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1. HEJIN U 3AJAYN OCBOEHUA JUCHUIIJINHBI

Heaun: IloaroroBka OakamaBpoB BhICHICH KBadu(dUKaMu B  OOJACTH  OpPraHU3alUA
JOKYMEHTAITMOHHOTO 00eCIeueHUs YIPaBICHUYECKON ACSITEIBPHOCTH YUPEKIACHUN KYIbTYpPHI.
Kypc HameneH Ha TEOpPETHMUECKYID W TPAKTUYECKYIO TIOJTOTOBKY HAyYUTh OYIyIIMX
CIICIINAJINCTOB pa60Te C I[OKyMeHTaMI/I, COCTABJAOIIINMHAU OCATCIIBHOCTD COBpeMeHHOFO
yqpen(;[eHHﬂ Ky.HbTypBI, BO3HUKAKOIINMHU B HpOI_IGCCG HpI/IHSITI/ISI n peanmaunﬂ ynpaBHeH‘-IGCKI/IX
pelIEeHUH.

3agaum:

3HaTh OCHOBBI [IEJIOBOM KOMMYHHUKAIIMM, OCOOCHHOCTH €€ OCYIIECTBICHHUS, OCOOCHHOCTH
COBPEMEHHBIX KOMMYHHUKATHBHO-TIPArMaTUYECKUX TIPaBUJ M OTUKH PEUYEBOTO OOIICHUS.
OCHOBHBIE MEXaHU3MbI U METOJIbI (POPMHUPOBAHUS UMUJIKA JIETIOBOTO YEIIOBEKA.

OcCyIecTBIATh ENOBbIe KOMMYHUKAIIUY, aHAIM3UPOBATh IENH U 3aJa4u Ipolecca OOIEeHUs B
Pa3IUYHBIX CUTYalUAX NPOodeCCHOHATBHON KU3HU.

3HaThb OCHOBHBIE TOHSTHUS TBOPYECKO- IPOU3BOJCTBEHHOW JESATENBHOCTH PaOOTHUKOB
YUPEXKJIEHUN KyJIbTypbl, OCHOBHBIEC II€JIM, 3a7aud, BUABI, (OPMBI, TEXHOJOTUH TBOPYECKO-
IIPOM3BOJICTBEHHOM JIEATETLHOCTH PaOOTHUKOB YUPEXKICHHH KYJIbTYpPHI.

YMeTh 1aBaTh OILIEHKY CTPYKTYpPE U COJIEPKaHUI0 pa3paboTaHHBIX TBOPUECKHUX IIPOEKTOB.

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

2. MECTO JUCHMIIJIMHBI B CTPYKTYPE OIIOII BO
Jucuumimna «/lokymMeHTOBeleHHe H 1eJIONPOU3BOJACTBO B PeXHCCype TeaTpaJiu30BaHHbBIX

npeacTaBJeHuin» BXoauT B coctaB bioka 1 «lucuunianubl (MoayJan) mo sbioopy 2 (AB.2)» u
OTHOCUTCS K 4YacTd, (GOpPMHUPYEMOHl  y4JaCTHHKaMH  OOpa30BaTEIbHBIX  OTHOIICHUH
b1.B./IB.02.01n0 HanpaBiieHNIO OATOTOBKU Pexknccypa Tearpaln30BaHHBIX NPEACTABICHUN U
npa3gHuKoB, Tpodmib: Pexuccep TeaTpalM30BaHHBIX MPEACTABICHUA ¥ IMPa3THUKOB.
HMucnunnuna ««/JlokymMeHTOBeIeHHE H 1eJIONPOU3BOACTBO B PeKHCCype TeaTPAJIu30BAHHBIX
NpeACTABJIeHUIl» H3ydaeTcs B 7 ceMecTpe Oo4Horo otneieHusi, B 10 cemecTtpe 3a04HOrO

OTACIICHUA.

BxoHbIC 3HaHKS, YMEHHUSA M KOMICTCHITUH, HCO6XOI[I/IMI)IC JJI U3YUYCHHUA JAHHOI'O Kypca,

d)ODMI/IDVIOTCH B ITPONECCC U3YUCHHUA TaAKUX NUCIUIIIINH, KaK

OcCHOBBI peXHCCYpbl M MacTepCcTBa aKTepa, HUCTOpUS U TEOpHUs MPA3THUYHON KYJIbTYpHI,
aKTepCKui NMcuUXoTpeHuHr, dusnueckas KyabTypa U CcropT (dy1eKTUBHBIE Kypcbl) CreHu4eckoe
NBUKCHHUE, TIUIACTUKA W IMAHTOMHMA, CIIGHWYeCKas pedb, My3bIKajabHas JpaMaTyprus,
Xopeorpagusi B TeaTpaqu3oBaHHOM mpexacrtaBieHuu, Crenorpadus, ['pum, Cuenapnoe

MacTepcTBO, Pexxnccypa TeaTpain3oBaHHBIX MPECTaBICHUHN U MPa3IHUKOB, METOUKA PabOThI €



HCIIOJIHUTECIIEM W KOJIJICKTUBOM, ITPAKTHUKa Vuebnas: O3HAaKOMMUTCJIbHAsA, ITPaKTUKa YuebOnas:

TBOpUECKas

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

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

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

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

B3aumocBs3e  kypca ¢ apyrumu  gucimmuimHamu  OOIl  crmocoOcTByeT — miiaHoOMepHOMY
(GbopMUPOBAHNUIO HEOOXOTUMBIX KOMIETCHUUH U YriayOJIeHHON TMOATOTOBKE CTYAEHTOB K
PELICHUIO CTIeNHaIbHBIX MPAKTUYECKUX MPO(EeCcCCHOHANBHBIX 3a/1a4.

3. KOMIIETEHIIMH OBYYAIOLIEI'OCs, ®OPMHUPYEMBIE B PE3YJIBTATE
OCBOEHMs JNCHHUIIVIMHBI
[Iporecc ocBOEHMS TUCIMITIIMHBI HAaIlpaBiieH Ha (JOPMUPOBAHUE KOMIIETEHIIHI B COOTBETCTBUU C

dI'OC BO u OIIOIT BO no ganHOMY HamlpaBiIeHUIO MOATOTOBKHU (CHEMaIbHOCTH) Pexxuccypa
TeaTpaJIn30BaHHbIX MPEJICTABICHUM M Mpa3gHUKOB, Npoduib: Pexuccep TeaTpann30BaHHBIX

MIPEACTABJICHHUH U MPa3THUKOB.

Ilepeuenv naanupyemolx pe3yaiomamoe 00yuenus no oucyuniune (Mooyio)

SI3BIKE (aX).

paboTath B KOMaHJIE,
YIPaBIATh KOMaHIOM

Kon U IInanupyemsbie pe3yJbTaTbl 00y4eHMS,
HNuauxkaropsl *
HaumenoBanue . COOTHECeHHbIE c HHIMKATOPaMHU
N KOMIIETEeHI U .
KOMIIETEeHIU AOCTHKEHHUS KOMIIEeTEeHIH
VK-4 Cmocoben VK-4.1 3akiroyaer 3HaTh: OCHOBEI NEJIOBOH
OCYILIECTBIIATh KOHTPAKTBI c KOMMYHHKAaIUH, 0COOEHHOCTH ee
JEJIOBYIO HNOAPSAYNKAMHU c OCYILIECTBIICHUS B YCTHOU Y IUCBMEHHOMN
KOMMYHHMKAIUIO B co0uroIeHEeM dopmMax Ha pyCCKOM U HHOCTPAHHOM

YCTHOU u 3aKOHOJIaTEJIbCTBA B (bIX) s13bIKE (2X). - OCHOBHBIE THIIbI

MMCbMEHHOU obrmacTu  aBTOPCKOTO HOPM COBPEMEHHOTO pyccKoro
dopMax Ha TOC. | TpaBa JTUTEPATypHOTO  S3bIKA; OCOOEHHOCTH
SI3bIKE P® " COBPEMEHHBIX KOMMYHUKaTUBHO-
HHOCTPaHHOM (BIX) | VK-4.2 YwMmeer NMparMaTH4eCKUX TMpaBUJl U ITUKHU

pedeBoro ooIIeHus. - paBHiia EI0BOTO
STUKETA U IPUEMBI COBEPILIEHCTBOBAHMS
roJIOCO-PEYEBOM TEXHUKU. - OCHOBHBIE

VK-4.3 BJIAZIEET MEXAaHU3MBI U
JIEJIOBOM METObI (dbopMupoBaHHUS AMUIDKA
KOMMYHHKAITUEH, JIEJI0BOTO YEJIOBEKA.

coBpemeHHbIMHE digital




MHCTPYMEHTAMHU  JIJIst
KOMaHJIHOW  paboThl

HaJ
cdepe KyabTypbl

MPOCKTaMU B

VK-4.4 - Bnaneet
CHUCTEMOI HOPM
PYCCKOTO JTUTEpaTypHOTO
S3bIKa, POJHOTO S3bIKA U
HOpPMaMU HWHOCTPaHHOTO
(-p1x)  s3pIka  (-OB);
CIOCOOEH JIOTHYECKU U
rpaMMaTu4CcCKu BCPHO
CTPOUTH  YCTHYIO H
MUCBMEHHYIO peyb

YMmern: Ocyl1ecTBIsTh JIETIOBbIE
KOMMYHUKAIUH, B YCTHOU U TUCbMEHHOMN
dbopMax Ha PYCCKOM W HHOCTPAHHOM
(bIX) s3BIKE (aX). - OIICHUBATH CTEIECHb
3 PeKTUBHOCTH OOIIEHUS, OMpPEaAeIss
NPUYMHB KOMMYHHMKATHUBHBIX yAad |
HeyJlay, BBIABIATH U YCTPAHATh
COOCTBEHHBIC PEUYCBBIC ONTUOKH. -

CTPOUTDH BBICTYIUIEHUE B COOTBETCTBHUH C
3aMBICIIOM pE4Yd, CBOOOIHO IepKAThCs
nepen
00paTHYIO CBS3b C HEIO. - AHATM3UPOBATH

ayIUTOpPUEH,  OCYLIECTBIATH

e W 3aJayd Ipolecca OOIICHHUS B

Pa3IUYHBIX CUTYaITUsIX
po¢eCCHOHAIBHON KU3HH.
Baagern: Hasrikamu NEJIOBOH

KOMMYHHUKAIUU B YCTHON U MUCbMEHHOU
dopmMax Ha pyCCKOM U HHOCTPAHHOM

(p1x) s3pIke  (ax); -  cmocobamu
YCTaHOBJICHU KOHTAaKTOB u
MOJICPXKAHUST ~ B3aUMOJICHCTBHUS B

YCIOBHSIX TOJHMKYJIBTYPHOW CPEIIbI;
WHOCTPAaHHBIM(MH)  SI3BIKOM(aMHU)  JIJIst
peanu3aim npodeccuoHaTbHON
NEeSITeIbHOCTH U B

CUTYaIUsX TIOBCETHEBHOTO OOIICHUSI.

[IK-6 CnocoGHOCTh
IJIAaHUPOBATh u
paszpabaThiBaTh
CIIEeHapuu
JOCYTOBBIX
MEpOIPHUATHIA,
OCYILIECTBIISTh
JOKYMEHTAI[MOHHOE
obecrieueHne W HUX
MIPOBECHUSI.

ITK-6.1 - 3HAET
QITOPUTM  CO3JIaHMS
YCIIEUIHBIX IPOEKTOB B
cdepe KyabTypbl
I[IK-6.2 —  ymeer
paboTtath C
JNOKYMEHTalHEn
IIPOEKTOB

[1K-6.3 — xoopauHUpyeT
pabory co BCEMH
cnyx0amMu B paMKax
TBOPYECKO-
IIOCTaHOBOYHOM,
¢uHaHCOBOH,
aIMUHUCTPATUBHOM,
MAapKETUHI OBOU

3HaTb: OCHOBHBIE TOHSTHS TBOPYECKO-
MIPOU3BOJICTBEHHON NesITeIbHOCTH
paObOTHUKOB  YUPEXKIEHUN KYIbTYpBI;
OCHOBHBIE II€NIH, 3a/1a4¥, BUABI, (DOPMBEI,
TEXHOJIOTUHU TBOPYCCKO-
HpOI/ISBO,Z[CTBeHHOI\/'I ACATCIIbHOCTHU

pabOTHUKOB yUPEKIECHUH KYJIbTYpPHI.

YMmeTh: Brinendars IJIaBHOE Hu
BTOPOCTEIICHHOE B TBOPYECKO-
MIPOU3BOCTBEHHOM JIEeITEILHOCTH
pabOTHUKOB  YYPEKICHUU  KYJIbTYPHI;
J1aBaTh OLICHKY CTPYKTYypE u
COJIEP/KAHUIO pa3paboTaHHBIX
TBOPYECKUX MPOEKTOB.

Baagern: Hasrikamu IJTAaHUPOBAHUS

TBOPYECKO- MPOU3BOACTBEHHOMN




ACATCIIbHOCTH

MEpOIPUITHI

NeSITEeIbHOCTH PpPAOOTHUKOB  YUPEKICHUN

npoarocepa MAacCCOBBLIX | KYJIBTYPBI; OLICHOYHBIMH cpeacrBaMu

CTPYKTYpBI U COACpkKaHUs pa3paboTaHHBIX
TBOPYECKUX IIPOEKTOB.

4. CTPYKTYPA U COAEPKXAHUE JUCHUIIVIMHBI (modyna)

4.1 O6vem oucyunaunst (Mo0yns)

O0beM (00mIasi TPyIOEMKOCTh) AUCHUILIMHBL «JlOKyMeHTOBeleHHe W 1eJONPOU3BOJACTBO B
pexkuccype TeaTpaau30BaHHbIX NPeACTaBJIeHMIi» U1 04HOM (opMbI 00yUeHHUs CocTaBiIsAeT 2
3.€., 72 aKaJIeMUYECKUX 4aca, U3 HUX KOHTAaKTHBIX 34 akan.4., CPC — 38 akax.4., HopMbl KOHTpOIIS
3auer. J{ns 3a04uHON popmbl 0OydeHus — 2 3.e., 72 akaAeMHUECKUX Yaca, U3 HUX KOHTAKTHBIX 18
ak.gac., CPC — 50 akaz.4., GopMbl KOHTPOJIS 3a4€T.

