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YK 379.851
BbK 63.43173

CocraButenn: MuHnatymnaes  ApcnaH  AWHYTAMHOBWY,  KaHAUAAT
HPKOHOMMYECKUX HaYK, JOLEHT, 3aBeAyromuil kadenpoit «Menemxment» AI'YHX

Buyrpennmii penenzent: AOxaymuiaeBa 3anuHa MycaeBHa, KaHAUAAT
HSKOHOMHMYECKHUX HAYK, POPEKTOp Mo HayuHou padore AI'YHX.

BHeminuii peuenseHr — VYmapoB Ilamxumypan MaromezncaablkoBuy,
KaHIUJAT SKOHOMMYECKMX HayK, CT.IpernojaBareib Kadeapbsl TMCUXOJOTHH U
couuanbHO-KynbTypHOTO cepBuca DPI'BOY «JlarectaHckuil rocyaapCTBEHHBIN
TEXHUYECKUI YHUBEPCUTET.

IpencraBuresanb padoroaarens — ['amxkueB Maromearaaxu Maromegosuy,
reHepanbHbI 1upektop OOO AreHTcTBO IyTeniecTBuil « MHTYpOIOpO»

Meronuueckue yka3zaHHMs TIO BBIIOJHEHHIO  KYpCOBOM paboThl MO
muciuiuiiie  «CTpaTernyeckuid MEHEI)KMEHT B Typu3Me» pa3paboTaHbl B
COOTBETCTBUU C TpeOOBaHUAMHU (denepabHOrO roCyJ1apCTBEHHOTO

o0pa3oBaTeIbHOTO  CTAaHJAApTa BBICHIETO OOpa3oBaHUsA 10  HAIPaBJICHHUIO
nonroroBku  43.03.02 Typusm (ypoBeHb OakanaBpuaTa), YyTBEpP>KICHHBIM
npukazoM MuHuctepcTBa oOpa3zoBaHus M Hayku Poccuiickoit denepanuu ot
8.06.2017 1., Ne516, ¢ nmpukazom Muno6pHayku Poccun ot 05.04.2017 1. Ne301
«O06 ytBepxaenuu llopsigka opraHu3allid U OCYIIECTBICHUS 00pa30BaTEIbHOM
JEsITeIbHOCTH 10 00pa30BaTeNbHBIM IPOTPAMMaM BBICIIETO 0Opa30BaHUS —
nporpamMmaMm  OakanaBpuaTa, [porpamMmaM  CHEIHAIUTEeTa,  MpOorpaMMam
MarucTpaTypb».

MGTO,ZII/I‘IGCKI/IG YKa3aHI/IH I10 BBIITOJIHCHUTIO KprOBOﬁ pa6OTI>I 10
nucuuiinHe «CTpaTernueckuii MEHEKMEHT B TypU3Me» pa3MEIIeHbl Ha CaiTe
www.dgunh.ru

MunatymiaeB A.A. MeToaudeckue ykazaHUs MO BBIOJHEHUIO KYypCOBOM
pabotel mo gucuuriiHe «CTpaTeruyecKuié MEHEIXMEHT B TypusMe» IO
HampaBieHuro ToarotoBku  43.03.02 Typusm, mnpoduns «TexHomorus u
OpraHu3alus SKCKypCUOHHBIX yciryr». — Maxaukana: JII'YHX, 2025 1. - 21 c.

PexoMeH0BaHbI K YTBEPKIACHUIO YUeOHO-MeToanuecKkuM coBeToMm JII'YHX
9 HOs6ps1 2025 1.

PexomennoBaHbl K YTBEPKIACHUIO PYKOBOAUTEIIEM OCHOBHOM
npodeccuoHanbHON 00pa30BaTENBHOM MPOTPaMMBI  BBICIIETO OOpa3OBaHUS —
nporpaMMmbl OakajiaBpuata 1O HampaBieHuto noarotoBku 43.03.02 Typuswm,
npoduie «TexHomorust U OpraHu3anus SKCKyPCUOHHBIX YCIyT», K.3.H., JTOIEHTOM
MunarynnaeBbiM A.A.

OnoOpennr Ha 3acemanuu Kadeapsl «MenemxkmeHnT» 28 oktadps 2025 r.,
npoTokoa Ne3.


http://www.dgunh.ru/

KypcoBasi pabora nomkHa OBITh BBINOJHEHA B MANIMHOMMCHOM BHUJE C
nomoripio mporpammer «Microsoft Office 2007, 2010, 2013, 2016 u np.». Teker
cieayeT pasMmeniaTh Ha OJIHOM CTOpOHE JucTta Oymaru ¢ COOJIOJICHHEM
CIEYIOLIUX pa3sMEpoB MoJiei: neBoe — 3 cm, nmpaBoe —1,5 cM, BepxHee — 2 cwm,
HIKHee — 2 cM. O0muit 006éM KypcoBoii padoTsl - oT 30 10 45 cTpaHuil.

HIpudpt Texcra pabotel «Times New Romany, pasmep mpudra 14,
MEKCTPOUHBIN UHTEpBaI 1,5 (mosyTopHbIid). B Tabnuiiax u pucyHkax J0MycKaeTcs
npuMeHeHue mwpudta pazmepom 12, untepsan 1 (exuHuuHbIi). pyrue BapuaHThl
MEXCTPOYHBIX WHTepBaIOB «0». BbIpaBHMBaHHE TEKCTa 1O OOOWM KpasM.
KaBbIuKkHM B TEKCTE HCIIOJIB30BaTh KBaApaTHbIC «...» (Shift+2).

OtcTyn ab3aia — 5 3HaKOB.

Tunosas CTpykTypa KypcoBOi pabOThI JOJKHA BKIIOYATh:

- TUTYJBHBIN JTHCT (IPUIIOKEHHUE A);

- conepkanue (mpuioxenue B);

- BBEJICHUE;

- TPM TJIaBbl, pa3ouTtsie Ha 1-3 maparpada;

- 3aKJIIOYCHUE;

- CIIMUCOK HCTIOJIb30BAaHHOM JIUTEPATYPHI;

- IPUIIOKCHUS (€CITH €CTh).

BBenenue KypcoBoil pabOThl UMEET OINPEACIICHHYIO CTPYKTYpY, KOTOPOU
HEOOXOJIMMO CTPOTO MPUACPKUBATHCS.

1. AxkryanbHOCTH paloOThl. 31ecCh HEOOXOAMMO HamucaTb O TOM, YeEM
aKTyaJlbHa JaHHas TeMa, YeM MHTEPECHa, KakK CETrOIHS MPOXOJIUT €€ pa3BUTHE B
mupe, B Poccun, [larecrane.

2. CTaBUTCS 1IEJb.

Hanpumep: elb  OaHHOU  pabomel  3aKAOYANACL 8  U3YUeHUU
meopemudecKux acneKkmog CUucmemvl YNpasileHus HA COBPEeMEHHOM smane, a
makce 8 NPedylodCeHuU U 000CHOBAHUU NPAKMUYECKUX nymei peuieHus npooiem
ynpaenenusi nepconanom Ha npeonpusmuu OO0 «/icazay

3. Jlamee onpeaesiroTes 3a1a4u UCCe0BAHUS

Hanpumep: Ilenv  uccrneoosanusi  npeoonpedeiuna  COBOKYNHOCHIb
83AUMOCBA3AHHBIX 3A0aY.

- YMOYHUMD .....

- onpeoenums ...

- 0bocHoB8amy ...

- uccneoo8ams ...

- NPeoNoAHCUMD ...

- BbIABUMD ...

4. Jlanee onpeaensoTcs OpeaMeT U 00beKT padOThI.

Hanpumep: [Ipeomemom uccnedoganus e8vicmynaem COBOKYNHOCMb
meopemuyeckux,  Memooudeckux, Nnpakmui4eckux  60Npoco8  NOBbIUEHUS
aghhexmusHocmu cucmemvl YnpasieHust NePCoOHAIOM NPeOnPUsImus

Obvexmom uccredosanus seassemes Q00 «/[oxcazar




5. IlpuBoauTcs  KpaTKuid  aHajau3  HCTOYHUKOB  HH(OpManuu
(nHOpManMoHHas 0a3a M TeOpETUIECKasi OCHOBA).

Hanpumep:  Hugopmauyuonnywo _ 6a3zy  ucciedosanus  cocmaguiu
mamepuanvl nepuooudecKuUx HNeyamHvlX U30AHUL NO UCCIe0yeMol meme,
CHeYuaibHas Jaumepamypa Hno  YNPAGIEHUN)  NePCOHANOM  NPeOnpusimusi,
oyxeanmepckas omuemnocms npeonpusmus Q0O «/xncaza» u op.

Teopemuueckoii OCHOB01 UCC1e008anUs NOCTY HCUNU mpyobl
OmeuecmeeHHbIX U 3aPYOeIHCHBIX VUEHbIX, NOCBAUEHHbIe NPOOIeMaM YRPAGIeHUs
NepPCOHANOM NPeoOnpusimus HA COBPEMEHHOM 3mane pa3eumusi PbIHOYHbLIX
OMHOWEHUT

6. Jlamee pmaroTCd OCHOBHBIE OCOOEHHOCTH U KpaTKOE COJAEpKaHHE
TEOPETUYECKON U MPAKTUYECKOH YacTel KypcoBOM pabOTHI.

Hanpumep: Cmpyxmypa pabomel. /lannas paboma cocmoum u3 66e0eHus,
mpex 2nae, 3aKIOYeHUs U CHUCKA UCNONb308aHHOU Jumepamypul u3 30
HaumeHnosaHuu. OCcHO8HOe cooepicaHue pabomvl U3NONHCEHO HaA 45 cmpanHuyax
MawuHonucHo2co mekcma. Paboma exnouaem 5 pucynkos u 6 mabauy

Bo ssedenuu obocrnosana axmyanbHocmv uccie008anus, GopmyaIuUpyromcs
yenu u Kuoyesvle 3a0ayu UCCIeO08AHUS, ONPeOesilomcs npeomem, 00beKm
uUccne008anuss, meopemuyeckue u MemoouiecKue 0OCHOBbL.

