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BBenenue

CamocTrosTenpHas padota mo IuciuIuinHe ««JlokymMeHTOBedeHHe U 1eJI0NPOU3BOACTBO
B pexuccype TeaTPajJu30BAHHBIX MNPeACTABJEHM»» SBISETCS BaXKHEHIIEH YaCThIO
00pa30BaTeNLHOTO MpoIecca, MUAAKTUYECKHUM CPEICTBOM Pa3BUTHS TOTOBHOCTH OymYIIHX
OakamaBpoB K TNpo(ECCHOHATBLHON NEATeTbHOCTH, CPEIACTBOM TPUOOPETCHHUs] HABBIKOB H
KoMrieTeHuuii, coorercTBytoumx GI'OC BO.

Bce Buapl camocTosTenbHONH pabOThI onpeaeneHbl yueOHbIMU MPOrpaMMaMiy JUCIHUILINH,
COTJIACHO TPYIOEMKOCTH, OTIPEICIIEHHON YI€OHBIM IIJIAHOM.

[Iporpammoii MOATrOTOBKH OaKaaaBpOB MPEITyCMOTPEHBI:

- camocrosTenbHas padora cryaertoB (CPC) nmo nucnuruimHaM y4eOHOTO iaHa, KOTopast
OpraHM3yeTcs IpernoaaBareneM, 00eceuynBaoIUM JUCIUIIIUHY B ayIMTOPHOE BpEMS;

- CPC, Bemonnsemas 0e3 HEMOCPEICTBEHHOTO YYacTHs TPENoAaBareis, HO IO €ro
3aJIaHUIO B CIIEIMATILHO OTBEIEHHOE BpeMs (BHEAYAUTOPHOE).

BaxxHbIM = 37IEMEHTOM  CaMOCTOSATENbHOW pabOThI  SIBISIETCS  PA3BUTHE  HABBIKOB
CaMOKOHTPOJISl OCBOEHUSI KOMIETEHIIUN, KOTOPHIMU OH JTOJI’KEH BIIAJETh.

esab 1 3a1a4n OPraHU3aMUM CAMOCTOSITEILHOU PadOThI

[enbio caMoCTOSITENHEHOM PabOThI CTYJEHTOB SIBJIIETCS OBJIaJieHUE (PYHIaMEHTATbHBIMU
3HaHUAMU, HpO(l)eCCI/IOHaJIBHBIMI/I YMCHUAMHU W  HAaBbIKaAMU JICATCIBHOCTHU 11O HaHHOﬁ
JTUCIUIINHE. CamocTosTenbHas pabora CTYJCHTOB CIocoOCTByET Pa3BUTHIO
CaMOCTOATCIIBHOCTHU, OTBETCTBCHHOCTH U OPTaHU30BAHHOCTHU, TBOPYCCKOI'O IMOAX0Aa K PCIHICHUTO
po0JeM yueOHOTO ¥ TPO(HECCHOHATBEHOTO YPOBHS.

3agauamMu caMOCTOSITEJIbHOI PadOThI CTY€HTOB SIBJISIIOTCS:

e cucTeMaTH3alusl U 3aKPEIUIEHNE MOTYYEHHBIX TEOPETUYECKUX 3HAHUN U MPAKTUYECKUX
YMEHHH CTYJAEHTOB;

® Pa3BUTHUC ITO3HABATCIBbHBIX CHOCO6HOCTCI‘/JI U AaKTHUBHOCTU CTYIACHTOB! TBOp‘ICCKOﬁ
HWHUIIUATUBBI, CAMOCTOATCIIBHOCTHU, OTBETCTBCHHOCTU U OPraHU30BAHHOCTH,

¢ popmMHpOBaHUE CAMOCTOSITENIBHOCTH MBIIIJICHHUS, CIIOCOOHOCTEH K CaMOpa3BUTHIO,
CaMOCOBEPILEHCTBOBAHHUIO ¥ CAMOpPEaIN3alliuu;

¢ HCIIOJIB30BAHUC Marcpuala, C06paHHOFO " MOJYYCHHOTO B XOAC CaAMOCTOATCIIBHBIX
3aHSATHI Ha MPAKTUYCCKUX 3aHATUAX.

Obsizamenvrasn _camocmosamenvuas__paboma o0OecleunBaeT IOATOTOBKY CTYAEHTa K
TEKYIIUM ayJUTOPHBIM 3aHATHAM. Pe3ynbpTaTsl 3TOH MOATOTOBKHM HPOSIBISIIOTCS B AKTHBHOCTH
CTY/ICHTA Ha 3aHATHIX U KAUECTBEHHOM YPOBHE TPEHUHT YIPAKHEHUH.

Koumponupyemas camocmosmenvras paboma HanpaBiIeHa Ha yriyOJIeHHE U 3aKpeIICHAE
3HAaHUH CTYJIEHTA, Pa3BUTHE TBOPUECKUX HABBIKOB TEMaM AMCUUIUIMHEL [logBenenue UTOroB u
KOHTPOJIb 33 PE3yJIbTaTOM TaKUX (OPM CaMOCTOSTEIBHOW pabOTHI OCYHIECTBISETCS BO BPEMS
KOHTAKTHBIX 4YacoB C IpenojaBaTeieM. bajuibl, MOJy4eHHble IO 3TUM BHJAM pPalOTHI,
(GOpMUPYIOT OIIEHKY IO KOHTPOJIHPYEMOH CaMOCTOSTENbHOW pPabOTe M YUYUTHIBAIOTCS IIPH
UTOTOBOM aTTeCTally MO AUCLUIUINHE.

TecHas B3aMMOCBSI3b PAa3HBIX BHJOB CaMOCTOSTEIBHOM pPabOTHI IpeaycMaTpUBacT
muddepeHanuio 1 3PPEKTUBHOCTh PE3YJIbTATOB €€ BHIMOJHEHHS U 3aBHCUT OT OpraHU3aLlUH,
ColepKaHMs, JOTUKHA 00pa30BaTeIbHOrO Tporecca (MEXIPEIMETHBIX CBS3€H, MepCIeKTHBHBIX
3HAHUU U JIp.):

® AyJINTOPHASI CAMOCTOSATENIbHAS pad0Ta MO AUCIUIUIMHE BBITOJIHACTCS HA
y4eOHBIX 3aHATHAX, IO HETIOCPEICTBEHHBIM PYKOBOACTBOM IIPETIOIABATENS U 110 €r0 3a/[aHHIO;

® BHEAYJMTOPHAsl CaMOCTOSITeTIbHAss pPaboTa BBIMONHACTCS CTYIACHTOM IO 3aJ[aHHUIO
IpernoaaBaTess, Ho 0e3 ero HermoCpPeICTBEHHOTO YJacTusl.




AYIUTOpHAS CaMOCTOSATENbHAs paboTa — y4eOHast CUTYaIHs, TPH KOTOPOH
CTYACHT BBIHYXXJICH HCIOCPCACTBCHHO U aKTHUBHO I[eﬁCTBOBaTB. OcHoBHAas 3aJgayda
npenojaBaresis — OOy4eHHE CTYyJIeHTa CIoco0aM CaMOCTOSTENIBHOM pPabOThI C MaTepHAIOM,
MIOUCKY HY’)KHOTO MaTepualla, YMEHHIO repepadaThiBaTh U MHTEPIPETHUPOBATH €TO.

OCHOBHBIMHU BHJIAMH CaMOCTOSITETBHON paOOThI CTYJICHTOB C y4acTHeM IpenoaaBareJiei
SIBJISIIOTCSI:

® TEKYIIEe KOHCYIIbTAINH;

® BBITIOJTHEHUEC TBOPYCCKUX IMPOCKTOB B paMKax AJUCIHUITIINH (pyKOBOI[CTBO,
KOHCYJIbTUPOBAHHE U 3aIIUTa (B 4aChl, IPEAYCMOTPEHHBIE y4EOHBIM TIAHOM);

BreayautopHasi caMocTosITelIbHAs padoTa CTYACHTOB (03 yJacTusi IpernoaaBarens) — 3TO
YCBOEHHUE cojepkaHus oOpa3zoBaHus U (popmMupoBaHHEe MPOPECCHOHAIBHBIX KOMIIETCHIIMA BO
BHEAYAUTOPHOE BpeMs M0 TEeMaM WM pas3jeiaM TeM, ONpeAeiCHHBIM pabodell mporpammon
y4eOHOM TUCIUIIMHBI ISl CAMOCTOSITEIBHOTO U3yUEHUSI.

® [IOATrOTOBKA MPAKTUYECKUX TBOPUECKUX 3aJaHMI;

Opzanuzayua CPC

PaGora Ha TeopeTHYeCKUX 3aHATHAX

YMeHue COCPCAOTOYCHO CHylIaTh JICKIIMU, AKTHUBHO, TBOPYCCKU BOCIHPHUHUMATDH
u3JlaraeMble CBEJCHHUsI SBISETCS HEMPEMEHHBIM YCIOBUEM UX TITyOOKOTO MPOYHOTO YCBOEHUS, a
TaKXKe Pa3BUTHsI YMCTBEHHBIX CIIOCOOHOCTEH.

BHuMarenbHOE cilyliaHue U KOHCIIEKTHUPOBaHHE MaTepHalia MperoyiaraeT UHTEHCUBHYIO
YMCTBCHHYIO JCATCIBHOCTL CTYIACHTA. Cnymaﬂ JICKIIUHU, HAAO OTBJICYLCA OT IMOCTOPOHHHUX
MBICTIEHl M JIymMaTh TOJBKO O TOM, YTO HM3JlaraeT mpenojaBarenb. KpaTkue 3amucu JIEKIHi,
KOHCIICKTUPOBAHUC UX IOMOTaCT YCBOUTH MaTCpurall.

Buumanue uyenoBeka HeycToWumBO. TpeOyroTCs BOJIEBBIE YCHIIHUS, YTOOBI OHO OBLIO
COCPCAOTOYCHHBIM. Koucmoekr ABJIACTCSA IIOJIC3HBIM TOraa, Korga 3alluCaHO caMo€
CYIIIECTBEHHOE, OCHOBHOE. DTO JOJIKHO OBITh CAENAaHO caMHMM CTyAeHTOM. He Hamo ctpeMuThes
3ammucarh JTOCIOBHO BCIO JIEKIHIO. Takoe «KOHCTIEKTUPOBAHUE)» MPUHOCHT OOJNbIIE Bpeaa, YeM
noJib3bl. HekoTophle CTyIeHThI MPOCSIT WHOTJA JIEKTOpa «YUTaTh moMeieHHee». Ho nekius He
MOXKCT IMMPEBPATUTHCSA B JICKIIUIO-AUKTOBKY. 9TO 04YEHb BpcaHad TCHACHIUA, I/I60 B OTOM CJiy4ac
CTYJEHT MEXaHUYECKH 3alHiChiBaeT OO0JbIIOE KOJMYECTBO YCIBIIIAHHBIX CBEICHUI, He
Pa3SMBIIUIAA HAl HUM.

3anuch  JEKUMA ~ PEKOMEHJyeTcs  BECTH 10  BO3MOXKHOCTH  COOCTBEHHBIMHU
¢dopmynmupoBkamu. JKenaTeabHO 3amUCh OCYIIECTBIATH HAa OAHOM CTpaHHUIE, a CIEAYIOIIYIO
OCTaBIIAATh UIA NMPOPAaOdOTKH Y4eOHOrO Marepuana CaMOCTOSATENIbHO B JIOMAIIHUX YCIOBHSIX.
KoHcriekt nydmie monapa3fensaTh Ha WYHKTBL, naparpadbl, coOmtonas KpacHYH CTPOKY.
[TpunuunuanbHble MecTa, ompeaeneHus, (QOopMysbl CIEIyeT COMPOBOXKAATh 3aMEYaHUSMU:
«BAXKHO», «0CO00 BaXHO», «XOpOIIO 3amOMHHUTH» W T.I. LlenecoobOpa3Ho paspaborarhb
coOCTBeHHYIO «Mapkorpaduio» (3HaU4KH, CHMBOJIBI), COKpalleHrue ciaoB. He mumauM Oynmer u
u3ydeHHe OCHOB creHorpaduu. PaboTas Hag KOHCHEKTOM JIEKIMH, BCETrga CIeAyeT
UCIIONIb30BAaTh HE TOJBKO OCHOBHYIO JIMTEpaTypy, HO U Ty JHUTepaTypy, KOTOpPYIO
JOTIOTHUTETIFHO PEKOMEHJIOBANI JIGKTOp. VIMEHHO Takas cepbe3Has, KpOomoTiuBas padboTra ¢
JIEKIIMOHHBIM MaTepUaIOM MO3BOJIUT TITyOOKO OBJa/I€Th 3HAHUSMHU.

