[podeccronansroe 00pa3oBaTeIbHOE YUPSKICHAE

«YpanbCKUi pETHOHAIBHBIN KOJUIEIK

-
( ;}7;;0/},1’41 A;I?iflg JIOKYMEHT HO/UIMCAH

3 dBHE YCHJIEHHOM
ﬁl( OWIEIPK  xpsmeumroparmoii

JEKTPOHHOM IOJIIIHCHIO

CBEJAEHHSI O CEPTH®HUKATE 211

CEPTH 56722
BIIAJIE

Paccmotpeno Yr1Bepxkaaro - )
Ha 3aCeIaHuU IeJarornyeckoro CoBeTa Hupektop IIOY «YPK»

[TpoTokon Ne 4 A.B. Monoguuk

oT «31» mas 2022 r. «01» urons 2022 roxa

METOAMYECKHUE PEKOMEHJAILINU
T10 BBITIOJIHEHUIO KYPCOBOM PABOThI

M/IK 01.05 AEJIOITPOM3BOACTBO U PEXXMM CEKPETHOCTU

40.02.02 IIpaBooxpaHHUTENbHAS AEATEIBHOCTD

Yensgounck, 2022



Cocrasutens: 3onotoa E.I1., npenonaBaTens crieliMaibHbIX TUCIUILIUH.

Meroauueckue pEeKOMEHJAlUM 10 BBIMOJHEHUIO KYpCOBOM  pabOThI
SBJISIIOTCS 4acThlO ydeOHO-MeToauueckoro komruiekca (YMK) mo aucuurmivne

MK 01.05 [denonpou3BOACTBO U PEXUM CEKPETHOCTH

MeTtoau4eckue PEKOMEHIAMU OIPEACIAOT LEJIH, 3aJadyd, MOPSI0K
BBITIOJIHCHUS, a TakKXKe CoOJAepX aT TpeOOBaHUS K JIMHTBUCTHYECKOMY U
TEXHUYECKOMY O(GOPMIICHUIO KYpCOBOM padOThl, MPAKTUYECKUE COBETHI IO

IMOATOTOBKC U ITPOXOXKACHHUIO ITPOLCAYPHI 3allTUTHI.

MGTOI[I/ILIGCKI/IC PCKOMCHAAINN aAdpCCOBAHBI O6yanOHIHMCH OYHOU U

3a04HOM POpMBI OOyUCHHUS.

B QJICKTPOHHOM BHAC MCTOIUYCCKHC PCKOMCHIAIKMK pPAa3sMCIICHBI Ha

(ailioBOM cepBepe KoJUIeka U B ceTh MHTepHET 1o aapecy: WWW.Preco.ru.



COJIEPYKAHUE

BBEJIEHUE

1 LIEJIb 1 BAJTAYM KYPCOBOW PABOTEI

1.1 [enb KypcoBoit pabOTHI

1.2 3amaum KypcoBoii pabOThI

2 CTPYKTYPA KYPCOBOM PABOTEI

3 TIOPSJIOK BBITTIOJTHEHU S KYPCOBOM PABOTBI
3.1 BriOop Tembl

3.2 CocTaBieHue mi1aHa NOArOTOBKU KypCOBOM pabOThI
3.3 Ilonbop, uzyueHue, anajinu3 U 0000IIEHUE MATEPUATIOB IO BHIOPAaHHOM
TEME

3.4 Pa3zpaboTka coJiep>kaHusi KypcoBOM pabOThI

3.4.1 Pa3paboTka BBeJcHUS

3.4.2 Pa3paboTka OCHOBHOM 4acTu KypcOBOW pabOThI
3.4.3 Pa3zpaboTka 3aKJII04eHUs

3.4.4 CocraBieHre CIIMCKa UCIOIb30BaHHBIX PECYPCOB
4 OBIME ITPABUJIA O®OPMIJIEHUSI KYPCOBOM PABOTHI
4.1 OdopmiieHrE TEKCTOBOTO MaTepurasa

4.2 OdopmiieHre TUTYIBHOTO JIUCTA

4.3 OdopmiieHre CTPYKTYpPHBIX 3JIEMEHTOB

4.4 OdopmiteHHE ULTFOCTpAIAN

4.5 OdopmiieHue TadbIuIY

4.6 OdopmieHHe MPUIOKESHUN

4.7 OdopmiieHre ccbUIOK

4.8 OdopmiieHne crrcKa UCTIOJIb30BaHHBIX PECYPCOB

4.9 TpeOoBaHUs K IMHTBUCTUYECKOMY OQOPMIIEHUIO KYPCOBOM pabOThI
5 TIPOLIEJTYPA 3AIIUTEI KYPCOBOI PABOThI
[MPUJIOXEHUA

12
12
14
16
16
17
17
20
20
21
22
24
25

25
27
31



[MTPMJIOXKEHUE A TlepeueHb TeM KypcOBOW paOOThI IO JUCLUILIMHE
[MPUJIOXEHUE b [Ipumep odopmiaeHus Crrucka UCIOIb30BaHHBIX
pECYpCOB B KypcOBO# pabote

[MPUJIOXXEHUME B O6paszern opopmiieHus: TATYIBHOTO JHCTA
[MPMJIOXXEHUE T ITpumep odbopmiieHus coaep:kanust

34
43

45
46



YBaxaembli o0yuaronuiics!

Kypcosas padora mo MJIK 01.05 Jlenonpou3BoACTBO U PEKUM CEKPETHOCTH
SBJIIETCSI OJJHUM W3 OCHOBHBIX BHJIOB YYEOHBIX 3aHATHNA W (HOPMOM KOHTPOJIS
Bameit yueOHo# paboTHI.

KypcoBasi pabora — 3TO TBOpueckas AESTENbHOCTh OOyYaromerocs Mo
U3y4aeMol  JUCIUIUIMHE pPePEepaTHBHOTO, MPAKTUYECKOTO WA  OIBITHO-
HKCIIEPUMEHTAJILHOTO XapaKTepa.

Broimonnenune kypcoBoit pab6orer mo MJIK 01.05 [emonpon3BoacTBo u
PEXKUM CEKPETHOCTU HAMpaBJICHO Ha MpuoOpeTeHne BaMu mpakTUYecKoro ombiTa
0 CHCTEMATH3alMMd TOJYYEHHBIX 3HAHUW M  MPAKTUYECKUX  YMEHUH,
dbopmuposanuto npodeccronanbubix (11K) n 06mux kommnerenuuii (OK).

BrinonHenne KypcoBoil pabOThI OCYIIECTBISIETCS TOJ PYKOBOJICTBOM
npenoaasaresss MJIK 01.05 /lenonpon3BOACTBO U PEKUM CEKPETHOCTH.

PesynbraToM gaHHONW paboOThl JOMKHA CTaTh KypcoBas paborta,
BBITIOJIHEHHAass W O(QOpMJIEHHass B  COOTBETCTBUM C  YCTAaHOBJICHHBIMHU
TpeboBanusiMu. KypcoBas paboTa nmoiexut 00s13aTeaIbHOM 3aIIuTe.

TpebGoBanus K KypcoBOil paboTe OMNpeAeNsioT eI U 3aJadd, MOPSAOK
BBITIOJIHEHUS, COJIEP’KaT TPeOOBaHUS K JIMHTBUCTUYECKOMY M TEXHHUYECKOMY
o(OpPMIICHUIO KYpCOBOM palOOThl U MPAKTHUUYECKHUE COBETHI IO TMOATOTOBKE U
MPOXOXKIEHUIO POLIETYPhI 3aIUTHI.

[TongpoOHOe M3ydeHHe TpeOOBaHUM K KYypCOBOUM paboTe W ClieOBaHUE UM
no3BosuT Bam u30exaTh OmMOOK, COKPATUT BpeMsl U TMOMOXKET KauyeCTBEHHO
BBITIOJTHUTH KYPCOBYIO paboTYy.

O6pamaem Bame BHMMaHMUE, qTo €CJIN Bul MOJTy4YUTE
HEYJIOBJIETBOPUTEIILHYIO OIIEHKY TI0 KypcoBoW pabore, To Bbl He Oymere
JOMYIIEHb K KBATM(DUKAITMOHHOMY DJK3aMEHY I10 HTOTOBOW aTTECTAMH TIO
JTVCLUTIIUHE.

BmecTte ¢ TeM BHMMartenbHOE M3y4eHHE TPEeOOBaHUM K KypcoBOW pabote,

CJIeIOBaHME UM M CBOEBPEMEHHOE KOHCYJIbTHpOBaHUE y Bamiero pykoBomutens



nomMoxeT Bam 06e3 mpoOneM MNOAroTOBHUTH, 3aIUTUTH KYpPCOBYIO paboTy u
IIOJIYYUTH ITOJIOKUTENBHYIO OLICHKY.

KoHcynpTanium 1o BBINOJIHEHHUIO KypCOBOM pabOTHI MPOBOJSATCS KaK B
pamMKax y4eOHBIX YacoB B XOA€ W3YYCHHMsS TUCHUIUIMHBI, TakK U IO
UHIMBUyaJIbHOMY I'paduKy.

Kenaem Bam ycniexos!



1 LIEJTb U 3AJJAUM KYPCOBOW PABOTEI

Brinonnenue KypcoBoi paboThl paccMaTpUBaeTCsl Kak BUJT Y4eOHOM pabOThI
10 AUCLUMILTAHE MPO(eCcCHOHANBHOTO LUKIA U peaiu3yeTcs B MpeaesaXx BPeMeHH,

OTBCACHHOI'O Ha eé N3Y4YCHHC.

1.1 lenb KypcoBOii pabOTHI

Brimonaenne  oOydaromuMmcs — KypcoBOM — pabOTBI MO JUCITUTUIMHE
MIPOBOJIUTCS C TIENBIO:
— @opMHUpPOBaAHUS YMEHUM:

a) CHCTEMaTHW3MPOBATH MOJYyUYCHHBIC 3HAHUS W MPAKTHUECKHE YMEHHS 10
JTUCLUILINHE;

0) MpOeKTHUpOBaTh IPOM3BOJICTBEHHBIC (COLMAIBHBIC, HOPUIUYCCKUE,
HYKOHOMHYECKHE) TPOIECCHI T UX DJICMEHTHI,

B) OCYIICCTBIISATH IIOUCK, 0000IaTh, aHAJIU3UPOBATH HEOOXOAUMYIO
uHpopMaIuio;

r) pa3pabaTbIBaTh MEPONPHUSATHS JJIS PEIICHHUS MTOCTABICHHBIX B KYPCOBOM
pabore 3amay.
KOMIIETEHIII/BHA A

—  @opmupoBaHUs po(ecCHOHATBHBIX

poecCUOHANbHOM eI TeIbHOCTH:

Pe3ynbprarsl
(ocBOeHHBIE 00IITHE OcHOBHBIE MOKA3aTeNN OIICHKU PE3YJIbTaTa
KOMTETSHIINH)
IIK 1.1. IOpuanuecku | -AHanu3upoBaTh NPAKTUYECKHE CHUTYal[Md B COOTBETCTBUU C
KBAJTM(PUUUPOBAaTh  (PAKTHI, | JEHCTBYIOIIUM 3aKOHOAATEIbCTBOM.

coObITUst U oOcTrosiTenbcTBa. | FOpuanuecku-rpaMoTHO 000CHOBBIBaTh IIPaKTHYECKYIO

[IpyHMMaTy  pemieHMsT ¥ | CUTYaluI0 C HCIIOJIB30BAHUEM IEPHUOJNYECKUX, CIELUAIbHBIX
coBepuiaTh  IOPUAWYECKHE | U3JAHUM,  CIIPaBOYHOM  JIUTEpaTypbl,  HHPOPMAIMOHHBIX
JeNCcTBUA B TOYHOM | CIIPaBOYHO-TIPABOBBIX CUCTEM.

COOTBETCTBUH C 3aKOHOM.

I[IK 1.2. OGecneuuBarts | -JleMoHCTparus 3HaHUHI u YMEHUI [IPUMEHEHHUs
coOuroieHme 3aKOHOJATENbCTBA OPraHOB U CIOCOOOB 3aIIUThl HAPYIIEHHBIX
3aKOHOJATEIbCTBA IpaB, KOHTPOJIS 32 COOIOIEHUEM 3aKOHOIaTEIbCTBRA.

cyOBbeKTaMu MpaBa.

YMenne paboTaTh C 3asBICHUSAMH, KAIOOAMHU, XOJaTaliCTBAaMU
TPAKJAH U IOPUINUYECKUX JIUIL.




[Tpomomkenue Tabumibl 1

IIK 1.3. OcymecTBiaarb
peanu3anuio HOPM
MaTepUaIbHOTO u
IIPOLIECCYaIbHOTO ITpaBa.

- JlemoHCTpanus 3HaHMM W YMEHUW B pa3pelieHUU IMPaBOBBIX
CI/ITyaLII/If/'I B COOTBCTCTBUMU C HOpMaMHU MATCPUAJIBHOTO U
MIPOLIECCYaTbHOTO MpaBa

- CDOpMPIpOBaHI/ISI 06HII/IX KOMHGTGHHI/Iﬁ I10 CIICOMAJIBHOCTH:

Tabmuia 2 — @opmupoBaHUe OOIMNUX KOMIIETEHITAN

Pe3ynbTaTel
(ocBOEHHBIE 00IIKE OcHoBHbIE TIOKA3aTENN OLICHKHU pe3yJibTara
KOMITETCHITIH)
OK 10. ApantupoBatbcsi K | - MPOSIBIICHWE HHTEPECAa K MHHOBALIUSM B 00J1aCTH
MEHSIOIIUMCS YCIIOBUSM | TTpO(hecCHOHALHOM IeATEIILHOCTH;
npodeccuoHanbHOM - IOHUMAaHKE PO MOJEPHU3AINU TEXHOIOT U
JIeSATeTLHOCTH. poeCCHOHAIBHON e TEIHHOCTH
- YMEHHE MPEACTaBUTh KOHEUHBIN Pe3yNbTaT ACSITEIbHOCTH B
[MOJIHOM 00BEME;
- yMEHHE OpHEHTHPOBATHCS B HH(POPMAIMOHHOM IIOJIE
PO(ECCHOHANIBHBIX TEXHOJIOTHIT
OK 11. CaMOCTOSITENILHO | - IEMOHCTPAIIMS CTPEMIICHHS K CAMOTIO3HAHUIO, CAMOOIICHKE,
OTIPENIETISATh 3a/1a4d | CaMOPETYJISIUN U CAMOPA3BUTHIO;
npodeccuoHaIbHOTO U | - YMEHUE OIpeesITh CBOU MOTPEOHOCTH B U3yYECHUH
JUYHOCTHOTO pa3BUTHS, | AUCIHUILIUHBI U BEIOUPATh COOTBETCTBYIOIINE CITIOCOOBI €TI0
3aHUMAThCS W3YYCHUS;

caM000pa30BaHUEM, OCO3HAHHO
IUIAaHUPOBATh HIOBBILIICHUE
KBaJTH(PHKALINH.

