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1. BBEAEHUE

Metouueckre peKOMEHIALUNU JUIsl BBIIOJIHEHHS] CAMOCTOSITENIbHOM pabOThl COCTaBIIEHbI
B COOTBETCTBUHU C pabouell mporpaMMoil mo JucHUIUIMHE «/loKyMeHTalmoHHOE obOecreueHue
YIpaBICHUS».

Metoanyeckre peKOMEHIauH MpeTHa3HaueHBbI ISl CTYICHTOB, 00YJarOIUXCs 110
cnernuanbHocT 40.02.01 [IpaBo u opranu3anus coUaaIbHOTO 0OeCIeYeHUs

Llenb BBITIOMHEHUS CaMOCTOSITEIBHOM  PabOTBI - 3aKpeIUIeHWEe 3HAHWHA CTYICHTOB,
MTOJIyYEHHBIX UMH B IIPOLECCE M3YUEHUS JUCLMIIUHBL.

[Ipn BBIMIOJHEHWH CaAMOCTOSITENILHONW palboThl (OPMHUPYIOTCS ClEAyIOIIue oOIue
KOMIIETEHIIH, KOTOPBIE ABJIAIOTCS OCHOBOM MPO(eCCUOHATBHBIX KOMIIETEHIIUI:
OK.1 IloHuMaTh CyIIHOCTh ¥ COLMAIbHYIO 3HAYMMOCTh CBOEH Oyayieit npodeccuu, NposiBIATh
K HEW YCTOMYMBBIN MHTEpEC
OK.2 Opranu3oBbIBaTh COOCTBEHHYIO IS TENbHOCTh, BBIOMPATh TUIIOBBIE METOBI U CIIOCOOBI
BBITNIOJIHEHUS TPO(ECCHOHANBHBIX 3a/1a4, OLIEHUBAaTh UX 3(PPEKTUBHOCTH U KAYECTBO
OK.3 IIpuHuMaTe pemeHns B CTaHAAPTHBIX U HECTAHJAPTHBIX CUTYAllUsAX U HECTH 33 HUX
OTBETCTBEHHOCTh
OK.4 OcymiecTBasTh NOUCK U UCIOJIb30BaHNE UHPOPMAIIUU, HEOOXO0IUMOM 117151 2PPEKTUBHOTO
BBITIOJIHEHUS IPO(ECCHOHATBHBIX 3a/1a4, MPO(PECCHOHANBHOTO U TUYHOCTHOTO Pa3BUTHUS
OK.5 Mcnonb3oBaTh HHPOPMALIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUHU B IPO(ECCHOHaTbHON
NeSITeNIbHOCTH
OK.8 CamocTosaTensHO OnpeaeaTh 3aa4u mpo(hecCHOHATBLHOTO M JIMYHOCTHOTO Pa3BUTHS,
3aHUMAaTbCs CaMOOOPa30BaHUEM, OCO3HAHHO IJIAHUPOBATH MOBBILICHUE KBATH(PUKALUU
OK.9 OpueHTrupoBaThCs B yCIOBUSIX MOCTOSIHHOTO H3MEHEHHUSI TIPABOBOM Oa3bl

Pexomennmaru copepikaT  3alaHHMsS 10 COOTBETCTBYIOIICH TeMe ISl BBIITOJHEHHS
CaMOCTOSITEIHHOU pabOTHI.

Hacrosimue wmeroauueckue peKOMEHJAlMKM YCTAaHABIMBAIOT 0O0IIMe 00s3aTeNbHbIe
TpeOOBaHUA K COJIEPIKAHUIO0 U OPOPMIICHHIO CAMOCTOSTEIbHBIX PadoT.



1. CamocrosiTeqbHasi paboTa: HallMCaHUE CCE
Ha TeMy «/IOKyMEHT B JKM3HHM YeJIOBEKa: BUEPA, CETOHSI, 3aBTpa»

Paznen 1 lokymeHTHpPOBaHMe YIIPABJIEHYECKOI eI TeJbHOCTH

Occe cTyleHTa — 3TO CaMOCTOSITeNIbHAS MUChbMEHHAss padoTa Ha TeMy, IPEIOKEHHYIO
Ipero/iaBaTesieM (TeMa MOXeT OBITh MPEUIOKEHA U CTYJICHTOM, HO 00s3aTeNbHO JOJKHA OBITH
coryiacoBaHa ¢ mpenojaBareiem). Llenb acce COCTOUT B Pa3BUTHUU HABBIKOB CAMOCTOSITEIIHHOTO
TBOPYCCKOI'0 MbBIIJICHHUA W IMMCbMCHHOI'O H3JIOKCHUA CO6CTB€HHI)IX Mmeicneii. Ilucate occe
Ype3BBIYAHO MOJIE3HO, MOCKOJIBKY 3TO TIO3BOJIIET aBTOPY HAYYHTHCS YETKO W TPaMOTHO
(hopMyITHpPOBaTh MBICIH, CTPYKTYPHPOBAThH WH(DOPMAIIMIO, HCIIOJIE30BATh OCHOBHBIE KaTETOPUH
aHaJInu3a, BBIACIATH MNPUIUHHO—CJICACTBCHHELIC CBiA3U, HIUTIOCTPUPOBATH TIOHATUA
COOTBCTCTBYIOIITMMU NIpUMEpPaAMHU, apryMCHTUPOBATE CBOU BBIBOJIbI; OBJIAACThL HAYYHBIM CTHUJIEM
peun.

Dcce T0DKHO COJIepKaTh: Y€TKOE M3JI0KEHHE CYTH ITOCTABICHHOM MPOOIeMBbl, BKIIIOYATh
CaMOCTOSITEIbHO TPOBEACHHBIA aHAU3 3TOW MPOOJIEMBI C HCIOJIB30BAHMEM KOHLEHIMNA |
AHAIIUTUYCCKOI0 MHCTPYMCHTApHUA, pacCMaTpuBAcMOro B paMKax JUCHOUIIIMHBI, BBLIBOIBI,
00001I1aroIIIe aBTOPCKYIO MO3UITHIO IO TIOCTABJICHHOU TTpo0ieMe.