MeTtoauyeckue pekoMeHAAIMH 110 MOATOTOBKE
K CEMHHAPCKUM 3aHATHAM
CeMuHapcKoe 3aHSATHE NPEINOJiaraeT CaMOCTOATEIbHYIO IOATOTOBKY CTYAEHTOB 10
MPEJIOKEHHBIM BOIIPOCaM, BBICTYIUICHHSI B (QoOpMe JIOKJIQJ0B, UYTEHHE | TOJIKOBAHUE



HOPMATUBHBIX IPABOBBIX AKTOB, PEIICHUE FOPUIWYCCKUX 3a/]ay, MPOBEICHUE AMCKYCCUHU IO
poOJEMHBIM TEMaM.

CeMuHapcKue 3aHATHS 3aBEpIIAIOT M3yueHHWE HaumboJee BAXKHBIX TeM y4eOHOU
muctuIuiiabl. OHU ciayaT AJs 3aKperyieHHs U3y4eHHOro Marepuala, pa3BUTHUS YMEHHH U
HABHIKOB TOJTOTOBKH JIOKJIA/IOB, COOOIIEHWH MO M3ydaeMoil MpobOiieMaTHKe, MPHOOpEeTeHUs
OMbITAa YCTHBIX IYOJWYHBIX BBICTYIJICHUH, BEOEHUS AUCKYCCUHU, apryMEHTAIlMM U 3allUThl
BBIIBUTAEMBIX  TOJIOXKCHHM, a Takke I  KOHTPOJS  MpEenojaBaTelieM  CTENeHHU
MOJTOTOBJICHHOCTH CTYI€HTOB IO N3y4aeMOl NUCUUILIHHE.

CeMuHap mpeanonaracT cBOOOJIHBIM OOMEH MHEHHSIMH 10 u30paHHOU Temaruke. OH
HAUMHAETCS CO BCTYNUTENIBHOIO CJIOBa MpernojaBaTess, (OpMYIHUPYIOIIEro LEedb 3aHATUS U
XapaKTepU3YIOMIETO €ro OCHOBHYIO MpOOJIeMaTHKy. 3aTeM, KaK MpaBWIO, 3aCTyIIUBAIOTCS
coo0rmieHus ctyaeHToB. OOCYKIeHUE COOOIICHHSI COBMEIIAETCSI C PACCMOTPEHUEM HaMEYeHHBIX
BonpocoB. CoOOIIeHUs, MPEANOoNaraloie aHaAIU3 MyOIHKAUi M0 OTIAENBHBIM BOIPOCAM
CeMHHapa, 3aclylIMBalOTCs OObIUHO B cepeAuHe 3aHATUA. [loomipsieTcss BBIIBUXKEHUE U
0o0CyXXJIeHUE aTbTEPHATUBHBIX MHEHUU. B 1eNsX KOHTPOJS MOATOTOBICHHOCTH CTYIEHTOB U
IOPUBUTHSI UM HaBBIKOB KpPAaTKOTO MHCHbMEHHOI'O H3JIOKEHHUS CBOMX MBICIIEH MpernojaBaTeib B
X0JIe CEMUHAPCKHUX 3aHATUN MOXKET OCYIIECTBIISATh TEKYIIH KOHTPOJIh 3HAHUHN B BHJIE TECTOBBIX
3agaHuil. Bompocsl s oOCyKIaeHus, TeMaThKa COOOIEHUH, IuTeparypa Ijs MOATOTOBKHU K
CEMHUHapaM yKa3aHbl B HACTOSIINX PeKOMEHIanusXx. Kpome yka3zaHHBIX TeM CTYIEHTHI BIIpPaBe,
0 COTJIACOBAHUIO C MperojaBaTesieM, U30MpaTh U Ipyriue MHTEPECYIOUIUE UX TEMBI.

CeMuHapCcKue M MPAKTUYECKUE 3aHSATHUS MOJPa3yMeBaeT PelIeHHE MPaKTHUECKUX 3ajad,
MOJITOTOBKY COOOIIEHUSI HA 33JaHHYIO TEMY U y4acTHE€ B OCYXACHHH NPOOJEeMbl, 3aTPOHYTO
coobmenuemM. Coo0IeHre JOIKHO 3aHUMATh 110 BpeMeHH He 6onee 3 — 5 MuHyT. OCHOBHOM BHT
paboThl HA CEMUHAPE — PEIICHUE pacyeTHO-TpadUUECKUX 3a/1a4.

[MoaroroBka k mpakTuyeckoMmy (J1a00paTOpHOMY) 3aHATHIO HAYMHAETCS C TIHIATEIHHOTO
O3HAKOMJICHHUS C YCIOBHUSIMHU IPEACTOAIIEH paboThl, T.€. ¢ 0OpalleHus K IUIaHaM CEMHUHapCKHUX
3aHATUil. OnpenenuBIIMCh € MPoOJIeMOW, NpUBJIEKalomeld Haubosiee BHUMAHUE, CIEAYeT
o0OpaTtuThcs K peKoMeHayeMoit nureparype. Cienyer UMETh B BUAY, YTO B CEMUHAPE y4aCTBYET
BCS TPYyMNa, a MOTOM 3aJaHWe K MPAKTUYECKOMY 3aHATHUIO CIEAYyeT pachpelleiuTh Ha BeCh
KOJUIEKTUB. 3aJaHHue JOJDKHO OBITh OXBAau€HO IOJHOCTBIO M PEKOMEHIOBAaHHAs JIMTEpaTypa
JOJI’KHA OBITH OCBOCHA TPYIIION B TIOTHOM 00BEME.

Jlis  TOJTHOLIEHHOM TOATOTOBKM K MPAKTHUECKOMY 3aHSATHIO UTEHUS ydeOHHMKa
HEJOCTAaTOYHO — B YYEOHBIX MOCOOUSX HW3TArarTcs TOJIHKO MPHHIMIIHAIBHBIE OCHOBBI, B TO
BpeMsi Kak B MOHOrpausx U CTaThsiX Ha Ty WIM HHYIO TeMy IOJHHMAaeMbIii BOIpOC
paccMaTpuBaeTCsl ¢ pPa3HBIX PAKypCOB WM paKypca OJHOT0, HO B JIIOOOM Cly4yae JOCTATOYHO
noapoOHo u TiIydooko. Tem He MeHee, Jisl TOTOo, YTOOBI TIOJDKHBIM 00pa3oM COPHUEHTHPOBATHCS B
CyTH 3aJlaHusl, CHaYaja CleyeT 03HAKOMUTHCS C COOTBETCTBYIOIIMM TEKCTOM y4eOHHKAa — BHE
3aBHCHUMOCTH OT TOTO, MPEIyCMOTPEHa Ha JEKUHUSAX B JOIMOJHEHHE K JaHHOMY CEMHUHapy WU
HeT. OLGHUMB 3alaHue, BBIOpPAB TOT WM HMHOW CIOXKET, W TO0J00paB COOTBETCTBYIOIIYIO
JUTEPaATypy, MOKHO MPUCTYTATh COOCTBEHHO K MOATOTOBKE K CEMHUHApY.

TimarenpHast MOATOTOBKA K JIAOOPATOPHBIM M MTPAKTUYECKUM 3aHSITHUSM, KaK U K JICKIUSM,
UMeEeT OIpeeNsioniee 3HaUeHue: CEMUHAp MPOUIET Tak, Kak ayAUTOpUs MOATOTOBUIIACH K €ro
npoBeJeHNI0. [OTOBSICH K MPaKTUYECKUM  3aHSATHUSM, CIIEyeT aKTHBHO MOJb30BaThHCS
CIIPaBOYHON JIUTEPATYPOM: SHIMKJIONECAUSIMH, CIOBapsSMHU, albOoMaMu cxeM u Jp. Bramenue
MOHSITUIHBIM aIiapaToM U3y4aeMOoTro Kypca sSBISETCS HEOOXOAMMOCTBIO.

IIpaBuja noBegeHuss Ha JJAGOPATOPHBIX M NPAKTHYECKUX 3aHATHAX:

l. Ha 3aHATHS KENaTeJIbHO SABIATHCS C 3amacoM c(OpMyIMpOBaHHBIX HIEH U
3HAHUSAMH METOJUK Ul PACUETHO-aHAIIMTHYECKOTO aHAIIN3A.

2. €CIIM BBl YTO-TO PEIIMJIM MPOU3HECTH Ha CEMHHApE, TO MYCTh 3TO OyAeT HEYTO
CTOsillIEee — HE CIIelyeT COTpsicaTh BO3YyX IYCTHIMU (pazamy;

3. BBICTYIIJICHUS JTOJKHBI OBITh IO BO3MO>KHOCTH KOMIAKTHBIMH U B TO K€ BpeMs

Bpa3yMUTEIbHBIMU, HEe 3aHUMaiTe dpup Hagonro. CtapaiiTech He IepeOUBATH TOBOPSIIETO, 3TO



HEKOPPEKTHO; 3aMEYaHUs, BO3PAKEHUS M JIOTIOJHEHHUS CIEAYIOT OOBIYHO IO OKOHYAHUIO
TEKYIIETO BHICTYILUICHUSI.

Ha cemunape uner He mpoBepKa MOATOTOBKU K 3aHSATHIO (TIOJrOTOBKA €CTh HEOOXOIMMOE
YCJIOBHE), HO CTEMEHb MPOHUKHOBEHHS B CYyTh Marepuana, o0CyXIaeMou MpoOJeMbl WIH
METOJMKH pelneHus 3amadn. [loaToMy Oecena UATH HE MO COACPKAHUIO TMPOYUTAHHBIX PadoT;
npernojiaBaTesb OyAeT CTaBUTh MPOOJIEMHBIE BOMPOCH, HE €€ W3 KOTOPBIX MOTYT MPSIMO
OTHOCHUTHCSI K 00pabOTaHHO TUTEpaType.

MeToanyecKue peKOMeHIAUMH K CAMOCTOSITe/IbHOM padoTe CTYAeHTOB

[lenapto caMOCTOSITEIBHON PaOOThI CTY/IEHTA SABJSICTCS YriyOJeHNuEe W PaCIIMPEeHUE 3SHAHUI
B 00JIaCTH OCYIIECTBJICHUS PA3IUYHBIX BHUIOB MPEINPUHUMATEIBCKON JCSITENbHOCTH,
dbopMUpOBaHHE CAMOCTOSITEIbHBIX HABBIKOB PEIICHUS HAayYHbIX M MPUKIAAHBIX 3anad. [lpum
u3ydeHun Kypca «KOHTpAaKT M KOHTPAKTHOE MPABO» PEKOMEHIYETCS H3yYUTh OTMCUCHHBIC B
mporpaMmMe HOPMaTHUBHBIE aKThl, BOCIIOJB30BAaThCS METOAMYECKOWM W Jpyroil ydeOHOU
JUTEpaTypol, YKa3aHHOM B NpOTrpaMMe M CaMOCTOATENBbHO MNpopaboTaTh HMX. Takxke HaIo
y4ecTh, YTO KOMMEPUYECKOE MpaBO AMHAMHYHO H3MEHSETCS, aKTHUBHO COBEPUICHCTBYETCS €ro
3aKoHONATeNbCTBO.  ClEACTBHEM 3TOTO  JOMKHO OBITh IMOCTOSIHHOE  CaMOCTOSATENbHOE
oOHOBIIEHHE Oara)ka HOPMATHBHOW 0a3bl, a TaK)Ke TNOSIBJIAIOMECHCS TEPUOJANYECCKON U
MOHOTpadUYeCcKO JINTEPaTypBhI.

