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IEJHA U 3AJAYU KYPCOBOM PABOTHI

KypcoBas paboTta 1o AUCHUIUIMHE SIBISETCS OJAHUM M3 BUJIOB YYEOHBIX 3aHATHU U
dbopmoii KOHTpossl yueOHoM paboTel ctyaeHToB. KypcoBas pabora mo MJIK 01.01
HokymenTarmonnoe obecrneuenue ympasieaus OI'OC CIIO 6a3o0Boii MOATOTOBKH B
yacTu ['ocynapcTBeHHbIX TpeOOBaHUN K MUHUMYMY COJIEPKAHUS U YPOBHIO MOATOTOBKU
BBIITYCKHUKOB II0 CIEHHAIBHOCTH 46.02.01 JloxyMeHTaMOHHOE OOECIeYeHHUE
yopaBieHUsT U apxuBoBelneHue. KypcoBas paboTa — 3aBeplIAOIIMi 3Tal U3Y4YEHUS
y4eOHOM NMCIMIUIMHBI M BBIMOJHSAETCA Ha 1-2 Kypce OYHOrOo OTHAENEHUS U Ha 2 Kypce
3a04YHOT'O OTJEJICHHS B COOTBETCTBUH C YUEOHBIM ILIAHOM.

BrlnonHeHne cTyJeHTaMu KypcOBOW pabOThI MO3BOJISIET MPUMEHUTH MOJTYyYEHHBIE
3HAHUS U YMEHHUS NPU PEIICHUU KOMIUIEKCHOM 3ajayu, CBA3aHHOUN co cdepoil Oymymien
npodeccuoHanbHOM eI TeIbHOCTH.

LenasiMu BBINOJHEHUSA KYPCOBOW padoThI SIBISIOTCA: YIIyOJieHHe, 00oO0IIeHue,
CUCTEMATHU3alMS U 3aKPEIUICHHE MOJYYEHHBIX TEOPETHUUYECKUX 3HAHUW M MPAKTHUYECKUX
YMEHHMI 10 OJHOMY W3 pa3feioB Yy4eOHOW AUCIUILIIMHBI, MPUOOPETECHUE HABBIKOB
CaMOCTOATENIbHOM pabOThl C TEOPETHUECKHUM U TMPAKTHUYECKUM MAaTe€pUajoM, HaBBIKOB
aHAJIM3UPOBAHUS U 00O0OIIEHUS MPAKTUYECKOTO0 MaTepuasa 1o TeMe, yMEHUN TPUMEHSTh
TEOPETHUYECKUE 3HAHUA B PEIICHUU MPAKTHUYECKHUX 33/1a4, & TAK)KE Pa3BUTHE TBOPUYECKOMU
WHULMAATUBBl CTYJEHTOB, HX CaMOCTOATEIbHOCTH NIPU MOJ00pE TEOPETUYECKOIrO
Marepuana U MU3y4YeHUH TMPAKTHUYECKUX CUTyauui, (POpMHUPOBAHUE YMEHUU MPUMEHSTH
TEOPETHUYECKUE 3HAHUS MPU PEIICHUN NOCTABJICHHBIX 3a]a4, UCIOJIb30BAHMS CIIPABOYHOU
M HOPMAaTUBHOW JOKYMEHTAIlMM MO  JucuMIUiMHe. Hammcanume KypcoBoidt paOoTh
SBJISIETCSI OJJHUM M3 DTANOB MOATOTOBKU K BBIMOJHEHUIO BBITYCKHON KBaJIM(UKAIIMOHHOMN
paboTHI.

[Tpn HanucaHum KypcoBOW pabOTHI CTYACHTHI y4aTcsl aHAIU3UPOBATh, CPABHUBATH,
OIICHUBATh MPE/ICTABICHHBIE JIAHHBIE U BO3MOKHBIE BAPUAHTHI PEIICHUN MOCTaBIECHHBIX
3a/lay, CHUCTEMATU3UPOBATh MaTepuai, JellaThb BBIBOJABI, a TaKXe MPUOOPETaIoT,
BbIPa0ATHIBAIOT M 3aKPEIUISIOT HABBIKM M YMEHHS paOOThl CO CHEUUAIbHOM y4eOHOU U
CIIPABOYHOM JIMTEPATypOi, NEPUOJUYECKOM TMe€4aThio, JAejas BBIMUCKH, COCTABJISS
KOHCIIEKTBHI.

B pesynbrare BbinmonHeHus KypcoBoil padotel mo MJIK 01.01 crymeHT mosxeH
YMETh.

- PUMEHSATH HOPMATUBHBIE MTPABOBBIE AKTHI B YIIPABIECHYECKOH I€SITEIbHOCTH;

- MOJrOTaBIMBATh MPOEKTHI YIIPABICHYECKUX PEIICHUN;

- oOpabaTpiBaTh BXOMSIIME W HMCXOMSIINE JTOKYMEHTHI, CUCTEMATU3UPOBATh WX,
COCTaBJISITh HOMEHKJIATYPY JAed U GOpPMUPOBATH JOKYMEHTHI B JIeJa;

- TOTOBUTDH U MPOBOJUTH COBEIIAHUS, I€JIOBbIE BCTPEUHU, PUEMBI U MPE3ECHTAIIUN

B pesynbTate BeimomHeHus: KypcoBoii padotel mo MJIK 01.01 cTyaeHT 10KEeH 3HATH !
HOPMAaTUBHBIE TIPAaBOBBIE aKThl B  OOJIACTH  OpraHM3allMU  yIpPaBICHUYECKOMH
NEeATENbHOCTH;

OCHOBHBIE MPaBUJIa XPaHEHHUS U 3alUThI CIIY>KeOHOW HH(pOpMaLINH;

Brimonnenue kypcooii padotsl mo MJIK 01.01 cmocoOcTByeT OCBOSHHUIO 0OUIHMX
KOMITeTeH WA



OK 1.JloHumaTh CyHIHOCTh U COIMAJIbHYIO 3HAYMMOCTb CBOEH Oyayiien
npodeccuu, MposIBIATh K HEW yCTONYMBBIA HHTEPEC.

OK 2.0Opranu3oBsIBaTh COOCTBEHHYIO JIEATEIBHOCTD, BEIOUPATh TUIIOBBIE METO/IBI U
CHOCOOBI BBITIOTHEHHSI TPO(GECCHOHANBHBIX 3a7a4, OLEHUBAaTh UX JPPEKTUBHOCTH H
Ka4eCTBO.

OK 3.ITpuHuMaTh pelIeHns B CTAaHJAPTHBIX U HECTAHAAPTHBIX CUTYALUSX U HECTU
32 HUX OTBETCTBEHHOCTb.

OK 4. OcymiecTBiIATh MOUCK U UCIOJIb30BaHUE MH(MOpMAIIMKM, HEOOXOIUMOMN s
(¢ (PEeKTUBHOTO  BBIMOJHEHUS MPO(ECCUOHANBHBIX 3ajady, MNPO(PEeCCHOHANBHOTO U
JIMYHOCTHOTO Pa3BUTHSL.

OK 5. MHcnonw3oBarh HMHPOPMALMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTMH B
npodeccuoHanbHOM eI TeIbHOCTH.

OK 6.PaGoTaTth B KOJIJIEKTUBE U B KOMaHJE, 3(PPEKTUBHO OOIIATHCSA C KOJUJIETaMH,
PYKOBOJCTBOM, IOTPEOUTEISIMHU.

OK 7. bparb Ha ce0d OTBETCTBEHHOCTh 3a pabOTy WIEHOB KOMAaH/IbI
(MOTYMHEHHBIX), PE3YJIbTAT BBIIIOJHEHUS 33 IaHUN

OK 8. CamocTosATenbHO ONpenessaTh 3aJa4l NPOPECCUOHAIBHOIO U JIMYHOCTHOIO
pa3BUTHS, 3aHUMATbCAd CaMOOOpPA30BAHMEM, OCO3HAHHO IUIAHMPOBATh MOBBIIICHHUE
KBaJgu(DUKaLHH.

OK 9. OpueHTUpOBaTbCS B  YCIOBHSIX  YacTOM  CMEHBl  TEXHOJIOTHI
B IPO(eCCUOHATIBHOM 1A TEIBHOCTH.

BoimonHenne  KypcoBoM — paboThl N0 Yy CIIOCOOCTBYET  OCBOCHHUIO
NpogeCCHOHAJIBHBIX  KOMIIETCHUMI,  COOTBETCTBYIOIIMX  OCHOBHBIM  BHJaM
poheCCHOHAIBHON JIEITSIIbHOCTH

[1IK 1.1 KoopaunupoBaTe paboTy opraHuzanuul (MpUEeMHONW PYKOBOAMTEIS), BECTH
IIPUEM ITOCETUTENIEH.

I[IK 1.2. OcymiectBiars paboTy IO TOATOTOBKE M TMPOBEIACHHUIO COBCIIAHUH,
JIEJIOBBIX BCTPEY, IPUEMOB U NMPE3CHTALHMI

[IK 1.3 OcymiecTBiATh MOATOTOBKY AENOBBIX IMOE3I0K PYKOBOIWUTENS U APYTUX
COTPYIHHMKOB OpTraHU3ALIMH.

[1K 1.4 OpranuzoBsiBaTh pabouee MECTO CEKpeTapsi U PyKOBOIAUTES.

[IK 1.5 OdopMisiTe U perucTpupoBaTh OPraHU3ALUOHHO-PACIIOPSIUTEIbHBIE
JOKYMEHTBI, KOHTPOJIUPOBATH CPOKU UX UCTIOJTHEHUS.

[1IK 1.6 ObpabaTeiBaTh BXOASIINE U UCXOMISIINE JOKYMEHTHI, CHCTEMATH3UPOBATh
UX, COCTaBIIATh HOMEHKJIATypy 1€l U (POpMUPOBATh TOKYMEHTHI B Jieja

[IK 1.7 CamocrostenpbHO paboTaTh €  JOKYMEHTAMH, COJEPKAIIUMH
KOH(UICHIMATBHYIO HH(POPMAIIHIO, B TOM YUCJE ¢ JOKYMEHTaMH 110 JIMYHOMY COCTaBY.

[IK 1.8 OcymectBiarh TenepoHHOE OOCTYKHWBaHHWE, MPUHUMATh U TEpeaaBaTh
(bakchl

I1K 1.9 OcymiecTBasTe NOATOTOBKY JI€J K IIEPEAAY€E Ha apXUBHOE XPAHEHHE

IIK 1.10 CocrtaBisiTb ONKMCH A€, OCYILIECTBIATh MOATOTOBKY A€ K MEpeaaye B
apXuB OpraHu3aly, rOCyJapCTBEHHbIE U MYHULIUIIAJbHBIE APXUBBI.

[Ipu BBIMOJHEHUH KYpCOBOM pabOTHI CTYAECHTHl KOMIUIEKCHO MCHOJIb3YIOT 3HAHMS,
MoJly4eHHbIe Mo Apyrum aucuuruinHam 1 MJIK. [Ins opranuzanuu paboTsl CTYA€HTOB U B



LeNAX OKa3aHus IOMOIIM B HANHMCAaHUU KypCOBOH pabOThl NMPOBOIATCS TI'PyNIOBBIE
KOHCYJIbTALMU TI0 PACIHCAHUIO KOJUIEA)KA M HHAMBHAYAJbHbIC KOHCYJbTALMH IO
YCTaHOBJICHHOMY Tpa(uKy.

IHopsaok BbIOOpPa TeMBbI KypcOBOM padoThl

Kaxx1plil CTYyIEHT CaMOCTOSITENBHO JIOJDKEH BBIOpaTh TEMY KypCOBOM pabOThI,
COOTBETCTBYIOIIYIO JIMYHOMY U TIPO(hecCHOHATbHOMY MHTepecy. TeMa KypcoBOil paboThI
MOJKET OBITh MPEAIO’KEHA CTYIEHTOM MPU YCIOBUU 0OOCHOBAHMS €€ 11eJIeCO00pa3HOCTH U
COOTBETCTBUS LEJISAM U 3a/adyaM MNpOQEeCcCHOHAIbHONW MOATOTOBKM CIIELUATINCTOB WIM B
COOTBETCTBHUM CO CIIELUAIN3ALMEN CTyAeHTa U crienu(pUKor paboThl OpraHu3aluil ropoja
(xkpas).

