DenepaibHOE TOCYIAPCTBEHHOE OKIZKEeTHOE 00pa30BaTe/ibHOE YUpexKIeHHe
BbICIIEr0 00Pa30BaAHUA
MockoBCKHii TOCyIapCTBEHHBIH HHCTUTYT KYJIbTYPbI

duauanar. Pazann

YTBEPXIEHO
Ipencenatens YMC

TeaTpaJIbHO-PeKUCcCEPCKOro pakyabTeTa

Kopoues B.B.

PABOYAS ITPOI'PAMMA JUCHHUIIVINHBI

JOKYMEHTOBEJAEHUME U JEJOITPON3BOJACTBO B PEXXUCCYPE
TEATPAJIN30BAHHBIX PEJACTABJIEHUN

HAIIPABJIEHHUE ITIOJJI'OTOBKHA

51.03.05 PEXKUCCYPA TEATPAJIN30BAHHBIX ITPEJICTABJIEHU 1
IIPA3/THUKOB

IMPO®UNJIIb ITOAT'OTOBKHA
PEXXMCCEP TEATPAJIM30BAHHBIX IMPEJICTABJIEHUN U TIPA3IHUKOB

KBAJIM®UKAILIMA BBIITYCKA
LAKAJIABP
OOPMA OBYYEHUA
OYHAZ, 3AO4YHAA

(PII] axanTHpoBaHa JJIsA JIMI]

C OTrpPAaHNYCHHBIMUA BO3MOKHOCTHMMU 310POBbHA U I/IHBﬂJ’[I/I}lOB)



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

npeacTaBjJeHuil» BXoAUT B coctaB bioka 1 «/Iucoumiauebl (Moayau) mo BbIOOPY» H
OTHOCHUTCS K 4YacTH, (opMupyeMOH ydyaCTHMKaMu OOpa30BaTENbHBIX OTHOLICHUH IO
HaIIpaBJICHUIO IOATOTOBKM Pexxnccypa TeaTpaJM30BaHHBIX IPEACTABICHUN W IPa3IHUKOB,
npoduib: Pexwuccep Tearpaau3oOBaHHBIX MPEACTABICHUNW | Tpa3aHUKOB.  Jucuwmimnaa
««JlokyMeHTOBeleHHe W  /1eJONPOM3BOACTBO B  peKUCCype  TeaTpaJTu30BAHHBIX
NpeACTABJIeHUI» M3ydaeTcs B 7 ceMecTpe O4Horo otneieHusi, B 10 cemectpe 3a04HOrO

OTACIICHUA.

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

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

OCHOBBI peXHCCYpPBl M MacTEpCTBA AaKTEpa, HMCTOPHUA M TEOpHUS IPa3JTHUYHON KyJIbTYPBI,
aKTepCKUN NCUXOTPeHUHT, Pu3ndeckas KyJnbTypa U cnopT (3JeKTUBHBIE Kypchl) CreHHueckoe
nBIOKeHUe, PedeBble TexHojormu —pexuccepa, Myssika B TII, Xopeorpapus B

TeaTpaln3oBaHHOM mnpenactasineHnu, Cuenorpagus, ['pum, CuenapHoe MactepcTBo, Pexuccypa



T€aTpaIN30BaHHBIX HpeI[CTaBJ'IeHI/Iﬁ U IIpasgHUKOB, MCETOJHKaA pa6OTBI C HCIIOJTHUTCIEM U

KOJIJICKTHBOM, MPaKTHKa Y4eOHas: 03HAaKOMUTENbHAs, IPaKTHKa Y4yeOHast: TBopUyecKas

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

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

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

HpOI/I3BO,Z[CTBeHHa$IZ TBOpUYCCKas, Focy;[apCTBeHHaﬂ 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)

Kon u MHuKaTophi IInanupyemsbie pe3yJbTaTbl 00y4eHHS,
HaumenoBanue . COOTHECEHHBbIEe c HHIMKATOpaMHu™*
KOMIIETEHII NI KOMICTCHIHH NOCTHKEHHUS KOMIIeTeHIH I
VYK-4 Cnocoben VK-4.1 3akiaroyaer 3HATE: OCHOBBI bi (21 (0):10)
OCYULIECTBIIATh KOHTPAKTBI c KOMMYHUKaIUH, 0COOEHHOCTH ee
JEIOBYIO MOAPATYUKAMU c OCYLIECTBIICHUS B YCTHOM "
KOMMYHHUKAIUIO COOMIOICHIEM NUCbMEHHOW (opMax Ha PYCcCKOM U
B YCTHOM M 3aKOHOJATEIbCTBA B UHOCTpaHHOM  (BIX) si3BIKE (ax). -
MIMCbMEHHOU 00JIaCTH  aBTOPCKOTO OCHOBHBIE THUIIBI
¢opmax Ha TOC.| mpaBa HOpM COBPEMEHHOT'0 pyccKoro
A3BIKE P® u JUTEPATypHOTO  SI3bIKA; OCOOEHHOCTH
MHOCTpaHHOM (BIX) | VK-4.2 Ywmeer COBPEMEHHBIX KOMMYHUKATUBHO-
sI3BIKE (aX). pabotath B KOMaHJE, NparMaTUYEeCKUX TPaBWJI U  DTUKHU
YIOPABJIATh KOMaHI0M pedeBoro oOIIeHus. - TpaBUiIa JIEJI0BOTO
ATUKETA U IPUEMBI COBEPLIEHCTBOBAHHUS
YK-4.3 BJIa/I€ET rojI0CO-peYeBOl TEXHUKH. - OCHOBHBIE
JIETTIOBOM MEXaHU3MBbI U
KOMMYHHUKAIIUEH, METO/IbI dbopMupoBaHUS MMHJIKA
COBPEMEHHBIMU JIEJIOBOTO YEJIOBEKA.




digital
UHCTPYMEHTAMHU  JJISt
KOMaHIHOH  paboThI

HaI
chepe KynbTyphl

OpOCKTaMHU B

VK-4.4 - Bnaneer
CHUCTEMOM HOPM
PYCCKOTO JTUTEPATYPHOTO
SI3bIKA, POJHOTO SI3bIKA U
HOPMaMHl HWHOCTPaHHOTO
(-p1x)  s3p1ka  (-OB);
CIIOCOOCH JIOTUYECKU U
rpaMMaTHYeCKH  BEPHO
CTPOUTH  YCTHYHO U
MUCHMEHHYIO PEUb

Ymern: Ocy1iecTBasITh JIEJIOBBIE

KOMMYHHUKAIIHIH, B YCTHOU U
NUCHbMEHHOW (opMax Ha PYCCKOM H
WHOCTPaHHOM  (BIX) (ax). -
OIICHUBATH s dexTuBHOCTH
oO1IeHusl, OTIpeNIeIIsist PUYHHEI

KOMMYHUKATHBHBIX YyJdad W HEyaday;

SA3BIKE
CTCIICHb

BBISIBIISITH M YCTPAHATH COOCTBEHHBIE
peveBbIe OLTHOKH. -

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

nepes  ayauTopueld,  OCYILECTBISATh
00paTHyIO CBSI3b c HEIO. -
aHAIM3UPOBATH LENH U 33/1a4M Ipolecca
oOLmIeHUsT B  Pa3IMYHBIX CUTYalUAX
podeCCHOHAIBHON KU3HH.

Baanern: Hasrikamu bi (21 (0):10)51

KOMMYHUKAI[UU B YCTHOM U IUCBMEHHOU
dopmMax Ha PYCCKOM M HWHOCTPAHHOM

(p1x) s3BIKE  (ax); -  crmocobamu
YCTaHOBJICHHS KOHTaKTOB u
NOJICP)KaHUsl  B3aMMOJCHUCTBUS B

YCIOBUSX TOJUKYJIBTYPHOR Cpelbl;
WHOCTPaHHBIM(MU)  SI3BIKOM(aMM) ISt
peanu3auuu npohecCHOHATBLHOM
JeATEIbHOCTH U B

CUTYAIIUSIX TIOBCETHEBHOTO OOIICHUSI.