Y4eOHbIM IJIaHOM MOATOTOBKHU CTYIEHTOB MpeaycMOoTpeHa (hopmMa UTOTOBOTO KOHTPOJIS B
dopme 3auéra. LlenstmMu 1 3a1a4aMu TaKOTO KOHTPOJIS SIBJISIIOTCS MPOBEPKA CTENCHH YCBOCHUS
TEOPETUYECKUX 3HAaHUH U (OPMUPOBAHMSI y CTyJEHTA YMEHUIl M HaBBIKOB pELICHUs
NPAKTUYECKUX 3aJa4 [0 3EMEIIbHOMY TIpaBy; a TakKXKe YPOBHS pa3BUTHS HAaBBIKOB
CaMOCTOSITENIbHOM paboThl M OBJIAZCHUS METOAMKON HCCIEI0BaHUS MPU PEUICHUH KOHKPETHBIX
po0JIeM U BOTIPOCOB.

TpeboBanus, peabSIBISIEMbIE K CTYJICHTY 3a04HON (POpMBI 00YUYEHHS MperogaBaTeeM
Ha 3a4ere, a B JAalibHEiIIeM paboTogaTesieM mpu mpuemMe Ha paboTy, He OTIMYAIOTCS OT TaKHX
ke TpeboBaHMN K CTYIEHTaM U BBIIYCKHHKaM. OTO OOCTOSTENbCTBO MPEAIoaraer
UCKJTIOUUTENIFHO CEephe3HOE OTHOLICHHE K OpraHu3alMd CaMOCTOSTENbHOW paboThl H
coOirofieHre CTyJIeHTaMH 3a04HON (opMbl OOYyYEHHUs OINpEeAENIEHHBIX MPaBUI U TEXHOJIOTUU
HOJTOTOBKH.

CrtyneHt B mporecce o0ydeHus: JOJKEH HE TOJbKO OCBOMTH Yy4eOHYIO MpOrpamMmy, HO U
nproOpecT HAaBBIKUM CaMOCTOSITENbHON paboThel. CamocTosATeNnbHas paboTa CTYIEHTOB UTpaeT
BaXHYIO POJIb B BOCIHUTAaHUU CO3HATEIBHOI'O OTHOIICHHUS CaMHUX CTYJEHTOB K OBJaJECHUIO
TEOPETUYECCKIUMH M TPAKTUYCCKUMHU 3HAHUSAMH, NMPUBUTUU MM TPUBBIUYKH K HAMPABICHHOMY
MHTEJJIEKTyaTbHOMY TpyAy. OdeHb BakKHO, 4TOOBI CTYJEHTHI HE MPOCTO MpUOOpeTal 3HAHMUS,
HO U OBJIAJICBAIH CIIOCOOAMU MX JOOBIBAHUSIMH.

CamocTtosaTrenbHas paboTa IPOBOAUTHCS C LENbIO YIIIyOJIeHUs 3HAHUS 0 JUCLUILIUHE U
peyCMaTpUBAET:

1. U3YYEHHUE OTJICIbHBIX PA3/IENIOB TEM IUCHUIUIIMHBDI;

2. YTEHUE CTYACHTAMH PEKOMEHIOBAHHOM JIUTEPATyphl U YCBOCHHUE TEOPETUYECKOTO
MaTepuaia JUCIUIUINHBI,

MOJTOTOBKY K MPAKTHUYECKUM 3aHSTUSIM;

paboty ¢ UnTepHeT-ucTOYHNKaMH, 0a3aMu JTaHHBIX
MOJTOTOBKY K pa3IMYHBIM (hOpMaM KOHTPOJIS;
pelieHue pacueTHoO-Tpaduueckux pador;
HanucaHue pedepara 1o BEIOPAHHOM TeMaTHKe.

HOCJ‘ICI[OBaTeJ'IBHOCTB BCEX KOHTPOJIbHBIX MEPONPUITUN U3JI0KEHA B KaJICHAAPHOM ILIaHE,
KOTOPBII TOBOAMTCS 10 CBEJCHUS KaXI0TO CTYJICHTa B HaYaJle CeMeCTpa.

[InanupoBaHue BpeMEHU Ha CAMOCTOATEIbHYIO padoTy, HEOOXOJMMOTO Ha H3y4eHHUE
HACTOSINEH JUCHUIUIMHBI, CTYJEHTaM JIy4Yllle BCEr0 OCYIIECTBIISATh Ha BECh CEMECTp,
nperycMaTpuBasi IpU 3TOM pETyJIpHOE MOBTOPEHHE MPOMIEHHOro Marepuana. Marepuai,

e



3aKOHCIICKTHPOBAHHBIA Ha JICKIUSAX, HEOOXOIUMO PETYISIPHO IOTMOJNHSITH CBEICHUSMHU U3
JUTEpPaTypHBIX UICTOYHUKOB, MTPEICTABICHHBIX B paboyeil mporpaMme.

Jliist pactmpeHus 3HaHHUA 0 TUCIUTUIMHE He0OX0IMMO UCTIONIb30BaTh HTEpHET pecypcehl
U CIeNUaIu3upoBaHHbIe 0a3bl JaHHBIX: MPOBOAMTH IOUCK B pA3IUYHBIX CHCTEMax u
UCIIOJIb30BaTh MaTepualgbl CalTOB, PEKOMEHJOBAHHBIX IMPENOJAAaBaTEIeM Ha JEKIHOHHBIX
3AHATUSAX.

TpeodoBanus Kk nokJany (pegepary)

Onna u3 3¢ddexTuBHBIX (OpM OCBOEHHsS y4eOHOro marepuaisa — 3TO IOATOTOBKA
coobmienuii. CooOmieHne — 3TO CaMOCTOSITeNIbHAsI paboTa, aHATM3HUPYIOIIas M 00oOmaromas
nyoJMKauu TI0 3aJaHHOM TeMaTuKe, TNpeArnoyaraiomas BeIpabOTKy ©  00OCHOBaHHE
COOCTBEHHOM TMO3MIIMM aBTOpa B OTHOUIEHMM paccMaTpuBaeMblx BompocoB. Iloaroroska
COOOIIeHNs — JOCTATOYHO KPOMOTIMBHIA Tpya. Ero Hamucanuio mpeamiecTByeT H3y4deHHE
HIMPOKOTO Kpyra pa3iu4HbIX [EPBOMCTOYHHMKOB, MOHOTrpadwuii, crateil, 0000IIeHNEe TUYHBIX
HaOmonenuii. Pabora Hajg cooOIIeHHEM CIIOCOOCTBYET Pa3BUTHIO  CaMOCTOSITEIBHOTO,
TBOPYECKOTO MBIIUICHHS, YYUT TPUMEHATh TpaBOBbIE 3HAHHUS Ha MPAKTHKE MPH aHalu3e
aKTyaJbHBIX COLMAIBHBIX M MPaBOBBIX mpobieM. Pekomennyemoe Bpemsi coobmenus - 10-12
MUHYT.

OcHoBHbIEe TpeOoBaHUsS K pedepaTy — OCBEIICHHE BOIPOCOB TEMbl, HE BBIHOCHMBIX B
pamMKax IUTaHa CeMHHapa Ha OOCYXJeHHe, HayYHOCTh aHajiu3a H3YYeHHOTo MaTepuaia Hu
BBIBOJAHOTO 3HaHWs, Oa3upyroOIIascs Ha JOCTaTOYHO IIUPOKOM Kpyre y4dyeOHOM W HaydyHOU
JUTEpaTyphl;  JIOTUYHOCTh M TIOCJIENOBAaTEIIbHOCTh  HW3JIOKEHUS ~ OCBOCHHOTO U
IPOaHAJIM3UPOBAHHOTO MaTepHaia. B 3Toit cBs3u noknan (pedepar) AOIKEH UMETh IJIaH CBOUX
CTPYKTYpPHBIX 4YacTed, BKJIIOYAIOMIMX B ceO0s COJEp)KaTeNbHYI0 W 3aKIIOYUTENIbHYIO YacTH,
MOSTAIHO PACKPHIBAIOIIME 3HAUYEHHUE (AKTYalbHOCTH) MPOOJIEMaTHKU JOKJIaaa, €ro CYIIHOCTbD,
HaXOJSIIYI0 BBIPQ)KEHHE B COOTBETCTBYIOIIUX XapaKTEPUCTHKAX SBICHUS UIIU Mpoliecca, B HEM
onuceiBaeMoro. Pabora Haj TepMHHAMU U TOHATUSMHU SIBJSIETCS CYIIECTBEHHOM YacThiO B
OBJIAJICHUM  y4yeOHBIM  MaTepuajoM U  HMEET TEOPETUKO-NPAKTUYECKOE  3HAUYCHHUE.
XapaKkTepuCTUKA MOHATHUS JI0JKHA OBITh, C OHOIM CTOPOHBI, OTHOCUTEIHHO KPATKOH, a ¢ JPyrou
— €MKOH U JI0CTaTOYHO MOJIHOM, YTOOBI OTPaKaTh €T0 COJEPIKAHHME.

)]

PexomMeHganum 1o HAMMCAHMEIO KOHTPOJILHBIX PadoT
1o y4eOHOH JUCHUILINHE

3amaHus SABISIOTCS KOHKPETHU3AIMEH JIEKIIMOHHOTO W CEMHUHAPCKOI0 Marepuania Kypca u
COOTBETCTBYET OCHOBHEIM €T0 TEMaM.

3ajaHus BBIJAIOTCS BO BpeMs ayJUTOPHBIX MPAKTHUUYECKUX 3aHATHH, TOCIE 3HAKOMCTBA C
MPAKTUYECKOH 3HAYMMOCTBIO JOKYMEHTOB, C TPEOOBAHHSIMH K TOPSAKY WX pa3paboOTKu u
COJIEPKAHUIO.

3amanue 1 npeanonaraer 30 MUH. Ha BBINIOJIHEHHE, 3a1aHue 2 — | yac, 3aganue 3 — 1 yac,
3amanue 4-30 muH. (uToro: 3 yaca).

TemaTnka KOHKPETHOTO WHAMBUAYAILHOTO 33aJlaHUSI U BBHIOOP TOKYMEHTOB COTJIACYeTCs C
MPETo/1aBaTelIeM.

B pesynbTaTe KOHTPOJIBHOW PaOOTHI BBISBISIOTCS 3HAHUS COBPEMEHHBIX TPeOOBaHUM MO
Cco37aHn0, O(QOpPMIICHHUI0O M 00pabOTKE TOKYMEHTOB, IOPSIOK OpraHu3alud padoThl ¢
JOKYMEHTaMH, MpaBuiia U (OPMBI JIEJTOBOH U KOMMEPYECKOW TEPENnUCKU; YMEHHUS TPaMOTHO
MPOEKTUPOBATh U OPOPMIIATH OCHOBHBIE BHUJIBI YIIPABICHYECKHUX TOKYMEHTOB B COOTBETCTBHH C
TpeOOBaHUSIMU TOCYAAPCTBEHHBIX CTAHIAPTOB; BIAJCHHE HABBIKAMH aHAIHM3a YIIPABICHUYCCKHX
JIOKYMEHTOB.

Xoxa BBHIMIOTHEHHS 3alaHuii, HamOoJee yJAa4HO BBIOJIHCHHBIC 3aJaHUS U THUIIHYHBIC
OmMOKN 00CYXIAIOTCSA Ha MOCIEIYIONIUX ayIUTOPHBIX MPAKTHYECKUX 3aHITHSIX. BhIMOMHEHNE
3a/laHui SBJSETCS MPEAMETOM aTTECTAIlMH CTYICHTOB B TCUEHUE CEMECTpa.



OI.[CHKa, IIOCTAaBJICHHAsA 3a BBIITOJITHCHHEC KOHTpOHLHOﬁ pa60T1>1 HCCOMHCHHO YYUTLIBACTCHA
ITpY BBICTABJICHHUU 3a4CTA.

3ananue 1
Tema: Oougue nopmul u npaguna ogropmaenus 0OKyMeHmoes
Conepxanue:
a) COKpaTI/ITB B MMPCAJIOKCHHBIX BapUaHTax CJI0Ba U CJIIOBOCOYCTAHUS, HACTO BCTPCUACMBIC
B TEKCTaX JOKYMEHTOB.

