@Iroc BO

Y\ (Bepcua3++)
\1._ ]y ‘:} Tocyrapersermaa
= HTOroBasg
arTecranpd

BBIITYCKHASA KBAIMOUKAIIUMOHHASA PABOTA
IHO ITPOI'PAMME BAKAJIABPUATA
«1OKYMEHTAIIMOHHOE OBECIHHEYEHHUE
YIIPABJIEHUSA»

11O HAITPABJIEHUIO ITIOAI'OTOBKHA
46.03.02 TOKYMEHTOBEJIAEHUE U APXUBOBE/IEHUE

TpeOoBanust 1 MeTOAMYECKHE YKAZAHUS
110 BHINOJIHCHUIO M 3all[UTe

YEJSIBUHCK,
YI'ukK
2026

EN [IOKYMEHT MOAMUCAH
g Y QNEKTPOHHOW MOAMNUCHLIO

Bnapeneu: CuHeukwi Cepreit Bopncosiy




MMHHUCTEPCTBO KYJbTYPbI POCCUNCKON PEJEPALIUN
DEJEPAJIBHOE T'OCYJAPCTBEHHOE BIOJ)KETHOE OBPA3OBATEJIBHOE YYPEXK/JIEHUE
BBICIIET'O OBPA3OBAHMSI
«YEJSABAHCKHUMA T'OCYJAPCTBEHHBI MHCTUTYT KYJIbTYPbI»

Kadenpa ucropun, Mmy3eo10ruu 1 JOKYyMeHTOBEIeHUSI

BrinyckHasi KBanu(puKanuoHHas padora
10 MporpamMMe GakajaBpuara
«/lokymeHTaNMOHHOE 00ecneyeHne yIpaBJIeHUus
10 HANPABJICHUIO MIOATOTOBKH
46.03.02 lokymeHTOBe/IeHHEe 1 APXUBOBe/IEHUE
KBaJM(puKanus: 0aKkajiaBp

Tpeﬁonaﬂnﬂ H METOAUYECCKUEC YKA3aHUS 110 BBINIOJHCHHUIO U 3alIIUTE

YeasasOuHCK
YI'UuK
2026



VJIK 651+930.22+ 930.25(073)
BBK 78.01+79.3173
B92

TpeboBaHusl 1 METOMYECKUE YKAa3aHUS 10 BBINOJIHEHHUIO M 3alMTE BBITYCKHON KBa-
TU(UKAITMOHHOW pabOThl MOATOTOBJICHBI B COOTBETCTBUU ¢ TpeboBanusmu ®I'OC BO mo
HanpasyieHuIo noaArotoBku 46.03.02 JlokyMEHTOBEIEHUE U APXUBOBEICHHE.

Astopsi-coctaButenu: H. O. AnekcanapoBa, KaH[. HCT. HAyK, AOLEHT KadeIpsl UCTO-
pHUH, My3€0JIOTUU U JTOKyMeHToBeAeHus; H.A. AHTUNuH, 1oUeHT Kadeapbl HCTOPUH, MYy3€0-
JIOTUU U JIOKYMEHTOBEJECHUS, KaHJ. UCT. HAyK, 3aMECTUTENb JupeKTopa ['ocymapcTBeHHOTo
yupexaeHus «O0beIMHeHHBIA TOCYIapCTBEHHBIN apXuB YenssOnHCKON 001acTh.

TpeboBanust 1 MeTOAMYECKHE yKa3aHMsI 10 BHIMOJIHEHUIO U 3alllUTE BBIITYCKHOM KBa-
TM(PUKaLIMOHHON padOThI MO HampaBieHUIo noAroToBku 46.03.02 JlokyMeHTOBeIEHUE U ap-
XxuBoOBeJZieHHne Kak coctaBHast yacTb OIIOII pekomeH10BaHbI Ha 3acelaHUM coBeTa (aKyJbTe-
Ta JJOKYMEHTAJIBHBIX KOMMYHHUKAIIM U Typu3Ma K PaCCMOTPEHHUIO JKCIEPTHOM KOMHUCCHUEH,
npotokoia Ne 7 ot 17.04.2023.

Okcneprusa nposeneHa 15.05.2023, akr Ne 2023//10V.

TpeGoBanust 1 MeTOAMYECKHE yKa3aHUs 110 BBIIOJIHEHUIO U 3alllUTE BBIYCKHOW KBa-
nupuKannoHHON paboThl Kak coctaBHast yacTb OIIOII yTBepkaeHbl Ha 3aceqaHUU Y YEHOI o
cosera uacruryta 29.05.2023, nporokos Ne 8 ot 29.05.2023.

Cpoxk geiicTBusi TpeOOBaHUN U METO/. YKa3. M0 BhIMoiaHeHuto U 3amute BKP mpoien
Ha 3ace/laHuy Y UYEHOTO COBETa MHCTUTYTA Ha!

YueOHblii roa Ne npoTokoJia, 1aTa YTBepKIAeHHUs
2024/25 ITpotokon Ne 11 ot 27.05.2024
2025/26 ITpoTtokon Ne 8 ot 26.05.2025
2026/27 ITpotokon Ne 10 ot 25.05.2026
2027/28
B92 BrimyckHast kBanupukaonHas pabora mo nporpamMe 6akanaspuara «/loky-

MEHTAI[MOHHOE 00eCIeYeHHEe YITPABJICHUS 110 HarpaBieHuio moarotosku 46.03.02
JIoKyMeHTOBe/IeHHEe U apXHUBOBEJCHHE. KBanu(ukauus: OaxanaBp: TpeOOBaHUS U
METO/. yKa3. 110 BBIIOJHEHMIO U 3amure/ aBT.-cocT. H. O. Anekcanaposa, H.A. An-
tunuH ; YensO. roc. uH-T KynbTypbl. — Yensounack: UMK, 2023. — 46 c. — (PI'OC
BO Bepcust 3++). — TekCT : HEMOCPEICTBEHHBIH.

Tpebosanus u memoouyeckue ykasaumus no evinoinenuio u 3awume BKP
BKIIOYAIOM (DOHO OYEHOYHBIX CpeOCm8, ONUCAHUe MAMEPUATbHO-MeXHUYecKoll oa-
3bl, nepeyeHb UHPOPMAYUOHHBIX MEXHOJ02UM, XAPAKMEPUCMUKY OCHOBHBIX 9MAN08
gvinoanenusi BKP u ee cmpykmypsl u ogpopmnenus, nepeuenb pekomeHoyemou au-
mepamypvl U pecypcos UHGOPMAYUOHHO-MeENEKOMMYHUKAYyuonHou cemu Humep-
Hem.

© YensOUHCKUI rocyaapCTBEHHBIH
UHCTUTYT KYJIbTYpbl, 2023
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AHHOTANIUA

Bua BeimyckHOM KBamu(dUKAIMOH-
HOM pabOoThI

3aKOHYCHHAas CaMOCTOATENIbHAs pa3paboTKa,
HampaBJIeHHAsT HAa PEIICHHWE TPHUKIATHBIX Mpodec-
CHOHAJIbHBIX 3a/1a4

Ienn

OTIpeJICIEHUE COOTBETCTBUSL PE3YJIbTATOB OCBOCHUS
00yJaronmMucs OCHOBHOU TpodeccHOHaIbHOM 00-
pa30BaTENILHON  MPOrPaMMbl  COOTBETCTBYIOIIHM
TpeOoBaHUsIM  (eepanbHOTO  TOCYIapCTBEHHOIO
00pa30BaTeNLHOTO CTAaHJAPTa BBICHIETO 00pa3oBa-
HHS MO HampaBjieHUo noarotoBku 46.03.02 Joky-
MEHTOBEJICHUE M APXHBOBEJICHUE

[Inanupyemble pe3yabTaThl OCBO-
CHUS

VK-1; YK-2; VK-3; VK-4; VK-5; VK-6; YK-7; YK-
8; YK-9; YK-10; YK-11; OIIK-1; OIIK-2; OIIK-3;
OIIK-4; OIIK-5; IIK-1; IIK-2; I1K-3; [1K-4; T1IK-5;
IIK-6; I1IK-7

[ToxroToBka K mporeaype 3amuThl
1 3alUTa BBITYCKHOW KBaTU(hUKa-
IUOHHOMN pabOTHI

B 3a4ETHBIX €IUHULAX — 6;
B aKaJIeMAYECKHUX yacax — 216;
B Henesax — 4

Pa3zpaborunku

H. O. AnekcanapoBa, KaHJ. UCT. HAayK, JIOIICHT Ka-
dbeapel McTOpUU, MY3E0JOTHH U JOKYMEHTOBEIe-
uust; H. A. AHTUTIUH, JOUEHT Kadeapsl UCTOPHH,
MY3€0JIOTUU U JOKYMEHTOBEICHHUS, KaH/I. UCT. HAYK,
3aMecTUTeNb AupekTopa ['ocymapcTBeHHOro yupe-
xaeHus «O0beIMHEHHBIH TOCYJapCTBEHHBIN apXuB
YenstOMHCKOM 001aCTHY.




YACTH 1. TPEBOBAHMUA 110 BBIIIOJIHEHUIO U 3AILIATE BKP
1. ®OHJ OIEHOYHBIX CPEJICTB

1.1. ITepedyeHb KOMMNEeTEeHIH, KOTOPBIMH JI0JLKHBI OBJIA/IETh 00yUaloluecsi B
pe3yJibTaTe 0CBOCHHSI OCHOBHOI NPo(ecCHOHAIBLHON 00pa30BaTe/IbHON NPOrpPaMMbl

Yuueepcanvnuvie komnemenyuu:

— CnocobeH ocylecTBIATh MOUCK, KPUTUUECKUN aHAIM3 M CUHTE3 UH(POpMaLuu, Ipu-
MEHSITh CUCTEMHBIN TIOJIXO]T JIJIsl PEIICHUs mocTaBieHHbIX 3a1a4 (YK-1);

— CnocobeH onpenensaTe Kpyr 3aad B paMKaxX IOCTaBJIEHHOW 1€ U BbIOMpPATh ONTH-
MaJIbHBIE CIIOCOOBI MX PEIICHUs, UCXOMs U3 ACUCTBYIOLIMX MPABOBBIX HOPM, UMEIO-
muxcst pecypcos u orpanndenuii (YK-2);

— CnocobeH OCyIIECTBIATh COLMATbHOE B3aMMOICHCTBHE M PEATM30BHIBATH CBOIO POJIb
B komanze (YK-3);

— CnocobeH oCymEeCTBISTH AETOBYI0 KOMMYHHKAIIMIO B YCTHON M IMCbMEHHON (hopmax
Ha rocyJIapcTBEHHOM si3bike Poccuiickoil denepanuu 1 MHOCTpaHHOM(bIX) sA3bIKe(ax)
(YK-4);

— CnocobeH BOCHpUHUMATh MEXKYJIBTYpHOE pa3zHooOpa3ue oOliecTBa B COLMAIbHO-
UCTOPUUECKOM, ITHYECKOM U pusiocopckom konTekerax (YK-5);

— CnocoOeH ynpaBisiTh CBOUM BPEMEHEM, BBICTpAaUBaTh U PEAIM30BbIBATh TPAEKTOPUIO
caMOpa3BUTHsI HA OCHOBE NPHHIIUIIOB 00pa30BaHus B TeueHue Beeil xu3uu (YK-6);

— CnocobeH noaaepX uBaTh JOJKHBI ypOBEHb (PU3MYECKOM MOATrOTOBIEHHOCTH IS
o0ecrieyeHns TOTHOIICHHOW COLMANBHOW M TpodeccnoHanbHoi nestenbHocTH (YK-
7);

— CnocoOeH co3faBaTh U MOAJIEPKUBATh B OBCEAHEBHOM U3HU U B MPO(ecCHOHaNb-
HOM N1eATeIbHOCTH O€30MAaCHbIE YCIOBUSI )KU3HEAESITEIbHOCTU JUUIsl COXPAHEHUS NpU-
POIHOM cpeabl, 0OeclevyeHusl yCTOWYMBOIO Pa3BUTHUSA OOLIECTBA, B TOM YHCIE IMPH
yrpo3e U BOSHUKHOBEHHUHU YPE3BBIUAHBIX CUTYaIlMi 1 BOCHHBIX KOHDHMKTOB (YK-8);

— CnocobeH ncnoiabp30BaTh 0a30BbIe 1E(EKTOIOIMUECKHE 3HAHUS B COL[MAIBHON U MPO-
dbeccuonanpHoi chepax (YK-9);

— CnocobeH MpuHUMAaTh 0OOCHOBAHHBIE IKOHOMHMUYECKHE PELICHHs B Pa3InYHbIX 00ja-
ctsx skusHenesreaproctr (YK-10);

— CnocobeH (opMUpOBaTh HETEPIIUMOE OTHOILEHHE K KOPPYHIIMOHHOMY IOBEIECHUIO
(YK-11).

Oobwenpogpeccuonanvnovie Komnemenyuu:

— CnocobeH mpUMeHATh Ha 6a30BOM YPOBHE 3HAHUS UCTOPUUYECKHX HAYK MPHU PELICHUU
3a1a4 B cdepe cBoeit npodeccronanshoi aesreaproctr (OITK-1);

— CnocobeH HaxOAUTh OPraHU3alMOHHO-YIPABICHUECKUE PEIICHHs MPHU PELICeHUU 3a-
nad B cepe cBoeit npodeccronansHoi Aesrenpaoctr (OI1K-2);

— CnocobOeH MpUMEHSATh TEOPETUUECKUE 3HAHUS Ui PELICHHs MOCTAaBICHHBIX 33/1a4 B
obJyiacTu ToKyMeHToBeIeHus u apxuBoBeaenus (OITK-3);

— Cnoco0OeH MOHMMATh MIPUHIIMITBI PAa0OTHI COBPEMEHHBIX HH(POPMAIIMOHHBIX TEXHOJO-
THA W HCIONB30BaTh WX IS pEIICHHUS 3a1ad TpopecCHOHATHHON NesTeTbHOCTH
(OIIK-4);

— CnocobeH caMOCTOSITEThHO paboTaTh C pa3IMYHBIMU WCTOYHHKAMH WH()OPMAIUU U
MPUMEHSTh OCHOBBI MH()OPMAIMOHHO-aHATUTUYECKOW AESITENbHOCTU TPU PEUICHUH
npodeccronanphbix 3ama4 (OITK-5).



HPOd)eCCMOHaﬂbele KomnemeHuuu.:

Tun 3a0au npogeccuonanvnoii OeamenbHOCMU: HAYUHO-UCC/1€008AMEIbCKUL
CriocoOeH MPUMEHSTh HaAy9HO-METOJJUYECKUE OCHOBBI JOKYMEHTOBEICHUS M apXUBO-
BezieHus B ipodeccuonanbhoit chepe (ITK-1);

CriocoOeH COBEpIICHCTBOBATh JOKYMEHTAIIMOHHBIC TIPOIIECCHI B YIIPABJICHUU B COOT-
BETCTBUU C TPEOOBAHMSIMH HOPMATHBHO-IIPABOBOTO pEryiupoBaHus B chepe uadop-
Mmarwu 1 gokymenTanuu (ITK-2).

Tun 3a0au npogpeccuonanvHoii OeamenbHOCMU: MeEXHON02UYECKUTL

Croco0eH OCyIIECTBIATh OPraHU3alMOHHOE, JOKYMEHTAIIHOHHOE U HH(OPMAIIMOHHOE
obecrieueHne IesTeIbHOCTH pykoBoauTels opranu3aiun (I1K-3);

CrocoOeH opraHu3oBaTh U OCYIIECTBISATh JOKYMEHTHPOBAHUE JCSATEIBHOCTH Opra-
uuzarun (I1K-4).

Tun 3a0ayu npogheccuonanbHoul desmeabHOCMU: OP2AHUZAUUOHHO-YRPAGIEHYeCKUIL
Crioco0eH co3/1aBaTh M BECTH CHUCTEMBI JOKYMEHTAIMOHHOTO OOCCIICUCHHS YIIpaBlie-
HUSI M apXUBHOTO Jieia Ha 6a3e HoBelmx TexHomoruit (ITK-5);

Crioco0eH OCyIeCTBIATh pa3padOTKy U BHEAPEHUE JIOKATBHBIX HOPMATHBHBIX aKTOB
0 JIOKyMEHTAI[MOHHOMY O0OecriedeHuto ynpasienus opranusanueii (ITK-6);
CriocobeH pyKOBOIMTD MMOIPA3/ICICHUEM apXHBa, OCYIIECTBIISATh ACITEIBHOCTD I10 ap-
XMUBHOMY XPaHEHUIO JOKYMEHTOB, UX YYETy M HCIOJb30BAHUIO, OOCCICUCHHUIO CO-
XPaHHOCTH, TIOCTPOSHHUIO M KOHTPOJIO CIPABOYHO-HH(POPMAIIMOHHBIX CPEACTB K ap-
xuBHBIM TokyMeHTam (TTK-7).

1.2. Onucanue nokasareJieil 1 KpUTEPUEB OLIEHUBAHMUS KOMIIETEHIIHI, 2 TAKKe IIKAJI

OICHUBAHUA

1.2.1. Onucanue nokaszameneii u Kpumepuee OUeHUBAHUA KOMNEMeHYUl

Tao6auna 1
PesyabTarel ocBoenus OITOIT IToxa3aTenn Kpurepun
(conep:xanue copMupoBaHHOCTH OLlCHUBAHMS YPOBHS
KOMIIeTeHIMH U KO/IbI) KOMIeTeHI N i copmMupoBaHHOCTH
KOMIIeTEeH i

Yuueepcwzbubte KomnemeHnuyuu

Croco0eH OCYIIECTBIISITh T10-
UCK, KPUTHYECKUH aHaIu3 W
CHUHTE3 HWH(OpMaLMH, NpUMe-
HATh CHUCTEMHBINM TOIXOA IS
pelIeHnsl TOCTaBICHHBIX 3a7ad

(VK-1)

YMEET OCYIIECTBIIATH ITOMUCK,
KPUTUYECKUNA aHAIU3 U CUH-
Te3 uH(poOpManMM, NpUMe-
HATb CUCTEMHBIN MTOAXO0J JUIS
peuIeHusl TOCTaBJICHHbIX 3a-
Jad

B BKP cogmepxarcs o00o00mieHus,
aHanu3 nporieccoB B obmactu JJOY
W apXWBHOTO JieJla Ha OCHOBE CH-
CTEMHOI'0 TI0JIX0/1a, IPUCYTCTBYIOT
HEO00XOIUMBIE BBIBOIBI

CriocobeH  ompememnsaTb Kpyr
337la4 B paMKax MOCTaBJIEHHOM
IENU ¥ BEIOUPATh ONTHUMAILHBIE
CHOCOOBI MX PEUICHHUS, UCXOIS
U3 JIEWCTBYIOIIMX IIPAaBOBBIX
HOPM, UMEIOLIUXCS PECYPCOB U
orpannyenmii (YK-2)

YMEET OINpEeNensaTh Kpyr 3a-
Jlad B paMKax MOCTaBJIEHHOMN
LIEJIM ¥ BHIOMPATh ONTUMAJIb-
HBIE CIIOCOOBI WX PpEIICHUS,
HcxXoAsh U3 JEHCTBYIOIIMX
MPaBOBBIX HOPM, MMEIOIIUX-
Cs1 PECYPCOB M OTpaHUYCHUIN

B BKP pemarorcs 3agaun B pamkax
MTOCTABJICHHOU I U BHIOUPAIOT-
Cs ONTHMAJbHBIE CIOCOOBI MX pe-
HIEHHS, UCXOAd W3 AECHCTBYIOIIHX
MIPABOBBIX HOPM, MMEIOIINXCS pe-
CYpCOB M OTpaHUYCHUI

Crioco0eH OCyIIEeCTBISATh COIH-
albHOE B3aMMOJIEUCTBUE U pea-
JIN30BBIBATH CBOIO POJIb B KO-

YMEET OCYLIECTBIISATh COLM-
aJIbHOE B3aUMOIEWUCTBUE U
peaiM30BBIBATh CBOKO POJIb B

B BKP npu BeIMONHEHUN npakTu-
KO-OpPUEHTUPOBAHHOI'O MCCIIE0Ba-
HUSl TPOJEMOHCTPHUPOBAHO  yMe-




manze (YK-3)

KOMAaHJEe

HUC OCYHICCTBJIATH COIHUAJIBHOC
B3aHMOJICUCTBHE U p€ain30BbIBATH
CBOIO POJIb B KOMaHJE,

Crioco0eH OCYIIECTBIISATh JIEN0-
BYI0O KOMMYHHKAIHIO B YCTHOM
¥ NMHCbMEHHOU (popmax Ha roc-
yAApCTBEHHOM si3bIke Poccuii-
ckoii denepauun ¥ HHOCTpPAH-
HoM(bIX) s361Ke(ax) (YK-4)

yMeeT OCYLIECTBISITh AEJO-
BYI0 KOMMYHHUKAIMIO B YCT-
HOM W NMMCBMEHHOU (opMax
Ha TOCYJapCTBEHHOM SI3BIKE
Poccuiickoit  ®enepauyu U
WHOCTPaHHOM(BIX) sI3bIKe(axX)

B BKP conepxarcs cBeneHus o
MPUMEHEHUHU JEJIOBBIX KOMMYHH-
Kaluu

CnocobeH BOCIIpHHUMATh MEX-
KyJIBTYpHOE pazHooOpasue o00-

IeCTBa B COLMAITBHO-
HUCTOPUYECKOM, JSTHYECKOM U
¢dbumocodhckom KOHTEKCTax
(YK-5)

yMeeT BOCHPHHUMATH MEX-
KyJIBTYpHOE  pa3HOOOpasue
o0mecTBa B COIMAIIBLHO-
UCTOPUYECKOM, STHICCKOM U
¢dbumocohckoM KOHTEKCTax

B BKP yurena madopmanms mex-
KyJIBTYPHOM pa3HooOpa3uu oOiie-
CTBa B Pa3MUYHBIX KOHTEKCTaX

Croco0eH  ympaBJiATh  CBOMM
BpEMEHEM, BBICTPAaWBaTh U pea-
JIN30BBLIBATH TPACKTOPUIO CaMO-
pa3BUTUA Ha OCHOBE IIPUHIH-
MOB O0pa3oBaHUS B TEUEHHE
Beeit xmsan (YK-6)

YMEET YIPaBIATH  CBOUM
BpEMEHEM, BBICTPAaWBaTh U
peaTn30BLIBATh TPAECKTOPHIO
caMOpa3BUTHA Ha OCHOBE
MIPUHIIMIIOB 00pa30BaHUS B
TCUCHHUE BCEH KU3HU

B BKP crynenT mponemoHcTpupo-
Bal yMEHHE YIpPAaBIATH CBOUM
BpPEMCHEM, BBICTpaMBATh U pcaliv-
30BBIBaTh TPAEGKTOPHUIO CaMOpa3BU-
THSI HA OCHOBE IMPUHIIMIIOB 00pa30-
BaHUS

Criocoben MOJIEPKUBATH
JOJDKHBIA YPOBEHb (DPU3UUECKON
HOATOTOBICHHOCTH JUIsi o0ec-
MeUeHHUsI IIOJHOIICHHON COIU-
anpHOW W TpodeccHoHATBHON
nesrenprocta (YK-7)

YMEET MOAJEPKUBATH TOJK-
HBIH ypOBEHb (DUBNYECKOM
[IOATOTOBJIEHHOCTH IUTST
obecrieueHrss OJIHOLIEHHOM
counansHOW W Tpodeccro-
HabHOU eI TeIFHOCTH

B BKP crynenTt mponemoHcTpupo-
BaJl YMEHUE IOAJECPKUBATL TOJIK-
HBIH YpOBEHb (M3UYECKOW IMOMATO-
TOBJICHHOCTH JJIsI  oOecredyeHust
MOJHOIIEHHON COLMaJIbHOM U TPO-
(hecCHOHATBHOH NIeATENbHOCTH

CnocobOeH co3gaBaTh W IOA-
JIepKUBaTb B IIOBCEIHEBHOMN
KU3HH U B MPOQECCHOHATEHON
JIeATECITbHOCTH Oe30macHbIe
YCIIOBHSI  JKM3HEACATEIIBHOCTHU
JUIL  COXPaHEHHUs NPUPOIHOMN
cpensl, oOecredeHus: yCTOWdIu-
BOTO Pa3BUTHA OOIIECTBA, B TOM
YUCJIe TIPH YIPO3€ M BO3HUKHO-
BCHMM YPE3BBIUYANHBIX CHUTYa-
Ui ¥ BOEHHBIX KOH(MIMKTOB
(VK-8)

yMeeT CO3l1aBaTh W TOAJEp-
JKMBaTb B  IIOBCEIHEBHOU
JKU3HH U B TPOQECCHOHAND-
HOH JeaTenbHOCTH Oe3orac-
HbIC  YCJIOBHSI  JKU3HEICS-
TETFHOCTH IS COXpaHEHUS
MIPUPOJTHOM CpeJbl, oOecte-
YeHHs] YCTOHYHMBOTO pa3BH-
TH OOIlEeCTBa, B TOM YHCIIE
MpU yrpo3e W BO3HUKHOBE-
HUU Ype3BbIUANHBIX CHTya-
1IUH ¥ BOCHHBIX KOH(QJIMKTOB

B BKP cTyneHT npoaeMoHCTpUpO-
BaJl YMEHHUE CO3/aBaThb U MOAJEP-
JKHUBaTh B HOBCGI[HCBHOﬁ KHW3HU U
B Npo(ecCHOHATIBHON AeATeIbHO-
cTH 0e30IacHbIe YCIOBUS >KHU3HE-
JeSITeTbHOCTH

CnocobeH uconnp30Bath 0a3o-
Bble JIe(PEKTOJOTMIECKUE 3Ha-
HHUS B COLHMAIbHOW M Tpodec-
cuonansHOMH chepax (YK-9)

yMeeT HCIOJIb30BaTh 0a30-
BBIC nedexronornueckue
3HAQHHWS B COLHMAJIBHOW W
npodeccuoHanbHOU cepax

B BKP crynenTt mponemoHcTpupo-
BaJl YMEHHE HCIOJIb30BaTh 0a30-
BbI€ JIe(PEKTOJIOTMIECKUE 3HAHUS B
colnansHON U TpodeccroHambHON

chepax

CrnocobeH mpuHUMaTh 00OCHO-
BaHHBIC 3KOHOMHYECKHE pelle-
HUSI B PasiIU4YHBIX 0O0JIACTAX
xusHenesteapbaoctr (YK-10)

yMeeT NpUHHMAaTh OOOCHO-
BaHHbIE SKOHOMHYECKHE pe-
IIeHUS B Pa3IWYHBIX 00ia-
CTSIX JKU3HEACATEIbHOCTH

B BKP crynenTt mpoaemoHcTpupo-
BaJl yMEHHE IPHHUMATh OOOCHO-
BAaHHBIC J3KOHOMMHYCCKHE PCIICHUA
B Npo(ecCHOHATIBHON AeATeIbHO-
CTH