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

[1K-6.1 - 3HAeT
QITOPUTM  CO3JaHUSA
YCHEIIHBIX TPOEKTOB
B cpepe KyIbTYpbI
[IK-6.2 - ymeer
pabortath c
JIOKYMEHTalUEei
MIPOEKTOB

[IK-6.3 — xoopauHHUpyeT

paboty co BCEMU
ciyxbaMu B paMKax
TBOPYECKO-
IMOCTaHOBOYHOM,

(uHAHCOBOH,

3HaTb: OCHOBHBIE TIOHSATUSI TBOPUYECKO-
IIPOU3BOJICTBEHHON JESATEIIbHOCTH
paOOTHUKOB  yUpEeXJICHHI

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

KYJIBbTYpHI;
TEXHOJIOTUHU TBOPYECKO-
IIPOU3BOJCTBEHHOMN JeATEIIbHOCTH

PabOTHUKOB YUPEKIACHUMN KYIbTYPHI.

YMmern: Brioenars rJIaBHOE u
BTOPOCTETICHHOE B TBOPYECKO-
HpOHSBOI[CTBGHHOfI NCATCIIBHOCTU
pabOTHUKOB  YUPESKIECHUN KYIBTYPHI;
JlaBaTh OLICHKY CIpYKTYypeE 51
COJIEPIKAHUIO pa3paboTaHHBIX

TBOPUYECKUX MPOEKTOB.




aIMHUHHUCTPATUBHO,
MapKETUHIOBOI
JIEATEIIbHOCTH
poArocepa
MEpONPUATHI

MAaCCOBBIX

Baanern: Hasrikamu IUIAHUPOBAHUSL
TBOPYECKO- MIPOU3BOACTBEHHOMN
NESTENIbHOCTH PAOOTHUKOB  YUPEKICHHIA
KyJbTYpbl;  OLICHOYHBIMM  CPEACTBAMH

CTPYKTYPHI U COAepkKaHHs pa3pabOTaHHBIX

TBOPYECKUX MPOEKTOB.

4. CTPYKTYPA U COAEPKXAHUE JUCHUIIVIMHBI (modyna)

4.1 O6vem oucyunaunst (Mo0yns)

O0beM (00mIasi TPyIOEMKOCTh) AUCHUILIMHBI «JlOKyMeHTOBeleHHe W 1eJONPOU3BOJACTBO B
pe:kuccype TeaTpajau30BaHHBIX NMpeACTABICHH» s 04HON GOPMBI O0yUEHUS COCTABISET 2
3.6., 72 aKkaJieMUYECKUX Yaca, U3 HHUX KOHTAaKTHBIX 34 akam4., CPC — 38 akam.u., dopmsl
KOHTpoJs 3aueT. s 3aouHON (hopMbl 00ydeHuss — 2 3.e., 72 aKaJeMHUYECKUX Yaca, U3 HUX
KOHTaKTHBIX 26 ak.uac., CPC — 46 akaz.4., GopMbl KOHTPOJIS 3a4eT.

4.2. Cmpykmypa oucyuniunsl 013 04HOU Popmbl 00yUeHUA.

@DopMBI  TEKYLIEro
Bust y4eOHOI paborer*, | KOHTPOJLA
BKJIIOYAs camocTosTeNbHyo | YCTIEBaeMoCTH (1o
paboty CTYICHTOB HeoelsaM cemecmpa)
U TpymoeMKocTh (B wyacax)/ ¢ dopma
Ka3aHUEM 3aHSATUH, POBOTUMBIX v
No y > TIPOBOTL IPOMEKYTOUHOM
Tema/Pazzen B MHTEPAKTHBHBIX popmMax ATTeCTAIHN (no
/T |AMCIMILTAHBI cemecmpam)
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Pazoen I. Cmpykmypa u ucxoouvie noHAmMUA 0€10NPOU3BO0CHEA
1 BBenenue (mpeamer, | 7 | 1 2 [IpakTuueckoe
coJiepKaHue, 3a/1aun 3a/laHue -
Kypca) Pa3paboTaTh cxeMmbr:
«/loxyMeHT u ero
2 JHenonpousBoactso, ero | 7 | 2 2 DyHKIHI,
3aKOHO/IaTeIbHOE " «Knaccuduxanms
HOPMAaTUBHOE IPABOBOE JIOKYMEHTOB TI0
pEryIHupOBaHHE. pU3HAKAM)
Hcropus
OTEYECTBEHHOTO
JIEJIONPOU3BOICTBA
3 JloxymeHT, ero|7 |2 1 2
byHKINH. Cucrema




JIOKYMEHTALWH.

Yuudpukanus u
CTaHIapTH3AIHS B
JIEJIONIPOU3BOICTBE.
Knaccudukanus
JOKYMEHTOB

Pazoen II. Tpebosanua
OOKYMEHMO06 6 meampanbHoil 0eameabHOCmu

K

ogopmaenuto  ynpasnenueckux

4 Obume  HOpMBI U |7 |2 1 ITpakThyecKoe
npaBmwia  odopmieHus 3a/1aHNe -
JOKYMEHTOB. SI3bIK W Odopmiienne
CTWIIb JIeIOBOTO TEKCTOB JOKYMEHTOB
JIOKYMEHTa

5 biranku 1OKyMEHTOB 7 12

6 @opmynsp JOKyMeHTa | 7 | 2 [IpakTueckoe
U €r0 COCTaBHBIE YaCTH 3agaHue - 0hOpPMUTH

CXEMBl ~ OCHOBHBIX

7 CocraBnenune nul7 |2 1

o0pa3ioB
odopmiieHre
YIIPABJICHYECKOU
JOKYMEHTaluu B cgepe
KYJIBTYpPbI

8 Odopmrnenue 7 12
OpraHU3alMOHHO-

IPaBOBBIX IOKYyMEHTOB

9 Odopmiienue 7 |12 1 [IpakTnueckoe
pacnopsaIuTeIbHbIX 3aJjaHKe -
JTIOKYMEHTOB Pazpaborare mpoext
YUPEKAECHUS KYIbTYPbI nprKa3a Ha J00YI0

TeMy

10 | Odopmiienne 7 12
nH(pOpMaIMOHHO-
CIPaBOYHBIX
JTIOKYMEHTOB

11 | HdenoBas u|7 |2 [IpakTrueckoe
KOMMepUecKast 3aJaHKe -
IepenucKa Hanucanue u

oopmienue
JIeTIOBOTO MMHChMa.

12 | Odpopmnenue 7 12 1 PaspaboTaTtb u
JTOKYMCHTOB o odopmuUTb
JUYHOMY COCTaBy no pTd)on Mo.

Pestome, moptdonmo
13 | IlogroroBska ul|7 |2




oOcyXHBaHUe

COBEILAHMI B

TE€ATPAIBHOMN

JEeSITEIIbBHOCTH

Paznean 111. Opzanuzayusa pabomer ¢c 0Ookymenmamu

14 | Joxymentoobopor wu |7 |2 1 2 Ilpaxmuueckoe
€ro  opraHuzanus B 3auamue -
YUPEXKJIEHUU KYIbTYpPbI CocTaButh

15 | Perucrpanus 7 |1 2 HOMCHIGIATYPY  ACH

OpTraHu3aIuu "
AOKYMCHTOB o0pa3ilbl OCHOBHBIX

16 | CocraBneHue 7 12 1 2 AOKYMCHTOB AT
HOMEHKJIATypbl JI€Nl U 1epenadun Ha
MOJATOTOBKA XpaHCHHUE B apXuB:
JOKYMEHTOB K CHaye B (opmy ommcwu, ymer-
apXuB 3aBCPUTCIIb.