4.2. Cmpykmypa oucyuniunsl 013 04HOU Hopmbl 00yUeHUA.

@opMBI  TEKYLIEro

Bupl y4eOHOM paborer*, | KOHTPOJIA
BKITFOYasI caMoCTosTeNbHylo | YCTIEBAEMOCTH (710
pabory CTY/IEHTOB HedenaM cemecmpa)
U TPyIOEeMKOCTh (B wacax)/ ¢ dopma
No Tera/P YKa3aHUCM 3aHATHIA, TIPOBOUMBIX | 1o\ resicyTouHOI
ema/Pa3nen
A B HHTEPAKTHBHBIX (hopMax ATTECTALHH (0
/T |IUCIUIUINHEI
cemecmpam)
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Pazoen I. Cmpykmypa u ucxoouvie noHAmMUA 0€10NPOU3BO0CHEA

1 BBenenue (mpeamer, | 7 | 1
coJiepKaHue, 3a1a4yu
Kypca)

2 [IpakTuueckoe
3a/laHue -
Pa3paboTaTh cxeMmbr:
«/loxyMeHT u ero

2 JenonpounsBoactso, ero | 7 | 2

2 byHKIANY,

3aKOHO/ATEIbHOE u «Knaccuduxanms
HOPMaTHUBHOE MPAaBOBOE JIOKYMEHTOB 10
perynupoBaHue. pU3HAKAM)
Ucrtopus
OTEYECTBEHHOI'O
JIeNTOTIPOU3BOICTBA

3 JlokymeHT, ero|7 |2 2
byHKIHH. Cucrema

JIOKYMEHTAITUH.




Yuudukanus u
CTaHIapTH3AIHS B
JIEJIONIPOU3BOICTBE.
Knaccudukanus
JIOKyMEHTOB

Pazoen II. Tpeoosanus Kk ogpopmaenuto ynpasnenuyeckux 00KymeHmoe
6 meampanbHoll 0esAmenabHOCHmU

4 Oo6mue HOPMBI ul|7 |2 4
npaBuia  ohOpMIICHUS [IpakTnueckoe
JOKYMEHTOB. fI3pIK M 3aJIaHue -
CTWJIb JIEJIOBOTO Odopmiienne
JIOKYMEHTa TEKCTOB JJOKYMEHTOB

5 biranku 1OKyMEHTOB 7 |2 2

6 ®opmynsap fokymeHTau | 7 | 2 2 [IpakTrueckoe

€ro COCTaBHbIC HYaCTH

7 CocraBnenue ul|7 |2 2
odopmiieHre
YIPaBJICHUYECKON
JOKyMEHTaIuu B cdepe
KYJBTYPBI

8 Odopmnenue 7 12 2
OpraHu3aIMOHHO-
[IPaBOBBIX JOKYMEHTOB

3agaHue - 0hOpMUTH
CXEMBbI OCHOBHBIX
o0pa3ioB

9 Odopmiienne 7 |2 2
pacnopsIuTeIbHbIX
JIOKYMEHTOB
YUPEXKICHUS KyIbTYpHI

[IpakTueckoe
3agaHue -
Pazpabotare mpoext
nprKa3a Ha J00YI0
TeMy

10 | Odpopmnenue 7 12 2
nH(pOpMaIMOHHO-
CIIPaBOYHBIX
JIOKYMEHTOB
11 | Henosas u|7 |2 2 [IpakTrueckoe
KOMMepuecKas 3a/1laHue -
IepenuckKa Hanucanue 51
oopmienue
JIEJIOBOTO MHChMA.
12 | Odopmnenue 7 12 2 PaspaboTaTtb 1
JTOKYMCHTOB o odopmMUTb
JUYHOMY COCTaBy nopTd)on Mo.

Pestome, moprdonmo

13 | IloaroroBka ul|7 |2 2
o0cy)XKnuBaHue




COBEILAHMI B
TE€ATPAIBHOMN
NEeSITEIIbBHOCTH
Paznean 111. Opzanuzayua pabomul c 0okymenmamu
14 | Jokymenroobopor wu |7 |2 2 Ilpaxmuueckoe
€ro  opraHuzanus B 3ausmue - COCTaBUTH
YUPEXKJIEHUHU KYIbTYpPbI HOMEHKJIATYpy  JIeT
15 | Perucrpanus 7 |1 2 OpranHsatiui "
0o0pa3ilbl OCHOBHBIX
JIOKYMCHTOB JOKYMEHTOB TUTST
16 | CocraBnenue 7 12 2 nepeaain Ha
HOMEHKJIATypbl JI€Nl U XpaHCHHUC B AapXUB:
MOArOTOBKA dopmy omucu, JIUCT-
JOKYMEHTOB K CHaye B 3aBCPUTCIIb.
apXxuB
17 | Texuuueckue cpeacrtsa, | 7 | 2 2 Odopmuts
HCIIOJIb3YEMBIE B OCHOBHBbIE  00pa3IIbl
JIEJIONPOU3BO/ICTBE. JIOKYMEHTOB
«1C:Tearp» — 310 nH(pOpMaIMOHHO-
MPOrPaMMHBINA MIPOTYKT, MOMCKOBOM CHCTEMBI
MpeaHa3HAYEHHbIN 15
ABTOMATU3AINH
yIpaBICHUS
JESTEIIbHOCTHIO
YUPEXKIEHUS KYJIbTYpPbI
18 | Odopmnenue TpynoBbiX | 7 | 2 2
OTHOILLEHUN B
YUPEXKIECHUSAX KYTbTYPHI
3auem
Jlist 3a09HOM (hOpMBI 00yUEHUS
@opMBI  TEKYLIEro
Bust yue6HOi paboter*, | KOHTPOILA
BKJIIOYAst CaMOCTOATENb YO | YCTIEBACMOCTH (no
No Tema/Passien paboty CTYIEHTOB HeoelsaM cemecmpa)
/M |HCIHTITHHET U TPYAOEMKOCTh (B dacax)/ c dopma
N YKa3aHUEM 3aHSATHH, IPOBOMUMBIX | moovresiyToumOf
§ B MHTEPAKTUBHBIX (popmax aTTecTaIMN (no
z cemecmpam)
O
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Pazoen 1. Cmpykmypa u ucxoouvie noHAmMUA 0€10NPOU3BO0CHEA
1 BBenenue (mpeamer, | 10 | 1 2 [IpakTueckoe
collepkaHue,  3aJauu 3a/IaHUE -
Kypca) Pa3paboTaTh cxeMmbr:
«/loxyMeHT u ero
2 HenonpousBoactso, ero | 10 | 2 2 yHKIHI,
3aKOHOJIaTEeILHOE u «Knaccuduxamms
HOPMAaTHBHOE MPAaBOBOE JIOKYMEHTOB TI0
peryinpoBaHue. IIpU3HaKaM»
Ucrtopus
OTEUYECTBEHHOTO
JIEIIONIPOU3BOICTBA
3 JlokymeHT, ero | 10 | 2 4
byHKUIMN. Cucrema
JIOKYMEHTAIUH.
Yaudukamms u
CTaHapTH3AIUS B
JIETIOTIPON3BO/ICTBE.
Knaccudukamms
JIOKyMEHTOB
Pazoen I1. Tpebosanusn K oghopmaenuio ynpasnenueckux 00KymMeHmaoe
6 meampaibHOUl OeaAmenbHOCHmuU
4 OO0mue HOPMBI ullo|l 4
[IpakTnueckoe
npaBuia  odopMieHUs
3aJlaHne -
JOKYMEHTOB. fI3bIK U
Odopmnenue
CTHJTb JIEIIOBOTO
TEKCTOB JJOKYMEHTOB
JIOKyMEHTa
5 biianku 10KyMeHTOB 10| 1 2
6 Qopmynsp gokymenta | 10 | 1 2 [IpakTueckoe

n €10 COCTaBHLIC HaCTH

7 CocraBnenue u|lo|! 2
oopmienue
YIIPABJIIEHYECKOU
JOKyMEHTAIuu B cdepe
KYJIBTYPBI

8 Odopmnenue 10 | 1 2
OpTraHU3aIMOHHO-
MPaBOBBIX IOKYyMEHTOB

3aanue - 0o(hOPMHUTH
CXeMBI ~ OCHOBHBIX
o0pa3ioB




yIpaBiIeHUS

9 Odopmiienue 10 | 1 [IpakTnueckoe
pacnopsaAuTeNbHBIX 3a/1aHue -
JIOKyMEHTOB Pa3zpaborare mpoekt
YUPEXKIEHUS KYJIbTYpPbI npruKaza Ha o0y

TeMy

10 | Odpopmnenue 10 | 1
nH(pOpMaIMOHHO-
CIIPaBOYHBIX
JIOKyMEHTOB

11 | Henosas u|lo| ! [IpakTrueckoe
KOMMepuecKas 3a/1aHue -
TepenucKa Hanucanue

oopmienue
JIEJIOBOTO MHChMA.

12 | Odopmnenue 10| 1 PaspabotaTtb 1
JOKYMCEHTOB 10 odopmuUTb
JUYHOMY COCTaBYy noptdonano.

Pestome, moptdonmo

13 | IlogroroBka ul|lo)|l
o0cy>)KnBaHUe
COBEIIaHNHI B
TeaTpAIbHOMN
JESITEIIbHOCTH
Pasznea III. Opeanuzauua pabomel ¢ 0oKymenmamu

14 | Hoxkymentoobopor wu | 10 | I Ilpakmuueckoe
€ro opraHuzauus B 3auamue - COCTaBUTD
YUPEXKIIEHUU KYIbTYpPhI HOMEHKJIATypy  JeJl

OpraHu3aluu u

15 | Perucrpanus 10 | 1

00pasibl  OCHOBHBIX
JIOKYMEHTOB JIOKYMEHTOB TUISE

16 | CocraBicHue 10 | 1 nepenadn Ha
HOMEHKJIATypbl 1€l U XpaHCHUC B apXHB.
MOJITOTOBKA dopmy ormucu, JIUCT-
JIOKYMEHTOB K CJade B 3aBCPUTCIIb.
apXuB

17 | Texunueckue cpeacrsa, | 10 | 1 Odopmutsb
UCIIONIb3YEMBIC B OCHOBHBIE  00pasIbl
JIETIONPOU3BO/ICTBE. JIOKyMEHTOB
«1C:Tearp» — 310 nH(pOpMaIMOHHO-
POrPaMMHBIH MOWCKOBOUN CHCTEMBI
MPOIYKT,

MpeaHa3HAYEHHbIN 15
aBTOMAaTH3AINH




JeATETbHOCTBIO
YUPEXKIEHUS KYJIbTYpPbI

18 | Odpopmnenue 10 | 1 2
TPYJOBBIX OTHOIIICHUH B
YUPSKICHUIX
KYJBTYPbI
3auem 10 4

4.3. Cooeporcanue pazoenos Oucyuniunbl

Paznen I. Cmpykmypa u ucxoounvie nonamus 0ei10onpou3eoocmea

Tema 1. BBenenue

OOBeKT, mpeaMeT, LeNIU U 33a4H, Hay4Has U MPaKTHYeCcKasi HalPaBJICHHOCTD ANCIUILTHHEI,
€e poJib B JIEATEIILHOCTH YUPEXKACHUH KyJIbTYpBhl; BUIbl YU€OHBIX 3aHATUH; PEKOMEHAALUU IO
CaMOCTOSITENIbHON paboTe, KOHTPOJIb OCBOCHMSI JUCLIUILIUHBL.

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

JlokyMeHT Kak oOOBeKT H3y4eHHs] JAOKYMEHTOBEIEHHUS U JeJONnpou3BOjCTBa. Poib
JIOKYMEHTa B KU3HHU 4elloBeKka U obOmiecTBa. CTaHOBIEHUE U Pa3BUTHE JTOKYMEHTOBEACHHS Kak
HAyYHOW JHCUUIUIMHBL. B3auMOCBSA3b JOKYMEHTOBENEHHUS C JPYIHMMH YIPaBICHYECKUMU
TUCIUIUIMHAMU. PONb JOKYMEHTOBENEHHUST B COBEPIICHCTBOBAHMH TIPOIIECCOB YIIPABICHHUS.
HeoOxoaumocTh perynnpoBaHus poiiecca J0KyMEHTOBEICHUS.

HopmatuBHo-nipaBoBasi 6a3a menmonpousBoacTBa. denepanbHbiii 3aKk0H «O0 uHbOpMaIuy,
uH(popMaTuzauud U 3ammre uHbopManum». ['ocyaapcTBeHHas cucTeMa JOKYMEHTAlMOHHOTO
obecrieuenus ympasienus (I'CHAOVY). Enunas rocymapcTBeHHas CHUCTEMa JECIONPOM3BOJICTBA
(ET'CJl). CoBpemeHHBIE TOCYIAapCTBEHHBIC CTaHIAPTHl, YCTAaHABIMBAIOIIME TPEOOBaHUS K
opopmiienuro gokymeHToB ['ocymapctBennblii cranmapT (I'OCT). «Cuctema cTaHgapTOB IO
uHpopmaruy, OMOIMOTEYHOMY M HM3/IaTEeILCKOMY JAely. YTpaBieHHe nokymMeHTtamu. OOmue
tpeboBanus. OCT P UCO 15489-1-2007». 'OCT P 6.30-2003 «YHudummupoBaHHbIe CUCTEMBI
JTOKyMeHTaIuu. TpeboBaHust K 0pOpMIIEHUIO TOKYMEHTOBY. OOMIEpOCCUCKUN KiTacCu(PUKaTop
ynpasieHueckoit fokymenrtanuu (OKY Jl). Yaudukanus u crangapTH3amms B 1€10IPOU3BOJICTBE.

HcTtopus OTEYECTBEHHOTO JeNONpOu3BOACTBA. Jlenonpou3BoaAcTBO JpeBHEPYCCKOTo
rocynapctBa (X-XI, XI-XIV BB.). Jlemonpous3BoACTBO TOpeBOIIOIIMOHHON Poccuu:

I aran (XVI-XVII BB.) — npuka3Hoe AeTONPOU3BOJICTBO;

II aram (XVIII B.) — KOMIIJIEKCHOE ACIOMPOU3BOICTBO;

III stan (XIX-#agano XX B.) — MUHHUCTEPCKOE JEIOMPOU3BOJICTBO.
CoBpeMeHHOE IeTIONPOU3BOICTBO U €T0 MPOOIEMBI.
Ilpakmuueckoe 3anamue

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




Tema 3. JlokyMeHT, ero pynknun. CucremMa J0KyMeHTallUM. Y HUPUKAHA 1
cranaaprusanus. Knaccudgukanusa 10KyMeHTOB

[Tonsitust «uHbOpManusa» U «JOKyMeHT». CBs3b MHGOpManuu U AokymMeHTa. DakTopsl,
BIIMSIOLIME HAa HHPOPMAIIMOHHYIO IEHHOCTh JOKYMEHTOB. 3aBUCUMOCTh IIEHHOCTH MH(OpMaLuu
OT TOJIHOTBI, 0OBEKTUBHOCTHU, JOCTOBEPHOCTH, CBOEBPEMEHHOCTH IE€peiayyl U MOITyIEHHUS.