B nepsou cnase «Teopemuueckue acnexkmvl YApAGieHUs NEPCOHAIOM HA
npeonpusimuuy 0003HAYEHDbL ... ... ...

Bo emopoti enase «Ananusz cucmemvl ynpasieHus NePCOHANIOM HA
npeonpusmuu OO0 «/xcaza» npoanaruzuposato ... ......

B mpemveu enase  «Cosepuiencmeoganue — cucmemvl — YNpPAGIEHUs
NePCOHANOM 8 COBPEMEHHBIX YCILOBUSX» PACKPBIBAIOMCS ... ...

Pexomeniyembiit 00beM BBeJeHUSI — 3-4 CTpaHUIIBI.

OcHOBHasl YacTh PadoTHI.

OcHoBHYIO YacTh pabOTHl cCleayeT [eIuTh Ha TJIaBbl M maparpadsl.
Pexomennyemoe konmvecTBo TiaB — 3, oOvemoM 10-15 crpanmm kaxmas.
Pexomennyemoe konmmuecTBo maparpadoB B kaxaoi riase — 1-2, oobemom 5- 8
ctpanuil. Q61 06beM paboThl JOIKEH COCTaBIATh He MeHee 30-45 cTpanwuir.

B 1iesiom, B mepBoii rj1aBe BOIPOCH KYpCOBOM PabOThI pacCMaTPUBAIOTCS C
TEOPETUUECKOM TOYKH 3peHus. M3maraercs CymHOCTP M 3KOHOMHYECKOE
COAEPKAHUE PACCMATPUBAEMBIX TEM W BOIPOCOB, NMPUBOASATCS PA3IUYHBIE TOUKHU
3peHHss  OKOHOMHCTOB 10  paccMaTpuBaeMoll  MpoOiieMe,  OCBEIIAIOTCS
3aKOHOJATENIbHbIE W  HOPMATHBHBIE JIOKYMEHTBI, 3apyO€XKHBII ONBIT U
HMCTOPUYECKUM aCIIeKT Pa3BUTHS UCCIIENYEMBIX KATETOPHHM.

Jlnst HamucaHusT BTOPO# IJIaBbI HCIIOJIB3YETCS] COOpPAHHBIM MPAKTUYCCKUN
Marepual (He MEHee 4eM 3a 3 TMOCIeIHUX rojaa) mno npeanpusaruto. [aercs
KpaTKasi ~ XapaKTepUCTUKA  aHaM3UPYeMoro  mnpeanpusatus  (mokaszaTtesien
(MHAHCOBO-XO3SMCTBEHHONW  JICATCIIBHOCTH), aHAJIU3UPYETCs  JACHCTBYIOIMIAS
CUCTEMa yNpaBJIEHUsI NEPCOHAIOM MpeAnpusTusa (Apyras vcciemyemas o01acTh, B
COOTBETCTBUM C TeMOM paboTbl). Bo BTOpOi riaBe OMKEH MPUCYTCTBOBATH




aHANIMTUYECKU Marepuan, Tabiuubl, rpaduku, pucyHkd. Ha kaxnyro Tadbiumy
HEe00X0IUMO Hanuuue cHocku. OObeM riaBbl He MeHee 10-15 ctpanun.

B TpeTheii Ii1aBe paccMaTpHUBaIOTCA KOHKPETHbIE MEPONPUATHS, METO/IBI U
CHOCOOBI  COBEPIICHCTBOBAHUS MPOOJIEMBI MO TeME KypcoBOM paldoThl U
U3JIAraloTCsl NPEAJIOKEHUS 10 NPAKTUYECKOMY HUX HCHOJB30BAHUIO WM
BHEJpeHUI0. Takke IKenaTrelbHO MPHUBECTH 3apyOEKHBIA ONbBIT PEIICHHS
UCCeNyeMbIX MpodsieM U O00OCHOBaTh BO3MOXKHOCTh €ro NPHUMEHEHHS Ha
PEIPUITUN.

3ak/iloueHne KypcoBoi pabOThl JOKHO MPEACTaBISATH COOOH KpaTKoe
U3JI0)KEHHE CPOPMYIMPOBAHHBIX M OOOCHOBAHHBIX AaBTOPOM BbIBOAOB. Jlis
oOJerueHrss HamucaHUs 3akKJIIOYEHUsT PEKOMEHAYEeTCS KaXIbld maparpad
3aKaHYMBATh KPaTKUM BBIBOJIOM HWJIM TE€3UCOM, KOTOpbIE B KOHLIE PabOThl MOTYT
OBITH BEIHECEHBI B 3aKIIOUUTEIBHYIO YaCTh KypCOBOM paOOTHI.

B cnuMcok MCHOJb30BAHHON _JUTEPATYPblI CJeAyeT BKJIOYUTh BCE
UCIIOJIb30BaHHbIE HCTOYHMKM (ImyOJauKanuu BceX BHJIOB, oTdyetbl o HUP,
MaJOTUPaXXKHbIE JOKYMEHTbI, MOHOIPA(UH, CTATHH U T.I1.).

O01mue TpeGOBaAHUSA K ONNMCAHUIO HCTOYHHKOB B CIIMCKE JIUTEPATypPbl

IroCT 7.1-2003 «bubnuorpaduyeckas 3anuch. bubnuorpaduueckoe
ormrcanue. OOMe TpeOOBaHMUS U ITPaBUIIa COCTABICHUS.

ITo TOCT 7.1-2003 omucanue TOKyMEHTa COACPIKUT Pl 00I1acTei:

1. obnacth 3ariaBus M CBeleHHM 00 OTBETCTBEHHOCTH (HazBaHue u OUO
aBTOpa WIH PEJIaKTOPa);

2. 00macTh w3naHus (OCOOCHHOCTH JTaHHOTO W3JIaHUsI 10 OTHOIICHHIO K
peABIIYIIEeMY U3JJaHUIO TOTO e TPOU3BEICHUS );

3. ob61acTh criennpUIECKUX CBEACHU;

4, o0nacTh BBIXOJHBIX JaHHBIX (MECTO W3JaHUs, U3aTeNbCTBO, JaTa
U3/1aHus);

5. o06nacTe (pU3MUYECKOM XapaKTEpPUCTUKH (00BEeM MaTepuaia, pa3Mephl U
mp. );

6. oomacte cepum  (3armaBue cepun, DOUO pemakTtopa  cepuu,
MEXIyHApOIHbIN cTaHaapTHBIN HoMep cepur ISSN u np.);

7. 00acTh IpUMEYAHUS;

8. o0;acTe cTaHIApTHOTO HOMEpa (WJIM €ro aJIbTCPHATHBBI) M YCIIOBHM
JOCTYITHOCTH.

B GonpmmHCTBE CcTyAeHUYeCKUX paboOT HE Bce 3TH 00JACTH BOCTPEOOBAHBI.
Kaxk npaBwmito, nocrarounsl obnactu 1, 2, 4 1 9aCTUYHO 5.

OO6GnacTu omucaHUsS OTHACISIOTCS JIPYr OT Jpyra TOYKOM M THpe (TOouka,
pobei, Tupe, mpoden). B koHIe 6nbarorpaguyeckoro onucaHus CTAaBUTCS TOYKA.

Ecnmm y mokyMmMeHTa eCTh KOHKPETHBIC aBTOPBI, TO BIICPEIH OIHCAHHS
MPUBOAAT HMMS aBTopa. IIpwm Haawymu JIBYX M TpPeX aBTOPOB, KaK IPABHIIO,
YKa3bIBAIOT TOJBKO MMs TepBoro. Eciam aBTOpoB deThIpe W OoJsiee, TO OMHCAHUC
JOKyMEHTa HAaYWHACTCS C Ha3BaHMs, a aBTOPHI MJYT IOCIIE HErO0 4Yepe3 KOCYIO

4yepry.



Penakrop aBTOpOM HE ABISETCS, HO SIBJISETCS OTBETCTBEHHBIM. Ero mms
CTaBUTCS MOCJI€ Ha3BaHUS MOCJIE KOCOM YepThI.

Nms aBTOpa npuBOIAT B (popme, MOTyUUBILIEH HaUOOJIBIIYIO U3BECTHOCTb.

damunus NpUBOAUTCS B Hayalle 3aroJioBKa M, Kak MPaBUJIO, OTAEISAETCA OT
MMEHU (MMEH), UMEHHM U OTuYeCTBa, MHUIMAJOB 3amsaToil. [locne mpuBegeHHOTO
®UO craBUTCA TOUKA.

Kopanera, Auna HukoiaeBHa.

Py6enc, [Turep [layns.

CemeHnos, A. 1.

[Ipu Hanuuuu B JOKyMeHTe (haMUIIUU, OObEAUHSIIONICH IBYX WM TPEX JIUIL,
B 3aroJIOBKE NPHUBOJIUTCA (aMUIIUSL TOJIBKO OHOTO JHIlA, KaK MPaBUIIO, TIEPBOrO
WIH COTJIACHO a(aBuTy.

