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Meroandeckue pexkoMeHAanuu 1o  odopmileHHI0 KypcoBoi pabdorer mo MJIK 01.01
«/lokyMeHTanimoHHOe oOecrnieueHne ympasieHus». Aptopel: W.A. Cwmarumna. YdeOHO-
mMetoanyeckoe nocodue. - Mypmanck: [IOUY «MKT», 2023.

YyeOHo-MeToauuYecKkoe mnocodue pa3paboTaHo Al CTYIAEHTOB 3 Kypca, OoOydaroluxcs I0
cneuuanbHocTd 46.02.01 «/lokymMeHTanmoHHOE OOecreueHHe YIpaBICHUS U apXHUBOBEACHUEY U
COJICPKUT OCHOBHBIC TpeOoBaHus K KypcoBoi pabore mo MJIK 01.01 «/loxkymeHTanmmoHHoe
o0ecrieyeHre ynpaBjieHUs». B HeMm ompeneneHsl 1enu, 3a1aud ¥ (OpMBI BBITOJHEHHUS KYpCOBOH
paboThl; MPHUBEACHBI PEKOMEHAALUU N0 BBIOOPY TeMbl paboThl, 00bEMY, CTPYKTYpe, 0hOPMIICHHIO;
9Tarbl BHIIOJIHEHUS paOOTHI.

Pekomenpanuu  pazpaboTaHbl B COOTBETCTBUU €  JCHCTBYIOUIMMHU  TpeOOBaHHUSIMU
roCy/1apCTBEHHBIX CTaHIApTOB P® C 11€1bI0 MOBBIILIEHUS KAYECTBA OATOTOBKU CTYAEHTOB U C YUETOM
(dbopMupoBaHUs HEOOXOIMMBIX KOMIETSHIUN U UX JalbHeHIel npopecCHOHaNbHON NeSTEIbHOCTH.

[Tocobue mpenHazHaueHO /Jsi CTYACHTOB, TpENojaBareield, OpraHu3aToOpoB Yy4eOHOTO
mpotiiecca.
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1. Iesn n 3a1a4u KypcoBoii padoThI

Hactosmee  yuyeOHO-meToAnueckoe TmocoOue  MpelHa3HaueHO [UIsl  OpraHu3aluu
JESTEIIbHOCTH CTYIEHTOB CPEAHEr0o MpOQecCHOHANBHOrO oOpa3oBaHus crenuaibHocTy 46.02.01
«JlokymMeHTalmoHHOEe OOECIeYeHUEe YNPABICHHUS U apXWBOBEIEHHE» I10 HANHCAHUIO KYpPCOBOM
pa6otsl mo M/IK 01.01. «/lokymeHTanimoHHOE OOECTIEYCHUE YITPABICHUS.

KypcoBass pabora mpencraBiasieT coOOM CaMOCTOSTENIbHOE HAyYHO-aHAIUTUYECKOE
MCCJIEJIOBAHME CTYJIEHTA 10 3aJJaHHO! TEME.

[lenpl0 AaHHOTO BHJA CAaMOCTOATENBHOM pabOTHl CTylneHTa sBiserca (OpMUpPOBaHHE
COOTBETCTBYIOIIUX OOILIEKYJIbTYPHBIX M MPO(EecCHOHATBHBIX KOMIETEHUUH OO0y4arommxcs 10
cnenranbHOCTH 46.02.01 «/lokyMeHTaMOHHOE 0OecIIieueHrEe YIIPABJICHHS U apXUBOBEICHUE.

B nmpomecce BbImosHEHHS KypcOBOM paOOThI, OOydyaromMiACs JODKEH pa3BUBATH
CIIOCOOHOCTH aHaliM3a HOPMAaTHMBHO-TIPABOBBIX AaKTOB, BBIABIATH IPOOJIEMbI, BO3HUKAIOIIME B
MIPABONPUMEHHUTENHFHOM MPaKTUKE, MPUMEHATh Ha MPAKTUKEe YMEHUE 0TOOpa, aHalu3a U JIOTHYHOTO
U3NI0KeHUsI THPOPMAITMOHHOTO MaTepuaia.

B pesynbraTe BBINMONHEHUS W 3aIIUTHl KYpCOBOW pPabOTHI Y CTYIEHTOB (OPMHPYIOTCS
CJIEYIOIINE KOMIIETEHIIUHU:

OK O0l. Bsibupars crnocoObl pemieHuss 3ajJad  NPO(PECCHOHANBHOM  AEATeNbHOCTH
MPUMEHHUTEIHHO K Pa3IMYHbIM KOHTEKCTaM;

OK 02. Hcrnonb3oBaThb COBpPEMEHHBIE CpPEJICTBAa IIOMCKA, aHalW3a W HMHTEpPIpETaluu
nHpopMalui ¥ HH(POPMALIMOHHBIE TEXHOJOTHH Ui BBINOJHEHUS 3a7ad NpodheccuOoHATbHOU
NESTENBHOCTH;

OK 03. IlnanupoBaTh M peaqu30BBIBaTh COOCTBEHHOE MPO(ECCHOHAIBHOE U JMYHOCTHOE
pasBuUTHE, IPEANPUHUMATEILCKYIO AESITEILHOCTh B IPO(ECCHOHATIBHON cepe, UCII0IB30BaTh 3HAHUS
110 (UHAHCOBOM IPAMOTHOCTH B Pa3JINYHBIX JKU3HEHHBIX CUTYaLIUAX;

OK 04. 3¢ddexTrBHO B3aMMOEICTBOBATh U Pa0OTATh B KOJIEKTUBE U KOMAHJIE;

OK 05. OcymiecTBasTh yCTHYIO U MHUCbMEHHYI0O KOMMYHHUKAIMIO Ha TOCYAAPCTBEHHOM SI3bIKE
Poccuiickoit @eaepanuu ¢ yueTroM 0COOEHHOCTEN COLIMATIBHOTO U KYJIBTYPHOT'O KOHTEKCTA;

OK 06. IIposiBiaTh rpa)aaHCKO-NaTPUOTHUECKYIO MO3MIIMIO, JEMOHCTPUPOBATh OCO3HAHHOE
MOBEJICHHE Ha OCHOBE TPATUIMOHHBIX OOIIEYETIOBEYECKHX IIEHHOCTEH, B TOM YHCIE C y4EeTOM
rapMOHU3AIMM  MEXHALMOHAIBHBIX M MEXPEIUTHO3HBIX OTHOLIEHHWH, TNPUMEHATh CTaHAApThI
AHTUKOPPYIMIIUOHHOIO TIOBEJICHUS;

OK 07. CozeiicTBOBaTh COXpPaHEHUIO OKPYKAIOIIEH CpPe/Ibl, PECYpcOCOepeKEHHI0, TPUMEHSTh
3HaHUS 00 U3MEHEHHUH KIIMMaTa, IPUHIIUIIEI OepEeXIMBOIO IPOU3BOJICTBA, IPPEKTUBHO AEHCTBOBAThH B
Ype3BbIUANHBIX CUTYAIHIX;

OK 08. Hcnonb3oBaTh cpeacTBa (pU3MuUeCKOW KyJIbTYphl Ui COXPAHEHUS M YKPEIJICHHUS
3I0pOBbsl B TIporiecce Mpo(hecCHOHANBbHOM eATeNIbHOCTH W MOJAEpKaHUs HEOOXOIMMOTO YpPOBHS

(hU3UIECKOI TTOITOTOBIEHHOCTH;
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OK 09. TIlomp3oBaTbcs MpodecCHOHATBHOW JOKYMEHTAIlMe Ha TOCYyJapCTBEHHOM U

WHOCTPAHHOM SI3bIKaX.

IIK 1.1. OcymecTBasaTh NpueM-Tiepeaady yupaBIeHIeCKo HHGOPMAITUH C TIOMOIIBIO CPEACTB
MH(OPMALIMOHHBIX U KOMMYHHUKAIIHOHHBIX TEXHOJIOTUH.

I[IK 1.2. KoopmunupoBaTh pabOTy NPHUEMHON PpYKOBOAWTEINS, 30H IMpPHEMa pa3IUYHBIX
KaTerOpui IIOCETUTEIICH OpraHU3aluy.

I1IK 1.3. Bragetp HaBbIKaMU TJIaHUPOBAHKS pab0OvYero BPeMEHU PYKOBOJIUTENIS U CEKpeTapsl.

[IK 1.4. OcymiecTBasTh NOATOTOBKY JIE€TOBBIX MOE3A0K PYKOBOJIUTENS U APYTUX COTPYIHUKOB
OpraHH3alMH.

IIK 1.5. Bnanmets cocobamu opranu3anuu pabodero MmpoCTpPaHCTBA MPHEMHON W KaOuWHeTa
PYKOBOAMTEIIA.

IIK 1.6. OcymecTBisaTh paboTy MO MOATOTOBKE U MPOBEICHUIO KOHPEPEHTHBIX MEPOIPHUITHIA,
obecrieynBaTh MH(POPMALMOHHOE B3aMMOJCHCTBHE pPYKOBOAMTENS C  TOAPA3ICICHUSIMHA U
JOJDKHOCTHBIMHU JIMIIAMH OpraHU3aluu.

