNHBI
3aKJIIOYar0TCsA B:

—  OBJIQJICHUC 3HAHUSIMHU
00J1acTH JOKYMEHTOBEICHUS;
—  (QopmupoBaHHE CIIOCOOHOCTH UCIIONB30BATh TEOPETHUCCKUC
3HAHUs B 00JIACTH TOKYMEHTOBE/ICHUS Ha MPAKTHKE;

- OBJIAACHUC YMCHUCM HUCIIOJIb30BATh O(bI/IHI/IaJ'II)HI)IC, HOpMATHB-
HBIC JIOKYMEHTBI B CBOEH I TEIBHOCTH;

OCHOBHBIX npobiiem B

—  pa3BHUTHE HABBIKOB OPraHU3aIlH UCCIIEIOBATEIILCKON PaOOThI;

—  pa3BHUTHE TBOPUYECKOW WHHUIIMATHBEI, CAMOCTOSTEILHOCTH, OTBET-
CTBEHHOCTH U OPTaHW30BaHHOCTH;

—  CTUMYJMpPOBaHHE HAYYHO-HCCIIENOBATENBCKON pabOTHI CTyAEH-
TOB, pa3BUTHE UX CIIOCOOHOCTH OCYIIECTBISITH UCCIECIOBaHUE BO B3a-
MMOJICHCTBUY C HAYYHBIM PYKOBOJUTEIE

[Inanupyemslie OIIK-3; IIK-1; TTIK-4
pe3yJIbTaThl OCBOCHHS
OO6mias  TPYJAOEMKOCTH | B 3a4€THBIX eauHULax — 10

JUCHUILIMHBI COCTaBJIA-
€T

B aKaJIeMMUYECKHX yacax — 360

BT. 4.

Ha PYKOBOJCTBO KypCcOBOH paboToii — 5 yac.
Ha 3aIIUTy KypcoBo# paboThl — 0,3 Jac.

PazpaboTunku

H. O. AnekcanapoBa, JOLEHT KadeIpbl HCTOPUHU, MY3€0JIOTHH U
JIOKYMEHTOBEJICHUsI, KaH[. UCT. HayK, IOLEHT




1. IEPEYEHbB IIVIAHUPYEMBIX PE3YJIbTATOB OBYUYEHMS 11O JTUCLHUIIJIMHE B
PAMKAX IIOJITOTOBKH KYPCOBOM PABOTBI, COOTHECEHHBIX C
IJIAHUPYEMBIMH PE3YJIbTATAMHU OCBOEHMSI OBPA3OBATEJIBHON

INPOI'PAMMBI

B pesynbpraTe ocBoeHHS OCHOBHOM MTpoecCHOHATbHON 00pa3oBaTeIbHON
nporpammsl (nanee — OITOIT) oOyuatomuiics B paMKax MOATOTOBKH KypCOBOM pabOTHI TOJKEH
OBJIA/IETh CIEIYIOIMMH Pe3yIbTaTaMU OOYUYEHUS 10 TUCLIUIUINHE:

Taoauua 1

IlepeueHb MJIAHUPYEMBIX Pe3yJIbTATOB 00YUeHUSsI
(MHAMKATOPBI TOCTHKEHUS] KOMIETEHIN)

[nanupyembie Ko diieMeH M0 KOMIEeTEeHIHH 10 TUCIUTLINHE
pe3yabTaThl ThI B I[€JIOM
ocsoernst OMOM | MWMK | ovmer
Topa
€H-
1107074
1 2 3 4 5
OIIK-3 Cmocoben | OIIK-3. | 3HaTh TEOPETHICCKHE TEOPETHICCKHE
MIPUMEHSITh 1 aCTEeKThI aCTeKThI perieHus mpodec-
TEOPETUUECKUE pemieHuss MPO(ECCHOHANb- | CHOHANBHBIX 337134 B ce-
3HAHU TUTSt HBIX 3amaq9 B pe AOKyMEHTOBEICHUS
petieHust chepe JIOKyMEH-
MOCTaBJICHHBIX TOBEJICHUS u
3aJad B 0o0yacTu apPXMBOBEICHUS
Jokymenrosenenus | OIIK-3. | Ymers OIIPENENATH METONOJIOTH- OIIPENETATE METOIOJIOTH-
Y apXUBOBENEHUS | 2 YEeCKHe OCHOBaHUS YEeCKHe OCHOBaHUS
OpraHH3aIuu u OCy- | opraHu3alud 4  OCy-
IIECTBICHUST  JOKYMEHTa- | IIECTBICHUS JIOKyMEHTa-
IIMOHHBIX TPOILIECCOB B [MOHHBIX TIPOIIECCOB B
CHCTEME YTIPaBJICHUS CHUCTEME yIpaBIICHHS
OIIK-3. | Bragerp | METOIOIOTHYECKUM METOA0JOTUYECKUM
3 WHCTpYMEHTapreM WHCTPYMEHTapreM
JIOKyMEHTOBEICHUS U | JOKyMEHTOBEJCHUS  JUIS
apXUBOBEJICHUS JUIS | PelICHUsT  TIOCTaBJICHHBIX
pelIeHusT  TOCTaBJICHHBIX | MPO(ECCHOHANBHBIX 33124
podhecCHOHANBHBIX 3324
[1K-1 Cmocoben | TTK-1.1 3HaTH Hay4HO-METOIUYECKHE Hay4HO-METOINYECKUE
MIPUMEHSTh OCHOBBI JOKYMEHTOBEJCHHSI | OCHOBBL  JOKYMEHTOBEZE-
HAy4JHO- Y apXHUBOBEJICHUS HUS
METOJINYECKHE IIK-1.2 | Ymets (opmynpoBaTh mpobsemMy, | GopMyIMpoBaTh MpodIeEMy,
OCHOBBEI 00BEKT M TPEAMET, LeJIb U | OOBEKT U MPEAMET, IEiIb U
JIOKYMEHTOBEICHH 3aJ1a9H, THITOTE3Y | 3a/1a4H, TUITOTE3Y
ST 1 apXUBOBEICHUS TIPUKITATHBIX MIPUKIIATHBIX
B JIOKyMEHTOBETYECKUX JIOKyMEHTOBETYECKUX
po¢eCCHOHANBEHO WCCIIeIOBaHUH, WCCIIeIOBaHUH,
it chepe HCTIOJTb30BaTh METOBI, | NCTIONB30BaTh METOJIbI,
aZicKBaTHBIC [IEJIH | aJIeKBAaTHBIC (&) 031
WCCIEIOBAHUA, a TaKXKe | UCCICNOBAaHUSI, a Takke
LIUPOKUI KpYT | LIMPOKUI KpyT
OTyOJINKOBAaHHBIX " | OImyOJIMKOBaHHBIX u
HEOIyOJIMKOBAaHHBIX HEOIyOJIMKOBaHHBIX

HNCTOYHUKOB, JSJICKTPOHHBIX

HNCTOYHUKOB, 3JICKTPOHHBIX
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pecypcoB pecypcoB
IIK-1.3 | Bnagetp | HaBBIKAaMU MPUMCHEHUS | HABBIKAMU  TPUMEHCHHS
3HAHHHA B 00J1acTH | 3HAHHH B obmactu
JIOKYMEHTOBEICHHSI U | JOKYMEHTOBEACHUS B
apXUBOBEJICHUS B | mpoeccuoHaNBHOH chepe;
npoheCCHOHANBHOM cdepe; | OCHOBHBIMU METOJJaMH
OCHOBHBIMHU METOJIaMH | IOKyMEHTOBEIIECKOTO
JIOKyMEHTOBETUECKOTO HCCIIeTIOBAHUS
WCCIICJIOBAHUS, SKCIIEPTU3I
IIEHHOCTH JTOKYMEHTOB
I[IK-4. Cmocoben | I1IK-4.1 | 3HaTh HOPMAaTHBHO-TIPABOBYIO HOPMAaTHBHO-TIPABOBYIO
OpraHu30BaTh W 0asy  JTOKyMEHTUpPOBaHHS | 0a3y  JOKYMEHTHPOBAHHS
OCYIIECTBIATh JIeSITeTbHOCTH JIeSITEIbHOCTH
JIOKYMEHTHUPOBAaHNE OpraHM3alun OpraHM3alnn
JIESITEIBHOCTU IIK-4.2 | Ymets co3JaBaTb WM  BECTH CHU- | COCTAaBIATH M O(OPMIISATH
OpraHu3aIu CTeMbl  JIOKyMEHTAllUOH- | yIPaBICHYECKYIO
HOTO o0ecrieyeHusl | TIOKyMEHTAIHIO,
ynpaBineHuss Ha  0a3e | UCIONB30BATH
HOBEWIINX TEXHOIOTUN YHHDUIPOBaHHEIE
(hOpMBI JOKYMEHTOB
[IK-4.3 | Bnagerp | HaBbIKAMM OpraHU3alMd U | HABBIKAMU  COCTaBJICHUS
aHaJu3a Pe3yJIbTaTUBHOCTU | IIPOCKTOB
nporiecca pacopsIIUTEIIBHBIX
JIOKYMEHTHUPOBaHUs | (IIPHUKa3bl, PACTIOPSDKEHUS),
JIeSITeNbHOCTH WH(pOPMAIOHHO-
OpraHH3aIuu CIIPaBOYHBIX JOKYMEHTOB
(cimy>xeOHbIC M1chMa,
CIIpaBKH, JOKIQJHBIE U
cIrykeOHbIe 3aITUCKH) U TIP.
JIOKYMEHTOB

2. ®OHJ OINEHOYHbBIX CPEJACTB JIA ITPOBEJAEHUA HP9ME)KYTO‘IHOI?I AT-
TECTAILUUN OBYYAIOIUXCSA 11O KYPCOBOU PABOTE

2.1. Onucanue noxkasareJieil 1 KpUTEPHeB OLCHUBAHUS KOMIICTEHIMI HA Pa3IHYHbIX
Tanax ux (popMUpPOBaHUSs, ONIUCAHHE IIKAJ OLlECHUBAHUA

2.1.1. Iloka3aTeJn 1 KpUTEPUHU OLIeHUBAHUS KOMIIETEHIIU I
HA Pa3JIMYHBIX 3Tanax ux OpMHUPOBaAHMA

Taoauma 2
IMoka3zaresu M KPpUTEPUH OLICHUBAHMSI KOMIIeTEHIM A
Ilnanupyembie IHoka3zarean
pe3yJbTaThl chopMupoOBaHHOCTH Kputepuu oneHnBanus
O0CBOEHUS KOMIIeTeHH i
onon
1 2 3
OIIK-3 — IOHUMAET OCHOBHBIE crtoco0bI 1 | OOyuaromiuiics o0nagaeT HeOOXOIUMOH CH-
BUJIbI JOKYMECHTHPOBAHWUSI, CTEMOW 3HaHHA, JJOCTHT OCO3HAHHOTO BJIaJIC-
— MPUMEHSET TCOPETHUSCKHE 3HA- | HUS YMCHUSMHU, HaBBIKAMH M CIIOCOOaMHM




HUS B 00JIaCTH JIOKYMCHTOBE/IC-
HUS JUIS PEIICHHS TOCTABICHHBIX
3amad y4yeOHOW M TIPaKTHYECKOH
JIeATEILHOCTH;

— Ccnoco0eH HCIONb30BaTh 3Ha-
HUSI, YMEHWS, BJIAJCHUS B MpO-
(heccHOHATBPHON A TEIIPHOCTH.

npodeccuoHaIbHOH  nesitenbHOCTH.  [e-
MOHCTPHUPYET CHOCOOHOCTh aHAIU3UPOBATh,
IIPOBOJUTH CPaBHEHHE U OOOCHOBAHUE BBI-
0opa METOMOB pEIICHUS 3aJaHUil B Mpak-
TUKO-OPUCHTHUPOBAHHBIX CUTYaILUsX.

IK-1

— TIOHHUMaeT HayYHO-METOJnYe-
CKHE OCHOBBI JIOKYMCHTOBE/ICHUS;
—  OCYUIICCTBJIICT  aHAU3 |
KJIacCU(UKAINIO JTOKYMEHTOB TI0
Pa3IUYHBIM PU3HAKAM;

— CIOCOOEH UCIIONB30BATh 3HA-
HUS, YMCHMs, BJaJCHUS B IPO-
(hecCHOHAIBHOM NI TeIbHOCTH.

OOyuaromuiicss 00aanaeT HEOOXOAMMOM CH-
CTEMOi1 3HaHHH, TOCTUT OCO3HAHHOTO BJIaJIe-
HUS YMCHUSIMHM, HaBBIKAMH M CHOCOOaMu
npodeccuoHabHOH  nesitenbHOCTH.  [le-
MOHCTPUPYET CIIOCOOHOCTh aHAIN3UPOBATh,
MPOBOJIUTH CPaBHEHHE W OOOCHOBAHUE BBI-
0opa METOMOB pEUICHUS 3aJaHuil B Mpak-
TUKO-OPUCHTHUPOBAHHBIX CUTYAlIUAX.