- BJIaJICHHE METOJMKON CaMOCTOSTEIIbHOW PabOThI HAT
COBEPUICHCTBOBAHUEM YMEHHUI;

- YMEHHE OCYIIECTBIATh CAMOOLIEHKY, CAMOKOHTPOJIb Yepe3
HaOJroIeHne 3a COOCTBEHHOM /1€ TENIbHOCThIO

- YMEHHE OCO3HAHHO CTaBUTh LIEIH OBJIAJICHUS Pa3INYHBIMU
acreKkTaMu Npo(ecCHOHANBHOM NesITeTbHOCTH, ONPEAEIIATh
COOTBETCTBYIOIIMI KOHEYHBIN IPOAYKT;

- YMEHHE PEaJIN30BbIBATh IIOCTABICHHBIE 1IEJIN B
JIeSITEIIbHOCTH;

- TIOHUMaHME PpOJU TMOBBIMIEHUS KBATU(PHUKALMMU IS
caMOpa3BUTHA U camMopealn3allid B Mpo(ecCHOHATBLHOW U
JUYHOCTHOH cdepe;

OK 12. BeInmosHATh
npodeccuoHaIbHbIE 331241 B
COOTBETCTBUU C HOPMAMHU
MopaJii, MpodhecCHOHAIbHOM
ATUKU U CITY>KEOHOI0 ITHUKETA.

- IEMOHCTpAIMsI OCHOBHBIX MPABUJI MPOPECCUOHANTBHON 3TUKHI
U TIPUEMOB JI€JI0BOT0 OOIIEHHUs

OK 13. [IposBnsaTe
HETEePIHMOCTb K
KOPPYIIIMOHHOMY TIOBEJCHHUIO,
YBOKUTEIFHO OTHOCUTBHCS K
IpaBy U 3aKOHY.

Oco3HaHue Bpeaa KOppyILuu.
3HaHME OCHOBHBIX MTPU3HAKOB KOPPYIMIIMOHHOTO MOBEICHUS.
JleMoHcTpanyst HETEpIUMOCTH K KOPPYILIUH.




1.2 3amauu KypcoBor pabOTHI

3a1auu KypcoBOi pabOTBHI:

— @opMHUpPOBaHUS YMEHHM:

a) CUCTEMaTU3UPOBATh MOJyYEHHBIE 3HAHUS U MPAKTUYECKUE YMEHHUS 110
JUCLUILINHE;

0) MPOEKTHPOBaTh MPOU3BOJCTBEHHBIC (COLMANIBHBIC, HOPUIUUYECKHE,
HKOHOMUYECKHUE) MPOLIECCHI NN UX 3JIEMEHTHI;

B)  OCYIIECTBJISATh IOHUCK, 0000IIaTh, aHAIM3UPOBATH HEOOXOAUMYIO
uHpopMaIuio;

r) paspabarblBaTh MEpPONPUATUS JUIS pEIICHUS IOCTABJIECHHBIX B

KypcoBoOi paboTe 3a1ay.



2 CTPYKTYPA KYPCOBOI PABOTHI

[To comepxanuto KypcoBas paboTa HOCHUT pedepaTHBHBIA, a TaKkKe
npaktudeckuii xapakrtep. [lo oObeMy KypcoBas paboTa JoKHA OBITH HE MEHEe
20-30 cTpaHuIl MEYaTHOTO TEKCTA.

[To cTpykTrype KypcoBas paboTa MPaKTHYSCKOTO XapakTepa BKIIIOYAcT B
ceOs:

— coJiepKaHuE;

— BBEJICHHE, B KOTOPOM TOJUEPKUBACTCS AKTYaJIbHOCTh W 3HAYCHHE TEMBI,
bOpMYIUPYIOTCS IIENN 1 33]1a4u paOOThI;

— OCHOBHYIO YacCTh, KOTOpasi OOBIYHO COCTOUT U3 JBYX Pa3J/ielIOB: B IIEPBOM
paszierne coaepKaTcs TECOPETUIECKUE OCHOBBI pa3pabaThIBaeéMON TEMBI; BTOPHIM
pa3ieiioM SBISIETCS IIpaKTHYECKas 4YacTh, KOTOpas IIpeACTaBiICHA aHaJU30M
OpraHU3alliy ¢ TOYKU 3PCHUS JOTUCTHKU;

— 3aKJTFOYCHHE, B KOTOPOM COJEPIKATCS BBIBOIBI;

— CITUCOK MCIOJIb30BAaHHBIX PECYPCOB;

— IIPUJIOKCHUA.
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3 TIOPSJIOK BBITTIOJTHEHU S KYPCOBOM PABOTBI

3.1 Bribop TemMbI

Pacnipenenenre M 3aKkpeIUIeHHE TeM NPOU3BOAUT Ipernojasarenb. llpu
3aKpEIJIEHUH TEMbl COOJIIOJAeTCsl MPUHIIMIL OJJHA TeMa — OJAMH OOyYarouuiics B
COOTBETCTBHUH CO CITUCKOM T'PYIIIIHI.

IIpu 3akperieHnn Tembl Bbl nMMeere mpaBo BbIOOpa IO BBIIOJHEHUIO
paboThl O TOW WJIM MHOW TeME U3 NPEUIOKEHHOIo chnucka. JloKyMeHTalbHOe
3aKpeIICHHEe TEeM MPOU3BOJUTCA IOCPEACTBOM BHeceHus Bamieil ¢amuauum B
YTBEPKACHHBI 3aMECTUTENIEM JHUPEKTOpa MO Y4yeOHOM paboTe NepeyeHb TeM
KypCOBBIX paboT. JlaHHBI MepeyeHb TEeM KypCOBBIX pabOT C KOHKPETHBIMU
baMunussMu  00yYaromuxcsi XpaHuUTcs y npenoaaBaTens. (CaMOCTOATENbHO

HU3MCHUTH TCMY Bb1 HE MOXKeTE.

3.2 CocraBneHue 1iaHa nmoJaroToBKU KypcoBoil paboThl

B camom Hauase paboThl OUEHb Ba’KHO BMECTE C PYKOBOJMTENIEM COCTABHUTh
IJIaH BBIMOJTHEHUS KypcoBOM paboThl. llpu coctaBneHun miana Bsl AOMKHBI
BMECTE YTOYHUTH KPYI BOIIPOCOB, IOUICKAIIUX H3YYECHUIO U MCCIEAOBAHUIO,
CTPYKTYpY paOOTbhl, CpPOKM €€ BBINOIHEHUS, OIPEACIUTh HEOOXOAUMYIO
autepatypy. OOs3aTeIbHO COCTaBUTHh PAOOUyI0 BEPCHUIO COJIEp)KaHUsI KYypCOBOM

paboTHI 1O pa3zesiaM | MoJIpa3IeiaM.

3.3 Tloxbop, u3ydeHue, aHanu3 U 00OOOIICHNE MAaTEpPUAJIOB MO BHIOPAaHHOM

TEMC
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[Ipexxne yeM TPUCTYNMUTh K pa3pabOTKe cCoaepkaHUs KypcOBOW pabOTHI,
OYCHb BAXHO W3Y4YUTh pa3znuyHble HCTOUHUKHU (3akoHbl, ['OCTsI, pecypchbl
HNuTepHeT, yueOHbIE U3/IaHUA U Jp.) IO 33aaHHOU TeMe.

[Iponecc wm3yuyeHus ydeOHOUM, HAay4dHOW, HOPMATHUBHOW, TEXHUYECKOU W
JIpyroil JurepaTypbl TpeOyeT BHUMATEIBLHOTO U OOCTOSTEIHLHOTO OCMBICIICHHS,
KOHCIIEKTUPOBAHUSI OCHOBHBIX TMOJIOKEHUM, KpPAaTKUX TE3UCOB, HEOOXOIUMBIX
(dbakToB, IUTAT, YTO B PE3yNbTAaTe IMpEBpaIIacTcs B 0030p COOTBETCTBYIOIICH
KHHTHY, CTAThU WIH JPYTUX MyOIUKAIUH.

Ot xauectBa Bameii paboThI Ha TaHHOM 3Tarle 3aBUCUT Ka4yeCTBO PabOTHI IO
dakTy e€ 3aBepIleHuUs.

Buumanue! Ilpu u3ydeHur pas3iMyHBIX UCTOYHUKOB OYEHb BA)KHO BCE HX
(dukcupoBath cpazy. B nanbHeilleM 1aHHbIE UICTOYHUKH BOWIyT y Bac B ciucok
HCIIOJIb30BaHHBIX PECYpPCOB.

[IpakTuueckuii COBET: co3/1aTh B CBOEM KomImbioTepe (aitnn «Jluteparypa 1o
KP» u mocTtenmeHHO TyJa BIUCHIBAaTh MCXOJHBIEC JaHHBIE JIFOOOTO HCTOYHMKA,
KOTOpbIN BbI n3ydanu mo reme KypcoBoi paOOThl.

Pesynprar »TOrO 3Tama KypcoBOMl pabOThl — 3T0 CHOPMHPOBAHHOE
MOHMMAHUE TNPEIMETa UCCIEAOBAHUS, JJOTHUYECKHA BBICTPOEHHAs CHCTEMa 3HAHUU
CYIITHOCTH CaMOT0 COJEP>KaHUSI U CTPYKTYPhI HCCIIETyEMOU MPOOIEMBI.

Utorom paHHOM paboOThl MOXKET CTaTh HEOOXOJUMOCTb OTOWTH OT
MEPBOHAYAJILHOIO IIJIaHA, YTO, E€CTECTBEHHO, MOXET HE TOJbKO H3MEHUTh H

YTOUYHHUTH CTPYKTYPY, HO KaU€CTBEHHO 000TaTUTh COCPKaHUE KypPCOBOM paOOTHI.

3.4 Pa3zpaboTka cojiepkaHusi KypcoBOU pabOThI

KypcoBass pabora wumeeT psa CTPYKTYpHBIX DJIEMEHTOB: BBEJCHUE,
TEOpEeTUUYECKas 4acTh, MPAKTUUYECKAS YACTh, 3aKIIIOUCHHE.

3.4.1 Pa3paboTka BBEJICHUS

Bo-miepBbiX, BO BBEeIEHHH ClIeIyeT OOOCHOBATh aKTyalbHOCTh W30paHHOM

TE€MbI KypCOBOW pabOTHI/TIPOEKTA, PACKPHITH €€ TEOPETUUYECKYIO U MPAKTUYECKYIO
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3HaYUMOCTh, C(OPMYJIMPOBATh LIETU M 3aAauu paboThl. BBeneHue He MOIKHO
ObITh cMIKOM OoJsibimM. Kak mpaBuito, OHO COCTaBISIET OKOJIO 5 % OT OCHOBHOM
4acTH pabOThl, TO €CTh TPUMEPHO 2—3 CTPAHMUIIBI.

Bo-BTOphIX, BO BBEACHWHM, a TaKKe B TOW dYacTH pabOTHI, T/C
paccMaTpuBaeTCs TEOPETUUECKUM ACTIEKT JaHHOM MpoOIeMbl, aBTOP JOKEH AaTh,
X0Ts OBbI KPaTKO, 0030p JUTEPATYPbI, U3TAHHOM 110 ITOU TEMe.

BBeaenue 101KHO MOATOTOBUTH YATATENS K BOCIIPUSTHIO OCHOBHOIO TEKCTa
pabotbl. OHO COCTOMT M3 00s3aTEIbHBIX AJIEMEHTOB, KOTOPHIE HEOOXOIUMO
IpaBWIbHO CHOPMYIHPOBaTh. B mepBoM MNpemIoKEeHUH Ha3bIBACTCS TeMa
KypCOBOW pabOTHI.

AKTyaJqbHOCTH  HCCelOBaHHMs  (IoueMy OTO  CleAyeT  M3ydarb?).
AKTyaJIbHOCTb MCCJHEINOBAaHUA PACCMATPUBACTCA C MO3MLIMN COLMAIBHOU H
MPAKTUYECKON 3HAYMMOCTH. B JaHHOM NyHKTE HEOOXOIUMO PACKpPBITH CYTh
ucciaeayeMoi mpo0iaemMbl U MOKa3aTh CTENEHb €€ MPOPadOTAHHOCTH B Pa3IMYHBIX
TpyJax (FOpUCTOB, SKOHOMUCTOB, TEXHUKOB U JIp. B 3aBUcuMocTH oT BIIJ). 3nech
K€ MOXKHO TEpPEYUCIUTh HMCTOYHUKM HH(POPMAIIUM, HCIOJIb3yEMbIE s
uccnenoBanus. (Mudopmanrionnas 6a3a McciieIoBaHUSI MOKET ObITh BHIHECEHA B
MIEPBYIO TJIaBY).

Llens uccnemoBaHusi (Kakoil pesynbrar OyaeT moisydeH?). llens momkna
3aKJI0YaThCSl B PEUIEHUWU HCCleyeMod mpoOjieMbl MyTEM €€ aHalu3a U
npakTudeckou peanuzamnuu. Llens Bcera HanpapieHa Ha OOBEKT.