IIK 1.7. Odopmisats opraHU3aIMOHHO-PACTIOPATUTENLHBIE JTOKYMEHTHI U OpPraHU30BBIBATH
paboTy ¢ HUMH, B TOM YHUCJIE C UCTIOJIB30BaHUEM aBTOMATU3UPOBAHHBIX CHCTEM.

IIK 1.8. OdopMAsATh TOKYMEHTHI O JIMYHOMY COCTaBY M OpPraHM30BbIBaTh padOTy ¢ HUMH, B
TOM YHCJIE C UCIIOJIb30BaHUEM aBTOMAaTU3UPOBAHHBIX CUCTEM.

I1K 1.9. Opranu3oBbIBaTh TEKyIlee XpaHEHUE TOKYMEHTOB, 00pabOTKY e AJis1 ONEpaTUBHOTO

" apXHUBHOI'O XpaHCHH, B TOM YHUCJIC C UCIIOJIb30BAHHEM aBTOMATU3HUPOBAHHLIX CHCTCM.

2. TemaTuka KypcoBbIX padoT. Bbi0op TeMbl KypcoBoii padoTbl

Tematuka xkypcoBbix padoT mo M/IK 01.01 «JlokymeHTaIimoHHOE 0OECTICUeHHE YITPaBICHUS
pa3zpaboTaHa B COOTBETCTBHUU C MporpamMMmoi kypca. [IpumepHas TemaTHKa KypCOBBIX paboT
COJICPKUTCS B JAaHHOM y4eOHO-METOJMUECKOM MOocoOuu. BBIOGOp TeMbI OCYIIECTBIISETCS CTYIEHTOM
CaMOCTOATCIIBHO U3 IICPCUYHA TEM, IIPUBCACHHBIX HUXKC.

Ecan CTYACHTA 3aMHTCpPCCOBAJIa TEMA, OTJINYHAA OT TEM, NPUBCIACHHBIX B JaHHOM y‘~I€6HO-
METOJAMYECKOM IOCOOMH, TO OH MOXET IO COIJIACOBaHMIO C PYKOBOJIUTENEM BHIOpAaTh €€ B TOM
cllydae, eCclid 3Ta TeMa UMeeT OTHOLIEHHE K MpobjeMaTuke, U3y4aeMoi JUCHUIUIMHOM, IO KOTOpOH
nunieTcs Kypcopas padoTa.

Bei6op Tembl KypcoBOW paboOThI OCYIIECTBISETCS MCXOHIs M3 HMHTEpeca K Ipolieme,
BO3MOXXHOCTH TIOJy4YeHHsI (PaKTUUECKUX TAHHBIX, a TAaK)Ke HATMYUS CHEIUAIBHON JIMTEPaTyphl MO

JAaHHOMY BOIIPOCY.
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HNPUMEPHBINA IEPEYEHDb KYPCOBBIX PABOT

no MJIK 01.01 «/lokymeHTanmOHHOE o0ecnieYyeHNe YIIPABJICHUSD):

TexHomnorus odecrieueHre COXPaHHOCTH IOKYMEHTOB

Opranuzanus J0KyMEeHTO000pOTa B COBPEMEHHBIX YUPESKICHUAX

XapakTepucTUKa HOPMAaTUBHBIX JOKYMEHTOB 110 OpraHu3anuu ciyxost JJOVY.

Hogetimme nHpopManoHHbIE TEXHOJIOTHH B JIIONPOU3BOICTBE

Opranu3anus JOKYMEHTOOOOpPOTa B YCIOBHMAX HIPHUMEHEHHMsS HOBEHIIUX HH()OPMALMOHHBIX
TEXHOJIOTUM.

DIEeKTPOHHBIN IOKYMEHTOO000POT

[Topsimox mpoBeNeHHs] AKCHEPTH3bl IIEHHOCTH TOKYMEHTOB, O(QOpPMIICHHE pE3yJIbTaTOB ee
IIPOBEJICHUS

JIOKyMEHTUPOBAHHUE YIIPABICHUYECKON NEATEIIbBHOCTH

Ponb nenoBoil nepenucky B A€ATEIbHOCTH OPraHU3alUH

YHupuuupoBaHHas CUCTEMa OpraHU3alMOHHO-PACIOPAIUTENIbHON T0KYMEHTALINN.

IIpaBuna opopmiieHHsI OCHOBHBIX BUJIOB OPraHU3alMOHHO-PACTIOPAIUTEIbHBIX JOKYMEHTOB
Jlenosast nepenucka

Posnb nHGOPMALIMOHHO-CIIPAaBOYHBIX IOKYMEHTOB B YIIPaBICHUU

YHudukanus 10KyMeHTa. Y HUpUIHPOBaHHBIE ()OPMBI TOKYMEHTOB

CoBpeMeHHbIE TEXHOJIOTUH IOKyMEHTO000pOoTa

[Iponiecc paboOThI ¢ TOKyMEHTaMH, COACPKAITMMH KOH(PHUICHIIHATHLHYIO HHPOPMALUIO.
Haznauenue u co3gaHue HOMEHKIATYPBI 1.

[Ipouecc nepenauu Aen Ha ApXUBHOE XPaHEHHE.

Opranuzanus 1e710IpOU3BOJICTBA B 00Pa30BaTEIbHOM YUPEKACHUU

Opranu3zanys AeJ0NpOU3BOACTBA B MEUILIMHCKOM YUPEXKIECHUN

ITpo6aembl 3KCTIEPTU3BI LIGHHOCTH IOKYMEHTOB B 1€JI0IIPOU3BO/ICTBE

CoBpemeHHbIe TPeOOBaHUS K CUCTEMaTH3alluu 3ar0JI0BKOB

Opranu3anus JOKyMEHTOO00pOTa TOCYAapCTBEHHBIX YUPEXKIEHUH 1 OCHOBHBIE HAIIPABICHUS €TO
COBEpIIEHCTBOBAHUS

JIOKyMEHTaIlMOHHOE 00ecredeHne TPYJOBbIX OTHOIICHUH

Opranu3zanoHHbIe POPMBI IETOTPOU3BOACTBA. AHAINU3 CTPYKTYPHI U ciry k061 IOV,
Opranu3anuss ~ JOKYMEHTOOOOpDOTa  Y4YpeXJIEHHs M  OCHOBHbIE  HampaBlIeHHUS  €ro
COBEpIIEHCTBOBAHUS.

AHanmu3 JOKyMEHTO000pOTa B COBPEMEHHBIX yupexaeHusX. «be30yMaxHoe 1eI0npor3BOJICTBOY.
ABTOMaTH3UPOBAHHBIE CUCTEMBI PETUCTPALIUU JJOKYMEHTOB.

BHyTpeHHss periiameHTanus opranusanuu ciyxost JJOY Ha

MPENNPUATHH.

ITpobnembl mepexo/ia CUCTEMBI PETUCTPALIMH JOKYMEHTOB OT JKypHAJIbHON

K aBTOMaTH3UPOBaHHOU (opme.

Opranu3anus KOHTPOJISI 32 UCTIOJTHEHUEM JJOKYMEHTOB. Buibl u ¢popmbl

KOHTPOJISL.

CoBpemeHHble TpeOOBaHUS U 001IHME MTpaBUiIa (OPMUPOBAHUS JIEI.

[IpuHIMIIBI cCCTEMAaTU3alKU JOKYMEHTOB BHYTPH JeJl.

Opranu3anus XpaHeHus! JOKyMEHTOB B 3JISKTPOHHOM BHJie. O0ecrieueHne

COXPAHHOCTH 3JIEKTPOHHBIX TOKYMEHTOB.

DeKTpoHHas MoyYTa Kak Y3QPeKTUBHBIN HHCTPYMEHT BHYTPEHHEN U

BHEIIIHEW YIPABICHYECKON KOMMYHHUKALMA OPTaHU3aluU

DneKTpOHHAs NOJIHUCH: €€ CYIIHOCTh, BU/Ibl, IPUMEHEHUE.

DneKTpOHHbIE U OyMakHbIE TOKYMEHTHI. [IpobieMsbl epexoia K 3JeKTPOHHBIM JOKYMEHTaM.
Cayxe0GHOoe MHMCbMO KaK OCHOBHOE CPEJICTBO JIEJIOBOM MEPENUCKU.

Ponb pekBU3UTOB B JOKYMEHTUPOBAHUHU U TIPaBUIIa UX OPOPMIICHUS.

OdopmiieHne fien MOCTOSHHOTO, 10JITOBPEMEHHOI'0 XPaHEHHUs U 110 IMYHOMY COCTaBY.



3. Conep:kaHue M CTPYKTYpa, opopMieHHe KypcoOBOil padoThl

KypcoBast paboTa uMeeT cienyroyto CTpyKTypYy:

- BBEJICHUE;

-TEOpEeTUYeCKass 4acTh, B KOTOPOH COAEPIKATCsl TEOPETHUECKHUE OCHOBBI pa3padaThIBaeMOi
TEMBI;

-3aKJIIOYEHHEe, B KOTOPOM COJAEP)KaTCsl BBIBOABI M PEKOMEHJALMM  OTHOCUTEIBHO
BO3MOKHOCTEH MPAKTUYECKOTO IPUMEHEHUS MOIY4YEHHBIX PE3YyJIbTaTOB;

- CIIUCOK HMCIIOJIb30BAaHHBIX HCTOYHUKOB,;

- IPUJIOKEHUSI.

