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1. HEJIX U 3AJAYHU OCBOEHUA JUCIHUITJIMHDbI

Hemn: IloaroroBka OakanaBpoB BbICHICH KBaJU(pHUKAIMK B OOJACTH  OpTraHU3ALNH
JOKYMEHTAITMOHHOTO O0ECTICYeHHs YINPaBICHYECKON NEeATeNbHOCTH YUPESKICHUN KYyJIbTYpBHI.
Kypc HameneH Ha TEOPEeTHUYECKYI0O M TPAKTHYECKYIO TIOATOTOBKY HAydUTh OyIymIux
CHELHATUCTOB paboTe ¢ JOKYMEHTaMH, COCTABISIOUIMMH JESATEIBHOCTh COBPEMEHHOIO
YUPEKACHUS KyJIbTYphl, BOSHUKAIOIIMMH B MIPOIecCce MPUHATUS U peaTu3alliy yIIPaBICHUECKUX
[S11(S317178

3amaun:

3HaTh OCHOBBI [ICJIOBOM KOMMYHHUKAI[MH, OCOOCHHOCTH €€ OCYILECTBJICHUS; OCOOCHHOCTH
COBPEMEHHBIX KOMMYHUKATUBHO-IIParMaTU4YEeCKUX TPAaBUI U OSTHKH PEYEBOTO OOIICHHS.
OCHOBHBIE MEXAHU3MbI U METOBI (POPMHUPOBAHUSA UMHJIKA JEJIOBOTO YEJIOBEKA.

OcCymiecTBISITh ICTOBbIE KOMMYHUKAIIMH, aHATU3UPOBATh IIEJIM U 3aJa4d TMpoIiecca OOIICHUs B
Pa3IUYHBIX CUTYalUAX MPOdECCHOHATHHON KU3HU.

3HaTh OCHOBHbBIE IIOHATUS TBOPYECKO- MPOM3BOJICTBEHHON JEATENBHOCTH PaOOTHUKOB
YUPEKACHUN KyJIbTYpbl, OCHOBHBIC II€NH, 3aJaud, BHUJbI, (POPMBI, TEXHOJOTHH TBOPUYECKO-
IIPOM3BOJICTBEHHOH JI€ATEILHOCTH paOOTHUKOB YUPEXKICHUH KyJIbTYpBI.

YMeTbiaBaTh OIICHKY CTPYKTYpE M COJIEPKAHHUIO pa3padOTaHHBIX TBOPUYECKUX MPOEKTOB.

Brnaners HaBBIKaMU IUTAHUPOBAHHS TBOPUYECKO- MPOU3BOICTBEHHOHN JAEATEIEHOCTH PAaOOTHUKOB
YUPEKACHUN KyJIbTYphl; OLEHOYHBIMH CPEICTBAMH CTPYKTYPBI M COJEpKaHUs pa3pabOTaHHBIX
TBOPYECKUX IIPOEKTOB.

2. MECTO JUCHMIIJIMHBI B CTPYKTYPE OIIOII BO
Jucuumiuna «/lokymMeHTOBeeHHe H 1eJIONPOU3BOJACTBO B PeKHCCype TeaTpaJiu30BaAHHbBIX

npeacTaBJjeHuil» Bxoaut B coctaB bioka 1 «/Iucoumiauebl (Moay/aM) mo BbIOOPY» U
OTHOCUTCS K 4YacTH, QOpPMUPYEMOH yJaCTHHKAMHU oOOpa3oBaTEeNbHBIX OTHOIICHUH TIO
HAIpaBJIEHUIO TOJATOTOBKM Pexnccypa TeaTpalv30BaHHBIX MPEICTABICHUW M MPa3AHUKOB,
npodunb: Pexuccypa ¥ OPOJAKIIH-TEXHOJIOTHMH B TeaTpaIM30BaHHBIX IPEICTABICHUSIX.
Hucuunnuna ««/JlokymMeHTOBe/IeHHe H 1eT0NPOU3BOACTBO B PEKMCCYyPe TeaTPAJIN30BAHHBIX
NpeACTABJIeHUI» M3ydaeTcs B 8 ceMecTpe O4Horo otneieHusi, B 10 cemectpe 3a04HOrO

OT/IEJIEHHUS.

BxogHple 3HaHUS, YMESHUS M KOMIICTCHIINH, HCOGXOHHMBIG JJIA U3YYCHHUA JAHHOI'O KypcCa,

d)ODMI/IDVIOTCH B ITPpONECCC U3YUYCHHUA TaKUX NUCIHHUITINH, KaK

Pexuccypa B TeaTpanu3oBaHHBIX MIPEACTABICHUIX, UCTOPUS U TEOPUs MPa3IHUYHON KYJIbTYpHI,
Mys3sika B TII, Texnuka u rexnonorus cuensl, Cuenorpagus, Cnempddexrsr B PTII, Mcropus u
TEXHOJIOTHSI TPOM3BOJICTBA B KHHOMHAYCTpUM, TexHuueckue cpenactsa B TII, Pexuccypa

cBeToBbIX TexHonoruit B TII, MH)XEHEPHO-TOCTAaHOBOUHBIE Pa0OThI, IIUPPOBbIE MPOEKLIHOHHBIE



TCXHOJIOT'HUH, CueHapHoe MacCcTEpCTBO, MCTOAHKA pa6OTBI C HCIIOJITHHUTCIEM H KOJIJICKTUBOM,

NpaKkTUKa YueOHas: 03HAKOMUTENbHAs, IPAKTUKA Y4eOHas: TBOpUeCcKast

B pe3ympTare OCBOCHHS JIMCIUILIMHBI (bODMI/IDVIOTCSI 3HaHUA, YMCHHIA H HAaBBbIKH,

HGO6XOI[I/IMI>I€ JUIA M3YUYCHUA CICAVIOMNX AUCIHUIIINH U ITPOXOXKACHUA ITPAKTHUK:

Pexxuccypa TeaTpaniM3oBaHHBIX NPEACTABICHUN W Mpa3gHUKOB, (OCHOBBI MPOIIOCEPCKOrO
MacTepcTBa B TeaTPAIIM30BAHHBIX IMPEICTaBICHUIX W Mpa3nHuKax, [lcuxomorusi TBopyecTBa B
TeaTpain30BaHHOM NPEACTaBICHUHU, YTIpaBlIEHHE MPOEKTaMU B c(epe KyNbTyphl, MPaKTHKa

HpOI/I3BO,Z[CTBeHHa$IZ TBOpUYCCKas, Focy;[apCTBeHHaﬂ HUTOroBasa arTcCTanus.

B3auMocBsa3e  kypca ¢ apyrumu  gucimmuimHamu  OOIl  crmocoOcTByeT miiaHoMepHOMY
(GbopMUPOBAHNUIO HEOOXOTUMBIX KOMIETCHUUH U YriayOJIeHHON TMOATOTOBKE CTYAEHTOB K
PELICHUIO CTIeNHaIbHBIX MPAKTUYECKUX MPO(EeCcCCHOHANBHBIX 3a/1a4.

3.KOMIIETEHIIMH OBYYAIOHIEIOCsaA, ®OPMHUPYEMBLIE B PE3YJIbTATE
OCBOEHMS JNCHHUAIIVIMHBI
[Iporecc ocBOEHMS TUCIMITIIMHBI HAaIlpaBiieH Ha (JOPMUPOBAHUE KOMIIETEHIIHI B COOTBETCTBUU C

®I'OC BO u OIIOIT BO no ganHOMY HamnpaBJiIeHUIO MOATOTOBKHU (CHEIMaIbHOCTH) Pexxuccypa
TeaTpaJIn30BaHHbIX IMPEACTABICHUNH M Mpa3IHUKOB, Hpodmib: Pexuccypa M NpoaakinH-
TEXHOJIOTUM B TeaTPalIM30BaHHBIX NpeACTaBiIcHUAX. Ilepeuensv naanupyemvix pe3ynbmamog

o00yuenusn no oucyunaune (M0oysio)

Kon U Ilnanupyemblie pe3ybTaTbl 00Yy4YeHHS,
Nuauxkaropsl X
HaumenoBanue . COOTHeCeHHbIe c HHIMKATOPAMHU
. KOMIIeTeHIHi .
KOMIIeTeHIH AOCTHKEHHUSI KOMIIeTEeHI Uit
YK-4  Cnocoben YK-4.1 3akioyaer 3HaTh: OcHOBBI JIeJI0BOM
OCYIIIECTBIISATh KOHTPAKThI C KOMMYHHUKAIIIH, 0COOEHHOCTH ee
hi (S (0):3% ) MOAPSAYNKAMHU C OCYIIIECTBIICHUS B YCTHOM U
KOMMYHHKAIUIO cOOMI0ICHUEM NUCbMEHHOW (opMax Ha pPYCcCKOM U
B YCTHOHW H 3aKOHO/IATENbCTBA B WHOCTpaHHOM  (BIX) s3bIKE (ax). -
IIMCbMEHHOU 00JIaCTH  aBTOPCKOTO OCHOBHBIE THUIIBI
¢opmax Ha TOC.| mpaBa HOpM COBPEMEHHOT'0 pyccKoro
SI3BIKE PO " JUTEPAaTYpPHOIO  SI3bIKAa; OCOOCHHOCTH
MHOCTPaHHOM  (BIX) | VK-4.2 Ymeer COBPEMEHHBIX KOMMYHUKaTHBHO-
SI3BIKE (ax). paborate B KOMaHE, [IparMaTU4eCKUX IMpPaBWI U OTUKHU

YOPaBIATh KOMAaHI0U

YK-4.3
b1 (21 (0):10)

BJIAJICET

KOMMYHUKalUEH,
COBpPEMEHHBIMHU
digital

pedeBoro OOLICHUS. - TIPABUIIA JAEIOBOTO
9THUKETa U IPHEMBbI COBEPLICHCTBOBAHHS
rOJIOCO-PEYCBOIl TEXHUKH. - OCHOBHBIC
MEXaHU3MbI U

¢dopmupoBaHus

MECTOABI MU IKa

JACJIOBOTI'O YCJIOBCKA.




UHCTPYMEHTAMHU  JUIS
KOMaHTHOH  paboThI

HaJ
cdepe KyabTypbl

OpOeKTaMHU B

VK-4.4 - Bnaneer
CHUCTEMO HOPM
PYCCKOT0 JUTEpaTypHOTO
A3bIKa, POJHOTO f3bIKA U
HOpPMaMU HWHOCTPaHHOIO
(-b1x)  s3pika (-OB);
CIOCOOCH JIOTHYECKH H
TpaMMaTH4YCCKU BCpHO
CIpOUTL  YCTHYIO U
MUCHbMEHHYIO PeUb

Ymern: Ocy1iecTBAsITh JIEJIOBBIE

KOMMYHUKAaIUH, B YCTHOM 51

NUCHbMEHHOW (opMax Ha PYCCKOM H

WHOCTpaHHOM  (bIX) si3bIKe (ax). -
OIlCHUBaTh CTemneHb A(hPeKTUBHOCTH
oOuieHus, ornpeaensis MPUYMHBI

KOMMYHHKATHBHBIX yJIad ¥ HeyJad;
BBISIBIISITh M YCTPAHITh COOCTBCHHBIC
peveBbIe OLTUOKH. -

CTPOUTH BBICTYIUICHHE B COOTBETCTBHH C
3aMBICIIOM PE€YH, CBOOOJHO IEpPIKATHCS

nepes  ayauTOpUeH,  OCYIIECTBIATh
o0paTHy0 CBSI3b c HEIO. -
aHAJIM3UPOBATH LEJH U 33/1a4M Ipolecca
OoOLmIeHUs B  Pa3MYHBIX CHUTYalUAX
npodeCCHOHAIBHON KU3HH.

Baanern: Haprikamu bi (1 (0):10)%1

KOMMYHUKAIUU B YCTHOM U IUCBMEHHOU
dopmMax Ha PYCCKOM U HHOCTPAHHOM

(p1x) s3eIKe  (ax); - cmocobamu
YCTaHOBJICHHSI KOHTaKTOB u
NOJJICpXKAHUS ~ B3aUMOJICHCTBUS B

YCIIOBHSX TIOJHMKYIBTYPHOW CPEIIBI;
WHOCTPaHHBIM(MH)  SI3BIKOM(aMH) ISt
peanuzanuu npohecCHOHABLHOM
JESITEIILHOCTH U B

CUTYAIIUSIX TIOBCETHEBHOTO OOIICHUSI.

[IK-6 CnocoGHOCTh
IUTAHUPOBATD u
pa3pabaThiBaTh
ClLeHapuu
JIOCYTOBBIX
MEPOIIPHUATHH,
OCYIIECTBIISATh
JOKYMEHTAIMOHHOE
obOecrieueHne W WX
IIPOBEJICHUSI.

[TK-6.1 - 3HAeT
QITOPUTM  CO3JIaHUs
YCHEWHBIX IPOEKTOB
B cpepe KyIbTYpPbI
[IK-6.2 - ymeer
pabortath c
JIOKYMEHTalUe
IIPOEKTOB

I1K-6.3 — koopauHUpyeT

paboty co BCEMU
ciyxbaMu B paMKax
TBOPYECKO-
IMOCTaHOBOYHOM,
(uHAHCOBOH,
aIMUHUCTPATUBHOM,

3HaTb: OCHOBHBIE TIOHSATUSI TBOPUYECKO-
MIPOU3BOJICTBEHHOM e TeIbHOCTH
paOOTHHUKOB  yUpEeXJICHHI

OCHOBHBIC IICNTH, 3aJla4H, BUIBI, ()OPMBI,

KYJIBbTYpHI;
TEXHOJIOTUHU TBOPYECKO-
IIPOU3BOJCTBEHHOMN JeATEIIbHOCTH

pabOTHUKOB YUPEXKICHUH KyJIbTYpPHI.

YMmern: Brioenars rJIaBHOE u
BTOPOCTETICHHOE B TBOPYECKO-
MIPOM3BOICTBEHHOMN eITEIbHOCTU
pabOTHUKOB  YUPESKIECHUN KYIBTYPHI;
JlaBaTh OLICHKY CIpYKTYypeE 51
COJIEPIKAHUIO pa3paboTaHHBIX
TBOPYECKUX MPOEKTOB.

Baanern: HaBpikamuniiaHupoBaHus




MapKETUHIOBOI TBOPYECKO- IIPOU3BOJCTBEHHOMN

JESTEIILHOCTH NEeSITeIbHOCTH PaOOTHUKOB  YUPEKICHUN
IOPOJIOCEPA  MACCOBBIX | KYIbTYPBl;  OLEHOYHBIMH  CpPEACTBAMHU
MEPOIPUATHN CTPYKTYpPBI U COJEpKaHHs pa3pabOTaHHBIX

TBOPYECKUX MPOEKTOB.

4. CTPYKTYPA U COAEPKXAHUE JUCHUIIVIMHBI (modyna)

4.1 O6vem oucyunaunst (Mo0oyns)

O0beM (00mIasi TPyIOEMKOCTh) AUCHUILIMHBI «JlOKyMeHTOBeleHHe W 1eJONPOU3BOJACTBO B
pe:kuccype TeaTpaju30BAHHBIX MPeACTABJIEHMIN» 11 O4HOU (GOPMBI 00YyUEHHUST COCTABISIET 2
3.6., 72 aKkaJieMUYECKUX Yaca, U3 HHUX KOHTAaKTHBIX 34 akam4., CPC — 38 akam.4., dpopmsl
KOHTpoJs 3aueT. J{ns 3aouHON (hopMbl 00ydeHuss — 2 3.e., 72 aKaJeMHUYECKUX Yaca, U3 HUX
koHTakTHBIX 10 ak.uac., CPC — 62 akaz.4., GopMbl KOHTPOJIS 3a4eT.

4.2. Cmpykmypa oucyuniaunsl 013 04HOU Hopmbl 00yUeHUA.

@DopMBI  TEKYLIEro
Bust y4eOHOM paborer*, | KOHTPOJLI
BKJIIOYAs camocTosTeNbHyo | YCTIEBAeMoCTH (1o
paboty CTYICHTOB HeoelsaM cemecmpa)
U TpymoeMKocTh (B wyacax)/ ¢ dopma
a3aHUEM 3aHATUH, TPOBOIUMBIX o
No yK » TIPOBOA IPOMEKYTOUHOM
Tema/Pazzen B MHTEPAKTUBHBIX opmax aTTecTAINN (no
/T |IACIUTLTAHBI cemecmpam)
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Pazoen I.Cmpykmypa u ucxoounvie noHamus 0e10npPouU3800Ccmea
1 BBenenue (mpeamer, | 8 | 1 2 [IpakTnueckoe
coJiepKaHue, 3a/1aun 3a/laHue -
Kypca) Pa3paboTaTh cxeMmbr:
«/loxyMeHT u ero
2 JHenonpousBoactso, ero | 8 | 2 2 DyHKIHI,
3aKOHO/ATEIbHOE u «Knaccuduxanms
HOPMAaTHUBHOE IPAaBOBOE JIOKYMEHTOB 110
peryimpoBaHue. IIpu3HaKam»
Hcropus
OTEYECTBEHHOTO
JEJIONPOU3BO/ICTBA
3 JloxymeHT, ero|8 |2 2
byHKIHH. Cucrema
JIOKYMEHTaIUH.




