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BBE/JIEHUE

[{enpr0 UTOTOBOI aTTECTAIMH ABJISETCS YCTAaHOBJICHHWE COOTBETCTBHS YPOBHS U Ka-
YecTBa MOJTOTOBKHM BHIMYCKHHKA DeepaibHOMY TOCYIapCTBEHHOMY 00pa30BaTeIbHOMY
CTaHJapTy cpeaHero npodeccuoHanbHOro odpasoBanus u BapuatuBHor yactu OI'OC no
KOHKPETHOU CIIELIMAIbHOCTH.

Wrorosas arrectanusi BeimyckHuka Kosuiemka mpoBOAUTCS B BHUE MOATOTOBKU U
3aIMTHI BBITYCKHOW KBATHU(UKAIIMOHHON paOOTHI.

BoimmyckHble  KBanu(UKAIMOHHBIE ~ pabOThl  MpPU3BaHbI  CIOCOOCTBOBATH
CUCTEMATHU3AlMK U 3aKPEIUICHUIO 3HAHWM CTYACHTA IO CHEIUATbHOCTH TMPU PEIICHUU
KOHKPETHBIX 3a/Jay, a TaKXe BBIACHUTh YPOBEHb IMOATOTOBKH BBITYCKHUKA K
CaMOCTOSITENIbHOM paboTe, CTENeHb OBIAJEHUS OOIUMU U MpodeccHOHATbHBIMU
KOMIIETEHIIUSIMH.

[lenp METOMWYECKUX yKa3aHWH — OKa3aHUE IMOMOINM CTyJCHTaM B BBIOOpE TeM,
HaIMCaHUU, OPOPMJICHUU U 3alIUTe PabOThl C yYETOM TpeOOBaHWI, MPEIBSABISEMBIX K
HEN.

Meronuueckre yka3zaHus pa3paboTaHbl HAa OCHOBE TPEOOBAHMI ClEIyIOLIUX
HOPMaTHUBHBIX JIOKYMEHTOB:

1. ®denepanbHbIi 3ak0H 00 0Opa3oBaHuu B Poccuiickoil denepamuu Ne 273 ot
29.12.12r.

2. [Ipuka3z ot 16 asrycra 2013r. Ne 968 «OO6 ytBepxknenun Ilopsiaka
IPOBEJICHUS TOCYJaPCTBEHHON MTOTOBOW aTTECTAIlMU MO 00pa30BaTeNIbHBIM IIPOrpaMmam
cpeaHero npogecCHoHaIbLHOT0 00pa30BaHUS

3. [Ipuka3 ot 31 suBapst 2014r. Ne 74 «O BHeceHMM HU3MEHEHHUI B MOPSIOK
IPOBECHHS TOCYAAPCTBEHHOM UTOTOBOW aTTECTAallMU MO 00pa30BaTEIbHBIM MPOrpaMMam
cpeaHero mpoecCHOHaTbHOTrO 00pa30BaHUs, YTBEPKIACHHBIM MpHKa3oM MUHHCTEpPCTBA
oOpazoBanus u Hayku Poccuiickoit @eneparuu ot 16 aBrycra 2013r. No 968»

4.  TOCT 7.1-2003 Cucrema cTaHaapToB Mo HHQOpPMAINH, OMOTUOTEYHOMY H
u3narenbckoMy neny. bubnuorpaduueckas 3amuck. bubnumorpaduueckoe omnucaHue.
O61ume TpeboBaHMs U MPaBHIIa COCTABICHUS

S. ['OCT 7.32-2001 Cucrtema ctanaapToB 1o uH(opmanuu, 6MOIMOTEUHHOMY U
u3zaTenbckomMy aenry OT4eT o HayyHO-HcClieqoBaTeNbckoil padote. CTpyKTypa U MpaBuiia
odopmIIeHUS



OBIIIVE TPEBOBAHN K BBIITYCKHOM KBAJIM®UKAILIMOHHOM PABOTE

Brimycknas kBanudukannoHHas padoTa mpeAcTaBiseT co00il 3aKOHYEHHOE MpH-
KJagHoe uccnegoBanue. OHa 10JKHA COAECPKATh TEOPETUYECKHUM U MPAKTUUECKUI aHaIn3
3a/a4y B 00JacTH OpraHU3alMM JOKYMEHTAIIMOHHOTO OOecreueHus yrnpaBieHus U QyHK-
IIMOHUPOBAHUSI OPTaHU3AIUH.

BrimmyckHas kBanu@ukalnoHHas padoTa BBIIOIHIETCS Ha KOHKPETHBIX MaTepHaliax
(6a3 mpakTUKM) ¢ y4ETOM MPoOIIeM, TPEOYIOIINX PEIICHUS B TAHHONW OpraHU3al[HH.

[Ipu Hanmcanuu pabOThI CTABITCS CIETYIONINE 3aaun:

—  OPUEHTHPYET Ka)XXJOro CTYJEHTa Ha KOHEUHbIN PE3yJIbTaT;

—  TI03BOJIIET B KOMIUIEKCE MOBBICUTH Kaue€CTBO YYEOHOro mpolecca, KauecTBO
MOATOTOBKH CIEIUAIUCTA U OOBEKTUBHOCTD OIEHKHU MOATOTOBIEHHOCTH BBIITYCKHUKOB,

—  CHUCTEMATU3HMpYET 3HAaHWs, YMEHHS WU ONBIT, MOJYYEHHBIE CTYJECHTaMU BO
BpeMsi 00y4YeHHS U BO BPEMsI MPOXOKICHUS TPOU3BOJICTBEHHOM MPAKTUKY;

—  pacmupsieT MOJyYEeHHbIC 3HAHUS 3a CUET M3YUYCHHS] HOBEUIINX MPAKTHUYECKUX
pa3paboTOK U MPOBEICHMS UCCICAOBAaHNN B MpodeccnoHanbHol chepe.

Brinmycknas kBanupukannoHHAs paboTa Kak 3aKJIIOUYUTENbHBIN 3Tam MOArOTOBKHU
BBIIIYCKHUKA JIOJKHA COJIEpPKaTh 3JEMEHThl CaMOCTOSITENIBHOrO HccienoBaHus. Padora
BBIIIYyCKHUKA HaJ TEOPETUYECKOM 4YacThIO MO3BOJISIET OLEHUTH CIEAYIOIIHE o0uue
KOMIIETEeHIIUM:

OK 1. IloHumaTh CYIIHOCTh M COIMATBHYIO 3HAYUMOCTh CBOEH Oymymied npodec-
CHM, TTPOSABJIATH K HEW YCTOMYMBBIA UHTEPEC.

OK 2. OpranuzoBbiBaTh COOCTBEHHYIO JI€ATEIHHOCTh, BHIOUPATh TUTIOBBIE METOJIBI U
CIIOCOOBI BHIMIOTHEHUS MPOGECCUOHANBHBIX 33/1a4, OIICHUBATh UX A((PEKTUBHOCTD U Kaye-
CTBO.

OK 3. IIpuHumaTh peuieHusl B CTAHAAPTHBIX U HECTAHAAPTHBIX CUTYAILUSX U HECTHU
3a HUX OTBETCTBEHHOCTb.

OK 4. OcymecTBiIsSITh TOUCK M HMCIOJIb30BaHHEe HMHGOPMAIIUH, HEOOXOIUMOM JIJIs
3¢ ()EKTUBHOTO BBITIOJHEHUS MPOQPECCHOHATBHBIX 3a1ad, MpOo(heCcCHOHATHHOTO W JIMY-
HOCTHOT'O Pa3BUTHSI.

OK 5. Hcnonb3oBaTh MH(YOPMAMOHHO-KOMMYHUKALMOHHBIE TEXHOJOTHMH B IPO-
dbeccuOHANbHON JIEATEIbHOCTH.

OK 8. CaMOCTOSTENBHO ONpPEAENATh 3aJa4l MPOPECCHOHATBHOIO M JIMYHOCTHOTO
Pa3BUTHS, 3aHUMATHCS CaMOO0OPa30BaHUEM, OCO3HAHHO TUIAHUPOBAThH MOBBILIEHUE KBAJIU-
dukanuu.

OK 9. OpueHTHpOBaTbCS B YCIOBHUSX YAaCTOM CMEHBI TEXHOJIOTHMH B mpodeccruo-
HaJIbHOU JEATETbHOCTH.

TpeboBaHusl K CTYJIEHTY MPHU BBHIMOJHEHUHU BBITYCKHOW KBaTu(UKAIIMOHHONU pado-
ThI:

—  TeopeTHYecKoe 00OCHOBAaHHE aKTyaJIbHOCTH M3ydaeMoi mpoOjemMbl B COBpe-
MEHHBIX YCIIOBUSIX;

—  yMeHHue paboTaTh CO CIEeNUATBLHON JIUTEPATypO, TPaMOTHO ITUTHPOBATH Be-
IyIIUX UCCIIEIOBATEIICH, IeTaTh CChUIKA HAa UCTI0JIb30BAHHBIC HCTOUYHUKHU;

—  pabota J0JIKHA UMETh HEOOXOAMMYIO MPAaBOBYIO OCHOBY;



—  TpPUBJEYEHHUE MPAKTUYECKOI0 MaTepuasa, MOJyYEeHHOro B pe3yJibTaTe coo-
CTBEHHOTI'O UCCJIEI0BAHMS,

—  JIOCTOBEPHOCTh M KOHKPETHOCTb W3JIOKEHHUS (PAaKTUUECKUX U IKCIEPUMEH-
TaJbHBIX JAHHBIX O pabOTe OpraHu3alMy WIA MPEANPUATHS, KPATKOCTh U TOYHOCTH (op-
MYJIHPOBOK;

—  00OCHOBaHME BBIBOJOB U MPEJIOKEHUN MO pe3yJibTaTaM HCCIEI0BaHUSA, UX
KOHKPETHBII XapakTep, NpaKTU4eCKasi HEHHOCTb JJIs1 PEIICHUs] HCCIIEyEeMbIX Po0IIieM;

—  YEeTKOCTb W JIOTUYHOCTb U3JI0KEHUSI MBICIIEH, JOKa3aTeIbHOCTh 1erecoo0pas-
HOCTH U 3(PPEKTUBHOCTHU MPeAJiaraeMbIX pPEIICHUN.

Heabro BbITYCKHON KBaTU(UKAITMOHHONW paOOThI SIBISETCS YCTAHOBIEHUE COOTBET-
CTBHUS YPOBHS OCBOCHHOCTH KOMITETEHIIUM, 00ECIIEYNBAIOIINX COOTBETCTBYIOIIYIO KBAJIH-
dukanuio ¥ ypoBeHb oOpa3zoBaHusa oOywaromuxcs, denepalbHOMY TOCYAaPCTBEHHOMY
o0pa3oBaTenbHOMY CTaHIAPTY CPEIHEro MPodeCcCHOHATBHOTO 00pa30BaHUS MO CIICIIH-
anpHOCTH  46.02.01 JIoKyMEHTalMOHHOE OOECIICUCHHE YNPABJICHUS U apXHUBOBEJCHUC B
JacTH OCBOSHHUS BUIOB IpodeccruoHanbHol nesrenbHocTr (BII/]) cnennanbHOCTH:

- Opranuzanus JOKyMEHTAaMOHHOTO OO€CleYeHusl yIpaBieHUs U (PYyHKIHUO-
HUPOBAHMS OPraHU3aLUU.

- OpraHu3anusi apXMBHOM M CIPABOYHO-MH(POPMALUOHHON pabOTHI MO JOKY-
MEHTaM OpraHU3alNH.

— BoinonHenre pabOT MO OJHOM WM HECKOJBKUM MpodeccusiM pabouux,
JOJKHOCTAM ciy>kauux (mpuinosxkerne k GI'OC).

Y COOTBETCTBYIOIIMX MpodeccnoHanbHbIX kKomnerenuuii (I1K):

Opranunszanus 10KyMEHTAIIHOHHOTO o0ecrneyeHHusl YNPAaBJIeHUs U (PYHKIMOHH-
POBaHUS OPraHU3ALNH

[IK 1.1. KoopauaupoBath paboTy opraHuzanuu (IpUeMHONU PYKOBOIUTEINS ), BECTH
IIPUEM TIOCETUTEIIEH.

[1IK 1.2. OcyuiecTBasTh paboTy MO MOATOTOBKE M MPOBEACHUIO COBELIAHHM, Ie0-
BBIX BCTPEY, IPUEMOB U MTPE3ECHTALIUN.

ITIK 1.3. OcyuiecTBISITh NOATOTOBKY JIEIOBBIX MOE3/I0K PYKOBOJMUTENS U APYTUX CO-
TPYJHUKOB OpPraHU3aLUH.

[1K 1.4. OpranuzoBsIiBaTh pabouee MECTO CEKpeTapsi U PYKOBOIUTES.

IIK 1.5. OdopmasTs 51 PErucTpupOBaTh  OPraHU3aLMOHHO-

pacnopsIMTeIbHbIe TOKYMEHThI, KOHTPOJIUPOBATh CPOKHU MX UCIIOJIHEHHUS.

[IK 1.6. ObpabaThiBaTh BXOJAIIME U UCXOJAIIME JOKYMEHThI, CUCTEMAaTU3UPOBAThH
UX, COCTaBJISATh HOMEHKJIATYPY J1e7 U (pOPMUPOBATH JOKYMEHTHI B JIEJA.

[TIK1.7. CamocrtosTenbHO paboTaTh ¢ JOKYMEHTaMH, COJEpKalIuMU KOH(PUACHIN-
ATbHYI0 HHPOPMAIIHIO, B TOM YHUCIE C TOKYMEHTaMU 0 JINYHOMY COCTaBYy.

[IK 1.8. OcymectBnsath TenedoHHOE OOCITy)KMBaHHME, NMPUHUMATh U TEpeaBaTh
(haKchl.

ITIK 1.9. OcyuiecTBiaaTh NOATOTOBKY A€ K Iepeaye Ha apXHUBHOE XpPAHEHUE.

ITK 1.10. CocTaBisiTh onucH A€, OCYIIECTBIATh MOATOTOBKY A€ K Iepeaayde B ap-
XUB OpPraHU3alllK, TOCYAapPCTBEHHBIE U MYHULIMIAIbHBIE APXUBBHI.

Opranmszanuss apxXuBHOH M CIPABOYHO-MH(OPMAINUMOHHOH PadOTHI MO OKY-
MEHTaM OpraHu3aunu

I[IK 2.1. OcymecTBasaTh JKCIEPTU3y LEHHOCTH  JTOKYMEHTOB
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B COOTBETCTBUU C ACHCTBYIOIIMMHU 3aKOHOIATEIbHBIMU AKTAMU U1 HOPMAaTUBAMM.

I1IK 2.2. Bectu paboTy B cucTemMax 3JeKTPOHHOT0 TOKYMEHTO000pOTA.

[1K 2.3. Pa3pabatbiBaTh U BECTH KiacCU(pUKATOPBI, TAOEIU U Ap. CHIPABOYHUKH T10
JOKYMEHTAaM OpraHu3aluu.

[1K 2.4. O6ecnieunBaTh NpyUeM U pallUOHATBHOE Pa3MEIEHUE TOKYMEHTOB B apXHBE
(B T.4. IOKYMEHTOB 10 JINYHOMY COCTaRBY).

[1K 2.5. OGecrnieunBath y4eT U COXPAHHOCTh JIOKYMEHTOB B apXHUBE.

[IK 2.6. OpraHu3oBbIBaTh HCIIOJIb30BAaHUE APXHUBHBIX JOKYMEHTOB B HAayYHBIX,
CIIPABOYHBIX U MPAKTUYECKUX LIEIISIX.

IIK 2.7. OcyiiecTBIsITh OpraHU3allMOHHO-METOANYECKOE PYKOBOJCTBO U KOHTPOJIb
3a paboTOM apXrBa OPraHU3AIMH U 33 OPTraHU3aIUEH TOKYMEHTOB B JICIONIPOU3BOJICTBE.

BBIFOP TEMBI BBIITY CKHOM KBAJIM®UKAIIMOHHOM PABOTEI

Brinycknast kBanugukannoHHas padoTa J0JKHA UMETh aKTyalbHOCTh, HOBU3HY U
IPAaKTHYECKYIO0 3HAYUMOCTb U BBIIOJHATHCS MO BO3MOXKHOCTH IO MPEUIOKEHUAM (3aKa-
3aM) MPEANPUSITHIA, OpTaHU3aINi WK 00pa30BaTEIbHBIX YUPEKICHUN.

Tembl BBITYCKHBIX KBAIM(UKAIIMOHHBIX paboT pa3padaThIBAIOTCs MPENO1aBaTeIsIMU
KOJIJIE’)Ka COBMECTHO CO CHEIHAIIMCTAaMH MPEANPUSATHI WM OpraHU3alui, 3aMHTEpeco-
BaHHBIX B pa3paboTKe HaHHBIX TeM. CTyJeHTy MPeI0CTaBISAETCS MPAaBO BHIOOPA TEMBI BbI-
NYCKHOM KBaJIU(UKALMOHHON pabOoThl BIUIOTH A0 MPEIJIOKEHUS CBOEH TEMbl C 00OCHOBA-
HUEM 11eJIECO00Pa3HOCTU €€ pa3paboTKH.

Br160p 01HOI 1 TO# jk€ TeMbI IBYMs CTyA€HTaMH, IPOXOSIIUMHU MPEATUTUIOMHYTO
NPAaKTHKY Ha OJTHOM MPEATPHUSTHH, HE JOMYCKACTCS.

Tematrka BBIMYCKHBIX KBaJTU(UKAIMOHHBIX PabOT JOJHKHBI OTBEYATh COBPEMEH-
HBIM TPEOOBAHUSIM Pa3BUTHS HAyKH, TEXHUKH, MPOW3BOJCTBA, YIKOHOMUKH, KYJIBTYPHI H
o0pa3oBaHUs.