I1K-4

— TOHMMaeT HOPMATHUBHO-TIpa-
BOBYIO 0a3y JOKYMEHTHPOBaHUS
JIeTeIbHOCTH OpPTraHn3allny;

— cocrtaBnsier W odopmisier
YIIPaBJICHYECKYIO JTOKYMEHTa-
U0, HWCIOJB3YeT YHUPHIUPO-
BaHHbIC ()OPMBI IOKYMEHTOB;

— cnoco0eH HCIONb30BaTh 3HAa-
HUSI, YMCHHWS, BJIAJCHUS B TpO-
(hecCHOHAIBHOM I TEIbHOCTH.

OOyuaromuiicss o0nanaeT HeOOXOAUMOM Cu-
CTEMOW 3HAHH, JOCTHT OCO3HAHHOTO BJIafIC-
HUS YMEHHUSMM, HaBBIKAMH M CIOCOOaMu
npodeccuoHabHOH  nesitenbHOCTH.  [le-
MOHCTPHUPYET CIIOCOOHOCTh aHAIM3UPOBATH,
MPOBOJIUTH CPaBHEHHE W OOOCHOBAHUE BhI-
0opa METOMOB pEIICHUS 3aJaHUil B Mpak-
THKO-OPHUCHTHPOBAHHBIX CUTYAIUAX.

Taoauma 3

Jranbl (OPMHUPOBAHUA KOMIIETEHIUI

HaunMenoBaHnme 3Tamna

XapakTepucTHKa ITana

DopMbI KOHTPOJISA

2

3

HavanpHpiit  (BXOgHOW) JTam
(opMHPOBaHHS KOMIIETCHIIUH

Jmarnoctrka BXOAHBIX 3HAHUKM | 3HAKOMCTBO C METOAMYECKUMHU
B paMKax KOMIIETCHIUH.

YKa3aHUSIMU 110 BBITTOJHEHUIO
KypCOBO# paboThI

Texymmit sTan hopMupOBaHUS
KOMITETCHIITU I

Ocy1ecTBieHue
MPUYHUH
3¢ PeKTHBHOMY
KOMIIETEHIIHH.

Brimonaerne 0O0ydYarOmMUMHUCS | YCTHBIM OIPOC O XOAe padOThI
3aJaHui, HaNpaBJIeHHBIX Ha | HaA KypcoBoW (OTBETHI Ha
¢dopMHpOBaHHE KOMIIETEHIMI | BONIPOCH], C(HOPMYIMPOBAHHEIC
BEISBJICHHUS | C YUETOM OIEPEKESHHS MPH pa-
MIPENSATCTBYIOMINX | 00T€ HaX KypCOBOW); CaMOCTO-
OCBOCHUIO | SITEJBHOE pEIIeHUE NpoOdIieM,

BO3HHKAIONIMX TMPH HAMHCAHUH
paboThl (HampuMep, caMOCTOsI-
TENILHO ONpe/ieieHa CTPYKTypa
KypcoBOil paboTBl € y4eToMm
coJepkaHusi TJaB W Ta-
parpadoB, TpeOyrolias HE3Ha-
YUTEIBHOW KOPPEKTHPOBKU CO
CTOPOHBI PYKOBOJIUTEIS, BBISB-
JICHbI MCTOYHUKH JIJIsl HaIKca-
HHsI KypcoBOH paboThI)

[IpomexxyTouHbIli  (aTTECTaIU-
OHHBIN) J3Tanm (QOPMHUPOBAHHA
KOMITETEHITUI

OnenuBanre cPOPMHUPOBAHHO- | auuma Kypcoeoii padomel:
CTH KOMIICTCHIMHA MO OTJENb- | — KAYeCTBO W3IIOKCHUS Mare-
HOM YacTW AWCUUIUIMHBI WJIW | pHUala;




IOUCIMILJIMHBI B IICJIOM. — IOHUMaHHe MNpoOJIeM H Iie-
PCICKTHB U3YYCHUSI TEMBI, Ha-
JINYKEe COOCTBEHHBIX 00001IIE-
HUA W BBIBOJOB, PEKOMEHJA-
LM,

— KOPpPEKTHOE WCIOIb30BaHUE
ONYOJIMKOBAaHHBIX HCTOYHHKOB
U DJIEKTPOHHBIX PECYPCOB;

—  Hajgu4uMe  Tpe3eHTallWH,
MOATOTOBIIEHHOM K  3aIIuTe
KypCOBOM paboTHI;

— ypoBeHb OQOpMIICHUS pa-

00THI, COOTBETCTBYIOIIAN
Tpe6OBaHI/I$IM METOAUYCCKUX
yKa3aHUi;

— HaJW4Yue TMpe3cHTAIINH,
MOATOTOBIIEHHOM K  3aIuTe
KypcOBOH pabOTHlI.

2.1.2. Onucanue wKaivl OUEHUBAHUA KYPCOBOIU PAdOMbL

Taoauna 4

O1eHKa Mo HOMHHAJIb-

Onucanne ypoBHeil pe3yJbTATOB 00yYeHHSA

HOM IKaJje

O1anyHo — O0ocHOBaHa aKTyaJlbHOCTb TEMBI C Y4YE€TOM pa3BUTHS HAayKH M (WJIH)
MPAKTHKH,
— Ka4ecTBEHHO W B ITOJIHOM OOBEME IpOBEJeHa OIleHKA CTEIEHH paspa-
OOTaHHOCTH TEMBI B CIICIIUANBLHON JINTEPATYyPE;
— MOCTaBJICHHBIE LIENb U 3a/1a41 peali30BaHbI B TIOJHOM 00bEME;
— TeMa PacKphITa TITyOOKO U MHOTOACTIEKTHO;
— HaJIM4HMe MaTepualia, OPHEHTUPOBAHHOTO Ha MPAKTUYECKOE HCIIOJIb30Ba-
HUE (B 3aBUCUMOCTH OT TEMBI);
— MOJTyYeHHBIE PE3YJIBTAThl U BBIBOJBI JOCTOBEPHBI U 0OOCHOBAHHBI;
— HaJTM4Ire COOCTBEHHBIX BBIBOJIOB TI0 TJIaBaM;
— SPYAHMILIUS, UCTIONIb30BAHHE MEXKIUCIIMIUTMHAPHBIX CBS3CH.
— co0moeHsl Bce TpeOOBaHUs K CTPYKType paboThl (C y4eTOM H3JI0XKEH-
HBIX B METOJIMYECKHUX YKa3aHMUSIX);
— Hajaue WHGHOPMAITMOHHOW KyIbTYPHI (KOPPEKTHOE ITUTHPOBAHKE OIMy0-
JIMKOBAHHBIX TOKYMEHTOB W 3JIEKTPOHHBIX PecypcoB, oopMIIeHHE CITHCKA
UCITIOJIb30BAHHOM JIUTEpaTyphl caeinano ¢ yderom Ttpebosanuii ['OCT P
7.0.100-2018 «bubnuorpaduueckas 3anuchk. bubarorpapuyeckoe omnuca-
Hue. O0mme TpeOOBaHUS U PABUIIA COCTABICHUS;
— BBICOKAs CTETIEHb OPUTHHAIILHOCTH TeKcTa (He Hike 60 %);
— BBICOKOE KadecTBO o(opMileHHsS pabOThl C y4eTOM BceX TpeOoBaHWMA,
U3JI0KEHHBIX B METOJIMUECKUX YKa3aHUSIX;
— KypcoBast paboTa cZjaHa B yCTaHOBIICHHBIH CPOK;
— Ha 3aIUTe KypCOBOH pabOThI BBICTYIUICHHE IOJTHOCTHIO COOTBETCTBOBAJIO
BCEM TPeOOBaHMSIM, U3JI0KEHHBIM B METOAMYECKUX YKa3aHUSIX, ObIIIH JaHbI
apryMEeHTHUPOBAaHHBIE OTBETHI Ha BCE MOCTaBIIEHHBIE BOMPOCHI. M cmonb3o-
BaHbI nH(OpMaronHble TexHonoruu (PowerPoint). OTcyTcTBYIOT OmIMOKH
B TIPE/ICTaBIIsIEMON HH(MOPMALIUH.

Xopoiio — O60cHOBaHa aKTyaJbHOCTh TEMBI;

— CTCIICHb paSpa60TaHHOCTI/I TEMBI B CHeI.IPIaJ'H:HOfI JIUTCPATypeC OLCHCHA
HCOOCTATOYHO ITOJIHO M KAYCCTBCHHO,
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— MOCTaBJICHHBIE 3a/Ia41 pEaTi30BaHbl HE B TIOJIHOM 00bEME;

— HE B MTOJIHOM 00BEME PaCKPBITHI OTICIBHBIC ACTICKTHI TEMBI;

— MOJTyYCHHBIC PE3YJILTATI HE MOMYYHIH JOCTATOYHOTO 00OCHOBAHHS;

— BBIBO/IBI TI0 TJ1aBaM HEJOCTATOYHO COJICPIKATEIbHBI,

— TpeOOBaHUs K CTPYKType pabOThHI B LEJIOM COONIOACHBI (C y4EeTOM H3-
JIO)KEHHBIX B METOTUUCCKUX YKA3aHUSIX).

— wuH(OpMaIMOHHAS KYJbTYypa; CIIMCOK HWCIOJIB30BAHHON JUTEPATypHI
odopmien ¢ yuerom tpebosanuit OCT P 7.0.100-2018 «bubauorpadu-
yeckas 3amuck. buOmmorpadudeckoe ommcanue. OOmme TpeOOBaHUSA H
NpaBWia COCTAaBIEHUs» (HE BCE UCTOYHHUKH MPOIUTHPOBAHBI KOPPEKTHO,
€CTh HE3HAYMTENbHBIE TMOIPEIIHOCTH B OHOIHOrpaduvyeckoM ONMUCAHUH
JIOKYMEHTOB);

— CTeNeHb OPUTHHAIBHOCTH TEKCTa COOTBETCTBYET MUHHMAIBHO JIOITY-
ctumomy ypoBHIO (50-60 %), mpu 3TOM IUTHpOBaHHE U3 TOTOBHIX BKP,
KYPCOBBIX pa0oT u pedepaToB He mpeBbimacTt 4%;

— KadecTBO OQopMIIeHHS pabOTHl ¢ y4eToM TpeOOBaHMI, M3I0KEHHBIX B
METOJMUCCKUX YKa3aHUAX, UMECT OTACIIbHbBIC HEJOCTATKH;

— KypcoBas paboTa cjaHa C HapyIIeHHEM YCTaHOBJICHHOTO CPOKa;

— HAa 3aIlUTe KypCOBOW pabOThI BBICTYIUICHHE B IEJIOM COOTBETCTBOBAJIO
BceM TpeOOBaHUSIM, N3JI0)KEHHBIM B METOJTMUECKUX YKa3aHUSX, ObLTH JIaHbI
OTBETHI Ha BCE MOCTaBJICHHbIE BONPOckl. M cnoiap3oBanbl HHQOpMaIIMOHHBIE
texHonorun (PowerPoint). beumu momyiieHsl He3HAYHUTENBHBIE OIIMOKU B
npecTaBiseMol HHQOpMaIHH.