OO6nbekT uccnenoBanus (4To Oynet uccneaoBathesa?). OOBEKT UCCIeA0BaHUS
MpeCTaBIsAET cO00M 001acTh HAy4YHOU PabOThI, B Mpejiesiax KOTOPOM BBISIBIICHA U
CYIIECTBYET HcCcleayemas mpobjiieMa TO, Ha YTO HANpaBJICHO BHUMaHUE
UCCJIEIOBATENS, YTO MOJIEKUT PACCMOTPEHHUIO.

[Ipenmer wuccnemoBanusi (kKak, dYepe3 uTo OyAer WATH TOUCK?) 31ech
HEOOXOMMO J1aTh OMNpEJENICHHE TUIAHUPYEMBIM K MCCIICIOBAHUIO KOHKPETHBIM
cBoiicTBaM o0O0bekTa uiIM cnocobaM wu3yudenud. llpenmer wuccrnegoBanus
HaIpaBJIeH HA MPAKTUYECKYIO JEATEIBHOCTh U OTPAXKAETCSl Yepe3 pe3yiabTaThl ITHUX

JIEUCTBUH.
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3amaum uccienoBaHus (Kak MATH K pe3yibrary?). OnpeaenstoTcss OHU
ucxons u3 ueneit paborel. GopMynHpOBKH 3adad HEOOXOAMUMO JeNaTh Kak
MOXHO ©0oJiee TIIATENbHO, IOCKOJIbKY ONHCAHUE HX PEUICHUs JOJHKHO
COCTaBHTh coOJepkaHue TiaB u maparpadoB pabotel. Kakx mpasmuio,
bopmynupyrorcs 3—4 3aaaun.

[lepeueHb pekOMEHIyEMBIX 3a/1a4:

— «HA OCHOBE TEOPETHYECKOrO aHajau3a JUTepaTypbl  pa3paboTarsb...»
(KJTIOUEBBIE TTOHSTHSI, OCHOBHBIE KOHIICTIINHN);

—  «OTIPEIEIHTh...» (BBIICIUTH OCHOBHBIC YCIOBHS, (HDaKTOPBI, MPUUUHBI,
BJIMSIONINE HA OOBEKT HCCIICIOBAHNU);

—  «PacCKpBITh...» (BBIICIUTH OCHOBHBIC YCIOBHS, (GAKTOPbI, MPUUYHHBL,
BJIMSIOIINE HA MPEIMET UCCIICIOBAHUS);

—  «pazpaboTaTk...» (CPEACTBa, yCIOBHUs, (GOPMBI, TPOTPAMMBI);

—  «ampoOupoBaTh...» (4TO pa3paboTalii) U 1aTh PEKOMEH IAIIUH. .

MeTos! nccaenoBanus (Kak ucciaenoBain?): JaeTcs KpaTkoe IepeyncieHne
METOJIOB MCCIIEI0BAaHUS Yepe3 3ariTyto 6e3 000CHOBaHUSI.

Crpyktypa paboThl — 3TO 3aBepIIaroilias 4acTh BBEACHUS (UTO B UTOrE B
paboTe MpeICTaBICHO).

B 3aBepiaroiieit 4acTu B Ha36IBHOM MOPSAKE MEPEUUCISIOTCA CTPYKTYPHBIE
gyacth paboTel, Hampumep: «CTpykTypa pabOTBl COOTBETCTBYET JIOTHKE
UCCJICIOBAaHUSI W BKJIIOYaeT B CceOs BBEICHHE, TEOPETHUYECKYI0 4YacTh,
MPAKTHYECKYI0 YacTh, 3aKIIOYEHHE, CHHCOK HCIONb3yeMbIX HCTOYHUKOB, O
IIPUIIOKEHUI.

Takum oOpa3zoM, BBeACHHUE JOJKHO MOJTOTOBUTH K BOCHIPUSITHIO OCHOBHOTO
TEeKCTa paboTHI.

Kpatkne xomMmeHTapuun 10 (QOPMYJIUPOBAHUIO DJIEMEHTOB BBEIICHUS

IIpeCTaBIICHHBI B TabuIIe 3.

Tabnuma 3 — KommenTapuu 1o ¢GopMyIHpOBaHUIO JIEMEHTOB BBEICHHS

‘ DJIEMEHT BBEJCHUS ‘ KommenTapuii k popmynupoBke
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DJIEMEHT BBEJCHUS KommenTapuii k hopmMyIupoBke
AxrtyanbHOCTh TeMbl | [louemy 310 cienyer u3yyars?
PackpeiTh CcyTh uHccienyeMol MHpoOiieMbl M TMOKa3aTh CTENEHb €€
IpOpabOTaHHOCTH.
ens uccnenoBanms | Kakoit pesynapTar OyaeT mosydeH?
JloDKHA 3aKITI0YaThCS B PEIIEHUH MCCIIeyeMOi mpoOIeMbl yTeM ee
aHaJIM3a U MPaKTUYECKON peaan3aluu.

[Ipoomkenne Tabuuibl 3

OOBeKT UYro Oyner uccnenoBarbes?

UCCIIEIOBaHM JlaTe omnpezeneHue ABICHUIO WM IpobieMe, Ha KOTOpOe HalpaBieHa
HCCIIEIOBATENbCKAsL JESTENbHOCTD.

[Ipeamer Kak u uepe3 uto OyaeT UATH MOUCK?

UCCIIEIOBaHM Jlatb omnpeneneHue IUIAHUPYEMBIM K HCCIEIOBAHMIO KOHKPETHBIM
CBOWCTBAM O0BEKTa WJIM CIOCO0aM U3YyYCHHs SIBICHHUS WU
poOJIEMBI.

3amaun paboThI Kak unru x pesynpraTty?

Onpenensitorcss UCXoAsd U3 Leded paboTbl U B pa3BHUTHE
MOCTaBJIEHHBIX 1esel. DopmMynupoBKH 3alad HEOOXOIUMO JeNaTh
KaKk MOXKHO Ooliee TIIATENbHO, MOCKOJIbKY OMHCAHHE WX PELICHHS
JOJDKHO COCTaBUTh COJICPKaHUE TJ1aB M rmaparpadoB paObOThHI.

Metonasl Kaxk nzyyanu?

WCCJICTOBAHMS Kpatkoe nepeuncieHre MeToI0B Yepes 3amsiTyo 0e3 000CHOBaHUSI.
Crtpykrypa pabotsl | UTo B uTOre B paboTe/MIPOEKTE MPEACTABIICHO.

(3aBepmaromas yacth | Kparkoe  u3NOKeHWE  TMEpeYHs  W/WIM  COJCp)KAHWUS  TJIaB
BBEJICHMS) paboTHI/TIPOCKTA.

3.4.2 Pa3paboTka OCHOBHOM 4acTu KypcOBOU pabOTHhI

OcHoBHAas 4acTh OOBIYHO COCTOMT M3 JIBYX Pa3JeiioOB: B IIEPBOM COICPIKATCS
TEOPETUYCCKUE  OCHOBBI ~ TEMBI; JIa€TCS  HCTOPUS  BOMNPOCa,  YPOBCHH
pa3pabOTaHHOCTH BONpPOCa TEMBI B TEOPUM H TMPAKTHKE IOCPEICTBOM
CPaBHUTEIIBHOTO aHAJIM3a JTUTEPaTypHI.

B Teopermueckoil YacTh pPEKOMEHIyeTCS u3naratb Hambojee oOmue
MIOJIOKEHUS, Kacaroluecss JaHHOW TEMbI, a HE BTOPTraThCs BO BCE MPOOJIEMBI B
rnobasibHOM MacimTabe. Teoperuueckas 4acTh MpEANOaraeT aHalu3 O00BEeKTa
WCCJICIOBAaHMUSI M JOJDKHA COJIEP)KAaTh KIFOUEBBIC IMOHSATHS, MCTOPHIO BOIPOCaA,
YPOBEHb pa3pabOTaHHOCTH MPOOJIEMbI B TCOPUH U TIpaKTUKe. M3maras comepikanue
myOJUKauil Jpyrux aBTOpPOB, HEOOXOIUMO 00S3aTEIIbHO /1aBaTh CCHUIKM HA HHUX C

YKa3aHUEM HOMCPOB CTPaHUIL 9TUX I/IH(l)OpMaLII/IOHHBIX HCTOYHUKOB.
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Btopeim pazgenom siBisieTcst mpakTHueckas 4acTh, KOTOpasi TOJKHA HOCHUTH
Cyry0o0 MpuKIagHON xapakTep. B Helt HE0OX0qUMO OonucaTh KOHKPETHBIN OOBEKT
UCCIICIOBAHUS, IPUBECTU PE3YJIbTAThI MPAKTUUYECKUX PACUYCTOB M HAIMIPABICHUS MX

UCIIOJIb30BAHUsA, a TAK)Ke CPOPMYIHpPOBATh HANPABICHUS COBEPIICHCTBOBAHMSI .

3.4.3 PazpaboTka 3aKIr0YeHUs

Obpamraem Bamie BHUMaHue, 4TO IO OKOHYAHUM MCCIIEOBAHUS MOBOAATCSA
UTOTH TIO TeMe. 3aKo4YeHHe HOCUT (OpMy CHHTE3a MOJy4eHHBIX B padoTte
pe3ynapTaToB. Er0 OCHOBHOE Ha3HAuY€HHE — PE3IOMHUPOBATH COJEpKaHUE PadOTHI,
IIOJIBECTM WTOTH IIPOBEJCHHOIO MCCIENOBAaHMs. B 3akimroueHun wu3mararorcs
MOJIyYEHHBIE BBIBOJbI U UX COOTHOILIEHHUE C LIEJIbI0 HCCIEI0BAHMS, KOHKPETHBIMH

3aJgadyaMiu, C(l)OpMYJIHpOBaHHI)IMI/I BO BBCICHHM.

3.4.4 CocraBieHue CrMcKa UICTOYHUKOB H JIUTEPATYPHI

CHucok HCMOIb30BAaHHBIX pECYpcoB O(OPMISIETCS B COOTBETCTBUU C
paBUJIaMH, TTPETyCMOTPEHHBIMH TOCYIaPCTBEHHBIMH CTaHAaPTAMHU.

Crucok HCIMOJIb30BaHHBIX PECYpCOB JIOJDKEH cojepkaTb He MeHee 15
HCTOYHUKOB, C KOTOPBIMU paboTai aBTop KypcoBoi pabotsl. [Ipumep opopmieHus
cnvcka npuselieH B [Ipunoxennn /.

[Ipu cceiike Ha JUTEpaTypy B TEKCTE KYpCOBOM pabOThl Ciexyer
3aliChIBaTh HE HA3BaHWE KHUTH (CTaThh), a TMPHCBOCHHBIM €l B yKazaTene
«CHHCOK HCHOJB30BAaHHBIX PECYypCOB» TOPSIKOBBII HOMEpP B KBaApPaTHBIX

CKOOKax.

4 OBIIME ITPABHNJIA O®OPMIIEHMA KYPCOBBIX PABOT

4.1 OdopmieHue TeKCTOBOTO MaTepHraia
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KypcoBas pabora pomkHa ObITh 0pOpMIIEHa MAIIMHOMUCHBIM CIIOCOOOM B
BUJIE TEKCTa, MOJTOTOBJIEHHOTO Ha IEPCOHAIBHOM KOMIIBIOTEPE C IOMOIBIO
TEKCTOBOI'0 PEJaKTOpa W OTIEYaTaHHOTO Ha IMPUHTEpe Ha Jncrax gopmarta A4 c
OJTHOM CTOpPOHBI. TEKCT Ha JHCTE€ JODKEH HMMETh KHIKHYIO OpHEHTALMIO,
aJIbOOMHAsI OPUEHTALUS I0IYCKAETCs TOJIBKO ISl TAOJIUI U CXEM MPUIIOKEHUI.

[TapameTpsl CTpaHULIBI

Pasmep 6ymaru — A4 (297x210 mm).

OpueHTanus CTpaHUIbl — KHUKHASL.

JIeBoe mone — 3 cm.

Bepxnee nosne — 2 cm.

[IpaBoe none — 1,5 cm.

Hwxuee nose — 2 cm.

®dopmar mpudTra

pudT — Times New Roman.

Pa3mep mpudra — 14 mr.

Macmtab mpudta — 100%.

WNHuTepBan — 0OBIYHBIM.

dopmar ab3ana

BripaBHMBaHME — IO MIUPUHE.

Orctyn cneBa — 0 cM.

Otcryn cripaBa — 0 cwm.

Otctyn nepBo# cTpoku — 1,25 cm (ATh 3HAKOB).

MexcTpounslii uuTepBan — 1,95.

WuTepBain nepen v nocie kaxzaoro adzana — 0 nr.

CrtpaHuupl HyMeEpyrOTCs apaOCKuMH LudpaMu ¢ COOJIIOIEHUEM CKBO3HOM
HyMepaluu 1Mo BCeMy TEKCTy (Hymepauusi CTpaHull — aBToMmarudeckas). Homep
CTpaHUIBl MPOCTABISIETCS B LIEHTPE HIDKHEH YacTu jucta 6e3 Touku (pudt —
Times New Roman; pazmep mpudra — 12 nt.). B 0011yro Hymepaiuo BKIHOYaIOT

TUTYJIbHBIN JIUCT, HO HOMEP CTPAHUIIBI HA HEM HE MPOCTABIISIOT. TakuM 00pa3om,
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pabota HaumHaeTcsl co 2-i cTpaHulbl. [IpunoxeHHs BKIIOYAIOTCS B OOIIYIO
HYMEpAaIUIo CTPaHUII.