Criocoben  ¢opmupoBarh He-
TEPIIMMOEC OTHOUICHHUE K KOp-
PYILUOHHOMY HIOBEJICHUIO
(YK-11)

(dbopMUpyeT HETEePIMMOE OT-
HOILIEHUE K KOPPYIIUOHHO-
My MTOBEICHUIO

B BKP cryneHT npoaemMoHCTpupo-
BaJl 3HAHHE DPOCCHMCKOrO 3aKOHO-
JlaTeIbCTBA, 4 TAKXKE aHTUKOPPYII-
LHUOHHBIX CTAaHJAPTOB IOBEJECHUS,
YBa)KEHHE K IIPABY U 3aKOHY




Oowenpogheccuonanvrvle Komnemenyuu

CriocobeH mpuMeHsTh Ha 0a30-
BOM YPOBHE 3HaHHS HCTOpHYE-
CKUX HayK IpH PEIICHUHU 3a/ad
B cdepe cBoell mpodeccuo-
HajgpHOW nmesrenpHOCTH (OIIK-
1)

yMeeT TpUMEHSITh Ha 0a3o-
BOM YpOBHE 3HAHHUSI UCTOPH-
YECKUX HAyK MPH pPEHICHUU
3ajay B cdepe cBoeH mpo-
(hecCHOHANBHON JIESITeIEHO-
cTH

B BKP crynenTt mpoaemoHcTpupo-
BaJl 3HAHUS HCTOPUYECKHUX HAaYK,
MPUMEHEHUS METOAOB HCTOPHUO-
rpau4ecKoro M MCTOYHUKOBEIUC-
CKOT0 aHaJM3a IIPU PELICHUN 3a1a4
B cdepe cBoell mpodecCHOHATBHOMH
JIeATEIbHOCTH

CnocoOeH HaXOJUTh OpraHu3a-
[IHOHHO-YIIPaBJICHIECKHUE pe-
HICHUS MPH PEIICHNH 3a/a4 B
cepe cBoeit npodeccuoHanb-
Hoii nestensHocTH (OITK-2);

HAaXOJUT OpPraHU3aAIOHHO-
YIPaBICHYECKHE  PEIICHHS
NpY pellleHnH 3a1ad B cdepe
cBOCH  mpodeccroHaTbHON
JIeSITEILHOCTH

B BKP crynenTt mponemoHcTpupo-
BaJl yMEHHE HaXOJWTb OpraHW3a-
LUOHHO-YIPABJIEHUECKUE PELIECHUS
NpY pelIeHu  3a1a4 B cepe cBoeit
npodecCHOHAIBHON e TeIbHOCTH

CrocobeH IPUMEHSITh TEOPETH-
YCCKUC 3HAHUA I PCUHICHHUA
MOCTaBIICHHBIX 3aJa4 B 00JacTu
JIOKYMCHTOBEJICHUS U apXUBO-
BeneHus (OI1K-3)

yMeeT TPUMEHSATh TEOPETH-
YECKHUEC 3HAHUA TJIA peHICHI/I}I
MMOCTaBJIECHHBIX 3aga4 B 00-
JACTH JOKYMEHTOBEICHUS W
apXI/IBOBCILCHI/ISI

B BKP cTyneHT npoaeMoHCTpUpoO-
BaJl YMCHUC IPUMCHATHL TCOPCTU-
YCCKUC 3HAHUA I PCHICHUA I10-
CTaBJICHHBIX 3aJa4 B OOJacTH JO-
KYMCHTOBCACHUSA N apXHUBOBCACHHA

CriocobeH TOHUMATH TMPUHIIH-
bl pabOThl COBPEMECHHBIX HH-
(bOpMaIMOHHBIX TEXHOJOTHI H
UCIIOJIb30BaTh UX JUISl PEIICHHUS
3a1a4 npodeccuoHaTbHON Jies-
tenpaoctd (OITK-4)

IMOHMMACT MPUHIHIILI pa60-
TBI COBPEMECHHBIX HH(pOpMa-
[IHOHHBIX TEXHOJIOTHH M HC-
IMOJIb30BAaTh UX JJIA PCIICHUA
3aja4  MpodecCUOHaATBLHON
JIeSTEILHOCTH

npu BeimosniHeHun BKP crynent
pela 3agadu npoQeccuoHaIbHON
JIEATENBHOCTH ¢ IPUMEHEHUEM CO-
BPEMEHHBIX WHPOPMALTMOHHBIX
TEXHOJIOTHH

Crioco0eH caMOCTOSTENBHO pa-
00TaTh C pPa3TUYHBIMH HCTOY-
HUKaMHU MH()OPMAIMH U TIpUMe-
HTH OCHOBBI MH()OPMAIIOHHO-
AQHAJIUTHYCCKONW  JIeSTENbHOCTH
NpY pEHIeHUuH MPOoeCCHOHANb-
HbIx 371249 (OITK-5)

YMEET CaMOCTOSITEJIbHO pa-
0oTaTh C pa3MTUYHBIMU HC-
TOYHWKaMH HH(OpMAIUu o
MIPUMEHATH OCHOBBI HH(OP-
MaIMoOHHO-aHAJIUTHYECKOM

NEATETLHOCTH TIPU PEIICHUN
po(hecCHOHAIBHBIX 33]1a4

npu BelnonHenun BKP  ctyneHT
CaMOCTOSITETIbHO padoTaeT ¢ pas-
JUYHBIMH HWCTOYHUKaMH HH}OP-
MalMd U HPUMEHSET OCHOBBI HH-
(hopMaIMOHHO-aHATUTHYECKON
JESTEIBbHOCTH TIPU PEUICHUH IIPO-
(eccnoHaNbHBIX 3a1a4

Ilpogheccuonanvrvle KomnemeHyuu

Tun 3a0au npogheccuonanvnoii deameabHOCMU: HAYYHO-UCCIE006AMETbCKUL

CriocobeH NMpUMEHSTh HaydHO-
METOIMYECKUE OCHOBBI JIOKY-
MCHTOBE/ICHHSI W apXUBOBEIC-
HUS B mpodeccroHanbHON cde-
pe (TIK-1)

BJIQJICCT 3HAHUSAMM HAy4YHO-
METOJANYECKUX OCHOB JIOKY-
MEHTOBEJICHUST U apXHUBOBE-
JICHUS. B TPO(ECCUOHATBLHON

ctepe

B BKP ctyaeHnTt npumensier 3HaHus
Hay4YHO-METOJUYECKHX OCHOB J0O-
KYMEHTOBEJICHHSI U apXUBOBEICHUS
B mpodeccuoHaibHOi cdepe; oc-
HOBHBIX METOJOB JIOKyMEHTOBE]I-
YECKOr0 UCCIEA0BaHUs, SKCIEPTHU-
3bI [IGHHOCTH JJOKYMEHTOB

Croco0eH  COBEPIIICHCTBOBATh
JOKyMEHTAIIMOHHBIE TTPOLIECCHI
B YIIPaBJICHUH B COOTBETCTBUH C
Tpe6OBaHI/IHMI/I HOPMAaTHUBHO-
IPaBOBOTO PEryJHpPOBaHUS B
chepe uHPOPMALMH M JOKY-
menTanuu (ITK-2)

UCTIONBb3YEeT METOIbI COBEp-
IICHCTBOBAHHUA JIOKYMEHTa-
OUOHHBIX  TPOLIECCOB B
VIIpaBJIEHUH B COOTBETCTBUU
¢ TpeOOBaHUSIMH HOPMATHUB-
HO-TIPaBOBOT'O  PEryJIMpoBa-
HUs B cepe mHPOpMALIUU U
JIOKYMEHTAIH

B BKP ectp pekoMeHmaiuu mo pa-
[MOHATN3AI[U W COBEPIIEHCTBO-
BaHUIO JOKYMEHTAIlMOHHOTO 00ec-
MEYCHUsT YIPABICHUS U JTOKYMEH-
TaI[MOHHBIX TPOIIECCOB B COOTBET-
CTBUU C TpeOOBAaHUSMH HOPMATHB-
HO-TIPABOBOTO  PEryJUpPOBaHUS B
cthepe nabopmary U TOKyMEHTa-
107051

Tun 3a0au np

oheccuonanbHOIL deamenbHOCH

U: MmexHoN02UYECKUTL

CriocoGeH ocCyIIecTBIsATh Opra-

OCYHWICCTBJIACT OpraHu3anu-

HHU3aIIMOHHOC, JOKYMCHTaI-

OHHOC, JOKYMCHTAIlTUOHHOC U

B BKP cTyneHT npoaeMoHCTpUpO-
BaJl yMEHHE OCYIIECTBJIATH Opra-




OHHOe ¥ uHpOpPMaUUOHHOE | MH(POpPMAaLMOHHOE oOecre- | HU3alHOHHOE, JOKYMEHTAIIHOHHOE
obecrieueHne JIESITEFHOCTH | YeHNE JMEATENbHOCTH PYKO- | 1 WH(OpPMAIMOHHOE obecredeHne
PYKOBOJUTEIIS OpraHu3aliy | BOJAMTENS OPTaHU3AINN JESITETIbHOCTH PYKOBOJUTENS Op-
(TTIK-3) TaHU3aIN

CrocobeH  opraHM3oBaTb U | yMeeT opraHu3oBath U ocy- | B BKP crynent nmponemoncTpupo-
OCYILECTBIATh  JOKYMEHTHPO- | MECTBIATh JOKYMEHTHPOBA- | Bajl YMEHUE OpPTaHH30BaTh U OCY-
BaHHE JICSITEIBHOCTH OPraHH- | HUE JEATEIIbHOCTH OPraHh- | MIECTBIATh JOKYMEHTHPOBaHUE

zarmu (I1K-4)

3alln

ACATCIIbHOCTU OpraHru3alin

Tun 3a0au npogeccuonanvnoii deamenbHOCHMU: OP2AHU3AYUOHHO-YNPAEIEHYEeCKUIL

CrocobeH co3nmaBaTh U BECTH
CUCTEMBI JIOKyMEHTAITMOHHOTO
oOecrieueHUsl  yNpaBICHUS H
apXWBHOTO Jeila Ha 0a3e Ho-
Beitmux Texuonoruit (ITK-5)

yMeeT co3naBaTh M BECTH
CHUCTEMBI IOKyMEHTAI[HOHHO-
ro 00eCIICUYCHUs YIPaBICHUS
M apXWBHOTO Jnejla Ha Oaze
HOBEUIINX TEXHOJIOTHH

B BKP cTyneHT npoaeMoHCTpUpoO-
BaJl YMEHHE CO3/aBaTb U BECTHU
CHCTEMBI JIOKyMEHTAI[MOHHOT'O
obecrieueHrsl yMIpaBICHUS H ap-
XUBHOTO Jieia Ha 0a3e HOBEHIIHMX
TEXHOJIOTHI

CriocobeH OCyIIeCTBISATh pas-
paboTKy W BHEIPEHHE IJIOKAITb-
HBIX HOPMATHBHBIX aKTOB IIO
JIOKyMEHTAIlMOHHOMY  o0ecIie-
YEHUIO YIPABICHUS OpraHu3a-
ueii (ITK-6)

yMeeT

pa3pabaTeiBaTh U

BHEZIPSTH JIOKAJIbHbIC HOpMa-
TUBHBIC AKTHl 110 JOKyMEH-
TaIMOHHOMY  OO0ECIIeYEeHUIO
YIPABICHUS OpraHu3aueit

B BKP umerorcst pekoMeHIaumu mno
pa3paboTKe ¥ BHEIPEHUIO JOKAJb-
HBIX HOPMATHBHBIX aKTOB IO JO-
KYMEHTAIlHOHHOMY ~ 00eCIeUeHHIO
YIPABICHUS OpraHu3aueit

Croco0eH pyKOBOIUTH IOJpa3-
JeNICHHEeM apXuBa, OCYILECTB-
JSATh AEATETBHOCTh TI0 apXUB-
HOMY XpaHEHHIO OKyMEHTOB,
UX YYeTy W HCIOJIb30BaHHIO,
obecreveHunto COXPaHHOCTH,
IOCTPOCHUIO U KOHTPOITIO
CIPaBOYHO-UH(POPMALTMOHHBIX
CPE/ICTB K apXHUBHBIM JIOKyMEH-
tam (ITK-7)

y4acTBYeT B PYKOBOJCTBE

nmoAapasacjICHUuEM

apXxuBa,

OCYHICCTBIIACT ACATCIBHOCTD

[0 apXUBHOMY

XpaHEHHIO

JOKYMEHTOB, UX Y4YE€Ty U HC-
IOJIb30BAHUIO, 00€CIIEYEHHIO
COXPaHHOCTH, TIOCTPOCHUIO

KOHTPOJTIO

CIIPaBOYHO-

WHPOPMAITMOHHBIX CPEJICTB K
apXHMBHBIM JOKYMEHTAM

B BKP umerorcs cBenenust 00 yda-
CTHHM CTYJICHTA B PYKOBOJCTBE
NOJIpa3IeiCHHEM  apXxHBa, OCY-
IIECTBJICHUH JESTEILHOCTH TI0 ap-
XMBHOMY XPaHEHHIO JTOKYMEHTOB,
UX y4YeTy W HCIOJb30BaHHUIO, 00ec-
MICYCHUIO COXPAHHOCTH, IMOCTpPOE-
HUIO HM KOHTPOJIO CIPaBOYHO-
HH(POPMAITHOHHEIX CPEACTB K ap-
XMBHBIM JJOKYMEHTaM

1.2.2. Illkana oyenusanun (Kpumepuu oyenku pe3yiomamos 3aujumsl BKP)

Taoauua 2

Onenka mo HoMu-
HAJLHOH IIKaJIe

Kputepun ouenku BbinoJHeHus U 3amuThl BKP

OTiIM4YHO

BeicTaBnsieTcst BBITYCKHUKY 32 BBICOKHI YPOBEHb TOTOBHOCTH K BBITIOJIHE-
HUIO BCETO CIEKTpa 3a/1a4 Npo(ecCHOHaIbHOM JeSTeIbHOCTH B COOTBETCTBHU
¢ TpedoBanussmu ®I'OC BO HampaBiieHHs MOJITOTOBKH, MPOSBISIIONIUICS B
3HAaHUSX, YMEHHUSAX, HAaBbIKaX M NPO(ECCHOHAIBHO 3HAYMMBIX JIMYHOCTHBIX
KayecTBaX BBIMYCKHUKA, BBIPAKEHHBIX B JIMYHBIX JOCTH)KEHUSAX B IPOIIECCE
MOJITOTOBKH M 3alIUTHI BBITYCKHOW KBATH()UKAITIOHHON PabOTHI.

BKP HocuT HccnenoBaTeNnbCKUi XapaKkTep, COAEPKUT TPaMOTHO M3JI0KEH-
HYIO TEOpETHYECKYIO 0a3y, collepaTeNbHbId aHAJIN3 MIPAKTHYECKOTO MaTepH-
aja; XapaKkTepU3yeTcsl JIOTHUHBIM M3JI0KEHHEM MaTepHuaja ¢ COOTBETCTBYIO-
IIMMH BBIBOJIAMH U 0OOCHOBAHHBIMU NPEAI0KEHUSIMH.

O0vem opuruHasbHOCTH TekcTa Bbime 70%. JlomycTHMBIA NPOLIEHT HC-
MOJIb30BaHUS KaXJ0ro ucrouHuka (2 %) He mpesbliieH. CCBUIOK Ha KOJIICK-
I[UH TOTOBBIX CTYJIEHYECKUX Pa0OT HET (MM WX UCIOJIb30BaHHE 000CHOBAHO B
OT3bIBE HAYYHOTO PYKOBOJHUTEIIA).

[Mpu 3ammre paboThl 00yYArOIIUICS TOKAa3bIBACT NITyOOKHE 3HAHUS BOIIPO-
COB TE€MBbI, CBOOOJTHO OTIEPHPYET TEPMHHOJIOTHEH U JaHHBIMH HCCIIEIOBAHUA,
BHOCUT 00OCHOBaHHbIE PEKOMEHJIAIMH, & BO BpeMsl 3allIMThl HCIIONb3YeT Kaye-
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CTBCHHBIN ﬂeMOHCTpaHHOHHHﬁ munepnan;c3060ﬂno 1 TIOJIHO OTBCYACT Ha
IIOCTaBJICHHBIC BOIIPOCHI.
B oT13n1BE M PCUCH3UHN OTCYTCTBYIOT 3aMC€YaHUL.

Xopomo

BKP nHOCHT HccneoBaTeIbCKHH XapaKkTep, COAEPKUT TPaMOTHO M3JI0KEH-
HYI0 TEOPETHYECKyI0 0a3y, AOCTaTOYHO MOAPOOHBIN aHaN3 MPaKTUYECKOTO
Marepuaia, XapakTepU3yeTcsi B LEJIOM IOCIIEI0BATEIbHBIM H3JI0KCHHEM Ma-
TepHaja; BEIBOABI 110 paboTe HOCAT MPABIIBHBINA, HO HE BIIOJIHE Pa3BEPHYTHIN
XapakTep.

OO0BeM OpUTHHATBHOCTH TEKCTa COOTBETCTBYET MHHUMAJIBHO JOITYCTHMO-
My ypoBHIO 61 no 70%. JlomycTUMBIH IPOLEHT UCIONb30BaHUS KaXI0ro HC-
TouHuKa (2 %) He mpeBbieH. CChUTOK Ha KOJJIEKIMH TOTOBBIX CTYACHYECKUX
paboT HeT (MM WX WCIOJIBb30BaHHE 0OOCHOBAHO B OT3bIBE HAYYHOTO PYKOBO-
JTIATEIS).

[Tpu 3amuTe paboThl OOYYAIOLIUICS TOKA3bIBAET 3HAHUS BOIPOCOB TEMBI,
yMeeT MPUBJIEKATh JaHHBIE CBOETO MCCIICOBAHMS, BHOCUT PEKOMEHIALNH, a
BO BpeMs 3alIUTHl UCIOJIB3YeT JAEMOHCTPAIIMOHHBIN MaTepual, He CoIepika-
WA TpyObIX OomMO0K; 6e3 0coOBIX 3aTPyAHEHUH OTBEYaeT Ha MOCTaBICHHBIS
BOTIPOCHI.

B ot3biBe (perieH3un) ecTh He3HAYUTEIbHBIM 3aMCUaHUSL.

Y 10BIETBOPUTENBHO

BKP HocHUT HccnenoBaTenbCKUil XapakTep, HO XapaKTepU3yeTcs MOBEPX-
HOCTHBIM U HEJOCTaTOYHO KPUTHYECKHM aHalu3oM. PexomeHnanuu u mpen-
JIOKeHUs ¢l1abo apryMeHTHpoBaHbl. BriBogbl u 3akmouenue nmo BKP Hocst
(hopManbHEI XapakTep. B mureparypHoM cTiiie u oopMiIeHHH paboThl HMe-
FOTCSI TOTPELIHOCTH.

O0beM OpUTMHATIBHOCTU TEKCTa HIDKE MUHUMAIBHO JIOIYCTUMOTO YPOBHS
51 o 60%. JlomyCTHUMBII MPOLEHT UCIOIB30BAHMUS Ka)KJOr0 UCTOYHHKA TIpe-
BbIIIEH. ECTh CCBUIKM Ha KOJUIEKIMH TOTOBBIX CTYyAEHYECKHX paboT (Mx uc-
MOJIb30BaHUE B OT3BIBE HAYYHOTO PYKOBOJUTENS HE 0OOCHOBAHO).

CTyzeHTOM MpOsIBJIeHa HEYBEPEHHOCTh BO BPEMs 3aILIUTHI.

HeynosnerBopu-

TCIJIBHO

VYposens conepkanusi BKP u ee odopmiieHne Huke moporoBeIx TpeOOBaHUI
Mo JieicTByoMIel OayuibHO# crucTeMe oreHOK. OObeM OpUTHHAIILHOCTH TEKCTa
3HAYUTENILHO HM)KE MUHUMAJILHO JIOMyCTUMOTo ypoBHs 50%. JlomycTuMslii mpo-
[IEHT UCTIOJIb30BaHMS KKIOTO UCTOUHUKA 3HAYUTEIBHO MPEBLIIeH. ECTh CChUTKH
Ha KOJUIEKITUH TOTOBBIX CTYJIEHYECKUX paboT (MX MCTIONB30BaHHE B OT3BIBE HAYY-
HOT'O PYKOBOJUTEIISI HE 000OCHOBAHO).

1.3. TunoBbie KOHTPOJIbHBbIE 32JaHUS] MM HHbIEe MaTepUAaJibl, He00X0AMMBbIe IS
OLICHKH Pe3yJIbTATOB OCBOCHHUSI OCHOBHOM NpogdeccuoHaJbLHOI 00pa3oBaTeIbHOM

~own

NPOrpamMmsl

Ilpumepnvie memvt BKP

HoxymenTanmonHoe obecnieuenue ymnpasieHus (JJOVY): Teopernueckue, opranu3aii-
OHHO-YITPABJIEHYECKUE, METOANUYECKNUE ACTIEKTHI.

HopwmartuHo-ipaBoBast 6a3a JIOY: 3BoOIHS M1 COBPEMEHHOE COCTOSTHHE.
Yuuduxanus u cranaaptuzanus J1OY: UCTOKH, opraHu3anus, TeHACHIUN Pa3BUTHSL.
JlokyMeHTalmoHHOe ¥ MHGOpPMAIMOHHOE OOEeCIeueHne OpPraHOB TOCYAapCTBEHHOM
BJIACTH (HA MpUMeEpe OpraHU3aluu 10 BIOOPY CTY/IEHTA).

Opranuzanusa JJOY opraHoB MECTHOIO caMOyIpaBjeHHs (Ha MpUMepe OpraHu3aliu
10 BBIOOPY CTY/CHTA).

JOY nepcoHalioM OpraHu3anuu.

Cuctema JIOY BbICIINM y4eOHBIM 3aBEJICHUEM.
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10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.

25.
26.

27.

28.

29.

30.
31.

32.

33.
34.

35.
36.

37.

38.

Opranmzanus JIOY kommepueckoro npeanpusTus (Ha mMpUuMepe OpraHu3aluy Mo BbI-
Oopy cTyaeHTa).

JlesiTennbHOCTh CeKpeTaps B CHCTEME JIOKYMEHTAlMOHHOTO W HMH()OPMAIMOHHOTO
oOecrnieueHus ynpaBIeHUs OpraHu3aluen.

CosepmienctBoBanue cuctembl JIOY: orieHka u noBsieHue 3QPEeKTUBHOCTH.
Panmonammzanus cuctemsr IOY B opranu3zanuu (o BEIOOPY CTYACHTA).
Opranuzanusa paboTsl ¢ 00palIeHUsIMU TpakJaH B OpraHax MECTHOTO CaMOyTpaBJie-
HUSL.

[Tpo6GiieMbl aBTOMATH3alMK JOKYMEHTOOO0POTa OPraHOB TOCYIaPCTBEHHOMN BJIACTH.
[TpoGiieMbl aBTOMATH3AIMK JOKYMEHTOO00POTA OpTaHU3aIiii KOMMEPUYECKOH cephl.
AHanu3 BHEIPEHUS aBTOMATHU3UPOBAHHBIX MH()OPMAILMOHHBIX CHUCTEM (HA MpUMepe
KOHKPETHON OpraHU3aliH).

Opranusanus cinyx0s1 JIOY B opranmu3anuu (yupeXIeHHH, Ha PEITPUATHH ).
Opranuzanus KaapoBo# ciaykObl Opranu3anuu (YUpesxaeHus, MPEAPUITHS ).
OnepaTtuBHOE XpaHEHHE JOKYMEHTOB: MPOOIEMbI U PELICHUS.

YHUHUKAIHS CUCTEMBI OPTaHN3alMOHHO-PACTIOPAIUTEIBHON TOKYMEHTALIH.
Coznanue U BeJICHHE CIIPaBOYHO-TIOMCKOBBIX CPEJICTB K JOKYMEHTaM B JOKYMEHTAI[H-
OHHOM OOECIEYeHUH YIPaBIICHUS.

ABTOMaTH3aIUs TOKYMEHTAIMOHHOTO O0ECeueHusl YIIpaBlIeHus: IpoOIeMbl U pellie-
HUSL.

Opranuzainus 3KCHEepTU3bl IEHHOCTH JAOKYMEHTa B JIETIONPOU3BOJICTBE OpPraHU3AINH
(yupexaeHus, IpeanpusIThs).

Oco0eHHOCTH JAOKYMEHTO00OpOTa COBPEMEHHBIX OpraHu3anuil (1o BBHIOOPY CTYACH-
Ta).

TexHonorust paboThl ¢ OOpaIIEHUSMHU TPaKJaH B OpraHax MECTHOTO CaMOyIpaBJe-
HUSL.

JlenoBas mepemnucka B COBPEMEHHOM opranu3anuu (YIpexaeHuu, TpeInpusITHH).
[TyTu coBepiIEeHCTBOBaHMS TOKYMEHTALlMOHHOIO oOecreyeHnst yueOHOro mporecca B
BbICIIEM Y4€OHOM 3aBeJICHUH.

[TyTu coBepiIeHCTBOBaHMS JTOKYMEHTALMOHHOTO obecrieyeHusl yueOHOro mpolecca B
00pa30BaTEILHOM YUPEXKACHUH.

Pa3paboTka opraHM3aliMOHHOTO MTPOEKTa BHEAPEHUS aBTOMaTU3UPOBaHHOW MHpOpMa-
[MOHHOM CHCTEMBI YIPaBIECHUS TPOMBIIUICHHOTO IPEIPUSITHS.

Pa3paboTka opraHu3aliMOHHOTO MTPOEKTa BHEAPEHUS aBTOMaTU3UPOBaHHOW MHpOpMa-
IIMOHHOW CHCTEMBI YIPABIEHHS BBICILIETO Y4€OHOTO 3aBE/ICHUS.

Anann3 o0bemMa JOKYMEHTO000pOoTa OpraHu3aluu (1o BEIOOPY CTYIEHTA).

AHanu3 COCTOSHUS CUCTEMbI apXUBHOI'O XpaHEHUs JOKYMEHTOB KOHKPETHOW OpraHu-
3aIHH.

OGecnieyenne 0e30MacHOCTH WH(OPMAIMOHHBIX PECYpPCOB OpraHU3aIuu (y4apexe-
HUA).

3amuTa KoMMepUYecKoi HHPOPMaIUA OT HECAHKIIMOHUPOBAHHOTO JOCTYTIA.
CooTHolIIeHHEe JOCTYITHOCTH U 3allUThl WH(OPMAIIMOHHBIX PECYpCOB roCyIapCTBEH-
HBIX OpraHoB B P®.

3amuTa MepcoOHaNbHBIX JaHHBIX B OpraHU3aINH (YUPEKICHUN ).

Crneuunguka ucnoab30BaHUSI OCHOBHBIX METOJIOB U CPEJICTB 3alllMThl HHPOpMAaLK (Ha
nprMepe KOHKPETHON 00JIaCTH MPUMEHEHHSI MIIM KOHKPETHON OpTraHU3alin).
3akoHOJaTeNbHas 1 HOPMAaTUBHO-MeTOANYecKast 0aza apxuBHoro jaena P® Ha cospe-
MEHHOM JTarle.