YaoBiaerBopuTe1bHO

— B 00ocHOBaHMY aKTyallbHOCTH TEMbI YUTCHBI HE BCE aCIICKTHI;

— OTCYTCTBYET OIICHKa CTETEHH pa3pa0OTaHHOCTH TEMBI B CIEIHATBHON
JUTEPaType, HCIOJIb30BaHHbIC HCTOYHUKH TOJIBKO MEPEYHCIICHBI;

— ITOCTABJICHHBIC 33/1a41 PEATN30BaHbI HE B IOJHOM 00BEME;

— HE PaCKpPBITHI OTJENbHBIE aCTICKTHI TEMBI;

— MOJTyYCHHBIE PE3YJIbTaThl HE MOMYYHIN 000CHOBAHUS;

— OTCYTCTBYIOT COOCTBEHHBIE BHIBOIBI I10 TJIaBaM;

— HE B IOJHON Mepe co0JItoIcHbI TPeOOBaHMS K CTPYKType paboThl (¢ yue-
TOM HM3JI0’KEHHBIX B METOJMUECKHIX YKA3aHHSIX);

— uHpopMaioHHas KyJibrypa. He cobmomensr tpeboBanust ['OCT P
7.0.100-2018 «bubnuorpaduueckas 3anuchk. bubarorpapuyeckoe omnuca-
Hue. OOmme TpeOoBaHWS W TpaBUJIA COCTABICHHS» (HEKOPPEKTHOE HC-
MOJTb30BAaHNE WCTOYHHMKOB, CIMCOK HCIOJIB30BAHHOM JITEpaTypsl CO-
JIEepKUT OMIMOKK B OMONMMOrpad)uueckoM ONMMCAHWU TOKYMEHTOB U PacIo-
JIOKEHUH 3aIuceit);

— CTeTeHb OPUTHHAIBHOCTH TEKCTa YCTYNaeT MHHHUMAIBHO IOIyCTUMOMY
ypoBHIo (50 %), mpu 3TOM nuTHpOoBaHue K3 ToToBbIX BKP, KypcoBeIx pa-
00T u pedepaToB He npeBbIIIacT 4%;

— Ka4ecTBO Oo(opMIICHHSI pabOTHI ¢ Y4eTOM TpeOOBaHHM, W3JIOKCHHBIX B
METOJIMYECKUX YKa3aHUAX, IMEET CyIeCTBEHHbBIC HETOCTATKH;

— KypcoBas pabora caaHa ¢ OONBIIMM HapyUICHHEM YCTaHOBJICHHOTO
CpOKa;

— Ha 3aIlUTe KypCcOBOH pabOTHI BBHICTYIUIEHHE HE COOTBETCTBOBAIIO TPeOO-
BaHMSAM, W3JI0KEHHBIM B METOJMYECKHX yKazaHHAX. OTBETHl Ha BOMPOCHI
BBI3BIBANM 3aTPyAHEHHs, OHM OBUIM JaHbl TOJBKO IOCIE HABOSIINX
BOIIPOCOB CO CTOPOHBI YWICHOB KOMHCCHU. Vcronb3oBaHbl HH()OPMAIHOH-
Hele TexHoyoruu (PowerPoint). beumm gommynieHs! He3HAUYNTENNBHBIE OIIHO-
KU B MIPEJICTABISIEMON HHPOPMAIIHH.

HeynoBiierBopute1bHO

KauectBo 1 oopmieHne KypcoBoil paboThl HE COOTBETCTBYET TPeOOBaHM -
SIM METOJMYECKUX YKa3aHWH 110 KypCOBO# padoTe.
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29.

30.
31.

32.

2.2. TunoBble KOHTPOJIbHBbIE 32/IaHUSI UJIH MHbIE MAaTePHAJIbI,
Heo0XOoAMMbIe /1JIs1 OLleHKHM 3HAHWH, YMEHUI U BJIaJeHUIl

2.2.1. Ilpumepnsvie memut Kypcoswvlx pabom

JloKkyMeHT: ucTopusi pOpMUPOBAHUS TEPMHUHA.

3akoHOAaTeNbHAS M HOPMATHBHAS TPAKTOBKA TMOHSATUH «JIOKYMEHT», «IOKYMEHTHpPOBAaHHAs
UHpOpMALIUN.

3apox/IeHue U Pa3BUTHE OTEUECTBEHHOTO TIOKYMEHTOBEICHUSI.

JokymMmeHT u uHdopmarus: odiiee 1 0coOeHHOE.

JIOKyMEHT B cHUCTEME COLMATIbHBIX KOMMYHUKAIUH.

JlokyMeHT Kak moJu(yHKIIMOHATLHBIN O0BEKT.

IIpr3Haku u CBOKCTBA JOKYMEHTA.

Bo3HHKHOBEHHE JOKYMEHTA M MIUChMA: TPHYUHBI U TIPEIITOCHUIKH.

3apO)KI[GHI/Ie " Pa3BUTUC NJOKYMCHTUPOBAHUWA: OCHOBHLIC CITOCOOBI.

. DBOIIIOLIUS CTIIOCOOOB JJIOKYMEHTUPOBAHHUSL.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.

OcHOBHBIE METOJIbI U CIIOCOOBI TOKYMEHTUPOBAHHSI.

Bo3HUKHOBEHNE U pa3BUTHE TEKCTOBOIO JOKYMEHTHUPOBAHUS.

OBOIIOIUS MaTEpUAIOB U MHCTPYMEHTOB TEKCTOBOI'O JJOKYMEHTHUPOBAHUS.

@DOoT0- 1 KHHOJIOKYMEHTHPOBAHNE: HA3HAYCHHUE U 00J1aCTh IPUMEHEHHUS.

DJEeKTPOHHOE JOKYMEHTUPOBAaHHE: Ha3HAUE€HUE U 00JIaCTh MPUMEHEHHUS.
Knaccugukarus 10KyMEeHTOB Kak Hay4qHas mpooiema.

TpaIuIMOHHBIN U NEKTPOHHBIN JOKYMEHT: IOCTOMHCTBA U HEJOCTATKH.

Hcropus ctanoBieHus: popMyIisipa U peKBU3UTOB TOKYMEHTA.

[peBHue kHspkeckue ycraBel XI-XV BB.

[Tprka3zHOE U KOJIIEKCKOE JENONPONU3BOJACTBO: BOSHUKHOBEHHE U Pa3BUTHE.
I'enepainbhblil pernamenT (1720) u ero poisib B pa3BUTHH JI€10IIPOU3BOACTBA B Poccun.
PerylamenTanus 1e10npon3BoICTBA B 3aKOHOATENBHBIX aKTaX JOPEBOIIOIMOHHON Poccnn.
BozHukHOBeHHE CITy>K0 eONPOU3BOACTBA B YUPEXKIECHHUIX J0PEBOIIOLMOHHOM Poccun.

Bo3aukHOBEeHHE U pa3BUTHE Mpodeccun JOKYMEHTOBE 1A,

. (DOpMYJ'IHp " PCKBU3HUT. CTAHOBJICHHUEC COBPCMCHHOI'O YIIPABJICHYCCKOI'O JOKYMCHTA.
26.
27.
28.

Crannaptuzanus 1 yHU(UKaLKs OpraHU3alMOHHO-PACTIOPSIINTEbHON TOKYMEHTAIIHUH.
CocraBnenue u opopmiieHUE YIPETUTENbHBIX JOKYMEHTOB.

CocraBnenue 1 opOpMIICHHE PACHOPSAUTENILHON JTOKYMEHTAllMU (MOXKHO Ha MpHUMEpe JIo-
60ro BH/1a pacOPsSIAUTENBHBIX TOKYMEHTOB).

[Tpuka3 Kak pacHOPSAWTEIBHBIA OKYMEHT: PAa3HOBUIHOCTH, OCOOCHHOCTH COCTaBICHHS U
odopmIIeHHUS.

Cocrasnenue u opopmiieHUE CIPaBOYHO-UHPOPMAIIMOHHBIX JOKYMEHTOB.

[Mucemo kak BHUJ MH(DOPMAITMOHHO-CIPABOYHBIX JTOKYMEHTOB. DBOJIOLUS, PAa3HOBHIHOCTH,
TpeOOBaHUS K COAEPIKAHUIO  OPOPMIICHHIO.

[TpoToxo, BUABI NPOTOKOJIOB, 0POPMIIEHHE, POJIb JOKYMEHTA B ACSITEIbHOCTH OpraHU3all|H.
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33. CnyxeOHas 3alncka Kak BUJ JOKYMEHTA U €T0 poJib B AESITEIbHOCTH OpraHU3al|HU.
34. @anpcuduKaIys JOKYMEHTOB: CIIOCOOBI U BBISIBIICHHUE.

2.2.2. Ilopsaook 3aKpennienus u ymeeprHcoeHus mem Kypcoeuvlx paoom

Tembl KypcoBOii pabOThI MpeIararoTcs BhIMyCKaroen kadeapoil JOKyMeHTOBEICHUS
U u3AaTenbekoro aena. CTyieHTaM NMpelocTaBisieTesl IpaBo BIOOpA TEMBbI U3 MEPEYHs], pe-
JIOKEHHOTO Kadeapoil, yTBep>KICHHOTO Ha 3acelaHuM Kadeapsbl.

CryneHT BrpaBe NpeioKUTh CBOIO TEMY B paMKax IpoOJIeMaTHKH JOKYMEHTOBEE-
HUs, 000CHOBAaB HEOOXOIUMOCTh H IIEJIECO00Pa3HOCTh e€e pa3paboTku. TeMaTuka KypcoBOU
paloThI, MpeIoKEHHas CTYACHTOM, JIO0JKHA ObITh COTJIacOBaHa JIMOO C PyKOBOJUTEIEM Kyp-
COBOI paboTHl, MO0 ¢ 3aBeayromM Kadenpoit. IIpu BeIOOpE TEMbI CTYACHT YYUTHIBACT JTNY-
HbI€ NTPO(ECCHOHANIbHBIE HHTEPECHI, BO3SMOXHOCTh MPAKTUYECKOT0 MCIIOJIb30BAaHUS TOTY4YEH-
HBIX B IIpoIiecce 00yueHHs 3HaHUI U COOCTBEHHYIO UCCIIEI0BATEIIbCKYIO HHUIIUATHBY .

OxoHuaTenbHbIE (HOPMYIUPOBKU TEM KYPCOBBIX paOOT BHOCHUTCS B JIMCT «YTBEpXKIe-
HHUE TeM KypcoOBbIX pabot» (cMm. [Ipunoxkenue 1) u yTBepkaaercs Ha 3aceaHuu Kadeapel He
1o3/1Hee 3 MecALEB /10 3allUThl KypCOBBIX padoT.

OOmuii mopsioK Ha3HAUYEHHWsS HAY4YHBIX PYKOBOJUTENEH 10 KypcoBOM pabore,
3aKpeIUIeHHs], a TAKXKe YTBEPXKIECHUE U 3aKpEIUIEHUE TeM KypcoBbIX paboB onpeneneH B «Ilo-
JIO’)KEHUM O KypcoBoi padote» (yTB. yueHbM coBeToM UI'UK, npotokon Ne 1 ot 25 cenrs0ps

2017 1.)

2.3. MeToanueckne MaTepuaJibl, ONpeaeJsiiolue nNpouexypbl OlleHUBAHUS 3HAHUM, yMe-
HHii, HABBIKOB M (WJIM) ONBITA JeSITeJIbHOCTH, XaPAKTePU3YIOUIUX 3Tanbl popMupoBa-
HHUS KOMIIeTeHI i

1. HopmaTtuBHO-MeTOIMYECKOE OOECreueHrne TEKYIIero KOHTPOJsl yCIeBaeMOCTH U
MIPOMEXYTOYHOM aTTEeCTalluU OOYYaOLINXCSl OCYIIECTBIsIETCs B cOOTBETCTBUU ¢ «[lopsiakom
OpraHM3aliil W OCYIIECTBICHHUs] 00pa30oBaTeNbHON JesATeNIbHOCTH MO 00pa3oBaTelbHBIM
IporpaMMaM BBICHIET0 00pa30BaHUs — MporpamMmamM OakajiaBpHuara, porpaMmmamM CIelraiu-
TeTa, MporpaMMaM MarucTpaTypsb» (yTB. mpukazoM MuHuctepcTBa o6pazoBaHus U Hayku PO
ot 05 anpens 2017 r. Ne 301) n nokaJbHBIMM akTaMu (TOJOXEHUSAMH) 00pa30BaTEIbHON
opranuzaruu «O0 opranuzauu yueoHoi padoTeD» (YTB. 25 centsiops 2017 r.), «O npomexy-
TOYHOMU arrectanuu odoyyaromuxcs» (yrB. 15.02.2016).