OyHkuuu fokymMeHTa. MTHpopmannonHas QyHKIMS JOKyMEHTa KaK CPEJICTBO 3aleyaTiIeHHs]
U coxpaHeHus wuHpopmauuu. CoumanbHas ¢GyHKUUS AoKyMmMeHTa. KynbrypHas ¢yHKuus
nokymeHta. KommyHukaTuBHas (yHKIMsS AOKYMEHTa KaK CPEICTBO Iepenadynd HH(OpMaruu.
VYnpaBieHuyeckass pyHKUUS U €€ 3HAUCHHE B OpraHM3aluu yrpasieHus. [IpaBoBas (yHKIHS.
OyHKIUSA TOKyMEHTa KaK MCTOPUYECKOT0 UCTOYHMKA.

[lonartue «cucrema jgokymeHTauumy». Kraccudukanmss cucreM — JTOKyMEHTALUU.
OyHKIMOHANBHBIE CHUCTEMBl JOKyMeHTanuu. OrtpacieBble M BEAOMCTBEHHBIE CHCTEMBI
nokymenrtaiuu. [loHatue «yHuuUIUpOBaHHAs cHCTeMa JIOKyMeHTauum». Pa3zpaboTka
YHU(DUIUPOBAHHBIX CUCTEM JOKYMEHTAllMM - HOBBIM 3Tal B YHU(HUKALMK U CTaHIApTU3ALIH
JOKYMEHTOB. XapaKTePUCTUKA YHU(UITUPOBAHHBIX CHCTEM JIOKyMEHTAIINH.

Knaccugukanus nokymMeHTOB. JIOKyMEHTBI 1O BHJAM JAEATEIBHOCTU: OpraHU3allMOHHO-
pacnopsauTenbHble, MO (UHAHCOBO-PACUETHBIM ONEpaIUsiM, IO CHAa0XXEHUI0 U  COBITY.
OpraHu3alMOHHO-pacoOPAIUTEIbHbIE JOKYMEHTBI: OPraHW3aLMOHHBIEC, PACIOpPSIUTENbHbIE U
crpaBoYHO-UH(pOpMaLnOHHbIE. CBSA3b BUIOB JOKYMEHTOB U (DYHKILUH yrpaBieHus. 3aBUCUMOCTh
(opMBI TOKyMEHTa OT €ro BUAA.

Hcnonp3oBaHue 3JEKTPOHHO-BBIYUCIUTENFHOW M JAPYrod TEXHMKH TIpu pabote cC
JOKYMEHTaMH U Ul NOCIETYIOIUX apXUBHO-CTATUCTUUECKUX UCCIIEI0BaHUM.

Paznen 11. Tpebosanusa k oghopmaenuto opzanu3zayuoHHo-ynpasieH4ecKux 00KyMeHmog 6
yUpeKTeHUsIX KyJIbTYPbI

Tema 1. O0mue HOpMBI M NMpaBWiIa 0QOPMJICHUS] TOKYMEHTOB. SI3bIK M CTWIb 1€J0BOI0
AOKYMEHTA

Pasmepsr Oymaru, mnpumeHsiemMble B JCTONMPOM3BOACTBE. Pa3Mepsl Tmosiel 1e10BBIX
nokyMmeHTOB. Hymepanus ctpanuil B nokymente. CrocoObl opopmiieHHs JaT B JOKYMEHTaX.
CoxkpalieHrue CJIOB M CIOBOCOYETaHM B TeKcTax MOKyMeHTOB. OdopmiieHHe B JTOKyMEHTax
HanucaHus yucell. Hamucanue B qokyMeHTax (usndeckux BenuyuH. Hammcanue B JOKyMEHTax
MareMatrueckux Gopmyi. OdopmieHue TabauIl U BEIBOIOB.

SI3bIK M cTHIB JenoBoro AokymeHTa. OdopmiieHHe TEKCTOB JOKYMEHTOB B aHKETHOW M
TpadapeTHbIX Gopmax.

Hpakmuqeacoe 3aHamue

a) COKpaTI/ITB B IIPCIJIOKCHHBIX BapHaHTax CJIOBA U CJIOBOCOUCTAHUS, YaACTO BCTPCUACMBIC B
TEKCTaxX JOKYMCHTOB.

Bapuanr 1 Bapuanrt 2
TO €CTh JIEpPEeBHS
M TaK Jajiee YKEJIE3HOAOPOKHBIN
1 TOMY MoJj00HOe CEJILCKOX035IMCTBEHHBIN




u apyrue 3aBOJI

U IIpoune TaK KaKk

ryiaBa Harpumep
MTYHKT XapaKTEepUCTUKA
MOAMYHKT UMEHHU

MTYHKTBI UHCTUTYT
PUCYHOK MUJUTHAP T
pazznen MUJUTHOH
CMOTpHUTE ThICSYA
WJUTIOCTpaus pyOIB

KHUTa KBapTal
o0racTb 4acThb

panon riaBa

ropon CTpaHuLa

ceno METp
MUJUTUMETP CaHTUMETP

qac TaKuM 00pa3zoM
MHHYTa TaK Ha3bIBA€MbII
aKaJIeMHUK TEKYILEro roja
AOKTOp JIOLICHT
npodeccop KaHIUIaT SKOHOMUYECKHUX HAYK
CTapIIN{ MPEnoaaBaTeb CeKyHJa
3aBEIYIOIIHI rpamm

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

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

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

Tema 2. bjiaHKH T0KYMEHTOB

[onsarue «6naHk nokymenTay. Bunpl 6iiankoB. @opmarsl 61ankoB. CoctaB OnaHKa,
TIOPSIIOK PACHOJIOKEHHS PEKBU3UTOB B OJ1aHKe. BlIaHKM ¢ yriIOBBIM M IEHTPUPOBAHHBIM
(TPOZIOIABHBIM) PACTIONOKEHUEM PEKBU3UTOB. biiaHku ¢ n300pakeHueM rocy1apCTBEHHOTO
repOa u repOa cyorekToB Poccuiickoit @enepanun. TpeOoBaHMS K U3TOTOBICHHUIO OJIAHKOB.



[Mopsimox aapecoBanus U JaTHPOBaHUS OJaHKOB. OTINYHE OTEUECTBEHHOTO U
MEXIYHAPOJAHOTO CTHJIS.

HpaKm uueckKoe 3anamue

OdopmMuTh CXeMbI OCHOBHBIX 00pa311oB (00mIuii OJaHK, OJIaHK MUChMa, OJJAaHK KOHKPETHOTO
JIOKYMEHTA)

®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 10OKYMEHTA U €ro COCTABHbIE YACTH

dopmysip-oopazen; — yHudunupoBannas dopma aokymeHTta. OCHOBHBIE TpeOOBaHUS K
MOCTPOCHUIO POPMYISIPOB-00pa3IIOB.

[Tonsitue «pexkBu3nuT». COCTaB M pacHooKEHNUE PEKBU3UTOB.

CripaBouHble JaHHbIE 00 aBTOpE JOKYMEHTA, UX COCTaB U pa3MeIlICHUE.

VYkazaHue Bua JOKyMEHTa, €r0 MECTO U Ha3HadeHHe B (popMysipe JOKYMEHTa.

OcobeHHOCTH apecoBaHus JTOKyMeHTOB. OTpaxkeHue cdepsl AeicTBUS JOKYMEHTA B €ro
aapecare. [lopsaok opopmiieHns ToKyMeHTa ¢ HECKOJIbKUMHU aapecaTamu. [lopsaok opopmiienus
IIOYTOBOTO ajpeca.

Jata moxymeHTa. 3HaueHHE NAaTUPOBaHUS TOKyMmMeHTa. JlaThl 0OpabOTKH TOKYMEHTOB.
[opsimok opopmieHus ar.

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

[Tewatn, nx HasHaueHue. Bunpl nevareid. ['ocynapcTBeHHas u repooBas nedatb. [lopsimok
MPOCTABJICHUS TIEYAaTH HA JOKYMEHTAaX.

YTBepxkaenue 1okyMeHToB. CocTaB rpuda yTBepKAeHHUs], OPsI0K ero ohopmIIeHus, MECTO
B opMyJIsipe TOKyMEHTA.

CormnacoBanne nqokymenTa. [Topsgok u Bumbl corsacoBanus. Busbl u rpud cormacoBanus,
ux opopmieHre, MecTo B GopMyJIsipe TOKyMEHTA.

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

TpeboBaHMs K TEKCTaM TOKyMEHTOB. [1ops10K n30XKeHHs TeKCTa JoKyMeHTa. TpeboBaHus
YEeTKOCTH U SICHOCTH TeKcTa JAoKyMeHTa. Jlormueckas cTpykTypa TekcTa. B3aumocBs3b
coJiepKaHus U POPMBI TOKYMEHTA. 3ar0JIOBOK K TEKCTY - 0003HaYEHHE TEMbI JOKYMEHTA.

[Tpunoxxenus K TEKCTy W mopsaaok ux odopmierus. OdopmiaeHue TabiuIl, CXeM, aHKET,
Jrarpamm, rpaukos.

HpaKm uueckKoe 3anamue

[Tonck ommOOK B OGOPMICHWM MPEACTABICHHBIX IPENOJaBaTEIEeM JIOKYMEHTOB.
Jlo6aBiieHne HemocTarommMx pekBU3UTOB. OhopMHUTE 00pa3ibl TOKYMEHTOB C YKa3aHWEM B HUX
PEKBU3UTOB U TPUQOB.

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

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




Tema 4. CocTaBienue u opopmiieHHe YIIPABJIeHYECKOH JOKYMEHTAIlUH B TeaTpe

dopmar AeT0BBIX TOKYMEHTOB. SI3bIK M CTHJIb JIEJIOBOTO JOKYMEHTA. DTaIlbl MOJATOTOBKH
Pa3IMYHBIX BUAOB JOKYMEHTOB. [o/UTMHHNK, KONHS ¥ JyOauKaT JOKyMeHTa. THITHYHbIe OIMOKN
IIPY COCTaBIICHUH (ppa3 v MpeIoKeHUH CIy)KeOHBIX TOKYMEHTOB.

Knaccudukanus opraHuzaiioHHO-pacnopsanTebHbIX 1okyMeHToB (OP/]) Teatpa. CocraB
pexBuzutoB OPJI. Cxembl pacnionoxenus: pekBu3utoB OPJ[ OcobGeHHOCTH MPOEKTUPOBAHUS U
0o(opMIIEHH OCHOBHBIX BUJIOB OPTaHU3aLMOHHO-PACIOPSAUTENIBHBIX TOKYMEHTOB.

Tema 5. OopmieHne OpraHM3anMOHHO-NIPABOBLIX IOKYMEHTOB B TeaTpe

IlonsTHe, BUABI U HAa3HAYEHUE OPraHU3ALMOHHO-IIPABOBBLIX JOKYMEHTOB B YYPEKIACHUAX
KYJIbTYpbl. YUpEAUTEIbHBIE JOOKYMEHTBHL. YUpEAUTENIbHBIA J0roBop. Ycras. IlomoxeHue.
CrpykTypa u mratHas yucieHHocTb. llItaTHOe pacniucanue. IIpaBuna BHYTpEHHETO TPYZAOBOIO
pactiopsinka  tearpa. llomoxkeHune O CTpyKTypHOM  mnozpasaeieHuu.  HMHcTpykuuun
OpraHU3alMOHHO-METOANYECKOr0  Ha3HAaueHWs. JIOJDKHOCTHAs  MHCTPYKUHUsA:  IOHSTHE,
coaepxkanue, pazpadborka. OpopmiieHHE MIaHOBO-OTYETHOM JOKYMEHTAIMH: TIAHBI, TIPOTPAMMBI,
OTYETBHI.

Ilpakmuueckoe 3anamue
Pa3zpaboTaTs mpoekT ycraBa (IOI0KEHUS )

Pazpabotars 1 0OPMHUTH JOIKHOCTHYIO HHCTPYKIIHIO

dopMa BEITTOJTHEHHUS K 3aJIaHHIO: IMPOCKTHI PA3JIMYHBIX BUAOB JOKYMCHTOB.

TpeOoBaHusi K BBHIIOJHEHHWIO: COOTBETCTBHE METOIMKE WM MpaBHIIaM, H3JIOKCHHBIM Ha
AyIUTOPHBIX U MPAKTUYECKUX 3aHATUSAX WM B auteparype. Ilpueemcmeyemca meopueckuil
UHOUBUOYAILHBLIL NOOXO00 K 8bINOJIHEHUIO 3A0AHUIL.

Tema 6. OpopMieHue pacnopsaAUTeNbHBIX JOKYMEHTOB

[lonsiTvie, BHABI M Ha3HAUEHHE pPACIOPSAUTEIbHBIX JOKYMEHTOB Tearpa. llopsiiok
pa3paboTKU PACMOPSIUTENBHBIX JOKYMEHTOB B YCIOBHSX €AMHOIMYHOTO MPHUHSITHUS PEIICHUH.
[Topsimox pa3paboTKH pacHoOpsSAUTENbHBIX JOKYMEHTOB B YCIOBHSIX KOJUIETHMAIbHOTO MPUHSATHUS
pemenuii. Odpopmienue nocranorieHuil. [loarotroBka u odopmiaeHue npukasa 1Mo OCHOBHOM
nesitenbHOCTH Teatpa. Odopmiienne pacnopspkenuit. Odopmnenune ykazanusa. OdopmieHue
peuenus.

HpaKm uueckKoe 3anamue

PazpaGoraTte mpoekr mnpukaza Ha OO0y TeMy (O TOATOTOBKE K CIIEKTaKIo, 00
YTBEPXKACHUH penepTyapa, 0 IPEeMUPOBAHUH UM 0J1aro1apHOCTH, O IPOBEICHUH KOHKYPCA).

Pazpabotats pacniopspkeHue Ha JII00yIo TeMy (HalpuMep, 0 IPOBEACHUN MEPOIPUSTH).

Pazpabotars ykazanue Ha 100y10 TeMy (HalpuMep, 0 MEPONIPUATHIX 110 pa3padoTKe MIaHa
Pa3BUTHS YUIPEKACHHUS KyJIbTYPhI Ha IEPCIEKTUBY).

dopMa BEITTOTHEHHUS K 3aJIAHHIO: IMPOCKTHI PA3JIMYHBIX BUAOB JOKYMCHTOB.