YHaudukanus u
CTaHIapTH3AIHS B
JIEJIONIPOU3BO/ICTBE.
Knaccudukanus
JIOKYMEHTOB

Pazoen II. Tpeboseanua «k ogopmiaenuro  ynpasienvyeckKux

OOKYMEHMO06 6 meampanbHoil 0eameabHoOCmu

4 Oo6mue HOPMBI ul|l8 |2 4 HpaxTiieckoe
npaBuia  O0(hOpMIICHUS SAIARIC i
JOKYMEHTOB. fI3pIK U Odopmnenue
- EITOBOTO TEKCTOB JIOKYMEHTOB
JIOKyMEHTa

5 bitanku 1OKyMEHTOB 8 |2 2

6 @opmynsp JOKyMeHTa | 8 |2 2 [IpakTrueckoe
U €r0 COCTaBHBIE YacTH 3agaHue - 0hOpPMUTH

CXeMBl  OCHOBHBIX

7 CocraBnenue u8 |2 2

o0pa3ioB
odopmiieHne
YIPaBJICHUYECKON
JTOKYMEHTAaIuu B cdepe
KYJIbTYpPbI

8 Odopmnenue 8 |2 2
OpraHU3aIMOHHO-

MPABOBBIX TJOKYMEHTOB

9 Odopmiienue 8 |2 2 [IpakTuueckoe
pacnopsaAuTeNbHBIX 3a/1aHue -
JIOKYMEHTOB Pazpabotare mpoext
YUPEXKIEHUS KYJIbTYpPbI npruKaza Ha 0y

TeMy

10 | Odbopmiienne 8 |2 2
nH(pOpMaIMOHHO-
CIPAaBOYHBIX
JIOKYMEHTOB

11 | HdenoBas u|8 |2 2 [IpakTrueckoe
KOMMepUecKast 3a/1aHue -
IepenuckKa Hanucanue 51

oopmienue
JIEJIOBOTO MHChMA.

12 | Odbopmiienne 8 |2 2 PaspaboTaTtb 1
JTOKYMCHTOB o odopmuUTb
JUYHOMY COCTaBy no pTd)on Mo.

Pestome, moprdonmo

13 | [loaroroBka n'8 |2 2

o0cy>)KHBaHUe




COBEILAHMI B

TE€ATPAIBHOMN

NEeSITEIIbBHOCTH

Paznean 111. Opzanuzayusa pabomer ¢c 0okymenmamu

14 | Joxymentoobopor u (8 |2 2 Ilpaxmuueckoe
€ro  opraHuzanus B 3auamue -
YUPEXKJIEHUHU KYIbTYpPbI CocTaBuTh

15 | Perucrpanus 8 | ! 2 HOMCHIGIATYPY ACH

OpTraHu3aIuu u
AOKYMCHTOB o0pa3ilbl OCHOBHBIX

16 | CocraBneHue 8 |2 2 MOKYMEHTOB AT
HOMEHKJIATypbl JIeNl U 1epenadun Ha
IOITOTOBKA XpaHEHUE B apXUB:
JOKYMEHTOB K caade B dbopMy omucH, JHCT-
apXxuB 3aBEPUTEI.

17 | Texuuueckue cpencrtsa, |8 |2 2 Odopmuts
UCIIOJIb3YEMBIE B OCHOBHBbIE  00pa3IIbl
nenonpousBoactse.«1C: JIOKYMEHTOB
Teatp» — 310 nH(pOpMaIMOHHO-
MPOTPaMMHBINA MTPOTYKT, MOMCKOBOM CHCTEMBI
MpeaHa3HAYEHHbIN 15
ABTOMATU3AINH
yIpaBIeHUS
JESTEIIbHOCTBIO
YUPEXKIEHUS KYJIbTYpPbI

18 | Odopmnenue TpynoBsix | 8 |2 2
OTHOILLEHUN B
YUPEXKIECHUAX
KYJIBTYPBI
3auem 8 | 34 38
Jlnst 3a04HOM (OpMBI 00YUEHUs

Busr yaeOHOH paboThI*, PopMel - Tekymero
BKJIIOYast CaMOCTOSITENIbHYIO KOHTPOIIA
No YCIEBAEMOCTH (N0
Tema/Paznen padory CIYACHTOB | o denan cemecmpa)
/M |UCIHTLTHEEL U TpyIOeMKoCcTh (B wyacax)/ ¢

Cemectp

YKa3aHHUEM 3aHATHH, TPOBOAUMBIX
B MHTEPAKTUBHBIX (hopMax

dopma
IIPOMEKYTOUHON

aTTeCcTaIuu (no
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Pazoen I.Cmpykmypa u ucxoounvie noHaAmMuUA 0€10nNPOU3B00CHEA

1 BBenenue (mpeamer, | 10 | 2 2
collepkaHue,  3aJauu
Kypca)
2 Jlenonpoun3BoICTBO, 10 2
€ro 3aKOHOJATEJIbHOE U
HOPMaTHUBHOE MPaBOBOE
perynupoBaHue.
Hcropus
OTEYECTBEHHOTO
JEJIONPOU3BO/ICTBA
3 JloxymeHT, ero | 10 4
GyHKINH. Cucrema
JIOKYMEHTAI1H.
Yaudukamms u
CTaHapTU3AIA B
JIEJIONPOU3BO/ICTBE.
Knaccudukamms
JIOKyMEHTOB
Pazoen II. Tpeboeanus kK ogopmiaenuto  ynpasieHuecKux

OOKYMEHmMO08 6 meampanbHoil 0eameabHoCmu

4

OO0mue HOPMBI u
npaBuia odopMieHuUs
JOKYMEHTOB. fI3bIK H
CTUJIb JIEJI0BOTO
JIOKyMEHTa

10

bnanku nokymeHTOB

10

DopMynsp JOKyMEHTa
U €T0 COCTaBHBIC YaCTH

10

Cocranenue u
odopmiieHne
YIPaBJICHUYECKON
JTIOKyMEHTaIuu B cepe

10

5 4

[IpakTnueckoe
3a/1aHHe -
Pa3paboTaTh cxeMmbr:
«/loxyMeHT u ero
byHKIANY,
«Knaccuduxamms
JIOKYMEHTOB 110
pU3HAKAM)

[IpakTrueckoe
3a/1aHue -
Odopmiienne
TEKCTOB JJOKYMEHTOB

[IpakTueckoe
3agaHue - 0hOpPMUTH
CXEMBbI OCHOBHBIX
00pasioB




KYJIbTYpBI

8 Odopmnenue 10
OpraHU3aIMOHHO-

MPABOBBIX TJOKYMEHTOB

9 Odopmiienne 10 [IpakTuyeckoe
pacnopsaUTeNbHBIX 3a/1aHue -
JIOKyMEHTOB Pazpaborars mpoekt
YUPEXKIEHUS KYJIbTYpPbI npuKaza Ha o0y

TeMy

10 | Odbopmiienne 10
nH(pOpMaIMOHHO-
CIPAaBOYHBIX
JIOKyMEHTOB

11 | HdenoBas u|lo|! [IpakTrueckoe
KOMMepuecKas 3a/1aHue -
TepenncKa Hanucanue

oopmienue
JIEIIOBOTO MHCHhMA.

12 | Odopmiienne 10 PaspaboTtaTtb 1
JIOKYMEHTOB o odopmMUTb
JUYHOMY COCTaBYy noptdoamno.

Pestome, moptdonmo

13 | ITogroroBska n| 10
o0cy>)KHBaHUe
COBEIIaHNHI B
TeaTpAIbHOMN
JESITEIIbHOCTH
Pasznean I11. Opeanuzayus pabomel c 0oKkymenmamu

14 | Hokymentoobopor wu |10 |2 Ilpakmuueckoe
€ro opraHuzauus B 3auamue -
YUPEKICHUU KYIbTYPbI CocraBuTh

15 | Peructpauus 10 HOMEHIIATYPY  AcT

OpraHu3aluu u
AOKYMCHTOB 00pasisl  OCHOBHBIX

16 | CocraBieHue 10 AOKYMCHTOB AT
HOMEHKJIATypbl 1€l U 1epeaadn Ha
MOJArOTOBKA XpaHCHHUC B AapXUB:
JIOKYMEHTOB K CJade B dopmy omucu, JIUCT-
apxuB 3aBCPUTCIIb.

17 | Texuuueckue cpencrsa, | 10 Odopmutsb
UCTIONIb3YEMBIC B OCHOBHBIE  00pasIbl
nenonpon3BoacTse.«1C JIOKYMEHTOB
:Teatp» — 31O nH(pOpMaIMOHHO-

MPOTPAMMHBIN




IIPOJYKT, IIOMCKOBOM CHCTEMBI
MpEeaHa3HAYEHHbIN 15
aBTOMAaTHU3aIuU
YIPaBJICHUS
JIeATEIIbHOCTHIO
YUPEXKACHUS KYJIbTYPhI

18 | Odopmiienne 10 2
TPYAOBBIX OTHOUIEHUI
B YUPEKICHUSIX
KYJIBTYPBI
3auem 10 | 10 62

4.3. Cooeporcanue pazoenos Oucyuniunbl

Pasznen 1.Cmpykmypa u ucxoonvie nonamus 0enonpou3eoocmea

Tema 1. BBenenue

OOBekT, mnpeaMer, WLEIW W 3aJa4yd, Hay4yHas M TPaKTUYEeCKas HaIlpaBICHHOCTb
JTUCLUUIUIMHBL, €€ POJIb B JEATEIBHOCTH YUPEXKACHUH KyNbTYphl; BUABI Y4EOHBIX 3aHSATHIA;
PEKOMEHAALNH TI0 CAMOCTOSITENILHON paboTe, KOHTPOJIb OCBOECHUS AUCLUILINHBI.

Tema 2. /les10npou3BOJACTBO, €r0 3aKOHOAATEJIbHOE 1 HOPMATHBHOE NIPABOBOE
peryaupoBanne. UcTopusi 0Te4ecTBEHHOT 0 1eJI0NPON3BOACTBA

JlokyMeHT Kak OOBEKT H3y4eHHs JAOKYMEHTOBEIEHHUS U JeJOoNnpou3BOjCTBa. Poib
JOKYMEHTa B KU3HHU 4elloBeKa u obOmecTBa. CTaHOBICHUE U Pa3BUTHE JTOKYMEHTOBEACHHS Kak
HAyYHOW JHCUUIUIMHBL. B3auMOCBSA3b JOKYMEHTOBEIEHHUS C JPYIHMMH YIPaBICHYECKUMU
TUCIUIUIMHAMU. PONb JOKYMEHTOBEIEHUS B COBEPIICHCTBOBAHMM TIPOIIECCOB YIIPABICHHUS.
HeoOxoaumMocTh perynnpoBaHus poiiecca J0KYMEHTOBEICHUS.

HopmatuBHo-nipaBoBas 6a3a menmonpousBoacTBa. denepanbHbiii 3aKk0H «O0 mHbOpMaIuy,
uH(popMaTu3zauud U 3ammre uHbopManum». ['ocyaapcTBeHHas cucTeMa JOKYMEHTAalMOHHOIO
obecrieuenus ympasienus (I'CAOVY). Enunas rocymapcTBeHHas CHUCTEMa JICJIONPOM3BOJICTBA
(ET'CJl). CoBpemeHHBIE TOCYIAapCTBEHHBIC CTaHIAPTHl, YCTAaHABIMBAIOIIME TPEOOBaHUS K
opopmiienuro gokymeHToB ['ocymapctBennblii cranmapT (I'OCT). «Cuctema cTaHIapTOB IO
uH(popmaruy, OMOIMOTEYHOMY M HM3/IaTEeIhCKOMY JAely. YTpaBieHHe nokymMeHTtamu. OOmue
tpeboBanus. [OCT P UCO 15489-1-2007». 'OCT P 6.30-2003 «YHudummpoBaHHbIe CUCTEMBI
JOKyMeHTanuu. TpeboBaHus K 0(OPMIICHUIO TOKYMEHTOBY». OOIEpOCCUHCKUN K1acCu(pUKaTOp
YOPABICHUYECKON  JOKYMEHTALUU (OKY ). Yuudukanuss W CTaHmapTH3alus B
JIEJIONPOU3BO/ICTBE.

Hctopusi o0TedecTBEHHOro JAENONpoOM3BOJCTBA. Jlemonpou3BoacTBO JlpeBHEpPYCCKOro
rocynapcrsa (X-XI, XI-XIV BB.). Jlenonpon3BoAcTBO JOPEBOIOLNOHHON Poccun:

I aran (XVI-XVII BB.) — npuka3Hoe AeTONPOU3BOJICTBO;
II aram (XVIII B.) — KOMIIJIEKCHOE JCIIOMPOU3BOICTBO;

I stan (XIX-#auano XX B.) — MUHUCTEPCKOE JEIOMPOU3BOJCTBO.




CoBpeMeHHOE IeTIONPOU3BOICTBO U €T0 MPOOIEMBI.
Ilpakmuueckoe 3anamue

Pazpabotarh cxembl: «J{okyMeHT U ero pyHKIuN», «Knaccuuxaiust JOKYMEHTOB 110
HpU3HAKaM»

Tema 3. JlIokyMeHT, ero pynknun. CucremMa J0KyMeHTalluu. Y HUpUKANUA 1
crangaprusanua. Kinaccudpukanus 10KkyMeHTOB

[Tonsitust «uHboOpManusa» U «IOKyMeHT». CBs3b MHGOpManuu U AokyMeHTa. DakTopsl,
BIIUSIOUINE HAa HHPOPMAIIMOHHYIO IEHHOCTh JOKYMEHTOB. 3aBUCUMOCTh IIEHHOCTH MH(OpMaLuu
OT TMOJIHOTBI, O0BEKTUBHOCTH, JOCTOBEPHOCTH, CBOCBPEMEHHOCTH MEPEIayl U IMOJTYICHUS.

Oynkuuu  pokyMmeHTa. HVHpopmanuvoHHas  (QyHKIMS — JTOKyMEHTa Kak CpEACTBO
3anevarieHuss U coxpaHeHus: uH(opmanuu. ConuanbHas (QyHKIUS nokymeHTa. KynpTypHas
¢GyHkuus nokymeHTa. KoMmMMyHMKaTHBHas (QYHKLUS JOKyMEHTa Kak CpEeACTBO Mepenadu
uHpopManuu. YrpasieHuecKas GyHKIMA U €€ 3HaueHHe B OpraHu3aluu ynpasieHus. [IpaBosas
¢Gynkuusa. OyHKIMS JOKYMEHTa KaK HCTOPUUYECKOTO UCTOYHHUKA.

[lonartue «cucrema jgokymeHTauumy». Kraccudukanmss cucreM — JTOKyMEHTAlUU.
OyHKIMOHANBHBIE CHUCTEMBl JOKyMeHTanuu. OrtpacieBble M BEAOMCTBEHHBIE CHCTEMBI
nokymenrtaiuu. [loHsatne «yHu(uUIUpOBaHHAs cHCTeMa JOKyMeHTauum». Pa3zpaborka
YHU(DUIUPOBAHHBIX CUCTEM JOKYMEHTAllMM - HOBBIM 3Tan B YHHU(UKALMK U CTaHIApTU3ALUH
JOKYMEHTOB. XapaKTePUCTUKA YHU(UIIUPOBAHHBIX CHCTEM JIOKyMEHTALINH.

Knaccugukanus nokymMeHTOB. JIOKyMEHTBI 1O BHJAM JAEATEIBHOCTU: OpraHU3allMOHHO-
pacnopsauTenbHble, MO (UHAHCOBO-PACUETHBIM ONEpaIsM, IO CHAa0XXEHUI0 M  COBITY.
OpraHu3allMOHHO-PacOPAIUTEIbHbIE JOKYMEHTBI: OPraHU3AaLMOHHBIE, PACIOpPSIUTENbHbIE U
cnpaBoyHO-UHpOpMannoHHble. CBA3b BHUJIOB JOKYMEHTOB U  (QYHKIMHA  yIpaBICHHS.
3aBUCUMOCTBH (POPMBI IOKYMEHTA OT €ro BHJA.

Hcnonp3oBaHue 3JEKTPOHHO-BBIYUCIUTENFHOW M JApPYrod TEXHMKM TIpu pabore cC
JOKYMEHTaMH U Ul NOCIEYIOIUX apXUBHO-CTATUCTUUECKUX UCCIIEI0OBaHUM.

Paznen 11.7pedosanus k oghopmnenuio opzanuzayuoHHo-ynpagienuecKux 00KyMeHmoa 6
YUpeKIeHHAX KYJIbTYPbI

Tema 1. O0mme HOPMBI U NMPaBUIA 0(POPMIICHUS TOKYMEHTOB. SI3bIK M CTHJIb /1€J10BOI0
JOKYMEHTA

Pa3zmepsr Oymaru, mnpuMeHseMble B JI€JIONMPOU3BOJCTBE. PasMmepbl TMojell JIeI0BBIX
nokymeHToB. Hymepanus ctpanun B nokymente. CriocoObl opopmiieHHs JaT B JOKYMEHTax.
CokpaiieHue CJI0B M CIOBOCOYETAaHWUN B TEKCTax JOKyMeHTOB. OdopmieHue B JOKyMEHTax
HanucaHus yucenl. Hanucanue B nokymeHTax ¢usnueckux BenuyuH. Hamucanue B JOKyMeHTax
mareMaTrueckux popmyin. Odopmienne TabnuIl 1 BHIBOJIOB.