BapwuanT 1 Bapuant 2
TO €CTh JIepEeBHS
U TaK Jajiee JKETE3HOAOPOKHBIN
¥ TOMY MOA00HOE CEIbCKOXO035MCTBEHHbBIN
U JApyTue 3aBOJL
U IIpoyune TaK Kak
rJaBa Harpumep
MYHKT XapaKkTEepUCTUKA
MOAITYHKT UMEHHU
MYHKTHI UHCTUTYT
PUCYHOK MUJUTHAP T
paszen MUJUTHOH
CMOTpHUTE ThICSTYA
WJLTIOCTpALUs py0uib
KHUTa KBapTal
o0nacThb 4acTh
paiioH riaBa
ropoa CTpaHuLa
ceno METp
MUJUTUMET] CaHTUMETP
qyac TaKuM 00pa3zoM
MHHYTA TaK Ha3bIBAEMbII
aKaJIeMUK TEKYILEro roja
JIOKTOP JOLICHT
npocdeccop KAaH/IUIAaT SKOHOMUYECKHUX HAyK
CTapIlIUii npernogaBaTeilb CeKyHJa
3aBEIYIOIINI rpamMm

0) Haiitm ommbOku B odopMICHHUU TpPENCTABICHHBIX MPENOJaBaTeIeM TOKYMEHTOB H

N00aBUTh HEJOCTAIOIINE PEKBU3UTHI (BAPHAHTHI JOKYMEHTOB IPHIIATal0TCS).

@dopma BBIMOJIHEHHUS K 3a/IaHUI0 0): TPOEKTHI PA3INYHBIX BUI0B JOKYMEHTOB.

TpeGoBaHusi K BBIMOJHEHUIO: COOTBETCTBHE METOAMKE M MpPaBUJIaM, H3JIOKEHHBIM Ha
ayIUTOPHBIX 3aHATUAX WU B TUTEpATypeE.

3aganue 2
Tema: Cocmasnenue u ogpopmienue op2anu3auyuoOHHO-paACnOPAOUMENbHOI OOKYMEHmauuu

Conepxanue:

a) PazpaboTtath 071H U3 BUAOB OPraHU3AIMOHHO-PACTIOPSIUTENBHBIX TOKYMEHTOB O
BapuaHTaM (>KeJIaTeJIbHO, YTOOBI KKIIBIN CTYJIEHT pa3pabaThiBajl CBOM BUJ JOKYMEHTA).
CryneHtam npezasiaraeTcsi Ha BeIOop 14 BapuaHTOB 3aJaHHIA.

1 BapuanT. Hanmcatsb 3asBiieHus 0 mpruemMe Ha padoTy,

2 BapuaHT. Hamucatb XxapakTepuCTHKY Ha JTI000TO U3 CTYJCHTOB IPYIIIIHI.

3 BapuaHT. HamucaTh pacnucky o moJy4eHUU CYMMBI JICHET.

4 BapuanT. Hamucatp pestome i ycTpoiicTBa Ha paboTy.



5 BapuanT. Hanmcarts 10BEpEeHHOCTH O TOTy4eHHE 3apaOOTHOM IIIATHI.

6 BapuanT. PazpaboTaTh mpoeKT ycTaBa (ITOJI0KEHHUS) TeaTpa.

7 BapuaHT. Pa3paborarh JOIKHOCTHYIO HHCTPYKIIUIO apTUCTA UITH PEXHCcepa.

8 BapuanT. Pa3paboTaTh mpoeKkT npukasa Ha JIIoO0yt TeMmy (O MOATOTOBKE K BBICTaBKE, 00
YTBEPKACHUH YETO-TN00, O IPEMUPOBAHUY WU OJIAarOAapHOCTH, O MPOBEICHUN KOHKYpCA).

9 BapuanT. Pa3zpaborarh pacnopspkeHHe Ha JIFOOyI0 TeMmy (Hampumep, O IPOBEIACHHH
MEPONPHUSITHIA, 00 OpraHU3AINH CIICKTAKIIA).

10 BapmanT. Pa3paborarh ykazaHue Ha OO0y Temy (HampuMmep, O MEPONPHATHSAX IO
pa3paboTke TIaHa pa3BUTHS TEATPa).

11 Bapuant. Pa3zpaboTtaTh IpoeKT MpoTOKOJIA 3acenanus Xya. PykoBojcTBa Tearpa.

12 Bapuant. PazpaboTaTh aKkT 0 CIMCAHUN MaTE€pPHATIbHBIX IEHHOCTEH.

13 BapuanT. Hamucatp cripaBKy 7151 TOATBEPKIAeHUS (pakTa paboThl COTPYTHUKA.

14 Bapumant. HamucaTe AOKIAAHYI0O U OOBSICHUTENBHYIO 3aIHCKy ITIO0OTO XapakTepa
(Hammpumep, o0 pa3paboTKe OM3HEC-TIIaHa).

0) CocTaBUTH IUIaH IMOJTOTOBKH K COBEIIAHUIO.

@dopma BBIMOJIHEHHUS K 3a/IaHUIO: TPOEKTHI PA3JIMYHBIX BUIOB JOKYMEHTOB.

TpeboBaHus K BBHIIOJHEHHWIO: COOTBETCTBUE METOIMKE WM MpaBHIIaM, H3JIOKCHHBIM Ha
ayIUTOPHBIX W MPAKTHUYECKUX 3aHATUSIX WIM B Juteparype. Ilpueemcmeyemca meopueckuil
UHOUBUOYATbHBLIL HOOX00 K 6bINOJIHEHUIO 3A0AHUIL.

3aganue 3
Tema: /lenosaa u kommepueckas nepenucka

Conepxanue:
Pa3paboraTs mpoeKT AeTOBOrO MUChMa Ha JIIOOYI0 TEMY 0 YCMOTPEHHIO CTY/ICHTA!

IIPUIJTIALIEHUE, 3aIPOC, PEKIaMaltsl, IPEII0KEHUE, U3BEIICHNE, TI03IPaBICHHE, PEKIAMHOE,
UH(POPMALIMOHHOE, TAPAaHTUHHOE U T.JI.

dopma BBIIOJHEHUS K 3aJaHUI0: TPOEKT JEIOBOIO MMHCHMA.

TpeGoBaHusi K BBHIMOJIHEHUIO: TEKCT NHCbMa JOJDKEH BKIIOYATh TPH CTPYKTYPHBIX
9JIEMEHTA: BBOJHYIO YacCTh, U3JIararollyro MOBOJ IJIsl HAIIMCAHWS MUCbMA; TOKA3aTENbHYIO YacTb,
IPUBOJALIYIO JOBOJBI, CCBUIKM HAa HOPMAaTHUBHBIE JOKYMEHTBI; 3aKJIIOYUTEIbHYIO 4YacTh, B
KOTOpOHM M3yaraercsi mpocb0a, coriacue, OTkaz U mp. TeKCT NOIDKEH colepikaThb JOCTaTOYHO
00OCHOBaHHbIE APTYMEHTHl W TOJHYI0 HH(POPMALKIO, MO3BOJSIOIIYIO MPUHATH pEIICHHE 10
HNOJHATOMY B IHUCbME BoIpocy. JlomkHa OBITh YETKOCTb, SICHOCThb, KPAaTKOCTh H3JI0KEHUS,
JOTMYHOCTh, JIOCTYNHOCTb JuIs Bochpustus. OdopmisieTrcss NUCBMO B COOTBETCTBUHU C

TpeOOBaHUSMU roCyAapCTBEHHBIX CTaH/1apTOB. Ilpusemcmeyemcsn meopuecKuil
UHOUBUOYAbHBLIL HOOX00 K 6bINOJIHEHUIO 3A0AHUIL.
3aganue 4

Tema: /lokymenmoobopom u e2o op2anu3zayus

Conepxanue:

a) CocTaBUTh HOMEHKJIATypy J€J1 OpraHu3aliy.

0) CocTaBUTh )KypHAJIBl PETUCTPALIUHA BXOISAIICH H HCXOASIICH TOKYMEHTAIIUH.

@dopMa BHINOIHEHUS K 3aJaHUI0: HOMEHKJIATypa Jell OpraHu3aluu, KypHajl perucTpaiuu
BXOJISIIECH TOKYMEHTAIIUH, KypHAJ PETUCTPAIIUU UCXOIAIEH JOKYMEHTAIINH.

TpeOoBaHusi K BBHINOTHEHHWIO: COOTBETCTBUE METOIMKE WM MpaBHIIaM, H3JIOKCHHBIM Ha
AyIUTOPHBIX U IPAKTUYECKUX 3AHITHSIX.

TpeOoBaHus K 3a4eTy MO AUCHUIIMHE «/{e10npon3BoOACTBO M JOKYMEHTOBEICHHE)

JlucuuIuiiHa TIOCBAIIEHA W3YYEHHUIO pPa3paboTKu, O(OPMIIEHUS U TPOCKTHPOBAHUS
VIOPABICHUYECKOW  JTOKYMEHTAlluM, COBPEMEHHOW  perjaMeHTaIllid  JICJIONPOU3BOICTBA,
OpraHu3aly JeONPOU3BOACTBEHHON CITYKObI, TEXHOJIIOTUU PETUCTPAIMH, yUeTa M XpaHCHHS
JIOKYMEHTOB, a TaKke (POPMHUPOBAHUIO JICTIONPOU3BOJICTBA B YUPESKICHUIX KYIbTYPHI.

Ilocne w3ydeHus Kypca CTYOEHTbI JEMOHCTPUPYIOT IIPAKTHUYECKHE HABBIKM 110
COCTABJICHUIO JICJIOBBIX JIOKYMEHTOB M WX PEKBU3UTOB B TMPOIECCE MPEAIONKEHHON



IpernoiaBaTesieM KOHTPOJIbHOW paloThl. 3adeT BKIIOYAET B ce0sl TEOPETUYECKHE BOMPOCHI IO

Kypcy

«/lemonpon3BoACTBO M NTOKyYMEHTOBeJeHUEe». [IpoBeneHune 3adyeTa OCHOBBIBACTCS Ha

YCIICIIIHOM BBITIOJTHEHUH 33/1aHU KOHTPOJIbHOM paboThl. O1eHKa, TOCTaBIEHHAs 3a BBIMOJIHEHUE
KOHTPOJIbHOM pa0OThl HECOMHEHHO YYHMTHIBAETCS MpU BbICTaBleHUHU 3auera. CTyIEHT mocie
U3YYEHHUS Kypca JOJIKEH:

- 3HaTh COBPEMEHHBIE TPeOOBAHUS 110 CO3aHUI0, O(OPMIICHUIO M 00pabOTKE TOKYMEHTOB,
COCTaBJISIOLIMMHU JI€ATEIBHOCTh COBPEMEHHOTO YUPEXKIECHUS COLMAIIBHO-KYIbTYPHOI
cdepbl, BOSHUKAIOLUIUMU B MPOIIecce MPUHITHS U Peau3allii yIPaBIeHYECKUX PEIICHHUI;

- 3HaTh XapaKTEPUCTUKY U COCTaB YHU(PHUIIMPOBAHHBIX CUCTEM JOKYMEHTAIUH;
- 3HaTh IOKYMEHTOBEAUECKYIO TEPMUHOJIOTHIO, MOPSIIOK OpraHu3alui padoThl ¢ JOKYMEHTaMHU;
- 3HaTh MpaBUiIa U POPMBI IEIIOBOM M KOMMEPUYECKON NEPEIHCKH;
- YMETh I'PaMOTHO MPOEKTUPOBATH U 0OPMIISITH OCHOBHBIE BU/IbI YIIPABICHUYECKUX JOKYMEHTOB B
COOTBETCTBUH C TPEOOBAHUSAMH IrOCYJapCTBEHHBIX CTaHIAPTOB;
- BJIaJICTh HABBIKAMHU aHAJIM3a YIIPABIEHYECKUX TOKYMEHTOB.

—
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Ilpumepnvie KOHmMpOIbHBIE 6ONPOCHL U 3A0AHUA
0J151 CAMOCMOAMENbHOU padonvl

Kaxkwue sTanbl cTaHOBIEHUS IEPEKUIIO IETONPOU3BOICTBO B Poccun?
Kaxkue BuabI 1€TOBBIX TOKYMEHTOB O0OPAIIAIOTCS B YUPESKICHUSIX KYIbTYPhI?
B 4yeM oTanuMe OTEYECTBEHHOTO aJapECOBaHUs W JAaTUPOBAHUS JOKYMEHTa OT
MEXIYHAPOAHOTO?
[Ipoananu3upyiTe ABMKCHUE TOKYMEHTOB C MOMEHTA WX IMOJYYCHHUS M C MOMEHTA HMX
CO31aHHS.
MeTopl COBEPIICHCTBOBAHUS JJOKYMEHTUPOBAHUS YIIPABIEHYECKON JAEATEILHOCTH.
OcHoBHBIE  (AKTOPBI, OMPENEISIIONINE CErogHS  PANUOHAIBHYIO  OpPTaHHU3aIUI0
WH()OPMAIMOHHO-TOKYMEHTAIIMOHHOTO 00CTY)KUBaHUS YIIPABJICHUYECKOU JIEATETLHOCTH.
B dyem 3HaueHuMe NpenBApUTENHHOIO IMPOCMOTPA M PACHPEACICHUS MMOCTYIMHBIINX
JIOKYMEHTOB M KaK OHH ITPOBOJATCS?
Kakoe 3HaueHue nMeeT mopsoK CIOB B CIYKEOHBIX TOKYMEHTaxX?
B ueM 0cOOEHHOCTH OCHOBHBIX TTOTOKOB JIOKYMEHTOB?