2. Hay4Hoe pyKOBOACTBO KypCOBOM PabOTOM OCYIIECTBISET MPENoAaBaTelb BBITYC-
Karomiei kadeapel JOKYMEHTOBEICHUS U U3JAaTeIbCKOro jAeia. OYHKIUAMH Hay4YHOTO PYKO-
BOJMTEJIS SIBIISIFOTCS:

— ONpeJeNICHHE TEMBI;

— peryJsipHOe KOHCYJIbTUPOBAaHUE CTYICHTA [0 METOIMKE MOJArOTOBKU KypCcOBOil pa-
00TbI, 0TOOPY UCTOYHHUKOB;

— MPOBEpKa KauecTBa CTPYKTYPHBIX pa3/ieloB pabOThl U pEeKOMEHAAINHU 110 UCTIpaBIie-
HUIO HEJIOCTaTKOB;

— nHopmupoBanue Kadeapsl, AeKaHaTa B Cllydac HEYJIOBJIECTBOPHUTEIBHONH pPabOThI
CTY/CHTA;

— TMIPUHSTHE PEIICHUS O JOIMycKe (He JOIMyCKe) KypCOBOI paOOThI K 3aIUTE;

— MpoBepKa KypcoBoil paboThl Ha 00BEM 3aMMCTBOBAaHHMM M pacriedatka chopMupo-
BaHHOTO OTYeTa M3 OQUIMAIBHO YTBEPXKICHHOM B 00pa3oBaTeNbHON OpraHU3alMu
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nporpammbl: CepBUC TMOMCKA TEKCTOBBIX 3aUMCTBOBaHMM «PykoHTekcT». PazpaboTumk —
OAO «llenTpanbubiii koyektop oubnuorek «BMBKOM». Anpec moctyma: http://rucont.ru
WM U3 CETU 00pa3oBaTeIbHON OpraHu3auu
— IOJrOTOBKA OT3bIBa HA KyPCOBYIO padoTy.
3. JI7si MOATOTOBKY K MPOMEXYTOYHOH aTTecTaluu B popMe ImyOIMIHON 3aIIUThI Kyp-
COBOH pabOTHI peKOMEHAYETCS MOJIb30BaTHCS (POHIOM OLEHOYHBIX CPEICTB:
— ONMCAaHUE II0KAa3aTeJIe U KPUTEPUEB OLICHWBAHUS KOMIIETEHUUI Ha pa3/InYHbIX
sTanax ux (OpMHUPOBAHMUS, OIIMCAHKE IIKAT OL[EHUBaHUS (cM. 1. 2.1);
— TUNOBBIE KOHTPOJBHBIC 3alaHHsl WIM HHbIE MaTepHalbl, HEOOXOIMMBbIE ISt
OIICHKH 3HAaHUH, YMEHHI, HABBIKOB M (MJIK) OTBITA (CM. 1. 2.2).
4. TpeGoBaHHs K MPOXOXKIECHUIO MPOMEXKYTOUHOHM aTTecTanuu B (opme myOInIHOR
3alUTHl KypCOBOM pabOTHI.

4.1. laTa 3antuThl KypcOBOI pabOThI BHOCHTCS B pacTFCAaHUE 3a4€THO-IK3aMEHAIIMOH -
HOM CECCHH.

4.2. CTylieHT J0JKeH MPeJoCTaBUTh KypCOBYIO paboTy B OyMa)KHOM M 3JIEKTPOHHOM
BapuaHTe (Ha3BaHue (aitna: pammms crynenra. abopeBuatypy «KP». Kypc u rox 3amuTh
(manpumep, NBanos. KP. 2 kypc. 2016) Ha Brimyckaromryto kadeapy He mo3aHee, yem 3a 10
JHEW 10 ee 3aluThl (B Cilydae, eciid paboTa cllaHa IOoCje YCTaHOBJIEHHOIO CPOKa, OLIEHKA
cHWkaeTcs Ha 1 Oamn). BymakHblit BapuaHT KypcoBOi pabOThI JOKEH OBITh OAMHUCAH PYKO-
BOJUTEJIEM Ha TUTYJIbHOM JiucTe (cM. [Ipunoxenue 3).

4.3. JIabopaHT Kadeapbl pETUCTPUPYET KYPCOBYIO pabOTy B KypHaJIe, a HA TUTYJIHLHOM
JUCTE KypCOBOM paboThI BIUCKHIBAET Aaty ee caauu (cM. [Ipunoxkenue 3). B uensx npoBepku
KypcoOBO# paboThl Ha 00BEM 3aMMCTBOBAHUH U BKIIFOUEHHUS KYPCOBOM pabOTHI B 3JIEKTPOHHOE
nopT¢oJIno CTyJeHTa J1abopaHT Kadeapsl KonmupyeT (aiis, comepkaiiuii TEKCT KypcoBo# pa-
OOTHI Ha KOMITBIOTEP KadeIphl.

4.4. PykoBoauTeab KYpCOBOM PabOThI OCYIIECTBIISIET €€ MPOBEPKY, B T. 4. HA 00BEM
3aMMCTBOBAaHUU U MUIIET OT3bIB (cM. [Ipunoxenue 5).

4.5. He mo3nnee, yeM 3a 2 JHSA 10 3alIUTHI KypCOBOWM pabOTHl CTYACHT JIOJDKCH
MMO3HAKOMHTHCSI C OT3bIBOM PYKOBOAMTEIIS U MOJATOTOBUTHCS K 3aluTe. BhICTyIUICHHE TOJIXK-
HO OBITh KPaTKUM, YETKUM U KOPPEKTHBIM M COIIPOBOXKAATHCS JEMOHCTpALMel OCHOBHBIX I10-
JIOXEeHUN paboThI IpU MOAIEpKKe porpamMmel PowerPoint.

4.6. B xoze 3a1uThl KypCOBBIX pabOT UjeHbl KOMUCCHH UCIIOJIb3YIOT:

— JIUCT «Y TBEPKJICHUE TEM KYPCOBBIX paboT»;

— OIKCaHUE IIKAJIbI OLIECHUBAHUS KypCOBOM paboThI;

— KypCOBbI€ paloTHI;

— OT3bIBbI PyKOBOJIUTEIICH;

— OTYETHI O IPOBEPKE KYPCOBBIX pabOT HAa 0OBbEM 3aMMCTBOBAHH.

4.7. ITopsiioK 3aIUThl KYpCOBOM pabOTHI:

— BBICTYIUICHUE CTY/ICHTA;

— BOIIPOCHI K CTYJICHTY CO CTOPOHBI YWIEHOB KOMUCCUU U IPYTUX MPUCYTCTBYIOIINX;

— OTBETHOE BBICTYIUICHHE CTYJCHTA, a TAK)KE€ OTBETHl Ha BOIPOCHI, ITOCTaBJICHHBIC B
OT3bIBE PYKOBOJMUTENEM U 33/IaHHBIE B X0J1€ IPOLEAYPbI 3aIHUTHI.

4.8. Pemenue o0 OleHKE KypcOBOM paOOThI MPUHUMAETCS HA 3aKPBITOM 3acelaHUuU
Komuccuu, opopmisiercs nporokonoM (IIpunoxenue 2) u 00bsBIAETCA B J€Hb NPOBEACHUS
3amuThl. Kputepun OIeHKU KypcoBoil paboThl cm. 1. 2.1.2. OnucaHue NIKaIbl OIICHUBAHUS
KypCOBO#1 pabOTHI.

4.9. 3amuIieHHbIe KypCcOBbIe paOOThI XpaHITCS Ha BBITyCKaromeh kadenpe B TeueHne
BCEro CPoKa 0Oy4YEeHHsI CTYAEHTOB. DIIEKTPOHHAS BEPCHUSI KypCOBOM pabOThl CO CKAaHHUPOBAH-
HBIM THUTYJIBHBIM JINCTOM (Ha KOTOPOM JOJKHBI OBITH TPOCTABIICHBI: JaTa CHayH, MOJIUCH
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pYKOBOIUTENS, 3aB. Kadeapoii, 1aTa 3alUThl, AaTa 3allUTa, OLIEHKA M MOJINUCH IpecenaTe-
7151). OT3BIBBI pYKOBOJUTEIICH XpaHATCS B HOMEHKIIAType nen kadenps (aemo Ne 04-12)

4.10. ®opma npoBeAeHMS TEKYIIEr0 KOHTPOJS U UTOTOBOM aTTECTallMU MO KYypCOBOM
paboTe A CTy/NEHTOB-MHBAIUIOB YCTAHABIMBACTCS C YYETOM MHIUBUIAYaJbHBIX NCUXO(U-
3UYECKHX 0COOEHHOCTEH (YCTHO, MMCbMEHHO Ha OyMare, MMCbMEHHO Ha KOMITBIOTEPE U T.I1.).
[Tpu HEOOXOAMMOCTH CTYIEHTY-UHBAJINAY MPEIOCTABIIACTCS TOMOTHUTEILHOE BpeMs IJIs OT-
BETAa Ha 3allIUTE KYPCOBOM pabOTHI U CHEIUATUCTA-TIOMOITHUKA.

3. IEPEYEHB JIMTEPATYPBI, PEKOMEHJIYEMOM JIJISI IOJArOTOBKHU KYPCOBOM
PABOTDI'

3.1. OcHoBHas quTEpaTypa

1. bapuxun, A.b. Jlenonpon3BoACTBO M TOKYMEHTOOOOPOT [DIEKTPOHHBIA pecypc] :
npaktuueckoe nmocooue / A.b. bapuxun .— 2-e uzn. — : Kawxnsiiid mup, 2008 .— 416
c. — mpuiL.: c. 287-415 .— Pexwum noctyna: https://lib.rucont.ru/efd/140670.

2. Kynses, H. H. loxymenTtoBenenue : yueOnuk / [{. H. Ypanos, A. I'. ®abpuunos, H. H.
KynsieB. — M. : Jloroc, 2011. — 178 c. — (HoBas yHuBepcuTeTcKasi OMOIMOTEKA). —
Pexxum moctyma: http://rucont.ru/efd/178079?cldren=0. — Jlata obpamenus 24.05.2016.

3.2. lonosiHUTEILHAS JIUTEPATypa
Hopmamueno-npasogule akmul

1. denepanbHblil 3aKk0H «O0 nHPOpManUK, THHOPMAIIMOHHBIX TEXHOJOTHUIX M O 3allIHUTe
uHpopmaruu» ot 14.07.2006 Ne 149-D3, (pen. denepanbHbix 3akoHOB oT 27.07.2010
Ne 227-®3, ot 06.04.2011 Ne 65-D3, ot 21.07.2011 Ne 252-®3, ot 28.07.2012 Ne 139-
@3).

2. TOCT P 7.0.8.-2013. [denonpou3BOJACTBO U apXHUBHOE J1e710. TepMUHBI U onpeneeHus /
Ioccranmapt Poccuu. — Mocksa : Crannaprundopm, 2014. — 16 c.

3. TOCT P 7.0.97-2016. Hanuonanenbslii crangapt Poccuiickoii denepammu. Cucrema
CTaHJApTOB MO MH(OpMaNuH, OMOIMOTEUHOMY M H3/aTesbcKoMy Jeny. OpraHusaiu-
OHHO-pACIoOpsAIUTeNbHAs JTOKyMeHTalus. TpeOoBaHUS K O(OPMIIEHUIO JIOKyMEHTOB
(ytB. mpuka3zom Poccrangapra ot 08.12.2016 Ne 2004-ct) (pen. ot 15.03.2018) [Dnex-
TPOHHBIN pecypc]. — Pesxxum moctyma: http://www.internet-law.ru/gosts/gost/63653.

4. TlepeueHb THUMOBBIX YIIPABICHYECKUX AapPXUBHBIX JOKYMEHTOB, OOpa3ymOIIUXCS B
Ipolecce AeATeIbHOCTH TOCYIapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIIpaBiie-
HUS U OpPraHu3allii, ¢ yKa3aHUEM CPOKOB XpaHeHMsD»» (yTB. IIpukazom MUHKYJIBTYpbI
Poccun ot 25.08.2010 Ne 558; ¢ u3m. ot 16.02.2016) [DneKkTpoHHBIA AOKYMEHT]. —
Pexum noctyna: http://docs.cntd.ru/document/902233422.

5. TlpaBuma nenonpow3BOACTBA B OpraHax HMCIOJHUTEIHLHOM BIACTH CYOBEKTOB Poc-
cutickoii @enepanuu (ytB. 15.06.2009 No 477 (c M3MEHEHMSIMU U JIONOJIHEHUSIMU)
[DnexTpoHHbIN pecypc]. - Pexum JIoCTyTa:
http://base.garant.ru/195767/#ixzz5QOmO7bLx.

Ilo yuebHou oucyuniune 8 yeiom

' OGecneuenvie 00yYAMOIMXCS MHBAIUIOB U JIUI| ¢ OTPAHMYEHHBIMU BO3MOXKHOCTSMU 310POBbS IEYATHBIMU U
AIIEKTPOHHBIMU 00pa30BaTEIbHBIMHI PECYpPCaMH OCYLIECTBIISIETCS B (POpMax, alaliTHPOBaHHBIX K OrPaHHYEHUSIM
UX 3JI0OPOBBS.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

bepecrosa, T. ®@. JIOKyMEHT: METOAOJIOTUYECKUE OCHOBAHMS U3Y4YECHUS, IIPEABICTOPHUS
BO3HMKHOBEHHUS, CYITHOCTh U siBjieHue / T. ®@. bepecrosa // Hayu. u TexH. 6-ku. — 2011.
—Ne 10. — C. 42-54.

I'enbman-BunorpanoB, K. b. O CHOXHOCTSX TpakTOBKM IOHATHA <«JIOKYMEHT» U
cnocobax ux npeononenus / K. b. I'eneman-Bunorpanos // Jlenonpounssoactso. — 2005.
—Ne 2. - C. 16-24.

l'opaykanosa, I'. ®@. JlokymenroBeaenue : yued. U. 1. Obmee nokymenroeaenue / I
®. I'opaykanona, T. B. 3axapuyk, E. A. [lnemkeBuu ; Hayy. pen. I'. B. MuxeeBa. —
CIIG. : ITpodeccus, 2013. — 320 c. — (YueOnuk 1yist 6akaaaBpoB).