O6bem KP nomkeH cocTaBisaTh 10 35 CTpaHMI] MEYATHOTO TEKCTa (MPUIOKEHUS B OOLIUI
00beM pabOThl HE BXOIUT).

KprOBaH pa60Ta JOJI)KHA BKJIKOYATh CICAYIOIINE CTPYKTYPHBIC YaCTH !

1) TUTYJIBHBI JIHCT,

2) cojiepIKaHue,

3) BBEJICHHE,

4) IJIaBbI, Taparpadml,

5) 3aKIII0YECHHE,

6) CITUCOK UCIIOIH30BAHHBIX HCTOYHHKOB,
7) MPUIIOKEHHUS.

Oouue TpedoBanus K odopmMiaeHnio

- KP meuaraetcs Ha KoMIbioTepe B TeKCTOBOM pemaktope Microsoft Word na Genoii Gymare
dopmata A 4 (210x297 mm) uepHbIM 1BeToM (mpudt - Times New Roman, pasmep -14) Ha o1HOH cTOpOHE
JUCTa, MEXKTyCTPOYHBI HHTEPBAJ - OJIYTOPHBIH, BRIpaBHUBaHUE TEKCTA - 110 IIUPUHE, ad3amHbid otcTyn -1,25
cMm. [lepeHoc cioB Hegomyckaetcs. [1onyKupHbIi TIPUQT TPUMEHSIOT [ 3aT0JIOBKOB.

- [Tonst crpanwmir: Bepxuaee u HibkHee 1o 20 MM, nieBoe - 30 Mm, paBoe - 15 M.

- O6beM paboTsl 10 35 cTpaHuIl (6€3 MPUIOKEHHUS).

- ConepxkaHue BKJIIOYAET BBEJEHUE, HAMMEHOBAHME BCEX IJIaB M maparpados, 3aKII0UYEeHUE,
CITMCOK MCITOJIb30BaHHBIX UCTOYHUKOB, IIPUIIOKEHHUS.

-B Tekcre wMoryr ObITh IIpUBEJEHBl IepeuncieHnd. llepen KaxasIM 3JIEMEHTOM
MIEPEUYUCIICHUS CIEAYET CTaBUTh TUPE, APYTHE MAPKEPBI HE TOITYCKAKOTCS.

- Beimenenue TmOAYEpKMBAHUEM H JKUPHBIM  MIpUPTOM, KOTOpPHIE HE YKa3aHbl B
PEKOMEHIalUsX, HE JIOIIyCKAIOTCs.

TpedoBanus k opopmiieHuro CoepkaHus:

1. B anemente "COJAEPXAHUE" (Ilpunoswcenue b) npuBOAST 3ar0JNIOBKH TJIaB U APYTUX
CTPYKTYPHBIX 3JIeMEHTOB paboThl. [Tociie 3arooBka KakJj0ro 3JIeMEeHTa CTaBsAT OTTOYUE U IIPUBOJISAT
HOMEp CTpaHUIbl pabOThl, C KOTOPOI HAYMHAETCS JAaHHBIA CTPYKTYPHBIN 3JIEMEHT.

2. 3aronoBok «ConepkaHue» o(popMIISETCS MPONMUCHBIM MOIXYXUPHBIM mmpudTom Times
New Roman, pasmep - 14, opopmieH oguHApHBIM MEXIYCTPOUYHBIM HMHTEpBAIOM 0€3 ab3aIfHoro
oTCcTyma.

3. Tlocne 3arosoBKa TJIaBBI MPOITYCKAETCSl TyCTas CTPOKA C 3aJaHHBIMH TapaMeTpaMu:
Times New Roman, pa3mep - 14, oopMIIeH OITyTOPHBIM MEXKIYCTPOYHBIM HHTEPBAIOM.

4. Tekct Copmepxkanusi opopmusercss Times New Roman, pasmep - 14, odopmien
HOJYTOPHBIM MEXIYCTPOUYHBIM HMHTEpBaioM, 0e3 a03allHOro OTCTYIa, BhIPABHUBAHUE TEKCTa IO
HIMPHHE.



Onementsl  ComeprkaHus:

BBEJIEHUE,

HA3BAHUE U HOMEP I'JTIABBI,

3AKJIFOUEHME, odopmMIIIeTCs MPOTUCHBIMHU
CIIMCOK UCTIOJIbB3OBAHHBIX NCTOYHUKOB, OyKBaMH
[MTPUIJIOXXEHUA

Ha3BaHHA naparpa(bOB - CTPOYHBIMH 6VKBaMI/I IIepBai 6VKBa IPpOonucHasi.

Tpe6oBanusi k 0(popMJIeHHIO 3ar0JIOBKOB LJ1aB ¥ nnaparpadgos

1. B ocHoBHO# wacTtu paboThl 3arojioBku rjaB KP mumryrcst mo nieHTpy crpoku 0e3
TOYKH B KOHIIE, TPOITUCHBIMH OYKBaMH, HOIyXHpHBIM mpudrom Times New Roman, pasmep 14, ne
MTOTYEPKHUBAIOTCS, 0€3 a03aIHOTO OTCTYNA, C OMMHAPHBIMMEKTYCTPOYHBIM HHTEPBAIOM.

2. ITocne HOMepa TIIaBbl CTABUTCA TOYKA. EcCiiu 3arojoBOK COCTOUT M3 IBYX MPEIOKCHUIA,
HUX pasacidaroT Toukoi. B nmocjieAHeM IMNpCAJIOKCHUU TO4YKa HE CTaBUTCA. Me>1<)1y CTPOKaMM 3aroJIoOBKa
CTaBUTCS OJAMHAPHBINA MEKIyCTPOUHBII UHTEPBAJL.

3. IlepeHOCHI CIIOB U COKpAIIEHHs B 3ar0JIOBKAX HE JIOITYCKAIOTCS.

4. [Tocne Ha3BaHUS TJ1aBbl MPOMYCKAIOT MYCTYIO CTPOKY C 3aJaHHBIMHU IapaMeTpaMu:
Times New Roman, pasmep - 14, ¢ IIOJIYTOPHBIM MEXIyCTPOUHBIM HHTEPBAIOM.

5.  Kaxnas rmaBa KP (3a ucknrouenuem napacpagos) neqaraercsi C HOBOM CTPAHHUIIEL.

6. 3aronoBku naparpagoB NUIIYTCA MO LIEHTPY CTPOKU 0€3 TOUKHU B KOHIIE, CTPOUHBIMH
OykBamu, moyKUpHbIM 1pudTom Times New Roman, pasmep - 14, omuHApHBIM MEXTyCTPOYHBIM
WHTEPBAJIOM, HE MO YepKUBaeTCs, 6€3 a03alHOTr0 OTCTYIIA.

7. Howmep maparpada coctout u3 HOMEpOB IIaBbI M MOPSIIKOBOIO HOMEpa maparpada,
paszeneHHbIX TOUKOH (Hanpumep. 1.2..., 2.3, ...ccccevvens u m.n.) B xoH1e Homepa naparpada craBuTCs

Touka. [IepeHOCHI CJI0B M COKpAIICHUS B 3ar0JIOBKaX HE JIOMYCKAIOTCS.

8. Ecnu 3aronoBok naparpada pacrnosaraeTrcst Ha HECKOJIBKUX CTPOKaX, TO MEXKIy HUMU
CTaBUTCS OAMHAPHBIA MEKyCTPOYHBIN HHTEPBAJ.

9. [Tocrne 3aroyioBka maparpada MpoIycKarT MYCTYI CTPOKY C 3aIaHHBIMH JaHHBIMU:

Times New Roman, pazmep - 14, MexaycTpoUHbIii HHTEpBa - 1,5.

10. PaccrosiHMe Mexay 3aroyioBKOM maparpada W TEKCTOM B CEpeauHe TIaBbl (HampuMmep,
naparpadsr 1.2, 1 2.2.) I0DKHO COCTABIATH OJHY MYCTYIO CTPOKY B 1,5 MeXIyCTpOUHBIX HHTEpBaa
¢ 3aJaHHBIMU JaHHbIMU: TIMes New Roman, pazmep -14 mosryTopHbIi MEXIYCTPOYHBIH HHTEPBAL.

