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HOACHUTEJBHASA 3AIINCKA
3HAYEHHUE KYPCOBOM PABOTHI
B U3YUEHUU [TPOPECCHUOHAJIBHOT'O MOJAYJIA

KypcoBas pabota 11 cTyaAeHTOB 0O4HOW (POpMBI O0O0yUEHUS SBISICTCS OJTHOM
u3 GOpM CaMOCTOSATEIHLHOTO M3y4deHUs Kypca « OpraHu3anus JOKYMEHTAIIMOHHOTO
oOecrieueHus YIPaBJICHUS " (GYHKITMOHUPOBAHUS OpTaHU3AIHANY,
MPETYCMOTPEHHON yYeOHBIM TUTAaHOM. J[aHHBIMH METOAMYECKUMHU YKA3aHUSIMU
npeaiaracTcs MepevueHb TEM, OXBATHIBAIOIINX BECh KypC M MIEPEUCHD JTUTEPATYPHI,
PEKOMEHTyeMOM JIJIs1 U3yUEHHUSI.

Boibop TeMbl KypcoBOoW pabOThl MPOU3BOJUTCS IO COTJIACOBAHUIO C
npermnoaBaTeneM, yntaronum kype. (IIpunoxenue 1)

KypcoBass pabota sBisieTcss OOHOM M3 (OpM MOATOTOBKH CTYIEHTA K
HK3aMEHY U 3aluTe TUIUIOMHOU paboThl. E€ Hanncanne nmeeT 00blIoe 3HaU€HUE
TaK Kak:

e OHAa NPUOOIIAET CTYIEHTOB K CaMOCTOSITENIbHOM TBOpYECKOl paboTe co
CHEIUAIbHOM JIUTEpaTypoil, NpUydaeT HaXOAUTh B HEW OCHOBHBIC
MOJIOKEHUS, OTHOCSIMecss K  u30paHHOM  mpoOrieme, moaAOUpaTh,
oOpabaTbiBaTh M aHAJTU3UPOBATHh KOHKPETHBIM MaTepuall, COCTABJISTH
TaOJUIIBI ¥ AAarpaMMbl M Ha UX OCHOBE JIeaTh MPaBUIIbHBIE BBIBOIBL;

e CTYIEHT MPUBBIKAET YETKO, TIOCIENIOBATEIBHO U DKOHOMHUYECKH TPAMOTHO
U3Jaratb CBOM MBICIM TIPH aHAIU3€ TEOPETUUYECKUX MPOOJIEM H YUUTCS
TBOPUYECKU MIPUMEHSATH TEOPUIO, CBA3BIBAS €€ C MPAKTUKOH;

o paboTa 3aKpervisieT U yriayoJisieT 3HaHUs CTYyICHTOB 10 MPEIMETY;

o TPUBHUBACT HABBIKU PAOOTHI HA KOMITBIOTEPE.

KypcoBas paboTa BBINONHSETCS B COOTBETCTBUM C YYEOHBIM IUJIAHOM JIJIst
cneuuansHocTd  46.02.01. JlokymeHTalnioHHOe oOecredeHne YIpaBieHUs |
apXMBOBEJIEHUE W  SBIAETCS  00s3aTenbHOM  (opMoit  0T4€Ta  CTyJCHTA.



1. CTPYKTYPA KYPCOBOM PABOTHI

1.1. IIpu oTHOCUTENBHO CBOOOTHOM BBIOOPE CTPYKTYPHI KypCOBOIl pabOTHI B €€
COCTaB B 00s3aTEIIBHOM IMOPSIIKE TOHKHBI OBITh BKIIOUEHHBIMH CIICTYIOIIHEC
CTPYKTYPHBIE SJIEMEHTHI:

TUTYJIbHBIN JIUCT;

COJlepKaHUE,;

BBCJICHME;

OCHOBHAsI 4acTh;

3aKJII0YCHUE;

CHHCOK HCITOJIb30BAHHBIX HCTOYHUKOB MH(OpMAIINH;
IIPUIIOKECHUS.



2. TPEBOBAHUSA K CTPYKTYPHBIM 3JIEMEHTAM KYPCOBOM
PABOTbBI

2.1. Turynensiit auct (Ipunoxenue 3)

TUuTyNbHBIN JTUCT ABIAETCS MEPBOM CTPAHUIICH KypCOBOM pabOTHI M CIIYKUT
HMCTOYHUKOM HH(OpMAIMKU O T€ME, aBTOpe, pyKOBOAMUTENE, MECTE U BPEMEHU €€
HaIMCaHUsl.

Ha TutynbHOM mucTe B 00s3aTENBHOM MOPSAKE MPUBOAIT CIEIYIOIINE
CBEJICHHUSL:

® HaWMCHOBAaHHE YYCOHOTO 3aBEIACHUS;
HaMMEHOBaHUE paboThI (KypcoBasi);
Ha3BaHUE (BapHaHT) pabOThI;
dbaMUITUU ¥ MTHUITUAIBI UCTIOJIHUTENSL U PYKOBOJUTENS pabOThI;
MECTO U JlaTa HalucaHus padoThl

2.2. Benenue

Bo BBeaeHNM aBTOp OJDKEH MTOKa3aTh aKTyaIbHOCTh H30PaHHON TTPOOIIEMBI,
cTereHb €€ pa3paboOTaHHOCTH, IIelb, KOTopas JOJDKHAa OBITh JIOCTUTHYTa
CTYJICHTOM IIPH BBIIIOJHEHUH KYpCOBOW pabOThI, cHOpMYIHpOBaTh T€ 3ajayH,
KOTOpBIe OyayT pemarhcs B padore. BBenenue q1omkHO OBITH KpaTkuM Ha 1,5 — 2
JIUCTA.

2.3. OcHOBHas 4acTh

OcHOBHasI 4acTh JIOJDKHA COJEP)KAaTh TEKCTOBBIE MaTepualbl M YHCIIOBBIE
JaHHBIE, OTpAXAIOIIMe CYIIECTBO, METOAMKY W OTIENbHBIE pPe3yJbTaThl,
JIOCTUTHYTBIC B XOJI€ BBITIOJIHEHHUSI KYPCOBOM PabOTHI.

