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TpeboBanust 1 METOAMYECKHE YKa3aHUsI IO BBITIOJHEHHUIO W 3aIIUTE BBITYCKHOW KBanH(uKa-
IIMOHHOW PabOTHI MOATOTOBIEHBI B cooTBeTCTBUHU ¢ TpeboBaHmsMu PI'OC BO mo HampaBieHHIO
noarotoBku 46.03.02 JlokyMEHTOBEACHUE U APXUBOBEICHUE.

ABtopsbi-coctaButenn: H. O. AnekcanapoBa, KaH/l. MCT. HAYK, TONEHT Kadeapbl HCTOPUH, MY -
3eosioTur U JokymeHToBenenus; H.A. AHTunuH, ToneHT kadeapsl HICTOPHUH, MY3€0JIOTHH U JJOKYMEH -
TOBEJICHUS, KaHJl. UCT. HayK, 3aMeCTUTeNb aupekTopa ['ocynapcrBenHoro yupexaenus « OObeIMHEH -
HBII TOCYTapCTBEHHBIN apxuB UensOnHCKON 00macTuy.

TpeboBanuss M1 METOAMYCCKHE YKa3aHUsI [0 BBHITIOJHEHHUIO W 3allUTE BBITYCKHOW KBanH(UKa-
LIUMOHHOH paboThl O HAIpaBiIeHUIO MOAroToBKU 46.03.02 JlokyMeHTOBeIeHHE U apXMBOBEICHHE KaK
cocraBHass 4acts OIIOIl pekomMeHIOBaHBI Ha 3aceJaHWU coBeTa (haKylabTeTa JOKYMEHTAJIbHBIX
KOMMYHUKAaLM{ U Typu3Ma K PaCCMOTPEHHIO SKCIIEPTHOM KoMuccuei, mpotokon Ne 6 ot 22.03.2022.

Okcneptusa nposeaeHa 22.04.2022, akt Ne 2022/10Y.

TpeboBaHns 1 METOAMYECKHE YKa3aHUsI 10 BBIIOJHEHHIO U 3aIUTE BBITYCKHOW KBalH(UKa-
IIMOHHOM paboTh! Kak coctaBHas yactb OIIOII yTBepxkneHs Ha 3acelaHiH Y YE€HOTO COBETa HHCTHUTY -
ta 30.05.2022, mpotokon Ne 6 ot 30.05.2022.

Cpoxk geiicTBusl TpeOOBaHMIA M METO/. YKa3. IO BhIMONHeHUIo u 3amuTte BKP npoanen Ha 3a-
CEJIaHNM Y YEHOT0 COBETAa MHCTUTYTA Ha:

Y4eOHbIi rog Ne mpoToKo0Ja, 1aTAa YTBEep/KACHUs

2023/24 npotokoin Ne 8 ot 29.05.2023

2024/25 npotokoin Ne 11 ot 27.05.2024

2025/26 npoTtokon Ne 8 ot 26.05.2025

B92 Brimycknas kBanmuuKaIioHHas paboTa 1Mo mporpamMme OakanaBpuara «JlokymeHTa-

IUOHHOE O0eclieueHre yNpaBlieHUs» IO HampaBlieHHI0 MoArotoBku 46.03.02 okymeH-
TOBEJCHUE U apXWUBOBEICHHWE: KBaNH(UKaLuUs: OakanaBp: TpeOOBaHUS W METOJ. YKa3. IO
BBITIOJTHEHUIO 1 3amuTe/ aBT.-cocT. H. O. Anekcannposa, H.A. Aatunus ; Uens0. roc. uH-T
KynbTypbl. — Yemabunck: YI'MK, 2022. — 46 c. — (PI'OC BO Bepcus 3++). — Teker : Heno-
CpEICTBEHHBIH.

Tpebosanusa u memoouueckue ykazanus no 8vlnoaHenuto u zawume BKP exirouaiom
@oHO oyenouHvIX cpedcms; onucamue MamepuarbHO-MEeXHUYecKou 0Oasvl, nepeyeHs
UHDOPMAYUOHHBIX TMEXHONOSUL, XAPAKMEPUCTIUKY OCHOBHBIX d9manos evinonnenus BKP u
ee CmpyKmypvl U OGQOopMIeHUs, NnepeueHb PeKOMEeHOYeMOU umepamypsl U pecypcos
UHPOPMAYUOHHO-THENEKOMMYHUKAYUOHHOU cemu HHmeprem.

© YenssOuHCKUIM TOCYJapCTBEHHBIH
WHCTUTYT KyJbTYpbI, 2022
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AHHOTALU WA

Bun BeimyckHOM KBanuduKalu- | — 3aKOHYEHHAsh CaMOCTOATENbHAs pa3padoTka,

OHHOM PabOTHI HalpaB/IeHHas Ha pelIeHUe MPUKIAJHBIX Impodec-
CUOHAJIBHBIX 33Ja4

Lens OmnpeneneHne COOTBETCTBUS PE3yJIbTATOB OCBOE-

HUSL OOYYarOIIMMHUCS OCHOBHOW MPOQECCHOHANb-
HOMl 00pa3oBaTeIbHONW MPOTPAMMBI COOTBETCTBY-
0MUM  TpeOoBaHUsSIM  (elepalbHOTO  TOoCyIap-
CTBEHHOTO 00pa30BaTEIbLHOTO CTaH/IapTa BBHICIIETO
oOpa3oBaHMsI 1O HaNpPaBICHUIO IOJITOTOBKU
46.03.02 JIoKyMEHTOBEJICHHE U apXUBOBEJICHUE

[Tnanupyemsie pesyawstatel | YK-1; YK-2; VK-3; VK-4; VK-5; YVK-6; YK-7;
OCBOCHHSA VK-8; YK-9; VK-10; VK-11; OIIK-1; OIIK-2;
OIIK-3; OIIK-4; OIIK-5; IIK-1; IIK-2; I1K-3; TIK-
4; TIK-5; TIK-6; TIK-7

[ToaroroBka k mporeaype 3amu- | B 3a4€THBIX €IUHULIAX — O;

ThI U 3aIIIUTa BBITYCKHOM KBa- B aKaJeMUYecKuX yacax — 216;
JTU(PUKATTOHHON pabOThI B Henensix — 4
Pa3zpabotunku H. O. AnexkcangpoBa, KaHJ. HUCT. HAyK, AOLIEHT

Kadeapel MCTOPUH, MY3€OJIOTHH M JOKYMEHTOBE-
nenus; H. A. AHtunuH, noueHT kadeapsl MCTO-
PHH, MY3€O0JIOTUH B JJOKYMEHTOBEICHUS, KaH]I. UCT.
HayK, 3aMECTUTEb AUpeKTopa l'ocynapcTBEeHHOTO
yupexaenuss «OO0beInHEHHBIH TOCYJapCTBEHHBII
apxuB YensiOMHCKON 00macTu.




YACTb I. TPEBOBAHIWA MO BbINMNOJIHEHNIO U BALLIUTE BKP

1. ®OH/, OLEEHOYHBIX CPEACTB

1.1. IlepevyeHb KOMNeTeHIUI, KOTOPBLIMH J0JI’KHBI OBJIaleTh 00y4aloluecsi B
pe3yJibTaTe 0CBOCHHUSI OCHOBHOI NPO()ecCHOHAIBLHOM 00pa30BaTe/JbHOMH NPOrPaMMbI

Yuueepcanvnvie komnemenyuu:

— Cnoco0eH OCyIIECTBIISATh MOWCK, KPUTHUUYECKUN aHAIHU3 M CHHTE3 MH()OpPMAIUH, MIPH-
MEHSATHh CUCTEMHBIN MTOAXO/ IJIsl PEIIeHMs ocTaBlIeHHbIX 3a1a4 (YK-1);

— CnocobeH ompenenars Kpyr 3ajad B paMKax IOCTaBJICHHOW IeNH W BBIOMPATH
ONTHUMAJIbHBIE CHOCOOBI UX PEIICHUs, UCXOMAS M3 JACUCTBYIOIIMX IPABOBBIX HOPM,
umeroumxcs pecypcos u orpannuenuit (YK-2);

— CnocoOeH OCYyLIECTBIATh COLIMATbHOE B3aUMOICHCTBHUE U PEATU30BbIBATh CBOIO POJIb
B komanje (YK-3);

— CnocoOeH OoCyIIeCTBIIATh JEIOBYI0 KOMMYHHKAIIUIO B YCTHON U MUCbMEHHOU (popmax
Ha TocyAapcTBeHHOM si3bike Poccuiickoit denepanun u HHOCTpaHHOM(BIX) SI3bIKE(aX)
(YK-4);

— CnocobOeH BOCIPUHUMATH MEXKKYJIBTYpPHOE pa3zHOOOpa3we OOIIeCTBAa B COIMAIBHO-
HUCTOPUYECKOM, ITHYECKOM U puiocodckom koHTeKeTax (YK-5);

— CnocoOeH ympaBisiTh CBOMM BpEMEHEM, BBICTPAUBATh M PEAIM30BHIBATH TPACKTOPHUIO
camMoOpa3BUTHUS HA OCHOBE MPUHIIUIIOB 00pa3oBaHus B TeueHue Beel xu3uu (YK-6);

— CnocobeH mojiepXuBaTh IODKHBIH ypOBEHb (PU3WYECKOW TOJATOTOBICHHOCTH IS
obecrieueHusl MOTHOLICHHON COIMAIBHON M mpodeccuoHanbHou nestenbHocTH (YK-
7);

— CnocoOeH co3/1aBaTh U NOJJEPKUBATH B TIOBCETHEBHOM KM3HU U B MPOdeCcCHOHAb-
HOW JIeATeIHHOCTH OE30MAaCHBIC YCIOBHS KU3HENACATEILHOCTH UISI COXPAHEHUS TPH-
pPOIIHOM cpeapbl, o0ecnedeHrs yCTOWYMBOrO pa3BUTHs OOILIECTBA, B TOM YHCJE MpHU
yrpo3e ¥ BO3HUKHOBEHHUH YPE3BbIYAIHBIX CUTyalluii M BOCHHBIX KOHPIUKTOB (YK-8);

— Cnoco0OeH Hcnonb30BaTh 0a30BbIe 1e(PEKTOIOrNUECKHE 3HaHUS B COIMAIbHOM U Mpo-
deccuonanpHOl chepax (YK-9);

— CnocoOeH npuHUMaTh 00OCHOBAHHbBIE SKOHOMHUYECKHE PEIICHUsI B Pa3iIHYHbIX 00ja-
cTax xuzHeaesTenbHoctr (YK-10);

— CnocobeH (opmHupoBaTh HETEPIIMMOE OTHOILIEHHWE K KOPPYNLIHUOHHOMY MOBEACHHUIO
(VK-11).

Oowenpogeccuonanvhovle KomnemeHyuu:

— CnocoOeH mpuMeHSITh Ha 0230BOM YPOBHE 3HAHHS HCTOPUYECKUX HAYK MPH PEIICHUU
3anad B cepe cBoeli mpodeccuonansHom nestenpaocT (OIMK-1);

— CnocoOeH HaxOIWTh OPTraHU3AIMOHHO-YIIPABICHUECKUE PEICHHs MIPH PEIICHUU 3a-
nad B chepe cBoelt mpodeccuonanpHoi aestensaoctu (OIIK-2);

— CnocoOeH MpUMEHSITh TCOPETUYCCKUE 3HAHUS ISl PEIICHHs TTOCTAaBICHHBIX 3a/1a4 B
obnactu nokymeHToBeaeHus u apxuBoseneHus (OI1K-3);

— CnocoOeH MOHMMATH TPUHIMITEI PA0OTHI COBPEMEHHBIX HH()OPMAIMOHHBIX TEXHO-
JOTMH W WCIIOJb30BaTh MX ISl PEIICHHs 3a1ad NpoQecCHOHAIbHON NesTEIbHOCTH
(OIIK-4);

— CnocobeH caMOCTOSITEIbHO paboTaTh C Pa3IMYHBIME MCTOYHHKAMU MH(OpMAIMH U
NPUMEHSTh OCHOBBI MH(OPMAIIMOHHO-aHATUTUYCCKON JESITEIBbHOCTH TPU PEIICHUH
npodeccuonanbHbix 3a1a4 (OIIK-5).



Hpod)eccuonaﬂbubw KomnemeHuyuu.

Tun 3a0au npogheccuonanvhoil 0eamenbHOCMU: HAYYHO-UCCAE08AMETbCKUL
CrnocoOeH MNPHUMEHATh HAYyYHO-METOAWYECKHE OCHOBBI JIOKYMEHTOBEACHUS H
apxuBoBeneHus B mpodeccronansHoit cepe (ITK-1);

CrnocoOeH COBEpIIEHCTBOBATh JIOKYMEHTALIMOHHBIE NPOLECCHl B YIPABICHUU B
COOTBETCTBUU C TpeOOBaHUSIMU HOPMATHBHO-IIPABOBOIO pETyIUpOBaHUs B cdepe
uHpopmanuu u fokymenrtarun (I1K-2).

Tun 3a0au npogheccuonanvhoil 0eamenbHOCMU: MEXHOI02UYECKUTL

Cnioco0OeH oCyIIecTBIATh OPraHU3alMOHHOE, TOKYMEHTAIIMOHHOE ¥ HH(POPMALIMOHHOE
obecrnieyeHue aesTeNbHOCTH pykoBoauTens opranuzanuu (I11K-3);
CriocoOeH opraHu3oBaTh W OCYIIECTBIATH JIOKYMEHTHPOBAHHE
opranuzaruu (I1K-4).

JACATCIIBHOCTH

Tun 3a0au npogheccuonanvroii 0eamenbHOCmMu: OP2aHU3AYUOHHO-YRPABTIEHYECKUIL
CrocobeH co3fgaBaTh M BECTH CHUCTEMbl JIOKYMEHTAIIMOHHOTO oOecrnedyeHus
yIpaBJieHUS U apXUBHOIO Jieia Ha 0a3e HoBelmux TexHosoruit (I1K-5);

Crioco6eH oCyIecTBIATh pa3pab0TKy U BHEAPEHUE JIOKAJbHBIX HOPMATHBHBIX aKTOB
0 TOKYMEHTAIlMOHHOMY OOecIieueHu o yrpasienus opranusamueii (I1K-6);
CriocobGeH pyKOBOJIUTH MOJIpa3fesieHUEM apXuBa, OCYIIECTBIATh AEATEIbHOCTH IO
APXUBHOMY XPaHEHUIO JOKYMEHTOB, UX Y4Ye€Ty M HCIOJb30BaHUIO, O0OECIEUYCHUIO
COXPAHHOCTH, MOCTPOCHHUIO M KOHTPOIIO CHPABOYHO-UH(GOPMALMOHHBIX CPEACTB K

apxuBHbIM JIoKymeHTaM (I1K-7).

1.2. Onucanue noka3areJei u KPpUTEPUEB ONCHUBAHUSA KOMHeTeHHHﬁ, 4 TAKIKE IIKAaJ

OICHUBaAHUA

1.2.1. Onucanue noxkazamenei u Kpumepues OUeHUBAHUA KOMNEemeHyuil

Tabamna 1
PesyabTaThl 0cBOCHHA IHoxka3zarean Kpurepun
Oo1o1 copmupoBaHHOCTH OLICHHBAHMSA YPOBHA
(conepxkanue KOMITeTeHIUH copmupoBaHHOCTH
KOMIIETEHIIUI U KOJbI) KOMIIeTEeHIINIi

YHusepcaﬂbete Komnemenuuu

Cnocoben OCYIIECTBIIATH
[IOMCK, KPUTHYECKUI aHAIN3
U cuHTe3 MH(pOpMaLuH, IpH-
MEHATh CHUCTEMHBIM MOIXOM
JUISL pEeIIeHUs] TOCTaBICHHBIX
3anay (YK-1)

YMEET OCYLIECTBIISITh IIOUCK,
KPUTUYECKUN aHAJIU3 U CUHTE3
uHQOpMAIK, MPUMEHSITH CH-
CTEMHBIN MOAXO[ I PELICHHS
IIOCTABJICHHBIX 33134

B BKP conmepkarcs o6o0meHus,
aHAIM3 TPOIECCOB B 00JaCTH
AOY wu apxuBHOrO Jena Ha
OCHOBE CHCTEMHOrO MOJX0Ja,
MPUCYTCTBYIOT  HEOOXOIUMBIE
BBIBO/IBI

CriocobeH omnpeaeisiTe Kpyr

yMEET OIpeneNsaTh Kpyr 3amad

B BKP pematorcs 3agauu B pam-

3amay B paMKax | B paMKax IIOCTaBJICHHOW LeNU | KaX IOCTAaBJICHHOW LIENH M BBI-
MOCTaBJICHHOMN e H|H BI)I6I/IpaTI) OIITUMAJIBHBIC 6I/IpaIOTCSI OIITUMAJIBHBIC CIIOCO-
BBIOMpATh ONTUMAJIbHBIC | CIOCOOBI MX pEIIeHHs, UCXOMs | Obl UX pEelICHHs, UCXOJIS U3 JeH-
CHOCOOBI ~ MX  PpEIIeHMs, | U3 [CHCTBYIOLIMX IIPABOBBIX | CTBYIOLUIMX IIPaBOBBIX  HOPM,
UCXOIS W3 JACHCTBYIOIIMX | HOPM, MMEIOLIMXCA PECYPCOB M | UMEIOIMXCS PECYPCOB U OTpa-
MPaBOBBIX HOPM, UIMEIOLIUXCS | OrpaHUYeHHUN HUYEHHUH

pecypcoB M  OrpaHUYCHHUI

(YK-2)

Crniocoben OCYIIECTBIISTH | YMEET ocymectBiATh | B BKP mpu Beimonnennn mpax-

COIMAaJIbHOC B3aHMOI[eI>'ICTBPIe

COIIMAJIBHOC B3aI/IMO,Z[GI>iCTBI/IG )4

THUKO-OPHUCHTHUPOBAHHOI'O HCCJIC-




U peaar30BbIBATh CBOKO POJIb
B komanze (YK-3)

p€ain3oBbIBATH CBOIO POJIb B
KOMaH/I€

JIOBaHUSI TIPOJACMOHCTPUPOBAHO
YMEHHUE OCYILIECTBIATh COLIUAIb-
HOE B3aUMOJICHCTBUEC U PeaIu30-
BBIBATh CBOIO POJIb B KOMaH/IE

Croco0eH OCyIECTBIATh Jie-
JIOBYI0 KOMMYHHKALIUIO B
YCTHOM ¥ NUCBMEHHOM
(opmax Ha rocyJapCTBEHHOM
sa3bike Poccuiickoir ®enepa-
IMA ©W WHOCTPAHHOM(BIX)
s3pike(ax) (YK-4)

YMEET OCYIIECTBIIATH JEIOBYIO
KOMMYHUKALIUI0 B YCTHOM H
MUCbMEHHOMN dbopmax  Ha
rOCyJapCTBEHHOM s3bIke Poc-
cuiickoii ®enepaudd U HHO-
CTpaHHOM(BIX) sA3bIKE(ax)

B BKP conepxxarcsi cBenpeHust o
NPUMEHEHUHU JETOBBIX KOMMY-
HUKaLAI

Criocoben BOCIIPHHUMATH
MEXKKYJIBTYPHOE
pasHooOpaszue oOmmecTBa B
COLMAITEHO-MCTOPHYECKOM,
ATHYECKOM H  (PHIOCO(CKOM
koHTekcTax (YK-5)

yMEET BOCIIPUHUMATH MCK-
KyJIbTYpPHOE pasHooOpaszue
o0miectBa B COIMAIBHO-HCTO-
PUYIECKOM, JTHIECKOM H (H-
J0CO(CKOM KOHTEKCTaxX

B BKP yurena wunpopmanus
MEXKYJbTYPHOM Pa3HOOOpa3uu
obmiecTBa B PAa3IMYHBIX KOH-
TEKCTax

CniocobeH yIpaBisIiTh CBOMM
BpEMEHEM, BBICTpPaWBaTh H
peaTr30BbIBaTE TPACKTOPHIO
caMOpa3BUTHUSI HA OCHOBE
MPUHLMIIOB 00pa3oBaHUs B
teueHue Beeit sxxu3au (YK-6)

yMEeT  YIpaBIATh  CBOUM
BpEMEHEM, BBICTpauBaTh U pea-
JIM30BBIBATH TPAEKTOPHIO CaMO-
pasBUTHSL Ha OCHOBE MNPUHIIM-
MOB OOpa3OBaHUS B TEUYCHHE
BCEU KU3HU

B BKP cryaeHT npoaeMoHcTpu-
poBajl YMCHUC YIIPABJIATH CBOUM
BPEMEHEM, BBICTpaWBaTh U pea-
JIN30BBIBATh TPACKTOPUIO CAMO-
Pa3BUTUA Ha OCHOBC IIPHUHIIUIIOB
o0pa3oBaHus

CnocoOeH MOIJICPKUBATH
JIOJDKHBIN  ypOBEHb (hU3NIe-
CKOU MOJATOTOBJIEHHOCTH ISt
obecrieueHrs  IOJHOLIEHHOM
compaibHON U Tpodeccro-
HajgpHOU nestenpHOCTH (YK-

yMeeT MOAJCPKUBATh JOJIK-
HBIH  ypOBEHb  (PHU3HUECKOM
MOJTrOTOBIIEHHOCTH Uit obec-
MEYEeHUSI TIOJTHOIIGHHOM COIM-
aTbHON W TPO(ECCHOHAIBHOM
JESITEIbHOCTH

B BKP crynenTt nponemoHcTpu-
poBal yMEHHE MOIAEPKUBAThH
JOJDKHBIN YpOBEHb (U3MUECKON
MOATOTOBJIEHHOCTH JUIsL obecrie-
YEeHUS! TOJHOLEHHON COIMaib-
HOH W MpOQeCCHOHATBLHON es-
TENBHOCTH

7)

Coocoben  co3maBaTb W
OAJCP>KUBATD B
IIOBCEIHEBHON JKM3HM U B
poheCCUOHATBHOM

JesTenbHOCTH  Oe3omacHble
YCIIOBUS KU3HEIEATENIbHOCTH
JUISL COXPAaHEHMsI IPUPOIHOMN
Cpensl, oOecrieueHust
YCTOMYMBOTO pa3BUTHA
o01IecTBa, B TOM YHUCIE TMPH
yrpo3e U  BO3HHUKHOBEHHHU
Ype3BbIYAWHBIX CUTyalluil U
BoeHHBIX KoH(HKTOB (YK-
8)

yMeeT co3gaBaTb M MOJ-
JEepKUBaTh B IIOBCEIHEBHOMN
KU3HHA M B TIPOQECCHOHATHHOM
JIeSITEIbHOCTU Oe3omnacHble
YCIIOBUSL  JKU3HEACATEIbHOCTH
JUISL COXpAHEHUsl TPUPOIHOU
cpensl, o0ecriedyeHus] yCTOWYH-
BOrO0 pa3BUTUSl OOILIECTBA, B
TOM YHCJE MPH yrpo3e U BO3-
HUKHOBEHHH  UYPE3BBIYAIHBIX
CUTyaluin u BOCHHBIX
KOH(IIUKTOB

B BKP crynenTt nponemoHcTpu-
pOBajl yMEHHE CO37aBaTh U IOA-
Jep)KUBaTh B  IIOBCEAHEBHOMN
XKHU3HH U B NPOQecCHOHATBEHON
JEeSTETbHOCTH Oe3omnacHble
YCIIOBUS JKU3HEESATEIFHOCTH

Crnocoben HCIIOJIb30BaTh
0a30BbIC TePEKTOIOTHUCCKHE
3HaHUA B COLHUAIBLHOH U
npodeccuoHaNbHON — cepax
(YK-9)

yMeeT HCIONb30BaTh 0a30BbIE
nedexTosornyeckue 3HaHUS B
COIMAITEHOM U TIpodeccroHab-
HOH cdepax

B BKP crynenT nponemoHcTpu-
poBall yMEHHE HCIOB30BaTh Oa-
30BbI€ 1€(EKTOIOTNIECKUE 3HA-
HUS B COLIMANBHOW M mpodeccu-
OHAJIHLHOH chepax

Cnocoben MIPUHUMATH
000CHOBaHHBIE YKOHOMMHUYE-
CKHE PEICHUS B Pa3IMYHBIX
00acTIX KU3HENESITEIbHO-
ctu (YK-10)

yMeeT IpuHUMaTh OOOCHOBaH-
HBIC YKOHOMHUYECKUE DPEIICHUS
B Pa3IMYHBIX OOJIACTSIX KHU3HE-
JIeATENbHOCTU

B BKP cryaeHT npoaeMoHCTpu-
poBan YMEHUE IIPUHUMATH
000CHOBaHHBIE SKOHOMUYECKHE
peuieHust B npodeccuoHanbHOR
JIESATETHPHOCTH




Crniocoben (hopmupoBaTh
HETEepPIUMOE OTHOILICHHE K
KOPPYILIMOHHOMY

nosenenuto (YK-11)

(hopMHpyEeT HETepIUMOE OT-
HOIIICHHE K KOPPYNIHOHHOMY
MOBEJICHUIO

B BKP crynent nponemoHcTpu-
poBall  3HAaHUE  POCCHHCKOTO
3aKOHOAATENILCTBA, A TAaKXKE aH-
TUKOPPYIIIMOHHBIX CTaHIAPTOB
MIOBENICHUS, YBAKEHHE K TIPaBy U
3aKOHY

Oobwenpodgheccuonanvhvle KOMnemeHyuu

CriocobeH TpUMEHATH Ha
0a30BOM  ypOBHE  3HAHUS
HUCTOPUYECKUX  HAYK  MpH
pemieHud 3agad B cdepe
cBOCi  mpodecCUoHANBHOM
nestensHoctu (OITK-1)

yMEET MPUMEHATh Ha 0a30BOM
YpOBHE 3HaHHsI HCTOPHYECKHX
HAayK TpH pEIIeHUH 3a1ad B
cdepe cBoelt mpodeccrnoHab-
HOM JIeATEIIbHOCTH

B BKP crynent nponemoHcTpu-
poBai 3HaHHWS HCTOPUYECKUX
HayK, IPUMEHEHUSI METOIOB HC-
TOpHOrpauIecKOro M UCTOUHH-
KOBEIYECKOTO  aHanmM3a  MpH
pemieHnn 3agad B cepe cBoei
PO EeCCHOHATBLHON ACSATSIIEHO-
CTH

CriocoOeH HaXOIUTh OpTaHu-
3allMOHHO-YIIPaBICHUYECKHUE
pelIeHNs IPH PEIICHUN 3a1a4
B cepe cBoeii mpodeccuo-
HaJIbHOU JIESITEILHOCTH

HaxoaguT OpraHu3alMoOHHO-
yIpaBlieHUYECKHE PELICHHUs] TpU
pemreHnn 3a1ad B cepe cBoeit
Mpo(eCCHOHAIIBHON  AeATeNb-
HOCTH

B BKP crynenTt nponemoHcTpu-
poBal yMEHHE HaXOIUThb Opra-
HU3AIMOHHO-YNIPaBICHUECKHE

pelleHHs] TIPH PEICHUH 3aj7a4 B
chepe cBoell mpodeccroHaTh-

(OIIK-2) HOM JIeATEeIbHOCTH

Crniocoben MIPUMEHATh | yMeeT NpUMEHATh Teopernue- | B BKP cTyneHT nmpoaemMoHcTpu-
TEOPETHUYECKUE 3HAHMS JUISl | CKME 3HAHUS JUIS PELICHMS IO- | pOBal YMEHHUE IIPUMEHSTh TEO-
peleHus MIOCTaBJICHHBIX | CTaBICHHBIX 3aJa4 B OOJIACTH | PETHUECKUE 3HAHUS AJS pele-
3a1a4 B 00nacT | JOKyMEHTOBEACHUSI M apXW- | HAS IOCTAaBJIEHHBIX 3a1ad B
JIOKyMEHTOBEICHHUS U | BOBEJEHUS 00JIaCTH JJOKYMEHTOBEACHUS |

apxuBoenenus (OIIK-3)