Opranu3zanus apxuBHoro siena B PO Ha coBpeMeHHOM 3Tare.
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39. PaboTta denepanbHbIX apXUBHBIX YUPESKICHHHN MO CO3JaHUIO M OpraHU3AIMH XpaHe-
HUS CTPaxoBOTo (OHAA KON YHUKAJIBHBIX U 0CO00 IIEHHBIX JOKYMEHTOB APXHUBHOTO
dbonga PO.

40. OcHOBHbIEC HANPaBJICHUS AeATeNbHOCTH DenepantbHOr0 apXUBHOTO areHTcTBa PO.

41. Opranuzanus AeATeIbHOCTH apXUBOB JIOKYMEHTOB OpraHU3alil (yupeKIeHuil).

42. Opranusanus JesiTeIbHOCTH CIYKObl apXUBHOTO XpaHEHHUS JOKYMEHTOB OpraHU3aluu
(yupexxaeHust).

43. Hay4HO-UCCIIeIOBATENbCKAS JEATEIBHOCTh OOBEAMHEHHOTO TOCYIApPCTBEHHOTO ap-
xuBa YenssOuHckoi obnactu.

44. Pabota ¢ ¢poTO-, KHHO-, BUJICO-TOKyMeHTaMu B OOBEIMHEHHOM TOCYTaPCTBEHHOM ap-
xuBe YensOnHCKOM 00macTu (IpyroM apxuBe Mo BHIOOPY CTY/ICHTA).

45. znarenbckas €ATEIbHOCTh TOCYAAPCTBEHHOrO (MYHUIIMIIAIBHOIO) apXuBa (apxuBa
OpTraHMU3aIH, YUPESIKICHUS).

46. Busyanuzanus AeATEIbHOCTH apXHBOB B METUATIPOCTPAHCTBE.

47. DnekTpoHHas BHICTABOYHAS JIEATEIHHOCTh apXMBOB (Ha MPUMEpPE apXuBa MO BHIOODPY
CTYJICHTA).

1.4. MeToauveckne MaTepUaJibl, ONipee/IAoNue NPpoueaypbl OlleHNBAHUS Pe3yJIbTATOB
0CBOEHHSI OCHOBHOI Npo@eccuoHaILHOIH 00pa30BaTeIbHOI MPOrpamMMbl

1.4.1. HopMaTuBHO-MeTOAU4YECKOe OOecreyeHHe rocy1apcTBEeHHOIi UTOroBOii aT-
TeCTalUM 00YYaIOIINXCS OCYLIECTBIISIETCA B COOTBETCTBUM ¢ «llopsiakom mpoBeneHus rocy-
JTApCTBEHHOM MTOrOBOM arTecTalyu 1o 00pa30BaTesIbHBIM IPOrpaMMaM BBICIIEr0 00pa3oBa-
HUS — [porpaMMamM OakajaBpuara, IporpaMmam CIELHMATUTETa U IporpaMMaM Marucrpary-
pbl (yTB. mpuka3zoM MunucrepctBa oOpa3zoBanusi 1 Hayku P® Ne 636 ot 29.06.2015 ¢ uzm. u
qor. ot 09.02.2016 Ne 86, 28.04.2016 Ne 502) u nokaabHbIM aKTOM (II0JI0’KEHUEM) 00pa3oBa-
TesbHOM «O ToOpsiike TpOBEJNEHHUS TOCYJapCTBEHHONM HWTOroBOM arrecrauuu» (yTB.
30.05.2016). Ananu3 ¥ MOHUTOPUHT TOCYJAPCTBEHHON UTOTOBOW aTTECTAIIMU MPECTABICH B
€XKEroHoM COOpHHUKE CTAaTUCTHUYECKUX MaTepuasioB «l'ocyqapcTBeHHas MTOroBas aTTecTa-
S,

1.4.2. ®oH OLIEHOYHBIX CPEACTB AJIA MOATOTOBKHU M 3amMThl BKP:

— MIepeYeHb KOMIIETEHIMI, KOTOPBIMH JI0JIKEH OBJIAIETh 00YYaOIIUICS B PE3yJIbTaTe
OCBOCHMSI OCHOBHOM NpodeccHoHaNbHOIM 00pa30BaTeNbHOM MPOrpaMMBbl, IPOBEPSIEMBIX Ha
3amute BKP (cm. m. 1.1);

— OIMCaHUe MOoKa3aTeslel U KpUTEpUEB OLICHUBAHUS KOMITETEHIIMH, a TaKoKe IIKal
OLIEHUBaHMs (KpUTEPHUU OLIEHKHU pe3ynbTaToB 3amuTel BKP) (em. 1. 1.2);

— npuMepnsie Tembl BKP (cMm. 1. 1.3);

— COJZIEpKaHUE HACTOSIILErO MTyHKTA.

1.4.3. Tematuka BKP. Tembr BKP onpenensitorcs Beimyckaromiel kadeapoil ucro-
pHUM, MY3€OJOTMH M JOKyMeHToBeldeHHs. OOyyarommMcst MpelocTaBiIseTcsl MpaBo BbIOOpa
TE€MBbI U3 MPEeUI0KEHHOro nepedns. Oco0yro EeHHOCTh B 3TOM MEPEYHE MPEICTaBISIOT TEMbI
BKP, 3aka3zaHHbIe WM IPEATIOKESHHBIE U Pa3pabOTKU OpraHu3alisiMu (IPEATNPHATUSIMA).

[Ipu BeIGOpE TEMBI O0YUAIOIIUNCS YUUTHIBAET JUYHbIE MPOPECCUOHANTbHBIE HHTEPECHI,
BO3MOXKHOCTh MPAKTHUYECKOT'O MCIIOJIb30BAaHM MOMYYSHHBIX B Ipoliecce 00yuyeHHs 3HaHUM U
COOCTBEHHYIO MCCIIEIOBATENbCKYI0 MHUIMATUBY. [Ipu 3TOM 00ydaromuiics BOpaBe Mpeiio-
KHUTb CBOIO TEMY, 000CHOBAaB HEOOXOJUMOCTb U 11€JI€CO00Pa3HOCTh €€ Pa3pabdOTKU IS MPaK-
TUYECKOTO0 TNPUMEHEHHUS] B COOTBETCTBYIOILIEH oO0nacTu mpodeccrnoHalbHON NeaTeIbHOCTH
WIM Ha KOHKPETHOM O0BEKTe NMpodecCHOoHaIbHOM aesTenbHocTH. C y4eToM HHTepecoB 00y-
YaIOMIETOCs] W aKTyaJlu3allud KOHKPETHBIX MPOoOJIeM JOKYMEHTAllMOHHOIO o0ecreueHus
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yIpaBJIEHUs, PyKOBOAUTEINb TaKXKe BIPaBE MPEIJIOKHUTH Ul UCCIEAOBAaHUS TEMY, HE BKIIO-
YEHHYIO B IPUMEPHBIN [IEpEUEHb B IaHHOM U31aHUU.

He no3nnee, uem 3a 6 MecsueB 10 AaThl Hayajla rOCyJapCTBEHHON UTOrOBOM arrecTa-
UK npukazoM «O0 yTBEP)KICHUN TEM BBITYCKHBIX KBaTH(UKannoHHBIX padot Ha 20.. — 20..
y4. ToJ1», HOAMNMCAaHHBIM PYKOBOAUTENIEM 00pa30BaTeIbHON OpraHU3alMHy, 3a 00yJarouuMes
(HeCKOMbKUMHU OOy4aromumucs, BeimonHsonmmMu BKP coBmecTHO) 3akperisieTcss TeMa u
Hay4dHbId pykoBoauTesib BKP u3 uncia paboTHHKOB 00pa3oBaTebHONM OpraHHM3alliyd U TPH
HEO00XOIUMOCTH KOHCYJIbTaHT (KOHCYJIbTAHTBHI).

Temarnka BKP u ee HayuHbIil pyKOBOAUTEIb HA3HAYAIOTCA B MEPBbIA MeECAIl Hayaia
peanu3a OCHOBHOM mpodeccnoHaabHON 00pa3zoBaTenbHOM nporpaMmMel. [Ipu 3TomM Hayd-
HBIIl PYKOBOJUTEIb OCYIIECTBIIAET PYKOBOJCTBO HAYUYHO-UCCIIEN0BATEIbCKON paboToi Maru-
CTpaHTa B CEMECTpax, OpUeHTUPYs ee Ha 3anaun BKP.

1.4.4. DyHKIIUM HAYYHOTO PYKOBOIMTEJIS:

— peryisipHOe KOHCYJIbTUPOBAaHNE 00ydJaIOIIErocs mo MeToauke noaroroBku BKP, o1-
60py UCTOYHHKOB;

— IIpoBeieHue NpoBepkH rotoBHOCTH BKP u pekomenmanuu no ucrpaBiIeHUIO HENO-
CTaTKOB;

— uHpOpMHUpOBaHUE Kadenpbl, JeKaHaTa B CIy4yae HEYIOBICTBOPUTEIHHON pPabOTHI
oOyuJaromierocs;

— npoBepka BKP Ha 00beM 3auMcTBOBaHUM U pacrieyaTka COPMUPOBAHHOIO OTYETA
U3 o(pULMAIBHO YTBEP)KICHHON B 00pa30BaTeIbHOM OpraHu3aluy MPOrpaMMmBbl;

— MOATOTOBKA OT3bIBa 0 paboTe oOyuaromierocs B nepuoa noaroroBku BKP u kaue-
CTBE BBIIIOJIHEHHOW PabOTHI.

O3HaKOMUTBCS € OT3BIBOM OOYYaroIIMiics JIOJKEH HE MO3/IHEE YEM 3a 5 KaJeHIapHbIX
nuen no qas 3amutel BKP.

1.4.5. TpeGoBanus k ¢gopme u cogep:xkanuo BKP

BKP 6axanaBpa mpezacraBisieT co00il caMOCTOSATENBbHO BBINOJHEHHYIO Mpodeccuo-
HaJIbHO HAINPaBJIEHHYIO 3aKOHYEHHYIO pa0OTy 110 KOHKPETHOM TeMe, CBA3aHHOM C MpoduiieM
HOJArOTOBKU «JlokyMeHTanmoHHoe obecniedeHue ynpasieHus» ({OY), Oyaymeit kBanuduxa-
nuel O6akanaBpa, BUAAMH €r0 JEATEIbHOCTH, C PEIIEHUEM TeX THUIIOB 33Jad, K KOTOPbIM OH
TOTOBUTCS (Hay4HO-HUCCIIEJ0BATEIBCKOM, TE€XHOJIOTUYECKOH, OpraHU3alMOHHO-
yIpaBJIeHYECKOM ).

BeimyckHast paboTa mocBsilieHa TEOPETUYECKUM, OPraHMU3aLMOHHBIM, TEXHOJIOTHYe-
CKHUM, METOAMYECKHM W MHBIM IpobiieMaM JTOKyMEHTAlMOHHOTO O00ECHeUeHUs YIpaBICHUS
(AOY).

BKP 6akanaBpa qoiKkHaA coliepKaTh CUCTEMHBIN aHalu3 00beKTa (MpexMeTa) MpaKkTh-
YECKOM JEeSATENIbHOCTH B KOHKPETHOW NpodecCHOHaIbHONW 00JacTH, KaKk MpPaBHIIO, OMHPAIO-
IIMHCS Ha U3BECTHBIE MOJENIM U METOAUKH uccienoBanus. BKP GakanaBpa MOXeT OCHOBBI-
BaTbCsl Ha 00OOIICHUH BBITTOJTHEHHBIX KYPCOBBIX paboT, a TakKe cTaTed M MOKJIAJ0B, MOATO-
TOBJICHHBIX 00yYarOIIUMUCS.

1.4.6. IIpoBepka BKP na o0bem 3aumcTBoBanus. [[ns nposepku tekctoB BKP Ha
00BbEeM 3aMMCTBOBAHUS, B TOM YHCIIE COZIEPIKATEIBHOTO, BBISIBICHUSI HEMPAaBOMOYHBIX 3aUM-
ctBoBanuii B YUI'MK odunuanbHo UCHoab3yeTcsl cepBUC MOUCKA TEKCTOBBIX 3aMMCTBOBAaHUMN
«Pykonrekct». Paspabotunk — OAO «llenTpanbubiii komekTop 6ubnuorek “bBUBKOM”».
JlocTym K cepBUCY BO3MOXeEH 1o aapecy http://rucont.ru wiam u3 cetn UT'MK.

O0BeM OpUTrHHATIBHOTO TEKCTa JOJDKEH ObITh He MeHee 61%. Cpean 3aMMCTBOBAHHBIX
MCTOYHUKOB HE MOXET OBbITh CCHUIOK Ha KOJUJIEKIUU TOTOBBIX CTYAEHUECKHX pador. [omy-
CTUMBII MPOLIEHT MCIOJb30BaHUS KaKJOTO0 MCTOYHHKA, OTPAKEHHOTO B OTUETE O pE3yJbTa-
Tax MPOBEPKHU JI0JKEH ObITh He Oosee 2%. [IpeBblienne 10mycTUMOro MPOLIEHTa UCIOJIb30-
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BaHUs 3aKOHOJATEIbHBIX U HOPMATUBHBIX JOKYMEHTOB JOJIKHO OBITh OOOCHOBAaHO B OT3bIBE
Hay4HOI'O PYKOBOJHUTEIIS.

[Topsanox npoBepku BKP Ha 00beM 3auMCTBOBaHHS YTBEP)KIEH Y4YEHBIM COBETOM
UI'vK.

1.4.7. Cpoxkn BbimojHenusi u npenocraBiaenuss BKP. Cpoku Beimonnenuss BKP
OTIPENIeNIAIOTCA KAJICHAAPHBIM y4eOHBIM TpauKOM COOTBETCTBYIOLICH 0O0pa3oBaTeNbHON
IPOrpamMMBlI.

Cpoku npenocrainenuss BKP Ha okoHuaTenbHyto npoBepky — 14 kaneHaapHbIX JHEH
10 3anuThl. OOyJaroIMics JOMKEH MpeacTaBuTh pykoBoauTenro BKP B medatHoM u amek-
TPOHHOM BHJE, IpH 3TOM (aiin ¢ paboToii momkeH HasbiBaThess VKR ammmus uHUATIMATBI
aBtopa, Hanpumep, BKP CMHWPHOBA W. B. u conepatb B OJJHOM JIOKYMEHTE BECh TEKCT
paboThl, T. €. TUTYJBHBIN JIUCT, OIJIABJIEHUE, COOCTBEHHO TEKCT, CIIMCOK MCIIOJIb30BaHHbBIX HC-
TOYHUKOB, IPUIIOKEHUS.

Ho odunmansuoii cnaun BKP Ha ycMoTpenue Bbimyckaromeil kKadeapbl MOKET OBbITh
MIPOBE/ICHA MpOoLeypa MpeA3alIuThl 1 HOPMOKOHTpoIs. PopMar U TOKYMEHTAlMOHHOE CO-
MPOBOXKeHUE TpenBaputesbHoi 3anmuTel BKP omnpenenstorcs Bwimyckaromieit kadeapoi.
Llenr mpenBapUTENbHOM 3alUTBl COCTOUT B BbIsICHEHUHU cTeneHu roroBHoctd BKP. Ilpu
HeoOxoaumocTu oOyuaromuiics nopadateiBaer BKP ¢ yuerom 3ameuanuii u pexomeHanui,
MOJIyUYEHHBIX B X0/1€ 00CY)KJIeHUs MpeAcTaBIeHHONW paboThl. Lleah HOPMOKOHTPOIS — Ompe-
nenenrie BKP Ha cooTBeTCTBHE NMpenbsaBIsIEMbIM TPEOOBAHUSAM K CTPYKTYpE, OQOPMIICHHIO,
cocTaBleHUI0 Onbnuorpaduyeckux OMUcaHuil TOKYMEHTOB B CIIMCKE MCIOJIb30BAHHOM JIMTe-
patypsl. O0y4Jaromuiics 00s13aH YCTPaHUTh BCE 3aMEUaHMUsl, BBISIBICHHBIE B PE3yJIbTaTe HOP-
MOKOHTPOJIA.

[Tocne mpenocraBnenus obydaromumcss BKP (B meuatHoM M 37€KTpOHHOM BHUJIE) HA
BBIIMTYCKAOIYIO Kadeapy HaydyHBI PYKOBOAUTEIH TOJKEH:

— ocymecTBUTh IpoBepky BKP Ha 00beM 3aMCcTBOBaHHS,

— NOArOTOBUTHh «OT3bIB HAYYHOT'O PYKOBOAMTENS HA BHITYCKHYIO KBATH(PUKALNOHHYIO
paboty» (cm. [Ipunoxenue 4).

[IpeBsbilieHHEe YCTAaHOBIEHHOTO JIOMYCTUMOTO YPOBHS 00beMa U COJEp>KaHUs 3auM-
CTBOBaHMM, OTpakeHHbIX B «OTUeTe 0 NMPOBEPKE Ha HAINYUE 3aUMCTBOBAHUI», HE SIBIISIETCS
ocHoBaHueM g Hemomycka BKP k mpouenype 3ammtel. O6beM OpUTHHAIBHOCTH TEKCTa
BKP u pomycTumblili MpOUEHT MCHOJIb30BAHUS MCTOYHUKOB SIBISETCS OJTHUM M3 KPUTEPUEB
OILICHKH pe3yibTaToB 3amuThl BKP 1 BKiIIOUeH B mIKany oleHUBaHUs (CM. TaOJl. 2 HaCTOsIIe-
ro U3JaHus).

Brimyckarommast kadeapa obecriedynBaeT O3HAKOMIIEHHE OOYYarolIerocss ¢ OT3hIBOM
HAYyYHOTO PYKOBOJUTEINS, OTUETOM Ha 00bEM 3aMMCTBOBAHHUS HE MO3HEE YeM 3a 5 KaJeHaap-
HBIX nHeH 1o aus 3amutbl BKP, mpu ycnoBun coeBpemenHoit ciaun BKP oOydarommmcs Ha
Kageapy.

He no3anee uem 3a 2 xanennapHsIx AHs 10 AHs 3amuTel BKP B rocynapctsennyto sk-
3aMEHALIMOHHYIO KOMUCCHUIO NIEPEJAIOTCS:

— MeyaTHbIN (COpPOLIIOPOBAHHBIN WK TIeperieTeH bl ) sk3emuisip BKP;

— 3JIeKTpOHHBIN BapuaHT BKP;

— OT3bIB HAYYHOTO PYKOBOJUTEIIS;

— OTYeT Ha 00BEM 3aUMCTBOBAHMSI.

— akT o BHeapenuu (st BKP, nanucannpix nmo 3akazy npennpustusi) ([Ipuioxenue
5).

1.4.8. Pazmemenne tekcra BKP B 3siekTpoHHO0-0MOMoTeyHoil cucteme (IBC).
Texctel BKP pasmematorcs B Hanmonansaom mmudposom pecypce «PYKOHT» (pazpabor-
yuk OAO «llentpanpublii KosutekTop 6ubmuotek “bMBKOM™).

ITopsinok pasmenienus TekcToB BKP B 31ekTpoHHO-OMOIMOTEUHON CHUCTEME YTBEp-
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*71eH yaeHbIM coBeToM Ul MK.

1.4.9. Cpoxn 3amutrbl BKP. Cpoxu 3ammrel BKP omnpenensitorcs kaneHaapHbIM
y4eOHbIM Ipa)uKOM COOTBETCTBYIOIIEH 00pa30BaTeNIbHON IIPOrpPaMMBbI.

He no3anee yem 3a 30 xajeHzapHbIX AHEW 1O JHS IPOBEACHMS IEPBOTO rocynap-
CTBEHHOI'O aTTECTAllMOHHOIO UCIIBITAHUS PACIOPSAAUTEIbHBIM aKTOM YTBEP)KIAETCs pacuca-
HUE TOCYJapCTBEHHBIX aTTECTALIMOHHBIX HCIBITAHUM, B KOTOPOM YKa3bIBAIOTCS J1aThl, BPEMS
1 MECTO NPOBEACHUS IOCYIapCTBEHHBIX aTTECTALMOHHBIX MCIIBITAHUM, B TOM YMCJIE 3aIUThI
BKP. Ilpu ¢popMupoBaHuM pacnuCcaHusl YCTaHABIMBAETCS MEPEPHIB MEXKIY TOCYIapCTBEHHbI-
MU aTTECTallMOHHBIMU MCIIBITAHUSIMH NIPOIOJDKUTEIIBHOCTBIO HE MEHEE 7 KAJICHAAPHBIX JHEH.

1.4.10. Jonyck k 3amure BKP. K 3amure BKP nomnyckaercs oOyuaromuiics, He
HMEKIINA aKaJeMHYecKOoi 3a10/17KeHHOCTH U B TIOJJHOM O00OBbEME BBITIOJHUBIINNA YIeOHBIN
IUIaH WIM MHIMBUAYaJIbHBIA y4eOHBINH IUIaH MO COOTBETCTBYIOIIEH 00pazoBaTeIbHON MpO-
rpaMMe BBICIIEr0 0Opa30BaHUs M NOJYYHMBIIUM MOJOXKUTEIBbHYIO OLEHKY Ha IOCyIapCTBEH-
HoM dk3ameHe. K 3amure BKP oOygarommecs momyckaroTcs HA OCHOBaHWU Tpukasza «O 10-
IIyCKE K TOCYJapCTBEHHON UTOIOBOM aTTECTaLlUN.

1.4.11. Hpoueaypa 3amutbl BKP. 3acenanue I'OK no 3amure BKP npoBoastcs
pesceaareaeM KOMUCCHN.

JlokymMeHTamoHHOe conpoBokaeHue 3amunTbl BKP Brirrouaer:

— BKP o6y4aromuxcs, T0MyIIEHHBIX K 3alllUTE;

— OT3bIB HAYYHOT'O PYKOBOJUTEIIS;

— akThl 0 BHepeHuu (i BKP, HanncaHHBIX 110 3aKa3y NpeAnpHUsThs);

— OTYETHI Ha 00BEM 3aMMCTBOBAHUN;

— KOIIMM BCEX IPUKA30B, CBA3aHHBIX C FOCY1apCTBEHHON UTOTOBOW aTTECTALlUEH;

— MaIKy Ha Kaxjaoro odydvaroierocs, gonyueHHoro k 3amurte BKP, coneprxamas 3a-
YETHYIO KHUXKKY, JINYHYIO U YUeOHYI0 KapTOUKH, TOPTHOIJINO U T. 1.);

— usnanue «BplmyckHas KBamupUKAIMOHHAs paboTa Mo mporpamme OakaigaBpuara
«/lokyMeHTOBeleHHE U apXMBOBEIECHHUE)» [0 HaIpaBieHUI0 noAroToBku 46.03.02 Joxymen-
TOBE/ICHHUE U apXUBOBEJCHHUE: TPEOOBAHUS U METOAMYECKHUE YKA3aHUS 110 BbIOJHEHUIO» (Ye-
asiounck, 2023);

— onrcaHMe MKaikl orlcHuBanus BKP;

— 3K3aMEHAIMOHHYI0 B€0MOCTb 3ainuTel BKP.

[Topsimok 3amuter BKP:

— BCTYINHUTEJIBHOE CJIOBO OOYYaroIlerocsi ¢ MCIOJIb30BaHUEM Npe3eHTauuu (B Ipo-
rpamme PowerPoint) (He 6onee 10 MUHYT), B KOTOPOM TIPUBOASTCS 0OOCHOBAHHUE TEMBI, 00B-
€KT, MpeIMEeT HCCIIEA0BaHMs, LeJIb U 3a]1aul pabOThl, XapaKTEPUCTUKA MCIIOJIb30BAaHHBIX UC-
TOYHHUKOB U JIMTEPATYpPHI, BEIBOJIBI 110 paboTe. BrICTyIieHne Ha 3amuTe J0KHO OBITh KpaT-
KHUM, YETKUM, KOHKPETHBIM, KOPPEKTHBIM 110 OTHOIIEHUIO K MHEHHUIO PEIEH3EHTa U 4JeHaM
I'OK, xomneram. TekcT BBICTYIJIEHHS Ha 3aIIUTE 1€€CO00Pa3HO MpeABAPUTEIBHO COTJIACo-
BaTh C HAYYHBIM PYKOBOJIUTENIEM;

— OTBETHI Ha BONpock! wieHoB [ DK

— BBICTYIUIEHHE HAyYHOTO PYKOBOJUTENS; B CIIydae ero OTCYTCTBUS OT3bIB 3aUUTHIBA-
et mo0oi u3 wieHoB I DK

— OTBETHI 00Y4YarOIIerocsi Ha BOMPOCH! U 3aMeYaHus, IOCTABJICHHbIE B PELIEH3UH U OT-
3bIBE.

Pemenne I'OK o pesynbrarax 3amutsl BKP npunumaercst npoctsiM OOJIBIIMHCTBOM
roJI0OCOB OT YMCJIa JIMI, BXOASIIUX B COCTaB KOMHUCCHUHM M YyYacTBYIOIIMX B 3acenaHuu. [Ipu
pPaBHOM YHCJIE TOJIOCOB MpejceaTeNb KOMUCCUU 00J1a1aeT MpaBoM periaroiero roigoca. [Ipu
IPUHIATUN pelleHusa o pesyapratax 3amuTel BKP unensl 'DOK pykoBoACTByrOTCS MIKamon
oueHuBanus (mm. 1.2.2). Pemienue, npuHsToe KOMHUCCHEH, odopMisieTcsl MpoTokoiaoM. Pe-
3ynbTaThl 3auThl BKP 00bsBISI0OTCS B ICHD €€ MPOBeACHUSI.

16



1.4.12. JIna obywaronuxcs u3 yucia nHBanuaoB 3ammra BKP npoBoguTcs ¢ yuetom
0COOCHHOCTEH MX MCUXO(PU3NICCKOTO Pa3BUTHS, HHIANBUyaTbHBIX BOZMOKHOCTEH U COCTOSI-
HUS 37I0POBbs (Hajiee — MHAMBHIYyal bHbIE ocoOeHHOcTH). Ha 3ammre BKP obecrnieunBaercs
coOuoieHre o0ImuX U crnenuduyeckux (B 3aBUCUMOCTH OT WHAMBHUIYAIbHBIX OCOOCHHOCTEH
oOyyJaronuxcs) TpeOoBaHUM.

2. OIIUCAHUE MATEPUAJIbHO-TEXHUYECKOM BA3bl, HEOBXOIUMOM /151 MOATOTOBKH U
3AIUTHI BKP

Jst moarotoBku BKP ucmonb3yroTcss ayauTopuu Il CaMOCTOSITEIBHOM pPalOTHI,
OCHAILCHHBIE KOMITBIOTEPHOU TEXHUKOM C BO3MOXHOCTBIO MOJKIIOYEHUS K ceTu «MHTEpHET»
U oOecreyeHHbIe JOCTYIIOM B 3JIEKTPOHHYIO MH(GOPMAIMOHHO-00pa30BaTebHYIO Cpely Op-
rann3anuu. 3amuta BKP npoxoaut B yueOHBIX ayauTopusix coriacHo pacnucanuto ['MA.