TpeOoBaHus K BBINOJHEHUIO: COOTBETCTBHE METOJUKE M IpaBHJIaM, H3J0KEHHBIM Ha
AyIUTOPHBIX U MPAKTHUYECKUX 3aHATUSAX WM B auteparype. Ilpueemcmeyemca meopueckuil
UHOUBUOYAILHBLIL NOOXO00 K 8bINOJIHEHUIO 3A0AHUIL.

Tema 7. Opopmiaenne nHPOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB

[Tonatue, BUIBI M Ha3HAUY€HUE HH(POPMAITMOHHO-CIPABOYHBIX JTOKYMEHTOB B TeaTpe.
HopmartuBHble TpeOGoBaHUS K cocTaBieHUIO U odopmiieHuio akta. OdopmieHue MmpoToKoia.
Odopmiienne TOKIAAHOM, CIyK€OHOM M 0OBACHUTEIHHON 3amucok. OdopmileHHE Tellerpamm,
tenedoHOTpamMM, Tenekca, dpakca. Ogopmienue aduiil, TporpaMMoK, OHIIETOB.

Ilpakmuueckoe 3anamue
Pa3zpaboraTh akT 0 ciucaHUM MaTepUaTbHBIX IIEHHOCTEH.
Hanwucats cipaBky /Uit HoATBep K IeHUS (pakTa pabOThI COTPYAHUKA TeaTpa.

Hammcarp nokmanHyio ¥ OOBSICHHTENBHYIO 3allMUCKy JIFOOOT0 XapakTepa (Hampumep, O
pa3zpaboTke OM3HEC-TIIaHa).

CocTaBUTh MPOTrpaMKy U TeaTpaibHYIO a(UITy CIIEKTAKIIA.

Tema 8. /le1oBasi 1 KOMMepUYecKasi epPenucKa B yUpEKICHUH KYJIbTypPbl

PexBusutel nucpma. bnank nuceMa. Yactu AE€nOBOro mucbMa M HMX PaCIOIOKECHUE.
OcobeHHoCTH yKa3zaHHs aapeca, 0003HaueHus aat u T.4. [locTpoeHne TekcTa JemoBOoro muchMa.
SI3BIK ¥ CTUJIb JIETOBBIX MUCEM. DTUKET B JIEIOBOM MEPETIHCKE.

CrangaptHele ¢pa3bl U BBIPAKEHHUS, HCIIOJIb3yeMble B JEJIOBBIX MNHCbMax. THIOBBIE
BBIpaXCHHS 0JaroJapHOCTH, U3BUHEHUSI, COXKAIICHUS, OKOHYAHUS TTHChMA.

HaumenoBanue u ajpec momyyarens. BeTynurenbHoe oOpalieHHE M 3aKIIOUHTENbHAsS
(opMa BEeXKIJIMBOCTH B MMUCbMax. YKa3zaHHe Ha obuiee cojepkanue nucbma. Iloctckpuntym.

Knaccudukanms aenoBeix nucem B Tearpe (MHGOpMaAIMOHHBIE, MUCHhMa-TIPOCHOBI, MTUChMa-
OTKa3bl, CONPOBOJHUTEIbHBIC, MOITBEPKJACHUS, HAIIOMUHAHWS, W3BEUICHUS, IPUTIIAIICHHS,
MI03/IpaBIICHUS], IUPKYISIPHBIC, TapaHTUIHBIE, KOMMepYecKre). BHUIbI muceM B 3aBUCHMOCTH OT
COACPIKaHNA U HA3HAYCHUA: UHUIIUATUBHBIC U OTBCTHBIC.

TunoBsle (GOpMBI U TOJIE3HBIE BBIPAKEHUS, HEOOXOIMMBIE IPH COCTABJICHUHU IHChMa
3apybOexHoMmy mapTHepy. CoOKpaleHusi, 4acTO BCTPEUAIONIecsi B KOMMEPYECKUX MMHUChMax.
Opdorpadudeckue 1 MyHKTyalIMOHHBIE OCOOEHHOCTH JICJIOBOTO MTHUChMA.

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

Ocobennoctu oopMIICHHUsI TPUTJIAIICHUS Ha MpPE3CHTAIMIo, Ha OaHKeT, Ha 1oOuie u
no3apasiaeHust. OcoOeHHOCTH 0OPMIICHHUS MTEPEMUCKH C 3apYOSKHBIMH ITapTHEPaAMHU.

bnaronapcrBennsle nucbMa. ['paMoThl yuacTus B (peCTUBAIAX, KOHKYPCaX.

[Ipecc-penn3 kak pa3HOBUIHOCTH JEJIOBOM mepenucku. TpeboBaHusS K O(OPMIICHUIO
KOHBEPTOB.



HpaKmulleCKOB 3anamue

Hanucanue u odopmnenne aenooro nuchbma. CocTaBieHHUE HEKOTOPHIX BHUJIOB JIEITOBBIX
MHUCEM HA 3aJaHHYIO TEMY.

Pa3paboTaTe MpOEKT AeN0BOr0 HHChMa Ha JIIOOYIO TeMy: HpUIJIAlIeHHEe Ha CIIEKTaKIb,
3ampoc, peKiIaManys, MpeUIoKeHne, M3BEIICHNE, MM03/IpaBIeHNe, PeKIaMHOe, 0JIaroIapHoCTb,
rpamora (ecTuBaII-KOHKYpca, HHPOPMALIMOHHOE, TAPAaHTUIHHOE U T.1.

@®opma BHIIOJHESHHUS K 3aJaHHIO: IMPOCKT ACTIOBOI'O IMUChbMa.

TpeOGoBaHus K BBIMOIHEHUIO: TEKCT MMChMa JIOJIKEH BKIIIOUATh TPH CTPYKTYPHBIX 3JIEMEHTA:
BBOJHYIO YacTh, H3JIaralollyl0 MOBOJ J[UId HalHUCaHUs [HMChbMA; JOKAa3aTENbHYIO 4YacTb,
OPUBOJAIIYIO OBOJBI, CCHUIKM Ha HOPMAaTHUBHBIE JOKYMEHTHI; 3aKJIIOYUTENbHYIO 4YacTh, B
KOTOpOM M3naraercsi nmpoch0a, coriacue, orka3z u mp. TeKCcT IoIKeH colepKaTh JAOCTATOYHO
000CHOBaHHbIE APTyMEHTHl M MOJHYI0 HH(OpPMAaILHIO, MO3BOJSIOUIYI0 MPUHATH pElIEHUE 0
MNOJHATOMY B MHUCbMe Bompocy. JlomkHa OBITh YETKOCTb, SICHOCTb, KPATKOCTh H3JIOKECHHUS,
JIOTUYHOCTh, JAOCTYIMHOCTh i Bocmpustus. Odopmisiercs NHCbMO B COOTBETCTBHHM C
TpeOOBaHUSMU roCyAapCTBEHHBIX CTaH/IapTOB. Ilpusemcmeyemcsn meopuecKuil
UHOUBUOYAILHBLIL NOOX00 K 8bINOJIHEHUIO 3A0AHUL.

Tema 9. OpopmieHre JOKYMEHTOB 110 JIMYHOMY COCTaBY

Knaccudukanuss AOKYMEHTOB MO JUYHOMY COCTaBy. 3asBieHHe. ABTOOHOrpadwusi.
Xapakrepuctuka. PexomenaartenbHoe mucbMo. AHkera. OdopmiieHHe TPYAOBOTO IOTOBOpA.
CocraBnenue pestome. Iloprdonmo. CobGecenoBanue. OdopmieHue MNpUKa3oB O TIPHUEME,
YBOJILHEHUH, TEPEeBOJE, OTIYCKE, MOOUIPEHUU COTPYIHUKOB. OdopmiieHHEe JHUYHOTO [ena.
Jlvgnpnidc  ucTOoK MO ydery KaapoB. OdopmiieHHMe W BeACHUE TPYAOBOM  KHIIKKH.
JlokymeHTHpOBaHUE CIY)eOHOU KoMaHAUPOBKH. OdopMieHue TPyAOBBIX MPABOOTHOIICHUH C
COTPYAHHUKAMU.

HpaKm uueckKoe 3anamue

Hanmwmcate 3asiBieHuss o mnpuemMe Ha paboOTy, XapaKTEPUCTHKH, PACIHCKH, pE3IOME,
JIOBEPCHHOCTH U T.]I.

Pazpaborats pe3tome miist ycTpoiicTBa Ha paboTy.
Pazpaborate n oopmMuth mopThomo.

Hanmcatpe XapakTepuCcTUKY Ha JIF0OOTO U3 CTYACHTOB I'PYIIIIHI.

Tema 10. ITonroroBka u 00c/ayKHBAHHE COBEIIAHMI B YUPEKICHUN KYIbTYPBI

JIOKyMEHTBI, CO3/1aBaeMbI€ B ITpoLiecce MOATOTOBKY coBerlanus. [lonroroBka BICTYIUICHUS
pykoBoauTens.  OpraHuzamusi  JETOBBIX  meperoBopoB.  OOcnmyXWBaHWE  COBEIIaHUH,
KoH(pepeHmid. OpraHuzanusi JAENOBBIX NeperoBopoB. lloaroroBka KoMaHIUpPOBOK. OCHOBBI
IIOATOTOBKH U IIPOBEACHUA Npe3eHTalui. [[pUHIUIIBI KOHTPOJIS TOPYYEHUN PYKOBOAUTEIIS IIOCIIE
COBEIIaHUM.



HpakmuueCKoe 3anamue
CocTaBuTh IJIaH MOATOTOBKH K COBEILIAHUIO.

PazpaboTare MpOEKT MPOTOKOJIA 3acCeIaHUsl.

Paznean 111. Opzanuzayua pabomul c 0okymenmamu
Tema 1. /IoKyMeHTO00OPOT U €ro OPraHU3alMA B YUPEKIECHUU KYJIbTYpHI

[Tonatue «1oKymMeHTO000pOT». IlOpAAOK TPOXOXKICHHUS W HCHOJIHEHUS HCXOJIIeH
JOKYMEHTAILUN ¢ MOMEHTA ee Noyy4eHus. [1opsanok npoxoKaeHus U UCIIOIIHEHUS ITOCTYIAIOIIEH
KOppeCIoHIeHIINM (BXoasel fokyMeHTaun). OCHOBHBIE (PYHKIMHU U 337aul MOApa3eIeHHHA
CIIy’KOBI JIeNOTIpOn3BOACTBA. Ponb cekperapss B CTPYKTYpE YIpaBJICHUS JEIONPOU3BOIACTBOM.
WuCcTpykuus 10 JOKYMEHTUPOBAHHIO YIpPaBICHUYECKOW JedATenbHOCTH. Tabenb  ¢opm
JIOKYMEHTOB, [IPUMEHSIEMBIX B OPTaHU3ALUN.

Oo6mue nonoxxenus, crpykrypa JOVY, 3amaun, GyHKIMM JOHKHOCTEH, YHCICHHBINA COCTaB
HoxymenTtonotoku. [loctymienune nokyMmeHToB. [IpenBapurenbHoe pacCMOTpEHHE TOKYMEHTOB.
CornacoBaHue U MOANUCAHUE JOKYMEHTOB. KOHTpOIb 3a CpoKaMu HCHOJIHEHHS JTOKYMEHTOB.
OtnpaBka [OKyMEHTOB. IIpoekTupoBaHHWE palMOHAILHON CHCTEMBI JOKYMEHTOOOOpOTA.
[TpoGnemMbI cOBEpIIEHCTBOBAHUSI IOKYMEHTOO00POTA.

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

HpakmutteCKoe 3anamue

OdopMuUTh oreporpaMMbl IBIKEHUS M 00paOOTKHU BXOJISIINX, UCXOA[IIUX U BHYTPECHHHUX
JIOKYMEHTOB TeaTpa.

Tema 2. PerucTpanusi 10KyMeHTOB

3HayeHWe W 3aJaydl PErucTpauud JOoKyMeHToB. OOmye mnpaBuia perucTpanud |
MHJCKCUPOBAaHUS JOKYMEHTOB. DOpMBI pPETUCTpallUd JOKYMEHTOB. ABTOMATU3UPOBAaHHBIE
cucteMbl Pabota ucnonnuteneii ¢ qokymentamu. OpraHuzanus HHQOPMAIMOHHO-CIIPABOYHOM
pabotbl. CripaBouyHasi kapToTeka. IIopsiiok CHATUS U BBIAAYU KOMUN C TOKyMEHTOB. KOHTpOJIb
HCIIOJIHEHUS TOKYMEHTOB. @opMbI KOHTpOIsl. CpOKOBask KapTOTEKA.

IlIpakmuueckoe 3anamue
CocTaBuTh )KypHaJIbl PETUCTPALIUN BXOJAIIECH U UCXOIAIIECH TOKYMEHTAIIUH.

@PopMa BBIOIHEHUS K 3aJaHUIO: KYPHAJI PErUCTPALMHU BXOAAIIEH JOKYMEHTALUHU, KypHa
perucTpanyy HCXOIAIIeH JOKyMEHTAlUH.

TDG6OBaHI/I${ K BBIIMOJJTHCHHUIO: COOTBETCTBHUC MCTOJUKE H IIpaBHJIaM, H3JI0KCHHBIM Ha
AYAUTOPHBIX U MPAKTUYCCKUX 3aHATUAX.

Tema 3. CocTaBjieHHMe HOMEHKJIATYPHbI /1eJ1 ¥ OATr0TOBKA IOKYMEHTOB K c1aye B ApXUB

CucremaTtu3zanus 10KyMeHTOB. OCHOBHbIE TpeOOBaHHS K (POPMHPOBAHHUIO TOKYMEHTOB B
neno. Cucremaruzanusi nokymMeHTOB. Homenknatypa nen. @opMuUpOBaHHE U ONEPATHUBHOE
XpaHeHue Jei. DKCHepTu3a LEHHOCTH AoKymMeHTOB. OdopmieHue 1en U Inepeaada UX Ha



apxuBHOe xpaHeHue. CocTaBiieHME omuced aei. ['ocymapcTBEeHHBI apxXuB. 3aKOH O 3alllUTe
naHHbIX. O0ecnieueHrne COXPaHHOCTH IOKYMEHTOB B AJIEKTPOHHOM (opMe.

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. Texnuueckue cpeacTBa, UCMOJIb3yeMble B 1eJIONPOU3BOICTBE

CpenctBa ais COCTaBIEHMSI JOKYMEHTOB. llepcoHasbHBIN KOMIIBIOTEp — OCHOBHOM
MHCTPYMEHT COBEPIICHCTBOBAHUS JAENONPOU3BOACTBA. CHUCTEMHBIM IOAXOA K YIPABICHUIO
JIEKTPOHHBIMU JTOKyMEHTaMU. THUIOBBIE TEXHOJOTMH OOpabOTKH JOKYMEHTOB B oduce.
VYnpasieHnue BeO-10KyMEHTaMH.

