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He.]'ll/l H 3a1a494 OCBOCHMA JUCIIUIIIIMHBI

[enstMu OCBOEHMSI TUCLUIUIMHBL «/JOKyMeHmuposanue HA Npeonpusmusx
cpuvl cepguca»  SIBISIIOTCS TOJIyYEHUE TPEACTABICHUS O JOKYMEHTUPOBAaHUU
YIPaBICHYECKON IEATENIBHOCTH HA MPEANPHUATHSIX TypU3Ma M TOCTEIPUMMCTBA,
MOJTyYeHHUE 3HAHUH, HeOOXOIMMBIX JJIsl OyaylIeil MPaKTUYECKOM 1eATeIbHOCTH.

3ajayaMy OCBOEHUS JUCLMILIAHBI SBJISIOTCA:

- 3HAKOMCTBO C HOPMATHUBHBIMU TPEOOBAaHUSAMH K OQOPMIICHUIO TOKYMEH-
TOB, JIOTUMHOE N0JIb30BaHUE MOHITHIMHU U TPEOOBAHUSIMU;

- IIOJIyYEHUE CUCTEMATU3UPOBAHHBIX 3HAHUM O JOKYMEHTUPOBAHWUU YIIpaB-
JIEHUYECKOH JeSITeIbHOCTH, YMEHNE IPABUIIBHO U TPAMOTHO COCTaBUTh U 0(OPMUTH
JIOKYMEHT.

L]enu evinonnenus Kypcogou pabomol:

- yrinyOJieHHe 3HaHUM CTYIEHTOB IO Kypcy «JloKyMeHTHpOBaHUE Ha MPEANIPUs-
TUSIX cpephl cepBUCaY;

- NpuOoOIIEHUE CTYIEHTOB K CAMOCTOSITENBHOU padboTe;

- (opMupoBaHME HABBIKOB MPAKTHYECKOW PAOOTHI C TOKYMEHTalUEH — YMEHUE
HaJUIe)KaluM 00pa3oM NPEenoJHECTH HMH(OpMALMI0O B NMHCHbMEHHOM BHUJIE U
MPaBUIBHO COCTABUTH JOKYMEHT.

Teopemuueckaa uacmao

VYcnex nr0060ro HaUMHAHUS B KaKOW-Tn00 cdepe nesrenbHocTH (6u3Hec, mo-
JUTHUKA, HAyKa U Jp.) 3aBUCUT OT MHOTUX (hakTOpoB. B ux uncne — ymeHnue Hajyie-
KaIuM 00pa3oM MpenogHecTH WHGOPMAIMI0 B TUCBMEHHOM BHJIE, TO €CTh Mpa-
BUJILHO COCTAaBUTh U 0OPMHUTH JOKyMeHT. OJIHaKO 3Ta JIMIIb OJHA U3 MPoOIeM,
BO3ZHMKAIOIIUX TIEPE JIIOOBIM YUPEXKIICHUEM, OpTaHu3aIuei, MPEANpUITHEM TIPH
pabote ¢ mokymMeHTamMu. B exxeTHeBHON MPaKTUYECKOW NESITEIbHOCTH UM MPUXO-
JIATCSl pelIaTh OTPOMHBIA KOMIUIEKC BOIPOCOB, CBSI3AHHBIX C PErUMCTpPALIMEN BXO-
JAIIAX, UCXOMSIIMX M BHYTPEHHHUX JIOKYMEHTOB, (DOPMHUPOBAHMEM HUX B JIela,
OTpEeICJICHUEM CPOKOB XpaHEHHUsI, lepelaueii B apXuB JIMOO YHUUTOKEHUEM U JIP.
Bcst aTa COBOKYITHOCTH pabOTHI ¢ TOKYMEHTaMU, HAUMHAsl C MOMEHTA UX CO3aHus
BIUIOTH JIO TI€PEIaul HA XPAHEHUE B ApXUB WJIM YHUYTOXKEHUSI, ONPEEIISIETCA MO-
HATHEM «IEJONPOU3BOACTBO». be3 MpaBUIIbHON MOCTAaHOBKHU AEJIONPOU3BOACTBA B
OpraHu3allid HEBO3MOYXHO CIIPABUThCS C MOTOKOM JIOKYMEHTOB, 00OOpaunBalo-
IIUXCSI B HEH, OBICTPO HAWTH TpeOyeMblil TOKYMEHT U HaBECTH IO HEMY CIIPaBKH,
MIPOKOHTPOJIUPOBATH €TI0 UCIIOJIHEHUE U 00€CTICUUTh COXPAHHOCTb.