JIMIIeH3MOHHOEe ¥ CBOOOIHO pAacHpocTpaHseMoe MporpaMmHoe obecredyenue: Mi-
crosoft Windows, Microsoft Office 2007, Google Chrome, Internet Explorer, Kasperskyend-
pointsecurity 10.

YACTD II. METOJANYECKUE YKA3AHMUA 110 BBIIIOJTHEHUIO BKP
1. OCHOBHBIE ATAIIBI BHINTOJHEHUS BKP

Pa6ora nan BKP HaunHaeTcst ¢ yCTAaHOBOUHOM KOHCYJIBTAIlUU HAyYHOTO PYKOBOJMTE-
75, B XOJIe KOTOpOM ompezensercss o0mias crpaTerus paboThl, HAMEYarOTCsl LIEIU U 3a7auu
HCCJIEeI0BAaHMS, €ro npeaBapurenbHas crpykrypa. Hanucanme BKP npeanonaraer BwinosiHe-
HUE CJIEAYIOIUX OCHOBHBIX 3TAIOB.

Ilpeosapumenvnoe usyuenue memwvi BKP. KpoMe ycTaHOBOYHOM KOHCYJIbTalluU
HAy4YHOTO pyKoBojuTeNsi oOmiee mpeacrapienue o teme BKP momoryr momyuuTh cooTBeT-
CTBYIOULIHME Pa3/ieNbl U pyOPHKH Y4eOHBIX, CIIPAaBOYHBIX W3JIaHHUM, MaTepuabl, MPEICTaBICH-
Hble BTI. 2.3 1 2.4.

Onpeodenenue Xponoaocuueckux pamok oudauozpaguuecko2o noucka B COOTBET-
ctBUM ¢ ocodeHHocTsiMu TeMbl BKP, mocTaBieHHBIMU LIETISIMH U 3a/1a4aMU.
Hcmounuku nanucanus 6blnycCKHOU padomal:

» 3akoHOAaTeNbHbIE, HOPMATUBHBIC MTPABOBBIC aKThl U HOPMATHBHO-METOMYECKHUE JI0-
KYMEHTBI, ONpeesionue NOpsI0K JOKYMEHTAI[HOHHOIO 00eCieueH sl YIpaBiIeHUs;
TEPMUHOJIOTHYECKUH U uHbIe HatmoHalbHbIe ['OCTHI;

» CrenuanbHas npodeccroHanbHas JUTepaTypa (MpeXae BCero, MyONMKaluu B MpO-
(dbeccroHaNbHON MEepUoOIUKe - KypHajax «Jlenonpon3BoacTBo», «Jlenonpou3BoiaCcTBO
U JOKYMEHTOOOOpPOT Ha mpennpuatun», «CHopaBouHUK cekpeTaps U o¢wuc-
MeHemkepay, «Cekperapb-peepeHT» U JIpyrue U3JaHHs, OCBEIAIOLIUE BOIMPOCHI
yIpaBJIeHUs] JOKYMEHTaMH, JIOKyMEHTAIlMOHHOTO 00eCIeYeHNs YIpaBiIeHUs, IpaBuiia
paboThI ¢ TOKYyMEHTaMU, COBPEMEHHBIE TIOJIXO/Ibl K OpraHU3alii JOKYMEHTO000pOTa,
perucrpanuu 1 opopMIIEHHs TOKyMEHTOB, KOHTPOJIS MX UCIOJIHEHUs, Iiepeiaut B ap-
XUB U JIp.;

» Baxueimmii ncrouynnk Hanucanus BKP — HeonmyOnmMKoBaHHBIE TOKYMEHTBI OpTaHH-
3anuu — 0a3bl HccieoBaHus (JOKaJIbHbIE HOPMAaTUBHBIE aKThl, yCTaBHbIE, HHCTPYK-
TUBHBIE U IIP. IOKYMEHTBHI U MaTepUajbl, HalpUMEpP, HOMEHKJIATYpa €] Noapa3zeiie-
HUSl OpraHu3alliy, JOJDKHOCTHAs WHCTPYKLHMS, WUHCTPYKLHS MO JEJIONPOU3BOJICTBY,

17



IJIAHOBBIE M OTYETHBIE JOKYMEHTHI, OpPraHu3allMOHHO-PACcOPSANTEIbHAS JOKYMEHTa-
YA 4 1p.);

» VYueOHas sureparypa (yueOHHKH, YIeOHbIC TOCOOH);

» DIEKTPOHHBIE PECYpChl, 0CO00C BHHMAHHE TPH 3TOM OOpATUTh Ha HAYyYHBIC DJICK-

TPOHHBIE OMOIMOTEKH, COIepKAIUE TTOTHOTEKCTOBBIE TOKYMEHTHI.

3a MOMOIIBIO TIO BBIABICHHUIO JUTEPATYPHI IO TEME MOXHO OOpaTUThCS B MH(POpPMALIHU-
OHHO-OMONHorpadudeckuid otaen oudamoreku (aya. 24, 2 kopmyc), o teiaehony 268-95-22
(m06. 1-42), B rpynny Oubmmoreku BKonrtakre https://vk.com/club82274481, mo anpecy
snekrponHoi mourel mailto:lib-fdk2@chgaki.ru wnmm apyrue 6ubIMOTEKH ropoa.

Cocmaenenue kapmomexku nyonuxayuii no meme. Paboudas kapToTeKa BKIIOYAET
oubmorpaduieckyro HHGOpMaIHIO 000 BCEX BBIABICHHBIX JTOKyMeHTax 1o teme BKP. bu6-
arorpapuUecKue OMUCaHus TOJKHBI 00A3amenbHo COOTBETCTBOBATh TPEOOBAHUSAM CIIEIYIO-
HIMX CTaHIapTOB:

— T'OCT P 7.0.100-2018 bubnuorpadudeckas 3anuchk. budimorpadudeckoe onuca-
Hue. O0mue TpeOOBaHMUS U MTPaBHJIa COCTABIICHHUS;

— T'OCT P 7.0.80-2023 bubnuorpaduueckas 3amnuch. 3arosoBok. OOmue TpeGoBa-
HUS ¥ IpaBUJIa COCTABIICHUS;

— TI'OCT P 7.0.12-2011 bubnunorpadudeckas 3anuck. CoOKpamieHne cJIoB 1 CIOBOCO-
YeTaHUM Ha PyCCKOM si3bike. OOuire TpeOoBaHus U IpaBuIa.

— T'OCT P 7.0.108-2022 bubnuorpaduueckue CChUTKA Ha AIEKTPOHHBIE JOKYMEHTHI,
pa3MelieHHble B MHGOPMAIIMOHHO-TEIEKOMMYHHUKAIIMOHHBIX ceTax. OOmue TpeOoBaHUSA K
COCTaBIJICHUIO ¥ 0(OPMIICHUIO

C npumepamu OubIHOrpad@UyYECKUX OMHCAHUN TOKYMEHTOB HEOOXOAMMO O3HAKO-
MUThcs Ha caiite Hayunoii 6ubmmorexun UYI'MK B paznene B pazaene «OdopMiieHne HayqHbBIX
padot»
http:/lib.chgik.ru/jirbis2/index.php?option=com_content&view=article&id=32&Itemid=483.

H3yuenue numepamypol no meme. VI3yueHue BBISBIEHHBIX MyOJUKaIUi 11e1€c000-
pPa3HO HAUMHATh C U3/IaHUM MOCIEAHMX JIET, OCBEIIAIOIINX IPOoOieMy B IIEIOM. DTO ITOMOXKET
YBHJIETh M3y4aeMyl0 TeMy BO BCEW ee IIyOnHe M MHOTOACHEKTHOCTH, OLIEHUTh pa3padoTaH-
HOCTb TEMBI B CIIEIMAJIBHON JINTEpaType, a B JAJbHEWIIEM — onpenenuTs ctpykrypy BKP. B
X0/ U3yYeHMs JINTEPATypbl KOHCIEKTHI, paboune 3amucy, KOIUH CIEAYeT AeaaTh TaKUM 00-
pa3om, 4TOOBI B JALHEHIIIEM JIETKO MOKHO OBUTIO KOPPEKTHO U TPAaMOTHO O(OPMHTH CCBIIKY
Ha TY WIHA UHYIO IIUTATY.

B mpomecce pa®oThl HaJ UCTOYHUKAMHU M JINTEPATYpPOH PEKOMEHAYETCS AENaTh BbI-
IUCKHU U 3aMETKH 10 (aKTaM, COOBITHSIM, OTHOCAIIIMMCS K U30paHHOM Teme, a TakKe /J1aBaTh
KpaTKHE OIEHKH (Pe30Me) O HATMYMU COOCTBEHHON KOHIIEMIIMK aBTOpa KHUTH, MyOIHKaIUN
10 UCCIIEyeMOMY BOIpocy. B KakI0i BBIMHCKE cielyeT TOYHO yKa3blBaTh UCTOYHUKH U JIHU-
TEpaTypy C BBIXOJHBIMH JaHHBIMHU, OTKY/IA CJICJIAaHBI BHITHACKH.

B xone ucropuorpadpuieckoro UccieA0BaHUs U U3yYEHUsI MCTOUHUKOB COCTaBIISETCS
Y COIJIACOBBIBAETCS ¢ HAYYHBIM PYKOBOAMTENIEM OpUeHTHPOoBOUHBbIN Tu1aH BKP. Ero okonua-
TEJIbHBIM BapHaHT COCTABJSIETCS IMOcje MPOpabOTKHM OCHOBHBIX HMCTOYHMKOB. JlanmbHeWiine
MU3MEHEeHHS B TUIaHE HEOOXOAMMO COTIIACOBBIBATH C HAYYHBIM PYKOBOIUTEIIEM.

Ilpoeeoenue uccnedosanusn. Jlanublil 3Tan paboThI 110 CBOEMY COJEpkKaHUIO, (hopMam
¥ cpokaM mpoBeneHus onpenensercs Temoir BKP. Yarme Bcero y)xe B camoM Havajie paOboTHI,
KOHCYJITUPYSICh C Hay4YHBIM PYKOBOJUTEIEM, HEOOXOAUMO MPOAyMaTh LETH U 3a/Ja4H HC-
CJIEZIOBaHMsI, COOTHOCS MX ¢ Heisamu U 3amadamu BKP, onpenenuts uccienoBaTenbCKuil UH-
CTpyMEeHTapuil u 6a3y AJsl IPOBEIEHUS UCCIEOBAHNUS.

bazamu uccnenoBarenbckoil yacTu paboThl MOTYT OBITH CITY>KOBI JOKYMEHTALMOHHOTO
oOecrieyeHns YIpaBiIeHUs, KaJpOBble CIY>KOBbl M MOJpa3JesieH!s] OpraHu3aluil U yupexie-
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Huil. Onpenensis 6a3y uccienoBaHus, Jdy4dllle MPOKOHCYIbTUPOBATHCS ¢ HAYYHBIM PYKOBOIH-
TEJIEM.

Ymounenue cmpyxkmypor BKP. 11nan BKP, coctaBneHnHblii peaBapuTEIbHO, HA JJaH-
HOM 3Talle YTOYHSIETCA M JIETAIU3UPYETCS B COOTBETCTBUU C HMEIOLIMMCS MaTepUalIOM.
YTOYHEHHBI BapHaHT IJIaHa JI0JDKEH ObITh BHOBBH COTJIACOBAH C HAYYHBIM PYKOBOIHUTEIEM.
Bonee moapoOHO 00 OCHOBHBIX CTPYKTYPHBIX 3neMeHTax BKP — cm. m. 2.2.

Hanucanue mexcma BKP. B BKP HeoO0XoauMo mpoaeMOHCTPHPOBATh, HE TOJIBKO
BJIa/ICHE HAaBBIKOM BBISBIICHUS U W3Y4YEHHUs JIMTEPATYphl MO TEME, HO U YMEHHUE JIOTUYECKU
U3JI0’KUTH OCHOBHOE COJIEP>KaHUE U CaMOCTOSITEIbHO 0000IIUTh, HHTEPIIPETUPOBATH MaTEPU-
aJl, a TaKXke MPOJAEMOHCTPHPOBATH COOCTBEHHYIO TOUYKY 3PEHHS Ha M3y4aeMylO MpoOiiemy.
OcHoBHOE cojiepkaHue pabOThl COCTaBISET CAMOCTOATEIbHBIA aHAIU3 MPAKTUYECKOM nes-
TEJIHOCTU OpTaHU3aIMii u yupexaeHui B oonactu JJOY, npenctaBieHHON B IeYaTH, a TAKKe
HEIOCPEICTBEHHO U3y4aeMOU CTYJIEHTOM B OPraHU3ALMIX U YUPEXKIACHUIX, ONPEACICHHBIX B
KadecTBe 0a3bl MCCIEeI0BATEIbCKON YacT. BakHO 0000IUTh HAKOMIJICHHBIH OpraHU3aIHsIMU
u yupexaeHusMu onbIT JIOY u apXuBHOHU N1€ATENbHOCTH, BBISIBUTH HanboJee 3HAYUTENbHOE,
HOBOE€, UHHOBALIMOHHOE B HX MPAKTUYECKOHW nesTesnbHOCTH. [Ipu 3TOM HE0OX0AMMO OTMe-
TUTb, HACKOJBKO MOJYYEHHbIE JIaHHbIE COOTBETCTBYIOT 3aKOHOJATEIbHBIM MU HOPMATHBHBIM
TpeOOBaHUSAM, TEOPETUYECKUM pa3padOTKaM, METOJUYECKUM PEKOMEHAALUAM U Jp.

HcrounukoBoii 6a3oii BKP sBisitoTcst pasHooOpa3Hble 0myOIuKOBaHHbBIE U HEOTyOIH-
KOBaHHBIE JOKYMEHTBI, Ha KOTOPhIE HEOOXOIUMO CChlIaThes. VCronp30BaHUE IIUTAT SBISET-
csl 00s13aTENbHBIM YCIIOBUEM OOBEKTUBHOCTU M3JI0KEHHS MaTepuaia. B cOOTBETCTBUM ¢ 3THU-
KOM Hay4yHOTO M3JI0’KEHUS, Ha/J0 CTPOro CJIEAUTh 3a MPaBUIBbHOCTHIO IIUTUPOBAHUS U COOT-
BETCTBUEM CCHUIOK Ha UCTOYHHUKH, IO BO3MOXKHOCTH Pa3esiiaTh YIIOMHUHAEMbIe B paboTe pe-
3y/lbTaThl (MJI€U, TUIIOTE3BI U T. I1.) Pa3HbIX aBTOPOB U, COOTBETCTBEHHO, OT/IEIbHO CChLIATHCS
Ha HUX; C10co0 U Gopma U3NO0KEHUsI MaTepHralia JOJKHBI 00JIETYUTh TOHUMAHUE YUTATEIIEM
TOr0, KaKU€ U3 pe3ysIbTaToB (MJEeH, TUIIOTE3 U Ip.), YHIOMHHAEMbIX B paboTe, SBISIOTCS aB-
TOPCKUMH, a KaKue — MPOJYKTOM Yy>KOT0 TBOPUYECTBA (C TOYHON CCHUIKON HA UCTOYHUK B CO-
OTBETCTBUM C IMPUHATHIMH TPEOOBAHUSAMH LUTHPOBAHUS) WIN YK€ CTAIN OOIIECTPUHITHIMU.
OO0ue TpeOoBaHUS K LUTHUPYEMOMY MaTepHaly CBOJATCS K CIEAYIOIIMM 00s3aTelbHbIM
YCIOBUSIM:

— [uTaTa JO0JDKHA OBITh HEPAa3phIBHO CBSI3aHA C TEKCTOM (CIYXHTh JOKa3aTellb-
CTBOM MJIM MIOATBEPKICHUEM BBIIBUHYTBIX aBTOPOM IOJIOXKEHUM );

—  IUTUPOBATh HAJO0 MOJHO (0€3 MPOU3BOJBLHOIO COKPAILEHUS TEKCTAa) U TOUHO (CO-
OTBETCTBEHHO aBTOPCKOMY TEKCTY, FpaMMaTH4YecKoil (opMe), cchUlKa Ha UCTOYHHUK JIOJKHA
BKJIIOYATh yKa3aHHE HOMEpa CTPAaHHUL, Ha KOTOPBIX COAEPKUTCS 1uTaTa. Bo m3bexxanue us-
OBITOYHOCTH TEKCTa JOITyCKAEeTCsl MPOMYCK B IIUTATE, HO MPU STOM CMBICI TEKCTa HE JOJIKEH
UCKaXaThCsl (IIPOIMYCK CIOB 0003HAYaeTCsi MHOroTouneM). Llutaty MOXKHO HM3JIOXKHUTH U COO-
CTBEHHBIMHU CIIOBaMM, €CIIU MIPU 3TOM HE HapyIIAE€TCs LIETOCTHOCTh U3JI0KEHUS U HE MCKaXKa-
eTcs aBTopcKasi MbIcb. CChlIka Ha UICTOUYHHUK B 3TOM Cllydae MPUBOIUTCS 0€3 yKa3aHUs KOH-
KpPETHOW CTPAaHULIbI U3 UCTOYHHKA;

—  IIpH HUTUPOBAHHHU cJeyeT u30eraTb M30BITOYHOCTH U HEJAOCTATOYHOCTH, TaK KaK
U30BITOYHOE IIUTUPOBAHHUE CO3/1aeT BIEYATICHUE KOMIMIISTUBHOCTH PabOTHI, @ HEJJOCTATOU-
HOCTb CHMKAeT €€ HayYHYIO LIEHHOCTb;

—  TEKCT LUTaThl HEOOXOJIUMO 3aKJI0YaTh B KaBBIUKH, KOKIYIO LIUTATy COMPOBOXK-
J1aTh YKa3aHHEM Ha UCTOYHHK.

CrnenyeT MOMHHTb, YTO K HUTUPOBAHUIO HYKHO IpHUOErath TOJIbKO TOTJa, Korjaa Jei-
CTBHUTEJIBHO HEJb3s O0OHTHCH 0€3 CChUJIKM Ha JOKYMEHTHI (3aKOHBI, CTaHAApThl U T. IL.), a
TaK)K€ MHEHMS BEIYIIHUX YUYEHBIX U crienuanucToB. [Ipu U310XKeHUH TUCKYCCHOHHOTO Mate-
puana 0ocoOEHHO Ba)KHA NMEPCOHU(PHUIIMPOBAHHOCTH CCUIOK (Hampumep, «Ilo cioBaM Bexyie-
ro CIEIHAINCTA B 00JIACTH JJOKYMEHTAIIMOHHOTO obecnieyeHus ynpasieHnus B. @. Sakosoi,
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«KOHTPOJIb UCIIOJIHEHUSI TOKYMEHTOB (IIOpyUYEHUI) B OpraHu3alni, KaKk MPaBUIo, BEAETCA Ha
HECKOJIbKUX YPOBHSX...» [49, c. 128]). M3noxxeHue TUCKYCCHOHHOTO MaTepuaia He0OX0aUMO
3aBepIINTh COOCTBEHHBIMH BBIBOJAMH, OPEICIICHHEM CBOCH MO3UIUH.

[Ipu BBeaEeHMM LUTAT B TEKCT 1€I€CO00OpPa3HO MCHOIB30BATH CHEIMATIbHBIE BBOJHBIC
CJIOBa U CIIOBOCOYETaHUs, IPUMEPhI KOTOPBIX MpuBeneHsl B [Ipunoxenun 3 (ctpoka «Bene-
HUE [UTAThl B KOHTEKCT»). HEeKOppeKTHOE MUTHUPOBAHUE MPUBOAUT K YBEIHMUCHUIO 00BheMa
3aMMCTBOBaHUs (Tuiaruary) (cM. mi. 1.4.6).

bubnmorpaduyeckre ccbulku 00813aTeIbHO CleayeT OQOpPMIISTh B BUAE OTCHUIOK K
CIIUCKY HCIIOJIb30BAHHOM JTUTEPaTyphl (€CIN UCTIOIb3YIOTCS HEOMYOINKOBAaHHbBIE IOKYMEHTHI
— K CITUCKY MCTOJIh30BAaHHBIX HCTOYHUKOB M TUTEPATyphl). B TekcTe B KBaJApaTHBHIX CKOOKAxX B
KOHIIE [IUTAThI WU €€ U3JI0KEHUSI IPUBOJAT CIeIyIolIne Hudphl: epBasi OTChUIaET K HOMEpY
Ooubmorpaduueckoi 3arMcH B CHHCKE MCIIOJIb30BAaHHOHN JIMTEPaTyphl, BTOpas — K KOHKpET-
HOM CTpaHMIIE WIIH HECKOJIBKUM CTPaHHUIAM IIUTHPYEMOU paboThl, Harpumep: [2, ¢. 212-214].
Ecnu ccpuika aeTcs Ha HECKOJIBKO MYOJIUKAIii, TO (PBI pa3fenstoTcsl TOYKON ¢ 3aIlsiTOH,
Hanpumep: [18, c. 321; 34, c. 42]. B cnyuasx, Korja B TeKCT€ YIIOMUHAETCS HECKOIBKO paboT
OJIHOTO WJIM pa3HbIX aBTOPOB (HANpUMEp, MPU XaPAKTEPUCTUKE Ppa3padOTaHHOCTU TEMBbI
BKP), B ckoOkax mepeducisioTcs yepe3 TOUYKY C 3amaToil ToJbKko HoMmepa OGubmmorpaduue-
CKHUX 3amuceit, Hanpumep: [2; 11; 24; 35-37].

Haubonee pacnpoctpaHeHHbIE HETOCTATKH U3JIOKEHUS — YIIOTPEOICHHE HEMOHSITHBIX
CaMOMY aBTOpY CJIOB M BBIPa)KEHUM, 3allyTaHHbIX (Ppa3, OOLIMPHBIX LUTAT, YyHOTpeOJIeHHE
yykuX (ppaz U BbIpaKeHUN 0€3 CChUIKM Ha MCTOYHHUK, 3aTPOMOXKICHHE OCHOBHOTO TEKCTa
dbamMuHsIiMu, Ha3BaHUSAMHU padoT, UdpamMu, KOTOPBIC CISAYET MOMEINATh B IPUMCUAHUS HITU
tabnuuel. Llenecoobpazno mpuberatb K KOHCTPYKLIUSAM HEOMPEIEICHHO-ITUYHBIX MPeIoxKe-
HUil (Hanpumep: «B Hauvane MPOW3BOMAT..., a 3aT€M YCTAaHABIMBAIOT...»). YIOTpebsercs
Takke (opMa M3N0KEHHs] OT TPEThEero Jinia (Hampumep: «ABTOp mHojaraer... ABTOp CUuTa-
eT...»). AHAJOTMYHYI0 (PYHKLHIO BBIIOJHSAIOT MPEJIOKEHUS CO CTpajaTelbHBIM 3aJI0rOM
(nanpumep: «Pa3paboTaH KOMIUIEKCHBIN MOAXO/ K UCCIEIOBAHUIO...»). Takoi 000pOT 1m03BO-
nsieT He BBOAUTH B TeKCT BKP nuuHbie MecTonMeHus.

Peoakmupoeanue mexcma BKP. Crnenyer THIaTeNbHO BBIYMTATh U OTPENAKTUPOBATH
paboty camocrosTesnbHO. HeoOxo1uMo nepeunTtaTh BECh TEKCT, IPOBEPUTH €TO C TOUKH 3pe-
HUS CTUJIS HAYYHOU paboThl, yOSAUTEIHLHOCTH M TOUHOCTH MPUBOJUMBIX TOKA3aTENbCTB, JIO-
TUYHOCTH U3JI0’KEHUSI MaTepuaia, HaIUu4Yus B paboTe BBIBOAOB MO naparpadam, riasam, npa-
BUJILHOCTH O(OPMIIEHHS CCHIJIOK U COOTBETCTBUS OMOIHOrpaduuecKoro onucanus JOKyMeH-
TOB B CIHCKE UCIOJIH30BAHHOW JIUTEPATYPHI (CIUCKE UCIOJIb30BAHHBIX UCTOYHUKOB U JIUTE-
patypsl) yka3aHHbIM Bbiie ['OCTam.

Odopmnenue BKP.

Obuwue nonooicenus:

— Habop mexcma Ha KOMIIBIOTEpE Ha OJHON CTOpOHE JihcTa. TeKCT Ha MHOCTPAaHHBIX
S3bIKaX JOJKEH OBITh IEIMKOM HaredaTaH WM BIucaH oT pyku. CodeTraHue Toro u
JPYroro He 0IMyCKaeTcs;

—  ¢opmam — A4, uBet Gymaru — O€JIbIif;

—  mun wpugma — Times New Roman (He gomyckaeTcsi UCOIb30BaTh MPUPT pa3HBIX
TapHUTYP);

—  pasmep wpugpma (keriip) — 14 (B Tabnumax — 12);

—  MeHcOyCcmpouHblll UHmMepaasl — MOIYTOPHBIN (B TaOJIMIIaX — OAUHAPHBIN);

—  pasmepsl nojieil: BEpXHee U HUKHee — 2 cM, JieBoe — 3 cM, ipaBoe — 1,5 cMm;

—  HyMepayusi cmpanuy — B HIDKHEM KOJIOHTUTYJIE TIO LEHTPY apabckumu mudpamu, Ha
TUTYJIBHOM JINCTE U B OTJIABJICHUH HOMEp CTPAHMUIIBI HE CTABUTCA, XOTS OHU BXOJST B
o0muit oobem crpanui BKP;
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—  3a201106Ku — TIO LEHTPY, 0€3 MEPEeHOCOB U TOYKU B KOHIIE, 0€3 KaBbIYEK, C MOIYKHUP-
HBIM BbIIEJIEHUEM, 0€3 OTCTyNa KPacHOM CTPOKHU;

— OCHOBHOU mekcm — BBIpaBHHUBaHHUE 1O MIMpHUHE, ab3amHbiil orctyn — 1,25 cm (ycta-
HaBJIMBAETCS aBTOMATHUYECKH);

— NepeHOCHl €106 B TEKCTE (32 UCKIIIOUEHUEM 3ar0JI0OBKOB) — 0053aTeIbHbL;

— evldeneHue pazmenmos TeKCTa — MONYKUPHBIM, KYPCUBOM, pa3psaKa, MoI4epKUBa-
HUe (OJHOBPEMEHHO HCIOJIb30BATh MOAYEPKUBAHUE M JIPYTHe BHUABI BBIIEICHUS HE
cienyer);

—  npunodcenus k BKP — uMeOT HyMepalHio U Ha3BaHUE;

—  Kaoicoas HO6as 21a6a HAYWHAETCSl C HOBOM CTpaHUILBl. DTO K€ OTHOCUTCS U K APYTUM
OCHOBHBIM CTPYKTYPHBIM YacTsIM paOOThI: BBEICHHIO, 3aKJIIOUCHHIO, CIIUCKY HCIOJb-
30BaHHBIX UCTOYHUKOB U JINTEPATYpPHI, IPUIIOKEHUIM, YKA3aTEIsIM U T. I1.;

— ogopmnenue mumynvnozo aucma BKP — (cMm. Ilpunoxkenue 2), oryaBneHus — (CM.
[Tpunoxxenue 3).