Ha  mpaktuke — mpuHAT — CHEAYIOIIUHA  TMOPSAOK  MEepeyurcIeHUs
oubmorpadhuueCKuX HICTOUHUKOB:

A) HOpMATUBHO-TIPABOBBIE AKTHI U 3aKOHBI;

b) yue6Huku, monorpaduu (B andaBUTHOM MOPSIIKE);

B) cratbu B mnepuoanueckux wu3gaHusAX (10 aBTOpaM B  andaBUTHOM
nopsiike, ykasbiBaercss No BhIMycKa >KypHaJla WM Ta3eThl, 3a KaKOW ToJ H
CTPaHMIIbI, HA KOTOPBIX OMYOJIMKOBaHA CTaThs);

I') aneKkTpoHHBIE pECYPCHI;

Cnucok uctouHukoB nuteparypsl He MeHee 30 HammeHoBaHui. [lpu >TOM
CHayYaJia MepeuncsitoTCs U3aHus Ha PyCCKOM sI3bIKE, a 3aTeM Ha HHOCTPAHHBIX.

Bce ucmounuku, exaiouaemvie 6 OuodnAUOZpAPUIO, HymepylOmcA
HOC1e008AMEIbHO He NO pazdenam (CK6O3HAA HymMepayus).

Hanpumep:
CIIMCOK MICHIOJIb30BAHHOM JIUTEPATYPBI

1. AGnynmanamnoB, C.I'. YnopaBrneHue rocynapcTBEHHON COOCTBEHHOCTHIO.
VYuebnuk. M.: U3a-Bo IuC, 2011r. -565 cTp.

2. PamazanoB, B.I'. O HexkoTopbIx mpobiieMax pa3BUTUS MapKETHHra B
Poccun// M.: ®unancei, 2010r. - Ned. - ctp. 3-5

3. ApectoBa, O. H. Pernonanpnas cnemuduka cooOIIecTBa pOCCHHCKUX
nonb3oBarenei cetu MaTepHer [DnekTponHsiid pecype] / O. H. Apecrosa, JI. H.
babanun, A. E. BoiickyHckuil. - Pexum JIoCTyIa:
http://www.relarn.ru:8082/conf/conf97/10.html

4. www.professional.ru/inmanl7.esp

5. http://lwww.sibupk.nsk.su/New/05/sem/2001/docl/c2_3.doc

I'OCTom ompenensercs: ¢GaMuiny, Ha3BaHWS OpraHu3anuii, QupmMm,
HA3BaHUS W3JIETUN U JpYyrue UMeHa COOCTBEHHBIC TODKHBI TPUBOJAUTHCS HA S3BIKE
opuruHana. JlomyckaeTcsi TpaHCIUTEPUPOBATh UMEHA COOCTBEHHBIE M MPUBOUTH
Ha3BaHUS OPraHU3alMid B IEPEBOIC HA PYCCKUH S3BIK C I0OABICHUEM (IIPU TIEPBOM
YIIOMUHAHWH ) OPUTUHATILHOTO Ha3BaHUS.



http://www.professional.ru/inman17.esp
http://www.sibupk.nsk.su/New/05/sem/2001/docl/c2_3.doc

Crpanunpel HyMepyloTcs apaOCKkuMu 1udpamMd BHH3Y 10 LEHTPY.
Nnnroctpauuu U TaGIMLBI BKIIFOYAOTCS B OOIYI0 HyMEPALHIO CTPAHHULI.

[To BceMy TekcTy cobitoiaeTcs CKBO3Hast Hymepauus. Homep TUTynbHOTrO
JUCTAa W JIUCTa COJAEpPXKAHUS He NPOCTABJAETCH, HO BKIIOYAaETCd B OOIILYIO
HyMepauuio paboTbl. TUTYIBHBIA JUCT SBISETCS NEPBOM CTpaHUIEH padoThI,
BBITIOJTHSETCSI 110 YCTaHOBJICHHOMY 00pasity (cm. [Ipunoxenne A). «Comepikanuey
pacnojlaraeTcsi BCl€[] 3a THUTYJIBHBIM JIUCTOM, OQOpPMIISIETCA 1O OKOHYaHUHU
pabotel. OHO BKJIIOYAET B ce0s HAaMMEHOBAHUE IJ1aB U HaparpadoB ¢ yKa3aHUEM
CTpaHUI[ BCEX YacTed pabOThl, B TOW IMOCIEAOBATEIBHOCTH, B KOTOPOH OHU
PaCIIOJIOKEHBI.

Takum oOpa3zoM, BHEpBble HyMepalys MPOCTABISIETCS HA JTUCTE BBeJIEHHUS,
Kak 3 crpaHuna paboTel. Bce cTpykTypHble 31eMeHThl pabOThl: COAEpKaHuE,
BBEJICHUE, TIJIaBbl OCHOBHOW YacTH, 3aKJIIOYEHHE, CIHCOK HCIOIb3yEMOU
JUTEPATYPbl, MPUIOKEHUS JOJKHBI HAUMHATHCA ¢ HOBOM cTpaHunbl. [laparpads
BHYTPH KayKJIOH TJIaBbl POAOJIKATh HA TOW K€ CTPAHUIIE.

Ha3BaHMs CTpyKTYpHBIX DJJIEMEHTOB: COJIEP)KAHHUs, BBEJACHUSA, TIJaB U
naparpadoB, CIHCKa HCIOIB30BAHHON JUTEPATYPbl OQOPMISATH MONTY>KUPHBIM
mpudToM ¢ BeIpaBHUBaHUEM 10 LeHTpY. [lepen Ha3Banuem maparpadoB u mocie
nate orctyn 1 ctpoky. Touku B KOHIIE Ha3BaHWU IJaB, pa3feioB, MOJPA3/EIIOB,
Ta0JIUIl U PUCYHKOB HE CTaBSITCS.

Odopmiienne 3aroj10BKOB

I[To T'OCT 7.32-2001 rmaBbl OCHOBHOM YacTH pabOThl HE SIBISIOTCS
CTPYKTYPHBIMU JJIEMEHTaAMHU - TaKUM D3JIeMEHTOM (Hapsany c pedepatom (T.e.
aHHOTalue), CoJIep KaHHEM, BBEJICHUEM, 3aKJIIOYEHHUEM, CIIUCKOM
UCIIOJIb30BAaHHBIX HMCTOYHUKOB, NPUIIOKEHHUEM U Jp.) SBISETCS TOJIBKO BCS
ocHoBHas yactb B meioMm. Ilo T'OCT 7.32-2001 3aroioBKu CTPYKTYpPHBIX
AJIEMEHTOB pPabOThl pacIoyiaraloT B CEpPEIUHE CTPOKM Oe3 TOUKH B KOHIE H
neyaTaloT 3arjiaBHbBIMH OykBamMu 0Oe3 momdepkuBaHus. Kaknaplii CTPYKTYpHBIN
AJIIEMEHT ClielyeT HAYMHATh C HOBOW CTPAHUIIBI.

['maBbl KypcoBOW  paboOTHl JOHKHBI UMETHh TMOPSAKOBYIO HYMEpAlUI0 U
o0o3HavaThCcsl apaOCkumu IudpamMu ¢ TOUYKOH, Hampumep: ['nmaBa 1., I'masa 2.,
['maBa 3.

['maBbl MOTYT NenuThCS Ha maparpadsl, KOTOpbIE B CBOIO OYepelh MOTYT
JICTUTHCS HA MIYHKTHI ¥ TIOJITYHKTHI (1 00Jiee METTKUE pa3/iesibl).

Homep maparpada cocrout m3 HOMEpOB TrjaBel M maparpada B TJaBe,
pa3lielieHHbIX TOYKOW. B KOHIle HOMepa TouKa HE CTaBUTCSA. AHAJIOTUYHBIM
oOpa3oM HyMepyloTcs H TyHKTBl B maparpade (mampumep: 2.4.2 Ananus
pe3yabpTaToB). Jlomyckaercs HalMuMe B TJIaBe€ BCEro OJHOro maparpada, a B
naparpade - OAHOrOo MyHKTa. B 3TOM ciyuae maparpad) W TyHKT BCE€ PaBHO
HyMepYyIoTCs. 3arojoBKY naparpados, MyHKTOB U MOAIYHKTOB CIIEAYeT MeYaTaTh C
a03aIHOTO OTCTYIa C MPONMUCHOW OYyKBBI 0€3 TOUKH B KOHIIE, HE TOTYEPKUBASI.
Ecnm 3aronoBok COCTOMT W3 JBYX MPEMIOKEHHM, WX Pa3IEISIIOT TOYKOM.
IlepeHockl crmoB B 3arojioBkax He jnomyckatorca. CumBon  «§» (maparpad) B
paboTe HE MCIOIb30BaTh.



B Ttexcre copepxaHue, BBEACHUE, KaXXIbIM pas3fel OCHOBHOW YacTH,
3aKJIIOYEHHE, CITIUCOK MCIIOIB30BAaHHOMN JIUTEPATYPhl U NIPUIIOKEHUS HAUMHAIOTCS C
HOBOM CTpaHWIIbI, a MoApa3zenbl (maparpadsl) pacronararorcs APYT 3a JIPyrom
BIUIOTHYIO M OTHEISAIOTCS OJHOM CBOOOAHOM CTpOKOM. PaccTosiHMe Mexay
3aroJIOBKOM M TE€KCTOM JIOJKHO OBITh PAaBHO OJHOMY MEXKCTPOYHOMY HHTEpPBATY

(uepe3 CTpoKy).)

