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M/K.02.03. MeHeX:KMEHT U ypaBJieHHE MEePCOHAJIOM

B Opramu3anusix OﬁlIIeCTBeHHOFO INIATAHUA

PexoMeHnaanyu mo HaAaNMMUCaHUIO

TEOPeTHYEeCKOH U MPAKTHYECKOI YaCTH KyPCOBOil padoThI

Iesn 1 3a1a4M KYpCcOBOii padoThl

KypcoBass pab6ora MJIK.02.03. MeHemKMEHT W yHOpaBieHHWE IEpCOHAIOM B
opraHuzanusx oomecrBeHHoro mnutanus npeaycmorpena ['OC  CIIO B wyactu
locymapcTBeHHBIX TpeOOBaHMIT K MHHUMYMY COJAEp>KaHUS M YPOBHIO IOITOTOBKH
BBIMYCKHUKOB 10  crneruanbHocTH  43.02.01  «Opranuzanus oOCIyXKHBaHUS B
oOmecTBeHHOM nuTaHum». KypcoBas pabora siBiasieTcs (popMOil UTOTOBOTO KOHTPOJIA,
KOTOpass IMPOBOAMTCS C ILEJbK0 CUCTEMATH3alMUd W  3aKPEIUICHHS IIOJTYYEHHBIX
TEOPETUUECKUX 3HAHUN M MPaKTUUYECKUX YMEHHUH NpPHU H3YYEHHU NPO(ecCHOHAIBHOIO
MOJTYJISI.

BrinonHeHue cTy1eHTOM KypcOBOI paOOThl MO3BOJISIET IPUMEHUTH MOJTyUYE€HHBIE UM
3HAHUS U YMEHUS MpU PEIICHUHU KOMIUIEKCHBIX 3a/1a4, CBA3aHHBIX cO cepoit Oymyuiei
npoeCcCHOHAIBHOM JIEATENHHOCTH U IPOBOAUTCS C LENbIO:

- CHCTEMAaTH3alMd W 3aKpEIUICHUS IIOJIYYEHHBIX TEOPETUYECKUX 3HAHUU W
NPAKTUYECKUX YMEHHU 10 TPO(PEeCCHOHAITBHOMY MOYIIO;

- yIu1yOJIeHHs TEOPETUUECKUX 3HAHUN B COOTBETCTBUU C 33JJaHHOM TEMOM;

- (QopMupOBaHHS YMEHHM NPUMEHSITh TEOPETUUECKUE 3HAHUS MPU PEIICHUU
IOCTABJIEHHBIX BOIIPOCOB;

- (popMHpOBaHMSI TPAKTUUECKOT'O OIBITA TP PEIICHUN OCTABIEHHBIX BOIPOCOB;

- (dopMHpoBaHUS OOMMX M MNPOPECCHOHANBHBIX KOMIETEHUUH NPHU PEIICHUU
NOCTABJIEHHBIX BOIIPOCOB;

- (hopMHpOBaHUSA YMEHUN HCIOJIb30BATh CIPABOYHYIO, HOPMATUBHYIO U IPAaBOBYIO
JOKYMEHTALIMIO;

- pa3BUTUS TBOPYECKOM WHUIMATHBBI, CAMOCTOSATEIBHOCTH, OTBETCTBEHHOCTU U

OpPraHU30BaHHOCTH,



- IOATOTOBKH K UTOTOBOM TOCY/IapCTBEHHOM aTTeCTalHH.

[Ipy  BBIMOJHEHUH  KypcOBOM  pabOTBl Yy  CTyACHTOB (OPMUPYIOTCS U
COBEPIIIEHCTBYIOTCS TPO(ECCHOHAIBHBIE YMEHHSI: YMEHUE aHAIU3UPOBATh BO3MOXXHOCTHU
OpraHu3alii OOIECTBEHHOTO MUTAaHUS B COOTBETCTBHUU C 3aKa3aMH MOTpPEOUTENEH,
OpPraHU30BBIBATH U KOHTPOJUPOBATH MOJATOTOBKY OpraHU3aIiii 00IIECTBEHHOTO MUTAHUS K
npueMy TMOTpeOHTeNel; OmNpenensiTh YUCICHHOCTh PaOOTHUKOB; aHAIM3UPOBATH
3 PeKTUBHOCTH OOCTY>KUBaHUS;, pa3padaTbiBaTh U MPEACTABISATh MPEAIOKEHUS 10
MOBBINICHUIO Ka4eCTBa OOCITYKMBAHUS; OCYIIECTBISITh MAapPKETUHTOBYIO NEATEILHOCTH B
OpraHu3alusX 001IEeCTBEHHOTO MUTAHMUS.

B npounecce mnoAroroBKM KypcoBOM paOOThI CTYIEHTHI JIOJKHBI HAyYUThCS
aHaJM3UpPOBaTh, CpPAaBHUBATh, OLICHUBATh MPEJCTABICHHBIE JAaHHBIE U BO3MOXKHbBIC
BAPUAHTHl PELNICHWA TIOCTABJICHHBIX 3aJa4, CHUCTEMAaTH3WpOBaThb Marepuas, Aenarhb
BBIBOJIbI; HCIOJIB30BATh CICIUATBHYI0 YUEOHYIO U CIIPABOYHYIO JIUTEPATYpy, NEPUOIUKY,
TEM CcaMbIM, BbIpabaTbiBas W 3aKpeIvisii yMEHHs pabdoTarh ¢ KHUTOH, CIPAaBOYHBIM
MaTEPUATIOM.

Kaxmomy cTymeHTy mpenocTaBiseTcsi BO3MOXHOCTh CaMOCTOSTEIBHO BBIOPAThH
A00YyI0 TEMY, COOTBETCTBYIOIIYIO JMYHOMY M TpodeccuoHanbHOMY HHTepecy. Tema
KypCOBOM MOXET OBITh TNpEIJIOKEHA CTYACHTOM TpU YCIOBUM OOOCHOBAHHS €€
11eJ1ecO00pa3HOCTH U COOTBETCTBUS LIETSAM U 3a/adaM NMpo(ecCHOHAIbHON MOATOTOBKH
CIIEIUAJIUCTOB.

Tema KypcoBoit pabOThI MOXET OBITh CBSI3aHA C MPOTPAMMON TPOU3BOJCTBEHHOMN
(mpodeccuonanbHoOi) mpakTuku. KypcoBasi paboTra MOXeT cTaTh COCTABHOM 4YacThIO
(pa3zmenioM, T1aBO#) BBIMYCKHON KBaTU(DUKAIIMOHHON Pa0OTHI MO CIEUATIBHOCTH.

3akperjieHue TEMaTUKU 3a CTyIECHTaMHu, paclpeielieHue CTYACHTOB  3a
PYKOBOIUTENSIMH YTBEPKIACTCS IPUKA30M JTUPEKTOPA.

CTpyKTypa u coaep:kaHue KypCcOBOi padoThl

[Iporiecc MOATOTOBKM M BBHIMIOJHEHUS KYpCOBOM palOOThl BKJIIOYAET HECKOIBKO
OCHOBHBIX JTaIoB.

[TpumepHsIii TpadUK BBHIOIHEHHS] KYpCOBOW paOOThl BKIFOYAET CPOKU BBITIOIHEHUS
paboThI 1O pa3zesiaM U yTBEPKIAETCA 3aMECTUTENEM TUPEKTOpa M0 yueOHOM padore.

TuTyabHbIA JHUCT. TUTYIBHBIM JIUCT SABISIETCA IEPBOM CTPAHHULEH KypCOBOU

paboTHI.



baank-3aganue BbIIaeTCA PYKOBOIUTEIIEM U SIBJISIETCSL BTOPOM CTpaHUIIe paboThI.

[Tocne mony4yeHus 3aAaHusl CTYIEHT pa3padaThIBa€T MPOEKT IJIaHa U COITIaCOBBIBAET
€r0 C pyKOBOAMTEIIEM.