B tekcte BKP He nomxHO ObITh cOkpamieHuid. Eciin B paboTe MHOTOKPATHO HCIOJIb-
3YIOTCS YCTONYMBBIE CIIOBOCOYETAHUS (HAIPUMED:...), UX MOXKHO 3aMEHUTh aOOpeBUATYPOH.
[Tpu mepBOM YIIOMHUHAHUU YCTOWYHUBOTO CIOBOCOYETAHUS B CKOOKAaX MPUBOAMUTCS abOpeBua-
Typa, IpU MOCIEAYIOMNX YHOTpeOieHus X ab0peBnuaTypa npuBOIUTCS 0e3 Kakux-1u0o mosic-
HEHMU.

O6muit 00beM BKP — He Menee 50 crpanun (6e3 mpujioxkeHuii), Ho He DoJsiee 60
crpanuil (0e3 MpuJIoKeHu ).

BKP nomxna ObITh TIpeACTaBIICHA B ABYX SK3EMIUISIPaX: OJIMH SK3EMILISIP MIPEICTaBIISA-
eTcs B mevyatHou (opme, B cOPOLIIOPOBAHHOM WM MEPEIUIETEHHOM BHUE, BTOPOW — Ha Ma-
IIMHHOM HOCHUTEJIE, OJHOCTHIO MIOBTOPSIOIIEM II€UaTHBIM BapUaHT pabOThlI.

Ogopmnenue unniocmpamusHo2o u CHpagoOyHO20 Mamepuaios, mabauy.

Nmmroctpanuu (cxembl, TpadyKu, TaOJIUIBI U TIP.) ITOMEIIAIOTCS B TEKCTE padOTHI cpa-
3y IIOCJIE CCBUIOK Ha HUX, CONIPOBOXKAAOTCS MOAMUCIMHA U HYyMEPYIOTCSL.

Hanpuwmep:

Puc. 1. Ilopsanok 1BUKEHUS BXOIAIIETO JOKYMEHTOIIOTOKA

Cxema 3. CTpyKTypa akLIHOHEPHOTO OOIIECTBA «...».

Tabnuua kak (opma mpeactaBieHus AaHHBIX npumMensiercs B BKP nmpu uznoxenun
u(ppOBON MM CIOBECHONM MH(POpPMAIMM O HECKOJIBKUX OOBEKTax IO pAAYy MPU3HAKOB IS
Jy4llleld HarJsiJHOCTU U CPAaBHEHUS NIOKa3aTENIEH.

Tabnuia nMeeT Ba ypOBHS WICHEHHUS: BEPTUKAIbHBIN (rpadbl) 1 rOpU30OHTAIBHBIN
(ctpokn). I'pacbl ¥ cTpOKK TaOIUIBI JOJKHBI UMETh 3aroJIOBKH, BBIPAKEHHbIE UMEHEM CY-
IIECTBUTEIbHBIM B UMEHHUTENbHOM manexe. Iloa3zaronoBku rpad v CTpoK rpaMMaTHYeCKU
COIJIACOBBIBAIOT C 3aroyioBKaMu. B 3aronoBkax M moj3aroyioBkax rpad v cTpok TaOIuIlbl
yHoTpeOIAIOTCS TOJBKO OOLIENPUHATHIE COKPAIIEHHsI U YCIOBHbIE 0003HaueHus. ['padbl Tad-
JMIBI JOJDKHBI OBITh MPOHYMEPOBAHBI, €ClIM TabyMla pacroyiaraercs 0ojiee 4eM Ha OJIHOU
ctpanuue. Kaxnas tabnuiia mMeer 3arojloBOK, KOTOPBIA MeYaTaloT MOCEpEeIuHEe CTPaHUIIbI.
Hapn 3aronoBkom cripaBa meuyaTaroTcs ¢ MPONUCHOM OykBbI cioBO «Tabnuua» u ee mopsako-
BbIlt HOMep. Cchllika Ha TabIUIly BHYTPH TEKCTa UMEET cieayromyto dopmy: (cMm. Tadi. 5, c.
17).

WNnmroctpaTuBHBIE MaTepHalibl, 3aHUMatome MHoro mecta B BKP (manpumep, Tabnu-
I1a WJIM CX€Ma Ha HECKOJBbKUX CTPAHUIIAX), MOTYT ObITh BBIHECEHBI B NMPHIIOKEHHS, a TAKXKe
odopMIIEHBI B BU/IE TUTAKATOB W MCIOJIH30BaHbl mpu 3amute BKP
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2. CTPYKTYPA BKP

Crpykrypa BKP (mmocnenoBarenbHOCTh pacioioKEHUs €€ OCHOBHBIX YacTei) ompeie-
JSETCSl TEMOW HCCIIEJOBAHUSI, METOAUKOM IPOBEICHMSI, CTENEHbIO H3YYEHHOCTH TEMBI B
HAYYHOMU JIUTEpAType U CIOKHOCThIO MPAaKTUYECKUX acnekToB. Heobxonumo n3bpare TOT Mo-
PSIOK OPraHU3aIMM HAYYHOTO MaTepuaia, KOTOPbIH MaKCUMAaJIbHO YOSAUTEIBHO PACKPHIBACT
HCCJIEIOBATENILCKUN 3aMbICEeNT U MOKA3bIBACT BHYTPEHHIOIO JIOTHUKY paboThl. Haubonee pac-
POCTPAaHEHHOW (OPMOI TpeACTaBICHUS Pe3yIbTATOB HAYYHOM pabOThl MOXKHO CUUTATh
TpexyacTHyto ¢Gopmy. Tpu 0IMHAKOBO BaXKHBIX OCHOBHBIX pa3zesia HaydyHOH paboThl CTPYK-
TYpUPYIOT U3JI0KEHHUE B JIOTHKE, YJOOHOW IJIsi MOHMMAHHs CYyTH HAy4YHOTO HCCIICIOBaHMS,
KakoBbIM siBisieTcss BKP:

— BBEJICHHUE;
— OCHOBHAs 4acTh;
— 3aKJIIOYEHHUE.

Anmapar BKP Bkmrogaer ornasieHue, CIIMCOK MCIOJIB30BAHHOM JMTEPATYpPHl U IIPH-

JIOKeHUS (B clyyae HEOOXOAUMOCTH).

BBEJEHME K BKP noixkHO cocTaBiarh He MeHee 4 cTpaHuil. Bo BBeeHUM KpaTKO
YKa3bIBaIOT:

— AKTYaJbHOCTb TEMbI UCCIICOBAHU;

— CTeNeHb Hay4yHOU pa3paboTaHHOCTU TEMBbI, MPOOIEMBL;

— OOBEKT M IPEIMET UCCIICOBAHUS;

— IeJb W 3aJa4M UCCICIOBAHUS;

— 0azy uccienoBaHus;

— 000CHOBaHUE CTPYKTYphl pabOTBHI.

Axmyanvbhocms memul ucciedosanusi. OOOCHOBaAHUE AaKTYaJbHOCTH TEMbI OTPAXKaET
00BsICHEHUE TOTO, TOUEMY K JIAHHOHM TeMme 11eTIeco00pa3Ho 00paTUThCsS UMEHHO ceifuac, Kako-
Ba Hay4yHas U MpPaKTHYECKas HEOOXOJUMOCTh €€ M3y4YeHHUs, B KaKOM COCTOSTHUU HaXOISTCS
COBPEMEHHbIE HAay4HbIE MPEACTABICHHUS O MPEIMETe HCCIENIOBAHMS. AKTYalbHOCTh — 3TO
OIICHKA U30PAHHOU TEMBI C TOUKU 3PEHHS €€ COBPEMEHHOCTH U COITMAITBHOM 3HAYUMOCTH. Pe-
YeBBI€ KIIUIIIE, KOTOPBIE MOTYT OBITh HCIIOIB30BaHbI MPU (HOPMYIUPOBKE aKTyallbHOCTH, PH-
BesieHbI B [Ipunoxenun 3 (610K «AKTYalbHOCTh TPOOJIEMBIY).

Cmenens Hayunou pazpabomanrnocmu npobiemsi. Ha OCHOBE aHATUTUYECKOTO U3yUe-
HUS UCTOYHHKOB, BKIIFOUEHHBIX B CIHCOK MCIOJIb30BAaHHOM JTUTEPATYPhl, HEOOXOIUMO TMpe/I-
CTaBUTh KPATKYIO UCTOPHIO PAa3BUTHUS 3HAHUH MO TAHHOW T€ME, IPOBECTU aHAIIU3 3aKOHOMEp-
HOCTEH (TEHJEHIINI) €€ Pa3BUTHS, PACKPBITh HAYYHBIC PE3YIbTaThl, JOCTUTHYTHIE MpEIIIe-
CTBEHHHKAMU.

Kpome kpaTkoii uctopun Borpoca, HeOOXOAMMO OCBETUTh Han0oJiee N3BECTHBIE TOU-
KU 3PEHUS U MTOXO/IbI K TOCTAHOBKE U PELICHUIO0 HHTEPECYIOIIEeH aBTOpa MPOOIEMBI, a TAKKE
COBPEMEHHOE COCTOSTHUE UCCIICIOBAHMI B 3TOW 00JIaCTH.

[Ipu aHanM3e UCTOYHUKOB HEOOXOIUMO:

— OINpEeJeNHTh, K KAKOMY BUY OTHOCHUTCSI U3y4aeMbIi UCTOUYHUK (MCTOYHHUKH): 3aKOHO-
JaTenbHbIC, HOPMATHUBHBIE, HOPMAaTUBHO-TIPABOBBIE aKThl, HOPMAaTUBHO-METOIUYECKHE U
HOPMAaTHUBHO-TEXHUYECKHUE IOKYMEHThI, OPraHU3alMOHHBIE IOKYMEHTHI;

— BBICKa3aTh CBOM CYXXJEHHUS 00 MX 3HAYMMOCTH, IMMOJTHOTE HHPOPMAIINH, OCBEIIAEMBIX B
HHX IOJIOKEHUSX;

— OTMETUTh 3HAYEHUE UCTOUYHUKOB JIJIsl U3YUEHUS JaHHOU TEMBbI;

— BBICKa3aTh CYXKJIEHHUs IO MOBOJY MOJHOTHI (WM HEJOCTATOYHOM MOJTHOTHI) pa3pado-
TaHHOCTHU TEMBI B CTICIIUATBHOM JTUTEpATYpE.
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N3noxeHue marepuana cielyeT OpraHu30BaTh HE B BHJE HaOopa (pakToB M LUTAT, a
nyTeM 0OOCHOBAHHOTO C IMOMOIIBIO CCHUIOK aBTOPCKOT'O aHAJIM3a U MHTEPIPETALUU Mpeasa-
raeMbIX IOJXO/0B M M3BECTHBIX (PaKTOB, CTPYKTYPUPOBAHUS MaTepHaia, UCXOAsS U3 JIOTMKH
pacKpeITUsl MPOOJIeMBbl HccieoBaHus. [Ipu ommMcaHuM CTENEHH M3YYEHHOCTH TEMBI aBTOP
JIOJDKEH NPOJIEMOHCTPUPOBATH CBOE TOHMMAaHUE UCTOPUUYECKON JIOTUKU €€ pa3BUTHs U 000cC-
HOBaTh HEOOXOAUMOCTh COOCTBEHHOTO TOJIX0/1a K IIOCTAHOBKE MPOOJIEMBbI HCCIIeOBaHMS. 3a-
BEpLIATh JUTEPATYPHBIA 0030p PEKOMEHJIyeTCsl YeTKO C(HOPMYIMPOBAHHBIM PE3IOME, CONEp-
JKaIUM KpaTKue BBIBOJBI (B KaUECTBE TAKOI'O PE3IOME MOXKET UATHU BBIBOJ O TOM, YTO HU3-
OpaHHas TeMma ellle He pacKpbITa UCCIIEA0BATENIMH, JIMOO PACKPbITa YACTUYHO, JTUOO pacKpbl-
Ta HE B TOM aclleKTe, KOTOPBIM H3ydaeTcs aBTOPOM).

Obvexm u npeomem ucciedoganus. O0s3aTEIbHBIM 3JIEMEHTOM BBEACHUS SIBIISETCS
(dopmynupoBKa 00BEKTa U IPEMETA UCCICTIOBAHMUS.

OOBexT — mpoluecc, sBJIEHUE, MOPOXKIAIOIINE TPOOJEMHYIO CUTYalMI0 U U30paHHbIE
JUI U3y4eHus (TO eCThb OOBEKT — TO, YTO u3ydaercs). [Ipumenurensuo k nanuoit BKP (B 3a-
BUCUMOCTH OT KOHKPETHON TE€MbI) B KauecTBe 00BEKTa MCCIEI0BAaHHUs MOTYT BBICTYIATh J0-
KYMEHT, CO3JIaHHBIA JIIOOBIM CIIOCOOOM JIOKYMEHTHUPOBAHUS; CUCTEMbl JOKYMEHTAllUU; CHU-
CTeMbl MH(pOPMAIIMOHHO-TOKYMEHTALIMOHHOTO 00eCHeueH s yIpaBlIeHUs; TOKYMEHTbl Ap-
xuBHOrO (hoHma Poccuiickoit denepariiv; apxXuBHBIC JOKYMEHTBI, B TOM YHUCJIE JTOKYMCHTHI
10 JIMYHOMY COCTaBY; CIPaBOYHO-IIOMCKOBBIE CPEACTBA M CIPABOYHO-UH(OPMAILIMOHHBIE U3-
JITaHUs O COCTaBE U COJEP’KAHUU JIOKYMEHTOB U T. 1.

IIpenmer — TO, YTO HAXOAUTCS B IpaHHLIaX 00BEKTA (TO €CTh, MPEAMET — TO, B KAKOM
acrieKkTe, KakuM o0pa3oM m3ydaercsi n30paHHbId 00beKT). B manHOl paboTe mpeamer uccie-
JIOBaHUSI MOXET ONpPeAENAThCS KaK aHaiau3 (ONMCaHUE, XapaKTepUCTHKA) IBOJIOLUM (pa3BU-
THUS, COBDEMEHHOTO COCTOSIHUS U T. [I.) GOPMBI (CHCTEMBI, METOAMKH, TEXHOJIOTHHU H TIp.) JI0-
KyMEHTa (JIOKyMEHTHPOBaHHOM MH(OpMaIMK, TOKYMEHTALUH U T. II.), aHAJIU3 COCTOSIHUSI J10-
KyMEHTAllMOHHOr0o obecnieueHus, ypoeHb AVIC B KOHKpETHON opraHu3anuu (y4peKIeHUN)
U T. 1. C 0cOOGHHOCTAMU 00BEKTa U MPEIMETa JOKYMEHTOBEAUECKOTO UCCIIEJOBAHUS MOKHO
noaApoOHee MO3HAKOMUTHCA B cTaTbel.

Lenv u 3a0ayu uccnedosanus. Lens BKP BbITekaer u3 GpopMyarMpoBKH HaAy4HOH mpo-
0J1eMBbl, CBSI3aHHOM C TEOPETUUYECKOM MIJIM MPAKTUYECKOW HEPEIIEHHOCThIO TEMBbl UJIM €€ ac-
nekta. lenb popmynupyercs KOpOTKO M OAHO3HAUHO, OHA J0JKHA OBITh IOCTUTHYTA K KOHILY
paboTel. Mcxons U3 equHCTBEHHOW 11eTu paboThl, ONpeaenseTcs HECKOJIbKO 3a1ay. Paspee-
HUE KOKIOW 3a/audl SBISETCS NOCIEN0BATENbHBIM 1IarOM Ha IyTH JOCTHXKEHUs Lenu. Pas-
pelieHne Kaxao0u U3 3a1ad OCyIIEeCTBIACTCS B CTPYKTypHOU enunuiie Tekcra BKP (maparpa-
de). 3amaun naroTcd B (GOpMe NEPEUUCIICHUS: M3YUHUTh... OXapaKTE€pPHU30BaTh... OMMCATh...
YCTQHOBUTb... BBISIBUTb... U T. . (cM. [Ipunoxenue 1, 610k «lleneBast yctaHOBKa»).

basa uccnedosanus. YkasplBaeTcs opranusanusi, yupexxaeHue, IpeanpusTie, Ha 6aze
KOTOPOro ObLIa BBIMOIHEHUs nmpakTudeckas yactb BKP. ba3oit uccnenoBanust MOryT sIBISIThb-
Csl Pa3HOrO pojia UCTOYHUKHU (HampuMmep, KOJUIEKIUsS JOKYMEHTOB M T. I.). ba3a uccnenosa-
HUS ONpeJeNsieT UCCIE0BaTeIbCKU MHCTpYMEHTapHid (Kakue MeToibl coopa, o0paboTKu U
aHaJIM3a MaTepHala UCIOIb30BAINCH U TOYeMY OBLITN U30paHbl UMEHHO 3TH METO/IbI).

Obocnosanue cmpykmypsi pabomul. KpaTkoe onucaHue HaroJHEHHs, TpoOIeMaTHKH
pa3IMyYHBIX pa3esioB TEKCTa: KaXJoW TIJaBbl (C yKa3aHHMEM HUX Ha3BaHMil), 3aKJIIOYeHUS,
CIHCKa JIUTEPATyphl (C YKa3aHHEM KoJIudyecTBa OMOIuorpauiyeckux 3amuceit), MpuiaoKeHun
(c ykazaHueM ux 0oOIero KOJIMYeCcTBa, Xapakrepa U popMmbl).

! Capuynmuna, 3. A. Toustie 06 06BEKTE U MpeMETe HCCIEI0BAHMS B JOKyMEHTOBeeH!H / 3. A.
Ca¢uymmuna. — Teker : HenocpeacTBeHHbI // JlenonpousBoactro. — 2015. — Ne 3. — C. 8-13.
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XOoTs BBEICHUE OTKPBIBAET pabOTy, MUCATh €ro CIeAYeT MOocie 3aBepIIeHHUs UCCIIE0-
BaHMS M HAMCAHUSI OCHOBHOI'O TEKCTA, IOTOMY YTO UMEHHO K 3TOMY BPEMEHHU aBTOPY OObIY-
HO CTAHOBHTCS SICHO, UTO UMEHHO OH XOTEJI CKa3aTh.

OCHOBHASA YACTB. B ocHoBHO# yactu BKP 10/mkHBI OBITH TIPEACTaBICHBI OCHOBHBIC
pe3ynbTaThl UCCIEIOBAaHMS, OTPak€HAa ero Merojguka M TexHuka. OcHoBHas yacth BKP
JoJKHa cocTaBisTh He MeHee 80% ee momHoro oOwema. Bee marepuansl, He sBIAIOIIKECS
HACYUTHO BaKHBIMM JIJIsl IOHMMAHUS U PEIIECHUS HAyYHOU 3aa4u U JAOIOJIHSAOIINE OCHOBHOM
TEKCT, BBIHOCSATCS B IIPUJIOKEHHUS.

OcnoBnas yacte BKP nenurcs Ha pasnensl (MMeHyeMble «TjaBamMu» U «maparpada-
Muy»). ['maBel BKP — ocHOBHBIE cTpyKTypHBIE eauHUIBI TekcTa. Kakmas riiaBa ocBemiaer ca-
MocTosaTeNnbHbIH Bornpoc TeMbl BKP, a maparpad — oTnenbHyro yacth Borpoca, KOTOpast CBsi-
3aHa ¢ (GopMynHpOBKaMU 3ajad ucciaeaoBanus. [Ipu 3Tom Ha3BaHus I1aB U naparpadoB He
MOTYT MOBTOPATH 0011yI0 Temy BKP. ®opMynupoBku 10MKHBI OBITH KPaTKU U UH(OPMATHB-
HbI, HO TP 3TOM He 1mupe Tembl BKP.

[TocnenoBarenbHOCTH TiaB (maparpadoB) AOMKHA COOTBETCTBOBATH JIOTHKE PACKPHI-
THUS TeMBI (OT 00IIero K 4acTHOMY). KoJIM4ecTBO CTPYKTYPHBIX €IMHUIL TEKCTA ONPEACIIseTCs
10 COIJIACOBAHUIO C HAyYHBIM PYKOBOIMTEJEM, IIPU 3TOM YUUTHIBAIOTCS clieludrKa uzydae-
Mo mpobnembl, 00beM MaTepuana. He UCKII0YeHO, YTO KOJIMYECTBO MaparpadoB B pa3HBIX
rJIaBaX MOXET OBITh PA3JIMYHBIM (HO HE MEHEE JIBYX); PA3IMYHBIM MOXET OBITh U X 00BEM,
OJIHAKO CJIETyeT CTPEMUTHCS K PAaBHO3HAUHBIM 110 00bEMY TIaBaMm.

W3narate Marepuan HEOOXOJUMO apryMEHTUPOBAHO, CTHJIMCTUYECKH TPAMOTHO, YeT-
KO, C’KaTo, MIPOCTHIM U SICHBIM SI3bIKOM. Bech coOpaHHBIN SMIUpHUECKUN MaTepuan ciaeayeT
0000IINTh, MHAYE MBICIIA M PACCYKICHUS aBTOPA MOTYT 3aTepsAThCcs B 00mIMHu (akrorpadu-
yeckoro mMarepuana. Ocoboe BHUMaHHE HEOOXOIUMO OOpaTUTh Ha HalW4KMe BbHIBOAOB. Kax-
J1asi TJ1aBa 3aBepUIaeTCs BbIBOJIAMHU, KOTOPbIE BBHITEKAIOT U3 TEKCTa U SIBJISIFOTCS NIEPEXOAOM K
U3JIOKEHUIO CIeAyIoNIel raaBel. DTo obecneunBaeT enuHcTBO Beeil BKP u mpeeMcTBeHHOCTD
€€ CTPYKTYPHBIX YacTeil.

BKP moxxet ObITh peann3oBaHa B OAHOHN U3 cienyromux Gopm:

—  OPITPOEKTHAs pa3palboTKa;

—  paboTa NpUKIATHOTO XapaKTepa;

—  HayyHbIH pedepar.

PaccMoTpuM 0COOEHHOCTH CTPYKTYPHPOBAHUS U NPEACTaBICHUS MaTepualla OCHOB-
Hoit yvactu BKP mo xaxxmoit u3 tpex dhopm.

BKP moxer npenctaBiaTe co00i 3aKOHYEHHYIO OOIIYIO WM JIOKAJIBHYIO OpZnpo-
eKmuylo pazpadomky MHGOPMALMOHHO-TOKYMEHTAIMOHHOTO O0ECIIeYeHnsl YIpaBiIeHUs Ha
0a3e KOHKPETHOH opranu3auuu (Y4pexaeHus, IpenpusIThs).

OprnpoekTHas pa3paboTka, Kak IPaBUIIO0, BKIIOYACT:

— XapaKTepUCTUKY O0BEKTa HccieloBaHus (YUpexaACHUs, OpraHU3allu, Mpearnpus-
TS, (PUPMBI, apXHBa U Jp.): UCTOPHUIO CO3/IaHUS U JIEATEIILHOCTH, OPraHU3alMOHHYIO CTPYK-
TYpY, 3a/1a4i U QyHKLINU;

— aHaJIN3 JTOKyMEHTALMOHHOTO O0ECTeUYeHUsl NesTeIbHOCTH OpraHu3aluu (BKIOYas
CTPYKTYPY, 3afauu u QpyHKuuu cayx0sr JJOY, opranuzanuio paboThel ¢ JOKYMEHTaMH, MIPH-
HATYIO TEXHOJIOTHIO);

— TPEeJIOKEHHUS M0 pallOHaIbHONW OpraHU3aluK JOKYMEHTAlMOHHOTO 00eCeYeHH .

Oprann3alnoOHHO-METOAUYECKAs OJATOTOBKA BKIIIOYAET CO3/IaHUE METOAMUYECKUX Ma-
TEPHUAJIOB 0 BEJIEHUIO MCCIIEI0BATENbCKUX U MPOEKTHBIX paboT. OJHUM U3 JOKYMEHTOB Op-
raHW3allMOHHO-METOJUUECKOr0 Ha3HA4YeHUsl SBJISETCS pabodas Mporpamma HCCIIEIOBaHUS,
npeJcTaBistonas co0oil MOMHbIN MepedeHb BOIPOCOB, HA KOTOpPbIE TpeOyeTCs MONIY4YUTh OT-
BETBI B [TPOLIECCE UCCIEAOBAHUM.
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Pabouast mporpamMma ycTaHaBIMBAEeT OXHUIAAEMBIN Pe3yJbTaT MO KaXIOW OTIACIHHOU
pabote u opmy ero npenacrasieHus. B pabouyro mporpaMmy peKOMEHAYETCS BHOCUTH Clie-
IyIOIME TTOKA3aTeNHn:

Pabouas nporpamma uccjie10BaHusA

s
®opmsl cOopa,
Metoanl
Ne HauMmenoBanue cGopa nan HcTounuk 00001IeHNA,
n/n padot ll-:bIX uHpopmaunu npeacTaBJieHust
uHpopmanumn

[Ipu moAroToBKE K HCCIEIOBAHUIO U MPOSKTUPOBAHUIO B pab0UyI0 IPOrpaMMy MOTYT
BKJIIOYATHCS CIEAYIOIUE paObOTHI.

[lepBoHayabHOE O3HAKOMIIEHHE CO CTPYKTYpPOH W IITaTaMy ammapara yrhpaBiIeHUS
(AY) oObekTa uccie10BaHus BKIIOYALT:

— 3HAKOMCTBO C XapaKTepOM OCHOBHBIX B3aMMOOTHOIIECHUHN C BBIIIE- U HUKECTOSIIUMHU
OpraHu3aINsIMH;

— KOJIMYECTBO U OOIIYIO XapaKTEPUCTHUKY OOBEKTOB yNpPaBICHHUS, TOJYMHEHHBIX JTaHHO-
My anmapary;

— KOJIMYECTBO CTPYKTYPHBIX TMOAPA3/EICHUI anmapaTa ynpaBieHHs, UX IITAThl U OC-
HOBHBIE (DYHKIIMH KaXXIOTO MOAPa3ACICHHUS;

— OCHOBHBIE (PYHKIIMOHATIbHBIC B3AaUMOCBS3H MEXKIY MOJIpa3eiCHUsIMU;

— OCHOBHBIE IOKyMEHTHI, KOTOPBIMUA OHU OOMEHHBAIOTCSI.

Metonamu paboThl, MPUMEHSEMBIMU HCCIEAOBATESAMH ISl aHAINU3a U (PUKCAINH TTO0-
JYYCHHBIX CBEICHUH, SBISIFOTCA M3yYCHHUE W aHAIU3 JIOKYMEHTOB, OMPOC COTPYIHUKOB, CO-
CTaBJICHHE OPTaHU3AI[MOHHO-CTPYKTYPHOU CXEMBbI IaHHOTO anrmapara yIupaBJieHuUs.