Tema kypcoBoil pabOTBI MOXKET OBITh CBs3aHa C MPOTPAMMOM MpodeccrnoHaIbHOMI
npakTUKU. CTYZEHT MOKET MCIOJIb30BaTh MaTepHalibl, MOJ0OpaHHBIE MM Ha OCHOBE
COOCTBEHHBIX HAONIOACHUNA BO BpeMs NPOXOXKACHUS NPAKTHKU. BBIOOp TeMbl OJIKEH
OBITH 0OOCHOBAH U COIJIACOBAH C MPENOAaBaTEIIEM.

CocrasiieHue miana

[locne onpeneneHuss TeMbl CTYAEHT JOJDKEH pa3paboTarh IJIaH KypCOBOUM pabOThI
WM WUCHOJIB30BAaTh IPUMEPHBIM IUIAH, PEKOMEHIOBAHHBIM K Teme. [IpumepHblli muiaH
MOKET HCIIOJIb30BATHCA CTYACHTOM IMOJHOCTHIO MJIM C U3MEHEHHUSIMHU U JOTOJHEHUSMH,
BHECEHHBIMU CaMOCTOATENbHO. [1naH Takke, Kak U TeMa KypCOBOM pabOThI TOJKEH ObITh
YTBEPKJICH M MOANKCAH MPENoIaBaTeNIeM, MOCIE Yero U3MEHEHUs JIOMYCKAIOTCS TOJBKO
I10 COIVIACOBAHMIO C IPEMOAABATEIIEM.

MOPSI0OK OJBOPA JIUTEPATYPHI JIJIsSI BRIOJIHEHUSI KYPCOBOU
PABOTbBI

[Tocne BbIOOpa TeMbl M pa3pabOTKU IJIaHA CIEAYIOLIUM HTArlOM BbIIOJHEHHUS
KYpPCOBOM pabOTHI SBJSETCS MOAO0P JTUTEPATYPHI.

B mpouecce BbIONHEHUST pabOThl CTYAEHT MOKET HCIOJb30BaTh YU4eOHYIO,
HAayyHYI0 M METOAMYECKYI JHUTepaTtypy 1o JlOKyMEHTallMOHHOMY 0O0€CleueHUI0
YIPABJICHHUS, UCIIOJIb30BaTh MHTEPHET - pecypchl. HMcnojib3oBaHWe WHTEPHET
HCTOYHMKOB, coAep:KammMx pedeparbl, KypcoBble padoThl M T.I. He JOIMycKaercs!
bonpmiyro momouis Mpu  HamUMCaHUM KypcOBOMl pabOThl MOTYT OKa3aTh KypHaJbl
Cekperapb-pedepeHT, CEeKpeTapcKkoe Aeno, IEJONPOU3BOACTBO U AOKYMEHTOOOOPOT Ha
npeanpuatud. Heo0XxoauMo M3y4HuTh M MCHOJB30BaTh B padoTe (enepanbHble 3aKOHBI,
MHCTPYKIUU TO JEJONPOU3BOACTBY, IlepeyHsi THMOBBIX YIPABIECHUYECKUX APXUBHBIX
JOKYMEHTOB, OOpa3yIOIIMXCs B MpoIecce JeATEIbHOCTH TOCYIapCTBEHHBIX OPIaHOB,
OpraHOB MECTHOI'O CAMOYIIPAaBJIECHUS U OPraHU3aLNN.

[Ipu pabGoTe c nuTepaTypoll MOKHBI COOIONATHCS OONICTPUHATHIE TIpaBUiIA
OuOmorpaMuIeCKOro ONMMCaHUs HCTOYHHKA.

[IpakTryeckuii MaTepual COCTOMT W3 JAHHBIX, MOJYYEHHBIX KaK B pPE3yJIbTaTe
CaMOCTOSITEJIbHOTO HCCJICAOBAHUS JEATEIIbHOCTH OOBEKTa TaK M Ha OCHOBE JaHHBIX
Pa3IMYHBIX UCCIIEIOBAHUNA CUCTEM JOKYMEHTALUU MPEIITPUATHS.

CTPYKTYPA U COJIEP’KAHUE KYPCOBOU PABOThI



KypcoBasi pabora nomkHa OBITH BBINOJHEHA CTYAEHTOM camocToarenbHo. He
A0OMYyCKAaeTCsl NMepenuchbiBaHHe MaTepHuajia yyeOHMKA WJIM Y4eOHOro mocoousi WId
nepeneyarka u3 Unrepuera.

[To conmepkanuio KypcoBasi paboTa MOXKET HOCUTh pedepaTHUBHBIN, MPAKTUIECCKHI
WM OIBITHO — DKCIIEPUMEHTAIBHBIN XapakTep, B 3aBUCUMOCTH OT BBIOPAHHOW TEMBI,
YPOBHSI KOMIIETEHTHOCTH U WHIUBUTyJIbHBIX CIIOCOOHOCTEN CTYICHTOB.

[To cTpykType KypcoBas paboTa pehepaTUBHOTO XapaKTepa COCTOUT U3:

- BBEJICHHUS, B KOTOPOM pAaCKpbIBA€TCAd AaKTyaJIbHOCTh U 3HAYEHUE TEMBI,
(bopMyIMpOBKa €€ 1IeNIH;
- TEOPETUYECKOM 4YacTH, B KOTOpPOWM JaHbl HCTOPHUS  BOMPOCA, YPOBEHb
pa3paboOTaHHOCTH MPOOJIEMBI B TEOPUM U TMPAKTUKE IOCPEICTBOM CPABHUTEIBHOTO
aHaJli3a JUTepaTyphl;
- 3aKJIIOUEHUSI, B KOTOPOM COJAEPXKATCs BBIBOJBI M PEKOMEHIAIMU OTHOCUTEIIBHO
BO3MOYKHOCTEH MCTOIB30BAHMS PE3YyIbTATOB PadOTHI;
- OoubmuorpaduyecKuii CIUCOK JTUTEPATYPHI;
— MPUIOKEHUS.
[To cTpykType KypcoBasi paboTa MPaKTUYECKOTO XapaKkTepa COCTOUT H3:

— BBEACHHSA, B KOTOPOM pAaCKpBIBACTCS aKTyadbHOCTh W 3HAYUMOCTh TEMBI,
(dhopMyIHpoOBKa €€ LIeNU U 3a/1ay;

— OCHOBHOM YacCTH, KOTOPasi MOKET COCTOSITh U3 JABYX Pa3JIeiiOB:

— B IIEPBOM pPa3jieiie COAEPHKATCs TEOPETUUECKUE OCHOBBI pa3padaThIBAEMOMN TEMBbI

— BO BTOpPOM pazjelie H3JaracTcsl MpakTUYecKas YacTh, KOTOpas MpelCcTaBicHA
pacuetamu rpadukamu, TabIUIIAMH, CXeMaMU U T.1.;

— 3aKIIIOYEHUs, B KOTOPOM COJEPKATCA BBIBOJABI M PEKOMEHIAIIMH OTHOCHTEIHHO
BO3MOKHOCTEH MPAaKTHUYECKOTO MPUMEHEHHSI MAaTepUaioB pabOThI;

— Oubnuorpaduueckuii CHUCOK JIUTEPATYPHI;

—  TIPUJIOXKECHUS.

[To cTpykType KypcoBas paboTa OMBITHO-IKCIEPUMEHTAIBHOTO XapaKkTepa COCTOUT
u3:

- BBEJICHUS, B KOTOPOM PaCKPBIBACTCS aKTYaJIbHOCTh U 3HAUYCHUE TEMBI, OTIPEJICIICHNE
I[EJIU ¥ 337124 SKCTIEPUMEHTA;

- OCHOBHOM 4acTH, KOTOPasi COCTOUT, KaK MPaBUJIO, U3 JIBYX Pa3/IeioB:

- B MIEPBOM pasfielie COAepkKaTcs TEOPETUYECKHE OCHOBBI pa3padaThiBaeMOU TEMBI,
JaHbl UICTOPHSI BOIIPOCA, YPOBEHD €r0 Pa3pabOTaHHOCTH B TEOPUH U TIPAKTHUKE,

- BO BTOPOM pasfielie MpeAcTaBlieHa MPaKTHYeCKas 4acTh, B KOTOPOW COMEPIKUTCS
TJIaH TPOBEICHUS SKCTIEPUMEHTA, XapaKTePUCTHUKA METO0B dKCIIEPUMEHTAIBHON PabOTHI,
000CHOBaHUE BHIOPAHHOTO METO]1a, OCHOBHBIE ITAIbl SKCIIEPUMEHTA, 00pabOTKa 1 aHAIH3
PE3YIBTATOB OIMBITHO-IKCTIEPUMEHTAIILHON pabOThI;

- 3aKJTIOYCHUSI, B KOTOPOM COJIEP>KATCsl BBIBOABI U PEKOMEHIAIIMA O BO3MOXKHOCTH
WCTIOJIb30BaHUs TIOMyUYEHHBIX PE3yIbTaTOB;

- Oounbnuorpaduyeckuii CIUCOK JIMTEPaTyphl;

— MPUIOKEHUS.



PedepatuBnas  (Teoperwueckas) KypcoBas paboTa  JOJDKHA  COJIEpXKaTh
AHATTMTHYECKUI 0030p JTUTEPATYPHI IO TEME, BKIIIOUAs CTAaThH B HAYYHO-TCOPETUICCKUX U
HAyYHO - MPAKTUYECKUX KypHAJIaX, COOPHUKAX HAYIHBIX TPYIAOB, MOHOTpadusix 1 ap.

[IpakTtrueckass KypcoBas paboTa MOXET COCTOSATh W3 0030pa JUTEPATypPHI
ONUCATEIBHOIO XapaKTepa M IMPAKTUYECKOM YacTH. B mpakTMyeckol 4acTh CTYIEHT
MIPUBOJNT PE3YyJIbTaThl MCCICIOBAHUMN, TPOBEICHHBIX CAMOCTOSTEIHLHO METOJAaMu cOopa
HEeoOXoauMolW HWH(POPMAIMA B TOPTOBBIX OPTraHU3AIUSAX W TMPOBEACHUS Pa3TUIHBIX
OMPOCOB.

CryneHt pa3pabarbiBaeT 1 0OpMIISIET KypCOBYIO pabOTy (MPOEKT) B COOTBETCTBUU
¢ tpeboBanusmu ECT/] u ECK/I.

KypcoBasi pabota 10mKHa UMETh YETKYI0 BHYTPEHHIOI CTPYKTYpPY U IPABUIBHOE
odopmIIeHHE.

CTpykTypa KypcoBOi padoThI:

TUTYBHBIN JIUCT.

Conepxanue

Bsenenune

OcHOBHas 4acTh

3aKIIIOueHUE

bubnuorpaduyeckuii CIUCOK TUTEPATYPHI

No kR whNE

[IpunoxeHus.

Tumynonstit 1ucm — opopmisiercst o ycranoBiieHHoMY oopasity (IIpunoxenue 1).

[lepeHoC c/I0B HA TUTYJLHOM JIUCTE HE JonmyckaeTcs. Touka B KOHLE MPEAJIOKEHUN
HE CTaBUTCH.

Cooeporcanue/llnan padbomost — BKIIOYAET BONPOCHl TEMBI B BUJIE 3ar0JIOBKOB, IJIaB
win naparpadoB, HAMMEHOBAHHE BCEX Pa3JeiOB U MOAPA3/AEIOB, 3aKIOYEHUE, CIUCOK
WCIIOJIb30BAaHHOM JINTEPATYphl, HAUMEHOBAHUE MPUJIOKEHUI C yKa3aHUEM CTPaHHUII, C
KOTOPBIX HAUMHAIOTCS 3TU JIEMEHTHI KypcoBoil pabotsl [Ipunoxenue 2.