[Inan onpenensieT HaNMPaBIEHHOCTh PadOTHI, €€ COOTBETCTBUE ClieU(PUKE TpeaMeTa
U OOBEKTOB M3y4yaeMOW AMCUMIUIMHBI, CAMOCTOATEIBHOCTb BBIMOJIHEHUS pPaOOTHI
CTyZIEHTaMH, €€ UCCIIeI0BaTeNbCKU Xapaktep. [1nan oTpaxkaeT OCHOBHYIO HUJIEI0 PAOOTHI.

[Inan xKypcoBoil pabOThI, KaK MPaBUIIO, JOKEH COCTOSITh U3 BBEACHMS, OCHOBHOM
YacTH, 3aKJIFOUEHHUS, CIIMCKA JIUTEPATYPbl U MPUIIOKEeHUI. DOPMYITUPOBKH MyHKTOB IJIaHa
OTIPEIEIISIFOTCS 1IEJIEBOM HAMPABICHHOCTHIO PaOOThI, UCXOMs U3 e€ 3aay.

Conepxkanue BKIIIOYAeT BBEICHHE, HAMMEHOBAHHE BCEX PAa3felioB, MOAPA3JEIIOB,
NyHKTOB, 3aKJIOYEHHE, CHUCOK MCIOJIb30BAHHBIX WCTOYHUKOB M HAaWMMEHOBAHUE
NPWIOKEHUN C YKa3aHHEM HOMEPOB CTPAHHUIL.

Beenenune. liMeHHO mpu €ro MpoYTEHUH CKJIAABIBAETCS MPEICTaBIECHUE O padoTe.
Hecmotpst Ha TO, 4TO BBEIEHUE SIBISIETCS TIEPBBIM Pa3AesioM KypCOBO pabOThI, HE BCETna
UMEHHO C HETO0 CTOMT HAYMHATh YEPHOBOE HAIMCAHUE PAOOTHI.

AKTyanbpHOCTb NpPOOJEMbl OOOCHOBBIBAETCS €€ 3HAYMMOCTBIO ISl COBPEMEHHOM
Teopud W TNpakTUKU. O 3HAUUMOCTU TMPOOJIEMBI JOJKHBI CBUJIETEIBCTBOBATh TaKUe
(akTOpHhl, KaK CyIIEeCTBOBAaHHWE HECOBMAJAIONINX MOIX0/I0B, HEAOCTATOYHAS U3yUYE€HHOCTbD,
HEOOXO/IMMOCTh PEIICHMsS] KOHKPETHBIX MpakTUYeCcKux 3amad. W3  dopMmynupoBku
0003HaYeHHOW NPOOJIEMBI JIOJIKHA BBITEKAaTh 1IEIb KypcoBOil paboThl. KOHKpeTHbIE 3a1aun
GopMynupyloTCST B BHJE TEPEUHS HCCIEAOBATENbCKUX JCHCTBHM: «HU3YUYUTh...»,
«YCTaHOBHUTb...», «HUCCIEIOBATh...», «BBIIBUTH...» W T.II. PelieHne yKa3aHHBIX BO
BBEJICHUN 33Ja4 JIOJDKHO HAWTH OTpaKeHHE B COAEPKaHUHM OCHOBHOM 4YacTU padOTHI.
[Tocne oGo3HadeHust MpoOIEMBI BBIIEISIOT 1Edb M 3a7adyd KypcoBod paboThl. Llembio
KypCOBOM pabOThI SIBISETCSA KOHEUHBIA pPEe3yNbTaT, KOTOPOrO0 CTPEMHUTCS AOCTHYb aBTOP
MOCJIC BBIMOJIHEHUsI PaOOThl. 3ajadaMM SIBISIOTCS CPEICTBA BBIIIOJHEHHUS PadOTHI, T.C.
CroCOOBI TOCTUXKEHUSI TTOCTABIEHHOM 1IEIIH.

B nes10M cTPyKTYpa BBeleHUS CJeYI0IIas:

° BBogHass yacTh (KpaTkoe€ ONHMCAHUE CUTYallMH, TMOJOXKEHUS W BIHSHHUE
UCCIIelyeMOii MPoOIeMbl Ha CUCTEMY OOIIECTBEHHOTO TUTAHUS B 1IEJIOM);

o AKTYyaJIbHOCTb TEMBI;

° 3ajaun (IOMOTYT CAENATh BBIBOJIBI B 3AKIIOUUTEILHON YacTH);



° OOBeKT (TEXHOJNOTUM, TEOPHH, TPAKTHKH, MPOCKTUPOBAHUS, CIIOCOOHI,
YCTPOMCTBA);

° [Ipenmer (mpakTuueckas MAESTENbHOCTh YENOBEKAa CTOPOHBI, CBOMCTBA,
OTHOILICHHUS);

° CrpykTypa paboThl.

OO6bem BBeneHUS 1-3 cTpaHUIIBL.

OcHoBHas yacTh. TeopeTHyeckasi 4acTh.

B mepBoii TnaBe wW3MaraloTCs TEOPETUYCCKHE OCHOBBI TEMBI, TEOPETHUCCKHUE
BONIPOCHI BRIOPAaHHOW MpoOIeMaTHKU. YPOBEHb pa3zpabOTaHHOCTH MPOOJIEMBbl B TEOPUHU U
IPAKTUKE ITOCPEACTBOM CpPaBHUTEIBLHOTO aHanmwW3a Jureparypel. [lpm momdope
JUTEPATYPHBIX HMCTOYHUKOB CJEAyeT oOpamarbcsi K andaBUTHBIM W MPEAMETHBIM
KatajoraM  OMOJIMOTEK,  CHeIUalbHBIM  OHONHOrpa@UUYEecKUM  CHpPaBOYHHKAM,
TEMaTUYeCKUM COOpHHMKAM JIMTEPATyphl, yKazaTelasM KypHaJbHBIX CTaTel, mogdopkam
ra3er, UCIOJIb30BaTh CCHUIKUA Ha OMyOJIMKOBaHHBIE PAOOTHI, UMEIOIIHECS B MOHOTpapusX,
Opomrropax, crarbsx. JKenareapHO 00pamaThCs K U3aHUSM MTOCISIHMX JICT, TAK KaK B HAX
HamOoJIee MOTHO OCBEIICHA TEOPHUS U MPAKTUKA UccaeayeMoit TeMbl. CECOK InTepaTryphl
JIOJKEH OBITh COIIACOBAH C PyKOBOAUTENIEM KYPCOBOM pabOTHI.

PabdoTy Haj JUTepATyPHBIMH MCTOYHMKAMM CJICIyeT HAuyWHATh C HW3YYCHHS
IPABOBBIX AaKTOB M HOPMATHBHBIX JOKYMEHTOB, YYE€OHHUKOB, Yy4e€OHBIX IOCOOUA,
MOHOrpaui, CHPaBOYHUKOB. 3areM H3YyYalOTCs CTarbl B JKypHajlaXx M raserax,
MaTepUalibl CTATUCTUYECKUX COOPHUKOB U OIOJIIETEHEN.

N3yyenne  nuTepaTypHbIX  HWCTOYHUKOB  COIMPOBOXKIACTCS  BBIMUCKAMU U
KOHCIIEKTUpOBaHHEeM. KOHCIIEKTUPOBATh CIIEAYeT, B OCHOBHOM, T€ UICTOYHHKH, KOTOPHIE TIO
COJIEPIKAaHUIO KYpPCOBOM pabOThl MOTYT OBITh IIMPOKO KCIOJIB30BaHbI, B OCTaJIbHBIX
ClIy4asix JJOCTaTOYHO OIPaHUYUTHCA BbITUCKaMu. [Ipu 3ToM 11esecoobpa3Ho pUKCUpoBaTh,
U3 KaKOTrO0 MCTOYHHMKA B3SAT MaTepHal M B KAKOW YacTH KypCOBOH padOTHI €ro CIemyeT
UCIIOJIb30BaTh. J{0CIOBHBIE TEKCTHI OPOPMIISIOTCS KaK IIUTAThI (B KaBbIUKAX) C YKa3aHHUEM
dbaMuIMu aBTOpa, €ro WHUIIMAJIOB, MOJIHOTO HAa3BaHUS KHWTH WJIM CTaThbH, U3aTEIIbCTBA,
MeCcTa W Toja W3JaHUsi, HOMEpa >XypHaja, CTPAaHUIBI U T.J. IJTO B TOCIETYIOIIEM
ob6eryuT 00pabOTKy MaTepualia u cocTaBieHue OnoIuorpaduIecKoro CImckKa.