OcHoBHast 4acTh KypcOBOW paOOTHl JOJDKHA BKJIIOYATh B ceOsS HE MeEHee
nByx-Tpex raaB(15-20 nuctoB). [Ipu 5TOM B HUX TOJKHBI OCBEIIATHCS CIEIYIOIINE
BOTIPOCHI:

1) moHsTHE, coAepKaHWME W 3HAUEHHUE HCCIEIyeMOro mpeaMera (Impoiecca,
SIBJICHUS) U OTPAXkKAIOIIUX €ro MoKa3aTese;

2) METOIMYECKHE ACTIEKThI PEUICHHsI TIOCTaBICHHBIX BOIPOCOB;

3) oO11ast TEXHUKO-3KOHOMHYECKask XapaKTePUCTHKA OOBEKTa UCCIIE0BAHNUS;

4) ananu3 McclielyeMoro npeaMera (mpouecca, sBieHus, moka3aTesuei);

5) mporHo3 (keiaaTeabHO MHOTOBAPHMAHTHBIM €  OMHCAHMEM  CLIEHAPHBIX
IPEIINOJIOKEHNI) pa3BUTUSL HCCIeNyeMoro mpeamera (mpoiiecca, SBICHUS,
nokasaresnei);

6) pEKOMEHIAIMu 0 YIY4YIICHHIO JACSITeIbHOCTH WCCIEAyeMOoro oOBeKTa
(npennpusTuii, pupm, ceTer u T. 1.).

OcHoBHast 4acTh KypcOBOH paOOThI M3NaraeTcs B BHUJE COUYCTAHHs TEKCTa,
wunocTpauuid, tabmun u rpaduxoB. CopepxaHue cielyeT AENUTh Ha TJIABbI
(Hanpumep, METOJUYECKOTOo, OIUCATEIbHO-aHAIIUTUYECKOTO U MPOTHO3HO-
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PEKOMEHAATENBHOTO XapakTepa). B cBOw ouepenb, riaaBbl MOXKHO JIETUTh Ha
nojpaszensl. Takoe JeleHHe JOJKHO CHOCOOCTBOBAaThH 0oJjiee CTPOMHOMY U
YIOPSATOYEHHOMY H3JIOKEHUI0 MaTepuana. [Ipu 3TOM KaXKIplii MYyHKT JIOJDKEH
coJlepKaTh 3aKOHYEHHYI0 MH(OpMaIMIO, JIOTUYECKH BIUCHIBAIOUIYIOCS B OOIIYIO
CTPYKTYPY pabOThI ¥ CIOCOOCTBYIONIYIO IOCTHKEHUIO €€ IeNei.

2.4. 3akaoueHue

3akroueHue JOJHKHO COJEPKaTh KPATKHE BBIBOJALI M PEKOMEHIAIUH T10
pe3ynbTataM TMpOBEACHHOW paboThl. PexomeHmyembrii 00beM 3akitoueHus 1-2
CTpaHHMIIBl MAIITMHOIIMCHOTO TEKCTA.

2.5. CIIMCOK MCITOTh30BaHHBIX HCTOYHHKOB

Cnucok NOMKEH COAEpKaTh CBEACHUS 00 HCTOYHUKAX HHGOpMaluu M
JUTEPATYPE, UCTIOIH30BAHHBIX B MPOIECCE BHITIOJHEHUS KYPCOBOM pabOTHI.

B nmnepeune wucnonp3yeMol JUTEpaTypbl CIEIyeT YKa3blBaTh aBTOpA,
HAaMMEHOBAaHUE MCTOYHMKA, U3JATEIbCTBO, FOJT U3/IaHUS.

2.6. ITpunoxeHus

Jlommyckaercss U TIOOWIPSIETCS ~ HMCIOJIb30BaHUE  JIOMOJIHUTEIHHOM
uHopMaIMu B BHUJE TOCIETHEr0 CTPYKTYpHOTO pas3lena - MNPUIOKEHUN
(tabmunel, rpaduku, ¢otorpaduu, obpasubl (GopM JTOKYMEHTOB W T. IL.).
[TpuBOAMMBIC TIPUITOKEHUS JOJIKHBI COOTBETCTBOBATH TEME KYPCOBOM paOOTHI.

B npumokeHus peKoOMEHAyeTcs BKIIOYATh MaTepHalbl, CBS3aHHBIC C
MIPOIIECCOM BBITIOJTHEHUS KYPCOBOH pabOThI, KOTOPHIE CIIOCOOCTBYIOT MTOHUMAHUIO
U3JIaraeMoro MaTepHalia, HO 10 KaKMM-JIM00 IPHYUHAM HE MOTYT OBITh BKJITFOUCHBI
B OCHOBHYIO YacTh JaHHOU paboThI 6€3 yiiepOa ee CTPYKType U MOHATHOCTH.

B npunoxeHnst peKOMEHTyeTCs BKIIIOYATh:

1) MaTepuasbl, TOTOJHSIONIUE COJIEP)KAHUE KYPCOBOM pabOTHI;

2) TabaHIIBl BCIOMOTATENbHBIX IU(PPOBBIX JTaHHBIX;

3) UHCTPYKIIUU, METOJIUKH, ONTUCAHUS aJITOPUTMOB U T. JI.;

4) WUTIOCTpAIMK BCTIIOMOTAaTeNIbHOTO XapakTepa (rpaduxu, gororpadun, dhopmbl
JIOKYMEHTOB, BBIJIEP)KKH U3 TA3€THBIX WIIU )KYPHAIBHBIX CTAaTeH U T. 1.).