3arosoBkH pazaenoB (TJIaB) cieAyeT Medararh MPOMUCHBIMU (3arjlaBHBIMM )
OykBamu 14-M KerjseM uyepe3 OJAMH MEXCTPOUHBIH HWHTEpBal. 3arojoBKH
0/1pa3iesioB 0POPMIISIOTCS CTPOUYHBIMU OyKBaMu (KpoMme MepBOi MponucHon) 14-
M KEerjeM 4Yepe3 OAMH MEXCTPOYHBIA MHTEpBaJ. 3arojIOBKH CIEAYyeT pacroJiaraTh
1o HeHTpy. ToUuKy B KOHIIE 3arojIoBKa HE CTaBsT. Eciu 3aroloBOK COCTOUT U3 JIBYX
NPEJIOKEHUN, UX Pa3IeIIioT TOYKOH.

Ha3Banue kaxpaol riaBbl M maparpadpl B TekcTe pabOThl HEOOXOAUMO
BBIICNIUTD KUPHBIM HIpUudTOM. [ToguepkuBaTh 3aroJJOBKU HE CIIETYET.

Hanpumep:

I'TIABA 1. POJIb U 3BHAYEHUE INIEPCOHAJIA B IEATEJIBHOCTHU
TYPUCTUYEKOI'O HPEAITPUATHUA

1.1 Crpykrypa nepcoHaJia npeAnpusTHs U ero XapaKTepUuCTHKA

[lepconan mnpeanpusiTHsi — 3TO COBOKYIMHOCTh MOCTOSHHBIX PabOOTHUKOB,
UMEIOIUX HEOOXOAUMYIO MPOQPECCHOHATBHYIO TIOJITOTOBKY, OMBIT MPAKTUYECKOM
JESTENBHOCTHU JIJISl BBIMOJTHEHHUS] MUCCUM TIPEANPUATHUS (LIeTIel ero JAesTeNbHOCTH ).
Jlist ananu3a, MIaHUPOBAHUS U y4yeTa MepCOoHAN MPEeANPUATUs KIacCuUIUPyeTCs

o psy Npu3HaKoB [4, ¢.34].

CChUIKM B TEKCT€ Ha HCTOYHHMK - B KBaJpPaTHBIX CKOOKax B CTPOrOM
cootBeTcTBHH ¢ Onbmuorpadguyeckum crnuckom mo 'OCT 7.0.5-2008.

Hanpumep:

3amekcmosas ccolika npu 00CL08HOM YUMUPOBAHUU UCTNOYHUKA.

Jns  aHanu3a, IUIAHUPOBAHMST W y4yeTa MEpPCOHal  MPEINpUATHUS
KJIacCU(UUUPYETCS MO Py NpU3HAKOB [4, ¢.34].

3amekcmoesas ccvlika npu obujell ccolike Ha UCOYHUK.

HenocpenctBennoe QopmupoBaHue KaapoBOTO TMOTEHIMAIa BKIOYACT
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COCTaBJICHUE IUTATHOTO PACIHUCAHUs, 3aHATHE JOJDKHOCTEH, MOTHUBALUIO U
aKTUBHOCTH caMuX KaJpos [3].

3amexcmosas  ccolika npu 00H06p€M€HHOZZ CCblIKE HA  HECKOJIbKO
UCNMOYHUKOE.

[Ipy pBIHOYHBIX OTHONICHHSIX 3HAYCHHE Pa3BUTHS KaJIPOBOTO TMOTCHIIMAJIA
Oyner HeusMeHHo pactu [8; 17; 39, c. 48].

Odopmiienne Tadaun

I[To TOCT 7.32-2001 na Bce Tabuuilbl B TEKCTE MOJKHBI OBITh CCHLIKH.
Tabmuipl HymepyroTcs apadckumu mudpamu. Hymepanust tabnuil q0oKHA OBITH
CKBO3HOM IT0 BCEMY TEKCTY KypCOBOH pabOTHI.

Jlonmyckaercss HymepoBaTh TaOJMIBI B Tpefenax paszaena (mojapasjena)
KypcoBol paboTel. B 3TOM ciiydae HOMep TaOJUIlBI COCTOMT M3 HOMEpa pasjesa
(monpasnena) u MopsiJAKOBOro HOMepa TaOJHUIIbl, pa3/IeIEHHBIX TOYKOH.

[TopsiikOBBIE HOMEP TAOUIBI MPOCTABIISICTCS B IPABOM BEPXHEM YTy HaJ
ee Ha3BaHueM rmocie cioBa «Tabmuma», 3HaK «Ney He yKa3bIBaeTcs.
HanmeHnoBaHue TaOIUIBI (3ar0JIOBOK TaOJIUIIBI) CIIEAYET IMOMEIIaTh HAJl Ta0IUIICH
¥ BBIPAaBHUBATH IO IICHTPY CTPOKU Oe3 ab3amHoro orcTyna. HammeHoBaHWE
TAOJIUIIBI PUBOASAT C MPONMUCHOW OYKBBI O€3 TOYKM B KOHIIE. EClM HaMeHOBaHME
TaOJIUIIBI 3aHUMAET JIBE CTPOKH M 0oJiee, TO ero CiaeAyeT 3aluChiBaTh Yepe3 OJuH
MEXCTPOUYHBIA UHTEPBAI.

3aroyioBOK K TabJuIle TOJDKEH ObITh HAOpaH MOTYKUPHBIM IpudToM. Teker
B TabJyiMIIax HabUpaeTcs ¢ OAMHAPHBIM MEXCTPOYHBIM UHTEPBATIOM.

3aroyioBkH rpad U CTPOK TaOJIUIBI CIENyEeT MUCATh C MPOMUCHON OYKBBHI B
€AMHCTBEHHOM 4YHCJIE, a TOJ3aroJIoBKU Trpad - cO CTpOYHOW OYKBBI, €CIH OHH
COCTaBIIIIOT OJ-HO TPEJIOKEHUE C 3ar0JIOBKOM, WJIM C MPOMUCHOU OYKBBI, €CIU
OHHM MMEIOT CaMOCTOSITeNIbHOE 3HadeHHe. B KOHIlEe 3arojloBKOB U MOJ3ar0JIOBKOB
TaOJIUI[ TOYKHA HE CTABAT.

Ecnu Ttabnuna He ymemiaeTcss Ha CTaHAAPTHOM JIMCTe OyMaru, €e MOXHO
JaBaTh C MPOJIOJDKEHUEM Ha cienylomieil crpanuie, rae numerca «lIpogomkenue
TaOMUIbL...» uiu «OKoHYaHWE TaOJUIBL» M YKa3bIBACTCS MOPSAKOBBIM HOMEP
Tabyuibl. HazBanue TaGauIbl HA HOBOM CTPaHUIIE HE TIOBTOPSETCS.

Taoauna 1 (nau 1.1)
HaunmMmenoBanue Ta0JIHIIBI

OdopMiieHne pucCyHKOB, rpaguKoOB, IHATPAMM
Nnnroctpammu (4eptexu, rpaduku, CXeMbl, CKPUHIIIOTHI, JUarpaMMbl, (GOTO-
CHUMKH U JIp.) CIEIYET pacroJiaraTh B KypcoBOil paboTe HEMmOCPEICTBEHHO MOCIe
TEKCTa, B KOTOPOM OHM YIIOMHHAIOTCSI BIIEPBbIC, UM Ha cleayoiei crpanuue. Ha
BCE€ WJUIIOCTpAlMd B JIOKYMEHTE JIOJKHBI OBITh CCBUIKM B pabOTe C yKazaHUEM
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MOPSAJIKOBOIO HOMEpa (HampuMep, «.B COOTBETCTBUHU C PUCYHKOM 1», «(puUCYyHOK
2.3)»).

Nnnroctpaunu HyMEpYIOTCsS CKBO3HOM HyMepalnuel apaOCKUMHU HU(ppaMu 1o
BCEMY TEKCTY KypCOBOM paOOTHI.

JlommyckaeTrcs HymMepoBaTh WJUTIOCTpALMU B IMpeaenax paszaena (moapaszena)
KypcoBoii pabotel. Ilpu sTOoM ee Homep BKIIOYAaeT B ceOs HOMEp paszjena
(monmpaszmena) W HOMEP caMoOMl WLIIOCTpaluu B pasfene  (mojapasnene),
pa3lielIeHHBIX TOUKOM (Hampumep, «Puc. 1.2.»).

Wnnroctpauuu, npu HEOOXOAUMOCTH, MOTYT UMETh MOSICHUTEIbHBIE TaHHbIE
(MOapUCYHOUHBIA TEKCT). B NOSCHUTENbHBIX AAHHBIX MJOJDKEH OBITh YKa3aH
uctouHuk uHpopmaruu. CrnoBo «Puc.» ¢ ykazaHueM HOMepa WJUIIOCTPALIMU U €€
HAaUMEHOBAaHUE, OTJIEJICHHOE TOYKOM, MOMEIAIOT MOCIE MOSICHUTENIbHBIX JTAHHBIX U
pacnoJyiaratotT cieayromuMm obpaszom: «Puc. 2.2. DnemeHThl UHEGPACTPYKTYpPbI
HNOJJIEP)KKKM  CyOBEKTOB  Majloro  MpeAlnpUHHUMATENbCcTBAa B Poccuiickoit
denepaunumny.