KoHcnektupyeMblii Marepuial W BBIMUCKH PEKOMEHAYETCS TPYIIHAPOBATH 110

pasaciaM M Imoapas3aciamM pa6OTBI N CHCTCMATHU3UPOBATL II0 CYHICCTBY HU3JIaracMou



uHpopMaKi. ITO HEOOXOAUMO JIJISl TOTO, YTOOBI B MPOIECCE MOCIENyIoNel paboThl HaY
TEMOH HCCIeNOBaHMUs OBLIO JIETKO aHAJIM3UPOBATh W COMOCTABIIATH PA3IMYHBIC TOYKHU
3pEHHUS aBTOPOB IO TUCKYCCHOHHBIM BOTIpOcaM U (pOPMUPOBATH CBOE OTHOIICHHE K HUM.

Padora ¢ d¢akTHYecKMM MaTepuajoM. BaXHBIM 3TaloM CaMOCTOSTEIbLHOMN
paboTHI sIBIISIETCST COOp, 00paboTKa, CUCTeMaTH3aIus U aHaIn3 (PaKTHUECKOTO MaTepuara.

[Ipexxne yem HauaTh cOOp (haKTHUUECKOrO Marepuaia, HeoOXOIUMO COBMECTHO C
PYKOBOIUTENIEM palbOTHI 3apaHee MPOAyMaTh U OMPEIACIHTh 3a KaKOW MEPUOJ U B KAKOM
o0BbemMe coOrparh U aHATM3UPOBATh CTATUCTUYECKYIO HHPOPMAIIUIO U T.I.

CoOpannblii  (hakTHUECKUHA MaTephall OIECHUBAETCA C TOYKH 3pEHHSI €ro
JOCTOBEPHOCTH, HAJSKHOCTH M TOYHOCTH, CHUCTEMATH3UPYETCS M OPOPMIISICTCS B BUIE
pacyeToB, 3aMOIHEHHBIX OJIAHKOB YUETHBIX JOKYMEHTOB, TaOmuIl, rpadMKoB, IUarpamm,
CXeM U T.II.

Hcnoan3oBanue Web-pecypcoB cetu HutTepHer. I[lpu cOope mHdpopmanmu He
cienyeTr 3a0biBaTb O BO3MOXKHOCTSIX cetu MHTepHer. M eciau MIaBHBIM HCTOYHHKOM
(GyHIaMEHTAIbHOH  TCOPETHYECKOM W aHAJUTHUYECKOW  WH(OpMaIruu  CIIy)Kar
ouomuoTeunsle (GOHABIL, TO B padoTe C (PaKTHUECKOW, HOBOCTHOM M CTaTUCTHYECKOMH
uH(popManre OoNbIIyI0 MOMOIIbL MOXKET OKa3aTh KOMIIbIOTEp. B oTiuune oT meyarHoM
nHboOpMaMK JaHHBIC, OMyOJWKOBaHHBIC B VHTEpHETE, MOCTOSHHO OOHOBIISIOTCS, YTO
MO3BOJISIET ONEPATUBHO MOJIyYaTh HHPOPMAIUIO IO MHTEPECYIOIIEeH TEMaTHKE.

[Tpu 5TOM CliemyeT yYuThIBaTh, YTO HU OJHA M3 0a3 JaHHBIX VIHTEpHETA HE SIBISICTCS
BCEOOBEMITIONIEH, W KadeCTBO TMPEAOCTABISIEMOM HH(POpMAIUU HYXXJIAaeTCs B
KPUTHUYECKOU olieHKe. VICKIIIoueHne COCTABISIIOT OPUIMaIbHbIE CAUThI TOCYIapCTBEHHBIX
U KPYITHBIX KOPIIOPATUBHEBIX CTPYKTYP, IPABOBBIC 0a3bl, COACPIKAIINE 3aKOHOIATCIIBHBIC U
HOPMAaTUBHBIE AKTHI.

[Touck mapopmaruu B IHTepHETE MperaraeTcs MPOBOAUTH C YIETOM CIICAYFOIINX
PEKOMEH LN

XKeJaTeabHO u30erarb MPsIMOJMHEHHOTO MOUCKA TI0 OJJHOMY CJIOBY, JIY4IIIE 33/1aBaTh
MTOMICKOBOM CHUCTEME TPYMITY KIIFOYEBBIX CIIOB WK (ppasy;

JUTSI TIOMCKA TIO TPYIITE CJIOB HJIM TI0 KJIIOYEBOH (Ppaze peKOMEHIyeTCsl UCIOIb30BaTh
HEe JII0OYI0 TMOMCKOBYIO CHCTEMY, a Ty, KOTOpas HamOojee 3HaKoMa, TaK KaK B pa3HbIX
CHUCTEMaX HWCIOIB3YIOTCS pa3HbIe TPaBWIA IS 3alUCH TPYIIBI CJIOB (MpaBWia HYXHO

3HATD);



IpHU TIOWCKE IO OJHOMY CJIOBY I€I€CO00pa3HO MPUMEHSITh KaK MOXHO OOIIbIIe
Pa3HBIX TTOUCKOBBIX CHCTEM.

Pycckosi3bI9HbIE TOMCKOBBIE CHCTEMbI M KATAJIOTH:

Anopt! (www.aport.ru)

Buptyanbnas 6ubnanorexa (www.vlibrary.ru)

Bebanbra (Www.webalta.ru)

List.ru (www.list.ru)

PamOnep (www.rambler.ru)

Russia on the Net (www.ru)

CozBesnue UuTepuer (www.stars.ru)

TELA (www.tela.dux.ru)

Uepenaxa (www.turtle.ru)

SAnnexc (www.yandex.ru)

3apyOeskHbIe MOMCKOBbIE CJIYKObI:

Google (www.google.com)

Yahoo! (www.yahoo.com)

IIpaBoBbIe 0a3bl JAHHBIX:

http://dnr-online.ru/

http://mondnr.ru

[Ipu Hammcanmm paszzieiia Hy)KHO W30erarb OOIIMX PACCYXICHHH, HE HWMEIOIINX

IpAMOIro OTHOIIICHHA K TCMC. B I[&HHOﬁ II1aBC pPCKOMCHAYCTCS IPCAOCTABUTD:

° XapaKTEPUCTUKY U OCOOEHHOCTH padOThl IPEIPUSITHUS;
° XapaKTepUCTUKY BUJIOB OAHKETOB;

° IpaBWJIa MOATOTOBKH U 0OCITYy>KMBaHUSI OAHKETOB;

° COBpPEMEHHBIC (POPMBI M METOJIBI OOCITY >KUBAHHUSI.

3ak/rouenune. B 1aHHOM paznene KypcoBOM pabOThl JAaeTcsi KpaTKOe H3JI0KEHHE
eI U OCHOBHOIO COJEp KaHUs MPOAETaHHON padoOThl, a TAKKE — JEJNAOTCS BBIBOJBI U
IPEUIOKEHUS, BBITEKAIOIINE W3 IPOBEIECHHOIO HCCIENOBAaHUS. 3aKIKOUYECHHE, MOABOIS
UTOr Bced paboTe, MOKA3bIBAET, KaK IOJYyYECHHbIE PE3YJbTaThl BIIMCHIBAIOTCS B YXKe
U3BECTHOE B JIMTEparype U MpakTHKe, M KaKHe MEepPCIEKTHUBBI OOelIaeT aaibHeHIIas
pa3paboTKa TeMbl, BO3MOKHOCTb MTPAKTUYECKOTO MPUMEHEHUSI MaTEPHAIOB paOOTHI.