K BbITIOJIHEHNIO BBIMTYCKHOW KBAIM(PUKAIIMOHHON pabOTHI CTyACHTaM Iiesecoo0pas-
HO TOTOBMUTbCA 3apaHee. /[t momydeHus: GpakTUUECKUX JAHHBIX HEOOXOJIMMO HCIOJIb30-
BaTh MaTepuaibl MPOU3BOACTBEHHON M MPEAJUIIIIOMHOM MPAKTHUK, a TaKXKe pPe3yIbTaThl
UCCIICJIOBAHM, MOJyYE€HHBIE B XOJI€ MOJTOTOBKUA KypCOBBIX pa®oT. CTyIeHTHI 3a04HOMN
(GopMbl 00yueHUsI BBHIOMPAIOT TEMY BBIMYCKHON KBaJIM(UKAIIMOHHOW pabOThI C yueTOM
npoduis U MecTa pabOThI.

Tematuka BBITYCKHBIX KBATH(DHUKAITMOHHBIX pabOT B BHUJIE IPUMEPHOTO TIEPEUHS 3a-
OJaroBpeMEHHO JTOBOJATCS 10 CBEACHHsI CTyAeHTOB. [locie mpeaBaputensHOro BeIOOpa
O3HAKOMIJICHHUSI C PEKOMEHIyeMOU JTUTEPaTypOil CTYJIEHT C pyKOBOJIUTEIEM pabOThl yTOU-
HSET TeMy, KOHKPETH3UPYET BOMPOCHI MPEANOIAraéMoro MCCIeA0BaHus, pa3padbaThiBacT
TUTaH €€ HAIMCAaHUs C YYETOM MECTa MPOXOXKICHUS MPEIUIIIOMHON TPaKTHKH.

Cryaent odopmiiser 3asBieHue (mpuiioxeHue 1) Ha UMs HayalbHUKA y4yeOHOU Ya-
CTH O pa3pelIieHUU BBINOJIHATh padOTy MO BHIOPAHHOI TeMe U COBMECTHO C PyKOBOJUTE-
JeM pa3palaThIBacT 3aJaHUE W KaJeHJIApHbIM rpa@uK MpOBEACHUS UCCIENOBaHUs (IpU-
JIO’KEHHE 2), BKIIOYAIOIIHNI CIIeAYIOIINE 3TAIIbI:

—  paboTa ¢ HOpMATUBHO-TIPABOBOM U HAYYHOU JINTEPATypPOH;

—  OCBOEHHE SKCIEPUMEHTAIBHBIX METOJI0OB UCCIIEIOBAHNUS;

—  BBINOJHEHHUE SKCIIEPUMEHTAILHON M aHAIMTUYECKOH paboThl 1Mo cOOpy JaH-
HBIX;



—  aHaJu3 MOJYYEHHBIX JaHHBIX, (POPMYIUPOBAHKUE BHIBOJOB U PEKOMEH/IAIINIA;
—  odopmiieHne paboThl B COOTBETCTBUU C YCTaHOBJIEHHBIMU TPEOOBAHUSAMHU.

PYKOBO/JICTBO BBIITYCKHOM KBAJIU®UKALIMOHHON PABOTOM

PykoBoauTeNnb BBITYCKHOW KBAIM(PUKAMOHHON pabOThl HAa3HAYaETCA JAUPEKTOPOM
kouteka. OJHOBPEMEHHO, KPOME OCHOBHOI'O PYKOBOIMUTEINS, MOTYT OBITh Ha3HA4YCHBI
KOHCYJIbTAHTHI MO OTAEJIbHBIM YacTsAM (BOIpPOCaM) BBITYCKHOM KBanu(pUKalMOHHON pabo-
Tl. [I0 OTAENBPHBIM TE€MaM PYKOBOJACTBO BBITYCKHBIMHM KBaJU(UKALUOHHBIMU paboTaMu
MOTYT OCYIIECTBIISITh CHEI[UAIUCTHI U ONBITHBIE PAOOTHUKYU NPEANPUATUN U OpraHU3aLIHM.

3aKpenieHne TeM BBITYCKHBIX KBATHU(PUKALMOHHBIX pa0doT (C yKa3aHUEM pPyKOBOIU-
TEJEe U CPOKOB BBINOJIHEHUS) 32 CTYJIEHTaMU O(pOpMIIIETCA MPUKA30M 0 Kosuteky YN
BI'Y.

[lo yTBEp>KI€HHBIM T€MaM PYKOBOJUTENIH BBIMYCKHBIX KBAaTU(UKALMOHHBIX padOT
pa3pabaThiBalOT UHAUBUIYATbHBIC 3aIaHUs IS Kaxaoro crygaeHta. O0bweMm 3ananus — 1-2
mucta. OOpaszenr 0hopMIICHUS UHIMBUIYATBHOTO 3aJ]aHuUs JaH B MPUIIOKEHHUH 2.

3alaHusg Ha BBITYCKHYIO KBAIM(PHUKAIUOHHYIO pabOTy paccMaTpHUBAIOTCS METOIM-
YECKOM KOMMCCHEH, MOJIMUCHIBAIOTCS PYKOBOJIUTENEM PabOThl U YTBEPXKIAIOTCS HaYyallb-
HUKOM y4eOHOI 4acTu KOoJuIeka.

B oTnenpHBIX cilydasx JOMyCKaeTcs BBIIOJHEHUE BBITYCKHON KBaIU(pUKAMOHHON
paboThl rpymmoil ctyaeHToB. [Ipu 3TOM MHAMBHUAyaIbHbIE 3aJaHUS BBLAAIOTCS KaKIOMY
CTYJICHTY.

3aaHyg Ha BBITYCKHYIO KBAJIM(PHUKAIMOHHYIO DPAOOTy BBINAIOTCS CTYIEHTY HE
NO3/HEE, YEM 3a JIBE€ HEJIEH /10 Havala MPeAIUITIOMHON PAKTUKHU.

3ajaHus Ha BBITYCKHYIO KBaJIU(UKAIMOHHYIO pabOTy COMPOBOXKAAIOTCS KOHCYJIb-
Taluel, B X0/1€ KOTOPOH pa3bsSCHIIOTCA HA3HAUYEHUE U 33/a4d, CTPYKTypa U o0beM pado-
ThI, IPUHIUIIBI pa3pabOTKU U O(POpMIIEHHS, MPUMEPHOE paclipesielieHie BpEMEHU Ha BbI-
MOJIHEHUE OT/AENbHBIX YaCTEH BBIMYCKHOM KBaTU(UKAIIMOHHON PabOTHI.

OO01iee pyKOBOJCTBO U KOHTPOJb BBIMOJTHEHHUS BBIMYCKHBIX KBATH(UKAIIMOHHBIX
paboT OCYIECTBISET HAYAIbHUK YU4€OHOM YaCTH KOJUIEKA.

OcHOBHBIMH (YHKIUSIMH PYKOBOJUTENS BBIMTYCKHOW KBaTM(UKAIIMOHHONW PabOTHI
SABJISIFOTCSL:

—  pa3paboTka MHAUBUAYAJIbHBIX 3a/1aHHI;

—  KOHCYJBTHUPOBAHHE MO BOMPOCAM COJEPKAHHS U TOCJIEeI0BATEIbHOCTH BbI-
MOJIHEHHUS BBIMTYCKHON KBATM(PUKAIIMOHHON padOThI;

—  OKa3aHue MOMOIIHU CTYJIEHTY B 110100pe HEOOXOAUMOM JIUTEPATYPHI;

—  KOHTPOJIb XO/Ia BBIIIOJIHEHUS BBIMTYCKHON KBaTU(UKALMOHHON pabOTHI;

—  MOArOTOBKA MHCbMEHHOTO OT3bIBA HA BBITYCKHYIO KBaIHU(UKAIMOHHYIO pa-
oory.

[To 3aBepiieHUH CTYJIEHTOM BBITYCKHON KBaNu(UKAIMOHHOW pabOThl PYKOBOIU-
T€JIb NOAMMUCHIBAET €€ U BMECTE C 3aJIJaHUEM U CBOMM IHCbMEHHBIM OT3BIBOM IE€pPEIAECT
HaYaJIbHUKY Y4eOHON YacTH.

OT3bIB PYKOBOJUTENSI COCTABISIETCS 0 00pa3ily, IPUBEIEHHOMY B MPUIOKEHUH 3.
PykoBonuTeNnb HE BBICTABISET OLIEHKY BBITYCKHOW KBaTU(PUKAIIMOHHON pabOThI, a TOJIBKO
PEKOMEHIyeT WJIM He peKoMeHIyeT ee K 3anmuTe B [ DK.
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BrimmyckHbie kBamupUKaIMOHABIC pa0OTHI TIOJIEKAT 0053aTeTLHOMY PEIICH3UPOBa-
HUIO CHEIUAIUCTaMHU U3 Yuciia paO0OTHUKOB KPEIUTHBIX OpraHu3alui, mpenojaBarenen
00pa3oBaTEIbHBIX YUPEKICHUN, BJIAJICIONIUX BOIPOCAMU, CBSI3aHHBIMU C TEMAaTHUKON BbI-
MYCKHBIX KBATU(UKAIMOHHBIX padoT.

PerieH3eHThI BBIMYCKHBIX KBATM(UKAIIMOHHBIX paO0OT Ha3HAYAIOTCS PACTIOPSHKEHUEM
no kouteqky. dopma HarpaBiIeHUsI Ha PELIEH3UIO0 U 00pasel] pelieH3UU IaHbl B IPHUIIOXKE-
HUAX 4 ¥ 5 K JaHHBIM METOANYECKUM YKa3aHUSIM.

ConepkaHue peleH3un JOBOJIUTCS A0 CBEJICHHS CTyAEHTa HE TIO3JHEE, YEM 3a JICHb
JI0 3aIUTHI BBIMTYCKHOM KBaTU(UKAITMOHHON PabOTHI.

Brecenne n3mMeHeHUH B BBIMYCKHYIO KBaJU(UKAIIMOHHYIO PabOTy MOCJE Moiyye-
HUSI PELIEH3UU HE JIOITY CKAETCHl.

HavanpHuK y4eOHON 4acTH MOCJEe O3HAKOMJICHHUSI C OT3BIBOM PYKOBOJUTENS U pe-
LEH3UEN pemaeT BOMpPOC O JOMYCKE CTYJCHTA K 3alIUTE U MEPEAACT BBIMYCKHYIO KBaJu-
(bUKaMOHHYI0 pabOTy B TOCYJapCTBEHHYIO IK3aMEHAIIMOHHYI0 KOMUCCHIO.

CTPYKTYPA 1 COJEPXXAHME BBIITY CKHON KBAJIMO®NKAITMOHHOM
PABOTDI

CTpyKTypa BBIITYCKHON KBAIM(PUKAMOHHON pabOThl BKIIIOYAET:

—  TUTYJIbHBIN JUCT;

—  3aJaHHe Ha BBINIOJHEHHUE BHIMYCKHON KBaIM(PUKAIMOHHON pabOThl C KaJieH-
JapHBIM TpaduKOM;

—  OT3bIB PYKOBOJMTEIIS;

—  peueHsus;

—  COJEpIKaHHE;

—  BBEJCHHUE;

—  OCHOBHYIO 4acTh, COCTOSIIIYIO U3 ABYX Pa3/IeyioB:

- TEOPETUUYECKAsl YaCTh;

- OIBITHO-3KCIIEPUMEHTAIIbHAS YaCTh (IPAKTUYECKAsl YaCTh);

—  3aKJIIOYEHHUE, COJEpKalllee BBIBOJABI M PEKOMEHAAIIMM OTHOCHTEIbHO BO3-
MOKHOCTEN TPUMEHEHUS TTOJIYUEHHBIX PE3yJIbTaTOB:

—  Oubnuorpapuveckuii CUCOK JUTEPATYPhI;

—  NPUJIOKEHUH.

Brimmycknpie KBaMH(pUKAIMOHHBIE PAOOTHI MOTYT BBITIOJNHATHCS CTY/IEHTAMHU, KaK B
00pa30BaTeILHOM YUPEKICHNH, TaK ¥ B OPraHU3aIluH, MPEANPUATHH (0a3e TPAKTHUKH).

TUTyJbHBIIA JHUCT SIBISETCS TEPBBIM JIMCTOM BBITYCKHON KBaIM(DUKAITMOHHON
paboThI U 3amonHsAeTcs o (hopMe, TPUBEICHHON B MPUIIOKEHHUH 6.

Coaep:xaHue BKJIIOYAeT HAMMEHOBAHHME BCEX pa3/eyioB, MOJPA3IEIOB U IYHKTOB,
IPUIOKEHUH C YKa3aHHEM HOMEPOB CTPAHMI, HA KOTOPBIX OHU NOMEILIEHbI, U COCTaBIISIET-
cs o ¢opMe, IPUBEICHHON B MPHUIIOKEHUH 8.

Martepuaii, npeacTaBiIeHHbIM B BBIMYCKHOW KBaTM(DUKAIIMOHHOW padoTe, JOJIKEH
COOTBETCTBOBATh HA3BAHUIO TEMBI.

BBenenue — BcTynuTeabHAs YacTh KBATM(DUKAITMOHHOM pabOThI, B KOTOPOIl:

—  00OCHOBBIBAETCS aKTyaJIbHOCTh TeMBbl PabOThI, €¢ TeOpeTUdecKass U MPaKTH-
YyecKas 3HaUMMOCTb;



—  ONpEeAeISAIOTCS LEIU W 3a/ladyd HMCCIIEOBAaHUs, BO3MOXXHBIE IMYTH pPEILICHUS
MOCTABJICHHBIX 33/1aY;

—  ONpEeAeISAIOTCs IpaHullbl (apaMeTpbl) UccieoBanus (00bEKT, MPEAMET);

—  XPOHOJOTHYECKHE U (WJIN) IPEeIMETHbIE, U (1K) reorpaduueckre paMKu;

—  OTMEYaloTCs IMOJOKEHHUSA, KOTOPbI€ BBIHOCATCS Ha 3alllUTy, OMHCHIBAETCS
CTPYKTypa pabOoTBhl.

[To 00BbemMy BBeaeHUE, KaK MPABUIIO, HE TOJKHO MPEBBIIAThH 3-4 JINCTOB.

OcHOBHasl 4acTh BBIMYCKHOM KBadu(UKAIIMOHHONW pabOThl COCTOUT M3 ABYX paszfe-
JIOB: TEOPETHYECKOW M mpakTudeckoil yactu. CoaepxkaHuE TEOPETHUECKOM M MpaKTUYe-
CKOHM 4acTH OIpeAeNIeTcs] B 3aBUCUMOCTH OT MPO(UIIA CIIeNUaTbHOCTH U TEMbI BBIITYCK-
HOM KBaTM(UKAITMOHHON PabOTHI.

B Teopernueckoil 4acTh MAaeTCs OCBEIICHHE BOIPOCOB TEMbl HA OCHOBE aHAIIN3a
HOPMAaTHUBHOM, CIIENMATLHON U ydeOHOU nuTeparypsl. [IpakTudyeckas 4acTb MOXET OBITH
npeACcTaBiI€Ha METOJUKOM, pacyeTaMy, aHAJIM30M 3KCIIEPUMEHTAIbHBIX JAHHBIX, IPOIYK-
TOM TBOPYECKOH NIEATEIHHOCTH CTYACHTAa B COOTBETCTBUHU C OCOOECHHOCTSAMHU IPOheccro-
HAJIbHOW J€ATEIbHOCTH U BbIJAHHBIM 33JaHUEM.

Teopernyeckass 4YacTb — TEOPETHUKO-METOJOJIOTMYECKAsi OCHOBA HCCIEyEMOM
npo0eMbl, B KOTOPOM:

—  ONHUCHIBAETCS CYHNIHOCTh U XapaKTepUCTHUKa TMpeaMera H  00beKTa
UCCIIEOBAHUS, COAEPKaHUE MTPOIIECCA UX PA3BUTHUS U COBPEMEHHOE COCTOSIHHUE;

—  OILIGHHUBAETCS MECTO UCCIIEyeMOro oObeKTa B paMKax IpeaIMeTHON 00IacTy;

—  OLIEHUBAETCS CTENEHb M3YYEHHOCTH HcchenyemMon npobsembl. HazpiBarorcs
HOPMAaTHUBHO-TIPABOBBIE aKThl, PEIAMEHTUPYIOLINE U3YyYaeMbIE€ BOIIPOCHI, TEOPETUUECKHU U
NPAKTUYECKU PEUIEHHBIE U CIIOPHBIE (AUCKYCCUOHHBIE) MPOOJIEMBI, TO-PA3HOMY OCBEIIECH-
HbI€ B HAyYHOM JIUTEepaType, C YKa3aHUEM JIMYHOTO MHEHHUS aBTOPA BBIYCKHON KBaIU(H-
KalMoOHHOM paboThl. [Ipu 3TOM aHanu3upyercs U 0000IaeTCs HOPMATHUBHAS U CIEIUATb-
Hasl JIUTEepaTypa B 00JIaCTU MpeAMETa UCCIICIOBAHUS;

—  TIPOBOJAUTCS YTOUYHEHHE MOHITUHHO-KATErOPUAIbHOTO alapara;

—  MpeIararoTcsi COOCTBEHHbIE WJIM YTOUYHSIOTCS CYLIECTBYIOLIUE Kiaccu(uKa-
UU (TUINOJOTUN) UCCIIETYEMBIX MTPOLIECCOB, ABICHUNA U (DAKTOPOB;

—  TPEACTaBISIOTCA COLMAJIbHBbIE, SKOHOMUYECKHE, IMPABOBbIE, ICUXOJIOTHYE-
CKH€ U OpTaHU3allMOHHbIE aCTIEKThI aHAIU3UPYEMOMN TIPOOIIEMBI.

Teopernyeckas 4acTh, Kak MPaBHIIO, COCTABISET COJAEpPXKAHUE TEPBOU TJIaBbI
BBIITYCKHOM KBaTU(UKAITMOHHON PabOTHI.

OnbITHO-3KCIIEPUMEHTAJbHASL 4aCTb —  [PAKTUYECKass  COCTaBJISAIOIIAs
BBINTYCKHOW KBaJIM(PUKAMOHHON pabOThl, B KOTOPOH WPHUHATHIE MO HCCIEAYyEeMON
npoOJjieMe pelIeHUsT MOTYT ObIThb MPEICTABICHbl METOJMKAMH, PACUETaMH, AHAIU30M
AKCIEPUMEHTANIbHBIX JIAaHHBIX, MPOBEJACHHBIX B COOTBETCTBUM C 3aJIaHHEM, U JOMOJIHECH-
HBIX CXeMaMu, rpaduKamMu, TuarpaMMaMu 1 TIp.