SI3BIK U CTHIB J1EJ0BOro JOoKyMeHTa. OQopmiieHHEe TEKCTOB JOKYMEHTOB B AHKETHOW U
TpadapeTHbIX popmax.

HpaKmulleCKOB 3anamue

a) COKpaTI/ITb B MMPCAJIOKCHHBIX BapUaHTax CJI0Ba U CJIOBOCOYCTAHUS, HACTO BCTPCUACMBIC
B TCKCTaxX JOKYMCHTOB.

Bapuanr 1 Bapuanr 2




TO €CTh JIEPEBHS

U TaK Jajiee JKEIIE3HOAOPOKHBIN
¥ TOMY MOA00HOE CEIbCKOXO035MCTBEHHbBIN
U JApyTue 3aBOJL

U IIpoYHe TaK KakKk

rjaBa Hanpumep

IYHKT XapaKkTEepUCTUKA
HNOJAIYHKT UMEHU

ITYHKTHI UHCTUTYT

PUCYHOK MUJUTHAP]T

paszen MUJUINOH

CMOTpHUTE ThICSTYA
WJUTIOCTpALys py0Iib

KHUTa KBapTal

o0nacTb 4acThb

paloH riaBa

ropoa CTpaHuULa

ceno METp

MUJUTUMET] CaHTUMETP

qac TaKuM 00pa3zoM
MHHYTA TaK Ha3bIBa€MbII
aKaJIeMUK TEKYILEro roja
JIOKTOP JOLIEHT

npodeccop KaHIuAaT SKOHOMUUYECKUX HAYK
CTapIINii MpernoaaBaTelb CeKyHJa
3aBEYIOIINI rpamm

6) Haiitu ommOku B odopmieHHH AaT W (PU3MYECKUX BEJIWYHMH, NPEACTABICHHBIX
IpernoaaBaTesIeM.

®opma BHIIOJHESHHUS K 3aJaHHIO: IMPOCKTHI PA3JIMYHBIX BUAOB JOKYMCHTOB.

TpeboBaHUs K BBHINOJHEHHUIO: COOTBETCTBUE METOIMKE W IpaBHJaM, H3JI0)KEHHBIM Ha
ayIUTOPHBIX 3aHATHUAX WIU B IUTEpATypeE.

Tema 2.b1aHKH T0KYMEHTOB




[onsarue «Omank nokymeHTa». Bunpl 6mankoB. @opmatsl 6:1ankoB. CocraB OaHKa,
TIOPSIIOK PACIIONIOKEHHS PEKBU3UTOB B OJIaHKe. BlIaHKM ¢ yriIOBBIM M IEHTPUPOBAHHBIM
(TPOJOIABHBIM) PACTIONOKEHUEM PEKBU3UTOB. biiaHku ¢ n300pakeHueM rocy1apCTBEHHOTO
repOa u repOa cyonrekToB Poccuiickoit @enepanun. TpeOGoBaHMS K N3TOTOBICHHUIO OJIAHKOB.

[Mopsimok agpecoBaHust U AaTUpOBaHUs O1aHKOB. OTIMYNE OTEYECTBEHHOTO U
MEXIYHAPOIHOTO CTHIIS.

HpaKm uueckKoe 3anamue

Odopmuth cXxemMbl OCHOBHBIX 00pa3ioB (0Omuii OsaHk, OJaHK TMChbMa, OJIaHK
KOHKPETHOI'O IOKYMEHTA)

®opma BHIIOJHESHHUS K 3aJaHHIO: IMPOCKTHI PA3JIMYHBIX BUAOB JOKYMCHTOB.

TpeboBaHUs K BBHINOJHEHHUIO: COOTBETCTBUE METOIMKE W IpaBHJaM, HM3JI0)KEHHBIM Ha
ayIUTOPHBIX 3aHATHUAX WU B IUTEpATypeE.

Tema 3. ®opMyJsip 1OKYMEHTA U €ro COCTABHbIE YACTH

dopmysip-oopazen; — yHudunupoBannas dopma aokymeHta. OCHOBHBIE TpeOOBaHUS K
MOCTPOCHUIO POPMYIIPOB-00pa3IIOB.

[Tonsitue «pexkBu3uT». COCTaB M pacHoOKEHNUE PEKBU3UTOB.

CripaBouHble JaHHbIE 00 aBTOpE JOKYMEHTA, UX COCTaB U pa3MeEIlICHUE.

VYka3zaHue Buia JOKYMEHTa, €r0 MECTO U Ha3HadeHHe B (popMyisipe JOKYMEHTa.

OcobeHHOCTH aapecoBaHus JTOKyMeHTOB. OTpaxkeHue cdepsl AecTBUS JOKYMEHTA B €ro
aapecate. [lopsimok odopmieHHus [OKyMEHTa C HECKOJbKUMHU ajapecaramu. Ilopsamox
o OopMIICHHUS TTOYTOBOTO ajpeca.

Jata moxymeHTa. 3HaueHHE OAaTUPOBaHUS MOKymMeHTa. JlaThl 0OpabOTKH TOKYMEHTOB.
[opsimok opopmieHus ar.

Haznauenne mnonanucanuss JokyMeHTOB. [IpaBuiia moamuicu AOKYMEHTOB pPAa3IMYHBIX
kareropuii. Mecto noanucu B GopMyIsipe TOKyMEHTA.

[Tewatn, nx HasHaueHue. Bunpl nevareid. ['ocynapcTBerHHas u repooBas nedatb. [lopsimok
MPOCTABJICHUS MT€YaTH Ha JOKYMEHTAaX.

YTBepxkaenue nokyMeHTOB. CocTaB rpuda yTBepKIEHHUS, MOPSINOK €ro oQOpMIICHHUS,
MecTO B (hopMyIisipe JOKyMEHTa.

CormacoBanne nokymenTa. [lopsgok u Buabl cornacoBanus. Busbl u rpud cormacoBanus,
ux opopmieHue, MecTo B GopMysipe TOKyMEHTAa.

OtmeTKkn Ha AokyMeHTax. VX posib B MPOXOXKIEHUU U UCIOJHEHUH JI0KyMEHTa, MECTO B
dopmynsape nokymenra. Ocoboe HazHadeHHE pe30TIoNUH. TpeGoBaHHWE K COACPKAHUIO U
opopmienno. OTMETKH O B3ATUU JTOKYMEHTa Ha KOHTPOJIb, HCIIOJTHEHUH IOKYMEHTa U JIp.

TpeboBaHust K TeKcTaM JOKYMEHTOB. [lOpsSOK W3JIOXKEHHS TEeKCTa JIOKYMEHTa.
TpebGoBaHusi YETKOCTH M SICHOCTH TEKCTa JOKyMeHTa. Jloruueckas CTPyKTypa TeKCTa.
B3aumocBs3p copepkaHus U (GopMbl JOKYMEHTA. 3aroJioBOK K TEKCTYy - 0003HAu€HHE TEMBI
JIOKYMEHTA.

[IpunoxeHus K TEKCTy U MOpsAnoK ux odopmieHus. OdopmiaeHne TabauI, cXxeMm, aHKeT,
JIuarpaMm, rpauKoB.

Hpakmulteame 3anamue

ITouck omub0OK B OGOPMIIEHUH TMPEICTABICHHBIX MpPENoJaBaTeNieM TOKYMEHTOB.
JloGaBneHre HeAOCTAIOMMX PEKBU3UTOB. OPOpMUTE 00pa3libl JOKYMEHTOB C YKa3aHHUEM B HUX
PEKBU3HUTOB U TPUGOB.



dopMa BEITOJTHEHHS K 3aJIaHHUIO: MPOCKTHI PA3JIMYHBIX BUJOB JOKYMCHTOB.

TpeboBaHusi K BBHIIOJHEHHWIO: COOTBETCTBUE METOIMKE WM MpaBHIIaM, H3JIOKCHHBIM Ha
ayJUTOPHBIX 3aHATUSAX WU B INTEPATYpE.

Tema 4.CocraBjieHue U oGopmiieHHe YIIPABJIEHYECKOM JOKYMEHTAIUM B TeaTpe

dopmaT IeI0BBIX JOKYMEHTOB. SI3BIK M CTHIIb JEIIOBOTO JOKYMEHTA. DTaIlbl MOATOTOBKH
pa3M4YHBIX BUAOB JOKYMEHTOB. [lO[IMHHWK, KOmUs W AyOnMKar JOKyMeHTa. THIWYHBIE
OIMOKY TPH COCTaBIEHUH (hpa3 U MPEAJIOKEHUN CITYKEOHBIX JOKYMEHTOB.

Knaccudukanus opraHu3aiiioHHO-pacnopsanTebHbIX 1okyMeHToB (OP/]) Teatpa. CocraB
pexBuzutoB OPJ[. Cxembl pacnionoxenusi pekBu3utoB OPJ[ OcoOGeHHOCTH MPOEKTUPOBAHHS U
oopmIIeHHS OCHOBHBIX BUIOB OPTaHU3AIMOHHO-PACTIOPSAUTEIBHBIX TOKYMEHTOB.

Tema 5. OpopmieHne OpraHM3aMOHHO-NIPABOBLIX IOKYMEHTOB B TeaTpe

IlonsTHe, BUABI U HAa3HAYECHHUE OPraHU3ALMOHHO-IIPABOBBLIX JOKYMEHTOB B YUPEKIACHUAX
KYJIbTYpbl. YUpEAUTEIbHBIE JNOKYMEHTBL. YUPEAUTENIbHbIA J0roBop. Ycras. IlomoxeHue.
CrpykTypa 1 mratHas yucieHHocTh. llItaTHOe pacniucanue. IIpaBuna BHYTpEeHHETO TPYAOBOIO
pactiopsinka  tearpa. llomokeHue O CTpyKTypHOM — mnofpaszaeieHuu.  MHcTpykuuun
OpraHU3alMOHHO-METOANYECKOr0  Ha3HAaueHWs. JIOJDKHOCTHAs  MHCTPYKUHUsA:  IOHSTHE,
cojepxkaHue, paspaborka. OdopmieHne IUIaHOBO-OTYETHOW  JOKYMEHTAllMM:  IUIAHBI,
IIPOrpaMMBbI, OTYETBHI.

Ilpakmuueckoe 3anamue
Pa3zpaboTaThk mpoekT ycraBa (IOI0KEHUS )
Pazpabotars 1 0OPMHUTH JOIKHOCTHYIO HHCTPYKIIHIO

®opma BHIIOJHEHHUS K 3aJaHHIO: IMPOCKTHI PA3JIMYHBIX BUAOB JOKYMCHTOB.

TDG6OBaHI/I$I K BBIMMOJIHCHUIO: COOTBECTCTBUC MCTOJUKE W IIpaBHJIaM, H3JIOKCHHBIM Ha
AyJUTOPHBIX W TPAKTUYECKUX 3aHATHAX WU B Juteparype. IIpueemcmeyemca meopueckuil
UHOUBUOYAIbHBLIL HOOX00 K 6bINOJIHEHUIO 3A0AHUIL.

Tema 6. OpopMieHue pacopsaAuTeNbHBIX JOKYMEHTOB

[lonsTre, BUABI M Ha3HAUCHHE pPACIOPSAMTEIBHBIX JOKYMEHTOB Tearpa. llopsaok
pa3paboOTKU PACMOPSIUTENBHBIX JOKYMEHTOB B YCJIOBHSX €AMHOIMYHOTO MPHUHSITHUS PEIICHUH.
[Topsimok pa3paboOTKH pacHoOpSAUTENbHBIX JOKYMEHTOB B YCIOBHSIX KOJUIETHATbHOTO MPUHSATHUS
pemenuii. Odpopmienue nocranorieHuit. [loarotToBka u odopmMiaeHue npukasa 1Mo OCHOBHOM
nestenbHOCTH Teatpa. Odopmiienune pacnopspkenuit. Odopmnenune ykazanusa. OdopmieHue
peuenus.

HpaKm uueckKoe 3anamue

Pazpaborate mpoekr mpukaza Ha OO0y TeMy (O TOATOTOBKE K CIEKTaKIo, 00
YTBEPXKACHUH perNepTyapa, 0 IPEeMUPOBAHUH UM 0J1aro1apHOCTH, O IPOBEICHIH KOHKYPCA).



Pazpabotars pacniopsikeHHe Ha JI00YI0 TeMy (HampuMep, 0 IPOBEACHUU MEPOIIPUATHI).

Pa3zpaborare ykasaHue Ha J0O0yl0 TeMy (Hampumep, O MEpPONPHUATHIX MO pa3paboTke
IUTaHA PA3BUTHS YUPEXKICHUS KyIbTyphl Ha TIEPCIIEKTUBY).

dopMa BEITTOTHEHHUS K 3aJIaHHIO: IMPOCKTHI PA3JIMYHBIX BUAOB JOKYMCHTOB.

TpebGoBaHusi K BBHIIOJHEHHWIO: COOTBETCTBHE METOIMKE WM MpaBHIIaM, H3JIOKCHHBIM Ha
AyIUTOPHBIX U MPAKTUYECKUX 3aHATUSAX WM B auteparype. Ilpueemcmeyemca meopueckuil
UHOUBUOYAILHBLI NOOX00 K 8bINOJIHEHUIO 3A0AHUIL.

Tema 7. Opopmienue nHGOPMANMOHHO-CIIPABOYHBIX IOKYMEHTOB

[Tonatue, BUIBI M Ha3HAUCHUE HH(POPMAITMOHHO-CIPABOYHBIX JIOKYMEHTOB B TeaTpe.
HopmartuBHble TpeOGoBaHUS K cocTaBiieHHIO U odopmiieHuio akta. OdopmieHue mpoToKoia.
OdopmieHune mOKIATHON, CITYy)KEOHONH M OO0BSCHUTEIBHOUN 3anmucok. OdopmIiIeHHE TeJerpaMm,
teneoHorpamm, Tenekca, hakca. Odopmienue aduil, nporpaMMoK, OUIIETOB.

Ilpakmuueckoe 3anamue
Pa3zpaboraTh akT 0 ciucaHuM MaTepUaATbHBIX IIEHHOCTEH.
Hanwmcats cipaBky /Uit HoATBep K IeHUS (pakTa pabOThl COTPYAHUKA TeaTpa.

Hanucate moknagHyio W OOBSICHUTENBHYIO 3aMUCKy JIFOOOrO Xapakrepa (Hampumep, o
pa3paboTke OM3HEC-TIIaHa).

CocTaBuTh MPOrpaMKy U TeaTpaIbHYIO aUIILy CIIEKTAKJIS.

Tema 8./lesi0Basi 1 KOMMepUYecKasi EPENUCKA B YUPESKICHUHN KYJIbTYpHbI

PexBusuthl muchma. bnank mnuceMa. Yactu AeMOBOro mUChbMa W MX PACIOIOKEHHE.
OcobeHHocTH yKa3zaHus aapeca, 0003HaueHus aat u T.4. [locTpoeHne TekcTa JemoBoro muchMa.
SI3BIK ¥ CTUJIb JIETIOBBIX MUCEM. DTUKET B JIEIOBOM MEPETIHCKE.

CranpmaptHeie (pa3bl U BBIpaXKEHHS, HUCIOJIb3yeMble B JICJIOBBIX NHCbMax. [HIOBBIC
BBIpa)KE€HUS 0J1aroJapHOCTH, U3BUHEHUS, COKAICHUs, OKOHUAHUS [TUChMa.

HaumenoBanue u aapec nomydarens. BerynutenbHoe oOpallieHue M 3aKIIIOUUTENbHAS
¢dopma BeXKIIMBOCTH B MMChMax. YKa3zaHHeE Ha o01ee cojepkanue nucbma. Iloctckpuntym.

Knaccudukanms aenoBeix nucem B Teatpe (MHGOpMaAIMOHHBIE, MUChMa-TIPOCHOBI, MTUChMa-
OTKa3bl, COHNPOBOAUTCIIbHBIC, TOATBCPIKIACHHA, HAIIOMHWHAHWA, W3BCIICHHUA, MNPUIJIALLICHUA,
NO3ApaBICHUS, IMPKYJIApHbIE, FapaHTUIIHBIE, KOMMEpUYECKUE). Buabl mucemM B 3aBUCUMOCTH OT
COJIepKaHUs U HA3HAYCHHUS: MHUIIMATUBHBIC H OTBETHBIC.

TumoBbie (GOPMBI W TIOJNE3HBIE BHIPAKEHUS, HEOOXOAWMBIC TP COCTABJICHHU ITHCHhMa
3apyOexxHoMy mapTHepy. CoKpalleHHs, Y9acTO BCTPEYAIONIMECSs B KOMMEPUYECKHUX MHUChMaX.
Opdorpaduueckre U MyHKTYaI[MOHHBIE OCOOEHHOCTH JEIOBOTO MHUCHMA.

dopMbl KOMMEpPUYECKOW KOppecrnoHACHIIMH. DOpMbI KOHTPAKTOB M CTaHIApTHBIC (Ppa3sl
COTJIAIICHUH.