BBenenune — packpbiBaeTcsl akTyalbHOCTh M 3HAUYEHUE TEMbI, A€TCsS 0OOCHOBAHHE
BbIOOpa, (POpPMYNUPYIOTCS IIeM U 3aaadd paboThl. Bo BBeeHMM HEOOXOIMMO KPATKO
0003HAYUTh METO/IbI UCCIEAOBAHMS COIMATBHO- YKOHOMUYECKUX SBJIICHUN U MPOIIECCOB B
TOProBJjI€, KOTOPbIE MPEANoaraeTcsi MPUMEHSITh MPU BBHIMOTHEHUH KypcoBOil padoThl. K
YUCITY TAKUX METOJ0B MOKHO OTHECTH:
aHaJIN3 HAyYHOU M y4eOHOU JTUTEPATYPhL;

CUCTEMHBIN aHAJIM3 U CUHTE3;
CPaBHUTEIIbHBIN aHAJIN3;
aHaJu3 MoKasaTeseu, SIBISIOMMNXCS IPEAMETOM UCCIeA0BaHu (yKa3aTh, KAKMX UMEHHO).

Bo BBeneHHM MOXKET OBITh OTpaKeHA MPaKTHYECKas 3HAYMMOCTh PabOThI, KOTOPas
COCTOUT, TMpEeXAEC BCEro, B TOM, YTO pE3yJAbTaThl HCCICAOBAHUS MOTYT OBITh
PEKOMEHJIOBaHbl K MCIOJb30BAHUI0 WX B OpraHu3aluud BbIPAaOOTKE €ro IEHOBOM,
ACCOPTUMEHTHOM, (PMHAHCOBOM U COLMATILHOUN MOJUTHKHU.

OcHosHasn uacmp — ITOCBAIICHA U3JI0OKCHUIO TCMBIL.
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B ocHOBHOW wdacTm KypcoBOil pPaOOTBI pedepaTHBHOTO XapakTepa TITyOOKO
M3Yy4aeTCcsl TEOpEeTUYECKas M aHaIuTHYeckas Oa3a 1Mo W30paHHOW TeMe;, MPUBOIUTCS
HUCTOpUST BOIPOCA, YPOBEHb pa3paOOTAHHOCTH TPOOJEMBI B TEOPUHM U TPAKTUKE
IIOCPEACTBOM CPAaBHUTEJIBHOTO aHAINW3a JINTEpATyphl. M3mokeHne marepuana JOJDKHO
OBITh YETKWM, TOCIEAOBATEIBHBIM, JTOCTATOYHO IMOJIHBIM. JIJIT ATOTO CTYACHT IOJDKEH
CAMOCTOSAITEIbHO HAWTU U TITyOOKO M3YYHTh OTHOCSIIYIOCS K TeMe y4yeOHYI0, HAyYHYIO,
CIIPAaBOYHYIO JIUTEPATYPy U NEPUOANYECKYIO ME€YaTh, CTAThU B ra3eTax M KypHajax.

B ocHOBHOI uYacTH KypcoBOil paOOTHI MPAKTUYECKOTO WM SKCIEPUMEHTAIBLHOTO
XapakTepa MPOU3BOAUTCS JIeJIEHHE COOPAHHOTO MaTepHralla Ha JBa pa3zela:

B nepBoM paszzene copepixaTcss TEOPETUUECKHE OCHOBBI pa3pabaThlBa€MON TEMBI,
Ipy HEOOXOAUMOCTH JaeTcsi 0O0OCHOBAaHUE MPOBEIEHHUS AKCIEPUMEHTAIBHBIX PaboT; B
IIEPBOM TJIaBE PACKPBIBAKOTCS TEOPETUYECKHE OCHOBBI M3Y4aeMOU TEMBI BO B3aUMOCBSI3HU C
COBPEMEHHBIMU IPOOJIEMaMHU TOPIOBJIM B YCJIOBHUSX PBIHOYHBIX OTHOUIEHHH. B rmase
OCBEIIAKOTCA KOHKPETHbIE TIIOHATHA W  ONPENEICHUS, PpacKpbIBaeTcs CYIIHOCTb
DKOHOMHUYECKMX KaTEropui, HUX 3HA4YEHHE B OTPACICBOM BOCIPOU3BOJCTBEHHOM
IIpolLecce, AHAIU3UPYIOTCS CYIIECTBYIOIINE TEOPETUUECKNE MOAXO0AbI U METObI PELICHUS
MIOCTABJICHHBIX MpPOOJIEM, pPacCMaTPUBAIOTCS JUCKYCCHOHHBIE BOIPOCHI Ha OCHOBE
U3Y4YEHUsl TPYAOB OTEUECTBEHHBIX M 3apyOeKHBIX aBTOPOB M (opmMupyercs No3uLus
aBTOpa KypcoBOW pabOThI 110 HanbOoJee BaKHBIM TEOPETUUECKUM aCIEKTaM HCCIEAyeMOM
TEMBI.

Btopoii pa3gen HOCUT aHaTUTUYECKUM (MPaKTUYECKHUI) XapakTep, U B HEM
M3JIaraloTcs CyUIECTBYIOUIME METO/Abl WCCIEAOBAHUS IMPOLIECCOB M SIBICHUM, MPHUCYIINX
BHEIIIHEW U BHYTPEHHEH cpejie U3yd4aeMbIX OOBEKTOB.

3aKiroueHrue KypcoBOW paboOThl JOHKHO OTpa)kaTh KPAaTKUW HUTOT MPOBEIECHHOTO
TEMAaTHYECKOIO0 HCCJIENOBAHMS W BKJIIOYATh OCHOBHBIE BBIBOJBI, NPEIJIOKEHHUS U
pekoMeHanuu. B 3TOM paznene ciaeayer pacKpbeIThb IPAKTUYECKOE 3HAYEHUE W
KOHKPETHOCTh BBIIBUHYTBIX PEKOMEHJAINi, KOTOpbIE JOJDKHBI OBITh JIOTUYECKH
B3aMMOCBS3aHbl C COJEpKaHUEM U MH(POPMAILIMOHHBIMU JaHHBIMU MPEIIIECTBYIOIUX 1B
KypcoBoii paboThl. Bce o61mme monoxeHust 1 GopMyITHPOBKH, HE UMEIOIINE KOHKPETHOTO
XapakTepa, JOJKHbI ObITh UCKITIOUEHBI.

3aKIrouuTeNnbHas YacTh KypcOBOW pabOThl JOJKHA OBITh JAOCTATOYHO KPATKOW M
THIATENBHO OTpeaaKTHUpOBaHHON. OOHMi 00BEM 3aKIIOYCHHS TOJDKEH COCTAaBIATH 1-2
CTpAHHMII.

Bubnuozpaguueckuii cnucox numepamypsl COACPKUT BCE UCTOUYHUKH, KOTOPbIE
CTYJIEHT HCIIOJb30BaJ B IMPOLECCE BHIMOJHEHHUS] KypCOBOW padOThI, MPU ITOM JIOJKHBI
OBITH COOJTIOJICHBI OOIICTIPUHSTHIE TTpaBUiia OMOIHMOTrpadUUIECKOTO ONMMCAHKUS UCTOYHUKOB.

Ilpunoscenusa ¥ KypcoBOW paboTe BKJIIOYAIOT MaTepHaibl, CBA3aHHBIE C
BBITIOJTHEHHEM KYPCOBOM pabOThI, HO, KOTOPBIE IO KAKUM-JINOO MPUYKMHAM HE BKIIOYCHBI B
OCHOBHYIO 4acTh (CXeMbl, TaOIUIbl, (POTOCHUMKH, TUIAKAThI, MJUTFOCTPALIUH U T.I1.).

OOsi3aTeNIbHBIM NP HAllMCAaHUU KYpPCOBOW palOThI  SIBIAETCA BBINOJIHEHHE
MYJIBTUMEIUMHON IPE3CHTALNH.



[To xomy HamuicaHus KypcOBOH paOOTBI AOIMYCKAETCS BBIMOJIHEHHE CTYACHTOM
KaKoTO-JTM00 TBOPYECKOTO 3aJaHMs: ChbeMKa BHACO(HMIbEMa, M3TOTOBICHHUE AIBOOMOB C
doTtorpadusMu, cxeM, pUCYHKOB, MYJIbTHMEIUHHBIX HATJISTHBIX TOCOOHIA.

TPEBOBAHUS K O®OPMJIEHUIO KYPCOBOM PABOThHI

O61mue TpedoBaHMs

KypcoBas pabora odopmisiercs B coorBerctBuu ¢ TpeboBanusimu ECT/] u ECK]]
Ha Juctax ¢opmata A4 (210x 297 mM), Ha OJTHOM CTOPOHE JIMCTA, KOTOPHIE JIOKHBI OBIThH
COpOIIIOpOBaHBl B CJEAYIOMICH IMOCIEOBATEIbHOCTH: TUTYJbHBIM JIMCT, COJIEpKaHUE
(maH), BBeIeHHE, OCHOBHOE COJIepKaHue (TEKCT) KypCOBOM pabOThI, MPHIIOKECHHUS.

OO0mumii 00beM KypcoBOW pabOThI AOJKEH COCTaBJISATh 2530 cTpaHull Ne4aTHOTO
TEKCTa, HE CUUTAs PUIIOKEHUH.

Texkct paboThl TOMKEH OBITH OTHEYATaH yepe3 moJyitopa uHrepBana (1,5 crpokn),
mpudTom Times New Roman, pazmepom 14. LIBet mprdTa 101KEH ObITh YEPHBIM.

TexcT crnenyer nedarats, cOOII01as CEyIOMIME pa3Mepbl NoJieil: BepxHee — 20 MM,
HukHee — 20 mm, neBoe — 20 mM mipaBoe —10 Mm. PaMK1 Ha NOJISIX HE BBIMOJIHSAOTCA.

A03a11; BIpaBHUBaHUE — 10 IIUPUHE; MepBas CTpoKa-oTcTyn — 1,25; moymkeH ObITh
BBICTABJICH aBTOMAaTHUYECKH (HE JOIyCKaeTcs JienaTh ab3alHblii OTCTYI MpoleiamMu Wiv
TalyJnsanuei) uaTepBan nepen u nocie adzanma — 0 myHkrtoB. DyHKIMS TEpeHOCA CIIOB
«aBTO» BBICTaBJISIETCSl 003aTEIBHHO.

W3noxxeHne  OCHOBHOTO  TEKCTa  KypCOBOM  paboOThl  JOJKHO  OBITH
MOCJIEIOBATEIbHBIM, JOTUYHBIM, YeTKUM. Oco00€ BHUMAHUE JOJIKHO OBITh 0OpAaIlEeHO Ha
opdorpaduto, cunHtakcuc. HemomycTuMoO MeXaHUYECKOE MEpPENUChIBAaHUE LEIUKOM
a03aiieB, CTpaHull, TabauIl 0€3 CChUIKM Ha UCTOYHUKH (IIUTaTa OEpeTcsl B KaBBIUKU WM B
KBaJPAaTHbIX CKOOKaxX YKa3bIBaeTCs HOMEpP HWCTOYHHMKA 110 CIUCKY JIUTEPATYphl).
CokpamieHue CcJIOB B TEKCT€ HE JIOMYCKAeTcs, 3a MCKIIOYEHUEM COKpAIleHHH,
ycranoBieHHbIX ['OCTomM.

Texcr KypcoBoi pabOTHI JOJMKEH HWMETh CIUIONIHYIO HYMEpAIMI0 CTpaHUIIL.
Crtpanulisl cieayer HyMepoBaTh apabCckumu 1udpamu, cooroaasi CKBO3HYI0 HyMEPAIUIO
o BCEMy TEKCTy paboTel. HoMep cTpaHMIlbl IPOCTABIsAETCS B IEHTPEe HUKHEH 4acTH
Jucrta 0e3 ToukHu. TUTYIBHBIN JUCT BKIIIOYAETCS B OOIIYI0 HyMEpaIuio CTPaHuIl paboThI,
HO HOMEp Ha HEM HE MPOCTABJISAETCS.

[Tpunoxenuss odOpMISIIOTCS Kak  MPOAOHKEHHE  KypcoBOWM  pabOThl  Ha
MOCJIETYIONTUX JMCTaX, HO OOl 00heM KypCOBOW pabOThl OHO HE BXOIUT. B Tekcrte
KypCOBOM pabOThI Ha BCE MPUIIOKEHHUSI IOJKHBI ObITh JaHbl CCHUIKH.

Kaxxnoe npusioxkeHue cienyeT HauuHATh ¢ HOBOM CTpaHUIbl C YKa3aHUEM HaBEpXY
cinpaBa cioBa «[Ipunoxenue» u ero Homepa. [IpunoxkeHust TOMKHBI UMETh 3aroJIOBOK,
KOTOpPBIM 3alUCBHIBAETCS CUMMETPUYHO OTHOCUTEIBHO TEKCTa C MPONUCHOM OYyKBbI
OTIEIIBHOM CTPOKOM.