VYkazaHHas 4acTb palOThI, KaK MpPaBHIIO, OOpa3yeT BTOPYIO TIJIaBYy BBIIYCKHOM
KBJIM(PUKALMOHHOMN paboOThI.

3akJ/il0ueHue COACPKUT BBIBOJBI U PEKOMEHJALMU OTHOCUTEIBHO BO3MOKHOCTEHN
IIPUMEHEHUS MTOJIYYEHHBIX PE3yJIbTaTOB — ATO MOCJIEN0BATENBHOE, JIOTUYECKA CTPOMHOE,
KpaTKO€ M3JIOKEHUE pe3yJIbTATOB IIPOBEAEHHOIO HCCIENOBAHUS, WIrPAIOLIEe pOib
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KOHITOBKH, B KOTOPOW (OPMYNHPYIOTCS HOBH3HA MW TIPAKTHYECKas 3HAYUMOCTH
MOJIYYEHHBIX PE3yJbTaTOB, MPEAJIOKEHUSI HO MX MCHOJb30BAHUIO M HAMPABICHUS IS
JTadbHEUIINX UCCIEAOBAaHUM B TaHHOU cdepe.

O0beM ykazaHHOM YacTu paboThl — He OoJee 4-5 TUCTOoB.

bubimnorpaguyeckuii  CHCOK  JMTEpaTyppl —  [OMELIAEMBIA  MOCIE
3aKTIOYUTEIBHON YaCTH BBIMTYCKHOM KBaNM(DUKAITMOHHOU paboThI, O(OPMIICHHBIN 110 BCEM
O6ubnuorpaduyeckuM IpaBUIaM M MPOHYMEPOBAHHBIM MEpeYeHb HCIOIb30BAHHBIX CTY-
JIEHTOM HWCTOYHMKOB HH(pOpManuu (JIuTepaTypbl W JAPYyrUX HMHPOPMAIUOHHBIX
HUCTOYHUKOB).

[ToxOop 1 aHanM3 AUTEPATYPHI SBISETCS BaKHBIM 3TAOM MOATOTOBKHU BBITYCKHOM
KBTU(PUKAUOHHON paboThl. CTYyAEHT CaMOCTOSITENHHO, OMUPASICh HA KOHCYJIbTAIlUU
PYKOBOJMTENS, OAOUPAET HEOOXOMUMYIO JUTEpaTypy. B BBITYCKHON KBaIH(pUKAIIMOH-
HOUM paboTe pEKOMEHIYEeTCS MCIOJIb30BaTh 3aKOHOJATENbHbIE akThl P®d, HopMaTHBHBIE
nokyMeHThl Mundpuna Poccun, cnenuanbHylo U y4eOHYIO JUTEpaTypy, NEPUOAUUECKUE
U3/IaHUs, CTATUCTUUYECKHUE €XKEeTrOaHUKH, HTepHEeT-UCTOUHUKUA. KOIMYECTBO HCTOUHUKOB
uH(pOpMAaIIMM 3aBUCUT OT TEMbl U ONPENEISETCs CTYAEHTOM IO COIVIACOBAHHUIO C
PYKOBOAMTENEM, KaK MpaBuiio, ucnoiszyercsa 20-30 pador.

Uctounnkamu mHpopManuum o AeSTEILHOCTH KOMMEPUECKHUX OAHKOB CIyXKaT CTa-
TUCTUYECKUE JTAHHBIC, MaTepUalbl OPUIIMANTBHBIX CAaUTOB, MyOauKyeMble (GopMbl PprHaH-
COBOM OTYETHOCTH, a TAKXKE JIaHHbIC, TIOJYUYCHHbIE BO BPEMs MPEITUIIOMHON MTPAKTUKH.
JlocTyn K JaHHBIM M pa3pelieHue Ha MX UCIOJIb30BAaHUE CTYACHT JOJDKEH MOJIYYHUTh Y
PYKOBOJMTENEH CTPYKTYPHBIX MOApa3ielieHus X OaHKOB (0a3 MpaKTHKN).

IIpujioskeHuss — BCE BCIOMOTATENIbHbIE WJW JOMOJHUTEIbHBIE MaTepUasbl, HE
SBJISIIOIIMECS HACYIIHO BAXXHBIMH JIJII TOHMMAaHUS PCEIICHUS HAYYHOW 3a1add,
MOMEIIaeMble Ha TIOCIICTHUX CTPAHUIIAX BBIMTYCKHOW KBAaTU(UKAITMOHHON PabOTHI:

—  CBEJICHMSI, IONOJIHAIOIINE UCCIEIOBaHUS;

—  MPOMEXKYTOYHBIE UCCIIEIOBaHUS, POPMYIIBI U PACUETHI,

—  TaOJMIIBI BCTIOMOTATENbHBIX IIU(PPOBHIX TaHHBIX;

—  WUIIOCTpAIMU BCIIOMOTaTeIbHOr0 XapakTepa;

—  JIOKYMEHTBI, TOATBEPKIAIOIINE HCIOIb30BAHUE pE3yJIbTAaTOB padOThl B
MPaKTUYECKOMN JAeATEILHOCTH OpraHu3alllH;

—  (uHaHCOBAs OTYETHOCTH M UHBIC IEPBUYHBIC IOKYMEHTHI,

—  WUIIOCTpAIny, TaOIUIel Ha TUcTax (popmarta A3, u T. 1.

OO0muii 00beM BBITYCKHON KBaM(pUKAIMOHHOW paboTel — 50-60 mTHUCTOB MammHO-
MUCHOIO TEKCTa C UHTEpBAJIOM 1,5 (HE cunuTasi IPUIOKEHHUI).

[MTPUMEPHAA TEMATHUKA BBITYCKHbBIX KBAJIMOUKALIMOHHBIX PABOT

1. Uccnenoranue nestenbHoCcTH cayk0b1 JIOY yupexneHus.

2. Opranuzanust paboThl KaHIICISIPUHN TOCYAapPCTBEHHOT'O YUPEXKICHUS (Ha KOH-
KPETHOM MIPUMEPE)

3. JIoOKyMeHTalMOHHasl AESATEIbHOCTh B TOCYJIapPCTBEHHBIX U MYHULMNAIbHBIX
oprasax

4, HccnenoBanne yHUDUIIMPOBAHHON CUCTEMBI JOKYMEHTAIIMU B OpTraHU3AIIHH.

d. HccnenoBanne NeaTeTbHOCTH KAJAPOBON CITYKOBI IPEATPUSTHS.
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6. [IppuMeHeHne KOMITBIOTEPHBIX TEXHOJIOTUHA B JEJONPOU3BOACTBE OpPraHU3a-

WM.

7. HccnenoBanne cuCTeMbl OpraHUM3allMOHHO-TIPABOBOM JTOKYMEHTAlMU IPEJ-
NPUATHA.

8. HccenenoBanre CUCTEMBI PaCIOPSIANTENBHON JOKYMEHTAUN PEANIPUATHS.

Q. UccnenoBanre cuctemMbl HHPOPMAIMOHHO-CIIPABOYHOW  JTOKYMEHTAIUU
IIPEAIIPUSTHSL.

10. Opranuzaius 3JI€KTPOHHOTO JOKYMEHTO000pOTa OpraHu3aliu.

11. Opranuzanus JOKyMEHTOO0OpOTa HA MPEAIPUSITHH.

12. VccnenoBanue opraHu3aliii PETUCTPAIlMU U KOHTPOJISI UCTIOJHEHUS JTOKYMEH-
TOB B YUPEXKICHUMU.

13. Opranuzanus BeJeHUS ACIONPOU3BOJACTBA MO OOpAIICHUSIM T'paxJaH B ToCy-
JApCTBEHHOM YUPEKICHUU.

14. CoBepiieHCTBOBaHUE CIIPABOYHO-UH(POPMALIMOHHON paOOThl OpraHu3alim.

15. Opranuzanus paboThl ¢ KOH(PHUICHIHATBHBIMU JOKYMEHTAMH.

16. Homenkiarypa u opMuUpoOBaHHE JIeJT OpTaHU3aAlUN

17. IloaroToBKa IOKyMEHTOB K C/Ia4€ B apXUB

18. Opranusanus 3KCEPTU3bI HEHHOCTH TOKYMEHTOB B YUPEKICHUH

19. HopmatuBHO- mipaBoBasi 6a3a JAeJI0NpOU3BOICTBA B OpraHU3alluu

20. Vzyuyenue comuanbHOro cTaTyca mpodeccuu CeKpeTaps B COBPEMEHHBIX phbI-
HOYHBIX YCJIOBHSIX

21. UccnenoBanue poyid ceKpeTapsi B KOOPAUHAIIMKA PaOOThI OpraHu3aIluu

22. UccnenoBanue poiu TeiaeOHHON JeI10BO KOMMYHUKAIIUH

23. Ponb Ae10BOro NuchMa B JICJIONPOU3BOICTBE OPraHU3aAluN

24. MecTo nenonpou3BOCTBa B CTPYKTYPE YIPaBIEHYECKOTO Tpyaa

25. Uctopus apxuBHOTO fena B Poccuu B 1OPEBOIONMOHHBIN IEPUOT

26. Vctopus apxusHoro nena B Poccun B 20 Beke

27. CoBpemeHHas cTpykrypa DenepanbHoil apxuBHOU ciy)0bl. CeTh TOCyIap-
CTBEHHBIX U MYHUIIMTATBHBIX apXUBOB.

28. CoBpemeHnHbI coctaB ApxuBHoro ¢ouaa B Poccutickoit deneparuu. Knaccu-
¢dukanus T0KyMeHTOB B nipezenax ApxuBHoro gonaa Poccuiickoit @enepanuu.

29. OcHOBHBIC BUIbI apXUBHBIX (DOHIOB.

30. Omnwucanne nen. OCOOEHHOCTH COCTABIICHHUS 3ar0JIOBKOB JIeIT

31. KommexkroBanue apxuBoB. CIUCKA UCTOYHUKOB KOMITJIEKTOBAHHUS.

32. Cucrema Hay4YHO-CIIPABOYHOTO ammapara K JOKyMeHTaM ApXWBHOTO (oHAa
Poccuiickoint @enepanmm.

33. Ucnonws3oBanne NOKyMEHTOB apxuBa. OCHOBHBIE (hOPMBI HCTIOTB30BAHMS JJOKY-
MeHTOB ApxuBHoOro ¢ouaa Poccuiickoit deneparnun

34. 'ocynapcTBEeHHBIN y4eT JOKyMEeHTOB ApxuBHoro ¢onaa Poccuiickoit denepa-
1107078

35. LleHTpann3oBaHHbI TOCYJApPCTBEHHBIM ydeT NTOKYMEHTOB ApXMBHOro (oHnaa
Poccuiickon @enepanmu. JJoKyMEHTBI HEHTPAIIM30BAHHOTO YUETA.

36. ApXuB OpraHu3aIu ¥ ero PyHKIIUH.

37. ObecrnieueHne COXPAHHOCTH apPXUBHBIX IOKYMEHTOB

38. HcnonHeHnue conuanbHO-TIPaBOBBIX 3aPOCOB.
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39. OcobeHHOCTH y4deTa, XpaHCHHSI ¥ UCTIOJIh30BaHNS YHUKAIBHBIX M 0CO00 IEHHBIX
JOKYMEHTOB.

40. Ponp mpoBepok HaJIM4YUs U (PU3HUECKOTO COCTOSIHUS apXUBHBIX JOKYMEHTOB B
00ecreyeHnn uX COXpPaHHOCTH.

41. Bunbl ¥ pa3HOBUIHOCTU ITyTEBOJUTENEH, UX CXOJICTBO U Pa3IMUUL.

42. YKkazaTenu Kak CaMOCTOSITEIbHbIE apXUBHBIE CIIPABOYHUKU, UX MECTO B CHCTEME
HCA apxuBa, poib 1 3HaYCHHUE.

43. Buasl 0030pOB 1 UX 3HAYCHHE.

44. Busbl BBICTAaBOK JJOKYMEHTOB, UX OCHOBHOE 3HAYCHHUE.

45. ITopsimok BbIAAYM IOKYMEHTOB B UMTAJIBHBIN 3a1 apXxuBa. AHAIINU3 TOKYMEHTOB,
o0ecreunBaoIIUX y4YeT BbIIaBAEMbIX JOKYMEHTOB M KOHTPOJb 32 COXPAaHHOCTBHIO JOKY-
MEHTOB.

46. JInunsie pouapl. Ux ponb B co3gannu nHGOPMAIIMOHHON 0a3bl CTPaHBI.

46.JInunsie honabl. VX ponb B co3nannu MHQOPMAIIMOHHOW 0a3bl CTpaHbI.

47.0Opranu3auus XpaHeHHs 1e7 Ha NpeapUsSTUN

48. CekpeTapcKoe J1eJ10: UCTOPHUS U COBPEMEHHOCTh

49. Ucropust pa3BUTHS ACIONPOU3BOACTBA B POCCHM U €r0 MepCreKTUBEI

[TPUMEPHOE COJEP>KAHUE BBIITY CKHbBIX KBAJIMOUKAILIMOHHBIX PABOT

NCCJIEJJOBAHUE CUCTEMBI OPT AHU3AILIMOHHO-TTPABOBOII JIOKV-
MEHTALIUWU TTPEATIPUATUA U EE COBEPIHEHCTBOBAHUE (HA I1PU-
MEPE KOHKPETHOHN OPTAHU3AITN)
BBEJIEHUE
1.MECTO OPT'AHM3AIIMOHHO-TIPABOBOM JJOKYMEHTAIIMM B JIOKYMEH-
TOOBOPOTE OPI"AHU3AILINN
1.1.Posib opraHu3animOHHO-TIPABOBBIX JOKYMEHTOB B JICSITEIIbBHOCTU OpraHU3aALNH
1.2.CocTtaB u XxapakTepuCTHKa OPraHU3alHOHHO-TIPABOBBIX JOKYMEHTOB
1.3.IIpaBuna opopmiieHHs] OpraHU3aIMOHHO-TIPABOBBIX IOKYMEHTOB
2. UICCIIEJOBAHUE CUCTEMbI OPTAHU3ALMOHHO-ITPABOBBIX
JOKYMEHTOB B OPTAHU3AIINUUA
2.1. XapakrepucTuka OpraHu3allMOHHO-TIPABOBOM CTPYKTYpPbl OpraHu3alliid U MPaBOBBIX
aKTOB, PETJIaMEHTUPYIOLINX BEICHUE IEJIONPOU3BOICTBA
2.2 . UccnenoBanue opraHu3aliOHHO- IPAaBOBBIX TOKYMEHTOB OpraHU3aluu
2.3. Ilytu CoBepilieHCTBOBaHUS pabOTHI C OPraHN3alMOHHO-TIPABOBOM JOKYMEHTAIIHEH
3AKJIIOYEHUE
BUBJIMOT PAOUYECKHWI CITMCOK JINTEPATYPBI

[MTPMJIOXKEHMA

OPI'AHM3AIMA JOKYMEHTOOBOPOTA HA TIPEAIPUATHN U IIYTHU
EI'O COBEPHIEHCTBOBAHUA (HA ITPUMEPE KOHKPETHOU OPI"AHU3ALTNN)

BBEJIEHUE

1. TEOPETUYECKHUE OCHOBbBI OPTAHU3AIIMM HOKYMEHTOOBOPOTA CO-
BPEMEHHOI'O ITPEAITPUATUA

1.1 TlonsiTrie TOKYMEHTOOOOPOTA ¥ MPUHIIMITBI €r0 OPTraHU3ALNH
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1.2. Dramnel 10KyMEHTOO00POTa B OpraHU3ALMH

1.3. OcobGeHHOCTH U TEHIICHIIUN PAa3BUTHS OPTaHU3AIMH JOKYMEHTO000POTa COBPEMEHHO-
ro NPEaNpUATUS

2. OPTAHMBALINA JIOKYMEHTOOBOPOTA HA ITPEAIIPUATHUN

2.1. XapakTepucThKa OpraHU3allMOHHO-TIPABOBOM CTPYKTYPbl OPraHM3allUd U IPABOBBIX
aKTOB, PETJIaMEHTUPYIOIINX BEACHUE JEIONPONU3BOICTBA

2.2 Cxema OBUKEHUSI U TEXHOJIOTHsI 00paOOTKHU JOKYMEHTOB B OpraHU3alUU

2.3. [yt coBepIlIEeHCTBOBaHUS TOKYMEHTOO0O0POTA HA MPEANIPUATHH

3AKJIIOYEHUE

BUBJIMOTPA®MYECKUIN CITMCOK JIMTEPATYPhI

I[MTPMJIOXKEHUA

NCCJIEJOBAHWE CUCTEMBI PACIIOPSIIUTEJILHOM JIOKYMEHTALIMU 5
NPEAINPUATUA 1 EE COBEPIIEHCTBOBAHUE (HA ITPUMEPE KOHKPETHOU
OPI'AHU3ALNN)

BBEJIEHUE

1.MECTO PACIIOPIJIUTEJILHOM JOKYMEHTAIIMU B IOKYMEHTOOBOPOTE
OPTAHU3ALNA

1.1.Ponp pacnopssAMTENBHBIX JOKYMEHTOB B AEATEIbHOCTA OPTaHU3aLNN

1.2.CocTaB 1 XapakTepUCTUKa PACTIOPSAUTENbHBIX JOKYMEHTOB

1.3.IIpaBuia odopmileHUs PaACIOPSIAUTETBHBIX TOKYMEHTOB

2. NICCJIIEJOBAHUE CUCTEMBI PACITIOPAAUTEJIBHBIX JOKYMEHTOB B OP-
IF'AHU3ALINU

2.1. XapakTepucTrKa OpraHM3allMOHHO-TIPABOBOM CTPYKTYphl OPraHU3alMM U MPABOBBIX
AKTOB, PEIVIaMEHTHPYIOIINX BEICHUE IEJIONPOU3BOICTBA

2.2.MccnenoBanue pacnopsiAUTENbHBIX JOKYMEHTOB OpTraHU3aIun

2.3.I1yTn coBepIEHCTBOBAaHUS PaOOTHI C paCOPSIAUTENLHON JOKYMEHTALMEH
SAKJIIOYEHUE

BUBJINOT PAOUYECKHNI CITMCOK JINTEPATYPBI

I[MTPUJIOXKEHM A

TTOPSIJOK O®OPMIJIEHU S BBIITY CKHOM KBAJIM®UKALIMOHHOM PABOTHI

Pabora BeINOJIHSIETCST HA OJHOM CTOPOHE CTaHJIAPTHOIO JucTa Gpopmara A4, nomyc-
KaeTcsl MPUMEHEHNE OTIENbHBIX JUCTOB ¢opmaTta A3. TuTynbHBIA TUCT odopMiIseTCS B
COOTBETCTBUM C NMpUIIOKeHUEM 6. IlepeHoc C0B Ha TUTYJIBHOM JIUCTE HE JIOMYCKAETCH.
Touka B KOHIIE MPEJIOKEHUN HE CTaBUTCS. TeKCT paboThI JOJDKEH OBITh OTIIEYaTaH Yepe3
noJjiropa uHTepBaja, mpudTom Times New Roman, pasmepom 14. I[Bet mpudra depHBIN.
TekcT caemayeT neyararb, coOMIOAas CAEAYIONIME pa3Mephl nojei: npaBoe — 10 MM, Bepx-
Hee — 20 MM, neBoe U HkHee — 20 MM. PaMku Ha mojisix HE BBINOJHSAIOTCS. DaMuinu,
HA3BaHUS yUPEKACHUMN, OpraHu3ainii, 0aHKOB M IPyTHe UMEeHa COOCTBEHHBIC B TEKCTE pa-
0O0THI MPUBOJAT HA SI3bIKE OpUTHHANIA. J[OMyCcKaeTcsl UX TpaHCIUTEpalus ¢ 100aBJICHUEM
(mpu epBOM YIIOMUHAHWN) OPUTMHAIBHOTO Ha3BAHMUS.