Ocobennoctu oGOpMIICHUS TIPUTIIANICHUS Ha TPE3CHTAlUI0, Ha OaHKET, Ha IOOWJICH H
no3apasiaeHust. OcoOeHHOCTH 0OPMIIEHHUS MEPEMTUCKH C 3apYOSKHBIMH ITApTHEPaAMHU.

bnarogapcTBenHbie mucbMa. ['paMoThl yuacTus B (hecTUBAISIX, KOHKYpCaXx.

[Ipecc-penu3 kak pa3HOBUAHOCTH JCIIOBOM Mepenucku. TpeboBaHusS K OGOPMIICHHIO
KOHBEPTOB.

HpaKm uueckKoe 3anamue

Harmmicanue n O(bOpMJ'IeHI/Ie JC€JI0OBOro Imuchbma. CocraBnenne HEKOTOPBIX BUJOB ACJIOBBIX
MMUCEM Ha 3aJaHHYIO TCMY.

Pa3zpaboTare NMpoOEKT [el0BOr0 MHUChMa Ha JIOOYIO0 TeMy: MpUTJallleHHEe Ha CIIEKTaKIIb,
3arpoc, pekjaMmanusi, NpeaoKeHne, U3BEIICHNE, MO3paBiIeHne, peKJIaMHoe, 0JarogapHoOCTh,
rpamora (ecTuBai-KOHKypca, MHPOPMALIMOHHOE, TApaHTUIHHOE U T.1.

dopMa BEITTOTHEHHUS K 3aJIaHHIO: IMPOCKT ACIIOBOIO MUChbMa.

TpeOoBaHusl K BBIMOJHEHHMIO: TEKCT MHCbMA JOJDKEH BKJIIOYATh TPU CTPYKTYPHBIX
3JIEeMEHTA: BBOJHYIO YaCTh, M3JIaralollyto MOBO JIJIsl HAlMCaHUsI MMCbMa; TOKA3aTelbHYIO YacTb,
NPUBOJAIIYIO JOBOJBI, CCHUIKM Ha HOPMAaTHUBHBIE JOKYMEHTHI; 3aKJIIOYUTENIbHYIO 4YacTh, B
KOTOpOH H3maraercsi mpocb0a, coriacue, OTKaz U mp. TeKCT MOIHKEH coAepXkaThb JOCTaTOYHO
00OCHOBaHHbIE APTYMEHTHl U TOJHYI0 HH(POPMALKIO, MO3BOJSIOIIYIO MPUHATH pEIIEHHE 10
HNOJHATOMY B THCbME BoIpocy. JlomkHa OBITh YETKOCTh, SICHOCTb, KPAaTKOCTb H3JI0KEHUS,
JOTUYHOCTh, JIOCTYNHOCTb JuIs Bochpustus. OdopmisieTrcss HUCBMO B COOTBETCTBUHU C
TpeOOBaHUAMHU roCyJapCTBEHHBIX CTaHJapTOB. IlIpueemcmeyemca meopueckuil
UHOUBUOYAILHBLIL NOOX00 K 8bINOJIHEHUIO 3A0AHUIL.

Tema 9. OdpopMieHHe TOKYMEHTOB 110 JINYHOMY COCTABY

Knaccudukanuss AOKYMEHTOB MO JUYHOMY COCTaBy. 3asBieHHe. ABTOOHOrpadusi.
Xapakrepuctuka. PexomenaartenbHoe mucbMo. AHkera. OdopmiieHHe TPYyAOBOTO JIOTOBOpA.
CocraBnenue pestome. Iloprdonmo. CobGecemoBanue. OdopmieHue MNpUKa30oB O TIPHUEME,
YBOJILHEHUH, TEPEeBOJE, OTIYCKE, MOOUIPEHUU COTPYIHUKOB. OdopmieHHe JIUYHOTO [ena.
Jlvgnpnidc  gucToK MO ydery kKaapoB. OdopmiieHHMe W BEACHUE TPYAOBOW KHIDKKH.
JlokyMeHTHUpOBaHHE CIIy)KeOHON KoMaHAMPOBKH. OQopmiieHHE TPYIOBBIX MPABOOTHOLICHHUNA C
COTPYIHUKAMHU.

HpaKm uueckKoe 3anamue

Hanwmcate 3asBieHuss o mnpuemMe Ha paboOTy, XapaKTEPUCTHKH, PACIHCKH, peE3IOME,
JIOBEPEHHOCTH H T.JI.

Pa3zpaborats pe3tome miist ycTpoiicTBa Ha paboTy.
Pazpabotats 1 0opopMHUTH TOPTPOIHO.

Hanucatp xapakTepucTuKy Ha JH000T0 U3 CTYIEHTOB TPYIIIIHI.

Tema 10. ITonroroBka u 00c/ayKHBAHHE COBEINAHUIN B YUPEKICHUH KYIbTYPBI



JIOKyMEHTBI, cO37aBacMble B  IIpOLECCe MOArOTOBKM coBemianus. lloaroroska
BBICTYIJICHUS ~ pyKoBojauTens. OpraHuzanusi  JA€JOBBIX — HeperoBopoB.  OOcCmyKUBaHHE
coBelanui, koHpepenuuit. Opranu3anys JIeI0BbIX MeperoBopoB. I1oAroroBka KOMaHIUPOBOK.
OcCHOBBI TMOATOTOBKM M HpOBEAEHUS Mpe3eHTanuil. IIpuHOMIBI KOHTpONS MOpydYeHUi
PYKOBOJUTEIIA ITOCIIE COBEIAHUM.

HpakmulteCKoe 3anamue
CocTaBuTh IJ1aH MMOATOTOBKHU K COBCIIIAHUIO.

Pazpabotars MpoeKT MPOTOKOJIA 3aceIaHMsl.

Pasznea III. Opeanuzauua pabomel ¢c 0oKymenmamu
Tema 1.JI0kyMeHTOO0OPOT M €ro OPraHu3aums B YUpEeKICHUU KYJIbTYPbI

[Tonstne «10KyMEeHTOOOOPOTY. I[lOpSIMOK TPOXOXKIACHUS W HWCIOJHEHHS MCXOIAIICH
JIOKYMEHTAIlU1 C MOMEHTA €€ noiydeHust. [lopsiiok mpoXokIeHHs U UCTIOTHEHHS TTOCTYHAIOIIEeH
KOPPECTIOHICHIIUN (BXOAsIIel qoKkymMeHTanun). OCHOBHBIC (PYHKIIUU U 3a/1a4d MOApa3IeiICHUN
CITY»OBI JETONPOU3BOACTBA. Ponb cekperapss B CTPYKType YIpaBICHHUS IETOMPOU3BOJICTBOM.
WHCcTpykuMs 10 JOKYMEHTUPOBAHHIO YIpPaBICHUYECKOW JaedATenbHOCTH. Tabenb  ¢opm
JIOKYMEHTOB, TPUMEHSIEMBIX B OPraHU3AIUH.

O6ume monoxenust, crpykrypa OV, 3amaun, QyHKIUN TOHKHOCTEH, YHMCIEHHBIA COCTaB
HoxymenTtonotoku. [loctymnenune nokyMmeHnToB. [IpenBapurenbHoe pacCMOTpEHHE TOKYMEHTOB.
CornacoBanve M NOANHUCAHHUE TOKYMEHTOB. KOHTpOJIb 3a CpOKamMu HMCIIOJIHEHHS JOKYMEHTOB.
OrmpaBka JOKyYMEHTOB. IIpoekTHpoBaHWE paIMOHAIBHOW CHCTEMBI JOKYMEHTOOOOpOTa.
[TpoGeMbl cOBEpIIEHCTBOBAHUS JOKYMEHTOOO0POTA.

Pabora ¢ xoH(uaeHIMANBHBIMH TOKyMeHTaMu. PaboTa ¢ muceMamu M OOpaIieHus MU
rpakaaH.

Hpaxmuqeacoe 3aHamue

OdopMuTh oreporpaMMbl IBHXKEHUSI U 00paOOTKU BXOJSANINX, UCXOAAIIMX U BHYTPEHHUX
JIOKYMEHTOB TeaTpa.

Tema 2. Peructpanusi 10KyMeHTOB

3HaueHuWe W 3aJayd perucrpanuu JokymMeHToB. OOmIMe npaBuia pPErucTpaluu Hu
UHICKCUPOBAaHUS JOKYMEHTOB. DOpMBI pPETUCTpallMU JOKYMEHTOB. ABTOMAaTH3UpPOBAaHHBIE
cucteMbl Pabora ucnosnurteneir ¢ mokymentamu. Opranuzaius WHGOOPMAITMOHHO-CITPABOYHOM
pabotsl. CripaBouHas kaptoreka. [lopsmok CHITHS W BbIAAYU KOMHM C JOKyMEHTOB. KOHTpOb
UCIIOJIHEHUS JOKYMEHTOB. ®opMbl KOHTpOJIsL. CpOKOBast KapTOTEKa.

Hpakmuqea(oe 3aHamue
CocTaBuTh JKYpHaJIbI perucTpanun BXOI[;IH_I€I>’I n HCXOHHIHCﬁ JAOKYMCHTAIUH.

dopma BBINOIHEHUS K 33JJaHHIO: )KYPHAJl PETUCTPALUU BXOAILIECH TOKYMEHTALUU, KypHAaI
perucTpainuy UCXoIse TOKyMEeHTaIUH.

TD€6OBaHI/I$I K BBIIMMOJIHCHUIO: COOTBCTCTBUC MCTOJUKE W IIpaBHJIaM, H3JIOKCHHBIM Ha
AYAUTOPHBIX U MMPAKTUYCCKUX 3aHATUAX.




Tema 3. CocTraBjieHHe HOMEHKJIATYPbI €]l M NMOATOTOBKAJOKYMEHTOB K cjJadye B
apxuB

Cuctemaru3zanus JoKyMeHTOB. OCHOBHBIE TpeOOBaHUA K (POPMHUPOBAHUIO TOKYMEHTOB B
neno. Cucremaruzanus AokymeHToB. Homenknatypa nen. @opMmMHpoBaHUE U ONEPATUBHOE
XpaHeHue Jei. DKCHepTu3a LEeHHOCTH AoKyMeHTOB. OdopmieHue 1en U Iepeaada UX Ha
apxuBHOe xpaHeHue. CoctaBieHue omnuced Aen. ['ocynmapcTBeHHbI apXuB. 3aKOH O 3aIIUTE
naHHbIX. O0ecnieueHrne COXPaHHOCTH IOKYMEHTOB B DJIEKTPOHHOU opMe.

HpaKmulleCKOB 3anamue

CocTaBUTh HOMEHKIATYpy JeNl OpPraHW3allid W OOpa3llbl OCHOBHBIX JOKYMEHTOB JIJIst
nepesavyy Ha XpaHeHHe B apXuB: (JOpMY OIUCH, JTUCT-3aBEPUTEb.

dopMa BEITTOTHEHHUS K 3aJIaHHIO: HOMCHKIJIaTypa ACJI

TD€6OBaHI/I$I K BBIIMMOJIHCHUIO: COOTBCTCTBUC MCTOJUKE W IIpaBHJIaM, H3JIOKCHHBIM Ha
AYAUTOPHBIX U MMPAKTUYCCKUX 3aHATUAX.

Tema 4. Texuuueckue cpecTBa, HCNOJIb3yeMble B1€JONPOU3BOICTBE

CpencrBa mJjisi COCTaBJEHUSI JTOKYMEHTOB. [lepcOHanbHBI KOMIBIOTEpP — OCHOBHOM
HHCTPYMCHT COBCPHICHCTBOBAHUA JCJIONPOU3BOIACTBA. CucreMHbIi noaxoJ K YIHIpaBJICHUIO
DJIGKTPOHHBIMU JIOKYMEHTaMH. THUIOBBIE TEXHOJOTHU OOpabOTKM JIOKYMEHTOB B oduce.
VYmpasienue BeO-10KyMEHTaMHU.

Cucrema DJIEKTPOHHOTO JIOKYMEHTOOOOpOTa KaK WHCTPYMEHT sl 3(h(PEeKTUBHOTO
YIPaBJICHUS OpraHu3aliel. DIEKTPOHHAs MOYTa M CUCTEMbl MTHOBEHHBIX cooOmeHui. O630p
pecypcoB  MHTEPHET: pemo-Bepcun cucTeM aBTOMATH3allMU  JIEJONPOM3BOJICTBA U
nokymeHToo0opoTa. Mcnonb3oBanue snekTporHHor noamucu. «1C:Teatp» — 3T0 mporpaMMHBIA
OPOAYKT, MpeJHa3HAYCHHBIN [JIs aBTOMATH3allMU YIPAaBIEHUS JAEATEIbHOCTHIO TEaTpaibHOIO
yupexaeHus. KoMIiekcHbIl MoAXo0/1, pealn30BaHHbIM B IporpaMMme, MO3BOJISET MCIOJIb30BATh
ee JUIsl OCYIIECTBIICHUSI XY/I0)KECTBEHHOTO PYKOBOJCTBA TeaTpa, PYKOBOJICTBA MOCTAHOBOYHOM
YacThl0, MPOU3BOJCTBEHHBIMU MACTEPCKUMH, ISl (PUHAHCOBO-d)KOHOMHYECKOTO YIIPaBJICHHUS,
ynpaBieHus Kagpamu. HopMaTuBHO-IpaBOBOE U METOAMYECKOE OOecrieueHrne KOPIOpaTUBHOIO
JIOKyMEHTO000pOTA.

Hpaxmuqeacoe 3aHamue

Odopmuth OCHOBHBIE O0paslbl JOKYMEHTOB HWH()OPMAIMOHHO-TIONCKOBON CHCTEMBI.
[Toznakomutbcsi co chnpaBouyHo mnporpammor «lC:Tearp». OrtnpaBka 3JIEKTPOHHBIX
JIOKYMEHTOB.

Tema O¢popmiieHHe TPYA0BBIX OTHOIICHH

TpynoBbie OTHOIIEHHUSI B Te€aTpax B JOPEBOIIOMMOHHON Poccuu: MCTOPUYECKUM SKCKYPC.
OTnuuusi TPYAOBOTO JOrOBOpa OT TPakIaHCKO-IPAaBOBOTO JOrOBOpa B TeaTpalibHbBIX
opram3anusax. TpymoBoit komekc. OdopmiieHue TpPyIOBOTO HOTOBOpA. YCIOBUS CPOYHOTO
TPYIOBOTO JIOTOBOpa apTHCTa TeaTpa. JoroBop BO3ME3THOrO OKa3aHUsl yciyr. JlomKHOCTHas
MHCTPYKIUS pabOTHHKA TeaTpalibHOH ceprl. PacTopkeHue TpyaoBOro A0roBopa.

HpaKmulleCKOB 3anamue



PaccMmoTpeTh TpynoByIO 1€ATENbHOCTh apTUCTA XYA0KECTBEHHOIO KoJuleKTHBa. COCTaBUTh
JOJDKHOCTHYIO MHCTPYKIMIO paOOTHHKA (PYKOBOJHUTENS JIOOMTEIHCKOTO TeaTpa, TBOPUECKOTO

KOJUICKTHBA, aKTepa, apTHUCTA).