BMmecte ¢ TeM BompocaM NpaBWJIBHOM IOCTAHOBKHU JIEJIONPOU3BOJICTBA B
YUPEKIACHUSIX, OPTraHU3alUsIX W Ha MNPEANPUATUIX TOCYIAPCTBOM YIEISETCA
00JBIIIOC BHUMAHKE. DTO HAIIO OTPAKEHUE, B TIEPBYIO OUepelb, B YCHIICHUH TOC-
YAAPCTBEHHOTO KOHTPOJIS 32 COCTOSIHUEM JAEJIONPOU3BOJCTBA U apXUBOB B ydpe-



KACHUAX, OpraHn3alusiaXx U Ha NPCANPUATUAX, BBCACHUN OTBETCTBCHHOCTH J10JIK-
HOCTHBIX JIMI] 3da HAPYHIICHHUC 3dKOHOAATCIILCTBA B oOJacTu ACIOIIPpON3BOJACTBA U
APXUBHOI'O AcJIa.

Hcxoonvie nonamusa denonpouszeoocmaea

CI10BO «JTOKYMEHT» B MEPEBOAE C JIATUHCKOTO O3HAYAET «CBUIETEIBCTBOY,
«c1oco0 JToKazaTeNnbCeTBay. JJokymeHnm — 3TO MaTepHalIbHbIA OOBEKT C 3aKper-
JICHHOW B HeM MH(popMalel I mepeaadu ee BO BpeMEeHU U mpocTpaHcTse. Jlo-
KYMEHT BBICTYNA€T OJJHOBPEMEHHO M KaK NpeIMET TpyJa YIpPaBJICHUYECKOro pa-
OOTHHKa, U KaK €ro pe3yJibTar.

lenonpouszeo0cmeom Ha3bIBAIOT JAESITEIBHOCTh YEJIOBEKA MO pa3paboTke u
oopmIIeHHIO0 TOKYMEHTOB, OpTaHU3allMU UX JBMKCHHUS, YU€Ta U XPaHCHHUS.

YacTb Jen0npou3BOACTBA, HEMOCPEICTBEHHO CBSI3AHHASI C CO3JIAHUEM J10-
KyMEHTOB, Ha3bIBaeTCs 0OKYMeHmupogaruem. Bompockl IBUKEHUS U yyeTa JOKY-
MEHTOB OXBATbIBAIOTCS IOHATUEM O0OKYMenmoobopom. JIeaTenbHOCTh IO OpraHu-
3alliy XpaHEHUs IOKYMEHTOB OTHOCST K APXUBHOMY O€Ily.

Cpenu Oombiioro paznooOpasusi BUJOB JCJIOBBIX JOKYMEHTOB, OOpaiiaro-
IIMXCS Ha NMPEANPHUATHIX U B OpraHU3alusaX, OPraHn3aMOHHO-PACIOPSIUTEIbHAS
ynpaieHueckass qokyMmeHrtauus (OPJl) 3aHumaer ueHTpaigbHOEe MecTO. MOXKHO
YTBEPKJATh, YTO OpPraHU3allMOHHAs U YIPABJICHYECKas ACSITEIBHOCTH IJIABHBIM
o0pa3oM 3akiroyaeTcss B pa3paboTKe M peain3aliu PEIIeHH, (UKCHUPYEMBIX B
OP/I. OP/I siBnsieTcst Haubosee MHUPOKO UCIOJIb3yEMbIM BUJIOM JTOKYMEHTALIUH.