3. OCHOBHBIE TPEBOBAHUA

OCHOBHOE BHHMAaHHME CTYACHT JOJDKEH YIEIUTh BCECTOPOHHEMY U
rI1yOOKOMY TEOPETUYECKOMY OCBEIICHHUIO N3y4aeMoi MpoOIieMbl, KaK B I1EJIOM, TaK
U OT/AeNbHbIX €€ yacTeil. Hanucanue kypcoBoil paboThl HEOOXOIUMO HAYMHATH C
MIOCTAHOBKM M M3JIOKEHUS COAEP>KaHUS OCHOBHOI'O BOIPOCA KAXKIOIO pasJena.
PackpeiTie TeMBbI MOMKHO OBITH JOKa3aTeIbHBIM, HE JCKIapaTUBHBIM, HAy4HO
apryMEHTHUPOBAHO M pa3bsicHeHO. OueHb Ba)XXHO, YTOOBI MaTepHual KypCOBOIi
paboThl M3Narajicss JIOTMYECKU IocienoBareabHo M 4€TKO. [loaromy mnpu
HAllMCaHWW KypCOBOM palOThl [Jii MOJHOTO W NPABWIBHOTO PACKPBITHS
coJiep>KaHusl N30paHHOM TEMBI CTYJIEHTY HEOOX0UMO:

- 3HaTh HOPMATHUBHO-IPABOBYIO 0a3y;

- O3HAKOMHUTBCS CO  CTATUCTUYECKUMH  JAHHBIMHU, MYOIMKYyeMbIMH B
NEPUOANYECKON NMeYaTH U CTATUCTUYECKUX COOPHUKAX;

- U3YYUTh CTAThU MO U30paHHOM TeMe, MyOINKyeMble B )KypHajax.

OpauM U3 BaxHeMmMX TpeOOBaHUM, NPEIBbABISEMBIX K CTYyIEHTaM,
NUIIYIIUM KypCOBble DPAaOOTHI, SBJISETCS CaMOCTOSATEIBHOE M TBOPUYECKOE MX
BBINIOJIHEHHE. K COXKAJIEHNIO, HEKOTOpBIE CTYACHTBI BMECTO CaMOCTOSITEIBHON
paboTel U J00pocoBecTHOM pabOThl HaJ M30paHHON TEMOM 3aHHMMArOTCA
MEXaHUYECKMM CIIMCHIBAHUEM TEKCTOB M3 OIYyOJIHMKOBAaHHBIX, YaCTO YCTAPEBIIUX
cTaTeil, OpOLIOp U KHUT, MUHTEpHETA. Pa3HOBUAHOCTHIO TAKOTO PO/ia HEJOCTATKOB
ABJIETCSl  3JI0YNOTpeOJeHUE UTaTaMH, KOTOpbIE WHOrJAa  COEIMHSIOTCA
OTIEIBHBIMU (DpazaMH WM COK3aMH U 00pa3yrOT 4acTo OOJBUIYIO YacTh TEKCTa
NUCbMEHHON paboThl. Takoe BBINOJHEHHWE KypPCOBOM HEIOMYCTHUMO, TaK KakK 3TO
OPUBOJAUT K TOMY, YTO B pabOTe MOSBISAIOTCS HENPABHIIbHBIE TOJIOKEHUS U
YCTapEBIINE MaTEPUANIbI, HE OTPAKAIOIINE JICHCTBUTEIBHON KAPTUHBI U3J1aracMoun
npobnembl.  [logoOHble  pabOTBI  OIIEHWMBAIOTCS  HEYAOBIIETBOPUTENHHO.

TeopeTnuecku rpaMOTHO M3JIOKUTH MaTepuajl B MUCbMEHHOU (opme — 3TO
HOBBIM Ba)XHBIM 3Tan B BBHINIOJHEHUU KYpCOBOM pPabOTHI, ClEAyrolias CTYNeHb
(dbopMUpOBaHUS 3HAHUN, UX CUCTEMATU3alMU U CO3HATENBLHOr0 yCBOeHUs. OBIIa/IeB
npuéMaMyd  CaMOCTOSITEJIBHOTO TOJY4YeHUs HMH(POpMAIMH, CTYJEHT JOJKEH
OpPraHNU30BaTh CAMOKOHTPOJIb 3HAHUM — JIOTMYECKH, IIOCIIEN0BATENBHO, CTPOMHO B
MUCbMEHHOM (hOpMe PaCKPBITh BOMPOCHI IJIaHA U30paHHOU TEMBI.

CamMOoCTOSTENBHBIN, TBOPUECKUN XAPAKTEP HU3JI0KEHUS BBIPAKAETCA B TOM,
YTO CTYAEHT KaXXIbld BOINPOC IUIaHA OCBEUIAET IO MPOAYMAHHOM UM CXEME,
MIPABWJIBHO HCMOJIB3YET U KOMMEHTHUPYET LUTATHI, HE MEPErpykKasi UMUA TEKCT, HE
JIOMYCKAaeT MOCTOPOHHUX, OTPHIBOYHBIX MOJOKEHHUM, JOTMUYECKH MEXAYy cOo00il He
CBSI3aHHBIX, IPUBOJUT CAMOCTOSITEILHO BHIOpAHHBIM (PaKTUUECKU MaTepuan s
WUIIOCTPALIMA  BAXKHEUIIUX IIOJIOKEHUN TEMbI, YBSI3bIBACT aHAIU3UPYEMBbIE
TEOPETUYECKUE MOJIOKEHUS C IIPAKTUYECKON TEUCTBUTEIBHOCTHIO.

KypcoBas pabGora nomkHa OBITh HamMcaHa XOPOILIUM JIUTEPATYPHBIM
A3BIKOM. SI3BIK, CTWJIb M3JIOXKEHUs, YMEHHE CTPOUTb KPATKUE NPEMJIOKEHUS,
BbIpaXaTh CBOM YMEHHUS B TIOHSTHOW, IOCTYMHOM (opme, He TOoIMyCKarouein
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pa3HOYTEeHHI, WUrparoT Oomblryto posib. Cremyer coOiomath eauHooOpasue B
NPUMEHEHUH TEPMHUHOB, YCJIOBHBIX O003HAYCHHW W COKpAIICHUH CJOB. YTOOBI
n30eXaTh CTHJIMCTUYECKUX U JAPYTUX OIIHNOOK, PEKOMEHIYETCS HCIOIb30BaTh

coBpeMeHHble u3manus cinoBaped B.Jlans, C.OxeroBa, HHOCTpaHHBIE CJIOBApH,
SHIUKIIOTICTUH.