APXHUBOBCACHUA

Criocoben MOHUMATh | IOHUMAeT NPUHIUNBI paboTsl | mpu BbmonHeHnn BKP crynment
TIPUHITATIBI paboTHI | COBpEMEHHBIX HMH(POPMAIMOH- | peman 3aqadqd NpoQeccCHOHaTh-
COBPEMCHHBIX HBIX TEXHOJIOTUM M HCIIONbL30- | HOM ACATCIIBHOCTH C IIPUMCHC-
I/IH(I)OpMaI_II/IOHHI)IX BaTb UX JId peHICHUA 3aJad | HUCM COBPCMCHHBIX HH(pOpMa-
TEXHOJIOTHH W WCIIONB30BaTh | MPO(ECCHOHANBHON  JesITeb- | IMOHHBIX TEXHOJIOTHI

WX N8 pemieHus  3aJad | HOCTH

poheCCUOHATBHOM

nesitensHoCcTH (OITK-4)

CnocobeH  caMOCTOATENIHHO | YMEET CaMOCTOSTENhbHO pa- | mpu BeimonHeHnn BKP crygent
paboTatb ¢  pa3IMYHBIMU | OOTaTh C Pa3IMYHBIMHU HCTOY- | CAMOCTOSITENIFHO paboTaer ¢ pas-

WCTOYHUKAMH WHPOPMALMK U | HUKaMU UHQOPMAIMK U IPUMe- | JTHYHBIMH HACTOYHUKAMU
HIPUMEHSATh OCHOBBI | HATh OCHOBBI HHQOPMALIMOHHO- | MHQOpPMAIMM W NPUMEHSET
HHPOPMAIOHHO- AHAJIMTUYECKOW JICITENHHOCTH | OCHOBBI ~ MH(OpMaIlMOHHO-aHa-
AHAITUTHYECKON NpU pelICHNH MPOPECCUOHANb- | TUTUYECKOW NEesATeTBbHOCTH MpPU
JIeATEIbHOCTA IIPU PEILIEHUU | HBIX 33]a4 pemieHnn  TpodeccHOHaTBHBIX
npodecCHOHANBHBIX  3a/ad 3a1a4

(OIIK-5)

Hpolpeccuonaﬂbnbte KomnemeHuuu

Tun 3a0au npogheccuonanvhoil desmenpHoCmU: HAYYHO-UCCEO08AMENbCKUT

CriocobeH MPUMEHSTh
Hay4YHO-MCTOJUYCCKUC
OCHOBBI JTOKYMCHTOBCIACHUA
u apXHUBOBE/ICHUS B
npodeccroHaabHON  cdepe
(TIK-1)

BJIaJIeeT 3HAHUSAMU HAYYHO-
METOJNYECKUX OCHOB JJOKYMEH-
TOBEJICHUSI U apXUBOBEACHUS B
npodeccCrHoHaBHOM chepe

B BKP cryneHT npumeHsier 3Ha-
HUS Hay4YHO-METOJUYECKUX
OCHOB JIOKYMEHTOBEJCHHUS U ap-
XHMBOBEIEHHS B MMPOPECCHOHANb-
HOH cdepe; OCHOBHBIX METOIOB
JIOKYMEHTOBETYECKOTO UCCIIE0-
BaHUS, DSKCIEPTU3bl LIEHHOCTH
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JIOKYMEHTOB

Cnocoben
COBEPIIICHCTBOBATh
)IOKyMeHTaHI/IOHHBIe
IIPOLIECCHl B YIPABICHUU B
COOTBETCTBUU c

TpeOOBaHUSIMA HOPMATHUBHO-
MPaBOBOTO PETYJIUPOBAHUS B
chepe uH(pOpMaIHK u
nmokymenTarmu (11K-2)

HCIOJB3YCT MCTOAbI
COBCPIICHCTBOBAHUA JOKYMCH-

TAaIIUOHHBIX IIpoueccoB B
yYHpaBJICHUHM B COOTBETCTBHUU C
TpeOOBaHUSIMH  HOPMATHUBHO-
[PaBOBOTO PETyJIMPOBAHUS B
chepe uHpOpMAITIH u
JOKYMCHTallU

B BKP ectp pexomenmauuu mo
paIroHaTH3aIUN u
COBEPIIICHCTBOBAHHUIO JIOKYMEH-
TAIIHOHHOTO obecnieueHus
YIOPaBICHUS W JTOKYMEHTAI[HOH-
HBIX TPOIECCOB B COOTBETCTBUHU
c TpeOOBaHUSIMH HOPMATHUBHO-
MPaBOBOTO  PETYJUPOBAHUS B
cdepe uHPOpPMAIINA U JOKYMEH-
TaIMK

Tun 3a0au npogheccuonanvHoIl OeamenpbHOCHU: MEeXHO102UYEeCKUTL

Crnocoben OCYIICCTBJISTh
OpraHU3aIMOHHOE,
JIOKYMEHTAIIMOHHOE "
WHQOPMAIOHHOE

o0ecrieueHre JIEATENHLHOCTH
PYKOBOIWTENS OpraHU3alliu
(TIK-3)

OCYIIECTBIISIET OpraHU3alMOH-
HOE, JOKYMCHTAIIMOHHOE W
nH(pOpMaIIOHHOE  o0ecrede-
HUC [JOCATCIIBHOCTU PYKOBOIH-
TEJs OpraHU3aliH

B BKP crynenT nponemoHcTpu-
poBal yMEHHE OCYILECTBISTH
OpPTaHM3alMOHHOE, JIOKYMEHTa-
LIMOHHOE ¥ WH(POPMAIIMOHHOE
o0ecrieueHue NesSTeIbHOCTU PYy-
KOBOJUTENS OPTaHU3aluu

CrocobeH opraHu30BaTh U
OCYIIECTBJISTh
JIOKYMEHTHUPOBaHHUE
JICATSIILHOCTH ~ OpraHMU3aluu
(IIK-4)

YMEET OPraHu30BaTh U ocy-
HIECTBJIATE JOKYMCHTHUPOBAHUC
ACATCIIBHOCTH OpTraHU3alun

B BKP crynenTt nponemoHcTpu-
poBan yMEHHE OpraHHM30BaTb U
OCYLUECTBIISTh JOKYMEHTHPOBA-
HHE JESITEIBHOCTH OPraHU3aLuu

Tun 3a0au npogheccuonanvhoil deamenbHocCmu: opzanu3

auuonno-ynpaeﬂeuqeacuﬁ

CriocoGeH co3aaBaTh U BECTH
CUCTEMBI
JOKYMEHTAllOHHOTO
oOecriedeHus] yNpaBieHUS H
apxUBHOro Jena Ha 0ase
HoBemux TexHomoruit (ITK-

yMeeT co37aBaThb U BECTU CHU-
CTEMBI JIOKYMEHTAIlMOHHOTO
obecrieueHus yrpaBieHHs U ap-
XHMBHOI'O Jiejla Ha 0a3e HOBENi-
IIMX TEXHOJOTHUH

B BKP crynent nponemoHcTpu-
poBall yMEHHE CO31aBaTh U Be-
CTH CHUCTEMBI JTOKYMEHTAI[OH-
HOro oOecredyeHusl YIpaBiIeHUS
W apxXuUBHOro Jena Ha 0Oase
HOBEHIINX TEXHOJIOTUMI

5)

CriocobeH OCYIIECTBIATE | yMeeT pa3pabarhiBaTh U BHen- | B BKP mmerorcs pekomeHnanuu
pa3pabOTKy ©  BHEIPCHUE | PITH JIOKAJBbHBIC HOPMATHUBHBIC | M0 pa3pabOTKE U BHEAPCHUIO
JIOKaJIbBHBIX HOPMATHUBHBIX | aKTbhl IO AOKYMCHTAIIMOHHOMY | JIOKAJIbHBIX HOPMATUBHBLIX aKTOB
aKTOB 1o | obecreveHHIo YIpaBJICHHs | IO JIOKYMEHTAI[MOHHOMY o0ec-
JIOKYMEHTAIIHOHHOMY opraHuzanueit MIEYCHUIO YIIPABJICHUSI OpraHu3a-
o0ecrieueHuI0  yIpaBleHUS nuei

opraamzanueii (ITK-6)

Cnocoben PYKOBOJIHTH | YIacTBYeT B pykoBoacTBe noja- | B BKP mmerorcs cBemenus 00
MoJpa3JieICHUEM apxuBa, | pa3JcicHUEM apXxHWBa, OCY- | y4aCTHU CTYJICHTa B PYKOBOJ-
OCYIIECTBIATh JESATEIBHOCTh | MIECTBISIET JEATENBHOCTh TIO | CTBE TMOJpAa3/eiCHHEM apXuBa,
M0 apXWBHOMY XpPaHEHHIO | apXHUBHOMY XPaHEHUIO | OCYIIECTBICHUU JICATEIbHOCTH
JOKYMEHTOB, MX YYE€Ty MU | JOKYMEHTOB, UX YYe€Ty H HC- | IO apXUBHOMY XPaHEHHUIO
UCIIOJIb30BAHUIO, MOJIb30BAHUIO,  OOECIICYCHUIO | TOKYMEHTOB, UX Yy4YeTy U HC-
00ECMEeUYCHUI0 COXPAHHOCTH, | COXPAHHOCTH, TOCTPOCHHIO U | MOJL30BAHHUIO, OOCCIICUCHHUIO CO-
MOCTPOCHUIO ¥ KOHTPOJIO | KOHTPOJIO CIPAaBOYHO- | XPAHHOCTH,  TMOCTPOCHUIO U
CIIPABOYHO- WH(POPMAIIMOHHBIX CPEJCTB K | KOHTPOJIO CIIPaBOYHO-

MHGPOPMAITMOHHBIX CPEACTB K
apxuBHBIM goKymeHTam (I1K-
7)

APXUBHBIM JOKYMCHTaM

WHPOPMAIIMOHHBIX CPEACTB K
apXMUBHBIM JIOKYMEHTaM
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1.2.2. lllkana oyenueanusn (Kpumepuu oyeHku pe3yavmamos 3auiumul BKP)

Taoaumna 2

OneHka mo HoMu-
HAJILHOH IIKAaJIe

Kpurtepuu ouenkn BpinosiHenust u 3amutbl BKP

OTiInyHO

BricTaBnseTcs BBIMYCKHUKY 32 BBICOKHI YPOBEHb TOTOBHOCTH K BBITOJIHE-
HUIO BCETO CIEKTpa 3a/1a4 Mpo¢eCCHOHAIBHON AEATEIPHOCTH B COOTBETCTBUH
¢ tpeboBanusmMu @I'OC BO HampaBieHHs TOATOTOBKH, MPOSBIISIOMIMNACS B
3HAHUSIX, YMEHUSX, HABBIKAX U NPO(eCcCHOHATIBHO 3HAYMMBIX JTMYHOCTHBIX Ka-
YecTBaxX BBHITYCKHUKA, BBIPAXXEHHBIX B JIMYHBIX JOCTIDKEHHSIX B TpoIlecce
MOJITOTOBKY M 3aIIUTHI BHITYCKHOW KBATM(UKAIIMOHHOW PaOOTHI.

BKP HOCUT ucclieIoBaTeNbCKUi XapaKkTep, COACPKUT TPAMOTHO U3JI0KECH-
HYIO TEOPETHUYECKYIO 0a3y, coJepKaTeIbHBIN aHANN3 MPAKTHYECKOTO MaTepH-
ana; XapaKTepH3yeTcsl JIOTMYHBIM H3JIOKEHHEM Marepuaja C COOTBETCTBY-
IOLIMMH BBIBOJAMH M 000CHOBaHHBIMH MTPEIOKECHUSMHU.

O0BveM opurnHalbHOCTH TekcTa Bbime 70%. JlomycTHMBIH TpOLEHT HUC-
MOJIB30BaHUS Kakaoro uctodHuka (2 %) He mpeBbimieH. CCBUIOK Ha KOI-
JIEKIIUU TOTOBBIX CTyIEHYECKHX paboT HeT (WIM WX HCIOIb30BaHHE 000CHO-
BaHO B OT3bIBE HAYYHOTO PYKOBOJAUTEIS).

IIpn 3ammTe pabOTHl OOyYAIOUIMICS TMOKa3bIBaeT TINIyOOKHE 3HAHUSA
BOIIPOCOB TEMBI, CBOOOHO OTIEPHPYET TEPMUHOIOTUEH W TAaHHBIMH HCCIIe]0-
BaHUsI, BHOCUT 00OCHOBaHHBIE PEKOMEHJIALIMH, a BO BPEMs 3aIUTHI MCIIOIb-
3yeT KaueCTBEHHBIH JEeMOHCTPAIIMOHHBIA MaTepHai; CBOOOIHO U TIOJHO OTBE-
YaeT Ha IMIOCTABIIEHHBIE BOTIPOCHI.

B 0T3bIBE U peleH3uN OTCYTCTBYIOT 3aMEUYaHHUS.

Xoporo

BKP HOCUT ucclieIoBaTeNbCKUI XapaKkTep, COMEPKUT TPAMOTHO H3JI0KEH-
HYIO TEOPETHYECKYyI0 0a3y, AOCTATOYHO MOAPOOHBIH aHAIM3 MPAKTHYECKOTO
MaTepHuana, XapakTepu3yeTcs B LIEJIOM ITOCIEA0BATEIBHBIM N3II0KEHHEM MaTe -
pHana; BBIBOJBI MO Pa0OTe HOCAT NMPaBHIBHBIM, HO HE BIOJHE Pa3BEpHYTHIH
Xapakrep.

O0BbeM OpUTMHATIBHOCTU TEKCTa COOTBETCTBYET MUHHMMAIIBHO AOIyCTHMO-
My ypoBHIO 61 1o 70%. JlomycTHMBII MPOILIEHT UCMOIB30BAHMS KaKJOTO WC-
TouHuKa (2 %) He npeBbilieH. CChUIOK Ha KOJJIEKIUU TOTOBBIX CTYIEHUECKUX
paboT Her (MM MX HCIOJb30BaHHME OOOCHOBAHO B OT3BIBE HAYYHOI'O PYKO-
BOJIUTEIIA).

[Mpu 3amuTe paboThHl 0OYHYAIOMIMHCS MMOKa3bIBACT 3HAHUSI BOIIPOCOB TEMBI,
yYMEET NPUBJIEKATh JaHHBIE CBOErO HCCIENOBAHUSA, BHOCUT PEKOMEHIANH,
BO BpeMs 3alllUTHI MCIOJIB3YeT JEMOHCTPAllMOHHBIM MaTepHall, He COAepxka-
Ml TpyObIX OomMO0K; 6e3 0cOOBIX 3aTpyAHEHHI OTBEYAET HA MMOCTaBJICHHEBIE
BOIIPOCHI.

B ot13bIBe (perieH3un) ecTb HE3HAUUTEIbHBIM 3aMEUaHHU.

VY 10BIE€TBOPUTEILHO

BKP HocuT uccienoBaTeiabCKUil XapakTep, HO XapaKTEpU3yeTCsl MOBEPX -
HOCTHBIM U HEIOCTATOYHO KPUTHUECKUM aHAIU30M. PeKOMeHmaInuu u mpen-
noxkeHus: cnabo aprymMeHTHpoBaHbl. BeiBonbl u 3akmiouenue no BKP HocsT
dbopmanbHEIN XapakTep. B mmTeparypHOM CTHiIE W O(OpPMICHHH PabOTHI
AMEIOTCSI TIOTPEIITHOCTH.

O0BbeM OPUTHHAILHOCTU TEKCTa HIDKE MUHUMABHO JIOITyCTUMOTO YPOBHS
51 no 60%. JonycTuMblif IPOLEHT UCIONb30BAHUS KaXJI0T0 UCTOYHUKA TIpe-
BBIIICH. ECTh CCBIIKM Ha KOJUIEKITMU TOTOBBIX CTYICHUYECKHUX padoT (WX HC-
MOJIb30BaHUE B OT3BIBE HAYYHOI'O PYKOBOJIUTEIS HE 0OOCHOBAHO).

CryneHTOM IposiBIIeHa HEYBEPEHHOCTh BO BPEMsI 3alIHUTHI.

HeynosnerBopu-

Yposenb conepkannst BKP u ee odopmiieHre HIKE IIOPOroBBIX TPeOOBaHMUI
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TEJIBHO Mo JeiicTBytoIIel GayuTbHOM cucTeMe oneHOK. OObeM OpPHTHHAIBHOCTH TEKCTa
3HAYUTETBHO HIKE MHHHMAIBHO JOMycTHMOro ypoBHS 50%. JlomycTHMBIA
MPOLEHT HMCIONb30BAHUSI KKIOr0 MCTOYHHMKA 3HAYUTENILHO NpeBbllieH. EcTb
CCBUIKM Ha KOJUICKOUH T'OTOBBIX CTYIACHYCCKHX pa60T (I/IX HCIIOJIb30BAaHUEC B OT-
3bIBE HAYYHOTO PYKOBOJMTENSI HE 000CHOBAHO).

1.3. TunoBbie KOHTPOJIbHBbIE 32]aHNSI UJIM UHbIE MAaTePUaJIbl, HEOOXOAMMBbIE ISl
OLICHKH Pe3yJIbTATOB OCBOCHHSI OCHOBHOM NpogdeccnoHanbHoil 00pa3oBaTebHOM
NMPorpamMmMbI

Ilpumepnvie memvt BKP

1. JloxymeHrtammonHoe obecrnieuenue ynpasienus ([JOY): TeopeTnyeckue, opraHu3am-
OHHO-YIIPABJIEHYECKUE, METOIUYECKUE ACTIEKTHI.

2. HopwmatuHo-nipaBoBas 6a3a JIOVY: 3BoOIMS U COBPEMEHHOE COCTOSIHHE.

3. VYuauduxanus u cranaapruzanus JJOVY: HCTOKH, Opranu3anus, TEHASHIINH Pa3BUTHA.

4. JlokyMeHTaIlmoHHOEe W WH(POPMAIIMOHHOE O0ECIEYeHHEe OpPraHOB TOCYAapCTBEHHOM
BIIACTH (HA PUMEpPE OpraHU3alluu M0 BEIOOPY CTYICHTA).

5. Opraamsamus JIOY opraHoB MECTHOTO camMoOyIpaBiieHHs (Ha MpUMeEpPe OpraHU3aluu
10 BBIOOPY CTYJICHTA).

6. JOY nepcoHaioM OpraHu3aluu.

7. Cucrema J1OY BbIcHINM y4eOHBIM 3aBEICHHEM.

8. Opranmzamus JJOY koMMepdecKoro nmpeanpusaTus (Ha IpuMepe OpraHUu3aIiyy Mo BbI-
Oopy CTyIeHTa).

9. JleATenbHOCTH CEKpeTaps B CUCTEME JOKYMEHTAlMOHHOTO U HH(GOPMAIMOHHOTO o0ec-
MEYEHUs YIPABJICHUS OPTaHU3aLUEH.

10. CoBepmienctBoBanue cuctemsl JIOY: onieHka u noBsimeHne 3QPeKTHBHOCTH.

11. Parmonanu3anus cucreMsl JIOY B opranusanuu (1o BEIOOPY CTYJCHTA).

12. Opranmzaius paboThl ¢ 0OpallleHUsMH TPaXKAaH B OpraHax MECTHOTO CaMOyIpaBiIe-
HUSL.

13. IIpoGaembl aBTOMATH3AIIMN JOKYMEHTOOOOpOTa OPTraHOB rOCY1IapCTBEHHOMN BIIACTH.

14. IIpo6yiembl aBTOMATH3ALMN TOKYyMEHTOO00pOTa OpraHu3aIiii KoMMepUYecKoi chepsl.

15. Ananu3 BHEApPEeHHs] aBTOMATHU3MPOBAHHBIX WH(OPMAITMOHHBIX CHUCTEM (Ha TpUMEpe
KOHKPETHOH OpraHHU3aliHu).

16. Opraamzanus ciayx0s1 JIOY B opranmu3zanuu (yUpexIeHUH, HAa IPEATPUSITHH ).

17. Opranusanus KagpoBoi CiIy>KObl OpraHu3ayu (YIpexIeHHs, TPeaIpUITH).

18. OnepaTuBHOE XpaHEHHUE TOKYMEHTOB: TTPOOJIEMBI U PEIICHUSI.

19. Yaudukamms cucteMbl OpraHu3aliOHHO-PACTIOPSIUTEIBHON TOKYMEHTAIIHH.

20. Co3naHue U BeleHHE CIIPABOYHO-MTOUCKOBBIX CPEACTB K JJOKYMEHTaM B JOKYMEHTallH -
OHHOM OOECTIEYCHHUHU YTIPABIICHHUS.

21. ABToMaTu3anus JOKYMEHTAIIHOHHOTO 00ecreYeHusl YIpaBiIeHHs: TPoOJieMbl U pellie-
HUSL.

22. Opranuszanusi 3KCIepTU3bl IEHHOCTH JTOKyMEHTa B JI€JOMPOU3BOJCTBE OpraHU3alluu
(yupexxJieHus, PeAIPUSITHS).

23. OcoOeHHOCTH TOKYMEHTOOOOPOTa COBPEMEHHBIX OpPTaHHM3aluid (10 BBIOOPY CTYICH-
Ta).

24. TexHomoruss paboThl ¢ OOpalIeHUSMHU TpaKJaH B OpraHax MECTHOTO CaMmoOyIpaBie-
HUSL.

25. JlenoBasi mepenucka B COBPEMEHHON opraHu3anu (yIpexaeHUH, PEITPUITHH ).

26. Iyt coBepIIEHCTBOBAHUS JTIOKYMEHTALIMOHHOTO obecredeHus: yueOHOoro mpouecca B
BbICILIEM y4e€OHOM 3aBEJICHUU.
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27. Iyt COBEpIIEHCTBOBAHUS JTOKYMEHTAIIMOHHOTO oOecreueHus: yueOHOoro mpouecca B
00pa30BaTeIbHOM YUPEKIACHUU.

28. Pa3paboTka OpraHu3alOHHOTO NMPOEKTa BHEAPEHHSI aBTOMAaTH3UPOBAHHONW HH(OpMa-
[IMOHHOMN CHCTEMBI YIIPABJICHUS TPOMBIIIICHHOTO MIPEITPUSITHS.

29. Pa3paboTka OpraHu3alMOHHOTO MPOEKTa BHEAPEHHSI aBTOMaTHU3UPOBAHHONW HH(OpMa-
[IMOHHOM CHCTEMBbI YIIPABIICHHUS BBICILIETO yUeOHOIO 3aBeICHUSI.

30. Aranu3 o6bemMa TOKyMeHTO000poTa opranu3anuu (Mo BEIOOpY CTYACHTA).

31. AHanu3 cCOCTOSIHMSI CUCTEMbBI apXUBHOI'O XpaHEHHs JOKYMEHTOB KOHKPETHOW OpraHu-
3allUN.

32. ObecnieyeHue 0e30MacCHOCTH MH(POPMAIMOHHBIX PECypCOB OpraHu3auuu (ydpexie-
HUs).

33. 3amura KOMMepUecKoil HHPOpPMAIK OT HECAHKIIMOHUPOBAHHOTO JIOCTYIIA.

34. CooTHOLIEHHE OCTYMHOCTU U 3aIIUTHl WH(POPMAIMOHHBIX PECYPCOB IOCYIapCTBEH-
HBIX OpraHoB B PO.

35. 3amura nepcoHalbHbIX JaHHBIX B OpraHu3aluuu (YUpexaeHUn).

36. Cnenuduka UCrob30BaHNs OCHOBHBIX METOAOB M CPEACTB 3alIUTH HHGOpManuu (Ha
npruMepe KOHKPETHON 00JIaCTH MPUMEHEHHS WIM KOHKPETHON OpraHU3allin).

37. 3akoHOonaTeapHass W HOPMaTHBHO-METOAMYecKass Oa3a apxuBHoro pena P® Ha
COBPEMEHHOM JTarle.

38. Opranuzanus apXuBHOTO Jieja B PO Ha cCOBpeMEHHOM 3Tare.

39. Paborta denepabHBIX apXMBHBIX YUPEKACHUH IO CO3IAHUIO M OpPraHU3alMU XpaHe-
HUS CTPaxoBOro GoH/Ia KONUI YHUKAIBHBIX U 0CO00 LIEHHBIX JOKYMEHTOB APXHBHOI'O
donna PO.

40. OcHOBHBIE HanpaBJIEHUS AeATeIbHOCTH DenepalbHOIO apXUBHOTO areHTcTea PO.

41. Opranuszanus A€ATeIbHOCTU apXUBOB JIOKYMEHTOB OpraHM3aluil (yupex1eHuil).

42. Opranuszanusi AesTeIbHOCTU CIIyKObl apXHUBHOTO XpaHEHUs JOKYMEHTOB OpraHu3aluu
(yupexneHnus).

43. HayuyHo-uccienoBarenbckas aesiTelIbHOCTh OOBEAMHEHHOTO TOCYJapCTBEHHOTO ap-
xuBa YenssOuHCKON 001acTH.

44. Paborta ¢ ¢poTO-, KHHO-, BUACO-A0KyMeHTaMi B O0beIMHEHHOM rOCyAapCTBEHHOM ap-
xuBe UensOnHCKOM 001acTH (IpyroM apXuBe MO BEIOOPY CTYICHTA).

45. 3natenbckas NeATeNbHOCTh MOCYAAPCTBEHHOrO (MYyHUIMIAIBLHOTO) apXuBa (apxuBa
OpraHM3alMH, YUPEKICHUS).

46. Buzyanuzanus 1esTeIbHOCTH apXHUBOB B METUAIIPOCTPAHCTBE.

47. DnexkTpoHHAs BBHICTABOYHAS JEATEIBHOCTh apXUBOB (Ha NMpUMEpe apXuBa MO BHIOOPY
CTYJICHTA).

1.4. MeToaguueckue MaTepuaJibl, ONpeAea0lIne NPoueIypbl OlleHNBAHUSA Pe3yJbTATOB
OCBOCHHS OCHOBHO npodeccnoHaNbHOM 00pa3oBaTeIbHOM NPOrPaMMbI

1.4.1. HopmaTuBHO-MeTOANYECKOE o0ecneyeHne rocyJapcTBeHHOM HTOrOBOH aT-
TecTaluu OOydYalOIIUXCs OcyllecTBiseTcss B cooTBeTcTBUM ¢ «llopsinkoM mpoBeaeHus
rOCYJapCTBEHHOIN MTOTOBOM aTTecTaly MO 00pa30BaTEIbHBIM IIPOrpaMMaM BBICHIETO 00pa-
30BaHUsl — I@porpamMmaMm OakajnaBpuaTra, IporpamMmaM CleUUajuTeTa M [porpaMMam
MarucTpatypsl (yTB. mpukazoM MunucrepctBa oOpa3oBanuss W Hayku P®D Ne 636 or
29.06.2015 ¢ u3Mm. u mom. ot 09.02.2016 Ne 86, 28.04.2016 Ne 502) u OoKaJIbHBIM aKTOM (T10-
J0KeHueM) oopasoarenbHON «O nopsAKe NpOBEACHUS TOCYJapCTBEHHOM UTOTOBOM aTTecTa-
mum» (ytB. 30.05.2016). AHanm3 ¥ MOHMTOPUHT TOCYJIApCTBEHHON HTOTOBOW aTTECTallUH
NPEJCTAaBICH B €XKEroJHOM COOpPHUKE CTAaTUCTHYECKHX MarepuanoB «l ocymapcTBeHHas
WUTOTOBAsI ATTECTALIUS.
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1.4.2. ®oH1 OLIEHOYHBIX CPEACTB JIA NOATOTOBKH M 3amuThl BKP:

— IIepeyeHb KOMIIETEHIIUI, KOTOPBIMH JIOJKEH OBJIa1eTh 00yYalOIIUICsS B pe3yIbTaTe
OCBOCHHUSI OCHOBHOH MpodeccuoHanbHOi 00pa30BaTeIbHONM IPOTPaMMBbI, TPOBEPSIEMBIX Ha 3a-
e BKP (cm. m. 1.1);

— OIKCaHUe MOoKa3aTeslel U KPUTEPUEB OLIEHUBAHUS KOMIIETEHIINMN, a TAKXKE IIKaJ
OIlcHUBaHUs (KpUTEPUH OIICHKU pe3ynbTaToB 3anuTel BKP) (cm. 1. 1.2);

— npuMepnsle Tembl BKP (cMm. 1. 1.3);

— coJiep>KaHuE HACTOSIIETO MyHKTA.

