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1. BBeaenue.

KontponsHo-kypcoBas pabota mno aucuuiuinHe "JlokymeHTOBeneHue" sBiseTCs
CaMOCTOSITENIbHOM paboTOil CTylIeHTa, 11eJIb KOTOPOU - 3aKpeIJIeHUE U YIiIyOJIeHHe
3HAHUU 10 JUCLUILINHE.

2. llesn 1 3a1a4M BBINOJIHEHUSI KOHTPOJIbHO-KYPCOBOM PadoThl.

B pe3synbTaTe BBINOJIHEHHS] KOHTPOJIBLHO-KYPCOBOM pabOThl CTYJAEHT AOJIKEH U3YUUThH
3aKOHOMEPHOCTH O0pa30BaHUs JOKYMEHTOB, CIOCOOBI WX CO3/IaHUS, CHUCTEMBI
AIIEKTPOHHOTO JOKYMEHTOO00POTa, CTAHOBJICHHE W PA3BUTHE CUCTEM JIOKYMEHTAITUH,
CKJIAJIBIBAIOIIUXCS B PA3JIMUHBIX OTPACIISAX YEIOBEUECKOM JEATEIbHOCTH.

3. OcHoBHBIE TPEOOBAHM K KOHTPOJbHO-KYPCOBOM padoTe.

3.1. UcxoaHble JaHHBIE K KOHTPOJIBHO - KYpCOBOii padore.

HcxonmHbIMU JaHHBIMH K KOHTPOJBHO - KypCOBOM paboTe sBIAETCS 3aJaHUE,
BbIJIaBAEMOE PYKOBOAMUTENIEM KOHTPOJIBHO - KypCOBOM paOOThI (IIpHiioKeHHE 4).

3.2. 3ajaHue HA KOHTPOJILHO - KYPCOBYIO padoTy.

CryneHty mpeayiaraercs Tema paOOThl U 3ajaHue Ha OsiaHke (mpuiokeHue 1), B
KOTOPOM YKa3bIBAIOTCSI MCXOAHBIE JaHHBIC JUIsl BBIMOJIHEHUS paboThl. [Ipu BbIgaue
3aJjaHusl PYKOBOJUTENh pPabOThI C KaXKIbIM CTYIACHTOM paccMaTpuBaeT 00beM H
coJiep>kaHue paboThl, yCTaHABIMBAET KaJCHIAPHBIN TUIaH €€ BHITOJHCHUS.

3.3. O0beM KOHTPOJILHO - KyPpCOBOi padoThlI.

KonTponbHo - KypcoBas paboTa COCTOUT W3 PACUETHO-TIOSICHUTEIHHOM 3amluCKH,
BBHITIOJIHEHHOH B TieyaTHoM Bujie Ha 10-15 mucrtax ¢popmara A4

4. ConepxkaHue KOHTPOJIbHO-KYPCOBOii padoThlI.

[losicuutenpHast 3amMcka K KOHTPOJBHO-KYpCOBOM paboTe JOMKHA BKJIIOYATH
CJIEIYIOLIUE PA3AEIIbL:

TUTynpHBIN JIUCT (IPUIIOKEHUE 2).

3aganue Ha BoinoaHeHue KKP (mpunoxenue 1).

AHHOTaLUS.

OrunaBieHue.

Martepuan KOHTPOJIbHO-KYPCOBOU pabOThI COMNIACHO BBIAAHHOMY 33JIaHUIO.

BbIBO/IBI 10 KOHTPOJIBLHO-KYPCOBOM padoTe.

Cnucok UCTIOIB30BAHHON JTUTEPATYphl (HE MEHee 3-X HAMMEHOBAaHUH ).

bubanorpadguyeckuii CIUCOK peKOMEHIyeMOil JIUTePATYPBbI.
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[MTPMJIOXKEHUE 1

O6pa3zerr opopMIICHUS TUTYJIHHOTO JINCTA 3aITUCKA
MMWHOBPHAYKH POCCHUUA

denepanbHOE rOCy1apCTBEHHOE OOIKETHOE
o0Opa30BaTeNbHOE YUPEXKICHUE BBICILIET0 00pa30BaHUs
«TynpcKkui rocy1apCTBEHHBIN YHUBEPCUTET»

[TonuTeXHUYECKUN HUHCTUTYT
Kadenpa «TexHonornyeckue cucTeMbl MUILIEBBIX, TOJUTPAPUUECKUX
Y YIIAKOBOYHBIX ITPOU3BOCTBY

KOHTPOJIBHO-KYPCOBAS PABOTA
0 TUCUUTIINHE
"JlokyMeHTOBe/ieHHE""

Ha TEMY:

BeimonHun ct. p.
( N.O0. Gamumnus)

« » 20 T
[Iposepuit.