3BepeBa, H. Odopmnenue npukaza / H. 3BepeBa // JlenonpousBoicTBO U TOKYMEHTO-
obopot Ha npennpustus. —2017. — Ne 5. — C. 14-25.

Npanwmnosa, O. C. Mexaynapoansiii ctanaapt MCO 15489 «Mudopmarus u T0KyMeH-
Tays. YIpaBieHHE TOKYMEHTaMIW»: CPaBHUTEIbHBIN aHAIN3 HOBOW U CTapoil Bepcuit /
O. C. Banmmnona, JI. H. Bapnamona // lenonpousBoactso. — 2018. — Ne 2. — C. 8-18.
Koxxanosa, E. H. Cuctema pacnopsiautensusix 1okymentoB / E. H. Koxanosa // Cek-
petapb-peepent. —2016. — Ne 11. — C. 18-22.

Konbkosa, A. FO. Pa3zButie nokymenTa B QyHKIMAX U criocobax ero coznanus / A. 1O.
Konbkoga // lenonpousBoactro. — 2015. — Ne 4, — C. 7-11.

Mumnraines, B. C. Hekotopsie Bonpockl popMHUpOBaHUS TEOPUH JOKyMEHTOBeIeHHS / B.
C. Munranes, M. B. Jlapun // lenonpoussoactso. — 2017. — Ne 3. — C. 3—16.
[TnemxeBuu, E. A. I'enepanbHbiii PernamMeHT Kak MCTOYHUK MCTOPUU JECIOMPOU3BOJI -
ctBa u apxuBHoro aena / E. A. Ilnemkesuu // lenonpoussoactso. — 2017. — Ne 4. — C.
13-18.

[TnemkeBuy, E. A. JIOkyMEHTOLIEHTPU3M KaK TEOPETUKO-METOO0JIOTHYecKas mpodiema
u nytu ee pemenus / E. A. [Tnemkesuu // Hayuno-texuuueckas nnpopmanus. Cepust
1. Opranuzanust 1 MeTouKa nHGpopManuoHHo# padoTel. —2015. — Ne 11. — C. 1-7.
[Tnemkesuy, E. A. JlokyMEeHTOBE/ICHHE B KOHTEKCTE Pa3BUTHUsS COBpeMeHHOU Hayku / E.
A. ITnemkeBuy // OreyecTBeHHble apxuBbl. — 2011. — Ne 5. —C. 29-36.

[Tnemkesud, E. A. Ot «BepiieHHs Ae» K «JIEIOMPOU3BOJCTBY»: K UCTOPUU TEPMHUHA /
E. A. TInemkesuy // JlenonpousBoactBo. — 2018. — Ne 2. — C. 3-7.

[Timenxko, A. B. Cuctemsl nokymenrtanuu B opranm3anuu / A. B. [Tmenko // Cekperap.
neno. —2004. — Ne 3 (44). — C. 3-4; Ne 4. — C. 9-13.

Caduymnuna, 3. A. JIoKyMEHT Kak BEAyIIHiA HOCUTENb CMBICTIA B COLUATHLHO-KOMMYHH-
katuBHBIX Tporeccax / 3. A. Caduymmna // lenonpou3Boactso. — 2004. — Ne 1. — C.
22 -24.

Caduymnuna, 3. A. YnpapiieHueckre CMbICIBI U ux Hocutenu / 3. A. Caduymmna //
Henomnpoussoactro. —2018. — Ne 1. — C. 19-26.

Cyposuesa, H. I'. O0bekT u npeamMeT N0KyMEHTOBEIEHUs: UcToprorpadus onpeerne-
Hust (1960-2000-e rr.) / H. T'. CypoBuesa // OredectBeHHbIe apXxuBbl. — 2015. — Ne 5. —
C. 9-16.

Srunnesa, H. O. O rnaBuo# ¢pynkiun gokymenta / H. O. Srunuesa // JlenonpounssBos-
cTBO. —2015. — Ne 3. — C. 23-25.

SnxoBas, B. ®@. [IpaBuna 1enonpon3BoCTBa B OpraHax UCIOIHUTEIBHOM BJIaCTU Cy0b-
extoB Poccuiickoit ®denepanuu: pazpadborka u npumeHenue / B. @. Snkosas, A. IO.
YykosenkoB // OteyecTBeHHbIe apxuBbl. — 2018. — Ne 4. — C. 21-29.

Ankosas, B. ®@. JlokymeHT Ha OyMa)KHOM HOCHTEJIE, AICKTPOHHBINA TOKyMeHT / B. ®.
SlaxoBas // CnpaBouHUK cekperaps U opuc-menemxepa. —2011. — Ne 2. — C. 39-44.
Ankosas, B. @. [Tucemo-npocsda 1 MTUCEMO-3aIIPOC: YTO OOIIEro U B YeM pasaudus’? /
B. @. SukoBas // CipaBouHuk cekperaps u opuc-menemxepa. — 2011, — Ne 2. — C. 24—
30.
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21. Suxosas, B. ®@. Ilonstre u npusHaku nokymenta / B. @. SlukoBas // OTedecTBeHHbIE
apxuBbl. — 2017. — Ne 2. — C.16-24.

4. IEPEYEHD PECYPCOB I/IH(I)OPMAHI/IOHHO-TEJIEKOMMYHI/IKAIII/IUOHHOﬁ
CETHU «<MHTEPHET», PEKOMEHAYEMBbIX JJISA HIOATI'OTOBKU KYPCOBOU PABOTbI

http://archives.rumethodics/ — caiiT @enepanbHOTO apXUBHOTO areHTCTBA.

http://e.sekretariat.ru/ — caifT 31eKTpOHHON BepcuM XypHasia « CIpaBOUYHHUK CEKpeTaps
1 opuc-MeHEKEPay.

http://www.delo-press.ru — caiit xypHana «J[e1onponu3BoaCTBO U JOKYMEHTOOO0OPOT
Ha MPEIPUSTHI.

http://www.funnycong.ru/ — Jlenonpou3BoACTBO (CAT MaTEpPHUAIIOB).

http://www.kadrovik-praktik.ru — caiiT MarepuaioB MO KaJpOBOMY JEIOTPOU3BO/I-

CTBY.
http://www.kdelo.ru/ — caiit )xypnana «KamapoBoe nemno».
http://www.profiz.ru/st/ — caiit xxypHana «Cekperapb-pedepeHTy.
http://www.sekretariat.ru/forum/forum1/topic781/messages — PRO-/lemonpounssou-
ctBo 1 COJ] (mopTtan ans pykoBoaureneit cimyx06 JIOY u cekperapeii Bcex ypoBHEH).
http://www.sekretarskoe-delo.ru — caiiT xxypHana «CeKpeTapcKoe J1eIo».
http://www.top-personal.ru — calfT xypHasa « Y IpaBJjeHHe TIEPCOHATIOM.
http://www.top-personal.ru/officeworks — caiiT xxypHana «Jleronpon3BoacTBOY.

5. METOIUYECKHE YKA3AHUS JUISI OBYYAIOILIUXCS MO MMOJATOTOBKE KYP-
COBOM PABOTBI

5.1. OcHOBHBIE ITANBI NOATOTOBKHU KYPCOBO# padoThl

KypcoBast pabora mpeacraBisieT coOoi 3aKOHYEHHYIO CaMOCTOSTENIbHYIO Pa3paboTKy,
HAIIMCaHHYI0 Ha OCHOBE M3YYEHHMsI CTYJECHTOM CIELHUAIbHON JUTEpPaTyphl, JIEKTPOHHBIX pe-
cypcoB 1o Teme. KypcoBast paboTa 1o IUCHUILIHHE «J{0KyMEHTOBEICHNE)» UMEET NMperMyIlie-
CTBEHHO pe(epaTUBHBIN XapakTep.

PaGota Hag KypcoBoil pa0oToil HauMHaeTcss ¢ BbIOOpa TEeMbl M YCTAaHOBOYHOM
KOHCYJIbTAllMM HAay4YHOTO PYKOBOJHUTENS, B XOJ€ KOTOPOH ompeneisieTcss odmas cTpaTerus
paloThl, HAMEYAIOTCA LM U 33Ja4u, cocTaBisgeTcss pabouunii rpaduK MOArOTOBKH KypCOBOH
paboTHI.

Ha oCHOBHBIX 3Tanax BBIOJHEHUS KypCOBON paOOThI IPOUCXOIUT:

Ilpeoseapumenvnoe usyuenue memvt Kypcoeou pabdomst. Kpome yCTaHOBOYHOM
KOHCYJIbTAIlMM HAayYHOTO PYKOBOJMTENsS OOlee MpesCTaBlIeHHe O TeMe KypCOBOM pabOThI
MOMOTYT MOJXYYUTh COOTBETCTBYIOIINE pa3/ieibl U PyOPUKH yueOHBIX, CIIPAaBOYHBIX M3JaHUI
(cMm. pazzen 3, 4).

Boisagnenue ucmounukoe noucka no meme. llpeBapuTeIbHO COCTABISIETCA CIHCOK
HCTOYHUKOB, KOTOpPbIE MPEACTOUT MPOpadoTaTh AJIS BBISABICHUS CHEIHMATIbHON JUTEpaTypHI.
s 3TOro Hy’»KHO IPOCMOTPETH CIHMCOK OCHOBHBIX M3/aHMW. B nanpHelmeM yxe B Xxone
W3Y4EHHUs JINTEPATYPbl MOTYT OKa3aThCs MOJIE3HBIMA HECAMOCTOATEbHBIE (BHYTPUKHHIKHBIE,
IpHUCTaTeNHbIE U T. I1.) TocoOus U Onbnuorpaduyeckue CCbUIKH B U3AAHUSX.

Cocmasnenue paboueii kapmomeku. Pabodas kapToTeka BKIIOUaeT B ceOs Ouo-
auorpaduueckye 3amucy UCTOYHUKOB IO T€MeE, BBISBICHHBIX CTyJIeHTOM. bubmuorpaduue-
CKHE ONHCaHUs [OJDKHBI 00A3amenbHO COOTBETCTBOBATh TPEOOBAHUSAM CIEAYIOMINUX
CTaHJIapTOB:

* [OCT 7.1-2003 bubnuorpaduyeckass 3anuch. bubmmorpadpuueckoe onucaHue.
O61ue TpeboBaHUS U IPAaBHUJIa COCTABIICHMUS;

= ['OCT P 7.0.12-2011 bubnunorpadudeckas 3anucb. CokpalieHue cjioB U CIOBOCO-

16


http://www.top-personal.ru/
http://www.sekretarskoe-delo.ru/
http://www.sekretariat.ru/forum/forum1/topic781/messages
http://www.profiz.ru/sr/
http://www.kadrovik.ru/
http://www.funnycong.ru/
http://www.delo-press.ru/
http://www.top-personal.ru/
http://archives.rumethodics/instr%E2%80%93office%E2%80%93works.html

YeTaHUH Ha pycCKoM si3bike. OO1me TpeOoBaHMs U IPAaBUIIA;
= ['OCT 7.80-2000 bubmmorpadudeckas 3amuch. 3aroiaoBok. O0mue TpeOboBaHus U
MpaBUiIa COCTABJICHUSI.

B xone moarotoBku KypcoBoil paboThl KapTouku ¢ OuOnuorpaduyecKuMu OIuca-
HUSIMH MOTYT OBITh CTPYNIIMPOBAHbI CHayaja B ajdaBUTE aBTOPOB U 3arjiaBUH, 3aTeM — IO
rnaBaM. LlenecooOpa3Ho Ha KapToukax padouell KapTOTEKU MPOCTABIATH UYL KHUT (3TO
o0JIeruuT B JAbHEHIIEM 3aKa3 U3aHus B OMONIHNOTEKE), a TaKXkKe JAPYrue padoune MOMETKH.
OxoHuaTenbHbINA OTOOP OMyOIMKOBAaHHBIX UCTOYHUKOB U AJIEKTPOHHBIX PECYPCOB UIS BKIIIO-
YEeHHUS B CIIMCOK HMCIIOJIB30BAaHHON JTUTEPATyphl OOBIYHO MPOBOIUTCS MOCIE HAMUCAHUS TEK-
CTa KypcoBOH paOOTHI.

H3yuenue numepamypeol. V13ydeHnne BISBICHHBIX MyOIUKAUN IIEIECO00pa3HO HAYU-
HaTh C M3JIAHUN MOCIEIHUX JIET, OCBEIIAIOIUX MPOOIeMy B LEIOM. ITO MOMOXKET YBUIETh
U3y4aeMyl0 TeMy BO BCeil ee IIyOMHE W MHOTOAcCIeKTHOCTH, OLEHUTH Pa3pabOTaHHOCTH
TEMBI B ClIeLMAIbHON JIUTEpaType, a B JaJIbHEHIIIEM — ONpPeAeNIuTh CTPYKTYPY KypCOBOH pa-
00Tbl. B X071 M3yueHus auTepaTyphl KOHCIIEKTHI U pabovne 3alucy CIeAyeT JenaTh TaKuM
00pa3oM, 4yTOOBI B JJATbHEHIIIEM JIETKO MOXHO OBLJIO TOUHO M IPaMOTHO O(GOPMHUTH CCBHUIKY
Ha Ty WIHA UHYIO [IUTATY.