Cucrema DJIEKTPOHHOTO JIOKYMEHTOOOOpPOTa KaK HWHCTPYMEHT sl 3 (PEeKTUBHOTO
YIpaBJICHUS OpraHu3aIiel. DIEKTPOHHAs MOYTa M CUCTEMbl MTHOBEHHBIX cooOmIeHui. O630p
pecypcoB MHTEPHET: nemo-Bepcuu CcUCTEM aBTOMAaTU3alMM  JAEIOINPOU3BOACTBA U
noKyMeHTooOopoTa. Mcnonbs3oBanue 3ekTpoHHOi nmoanucu. «1C:Teatp» — 3T0 mporpaMMHBIHA
OPOAYKT, NPEJHA3HAYEHHBIN 71 aBTOMATH3allMU YIPABIEHUS AEATEIbHOCTBIO TEaTPaIbHOIO
yupexaeHus. KoMIaekcHpli oax0/, peaJn30BaHHbIN B IPOrpaMMe, 03BOJISIET UCIIOJIb30BaTh €€
JUIsL OCYILIECTBJIEHHUS XYJO0’KECTBEHHOIO PYKOBOJCTBA TeaTpa, PYKOBOJCTBA MOCTAHOBOYHOM
YacThlO, MPOM3BOJCTBEHHBIMH MAaCTEPCKUMH, ISl (PMHAHCOBO-3KOHOMHUYECKOTO YIIpaBIICHUS,
yInpaBiieHus Kaapamu. HopMaTHUBHO-IpaBOBOE M METOJIMYECKOE 0OeclieueHrne KOPIOpPaTUBHOTO
JIOKYMEHTO000POTA.

HpakmutteCKoe 3anamue

OdopMUThL OCHOBHBIE O0pa3Ibl JOKYMEHTOB HH(POPMAITMOHHO-TIONCKOBOW CHCTEMBI.
[ToznakoMuthcs co cipaBouHoit mporpammoit «1C:Teatp». OTnpaBka 3J1€KTPOHHBIX JOKYMEHTOB.

Tema O¢popmiieHHe TPYA0BBIX OTHOIICHH

TpynoBsle OTHOLIEHUS B TeaTpax B JOPEBOJIIOLMOHHOW Poccuu: MCTOpHUYECKUN 3KCKYpC.
OTnuuus  TpyAOBOTO JOrOBOpa OT TIPakJaHCKO-IPaBOBOTO JIOTOBOpPAa B  TeaTPaJbHBIX
opranuzanusax. TpynoBoit konekc. OcdopmiieHHe TPYAOBOrO JOrOBOpa. YCJIOBUS CPOYHOTO
TPYIOBOTO JOTOBOpa apTUCTa Tearpa. [JoroBop BO3ME3QHOrO OKa3aHUA yciyr. JlOmKHOCTHas
MHCTPYKLIUS pabOTHHUKA TeaTpanbHOH chepbl. PacTopikeHue TpyaoBOro J0roBopa.

HpakmutteCKoe 3anamue

PaCCMOTpeTB TPYAOBYIO ACATCIBHOCTD apTUCTA XYJOKCCTBCHHOI'O KOJUICKTHBA. CocTaBUTH
JOJKHOCTHYIO MHCTPYKIIUIO pabOTHHKA (PYKOBOIUTEINS JTHOOUTEIHCKOTO TeaTrpa, TBOPUECKOTO
KOJUICKTHBA, aKTepa, apTHUCTA).



5. OBPA3OBATEJIbHBIE TEXHOJIOTUHA!

Ne HanmenoBanme pasiena Bunbi yueOHbIX|O0pa3oBaTebHbIC
n/n P 3aHATHH TEXHOJIOTHH
1 2 3 4
1 |BBeneunue OpeaMeT, conaepxanue,|/Iexyus Besoonasa nexyus
b b
3aJ1a4M Kypca)
Camocmosmenvras
paboma
2 €JIOIIPOU3BOCTBO ero|Jlexyus IIpakTnueckoe 3aHsaTue
b
3aKOHOAATETbHOE W  HOPMAaTHBHOE Wi/ M TPaKTHUYECKOe
Camocmosmenvras
mpaBoBoe perynupoBaHue. Mcropus 5 3aJlaHue
aboma
OTEYECTBEHHOT'O JeNONMPON3BOACTBA P
3 |Hdokyment, ero ¢ynkmuu. Cucremal|/lexyus [IpakTrueckoe 3aHATHE
JOKYMEHTAI1H. Yuudukanus 1l Wi/ M TOPaKTUYECKOe
amocmosmenvHas
CTAaHJaPTH3ALMA B JCNOMPOU3BOACTEE.| 3a/laHue
aboma
Knaccudukanus 10KyMEeHTOB P
IIFe HOPMBI U TipaBmia opopmieHus |/1exyus AKTUYECKOE 3aHSATHE
4 |06 JI IT
JOKYMEHTOB. SI3BIK U CTHIIb JEIOBOTO Wi/ M TPaKTHYECKOEe
y A /
CamocmosmenvHas
JOKYMEHTa 3aJlaHue
paboma
5 |bmanku 1OKyMEHTOB Jlexyus [IpakTrueckoe 3aHATHE
Wi/ W TPaKTUYECKOe
CamocmosmenvHas
3aJlaHue
paboma
OpMYJISIp JOKYMEHTA U €T0 COCTaBHBIE |/Iexyuis aAKTUYIECKOE 3aHSATHE
6 |Dopmy. y JI I1
[ Wi/ W TPaKTUYECKOe
CamocmosmenvHas
3aJlaHue
paboma
7 |CocraBnenue u oopmrnenue|/lexyus IIpakTrueckoe 3aHATHE
TIPABJICHYECKON  JOKYMEHTAIlMH B Wi/ M TPaKTHUYECKOEe
y y /
Camocmosmenvras
chepe KyIbTyphl 3a/1aHne
paboma
8 |Odopmuenue OpraHU3aIMOHHO- |//exyus
MIPABOBBIX JOKYMEHTOB
Camocmosmenvras
paboma
9 |Odopmnenue pacropsaAuTeNbHBIX |/lexyus
JOKYMEHTOB YUPEXKIACHUS KYIbTYPhI
Camocmosmenvras
paboma




10 |Odopmienue nH(popManuoHHO- |/Texyus [IpakTuueckoe 3aHsaTHe
CIPAaBOYHBIX IOKYMEHTOB Wi/ M TPaKTHYECKOEe
CamocmosmenvHas
3aJlaHue
paboma
11 |/lenoBas u KoMMepueckas nepenucka |Jlexyus [IpakTrueckoe 3aHATHE
Wi/ W TPaKTUYECKOe
Camocmosmenvras
3aJlaHue
paboma
12 |OdopmiieHre JOKYMEHTOB I10 JIMYHOMY |Jlekyus [IpakTrueckoe 3aHATHE
cocraBy Pestome, moptdonmo Wi/ M TPaKTHUYECKOe
Camocmosmenvras
3aJlaHue
paboma
13 |[ToaroToBka " oOcmyxxuBanue |JIexyus [IpakTrueckoe 3aHATHE
COBEIIIAHMI B TeaTpaJbHOU Wi/ M TPaKTUYECKOe
Camocmosmenvras
NesITeNIbHOCTH 3aJlaHue
paboma
14 | lokyMEHTOOOOPOT W €ro opraHu3arus |/Iexyus
B YUPEKJIECHUU KYIbTYPHI
Camocmosmenvras
paboma
15 |Perucrpaumsi TOKyMEHTOB Jlexyus [IpakTnueckoe 3aHATHE
U/ U TPaKTHIECKOEe
Camocmosmenvras
3a/laHue
paboma
16 |CocraBnenne HOMEHKIATyphl nen u|J/lexyus [IpakTHueckoe 3aHATHE
MOJATOTOBKA JOKYMEHTOB K cJaye B Wi/ M TPaKTUYECKOe
Camocmosmenvras
apXuB 3a/laHue
paboma
17 |TexHu4eckue cpeacTBa, UCTIOIb3YeMbIe |JIexyus
B aenonpousBoAcTBe. «lC:Teatp» —
3TO IPOrPaMMHBIH IPOAYKT Camocmoamenoias
. "\ paboma
MpeHa3HauYeHHBIN JUIsl aBTOMAaTH3auU
yIpaBiIeHUs JeSTEIIbHOCTBIO
YUPEXKICHUS KYIbTYPhI
18 |OdopmieHne TpyIOBBIX OTHOIICHUN B|J/Iexyus [IpakTrueckoe 3aHATHE
YUPEXKIECHUAX KYJIbTYpHI Wi/ M TPaKTHUYECKOe
CamocmosmenvHas
3aJlaHue
paboma

6. OUEHOYHBIE CPEJACTBA JJIs1 TEKYIIEI'O KOHTPOJIsSI YCHEBAEMOCTMY,
IMPOMEXYTOYHOU ATTECTAIIUUA 110 U'TOI'AM OCBOEHUA TNCHUIIJINHBI
Texkymmii KOHTPOJIb BBINOJIHEHUS 3aJaHUi  (KOHTPOJb (OPMHUPOBAHUS KOMIETEHIIHUIN)

OCYIIECTBIISIETCSA PEryIspHO, HAUYWHAs C TEPBOM HEIENM ceMecTpa (BXOASAIIMK KOHTPOJb).
KoHTposb 1 0O11eHUBaHKE BBITOJTHEHUS TAKMX 3aIaHUH KaK SBJISIIOTCS TPAKTUYECKOM TOATOTOBKOM

K 3amuTe Ha 3a4cCT. TGKYI_LIHﬁ KOHTPOJIb OCBOCHHA OTACIIbHBIX PA3ACJIOB AUCHUININHBI



OCYIIIECTBIISIETCS TIPU TTOMOIIH BBIMIOJHEHHUS MPOEKTHO-A0KYMEHTOBETUECKUX 3adanuii. Cucrema
TEKYIEro KOHTPOJS YCIEBAEMOCTU CIY>KUT HE TOJBKO OIEHKE YpPOBHS KOMIIETEHTHOCTHOM
MOJATOTOBKA OOYYaromIerocsi M CIOCOOCTBYeT B JalbHEWIIEM Hauboiee KaueCTBEHHOMY U
O0OBEKTUBHOMY OIICHHBAaHUIO €T0 B XOJI€ MPOMEXKYTOYHOW aTTEeCTallud, HO W CaMOOIICHKE

oOyu4aromerocsi, CTUMYJIHPYsI €T0 YCHIIUSL.

[IpomexxyTouHasi aTTecTanus 1Mo AUCHUIUIMHE «/loKyMeHTOBeleHUe M /1eJI0NPOU3BOACTBO B
pexxkuccype TeaTpajau30BaHHBIX NMpeacTaBjdeHui» mnpoBoautcs B Gopme 3auera. CTyAeHTHI

OTBEYAIOT Ha BOIIPOCHI OMIETA.

6.1. Kpumepuu ouenku pe3yibmamoe no OucCyuniuHe

Ouenka no Kpurepum oueHku pe3yjbTaToB 00y4YeHHs 10 TUCHUIJIMHE

JTUCIUTIIINHE

«OTITUYHOY/ BricTaBisiercst 00y4aromemMycs, €Clii KOMIETSHIUs (M1 ), 3aKpeTuIeHHasT
3a JUCHUIUIMHOMW, chopMHupoBaHa (MO WHAUKATOpam/ pe3yibTaTam
oOydeHuss B ¢dopMaTe 3HATHb-yMETb-BIAJIETh) B MOJHOM O0bEeMe Ha
YPOBHE «BBICOKHIT», U OOYJAIOMIMICS AEMOHCTPUPYET KaK pe3yibTar
oOydeHHUs CIEQyIOIIUe 3HAHWSA, YMEHUS W HAaBBIKH: OOyJaroIIuucs
rIyOOKO ¥ TIPOYHO YCBOMJI TEOPETUUYESCKUH U MPAKTUYECKUN MaTepual,
MPOJEMOHCTPUPOBA 3TO HA 3aHATUSX U B XOJE MPOMEKYTOUHOH
aTTECTAIlHH.

«BadYTCHO

OOyJaromuiicss MCYEPIBIBAIONIE M JIOTHYECKH CTPOMHO H3JIaraet
y4eOHBIH MaTepual, yMEeT CodYeTaTb TEOPUI0 C MPAKTHKOM,
CIPABIISIETCS C peUIeHUeM 3a/1a4 Mpo(hecCHOHaTbHOM HAPaBIEHHOCTH
BBICOKOT'O YPOBHSI CIIOKHOCTH, NMPAaBUIBHO OOOCHOBBIBAET MPHUHSTHIC
peuexHus.

CBoOomHO oOpHeHTHpyeTcs B y4yeOHOM U MpodecCHOHATBHOM
JIUTEpaType.

OneHka MO IUCHUIUIMHE BBICTABISIOTCS OOydaromemycsi ¢ y4éToMm
pe3yJIbTaTOB TEKYILEH U TPOMEKYTOUHON aTTECTALlUH.

BICTaBIIACTCS mieMycs, €ClIM OH 3HaeT T TUYECKUN U
«Xopouio»/ BeicraBisiercss 00yuaromemycs, €clid OH 3HAaeT TEOpeTHUYECK
NPaKTUYECKUH MaTepual, rpaMOTHO M IO CYLIECTBY M3JIaraeT ero Ha
3aHATUSAX M B XOZAE INPOMEXKYTOYHOM aTTeCTallMd, HE JOIyCKas
CYIIECTBEHHBIX HETOUHOCTEM.

«BadYTCHO

OOyuaronuiics NpaBUIIbHO IPUMEHSIET TEOPETUUECKHUE TIOJI0KEHUS TPU
pElIeHNH MPaKTHYECKUX 3aJad MpoecCHOHATBbHON HalpaBIEHHOCTH
pa3HOrO YpPOBHS CJIOXHOCTH, BJIaZieeT HEOOXOAMMBIMHU JJIsI 3TOTrO
HaBbIKAMH U IIPUEMaMHU.

JlocTaTouHO XOPOIIIO OPUEHTHPYETCS B yueOHOM 1 TPo(dhecCHOHATBLHOMI
JUTEeparype.




Onenka no

JTUCIUTIIINHE

Kpurepun onieHk# pe3yibTaToB 00y4eHUsI 10 AMCHUILIMHE

OneHka MO IUCHUIUIMHE BBICTABISIOTCS OOydaromemycsi ¢ y4éToMm
pe3yJIbTAaTOB TEKYILEW U TPOMEKYTOUYHON aTTECTALlUH.

