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BBE/JIEHHE

[{enb0 UTOTOBOM aTTECTAIMM SIBISIETCS YCTAHOBJIEHUE COOTBETCTBHS YPOBHS M Ka-
YecTBa MOATOTOBKU BBIMYCKHUKAa DenepanibHOMY rocy/1apCTBEHHOMY 00pa30BaTeIbHOMY
CTaHAapTy cpeaHero mpodeccruonanbHoro odpazoBanus U BapuatuBHOM yactu OI'OC mo
KOHKPETHOM CHeIMaIbHOCTH.

Htorosas arrectanusi BeimyckHuka Kosuiemka mpoBoAUTCS B BHUJE MOATOTOBKU U
3aIIUTHI BBIMTYCKHOW KBATU(UKAIIMOHHON paOOTHI.

BeimryckHble  KBanuMUKAIIMOHHBIE  pabOThl  TPU3BaHBI  CIIOCOOCTBOBATh
CUCTeMATHU3allMi W 3aKPEIUICHUIO 3HAHWW CTYJEHTa IO CIEUUaTbHOCTH MPU PELICHUH
KOHKPETHBIX 3aJad, a TakKe BBIICHUTh YPOBEHb TMOJTOTOBKH BBHITYCKHUKA K
CaMOCTOSITENIbHOM paboTe, CTEMeHb OBIAJEHUS OOIWUMU U MpodeccHOHATbHBIMU
KOMITCTCHIIUSIMH..

[lenp MeTOMMYECKUX yKa3aHWH — OKa3aHUE IMOMOIINM CTYJEHTaM B BBIOOpE TeM,
Hanvcanuu, opOpMIICHUU U 3allldTe paboThl C Y4ETOM TpeOOBaHUM, MPEIBIBIAEMbBIX K
HEM.

Mertonuueckne yka3zaHus pa3paboTaHbl HAa OCHOBE TPEOOBAHHM CIEIYIONIUX
HOPMATHUBHBIX JOKYMEHTOB:

1. denepanbHbIi 3ak0H 00 0OpasoBaHuu B Poccuiickoit denepanuu Ne 273 ot
29.12.12r.

2. [Ipukaz ot 16 asrycrta 2013r. Ne 968 «O06 ytBepxknenun Ilopsiaka
MPOBEJCHUS TOCYJApPCTBEHHON MTOTOBOM aTTECTAaIlMH MO 00pa3oBaTeIbHBIM IpOrpaMMamM
cpeaHero mpodecCHOHaIBLHOT0 00pa30BaHUS

3. ITpuka3 ot 31 suBaps 2014r. No 74 «O BHeCEHMM HM3MEHEHHN B MOPSAOK
MPOBEJICHUS TOCYJApPCTBEHHON MTOTOBOM aTTECTAaIMH MO0 00pa3oBaTeIbHBIM IpOrpaMMam
cpenHero npodeccuoHaIbHOro 00pa3oBaHMs, YTBEPXKACHHBIM MprUKazoM MuUHHCTEpPCTBA
oOpazoBanus u Hayku Poccuiickoit @enepanuu ot 16 aBrycra 2013r. Ne 968»

4, 'OCT 7.1-2003 Cuctema cranaapToB 1o wHGOpMaIUU, OUOIUOTEYHOMY U
u3aTenbCcKoMy Jeny. buOmmorpaduueckas 3amuch. buOmmorpaduueckoe omucanue.
OO6mme TpeOoBaHMS U MPaBHIIa COCTABICHUS

5. ['OCT 7.32-2001 Cucrtema crangapTtoB no uHdopmaiuu, OUOINOTEHYHOMY U
u3narenbckoMy Jemy OTueT 0 HaydyHO-UCCIeIoBaTenbCcKkor padore. CTpyKTypa U mpaBuia
ohopmIIeHUS



OBILIME TPEFOBAHMS K BBIITYCKHOM KBAJTM®UKAILIMOHHOM PABOTE

BoinyckHas kBanddukanuoHHas paboTa npeicTaBiseT coOO0M 3aKOHYEHHOE MpH-
KJagHoe uccnegoBanue. OHa I0KHA COACPKATh TECOPETUUECKUNA U MTPAKTUYECKUM aHaIn3
3a/1lay B 00JacTH OpraHU3allMM JOKYMEHTAIIMOHHOTO OOeCedeHUs yrpaBlieHus U GyHK-
[IUOHUPOBAHUS OPTaHU3AIUY.

BrintyckHas kBanu@uKalnoHHas padoTa BBIIOIHIETCS Ha KOHKPETHBIX MaTepHaliax
(6a3 mpakTUKH) C y4ETOM MPOoOIIeM, TPEOYIOIIHUX PEIICHUS B TJAHHON OpraHU3allHH.

[Ipu HanmcaHuyu pabOTHI CTABSTCS CIEAYIOIINE 3a0a4Hn:

—  OpHUEHTHUPYET KaXKJI0TO CTYJIEHTa Ha KOHEUHBIA PE3yNbTarT;

—  TI03BOJISIET B KOMIUIEKCE MOBBICUTh KA4ECTBO Y4EOHOro IMpoliecca, KayeCTBO
MOJITOTOBKY CHEIUATNCTa U 00bEKTUBHOCTh OLIEHKHU TIOJITOTOBJIEHHOCTH BBITYCKHUKOB;

—  CHUCTEMaTU3HMpYyET 3HAHMUS, YMEHUS WU OMNbIT, IOJYYEHHBIE CTYIEHTAMH BO
BpeMs 00yUYEHUs U BO BPEMS IPOXOKICHUS TPOU3BOACTBEHHOMN MPAKTUKY;

—  pacuupseT MOIYyYEHHbIE 3HAHMS 32 CUET U3YUYECHHS] HOBEUIIUX NMPAKTUYECKUX
pa3paboOTOK U MPOBEICHUS UCCIeA0BaHUM B MpodeccuoHanbHo# cdepe.

BelltyckHas kBanu@puKanMoHHas padoTa Kak 3aKIIOYUTENIbHBIA 3Tal MOJATOTOBKHU
BBIIIYCKHHMKA JIOJDKHA COJAEpKaTh AJIEMEHThl CaMOCTOSITENIBHOTO HccienoBaHus. Pabora
BBIIIYCKHHUKA HAJ TEOPETHYECKOW 4YacThIO ITO3BOJSET OLEHUTh CIEAYIOIKE O00Iue
KOMIICTCHLNH:

OK 1. IloHumMaTh CyIIHOCTh M COIIMAJIBHYIO 3HAYUMOCTh CBOEH Oyayiiei mpodec-
CHUH, NIPOSBIIATH K HEW YCTOMYUBBIM UHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JI€ATEIBHOCTb, BEIOUPATh TUIIOBBIE METO/IbI U
CIIOCOOBI BBITIOJTHEHUS MPOGECCUOHANBHBIX 3aJ1a4, OIICHUBATh UX A((PEKTUBHOCTD U Kaye-
CTBO.

OK 3. IlpuHuMaTh pemeHus B CTaHAAPTHBIX U HECTAHIAPTHBIX CUTYalUsAX U HECTH
32 HUX OTBETCTBEHHOCTb.

OK 4. OcyuiecTBasiTh MOMCK W UCIOJIb30BaHUE MH(MOPMALMHN, HEOOXOIUMOM st
() PEKTUBHOTO BBINOJHEHUS MPO(ECCUOHANBHBIX 3aaad, MPOoPEeCCHOHATBLHOTO W JINY-
HOCTHOTO pa3BUTHS.

OK 5. Hcnonb3oBaTh MHYOPMAIMOHHO-KOMMYHUKALMOHHBIE TEXHOJOTHU B IMPO-
(heccoHAIBLHOM JIeSITEILHOCTH.

OK 8. CamocTosiTeTbHO OMNpeAesaTh 3a1auu Npo(ecCUHOHATBLHOTO U JTUYHOCTHOTO
Pa3BUTHS, 3aHUMATHCS CaMOOOPa30BaHUEM, OCO3HAHHO TIAHUPOBATh MOBBILIEHUE KBAJIU-
¢bukamm.

OK 9. OpueHTHpOBaTbCA B YCJIOBHUSIX YAaCTOM CMEHBI TEXHOJOTMH B Mpodeccuo-
HaJBLHOM NEeSITSIbHOCTH.

TpeGoBaHus K CTYIEHTY MPHU BHINOJHEHUH BBIMYCKHON KBaMU(pUKALUOHHON pabo-
THI:

—  TEOpEeTHYEeCKOe 0OOCHOBAHHME AKTYaJIbHOCTH M3ydaeMOM HpoOJieMbl B COBpE-
MEHHBIX YCJIOBHSIX;

—  yMeHue paboTaTh CO CHEIUaIbHON JUTEpaTypOl, TPaMOTHO LIUTHUPOBATH Be-
OYILIUX UCCIeI0BaTENeH, eJaTh CChIIIKMA HA UCIIOJIb30BAHHBIE HCTOYHUKY;

—  paboTa I0KHA UMETh HEOOXOJMMYIO TPAaBOBYIO OCHOBY;



—  MPUBJICYCHHUE MPAKTUUYECKOrO0 Marepuasa, MOJy4YeHHOrO B Pe3yjibTaTe CcoO-
CTBEHHOT'0 UCCJIEIOBAHUA;

—  JIOCTOBEPHOCTb U KOHKPETHOCTH H3JI0KEHUSA (PAKTUYECKUX M IKCIEPUMEH-
TaJbHBIX JAHHBIX O PaOOTE OpPTaHMW3AIUN WIH MPEANPUATHSI, KPATKOCTh U TOYHOCTH (POop-
MYJIUPOBOK;

—  000CHOBaHHE BBIBOJIOB U MPEIJIOKEHUN MO pe3ysibTaTaM HCCICAOBAHUSA, UX
KOHKPETHBIN XapakTep, MpakTH4ecKasi IEHHOCTh JIJIsl PEIICHUsI UCCIIEAyEeMbIX pooIieM;

—  YETKOCTh U JIOTUYHOCTh M3JIOKEHUS MBICIIEH, TOKa3aTeIbHOCTD 11eJIecoo0pas-
HOCTH U 3()PEKTUBHOCTHU MPEAJIAraeMbIX PEIICHUM.

Leabio BBITYCKHON KBaTU(UKAITMOHHON pabOThI SIBISETCS YCTAaHOBJICHUE COOTBET-
CTBHSI YPOBHS OCBOCHHOCTH KOMIIETEHIIUM, 00ECIIEYNBAIOIIUX COOTBETCTBYIOIIYIO KBaJH-
¢ukanuio U ypoBeHb 00pa3zoBaHusi oOyuaronuxcs, denepaqbHOMY TOCYIapCTBEHHOMY
00pa3oBaTEIbHOMY CTaHJAPTy CPEIHEr0 MPOQEeCcCHOHATBLHOIO0 00pa30BaHUS MO CHEIH-
anbHOCcTH  46.02.01 JlokymMeHTaIlMOHHOE 00ECeYeHHE YIpaBiIeHUsI U apXUBOBEJCHHUE B
4acTH OCBOEHUSI BUJOB ITpodeccuoHanbHoi nestenbHocT (BITJ]) cnienuanbHOCTH:

- OpraHuzanusi JOKyMEHTAllMOHHOTO OOeclieyeHusl ynpaBieHUs U (QyHKIHUO-
HUPOBAHUS OpraHU3aIUU.

- OpraHuzaiusi apXMuBHOM M CIPABOYHO-UH(POPMAIIMOHHON pabOTHI MO JOKY-
MEHTaM OpraHU3alUU.

- BrimonHeHre paboT MO OJHOM WM HECKOJBKUM MpodeccusiM pabouux,
JOJKHOCTAM ciy>kanux (mpuioskenue k GI'OC).

U COOTBETCTBYIOMUX NMpodeccuoHanbHbIX KomneTeHuni (I1K):

Opranuzanus 10KyMEHTAIlMOHHOTO o0ecnieyeHusl yNIpaBJieHUs U PyHKIMOHH-
POBaHUS OPraHU3ANNH

[1K 1.1. KoopauaupoBath paboTy opraHu3anuu (MpUEeMHON PYKOBOJUTENS), BECTH
IIPUEM ITOCETUTEIIEN.

[1IK 1.2. OcyiiecTBasTh pabOTy MO MOATOTOBKE U MPOBEJACHUIO COBEIIAHMM, JEN0-
BBIX BCTpEY, MPUEMOB U MPE3CHTAIUH.

[TIK 1.3. OcyiiecTBISATh MOATOTOBKY JEIOBBIX MOE3I0K PYKOBOJUTENS U APYTUX CO-
TPYAHUKOB OpraHU3aINH.

[1K 1.4. Opranu3oBsiBaTh pabouee MECTO CEKpeTapsi U PyKOBOAUTENS.

[IK 1.5. OpopmasTs u pPErucTpUpOBaTh  OPraHU3aLMOHHO-

pacropsiuTeIbHbIE JOKYMEHTHI, KOHTPOJIUPOBATH CPOKH UX UCTIOJHECHHUS.

IIK 1.6. O6pabaTbiBaTh BXOJSIINE U UCXOAAIINE JOKYMEHTHI, CHCTEMAaTU3UPOBATh
WX, COCTaBIISATh HOMEHKIIATYPY €7 U OPMHUPOBATH IOKYMEHTHI B JIETa.

[1K1.7. CamocrosiTenbHO paboOTaTh ¢ JOKYMEHTAMH, COACPKAIIMMHU KOH(PHUICHITU-
ATbHYI0 HH(POPMAIIHIO, B TOM YHUCJE C TOKYMEHTAMU 10 IMYHOMY COCTAaRYy.

[IK 1.8. OcymectBnsate TenedoHHOE OOCTyXKHUBaHHWE, NMPUHUMATh U TEpeaBaTh
(bakchl.

[1K 1.9. OcymiecTBasTh HOATOTOBKY JI€] K IIEpEIade Ha apXUBHOE XPaHEHHUE.

[1IK 1.10. CocTaBniath onucH e, OCYUIECTBIATH MTOATOTOBKY €1 K Iepeaade B ap-
XUB OPTaHU3alNH, TOCYIAPCTBEHHBIE U MYHULIUTTAILHBIE APXHUBBI.

Opranuszauuss apXuBHOH M CIPABOYHO-MH(OPMANMOHHOH PadOTHI MO OKY-
MEHTaM OpPraHu3aunu

[IK 2.1. OcyniecTBiATh 3KCIEPTU3Y LIEHHOCTH JOKYMEHTOB
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B COOTBETCTBUU C IEUCTBYIOIIMMH 3aKOHOJATEIIbHBIMA aKTaMU U1 HOPMATHUBAMH.

[1K 2.2. Bectu paboTy B cucTeMax 3JIEKTPOHHOTO TOKYMEHTO000pOTA.

[1K 2.3. Pa3pabatbiBaTh U BECTH KiacCU(PUKATOPBI, TAOEIU U Ap. CIPABOYHUKH IO
JOKyMEHTaM OpraHu3alluu.

[1K 2.4. ObecnieunBaTh NpyueM U pallMOHAIBHOE pa3MeIleHUE JOKYMEHTOB B apXHBE
(B T.4. JOKYMEHTOB I10 JITYHOMY COCTaBY).

[1K 2.5. OGecrnieunBath y4eT U COXPAHHOCTh TOKYMEHTOB B apXMBE.

[IK 2.6. OpraHu3oBbIBaTh HCIIOJIb30BAHUE APXUBHBIX JOKYMEHTOB B HAy4YHBIX,
CIIPABOYHBIX U MPAKTUYECKHUX LETIAX.

[1K 2.7. OcyiiecTBIsATh OpraHU3alMOHHO-METOIMYECKOE PYKOBOJCTBO U KOHTPOJIIb
3a paboOTOM apXrBa OpraHU3alluy 1 32 OpraHu3alyei JOKyMEHTOB B JI€JIONPOU3BOJICTBE.

BBIFOP TEMBI BBIITY CKHOM KBAJIM®UKAILIMOHHOM PABOTEI

Beinycknast kBanuukanuoHHas paboTa J0JKHA UMETh aKTyalbHOCTh, HOBU3HY U
MPAKTUYECKYI0 3HAYUMOCTh U BBINOJHATHCA MO BO3MOXKHOCTU MO MPEIJIOKEHUAM (3aKa-
3aM) NpEeANPUITHI, OpraHu3aluil Wik 00pa30BaTeNIbHBIX YUPEKICHUM.

TeMbl BBITYCKHBIX KBATM(DPUKAMOHHBIX pa0OT pa3padaThIBaIOTCS MPENOAABATEIIMU
KOJUIE/I)Ka COBMECTHO CO CIIELMATUCTAMHU MPEANPUATUN WIM OpraHu3aluid, 3auHTEpPECO-
BAaHHBIX B pa3pabOTKe NaHHBIX TeM. CTyJEHTY IpPea0oCTaBIsETCs MPaBO BHIOOPA TEMBI BbI-
MIyCKHOM KBaJu()UKAITMOHHOW paOOThI BILIOTH O MPEAJIOKEHHSI CBOEU TEMBI C 00OCHOBA-
HUEM 11eJ1IeCO00pa3HOCTH €€ pa3paboTKu.

Bb160p 01HOM U TOM 7K€ TeMbI ABYMS CTyI€HTaMH, IPOXOASIIUMU MTPEITUINIOMHYIO
IIPaKTHUKY Ha OJTHOM IPEANPUATHH, HE JOITYCKAETCS.

TemaTuka BBINTYCKHBIX KBaJIM(UKAIIMOHHBIX PabOT MOJKHBI OTBEYaThb COBPEMEH-
HBIM TpeOOBaHUSM Pa3BUTHs HAayKW, TEXHUKH, MPOU3BOACTBA, IKOHOMHKH, KYJIbTYPbl U
oOpa3oBaHUs.