ITocTpoenue 3cce

HOCTpOGHI/Ie 9CCE — JTO OTBET HA BOIMPOC HUJIN PACKPBITUC TEMBI, KOTOPOC OCHOBAHO Ha
KJIaCCUUECKOM CHCTEME JO0Ka3aTCIbCTB.

CrtpykTypa 3cce.

1. TuTy bHBIH JHUCT.

2.BBeiene — cCyTh W OOOCHOBAaHHME BBIOOpAa JaHHOW TEMBI, COCTOUT H3 psla
KOMIIOHEHTOB, CBS3aHHBIX JIOTUYECKHU U CTUIMCTUYECKH.

3.Ha »sToM »sTame odeHb Ba)XKHO MPaBUIBHO c(HOPMYIHPOBATH BOIPOC, HA KOTOPBIA BbI
coOupaerech HaWTH OTBET B xoJie CBOETO UCCJIEIOBAHHS.
[Ipu paGoTe Hax BBeAEHHEM MOTYT IOMOYb OTBETHI Ha cienyromue Bompockl: «Hamo
JU J1aBaTh OIpe/eeHHs] TEPMUHAM, MPO3BYyUYaBIIUM B TeMe 3cce?»,«llouemy Tema,
KOTOPYIO 51 PACKPBIBAIO, ABJIAETCS BAKHOM B HACTOSIIMI MOMEHT?», «Kakue moHsATHs
OyIyT BOBJICUEHBI B MOU PACCYXKACHUS MO TeMe?»,« Mory nu s pa3feauTh TeMy Ha
HECKOJIbKO 00Jiee MEJIKMX HOJITEM ?».

4. OcHOBHAsl 4YaCTb — TEOPETUYECKHE OCHOBBI BBHIOPAHHOW MPOOJIEMBI U H3IIOKEHUE
OCHOBHOTO BOIIpOCA.
JlanHasi dYacTh mpeAdmnosyaraeT pa3BUTUE AapryMeHTallMd U aHalu3a, a Takke
000CHOBaHME X, UCXOMS U3 MUMEIOIIUXCS JAHHBIX, IPYTHX apryMEHTOB U MO3UIUI
[0 3TOMYy BoOmpocy. B 3Tom 3akirouaeTcsi OCHOBHOE COJAEpKaHHE 3CCe U OTO
MpecTaBisieT coOoi TIaBHYIO TpyAHOCTh. [loaToMy BaxkHOE€ 3HAYEHHE HUMEIOT
MO/A3aroJIOBKM, Ha OCHOBE KOTOPBIX  OCYIIECTBISIETCS  CTPYKTYpPHpPOBaHUE
apryMeHTallii; UMEHHO 37eCh HEeO0OXOJMMO OO0OCHOBaTh (JIOTMUYECKH, HCIOIb3Ys
JaHHBIE WM CTPOTHE PACCYKICHHs) MpeajaraeMyro apryMeHTanuio/anann3. Tam,
re 3TO HEeOoOXOJMMO, B KAueCTBE AaHATUTHUECKOTO MHCTPYMEHTa MOYHO

WCIO0JIb30BATh rpaduku, JarpamMmmbl u TaONUIIBI.
B 3aBucHMMOCTH OT MOCTaBJIEHHOIO BOIpOCAa aHAIW3 MPOBOAUTCS HA OCHOBE
CJIeIYIOLIUX KaTeropuii:
[Ipynunna — cnexactBue, odiee — ocobeHHoe, hopmMa — coJep)KaHue, 4acTh —
esoe,

[TocTosiHCcTBO — M3MEHYHUBOCTb.

B npouecce moctpoeHust scce HEOOXOIUMMO MOMHHUTH, YTO OJUH mMaparpad IOJKEeH
COJIEp/KaTh TOJIbKO OJIHO YTBEP)KJIEHHE M COOTBETCTBYIOILIEE J0KA3aTEIbCTBO,
MOJIKpEIIeHHOE TI'pauiyecKuM M WILTIOCTPATHBHBIM MatepuanioM. CrenoBareibHO,



HAaITOJIHSAS COJIepIKaHUuEM pasnensl aprymMeHTauuein (cooTBeTcTBYIOMIEH
MO/3aroJioBKaM), HEoOXOoAMMO B Ipenenax mnaparpadga OrpaHuduTh  ce0s

paccMOTpeHuEM OJHOM TJIaBHOM MBICJIH.
Xopo1o nTpoBepeHHBIN (M I OONBIIMHCTBA — COBEPIIEHO HEOOXOIUMBIN) CrIOoco0
MOCTPOCHUS JIOOOTO 3CCe — HCHOJIb30BAaHHE I0/3ar0JIOBKOB JIjIsi 00O03HAYCHHUSI

KIIFOYEBBIX MOMEHTOB apryMEHTUPOBAHHOIO M3JIOKEHUS: 3TO IOMOTaeT MOCMOTPETh
Ha TO, YTO IpeArnojaraeTcs cieaaTh (U OTBETUTh Ha BOIIPOC, XOPOI JIM 3aMbICEN).
Takoli DOAXOX IIOMOXET CJEeN0BAaThb TOYHO OINPEIEICHHOM Leau B JAHHOM
uccrnenoBaHu. O(PGEKTHBHOE HWCHOJIB30BAHUE IMOJ3arOJOBKOB — HE TOJBKO
0003HaueHHE OCHOBHBIX ITyHKTOB, KOTOpbIE HEOOXOJAWMO OCBETHTh. MXx
[IOCJIEOBATEILHOCTh MOYKET TaKXKE CBHUJIETEILCTBOBATH O HAJUYMU WM OTCYTCTBHUU
JIOTUYHOCTHU B OCBEILIEHUHU TEMBI.
4. 3akawuyeHue — o000OUIEHUS M apryMEHTHPOBAHHBIE BBIBOJBI 1O TEME C
yKa3zaHHeM 00JIacTH ee IpUMeHEeHHUs U T.J. [IopIToKKMBAET 3cce WK elle pa3 BHOCUT
MOSICHEHMSI, MOJKPEIUIIET CMBICI W 3HAYEHHME H3JI0)KEHHOIO0 B OCHOBHOM 4acTu.
Metonpl, peKOMEHAyemble JUIsl  COCTABJIEHUS  3aK/IIOUEHHUs:  IOBTOPEHHE,
WUTIOCTpalysi, LWTaTa, BIEYATIAIONIEE YTBEp)KICHHE. 3aKIIOY€HHE MOXKET
CcoZep>KaTh TAKOW OYEHb BAXKHBIW, JOMOJHSIOIIMN 3CCE ANEMEHT, KaK yYKa3aHUuEe Ha
MpUMEHEeHHE (MMIUIMKAINI0) UCCIIEIOBaHMs, HE UCKIII0Uasi B3aMMOCBS3U C APYrUMHU
poOIeMaMH.