B pabote cieayer ucnonab30BaTh COKPAIICHUS! PYCCKUX CJIOB U CJIOBOCOUYETAHMM IO
I'OCT 7.12. Heob6xomumo wuzberaTtb pa3sHOOOS B COKpAIICHHUSX B TEKCTE, TabIuIIax
(HarmpuMep: T., IT., B., BB., THIC. P., MIH. P., MIPA. P., M, %, CT., I., 4., 1 1p.). bykBa «&»
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npu Habope He ynoTpedisierca. A03al: BbIpaBHUBAHUE — I10 LIMPHUHE; IEpBasi CTPOKa —
orctyn 1,25 cM; uHTepBal nepes u nocie ad3ana — O MyHKTOB.

OyHKIUS IepeHoca 00s13aTebHa.

B cooTBeTcTBHM ¢ MpaBWIIaMU PYCCKOTO SI3bIKA JIOJDKHBI CTaBUTbCS Jeduchl (-),
Tupe (—) U coenuHuTensHbie Tupe (—). Jdeduc Hukorga He oTaensercs npodenaMu: Bce-
Takd, (PUHAHCOBO-PKOHOMUYECKHH, KOMIAKT-IUCK. THpe, HAaIPOTUB, AOJKHO OTAEIATHCS
npoberamu ¢ o0eux cTopoH: «KOHBIOHKTYypa — 3TO COBOKYIHOCTh YCJIOBHUH,
onpezaensomux ...». Hepa3pblBHbII npoben mepen Tupe Tem 0ojiee YMECTEH, YTO B
CepelHE MPEMIOKEHUS TUPE HE JOJDKHO MEPEXOANUTh Ha CIEAYIOIYIO0 CTPOKY U HAUMHATh
ee. CoequHUTENBHOE TUPE, WX 3HAK «MHHYC», CTABUTCS OOBIYHO MEXIy Iudpamu mis
0003HaYCHUS Meprojia «oT... 1o»: 2000—2008 rr., 8—10 KM/4, IATh—IIIECTh MUHYT, U TOXE
He otaenserca mnpobenamu. Touka, 3amdras, JBOETOYME, TOYKAa C  3alsToH,
BOCKJIMLIATEIbHBIA U BOIIPOCUTENBHBIN 3HAKH, 3HAK MPOIIEHTA, IPaayca, MUHYTbI, CEKyHbI
HE OTJAEJSAIOTCS poleraamMu OT IPEAIIECTBYIOEro cjioBa Uin Hu@pbl. 3Haku HoMepa (Ne)
U CJIOBO «CTpaHULa» (C.) OTAENSAIOTCA OT UAyllei 3a HUMuU uu@psl npodenom. ITpocteie n
JECATUYHBIE APOOM HE OTAENAITCS OT menoi wactu: 3,4; 23, kak m 0003HaueHMs
creneny: M2, UHCIIO OT pa3sMEPHOCTH, HANPOTHB, OTAECISAETCS HEPA3PhIBHEIM IIPOOEIOM:
3 kM, 2012 1., XIX-XX BB. Bcerna ornensitorcst npoOenoM HHHULMAIBI OT (aMUWINKM U
MHUIMAJIBL IPYT OT JIpyra, a TaKkXKe JIeJatoTcs MpoOesbl B COKPALCHUSX TUIIA «HU T. J1.».

KaBbluku HaOuparoTcst B BHJE «enodyek». KaBbluku M CKOOKM HaOuparoTcs
BIUIOTHYIO K CJIOBY, 0e3 mpo0enoB. Eciu ckoOKka Uiiu KaBblYKa 3aBEPIIAIOT MIPEAIOKEHUE,
TOYKA CTaBUTCS MOCJI€ HUX, €CIIU e TOYKa He0OX0IMMa BHYTpU CKOOKHU, TO CHApPYKU OHA
y>K€ HE CTaBHUTCH.

3arojoBKM  CTPYKTYpHBIX 4acTed  (pa3iesioB, IMOJpa3/ieNIoB)  BBITYCKHOM
KBAJTM(UKALMOHHON pabOThl JOJKHBI UMETh YE€TKHE (POPMYITHUPOBKH, OTPAKAIOIINE CYTh
ux coaepxkanus. CloBa, HallMCaHHbIE HA OTIAEIbHOM CTPOKE MPOMHUCHBIMU OYyKBaMH IO
nentpy (COJIEPXKAHME, BBEJIEHUE, 3AKJIFOYUEHUE, BUBJIMOTPA®MYECKUI
CIIMCOK JIMTEPATYPEHI, ITPUJIOXKEHHMA), cnyxaT 3arojioBKaMid COOTBETCTBYIOIIHMX
CTPYKTYPHBIX 4acTeil paboThl 6€3 HoMmepa.

3aroyioBKH pas3fesoB J0JDKHBI ObITh KpaTkumu, muiryTes [TPOITMCHBIMU
OykBaMu 0e3 TOYKH B KOHIIE. TEKCT 3aroyioBka meuyartaercs rapautypoit Times New Ro-
man. Kernb — 14 niT., HauepTaHue — OObIYHOE, MEXKTyCTPOUHBIA UHTEPBAT — OJJUHAPHBIN,
UHTEpBaJ mepex— 6 NOT., MHTEepBal mocie — 6 mT., ad3alHbli OTCTYN (OTCTYI MEPBOM
cTpoku) — 0 MM, BEIpaBHUBaHUE — IO LIEHTPY.

[ToguepkuBaHue, pacKpalllMBaHUE U IIEPEHOC CJIOB B 3aroJIOBKax He Jomyckaercs. B
3aroJIoOBKax HeE JOIYCKAaKOTCS COKpAIEHHsI U yCIOBHbIE 0003HAYEHUs, JaKE€ BOLIEAIINE B
nepedeHb. ECiM 3arojoBOK COCTOMT M3 JBYX NPEIIOKEHHM, UX Pa3ACISIIOT TOYKOM.
3aroyIoBOK M Hayajo TEKCTA HE JOJDKHBI ObITh Ha PAa3HBIX CTPAHULIAX.

Pa3nenbl MOryT MMeTh MNOApAa3Jeibl, MYHKTbI M NOANMYHKTHI. [loapasnens
JOJKHBI UMETh HyMEpalUIO B IMpeJeNax KaKIoro paszesia U 0003HavyaTbcsl apaOCKUMU
nugppamu. HoMepa noapaszaenoB cocToAT U3 HOMEpa pasjiesia U HoMepa mojapasena, pas-
JIEJIEHHBIX TOYKOM, Hampumep: 2.3 (Tpertudl mojpaszaen BToporo pasnena). I[loapaznens
MOTYT COCTOSITh U3 HECKOJIBKUX ITYHKTOB, KOTOpPBIE HyMEPYIOTCS B MpEAENax Moapas3aena,
HanpuMmep: 2.3.1 (mepBblil MyHKT TPEThEro Moapaszesa BToporo pasnena). Homep myHkra
COCTOUT M3 HOMEpa paszjiena, nojapasjesa U MyHKTa, pa3fesIeHHbIX ToukaMu. [IyHKTBI npu
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HEOOXOIMMOCTH MOTYT OBITh pa30UThI HA MOJAINYHKTBI, KOTOPBIE JOHKHBI HMETh OPSJIKO-
BYIO HyMEPALMIO B ITPEAEIIax KaXa0ro MyHKTa.

Kaxxnplil paznen MOKEH HAaYMHATBCA C HOBOM CTPAaHMIIBI, a MOApAa3/Aell, MYyHKT,
HNOJAMYHKT MPOAODKATHCS HA ATOM K€ CTpaHule, OpuueM Oe3 JIOMOJHHUTEIbHOIO
UHTEpBaIa.

3aroJIOBKHU MoJApPAa3aesioB JOJDKHBI ObITh KPATKUMHU, MUIIIYTCS C IEPBOU MPOMUCHOM
OykBBI O€3 TOYKH B KOHIIE. TEKCT 3aroyioBka medaraeTcs rapautypoit Times New Roman.
Kerns — 14 nr., Hauepranue — OOBIYHOE, MEXKIYCTPOUHBIA HHTEpPBajl — OJUHAPHBIM,
UHTEpBaN Tiepen — 6 MT., UHTEpBal mocie — 6 MT., ad3alHbli OTCTyn (OTCTYIl MEepBOU
cTpoku) — 0 MM, BBIpaBHUBAHHE — I10 LIEHTPY.

Hymepanusi cTpaHMI OCYLIECTBIISIETCS 110 LIEHTPY BHHU3Y M JOJDKHA OBITh CKBO3-
HOU. IlepBoii cTpaHULEel CUYUTAETCA TUTYJIBHBIN JIUCT, BTOPOW — 3aJJaHUE HA BBITYCKHYIO
KBIM(PUKALMOHHYIO pad0oTy (HOMepa CTpaHUIl Ha HUX HE CTaBATCS, HO B OOLIYI0 HyMepa-
[UI0 CTPAHUI] BBIMYCKHOW KBadU(DPUKAIIMOHHOW pabOThl OHU BKJIIOYAIOTCS), MSATOMN
ctpanuneit cunraerca COJAEPXAHHME. Homep cTpaHuIipl mpocTaBisieTcss apaOCKuMuU
nugpamu 6e3 CKOOOK, THpE, JIUTEPHBIX JOOABOK.

Ecnu B BbIMyCcKHOUM KBaNM(UKAMOHHON paboTe COAEepKaTcsd PUCYHKU U TAOJMIIbI,
KOTOpBIE pacnojliaraloTcs Ha OTAENbHBIX CTPAHMIIAX, UX HEOOXOJMMO BKJIHOYATh B OOIIYIO
Hymepanuto. [locinennuit HomMep CTpaHUIIBI IPOCTABISETCS HA JIUCTE, pa3lesstomneM Ono-
auorpaduyYecKuid CIUCOK JUTEpaTypbl U MPUIIOKEHHs. B IeHTpe ero MuuiyT cIoBO
«ITPUJIOXEHUS» 1 B 00bIYHOM MOPSIKE CTABIT HOMEP CTPAHUIIBI.

[IpunoxkeHrs UMEIOT CaMOCTOSTENbHYIO HyMepaluio. TabauIpl U pUCYHKH, JTaHHbIE
B IPWIOKEHUHU JOJHKHBI UMETh Ha3BaHUE, KOTOPOE MUIIETCS MO LIEHTPY IOCIE HOMepa
npwioKeHus. TaOauipl 1 PUCYHKH B MPUIIOKEHUH B OOILYIO HyMEpalMIO0 HE BKIIOYAIOT-
cs. Henp3st naBath B OTHOM HPHUIIOKEHUH TAaOJIMIIBI M PUCYHKH pa3HOro cojaepxanus. Ec-
M Tabiuia 3aHuMaeT 0osiee OJTHOM CTpaHUIbl IPUIIOKEHHMS, TO Ha CIEAYIOIIEH CTpaHuLEe
numiercs «[Ipomomkenre NpuaoKeHNus» ¢ yKa3aHUEM €ro NopsIKOBOr0 HOMEpA.

Nnmoctpanun. ['paduueckoe oopmiieHHE BBITYCKHON KBalU(pUKALMOHHOM pa-
00TbI MOXKET OBbITh NPENCTABICHO B BUjE rpadUKoOB, IUarpamMm, cXem H T. 1. Bce mmio-
ctpauuu (pororpadun, cxempl, rpapuku, TUarpaMMbl) UMEHYIOTCS pUCyHKamu. Wmro-
CTpallMH, KaK B TEKCTEe paOOThl, TaK U B MPHUIJIOKEHUH JOJIKHBI ObITH BBIITOJTHEHBI HA CTaH-
JTApTHBIX JHCTax Oenol Oymaru. PucyHku HymepyroT (eciu ux B pabore Goyiee 0HOTO)
CKBO3HOM HyMepalueil B Tpejesiax BCEeil BBIMYCKHOW KBaTW(HUKAIMOHHOW paboThl (70
IPUIOKEHUH K Hel) apabckumu mudpamu. EquHCcTBEHHAs WTIOCcTpalus B paboTe He HY-
Mmepyerca. Kaxkaplii puCyHOK JTOJKEH CONMPOBOXKAATHCS HAAMKMCBIO, KOTOpas JENAETCs C
JMILIEBOM CTOPOHBI, U COCTABIISIETCSI B CJIEAYIOIIEM MOPSAJKE: — YCIOBHOE COKpAIlCHHE
Ha3BaHUE WIUTIOCTpauun — «PHUC.»; — ee MOPSAKOBBI HOMep apaOckumu Huppamu; —
Ha3BaHUeE WuTocTpauy. Ha3Banue WutrocTpauy Beeria HAUYMHAIOT C MIPOMHUCHOM OyKBBHI.
B koHI1le Ha3BaHUS TOUYKHU HE CTaBAT. Pa3MeniaroT Ha3BaHKe MMOJ] pUCYHKOM, HallpuMep:
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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. OpranuzanuoHHas CTpyKTypa npeanpusTus

[Ipn HEOOXOIUMOCTH IO PUCYHKOM (BBIIIIE €r0 HAaWMEHOBAHMS) TIPUBOJIST MOSIC-
HSIOIIME JTaHHbIE (YCIOBHBIE O0O3HAYEHUS, MACIITA0OHBIE OPUEHTUPHI U JIp.). PUCyHKH
JIOJIKHBI Pa3MEIaThCsl Cpas3y MOCIE CChUIKM Ha HUX B TEKCTE BBIMMYCKHOW KBadu(UKaIlM-
OHHOI1 paboThI. [lepByto cchbUIKy 0003HAYAIOT: (PUCYHOK 5), BTOPYIO — (CM. pucC. 5).

PacrnonoskeHne pucyHKOB JOJKHO MO3BOJIATH pacCMaTpUBaTh X 0€3 MOBOPOTA BbI-
MyCKHON KBaTH(PHUKAITMOHHON pabOTHI, a €CITU 3TO HEBO3MOXKHO C/IENaTh, TO C TOBOPOTOM
o 4acoBol ctpenke. Takue pucynku cienyer aaBatb B [IPUJIOJKEHWN. Hannucu Ha
PUCYHKAX BBITIOJHAIOT YEPTEKHBIM MIPUPTOM. PyKOTUCh, PUCYHKH, TAOJIHIIBI, (HOPMYJIBI
JOJDKHBI OBITH 0€3 IMOMETOK, KapaHJAIlHBIX WCIPaBICHUH, TMATEH, TPEHIUH U 3aru0oB.
Han6uBka OykBbl Ha OYKBY M IOPUCOBKA HE JIOMYCKAIOTCS.

['paduiku (nuarpamMmsbl) UCTIONB3YIOTCS JJIA MEepedadn COACPIKAHUS OMPEICICHHOTO
MPAKTUYECKOTO MaTepHalia, oKa3 xapakrepa U3MEHEHHUs MpoIlecca, SIBJICHUS U T. II.

Ta6auubl TPUMEHSIOT JIJIS JTyUIIed HArJsiTHOCTH U Y1I00CTBA CpaBHEHUS MTOKa3aTe-
neil. HasBanume TaOmwipl, MPU €ro HAJIWYWU, TOJDKHO OTPaKaTh €€ cojaepkKaHUe, ObITh
TOYHBIM, KpaTkuM. Kakmas Ttabnwia MOJDKHA MMETh HOMEp M Ha3BaHme (0e3 cokparre-
Hult). Hag mpaBbIM BEpXHUM yTIIOM TaOJIUIIBI TIOMENIAIOT HAAMUCh « Tabnuiay ¢ yKka3aHu-
€M ee TIOpSAKOBOro HoMepa 0e3 Touku. Taliuipl, 3a HCKITF0OUYEeHUEM TaOIuI] TPUIT0OKEHUH,
cleAyeT HyMepoBaTh apabCKuMH nudpamMu CKBO3HOM HyMmepanueil. Ha crnenayromeid ctpo-
K€ JAr0T 3aroJIOBOK TabmuIsl. TOUKy B KOHIIE 3arojIoBKa TaOIUIBI HE CTaBST.