Bech TekcT paboThl OMKEH OBITh pa30MT Ha cocTaBHble yacTH. Pa3zOouBka
TEKCTa MPOU3BOAUTCS JIEJICHHEM €ro Ha paszaensl (THaBel) W TOJAPa3/Aeibl
(maparpadsr). B coxmepskaHmu pabOTBI  HE JIOJDKHO OBITh  COBIAJCHMS
GbOopMyIMpPOBOK Ha3BaHHUS OJHOM M3 COCTaBHBIX YacTed C HA3BaHHEM CaMoW
paboThl, a TaKKe COBMAJACHUS Ha3BaHWM I1aB U maparpados. HazBanus pasnenos
(rmaB) u moapasaenoB (maparpadoB) JOKHBI OTPaKaTh UX OCHOBHOE COJEPKaHUE
U PACKPHIBaTh TEMY PaOOTHI.

[Ipu nenenun padbothl Ha paznensl (raasbl) (cornmacHo 'OCT 2.105-95) ux
0003HaYal0T TOPSAIKOBHIMU HOMEpaMu — apaOckumu Iudpamu 0€3 TOUKU U
3alMuChIBAalOT ¢ ab3amHoro otcryna. [lpm  HeoOxXomumMocTH  MOApPa3AeIbI
(maparpagsl) MOTYT JEIUTHCS Ha MyHKTh. HoMep MyHKTa JOJDKEH COCTOSTh U3
HOMEpPOB paszfiena (IiaBel), monpasnena (maparpada) W THyHKTa, pa3aelEéHHBIX
ToukamMH. B koHIle HOMepa paznena (mojapasnena), MyHKTa (MOAMyHKTa) TOYKY He
CTaBSIT.

Ecnu paznen (rnaBa) unm moapaszaen (maparpad) COCTOUT W3 OJTHOTO
MyHKTa, OH Takxke Hymepyerca. [IyHKTBI mpu HEOOXOAMMOCTH, MOTYT OBITh
pa3OuThl HAa TOMMYHKTHI, KOTOPBIC JOJKHBI MUMETh TMOPSAIKOBYIO HyMEpaluio B
npenenax Kaxaoro myHkra, Hanpumep: 4.2.1.1,4.2.1.2,4.2.1.3 u T. &

Kaxxnprii myHKT, TOAMYHKT W TEPEUYHCIICHUE 3alUChIBAIOT C a03aIHOro
orctymna. Pa3znensl (rnaBel), noapasaens! (maparpadbl) 10KHB UIMETh 3ar0JIOBKH.
[IyHKTBI, KaK MpaBUJIO, 3arojIOBKOB He MMEIOT. HanmeHoBaHue pa3jesnoB (TiiaB)
JIOJDKHO OBITh KPATKUM M 3alUCHIBATHCSI B BUJIE 3ar0JIOBKOB (B KPACHYIO CTPOKY)
XKUPHBIM IIpudTOM, O€3 momuepkuBaHus W 0€3 TOYKM B KOHLE. 3aroJIOBKH
JIOJDKHBI YE€TKO M KPaTKO OTPaKaTh COJEpKaHUE pa3JieoB (TJaB), MOIPA3/CIIOB
(maparpadoB), MyHKTOB.

Hywmeparust cTpaHuI] OCHOBHOTO TEKCTa U MPHUIIOKESHUHN, BXOSAIINX B COCTAB

paboTHI, TOJDKHA OBITH CKBO3HAS.
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B ocHoBHO#I 4WacTu pabOTBI MOTYT NPUCYTCTBOBATH TAOJMIIBI, CXEMBI,
rpauKu ¢ COOTBETCTBYIOIIUMHE CCHIIIKAMHA U KOMMEHTAPHSMH.

B pabore n0JKHBI NPUMEHSATHCS HAy4YHbIE M CIEUHUAIbHBIE TEPMUHBI,
0003HaYEHUS M OTPE/ICICHUS, YCTAHOBJICHHBIE COOTBETCTBYIONIMMHU CTaHIAPTaMHU,
a TIpU UX OTCYTCTBUU — OOUICHIPUHSATHIC B CIIELMAIBLHON UM HAy4HOU JIUTEpaType.
Ecnu npunsTa cneuuduyueckass TEPMUHOJIOTHS, TO MEPEA CIHUCKOM JUTEpaTyphl
JOJDKEH  ObITh  MEPEUYEeHb MPUHSATHBIX TEPMUHOB C  COOTBETCTBYIOUIUMHU
paszbicHeHusIMU. [lepeueHb BKIIOYAIOT B co/iepKaHuEe pabOThl.

BryTpu rnaB u naparpadoB MOTYT OBITh TPUBEIACHBI TEPEUHCIICHUS.

Ilepen KakabIM 3JIEMEHTOM IIEPEUUCIIECHUS CIEAyeT CTaBuTh TUpe. [lpum
HEOOXOIMMOCTH JAJIbHEUIIIET0 TEPEUUCICHUsI BMECTO TUPE CTaBSITCS CTPOYHbBIC
OYKBBI B TIOpSIIKE PyCCKOro andaBuTa, HAUMHAsA C OYKBHI a (3a UCKJIIOYEHUEM OYKB
¢,3,H,0,4, b, bl, b).

JIns nanbHeWIe neranu3anuy NepedyrcieHui HeoOXO0AMMO HCTOJIb30BaTh
apa0ckue 1u@psel, MOCIe KOTOPBIX CTaBUTCS CKOOKa, a 3alHuCh MPOU3BOJIUTCS C
a03aIHOr0 OTCTYIIA.

[Tpumep:

['maBel m maparpadpl TODKHBI UMEThH 3arojoBKU. [IyHKTBI, Kak MpaBWio,

3aroJJOBKOB HE UMCIOT.
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Paccrosinne mexnay rnaBoit m maparpadom — oauH 1,5 mHTepBan (oxHa
nmycras cTpoka). Paccrosinue mexay maparpadom U TEKCTOM — ouH 1,5 untepBain

(oz1Ha mycTas CTpoKa).

4.2 OdopmieHre TUTYIBLHOTO JIUCTA

TuTynpHBI AUCT OPOPMIISIETCS B COOTBETCTBUU C JIOKAJIbHBIMH aKTaMH
npodeccuoHanbHOl  oOpa3oBaTenbHOM opranuzanuu. OO6paszenr opopMiIeHUs

TUTYJBHOTO JucTa B ipuinoxkennu ([TPUJIOXKEHUE B).

4.3 OopmiieHre CTPYKTYPHBIX 3JIEMEHTOB

CrpyktypHbiMu  25ieMeHTaMu  pabotel  sBisitorces:  COJAEPXXKAHUE,
BBEJIEHUE, nanmeHoBaHu€ BCEX pa3feioB M IMOAPA3/ACIOB OCHOBHOM 4YacCTH,
3AKJIIOYEHUE, CIIMCOK NCITIOJIbB3OBAHHBIX PECYPCOB,
[MPUJIOXEHHMS, ¢ yka3zaHHueM HOMEPOB JIMCTOB, C KOTOPBIX HAYMHAKOTCA 3THU
AJIIEMEHTHI JOKYMEHTA.

COLAEPXAHUE, BBEJIEHME, HAMWMEHOBAHUWUE PA3IEJIOB,
3AKJITOYEHHE, CIIMCOK NCITIOJIbB3OBAHHbBIX PECYPCOB,
[MPMJIOXKEHUWS cnenyer pacnosiaraTh B CEpeIMHE CTPOKU O€3 TOYKH B KOHIIC U
nevyaTaTh MPONMUCHBIMHU OyKBaMU, HE MO JYEPKUBasi, HOMEPOB pa3/iebl HE UMEIOT.

Homepa paznenoB U mojpaszienoB MO TEKCTY AOKYMEHTa U B COJEpKaHUU
JIOJKHBI COBITA/IATh.

Bce ctpykrypHbie snemeHThl B ColiepKaHUM BBIPABHUBAIOTCS IO JIEBOMY
Kparo 6e3 ad3aIHOTO OTCTYyNa U ¢ OTCTYNOM 10 MM OT KOJIOHKHA HOMEPOB.

Kosionky ¢ HOMepamu CTpaHMI] pa3MENialoT y MpPaBoro Kpas JIKMCTA.
PaccTtostHue oT mpaBoro kpas JIMCcTa 10 HOMEPOB CTpaHuULl 15 mm.

[Tpumep odopmnenus conepkanus npeacrasieH B [Ipunoxenuu I
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4.4 OdopmienHne WLTIOCTpaIui

Bce wmmoctpanuu, nomeniaembie B palOOTy, JTOJDKHBI OBITH TIIATEIbHO
no100paHbl, SICHO M YETKO BBIMOJIHEHbI. PUCYHKM M JuarpamMmbl JOJDKHBI UMETh
IOpsIMOE OTHOILIEHHE K TEKCTY, 0€3 JIMIIHUX HU300paKEHUN U JaHHBIX, KOTOpBIE
HUT/AE HE mToscHsIoTCA. KonmdecTBo wmmocTpanuii B paboTe TODKHO OBITh
JOCTAaTOYHBIM JUIsl TOSICHEHHs W3JIaraéMoro TekcTa. MinmocTtpanuu clieayer
pa3MenaTh Kak MOXHO OJM)Ke K COOTBETCTBYIOIIMM dacTsAM Tekcta. Ha Bce
WUIIOCTPALIMA  JTOJDKHBI OBITh CCBUIKM B TeKcTe paborel. HamMmeHoBaHus,
IPUBOJUMBIE B TEKCTE U HAa WILTIOCTPALMSIX, TOJKHBI OBITh OJIMHAKOBBIMH.

CcbulkM  Ha WUIIOCTpAallUM —paspeliaercs IoMemarb B CKOOKax B
COOTBETCTBYIOILIEM MECTE TeKcTa, 0e3 yka3zaHus cm. (cmotpu). CCchUIKM Ha paHee
YIOMSIHYTbIE WJUTFOCTPALMM 3alHMCBIBAIOT, COKPAIIEHHBIM CJIOBOM «CMOTpPWY,
Harpumep, cM. Pucynoxk 3.

Pa3memiaeMple B TEKCTE€ WUIIOCTPALMU CJIEAYET HyMepoBaTh apaOCKUMHU
mudpamu, Hanpumep: Pucynok 1, PucyHnok 2 u 1.1.

Hannucu, 3arpomMoskaaronige puUCyHOK, YEpTEeX WIM CXEeMY, HEOO0XOJIUMO
NIOMEIIATh B TEKCTE WIH MO WILTIOCTPALUEN.

[Tox kaXabIM PUCYHKOM, MUIIETCS cioBO «PHCYHOK», nanee yka3bIBaeTcs
ero HoMep (0e3 Touku), mpoden, aeduc, mpodels, yka3plBaeTCs Ha3BaHHUE O€3
KaBbIYEK, IEPEHOCOB B CJIOBAX, TOUKHU B KOHIlE. Ha3zBaHue pucyHKa 3aMCBhIBACTCS
CTPOYHBIMU OykBaMu (KpoMme repBoi OykBbl) mpudTom Times New Roman kerib
14 u pacmonaraercs Mo cepeuHe CTPOKH.

PHCcyHKHM HMEIOT CKBO3HYIO HYMEpaLHUIO.

[Tpumep:
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O AsToOyC

B AenesHad gopora
OABWMATPAHCNOPT

O CamocToATENEHD

PI/ICYHOK 3 — Mcnonw30BaHue crocoOoB MNCPCABUIKCHUA

[Ipy HEOOXOIMMOCTM WJUIIOCTPAlMA MOTYT HWMETh HAaWMEHOBAHHE H
NOSICHUTEIbHBIE JIaHHbIE (IOJPUCYHOUHBIM TekcT). B Takom ciyuyae cioBo
«PHUCYHOK» M €ro HOMEP NOMENIAIOT IIOCJIE NOSCHUTENBHBIX JaHHBIX. [Ipu
CCBUIKAX HA WUIIOCTPALIUU CIEAYET ITUCATh «... HA PUCYHKE 1 OKa3aHo...» U T.II.

Ot Tekcra PUCYHOK N €TO HAMMCHOBAHUC OTACIIAIOTCA IIYCTBIMU CTPOKAMMU.

4.5 Odopmienue TadIuIY

Hywmepanus tabauiy — ckBo3Has 1mo Bceil pabore. Kaxmas Tabnmia qomkHa
UMETh Ha3BaHUE U HOMEp, MOMEIIAeMbIi HaJl Ha3BaHUEM TaOJIUIIbl O€3 COKpalleHHsI
C JIEBOW CTOPOHBI.

Tabnuipl pa3MenaoT nocie NepBoro ynoMHUHAHUS O HUX MO TEKCTY U TaKUM
o0pa3oMm, 4TOOBI UX MOKHO ObLIO YMTaTh O€3 MOBOPOTa padOTHI WM C TOBOPOTOM
no 4acoBoil ctpenke. Jlomyckaercs mepeHoc TaONMIbl Ha JAPYTYIO CTPaHMILY C
COXPAaHEHHEM 3aroJIOBKOB rpad.

Tabnuiy ¢ OONBIIUM YHUCIIOM CTPOK JOIYCKAeTCs TEPEHOCHTh Ha APYroi
muct (ctpanuity). [Ipu mepeHoce wacTu TaOMUIBI HA JAPYTOoM JUCT (CTPAHUILY)

CJIOBO «Ta6n1/ma», €€ HOMCPp M HAMMCHOBAHHUC YKa3bIBAIOT OJHMH pa3 CJICBA HaAJ
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MEePBOM YaCThIO TAONMIIBI, & HAJ APYTUMHU YacTSAIMU TAKKe ClIeBa MUIIYT CIOBA
«IIpogomxeHune TaOIUIB U YKA3BIBAIOT HOMEP TAOJIUIIHI.

Tabnuiy ¢ OOJBIIMM KOJUYECTBOM T'pad JOMyCKaeTcsl NEIUTh Ha YacTU U
MOMEIIATh OJ[HY YacTh MO/ JPYroi B Mpeiesax OJJHON CTPAHUIIBIL.