[IpaBwuta ohopmieHns ncciaenoBaTenbCKuX padboT

Pabota BeITIONTHSETCS HAa CTAaHAAPTHBIX JIncTax Oymaru popmarta A4 Ha KommbioTepe. Ha mucrax
TeKCcTa HeO0OXOAUMO OCTaBNIATH moiist: cineBa — 20 MM, cipaBa — 10 MM, cHu3y u cBepxy — 20 mm. Ipu
9TOM HE paspemnaercs oOpamiIsiTh TEKCT B PAMKH.

TpeboBanus, IpenbABIIEMbIE K a03aITy:

- MEKIyCTPOUHBIN HHTepBai — 1,5;

- KpacHas cTpoka — 1,27 Mm;

- BBIpaBHUBAHHE TEKCTa IO IIHUPUHE.

TpeboBanus, mpenbsaBIsieMble K mpuTy:

- nasBanue mpudra — Times New Roman ( mau Times New Roman Cyr);
- pasmep — 14 mt;
- HauepTaHue OOBITHOE.

PaccrosHne Mexay 3aroloBKaMH M TEKCTOM JIOIDKHO OBITh PaBHO 2 MEKIYCTPOYHBIM
nHTepBanam (15 mm). [lepeHOCH C10B B 3aroJoBKax M MOAYEPKUBAHIE UX HE TOIMYCKAIOTCS.

Paccrosane wmexay mociemHedl CTPOKOH M TMOCIEAYIONIMM 3arOJIOBKOM TaONWIBl  WJIH
IUarpaMMBbl, a Takke MEXIy MOCIETHEH CTPOKOW TaONHIIBI M TOCIETYIONMM TEKCTOM JOKHO OBITH B
IIBa pasa OoJbIlle HHTEPBAa, KOTOPBI UMEETCS MEXKIY CTPOUKAMU TeKcTa PaboThI.

Henb3st momyckaTh pa3pbiBa 3arojOoBKOB TJaB, maparpadoB, TaOIHUI] ¢ TEKCTOM, T.€. MTOMEIIaTh
3aroJIOBKM BHU3Y OIHOW CTPaHMUIIBL, a CICAYIONINH 32 HUM TEKCT WM TaOIUIly Ha apyroil. HexenatensHo
TaKXKe pa3pbIBaTh TAOIHILY.

Kaxxmoe mpunokeHne HAaYWHAIOT C HOBOH CTPAHWIBI M PACIIONATaoT B TOPSAKE IOSBICHUS
CCBUIOK Ha HHX B TEKCTE.

Homepa ctpaHuIl MpOCTaBIAIOT TOCPETUHE BEPXHETO OIS JIUCTA.



2. PedepaT kak BHJI HCCIIEI0BATEIbCKONH PaGoThI

Pedepar (ot nar. Refero — coobmiarw) — kpaTkoe M3JI0KEHHE B MUCbMEHHOM BHUJIE WK B (hopMe

MyOIMYHOTO JOKIaa COJEepKaHUsI HAYIHOrO TpyJa (TPYAORB), TUTEPATYPHI 110 TEME.

DTO caMOCTOSTEIbHAs HAay4YHO-HUCCJIICAOBATCIILCKAA pa60Ta, rae aBTOp pacCKa3bIBa€T CYTb

HccIenyeMol TpoOIeMbl; MPUBOJUT PAa3IMUHBIC TOUKU 3PEHHSI, & TaAKKe COOCTBEHHBIE B3IJISIIbI HA Hee.

Brimonuenne pedepaTta mpoBOAUTCS € LETbIO:

YIIIyOJICHUS TEOPETUUESCKUX 3HAHUM 110 TUCITUILINHE B COOTBETCTBHH C 33JJAHHON TEMOU;
(hopMupOBaHUS YMEHHI UCIIOIB30BATh JOMOJIHUTEIBHYIO JINTEPATYPY;

(hopMUpOBaHUS YMEHHI CAMOCTOSITEIILHON PabOThI.

Cmpyxkmypa pegepama:

TUTYIbHBIN JHCT ([Ipunoxenue 1);

coJiep’kaHue (Ha3BaHUE MMYHKTOB, CTPAHUIIbl, C KOTOPbIX HAUMHAETCS
Kkaxablid yHKT) ([Tpunoxenue 2);

BBejIcHHE (000CHOBaHHUE BBIOOPA TEMBI, €€ aKTYalIbHOCTb, L€,

3aJlauM, XapaKTepUCTHKa UCIoIb3yeMol ureparypsl) (IIpunoxenue 3);
OCHOBHasl 4acTh (Jallle He JACIUTCS Ha IJIaBbl WK maparpadbl);
3aKimroueHue (0000IEeHHBIN BBIBOJ 0 TEME UCCIICIOBAHNS);

CIMCOK HMCTIOJIb3yEeMbIX UCTOYHUKOB.