O0beM 3aKI0ueHHs 2-5 CTpaHHULIbI.
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CnHCcoK HCNOJIb30BAHHBIX HCTOYHMKOB. CIIMCOK JOJKEH COAEepkKaTh CBEIACHUS 00
UCTOYHUKAX, UCTIOIB30BAaHHBIX TP BBIMOIHEHUH KypPCOBOM pabOTHI.

Ipuioxenusi. B mpunoxxeHnss peKOMEHAYETCsl BKIIIOYaTh MaTepUAIIbI, CBA3AHHBIE C
BBITIOJTHEHHOM KypCcOBOM paboOTO#, KOTOpPbHIE MO KAaKUM JIMOO MPUYMHAM HE MOTYT OBITh

BKJIFOUEHBI B OCHOBHYIO 4acTh ((DOTOCHUMKH, CXEMBbI, TAOIHIIBI, AUATPAMMEI, AaHKETHI).

O3HakomiIeHHE ¢ TOPAAKOM 0OPMJICHUS KYPCOBOIl padoThl
TpeGoBanwms K 0OPMIICHUIO KYPCOBBIX padoT

OO6mue TpeboBaHuUs

Tekct paboTbl cieqyer HaOHMpaTh Ha KOMIBIOTEPE M pacleudaThiBaTh Ha Oenoin
Oymare c ucnonb3oBanueM mpudta Times New Roman tekcroBoro pemakropa Word,
pasmep kenisi-14, ¢ MOJYyTOPHBIM MEXCTPOYHBIM MHTEPBAJIOM U3 pacuera He Oosee 40
CTPOK Ha CTPAaHMIIE IPU YCIOBUH PABHOMEPHOIO €€ 3aIOJHEHUS U BBICOTOM OyKB M LIU(P
HEe MEHee yeM Ha 1,8 M.

Tekct paboThl BbIMONHSETCS Ha Juctax ¢opmara A4 06e3 pamok, coOmronas
CIEeAyIOIINE pa3Mephl MoJiel: nmpaBoe — He MeHee 10 MM, BepXHee 1 HIKHee — He MeHee 20
MM, JieBo€ — He MeHee 30 MM, BRIpaBHUBAHUE 10 LIUPHUHE.

HacpimenHocTh OyKB M 3HAKOB JIOJKHA OBITH pAaBHOMEPHOM B Mpefesiax CTPOKH,
CTpaHMIIBI U BCE PabOTHI.

[Ipu BbIMOIHEHUU PaOOTHI HEOOXOAMMO COONIOATh PABHOMEPHYIO IUIOTHOCTD,
KOHTPACTHOCTh M YETKOCTh HM300pakeHHsI BO Bceil pabore. B pabore momxHBI OBITH
YEeTKUE HE pacIUIbIBYaThIC JIMHUM, OyKBBI, TUGPBI U Apyrue 3Haku. Bce nuHuu, OyKBHI |,
nu(pel U 3HAKU , TOJKHBI ObITh OJMHAKOBBIMH uepHbIMH [ 11 6.1.4 TOCT 7.32-2001] .

[ToBpexxaeHHbIE JUCTBI padOTHI, MOMAapKd, a TakK >K€ CJeAbl HE MOJHOCTHIO
yIAJIEHHOIO MPEeXXKHEro TeKcTa (rpaduka) He T0MyCKatTCs.

Ilocne BHeceHMs HWCIpaBlIeHHMI paldoTa JOJKHA YIOBJIETBOPATH TPeOOBaHUAM
MukpoduiasMupoBanus, ycranosiaeHHbIM [OCT 13.1.002 [m. 6.1.5 TOCT 7.32.-2001].

damunuy, Ha3BaHMUS YUPEKISHUH, OpraHu3anuii, QupM, Ha3BaHUS H3ICITHA H
Apyrue coOCTBEHHBbIE Ha3BaHMs B paboTe MPUBOAAT Ha s3blke opuruHana. Jlomyckaercs
TpaHCIUTEpalrs COOCTBEHHBIX UMEH U MPUBOAUTH HA3BaHKME OpraHu3aluil B MEpeBOe Ha

A3BIK pa0OTHI ¢ YKa3aHUEM (IpU MEPBOM YIIOMUHAHUM) OPUTMHAIBLHOTO Ha3BaHus [1.6.1.6

I'OCT 7.32-2001].



CrpykTypa paboTbl

PaGora cocTouT U3 cnenyonmx CTpyKTypPHBIX 3JIEMEHTOB:

COIEPIKAHUE;

- BBE/CHUC;

- TEOPETUYECKAS YaCTh;

- MIPAKTUYECKas 4acTh;

- BBIBO/IbI U PEKOMEHIAINY;

- CIIMCOK HMCITIOJIb30BaHHBIX HCTOYHUKOB,

MPUITIOKEHUSA

3ammaBus CTPYKTYPHBIX JJIIEMEHTOB pPaOOThI, KOTOpPhIE HMMEIOT HAUMEHOBAHUE
«Conepxanue», «Brenenue», « Teopetudeckas dyactoby, «IIpaktudeckas yactby», « BEIBOABI
U peKoMeHaunmn», « CIuCOK UCIOJIb30BaHHBIX UCTOUHUKOBY, «IIpunoxkeHus» pasmemarT
MOCEpPEeIMHE CTPOKU O€3 TOYKHM B KOHIIE M TeYaTaroT OOJBIIMMHU (3ariiaBHBIMU) OyKBaMU
0e3 momuepkuBaHus. KaXIbIlii CTPYKTYpPHBIN 3JIEMEHT HY)KHO HAuYMHATh C HOBOTO JIKCTa
(ctpanunp) [ . 6.4.8 TOCT 7.32-2001].

OCHOBHYIO 4YacThb PaOOTHI CJIEAyeT ISIUTh Ha pPa3ieibl, MOAPA3JCiabl U ITYHKTHI.
[IyHKTBI, IpU HEOOXOJUMOCTH, MOTYT ACJIMTHCS Ha MOANYHKTHL [lpu neneHuu Tekcra

paboThl HA MYHKTHl W TMOAIYHKTBl HEOOXOAUMO, YTOOBI KaXKIbIil IyHKT COJEpKall

3aKoHUYeHHYI0 nHpopmanuio [ m. 6.2.2 TOCT 7.32-2001].

CrpykTypa paboThl

Pa6ora cocrour us CICAYIOIHX CTPYKTYPHBIX 3JICMCHTOB:

COZIepKaHUE;

- BBEJICHUE;

- OCHOBHAas 4acTh;

- BBIBOJIBI 1 PEKOMEHIAINY;

- CIIMCOK HCIOJIb30BAHHBIX UCTOYHUKOB;

- MIPUIIOKECHUSA

3arnaBusi CTPYKTYPHBIX DIIEMEHTOB pPaOOThI, KOTOpPbIE HMEIOT HAWMMEHOBAHHE
«Copnepxanuney», «Beenenne», «OCHOBHas 4acTb», « BbIBoabI 1 pekoMeHaaum», « Cnucok
UCIIOJIb30BAaHHBIX MCTOUYHHUKOBY, «lIpuioikeHus» pasmeniaroT MOCEpeIMHEe CTPOKU 0e3

TOYKM B KOHIIE M T€YaTalOT OOJBIIMMU (3ariiaBHbIMH) OykBamMu 0e€3 MOJYEpKUBAHUSI.



Kaxxnplii CTpyKTYpHBIM 3JIEMEHT HY)KHO HaYWHATh ¢ HOBOTO JIKCTa (CTpaHulbl) [ 1. 6.4.8
I'OCT 7.32-2001].

OCHOBHYIO YacTh pa0OTHI CIEMyeT NEIUTh Ha pa3felibl, MOAPa3feibl U ITyHKTHI.
[TyHKTBI, IpU HEOOXOJUMOCTH, MOTYT JACIHUTHCA Ha MOANYHKTHL. [lpu geneHuu Tekcra
paboThl HA MYHKThl W TOAMYHKTHl HEOOXOAMMO, YTOOBI KaXKIbId IYHKT COAEpKal

3akoH4YeHHYI0 nHpopmanumio [ m. 6.2.2 TOCT 7.32-2001].