. Kakoe 3HaueHme umeer perucTtpanvsls JOKYMCHTOB W KAaKO€ MCCTO OHAa 3aHUMACT B

opranu3anuu’?

. KakoBsl mpaBuia 00paboTKH UCXOAALINX TOKYMEHTOB?
12.
13.
14.
15.
16.
17.
18.
19.
20.

B ueM qocToMHCTBA M HETOCTATKU KYPHATBLHON (hOPMBI PETUCTPAIIUN TOKYMEHTOB?

B yem 0coOeHHOCTh aBTOMATU3HPOBAHHONW CUCTEMBI PETUCTPALUU JOKYMEHTOB?

Yro BMsAET Ha OPraHU3aIUIO JBUKEHUS JOKYMEHTOB?

Kakast nokymMeHTaIus uCIob3yeTcs Ipu npruemMe Ha padboTy?

KakoBbl o0miue rnpaBuia U 3ajaui perucTpaluy JOKYMEHTOB?

Kaxue TexHudeckue cpeacTa CIOJIb3YIOTCS B JEI0IPOU3BOJCTBE?

Kaxk paboTaTh ¢ JOKyMEHTaMH, COJEPKAIMMHA KOMMEPUYECKYIO TaitHy?

JlaliTe XapaKTEepUCTUKY CLICHApHsI IOATOTOBKH JTOKYMEHTA.

[lepeuncnure OCOOEHHOCTH COCTaBI€HHUA U OG(OpPMIIEHUS TNPUKA30B IO JUYHOMY
COCTaBy.

. B uem 3akmrouaercs paboTa UCIIOTHUTEINS ¢ JOKYMEHTaMu?
22.
23.

Kax onpenenuth cpok XpaHEHHUs TOKyMEHTa?
Kak cocTtaBUTH MMCHEMO-OTBET?
Ilpumepnbwlit nepeuens 60npocosé K KOHMPOAbHOU padbome
UYto Takoe ae10npou3BOICTBO?
JIOKyMEHT M €ro MeCTO B CUCTEME YIPABIICHUS.
HopmatuBHO-METOIMYECKHE aKThl, PErVIAMEHTHPYIONIME CO3JAaHue U  odopMIIeHHE
JIOKYMEHTOB.
JlokymMeHTOBeIcHHE KaK HayyHas AWCIHUIUIMHA W €€ CBs3b C JIPYTMMH HAayYHBIMH



o N

he

10.
. JaiTe onpeneneHue NOHATUS «JOKYMEHT.
12.
13.
14.
15.
16.
17.

18.
19.
20.

21

24.

25.

26.

27.

28.

29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44.

45.

JUCUUTUTMHAMH.
Kakoit T'ocymapcTBeHHBI CTaHIapT ompenenser TpeboBaHus 10 O(GOPMIICHHUIO
OpraHU3alMHOHHO-PACIOPSAUTEIbHBIX JOKYMEHTOB?

JaiiTe onpeneneHue MOHITHS «UHPOPMALIHS.

Jaiite onpeneneHue NOHATUIO «TOKYMEHTHUPOBAHUE).

Kakwue pazmepsl Oymaru paspeiieHbl K IpUMEHEHUIO B AeTONPOU3BOICTBY?

Kax HyMepyloT cTpaHMIIBI B TOKyMEHTaX ?

KakoB mopsiiok UCTIOIB30BaHUsI COKPAIIIEHUN B CITY)KEOHBIX TOKYMEHTaX?

KaxoBa cBs13p nH(popMaIuu u fo0KymMeHTa?

[epeuncaure GyHKIMN TOKYMEHTA.

[Tonsitue «popmymnsip TOKyMEHTa».

Jaiite onpeneneHune MOHATUAM «yHU(DUKALUA» U «CTaHIAPTU3ALUI) TOKYMEHTOB.

Uto noHMMaeTCs o FOPUAUYECKON CUIION TOKyMeHTa?

Kaxkue 3aKOHOAATCJIIbHBIC AKTbhI IMPCANHNCHIBAIOT OGSB&TG.HBHOCTB AOKYMCHTUPOBAHUA
nHpopmanun?

Kakwue TpeboBaHuUs K TOKYMEHTaM U3JI0KEHbI ¢ 3aKOHOJATEIbHBIX aKTax?

bnanku JOKYMEHTOB U UX BUABIL.

TpeboBanusi Kk OGOPMICHUIO PEKBU3UTA «HAUMEHOBAHHE OpraHHW3allMd — aBToOpa
JIOKYMEHTay.

. TpeboBaHus Kk 0(OPMIICHUIO PEKBU3UTA «CIPABOYHBIC JaHHBIE 00 OpraHU3AIHN».
22.
23.

TpeboBanus K 0OPMIICHUIO PEKBU3HTA «aApecaTy, €ro 3HaueHue.

Ecnu nokyMeHT oTmpaBisieTcst B IBa ajpeca Mo MOoYTe, TO CKOJIBKO JK3EMILIIPOB 3TOTO
JOKYMEHTa HEOOXOAMMO MOITOTOBUThH?

TpeGoBanusi K 0OPOPMIICHHIO PEKBU3UTA «IaTa JOKyMeHTa». Jlara Kak cOcTaBHAs 4acCTh
JIPYTUX PEKBU3UTOB.

TpeboBanusi K 0QPOPMIICHHUIO PEKBU3UTA «PETUCTPAIMOHHBIA HOMEDP JTOKYMEHTa» U €ro
3HaYECHHE.

Korma u rae mpocTaBisieTcss peKBU3UT «CChUTKA HAa PETHCTPAI[MOHHBIN HOMEp U Jary
JIOKYMEHTa»?

B kakux ciydasx mpocTaBIsSieTCsl Ha TOKYMEHTE PEKBU3ZHUT «TPHU( OTpaHUYCHUS JOCTYIIa
K IOKyMEHTY»?

KakoB mopsiiok corimacoBaHusi JOKYMEHTOB M O(OpMIICHUS BHYTPEHHETO M BHEITHETO
corjacoBaHus?

Kewm noanuceiBaroTcs JOKYMEHTHI?

KakoB nopsiiok yTBepXaeHus 10KyMEHTOB?

KaxoB nopsinok noanucanus J0KyMEHTOB?

[leyaTp KaK peKBU3UT JOKYMEHTA.

Ha xakux qokyMeHTax MpocTaBisieTcst repOoBasi medath?

KakoBbl paBuiia opopmiieHus: peKBU3UTOB, YAOCTOBEPSIOMINUX TOKYMEHT?

OTMeTKHM Ha TOKYMEHTE, UX 3HaueHue 1 ohopMIICHHE.

TpeGoBanusi, npeabsBiIsieMble K 0(QOPMIICHUIO PEKBU3NUTA «PE3OITIOLHSY, €€ 3HAaUCHHUE.
PexBU3UT «OTMETKA 00 UCTIOTHUTEINE)», €ro 3HaYCHHE.

[lepeuncnure peKBU3UTHL, MPUAAIONINE JOKYMEHTY IOPHUAUYECKYIO CHITY.

Kak cnenath TeKCT JOKyMEHTA MOHATHBIM U YOEIUTEIbHBIM?

B uem 3axmrouarorcs o6mme TpeboBaHUs K TEKCTY JOKyMEHTa?

DNEMEHTHI TeKCTA: 3aT0JI0BOK, IPHIIOKEHUS, TPEOOBAHUS K HUM.

JaiiTe onpenenenre NOHATUS «CUCTEMBbI IOKYMEHTALIUH.

JlaiiTe onpenenenre NOHATUS «yHU(DUIIUPOBAHHBIE CUCTEMbI JOKYMEHTALIUN.

B kakoMm JokyMeHTe MOTyT OBITh OTOBOPEHBI YCIOBHUS PEOpraHU3alUU M JTUKBUIAIIUN
opraHu3aruun?

KakoBbl TpeOoBaHUSI K COCTaBIEHHI0O U OGOPMIICHHIO OpPraHU3aI[MOHHO-TPABOBBIX
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32.
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38.

JIOKYMEHTOB?
SBnsiercst U 0053aTeNbHBIM JJIsI PETUCTPALMK OpraHU3alK HaJu4nue ycrapa?
Kaxue nokyMeHTBI yTBEpKIAI0TCS PYKOBOAUTEIIEM YUPEKACHUA?
KTO HeceT OTBETCTBEHHOCTH 3a U3JaHUE MpHUKa3a?
[lepeuncanre 4acTH TeKcTa MpUKa3a.
KakoBbl TpeboBaHUsI K COCTaBICHUIO U 0QOPMIICHHUIO PACTIOPATUTENbHBIX JOKYMEHTOB?
Ha3zoBute TpeboBaHUS K COCTABICHUIO U O()OPMIICHUIO TPUKA30B.
Ilpumepnulii nepeuens 60npocos K 3auemy
HazoBure TpeboBaHUS K COCTAaBICHUIO B O(DOPMIICHUIO OOBSICHUTENBHBIX U JTOKIAIHBIX
3aIHCOK.
HazoBure TpeGoBaHMs K COCTaBICHUIO H 0(OPMIICHHUIO CIIPABOK.
HazoBuTte TpeboBaHUs K COCTABIECHUIO U O(DOPMIICHHIO aKTa.
Ha3zoBute TpeboBaHUS K COCTABICHUIO U O()OPMIICHHUIO TPOTOKOJIA.
HazoBuTte TpeboBaHUs K COCTABICHUIO U O(DOPMIICHHIO TEIETPAMM.
Ha3zoBute TpeboBaHUS K COCTaBICHUIO U O()OPMIICHHUIO JIETIOBOTO MMHCHMA.
Kax odopmiisercs COBMECTHOE TTHCHMO JIBYX OpraHu3aIiiii?
B yem 0coOeHHOCTB S3bIKa U CTHIIS CITYKEOHBIX JTOKyMEHTOB?
[lepeuncnure pa3sHOBUIHOCTH MHCEM.

. Buzpl nuceM 1o coziepkaHuio U Ha3HAYCHUIO.

. «CrieHapuii» MoAroTOBKH COBEIIAHUA.

. Kakue moxymMeHThI cO3/1a10TCsl B IPOLIECCE MOATOTOBKH COBEILIAHUS?

. KTo MOXxeT paboTaTh ¢ TOKyMEHTaMHU, COAECPKAITUMU KOMMEPUYECKYIO TaliHY?

. JlaiiTe onpezieneHre MOHATHUS «IOKYMEHTOOO0POTY.

. [lepeuncnure sTanbl ABMKEHUS U TIOPAIOK 00pabOTKH TOKYMEHTOB.

. Kakoii HOpMAaTHUBHBI JTOKYMEHT OMpeAeNseT MOpSAOK paboThl C JOKYMEHTaMH B

opranu3anuu’?

[lepeuncnaure  OCHOBHBIE ~ (PYHKUMHM W 3aJauyd  [OApa3feieHUN  CIyXKOBI
JIETIOTIPON3BO/ICTBA.

KaxkoBa posib cekperapsi B CTpyKType YIPaBJICHUS ASIONPOU3BOACTBOM?

KaxkoBa cTpykTypa Ciry0bl JOKYMEHTAITMOHHOTO O0ECIIeUeHUs YIIPaBICHHUS?

Kak peructpupyrorcs mpoTOKOIIBI COOpaHUM U 3acelaHus KOJJICKTUBA?

Uto Takoe HOMEHKIIaTypa jaen?

Kewm yTBepxkmaaeTcsi cCBOOOIHAass HOMEHKIIATypa JIeJl OpraHu3amum?

I'me momemaroTcst mpUKa3kbl O IpUeMe, YBOJIbHEHHH paboTHUKA?