Obwue mpebosanusi:

o0beM pedepara 10-20 meyaTHBIX cTpaHUI] (TPUIIOKEHUS HE BXOJST B €r0 00beM);
pedepar 10mKEeH OBITh BBITIOIHEH IPAMOTHO C COONTIOJICHUEM KYIbTYPhI U3JI0KCHUS;
00s13aTEeIbHBI CCHUIKH Ha UCIIOJIb3YEMYIO JIUTEPaTypy;

TekcT opopmisaThk yepes 1,5 uatepBaina, mpudrom 12 -14;

JOJDKHA OBITH COOJTIOICHA TIOCIIEIOBATEIHPHOCTD HAMMCaHUs OnOInorpaduueckoro
armapara.

Kpumepuu oyenxu:

—  aKTyaJbHOCTH TEMBI
—  COOTBETCTBHUE COJICP)KAHUS TEME

— r1iyOuHa npopaboTKU MaTrepuasia

—  TPaBWIBHOCTb U TMOJHOTA UCTIOIH30BAHUS HCTOUHHKOB
— cooTBeTcTBUE 0(opMIIeHHS pedepaTa cTaHaapTaM

Cocmas nayunozo annapama pasiuyHoco ¢hopm ucciedosaruil (6o Beedenuu peghepama)

AKTYAJIIbHOCTb TCMbI
OCJab UCCIICIOBAHUA
IpeaAMET UCCIICAOBAHHA
3aJa4u UCCICA0OBaHUA
MCTOAbI UCCIICAOBAHUA

Hccneoosamenvckue onepayuu (3manvt pabomsi Hao peghepamom)
1) Bri6op Tembl
2) TlepBUYHOE 03HAKOMJICHHE C HAYYHBIMH MCTOYHHKAMM
3) Onpeienenne BO3MOKHOCTEN MCCIIENOBAHHS TEMBI
4) KoppeKTupoBKa U YTBEpIKICHUE TEMBI
5) Pa3paboTka Hay4dHOrO anmnapara ucciea0BaHus
6) Pa3pa6oTka IIpUMEpHOTO MIIaHA HAUCAHUS PabOThI
7) U3ydenue nuTeparypbl, KOHCIIEKTUPOBAHHE
8) Ananus teopun



9) O6paboTka TEOPETUIECKOrO MaTepuana

10) Hanucauue TeOPETHUECKUX ITIaB PAGOTHI
11) PaspaGoTka 3aKmoueHHs

12) Cocrasnenue cnucka JIuTepaTyphl

13) O6paboTka Beero Tekcra

14) Urenue paGoThl HAYYHBIM PYKOBOJHTEIEM
15) JlopaboTka 1o 3ameuaHusM

TeMmbl pedeparToB

ObecrieueHre COXpaHHOCTH IEKTPOHHBIX JOKYMEHTOB.

[Tpuem nmocTynarmux J0KYMEHTOB, OpraHU3aIys JOCTaBKH IOKYMEHTOB.

J1enoBOM 3TUKET 2JIEKTPOHHOU MEPEIUCKHU.

CriocoObl co3aHus TOKYMEHTOB U X Pa3BUTHE.

[IpaBuna odopmiieHUS U BbIIada KOTIHH, BRITUCOK JOKYMEHTOB.

JIOKyMEHTHpOBaHHUE MPUBIICYCHUS K MaTEpPUATbHONW OTBETCTBEHHOCTH.

CroBapu ¥ TEPMHHEI 110 JIEIOTIPOU3BOICTBY.

JIOKyMEHTAIIMOHHOE 00eCTIeYeHNE PETUCTPAIIUH FOPUANIECKOTO JIUTIA.

[Tpuem nocTynammux J0KYMEHTOB, OpraHU3aIs JOCTaBKH TOKYMEHTOB.

0. UadopmannoHHO-CcIIpaBOYHAs paboTa 1Mo JoKyMeHTaM. KOHTpOJIb NCTIOTHEHNUS

JTOKYMEHTOB.

11. TloxcyeT u onTUMH3AIUS JOKYMEHTOO00POTA.

12. Opranu3anus TEKyIero XpaHeHus JOKyMEHTOB CTPaXOBaHUSI.

13. TledaTb Kak OCHOBHOM PEKBU3HUT YIPABJICHUECKOTO JOKyMeHTa. [Topsaaok xpaHeHus
reyarei.

14. Opranu3anus 3KCIepTU3bl IICHHOCTH TIOKYMEHTOB U Tiepeiada Jejl Ha apXHUBHOE
XpaHCHUE.

15. ABTOMaTH3UPOBAHHBIE CUCTEMBI IOKYMEHTOO0OPOTA.

16. Opranuzanus AeI0MPOU3BOJICTBA [0 OOPAIICHHUSIM TPaXKIaH.

17. Merovka ¥ opraHu3aiys COCTaBICHUS! HHINBHUIyaJIbHOH HOMEHKJIATYPBI JICI.

18. HopmatuBHO-MeTOqruecKast 0a3a JIeIOmpOU3BOJICTBA.

19. TlpaBwia paboThl ¢ KOH(DUICHIIUATEHBIMU JOKYMEHTAMH.

20. JloroBopHO-TIpaBOBasi IOKyMEHTalUs. BUbl TOKyMEHTOB.

21. SI3BIK ¥ CTHJIB JICJIOBOY JIOKyMEHTAIINH.

22. DneKTpoHHAas TOIHKCh.

23. [TopsI0K YHUYTOKCHUS U CIIUCAHUS JJOKYMEHTOB.

24. KoMMepuecKHue aKThl.

25. JloknaaHble, 00BSICHUTENbHBIC U CITYKEOHBIE 3aITUCKU.

26. PekBU3UTHI YIOCTOBEPEHUS JJOKYMEHTOB.

27. 3roToBJICHUE CIIPABOK U KOTIHH JIOKYMEHTOB.

28. SI3p1KOBBIE OCOOEHHOCTH /IETIOBBIX TEKCTOB.

29. PernamentupoBanue 06pabOTKH MEPCOHATIBHBIX JaHHBIX pAOOTHHUKOB.

30. ®opmuposanue aen. OdopmiieHue Jei.

31. JlenoBoO# ATUKET IEKTPOHHBIX COOOIICHHIA.

32. [IpaBuna paboThl ¢ KOH(UAECHINATBHBIMU IOKYMEHTAMU.