Hanpumep:
I'IABA 1. OBIIASA XAPAKTEPUCTHKA NEHCUOHHOHN CUCTEMBI
1.1. IleHcum Mo rocyiapcTBEHHOMY NEHCHOHHOMY O0ecleYeHuI0

........................ Aajiee CJIIeaycCeT OCHOBHOH TE€KCT pa60TLI C a63agH0ro OTCTylla

TpeodoBanusi K 0pOPMJICHHIO CTPAHWUIL
v Crpanuiel  KP HymepyroTcst apabckumu 1iud)pamMu, HMEIOT CKBO3HYIO HyMEPAIHIO M0 BCEMY
TEKCTY, BKJIIOYAsl IPUIIOKEHHUS.
v' Homep CTpaHHUIIbI MPOCTABISACTCS MO HMEHTPY B HUMKHEH YACTH JHCTA OE3TOUYKH M KaBbIYEK
o6brabIM mpudTom Times New Roman, pasmep - 12.
v TuTysbHBIHA JHUCT BKIIOYAETCS B 00IIyI0 HyMepamuio crpanui] KP, Ho HoMep | cTpaHuIs Ha
HEM He MPOCTaBISAETCS.
OO0uue TpedoBaHus K 0(pOPMIICHHIO YacTell KypcoBoi padoThbl
TUTYIbHBIN TUCT YCTAHOBIEHHOU (DOPMBI BIISIETCS NEPBOM cTpaHuLiel padoThl. TUTYNbHBIN
JIMCT KYpCOBOii paboThl oopMIIseTcs o oOpasity, npuBeaeHHomy B (IIpunoscenuu A)
Beenenne - O0muii 00beM BBeieHHs 2-3 cTpaHUIbl. Q0sS3aTeIbHBIC 3JIEMEHTHI BBEICHUS
JIOJDKHBI OBITh YKa3aHbI B YETKO YCTAHOBJIEHHOM MOPSIJIKE:
1. akTyaJbHOCTH BHIOPAHHOI TEMBI,
2. 1enb U 3a/a4H,
3. o0wekT u mpeamer KP,
4. MeToJbl HCcCIIeI0BaHuUS,




5. HOpMaTHMBHO-TIpaBOBas Oa3a,

6. Teoperuyeckas OCHOBA,

7. CTpyKTypa.

JUist pacKkphITUS aKmyanbHOCMU BBHIOPAHHOW TEMBI HEOOXOIUMO ONPEICIIUTh CTETICHb
popabOTaHHOCTH U 3HAYUMOCTH BHIOPAHHOM TEMBI B IPYTUX Tpyaax . [IpaBuibHO chopMyaupoBaTh
aKTyaJlbHOCTh BBIODAaHHOM TEMBI O3HA4aeT I[I0Ka3aTh YMEHHE OTAEIATh TIJIABHOE OT
BTOPOCTETIEHHOTO.

I]ens - GopmynupyeTcst KpaTKO U IPEAeTbHO TOYHO, B CMBICIOBOM OTHOIIEHUH BBIpaXKasi TO
OCHOBHOE, 4YTO HaMepeBaeTcs ciaenaTh wuccienoBaTesb. OHa MOAPOOHO KOHKPETU3UpPYETCS U
pasBUBaeTCs B 33ja4ax MccienoBaHus. To ecTh el KypcOBOW pabOThI SBISIETCS KOMITJICKCHBIH
aHanu3 chOPMYIUPOBAHHON MpOOJIEMBI, Jiexalled B OCHOBE IIpeAMETa HCCIeIOBaHUsS, 4YTO
OPUEHTHPYET CaMO HCCJIEIOBaHWE Ha TIOJIYYEHHE HOBBIX pE3yJIbTaTOB CIIOCOOCTBYIOIINX
pa3peleHuIo MpaKTHIecKuX 3a1a4. [IpaBuiibHas mocTaHOBKA LIEIH - TPOLIECC HE MEHEee BaXKHBIM, ueM
(dopMynHupoBaHUE BHIBOJOB.

JI1st TOCTHKEHUST TIOCTABJICHHOW IEIM KypCOBOM paboThl ompenenstorcs 3adauu. OObIIHO
3TO Jjenaercs B (GopMe TEpPEeUUCICHHS (8cnomozamenvHble 21a20abl. NPOAHANUIUPOBAMD,
ocywecmeums NposepKy, pazpabomamsv, 0600wUmMbs, 6bIAGUNMb, O00KA3AMb, NOKA3AMb, HAUMU,
U3y4Umy, pPACKpblMb, paACCMOmMpems, ONpeoelumyp, ONUCAMb, UCCAe008AMb, GbIACHUMb, O0dMb
PpeKoMeHOayuu, YCmMaHo8umy 63auUMOCE:13b, COeNamsb NPOSHO3 U M.1N.).

DopMyIHpoBaTh 3a/1a4l HEOOXOJMMO KaK MOXKHO 0oJiee TIIAaTeIbHO, MOCKOJIbKY OIUCAHHE
UX pEIIeHHs JTOJKHO COCTaBHTH COJIEPYKAHHE TJIaB KypCOBOH pabOTHl. DTO BAXHO M MOTOMY, YTO
3arojIOBKU TJIaB U maparpadoB JIOBOJBHO YacCTO POXKAAIOTCS U3 (POPMYITHPOBOK 3a7ad KypCOBOM
paboTsl. B mocnenyromem, mpyu HamMCaHUH 3aKITI0YCHUS, IIeTIECO00Pa3HO CAETIATh BEIBOBI M BHECTH
NPEUIOKEHUST TI0 pEIIeHUI0 MpoOJeM, BBISIBICHHBIX B XOAE MCCIEAOBaHUS, OTPaXKaollue
JOCTIKEHUE LIENH U 3a/1a4 PaOOTHI.

Ob6vexkmom uccnedosanus BHICTYNACT SIBICHHWE WIM OOBEKT, Ha KOTOPBIM HaIpaBlieH
Hay4HbIH MOUCK. OOBEKT - ATO omnpeseneHHass 00J1acTh peajbHON JEHCTBUTEILHOCTH OO cdepa
00IIECTBEHHOMN JKU3HH (COLUATbHO-IPKOHOMUYECKOM, TOTUTHUECKOH, OpraHu3allMOHHO-TIPAaBOBOM U
T.1.). OOBEKT - 3TO T€ OOIIECTBEHHbIE OTHOLIEHMUS], CIIO)KUBILKECS B MIPOLIECC U 110 NMOBOAY KaKOro-
100 SBIIEHUS; TO KPYr BOIPOCOB U MPOOIIEeM, KOTOPhIE U3YyYalOTCs B €€ paMKax M COCTaBJISIOT ee
conepxanue. OObEKT oTpakaeT MPOOJIEMHYIO CUTYAIIMIO, paccMaTpuBasi aClieKT HCCIICIOBAHUS BO
BCEX ero B3anMocCBs3siX. OOBEKT UCCIeAOBaHUS BCErla MIMpe, YeM MpeaMeT HCCIEA0BaHUs U TeMa
KYpCOBOM pabOThI, OH BKJIIOUAET B CEOS OINpeesIeHHYI0 chepy HAyKH WU 00J1acTh JIEeATeTbHOCTH.
D70 TO SABJICHHE, KOTOPOE U3ydaeTcs He TOJIbKO B JaHHOHM paboTe, HO U B IIMPOKOM HAy4YHOM KPYTY.
OH 00benuHSIeT 1Mo CO00 MHOKECTBO MPEAMETOB JIJIsl OTAECIBHOTO UCCIEOBAHUS.

Ilpeomem uccnedoséanua Bcerna oIpeneisieTcss Mocle TOro, Kak 0003HAYeH OOBEKT
uccnenoBanus. [Ipenmer - monsTHe Oosiee y3Koe W KOHKPETHOE, YeM OOBEKT; 3TO OJHA U3 €ro
CTOPOH, Ha KOTOPYIO OyeT HampaBleHO Ballle BHUMaHHe B padore. Eciu nX COOTHOCUTH, TO OOBEKT -
NIEPBUYCH, a MPeIMET - BTopu4eH. HEeBO3MOKHO HCClIeIoBaTh BECh 0OBEKT B OJJTHON HaydyHOU padoTe,
MO3TOMY H3YyYaeTcs ero ompejaeneHHas 4acTh - mpeamMer. OH mpencTaBiseT coO0i KOHKpPETHBIE
MPOSIBIICHUST Bamiero oObeKkTa. DTO MOTYT OBITh XapaKTEPUCTHKH WM KadecTBa, HEKOTOPBIC
CBOIiCTBa M3ydaeMoro siBieHus. [Ipenmer uccrnenoBaHusi TECHO CBSA3aH C TEMOW HCCIENOBaHUS U,
3a4acTyro, MOBTOPSET €€ B TOYHOCTH.

O6wexT u mpeamet KP cooTHOCsTCS APYT € ApYroM Kak o0Iiee U YacTHOE.