Ymounenue cmpykmyput Kypcoeoii pabomeir. CoctaBlieHHBIH NpeaBapUTEIbHO pabdo-
YMii IJIaH HA JAHHOM JTare YTOYHSAETCS M JIETAIM3UPYETCS B COOTBETCTBHU C MMEIOIIUMCS
MaTepuaioM. Y TOYHEHHbIH BapUaHT pabouero IuiaHa JOJKeH ObITh COTJIACOBAH C HAYYHBIM
pykoBoauTeneM. bonee moapoOHO O CTPYKTYPHBIX 3JIEMEHTaX KypCOBOH pabOThl — CM. TII.
5.2.

Hanucanue mexcma Kypcogoii padomut. Kypcoasi paboTa J0JKHA TPOJEMOHCTPHPO-
BaTh, UTO CTYJEHT HE TOJIbKO OBJIAJICJ HABBIKOM BBISIBJICHHS JIUTEPATyphl 10 TeME, CyMel
U3yYUTh MyOIMKalUU, HO U YMEET JIOTMYECKH MU3JIOKHUTh UX OCHOBHOE COJIEp)KaHHE U CaMo-
CTOATEIBbHO O0OOUINTh, MHTEPIPETUPOBATh Marepuan. Hamuuue chopmynupoBaHHOI co0-
CTBEHHOM TOYKHU 3pEHUS Ha U3ydaeMylo pobiemMy He 00s3aTeIbHO, HO IPUBETCTBYETCS.

Ha ucnonp3oBaHHbIE HCTOYHUKUA HEOOXOMuUMO ccbuiaThes. CrenyeT MOMHUTH, YTO K
IIUTUPOBAHUIO HYKHO MPUOETaTh TOJIBKO TOTJa, KOTAA ACHCTBUTEIBHO HENb3s1 000MTUCH Oe3
CCBUIKM Ha MHEHHUS BEAYLIMX YYEHBIX M crenuaiucToB. L{uTaTy MOXXHO mepenarb CBOMMH
CJIOBaMH, €CIIM TIPU ATOM HE HapyIIAETCs] CMBICIOBAst TOYHOCTh IUTUPYEMOTO MTPOU3BEICHHUS.
Cchbllka Ha UCTOYHUK B 3TOM Ciyyae Toxe HeoOxoauma. [lpu n3nokeHuu AMCKYCCHOHHOTO
MaTepuaia 0cOOEHHO BaKHAa NMEPCOHU(PHUIMPOBAHHOCTH CCBHUIOK (Hampumep, «[lo mMHeHUIO
BEIIYIIETO CIelaanucTa B oomactu fokyMeHroBenenus E. A. [iemkeBuya, ... » (18, c. 125).
JIMCKyCCHOHHBIN MaTepHall j>KeJaTelbHO 3aBepliaTb COOCTBEHHBIMH BBIBOJIAMH, ONpeiaese-
HUEM JINYHOW MO3UIMH 110 TOMY UM HHOMY BOIIPOCY.

bubnuorpaduyeckue CChUIKU 00a3amenbHo clieqyeT opopMISITh B BUJIE OTCBHUIOK K
«CnHcKy MCTONb30BaHHOU JUTEpaTyphl». B TekcTe B ckoOKax B KOHIE ITUTATHI WM €€ H3-
JIOKEHUS TPUBOMAT CleAyromue nudpel: mepBas OTChUIAET K HOMEpY OubOIMorpaduaeckoi
3anucu B «CHUCKe HCIONIb30BAHHON JTUTEPATyphbD», BTOpas — K KOHKPETHOM CTpaHHULE WU
HECKOJIbKUM CTpaHHIIaM IIUTHPYEMOW paboThl — Harmp.: [4, ¢. 24-25]. Ecnu ccpuika aetcs Ha
HECKOJIbKO MyOIMKaIHi, TO MUQPHI pa3aessatoTcs TOYKOH ¢ 3amsaTour — Hamp.: [8, ¢. 31; 23, c.
5]. B cinywasix, Korjaa B TEKCTE€ YIOMUHAETCS HECKOJIBKO pabOT OJJHOTO MIJIM Pa3HbIX aBTOPOB
(HampuMep, PH XapaKTEPUCTUKE CTETIICHH M3YYCHHOCTH / pa3paOOTaHHOCTH TEMBI), B CKOO-
Kax MEePeUrCIISIIOTCS Yepe3 TOUKY C 3alsTOl TOJIBKO HOMepa Oubauorpauyeckux 3ammcei —
Hanp.: [3; 12; 22; 32-34].

Peoakmuposanue mekcma Kypcogoiut padomesl. Jlo miepenadu KypcoBOil paboOThI Ha
MIPOBEPKY HAyYHOMY PYKOBOAMTENIO, CTYACHTY CJEAyeT TUIATEIbHO BHIUUTATh U OTPEHAKTH-
poBaTh ee camocToATeNbHO. HeoOXoaumo mepeuuTarh Bech TEKCT, IPOBEPUTH €r0 C TOUKH
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3peHHs CTWJISI, YOSIUTENbHOCTH U TOYHOCTU NMPHUBOJMMBIX J0KA3aTENbCTB, JOTUYHOCTH H3-
JIO’KEHUSI MaTepuasa, Halu4us B paboTe BHIBOJOB IO IjaBaM, IPAaBHIBHOCTH O(OPMIICHUS
CCBUIOK U COOTBETCTBHS OMOIMOrpaduueckoro onucaHusi JOKyMeHTOB B « CITUCKE MCTIONB30-
BaHHOU JUTEpaTypbl» yKa3zaHHbIM Bbilie 'OCTam.

Odgpopmnenue Kypcosoii pabomet. O TpeOOBaHUAX K OPOPMIICHHIO KypPCOBOM pabOTHI
— CM. COOTBETCTBYIOUIMI pa3nen «MeToAnUecKUX yKazaHuil».

5.2. CTtpykTypa KypcoBoii padboThbl

CrpykTypa KypcoBOW pabOThl BKJIFOUACT: BBEICHUE, OCHOBHYIO YacCTh, 3aKIIOYCHUE,
CIIMCOK HCIIOJIb30BAaHHOM JTUTEPaTypbl, MPUIOKEHHUS (B ClIydae HEOOXOIUMOCTH).
BBeenne 10JDKHO COJICPKATh CIICITYFOIIUE SJIEMEHTHI:
® GKMYANbHOCMb (3HAYUMOCTb) membl. ABTOPCKas OLEHKA HAYYHOH, MPaKTHYECKOM,
METOAMYECKON 3HAYMMOCTH, EJIECO00Pa3HOCTH pa3palOTKU 3asBJICHHOW TEeMbI, Ipodiema-
TUKH, UCXOS U3 COBPEMEHHBIX TEHICHIINH Pa3BUTHS JOKYMEHTOBEICHU.
® 06wexm u npeomem uccredosanus’. OOBEKT — TO MPOLECC, SBJIEHUE, TOPOKIAIOIIHE
pOOJIEMHYIO CHTYAIHIO U U30paHHbIE ISl H3YYEHUs (TO €CTh, 0OBEKT — 3TO TO, YTO M3y4aeT-
cs1). [Ipeamer — 3T0 TO, UTO HAXOAUTCS B TPaHUIAX 00BEKTa (TO €CTh, MPEIMET — TO TO, B
KaKOM acIeKTe, KakuM o0pa3oM u3ydaeTcsi n30panHbiii 00bekT). Hanmpumep, 00beKT uccie-
JIOBaHMsSI — IOKYMCHTHPOBAHHE, a MPEAMET — 3apOKJICHUE U PA3BUTHE OCHOBHBIX CIIOCOOOB
JIOKYMEHTHPOBaHHUSI.
® yenv u 3a0auu uccredosanus. Dopmyn3apokIeHHE UPOBKA LIEIH UCCIICIOBAHUS COOT-
BETCTBYET 3arjlaBUI0 KypCOBOW pabOTHI C O0OABICHHUEM MapKEepOB «aHAJM3», «OIHCAaHHUEY,
«XapakTepucTukay. Llenb KOHKpeTH3upyeTcss B 3a/Jayax UCCIEIOBAHHS, NMEPEUYEHb KOTOPHIX
OTpaXkaeT CTPYKTYPY KypcoBOW paboThl. 3ariaBus riaB, naparpadoB U COCTaBISAIOT Gopmy-
JTUPOBKH 3a/1a4 UCCIICTOBAHUSI.
® cmenenb uzyueHHocmu / paspabomanHocmu memol. AHAIU3 Pa3INYHBIX MOJXOJ0B K
W3yYCHHIO JJAHHOHM TEMBI C YKa3aHUEM HAyYHBIX IIKOJI, aBTOPCKUX KOJUICKTHBOB, OTIEIBHBIX
aBTOPOB CO CCHUIKAMH Ha MyOJIMKAIMH, BKIFOUCHHBIMH B CITUCOK MCIIOJIB30BAHHOM JIUTEPATY -
pbl. Jlornka aHamM3a UCTOYHUKOB: OT 0000IIaroIuX padoT, MOCBSIICHHBIX 3asBICHHON TeMe,
— K myOJIMKaIuUsaM, OCBEIIAOIINM OTICIbHBIC aCTICKThI, ()ParMEHThI TPOOIIEMBI.
Hanpumep, «...Bormpocsl coctaBieHus u oopMieHUs JOKyMEHTOB, B TOM
YHUCJIe COBPEMEHHbIC HOPMAaTHUBHBIE TpeOOBaHUS K O(POPMIICHHIO OpTraHU3aIlM-
OHHO-PACIIOPSATUTEILHON JOKYMEHTAIMH, TIOJAPOOHO MpOaHAIM3UPOBAHbI OTEYE-
CTBCHHBIMHM HCCIIeIoBaTesIMU. Pernamenranuio oQOpPMIICHUS OpraHHU3allk-
OHHO-PACTIOPSAIUTEIIbHON JOKYMEHTAllMM B 1I€JIOM M OTACIbHBIX BHJIOB
JOKYMEHTOB B CBOUX pabOTax paccMOTpeNnH Takue aBTOphl, Kak T. A. brikoBa
[8], JI. A. loponuna [11], B. ®. AukoBas [33] u apyrue».

® Xxapaxkmepucmuxa cmpykmypusl pabomul. KpaTkoe omnucaHnue HaroJHeHHUs, Tpoliema-
TUKU Pa3IMYHbIX Pa3/IeIOB TEKCTa: Ka)KJI0M Ii1aBbl (C yKa3aHWEM UX Ha3BaHUM), 3aKITIOYCHMUS,
CIHCKA JINTepaTyphl (C yKazaHHEM KOJUYecTBa OMOIMOrpapuuecKux 3ammucei), MpuiIosKeHUH
(c yKkazaHueM ux oOIero KoJIM4YecTBa, Xxapakrepa U popmbl).
XoTs BBEJICHHE OTKPBIBAET paboTy, MUCATh €ro CIEAYyeT MOCIe 3aBEpIIeHNs Hamuca-
HUA OCHOBHOI'O TCKCTA, IOTOMY 4YTO MMCHHO K 3TOMY BPEMCHHU aBTOPY OOBIYHO CTAaHOBHUTCS
SICHO, YTO UMEHHO OH XOTEJ CKa3aThb.
OcHoBHast 4yacTth. KypcoBas pabGora moapasnmenseTcs Ha JIOTHYECKH CBSI3aHHBIC

2 Cyposresa, H. I'. O0beKT 1 mpeaMer TOKYMEHTOBEACHUS: UCTOPHOTPpa(Ust OmpeaeeHHs
(1960-2000-¢ rr.) / H. I'. CyposnieBa // OteuectBennble apxuBbl. — 2015. — Ne 5. — C. 9-16.

18



MEXIy co00i pasnenbl (00BIYHO MMEHYEMbIe «IJIaBaMm» U «maparpadamm»). Kaxnas rnasa
OCBEILIaeT CaMOCTOSITENIbHBIM BOMPOC MOCTAaBIECHHOW MpoOJeMbl, a maparpad — OTAEIbHYIO
yacTh Borpoca. [Ipu 3Trom popMynnpoBka uX Ha3BaHUS HE MOXKET HOBTOPSATH OOILYIO TeMy
pabotsl. Ilepedenp U mocienoBaTenbHOCTh IJaB (maparpadoB) AOMKHAa COOTBETCTBOBATh
JIOTUKE PACKPBITHS TEMBI («OT OOIIETO — K YACTHOMY» ).