Komnerennun, 3akperii€éHHble 3a TUCHMILIMHON, COpPMHUpPOBaHBI Ha
YPOBHE «XOPOIIUIY.

«YJIOBJIETBOPHUTEIH
HOY/

«3a4YTCHO

BricTaBnsercs oOydaromeMycsi, €Clii OH 3HaeT Ha 0a30BOM YpPOBHE
TEOPETUYECCKHI M TPAKTHYSCKHH MaTepHall, IOMyCKaeT OTHEIbHbIC
OIIMOKH MPH €ro M3J0KECHUU Ha 3aHATUSAX U B XOJ€ MPOMEKYTOUHOM
arrecraluu.

OOyvarommiicss ~ UCHBITHIBACT  ONpEACNEHHBICE  3aTPYAHCHHS B
MIPUMEHEHNUN TEOPETUUECKUX TTOJIOKEHUN TPU PELLIEHUU ITPAKTHYECKUX
3ama4 MpodecCHOHANTBHON HAMpPaBICHHOCTH CTaHJAPTHOTO YPOBHS
CJIO)KHOCTH, BIIaJeeT HEOOXOIUMBIMU JJISl 3TOTO 0Aa30BBIMH HaBBIKAMU
1 IPUEMAMHU.

JleMOHCTpHUpYET TOCTaTOYHBIA YPOBEHb 3HAHUS YICOHOU JTUTEPATYPHI
10 JUCHUITIINHE.

OneHka MO IUCHMIUIMHE BBICTABISIOTCS OOydYaromeMmycs ¢ y4€ToMm
pe3yJIbTAaTOB TEKYILIEH U TPOMEKYTOUHON aTTECTAIlUH.

Komnerennuu, 3akperui€HHbIE 3a JUCIHUILUIMHON, cOPMUPOBAHBI Ha
YPOBHE «J10CTaTOYHBII).

«HEYIOBIETBOPUTE
JIBHOY/

HC 3a4TCHO

BrictraBnsercs oOydaromemycs, €l OH He 3HaeT Ha 0a30BOM YpOBHE
TEOPETUYECKH W TPAKTUUYECKUH Marepuan, JONyCKaeT TrpyoOble
OLIMOKH MPH €ro M3J0KEHUU Ha 3aHATUSAX U B XOJ€ MPOMEKYTOUHOM
aTTECTALINN.

OOyuaromuiicss UCIBITHIBAECT CEPhE3HBIE 3aTPyJHEHUS B IPUMEHEHUU
TEOPETUYECKUX IIOJOKCHUH IIPH PEIICHUHM IPAKTUYECKUX 3a/1ad
npodecCHOHAAbHOW  HANpaBIEHHOCTH  CTaHAAPTHOIO  YPOBHS
CIIOKHOCTH, HE BIaJEeT HEOOXOOMMBIMU JJsl 3TOrO HABBIKAMU U
IpUEMAMH.

JlemoHCTpHpyeT (parMeHTapHble 3HaHHMS y4eOHOW JUTEpaTyphl IO
JUCLHUIIIINHE.

OneHka Mo JIMCUUIUIMHE BBICTABIAETCA OOydaromemycss ¢ Yy4EToM
pe3yJIbTATOB TEKYILIEH U IPOMEKYTOUYHON aTTECTALlUH.

KomnereHnun Ha ypoBHE <«JOCTAaTOYHBII», 3aKperviéHHbIE 3a
JTUCIUIINHOM, HEe CPOPMUPOBAHBI.




6.2. QOuenounvie cpeocmea (mamepuanvl) O MEKYULe20 KOHMPOIA YCHEBAEMOCHIU,

npomeafcymoquoﬁ ammecmauuu oﬁyqammuxc;l no ()ucuumume ((I[OKyMeHTOBe)leHI/Ie 4

ACJ0IPOM3BOACTBO B PEKUCCYPE TeaTPAJIU30BAHHBIX Hpé}:[CTﬂBJIQHHifI».

IIpomesicymounas ammecmayus no OUCYUnIuUHe — 3auem — npoxooum 6 ghopmame omeemos
Ha eonpocyl. [Ipumepnulii nepeuerb 6ONPocos Kk 3auemy
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Ha3zoBure Tpe6OBaHUS K COCTaBJIECHUIO U O(DOPMIIEHHUIO OOBSCHUTEIbHBIX U JOKJIAIHBIX
3aIUCOK.

HazoBuTte TpeboBaHUs K COCTABIECHUIO U O(DOPMIICHHIO CITPABOK.

Ha3zoBute TpeOOBaHUS K COCTABICHUIO U O(POPMIICHHIO aKTa.

HazoBuTte TpeboBaHUs K COCTABICHUIO B O(DOPMIICHHIO ITPOTOKOJIA.

Ha3zoBute TpeOOBaHUS K COCTABICHUIO U O(POPMIICHUIO TEJIETPaAMM.

Hasoure TpeboBaHMsI K COCTABIECHUIO U O()OPMIIEHUIO J€JI0BOT0 MUChMA.

Kak odopmiisieTcst coBMecTHOE TUCHMO JIBYX OpTaHU3aIuii?

B 1ueM 0c0O€HHOCTB SI3bIKA U CTUJIS CTY)KEOHBIX JOKYMEHTOB?

[epeuncanre pa3HOBUAHOCTHU TTHCEM.

. Buapl muceM 1o conmepikaHuio U Ha3HAYCHUIO.
11.
12.
13.
14.
15.
16.

«CueHapuit» MOArOTOBKU COBEIIAHMS.

Kakne qokyMeHThI CO3/1at0TCs B IPOLIECCE TOATOTOBKH COBEIIAHUA?

K10 MoxkeT paboTaTh ¢ TOKYMEHTaMHU, COJIEPKAITUMU KOMMEPYECKYIO TaliHY?

JaiiTe onpeneneHne MOHITHS «TOKYMEHTOO00POT.

[Tepeuncnure dTanbl ABMKSHUS U TIOPSATOK 00paOOTKH TOKYMEHTOB.

Kakoii HOpMAaTHBHBIA JOKYMEHT OMpENEIsSeT MOPSA0K paboThl ¢ JOKyMEHTaMHU B
opraHu3aiuun?

[Tepeuncnure ocHOBHBIE GYHKIIMH U 3374l MOpa3IeIeHHUI C1yKObl JeI0MPOU3BOICTBA.
KaxkoBa posib cekperapsi B CTpYKType YIPaBJICHUS ASIONPOU3BOACTBOM?

KakoBa cTpykTypa ciyx0bl JOKYMEHTAIIHOHHOTO 00ecTieueHus yIpaBieHus ?

Kak peructpupyrorcs mpoTOKOIIBI COOpaHUM U 3acelaHus KOJJICKTUBA?

Kak ncuncnsiercs cpok HCIIOJIHEHUS TOKYMEHTOB?

Urto Takoe HOMEHKIIaTypa aen?

Kewm yTBepxkmaeTcsi cCBOOOIHAass HOMEHKIIATypa JIeJl OpraHu3aIum?

I'me momemaroTcst mpUKa3bl O IpUeMe, YBOJIbHEHHH paboTHUKA?

Kaxk cucreMaTn3upyrorcst JOKYMEHTHI B HOMEHKJIAType Jen?

Kak npoucxoaur xpaneHue u rnepepaya /i B apxXus?

C KakuM TOKyMEHTaMH TMpHU TIpremMe Ha paboTy Bac momkHbI 03HAKOMUTH?

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

Kewm ycTaHaBIMBarOTCA HHINBUAYaIbHbIE CPOKU UCIIOTHEHUS JOKYMEHTOB?

KakoBsl hopMmbl peructpanuu 10KyMeHToB B Poccun?

[Ipn peructpanuu Kakoro JOKYMEHTAa JaTy PETHCTPAllMHd YKa3bIBAIOT B JIEHb €ro
MOAUCcaHus?

Kak onpenenuth Cpok XpaHeHUsI JOKYMEHTa?

UYTto Takoe 371€KTPOHHBIA JOKYMEHT?

YTto Takoe MEKTPOHHBIN JOKYMEHTOOOOPOT M KaKOBa €ro POJIb B JICTOTPOU3BOICTBE?
Kakue cynecTByroT CHCTEMBI aBTOMATH3AINH JIEIOMPOU3BOJICTBA M IOKyMEHTO000poTa?

Kakwue cripaBouHBIE IPOTrPaMMBI ACTONPON3BOCTBA BbI 3HAETE?
IIepeuncnure IIOJIOXKUTEIbHBIE CTOPOHEI BHEAPECHUS KOpIIOPaTUBHOI'O
JIOKYMEHTO000POTA.

Kak npoucxoaut obecriedeHne COXpaHHOCTH U TOCTYITHOCTHU 3JIEKTPOHHBIX JJOKYMEHTOB?
Kakumu nyTsMH JOKYMEHTBI MOTYT IIOCTYNaTh B aBTOMAaTU3HPOBAHHYIO CHCTEMY
JIeIONPOU3BOJICTBA?

. s wero Hy’>kHa aHTUBUpPYCHAs 3amuTa’?



3auem opuenmuposan Ha NPoepKy chOpMUPOBAHHOCMU KOHKPEMHbIX KOMNEeMeHYUll, MaKux KaxK
3HaTh OCHOBBI [ICJIOBOM KOMMYHHUKAI[MH, OCOOCHHOCTH €€ OCYILECTBJICHHUS; OCOOCHHOCTH
COBPEMEHHBIX KOMMYHUKATUBHO-IIParMaTU4YEeCKUX TPAaBUI M OSTHKH PEUYEBOTO OOIICHHS.
OCHOBHbIE MEXaHU3MbI U METO/IbI (POPMHUPOBAHUS UMUJIKA JI€TIOBOTO YeJIOBEKA.

OcCymiecTBISITh ICTOBbIE KOMMYHUKAIIMH, aHATU3UPOBATh IIEJIM U 3aJa4d TMpoIiecca OOIIeHUsS B
Pa3TUYHBIX CUTYalUAX MPOGECCHOHATHHON KU3HU.

3HaThb OCHOBHBIE TOHSTHUSI TBOPYECKO- IPOU3BOJCTBEHHOW JESATENBHOCTH PaOOTHUKOB
YUpPEXKJIEHUN KyJIbTypbl, OCHOBHBIC II€JIM, 3a7aud, BUAbI, (OPMBI, TEXHOJOTUHU TBOPYECKO-
MIPOU3BOJCTBEHHON JESATENbHOCTH PAOOTHUKOB YUPEKACHUN KYJIbTYPBHI.

YMeTh 1aBaTh OLIEHKY CTPYKTYpPE U COJIEPKaHUIO pa3paboTaHHBIX TBOPUECKHUX IIPOEKTOB.

Bragets HaBBIKAMU TUIAHUPOBAHUS TBOPYECKO- MPOU3BOACTBEHHON AEATEILHOCTH PAOOTHHUKOB
YUpEXICHUN KYJIbTYPBI; OLCHOUYHBIMH CPEICTBAMH CTPYKTYPBI M COJAEpKaHUS pa3pabOTaHHBIX
TBOpueckux npoektoB (YK-4, I1K-7)

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

7.1. Cnucok numepamypul u UCHOYHUKO8
Ocnoenas:

1. Ky3neunoBa, T. B. Bgexaenue B ciennanbHOCTh @ Yueb. mocodue st crer. Ne 350900 -
JlokymeHTOBEeIcCHUE U TOKYMEHTaIIMOHHOE oOecrieueHue ynpasinenus / T. B. Ky3nemnosa ;
Poc. roc. rymanut. yH-T. - M. : PITVY, 2003. - 68, [1] c. - 107-80.

2. OxoTrHuMKOB, A. B. JlokyMeHTOBeeHHE U JETONMPOU3BOACTBO : yuel. mocodue / A. B.
OxotaukoB, E. A. bynaBuna. - 2-e¢ u3n., nepepad. u goim. - M.; Poctos-#/]] : U3n. neHTp
"MapT", 2005. - 301 c. : cxem. - (Cep. "besynpeunsie nokymenTsl"). - [Tpun.: ¢.276-297.
- bubmmorp.: ¢.298-299.

3. beixoBa, T. A.. [lenonpousBonctso : yueonuk / T. A. beikosa, JI. M. Bsmnoga, JI. B.
CankuHa. - 2-e m311. - M. : MIIODP, 2006. - 557, [1] c. : cxem. - (Bpicmias mkoma). - [Tpwr.:
c. 364-428. - bubnwmorp.: c. 353-354.

4. Croasipos, FO. H. JlokymeHTHBIH pecypc : yuebd. mocobue mist ctyad. By3os / HO. H.
CromsipoB. - M. : Jlubepes-budbundopm, 2009. - 222, [1] c. - (IIpodeccuonanbubrit
NpakTUKyMm). - bubnumorp.: c. 213-215

5. Hokymentonorus [Tekcr] : yue6. mocobue / FO. H. CtomsipoB ; MocCK. roc. YH-T KYJIbTYpHI
U UCKYCCTB ; OpJIoB. TOC. UH-T UCKYCTB U KynbTyphl. - Open : ['opuzont, 2013. - 369 c.,
[1] . won. : un. - bubnuorp.: c. 352-357.

ﬂOI’lOJZHumeﬂbHaﬂ

1. Opranu3anusi padoThl ¢ JOKYMEHTaMH : Yuel. Jis CTYy/ICHTOB BBICII. y4eo.
3aBeIcHUH, 00yJaromumxcs 1o crnell." JJokyMeHTOBeIcHNE U TOKYMEHTaIl. 00eCTICUCHHE
yop." u "Menemxment" / B. A. Kyapses, U. K. Kopaees, I'. H. Kcangomnysno u np. - M. :
NH®PA-M, 1999. - 573, [1] c. - (Briciiee oOpa3zoBanue). - bubimorp. B KOHIIE Kaxa0u
ri. - ISBN 5-86225-757-8 : 39-92.



2. Kymnapenko, H. H.

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

3. CouTHeBa, A. A.

JlokymMeHTOBeIeH e : Yuel.-MeTo. TocoOue JIIs CTYCHTOB-3a04YHHUKOB / A. A.
Co6utHeBa ; Mock. roc. yH-T KyJIbTypbl 1 uckyccTB. - M. : MI'VKH, 2000. - 62 c. - 16-.

4. 3amnena, T. A.

JIoKyMeHTUpOBaHUE YIIPaBICHUECKOH eaTenbHOCTH : Yueb. mocobue / T. A. 3aiinesa ;
Mock. roc. yH-T KyJIbTypbl U HcKycceTB. - M. : MI'VKH, 2002. - 133c. - IIpun.: ¢.91-133.
- bubnuorp.: ¢.89-90. - 32-.