['padbr TaOIUIBI UMEIOT 3aTr0JIOBKH M TMO[3ar0JIOBKHU: 3ar0JIOBKM HAYMHAIOTCS
C MPOIMUCHOMN OYKBbI B €TMHCTBEHHOM YHCJIE, a TI0J[3ar0JIOBKH — CO CTPOUYHBIX OYKB,
€CJIM OHU COCTAaBJISIOT OAHO MPEIOKEHUE C 3ar0JIOBKOM, WK C IPOIMUCHON OYKBBI,
€ClIi OHM HMEIOT CaMOCTOSITeIbHOE 3HaueHue. B  KOHIle 3arojoBKOM U
10/13ar0JIOBKOB TA0JIMI TOYKU HE CTaBSAT.

3aronoBku Trpad, Kak TpaBWIIO, 3aMHUCHIBAIOT MAPAJUIEIBHO CTPOKAM
Tabnuipbl. [Ipu HEOOXOIMMOCTH JTOMYCKAeTCsl MEePIECHAUKYIISIPHOE PACIONOKEHHE
3aroJoBKOB rpad.

Enunuiiel usmepeHust mpomnuckIBatoTcs B rpadax TaOuIIbL.

Brecenue B Ta0MIly HE3amoIHEHHBIX Tpad U CTPOK HE Jomyckaercs. Eciu B
KaKoW-IM00 CTPOKE TaOIUIbI HET JJAHHBIX, TO B HEM CTaBSAT MPOYEPK (TUPE).

[Tpumep:

Ta6muma 1 — Beibopka 3a 2015-2020 rox

2015 . 2016 . 2017 r. 2018 r. 2019 . 2020 .

Kon-Bo 210850 | 252480 221838 236990 | 238100 | 219635

MaTepuajoB

[Ipumevyanust W CHOCKM, KacawlIuecs COACpKaHUS TaONMuIl, MHIILYT
HETOCPEJACTBEHHO M0 Ta0IHIIEH.

Paznenarp 3aroyioBKM W MOJ3aroJioBKH rpad) TUAaroHATbHBIMHU JUHUSMU HE
JIOITyCKaeTCsl.

Tabnuupl crieBa, cipaBa M CHHU3Y, KaK MPABHUIIO, OTPAHUYUBAIOT JTUHUSMH,

JlaXke TIpU MEPEHOCE Ha JPYTYIO CTPAHUILY.
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Pekomenayemsbiii pasmep mpudra (Kerip) TekcTta Tabmumsl — 12 ¢
MEXCTPOYHBIM HHTEPBAJIOM — 1.

JlomyckaeTcst yMeHbIaTh pasmep mipudra (keriap) B Tabmuie ao 10 ¢
MEXCTPOYHBIM HHTEPBAJIOM 1.

I'pady «Homep mo mopsinky» B Tabnuily BKJIIOYaTh He nomyckaercs. [lpu
HEOOXOJMMOCTA HYMEpalMK T[OoKa3aTesneil, MmapaMeTpoB WM APYrUX JaHHBIX
MOPSIIKOBBIC HOMEpa CJIEMyeT yKa3biBaTh B MEpBOM Trpade (OOKOBUKE) TaOIHITBI
HEIMOCPEICTBEHHO NIepe]l X HAUMEHOBAHUEM.

Tabnuua ¢ ee HaMMEHOBAaHWEM JOJDKHBI OBITH OTAEIEHBI OT OCHOBHOTO

TEKCTaMU MyCThIMU CTPOKAMH (CHU3Y U CBEPXY).

4.6 OdopmiieHIE TPUITOKCHUHA

B npunoxenusix KypcoBoil paOOThl MOMEMIAIOT MaTepuai, JOMOTHIIOUUN
OCHOBHOM TEKCT.

[IpunoxxeHussMu MOTYT OBITh:

— rpauky, AuarpaMMsl;

— Tabuibl 6oJbIoro opmara,

— CTaTUCTUYECKUE JAHHBIE;

— dbotorpadumu,

— OAHKOBCKHE IOKYMEHTHI U/WIIA UX (PPArMEHTHI U T.]I.

[Tpunoxenuss oQOpMIIAIOT Kak MPOJOHKEHUE OCHOBHOTO TEKCTa Ha
MOCIIEYIOIINX JIMCTAX WK B BUJIE CAMOCTOATEIBHOIO JOKYMEHTA.

B 0CHOBHOM TEKCTE Ha BCE TIPUIIOKEHHSI JJOJDKHBI OBITH TaHbI CCHIIIKH.

Kaxnoe mnpunoxeHue cieayeT Ha4YMHATHL C HOBOIO JIUCTA C YKa3aHHEM
HaBepxy 1Mo 1eHTpy crTpanHulbl cioBa <«I[IPMJIOXKEHHME». Ilocne cnoBa
«ITPUJIOXKXEHUE)» cnemyer OykBa, 00OO3Hauaromas €ro MOCIEI0BATEIbHOCTD,
Hanpumep, <«IIPUJIOXKEHUE Ax». Tlpunoxenuss o0003HA4alOT 3arjiaBHbBIMU
OyKBaMH pyccKoro andaBuTa, HaulHas ¢ A, 3a UcKIodeHneM Oyks E, 3, i, 0,4,

b, bl, 'b. Ilon HauMeHOBaHHEM CTPYKTYpPHOTO »3JIEMEHTa B CKOOKax s
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00s3aTEIPHOTO  TPWJIOKEHHUS  MHITYT CJIOBO  «o0Osi3aTenpHOE», a I
WH()OPMAITMOHHOTO — «CTpaBoyHOE». [IpuiokeHne MOKHO HMMETh 3aroJioBOK,
KOTOPBIN 3alUCHIBAIOT C MPOMUCHON OYKBBI OTACIBHON CTPOKOM.

[Ipuioxkenne  IOKHO HMMETh  3arojOBOK, KOTOPBIA  3alMCBIBAIOT
CUMMETPUYHO OTHOCUTEIBHO TEKCTA C MPOMUCHON OYKBBI OTACIBHON CTPOKOM.

[Ipunoxenus AOMKHBI UMETh OOIIYI0 C OCTAJIbHOW YacThlO JOKYMEHTa
CKBO3HYIO HyMmepaluio crpanuil. [Ipunoxenue, BHIIOJTHEHHOE Ha TUCTE OOJBIIOTO
dbopmara, cuntaercs 3a oMH JIUCT. Bee mpuitoskeHus JOJKHBI ObITh MEPEUHUCIICHBI

B COJIEpKAHUU JIOKyMEHTA C yKa3aHUEM UX 0003HA4YEHUI U 3aroJ0BOK.

4.7 OdopmiieHre ccbUIOK

CchUIKM Ha MCHOJIb30BaHHBIE MCTOYHUKH CIIENYET YKa3bIBaTh MOPSIKOBBIM
HOMEpOM OuOIMOrpadyecKoro OMHUCAHUS MCTOYHHMKA B CIIMCKE HCIOJIb3YyEeMbIX
UCTOYHHUKOB. [IOpSIKOBBI HOMEp CCHUIKH 3aKIIOYalOT B KBAJAPATHBIE CKOOKH.
Hym™mepanus ccbutok Beaercs apadckumu 1udpamu [10, €.96].

[Ipu cchuikax HA CTAHAAPTHI M TEXHUUYECKHUE YCIOBHUS YKA3BbIBAIOT TOJBKO UX
o003HaueHue, MPU ITOM JOIMYCKAETCS HE YKa3blBaTh T'OJl UX YTBEPKICHHS TIPH
YCIIOBUM TIOJHOTO OIMCAaHWS CTaHAapTa W TEXHUYECKUX YCIOBHUH B CITHUCKE
MCIIOJIb30BaHHBIX HCTOUYHUKOB B cooTBeTcTBUU ¢ [[OCT.

Ccplka Ha UCTOYHUK 00s13aTeNbHA TIPU UCIIONH30BAaHUU 3aMMCTBOBAHHBIX U3

JUTEPATYPHI TaHHBIX, BBIBOJOB, IUTAT, (OPMYJI, TAOIUI] U WILTIOCTPALIUN.

4.8 OopmiieHre CIECKa UCTIOJIB30BAHHBIX PECYPCOB

Cnucok HCMHOJIb30BAHHBIX PECYPCOB SBISIETCS HEOOXOJMMBIM AJIEMEHTOM
odopMieHUsT KypCcOBbIX PaboT (mpoekToB). CMHCOK HCIOJIB30BAHHBIX PECYPCOB
odopmirsieTcss B cootBeTcTBUU ¢ TpeboBanusmu ['OCT 7.0.100 -2018.

PexoMeHtyeTcs mpeacTaBiIsTh €AUHBIN CIUCOK HCIOJIb30BaHHBIX PECYpPCOB

K pabore B menoMm. Cnmcok o0O0s3aTENbHO JIOJDKEH OBITh MPOHYMEPOBAaH U
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pacroyoxeH ¢ ab3anHoro orcrymna. KaxkJIblii UCTOYHHUK YIIOMUHAETCS B CIIHCKE
OJIMH pa3, B HE3aBUCHUMOCTHU OT TOr'0, KaK YaCTO HA HEro JIEJIA€TCS CChUIKA B TEKCTE
paboThI.

CHHCcOK HCTOJIB30BAHHBIX PECYPCOB UMEET CIEAYIOIIYIO CTPYKTYpPY:

HopmaTtuBHO-ipaBOBbIe  aKThl (MOPAIOK MX CJENOBaHHUS B  CIIUCKE
UepapXuyeH, BHYTPU KaXIOro TMOJNYHKTa Oubmuorpaduyeckue ONMucCaHus
pa3MemaroTcs mo ajahaBUTy, HyMepalys BO BceM 0JI0KEe — CKBO3Has):

— Koncruryuus PO;

— MexayHapoiHble MpaBOBbIE akThl, partuduuupoBaHHbie Poccuiickoit
denepanuei;

— @enepanbHble KOHCTUTYLIHOHHBIE 3aKOHBI;

— DenepanbHbIe 3aKOHBI (KOJIEKCHI);

— @enepanbHbIC 3aKOHBI,

— 3akoHbl cyObekTOB PD;

— Yka3sl u pacniopsikenus [Ipesunenta PO;

— IlocranoBnenus u pacnopsokenus [lpaBurenscrea PO;

— HopmatuBHO-TIpaBOBbIE aKThl (hellepanbHbBIX OPraHOB HCIIOJIHHUTEIbHON
BJIACTHU U MHBIX TOCYJAPCTBEHHBIX OPraHoOB;

— HopmaTuBHO-TIPaBOBBIE AKThl TOCYAAPCTBEHHBIX OPraHOB M OPraHOB
roCcyJ1IapCTBEHHOU BiacTu CyObeKTOB PD;

— IlIpaBoBbIE aKThl OpPraHOB MECTHOTO CaMOYMPABJIEHUS U HUHBIX
MYHULIUTAIBHBIX OPTaHOB.

Marepuainsl cy1e0HOM NpakTUKX (IpH HEOOXOAUMOCTH );

VYyeOHast 1 HaydHas JIUTEPATYPA;

JIutepatypa Ha HHOCTPAHHBIX S3bIKAX (MPU HEOOXOAUMOCTH);

DNEeKTpOHHBIE pecypchl (B pa3fes BKIIOYAIOT AJIEKTPOHHBIE W3JAHUS U3
ObC; HeomyOMMKOBAaHHBIE HOPMATUBHBIC AKThI; MaTEPUAIIbl, PA3MEIIICHHBIC B CETH
HNHTepHeT, He UMEIOIIKE MEYaTHOTO aHAJIora).

[Tpumep odopmieHUs] CIUCKA HCIIOJIB30BAHHBIX PECYPCOB IPEACTABIICH B

ITpunoxxenuu b.
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CchUIKM Ha AJIEKTPOHHBIE PECYPCHI COCTABISIOT KaK B LEIOM (3JEKTPOHHbBIE
JIOKYMEHTBI, 0a3bl JaHHBIX, OPTAJIbI, CAWThI, BeO-CTpaHUILIbI, GOPYMBI U T. 11.), TaK
¥ Ha COCTaBHBIE YaCTH SJEKTPOHHBIX PECYpCOB (pa3/ieiibl U YaCcTU DJIEKTPOHHBIX
JIOKYMEHTOB, MOPTAJIOB, CaliTOB, BEO-CTpAHUI] U T. I.) yKa3biBasg O(HUIIMATBLHOE
HaMEHOBAHUE.

Cnucok MCHoJIb30BaHHBIX PECYPCOB KypCOBOM paboThl (IIPOEKTa) JTOJKEH

COAEPKaTh HE MEHee |5 NCTOYHUKOB.

4.9 TpeboBaHUs K TMHTBUCTUIECKOMY O(DOPMIIEHHIO KYypCOBOI paObOTHI

KypcoBasi paboTta noikHa OBITh HamMcaHa JIOTHYECKU MOCIEAOBATENbHO,
JUTEpaTypHBIM A3bIKOM. [ToBTOpHOE ynoTpeOaeHne 0AHOro U TOro e CJI0Ba, €CIIU
ATO BO3MOXHO, goryctumMo yepe3 50 — 100 cioB. He moimkHBI ynoTpeOIsThCS Kak
U3JIMIIHE MPOCTPAHHBIE U CIIOKHO MOCTPOEHHBIE MPEIOKEHUS, TAK U YPE3MEPHO
KpaTKue JaKkOHWYHbIe (ppasbl, ciabo Mexay coOoil CBs3aHHBIEC, JOMYCKAIOIINE
JIBOMHBIE TOJIKOBAHUSA U T. [I.