Ecnu HaumeHoBaHME pUCYHKA COCTOUT M3 HECKOJIBKHX CTPOK, TO €ro CleayeT
3aMMChIBaTh 4Yepe3 OJMH MEXCTPOUYHBIM uHTepBai. HamMeHoBaHue pucyHKa
PUBOJUTCS C MPOMUCHON OYKBBI 0€3 TOUKH B KOHIIE.

[loamucs K pHUCYHKY J[OJDKHA ObITh HaOpaHa TMOMYXUPHBIM MIPUGTOM.
PucyHku v moAnucH K HUM BBIPABHUBAIOTCS TIO LIEHTPY.

[Tpumep BBIMONHEHUS WILTIOCTPALIMU TPUBEJIEH HUXKE.

Ipumep oghopmnenus pucynxa.

091
0s

0,89
0,58
057
0,56
0,85
0,54
0,33
0,52

0381
025 04 05 06 07 08 0s 1 15 2 25 3

nonutponuyeckui KMNO komnpeccopa

ﬂpMBE,ﬂBHHbIﬁ pacxof B034YXa Ha BblX04e U3 KOMNpeccopa, Kric

Puc. 1. 3aBucumocts nonurponudeckoro KII/I ocenenrpodexnoro
KOMIIpeccopa OT MPHUBEIEHHOr0 PAcxXo/Ja BO3AyXa HA BbIX0/1e U3 IBUraTesl
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IocTtpoenne rpaguxosB (amarpamm). IlpaBuna odopmieHus rpagukoB
(nnarpamm) pernamentupytorcs 'OCT 2.319 - 81.

1. I'padukn PyHKIMOHATBHBIX 3aBUCHUMOCTEW JIOIMYCKAETCs BBIMOIHATH O€3
IIKaJl 3HaYeHUM BennuuH. B nuarpamme 0e€3 IIKal OCH KOOPJMHAT ClIeyeT
3aKaHuMBaTh cTpenkamu (pucyHok 4). B aumarpammax 6e3 mikan o003HaYeHUSs
BEJIMYMH CJENYyeT pa3MeliaTb BOJM3U CTPENKH, KOTOPOMl 3aKaHYMBAETCH OCh.
JlomyckaeTrcss TpUMEHSATh CTPENIKM TakKe€ M B JMarpaMmax co IIKaJlaMH — 32
npeaesaMy KAl WM CAaMOCTOSITENIbHBIE CTPENIKU Mociae 0003HAUEHUsT BEIMYUHBI
— HapajuieNIbHO OCH KOOPJIUHAT.

2. 'paduiku, kak nmpaBuio, JOJKHBI UMETh KOOPJIMHATHYIO CeTKy. be3 cemku
00NnycKaemcs 6vblNOJAHAMY 2pAPuKku, Ha 0CAX KOOPOUHAM KOMOPHIX Hem
yucnoevlx 3nayenuii. Ocu KOOPAMHAT BBHIMOJHSAIOT CIUIOIIHBIMU OCHOBHBIMU
JUHUSMHU, JUHUU KOOPJWHATHOM CETKM M JENUTENbHbIE IUTPUXU — TOHKUMHU
CIUIOUTHBIMM JIMHUSIMU. JIMHUS KpUBBIX IpaduKa 10JKHA ObITh 6 06a paza monuie
JIUHUTL KOOPOUHAMHBLX OCEl.

Puc. 4. Hazpanue nuarpamMmmabl

Puc. 5. Hazpanue rpaguka
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3. 3HaueHMs NMEPEMEHHBIX BEJIMYMUH CJIEAYyEeT OTKIAAbIBATh B JUHEHHOM WM
HEJMHEWHOM MaciTabax wu3oOpaxkeHus. Macmitad MOXKeT ObITh pa3HbIM ISt
Ka)KJIOTO HaIPaBJICHHUS.

4. KonmnyecTBO 4YMCIOBBIX 3HAYEHUH MO OCSAM KOOpPAMHAT JOJKHO OBITh
cokpaiieHo. He nonyckaercs HanvcaHue YUCIOBBIX 3HAUEHHUH 1O OCSIM KOOPJIUHAT
B 1Be cTpoku. Cnemyer uzberatb ApOOHBIX 3HAYEHHM BEIMYMH. MHOrO3Ha4YHbIE
qrcia IpeANoYTHTEIHHO BEIpaXKaTh Kak kpaTHeie 10", Te n — menoe 4ucio.

5. O0o3HayeHue BeaWYMH (0€3 eIUHUI] M3MEpPEHUsT WU C HECIONKHBIMU
eAVMHUIIAMU M3MEPEeHMs) Ha IIKanax rpaduka ciefyer pa3Mmeliarb y CepeauHbl
IIKajJbl C €€ BHEIIHEW CTOPOHBI HA MECTE HMCKIIOYEHHBIX MO LIKaje Hudp, He
BBIXO/JIS 32 MpeJeibl KOOPAUHATHON CeTKH rpaduka (pUCYHOK 5).

@opmyJibl, BKIIOYEHHbIE B OCHOBHOM TEKCT, JIOJDKHBI TOJHOCTHIO
HaOupaThcss B pemakrope dopmyn Microsoft Equation ¢ BbIpaBHHUBaHHEM IIO
IEHTPY U MPOITYCKOM CTPOKH CBEpXYy U CHU3Y Pa3zMepnl Bcex aneMeHTOB (popMy
JIOJKHBI OBITh COU3MEPUMBI C TEKCTOBBIMH Pa3MepaMH.

He paspemaercs ogHy 4dacth (opMysa BIOHCHIBaTH OT PYKH, BTOPYHO — Ha
neyaTaromeMm ycrpoiictBe. Homepa ¢opmyn moryT OBITH €IUHBIMH TIO BCEMY
TEKCTY WM 10 riaBaM. VX cieayeT cTaBuTh B KPYIJIBIX CKOOKaxX Ha MPaBOM Kparo
CTpaHUIIbI, HA YPOBHE OCH, TPOXOIIEH Yyepe3 HEeHTP (HOPMYIIHL.

Hanpumep:
Hnst ompeneneHus (GakTopoB, BIUSIONMX HA HM3MEHEHHWE MPUOBUIM OT
peanuzanuu npoaykuuu (Ilnp) ucnonaszyem cinegyromiue GopmyJbl:

an: BP — Zuon, (1)

rae BP — 00bem peann3oBaHHON MPOTYKITUH;
Zon — TIOJIHASA c€0E€CTOMMOCTD BBHIMTYIIEHHONW U PEaIM30BaHHON MPOIYKIIUH,

BKJIIOUAsl YIIPABICHUYECKHE U KOMMEPUECKHE PACXOIbI.

n n

[p= 2g™pi- g™z ()
i=1 i=1
rae gi — o0beM peann30BaHHON MPOMYKIMH 1-TO BHJIa B HATypaIbHOM
BBIPAKCHUH,
N — KOJTUYECTBO BUIOB PEATM30BAHHOM MPOYKITUY;
pi— mpoJiaxxHas eHa e, nmpoaykuui-ro Bunaa 6e3 HJC, akunzos, 'CM;

Zi—ToJHas ce0CCTOMMOCTD CAMHUIIBI PCATM30BAaHHOM MPOAYKIIUHI-TO BH]IA;
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| — KOHKPETHBIH BHJ pPCATU30BAHHOW MNPOAYKIUU (KOHIHIIMOHED
Mitsubishi);

HIpumeyanus

I[Io TOCT 7.32-2001 npumedaHusi pa3MelIalOT cpa3y IMOCIe TEeKCTa,
PUCYHKA WJIM B TaOJMIle, K KOTOPBIM OHH OTHOCATCS. Eciu mpuMeuaHue OJIHO, TO
nociie cnoBa «lIpuMeuaHue» CTaBUTCS THPE W UACT TEKCT mpumedanus. OIHO
MpUMEYaHHEe HE HyMEpYyIOT. Heckolbko NpuMeYaHWUH HYMEpPYIOT IO TMOPSIKY
apabckumu 1udpamu 6€3 TOUKH.

IIpumeyanue -
WK

[Ipumeyanus

1
2

[Ipumeuanust MOXXHO OQOPMHTH B BHAE CHOCKA. 3HAK CHOCKH CTaBST
HEIMOCPEJACTBEHHO MOCJIe TOTO CJIOBA, YKMCJIa, CHMBOJIA, MPEIJIOKEHUS, K KOTOPOMY
JaeTcs MosiCHEHUE. 3HaK CHOCKH BBITIOTHSAIOT HAJACTPOUHO apabckumu nudpaMu co
ckoOkoi. JlomyckaeTcs BMECTO LHU(P BBINOIHATH CHOCKH 3BE3J0UKAMHU <« *».
[IpumensTs Oosee Tpex 3Be3J0YEK Ha CTpaHulle He gomyckaercs. CHOCKY
pacrnojiaraloT B KOHIIE CTpaHMIBI C a03alHOTO OTCTYIa, OTAENAsl OT TeKCTa
KOPOTKOW TOPU30HTAJIbHON JIMHUEN CIIEBA.

Ipuinoxkenuss. Marepuan, HONONHAIOIMIMN TEKCT pabOTHI, IOMyCKaeTcs
NOMEIaTh B TNPHUJIOKEHUSAX, KOTOpble HE YYUTHIBAIOTCS MpPH TOJCYETe O0bhema
OCHOBHOTO cojiep>kaHus pa0oThl. [IpunokeHusMu MOTyT OBITh, HampuMmep,
rpaduyeckuii Marepuan, TaOaMIBl OoJpIIOro (opmara, pacdeTbl, OINHUCAHUS
QIrOPUTMOB M TIporpaMMm 3ajad, pemaembix Ha OBM u T.1. Ilpunoxenue
o opMIISIETCS TTOCIIE CIHUCKA UCTIOJIb3YeMOW JTUTEPATYPhl Ha MOCIEAYIONIUX JTUCTaX
paboTel. B TexcTe Ha Bce MPHUIIOKEHUS JOHKHBI OBITh JAHBI CCHUIKH.