Hanpumep,
Tema KP O0BeKT IIpenmer
CoBpeMeHHbIe HOPMBI O06bexToM siBsItOTCS oOIIecTBeHHble |[Ipenmer - COBPEMEHHBIE
MpaBJICHUs OTHOIIICHHUSI, CJIO)KUBIIHMECS B TIporiecce ul(GpopMbl IpaBIeHUs

0 NOBOAY U3Y4eHUs (HOopMBbI
rocyJapcTBa.

Konctutynnonnsiit Cya/O0beKToM SBIsIOTCS odmecTBeHHble  ([Ipenmer -
P® kak opran oTHomIeHHs,  ckiaapBatonmecss B |Konctutyunonusiii Cyn PO kak
KOHCTUTYLIUOHHOT'O [IpoLIeCCe OCYIIECTBICHUS Cy1e0HOM OpraH KOHCTUTYLIHOHHOTO
KOHTPOJIA Biactu PO. KOHTPOJIA
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Memoowvl uccnedosanus - 370 CHOCOOBI, MPUEMbI U CPENCTBA, C IMOMOIIBIO KOTOPBIX
oOyJaromuiicss uccleAyeT BRIOPaHHYIO UM TeMy. MeToJl MCCIIEIOBAHUS - 3TO CIIOCO0 MPUMEHEHUS
CTaporo 3HAHUS M MOJTY4YEeHUs HOBOro 3HaHWs. [l peanu3anuu 1eneil U 3aaad UCCieJOBaHMs B
pamkax KP MOHO BBIZEUTE YETHIPE TPYIIIBI METOAOB UCCIICIOBAHMUS:

1. OOmienoruv4ecKkue METOIbI (K HUM OMHOCAM. AHAIU3, ADCmpasuposarue, CUHMes,
0bobwenue, uHOYKYusi, 0edyKyus, MoOeiuposanue:)’,

2. MeTo1pI TEOPETUUECKOTO UCCIEAOBAHUS (UCMOPUYeCKUll, CPasHUMeNbHO-NPABo8oll,
Gdopmanvro-n02uvecKull,  NPOSHOUPOBAHUS,  MEXHUKO-IOPUOUUECKUL,  JI0CUKO-IOPUOUYEeCKULL,
CUCTNEeMHO20 AHANU3A, CPABHUMENbHBIU, MOOETUPOBAHUS U M.O.),

3. Metoael sMmmupudeckne (MpakTUYecKune) (METOIbl M3YYCHHsI pealbHOro Ipoliecca,
U3Y4YEeHHUS U aHaluM3a JHUTEepaTypHBbIX HWCTOYHUKOB, H3Y4YCHHMs U aHajiu3a JOKyMEHTaluu
(cmamucmuyeckue u aHKemHvle OaHHble), COOPA IMAUPUYECKO20 Mamepuaid, HAOIOeHUs,
coyuonocuyeckue memoovl (beceda, aHKemMuposaHue, UHMEPELIOUPOBAHUE U M.0.), METOJ
AKCIIEPUMEHTA U T.11.);

4. Metoasl 00paboTKH HH(MDOPMALNH (CIMAmMUCmu4ecKull U HeCmamucmu4ecKkull).

Hopmamueno-npaeosas oaza. Ilpn nanucannu KP ropunnyeckoit TeMaTHK 00s13aTeIbHBIM
3JIEMEHTOM BBEJICHUS SIBIISICTCS XapaKTepUCTUKAa HOPMATUBHO-TIPaBOBOI 0a3bl nccienoBanus. B Heit
yKa3plBalOT ~ OCHOBHBIE  HOPMATHBHO-TIPABOBBIE  aKThl  JICHCTBYIOLIETO  POCCHICKOTO
3aKOHOJIATENILCTBA, a TaK)KE 3aKOHOJATENIbCTBA psAAa 3apyOCKHBIX CTPaH U MEXKAYHAPOTHOTO
YaCTHOTO IpaBa, PYCCKOE JOPEBOIIOIMOHHOE 3aKOHOIATENbCTBO. 3/1€Ch HEOOXOAUMO MEPEUUCITHUTD
OCHOBHBIE HOPMATHBHO-TIPABOBBIC AaKTHI, KOTOPHIE pETYIHPYIOT TPEAMET WCCIEAOBAaHUS C
yKa3aHWeM Ha3BaHWs, JaThl U HOMEpa HOPMATHUBHO-TIPABOBOrO aKTa. BakHeHIMM ycioBHeM
HOPMATHBHO-TIPABOBOM 0a3bl sIBIIsIETCS €€ aKTyallbHOCTh. OOydarommiicss JOKEH yOeanuThCs, U4To
MPUMEHSEMbIE UM 3aKOHBI M MPOYHE HOPMATHUBHBIC aKThl JCUCTBYIOT B HACTOSIIMNA MOMEHT Ha
teppuropuu Poccum.

Teopemuueckasn ocnosa viccie0BaHus - HEOOXOIUMO YKa3aTh MPOIUIBIX U COBPEMEHHBIX,
OTEYECTBEHHBIX M 3apYOEKHBIX yYUCHBIX, 3aHUMABIINXCS JaHHOU MPOOIeMOl (KTO U KaKOoe MHEHHE
BBICKA3bIBAJI MO JAHHOMY BOIPOCY); OIEHUTh COBPEMEHHOE COCTOSHHME pelIaeMoil MpOoOJIeMBbI;
yKa3aTh HEIOCTaTOYHO OCBEIIECHHBIE MYHKTHL. K OCHOBHBIM JHTEpAaTypHBIM HCTOYHHKAM aHAIH3a
UCCIIETyeMOl TEOpPEeTUYECKOW OCHOBBI OTHOCSTCS: MOHOTpaduu, HAaydHbIE CTaThbH, CIPaBOYHO-
SHIUKIIOTICIMYECKUE U3/IaHHsI, yueOHbIe U3JaHUS U IPYTUE MaTepUaIbl.

Cmpykmypa uccnedoeéanus - OHA JIOJDKHA COOTBETCTBOBATH COACpPXKAHUIO PabOTHI U
OTIpeNIeNsIeTCs EeTbI0 U 3a/1a4aMy Hay9HOTO HccinenoBanusi. OHa COCTOUT M3 BBEACHUS, KOJTMYECTBA
IJIaB, BKJIOYAIOIIMX  OMNpEJEeNIEHHOE  KOJIMYeCTBO  maparpadoB,  3aK/IIOUEHHs,  CIIHCKa
UCTIOJIb30BaHHBIX HCTOYHHUKOB, TIPUIIOKEHUS (€CIIH OHO UMEETCS B MICCIIEIOBATEIBCKON paboTe).

(Hanpumep, Cmpykmypa pabomul onpeoeniemcs ee 00beKmMOM, Yeavblo U 3a0auamu
uccne0o8anusl U 8 COOMEEMCMeUU ¢ IMUM, COCTOUM U3 86€0eHUs, 08X 21a8, BKII0UAIOWUX & ceDsl
yemvipe napazpagha, 3aK104eHUsl, CNUCKA UCNOIb308AHHBIX UCIOYHUKOB, NPULONCEHUIL.)

Ocnognaa uacme Kypcoeoil padomsl BKIIOYAET IjaBbl U maparpadbl B COOTBETCTBUU C
JIOTUYECKON CTPYKTYpOH M3nokeHus. Ha3Banue rimaBbl HE JOKHO AyONMpOBaTh Ha3BaHUE TEMBI, a
Ha3BaHHe naparpadosB - Ha3BaHHE Ii1aB. DOPMYITHPOBKH JODKHBI OBITH JAKOHUYHBIMH M OTPaXKaTh
CYyTb TJIaBHI.

OcHOBHas 4acTb KypCOBOH paOOTBI COAEPIKUT, KaK MPaBHUIIO, ABE TIIABBI.

Ilepsan z2nasa MoCBALIACTCS TEOPETHUECKUM AaCMEKTaM H3y4aeMOro OObeKTa M IMpeaMmera
KypcoBoil paboTbl. B Hell conmepxkurcs 0030p HCMIONB3yeMbIX HCTOYHMKOB HH(pOpMaIuH,
HOPMAaTHUBHOM 0a3bl MO TeMe KypcoBO# paboThl. B 3T0# riiaBe MOryT HallTH MECTO CTaTUCTUYECKHE
JTaHHbIE, TOCTPOEHHBIE B TAOIUIIBI U TPApUKH.

Paborta Hax mepBoil rmaBod TOKHA TMO3BOJUTH PYKOBOJIUTENIO OLEHUTh M OTMETUTH B
OT3BIBE YPOBEHb PA3BUTHS CICIYIONIINX OONIMX KOMITETCHIINN BBITYCKHHUKA:

- MOHMMAaTh CYIIHOCTh M COLMAIbHYIO 3HAYMMOCTh CBOei Oynymieil mpodeccun,
MIPOSIBJIATH K HEH YCTOWYMBBINA MHTEPEC;

- OCYLIECTBIATh TOUCK M  HUCHOJb30BaHWE MH(OpMANUKM, HEOOXOAUMOW A
3¢ (PEKTUBHOTO BBHITIOJHEHUS TPO(PECCHOHATBHBIX 3a/1ad, MPO(PECCHOHATIBHOTO W JMYHOCTHOTO
pa3BUTHSL.

- B KOHIIE Ka)XJI0T0 naparpada 1aercst KpaTKUid BBIBOJI.

Bmopasn 2naea nocBsimaeTcs aHAIM3Y MPAKTHYECKOTO MaTepuaa, TOJTYyYeHHOTO BO BpeMs
IPOM3BOJICTBEHHOIN NMPAaKTHKH U MPOOJEMHBIX CHUTyallUld C MpEAsIoKeHHEM ee pemieHus. B stoi
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TJIaBE COJIEPIKUTCA:

- KpaTKas XapaKTepHCTHKA OPTaHU3alNK /IPEANPHUITHS, HA MaTepraiaX KOTOPOU MUIIETCS
pabora;

- aHaJlu3 Marepualia Mo TeMe 3a MEepHoJ] He MEHee ABYX JeT. AHanu3 J0JDKEH
IIPOBOAMTHCSA HAa OCHOBE KOHKPETHBIX JAHHBIX, NT0JIy4eHHbIX aBTopoM KP, a Takxke Ha MaTepuanax,
COOpaHHBIX UM MPH MIPOXOKIACHUH MTPAKTUKU;

- ONMCAaHHWE BBIABICHHBIX MPOOJIEM M TEHACHIHMHA pPa3BUTUS OOBEKTa M MpeaMeTra
M3YYEHHUS Ha OCHOBE aHaJM3a KOHKPETHOI0 MaTepuaa 1o u30paHHoi TeMe;

- OTMCAaHKNE UMEIOIUXCS MyTeH pelIeHNs BBIABICHHBIX TPOOIIEM.