OP/] xnaccuuuupyercst Ha TpU TPYIIIBL:

—  pacnopsaoumenvbHas JOKyMEHTauus (MPUKa3bl, PacCHOPSHKEHUS, I10-
CTaHOBJICHHUSI, pELICHUS], YKa3aHUs);

—  uHgopmayuouHo-cnpasoyHas NOKyMeHTalus (MrcbMa, TeJIerpaMMbl,
tenedoHorpamMMmel, (hakchl, aKThl, MPOTOKOJIBI, JOKJIATHBIC U CITy)KCOHBIC 3aIMCKU
u 1p.);

— OpeaHu3ayuoHHAasA NOKYMEHTalMs (yCTaBbl, IOJIOKEHUs, ITpaBuia, WH-
CTPYKLIMH, IITATHBIE PACIIMCAHUA).

Ha opranu3anyoHHO-pACIOPSAUTENBHYI0 JTOKYMEHTALHUI0, MPEAYCMOTPEH-
HYI0 YHU(PUIIUPOBAHHONW CHCTEMOW OPTaHU3AIMOHHO-PACTIOPSIIUTEIHLHON JOKY-
MeHtaimu (YCOPJ]) — mnpukassl, pacnopsiKEHUs, MOCTAHOBICHUS, PEIICHUS,
MIPOTOKOJIBI, aKThl, MUCbMA U JIP., KOTOpPbIe (PUKCUPYIOT PELIECHUSI a[IMUHUCTPATHUB-
HBIX U OPTaHU3ALMOHHBIX BOMPOCOB, a TAKXKE BOMPOCOB YIPABIEHUS, B3AUMOICH-
CTBUS1, OOECIIEUEHUSI U PETYIUPOBAHUS NEATEIBHOCTH (hellepaibHbIX OPraHOB I'OC-
yAapCTBEHHOW BJIACTH, OPraHOB rOCYAapCTBEHHON BIacTu cyOnekToB Poccuiickoit
denepauuu, NpeANPUATHA, OpraHU3alMi U UX OOBEAUHEHUN HE3aBUCUMO OT Op-
raHU3alMOHHO-TIPaBOBOM (hOpMbI U BUAA JesTeabHoCcTH pacnpoctpansercs [[OCT
P 6.30-2008.

CrangapToM yCTaHOBJICHBI: COCTaB PEKBU3UTOB JOKYMEHTOB; TpeOOBaHUS K
0(OpPMIICHUIO PEKBU3UTOB JIOKYMEHTOB; TpeOOBaHUs K OJIaHKaM W 0(OPMIICHHUIO
JIOKYMEHTOB; TPeOOBaHUs K M3TOTOBJICHHIO, YUETY, UCIOJIb30BAaHUIO U XPAHEHUIO



O5aHKOB ¢ BocmpousBeaeHneM ['ocynapctBenHoro repoa Poccuiickoit denepanmn,
rep0OoB cyObekToB Poccutickoit deneparum.

Kaxnomy BUAYy JOKyMEHTa COOTBETCTBYET ONTHUMAJIbHOE UYMCIO HEOOXO-
JTUMBIX PEKBU3UTOB. Habop pEeKBU3UTOB OTIEIBHOTO JIOKYMEHTa OMpEesieTcs
HEeIsIMU JIOKYMEHTa, €ro Ha3HadeHUEeM, TpeOOBaHHEM K COJEpKaHuI0 U (opme
JTAHHOTO JIOKYMEHTa, CII0COOOM JOKYMEHTUPOBAHUS.

Cooepircanue Kypcogoit padomul

KypcoBas paboTta cTaBUT 1eTbI0 MPOPabOTKY CTYACHTaMH BOIPOCOB, HE
BBIHECEHHBIX MTPEN0/IaBaTeNIEM Ha JIEKIUOHHBIE U MPAKTHYECKUE 3aHATHS.