[Tpu Hanucanuu KypcoBoi pabOThl HE PEKOMEHYETCS BECTH U3JI0KEHUE OT
NEPBOro JIMIAa €IWHCTBEHHOTO 4YMCia: «sI HAOMIOAa», « CUUTAIO», 110 MOEMY
MHEHHUIO» U T. 1. KoppekTHee hcnoiab30BaTh MECTOMMEHHE «MbD»y. [lomyckatorcs
00OpOTBI C COXpaHEHUEM IEPBOrO JIHMIA MHOKECTBEHHOIO 4YHCIA, B KOTOPBIX
UCKJIIOYAETCd MECTOMMEHHUE «MbI», TO €CTh ()pa3bl CTPOSTCSH C YNOTpeOJeHUEM
CIIOB «HAOJIIOaeM», «YyCTaHABIMBAEM», «HUMeemM». MOXXHO HCIOJIb30BaTh
BBIPAKEHUS «HA HAII B3TJIAD», IO HAIEMY MHEHUIO», OJHAKO MPEINOYTUTEIbHEES
BBIPAXKATh TY K€ MBICJIb B O€3IMYHON (hopMe, HarpuMep:

— H3Yy4YEHUE DKOHOMHYECKOIO OIBITA CBUAETEIBCTBYET O TOM, YTO ...,

— Ha OCHOBE BBIINIOJHEHHOI'O aHAJIN3a MOYKHO YTBEPKAATh ...,

— MPOBEACHHBIC UCCIIEAOBAHMS MOATBEPAUIIN. . .;

— TpeacTaBisieTcs 1eaecooOpa3HbIM OTMETUTD;

— YCTaHOBJICHO, YTO;
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— JIenaeTcs BBIBOI O...;

— cleayeT MOAYEPKHYTh, BBIICIUTS;

— MOXHO CJIeJIaTh BBIBOJ O TOM, YTO;

— HE0OXOAMMO PaCCMOTPETh, U3YUUTh, TOMIOJTHUTD;

— B paboTe paccMaTpPUBAIOTCS, AHATTU3UPYIOTCA. ..

[Ipn Hanmcanuu KypcoBOM pabOThI HEOOXOIUMO MOJB30BATHCS SI3BIKOM
HAyYHOTO W3JIOKECHHsI. 37€Ch MOTYT OBITh WCIOJIb30BAHBI CJICAYIONIME CJIOBA U
BBIPAKEHUS:

— IS yKa3aHWs Ha IOCJIENI0BATEILHOCTh PA3BUTHUSI MBICIH U BPEMEHHYIO
COOTHECEHHOCTH:

a) TpexJe BCEro, CHauyasia, B MEPBYIO OYEPEib;
0) BO — MEPBBIX, BO — BTOPBIX U T. 1I.;
B) 3arewm, Jjajiee, B 3aKJII0UYEHUE, UTAK, HAKOHEIL;
r) J0 CHX IOp, paHee, B MPEIbLAYIIUX HCCICIOBAHUSAX, 10 HACTOSIIETO
BPEMCHU;
1) B IOCJIEIHUE TOJIbI, IECATUIICTHUS;
— JI7IS1 COTIOCTABIICHUS U TTPOTUBOIIOCTABIICHUS:
a) OJIHAKO, B TO BpeMs KakK, TeM HE MEHEE, HO, BMECTE C TEM;
0) Kak...,Tak H...;
B) C OJTHOM CTOPOHBL..., C IPYrOM CTOPOHBI, HE TOJBKO..., HO U;
I') [0 CPaBHEHUIO, B OTJINYHUE, B IPOTUBOIOJIIOKHOCTD;
— IS yKa3aHWsI Ha CIIEACTBUE, IPUINHHOCTB:
a) TakuM 00pa3oM, CIeOBATEIbHO, UTAK, B CBS3U C ATUM;
0) oTCro/aa clieyeT, MOHATHO, SICHO;
B) OTO MO3BOJIAET CACIATh BBIBOI, 3aKJIFOUCHHC;
I') CBHJETEILCTBYET, TOBOPUT, JACT BO3MOXKHOCTB;
1) B pe3yJbTaTe;

— ISl TOTIOTHCHMS M YTOYHCHHMS:

a) TOMHMO 3TOTO, KPOME TOTO, TAKXKeE U, HAPAIY C..., B YaCTHOCTH;

0) ™IaBHBIM 00pa30M, OCOOEHHO, UMEHHO;
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B) U1 WUTKOCTPALIMU CKa3aHHOIO:

I) Hampumep, TakK;

1) TNPOWUTIOCTPUPYEM CKa3aHHOE CJICAYIOMHMM TMPUMEPOM, IPUBEIEM
IIPUMED;

€) TIOATBEPXKICHHUEM BBIIIEC CKA3aHHOTO SIBJISICTCS;

— JUIsl CCBUIKM Ha TPEAbIAYIIME BBICKA3bIBAHMSI, MHCHUS, UCCIICAOBAHUS U
T.J.:

a) OBLIO YCTAHOBJIEHO, PACCMOTPEHO, BBISIBJICHO, IPOAHAIM3UPOBAHO;
0) Kak TOBOPWJIOCH, OTMEUAJIOCh, MOAYEPKHBAIOCH;
B) AaHAJOTUYHBIN, TOOOHBIN, UACHTUYHBIN aHAIN3, PE3YJIbTaT;
r) 110 MHEHHIO X, KaKk OTMe4aeT X, COTJIaCHO TEOpUHU X;
— I BBEJICHUSI HOBOUW MH(pOPMAIIUU:
a) PpAacCMOTPHUM CJIECAYIOUINUE CIy4Yau, TOTIOJHUTEIbLHbBIC IPUMEPHI;
0) mepeiieM K pacCCMOTPEHHUIO, aHAIU3Y, OITUCAHUIO;
B) OCTaHOBHMCS OoJiee IeTaabHO Ha...;
I) CJEIYIOIINM BOIPOCOM SIBJISIETCA. ..;
1) €Ille OJJHUM BaKHEUIIIUM aCTIEKTOM U3y4aeMou MpoOIeMbl SBISETCS. . .;

— U1 BBIPAYKEHUS JIOTUYECKUX CBA3E€M MEXKYy YaCTSIMHU BbICKA3bIBAHUS

a) Kak MoKasaJl aHaJIn3, KaK ObLJIO CKa3aHO BHIIIIC;

0) Ha OCHOBAHWH MOJYYEHHBIX JIAHHBIX;

B) MPOBEJICHHOE MCCIICIOBAHUE TTO3BOJISET ClICJIaTh BHIBOI,
I) pe3OMUpPYS CKa3aHHOE;

1) JaJbHEeHIINe NepPCIeKTUBLI UCCIEA0BaHUS CBS3aHbI C. ...

[lucbmMeHHass pedb TpeOyeT HCIOB30BAHUS B TEKCTE OOJIBIIOrO YHCIIA
Pa3BEPHYTHIX MPEJIOKECHUHN, BKIIOYAIOMIMX MNPUAATOYHBIE  MPEIJIOKEHHUS,
MIPUYACTHBIE U JIeENPUIACTHBIE 000POTHI. B CBSI3M ¢ 3TUM YacTO ymoTpeOISIFOTCS
COCTaBHBIE IO TYMHUTEIILHBIC COO3bI U KIIUIIIE:

— TOCKOJIbKY, OJ1arofapsi TOMY 4TO, B COOTBETCTBHH C...;

— B CB$I3H, B PE3YJIbTATE;

— TIIpH YCJIOBUH, YTO, HECMOTpS HA...;
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— Hapsay C..., B TCUYCHHE, B XOJIe, 10 MEpeE.

HeoOxomuMo oIpenenuTh OCHOBHBIC IOHATHS IO TEME HCCIICIOBaHMUS,
4TOOBI UCIOJIb30BAHUE UX B TEKCTE KypCOBOH PabOThI OBUIO OJHO3HAYHBIM. ITO
O3HaYaeT: TO WM HHOE IIOHATHE, KOTOPOEC Pa3HBIMH YYCHBIMH MOJXKET
TPAKTOBAThCSI TIO-Pa3HOMY, JOJDKHO BO BCEM TEKCTE JAHHOW pabOThI OT Havyaia J1o
KOHIIA HMMETh JIMIIb OJHO, YETKO OINPEACICHHOE aBTOPOM KYpPCOBOH pabOThI
3HAYCHUE.

B KypcoBoii paboTe T0JDKHO OBITH COOIOICHO SIUHCTBO CTHIIS M3JIOKCHHS,
obecrieueHa opdorpadudeckas, CHHTAKCHYECKass U CTUIIMCTUYECKAss TPAMOTHOCTD

B COOTBCTCTBUM C HOPMaAMH COBPEMCHHOI'O PYCCKOT'O SA3bIKA.
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5 IIPOLIEYPA 3AILUTEI KYPCOBOM PABOTHI

KypcoBass pabGoTa, BBITIOJIHEHHAs ¢ COOJIIOJICHUEM PEKOMEHIYEMBIX
TpeOOBaHMI, OIICHUBAETCA U JIOMYyCKAaeTCs K 3alludTe. 3alura JI0JDKHA
MPOM3BOJUTHCS IO Hayajia 3K3aMeHa N0 JUCLIUIUINHE.

[Tponemypa 3ammThl KypcOBOU pabOTHI/IPOEKTa BKITIOUAET B CEOS:

—  BBICTYIUICHME OOydYaromierocs mo TeMe M pe3ysbTaTaM paboTel (5-8
MHH),

— OTBETHl HAa BOMNPOCHl YIEHOB KOMHCCHHM, B KOTOPYIO BXOJST
npenojaBaTesid JUCUUILUIMH Tpo(PEecCHOHATBHOTO UKIIA.

Takxe B COCTaB KOMUCCHHM MOTYT BXOAUTh: 3aMECTUTEIb JUPEKTOpa 1o YP,
VIIP, npakTukyronme crenuaauctel. Ha 3amuTy MoryT ObITh TMpUITIAIIEHBI
MperoaBaTeNi U 00y4aronmecs ApyruxX CrenuaTbHOCTEH.

[Tpu moxroroBke k 3ammre Bam HeoOX011MO:

—  BHHUMATEJIBHO POYMTATh COJICPKAHUE OT3hIBA PYKOBOAUTENS PAOOTHI,

— BHECTH HEOOXOJMMBIC TOIMpPaBKH, CAEIaTh HEOOXOIUMbBIC IOMOIHEHUS U
W3MEHEHUS;

—  000CHOBAHHO U JIOKA3aTEJILHO PACKPHITh CYIITHOCTh TEMbI KYpPCOBOM PaOOTHI;

—  00CTOSATENILHO OTBETUTH HA BOMPOCHI YWIEHOB KOMUCCHH.

ITIOMHUTE, 4drto okoHuaTelbHas OILIGHKA 3a KYypCOBYI paboTy
BBICTABJIACTCS KOMUCCUEHN TOCIIC 3aIIHUTHI.

PaGota omenuBaercs auddepeHIUpPOBAHHO C YYETOM KauecTBa ee
BBITIOJTHEHUS, COAEPKATEIbHOCTH Baliero BEICTYIIIEHUS U OTBETOB Ha BOIIPOCHI BO
BpEMsI 3allUTHI.

PesynbTaThl 3ammuThl  ONEHUBAIOTCS IO YETHIPEXOAUTLHON CHUCTEME:
COTIIMYHO»,  «XOpOLIO»,  «YIOBIETBOPHUTEIBHO»,  «HEYJOBIECTBOPUTEIHHO.
[TonmoxuTenbHas OLEHKA MO TOM NUCUUILIMHE, MO0 KOTOPOH IMPEeayCcCMaTpUBAETCA
KypcoBasi paboTa, BHICTABIISIETCS TOJIBKO MPHU YCIOBUH YCIICIITHON Ca4 KypCOBOM

pa6OTBI Ha OLCHKY HC HUXXC «KYAOBJICTBOPUTCIBHO).

31



Ecnu Bbl mony4nin HEyJOBIETBOPUTENBHYIO OIIEHKY MO KYpPCOBOM padoTe,
TO HE JIOITyCKAETECh K UTOrOBOM aTTECTALMH MO AUCIUIUIMHE. TaKke 10 PEeHIeHUI0
Komuccun Bam MoxkeT OBITh NpPENOCTaBIEHO MPaBO JAOpPadOTKH paboOThl B
YCTAHOBJICHHbIE KOMUCCUEN CPOKH U IIOBTOPHOM 3AILMTBHI.

K 3amuTe KypcoBoii paboThl IPEIBSABISAIOTCS CIEAYIOINE TPEOOBAHMSL:

— T1iyOoKas TeopeTHYecKas MpopadOoTKa UCCIIEyeMbIX MPOOJIEM Ha OCHOBE
aHajau3a JINTepaTypsl;

— yMenas cUCTeMaTHu3alus UPPOBIX JAHHBIX B BUE TaOIHIl U TPAPHUKOB
C HEeOOXOJUMBIM aHAJIM30M, OOOOIIEHHWEM M BBISIBJICHUEM TEHJECHUUN pa3BUTUSA
WCCIIEYEMBIX SIBJIEHUU U MIPOLECCOB;

— KPUTHYECKHM MOJXOJ K U3y4aeMbIM (paKTUYECKUM MaTepHallaM C LIEJIbIO
IIOMCKa HaIIPaBJICHUI COBEPIICHCTBOBAHMS I€ATEIIBHOCTH;

— apryMEHTHPOBAaHHOCTb BBIBOJIOB, OOOCHOBAHHOCTb NPEMJIOKEHUN H
PEKOMEHIAIN;

— JIOTUYECKH TOCIEAOBATEJIBHOE M CaMOCTOSATEIIBHOE  U3JI0KECHUE
MaTepuana;

— odopmiieHHE MaTepHalla B COOTBETCTBUM C  YCTAHOBJICHHBIMH
TpeOOBaAHUSIMU;

— 00s3aTenpHOE HAJIMYMe OT3bIBa PYKOBOAMTENS HA KYPCOBYIO paboTy.

JUis BBICTYIUIGHHMST Ha 3alIUTe HEOOXOOUMO 3apaHee MOATrOTOBUTH U
COTJIACOBATH C PYKOBOJUTEJIEM TE3UCHI JOKJIAAA U WUTFOCTPATUBHBIA MaTEpHUal.