Hywmepanus

Hywmepanus crpanui paboTsl

Crpanuiipl  pabOThl  ClEAyeT HyMepoBaTh apaOckumu 1udpamu, coOmronas
CKBO3HYIO HyMepaluio 1mo Bcemy Tekcty [ 1. 6.3.1 TOCT 7.32-2001].

TUTYNBHBIN JUCT, HHAUBHUAYAJIbHOE 3aJ]laHUE CTYACHTA U CO/CpKaHKE, BKIIOYAIOT B
o0Iyr0 HyMepamuio cTpaHull padotel. Homep cTpaHuIlbl HA HUX HE MPOCTABISIOT [ II.
6.3.2 TOCT 7.32-2001]. To ecTp Hymepalusi HauMHAETCA CO CTpPaHMIBI 4 3araBus
«BBenenue» (mepBas, BTOpas H TPEThS CTPAHUIBI — OTO THUTYIBHBIA JIHCT,
WHIMBUyaTbHOE 3aJJaHue CTYICHTA U COIEPKAHUE).

Kononmudpa (Homep cTpaHulibl) MPOCTABISETCA B HUYKHEN MTPaBOM YacTH JIMCTa
0€e3 TOUKH 3a MpeAesiaMi paMKH, OTCTYILJIEHUE — | MHTEpBaJl.

NnmrocTpanun 1 TabIuUIBl, pa3MEIIeHHbIE Ha OTIEIbHBIX JMCTaX, BKJIIOYAIOT B
o0111yr0 HyMepaiuio crpanuil padbotel. Mmmroctpanuu u Tabnuilsl Ha jucte Gopmara A3
YUHTBIBAIOT Kak ofHy ctpanuny [ m. 6.3.3 TOCT 7.32-2001].

Hymepauus ctpanun; paboThl U IPUIOKEHUN, KOTOPHIE BXOISAT B COCTaB palOTHI,

JOJI’KHA OBITh ckBO3HOM [ 1. 6.4.9 TOCT 7.32-2001].

Hymepanust pa3znenos, noapas3aeioB, MyHKTOB, MOAIMTYHKTOB pa0OThI

OcHOBHYI0 4YacTh pabOTHl CIEAyeT pas3lessTh Ha pasleibl, MOApa3Ieibl, MpH
HEOOXOIMMOCTH, €IIIe Ha MMyHKTHI M MTOAITYHKTHI.

Paznensr paboThl MOMKHBI UMETH MOPSAKOBBIE HOMEpPA, 0003HAUYEHHBIE apaOCKIMHU
upaMu U 3alMCcaHHble ¢ a03allHbIM OTCTYIUICHUEM 0€3 TOUKH, B IIpeiesiax Bceil paboThl
(32 UCKJIFOUEHUEM TTPUIIOKEHUI ).

ITpumep-1,2,3 u Tak nanee.



[Tonpaznensl AOMKHBI UMETh HYMEpPAILMIO B Mpefenax Kaxiaoro paszgena. Homep
nojJpaszelia BKIIOUAaeT HOMEp pa3zelia u noJpas3zeiia, pas3ieleHHbIe TOUKOH.

[Tpumep — 1.1, 1.2, 1.3 u Tak nanee.

Paznenpl, Kak W moapasaesbl, MOTYT COCTOSITh U3 OJHOTO WJIM HECKOJIBKUX MyHKTOB |
n. 6.4.1 'OCT 7.32-2001].

Homep noamyHkTa BKIIIOYaET HOMEpP paszfena, mojpasjienia, MMyHKTa, U MOPsSIKOBbIN
HOMEp MOJMYHKTa pa3esICHHbIE TOUKOH.

IMpumep — 1.1.1.1, 1.1.1.2, 1.1.1.3 u Tak nanee.

B xon1e HoMepa paszena, moapaszelia, IyHKTa U TOJIYHKTA TOYKA HE CTaBUTCA.

Ecnu pabora HE COAEPKUT MOAPA3JEIOB, TO HyMEpPALMs IYHKTOB B HEW JOJIKHA
ObITh B MpejeNiax KaxJoro paszelia, ¥ HOMEp MyHKTa JOHKEH COCTOSITh M3 HOMEpPOB
pazzena v MyHKTa, pa3fAesIeHHbIX TOUKOi. B KOHIle HOMepa MyHKTa TOYKa HE CTABUTCS.

IIpumep:

1 Tunbl 1 OCHOBHBIE pa3Mepbl

1.1

1.2 HyMepanuusi IyHKTOB NIEPBOTO pa3jeia JOKyMEHTa

1.3

2 Texuuueckue TpeOOBaHUS

2.1

2.2 Hymepanus myHKTOB BTOPOTO pasjiesia JOKyMEHTa

2.3

Ecnu pabGota conepKUT MyHKTHI M MYHKTHI , TO HyMepalus MyHKTOB JODKHA ObITh B
npenenax Imnojapasjena M HOMEp IYHKTa JOJDKEH COCTOATh W3 HOMEPOB pasfena,
noJipasieia u MyHKTa, pa3ieJICHHbIX TOUKAMMU.

ITpumep:

3 MeToibl CTIBITaHUM

3.1 Anmapatsl, MaTepualibl U PEAKTHUBBI

3.1.1

3.1.2 Hymepaiusi MyHKTOB IEPBOTO MOApa3zeia TPEThEro pa3aena J0KyMeHTa

3.1.3

3.2 IloaroTroBKa K UCHBITAHUIO

3.2.1



3.2.2 Hymepanusi myHKTOB BTOPOTO MOJpa3iesia TPEThEero pasesa J0KyMeHTa

3.2.3

Ecnu pa3znen coctout U3 oIHOTO mojapasiesia, To Noapa3aei He HyMepyeTCs.

Ecnu monpasnen cocTOUT U3 OHOTO MYHKTA, TO MYHKT HE HyMEPYEeTCS.

Hanmuume omgHOro moppasmena B pasneie SKBUBAJCHTHO WX (DakTHUECKOMY
orcytctBuio [ M. 6.4.3 I'OCT 7.32-2001].

Ecnu Texcr paboThl moapa3fensior JIMillb Ha MyHKTHI, UX CJIEAyeT HyMepoBaTh, 3a
UCKITIOUCHUEM TPWIOKECHHUHN , TTOPAIKOBRIMU HOMEpaMH B Tpeenax Bced paboTel [ .
6.4.4T'OCT 7.32-2001].

Ecnu paznen wim moapasnen MMeeT JIMIIb OJWH MYHKT WIM NMYyHKT UMEET OAUH
MOAMYHKT, TO HyMepoBarh ero He cieayer [ m. 6.2.3 'OCT 7.32-2001].

[IyHKTBI, ipU HEOOXOAUMOCTH, MOTYT OBITh Pa3OUTHI HA TOIMYHKTHI, KOTOpPHIC
JOJIKHBI UMETh MOPSAIKOBYIO HYMEpAIMIO B IIPE/IeNiaxX KaKI0ro MyHKTA.

[Ipumep 4.2.1.1,4.2.1.2,4.2.1.3 u tak ganee [ n. 6.4.5 TOCT 7.312-2001].

BHyTpy MyHKTOB WJIM HOJAMYHKTOB MOTYT OBITh NMPUBEICHBI TEPEUHHU.

[lepen KaxapIM SJIEMEHTOM TIEPEUUCIICHHUS clieqyeT cTaBuTh jAeduc. [lpu
HEOOXOJIMMOCTH CCBUIKM B TEKCTE€ pabOThI HA OJMH W3 JIEMEHTOB NEPEUUCICHUS BMECTO
neduca CTaBATCS CTPOYHBIC OYKBBI B MOPSAKE PYCCKOTO andaBuTa, HAaUWHAS ¢ OYKBHI a (32
UCKITIOYEHUEM &, 3, i, 0, 4, b, bl, b ), TOCJIE KOTOPBIX CTaBUTCS CKOOKA.