[Tpunoxenus: pacnosaraloT B MOPSAJIKE CCHUIOK Ha HUX B TEKCTE PaOOTHI.
Kaxnoe npunoxxeHue cieayeT HaYMHATh C HOBOM CTPaHULIbI C YKa3aHUEM HaBEPXY
nocepenuue crpanuilbl cioBa «Ilpusioxenune» u ero ob6o3Hauenus. [Ipunoxenue
JOJKHO MMETh 3aroJiOBOK, KOTOPBIM 3alUCHIBAIOT CUMMETPUYHO OTHOCUTEIBHO
TEKCTa C MIPOMUCHON OYKBBI OTACIBHON CTPOKOM.

[Ipunoxxenust 0003HAYAIOT 3arjaBHBIMH OyKBaMU PYCCKOTO asdaBuTa,
HaunHas ¢ A, 3a uckmodeHnem Oyks B, 3, M, O, Y, b, bl, 'b. Ilocie cnosa
«IIpunoxenue» cienyer OykBa, 0003Hayarolas ero Nocie0BaTeIbHOCTb.

Jlommyckaetrcss o003HaYeHUE TMPUIOKEHUN OyKBamMH JAaTHHCKOTO ajdaBHTa,
3a uckitoueHuem Oyks | u O.

B ciyuyae nonHoro ucnonab3oBaHusi OyKB PyCCKOrO U JIATHHCKOTO alipaBUTOB
J0TIycKaeTcs 0003HavaTh MPUIOKEHHUS apaObCKUMU U paMH.

Eciu B mokymeHTe oHO mpuiioxeHue, oHo oOo3Haudaercs «IIpuwiioskeHue
A».
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[TpunoxeHus, Kak TpaBUJIO, BRIMOTHAIOT Ha THCTax Gpopmara A4.

Texct KaxAOro MPHUIOKEHHUS, MPU HEOOXOJUMOCTH, MOXKET OBITh
paszielieH Ha pa3/elibl, MOIPa3/eibl, MYHKTHI, MOAMYHKTHI, KOTOPbIE HYMEPYIOT B
npenenax Kaxaoro mpuioxkeHus. Ilepen HoMepoM cTaBHTCS 0003HAUYEHHE 3TOTO
MIPUIIOKEHHUSL.

[TpunoxeHus: AOKHBI HMMETh OOIIYI0 C OCTaJbHOW YacThi0 pPabOTHI
CKBO3HYIO HyMEpaIiio CTpaHuIl. Bce MpuiioskeHus JOMKHBI OBITh MEPEUNCICHBI B
cozepaHuu paboThl (IIPU HAJIMYKHK) C YKa3aHHUEM UX HOMEPOB U 3ar0JIOBKOB.

bonee momapoOHoe omucanue odopmiieHUsT TaOaul, (GOopMys, PHUCYHKOB,
NpWIOKEHUH oTpaxkeHo B MexrocynapctBenHoM crannapre ['OCT 2.105-95
«O6mmme TpeOoBaHMS K TEKCTOBBIM JTOKYMEHTAM.

TpeOoBaHusA K TEKCTY JOKYMEHTAa

[TonHOE HaMMEHOBaHME KYPCOBOM paOOTHI HA TUTYJIBLHOM JIUCTE, B OCHOBHOM
HAJAMUCH W TIPH TICPBOM YIIOMHHAHWU B TEKCTE JOKYMEHTAa JIODKHO OBIThH
OJIMHAKOBBIM C HANMEHOBAHHUEM €T0 B OCHOBHOM JIOKYMEHTE (I10 MpUKa3y).

B nmocnenyromeM TeKcTe  JOMYCKaeTCs  yIMOTPEONATh COKpaIIeHHOE
HauMEHOBaHUE.

HauMeHoBaHUs, TPUBOJAMMBIC B TEKCTE JOKYMEHTa W Ha WJUTFOCTPALMSX,
JOJIKHBI OBITh OJMHAKOBBIMHU.

TekcT MOKyMEHTa JODKCH OBbITh KpaTKUM, YETKHM M HE JIONYCKaTh
pPa3IUYHBIX TOJKOBAaHWM, TEXHWYCCKH W CTWIMCTHYECKH T'paMOTHBIM. He
JIOIyCKaeTcs JOCIOBHOE BOCIIPOU3BEICHHE TEKCTA U3 JIUTEPATYPHBIX UCTOYHUKOB,
HE PpEKOMEHJIyeTCcsl OOIIMpPHOE OIuCaHue OOIEU3BECTHBIX  MaTepUasoB.
JlocTaTouHO TPUBECTH TEXHUYECKYI0 XapaKTepUCTUKY W MPUHIUIUATBHBIC
0COOEHHOCTH, UMEIOIIINE 3HAUCHHE JIJIST IPOEKTA.

[Ipy mOBTOpHOM OIpeAeNeHUd TeX WM HHBIX IapaMeTpPOB M BEJIUYUH
JIOTYCKaeTCsl IPUBOJIUTDH JIMIIb KOHEUHBIE PE3YIbTaThl CO CCHUIKOM HAa METOAUKY
UX MOJIYYEHUS WIH CBOJUTH B TaOJHILY.

[Ipu wu3noxkeHUM 00s3aTeNbHBIX TpPeOOBAaHUN B  TEKCTE€  JOJKHBI
NPUMEHSTBCS  CJIOBA  «JOJDKEH», «CIENYeT», «HEOOXOIUMO», «TpeOyeTcs»,
«4TOOBI», «pPa3peIIaeTCs TOJBKO», «HE JIOMYCKAeTCsI», «3alpeniacTcs», «He
cinenyet». Ilpu u3noxkeHUn APYTrUX MOJOKEHUN CIENyeT MPUMEHSTh CIIOBa «Kak
MIPABUIIOY», «IOIYCKAETCS», «PEKOMEHIYETCS», «IPU HEOOXOAUMOCTHY», «MOXKET
OBITBY», «B Cydae» 1 T.1.

CnoBa «Kak TMpaBWIO» O3HAYAIOT, YTO JaHHOE TpeOOBaHUE SBISETCS
npeo0IaaroM, a OTCTYIUICHHE OT HETO JOJDKHO ObITh 000cHOBaHO. CloBO
«TOTTYCKAETCs» 03HAYAET, YTO JIAHHOE PEIICHUE MPUMEHSAETCA B BUJE UCKITIOUCHUS
KaK BBIHYXJEeHHOE. CJIOBO «PEKOMEHIYETCS» O3HA4YaeT, YTO JIaHHOE peEIIeHHUE
SBIIICTCSI OJTHUM U3 JTYUIINX, HO OHO HE 00s3aTeNbHO.

B nokymMeHTax HOKHBI TPUMEHSATHCS HAyYHO-TEXHHYECKHE TEPMUHBI,
0003HaUYEHUS W OMPEICTICHNUS, YCTAHOBICHHBIE COOTBETCTBYIONIMMU CTaHIAPTAMH,
a TIPU UX OTCYTCTBUU — OOIIETIPUHATHIC B HAYYHO-TEXHUYECKOH JIUTEpaType.

14



B mexcme 0ookymenma ne oonyckaemcs:

— MPUMEHSTh 000pPOTHI pa3roBOpHOM peun, TEXHUILIM3MA,
npodeccuoHanu3ma;

— MPUMEHATH JJISi OJHOTO M TOrO € TMOHATHS CHHOHUMBI, a TaKKe
MHOCTpPAHHBIE CJIIOBA U TEPMHUHBI IIPU HAIMYUU UX B PYCCKOM S3BIKE;

— TMPUMEHATh COKpAIIeHUS CJOB, KPOME YCTAHOBJIEHHBIX MpaBUIaAMU
pycckoit opdorpaduu, B COOTBETCTBUH C TOCYAapPCTBEHHBIMU CTaHAAPTAMU;

— Ccokpamarb O00O3HAaueHus enUHMI] (U3UYECKUX BEIMYMH, €CIH OHHU
ynotpeOssitoTcss 0e3 uudp, 3a UCKIIOUCHUEM €IUHUI] (PU3NYECKUX BEIUYUH B
3aroyioBKax U OOKOBUHKAX TaOJIMIl U B pacIM(ppoBKax OyKBEHHBIX 0003HAUYEHUH,
BXOJSIIIMX B (POPMYIIBI U PUCYHKH.

B TekcTte nokymeHTa, 3a MCKJIIOYEHHEM (OpMyJl, TAOJIMIl U PUCYHKOB, HE
JIOIyCKaeTCs:

— NPUMEHSITh MaTeMaTHYEeCKUH 3HAaK MUHYC (—) mepel OTpULATEIbHBIMU
3HAYEHUSMH BEJIMYUH (CIIEYeT MUCATh CIOBO «MUHYC»);

— IPUMEHSATH 3HAK «J» MJ1s1 0003HAYCHUS TUamMeTpa (CIeayeT MHcaTh CJIOBO
«IUaMETP»);

— NPUMEHSTH O€3 YMCIOBBIX 3HAYEHMH MaTeMaTUYECKHUE 3HAKH, a TaKXKe
3Haku Ne (Homep), % (TIpolIeHT);

— TPUMEHATh MHJEKChl CTaHAApTOB M JAPYrHMX JIOKYMEHTOB 0e€3
PETUCTPAIIMOHHOTO HOMEpA.