33. Opranusaius paboThl ¢ JOKYMEHTaMH, COJEpKAIMMH KOMMEPUYECKYIO TalfHYy.

34. OopmieHre yBOJIbHEHHS 3a MIPOTYJI.

35. DnekTpoHHas NOANKCh. PermaMeHTanys UCoIb30BaHUS SJIEKTPOHHOM MOIMTUCH.

36. ITopsimok xpaHeHus ievareit, OJaHKOB | MPaBUIIa UX UCIOJIb30BAHHUS.

37 ﬂOKYMeHTHpOBaHI/IC JAUCHUITIIMHAPHOI'O B3bICKaHUS.

38 HpI/IMeHeHI/Ie TEXHUYCCKUX CPCACTB IIPU CO3JaHUHN JOKYMCHTOB.

HBOOoNoO~WNE



39.
40.
41.
42.
43.
44,
45.
46.

47.
48.

49.
50.
51.
52.
53.

54.
55.
56.
57.
58.
59.
60.

[Toanuck HA JOKYMEHTE, 3HaAUYECHUE U 0(OPMIICHHE.

[InanoBast u OTYETHAS TOKYMEHTAIUS.

CrniocoObI co3anus JOKyMEHTOB (JIOKyMEHTHPOBAHHUS) M UX Pa3BUTHE.
IOpunnueckas cuiia U OpuIUYecKas 3HAYUMOCTb JIOKYMEHTOB.
JIOKYMEHTBI 10 BHELTHEAKOHOMHUYECKOW JIEATEIILHOCTH.

TeKCTBI TOKYMEHTOB: 0COOCHHOCTH COCTABJICHUS U 0(hOpMIICHUSI.
JloKkyMEeHTHUpOBaHUE MPUBJICUCHUS K MATEPUAIILHON OTBETCTBEHHOCTH.
[ToHsiTHE rpa’X TAHCKO-TIPABOBOTO JIOTOBOPA, BUABI JOTOBOPOB.

JlokyMeHTHUpOBaHUE BPEMEHHOTO MIEPEBOIa pabOTHHKA.

JIOKyMEHTHUpOBaHUE PACTOPIKEHHS TPYAOBOTO JIOTOBOPA IO COKPAIECHHIO IITaTa
OpraHu3aIuy.

JlokyMeHTHUpOBaHHUE TIpUeMa Ha pabOTy COTPYIHUKA IO COBMECTUTEIILCTRY.
HcnonHenue conuaibHBIX 3aITPOCOB apXUBOM.

CraHmapTHBIE COKpAIIICHUS CIIOB, UCTIOJIb3yeMbIe B TEKCTaX JCIOBOM JOKYMEHTAIUH.
OdopmieHue KOMUU TOKYMEHTA.

KypHaibl perucTpanuu J0KyMeHTOB. BHbI, TpeOOBaHUS K COJIEPIKAHUIO U
0(hOPMIICHHUIO.

[TncpmMoO MHOCTpaHHOMY TTAPTHEPY. S3BIKOBBIE 0COOEHHOCTH JCIIOBBIX TEKCTOB.
TexHudeckue Cpe€acTBa KONIMPOBAHUA JOKYMCHTOB.

PexoMmenaaTenbHOE MUCHMO.

OTBETCTBEHHOCTD 33 HAPYIICHUE TTPABIII XPAaHCHHUS JIOKYMEHTOB.
HopmaTtuBHO-MeTomMueckas 6a3a 1emomponu3Bo/ICTBA.

dopmupoBaHue U BeIEHUE U XPAHEHUE JIMYHBIX JIE.

Xapakrtepuctuka. [IpaBuiia coctaBiaeHus U 0POPMIICHUS.