Kaxk cucreMaTn3upyroTcst JOKYMEHTHI B HOMEHKJIAType Aen?

Kaxk npoucxoaur xpaHeHue u rnepepaya /11 B apXus?

C KakuM TOKyMEHTaMH MpHU TIpremMe Ha paboTy Bac momkHBI 03HAKOMUTH?

[Tepeuncnure JOKYMEHTHI 110 INYHOMY COCTaBY U MPaBMIIa UX 0)OPMIICHHSI.

Kem ycTaHaBIMBarOTCA HHINBUAYaAIbHbIE CPOKU UCIIOTHEHUS JOKYMEHTOB?

KakoBbl opMmbl peructpanuu 10KyMeHToB B Poccun?

[Ipn peructpanuu Kakoro JOKYMEHTAa JaTy PETHCTPAlMH YKa3bIBAIOT B JIEHb €ro
MOAMUCaHus?

Kak onpenenuth Cpok XpaHeHUsI JOKYMEHTa?

UYTto Takoe 371€KTPOHHBIA JOKYMEHT?

YTto Takoe NEKTPOHHBIN JOKYMEHTOOOOPOT M KaKOBa €ro POJIb B JICTOTPOU3BOICTBE?
Kakue cymniecTByroT CHCTEMBI aBTOMATH3AIINH JIEIOMPOU3BOJICTBA M IOKyMEHTO000poTa?
Kakue cripaBouHbI€ TpOrpaMMsbl 1€I0NPOU3BOICTBA Bl 3HAETE?

[lepeuncnure MOJIOKUTEITbHBIE CTOPOHBI BHEJIPEHUS KOPIOPAaTUBHOTO
JIOKYMEHTO000POTA.

Kak npoucxoaut obecrieueHne COXpaHHOCTH U TOCTYITHOCTHU 3JIEKTPOHHBIX JOKYMEHTOB?



39. KakuMu myTsMHM JOKYMEHTBl MOTYT IIOCTyHaTb B aBTOMAaTHU3MPOBAHHYI CHUCTEMY
JIETTONPOU3BOICTBA?
40. Jlns yero Hy>)KHa aHTUBUpPYCHAs 3amura’?
41.
PexoMeHaaMU 110 BBINOJIHEHUIO 32IaHUI HA 3a4eTe

3agaHusl SABISIOTCS KOHKPETU3alMel JIEKIIMOHHOTO U CEMHUHApCKOro MaTepuaya Kypca U
COOTBETCTBYET OCHOBHBIM €0 TEMaM.

3agaHusl BBIAAIOTCA BO BPEMs ayJAMTOPHBIX MPAKTUYECKUX 3aHATHUH, MOCJIE 3HAKOMCTBA C
NPAaKTUYECKOH 3HAYUMOCTBIO JTOKYMEHTOB, C TPEOOBaHUSMH K MOPAIKY HX pPa3pabOTKu H
COJIEPKAHUIO.

3amanue npeamnonaraet 30 MUH. Ha BBITIOJIHEHHE.

TemaTnka KOHKPETHOIO MHAMBUAYAJIBHOTO 3aJlaHKsl U BBIOOP JOKYMEHTOB COIJIaCyeTCsl C
IpenoaaBaTesieM.

B pesynprare npakThueckoi paOOThl Ha 3adeTe BBISABIAIOTCS 3HAHUS COBPEMEHHBIX
TpeOOBaHUH MO CO37aHUI0, O(GOPMIIEHHIO M 00pabOTKE AOKYMEHTOB, MOPSAOK OpTaHU3aINH
paboThI ¢ TOKyMEHTaMM B Tearpe, NnpaBwia U (OPMBI AEIOBOH M KOMMEPUECKOW NMEpEenucKy;
YMEHUS TPaMOTHO MPOEKTUPOBATH U OPOPMIISATH OCHOBHBIE BU/IbI YIIPABIEHUYECKUX JOKYMEHTOB
B COOTBETCTBHM C TPeOOBAHMUSAMHU IOCYapCTBEHHBIX CTAaHAAPTOB; BJIQJCHNUE HABbIKAMM aHAIN3a
yIPaBIEHYECKUX JOKYMEHTOB.

X0 BBIMOJHEHUS 3aJaHUi, HamOoyiee yNA4YHO BBINOJHEHHBIC 3aJaHUs M TUIIHYHbIE
OLIMOKH O0CY)KIAIOTCS Ha MOCIEAYIOMNX ayAUTOPHBIX MPAKTUYECKUX 3aHATHIX. BhimonHneHue
3aJJaHUi SBJISIETCS MPEAMETOM aTTEeCTAllUU CTYIEHTOB B TEUEHHE CEMECTPA.

B pesynbpTaTe 0CBOCHHS TUCIUIUIMHBI 00YJarOITUICS JOJIKEH:

1) 3HaTh: coBpeMeHHBIE TpeOOBaHMS 10 CO3AaHHIO, O(QOpMIICHHIO M 00padOTKH
JOKYMEHTOB, COCTAaBJISIOIIUX JESITEIbHOCTh COBPEMEHHOTO TeaTpa, XapaKTEPUCTHKY U COCTaB
YHU(PUIIMPOBAHHBIX CHCTEM JOKYMEHTAIlMU, TOKYMEHTOBEAUECKYI0 TEPMHHOJIOTHIO, MOPSIAO0K
opranuzanuu paboThl C JOKYMEHTaMH B TeaTpajbHOU cdepe, mpaBuwia U (GOpMbl IEIOBON U
KOMMEPYECKOU MEPENUCKH

2) YMeTh: IpaMOTHO MPOEKTUPOBaTh M O(OPMIISATH OCHOBHBIE BHUJbI YIPaBICHYECKUX
JIOKYMEHTOB B COOTBETCTBHH C TPEOOBAHUSMU TOCYJIapPCTBEHHBIX CTAaHAAPTOB

3) Brnagers: HaBbIKaMHU aHalIM3a yNPaBICHUYECKUX TOKYMEHTOB, CUCTEMOW 3JIEKTPOHHOTO
JIOKYMEHTOO00pOTa

TpeOoBaHus K 3a4eTy

JIMCLUIUIMHA TIOCBSIIEHA H3YYEHHUIO pa3paboTKH, OQOpPMIICHHS U MIPOCKTHPOBAHUS
yIpaBJIEHYECKOH  JOKyMEHTAallMM, COBPEMEHHOH  perjlaMeHTalud  JIeJIONpPOM3BOJICTBA,
OpraHu3aluy JeONPOU3BOACTBEHHON CIYXObl TeaTpa, TEXHOJOTHH PETUCTpAlMM, YydeTa U
XpaHEHHs JJOKYMEHTOB, a Takke (POPMHUPOBAHHUIO JAETOMPOU3BOICTBA B TeaTPaIbHO cepe.

[Tocme wu3ydeHus Kypca CTYAEHTBI JIEMOHCTPUPYIOT TPAKTUYECKHE HABBIKH 10
COCTABJICHHUIO [ICJIOBBIX JIOKYMEHTOB W HX PEKBU3HTOB B MpOLECCe MPEAT0KEHHOH
IpernoaaBaTeIeM KOHTPOJIBHOM padoTHl. 3adeT BKIIOYAET B CE0S TEOPETUUECKHE BOIPOCHI
(OumneTsl) 1o Kypey «Jlemonponus3BoACTBO U TOKYMEHTOBEIACHUEY.

[TpoBenenue 3a4éra OCHOBHIBAECTCS HA YCIEUTHOM BBIIOJHEHHUHU 3a/laHU KOHTPOJIBHBIX
pabot, pyOe)KHOTO KOHTPOJIS U TECTHPOBAHUS, a TAaKKe CHOPMHPOBAHHOTO Jejia U3 0Opa3loB
OCHOBHBIX JIOKyMeHTOB. OIleHKa, TIIOCTaBJCHHAs 3a BBHINOJHEHWE KOHTPOJIBHONH pPaOOTHI
HECOMHEHHO YYHTBIBAETCS MPH BBHICTABIICHUU 3a4eTa.



PexomMeHnaanuu mo BLINOJHEHUIO 32JaHNH HA 3a4eTe
3agaHus SABISIOTCS KOHKPETU3AlMEH JEKIIMOHHOTO U CEMUHAPCKOIro MaTepuaia Kypca u

COOTBCTCTBYCT OCHOBHBIM €I'0 TCMaM.
3a[[aHI/I$I BBIIAIOTCA BO BPEMs ayJUTOPHLBIX IMPAKTHUYCCKUX BaHHTHﬁ, II0CJIC 3HAKOMCTBA C

NPAaKTHYECKOH 3HAYMMOCTBIO JTOKYMEHTOB, C TPEOOBaHMAMH K MOPSAKY HMX pa3pabOTKH M
COZIEPIKAHHUIO.

3aganue npennonaraeT 30 MUH. Ha BBIOJHEHHE.

TemaTnka KOHKPETHOTO WHAMBHUIYaJTbHOTO 3aJaHUS M BHIOOP JTOKYMEHTOB COTJIACYeTCsl C
IPEeroIaBaTeNeM.

B pesynbprare mpakTHueckol paOOTHl Ha 3adeTe BBIABIISAIOTCS 3HAHUS COBPEMEHHBIX
TpeOOBaHUH MO CO37aHUI0, O(QOPMIIEHHIO M 00pabOTKE AOKYMEHTOB, MOPSAOK OpTraHU3aINH
paboThl ¢ TOKyMEHTaMH B Tearpe, MpaBwia U (HOPMBI AETOBOH U KOMMEPUECKOW MEPEenucKH;
YMEHHS TPaMOTHO MIPOEKTHPOBATh U OPOPMIIATH OCHOBHBIC BU/IBI YIIPABICHYECKUX JJOKYMEHTOB
B COOTBETCTBHHU C TPEOOBAHUSIMH T'OCYIAapCTBEHHBIX CTaHIAAPTOB; BJIaJCHNE HABBIKAMH aHAIHM3a
YIIPaBICHYECKUX JOKYMEHTOB.

Xo7 BBINOJHEHUS 33/laHH, HauOoJee yIAauyHO BBHIMOJIHCHHBIC 3aJaHHs W TUIHYHBIC
OLIMOKH O0CY)XKIAIOTCS Ha MOCIEAYIOMNX ayAUTOPHBIX MPAKTUYECKUX 3aHATHIX. BhImonHeHue
3aJaHHi ABJSAETCS MPEAMETOM aTTECTAIlMU CTYACHTOB B TEUEHUE CEMECTpa.

CJIOBAPb OCHOBHbBIX TEPMHUHOB

ABToOuMOrpadgusi - OmNHMCaHWE CBOCH KHM3HH, BKJIIOYAIONIEe OOY4YeHHWE W TPYIOBYIO
JESTEIIHOCTD.

ABTOp T0KyMeHTA - (PU3NUECKOE WK IOPUIMUYECKOE JIMIIO, CO3/1aBIlIee TOKYMEHT.

Anpecar - MO WIM OpraHu3aLys - NoIydarellb JOKyMEHTa.

AnlpecoBaHMeJOKyMEHTa -yKa3aHHe MOyJaTessl JOKYMEHTa ITyTeM MPOCTaBICHUSI PEKBU3UTA
«azpecar» B [IPABOM BEPXHEM YTITy JIHCTA.

AKT - JJOKYMEHT, COCTaBJICHHBI HECKOJbKHUMHU JIMIAMU M MOATBEPKIAIOIINN KOHKPETHBIE
(aKThI WK ISHCTBHSL.

AKIIeNT - PUHSTHE TPEITI0KEHHS O 3aKITI0YEHUH KOHTPAKTa OJHON U3 €ro CTOPOH.

AHKeTa - JOKYMEHT, COJIEpKallliii BOIIPOCHI 10 ONPEAEIEHHON TEME U OTBETHI HA HUX.

AHHOTAIUSA - KpaTKasi XapaKTePUCTUKA COJIEP)KaHUSI KHUTH, OTYETa, CTaThH, TOKYMEHTA.

ApXUB - OpraHu3alysi WIM €€ CTPYKTYPHOE IOJpa3/elICHUE, OCYIIECTBISIOIINE IIPUEM U
XpaHEHHE apXUBHBIX IOKYMEHTOB C I1€JIbI0 UCITOJIb30BaHU.