1.4.3. Tematuxka BKP. Temsr BKP ompenenstorcst Belmyckaromieil kadeapoit ucto-
pUH, MY3€OJIOTUU U JOKyMeHTOBeldeHUs. OOyuaroumcs MperocTaBiIsIeTCs MpaBoO BbIOOpa
TEMBbI U3 MPEUI0KEHHOT0 nepedHsa. Oco0yro HEHHOCTh B 3TOM IIEPEUYHE IIPEJICTABIISIIOT TEMBI
BKP, 3aka3annble Win NpeuioKeHHbIE 1715 pa3pad0TKU OpraHu3ausIMu (IPEANPUSTUSIME).

[Tpu BeIOOpE TEMBI OOYYAIOIIMIACS YUYUTHIBACT JMYHBIE TPO(ECCHOHATBHBIE HHTEPECHI,
BO3MOXXHOCTh MPAKTUYECKOTO HCIOJIb30BAHUS MOJYUYEHHBIX B Mpoliecce 00yueHus: 3HaHUN U
COOCTBEHHYIO HCCIICOBATENILCKYI0 MHUIMATUBY. [Ipu 3TOM OOywarommuiicst BrpaBe Ipen-
JIO)KUTh CBOIO TEMY, 0OOCHOBaB HEOOXOJUMOCTh U 1I€JIeCO00pPa3HOCTh €€ pa3padOTKU IS
NPAaKTUYECKOTO MPUMEHEHHUS B COOTBETCTBYIOLIEH 00JacTH MpodecCHOHANbHON IesTeNbHO-
CTH WJIM Ha KOHKPETHOM 00BeKTe mpodeccnoHanbHoil aesrenbHocTH. C y4eTOM MHTEPECOB
00y4Yaromerocsi U akTyajJu3alMd KOHKPETHBIX MPOOJEM TOKYMEHTALMOHHOTO O0ecreueHHs
yIOpaBlieHUs, pyKOBOJUTENb TAK)Ke BIPaBE MPEIIOKUTH JIJISl UCCIIEOBAHUS TEMY, HE BKIIIO-
YEHHYIO B IPUMEPHBIN MEPEUCHb B JAHHOM U3/IaHHH.

Tematuka BKP 1 ee Hay4dHbIi pyKOBOAUTEIh Ha3HAYAIOTCS B MEPBbIA MECSIl Hadala
peanu3ayu OCHOBHOM mpodeccnoHaibHoi 00pa3oBaTesibHON porpaMmel. [Ipu sTOM Hayu-
HBIf PYKOBOJIUTENb OCYIIECTBISIET PYKOBOACTBO HAay4HO-HCCIEA0BATEIbCKOM paboToil
MAarucTpaHTa B CEMECTPaX, OPUEHTHUPYS €€ Ha 3a1auu BKP.

He nmo3anee, ueM 3a 6 mecsIeB 0 AaThl Havaja rocyIapcTBEHHONW UTOTOBOI aTTecTa-
1K pukazoM «O0 yTBEP)KICHUN TEM BBITYCKHBIX KBaTH(UKannoHHBIX padot Ha 20.. — 20..
y4. TO», MOJIUCAHHBIM PYKOBOJIUTEIEM 00pa30BaTEIbHON OpraHu3alnu, 3a 00y4JarouumMcs
(HecKOMBKUMHU 00y4JarommuMucs, BermonHsonmmu BKP coBMecTHO) 3akperniseTcs Tema u Ha-
yuHbIA pykoBoauTeab BKP u3 uncna paboTHUKOB 00pa30BaTEIbHONM OpraHU3AIMK U TIPU HE-
00X0/IMMOCTH KOHCYJIBTAHT (KOHCYJIBTAHTHI).

1.4.4. DyHKIIUM HAYYHOTO PYKOBOJAUTEJIS:

— peryJsipHOe KOHCYJIBTUPOBaHKE 00y4YaroIIerocs mno Metoauke noarorosku BKP, or-
00py UCTOYHHKOB;

— nposeeHue nposepku roropHoct BKP n pexoMeHnganum 1o ucnpasiIeHUIO HENO-
CTaTKOB;

— uHpopMUpOBaHHE Kadeaphl, JeKaHaTa B ClIydyae HEYOBIICTBOPUTEIHHONU pPabOTHI
oOyyarormerocs;

— npoBepka BKP Ha 00beM 3auMCcTBOBaHMIA U pacredyaTrka c()OPMHUPOBAHHOTO OTYETA
13 OUIHAIBHO YTBEPKICHHON B 00pa30BaTeNIbHOM OpraHu3alud MporpaMMBbl;

— MOJATOTOBKA OT3bIBa 0 paboTe oOydaromierocsi B nepuos noaroroBku BKP u kade-
CTBE BBIIIOJIHEHHOM pabOTHI.

O3HaKOMHTBCS C OT3HIBOM OOYUAIOMIMIACS JOJDKEH HE MO3AHEE YeM 3a 5 KaJeHAapHBIX
nuen no qus 3amutel BKP.

1.4.5. TpeGoBanus k ¢popme u cogep:xxkanuo BKP

BKP mpencraBisier co0oil caMOCTOSITEIPHO BBINOJIHEHHYIO MpodeccHoHaTbHO
HAMpaBJICHHYIO 3aKOHYCHHYIO pabOTy MO KOHKPETHOW TeMe, CBSA3aHHOW C MpoduiemM
moAroToBKU «JlokymeHTarmoHHoe obecrieuenue ynpasierus» (JJOY), Oyaymieit kpanuduka-
1nueln OakaiaBpa, BUAAMM €r0 JEATEIbHOCTH, C PELIEHHMEM TEX THUIIOB 33/1a4, K KOTOPbIM OH

15



rOTOBUTCS (HAYYHO-MCCIIEIOBATEIBCKOM, TEXHOJOTUYECKOW, OpraHu3allMOHHO-YIIpaBiIeHYE-
CKOH).

BreimyckHas paboTa MOCBSIIEHA TEOPETHYECKUM, OPTraHU3aAlMOHHBIM, TEXHOJIOTHYE-
CKUM, METOJAMYECKUM U HMHBIM NpolieMaM JOKYMEHTAIMOHHOTO OOeCreueHus: YIpaBJIeHUS
(A0Y).

BKP 6akanaBpa gomkHa coliep:kaTh CUCTEMHBIN aHalu3 00beKTa (IpeaMeTa) MpaKTH -
YECKOUW JIESATEIIBHOCTH B KOHKPETHON MPOQECCHOHATBHOW O00JacTH, KaK MPaBHIO, OIH-
paroniuiicsi Ha U3BECTHBIE MOJIETTH U MeTOAUKH uccienoBanus. BKP 6akanaBpa MoxeT ocHO-
BBIBATHCS HAa OOOOINEHUM BBHIMOJIHEHHBIX KYpCOBBIX PabOT, a TakKe CTaTed M JOKJIAJOoB,
MOJITOTOBJICHHBIX 00YYaIOIIUMHUCS.

1.4.6. IlpoBepka BKP na 00beM 3aumcTrBoBanus. /[ nposepku tekctoB BKP na
00BbeM 3aMMCTBOBAHUS, B TOM UYHCJE COACPKATEIHLHOTO, BBISIBICHUS HEMPABOMOYHBIX 3aUM-
crBoBanmii B UI' MK oduuuanbHO HCIONB3yeTCs CEPBUC MOUCKA TEKCTOBBIX 3aWMCTBOBAHHI
«PyxontekcT». Pazpaborunk — OAO «llenTpanbubiii KouiekTop O6ubmuorek “BUBKOM™».
JocTyn K cepBUCY BO3MOXKEH 10 ajpecy http://rucont.ru nnm u3 cern YI'MK.

O0BeM OPUTHHAIILHOTO TEKCTa JODKEH ObITh He MeHee 61%. Cpenn 3aMMCTBOBaHHBIX
HUCTOYHUKOB HE MOXET OBITh CCBIJIOK Ha KOJUICKIIUU TOTOBBIX CTyACHUECKHUX paboT. Jlomy-
CTUMBIN IPOLEHT HUCIOJIb30BAHMS Ka)KJOr0 MCTOYHHMKA, OTPAXKEHHOTO B OTYETE O pe3yJibTa-
Tax IPOBEPKHU JIOJKEH ObITh HE Oosee 2%. IIpeBbllieHne 10MycTUMOro NpoLEHTa UCIOJIb30-
BaHUS 3aKOHOJATEIbHBIX U HOPMATUBHBIX JOKYMEHTOB JOJIKHO OBITh OOOCHOBAHO B OT3BIBE
HAy4YHOT'O PYKOBOJUTEIIS.

[Topsimox mpoBepku BKP Ha 00beM 3auMCTBOBaHMSI YTBEPKIEH YYEHBIM COBETOM
UI'uK.

1.4.7. Cpoxkn BbInojiHeHusi u npegocraBiaeHuss BKP. Cpoku Beimonnenus BKP
OTIPECTSAIOTCS KaJICHIAPHBIM Y4eOHBIM T'paKOM COOTBETCTBYIOIIEH 00pa3oBaTeIbHOU
IIPOrpaMMBl.

Cpoku npenoctasienuss BKP Ha okoHuaTenbHyto npoBepky — 14 xaneHIapHbIX AHEH
110 3anuThl. OOy4JaroMicsa A0HKEH NpencTaBuTh pykoBoauTento BKP B meuatHom u aiek-
TPOHHOM BHUJE, Tipu 3TOM (haiin ¢ paboToll moimkeH HaszbiBaThesi VKR damunms mHUIIATBI
aBtopa, Hannpumep, BKP CMMPHOBA HU. B. u coaepxaThb B OTHOM JIOKYMEHTE BECh TEKCT
paboThL, T. €. TUTYJIBHBINA JTUCT, OTJIABJICHHE, COOCTBEHHO TEKCT, CITUCOK MUCTIOIh30BAHHBIX HC-
TOYHHUKOB, IPUIIOKEHUS.

Jo odunmansnoii cnaun BKP Ha ycMmoTpenue Bbimyckaromeid Kadeapbl MOKET ObITh
IIPOBEJICHA NpOLEaypa MPEN3alUTEl U HOPMOKOHTposid. dDopmaT M JOKyMEHTAaMOHHOE
COIIPOBOXJICHUE TpeABapuTenbHor 3amuthl BKP onpenenstorcst BeImyckaromel kadeapoil.
Lenp npenBapuUTENbHON 3aIUTHI COCTOUT B BbIsICHEHHM cTeneHu roroHoctu BKP. Ilpu He-
obxoauMocTtu obyyaromuiics nopadareiBaeT BKP ¢ yuerom 3ameuanwuii 1 peKoMeHIaIHid, 1o-
JyYEHHBIX B X0JI€ OOCYKJIEHHS MPEeCTaBICHHOI paboThl. Llens HOpMOKOHTPOIIS — omnpeaene-
nue BKP Ha cooTBeTCTBHE MpenbsABISEMBIM TPEOOBAHUSAM K CTPYKTYpe, O(POPMIICHHIO,
COCTaBJICHUIO OUOMHOrpaduyecKux OMUCAHHUM JOKYMEHTOB B CIHCKE HCIOJIb30BAaHHOW JIH-
teparypbl. OOydaromuiicss 00s3aH YCTPaHUTh BCE 3aMEYaHWsl, BBISIBICHHBIC B PE3yJIbTATE
HOPMOKOHTPOJIA.

[Tocne mpenoctasienus ooydarommmcs BKP (B medaTHOM M 3JIEKTPOHHOM BHJE) HA
BBIITYCKAIOIIYIO Kaenpy HayYHbIH PYKOBOAUTEIb TOJIKEH:

— ocymrectBUTh IpoBepKy BKP Ha 060BbemM 3auMCcTBOBaHHS,

— HOArOTOBUTH «OT3bIB HAYYHOI'O PYKOBOAMTENS Ha BBITYCKHYIO KBATH(PUKAIIMOHHYIO
paboty» (cm. [Tpunosxenue 4).

[IpeBbilieHHE YCTAHOBIEHHOTO JIOMYCTUMOTO YPOBHS 00beMa U COJEp)KaHUs 3ahM-
CTBOBaHUM, OTpaxxE€HHbIX B «OTUeTEe O MPOBEPKE HA HAJIUYKME 3aMMCTBOBAHUID, HE SIBISETCS
ocHoBanueM i Henomycka BKP k mponeaype 3ammrtel. OO0beM OpUTHHAIBHOCTH TEKCTa
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BKP u nonmycTuMblid MPOUEHT MCIIOJIb30BAHUSI UCTOUYHHUKOB SIBJISIETCS OAHUM W3 KPUTEPUEB
OILICHKH pe3ysbTaToB 3amuThl BKP u BkiItoueH B mIkany olleHMBaHUA (CM. TaOJl. 2 HACTOS-
LIETO U3/1aHNUsA).

Brimyckaromast kadeapa odbecriednBaeT 03HAKOMIIEHUE 00Y4aloIIEerocsi ¢ OT3bIBOM Ha-
YYHOTO PYKOBOJMTENS, OTYETOM Ha O0OBEM 3aMMCTBOBAHHS HE MO3JHEEC YeM 3a 5 KaJeHaap-
HBIX IHeH o aHs 3amuThl BKP, mpu ycnosuun cBoeBpemenHoi cnaun BKP oOyuaromummcs Ha
kadenpy.

He no3anee uem 3a 2 kaneHaapHbix AHS 10 AHA 3auuThl BKP B rocygapcTBeHHYO 3K-
3aMEHAIMOHHYIO KOMHUCCHIO MEPEIAI0TCS:

— TIeYaTHBINA (COPOUTIOPOBAHHBIN WIIH MEepeIIeTeHHBIN ) dKk3eMIusip BKP;

— 2JIeKTpOHHBIN BapuaHT BKP;

— OT3bIB HAYYHOI'O PYKOBOJIUTEIIS;

— OoT4eT Ha 00BEM 3aUMCTBOBAHHUSL.

— akT o BHeapeHuu (st BKP, Hanucanupix no 3akaszy npennpustus) (Ilpunoxenue
5);

— perieH3us (PereH3nN )

1.4.8. Pasmemenue texcra BKP B 3jexTponHo-0ubauoreynoii cucreme (IBC).
Texctet BKP pasmematorcs B HanmonansHoMm 1mudgpoBom pecypce «PYKOHT» (paspabort-
gk OAO «lenTpanpHblii komiekrop 6udanorek “BUUBKOM™»).

[Topsinok pa3mernienus: TekctoB BKP B 31eKTpoHHO-OMOINOTEYHONW CHCTEME YTBEp-
J)KJieH yueHbIM coBeToM Ul 'MK.

1.4.9. Cpoxu 3amutsl BKP. Cpoku 3amutsl BKP onpenensitorcs kaneHIapHbIM
y4eOHBIM I'papKOM COOTBETCTBYIOIICH 00pa30BATEIILHOM MPOTPaAMMBI.

He noznnee yem 3a 30 kajneHAapHbBIX JHEW 10 AHS NPOBEIEHHUs MEPBOrO rocynap-
CTBEHHOT'O aTTECTALIMOHHOTO UCTIBITAHUS PACTIOPSAUTEIILHBIM aKTOM yYTBEPKIa€TCs paciuca-
HUE TOCYJapCTBEHHBIX aTTECTAMOHHBIX UCIBITAHUI, B KOTOPOM YKa3bIBAIOTCS AAThl, BpEMs
U MECTO MPOBEJACHUS TOCYAAPCTBEHHBIX aTTECTAIMOHHBIX HCIBITAHUM, B TOM YHCIE 3aLIUTHI
BKP. Ilpu dbopMupoBanuu pacrnucaHusi yCTaHABIMBAETCS MEPEPhIB MEXAY TOCyIdapCTBEH-
HBIMU aTTECTALlMOHHBIMHU HCIBITAHUSMU MPOJOJDKUTEIHLHOCTHIO HE MEHEe 7 KaJeHIapHBIX
IHEHN.

1.4.10. Jonyck k 3amute BKP. K 3ammre BKP nomyckaercs oOyuaromuiics, He
HMeIINA aKkaJeMHuYecKoil 3210JKeHHOCTH U B TTIOJTHOM 00beME BBITTOJIHUBIINN YICOHBIN
IUIAH WA WHAWUBUAYAIbHBIH Y4eOHBIM IUIAaH 1O COOTBETCTBYIOMICH 00pa3oBaTebHOM
IporpaMMe BBICHIETO OOPa30BaHMS M MOJYYMBLINI MOJOKUTENBHYIO OLEHKY Ha rocyaap-
crBeHHOM 3k3amene. K 3ammre BKP obyuatonecs nomyckaroTcs Ha OCHOBaHUM npukasa «O
JIOIYCKE K FOCYJapCTBEHHOM UTOTOBOM aTTECTALIUM.

1.4.11. poueaypa 3amutbl BKP. 3acenanue 'K no 3amure BKP npoBoasitcs
npejacenaTeneM KOMUCCHH.

JlokymeHTanmoHHoe conpoBoskaeHue 3amuTel BKP Brirtouaer:

— BKP o0Oyuaromuxcsi, TOMyIIeHHBIX K 3aIIUTE;

— OT3bIB HAYYHOT'O PYKOBOJIUTEIIS;

— akTel 0 BHeApeHuu (s BKP, HanncanHbIX 10 3aKa3y npeanpusTus);

— OTYETHI HAa 00BEM 3aMMCTBOBAHUI;

— KOIIMHU BCEX MIPUKA30B, CBSA3AHHBIX C TOCY/IapPCTBEHHOM UTOTOBOM aTTECTALIUEH;

— ManKy Ha KaXJa0ro odydaromierocs, nomymenHoro k 3ammre BKP, conepxamas 3a-
YETHYIO KHUXKKY, TIUYHYIO U Y4EOHYIO0 KapTOUKU, TOPTHOIUO U T. 11.);

— m3nanne «BpITycKkHas KBaTH(pUKAIMOHHAs paboTa MO TIporpamme OakajiaBpHhara
«JloKyMEeHTOBEICHUE U apXUBOBEJICHUE» 110 HampaBieHUIO nmoarotoBku 46.03.02 JlokymeH-
TOBEJICHHUE U aPXUBOBEJICHHE: TPEOOBAHUS M METOAMUYECKUE YKA3aHUS 10 BBITIOTHEHHIO» (Ye-
ns6uHCK, 2023);
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— onMcaHue mKankl oneHrBanus BKP;

— BK3aMEHAlMOHHYIO BeIoMOCTh 3anuThl BKP.

[Topsimok 3amuter BKP:

— BCTYNHUTEJIbHOE CJIOBO O0OYydYarollerocs C HCIOJb30BaHUEM Ipe3eHTanuu (B
nporpamme PowerPoint) (He Gonee 10 MUHYT), B KOTOPOM MPHUBOIATCS 0OOCHOBAaHHE TEMBI,
00BEKT, IpeIMET HCCIEAOBaHUs, 1eJIb U 33aul pabOThl, XapaKTePUCTUKA MCIIOIb30BAHHbBIX
WUCTOYHUKOB W JIUTEPATYPhI, BBIBOJBI MO pabore. BRICTyIICHHE HA 3aIIUTe JOJIKHO OBITH
KpaTKUM, YETKUM, KOHKPETHBIM, KOPPEKTHBIM 10 OTHOLIEHUIO K MHEHHUIO PELICH3EHTA U 4Jie-
HaMm ['OK, komneram. TeKCT BBICTYIUICHUS Ha 3alllUTE I€JI€COO0pPA3HO MPEIBAPUTEIHHO
COrJIacoBaTh C HAYYHBIM PYKOBOJUTENEM;

— OTBETHI Ha BOonpockl WwieHoB [ OK;

— BBICTYIUICHHE HAYYHOTO PYKOBOJMTENS; B CIIy4ae €ro OTCYTCTBUS OT3bIB 3aUUTHIBA-
eT 110001 u3 wieHoB I'OK;

— OTBETHI 00YYarOIIEerocs Ha BOMPOCH! U 3aMEUYaHUsl, IOCTABJICHHBIC B PELIEH3UU U OT-
3bIBE.

Pemenne I'OK o pesynprarax 3ammutel BKP nmpuHuMaeTcs mpocTbiM OOJBITMHCTBOM
roJIOCOB OT YHCJIA JIMLI, BXOJSUIMX B COCTaB KOMUCCHUU M Yy4YaCTBYIOIIMX B 3acenanuu. llpu
pPaBHOM UHCJIE TOJIOCOB MpeceaTeNb KOMUCCUU 00J1alaeT MpaBoM peltaroniero roiuoca. [Ipu
IPUHIATUN pelieHus o pesyapratax 3amuTel BKP unenst 'DOK pykoBOACTBYIOTCS MIKaION
oneHuBanus (mm. 1.2.2). Pemienwe, npuHATOE KOMHCCHEH, O(DOPMIISIETCS IPOTOKOIOM.
Pesynbratel 3amutel BKP 00bsBIsIOTCS B ICHD €€ IPOBEICHUS.

1.4.12. JInsa oOyvaronuxcsi U3 4ucyia nHBaM0B 3amuta BKP mpoBonutes ¢ yderom
0COOCHHOCTEH MX MCUXO(PU3UIECKOTO Pa3BUTHS, HHIUBUIYATbHBIX BOZMOXXHOCTEH U COCTOS-
HUS 3/10pOBbA (Janee — UHaUBUAYyaldbHble ocoOeHHocTH). Ha 3amurte BKP obecnieunBaercs
coOroieHre O0MKX U crenurUecKkux (B 3aBUHCUMOCTH OT WHAMBHUIYAIbHBIX OCOOCHHOCTEH
o0Oyyaromuxcs) TpeOOBaHUM.

2. ONUCAHME MATEPUA/IbHO-TEXHWUYECKOI BA3bl, HEOBXOAVMO ANA NOArOTOBKN W
3ALLUTLI BKP

Jns nmonroroBku BKP uncnonb3yrores ayniuTopuu Uis caMOCTOSITEIbHOM paboThl,
OCHAILIEHHbIE KOMITBIOTEPHOU TEXHUKOM C BO3MOKHOCTBIO MOJIKIIIOUeHHs K ceTu «HTepHeT»
1 00ecreYeHHbIe JJOCTYIIOM B 3JIEKTPOHHYIO HH(OPMAIIMOHHO-00pa30BaTeIbHYIO Cpey opra-
Huzauuu. 3anmrta BKP npoxoaut B yueOHbIX ayiuTOopusix coriaacHo pacnucanuto ['MA.

JIuuieH3MOHHOE W CBOOOJHO pacHpoCTpaHseMOe MporpaMMHoe obecriedeHue: Mi-
crosoft Windows, Microsoft Office 2007, Google Chrome, Internet Explorer,
Kasperskyendpointsecurity 10.

YACTb II. METOANYECKUE YKA3AHA NO BbIMOJIHEHNIO BKP

1. OCHOBHBbIE 3TANbI BbIMNOJIHEHMA BKP

Pa6oTa nag BKP HaunmHaeTcst ¢ yCTaHOBOYHOUW KOHCYJIBTAIIMM HAYYHOT'O PYKOBOJIUTE-
7151, B XOJIe KOTOPOH OIpeesisieTcst oo1as crparerus padoThl, HAMEYAOTCS LEIH U 33/1a4H UC-
CJIeJIOBaHMsI, €ro NpeaBapuTenbHas cTpykrypa. Hanmucanne BKP npenmnonaraer BeinoiaHenue
CJIEIYIOIINX OCHOBHBIX 3TaIlOB.
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IIpeaBapurenbHoe usydyenue tembl BKP. Kpome ycTaHOBOYHOM KOHCYJIbTAllMM HA-
YYHOTO pyKoBoJuTelNs oO1iee mpencraBienue o teme BKP moMoryT momyduTs COOTBETCTBY -
IOIIHE pa3zenbl U pyOpuKH y4eOHBIX, CIIPABOYHBIX M3/IaHUH, MaTepUabl, TPEACTABICHHBIC B
m23u24.

Onpeoenenue XpoHoaocuieckux pamok ouodnuozpaghuuecko2o noucka B COOTBET-
cTBUM ¢ ocobeHHOocTsAMU TeMbl BKP, nmocTaBieHHbIME LIETSIMU U 33/1a4aMHU.

Hcmounuku nanucanus 6blnycKHoOU padomul:

3akoHoOAaTeIbHbIC, HOPMATUBHBIC IIPABOBLIC AKTHl U HOPMATHUBHO-METOJUYECKHE
JIOKYMEHTBI, OTIPEICISIOIINE MTOPSAIOK JOKYMEHTAIMOHHOTO 00ECTIeUeH s yIpaBICHUS;
TEPMHUHOJIOTUYECKUH U uHble HalmoHaIbHBIE ['OCTHI;

» CrenunaibHas npodeccuoHaabHas JuTeparypa (Ipex/ie BCero, myOauKaliu B mpo-
deccruoHanbHON TEpUOAMKe - KypHasuax «Jlejonpou3BoacTBo», «/leionpousBoacTBo u
JOKYMEHT0000pPOT HA mpeanpusaTun», «CnpaBoyHUK cekpeTrapsi U oduC-MeHeIKepay,
«Cexkperapb-pedepeHT» U Ipyrue U3JaHus, OCBEIIAIOIINE BOPOCH! YIIPABICHUS TOKYMEH-
TaMH, JOKyMEHTAIIMOHHOTO O0ecreueHus] yIpaBieHus, MpaBuiaa pabOThl C JOKYMEHTaMH,
COBpEMEHHBIE MOAXOJAbl K OpPraHu3alud JOKYMEHTOOOOpOTa, perucrpanuu 1 oQpopmiIeHUs
JIOKYMEHTOB, KOHTPOJISl UX UCIIOJIHEHUS, IEPEAAYN B apXUB U JIp.;

» Baxueirmmii uctroynuk Hanucanus BKP — Heomy6JmKoBaHHBbIE JTOKYMEHTBI
opraHm3anuu — 0a3bl HCCICAOBAHMA (10KATbHbIE HOPMAMUGHbIE AKMbl, YCMAGHbIe,
UHCMPYKMUBHbIE U NP. OOKYMEHmMbl U Mamepuaivl, HAPUMEDP, HOMeHKIamypa oell noopazoe-
JIeHUsL Op2aHU3aAYUL, OOIHCHOCMHASL UHCMPYKYUS, UHCIPYKYUSL NO 0eJIONPOU3BO0CMEY, NIAHO-
8ble 1 omuemmuvie OOKYMeHmbl, OP2aHU3AYUOHHO-PACNOPAOUMENbHAS OOKYMEHMAayus u np.);

» YueOHast nuTeparypa (yueOHuxu, yuebnvle nocoous);

» DJEKTPOHHBIC PeCypchl, 0C000€ BHUMaHUE MIPU 3TOM OOpAaTUTh HA HAyYHBIC JJICK-
TPOHHBIE OMOINOTEKH, COAEPIKALLUE TIOJTHOTEKCTOBBIE JOKYMEHTHI;.