17 | Texuuueckue cpencrtsa, | 7 | 2 2 Odopmuts
HCIIOJIb3YEMBIE B OCHOBHBIE  00pa3IIbl
JIEJIONPOU3BO/ICTBE. JIOKYMEHTOB
«1C:Teatp» — 310 uH(HOPMAaIIMOHHO-
MPOTPaMMHBINA MPOTYKT, MTOMCKOBOM CHCTEMBI
MpeaHa3HAYEHHbIN 15
ABTOMATU3AINH
yIpaBIeHUS
JESTEIIbHOCTBIO
YUPEXKIEHUS KYJIbTYpPbI

18 | Odopmnenue TpynoBeix | 7 | 2 1 2
OTHOILEHUN B
YUPEXKICHUAX
KYJIBTYPBI
3auem 26 8 38

Jlist 3a09HOM (hOPMBI 00yUEHUS
Buner yueOHO paboThI*, Popmsi - Texymero
BKJTIOYAsI CaMOCTOSITEIILHYIO KORTPOIA
No yCIIEBAEMOCTH (110
Tema/Pasnen padory CIYACHTOB | denan cemecmpa)
/0 | MCIIATUTHHEL U TpyIOeMKocTh (B wyacax)/ ¢

Cemectp

YKa3aHUEM 3aHATUH, TPOBOJUMBIX
B MHTEPAKTHBHBIX (hopMax

®dopma
MIPOMEKYTOUHOMU

aTTeCTaIluu (no
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Pazoen I. Cmpykmypa u ucxoouvie noHAmMUA 0€10NPOU3BO0CHEA
1 Beenenne  (mpeamer, | 10 | 1 2 [IpakTuueckoe
collepkaHue,  3aJauu 3a/laHue -
Kypca) Pa3paboTaTh cxembr:
«/loxyMeHT u ero
2 ﬂeHOHPOHSBOI{CTBO, 10 | 1 2 (bYHKI.[I/II/I»,
€ro 3aKOHOJATEJIbHOE U «Knaccuduxamms
HOPMaTHUBHOE MPaBOBOE JIOKYMEHTOB 10
peryinpoBaHue. IIpU3HaKaM»
Hcropus
OTEYECTBEHHOTO
JEJIONPOU3BO/ICTBA
3 JloxymeHT, ero | 10 | I 4
GyHKINH. Cucrema
JIOKYMEHTAI1H.
Yaudukamms u
CTaHapTU3AIA B
JIEJIONPOU3BO/ICTBE.
Knaccudukamms
JIOKyMEHTOB
Pazoen II. Tpeboeanus kK ogopmiaenuto  ynpasieHuecKux
OOKYMEHmMO08 6 meampanbHoil 0eameabHoCmu
4 OO0mue HOPMBI ullo|l 4
[IpakTueckoe
npaBuia odopMieHuUs
3a/1aHue -
JOKYMEHTOB. fI3bIK H
Odopmiienne
CTUJIb JICIIOBOTO
TEKCTOB JJOKYMEHTOB
JIOKyMEHTa
5 bnanku nokymeHTOB 10| 2 2
6 ®opmynsap nokymenta | 10 | 2 2 [IpakTrueckoe
U €r0 COCTaBHBIC YacTH 3amanue - ohopMHUTH
CXEMBI OCHOBHBIX
7 Cocranenue ul|l0|?2 2
00pasioB
odopmiieHne
YIPaBJICHUYECKON

JTIOKyMEHTaIuu B cepe




KYJIbTYpBI

8 Odopmnenue 10 | 2
OpraHU3aIMOHHO-

MPABOBBIX TJOKYMEHTOB

9 Odopmiienne 10 | 2 [IpakTuueckoe
pacnopsaUTeNbHBIX 3a/1aHue -
JIOKyMEHTOB Pazpaborare mpoekt
YUPEXKIEHUS KYJIbTYpPbI npruKaza Ha o0y

TeMy

10 | Odbopmiienne 10 | 2
nH(pOpMaIMOHHO-
CIIPABOYHBIX
JIOKyMEHTOB

11 | HdenoBas u|lo|2 [IpakTrueckoe
KOMMepuecKas 3a/1aHue -
TepenncKa Hanucanue

oopmienue
JIEIIOBOTO MHCHhMA.

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

Pestome, moptdonmo

13 | ITogroroBska ul|lo|l
o0cy>)KHBaHUe
COBEIIaHNHI B
TeaTpAIbHOMN
JESITEIIbHOCTH
Pasznean I11. Opeanuzayus pabomel c 0oKkymenmamu

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

15 | Peructpauus 10 | 1 HOMEHIIATYPY  AcT

OpraHu3aluu u
AOKYMCHTOB 00pasibl  OCHOBHBIX

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

17 | Texuuueckue cpeacrsa, | 10 | 1 Odopmutsb
UCTIONIb3YEMBIC B OCHOBHBIE  00pasIbl
JIEJIONPOU3BO/ICTBE. JIOKYMEHTOB
«1C:Tearp» — 310 nH(pOpMaIMOHHO-

MPOTPAMMHBIN




IIPOJYKT, IIOMCKOBOM CHCTEMBI
MpEeaHa3HAYEHHbIN 15
aBTOMAaTHU3aIuU
YIPaBJICHUS
JIeATEIIbHOCTHIO
YUPEXKACHUS KYJIbTYPhI

18 | Odopmiienne 10 | 1 2
TPYAOBBIX OTHOUIEHUI
B YUPEKICHUSIX
KYJIBTYPBI
3auem 10 | 26 46

4.3. Cooeporcanue pazoenos Oucyuniunbl

Pasznen 1. Cmpykmypa u ucxoouvie nonamus 0eaonpou3eoocmea

Tema 1. BBenenue

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

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

JlokyMeHT Kak OOBEKT H3y4eHHs JAOKYMEHTOBEIEHHUS U JeJOoNnpou3BOjCTBa. Poib
JOKYMEHTa B KU3HU 4elloBeKa U obmecTBa. CTaHOBIEHUE U Pa3BUTHE JTOKYMEHTOBEACHHS Kak
HAyYHOW JHCUUIUIMHBL. B3auMOCBSA3b JOKYMEHTOBEIEHHUS C JPYIHMMH YIPaBICHYECKUMU
TUCIUIUIMHAMU. PONb JOKYMEHTOBEIEHUS B COBEPIICHCTBOBAHMM TIPOIIECCOB YIIPABICHHUS.
HeoOxoaumMocTh perynnpoBaHus poiiecca J0KYMEHTOBEICHUS.

HopmatuBHo-nipaBoBas 6a3a menmonpousBoacTBa. denepanbHbiii 3aKk0H «O0 mHbOpMaIuy,
uH(popMaTu3zauud U 3ammre uHbopManum». ['ocyaapcTBeHHas cucTeMa JOKYMEHTAalMOHHOIO
obecrieuenus ympasienus (I'CAOVY). Enunas rocymapcTBeHHas CHUCTEMa JICIONPOM3BOJICTBA
(ET'CJl). CoBpemeHHBIE TOCYIAapCTBEHHBIC CTaHIAPTHl, YCTAaHABIMBAIOIIME TPEOOBaHUS K
opopmiienuro gokymeHToB ['ocymapctBennblii cranmapT (I'OCT). «Cuctema cTaHIapTOB IO
uH(popmaruy, OMOIMOTEYHOMY M HM3/IaTEeIhCKOMY JAely. YTpaBieHHe nokymMeHTtamu. OOmue
tpeboBanus. [OCT P UCO 15489-1-2007». 'OCT P 6.30-2003 «YHudummpoBaHHbIe CUCTEMBI
JOKyMeHTanuu. TpeboBaHus K 0(OPMIICHUIO TOKYMEHTOBY». OOIEpOCCUHCKUN K1acCu(pUKaTOp
YOPABICHUYECKON  JOKYMEHTALUU (OKY ). Yuudukanuss W CTaHmapTH3alus B
JIEJIONPOU3BO/ICTBE.

Hctopusi o0TedecTBEHHOro JAENONpOM3BOJCTBA. Jlemonpou3BoacTBO JlpeBHEpPYCCKOro
rocynapcrsa (X-XI, XI-XIV BB.). Jlenonpon3BoAcTBO JOPEBOIOLNOHHON Poccun:

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

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




CoBpeMeHHOE IeTIONPOU3BOICTBO U €T0 MPOOIEMBI.
Ilpakmuueckoe 3anamue

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

Tema 3. JlokyMeHT, ero pynknun. CucremMa J0KyMeHTalluu. Y HUPUKAUA 1
crangaprusanua. Kinaccudpukanus 10KkyMeHTOB

[Tonsitust «uHboOpManusa» U «IOKyMeHT». CBs3b MHGOpManuu U AokyMeHTa. DakTopsl,
BIIUSIOUINE HAa HHPOPMAIIMOHHYIO IEHHOCTh JOKYMEHTOB. 3aBUCUMOCTh IIEHHOCTH MH(OpMaLuu
OT TOJIHOTBI, 00BEKTUBHOCTH, JOCTOBEPHOCTH, CBOCBPEMEHHOCTH TMEPEIayy U IMOTYICHUS.