B koHme pa®oTel HEOOXOIMMO OCTaBUTh |—2YUCTBIX JUCTa MJI PELEH3UU
MpenoaaBaTels.
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3aro10BKHU M MOA3aroJIOBKH

3aroJioBKM pasliesioB JOJDKHBI ObIThb Kpartkumu, numytes [IPOITMCHBIMUA
OykBamMu 0Oe3 TOYKHM B KOHIIE. TEKCT 3arojoBKa redataeTcss rapautypoi Times New
Roman, kerns — 14 nr., HauepTaHue OOBIYHOE, MEXKAYCTPOUHBIN MHTEPBal OJAMHAPHBIN,
UHTEpBaN mepen — 6 nOT., uHTEepBai nociie — 6 OT., ad3alHblid OTCTYN (OTCTYN MHEPBOU
cTpoku) — 0 MM, BEIpaBHUBAHUE TIO LIEHTPY.

TexcT nmoazaronoBka nevaraercst rapautypoid Times New Roman, kerns — 14 nr.,
HayepTaHue 0OBIYHOE, MEXKIYyCTPOUHBINA MHTEPBAJ OAMHAPHBIH,

[Ipu Habope 3aroJ0BKOB HEOOXOAMMO MPUACPKUBATHCS CIETYIONINX MTPABUII:
- COXpaHsTh €AMHOOOpa3ue: 3arojioBOK (MOJ3aroJioBOK) OJHOTO MOpsiiKa MO Bcel
paboTe OJKEH HAOWUpaThCs OAHUM HIPUPTOM OJHOTO HAYEPTAHMS U pacrojiaraTbCs B
TEKCTe eMMHO00pa3Ho (KakK MpaBHIIO, IO IIEHTPY).
- 3aroJIOBOK CTapuIero nopsiaka (pasgesl Wiv IiaBa) JOJHKEH HAUYWHATHCS C HOBOM
CTpaHUIIbl, MOA3aroJioBKU (riaBa (MpU HAIMYMKM B W3JAHUM paszjierna) win mnaparpad)
OTJCJISIIOTCS OT TEKCTa MHTEpBaJIaMH (MHTEpBal nepea — 6 IT., ”HTepBaj nocie — 6 mT.);

— pacnojaraTh 3arojlOBKM Ha OJHOW CTpaHHUIE C HAYaJIOM TEKCTa, K KOTOPOMY
OHH OTHOCSITCS;

— HE UCIO0JIb30BaTh B 3ar0JIOBKAaX IIEPEHOCHI CIIOB;

— HE CTaBUTh TOUYKY B KOHIIE 3ar0JIOBKOB (OCTaJIbHbIE 3HAKH NMpENUHAHUS: !, ?,
.. HT.I.
- CTaBUTb MPU HEOOXOJUMOCTH); €CIIH 3ar0JIOBOK COCTOUT U3 JIBYX CaMOCTOSITEIbHbBIX
MPEAJIOKEHU, TO B KOHIIE MEPBOTO MPEJIOKEHUS HYKHO CTaBUTh TOYKY, a B KOHLIE
3aroJioBKa Her.

[Ipu 3aroyioBKe WM MOA3arojIOBKE, COCTOSIIIEM M3 JBYX CTPOK MHTEPBAJ MEXKIY
CTpOKaMH JO0JKEH ObITh nepen — 0., mociue — 0, MeXXCTPOUHbBINA UHTEPBaJ OAUHAPHBIN.

IIpaBuiia KOMIIBIOTEPHOT0 HA0OPA TEKCTA

PabGora mneuaTtaercs C MCHOJIb30BAaHMEM KOMIIBIOTEPAa B TEKCTOBOM DEIAKTOPE
Microsoft Word nipu coOmroaeHnu cieyomux TpeOoBaHUH.

IIpobeJni:

— UCIIOJIb3YIOTCSl OOBIYHBIE MPOOENbl U Hepa3pbiBHBIC. Hepa3phiBHBIN Mpoben
CTaBUTCA C TTIOMOIIBIO OJJTHOBPEeMEHHOTo Haxkatus Tpex kinaBuin Shift, Ctrl u npoben;

— MEX]y CIIOBaMU CIIEAyeT CTaBUTh TOJIBKO OAMH Mpo0e, 1Ba mpobena u doiee
MEXy CJI0BaMU IIpU HA0Ope HE JOMYyCKaeTCs;

— nepen 3HaKaMy MpenuHaHus MpoOesbl CTaBUTh HE HYXHO, IMOCJE 3HaKa
MpenuHaHusi — 00s13aTeIbHO;

— 3Haku HoMmepa (Ne), maparpada (§) 1 coBo «cTpaHuia» (C.) OTOMBAIOTCSA OT
uaylei 3a HuMu UQpsl Hepa3peiBHBIM pooesioM (Ctrl-Alt—npoben);

— CJIOBA, 3aKJIIOYEHHbIE B KaBBIYKM WJIM CKOOKH, HE OTHENSIIOTCS OT HHUX
npobeamu, Hanpumep: (Tadsiuma 1);

— MHOTO3HAYHbIE YHCIia pa30ouBatoTcs Ha paspsaasl: 9 876 543 (mpobenbl 31ech
HCIIOJIb3YIOTCS TOJIBKO HEPa3phIBHBIC);

- IIPOCTBIC M JICCATUUIHBIC IpoOH He oTOMBaroTCs OT mesoi yactu: 0,5; 13/4;

— 0003HaUYCHUE CTETICHU IPOOETIOM HEe OTOMBACTCS: M



— YHUCJIO OT Pa3MEPHOCTH OTOMBAETCS HEpa3phIBHBIM mpoodenom: 3 kr, 200 kBT,
a taxxke 1927 r., XIX—XX BB.;

— BCEr/1a OTOMBAIOTCA MPOOETOM MHUIMANBI OT (DaMUITUU, HO HENb3sl HAOUPaTh
B pa3HBIX CTpPOKax (paMUIMM ¥ WHUIIMAIBI, K HUM OTHOCSIIHECS (TIO3TOMY MpPOOENbl B
JAHHOM CJIy4ae HCIOJIb3YIOTCS TOJBKO HEPa3pbIBHBIC), a TAKXKE HENb3sl OTACNATH OJIUH
WHUIIAAJ OT JPYTOro;

— 3Haku npoueHTa (%) IPUMEHSIOT TOJBKO ¢ OTHOCSIIUMHUCS K HUM YHCJIaMH,
OT KOTOPBIX OHU HE OTHEISIOTCS;

— 3Haku Tpanayca (°), MuHYTHl ('), cekyHabl (") OT MOPEAbIAYIIMX YHCET He
OTIIEJISIIOTCS POOETIOM.

Heduc (-) u THpe (—), coeTMHUTEIHLHOE THPE (—):

neduc HUKOrAa HEe OTOMBAETCS MPOOETaAMU: 8Ce-MAaKu, OeHEeHCHO-KPeOUmHasl,
KOMNAKM-0UCK,

— TUpe oTOMBaeTcs mpobenamu ¢ 006enx cTopoH: « Cuacmve — 3mo Ko20a meos
nonumaromy. B cepenuHe MpeANIOKEHUs THUPE HE JOJDKHO MEPEXOIUTh Ha CIEAYIOUIYIO
CTPOKY ¥ HAaUMHATh €€, TOATOMY TIEPeI TUPE CTAaBUTCS HEPA3PBIBHBIN MPOOET;

— COCIMHUTEIILHOE THPE, WIA 3HAK «MHHYC», CTaBUTCS OOBIYHO MEXIY
uudpamu 11 0003HaAYECHHS IEPUOJA «OT ... 10» (1990-1996 rr., 8—10 KM/4, NATH—IIECTD
MUHYT) U TOXE HE OTOUBAETCA MpoOeIamu.

3ansiTasi, KABLIYKH, MAPKeEPbI:

— IIPU OTACJIICHUH JIECATUYHBIX JOJIEH OT LEJBIX YHCEN HY>KHO CTaBUTh 3aISITYIO
(0,158), a HE TOUKY;

pu Habope HEOOXOIMMO HCTIOIB30BATh TUMOTPACKUE KaBBIUKH — «»» (es104Kku). B
paboTe MOTYT HCIOJIb30BaThCsl MapKephbl TOJBKO OJHOTO BHIA, THpE (—).YpaBHEHHSI M
¢opmyJibl cieayeT BBIACIATh U3 TEKCTA B OTACIBbHYIO CTPOKY. BBIIIE M HUXKE KOXKIOU
(bopMyIIbl WM YpaBHEHUS JOJKHO OBITH OCTABJICHO HE MEHEE OJHOW CBOOOJIHON CTPOKH.
Ecnu ypaBHeHue He ymelaercs B OJIHY CTPOKY, TO OHO JOJKHO OBITh TIEPEHECEHO TOCIIe
3HaKa paBEHCTBA (=) WM MOCJE 3HAKOB IUTIOC (+), MUHYC (-), YMHOXKEHUS (X), nesieHus (),
WM JPYTHMX MaTeMaTHYECKUX 3HAKOB, NMPHWYEM 3HAK B Hadaje CICAYIOMEH CTPOKH
noBTopsitoT. [lpm mepeHoce Qopmynsl Ha 3HaKe, CHMBOJM3UPYIOIIEM OIEPAIHIO
YMHOKCHHS, TPUMEHSIOT 3HaK «X» [losicHeHMe 3HaueHWH CHMBOJIOB W YHCIIOBBIX
KO3(DPUIIMEHTOB CleyeT NPUBOAUTH HEMOCPEACTBEHHO NOJa (QOpMYyJIOH B TOW ke
MOCIIEZI0BATEILHOCTH, B KOTOPOW OHU JaHbl B (opmyne. HymepoBaTs criegyer Hanboee
Ba)KHBbIE ()OPMYJIBI, HA KOTOPhIE UMEIOTCS CCHUTKU B padote. [lopsnkoBbie HOMepa Gpopmyit
o00o03HavaroTcs apabCKUMU MUPPaMH B KPYTIIBIX CKOOKAX y MPaBOTO Kpasi CTPAHUIIBI.

[Tpumep, C=A4xB:100, 1)
[losicHeHre  CHMMBOJIOB, YHCIOBBIX  KOX(D(PHUIIMEHTOB  ClemayeT  MNPHBOJUTH
HEMOCPEJCTBEHHO ToJ (OpPMYJION B TOW TMOCIEAOBATEILHOCTH, B KaKOW OHHM JaHBl B

dhopmyne. 3HaueHUE KaXKI0T0o CUMBOJIa U KO3 (UIIMEHTA CIeAyeT J1aBaTh ¢ HOBOM CTPOKH.
[IepByto CTPOKY MOSICHEHHSI HAYMHAIOT CO CJIOBA «Te» 0€3 TBOCTOUHSI.
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dopmyssl MOTYT HaOHpaThes ¢ moMolnbpio peaakropa Microsoft Equation, mpudt
Times New Roman, Kernib — 14 nit., HauepTaHue — KypCcHB.

— NnmrocTtpanun M TadiaMubl, pPACIOJIOKEHHBIE HA OTIEIBHBIX JIMCTaX,
BKJTFOYAIOT B OOIIYI0 HyMEPAIMIO CTPAHUI] PAOOTHI.

Bce wmroctpanuu (rpaduku, AuarpaMMbl, pUCYHKH, CXEMBbI, (JOTOCHUMKHU U T.II.)
UMEHYIOTCS PUCYHKAMM.
[Ipu nx Habope HeOOXOAMMO MPUAECPKUBATHCS CIETYIOMINX PABUIL:

— TpaHUIbl PUCYHKOB HE JOJHKHBI BHIXOJUTH 32 TPAHUIIBI OCHOBHOT'O TEKCTA;
— CCBUJIKU Ha PUCYHKH B TEKCTE 00s13aTeIbHBI (pHC. 1) IpH MOBTOPHOMN CCHIIKE

(cm.puc.1);
- PUCYHKHU JOJKHBI OBITH TOMEIICHBI B TEKCTE TOCIE ab3a1eB, COAEPKAIINX CChUIKY
Ha HUX
- WM KaK MO>KHO OJIMKe K cchlIKe. JlomyckaeTcs meyath pUCyHKa He Jajiee, YeM Ha
CJIEIyIOLIEHN TOCIIE€ CChUIKU CTPaHULIE;
- €CJIM PUCYHKOB B U3/IaHUU 00JIee OJJHOT0, OHU HYMEPYIOTCS;
- BCE€ PUCYHKH JOJKHBI UMETh MOANUCH. TOUKHM B KOHIIE MTOJNUCH HE CTaBSIT;
- B PHUCYHKax, BBINOJIHEHHbIX cpeactBamu MS Office, ucnonbsyercss wmpudt
ocHoBHOro Tekcta (Times New Roman Cyr), pazmep mpudra Ha ABa—TpU IyHKTa
MEHBIIIE, 4YeM Y OCHOBHOTO TekcTa (11-12 kers).