( 1.0. ®amumnus)

« » 20 T

Tyma 20



[MPUJIOXXEHUE 2

[TpaBuna opopMieHUs MTOSCHUTEILHOMN 3aITUCKU
[TosicuutenpHas 3amucka MOSICHUTENbHAS 3allMCKa HaOMpaeTcss Ha KOMIIBIOTEPE B
TEeKCTOBOM pepakTope tumna Jlexcukon (mog MS DOS) nmu WORD (iox Windows).
[Tpu nucnonb3zoBannu WORD, tekct Habupaetcs mpudTom Times New Roman (Cyr)
BeIMYMHON 14 myHKTOB ¢ oauHApHBIM HHTepBajoM. @Dopmar Oymaru - A4.
A63aunsiif oteTyt - 1,25 cM. Bee nosnist ctpanuiibl — 1o 2 cM, neperiet — 1 cM. TekcT
Ha CTPAHMIIE BBIPABHUBAETCS O IIUPUHE.
TaOnuis! sxenaTenpHO pacronaraTh Ha CTpaHUIle 0e3 pa3phiBa, a B Cllydyae epeHoca
Ha JIpYTyI0 CTpaHUIly — TyOIupyeTcsl Manka TabJuLbl.
Pucynku pacnonaraiorcs 1O TEKCTy NOSICHUTEIbHOW 3amucku. B mopsiznke
UCKJIIOYEHHUs] PUCYHKM MOTYT OBITh BBIIOJIHEHBl Ha OTHENIBHBIX JIACTaX Oeoi
Oymaru, MO0 Ha KaJlbKeé YEepHOW TyIIblO WIM MmacTo. PHCYHKH uMeEIOT
MOAPUCYHOUHYIO HAJITUCh U HyMEPAaIHIO — MO0 CKBO3HYIO, JIMOO MO pa3esam.
dopmytbl cienyeT BHIIONHATH B penakrope Microsoft Equation co cremyronmmu

pasMepamMu:

OOBIUHDBIH ..vvvvvveveeeieeeeeeeeenn 18 mr;
KPYITHBIA UHJICKC ...eveeeevveeeennnnenn. 14 or;
Y (R 029717 87189 (<) o 12 1T
KPYIHBIA CUMBOIT ........oeenveennnne. 24 1,
MEJIKAM CHMBOJT ....cevvvvvvrvnrrnnnnnnnns 10 .

Ipudter: Times New Roman (Cyr), Symbol.
CchbUIKM Ha TUTEepaTypy AAlOTCA B KBaJAPATHBIX CKOOKaX.
XKenatenbHo mnpoBepsATs opdorpaduio U TPaMMATHKY TEKCTa MOSCHUTEIbHOU
3aMUCKU TIEepel pacnedyaTkoil — s 3TOT0 B PENAKTOpax HMMEIOTCS CIelUaIbHbIE
onmuu!
Bropoii cTpaHuiiell MOsSICHUTENBHOM 3aucKu (TiepBasi — TUTYJIbHBIN JIUCT) SBIIAETCS
anHoTanus. Ha 3ToM nucte HE0OXOAUMO BBINOJIHUTH PaMKy M OCHOBHYIO HaJIMKCh
KaK JJI1 TEKCTOBBIX JIOKYMEHTOB (CM. ceIU(UKAIIHIO).
OcranbHple TpeOoBaHUs K MosicHUTENbHOU 3amucke — cM. 'OCTrI Ha BBINOJIHECHUE
TEKCTOBBIX JIOKYMEHTOB.
OOpazer; BBIMOTHEHUS TUTYJIBHOTO JMCTa mpuiaraercs (mpuioxkenue 1). B
OoubnmoTeKe Kageapbl UMEETCs €ro AJIEKTPOHHAs BEPCHSL.