K BBINOSHEHNIO BBITYCKHON KBaTU(UKAIIMOHHON pabOThI CTYJIEHTaM I1eJiecoo0pas-
HO TOTOBUTHCS 3apaHee. Jns monyyeHus (akTHUECKUX JAaHHBIX HEOOXOAMMO HCIOJIB30-
BaTh MaTepuasbl MPOU3BOJICTBEHHON M MPEIIUIUIOMHOM MPAaKTUK, a TAKXKE Pe3yibTaThl
MCCJIEIOBAHMM, MOJTYYEHHbIE B XOJ€ MOJATOTOBKM KypCOBBIX palO0T. CTyIEHThI 3a04HOM
(dbopmbl 00yueHHs BBIOMPAIOT TEMY BBIMYCKHOM KBAIM(PUKALIMOHHON pabOThl C y4eTOM
npoduis U MecTa paboThI.

TemaTuka BbIMYCKHBIX KBATU(PUKALMOHHBIX padOT B BHJI€ MPUMEPHOTO NEPEUHS 3a-
0JIarOBpEMEHHO JTOBOJATCSA 10 CBEAEHUs cTyaeHToB. [locne npeaBaputensHoro BeiOOpa u
O3HAKOMJICHHUSI C PEKOMEHIyeMOH JIMTEPaTypoil CTYyJIEHT ¢ pyKOBOJAUTEIEM PabOTHI yTOU-
HSIET TeMY, KOHKPETH3UPYET BOMPOCHI MPEIoIaraeMoro MCcleA0BaHus, pa3padaTbiBaeT
IIJIaH €€ HAMMCAHMS C YYETOM MECTA MPOXO0XKIACHUS NPEIIUIUIOMHON NPAKTUKH.

Crynent odopmiiser 3asBieHue (MpuwiokeHue 1) Ha UMs HadaJIbHUKA Y4eOHOU Ya-
CTH O pa3pelIeHUH BBINOJIHATH pabOTy MO BHIOPAHHON TeMe U COBMECTHO C PYKOBOJIHUTE-
JeM pa3palaThiBaeT 3aJaHuEe M KaJCHJApHBIA IpauK MpOBENECHUS UCCIEAOBaHUS (IIPHU-
JIO’KEHHE 2), BKIIOYAIOLIUN CIeYIOIUE ITAIbI:

—  paboTa ¢ HOpMaTUBHO-TIPABOBOW U HAYYHOU JIUTEPATYPOK;

—  OCBOEHHE IKCIEPUMEHTAIbHBIX METOJOB HCCIICIOBAHUS;

—  BBINIOJIHEHUE HKCIEPUMEHTAIbHON U aHAIUTUYECKON paboThl MO cOOpy JaH-
HBIX;



—  aHaJu3 NOJYYEHHBIX IaHHBIX, GOPMYIUPOBAHKE BBIBOJIOB H PEKOMEHAAIINIA;
—  o¢opmieHHe paboThl B COOTBETCTBUU C YCTAHOBJIEHHBIMU TPEOOBaHUSIMH.

PYKOBO/ICTBO BBIITYCKHOU KBAJTU®UKALIMOHHON PABOTOM

PykoBouTeNnb BBIMYCKHON KBaJM(UKAIIMOHHOW pabOThl Ha3HAYAETCS ITUPEKTOPOM
kotemka. OIHOBPEMEHHO, KPOME OCHOBHOTO PYKOBOIHTENS, MOTYT OBITh Ha3HAYCHBI
KOHCYJIbTaHTHI [0 OTJEIBHBIM YacTAM (BOIPOCaM) BBITYCKHOM KBaNu(pUKALMOHHON pabo-
Thl. [10 OTAENBbHBIM TeMaM PYKOBOJCTBO BBITYCKHBIMH KBAJIM()UKAIIMOHHBIMUA paboTaMu
MOTYT OCYLIECTBJISATh CIEHUATUCTBI U ONBITHBIE pAOOTHUKU NMPEANPUATHA U OPTraHU3ALIMM.

3aKperyieHre TeM BBITYCKHBIX KBATU(PUKAITMOHHBIX paboT (C yKa3aHHEM PyKOBOJIH-
TeJIEH ¥ CPOKOB BBIMIOJHEHUS) 3a CTyJIeHTaMu 0GOpMIIIETCS MPUKA30M 10 KoJutemky U
BI'Y.

[To yTBepK/IEHHBIM TEMaM PYKOBOJUTENIN BBIMTYCKHBIX KBAIU(UKAIIMOHHBIX paboOT
pa3palaThIBalOT MHAMBHUAYAJIbHBIE 3aaHusl A Kaxkaoro cryaeHTta. O0bem 3aganus — 1-2
mucta. O6pasen; 0popMICHHSI UHIUBUAYATbHOIO 3aJaHUS 1aH B IPUIIOXKEHUH 2.

3aaHusl Ha BBIITYCKHYIO KBaJIM(UKAIIMOHHYIO pabOTy paccMaTpuBalOTCS METOJIH-
YECKOM KOMHCCHEW, MOJIMUCHIBAIOTCS PYKOBOJAUTENEM PabOThl M YTBEPKIAIOTCS Hadallb-
HUKOM y4e€OHON 4acTH KOJIIEKa.

B oTaenbHbIX CllydasX JOMYCKAeTCsl BBINOJHEHUE BBIMTYCKHON KBAJIM(PUKAMOHHOM
paboThI rpymnmoil cryAeHToB. [Ipy 3TOM MHAMBUIYyalbHBIE 33aHUS BBIIAIOTCS KaXIOMY
CTYJICHTY.

3ajaHus Ha BBIMYCKHYIO KBAJIM(PHKAUIMOHHYIO pPaOOTy BBIJAIOTCS CTYJIEHTY HE
II03/THEE, YEM 3a JBE HEJEIU 0 Ha4aJla PEIIUIITIOMHON IPAKTUKHU.

3anaHusl Ha BBIMYCKHYIO KBAIU(DPHUKAIMOHHYIO pabOTy COMPOBOXKAAIOTCS KOHCYJIb-
Tanuel, B X0 KOTOPOW pa3bsCHIIOTCS Ha3HauU€HHUE U 33/1a4H, CTPYKTypa U 00beM pado-
ThI, IPUHLIUIIBI pa3paboTKU U 0(OPMIICHUS, IPUMEPHOE paclpe/iesieHue BPEMEHU Ha BbI-
MTOJIHEHHUE OTCJIbHBIX YaCTe! BBITYCKHON KBATM(PUKAITMOHHON PaObOTHI.

OO11ee pyKOBOJCTBO M KOHTPOJIb BBIMOJIHEHUS BBITYCKHBIX KBaIU(PUKAIIMOHHBIX
paboT OCYIIECTBIIICT HAYAIBHUK YICOHOM YacTH KOJUICKA.

OCHOBHBIMM (YHKUUSMH PYKOBOAMTEINS BBIMYCKHOM KBaIM(PUKALMOHHON padOThI
ABJISIFOTCS:

—  pa3palboTKa MHIUMBUyAJIbHBIX 33JaHUM;

—  KOHCYJIbTHPOBAHHUE IO BONPOCAM COAEPKAHUSA M IOCJIENOBATEIBHOCTH BBI-
MTOJIHEHMSI BBITYCKHOW KBATH(PUKAIIMOHHON padOThI;

—  OKa3aHMe MMOMOUIH CTYACHTY B MoA00pe HeOOXOUMOM JTUTEPaTyPhI;

—  KOHTPOJIb XOJIa BHIMIOJHEHUS BBITYCKHON KBATM(DUKATMOHHOW pabOThI;

—  TOJArOTOBKA MMCHMEHHOTO OT3bIBa Ha BBIMYCKHYIO KBaJU(UKAIMOHHYIO pa-
ooTy.

[To 3aBepiieHUH CTYAEHTOM BBIMYCKHOW KBaIU(PUKAUOHHON PabOThl PYKOBOJIM-
TEJIb IOANMCHIBAET €€ U BMECTE C 3aJaHUEM U CBOMM IMCBbMEHHBIM OT3BIBOM II€pEIaeT
HAYaJIbHUKY Y4eOHOH YacTu.

OT3bIB PYKOBOJUTEIISI COCTABISETCS MO 00pasily, IPUBEICHHOMY B MPUJIOKEHUH 3.
PykoBonuTeNnb HE BBICTABISET OLIEHKY BBITYCKHOW KBAaTH(PHUKAIIMOHHOMN pabOThI, a TOJIBKO
PEKOMEHIYET WM HE peKOMEeHayeT ee k 3amure B ['OK.
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BrinmyckHble KBaTH(pUKAMOHHBIE paOOThI MOJIEKAT 00513aTEIbHOMY PELICH3UPOBa-
HUIO CIEIMATUCTaMU M3 4Kciia paOOTHUKOB KPEIUTHBIX OpTraHu3alluil, mperoaBaTeneii
00pa30BaTENbHBIX YUPEKICHHUH, BIaICIONINX BOIPOCAMH, CBS3aHHBIMU C TEMAaTHUKOW BBHI-
MYCKHBIX KBaJTH(PUKAIIMOHHBIX padoT.

PerieH3eHThI BHITYCKHBIX KBATU(PHUKAIIMOHHBIX pa00T HA3HAYAIOTCS PACHIOPSHKEHUEM
1o kosuiemKy. dopma HampaBiIeHUs HA PELIEH3UIO U 00pa3ell pelleH3Un JaHbl B MPHIIOKe-
HUSIX 4 ¥ 5 K JaHHBIM MeTOINYeCKUM yKa3aHUsIM.

ConeprxaHue pereH3uu JOBOAUTCS 10 CBEACHUS CTYACHTA HE MO3HEE, UeM 3a JICHb
710 3aIUTHI BBITYCKHON KBaTU(PUKAITMOHHON pabOTHI.

Brecenne n3MeHEeHUH B BBIMYCKHYIO KBaTU(UKAIIMOHHYIO PabOTy IMOCie MoTyde-
HUS PELIEH3UU HE JI0IMyCKAeTCH.

HavanpHuk y4eOHOM YacTu Mociie 03HAKOMJICHHS C OT3BIBOM PYKOBOJUTENS U pe-
[[EH3MEH PelIaeT BOMPOC O JOMYCKE CTYACHTA K 3aIIUTE W MEPeIacT BBHITYCKHYIO KBallH-
($uKalnOHHYIO0 paboTy B TOCYIapCTBEHHYIO SK3aMEHAIIMOHHYIO0 KOMHUCCHIO.

CTPYKTYPA U COJEPXXAHUE BBIITY CKHOM KBAJIM®UKAIIMOHHOM
PABOTDEI

CtpyKTypa BBIITYCKHON KBAIM(PUKAITMOHHON paOOTHI BKIIIOYAET:

—  TUTYJIbHBIH JIUCT;

—  3a/IaHM€ Ha BBINOJHEHUE BBIMYCKHOW KBATM(UKAIIMOHHOW pabOTHI C KaJeH-
JTapHBIM TpauKoM;

—  OT3bIB pyKOBOJUTEJS;

—  peueH3us;

—  COJIEp>KaHMUE;

—  BBEJICHUC;

—  OCHOBHYIO YacCTh, COCTOSIIYIO U3 IBYX Pa3JIE€OB:

- TEOpETUYECKas YacTh;

- OTIBITHO-IKCIIEPUMEHTAIbHAS YaCTh (ITPaKTHUECKas 4acTh);

—  3aKJIIOYEHHE, COJEpkKallee BbIBOAbI U PEKOMEHJALMU OTHOCUTEIBHO BO3-
MOKHOCTEH MPUMEHEHUS MOJTYYCHHBIX PE3YJIbTaTOB!

—  Oubnuorpaduyeckuii CIHUCOK JIUTEPaTyphI;

—  TPWIOKCHHUS.

BrITyckHBIE KBaTM(UKAIMOHHBIE PAOOTHI MOTYT BBITIOJNHATHCS CTYJIEHTAMHU, KakK B
00pa3oBaTEILHOM YUPEIKICHUH, TAK U B OpTraHU3aIlMU, TIPEANPUITAN (0a3e MPAKTUKH).

TuTyJdbHBII JHCT SBISCTCS TEPBBIM JIMCTOM BBITYCKHON KBaJM(PHKAITMOHHOM
paboThI U 3anoyHseTCs Mo (opMe, MPUBEICHHON B MIPUIIOKEHUU 6.

Coaep:xaHue BKJIIOYAeT HAaMMEHOBAHME BCEX Pa3/esiOB, MOJPA3ACIOB U IMYHKTOB,
MPWIOKEHUH C YKa3aHHUEM HOMEPOB CTPaHUII, HA KOTOPHIX OHU TTOMEIIECHBI, U COCTaBIISET-
cst o popMe, TPUBEACHHON B MPUJIOKEHUN 8.

Martepuai, npejcTaBICHHBIM B BBITYCKHOW KBaTU(DUKAITMOHHOW paboTe, NOKEH
COOTBETCTBOBATh HAa3BaHUIO TEMBI.

BBenenue — BCTynmuTeIbHAS YaCTh KBATM(DUKAITMOHHOM PabOThI, B KOTOPOA:

—  000CHOBBIBAETCSl AKTYaJIbHOCTh TEMBI pa0OThI, €€ TEOPETUYECKAsi U MPAKTH-
YyecKas 3HaUMMOCTb;



—  ONpEeAeNsoTCa LENH W 33Ja4d UCCIENOBAaHMS, BO3MOXHBIE IyTH PELICHUS
IIOCTaBJICHHBIX 33/1a4;

—  OIPEACAI0TCS TPAHMIIBI (TTapaMeTphl) UCCIeA0BaHUS (0OBEKT, IPEIMET);

—  XPOHOJIOTWYECKHUE U (WIN) IpeaMETHBIEC, U (WIH) TeorpadudecKue paMKu;

—  OTMEYAaKOTCS TOJIOKEHHS, KOTOpPBhIE BBIHOCATCS Ha 3allUTy, OIKCHIBAETCSA
CTPYKTypa paboTBhI.

ITo 06beMy BBeieHHE, KaK PABUJIO, HE TOJKHO MPEBBIILATH 3-4 JTUCTOB.

OcCHOBHasl 4acTh BBIITYCKHOM KBaJIM(PUKAIIMOHHOW pabOThl COCTOUT U3 JABYX pasjie-
JIOB: TEOPETUYECKOW M MpakTHueckod yacTu. CoaepkaHUE TEOPETUUYECKOW M IMpaKTUde-
CKOH 4acTH OIpenessieTcs] B 3aBUCUMOCTH OT MPOQMIIA CIIEUUATBHOCTH U TEMbI BBIITYCK-
HOM KBaNMU(PUKAITMOHHOMN PabOTHI.

B TeopeTnueckoil yacTh IaeTcs OCBEIIEHHE BOMPOCOB TEMbI HA OCHOBE aHAIM3a
HOPMAaTHBHOM, CIIELIMAJILHON M y4eOHOU nuTeparypsl. [IpakThueckas 4acTb MOKET OBIThH
npeJcTaBIeHa METOIMKOM, pacueTaMu, aHaJIN30M SKCIIEPUMEHTAIBHBIX JTaHHBIX, MPOIYK-
TOM TBOPYECKOW AEATENBHOCTU CTYACHTa B COOTBETCTBUU C OCOOEHHOCTSIMHU Ipodeccro-
HAJTBHOM JIEITETFHOCTH U BBIIAHHBIM 3a/IaHUEM.

Teopernyeckass 4YacThb — TEOPETHUKO-METOJOJIOTMYECKAsT OCHOBA HCCIEyEMOM
poOJIEMBbI, B KOTOPOIA:

—  ONKCHIBAETCS CYIIHOCTh W  XapaKTepUCTHUKa MpeaMeTa U oObeKTa
HCCJIEIOBAHMSI, COAEPKAHNE MTPOLIECCA UX PA3BUTHS U COBPEMEHHOE COCTOSIHUE;

—  OLICHMBAETCSI MECTO UCCIIEAYEMOr0 0OBEKTa B paMKax MPEeAMETHOMN 061acTu;

—  OLICHMBAETCS CTENEHb M3YYEHHOCTH HccienyeMoil mpobnemsl. Ha3biBaroTcs
HOPMAaTUBHO-TIPAaBOBBIE aKThI, PETVIAMEHTUPYIOLINE U3y4aeMbl€ BOIIPOCHI, TEOPETUUECKU U
MPAKTUYECKU PEIIEHHBIE U CIIOPHbIE (AUCKYCCHOHHBIE) MPOOJIEMBI, TIO-PA3HOMY OCBEIICH-
HbI€ B HAyYHOM JINTEpAType, ¢ YKa3aHUEM JIMYHOTO MHEHHUS aBTOPA BBIMYCKHON KBaJU(U-
KalMoHHOW paboThl. [Ipu 3TOM aHanu3upyercs U 0000IaeTCss HOpMATUBHAS U CIIEIUATTb-
Hasl IuTepaTrypa B 00JaCTH MPEAMETA UCCIIEI0OBAHUS;

—  [POBOJUTCS YTOUHEHHE MOHATUITHO-KaTErOpruaIbHOTO aniapara;

—  mpenajararoTcsi COOCTBEHHbIE WJIM YTOUHSIIOTCS CYIIECTBYIOIIHME KiIacCU(pUKa-
MU (TUMOJIOTUH ) UCCIEAYEMBIX MPOIIECCOB, ABICHUMN U (PAKTOPOB;

—  TPEACTaBISIOTCA COLMANIbHBIE, SKOHOMHUYECKUE, MPaBOBbIE, ICUXOJIOTHYe-
CKHE U OpTaHU3alMOHHbIEC ACTIEKThl aHATU3UPYEMOU MTPOOIEMBI.

TeopeTnueckas dYacTb, KakK IpaBUJIO, COCTaBJISET COAEpKAHME NEPBOU TIJIaBbI
BBIITYCKHON KBaJM(UKALIMOHHON pabOTHI.

OnbITHO-IKCIIEPUMEHTAJIBHAS  4YacThb —  [pPaKTUYecKass  COCTaBIIAIONIAS
BBIITYCKHON KBaJIM(PUKALMOHHON pPabOThl, B KOTOPOH MPHUHATHIE MO HCCIETYyEeMOU
npoOjemMe peleHrus MOTYT ObITh MPEACTABICHbl METOJMKAMH, pacyeTaMu, aHaIu30M
AKCIIEPUMEHTAIBLHBIX JaHHBIX, IPOBEJACHHBIX B COOTBETCTBHH C 33aJJaHUEM, U JOTIOJTHEH-
HBIX CXeMaMH, TpaduKaMu, TuarpaMMaMu | TIp.