HaumeHnoBanue komaHz, pEXUMOB, CUTHAJIIOB U T.II. B TEKCTE CIIEAYET
BBIJIEISATh KaBbIUKamMu, HanpuMep «Curnain + 27 BKIIOYEHOY.

[lepedyenbp nomyckaeMbIX COKpAIIEHU CJIOB [JIsi OCHOBHBIX HAJIHCEH,
TEXHUYECKUX TpeOOBaHMiA, TaOuuil, YepTeked W crenudukaiuii ycTaHOBJICH
I'OCT 2.316-68 (ta6x. 3.1).

Ilpumeuanusa: 1. CokpamieHusi, OTMEUEHHBIE 3HAKOM «*)», TMPUMEHSIOT
TOJILKO B OCHOBHOM HAJIIHCH.

Coxkpamenue «TadJ.» NPUMEHSIIOT B TEKCTe TOJBKO B TeX CJy4yasx,
Korjaa Tabauubl UMEKT HOMepa.

YcnoBHble OyKkBEeHHbIE 0003HAUEHUS WM 3HAKU JOJDKHBI COOTBETCTBOBATH
NPUHITOMY JCHCTBYIOIIEMY 3aKOHOIaTE€ILCTBY M TOCY/IaPCTBEHHBIM CTaHIapTaM.

B nokymenTe cnemyer TOpUMEHSATh CTaHAAPTU30BAHHBIC — EAMHUIIBI
(¢u3nyecKkux BEIWYMH, WX HAUMEHOBAaHUS W OOO3HAYEHHUS B COOTBETCTBUU C
I'OCT 8.417-81.

Hapsany c¢ enununamun CU npu HE0oOXOAMMOCTH B CKOOKAaX YKa3blBalOT
CAVHUIBI paHee NPUMEHSABIIUXCS CUCTEM, pPa3pelIeHHBIX K I[PUMEHEHUIO.
[IpuMeHeHrne B OJHOM JOKYMEHTE pa3HBIX CHCTEM OOO3HAYEHHUS (PUINYECKUX
BEJIMYMH HE JI0ITyCKAEeTCs

B Tekcre NOKyMEHTa 4YHUCIOBBIE 3HA4YE€HUS BEIMYHMH C O0OO3HAYEHHEM
eAUHULl (pU3MYEeCKUX BEJIMYMH W EIUHMI] cUeTa CIeayeT mucath nudpamu, a
yuciaa 0e3 o003HaueHMs eAMHULl (U3UYECKUX BEJIWYUMH U EIUHHUI] CueTa OT
€UHHIBI 10 AEBSITU — CIIOBAMH.

[Ipumepsni:

1. Tok B mepBo# BeTBH S5 A.
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2. Orob6patp 15 TpyO 1u1st UCIIBITAHUI HA JaBJICHUE.

IlepeyeHb q0MycKaeMbIX COKpallleHUi CJIOB

Taoauua 3.1

Ilo1HOe HAaMMEHOBaHHE Coxpanienue
Bemymmit Ben.*
Bepxnee oTkioHeHne BEPXH.OTKII.
B3amen B3aM.
Buyrpennui BHYTD.
['naBHBII I'n.*
I'mybuna ri1y0.
Heranb JIeT.
Hnvna JUT.
JlokymeHT JIOKYM.
JyOnukar TyOr1.
N3menenue W3M.
HNHcTpymeHT VHCTP.
Hcnonnenue HCTIOJIH.
KonnuectBo KOIJL
JleBbIit JICB.
Jlutepa JIUT.
Hanbonpmmit HauoO.
Haumenpimmii HaWM.
HopMokoHTpoOIIB H.KOHT.
HomunansHbBIN HOMUH.
OTHOCHUTENBHO OTHOCHT.
OTKJIOHEHHE OTKIJI.
TlommuHHUK O IJ1.
ITonnuce IMomm.*
[To mopsinky /11
[Tpunoxenne MIPUJIOK.
[TpoBepun ITpos.*
[Ipumeyanue MpUMeEY.
ITyHkT 1.
[TyHKTBI TIII.
Pazpaboran Pa3pab.*
Py6ib pyo.
PykoBouTenn Pyx.*
CripaBOYHBII CIIpaB.
Cranpgapt, cTaHIapTHBIN CTaH/.
Crpanuna CTp.
Tao0muia TalJI.
TexHuuecKkue ycaoBus TY
Texaudeckue TpeOOBaHUS TT
Tak nanee T.1.
Tomy nogo0OHOe T.11.
Thicsua TBIC.
YTBepaun V1B *
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Ecnmu B TekcTe MOKyMEHTa MPHUBOIAT JMAMA30H YHCIOBBIX 3HAYeHU (u-
3MYECKOW BEIIMYUHBI, TO OOO3HAUYEHWE CIUHUIBI (PU3HUECKOW BEIWUYUHBI
YKa3bIBA€TCS TIOCTIE TIOCIEIHETO YHCIOBOTO 3HAUCHUS TUAIa30Ha.

IIpumepsnr:

1.01 10 o 20 kB.

2. Ot mmoc 350 no mroc 600° C.

[TpuBoasi HaWOONBIIME WM HAUMEHBIINE 3HAYCHUS BEIWYUH, CICTyeT
MIPUMEHSITH CJIOBOCOUYETAHUE «IOJDKHO OBITH HE OoJiee (He MEHEe)».

PexoMeHaanum no moAroToBKe J0KJIa/1a HA 3a1UTY KyPCOBOi PpadoThI

Pexomenyemblit 00beM - 5-6 JIMCTOB MAIIMHOMKUCHOTO TEKCTa B (hopmare
Word, pasmep mpudTa 14, noayTopHbI HHTEPBAJL.

UToObl MaKCHMAJIBHO TOJHO W YETKO OTPa3uTh COJACPKAHHE KypCOBOU
paboThl, U B TO K€ BpPEMS YJIOKHUTHCS B JKECTKUU JIMMUT BPEMEHH, OTBEIICHHBIN
JUTSL BBICTYTUICHUS, PEKOMEHTYEeTCS :

1. CKOIMUPOBaTh M3 KYpCOBOM pabOThl BBEACHHWE U 3aKIIOUYCHHUE W,
UCIIONIB3YS UX, KOMIIOHYEM peyb IO CICAYIOIICH cXeMe:

«Yeaoicaemvle unenvt Komuccuu, eauiemy GHUMAHUIO NPeONAZAemMcs
Kypcosas padoma Ha Memy: «...».

Tema mumeTcs MOJHOCTHIO, Kak OHAa ObuTa yTBepkjaeHa Ha kadenpe. Ecmu
NPUCYTCTBYET MPAKTUYECKUM pasziesl, 00s3aTeIbHO YINOMHHAETCS, Ha TpUMeEpe
KaKOTO TIPeANpUsITHs, CyObeKTa U T.11. [Ipumep:

«Pa3pabomka cucmembvl ynpagieHus pexKiAMHON O0eAmeabHOCHbI0O HA
npeonpuamuu (na npumepe OAO «TpaucllpomCovim»)».

2. ITotom u3 BBeAeHUs 1-2 ab3aiia BCTYIJICHUS K TEME: TEKyIasi CUTyalus B
CTpaHe W MHpe, TMOIHATHE MPOOJIEMAaTUKH, COOTBETCTBYIOIIEH TemMe padoThI.
[Tpumep: «... BoT mouemy TeMa Moeil KypcoBoil pabOThI TOCTATOYHO aKTyalbHA B
HACTOSIIIEE BPEMS/B COBPEMEHHBIX YCIOBUSX. ..»

3. Ilotom 1ienu 1 3aauu (M3 BBEACHUS, MOKHO TTOJACOKPATUTB).

4. OOBEKT U CYOBEKT HcClieIoBaHMs (€CIIM €CTh), MCTOYHMKU WH(pOopMaImw,
METO/IbI, HCTIOJIH30BABIIIUECS MPU HATUCAHUU PAOOTHI (M3 BBEACHHS ).

5. Ecou Temoit kypcoBoW pabOTHI SIBISACTCS TeMa SKOHOMHYECKOW WU
OyXranTepcKOil HaMpaBICHHOCTH, MOXHO TYT >K€ BCTaBUTh XapaKTEPUCTHUKY
00BbEKTa HCCIICIOBAHHMS W KpPaTKUH aHallu3 €ro XO3SUCTBEHHON eATECIBHOCTH,
XOTsI 0OBIYHO ATO BCE OIMHUCHIBAETCS BO 2-3 TIIaBe.

6. «Most KypcoBasi paboTa COCTOHMT W3 BBEJICHHS, 3-X IJIaB, 3aKIIOUYCHMUS,
CIIUCKA JTUTEPATYPHI», KPATKOE OMUCAHUE KAXKION YacTu paboThl (M3 MIIaHa).