Bbananc npeanpusitusi - (UHAHCOBBIA TOKYMEHT, OTPaXKalOIIMI COCTOSIHUE JEHEKHBIX U
MaTepUATBHBIX CPECTB MPEIIPUATHS (PACXOOB U I0XO/IOB).

Bbaank agokymeHTa - Ha0Op PEKBU3HUTOB, HMICHTU(MHLIMPYIOIIMX aBTOpa O(UIMAIBLHOTO
MTUCbMEHHOTO IOKYMEHTA.

Byxranrepckue JT0KyMeHTBI - JTOKYMEHTHI, HEOOXOAMMBIE /IS BEACHHS OyXIalaTepcKoro
y4eTa, SBJIIOLINECs] MMCbMEHHBIM JJ0KA3aTeIbCTBOM COBEPLICHUS (DUHAHCOBBIX, XO3SHCTBEHHBIX
onepauui.

BenomocThb - mepedyeHb (CIUCOK) KaKUX-THOO JaHHBIX, PACIIOJIOKEHHBIX B OMpPEICICHHOM
MOPSJIKE.

Buza odguuuaabHOro JOKyMeHTa - PEKBHU3HUT JOKYMEHTA, BBIPAXKAIOUIMN COIJIacCHMe WIN
HECOIIIaCHE JIOJPKHOCTHOTO JIMIIA C COAEPKAHUEM TIOKYMEHTA.

BHemiHui JOKYMEHT - JOKYMEHT, OTIPAaBJICHHBIA JPYyrMM OpraHu3anusaM (JuiaMm) WU
NOJYYEHHBIM OT HUX (MCXOISIMI U BXOSIINMN).



BHyTpenHmii J0KyMeHT - OQUIMATBHBIA JIOKyMEHT, HE BBIXOSIMNA 32 MPEIeIbl
MOJrOTOBUBILEN €r0 OPraHU3aLUH.

BHyTpeHHsII ONMCH - YYETHBIM JOKYMEHT, COJAEPKAIlMU IIEPEYECHb JOKYMEHTOB Jena C
yKa3aHUEM IMOPSIKOBBIX HOMEPOB JJOKYMEHTOB, X UHJIEKCOB, HA3BAHUH, AT, HOMEPOB JIUCTOB.

Bxonsimmii JOKYMEHT - JOKYMEHT, IIOCTYNMBIIMKA B y4pEeKACHUE. BpIUCcKa U3 JTOKyMEHTa -
3aBEpEHHAs KOITUS YacTH JOKYMEHTA.

I'pud orpanuyeHusi gocTyna K JAOKYMEHTY - PEKBU3UT O(DUIMAIBLHOTO JOKYMEHTA,
CBHUJICTEIIHCTBYIONINI 00 0COOOM XapakTepe MH(pOpMaIyy, OrpaHMYMBAIONINN KPYT TIOJIb30BaTeneh
JIOKYMEHTA.

I'pud cornacoBanmsi - pPEKBU3UT OQUIMAIBHOTO JOKYMEHTA, BBIPKAIOIIMN COrIacue
YUPEKICHUS UK €r0 OpraHa, He SBJISIOLIET0Cs aBTOPOM JIOKYMEHTA, C €r0 COJEP >KaHUEM.

I'pud yrBepxkIeHus - peKBU3UT OQUIMATIHHOTO JOKYMEHTA, MPUAAIONTNA HOPMAaTUBHBINA WA
MIPABOBOM XapaKTep €ro CoJEeP KaHUIO.

Jlata opuUHAILHOIO JOKYMEHTA - PEKBU3UT OQHUIMAILHOTO JIOKYMEHTA, COJEpKallfHid
yKa3aHHOEe Ha JOKYMEHTE BpEMsl €ro CO3/[aHMs W/WIM TOANMCAHUS, YTBEPIKICHHS, MPHUHSTHUS,
COIJIACOBaHMS, ONyOIMKOBaHUS.

Jles10 - COBOKYITHOCTb JOKYMEHTOB WJIM JIOKYMEHT, OTHOCSIIMECS K OJHOMY BOIIPOCY WU
Y4acTKy AESTeIbHOCTH, TIOMEILICHHBIE B OT/IEIbHYIO OOJIOXKKY.

Je1onpon3BoACTBO (IOKyMEHTAIMOHHOE olOecnedeHue ymnpasienus - JIOY) - orpacib
NeATENbHOCTH, OOecreynBaroias JOKYMEHTUPOBAaHHE W OpraHu3alyio padoThl ¢ O(UIMATEHBIMU
JIOKyMEHTaMH.

JloBepeHHOCTh - JOKYMEHT O IpPEIOCTABICHUHU IpaBa JAOBEPEHHOMY JIMILy Ha COBEPILECHUE
KaKUX-TM0O0 JISUCTBHI OT JIHUI[A IOBEPUTENs (TPEANPUSATHS VI TPAXKTAHUHA).

JoroBop (KOHTPAKT) - MOKYMEHT, (PMKCHPYIOIINI COTJIAIIEHHE CTOPOH 00 YCTaHOBJICHUH
KaKHX-JIHOO OTHOIIIEHUH U YCJIOBUIM UX PETYJIHPOBAHUS.

JokaagHasi 3amucKa - JOKYMEHT, aJIp€COBAaHHBIA PYKOBOICTBY, COAEPXKAILMN H3JI0KEHUE
Kakoro-im0bo BOIIPOca ¢ BBIBOJAMU U MPEITI0KEHUSIMU COCTABUTEIS.

JoxymeHT (IOKyMeHTHpoOBaHHasi WHGopManus) - 3apUKCUPOBAaHHAs Ha MaTepUATbLHOM
HocHTeNne HHPOPMAIIUS C PEKBU3UTAMU, TIO3BOJISIONINME €€ UACHTH(DHUIIMPOBATD.

JIOKyMEHT JIMYHOIO MPOMCXOKIEHUsA - JOKYMEHT, CO3/IaHHBIA JIMIIOM BHE c(epbl ero
CITykeOHOM JIeATeTbHOCTH WM BHITIOJTHEHUSI OOIIIECTBEHHBIX 0053aHHOCTEH.

JoxymeHnTanus - opopMIIEHHAS IO €JUHBIM [TPAaBHJIaM COBOKYITHOCTh IOKYMEHTOB.

JlokyMeHTHpOBaHNEe — JIESTEIbHOCTh IO CO3JAHUIO JOKYMEHTa IO YCTAHOBJIEHHBIM
I'OCTowm npaBusiam.

JlokyMeHT0000pOT - BUXKEHHE JOKYMEHTOB B OpraHM3allMd C MOMEHTA UX CO3[aHUs WM
MTOJTY4EHMSI JI0 3aBEPILIECHUS] UCTIOTHEHUS WU OTIIPABIICHHUS.

JIOKyMeHTbI TOCTOSIHHOIO XPaHeHHWsl - JOKYMEHTHI, KOTOPHIM YCTaHOBIEHO OecCpOouHOE
(BeuHOE) XpaHEeHHE.

Jy0/mMKaT [JOKYMEHTa - IOBTOPHBIM SK3EMIULIP IOUIMHHMKA JIOKYMEHTAa, HWMEIOIIUN
FOPUJINYECKYIO CUITTY.

Kypnan ydera JOKYMEHTOB - J>KypHAQJI, COCTAaBJICHHBIM IO OmpenereHHor (opme u
COZEprKaIlMi CBEJICHUS O JOKYMEHTAxX U ONepalusaX ¢ HUMHU.

3aroJioBOK O0(pMIIMAIBLHOTO JOKYMEHTA - PEKBU3UT JOKYMEHTA, KPAaTKO HM3Jararoiifii ero
coJiepKaHue.

3asiB/IeHHeE - TOKYMEHT, COACPIKAIHIIA MPOCHOY MK MPEAIOKEHUE.

HNupexce nena - mudpoBoe W/ OyKBeHHO-IIM(PPOBOE 0003HAUCHHUE JieTla B HOMEHKIIAType JIel
OpraHu3allK, HAHOCUMOE Ha €ro 00JI0KKY.

Nupexcanms J1OKYMEHTOB - IIPUCBOCHUE JOKYMEHTAM IMOPSAKOBBIX HOMEPOB U YCIOBHBIX
0003HAUCHHI [TPU PETHCTPALHH.

HHCcTpyKuusi M0 JTOKYMEHTAIMOHHOMY O0eCIeYeHUI0 AeATeIbHOCTH Mpexnpusitus (1o
JAeJIONPOM3BOCTBY) - JOKYMEHT, PErNIAMEHTUPYIOIIMI IIpaBuiia, MPUEMbl U TPOLIECCH CO3/IaHUS
JOKYMEHTOB U MOPSIIOK pabOThI C HUIMU Ha PEIIPUSITUHL.



Hudopmanms - cBefeHus 0 JMIAX, NMpeaMerax, (akrax, COOBITHSX, SIBJICHUSX M Ipolieccax
HE3aBUCUMO OT (DOPMBI X IIPE/ICTABICHHUS.

Hexonsinmii 1oKyMeHT - opuIMaTbHBINA JJOKYMEHT, OTIIPABISEMBIN U3 YUPEKICHHUS.

KonTpareHT - 0Ha U3 CTOPOH KOHTPAKTA, JOrOBOPA.

KoHTpakT - CMHOHMM NOHATHA "HOroBOp" NPUMEHUTEIBHO K IPaKJAHCKUM U TPYIOBBIM
IIPABOOTHOLICHUSM.

KoOHTpo.1b MCIOJHEHUs] JOKYMEHTOB - COBOKYITHOCTb JEHCTBHI, 00ECIeUuMBAIOLINX
CBOEBPEMEHHOE MCIIOJIHECHHE IOKYMEHTOB.

Konusi 10KymMeHTa - TOKYMEHT, MOJHOCTBIO BOCIIPOM3BOASIIMN HH(POPMALMIO MOMIMHHOTO
JOKYMEHTA U BCE €T0 BHEIIHUE PU3HAKN WM YaCTh UX, HE MIMEIOIINI FOPUIMYECKON CHIIBL.

Konusi noxkymeHTa, 3aBepeHHasi - KOIUsS JOKYMEHTa, Ha KOTOpOM B COOTBETCTBHU C
YCTaHOBJIEHHBIM MOPSIKOM MIPOCTaBJIAIOT HEOOXOJMMBbIE PEKBU3UTHI, IPUIAIOLIHE €l FOPUIUIECKYIO
CUILY.

JInyHasi KapTouyKa - JOKYMEHT, COCTAaB/SIEMbIi Ha PaOOTHHMKAa W COACPKAIIMN KpaTKue
CBeZIeHUs 0 HeM (00pa3oBaHue, CTaX, CEMEHHOE MOJIOKEHHE, TPYI0Bast A TEINLHOCTD U T. 11.).

JIu4Hoe nxe0 - COBOKYNHOCTh JOKYMEHTOB, COJCp)KAIlMX CBEIEHUs O pPabOTHHKE, €ro
00pa30BaHUM, TPYIOBOU AESTEILHOCTH, CEMEITHOM TOJIOKECHHUU.

Homenkiarypa gen - CHCTEMaTH3MPOBAHHBIN MEpEUYEHb HAMMEHOBAHUMN [IEJI, 3aBOAMMBIX B
OpraHU3alHH, C YKa3aHUEM CPOKOB MX XpaHEHUsl, 0OPMIICHHBIN B YCTAaHOBJIEHHOM IMOPSIKE

HopmaTuBHBINH JOKYMEHT - JOKYMEHT, U3JAHHBIA YIIOJTHOMOYEHHBIM HA TO T'OCYJapCTBEHHBIM
OpPraHOM M YCTaHAaBIMBAIOIIMI HOPMBI, MpaBWIA IOCTOSHHOIO WIM BPEMEHHOIO JEHCTBU,
paccuMTaHHbIE Ha 0053aTeNbHOE IPUMEHEHHE.

Oprann3anuoHHO-PACIIOPAAUTEIBHBIN JOKYMEHT - BUJI IMCbMEHHOTO IOKYMEHTA, B KOTOPOM
(UKCUPYIOT pelIeHHe AIMUHUCTPATHBHBIX M OPraHU3al[MOHHBIX BOIIPOCOB, & TAaKKE BOIPOCOB
yIpaBJeHNs, B3aMMOJCHCTBUS, OOECIiedeHHs] M PEryJMpOBaHUS JICATEIbHOCTH OpraHOB BIIACTH,
YUPEKIACHUM, IPEANPUSTHIA, OpraHU3aINi, X TIOAPA3IEICHUIN U JOKHOCTHBIX JIUILL.