[lepBoHauaIbHOE M3yYeHHE TOKYMEHTOOOOPOTA anmnapaTa yIpaBiIeHHUs BKIIOYACT BbI-
SICHEHHE CJICAYIOIIUX BOIIPOCOB:

— 00BeM BXOJSIIEH M UCXOASIIEH JOKYMEHTAIIMH allliapaTta YIpaBJiIeHUs 3a psl JIeT;
— 0OUIYI0 XapaKTepUCTUKY BXOAALIEH U UCXOAIEH TOKYMEHTAllNY;
— OCHOBHBIE M Han0oJIee MacCOBBIE TJOKYMEHTHI IAHHOTO armapara yIupaBJIeHHs;
— pacrpefesieHue JOKYMEHTALUH 110 CTPYKTYPHBIM HOJpa3IelIeHUM;
— 00mIyI0 XapaKTepUCTUKY TOKYMEHTAIIMOHHBIX TTOTOKOB;
— HaJlW4KMe yHU(UIUPOBAHHBIX (HOPM;
— 00mIYyI0 XapaKTepUCTUKY IIOCTAHOBKH JICTONPON3BO/ICTBA;
— YPOBEHb perjaMeHTallH JOKYMEHTAI[MOHHBIX padoT U T. 1.

VcTouHnKaMu CBENIEHHWH SIBISIOTCS: JaHHBIE YYETHO-CIIPABOYHOTO armapara KaHIle-
JSIPUU U CTPYKTYPHBIX MOApa3AeIeHUH; UHCTPYKIHS 1O JeIONPOU3BOICTBY; OMPOC KOMIIe-
TEHTHBIX COTPY/ZHUKOB amiapara; COCTaBICHNE CXEMBI JJOKYMEHTAIMOHHBIX TIOTOKOB armapa-
Ta yIpaBJIeHHUS.

OcCHOBHBIC METO/BI HCCJIEI0BAHMS: U3yUCHHE JOKYMEHTOB, BRIOOPOUHBIC HAOIIOC-
HUS, OTIPOC.

[lepBuyHOe W3yYeHHE OPraHMW3ANMOHHO-TEXHUYECKOTO OOecreueHns —ammapara
yIpaBJICHUS BKIIOYACT:

— OIpEeNeNIeHHEe KOJIMYECTBA CPEICTB OPraHMW3allMOHHOW W KOMIIBIOTEPHOM TEXHUKH,

UMEIOIMXCS B anrapare yupaBieHUs;

— XapakTep WX MCIOJB30BAHMUS;
— HaJHM4HUe LEHTPAIU30BaHHBIX CIIY)KO TEXHHUUYECKOTO OOCITYKUBAHMUS,
—  CYIIECTBYIOIIYIO MOTPEOHOCTh B TEXHHUYECKUX CPEICTBAX.
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HcTtounukamMu CBeACHMH CIy)KaT: NEpeYeHb MMEIOIIUXCS TEXHUYECKHX CpECTB,
OCMOTp CITY>KEOHBIX TIOMEIICHUI 1 000pyI0BaHMS pabOYUX MECT, OPOC KOMIIETCHTHBIX CIie-
[[UAJIUCTOB.

MemoOsi: BEIOOpOUYHBIC HAOIIOICHUS, OIIPOC, U3yUEHUE TOKYMEHTOB.

[lepBuuHOE O3HAKOMIICHHE C OpraHU3aluel Tpyaa nepcoHaia yrpaBieHHs BKIIOYAET:

— BBISIBJICHHE OOIIEH XapaKTePUCTUKHU U CTPYKTYpPHI IITATOB arlriapaTa yrnpaBieHUs, sSB-

JSIOUIErocsl 00bEKTOM pallMOHAINU3AIMH, IO KATETOPUSIM U 110 KOJIUYECTBY;

— 0o0IIyI0 XapaKTePUCTHKY OCHOBHBIX BHJIOB pa0OT U CIIOCOOOB UX BHITIOJHEHHUS;
— 0oOUIYyI0 XapaKTepUCTUKY IJIAHUPOBKU ITOMEILICHUH;

— OpraHm3aIyio pabouyux MECT M YCIOBUU TPYAa;

— HaJIWYHUE MOTepb pabovyero BpeMeHH.

HcrounnkaMu CBEIEHHMM CITy»KaT: YCTaB OpraHU3allvy, IITaTHOE paclucaHue arapara
yIpaBiIeHUs, ONMPOC PYKOBOAMUTENECH M BEAYIIHMX CHELMATUCTOB CTPYKTYPHBIX MOJpa3jese-
HUM, HAOTIOACHUS.

Memoowi: onipoc, HAOJIIOICHHS.

B cooTtBercTBUM ¢ paboueit mporpaMMoi nccaeaoBaHUs HEOOXO0IUMO TTPOBOJIUTH aHa-
3.

Pabomuvit npuxknadnozo xapaxkmepa BKIIIOYAIOT ABE WU TPU IJIaBBbI.

[lepBas riaBa mpesacrasisieT coboit Teoperudeckyto ocHoBy BKP u Bkirowaer ocse-
IIEeHUE TEOPUH BOIIPOCOB IO U30paHHOU TeMe, CTENEHb UX MPAKTHYECKOro pelleHus. B Heit
clenyer caenaTh ynop Ha TBOPYECKOE, KPUTHYECKOE OCMBICICHUE U OCBEIICHUE UMEIOIIHUXCS
HaY4HbIX 3HAaHUH, TEOPETUUECKUX pa3pabOTOK.

Bropas rmaBa mMeer mpukIagHOM xapakTtep. B HEH ¢ MCHOIB30BaHUEM PA3ITUYHBIX
HaY4YHBIX METOJIOB U COBPEMEHHbBIX TEXHOJOIMH HMCCIEIOBAHUS AHAIM3UPYETCs] COOPAHHBIN
aBTopoM BKP npakrtuueckuii matepuan. OTa riiaBa J0JDKHA COJAEPKaTh aHAJIN3, OLEHKY CO-
CTOSIHUSI paccMaTpuBaeMoi MpoOsieMbl Ha IPUMEpE OpraHU3alUK, BBIIOJIHEHHE KOHKPETHBIX
pacyeToB, MPAaKTUYECKYIO anpoOalrio MPeIoKEHHBIX TEOPETUUECKUX pa3paboToK.

Tpetbs TnaBa (MM OTAEIBHBIN Maparpad BTOPOH IJlaBbl) COAEPKUT pa3pabOTKy oOc-
HOBHBIX PEKOMEHIAMN U IIPEIIOKECHNM, HAIIPABJICHHBIX HA YJIYYIICHUE U ONTUMHU3ALUIO JIe-
ATEJIbHOCTU KOHKPETHOM opranuzanuu. OTianuuTenbHas 0cOOEHHOCTh JaHHOM IJIaBbl 3aKIIO-
YaeTCsl B MPAKTUYECKON IMTPUMEHUMOCTH U PEANbHOCTH MCIIOJIb30BaHUS MPEMIOKEHUN U pe-
KoMeHJalui, cogepxamnuxcs B BKP. Eciin 00bem pexoMenaannii ¥ npeanoxKeHui 1mo u3yda-
eMoil mpobiieMe He OYeHb 3HAUYMUTEJICH, MOKHO ATOT MaTepHall JaTh Kak naparpad BTOpoit
TJIaBbI.

Takum ob6pazom, mpaktuyeckas yactb BKP opranmdecku mpopoimkaer TeopeThye-
CKYIO; Ha OCHOBE JIaHHBIX COOCTBEHHOT'O HCCIIEJJOBaHMS MOJATBEP)KIAIOTCSA WM OMpOBEpra-
IOTCSl BBIIBUHYTBIE B MPEABIYIINX pa3zienax paOoThl KOHLENIMH, HAOIIOAEHUs, THIIOTE3bI,
3aKOHOMEPHOCTH.

Wcxonuplii MaTtepuan Juis NMPaKTUYECKOM 4yacTH HCCIeOBaHMS COOHMpaeTcs B XOje
HAyYHO-UCCIIeI0BaTEeNIbCKON padOThl, MPOU3BOACTBEHHOMN U MPEITUINIOMHON MPAKTHK.

Kanp nayunozo pegpepama npuMeHnM K TeMaM M0 UCTOPUH B TEOPHU JOKYMEHTOBE-
JICHUS U apXUBOBEJCHMS, TPOOIeMaM TOKYMEHTOOOPa30BaHUs, pa3BUTHI IOKyMEHTa, CUCTEM
JOKYMEHTAIIUN WJIM WUCTOPHH JIEIOTPOU3BOJCTBA, MCTOPHH, OPTaHMU3AIUU U JCSITEIHHOCTH
roCyJapCTBEHHBIX, MYHHUIIMIIAIbHBIX, BEIOMCTBEHHBIX apXUBOB.

B oTnmume ot KypcoBBIX pabOT, KOTOPBIE Yallle BCETO SIBISIOTCS pedepaTuBHBIMH, pa-
6oTa B jxaHpe HaydHOro pedepara TpeOyeT He TOJNBKO BBIBICHMS, aHAIM3a U 0000IIeHUs
nyOJIMKanuii Mo TemMe, HO M TIIyOOKOTO OCBEIICHHS COOpaHHOTO MaTepuala, €ro BCeCTOPOH-
HEH MHTEepIpeTaly U YeTKON apryMeHTalluu aBTOpcKoil mo3uiuu. OCHOBHAs 3ajjaya paboTh
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JIAHHOTO YaHpa — TBOPYECKOE, KPUTUYECKOE OCMBICICHHEC HMMEIOIIUXCS HAYYHBIX 3HAHU,
TEOPETUIECKHUX Pa3padOTOK.

Ha ocHOBaHWM H3y4CHHsS MIUPOKOTrO Kpyra JIMTEPATyphl MO MpodiieMe HEOOXOAUMO
YCBOUTH PA3JIMYHLBIC ITIOAXOJbI K €€ PCHICHUTIO, IIPOBECTU AHAJIMTHUKO-CUHTCTHUYCCKYIO IICpCpa-
OOTKY CBEJCHHUH, COMEPIKAIINXCS B MIEPBUUYHBIX JOKyMeHTaX. [Ipy OCBEIICHUH TUCKYCCHOH-
HBIX BOITPOCOB HeO6XOI[I/IMO HE TOJIBKO O6’beKTI/IBHO 1 IMOJIHO PACKPBITh NO3UIIHUU YUACTHHUKOB
JIMCKYCCHH, BBISIBUTh OCOOCHHOCTH, TOCTOMHCTBA M HEAOCTATKH KaXKIOH W3 HUX, HO U CHOp-
MYJIIPOBAaTh COOCTBEHHYIO aBTOPCKYIO MMO3MIIUIO H apTYMEHTHPOBAHO 00OCHOBATH €€.

B kadecTBe BBIBOJOB KPAaTKO XapaKTEPU3YIOTCS caMble TIIaBHbIC, 00OOIMICHHBIE pe-
3YJIbTAThl IO MaTCpHaIaM ILaHHOI\/JI T'JIaBBbI.

3AKJIIOYEHME. 3aKII04eHUE MPEICTABIACT COO0M HE MPOCTO MEePEYeHb MOTYyYSHHBIX
pe3yabTaTOB MPOBEJCHHOIO MCCIEIOBAHNUS, @ UX UTOrOBBIA CUHTE3, 00001IeHHE, T. €. HopMy-
JMPOBAHUE TOrO HOBOTO, YTO BHECEHO B M3YyUEHHE U pelieHue MpoOiaeMbl. 3aK/veHne He
JOJIKHO IIOBTOPATH T€ BBHIBO/bI, KOTOPbIE JAHbI B KOHIIE IV1aB.

HY)KHO CHUHTC3UPOBATH OCHOBHBLIC PC3YJIbTAThbI UCCICIOBAHUS U Oq)OpMI/ITI) HUX B BUJC
HECKOJIbKUX TE3UCHBIX MOJOXKEHUH (BO3MOKHA Hymepalus). X mocienoBaTeslbHOCTh OIpe-
JIeNISIeTCs JIOTUKOM MOCTPOEHUs paboThl, T. €. HAllPsIMYIO CBs3aHa C IIOCTAaBJIEHHBIMU 3aJayda-
MU, C(HOPMYIMPOBAHHBIMU BO BBEACHUHU. YKa3bIBAE€TCS HayuyHash HOBHM3HA, TEOpEeTHYECKas
SHAYUMOCTb M NpPAKTHYCCKasd LHCHHOCTH MPOBCACHHOI'O0 HMCCIICAOBAHUA. SIIGCI) MOT'yT OBITH
HaMEUeHbI NePCIEKTUBbI JaJIbHEHIIero u3y4eHus: Hay4HoH mpooOembl.

Arnmapar BKP Bxntoyaer:

— OIJaBJICHUE,
—  CIMCOK MCIOJIb30BaHHOW JIMTEPaTypHlI,
—  IPWIOKEHUS.

OTIJIABJIEHHE BKJIIOYAeT Ha3BaHUS BCEX CTPYKTYPHBIX pa3/ienioB paboThl C yKazaHHUEM
HOMEPOB CTPAHUII, C KOTOPBIX HAUMHAIOTCS 3TH Pa3Aesibl U MTOMEIIAETCS Cpa3y 3a TUTYJIbHBIM
muctoM (cm. [lpunoxenne 3). Haspanus rnas, maparpadoB U HPUTIOKEHUN B OTJIaBICHHUH
BKP 10mKHBI TOTHOCTHIO COBIAIATH ¢ HA3BAaHUSIMH, YKa3aHHBIMU B OCHOBHOW 4actu BKP,
IIPU STOM He JI0IMyCcKaeTcsl COKpallleHne Ha3BaHUi T1aB U maparpados.

CIMCOK MCHOJIb30OBAHHBIX UCTOYHUKOB U JIMTEPATYPBI SBISETCS 00sS3aTCiIb-
HbIM 351eMeHTOM annapara BKP. /laeT BO3MOKHOCTb ONIPENEIUTh MOJHOTY OXBaTa UCTOYHU-
KOB M JIUTEpaTyphl 10 TEME U TaKUM 00pa3oM IMO3BOJISIET CYAUTh 00 YPOBHE MPOBEIEHHOIO
UCclieIoBaHMs. B cnMcoK BKIIIOYAIOT ONMMCaHMS HEOMYOJIMKOBAHHBIX W apXMBHBIX MaTepHa-
JIOB, OMYOJMKOBaHHBIX paboT. Kak mpaBumiio, n3ianus Hay4HO-MOMYJISIPHOTO M y4eOHOro Xa-
pakTepa (3a UCKIIOUEHUEM y4eOHUKOB, OTPAXKAIOIIUX HUCTOPUOTpaduio TeMbl) B CHHCOK HE
BKJIFOYAOTCA.

K HeonyOIMKOBaHHBIM JOKYMEHTaM OTHOCATCS BHYTPEHHHME OpraHU3allMOHHbBIE U
HOPMAaTUBHbIE JOKYMEHTHI YUPEXKJICHUNH M OpraHu3auuil (Hampumep, ycTaBbl OpraHu3allui,
IIOJIOXKEHUSI O CTPYKTYPHBIX IIOAPA3JEICHUAX, NOJKHOCTHBIE MHCTPYKLMH, TOKYMEHTHI Te-
KYILEro JIeJONPOU3BOJICTBA U T. I1.).

bubnuorpaduyeckre onucaHusi TOKyMEHTOB (TEKCTOBBIX M 3JIEKTPOHHBIX PECYpPCOB
HEOMYyOJMKOBAaHHBIX, apPXUBHBIX U MPOYUX JTOKYMEHTOB) B CIIMCKE MCIOJB30BAaHHBIX HCTOY-
HUKOB paclioyiaratloTcsi B CTpOroM anaBuTe aBTOPOB U 3arjlaBuil.
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Ilopaook pacnonoxcenusn oubdauozpaghuueckozo onucanusa iumepamypol u
UCMOYHUKOB 8 CRUCKE

CIIMCOK UCHTIOJIB30BAHHBIX NICTOYHUKOB U JIMTEPATYPbI

Hcrounuxku
(o6wan nymepayusn 3anuceit. Cm. npumep)

Ony0JnKoBaHHbIE HCTOYHUKH
1. 3akoHbI
2. Yka3bl
3. [locranoBneHus
4. Crangaptsel (I'OCThi)
5. IlpaBuna
6. Unctpykuuu

Heony06/uKkoBaHHbIE HCTOYHHKH
19. YcraB opranuzaumn
20. JIomKHOCTHAS HHCTPYKIUS IOKYMEHTOBEIa, CEKPeTapst

Jlureparypa
24 VputntukoBa, B. YmpaBneHue JOKyMEHTaMH: CTaHAAPTHI ¥ anroputMsl / B. Upu-
TUKOBA. — TEKCT : ANEeKTPOHHBIN // [lenonpon3BOACTBO U JOKYMEHTOOOOPOT Ha MPEIIPUITUH.
—2012. — Ne 8 // [1eonpou3BOJCTBO U JOKYMEHTOOOOPOT HA MIPEINPHUSITHH : [CalT )KypHAa)].
— URL : https://delo-press.ru/journals/documents/sovremennoe-deloproizvodstvo/39392-
upravlenie-dokumentami-standarty-i-algoritmy/?ysclid=mmu4obcwcn230743893 (mata 00-
pamenus: 17.03.2026).

XXX

bubmmorpaduyeckne onrcanusi COCTABISIFOT B COOTBETCTBUU C JICHCTBYIOIIUMH CTaH-
napramu: 'OCT 7.80-2023 «bubaunorpaduueckas 3anuch. 3aroyoBok. O6mue TpedoBaHus 1
npaBuia cocrasienus»; [OCT P 7.0.100-2018 «bubnuorpaduueckas 3anuch. bubmuorpa-
¢uueckoe onucanue. OOmme TpeboBaHus W mpaBuia coctasiaeHus»;, [OCT 7. 0.12-2011
«bubnuorpaduueckas 3anuch. CokpalleHHE CIOB M CIOBOCOYETAaHHH Ha PYCCKOM SI3BIKE.
OO1re TpeboBaHus U paBuIay (cm. npumepsl OubIUOPAPUUECKO20 ORUCAHUA):

IIpumeps1 OudaMOrpadguueckoro onucaHus
3aKOHOAATEeJIbHOI0 U HOPMATHBHOIO JOKYMEHTA

1. O nepconanbHbIX naHHBIX : Deaepai. 3akoH (B pen. Deaepai. 3akoHoB oT 24.06.2025
No 156-®3) (mpunsar Toc. Jymoit 08.07.2006, omobpen Coserom deneparuu
04.07.2006). — Tekct : anexkrponnsiii / HopmatuBKoHTYp : [251€KTpOH. paBoBasi cH-
cremal. - URL :
https://normativ.kontur.ru/document?moduleld=1&documentld=501173&ysclid=mi3
7gnsxp0283031042 (mara obpamienus : 13.03.2026).

2. TOCT P 7.0.8-2025. CUBU/I. enomnpou3BOACTBO U apXUBHOE Jes0. TepMHHBI U
onpenenenus (yrB. mpukazoM Poccranmapra ot 28.01.2025 Ne 30-cT; BBEn. B nei-
ctBue 28.01.2025 Ne 30-ct). — Tekcr : snexTpoHHbI / PocapxuB : [odwui. caift]. —
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https://delo-press.ru/journals/documents/sovremennoe-deloproizvodstvo/39392-upravlenie-dokumentami-standarty-i-algoritmy/?ysclid=mmu4obcwcn230743893
https://delo-press.ru/journals/documents/sovremennoe-deloproizvodstvo/39392-upravlenie-dokumentami-standarty-i-algoritmy/?ysclid=mmu4obcwcn230743893
https://delo-press.ru/journals/documents/sovremennoe-deloproizvodstvo/39392-upravlenie-dokumentami-standarty-i-algoritmy/?ysclid=mmu4obcwcn230743893
https://normativ.kontur.ru/document?moduleId=1&documentId=500211#l0
https://normativ.kontur.ru/document?moduleId=1&documentId=500211#l0

URL )
https://archives.nso.ru/sites/archives.nso.ru/wodby_files/files/page_1685/nacionalnyy
standart_rossiyskoy federacii_gost_r_7.0.8-2025.pdf (nata oopamenus : 13.03.2026).

3. TOCT P 7.0.97-2025. CUBU /. Oprann3anuoHHO-pacoOpSAUTEIbHAS TOKYMEHTALUS.
TpeGoBanusi k ohopMIICHUIO TOKYMEHTOB (yTB. mpukazom Denepan. areHTCTBa IO
TEXH. PETYJIMPOBAHUIO U METpoioruu oT 26.06.2025 No 622-ct; BBen. B JEHCTBUE
18.08.2025). — Tekcr : snekrponnsiii / FOUC Jleramakr : [odul. caiit mpoekra]. —
URL : https://legalacts.ru/doc/gost-r-7097-2025-natsionalnyi-standart-rossiiskoi-
federatsii-sistema-standartov/(mxara oopamenus : 13.03.2026).

4. IlpaBuna Aenonpou3BOJCTBA B IOCYJAPCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMo-
ynpasienus : (yTB. mpukazoM Pocapxusa ot 22.05.2019, Ne 71). — TekcT : 31eKTpOH-

et  // Koncymbrantllmroc : [s;mekTtpoH. mpaBoBas 0-kal. — URL
https://www.consultant.ru/document/cons_doc LAW_ 342093/  (mara oGparmieHus
13.03.2026).

IIpumepb1 OudaMOrpadguueckoro onucaHus KHUT U cTaTei

5. Eropos, B. I1. [lenonpon3BoACTBO U PEKUM CEKPETHOCTH : yueOHHK /st By30B / B. I1.
Eropos, A. B. CiunbkoB. — 6-¢ usn., crep. — CIIO. : Jlans, 2025. — 312 ¢. — Tekcr :
IeKTpOHHBIN //  JlaHb :  JNMeKTpoHHO-OMOMmoTeunas  cucrema. —  URL:
https://e.lanbook.com/book/503515 (xara obparuenus: 13.03.2026).

6. Upurukosa, B. PexkBU3uTH mpoTOKOia MO HOBBIM TpPeOOBaHUSAM | pa)kIaHCKOTO KO-
nekca P® / B. MputukoBa. — Tekcr : anekTpoHHbIi // Jlenonpon3BoACcTBO U JOKYMEH-
T0000pOT Ha mpennpusatun. — 2021. — Ne 11 // Jlenonpon3BoaCcTBO U JOKYMEHTO000-
por Ha upeanpustau : [odun. calt kypHamal. — URL :https://delo-
press.ru/journals/documents/oformlenie-dokumentov/59827-rekvizity-protokola-po-
novym-trebovaniyam-grazhdanskogo-kodeksa-rf/ (mara ooparmenus : 13.03.2026).

KonnyecTBO MCTOYHMKOB B CIIUCKE JIOJDKHO ObITh He MeHee 50. MeHbliee Koauye-
CTBO, He npu3HaBaeMoe HejoctatkoM BKP, TpeOyer 060cHOBaHMS pyKOBOJUTENEM U CTY/IE€H-
TOM.

IIPHIIOKEHUE. B cnyuae HeoOxonumoctu BKP Moxxer nmets npusnosxenue. Ero 00b-
€M He BXOJHUT B pacuetr obuiero oorema BKP. B Hero Bkito4aroT MaTepualibl, JOMOJIHSAIONINE
OCHOBHOM TEKCT, HallpUMep, TEKCThl OpraHN3allMOHHO-PACIIOPAIUTENBHBIX TOKYMEHTOB (OHU
HE JIOJDKHBI IIeperpyxarb paboTy U BKIIIOYAIOTCS B MPHIIOKEHHS TOJIBKO B CIy4ae HE0OX0aU-
MOCTH, 3HAUUMOCTH JUISl UJUTFOCTPALIUH U JIOTIOJIHEHHUSI OCHOBHOTO TE€KCTA), TEKCThl aHKET, UJI-
JTOCTpauuy, rpapuku, gororpadpuu U Ap. B npuinoxkeHUsIX MOryT colep)KaTbCs MPOMEXKY-
TOYHBIE (POPMYIIBI U PACUETHI, TAOIMIIBI, HHCTPYKIIUU, METOJIMKH U TIp.

Bce matepuanbl, BKIIOUEHHBIE B MPUIIOKEHHUE, 11€1€c000pa3HO CUCTEMAaTU3UPOBATh B
nopsiike ux ynoMmuHanus B Tekcte BKP. Kaxnoe HoBoe nmpuiioskeHne HauMHAETCsl ¢ HOBOTO
JUCTa, B IPAaBOM BEPXHEM YTy MEpBOM CTpaHUIlbl NpuiiokeHus numyT «l[lpunoxenue...» u
yKa3bIBAIOT €ro MOPSAAKOBBIN HOMep (apabckumu 1udpamu) 6e3 3Haka «Ne». M3 Tekcra cie-
JyeT clenarh CCbUIKA K 3TUM HoMepam, Hampumep: cM. [Ipunoxkenne 1. Kaxnprii marepunan,
IIPUBEIECHHBIN B MPUIOKEHUH, TOJKEH COIIPOBOXKJIATHCSA HE TOJIBKO MOPSAKOBBIM HOMEPOM,
HO ¥ HEOOXOJUMBIMU KOMMEHTapusMH. [1o3ToMy KakqoMy MPHIIOKEHUIO 00s3aTENIbHO JaeT-
Cs1 COJEPIKATENBHBIN 3ar0JI0BOK.

Ecnu nmpuiiokeHne moAroToBiI€HO Ha OCHOBE KAaKOro-1u0o MCTOYHMKA, BHU3Y B IMOJ-
CTPOYHOM IPUMEYaHUH 0053aTEIbHO JI€TAETCs CChIIKA Ha TOT UCTOYHUK.
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3. [IEPEYEHb PEKOMEHYEMO JIMTEPATYPBI, HEOBXOUMOI JJIs1 HOATOTOBKH BKP?
3.1. IleyaTHble u (MJIK) FJIEKTPOHHBbIE 00pa30oBaTe/IbHbIE Pecypchl
Hopmamueno-npasoebte UCMOYHUKU

1. Koncruryums Poccuiickoit denepanuu (MpuHATa Ha BCEHAPOIHOM TOJOCOBaHUH 12
nekabpst 1993 r.).

2. T'paxnmanckuii kogekc Poccuiickoit @eneparuu (dacts nepsas) ot 30.11.1994 Ne 51-
@3 (B mocieaHeN peJakiiim).

3. Kogmekc Poccumiickoit ®denepaniuu 00 aIMUHUCTPATHUBHBIX IPABOHAPYIICHUSX OT
30.12.2001 Ne 195-®3 (B mocneaHel peaakium).

4. Tpynosoii konekc Poccuiickoit @enepannu ot 30.12.2001 Ne 197-®3 (B nmocnenneit
peIaKIvm).

5. 3akon Poccuiickoii @enepamuu ot 21.07.1993 No 5485-1 «O rocynapcTBeHHOU
TaliHe» (B MOCIEHEN PeIaKIIUN).