3a MOMOMUIBIO TIO BBISBICHUIO JTUTEPATYPHI [0 TEME MOXKHO 0OpaTUThCs B MH(OpMAILIU -
OoHHO-OMOMMorpaduueckuii oraen 6udanoTexu (ayzd. 24, 2 xopmyc), o reiedony 268-95-22
(m106. 1-42), B rpynny Oubnmoreku BKonrtakTte https://vk.com/club82274481, nmo anpecy
anekTpoHHOH mouTkl mailto:lib-fdk2@chgaki.ru wnu npyrue 6ubimoreku ropoaa.

Cocmasnenue kapmomexku nyoauxkayuit no meme. Paboudas xapToTeKa BKIIOYAET
oubnmorpaduueckyro nHGopManu 000 BCeX BBISBICHHBIX JOKyMeHTax 1o teme BKP. buo-
nuorpaduyueckue OMUCAHUS JTOJDKHBI 00A3amelbHO COOTBETCTBOBATH TPEOOBAHUSIM CIIEAY-
IOLUX CTAHAAPTOB:

— I'OCT P 7.0.100-2018 bubauorpaduyeckas 3anuch. bubnuorpaduueckoe omnuca-
Hue. O6uue TpeOOBaHUS U MTPaBUIIa COCTABICHHUS;

— T'OCT P 7.0.80-2023 bubmuorpadudeckas 3anuch. 3aroaoBok. Obmue TpedoBa-
HUS ¥ IpaBUJjia COCTABJICHUS;

— T'OCT P 7.0.12-2011 bubnuorpaduueckas 3anuch. CokpaiieHue cjIoB 1 CI0BOCO-
YeTaHUl Ha pyccKoM s3bike. O01mue TpeGoBaHus U MTpaBUIIa.

— T'OCT P 7.0.108-2022 bubnuorpaduueckre CChbUIKH Ha 3JIEKTPOHHBIC JOKYMEHTHI,
pasMeleHHble B HH(OPMAIIMOHHO-TEJIEKOMMYHUKAMOHHBIX ceTsx. OOmme TpeboBaHHS K
COCTaBJICHUIO ¥ 0(OPMIICHHUIO

C mpumepamu OuOIMOrpadUUeCcKuX OMUCAHHNA TOKYMEHTOB HEOOXOJIUMO O3HAKOMH-
Thes Ha caiite Hayunoit 6ubnmoreku UI'MK B pasznene B pazaene «OdopmiieHre HAyYHBIX pa-
00T» http:/lib.chgik.ru/jirbis2/index.php?option=com content&view=article&id=328&Itemid=483
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file://server-main2/%D0%9E%D0%B1%D1%89%D0%B8%D0%B5%20%D0%B4%D0%B0%D0%BD%D0%BD%D1%8B%D0%B5%20(%D0%9D%D0%95%20%D0%94%D0%9B%D0%AF%20%D0%A5%D0%A0%D0%90%D0%9D%D0%95%D0%9D%D0%98%D0%AF)/%D0%A4%D0%94%D0%9A%D0%B8%D0%A2/%D0%9A%D0%B0%D1%84%D0%B5%D0%B4%D1%80%D0%B0%20%D0%B4%D0%BE%D0%BA%D1%83%D0%BC%D0%B5%D0%BD%D1%82%D0%BE%D0%B2%D0%B5%D0%B4%D0%B5%D0%BD%D0%B8%D1%8F%20%D0%B8%20%D0%B8%D0%B7%D0%B4%D0%B0%D1%82%D0%B5%D0%BB%D1%8C%D1%81%D0%BA%D0%BE%D0%B3%D0%BE%20%D0%B4%D0%B5%D0%BB%D0%B0/%D0%95%D0%BA%D0%B0%D1%82%D0%B5%D1%80%D0%B8%D0%BD%D0%B0%20%D0%9B%D0%B0%D0%B1%D0%BE%D1%80%D0%B0%D0%BD%D1%82/%D0%BA%D0%B0%D1%84%D0%B5%D0%B4%D1%80%D0%B0/%D0%A3%D0%9C%D0%9A%20%D0%A0%D0%9F%D0%94%20%202-3%20%D0%BF%D0%BE%D0%BA%D0%BE%D0%BB%D0%B5%D0%BD%D0%B8%D0%B5%D0%BA%D0%B0%D1%84%D0%B5%D0%B4%D1%80%D1%8B%20%D0%94%D0%98%D0%9C/%D0%94%D0%9E%D0%A3/2%20%D0%BF%D0%BE%D0%BA%D0%BE%D0%BB%D0%B5%D0%BD%D0%B8%D0%B5/%D0%A3%D0%9C%D0%9A%20%D0%93%D0%9E%D0%A1%D1%8B,%D0%92%D0%9A%D0%A0,%D0%9A%D0%A0/%D0%A3%D0%9C%D0%9A/Application%20Data/Microsoft/%D0%90%D0%B4%D0%BC%D0%B8%D0%BD%D0%B8%D1%81%D1%82%D1%80%D0%B0%D1%82%D0%BE%D1%80/Application%20
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H3yuenue numepamypot no meme. VI3ydeHue BBISBICHHBIX ITyOJUKAIMA 11€1€C000-
pa3HO HAUMHATH C U3JAHUI MOCJIEeIHUX JIET, OCBEIIAOLIUX MPOOIeMy B LIETOM. DTO TOMOXKET
YBUJIETh M3Y4aeMyI0 TeMY BO BCel ee INyOMHe ¥ MHOTOACIEeKTHOCTH, OLEHHUTh pa3paboTaH-
HOCTb TE€MbI B CIIECLUAIBHON JIUTEpaAType, a B HaJIbHEHIIEM — onpeAesuTs cTpyktypy BKP. B
XOJI€ M3Y4EHMs JIUTEpaTypbl KOHCIIEKTHI, padouue 3amuCH, KOIHMM CIEIyeT AeIaThb TaKUM
00pa3om, yTOOBI B JAIbHEHIIIEM JIETKO MOXKHO OBLJIO KOPPEKTHO U IPAMOTHO O(OPMUTH CChLI -
Ky Ha Ty WK UHYIO LIUTATY.

B mnpomecce pabGoThl Haj HMCTOYHMKAMHM M JIMTEPATYypOH PEKOMEHIYeTCs JAenaTh
BBINKMCKY U 3aMETKH 10 (paKTaM, COOBITHSIM, OTHOCAIIMMCS K M30paHHON TeMe, a TakKe Ja-
BaTh KpaTKUe OICHKHU (PEe3i0Me) O HAIMYMKU COOCTBEHHOM KOHIEMIMHU aBTOpa KHUTH, MyOIH-
Kallud IO UCCIIEAYEMOMY BOIpOCYy. B Kaknol BBINMCKE CIEAYET TOYHO YKa3blBaTh UCTOY-
HUKHU U JINTEPATYPY C BBIXOJHBIMU JAHHBIMHU, OTKYZA CJEJIaHbI BHITUCKH.

B xone ucropuorpaduyeckoro UCCIe10BaHus U U3YYEeHUSI HCTOYHUKOB COCTABIISCTCS
U COTJIACOBBIBAETCSA C HAYYHBIM pyKOBoAuTEeIeM opueHTHpoBouHbIM maH BKP. Ero okoH-
YaTeNbHbIM BapUAHT COCTABISETCS MOCIIE MPOPAOOTKA OCHOBHBIX MCTOYHUKOB. JlanbpHel e
M3MEHEHUs B IUIaHEe He0OXOJUMO COTJIaCOBBIBATH C HAYYHBIM PYKOBOJUTEIIEM.

Ilposeoenue uccnedosanusa. JJannslii 3tan paboThl IO CBOEMY COJEpKaHHIO, (hopMam
U cpoKaM npoBeeHus onpeaensercs Temo BKP. Yame Bcero yxe B caMoM Hadaje paboThl,
KOHCYJITUPYSCh C HAyYHBbIM PYKOBOJIUTENIEM, HEOOXOAUMO IPOAYMAaTh LEIU U 3aJa4u UC-
CJIeIOBaHMs, COOTHOCS uUX ¢ ueiasmu u 3amadamu BKP, ompenenuth uccienoBaTelbCKHi
MHCTPYMEHTApH 1 6a3y 1S IPOBEJICHUS UCCIIETOBAHMA.

bazamu nccnenoBaTenbCkoi 4acTH pabOThl MOTYT OBITh CITyKObI JOKYMEHTAILIMOHHOTO
obecrieyeHnsl yIpaBiIeHUs, KaJpOBbIe CIY>KOBI U TMOApa3AeieHUs OpraHU3allid U yUpexse-
Huil. Onpenensis 6a3y uccieloBaHus, JTydllle MPOKOHCYJIBTUPOBATHCS C HAYYHBIM PYKOBOJIU-
TEJEM.

Ymounenue cmpykmyper BKP. 11nan BKP, coctaBneHHbli ipeABAPUTEILHO, HA JaH-
HOM JTale YTOYHSAETCS W JAETAIU3UPYETCs B COOTBETCTBUU C HMMEIOIIMMCS MaTEpHAJIOM.
YTOYHEHHBIN BapHaHT IUIaHA JOJHKEH OBITh BHOBH COTJIACOBAH C HAYYHBIM PYKOBOJUTEIEM.
Bonee moapoOHO 00 OCHOBHBIX CTPYKTYpHBIX deMenTax BKP — cwm. m. 2.2.

Hanucanue mexcma BKP. B BKP HeoO0XxoaumMo mpoaeMOHCTPpUPOBATh, HE TOJIBKO
BJIQJICHUE HABBIKOM BBISIBICHHUS U WU3YUYEHUS JUTEPATYpPhl MO0 TEME, HO U YMEHHUE JIOTUYECKU
U3JI0’KUTH OCHOBHOE COJIEP’KaHUE U CAMOCTOSITEIbHO 0000IINTh, HHTEPIIPETUPOBATh MATEPH -
all, a TaKkKe MPOJEMOHCTPUPOBATh COOCTBEHHYIO TOUKY 3PEHHS HAa M3ydaeMylo Mpobiemy.
OcHOBHOE cojiepKaHuE pabOThl COCTABISIET CaMOCTOSTENBbHBIN aHANU3 MPAKTUYECKOW Jes-
TEJIbHOCTH OPTraHM3aluid U YUYPEKICHUMN, IPEICTABICHHON B II€YaTH, a TAKXKE HEIOCPeN-
CTBEHHO M3y4YaeMOMW CTyJIEHTOM B OpraHHU3aIUsIX U YUPEKICHUSX, ONPEACIICHHBIX B KaUeCTBE
0a3bl Ucclen0BaTeIbCKONW YacTu. BakHO 0000IINTh HAKOIUICHHBI OpraHU3alUsAMHU U y4pe-
xaeHusaMu onsIT JIOY u apXuBHON AeSTENbHOCTH, BBISIBUTH HanboJee 3HaYUTENbHOE, HOBOE,
MHHOBAIIMOHHOE B UX IPAKTHYECKON JeATeNbHOCTH. IIpu 3TOM HEOOXOOUMO OTMETUTH, Ha-
CKOJIBKO IOJIy4eHHBIE JaHHBIE COOTBETCTBYIOT 3aKOHOJIATEIbHBIM U HOPMAaTUBHBIM TpeboBa-
HUSIM, TEOPETUYECKUM Pa3paboTKaM, METOAMYECKIM PEKOMEHAALUSAM H Jp.

Hcrounnkosoii 6a3oit BKP siBistoTcs pasHOo0Opa3Hbie OMyOIMKOBaHHbBIE U HEOMyOJIH -
KOBaHHbIE JOKYMEHTBI, Ha KOTOpbIe HEOOXOUMO cChliaThes. VICroab30BaHUE LIUTAT SIBISIET-
sl 00sI3aTENIbHBIM YCIIOBUEM OOBEKTUBHOCTH M3JIOKEHHUs MaTepuana. B coorBercTBUM € 3TH-
KOM Hay4yHOrO U3JI0KEHUS, Ha/ll0 CTPOTO CJIEIUTH 3a MPABUIBHOCTHIO LIUTUPOBAHMS U COOT-
BETCTBUEM CCBHUIOK Ha HCTOYHHUKH, 1O BO3MOXKHOCTH pa3efiiTh yIOMUHAeMble B paboTe
pe3ynbTaTel (MAEH, TMIOTE3bl M T. II.) pa3HbIX aBTOPOB M, COOTBETCTBEHHO, OTIEIbHO
CCBLIAThCSl HA HUX; CIIOCO0 U popMa M3II0KEHUSI MaTepuaia JOJKHBI 00JIerYUTh TOHUMAaHKe
YUTaTeNIEM TOTO, KAaKUE U3 Pe3yNbTaTOB (MICH, TMIOTE3 U Tp.), YIIOMUHAEMBIX B paboTe, sIB-
JISIOTCSL aBTOPCKUMU, @ KaKue — MPOTYKTOM 4Y>KOTr0 TBOpUECTBa (C TOUHOM CCBHUIKOM Ha HUC-
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TOYHUK B COOTBCTCTBHU C MNPHUHATBIMH Tpe6OBaHI/ISIMI/I I_[I/ITI/IpOBaHI/ISI) WK YyiKC€ CTallu
obmenpuHaTeiMi. O0IIHe TpeOOBaHHS K HUTUPYEMOMY MaTepuay CBOJISTCS K CICIYIOIINM
00513aTeNTbHBIM YCIIOBUSIM:

— nyTara AO0JIXKHa OBITH HEPA3pbIBHO CBA3aHa C TCKCTOM (CJ'IY)KI/ITI) JO0Ka3aTeJIbCTBOM
WU TIOJITBEPKJICHUEM BBIIBHHYTHIX aBTOPOM ITOJIOKECHUH );

— LUTHPOBATH HAJIO MOJHO (0€3 IPOU3BOIBEHOTO COKpAIIEHHS TEKCTa) M TOYHO (COOT-
BETCTBEHHO aBTOPCKOMY TEKCTY, IPaMMaTH4eCKOH (opme), CChUIKAa Ha MCTOYHHUK JIOJDKHA
BKJIFOUATh yKa3aHUE HOMEpa CTPAHHUI], HAa KOTOPBIX COJCPKUTCA IuTaTa. Bo m3bexkanue u3-
OBITOYHOCTH TEKCTA JIOMYCKAETCSI MPOITYCK B IIUTATE, HO IIPU 3TOM CMBICI TEKCTa HE JOJKEH
UCKaKaThCs (POITYCK CJIOB 0003HAa4YaeTcsi MHOroTounem). Llutaty MOKHO M3JI0KUTH U c00-
CTBEHHBIMH CJIOBAMH, €CJIH [IPU 3TOM HE HAPYILIACTCS LEIOCTHOCTh U3JI0KEHHUS M HE HCKaKa-
CTCA aBTOPCKasd MBICJIb. CchplIKa Ha HCTOYHHUK B 3TOM CJIydac nNpuBOAUTCS oe3 YKa3aHus KOH-
KPETHOW CTPaHHMIIBI U3 HCTOYHUKA;

— TIPU UUTHPOBAHMU CJEIyeT M30eraTb M30BITOYHOCTH U HEJOCTaTOYHOCTH, TaK Kak
HA30BITOYHOE OUTUPOBAHUEC CO3AACT BIICHATIICHUC KOMITWIATHBHOCTU pa6OTBI, a HEaoCcTaro4-
HOCTh CHIDKAET €€ HayYHYIO IIEHHOCTb;

— TCKCT NUTAThI HGO6XOI[I/IMO 3aKJII0YaTh B KaBbIYKHU, KAKAYIO HUTATY COIIPOBOXKAATH
yKa3aHHEM Ha UCTOYHUK.
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CrnemyeT MOMHHTB, YTO K IUTUPOBAHUIO HY)KHO MIPHUOETraTh TOIHKO TOT/IA, KOTAA JCH-
CTBUTEJILHO HEJb3s1 0OONUTUCH 0€3 CChUIKM Ha TOKYMEHTHI (3aKOHBI, CTAHJAPTHI U T. 11.), @ TaK-
’K€ MHEHHUS BEIyIIUX YUCHBIX U crienuaiucToB. [Ipu n3noxkeHnu AUCKyCCUOHHOTO MaTepuana
0COOCHHO Ba)kHAa MEPCOHU(PUIMPOBAHHOCTh CChUIOK (Hampumep, «[lo cioBam Bemyrero
CIelMaIuCTa B 00JIaCTH JOKYMEHTAallMOHHOTo obOecrieueHust ynpasieHus B. ®. Snkosoi,
«KOHTPOJIb UCIIOJTHEHUS JOKYMEHTOB (TMIOPYYEeHHIT) B OPraHU3alluy, KaK MPaBUIIO, BEAETCA Ha
HECKOJIBKUX YpOBHsX...» [49, c. 128]). M3noxkeHue NUCKYCCMOHHOIO MaTepHalia HeoO0Xo-
JUMO 3aBEpPLINTH COOCTBEHHBIMH BBIBOJAMH, OTIPEICIICHUEM CBOCH MO3UIUH.

[Tpu BBeEHMU IUTAT B TEKCT LEIECO0OPA3HO MCIOIB30BATH CIEIUANBHBIE BBOJHBIC
CJIOBA U CJIOBOCOYETaHMs, MPUMEPBI KOTOPBIX MpuBeaeHbl B [Ipunoxkenun 3 (ctpoka «BBexe-
HUE [UTAThl B KOHTEKCT»). HEeKOppPEKTHOE MUTUPOBAHHUE MPUBOAMT K YBEIHMYCHHIO 00BeMa
3aMMCTBOBaHUsA (Tiaruary) (cm. mi. 1.4.6).

bubnuorpaduyeckue CChUIKU 00a3amenbHo cieayeT opOopMISITh B BHJIEC OTCBHUIOK K
CIIUCKY MCIOJIb30BaHHOM JUTEPATyphl (€CIH UCHOIB3YIOTCS HEONMyOIMKOBAaHHBIC TOKYMEHTHI
— K CIIUCKY HCIIOJIH30BAaHHBIX HCTOYHUKOB U JIUTEPATYPHhI). B TEKCTE B KBaApaTHBIX CKOOKaX B
KOHIIE [IUTAThI UJIU €€ U3JI0KEHUS IPUBOIAT CIEAYIONIUE [U(PHI: TIepBas OTChUIAET K HOMEPY
Ooubnmorpaduyeckoil 3amMcH B CIIMCKE MCIIOJIB30BAaHHON JIUTEPATYPHI, BTOpPas — K KOHKPET-
HOHM CTpaHWIC WJIM HECKOJIBKUM CTPaHUIIAM ITUTHPYEeMOH paboThl, Hampumep: [2, c. 212—
214]. Ecnu ccpuika AaeTcs Ha HECKOJIbKO MyOIHKaIuid, TO UPhI pa3aessTFoTCsl TOYKOH C 3a-
naroid, Hanpumep: [18, c. 321; 34, c. 42]. B caydasx, Korma B TEKCT€ YINOMHHAETCS
HECKOJIBKO Pa0OT OAHOTO WM Pa3HbIX aBTOPOB (HANpUMeEp, NMpPU XapaKTEPHCTUKE paspa-
6oranHoctu TeMbl BKP), B ckoOkax mepeuucisiorcs yepe3 TOUKy € 3amsiToi TOJbKO HOMEpa
oubnmorpaduyeckux 3anuceit, Hanpumep: [2; 11; 24; 35-37].

Haubonee pacrpocTpaHeHHbIE HEAOCTATKU U3JIOKEHUS — YHOTpeOJIeHNEe HEMOHATHBIX
caMOMy aBTOPY CJIOB M BBIpQXEHHI, 3alyTaHHBIX (pa3, oOMIMPHBIX LUTAT, yHoTpeOieHue
qyxuX (pa3 U BeIpaxkeHH 0€3 CChUIKM Ha UCTOYHHK, 3arPOMOXKICHHE OCHOBHOI'O TEKCTa
bamuusMu, Ha3BaHUSAMU PadoOT, UPpaMu, KOTOPHIE CIIEAYET MOMENIATh B IPUMEUYAHUS WITH
tabimuel. LenecoobpazHo npuberath K KOHCTPYKIHMSIM HEOMpPENeICHHO-IUNYHBIX MpPe/IoxKe-
Hull (Hanpumep: «B Hauane Mpou3BOIAT..., @ 3aTE€M YCTAHABIMUBAIOT...»). YIOTpeOiseTcs
Takke (popma U3I0KEHHs] OT TPETHEro Jiuila (Hampumep: «ABTOp IOJIaraer...»). AHaJIOruy-
HYI0 (DYHKIHIO BBIIOJHSIOT MPEUIOKEHUS CO CTpagaTeIbHbIM 3ayioroM (Hampumep: «Paspa-
00TaH KOMILUIEKCHBIM MOAXO0J K UCCIEI0BAHUIO...»). Takoit 000pOT MO3BOMISIET HE BBOAUTDH B
tekct BKP nruunbie MECTOMMEHMUS.

Peoaxmupoeanue mexkcma BKP. Cnenyer TIIATENbHO BBIUUTATh U OTPEAAKTUPOBATH
paboty camocrosaTenbHO. Heo6xo1umo nepeunTarb BeCh TEKCT, IIPOBEPUTH €T0 C TOYKH 3pe-
HUS CTWIS Hay4dyHOW paboThl, yOEOUTENHbHOCTH U TOYHOCTU NPUBOAMMBIX JIOKA3aTEIbCTB,
JIOTHYHOCTH W3JIOKEHUs MaTepHaja, Haluuus B paboTe BBIBOAOB IO maparpadam, riiaBam,
MPAaBWIBHOCTH O(POPMIICHUS CCBUIOK U COOTBETCTBUA OHOIHOrpadUyecKOro OMUCAHUS
JIOKYMEHTOB B CITMCKE MCIOJIb30BAHHOU JUTEPATYPHI (CIIUCKE UCIIOIb30BAHHBIX UCTOYHUKOB
U TUTEepaTypsl) yKazanHbiM Bbile ['OCTam.

Odhopmnenue BKP.

Obuwue nonooicenusi:

— Habop TeKCcTa Ha KOMIBIOTEPE HA OJAHON CTOpOHE JUCTA. TEeKCT HAa MHOCTPAHHBIX
A3bIKAaX JIOJKEH OBITh LIETMKOM HalleyaTaH WM BIMcaH OT pyku. CodyeTaHue TOro U JIpyroro
HE JIoIycKaeTcs;

—  opmam — A4, nBet Oymaru — O€IbIi;

—  mun wpugpma — Times New Roman (He nomyckaeTcs MCIOJIb30BaTh MIPUPT pa3-
HBIX TApHUTYD);

—  pazmep wpugma (keran) — 14 (B Tabimnax — 12);

—  MedNcOYCMmpPOYHbIL UHMePB8al — IOy TOPHBIN (B TaOIUIIAX — OJTMHAPHBIN);
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— pasmepwbl noJieli. BEpXHEE U HIKHEE — 2 €M, JIEBOE — 3 ¢M, npaBoe — 1,5 cM;

—  HyMepayusi cmpanuy — B HUKHEM KOJIOHTHUTYJIE 10 LIEHTPY apabckumu 1udpamu,
Ha TUTYJIBHOM JIUCTE M B OIJIABJICHUM HOMEpP CTPAHHULIBI HE CTaBUTCS, XOTS OHHM BXOJAT B
obmuii 0obem ctpanuil BKP;

— 3@207106Ku — TO 1ICHTpPY, 0€3 MEPEeHOCOB U TOYKH B KOHIE, 0€3 KaBbIUeK, C I0-
Jy>KUPHBIM BBIJIeJICHHEM, 0€3 OTCTyIa KpaCHOU CTPOKH;

— OCHOBHOU meKkcm — BbIpaBHHBaHHWE IO HIMpUHE, abd3auHblil orctyn — 1,25 cMm
(ycTaHaBnMBaeTCs aBTOMAaTHYECKH );

— nepenocwl 106 B TEKCTE (32 UCKITIOUEHHEM 3ar0JIOBKOB) — 00sI3aTEIIbHBI;

— ebldeneHue ppasmenmos mekcma — MOJYKHUPHBIM, KYPCUBOM, pa3psaaKa, MOA-
4YepKHBaHKE (OJHOBPEMEHHO HCIOIb30BaTh MOJYEPKUBAHUE U JPYTUe BUABI BbIICICHUS HE
clenyer);

— npunoxcenus k BKP — IMEOT HyMepalLIo U Ha3BaHUE;

— KaXJas HOBas TIjaBa HAYMHAETCS C HOBOM CTPAHHULBI. DTO K€ OTHOCUTCS U K
JPYTMM OCHOBHBIM CTPYKTYPHBIM YacTsIM paOOThI: BBEJICHUIO, 3aKJIIOUEHUIO0, CITUCKY HUCIOIb-
30BaHHBIX UCTOUYHUKOB U JINTEPATYPHI, IPUIIOKEHUIM, YKa3aTesIM U T. I.;

— odopmienue tutynbHOro jucrta BKP — (cm. Ilpunoxkenue 2), orinaBneHus — (CM.
[Tpunoxenue 3).

B texcte BKP He nomkHO ObITh cokpaienuid. Eciu B paboTe MHOTOKpaTHO UCTIONB3Y -
IOTCS YCTOWYMBBIE CIIOBOCOYETAHUS (HAmpUMeEp:...), UX MOXHO 3aMEHHUTb aO0peBHaTypoOil.
IIpu nmepBOM yNOMHHAHUU YCTOMYMBOTO CIOBOCOYETAHUS B CKOOKAaX MPUBOAMTCA abOpeBua-
Typa, P MOCIEIYIOIMNX yIoTpebneHusx abOpeBuaTypa nNpuBoIUTCS 0e3 KaKuX-110o Mosic-
HEHMUIA.

O6mmit 00bem BKP — He menee 50 cTrpanun (06e3 mpuioxxeHnuii), Ho He Gojiee 60
cTpanuil (0e3 NpuJIoKeHui).

BKP nomkHa ObITH IpE/ICTaBICHA B IBYX SK3EMIUIApaxX: OAUH SK3EMIUISIP MPEICTaBIIS -
ercs B TedaTHOM ¢opme, B COPOILIIOPOBAHHOM WJIHM TEPEIICTEHHOM BHE, BTOPOH — Ha
MalIMHHOM HOCHUTEJIE, TOJTHOCTHIO MOBTOPSIOIIEM MeUaTHBIA BapHaHT PaboThlI.

Ogopmnenue uniocmpamueHo20 u CHpaAgoOYHO20 MAMepuanos, maoauy.

Nnmroctparuu (cxempl, Tpaduky, TAOIHIIBI U TIP.) TTOMEIIATCS B TEKCTE PabOThI cpa-
3y HOCJIE€ CChUIOK HA HUX, COITPOBOXKIAIOTCS MOANMUCIAMU U HyMEPYIOTCSL.

Hammpumep:

Puc. 1. Ilopsaok 1BrkeHUS BXOASAIIETO JOKYMEHTOIIOTOKA

Cxema 3. CTpyKTypa aKIIHOHEPHOTO OOIIECTBA «...»

Tabnuna kak gopma mpencTaBicHus JaHHBIX npuMeHsercs B BKP npu uznoxenun
UG pOBON UK CIOBECHONW HMHQOPMAIMM O HECKOJBbKUX OOBEKTax MO POy MPU3HAKOB JUIS
Jy4IIed HarJsiJHOCTU U CPAaBHEHUS NOKa3aTeleH.