['paHuIIBI TAOIUIIEI HE TIOJDKHBI BRIXOAUTH 3@ TPAHUIIBI OCHOBHOT'O TEKCTA. SHAUCHHE
napaMeTpa «BBICOTA M IMIMPUHA SYCHKN» HE JOIHKHO OBITh OTPHUIATENbHBIM. J[J1s1 TeKcTa B
TaOJUIIE UCTIONB3yeTCs MPU(T OCHOBHOTO TEKCTa, pa3MEpPOM Ha JIBa—TpPH IMyHKTa MEHBIIIE,
4yeM y ocHOBHOTO TekcTa (1012 mT.)

3aroyioBku rpad TaOIHI] JOIKHBI HAYMHATHCS C TIPOMUCHBIX OYKB, MOA3ar0JIOBKH —
CO CTPOYHBIX, €CJIM OHU COCTABIIAIOT OJHO MPEJIOKEHUE C 3ar0JIOBKOM, U C MPOIHUCHBIX,
€clIi OHM caMmocTosiTenbHbIe. Hampumep: 3aronoBok «KoppecnoHeHIus c4eToBy, a moj-
3aroJIOBKU: «JIe0eT» U «KPEAUT». 3aroJIOBKU U MO3aroJIOBKH rpad) MOKHO BBHITIOJNHATH B
OTJIMYUE OT TEKCTa BBITYCKHOM KBaTu(UKAITMOHHOW PabOThI uepe3 onuH umHTepBad. He
peKoMeHIyeTcsl BKitouaTh B Tabnuiy rpady «Homepa mo mopsinky». B rpadax tabmuig
HEJIb3s1 OCTaBIISATH CBOOOJHBIC MECTa: €CIH JaHHBIE OTCYTCTBYIOT, HaJ0 CTaBUTh THpE.
[Tpu 3anomHEeHNN TaOJMYHBIX CTOJIOIIOB TEKCTOM, TOUKY B KOHIIE TEKCTa HE CTaBAT. J{po0-
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HBIC YHMCJIa B TAOJIWIIaX MPUBOJAT B BUAC JECATUYHBIX ApobOeid. [Ipu s3Tom uncioBsie 3Ha-
YeHUsl B Mpejenax OJHOW Tpadbl TOJDKHBI HMETh OJMHAKOBOE KOJIMYECTBO JICCSITHUYHBIX
3HAKOB (TAaKXK€ U B TOM cllydyae, KOrja Mocje LEJOoro yucia CIAeAYIOT HYJH, HalmpuMmep:
30,0 wim 30.00). [Tokazarenu moryT gaBatbces yepe3 tupe (10-20; 50-60 u T.4.), ¢ MaTema-
TUYECKUMU 3HakaMu (>5; <10 u T. 1.). PaccTosiHrEe MEXTy CTPOKAMH JOJKHO OBITH PAaBHO
1,0 uarepBana mpudt 12.

Oo6pazen opopmiaeHs: TaOIUIIBI:

Tadmuna 2
OrneHkKa CTPYKTYpHI M IMHAMHUKHU aKTUBOB OaHka 3a ... 201... rona
Ha nauasno rona Ha otueTtnyto nary MN3menenune
AKTHUB cyMMa, ya. BEC, cyMMa, ya. BEC, cyMMa, yI. BEC,
MJIH. P. % MJIH. . % MJIH. P. %

JleHexHble cpeacTBa U ux
HKBUBAJICHTHI
O0s13aTenbHbIE PE3EPBHI B
I{enTpansHOM OaHKe

[Tpumevanus k Tabiauie pa3MemialoT HEIMOCPEACTBEHHO moj Hell. Ecim B Tekcre
dbopMyIHpyeTCs MOI0KEHNE, TTOATBEPIKIAIOIIee W WLTIOCTpUpyeMoe TabauIe, Heoo-
XOJIMMO JaTh Ha HEE CCBUIKY. B 3TOM cilyyae yKas3bIBarOT €€ IOJHBIH HOMEp U CJIOBO
«Tabnumay NUIIYT B COKpAIIEHHOM BUJIE B CKOOKax, Hanpumep: (Tadauia 2). [loBropHbie
CCBUIKH Ha TaOJMIIBI CIEYET AaBaTh C COKPAIIEHHBIM CIIOBOM «CMOTPH», HApUMep: (CM.
Tabu. 2). Tabmouiy >kenareabHO MOMEIIATh MOCe MEPBOr0 YIIOMUHAHUS O HEM B TEKCTeE,
yI00HO 171t YTeHHs 0e3 MOBOPOTa BHITYCKHOHN KBaM(HUKAIIMOHHON paboThl. Ecnm Takoe
pa3MerieHne He BO3MOXHO, Tabmuity pacnonaraioT B [IPUJIOXKEHWU Tak, utoOb1 muist ee
YTeHUS HAJ0 OBUIO MOBEPHYTHh BBHIMYCKHYIO KBaTU(UKAIMOHHYIO PaOOTy MO YacCOBOM
ctpenke. Eciu Tabnuiia He pa3MeniaeTcsl Ha OJTHOM CTpaHUIlE, TO €€ MEPEHOCT Ha CIICTy-
IOIYI0 CTPAHUILy U B TIpaBoM yriay numryT «IIpomomkenne Tabauiey ¢ yKa3aHueM HOMe-
pa. 3armaBue TaOJWIIBI HA HOBOW CTpaHUIE HE TIOBTOPSIOT. B 3TOM ciydae mpoHyMepo-
BBIBAIOT Ipadbl HIKE WX 3arojOBKOB (IT0/I3arojOBKOB) M TIOBTOPSIOT 3Ty HyMEpaIluio Ha
CIICIYIONIEH CTpaHUIIC W MPOJODKAIOT TaOIUIly, TOBTOPUB €€ Ianky (Ha3BaHUS CTOJIO-
IIOB), BMECTO 3arojIOBKa TaOJIUIIHI.

O6pazenr opopMieHUs MPOTOJHKEHUS TAOIHIIBI:

[Tponomxkenue TabauIIbI 2

Ha nauasio rona Ha otuetnyto nary MN3menenune
AKTHUB CyMMa, ya. Bec, CyMMa, ya. Bec, CyMMa, ya. Bec,
MJIH. P. % MJIH. . % MJIH. P. %

[Ipoune akTUBBI
Hroro aktuBoB

YpaBHenus u GpopmMybl CIEAYET BBIJICTATh U3 TEKCTA B OTJEIBHYIO CTPOKY. BbI-
1€ U HIKE KKI0M (POpMYIIbl MM YPABHEHUS JOJKHO OBITh OCTaBJIEHO HE MEHEE OJHOMU
cB0OOOIHOM cTpokH. Eciiu ypaBHEHUE HE yMEUIaeTcsl B OJJHY CTPOKY, TO OHO JTOJKHO OBITh
IEPEHECEHO MOCTEe 3HaKa PaBEHCTBA (=) WM TOCJe 3HAKOB IUIIOC (+), MUHYC (-), YMHOXe-
Hus (X), aeneHus (:), Wiu Jpyrux MaTeMaTHYeCKUX 3HAKOB, MPUYEM 3HAK B Hayaje clie-
nyromie crpoku moBTopsitoT. [lpu mepenoce Gopmynbl Ha 3HAKE, CHMBOJHU3UPYIOIIEM
ONEpPALMI0 YMHOXXEHUS, IPUMEHSIOT 3HAK «X» llosicHEHMe 3HaYeHni CUMBOJIOB U YUCJIO-
BbIX KO3 DUIIMEHTOB CIEAYET MPUBOIUTH HEITOCPEICTBEHHO MO (HOPMYJIION B TOM e T0-
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CIIEIOBATENIbHOCTH, B KOTOpPOW OHU naHbl B (opmyne. HymepoBare cinemyer Hamboiee
Ba)kHbIE ()OPMYIIbI, HA KOTOPBIE UMEIOTCS CChUTKU B padote. [lopsakoBbie HOMepa dopmyn
0003HayaroTcs apabCKUMM LU(PPAMH B KPYTJIBIX CKOOKAX Y MPaBOro Kpasi CTPaHULIbI.

[Tpumep, C=AxB:100, (1)

[TosicHeHUE CHMBOJIOB, YHCIIOBBIX KOA((MHUIIMCHTOB CIIEAYEeT MPUBOIUTH HEMOCPE-
CTBEHHO 10/ (hOpMYJIOi B TOM IMOCIIEIOBATEIHLHOCTH, B KAaKOW OHM JaHHI B (hopMyJie. 3Ha-
YeHHE KaXI0T0 CUMBOJIA U K03 uiimeHTa ciemyer gaBatb ¢ HOBOM CTpoku. [lepByro cTpo-
Ky MOSICHCHHSI HAYMHAIOT CO CJIOBa «Te» 0€3 TBOCTOUHS.

dopmysl MOTYT HaOUpaThes ¢ MOMoOINbI0 penakropa Microsoft Equation, mpudt
Times New Roman, Kerub — 14 nit., HauepTaHue — KypCcHB.

[Tpumep Hanvcanus GOpMyJIbL:

C
B, = By(L+nx—),

rie Bo — nepBoHauanbHasg cymMMma BKJIaJ1a,
Bn— HapaienHas cymma BKJ1aJia 0 OKOHYAHUIO CPOKa €T0 JIEMCTBUS,
Csxn — roJ1oBasi IpoOIEHTHAs CTaBKa IO BKJIAY,
1 — YHUCJIO JIET, IIEPUOJ ACUCTBHS BKIIAA.

B TexcTe paboThl Ha Bce MPUII0KEHUsI TOJDKHBI OBITh aHbl CChUIKU. [IpumoxeHus
0(OpPMIISIIOT KaK MPOJOJIKEHUE BBIMTYCKHON KBaJU(UKAIIMOHHONW pabdOThl OTAENBHO, pac-
noJiarasi X B MOPSJIKE MOSIBJIEHUE CChUIOK B TekcTe. Kaxkoe mpuinoxenue cieayer Hauu-
HaTh C HOBOM CTpaHMIIBI C YKa3aHHEM HaBEpXy cCIipaBa CTpaHMIlbl cioBa «lIpuioxeHuey,
ero Homepa. Homep mpuinokeHusi IpoCTaBseTCS B MPAaBOM BEpXHEM Iy apaOCKUMU
mudpamu, Hampumep: [Ipunoxenue 1; Ilpumoxkenune 2 u 1. a. Kaxmoe mpuioxeHue
JIOJIKHO MMETh 3aroJIOBOK, KOTOPBIM 3aMHCHIBAIOT CUMMETPUYHO OTHOCUTENIBHO TEKCTa C
IPOMUCHON OYKBBI OTJEIBHONU CTPOKOM.

CcbUlKM Ha TIPWIOKEHUS B TEKCTE BBIMYCKHOW KBATM(DUKAIMOHHOW pabOTHI
o(OpMIISIFOT aHAJIOTUYHO CCBHUIKAM Ha TaOJIMIbI, PUCYHKH, HanpuMep: (mpuioxenue 1) —
IpU NIEPBON CChUIKE, (CM. pHJI. 1) — MPH MOCHEAYIOMNX CChUIKAX.

BykBeHHble a00peBHATYpPbI. B TeKcTe BBIMYCKHOW KBaTM(UKAITMOHHOW pPabOTHI
KpOME OOIIETIPUHATHIX OYKBEHHBIX aOOpeBHATyp MOTYT OBITh MCIOJB30BaHBI BBOIMMbBIC
aBTOpPOM OyKBEHHBIE aOOpeBHATYPHI, COKPAILIEHHO 0003HAYAIOIE KaKUe-TN00 MOHSITHUS U3
COOTBETCTBYIOLIMX oOnacTeil 3Hanuil. [Ipu 3TOM nepBoe ynoMruHaHue Takux abOpeBUaryp
yKa3bIBaeTCA B KPYTIIBIX CKOOKAX MOCTe MOJHOTO HAMMEHOBAHUS, B aJbHEHIIIEM OHH YIIO-
TpeOSIOTCS B TEKCTE 0€3 pacimpOBKH.

bu6auorpaduyeckne ccblKU. [Ipy BBIOMHEHWH BBIMYCKHOW KBaJM(PUKAIIUOH-
HOM palbOThl BO3HUKAET HEOOXOJUMOCTH JENlaTh CChUIKM Ha TMEepBOMCTOYHMK. CchUiKa
o0ecneunBaeT paKTUIECKYIO JOCTOBEPHOCTh CBEJCHUI O IUTUPYEMOM JOKYMEHTE, MpeI-
CTaBJIIET HEOOXOAUMYIO HH(POPMAIINIO O HEM, JA€T BO3MOXKHOCTh Pa3bICKaTh TOKYMEHT H
T. 1. Onurpadsl K BHITYCKHOW KBATU(PHUKAIIMOHHON paboTe HE MPUMEHSIOTCS.

CchuTku Ha JTUTEpPATypy, UCHOIB30BAaHHYIO B BBITYCKHOW KBaTU(pUKALMOHHOW pa-
060Te, MOTYT OBITh BHYTPUTEKCTOBBIE, T. €. SBJISIOIIMECS COCTABHOM YaCThIO CaMOT'0 TEK-
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cTa. B MaHHBIX CChUIKAxX MOCJE YIIOMUHAHUS aBTOPA, BKJIIFOUEHHOTO B CIIMCOK JIUTEPATYPHI,
WJIM TOCTIE LIUTAThl U3 HErO0 B CKOOKAaX MPOCTaBJISIOT HOMEP, MOJi KOTOPBIM OH 3HAYUTCS B
CIIMCKE, HAIIpUMep:

O. W. JlaBpymmn [12] cuuTaer, 4to...

Ecnu ccpinaroTcst Ha onpeesieHHbIE CTPaHULIbI paOOThl, CCHUIKY O(QOPMIISIOT Clie-
IYIOIIUM 00pa3oMm:

A. M. TaBacues [23, c. 5] B cBoeii cTaThe OTMEYAET, UTO ...

[Ipu ccpuike HA MHOTOTOMHOE M3/IaHHE YKAa3bIBAECTCS TAKKE U HOMEP TOMA, HaIlpH-
mep: [10, 1. 2, c. 31].

Brinepxku U3 HOpMAaTUBHBIX UCTOYHUKOB U OMyOJTUKOBAHHBIX JOKYMEHTOB B IeYa-
THU (3aKOH, TOJIOKEHHUE, HUHCTPYKIHS U T. /1.) MOTYT LIUTUPOBATHCS MOJTHOCTBIO UM C TIPO-
yCKaMU OTACJIbHBIX CJIOB, KOTOPbIE 0003HAYAIOT MHOTOTOYHEM. B Havaie v KOHIE TaKuX
BBIJICPXKEK CTaBAT KaBbIUKU. JlomycKkaeTcsl TakyKe u3jiaraTh UCIOJIb30BAHHBIN MaTepuail B
COOCTBEHHOM peJlaKIiu, HO C COOJIIOJICHUEM €0 CMBICIIOBOTO cojiepkaHus. KaBbluku mpu
ATOM HE CTaBSIT.

JlomyckaroTcs CChUIKM HA aBTOPU3UPOBAHHBIE UCTOUHUKHU M3 Internet, ecinu calTsl,
Ha KOTOPBIX OHU Pa3MEIICHbI, IPU3HAIOTCS HAyYHOU OOIIECTBEHHOCTBIO.

[Ipu ucnonp30BaHUU TaKUX UCTOYHUKOB PEKOMEHIYETCSI KOHCYJIBTUPOBATHCS C PY-
KOBOJIMTEJIEM BBIITYCKHON KBATU(PUKAIIMOHHON paOOTHI.

bubauorpaduuecknii CNUCOK JHUTEPATYPbI SBISCTCS COCTaBHOW YacThIO BBI-
NMyCKHOM KBau(UKAIMOHHON paboThl. [ onucanus 6uOIMOrpaguyeckoro Crmcka mc-
none3yetcss [OCT 7.1-2003. bubnuorpaduyeckas 3amuch. bubnuorpaduueckoe omnuca-
aue, u ['OCT P 7.0.5-2008. Cuctema cranmaptoB mo wH(pOpMAIUU, OMOIHOTEYHOMY U
u3IaTeNbckomMy neny. bubmmorpadudaeckas ccpuika. OOmme TpeOOBaHUS W TIPaBUIA CO-
CTaBJICHHUSI.

bubnuorpaduueckuit cnucok MOJBKEH cojepkath He MeHee 20-30 HauMEeHOBaHUMU.
HcTouHnKu MCOaB30BaHHOMN JTUTEPATYPhl TOJKHBI TATUPOBATHCS MOCIEAHUMHU 5 TOAaMHU.
Pacnonoxenue matepuana B CIUCKE JIMTEPATYPhl 3aBUCUT OT TEMbI MCCIICIOBAHUS, OT Xa-
paKTepa U KOJHMYECTBA NMPUBEIACHHBIX HWCTOYHUKOB. BUBJIMOTPAOGUYECKHWI CIIU-
COK JIMTEPATYPBI nomeniaroT HEMOCPEACTBEHHO MOCIE OCHOBHOTO TEKCTA BBIITYCKHOMN
kBasnpuKanoHHOM padotsl (nepen pazaenom [TPUJIOXKEHUMSA). JlutepatypHbie uctou-
HUKA HYMEPYIOT apaOCKuMu 1udpaMu U pacroiaraioT B CIEIYIONIEH MOCIe0BaTEIbHO-
CTH:
. Koncturynus PO
. Konexcer PO*
. ®enepanbHbie 3aKOHBI*
. Ykassl [Ipe3naenra*
. [locranoBnenwns [IpaButenscrBa*®
. Honoxenus, Uuctpykuun™
. [Ipukazet Munucrepcts *
. HopmartuBHbIe akThI ™
9.TOCT, OCT, TY
10. YueObHuku, yueOHbIE TOCOOUS
11. XXypnainsl, ra3zeTbl
*Pacmonaratb B XpOHOJOTHYECKOM MOCIE0BATEIIBHOCTH (TI0 IaTE YTBEPKICHU).
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Jlanee pacnoyioKeHHe UCTOUHHKOB B CIIUCKE JTUTEPATypbl MPUBOJUTCS B all(paBUT-
HOM Tiopsinke. [Ipy anmdaBUTHOM paCMONIOKEHUU JUTEpATypa TPYNIHUPYETCS B CTPOTOM
andasute pamuins aBTOpa U 3arjlaBUil KHUT U cTaTed (B TOM ciyyae, KOrja KHUra Wid
CTaThs BBINOJHEHA MO/ oOel peaakuueit). Eciam HecKoabKo HICTOYHUKOB HAYMHAETCS Ha
OJIHYy U Ty k€ OyKBY, TO MOPSIOK PAcHOJIOKEHHs 3aBUCUT OT MecTa B ajipaBUTE BTOPOU
OYKBBI OT HayaJla Ha3BaHUs U T. [I.