Opranm3amusi padoThl ¢ JOKYMEHTAMH - OpraHu3alys JOKYMEHTOOOOpOTa, XpaHEHUs M
UCIIOJIb30BaHUS JOKYMEHTOB B TEKYIICH EATENBHOCTH YUPEKICHHUS.

OpuruHaJ 10KyMeHTa - IEPBbIA, NOATMHHBIN 3K3eMIUIIP JOKYMEHTA.

OTMerKa 0 MOCTYIJIEHHH JOKYMEHTA - OTMETKA, IIPOCTaBIIsieMast Ha HIDKHEM T10JIE BXOZSALIETO
JIOKYMEHTA, COCTOSAIIAs U3 ITOPSIIKOBOIO HOMEpA U JaThl OCTYIICHUS.

Odepra - nMCEMEHHOE NPEIUIOKEHNE O 3aKJIIOYEHUH IOTOBOPA HA OIPEIECIICHHBIX YCIOBUIX.

OduuuaabHbIA TOKYMEHT - JJOKYMEHT, CO3/IaHHBIA FOPUAMYECKMM WM (PU3UUECKUM JIULIOM,
0(OpMJIEHHBII 1 YIOCTOBEPEHHBIN B YyCTAHOBIEHHOM MOPSAKE.

Odopminenue nesa - MOATOTOBKA Ji€a K XPAaHEHUIO B COOTBETCTBUHM C YCTAHOBJIEHHBIMU
IIPaBUJIAMH.

OdopmiteHne JOKYMEHTa - TIPOCTAaBICHHE HEOOXOIMMBIX PEKBU3HUTOB, YCTAHOBJICHHBIX
NpaBUIaMH JOKYMEHTHPOBAHUSL.

IlepcoHanbHBbIE JaHHBIE - CBeleHHS O (hakTaxX, COOBITUSX U OOCTOSTENBCTBAX IKH3HU
IpaXXIaHHHA.

Ileyarp - o/EMEHT MNOATBEP)KIACHMSA MOJIMHHOCTM TOANMCH JIOJDKHOCTHOIO JIMLA Ha
JNOKyMEHTaX, IPEIyCMOTPEHHBIX HOPMa-TMBHBIMH aKTaMH, YIOCTOBEPSIOIIMX CBA3aHHBIE C
(MHAHCOBBIMHU CPECTBAMHU MIPaBa JIUL, PUKCUPYIOUUX (PAKTHI.

IMomIMHHNK TOKYMEHTA - IePBbIN WX SAMHUYHBIN SK3eMIUTSIp OPHUITHATLHOTO JOKYMEHTA.

IHoanucp - PeKBU3UT JOKYMEHTA, MPEICTABISAIONIMNA OO0 COOCTBEHHOPYYHO HANMCAHHYIO
(amMIIINIO OJTHOMOYHOT'O IOJDKHOCTHOTO JIMLIA.

Ilpuka3 - [paBOBOM aKkT, W3[AaBAacMbli PYKOBOAWUTENEM B LEIAX  pa3pelieHus
IIPOU3BOJICTBEHHBIX 3aa4.
IIpoekT [gOKymMeHTa - IIpEABApPUTENIBHBIM, HEMOANMUCAHHBIA BapuUaHT  JIOKYMEHTA,

NIPEIHA3HAYECHHBIN 7151 PACCMOTPEHUSI.
IIpoTokoJ - TOKYMEHT, (GPUKCUPYIOIIUI X0 00CYKICHHs BOIIPOCOB M NIPUHSATHS PEIICHUI Ha
COOpaHMSIX, COBEIIAHUSAX, 3aCEIaHHIX KOJIETHAIbHBIX OPTaHOB.



Pacnopsizxenne - IpaBoBOM aKT, U31aBAEMBbII JUIS Pa3pEILCHMs] OIIEPAaTUBHBIX BOIIPOCOB.

PerucrpanuoHHbIii HHAEKC JOKYMEHTA; PerucTPalliOHHbII HOMeP JT0KYMEHTa - ITU(ppoBOe
WM OYKBEHHO-IIM(POBOE 0003HAYCHHE, IPHUCBANBAEMOE JOKYMEHTY IIPU €T0 PETUCTPALIUH.

Perucrpanusi J10KyMeHTOB - 3alllCh YYETHBIX JAHHBIX O JOKYMEHTE MO YCTaHOBJICHHOW
dopme, pukcupyroras GakT ero Co3aaHUs, OTIPABICHUS WU MOTYICHHUS.

Pe3osronusi TOKyMeHTa - PEKBU3UT, COCTOSIIMNA M3 HAAIMUMCH HA JTOKYMEHTE, ITPOCTaBISIEMOM
JOJDKHOCTHBIM JIMLIOM U COJIEp KAl MPUHSATOE UM PEIICHUE.

PexkBH3UT 10KYMeHTA - 00s13aTeNIbHBIN 3JIeMEHT 0opMIIEHUST OUITNATEHOTO JOKYMEHTA.

Pemienne - [OKYMEHT, NPUHMMAEMbId KOJUICTHABHBIM OPraHOM B LEISAX pa3pelieHust
MIPOM3BOICTBEHHBIX 33/1a4, BOIIPOCOB.

Cayx0a 1eJONPOU3BOJACTBA - CEKPETApHAaT, KAHIICISAPHUS, YIIPABICHHE JENaMH, OO
OTJEN, OTAeN AOKYMEHTAIIMOHHOTO OOeCHedeHHs U JpYyrue Mojpa3/iefieHns, OCHOBHOM (QyHKUuen
KOTOPBIX SBIIIETCS paboTa C JOKYMEHTAMH.

CayxeOHasi 3alUCKa - JOKYMEHT, aJ[pECOBAaHHBIM PYKOBOACTBY MPEANPHUITUS WIH
CTPYKTYPHOTO MOAPA3/ICNCHHS, COIEPIKAILMIA N3JI0KEHHE KaKOr0-Mu00 MPOU3BOACTBEHHOIO BOIIPOCa
C BBIBOJIAMH, [TPOCK0AMU U MPEATIOKEHUSMHU.

ChnpaBka - JOKYMEHT, COJEp)KAIllMil OMMCAHHE W/WIM TOATBEPXKACHUE TeX MM HHBIX
(hakTOB, COOBITHIA.

Cpok MCHOJIHEHHMSI TOKYMEHTA - CPOK, YCTaHOBJICHHBI HOPMATHBHO-TIPABOBBIM aKTOM,
OpraHU3aIMOHHO-PACTIOPSAUTEILHBIM TOKYMEHTOM HITH PE3OJTIOIHEH.

CTpyKTypa ¥ IITATHAS YMCJIEHHOCTD - JOKYMEHT, B KOTOPOM 3aKperieHbl HANMEHOBAHUS U
o0lIiee KOJMYECTBO CTPYKTYPHBIX TOMAPA3/IC/ICHU, HANMEHOBAaHHUS JIOJDKHOCTEH M KOJIMYECTBO
LITATHBIX EIMHULL B KAKIOM NOAPA3AECIICHUN TIPEIITPUATHS

ToBapublii 3HAK - YyCIOBHOe OOO3Ha4eHHWE, 3apPETHCTPUPOBAHHOE TOCYAapCTBOM,
MpeaAHa3HAYCHHOC JId OTIIMYHA TOBAPOB OAHUX IOPUIUYCCKUX U q)HSH‘IeCKI/IX JiiL OT OAHOPOAHBIX
TOBapOB JIPYTHX.

Tpynosoii kogexke P® - Kozxekc 3akoHoB o Tpyne Poccuiickoit denepaiyu, peryimpyromnmii
TPYZIOBbIE IPABOOTHOIICHHS.

@aiis1 - COBOKYITHOCTb JAHHBIX, 3allUCAHHBIX HA MAIIMHHOM HOCHUTEJE IOJ OIPEIEICHHBIM
UMEHEM.

®akcummie - 1. BocriponsBeneHne TEXHUYECKUMU CPEACTBAMU KOMMU opuruHaina. 2. Knuie,
I1€YaTh, MIO3BOJIIOIIAS MHOTOKPAaTHO BOCIIPOM3BOAUT IOAIIMCH HA JOKYMEHTAX.

Du3uYecKoe MO - IPAKIAHUH, SBIIIOIINNCA Y4aCTHUKOM I'PaXJAHCKUX IIPABOOTHOILICHUM.

®opmMupoBaHue /1eJ1a - TPYNIUPOBAHNE UCIIOIHEHHBIX JOKYMEHTOB B JIEI0 B COOTBETCTBUH C
HOMEHKJIATYpOM JIeJ1 U CUCTEMAaTU3alusl JOKYMEHTOB BHYTpH A€Na.

®opmyasip-o0paseny - MOJEIb IOCTPOEHUS JIOKYMEHTa, YCTaHABIMBAIOIIAs 0OO0JIacTh
npuUMeHeHus, (hopMaThl, pa3Mepbl MoJiel, TPeOOBaHUS K TIOCTPOCHHIO KOHCTPYKIIMOHHOM CETKH U
OCHOBHBIE PEKBU3HTHI.

IItaTHoe pacnucaHue - YHUQUIMPOBAHHBIA JOKYMEHT, COJCp)KAIlMid CBEICHHS O
CTPYKTYPHBIX TOJpA3JENCHUsIX, MODKHOCTAX pPAaOOTHUKOB, KOJIMYECTBE INTATHBIX EIAMHMILL,
JOJDKHOCTHBIX OKJIaJIaX, HaJl0ABKax U MeCSYHOM (hoH 1€ 3apabOTHOM IIaThl PEIPUATHS.

JKCNepTH3a HEHHOCTH JOKYMEHTOB - 0TOOp JOKYMEHTOB Ha rOCYIapCTBEHHOE XpaHEHHE
WM YCTAaHOBJIEHHE CPOKOB UX XPAaHEHMsI HA OCHOBE IPUHSTHIX KPUTEPUEB.

OxkcnepTHas komuccuss (IK) - xomuccusa, cocrosimias W3 KBaTU(UIIMPOBAHHBIX
paOOTHHKOB, CO3/IaHHAsI JJIsl IPOBEIEHUS €XKEroJHOro 0Tdopa JOKYMEHTOB JJs JAajbHEHIIEero
XPaHEHUS U BBIJICIICHNS K YHUYTOKCHHUIO.

DJIEKTPOHHBII [JOKYMEHT - JOKYMEHT, B KOTOpPOM HH(OpMaLus MpPEJCTaBICHA B
JIEKTPOHHOU (hOopMe, C pEKBU3UTAMH, HEOOXOAUMBIMU JJIsl IPU3HAHUS €0 IeHCTBUTEIbHBIM.

JuexktpoHHass uuppoBas noamuch (DLII) - pekBU3UT HNEKTPOHHOIO JTOKYMEHTA,
IIPEIHA3HAYECHHBIN JUIS 3alIUTHI JAHHOTO 3JIEKTPOHHOTO JOKYMEHTA OT IOIJEIIKH, MOTyYCHHBIN
B pe3ylbTaTe KpUNTOrpadguueckoro mnpeodpazoBaHus HHGOPMANMKA C HUCHOIB30BaHUEM
3aKpBITOTO KJII0Ya JIEKTPOHHOW LU(POBOM MOANKUCH U MO3BOJSAIOMIMNA HICHTU(DUIMPOBATH



Biaaaciabna CepTI/Iq)I/IKaTa KJIr04a MHOOAINUCH, a TaKKEC YCTAHOBUTb OTCYTCTBHUC HCKAKCHUA

UH(POPMALIUU B 2JIEKTPOHHOM JJOKYMEHTE.
IOpuanyeckoe aMIO - NpeAnpUATHE WM OpPraHW3alMs, BBICTyHAroLlas B KadyeCcTBE

HOCHTEJISI PaB U 00SI3aHHOCTEH.
KOpuauyeckasi cujia JOKyMeHTa - CBOWCTBO O(QUIMATBHOIO JOKYMEHTa, coollaemoe

€My JCHCTBYIONIUM 3aKOHOJATEIbCTBOM, KOMIIETEHIIMEH W3JABIIETO €ro opraHa |
YCTaHOBJICHHBIM TOPSAIKOM O(OPMIICHUS.