CIIMCOK HOPMATUBHOM JOKYMEHTAIIUA
Cranpaprer ECK/] o mpaBuiaM BBINIOJIHEHUS YEPTEKEW U CXEM M Ha YCJIOBHBIE
rpaduyeckue 0003HAYECHUS.
OO01uMe npaBusia BbIIOJHEHUS HEKOTOPBIX TOKYMEHTOB.
1.TOCT 2.102-68. ECKJI Buabl 1 KOMIUIEKTBI KOHCTPYKTOPCKOM JOKYMEHTALINH;
2.TOCT 2.104-68. ECK]] OcHoBubIie Haamucu(1-1-73)%) ;
3.TOCT 2.105-79. ECK/JI OcHOBHBIE TpEOOBaHUS K TEKCTOBBIM JOKYMEHTAM;
4. TOCT 2.106-68. ECK]] TekcToBbl€ TOKYMEHTHI;



[MPUJIOXXEHMUE 3

BapuanTel 3ananuit as Beinonnenus KKP
1. [Tonstue o nokymente. CoiicTBa fokymenTa. Kinaccudukanus 10KyMEeHTOB.
2. Knaccuduxanusi 10KyMEHTOB.
3. MarepuanbHble HOCUTENN UH(POPMAIUU.
4. CtpykTtypa nokymeHnTa. TpeboBanus K 0oOpMIICHUIO TOKYMEHTOB
5. Yaudukanus u cTaHgapTHU3aIus.
6. OpopmiieHrE pEKBU3UTOB.
7. CuCTeMBI JOKyMCHTAITUH.
8. OpraHuzanMoHHBIE JTOKYMEHTHI - YCTaBbl, TOJIOXXCHHS, WHCTPYKIIUH, IITATHBIC
pacrucaHus U Jp.
9. IoOKyMEHTBI - TOCTAHOBIICHUS, PEIICHHUS, IPUKA3bI, PACTIOPSKCHUS H JIP.
10. Odopmienue ynpaBieHUYECKUX JOKYMEHTOB.
11. adpopmManimoHHO-CIPABOYHBIE IOKYMEHTHI.
12. JlokyMeHTHPOBaHHE NEITEIbHOCTH KOJUIETHATBHBIX OPTaHOB.
13. KanpoBas 1okyMeHTaIus.
14. Cucrema OyxrajiTepckoi JOKYMEHTALUH.
15. WcTopus Aen0Nnpou3BOACTBA B JOPEBOIIOIIMOHHON Poccun.
16. CraHOBJICHHE U Pa3BUTHUE JIEJOMPOU3BOJICTBA B COBETCKUX YUPEKICHUSIX.
17. T'ocynapcTBEHHOE pEryaupoOBaHUe I€TONPOU3BOJICTBA.
18. HopmatuBHBIC TpPABOBBIC aKThI, PETIAMEHTHPYIONIUE JOKYMEHTAIMOHHOE
oOecrneueHue Ha (eaepabHOM YPOBHE.
19. l'ocynapcTBeHHBIE CTaHIAPTHI HA JOKYMEHTAIIHIO.
20. Obmepoccuiickue KiIacCu(UKATOPhl TEXHUKO-IKOHOMUYECKON M COIUAIbHOM
uHpopmaIuu.
21. BetoMCTBEHHbIE HOPMATHUBHbBIC AKTHI.
22. Ilonsarue "MoKyMeHTOO0OPOT" U €ro pa3BUTHE.
23. OcHOBHBIE TpaBWJia OpraHU3AIMMU JOKYMEHTOOOOpOTa B OpraHU3aluu
(yupexaeHun).
24. Homenknatypa nie, METOJIUKA €€ COCTABJICHHSI M IPUMEHEHUS B MPAKTHICCKOM
AESITEIbHOCTH.
25. lopsnok nepeaayu A€ B apXUB JJIsl JATbHEUIIIEr0 XpaHEHU .
26. Opranuzanus pabOThl C JOKYMEHTHPOBAaHHOW HMH(OpMaNHei OrpaHuYeHHOTO
J0CTyTIA.
27. Opranuzanus paboThl C JOKYMEHTaMH, KOTOPbIe OTHECEHbI K rOCYIapCTBEHHOM
TalHe.
28. Opranuzanus paOOThl C JOKYMEHTAMH, COJEPKAIIMMU KOH(PHUIACHIUATHHYIO
nH(popMmaIuio.
29. JlIokyMeHTBI Ha HOBEUIIINX HOCUTENAX HH(POpMaIIH.
30. MukpoduibMupoBaHue.
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