KypcoBas paboTta cOCTOMT W3 JBYX 4YacTel TEOPETUYECKON M IMpaKTU4e-
ckou. [lepeueHb BOPOCOB TEOPETUYECKON YACTH NPUBEACH HUXKE.

B nmpaktrueckoil yacTu CTYJEHT pa3paldaThIBaeT AJiI KOHKPETHOW OpraHu-
3alMy OOmMK OJIaHK OpraHu3alUy, OJIaHK MHCbMa OPraHU3AlMM, MPOEKTUPYET
IPUKa3 [0 OCHOBHOM J1€ATEIbHOCTH, COCTABIISET POTOKOJ COOpAHUS UJIEHOB JIaH-
HOTO MPEANpPUATHS U aKT CIMCAaHUs MaTepuanbHbIX LeHHocTel. KypcoBas pabora
JOJDKHA COJIEpKATh TEOPETUYECKYIO YaCTh, PACKPBIBAKOLINE TEMY, CAMOCTOSITEIIb-
HBIE€ BBIBOJIbI CTYJIEHTAa OTHOCUTEIBHO IpeaMeTa ucciaeaoBanus. O0beM paboThl -
He MeHee 30 crpanui MamuHonucHoro Tekcra (Lpudgt Times New Roman Nel4,
UHTEPBAJ — OJyTOPHBIN).