Jlns mocnenyromen AeTaau3aiui rnepeyHedl HeoOXoAMMO HCIOJIb30BaTh apabckue

U PBI, TOCIIE KOTOPHIX CTABUTCS CKOOKA.

[Tpumep
a) ...
0) ......
1) ......
2)......
B) ......

Kaxp1il MyHKT, MOAMYHKT MEPEUHs, 3alUChIBAE€TCA U3 a03aI[HOTO OTCTYILJICHUS.

3arnaBug



Paznensl n monpasnensl AOTKHBI UMETh 3amiaBusd. [[yHKThI, Kak PaBUIIO, 3aJIaBUs
HE UMEIOT. 3amiaBus JOJKHBI YETKO U KOPOTKO OTOOpa)kaTh CoJiepKaHuEe Pa3/eiioB,
MOAPA3AETOB.

3armaBus pasziesioB, IMOAPA3/ACIOB M MYHKTOB, CJEAyeT Iedararb ¢ ab3aifHoro
orctyna ¢ Oompiiol OykBbl Oe3 TOYKM B KOHIE, Oe3 momauepkuBaHuii. Ecnu 3armaBue
COCTOUT U3 JIBYX IIPEIJIOKEHUM, TO UX PA3AEIAIOT TOUKOU. [IepeHOoCH! CI0B B 3araBusX HE
JIOITyCKaIOTCHI.

Pasmep a63arnnoro orcryna pasusercs | u 1/4 wnum 1,25 nenenus Ha THHEHKE OKHA
cormmacHo ['OCT 2.105-95.

PaccTosinre Mexay 3amiaBUSIMH M TEKCTOM JIOJDKHO paBHATHCS 4 mHTEepBasiam (15
mM). Korga paGota HameuaTana uHTEpBajIoM 1,5, TO 3TO 3HAYHT, UTO PACCTOSTHUE MEXKITY
3ar71aBUEM U TEKCTOM PaBHAETCS OJHOU IIyCTOM CTPOKE.

Paccrosinre Mexay 3arinaBueM pasjielia U nojapasjaeiia— 4 uHTepnaia.

PaccrosiHre Mexay Ha3BaHUEM MOJIpa3/iesia U TEKCTOM — 4 MHTEpBaJIA.

Ecnu Hammcanue kaxjoro paszaena pabOThl HAYyMHAETCSl C HOBOTO JIMCTa
(cTpaHUIIbI), TO MOAPA3IAELTOB — MIPOIOKAS €10 (ee).

B pabGote Ha TpeTheM JUCTE TEKCTOBOTO JAOKYMEHTA pa3MEIIaloT  COJAEpaHUE,
KOTOPOE 3alKCHhIBACTCA B BHUJE 3arlaBUsi, CUMMETPUYHO TEKCTy (MOCpPEAUHE CTPOKH)
nponucHbIMU ~ OykBamMu. OHO CONEPXKUT: BBEACHHE, HOMEPA M Ha3BaHUE DPA3/CiiOB U
MOAPA3/ETOB, BBIBObI, CIIMCOK MCIIOJIb30BAHHBIX UCTOYHUKOB M HA3BAHUE MPUIIOKEHUH , C
yKa3aHHEeM HOMEPOB CTPaHUI], C KOTOPBIX HAYMHAIOTCSA ITH JIEMEHTHI paboThl. Ha3Banus
AJIEMEHTOB, KOTOPBIE BKIJIIOUAIOTCS B COJEpPXKAHUE, 3alUCBHIBAIOTCS CTPOYHBIMU OyKBamH,

HAuMHas ¢ TPOINUCHON OyKBHI .

Nmmroctpanuu

Nnmroctpauuu (pUCYHKH, CXEMBI, JuarpaMmbl, rpaduka, (OTOCHUMKH) TOJIKHBI
ObITh pa3MelleHbl B paboTe HEMOCPEACTBEHHO IIOCJIE TEKCTa, B KOTOPOM OHH
BCIIOMUHAIOTCS BIIEPBbHIE, WM HA ClieAyromiei ctpanuie. Ha Bce mmmocTpauu T0IKHbI
OBITH MPEIOCTABICHBI CCHIIKH B TekeTe [ 1. 6.5.1 TOCT 7.32-2001].

Pucynku, rpaduku, auarpamMMbl, CXeMbl, WUIIOCTPALUU, KOTOPbIE Pa3MELIAIOTCS B
pabote, TOJKHBI OTBeYaTh TPEOOBAHUAM IOCYIapCTBEHHBIX CTaHAapTOB EnuHON crucTeMbl

KoHCTpyKTOpCcKoi nokymeHTaruu (ECK/).



Brlnonnenne pucyHkoB, rpadMKoB, AHarpaMM, CXeM, OCYILECTBIISETCS ¢ MOMOIIIbIO
UCII0JIb30BaHMS KOMITBIOTEPHOM MeYaTH, B TOM YHUCJIE U I[BETHOM.

@DOTOCHUMKHN pa3MepoM MeHbie ¢opmatra A4 JOMKHBI OBITh HAKJICCHBI Ha
CTaHJIapTHBIE JUCTHI Oenoit Oymaru [ 1. 6.5.3 TOCT 7.32-2001].

Nnmoctpanyy, 3a UCKIIOYEHUEM WJUTIOCTPALIUK MTPUIIOKEHUM, CIeIyeT HyMepOBaTh
apabckumu 1 pamu B peiesax paszena.

Nnmoctpanus Takke I0KHA MMETh HAaMMEHOBAHHUE, KOTOPOE pa3MeliaeTcs Mo
HEW MO LEHTPY JIUCTA.

Nnmoctpanus oTpaxkaeTcsi ciioBoM «PHCYHOK  », KOTOpO€ BMECTE C HOMEPOM U
Ha3BaHUEM WJUTIOCTPALIMM Pa3MENIAlOT MOCie 0ObSICHUTEIBLHOTO TEKCTa, €CIU OH €CTh, WU
HEIMOCPEACTBEHHO IMOJ WUIocTpanueld. Touyka B KOHIIE HAMMEHOBAaHHS PHCYHKa HE
craButcs. I[lumercs cinoBo «PucyHOK»,  yKa3bIBaeTcsi  HOMEpP PHUCYHKa, KOTOPBIN
COJIEPKUT HOMEp pazlielia, K KOTOPOMY OH OTHOCHUTCS, U MOPSIKOBBIA HOMEP PUCYHKA,
pa3lIeIEHHBIX TOYKOM.

JlomyckaeTcsi HE HyMepOBaTh MEJIKHME WUTIOCTpaluu  (MEIKHE PUCYHKH),
pa3MeNIeHHbIE HEMOCPEACTBEHHO B TEKCTE M HA KOTOPbIE B JAIBHEHIIIEM HET CCHUIOK [ II.
4.3.1 TOCT 2.105-95].

Hanpumep, Pucynoxk 1.1 - Ilopsaok popmupoBanus npuObLIH.

Ta0nu1e!

[udposoit MmaTepuan B pabote, Kak mpaBuiio, opopMIsIIOT B Buae Tabmuil. TaOmuirbt
OPUMEHSIOT Ui JIydllled HarIsAHOCTH M yao0CTBa cCpaBHEHHUs TMokaszarenedd. Tabmuna
JOJKHA WMETh HaWMEHOBaHWe. HawmmeHoBaHWE TaOMUIBI MTOJDKHO OTOOpaxkarh ee
coJiep’KaHue, OBITh TOUHBIM KPAaTKUM.

HaumenoBanue Tabmuibl cleayeT Iedararb MajbiIMH OykBaMu (KpoMe NEepBOi
0O0JIBIIION) ¥ TIOMEIATh Ha/l TAOIHIIEH clieBa, 63 a03aIlHOTO OTCTYIUICHUS B OHY CTPOKY C
€€ HOMEpPOM Yepe3 TUpeE.