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

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

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

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

Paznen I1. Tpebosanusa k oghopmaenuto opzanu3zayuoHHoO-ynpasieH4ecKux 00KyMeHmog 6
YUpeKIeHHAX KYJIbTYPbI

Tema 1. O0mme HOPMBI U NPaBUIA 0(POPMIICHUS TOKYMEHTOB. SI3bIK M CTHJIb /1€J10BOr0
JOKYMEHTA

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

SI3BIK U CTHIB J1€70BOro JoKyMeHTa. OQopmiieHHEe TEKCTOB JOKYMEHTOB B aHKETHOW U
TpadapeTHbIX popmax.

HpaKmulleCKOB 3anamue

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

Bapuanr 1 Bapuanr 2




TO €CTh JIEPEBHS

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

U IIpoYHe TaK KakKk

rjaBa Hanpumep

IYHKT XapaKkTEepUCTUKA
HNOJAIYHKT UMEHU

ITYHKTHI UHCTUTYT

PUCYHOK MUJUTHAP]T

paszen MUJUINOH

CMOTpHUTE ThICSTYA
WJUTIOCTpALys py0Iib

KHUTa KBapTal

o0nacTb 4acThb

paloH riaBa

ropoa CTpaHuULa

ceno METp

MUJUTUMET] CaHTUMETP

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

npodeccop KaHIuAaT SKOHOMUUYECKUX HAYK
CTapIINii MpernoaaBaTelb CeKyHJa
3aBEYIOIINI rpamm

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

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

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

Tema 2. biiaHKH T0KYMEHTOB




[onsarue «Onank nokymeHTa». Bunpl 6mankoB. @opmatsl 6:1ankoB. CocraB OaHKa,
TIOPSIIOK PACIIONIOKEHHS PEKBHU3UTOB B OJ1aHKe. BlIaHKM ¢ yriIOBBIM M IEHTPUPOBAHHBIM
(TPOJOIABHBIM) PACTIONOKEHUEM PEKBU3UTOB. biiaHku ¢ n300pakeHueM rocy1apCTBEHHOTO
repOa u repOa cyonrekToB Poccuiickoit @enepanun. TpeOGoBaHMS K N3TOTOBICHHUIO OJIAHKOB.

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

HpaKm uueckKoe 3anamue

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

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

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

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

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

[Tonsitue «pexkBu3uT». COCTaB M pacHoOKEHNUE PEKBU3UTOB.

CripaBouHble JaHHbIE 00 aBTOpE JOKYMEHTA, UX COCTaB U pa3MeEIlICHUE.

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

OcobeHHOCTH aapecoBaHus JTOKyMeHTOB. OTpaxkeHue cdepsl AeicTBUS JOKYMEHTA B €ro
aapecare. [lopsimok odopmieHHus [OKyMEHTa C HECKOJbKUMHU ajapecaramu. [lopsamox
o OopMIICHHUS TTOYTOBOTO ajpeca.

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

Ha3nauenne mnonanucanuss JokyMeHTOB. [IpaBuiia moimuicu AOKYMEHTOB pPAa3IMYHBIX
kareropuii. Mecto noanucu B GopMyIsipe TOKyMEHTA.

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

YTBepxkaenue nokyMeHTOB. CocTaB rpuda yTBepXKIEHHUS, MOPSINOK €ro OQOpMIICHHUS,
MecTO B (hopMyIisipe JOKyMEHTa.

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

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

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

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

Hpakmulteame 3anamue

ITouck omub0OK B OGOPMIIEHUH TMPEICTABICHHBIX MpPENoJaBaTeNieM TOKYMEHTOB.
JloGaBneHre HeAOCTAIOMMX PEKBU3UTOB. OPOpMUTE 00pa3libl JOKYMEHTOB C YKa3aHUEM B HUX
PEKBU3HUTOB U TPUGOB.



dopMa BEITOJTHEHHS K 3aJIaHHUIO: MPOCKTHI PA3JIMYHBIX BUJOB JOKYMCHTOB.

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

Tema 4. CocTraBiieHue u opopmiieHHe YIIPABJIeHYECKOM JOKYMEHTAIMM B TeaTpe

dopmaT IeI0BBIX JOKYMEHTOB. SI3BIK M CTHIIb JEIIOBOTO JOKYMEHTA. DTaIlbl MOATOTOBKH
pa3IM4YHBIX BUAOB JOKYMEHTOB. [lO[IMHHWK, KOMUS W AyOnHMKar JOKyMeHTa. THIWYHBIE
OIMOKY TPH COCTaBIEHUH (hpa3 U MPEIJIOKEHUHN CITYKEOHBIX JOKYMEHTOB.

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

Tema 5. OpopmieHne OpraHM3aMOHHO-NIPABOBLIX IOKYMEHTOB B TeaTpe

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

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

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

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

Tema 6. OpopMieHue pacnopsauTeNbHBIX JOKYMEHTOB

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

HpaKm uueckKoe 3anamue

Pazpaborate mpoekr mpukaza Ha OO0y TeMy (O TOATOTOBKE K CIEKTaKIo, 00
YTBEPKACHUH pEerNepTyapa, 0 IPEeMUPOBAHUH UM 0J1aro1apHOCTH, O IPOBEICHUH KOHKYPCA).



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

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

dopMa BEITTOTHEHHUS K 3aJIaHHIO: IMPOCKTHI PA3JIMYHBIX BUAOB JOKYMCHTOB.

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

Tema 7. Opopmienue nHGOPMANMOHHO-CIIPABOYHBIX IOKYMEHTOB

[Tonatue, BUIBI M Ha3HAUCHUE HH(POPMAITMOHHO-CIPABOYHBIX JIOKYMEHTOB B TeaTpe.
HopmartuBHble TpeOGoBaHUS K cocTaBiieHHIO U odopmiieHuio akta. OdopmieHue mpoToKoia.
OdopmieHune mOKIaTHON, CITYy)KeOHONH M OO0BSICHUTEIBHON 3anmucok. OdopmileHHe TeJerpaMm,
teneoHorpamm, Tenekca, hakca. Odopmienue aduil, nporpaMMoK, OUIIETOB.

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

Hanucate noknmagHyo u OOBSICHUTENBHYIO 3alUCKy JIFOOOrO Xapakrtepa (Hampumep, o
pa3paboTke OM3HEC-TIIaHa).

CocTaBuTh MPOrpaMKy U TeaTpaIbHYIO aUIILy CIIEKTAKJIS.

Tema 8. /le1oBasi 1 KOMMepUYecKasi epPeNnnucKa B yUpEKICHUH KYJIbTypPbl

PexBusutel muchma. bnank mnucekMa. Yactu AenNOBOrOo MmMUChbMa W MX PACIOIOKEHUE.
OcobeHHocTH yKa3zaHus aapeca, 0003HaueHus aat u T.4. [locTpoeHne TekcTa JemoBoro muchMa.
SI3BIK ¥ CTUJIb JIETIOBBIX MUCEM. DTUKET B JIEIOBOM MEPETIHCKE.

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

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

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

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

dopMbI KOMMEpPUYECKOW KOppecrnoHACHIIMH. DOpMbI KOHTPAKTOB M CTaHIApTHHIC (Ppass
COTJIAIICHUH.



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

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

[Ipecc-penu3 kak pa3HOBUAHOCTH JCIIOBOM TMepenucku. TpeboBaHus K OGOPMIICHHIO
KOHBEPTOB.

HpaKm uueckKoe 3anamue

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

Pa3zpaboTare NMpoEKT [el0BOr0 MHUChMa Ha JIOOYI0 TeMy: MpUTJalleHHe Ha CIIEKTaKIIb,
3arpoc, pekjaMmanusi, NpeaoKeHne, U3BEIICHNE, MO3paBiIeHne, peKJIaMHoe, 0JarogapHoOCTh,
rpamora (ecTuBai-KOHKypca, MHPOPMALIMOHHOE, TApaHTUIHHOE U T.1.

dopMa BEITTOTHEHHUS K 3aJIaHHIO: IMPOCKT ACIIOBOIO MUChbMa.

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

Tema 9. OdpopMieHHe TOKYMEHTOB 110 JINYHOMY COCTABY

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

HpaKm uueckKoe 3anamue

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

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

Hanucatp xapakTepucTuKy Ha JH000T0 U3 CTYIEHTOB TPYIIIIHI.

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



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

HpakmulteCKoe 3anamue
CocTaBuTh IJ1aH MMOATOTOBKHU K COBCIIIAHUIO.