5. Makaposa, H. B.

KommbrorepHoe nenonpounsBoactso : yuaed. mocodue / H. B. Makapoga, I'. C.
Hukonaituyk, 0. @. Turosa. - CII0. : ITutep, 2005. - 410 c. : un. - (YaeOHBbIH Kypc). -
bubnuorp.: ¢.409-410. - ISBN 5-318-00676-0 : 134-.

6. Ilnemxenuu, E. A.

Opranmsanus padoTsl oduca [DnekTpoHHbIN pecypc] : mekius : cnerl. 080705.65
"Menemxment opranuzanuu’ / E. A. IlnemkeBud ; Mock. roc. YH-T KyJIbTYPHI U
uCcKyccTB. - M. : [06. u.], 2011. - 8 ¢. - 6. 11.

7. CnmuBak, B. A.

Jenonpon3BoacTso : [yued. mocodue] / B. A. Cnusak. - CII6. : ITutep, 2003. - 207 c. -
(Yueb. nocobue). - ISBN 5-94723-318-5 : 39-.

8. CnmuBak, B. A. JlenonpousBonactso : [yue6. mocodue] / B. A. Cnusak. - CII6. : ITutep,
2003. - 207 c. - (Yueb. nocobue). - ISBN 5-94723-318-5 : 39-.

9. KupcanoBa, M. B. Kypc npenompousBoactBa: JIOKyMEHTAIlMOHHOE OOECIEYCHHE
ynpasieHus : Yue6. nocooue / M. B. Kupcanosa, FO. M. Akcenos ; HoBocubup. roc. aka.
HKOHOMHKH M yrpasienus u ap. - M. ; HoBocubupck : UTHOPA-M - Cub.ota-aue, 2001.
- 295 c. - (Cep. "Bricui. o6pazoBanue"). - bubmuorp.: ¢. 291-292. - ISBN 5-16-000356-8 :
41-.

10. JesonpousBoacTBo : yueOHuk / mon oomr. pen. T. B. Ky3nenosoii. - M. : MIIDOP, 2004.
- 542, [1] c. - (Boicias mkona). - ISBN 5-7709-0227-2 : 187-.

11. MakapoBa, H. B. KowmmbiorepHoe aenonpou3BoacTBo : yuded. mocobme / H. B.
Makapoga, I'. C. Hukonaituyk, FO. ®. Tutosa. - CII6. : ITutep, 2005. - 410 c. : w. -
(Yuebnsliii kypc). - bubnuorp.: ¢.409-410. - ISBN 5-318-00676-0 : 134-.

12. KupcanoBa, M. B. Kypc npemompou3BoiCTBa: JOKyMEHTAIlMOHHOE oOecreueHne
ynpasienus : yue6. mocooue / M. B. Kupcanosa, 0. M. AkceHOB. - 5-¢ u31. ; ucnp. u
nom. - M.; HoBocubupck : UHOPA-M: Cubup. cornmamenne, 2003. - 320 c. : cxem. -
(Bsicm. obpazoBanue). - bubmumorp.: ¢.317-318. - ISBN 5-16-001066-1 : 96-.

7.2. Ilepeuens pecypcos unHghopmayuoHHo-meneKOMMYHUKAUUOHHOU cemu «Anmepnem).

- bubnmorpaduueckne 3amucH AIEKTPOHHBIX PECYPCOB COCTABIISETCS B COOTBETCTBHH C
tpeboBanusmu 'OCT 7.82-2001 «bubmmorpadudeckas 3anuch. bubaunorpaduyeckoe onvucanue
AIIEKTPOHHBIX pecypcoB. O0IIMe TpeOOBaHUS U MPaBUIIA COCTABICHUS.

[Ipu ocymecTBieHnn 00pa3oBaTENBLHOTO IMpoliecca MO AUCIUILIMHE UCTIONB3YEeTCs CIIEAYoIast
nH(popMaIMoOHHAas CITpaBOYHAs CHCTEMa: dJIEKTPOHHO-O0MOMMoTeuHas cuctema elibrary.

Hoctyn B ObC:



- JIAHb JHoroBop ¢ OOO «M3nmarensctBo Jlanbp» Pexum poctyma www.e.lanbook.com
HeorpannueHHbIi 1OCTYN 1Sl 3apETUCTPUPOBAHHBIX MMOJIb30BATENEH

- OBC IOPAUT, Pexum noctyma www.biblio-online.ru Heorpanuuennslii goctyn s
3aperuCTPUPOBAHHBIX MOIb30BaTENEH

- OO0 HOb Pexum gocrtyna www.eLIBRARY.ru HeorpanuueHHblid JI0OCTYyn AJist
3apEruCTPUPOBAHHBIX I10JIb30BATEIIEH

8. METOAUMYECKHUE VYKA3ZAHUA 11O OCBOEHHUIO JUCHUIIJIMHBI
MOAYJIA)

8.1. 3a0anuna 012 npaxmuyeckux 3aHAmMu

Tema 2. - Ilpakmuueckoe 3anamue

PazpaboTarh cxembl: «J{okyMeHT U ero pyHKIuN», «Knaccuduxaiust JOKyMEHTOB 110
HpU3HAKaM»

Pasznea Il. Tpebosanua k oghopmnenutro opzanuzayuonno-ynpasienyeckux OOKymMeHmaoes 6
yUpexkIeHUsIX KyJIbTypbl

Tema 1. /Ipakmuueckoe 3auamue

a) COKpaTI/ITB B ITPCVIOKCHHBIX BapHaHTax CJIOBA U CJIOBOCOUCTAHUS, YACTO BCTPCUACMBIC B
TEKCTaxX JOKYMCHTOB.

Bapuanr 1 Bapuanr 2
TO €CTh JIEPEBHS
H Tak jganee YKEJIE3HOAOPOKHBIN
1 TOMY MoJ00HOe CEJILCKOX035IMCTBEHHBIN
u apyrue 3aBOJI
U TIpoune TakK Kak
riaBa Hanpumep
MYHKT XapaKkTEepUCTUKA
MOAMYHKT HMEHH
ITYHKTBI WHCTUTYT
PUCYHOK MUJUTHAP]T
pazzaen MUJIJTHOH
CMOTpUTE THICAYA
WJUTIOCTpaus pyOIB
KHHTa KBapTaj




o0racTb 4acThb

paiioH riaBa

ropoJ CTpaHHuIIa

celo METp
MUJUTAMETP CaHTHUMETP

yac TakuM 00pa3zom
MUHYTa TaK Ha3bIBaEMbIii
aKaJIeMHK TEKYIIEro roja
JOKTOP JIOLIEHT
npodeccop KaHIUAAT SKOHOMUYECKUX HAYK
CTapIIHi Mpeno1aBaTenb CeKyHJIa
3aBEIYIOIIHI rpamm

0) Haittm ommOku B odopmieHHH JHaT U (PU3NYECKUX BEIMYWH, MPEACTABICHHBIX
MpernoaaBaTeiemM.

®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. Branku 10KyMeHTOB - IIpakmuueckoe 3anamue

OdopMuTh CXeMbI OCHOBHBIX 00pa3110B (0011Hii O1aHK, OTaHK MHUChMa, OJJaHK KOHKPETHOTO
JIOKYMEHTA)

dopMa BEITTOTHEHHUS K 3aJIaHHIO: IMPOCKTHI PA3JIMYHBIX BUAOB JOKYMCHTOB.

TpeOoBaHusi K BBHIIOTHEHHWIO: COOTBETCTBUE METOIMKE WM MpaBHJIaM, H3JIOKCHHBIM Ha
ayJUTOPHBIX 3aHATUSAX WU B JINTEPATYpE.

Tema 3. ®opmyasip JIOKYMEHTA U €ro COCTaBHbIe YaCTH - [[pakmuueckoe 3anamue

[Tonck ommbOOK B OGOPMICHHH MPEACTABICHHBIX IPENOJaBaTeNIeM JIOKYMEHTOB.
Jlo6aBieHne HemocTarommx pekBU3NTOB. OhopMHUTE 00pa3ibl TOKYMEHTOB C YKa3aHWEM B HUX
PEKBU3UTOB U TPUQOB.

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

TpeGoBanusi K BBIMOJHEHUIO: COOTBETCTBHE METOAMKE M MpaBUJIaM, H3JI0KEHHBIM Ha
ayIUTOPHBIX 3aHATHUAX WU B IUTEpATypeE.

Tema 5. OdopMmiieHue OpraHn3anMOHHO-NIPABOBBIX T0KYMEHTOB - IIpakmuueckoe 3anamue
Pa3paboraTs mpoekT ycraBa (TIOJI0KEHUS)

Pazpaborats 1 0OpMUTH TOJKHOCTHYIO HHCTPYKITUIO



dopMa BEITOJTHEHHS K 3aJIaHHUIO: MPOCKTHI PA3JIMYHBIX BUJOB JOKYMCHTOB.

TpeboBaHusi K BBHIIOJHEHHWIO: COOTBETCTBUE METOIMKE WM MpaBHIIaM, H3JIOKCHHBIM Ha
ayIUTOPHBIX U MPAKTUYECKUX 3aHATUSAX WM B auteparype. Ilpueemcmeyemca meopueckuil
UHOUBUOYAILHBLIL NOOXO00 K 8bINOJIHEHUIO 3A0AHUIL.

Tema 6. OpopMieHue pacopsaAUTeNbHBIX JOKYMEHTOB
Ilpakmuueckoe 3anamue

PazpaboraTte mpoekr mpukaza Ha OO0y TeMy (O TOATOTOBKE K CIIEKTaKIo, 00
YTBEPXKICHHUH perepTyapa, O MPEMUPOBAHUH HITH 0JIaroJJapHOCTH, O MIPOBECHUH KOHKYPCa).

Pa3zpaborats pacniopsbkeHre Ha 00y TeMy (HarpuMep, O TPOBEICHUH MEPOTTPUSITHH ).

Pa3zpaborats ykazanue Ha m100yI0 TeMy (HalmpuMep, 0 MEPOTIPUSITHSX 11O pa3paboTKe IiaHa
Pa3BUTHSI YUPEXKIECHUS KyJIbTYpPhI Ha IEPCIEKTUBY ).

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

TpeGoBaHUs K BBHINMOJHEHHIO: COOTBETCTBHE METOIHMKE W IpaBHJIAM, H3JI0)KCHHBIM Ha
AyJUTOPHBIX W TPAKTUYECKUX 3aHATHAX WU B suteparype. IIpueemcmeyemca meopueckui
UHOUBUOYATbHBLIL HOOX00 K 6bINOJIHEHUIO 3A0AHUIL.

Tema 7. Opopmienue nHGOPMALMOHHO-CIIPABOYHBIX IOKYMEHTOB
Ilpakmuueckoe 3anamue
Pa3zpaboTaTh akT 0 ciucaHuM MaTepUATbHBIX IIEHHOCTEH.
Hanwucats cipaBky 11t HoATBep K IeHUS (pakTa pabOThl COTPYAHUKA TeaTpa.

Hammcare nokmanHyto ¥ OOBSICHHTENBbHYIO 3aIllMCKy JIFOOOT0 XapakTtepa (Hampumep, O
pa3paboTke OM3HecC-TIIaHa).

CocTaBUTh NPOTPaMMKY U TeaTpajabHYIO aUIy CIIEKTAKIIS.

Tema 8. /le1oBasi 1 KOMMepUYecKasi ePeNnnucKa B yUPEKICHUH KYJIbTYpPbl
Ilpakmuueckoe 3anamue

Hamicanue n O(bOpMJ'IeHI/Ie JC€JI0OBOro Imuchbma. Cocrasnenne HEKOTOPBIX BUAOB ACJIOBBIX
IMMUCEM Ha 3aJaHHYIO TCMY.

Pa3zpaboTare NMpoOEKT [el0BOr0 MHUChMa Ha JIOOYI0 TeMy: MpUTJalleHHe Ha CIIEKTaKIIb,
3arpoc, pekjaMmanus, NpeAoKeHne, U3BEIICHNE, MO3paBieHne, peKjIaMHoe, 0JarogapHoOCTh,
rpamora (ecTuBaiI-KOHKypca, UHPOPMALIMOHHOE, TApaHTUIHHOE U T.1.

dopMa BEITTOTHEHHUS K 3aJIaHHIO: IMPOCKT ACIIOBOIO MUcChbMa.

TpebGoBanus K BRINOAHEHUIO: TEKCT MUChMA JIOJIKEH BKIIIOUATh TPU CTPYKTYPHBIX 3JIEMEHTA!
BBOJHYIO YacCTh, W3Jaraliollyl0 IOBOJX Ul HANMCaHUSA IIMCbMA; JOKAa3aTCJIbHYI0 YacTb,
IPUBOJAIIYIO JOBOJBI, CCBIIKM Ha HOPMATHBHBIE JIOKYMEHTBI; 3aKIIOYUTEIBHYIO YacTb, B




KOTOpOM M3naraercsi mpoch0a, coriacue, oTka3z U Mmp. TeKcT MOMKEeH coiep aTh JAOCTATOYHO
00OCHOBaHHbIE APTYMEHTHl U TOJHYIO HH(POPMALKIO, MO3BOJSIOIIYIO MPUHATH pEIICHHE I10
NOJHATOMY B THCbME BoIpocy. JlomkHa OBITh YETKOCTh, SICHOCTh, KPAaTKOCTb H3JI0KEHUS,
JOTMYHOCTh, JIOCTYNHOCTb JuIs BochpusaTHs. OdopmisieTrcss NUCBMO B COOTBETCTBUHU C
TpeOOBaHUAMU roCyJapCTBEHHBIX CTaHJapTOB. IlIpueemcmeyemca meopueckuil
UHOUBUOYAILHBLIL NOOX00 K 8bINOJIHEHUIO 3A0AHUIL.

Tema 9. OpopmieHne JOKYMEHTOB 10 JIMYHOMY cocTaBy - IIpakmuueckoe 3anamue

Hanmwmcate 3asBieHuss o mnpueme Ha pabOTy, XapaKTEPUCTHKH, PACIHCKH, pE3IOME,
JIOBEPEHHOCTH U T.]I.

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

Hanucatp xapakTepucTuKy Ha J1000T0 U3 CTYIEHTOB TPYIIIIHI.

Tema 10. ITonroroBka u 00c/ayKUBaAHHE COBEIIAHUI B YUPEKICHUH KYIbTYPBI
Ilpakmuueckoe 3anamue
CocTtaBuTh 1J1aH OArOTOBKH K COBCILIAHUIO.

PazpaboTtars MpoeKT MPOTOKOJIA 3aCeIaHMs.