4. IOPSIJIOK BBIITIOJITHEHUSI KYPCOBOM PABOTHI
BrinonHeHne KypcoBoii paboThl MOXKHO PACUIIEHUTD HA IIECTh ATAIOB:

BBIOOD TEMBI;

11o00p U U3yUYEHUE JIUTEPATYPHI;

COCTaBJICHHE IIJIaHa PabOTHI;

coOpanue u 00padoTka (aKTUIECKOTO U CTATUCTHYECKOTO MaTepuana;
HanucaHue KypcoBoil padoThI;

3almUTa KypcoBoil paboThI.

Tema KypcoBoil pabOThl CTYyJAEHTOM BBIOMpaeTcd W3 4Yucia, W3
MPEIOKEHHBIX TpenojaBareneM. OT MPaBUILHOTO BHIOOpPA TEMBI YacTO 3aBUCUT
KayecTBO KypcOBOM palOOThl, HO U BOOOIIE BO3MOKHOCTb €€ BBIIIOJIHEHUS.

[Tpu BeIOOpE TEM cleAyeT yUYUTHIBATh, UTO B OJHON yue€OHOU rpyIle MOXKET
nucaTb KypcoOBYKO paboOTy Ha OJHY U Ty JK€ TEMY TOJIBKO OJIMH CTYJEHT.

[locne BbIOOpa TEMBI HYXHO CaMOCTOSITEIBHO COCTaBUTh  CIIMCOK
HEOOXOUMOW JHUTEpaTypbl, MoaoOpatk €€ W u3yuuth. HaumHaTte 3Ty padoty
CIeIyeT C  HCCIENOBaHUS  NEpPEeYHs  JIMTepaTypbl  PEKOMEHJIOBAaHHOM
IpernoiaBaresieM JUCHUIUIMHBL. V3ydyeHrne NnepuoanuyecKord JUTEpaTyphl CIAEAYyET
HayuMHATH C PaboOT, OMyOJMKOBAaHHBIX B MOCIEIHUE TOJBI M HaubojIee MOJIHO
PaCKpBIBAIOIMX BOMPOCHI KYpCOBOM pabOThI, a 3aTeM yXKe MEepeXoJuTh U K Ooliee
paHHUM u3naHusM. Ilpyu u3ydyeHun auTepaTypsl 1es1eco00pa3Ho AeNaTh BBIMHCKU
M3 KHUT U CTAT€l OCHOBHBIX IOJI0KEHUM, TECOPETUUECKUX BBIBOJIOB, OMPEACICHUMH,
JI0Ka3aTeNIbCTB, CTATUCTUYECKUX JTAHHBIX U T.I1. 3alIUCH JIy4dlle BECTU HE B 00ILEH
TETpaay, a Ha OTIENbHbIX JUcTKax. ColepxaHue 3amucedl Ha KaXIOM JIUCTE
JOJKHO OTHOCUTBCSI TOJIBKO K OJIHOMY BOIIPOCY paboOThI, U3 KOTOPOMl craenaHbl
BBINUCKU. JIMCTKM 3amuceld clielyeT CrpynnupoBaTh IO BONPOCAM TEMBI U
pacmoIoXKUTh TAKUM 00pa3oM, YTOOBI MOTYYHIIOCH TIOCEA0BATEIbHOE OCBEIICHHE
U3Y4aeMBbIX BOIIPOCOB. XOPOILIO COCTABJICHHBIE BBIIUCKH IOMOTYT CTYJIEHTY
Jay4uie YCBOUTh coJiepKaHue TEMBI.

[locne mombopa W M3y4eHUsS JUTEpPaTyphl CTYAEHT IOJKEH COCTAaBUTh
TUIATENbHO NPOAYMAaHHBIA TUIaH KYpCOBOM  pabOThl, KOTOPHIA MpHU3BaH
CIIOCOOCTBOBaTh 0o0Jiee TMOJHOMY PACKPBITUIO OCHOBHBIX €€ BOIPOCOB.

[Inan — 310 OcHOBa pabOThI, U OT TOTO, KAK OH COCTaBJIEH, OyJET 3aBUCEThH
ypoBeHb Bced paboThl. CoCTaBIEHHBIM IJIaH pPabOThl MPEACTABISACTCS IS
COTJIACOBAHMS IIPENOAAaBaTEIIO.

Jlns HanucaHus pabOThl HYXKHBI Kak JUTEpaTypHbIE WCTOYHUKH, TaK W
(dakTHyecKkue MarepHualibl, Ha OCHOBE KOTOPBIX MOXKHO cliejaTb OOOCHOBAaHHBIE
BBIBOIBL. K cOOpy (hakTHdeckoro marepuana CieayeT MOAXOJUTh BHUMATEIBHO.
BrinuceiBaTh HY’KHO TOJIBKO T€ JAHHBIE, KOTOPbIE UMEIOT MPSAMOE OTHOIICHHUE K
TeMe, U He Bce, a HanboJyiee Ba)KHBIC, TUITUYHBIE U COMOCTaBUMbIE, TOMOTAIOIINE
pPacKpbITUIO  BOMPOCOB  TeMbl. [IpakTumueckass dYacTb KypcoBOW  paOOTHI
BBITIOJIHAETCS IOl PYKOBOJCTBOM IMPENoiaBaTesi Mpo(ecCHOHaTbHOT0 MOy Ha
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3aHSITUAX.

[locne Toro kak moaoOpaHa W H3y4y€Ha JUTEpaTypa, COCTABJIEH IUIaH,
noJ00paH M COOTBETCTBYIOIIMM 00pa3oM MojoOpaH KOHKPETHBIM MaTepual,
MOKHO MPUCTYMATh K HAMMCAHUIO KypCOBOM pabOThl. ITO BeCchbMa TPYAOEMKUN U
OTBETCTBEHHBIM J3Tam, TaKk KakK 3/1eCb CTYACHT JAOJKEH NPOSBUTh YMEHHE
CaMOCTOSATENbHO MBICIUTh, aHATU3UPOBATh JaHHbIC, JAesIaTb 0000IICHUS, BHIBObI
U KOHKpETHBIE MpemiiokeHus. Ha 3ToMm sTame MOXXKHO KOHKPETHU3UPOBAaTh IUIaH
paboThl, pa3OMBaTh  y3JIOBbIE BOMPOCHI HA MYHKTBl W  MOJITYHKTHI.
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5. OPOPMJIEHUE KYPCOBOM PABOTHI