VYka3zaHHasg 4acTh paOOThl, KaK MpPaBWIO, OOpa3yeT BTOPYIO TJIABY BBIMYCKHOM
KBaTM(UKALIMOHHON paOOTHI.

3aK/04eHHne COJIEPKUT BBIBOJBI M PEKOMEHAAINU OTHOCUTEIHLHO BO3MOXKHOCTEH
NPUMEHEHHUS MOJyYEHHBIX Pe3yJbTaTOB — 3TO MOCIEA0BATEIbHOE, JIOTUYECKU CTPOIHOE,
KpaTKO€ W3JI0KEHHE pPe3yJbTaTOB IPOBEICHHOTO MCCIEAOBAaHUs, Urparoliee poiib
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KOHIIOBKH, B KOTOpOH (OpMYNHpPYIOTCS HOBH3HA U TPAKTHYECKas 3HAYUMOCTH
MOJIYYEHHBIX PE3yJbTAaTOB, NPEIJIOKEHUS HO UX MCIOJIb30BAHMIO M HAIpaBJiICHUS IJis
JTadbHEUIINX UCCIASAOBAHUM B TaHHOU cdepe.

O6beM ykazaHHOM yacTu paboThl — He Oosee 4-5 TUCTOB.

bubauorpaduyecknii  CIUCOK  JHUTEPATYPpbl —  TIOMEIIAEMBIA  TOCIE
3aKIIOYUTENIBHON YaCTH BBITYCKHOM KBAM(DUKATMOHHONU paboThl, 0POPMIICHHBIN 110 BCEM
oubnuorpaduyeckuM TIpaBuiIaM U MPOHYMEPOBAHHBIM INEpeueHb HCMOJIb30BAHHBIX CTY-
JCHTOM HWCTOYHMKOB WH(popManmuu (JIUTepaTypbl W JAPYrUX HHPOPMAIMOHHBIX
HCTOYHHUKOB).

[TonOop ¥ aHanu3 JUTEPATYpPhl ABJISIETCS BaXKHBIM 3TAIOM IMOJTOTOBKU BBITYCKHOM
KBATH(UKAIMOHHON paboThl. CTYIEHT CaMOCTOATEILHO, OMUPAasCh Ha KOHCYJIbTAITUU
PYKOBOJIMTENISA, TTOAOHUPAET HEOOXOMUMYIO JUTEepaTypy. B BBITyCKHON KBanM(pUKAIIMOH-
HOM paboTe PEKOMEHJIYETCs HUCIOIb30BaTh 3aKOHOJaTeNbHble akThl Pd, HOpMaTuUBHbBIC
nokymeHTsl Munduna Poccuu, crienuanbHyio M Y4eOHYIO JUTEpaTypy, MEPUOIUIECKHE
W3aHusl, CTaTUCTHYECKUE €KErOJHUKHU, IHTEepHET-UCTOUHMKH. KOITMYEeCTBO HICTOUHUKOB
uHOpMaIMU 3aBUCUT OT TEMbl W ONpPENENSAeTCS CTYIASCHTOM IO COIJIACOBAHHUIO C
PYKOBOJIMTENEM, KaK MpaBuiio, ucrnoibzyercsa 20-30 pabor.

Hcrounnkamu uHGOpMAIIMKA O JEATEILHOCTH KOMMEpPUYECKHX OAaHKOB CIIy)KaT CTa-
TUCTUYECKUE JIaHHbIE, MaTepHasibl OQUIIMATBHBIX CAWTOB, MyOJUKyeMbie (HOpMbI (PUHAH-
COBOM OTYETHOCTH, & TAKXKE JaHHBIE, MOJYYEHHBIE BO BPEMS MPEAIUIIIIOMHON MPAKTUKHU.
JlocTynn K JAHHBIM U Pa3pellieHHE Ha WX HUCIOJIb30BAHUE CTYJCHT JOJKEH MOJIY4YUTh Y
PYKOBOJUTENEH CTPYKTYPHBIX NO/Ipa3ieeHusix OaHKOB (0a3 MpaKTHKH).

IIpusioskeHuss — BCE BCIOMOTATENIbHBIC WJIM JIOMOJIHUTEIbHBIE MaTepuaibl, HE
SBJISIIOIIMECS HACYIIHO BaXHBIMU JJI1 TIOHUMAaHMS pelIeHUs Hay4YHOM 3ajauu,
MOMeIaeMble Ha MOCIEHUX CTPAHUIAX BBITYCKHOW KB (PUKAIIMOHHOU pabOThI:

—  CBEJCHUS, TOTIOJIHSIONINE UCCIICIOBAHUS;

—  TIPOMEXYTOYHBIE HCCIe0BaHUs, (POPMYIIbI U PACUETHI;

—  TabJUIIbI BCIOMOTATEIbHBIX ITU(POBBIX JAHHBIX;

—  WUIIOCTPAILIMHU BCIIOMOTaTEILHOTO XapaKkTepa;

—  JIOKYMEHTBI, TOJTBEP>KIAIOIINE UCIOIb30BaHUE pPE3YyJIbTaTOB padOThl B
MPAKTUYECKON NEATEIbHOCTA OPTaHU3ALNY;

—  (¢uHaHCOBasg OTYETHOCTh U WHBIC MIEPBUYHBIE TOKYMEHTHI;

—  WUIIOCTpAINH, TabJIUIIbl HA JucTax ¢popmarta A3, u T. 1.

OO0mumii 00beM BbITYCKHOW KBanU(pUKAMOHHON paboThl — 50-60 11UCTOB MaIIMHO-
MHUCHOTO TEKCTa C UHTEpBaJIoM 1,5 (He cuuTasi MpUIOKEHUM).

[TPUMEPHA TEMATHUKA BBIITYCKHbBIX KBAJIMOUKAILIMOHHBIX PABOT

1. HccnenoBanue nestenbHOCTH ciy)0b1 JIOY yupexeHusl.

2. Opranu3zanusi padoThl KaHIEISIPUH TOCYIapCTBEHHOTO YUpEKICHUs (Ha KOH-
KPETHOM MPUMEPE)

3. JIOKyMEHTAIIMOHHASI JEATEIbHOCTh B FOCYAApPCTBEHHBIX M MYHULIHIIAJIBHBIX
opraHax

4. HccnenoBanue yHUGUIMPOBAHHOM CUCTEMBI JOKYMEHTAIIMU B OPTaHU3ALIHH.

S. HccnenoBanue 1eaTeIbHOCTH KaIpPOBOW CIIYKObI MPEATPUSITHSL.
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6. [IppuMeHeHnEe KOMITBIOTEPHBIX TEXHOJIOTHMH B JEIONPOU3BOACTBE OpPraHHU3a-

1107078

7. HccnenoBanre CUCTEMBbI OpPraHU3AlMOHHO-TIPABOBOM JOKYMEHTAIlMU Tpe-
PUSTHSL.

8. HccnenoBanue cucteMbl pacloOpSIUTENbHON JOKYMEHTAIIUU TIPEANPUSATHUS.

Q. UccnenoBanre cuctemMbl HUHPOPMAIMOHHO-CIIPABOYHOM  JIOKYMEHTAllUU
peANpUsATHUS.

10. CucTema 3JIeKTPOHHOTO JOKYMEHTOO0O0pPOTa B OpTaHU3aIIH.

11. Opranuzamnus J0KyMEeHTO000pOTa Ha MPEANPUITHH.

12. UccnenoBanue OpraHu3allMd PEruCTpali U KOHTPOJIS MCIIOTHEHUS TOKyMEH-
TOB B YUPEKICHUU.

13. Opranuzanus BeAeHUS JI€TONPOU3BOJICTBA MO OOpAIIEHUSAM TPaKJaH B TOCY-
JApCTBEHHOM YUPEKICHUU.

14. CoBepuIeHCTBOBAHHE CIIPABOYHO-UH(OPMALMOHHON pabOThl OPraHU3ALINH.

15. Opranusanus padoTsl ¢ KOHQUICHIMATBHBIMUA JOKYMEHTaMHU.

16. Homenkiarypa u popMUpOBaHUE JI€]T OpraHU3aAINH

17. ITonroroBka JOKYMEHTOB K C/lay€ B apXUB

18. Oprann3anus 3KCIepTU3bl IECHHOCTH JOKYMEHTOB B YUPEXKICHUN

19. HopmaTtuBHO- npaBoBas 6a3a JeJ0MpoU3BOICTBA B OpraHU3aI[uH

20. W3ydeHue conMaabHOrO cTaryca Impoeccuu ceKpeTaps B COBPEMEHHBIX pbl-
HOYHBIX YCJIOBHSIX

21. UccnenoBanue ponu CeKpeTaps B OpraHu3alun

22. UccnenoBanue poau TeiaedOHHON JeI0BOM KOMMYHUKAIIUU

23. Ponb nenoBoro nucbma B AEIONPOU3BOACTBE OPTaHU3ALNN

24. MecTo 1enonpon3BOICTBA B CTPYKTYPE YIIPABICHYECKOTO TPy/ia

25. Vctopus apxuBHOTO jiena B Poccuu B 1OPEBOIOIMOHHBIN TIEPHOT

26. Vctopus apxuBHoro nena B Poccuu B 20 Beke

27. CoBpemenHas cTpykrypa DenepaibHON apxXxuBHOUM ciykObl. CeThb rocynap-
CTBEHHBIX U MYHUIIUTIAJILHBIX aPXUBOB.

28. CoBpeMeHnHsbIit coctaB ApxuHoro ¢onna B Poccuiickort ®eneparuu. Knaccu-
(bukamus J0OKyMEHTOB B npezenax ApxusHoro Gonna Poccuiickoit denepanuu.

29. OcHOBHBIE BHJIbI APXUBHBIX (POHJIOB.

30. Ommucanne gein. OcCoOOEHHOCTH COCTABJIEHUS 3ar0JIOBKOB 1€

31. KommnekroBanue apxuBoB. CIIUCKH HCTOYHUKOB KOMIUIEKTOBAHUS.

32. Cucrtema Hay4YHO-CIIPAaBOYHOIO ammapara K JOKyMeHTaM ApXHMBHOro (oHa
Poccuitckon denepanum.

33. Ucnonbs3oBaHue JOKYMEHTOB apxuBa. OCHOBHBIE ()OPMBI UCIOJIB30BAHMS JJOKY-
MeHTOB ApxuBHoro gonna Poccuiickoii @eaepannu

34. I'ocynapcTBeHHbIN yueT JokymMeHToB ApxuBHoro gonna Poccuiickoit denepa-
1017078

35. lenTpann3oBaHHbI TOCYAApCTBEHHBIA YYeT JAOKYMEHTOB ApXUBHOro (hoHAa
Poccniickont @enepanyn. JJOKyMEHTBI HEHTPAIU30BAHHOTO yY€ETa.

36. ApxuB opraHuzaiuu 1 ero QyHKIIUH.

37. ObecnieueHre COXPAaHHOCTH apXUBHBIX IOKYMEHTOB

38. McnonHeHnue counaabHO-TIPABOBBIX 3aPOCOB.
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39. OcobeHHOCTH y4deTa, XpaHeHUSI M UCTIOJIb30BaHMS YHUKAIBHBIX M 0CO00 IIEHHBIX
JIOKYMEHTOB.

40. Ponb mpoBepok Hanuuusg U (GU3MUECKOTO COCTOSIHUS apXUBHBIX JOKYMEHTOB B
o0ecreyeHnn UX COXPaHHOCTH.

41. Busibl 1 pa3HOBUIHOCTH ITyTEBOJUTENEH, UX CXOJICTBO U PA3IHUMUSL.

42. YkazaTenu Kak CaMOCTOSITEJIbHbIE apXUBHBIE CIIPABOYHUKHU, UX MECTO B CUCTEME
HCA apxuBa, posib 1 3HaUCHHUE.

43. Buzpl 0030pOB U UX 3HaYEHUE.

44. Bujpl BRICTaBOK IOKYMEHTOB, MX OCHOBHOE 3HAUCHUE.

45. IlopaoK BbIIaYM TOKYMEHTOB B UMTAJBHBIN 3aJ1 apXuBa. AHAJINA3 TOKYMEHTOB,
o0ecreunBaroIUX Y4eT BbIIaBA€MbIX JOKYMEHTOB M KOHTPOJb 32 COXPAHHOCTBHIO JIOKY-
MEHTOB.

46. JInunsie ¢pouapl. Ux ponb B co3gannu HHGOPMAIIMOHHON 0a3bl CTPaHBI.

46.JInunble houabl. X posib B co3nannu HHPOPMAITMOHHOM 0a3bl CTPaHBbI.

47.Opranu3aiys XpaHeHus J1e]1 Ha IpeIpUsTHU

48. CexpeTapcKoe JIeN0: UCTOPUSI 1 COBPEMEHHOCTh

49. Vctopust pa3BuTHs A€I0NPON3BOACTBa B Poccuu 1 ero nepcrnekTuBb

[TPUMEPHOE COJEP>XAHUE BbBIITY CKHBIX KBAJIMONKALIMOHHBLIX PAGOT

VCCJIEJJOBAHUE CUCTEMbBI OPT AHU3AILIMOHHO-TTPABOBOII JIOKV-
MEHTALIUU TTIPEAITPUATUA 1 EE COBEPIIEHCTBOBAHUE (HA T1PU-
MEPE KOHKPETHOUN OPT AHU3AITN)
BBEJIEHUE
1.MECTO OPT'AHM3AIIMOHHO-TIPABOBOI JIOKYMEHTAIIMM B JIOKYMEH-
TOOBOPOTE OPTAHU3AIINN
1.1.Posib oprann3aiimOHHO-MPABOBBIX JOKYMEHTOB B I€STEIIbBHOCTH OpPTaHU3alUN
1.2.CocTtaB u xapakTepuCTUKa OpraHU3alMOHHO-TIPABOBBIX JOKYMEHTOB
1.3.I1paBuna oopmieHHs] OpraHU3aIMOHHO-TIPABOBBIX JIOKYMEHTOB
2. UICCJIIEJOBAHUE CUCTEMbI OPTAHU3ALIMOHHO-TTPABOBBIX
JOKYMEHTOB B OPTAHU3ALNN
2.1. XapaKTepHuCTUKa OPraHU3allMOHHO-TIPABOBON CTPYKTYPhl OPTaHU3ALMHU U MPABOBBIX
aKTOB, PETJIaMEHTHUPYIOIIUX BEJICHUE JEIONPOU3BOICTBA
2.2 .MccnenoBaHue OpraHU3allMOHHO- TPAaBOBBIX JOKYMEHTOB OpraHU3aluu
2.3. ITytu CoBepilieHCTBOBaHUS padOThl C OPraHU3AIMOHHO-TIPABOBOM TOKyMEHTAIUEH
3AKJIITOYEHUE
BUBJIMOTPAGUYECKUI CITMCOK JINTEPATYPHI

IMTPUJIOXEHUA

OPTAHM3ALIUA JOKYMEHTOOBOPOTA HA ITPEAITPUATUNA U TIYTHU
EI'O COBEPHLIEHCTBOBAHU A (HA ITPUMEPE KOHKPETHOU OPT"TAHU3ALINN)

BBEJIEHUE

1. TEOPETUYECKHUE OCHOBBI OPTAHUM3AIINUMN HAOKYMEHTOOBOPOTA CO-
BPEMEHHOI'O ITPEAIIPUATUA

1.1 TloHsiTHE TOKYMEHTOOOOPOTA U IPUHITUIIBI €70 OPTaHU3AIUU
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1.2. DTanbl 1OKyMEHTO000POTa B OPTaHU3ALUN

1.3. OcOOEHHOCTH M TEHICHLIMU PA3BUTHUS OPraHU3alul JOKYMEHTO00OPOTa COBPEMEHHO-
ro NpeanpUsThs

2. OPTAHMBALIMA JOKYMEHTOOBOPOTA HA ITPEAIIPUATHUN

2.1. XapakTepucTuka OpraHU3allMOHHO-TIPAaBOBOW CTPYKTYphl OpraHM3allMi U MPaBOBBIX
aKTOB, pErJIAMEHTUPYIOIIMX BEACHHUE JEIONPOU3BOCTBA

2.2 Cxema JBWXEHUS U TEXHOJIOTUsS 00pabOTKH TIOKYMEHTOB B OpraHU3aIiu

2.3. IlyTu coBepIIeHCTBOBAHUS JOKYMEHTO00O0POTa Ha MPEATIPUSTUI

3AKJIKOYEHUE

BUBJIMOI' PAOUYECKUI CIIMCOK JINTEPATYPHI

[MTPMJIOXKEHMA

MCCJEJJOBAHUE CUCTEMBI PACIIOPAJIMTEJIBHON JIOKYMEHTAIHA 5
NPEAINPUATUA 1 EE COBEPIIEHCTBOBAHUE (HA ITPUMEPE KOHKPETHOU
OPT'TAHM3ALINN)

BBEJIEHUE

1.MECTO PACIIOPIJIUTEJIBHOM JOKYMEHTAIIMU B JOKYMEHTOOBOPOTE
OPI'TAHU3ALINUA

1.1.Posib pactiopsiIUTENBHBIX JOKYMEHTOB B ACSITEIBHOCTH OpraHU3aNH

1.2.CocTaB u XapakTepUCTHKa PacCOPSIAUTEIBHBIX JOKYMEHTOB

1.3.IIpaBuna oopmiieHUs pacopsIUTEIbHBIX JOKYMEHTOB

2. UICCIEAOBAHUME CUCTEMBI PACITIOPAAUTEJIbHBIX JTOKYMEHTOB B OP-
'’AHU3ALIUU

2.1. XapakTepuCTUKa OPraHU3allMOHHO-TIPABOBOM CTPYKTYPBhl OPTAaHU3ALMH U MPABOBBIX
aKTOB, PErJaMEHTUPYIOIINUX BEJECHUE JIEIONPOU3BOICTBA

2.2 .MccnenoBaHue pacopsiANTENBHBIX JOKYMEHTOB OpraHu3alun

2.3.I1yti coBepIEHCTBOBAaHUS PaOOTHI C paCOPSIAUTEIbHON JOKYMEHTALMEH
3AKJIIOYEHUE

BUBJINOTPA®UYECKUI CITMCOK JIMTEPATYPhI

[MTPMJIOXKEHMA

TTOPSJJOK O®OPMIJIEHI S BBIITY CKHOM KBAJITU®UKAIIMOHHOM PABOThI

PaGoTa BeITIONIHAETCS HA OJJHOM CTOPOHE CTaHJAApPTHOrO JucTa hopmarta A4, nomyc-
KaeTcsl MPUMEHEHUE OTACNbHBIX JUCTOB opmara A3. TUTYIBHBIN JTUCT OpopMIsieTCs B
COOTBETCTBHUM C MpuiIokeHueM 6. [lepeHoc CIIOB Ha TUTYJIBHOM JIUCTE HE JIOMYCKAETCH.
Touka B KOHIIE MPEIJIOKEHUN HE CTaBUTCS. TEKCT paboThl TOJDKEH OBITh OTIIEYaTaH 4epes
nojTopa uHTepBaia, mpudprom Times New Roman, pasmepom 14. Lget mpudra 4epHbIN.
TekcT cnemayer nmeuararb, coOJIIOAas CIEAYIONIUE pa3Mephl mojiei: mpaBoe — 10 MM, Bepx-
Hee — 20 MM, neBoe U HkHee — 20 MMm. PamMku Ha monsx He BhINOJHSAIOTCS. Damunmu,
Ha3BaHMS YUPEKJICHUM, opraHu3aluii, 0aHKOB U JIpyrHue MMEeHa COOCTBEHHBIE B TEKCTE pa-
OO0THI MPUBOJIAT HA SI3bIKE OpUTHHANIA. JlomyCcKaeTcss UX TpaHCIUTEpalus ¢ 100aBJICHUEM
(Ipu IEpBOM YIIOMUHAHUN ) OPUTHHAIBHOTO HA3BAHMUSI.