CamocrosiTesibHast padoTa: NOAr0TOBKA Mpe3eHTALMI 0 TeMaM
[IpenBapuTenbHO HEOOXOAUMO COOpaTh, 00OPadOTATh U MPOAHATUZUPOBATH MATEPHUAT TI0
TEME MPE3ECHTALNH.
[IpumepHast TemaTuKa Npe3CHTALUN:
«McTopusi CTAaHOBJIEHUA U PA3BUTHS JACJIONPOU3BOICTBA»
«PeKBU3UTHI JOKYMEHTOB»
«Bwuapr joroBopos. OdopMieHue JoroBopay»
«OdopmiteHre TPETeH3NOHHO-HCKOBOH JIOKYMEHTAIIUN»
«CucremMaTu3aius JOKyMEHTOB M UX XpaHEHUE»
«CKJ1apIBaHUE CUCTEMBI OpraHU3aliy XpaHeHus el B PoccuiickoM J1eJ10mpon3BOICTBEY
«CTaHapTHBIE COKPAIEHUS CJIOB, UCIIOJIH3YEMbIEC B TEKCTAX JIEJTOBOM 10 KYMEHTAIIUI)
«IIpyuMeHeHne TEXHUYECKUX CPEICTB IIPU CO3/1aHUU JOKYMEHTOBY
[Ipe3eHTanuu MOryT OBITH CO3JIaHBI MHAWBUIYAIBHO U B TIPOIIECCE TPYIIIOBON PabOTHI
CTY/ICHTOB.
Tema npe3eHTallMM MOXET OBbITh pa30UTa Ha 0OJICe MEJIKHE 3JIEMEHTBI, KOTOPhIE JOJDKHBI OBbITH
Oonee TTyOOKO M3y4YeHBI W MpoaHanu3upoBaHbl. Hanpumep, Tema [IpaBuna odopmileHHs TOKYMEHTOB.
AHanm3upyeTcsl OJWH KOHKPETHBIH JIOKYMEHT, B TPE3CHTAI[MH TMPECTABISIETCS MOIPOOHOE OMKCaHue
HasHa4Y€HUA JOOKYMEHTa, €ro MECTO B CHCTEME MJOKYMCHTAllMM, COCTaB PCEKBU3UTOB, IIpaBUjIa H3
oopmieHHNS U TpeOOBAaHUS K TEKCTY JOKyMeHTa. O0sS3aTeNbHO JOKHBI OBITH MPEACTABICHBI MPUMEPHI
JIOKYMEHTOB.
[pu coznanum u opopmiteHNH Tpe3eHTANINE HEOOXOIMMO COOIONIATh CIEAYIOIINE TPEOOBaAHUS:
Texcr Ha cmaitne snyuire ucrnonb3oBath Arial, Verdana (6e3 3aceuex Jydiie BOCIPHUHUMACTCS
aynuropueit), pazmep 14 mr. st BeIIETEHUS MOKHO HCTIOIB30BATh MOMY:KMPHBIH WA Kypcug, HEIb3s
HCIIOIB30BaTh MOMYePKHYTHIN. [[BeT mprudra — deTkuii Ha GoHe (CHHMM, YEPHBIH, TEMHO-KOPHUIHEBBIH ),
COYETaeMOCTb LIBETOB HE OoJiee 3 1[BETOB B TEKCTE MPE3CHTALIMH, JTy4liie Oeblid (QOoH.
Buzyanuzanus matepuaios:
o [lepeunciienue u KiaccuuKanys — B BUJE CXEM, TUATPaMM, WIDTFOCTPAINit
Omnucanme nporiecca — rpadudeckoe H300pakeHue mpoiecca
Bonbume uimmrocTpaiyiu — B OTAETHHOM OKHE, CHU3Y CAEIAaTh CChIIKY Ha MOJHBIA TEKCT
Ha cnaiine nomkHo ObITH He Ooree 3 00bEKTOB
Camas BakHast ”HPOpPMAIH, KOTOPYIO HEOOXOTMMO 3alIOMHHUTE, PACIIONIAraeTcs B JIEBOM
BEpPXHEM YIIIy Cllaiiia
e Opun ab3ai — onHA Haes
o Kaxmpiit ab3alr oTmemen cTpokoii (enter)
e | ab3am — He Ooree 6 IPEATOKCHIH.
[TpuHIHMITE! TOIO0Pa HILTFOCTPAITHN:
e KoHueHTpamus — OCHOBHBIE UEU IPKO BHIPAIKEHBI
KpatkocTh — onricannss MUHIMH3HPOBAHBI
CBs3aHHOCTb — IpariKka U TEKCT PSIOM
KoHKpeTHOCTH — OBICTPOTA BOCTIPUSATHS B3TIISIOM
CTpyKTypa — 4eTKas CTpyKTypa B Matepuale u rpaduke
IoHATHOCTH — OTHO3HAYHOE BOCTIPUSATHE PHUCYHKA

Ha turyneHOM craiine: Ha3BaHUE, UCTIOTHUTEN(JIH ).
He neperpy»xaTh npe3eHTanni0 aHUMAaIuei.
KomnuectBo cnaiinos: 15 +/- 5 cnaiinos.
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CICOK PEKOMEHJIYEMOU JINTEPATYPEI

OCHOBHBIE HCTOYHUKU:
HOpMaTVI BHO-MpaBoOBble aKTbl:

1. Koncruryuus Poccuiickoit @enepanun [Ipunsra BceHapoIHBIM rojiocoBaHueM 12 nexadpst
1993 r.
2. Tpynosoit kxomexc Poccmiickoit ®enmepanmu ot 30.12.2001 N 197-®3 (pem. or

01.09.2013).

3. I'paxxnanckuii kogexc Poccuiickont @enepanun (vactsh nepsast)" ot 30.11.1994 N 51-03.

4, I'paxxmanckuii kogexc Poccuiickoit @enepanun (yacts Bropasi)" ot 26.01.1996 N 14-D3.

5. I'OCT P 7.0.97-2016. HamumonaneHblii cranmapt Poccuiickoit ®enepanuu. Cucrema

CTaHAapTOB TO HHpOpMaIMK, OMOITUOTEUHOMY U H3AATENbCKOMY Jerny. OpraHu3alroOHHO-
pacniopsiAuTeNbHAs TOKyMeHTalus. TpeboBanus K 0(OPMIIEHUIO TOKYMEHTOB.

6. I'OCT P 7.0.101-2018 Cucrema crangapToB no uH(popMauuu, OUOIMOTEUHOMY H
n3natenbekomy neny. MHdopmanus u nokymeHtarnus. CHCTEMbl yNpaBiIeHHUS JTOKYMEHTaMU.
TpeboBanus.

7. @3 « Ob unpopmauy, HHGOPMALIMOHHBIX TEXHOJOTUAX U O 3amuTe HHGopmanum» No
149-®3 ot 27.07.2006

8. ®enepanbHbIii 3aKk0H «O KoMMepueckoil TaitHe» Ne 98-D3 ot 29.07.2004

9. ®enepanpHbii 3aKk0H «O rocynapcTBeHHOM TaitHe» Ne 5485-1 ot 21.07.1993

10.  denepanbHsIii 3ak0H «O MepcoHANBHBIX TaHHBIX» Ne 152-@3 ot 27.07.2006
11.  ®epepanpHbiii 3akoH OT 22 okTaA0ps 2004 1. Ne 125-®3 « OO apxuBHOM e B
Poccutickoit deneparmm»
12. Vxa3 Ilpesunenta P® ot 15 mapra 2000r. Ne 511 «O xnmaccuduxaTope MpaBOBBIX
aKTOBY.
13.  Ilocranosnenue [IpaBurensctBa PO ot 28 mekabps 1998 r. No 1562 y1B. «Ilomoxkenue o
denepanbHON apXUBHOU CITYKOE.
14. TTpuka3 PocapxuBa ot 11.04.2018 Ne 44 «O6 yrBepxkaeHuu [IpuMepHON HHCTPYKIIUH 110
JIeJIONPOU3BOJICTBY B TOCYIaPCTBEHHBIX OPraHU3ALUIX)
15.  IIpukaz Munkynetypsl Poccunm ot 31.03.2015 N 526 "OO yTBep)KIEHUU TIPaBUI
OpraHu3aliy XpaHEeHHs, KOMIUIEKTOBAHUS, yuyeTa U HCIOJIb30BaHUS JOKYMEHTOB APXHBHOTO
dbonna Poccuiickoit denepanuu U APyrux apXUBHBIX JOKYMEHTOB B OpraHax roCcyaapCTBEHHOU
BJIACTH, OpraHax MECTHOT'O CaMOYMPAaBIJIEHUSI U OpraHu3amusx"
16. Meroauueckue pexkomenaaruu no npumenennto ['OCT P 7.0.97-2016
17.  "llepeyeHb THUMOBBIX YIOPABIEHYECKHMX apXUBHBIX JTOKYMEHTOB, OOpa3ymoIUXCs B
MpoLIecCe AEATENbHOCTH TOCYIApPCTBEHHBIX OPraHoB, OPraHOB MECTHOTO CaMOYIPAaBIICHUS U
OpraHu3alii, ¢ yKa3aHHEM CpPOKOB XpaHeHHus'", yTBEp)KIEHHBIH mpukazom DenepalbHOTO
apxuBHOro arenrctsa ot 20.12.2019 Ne 236.