Ilpeonazaemvie (npumepnovie) memovt Kypcoeoit padomot

Hopwmsbl opunimanbHOro 1e10BOro CTHIIA

[IpakTuka BeaeHus Ae10BOM nepenucku B Poccnn

Hcropus nenoBoro nucbma

TpeboBanus K OPOPMIICHUIO KaJAPOBBIX JOKYMEHTOB

Oco0eHHOCTH JCIOBOM MEPENMCKH B TypOU3HEece

KoHncTpynpoBanue 01aHKOB TOKYMEHTOB

Hcropuueckue 3Tarbl CTAHOBJIEHHS I€TI0NPOU3BOICTBA

VYnorpebieHue 3aMMCTBOBAHHBIX CJIOB B JEJIOBBIX CIYXEOHBIX JOKY-

MEHTax

9 Tlopsanox BU3MPOBAHUS U COTJIACOBAaHUS JOKYMEHTOB

10 IMopsimok HaiiMa M BEICBOOOXKICHUST PAaOOTHHKOB

11 OpranuzanuoHHas JTOKyMEHTaIus B TYpOU3Hece

12 ]JlenoBoe MMCHbMO B YCIOBUSX YHU(PUKAIIUN

13 Benenne OCHOBHBIX JOKYMEHTOB MO JIMYHOMY COCTaBY B MpOIIECCE JIesi-
TEJIbHOCTH PA0OOTHUKOB

14 OcymiecTBiIeHHE KOHTPOJISI 32 UCTIOJHEHUEM JIOKYMEHTOB

15 Peructpanus v y4eT J10KyMEHTOB

16 Topsinox odhopmileHHs TOKYMEHTOB TI0 YBOJIBHEHHUIO PAOOTHUKOB

17 OcobeHHOCTH 3aKITIOYSHHS TPYIOBOTO IOTOBOPA

18 OcobGeHHOCTH S3bIKA M CTUJIS CITY>KEOHBIX TOKYMEHTOB

19 Opranuzanus TEKyIEro XxpaHeHus TOKyMEHTOB

20 IToaroroBka fiei K apXMBHOMY XPaHEHUIO

O~NO OIS~ WN -



21 [loaroroBka AOKYMEHTOB Ha KOMIIBIOTEpE M XpaHEHHE IOKYMEHTOB B
DIIEKTPOHHOM BHUJIC

22 Peructparusi JOKyMEHTOB U KOHTPOJIb 32 UX UCTIOJTHCHHEM

23 Opranu3anus CIyO0bl 1eJIOITPOU3BOICTBA

24 Opranu3zanus J0KyMeHT0000poTa

25 I'ocymapcTBeHHAs CUCTEMA JIOKYMEHTAIIMOHHOTO 00eCIeYeHHsI yIpaBiie-
HUS

26 Posb TOKyMEHTAIIMOHHOTO OOECHEYEHUs B COBEPIICHCTBOBAHUM YIIPAB-
JICHUS IPEANIPUATHASIMH U YIPEIKICHUSIMU CEPBUCA

27 YnpaBleHYECKUE CTPYKTYPBI

28 JIoKkyMeHTOOOO0POT MPEANPUITHNA U YUPEKICHUN U €r0 0COOCHHOCTH

29 IpaxTuKa BeJeHHs JICTOBOM MEPENUCKHU C 3apyOeKHBIMH MapTHEpaMu

30 Opranuzanus JeI0NpON3BOACTBA Ha TPEITPHUITHSIIX

B npaktuueckoil yactu cTyeHT pa3padaThIBaeT AJ1s1 KOHKPETHOW OpraHu3a-
UMY 001Mi OJaHK opraHu3aluy, OJIaHK MUChMa OpraHU3alluy, IPOEKTUPYET MpH-
Ka3 110 OCHOBHOM JESTEIbHOCTH, COCTABIISIET IPOTOKOJ COOpaHMsI YJICHOB JIaHHOTO
OPEIIPUITUS U aKT CIIUCAHUSI MAaTEPUATIbHBIX IIEHHOCTEH.

KypcoBas pabota omKkHa colep:KaTh TEOPETUUYECKYIO YacTh, PACKPHIBAIO-
M€ TEMY, CAMOCTOSTEIbHbIE BBIBOJIBI CTYAEHTa OTHOCUTEIBHO MPEAMETa UCCIIe-
noBaaus. O0bem paboTel - He MeHee 30 CTpaHUI] MAIIMHOMHUCHOTO TEKCTa
(IIpudT Times New Roman Nel4, uaTepBa — MOy TOPHBIA).

Tpeboeanus K oghopmaenuro Kypcoeoii pabomaul

[Ipu opopmaeHun pabOThl TOJKHBI OBITH BBIITOJIHEHBI CIEAYIONIME TpeOOoBa-
HUS:

PaGoTa odpopmisiercs Ha nuctax gopmara A4 (pasmep 210x297 mm) oaHO-
COpTHO#1 Oemnoit Oymard.

Tekcer pekomenyeTcs: 0hopMIIATh ¢ moMolsio 9BM u Habupath B peIakTo-
pe Word, mpudt — Times New Roman, kernb — 14, uHTEpBaI — MOJYTOPHBINA HIIH
OJIMHApPHBIA, TOJISI cTpaHuIll: mpaBoe — 10 MM, JieBoe, BepXHee U HibkHee — 1o 20
MM. TekcT BhIpaBHHMBaeTCsl Mo mmpuHe. Kaxapiii ab3ai HauyMHAETCs ¢ KpacHOM
CTPOKH, IIPH 3TOM OTCTYIl yCTaHABJIUBaeTCa BenuunHou 1,25 (1,27) mm.

PaGora nomkHa comepKaTh THUTYJbHBIM JIUCT, OIJIaBJIEHHUE C YKa3aHUEM
HAaUMEHOBAHUSI PA3/IEJIOB U COOTBETCTBYIOIIUX CTPAHUI] B TEKCTE€ pabOThI, BBEIEC-
HU€, OCHOBHBIE pa3ielibl, 3aKIF0UeHNE (BBIBOBI) U CIIMCOK UCIIOIb3YEMbIX UCTOY-
HUKOB;

Bce crpanuiibl, BKIIHOYask WUTFOCTPAIMU U MPUIIOKEHHUSI, HyMEPYIOTCS CKBO3-
HBIM TIOPSIZIKOM, KpOME TUTYJILHOTO JIUCTA, TO3TOMY Ha CTPaHUIIE C OTJIaBJICHHEM
ctaBat nuudpy «2». Homep craBuTcs B cepeuHe HUKHETO TOJI CTPaHUIILI Oe3
TOYKH.