Tekcr KypcoBoil paboThl OQOPMIISIIOT Ha OJHOM CTOPOHE CTAHJAPTHOIO JIUCTA
oemoit 6ymaru dopmara A4. Ha kaxxmoit cTpaHuiie HeOOXOAMMO COOJIOATE TOJIS:
neBoe — 30 MM, npaBoe — 10 MM, BepxHee u HwKHee — 20 mMm. HaGop Tekcra Ha
KOMITbIOTEPE MPOU3BOAUTCS uepe3 1,5 uHrepBasia 6€3 IOMOJHUTEIBHBIX OTCTYIIOB
Mexay abzaramu, pazmep mpudta (kernp) 12 wnu 14, mpudt Times New Roman,
BBIPDABHUBAHUE TEKCTa - MO MIMpUHE. AO3alHBIA OTCTYN («KpacHash» CTpOKa) —
12,5 mm. [omyxupHslid mipuT B TEKCT€ KYypCOBOM pabOThl HE JOMYyCKaeTcs.
[ToguepkuBaTh 3aroJIOBKH U JI€JaTh IEPEHOCHI CJIOB B 3ar0JIOBKaxX HE JIOIYCKAETCH.
PaccTosiHue MexXIy 3arojloBKOM U TEKCTOM, JIOJDKHO OBITh PAaBHO YIBOEHHOMY
MEXCTPOYHOMY MHTEPBAITY, MEXK]ly 3aroJIOBKaMu paszzena (IJ1aBbl) U MoApas3zaesia —
OJTHOMY MEKCTPOYHOMY MHTEPBAILY.

HanMeHOBaHMS CTPYKTYpPHBIX 31eMeHTOB KypcoBoi pabdotsl «COAEPXAHUEY,
«BBEJJEHUE», <« 3AKIIIOYEHUE», «CIIMCOK HCITIOJIb3OBAHHBIX
NCTOYHUKOB» cnenyer pacroyiaraTe B CEpeIMHE CTPOKHU 0€3 TOUKH B KOHIIE U
neyaTaTh IPONUCHBIMU OyKBaMH, HE TIo{uepkuBas. [lepeuncieHnbie CTpyKTypHbIE
AJIEMEHTBI HE HyMEPYIOTCS.

OcHOBHasl 4acTb KypcOBOH pabOThl COCTOMT W3 IJIaB, maparpadoB, MYHKTOB H
NOANYHKTOB (mpu HeoOxoaumocTu). Kaxkayro T1i1aBy OCHOBHOM YacTU TEKCTa
paloThl, a TaK)Ke BBEJCHHUE, 3aKIIOUEHUE, CIIUCOK MCIOJIb30BaHHBIX UCTOYHHUKOB ,
NPWIOKEHUST CIeAyeT HauyuHaTh C HOBOM crTpanuipbl. I[laparpadsl (MyHKTHI,
MOJAMYHKTbI) OGOPMIISIIOTCSI ¢ HOBOM CTpaHUIIbl TOJBKO B TOM Clly4ae, €Clid OT
TEeKCTa Ipeaplaymero naparpada (myHKTa, MOAIMYHKTA) HE OCTAJOCh Ha JIHCTE
MecTa, XOTs Obl JJII OAHOW CTPOYKH IOCJI€ HAMMEHOBAaHMS 3arojioBka. Kakblii
MYHKT, TOJNYHKT U TEPEUMCIICHUE CIEAYyeT 3alHChbiBaTh ¢ a03allHOrO OTCTYIIA.
[lepen kaxmoil mMO3WUIMEH TEPEUUCICHUS CIIEAyeT CTaBUTh AeduC WIH, TPU
HEOOXOJMMOCTH, CCHUJIKM Ha OJIHO M3 TEPEUMCICHUH, CTPOUYHYIO OYKBY, IOCIHE

KOTOpOM cTaBUTCA CKoOka (0e3 Touku). Ecmm HeoOXomuma panpHeHIas
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JeTanu3alus MepeyrcieHuil, UCHOJb3yIOT apalOckue IMQpbl, Mocie KOTOPBIX
CTaBUTCA CKOOKA, a 3aIKCh MPOU3BOJUTCS € a03aHOro orctyna 250 mm.
IIpumep

a)
)

1)___
2)____

Bce crpaHmmbl TekcTa JODKHBI MMETh CKBO3HYIO HyMEpaIuio, BKIIOYas
WUTIOCTpaluu (TaOIHUIlbI, YePTEXH, cXeMbl, Tpaduku u T.1.). [lepBoit cTpanurei
CUMTACTCS] TUTYJIBHBIA JIUCT, OH HE HYMEpPYETCS, CTPAHHIIBI IPOCTABIISIOTCS
apabckumu 1udpamMu, HauuHas co BTOpou (coaepxkanue). Homepa cTpanuiy
MIPOCTABJISTFOTCS] BHU3Y CTPaHUIIBI, CITPaBa.

B TekcTe HeI0myCTUMO COKpalieHUe CJI0B, TEPMUHOJIOTUYECKUX 000POTOB,
HAaMMEHOBAHUS OPTaHOB W OpraHU3AIINM, €CIIU TaKUe COKPAIICHUS HE SIBIISIOTCS
OOILIECTPUHATHIMU B JIUTEpATypeE.
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6. SAIIUTA KYPCOBOM PAEOTHI

6.1. CryaeHTbl BBIMONHAIOT KYypPCOBYIO paboTy TMOJ pPYKOBOJCTBOM
npenogaBatens.  BolmonmHeHHas — KypcoBas — paboTra  caacTcesl  CTYJASHTOM
PYKOBOJUTEIIO B YCTAaHOBJIEHHBINM Cpok. Ha kKaayto KypcoByro pabOTy HayuHBIH
PYKOBOJUTENb JACT MHCbMEHHBIN OT3bIB C YKa3aHMEM €€ CHJIBHBIX U ClalbIX
CTOPOH W NpEIBapUTEIbHYIO OLEHKy. Pabora, He COOTBETCTBYHOIIAs
peIbIBISIEMBbIM TPEOOBAHHIM, BO3BPAIIACTCS CTYICHTY Ha JOPabOTKy