B pabote cneayer ucmoap30BaTh COKPAIICHHS] PYCCKUX CJIOB M CIIOBOCOYETAHUH IO
I'OCT 7.12. HeobGxomumo wu3beraTtb pa3sHOOOS B COKpAIICHHUSAX B TEKCTE, TaOIMIIax
(HampHUMep: T., IT., B., BB., TBIC. P., MIIH. P., MIPA. P., M, %, CT., IL, 4., H Ap.). bykBa «€»
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pu Habope He ynoTpedisercs. AG3ail: BEIpaBHUBAHUE — TI0 IIUPUHE; TIEpBasi CTPOKA —
otrcTyn 1,25 cMm; uHTEepBai nepe u nociie adzama — O MyHKTOB.

OyHKIUS IepeHoca 00s13aTesbHa.

B coOoTBeTCTBMM € MpaBWJIaMU PYCCKOTO sI3bIKA JIOJKHBI CTaBUTbCS Jeduchl (-),
tupe (—) U coeguHUTeNbHbIC TUPE (—). Jeduc HUKOTIA HE OTAeseTCs MpooeIamMu: Bee-
Tak, (UHAHCOBO-3KOHOMUYECKUN, KOMIIAKT-IUCK. THUpe, HAapOTUB, AOIHKHO OTAEIATHCS
npobenamu ¢ o0eux cTopoH: «KOHBIOHKTYpa — 3TO COBOKYIHOCTbH YCJIOBHIA,
onpenensommx ...». Hepa3pbiBHBIN NmpoOen mnepen TUpe TeMm 0oJiee YMECTEH, YTO B
ceperHe MPEIOKEHHS TUPE HE JOJIKHO NEPEXOUTH Ha CICAYIONIYIO CTPOKY M HAUMHATH
ee. CoequHUTEIBPHOE TUPE, WM 3HAK «MHHYC», CTABUTCS OOBIYHO MEXIy nudpamu ms
0003HaueHus mepruoaa «oT... 1o»: 2000—2008 rr., 8—10 km/4, MATh—IIECTh MUHYT, U TOXKE
He otraemsiercs npoOenmamu. Toduka, 3amsTas, [IBOETOYHME, TOYKA C 3amsTOM,
BOCKJIMIIATEILHBIA M BOIIPOCUTENIBHBIN 3HAKH, 3HAK MPOIIEHTA, TPaayca, MUHYTHI, CEKYH/IbI
HE OTJACJIAIOTCS MpoOeaMu OT MPEAINIECTBYIONIETo CIoBa WK U(pbl. 3HaKu HoMepa (Ne)
U CIIOBO «CTpaHUIa» (C.) OTIENSAI0TCS OT UAyIIeH 3a HUMHU UGl mpodenom. [Ipocteie u
JECATUYHBIC ApOOW HE OTHACIAIOTCS OT Ienod dvactu: 3,4; 2, xak u 06o3HaueHHUS
cremenn: M2. UHCIO OT PasMEpHOCTH, HAIPOTHB, OTACISICTCS HEPA3PBIBHBIM IPOGEIOM:
3 kM, 2012 1., XIX-XX BB. Bcerna otaenstorcss npodesoM HHHUIHAIBI OT (paMUINU U
WHULIAAJBI IPYT OT JpYyTa, a TAKKe JIeTAl0TCs MPOOeIbl B COKPAIICHUAX THUIIA «H T. J.).

KaBpiuku HaOuparoTcs B BHJE «eiodek». KaBbluku M CKOOKM HaOHparoTcs
BILUIOTHYIO K CJIOBY, 06€3 nmpo0enoB. Ecnu ckoOka uiM KaBbIYKa 3aBEPIIAIOT MPEIOKEHUE,
TOYKA CTABHUTCSI TIOCIIC HUX, €CJIH K€ TOYKa HE0OX0IMMa BHYTPH CKOOKH, TO CHApY>XH OHa
y>K€ HE CTaBUTCS.

3arojloBKM  CTPYKTYpHBIX  4acTed  (pas3jiesioB, TMOJpa3lesioB)  BBIMYCKHOMU
KBATH(UKAIIMOHHON PaOOThI TODKHBI UMETh YETKHE (POPMYITHPOBKH, OTPAKAIOIIUE CYTh
ux comepkanus. CoBa, HalMMCAaHHBIC HA OTAEIBLHON CTPOKE MPOMUCHBIMH OYKBaMH TIO
nentpy (COJIEP)KAHME, BBEJIEHUE, 3AKJIIOYEHUE, BUBJIMOI' PA®NYECKUIA
CIIMCOK JIMTEPATYPBI, ITPUJIOXEHMS), cnyxaT 3aroioBKaMyd COOTBETCTBYIOIIUX
CTPYKTYPHBIX 4acTeil paboTsl 6€3 Homepa.

3aroJIOBKH pa3ieoB J0JDKHBI ObITh KpaTkumu, muiryTtces [TPOITMCHBIMU
OykBaMu 0e3 TOUKH B KOHIIC. TEKCT 3aroyioBka mneuyataercs rapautypoit Times New Ro-
man. Kernb — 14 nT., HauepTaHue — OOBIYHOE, MEXKTYCTPOUHBIA UHTEPBAT — OJJUHAPHBIH,
WHTEpBaI Tiepeq — 6 MT., HHTEpBaJI Mocie — 6 MT., ab3arHbIi OTCTYI (OTCTYIT NEepBOM
ctpoku) — 0 MM, BEIpaBHUBAHHE — 110 IICHTPY.

[ToquepkrBaHue, pacKpalliBaHUE U MIEPEHOC CJIOB B 3arojloBKax He jomyckaercs. B
3aroJI0BKax HE JOMYCKAIOTCS COKPAIICHUS U YCIOBHBIE 0003HAYEHUSI, 1a)KE BOIIEIINE B
nepeyeHb. Eciu 3arojloBOK COCTOMT M3 JBYX MPEIIOKECHHM, WX Pa3AeisioT TOYKOM.
3aroj0BOK M Ha4ajo TEKCTa HE IOJKHBI ObITh HA pa3HbIX CTPAHMIIAX.

Pa3nenanl MOryT mMeTh moJpa3aenabl, MYHKTbI W NOAMYHKTHI. [lompaszaenb
JOJDKHBI UMETh HyMEpAIMIO B MpeJenax KaKIoro paszjiesia U 0003Ha4aThCsl apaOCKUMHU
nudpamu. Homepa nosipasnenoB cocTosT U3 HOMEpa paszesia U HoMepa Mmojpasena, pas-
NEJIEHHBIX TOYKOW, Hampumep: 2.3 (Tpetuil moapaszaen Broporo pasznena). [logpaznens
MOTYT COCTOSITh U3 HECKOJBKHUX IyHKTOB, KOTOPhIE HyMEPYIOTCS B MpeEeiax Mmoapas3zena,
Hanpumep: 2.3.1 (mepBbIil MyHKT TPETHETO MOJIpa3iesia Broporo paszaena). Homep nyHnkra
COCTOUT M3 HOMEpa paszjiena, mojapasiesa U MyHKTa, Pa3fAeIeHHbIX TOYKaMu. [IyHKTBI mpu
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HEO0OXOMMOCTH MOTYT OBITh Pa30MTHI HA MOAMYHKTHI, KOTOPHIE JOJHKHBI UMETh MOPSIKO-
BYIO HyMEPAIIUIO B MIpeiesiax Kaxa0ro MyHKTa.

Kaxnpiili paznen M0JDKeH HAaYyMHATBCS C HOBOM CTPAaHMIIBI, a MOApa3ziell, IMYyHKT,
NOJAMYHKT TMPOAODKATHCS HA HTOM K€ CTpaHulle, NpudyeM Oe€3 JOMOIHUTEIBHOIO
UHTEpBaa.

3aroJI0BKH MoApa3aesioB JIOJDKHBI ObITh KPATKUMHU, MUIILYTCS ¢ IEPBOM MPOMUCHOM
OykBBI O€3 TOUYKH B KOHIIE. TEKCT 3arojioBKa IedaraeTcs rapuutypoit Times New Roman.
Kernp — 14 nr., HauepTanue — OOBIYHOE, MEKIYCTPOUHBIA WHTEpPBajl — OJHMHAPHBIM,
MHTEpBaN nepen— 6 OT., HHTEpBal Mocie — 6 MT., ad3alHbIi OoTCTyn (OTCTYN MEpPBOM
cTpoku) — 0 MM, BEIpaBHUBAHUE — I10 LICHTPY.

Hymepanusi cTpaHull OCYIIECTBIIACTCS MO LIEHTPY BHU3Y M JIOJDKHA OBITH CKBO3-
HoH. [lepBoM cTpaHHIIEN CUNTAETCS TUTYJIBHBIN JINCT, BTOPOM — 3aJjaHUE Ha BBIITYCKHYIO
KBAIM(PUKALMOHHYIO padoTy (HOMEpa CTpaHUIl Ha HUX HE CTaBsTCs, HO B OOIIYI0 HyMepa-
[MI0 CTPAHUI] BBIMYCKHOW KBAJIM(PUKAIMOHHON pabOThl OHU BKIIOYAIOTCS), MSITOU
ctpanuieit cuuraercas COJEPXKAHUE. Homep crpanuiisl mpocTaBisieTcss apaOCKUMU
nudpamu 6€3 CKOOOK, TUPE, TUTEPHBIX TI00ABOK.

Ecnu B BbIIyCKHON KBaJIM(UKALIMOHHOW paboTe COAEpKaTCsl pUCYHKU U TaOJMIIbI,
KOTOpBIE PacIoJiaratoTcsi Ha OTAEIbHBIX CTPAHULIAX, UX HEOOXOAMMO BKJIIOYATh B OOIIYIO
Hymepauuto. [locnennuii Homep CTpaHUIbl MPOCTABIAETCS HA JIMCTE, pa3JeistoneM Ono-
auorpauueckuil COUCOK JUTEpaTyphl U MNPUIOKEHHs. B LeHTpe ero mumyt cioBo
«ITPMJIOKEHUA» 1 B 00BIYHOM MOPSIKE CTABAT HOMEP CTPAHUIIBI.

[TpunoxeHnss UMEIOT CAMOCTOSITENIbHYIO HyMepaluio. TabauIel U PUCYHKH, JaHHBIE
B MIPWJIOKEHUHU JTOJDKHBI MMETh Ha3BaHUE, KOTOPOE MHUILIETCS MO IEHTPY Mocie HoMepa
npuiokeHus. TaOnuilbl 1 PUCYHKU B TPUJIOKEHUH B OOIIYI0 HYMEPAIUIO HE BKIIOYAIOT-
csi. Henp3s maBath B OJHOM MPUIIOKEHUH TaOIUIBI M PUCYHKU pa3HOTO cofepxaHus. Ec-
71 TabnMila 3aHUMaeT 0oJee OJHOM CTPAHULbI IPUIIOKEHUS, TO HA CIAEAYIOIIEH CTpaHULE
numiercs «lIpogomkenne NpuIoKeHUs» ¢ yKa3aHUEM €ro MOpsAKOBOTO HOMEpA.

Namocrpauuu. ['paduueckoe oopmieHue BBIMTYCKHONW KBaTU(DUKAIMOHHOW pa-
00TbI MOXKET OBITh MIPENCTABICHO B BHUjE rpadUKOB, IUarpamMm, cXeMm u T. 1. Bce wumito-
ctpaunu (pororpadun, cxemsl, Tpa@uKy, JUarpaMMbl) UMEHYIOTCS pUCyHKaMu. Mro-
CTpalllH, KaK B TEKCTE paOOThI, TaK U B MPUIIOKEHHUH JOHKHBI ObITh BBITIOJTHEHBI HA CTaH-
JTapTHBIX JUCTax Oenol Oymaru. PucyHku HymMepyroT (eciu ux B pabore 6oisiee OgHOTO)
CKBO3HOM HyMepaluell B Tpejesiax BCEHl BBIMYCKHOW KBaTW(DUKAIMOHHOW paboOThl (10
MPUWIOKEHUH K Hel) apabckumu 1udpamu. EquHcTBeHHAs miutocTpanus B padoTe He HY-
Mepyetcsi. Kakaplii puCyHOK IOJDKEH COMPOBOXKIATHCS HAAMKUCHIO, KOTOpas JeTaeTcs ¢
JUIEBOM CTOPOHBI, U COCTABJISIETCS B CIEAYIOIIEM MOPSAKE: — YCIOBHOE COKpalleHUE
Ha3BaHMWE WLTIOCTpanu — «Puc.»; — ee MopsaAKoBBI HOMep apabckumu nudpamu; —
Ha3BaHME WJLTIOCTpaIy. Ha3BaHue WIITIOCTpaliy BCET/ia HAYMHAIOT C MPOTMCHOMN OYKBBHI.
B koHIIe Ha3BaHUsI TOYKU HE CTaBAT. Pa3meniaioT Ha3BaHKE MOl PUCYHKOM, HaIPUMED:
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Pykoeo aWTENE

[ I I ]
DHMHaHChI Kaopbl MnaaHWpoeaHMWeE CHabHeHMme

ArErakoH 1 AdWEHMEHMOH 2
ZFaepoa TenNeEME0pOE Zaeon
1 1

| CHabHeHme MnoW=EE0ACTED | | CHabHeHme MBoKWsE0AcTED |
' [uex1 |

| BEvxrantemnma | Uexl | | Evxrantenma tex1
I

| CBbIT l— | Lex 2 | | CBbIT Llexz

Puc. 5. OpranuzanmonHnas CTpykTypa nIpeAanpUsaTUs

[Ipn HEOOXOAUMOCTH MO PUCYHKOM (BBIIIE €r0 HAUMEHOBAHHUS) MPHUBOJAAT MOSIC-
HAIOIIME AaHHbIe (YCIOBHbIE 0003HAYEHHWsA, MACIITAOHBIE OPHEHTHPHI U Jp.). PucyHku
JOJIKHBI pPa3MEIIAThCsl Cpa3y MOCIE CChUIKM Ha HUX B TEKCTE BBITYCKHOM KBaJM(HKALIU-
OHHOM paboThI. [lepByto cchlIKy 0003HAYAIOT: (PUCYHOK 5), BTOPYIO — (CM. puc. 5).

PacrnonosxeHne pucyHKOB JOJKHO MO3BOJIATh paccMaTpUBaTh UX 0€3 OBOPOTA BBI-
IMyCKHOW KBaJM(pUKAMOHHON pabOThl, a €CJIM 3TO HEBO3MOXKHO CHENIaTh, TO C TOBOPOTOM
1o yacoBou crpenke. Takue pucynku cinenyet nasate B [IPUJIOXKEHWU. Hannucu Ha
PUCYHKAX BBINOJHSIOT YEPTEXKHBIM MIpUPTOM. Pykonuce, pucyHku, Tabauisl, GopmyIibl
JOJDKHBI OBbITh 0€3 MOMETOK, KapaHAAlllHbIX WCIPaBICHUW, MATEH, TPEIIMH U 3aruOoB.
Han6uBka OykBbl HAa OYKBY U JOPUCOBKA HE JIOMYCKAIOTCS.

['paduiku (muarpamMmsbl) UCMIONB3YIOTCS IS TIEpEaYH COACP>KaHUS ONPENETICHHOTO
MPaKTUYECKOI0 MaTepuana, oka3 Xxapakrepa U3BMEHEHHsI POLECCa, SIBJICHUS U T. 1.

Tabanubl TPUMEHSIOT JUIS Jy4llleld HATJIITHOCTU U YI00CTBa CpaBHEHUS MOKa3aTe-
neil. Ha3BaHue TaOnMIbl, MpU €ro HaJIWMYMM, JOJDKHO OTpaXkaTh €€ COJAEpXaHue, ObITh
TOYHBIM, KpaTkuM. Kaxkmas Tabnuia AojkHA MUMETh HOMEp M Ha3BaHue (0e3 cokpariie-
Huit). Hag mpaBbIM BEpXHUM YTJIOM TaOJIHIIBI TIOMEMAIOT HaANUCh « Tabiauiay ¢ ykazaHu-
€M €€ MOPSIAKOBOro Homepa 0e3 Touku. Tabmauibl, 32 UCKIIOYEHHEM Ta0JIUL PUIIOKEHUH,
clielyeT HyMepoBaTh apabckuMu mudpamMu CKBO3HON Hymepareit. Ha cienyromeit ctpo-
K€ JJal0T 3arojoBOK TaOJuIbl. TOUKY B KOHIIE 3ar0JIOBKA TaOJIMIbI HE CTaBAT.