1

5. OBPA3OBATEJIbHBIE TEXHOJIOT UA!

Ne Bunabl yueOHbIX|O0pa3oBaTeabHbIE
HaumeHoBaHue pa3jaesa .
n/n 3aHATHI TeXHOJIOTUH
1 2 3 4
1 |BBeaenue (mpenmer, copepkanue, 3anauu |Jlexyus Beoonas nexyus
Kypca)
CamocmosmenvHas
paboma
2 | denonpou3BoJCTBO, ero|/lexyus [IpakTrueckoe
3aKOHOAATEIHHOE u HOPMAaTHUBHOE 3aHATHE — WIH/
CamocmosmenvHas
MpaBoBO€  peryiaupoBanue.  Mcropus 5 MPAKTHIECKOE
aboma
OTEYECTBEHHOT'O JENONMPON3BOACTBA P 3aJjaHue
3 |Hdokyment, ero ¢ynkauu. Cucremal|/lexyus [IpakTuueckoe
JIOKYMEHTAITUH. Yuuduxanus u 3aHATHE nnn/
Camocmosmenvras
CTAaHIAPTH3AUMA B  JAENONPOM3BOACTEE.| . MPAKTHYECKOe
aboma
Knaccudukanus 1okyMeHTOB P 3aJjaHue
4 |O6mue HOpMBI M mpaBwmiIa odopmieHus |/Iekyus [IpakTueckoe
JOKYMEHTOB. SI3bIK M CTWIb JIEJI0BOTO 3aHATHE  WIN/
CamocmosmenvHas
JOKYMEHTA MPaKTHYECKOe
paboma
3a/1aHue
5 |bnaHKu JOKYMEHTOB Jlexyust [IpakTrueckoe
3aHATHE — WIH/
CamocmosmenvHas
MPAKTHIECKOE
paboma
3ajaHue
6 |Dopmynsp AOKyMEHTa W €ro COCTaBHBIE|/Iexyus [IpakTnueckoe
[ 3aHATHE  WIN/
Camocmosmenvras
MPAKTHYECKOE
paboma
3a/1aHue
7 |CocraBnenue u otopmnenue|J/lexyus [IpakTrueckoe
aBJICHUECKON JTOKYMEHTalluu B cdepe 3aHATHE  WIH/
zcll;JII)LTypH ’ ber Canocmosmenvhas MPAKTHUECKOe
paboma
3a/1aHue
8 |Odopmienue OpraHu3alMOHHO- |/Iekyus
MIPABOBBIX TOKYMEHTOB
CamocmosmenvHas




paboma

9 |Odopmnenue pacropsiANTENbHBIX |J/Iexyus
JOKYMEHTOB YUPEKICHUS KYITbTYPHI
Camocmosmenvhasn
paboma
10 |Odopmnenue uHpopmarmonHo-|/lexyus [IpakTueckoe
CIPAaBOYHBIX IOKYMEHTOB 3aHATHE  WIN/
CamocmosmenvHas
MPAKTHYECKOE
paboma
3a/1aHue
11 |/JlemoBast m KOMMepUYECKas IEPENrcKa Jlexyus [IpakTrueckoe
3aHATHE — WIH/
CamocmosmenvHas
MPAKTHIECKOE
paboma
3aJjaHue
12 |OdopmiieHre NOKYMEHTOB 110 JIMYHOMY |J/lexyus [IpakTuueckoe
cocraBy Pestome, moptdonmo 3aHATHE  WIN/
Camocmosmenvhasn
MPaKTHUECKOe
paboma
3aJjaHue
13 |[ToaroroBka u obcmyxxuBanue|/lexyus [IpakTuueckoe
COBEILAHHI B T€aTPaJIbHOU IEATEIBHOCTH 3aHSTHE nim/
CamocmosmenvHas
MPAKTHYECKOe
paboma
3a/1aHue
14 |/IokyMeHTOOOOPOT U €ro opraHuzaunus B|/lexyus
YUPEXKIEHUU KYJIbTYpPbI
CamocmosmenvHas
paboma
15 |Perucrpanusi 1OKyMEHTOB Jlexyust [IpakTrueckoe
3aHATHE — WIH/
CamocmosmenvHas
MPAKTHIECKOE
paboma
3a/1aHue
16 |CocraBieHue HOMEHKJIATypel Jen u|Jlekyus [IpakTrueckoe
MO/ITOTOBKA JOKYMEHTOB K C/1aye B apXUB 3aHATHE — WIH/
Camocmosmenvras
MPAKTHIECKOE
paboma
3ajaHue
17 |Texnuyeckue cpeicTBa, UCIIONB3yeMbIe B|/Iexyus
nenonpousBojctee.«1C:Teatp» — 31O
HpOrpaMMHBLTi HPOYKT Camocmosmenvras
. |paboma
MpeIHA3HAYEHHBIA [IJISI aBTOMATH3AINH
YIpaBIEHUS IEATEIHHOCTHIO YUPEIKICHUS
KYJIbTYpPbI
18 |OdopmieHue TpymoOBBIX OTHOWICHUN B|/lexyus [IpakTuueckoe
YUPEKICHUAX KYIbTYPHI 3aHATHE  WIH/
Camocmosmenvras
MPAKTHYECKOE
paboma

3a7aHue




6. OHEHOYHBIE CPEACTBA Uil TEKYIIEI'O KOHTPOJISI YCIIEBAEMOCTH,
MNPOMEXYTOYHOU ATTECTALIUHA 110 U'TOI'AM OCBOEHUS TNCHUIIJINHBI
Texymuii  KOHTPOJL BBIMOJTHEHUS 3aJaHUN  (KOHTPOJb (OPMHUPOBAHUS KOMITCTCHIIUM )

OCYIIECTBIISIETCS PETyIspHO, HAuWHAas C TEPBOM Hemenu ceMecTpa (BXOISIIMA KOHTPOJb).
Kontponb © olleHMBaHWE BBINOJHEHUS TaKUX 3aJaHUA  KAKSABIAIOTCS MPAKTUYECKOM
MOArOTOBKOM K 3alllUTe Ha 3a4eT. TeKylHMil KOHTPOJb OCBOCHHS OTIEIbHBIX pPa3JeiaoB
JTUCIUTIIMHBI  OCYIIECTBIISETCS TPH TIOMOIIM BBITIOJHEHHUS TPOEKTHO-JOKYMEHTOBEIUECKUX
3ajanuil. CuctemMa TEKYIIEro KOHTPOJS YCIEBAEMOCTHU CIIYXKUT HE TOJIBKO OIIEHKE YpPOBHS
KOMITIETEHTHOCTHOM MOJATrOTOBKM OO0Y4YarolIerocs M CHOCOOCTBYeT B JajibHeWIIeM Haubosee
KaueCTBEHHOMY U OOBEKTUBHOMY OIICHUBAHMIO €r0 B XOJI€ MPOMEXKYTOYHOU aTTECTAIMH, HO U

CaMOOIIEHKE 00yUaroerocs, CTUMYJIHUPYsI €r0 YCUIIHSL.

[IpomexxyTouHasi aTTecTanus 1Mo AUCHUIUIMHE «/loKyMeHTOBeleHHe M /1eJI0NPOU3BOACTBO B
pexknccype TeaTpaJiM30BAHHBIX MpeacTaBjeHuil» mnpoBoautcs B (opme 3auera. CTyACHTHI

OTBEYAIOT Ha BOIIPOCHI OmIeTa.

6.1. Kpumepuu ouyenku pe3ynbmamog nooucyuniune

Ouenka no Kpurepun oneHKH pe3yJibTaTOB 00y4eHHsI M0 IUCIUIINHE
AUCHUILINHE
«OTIIMYHOY/ BricraBnsercs obOyuJaromemycs, eciu KOMITETEHIHI(UHN),

3aKperuieHHas 3a AUCIUIUITMHOM, copMupoBaHa (10 WHIWKATOpam/
pesyibpTaTaM 00y4deHus B (Gopmare 3HaTb-yMETh-BIAACTh) B IMOJHOM
o0BEME Ha YPOBHE «BBICOKHI», U OOYYAIOIIUNCS JEMOHCTPUPYET KaK
pE3yabTaT O6y‘~IeHI/I$I CJICAYIOIUC 3HaHWA, YMCHHA W HABBIKU!
oOydatomuiicss TIyOOKO ¥ TPOYHO YCBOWJI TEOPETUUYECKUU U
IIPAaKTUYECKUM MaTepuall, MPOAEMOHCTPUPOBAI 3TO Ha 3aHATHUIX U B
XO0JIe TPOMEKYTOUYHOM aTTECTAIIHH.

«3a4YTCHO

OOyuaromuiicsi MCYEPIBIBAIONIE M JIOTHYECKH CTPOWHO H3JIaraet
y4eOHBIA MaTepuana, yMeeT CO4YeTaTh TEOPUI0 C MPaKTHKOM,
CIPABIISIETCS C pelIeHreM 3aa4 IpodhecCHOHATBFHON HANpPaBIEHHOCTH
BBICOKOT'O YPOBHSI CJIO)KHOCTH, MPaBUILHO OOOCHOBBIBAE€T NMPUHSATHIC
peieHus.

CBoOonHO opHeHTUpyeTcs B y4eOHOW H  mpodeccHOHaNbHOM
JaUTEpaType.

OneHka MO OUCHUIUIMHE BBICTABISIIOTCS OOydaromeMmycsi ¢ y4€Tom
pe3yJIbTaTOB TEKYILEW U IPOMEKYTOUYHON aTTECTALMH.




Onenka o

AUCHHUIIJINHE

Kputepuu onenku pe3yibTaToB 00y4eHHs 110 AUCHHUILINHE

«XOPOIIO»/

«3a4YTCHO

BricTaBnsercss oOyuaromeMmycs, €ClIM OH 3HaeT TEOPETUUYECKHH W
MPaKTUYECKU MaTepuai, rpaMOTHO U IO CYLIECTBY M3JIaraeT €ro Ha
3aHATUAX U B XOIC HpOMe)KYTOqHOﬁ arreéCraliu, HC OO0IYyCKasd
CYUIECTBEHHBIX HETOUHOCTEH.

OOyuaronuiics MPaBUJIBHO TNPHUMEHSET TEOPETUUYECKUE MOJOKCHUS
OpU  pEeHIeHUH  NPaKTUYeCKUX  3agad  NpodeccCHOoHaNbHOM
HaIIPABJICHHOCTH pasHOro YPOBHS CJIOXHOCTH, BIIAJICET
HEOOXOAUMBIMU JIJIS1 3TOTO HABBIKAMU U MPUEMaMHU.

JlocTaTogHO XOPOIIIO0 OPUEHTUPYETCS B YIEOHOU U PO eCCHOHATHHOU
JTUTEeparype.

OneHka MO JUCHMIUIMHE BBICTABISIOTCS OOydYaromeMmycs ¢ y4€ToMm
pe3yJIbTaTOB TEKYILEH U MPOMEXKYTOUYHOM aTTECTAIUH.

Komnerenmuu, 3akpervi€HHbIE 3a JUCHUILUIMHOW, COPMUPOBAHBI Ha
YPOBHE «XOpPOLIUIY.

«yIOBIIETBOPUTEIb
HOY/

«3a4YTCHO

BricraBisiercss oOydaromemycsi, eciidi OH 3HaeT Ha 0a30BOM YpOBHE
TEOPETUYECKUN U IPAKTUYECKUM MaTepuai, IOIYCKaeT OTIEIbHBIC
OLIMOKH MPU €ro M3JI0KEHUH Ha 3aHATUSAX U B XOJI€ TMPOMEXYTOUHOU
aTTECTalLlUN.

OOyuvaromuiics  UCHBITBIBAET  ONpeAeNEHHbIE  3aTPYAHEHUS B
NPUMEHEHUH  TEOPETHYECKUX  TOJOXKEHUN  TNpu  pelleHHH
MPaKTUYECKUX 3a1a4 npodeccroHanbHOM HAIpPaBJIEHHOCTH
CTaHJIAPTHOTO YPOBHS CIIOKHOCTH, BJIa/Ie€T HEOOXOUMBIMHU ISl 3TOTO
0a30BbIMU HaBBIKAMH U IPUEMAMH.

JIeMOHCTpHpPYET JOCTaTOYHBIA YPOBEHb 3HAHMS YU4eOHOI JTUTEepaTyphbl
10 TUCLUIUIAHE.

OneHka MO JUCHUIUIMHE BBICTABISIIOTCS OOydaromeMmycsi ¢ y4€Tom
pe3yJIbTaTOB TEKYILEH U IPOMEKYTOUYHOM aTTECTALUH.

Komnerennuu, 3akperyi€HHbIe 3a TUCHMIUIMHOM, cCOpMHUpOBaHBI Ha
YPOBHE «JOCTaTOYHBII.

«HEYIOBIICTBOPHUTE
JIBHOY/

HEC 3a4TCHO

BricTaBnsercs obyuaromeMycsi, €Clii OH He 3HaeT Ha 0a30BOM ypOBHE
TEOPETHYECKHIA W TIPAaKTUYECKUH Marepuai, JJONycKaeT TrpyOble
OIMOKH MPH €ro M3JI0KEHUU Ha 3aHATHSIX U B XOJI€ TIPOMEKYTOUHOU
arTTecTaluu.

OOyuaromuiicss UCIBITHIBAET CEPhE3HBIC 3aTPYJHEHUS B NPHUMEHEHUU
TEOPETUYECKUX IIOJ0KEHUM IPU PEUICHHH IPAKTHYECKUX 3ajad
npo(ecCHOHANbHOM ~ HANpPaBIEHHOCTH  CTAHAAPTHOIO  YPOBHS
CIIOXHOCTU, HE BJIaJEeT HEOOXOAMMBIMH JUIS 3TOrO HAaBBIKAMU U
IPUEMAMH.

JlemoHCcTpupyeT ¢parMeHTapHble 3HaHHUS y4eOHOUW JUTepaTypbl MO




Ouenka no Kpurepun oueHKH pe3yJibTaTOB 00y4eHH sl M0 U CHUIINHE

AUCHHUIIJINHE

JUCHUITIIMHE.

OneHka MO JUCHMIUIMHE BBICTABIIACTCS OO0YyYaroImeMycs C Yy4E€TOM
pe3yJbTaTOB TEKYILEH U MPOMEKYTOUHOM aTTECTAIUH.

KomnereHnum Ha ypOBHE «JIOCTaTOYHBIN), 3aKpeIsIEHHBIE 3a
JTUCITUIUIMHON, HE COPMUPOBAHEI.

6.2. Ouyenounvle cpeocmea (mamepuanvy) O0711 MEKYULE2OKOHMPOIA YCHEBAEMOCHLU,

npomeafcymoquoﬁ ammecmauuu oﬁyqa}omuxc;l no Oucuunﬂuue ((I[OKyMeHTOBeIleHI/Ie H

ACJOIPOMU3BOACTBO B PEKUCCYPE TeaTPAJIU30BAHHBIX Hpé}:[CTﬂBJIQHHifI».

IIpomedcymounas ammecmayusi no OUCYUNIUHE — 3aUem — NpoXooum 8 gopmame omeemos
Ha eonpocwl. [Ipumepnulii nepeuerb 60NPocos K 3auemy

1.

e A A

11.
12.
13.
14.
15.
16.

17.

18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.

HazoBuTe TpeOoBaHUS K COCTABICHUIO U O(QOPMIICHUIO OOBSICHUTEIBHBIX U JIOKJIAJHBIX
3aMMCOK.
HazoBuTte TpeboBaHuUs K COCTABICHUIO U O(DOPMIICHHIO CITPABOK.
HazoBuTte TpeboBaHUs K COCTABIECHUIO U O(DOPMIICHHIO aKTa.
Ha3zoBute TpeOoBaHUS K COCTABICHUIO U O()OPMIICHHUIO TPOTOKOJIA.
HazoBuTte TpeboBaHUs K COCTABICHUIO U O()OPMIICHHIO TEIETPaAMM.
HazoBure TpeGoBaHMsI K COCTaBICHUIO U OOPMIICHHIO IETIOBOTO MTUChMA.
Kax odopmiisercss COBMECTHOE TTHCHMO JIBYX OpTraHu3aIiiii?
B yem 0coOeHHOCTB SI3bIKa U CTHIIS CITYKEOHBIX TOKyMEHTOB?
[lepeuncnure pa3sHOBUIHOCTH MHCEM.
Buabl nuceM mo copepikaHuio ¥ Ha3HAUYECHHUIO.
«CueHapuii» NOATOTOBKH COBEILIAHUS.
Kakue noxkymMeHThI cO3/1at0TCsl B IPOLIECCE MOATOTOBKH COBEILIAHUS?
KT0 MOXeT paboTaTh C TOKYMEHTaMHU, COAECPKAITUMHA KOMMEPUYECKYIO TalHY?
Jaiite omnpesenieHne MOHATUS «TOKYMEHTOO000pOT».
[lepeuncnure >Tanbl ABHKEHUS U OPSAIOK 00pabOTKH TOKYMEHTOB.
Kakoif HOpMAaTUBHBIN [TOKyMEHT OMpeAeseT MOPSAOK paboThl ¢ JAOKYMEHTaMH B
opranu3anuu’?
[lepeuncnure  ocHOBHBIE  (QYHKIMM ¥ 3aJaud  TOAPA3NCICHHA  CITYKOBI
JIEJIONPOU3BOICTBA.
KaxkoBa posnb cekperapsi B CTpyKType YIPABICHUS 1€TONPOU3BOACTBOM?
KakoBa cTpykTypa ciayx0bl JOKYMEHTAIIHOHHOTO 0OecTieueHus yIpaBieHus?
Kak peructpupyrorcs mpOTOKOIIBI COOpaHUl U 3acelaHus KOJUIEKTHBA?
Kak ucuncnsiercs cpok HCIIOJIHEHUS TOKYMEHTOB?
Urto Takoe HOMEHKJIaTypa J1ea?
Kewm yTBeprkaaeTcst cBOOOIHAass HOMEHKIIATYpa JIeJT OpraHu3aIum?
I'te momenaroTcst MpUKa3bl O MpUeMe, YBOJIbHEHUH PabOTHHUKA?
Kak cucreMaTuzupyorcst TOKyMEHTbI B HOMEHKJIAType Jen?
Kak npoucxoaut xpaHeHue U nepenada Il B apXuB?
C kakuM TOKyMEHTaMH TIpU IIpreMe Ha paboTy Bac 1omKkHBI 03HAKOMHTH?
[lepeuncnure JOKYMEHTHI IO TUYHOMY COCTaBY U MPaBHIIa UX OOPMIICHHS.
Kem ycranaBnuBaoTcs HHIUBUIYaTbHbIE CPOKU UCTIOTHEHUS TOKYMEHTOB?



30.
31.

32.
33.
34.
35.

36.
37.

38.

39.

40.

KakoBsl (hopMBbI peructpanuu 10KymMeHToB B Poccun?

[Ipun perucrpamum Kakoro JOKYMEHTA JaTy PEruCTpaliy YKa3blBalOT B JEHb €ro
MOAUCaHus?

Kak onpenenutb Cpok XpaHeHUs TOKyMeHTa?