Tekcr paznmensiercss Ha pasfensl (TJ1aBbl), moapasaensl (maparpadsl), a B He-
00XOJIUMBIX CITydasiX — Ha MYHKTHI U TIOITYHKTHI.



Pa3nenst HymepyroTcs apabckumu mudpamu 0e3 TOUKU B Mpefennax Beeil 3a-
nuCKHU, uckimovas «Beegenue» u «3akmoueHue». Cinoo «Pasznen» («I'naBa») He
numiercs. Kaxapiil pazzen cieayeT HaunHaTh C HOBOM CTPAHULIBI.

[Tonpaznensl HymepyroTCcsl apabCKuMu IMPpaMu B Mpeaenax Kaxaoro pasje-
na. Homep nonpasznena JOJIKEH COCTOSTh U3 JABYX YMCEJ, Pa3fesIEHHBIX TOYKOH,
HanpuMmep: 2.1 — nmepBelid noApasnen BToporo paszaena. Hymepyemsle pasnensl u
HoJIpa3elibl JOJKHBI UMETh COAEPKATEIbHbIE 3ar0JIOBKH.

[TyHKTBI HyMepyIOTCS apaOckuMu M paMu BHYTPHU MOAPA3ENIOB, HAIPUMED:
2.1.3 — TpeTtuii MyHKT MEPBOTrO MoOJpa3ziesia BTOpOro pasnena. [IyHKTBI MOTYT
MMETh 3arojioBOK, & MOTYT €ro U HE UMETh. B 11000M cilyyae MyHKT (3aroJioBOK,
TEKCT) HAUMHAIOT C KpacHOW cTpoku. [Ipu HeoOxomumoctu 060coOIeHUS YacTen
TEKCTa B PaMKax IIyHKTa MOTYT OBITh BBEJEHBI NOJAIYHKTHI, HAYMHAIOIIHAECI C
KpPaCHOM CTPOKH U YETBHIPEXMO3UIIMOHHOTO HOMepa 0€3 3arojIoBKa.

ITociie HOMepa paszfena, MoApaszaeiia, MyHKTa, MOAIYHKTA, a TAKXKE B KOHIIE
3aroJIoBKa TOYKAa HE CTABUTCH.

3aroJIOBKM pa3zenoB, MOAPA3JeiOB U IIYHKTOB CIIEAYET Ie4ararbh C IPOIHC-
HOU OYKBBI 0€3 TOUKH B KOHIIE, HE TOYEPKHUBASI.

Bce nmmroctpanuu (3CKU3bl, CXEMbI, YEPTEXKH, PoTOrpaduu), MOMEIIEHHBIE B
TEKCTOBOM YaCTH 3aIIMCKH, UIMEHYIOTCSI PUCYHKAMH.

WtrocTpanuu - ciieyeT pacnoliaraTb HEMOCPEICTBEHHO IIOCIIE TEKCTa, B KO-
TOpPOM OHHU YIIOMHUHAIOTCS BIIEPBbIE, UM Ha cienytouleil crpanuue. Ha Bce wintto-
CTpALIMH JIOJKHBI OBITh JIaHBI CCBUIKM B T€KCTeE. VX cieqyer HyMmepoBaTh apaOCKu-
MU 1UpamMu CKBO3HOW Hymepauuen. Eciu puUCyHOK OJMH, TO OH 00O3HA4aeTcs
«Pucynok 1». C1oBO «pUCYHOK» M €ro HAaUMEHOBAHHUE PACIIONAratoT MOCEPEANHE
CTPOKH.

JlomyckaeTcst HyMepoBaTh WJUTFOCTPALIMK B IIpefesiax paszaena. B atom ciayyae
HOMED MJUIFOCTPALIMM COCTOMT M3 HOMEpA pa3fesia U MOPsIKOBOIO HOMEpa WILIIO-
cTpaiuu, pazaeneHubix Toukol. Hanpumep, Pucynok 1.1.