Tabnuna ¥MeeT J1Ba YPOBHS WICHEHHUS: BEPTUKAIbHBIN (Tpadbl) M TOPU30OHTAIBHBIH
(ctpokn). I'padsl 1 cTpOKK TaOIUIIBI JOTDKHBI UMETh 3ar0JI0BKH, BRIPAKEHHBIE HIMEHEM CYIIIe-
CTBUTENIbHBIM B UIMEHUTEIBHOM Tafieke. [loa3aronoBku rpad u cTpok rpaMMaTHYECcKy corja-
COBBIBAIOT C 3aroJIOBKaMU. B 3aroioBkax u MoJ3arojioBkax rpad u CTpOK TaOIHUILI YIIOTPEO-
JISIOTCS TOJIBKO OOIENPUHATHIE COKpaIleHHs] M ycIoBHbIe 0003HadeHHs. ['padbl TaOMUIIBI
JOJDKHBI OBITH MPOHYMEPOBaHBI, €ciM TalbiHia pacrosiaraercs Ooyiee yeM Ha OIHOHM cTpa-
Hune. Kaxnas tabnuia uMeeT 3aroyioBOK, KOTOPBIN MeyaTaroT mocepeanHe crpaHuibl. Han
3aroJOBKOM CIpaBa IEYaTaloTCsi ¢ MPOMHUCHOW OyKBBI clioBo «Tabmuia» U ee MmopsaKOBBIT
Homep. CchlTka Ha TaOIMIYy BHYTPH TEKCTa UMeEET cieayromyto Gopmy: (cMm. Tadm. 5, c. 17).

WnnrocTpaTuBHBIE MaTepHaibl, 3aHMMarone MHOTO Mecta B BKP (manpumep, Tabmm-
1[a WIK CXeMa Ha HEeCKOJBbKUX CTPaHMIIAX), MOTYT ObITh BHIHECEHBI B MPUJIOKEHHS, a TaKKe
o OpMIICHBI B BUJIC TUTAKATOB U UCTIOJIL30BaHBI IpH 3amure BKP.
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2. CTPYKTYPA BKP

Crpykrypa BKP (mocnenoBaTensHOCTh paclofio>KEHHUsI €¢ OCHOBHBIX YacTeil) ornpee-
JISIETCS TEMOM MCCIIeI0BAHMSI, METOJIUKON MTPOBEACHUS, CTETICHBIO U3yUYEHHOCTH TEMBI B HAYyU-
HOW TUTEepaType U CIOKHOCTHIO MPAKTHUECKUX acTekToB. HeobxomumMo u3dpaTh TOT TOPSIOK
OpraHu3aIi HAyYHOTO MaTepuasa, KOTOPhIM MaKCUMaJIbHO yOEIUTEIhHO PAaCKPHIBAECT HC-
CJIEIOBATENLCKUN 3aMbICEIl U TMOKa3bIBa€T BHYTPEHHIOK JIOTUKY paboTel. Hanbosee pacmnpo-
CTpaHEHHOU (HOPMOM TPEACTABICHHS PE3yJIbTATOB HAYYHOW paOOTHI MOXKHO CUMTATh TPEX-
gacTHyIO ¢opMy. Tpu 0JMHAKOBO Ba)KHBIX OCHOBHBIX pasjienia HAy4yHOW paboThl CTPYKTYpHU-
PYIOT U3JIOKEHHUE B JIOTHUKE, YIAOOHOH JJIs IOHUMAaHMs CYTH HayYHOTO MCCIICIOBAHUS, KaKO-
BbIM siBJIsieTcst BKP:

— BBEJICHHC;

— OCHOBHAs 4acTh;

— 3aKJII0YCHHE.

Annapar BKP BkitovaeT ornaBieHue, CUCOK MCIOJb30BAaHHOW JIMTEpaTypbl U MpHU-
JIOKEeHMSI (B CITy4ae HEOOXOIUMOCTH).

BBEAEHUE k BKP nomkHO cocraBisite He MeHee 4 crpaHul. Bo BBeaeHHH KpaTKO
YKa3bIBAIOT:

— aKTYyaJbHOCTb TEMbI UCCIICIOBAHMSI,;

— CTEIMEeHb HAyYHOU pa3pabOTaHHOCTH TEMBI, MPOOIEMBIL;

— OOBEKT U MpeJMET UCCIICIOBAHMUS,

— 1eJb U 33/1a4M UCCIIEJIOBAHUS;

— 0a3y uccieqoBaHus;

— 000CHOBaHHE CTPYKTYPHI paOOTHI.

Axmyanonocms memvl uccneooganus. OOOCHOBaHUE AKTYaJIbHOCTU TEMBI OTpakaeT
OO0BSICHEHHE TOTO, IOYEMY K JAHHOW TeME IIeJIecCO00pa3HO 0OpaTUThCS UMEHHO ceidac, Ka-
KOBa Hay4Has M IpaKTHUeCKas HEOOXOAUMOCTh €€ U3YUYCHHsI, B KAKOM COCTOSIHUM HaXOMASTCS
COBpPEMEHHBIC HAay4YHBIC IMPEJICTABICHUS O MPEIMETE HCCIENOBaHUS. AKTYyaJlbHOCTh — 3TO
OIICHKa M30paHHOM TeMbI C TOYKU 3PEHUS €€ COBPEMEHHOCTH U COIMAIbHOM 3HaYMMOCTH. Pe-
YeBhIC KJIMIIE, KOTOPBIE MOTYT OBITh HCIIOJIb30BaHbI IPU (POPMYITUPOBKE aKTyaTbHOCTH, IPHU-
BenieHb! B [Ipmnoxenun 3 (010K « AKTYyalIbHOCTB TTPOOJIEMBIY ).

Cmenenwv nayunoul pazpabomannocmu npobaemvl. Ha 0CHOBE aHAIMTHYECKOTO U3y4de-
HUSl UICTOYHHUKOB, BKIIFOUEHHBIX B CIIHUCOK MCIOJIb30BAaHHOW JIMUTEPATYPhl, HEOOXOAUMO Mpe/-
CTaBUTH KPATKYIO UCTOPHIO Pa3BUTHsI 3HAHUN 1O JJAHHOM TeMe, MPOBECTH aHAIHN3 3aKOHOMEp-
HOCTeW (TEHICHIIMI) ee pa3BUTHS, PACKPHITH HAayUHbIE Pe3yJbTaThl, JIOCTUTHYTHIE IMpelIe-
CTBEHHUKaMHU.

Kpome kpaTkoii uctopuu Borpoca, HEOOXOAUMO OCBETUTh HanboJiee U3BECTHBIE TOU-
KU 3pEHHS U TIOJXO/IbI K TIOCTAHOBKE U PEIICHUI0 MHTEPECYIOIIEH aBTOpa MPOOJIEMBI, a TAaKKe
COBPEMEHHOE COCTOSIHUE HCCIIEA0BaHUN B ATON 00IacTH.

[Tpu aHanM3e UCTOYHHUKOB HEOOXOAUMO:

— ONpEeNeNUTh, K KaKOMy BHUIY OTHOCHUTCS H3y4aeMbli HCTOYHUK (MCTOUHUKH):
3aKOHOJaTeJIbHbIC, HOPMAaTHUBHBIC, HOPMAaTUBHO-IIPABOBBIC AKThl, HOPMAaTHBHO-METOIUYECKUE
Y HOPMATHUBHO-TEXHUYECKUE TOKYMEHTbI, OPraHU3allMOHHbIE JOKYMEHTHI;

— BBICKA3aTh CBOM CYXXJIEHHs 00 X 3HAUNMOCTH, TIOJTHOTE UH(OPMAIIMH, OCBEIIAEMbIX
B HUX IOJIO)KCHHUSX;

— OTMETHTb 3HAYECHHE UCTOYHHUKOB JUI U3yUEHUs JTaHHOH TEMBI;

— BBICKa3aTh CYXKJEHHS IO MOBOJY IMOJHOTHI (MM HEJOCTATOYHOM MOJHOTHI) pa3pa-
O0TaHHOCTHU TEMBI B CHICIUAIBHOM I TEpaType.
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W3noxeHne marepuaia cieqyeT OpraHu30BaTh HE B Buae Habopa (GakToB U LUTAT, a
nyTeM OOOCHOBAHHOTO C IIOMOIIBIO CCBHUIOK AaBTOPCKOTO aHaiM3a M HHTEPIpETaIUH
IpeJIaraéMbIX MOJIXOA0B M M3BECTHBIX (DAKTOB, CTPYKTYPHPOBAHUS MaTepuaa, UCXOAS M3
JIOTUKU PACKpBITUA TpoOsieMbl uccienoBanus. [Ipu onucannu creneHu U3y4yeHHOCTU TEMBbI
aBTOP JIOJDKEH MPOJIEMOHCTPUPOBATH CBOE MIOHMMAHUE UCTOPUYECKOM JIOTHKH €€ Pa3BUTHUS U
000CHOBaTh HEOOXOJIUMOCTh COOCTBEHHOTO MOJXOJa K MOCTAHOBKE IMPOOJIEMBbI HCCIIEI0Ba-
HUs. 3aBepIiaTh JUTEPATYPHBIH 0030p peKOMEHAYeTCs 4eTKO c(hopMyIMpOBaHHBIM pe3loMe,
COJIep>KalllM KpaTKHE BBIBOJBI (B KAU€CTBE TAKOT'O PE3IOME MOXKET MJTH BBIBOJ O TOM, YTO
n30paHHasi TeMa elle He PacKphITa UCCIIEAOBATENSIMH, OO0 pacKphiTa YacTHYHO, JINOO pac-
KpBITa HE B TOM aCIEKTE, KOTOPbI H3y4aeTcsi aBTOPOM).

Obvexm u npeomem ucciedosanusi. OOSI3aTEIBHBIM 3JIEMEHTOM BBEICHUS SIBIISIETCS
bopMyIIHpoBKa 0OOBEKTA U MPEAMETA UCCIICTOBAHMUS.

OOBekT — mporecc, SBJICHUE, TOPOXKIAIOIINE TPOOIEMHYIO CUTYAIlI0 U U30paHHbIE
JUISL U3y4eHus (TO €CTh 0OBEKT — TO, UTO u3ydaercs). [Ipumenurensro k qanHo BKP (B 3a-
BUCHUMOCTH OT KOHKPETHOW TEMBbI) B KaueCTBE 00ObeKmda WCCIEIOBAaHUS MOTYT BBICTYHATh
JIOKYMEHT, CO3JJaHHBIN JIFOOBIM CIIOCOOOM JIOKYyMEHTHPOBAHHMSI; CUCTEMBI TIOKYMEHTALIUU; CH -
CTeMbl MH(OPMALMOHHO-JOKYMEHTAMOHHOTO OOECIIeYeHUsI YIPABICHHS; HOKYMEHTHI Ap-
xuBHOro ¢ponga Poccuiickoit denepannu; apXxuBHbIE TOKYMEHTBHI, B TOM YHCIE JOKYMEHTBI
10 JIMYHOMY COCTaBY; CIPAaBOYHO-IIOMCKOBBIE CPEACTBA M CIIPABOYHO-UH(POPMAIIMOHHBIE W3-
JTaHUS O COCTaBE U COJEP>KaHUU IOKYMEHTOB U T. 1.

[Ipenmer — TO, 9YTO HAXOIUTCS B TPAHHUIIAX 00BEKTA (TO €CTh, MPEAMET — TO, B KAKOM
acnekTe, KaKuM 00pa3oM u3yuyaeTcsi H30paHHBIA 00BbeKT). B maHHo# paboTre mpeameT uc-
CJICJIOBAHUSI MOKET ONMPEAEIAThCS KaK aHaIU3 (OMUCAaHUE, XapaKTEPUCTUKA) IBOJIIOIUH (pa3-
BUTHUS, COBPEMEHHOTO COCTOSIHUSI U T. 1.) GOPMBI (CUCTEMBI, METOJUKH, TEXHOJIOTHU U TIP.)
JOKYMEHTa (JIOKyMEHTHPOBAHHOW MH(pOpMAIMK, JOKYMEHTAIlMH U T. I1.), aHAJIU3 COCTOSIHUS
JIOKYMEHTaIMOHHOTO oOecrnieueHus, ypoBeHb AVIC B KOHKpETHON opranuzainuu (yupexnie-
HUM) U T. 1. C 0COOEHHOCTSAMHM O0BEKTa W MpeaMeTa JOKYMEHTOBEIYECKOTO HCCIICIOBAHUS
MOYKHO MOAPOOHEE MMO3HAKOMHTECS B CTAThe .

Lenv u 3a0auu uccnedosanus. llens BKP BeiTekaeT u3 GopMyIupoBKE HAYYHOU MPO-
OJieMBbl, CBSI3aHHOW C TEOPETUYECKOM WM MPAKTHUYECKONW HEPEIICHHOCTHIO TEMbl WIH €€
acriekta. Llens GopmynupyeTcst KOPOTKO U OJHO3HAYHO, OHA JIOJDKHA OBITh JIOCTUTHYTa K
KOHIy paboThl. Mcxoas U3 eIMHCTBEHHOM LeTu padoThl, ONPENENIeTCsS HECKOJIBKO 3a0ay.
Paspemenne kaxmoil 3amaud SBISAETCS IMOCIIEAOBATENbHBIM IIaroM Ha MYTH JTOCTHIKCHUS
uenu. Pazpemienue kaxaoi u3 3aa4 OCyLIECTBISIETCA B CTPYKTYypHOU enunuie tekcta BKP
(maparpade). 3amaunm patorcs B (opMe NEPEUHCICHHUS: W3YYUTh... OXapaKTEPHU30BaTh...
OIMHCATb... YCTAHOBUTb... BBISIBUTS... U T. . (cM. [Ipunoxxenue 1, 6mok «lleneBas ycranoBkay).

basa uccnedosanus. Yka3piBaeTcs OpraHu3alys, YIpexIeHue, npeanpusiTie, Ha 0aze
KOTOpOTro ObLIa BBINONHEHUS npaktudeckas yactb BKP. bazoil nccienoBanus MOryT sSIBISTh-
Csl pa3HOTO PO MCTOYHHMKH (HAmpUMep, KOJUIEKIUS JOKYMEHTOB U T. I1.). ba3za uccrienoBa-
HUS OTIpeAeNsieT UCCIeA0BaTeIbCKUI HHCTPYMEHTapHil (Kakue MeTobl coopa, 00paboTKu U
aHaJM3a MaTepuaa UCIOIb30BAIMCH U TOYeMy ObUIH U30paHbl MIMEHHO 3TH METOJIBI).

ObocHosanue cmpykmypsi pabomoel. KpaTkoe omnurcaHue HamoJHEHHs, TPpoOieMaTuKU
Pa3IMYHBIX Pa3/IeIOB TEKCTa: KaXI01 TMIaBbl (C yKa3aHHEM UX Ha3BaHWII), 3aKITFOUEHUS, CITUC-
Ka JUTepaTyphl (C yKa3zaHHUEM KoiudecTBa OMOIuorpaduyecKux 3armcei), IPHIoKEHUH (C
yKa3zaHHEeM UX 00IIEero KOJIMYEeCTBA, Xapakrepa U pOopMbl).

XoTs BBelleHHE OTKPbIBAET paboTy, MHUCATh €ro CIEAYET MOCie 3aBEepIICHUs UCCIe0-
BaHUS M HAIMCAHUS OCHOBHOTO TEKCTA, IOTOMY YTO UMEHHO K 3TOMY BPEMEHHU aBTOPY OObIU-
HO CTAHOBHTCSI SICHO, UTO UMEHHO OH XOTeJI CKa3aTh.

' Capuyiuna, 3. A. [Tonstue 00 00beKTE M TpeIMETe UCCICIOBaHUS B JOKYMEHTOBeeHuH / 3. A.
Caduymmuna // Jlenonponssoacto. — 2015. — Ne 3. — C. 8-13.
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OCHOBHASA YACTb. B ocHoBHol yactu BKP 10KHBI OBITH ITPECTaBICHBI OCHOBHBIC
pe3yabTaThl UCCIIEIOBAHUS, OTPAXKEHA €ro MeToauka U TexHuka. OcHoBHas yactb BKP nomxk-
Ha cocTaBJisATh He MeHee 80% ee monHoro oobema. Bee marepuansl, He SIBISIOLIMECS HACYII -
HO BaYKHBIMM JIJIs [IOHUMAaHHs U PELICHUs] HAyYHOU 3a4a4X U TOIIOJIHAIOIINE OCHOBHOM TEKCT,
BBIHOCATCS B IPUJIOKEHUS.

OcHoBHast wactb BKP penurcs Ha pasgensl (MMEHyeMble «IJIaBaMU» U «Ila-
parpadamuy). I'maBel BKP — ocHOBHBIE cTpyKTypHBIE eqUHULBI TekcTa. Kaxkaas riasa ocBe-
IIaeT CaMOCTOATENbHBINA Bompoc TeMbl BKP, a maparpad — oTaensHyto gacTh Borpoca, KOTo-
past cBsA3aHa c (HOpMYyJTUpPOBKAMH 3ajad uccienoBaHus. Ilpuw 3ToM Ha3zBaHuUs I71aB U Ma-
parpadoB He MOTYT MOBTOPATH 001IyI0 TeMy BKP. ®opMynupoBKH TOHKHBI OBITH KPATKH U
MH(POPMATUBHBI, HO IpU 3TOM He mupe TeMbl BKP.

[TocnenoBarenbHOCT TaB (mMaparpadoB) JODKHA COOTBETCTBOBATH JIOTHKE pac-
KPBITHS TeMbI (OT 0011ero K yacTHOMY). Kosln4ecTBO CTpyKTYpHBIX €AMHUI] TEKCTa OIPeeNs -
eTCs M0 COTJIACOBAaHUIO C HAYYHBIM PYKOBOAWTENEM, MPU ATOM YUYHUTHIBAIOTCS CIIEIU(pUKA
u3yyaeMoi mpo0sieMsl, 00beM Marepuana. He MCKIIOUEHO, YTO KOJMUYECTBO maparpadoB B
Pa3HBIX TJaBaxX MOXKET OBITh PA3IUYHBIM (HO HE MEHEE JIBYX); Pa3IUIHBIM MOXKET OBITh U HX
00BEeM, OJTHAKO CJIEYET CTPEMUTHCS K pAaBHO3HAYHBIM 110 00beMy IJIaBaM.

Wznarate MaTepuan HEOOXOAMMO apryMEHTUPOBAHO, CTUIMCTHUUECKU I'PaMOTHO, YeT-
KO, CKaTo, IPOCTHIM U SICHBIM fA3BIKOM. Bech coOpaHHBIN sMOMpuYecKkuil Matepuan cieayer
000011IUTh, NHAYE MBICIIN U PACCYXACHUS aBTOpa MOTYT 3aTepsThCsl B 00MIUN paxTorpadu-
yeckoro marepuaia. Ocoboe BHUMaHUE HEOOXOIUMO OOpaTUTh Ha Haaudue BbIBOAOB. Kax-
Jlasl TJIaBA 3aBEPIIAETCS BBIBOJAAMU, KOTOPBIE BBITEKAIOT U3 TEKCTAa M SBIIIOTCS MEPEXOIOM K
U3JI0KEHHUIO cieayromeil rnasbl. 910 odecnieunBaeT eAMHCTBO Beeld BKP u npeemMcTBeHHOCTD
€€ CTPYKTYPHBIX 4acTei.

BKP mosxeT ObITh peanu3oBaHa B OTHOM U3 CIEAYIOUIMX (OpM:

—  OprIpOeKTHas pa3padoTKa;

—  paboTa MpUKJIAAHOTO XapaKTepa;

—  HayuHbIH pedepar.

PaccMoTpuM 0COOEHHOCTH CTPYKTYPHPOBAHUS U INPEICTaBIEHUs MaTepHaja OCHOB-
Hoit vactu BKP mo kaxmoit u3 tpex dhopm.

BKP mosxeT npeactaBiaTh co00i 3aKOHUEHHYIO OOIIYIO MJTH JIOKAJIBHYIO OPZHpOeKm-
Hy10 pazpadomKy MH(GOPMALMOHHO-T0KYMEHTAIIMOHHOTO 00ecreueHns yrpaBjieHus Ha 0aze
KOHKPETHOU opraHuzanuu (yupexIeHus, NpeanpusiTHs).

OprnpoekTHast pa3paboTKa, KaK IMPaBHIIO, BKIIOYALT:

— XapaKTepUCTUKY O0BEKTa MCCIeNOBaHUSA (YUPEXKIEHHs, OpraHu3aluu, IpeanpusIThs,
bupMBI, apxuBa W Jp.): HUCTOPUIO CO3MAHUS U JEATEIHHOCTH, OPTaHH3AIMOHHYIO
CTPYKTYDY, 3aJ1aui ¥ (PyHKIUH;

— aHaJIM3 JIOKyMEHTAlMOHHOIo oOecnedyeHus IesTeIbHOCTH OpraHu3aluu (BKIIOuas
CTPYKTYDY, 3a1auu U ¢pyHKuuu ciyx0s1 JJOY, opranuszanuio paboTsl ¢ JOKyMEHTaMH,
MPUHSTYIO TEXHOJIOTHIO);

— TPeASIOKEHMs MO PallMOHAIBHON OpraHu3alnu JOKyMEHTAIllMOHHOTO 00eceyeHusl.
OpranuzaloHHO-METOUYECKasi MOArOTOBKA BKIJIIOYAET CO3JAAHME METOAMYECKUX

MaTepHaioB 10 BEACHUIO UCCIIEAOBATENLCKUX U MPOEKTHBIX paboT. OJHUM M3 JTOKYMEHTOB
OpraHU3al[MOHHO-METOIMYECKOTO Ha3HAUEHUs SBJSETCS paboydasi MporpaMMa MCCIIeI0BaHMs,
IpeJCTaBIsAIoIas cOO0H MOMHBIN MepeyeHb BOMPOCOB, HA KOTOPbIE TPeOyeTcs MOIyYUTh OT-
BETHI B IIPOLIECCE UCCIICIOBAHUM.

Pabouass mporpamMMa ycTaHaBIMBAaeT OXKUAAEMBIH pe3ysbTaT MO KaXA0H OTIENbHOM
pabore u ¢opmy ero mpencrtaBieHus. B pabodyio mporpamMmy peKOMEHIYeTCs BHOCHUTH
CJIEIYIOIINE NTOKA3aTEeNN:
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®opmMmbI cOopa,
Ne HaumenoBanue Metoabl HcTounuk 00001eHMS,
n/n padoT c0opa JaHHBIX HHpopMaAUMH npeacTaBIeHUs

uH@opManuu

ITpu MoAroTOBKE K HCCIIEI0BAHUIO U IPOEKTUPOBAHUIO B pabOUyI0 IPOrpaMMy MOTYT
BKJIIOUATHCS ClIEAyOIIne padoThl.

IlepBoHayalbHOE O3HAKOMJIEHHE CO CTPYKTYpOM M IITaTaMHu amnmapara ylnpaBiIeHHs
(AY) oObekTa ucciae0BaHus BKIIOYACT:

— 3HAKOMCTBO C XapaKT€pOM OCHOBHBIX B3aHMOOTHOILEHUH C BbIIlIE- U HUXKECTOSIIIIUMU
OpraHu3alusIMu;

— KOJIMYECTBO M OOIIYI0 XapaKTEpUCTHKY OOBEKTOB YIPaBIICHHS, MOJYMHEHHBIX JaH-
HOMY aImnapary;

— KOJIMYECTBO CTPYKTYpPHBIX IOAPA3JEICHUN amnmapara YIpaBlI€HHs, UX ILITaThl U
OCHOBHbIE (DYHKIIMU KaXKIOTO MOIPa3esICHuUs;

— OCHOBHBIE (P)YHKIIMOHAJIbHBIE B3aMMOCBSI3U MEXKAY MOAPA3ICICHUSIMU;

— OCHOBHBIE JOKYMEHTBI, KOTOPHIMU OHH OOMEHHBAIOTCSL.

Metonamu paboThl, MPUMEHSAEMBIMU UCCIICOBATEIISIMH ISl aHAIN3a U (PUKCAIMHU T10-
JYYEHHBIX CBEACHUH, SBISIIOTCA W3YyYEHHE U aHAJIM3 JIOKYMEHTOB, ONPOC COTPYJHHKOB,
COCTaBJICHUE OPraHU3allMOHHO-CTPYKTYPHOM CXEMBI JAHHOT'O allapaTa yIpaBJIeHHUS.

[lepBoHayasibHOE HU3YyYE€HHE [TOKyMEHTOOOOpOTa ammapara yHpaBlIE€HUS BKIIOYAET
BBISICHEHHE CJIEAYIOLIMX BOIIPOCOB:

— 00beM BXOAAIIEH U UCXOAIICH TOKYMEHTAIMU afiapaTa yIpaBlIeHus 3a psij JeT;
— OOIIyI0 XapaKTePUCTUKY BXOJISAIICH M UCXOSIICH TOKYMEHTAIUY;
— OCHOBHBIE U Han0oJiee MacCOBbIE IOKYMEHTHI JAHHOTO arrapaTa yInpaBJIeHUs;
— pacupeleneHne JOKYMEHTAUH 110 CTPYKTYPHBIM [I0/Ipa3IeJICHUsM;
— 00IIYI0 XapaKTePUCTUKY JOKYMEHTAI[MOHHBIX TOTOKOB;
— Hanuyue yHu(pUIupoBaHHBIX (HOpM;
— 00IIyI0 XapaKTepUCTUKY [TOCTAHOBKH JIEJIONPOU3BOICTBA;
— YpOBEHb perjlaMeHTallMH JOKYMEHTAllMOHHBIX padoT U T. A.

HcrouHnkaMu CBECHUH SABISIOTCS: JaHHBIE YUYETHO-CIIPABOYHOTO amnmapara KaHLess-
PUU U CTPYKTYPHBIX NOJIpa3/IeJICHU; HHCTPYKLHUSA MO JIETOMPOU3BOJICTBY; OMPOC KOMIIETEHT-
HBIX COTPYJIHHMKOB amnmapara; COCTaBJICHHE CXEMbl JTOKYMEHTAlMOHHBIX IOTOKOB allapara
yIpaBIEHUS.

OcHOBHBIEC MeTO/AbI MCCJIeI0BAHUS: U3YUCHHE JOKYMEHTOB, BHIOOPOUYHBIE HAOIIIO e~
HUS, OIPOC.

[lepBuuHOE U3yUeHUE OPraHU3alMOHHO-TEXHUYECKOT0 00ecTieueH s anmapaTa ynpas-
JICHUS! BKIIIOYAET:

—  OMpEIETICHUE KOJIMYECTBA CPEJICTB OPraHU3alMOHHON U KOMITBIOTEPHOM TEXHUKH,

MMEIOIIMXCA B aNIapare yupaBJIeHHUS;

— XapakTep UX MCIIOJIb30BAHMSI;
— HaJWYHe LIEHTPAIU30BAHHBIX CIIYKO TEXHUYECKOT0 00CITyKUBAHMUS;
— CYUIECTBYIOILYIO NOTPEOHOCTh B TEXHUUECKUX CPECTBAX.

HcToyHukaMy CBEAEHUH CIIy)KaT: IEPEeYeHb HMEIOLIUXCA TEXHUYECKUX CPEJICTB,
OCMOTp CIY>KEOHBIX IMOMEIICHUH U 00OpyIOBaHUS PabOYMX MECT, OMPOC KOMIETEHTHBIX
CIIELUATUCTOB.
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Memo0obi: BEIOOpOUYHBIE HAOTIOICHMS, OTIPOC, U3YUYCHHE TOKYMEHTOB.