Pazpabotars MpoeKT MPOTOKOJIA 3aceIaHMsl.

Pasznea III. Opeanuzauua pabomel ¢c 0oKymenmamu
Tema 1. JIoKyMeHTOOOOPOT U €ro OPraHu3alus B YUPEKICHUU KYJIbTYPhI

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

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

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

Hpaxmuqeacoe 3aHamue

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

Tema 2. Peructpanusi 10KyMeHTOB

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

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

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

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




Tema 3. CocraBiieHHe HOMEHKJIATYPbI JeJ M MOANOTOBKA JOKYMEHTOB K clade B
apxuB

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

HpaKmulleCKOB 3anamue

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

dopMa BEITTOTHEHHUS K 3aJIaHHIO: HOMCHKIJIaTypa ACJI

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

Tema 4. Texuuueckue cpecTBa, HCNOJAb3yeMble B 1€JIONPOU3BOICTBE

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

Cucrema DJIEKTPOHHOTO JIOKYMEHTOOOOpOTa KaK WHCTPYMEHT sl 3(h(PEeKTUBHOTO
YIPaBJICHUS OpraHu3aIiel. DIEKTPOHHAs MOYTa M CUCTEMbl MTHOBEHHBIX cooOmIeHui. O030p
pecypcoB  MHTEPHET: pemo-Bepcun cucTeM aBTOMATH3allMU  JIEJONPOM3BOJICTBA U
nokymeHToo0opoTa. Mcnonb3oBanue snekTporHHor noamucu. «1C:Teatp» — 3T0 mporpaMMHBIA
OPOAYKT, MpeJHa3HAYCHHBIN [JIs aBTOMATH3allMU YIPAaBIEHUS JAEATEIbHOCTHIO TEaTpaibHOIO
yupexaeHus. KoMIiekcHbIl MoAXo0/1, pealn30BaHHbIM B IporpaMMme, MO3BOJISET MCIOJIb30BATh
ee JUIsl OCYIIECTBIICHUSI XY/I0)KECTBEHHOTO PYKOBOJCTBA TeaTpa, PYKOBOJICTBA MOCTAHOBOYHOM
YacThl0, MPOU3BOJCTBEHHBIMU MACTEPCKUMH, IS (PHHAHCOBO-3KOHOMHYECKOTO YIIPaBJICHMUS,
ynpaBieHus Kagpamu. HopMaTuBHO-IpaBOBOE U METOAMYECKOE OOecrieueHrne KOPIOpaTUBHOIO
JIOKyMEHTO000pOTA.

Hpaxmuqeacoe 3aHamue

Odopmuth OCHOBHBIE O0paslbl JOKYMEHTOB HWH()OPMAIMOHHO-TIONCKOBON CHCTEMBI.
[Toznakomutbcsi co cnpaBouyHo mnporpammor «lC:Tearp». OtnpaBka 3JIE€KTPOHHBIX
JIOKYMEHTOB.

Tema O¢popmiieHHe TPYA0BBIX OTHOIICHH

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

HpaKmulleCKOB 3anamue



PaccMmoTpeTh TpyIOBYIO IESTEFHOCTh apTUCTA XYA0KECTBEHHOTO KOJUIeKTHBA. COCTaBUTh
JOJKHOCTHYIO MHCTPYKIUIO pabOTHHKA (PYKOBOIUTEINS JTHOOUTEIHCKOTO TeaTrpa, TBOPUECKOTO
KOJUICKTHBA, aKTepa, apTHUCTA).

1

5. OBPA3OBATEJIbHBIE TEXHOJIOT UA!

Ne Bunbi yueOHbIX|O0pa3oBaTebHbIC
HaumeHoBaHue pa3jaesa .
n/n 3aHATHI TeXHOJIOTHH
1 2 3 4
1 |BBenenue (mpeamer, coaepkaHue,|/lexyus Besoounas nexuus
3aJ1a4M Kypca)
CamocmosmenvHas
paboma
2 | denonpou3BoJCTBO, ero [/lexyus [TpakTHdeckoe 3aHATHE
3aKOHOJATETFHOE W HOPMATHBHOE Wi/ W TPaKTUIECKOe
CamocmosmenvHas
mpaBoBoe perynupoBanue. Vcropus 6 3aJlaHue
aboma
OTEYECTBEHHOT'O JENONMPON3BOACTBA P
3 |Hdokyment, ero d¢yakuun. Cucremal|/lexyus [IpakTrueckoe 3aHsiTHE
JOKYMEHTAI1H. Yuudukauus u w1/ W TMpaKTUYECKoe
Camocmosmenvras
CTAaHJAPTH3ALMA B AENONPOM3BOACTEE.| 3aJlaHue
aboma
Knaccudukanus 1okyMeHTOB P
4 |O6mue HOpMBI U TipaBmiia oopmiteHUs [Jlexyus [IpakTrueckoe 3aHsATHE
JOKYMEHTOB. SI3bIK M CTWIb JEJI0BOTO win/ W TMpaKTUUYECKoe
CamocmosmenvHas
JOKYMEHTA 3a/laHne
paboma
5 |bnaHKu JOKYMEHTOB Jlexyus [IpakTrueckoe 3aHsiTHE
U/ W TPaKTUYECKOe
CamocmosmenvHas
3a/laHue
paboma
6 |Dopmynsip TOKyMEHTa U €ro COCTaBHbIe |/lekyus [TpakTHdeckoe 3aHsATHE
[ Wi/ U TPaKTHYECKOE
CamocmosmenvHas
3aJlaHue
paboma
7 |CocraBnenue u otopmnenue|Jlexyus IIpakTueckoe 3aHsATHE
VIOpaBIEHYECKOW  JOKYMEHTAIlMH B Wi/ W TPaKTUIECKOoe
CamocmosmenvHas
cdhepe KyIbTyphl 3a/1aHne
paboma
8 |Odopmienue OpraHu3alMOHHO- |/IeKkyus
MIPABOBBIX TOKYMEHTOB
CamocmosmenvHas




paboma
9 |Odopmnenue pactopsiANTENbHBIX |Jlekyus
JOKYMEHTOB YUPEKICHUS KYITbTYPHI
Camocmosmenvras
paboma
10 |Odopmnenue uHopmMaImoHHo-|/lexyus [IpakTrueckoe 3aHsATHE
CIPAaBOYHBIX IOKYMEHTOB w1/ W TMpaKTUYECKoe
CamocmosmenvHas
3a/laHue
paboma
11 |[enoBas u kommepueckas nepenucka |Jlexyus [IpakTrueckoe 3aHsiTHE
W/ W TPaKTUYECKOe
CamocmosmenvHas
3a/laHue
paboma
12 |OdopmiieHue TOKYMEHTOB 10 JTUYHOMY |Jlexkyusl IIpakTueckoe 3aHsATHE
cocraBy Pestome, mopTdonmo Wi/ W TPaKTUYECKOe
CamocmosmenvHas
3a/laHue
paboma
13 |IToaroroska 51 oOcnyxuBanue |/lexyust IIpakTueckoe 3aHsATHE
COBELAHUI B TE€ATPAIBHOMN Wi/ W TPaKTUIECKOe
CamocmosmenvHas
NesITeIbHOCTH 3aJlaHue
paboma
14 |1lokymMeHTOOOOPOT U ero opranusauus|/Iexyus
B YUPEXKJIECHUHU KYIbTYPHI
Camocmosmenvras
paboma
15 |Perucrpanusi 1OKyMEHTOB Jlexyus [IpakTrueckoe 3aHsiTHE
Wi/ U TPaKTHYECKOE
CamocmosmenvHas
3aJlaHue
paboma
16 |CocraBieHne HOMEHKIATypsl aAen H|J/lexyus IIpakTrueckoe 3aHsATHE
MOATOTOBKA JOKYMEHTOB K cCJade B Wi/ W TPaKTUIECKOe
CamocmosmenvHas
apxuB 3aJlaHue
paboma
17 |TexHuueckue cpencTsa, UCIONb3yeMble |/lexyus
B nenonpousBoactse. «1C:Tearp» — 310
HpOrpaMMHBLTi HPOYKT Camocmosmenvras
. '|paboma
MpeIHa3HAYEHHBIA I aBTOMAaTU3allun
yIpaBIeHUS JESTEIIbHOCTBIO
YUPEXKIEHUS KYIbTYpPbI
18 |OdopmieHue TpyaOBBIX OTHOIICHUH B|/lexyus [IpakTrueckoe 3aHsATHE
YUPEKICHUAX KYIbTYPhI w1/ W TMpaKkTUYECKoe
Camocmosmenvras
3aJjaHue
paboma