B xone ananmmza MOTYT HCIOJNB30BAThCSl AHAJUTHUYECKHUE TaONMUIBI, pacueThl, (HOpPMYIIbI,
CXEMBI, IUarpaMMbl U rpauKu.

Pabora Ham BTOpOIl I1aBOi MOJKHA MO3BOJUTH PYKOBOAMTENIO OLICHUTh U OTMETHUTH B
OT3BIBE YPOBEHb Pa3BUTHS CICIYIOIIUX OOLIMX KOMITETECHIIUHA:

- OpraHu30BBIBATH COOCTBEHHYIO NIEATEIBHOCTh, BHIOMPATh THUIOBBIE METOABI M CIIOCOOBI
BBITNIOJTHEHUS TPO(EeCcCHOHANIBHBIX 3a/1a4, OIIEHUBATh UX A(P(HEKTUBHOCTH U KAYECTBO;

- pelaTe 1po0JIeMbl, OLIECHUBATh PUCKU U IPUHUMATh PELLEHUS B HECTAHJAPTHBIX
CUTYaIUsX;

- HCII0JIb30BaTh MH(POPMAIIMOHHO-KOMMYHUKAIIMOHHBIC TEXHOJIOTUU st
COBEPIICHCTBOBAHUS MPO(eCcCHOHABHOM 1eATeIbHOCTH;

- OBITh TOTOBBIM K CMEHE TEXHOJIOTHH B TPOPECCHOHATBHOM 1eATEILHOCTH.

PykoBoguTens JOMKEH OLIGHUTh M OTMETUTh B PELEH3UH YPOBEHb Pa3BUTHUS
npo(ecCHOHANBHBIX ~ KOMIIETEHIIMM, B paMKax OCBOEHHUS MpPO(ecCHOHATBHOTO  MOJIYJIs,
COOTBETCTBYIOILIETO BEIOPAHHOM TeMe KypCOBOM pabOTHI.

3akniouenue SBISETCS 3aBepLIAIONIEd YacTbi0 KypCOBOM pabOThl, KOTOPOE COJEPKUT
BBIBOJIbI U MIPEJIOKEHHS C UX KpPAaTKUM OOOCHOBAaHHEM B COOTBETCTBHH C MOCTABICHHOW IENbIO U
3a/ladyaMM, pacKphIBaeT 3HAYMMOCTh MOJIYYEHHBIX PE3YyJIbTaTOB, YKAa3bIBAIOTCS KPATKO MPOOJIEMHBIE
CUTYyallud W TPEJIOKEHUS IO €€ PELICHUI0. 3akIoueHHEe He JOJDKHO COCTaBIATH Ooyiee Tpex
CTpaHHUL TEKCTA. 3aKIOYEHHE JIEKUT B OCHOBE JI0KJIa/1a 00y4JaroIerocs Ha 3aliuTe.

Cnucok ucnoib306aHHBIX UCHIOYHUKOE OTPAXAET TEepeYeHb HCTOYHUKOB, KOTOpHIE
MCIIOJIb30BAINCh IPU HAMKUCAHUU KypcoBOH pa®oThl. CHHMCOK JOJKEH COCTaBlATh He MeHee 20
VCTOYHUKOB.

Ilpunoscenusa MOTyT COCTOATH U3 JAOMOJIHUTENBHBIX CIPABOYHBIX MAaTEPUAIOB, UMEIOLINX
BCIIOMOTaTeJIbHOE 3HAYEHHE, HAIIPUMEpP: KON JOKYMEHTOB, BBIAEP/KEK U3 OTUETHBIX MAaTEPHAJIOB,
CTaTUCTUYECKUX JIAHHBIX, CX€M, TaOJINII, AMArpaMM, IPOrpaMM, MOJOKEHUH U T.11.

Odopmiienue TA0aMI ¥ MNIIOCTPATHBHOIO MATEPHAIA

1. [udposoit maTepuan qomKkeH oQpopMIISIThCs B BUAE Tabnuil. TaOauisl NpUMEHSOT
Ul HarJIAJHOCTH W yAoOcTBa CpaBHeHMs TNokaszareneil. Tabmuiy cneayer pacnojaraTh
HENOCPEICTBEHHO MOCIE TEKCTa, B KOTOPOM OHA YIIOMHMHAETCS BIIEPBbIE, MJIN HA CIEAYIOUIeHCTpaHu1e

2. Ha Bce TaGauubl A0MKHBI OBITH CChUIKH. Ilpu cchbuike ciiegyeT medaraTbh CIIOBO
"rabnuma" ¢ ykazaHuEeM ee HOMepa.

3. HaumeHoBaHue crenyer noMemaTth Haj Tabauiel ciaeBa, 6e3 ab3alHOro oTCTyna B
cnenytomeM popmate: Tabnuia Homep Tabnuiel - HaumenoBanue Tabauiib.

4, HaumenoBanue TaOmuIlbl MPUBOIAT C TPOMUCHOW OYKBHI 0€3 TOYKM B KOHIIE.
Ha3zBanue TabnuIbl He BBIIEISIETCS, €CIM HaUMEHOBaHHe TaOJIHIIbI 3aHUMAET JIBE CTPOKH U OoJee, TO
€ro clieZlyeT 3alluChIBaTh Yepe3 OJJUH MEKCTPOUHBIA HHTEPBAJ.

Ecnu tabnuia He yMmeraeTcsi Ha OJIHOM CTpaHMIIE, Ha CIEAYIOLIeH CTpaHHIle TTOBTOPSETCS CTPOKA C
HOMEpaMHu KOJIOHOK O€3 MOBTOPEHMsS] UX Ha3BaHUS M NpeaBapsieTcs IO JEBOMY Kparo ClIOBaMU
«IIponomkenne TabauIbI 1».

5. B siueiikax Tabnuibl 1onmycKaeTcs NpuMeHeHne mpu@Ta MEHbIIEro pa3Mepa, YeM B
OCHOBHOM TEKCT€; MHTEpBAJ - OJMHAPHBIA 0e3 ab3allHOTro OTCTyNa; LU(POBBIE 3HAUECHUS
BBIPAaBHUBAIOTCS IO LIEHTPY, OYKBEHHBIE - 110 JIEBOMY Kparo; LIEHTPOBKA MPOU3BOAUTCS MO
TOPU30HTANIM U BEPTUKAIN; 3aTOJIOBKU KOJIOHOK U CTPOK TAOIHIIBI MUIIYTCS C MPOMUCHONOYKBBI, a
10/13ar0JIOBKH KOJIOHOK - CO CTPOYHOM (€CITM OHU COCTABJISIFOT OJHO MPEUI0KEHHUEC 3arojioBKoM). B
KOHIIE 3arojIOBKOB M TO3aroJIOBKOB TaOJIMI] TOUKH HE cTaBsTcs.Ha3zBaHUs 3aroyloBKOB U
10/13ar0JIOBKOB TaOJIUI] YKa3bIBAOT B €IMHCTBEHHOM 4ucie. Hanpumep:

Tabmwuma 1 - [pynnupoBka crateit 6ananca 3a 2020 rof, Teic.pyoO.
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AKTHB Ha nagano Ha xonerg ITaccus Ha nagano Ha xowner IInaTexHbIH U3IUIIECK WITH
2017 ropa 2017 rona 2017 roga 2017 rona HEIOCTATOK

1 2 3 4 5 6 7=2-5 8=3-6

Al 258 800 111 633 768 -375 32

A2 2037 1820 112 - - 2037 1820

A3 381 98 113 7 7 374 91

A4 245 331 114 2281 2274 -2036 -1943

OQOQMJICHI/IC WLIIOCTPATUBHOIO MaTepuajia
Nnmroctpanuu  (uepTexu, Tpadukud, CXeMbl, KOMIBIOTEPHBIC paclevyaTKd, JuarpaMMbl,

(OTOCHUMKH) cJeIyeT pacrhojiaraTb HEMOCPEICTBEHHO IIOCIE TEKCTa, IJie OHH YIOMHHAIOTCS

BIIEPBBIC, WJIM Ha cleayroleil crpanuie (10 BO3MOKHOCTH OJMKe K COOTBETCTBYIOLIUM YacCTAM

TeKcTa otdera). Ha Bce miumocTpanuu JOJKHBI OBITH JaHBl CCHUIKH. [IpH cchuike HEOOXOAUMO

MMCaTh CJIOBO "PUCYHOK" M €ro HoMep, HarpuMmep: "B COOTBETCTBUHU C PUCYHKOM 2" | T.I.