[Ipu cocTtaBieHUH TE3UCOB HEOOXOAMMO YUYUTHIBATH OPUEHTHPOBOYHOE
BpeMs JIOKJIaga Ha 3ammuTe, KoTopoe coctaBiuser 8-10 wmuuyT. Jlokman
1EeJIeCO00pa3HO CTPOUTh HE MYTEM U3JIOKEHUS COJepKaHUs pabOThI MO IJIaBaMm, a
10 3a/a4aM, TO €CTbh, PACKpPbIBAsl JOTUKY INOJIyYEHHS] 3HAUMMBIX pE3yJbTaToB. B
JOKJIa/ie 0053aTesIbHO JAOKHO MPUCYTCTBOBATH OOpalieHUE K WIUTFOCTPATUBHOMY
MaTepuay, KOTOpbIi OyleT HCHOJB30BaThCSA B XOJ€ 3alUThl paboThl. OO0beM
JOKJaa JOJHKEH COCTaBisATh 7—8 cTpanui] Tekcta B ¢gopmare Word, pasmep

mpudTa 14, noayTOpHBIA HHTEPBA.

32



PekoMenayembie cTpyKTypa, 00beM U BpeMs JOKJIa/1a IPUBEICHBI B TA0IHIIE

5.
Tabnuua 5 — Ctpyktypa, 00beM U BpeMs 10KJ1aaa
CtpykTypa qoKiIaaa O6bem Bpewms

[IpencraBieHne TeMbl pabOTHI o 0,5 Ho 1 Mmunyt
AKTYaJIbHOCTh TEMBbI CTpaHUIL
enps paboTsl
[TocranoBka 3aauu, pe3yabTaThl €€ PEUICHUS U CACIaHHbIE Ho 5 o 3 munyt
BBIBOJIBI (ITO KQXKIIOM M3 3a/1a4, KOTOPbIE ObUIHA MOCTABIICHBI JIS CTpaHMI]
JTOCTHOKEHHS 11€JIM KypCOBOM pabOThI)
[TepcniekTHBBI M HAIIPABIICHUS JAJTbHEUILIETO UCCIEAOBAHUS Ho 0,5 Jo 1 munyTtsl
JTAHHOW TeMBbI CTpaHHUILIbI

B kadecTBe WILTIOCTpandii UCIONB3YETCS MPE3CHTAlM, [MOJrTOTOBICHHAS B

IIporpamMmme «Power POint», oTpaxaromas OCHOBHBIC PC3YJIbTAaThbl, JOCTUTHYTBIC B

paboTe U CorjacoBaHHbBIC C COJAECpPKAHWEM AoKjIana. Bce ciailibl JOJKHBI OBIThH

IIPOHYMCPOBAHLI 1 HA3BAHBI.

B cnyyae HesBKM Ha 3allMTy 1O YBaXXUTENbHOW mNpuunHe, Bam Oyxer

IIPEIOCTABIIEHO MPABO Ha 3aIUTY B APYTO€ BpEMSI.

B CJIydac HCABKHU HaA 3allUTYy IIO HGYBa)KI/ITeJIBHOﬁ IMIPUYINHC, Br1 IIoJIy4acTe

HCYIOBJICTBOPUTCIbHYIO OILICHKY.

33




[MPMJIOXXEHUE A
(cripaBOYHOE)
[lepeuyeHn TeM KypCcOBBIX padoT
no MJIK 01.05

1) CrocoObl M3rOTOBJICHUS YIPaBJICHUYECKOW JTOKyMEHTauuu. biaHku
JIOKYMEHTOB.

2) [ToanmuaHUKY ¥ KoMK TOKyMeHTOB. [IpaBuna odhopmierHwms.

3) [TonsiTue nHGOPMAIIMOHHON EMKOCTH JOKYMEHTA.

4) YHaudukanus u CTaHaapTU3alus CIyKEeOHON TOKyMEHTAIIUH.

5) [Topsimok perucTpanuu MOCTYMaMMX (BXOASNINX) YIPaBICHYECKUX
nokymeHToB B OB/I.

6) WNunekcanus JOKYMEHTOB B [EHTPATN30BaHHBIX,
JNEUEHTPAIIU30BAaHHBIX M CMEIIAHHBIX  BUJAX  JEJONPOU3BOACTBEHHBIX
MOAPa3ACICHUN.

7) [Topsnok ncrnonHeHns T0KyMeHTOB. Pe3omonun Hadaneanka OB/I.

8) [Topsimok Mpou3BOCTBA MO OTIIPABISAEMON IOKYMEHTAIIUH.

9) [IpaBuna ¢popMHUpoOBaHUs A€M U UX TPYNIHPOBKA.

10) Odopmnenue nen. IpaBuia HaHECEHUST PEKBU3UTOB Ha O0JI0KKH JIET.

11) Tlopsmok nmepeaayu aen B Moapa3aesieHus crei)oH/I0B.

12) Buael u mnpaBuwia OQOPMIICHHS OpPTaHH3aI[MOHHBIX JOKYMCHTOB B
opraHax BHYTPEHHUX JIe]l.

13) Tlopsaok yTBepKICHHS OPTaHU3aIMOHHBIX JOKYMEHTOB.

14) TlonmoxxeHue 00 opraHe BHYTPEHHHX JIeJ, €ro CTPYKTYPHOM
HoJipa3esieHUuH, MOPSI0K OPOPMIIEHHUS U PEKBU3UTHI.

15) Tlopsmok cocTaBieHus: U 0OPOPMIICHUS TOJHKHOCTHBIX UHCTPYKIIUK.

16) IIpaBoBas 3KCrepTH3a OPraHU3AIUOHHBIX TOKYMEHTOB.

17) Ilpuka3 HayanbHUKA OpraHa BHYTpeHHHUX 1ei. [Topsmgok opopmieHwus,
CTPYKTYpa, PEKBU3UTHI.

18) Pacnopsokenue. [Topsaok opopmiIeHHsI U COCTaB PEKBU3HUTOB.

19) TIlopsmok corjacoBaHUsi W YTBEPXKJICHUS  PACIOPSIUTEIBHBIX
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JTIOKYMEHTOB.

20) TpeOoBaHus, MpenbsBIIEMble K O(GOPMICHHIO PACIOPSIUTEIHHBIX
nokymeHToB B OB/I.

21) IIpaBoBas KCHIEpTH3a PACIIOPSTUTECIBHBIX JOKYMEHTOB.

22) Hasuauenwue u npaBuia 0ohOPMIICHHUS TeJICTPaMM.

23)  CocraBiieHue, yTBEpP)KICHUE U OTIPABICHHUE TCICTANITOTPAMM.

24) Tlopsinok odopmieHHS pPEKBU3UTOB ajpecaTa W OTIPABUTEIS B
TeJerpamMMmax, TeJieTalmorpaMmax.

25) Crpykrypa, Ha3Hau€HHE W TIOPSIOK COCTABJICHUS JIOKIATHBIX W
OOBSICHUTENBHBIX 3aITUCOK.

26) Tlopsaok ohopMIICHUS M YTBEPXKICHUS JTOKYMEHTOB KOJUICTHAIbHBIX
OpTaHOB.

27) Bumel, mpaBwia oGOpPMIICHHS W COCTaB PEKBU3UTOB CITY)KECOHBIX
IUCEM.

28) Tlopsaok mpuema u oOpaboTku moctynatomux B OB/l mucbMeHHBIX
oOpalleHui rpaxaaH.

29) Ilpuem u 00pabOTKa AHOHUMHBIX TTHCEM.

30) Perucrpanus BXOASIIEH KOPPECIIOHACHIIUH, IIPUCBOCHHE
pPErucTpalvoHHOrO HOMEpa.

31) Opranuzanus npuemMa TpakIaH PYKOBOACTBOM OpraHa BHYTPEHHHUX
hi (S

32) Kareropun rpaxiaH, HMCIOIIUX I[PaBO BHEOUEPEIHOTO IMpHeMa
pykoBoactsoMm OB/I.

33) Ilopsaok eonpor3BOACTRA IO MOBTOPHBIM OOpAICHUSIM IPaX/IaH.

34) Tlompa3neneHusi OpPraHOB BHYTPEHHUX JIeJ, OCYIIECTBIISIONIUC
KOHTPOJIb 33 UCTIOJTHEHUEM JIOKYMEHTOB.

35) IIpomMexyTOUYHBIN KOHTPOJb UCTIOTHEHUS.

36) MHcuncnenue CpoKOB Hayalla MCIIOJIHCHHS TOKYMEHTa U CPOKOB €ro
3aBEpUICHMUS.

37) Tlopsnok mpojcHHsI CPOKOB HCITOJIHEHHUS JOKYMEHTOB.
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38) IlepeHOC HCIOHEHUS JOKYMEHTA Ha CIIEAYIONTUI OTYSTHBIN EPUO/I.

39) Opranuzanys KOHTPOJISI UCIIOJTHEHUs JoKyMeHTOB B CI'CDY.

40) IlousTHe peKMMa CEKPETHOCTH.

41)  OCHOBHBIC DJIEMEHTBI PEKUMA CEKPETHOCTH.

42) HopmaTuBHBIC aKThl, PETIAMCHTHUPYIOIINE COONIOJICHUE pEeKUMa
CEKpPETHOCTH B OpraHaX BHYTPEHHUX €.

43)  OO6s3aHHOCTH COTPYIHUKOB IO COOITIOJICHHUIO PEKUMA CEKPETHOCTH.

44)  TloHsTHE rOCYIapCTBEHHOM TalHbI.

45)  CaeneHUs1, COCTABISIONINE TOCYIAPCTBEHHYIO TaiHY.

46) MakcUMabHBIN CPOK 3aCEKPCUNBAHHSL.

47)  CaeneHusi, He TIOJICKAIUE 3aCEKPSUHBAHUIO.

48) CaeneHUs1, COCTABISIONINE CITY’)KEOHYIO TaiHY.

49) Oprasbl 3alUThl TOCYJAPCTBEHHOW TalHBI M JOJDKHOCTHBIC JIMIIA,
KOHTPOJIUPYIOIIKME COOJIIOJIEHUE PEKMMa CEKPETHOCTU B mojpasaeneHusx MBJI
P®.

50) PexBU3UTHI HOCUTEJEH CBEICHHI, COCTABISIONINX TOCYIAPCTBCHHYIO
TalHy.

51) Jlomyck DOJDKHOCTHBIX JIMI] ¥ TPAKAAH K CBEJCHUSM, COCTABIISIFOLIIM
rOCy1apCTBEHHYIO TANHY.

52) ®opmbel  gomycka  JMII K CBEICHHSM,  COCTABJIIONIUM
rOCy1apCTBEHHYIO TANHY.

53) OcHoBanus Jans OTKa3a JODKHOCTHOMY JIMIy B JONMyCKEe K
roCyJapCTBEHHOM TalHE.

54) Tlpenensl mocTymna TOHKHOCTHBIX JIMIL K 3alIUIACMbIM CBEIICHHSIM.

55) Oo0s3anHoctn  cotpyaHukoB OBJ] 1Mo coXpaHHOCTH CBEJICHUM,
COCTaBJISIOLINX TOCYIapCTBEHHYIO TalHY.

56) OO0s13aHHOCTH COTPYIHUKOB MPH Pa3pabOTKe CEKPETHBIX TOKYMEHTOB.

57) OGs3anHoctu cotpyaHukoB OBJl mpu TONYYeHUH CEKPETHOM
JIOKYMEHTAIuH, paboTe ¢ Hel U ee XpaHEHUH.

58) TIlopsnok chaauu W Tepeaayd HOCHUTENICH CBEACHHH, COCTABJISFOIIMX
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rOCyJ1apCTBEHHYIO TalHY.

59) OrpanuveHusi, HajmaraemMple Ha  pabOTy CO  CBEACHUSIMH,
COCTaBJISIIOLMMU F'OCYAAPCTBEHHYIO U CIYKEOHYIO TaliHY.

60) OtBercTBeHHOCTh coTpynHukoB OBJ] 3a HapymeHue pexuma
CEKPETHOCTH.

61) [IlonsTue, Ha3HAaYCeHWE W OpraHU3alUs NPOIYCKHOTO peXHMa B
OpraHax BHYTPEHHHX JIE]l.

62) JlocTym U HA PEKUMHYIO TEPPUTOPHIO.

63) [lonsTne peXMMHBIX TOMelIeHU. TpeOoBaHUs, MPEIbIBIIEMbIC K
000pYI0BAaHUIO PEKUMHBIX TOMEIIEHUM.

64) Tlopsmok caadu peXMMHBIX MOMEIIEHWA Tox oxpaHy. [lopsiaok
BCKPBITHS PEKUMHBIX TOMEIIIEHUH.

65) Ilpuem BXOASANIMX CEKPETHBIX JIOKYMEHTOB. YUeT CEKPETHBIX
JIOKYMEHTOB.

66) CoOmoaeHne pexrMa CEKPETHOCTH TPU HM3TOTOBJICHUU CEKPETHBIX
JIOKYMEHTOB.

67) OdopmieHre WCXOMIMIUX CEKPETHBIX JOKYMEHTOB. OTHpaBKa
UCXOJSIINX CEKPETHBIX JOKYMEHTOB.

68) PexBU3UTHI, MpOCTaBIIIEMbIC Ha CEKPETHBIX TOKYMEHTAX.

69) HasnaueHnue, mopsaok oGOPMIICHHS M HCIOJB30BAHUS BHYTPCHHEH
OIKCHU JOKYMEHTOB, HAXOSAIINUXCS Y UCTIOTHUTEIIS.

70) IIpaBwna coOuoJeHHs] peKUMa CEKPETHOCTU TMPH KOMUPOBAHHH H
pPa3MHOXXEHHUU  JIOKyMEHTOB, COJAEpKAIlUX  CBEJCHHS, OTHOCSIIMECS K
roCy1apCTBEHHOM TalHE.

71)  OcCHOBHBIE MEPOIPHITHS IO OOCCIICYCHUIO 3alIUThl CEKPETHOU
uHpopmaruu, oopadbareiBaemoit Ha DBM.

72)  Vwuer, XpaHEHHE ¥ YHUYTOKECHHE CEKPETHBIX MAIIIMHHBIX HOCUTEJICH.

73) Tlopsimok paboOTBl € CEKPETHBIMH JIOKYMEHTaMH B CITy)KEOHBIX
KOMaH/IMPOBKaX.