PucyHkn HOMEpPYIOT CKBO3HOM HyMepauuel B mpejenax Bcel KypcoBOW pabOThI
apaOckumu 1mudpamu. Kaxaplii pHCYHOK JOJDKEH CONPOBOXKIATHCA —IMOANMKCHIO,
pa3MelIaloT Ha3BaHUE M0 pUCYHKOM, HapuMep:

JnpekTop

i |
1

HOpmcer R
Byxrmarep p OTaen kaapos

Puc. 1. OpranuzanuonHsast CTpyKTypa npeanpusITUs

Tabauubl 0pUMEHAIOT IS Jydllied HArjasgHOCTM U yAoOCTBa CpaBHEHUS
nokazarenei. X cnemyeTt nenarh B pekuMe TabIuIl, a He pUCOBaTh OT PYKH.
[Tpu HaGope TabyMil HEOOXOAUMO MPUICPKUBATHCS CICTYIONTUX TTPABUIL:

— I'paHUIILI TAOJIUIl HE TIOJHKHBI BBIXOAUTH 32 TPAHULIBI OCHOBHOT'O TEKCTA;

— UCIob30BaTh MpUPT ocHoBHOTO TekcTa (Times New Roman Cyr), pazmep mpudra
JOJHKEH OBITh Ha JIBa ITyHKTa MEHbIIIE, YeM Y OCHOBHOTO TekcTa (11-12 kerib);

— TaONHIIBI TOHKHBI OBITH MIOMEIIEHBI B TEKCTE MOCIe a03aleB, COIePKAIIUX CChLIKY
Ha HUX WIM KaK MOXXHO Ommke K cchuike Hampumep (T1ad:n.1), TloBTopHbIE CChUTKH Ha
TaOIUIIBI CIIEYET /1aBaTh C COKPAIIEHHBIM CIIOBOM «CMOTpPW», Hampumep: (cMm. Tadi. 2).
JlommyckaeTcs medararh TaOJIHIIBI HE Jajiee, YeM Ha CIICAYIOIICeH MOoCcie CChUTKA CTPaHUIIE;
— ecyii TabauIl B T0KJIa1e 60jaee 0HON, OHU HyMEpYIOTCS;

- nepen Tabnuiei (cmpaBa) mewataeTcsi cioBo «Tabmumna». Todka mocie Homepa
TaOIUIIBI HE CTABUTCH,



- Kaxkaass Tabiauna AODKHAa MMeETh HasBaHue. Ha3paHue Tabmuibl nedaraercs Io
HEHTPY CTPoKH. ToukKa mocie Ha3BaHUs TaOJUIbI HE CTABUTCS;

— TaOJIUIIBI TOJKHBI UMETh «IIANKy» (Ha3BaHUE CTOJIOLIOB);

- Bce Tpadbl U CTPOKU JOJDKHBI ObITh 3aMIOJTHEHBI;

— TaOJUIBI, UMEIOIINE KOJIMYECTBO CTPOK OOJbIlE, YeM MOXET MOMECTUThCA Ha
CTpaHHMIIe, MEpPEeHOCATCAs Ha Jpyryio (Aapyrue) crpanuny(sl). Ilpuy 3TOM «mamka»
MOBTOpsIETCS, a Haja Hel yka3piBaeTcs «[Ipogomkenue Tabn.» nmm «OxoH4YaHue TabI.»;

— COKpAIIEHHMs CJIOB B TAOJIMIIAaX HE JOIYCKAIOTCS;

Hampumep:
Tab6mua 2
CtpykTypa CTaHIApTOB M0 JAEJIONPOU3BOJICTBY
Crpyxrypa 'OCT P 6.30-2003 Crpykrypa 'OCT P 7.0.97-2016
1. O6nacte npUMeHeHus 1. O6nacTs NpUMeHeHus

- 2. HopmaTuBHBIE CCBUTKH

- 3. O6mue TpeboBaHUs K CO3aHUI0 JOKYMEHTA

2. CocraB PECKBU3UTOB JOKYMCHTOB 4. PeKBU3UTHI HJOKYMCHTA

3. TpebGoBanus x odopmieHHI0 pekBU3UTOB | 5. OPopmieHHe PEKBH3UTOB TOKYMEHTOB
JOKYMEHTOB

4. TpeboBaHus Kk OJ1aHKaM JOKYMEHTOB 6. biianku JOKYMEHTOB

- HpI/IJ'IO)KeHI/Ie A. Pacnonoxenne PEKBHU3UTOB Ha
TUTYJIBHOM JIMCTC JOKYMCHTA

[Tpunoxxenue A. Cxembl  pacnonoxenus | [Ipunoxxenue b. Cxembl pacmoI0KeHUs
PEKBU3UTOB PEKBU3UTOB
ITpunoxxenue b. O6pazibl 6J1aHKOB TOKYMEHTOB [Tpunoxxenue B. O6pa3iipl 0JaHKOB TOKYMEHTOB

«Ilanka» TabaUIbBl BBIPABHUBAETCS MO LUEHTPY, OCHOBHOM TEKCT B TaOJIMLIE, €CIH
naercs OoJbpIION 00beM MaTepuaja BbIDABHUBAETCS MO IIWPUHE, €CIH JaHHbIE
MIPEJICTABJICHBI B BUJIC YNCEJ WIN OTAEIBHBIX CJIOB — BBIPABHUBAHHUE 110 LIEHTPY.

Od¢opmiaenue cnucka JuTepaTypsbl
B konme pabotrel mgaercs OuOauorpaduyueckuii CIUCOK JIMATEPATYpPbl B
CHEAYIOUIEN TTOCIEA0BATENBHOCTH:

1. Koncturyuus Poccuiickon ®@enepanumu.

2. Konexcel Poccutickoit deneparum.

3. 3akoHnbl Poccuiickoit deaepanumu.

4, Vkassl [Ipe3unenta PO, nocranosinenus IlpaBurensctBa PO, HOpMaTUBHBIE aKThI
banka Poccum.

5. OcHoBHas yueOHas JIuTeparypa.

6. JononHuTENbHAS TUTEpPATYpa MO CHEHUATBHBIM BONPOCaM (CIPaBOYHUKH, CIIOBAPH,
OpOIIIOPHI).

1. ’KypHanbHblE U Ta3eTHBIE CTATHHU.

8. [TyOnukyeMble MaTepralibl KOMMEPUYECKOTo OaHKa.

9. DJIEKTPOHHBIE PECYPCHI.

B chomcke kaxaoMy JMTEpaTypHOMY HUCTOYHUKY IIPUCBAMBAETCS  HOMEP,
yKa3bIBaeTcs daMmiids aBTopa (B MMEHUTEIBHOM IMaJIeKE), 3aT€M WHUIIMAJIBI, HAa3BaHUE
KHUTH (OpouItopbl), MOBTOPHOCTh HW3JaHUS, MECTO H3JaHus (MUIIYT TOJHOCTHIO B
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UMEHUTEILHOM TaJeXe, 32 MCKIOYEHUEM Ha3BaHUU NIBYX ropoaoB — Mocksbl (M.) u
Cankr-IlerepOypra (C.-I1.), Ha3BaHMe U3AATENBCTBA, TOJ] BHIMYCKa U 00IIee KOJIMUYECTBO
CTpaHUI] HICTOYHHKA.

[To kaxxaoMy JIUTEPaTypHOMY MCTOUYHUKY M3 NMEPUOANYECKUX M3AaHUN (KypHAJIOB,
raser, COOpHUKA TPY/I0B) HEOOXOIUMO 3aMMHUCaTh (PaMUIIHIO U MHUITMAJIBI aBTOPa, Ha3BAHUE
CTaTbl, HAUMEHOBAHME W3JIaHUsS, TOJA BBIyCKa, HOMEpP W3JIaHUs, CTPAHUIBl Hadajla |
OKOHYaHMS CTaThH.

Jlanee mpuBeneHbl MpUMEpPbl OMOIUOTrpaUyECcKOro OMMCAHMS PA3IUYHBIX BUIOB
JUTEPATYPHBIX UCTOUYHUKOB

Onucanue 3aKOHO0AMeNbHbIX aKmMos

['paxxnanckuii kogekc Poccuiickoit ®enepauun (wactu 1 u 2). dexpepanibHbie

3akoHbI 0T 30.11.94 Ne 51-@3, ot 26.01.96 Ne 14-®3 (¢ usm. u gon.) — M.: SKCMO,

2018. - 672 c.

OnucaHue KHU2U C YKA3AHUEM ABMOPO8
1.Ky3unenosa, 1. B. JlokymeHTanimoHHOe obOecriedeHre ymnpaBjieHus : yuyeOHoe mocobue
mist CIIO / W. B. KysuwenoBa, I'. A. Xauarpsun. — 2-e¢ uszn. — Caparos
[Tpodhob6pazoBanme, Ait ITu Op Menua, 2019. — 166 c.
2.CyneiimanoBa ['.B. IlpaBo comumanpHOro obecrnedeHus: y4eOHHK najisi OakajaaBpoB /
I'.B.CyneiimanoBa.-2-e u3f., nepepad. u gomn. —M.:MznarensctBo FOpaiit, 2018.-574c.

Onucanue HcypHaIbHOU cmamobu

Acrenuna B. B., bongapuyk I1. K. Ouenka nenoBoii penyrauuu 6anka // [lensru u
kpenut. — 2017, - Ne 12. — C.16-23.

Bubnuoepaguueckue ccolnku Ha s1eKMpoHHbIE PECYPCbl

OObekTaMu  CcOCTaBleHUs OUOIMOTpapUUYECKON  CCHUIKM  TakXKe  SBISIOTCS
ANEKTPOHHBIE pecypchbl. CCBUIKM COCTaBISIOT KaK Ha AJIEKTPOHHBIE PECypChbl B IIEJIOM
(271eKTpOHHBIE JOKYMEHTBI, 0a3bl JAHHBIX, IOPTAJIbI, CAUTHI, BEO-CTpaHUIIbl, OPYMBI U T.
1.), TAK 1 Ha COCTAaBHbIE YACTH AJIEKTPOHHBIX PECYpCOB (pa3fesibl U YacTH JIEKTPOHHBIX
JOKYMEHTOB, MOPTAJIOB, CATOB, BEO-CTpaHULl, MyOIMKALUNA B 3JIEKTPOHHBIX CEpUATbHBIX
M3IaHUsAX, COOOIIEeHNs Ha OpyMax U T. I1.).

JInst DIEKTPOHHBIX PECYPCOB YNAJEHHOTO JOCTyINa MPUBOAAT MPUMEYAHUE O
pexuMe J0CTyna, B KOTOPOM JOMYyCKaeTcsi BMecTO cioB «Pexum pmoctyma» (MU UX
HKBHUBAJICHTA Ha JAPYTOM SI3bIKE) MCIOJIb30BaTh JJIsi 0003HAUYEHHUs AJIEKTPOHHOTO ajpeca
ao6opesuarypy «URL» (Uniform Resource Locator — yHubUIIMpOBaHHBIN yKa3aTelb
pecypca).

[Tepeuenp UCOIB30BaHHBIX BEO-CaTOB 0(OPMIISIETCS B CIEAYIOLIEM TOPSAKE:

Ha3Banue craThbu, aBTOp, HMCTOYHUK (RJIEKTPOHHAs BepCUs Ta3eThl, KypHala,
HOPMAaTHUBHO - IPABOBOT'O aKTa, KaHalla TeJIEBUEHUS U T.I1.), CChLJIKA Ha BEO-CaMT.