KomuuecTBo rnaB, naparpadoB onpeaensercs o coriacoBaHUIO C HAYYHBIM PYKOBOIU-
teneM. [Ipu 3ToM yuuThIBaroTCs crienupuka uydaemoil npobiembl, o0beM marepuana. He
UCKJIIOYEHO, YTO KOJIMYECTBO MaparpadoB B pa3HbIX INIaBAX MOXKET OBITh Pa3IUYHBIM (HO HE
MEHEe JABYX); Pa3IUYHBIM MOXET OBITh U 00BEM CTPYKTYPHBIX pPaz[esioB, OJHAKO CIETyeT
CTPEMUTHCS K UX PAaBHO3HAYHOCTH.

W3narate Matepuan HE0OXOJUMO apryMEHTHPOBAHO, CTUINCTUYECKH TPAMOTHO, YETKO,
C)KaTo, MPOCTHIM U SICHBIM $I3bIKOM. Bech coOpaHHBIM IMIHPUYECKUI MaTepuall CleqyeT
0000IINTh, HHAYE MBICIIN U PACCYKJICHHS aBTOpa MOTYT IMOTOHYTh B 00MIUH (akTorpapuye-
ckoro mMatepuaina. Ocoboe BHUMaHHE ClieyeT 0OpaTUTh Ha HAIM4Yue BbIBOJIOB. Kaxkayro ria-
BY CJIEZly€T 3aBEpIIaTh BHIBOJAMHU, KOTOPBIE BBITEKAIOT U3 TEKCTAa U SBIIAIOTCS MEPEXOAOM K
U3JIOKEHUIO MaTepualla B CIEOYyIOIIeM paslieie KypcoBoil paboTel. DTo obecreuuBaet
€IMHCTBO BCeH pabOThI ¥ MPEEMCTBEHHOCTh €€ CTPYKTYPHBIX YaCTei.

3aki04eHHe MOJBOAUT UTOT paboThl. B Hero BkiIO4arOTCs Haubojee Ba)KHBIE BbI-
BOJIbI B COOTBETCTBUU C IOCTABJIEHHBIMU 3a/adyaMu. B 3axitoueHuu MoryT ObITh HaMEUEHBI
MEPCIIEKTUBBI JajbHEHIIEero M3yueHus, HaydHOl pa3paboTKu HCCIEIOBAaHHOM B KypCOBOM
paboTe mpoOIEMBI.

Cnmcox HMCHOJIb30BAHHON JIMTEPATYPhl SBISETCS 00S3aTENIbHBIM 3JEMEHTOM Kyp-
coBOil paboThl. bubnmorpaduueckue omucaHus pacloNaraloTCs B ai@asumuom nopsoke
asmopo8 u 3aznasuil U COCTaBIISIIOT B coOTBeTCTBUU ¢ AeicTByrommumMu ['OCTamu: 'OCT
7.1-2003 bubnmorpaduyeckas 3anuck. bubnmorpadpuueckoe onucanune. Odmue TpedoBaHums
u mpaBuia cocrapienus; [OCT P 7.0.12-2011 buGnumorpaduyeckas 3anuch. CokparieHue
CIIOB W CJIOBOCOYETAHMI Ha pycckoM si3bike. OOmme tpeboBanus u npasmina; [OCT 7.80—
2000 bubnuorpaduyeckas 3anuch. 3aroyioBok. O0Iue TpeOOBaHUA U MTPaBUJIa COCTABJICHHS.

CrucoK UCTIOJIb30BaHHOM JIUTEPATyphl B KYpCOBOW paboTe JOIDKEH COCTAaBIATH HE Me-
Hee 20-25 HauMEeHOBAaHMI.

Ipuioxkenns BKIIOYAIOT B ce0sl MaTepuabl, JOMOJHIIOMNE TEKCT KYPCOBOM pabOThI
(Tabmuupl, wWoUlIOCTpauuu U Ap.) lIpuioxeHHs HYXHO COOTBETCTBYIOUIMM 00pa3oM
oopMuTh: KaXAbIii MaTepuan JOJDKEH MMeTh 3aryaBue. [lpuioxkeHus HEOOXOIMMO Ipo-
HYMEpOBaTh U 030TJIaBUTh, CCBUIKH B TEKCTE CJIEYET CAeNaTh K ’TUM HOMEPaM.

5.3. Odopmiienne KypcoBoii padoThI

KypcoBast paborta mopkHa OBITH pacriedyaraHa (oTredaTaHa) Ha MPUHTEPE MIPUPTOM
rapautypsl «Times New Romany, kernb 14 nim 12 gepes 1,5 unreppana. Paboty newaraior
Ha OJTHOM CTOPOHE CTaHAapTHOro JucTa Oymaru ¢popmarta A4 ¢ coOoaeHreM MoJIei: IeBoe —
30 mMm, mpaBoe, BepxHee U HIbKHee — 20 MM., aBTOMaTHYECKU BBIPABHHUBASI TEKCT 10 MIUPHHE
(T. 0. UTOOBI HM TIPaBO€, HH JIeBOE M0JIe He ObLJIN «PBAHBIMH).

['maBbI meyaTaroTcsi ¢ Hayajla HOBOW CTPAaHMIIBL, a aparpadsl — B MPOJIOJDKCHUN TEK-
cTa npeabayuiero naparpada. Hazanus riaB nevyararorcs 1o HEHTPY MPONUCHBIMU OyKBaMuU
MOJTY)KUPHBIM MIPpU(TOM, Ha3BaHUsI maparpad)oB — CTPOUYHBIME OyKBAMHU TOXKE MOTYKUPHBIM
mpudrom. Touka rociie Ha3BaHUM TJ1aB U naparpadoB HE CTaBUTCA.

OO0beM KypcoBo pabOThI HE JOJDKEH MpeBbIaTh 25-30 CTpaHUI] MEYaTHOTO TEKCTa
0e3 crucka HCIOIb30BAaHHON JIMTEPATypbl U MpUIOKeHUH. BrimonHeHHas pabdora J0JDKHA
OBITh CKpEeIJICHa CKOPOCIIMBATEIIEM WM NIepeIUIeTeHA.

KypcoBas paborta oTkpbIBaeTcsi TUTYJIbHBIM JUCTOM (cM. [Ipunoxxenue 3). Benen 3a
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TUTYJIBHBIM JINCTOM CJIEIyeT NMOMECTUThH orJiasjenue (cM. [Ipunoxenue 4). IlopsiakoBbie
HOMEpa CTPaHUIl YKa3bIBAIOTCS BHHU3Y CTPAHMIIBI C BbIpaBHHBAHHUEM OT IeHTpa. Ha Tutynb-
HOM JIMCTE HOMEpP CTpaHMIIbl HE CTaBUTCA. «BBeneHue, Kaxkaas IiaBa, 3aK/II0OUEHHUE, CIIUCOK
UCIIOJIb30BAHHOM JTUTEPATyphl U MPUIIOKEHUS BCEr/la HAUMHAIOTCSA C HOBOW CTPaHUIIBI.

B TekcTe KypcoBoi pabOThl HE JOIHKHO OBITH COKPAILICHHIA.

6. IEPEYEHb UH®OPMAILIMOHHBIX TEB(HO.JIOFPIFI, HUCIIOJIB3YEMBIX [TPHU
MHNOAT'OTOBKE U 3AIIUTE KYPCOBOMU PABOTDI, BKIIIOYAS IEPEYEHD
INPOI'PAMMHOI'O OBECHHEYEHUSA 1 THOOPMAILIMOHHBIX CITPABOYHBIX
CUCTEM

HNupopmannoHHble TEXHOJIOTHHA — 3TO COBOKYITHOCTh METOJIOB, CITOCOOOB, IMTPHEMOB
U CpecTB 00pabOTKH JOKYMEHTHPOBAHHOM MH(OPMAIINH, BKIIOYas MPUKIATHbBIE POTPaMM-
HBIE CPEJICTBA, U PETJIAMEHTUPOBAHHBIN MOPSAAOK UX IPUMEHEHHS.
[Ipu moaroTOBKE M 3alIMTE KYPCOBOM pabOThI HCIIONB3YIOTCS Clenyromue nudopma-
IIUOHHBIC TCXHOJIOTHUH:
— IeMOHCTpaIus rpadpudeckux 00beKTOB, BUACO-, ayAMOMATEPUaIOB;
—  OpraHM3aiys B3auMOACHCTBUS C 00yUYaIOIUMUCS MOCPEACTBOM IJIEKTPOHHOM MO-
YThI;
— o¢ucusle nporpammsl: MS Windows 7, Microsoft Office 2007;
— mporpammsl 1151 paboTel B MHTepHET: Google Chrome, Internet Explorer;
— nH(OpMAIOHHBIE CTIPAaBOYHbIE CUCTEMBI: ['apaHT,
— PyKOHTEKCT: IONUCK TEKCTOBBIX 3aMMCTBOBAaHUM.

7. OMUCAHUE MATEPUAJIBHO-TEXHUYECKOM BA3bI, HEOBXOJIUMOM JIJIs
HOATrOTOBKHU U 3AIIIUTHI KYPCOBOM PABOTBI

JIy1st TIOATOTOBKM KypPCOBOM PaOOTHI MCTIONB3YIOTCSA ayIUTOPHH ISl CAMOCTOSITENb-
HOM paboThI, OCHAIIEHHBIC KOMITBIOTEPHOU TEXHUKOW ¢ BO3MOXHOCTBIO MOAKITIOYEHHUS K CETH
"UnTepHet" u o0ecredeHHbIe TOCTYTIOM B DJIEKTPOHHYIO HH()OPMAIMOHHO-00pa30BaTEIHHYIO
Cpelly OopraHu3anuu. 3anmTa KypcoBOi pabOThl OCYIIECTBISETCS B YUEOHBIX ayAUTOPUSIX JJIS
IIPOBEACHUS IPOMEKYTOUYHOTO KOHTPOJISL COTJIACHO PACTIMCAHUIO.
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INPUJIOKEHHUE 1

HIABJIOH JINCTA «YTBEPKIAEHUE TEM KYPCOBBIX PABOT»

YTBep:kaeHue TeM KypcOBBIX padoT
N0 TUCIHUILTHHE «[lOKyMeHTOBeIeHUEe»
CTY/IEHTOB OYHOI0 (3204YHOTI0) OT/AeJIeHUsI
rpynnsi Ne 812,
00y4YaKIIMXCS M0 HANPABJIEHUIO MOAT0TOBKHU
46.03.02 /loxymeHTOBeIeHUE M apXMBOBeIeHUeE,
kBauuKanus — 0aKajasp
Ha 20...-20... y4. rog

[JaTa yTBepkIeHuUsl TeM Ha 3aceJaHuu Kadeapbl JOKYMEHTOBEIECHUS U U3JIaTENIbCKOrO Jieia
IPOTOKOJ Ne OT «_» 201 r.
Cpok craunt KypcoBoi paboThI —

. 1017 (0] ®UO
Ne n/m Tema kypcoBoii padoTsI
CTY/IEHTA PYKOBOAMTEJIS
1
2
3
4
5
6
7
3aBenyroumii kadenpoii
JIOKYMEHTOBEJICHHS Y U31ATEIBCKOTO JIejIa H. O. Anekcanapoa
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HPUJIOKEHHUE 2
IIABJIOH ITPOTOKOJIA 3ACEJAHUSI KOMUCCHM 110 3AIIATE KYPCOBOI PA-
BOTHBI
MUHHUCTEPCTBO KYJbTYPbl POCCUMCKOM ®EJEPAIINN
denepanbHOE rocy1apcTBEHHOE OI0/PKETHOE 00pa30oBaTeIbHOE YUPEKICHHE
BbICILIET0 00pa30oBaHUs
«Yeas1OMHCKHUI roCyJapCTBEHHbI HHCTUTYT KYJIbTYPbI»

daky/JbTeT JOKYMEHTAJIbHbIX KOMMYHHUKAIUH U TYpU3Ma
Kadenpa ncropun, My3e0J10ru 1 J0OKYMEHTOBeICHUSI

IIPOTOKOJI
« » T. Ne

3aceaHusl KOMHCCHU TIO 3alllUTe KypCcOBOW padoThI
10 TUCLUIUINHE «/oKyMeHTOBEACHUE»
CTYJEHTOB O4HOM (3a04HOM) popMbl, Tp. Ne 812, oOydaromuxcs
10 HanpaByeHUIO NOAroToBKU 46.03.02 JlokyMeHTOBEIEHNE U apXHUBOBEICHHE
IporpaMma MoJIrOTOBKHU: aKaJeMUYeCcKHil OakagaBpuar
KBaJMpUKaus — 6akaiaBp

IIpeacenarenb KOMUCCHU — (UHUYUATLL U amunus)
Cexperapsb — (uHuyuanvl u ghamunus,)
IlpucyrcrBoBamm: (unHuyuansl u pamunus);
(unuyuanst u pamunus),
(unuyuanvl u pamunus) — 9ICHBI KOMUCCHH.