Pucynok pacnonaraercst o HEHTPY, 101 PUCYHKOB IuIeTcs «PUCYHOK HOMED - Ha3BaHUEY
Hanpumep:

OcHoBHOU |

OcHoBHoM |

OCHOBHOM

OcHoBHOW | 0 O6wan NnKB.

OcCHOBHOW | 0 TeKywas AuKs.

OcHOBHOM
0 A6CONIOTHAA NUKB.

OcHoBHOW |

. B O Kputuueckas NnKB.
OCHOBHOW

OCHOBHOI

OcHoBHON +=
OCHOBHOM

Pucynoxk 1 - Jlnunamuka k03 PHUIHEHTOB MIIATEKECTIOCOOHOCTH

OPOPMJIEHUE CHOCOK:

[Ipsimoe nuTHpOBaHKE BBHITOIHACTCS C COOTIOIEHUEM CIIECAYIOUINX TPEOOBAHHIA:

- [UTaTa J0JDKHA COJIEPKATh 3aKOHUCHHYIO MBICIb U TPHBOAWUTHCS B KaBbIUKax 0Oe3
WU3MEHEHHIA;

- npu Hanucanuu KP ucnonb3yrorcss moactpounble OuOnIMoOrpaduueckue CChUIKH,
KOTOpble O(QOPMIISIFOTCS Kak NpHUMEYaHWe, BBIHECEHHOE M3 TEKCTa JOKYMEHTa BHHU3 IIOJIOCHI
(Hanpumep)».:

- TpeboBaHMs K 0pOpMIIEHHIO CHOCKH: 00bIYHbIM mpu¢T Times New Roman, pasmep - 10,

OcHOBHOM

OCHOBHOWM

BbIPaBHUBAHUE IO IIUPHUHE, MEKTYCTPOUHBIA HHTEpBaN - 1, 6e3 ab3anHOro oTcTyNna.

- CKBO3HAas HyMepaIlusi CHOCOK 4epe3 BCIO padoTy.

- kommvecTtBO cHOcOoK He MeHee 20. CHOCKM 00s3aTeIbHO JOJDKHBI OBITh B CITHICKE
UCIIOJIb30BAHHBIX UCTOYHHKOB.

- B Cllydae, €CIM CHOCKA JJaeTCs Ha OJHOW CTpaHMIIC Ha OJMH W TOT K€ UCTOYHHUK, TO BO
BTOpO# pa3 nmuiercs: Tawm xe, C....

Hanpumep,

t I'pakpanckuii koneke Poccuiickoii @enepannu (yacte TpeThs) oT 26.11.2001 Ne 146- @3
(pen. ot 18.03.2019) // Cobp. 3axoHOmaTembeTBa PO, Ne 49, 2001. ct. 4552. Cr. 1112.

2 Tam ke, Crt. 1113.

3 Tam xe, Cr. 1114,

uaiu

* HcaeB N.A. UcTopusi 0Te€UeCTBEHHOTO rOCYJapCcTBa U MpaBa B cXxeMax U Tabmumax: yueo.
noc. M.: IIpocmekt, 2015. C. 220.
2 Tam xe, C. 221.

OBPA3LbI O®OPMIJIEHMA CHOCOK

! ApburpaxHo-TIporieccyanbHoe npaso: yueb. noc. / nox pen. B.A I'ypeesa. M.: Ctatyt, 2016. C. 25.



13

OdopMiieHHe CHOCKH HOPMATHBHO-TIPABOBLIE AKThI
+ I'paxnanckuii kogekc Poccuiickoii @enepanuu (qacth TpeTbs) oT 26.11.2001 Ne 146-D3 (pen. ot

18.03.2019) // Cobp. 3akoHOmaTenbcTBa PD. Ne 49, 2001. cr. 4552. Cr. 1112.

2 Cemeiinbiii kogekc Poccuiickoit deneparu ot 29.12.1995 Ne 223-d3 (pen. ot 02.12.2019) //
Co0p. 3akoHomarenbcTBa PO. Nel. 1996. ct. 1121. Cr. 16.

3 denepanbHbIil 3akoH 0T 24.06.1999 No 120-®3 «O06 ocHOBaX CHCTEMBI MTPOPUITAKTUKHI
0e3Ha30pHOCTH M [IPaBOHAPYIIEHUI HecoBepieHHoIeTHHX» (pea. oT 07.06.2017) //Poccuiickast
razera. Ne 121. 1999. Cr. 15.

OdopMiieHHe CHOCKH HA JUTEPATYPY
¢ ApOuTpaxkHO-TIpoleccyaabHOE TpaBo: y4eb. moc. / mox pen. B.A I'ypeea. M.: Craryr, 2016.
C.25.
5 Hcaes U.A. UcTopus 0T€4eCTBEHHOTO IOCY/IapCTBA U MpaBa B cXxeMax 1 Tadimiax: yued. moc. M.:
ITpocnexr, 2015. C. 220.
° IlesmoBa E.A. TpymoBoe mpaBo: yueObnuk. M.: HOctummsa, 2021. C. 205. URL:
https://book.ru/book/938960 (marta obpamenus: 27.01.2021).

OdopMiieHHe CHOCKY HA NePUOANYECKHE U3IAHUS
" Maxkosckuit A.JI. HaciienoBanue mo 3akoHy: peanbHOCTh U nepcenekTuBa // 3akon. 2016. Ne 4.
C.142.
s Bonpmapenko W.II. Mepbl npecedeHusi B CUCTEME Mep MPOIECCyalbHOrO MpuHyxaeHus // Mup
ropuanueckoit Hayku. 2014. Ne 1-2. C. 47.

OdopmiieHre CHOCKH HA HHTEPHET-PECYPChI
¢ OdunuanbHble MEPUOINIECKIE U3AAHUS : AIEKTPOH. myTeBoAuTens / Poc. Hail. 6-ka, LleHTp
paBOBOI uHpopmanuu. [CII6.], 2005-2007. Pexxum JOCTYyTIA: URL:
http://www.nlr.ru/lawcenter/izd/index.html (zara o6parmienns:18.01.2017).
© Jlorunona JI. I'. CymHoOCTbh pe3ynabTaTa AONOJHUTENBHOTO oOpa3zoBaHus neteit / O6pa3oBaHue:

UCCIIEIOBAHO B MHUpE: MexayHap. Haydy. mnen. MHrepHer-kypH. Pexum pocryma: URL:
http://www.oim.ru/reader.asp?nomer=366 (mara oopamenus: 17.04.2017).

Odopmaenue hopmv.i:

@opMyIbl B OTYETE CIIEAYET pacrojaraTh IMOCEpENHE CTPOKH M 0003HAYaTh MOPSIKOBOM
HyMepaleil B npejaenax Bcei paboTel apabckumu nudpaMu B KPYTIIbIX CKOOKaxX B KpaifHEM MpaBOM
MoJIOKEHUU Ha cTpoke. Onny popmyny o6o3Haqator (1).

ey A (1)

A= )

olo ol

- Ccbuiki B paboTe Ha MOPSAKOBbIE HOMepa (OopMyJl MPUBOASITCS B CKOOKaX: B
dopmymne (1).

Odopmienue cnucka MCNOJAb30BAHHBIX MCTOUHNKOB (cM.ITpunoskenue J1)

- 3arosioBok oopmiIseTcs MPOMUCHBIM MOMYXUpHBIM IpudTom Times New Roman,
pa3mep - 14, mexxaycTpodHblii HHTEpBai - 1,5; 6e3 ab3amHoro oTcTyma.

- Ilocnme mpomyckarT MyCTYIO CTPOKY C 3aJaHHbIMH Tapamerpamu: Times New Roman,
pasmep - 14, Mex1ycTpOUHbII HHTEepBa - 1,5.

- Cnucok HCIOJIb30BaHHBIX MCTOYHHKOB BKJIIOYAET B ceOsi 00s3aTeNIbHBIC JIEMEHTHI,



https://book.ru/book/938960
http://www.nlr.ru/lawcenter/izd/index.html
http://www.oim.ru/reader.asp?nomer=366
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KOTOPBIC pacCriojiararoTcs CTporo B 3aIaHHOM IMOPAJKE, 4 UMCHHO!

HopmaTuBHO-IpaBoOBbIE AKTHI;
Jluteparypa;
Ilepuoauyeckue u3IaHus;
HNuTepHeT-pecypcesl.
- HasBanme kaxaoi Tpymnmbsl HCTOYHUKOB (Hampumep, Jlumepamypa) odopmisercs
mpudrom Times New Roman, pasmep - 14, mexmycTpouHblii WHTEpBad - 1; MOJTYKUPHBIM
mpudTom, 6e3 ad3aIfHOro OTCTYIA, MO IEHTPY C MPOTHCHON OYKBEHI.

- BBIpaBHI/IBaHI/IC TCKCTAa ICTOYHHUKOB 110 HIUPHUHE.