Humepnem-ucmounuxu
1.0 3amute npaB notpeduteneit: MenepanbHblil 3aKkoH OT 7 deBp. 1992 1. Ne 2300-1 (c
U3M. | JI011.) [ DnekrponHsii pecype |. - URL: http: // www.garant.ru
2.0 3anute KoHKypeHuuu: ®enepanbHblii 3akoH oT 26 utonst 2006 1. Ne 135-03 (¢ uzm.u
no11.) [DnexkrponHslit pecype |. - URL: http: // www.garant.ru



TPEBOBAHUS K O®OPMJIEHUIO MYJIbTUMEJJUMHBIX
MPE3EHTALIUNA

Mynomumeoutinas npezenmayusi — 3TO TMPOTpaMma, KOTOpas MOXKET COJACpPKaTh
TEKCTOBBIC MarTepuaibl, (ororpaduu, PUCYHKH, CIANA-NIOY, 3BYKOBOE OQopMicHUE U
JTUKTOPCKOE COMPOBOKICHNE, BUACOPPArMEHTHI M aHUMAITUIO, TPEXMEPHYIO TpaduKy.

[Ipe3eHTanuss TO3BOJSIET TOBBICHTH YCIIEIIHOCTh BOCHPHUATHS HHPOPMAIMHA C
WCITOJIP30BAaHUEM JEMOHCTPAIIMOHHBIX CPEICTB M TOBBICUTH BEPOSATHOCTH YOEKICHUS
ayJIUTOPHH.

CTpyKTypa MaTepuaJioB B 3JIeKTPOHHOM BH]IE

1. TuTyNbHBIN ClIaii;

2. UadopmariioHHbIe Claibl.

B TuTynsHOM ciiaiiie yKa3plBaroTC:

— Tema KypcoBOH palbOThI;
— @amunus, Ums coctaBuTens.

CoOmronaiite eauHbIA CTUIL odopmileHHs. M30eraiite cTuiaed, KOTOpble OYyIyT
OTBJICKaTh OT caMoW Ipe3eHTanuu. BcemomoratenbHas wuHbopManus (ympaBisionme
KHOIIKHM ) HE JTOJDKHBI Mpeo0JiaaTh HaJl OCHOBHOM HH(pOpMaIHei (TeKCT, pUCYHOK)

Ha onHoM cnaiiie pekoOMeHIyeTcsl MCIOJb30BaTh Tpu—deThipe 1Bera (1 — 1Ber
(¢oHa, 2 — UBET 3arojioBKa, 3 — IBET OCHOBHOTO Tekcta). Jlnst ¢oHa u Tekcrta ciaija
BBIOMPANTE KOHTPACTHBIC IIBETA

OOparvuTe BHUMaHHUE HA LIBET T'MIIEPCCHUIOK (0 M MOCIIE UCIIOIb30BAHUA).

[Ipe3enTanus aomxHA coaepkaTh OT 5 U He Ooyee 15 cnaiimoB. IIpeseHrtanus c
00JBIIMM 00BEMOM CIIAlJI0B HE BOCIPUHUMAETCS CIIYIIATEIISIMH.

[IpennodTuTeIbHO TOPU3OHTAIIBHOE pacnojiokeHue uH@opmaruu. Hanbonee
Ba)kKHas MH(POpMAIIUS JOJDKHA PACIIONAraThCs B IICHTPE dKpaHa.

Hcnonb3ylte KOPOTKHE CJIOBA W MNPEMIOKEHUSA. MUHUMU3UPYUTE KOJIMYECTBO
MPEJIOTOB, HApEYHi, MpujararelbHbIX. 3arojOBKU JOJDKHBI TMPUBIIEKATh BHUMAaHUE
ayJIUTOPHH.

He crowT 3amoyiHSITH OAWH CIIAMa CHMIIKOM OOJBITUM OOBEMOM HH(MOpPMAIIHH:
JIOM MOTYT 3allOMHUTH He Oosiee Tpex (pakToB, BRIBOJIOB, omnpesenenuit. Hanbonbmas
3¢ (HEKTUBHOCTH TOCTUTAETCA TOT/A, KOT/Ia KIIFOYEBBIE MYHKTHI OTOOPAXKAIOTCS TI0 OJTHOMY
Ha Ka)KJIOM OTICIHLHOM CIIaue.

Ecnm wa cnmailime kapTWHKA, HAAMWACHh AOJDKHA pacIojiaraThCs TOJ HEH, €CIH
N300pakeHHe OOJBIIOrO0 pa3Mepa, €ro pacrojiararoT I0 IIEHTPY Cllaija W BHHU3Y
nobaBisieTcs MOJANUCH K HM300paXEHUI0, €Cli  u300pakeHHe HeOOJbIIoe, HO
MH()OPMATUBHOE €T0 PaCMoJIararoT IO JIEBOMY, JIMOO MO MpaBOMY Kparo Cllaiijia B JCIIafoT
oOTekaHue n300pakeHns TeKCTOM. B mpe3eHTanuio 100aBistoTcs 1300paxeHus, KOTOpbie
HECyT B ceO¢ MHPOPMATHBHYIO 3HAYMMOCTbD.

B TuTynpHOM M 3aBepiiaromieM cliaiiax MCIOJIb30BaTh aHUMAIMIO OOBEKTOB HE
JIOTTYCKAETCsl.

B uHpOpMaMOHHBIX claiax MOMyCKaeTCs HMCIOJIb30BAHHE aHUMAIUU OOBEKTOB
TOJIBKO B CJIy4ae, €ClId 3TO HEOOXOJUMO JJisi OTPAKEHUs W3MEHEHUH, MPOUCXOSAIIUX BO
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BPEMEHHOM MHTEpBaJie, M €CIId OYEepPEJHOCTh AaHMMAIMM OOBEKTOB COOTBETCTBYET
CTPYKType KypcoBOil paboThl. B ocCTanbHBIX cly4asx HCIOJIb30BAaHUE AHMMAIUUA HE
JOITYCKAETCS.

Hlpugpm 3aronoBKoB He MeHee 24, BbIpaBHMBAHUE MO LEHTPY. /1 OCHOBHOrO
TeKCTa pa3mep mpudTa He MeHee 18, BeipaBHUBaHUE JIMOO MO MIMPUHE, JTUOO0 TIO IIEHTPY.

MpudTe 6€3 3aceuek Jgerye YUTaTh ¢ OONMBIIOrO paccTosHusA. Henb3s cmemmBarth
pa3iryYHbIe TUIIBI MIPUGPTOB B OAHON Mpe3eHTanuu. i BeieieHus: HHPOPMAIUH CIeayeT
UCIIOJIb30BATh "KUPHBIA WIPUPT, Kypcus, NOAYECPKUBAHHE.

JluarpaMMbl TOTOBSITCSL C HCIOJB30BAHMEM MacTepa auarpaMM TaOJIWYHOTrO
npoueccopa MS Excel.

JlaHHbIE ¥ MOJNUCU HE JOJDKHBI HAKIIAJbIBATHCS JPYr Ha Jpyra U CIMBAThCS C
rpaguuecKuM peIakTOpOM IUarpaMMbl

CTpykTypHblE JOHMarpaMMbl TOTOBSTCS C T[OMOILIBIO CTAHJAPTHBIX CPEJICTB
pucoBanus nakera MS Office.

Ecniu npu QopmaTtupoBaHuM ciaiiia €cTb HEOOXOAUMOCTh MPOMOPLHOHATIBHO
YMEHBUIUTh pa3Mep AUarpamMmbl, TO pa3Mep MPU(PTOB AOHKEH OBITh YBEJIUYEH C TAKUM
pacueToM, 4YTOOBI peajbHOE OTOOpakeHue OOBEKTOB JUarpaMMbl COOTBETCTBOBAJIO
3HAYEHHUSAM, YKa3aHHBIM B TaOIuULE.

TabnuuHass WHpOpMalMs BCTaBIAETCA B Marepuaibl Kak TabJMla TEKCTOBOIO
nporieccopa MS Word munu Tabnuunoro npoueccopa MS Excel.

[Tpu BcTaBke TaOIMIIBI KaK OOBEKTA U MPOIMOPIIMOHATFHOM U3MEHEHUU €€ pa3Mepa
peanbHbI 0TOOpakaeMblil pazmep mpudTa I0DKeH ObITh HEe MeHee 18 nr. Tabmuiel u
JUarpaMMbl pa3MeNaloTCs Ha CBETIIOM WK OesioM (oHe.

Jliis obecriedeHust pazHooOpas3us clieAyeT UCIOIb30BaTh Pa3IUUHbIC BUAbI CIIANIOB:

- TEKCTOBBIE;

- coJieprKalliie TaOauIIbI;

- coJiepKaliue quarpaMmbl (pUCYHKH, OTO U T. I1.)

[Ipe3eHTanys He T0JKHA COJEPKATh clai ¢ uHpopMalen CiaeayIolero BIaa:

«Cmacu6o 3a BuuManue», «Konery, «The end», «Happy end».

llopsadox oyenku u 3auumeol Kypcogou pabomol

BrinmonHnenHas kypcoBas paboTa cAaeTcsi MpernojaBaTellilo Ha MPOBEPKY (depe3
cekperapss  y4eOHOWl  wactu).  3apeructpupoBaHHass ~ paboTa  peleH3UpyeTcs
npernojiaBarenieM. PerieH3upoBaHue KypcoBOM pabOThI MMEET CBOEH I1E€JbI0 MPOBEPKY
COOTBETCTBHUSl YCTaHOBJIEHHBIM TpeboBanusiM ['ocynapcTBeHHOro 0Opa3oBaTENIBLHOTO
CTaHAapTa W JAPYTMM HOPMATHUBHBIM JIOKYMEHTaM, TOJHOTHI pPa3paOOTKH BHIOPAHHOMN
TEMBbI, WCIIOIB30BAHUS CIEIUATBHON JIMTEPATyphbl U MATEPHAIOB MPaKkTUKU. [Ipu 3TOM
npernojaBaTesib 00paliaeT BHUMaHUE Ha CTETIEHb TBOPUECKON CaMOCTOSITEIBHOCTH aBTOpa
B OCBEUICHHHM BOIPOCOB TEMbI, yMeHHE (HOpMyIHpoBaTh M OOOCHOBBIBATH BBHIBOJIBI;
OILICHMBAIOTCSI TPAMOTHOCTD U CTHJIh M3JI0KEHHS TEKCTA; MPOBEPSETCS HATHUNE CCHIJIOK Ha
WCTIOJIb30BaHHBIC MCTOYHHUKH. He 3a4MThIBalOTCS KypcOBbIE pPabOThI, MEpenrCaHHbIe U3
y4eOHUKOB, IHTEpHET U PyTUX UCTOYHHUKOB.

PaboTa ouenuBaetcs o nATuOIBEHON cucteme. K 3aujume onyckaroTcs padoThl,
B 1I€JIOM OTBEYAIOIINE MPEABIBIIEMbIM TPEOOBAHUIM H OLIEHEHHBIC Ha «S5», «4» WU «3%.
JlaHHBIE KypCOBBIE paOOTHI BO3BPAIIAIOTCS CTYIAEHTY JUISI O3HAKOMIICHHS C pelleH3ueH, B



KOTOpPOH OTpakeHbl 3aMEYaHUsI, PEKOMEHJAIIUU C YYETOM KOTOPBIX CTYAEHT OTOBUTCS K
3amuTe padboThl.

3amuTa KypcoBoi paboThl MPOBOAUTCS MpenoaBareneM no rpaduky. [Ipu 3amute
CTYIACHT JOJDKEH KpaTKO paccka3aTb O cofepxaHuu paboThl, OCOOCHHOCTSX ee
BBITIOJTHEHHUSI (B TOM 4YHCJE€ TMPAKTUYECKOM YaCTH), OTBETUTh Ha JOMOJHHUTEIbHBIC
BONPOCHI, B TOM YHCII€ COOOIINUTh, B KaKOW Mepe YYTEeHbl 3aMEYaHHs PELEH3ECHTa U
pealin30BaHbl €T0 PEKOMEH/IANH, PEACTABUTh MYJIbTUMEUIHYIO MTPE3EHTAIIHIO.

[Ipu ompeneneHUM WUTOTOBOM OIEHKMU MpENojaBaTelb YUUTHIBAET: COJCPKAHHUE U
opopMiieHUE KYpCOBOM  paboOThl, CTENEHb TBOPYECTBA, OPraHU30BAaHHOCTH U
CaMOCTOSTENIbHOCTH CTYyJ€HTa IpPU €€ BBIIOJIHEHUH, YpPOBEHb KOMIIETEHTHOCTH TIpHU
3aImTe paboThI.