Wnmoctpanuu, npu HeoOX0IMMOCTH, MOTYT UMETh HAUMEHOBAaHHUE U TIOSICHU-
TeJbHbIE JaHHble (MOJPUCYHOUHBIM TekcT). CnoBo «PucyHOK» M HanMMeHOBaHUE
MOMEIIAIOT MOCTIE MOSCHUTENBHBIX JaHHBIX U PACIIONAraloT CIEAYIOIUM 00pa3oM:

Pucynok 1 — CrpykTypa TypUCTHUECKON OTPACIIH

IIpu ccpulKax Ha WILTIOCTPALUU CIEAYET IMHCATH ... B COOTBETCTBUU C PUCYH-
KOM 2» IIPA CKBO3HOW HYMEpAlUHUHU U «... B COOTBETCTBUU C PUCYHKOM 1.2» mpm
HyMEpaIMK B Mpeaenax pasaena.

[udposoit maTepuan pekomeHayercs ohopmiATh B BUAE TaOIHII.

HasBanue Tabnuiiel ciieyeT moMenarh Haja Tabauien ciieBa, 6€3 ab3alHoro
OTCTYyIa, B OJIHY CTPOKY C €€ HOMEpPOM 4Yepe3 TUPE.

[Ipu nepeHoce yactu TaONUIIBI HA3BaHUE MOMELIAIOT TOJIBKO HaJl MepBOM Ya-
CTbIO TAOJUIIbI, HIXKHIO TOPU30HTAJIBHYIO UEpTY, OrPAHUYMBAIOLIYIO TaOJIHILY,
HE IPOBOJAT.

Tabnuiy cnenyer pacnonaraTh B MOSICHUTEILHOM 3aMKMCKe HEOCPEICTBEHHO
II0CJIE TEKCTa, B KOTOPOM OHAa YIIOMHHAETCs BIEPBBIEC, MJIM HA CIEAYIOLIEH CTpa-
HULE.



Ha Bce Tabmuibl 10KHBI OBITH CChUTKH. [IpH cChbUIKE clieqyeT mucaTh CIOBO
«Ta0JIUIAy C yKa3aHUEM ee HoMepa.

Tabnuily ¢ OOJBIIMM KOJIMYECTBOM CTPOK JOIMYCKAETCs MEPEHOCUTh Ha JIpY-
roit auct (ctpanuity). Ilpu mepeHoce yactu TaGIUIbI HA IPYrok JIUCT (CTpaHUILY)
cioBo «Tabnuia» U HOMEpP ee yKa3bIBalOT OJIMH pa3 ClpaBa HaJ MEPBOW YACTHIO
TaONUIIBI, HAJ JPYTUMHU 4YacTAMHU TUIIYT cloBo «lIpopomxkeHue» M yKa3bIBarOT
HOMep Tabnuibl, Hanpumep: «[Iponomkenne Tadmuiet 1». [Ipu nepeHoce TadIUIIbI
Ha JAPYTOM JUCT (CTpaHUILy) 3aroJIOBOK MIOMEMIAIOT TOJIBKO HAJl €€ IEPBOM YaCThIO.

Tabnuiyy ¢ OOJIBIIMM KOJUYECTBOM Tpad AOMycKaeTcs ACIUTh HA 4YacTU U
IIOMEIIATh OAHY YacTh IIOJ IPYTOW B Mpeaenax OgHOM cTpaHuuel. Eciy cTpoku u
rpadsl TAOIUIBI BBIXOIAT 3a (pOpMaAT CTPAHUIIBI, TO B IMEPBOM CIIydae B KaxIaou
4acTH TaOJUIbI MIOBTOPSETCS TOJIOBKA, BO BTOPOM Cilydae — OOKOBHK.

Ecnu mudpoBbie Wi UHBIE TaHHBIE B KAKOW-TMOO CTPOKE TAOJIMIBI HE MPH-
BOJISIT, TO B HEW CTaBAT MIPOUYEPK.