B cniucke kaxaoMy JTUTEpaTypHOMY UCTOYHUKY MPUCBAUBACTCS HOMED, YKa3bIBaeT-
csi paMuIIMs aBTOpa B MMEHUTEIHLHOM MaJIekKe U 3aTeM MHUIMANbl, Ha3BaHue KHUTHU (Opo-
IIIOPBI), TOBTOPHOCTH U3/IaHMSI, MECTO M3JIaHus (MMUIIYT MOJHOCTHIO B UMEHUTEILHOM I1a-
JIeKe, 32 MCKIIIOUCHHEM Ha3BaHUU ABYX ToponoB — MockBel (M.) u Cankr-IlerepOypra
(C.-11.), Ha3zBaHUE M3ATENHCTBA, TOJ] BHIITYCKA M 00I[ee KOJIUYECTBO CTPAHUI] NCTOYHHKA.
[To xaxxaoMy JIUTEpaTypHOMY UCTOYHUKY W3 MEPUOJUYECKUX U3AaHUN (KypHAJIOB, Ta3erT,
cOOpHHKA TPYJIOB) HEOOXOIUMO 3amucaTh (PaMUIUIO U UHUIMAJBI aBTOpa, Ha3BaHUE CTa-
ThU, HAUMEHOBAHUE W3JaHus, TOJ BBIITyCKa, HOMEP U3J/IaHMsl, CTPAHUIIbl Hayajaa U OKOHYa-
HUS CTaThHU.

OObeKkTaMu cocTaBIeHUs OMOTUOTPAPUUECKON CChUIKU TAKKE SIBISIOTCS JIEKTPOH-
Hble pecypcbl. CChUIKM COCTABIISIOT KaK Ha AJIEKTPOHHBIE PECYPCHI B 1IEJIOM (3JIEKTPOHHbIE
JIOKYMEHTBI, 0a3bl JaHHBIX, MOPTAJIbI, CAUThI, BeO-CTpaHullbl, (JOPYyMbI U T. J1.), TAK U HA
COCTaBHBIE YaCTH DJIEKTPOHHBIX PECYpcoB (pa3ielibl U YacTH AJIEKTPOHHBIX JTOKYMEHTOB,
OpPTAaJIOB, CAUTOB, BEO-CTPaHMUII, IyOJUKAIIMK B SJIEKTPOHHBIX CEPUANIbHBIX U3JJAHUSX, CO-
obmenns Ha opyMax U T. I1.).

J171s1 37IEKTPOHHBIX PECYPCOB YAAIEHHOTO JI0CTYIIA MPUBOAAT IPUMEUAHUE O PEIKUME
JOCTyNa, B KOTOPOM JIOMYCKAaeTCs BMECTO CIOB «PexuM noctynay (WIM UX SKBUBAJICHTA
Ha JPYTOM SI3BIKE) MCTIOIB30BaTh ISl 0003HAYEHUS IEKTPOHHOTO ajpeca abOpeBuarypy
«URL» (Uniform Resource Locator — yHUDHUITMPOBAHHBINA yKa3aTeIh pecypca).

[lepedyeHb HCMOIB30BAHHBIX BEO-CaTOB OQOPMIISETCS B CIEAYIOLIEM MOPSJIKE:
Ha3BaHWE CTaThH, aBTOP, UICTOYHUK (3JIEKTPOHHAS BEPCHUs ra3eThl, KypHaja, HOPMATUBHO-
IPaBOBOIrO aKTa, KaHaja TeJIEBUACHUS U T.I1.), CCbUIKA HA BEO-CaT.

Janee npuBefeHbl MpUMEpPbl OMOIMOrpadUyYEcKOro OMMCAHMS PA3TUYHBIX BUIOB
JUTEPaTyPHBIX UCTOYHUKOB.

Ilpumep onucanus 3aKoH00amenvHbIX aKmos

Poccuiickas ®denepanusa. 3akonbl. OO0 oxpaHe OKpy»Karolied cpeabl: ¢eaep. 3a-
koH [npunsaT [oc. [lymoii 20 aek. 2001r.: og06p. CoBetom Deneparuu 26 nexadps 2001].
— M.: Ocp-89, 2012. — 64c.

IIpumep onucanus 3ak0HO0AMENbHBIX AKMOB C INEKMPOHHO20 Pecypca

1. I'paxxnancknii konekc Poccuiickoint ®@enepaunu. Y. 1 u 2. OeaepanbHble 3aKOHBI
oT 30 Hos0pst 1994 r. Ne 51-®3 u ot 26 suBaps 1996 r. Ne 14-D3 (pen. ot gara) [Diek-
TpoHHbIH pecype]. — URL: http: // www.consultant.ru.

2. O Oankax u OaHKOBCKOHM nesitenbHocTH: DenepanbHblii 3akoH oT 02 gexadps
1990r. Ne395-1 (pen. ot mara) [DnektpoHusii pecypc]. — URL: http: //
www.consultant.ru.

3. IlonoxxeHue o mpaBuiIax BEACHHs OyXTalTEPCKOTO y4eTa B KPEAUTHBIX OpraHu-
3alHUsIX, PACOJIOKEHHBIX Ha TeppuTopun Poccuiickonn @enepannu. YTB. bankom Poccun
16 wmross 2012 1. Ne 385-I1 (pen. ot nmarta) [Dnekrponnbiéi pecypc]. — URL: http: //
www.cbr.ru.
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4. MuacTpykums o nopsiake npuHAaTyua bankom Poccun pemenust 0 rocy 1apcTBEHHON
perucTpanuy KpeAUTHBIX OpPraHU3alMil U BblJAaye JUIEH3UN Ha OCYIIECTBICHUE OAHKOB-
ckux omnepauuit. YTB. bankom Poccun 2 anpenst 2010 r. Ne 135-U (pen. ot mara) [Dnek-
TpoHHbIH pecype]. — URL: http: //www.cbr.ru.

Ilpumep onucanus kHuu ¢ yKazanuem 00HO20 asmopa

I'yrenes A.B. MuHoBaiuoHHbIH MeHeKkMeHT: yueOuuk / A.B. I'yreneB. — M.:

Jamkos u K, 2012. — 336 c.
Ilpumep onucanus knueu ¢ ykazanuem 08yx u 6oiee agmopos
benornazosa I'. H. bankoBckoe nemno. Opranuzaius AesTeIbHOCTH KOMMEPUYECKOTO
Oanka: yueoHoe nocodue / I'.H. benornazosa, JI.I1. Kponusenkas. — 2-e uzn., nepepad. u
nom. — M.: 2012. — 604 c.

[TeunnkoBa A. B. bankoBckue onepamnuu: yueOonuk / A.B. [leunukosa, O.M. Map-

koBa, E. b. Craponybuesa. — M.: DOPYM: UHDPA-M, 2014. — 368 c.
Ilpumep onucanus KHue ¢ 3MEKMPOHHO20 pecypca

benormazosa I'. H. bankoBckoe fieno yueOHUK Jiis OakanaBpoB, [MockBa:2012] //.
DIIeKTPOHHBIN pecypc «FOpailTy,

IIpumep onucarnus HCypHaIbHOU cmamv

Acrenuna B.B. Onenka gnenoBodt  penyranuu  Oanka/ B.B. Acrenuna,
I1. K. bounapuyk // denwsru u kpenut. — 2012. — Ne 12. — C.16-23.

Humepnem-ucmounuxu

1. O 3ammTe npas norpeduteneii: denepanbupiii 3akoH oT 7 Pesp. 1992 1. Ne 2300-
1 (pen. ot mara) [Dnekrponnsiit pecypc]. - URL: http: // www.garant.ru.

2. O 3amute koHKypeHuuu: PenepanbHbiil 3aKkoH OT 26 utonst 2006 . Ne 135-D3
(pen. ot mata) [DnekTponHbIA pecype]. - URL: http: // www.garant.ru.

3. Yuernas nonutuka opranusanuii [IBY 1/2008 : nmpukaz M® PD ot 06.10.2008 T.
Ne 106H (pex. ot mata) [DaekTponnsbiid pecypc]. - URL: http://www.consultant.ru.

4. OduumanbHbIl CAUT CPaBOYHO-TIPABOBOM CUCTEMBI IO 3aKOHOJATENLCTBY Poc-
curickoit @exnepanuu — Www.garant.ru

5. OunmanbHbii CalT KOMIBIOTEPHOW CIPABOYHON MPaBOBOM cucTteMbl Poccun —
www.consultant.ru

Onucanue HOpMaAMUEHbIX OOKYMEHMO8

1. TOCT P 51697-2000 ToBapbl OBITOBOIM XMMUU B a3p030JIbHON yrakoBke. O01ime
TEXHUYECKHUE YCIIOBHUSI.

2.TOCT P 51303-99 Toprosnsi. TepMUHBI U OIIPEAEIICHHUS.

ITIOJTOTOBKA K 3AIIUTE BBIITY CKHOM KBAJITMOUKAILIMOHHON PABOThI

Brimmycknas kBanmudukannonHas padoTa ¢ OT36IBOM PYKOBOJUTENSI CAACTCS B y4eO-
HYIO 4acTh KoJule/ka. HauanpbHUK y4eOHOUM 4yacTu pemaer BOONpoC O JOMYyCKe padoThl K
3amuTe WM A0paboTKEe W WCIPABICHWW BBISBICHHBIX HEIOCTAaTKOB. B cimydae momycka
paboThI K 3alllMTE HAYaJIbHUK y4eOHOM YacTH JIeJIaeT COOTBETCTBYIOIIYIO 3alUCh HAa TH-
TYJIbHOM JIUCTE.

JlonyiienHast padboTa cliaeTcsi Ha pelieH3UpOBaHUE.

Ilepen 3ammMTON CTYIEHT TOTOBUT NOKJIAM HAa 7-10 MUHYT, IPE3EHTAIMIO U COMIPO-
BOJUTEbHBINA WIUIFOCTPATUBHBIA MaTepual, MpPeIBapUTEIIBHO COTJIACOBAHHBIN C PYKOBO-
nuteneM. VImocTpaTUBHBIN MaTepuall JOJKEeH ObITh BBIIIOJIHEH Ha JiucTax ¢popmara A4 u
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http://www.consultant.ru/

pa3ziaeTcsi KOMIUIEKTaMU Ka)XXJIOMy 4iI€HY SK3aMmeHalmoHHoM komuccuu (OK) mepen mo-
KJIQJIOM.

[Ipyn HanmMuuMu 3aMedaHuil PEUEH3EHTa U PYKOBOAMTENS CTYAEHT FOTOBUT Ha HUX
OTBEeTHl. Bce CTylIEeHThI, BKIIOYEHHBIE B CIMCOK 3aIMUIAIOIIUXCS B 3TOT JI€Hb, NEpEN
HavasioM 3acenanus JK cnarot cexkperapro DK BblTyCKHbIE KBATHU(PUKALMOHHBIE PAOOTHI C
OT3bIBAMH U PELICH3USIMU.

B noknane CTyIeHT TOMKEH OTPa3UTh:

—  aKTYaJIbHOCTb TE€MBI,

—  OOBEKT U mpeAMET UCCIEIOBAHUIA;

—  1Ie7b U 33J1a4M paboThI;

—  TEOpPEeTHYECKHE M METOJMYECKHE MOJIOXKEHHs, Ha KOTOPBIX 0a3HpyeTcsl Bbl-
MyCKHasl KBATH(PUKAIIMOHHAsA padoTa;

—  METOJbI U PE3YJbTAThl IPOBEICHHOIO aHAJIN3a U3Y4aeMOil MPOOJIEMBI;

—  KOHKpPETHbIEC IMPEAJIOKEHHS [0 PEHICHUI0 N3y4yaeMoil nmpobiaeMbl ¢ 000CHOBa-
HUEM 1€JI€CO00Pa3HOCTH U BOBMOXKHOCTH MX peallh3aluu;

—  OSKOHOMHYECKMH U COIUANbHBIA AP EKTh OT BHECEHHBIX MPEIIOKECHHM
(o’kuaeMble UM (DaKTUYECKUE).

JlokJaz 1oJKeH ObITh MOATOTOBJICH B MUCHbMEHHOM BH/JIE.

3AIUTA BBIITYCKHOM KBAJTM®UKALIMOHHOM PABOThI

K mavamy 3amuThl BBITYCKHON KBaTH(UKAIMOHHONW PaObOThI KpOME TOKYMEHTOB,
yKa3aHHBIX B 1. 3.9, 9K3aMEHAIIMOHHON KOMUCCUU JOJIKHBI OBITh MPEIOCTABICHBI:

—  BBINTyCKHAas KBaTU(UKAIIMOHHAS paboTa ¢ COOTBETCTBYIOIIUMU MOITUCIMU;

—  peueH3us;

—  OT3BIB PYKOBOJUTEJS.

Ha 3amuty BeITyCKHOM KBaM(pUKaMOHHOM paboThl oTBoAUTCS A0 30 MunyT. [Ipo-
Leypa 3allMThl YCTAHABIUBACTCS IMPEICENATENEM 3K3aMEHAIIMOHHONM KOMHUCCHH IO CO-
[JIACOBAHUIO C WICHAMU KOMUCCUHU U, KaK MIPaBUJIO, BKIIFOYAET JOKIaJ] CTy/IeHTa (He Oolee
7-10 MUHYT), YT€HHE OT3bIBA U PELICH3UU, BOIPOCHl YWICHOB KOMUCCHUHU, OTBETHI CTYACHTA.
MoxeT ObITh MPEYCMOTPEHO BBICTYILJICHUE PYKOBOJUTENSI BBITYCKHOW KBalU(PUKAIIMOH-
HOM paboThl, a TAKXKE PEIEH3EHTa, €CJIM OH MPUCYTCTBYET HA 3aceJaHUU dK3aMEHAIMOH-
HOW KOMMCCHH.

[Ipu omnpeneneHUr OKOHYATEIHBHOM OIIEHKH IO 3allUTE BHIMTYCKHOW KBaIU(pUKAIIU-
OHHOM pabOThI YUHUTHIBAKOTCS:

—  JIOKJaJ BBIIYCKHHKA IO KAXKJIOMY pa3Jeiy BhIITYCKHON pabOThI;

—  OTBETHI Ha BONPOCHI;

—  OLICHKA PEIICH3EHTA;

—  OT3BIB PYKOBOJUTEJS.

3amuTa BBITYCKHBIX KBaJTU(UKAITMOHHBIX PA00T MPOBOIUTCS Ha OTKPBITHIX 3ace/a-
HUSIX 9K3aMEHAIlMOHHON KOMHUCCHH C YYaCTUEM HE MEHEE JBYX TPETEU €€ COCTaBa.

Pe3ynbTaThl BRITYCKHON KBATH(PUKAIIMOHHON paOOTHI ONMPEICISIFOTCS OTICHKAMH 10
NATHOAUTHHON CHCTEME U OOBSABISIOTCS B TOT K€ JEHBb MOcjie O0hOPMIICHUS B YCTaHOB-
JIEHHOM MOPSAKE MPOTOKOJIOB 3aCEJaHUIN SK3aAMEHAIMOHHBIX KOMUCCHM.
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«OTJAMYHO» BBICTABIISETCS 3a CICAYIONIYIO BBITYCKHYIO KBaTHU(UKAIMOHHYIO pa-
oory:

- paboTa HOCUT HMCCIICOBATEIbCKUN XapaKTep, COACPIKUT TPaMOTHO HM3JI0KCHHYIO
TEOPETUYECKYIO0 0a3y, r1yOOKHil aHalu3 MpoOJieMbl, KPUTHYECKUN pa30op ACSATEILHOCTH
KPEAUTHOW OpraHU3aINK, XapaKTEPU3yeTCs JJOTUYHBIM, ITOCIICI0BATEILHBIM H3JI0KEHUEM
MaTepuaia ¢ COOTBETCTBYIOIIMMH BBIBOJIaMU 1 000CHOBAaHHBIMU TIPEIOKCHISIMH,

- IMEET MOJIOKHUTEIbHBIC OT3bIBBI PYKOBOJHUTENIS M PEIICH3CHTA,

- TIpH 3amuTe pabOThl CTYICHT MOKA3hIBACT TITyOOKHE 3HAHHS BOTIPOCOB TEMBI, CBO-
00HO omepupyeT NaHHBIMHA HCCJICIOBAaHUS, BHOCHT OOOCHOBaHHBIC IPEIJIOKEHUS II0
YIIYUIICHUIO JEATEILHOCTH KOMMEPYECKOTO OaHKa, a BO BpEeMs JOKJIaJa HMCIOJb3YyeT
HATJIAIHbIE TOCOOMs (TaONHIlbl, CXeMbl, TpadUKU U T. 1.) WIM Pa3NaTOYHBIA MaTepHal,
JIETKO OTBEYAET Ha MOCTaBIICHHBIE BOMIPOCHI.