6. OHEHOYHBIE CPEACTBA JJI51 TEKYIIEI'O KOHTPOJIsSI YCHEBAEMOCTH,
IMPOMEXYTOYHOU ATTECTAIIUUA 110 U'TOI'AM OCBOEHUA TUCHUITJINHBI




Texymmuii KOHTPOJIb BBITOJTHEHUS 3aJaHui  (KOHTPOIb (OPMUpOBAHUS KOMIIETEHIIN)
OCYIIECTBIISIETCSl PETyJIspHO, HAuWHAs C TEPBOM Hemenw ceMecTpa (BXOISIIMA KOHTPOJb).
Kontponb ¥ olleHMBaHUWE BBINOJIHEHUS TaKUX 3aJaHUM KaK SBISIIOTCA TMPAKTUYECKOMN
MOArOTOBKOM K 3alllMTe Ha 3a4eT. TeKyIHMil KOHTPOJIb OCBOCHHS OTIEIbHBIX pa3JeioB
JUCIUIUIMHBL OCYHIECTBIISIETCS MPH TOMOIIM BBIMOJIHEHUS MPOEKTHO-IOKYMEHTOBEIYECKIX
3aganuil. CuctemMa TEKYIIEro KOHTPOJS YCIEBAEMOCTHU CIIYXKUT HE TOJIBKO OIIEHKE YpPOBHS
KOMITIETEHTHOCTHOM MOJATrOTOBKM OO0YdYarollerocs M CHOCOOCTBYeT B JajibHeEWIIeM Haubosee
KayeCTBEHHOMY M OOBEKTUBHOMY OIICHMBAHHIO €r0 B XOJIe IPOMEXKYTOUYHOM aTrTecTanuu, HO U

CaMOOIIEHKE 00yUaloIerocs, CTUMYJIHUPYsI €r0 YCUIIHSL.

[IpomexxyTouHasi aTTecTanus 1Mo AUCHUIUIMHE «/loKyMeHTOBeleHHe M /1eJI0NPOU3BOACTBO B
pexknccype TeaTpaju30BaHHBIX NpeacTaBjdeHuil» mnpoBoautcs B Gopme 3auera. CTyAeHTHI

OTBEYAIOT Ha BOIIPOCHI OMIIETA.

6.1. Kpumepuu ouenku pe3yibmamoe no OucCyuniuHe

Ouenka no Kpurepun oneHKHd pe3yJibTaTOB 00y4eHH sl M0 IUCIUIINHE

AUCHHUIIJINHE

«OTIIMYHOY/ BricraBnsercs obOyyJaromemycs, eciu KOMITETEHIHSI(UHN),
3aKperuieHHas 3a AUCIUIUIMHOM, copMupoBaHa (10 WHIUKATOpam/
pesyibpTaTaM 00y4deHus B ¢Gopmare 3HAaTb-yMETh-BIAJCTh) B IMOJHOM
o0BEME Ha YPOBHE «BBICOKHI», U OOYYAIOIIUNCS JEMOHCTPUPYET KaK
pe3yiabTaT O6yquHﬂ CJICAYIOIUC 3HaHWA, YMCHUA W HABBIKU!
oOydatomuiicss TIyOOKO ¥ TIPOYHO YCBOMJI TEOPETUUYECKUU U
IIPAaKTUYECKUM MaTepuall, MPOAEMOHCTPUPOBAI 3TO Ha 3aHATHUAX U B
XO07Ie TPOMEKYTOUYHOM aTTECTAIIHH.

«3a4YTCHO

OOyuaromuiicsi MCYEPIBIBAIONIE M JIOTHYECKH CTPOWHO H3JIaraet
y4eOHBIA MaTepuana, yMeeT CO4YeTaTb TEOPUI0 C MPAKTHKOM,
CIPABIISIETCS C peuleHreM 3a1a4 IpodhecCHOHATBFHON HaNpaBIE€HHOCTH
BBICOKOT'O YPOBHSI CIIO)KHOCTH, MPaBUILHO OOOCHOBBIBAE€T NMPUHSATHIC
peieHus.

CBoOonHO opHeHTUpyeTcs B y4eOHOW H  mpodeccHOHaNbHOM
JaUTEpaType.

OneHka MO OUCHUIUIMHE BBICTABISIIOTCS OOydaromeMmycsi ¢ Y4€Tom
pe3yJIbTaTOB TEKYILEW U IPOMEKYTOUYHOM aTTECTALMH.

«XOpOLIOY/ BricTaBiasercs oOyd4aroleMycsl, €ClIM OH 3HAeT TEOPETHUECKHH U
yq yed,

MPAKTUYECKUA MaTepuai, TPaMOTHO U IO CYIIECTBY HM3JIaraeT €ro Ha

3aHATUSAX M B XOJ€ MPOMEXKYTOYHOM arTecTaluu, HE JomycKas

CYIIIECTBEHHBIX HETOYHOCTEH.

«3a4YTCHO

OOyuaromuiics NpPaBUIBLHO MPUMEHSAET TEOPETUUYECKHE TOJOKEHUS
NpU  pEeHIeHHH  IPAKTHUYECKHUX 3aja4  mpodeccroHalbHOM




Onenka o

AUCHHUIIJINHE

Kputepuu onenku pe3yibTaToB 00y4eHHs 110 AUCHHUILINHE

HaIpaBJIEHHOCTH pasHoro YpOBHS CJI0OHOCTH, BJIa/ICET
HEOOXOIMMBIMH ISl 5TOTO HaBBIKAMU U TIPUEMAMHU.

JlocTaTOYHO XOPOIIIO OPHEHTUPYETCS B yUeOHOU U IPO(heCCHOHATLHOM
JTUTEeparype.

OneHka MO OUCHUIUIMHE BBICTABISIIOTCS OOydaromeMmycsi ¢ Y4€Tom
pe3yJIbTaTOB TEKYILEW U IPOMEKYTOUYHOM aTTECTALUH.

Komnerenuu, 3akperyi€HHble 3a TUCHMIUIMHOM, cCPOpMHUpOBaHBI Ha
YPOBHE «XOPOUIUIAY.

«yJIOBJIETBOPUTEITH
HOY/

«3a4YTCHO

BricraBnsercss oOywaromemMycsi, €Clii OH 3HaeT Ha 0a30BOM YypOBHE
TEOPETHYECKUI W TMPAKTHYECKHH MaTepHual, JIOMYyCKAaeT OT/ACIbHbIC
OIMOKH MPH €ro M3JI0KEHUU Ha 3aHATHSIX U B XOJI€ TIPOMEKYTOUHOU
arTTecTaluu.

OOyuaronuiicss  WCHBITBIBACT  OINpeNeNEHHBIE  3aTPYAHEHUS B
NPUMEHEHUH  TEOPETHMYECKMX  TIOJOKEHUH  IpuU  pELICHHH
IIPaKTUYECKHUX 3a1a4y npogeccuoHaTbHON HaIpPaBJIEHHOCTH
CTaHJAPTHOTO YPOBHS CIOXKHOCTH, BJaJieeT HEOOXOIMMBIMH ISl 3TOTO
0a30BbIMU HaBBIKAMU M IIPUEMAMH.

JIeMOHCTpUpYET TOCTATOYHBIH YPOBEHb 3HAHUS YYCOHOU JTUTEPATYPHI
10 AUCHUIIIINHE.

OneHka MO JUCHUIUIMHE BBICTABISIOTCS OOydYaromeMmycs ¢ y4€ToM
pe3yJbTaTOB TEKYILEH U MPOMEXYTOUHOM aTTECTAIUH.

Komnerenmuu, 3akpervi€HHbIE 3a JUCHUILUIMHON, cOpMUPOBAHbI Ha
YPOBHE «IOCTAaTOYHBIIN.

«HEYIOBIIETBOPUTE
JIHOY/

HC 3a4TCHO

BricraBisiercs o0ydaromemMycsi, €clid OH He 3HaeT Ha 0a30BOM YpOBHE
TEOPETUYECKH W TIPAaKTUYECKUH Marepuan, JONMyCKaeT Trpyoble
OLIMOKH MPU €ro M3JI0KEHUU Ha 3aHATUSAX U B XOJ€ MPOMEXYTOUHOU
aTTECTallUN.