Tabmuupl, 3a HCKIIOYEHUEM TaOJIUI[ MNPUIIOKEHUM, CIeayeT HyMepoBaTh
apaOckumu 1uppamMu CKBO3HOM HyMepaiue.

JlommyckaeTcsi HyMmepoBaTh TaOJIUIBI B TIpeenax pasnena. B atom ciydae Ho-
Mep TaOJIMIbl COCTOUT U3 HOMEpa paszelia U MOPsSAKOBOTO HoMepa TabJuIlbl, pas-
JI€JICHHBIX TOYKOM.

Tabnuibl KaXKa0ro MpUIoKeHUs 0003HaYal0T OTIEIBHOM HyMepaluel apao-
CKUMH LUPpamu ¢ JoOaBIeHHEM nepe] HUPpoil 0003HAUECHUS TPUITOKEHHS.

Ecnu B nokymeHTe onHa Tabnuia, TO OHa JIOJHKHA ObITh 0003HaueHa « Tadnu-
na 1» wim «Tabnauna B.1», ecnu oHa npuBeieHa B puiioxkeHuu B.

3aronoBku Trpad M CTPOK TAOIUIBI CIEAYET MUCATh C MPOMHCHOW OYKBBI B
€IMHCTBEHHOM YHCJI€, a MMOJ3aroJIOBKU rpad — co CTpOYHOU OYKBBI, €CJIM OHU CO-
CTaBJISIOT OJTHO MPEJIOKEHUE C 3ar0JIOBKOM, WIIM C MPONUCHON OYKBBI, €CIIA OHH
UMEIOT CaMOCTOSITEIbHOE 3HaUeHHE. B KOHIIE 3aroJIOBKOB U MOJ3ar0JIOBKOB Ta0-
JIUI TOYKW HE CTaBST.

[Ipu rcOaB30BaHUM JTUTEPATYPHBIX UCTOYHUKOB, B TEKCTE HEOOXOAUMO Je-
JIaTh COOTBETCTBYIOIINE CCHUIKH.

IIpu ccbUlKE B TEKCTE HA JIUTEPATYPHBIA MCTOUYHUK MPUBOAAT MOPSAAKOBBIN
HOMEP €ro IO CIMHUCKY UCIOIb30BaHHBIX HICTOUHUKOB, 3aKJIOUEHHBIN B KBaAPATHBIC
CKOOKH, Hanpumep: [4]. Ecnu npuBoauMbIe CBENIEHUS CONEPKATCS B HECKOJIBKUX
HMCTOYHUKAX, UX HOMEpa NMEePEUUCIISAIOTCS B KBaJpaTHBIX CKOOKaX 4epe3 3arsTylo.

[Ipy HEOOXOAMMOCTH CCHUIKM HAa KOHKPETHBIC CTPAHMIIBI UCTOUYHMKA IMOCTE
MOPSAIKOBOIO HOMEpPA €ro YKa3blBalOT HOMEpa CTpaHull, Hanpumep: [4, c. 135-
136]. Eciiu B ynciie UCMOJIb30BaHHBIX UCTOYHUKOB UMEIOTCS BCE TOMAa MHOTOTOM-
HOTO U3JIaHMs, a B OMOIHorpaduueckoM CIUCKE OHO 3aIllMCaHO B OJHOM TMO3UIINH,
TO CCBUJIKM Ha OTJEJbHBIC TOMA BBINOJHSOTCS 110 TUmy: [11, T. 1, c. 213].

B cnydae ecim B TeKCT pabOThI BKITIOUASTCS JOCIOBHAS [IUTATA, OHA 3aKITF0YASTCS
B KaBBIUKH WA 0OPMIISIETCS 110 TIpaBUIaM KOCBEHHOM peun. [Ipu sTom B kBaj-
paTHBIX CKOOKax KpoMe HOMepa MCTOYHUKA YKa3bIBAIOTCS HOMEpa CTPAHMUII, CO-
JepKalux 3aMMCTBOBAHHbBIE CTPOKH.
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