IlepBruHOE O3HAKOMJIEHUE C OPraHU3aLUEN TPY/la IEPCOHAIA YIIPABICHUS BKIIIOYAECT:

— BBISIBIICHHE O0IIEH XapaKTepUCTHUKU W CTPYKTYpHI IITATOB ammaparta yMnpaBicHHS,
SIBJISIFOIIIETOCS OOBEKTOM PallMOHATIN3AIINH, 110 KATETOPUSAM U 110 KOJIHYECTBY;

— 0011yI0 XapaKTEpPUCTUKY OCHOBHBIX BUAOB PabOT U CIIOCOOOB UX BBIIOJIHEHUS;

— 00IIyI0 XapaKTEePUCTUKY TUIAHUPOBKHU MIOMEIICHHUIA;

— opraHu3zanuio pabodnx MeCT U YCIOBHH TPY/a;

— HaJIMYUE MOTePb pabouero BpeMEHH.

HcrouHnkaMy CBEIEHUM CIIyXaT: IITATHOE paclKCaHUE amnmnapara yIpaBJICHUs, OIPOC
PYKOBOJAMTEINEH CTPYKTYPHBIX MOAPA3ACIICHUN, HAOTIOCHUSI.

Memoouwl: onpoc, HAOIIOIEHUSL.

B cootBercTBUM ¢ pabouei mporpaMMoi UCCIeOBaHUSI HEOOXOIUMO TTPOBOIUTh aHA-
3.

Pabomut npuknadnozo xapaxkmepa BKIOYAOT JBE WIA TPU IJ1aBbI.

[lepBas rmaBa mpeacTaBisieT co0oil TeopeTndeckyro ocHoBy BKP u BkitouaeT ocBe-
[IEHUE TEOPUHU BOIPOCOB MO M30pPaHHOM TeMe, CTETeHbh MX MPAaKTUYECKOro perieHus. B Hei
CIEAYET CAENaTh YIIOpP Ha TBOPYECKOE, KPUTHUECKOE OCMBICIICHUE U OCBELIEHUE UMEIOLIUXCS
HayYHBIX 3HAHUN, TEOPETUUECKUX Pa3padbOTOK.

Bropas rnmaBa umeer npukiagHol xapaktep. B Hell ¢ MCMOJIB30BaHMEM pa3IMYHBIX
HayYHBIX METOJIOB M COBPEMEHHBIX TEXHOJOTHUW HCCIICIOBAHUS AHATU3UPYETCS COOpaHHBIN
asropoM BKP mnpaktuueckuid marepuain. JTa TIiiaBa JOJDKHA COJEpKaThb aHAIM3, OLICHKY
COCTOSIHMSI paccMaTpHBaeMOil MpoOeMbl HA MPUMEpPE OPTaHHU3AIMHU, BBIMIOTHEHHUE KOHKPET-
HBIX PAacYeTOB, MPAKTHUECKYIO allPOOAIIHIO MPEJI0KEHHBIX TEOPETHUYECKHUX Pa3padOToK.

Tpetpsi raBa COMEPKUT Pa3padOTKy OCHOBHBIX PEKOMEHAANMK W TPEITIOKCHHM,
HAIIPABJIICHHBIX HAa YJYYIIEHUE U ONTUMM3ALMIO ACATEIBHOCTH KOHKPETHOM OpraHU3alUH.
OTnuuuTtenbHas 0COOCHHOCTh JTAaHHOW TJIaBbl 3aKJIFOYAETCS B MPAKTUUYECKOW MPUMEHHUMOCTH
U peajbHOCTH UCIOJIb30BaHUs MPEJIOKEHUN U pekoMeHaaui, coaepxamuxcs B BKP. Eciu
00beM PEKOMEH AN U MPEJIOKEHUN 110 U3ydaeMou mpoOiieMe He OYeHb 3HAYUTEIICH, MOXK-
HO 9TOT MaTepuai JaTh Kak naparpadg BTOpPOI TTIaBhI.

Takum oOpazom, mpaktuueckas 4yacth BKP opranmueckm mpomoipkaer TeopeThde-
CKYyI0; Ha OCHOBE JIaHHBIX COOCTBEHHOTO UCCJIEIOBAHUS TOATBEPKIAIOTCS HIIM OTIPOBEPTatoT-
Csl BBIABUHYTBHIC B TMPEIBIAYIIMX paszesiax paOoThl KOHIICTIINH, HAOIIOIEHUS, THUIOTE3HI,
3aKOHOMEPHOCTH.

Wcxonublil MaTepuan ais NpakTUYECKOM YacTy HCCle0BaHUs cOOUpaeTcs B X0Jie Ha-
YUHO-HUCCIIEI0BATENbCKON PabOThI, MPOU3BOACTBEHHOMN U MPEATUTUIOMHON MTPAKTHK.

Kanp nayunozo pepepama npruMeHNUM K TEMaM IO UCTOPUH M TEOPUU TOKYMEHTOBE-
JICHUS U apXUBOBEACHHUS, IPOOIeMaM TIOKyMEHTOOOpa30BaHUsl, Pa3BUTHS IOKYMEHTA, CUCTEM
JIOKYMEHTAllUX WM MCTOPHUU JIEJIONPOU3BOJICTBA, UCTOPHH, OPTaHU3ALMU U JIEATEIbHOCTH
rocyJapCTBEHHbIX, MyHUIIUIIATbHBIX, BEJOMCTBEHHBIX apXUBOB.

B otnuume ot KypcoBbIX paboT, KOTOpPBIE Yallle BCEro SABJSIOTCS pedepaTHBHBIMH, pa-
06oTa B kaHpe Hay4dHOro pedepaTta TpeOyeT HE TOJBKO BBISIBICHHUS, aHAIU3a M 0000IIeHUs
myOJMKAIMi TI0 TeMe, HO U TJIyOOKOT0 OCBEIICHHsSI COOPaHHOTO MaTepHalia, €ro BCECTOPOH-
HEll MHTepIpeTalny U YeTKOW apryMeHTaluu aBTOpcKoi mo3uiuu. OCHOBHAs 3a/a4a paboThI
JTAaHHOT'O JKaHpa — TBOPYECKOE, KPUTHYECKOE OCMBICIICHUE MUMEIONIMXCS HAyYHBIX 3HAHWM,
TEOPETUIECKHUX Pa3padOTOK.

Ha ocHoBaHuM m3y4eHUs IMIMPOKOTO Kpyra JIMTEPATyphl MO MpoOiieMe HEOOXOIuMO
YCBOUTH Pa3JIMYHbIE IMOJIXO/bI K €€ PELIEHUIO, IIPOBECTH aHAJUTUKO-CUHTETUUECKYIO IIepepa-
OO0TKY CBEICHHI, COJAEPIKAIINXCS B MEPBUYHBIX JTOKYMEHTax. [Ipy OCBEemIeHNH AMCKYCCHOH-
HBIX BOIPOCOB HEOOXOJAUMO HE TOJIBKO OOBEKTUBHO U MOJHO PACKPHITH MO3UIIMHA YIaCTHUKOB
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JUCKYCCHH, BBISIBUTH OCOOCHHOCTH, JTOCTOMHCTBA M HEJOCTAaTKH KaXKIOW W3 HUX, HO U
chopMyIIMpoOBaTh COOCTBEHHYIO aBTOPCKYIO MO3UIIMIO U apTyMEHTHPOBAaHO 00OCHOBATH €€.
B kauecTBe BBIBOJIOB KPAaTKO XapaKTEPU3YIOTCS CaMbl€ IJIaBHBIE PE3YJIbTAThI.

SAKNHOYEHUE. 3aKioueHe PEICTaBIsIeT CO00i HE MPOCTO TIEPEUCHD TOTYyUSHHBIX
pe3yIbTaTOB MPOBEICHHOTO HCCIIEOBAaHUS, @ UX MTOTOBBIH CHHTE3, T. €. ()OPMYIHPOBAHUE
TOTO HOBOT'O, YTO BHECEHO B M3yU€HHE U pEIICHUE MpoOsieMbl. 3aKII0UeHUE HE JO0JDKHO TO0-
BTOPSITh T€ BBIBOJBI, KOTOpHIE NaHBl B KOHIE IaB. HyXHO CHHTE3UpOBaTh OCHOBHBIE
pe3yabTaThl UCCIENOBaHUA M O(POPMUTH HUX B BHJIE HECKOJBKUX TE3UCHBIX TMOJI0KEHUMN
(Bo3moxHA Hymepanus). VX mociaenoBaTeIbHOCTh OMPEAeIeTCs JOTUKONW TTOCTPOCHUS pa-
OO0TBI, T. €. HANPSIMYIO CBSI3aHA C MOCTABJICHHBIMU 33Ja4aMU, CPOPMYIUPOBAHHBIMU BO BBE-
JCHUW. YKa3bIBaeTCs Hay4dHas HOBH3HA, TEOPETHYECKash 3HAYMMOCTh M TMpaKTUYecKas IeH-
HOCTbh IPOBEJECHHOI'O MCCIIEOBAaHUS. 371eCh MOTYT ObITh HAMEUEHBI MEPCIEKTUBbI JaIbHEMH -
IIeT0 U3yYeHHsI HAyYHOU TPOOIIEMBL.

Amnmnapar BKP Bkitouaert:

— OTIJaBJICHUE,
—  CIMCOK HMCTIOJIb30BaHHOM JIUTEpaTyphl,
—  TIPUIOKEHUSI.

OrNABNEHUE BKJIFOYACT Ha3BaHMS BCEX CTPYKTYPHBIX Pa3ieioB PabOThI ¢ yKa3aHHUEM
HOMEPOB CTPAHUII, C KOTOPBIX HAUMHAIOTCS 3TU Pa3Aesibl U TOMEIIAETCS Cpa3y 3a TUTYJIbHBIM
muctoM (cm. [lpunoxenne 3). HasBanus rias, maparpadoB U HPUIOKEHUH B OIJIaBICHUU
BKP n0ikHBI MOJIHOCTBIO COBNAJATh C Ha3BAHUSIMH, YKa3aHHbBIMU B OCHOBHOW yactu BKP,
[P 3TOM HE JOIMYyCKAaeTCsl COKpallleHne Ha3BaHUH TaB U maparpados.

CNNCOK WCNONb30OBAHHOW JINTEPATYPbl sBIsieTCss OOSI3aTENBHBIM 3JIEMEHTOM
annapara BKP. /laeT BO3MOKHOCTB OIpEENNUTh IIOJIHOTY OXBaTa UCTOYHHUKOB U JINTEPATypPhI
[0 TeMe M TakuM 0Opa3oM IO03BOJIET CyIUTh 00 YpOBHE MPOBEACHHOIO HccienoBaHus. B
CIIMCOK BKITIOYAIOT OMHMCAHUS HEONMyOJMKOBAaHHBIX W apXUBHBIX MaTEPUAJIOB, OITyOIMKOBAH-
HbIX pabot. Kak npaBuio, U31aHusl Hay4HO-MOMYJISIPHOTO U y4eOHOro Xapakrepa (3a UCKIIIO-
YeHHUEM YYeOHHKOB, OTPAYKAIOIIUX UCTOPHOTPAPHIO TEMBI) B CIIUCOK HE BKIFOUAIOTCSI.
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K HeonyOnuMkoBaHHBIM JOKYMEHTaM OTHOCSITCS BHYTPEHHHME OpPraHU3AIMOHHbBIC M
HOPMAaTUBHBIE JOKYMEHTHI YUPEXKIEHUN M OpraHu3aluil (HampuMmep, yCTaBbl OpraHHU3alluil,
MOJIOKEHUSL O CTPYKTYPHBIX MOAPA3ACICHUAX, TOJPKHOCTHBIE HHCTPYKIIMH, JOKYMEHTBI TEKY -
HIEero JIeIOMPOU3BOJICTBA U T. I1.).

bubnuorpaduyeckue onucaHus TOKyMEHTOB (TEKCTOBBIX U JJIEKTPOHHBIX PECYPCOB
HEOIyOJIMKOBAHHBIX, APXUBHBIX U MPOYUX JIOKYMEHTOB) B CIIMCKE HMCIIOJIb30BAHHBIX HCTOY-
HUKOB PACIIOJIaraloTCs B CTPOTOM alihaBUTE aBTOPOB M 3arjaBHil.

buGnuorpaduyeckue oOmucaHUs COCTABISIIOT B COOTBETCTBUU C JIEHCTBYIOIIUMU
cragnapramu: [OCT 7.80-2023«bubnmorpaduueckas 3amnuck. 3aroinoBok. Obmue Tpedosa-
Husa U npaBwia coctasieHus»; OCT P 7.0.100-2018 «bubnuorpadudeckas 3amuch. buob-
muorpaduueckoe onucanue. O6mme TpedboBanus u npasmia cocrapneHus»; [OCT 7. 0.12—
2011 «bubnmorpaduyeckas 3anmuch. CokpalieHne CJIOB M CJIOBOCOYETAaHUN HAa PYCCKOM SI3blI-
ke. O0mme TpeGOBaHMS U TIPABUIIAY.

KonnuecTBO MCTOYHMKOB B CHHCKE JOJKHO ObITh He MeHee 50. MeHblee Koiuue-
CTBO, He mpu3HaBaemoe HenoctaTkoM BKP, Tpebyer o0ocHOBaHMS PYKOBOIUTENEM U CTY-
JIEHTOM.

MPUNOXEHUS. B ciyyae HeoOxomumoctn BKP mokeT mmers mpuimokenue. Ero
0o0beM He BXOAMT B pacueT obmiero oobema BKP. B Hero BKiIroYaroT Marepuabl, AOMOI-
HSIOIME OCHOBHOW TEKCT, HalpUMep, TEKCTbl OPraHU3allMOHHO-PACTIOPSIAUTEIbHBIX
JIOKYMEHTOB (OHU HE JIOJDKHBI IIeperpykatb padoTy M BKJIIOUAIOTCS B MPUIIOKEHUS TOJIBKO B
cily4ae HeoOXOJUMOCTH, 3HAUMMOCTH ISl MJUTFOCTPALlMU U JTOTIOJTHEHHUS OCHOBHOTO TEKCTa),
TEKCTBhl aHKET, WUIIOCTpaluu, rpapuxu, ¢ortorpaduu u ap. B mpunoxkeHusix MoOryt co-
JIep>KaThCsl MPOMEKYTOUHBIE (DOPMYJIBI M pacueThl, TAOJIULbI, UHCTPYKLNN, METOAUKY U TIp.

Bce mMarepuanbl, BKIIOYEHHBIE B MIPHIOKEHHE, 11€7€CO00pa3HO CUCTEMaTH3UPOBaTh B
nopsiike ux ynomuHanus B Tekcte BKP. Kaxnoe HoBoe mpuiokeHre Ha4nHAeTCs ¢ HOBOTO
JUCTa, B IPABOM BEPXHEM YIIIy IIEPBOM CTpaHUIbI NpHUIIoKeHUs nuiyT «IIpunoxkenue...» u
YKa3bIBalOT €ro MOpSAIKOBbIM HOMep (apaOckumu nudpamu) 0e3 3Haka «No». U3 Tekcra
CIIEyEeT CAENaTh CChUIKU K 3TUM HOMepaM, Hanpumep: cM. [Ipunoxenue 1. Kaxapiii matepu-
aJl, IPUBEICHHBIN B MPUIOKEHUH, JOJKEH COIPOBOXKJIATHCS HE TOJBKO MOPSAKOBBIM HOME-
POM, HO U HEOOXOJMMBIMH KOMMEHTapusMu. [103ToMy KakaoMy HpPUIIOKEHHUIO JaeTcs Co-
JIepKaTeIbHbINA 3ar0JIOBOK.

Ecnu npunoxeHre NOAroTOBICHO Ha OCHOBE KaKOr0-JIMOO MCTOYHHUKA, BHU3Y B MO/ -
CTPOYHOM NMPUMEYaHUU 003aTENILHO JIETAeTCs CChIJIKA HA 3TOT UCTOYHHK.

3. MEPEYEHb PEKOMEHAYEMOW NUTEPATYPbI, HEOBXOAVWMOW AN NOAroToBKn BKP?
3.1. IleyaTHble U (WJIN) 3J1EKTPOHHBIE 00pa30BaTebHbIE PECYPChI
Hopmamugeno-npagogvie ucmouHuku
1. Koncrurymusi Poccuiickoit denepanuu (mpuHATa HA BCEHAPOIHOM TOJOCOBaHMH 12
nekabps 1993 r.).

2. TI'paxnanckmii konekc Poccuiickoit deneparuu (dacts nepsas) ot 30.11.1994 Ne 51-
@3 (B mocienHen peJakium).

2 ObecnieueHne oOyUArOIMXCSA MHBAIMIOB M JIMIL C OTPAHMYEHHBIMH BO3MOKHOCTSMH 3/I0POBbs TIEYATHBIMH U
AIIEKTPOHHBIMH 00Pa30BaTENILHBIMU PECYpCaMU OCYHIECTBISIETCSl B (hopMax, aanTHPOBAHHBIX K OIPaHUYCHHUSIM
UX 3JI0POBBSL.
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11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

Konmekc Poccuiickoit ®eneparun 00 aJIMUHUCTPATUBHBIX INPABOHAPYIICHUSX OT
30.12.2001 Ne 195-d3 (B mocneaHe peaakiium).

TpynoBoit koxekc Poccuiickoit @enepanuun ot 30.12.2001 Ne 197-®3 (B nocnennei
peIaKIun).

3akoH Poccuiickoit ®enepaunn ot 21.07.1993 Ne 5485-1 «O rocynapcTBeHHOH Taii-
He» (B MOCTIEIHEN peIaKIim).

®enepanbHblil 3akoH «O cranpapruzanuu B Poccuiickoit denepaunn» ot 29.06.2015,
Neo 162-®3 (B mocienHel peaaKiium).

®enepanbubiii 3akoH oT 08.02.1998 Ne 14-03 «OO6 olmiecTBax ¢ OrpaHUYEHHON OT-
BETCTBEHHOCTHIOY (B MOCJEIHEH peJaKlnn).

@enepalbHbIM KOHCTUTYLIMOHHBIN 3ak0H 0T 25.12.2000 Ne 2-®K3 «O I'ocynapcTBeH-
HOM TepOe Poccuiickoit denepanumy (B ociIeIHEH peAaKIInN).

®enepanpubiii 3akoH 0T 29.07.2004 No 98-03 «O kommepueckoil TaiHe» (B MO-
ClIeTHEH peaaKIum).

®enepanbublil 3ak0H 0T 22.10.2004 No 125-®3 «O6 apxuBHOM jaene B Poccuiickoi
denepanuny» (B mOCIEIHEH PEIAKITNN).

®enepanpubiii 3akoH oT 01.06.2005 Ne 53-03 «O rocynapcTBeHHOM si3blke Poc-
cuiickori Deaepanuuy (B MOCIEIHEH PEAAKIIAN).

®enepanbusiii 3akoH 0T 02.05.2006 Ne 59-03 «O nopsike paccMOTpeHHs 00paeHui
rpaxnaan Poccuiickoit @eaepanumy (B MOCIEIHEH PEAAKIIUN).

®enepanbhblil 3ak0oH 0T 27 uronst 2006 1. Ne 152-D3 «O nepcoHanbHBIX TaHHBIX» (B
MOCNeAHeH peaaKIIm).

®enepanbusiii 3akoH oT 27.07.2006 Ne 149-03 «O6 unpopmaruu, nHPOPMAIMOHHBIX
TEXHOJIOTHSX U O 3a1uTe HHPopMaumw» (B MocieIHel peJakiun).

®denepanbHbiil 3akoH 0T 6 ampenst 2011 1. Ne 63-D3 «O06 3nekTpoHHON TIOATUCHY (B
MOCIeAHEeH peaaKIIm).

Va3 [Ipesunenta Poccuiickoit @enepannu ot 30.11.1995 Ne 1203 «O6 yTBepxkIeHIH
MepevHsl CBEJECHUN, OTHECEHHBIX K TOCYAapCTBEHHOW TaiHe» (B TOCIETHEH pe-
JTAKITUH).

VYka3 Ilpesuaenta Poccuiickoit @eneparuun ot 06.03.1997 Ne 188 «O06 yTBepkaeHUH
MepeyHs CBEACHUI KOH(UICHIIMATLHOTO XapaKkTepay (B MOCIEAHEH PEIAKIIHH).

Vka3 Ilpesuaenta Poccuiickoit ®enepanuu ot 22 utons 2016 r., Noe 293 «Bonpocsl
®denepanbHOTO ApPXUBHOTO ar€HTCTBA» (B MOCIEIHEN PEIaKIUN).

Pacnopsokenne Anmunuctpauuu IIpesunenta Poccuiickoit @enepanuu u Anmnapara
npasutenscTBa Poccuiickoit denepanuu ot 16.07.2008 Ne 943/788 [O nepeune mon-
HBIX M COKpAIICHHBIX HAMMEHOBAHUU (eliepallbHbIX OPIraHOB MCIOJIHUTEIHHON
BJIacTH | (B MOCIEIHEN peIaKIun).

[Toctanosnenue ['ocynapcrBenHoro komurera Poccuiickoin denepaunu no CTaTUCTH -
ke o1 05.01.2004 Ne 1 «O0 yTBepkaeHUN YHU(DUIIMPOBAHHBIX (POPM MIEPBHUYHON yUeT-
HOM TOKYMEHTAIlMU 10 yUeTy TpyJa U €ro OIIATh».

[TocranoBnenne Muntpyga P® ot 10.09.1993 Ne 152 «O6 yrBepxknenuun Hopm
BpEMEHH Ha paboThl IO aBTOMAaTU3WPOBAHHON apXUBHOM TEXHOJIOTUU U JIOKyMEHTa-
[IMOHHOMY 00€CIICYCHUIO OPTAHOB YIPaBJICHH (B TOCIECIHEH peIaKInn).
[Toctanonenne Muntpyaa P® ot 26 mapra 2002 1. Ne 23 «O6 yrBepx)aeauu Hopm
BpPEMEHH Ha pabOThI IO JOKYMEHTAIIHOHHOMY OOECIICUCHUIO YIIPABICHYECKUX CTPYK-
Typ (enepalibHbIX OPraHoB HCIOJHUTENBbHON BiacTw» // bromnerenp MunucrepcTsa
TpyZa U colaiibHoro passutus Poccuiickoit @enepanuu, 2002.

[TocranoBnenue IlpaBurennctBa Poccuiickoir @enepanuu ot 16.04.2003 Ne 225 «O
TPYIOBBIX KHUKKAX» (B MOCIEAHEN pEeaKIIIm).
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30.

31.

32.

33.

34.

35.

36.

[Tocranosnenue IlpaButenscrBa Poccuiickoit @eneparun ot 15.09.2008 Ne 687 «O6
yrBepkaeHuu [lonoxenust 06 0coOeHHOCTAX 00padOTKU MEPCOHANBHBIX JAHHBIX, OCY-
IECTBIISIEMOM 0e3 MCIIOIb30BaHMS CPEJICTB ABTOMATH3ALHI.

[Toctanosnenue [IpaButenbcTBa Poccuiickoit @enepanuu ot 15.06.2009 Ne 477 «O6
yTBepkaeHnH [IpaBuin nenonpoun3BocTBa B (elepaibHbIX OpraHax WCHOIHUTEIBHOM
BJIACTH.

[TonoxxeHne o mopsAKe AOCTyINA K MaTepuaiaM, XpaHsAIUMCs B TOCYAapCTBEHHBIX ap-
XMBaxX M apXuBax roCylapCTBEHHbIX opraHoB Poccuiickoit denepanuu, mpekpaiieH-
HBIX YTOJIOBHBIX W aJMUHUCTPAaTUBHBIX [J€J B OTHOLICHWU JIHL], MOJABEPrLIMXCS
MOJIMTUYECKUM PEIIPECCHSIM, a TAKKE (PUIbTPALIMOHHO-IIPOBEPOUHBIX el : (YTB. MpU-
Ka30M M-Ba KyJIbTYpbl U MacCOBbIX KOMMyHHKauui P®, M-Ba BHyTpeHHux aein PO,
denepanpHOil caykba OezomacHoctd PO ot 25.07.2006 roma Ne 375/584/352, 3a-
peructpupoBad B Muntocte Poccum 15.09.2006, perucrpanuonnsiii Ne 8296). —
Pexxum nmoctyma: http://www.rusarchives.ru/lows/access  repressions.shtml.

Enuupiii kBaM(UKAMOHHBIA CIIPABOYHUK JOJDKHOCTEH PYyKOBOAMTENEH, CHCIMAIH-
CTOB U CIyKalux, pasnen «KBanupukalnuoHHbIE XapaKTEpUCTUKU JTOJDKHOCTEH pa-
OOTHHMKOB TOCYJapCTBEHHBIX apXHBOB, IICHTPOB XPAHEHUS JOKYMEHTAIUH, apXUBOB
MYHHIIMINIATIBHBIX 00pa30BaHUi, BEIOMCTB, OpraHU3alnii, 1abopaTopuii odecrnedeHus
COXPAaHHOCTH apXUBHBIX TJOKYMEHTOB» (yTB. IpUKa30M MUHHUCTEPCTBA 3JpaBOOXpaHe-
HUSA U colanbHOro pa3Butus Poccutickoit @eneparuu ot 11.04.2011, Ne 338H).
[Topsaiok MCHONB30BaHUS APXMBHBIX JTOKYMEHTOB B TOCYJAapCTBEHHBIX U MYHMIIH-
najgpHeIX apxuBax Poccwiickoit ®enepanum (yTB. mnpukazoM PacapxuBa OT
01.09.2017, Ne 143).

[IpaBuia opraHuzalu XpaHEHUS, KOMIUJICKTOBaHMs, ydeTa M HCIOJb30BaHUS
nokyMeHTOB ApxuBHOro ¢onga Poccuiickoii denepanyun u ApYyrux apxXUBHBIX
JIOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYMpaBICHHUS U
opranu3zauusx (yrB. npuka3zom Pocapxusa ot 31 urons 2023 r. Ne 77).

[IpaBuia opraHuzali XpaHEHUs, KOMILJICKTOBaHMs, ydeTa M HCIOJb30BaHUS
nokyMeHTOB ApxuBHOro ¢onga Poccuiickoii denepanyu W ApYyrux apxXUBHBIX
JIOKYMEHTOB B TOCYJapCTBEHHBIX M MYHULMIAIbHBIX apXHBaxX, My3eix U Oubiuore-
Kax, HAy4HbIX opranu3anusax» (yTB. npuka3zoMm Pocapxusa ot 02.03.2020 r., Ne 24).
[IpaBuiia opranu3anuy XpaHeHHs , KOMIJICKTOBAHMSI, y4eTa U UCTOJIb30BaHUS HAYYHO-
TEXHUUYECKON JOKYMEHTAIMU B OpraHax rocyJapCTBEHHOM BJIaCTH, OPraHaX MECTHOIO
caMOyMpaBleHUs, TOCYJapCTBEHHBIX U MYHHUIMIAIbHBIX OpraHu3anusax (yTB. IpHKa-
30M Pocapxusa ot 09.12.2020, Ne 155).

[IpaBuiia nenonpou3BOACTBa B TOCYJaPCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMo-
ynpasiieHus (yTBepkaeHbl npuka3zom Pocapxusa ot 22.05.2019 Ne 71).

TunoBbie HOPpMBI BPEMEHH U BBIPAOOTKH Ha pabOTHhI (YCIYTH), BBIIOJIHIEMbIC (OKa3bI-
Ba€MbI€) IOCYIapCTBEHHBIMU M MyHUIMIAJIbHBIMU apxuBaMmu (yTB. mpuka3zom Pocap-
xuBa oT 8 aBrycra 2022 r., Ne 111).