OOyyarolmuiicsi UCIBITHIBAET CEPHE3HBIE 3aTPYJHEHUSI B NPHUMEHEHUU
TEOPETUYECKUX IMOJIOKEHUH IIPY PEIICHUU TNPAKTUYECKHUX 3a1a4
npo(ecCHOHAIbHOM  HANpPaBIEHHOCTH  CTAHAAPTHOIO  YPOBHS
CIIOKHOCTH, HE BJaJeeT HEOOXOAMMBIMH JUIS 3TOrO HAaBBIKAMH H
IPUEMAMH.

JleMoHCTpHpYyeT (pparMeHTapHble 3HaHUA Y4eOHOW JIUTepaTyphl IO
JUCLUIITIUHE.

OneHka Mo JIUCHUIUIMHE BBICTABIAETCS OOydaroleMycs ¢ Y4EToM
pe3yJIbTaTOB TEKYILEW U IPOMEKYTOUYHON aTTECTALUH.

KoMmnereHniun Ha ypoOBHE <JIOCTaTOYHBII), 3aKpeIJIEHHBIE 32
JUCLUIUIMHON, HE CHOPMHUPOBAHBI.




6.2. Ouenounvie cpeocmea (mamepuaivl) 01 MmMeEKYUE20 KOHMPOIA YCHEBAEMOCHIU,

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

JeJIONPOU3BOACTBO B Pe:KMCCYpPe TeaTPAJIN30BAHHBIX MPeACTABICHUI.

IIpomesicymounas ammecmayus no OUCYUnIuUHe — 3auem — npoxooum 6 ghopmame omeemos
Ha eonpocwl. [Ipumepnulii nepeuerb 6ONpPocos Kk 3auemy

1.

A Al

15

17.

18.
19.
20.
21.
22.
23.
24.

25

31

32.
33.
34.
35.
36.
37.

38.

HazoBure TpeboBaHUS K COCTAaBICHUIO B O(GOPMIICHUIO OOBSICHUTENBHBIX U JTOKIAIHBIX
3aITUCOK.

HazoBure TpeGoBaHMs K COCTaBICHUIO  0(OPMIICHHUIO CIIPABOK.

HazoBuTte TpeboBaHuUs K COCTABIECHUIO U O(DOPMIICHHIO aKTa.

Ha3zoBute TpeboBaHUS K COCTABICHUIO U O()OPMIICHUIO TPOTOKOJIA.

HazoBuTte TpeboBaHuUs K COCTABICHUIO U O(DOPMIICHHIO TEIETPaAMM.

HazoBure TpeGoBaHMsI K COCTaBICHUIO U OOPMIICHHIO IETIOBOTO MTUChMA.

Kax odopmiisercss COBMECTHOE TTHCHMO JIBYX OpraHu3aIiuii?

B yem 0coOeHHOCTB SI3bIKa U CTHIIS CITYKEOHBIX JTOKYMEHTOB?

[epeuncnure pa3HOBUIHOCTH TTHCEM.

. Buzasl muceM 1o conepkaHuI0 U Ha3HAYCHUIO.
11.
12.
13.
14.

«Cuenapuii» NOATOTOBKU COBEIIAHUA.

Kakune 1oxymMeHThI CO3/1at0TCs B IIPOLIECCE MOATOTOBKH COBEIIAHMS?

KT0o MOkeT paboTarh ¢ TOKyMEHTaMH, COICPKAITUMH KOMMEPUYECKYIO TalHy?
JlaiiTe onpeeieHre MOHATUS «TOKYMEHTO000POT».

. [lepeuncnure sTanbl ABMKEHUS U TIOPAIOK 00pabOTKH TOKYMEHTOB.
16.

Kakoif HOpPMATHUBHBIN [TOKYMEHT OMpENENseT MOPSIO0K pabOThl ¢ JOKyMEHTaMU B
opranu3anuu’?

[lepeuncnure  ocHOBHbIE ~ (QYHKIMM W 3aJa4dl  TMOAPA3NCICHUA  CITYXKObI
JIEJIONPOU3BO/ICTBA.

KaxkoBa posib cekperapsi B CTpYKType YIPaBJICHUS ASIONPOU3BOACTBOM?

KakoBa cTpykTypa ciyx0bl JOKYMEHTAIIHOHHOTO O0ecTieueHus yIpaBieHus ?

Kak peructpupyrorcs mpoTOKOIIBI COOpaHUM 1 3aceaHus KOJICKTUBA?

Kak ncuncnsercs cpok HCIIOJIHEHUS TOKYMEHTOB?

Uto Takoe HOMEHKIIaTypa aen?

Kewm yTBepxkmaaeTcsi cCBOOOIHAass HOMEHKIIATypa JIeJl OpraHu3amum?

I'me momemaroTcst mpUKa3bl O IpUeMe, YBOJIbHEHHH paboTHUKA?

. Kak cucremMatusupyoTcst TOKyMEHTHI B HOMEHKJIAType J1ei?
26.
27.
28.
29.
30.
.Ilpu peructpauuu Kakoro IOKyMEHTa JaTy pPETUCTPAlUUd YKa3blBalOT B JEHb €ro

Kak npoucxoaur xpaHeHue u rnepenaya 1 B apXus?

C KakuM TOKyMEHTaMH MpHU TIpremMe Ha paboTy Bac momkHBI 03HAKOMUTH?
[epeuncanre JOKYMEHTHI IO JMYHOMY COCTaBY U IPaBUiIa UX OPOPMIICHHS.
Kem ycTaHaBnmBaroTCsl HHAMBUIyalbHbIE CPOKU UCIIOIHEHUS IOKYMEHTOB?
KakoBbl hopMmbl peructpanuu 10KyMeHToB B Poccun?

MOAMUCaHusd?

Kak onpenenuth Cpok XpaHeHUsI JOKYMEHTa?

UYrto Takoe 371€KTPOHHBIA JOKYMEHT?

YTto Takoe NMEKTPOHHBIN JOKYMEHTOOOOPOT M KaKOBa €ro POJIb B ICTOTPOU3BOICTBE?
Kakue cymecTByroT CHCTEMBI aBTOMATH3AINH JIEIOMPOU3BOJICTBA M IOKyMEHTO000poTa?
Kakue cripaBouHbI€ TpOrpaMMBbl 1€I0NPOU3BOICTBA Bl 3HAETE?

[Tepeuncnure MOJIOKUTEIbHBIE CTOPOHBI BHEJIpEHUS KOPIOPAaTUBHOTO
JTIOKYMEHTO000POTA.

Kak npoucxoaut obecriedeHre COXpaHHOCTH M IOCTYITHOCTHU AJIEKTPOHHBIX TOKYMEHTOB?



39. KakuMu myTsMM JOKYMEHTBl MOTYT IIOCTyHaTb B aBTOMAaTHU3MPOBAHHYI CHUCTEMY
JIETTONPOU3BOICTBA?
40. Jlns yero Hy>)KHa aHTUBUpPYCHAs 3amura’?
3auem opuenmupoean Ha NpoGepKy cQOPMUPOBAHHOCMU KOHKPEMHbIX KOMNEeMeHYUll, MmaKux
kax 3HaTh OCHOBBI JI€IOBOM KOMMYHMKAIIUH, OCOOEHHOCTH €€ OCYILECTBIIEHUS; 0COOEHHOCTH
COBPEMEHHBIX KOMMYHUKATUBHO-IIParMaTU4YE€CKUX MPAaBUI M OSTHKH PEUYEBOrO OOLICHMS.
OCHOBHBIE MEXaHU3MBI 1 METOABI (POPMHUPOBAHUS UMUK JETIOBOTO YEIOBEKA.

OcCyIecTBISTh ENOBbIe KOMMYHUKAIIUY, aHAIM3UPOBATH IENH U 3aJa4u Ipolecca OOIEeHUs B
Pa3IUYHBIX CUTYalUAX NPOodeCCHOHATBHON KU3HU.

3HaTh OCHOBHbBIE IIOHATUS TBOPYECKO- MPOM3BOJICTBEHHON JEATENBHOCTH PaOOTHUKOB
YUPEKACHUN KyJIbTYpbl, OCHOBHBIC II€NH, 3aJaud, BHUJbI, (OPMBI, TEXHOJIOTHH TBOPUYECKO-
IPOM3BOJICTBEHHOH JIEATETLHOCTH PaOOTHUKOB YUPEXKICHHH KYJIbTYpPBI.