6.2. BremonHeHHas pabota cmaércs s OpoBepku. Ecmum  pabota
COOTBETCTBYET NPEIbSIBISIEMBIM TpeOOBaHMSIM, MpENoAaBaTeNb OILICHUBAET €&
MOJIOXKUTEIBHO M B NUCBMEHHOM (OpMe B BHJE OT3bIBa COOOHIAET 00 3TOM
cTyaeHTy. HeyoBieTBOpUTEIbHO BBINIOJHEHHAs paboTa MOAJIEKUT NepepadoTKe B
COOTBETCTBHUM C 3aMEUaHUSIMU IPENOJaBaTENsl, COACPKAIIMMUCA B OT3BIBE.
KypcoBbie paOOThl, MOJy4YHUBIINE TOJOKHUTEIbHBIM OT3bIB, 3aAIIMIIAIOTCS
cTyaeHTamMu. Bo Bpems 3amuThl JOKJIATUUKY JAETCSl BO3MOKHOCTh OTCTauBaTh U
00OCHOBBIBaTh CBOIO TOUKY 3peHHs. Ha 3amuTte KypcoBBIX pabOT MMEIOT MPaBo
BBICTYIIaTh € 3aMEYaHUAMHU H  TIOKEITAHUAMH BC€  MPHUCYTCTBYIOIIHE.
OxoHuaTenbHass  OLIEHKA  MPOCTABISIETCA Mo  WTOTaMm  3alluThl.

KypcoBasg pabora cTyAaeHTy HE BO3BpalllaeTCsi U XpaHUTCS B YYEOHOM
3aBEJICHUHU.
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7 KPUTEPUH OLIEHKH KYPCOBOM PABOTHI

Kpurepuu IToka3zarenn
OueHku
2 3 4 5

AKTyaabHOCTb AKTyalnbHOCTh | AKTYaJbHOCTb ABTOD AKTyaJlbHOCTb
uccrenoBanus | 11u00 BooOmIe HE | 0OOCHOBHIBAET poOIeMbI
CHeIHalbHO c(hOpMyIIMPOBaH | aKTyaJbHOCTb UCCIIETOBAHUS
aBTOPOM HE a, oo HanpaBJieHUs U1 | 000CHOBaHA
000CHOBBIBaeTC | cOPMYIUPOBAH | CIIEOBAHUS B aHaJIM30M
a. a B caMbIX LIEJIOM, a HE COCTOSIHUSI
CdopmynmpoBa | oOuux yepTax - | COOCTBEHHOH JIEHCTBUTENBHOC
HBI LIEIb, npobiieMa He TEMBI. TH.
3aJ1a4uu He BbIsiBJIeHA U, uT0 | ChopmynupoBa | Chopmynupona
TOYHO U HE caMoe I'JIaBHOE, | HbI Leb, HBI 1IETb,
MOJIHOCTHIO, HE 3a/1a4u, 3aJauu,
(paborta HE apryMEHTHUPOBAH | MPEIMET, OOBEKT | MPEAMET, OOBEKT
3a4yTeHa - a (ue UCCIIEJIOBAHUS. | UCCIEOBaHUSA,
HeoOxouma obocHoBaHa co | Tema paboTsl METO/[IBL,
IopaboTKa). CCBIJIKaMH Ha chOpMyIUPOBaH | HCIOJIb3yEMbIE B

Hesicupl 1€t 1 | ICTOYHUKH). a 6onee win pabore.
3agaun pabotel | Hedetko MeHee TOYHO (TO
(;Tu60 OHM eCTh, | CPOPMYITUPOBAH | €CTh OTPAKAET
HO a0COJIIOTHO | BI LIENb, 3a/1a4H, | OCHOBHBIC
HE COTJIACYIOTCS | MPeIMeET, OOBEKT | aCTIeKTHI
c UCCIICIOBaHMs, | U3ydaeMoun
COJIep’)KaHUEM). | METOJBI, TEMBI).
UCTIOJIb3yeMbIE B
pabore.
Jloruka padotsl | Comepxkanue u | Conepxanue u Copepxanue, Copnepxanue,
TeMa paboThI TeMa paboThl HE | KaK IeJIon Kak LIeJIon

TUIOXO
COTJIACYIOTCS
MeXy coO0M

BCerja
COTJIACYIOTCS
MEXTy COOOH.
HexoTopsle
4acTH paboThHI HE
CBSI3aHBI C
LENBIO U
3aauyamMu
paboTHI.

paboThI, TaK U ee
JacTeH CBSI3aHO
C TeMo# paboTHlI,
HMEIOTCS
HeOOIbIITNE
OTKJIOHEHHS.
Jloruka
W3J10KEHUS, B
OOIIIEM H IIETIOM,
MPUCYTCTBYET -
OJIHO
MMOJI0KEHNE
BBITEKACT U3

JPYroro.