- Hywmepauust HICTOUHUKOB CKBO3Hasl. DJIEMEHTHI CIIMCKa (Hanpumep, Jlumepamypa u m.n),
HE HYMEPYIOTCSI.
- JluTtepaTypa U nepuoAnYECcKre U3AaHUs PACHIOIAraloTCs B aI()aBUTHOM HOPSIZIKE.
- Hcnonb3oBaHHBIE JHUTEpaTypa M MEPUOAWYECKHE W3JIAHHS JOJDKHBI OBITh W3JIaHBI He
mo3auee 5 Jjert.
HopmaTuBHO-IpaBOBbIE AKTHI PACHOJIATAIOTCA 110 YObIBAHUIO IOPUIAHYECKOM CHJIBI.
MesxayHapoiHble HOPMAaTUBHBIE aKThI
Koncrurynus
®denepanbHble KOHCTUTYLIHOHHBIE 3aKOHBI
®enepanbhble 3akoHbl (Koaekcsr)
3akoHbI cyObekToB PD
Vka3sl [Ipesunenra
7.Axtel [IpaBuTenscTBa
a) MOCTaHOBJICHUS
0) pacnopspKeHHS
10. HopmaTuBHBIEC aKThl MUHUCTEPCTB U BEIOMCTB
a) NOCTAHOBJICHUS
0) mpuKa3zbl
B) pacropsKeHUs
r) IHCbMa
12. PermoHanbHble HOPMAaTUBHBIE aKTHI (B TOM K€ MOPSIJIKE, KaK U POCCUICKHE)
13. TOCTm
14. CHullei, CII, EHUPsI, TY u ap.

ogakrwdE

O6pa3zen opopmiIeHHsI CIIMCKa HCIOIb30BAHHBIX HCTOYHUKOB NIpUBe/eH B Ilpunoscenuu /1.

Od¢opmiieHue NPpUIOKEHHS.

- [IpunoskeHus SIBISIFOTCS YaCThI0 paOOThI, MIUTFOCTPUPYIOLIEH WM JOMOJHSIONEH ee
OCHOBHO€ CO/IEpKaHHME U UMEIOLIEeH CIIpaBOYHOE 3HAUEHUE.

- KomngectBo npuioxeHuii He MeHee 3-X.

- Kaxxgoe npuinoxeHue cieayeT pa3mMelaTb ¢ HOBOM CTpaHUIbl C yKa3aHUEM B IIPaBOM
yriay BepxHeil dactu ctpanuubl cioBa "TIPUJIOKEHUE". Odopmnenue mpudrom Times New
Roman, pa3zmep - 14, MexxaycTpouHbIi HHTEPBAI - 1, MOIYKUPHBIM HIPU(TOM.

- [Ipunoxxenust 0003HavaIOT MPOMUCHBIMU OYKBaMH, HaUMHAas ¢ A, 32 UCKIIOYEHHEM OYKB
E, 3, I, O, U, b, bL, b. Iocre ciosa "TIPUJIOKEHUE" cienyer OykBa, 0003HayaroIias ero
MOCIIE0BATENbHOCTD.

- [TpunokeHrne MOKET UMETh 3aroJIOBOK, KOTOPBIN 3aMUCBHIBAIOT C MPOMHCHON OYKBBHI,
MOJY’)KUPHBIM HIpU(TOM, OTAENBbHON CTPOKOW MO IeHTpy 0e3 TOUKH B KOHIE (oopmileHue
mpudrom Times New Roman, pa3mep - 14, MexyCTpOUHbIH HHTEpBaT - 1; 6e3 a03a1HOro OTCTYyIA).

- [IpunoxxeHus HEOOXOAUMO pacroiaraTh B MOPSAKE MOSIBICHUS CCHUIOK B OCHOBHOM
TEKCTE.

- B Texcre KP 00s3aTenbHO MOKHA OBITH CCHUIKA HA KaX0€ MPHJIOKEHUE B KOHIIE
paboThI, KOTOPYIO YKa3bIBAIOT B CKOOKaX.

Hanpumep,

Obvekmugnoe 6MeHeHue, Mo ecmb Y20J08HASL OMEEMCMBEHHOCMb 34 HEBUHOBHOE
npuuureHue epeoa, e oonyckaemcs (IIpunoscenue A).

- B cnyuae, ecnu tekct [Ipunoxkenus pacrnonaraercs Ha HECKOJIbBKUX CTpaHUlaxX, TO Ha
BTOpOl W TMOCIEQYyIOIMX CTpPaHULAX B TMPAaBOM BEpXHEM Yriy nuiercs: [Ipoodondicenue
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Ipunoscenus A. Odopmisiercss KypCUBOM NOTYXHUPHBIM 1mpudTom, Times New Roman, pasmep -
14, mexxmycTpouHbIii mHTEpBaN - 1; 6e3 ab3arHoro orcrymna.

- Ecnu B [lpunoxenuu npencrabiieH O6JaHK JOKYMEHTa, TO OH JIOJDKEH B 0053aTeIbHOM
nopsijike 3anosHeH. [1ycTpie OJaHKH JOKYMEHTOB HE JONYCKAIOTCS.

- Kcepokonuu 1okymeHTOB B [IpHiioskeHHH IOMYCKAIOTCSI B HEOOIBIIOM KOJHYECTBE.
Kcepokonus nomkHa OBITH XOPOIIO YHTAEMA.
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ITPHJIO)KEHHUE A

INPOPECCHUOHAJIBHOE OBPA3OBATEJIBHOE YACTHOE
YUYPEXKJIEHUE «MYPMAHCKHUA KOOINEPATUBHBIN TEXHUKYM»

CnennanbHocthb: 40.02.01 [IpaBo u opranu3anusi COUAJILHOr0 0odecneyeHus

KYPCOBAS PABOTA

MJIK 01.01 «JlokymMeHTaIlmOHHOE 0OCCTICUCHHE YITPaBICHUS»
Tema: « »

BeinosiHena:
O0Oy4YarOIIMMCS TPYTIIIbL

Kypca

@UO obyuarowezocs
IIposepuur:

DUO, oonxcrocms
Pabdora 3aperucTpupoBaHa:

DUO, oondcrocmo

« » 20 r.

Mypmanck, 20
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IMPHJIO’)KEHUE B

Hupextopy [TOUY «MKT»
(OHUO)
oOyuaromerocs Kypca
CIIEUATBHOCTH

TPYILIBL

Damuus Umst Ot4ecTBO (MOJTHOCTHIO)

3AABJIEHUE
HpOHIy YTBCPAUTH MHCE CJICAYOIYIO TEMY KprOBOfI pa6 OTBhI:
«__» 20 I.
(moamuce) (®.1.0)
CornacoBaHo:
PykoBonurens KP
/ /
(RODKHOCTB) (moanuce) (pacimdpoBKa NOAIHCH)
« » 20 T
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MPUJIOXKEHHUE T
PELHEH3USA
HA KYPCOBYIO padoTy

IO ANCHUIIIIMHE

Crynenra(kn) Kypca, TPyIIIbI

(haMuKs, IMsI, OTYECTBO

[IpenonaBarens

(haMuHsL, IMS, OTIECTBO

IHoanuce

23

Omuenka (3a4TeHO/HE 3aUTEHO) Jara

PereHsnst Ha KypcoByI0 pabOTy COCTaBIISIETCSs PEIIO/IaBaTeIeM Ha OCHOBAaHHUH aHAJIN3a COACPIKAHHUS BBITOIHEHHOI PabOThI, OTMEUCHHBIX OIIHOOK
U HeTouHOCTeH. [IpH cocTaBieHHH peleH3HN HE0OX0MMO OTMETHTh aKTyaIbHOCTh TEMATHKK PabOThI, KOPPEKTHOCTH IOCTAHOBKH LIEIX U 331a4
palboThl, SICHOCTb, HYETKOCTh, IOCIEIOBATENBHOCTE M JIOTMKAa W3JII0XKEHHS MaTepHala, KauecTBO O(QOPMIICHHUS, KadeCTBO HCIOIb30BAHNUS
WUTIOCTPUPOBAHHOTO MaTtepuana (pUCYyHKH, TaOiaMIpbl, rpadyky, AMarpaMMbl W T.IL.), TOJHOTa 0030pa JHUTEPAaTypbl M HMHBIX HCTOYHUKOB,
HPUMEHCHHE COBPEMEHHOTO MAaTEMaTHYECKOro, HPOTPAMMHOIO OOECHEUCHHS, KOMIBIOTEPHBIX TEXHOJOTHl, U MHBIX MHCTPYMEHTOB B pabore,
IpenonaBarens nenmaer oblee 3aKIIFOUCHHE: PEICTABICHHAs KypcoBas paboTa (COOTBETCTBYET/HE COOTBETCTBYET) TPEOOBAHMUSM, TIPE/IbSBISCMBIM
K JJAaHHOMY THITY pabOT MOXET/HE MOKET OBITh PEKOMEH/IOBaHA K 3aLIUTE.


http://pandia.ru/text/category/vipolnenie_rabot/
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IMTPUJIOKEHUE [
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146-®3 (pex. ot 18.03.2019) // Cobp. 3akonomarenbctBa PD. Ne 49. 2001. ct. 4552.
cT. 1112,
2. Cemeitnbiii kojaeke Poccuiickoit deaeparun ot 29.12.1995 Ne 223-d3 (pen. ot
02.12.2019) // Cobp. 3akonomatenbcTBa PD. Nel. 1996. cr. 16.
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