«Xopo110» BBICTaBJISETCS 3a CICAYIONIYIO BBITYCKHYIO KBATH(PUKAIMOHHYIO pado-
Ty:

- paboTa HOCUT HMCCIIEIOBATEIbCKUN XapaKTep, COACPKUT TPAaMOTHO HM3JI0KEHHYIO
TEOPETUYECKYI0 0a3y, JOCTATOYHO MOAPOOHBIA aHAIH3 MPOOJIEMbI U KPUTHYCCKUI pa3oop
NEATENHPHOCTH KPEAUTHON OpraHW3aIfK, XapaKTepU3YeTCs IOCIICI0BATEIbHBIM H3JI0XKE-
HUEM MaTepHalia ¢ COOTBETCTBYIOIIMMH BBIBOJIAMH, OJIHAKO C HEJOCTATOYHBIMH M HE
BITOJIHE 0OOCHOBAaHHBIMH TTPEITIOKEHUSIMU;

- IMEET MOJIOKHUTEIbHBIN OT3bIB PyKOBOJIUTEINS U PEIICH3CHTA;

- TP 3alIUTE CTYACHT IMOKa3bIBACT 3HAHMS BOIPOCOB TEMBI, ONEPUPYET TaHHBIMU
UCCJICIOBAaHUS, BHOCUT TPEIJIOKEHUS MO YIYUYIICHUIO ICATEIHPHOCTH KOMMEPYECKOTO
0aHKa, BO BpeMs JOKJIa/Ia UCTIOIb3YyeT HATJISAHBIC TOCOOuS (TabIuUIIbl, CXEMBI, TpadhUKu U
T. T1.) WIN pa3JaTOYHbIN MaTepuai, 6e3 0CoObIX 3aTPyTHCHHU OTBEYAET Ha MOCTaBICHHBIC
BOTIPOCHI.

«Y10BJIETBOPUTEILHO» BBICTABJISACTCS 3a CIEAYIONIYIO BBITYCKHYIO KBanu(uKa-
IIUOHHYIO paboTYy:

- HOCHUT HUCCJIEIOBATCILCKUI XapaKTep, COASPKHUT TCOPETUUECKYIO TIaBy, Oazupy-
€TCsl Ha MPAKTHYECKOM MaTepuajie, HO OTINYACTCS TOBEPXHOCTHBIM aHAIM30M U HEJ0CTa-
TOYHO KPUTHYECKUM Pa3zO0pPOM JIEATEILHOCTH KPEAUTHOW OpraHM3aIluyu, B HEW MpocMmart-
pUBaeTCs HEMOCSA0BATEILHOCTh M3JIOKCHUSI MaTepuaa, MpecTaBiIeHbl HEOOOCHOBAH-
HBIC MPEJIOKEHUS;

- B OT3bIBaX PYKOBOJUTENS U PEIEH3CHTA UMEIOTCSA 3aMEUYaHus 10 COACP>KaHUIO pa-
0OOTHI U METOIMKE aHAJIN3A;

- TIPU 3alTUTE CTYJEHT MPOSBIIIET HEYBEPEHHOCTD, MMOKA3BIBACT ClIa00e 3HAHUE BO-
IPOCOB TEMBI, HE JJAET TIOJTHOTO, APTYMEHTHPOBAHHOTO OTBETA HA 3aJaHHBIC BOIIPOCHI.

«Hey/n0B1€TBOPUTEIbHO» BBICTABIISCTCS 3a CJICAYIONIYIO BBIMYCKHYIO KBaIU(U-
KallMOHHYIO paboTy:

- HE HOCHUT HCCIIEJ0BATEIIBCKOTO XapaKkTepa, He COACPKUT aHAIN3a U TPAKTHICCKO-
ro pasdopa IesATEIbHOCTH KPEIUTHOW OpraHU3allMK, HE OTBEYAeT TPEOOBAHMSIM, H3JIO-
KEHHBIM B METOJIMYCCKUX YKA3AHMSIX;

- HE MMEET BBIBOJIOB JIMOO OHU HOCST JICKJIAPATHBHBIN XapaKTep;

- B OT3BIBaX PYKOBOJUTENSI M PEICH3CHTa MMEIOTCS CYIIECTBEHHBIC KPUTHYCCKHE
3aMeUYaHus;
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- MU 3alIUTE CTYAEHT 3aTPYIHACTCS OTBEYATh HA MOCTABJIECHHBIE BOIIPOCHI IO TEME,
HE 3HAET TEOPUH BOIPOCA, MPU OTBETE JOIMYCKAET CYIIECTBEHHBIC OLIMOKH, K 3alllUTe HE
MOATOTOBJIEHBI HATJISIIHBIEC MOCOOUS UK Pa3/laTOYHBIN MaTepual.

OueHka BBIMYCKHON KBaIM(UKAIMOHHONW pabOThl OCHOBBIBAECTCS HAa IMOKAa3aTEsAX
OIICHKH PEe3YyJbTaTOB 00YUYEHHUsI, ONIPEACIISIEMBIX CTEIEHBIO OCBOEHUS MPOPECCUOHATIBHBIX
KOMITETEHIIUA B COOTBETCTBHM C BUJAMU MPO(ECCHOHATBHON NEATeTbHOCTH BBITYCKHU-
KOB U (DUKCUPYETCS M0 KaXJAOMY CTYJIEHTY B IPEJICTaBICHHON dopme:

OuneHka BbINYCKHON KBAJIM(PUKAUMOHHOM padoThI
(®PUO BbITyCKHUKA)

Konpl mpoBepsemMbix
KOMIIETEHIINN

[Tokazarenu oueHKU pe3yJbTaTa

OreHka

[IK1.1. Koopauauposats
paboty opranm3anuu (mpu-
eMHON PYKOBOJUTENS), BECTH
IIpUEM IIOCETUTENEH.

[IpaBunbHOCTE MPUMEHEHHS] HOPMATUBHO-IIPABOBBIX AKTOB IIPHU Opra-
HHU3ALMU IpUeMa IIOCETUTENEH.

[IpaBuiIbHOCTH OpraHu3auuy MpHUEMa MOCETUTENEH U WHBIX BH-
JIOB OPTraHU3alMOHHOTO O0CITYKUBaHUSI.

[IpaBunpHOCTP PUMEHEHHUA TPHUEMOB JEIOBOTO OOIICHWS W IPABHII
KyJbTYpBI IOBEACHUS IPU TPUEME TIOCETUTETEH.

HeykocHuTtensHoe coOMOAeHNE 3TUYECKUX MIPABUI, HOPM WU NPHHLU-
[IOB IIPY NIpUEME OCETUTENEM.

K 1.2. OcymecTBiare pa-
00Ty TO IMOATOTOBKE W IPO-
BEJICHUIO COBEHIAHMI, JEeIo-
BBIX BCTpPEY, IPUEMOB H TIpe-
3EHTAIUN.

TodHOCTE COOMIOAEHUS MOpPSIAKA M TPOLEAYPHl MPOBEACHUS COBEIIa-
HUU, AETOBBIX BCTPEY, IPUEMOB U MPE3CHTALUH.

[IpaBuIbHOCTH OpraHM3aly MOJTOTOBKH U MPOBEICHUS TEXHH-
YEeCKOro 00CIyKUBaHUS KOH()EPEHTHBIX MEPOTIPUSITHIA.
[IpaBUIBLHOCTh TIPUMEHEHHS MPUEMOB JICTIOBOTO OOIIEHHS, perIaMeH-
TOB Y IPaBWI KyJbTYphl IOBEACHUS IPU IIPOBENCHUH COBELIAHMM, Je-
JIOBBIX BCTpEY, IPUEMOB U IIPE3CHTALUI.

HeyxocHuTenbsHOE COONIOIEHNE STUYECKHUX TPABHI, HOPM M TPHUHIIU-
I10B HpI/I HpOBC}ICHI/II/I COBeHIaHHi'I, JCIIOBBIX BCTpe‘-I, HpI/IeMOB nu Hpe-
3¢HTaIUH.

[IK 1.3. OcyuiecTBasTh moa-
TOTOBKY JI€JIOBBIX IOE3J0K
PYKOBOAMTENS W IPYTHX CO-
TPYAHUKOB OpTaHHU3allNH.

[TpaBMIIBHOCTB, CBOEBPEMEHHOCTh M TOYHOCTh O(OPMIICHHS JOKYMEH-
TOB JUISl OPTaHU3ALUH JICJIOBBIX TTOE3/I0K.

To4HOCTH IEpEeYHs JOKYMEHTOB, HEOOXOTUMBIX ITPU OPOPMIICHUN
KOMaHIUPOBOK.

[IK 1.4. Oprann3oBbIBaTh
pabouee MECTO ceKpeTaps U

PanrionansHOCTH OpraHu3anuu pabouero Mecra.
OnTUManbHOCTh  TOJM0Opa HEOOXOAMMOTO OOOpYAOBAHHUS |

PYKOBOAUTEJIA. cpeacTB OPHCHOM TEXHUKH, KAHIIEISIPUH.

[K 1.5. Odopmisats [IpaBunbHOCTE (POPMUPOBAHUSI MPOEKTOB PACHOPSAIUTEIBHBIX OKY-
pacnnopAanTCIIbHbIC JAOKY- | MCHTOB.

MEHTEI, KoHTposnpoBath | CBOEBpeMEHHOCTH O(POPMIICHHSI PACTIOPSIINTENBHBIX TOKYMEHTOB.

CPOKH HUX UCIIOJTHCHHA.

CBOEBPEMEHHOCTh M TOYHOCTH MCIOJHEHHS PacOpSIUTENIbHBIX JTOKY-
MEHTOB

CootBercTBHEe 0(OPMISIEMBIX TOKYMEHTOB YCTaHOBJICHHBIM TpeboBa-
HUSM

[IpaBUJIBHOCT U TOYHOCTH MMPUMEHEHUSI TEPMUHOJIOTUN TOKYMEH-
TAIMOHHOTO 00ECTICYeHUS YTIPABICHUS

CBOEBPEMEHHOCTh KOHTPOJII CPOKOB MCIOJHEHHUs OpraHu3alu-
OHHO-PACHOPSIANTENBHON JOKYMEHTAIIUU

[IK 1.6. ObpabaTbiBaTh BXO-
ISIIMe W UCXOISIINE TOKY-
MEHTBI, CHCTEMaTH3HPOBATh
UX, COCTaBJIATh HOMCHKJIATY-
py zen u ¢GopMHPOBaThH I0-
KyYMEHTEHI B JieJIa.

[IpaBUIBHOCTE M TOYHOCTH COCTABIIEHUS HOMEHKJIATyphl aen. Coe-
BPEMEHHOCTb M TOYHOCTh O0pabOTKH, PETUCTPALMN BXOIAIINX H HCXO-
JAIIHAX TOKYMEHTOB, HX CHCTEMATHU3ALNH.

CooTBercTBHE OQOPMIISIEMBIX JTIOKYMEHTOB YCTaHOBICHHBIM TpeOoBa-
HUSAM
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Konbl npoBepsieMbIx
KOMIIETEHIIN I

[Tokazarenu oueHKH pe3yJbTaTa

OueHka

IIK 1.7. CamocTosTensHO
paboTatb ¢ JOKYMEHTaMH,
coJiepKalliuMU KOH(UICHIIH-
ANBbHYI0 MHQOPMAIIHIO, B TOM
qucle C JOKyMEHTaMH II0
JITIHOMY COCTaBY.

CootBercTBHE 0(OPMISIEMBIX TOKYMEHTOB YCTaHOBJIEHHBIM TpeOOBa-
HUSIM.

Cobmonenne TpeOoBaHMK K paboTe ¢ ITOKYMEHTaMH, COIEpKalliMU
KOH(QHUICHINAIBHYI0 WHPOPMAIHIO, C MEPCOHATIBHBIMA JaHHBIMH CO-
TPYIHHUKOB.

[IpaBunbHOCTE OOPaOOTKM W XpaHEHUsS JIOKYMEHTOB, COJICpIKaIInX
KOH(QHICHINAIBHYI0 HHPOPMALHIO.

IIK 1.8. OcymiecTBasiTh Te-

nedoHHOE  OOCTY)KUBaHHE,
OpUHAMATh M TepelaBaTh
(hakcrl.

Brnagenune cpeacTBaMu OprTEXHHUKH.

[IpaBunpHOCTP MPUMEHEHHUA TPHUEMOB JEIOBOIO OOIIEHUS W IIPaBHI
KYJBTYPHI IIOBEACHUS B OPTaHNU3alMHU TeJIe(POHHBIX TIEPETOBOPOB.
HeyxocHuTenpHOE COOMIOIEHNE STUYECKHUX MPABWI, HOPM U TIPUHIIH-
IOB TeJIE(POHHBIX ITEPETOBOPOB.

[IpaBuibHOCT IpHEMa | Niepeadn (akcorpamM.

IIK 1.9. OcymiecTBasTh moa-
TOTOBKY JeNl K Iepenade Ha
ApXHUBHOE XpaHEHUE.

CootBercTBHE 0(OPMISIEMBIX JOKYMEHTOB YCTaHOBJIEHHBIM TpeOoBa-
HUSIM.
CBOEBPEMEHHOCTh OJITOTOBKH JIEJ K Iepe/ladil B apXUB.

IIK 1.10. CocTaBnsTh OIHMCH
JIed, OCYINECTBIATh TIOITO-
TOBKY €N K Tiepeqade B ap-
XUB OpraHu3aluy, rocyaap-
CTBEHHBIC ¥ MYHHIIMITAJILHBIC
APXUBEHI.

HpaBHJ’IBHOCTL 1 TOYHOCTHb COCTABJICHUA OIIMCH ACII. CBO@BpCMCHHOCTB
IIOATOTOBKHU JICJI K II€EPEAAYN B apXHB.

[IK 2.1. Ocy1miecTBasTh 3KC-
NepPTU3y LEHHOCTU JOKYMEH-
TOB B COOTBETCTBHH C JICH-
CTBYIOITUMH 3aKOHOAATEITb-
HBIMU aKTaMU U HOpMaTUBa-
MH.

[IpaBUIBHOCTH IPUMEHEHHS] HOPMATUBHO-IIPABOBBIX aKTOB IIPH MPOBE-
JICHUH YKCIIEPTU3bI [IECHHOCTH JIOKyMEHTOB.

[IpaBubHOCTP TPUMEHEHUSI KPUTEPUEB IIEHHOCTH TOKYMEHTOB IIpH
MIPOBEICHUH DKCIICPTHU3HI.

CBOEBPEMEHHOCTh COCTABIICHUS MPABOBBIX aKTOB OPraHU3AlUU IO CO-
3JIaHUIO DKCIIEPTHONH KOMHCCHH.

IIK 2.2. Bectn paboty B cu-
CTeMax JIEKTPOHHOTO JO0KY-
MEHTO000pOTAa.

Brnagenne mnporpaMMamMu 3JEKTPOHHOTO TOKyMeHTooOopota. Ilpa-
BUJILHOCTH MCTIOJIb30BAaHUS IPOTPAMMHOT0 00ECTICUeHMUS.

To4YHOCTH U CBOEBPEMEHHOCTh Pa0OTHI B CHCTEMAx JIEKTPOHHOIO J0-
KYMEHTO000pOTa.

I[IK 2.3. PazpabateiBaTh u
BECTH KiacCH(PUKaTOpBHI, Ta-
0enu W Jp. COPAaBOYHHUKH MO
JOKyMEHTaM OpTraHU3allHy.

TodYHOCTh W MIPaBUILHOCTHh MPUMEHEHUS KIAaCCU(PUKATOPOB JOKYMECH-
TOB.

CBOCBPEMEHHOCTh W TPAaBHIBHOCTh MOJITOTOBKH KJIacCU(UKATOPOB,
Tabernel u ap. TOKyMEHTOB OpTraHU3aIIHA.

CoOTBETCTBUE MOATOTOBIICHHBIX JOKYMEHTOB HOpMaM JEHCTBYIOIIETO
3aKOHOJ1aTEJILCTBA.

[IpaBunbHOCTH TPU TPUMEHEHWH KPUTHYECKOTO aHAIM3a MPaBOBBIX
AKTOB HA COOTBETCTBHE WX JICHCTBYIONIEMY 3aKOHOIATEILCTRY.

[IK 2.4. OGecrnieunBarp IpH-
eM M palHOHAIBHOE pa3Me-
IIEHHEe JOKYMEHTOB B apXHBE
(B T.4. TOKYMEHTOB IO JIHY-
HOMY COCTaBYy).

[IpaBunpHOCTH MPUMEHEHNS HOPMATHUBHO-TIPABOBBIX aKTOB NpPH IpHe-
Me IOKyMEHTOB B apXMBE.

CoOmonenne TpeOOBaHUM K PALMOHAIBHOMY Pa3MEIECHHUIO HOKYyMEH-
TOB B apXMBe.

CoOmoieHne CBOEBPEMEHHOCTH MpU O(GOPMIICHHH JOKYMEHTAUH MO
JIMYHOMY COCTaBY.

IIK 2.5. OGecnieunBaTh y4er
U COXPaHHOCTH IOKYMEHTOB B

[IpaBubHOCTH MIPUMEHEHUSI COBPEMEHHBIX METOAMK OOECTIeUeHHs CO-
XPAaHHOCTH JIOKYMEHTOB, UX KOHCEPBALUU U pecTaBpalui

apxuse.
I[IK 2.6. OpraauzoBsiBaTh | [IpaBUnbHOCTS NPUMEHEHHS] HOPMATHUBHO-TIPABOBBIX AKTOB IIPU HUC-
HCTIOJIb30BaHUE  APXUBHBIX | [OJIH30BAHMM APXUBHBIX JOKYMEHTOB B HAay4YHBIX, CIIPABOYHBIX U IpakK-

JOKyMEHTOB B  HAYYHBIX,
CIPaBOYHBIX U MPAKTHIECKUAX
LETAX.

THUYCCKHUX LICTIAX.
HpaBI/IJ'IBHOCTL noz[60pa U MOpCAOCTaBJIICHUSA apPXUBHBIX HOKYMCHTOB
JJIA UCIIOJIB30BaHM B HAYYHBIX, CIIPABOYHBIX U IIPAaKTUYCCKUX HCIIAX.
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Konbl npoBepsieMbIx

o [Toka3aTenu oLleHKH pe3yibTaTa Ouenka
KOMIIETEHIIUHI
I[IK 2.7. OcywmectBisate op- | [IpaBunbHOCT, NPUMEHEHHS HOPMATHUBHO-IIPABOBBIX AKTOB IPHU OCY-
raHU3aIMOHHO- LIECTBJIEHUH KOHTPOJIA 3a paboToil apXuBa opraHu3aluu.