paboThI, TaK U ee
YacTen CBSA3aHO
C TeMOM pabOTHlI.
Tema
copMynUpOBaH
a KOHKPETHO,
OTpakaeT
HaIPaBJICHHOCTh
pabotsl. B
KaXJ0¥ 4acTh
(rnage,
naparpade)
MPUCYTCTBYET
000CHOBaHHE,
nouemMy 3Ta
9acTh
paccMmaTrpuBaeTc
s B paMKax
JTAHHOM TEMBI.
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Odopmnenue Muoro [IpencraBnennas | Ecte Hekotopeie | CoOMIOACHBI BCE
paboThI HapyLIeHUN pabora umeer HEJI0YETHI B paBUIIa
MpaBUII OTKJIOHEHUS U odopmiieHnn odopmiieHus
oopmIIeHHS U | HE BO BCEM paboTsl, B paboThI.
HU3Kas COOTBETCTBYET odopmiieHnn
KyJIbTypa TpeOOBaHUSAM, CCBUIOK.
CCBLJIOK. PEIbSABISIEMbIM
K TaKOTO poja
paboTtam.
Cpoxku Pabora cnana ¢ | PaGora cnana ¢ | PabGora cnana B | CoOmtoieHBI Bee
OTI03/IaHUEM OT03/1aHUEM cpok (yubo ¢ npaBuIIa
(6onee 10-u (6onee 12-u OTIO37aHUEM B 2- | 0pOpMIICHHS
THER JHEH 3aepKKu) | 3 JHs) paboTHI.
3a/IEPIKKH)
CamoctosarenbHo | bonpinas yacte | Camocrositensn | [locne kaxaoit | [Tocne xaxmoi
CTh B pabore paboThI BIC BBIBOJIBI TJIaBHI, TJIaBHI,
CIIMcaHa u3 60 naparpadga naparpada
OJTHOTO OTCYTCTBYIOT, aBTOp paboTHI aBTOp pabOTHI
HCTOYHUKA, 160 JIeJIaeT BBIBOJBL. | JAENaeT
60 MPUCYTCTBYIOT BriBoABI MOPOH | CAMOCTOSITENBHBI
3alMCTBOBaHa | TOJBKO CIIMIIIKOM € BBIBOJIBI.
U3 CeTH dbopmanbHO. paCIUIBIBYATHI, CTyIeHT 4eTKo,
WuTepHer. Crynent UHOT/a HE 000CHOBAaHHO U
ABTOpCKUIt HEJ0CTAaTOYHO CBSI3aHBI C KOHKPETHO
TEKCT MOYTH XOpOIIIO coJiep>KaHueM BBIPAXKaeT CBOE
OTCYTCTBYET opueHTupyercst | maparpada, MHEHUE TI0
(umu B TEMATHKE, riaBbl CTyJIEHT | IOBOIY
MPHUCYTCTBYET | ITyTaeTcs B HE Bcera OCHOBHBIX
TOJIEKO U3TI0KEHU U 000CHOBAaHHO M | aCTEKTOB
ABTOPCKHIA COJICpKaHUSI. KOHKPETHO COJIepIKaHUS
TEKCT.) Crnumikom BbIpaxaer ceoe | pabotsl. U3
OompITHe MHEHUE 10 pasroBopa co
OTphIBKH (OoJiee | TOBOAY CTYICHTOM
JByX a03arieB) OCHOBHBIX PYKOBOJIUTEIH
MEPenucaHbl U3 | acTeKTOB KypCOBOit
HUCTOYHUKOB COJIepKaHUs paboTHI emaeT
paboTHLI. BBIBOJI O TOM,

4dTO CTYACHT
JOCTaTOYHO
cBOOO/IHO
OpPHEHTUPYETCS
B
TEPMUHOJIOTHH,
HCIIOJIB3YEMO B
padore.

3amura

OneHka «2»
CTaBUTCS, €CIU
CTYJICHT
OoOHapy>KUBaeT
HETIOHNMaHNe
COZIepIKaTEIbH
BIX OCHOB

Omenka «3»
CTaBHUTCS, €CIIH
CTYJICHT Ha
HU3KOM ypOBHE
BlIaAceT
METOJI0JIOTHYECK
WM arapaTom

Onenka «4»
CTaBUTCH, €CIIH
CTYJICHT Ha
JIOCTATOYHO
BBICOKOM ypOBHE
OBJIAJIEIT
METO0JIOTHYECK

Ormenka «5»
CTaBHUTCS, €CIIH
CTYJICHT Ha
BBICOKOM yYpPOBHE
BJIaAceT
METOJI0JIOTHYECK
WM arrapaTom
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MIPOBEJICHHOTO
WCCJICIOBAHHUS
U HEyMEeHHUE
MPUMCHSITh
MOJTy4YeHHbBIE
3HAHUS Ha
MPaKTHKE,
3aIIUTy CTPOUT
HE CBSI3HO,
JOITYCKaeT
CYIIIECTBEHHbBIE
OIINOKH, B
TEOPETUUYECKOM
000CHOBaAHHH,
KOTOpBIE HE
MOKET
UCIIPABUTD
Jaxe ¢
TIOMOIIIHIO
YJICHOB
KOMUCCHH,
MpaKTHYecKast
4acTbh KypCOBOU
paboTHI HE
BBITIOJTHEHA.

HCCJIEIOBAHMUSI,
JIOITYCKaeT
HETOYHOCTHU IPH
dbopmynupoBKe
TEOPETUUECKHUX
MOJI0KEHU I
KypCOBOM
paboThl,
MaTepuan
U3JIaraercs He
CBSI3HO,
MpaKkTUYecKas
4acTh KypCOBOM
paboThI
BBITIOJTHEHA
HEKaYeCTBEHHO

MM aIlrapaTom
HCCIe0BaHMS,
OCYULIECTBIISIET
COZEPIKATEIBHBI
1 aHanmu3
TEOPETUUECKHUX
MCTOYHHUKOB, HO
JIOITYCKAET
OTJI€JIbHBIE
HETOYHOCTH B
TEOPETHUYECKOM
000CHOBaHUHU
17017 (V18%11(S: 151
OTCTYIUJICHUS B
MPAKTUYECKOU
YacTH OT
3aKOHOB
KOMITO3HITMOHHO
ro penieHusl.

UCCIIEIOBaHMUSI,
OCYIIECTBIISICT
CpaBHUTEIBHO-
COMOCTAaBUTEIIbH
bIN aHau3
Pa3HBIX
TEOPETUUECKHUX
MOAXO/OB,
MpaKTH4ecKast
4acTh KypCOBOM
paboThI
BBITIOJIHEHA
KaueCTBEHHO U
Ha BBICOKOM
YpOBHE.
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CoNoA~WNE

[EEN
o

11.
12.
13.
14.
15.

16.
17.

18.
19.

20.
21.
22.
23.
24,
25.

26.
27.

28.
29.
30.
31.
32.
33.
34.
35.

IMPUJIOKEHUE 1
Tembl KypcoBbIX padoT

TexHomorus obecneueHrne COXPaHHOCTH IOKYMEHTOB.

3HaueHue JOKYMEHTAIIMOHHOTO 00ECIICYCHUS YITPABIICHUSI.

Kiaccudukanmsi 1OKyMeHTOB.

DopMUpOBaHUE JIEIL.