6. denepanbHblil 3ak0H «O crangaptu3anuu B Poccuiickoit @eneparumn» ot 29.06.2015,
No 162-®3 (B mocnennen peaakium).

7. ®enepanbublii 3ak0H 0T 08.02.1998 Ne 14-d3 «O6 obmiecTBax ¢ OrpaHUYCHHOW OT-
BETCTBEHHOCTHIO» (B IMOCJICAHEH PEIAKIIIH ).

8. ®denepanbHBIA KOHCTUTYIMOHHBIN 3aK0H OT 25.12.2000 Ne 2-®OK3 «O I'ocynapcTBeH-
HOM repOe Poccuiickoiit denepanumy (B MOCICTHEH pEeIaKIUN).

9. ®enepanbubiii 3ak0H 0T 29.07.2004 Ne 98-D3 «O xommepueckoil TaiiHey (B mocien-
HEel pelaKIum).

10. ®enepanbublii 3akoH oT 22.10.2004 Ne 125-03 «O06 apxuBHOM aene B Poccuiickoit
Oenepanuny (B MOCIeTHEH peIaKInn).

11. ®enepanbhbiii 3akoH oT 01.06.2005 Ne 53-®3 «O rocymapcTBeHHOM si3bike Poccwii-
ckoit denepanun» (B MOCIETHEH peAaKIUN).

12. ®enepanbrblii 3akoH oT 02.05.2006 Ne 59-D3 «O mopsiake pacCMOTPEHUsT 00paIeHU i
rpaxaan Poccuiickoit deneparun» (B mocneaHeH peaaKiium).

13. ®enepanbubiii 3akoH oT 27 utoist 2006 r. Ne 152-03 «O mepcoHaNBHBIX JaHHBIXY (B
MOCTeAHEH PeIaKIIH).

14. ®enepanbublii 3akoH 0T 27.07.2006 Ne 149-03 «O6 undopmaruu, vHGOPMALTMOHHBIX
TEXHOJIOTHSX U O 3a1uTe HHPOopMaIum» (B MOCIETHEN peIaKInun).

15. ®enepanbubiii 3akoH oT 6 anpens 2011 r. Ne 63-03 «OO0 351eKTpOHHON NOAIUCHY (B
MOCTeAHEH PeIaKIIH).

16. Vxa3 Ilpesunenta Poccuiickoit @eneparuu ot 30.11.1995 Ne 1203 «O06 yTBepxaeHUN
MepeYHsl CBEJIEHUM, OTHECEHHBIX K TOCYJapCTBEHHOM TaifHe» (B MOcieAHEH penak-
LUN).

17. Yka3 Ilpesunenta Poccuiickoii @eneparuu ot 06.03.1997 No 188 «O06 yTBepkaeHUN
MepeyvHsl CBeACHUI KOH(UICHIINATFHOTO XapaKkTepay (B MOCIeaHEN pelaKIun).

18. Va3 [Ipe3unenta Poccuiickoit ®@eneparun ot 22 utons 2016 r., Ne 293 «Bompocsl
denepanbHOTO APXUBHOTO areHTCTBAY (B MOCIEIHEH PEAAKIIUHN).

19. Pacniopspxkenue Anmunuctpanuu Ilpesunenra Poccuiickoit denepanuu u Ammapata
npaBuTenscTBa Poccuiickoit @enepamuu ot 16.07.2008 Ne 943/788 [O mepeune mod-

2 OGecmieuenue 06yqa}01111/1x051 HWHBAJIMAOB U JIUL] C OrPAHUYCHHBIMU BO3MOXXHOCTAMU 3J0POBbS IMCUATHBIMU U
OJICKTPOHHBIMU 06paSOBaTGJ'IBHI)IMI/I pecypcaMu OCYHIECCTBIISICTCA B (bopMax, alallITUPOBAHHBIX K OTPAHUYCHUAM
HX 310POBbA.
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20.

21.

22.

23.

24.

25.

26.

27.

28.

29.

30.

31.

32.

HBIX M COKpAILICHHBIX HAaUMEHOBAaHMN (efepanbHbIX OPraHOB MCIOJHUTEIBHOM Bia-
ctu] (B mocineaHe pelakiiium).

IToctanoBnenue ['ocynapcrBenHoro komurera Poccuiickoit @eaepannu 1o CTaTucTu-
ke ot 05.01.2004 Ne 1 «OO0 yrBepkaeHMHM YHUDUIUPOBAHHBIX (OPM MEPBUUHON
YYETHOM JOKYMEHTALMU IO YUYETY TPYJla U €ro OIUIAThI».

[Toctanosnenne Munrpyaa P® ot 10.09.1993 Ne 152 «O6 yrBepxaenuun Hopm Bpe-
MEHH Ha paboThl 10 aBTOMATHU3WPOBAHHOIN apXUBHOM TEXHOJIOTUU U TOKYMEHTAIIMOH-
HOMY O0OECTICUCHHUIO0 OPTaHOB YIPaBICHUS» (B IOCIEAHEH PEIAKIIHH).

[Toctranonenne Muntpyaa P® ot 26 mapra 2002 r. Ne 23 «O06 yrBepxknenunn Hopm
BpEMEHHU Ha paboTHI 10 JOKYMEHTAI[HOHHOMY OOECIICYCHHIO YIPaBIEHUYECKUX CTPYK-
Typ (enepabHBIX OPraHOB UCIIOJHUTENBHON BiacTu» // bromnerens MunucrepcTBa
TpyZa U colanbHoro passutus Poccuiickoit ®enepanuu, 2002.

[TocranoBnenue IlpaBurensctBa Poccuiickoir @enepanun ot 16.04.2003 Ne 225 «O
TPYAOBBIX KHI)KKaX» (B IOCIIEHEN peaaKun).

[ToctanoBnenue IIpaButenscrBa Poccuiickoit ®eneparun ot 15.09.2008 Ne 687 «O06
yrBepxaeHu [lonoxxeHns o0 0COOEHHOCTSIX OOpaOOTKM NEPCOHANBHBIX JIaHHBIX,
OCYIIIECTBIISIEMOI 0€3 UCIOJIb30BAHUS CPEJICTB aBTOMATHU3AIII.

[TocranoBnenue IIpaBurensctBa Poccuiickoit ®enepanun ot 15.06.2009 Ne 477 «O06
yrBepxkaeHun [IpaBui nenonpousBoicTBa B (heepadbHbIX OpraHax UCHOIHUTEIbHOM
BJIACTH.

[TonoxeHue o nmopsiAKe JOCTyIa K MaTepuaiaM, XpaHsIIUMCs B TOCYAapCTBEHHBIX ap-
XMBAaX M apXHWBaX IOCYJApCTBEHHBIX OpraHoB Poccuiickor denepanuu, NpeKpamieH-
HBIX YTOJIOBHBIX U aIMUHUCTPATUBHBIX JI€Jl B OTHOLIEHUH JIML, MOJBEPIIINUXCS MOIU-
TUYECKUM PENPECCHSIM, a TAKXKE PUIbTPALIOHHO-TIPOBEPOYHBIX /1€ : (YTB. IPUKA30M
M-Ba KynbTypbl U MaccoBbIXx KoMMyHHKauuii PO, M-Ba BHyTpenHux nen PO, dene-
panbHoOIi ciyx0a 6e3omacHocTH PO ot 25.07.2006 roga Ne 375/584/352, 3apeructpu-
poBan B Muntocte Poccuu 15.09.2006, peructpanmionnsiii Ne 8296).

Enusbiil kBanu@UKaIMOHHBIM COPABOYHUK JOJKHOCTENH PYKOBOJIUTENEH, ClIelHaIu-
CTOB M CIIy)KalllMX, pazzien «KpanupukaluoHHbIe XapaKTePUCTHUKU JTOJHDKHOCTEH pa-
OOTHUKOB TOCY/IapCTBEHHBIX apXHBOB, LIEHTPOB XPaHEHUS JOKYMEHTAllMH, apXHBOB
MYHUIIUTIATBHBIX 00pa30oBaHUl, BEJOMCTB, OpraHu3anuii, Jadbopatopuii odecneueHus
COXPaHHOCTH apXMBHBIX JOKYMEHTOB» (yTB. MpHKa3oM MMHHHCTEPCTBA 3/IpaBOOXpa-
HEHUd U conuanbHoro pa3sutus Poccuiickoit @enepanuu ot 11.04.2011, Ne 338n).
[Topsimok MCHONB30BaHUS ApXMBHBIX JIOKYMEHTOB B TOCYJAapCTBEHHBIX M MYHHIIH-
naneHbIX apxuBax Poccuiickoit ®epepauuu (yTB. mnpukazoM PacapxuBa 0T
01.09.2017, Ne 143).

[TpaBuiia nenonpou3BOJCTBA B TOCYJapPCTBEHHBIX OpraHax, opraHaXx MECTHOTO CaMo-
ynpasieHus (yTBepxkAeHbl npuka3zom Pocapxusa ot 22.05.2019 Ne 71).

[TpaBusia opraHu3zanuu XpaHeHHUs,, KOMIUIEKTOBaHMSI, y4eTa U HCIOJIb30BaHUS JIOKY-
MeHTOB ApxuBHOro ¢onaa Poccuiickoit @enepanuu 1 Ipyrux apXuBHBIX TOKYMEHTOB
B TOCYJapCTBEHHBIX OpraHax, OpraHaXx MECTHOI'O CaMOYMIpAaBIEHUS M OpraHU3aIUsIX
(ytB. mpuka3oM Pocapxusa ot 31 utosst 2023 r. Ne 77).

[TpaBusia opraHu3zanuu XpaHEHHUs, KOMIUIEKTOBaHMSI, y4eTa U HCIOJIb30BAaHUS JIOKY-
MeHTOB ApxuBHoro ¢onaa Poccuiickoit denepannu U Apyrux apXUBHBIX JOKYMEHTOB
B FOCYJAApCTBEHHBIX U MYHHUIIMIAIbHBIX apXUBaX, My3esix W OMOIMOTEeKaX, Hay4HbIX
opranuzanusax» (yTB. npukazom Pocapxusa ot 02.03.2020 r., Ne 24).

[IpaBuiia opranu3anuy XpaHeHHs!, KOMIJIEKTOBaHUs, y4eTa U UCII0JIb30BAHUS Hay4yHO-
TEXHUUYECKON JOKYMEHTAllMu B OpraHax rocyJapCcTBEHHO BiIacTH, opraHaXx MECTHOTO
CaMOYIPAaBJIEHUS, TOCYIaPCTBEHHBIX U MYHUIMIAIBHBIX OpraHu3auusx (yTB. MpHKa-
30Mm PocapxwuBa ot 09.12.2020, Ne 155).
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42.

43.

44,

45.

46.

47.

48.

49.

TumoBbie HOPMBI BPEMEHHU U BBIPAOOTKH Ha pabOThI (YCIyTH), BHITOTHSIEMBIE (OKa3bI-
BaeMbI€) TOCYJAapCTBEHHBIME U MYHHUIIMIIATBHBIMH apxuBamu (yTB. mpukazom Pocap-
xuBa oT 8 aBrycta 2022 1., No 111).

'OCT P 54471-2011/ISO/TR15801:2009 «Cuctembl 3IE€KTPOHHOTO JTOKYMEHTOO000-
pota. Ympasienue gokymenTtanueil. Mnpopmanus, coxpansemas B 3J1€KTPOHHOM BHU-
ne. Pexomenganmm no o0ecrieyeHnIo JOCTOBEPHOCTH U HAJICKHOCTH.

I'OCT P 53898-2010 «Cuctemsl 2JIEKTPOHHOTO IOKYMEHTOO0OpoTa. Baumoeiicteue
CHCTEM YIpaBJICHUS JOKyMEHTaMu. TpeOoBaHMs K 3JIEKTPOHHOMY COO0IeHH0. — M.,
2010.

I'OCT P 53898-2013. Cucrema 3JeKTpOHHOTO JTOKyMeHTooOOopoTa. B3aumonelicTeue
CUCTEM YMpaBleHUS JTOKyMEHTaMH. TexHudyeckue TpeOOBaHUS K IIIEKTPOHHOMY CO-
obmenuto. — M., 2013.

I'OCT P 7.0.95-2015. Cucrtema ctanaapToB 1o UHGOPMALIMH, OMOJIMOTEIYHOMY U H3-
JATENIbCKOMY JIeNly. DJIEKTPOHHbIE JOKYMEHThl. OCHOBHbBIE BH/IbI, BHIXOJHBIE CBEJE-
HUSI, TEXHOJIOTMYECKHUE XapaKTepUuCTuku. — M., 2015.

I'OCT P UCO 30300-2015. CUBUJ. Unudopmanus u poxymeHtauus. Cucremsl
ynpasieHus 1oKyMeHTaMu. OCHOBHBIE TIOJIOKEHUS U ciloBapb — M., 2016.

['OCT P UCO 15489-1-2019. Undopmanus u qoKyMeHTaus. Y IpaBIeHUE TOKyMEH-
tamu. Yacts 1. [TonsTus u npuHunel u gpyrue. — M., 2019.

I'OCT P 7.0.109-2024 CUBU/I. udpopmarus U fOKyMEHTalMs. YIIpaBleHUE AOKY-
MeHTamu. Jlorudeckasi CTpyKTypa, COCTaB METaJaHHBIX JOKYMEHTOB M TpeOOBaHUS K
ux coaepxanuio. — M., 2024.

['OCT P 7.0.8-2025 «Cuctema craHaapToB 1o HHGpOpMaIiu, OOINOTEYHOMY U U3/a-
TeNbCKOMY Jieny. /lenonpou3BoACTBO U apXMBHOE J1€10. TepMHHBI U OINpEeAEICHUS»
(YTB. ¥ BBeJIeH B JAeiicTBHE npuka3oM DeepalbHOrO areHTCTBA M0 TEXHUYECKOMY pe-
rynupoBanuio u merposioruu ot 28.01.2025 r. [eiictyer ¢ 01.03.2025.). — M., 2025.
['OCT P 7.0.97-2025 «Cucrema cranaapToB 1o uHGopmaiuu, 6uOIMOTeYHOMY U HU3-
naTenbeckoMy feny. OpraHu3allMOHHO-paclopsiAuTeNbHas JOoKyMeHTanus. TpeOoBa-
HUS K 0pOPMIICHHIO TOKYMEHTOB» (yTB. MpukazoM PesepaibHOro areHTCTBa Mo TexX-
HUYECKOMY PETYIUPOBAHHUIO U MeTposioruu oT 26.06.2025 r. Ne 622-ct. [leiicTByer ¢
18.08.2025. — M., 2025.

NCO 15489-1-2001. «Mupopmarus u fOKyMEeHTalMs. YHpaBiaeHue 3anucsiMu. Yactpb
1. O6mue TpedoBanus». — M., 2001.

OK 011-93. O6mepoccuiickuii kinaccuukaTop ynpaBieHYeCKOH JOKYMEHTAI|H.
Metoandeckre peKOMEHAaluH M0 pa3paboTKe MHCTPYKIMMA 10 1eT0NPOU3BOJICTBY B
roCyJapCTBEHHBIX OpraHax, OpraHax MECTHOI'O caMoylpaBieHus (yTB. mpuka3oM Po-
capxuBa ot 25.12.2020, Ne 199).

[TepedyeHb THUMOBBIX apXMBHBIX JOKYMEHTOB, O0pa3yIOIIUXCS B HAYyYHO-TEXHUYECKOMH
U TMPOU3BOJICTBEHHON AESATEIbHOCTH OPraHM3allii, ¢ YKa3aHHEM CPOKOB XpaHEHMs
(yTB. IIpukazom Pocapxusa ot 28.12.2021, Ne 142).

[lepeveHb THUITOBBIX YIMPABICHUYECKUX apXHBHBIX TOKYMEHTOB, 00pa3yONINXcs B PO-
1ecce JAeATelbHOCTH MOCyJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CAMOYITPABICHUS
U OpraHu3alui, ¢ yKa3aHhueM CpoKoB Ux xpaHeHus (ytB. [Ipukasom Pocapxusa ot 20
nexadps 2019 r, Ne 236.).

[TpumepHas MHCTPYKIUS MO JIEIOMPOU3BOJCTBY B IOCYJapCTBEHHBIX OpraHU3aIUsIX
(yrB. mpuka3zom dexnepanbHoro apxuBHoro areHrctsa ot 11.04.2018 r. Ne 44. — M.,
2018.

[TpuMepHOE MOJOKEHUE O MOCTOSIHHO JIEHCTBYIOIIEH SKCIIEPTHONW KOMHUCCHUHU Yyupe-
KJACHUSI, OpraHu3aluY, NMpeanpusaTus (yTB. mpuka3zoMm ['ocynapcTBEHHON apXHWBHOMN
ciyx061 Poccun o1 19.01.1995, Ne 2).
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51.

52.

53.

54.

[TpumepHoe momoxkenne o llentpanpHoil 3xcniepTHOM Komuccuu (L[DK) munucrep-
cTBa, BegomcTBa Poccuiickoit deneparuu (yrBepxaeHo npukazom denepanbHoil ap-
XUBHOU ci1yx0bI Poccun ot 17.03.1998, Ne 19).

[TpumepHoe mosokeHne 00 apxuBe opranu3zanuu (yTB. mpukazom denepanbHOTO ap-
xuBHOTO areHTcTBa OT 11.04.2018 1., Ne 42).

[TpumepHOE TON0KEeHUE 00 IKCIEPTHOM KOMUCCHH OpraHu3anuu (yTB. mprukazom De-
JICpaIbHOTO apXuBHOTrO arentcTa ot 11.04.2018, Ne 43).

[IpumepHoe 1moJIOkKEHUE 00 IKCHEPTHO-IIPOBEPOYHOM KOMUCCHM HAYYHOW OpraHu3a-
LIUM, BKJIFOYEHHON B IMEpEUYEHb, YTBEPKIAEMbIil MpaBUTEIbCTBOM Poccuiickoit dene-
paruu (yTB. mprkazom denepaabHOr0 apXuBHOro areHTcTBa oT 13.06.2018, Ne 61).
[TpumepHOe moJ0XKeHHuEe 00 3KCIEePTHO-MPOBEPOUHON KOMHUCCHH YIIOJIHOMOYEHHOTO
OpraHa HMCIIOJIHUTEIIbHOU BIAcTH cyObekTa Poccuiickoit @enepanuu B chepe apXuB-
Horo aena (yTB. mpukazom dexepanbHOoro apxupHoro areHtcra oT 13.06.2018, Ne
63).

Yueonan, memoouueckas u nayunaa numepamypa

AIMUHUCTpAaTUBHOE TpaBo : yueOHHK / mox pen. JI. M. Pabuesa, O. U. Uynpuc. —
Munck : Beimmiimas mkona, 2024. — 558 ¢. — Tekcr : anekTpoHHsii // Jlanb : 3mek-
TpoHHO-OMONMoTeunas cuctema. — URL: https://e.lanbook.com/book/432356 (nata
obpamenust: 10.03.2026). — Pexxum noctyma: st aBTOpU3. MOJIB30BaTEIIEH.
banamosa, U. H. [IpaBoBbie OCHOBBI paccMOTpeHUs oOpallleHuil rpaskaaH : CIpaBod-
nuk / U. H. bamamosa, C. H. 3aiikoBa, A. C. KyckoB. — M. : [Ipocnekr, 2020. — 167 c.
— Tekct : amekTponHbIt // Jlanb : 31MeKTpoHHO-OMONMHMOTEeyHass cuctema. — URL:
https://e.lanbook.com/book/181173 (mara obpamenus: 26.11.2024). — Pexxum nocty-
ma: JJisl aBTOPU3. OJIb30BaTENECH.

bproxanosa, E. A. Ynpasnenue nokymentamu : yaebnoe nocodue / E. A. bproxanosa.
— 2-e u3A., nom. — bapuayn : Antl'Y, 2020. — 172 c. — Tekcrt : anekrponHsiit // Jlans :
3IIEKTPOHHO-OnOmoTeunas cucrema. — URL: https://e.lanbook.com/book/194866 (na-
Ta obpateHus: 26.11.2024). — Pexxum goctyna: Juist aBTOPHU3. M0JIb30BaTeNeH.
bproxosa, O. }O. KanpoBoe aqgMUHUCTpUPOBAHHUE U AJIEKTPOHHBIN JOKYMEHTOOOOPOT:
Kypc nekuuit : yue0. nocobue / O. 0. bproxosa, A. C. Tumoxuna. — ExarepunOypr : ,
2023. — 199 c. — Tekcr : 2nekTpoHHBIH // JIaHB : IEKTPOHHO-OMOINOTEYHAsT CHCTE-
ma. — URL: https://e.lanbook.com/book/506783 (mara obpammenus: 09.03.2026). — Pe-
YKUM JIOCTYTIA: JIJIsl aBTOPHU3. TIOIH30BATEINECH.

["amycroBa, O. B. Cekperapckoe aeno. Koncnekr nekiuii : yued. mocodue / O. B. T'a-
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u3., nepepabd. u pom. — [lensa : TII'Y, 2020. — 112 c. — Tekcr : snexTpoHHbi // JlaHb :
ANEKTPOHHO-O0MOMoTeuHast cucrema. — URL: https://e.lanbook.com/book/162302 (na-
Ta obpatenus: 27.11.2024). — Pexxum goctyna: uist aBTOPHU3. M0JIb30BaTeNeH.
Uynpun, K. [1. Teopernueckoe nokymenroseaenue : yued. nocoodue / K. I1. Uynpun. —
[Tepmp : TITUK, 2019. — 96 c. — Tekcr : 3nekTpoHHbIH // JlaHb : 3IEKTPOHHO-
oubmmoteuynas cuctema. — URL: https://e.lanbook.com/book/155791 (mara obGpare-
Hust: 26.11.2024). — PexxuM gocTymna: Juist aBTOpU3. OIb30BaTeNeH.

[Myneruna, M. B. ApxuBosenenue : yued. nocodue / M. B. Illynsruna. — Apxan-
rensck : CADY, 2014. — 232 c. — Tekcrt : 3neKTpoHHBIN // JlaHb : 3IEKTPOHHO-
oubmmoteunas cuctema. — URL: https://e.lanbook.com/book/96617 (nara ob6parmenus:
26.11.2024). — Pexxum AocTyna: Ui aBTOPH3. MOJIb30BATEIICH.

JloKymenmoegeodueckue u apxueoseoueckue nepuoouydecKue u30anus
«Bectauk apxusucta.RU»: Poc. ncropuko-apxusoseaueckuii xypHai. — M3a. ¢ 2012

T.
Henonpoun3BoacTBo: u3a. 2 pasza B noayroaue. — M3a. ¢ 2011 r.
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13.
14.

15.
16.

17.

Jlenonpou3BoACTBO U JOKYMEHTOOOOPOT Ha MPEANPUATHH: €KEMECTUHbIN KypHaJ. —
N3n. ¢ 2002 .

JlupeKTop 1o nepcoHany: exxeMeCsIUHbIN MPaKTUYECKUH KypHall.

KanpoBas cinyx0a u yrpaBieHHE IEPCOHATIOM MPEIIPUITUS: €KEMECSIIHBIN KypHAI.
—HW3a. ¢ 2002 r.

KanpoBuk: exxemecsunblii xxypHan. — 3. ¢ 2002 r.

KaapoBoe nieno: exemecssuynbIi mpakTUdeckuil xxypHai. — Mza. ¢ 2003 r.

Kanposslii BOIpOC: €KEMECIYHBIN KYpPHAIL.

Kagpossiit menemxment: M3a.10 Boin. B rog. — M3a. ¢ 2002 r.

. Kaznpel npeanpusatus: exxeMecsuHbIN )KypHal.
. OTeuecTBEHHbBIEC APXUBBI: HAYYHO-TIPAKTUYECKUH KypHaIL. — M3a. ¢ 1991 r.
. Cexperapuar B BOIIpOCax M OTBETAX: €XKEMECIUHBIHN KypHal B popMare «BOMPOC-

otBeTY. — U3, ¢ 2009 .

Cekperapckoe Jelo: eKeMeCSIHbIN MpodecCuoHanbHbIN KypHaI. — 3. ¢ 2001 r.
CoBpeMeHHbIE TEXHOJIOTUH AENOMPOU3BOICTBA U JOKYMEHTO000POTA: €KeMEeCIIHbIN
xypHai. — U3a. ¢ 2011 r.

CripaBOYHUK KaJIpOBHKA: €KEMECSYHBIN )KYpPHATl PYKOBOAUTENS KaAPOBOM CIYKOBI.
CripaBOYHHK cekpeTaps U oprc-MeHepKepa: eKEeMECSIHbIN MPaKTHYSCKUH KypHAI. —
HU3n. ¢ 2002 .

VYnpasienue nepcoHasiom: usf. 2 pasza B Mecsu. — Mza. ¢ 1996 r.

3.2. UudopmanmoHHble pecypchl

3.2.1. Ilpogpeccuonanvhuie 6azvl OAHHBIX U UHDOPMAYUOHHDBIE CRPABOUHDBLE CUCHIEMDbL

Ba3bl 1aHHBIX:

bubnuoreka nuccepranuii u pedeparoB Poccuu. — Pexxum nocryna:
http://www.dslib.net

Enunoe okHO poctyna K UMHGOPMAallMOHHBIM pecypcaMm. — Pexum nocryma:
http://window.edu.ru

«Kubepnennnka» HayuHast anekTpoHHas Oubmuoreka. — Pexxum mocryma:
https://cyberleninka.ru

Hayunas anexrponnas oubnnoreka E-library. — Pexxum mocrymna:
https://elibrary.ru/defaultx.asp
HanmonanbHast aektponHas 6ubnuoreka. — Pexxum moctyma:http://xn--90ax2c¢.xn--
plai/
HanmoHanbHbIi OTKpPBITEINA YHHBEpCUTET.— Peskum noctyma :http://www.intuit.ru/
OBC «Jlaub». — Pexxum poctyma:http://e.lanbook.com

3BC «IIpodu-JIndy». — Pesxxum moctyna: https://biblio.profy-lib.ru/

3BbC «PykoHT». — Pesxum mocryna: http://rucont.ru

Dnexkrponnas oudmuoreka auccepranuii PI'b. — Pexxum gocrtyma:http://www.dslib.net
Web of Sciense. — Pexxum noctyma: https://webofscience.com

HNHpopmManoHHBIE CIPABOYHbIE CUCTEMBbI:

I'apanr,
Koncynprant+

3.2.2. Pecypcol ungopmayuonno-meneKommynukayuonnoi cemu Hnmepuem

http://archives.rumethodics/ — caiit ®enepanbHOro apXUBHOTO areHTCTBA.
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—  http://www.kadrovik-praktik.ru — caiiT MaTepuaioB 1Mo KaapoBOMy J€JIOMPOU3BO/I-
CTBY.

— http://cyberleninka.ru/ — Hayunas snextponnas 6ubnuoreka «KudepieHHHKa.

— http://elibrary.ru — Hayunas snekrponnas oudiaunoreka e-LIBRARY .ru.

—  http://www.gramota.ru/ — pycckuii s3b1Kk 715t Bcex CripaB.-HHGOPM. TOPTAI.