I'OCT P 53898-2010 «Cuctemsl 3JIEKTPOHHOTO JOKYMEHTO0OO0poTa. B3anmoneiicteue
CUCTEM YIIpaBJIeHUs JOKyMeHTamMH. TpeOoBaHUS K 3JIEKTPOHHOMY COOOIICHUIO. — M.,
2010.

I'OCT P 53898-2013. Cucrtema 3JeKTpOHHOTO TOKyMeHTOoO0poTa. B3anmoelicTBre
CHCTEM YHIpaBJICHHUS JOKyMEeHTaMH. TexHH4Yeckue TpeOOBaHUS K AJIEKTPOHHOMY CO-
obmenuro. — M., 2013.

I'OCT P 54471-2011/ISO/TR15801:2009 «CucteMbl 31EKTPOHHOTO JOKYMEHTO00O0-
pota. YmpaBieHue nokyMmeHTanued. MuHdopmanus, coxpansemas B 3JIEKTPOHHOM
Buze. Pekomenanuu no o6ecrnedeHnto JOCTOBEPHOCTH U HaJIS)KHOCTI.
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I'OCT P 7.0.109-2024 CUBUA. Wuadopmammst ¥ AOKyMEHTanws. YIpaBICHHE
JIOKyMeHTaMu. Jlornyeckasi CTpyKTypa, COCTaB METaJJaHHBIX JTOKYMEHTOB U TpeboBa-
HUS K UX cozepxkanuio. — M., 2024.

I'OCT P 7.0.8-2025 «Cucrema ctaHaapToB no wHGOpMAHUK, OMOIUOTCUHOMY U H3-
JIaTEeNIbCKOMY Jely. /{enonpon3BoaCTBO U apXUBHOE J1€10. TEpMUHBI U ONIpEACIECHUS
(yTB. M BBeeH B nelcTBue mpukazom denepanbHOr0 areHTCTBAa MO TEXHUYECKOMY
pEryJIMpoBaHMIo U MeTposoruu ot 28 stuBaps 2025 r.). — M., 2025.

I'OCT P 7.0.95-2015. Cuctema cranmapToB no uHpopmaiuu, OMOIUOTCUHOMY U U3-
JATEJIbCKOMY JIeNly. DJIEKTPOHHBbIE JOKYMEHThl. OCHOBHBIE BHJIbI, BBIXO/JHBIE CBEJE-
HUSI, TEXHOJIOTMYECKHUE XapaKTEepUCTUku. — M., 2015.

I'OCT P 7.0.97-2016 «Cucrema ctaHaapToB 1o nHpopmanuu, 6HOIMOTEUHOMY U U3-
JnaTenbckoMy Jeny. OpraHu3allMoOHHO-PAaclopsIUTeNbHAs AOKyMeHTalus. TpebGoBa-
HUS K 0)OPMIICHHUIO TOKYMEHTOBY (YTB. prka3oM DeaepanbHOro areHTCTBa M0 TEXH.
peryaupoBaHuio W Metposioruu ot 8 gek. 2016 1. Ne 2004-ct). — M.
Crangaptundopm, 2016. — 30 c.

I'OCT P UCO 15489-1-2019. Mudopmarus u fOKyMeHTaIusl. Y IPaBJICHHE TOKYMEH-
tamu. Yacts 1. [lonsaTus u npuniuns! u apyrue. — M., 2019.

I'OCT P HMCO 30300-2015. CUBUA. Nudopmanus u mokymeHtanus. CUCTEMBI
ynpaBiieHus JoKyMeHTaMu. OCHOBHBIE TIOJIOKEHUS U ciioBapb — M., 2016.

HNCO 15489-1-2001. «Madopmanus u JOKyMEHTAIMs. YTIpaBieHUe 3anucsaMu. YacThb
1. O6ume TpedoBanus». — M., 2001.

OK 011-93. O6mepoccuiickuii Kiaaccu(GUKaTOp yIpaBICHUSCKOW JOKYMEHTAIUH.
Meroauueckue pexkomenjanuu no npumenenuto 'OCT P 7.0.97-2016 «CHUBU/.
OpraHu3almoOHHO-pACIIOpAIUTENIbHAS TOKyMeHTauusd. TpeboBaHus K 0OGOpMICHUIO
JIOKyMEHTOB». — M., 2019.

MeTtoauueckie peKoMeHAaluU Mo pa3paboTKe MHCTPYKLIMN MO JETONPOU3BOJICTBY B
rOCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOIO caMoOyIpaBiieHus (yTB. MPUKA30M
PocapxuBa ot 25.12.2020 1., Ne 199).

IlepeueHp TUIOBBIX APXMBHBIX JOKYMEHTOB, 00pa3yIOUIMXCs B HAYYHO-TEXHUYECKOU
U TMPOU3BOJICTBEHHOM JAEATEIbHOCTH OpraHu3allui, ¢ yKa3aHHEM CPOKOB XpaHEHUs
(yTB. Ilpukazom Pocapxusa ot 28.12.2021, Ne 142).

[lepeueHp TUIOBBIX YIPABJICHYECKUX APXUBHBIX JIOKYMEHTOB, OOpa3yOLIUXCS B
IIPOLIECCE AESTEIbHOCTU I'OCYAAPCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYyIpaB-
JICHUs ¥ OpraHM3allli, ¢ yka3aHueM cpokoB ux xpanenus (yTB. [Ipukazom Pocapxusa
ot 20 nexadps 2019 r, Ne 236.).

[TpumepHas HHCTPYKLUS IO IE€TIONPOU3BOJICTBY B TOCYIaPCTBEHHBIX OPraHU3alUsAX. —
M., 2018.

[IpumepHOE MOJOXKEHUE O MOCTOSIHHO ICHCTBYIOIIEH SKCIIEPTHON KOMHUCCUU yupe-
JKACHUSI, OpraHu3alnu, OpeanpusITus (yTBEpKIAEHO Npuka3oM ['ocynapcTBeHHOU ap-
XUBHOM ciry k061 Poccun ot 19.01.1995, Ne 2).

[IpumepHoe mnonoxxeHue o lLlentpanbHoit skcneptHo Komuccuun (LIDK) wmu-
HUCTEpCTBA, BeoMcTBa Poccuiickoit denepanuu (yrBepkaeHo npukazom denepainb-
HOU apxuBHOH ciyx0b1 Poccun ot 17.03.1998, Ne 19).

[TpumepHoe monoxxenue o0 apxuBe opranuszauuu (yTB. Ilpukazom PocapxuBa ot
11.04.2018 ., Ne 42).

[IpumepHoe monoxeHue 00 3KCHepTHOW KoMuccuu opranuzanuu (yTB. Ilpukazom
Pocapxusa ot 11.04.2018, Ne 43).

[TpumepHOe moJokeHHE 00 IKCHEPTHO-NPOBEPOUHON KOMUCCUHM HAYyYHOM OpraHusa-
LMY, BKJIIOYCHHOM B IIEPEYEHb, YTBEPKAAEMBbIM INpaBUTEIbCTBOM Pocculickonn dPe-
neparuu (yTB. mpuka3zoMm Pocapxusa ot 13.06.2018, Ne 61).
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55. [IpumepHoe TONOKEHHE 00 IKCHEPTHO-IPOBEPOYHONH KOMHCCHUHU YIIOJTHOMOYEHHOTO
opraHa HCIIOJTHHUTEIBHON BiIacTH cyObekTa Poccuiickoit denepannu B chepe apXuB-
Horo niena (yTB. mpukazom Pocapxusa ot 13.06.2018, Ne 63).
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Kab6amos, C. 0. Opranuzanus paboThl ¢ 0OpaIieHUsIMU TpaxaaH B uCTopuu Poccuu:
ydyeObHoe mocobue : yueoHoe mocodbue / C. FO. KabamoB. — 4-¢ uzn. — Mocksa :
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Hasg cuctema. — URL: https://e.lanbook.com/book/166553 (nmata oOpamieHus:
26.11.2024). — Pexxum noctyna: 1uist aBTOPU3. 110JIb30BaTENEH.

Ka6amos, C. I0. Ynpapnenne noKkyMeHTaMH ¥ O(PUCOM MECTHOM aJIMHUHHCTPAIIUU:
mocodue sl ympaBisiromero aenamu : yuyebnoe mocodbue / C. FO. KaGamoB. —
Mocksa : ®JIMHTA, 2017. — 205 c. — Tekcr : 3neKkTpoHHBIN // JIaHb : 3JE€KTPOHHO-
oubnmoreunas cucrema. — URL: https://e.lanbook.com/book/92923 (maTa oOpamieHus:
26.11.2024). — PexxuMm noctyna: Jyisi aBTOPU3. MOJIb30BaTEIIEH.

KopuunoBa, A. A. 3ammra nepcoHaJIbHBIX NaHHBIX : ydyeOHOoe mocobue / A. A.
Kopnunosa, /[. C. IOnycoa, A. C. Ucmarmiosa. — Ya : baml'y, 2020. — 120 c. —
Texct : anexTponnslii // Jlaup : anexTpoHHO-0MOIMOTeYHast cuctema. — URL: https://
e.lanbook.com/book/179914 (nmata o6pamenus: 26.11.2024). — Pexum moctyma: s
aBTOPH3. I10JIb30BATEIICH.

. Kyrymesa, T. B. JlokymeHTanronHoe obecrnieuenue yrnpasieHus : yueOHoe nmocodue /

T. B. Kyrymesa. — PoctoB-na-/lony : ®@enukc, 2023. — 238 ¢. — TekcT : 3IeKTpPOH-
Hblil // Jlanp : smekTpoHHO-OuOMoTeuHas cucrema. — URL: https://e.lanbook.com/
book/318845 (mara obpamenus: 26.11.2024). — Pexxum noctymna: uist aBTOPHU3. MOJTb-
30BaTesIeH.

Kynsies, H. H. loxymenroBenenue : yueOnuk / H. H. Kynsies ; non penaxmueii H. H.
KynseBa. — 2-e u31. — Mocksa : Jloroc, 2020. — 352 c. — Tekcr : anextponHsii // Jlanb
. 2NeKTpoHHO-OmOmmoreunast cuctema. — URL: https://e.lanbook.com/book/163044
(mara obpamenus: 26.11.2024). — Pexxum mocTyma: i1t aBTOPH3. TOJIb30BaTEIICH.
KynsieB, H. H. KondunenuunaapHoe IeI0NpOU3BOACTBO U 3AIIUIIEHHBIA 3JIEKTPOH-
HBII 1oKyMeHToo0opoT : yueObnuk / H. H. Kynses ; mon pemaknueri H. H. Kynsesa.
— 2-e u3n., nepepad. u gom. — Mocksa : Jloroc, 2020. — 500 c. — TeKcT : 371eKTPOH -
Hblil // Jlanp : snexTpoHHO-OMOMMoTeuyHas cuctema. — URL: https://e.lanbook.com/
book/163041 (mara obpamenus: 26.11.2024). — Pexxum noctyma: st aBTOPHU3. MOJIb-
30Barenen

Jlapun, M. B. Nadopmanmonnoe odecnieuenue ynpasienus : 2019-12-06 / M. B. Jla-
puH. — 2-¢ u3a. (A1.). — Mocksa : PITY, 2019. — 280 c. — Tekcr : 2JIeKTpOHHBIN //
Jlanp : snexTpoHHO-OMOnMOTeuHast cuctema. — URL: https://e.lanbook.com/book/
129792 (nata oOpamenus: 26.11.2024). — Pexxum moctyna: il aBTOPHU3. MOJIB30-
BaTeJICH.

Jlapskos, H. C. JlokymentoBenenue : yueonuk / H. C. JlappkoB. — 3-¢ u31. — Mocksa :
[Tpocmekt, 2016. — 412 ¢. — Tekct : 3neKTpOHHBIH // JIaHb : AMEKTPOHHO-OHOIHOTEY -
Hasg cuctema. — URL: https://e.lanbook.com/book/149964 (nata oOpamieHus:
26.11.2024). — Pexxum goctyna: 1uist aBTOpPU3. 110JIb30BaTENEH.

. ManbneBa, . @. Metonuueckue peKOMEHAAIMU IO BBIMOJHEHUIO BBIITYCKHON KBa-

TU(QUKAIMOHHON paboThl U HarpaBlieHUs: TOAroToBKU 46.04.02 "JlokymeHTOBeIE-
HUE W apXuBoBeaeHue" : MeToanueckue ykazanus / M. @. Mansnesa, O. I'. CaBka, C.
B. I'opkym. — Mocksa : PTY MUPDA, 2022. — 120 c. — TekcT : anexkTpoHHslii // Jlanb
. 2JIeKTpoHHO-OnOmoreunas cuctema. — URL: https://e.lanbook.com/book/256829
(mara obpamenus: 26.11.2024). — Pexxum nocTtymna: i1t aBTOpH3. MOJIb30BaTEIICH.

Huxudopos, C. H. Meroas! 3amutsl uapopmanuu. [laponu, ckpeitue, mudpoBanue /
C. H. Hukudopos. — 5-e u3a., crep. — Cankr-IlerepOypr : Jlans, 2023. — 124 c. —
Tekct : anexTpoHHbIl // JIanb : anekTpoHHO-OMOMMOTeuHast cucrema. — URL: https://
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20.

21.

22.

23.

24.

25.

26.

27.

28.

29.

e.lanbook.com/book/338018 (mata obpamenus: 26.11.2024). — Pexxum mocrtymna: yis
aBTOPU3. MOJIb30BATEIICH.

[TaBnoBa, P. C. JlokymeHTanmonHoe obecrieueHue ynpasieHus. [lenoBas nepenucka /
P. C. [1aBnmoBa. — 2-e u3x., crep. — Cankr-IlerepOypr : Jlans, 2023. — 152 c. — Teker :
NMEeKTpOHHBIN // JlaHb : 37MeKkTpoHHO-OMOMMoTeuHass cucrema. — URL: https://
e.lanbook.com/book/288977 (mara obpamenus: 27.11.2024). — Pexum moctyma: s
aBTOPH3. I0JIb30BATEIICH.

[TaBnoBa, P. C. Jlenonpou3BoACTBO O MUCHbMEHHBIM M YCTHBIM 00pallleHUsIM I'paxiaH
/ P. C. ITaBnoBa. — Cankt-IlerepOypr : Jlanp, 2022. — 324 c. — TeKcT : 371€KTPOHHBIN //
Jlanp : anexTpoHHO-OMOMMOTeuHas cuctema. — URL: https://e.lanbook.com/book/
247352 (nata obOpamenusi: 26.11.2024). — Pexxum gocTymna: i aBTOPU3. MOJB30-
BaTeJICH.

[TaBnoBa, P. C. Jlenonpou3BoICTBO MO 0OpaIICHUSIM TPaKIaH : yaeOHOe mocooue Ais
By30B / P. C. IlaBnoBa. — Cankr-IlerepOypr : Jlanb, 2021. — 280 ¢. — Tekcr : 37ek-
TpoHHBI // JlaHp : SJeKTpoHHO-OMONMOTeyHast cuctema. — URL: https://
e.lanbook.com/book/169796 (nmara o6pamenus: 26.11.2024). — Pexum moctyma: s
aBTOPH3. I10JIb30BATEIICH

[TaBnoBa, P. C. JlokymeHTanimoHHoe obOecreueHrne paboThl KaJpOBOM CITYXKOBI : yueo-
Hoe rmocobue ais By30B / P. C. [TaBnosa. — Cankt-IletepOypr : Jlans, 2021. — 328 c. —
Tekcr : anexTpoHHbIl // JIanb : anekTpoHHO-OMOMMOTeuHast cucrema. — URL: https://
e.lanbook.com/book/173090 (mata obpamenus: 26.11.2024). — Pexxum mocrymna: yis
aBTOPU3. MOJIb30BaTEIICH.

[TaBnoBa, P. C. JlokymenTanmontnoe ooecrnieuenue ynpasnenus / P. C. IlaBnosa. — 2-¢
u3n., crep. — Cankr-IletepOypr : Jlanb, 2023. — 608 c. — Tekcr : anekTpoHHBIH // JIaHb
. 2NeKTpOHHO-OmOmmoreunas cuctema. — URL: https://e.lanbook.com/book/310175
(mara obpamenus: 26.11.2024). — Pexxum mocTyma: i1t aBTOPH3. TOJIb30BaTEIICH.
[Terpenko, B. WM. 3ammra nepcoHaqbHBIX JAAHHBIX B HMH()OPMAIIMOHHBIX CHUCTEMAaX.
[Ipaktuxkym : yuebHOE Tmocodue mis By30B / B. . Ilerpenko, Y. B. Manapuma. — 6-¢
u3n., crep. — Cankr-IletepOypr : Jlans, 2025. — 108 ¢. — Teker : anekrponHslii // Jlanb
. 2JIeKTpoHHO-OMOMoTeunas cuctema. — URL: https://e.lanbook.com/book/437192
(mara obpamenus: 26.11.2024). — Pexxum noctymna: i1t aBTOPH3. MOJIb30BaTEIICH.
[Terymko, H. E. JlokyMeHTanmmoHHOE OOecriedeHue yrpaBieHUs : y4e0.-MeTOJ. TO-
cobue / H. E. Tlerymko. — Munck : BI'VKU, 2020. — 165 ¢. — Tekct : 31neKTpOHHBIH //
Jlanp : anexTponHO-OMOMMoTeuHas cuctema. — URL: https://e.lanbook.com/book/
176019 (mata obpamenus: 10.05.2023). — Pexxum pmoctyna: ajsi aBTOpPH3. MOJB30-
BaTeJICH.

[Temkosa, I'. JI. Cexperapckoe aemno : yuebnoe mocodue / I'. [I. I[Temkosa. — 3-e u3g,
ucrp. u jgon. — Musck : Bemmiimas mkomna, 2014. — 318 ¢. — Teker : 25eKTpoHHBI#H //
Jlanp : snexTpoHHO-OMONMOoTeuHast cuctema. — URL: https://e.lanbook.com/book/
65310 (mata oOpamenus: 26.11.2024). — Pexxum pgoctyma: Jyisi aBTOPH3. IOJIB30-
BaTeJICH.

[IpakTukyMm 1o pabote ¢ oOpalIeHUsIMHU TPpaKIaH U OpraHu3aiuii . yaeoHoe mocooue /
otBeTcTBeHHBIN penakrop JI. B. Cranasons. — Mocksa : Ilpocnekr, 2022. — 320 c. —
Tekct : anexTpoHHbIl // JIanb : anekTpoHHO-OMOMMOTeuHast cucrema. — URL: https://
e.lanbook.com/book/298229 (nmata obpamenus: 26.11.2024). — Pexxum pocrtymna: uis
aBTOPU3. MOJIb30BaTEIICH.

[Tyrekuna, JI. B. YrnpaBnenue 3JeKTPOHHBIM JTOKYMEHTOOOOPOTOM B BBICHIEM y4eO-
HOM 3aBejieHHM : yueOHoe mocoOue / JI. B. Ilyrekuna, B. FO. Mokpsiii. — CaHKT-
[TetepOypr : CIIOI'YIL, 2020. — 65 c. — Tekcr : anekTpoHHbIH // JIaHb : 3JIEKTPOHHO-
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31.

32.

33.

34.

35.

36.

37.

38.

39.

oubnmoreunas cuctema. — URL: https://e.lanbook.com/book/215444 (mata oOparie-
Hus: 10.06.2023). — Pexxum mocTyma: 71 aBTOpH3. TOJIb30BaTEIICH.

Pomammn, W. E. Ynpasnenue u 5KOHOMHKa apXuBHOro jena B Poccuiickont ®denepa-
nuu : yuyebnoe nocobue / U. E. Pomamun. — 2-e u3a., ;1. — Mocksa : PITY (Mu-
tepmeaunarop), 2022. — 155 c. — TekcT : aneKkTpoHHBIH // JlaHb : 31eKTpOHHO-OHO-
muoteunas cucrema. — URL: https://e.lanbook.com/book/350954 (nara oGparienus:
26.11.2024). — Pexxum noctyna: 1uist aBTOPU3. 110JIb30BaTENEH.

Ps6oBa, C. B. JlokymeHTarimoHHoe oOecreueHrue YIpaBIeHYECKON NEATeIbHOCTH :
yueoHoe mocobue / C. B. Psgb6oBa. — YubstHoBcKk : Yl TV, 2021. — 340 c. — Teker :
anekTpoHHbI // JlaHb : 3nexkTpoHHO-OMONMOTe4yHass cuctema. — URL: https:/
e.lanbook.com/book/259769 (nmata obpamenus: 26.11.2024). — Pexxum mocrtyna: yis
aBTOPH3. MIOJIH30BATEIICH.

Camxuna, O. Il. ['ocynapcTBeHHOE ympaBiieHHE: TEXHOJOTMH W LU(ppOBas TpaHC-
dbopmarus : yueoHoe nmocodue / O. I1. Camxkuna, b. b. Camwxkun, O. H. Monrymur. — K-
3pu1 : TyBl'Y, 2022. — 108 c. — Tekcr : anmekTpoHHBIH // JlaHb : 3MeKTPOHHO-OMO-
muoteuHnas cucrema. — URL: https://e.lanbook.com/book/339617 (nmara oGparienus:
26.11.2024). — Pexxum goctyna: 1uist aBTOpPU3. 110JIb30BaTENEH.

Capamynosa, JI. H. JlokymeHTaIimoHHOE 0O0eCIIeYeHHE YIIPaBICHYECKOMN A TSIBHOCTH
: yae6HOoe mocoowme / JI. H. Capamynosa, H. B. I'punkux. — Upkytck : UT'Y, 2023. —
124 c. — Texkcer : anektpoHHbIH // JIanb : amekTpoHHO-OnOMoTeuHas cucrema. — URL:
https://e.lanbook.com/book/343130 (mara oOpamenusi: 26.11.2024). — Pexum no-
CTyna: JUisi aBTOPH3. MOJIb30BATEICH.

Tenbuapos, A. [I. ApxuBoBenenue : yuebnoe nocodue / A. JI. Tenpuapos. — 5-e uzn. —
Mocksa : JamkoB u K, 2022. — 184 c¢. — Tekct : aineKkTpoHHbIN // JIaHb : 37I€KTPOHHO-
oubnmoreunas cuctema. — URL: https://e.lanbook.com/book/277184 (mara obparie-
Hus: 26.11.2024). — Pexxum mocTyma: 71 aBTOpH3. TIOJIb30BaTEIICH.

TexHonorust conuansHOi padoThl : yueOHuk / mox pemakmueit E. M. Xonocroroii, JI.
N. KononoBoii. — 5-e usn., crep. — Mocksa : Jlamkos u K, 2022. — 478 c. — Tekcr :
NMeKTpOoHHBIH // JlaHb : 31MeKkTpoHHO-OMOMMoTeuHass cucrema. — URL: https://
e.lanbook.com/book/277592 (nmara o6pamenus: 26.11.2024). — Pexum moctyma: s
aBTOPH3. I0JIb30BATEIICH.

TymbOunckas, M. B. 3amura nndopmaiuu Ha OpeanpusaTuy : yueOHoe mocooue / M.
B. Tymbunckas, M. B. IlerpoBckuii. — Bonoraa : Uadpa-Unxenepus, 2024. — 144 c.
— Tekct : snexkrponHbiid // Jlanb : anekTpoHHO-OMOMMOTEeuHas cuctema. — URL:
https://e.lanbook.com/book/427820 (mara oOpamenusi: 26.11.2024). — Pexum mno-
CTyna: Juis aBTOPH3. MOJIb30BaTEIICH

VYmpasienue JOKyMeHTaMu B IU(GPOBON dKOHOMHUKe. OpraHu3anusi, periiaMeHTaIus,
peanu3anus : moHorpadus / M. B. Jlapun, H. I'. CypoBuera, E. B. Tepentsena, B. ©.
SlukoBas ; nmox penakuueit M. B. Jlapuna. — 2-e u3g., 1. — Mocksa : PITY (Un-
tepmeauaTop), 2022. — 247 c. — Tekcr : anekTpoHHBIN // JIaHb : 3JIEKTPOHHO-OMO -
muorednast cucrema. — URL: https://e.lanbook.com/book/268037 (mara obOpamienus:
26.11.2024). — PexxuMm goctyma: Jyisi aBTOPU3. IMOJIb30BaTEIIECH.

®dwuonoBa, JI. P. Otuka nenosoro obuieHus : yuebnoe nmocoodue / JI. P. ®uonosa. — 2-¢
u3 ., nepepad. u gom. — [lensa : [IT'Y, 2020. — 112 c. — Tekcr : snexTpoHHbIH // JIaHb :
ANIEeKTpOHHO-Oubmmoreunass cuctema. — URL: https://e.Janbook.com/book/162302
(mata obpamenus: 27.11.2024). — Pexxum mocTyma: i1t aBTOPH3. TOJIb30BaTEIICH.
Yynpun, K. II. Teoperuueckoe nokymeHtoBeneHue : yuebHoe mocobue / K. II.
Uynpun. — Ilepms : TII'UK, 2019. — 96 c. — Tekct : anmekTpoHHbI // JlaHb @ 37eK -
TpoHHO-OMONMMoTeunas cuctema. — URL: https://e.lanbook.com/book/155791 (mata
obparmenus: 26.11.2024). — Pexxum noctyma: st aBTOpU3. TOJIb30BaTEIEH.
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13.
14.

15.
16.

17.

[yneruna, M. B. ApxuBoBeaenue : ydeOHOoe mocobue / M. B. Illymeruna. — Ap-
xaHrenbek : CADY, 2014. — 232 c. — Teker : 25ekTpoHHbIN // JIaHb : 3JE€KTPOHHO-
oubnmoreunas cucrema. — URL: https://e.lanbook.com/book/96617 (maTa oOpamieHus:
26.11.2024). — PexxuMm noctyna: Jyisi aBTOPU3. MOJIb30BaTEIIEH.

Jlokymenmogseoueckue u apxueosedueckue nepuooudeckue u30anus

«Bectauk apxusucta.RU»: Poc. ucropuko-apxuBoBeaueckuii ;xypHai. — M3a. ¢ 2012
r.

Jenmonpoun3BoacTBO: u3. 2 pa3a B nosyroaue. — M3a. ¢ 2011 1.

Jlenonpou3BoACTBO U IOKYMEHTOOOOPOT HA MPEANPUATHH: €KEMECIIHBIN KypHAI. —
WN3n. ¢ 2002 1.

JIMpeKTop 1o nepcoHaly: €KeMECSIYHbIN IPAKTUYECKUM Ky PHAIL

Kanposas cinyx6a 1 ynpaBieHHe IEpCOHATIOM IPEIIPUITUS: €KEMECSIUHBIHN KypHa.
—U3n. ¢ 2002 1.

Kagpouk: exxemecsunbliii )xypHai. — U3a. ¢ 2002 r.

KanpoBoe neno: exemecsiunblil npaktudeckuil xxypHai. — M3a. ¢ 2003 r.

KaapoBsliit Bompoc: exXeMeCsIUHbIN KypHall.

Kanpossiit menemxment: M31.10 Beim. B rog. — Uza. ¢ 2002 r.

. Kanmpsl npennpusitus: exxeMecsiuHbli )KypHa.
1.
12.

OTteuecTBEHHBIE apXUBbI: HAYYHO-IIPAaKTHUECKUM KypHai. — M3, ¢ 1991 r.
CekpeTapuat B BOIpOcax U OTBETaX: €KEMECSYHbIN KypHal B opMaTe «BOIMPOC-
orBeT». — M3a. ¢ 2009 1.