Tabnuiy cnemyer paMeniate B paboTe HEMOCPEACTBEHHO MOCIE TEKCTa, B KOTOPOM
OHa BCTpEYaeTCsl BIEPBBIC, WK HA clenytoei crpanuile [ m. 6.6.2 TOCT 7.32-2001].

Ha Bce Tabnuubl nomxHBI ObITH CChUIKM B pabote. [lpu cchuike cienyer mucarh

CJIOBO «TabnuIa » ¢ ykazanuem ee Homepa [ . 6.6.3 TOCT 7.32-2001].



Tabnuiry ¢ 60IBIIUM KOJTUYECTBOM CTPOK JOIMYCKAETCS MIEPEHOCUTh Ha JPYTrOM JIUCT
(ctpanuny). Ilpm mnepeHoce  4YacTu TaOAUIBI Ha JpPYrol JucT (CTpaHUILy) CIIOBO
«Tabnuiia» 1 HOMEpP ee yKa3bIBalOT OAMH pa3 CjieBa HaJ MEPBOW YACThIO TAOIHIIBI, HAT
JPYTUMHU 4YacTIMU B KpallHEeM TMpaBOM TOJIOKEHUU mnHIIyT cioBo «lIpogomxenue
TaONMUIBl» € yKazaHueM Homepa Tabmuubl. [lanky TaObmuIpl mpu 3TOM HE MUIIYT, a
OTMEYAIOT TOJIBKO HOMeEpa rpad.

Tabnuiry ¢ 60JIBIIUM KOJIMYECTBOM T'pad JAOMyCKaeTCs JEIUTh Ha YaCTH U MOMENaTh
OJIHY 4acTh IIOJ IPYTOX B IIpeAenax OJHOW CTPAHULIBI.

Ecnu crpoxku u rpadsl TaOGnuibl BHIXOAAT 3a (opMaTr CTpPaHUIIBl, TO B MEPBOM
clydae B KaXJOW 4acTu TaOJIUIbI MOBTOPSIETCS IIIANKa, BO BTOPOM Cllydae — Ha3BaHUS
rpad.

Ecnu TekcTt, KOTOphIil MOBTOPSIETCS B Pa3HBIX CTPOKAaX I'padbl TAOIHIIBI, COCTOUT U3
OJTHOTO CJIOBA, TO €r0 MOCJE NEPBOTr0 HAMMMCAHUS JOMYCKAETCS 3aMEHSTh KaBbIUKaMU; €CJIH
U3 JIByX U Oojiee CIOB, TO MPHU MEPBOM MOBTOPEHUM €T0 3aMEHSIOT clioBaMu «To ke», a
nanpiine — KaBblukaMu. CTaBUTh KaBBIYKA BMECTO LHU(P, KOTOPbIE MOBTOPSIOTCS, MapOK,
3HAKOB, MaTeMaTUYECKUE U XUMHUYECKHUE CUMBOJIbI HE JomyckaeTcsa. Ecnu mudpoBbie wim
Jpyrue JaHHbIE B KAKOW-TMO0 CTPOKe TAOIHIIbI HE TPUBOJIAT, TO B HEM CTaBST MPOUYEPK [ 1.
6.6.4 TTOCT 7.32-2001].

Tabnuipl, 3a UCKIIOYEHUEM TAOIHI] IPUIOKEHHM, CIeTyeT HyMepoBaTh apaOCKUMu
nudpamMu TOPsSIAKOBOM Hymepaluen B pesesiax pasjena. B aToMm ciydae HOMep TaOIHIlbI
COCTOMT U3 HOMEpA paszjienia U NOPsIKOBOIO HOMEpa TaOJIUIIbl, OTICIEHHBIX TOYKOM.

Tabnuipl KaXkI0ro NpUIoKeHus: 0003HAYAIOT OTAENBbHON HyMepalued apaOCKUMH
nudpamu ¢ nobdapieHrem nepea nuppoit 0003HaAYEHUS MTPUITOKESHUS .

Ecou B mokymeHTe onHa Tabnuiia, TO OHa JOJKHA OBITh 0O0o3HavyeHa «Tabmuma 1»
i «Tabnuma B. 1», ecnu oHa npusenena B npwioxenuu B [ m. 6.6.6 TOCT 7.32-2001].

3armaBusi Tpad W CTPOK TaONUIBI CIEAyeT mHucarh ¢ OONbImolW OyKBBI B
€IMHCTBEHHOM 4YHCJIE, a MOA3arojoBKku rpad — ¢ Malod OyKBbI, €CJIM OHH COCTABIISIFOT
OJTHO TIPEMAJIOKEHUE C 3ariaBueM, WM ¢ OonbIIol OyKBBI, €CIM OHU HUMEIOT
CaMOCTOSTEIbHOE 3HaUcHNE. B KOHIIE 3armaBuii ¥ moa3ariaBuid TaOIUIl TOYKH HE CTaBiT [
n. 6.6.7 TOCT 7.32-2001].

Tabnuupl crneBa, chopaBa W CHU3Y, KAaK MPaBUJIO, OTPAHUYMBAIOT JIMHUSIMU.

JlommyckaeTcsi MpUMEHSITh pa3Mep UHTEpBaIa U mpudTa B TaOIHUIIE MEHBIIE, YEM B TEKCTE



(mpudt Times New Roman TekctoBoro pemakropa Word, 12 ¢ oauHapHBIM
MEXTyCTPOYHBIM UHTEPBAJIOM).

[opusoHTanbHbie W BEPTUKAIBHBIC JIMHUH, KOTOPHIE pPa3rPAHUYUBAIOT CTPOKHU
TaOIUIIBI, JOMYCKAETCsl HE MPOBOAUTH, €CIU UX OTCYTCTBUE HE 3aTPYyAHSET MOJIb30BaHUE
Ta0JILEH.

3arnaBus rpad, Kak IpaBWIIO, 3aMUCHIBAIOT MapajIeIbHO CTpokaMm Tadmuibl. [lpu
HEOOXOAUMOCTH JIOMYCKAETCs EPIEHIUKYIISIPHOE PACIIOI0KEHNE 3ariaBuil rpad.

[Ilarka Tabmuibl MOJDKHA OBITH OTAEICHA JWHUEH OT MOCHENyIoIed  dYacTu
tabauuel [ m. 6.6.8 TOCT 7.32-2001].

Odopmnenue tabmui B padore momkHo orBeyarb ['OCT 1.5 u TOCT 2.105 [ m.
6.6.9 TOCT 7.32-2001].

@OpMyJIBI U yPABHEHHUS

B ¢opmynax B poinu CHMBOJOB CIEIyeT HCHOJIb30BaTh 00O3HAYEHUS,
YCTAHOBJICHHBIE COOTBETCTBYIOIIMMHU TOCYIAPCTBEHHBIMU CTaHJAapTaMU, WIH MPUHATHIC
PU U3YYEHUU MTPOTPAMMHBIX BOIIPOCOB JUCHUILIUHBI.

VYpaBHeHue u GopMyIbl CIeAyeT BBIIEISATh U3 TEKCTA B OTACIbHYIO CTPOKY. Bole u
HIDKEe KaXJ0H (OpMyNbl WM YPaBHEHHS JIOJDKHO OBITh OCTABICHO HE MEHbINE OIHOM
cB0oOOIHOM cTpoku. Eciu ypaBHeHHME HE MOMeEIIaeTcs B OAHY CTPOKY, TO OHO JOJKHO
OBITh TIEPEHECEHO IOCJIC 3HAaKa PaBEHCTBA (=) WIM MOCJe 3HAKOB mitoc (+), MuHyc (-),
YMHOXEHHE (X), AeeHue (:), Wiau Apyrux MareMaTH4eCcKUX 3HAKOB, IPUYEM 3HAK B HaYaje
clenyroume CTpoku MoBTopsAlT. Ilpu mnepeHeceHun Qopmysiabl Ha 3HAKE, KOTOPBIN
CUMBOJIM3UPYET ONEPALMI0O YMHOXEHHUs, NPUMEHSAIOT 3HaK «x» [ m. 6.8.1 TOCT
7.32-2001].