OCHOBHbIe UCTOYHUKMNU:

1. KysHeuos, U. H. [lokymeHTaumoHHoe obecneyeHune ynpasieHma. [JokymeHToo60poT U
AeN0NPON3BOACTBO : YYEOHUK U NPAKTUKYM ANA cpeaHero npodeccnoHanbHoro obpasosaHus / U. H.
KysHeuoB. — 3-e u3g., nepepab. u gon. — Mockea : Msgatenbcteo HOpaiiT, 2020. — 462 c. —
(MpodeccmoHanbHoe obpasosaHme). — ISBN 978-5-534-04604-5. — TeKCT : 31eKTPOHHbIN // IBC
FOpaiT [caliT]. — URL: https://urait.ru/bcode/451242.

2. lllyBanosa, H. H. [lokymeHTanimoHHOE 0OecTieyeH e YIIpaBIeHUS ;| Y4eOHUK U MTPAKTHKYM

IUIs cpeiHero npogeccuonanbHoro oopaszosanus / H. H. IllyBanoBa. — 2-e u3zn. — Mockaa :

WznarensctBo FOpaiit, 2020. — 265 c. — (IIpodeccnonansHoe oopazoBanue). — ISBN 978-5-

534-00088-7. — Texkcrt : anexrponnslii // ObC IOpaiit [caiiT]. — URL:

https://urait.ru/bcode/451067
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https://urait.ru/bcode/451242

3. Joponuna, JI. A. JlokyMeHTallMOHHOE 0OECIICUeHUE YIIPABICHUS ;| YICOHUK U PAKTUKYM
i cpenHero mpodeccuonansHoro oopazosanus / JI. A. Jloponuna, B. C. UputukoBa. —
Mockga : M3narensctBo FOpaiit, 2020. — 233 ¢. — ([IpodeccuonansHoe 06pazoBaHue). —
ISBN 978-5-534-05783-6. — Tekct : anekrponusiii // OBC FOpaiir [caiit]. — URL:
https://urait.ru/bcode/453767

HdononHuTenbHble UICTOYHUKMU:

1. lllyBamosa, H. H. Opranu3zamus u TEXHOJOTUS TOKYMEHTAIIMOHHOTO 00eCIICYCHUS
yIpaBiieHus : yaeOHUK U pakTukyMm it By3os / H. H. lllyBanoBa. — 2-e u3f., nmepepad. u Jom.
— Mockaa : U3znatenberBo FOpaiit, 2020. — 265 ¢. — (Bsicmiee oopazoBanue). — ISBN 978-
5-534-12358-6. — Texkcr : anekrponnsiii // DBC FOpaiit [caiiT]. — URL:
https://urait.ru/bcode/451066

2. KazakeBuu, T. A. JlokyMeHTallMOHHOE 0OecTieueHe YpaBIeHUs : Y4eOHUK U MPaKTUKYM
ISl cpeHero npodeccnonanbHoro oopazosanus / T. A. Kazakesuu, A. W. Tkanna. — 2-e u3.,
ucrp. u gon. — Mocksa : M3natensctBo FOpaiit, 2020. — 177 ¢. — (Ilpodeccronansrnoe
obpaszoBanue). — ISBN 978-5-534-06291-5. — Tekcr : anekrponnsiit // ObC FOpaiit [caiit]. —
URL.: https://urait.ru/bcode/452800

3. Kopnees, 1. K. JlokymeHTanmonHoe obecrieuenre ymnpasieHus + tectsl B ObC : yueOHUK U
MPaKTUKYM JUIsl cpeiHero npogeccuonanbHoro odpazosanus / M. K. Kopuees, A. B. [Tmenko,
B. A. MamyprieB. — 2-e u3j., epepad. u gon. — Mocksa : U3matenberBo FOpaiit, 2018, —
384 ¢. — (ITpodeccronanproe obpazoranue). — ISBN 978-5-534-05022-6. — Texkcr :
anextpouusiii // DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/415635

4. Brikora T.A. JlokyMeHTalIMOHHOE O0ECIIeUCHUE YIIpaBeHUs (IeI0NPOM3BOICTBO) : yued. mocodue /
T.A. Beixora, T.B. Ky3uenosa, JI.B. Cankuna. — 2-¢ u3f., nepepa6. u gorn. — M. : UTHOPA-M, 2017.—
304 c. http://znanium.com/catalog.php?bookinfo=762591

5.HenoBas nepemnucka: YueOHo-ipakTHueckoe mocooue / Kupcanora M.B., Anonuna H.H., AkceHoB
I0O.M., - 3-e u3a. - M.:HUL] UH®PA-M, Cub. coru., 2016. - 136 c.
http://znanium.com/catalog.php?bookinfo=552471 .

6. Banona, A. 0. Pycckuii sS3bIK B ACTOBOM JOKYMEHTAIIMH : YI€OHUK U TTPAKTUKYM IS
cpennero mpodeccronanbsHoro oopazosanus / A. F0. IBanoBa. — 2-e u3f., mepepad. u gom. —
Mocksa : U3natensctBo FOpaiit, 2020. — 187 ¢. — (IIpodeccnonansnoe oOpazoBanue). —
ISBN 978-5-534-13860-3. — Texkct : anextponnsiii / IbC FOpaiit [caiit]. — URL:
https://urait.ru/bcode/467075.