Yto Takoe 3NEeKTPOHHBIN JOKYMEHT?

UTo Takoe 3IEKTPOHHBIA JOKYMEHTOOOOPOT M KaKOBa €ro POJIib B ICIONPOU3BOACTBE?

Kakue CYILLECTBYIOT CUCTEMBI aBTOMAaTH3alNH JIEJIONPOU3BOACTBA u

JIOKyMEHTO0000poTa?

Kakue cripaBodHbIe MPOrpaMMBbl I€TONPOU3BOICTBA B 3HaeTe?

[lepeuuncnure MOJIOKUTEIbHBIE CTOPOHBI BHEJPEHUs KOPIIOPaTUBHOTO
JIOKyMEHTO000pOTA.

Kak mnpoucxogur obecrieyeHre COXPAaHHOCTH U JOCTYMHOCTH  AJIEKTPOHHBIX
JIOKYMEHTOB?

Kakumu myTsMu JOKYMEHTHl MOTYT TOCTYNaThb B aBTOMAaTHU3UPOBAHHYIO CHUCTEMY
JIeIONPOU3BOJICTBA?

JIns 9yero Hy»KHa aHTUBHPYCHAs 3aIATA?

TeCTHpOBaHHe. (IIpasunvrvie omeemvl 8b10€1€HbL HCUPHLIM UPUDIMOM)

TpebdoBanus K cocTaBjeHNI0 U 0GOPMJIEHHIO 00bSICHUTEIbHBIX U JOKJIATHBIX
3aMUCOK:

a) JIo/izkHBI OBITH HANTUCAHBI OT MEPBOTO JUIA, UMETh MOAMUCH U AATY

b) O06s3aTenpbHO HAMMYKE TIEYATH OPTaHU3AINH

¢) TpebyeTcst HOTapHaIbHOE 3aBEpEHUE

d) Heo0xo1uMo MPpUIIOKHUTh JOKYMEHTAIBHBIE TIOTBEPKICHHS

2.

TpebGoBanus Kk cocTaBjieHHIO U 0GOPMJICHHIO CIIPABOK:

a) CrpaBka JIOJDKHA COAEPkKATh TOIHKO OOIIYI0 HHPOPMAIUIO

b) lo1skHa OBITH MOANUCAHA PYKOBOIUTEEM M 3aBePeHA MeYaThIo

¢) TpeOyet cornacoBanusi ¢ OPUANYECKUM OTICIOM

d) Cpoxk geiicTBus cripaBKU HE OTPaHUYEH

3.

TpeOoBanus K cocTaBjeHHIO U 0QOPMJIEHHIO aKTAa:

a) CocTaBisieTcst IPOU3BOIBHO JIFOOBIM COTPYIHUKOM

b) [loanucpiBaeTcsi BceMH YJeHAMH KOMHMCCHH M YTBEPKIaeTCsl pyKOBOAUTeIeM

¢) He tpebyer moanuceit



d) MoxeT OBITh COCTABJICH 3aHUM YHCIIOM

4. TpeOoBaHusl K COCTaABJIEHHIO U 0POPMJIEHUIO NPOTOKOJIA:
a) CocramsieTcst He To3Hee 3 THEH MOCie COOBITUS
b) Benercsi B Xx01e MeponpusATHsA, MOANKUCHIBAaeTCH MpeAceaTesieM U ceKpeTapeM
¢) He tpebyer moanuceit

d) MoxeT OBITh COCTaBJICH B IPOU3BOJIBHOU (popme

5. TpeGoBaHusi K COCTABJICHHIO U 0()OPMJICHHUIO TeJIeIrPaMM:
a) JIoJoKHBI OBITH COCTABJICHBI TOJIBKO HA CHEUATbHBIX OJJaHKax
b) J0/1KHBI ObITH KPATKUMHU, YeTKUMHU, 0€3 JTUIIHUX CJI0B
¢) TpeOyroT HOTapHATLHOTO 3aBEPECHHUS
d) He umeroT orpannyenuii no oobemy
6. HazoBuTe TpeOOBaHMS K COCTABJCHUIO H 0(hOPMJICHHIO 1€10BOT0 MUCHMa.
Bapuants! oTBeTa:

[MrceMO TOKHO OBITH HATTUCAHO PA3TOBOPHBIM SI3BIKOM, YTOOBI CO3AaTh He(hOPMaTbHYIO
atMocdepy.

IIncemo JOJIKHO ObITH JJAKOHUYIHBIM, Y€TKHUM, I'PAMOTHBIM, C COﬁJIlO[leHI/IeM A€J0BOro
CTIJIA.

B nuceMe gomnyckaeTcst MCTIONb30BaHUE CIEHTa U SMOLMOHAIBHBIX BBIPAXKEHUH.
[Mucemo MoOXxeT OBITH 0(OPMIIEHO TPOU3BOJILHO, 0€3 yueTa CTaHJapTOB.

7. Kak odopmisieTcss COBMeCTHOE MUCHMO ABYX OpraHu3anuii?
Bapuants! oTBeTa:

Vka3bpIBaeTCs TOJIBKO OJHa OopraHu3anusd B KAUCCTBC OTIPABUTCIIA, BTOPasA YIIOMHUHACTCA B
TEKCTEC ITUChMa.

B manke nucbMa yKa3bIBalTCs 00€ OPraHu3anui Kak OTIPABUTENH, ¢ YKa3aHHEM HX
PEKBH3UTOB.

[Mucemo oopmitsieTcss OT UMEHH OJJHON OpraHU3alMy, a BTOpasi MOANKCHIBAET €T0 BHU3Y.

CoBMECTHBIC TChMa 3alpCUICHBI HOpMaMHu ACJIOMPOU3BOACTBA.



8. B ueM 0c00CHHOCTD SI3bIKA M CTHJIA CJIYKeOHBIX JOKYMEHTOB?

Hcnonb3yeTcst pa3roBOPHBIN CTHIIB JIJIS1 CO3JaHUs APYKECKOH aTMOCHEPHI.
SI3bIK 10/15KeH ObITH 0PUIUAIBHO-1€JI0BbIM, TOYHBIM, 0€3 IMOIHOHAJIBLHBIX OKPACOK.
JlomyckaeTcst uCIoJIb30BaHUE KaproHa U He)OpMaJIbHBIX BhIPAKEHUH.

CTHIIb MOXKET OBITh .]'IIO6BIM, TJIaBHOC — IMIEPE€AATh OCHOBHYIO MBICJIb.

9. Ilepeuuncaure pa3HOBUIHOCTH IHCEM.
BapuanTel oTBeTa:
JIuuHble, 1e10Bble, KOMMepYecKue, MHPOpMalMOHHbIE.
Tonpko Aen0BBIE U INYHBIE.
OdununanbHble, YaCTHBIC, peKJIAMHBIE, TIPUTTTALICHUS.
DNEeKTPOHHbIE, OyMa)KHbIE, YCTHBIE.

10. Buabl muceM no coep;KaHuI0 ¥ Ha3HAYEHUIO.
BapuanTe! oTBeTa:
NudpopmannoHHblie, rapaHTHiHbIE, IPETEH3MOHHbIE, OTBETHBIE.
JInuaHeble, neoBbIe, pa3BieKaTeNIbHbIE, PEKIaMHbIE.
DINIeKTpOHHBIE, OyMakHbIC, (DAKCHUMUIILHBIE.
KopoTkue, anmuHHbIe, cCpeHUE.

11. T «Cuenapuii» moaAroTOBKM COBEMIAHUS
Kakoii 3tan HE BxoauT B «cieHapuin» NOArOTOBKH COBEIAHUsA?

a) Onpenenenue nenei u 3aja4 CoBEUIAHUS

b) [ToaroroBka HHGOPMALMOHHBIX MaTEPHUAIOB
c) IIpoBenenne pekJIaMHON KaMIIAHUH

d) CocraBieHue crucka y4acTHUKOB

12. Kakue 10KyYMeHTBI CO3JAI0TCH B Mpolecce MOArOTOBKH COBEeIIaHus1?
Kaxoii u3 nepeunciieHnbix 10kymeHToB HE co3naercsi npu moaroroBke coBeliaHus?

a) [ToBecTka s



b) IIpoTokoi coBemnanus
¢) JloroBop o coTpyaHu4ecTBE
d) [Ipurmnamenus y4acTHUKaM

13. Ko MoxeT padoTaTh ¢ J0OKYyMEHTAMM, COJEPKANMUMHA KOMMEPYECKYI0 TaiHy?
KTo0 nmeer npaso padorathb ¢ AOKyMeHTaMH, COAEPKALIMMH KOMMEPUYeCKYI0 TailHy?

a) JIro00# cOTpyIHHUK OpraHU3auu

b) Toabko JMIa, OANKMCABIINE JOTOBOP 0 Hepa3riameHun
¢) ToabKO pyKOBOIUTENH OpraHU3auu

d) Bce corpynuuku, mpomieaime o0ydcHme

14. laiiTe onpenesieHNe NOHATHSA «I0OKYMEHTO000pPOT»
Yto Takoe JOKYMEHTO0000poT?

a) [Iponecc co3manust TOKYMEHTOB

b) IIpouecc nBUKEeHUsI JOKYMEHTOB B OPraHU3alul
¢) [Iponiecc yHUYTOXKEHUS TOKYyMEHTOB

d) [Ipormecc xpaHeHus TOKYMEHTOB

15. IlepeuncanTe 3Tanbl IBUKEHUS U MOPSA0K 00PaA0OTKH TOKYMEHTOB
Kaxkoii 3tran HE BXx0oauT B ABH:KeHHE JOKYMEHTOB?

a) Peructpanus
b) KoHTpons ucnonHeHus
¢) llyomukauusa 8 CMU
d) Xpanenue
16. Kakoii HOpMATHBHBII JOKYMEHT onpeaeaseT NOPSAOK padoThl ¢ JOKYMEeHTaAMH B
opraHusauum?

Kakoii 1okyMeHT peryaupyert padoTy ¢ J0OKyMeHTaMu?

a YcraB opraHu3anuu
b) 'OCT P 7.0.97-2016

¢) TpynoBoii kogexkc PO
d) [TonoxxeHne 0 KOMMEPYECKOM TaitHe

17. OcHoBHbBIE (PYHKIMH U 32124 MOAPA3AeJIeHUH CIYKObI 1eJI0NPOU3BOACTBA



Kakas ¢pynknus HE oTHOcuTCS K 3a1a4aM ¢J1yKObI 1eJIONPOU3BOACTBA?
a) Opranuzanus JOKyMEHTO000poTa

b) KoHTpomab ucnomHeHus JOKYMEHTOB

c) PazpaGoTka MapKeTMHIOBBIX CTpaTerui

d) ApxuBHOE XpaHEHHE JOKYMEHTOB

18. PoJib cekperapsi B CTPYKTYpe yHpaBJeHHs 1eJ10NPOU3BOACTBOM
KaxkoBa ocHoBHasi poJib cekperaps?

a) PazpaboTka cTparernu KOMImaHuu

b) Opranuszanusi J0KyMeHT0000POTAa U KOHTPOJIb HCIIOJTHEHNsI MOPYYeHH i
¢) Ynpasnenue puHaHCAMU

d) [IpoBeneHue coperanui

19. Crpykrypa ciayx0bl JOKYMEHTAIMOHHOT0 00ecredeHUus yIpaBJieHus
Kakoii ornesq HE BXoguT B CTPYKTYpPY CJIyKOBI JOKYMEHTALMOHHOIO 00ecreyeHus1?

a) Otxaen peructpanuu JOKYMEHTOB
b) ApXuUBHBII OTIEIN

¢) Otaen kaapoB

d) OTaen KOHTPOJIS UCTIOTHEHUS

20. Kak peructpupyrTcsi MPOTOKOJIbI COOPAaHUIl U 3aceJaHus KOJLUIeKTUBA?
Kakum 00pa3om perucTpupyrorcsi IpoTOKOJIbI?

a) B ’xypHase perucrpariivi BXOJSIIIAX TOKYMEHTOB

b) B skypHaJie perucTpauuu BHyTPEeHHUX TOKYMEHTOB
¢) B nmanoM apxmBe cexperaps

d) He peructpupyrorcs

21. Kak ucuuciasiercsi CpOK HUCIOJTHEHUS TOKYMEHTOB?
Kak onpenessiercst CPOK MCIIOJTHEHUs] JOKYMEHTOB?

a) [lo »enaHuto UCTIOTHUTEINS
b) [lo ykazaHHI0 pyKOBOAUTEIS HJIH HOPMATHUBHBIM TPeOOBAHUAM

¢) Ilo nare co3nanusa JOKyMeHTa



d) Ilo mare perucrpanuu

22. Yto Takoe HOMEHKJATypa aea’?
Yro npeacrasJisieT co00ii HOMEHKJIATYpa aena’?

a) [lepedeHb COTPYAHUKOB OpTraHU3AINH

b) CucreMaTU3HPOBAHHBbIN NepeYeHb HAMMEHOBAHUIA J1e]1
¢) CriucoK KOMMEPYECKHX TTapTHEPOB

d) PeecTp nIeKTPOHHBIX IOKYMEHTOB

23. T Kem yTBep:kaaercsi CBOOOHASI HOMEHKJIATYPA J1eJ1 OpraHu3anum?
KTo yrBepiaaeT HOMeHKIATYpY Aena?

a) Cekperapb

b) PykoBoanTe/b OpraHu3anuu
¢) ApxuBapuyc

d) FOpucr

24. I'ne noMemal0TCs NPUKAa3bl 0 IpUeMe, YBOJIbHEHHH Pa00oTHUKA?
I'ne xpansiTcss npukaspbl M0 JUYHOMY COCTABY?

a) B Oyxranrepun

b) B oTaesie kagpos

¢) B apxuBe opranuzanun
d) Y pykoBoaurens

25. Kak cucreMaTu3upyroTcsi J0KYMEHThI B HOMEHKJIaType aea?
Ilo kakoMy NPUHLIMILY CHCTEMATH3UPYIOTCS TOKYMEHThI?

a) [To andasury

b) 1o TeMaTHYeCKMM pa3jejam
c¢) Ilo nare cozmanus

d) ITo aBTOpam

26. Kak npoucxoauT XpaHeHHe U Nepegayda e B apxuB?
Kak nepenarrcs nesia B apxus?

a) [To ucreuenun cpoka XpaHeHHsI B OTAeINE KaApoB

b) Ilo akTy npuemMa-nepeaayu



¢) [To ycTHOMY pacnopsKeHUIO0 PYKOBOAUTENS
d) CamocrosTensHO
27. C kakuMM JOKYMEHTAMU NpU npueMe Ha padoty Bac 10/1:KkHbI 03HAKOMUTH?