Heyooenemseopumenvno  olieHMBaeTCsi KypcoBas palOoTa, HE OTBeyarolas
YCTaHOBJICHHBIM TpeOOBaHMSIM, HAIpUMEP: HE PACKpbITa TeMa, CIelHalbHas JUTepaTypa
HE HCMOJb30BaHA, UMEIOTCA 3aMEUYaHusl MO0 CUCTEMHOCTH U CTHIIIO M3JI0KEHHS, CIUCOK
UCIIOJIb3yEeMOU JINTEpaTypbl OTCYTCTBYET HWJIM COCTaBJeH 0e3 COOJI0JAeHUsT NpaBHl
o6ubnrorpaduueckoro omucaHusi MCTOYHUKOB, OTCYTCTBYET Mpe3eHTamus u Jp. Takas
KypcoBasi paboTa NOMJIEKHUT MepepaboTKU C y4eToM TpeOOBaHU W PEKOMEHJaluuin
npenojaBareyis M  MOBTOPHOMY  MpPEACTaBICHUI0 Ha  PEUEH3HI0, BMECTE€ C
HEYJOBJIETBOPUTEILHOMN. OIleHKa 32 KypCOBYIO paOOTy BBICTABIISCTCS B 3aUETHYIO KHIXKKY
CTYJICHTA.

MNEPEYEHDb TEM KYPCOBBIX PABOT

1. Hcropust nenonpounspojictBa B PD u HanpaBieHust €ro pa3BUTHsL.

2. Opranmzarust cnyx0b1 JIOY B ycrnoBuax (QYHKIIMOHUPOBAHUS COBPEMEHHOTO
MPEANPUATHUS.

3. HopmatuBHo- MeToanueckast 6a3a JAe0npou3BOICTBA OPraHU3aAIUH.

4, JIoKyMeHT, ero ()yHKITMH U MECTO B CUCTEME YIIpaBJICHUSI.

S. Yuudukanus u crangapTuszaius J0KyMEHTOB.

6. [TonsiTne «OmaHK» MOKyMEHTa M TpeOOBaHUS, MPEIBABIICMBIE K COCTABJICHHIO
0JIaHKOB

7. ['OCT P 7.0.97-2016, ero comeprxaHue U 3HaYCHUE

8. PexkBU3HUTHI JOKYMEHTOB M UX POJIb B JOKYMEHTHPOBAHUHT

9. Cucrema opraHU3aIlMOHHO — MPABOBBIX JOKYMEHTOB

10. Cucrema pacnopsSAUTEIbHBIX JOKYMEHTOB OpTaHH3aI[IH

11. Cucrema uHGOPMAIIMOHHO- CTIPABOYHBIX JOKYMEHTOB

12. CnyxeOHOe MHCHMO, €T0 3HAUCHUE U MPaBUila COCTABICHUS

13. Beaenue kaapoBOro AEIONPOU3BOACTBA B OpraHU3aIUH

14. Cuctema NOKyMEHTAIlUU 110 CHAOKEHUIO U COBITY

15. Oprasmszanus JOKyMEHTOOOOpOTa B  OpTraHM3alldd W HAMNPABICHUS  €T0
COBEPILIEHCTBOBAHHUSI

16. Opraamsaius paboThI C BXOISIICH TOKyMEHTaIlluen

17. Opranuzanus pabOThI C UCXOAIICH TOKYMEHTaIMen

18. Opranuzanus perucTpauuu J0KyMEHTOB

19. Opranwuzanus padboThl ¢ TOKYMEHTaMHU, UMEIOIIUMHU IPUQBI OTPAaHUYEHUS JOCTyIa
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20.  Opranuzamnus padboThl ¢ 0OpallleHUsIMU TPaXKIaH
21. Opranuzanus CpaBOYHO-MH(POPMAIIMOHHON pabOThI OpraHU3aIH
22.  Opranuszaius KOHTPOJIS 33 UCMIOJHEHUEM IOKYMEHTOB.
23. HomeHkiatypa jen, ee 3HaueHUE U IPUMEHEHHE B JICIIONPOU3BOCTBE.
24.  ®opmupoBaHUE J1e] KaK TEXHOJIOTHYECKask OTepaIs AeI0NPOU3BOICTBA.
25.  Opranuzanus XpaHeHHs TOKYMEHTOB B OpraHH3aI1H.
26. DxcriepTu3a IEHHOCTH JTOKYMEHTOB B OpTaHU3aIlHH.
27. DIEKTPOHHBIN TOKYMEHT U €ro MECTO B JIIONPOU3BOJICTBE.
28.  Ponb cexperaps B opranuzanuu paboThl yUpeKICHUS.
29.9TuKa U KylIbTypa CEKPETApCKOro TpyAa.
INPUMEPHBIE IIVIAHBI KYPCOBBIX PABOT
Tema Ne 1 UcTopus nenonpounssoacrtsa B PO u HanpaBJieHUs ero pa3BUTHS
Beenenue
1.OcHoOBHBIE 3Talbl ICTOPUHU CTAHOBJICHHUS IEIONPOU3BoJIcTBA B Poccuu.
1.1 JlenonpousBoicTBO B J[peBHEPYCCKOM TOCYIapCTBE
1.2 [Ipukasnoe nenornpousBoactBo XV-XVII BB.
1.3 CucteMa KOJIEKCKOTO EIONPOU3BOICTBA
1.4. Cucrema muHucTepckoro aenonpousBojacTBa XIX - Hayana XX BB.
2. Opranm3aiiys JeI0Ipon3BOACTBA HAa COBpeMeHHOM dTarne (¢ Havana XX mo XXI BB.)
2.1 CtaHoBneHHE JIETOMPOU3BOICTBA COBETCKON IMOXH
2.2 CoBetckoe aenonpou3BoactBo 60-90-x rr.
3. CoBpeMeHHbIE TEHACHITUU Pa3BUTHUS JEIOMPOU3BOICTBA
3aKIH0YECHHE.
bubnuorpaduueckuii CMCOK TUTEPaTyphI
[Tpunoxenus
Tema Ne2 Opranmsapus ciay:xkoel JOY B yciaoBuAX (PYHKIHOHUPOBAHHMS

COBPEMEHHOT0 NMPeANPUATHS

Beenenue
1.Cnyxx06a mokymeHTanMoHHOTO obecrnieueHus ympasienus (AOY) coBpemeHHOTO
MPEANpPUATHS, €€ HA3HAUYCHHE, 3a0a41
2.ITpuMepHBbIi IepeYeHb HOPMATHUBHBIX JOKYMEHTOB, PErIaMEHTUPYIOIIUX OpTraHU3alUI0
JIOKYMEHTAIITMOHHOTO 00eCTIeYeHUs YIIpaBICHUs MPEATPUSITHS
3.0OpranuzanyoHHas CTPYKTYpa U YHCIIEHHBIN COCTAB CIIY>KObI
4. KBanupuxanmoHHbli cocTaB ciayx0bl IOY
3aKJIIOUYCHUE
bubmmorpaduueckuii CrUCOK JIUTEPATYPHI
[Tpunoxenus
Tema Ne3 HopmaruBHO- MeToanuyeckas 0a3a /1eJIONPOU3BOACTBA
OpPraHu3anuu
Beenenue
1. XapakTepucTika HOPMATHBHO- TMPaBOBOM M METOMMYECKOW 0a3bl COBPEMEHHOTO
JEIIOITPOU3BOACTBA
1.1 Ponp u 3HaUEHWE COBPEMEHHOW 3aKOHOJATEIHHOW W HOPMATHUBHO-TIPABOBOM 0asbl
s obecrieueHus mporeccos J10OY



1.2 OO6uias xapakTepucTUKa HOPMATUBHO-TIPABOBOW 0a3bl yIpaBleHUs JOKYMEHTaMU

2. Oco0eHHOCTH  pOCCHIMCKOW  HOPMATHBHO- TPAaBOBOM  0a3bl  COBPEMEHHOTO
JeJIOMPON3BOCTBA
2.1 ®enepanbHbIe 3aKOHBI, peryJupyoiue H-T1 0azy  COBPEMEHHOIO
JEeJIONPON3BOCTBA
2.2 VYxa3bl mnpesugeHta PO, perymupyioniue HOPMAaTHBHO-TIPABOBYIO 0a3zy COBpeM
JeJIOMPON3BOCTBA

2.3 Ilocranomnenus mpaButTeiabcTBa PD, perynupyromre HOpMaTUBHO-TIPABOBYIO 0azy
COBPEMEHHOTO JIeJIONPOU3BO/ICTBA
2.4 HopmaTuBHO-NpaBOBbIE aKThl BEJIOMCTBEHHBIX OPTraHOB HMCHOJHUTEIHHOW BIACTH
P®
3aKIrouYeHHE
bubnuorpaduueckuii CMCoK JIUTEpaTyphl
[Ipunoxenus
Tema Ne4 JlokymeHT, ero GyHKIUU M MeCTO B CHCTEeMe YIIPABJICHUS
BBenenue
1. 3Ha4YeHUe U CYIIHOCTh JOKYMEHTA
1.1 CraHoBlIeHHE U Pa3BUTHUE MOHATHUS «TOKYMEHT»
1.2 Tlonsatue noKyMeHTa U ero QyHKIUU
1.3 Knaccuduxamms T0KyMEeHTOB
1.3 TloHsiTHE «yIpaBICHUYECKUI JOKYMEHT» U €r0 MECTO B CHCTEME YIIpaBICHUS
2. OO611e HOpMBI U TIpaBuiIa OPOpPMIICHHS TOKYMEHTOB
3aKIroueHHe
bubnuorpaduueckuii CMCcoK IUTEpaTyphl
[Tpunoxenus
JIUTEPATYPA
denepanbHble 3aKOHbI 1 HOPMATHBHbBIE AKThI

1. Konctutymus Poccuiickoit ®enepanuu (MpUHATa BCEHAPOIHBIM TOJOCOBAHHEM
12.12.1993 ¢ u3MeHeHUsIMHU, OJOOPEHHBIMU B XOJI€ OOIIEPOCCHIICKOTO TOJIOCOBAHUS
01.07.2020) http://www.consultant.ru/document/cons_doc LAW 28399/

2. [IpumepHass  WHCTPYKLIUS IO  JEJONPOM3BOACTBY B  TOCYJAapCTBEHHBIX
opranuzanusax. (YTBepkaeHa mnpukazoM @DenepaabHOro apXMBHOIO AareHTCTBa OT
11.04.2018 Ne 44) https://www.garant.ru/products/ipo/prime/doc/71920678/

3. ['ocynapcTBeHHass cucTeMa JOKYMEHTAllMOHHOTO OOECTeueHusl yIpaBJCHHUS.
OcHoBHble  mosiokeHUs. OOmme TpeboBaHMS K  JOKYMEHTaM U cly:k0am
JIOKYMEHTAI[MOHHOTO oOecrieueHus

http://www.consultant.ru/document/cons doc LAW 94185/
4, I'OCT P HCO 15489-1-2007 Cucrema craHmapToB 1o uH(poOpMaIuy,

OMOIMOTEYHOMY M M3AATEIILCKOMY JIeTy. YTIpaBieHue fokyMmeHTaMu. Oo1mme TpedoBaHms
d. ['OCT P 7.0.8.- 2013 Cucrtema ctanaapToB 1o uHMOpMaIuu, OHOIUOTCUHOMY H
U3JIaTeIbCKOMY JieqTy. J[emonpon3BOICTBO M apXUBHOE /1e710. TepMUHBI U OTIpEACIICHUSI.