IloBecTka AHA:
1. 3ammra KypcoBbIX padoT.

1. CJIYIIAJIMI:

®Gammnus U. O. (I0KHOCTB) — MPOBOIUTCS 3alIUTa KYPCOBBIX pa0OT MO AUCHIUTUIIHHE
«Ha3Banue» ctyneHToB rp. Ne 812

3a/iaHHBIe BOTPOCHI, PE3YIbTAThI 3aIUTHI U CIIUCOK KYPCOBBIX PAOOT pEKOMEHIOBaH-
HBIX K YYaCTHIO B KOHKYPCC CTYACHUCCKHX HAaY4YHBIX pa60T OTpaXXCHbI B IPUIOKCHHUU K
MIPOTOKOIMY.

[Ipeacenarens koMuccuu (noonucs) H. O. ®amunus

Cekperapb (noonucs) N. O. Gamunus
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IIpunoxenue

K IIPOTOKOJTY 3aIIUTHI KypCOBBIX padboT

Ne XX ot ma.mm.20.. 1.

Ne i/ (5[0 Tema kypcoBoii padoTsI (5[0 Bonpocsr Ounenka
CTYJeHTa PYKOBOAUTEJISI
1
2
3
4
5
6
7

Ha xoHKypc cTyIeHUeCKMX HayYHBIX pabOT PEKOMEHI0BaTh CIEAYIOLINE KypCOBbIE Pa0OTHI:

1. @O HasBanue kypcoBoit padotsl (PHO pykoBoauTens).
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HNPUJIOKEHHUE 3
INABJIOH O®OPMJIEHUSA TUTYJIBbHOI'O JINCTA

DOEIEPAJILHOE T'OCYJIAPCTBEHHOE BIO/DKETHOE OBPA3OBATEJILHOE YUPEX/IEHUE
BBICHIEI'O OBPA3OBAHUA
«YUEJIABUHCKHI T'OCYJIAPCTBEHHBII NTHCTUTYT KYJIbTYPbD»

DaKyJabTeT J0KYMEHTAJIbHbIX KOMMYHMKALUI U TYpU3Ma

Kadeapa ucropun, My3e0/10ruu 1 10KyMEeHTOBeIeHU S

KYPCOBASA PABOTA
10 JUCHMILVINHE «lOKyMEeHTOBeACHHE»

HA3BAHUE KYPCOBOM PABOThHI

BbInoJHMII CTYIeHT:

TPYIIITBI Kypca,
OYHOU (32049HOM) (HhOpPMBI 00YUEHUS

(®.1.0. cryznenta (TOIHOCTBIO)

Hay4Hblii pyKoBOAUTE/Ib:

(®J.0)

(yd4eHasl CTETICHB, 3BaHHE)

JlaTta cmaum —

ITpoLeHT OpUrnHaNBHOCTH TEKCTA —
[Toanuce cTyneHTa —

ITonnuce pykoBoauTENs —
[Tonmnucek 3aB. kadenpoit —

KypcoBas padora 3ammuieHa

« » 20 .
Ouenka

IIpen. komuccnu

(®.1.0.) (moanuck)

Yeasaounck 20
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MNPUJIOKEHUE 4

IMABJOH O®OPMJIEHHU S OTJIABJIEHHS KYPCOBOM PABOThHI

Baenenne
I'nasa 1. Ha3Banue

1.1. Ha3Banue

1.2. Ha3panme

1.3. Ha3Banue
I'nasa 2. Ha3Banue

2.1. Ha3Banwne

2.2. Ha3Banue

2.3. Ha3Banue
3akiroueHmue
CHOHCOK HCTIONB30BAHHOM TUTEPATYPBI
[Ipunoxxenne 1. Hazpanue
[Ipunosxxenue 2. Hazpanue

OraasJjenue
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HPUJIOKEHHUE 5
IMTABJIOH OT3bIBA PYKOBOJIUTEJIAA HA KYPCOBYIO PABOTY

OEJIEPAJIBHOE TOCYJAPCTBEHHOE BIOJI)KETHOE OBPA30BATEJIb-
p A 7 HOE YYPEXJIEHUE BBICHIEI'O OBPA30OBAHUA «YUEJIS-
e BUHCKUI TOCYJIAPCTBEHHBIN THCTUTYT KYJIHTYPEI»
OT3BIB PpyKOBOAUTEJISA HA KYPCOBYIO padoTy
®.1.0. cryaeHTa —
®opma 00yueHust — ouHas (3aounasi) ['pyrma Ne
Tema KypcoBoii pabOTHI:
®.1.0. pykoBoguTes —
Jata cnaun paboThl —
JlaTa 3anuThl —
1. AKTyanbHOCTh TEMBI
— 000CHOBaHA C yU4ETOM Pa3BUTHUS HAYKHU U (WJIN) IPAKTHKH.
— 1ipu 000OCHOBAHUHU YUTEHBI HE BCE ACTIEKTHI.
— yKa3aTh JIPyTUe BapUAHTHI.
2. lens u 3agauun
— peayin30BaHbI B IIOJIHOM 00BEME.
— peayin30BaHbI HE B MIOJTHOM 00BbeMe (4aCTHYHO).
— HE peajn30BaHbl.
3. CtpykTypa paboThl
— COOTBETCTBYET TPEOOBAHMSIM METOAMUECKUX YKA3aHHM.
— 4aCTUYHO COOTBETCTBYET TPEOOBAHUSIM METOAMYECKUX YKa3aHUI.
— HE COOTBETCTBYET TPEOOBAHUSIM METOUICCKIX YKa3aHUH.
4. KauecTBO pacKphITUSI TEMBI
— TeMa pacKpbITa.
— TeMa pacKpbITa He B IMOJIHOM Mepe.
— TeMa HE PaCKphITa.
5. MadopmanmonHas KyabTypa
— KOPPEKTHOE IUTUPOBAHUE OMYOJMKOBAHHBIX JOKYMEHTOB M JJIEKTPOHHBIX PECypCOB KOp-
pekTHOe, OhopMIIEHUE CITUCKA MCTIOIb30BAaHHON JIUTEPATYPHI CAENIAHO C YUeTOM TpeOoBaHUI
I'OCT 7.1-2003 bubmuorpaduyeckass 3ammch. bubnuorpapuueckoe omucanue. OOmme
TpeOOBaHUS U MpaBUila COCTABICHUS.
— IpyTHe BapUAHTHI
6. OopmieHue KypcoBor padOThI
— C YUYC€TOM BCEX Tpe60BaHHI71, H3JIOKCHHBIX B METOANYCCKUX YKAa3aHUAX.
— UMCCT OTACIIBbHBIC HCJOCTATKH.
— UMECT CYIIECTBCHHBIC HEJOCTATKU.
7. Pe3ynbTarhl MpOBEpKH KYPCOBOM pabOTHI HA 00bEM 3aUMCTBOBAHHIA.
% OpUTMHAJIBLHOCTH (TMIpU HOPMATHBE, YTBEPKICHHOM Ha Kadeape — 60%),
% HEKOPPEKTHOTO 3aMMCTBOBAHUS,
8. PexoMenmanuu
— KypcoBasi paboTa JIoIycKaeTcs K 3aiure 06e3 BOIpOoCoB.
— KypcoBasi paboTa JOIyCKaeTCs K 3alIUTe C BOMPOCAMH.
— KypcoBasi paboTa JOMYyCKaeTcsl K 3allUTe IOCJie WCIPAaBICHUS YyKa3aHHBIX HEIOYETOB C
BOIIpOCaMm;
— KypcoBasi paboTe He J0IMyCKaeTCs K 3aluTe.
Bonpocel, BBIHOCHMBIE Ha 3alIUTY:

PykoBoguTens H. O. ®amnnus

26



HNPUJIOKEHHUE 6
CIIUCOK NEPHOIUYECKHUX U3JAHUN B OBJIACTH JOKYMEHTOBEJIEHU A
N APXUBOBEJEHUA

. BecTHuk apxuBuCTa: NEPUOJUYHOCTD: U31. 4 pa3a B IoJ;
. Bectauk PITY. Cepus «Jlokymenranuctuka. JJokymentoBenenue. ApxuBoBeie-

N —

HHEY,

(98]

. JlenonpousBoacteo: u3z. 4 pasa B roj;
Kanpogast ciyx0a 1 ynpaBjieHUE TIEPCOHAIIOM TPEATIPHUSITUS: SKEMECTIHBIN XKyp-

o

HaJ;

5. KaznpoBuk: exxeMecsiuHbli KypHAI;

6. KagpoBoe eno: exxeMecsYHbIi MPaKTUUECKUH KypHAT,

7. KanpoBblii MEHEIKMEHT;

8. Kanpsl npeanpusTus: exXeMecsSuHbli KypHa;

9. OteuecTBEHHbIEC apXUBBL: U31. 6 pa3 B rOJI;

10. CekperapuaT B BONpPOCax W OTBETAX: : E€XKEMECSYHBIM MpodecCHOHaTbHBIN
KypHalL,

11. Cekperapckoe JeNo: eXKeMeCSIHbIH MPo(hecCHOHABHBIN KypHAT,

12.  CoBpeMeHHbIE TEXHOJOTUH JEIONPOU3BOJICTBA U JOKYMEHTOOOOPOTA: exXeMe-
CS'YHBIN NTPAKTUYECKUH JKypHAI,

13. CropaBOYHHMK KaJpOBHMKA: €XKEMECSUHBIA >KypHal PYKOBOJIMUTENS KagpOBOMU
CI1yKOBlI;

14. CopaBouHUK cekpeTaps M OQHUC-MEHEIKepa: €KEeMECAYHBbIH MPaKTHYECKUn
JKypHAI;

15. VYmnpapneHue nepcoHasioM: u3J. 2 pa3a B MECHL.
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JUCT UBMEHEHUI B METOJJUYECKHUE YKA3AHMS 110 KYPCOBOI PABOTE

B wmeronuueckne ykazaHus MO KypcoBOM paboTe 1o y4uyeOHOW JMCIHUILUIMHE
«/loxymeHnroBenenue» HamnpasieHus 46.03.02 JlokyMEHTOBEJEHUE U apXUBOBEIECHUE BHECE-
HBI CJIEIYIONINE U3MEHEHUS U JOOJIHEHUS:

PexBu3uThI
YueOublid NMPOTOKOJIA Homep paznena, noa- Conep:xxaHue u3MeHeHHUH U J10-
roj YueHoro coBe- pa3jiena MOJIHEH U
Ta
2024/25 npoToKoa  Ne be3 uzmenenuit
11 oT
27.05.2024
2025/26 [Ipotokon Ne8 | 3. TEPEYEHB TMEYATHBIX W
oT 26.05.2025 | PJAEKTPOHHBIX OOHoBJIEHHE W  JIONOJHEHHE
OBPA3OBATEJIBHBIX W | cricka pexoMeH IyeMoii iuTepa-
MHDOPMAIHONHBIX Typbl HOBOWM yueOHOUM, METOAH
PECYPCOB  HEOBXOIMMBbIX | Y PPI [ yHCOHOM, o
JUISl IOArOTOBKH KYPCOBOii | 1€CKOM H HAYyTHOH JIMTCPATYypPOH
PABOTBI
2026/27 [Tpotokom  Ne be3 nzmenenuit

10 oT
25.05.2026
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YyebOHoe u3anue

ABTOpP-COCTaBUTETH
Haranea OneroBHa Ajiekcanaposa

JOKYMEHTOBEJEHHUE
MeToanueckue yKazaHus 10 NMOATOTOBKe KYPCOBOii padoThbl

nporpamMmma 0akajaBpuara
«/lokymeHTalIHOHHOE O0ecTieYeHre YIIPABJIEHHD ¢ IPUMEHEeHHeM
HCKJIIOYHNTEIbHO IUCTAHIIMOHHBIX
00pa3oBaTeIbHBIX TEXHOJIOTHH
10 HANIPABJIEHUIO NOATOTOBKH
46.03.02 /loxymeHTOBeIeHHE U apXUBOBE/ICHUE
KBaJIM(puKanus: OakajgaBp

IleuaTaercs B aBTopCKOﬁ p€aakunuunu

[lodnucaHo k neuamu
®opmam 60x84/16 O6sem 2 n. ..
3akas Tupaxc 100

YeastOMHCKUI roCy1apCTBEHHBIA HHCTUTYT KYJIBTYPBI
454091, Yensabunck, yi1. OpmKoHUKHa3e, 36-a

Otnevarano B Tunorpadpuu YI'MK.
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