Kaxoii nokyment HE BXoauT B cniucok 00513aTeJIbHOT0 03HAKOMJICHHUS MPU NpHeMe Ha
padorty?

a) TpyznoBoii foroBop
b) [IpaBuia BHyTpEHHETO TPYIOBOT'O pacHopsiiKa
c) bu3Hec-mJIaH KOMIAHUH
d) ITonoxeHnne 0 KOMMEpUYECKOM TaitHe
28. JIOKyMeHTBI 110 THYHOMY COCTABY U NPABHJIA UX 0()OPMIICHHSA
Kaxkoii nokymenT HE 0THOCHTCSI K JOKYMEHTaM IO JIUYHOMY COCTaBY?
a) JInunast kapTouka pabOTHHKA
b) TpynoBast KHHXKKa
c) JJoroBop apeHabl noMeleHnst
d) Ilpukas o npueme Ha paboty
29. KeM ycTaHABIHMBAKOTCH HHAUBHYAIbHbIE CPOKH HCIIOJHEHUS] JOKYMEHTOB?
Kto0 ycranasiuBaeT HHAMBUyaIbHbIE CPOKH UCIIOJHEHUS JOKYMEHTOB?
a) Ucnonuurens
b) PykoBoaureJib
c¢) Cekperapb

d) ApxuBapuyc

30. [l1s1 KAaKOro JOKYMEHTA J1aTa PerucTpPalMy COBNANAET ¢ AaTOH MOANUCAHUA?
a) Bxonsmero nucpma
b) IIpuxa3za
¢) JloroBopa

d) 3asBnenus



31.. Kak onpeaeauthb CpoK XpaHeHusi JokymMeHTa? Kak onpenessiercsi CpOK XpaHeHH sl
JOKYMeHTa?

a) [lo sxenaHuto coTpyaHuKa
b) Ilo HOMeHKJIATYpe A€/ M APXMBHBIM NPaBHJIaM
c¢) Ilo nare cozmanus
d) [To o6beMy nOKyMEHTa
32. Yro Takoe 3J1eKTPOHHbIN J0KYMeHT? UT0 TaKkoe 3JIeKTPOHHBIA JOKYMEHT?
a) PacneyatanHslif TeKCT
b) Mupopmanus B 3JIeKTPOHHOI (opMe, HMEIOIIAS IOPUANYECKYIO CHITY
¢) @otorpadust TOKyMEeHTa
d) CxaH-komust
33. YTo Takoe 3J1eKTPOHHBIN JOKYMEHTO000POT H KAKOBa €ro poJib B
JeJIONPOu3BoOaACTBE?
KakoBa posib 3JIeKTPOHHOI0 J0KYMeHTo0o00poTa?
a) YBenndyeHne OyMaKHOTO JOKYMEHTO000poTa
b) ABTOMaTH3a1HMsA POLECCOB CO31aHMs, 00Pa0OTKH M XpPaHEHHS TOKYMEHTOB
c¢) Co3anue pe3epBHbBIX KON
d) Ynoporenue qoctymna K JOKyMEHTaM

34. Kakoe npeumyuiectso HE oTHOCHTCSI K BHEAPEHHIO KOPIIOPAaTHBHOIO
JOKyMeHTo0o0opoTa?

a) YCKOpEHHE MPOIECCOB

b) Yeenuuenue konuuecmea 6ymarxcHvlx 00KyMeHmos
c) [loBeieHre 6€30MaCHOCTH JAaHHBIX

d) Ynpouienre KOHTPOIIS HCTIOTHEHUS

35. ObGecneyeHne COXPAHHOCTH U JOCTYITHOCTH IJIEKTPOHHBIX IOKYMEHTOB
Kak o0ecneunBaeTcsi COXpaHHOCTD 3JIEKTPOHHBIX IOKYMEHTOB?

a) Yepes pe3epBHOe KONNMPOBaHNE U AHTUBUPYCHYIO 3AILHUTY

b) Uepes nmevats BCeX TOKyMEHTOB



¢) Uepes xpaHeHue Ha Quienrkax
d) Uepe3s ycTHBIC HHCTPYKLIUU

36. Kakumu nmyTsiMH JOKYMEHTbI MOTYT MOCTYNAaTh B ABTOMATU3HPOBAHHYI0 CHCTEMY
neqonpoussoacrea? Kakoi cnocod HE ucnoJsib3yercs 1151 NoCTynjieHust
AOKYMEHTOB B cHCcTeMy?

a) CkaHupoBaHue

b) DnekTpoHHas mo4ra

c¢) llouroBbie roryou

d) BBox1 1aHHBIX BpyUHYIO

37. Jlyis 4ero Hy:KHA AaHTUBMPYCHAasi 3amuTa? J[Jisl 4ero UCnoJb3yeTcsi AaHTUBMPYCHAasI
3anmra?

a) Jlnst yckopenwusi paboThl CHCTEMBI
b) s 321U THI OT BPEIOHOCHBIX MPOrPamMM
¢) st cozmaHust JOKYMEHTOB

d) s meyatu TOKYMEHTOB

3auem opuenmupoean HA NPOGEPKY CEHOPMUPOBAHHOCMU KOHKPEMHbIX KOMNEMEeHYUl, MaKux
Kak 3HaTh OCHOBBI JEOBOW KOMMYHHKAI[UU, OCOOEHHOCTH €€ OCYIIECTBIIEHUS; OCOOEHHOCTH
COBPEMEHHBIX KOMMYHUKATUBHO-IParMaTHYeCKUX TMpPaBMWI W DTUKH PEUEBOTO OOIEHUS.
OCHOBHbIE MEXaHU3MbI U METOJIbI (POPMHUPOBAHUS UMU/IKA JI€TIOBOTO YEJIOBEKA.

OcCyIecTBIATh ENOBbIe KOMMYHUKAIIUY, aHAIM3UPOBATH IENU U 3aJa4u TIpolecca OOIEeHUs B
Pa3IUYHBIX CUTYalUAX NPOodeCCHOHATHHON KU3HU.

3HaThb OCHOBHBIE TOHSTHUSI TBOPYECKO- IPOU3BOJCTBEHHOW JEATENBHOCTH PaOOTHUKOB
YUPEXKJIEHUN KyJIbTYpbl, OCHOBHBIC II€JIM, 3a7aud, BUAbI, (OPMBI, TEXHOJOTUH TBOPYECKO-
IIPOM3BOJICTBEHHO JIEATETLHOCTH PaOOTHUKOB YUPEXKICHHH KYJIbTYpPBI.

YMeThaaBaTh OLEHKY CTPYKTYPE U COJIEPIKaHUIO pa3paboTaHHBIX TBOPUYECKUX MPOEKTOB.

Brnanerp HaBbIKaMU MJIAHUPOBAHUS TBOPUECKO- MPOU3BOJCTBEHHON JEATENILHOCTH pPabOTHHUKOB
YUPEXKJIEHUN KYJIbTYPBhl; OLIEHOUHBIMH CPEICTBAMHU CTPYKTYpPbI U COAEpkKaHHs pa3pabOTaHHBIX
TBOPYECKUX MPOEKTOB.

7. VUEBHO-METOJIMYECKOE W WH®OPMAIIMOHHOE OBECIEYEHUE
TV CHATIIAHBI

7.1.  Cnucok numepamypul u UCHIOYHUKOG

Ocnosnasn:



. Ky3nemnona, T. B. Bsenenue B cnenuaibHOCTh : Yueb. mocooue s crer. Ne 350900 -

JlokyMeHTOBeIeHHEe U JOKYMEHTallmoHHoe obecrieuenne yrpasienus / T. B. Ky3nemnosa
; Poc. roc. rymanut. yH-T. - M. : PI'TY, 2003. - 68, [1] c. - 107-80.

2. OxorHukoB, A. B. JlokyMeHTOBeIeHHE U JEIOMPOU3BOJCTBO : yued. mocodue / A. B.
OxotHukos, E. A. BynaBuna. - 2-e u3z., nepepad. u gon. - M.; Pocros-u//] : U3a. nientp
"MapT", 2005. - 301 c. : cxem. - (Cep. "besynpeunsie fokymeHTsl"). - [Tpuin.: ¢.276-297.
- buGmumorp.: ¢.298-299.

3. BbeikoBa, T. A.. JlenonpousBoactBo : yueOHuk / T. A. brikosa, JI. M. Bsmnosa, JI. B.
CankuHa. - 2-¢ u3n. - M. : MILODP, 2006. - 557, [1] c. : cxeMm. - (Bpicmias mkona). -
[pun.: c. 364-428. - bubnuorp.: c. 353-354.

4. Croaspos, 10. H. JlokymeHTHBIN pecypc : yueb. mocobue ans crya. By3os / HO. H.
CronsipoB. - M. : Jlubepes-budbundopm, 2009. - 222, [1] c. - (IIpodeccnonanbHBIHA
MpakTUKyM). - bubmmorp.: ¢. 213-215

5. Hoxymentomorusi [Tekct] : yue6. mocoouwe / 0. H. CromspoB ; Mock. roc. yH-T
KYJIbTYPBI U1 UICKYCCTB ; OpJIOB. TOC. MH-T UCKYCTB U KyJIbTYpHI. - Open : ['opuzont, 2013.
-369 c., [1] n. un. : un. - bubmuorp.: c. 352-357.

Jlononnumenvnas

1. Opranusanus padoThbl ¢ JOKyYMeHTaMH : Yuel. Ui CTY/IGHTOB BbICII. yuel.
3aBeJIeHMI, o0yJaromuxcs 1o cre." /JokyMeHToOBeIeHne U JOKYMEHTall. oO0ecrieueHue
yrp." u "Menemxment" / B. A. Kyapses, U. K. Kopuees, I'. H. Kcannonymno u ap. - M. :
NH®PA-M, 1999. - 573, [1] c. - (Boicmiee obpa3zoBanue). - bubmuorp. B KOHIIEe Kaxa0i
ri. - ISBN 5-86225-757-8 : 39-92.

2. Kymnapenko, H. H.

JlokymeHToBeneHue : yued. ais By30B KynsTypsl / H. H. Kymnapenko. - 2-e u3n. ;
nepepad. u gom. - Kues : 3nanns, 2000. - 459 c. : un. - (Buma ocsita XXI cromitrs). -
bubnuorp.: ¢.457-459. - ISBN 966-620-010-4 : 80-.

3. CoutHeBa, A. A.

JlokymeHTOBeIeHHE : Y4e0.-MEeTOI. TOCOOHre ISl CTYJACHTOB-3a09HUKOB / A. A.
CoutneBa ; MoCK. roc. YH-T KYJIbTYPBI 1 HCKYCCTB. - M. : MI'YKH, 2000. - 62 c. - 16-.

4. 3aiinena, T. A.

JIOKyMEHTHUPOBaHHE YIIPaBIECHYCCKOH AesaTeNnbHOCTH : Yueb. mocooue / T. A. 3aiinena ;
Mock. roc. yH-T KyJbTypbl U HCKYCCTB. - M. : MI'YKMU, 2002. - 133c. - [Tpun.: ¢.91-133.
- bubmmorp.: ¢.89-90. - 32-.

5. Makaposa, H. B.

KommbrorepHoe nenonpounsBoactso : yuaed. mocodue / H. B. Makapoga, I'. C.
Hukonaituyk, 0. @. Turosa. - CIIO. : ITutep, 2005. - 410 c. : un. - (YaeOHBII Kypc). -
Bubnuorp.: ¢.409-410. - ISBN 5-318-00676-0 : 134-.

6. IlnemkeBuy, E. A.

Opranuzanus paboTsl oduca [DnekTpoHHbIH pecypce] : nekius : cuer. 080705.65
"MenemxmenT oprannzauun” / E. A. TlnemkeBud ; Mock. Toc. yH-T KyJIbTYphI U
UCKycCTB. - M. : [6. u.], 2011. -8 c. - 6. 1.

7. CnmBak, B. A.

Jlenornpou3BoacTso : [yuel. mocobue] / B. A. Cnusaxk. - CII0. : TTurtep, 2003. - 207 c. -
(Yueb. mocobue). - ISBN 5-94723-318-5 : 39-.

8. CnuBak, B. A. [lenonpousBoactso : [yue6. mocobue] / B. A. CnuBak. - CII6. : [Tutep,

2003. - 207 c. - (Yue6. nocobue). - ISBN 5-94723-318-5 : 39-.



9. KupcanoBa, M. B. Kypc npemonpousBoactBa: JlokyMeHTanmmoOHHOE oOecreueHne
ynpasieHus : Yue6. mocobue / M. B. Kupcanosa, 0. M. Akcenos ; HoBocuOup. roc.
aKaJ. SKOHOMHUKH U yrpasiieHus u ap. - M. ; HoBocubupck : UHOPA-M - Cub.ota-Hue,
2001. - 295 c. - (Cep. "Bsicu1. ob6pazoBanme"). - bubmuorp.: c. 291-292. - ISBN 5-16-
000356-8 : 41-.

10. Ienonpou3BoacTBo : yueOHUK / mox obmr. pea. T. B. Kysnemosoit. - M. : MII®OP,
2004. - 542, [1] c. - (Bpicmas mkoina). - ISBN 5-7709-0227-2 : 187-.

11. MakapoBa, H. B. KomnbiotepHoe nenonpousBoAacTBo : yued. mocobue / H. B.
Makaposa, I'. C. Huxonaituyk, FO. ®@. Turosa. - CII06. : ITutep, 2005. - 410 c. : wi. -
(YueGusiit kypc). - bubnuorp.: ¢.409-410. - ISBN 5-318-00676-0 : 134-.

12. KupcanoBa, M. B. Kypc ngerompou3BojacTBa: IOKYMEHTAIlMOHHOE oOOecreueHue
ynpasienus : yue6. mocooue / M. B. Kupcanosa, 0. M. AkceHOB. - 5-¢ u31. ; Ucmp. u
nom. - M.; HoBocubupck : UH®PA-M: Cubup. cornmamenne, 2003. - 320 c. : cxem. -
(Bsicm. obpazoBanue). - bubmumorp.: ¢.317-318. - ISBN 5-16-001066-1 : 96-.

7.2. Ilepeuens pecypcos ungopmayuonno-meneKoOMMyHuKayuonnou cemu «Mumepnemy.

Hoctyn B ObC:

000 «27eKTpOHHOE U3ATETHCTBO FOPAMT».

000 «M3narenscTBo JIanby.

000 «Kommnanus Aii [Tu Ap Menuay.

00O «llenTpanbublii komiekTop oudmmorek «BMIBKOM».

8. METOAUMYECKHUE VYKA3ZAHUA 11O OCBOEHHUIO JUCHUIIJIMHBI
MOAYJIA)

8.1. 3a0anuna 012 npaxmuyeckux 3aHAmMul

Tema 2.- IIpakmuueckoe 3anamue

PazpaboTarh cxembl: «/{okyMeHT U ero pyHKIuN», «Knaccuduxaiust JOKYMEHTOB 110
HpU3HAKaM»

Pasznea Il.Tpedosanua k ogpopmnenutro opzanuzayuonno-ynpasienyeckux 00OKymMeHmoes 6
yUpexkIeHUsIX KyJabTypbl

Tema 1.//pakmuueckoe 3auamue

a) COKpaTI/ITb B MMPCAJIOKCHHBIX BapHUaHTax CJI0Ba U CJIIOBOCOYCTAHUS, HACTO BCTPCUACMBIC
B TCKCTaxX JOKYMCHTOB.

Bapuanr 1 Bapuanr 2
TO €CTh JIEPEeBHS
M Tak jajiee YKEJIE3HOAOPOKHBIN
¥ TOMY TTOJ00HOE CEJILCKOX035IMCTBEHHBIN
U ApyTHe 3aBOJI




U TIpoyYne TaK Kak

rJ1aBa HanpuMep
MyHKT XapaKTepUCTUKA
MOJAMYHKT UMEHU

MyHKTBI UHCTUTYT
PUCYHOK MUJLTAAP]T
paznen MUJUTHOH
CMOTPUTE ThICSTYA
WJUTFOCTpAITUs pyoIB

KHHTA KBapTal
o0nacThb 4acTh

paiioH riaBa

ropon CTpaHHUIIa

celo MeETp
MUJUTAMETP CaHTUMETP

yac TakuM 00pa3zom
MUHYTa TaK Ha3bIBaEMbIii
aKaJIeMUK TEKYIIEro roja
TOKTOP JIOLICHT
npocdeccop KaHIuAaT SKOHOMUYECKUX HAYK
CTapIINi Mpeno1aBaTeNb CEKyHJIa
3aBEYIOIINI rpamm

0) Haittm ommOku B odopmieHHH JIaT U (PU3NYECKUX BEIMYWH, MPEACTABICHHBIX
pernoaaBaTeiemM.

dopMa BEITTOTHEHHUS K 3aJIaHHIO: IMPOCKTHI PA3JIMYHBIX BUAOB JOKYMCHTOB.

TpeOoBaHusi K BBHIIOJHEHHWIO: COOTBETCTBUE METOIMKE WM MpaBHIIaM, H3JIOKCHHBIM Ha
ayJIUTOPHBIX 3aHATUSAX WU B JINTEPATYpE.

Tema 2.b1anku 10kyMeHTOB - IIpakmuueckoe 3anamue

OdopMuUTh CcXeMBI OCHOBHBIX 00pa3noB (oOmmuii OmaHk, OnaHK mHCchMa, OJaHK
KOHKPETHOTO IOKYMEHTA)

dopMa BEITTOTHEHHUS K 3aJIaHHIO: IMPOCKTHI PA3JIMYHBIX BUAOB JOKYMCHTOB.

TpeboBaHusi K BBHINOJHEHHMIO: COOTBETCTBUE METOAMKE M IpaBHJIaM, H3JI0KEHHBIM Ha
ayJUTOPHBIX 3aHATUSAX WU B JINTEPATYpE.




Tema 3. ®opmyaasip JIOKYMEHTa U €ro COCTABHbIE YaCTH - [[pakmuueckoe 3aHsamue

[Tonck ommbOOK B OGOPMICHHM MPEACTABICHHBIX IPENOJaBaTENIeM JIOKYMEHTOB.
Jlo6aBiieHne HemocTarommx pekBU3NTOB. OHopMHUTE 00pa3ibl JOKYMEHTOB C YKa3aHWEM B HUX
PEKBU3UTOB U TPUQOB.

®opma BHIIOJHEHHUS K 3aJaHHIO: IMPOCKTHI PA3JIMYHBIX BUAOB JOKYMCHTOB.

TpeGoBaHusl K BBINOJHEHUIO: COOTBETCTBHE METOAMKE M IPaBUJIAM, M3JIOKEHHBIM Ha
ayIUTOPHBIX 3aHATHUAX WIN B IUTEpATypeE.

Tema 5. OdopMiieHHe OPpraHn3anMOHHO-NIPABOBBIX T0KYMEHTOB - IIpakmuueckoe 3anamue
Pa3paboraTs mpoekT ycraBa (TIOJI0KEHUS)
Pa3zpaborats 1 0OpMUTH TOKHOCTHYIO HHCTPYKITUIO

dopMa BEITTOTHEHHUS K 3aJIaHHIO: IMPOCKTHI PA3JIMYHBIX BUAOB JOKYMCHTOB.

TpeGoBanusi K BBIMOJHEHHUIO: COOTBETCTBHE METOAMKE M TPaBHUJIaM, H3JI0KEHHBIM Ha
AyJUTOPHBIX W TPAKTUYECKUX 3aHATHAX WU B Juteparype. Ilpueemcmeyemca meopueckuil
UHOUBUOYATbHBLIL HOOX00 K 6bINOJIHEHUIO 3A0AHUIL.