—  http://www.rusarchives.ru/ — ITopran «ApxuBsl Poccumny.

—  http://www.scholar.ru/ — TTouck HaydHBIX ITyOIHKAIIHA.

— http://e.sekretariat.ru/ — caiit anexkTpoHHON Bepcuu xypHaia «CIpaBOYHHUK CEKpeTapsi
1 ouc-MeHEeHKEpay.

—  http://www.delo-press.ru — caiit sxypHaiia «Jleaonponu3BoACTBO U JOKYMEHTOOOOPOT
Ha PEATPUITHI.

—  http://www.funnycong.ru/ — Jleionpou3BoacTBO (CaT MaTepHUaIoB).

—  http://www.kdelo.ru/ — caiit xypuana «KaapoBoe memo».

—  http://www.profiz.ru/sr/ — caiit sxypuana «Cekperapb-pedepeHT.

—  http://www.sekretariat.ru/forum/forumi/topic781/messages — PRO-
HemonpousBoacteo u COJI (mopran st pykoBoaurenei ciayx6 1OV u cekperapeit
BCEX YpOBHEH).

—  http://www.sekretarskoe-delo.ru — caiit sxypHana «Cekperapckoe JIeyio».

—  http://www.top-personal.ru — caiit xxypHaia «YpaBiecHUE IEPCOHATIOM.

—  http://lwww.top-personal.ru/officeworks — caiit sxypuaina «Jleaomnponu3BoacTBOY.

—  http://www.law.edu.ru/ — FOpunnyeckas Poccus.

—  https://www.culture.ru/ — Kynsrypa.P®. [lopran KyabTypHOro Haciemus, TpaaulHii
Haposi0B Poccun

4. OMIMCAHUE MATEPUAJIBHO-TEXHUYECKOM! BA3bI, HEOBXOIUMOM 115
HOATrOTOBKHU U TPOBEJAEHUA 'OCYJAPCTBEHHOI'O 9K3AMEHA

JU11 MOATOTOBKYM K rOCYIapCTBEHHOMY JK3aMEHY MCIIOJIB3YIOTCS ayJUTOPUU JUIs ca-
MOCTOSITEJIbHON pabOThl, OCHAIIEHHbIE KOMIBIOTEPHON TEXHUKOW C BOZMOXKHOCTBIO MOKIIIO-
yeHus: Kk cetd "MHTepHeT" M obecnedyeHHbIe JAOCTYIOM B 3JIEKTPOHHYIO MH(OpMAIMOHHO-
00pa3oBaTeNbHYIO Cpely OpraHU3aluu.

I'ocynapcTBeHHBIM 5K3aMEH MPOXOAMUT B YUEOHBIX ayIUTOPHSX, OCHAIIEHHBIX JIH-
IICH3MOHHBIM M CBOOOJIHO pAacIpOCTpaHIEMbIM IMPOrpaMMHBIM obecrieuenuem: Microsoft
Windows, Microsoft Office 2007, Google Chrome, Internet Explorer, Kasperskyendpointse-
curity 10.
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IMTPUJIOKEHUE 1

JJEKCUYECKHUE CPEACTBA (MAPKEPBI), UCIIOJIb3YEMBIE J1JIA
PACKPBITHUSA PAZJIMYHBIX ACTIEKTOB COAEPKAHUSA BKP

ACIHEKTHI
COJePIKAHUS

Jlekcnyeckne cpeacTBa (MapKephbl)

AKTyaIlbHOCTB MTPOOIIEMBI

Oco0EHHOCTh, HCKIIIOYHUTEIHLHOCTD, BAYKHOCTH pPacCMaTpPUBAESMOM
POOJIEMBI

OpnHolt 13 HanboJee aKTyalbHBIX IPOOJIEM SIBIISETCS. .

B Hacrosiee Bpemst 0co0yI0 aKTyaIbHOCTh PHOOPETAET. ..

CJH0XHOCTB, TPYAHOCTD, pEIICHHUS IPOOIEMBI. . .

BonpmmM mpensTcTBUEM SBISETCS... TO3TOMY H3YYEHHE... —
HaCyIHas 33/1a4a...

[Ipu cocTaBieHHH... CTATKUBAEMCS C PSIOM TPYTHOCTEH, TOSTOMY
HCTIOJB30BaHME. .. — CIIOKHAs [TpodIema...

AKTyalbHOCTH (0COOYIO aKTYaIbHOCTH, 3HAYCHHE) TIPHOOPETAET. .

Oco0oe MecTo 3aHUMaeT...

OrpoMHy10 poJib UTpaeT...

Bce Gornbliee BHUMaHKE YACTSETCS. .

Heo0OxomuMocTs Kakoro-
00 IefcTBUS

Heob6xoaumocTs MOXKXHO 000CHOBATH CIEIYIOIIHM 00Pa30oM...

HeobxomumocTs 00ycioBieHa. ..

OpnHolt (0THUM) M3 OCHOBHBIX (Ba)KHEHIIIMX, HAUOOJIEE CII0KHBIX,
Han0OoJIee akTyallbHBIX ) IPO0IIeM (3a/1a4, OCOOEHHOCTEH, HapaBJe-
HUM, XapaKTEPUCTHK) SBISACTCH...

[pu... BO3HHKAET clokHas npobiiemMa (pazHooOpa3HbIe 3a1auu...)

Onpenenenue rpaHull
HPEANPUHITOTO HCCIIEe0-
BaHMS

B nanHoii paboTe paccMaTpuBaeTCst TOIBKO ...

B onuceiBaeMOM HCCIIEIOBAHUN HAC MHTEPECOBAIH B OCHOBHOM
BOMIPOCHI (TIPOOIEMBI) ...

Taxkoit moax0/1 00YCIIOBJICH ...

Hcxons 13 9THX COOOpaKEHH, TPAHUIIBI TAHHOTO UCCIICI0OBAHUS
OTIpEJICNICHBI CIESTYIONIM 00pa3oM

YToyHEHHE UCTI0JIb3yEMO
TEPMHUHOJIOTHUU WA aBTOP-
CKOTO OIPEe/IeIICHHUS UC-
XOJTHBIX TOHSATHHA

B nanHOM ucciie0BaHuu. .. 33ja4a... OyJeT pacCMOTpPEHa Kak...
[Ipu 3TOM T101... OYJIEM TIOHUMAT...
ITox... 3nech IOHUMAETCH. ..

IleneBas ycTaHOBKa

Lens (3agaua) 1aHHOTO MCCIIEOBAHMUS 3aKITIOYAETCS B...

B macrosmiei (nanHoit) paboTe u3nararoTcs (aHATU3UPYIOTCS,
OTMCHIBAIOTCS, UCCIICAYIOTCSI, PACCMATPHUBAIOTCS, IPEAIAraroTCs, pac-
CMOTpPEHBI, IPUBE/ICHEL...)...

Hacrosimas (nanHas) paboTa MOCBSIIEHA. ..

W3BecTHBIM BapuaHT peliie-
HUS

UsBecTHO, 4TO...

W3BecTHBIE TOAXO/BI K... OCHOBAHHI Ha...

JuctanTHas CBS3H C MPEANISCTBYIONTUMHU paboTaMu aBTOpa WIITH
JIpYruX ACCIEeN0BaATENEN ...

B paborte... mokazaHo (BBIIEICHO, IPEITI0KEHO, BHIJIBUTATIACH,
OTIMCHIBAJIACH, 00OCHOBBIBAJIACH)...

Bce Gombimiee pactpocTpaHeHHE MMOIyYarorT. ..

B Hayke (IIpakTHKe, OTPACIIN)... UCTIONB3YIOTCS PA3JIMYHBIE TTOIXO0-
JIbl, HATIpUMED. . .

HenocraTtku u3BecTHOTO
BapuaHTa pPelIeHus

OCHOBHOM HEAOCTATOK. .. 3aKIIFOYAETCS B TOM, YTO...
Henocratkom siBIsieTCS TO, UTO...
Uro kacaercs..., TO 3Ta nmpodieMa ele He pelieHa

XapakTepHCTHKa OTHOIIE-
HUH TPOTHUBOIIOCTABIICHMS],

OpHaKo... UIMeeT psf CYIIECTBEHHBIX HEAOCTATKOB...
OmHaKo... He TTO3BOJISIET ...
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HCCOOTBCTCTBUA

XapakTepucTrKa Kakou-
00 HEeTaTUBHOW CUTYa-
005031

B... urnopupyercs...
B GonmpmmmHCTBE paboT... paccMaTpuBaercs 0e3 ydera...

Koncraranus tpynHocTei,
CJIO’KHOCTH pean3aluu
N3BECTHBIX paHEee BapuaH-
TOB pelIeHHS

PaccmoTpenHas cuctema SBIsSIETCSI BEChbMa CIOKHOU M XapaKTepH-
3yeTcsi OONBIION ATUTENTFHOCTHIO0 O0CTYKIBAHUS

TpynoeMKoCTh CYIIECTBYIOIIMX METOJIOB... CYIIECTBEHHO CHIKa-
er...

Onucanue npeiaraeMoro
BapHaHTa PEIIeHIs

B nacrosmeit pabote npearaercsi CpeacTBo...

IIpennaraeMsplii... OCHOBaH Ha...

PaccMoTpum oauH 13 BO3MOKHBIX IyTeH pelieHus: IpoOIeMBbl. ..
IIepeiinem HEMOCPEACTBEHHO K OIUCAHUIO. ..

B nmanHOM uccienoBanny (paboTte) u3naraeTcsi OAUH U3 TOIX0I0B

ITpumepsl

Paccmotpum... Ha mpumepe...
IIpuBenem npumep...
ITosicHuM Ha npumepe...

Harnsanoe npencraBnenue
WHPOpPMAITUH

Ha pucynke (Tabmure, cxeme) moka3aHo (PUBEACHO, TPEICTaB-
JICHHI) ...

OKcnepuMeHTaIbHast Mpo-
BEpKa

OKCIEPUMEHT... IPOBOJAMIICS HA MACCHUBE...
J1s monTBEpKACHHUS. .. OBLIT MPOBEJIEH KCIIEPUMEHT

OcobeHHOoCTh TIpeaarae-
MOT0 BapHUaHTA PEIICHUS

Cyl1ecTBEeHHON 0COOCHHOCTEHIO. .. SIBJISCTCHL. ..
Oco00EHHOCTD... COCTOUT B TOM, 4TO...

[IpeumyiectBa npexara-
€MOT0 BapHaHTa PEUIeHHS

[IpeumytiecTBO 3TOTO CrOCO0a COCTOUT B TOM, UTO. ..
CrneoBaTelibHO, TPEUMYILECTRA MPEAIaraeMoro Bapuanra (mpo-
€KTa, coco0a) COCTOST HE TOJBKO B..., HO U B...

Pesynbratel

Pe3ynbraThl mOKa3aiy cieayromniee. .
KonnuecTBo HEpeneBaHTHBIX JOKyMEHTOB cocTtaBisieT 40 % oT...

BriBoasl

HTax, MOKHO CZIENIaTh BBIBOJ, UTO...

[IpoBeneHHOE HCCIIEOBAHUE TTIO3BOJISIET CACIATh CISIYIONIHE BbI-
BOJIBL...

OOcrietoBaHKe TOKYMEHTOO00pOTa OpraHU3aIliK TI0Ka3ajo, 4To. . .

B 3akioueHue moJuepkKHeM clieTyromiee. ..

AHaIu3 Mo3BOJISIET YTBEPKAATh. ..

Pexomenmanuu

Kak..., Tak H... MOXKET OBITh pEKOMEHIOBAHO B KAUECTBE...

Cucrema MOXeT ObITh pEKOMEH/I0OBaHA JIJIL....

...MOXe€T OBbITb UCTIONB30BAH JJISI. ..

Pa3zpaborannbie pekomeHaaun (MpeiokKeHns) MOTyT IpuMe-
HATHCS B...(71...)

I/IJ'IJ'IIOCTpaLII/ISI CKa3aHHOTI'O

Hamnpuwmep...
B kagecTBe npuMepa MOXKHO IPUBECTH (COCIIATHCA) HA. . .
IIpuMepoM MOXKET CIIyKUTb. ..

Beenenue HOBO# nH(OP-
Maruu

PaccMoTpuM cliietyromiye ciydan. . .

OcTanoBUMCS TIOAPOOHO Ha...

[TpuBeaeM HECKONBKO MPHUMEPOB

HeckoabK0 TOIIOMHUTENBHEBIX 3aMeUYaHul

Heckonbko CITOB 0 MEPCIeKTHUBAX UCCIICAOBaHMS (pEeIeHHs PO-
0JIeMBbI)

ITopsnok u3noxeHus u
BPEMEHHAsI COOTHECCH-
HOCTb

Chayana...

IIpexne Bcero. ..

B nepByto ouepens. ..
Bo-niepBhIX,. .., BO-BTOPBIX...
3arem, jajee, IOTOM. ..
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Hakomerr, ...
B zaxmrouenne. ..

CorocTaBIeHHUE U TIPOTH-
BOIIOCTaBJICHHE

OpHako. ..

He Tonpko..., HO H...

B 10 Bpems Kaxk...

Mexnay TeMm. ..

Bwmecte ¢ Tem...

Kak..., Tak u...

AHaJIOTHYHO, TaK)Ke, TAKAM e 00pa3oM

B oTimane, B TpOTHBOIIOIOKHOCTD, HA00OPOT, HATIPOTHB
Tem He MeHee,. ..

HOHOHHCHI/IG, YTOUHCHUC

Tak xe u...

IIpuuem. ..

IIpu sTOM...

Bwmecre ¢ TeM...

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

JlokazaTenbCcTBO

..., UTO CBUJIETEIBCTBYET O...
..., UTO TIOATBEPKAAET MPABUIBHOCTH PACCYKICHHH (BHIBOIOB)
Ortcrona cnenyer, 4To. ..

ITockoneky..., TO H...

B cuny...

CormnacHo 3ToMy...

BBenenue urarTsl B KOH-
TEKCT

ABTOp THIIIET (YKa3bIBAET, YTBEPIKIIAET, TOTUYEPKUBACT): «...»
«..., — MAIIET (0TMEYAEeT, MOJUEPKUBACT) aBTOP, —...»
«..., — YKa3bIBa€TCA B 3TOM CBS3H, — ...»

ABTOp AeTaeT ciemyrolee 3aMeYaHne: «...»

Bwmecre ¢ TeM nMeeTcs yTOUHEHHE: «...»

B... yka3biBaeTcs: «...»

B wactHOCTH, OTMEUaeTcs (TIOAUYEPKUBACTCS): «...»
B urore nemaercst Takoi BBIBOJ: «...»

CrhenaH Takoii BBIBOJI: «...»

OH (aBTOp) 3aKITIOYAET: «...»

B 3axmrodenue aBTop MUIIET: «...»
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IMPUJIOKEHUE 2
INABJIOH O®OPMJIEHUSA TUTYJIBHOI'O JIMCTA

DEJEPAJIBHOE TOCYJIAPCTBEHHOE BIOI)KETHOE OBPA3OBATEJILHOE YYPEXX/IEHUE
BBICHIEI'O OBPA30BAHUSA
«UEJSABUHCKHI T'OCYJAPCTBEHHBIV UHCTUTYT KYJIbTYPbD»

@akyabTeT JOKYMEHTAJIbHBIX KOMMYHHKAIUI U TypU3Ma
Kadeapa ncropun, My3e0JI0ru 1 JIOKyMEHTOBE/ICHUS

BrinyckHasi KBaTu(pUKAIMOHHAA PadoTa
10 MporpamMMe GaKajJaBpuara
«JlokyMeHTaMOHHOE o0ecneyeHue YIpaBJIeHUs»
10 HANIPABJIEHUIO MOATOTOBKH
46.03.02 /IokymMeHTOBe/leHHE 1 APXMBOBeEIeHHE

HA3BAHHUE BKP

BbINOJHWI CTYIE€HT:

____ Tpymmsl, __ Kypca,

OYHOM (3204HOM) POopMBbI O0yUEHUS
®. U. O. nornocmuio

Hay4Hblil pyKOBOAUTE/Ib:
@. 1. O.
ydeHasi CTEIICHb, 3BAaHUE

JlaTa cgaum —

IIpoueHT OPUTHHAIIBHOCTH TEKCTA —
IToamuce cTyneHra —

IToanuce Hay4YHOTO PYKOBOJIUTENS —
[Toanuce 3aB. kadeapoii —

BeimyckHas kBanudukanonHas padoTa 3amuiieHa
« » 20 r
Onenka

IIpencenarens ['OK

(monucek) [5(0)

Yeasaonnck, 202
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I'naBa 1. Ha3Banue
1.1. Ha3Banue
1.2. Ha3Banue
1.3. Ha3Banue

I'mapa 2. Ha3Banme
2.1. Ha3Banue
2.2. HazBanue
2.3. Ha3Banue

I'mapa 3. Ha3Banme
3.1. Ha3Banue
3.2. Ha3Banue
3.3. Ha3Banue

3aKJrouyeHne

IMPUJIOKEHUE 3

INABJIOH O®OPMJIEHUA OT'JIABJIEHUS BKP

OI'TABJIEHHME

Cnucok uCnob30BaHHON JTUTEPATYPhl
[Ipunoxenue 1. HazBanue
[Tpunoxxenue 2. Hazpanue
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IMPUJIOKEHUE 4
INABJIOH OT3bIBA HAYYHOI'O PYKOBOJAMTEJISA HA BBIITYCKHYIO
KBAVIMOPUKALIMOHHYIO PABOTY

AN ®EJIEPAJIBHOE FOCYJAPCTBEHHOE BIOJ)KETHOE OBPA30BATEJIbHOE
- L\

‘.'i \: YUYPEXKJEHHUE BbICIIETO OBPA3OBAHMSI

\o. ﬁ ‘c’l «YEJSIBUHCKHI TOCYJJAPCTBEHHBIN HHCTUTYT KYJIbTYPBI»

OT3bIB HAYYHOT'0 PYKOBOJAUTEIS
HA BBIMYCKHYI0 KBATH(UKAIHOHHYIO padoTy

®UO obyuaromerocst

dakyJbTeT JOKYMEHTAJIbHBIX KOMMYHHKALMI U TYpU3Ma
dopma 00yyeHHs1 OUHAS (3209HAs)

Hanpasaenue 46.03.02 JlokymeHTOBEI€HUE U apXUBOBEACHUE
I'pynna

HaumeHnoBanue TemMbl

®HUO pykoBoguTes

HoaxHocTh

YdyeHnas creneHb (3BaHHe)

1. OpuruHAJIbLHOCTH U HOBHU3HA MOJIYYEeHHBIX Pe3yJ1bTATOB.
2. CTeneHb CaMOCTOSITEJILHOCTH PellieHHs] MOCTABJIEHHbIX 3a/1a4.

3. SIcHOCTB, YETKOCTD, NMOCJI€10BATEIbHOCTH, 000CHOBAHHOCTH MOJYy4Y€eHHbIX
pe3yJbTaToB.

4.CTeneHb €caMOCTOAATEJIbHOCTH 00y4yamwumierocss U TBOPYECTBA NPUHATHA PelIeHMil NpH
HANUCAHUU PadoThl, €r0 HHUIHATHBHOCTb, YMeHHE OPraHU30BbIBATH CBOM TPY/I.

5. locTH:KeHHME MJIAHMPYEMBIX Pe3yJbTATOB 0CBOeHHs (YPOBEHb OBJIA/IECHUS] KOMIIETEeHI[Us-
MH).

6. KoppekTHOCTb MCTIOIb30BAHNUS UCTOYHHUKOB, 00beM OPUTHHAJIBLHOIO TekeTa — %0.
7. Hanuyue ny0ankauuii, yuactue B KoHgpepeHIHAX 110 TeMe Hccael0BaHNS.

8. KauecTB0o oopmiaeHus. (Ypogenv cpamomuocmu, cmuiib U30ACEHUSL, KAUECTNBO
NPULOIACEHUL U cCOOMBemcmaue mpebosaHUusM Cmanoapma K 9mum 0OKyMeHmam.)

9. Pexkomennauun. (Pexomendyemces k 3awume/ K sawume ne pexomenoyemcs. K nyoauxayuu,
yuacmuio 8 KOHKypce Hay4YHO-UCCIe008amenbCKux pabom cmyoeHmos, NOCMynieHuro 8 acnupaH-

mypy u op.)
10. 3ameuyaHus.

11. Bonpocsbr:
[Hoanuce (1.0.Pamunus)
Jara
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ITPHJIOKEHHE 5
IMABJIOH AKTA O BHEJAPEHUUN

AKT BHEJPEHUSA
pe3yJbTAaTOB BbINYCKHOI KBAJIU(PUKANNOHHOKH PadoThI

Hacrosimuii AKT CBUAETENBCTBYET, YTO PE3YJIbTAThl HCCICIOBAHUS (HAUMEHOBAHUE),
BBITIOJTHEHHOTO O0YyYarommMces... Kypca, Ne rpymmbl, (akylibreTa JOKyMEHTATbHBIX KOMMY-
HUKAIMi U Typu3Ma, ,HanpasieHus rnoarotoBku 46.03.02 JlokyMeHTOBEIEHHE U apXHBOBE-
nerne YenssOMHCKOTO TOCYAapCTBEHHOTO HHCTUTYTA KynbTypsl, DUO (8 meopumenvrom na-
Oedice), BHEAPEHBI B (HA36aHUe OpeaHU3ayuLL)

HpOLIGCC BHCAPCHUA MMPOXOAUI B ICpUOJ C AA.MM.ITIT IO AJA.MM.ITTT.

Pa3paboTka oOy4aromierocs o3BoJjuia (6616pams coomsemcmasyoujee).

No ConepskaHue BHEIPEHUS pe- ®opma BHeIpEHUs Mecro, nara
n/m 3yJIbTaTOB BHEJIPEHUS
1. [TonyunTh OOBEKTHBHBIN aHa- | A) BBICTYIUICHME Ha cemuHape (Hayu- | Haspanue wmepo-
I3 COCTOSIHHSI | HO-TIpaKTHYECKast KOHPEPEHIs, Ip.): | MPUATHA,  Jara
............................. MIPOBEICHUS
b) crates B xypHai, cOOpHUK bubmmorpadudge-
CKoe
OTIMCaHNe
2. Pacmmmputes mpodeccrnonans- | BeICTyIUleHME Ha ceMuHape (Mactep— | Haspanme wepo-
Hble 3HAHWS COTPYAHHUKOB | KIacc, Ap.): Ha3BaHHUE BHICTYTUICHUS MpusTHA,  Jara
(ykazatb OMOJIMOTEKY, OTIEN) MIPOBEACHHUS
B MPaKTH-
K.ttt eteeetaaaneanananas
3. PeanmuzoBatre mpoekT (Hamme- | Utorm peanmsanuu Hara peanuzanuu
HOBaHUE)
4. Hpyroe
JIOMKHOCTH OUO
M. 1T

(Tpedoyemcsa neuams yupescoenusn. Ecnu peuenzuna ogpopmnaemcea na gpupmennom oranke
opzanuzayuu, neuams He mpedyemcs)
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JUCT U3MEHEHUWI B TPEBOBAHUAX U METOJUYECKNX YKA3ZAHUSX
ITO BBINTOJIHEHUIO U 3AIINUTE BKP

B tpeboBanusa u meroauueckue ykasanus no BbinosiHeHUI0 BKP mo nHampasienuto
noarotoBku 46.03.02 JIoKyMEeHTOBEIEHME U apXMBOBEICHUE BHECEHBI CIEAYIOLINE U3MEHE-
HHS U JOIOJHEHUS:

YueOHbIi PexBH3HTHI Homep u HauMeHOBaHue Coaepxxanue u3MeHeHH
roj NPOTOKOJIA pasjena, moapasjaesa 1 10TI0JIHEeHH 1
2024/25 [Tpotokom Ne 11 | 3. Ilepeuens mevyatHbIX U 3JeK- | OOHOBIEHHE M JIOTIOJIHE-
oT 27.05.2024 TPOHHBIX 00pa30BaTEIbHBIX U | HUE CIHCKAa PEKOMEH]ye-
WH(POPMAIIMOHHBIX  PECYpCOB, | MO JIUTEpPAaTyphl HOBOM
HEOOXOAUMBIX JJs1 MOATOTOBKHU | y4eOHOW, METOJUYECKON U
K FOCYJJapCTBEHHOMY 2K3aMEHY | HAy4HOU JINTepaTypou
3.1. TleuatHbie W (WJK) DJCK-
TPOHHBbIE 00pa3oBaTEIbHBIE pe-
CypChI
2025/26 [Iporokon Ne 8 | 2. Ctpykrypa BKP JloronHeHO — mpuMepaMu
oT 26.05.2025 opopMIIeHHE CITHCKa HC-
I0JIb30BAHHBIX HMCTOYHHU-
KOB U JINTEPATYPHI
3. Ilepeuens mevatHbIX U dJeK- | OOHOBIEHHE M JIOTOJIHE-
TPOHHBIX OOpa30BaTEIbHBIX U | HUE€ CIIUCKA PEKOMEHAIYye-
WHPOPMAIIMOHHBIX  PECYpCOB, | MO JIMTEPAaTyphl HOBOM
HEOOXOANUMBIX JJIs1 MOATOTOBKM | HOPMAaTUBHOW,  yueOHON,
K TOCYJapCTBEHHOMY 3K3aMEHY | METOOUYECKON M Hay4yHOU
3.1. TleuatHsle u (WJIK) DIIEK- | TUTEPATYPOH
TPOHHBbIE 00pa3oBaTeIbHBIE pe-
CypCBI
2026/27 ITpotokon Ne 10 | P.3,3.2.2 JlonosHeH nepevyeHp pe-
ot 25.05.2026 CypcoB HH(POPMAITUOHHO-
TEJIEKOMMYHUKAMOHHON
cetu aTepHer
2027/28 [Tpotoxomn Ne

A0 MM.ITIT
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VYueOHoe n3ganue

ABTOPBI-COCTaBUTEIIN:
Haranes OneroBHa AjiekcaHapoBa
Huxkonait AnexcanapoBud AHTUIIHH

BpinmyckHasi KBaJIu(puKaunoHHas padora
o nporpamMMe 0akajaBpuarta
«/lokymeHTanMOHHOE 00ecnieyeHUue yIpaBJaeHHD)
10 HANIPABJIEHMIO MOATOTOBKH
46.03.02 lokymeHTOBeIeHHEe U APXUBOBe/IEHUE
KBAJIU(pUKALUA: 0aKaJaBp

TpeﬁoBaHI/m N METOAUYECKHUE YKAZAHUS 110 BBINIOJHCHUIO U 3aIlIMTE

Ileuaraercsa B aBTOpCKOﬁ peaakunuun

IlodnucaHo k neuamu
®opmam 60x84/16 O6sem 2,7 n. 1.
3akas Tupas 100 3k3.

YensOMHCKUH TOCYapCTBEHHBIH HHCTUTYT KYJIBTYPhI
454091, Yensbunck, yn. Opmxonukuize, 36 a

Otneuarano B Tunorpapun YI'MK. Puzorpad
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