METOANYECKOe PYKOBOACTBO | CBOEBPEMEHHOCTH W NPABWILHOCTH NPUMEHEHHS METOOUK U (HopM
U KOHTPOJb 3a pabOTOH ap- | KOHTpOJA 3a padoTOW apXuBa OpraHU3allMM W 32 OpraHu3aluei JOKy-
XMBa OpraHW3allud U 3a Op- | MEHTOB B J€JIONIPOM3BO/CTBE.

ragm3anued JOKyMeHTOB B | CBOEBPEMEHHOCTh KOHTPOJS CPOKOB HCITOJHEHHS HOPMATHBHBIX JO-
JIEJIOPOU3BOJICTBE. KYMEHTOB.

KoHTponp NpaBUIBHOCTH CaMOCTOSTENBbHONW pa3pabOTKU IPAaBOBBIX
AKTOB OpraHHU3aIHH.

CtyaeHTbl, BBIIOJIHUBIINE BBHITYCKHYIO KBaTU(UKAIMOHHYIO pabOTy, HO MOJYYHB-
II¥ME TPHU 3aIIUTE OIEHKY «HEYIOBJICTBOPUTEIHLHOY», UMEIOT MPABO HA MOBTOPHYIO 3aIIUTY.
B sTom ciiydae sk3aMeHaIMOHHAss KOMHUCCHS MOKET TIPU3HATH I1€J€CO00pa3HBIM TMTOBTOP-
HYIO 3aIIUTY CTYJEHTOM TOH € BBIMTYCKHON KBaTU(DUKAITMOHHOU PabOTHI, MO0 BHIHECTH
pelIeHrne O 3aKpeIIeHUH 3a HUM HOBOTO 3aJ[aHUsI Ha BBIMYCKHYIO KBAIM(PUKAIMOHHYIO
paboTy M ONpEeAeIUTh CPOK OBTOPHOM 3alIUThI, HO HE paHEEe YEM uepes ro/l.

CTyaeHTy, TOJyYHMBIIEMY OIICHKY «HEYJAOBICTBOPUTEIIBHO» MPU 3aIIUTE BBIMYCK-
HOM KBaMM(UKAIMOHHONW padOThI, BBIJACTCS aKaJeMHUecKas CHpaBKa YCTAHOBJICHHOTO
oOpasua. AkageMuyeckas cripaBka 0OMEHUBAETCS Ha JIUIJIOM B COOTBETCTBUU C PEIICHU-
€M 9K3aMEHAIIMOHHOW KOMHUCCHH TIOCJIE€ YCIENTHON 3aIUThl CTYJACHTOM BBIITYCKHOM KBa-
IU(PUKALTMOHHON PabOTHI.

CTyAeHTy, UMEIOIIEMY OLIEHKY «OTJIMYHO» HE MEHee 4eM 10 75 MmpoleHTam JUCIH-
IUTMH y4eOHOro IIaHa, OIEHKY «XOPOIIO» MO OCTAJIbHBIM JAUCIHUIUIMHAM U MPOILIEIIIEMY
Bce ycranoBieHHbie @I'OC CIIO, BXOIAIIKUX B UTOTOBYIO TOCYJAPCTBEHHYO aTTECTALINIO,
C OILICHKOW «OTJIMYHOY» BBIAACTCS JUILIOM C OTIUIHEM.

CtyaeHT, He TIPOIIEIINA B TCUCHHUE YCTAHOBIEHHOTO CpOKa OOYUYEHHUS aTTeCTaIlu-
OHHBIC UCTIBITAHUS, BXOSIINE B COCTAB UTOTOBOM aTTECTAIlMU, OTYUCIISCTCS U3 KOJIJISIKA
U TI0JTy4YaeT aKaJIeMHUYECKYIO CIPaBKy YCTaHOBJIEHHOr0 o0Opasua.

BrITTyCKHHUKY, HE TTPOIIEIIIE UTOTOBBIC aTTECTAIIMOHHBIC UCTIBITAHUS, TOTYCKAIOT-
Cs K HAUM TOBTOPHO HE paHee CIEAYIOIIEro Mmepuojia padoThl 3K3aMEHAIIMOHHONW KOMMC-
CUU, KOTOPBIM Ha3HAYAETCs] HE paHee TPEXMECSIUHOTO U HE TTO3HEE MATUIETHETO CPOKA.

CryaeHTaMm, HE TPOXOIUBIINM UTOTOBBIX aTTCCTAIIMOHHBIX MCIBITAHHHA 1O YBaXKH-
TEIbHOU MPUYUHE, MOXKET OBbITh MPOJIJIEH CPOK 00YUEHHUS /10 CIAEAYIONIEro rnepuoaa pado-
ThI 9K3aMEHAIIMOHHON KOMUCCHUH, HO HE 0oJiee YeM Ha OJIUH T
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[Tpunoxenue 1
Havanpnuky yuebHoOM yacTu

Komnemxa YU BI'Y

(®.J1.0.)
OT CTYyJICHTa Kypca IPYIIIBI CTie-
MAAITBHOCTHU

Komnemxa UM BI'Y

(®.1.0. crynenTa)

3ASIBJIEHUE
[Ipoiry pa3penuTh BBINOIHATD BHITYCKHYIO KBaTU(UKAIIMOHHYIO padOTy Ha TEMY

IToanuce

(mara)

PEHIEHUE
[Ipomry yTBEpAUTH TEMY U Ha3HAYUTh PYKOBOAUTEIEM

Havanbauk yueOHO yacTu

(mara)
B npuka3s:
YTBepauTh TeMy U pykoBoautessi. KoHCYJIbTaHTOM 1O pa3ziesiaM BhIITYCKHOM KBaJu-
(buKkaloHHON pabOThl HA3HAYUTD

Hupexrop Komnemxa UU BI'Y

(nara)
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[Tpunosxenue 2

Dopma 3A0aHUsA Ha 6bINYCKHYI0 Keaﬂuqbukauuonnylo pa60my
MHHHUCTEPCTBO OBPA30OBAHUS U HAYKU POCCUMCKOU ®EJIEPALINN
®EJEPAJIBHOE I'OCY JAPCTBEHHOE BIO/UKETHOE OBPA3OBATEJIBHOE YUPEXJIEHUE

BBICILIET'O OBPA3OBAHUS
«BAUKAJIBCKUM TOCYIAPCTBEHHbBIN YHUBEPCUTET»
YUTUHCKUU UHCTUTYT
KOJUIEK

3AZIAHHUE
Ha BBIYCKHYIO KBAIU(PUKALINOHHYIO padoTy

Crynenry
Tema BbIyCKHOM KBaTU(UKAIMOHHON PabOThI
YTBepxaeHa npukazom 1no Yutuackomy UHCTUTYTY (prmmany) @I'BOY BO «bI'Y»
Ne oT 20 .

PykoBoauTenb BITYCKHON KBATM(PUKAIIMOHHOMN padoT

(yuenas crernenp, 3Banue, 11.0.D.)

JlaTa BbIJ1a4u 3a/1aHUS 201 r.
Cpok cllauu CTyZ€HTOM 3aKOHYEHHOUN pabOThI 201 r
KAJIEHIAPHBIN IIJIAH
BBITIOJIHEHHUS BBIITYCKHOW KBAIM(PUKAIIMOHHON pabOThI
[1nan BeImOJI- dakTuyeckoe [Moamucs py-
OTalbl BBITOJIHEHUS
HCHUA BBIIIOJTHCHUEC KOBOOAUTEIISA
PykoBoaurens
(maTa, TOIHCH) (®HO0)
HUcnonuurens
(mara, mOJMKCH) (®UO)
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[Tpunoxenue 3
Oopaszey om3vlea pyKkoeooumeJisi 6bINYCKHOU K6ATUPDUKAUUOHHOU padOmbl

MUHUCTEPCTBO OBPA30BAHISA U HAVKU POCCUNCKOM ®EIEPAITAN
®EJEPAJILHOE I'OCYJIAPCTBEHHOE BIO/DKETHOE OBPA3OBATEJILHOE YUPEXKIEHUE
BBICIIIET'O OBPA3OBAHUS
«BAVIKAJIbCKUI IT'OCYIAPCTBEHHBI YHUBEPCUTET»

YUTUHCKUN UHCTUTYT
KOJUJIEJDK

OT3bIB PYKOBOJAUTEJIA
Ha BBITYCKHYIO KBaNU(UKALUOHHYIO paboTy CTyIeHTa

(®.1.0. crynenTa, HOMep TPyIIIbI)

BBIITOJIHCHHYIO IO CIICHUAJIBHOCTHU

Ha TEMY:

(moytHOE Ha3BaHME PabOTHI B COOTBETCTBHE C yTBEPIKJICHHBIM 33/laHHEM )
110 MaT€puajiamM

(Ha3BaHME OpPraHU3AIMH)
BBIHyCKHaSI KBaJ'II/I(I)I/IKaL[I/IOHHaSI pa60Ta COJACPIKHT:

CTpaHHLI, TabIull, WUTIOCTpALUi, HCTOYHUKOB JINTEPATYPBHI.
CooTBeTCTBUE CTPYKTYPHI U COAECPKAHUSA TEME U 3a/JaHUIO Ha BBITYCKHYIO KBaJTH(PHUKAIIMOHHYIO pabo-
Ty

OHGHKa PACKPBITHA TCOPETUIYCCKUX ACIICKTOB TEMBI:

O60CHOBaHHOCTh M MPAKTHYECKAsl 3HAUUMOCTh MPEUIOKEHUM U PEKOMEHJAlNN, CAeNaHHbIX B BBITYCK-
HOW KBaJIH(PHUKAIIMOHHOH padoTe:

Opranu3zaiiys padoThl CTy/IEHTa HaJ BBIMTYCKHON KBaTH(PUKAITMOHHON paboToOii (caMOCTOATEIHHOCTD, OT-
BETCTBEHHOCTh, YMEHHE OPTaHU30BaTh CBOM TPy  T.1I.):

Odopmiienne BbITYCKHOW KBaTHU(PUKAIIMOHHOM paboThI:

OO011ee 3aKII0YEHKE TI0 BBITYCKHOM KBaJIM(UKAITMOHHON paboTe:

PykxoBoauTens

(®.1.0., ZOmKHOCTD) (momuck)

JlaTta « » 201 T.
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[Tpunoxenue 4
Dopma nanpaseneHus Ha PeUeH3UI0 8bINYCKHOU K8ANUDUKAUUOHHOU

pabomut
Peuensenty

Hampagpnsito Bam Ha penieH3uio BBIMYCKHYIO KBaTU(UKAIIMOHHYI0 pabOTy CTyAEHTa

CriennanbHOCTH Komnemx YU BI'Y
Ha TEMY:
3amura paboThl COCTOUTCS «__ » 20 1.

Petnien3ust nomxHa OBITH MPEACTaBICHA B 9K3aMEHAIIMOHHYIO0 KOMUCCHUIO HE MO3/JIHEE
« » 20 1.

Havanpauk yueOHO# yacTu (1.0. dammus)
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[Tpunoxenue 5

Oopazey peuen3uu Ha 6bINYCKHYIO K6ANUDUKAUUOHHYIO padomy

Penen3usi Ha BLINYCKHYI0 KBAJIN(PUKANMOHHYIO padoTy

Brinmyckunka Komemxa Yutunckoro uucturyra ®I'bOY BO

«ballKaJIbCKUI TOCyJapCTBEHHBIA YHUBEPCUTET

(®.1.0. crynenTa)
BBITIOJIHCHHYIO I10 CIICHHAJIBHOCTH

Tema paboTsr

O6beM paboThI: CTpaHUII, COACPKUT: TaOJIUIL , WIUTFOCTpaiui , IPUIIOKEHUN

Caenenust 00 aKTyaJIbHOCTHU TEMBI:

3aK/II04YeHHE O CTCIICHH COOTBETCTBHS BBIIIOJIHCHHOMN pa6OTLI 3aJaHHIO

XapaKTepucTrKa BBINOJHEHHUS KaXKI0ro pasjiesia, CTENeHb UCIOJIb30BAaHUS BBIITYCKHUKOM MOCIE-
HUX JOCTWKCHUM HAYKU U COBPEMEHHBIX METOJO0B PabOThI (pa3pabOTKa HOBBIX BOMPOCOB, JOCTO-
BEPHOCTh, 00OCHOBAaHHOCTH BBIBOJIOB (TPEJIOKEHHUI), UCIIOIB30BAHUE JTUTEPATYPhI, IPAKTHUECKAS

3HAYUMOCTb PabOTBHL.)

HepequL TTOJIOKHUTCIBHBIX KAYECTB pa6OTI)IC

HepequL OCHOBHBIX HCEAOCTATKOB pa6OTLII

Onenka kayecTBa ohopmiIeHUs! pabOThI:

OT3bIB 0 paboTE B 11EJIOM U TIpeIaraeMasi OleHKa:

W3noxeHne no3BoJII€T CUUTATh, UTO pelieH3upyeMas padoTa:

(SaKJ'IIO‘IeHI/IC 0O COOTBECTCTBHH KBaJ’II/I(I)I/IKaHI/II/I o CHCHH&HBHOCTH)

Penienzent

(®.11.0.,10/5KHOCTB) (moAruch)

JlaTta « » 201 T.
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[Tone BepxHee 2 cM.

Obpazey mumynbHo2o 1Ucma 8bINYCKHOU Keanugukayuonnoi pavomur lpunoxenue 6

MUHUCTEPCTBO OBPA3OBAHNS 1 HAYKH POCCHUMCKOM ®EJEPALIUA
OEJIEPAJIBHOE I'OCY JAPCTBEHHOE BIOJIPKETHOE OBPA3OBATEJIBHOE YUPEXXKJIEHUE

. BBICIIEI'O OBPA3OBAHUA
«bAUKAJIbCKMU I'OCY IAPCTBEHHBIM YHUBEPCUTET»
YUTUHCKMU UHCTUTVYT
< > KOJUIEK
A
[Tone neBoe 2 cm. Tosne mpasoe 1 cu.

<+>
8 OIUHAPHBIX HHTCPBAJIOB

4 JIUITIOMHA S PABOTA

14 mpudt 2 OJMHAPHBIX HHTEPBAIA

16 mpudT
ZI{GHI/IEUIBHOCTL 46.02.01 ToxyMEHTaIIMOHHOE O00EeCIIeueHHEe YIIPABICHHUS U apXUBO-

< ¢ BCIACHUC

1 onuHapHBIA UHTEPBAJ

HOPMATHUBHO-IIPABOBAA bA3A JAEJIOITPOU3BOJCTBA
B OPTAHU3AIIMU 1 EE COBEPIIEHCTBOBAHUE

K I 3 OAWHAPHBIX UHTCPBAJIA

/ K 3ammre gomyckaro:
HauanpHuk yueOHON yacTu N.C. CrykaHoBa
(mara, moANKCH)
i 1 onuHapHBIN HHTEPBAI

KoncynbTant
HauanpHuk o011iero otaeia O.I1. UBanoBa
-é < (nara, moanKchk)
o
E ¢ 1 opuHApHBIN UHTEPBAIT
- PykoBoauTenb TuniIoOMHON paboThI
[IpenogaBarenn O.C. lIununeiga

(mara, MOAMHKCH)
i 1 opuHapHBINA UHTEPBAT

Hcnonnurens
\ Crynent rpynnsi JJOY-15-1 N.A. Auapeea
I (mara, MOAMKCH)

5 OJWHAPHBIX UHTCPBAJIOB

ITone grxuee 2

oM. 14 mpucpr { Yura, 201
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[Ipunoxenue 7
Dopma 3a:16Ku HA 8bINOJIHEHUE 6bINYCKHOU KBATUDUKAUUOHHOU PAOOM bl

3ASBKA

OpraHu3alliM Ha BHITTOJIHEHHUE BBITYCKHON KBAIM(PUKALIMOHHON pabOThI

Jlupexropy Kosnemka
Yutunckoro uacturyta ®I'OY BO «bI'Y»

(®.1.0.)

AJIMUHHCTpAIYs OpraHu3aiuu

(HauMeHOBaHUe OpraHU3AIUH)

MPOCUT MOPYUYUTH CTYACHTY(KE)

(®amumus U.0. crynenta(kn))

pa3paboTaTh BBITYCKHYIO KBATU(UKAIMOHHYIO pad0Ty Ha TEMY:

(HaMMEHOBAHKE TEMBI BBIITYCKHOM KBATH(PHUKAIIHOHHON paboThI)

(obocHOBaHHME 3asBKY Ha BBITIOTHEHHE TEMBI BBITYCKHOI KBATH(DUKAMOHHON PabOThI)

PykoBoaurens opranuzanuu (1.0. ®amunus)

(WK ceruaIucT MO0 YKOHOMUYECKUM BOIIPOCaM) (1.0. ®amunus)

[Teuats (TToamIKICH)
JlaTta
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[pudt 14, 3aronoBku oPoOpMISIOTCS C MPO-

IIUCHBIX 6YKB, MoA3aroJIOBKM CO CTPOYHBIX

1.1
1.2

2.1
2.2
2.3

[Ipunoxenue 8
Oopazey cooepricanus 6vINyCKHOU KEAAUPUKAUUOHHOU PAOOM bl

COJIEP)KAHUE

BBEJIEHHUE ...
I'OCYJJAPCTBEHHBIE ITOCOBMA, ITPEJJOCTABJISIEMBIE I'PAX-
JTAHAM, UMEIOLIIUM JIETEM. ..ot
TTOHSTHE U BUIBI TIOCOOMM . ...ttt et ettt e e e e e e e eaaans
Kareropuu nuil, UMEIOIIUX MPABO HA MOJTYYCHUE TTOCOOUS. ... vv'envnnnnn.
I[TPABOBOE PEI'YJIMPOBAHUWE HASHAYEHIS U BBITTJIATHI ITO-
COBUI I'PAXJIAHAM, UMEIOIIUM JETEW.............coee.
[TocoOue 10 OEPEMEHHOCTH M POMIAM. ... nureeennreeennneeannneeanneeannneeeanns
ExeMecsiaHOE MTOCOOHE TIO YXOAY 38 PEOCHKOM. ....uuvveenrreeennieennneeeannnns
ConpanbHas moaiepKKa ceMeil, UMEIOIUX JIeTeil B 3a0aiikalbCKOM Kpae...
BAKITHOUEHUE. ... e,
BUBJIMOTPAOUYECKHNI CITUCOK JIMTEPATYPBL........oevvee,

IHPUJIOKEHMSL. ...
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