Tema 6. OpopmireHne paciopsiIUTEIbHBIX JOKYMEHTOB
Ilpakmuueckoe 3anamue

PazpaboraTte mpoekr mnpukaza Ha OO0y TeMy (O TOATOTOBKE K CIIEKTaKIo, 00
YTBEPXKACHUH pENepTyapa, 0 IPEeMUPOBAHUH UM 0J1aroIapHOCTH, O IPOBEICHUH KOHKYPCA).

Pazpabotats pacniopspkeHue Ha JI00yIo TeMy (HalpuMep, 0 IPOBEACHUN MEPOIIPUSTHH).

Pazpaborare ykasaHue Ha J00yl0 TeMy (Hampumep, O MEpPONPHUATHIX MO pa3paboTKe
IUTAaHA PA3BUTHS YUPEXKICHUS KyIbTyphl Ha TIEPCIIEKTUBY).

dopMa BEITTOJTHEHHUS K 3aJIaHHIO: IMPOCKTHI PA3JIMYHBIX BUAOB JOKYMCHTOB.

TpeOoBaHusi K BBHIIOJHEHHWIO: COOTBETCTBUE METOIMKE WM MpaBHIIaM, H3JI0KCHHBIM Ha
AyIUTOPHBIX U MPAKTUYECKUX 3aHATUSAX WM B auteparype. Ilpueemcmeyemca meopueckuil
UHOUBUOYAILHBLIL NOOX00 K 8bINOJIHEHUI) 3A0AHUL.

Tema 7. Opopmirenne nHPOPMANMOHHO-CIIPABOYHBIXI0KYMEHTOB
Ilpakmuueckoe 3anamue
PazpaboTtarh akT 0 CIMCaHUM MaTePHATbHBIX IEHHOCTEH.
Hanwucats cnipaBky 11 HOATBEpKIeHUS (pakTa paboThl COTPYAHUKA TeaTpa.

Hammcarp pokmanHyto u OOBSICHHTENBbHYIO 3allMCKy JIFOOOT0 Xapaktepa (Hampumep, O
pa3paboTke OM3HEC-TIIaHa).

CocTaBuTh MPOrpaMMKY U TeaTPATbHYIO apHIy CIIEKTAKIIS.



Tema 8./les10Basi 1 KOMMepUYecKasi ePENUCKA B YUPEKICHUN KYJIbTYpHhI
Ilpakmuueckoe 3anamue

Hanucanue u odopmnenne aenooro nuchbma. CocTaBieHUE HEKOTOPHIX BHUJIOB JIEITOBBIX
MHCEM HA 3aJaHHYIO TEMY.

Pa3paboTaTe MpOEKT AeN0BOr0 HHChMa Ha JIIOOYIO TeMy: HpUIJIAlIeHHEe Ha CIIEKTaKIb,
3ampoc, peKiIaManys, MpeUIoKeHHe, M3BEIICHNE, M03/IpaBIeHNe, PeKJIaMHOe, 0JIaroIapHOCTb,
rpamora (ecTuBaIA-KOHKYpca, HHPOPMALIMOHHOE, TApAaHTUIHHOE U T.1.

®opma BHIIOJHESHHUS K 3aJaHHIO: IMPOCKT ACTIOBOIO IMMUChbMa.

TpeGoBaHust K BBHIMOJIHEHUIO: TEKCT NHCbMa JOJDKEH BKIIOYATh TPH CTPYKTYPHBIX
9JICMCHTA: BBOJHYIO 4aCTh, U3JIararollyro MOBOA AJId HAIMMCAHUSA MUCbMaA; JOKAa3aTCIbHYIO YaCThb,
NPUBOJSIIYIO JOBOJBI, CCBUIKM Ha HOPMATHBHBIC JTOKYMEHTHI; 3aKIIOYHTEIbHYIO YacTh, B
KOTOPOHM H3yaraercsi mpocb0a, coriacue, OTKaz W mp. TeKCT MOIHKEH COJepkaTh JOCTATOYHO
00OCHOBaHHBIC apPTyMEHTHI W TOJHYIO WH(POPMAIHIO, MO3BOJSIONIYIO TPUHATH PEIICHHE IO
NOTHATOMY B THCbME BOIpOCYy. JloymKHA OBITH YETKOCTh, SICHOCTh, KPAaTKOCTh H3JIOKEHUS,
JOTHYHOCTh, JOCTYIIHOCTH Ui Bocnpustus. Odopmisiercss TUCHBMO B COOTBETCTBHHU  C
TpeOOBaHUSIMHU rOCyIapCTBEHHBIX CTaHJapTOB. Ilpusemcmeyemcs meopuecKuil
UHOUBUOYAbHBLIL HOOX00 K 6bINOJIHEHUIO 3A0AHUIL.

Tema 9. OdpopMieHue TOKYMEHTOB 10 JJUYHOMY COCTaBY - IIpakmuueckoe 3anamue

Hanmwmcate 3asBieHuss o mnpuemMe Ha paboOTy, XapaKTEPUCTHKH, PACIHCKH, peE3lOMe,
JIOBEPEHHOCTH H T.JI.

Pazpabotats pe3rome AJist yCTpoiicTBa Ha padoTy.
Pazpaborate n oopmMuth mopThoHo.

Hanmcatpe XapakTepuCcTUKY Ha JIF0OOTO U3 CTYACHTOB I'PYIIIIHI.

Tema 10. ITonroroBka u 00c/ayKHBAHHE COBEIIAHMI B YUPEKICHUH KYIbTYPBI
Ilpakmuueckoe 3anamue
CocTaBuTh MJIaH MOJTOTOBKH K COBELAHMIO.

Pa3paboTtare MpOEKT MPOTOKOJIA 3acCeIaHUsL.

Pasznea III. Opeanuzayua pabomel ¢ 0oKymenmamu
Tema 2. Perucrpanusi 10KyMeHTOB - IIpakmuueckoe 3anamue
CocTaBuTh )KypHaJIbl PETUCTPALIMN BXOIAIIECH U UCXOAIIECH TOKYMEHTAIIUH.

@dopma BBINOIHEHUS K 33JaHHIO: )KYPHAJl PETUCTPALIUU BXOJAIIEH TOKYMEHTALUHU, KypHAI
pPErucTpali UCXOSAIIEH TOKYMEHTALIUH.

TDC6OBaHI/I${ K BBIIMOJJHCHHUIO: COOTBETCTBHUC MCECTOJUKE H IIpaBHJIaM, H3JI0KCHHBIM Ha
AYAUTOPHBIX U MMPAKTUYCCKUX 3aHATUAX.




Tema 3. CocTraBjieHHe HOMEHKJIATYPbI €]l M NMOATOTOBKAJOKYMEHTOB K cjJadye B
apxuB

Hpaxmuqeacoe 3aHamue

CocTaBUTh HOMEHKJIATYpy JeJl OpraHu3alMd M 00pa3llbl OCHOBHBIX JOKYMEHTOB JIJIsi
nepeaayn Ha XpaHeHue B apXuB: (pOpMy OMHCH, TUCT-3aBEPUTETD.

®opma BHIIOJHESHHUS K 3aJaHHIO: HOMCHKIJIaTypa A€

TDC6OBaHI/I${ K BBIIMOJJTHCHHUIO: COOTBETCTBHUC MCECTOJUKE W IIpaBHJIaM, H3JI0KCHHBIM Ha
AYAUTOPHBIX U MPAKTUYCCKUX 3aHATUAX.

Tema 4. Texnuuyeckue cpeacTBa, UCMOJIb3yeMble BAEJONPOU3BOICTBE
Ilpakmuueckoe 3anamue

Odopmuth OCHOBHBIE OO0paslbl JOKYMEHTOB HWH()OPMAIMOHHO-TIONCKOBON CHCTEMBI.
[Toznakomuthcsi co cnpaBouyHo mporpammor «lC:Tearp». OtnpaBka 3IEKTPOHHBIX
JIOKYMEHTOB.

Tema OdopmiieHne TPyA0BbIX OTHOIIEHUI- IIpakmuueckoe 3anamue

PaccMoTpeTh TpynoBYIO AESITETLHOCTD apTHCTA XYA0KECTBEHHOTO KoJuleKTHBa. COCTaBUTh
JOJKHOCTHYIO MHCTPYKIUIO paOOTHHKA (PYKOBOIUTENS JTHOOMTEIHCKOrO Tearpa, TBOPUECKOIO
KOJUIEKTHUBA, aKTepa, apTHCTA).

8.2. Memoouueckue pexomenoayuu K camocmoamenbHoil padoome cmyoeHmos

CamocrostenbHas paboTa oOyyaromMXcs BKIIOYAaeT B ceOs Takue BHUABI U (DOPMBI Kak:
MOJATOTOBKA K MPAaKTHMYECKOMY 3aHATUIO, TOATOTOBKAa K JMCKYCCHM, KOHCIIEKTHPOBaHHE

M3y4aeMoOU IUTepaTyphl, aHATUTHYECKUI 0030p HOBOM JTUTEPATYPHI 110 U3YyIaEMOU TeMeE, U JIp.

Jns OGonee yriyOJNEHHOrO HW3Y4eHHUS Marepuaia 3aJaHue Il CaMOCTOSTENbHOW pPabOTHI
PEKOMEHAYETCS BBIONHATHh MapajUIeIbHO C H3yuyeHHeM JaHHOW Tembl. [lpu BbINOIHEHUH
3aaHUM Ui CaMOCTOSATENFHONH paboThl, MO BO3MOXKHOCTH, CIIEAYET OPHEHTHPOBATHCS Ha

HariisigHoC NpeACTaBJICHUC MaTCpuraia.

9. MIEPEUEHb WH®OPMAIIMOHHBIX TEXHOJIOT M.

[Ipy m3ydyeHHWH AUCUHUIUVIMHBI OO0YYarOIIMMHCS HUCHOJB3YIOTCS CleAylolue HH(pOpMaluoOHHbIE
TEXHOJIOTHH:

-ayIMOBU3YyaJbHOE TPEACTABICHUE OOYyYalOUIMMCA C TOMOIIbI0 KOMIIBIOTEPA COJCpKAHUS
OTZAEIBHBIX TEM IUCLUILIMHEI Ha JICKIIMOHHBIX 3aHATHSIX;

-IpeJIoCTaBIeHNEe OOydJalomuMcsl JocTyna K YydeOHOMYy TmaHy, paboueil mporpamme
JTUCIUTUTMHBL B 3JEKTPOHHOW (opMe, K AIEKTPOHHO-OMOIMOTEYHOH CHCTEME HHCTUTYTA,
collepkamiel y4eOHO-METONMYECKUE MaTepuaibl MO AWCIUILIMHE B JJICKTPOHHOU (opme,
K MHOPMAIIMOHHBIM CIPAaBOYHBIM CHCTEMaM, KOTOPBIE HCIIOJIB3YETCS TPU OCYIIECTBICHUU
00pa30BaTeNbHOTO TpoIecca MO TUCIUIUIMHE, MOCPEICTBOM 3JIEKTPOHHON HH(OpPMAIMOHHO-



o0pa3oBaTeNbHONW CpeAbl WHCTHTYTa M3 JIOOOH TOYKHM, B KOTOPOH HMMeEeTCs JOCTYN K
MH(POPMALMOHHO-TEIEKOMMYHUKAIMOHHON ceTu «VHTepHeT»;

-pukcamus xoma 00pa3oBaTENBHOrO Tpolecca MO AMCHHUILIMHE ITOCPEICTBOM 3JIEKTPOHHOMH
UH(OPMALIMOHHO-00pa30BaTENbHOM CpeIbl HHCTUTYTA,;

-popMUpOBaHUE DIIEKTPOHHOTO TOPTHOIMO OOYyYAIOIIErocs MO IUCHUIUIMHE MOCPEACTBOM
ANEKTPOHHON MHPOPMAIIMOHHO-00Pa30BaTEIBHOM CPEIbl HHCTUTYTA.

[Ipu ocymiecTBiaeHUN 00pa30BaTENBHOTO MpoIlecca MO TUCIHMILIMHE UCIOIb3YETCs CIEAYIoIIee
JIMIIEH3UOHHOE MPOrpaMMHOE 00ecIIeYeHuE:

Word,
Excel,
PowerPoint;
Adobe Photoshop;
Adobe Premiere;
Power DVD;
Media Player Classic.
10. ONMCAHUE MATEPHUAJIBHO-TEXHUYECKOM BA3bl, HEOBXOIUMOM 14
OCYHIECTBJIEHHUSA OBPA3OBATEJIBHOI'O ITPOLHECCA ITIO JUCIUIIJIMHE
Jlist IpoBeieHUs 3aHATUM 110 JUCHUIUIMHE «/lOKyMeHTOBeAeHHe U 1e10IPOU3BOACTBO
B pexXHCCYpe TeaTPAJIU30BAHHBIX NPeEACTABJIEHHI»0 HampasiaeHUo noarotoBku 51.03.05
Pexwuccypa TeaTpadM3OBaHHBIX NPEACTABICHUH W  Tpa3gHUKOB, mpodmib: Pexuccep

TeaTpaIM30BaHHBIX TPEJCTABICHUA M TPA3THUKOBHUMEETCS 000pYyIOBaHHE, HEOOXOIUMOE ISt
JIEMOHCTpALIMHU BUIEO-, aylMOMaTepHraa, Mpe3eHTaluil.

11. Oolecneyenue 00pa3oBaTeJLHOIO Ipomecca sl JHI € OIPaHMYCHHBIMH
BO3MO’KHOCTSIMH 30POBbsI © HHBAJIU/I0B (IPU HAJIMYHH)

[Ipu HeoOXxomumocTH (MpU HamWuUU 3asBieHUs oOydaromerocs ¢ OB3) pabouas
nporpamMmma AOUCHHUIIJIMHBI MOXKCET 6I>ITB afanTupoBaHa Jid O6CCHC‘ICHI/IH 06pa30BaTeanoro
nporiecca JIaM ¢ OTPaHUYCHHBIMHA BO3MOYKHOCTSIMH 3710pOBbs. JlJisi 3TOro oT oOyuaromerocs
TpeOyeTcst TMYHOE 3asiBICHUE (3asIBICHUE 3aKOHHOTO MPEACTABUTEIIS).

B 3akmouennn [IMIIK nomkHO OBITE TPOMHMCAHO:

- pexkoMeHayeMas yueOHas Harpy3ka Ha oOydaromerocsi (KOJIM4eCTBO JHEH B HENEII0, YacOB B
JICHb );

- 000pyI0BaHNE TEXHUYECKHUX yCIOBHM (IPH HEOOXOIUMOCTH);
* COMPOBOXKJICHHUE BO BpeMsl Y4eOHOT0 mporiecca (Ipu HeOOXOIUMOCTH ),

opranus3anys IICHUXOJIOro-neaarorn4eCKoro COIpOBOXKIACHUC O6yanOI_HCFOC$I C YKa3aHHuEeM
CIICIUaJInuCTOB.

JIJIs OCYIIEeCTBJICHHS MPOLEAYpP TEKYIIEro KOHTPOJS YCIIEBAEMOCTH M MPOMEKYTOUHOM
aTTecTaluy, OO0yJarommxcs MpU HEOOXOTUMOCTH, MOTYT OBITh CO3MaHBl (DOHABI OIEHOYHBIX



CPEACTB, ANANTUPOBAHHBIE Ul JIML C OrPAaHUYCHHBIMM BO3MOXHOCTSMH 3J10POBbSl U
MO3BOJISIOIINE OLEHUTh JOCTH)KEHHE MMH 3alVIAHUPOBAHHBIX B OCHOBHOM 00pa30BaTEIbHOU
nporpaMMe pe3yJbTaTOB OOY4YEeHHUS M YpPOBEHb C(OPMHUPOBAHHOCTH BCEX KOMIIETEHIIHH,
3asBJICHHBIX B 00pa30BaTeIbHOM MPOrpaMmMe.

dopma MpoBelCHUS TEKYIIEW M WTOTOBOW AaTTECTAllUH IS JIUI C OTPAaHUYCHHBIMHU
BO3MOXHOCTSMU 3J0POBbA YCTAHABJIMUBACTCA C YUCTOM HWHIAWBHUIAYAJIBbHBIX HCI/IXO(bI/IBI/I‘-IeCKI/IX
oco0eHHoCTeH (YCTHO, MUChbMEHHO (Ha Oymare, Ha KOMIbIOTepe), B popMe TECTUPOBAHUS U T.I1.).
[Ipyn HEOOXOIUMOCTH CTYACHTY MPENOCTABISACTCS IOTOIHUTEIBHOE BpEeMs Ui TOATOTOBKHU
OTBETa Ha 3a4eTe WU dK3aMEHE.

[Iporpamma cocraBiena B cootBeTcTBUU ¢ TpeboBanusmMu GI'OC BO c yyeTom pekoMeHaanui

OIIOIl mo nHampaBiieHHIO M TPO(UII0 TOATOTOBKM Pexxuccypa M NpOJAaKIIH-TEXHOJIOTMU B
TeaTPAIIM30BAHHBIX NIPEICTABICHUAX

CocraBuTenu nporpaMMsl:
[Tpodeccop xadenpsr PTII, x.mm.H. Komapoa M.B.

IIpodeccop kadenpsr PTII, k.m.H. I'panoBckast A.B.