7. I'po3zoBa, O. C. JlenonpousBoJCTBO : yueOHOE ocoOue isl CpeAHEro MpodeccuoHalIbHOTO
o6pazoBanus / O. C. I'po3zoBa. — Mocksa : M3ngatensctBo FOpaiit, 2020. — 126 ¢. —
(ITpodeccuonansaoe obpazoBanne). — ISBN 978-5-534-08211-1. — TekcT : anmeKTpoHHBI#H //
3BC IOpaiir [caiit]. — URL.: https://urait.ru/bcode/453970.

8. Uypmios, A. 0. Kpunndeckoe nenonpou3BoACTBO : yueOHoe nmocodue ais By30B / A. HO.
UypunoB. — 2-e uza., ucnp. u gon. — Mocksa : M3parenscto FOpaiit, 2020. — 202 c. —
(Beicuiee o6pazoBanue). — ISBN 978-5-534-13734-7. — Texkcr : anextponnsii / 9BC KOpaiit
[caiiT]. — URL.: https://urait.ru/bcode/466645.

9. baut, B. C. JlokymeHTanmonHoe obecrneueHue ynpasienus. FOpuanueckas TeXHUKA :
yuebHoe mocobue Juist cpeanero npodeccuonansHoro oopazosanus / B. C. bsnt. — 2-e u3g.,
uchp. u gon. — Mocksa : U3narensctBo FOpaiit, 2020. — 103 ¢. — (Ilpodeccuonansroe
obpazoBanue). — ISBN 978-5-534-08233-3. — Tekcr : anekrponssiit // ObC FOpaiit [caiit]. —
URL: https://urait.ru/bcode/455172.

UHTepHeT pecypchbil:

1.UuTepHeT-cTpanuiia BeepoccHiickoro HayqdHO-HUCCIIEI0BATEILCKOTO HHCTUTYTA
JOKYMEHTOBEJICHUS M apXUBHOTO Jieiia — Www.vniidad.ru, www.rusarchives.ru.

2. NnTepuer-ctpanuna ['occranpapra — Www.gost.ru

3.UuTepHer-cTpanuna «/oKkyMeHTOO0OPOT T JOKYMEHTOBEICHUE HA TIPEATPUITHID -
www.docrev.ru
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4.Crneunanu3upoBaHHblil HHGOpMamoHHbIi moptan — JJokyment.RU
5.Crenanu3upoBaHHbIi HHGOpPMaMOHHBIH opTan — brankep.RU
6. www.garant.ru- Cucrema «l"apant», mpaBoBbI€ 0a3bl POCCHIICKOTO 3aKOHOAATENIbCTRA,;
7. www.consultant.ru- OGmepoccuiickas CeTb pacpoCTPaHCHHUS
npaBoBoii nHpopmanuu (KoHcynbTaHT-1ITIOC).
[Tepuonnueckue u3ganus
XKypnan «CoBpeMeHHbIE TEXHOJIOTUU AETONPOU3BOACTBA U JOKYMEHTOO0OPOTaY.
Kypnan «/lenonpou3BoacTBo».
Kypnan «Kagposoe neno».
Kypnan «Cekperapckoe Iemo».
Kypuan «Cekperapb-pedepeHr».
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[Ipunoxenue A

MNPUJIOXKEHUE A

MUHUCTEPCTBO HAYKU U BEICLIEI'O OBPA3OBAHUS
POCCUIICKOU ®EJEPALIMU

®EJIEPAJIBHOE TOCYJAPCTBEHHOE BIOJ)KETHOE OBPA3OBATEJIbHOE
YYPEXJEHUE BBICIIETO OBPA3OBAHUSA
«[IEPMCKUI TOCYJAPCTBEHHBI HALITMOHAJIbHBIN
UCCJIEJOBATEJBCKUM YHUBEPCUTET»

KOJUIE]PK [IPOPECCHOHAJIBHOI'O OFPA30OBAHUA

OPI'AHU3BAIIUA PABOTBI C JOKYMEHTAMUAU

Pedepar
CTYJICHTa ____ Kypca

CPYIMIIbI
CHEIHAIbHOCTH

(0140 /

CTYACHT IO AITUCH

OLOCHKa IO AITUCH

®UO pykoBoauTens

« » 20 T.

Ilepmb 20
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[Ipunoxenue b

COJIEP)KAHUE

BBenenue

Pa3nen 1 Omuromnoivs 1 MOHOIOIHSA

Paznen 2 AHTUMOHONOJNBbHAS TIOJIUTHKA TOCY1apCTBa
3aKkiIroueHue

CIHCOK MCIOJIb30BaHHBIX HCTOYHUKOB

© ~N o1 w
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IIpunoxenue B

BBEJAEHUE

AKTYyaJIbBHOCTb TEMBL....

OO0BeKTOM HCCIICAOBAaHUA ABJISICTCA ... HpCI[MeTOM HCCJICAOBAaHUSA ABIACTCA

[lenbro mpoBeaeHUs UCCIETOBAHUS SIBIISETC ...
JIns  JOCTHDKEHUMSI TOCTaBJIICHHOM I HEOOXOAUMO pEIIMTh B  XOJe
UCCJIeIOBAaHUS CIEAYIONINE 3a/1a4u:
® 03HaKOMJICHHE ...;
® OIMCaHMUE...;
® CpaBHEHHUE...
e Kiaccuukanus...
® aHaWU3 ...;
[locTaBnenHsie 3amaur OOYCIOBUIIM CTPYKTYpy pedepara: B MEpBOM
paszerne packpbIBaeTcsl MOHSTHE ..., OMHCHIBAIOTCS ... Bo BTOpoM pasznene

pedepaTa CpaBHUBAIOTCA..., TPOBOAUTCS KiIacCU(PUKAIIHSL. .., AHATU3UPYIOTCH. ..
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