['panu1ibl TaOIUIBI HE TOKHBI BBIXOJUTH 3@ TPAHUIIBI OCHOBHOTO TEKCTA. 3HAYEHHUE
napaMmeTpa «BbICOTa U UIMPUHA STYEHKU» HE JOJDKHO ObITh OTpUIATeNbHBIM. J1Ji1 TeKcTa B
TabJIMIE UCTIONB3YeTCsl IPU(PT OCHOBHOTO TEKCTA, pa3MEPOM Ha JBa—TPH IIyHKTA MEHBIIIE,
yeM y ocHOBHOTO TekcTa (1012 mT.)

3aronoBku rpad TaOIHI] JOKHEI HAYMHATHCS C TIPOMUCHBIX OYKB, MOA3ar0JIOBKA —
CO CTPOYHBIX, €CJIM OHU COCTAaBIIAIOT OJHO MPEMJIOKEHHE C 3ar0JIOBKOM, M C TIPOIUCHBIX,
€cJIM OHU camocTosiTenbHble. Hampumep: 3aronoBok «KoppecnoHaeHus: c4eToBy, a moj-
3aroJIOBKU: «J1I€0eT» U «KPEAUT». 3aroJIOBKU U MOJ3aroJIoBKU rpad MOKHO BBITIOJHATH B
OTJIMYME OT TEKCTa BBIMYCKHOM KBanu(UKAIMOHHOW pabOThl yepe3 onuH umHTepBaid. He
pPEeKOMEHyeTCsl BKIIIO4YaTh B Tabiuiy rpady «Homepa mo mopsimky». B rpadax tabmuir
HEJIb3sl OCTABJISITH CBOOOJHBIE MECTAa: €CIU JaHHbIE OTCYTCTBYIOT, HaJ0 CTaBUTh THUPE.
[Tpu 3anomHEeHNH TaOJIMYHBIX CTOJIOIIOB TEKCTOM, TOUKY B KOHIIE TEKCTa HE CTaBAT. J{po0O-
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HbIC YHCJIa B TaOJMIAX TMPUBOJAT B BUJIE NECATHUHBIX ApooOeit. [Ipu 3ToM uncioBbie 3Ha-
YeHUusl B mpejenax oJHOM rpadbl TOJKHBI UMETh OJMHAKOBOE KOJIMYECTBO JECATUUYHBIX
3HAKOB (TaKKe€ W B TOM cllyyae, KOTJa Mocje LEJOoTr0 Yucia CIAeAyIoT HYJU, Halmpumep:
30,0 mau 30.00). ITokazaTenu MoryT maBatbes yepes tupe (10-20; 50-60 u T.4.), ¢ MaTeMa-
TUYECKUMH 3Hakamu (>5; <10 u T. a.). PaccTosiHue Mexly CTpOKamMu JOJKHO ObITh PaBHO
1,0 uareppana mpudr 12.

Oo6pa3zen opopmiaeHus: TaOIULIBI:

Tabmuua 2
OreHKa CTPYKTYpBl U AMHAMHUKHN aKTHUBOB OaHka 3a ... 201... rona
AxTUB Ha navano rona Ha otyetHyto maty MN3meneHue
cymma, yII. Bec, cymMMa, yI. Bec, cymMa, yI. Bec,
MJIH. P. % MJIH. P. % MJIH. P. %

JleHexxHbIe cpeicTBa U UX
HKBUBAJICHTHI
O0s3aTenbHbIE pe3epBHI B
IlenTpanbHoM OaHKe

[Tpumeuanus k Tabiuie pa3MelialoT HEMOCPEeACTBEHHO moj Heil. Eciau B Tekcte
(bopMynpyeTcsl MOJIOKEHHE, OITBEPKIAIOIee WM WUTIOCTpUpYyeMoe Tabiuniel, HeoO-
XOJUMO JaTh Ha HEe CChUIKY. B 3TOM cilydae yKka3bIBalOT €€ IMOJHBI HOMEpP U CIIOBO
«Tabnuua» NUIIYT B COKPALLIEHHOM BHJI€ B CKOOKax, HanpuMmep: (Tabauma 2). [loBropHbie
CCBUJIKM Ha TaOJIMIIBI CIIETYET 1aBaTh C COKPAIICHHBIM CIIOBOM «CMOTpPH», HampuMep: (CM.
Tabn. 2). Tabmuuy >kenateabHO MOMEMIATh MOCIe MEPBOT0 YIOMHHAHUS O HEMl B TEKCTE,
yA00HO Jis1 YTeHUsI 0€3 MOBOPOTA BBITYCKHOM KBaNIH(PUKALMOHHON paboThl. Ecnu Takoe
pasmelieHue He Bo3M0oxHo, Tabnuily pacnosaratoT B [IPUJIOXXEHWU Ttak, uyToOb! 17151 €€
YTeHUs Hago0 ObUIO MOBEPHYTh BBINYCKHYI KBAJIU(UKAIMOHHYIO pabOTy MO YacOBOM
ctpenke. Ecnu Tabnuiia He pa3mernaercs Ha OJHOW CTpaHHIIE, TO €€ MEePEHOCAT Ha CIedy-
IOIYI0 CTPaHUILy U B paBoM yriry numnyT «lIpogomkenre Tabnuub ¢ ykazaHHEM HOMeE-
pa. 3arnaBue TaOJMIBI HA HOBOM CTpaHUIE HE MOBTOPAIOT. B 3TOM ciyyae nmponymepo-
BBIBAIOT T'padbl HUXKE UX 3aroJOBKOB (I10/13ar0JIOBKOB) M MOBTOPSIOT 3Ty HyMEpalUIo Ha
CJIeYIOIEH CTpaHUIIe U MPOAOHKAIOT TaOIUIly, TOBTOPUB €€ Ianky (Ha3BaHUs CTOJO-
1I0B), BMECTO 3aroJIOBKa TaOJIHIIbI.

O6pasen ohopMIIeHUS TPOTODKCHHS TAOIHIIBI:

[Tponomkenue TabauIbI 2

Ha nmauaino romga Ha oTtuetnyto naty N3menenue
AXTUB cymMma, V1. BEC, cymMma, yi. Bec, cymma, V1. Bec,
MJIH. P. % MJIH. P. % MJIH. P. %

ITpoune akTUBBI
Hroro aktusoB

YpaBHeHuss U GOpMY.JIbI CIEIYET BBIICISTh U3 TEKCTA B OTIEIBbHYIO CTPOKY. BbI-
e ¥ HUOKE KaKI0M (POpMYIIbI WM YpaBHEHHUSI JOJKHO OBITH OCTABJICHO HE MEHEE OJHOMU
cB0OOAHOM cTpoku. Eciii ypaBHEHHE HE yMEIIaeTcsl B OJHY CTPOKY, TO OHO JIOJKHO OBITh
MIEPEHECEHO MOCJIe 3HaKa PaBEHCTBA (=) WJIM MOCJE 3HAKOB IUIOC (+), MUHYC (-), YMHOXKe-
HUs (X), aeneHus (:), Wi Ipyrux MaTeMaTUYECKUX 3HAKOB, MPUYEM 3HAK B Hauale cle-
ayrouel cTpoku noBTopstoT. IIpu mepeHoce ¢opMyiibl Ha 3HaKe, CHUMBOJIM3UPYIOLIEM
OMEepalii0 YMHOXKEHHUSI, TPUMEHSIOT 3HAK «X» [losicHeHne 3HaYeHnii CUMBOJIOB U YUCIIO-
BbIX KOA((UIIMEHTOB CIEyeT MPUBOIUTH HETIOCPEICTBEHHO MO (hOPMYJIOil B TOH ke mo-
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CJIEIOBATEILHOCTH, B KOTOPOW OHHM AaHbl B (opmyne. HymepoBate cieayer nHambosee
Ba)KHbIE (POPMYJIbI, HA KOTOPBIE UMEIOTCS CChUIKK B padote. [TopsikoBbie HOMepa Gpopmyi
0003HayaroTcs apabCKUMU IUPPaMU B KPYTJIBIX CKOOKAX y MPaBOro Kpasi CTPaHUIIbI.

[Tpumep, C=A4xB:100, 1)

[TosicHeHHEe CHMBOJIOB, YUCIOBBIX KO3((UIMEHTOB CIEAYET MPUBOJUTH HENOCPEN-
CTBEHHO 1o (HOpMyJIOil B TON MOCIIEI0BATEILHOCTH, B KaKOi OHM JaHbl B (hopmyrie. 3Ha-
YEeHHUE KaKI0Tr0 CUMBOJIA U K03((UIMEHTa ClIeAyeT JaBaTh ¢ HOBoi cTpoku. IlepByro cTpo-
Ky HOSICHEHHSI HAUMHAIOT CO CJIOBA «TAe» 0€3 JBOCTOUHSI.

®opmyel MOTYT Habupatbest ¢ moMmotibio pegaktopa Microsoft Equation, mpudt
Times New Roman, Kerns — 14 nit., HauepTaHue — KypCcuB.

[Tpumep Hanucanust GopMyIIbl:

C
B =B, (1+nx—),

rae Bo — mepBoHayanpHas cymma BKJIAJAA,
Bn— HapanieHHas cyMMa BKJIaJla 0 OKOHYAHUIO CPOKA €ro IeUCTBUS,
Csxn — TOJIOBAsI NPOLIEHTHAS CTAaBKa I10 BKIIAY,
I — YUCJIO JIET, IEPUOJ JECUCTBHS BKIAAA.

B Tekcte paboThl Ha BCEe MPUJIOKEHUS JODKHBI ObITh JaHbl CChUIKU. [IpriioxeHus
0(QOpMIIAIOT KaK MPOJIOJKEHUE BBIMTYCKHON KBAIM(PUKAIIMOHHOM pabOThl OTIENBHO, pac-
1oJiarasi X B IOPSIZIKE MOSIBJIEHUE CCBUIOK B TeKcTe. Kaxkioe npusiokeHue ciielyeT Hauu-
HaTh C HOBOW CTPAaHMIIBI C YKa3aHWEM HABEpXY CIpaBa CTpaHULbI cioBa «lIpuioxenuey,
ero Homepa. Homep mpuiioskeHusi MpOCTaBIsieTCsl B MPaBOM BEPXHEM YITIy apaOCKUMU
nuppamu, Hanpumep: [lpunoxenue 1; [lpunoxenue 2 u 1. A. Kaxmoe mpuiioxeHue
JOJDKHO MMETh 3aroJIOBOK, KOTOPBIM 3alMCBIBAIOT CUMMETPUYHO OTHOCUTENIBHO TEKCTA C
MPOMUCHON OYKBBI OTJEIHHOM CTPOKOM.

CcbUlKM Ha TPWIOKEHUS B TEKCTE BBIMYCKHOW KBAIM(PUKAIMOHHON padOTHhI
O0(hOpMIISIOT aHAOTMYHO CCBUIKAM Ha TaOJIUIbI, PUCYHKH, Hanpumep: (MpuioxeHune 1) —
MIPU MEPBOU CChUIKE, (CM. MPHUIL. 1) — MPU NOCAEAYIOMMX CChUIKAX.

BykBeHHble a00peBHATYypbl. B TekcTe BBITYCKHOM KBaTM()UKAIIMOHHOM pabOThI
KpOMe OOHIENPUHATHIX OYKBEHHBIX a0OpeBHATYp MOTYT OBITh MCIOJIb30BaHbl BBOJUMBIC
aBTOpOM OYKBEHHBIC a0OpEBUATYPHI, COKpPAIIIECHHO 0003HAYAOIINE KaKUE-IN0O MOHSATHUS U3
COOTBETCTBYIONTUX oOnacTeit 3Hanuit. [Ipu »TOM mepBoe ynmomuHaHue Takux abOpeBuaTyp
YKa3bIBAETCS B KPYTJIbIX CKOOKAX MOCIE MOJHOTO HAMMEHOBAHUS, B JAIbHEUIIIEM OHU yIIO-
TpeOJISAIOTCS B TEKCTE 0€3 paciin@poBKH.

buéauorpaduyeckne ccbuiku. [Ipy BbIMONHEHUHM BBITYCKHOW KBaTH(UKAIIMOH-
HOIl paOOThl BO3HUKAET HEOOXOJIMMOCThH JENaTh CChUIKM Ha MEPBOUCTOYHHMK. CChLIKa
oOecreunBaeT (aKTHUECKYIO JTOCTOBEPHOCTh CBEACHUN O LIUTUPYEMOM JAOKYMEHTE, Mpe-
CTaBJISIET HEOOXOAMMYI0 HH(POPMALIUIO O HEM, J1a€T BO3MOXKHOCTh Pa3bICKaTh JTOKYMEHT U
T. A. Dnurpadsl K BEITYCKHON KBATM(DUKATMOHHOW pabOTe HE TPUMEHSIOTCS.

CchUIKM Ha JUTEPATYpPY, UCIOJb30BAHHYIO B BBIYCKHOW KBaJIM(PUKAIMOHHOW pa-
00Te, MOTYT OBITh BHYTPUTEKCTOBBIE, T. €. SBJISIOIIMECS COCTABHOM YacThIO CaMOT0 TEK-
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cTa. B JaHHBIX CChUIKAaX MOCJE YIIOMUHAHUS aBTOPA, BKIFOUEHHOI'O B CIIMCOK JINTEPATYPHI,
WIM TIOCJIE€ IIUTAThl U3 HETO B CKOOKAaX MPOCTaBIIAIOT HOMED, MOl KOTOPHIM OH 3HAYUTCS B
CIIUCKE, HallpuMep:

O. U. JlaBpymun [12] cuuTaer, 4ro...

Ecnu ccpunaioTcst Ha omnpesiesieHHbIe CTPaHUIbl pabOThl, CCHUIKY O(OPMIISIIOT Clie-
IOYIOIIHUM 00pa3oMm:

A. M. TaBacwues [23, ¢. 5] B cBOeli cTaThe OTMEYAET, UTO ...

[Ipu ccbuike HA MHOTOTOMHOE M3JaHUE YKA3bIBAETCS TAKKE M HOMEpP TOMa, HallpHU-
mep: [10, 1. 2, ¢. 31].

Brigepxku U3 HOpMAaTUBHBIX HCTOYHUKOB U OMyOJMKOBAHHBIX JOKYMEHTOB B I€4a-
TH (3aKOH, MOJOKEHUE, HHCTPYKUHUA U T. A.) MOTYT HUTUPOBATHCS MOJTHOCTBIO UJIU C MPO-
MyCKaM# OTJENbHBIX CIIOB, KOTOPbIE 0003HAYAaI0T MHOTOTOUKMEM. B Hayane u KOHIIEe TaKux
BBIZIEP’KEK CTABAT KaBbIUKU. JlOMyCKaeTCs TakKe M3J1ararh UCIOJIb30BaHHBIA MaTepHall B
COOCTBEHHOW peAaKIiu, HO ¢ COOIOEHUEM €T0 CMBICIOBOTO cojiep:kaHus. KaBbluku mpu
3TOM HE CTaBsIT.

JomyckaroTcs CChIIKM Ha aBTOPU3MPOBAHHBIE HCTOYHHMKHU U3 Internet, eciv cailTsl,
Ha KOTOPBIX OHU pa3MEILEHbl, TPU3HAIOTCS HAYYHON OOLIECTBEHHOCTBIO.

[Ipu UCnoNb30BaHUM TAKUX UCTOYHUKOB PEKOMEHAYETCSI KOHCYJIBTHUPOBATHCS C PY-
KOBOJIUTEJIEM BBITYCKHOU KBATH(UKAIIMOHHON paOOTHI.

bubiamnorpadguyeckuii CNMCOK JIUTEPATYPbl SBISECTCS COCTABHOM YacThIO BBbI-
MyCKHOM KBaJdU(UKAIIMOHHON paboThl. [[ns onucanusa OuOarorpauyeckoro comcka muc-
nonb3yercss ['OCT 7.1-2003. bubnuorpaduyeckas 3anuch. bubnuorpaduueckoe omnmuca-
nue, 1 ['OCT P 7.0.5-2008. Cucrema crangaptoB mno uHpopmanuu, OMOITUOTEYHOMY H
u3narenbckoMy aenny. bubmmorpaduueckast ccpuika. OOmme TpeOOBaHUS U TpaBUJia CO-
CTaBJICHUS.

bubnuorpaduueckuii CUCOK MOJDKEH cojaepkath He MeHee 20-30 HauMeHOBaHUM.
W cTOYHMKYN UCTIOIB30BaHHOM JTUTEPATYPhl JOJKHBI JaTUPOBATHCS MOCIEAHUMU S5 TOIaAMH.
PacnonoxeHnre marepuana B CIIUCKE JINTEPATYPhI 3aBUCUT OT TEMBI UCCIIEIOBAHUS, OT Xa-
paKTepa M KOJNMYECTBA MPHBEICHHBIX McTOuHMKOB. BUBJIMOI'PAGUYECKUI CITH-
COK JIMTEPATYPbI nomemnator HENoCcpeaCTBEHHO MOCJIE OCHOBHOT'O TEKCTA BBIITYCKHON
KBaMpuKaMoHHo padotsl (nepen pazaenom [TPUJIOXKXEHUSA). JlurepaTypHbie ucTou-
HUKH HYMEpYIOT apabCKuMu nudpaMu U pacroyiaraioT B CJIEAYIONIEH MOCIeI0BaTeIbHO-
CTH:
. Koncturymnus PO
. Konekcer PO*
. ®enepanbHbie 3aKOHBI*
. Ykaznl [Ipe3unenra™
. [loctanosnenus IlpaButenbcrBa™
. [lonoxenus, Uuctpykium™
. [Ipuka3et Munucrepcts *
. HopmaTtuBHbIe akThr™
.T'OCT, OCT, TY
10. YueOHuku, yaueOHbIC TOCOOUS
11. XKypHansl, ra3zersl
*Pacnonaratb B XpOHOJIOTHYECKON MOCIEA0BATEIHHOCTH (10 1aTe YTBEPIKACHNUSA).
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Jlanee pacronoxeHne WCTOYHUKOB B CIUCKE JIUTEPATYPHl IPUBOAUTCS B ai(paBUT-
HOoM mopsiake. Ilpu andaBUTHOM pacnoyiOKEHUU JIMTEpaTypa TPYNIHUPYETCS B CTPOTOM
andasure pamuins aBTOpa U 3arjlaBUil KHUT M cTaTed (B TOM Cilydae, KOTJla KHUTa WU
CTaThs BBIMOJIHEHA MO/ oO1el peaakuueit). Eciam HeckoabKo HCTOYHUKOB HAUMHAETCS Ha
OJIHY U Ty k€ OyKBY, TO MOPSIOK PACHOJIOKEHHs 3aBUCUT OT MecTa B alipaBUTE BTOPOH
OYKBBI OT Ha4yaJla Ha3BaHUs U T. [I.