CekpeTapckoe Jeo0: exxeMecsIHbIi npodeccruonanbHbIi xypHai. — M3, ¢ 2001 r.
CoBpeMeHHbIE TEXHOJIOTUH JIEJIONPOU3BOJICTBA U IOKYMEHTO000pOTA: eKEeMECSUHBIN
xypHai. — U3a. ¢ 2011 r.

CrnipaBOYHUK KaJpOBHKA: €XEMECIYHBIN KypHaJl pyKOBOAMUTEINS KaJPOBOU CITy>KOBI.
CripaBouHUK cekpeTaps U ouc-MeHeKepa: eKeMECTUHbIN MPaKTUYECKUH Ky pHaIl. —
N3n. ¢ 2002 r.

VYnpasieHue nepcoHanaom: uzi. 2 pasza B mecsil. — U3a. ¢ 1996 r.

3.2. UupopmaumoHHbie pecypcbl

3.2.1. Ilpogheccuonanvhuvie 6a3vlt 0anHBIX U UHPOPMAYUOHHBIE CRPABOUHBIE CUCHIEMbL

Ba3el nanHbIX:

bubnuoreka aucceprammii u pepepatos Poccun. — Pesxum nocrymna: http://
www.dslib.net

Enunoe okHO nmoctynma Kk wH(pOpMamMOHHBIM pecypcam. — Pexxmm mocrtyma: http://
window.edu.ru

«Kubepnenunka» Hayunas snektponnas Oubnuoreka. — Pexxum nocryna: https://

cyberleninka.ru
Hayunas snextponnas 6nbianorexa E-library. — Pexxum noctyna: https://elibrary.ru/

defaultx.asp

HanmonaneHas snekrponHas Oubnuoreka. — Pexxum nocrymna:http:/xn--90ax2¢.xn--
plai/

HanmonaneHbIi OTKPBITHIN YHUBEpcUTeT.— Pexknm goctyna :http:/www.intuit.ru/
ObC «Jlanp». — Pexxum nocryna:http://e.lanbook.com

OBC «IIpodu-JIudy. — Pexxum noctyna: https:/biblio.profy-lib.ru/

ObC «PykonT». — Pexxum gocryna: http://rucont.ru
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DOnekrponHas 6ubnroreka quccepranuii PI'b. — Pexxum moctyna:http://www.dslib.net;
Web of Sciense. — Pexxum moctyma: https://webofscience.com.

NudpopmannoHHble CIPABOYHbIE CUCTEMBbI:

I'apanr,
Koncynbrant+

3.2.2. Pecypcel unghopmayuonno-menekommynukayuonnoi cemu Hnmepnem

http://www.rsuh.ru — caiit Poccuiickoro rocy1apcTBEHHOTO I'yMaHUTapHOTO YHUBEP-
curera (PITY).

http://archives.rumethodics/ — caiiT ®enepanbHOro apXUBHOT'O ar€HTCTBA.
http://www.kadrovik-praktik.ru — caliT MaTepranoB 1Mo KaAPOBOMY JEIOMPOU3BO/I-
CTBY.

http://cyberleninka.ru/ — Hayunast snekrponHas Oubnamoreka « KnbepieHuHkay.
http://elibrary.ru — Hayunas snextponnas 6ubanoreka e-LIBRARY .ru.
http://www.gramota.ru/ — pycckuii si3eik 17151 Bcex CripaB.-MHPOPM. opTai.
http://www.rusarchives.ru/ — ITopran «Apxussl Poccuny.

http://www.scholar.ru/ — [Torck HAyIHBIX TyOIUKAIIAN.

http://e.sekretariat.ru/ — caldT 2IEKTPOHHON Bepcuu KypHaja « CIpaBOYHUK CEKpeTaps
1 o(uC-MEHEKEPAY.

http://www.delo-press.ru — caliT )xypHaina «/len1onpou3BoACTBO U JOKYMEHTOOOOPOT
Ha TPEIIPUATAN.

http://www.funnycong.ru/ — JIenonpou3BoACcTBO (CaliT MaTepHaoB).
http://www.kdelo.ru/ — caiit xypHaia «KaapoBoe 1emo».

http://www.profiz.ru/st/ — caifiT )xypHana «Cekperapb-pedepeHr».
http://www.sekretariat.ru/forum/forum1/topic781/messages — PRO-/IenonpousBo-
ctBo 1 COJI (moptan aysa pykoBoautenei ciayx0 JIOY u cekperapeil Bcex ypoBHEH ).
http://www.sekretarskoe-delo.ru — caiiT xxypHana «CeKpeTapckoe JIeyo.
http://www.top-personal.ru — caliT )xypHasia « Y IpaBlIeHUE IEPCOHATIOM.
http://www.top-personal.ru/officeworks — caiit xypnana «/lenonpou3BoacTBo».
http://www.law.edu.ru/ — FOpuandeckas Poccus.
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NMPNNOXXEHWE 1

NEKCNYECKWUE CPEACTBA (MAPKEPbBI), NCMOJIb3YEMbIE A1 PACKPbITUA
PAS/TNYHBIX ACNEKTOB COAEPXXAHWA BKP

ACHEeKTBI
cojlepKaHus

Jlekcuuyeckue cpeacTBa (MapKepbl)

AKTyanabpHOCTb IIPOOJIEMBI

OC00EHHOCTh, HCKIIOUYHUTEIHHOCTD, BaYKHOCTh paccMaTPHBACMOM
pOoOIeMBI

OpnHoii u3 HanboIee akTyaJbHBIX MPOOJIEM SBIISETCSL. .

B Hacrosmiee BpeMst 0cO0YIO aKTyaJIbHOCTh TPUOOpETAET...

CII0)XHOCTB, TPYAHOCTD, PEIICHUS TIPOOJICMEL. . .

Bonpmmm MMPEIATCTBUEM ABJIIACTCA... IMIOOTOMY HU3YYCHHUCE... — Ha-
CyIHas 3a/1ay4a...

[Ipu cocTaBieHUN... CTATKUBAEMCS C PSIIOM TPYAHOCTEH, TIO3TOMY
UCIIOJIb30BAHUE. .. — CJIOXKHAs TpodIieMa. ..

AKTyanbHOCTB (0COOYIO aKTyalbHOCTh, 3HAYCHUE ) IPUOOPETAET. ..

Oco0oe MecTo 3aHUMaeT...

OrpoMHYIO pOJIb UTPAET...

Bce Oombliiee BHUMaHUE YACISETCSL. .

Heo0xoaumocTs Kakoro-
00 NEeHCTBUSI

Heo0xoauMocTh MOKHO 00OCHOBATH CJICIYIOIUM 00pa3oM...

HeobxoanmmocTs 00yciioBIeHa. ..

OpmHo¥ (0THUM) U3 OCHOBHBIX (BOXKHEUITHX, HAN0OJIEe CIIOKHBIX,
HanboJjee aKTyallbHBIX) Tpo0iieM (3a1a4, 0coOEHHOCTEH, Hampase-
HUH, XapaKTEPUCTHUK) SIBISCTCA. ..

[Ipu... BOZHHUKAET CII0KHAs pobiema (pa3HooOpa3HbIe 3aa4H...)

Omnpenenenue rpaHul]
NPEANPHUHATOTO HCCIEN0-
BaHUS

B nanHo# paboTe paccMaTpuBaeTCs TONBKO ...

B onmceiBaeMOM HCCIIeIOBAHUY HAC HHTEPECOBAIA B OCHOBHOM
BOMPOCHI (ITPOOJIEMBI) ...

Takoit momxo 00yCIIOBIIEH ...

Hcxomst U3 3TUX cOOOpaskeHUH, IPpaHuUIlbl JAHHOTO UCCIICIOBAHUS
OTpe/IeNieHbI CIACTYIONMM 00pa3oM

YTouHEHHE UCTIONIb3yEMOM
TEPMUHOJIOTUH UJIH aB-
TOPCKOTO OIPEACICHUS UC-
XOJHBIX ITOHATHI

B nanHOM mccienoBaHMM... 3a/1a4a... OyIeT pacCMOTpeHa Kak...
[Tpu 5TOM TOA... OYZIeM TOHUMAT...
Ilox... 3mechk MOHUMAETCH. ..

HCHeBaH YCTaHOBKa

Iens (3a1aua) JAHHOTO MCCIIEOBAHMS 3aKIFOYACTCS B...

B Hacrosmieli (1anHO#) paboTe u3naratoTcs (aHaIM3HPYIOTCS,
OTMCBHIBAIOTCA, UCCIEAYIOTCSI, PACCMATPUBAIOTCS, TIPEAJIararoTcs,
PacCMOTpEHBI, IPUBEICHEL...)...

Hacrosmiast (manHas) paboTa oCBSIICHA. ..

W3BecTHBIN BapuaHT pele-
HUS

H3BecTHO, YTO...

W3BecTHBIE MOAXOIEI K... OCHOBAHEI Ha...

JlncTanTHas CBA3H C MPEAMISCTBYIONTUMHI pab0TaMH aBTOPa WITH
JIpyTUX UCCieI0BaTeNeH ...

B pabore... moka3aHo (BBIEIICHO, TIPEIOKEHO, BBIIBUTAIACH,
OIHCBIBAJIACh, 00OCHOBHIBAJIACK)...

Bce Oonbliiee pacipocTpaHeHUE OTYYatOT. .

B Hayke (IIpakTHKe, OTPACIIi)... HCIIOJIB3YIOTCS Pa3IUUHBIC MO~
XOJIbI, HATIPUMED. ..

HC,Z[OCTaTKI/I HU3BCCTHOI'O
BapHaHTa pCUICHUA

OCHOBHOM HEIOCTATOK. .. 3aKJII0YACTCI B TOM, UTO...
HenocraTtkoM siBIIsieTCs TO, UTO...
Uro Kacaercs..., TO 3Ta npobJieMa elie He pelicHa

XapaKTepI/ICTI/IKa OTHOIIC-

O,Z[HaKO... HMCECT P CYIICCTBCHHBIX HCJOCTATKOB...
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HUI IPOTHUBOINIOCTABIICHHUS,
HECOOTBETCTBHUS

OmHako... He TTO3BOJISIET ...

XapakTepucTHKa Kakou-
MO0 HETaTHBHOU CUTYa-
1897041

B... urHopupyerc4. ..
B GonpmmHCTBE paboT... paccMarpuBaeTcs 0e3 ydera...

Koncraranus tpynHocred,
CJI0KHOCTH peau3aliuy u3-
BECTHBIX paHee BapHaHTOB
peleHus

PaCCMOTpCHHaSI CHCTEMA SIBJISICTCS BEChbMa CI0XKHOU U XapaKTepu-

3yeTCA OONBIIION JJIMTCIIBHOCTBIO 06CJ'Iy)KI/IBaHI/I$I

Tpyl0EMKOCTb CYILECTBYIOIIUX METO/OB... CYILlECTBEHHO CHUXA-

CT...

Onucanue npeairaracmoro
BapuaHTa pCUICHUSA

B HacTosmieii pabote mpeiaraetcs CpeacTBo...

[Ipennaraemslii... OCHOBaH Ha...

PaccMoTpuM OIMH M3 BO3MOXKHBIX ITyTEH PELICHHS TPOOJIEMBL. ..
IlepeiineM HENOCPEICTBEHHO K ONMCAHHUIO. ..

B nanHOM rccnenoBannu (paboTe) n3naraeTcs OJH U3 TTOIX0A0B

[Tpumepsnt PaccmoTpum... Ha npumepe...

[IpuBenem npumep...

[TosgcHUM Ha IpUMEpE...
HarmsimHoe npencraBicHe Ha pucynke (Tabnwie, cxeme) moka3zaHo (IpUBEIeHO, IIPeICTaBIIe-
WHQOpPMaLIH HBI) ...

OKcnepuMeHTaIbHAs
HpoBepKa

OKCHEPUMEHT... IPOBOIUJICS HA MACCHBE...
Jlns moaTBepKIeHus. .. OBLT TPOBEICH SKCIIEPUMEHT

OcobeHHOCTD mpeaiara-
€MOT0 BapHaHTa PEIICHUsI

Cy1iecTBeHHON 0COOCHHOCTEIO. .. SIBIISETCHL. ..
OC00EHHOCTD... COCTOUT B TOM, YTO...

[IpeumyiiecTBa npennara-
€MOTO BapHaHTa PEIICHUS

[Ipeumy1ecTBO 3TOro criocoda COCTOUT B TOM, YTO. ..
CrnenoBaTenbHO, IPEUMYILECTBA NPeAIaraéMoro BapuanTa (Ipoek-

Ta, cnoco6a) COCTOSAT HC TOJIBKO B..., HO U B...

PesynbpraThl

Pe3ynbpTaThl MOKa3aIM ClEAyIOIIee. ..
KommuecTBo HepeneBaHTHBIX TOKyMEHTOB cocTapisieT 40 % or...

BriBoan!

HTak, MOXXHO CeIaTh BBIBOJI, UTO...
[IpoBeneHHOE UCCIIEA0BAHUE MO3BOJISIET CACIATh CIEIYIOUIUE BbI-

BOJBL...

O06cnenoBanye JOKyMEHTOO0OPOTa OpraHU3aliy OKa3aio, uto. . .
B 3axstoueHne mog4epkHeM CIEAYIOLIEE. ..
AHanu3 Mo3BOJIIET YTBEPKAATb...

Pexomenmanmu

Kakx..., Tak U... MOXKET OBITh PEKOMEH/I0OBAHO B Ka4ECTBE...
CucreMa MOXXET OBITh PEKOMEHIOBAaHA JUIAL. ..

...MOXeT OBITh MCIIOJB30BaH JUIA. . .

Pa3paboTannble pexoMeHIanyH (TIPEAIOKEHHS ) MOTYT MTPUMe-

HATHCA B...(IJ141...)

I/IJ'IJ'IIOCTpaLII/ISI CKa3aHHOT'O

Hanpuwmep...
B kauecTBe mprMepa MO>KHO MPUBECTHU (COCTATHCS) Ha. ..
[IpumMepOM MOXKET CIYKUTb. ..

Beenenue HOBOM nHpOpMa-
Uu

PaccmoTtpum crienyromue ciydau. ..

OcTanoBUMCS TOAPOOHO Ha...

[IpuBeneM HECKOIBKO MTPUMEPOB

Heckonpko TOMOIHUTETBHBIX 3aMeUaHUi

Heckonpko clI0B 0 MepcreKkTUBax UCCIEeI0BaHUS (PELICHUs IPo-

0JIeMBI)

[Topsiiok K3NoXKeHUs U
BpEMEHHasi COOTHECEH-
HOCTh

Chauarna...

IIpexne Beero...

B nepByro ouepens. ..
Bo-nepBbriX,. .., BO-BTOPBIX...

41




3arem, gajee, IIOTOM. ..
Hakoner,. ..
B 3akmroueHue. ..

ComnocraBieHne u MpoTH-
BOIIOCTABJICHHE

Opuaxo...

He Tompko..., HO H...

B To Bpems kaxk...

Mexny TeMm...

Bwmecre ¢ TeMm...

Kak..., Tak ...

AHaJOTHYHO, TaKKe, TAKHM e 00pazom

B oTnmune, B IpOTHBOIIONOKHOCTE, HA00OPOT, HAIIPOTHB
Tem He MeHee,. ..

JononHenue, yrouHeHue

Tak xe u...

[Tpuuem...

[Tpu sTOM. ..

Bwmecre ¢ Tem. ..

Kpowme (cBepx, 6omnee) Toro
['maBHBIM 00pa3oM. ..

JlokazaTeabCcTBO

..., 9TO CBUJETEIBCTBYET O...
..., UTO TIOATBEPKIACT MPABHILHOCTh PACCYKACHUN (BHIBOJIOB)
Ortcrona cnenyer, 4To. ..

ITockombKy..., TO H...

B cuny...

CornacHo 3ToMy...

BBGILeHI/Ie OUTaThl B KOH-
TCKCT

ABTOp muIIeT (YKa3bIBAET, yTBEPIKIAET, TOTICPKUABALT): «...»
«...,— IUMIeT (OTMeYaeT, MOYePKUBAET) aBTOP, —...»
«..., — YKa3bIBAETCA B 3TOU CBSI3H, — ...»

ABTOp J€NaeT CIEAYIONIEE 3aMEUAHNE: «...»

Bwmecte ¢ TeM umeeTcsi yTOUHEHHE: «...»

B... yka3piBaercs: «...»

B yactHOCTH, OTMEUaeTcs (IOJUEPKUBACTCS): «...»
B utore nenaercs Takou BBIBOJ: «...»

CrenaH Tako# BBIBOI: «...»

OH (aBTOp) 3aKITIOYACT: «...»

B 3akiioueHue aBTop MUIIET: «...»
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NMPNNOXXEHWNE 2
LWABJ/IOH O®OPMJIEHUA TUTYJIBHOIO JINCTA

PEAEPA/IBHOE FOCYAAPCTBEHHOE BHOA)KETHOE OBPA3OBATE/IbHOE YYPEXXAEHUE
BbICLLEF'O OBPASOBAHIA
«YENABUHCKNI rOCYAAPCTBEHHbIA MHCTUTYT KY/IbTYPbI»

DakyJbTET JOKYMEHTAJIbHBIX KOMMYHHKALMHA U TYPU3MA
Kadeapa ucropuu, My3e0,10ruu ¥ JOKYMEHTOBEACHUSA

BrinyckHas kBaiu(pukanuoHHas padora
Ilo mporpamme 6akanaBpuara
«/lokymMeHTALITHOHHOE O00ecrieyeHre YIpaBJIeHUs»
110 HANIPABJIEHHUIO MIOATOTOBKH
46.03.02 /TokyMeHTOBe/leHHE U apXHBOBEACHHUE

HA3BAHMUE BKP

BbINOJHMII CTYAEHT:

____ Tpymmsl, __ Kypca,

OYHOI (3204HOI) popmbl O0yUeHuUs
®. U. O. nornocmowio

Hay4Hblil pyKOBOAUTE/Ib:
®. 1. O.
y4eHasl CTEIIEHb, 3BaHUE

JlaTta cnaum —

[IpouieHT OpUTrHHAIBHOCTH TEKCTA —
[Toanuces ctynenTa —

[Toanuce HAy4YHOTrO PYKOBOJAUTENS —
[Tonmucek 3aB. kadempoit —

Brimycknas kBanuukanuoHHas padoTa 3amuiieHa
« » 20 T
OreHka

IIpencenarens ['OK
(moamnuce) [)5(0)

Yeasaounck, 202
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I'mapa 1. Ha3Banue
1.1. Ha3Banue
1.2. HazBanue
1.3. Ha3Banue

I'nmaBa 2. Ha3Banue
2.1. Ha3Banme
2.2. Ha3Banmne
2.3. Ha3Banme

I'nmaBa 3. Ha3BaHue
3.1. HazBanue
3.2. HazBanue
3.3. HazBanue

3aKIoucHue

NMPNNOXXEHWE 3

LWABJ/TIOH OPOPMJTIEHNSA OINNABJIEHNA BKP

OrNNABNIEHUE

Crnucox UCToab30BaHHON JIUTEPATYPhI
[Tpunoxxenue 1. Hazpanue
ITpunoxxenue 2. Hazpanue
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NMPNNOXXEHWE 4
LWABJ/IOH OT3bIBA HAYYHOI'O PYKOBOAWTE/IA HA BbINYCKHYHO
KBAJINPUNKALMNOHHYIO PABOTY

22 @EJIEPAJIBHOE T'OCYJAPCTBEHHOE BIOJKETHOE OBPA30OBATEJIBHOE
L A\

‘51 \Q. YUYPEKJIEHUE BBICLILIEI'O OBPA30OBAHMSI

\\_o. ﬁ ‘t.’f «YEJSIBUHCKHI TOCYJIAPCTBEHHDBII MHCTUTYT KYJbTYPbI»

OT3bIB HAYYHOI'0 PYKOBOAMTEJIS
HA BBINYCKHYI0 KBAJH(PUKANMOHHYIO padoTy

®HUO obdyuaromerocs

@akyabTeT JOKYMEHTAJbHBIX KOMMYHHUKAIUIA H Typu3Ma
®opma o0yueHust ouHas (3a0UHAS)

Hanpagienue 46.03.02 /okymeHTOBEICHUE U apXUBOBEACHHE
I'pynna

HaumenoBaHue TeMbl

DUO pykoBoauTes

JHoaxHocTh

YdyeHnas creneHb (3BaHUe)

1. OpuruHaJbLHOCTH U HOBU3HA MOJIYYEeHHBIX Pe3yJIbTAaTOB.
2. CTeneHb CaMOCTOSITEJILHOCTH PellleHHs MOCTABJEHHBIX 32124,

3. SIcHOCTB, 4YeTKOCTh, MOCJIEI0BATEILHOCTD, 000CHOBAHHOCTH MOJIY4€HHbIX
pe3yJbTaToB.

4.CTeneHb CaMOCTOSITEJILHOCTH 00y4alolerocsi U TBOPYECTBA NPHUHATUS pPellieHUil NpuU
HANMCAHUHU PadOThI, €r0 HHUIUATHBHOCTh, YMeHNE OPraHN30BbIBATH CBOM TPY/I.

5. JlocTH:keHUe TUIAHUPYEMBIX Pe3yJIbTATOB OCBOeHHs (YPOBEHb OBJIAJ€HUSI KOMIETEHIM -
sIMH).

6. KoppeKkTHOCTDh HCI0JIb30BAHUS HCTOYHUKOB, 00beM OPUTHHAJIBHOIO TeKceTa — Y%.
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7. Haauuue nyﬁ.nmcauuﬁ, Yuyactue B KOH(l)epeHIll/lﬂX II0 TeEME UCCjaeaJ0BaHuAA.

8. KauecTBo opopmienus. (Yposenv epamomuocmu, Cmuib UsnoHCeHus, Kaiecmeo
NPUNOJACENULL U COOMBEMCMEUe MPeboBAHUAM CMAHOApmMa K SMumM OOKYMEHMAaM.)

9. Pexomennauun. (Pexomenoyemcs k 3awume/ K 3awume ne pexomendyemcs. K nyoauxayuu,
y4acmuio 8 KOHKypce HayyHO-UCCIe008AMeNbCKUX pabom cmyoeHmos, NOCMyNIeHUI0 8 ACNUPAH-

mypy u op.)
10. 3ameuyanus.
11. Bonpocsr:

[Hoanuce (N.0.Pamunus)
JlaTa
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NMPNNOXXEHWE 5

LWABJ/IOH AKTA O BHEAPEHIN

AKT BHEJAPEHUSA

pPe3yJbTaTOB BbINNYCKHON KBAJM(PUKALMOHHON PadoThI

Hacrosimuit AKT CBUIETENIBCTBYET, UTO PE3YJIbTAThl UCCICAOBAHUS (HAUMEHO8AHUE), BbI-
MOJTHEHHOTO O0ydJaromumcst... Kypca, Ne rpymisl, (akynpreTa JOKyMEHTAIBHBIX KOMMYHH-
Kallui ¥ TypHU3Ma, ,HarpasiieHus noarotoBku 46.03.02 JlokyMEHTOBEIEHUE U apXUBOBEICHHE
YenssOMHCKOTO TOCYAapCTBEHHOTO MHCTUTYTA KyJIbTypbl, DUO (8 meopumenvrom naoedice),
BHENIPEHBI B (HaA36aHue opeanusayuu)

HpOIIGCC BHCAPCHUA MMPOXOJNWI B I€EpHOaA C AA.MM.ITTT IO AA.MM.ITTT.

Pa3zpaboTka oOyuatomierocs: mo3Bosmia (6bi6pams coomeemcmeayouee):

Ne CopeprkaHue BHEIPEHUS pe3yiIbTa- ®opma BHEIpEHUS Mecro, naTa BHeIpeHUS
/ TOB
i
1. | Homyunts o0OBEKTHBHBIA aHaiW3 | A) BBICTYIUIEHHE HA ceMUHape (Ha- | Ha3sBanue  mepompusrus,
COCTOSTHEIST -« .eeneeneeneaneaneanenenns YYHO-TIpaKTHUYecKast KOHPEepeHIus, | Jara MpoBeCHUS
Ip.):
B) craTbst B sxypHai, cOOpHUK Bubnmuorpaduueckoe
OIIMCaHue
2. | Pacimputs npodeccronanbHble 3Ha- | BRICTYIUIEHHE Ha cemuHape (ma- | HasBanume  mepomnpusiTus,
HUsI COTPYIHUKOB (yKa3zaTb OMONIMO- | cTep—Kiacc, Ip.): Ha3BaHUE | JaTa MpOBEACHUS
TEKYy, OTZEeN) B | BBICTYIUICHHS
TPAKTHKE. . ¢ eeueeetineeteneneenennenenees
3. | Peamu3oBare mpoekT (HamMeHOBa- | Mtoru peanmsanmn [ata peanuzanuu
HUE)
4. | Hpyroe
JIOKHOCTH dUO

(Tpeoyemca neuams yupesxcoenusn. Ecnu peyensusn ogpopmnaemesn na gpupmennom oranke
opzaHu3ayuu, newams He mpedyemcs)
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NNCT N3SMEHEHWI B TPEBOBAHUAX 1 METOAUNYECKUNX YKA3AHUAX
MO BbIMOJIHEHUIO N SALLLUTE BKP

B tpeGoBanusa u meroanueckue ykazanus mo BeinongHeHuio BKP mo nampaBieHuro
noarotoBku 46.03.02 JlokyMeHTOBeIeHHE M apXUBOBEICHHE BHECEHBI CIEAYIOIINE U3MEHE-
HUSL U IOTIOJIHEHMUS:

Y4eOHbli PexBu3uTHI Homep 1 HaumeHOBaHue Copnepxxanue u3MeHeHHI
roj MPOTOKOJIA pasiena, noapasjesia U J10TIOJTHEH U
2023/24 Hporoxon Ne 8 | 3. [lepeyen» pexomenmyemoii | OOHOBICHHE W [OMOJIHE-
ot 29.05.2023 JaUTepaTyphl, HeoOxoaumon i | HU€  CIIMCKAa  PEKOMEHIY-
2024/25 | Hporokon Ne 11 | noarorosku BKP €MOH JIHTepaTypbl HOBOH
oT 27.05.2024 3.1. Ileuatnpie u (WUIU) DIJCK- y4eOHOM, MCTOXMICCKON 1
2025/26 [Iporokon Ne § | TPOHHBIC OOpa3OBaTEIbHBIC pe- HaYYHOH JTUTEpaTypou

ot 26.05.2025

CypCHI
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VYueOHoe n3ganue

ABTOpBI-COCTaBUTEIIN:
Haranea OneroBHa Ajiekcanaposa
Huxkonai AnexkcanapoBuy AHTHIIMH

BeinyckHas KBaju(puKanMOHHasA padoTa
[0 IporpamMMe 0aKajaBpuara
«/lokymeHTalIHOHHOE O00ecnieyeHre YIpaBIeHUus»
10 HATIPABJIEHHUIO MOAT0TOBKH
46.03.02 /lokyMeHTOBe/IeHHE U APXMBOBEICHHE
kBasMpukanus: 6akajaBp

Tp@ﬁOBaHI/IH U METOAUYECCKHEC YKAZAHUSA 110 BBINIOJTHCHUIO U 3A1IIUTE

IlewaTaeTcst B aBTOPCKOM peakuu

IloonucaHo k neuamu
®opmam 60x84/16 O6sem 2,7 n. .
3akas Tupasxc 100 5k3.

YesstOMHCKUI rocy1apCTBEHHBIA HHCTUTYT KYJIbTYPBI
454091, Yensbunck, yi. OpmkoHukuase, 36 a

Otneuarano B Tunorpaduu YI'MK. Puzorpad
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