7. «B mepBoil rimaBe pabOTHI s paccMOTpen(a) TEOPETHUECKHE ACIICKTHL...
MIOCMOTPHUTE, TOKAIYHCTa, PUCYHOK | pazgaTouHoro martepuaina (ciaiaa)»

8. «Bo BTOpOii TiIaBe MHOIO OBUIM TMPOAHAIM3UPOBAHBI ... PE3YJIBTATHI
aHanM3a BBl MOXKETE YBUIETh B TaOimie 3 pa3gaToOuyHOTO Marepuana (ciaiina).
Bblu packphIThI clieIyIonIue MpoOIEMBI. . . »

9. «B pe3yibTare C LEJIbIO paspenieHus BBISIBJIEHHBIX
po0IeM/COBEPIIEHCTBOBAHMS JCSATENBHOCTU... B TPEThEHW TJaBe MHOKIO Oblia
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IpeIoKeHa METOAMKA/BBIIBUHYTHI MPEII0OKEHHS/BHICKa3aHbl PEKOMEHIALINH ...)»
CHOBA CChUIKA Ha pa3aTOYHbIN MaTepuan (ciaiiabl), €CIu TAKOBOU UMEETCSI.

10. «B cBs31M co Bcem cka3zaHHBIM HAcToOsIas paboTa UMeeT MPaKTUIECKOe
3HAYeHHE ... Pe3ynbTaThl MPOBEACHHBIX HCCIEAOBAHUN/TIONOXKEHUS METOIUKH
MOTYT HCIIOJIb30BATHCSA B JACATEILHOCTH MPEANPHUATHSI/OTBETCTBEHHBIX OPTAHOB. .. »

11. «Crynent(ka) (®amunusa Ums OTyecTBO) OKIAT IO KYpCOBOM padoTe
Ha TEMY: «...» 3akoHumi/a. Cnacubo 3a BHUMaHue!

Korma Ha 3amury kypcoBoii — paOoThl TpeOyercs BBIHOCUTH MHOTO
pa3gaToOvYHOro MaTepuala (Yaile BCero 3TO MPOMCXOAMT C KypcOBOW paboToi c
OOJBIINM PAKTUUECKUM PA3AETIOM), TOKIAJ CTPOUTCS HECKOIBKO MO-HHOMY.

bepytcsi campie kpacuBbie W WH(GOPMATHBHBIE PHUCYHKH W TaOIUIBl B
NOTPeOHOM KOJMYECTBE, KOTOPHIE COMMPOBOXKIAIOTCS COOTBETCTBYIOIUM TEKCTOM
U3 KypcoBOil pabOTHI, IOTOM y)€ B Hadalleé «IpPUCTPAaWBACTCS» BBEJCHHE, a B
KOHIIE 3aKJIIOUEHHUE.

Ecnmu TpeOyroT peub 04eHb KpaTKyro, He 00jee S MHHYT, CTPYKTYPY paOOThI
(«B moeili paboTe TpH TIaBHL...») TMPUXOIUTCS HE O3BYUHBATh, & CpPa3y Ha3bIBAThH
el W 3a/aYd, XapaKTePUCTHKY COCTOSIHHS TPOOJIEMbl/aHAIN3 MPEAIPHUSTHS
00pHCOBaTh KPATKO MO KaPTHHKAM U MEPEUYUCITUTHh CBOM MPEJIOKESHUS 110 TPYTHM
KapTHHKaM.

Temm peun y KakII0TO pa3HbIH, HO B CpPEIHEM NpU HAMTUCAHWH JIOKJIa/a Ha
3aIUTY CIAEAYeT OPUEHTUPOBATHCS MO 00BEMY cieayroluM obpazom: 1 crpanuna
- 2 MUHYTBI PEUH.

VY1006HO 0OBIMHO CHayasia JenaTh B OJHOM JOKYMEHTE pedb BMECTE C
KapTUHKaMH, 4TOObI Obljla BUJHA JIOTHKA U3JIOKEHUS, a YXKE MTOTOM UX Pa3AelsioT
Ha JIBa JOKYMEHTa: COOCTBEHHO pPeub U WUIFOCTPALUH (CIaiibl).

Pexomenmanuu o ¢popme u cogep:KaHNM WLTIOCTPATUBHBIX MATEPUAJIOB LISl
nyOJUYHON 3a1IUTHI KyPCOBOil pPadoThI

Hamnyumum  BapuaHTOM  cleyeT CYUTaTh BapUaHT  MOJATOTOBKH
NPEe3CHTAIlMd C HCIOJIb30BAHUEM COBPEMEHHBIX KOMIIBIOTEPHBIX CPEJICTB
MyJIbTHMeIna,  Hanpumep, B cucteme Microsoft Office,  mporpammmubIit
npoaykt PowerPoint.

[Ipy mMOATOTOBKE TMpE3CHTAlMM Ha KOMIIBIOTEPE CTYACHTY CJIEAyeT
M03a00TUTHCSI O TOM, YTOOBI YJICHBI KOMUCCUU U BCE MPUCYTCTBYIOIINE HA 3aIUTE
MOTJIM Pa3rJIAIeTh TO, YTO OH TIOKa3biBaeT Ha dKkpaHe. O4eHb yacTo MHGOpMAIIHS
MPEICTaBlICHa OYCHb MEJKO, B PE3yJbTaTe IUIOXO Pa3IUYUMBI Jlaxke Tpadukud u
PUCYHKH.

[Ipy MOATOTOBKE WIITIOCTPAIMOHHBIX MaTEpHAIOB OOMUM TpeOOBaHHEM
SBIIIETCS aKKYPaTHOCTh M TPAMOTHOCTD BBITIOJTHEHUSI BCEX BHIHOCUMBIX Ha 3aIIUTY
Tabiui, puUCYHKOB, rpadukoB, ¢opmyn u Haanuceid. Coaep:kaHue
WUTIOCTPAUMOHHBIX  MATEPHAJIOB  JOJKHO CTPOr0  COOTBETCTBOBATH
COJIePKAHUI0 PAOOTHI.

Bcerna mnpuBercTByeTcs, €ciM Ha TEPBOM WILTIOCTPATUBHOM  ClIal[e
CTYJCHT YE€TKO TMOKAa3bIBa€T TEMY HcclieoBaHUs (paboThl); HAYUYHYIO MPOOJeMy
WIM TN W 3aJadd  HWCCICMAOBAaHMS, METOJIBI HWCCICIOBAHUS;, pE3YyIbTaThl
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MCCIIeIOBAHUSI, BBIHOCUMbIC Ha 3alIUTY; JAHHbIE 00 OMyOJIMKOBaHHBIX paboTax Mo
TEM€ UCCJICIOBAHUS U pealn3aiuu paboThl Ha IPAKTUKE (€CJIH €CTh).

[locnenyronme  WUIIOCTpAMA  Pa3sMEMIAIOTCS  MOCJIEAOBATENBHO B
COOTBETCTBHHM CO CTPYKTYpOHM JokKinana, 0e3 HEOXKUAAHHBIX JUIs CIyluaTeneu
MEepPEeX0/I0B B XO/€ JI0KJIaa OT NEPBBIX CIANI0B K MOCIEIHUM, U HA00O0POT.

NnntoctpaTuBHBIE ~ MaTepHalbl  CIEAYET  pa3MellaTb  JOCTATOYHO
HACBHIIIIEHHO, HE CO3/1aBas BIECYATJICHUS 3HAYUTEIHLHOTO 00BEMa BBIMOJHEHHBIX
paboT KOJWYECTBOM TNIPEACTABICHHBIX claiaoB. Ha cnalimax, mpexiae Bcero,
JIOJDKHBI  OBITh MaTe€pHalibl, JOKa3bIBAIOIINE HOBU3HY HCCJIEAOBAaHUS aBTOpA:
OpUTHHAJIbHBIE CXEMbI, TpapuKU M KapTOrpaMMBbl, HCIOJb30BAHHBIE CTYJIECHTOM.
IIpn sTOM cieayeT OTKa3aThCs OT BBIHECEHMS HA CJANAbl XOPOIIO HM3BECTHBIX
3aBUCUMOCTEH, 3aKOHOB, OOIICPUHATHIX (POPM 3alKcu MaTeMaTUYeCKuX (Gopmy
U T.10.

19



Ipunoxenue A
O6pazen; opopMiieHUs] TUTYJIBHOTO JIUCTA

I'AOY BO «/larecTaHcKHUi#l TOCy1apCTBEHHbIN YHUBEPCUTET
HAPOJHOI0 X035ICTBA)

DaKyabTeT IKOHOMUKH U YIIPABJIECHUSA
Kadeapa «MeHex:kMeHT»

Hanpasienne 43.03.02 Typuszm
Hpodunias «TexHomorus v opraHu3alms IKCKYPCHOHHBIX YCJIYI»

KYPCOBAA PABOTA
no AucumIvinie «CTparern4ecKuid MEeHeIKMEHT B TYPH3Me»

TEMA: Crpateru4yeckoii ynpapjieHHMe IEPCOHAJIOM B TYPUCTHYECKOM
KOMIIAaHUH

PYKOBO/JIMTEJIb bekos Pycnan bacuposuy
BBITIOJTHAJI Mytaes 3ayp Marome1oBuy
IIINOP I'PVYIIIIbI 4 Kypc 1 rpymmna
Kypcosas pabora IIpoBepena u IIpoBepena nociie [IpoBepena u
CIaHa PYKOBOJUTEIIO | BO3BpAIllCHA Ha JTOpabOTKU 1 JIOTIyIIEeHA K 3aIIUTe
Hara TO0pabOTKy JIOTYIIIEHA K 3alIUTe Hara
Tloamuce [ara Jara IMoamuce
Tloamuce IMoamuce

JlaTa 3ammuThl KypcoBOH pabOTHI
OTMeTKa 0 3alIuTe

Peuensusi pykoBoaureis

IMoanuce 3aB. kadeapoi

Maxaukaja — 2021 r.
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