B cniucke kaxaoMy JUTEpaTypHOMY UCTOYHUKY MIPUCBAUBACTCS HOMED, YKa3bIBACT-
csi paMuIIHs aBTOpa B MMECHHUTEIHLHOM IaJIeKe W 3aTeM WHUIMANBI, Ha3BaHWe KHUTH (Opo-
ITIOPBI), IOBTOPHOCThH M3JaHUS, MECTO M3IaHusl (TUIIYT MOJHOCTHIO B HMEHUTEIIBHOM TIa-
JeKe, 3a UCKIIIOUEHUEM Ha3BaHHUM 1BYyX ropoaoB — MockBbl (M.) u Cankt-IlerepOypra
(C.-I1.), Ha3BaHME M3ATEILCTBA, TO BHIITYCKA U 00IIEEe KOJIMYECTBO CTPAHUI] HCTOYHUKA.
[To xaxxaOMy TUTEpPATYpHOMY MCTOYHUKY U3 TIEPUOINYECKAX M3JaHUN (PKypHAJIOB, Ta3eT,
cOOpHHKA TPY/IOB) HEOOXOIUMO 3amucarh PaMUIIMIO U MHUIIMAJIBI aBTOpa, Ha3BaHUE CTa-
ThU, HAUMEHOBAHUE U3JIaHUs, TOJl BBIITYCKA, HOMEP W3/IaHUs, CTPAHUIIbI HaYaJla U OKOHYa-
HUS CTaThU.

OObekTamMu cocTaBiieHUss OUOIHOrpaPUUECKON CCHIIIKHA TAKXKE SIBISIFOTCS 3JIEKTPOH-
Hble pecypchl. CChUTKHA COCTABIIAIOT KaK Ha AJIEKTPOHHBIE PECYPCHI B IIEJIOM (3JIEKTPOHHbBIE
JIOKYMEHTBI, 0a3bl JaHHBIX, MMOPTAJIbI, CAalThl, BEO-CTpaHuUllbl, GOPYMBI U T. J.), TaK U Ha
COCTaBHBIE YaCTH DJIEKTPOHHBIX PECYpPCOB (pa3delibl U YacTH JIEKTPOHHBIX JOKYMEHTOB,
MOpPTaJIOB, CAUTOB, BEO-CTPAHMUIL, MYOJIUKAIIMHN B SJICKTPOHHBIX CEPUATBHBIX U3JJAaHUSAX, CO-
oOmienus Ha opyMax U T. I1.).

J1J11 SIEKTPOHHBIX PECYPCOB YAATICHHOTO IOCTYIA MPUBOAAT MIPUMEUYAHHE O PEKUME
J0CTyTa, B KOTOPOM JIOMYCKaeTCs BMECTO cloB «Pexum noctyna» (MM X SKBUBaJCHTA
Ha JIPYTOM SI3bIKE) MCIOJIb30BATh JJIsi 0003HAUEHHUs 3JIEKTPOHHOIO aapeca abOpeBuatypy
«URL» (Uniform Resource Locator — yHuduimpoBaHHbIi yka3zarenab pecypca).

[lepeuenr HCMONB30BAHHBIX BEO-CAMTOB O(OPMIIIETCS B CIEAYIOUIEM MOPSIKE:
Ha3BaHUE CTaTbU, aBTOP, UICTOYHUK (JIEKTPOHHASI BEPCHUs Tra3eThl, )KypHaa, HOpPMAaTUBHO-
MPaBOBOTO aKTa, KaHajia TeJICBUACHHUS U T.I1.), CChIJIKA HA BEO-CalT.

Jlanee mpuBeneHbl MpUMEPbl OHOIUOTPadUUECKOr0 OMHMCAHUS PA3JIMYHBIX BUIOB
JUTEPATYPHBIX UCTOUYHUKOB.

Ipumep onucanus 3aKOHOO0AMeENbHLIX AKMOB

Poccuiickas ®deneparnus. 3akonsl. OO0 oxpaHe Okpyxkaromied cpenbl: denep. 3a-
koH [mpunsaT ['oc. Jymoit 20 nek. 2001r.: omo6p. CoBetom Denepanuu 26 nexadps 2001].
— M.: Ocp-89, 2012. — 64c.

IIpumep onucanus 3aKOHO0AMENLHBIX AKMOE C NEKMPOHHO20 pecypca

1. I'paxxnanckuii konekc Poccutickoit @enepaunn. Y. 1 u 2. denepanbHble 3aKOHBI
ot 30 HOs0pst 1994 r. No 51-®D3 u ot 26 suBaps 1996 r. Ne 14-D3 (pexn. ot gara) [Dnek-
TpoHHbIH pecypc]. — URL: http: // www.consultant.ru.

2. O Oankax u OaHKOBCKOH aesitenbHOCTU: DenepanbHbid 3akoH OT 02 mexadps
1990r. Ne395-1 (pen. ot pmara) [DnektponHsii pecypc]. — URL: http: //
www.consultant.ru.

3. IlonoxkeHue o mpaBUiIaxX BelEHUsI OyXTaJTEPCKOTO ydyeTa B KPEAUTHBIX OpraHu-
3alMAX, PACIOJIOKEHHBIX Ha Tepputopun Poccuiickonn @enepaunu. Y1B. bankom Poccun
16 wmrons 2012 1. Ne 385-I1 (pen. ot marta) [DnekrtponHsiii pecypc]. — URL: http: //
www.cbr.ru.
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4. UucTpykuus o nopsajake npuHsaTHs bankom Poccuu peienust o rocy1apcTBEHHON
pErucTpalvy KpEeIUTHBIX OpraHu3alil U BblJaue JUIEH3UM Ha OCYIIEeCTBICHHE OaHKOB-
ckux onepauuid. YTB. bankom Poccun 2 ampensa 2010 r. Ne 135-U (pexn. ot gara) [Dnek-
TpoHHbIH pecypc]. — URL: http: //www.cbr.ru.

IIpumep onucanus kHu2u ¢ yKazanuem 00HO20 asmopa

I'yrenes A.B. MuHoBaiuoHHBIH MeHeKkMeHT: yueOHuk / A.B. I'yreixeB. — M.:

JlamkoB u K, 2012. — 336 c.
IIpumep onucanus knueu ¢ ykazanuem 08yx u boiee agmopos
benornazosa I'. H. bankoBckoe aeno. Opranu3aius AeaTeIbHOCTH KOMMEPUYECKOTO
6anka: yue6Hnoe mocooue / I'.H. benornazosa, JI.II. Kponuseukas. — 2-e uzn., nepepad. u
gom. — M.: 2012. - 604 c.

[leunukoBa A. B. bankoBckue oneparyu: yueOHuk / A.B. [leuankoBa, O.M. Map-

koBa, E. b. Crapony6uesa. — M.: ®OPYM: UHOPA-M, 2014. — 368 c.
IIpumep onucanus kHue ¢ 3N1EKMPOHHO20 pecypca

benornaszosa I'. H. BankoBckoe aeno yueOHUK i1 OakanaBpoB, [Mocksa:2012] //.
DneKkTpoHHbIN pecypc «FOpai,

Ilpumep onucanus sHcypHanrbHoOU cmamsiu

Actenuna B.B.  Omenka genoBoii pemyrauuu Oanka/ B.B. Actenuna,
I1. K. bongapuyk // Jleasru u kpeaut. — 2012. — Ne 12, — C.16-23.

Humepnem-ucmoynuxu

1. O 3amure npaB norpeduteneit: GenepanbHblil 3aKkoH 0T 7 deBp. 1992 r. Ne 2300-
1 (pen. ot mara) [DnekrponHbIi pecypc]. - URL: http: // www.garant.ru.

2. O 3amure KOHKypeHUnH: PenepanbHblii 3aKk0H OT 26 uroisa 2006 r. Ne 135-D3
(pen. ot mata) [DnexTponHsiid pecype]. - URL: http: // www.garant.ru.

3. Yuernas nonutuka opranuzanuid [1bY 1/2008 : npukaz M® PD ot 06.10.2008 r.
Ne 106H (pen. ot narta) [DnexktpoHHbIi pecypc]. - URL: http://mww.consultant.ru.

4. OdunmanbHbIA CAT CIIPAaBOYHO-TIPABOBOM CHCTEMBI 10 3aKOHO1aTeNnbCTBY Poc-
cuiickou denepannn — Www.garant.ru

5. OdurmanbHbId CalT KOMIBIOTEPHOUM CIPaBOYHOM MpaBoBOW cuctembl Poccum —
www.consultant.ru

Onucanue HOpMAMUBHLIX OOKYMEHMOB

1. TOCT P 51697-2000 ToBaps! ObITOBOI XUMHUH B a3p030JIbHON yrakoBke. Oo1me
TEXHUYECKHUE yCIOBUSI.

2.T'OCT P 51303-99 Toprosist. TepMUHBI 1 OTIPEACIEHUS.

ITOJITOTOBKA K 3AIIIUTE BBIITYCKHOM KBAJITM®UKAILIMOHHOM PABOTHI

BrimyckHas kBanupukalioHHasi padoTa ¢ OT3bIBOM PYKOBOJMTEIISI CIA€TCS B yueo-
HYIO 4acTh KoJuie/mxka. HauanbHUK ydeOHOUM 4YacTu pelraeT BOIMPOC O JOMyCKe padoThl K
3alUTe WK J0pa00TKEe U HUCHPABJICHUU BBISIBJICHHBIX HEAOCTATKOB. B ciydae momycka
paboThI K 3allMTEe HAYaJIbHUK y4eOHOM 4acTH JieJlaeT COOTBETCTBYIOIIYIO 3allUCh HAa TH-
TYJIBHOM JIUCTE.

Jomymmennas paboTa caaeTcst Ha peleH3upOBaHuUe.

[lepen 3amMTON CTYJIEHT TOTOBUT JIOKJIAd HAa 7-10 MUHYT, Ipe3eHTALMIO U COMPO-
BOJIMTEBHBIA MIUTFOCTPATUBHBIN MaTe€pHall, MPEIBAPUTEIBHO COIIACOBAHHBIM C PYKOBO-
nureneM. MmmrocTpaTuBHBIN MaTeprall JOJDKEH OBITh BRITIOJIHEH Ha JTHCTaxX ¢opmaTta A4 u
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http://www.consultant.ru/

pa3iaeTcsi KOMIUIEKTaMHU KaXKJIOMYy 4iIeHY 3Kk3ameHanuoHHou komwuccuu (OK) mepen no-
KJIJIOM.

[Ipy HaNMuMK 3aMeYaHuil PElEH3EHTa U PYKOBOJMTENS CTYACHT TOTOBUT HAa HUX
OTBEeThl. Bce CTyNEeHTBI, BKJIIOYEHHBIE B CIMCOK 3aIMIIAIONIIUXCS B 3TOT JI€Hb, NEpe.
HavasioM 3acenanust DK cuarot cekperapio DK BbITyCKHbIE KBATM(PUKAIIMOHHBIE PAOOTHI C
OT3bIBAMU U PELICH3USIMU.

B nokJiage CTyJI€HT AOJKEH OTPA3UTh:

—  aKTyaJIbHOCTh TEMBI;

—  OOBEKT U MpeAMET UCCIIEOBaHUM;

—  1IeJb U 33/1a4d paboTh;

—  TEOPETUYECKUE U METOJUYECKUE IMOJIOKEHHUS, HA KOTOPHIX Oa3upyercs BbI-
nmyckHas KBanuuKalmoHHast paboTa,

—  METOJIbl ¥ Pe3yJIbTaThl IPOBEJACHHOTO aHaIU3a U3y4aeMoi poOJIeMBbl;

—  KOHKpPETHBIE MPEIIOKEHUS MO PEIICHUI0 U3yd4aeMon po0sieMbl ¢ 000CHOBa-
HUEM 11€JIECO00PA3HOCTH U BO3MOKHOCTH MX pPeaU3aluu;

—  DKOHOMHMYECKHN UM COLUANBHBIN 3(PQEeKThl OT BHECEHHBIX MPEJIOKEHUN
(o)kmpaemple WK (PAKTUUECKUE).

Jloknama momKeH OBITh MOATOTOBJICH B IMCHEMEHHOM BHJIC.

3AILMTA BBIITYCKHON KBAJTM®UKAIIMOHHOM PABOTHI

K Havasy 3amuThl BBITYCKHOM KBaJIU(UKALMOHHOM pabdOThl KpOME JTOKYMEHTOB,
YKa3aHHBIX B 1. 3.9, 5K3aMEHAIIMOHHOW KOMUCCHH JIOJDKHBI OBITH TIPEIOCTABIICHBI:

—  BBIYCKHas KBAIM(PUKALUOHHASA pad0Ta ¢ COOTBETCTBYIOIUMH MOAIUCIMU;

—  peueHsus,

—  OT3bIB PYKOBOJMTEII.

Ha 3ammty BbIyCKHON KBaNM(PUKALMOHHON padoThl oTBoAUTCS A0 30 MunyT. [Ipo-
Leaypa 3allyThl YCTAHABIMBAETCA INPEICENATENIeM JK3aMEHALMOHHOM KOMHCCHM IO CO-
IJIACOBAHMIO C WIEHAMU KOMHMCCHH U, KaK MPaBUJIO, BKIIOYAET JOKIA CTyieHTa (He Ooiiee
7-10 MUHYT), YTE€HHE OT3bIBA U PELIEH3UH, BOPOCHI YWIECHOB KOMUCCUU, OTBETHI CTY/ICHTA.
MoskeT OBbITh IPEyCMOTPEHO BBICTYIJIEHUE PYKOBOJIUTENISI BBIMTYCKHON KBaTU(pUKAIIMOH-
HOM paboThl, a TaKXKe PELEH3EHTa, €CJIU OH MPHUCYTCTBYET Ha 3aceJaHUM 3K3aMEHAI[MOH-
HOU KOMHUCCHH.

[Ipu ompeneneHN OKOHYATEIHPHOM OIICHKH IO 3allIUTE BBITYCKHOM KBaJdu(HUKaIIK-
OHHOI pa0OThl YUUTHIBAIOTCS:

—  JIOKJIaJl BBIITYCKHUKA M0 KaXKJIOMY Pa3JeiTy BhIITyCKHOM paOOThI;

—  OTBETHI HAa BONPOCHI;

—  OLICHKA PEIECH3EHTA;

—  OT3bIB PYKOBOJMTEII.

3ammuTa BhIMYCKHBIX KBATU(DUKAITMOHHBIX pa0OT MPOBOJIUTCS HA OTKPBITHIX 3ace/a-
HUSIX DK3aMEHALMOHHON KOMHUCCUU C YYaCTUEM HE MEHEE IBYX TPETEH €€ COCTAaBA.

Pe3ynbTaThl BRIMYCKHON KBaTU(UKAIIMOHHON PabOTHI OMPENEISIOTCS OIEHKAaMU IO
NATUOATLHONM CUCTEME U OOBSBIISIOTCS B TOT K€ JIeHb Mocie o(QopMJICHUS B yCTaHOB-
JIEHHOM TOPSAAKE MPOTOKOJIOB 3aCEAAHUMN IK3aMEHAMOHHBIX KOMUCCHIA.
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«OTJIHYHO» BBICTABISETCS 32 CIEAYIOIIYIO BBIMYCKHYIO KBaJIM(UKAIIMOHHYIO pa-
oory:

- paboTa HOCUT HMCCIIEOBATEIbCKUNA XapaKTep, COACPKUT IPaMOTHO H3JI0KEHHYIO
TEOPETHUECKYI0 0a3y, riyOOKHuil aHau3 MPOoOIeMbl, KPUTHUECKHUI pa3doop AesTEIbHOCTH
KPEIUTHOM OpraHu3alllK, XapaKTEepPU3yeTCsl TOTUYHBIM, MOCIEI0BATENbHBIM U310KEHUEM
MaTepHaia ¢ COOTBETCTBYIOIIUMH BBIBOJIAaMU U 000OCHOBAaHHBIMH MPEJJIOKEHUSIMU;

- UMEET MOJIOKUTEIbHBIE OT3bIBbI PYKOBOAUTEIS U PEIICH3CHTA;

- TIpU 3amuTe paboThl CTYIEHT MOKa3bIBaeT IITyOOKHEe 3HAHHS BOMPOCOB TEMBI, CBO-
001HO omepupyeT JaHHBIMHU MCCIEIOBaHUS, BHOCHUT OOOCHOBAaHHBIC MPEAJIOKEHUS TIO
YIIYYIIEHUIO JIEATEIbHOCTH KOMMEpPUYECKOro OaHKa, a BO BpeMs JIOKJIa/Ja MCIOJIb3YyeT
HaIJISITHBIE TIOCOOMS (TaOMIThI, CXeMbl, TpadUKU U T. 1.) WM Pa3AaTOYHBIA MaTepHal,
JIETKO OTBEYAET HA NOCTABJICHHBIE BOIIPOCHI.