Paznean 111. Opzanuzayua pabomul c 0oKymenmamu
Tema 2. Peructpauusi 10KyMeHTOB - [Ipakmuueckoe 3anamue
CocTaBUTH XKypHAIBI PETUCTPALIMN BXOSIICH U UCXOMISIIEH JOKYMEHTAIIHH.

@dopma BBINOIHEHUS K 33JJaHHIO: )KYPHAJl PETUCTPALIUU BXOJAILIEH TOKYMEHTALUU, KypHAI
perucTpainuy UCXoase TOKyMEeHTaIUH.

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

Tema 3. CocTaB/ieHHe HOMEHKJIATYPBI eI H MOAT0TOBKA I0OKYMEHTOB K c/iaye B apXUB
Ilpakmuueckoe 3anamue

CocTaBUTh HOMEHKJIATYpy JeJl OpraHu3alMd M 00pa3libl OCHOBHBIX JOKYMEHTOB ISt
nepeaayn Ha XpaHeHue B apXuB: (POpMy OMHCH, TUCT-3aBEPUTETD.

®opma BHIIOJHESHHUS K 3aJaHHIO: HOMCHKIJIaTypa A€

TD€6OBaHI/I$I K BBIMMOJIHCHUIO: COOTBCTCTBUC MCTOJUKE H IIpaBHJIaM, H3JIOKCHHBIM Ha
AYIAUTOPHBIX U MMPAKTUYCCKUX 3aHATUAX.

Tema 4. Texuuveckue cpecTBA, HCNOJIb3yeMble B 1€JIONPOU3BOICTBE
Ilpakmuueckoe 3anamue

Odopmute OCHOBHBIE OO0pa3lbl JOKYMEHTOB HWH()OPMAIMOHHO-TIONCKOBON CHCTEMBI.
[ToznakomuTbes co cripaBouHoi nporpammoint «1C:Teatp». OTnpaBka 3J1€KTPOHHBIX T0KYMEHTOB.



Tema O¢gopmieHue TPyI0BbIX OTHOIIEHH - IIpakmuueckoe 3anamue

PaCCMOTpeTB TPYAOBYIO ACATCIBHOCTD apTUCTA XYJOKCCTBCHHOI'O KOJUICKTHBA. CocTaBUTh
JOJKHOCTHYIO MHCTPYKIUIO pabOTHHKA (PYKOBOIUTEINS JTHOOUTEIHCKOTO TeaTrpa, TBOPUECKOTO
KOJUICKTHBA, aKTepa, apTHUCTA).

8.2. Memoouueckue pekomenoauuu K camoCmoamenbHoll padbome cmyoeHmos

CamocrosiTennbHass pabora OOydJaronuXcsi BKIIOYAaeT B ceOs Takue BUIABI U (OPMBI Kak:
MOJATOTOBKA K TPAKTUYECKOMY 3aHATHIO, TOATOTOBKAa K JHCKYCCHM, KOHCIEKTHPOBAaHUE

U3y4yaeMol TUTepaTypbl, aHATUTHYECKUN 0030p HOBOM JIMTEPATypHI IO U3y4aeMOi TeMe, U Jp.

Jns Gonee yrayOJMEeHHOTO WM3yYEHHs] MaTepualia 3aJaHue I CaMOCTOATEIBLHON paboThI
PCKOMCHAYCTCS BBIIIOJIHATD MAapaJlJICJIbHO C U3YYCHUCM I[aHHOﬁ TEMBI. HpI/I BBITIOJIHCHHU U 3a,[[aHHﬁ
JJISL CaMOCTOSITCIILHOU paGOTBI, MO0 BO3MOKHOCTH, CICAYCT OPUCHTUPOBATHLCA Ha HAIrJIAHOC

npeCTaBICHUE MaTepHara.

9. MIEPEUEHb MH®OPMAIIMOHHBIX TEXHOJIOT M.

[Ipy m3ydyeHHUH AUCUHUIUIMHBI OOYYarOIMIMMHCS HUCHOJB3YIOTCS CleAyiolue HH(pOpMaluoHHbIE
TEXHOJIOTHHU:

-ayJIMOBU3yaJIbHOE TMpEACTaBICHUE OOYy4YalOUIMMCS C TOMOIIBI0O KOMIIbIOTEpa COJIEep>KaHus
OTJICTHHBIX TeM AUCIMILTUHBI HA JICKITMOHHBIX 3aHSATHSX;

-TpeI0CTaBICHUE 00YUAIOIUMCS JOCTYIa K y4eOHOMY IUTaHy, pabodeil mporpaMmme JUCHUTUTHHBL
B DJICKTPOHHOU (hopMe, K IJIEKTPOHHO-OMOIMOTEYHOM CHCTEME HHCTUTYTA, COepIKaliel yaeOHo-
METOAMYECKHEe MaTepHalibl 10 TUCHMIUIMHE B HJIEKTPOHHOH Qopme, K MHPOPMALMOHHBIM
CIPAaBOYHBIM CHUCTEMAaM, KOTOpBIE HCIIOJB3YETCS IPH OCYIIECTBIEHUH OOPa30BaTEIbHOTO
npolecca 1Mo JIUCIHMIUIMHE, TOCPEACTBOM 3JIEKTPOHHONW HH(POPMALMOHHO-00pa30BaTEIbHOM
cpedbl MHCTUTYyTa M3 JI000H TOYKM, B KOTOPOH MMeEeTcsl AOCTYH K HH(pOPMALUOHHO-
TEJICKOMMYHUKALIMOHHOU ceTu «HTEepHET;

-pukcamus xoma 00pa3oBaTENBHOrO TpoIEcca MO AMCHHUILIMHE ITOCPEICTBOM 3JIEKTPOHHOMN
UH(POPMALIMOHHO-00pa30BaTENbHOM CpeIbl HHCTUTYTA,;

-popMUpOBaHHE DIIEKTPOHHOTO TOPTHOIUO OOYYAIOMIErocs MO TUCIUIUIMHE TOCPEICTBOM
AJIEKTPOHHON MHPOPMALIMOHHO-00Pa30BaTEIBHOM CPEIbl HHCTUTYTA.

[Tpu ocymiecTBiaeHNN 00pa30BaTENBLHOTO Mpollecca MO AUCHUIIIIMHE UCHOIb3YeTCs CleAylolee
JMIIEH3UOHHOE MPOrpaMMHOE 0OecIieueHue:

Word,

Excel,

Power Point;
Adobe Photoshop;
Adobe Premiere;

Power DVD;



Media Player Classic.
10. OIMCAHUE MATEPUAJIBHO-TEXHUYECKOM BA3bl, HEOBXOIUMOM JIJIsI
OCYUWECTBJEHUSA OBPA3OBATEJIBHOI'O ITPOLHECCA ITO AUCHUIIVIMHE

JList IpoBeicHUS 3aHATUI 10 AUCHUIUIMHE «/loKyMeHTOBeAeHHe H 1eJI0NPOU3BOACTBO B
peKucCype TeaTpPaJM30BAHHBIX NpeACTaBJeHMD» 1O HampaBieHU0 noarotoBku 51.03.05
Pexmuccypa TeaTpaqM3OBaHHBIX NPEACTABICHUH W Tpa3gHUKOB, mpodwmib: Pexuccep
TeaTpaJIn30BaHHbIX IPEACTABICHUN M TNPA3JHUKOB HUMEETCs HeoOXoAumas MaTepHaibHO-
TEXHUYeCKas 0a3a, COOTBETCTBYIOLIAs JCHCTBYIOIIUM CAHUTApHBIM W MPOTHBOIIOKAPHBIM
IIPaBHJIaM U HOpMaM.

[TomemieHust AJiE CaMOCTOSITEIBHON Pa0OTHl OOYYArOMIMXCs OCHAIIEHBI KOMITBIOTEPHOM
TEXHUKOW C BO3MOKHOCTBIO TOJKIIOUeHUs K ceth "MHTepHeT" M oOecmedyeHbl JOCTYIIOM B
AIIEKTPOHHYIO WH()OPMAIIMOHHO-00pPa30BaTENLHYIO CPEAY OPTaHU3AIIH.

B ciydyae mpuMeHeHHs 3JEKTPOHHOTO OOYy4YeHHs, IMCTAHIIMOHHBIX 00pa3oBaTENbHBIX
TEXHOJIOTHIl TOMyCKaeTcs 3aMeHa CHeIMaIbHO 000PYAOBAHHBIX MOMELIEHUH UX BUPTYaIbHBIMU
aHaJIoTaMH, MO3BOJIAIONIMMH O0YYalOIUMCSI OCBaWBaTh YMEHUS U HABBIKH, IMPEIYCMOTPEHHBIC
pohecCuOHANBEHOM e TeNIbHOCTbIO.

B cmydae Hencmonb3oBaHHS B OpraHU3alMU  AJICKTPOHHO-OMOIMOTEYHON CHCTEMBI
(anekTpoHHOM OnOIMoTeKkn) OMOIMOTEUHBIN (DOHII YKOMILJICKTOBAH MEYATHBIMU M3IAHUSMH M3
pacuera 25 53K3EMIUIIPOB KaXJOTr0 W3 M3JaHUM OCHOBHOWM JIMTEPATYPhI, MEPEUYHCICHHON B
pabouux mporpamMmax TUCHUIUIMH, IPAaKTUK. WHCTHTYT obecrieueH HEOOXO0AUMBIM KOMIUIEKTOM
JHMLEH3HOHHOTO MPOTPaMMHOT0 00eCTIeYeHHsI, KOTOPBIH MOUIEKHUT €KETOJHOMY OOHOBIICHHIO.

OOyuaronmmMcst obecriedeH aocTyn (yOajJeHHBIH JOCTyI), B TOM 4YHCIE B Cllydae
IPUMEHEHHs 3JIEKTPOHHOTO OOY4YeHHs, IVCTAaHIMOHHBIX O0pa30BaTENbHBIX TEXHOJOTHU, K
COBPEMEHHBIM MPOPECCUOHATBLHBIM 0a3aM JaHHBIX U HH()OPMALMOHHBIM CIIPABOYHBIM CHCTEMaM,
COCTaB KOTOPBIX OIpenessieTcss B padouux MporpaMmax JUCHHUIUIAH M HOMJICKHUT €KETOTHOMY
OOHOBJIEHHIO.

OOyuaromuecs U3 4rciia JIUI ¢ OTPAaHUYCHHBIMU BO3MOKHOCTSIMU 3JI0POBbSI 00€CTICUCHBI
MEYaTHBIMU M 3JIEKTPOHHBIMH 00pa3oBaTelbHBIMU pecypcaMu B (opmax, aJanTHUPOBAHHBIX K
OTPAHUYEHUSIM UX 3]IOPOBBSL.

11. O6ecneuenue 00pa3oBaTEIbHOIO MPoOLECCA A5l JTUI ¢ OTPAHNYEHHBIMH BO3MOKHOCTSAIMH
310POBbSI M HHBAJIUAO0B (NIPU HAJIMYMH)

IIpu HeoOxomumocTu (NMpu HanmuuyuM 3asBieHHs oOyuatomerocss ¢ OB3) pabouas
nporpaMMa JUCIHILTMHBI MOKET OBITh aJanTUpoBaHa s obecriedeHHst 00pa30BaTELHOTO
npoliecca JIMIaM ¢ OTPaHUYEHHBIMU BO3MOXKHOCTSIMH 3710pOBbs. 1l 3TOro oT oOyuaromierocs
TpeOyeTcs TUNIHOE 3asBIeHUE (3asBJICHHE 3aKOHHOTO TIPEICTaBUTEIIA).

B 3axmouennn [IMIIK nomkHO OBITE TPOMHMCAHO:

* pekoMeHayeMas yaeOHas Harpy3ka Ha oOydaromierocsi (KOJIM4ecTBO JHEH B HENENI0, YacoB B
JICHB);

- 000pyZI0BaHNE TEXHUYECKUX YCIOBHUH (TIpU HEOOXOIUMOCTH);

* COMPOBOXKJICHHUE BO BpeMsl Y4eOHOTO mporiecca (Ipu HeOOXOIUMOCTH ),



OpraHm3anys TCUXOJIOrO-TIeIarOTHYeCKOr0 COMPOBOXKICHUE OOYYArOMIerocss ¢ yKa3zaHUEM
CHELHAIINCTOB.

JIJIs OCYIIEeCTBJICHHS MPOLEAYP TEKYIIEro KOHTPOJS YCIIEBAEMOCTH M MPOMEKYTOUHOM
aTTecTalny, O0yJarommxcs MpU HEOOXOJUMOCTH, MOTYT OBITh CO3JaHBbl (HDOHABI OIEHOYHBIX
CPEICTB, AaJalTHPOBAHHBIC JUIS JIMIl C OrPAHWYCHHBIMH BO3MOXKHOCTSMH 3JIOPOBbS U
MO3BOJIAIONINE OIICHUTh JOCTHKCHHE WMHU 3allJTAHUPOBAHHBIX B OCHOBHOW 00pa3oBaTelbHOMN
nporpaMMe pe3yiIbTaToB OOydYeHHsS W YPOBEHb C(HOPMHPOBAHHOCTH BCEX KOMIICTCHIIMIA,
3asIBJICHHBIX B 00pa30BaTEIIbLHON MporpamMmme.

dopma OpoBEAECHUS TEKYLIEH W MTOTOBOM arTecTalMy Ui JIML C OrpaHUYEHHBIMHU
BO3MOXXHOCTSIMU 3JI0OPOBBSl YCTAHABIMBACTCS C YYETOM HHAMBUAYAIbHBIX MCUXO(PHU3NYECKUX
ocobeHHocTeH (YCTHO, MUCbMEHHO (Ha Oymare, Ha KOMIIbIOTEpe), B (popMe TeCTUPOBAHUS U T.I1.).
[Ipy HEOOXOOUMOCTH CTYAEHTY MPENOCTABISAETCS OMOJHUTENIbHOE BpeMs Ui MOATOTOBKHU
OTBETA HA 3a4€TE WM DK3aMEHE.

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

OIIOIT mo wnampaBinenuto u npopmwmo noxarotroBku 51.03.05 Pexwuccypa TeaTpaln3oBaHHBIX
IIPEJICTaBICHUN U IPA3AHUKOB

CocTaBuTenu NporpaMMmbl:
IIpodeccop kadenpsr PTII, k.m.H. Komaposa M.B.
[Ipenonasarens kadeapsr PTII XKaBoponkosa C.B.

[Iporpamma onoOpeHa Ha 3acemanuu Kadenpsl Pexxuccypsl TeaTpann30BaHHBIX MPeICTaBICHUM

ot 15 utoHAa 2022 roaa, npotokon N 11