74) BckpblTHE — CHEUXPAaHWIMIL B OTCYTCTBUE  OTBETCTBEHHOTO
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COTPYJIHUKA.

75)  Tlopsinok u ciocoOBbl YHUUTOXKEHUS! CEKPETHBIX JOKYMEHTOB.

76) Cpoku XpaHCHHs JOKYMEHTOB, COCTABISIONIMX TOCYIapPCTBEHHYIO
TalHy.

77) CoctaB ® TOpPAAOK JCHCTBUH KOMHCCUH TIPH YHHUTOKCHHU
JIOKYMEHTOB, COICPKAIIUX CBEICHHUS, OTHOCSINNECS K TOCY/IapCTBEHHOM TaltHe.

78) CmocoObl YHUYTOXKEHUS JOKYMEHTOB, OTHOCSIIUXCS K Pa3IMYHBIM
CTETICHSM CEKPETHOCTH.

79) CrocoOBl M3TOTOBJICHHS YIPABJIICHYCCKOW JOKYMEHTAIuu. biaHku
JTIOKYMEHTOB.

80) IloanMHHMKH W KOMHHU JOKyMEHTOB. [IpaBuia opopmiieHus.

81) IlonsTre MHPOPMALIMOHHON EMKOCTH JOKYMEHTA.

82)  VYHudwukanus u CTaHIAPTU3AIUS CITYKCOHOHM JOKYMCHTAIIUH.

83) Ilopsaok perucTpamnuy MOCTyHArIIUX (BXOIAIIMX) YIPABICHUCCKUX
nokyMeHTOB B OB/I.

84) Wunekcarys JIOKyMEHTOB B [[EHTPAJIM30BaHHBIX,
JCICHTPATM30BAHHBIX ~ M CMEIIaHHBIX  BHJAX  JAEJONMPOU3BOJICTBEHHBIX
MOAPA3ACICHUN.

85) Ilopsaok ucmojHeHUs JOKYMEHTOB. Pesomonnu HavanpHuka OBJI.

86) Ilopsimok MpOM3BOACTBA MO OTIPABIISAEMON JTOKYMEHTAIIHH.

87) IlpaBwmia hopMHUpPOBaHHUS ACT M UX IPYNIHPOBKA.

88) Odopmaenue nen. [IpaBuiia HaHECCHHS PEKBU3UTOB Ha OOJIOXKKH JCII.

89) Ilopsnok mepemayu aei B MOApa3aeaCHUs Crien(oHI0B.

90) Bwuasl u mpaBwia oGOPMIICHUS OpraHM3aIlMOHHBIX JOKYMEHTOB B
OpraHax BHYTPEHHHX JIe]l.

91) Tlopsaok yTBEpIKACHUS OPraHU3AIMOHHBIX JOKYMECHTOB.

92) [TIlonoxeHnne 00 oOpraHe BHYTPEHHHX [IeJI, €ro CTPYKTYpHOM
ToJIpa3elieHUu , MOPSIOK OPOPMIICHHUS U PEKBU3UTHI.

93) Ilopsaok cocraBiaeHus U 0QOPMIICHHUS JOJDKHOCTHBIX HHCTPYKIIHA.

94) IlpaBoBas dKCIIEpPTH3a OPraHU3aAUOHHBIX JOKYMEHTOB.
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95) I[Ipuka3 HauanbHUKA OpraHa BHyTpeHHUX nen. [lopsgok opopmieHws,
CTPYKTYypa, pEKBU3UTHI.

96) Pacnopsukenue. [Topsok opOpMIICHUS B COCTAB PEKBU3UTOB.

97) Tlopsmok coOriacoBaHUSI W YTBEPXKACHUS  PACIOPSIUTEIHHBIX
JIOKYMEHTOB.

98) TpeboBanus, HpeabsBIseMble K O(QOPMIICHHIO PaCIOPSIAUTEIBHBIX
nokyMeHToB B OB/I.

99) IIpaBoBas dKCHEpPTH3a PACIOPSIIUTECIBHBIX TOKYMEHTOB.

100) Ha3nauenwue u npaBuiia 0hOpPMIICHHUS TEJIETPaMM.

101) CocraBneHue, yTBEPKIACHUE U OTIIPABICHUE TEICTAUTIOTPaMM.

102) Ilopsmox odopMiICHHS PEKBH3MTOB ajpecaTa M OTIPABHUTEIS B
TeJerpaMMax, TeleTamorpaMmmax.

103) Crpykrypa, Ha3HaYCHHE W TIOPSJIOK COCTABJICHUS JOKJIATHBIX U
OOBSICHUTEIBHBIX 3aIMHCOK.

104) Tlopsmok ohOpMIICHHS M YTBEP)KICHUS JOKYMEHTOB KOJIJICTHAIBHBIX
OpraHoB.

105) Bwuapl, mpaBuwia OQOPMIICHHS W COCTaB PEKBU3UTOB CIY)KESOHBIX
IUCEM.

106) Ilopsmox mpuema u o6paboTku moctynaromux B OBJ] nmucsMeHHBIX
oOpallieHuit rpaxaaH.

107) Ilpuem u 00pabOTKa AHOHMMHBIX TTHCEM.

108) Peructpanus BXOASIICH KOPPECIIOHACHIINH, MIPUCBOCHUE
PETUCTPALIMOHHOTO HOMEpa.

109) Opranuzanus npuemMa rpakaaH PYKOBOJICTBOM OpraHa BHYTPEHHHX
nen.

110) Kareropuu TrpakiaH, HMEIOIIMX I[PaBO BHEOYEPEIHOTO IpHEMa
pykoBozacTsoM OB/I.

111) Tlopsaok AETONPOU3BOACTBA IO TOBTOPHBIM OOPAIIICHUSM TPaK/IaH.

112) Ilompa3nmesneHuss OpPraHoB BHYTPEHHHX J€JI, OCYIICCTBISIOIIHE

KOHTPOJIb 3a UCITOJIHCHUEM JOKYMCHTOB.
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113) IIpomexyTOYHBIH KOHTPOJIb UCTIOTHEHHUS.

114) WcuucneHne CpOKOB Hayasla UCIOJHEHHS JIOKYMEHTa M CPOKOB €ro
3aBepILICHUS.

115) Tlopsaok mpoANICHHUS CPOKOB HCITOTHEHHS JOKYMEHTOB.

116) IlepeHOC UCTIOJIHEHUS JTOKYMEHTA Ha CIICAYIOUINH OTUYCTHBIN TEPHO/I.

117) Opranuzanms KOHTPOJIS UCIIOJHEHHS ToKyMeHToB B CI'CDY,

118) TloHsATHE peKUMa CEKPETHOCTH.

119) OCHOBHBIC JIEMEHTBI PEXKUMA CEKPETHOCTH.

120) HopmaTuBHBIE aKTbhl, PErIAMEHTUPYIONIUE COOIIOJACHHE peXHMa
CEKPETHOCTH B OpraHax BHYTPEHHHUX JIEJ.

121) OO0s13aHHOCTH COTPYAHHUKOB O COOTIOJICHUIO PEXKUMa CEKPETHOCTH.

122) TloHsATHE rOCy1apCTBEHHOW TAHEI.

123) CaeneHus, COCTABISIONIUE FOCYIAPCTBEHHYIO TaliHY.

124) MaxkcuMalbHBIN CPOK 3aCEKPECUMBAHHS.

125) Caenenus, He OJUICKAIIUE 3aCCKPEUNBAHUIO.

126) CaeneHusl, COCTABIISIONINE CIYKEOHYIO TalHY.

127) Opransl 3a0MTHl TOCYAAPCTBEHHON TaWHBI W JIOJDKHOCTHBIC JTUIIA,
KOHTPOJIMPYIOIINE COOIIOJICHUE PEKMMa CEKPETHOCTH B moapaszaencHusx MBJI
P®.

128) PexkBHU3WTHI HOCHTENCH CBEIACHHIA, COCTABIISIOIIUX TOCYIaPCTBECHHYIO
TalHy.

129) Jlomyck DOJDKHOCTHBIX JIMI] U TPAXKIIAH K CBEIECHUSIM, COCTABIISIONINM
rOCyIapCTBEHHYIO TalHY.

130) dopmbl  jgomycka  JIMIl K CBEACHHAM,  COCTaBISIOIIMM
rOCyIapCTBEHHYIO TAlHY.

131) OcHoBaHusi sl OTKa3a JOJDKHOCTHOMY JIMIly B JIOMyCKEe K
roCcy1apCTBEHHOM TalHE.

132) IIpenensl qocTyma JOJKHOCTHBIX JIHIT K 3aIMIIACMBIM CBEIICHHSIM.

133) Oo0s3annocTr  cotpynuukoB OBJI 1o CcoXpaHHOCTH CBEICHHIA,

COCTaBJISIIOLIMX TOCYIapCTBEHHYIO TalHY.
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134) OO0s13aHHOCTH COTPYAHHUKOB TIPU Pa3pabOTKE CEKPETHBIX JOKYMEHTOB.

135) Oo06s3anHocTn cotpyanukoB OBJl mpu moilydeHUM CEKpEeTHOU
JIOKyMEHTAIH, paboTe ¢ Hel U ee XpaHEHUHU.

136) Ilopspok cmauu W mepeaadd HOCUTENICH CBEICHWH, COCTABIIIONINX
rOCyIapCTBEHHYIO TalHY.

137) OrpanuueHusi, Hajgaraemple Ha  pabOTy CO  CBCICHHSIMH,
COCTaBJISIOLIMMH TOCYAAPCTBEHHYIO U CIY>KEOHYIO TalHYy.

138) OrtBerctBeHHOCTh coTpynuukoB OBJl 3a HapylieHHe pexuMa
CEKPETHOCTH.

139) IlonsaTne, Ha3HAUEHHE W OPraHU3aIlUs MPOMYCKHOTO pEKUMa B
opraHax BHYTPEHHUX JIe]l.

140) JocTym JIMI] Ha PEKUMHYIO TEPPUTOPHIO.

141) TloHsaTHe pPEKUMHBIX MOMelieHHH. TpeOoBaHMs, NPEIbIBIAECMBIC K
000pYyI0BAaHUIO PEKUMHBIX TOMEIIEHU.

142) Tlopsmok caauM pPEKUMHBIX IOMEIIEHHH Mo oxpany. [lopsmok
BCKPBITHUSL PEXKUMHBIX TTOMEIICHH.

143) TlpueM BXOIAIIMX CEKPETHBIX JOKYMEHTOB. YUeT CEKPETHBIX
JIOKYMEHTOB.

144) CoOmofieHHe peXMMa CEKPETHOCTH TNMPH HM3TOTOBJICHHUU CEKPETHBIX
JTIOKYMEHTOB.

145) OdopmieHne HCXOASAIIMX CEKPETHBIX JOKYMEHTOB. OTIpaBKa
UCXOMSIINX CEKPETHBIX JOKYMEHTOB.

146) PekBH3HTHI, MPOCTABISIEMbIC HA CEKPETHBIX JIOKYMEHTAX.

147) Ha3znauenue, nopsgaoKk O(GOPMIICHHS M HCIIOJIb30BaHUS BHYTpPCHHEH
OTKCH JOKYMEHTOB, HAXOSIIUXCS Y UCTIOTHUTEIIS.

148) IlpaBuna COOMIOACHUS PEKHUMA CEKPETHOCTH MPH KOMUPOBAHMH U
pPa3MHOXEHUU  JIOKyMEHTOB,  COJAEpXallluX  CBEIEHHUS, OTHOCAIIMECS K
roCy1apCTBEHHOM TalHE.

149) OcCHOBHBIE MEPONPHUATHS IO OOECIIEYCHHUIO 3allUThl CEKPETHOM

uHpopmaiuu, oopadarsiBaemoit Ha DBM.
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150) VYwuer, xpaHeHHE U YHUYTOKEHNE CEKPETHBIX MAITUHHBIX HOCUTEIEH.

151) Ilopsimoxk pabOTBI C CEKPETHBIMA JOKYMEHTAMH B CIy)KEOHBIX
KOMaHJIUPOBKaX.

152) BckpeiTHE — CHCUXPAHWIUIL B OTCYTCTBHE  OTBETCTBEHHOTO
COTpYIHUKA.

153) Tlopsaok 1 COCOOBI YHUUTOXKCHHS CEKPETHBIX TOKYMCHTOB.

154) Cpoku XpaHEHHS JTOKYMEHTOB, COCTaBIIIOIINX T'OCYIapCTBECHHYIO
TaNHY.

155) CoctaB ® TOPSAOK JACHCTBUH KOMHCCHUH TPH YHHUYTOKCHHUH
JTIOKYMEHTOB, COACPKAIIUX CBEICHHUS, OTHOCSINNECS K TOCYIapCTBEHHOU TailHe.

156) CrocoObl YHHUYTOXKEHHUS JOKYMEHTOB, OTHOCSIIUXCS K Pa3IHUHBIM

CTCIICHAM CCKPCTHOCTH.
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[MPUJIOXXEHUE b
(cipaBOYHOE)

[Tpumep oopmieHHs CIUCKA UCIIOIB30BAHHBIX PECYPCOB

CIIMCOK UCITOJIb3OBAHHbLIX PECYPCOB

HopmaTuBHO-1IpaBOBbBIE aKThI
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nonpaBkax K Konctutymuu P® ot 30.12.2008 Ne 6-OK3, ot 30.12.2008 Ne 7-
®K3, or 05.02.2014 Ne 2-®OK3, ot 21.07.2014 Ne 11-®K3 // CobOpanue
3akoHomarenscTBa PO. — 2014, — Ne 31. — Crt. 4398.

2) OO0 obecnedyeHuu aoctyna K MHPOpPMANMU O ACATEIBHOCTH CYJIOB B
Poccniickon @enepanun : Genepanbubiii 3aKk0H 0T 22.12.2008 Ne 262-D3 : pen. ot
28.12.2017 // Poccutickas razeta. — 2008. — Ne 265. — B manHOM BUIE JOKYMEHT
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