«Xopomu0» BHICTaBISETCA 3a CIACAYIONIYIO BBITYCKHYIO KBATH(PUKALMOHHYIO pado-
Ty:

- paboTa HOCUT HCCIENOBATEIbCKUM XapaKTep, COAEPKUT IPAMOTHO H3JI0KEHHYIO
TEOPETUUECKYI0 0a3y, TOCTATOUHO MOAPOOHBIA aHAIU3 MPOOJIEMBbl U KPUTUUECKUN pa3oop
NEATEIIbHOCTH KPEAUTHOM OPTraHU3alNM, XapaKTEPU3YeTCs MOCIEAOBATEIbHBIM H3JI0KE-
HHUEM MaTepuana C COOTBETCTBYIOIIMMH BBIBOJAMH, OJHAKO C HEIOCTATOYHBIMU U HE
BIIOJTHE 0OOCHOBAHHBIMHU MPEJIOKEHUSIMU;

- IMEET MOJIOKUTEIIbHBIA OT3bIB PYKOBOJUTEIIS U PELICH3EHTA;

- IPU 3aLIUTE CTYJECHT MOKA3bIBAET 3HAHUS BOIPOCOB TEMbI, ONEPUPYET AAHHBIMU
UCCJIEI0BAHMSI, BHOCUT MPENJIOKEHHS IO YIYyYIIEHUIO JEATEIbHOCTH KOMMEPYECKOIrO
O0aHKa, BO BpeMsl JIOKJIaJla UCIIOJIb3YET HATJIAIHbIe TOCO0Us (TabJIUIIbl, CXEMBI, TpapUKH U
T. I1.) WM Pa3/laTOYHbIA MaTepuai, 0e3 0COObIX 3aTPyIHEHHI OTBEYAET Ha MOCTaBJICHHbBIC
BOITPOCHI.

«Y10BJIETBOPUTEJbHO» BBICTABJISETCS 32 CIEAYIONIYIO BBITYCKHYIO KBaJIH(UKa-
IIUOHHYIO paboTy:

- HOCUT HCCJIEIOBATENIbCKUI XapakTep, COAEPKUT TEOPETUUECKYIO TJaBy, Oa3upy-
€TCs Ha MPAKTUYECKOM MaTepHalie, HO OTJINYaeTCs] TOBEPXHOCTHBIM aHAJIM30M U HEJIOCTa-
TOYHO KPUTUYECKHM Pa3z00pOM JESITEIbHOCTH KPEIUTHON OpraHW3alluu, B HEM mpocMart-
pUBaeTCA HEMOCIEA0BATEIbHOCTh M3JIOKEHUSI MaTepuaia, MpeCcTaBlIeHbl HEOOOCHOBAaH-
HBIE TIPEAJIOKEHUS;

- B OT3bIBaX PYKOBOAMUTENS U PELICH3EHTAa UMEIOTCS 3aMEUaHUS 10 COJEPKAHUIO pa-
OOTHI M METOJIMKE aHAIN3a;

- MIPY 3aIUTE CTYJEHT MPOSBIISIET HEYBEPEHHOCTh, MOKA3bIBAET cJiabdoe 3HAHUE BO-
MIPOCOB TE€MBI, HE JIA€T MOJIHOTO, apTyMEHTUPOBAHHOTO OTBETA HA 3aJJaHHbIE BOMPOCHI.

«HeynoB1eTBOPUTEIBbHO» BBICTABISIETCSA 32 CIEAYIOIIYIO BBIMYCKHYIO KBajau(u-
KaIlMOHHYIO padoTy:

- HE HOCHUT MCCIIEJOBATENIbCKOTO XapaKkTepa, He COJAEPKUT aHaIN3a U MPAKTUYECKO-
ro pazbopa JesTEIbHOCTH KPEAUTHOM OpraHu3alii, HE OTBEYaeT TPeOOBAHMSIM, H3J10-
KEHHBIM B METOJIMYECKUX YKA3aHUSX;

- HE UMEET BBIBOJIOB JINOO OHU HOCST JICKJIAPATUBHBIN XapaKTep;

- B OT3bIBaX PYKOBOAUTENS U PEIEH3EHTAa UMEIOTCS CYIIECTBEHHBIE KPUTUUYECKUE
3aMeyaHus;
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- TIPU 3aILUTE CTYJEHT 3aTPY/IHSIETCSl OTBEUATh Ha OCTaBJIEHHBIE BOMPOCHI IO TEME,
HE 3HaeT TEOPUH BOIPOCA, MPU OTBETE JOMYCKAET CYIIECTBEHHbIE OIMIMOKH, K 3allUTE HE
MOJICOTOBJICHBI HATJISIAHBIEC TOCOOUS UK pa3AaTOYHBIN MaTepual.

OueHka BBIMTYCKHOW KBadU(UKAIIMOHHON paOOThl OCHOBBIBAETCS Ha MOKa3aTessxX
OLICHKHU PEe3YyJIbTaTOB 00yUYEHUs, ONPEACIISIEMbIX CTEIIEHbIO OCBOEHUS NPO(EeCCHOHATBHBIX
KOMITETEHIIMA B COOTBETCTBHM C BUJAaMU NPO(ECCUOHATBLHON JeATEeIbHOCTH BBITYCKHU-
KOB U (DUKCUPYETCS MO KaXAOMY CTYJIEHTY B IIPEJICTaBICHHON dopme:

OueHka BbITYCKHOM KBATH(PUKANMOHHON PadoThI
(®UO BBITyCKHUKA)

Koapl npoBepsembix
KOMIIETEHIIUHA

[Tokasarenu OllEHKH pe3yiibTaTa

Ornenka

[K1.1. Koopauauposats
paboty opraHmzanuu (TpH-
€MHOIl PYKOBOAMTEINS), BECTH
[IPUEM IIOCETUTETEN.

[IpaBunbpHOCTH MPUMEHEHUS] HOPMATUBHO-TIPABOBBIX aKTOB IMpH Opra-
HU3allUU IpHueMa MOCETUTENEH.

[IpaBuiIbHOCTD OpraHu3alyK NPUEMA MOCETUTENEH U HWHBIX BU-
JIOB OPraHU3alMOHHOTO OOCTYKHUBaHHUSI.

[IpaBunbHOCTE NMPUMEHEHUS! MPUEMOB JAEJIOBOIO OOLICHHS U NpaBHI
KYJbTYpbI IOBEJCHUS [IPU MTpUEME NOCETUTENEH.

HeyxocHuTenbHoe coOI0A€HNE 3TUYECKUX MPaBUI, HOPM U NPUHIIH-
[IOB NP NPUEME MOCETUTENEH.

I[IK 1.2. OcymectBusith pa-
00Ty MO MOATOTOBKE U MpO-
BEJICHUIO COBEIIaHMWH, JIeIo-
BBIX BCTpeEY, IPUEMOB H IIpe-
3CHTALMM.

TouyHoCTh COOMIOACHUS MOpSAAKAa M MPOLELYPHl NPOBEICHUS COBEIIa-
HHUU, JEJIOBBIX BCTPEY, IPUEMOB U NIPE3CHTALMMN.

[IpaBuIbHOCTh OpraHU3alMU MOJATOTOBKH U MPOBEICHHS TEXHU-
YeCKOro 00CIyKUBaHUS KOH()EPEHTHBIX MEPOTIPUSITHIA.
[IpaBunbHOCTE MPUMEHEHHUSI IIPUEMOB JIEIOBOTO OOLICHUS, PEryiaMeH-
TOB M IIPABHJI KyJIbTYPBI IOBEAECHUS NPH NMPOBEACHUN COBEILAHUI, Je-
JIOBBIX BCTpEY, IPUEMOB U IIPE3CHTALIUM.

HeyxocHuTenbHoe cOOMIOACHNE 3TUYECKUX MPABWII, HOPM W NPUHIIH-
OB IIPU NPOBEACHUH COBELIAHMMH, JIENOBBIX BCTpPEY, MPUEMOB U Ipe-
3CHTaLUM.

IIK 1.3. OcymecTBasTs HOI-
TOTOBKY JICNOBBIX IOE3JI0K
PYKOBOJHUTENSI M JPYTHX CO-
TPYJIHUKOB OpraHU3aI|Hy.

[IpaBUNBbHOCTH, CBOEBPEMEHHOCTh U TOYHOCTH O(OpPMIIEHHSI IOKYMEH-
TOB JJI1 OPraHU3al1K JI€JIOBbIX MOE3/10K.

To4HOCTB TIEpPEUHsI TOKYMEHTOB, HEOOXOIUMBIX MPH OPOPMIICHUN
KOMaHJIMPOBOK.

IIK 1.4. Oprann3oBbIBaTh
pabodee MECTO ceKpeTaps U

PanyoHanbHOCTE OpraHu3anuy pabouero MecTa.
OntuManbHOCTE MOAOOpa HEOOXOIUMOro 000pYNOBaHHUS U

PYKOBOJHUTCIIA. CpeICTB O(PHCHON TEXHUKH, KaHLEISIPUU.

[K 1.5. Odopmists [IpaBunbHOCT, (QOPMUPOBAHUSI TPOEKTOB PACHOPSIIUTEIBHBIX JIOKY-
pacnopsAUTeNIbHbIE JIOKY- | MEHTOB.

MEHTBHI, KOHTpONHpoBaTh | CBOEBPEMEHHOCTH O(OPMIICHHS PACHOPSIIUTEIbHBIX IOKYMEHTOB.

CPOKH X UCITIOJTHCHUA.

CBOCBpeMeHHOCTL 1 TOYHOCTH HUCITOJIHCHUSA paCHOpSIJII/ITeHBHI)IX ZIOKy-
MCHTOB

CootBeTcTBHE 0()OPMIISIEMBIX JTOKYMEHTOB YCTaHOBJIEHHBIM TpeOOBa-
HUAM

[IpaBUIBHOCTh U TOYHOCTH IPUMEHEHHUSI TEPMUHOJIOTUHU JIOKYMEH-
TAIMOHHOTO 00ECTICYCHHUS YITPABICHUS

CBOEBPEMEHHOCTh KOHTPOJISI CPOKOB HMCIOJIHEHUSI OpraHu3alv-
OHHO-PACTIOPSIANTENBLHON JOKYMEHTAIIUU

IIK 1.6. ObpabaTreiBaTh BXO-
ISIIAE W HCXOMAIINE JTOKY-
MEHTBI, CHCTEMaTH3HPOBaTh
HX, COCTaBIATh HOMEHKIIATY-
py nen u GhopMUPOBaThH JI0-
KYMEHTBI B JIena.

[IpaBUIIBHOCTP M TOYHOCTH COCTAaBJIEHHS HOMEHKJIATypbl nen. Cpoe-
BPEMEHHOCTh ¥ TOYHOCTh 00Pa0OTKH, PETUCTPAIINN BXOISAIINX U UCXO-
JAIINX TOKYMEHTOB, UX CUCTEMATH3ALINN.

CootBercTBHE O0DOPMIISIEMBIX TOKYMEHTOB YCTaHOBJIEHHBIM TpeOoBa-
HUSIM
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Koapl npoBepsembix
KOMITETEHITU I

ITokazarenu oueHKU pe3ynbTara

Onenka

IIK 1.7. CaMocTOsSTEIBHO
pabotaTh € JTOKyMEHTaMH,
coJiepKaIuMU KOH(PHUICHIIN-
aIbHYI0 MH(OPMAIIHIO, B TOM
qyuciae ¢ JOKYMEHTaMH II0
JTUYHOMY COCTaBY.

CootBercTBUE 0QOPMIISIEMBIX JIOKYMEHTOB YCTaHOBJICHHBIM TpeOOBa-
HUSIM.

Cobmonenne TpeboBaHWN K pabdoTe C ITOKYMEHTaMH, COIEpPKAIluMHU
KOH(MICHIUATBHYIO HH(OPMAIUIO, C MEPCOHAIBHBIMU JTaHHBIMU CO-
TPYIHUKOB.

[IpaBunbHOCTE 00pPaOOTKM W XpaHEHUS JOKYMEHTOB, COJEPMKAIHX
KOH(MICHINAIHHYI0 HHPOPMAIIHIO.

I[IK 1.8. OcymecTBnsaTs Te-

nedoHHOE ~ OOCTY)KHWBaHHE,
NpUHUMATh W TepelaBaTh
(axceol.

Bragenne cpenctBamMu OprTeXHUKH.

[IpaBuiIbHOCTh TIPUMEHEHHSI TIPUEMOB JENOBOTO OOIIEHHWS W IPaBHII
KYJBTYPHI MIOBEACHUS B OPTaHU3aIUHU TeJIe()OHHBIX TIEPErOBOPOB.
HeykocHuTenbHOE COOMIOACHNE 3TUYCCKUX TPABUII, HOPM W TPUHITH-
OB TeJe(OHHBIX TIEPETOBOPOB.

[IpaBuibHOCTH TIpHEMa U Tepenadn (pakcorpamm.

IIK 1.9. OcymecTBasTs MO~
TOTOBKY JieNl K Iepeaadye Ha
ApPXUBHOE XpaHCHHUE.

CootBetcTBHE OQOPMIISIEMBIX JOKYMEHTOB YCTaHOBJICHHBIM TpeOoBa-
HUSM.
CBOEBpPEMEHHOCTD MOJITOTOBKH JIe] K Nepe/lady B apXUB.

IIK 1.10. CocTaBisaTh OIHUCH
Jell, OCYIMECTBISITh TOJrO-
TOBKY JeJ K Iepeaadye B ap-
XMB OpraHM3allid, TOCyIap-
CTBCHHBIC M MYHHIIMIIAIbHBIC
apXVBBHI.

HpaBI/IJ'H)HOCTL 1 TOYHOCTBb COCTABJICHUS OIIMCH ACII. CBOCBpeMeHHOCTB
IOATOTOBKH J€JI K IE€PEIAYIN B apXUB.

[IK 2.1. OcymecTBusITh 3KC-
IEPTU3Y LIEHHOCTHU JOKYMEH
TOB B COOTBETCTBHUH C JCH-
CTBYIOIIUMU 3aKOHOJATEIb-
HBIMU aKTaMH U HOpMaTI/IBa-
MHA

[IpaBUnBHOCTH MPUMEHEHUSI HOPMATUBHO-IIPABOBBIX AKTOB IIPHU MPOBE-
ACHUHU 3KCIIEPTU3BI HEHHOCTU JOKYMCHTOB.

[IpaBUNBHOCTH MPUMEHEHUS] KPUTEPUEB LIEHHOCTH NOKYMEHTOB IpH
MPOBEACHUH SKCIEPTU3BL.

CBOGBpCMCHHOCTb COCTAaBJICHUS ITPABOBBLIX AKTOB OpraHu3alyu 1o Co-
37aHUI0 SKCIIEPTHON KOMHUCCHHU.

[IK 2.2. Bectu paboty B cu-
CTeMax AIEKTPOHHOTO JIOKY-
MEHT0000pOTAa.

Brnanenne mnporpaMmaMu 3IIEKTPOHHOrO JOKyMeHTooOopoTa. Ilpa-
BWJIBHOCTB MCIIOJIb30BAaHUSI IPOrPAMMHOIO 00ECTICUEHHS.

To4YHOCTH U CBOEBPEMEHHOCTh Pa0OTHI B CHCTEMAax 3JIEKTPOHHOTO JO-
KyMEHT0000poTa.

I[IK 2.3. PazpabareiBath u
BECTH KJIACCU(PUKATOPHI, Ta-
0enu W JIp. CIIPaBOYHMKH I10
JOKYMEHTaM OpraHU3aLHH.

ToyHOCTh W TIPAaBHIBLHOCTh NMPUMEHEHUS KJIacCH(PUKATOPOB TOKyMEH-
TOB.

CBOEBPEMEHHOCTh W IMPAaBWJIBLHOCTh MMOJATOTOBKU KJIacCH()UKATOPOB,
Tabenel u Ip. JOKYMEHTOB OpTaHu3aIlni.

CooTBeTCTBHE TOJTOTOBIEHHBIX JOKYMEHTOB HOpMaM JEHCTBYIOIIETO
3aKOHOJATEIbCTBA.

[IpaBuibHOCTh TIPY NPUMEHEHWH KPUTHYECKOTO aHaHW3a IPaBOBBIX
AKTOB HAa COOTBETCTBHE WX JICHCTBYIOIEMY 3aKOHOATEIILCTRY.

[IK 2.4. OGecrieunBath MpH-
€M W palHroHaJbHOE pa3Me-
LIEHHE TOKYMEHTOB B apXHBE
(B T.4. TOKYMEHTOB MO JIHY-
HOMY COCTaBy).

[IpaBUNBHOCTE IPUMEHEHUSI HOPMATHUBHO-IIPABOBBIX AKTOB IIPU IpHUE-
M€ NTOKYMCHTOB B apXHBE.

CoOnronenne TpeOOBaHUM K PalMOHAIFHOMY pa3MEIEHHIO JOKyMEH-
TOB B apXUBe.

CobmioieHre CBOEBPEMEHHOCTH NMPH O0(OPMIIEHUH JTOKYMEHTAIHH 10
JIMYHOMY COCTaBY.

[IK 2.5. ObGecnieunBatp y4er
W COXPaHHOCTh JIOKYMEHTOB B

HpaBI/IJ'ILHOCTL MPUMCHCHUA COBPEMCHHBIX MCTOAUK obecrieueHus co-
XpaHHOCTH JOKYMCHTOB, MX KOHCECpBAIIUN U peCTaBpalluu

apxuBe.
I[IK 2.6. OpranuzossiBath | [IpaBUIbHOCTE NpPUMEHEHHS HOPMAaTHBHO-TIPABOBBIX AaKTOB IIPU HC-
WCIIONIb30BAaHUE  APXMBHBIX | MOJB30BAaHUM aApXMBHBIX JJOKYMEHTOB B HAy4YHBIX, CIIPABOYHBIX M MpaK-

JTOKYMCHTOB B Hay4HBbIX,
CIIPABOYHBIX U IMPAKTHYCCKUX
OCIIIX.

TUYECKUX LEIISX.
[IpaBunbHOCTE TIOA0OpPa W TPENOCTABICHHUS APXUBHBIX JOKYMEHTOB
JUIsl UCTIOJIb30BAHUS B HAYYHBIX, CIIPABOYHBIX U IPAKTUYECKUX LEIAX.
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Koapl npoBepsembix

. [Tokazarenu oLieHKH pe3yJibTaTa Ouenka
KOMIIETEHIUH
IIK 2.7. OcymectBisith op- | [IpaBUnbHOCTH MpPHMEHEHHST HOPMATHBHO-TPABOBBIX aKTOB IPH OCY-
TaHNU3aLOHHO- LIECTBICHUH KOHTPOJIS 32 pPaOOTON apXuBa OpraHu3aliH.