Opranu3anys J0KyMEeHTO000pOTa B COBPEMEHHBIX YUPEKICHUSX.
XapakTepucTrKa HOPMAaTUBHBIX JJOKYMEHTOB TI0 Opranmu3auu ciyxost JJOY.
Hogetimume nadopmManimoHHbIe TEXHOJIOTHH B JICTONPOU3BOICTRBE.

CTpyKTypa JOKYMEHTAIMOHHOM CITY>KOBI U €T0 OPTaHU3AIMOHHBIC (DOPMEI.
CtpyKTypa, XapaKTepUCTUKA U 3TAIbl IPOXOKIACHUS TOKYMEHTOIIOTOKOB.
Opranu3zanuys J0KyMEHTO000pOTa B YCIOBHSIX TPUMEHECHUS HOBEHIIINX
WH()OPMAITMOHHBIX TEXHOJIOTHH.

[IpuHUUMIIBI ¥ paBHIIa PETUCTPALIMKA U UHIEKCUPOBAHUSI JIOKYMEHTOB.

KoHTposb ucnonHeHus: JOKyMEHTOB U €0 3HAYEHHUE B YIIPABICHYECKON AEATEIbHOCTH.
DNEeKTPOHHBIN IOKYMEHTOO00POT

[Topsnox odopmiieHus, coriacoBaHusl, YTBEPKICHUS U BHEIPCHHS] HOMEHKIIATYP Je.
OcHoBHbIE TipaBUIa GOPMUPOBAHUHU U XPAHCHUS JOKYMEHTOB B CTPYKTYPHBIX
Mopa3IeICHUsIX.

OrnpIT opra"Hu3anuy padoThl ¢ JOKYMEHTaMU 3a PyOeKOM.

[Topsnox npoBeaeHHsI SKCTIEPTU3bI LIGHHOCTH JOKYMEHTOB, 0(OpMIICHHE PE3YIHTATOB €€
MIPOBE/ICHMUSI.

Odopmrenue aen MoCTOSHHOTO, JOJITOBPEMEHHOTO XPaHEHUS U 110 JINYHOMY COCTaBYy.
[Ipemnoxenus, 3asiBICHUS U KaJIOOBI TPaXKJIaH, UX POJIb U 3HAYEHHUE B YCIOBHUSIX
JEMOKpAaTU3aluy o0IIecTBa.

Ponb nokymeHTanuu B yrnpaBieHWN OpraHu3aIiu.

JIOKYMEHT ¥ crocOOBI TOKYMEHTUPOBAHUS

SI3BIK W CTUIIb TOKYMEHTA

JIOKyMEHTHUPOBAaHHE YIIPABIECHUYECKOM JAESITEIbHOCTH

YHuduimpoBanHas cuCTeMa OpraHU3alMOHHO-PACTIOPSIUTEIHHON TOKYMEHTAIUH.
[IpaBuna opopmIIeHHS OCHOBHBIX BHIOB OPTaHU3alIMOHHO-PACTIOPSIAUTEIHHBIX
JIOKYMEHTOB

CnyxeOHble OTMETKU Ha TOKYMEHTaxX

HopmatuBHo-nipaBoBas 6a3a, periaMmeHTUupyroias padoTy ¢ JOKyMEHTaMH B
COBPEMEHHBIX YCIIOBUSIX

Opranu3anys onepaTuBHOTO XPaHEHUSI IOKYMEHTOB

JlokymeHTanus1, CBA3aHHasl C TPOBEICHUEM KOJUIETHAIBHBIX MEPONIPUATHIMA
JIOKyMEHTBI TUYHOTO MPOUCXOKICHHUS U TIO KaJIPOBOM CITY)Oe

CoBpeMeHHas perjJaMeHTalus U OpraHu3allysl CIy>KObI JeTOMPON3BOACTBA
J1enonpon3BOCTBO B CUCTEME YIIPABICHUS

JlenoBast mepenucka

Pons nabOpMaIInoHHO CIIPaBOYHBIX JOKYMEHTOB B YIIPaBICHUHU

[Topsimox oopmieHUsT JOKITaIHBIX, OOBSICHUTEIBHBIX M CITY)KEOHBIX 3aMTHCOK
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IMPUJIO)KEHUE 2

MuHHMCTEPCTBO TPY/AA U COUMAJIBLHOM 321U THI PP

DKIIOY «CuBepckuii TEXHUKYM-HHTEPHAT 0yXrajTepoB)

CnenunansHOCTh: 46.02.01. lokyMeHTALIMOHHOE 00ecnevyeHne YIPaBJIeHUus U
apxuBOBeJleHUE

3ajanue Ha KYpCcOBYIO padoTy

Crynent

['pynma

Tema

ConeprxaHue MoACHUTEIbHOMN 3aMUCKU:

Cpok npenocTaBiieHus: pabOThI K 3aLIUTE

PykoBoauTens paboThl

»

20 T.

(roxmuUCh)

33,Z[aHI/Ie IIPUHAI K UCIIOJTHCHUIO

(DUO)

« »

20 T.

. CuBepckuii 202

ron
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MPUJIO)KEHUE 3
denepanbHOe Ka3eHHOE NPodeccnoHaIbHOE 00pa3oBaTeibHOE YUpeKIeHne

«CuBepckuii TEXHUKYM-HHTEPHAT OyXraJTepoB»

MuHuCTEepCTBA TPYyAa U COUMAIbHOM 3amMThl Poccuiickoit @exepaunu

CnenunanpHoCTh: 46.02.01. lokyMeHTALMOHHOE 00eceyeHre YIpaBJIeHUus 1
apxuBOBeJleHUe

KYPCOBAS PABOTA

o npogeccruonanbHoMy Moayito [IM.01 «Opranuszanusi JOKyMEHTAIMOHHOTO
oOecrieueHus: ynpaBieHUs U (PYHKIIMOHUPOBAHUS OPraHu3aIum»

Tema: « »

Bbinosnni(a):

(®.11.0.)

Cryaenr(ka) ___Kypca _ rpynnbl

Jdara cpaum:

[aTa npoBepku:

Onenka:

IIpoBepuiaa:

(®.1.0)

I1. Cusepckuii 20
20