[TosicHeHue 3HaYeHU CUMBOJIOB M YKCIOBBIX KOI(P(GULIHUEHTOB CIEAYET NPUBOAUTD
HEMOCPEICTBEHHO TI07] (OpMYyJIOM B TOM K€ TOCIEIOBATEILHOCTH, B KOTOPOW OHHU
npencrasisiores B dopmyne [ m. 6.8.2 TOCT 7.32-2001]. IlepBasi cTpoka MOsICHEHUS
JOJKHA HAYMHATBCS CO CII0BA «r/Ie» 0€3 IBOETOUHS MOCIE HETO.

®opmynsl B paboTe clieyeT HyMmepoBaTh apabckumu 1udpamMu B Iipeenax passena,
KOTOpBIE 3aMKCHIBAIOT B KPYIIBIX CKOOKaX B KpallHEM MPaBOM IMOJIOKEHUH Ha CTPOKe (Ha

ypoBHe Gopmyibl). HoMep dopmynbl COCTOUT U3 HOMEpa paszenia U MOpsIKOBOIO HOMEpa



dbopMynbl, OTHENEHHBIX TOukoM, Hampumep (4.1) [ m. 6.8.6 TOCT 7.32-2001]. Cama
dopmyrna rmedaraeTcsi MIOCPEAUHE CTPOKH.
[Tpumep.

HB O(IDaKTi q)BO(DaKT
100% , (4.1)

DB, =

rae [1Bopaq — YAETbHBIN BeC aKTUBHOM YacTH OCHOBHBIX (POHAOB (CpeacTB),%;

DB (gue — GPOHAOO0TAAUA AKTUBHOM YaCTH OCHOBHBIX (hOHIOB (CpencTB),%;

Onny dopmyny nomevaror — (1) [ m. 6.8.3 TOCT 7.32-2001].

dopmysbl, KOTOpPBIC UIYT OFHA 3a IPYron 0e3 pa3delieHUus UX TEKCTOM, Pa3IaeisioT
3aIIsITOM.

@opMyIibl, KOTOPbIC MMOMEMIAIOTCS B  MPUIOKEHUSX, JOKHBI HYMEPOBAThCS
OTJICTILHOM HyMepalded apaOckuMu nudpamMyd B mOpeleiax KakIoro MPWIOKCHUS C
nobaBieHUeM TMepes Kaxaoh nudpor obo3HaueHUs MPUIIOKEHUs, Hampumep dopmysa
(C.1)[ 1. 6.84T0OCT 7.32-2001].

CchUIKH B TEKCTE Ha TOPSIKOBBIC HOMepa (hopMysl IPUBOJSAT B CKOOKaX.

[Ipumep . B popmymne (4.1) [3 1. 6.8.5 TOCT 7.32-2001].

[Topsimox mpuBeneHUs B paboTe MaTeMaTHYSCKUX YpPaBHEHHH TaKOB JKe, KaK W

dbopmyn [ . 6.8.7 TOCT 7.32-2001].

[Tpunoxenus

[IpunoxxeHus: SBISIOTCA BaXKHBIM CPEICTBOM OOOTaIlEHUs CONepKaHUsl y4uyeOHOM
nuteparypbl. B 0030ope mpunoxeHuil  1eJIecooOpa3HO JaBaTh pa3Hble MaTepualbl,
KOTOPBIE JOIOJIHSOT WIA WIUTFOCTPUPYIOT OCHOBHOM TEKCT.

[Tpunoxenust opOpMIISIOT KakK MPOJOKEHHE JOKYMEHTAa Ha MOCIEAYIOIIUX €ro
muctax [ m. 6.14.1 TOCT 7.32-2001].

B Tekcre paboThl Ha BCe NPHIOKEHUS JIOJKHBI OBITh MPEIOCTABIEHBI CCHUIKH.
[IpunoxkeHus: pa3MemaloT B MOPSIAKE CCHUIOK HA HUX B TekcTe pabotsl [ m. 6.14.2 TOCT
7.32-2001].

Kaxxnoe npunoxxeHue A0IKHO HAUUHATHCA ¢ HOBOM CTPAHULIBI C YKa3aHUEM HaBEpPXy
nocpeanHe cTpoku cnoBa «llpunoxkenne  » u Oosbinas OykBa, KOTOpas IOMEYaeT

JOITOJIHCHUC. HpI/IHO}KCHI/IG AJOJDKHO HIMCTH 3aIjlaBUC, KOTOPOC IICHATAROT OTI[CJIBHOﬁ



CTPOKOM CHMMETPUYHO TEKCTY CTPAHMIIBI MAIBIMU OyKBaMH C TIEpBO# O00bI1I0# [ M. 6.14.3
I'OCT 7.32-2001].

[Ipunoxennsi 0003HAYAIOT MPOMUCHBIMU OyKBaMH PYCCKOTO ayipaBuTa, HAYMHAS C
A, 3a UCKJIFOYeHHEM OYKB E, 3, I7I, O. Y, 'b, bI, b. ITocne cnoBa «IIpUI0KEHUE» CIIEAYET
OykBa, KoTopass 0003Ha4yaeT ero nocueaosareabHocTs. Hanpumep, «ITPUJIOKEHUE Ay,
«ITPUJIOXKEHUE b» u tak nanee.

Ecnu B Tekcre  JOKyMEHTa OAHO TMPUJIOKEHHE, TO OHO  OTpa)kaercs Kak
«TPMJIOXKXEHHUE A» [ n. 6.14.4 TOCT 7.32-2001].

TekcT KaXaoro MPWIOKEHHs, MPU HEOOXOAMMOCTH, MOXET OBITh pa3felieH Ha
paszenbl, MoApa3iesibl, MyHKThI, MOAMYHKTHI, KOTOPbIE HYMEPYIOT B MpeAeiaxX KaKJI0ro
npwioxkenus. [lepeq HoMepoM cTaBUTCS 0003HAUEHHME HACTOSIIETO MPUIIOKEHUS [ TI.
6.14.5 TOCT 7.32-2001].

[IpunoxxeHusi TOJDKHBI UMETHh OOIIYIO C OCTATBHOM PabOTON CKBO3HYIO HYMEPAIIHIO
CTpaHULL.

Nnmoctpanuu, Ttabauipl, (QopMylbl W ypaBHEHHS, KOTOPbIE €CTh B TEKCTE
NPUWIOKEHHUS, CIEAyeT HYMEpOBaThb B Mpelaesiax KaXAOoro IPUIOKEHHUs, HampuMmep,
pucynok [.3 — Tpetuil pucyHok mnpuioxeHuss ['; Tabmuuma A.2 — Bropas TaOnuia
npuioxenus A; dopmyna (b.1) — nepBas popmyna npumnoxkenus b.

Eciu B mpunoxeHun ojHA WUIIOCTpanus, ofHa Tabmuia, omHa Gopmyna, UxX

HYMEpYIOT, Hanpumep, pucyHok A.1, tabmuua b.1, dopmyna (??.1).

CnMcoK HCIONIb30BaHHBIX HCTOYHUKOB

Cnucoxk auTeparypsl T0JKEH Ha3bIBaThCs « CIMCOK MCTIOJIBb30BAaHHBIX HCTOYHUKOBY.

Ceenenust 00 MCTOYHMKAX CIIEAYET pacIojlarath B MOPSJIKE MOSIBICHUS CCHUIOK Ha
UCTOYHUKU B TEKCT€ U HYMEpOBAaTh UCTOYHUKU HYKHO apabckuMu mudpamu 0e3 TOUKU U

nedarath ¢ ab3artHoro orctyma [ 1. 6.13 TOCT 7.32-2001].

CamocrosiTesibHast padoTa
[IponomxuTh HamucaHue KypcoBoil paboTbl. OTHpaBUTH BBHINOJHEHHYIO paboTy

PYKOBOIUTEIISM.
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