METOAMYECKOe PYKOBOACTBO | CBOCBPEMEHHOCTH W TPaBWJILHOCTh MPUMEHEHUS METOIUK H (hopm
W KOHTpOJb 3a paboToi ap- | KOHTPOJs 3a pabOTOH apXuBa OpraHM3allMi U 332 OpraHU3alMeid JOKY-
XHMBa OpraHW3alyd U 32 Op- | MEHTOB B JICIONPOU3BOJICTBE.

raHu3anieid JTOKyMeHTOB B | CBOCBPEMEHHOCTh KOHTPOJSI CPOKOB HCIOJHEHHUS HOPMATHUBHBIX J10-
JIeTTOTIPOU3BO/ICTBE. KYMEHTOB.,

KoHTposib TIpaBHIBLHOCTH CaMOCTOSITSIILHOM Pa3pa0O0TKA TPaBOBBIX
AKTOB OpTaHM3aIllH.

CTyaeHTbI, BBITIOJHUBIINAE BBHITYCKHYIO KBaTU(UKAITMOHHYIO pabOTy, HO TOTyYHB-
K€ NPU 3AIIUTE OLEHKY «HEYIOBIETBOPUTEIBHO)», UMEIOT ITPABO HA ITIOBTOPHYIO 3aIIUTY.
B sToM ciydae sk3ameHaIIOHHAS KOMHUCCHS MOXET MPHU3HATh 11eJI€CO00pa3HBIM MTOBTOP-
HYIO 3aIlUTY CTYJACHTOM TOH K€ BBIMTYCKHOM KBaTM(PUKAIIMOHHON pabOThl, JTMOO BHIHECTU
pelIeHrue O 3aKpeIyICHWH 3a HUM HOBOTO 3aJlaHHsl Ha BBIMTYCKHYIO KBAIM(UKAIMOHHYIO
paboTy U ONpPEACIIUTh CPOK OBTOPHOM 3aIUTHI, HO HE PaHEE YEM Yepe3 ro/l.

CryneHTy, NOJy4UBIIEMY OLIEHKY «HEYJOBJIETBOPHUTEIBHO» MPU 3aAIIUTE BBITYCK-
HOM KBaNM(UKAIMOHHOW pabOThI, BBIJAETCA aKajJeMHYecKash CIpaBKa YCTaHOBJICHHOIO
oOpasua. AkajgeMuyeckas cripaBka 0OMEHHUBAETCSA Ha JUILIOM B COOTBETCTBUU C PEIICHU-
€M JK3aMEHAIlMOHHOM KOMMCCUHU IIOCJIE YCHEIIHOM 3allUThl CTYJACHTOM BBIITYCKHOW KBa-
TU(GUKAITUOHHON PabOTHI.

CryneHTy, UMEIOLIEMY OLIEHKY «OTJIMYHO» HE MEHEE YeM M0 75 MPOIEHTaM JAUCIU-
IJIMH y4eOHOro IJIaHa, OLEHKY «XOPOIIO» MO OCTAIBHBIM JTUCIUIUIMHAM U MPOIIEIIIEMY
Bce ycranoBieHHble OI'OC CIIO, BXOASIMX B UTOTOBYIO TOCYAAPCTBEHHYIO aTTECTALIHIO,
C OLICHKOM «OTJIMYHO» BBIAACTCS JUILIOM C OTIIMYHEM.

CryneHT, He TPOIIEAIINNA B TEUCHHE YCTAaHOBJIICHHOTO CpOKa OOy4YEeHHUs aTTecTalu-
OHHBIE MCIBITAHMS, BXOISIIIME B COCTAB UTOTOBOM aTTECTAllUH, OTYUCIISICTCS U3 KOJIJIEIXKa
Y TIOJIyYaeT aKaJIeMUYECKYIO CIIPAaBKY YCTaHOBJIEHHOTO 00pasia.

BrinyCkHUKM, HE TPOIIEAIINE UTOTOBBIE ATTECTALIMOHHBIE UCIIBITAHUS, JOMYCKAOT-
Cs K HAM TIOBTOPHO HE paHee CIEAYIONIEeT0 Meproja padoThl 9K3aMEHAIIMOHHON KOMHC-
CHH, KOTOPBIM HA3HAYAETCSI HE PAHEE TPEXMECSIYHOTO U HE TTO3/IHEE MIATUIIETHETO CPOKA.

CryneHraMm, HE TPOXOAMBILINM HUTOTOBBIX aTTECTALIMOHHBIX MCIBITAHUI MO YBaXHU-
TEJIHHON MPUYMHE, MOKET OBITh MPOJJIEH CPOK OOYUEHHMSI JIO0 CIEIYIONIETro nepuoaa padbo-
ThI 9K3aMEHAIIMOHHON KOMHUCCUU, HO HE 00Jiee YeM Ha OJIMH TOJT
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IIpunoxenue 1
Dopma 3a:a6/1€HUA HA bINYCKHYIO K6ATUDUKAUUOHHYIO padOmy

Havanenuky Y4ue6GHol yacTu
Konnemka YU (punuana)
OI'bOY BO BI'Y

Crykanosou U.C.

OT CTyJIleHTa ___ Kypca TPYIIIEI CIie-
[IUATBHOCTH

Komnemxa YN (punuana)

OI'bOY BO BI'Y

(®.N.0.cTynenta)

3ASIBJIEHUE
[Iporry pa3pemuTh BBIOJHATH BBITYCKHYIO KBaTU(UKAIMOHHYIO padOTy Ha

TEMY:

IHoanuce

(mata)

PEHIEHUE
[Ipoury yTBepIUTh TEMY U HA3HAYUTH PYKOBOJAUTEIIEM

Hauaneauk Yue6noit vactu U.C. CtykanoBa

(moamuck, nata)
B npukas:
YTBEepAUTH TEMY U PYKOBOJIUTETIS.

Hupexrop Komnemxka YU (bunuana) PI'6OY BO MLII. Oxerosa
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[punoxenue 2

Dopma 3a0aHus HA BbINYCKHYIO KEATUPUKAUUOHHYIO PAOONLY
MHWHUCTEPCTBO HAYKH U BBICIIIET'O OFPA3OBAHU S POCCUMCKOM ®EJIEPALIMN
®EJIEPAJIBHOE I'OCYJIAPCTBEHHOE BIOJ[)KETHOE OBPA3OBATEJIbHOE YUPEX/IEHUE

BBICILIEI'O OEPA3OBAHU S
«BAVMIKAJIBCKMI IT'OCYJIAPCTBEHHBI YHUBEPCUTET»
YUTUHCKU UHCTUTYT
KOJUIEK

3AJJAHUE
Ha BBITYCKHYIO KBaTU(UKALUOHHYIO paboTy

Cryaenty
Tema BbITyCKHOM KBaJTM(DUKAIIMOHHON pabOTHI
YTBepxkaeHa npuka3zoMm 1no Yutuackomy MHCTUTYTY (prmany) GI'BOY BO «bI'Y»
Ne oT 20 .

PykoBoauTenb BRIMYCKHON KBATHU(UKAIIMOHHON padOT

(yduenast creneHs, 3BaHue, 11.0.0.)

JlaTa BbIJ1a4uu 3a/1aHUS 201 T
Cpok cauu CTyICHTOM 3aKOHYEHHOU PabOThI 201 .
KAJIEHIAPHBIN ITJIAH
BBITIOJTHEHUSI BBIMYCKHON KBaJTU(DUKAIIMOHHOW pabOThI
Y U ——. [Inan BBITIOII- PakTHuyeckoe IToxmuce py-
HCHUA BBIIIOJIHCHUEC KOBOOUTCIIA
PykoBoaurens
(mara, MOAMKCH) (®PUO)
Hcnonnurens
(mara, MOAMKCH) (®UO)
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[Tpunoxenue 3
Oépaszey om3viea pyKoeooumens 6bINyCKHOU KeANUDUKAYUOHHOU pAOOM bl

MMWHHUCTEPCTBO HAYKH U BBICIIIETO OBPA3OBAHUS POCCUMCKOM ®EJIEPALINN
®EJIEPAJILHOE T'OCYJIAPCTBEHHOE BIO/KETHOE OBPA30OBATEJILHOE YUPEXK/IEHUE
BBICIIEI'O OBPA30OBAHUS
«BAVIKAJIBCKUM T'OCYIAPCTBEHHBIN YHUBEPCUTET»

YUTUHCKUM NHCTUTYT
KOJUJIEK

OT3bIB PYKOBOJAUTEJIA
Ha BBIITYCKHYIO KBaJU(UKAIIMOHHYIO paboTy CTy/AEeHTa

(®.11.0. cryneHTa, HOMEp IpyIIIIbI)

BBIITOJIHCHHYIO 110 CIICHHUAJIBHOCTH

Ha TEMY:

(mosHOE Ha3BaHKE pabOThl B COOTBETCTBHE C YTBEPIKICHHBIM 33 JaHUCM)
110 MaT€puajiaM

(Ha3BaHHME OPraHU3ALIN)
BLIHyCKHa}I KBaJ'IPI(i)I/IKaLII/IOHHa}I pa60Ta COOCPKUT:

CTpaHuLl, TabIull, MJUTFOCTPALUH, VCTOYHHMKOB JIUTEPATYPHI.
CooTBeTCTBHE CTPYKTYPBI U COJEPKAHUS TEME U 3a/IaHUI0 HA BHIITYCKHYIO KBATU(UKALIMOHHYIO pabo-
Ty

OHGHKa PACKPBITHA TCOPETUIYCCKUX ACIICKTOB TEMBI:

OO60CHOBaHHOCTh U MpPaKTHYECKasl 3HAUMMOCTh MPEUIOKEHUN U peKOMEHAAlNN, CAENaHHbIX B BBITYCK-
HOW KBaJM(PHUKAIIMOHHOM paboTe:

Opranuzanus paboThl CTYAEHTA HaJl BBITYCKHON KBaJIM(UKAMOHHONW paboTOM (CaMOCTOSATENBHOCTD, OT-
BETCTBEHHOCTb, YMEHHUE OpPraHU30BaTh CBOU TPYA U T.1.):

OdopmiieHre BbITyCKHON KBaTH(PUKALIMOHHOM paboThI:

OO11ee 3akII0YeHKE 110 BBITYCKHOM KBaNU(UKAMOHHON padorTe:

PykoBogurens

(®.1.0., 10IKHOCTB) (moamuce)

JlaTta « » 201 T.
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[Ipunoxenue 4
(DOPMCI Hanpae/leHUuA Ha peyueH3nulo 6blnyCKH012 Keaﬂud)ukauuouuoﬁ

paoomul
Peuenzenty

Hampasnsito Bam Ha penieH3uio BBITYCKHYIO KBaTU(DUKAITMOHHYIO paboOTy CTyAcHTa

CrnennaibHOCTH Komnemx UN BI'Y
Ha TeMY:
3amura paboThl COCTOUTCS «__ » 20 r.

Peniensus nomkHa ObITH IIpPEACTaBlIeHa B DK3aMEHAIIMOHHYI0 KOMHUCCHIO HE T03/IHEe
« » 20 1.

HavanbHuk yueOHOM yacTu (1.0. dammins)
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[Ipunoxenue 5

Oobpaszey peuenzuu Ha 6bINYCKHYIO K6ATUPUKAUUOHHYIO padomy
Penen3usi Ha BHINYCKHYI0 KBAJIN(PUKALMOHHYIO padoTy

Brinmycknuka Komnemxa Yutunckoro uucruryra ®I'bOY BO
«balKabCKUM roCy1apCTBEHHBIM YHUBEPCUTET»

(®.1.0. cryneHTa)
BBIIIOJTHEHHYIO ITO CIICITHAJIbHOCTH

Tema paboThI

OO6beM paboTHI: CTpaHUIl, COJEPKUT: TaOIHI] , WIUTIOCTpaIui , PUJIOKEHUI
Caenenusi 00 aKTyaJqTbHOCTU TEMBI:

3aK/II04eHNE O CTENIEHU COOTBETCTBUSI BHIIIOJIHEHHOW pabOThl 3aJaHUIO

XapakTepHucTHKa BBITIOJHEHUS KaXI0TO pa3jielia, CTeIEeHb UCTIOIb30BAHUS BBITYCKHUKOM TOCIIE/I-
HUX JIOCTMDKEHUH HAayKH M COBPEMEHHBIX METOOB Pa0OThI (pa3paboTKa HOBBIX BOIPOCOB, JOCTO-
BEPHOCTh, 00OCHOBAaHHOCTH BBIBOJIOB (TIPEIIOKEHUH ), UCTIOIB30BAaHUE JTUTEPATYPHI, MPAKTHICCKAsT
3HAYUMOCTH PaOOTHI.)

HepequL MOJIOXKHUTCIBbHBIX KaYCCTB pa6OTBIZ

[lepeueHb OCHOBHBIX HEIOCTATKOB PAaOOTHI:

Onenka kauectBa 0(OpMIIEHUS padOTHI:

OT3bIB 0 paboOTE B IIEJIOM U TpejIaraeMas OleHKa:

W3noxxeHne no3BoJISIET CUNTATh, YTO pelieH3upyemast paboTa:

(3aKJIIOUEHHE O COOTBETCTBUHU KBATH(HUKALMH 110 CHEINATbHOCTH)

Penensent

(®.1.0.,10/KHOCTB) (moamucek)

JlaTta « » 201 T.
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[Tone BepxHee 2 cM.

Oobpaszey mumynvbH020 TUCMA 6bINYCKHOI Keanugpukayuonnoi pabomot 1lpunoxenuve 6

MUWHUCTEPCTBO HAYKH U BBICLLIET'O OBPA3OBAHU S POCCUNCKOM ®EJIEPALIMNA
®EJIEPAJIBHOE I'OCYIAPCTBEHHOE BIO/[)KETHOE OBPA30BATEJIbHOE VUPEX/EHUE
BBICILIET'O OBPA3OBAHUS
«BAMKAJIBCKNM T'OCYIAPCTBEHHbBI YHUBEPCUTET»
YUTUHCKUN UHCTUTYT

— KOJUIEJDK
A

[Tone neBoe 2 cm. [Tone mpaBoe 1 cm.

«—>
8 0JlMHapHBIX UHTEPBAJIOB

4 JIUITTIOMHASI PABOTA

14 mpudt 2 oMHAPHBIX UHTEPBaja
16 mpudr
:l{GHI/IaHBHOCTB 46.02.01 JoxyMCHTAIIMOHHOE O0ECIICUeHHE YITPABICHHUS U apXUBO-

< i BEJICHHUE

1 opuHapHBINA UHTEPBAI

HOPMATHUBHO-ITPABOBAA bA3A JAEJIOIIPOU3BOJCTBA
B OPTAHU3ALIMN 1N EE COBEPILIEHCTBOBAHUE

K I 3 OJHMHApPHBIX UHTCPBAJia

K 3ammre nomyckaro:

HavanbHuk yuyeOHOI yacTu N.C. CrykanoBa
(mara, mO/IHKCH)

1 onuHapHBIA UHTEPBAI

PykoBoauTenb TUIMIIOMHONU pabOThI
[IpenonaBarens O.C. llIunuipia

=
= < (aTa, MOAMKCH)
Q
EE] 4 | onuHapHbIil HHTEpBAN
Hcnonnurens
Crygaent rpynnsl JIOY-16-1 N.A. AHnpeeBa

I (mara, TO/IHCH)

5 oAVHApHBIX UHTEPBAJIOB

N

ITone amxuee 2

CM. 14 mpucgr { Yura, 201
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[Ipunoxenue 7
Dopma 3a:16Ku HA BbINOJIHEHUE 8bINYCKHOU K8ATUDUKAUUOHHOU PAOOMbL

3ASBKA

OopraHmn3aly Ha BBIIIOJIHCHHC BBIHYCKHOﬁ KBaJII/I(i)I/IKaHI/IOHHOﬁ pa6OTLI

JpexTopy KoJIemKa
Yutunckoro uacturyta ®I'OY BO «bI'Y»

(D.1.0.)

AJIMUHHUCTpanus OpraHU3aluu

(HaMeHOBaHNE OPTaHU3AIIIH)

MIPOCHUT MOPYUYUTH CTYJEHTY(KE)

(®amumus 1.0. crynenta(ku))

pa3paboTaTh BBHITYCKHYIO KBATU(UKALIMOHHYIO padOTy Ha TEMY:

(HaMMEHOBAHME TEMBI BBIMYCKHOM KBATH(DHKAIHOHHON paboThI)

(obocHOBaHME 3asBKH HA BBITIOIHEHHUE TEMBI BBITYCKHON KBATH(DHUKAITHOHHON PaboThI)

PykoBoautens opranuzanuu (1.0. ®amunus)

(WM crIeuUamuCcT MO0 SKOHOMUYECKUM BOIIPOCAM) (1.0. ®amunus)

[Teuats (moanucu)
Jlara
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[pudt 14, 3aronoBku oGopMIISIOTCS C MPO-

IIUCHBIX 6YKB, moA3aroJIOBKM CO CTPOYHBIX

[Ipunoxenue 8

Oobpaszey cooeprcanus 6bINyCKHOU KEANUDUKAUUOHHOU padOmbl

COJIEP)KAHUE } 6 1T

BBEJIEHUE ... ... e 3
1. | TOCYIAPCTBEHHBIE ITOCOBNA, ITPEJJOCTABJIAAEMBIE I'PAXK-

JAHAM, UMEIOIIAM JETEM. ..., 5
1.1 | TOHATHE U BUIBI HOCOOMM. . . e eveee e et et e ettt 5
1.2 | Kareropuu i1, UMEIOIKX IPABO HA MOJTYYECHUE TTOCOOMS.................... 18
2. |IIPABOBOE PEI'YJIMPOBAHUE HABHAYEHUN S 1 BBIITJIATHI I1O-

COBUU TPAXKJIAHAM, UMEIOIIM JETEW........................... 20
2.1 | [TocoOue 1o OEPEMEHHOCTH M POMIAM. ...\ uutteeennteeeteeeanseeannneeannneanns 35
2.2 | ExxeMecssuHOE MOCOOHE IO YXOY 32 PEOCHKOM. ....uuveeenreeenneeeannnneannes 40
2.3 | ConmanpHas MoepKKa CeMel, MMEIOIMMX JeTel B 3abalikaabCkoM Kpae... | 50

BAKITHOUEHUE. ... ... e, 56
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