6. ['OCT P 7.0.97-2016 HanmonansHubiii ctangapt Poccuiickoii @enepanuu. Cuctema
CTaHAApTOB 10 WHMOpMAIHU, ONOINOTEUHOMY U U3/IaTeILCKOMY jeny. OpraHu3aiuoHHO-
20



http://www.consultant.ru/document/cons_doc_LAW_28399/
https://www.garant.ru/products/ipo/prime/doc/71920678/
http://www.consultant.ru/document/cons_doc_LAW_94185/

pacrnopsiiuTeabHas JOKyMeHTanus. TpeboBaHuS K O(QOPMIICHHIO TOKYMEHTOB" (yTB.
[Ipukazom Poccranmapra ot 08.12.2016 N 2004-cT) (pea. ot 14.05.2018)

1. Metonunueckue pexkomenaanuu no npumenenuto 'OCT P 7.0.97-2016 "Cucrema
CTaHAapTOB 10 MH(pOpMaIU, OUOIMOTEUHOMY U U3JIaTeIbCKOMY Jeny. Opranu3anuoHHO-
pacnopsuTenabHas  JOKyMeHTanus. TpeOoBaHus K  OQOPMIICHHIO JOKYMEHTOB"
(pa3paboTanbl BHUWJIAT) -
http://www.consultant.ru/document/cons_doc LAW 321323/
8. [Ipukaz MunucrtepctBa KynbTypel P® ot 31 wmapra 2015r1. Ne 526 “O6
YTBEPKJICHUM MPABUJI OpPraHU3alMY XPAHEHUS, KOMIUIEKTOBAHUS, y4€Ta U UCIIOIb30BaHUS
nokyMeHTOB ApxuBHoro ¢(onma Poccuiickoit @exepanun U APYTUX apXUBHBIX
JIOKYMEHTOB B OpraHax rocyJapCTBEHHOM BIACTHU, OpraHaX MECTHOTO CaMOYMpPAaBJICHUS U
opranmzamusax” https://www.garant.ru/products/ipo/prime/doc/71083090/
0. [Ipuka3 PocapxuBa ot 20.12.2019 N 236 "OO yrBepxkaeHuu IlepedyHs THUIIOBBIX
YIOPaBICHUYECKUX apXUBHBIX JOKYMEHTOB, OOpa3yloIIUMXCs B Mpolecce AeATEIbHOCTU
rOCYJIapCTBEHHBIX OpPraHOB, OPraHOB MECTHOTO CaMOYIPABJICHUS W OpraHu3aiui, c
yKa3aHUueM CPOKOB 150, XxpaHeHus"
http://www.consultant.ru/document/cons_doc LAW 345020/

OcHoBHas JuTEparypa
1. ApacnanoBa, B. A. JlokymeHTanmoHHoe oOecrieueHuEe YIpaBiIeHUs : Yy4eOHO-
MpakTHIecKoe Mmocooue B cxeMax, Tabdnuiax, oopasnax / B. A. ApaciadoBa. — 3-e U3.L.
— Cypryt : CypryTckuii rocyJIapCTBEHHBIN Tenarornaeckuii yausepeurer, 2019. — 240
c. — ISBN 978-5-93190-385-9. — TekcT : 31eKTpOHHBIHN // DIeKTPOHHO-OMOIHOTeUHAS
cuctema IPR BOOKS : [caiir]. — URL.: http://www.iprbookshop.ru/94291.html (mara
oOpamenus: 25.09.2020). — Pexxum focTymna: sl aBTOPU3HP. MOJIb30BATENEH
2. baGaeBa, A. B. JlemoBoe oOmierne m aemoBoil stukeT / A. B. baGaesa, P. .
Mamuna ; mox pemakmmert P. M. Mammuon. — 2-¢ m3g. — Cankr-IletepOypr :
[lerponomnuc, 2019. — 192 c¢. — ISBN 978-5-9676-0555-0. — TekcT : anekTpoHHbIH //
OnekTpoHHO-OMOmoreunass cucrema IPR BOOKS :  [caiir]. —  URL:
http://www.iprbookshop.ru/84671.html  (mata obpamenus: 02.11.2020). — Pexum
JOCTyTA: AJisl aBTOPU3UP. MOJIb30BATEIIEH
3. Ky3nenoBa, 1. B. JlokymeHTamuoHHOe oOecredeHrue YyIpaBlICHHS : YydeOHOe
nocodue mis CIIO / U. B. Kysnenosa, I'. A. Xawatpsia. — 2-¢ uzn. — CapatoB :
[IpodobpazoBanue, Aii [Tu Op Menua, 2019. — 166 c¢. — ISBN 978-5-4486-0404-1, 97/8-
5-4488-0216-4. — TekcT : 2HEKTpOHHBIA // DieKTpoHHO-OMOnMoTeuHas cuctema IPR
BOOKS : [caiit]. — URL: http://www.iprbookshop.ru/80326.html (mara oOpaieHus:
25.09.2020). — Pexxum poctyna: 1yt aBTOPU3UP. TOJIb30BaTEIICH

4, Kysuenosa, U. B. JlokyMeHTHpOBaHUE YIPABICHYECKON NEATEIBHOCTH : yuyeOHOe
nocobue aist 6akanaBpoB / M. B. Ky3nenosa, I'. A. XauarpsH. — 2-e uza. — Mockga :
HamxoB u K, Ait [1u Op Menua, 2021. — 240 ¢. — ISBN 978-5-394-03274-5. — Tekcr :
ANEKTPOHHBIN // DnexkTpoHHo-OmOmoreunas cucrema |IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/99364.html (mata oOpamenus: 27.10.2020). — Pexum
nocrtyna: st apropusup. Ilons3oBareneit

d. Cumonsn, P. S. JlokymeHTanmoHHOE€ OOECNeYeHUEe CHUCTEMbI YIPABICHUS

opranuzanuei : yueonoe mocooue / P. 5. CumonssH. — CapatoB : Aii [lu Dp Menaua,
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2018. — 180 c. — ISBN 978-5-4486-0167-5. — TekcT : 2MeKTPOHHBIN // DIEKTPOHHO-

OoubmuoTeuHas cucTema IPR BOOKS : [caliT]. — URL:
http://www.iprbookshop.ru/72458.html (mata oOpamenus: 25.09.2020). — Pexum
nocrtyna: s apropusup. [lons3oBareneit

6. Cemxo, 1. A. OcHoBsl aenonpou3BoacTBa : yaeOHoe mocodue / 1. A. Cemxo, JI. A.
AntyxoBa. — CraBponons : Cexsoits, 2018. — 119 ¢. — ISBN 2227-8397. — Tekcr :
ANEKTPOHHBIN // DnekTpoHHO-Onbmoreunas cuctema IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/92992.html (mara ooOpamenus: 25.09.2020). — Pexum
noctyma: st apropu3up. [lons3oBareneit

7.  SlukoBuy, II. A. Jlenonpou3BoCTBO B KaIpOBOH CiTyk0e : y4eOHUK IIJIsl CTYJCHTOB

BY30B, oOy4aromuxcs no crnenuaibHoctu 062100 «Ymnpasienue nepconanmomy» / L. A.
AnkoBudy. — Mocksa : JOHUTU-JAHA, 2017. — 160 c. — ISBN 5-238-01076-1. —
Texer : anexkTpoHHbIN // DnekTpoHHO-OubIMoTeuHas cuctema IPR BOOKS : [caiit]. —
URL: http://www.iprbookshop.ru/81624.html (mata ob6pamenus: 25.09.2020). — Pexum
noctyna: 1t aropusup. [lone3oBareneit

8. Xwmenpauiikas, O. E. CekpeTtapp - IuIo KOMOaHUM (MMHK CEKpeTaps, JIeIOBOM
stuker u npotokon) / O. E. Xwmenbuuikas. — HoBocubupck : Cubupckoe
YHUBEPCUTETCKOE M3narenbctBo, 2017. — 127 ¢. — ISBN 978-5-379-02028-6. — Texkcr :
ANEKTPOHHBIN // DnexkTpoHHO-OMOMmMoTeunas cucrema [PR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/65153.html (mata oOpamenms: 02.11.2020). — Pexum
JI0CTyTA: JUIsl aBTOPU3HP. TIOJIb30BaTENICH

JlonoJiHUTEIbHbIE HCTOYHUKMU:

Kypnanbl

1. Cexkperapb pedepeHT.

2. CexkpeTapckoe Jedo.

3. Jlenmonpon3BoACTBO U TIOKYMEHTOOOOPOT HA MPEANIPUATHH

Humepnem - pecypcot:

1. http://archives.ru/ OdunmaneHpiii  caiit denepalbHOIO apXUBHOTO AarcHTCTBA
(Pocapxuga)
2. http://www.vniidad.ru/ - Bcepoccuiickuii HaydHO-HCCIIEIOBATCIIbCKHA HHCTUTYT
NOKyMEHTOBeieHus 1 apxuBHoro nena (BHUN A T)
3. http: // www.edou.ru/ - 1leHTp KOMIIETCHIIMH IO BOMPOCAM JOKYMEHTAIIMOHHOTO
oOecrieueHus yIpaBIeHUs H apXUBHOTO Jieyia
4, http://delo-ved.ru/- O6pa3iibl JOKYMEHTOB
5. http://www.sekretariat.ru/document/office_work.php - ITopran ans pykoBoauTeneit
cyx06 JIOY u cekperapeil Bcex ypoBHE
6. http: // www.pro- JlenonpoussoactBo u COJ] — mopran 1jisi pyKOBOAMTENCH CITykKO
JOVY u cekpeTapeit Bcex ypOBHEMR
7. http://formablank.ru/ - ®opmbl 1 6i1aHKH, BCe M1 ATONMPOU3BOJICTBA
8. http://base.garant.ru/10164072/- uadpopmMaIiMOHHO- TPABOBOW MOPTAT
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[Tpunoxenue 1

OG6pa3el] TUTYJIBHOTO JIUCTA

MUHUCTEPCTBO HAYKHU U BBICIIET'O OBPA30OBAHUSAPOCCUNCKON ®EJEPALIMU
OEJIEPAJIBHOE 'OCYJJAPCTBEHHOE BIO/DKETHOE OBPA3OBATEJIBHOE YUPEXXIEHUE

BBICHIET'O OBPA3OBAHMU S
«BAVIKAJIBCKUM TOCYJAPCTBEHHbBIN YHUBEPCUTET»
YUTUHCKUN UHCTUTYT
KOJUIEK
JonycTuTh K 3ammre
IIpenonaBarens
(®.1.0. npenogaBates)
« » 20 T.
KYPCOBAA PABOTA

MJIK 01.01 JJoxkymeHTalimoHHOE 0OECTICUeHHE YITPaBICHUS

crienrabHOCTH 46.02.01 JlokyMeHTalIMOHHOE 00eCIICUeHNE YIIPABICHUS U apXHUBOBEICHHE
NCTOPUA JEJIOITPON3BOJICTBA B P® 1 HAIIPABJIEHMA ET'O

PA3BUTHUA
CTyneHT rpynna ®.N.0. cryaenta
jIOY_-_ IMOJIHCH
JaTa
PykoBoauTenb
[IPENO0/1aBaTellb MIOATNCH ®.1.0.
MpernoaaBaTens
naTa
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[Tpunoxxenue 3

PELIEH3UA

Ha KypCOBYIO paboTy
®UO crynenta (ku)
Kypc  rpynna
JlncumurinHa
Tewma:
[IpenonaBarenb
Onenka JlaTa perieH3UpOBaHUsL

COIEPXAHUME PELIEH31N

Ogpopmnenue u cooepxcanue Kypcogou pabomai:
CooTBeTCTBHE CO/IEP:KAHUA TeMe PadOThI:

JIOTMYHOCTH CTPYKTYPBHI:

CooTBeTCTBHE BBEJACHUSA U 3aKJIKYEeHUS (BHIBOAOB)
Teme:

OpUrHHAJIBHOCTD CYKICHHUI U BHIBOJOB:

CreneHb NOHUMAHHUSA TEMBI:

Kpurnyecknii aHaJIU3 HCTOYHUKOB:

CooTBeTCTBHE HCNOJIb3YEMbBIX HCTOYHUKOB TEMeE:

Hcnoan3oBanue INpUMEPOB U3 HpaKTI/l‘leCKOi/i ACATCJIBbHOCTH KOMMEPYECCKHUX 0aHKOB:




Hajnuue cChbIJIOK HA MCTOYHHKH B TEKCTE paﬁoTbI:

Od¢opmienne oudHorpapuu:

SIcHOCTD M3J10KEeHUS:

3awuma xypcosoti pabomui:

YPpoBeHb CAMOCTOSATEIbHOCTH:

YmMmenue AeJaThb BBIBOJBI 11O paﬁoTe:

OTBeThI HA AOIMOJTHUTEC/IbHBIC BOIIPOCHI:

Iloamuce
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