YMeThb JaBaTh OLIEHKY CTPYKTYPE U COJCPKAHUIO Pa3pabOTaHHBIX TBOPUYECKUX MPOEKTOB.

Brnaners HaBBIKaMU IUTAHUPOBAHMS TBOPUYECKO- MPOU3BOJICTBEHHOMN JEATEIIEHOCTH PAaOOTHUKOB
YUPEKACHUN KyJIbTYphl; OLEHOYHBIMH CPEICTBAMH CTPYKTYPBI M COJEpKaHUs pa3pabOTaHHBIX
TBOPYECKUX IIPOEKTOB.

7. YYEBHO-METOIHMYECKOE H HWH®OPMAIMOHHOE OBECIIEYEHHUE
JANCHUITINHBI

7.1. Cnucox numepamypvlt u uCmOYHUKOB
OcHognasa:

1. Ky3neunoBa, T. B. Bgexaenue B ciennanbHOCTh : Yueb. mocodue mist crer. Ne 350900 -
JlokyMeHTOBeIeHHe U JOKYMEHTaIlmoHHoe obecrieuenne ynpasienus / T. B. Ky3nemnosa
; Poc. roc. rymanur. yH-T. - M. : PI'TVY, 2003. - 68, [1] c. - 107-80.

2. OxoTHHMKOB, A. B. JloKyMEeHTOBEACHHE U NIEIOMPOU3BOJICTBO : yuehd. mocodue / A. B.
OxotHukos, E. A. BynaBuna. - 2-e u3z., nepepad. u gon. - M.; PocroB-u//] : U3a. nientp
"MapT", 2005. - 301 c. : cxem. - (Cep. "besynpeunsie fokymeHTsl"). - [Tpuin.: ¢.276-297.
- buGmuorp.: ¢.298-299.
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NH®PA-M, 1999. - 573, [1] c. - (Boicmiee obpa3zoBanue). - bubmuorp. B KOHIIe Kaxa0i
1. - ISBN 5-86225-757-8 : 39-92.
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7.2. Ilepeuens pecypcos unghopmayuoHHo-meneKOMMYHUKAUUOHHOU cemu «Anmepnem).

Hoctyn B ObC:

8.

000 «2neKTPOHHOE U3/1aTEIbCTBO FOPAMT».
000 «M3narensctBo JIaHby.
00O «llenTpanbhblit KomuiekTop 6ubmorek «BUBKOM».

METOAUYECKHUE VYKA3ZAHUA 11O OCBOEHHUIO JUCHUIIJIMHBI

(MOJIYJISA)



8.1. 3a0anua 0nsa npakmuuecKux 3aHamuil

Tema 2. - IIpakmuueckoe 3anamue

Pazpabotats cxembl: «/{okyMeHT u ero pyHKIuN», «Knaccuduxammst JOKyYMEHTOB 110

IIPpU3HAKaM»

Pasznea Il. Tpebosanua k oghopmnenutro opzanuzayuonno-ynpasienyeckux OOKyMeHmaoes 6

YUpeKIeHUSAX KYJIbTYPbI

Tema 1. /Ipakmuueckoe 3auamue

a) CokpaTuTh B NMPEAJIOKEHHBIX BapUaHTaX CJIOBA U CIOBOCOYETAHUS, YACTO BCTPEUAEMbIE

B TCKCTaxX JOKYMCHTOB.

Bapwuant 1

Bapuant 2

TO €CTh
U Tak Jajee

¥ TOMY ITOJ00HOE
U IpyTue

U TIpoune

riaBa

MyHKT

MOIMYHKT
MyHKTBI

PUCYHOK

pasmen

CMOTPUTE
WJUTFOCTpAITUs
KHHTa

001acTh

paiioH

ropoa

ceJio

MUJUTUMET]

qac

MUHYTa

JIepEeBHS
JKEJIE3HOAOPOKHBIN
CEIIbCKOX 03I CTBEHHBII
3aBOJI

TakK Kak

Hanpumep
XapaKTEepUCTUKA

HMCHU

UHCTUTYT

MUJUTHAP]T

MUJIJTHOH

THICAYA

pyoIB

KBapTal

JacThb

riiaBa

CTpaHuIa

METp

CaHTUMETP

TakuM 00pa3zom

TaK Ha3bIBaEMBIN




aKaJeMUK TEKYILEro rojaa

JOKTOP JOLICHT

npodeccop KaHAUAaT SKOHOMUYECKHUX HAYK
CTapLIMi IPENo1aBaTeNb CEKyHIa

3aBEYIOIINI rpamMm

6) Haiitu ommOku B odopmieHHH AaT U (PU3HYECKUX BEJIWYHMH, NPEACTABICHHBIX
IpernoaaBaTeseM.

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

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

Tema 2. bianku 10KyMeHTOB - IIpakmuueckoe 3anamue

Odopmuth cXxembl OCHOBHBIX 00pa3ioB (0Omuii OsaHkK, OJaHK TUChbMa, OJIaHK
KOHKPETHOI'O IOKYMEHTA)

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

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

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

[Monck ommOOK B OGOPMIICHWH TMPEICTABICHHBIX MPENOJaBaTeNieM TOKYMEHTOB.
JloGaBneHre HeAOCTAIOMMX PEKBU3UTOB. OPOpMUTE 00pa3libl JOKYMEHTOB C YKa3aHHUEM B HUX
PEKBU3HUTOB U TPUGOB.

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

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

Tema 5. Oopmirenne OpraHu3anMOHHO-TIPABOBBIX 10KYMEHTOB - [Ipakmuueckoe 3anamue
Pa3zpaboTaThs mpoekT ycTaBa (IOI0KEHUS )
Pa3zpaborats 1 0OpMUTH TOKHOCTHYIO HHCTPYKITUIO

dopMa BEITTOTHEHHUS K 3aJIAHHIO: IMPOCKTHI PA3JIMYHBIX BUAOB JOKYMCHTOB.

TpeOoBaHusi K BBHINOTHEHHWIO: COOTBETCTBHE METOIMKE WM MpaBHIIaM, H3JIOKCHHBIM Ha
AyIUTOPHBIX U MPAKTUYECKUX 3aHATUSAX WM B auteparype. Ilpueemcmeyemca meopuyeckuil
UHOUBUOYAILHBLIL NOOX00 K 8bINOJIHEHUIO 3A0AHUL.

Tema 6. OpopMieHue pacnopsaAUTeNbHBIX JOKYMEHTOB

HpaKm uueckKoe 3anamue




Pazpaborate mpoekT mpukaza Ha JH00yI0 TeMmy (O TOATOTOBKE K CIEKTAaKI, 00
YTBEPXKICHUH perepTyapa, O MPEMUPOBAHUH HITH 0JIaroJJapHOCTH, O IPOBEJCHUH KOHKYPCa).

Pa3zpaborats pacniopsbkeHre Ha 00y TeMy (HalpuMep, O TPOBEICHUH MEPOTIPUSTHI ).

Pazpaborate ykazanume Ha 0Oyl Temy (HampuMep, O MEPOINPHUATHUSX IO pa3padoTKe
IUTAaHA Pa3BUTHUS YUPEKICHUS KYJIbTYphl HAa IEPCIIEKTHUBY).

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

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

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

Hammcare noxkmanHyio u OOBSICHHTENBbHYIO 3aIllMCKy JIFOOOT0 XapakTepa (Hampumep, O
pa3paboTKe OM3HeC-TIIaHa).

CocTaBUTh NPOTPaAMMKY U TeaTpajabHYIO aUIy CIIEKTAKIIS.

Tema 8. /le1oBasi 1 KOMMepUYecKasi epPenucKa B yUpEKICHUH KYJIbTypPbl
Ilpakmuueckoe 3anamue

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

Pa3zpabotare NMpoEKT [el0BOr0 MHUChMa Ha JIOOYIO0 TEeMy: NpUTJIAlleHHEe Ha CIIEKTaKIIb,
3arpoc, pekjamanusi, NpeAoKeHne, U3BEIICHNE, MO3paBieHne, peKjIaMHoe, 0JarogapHoOCTh,
rpamora (ecTuBaI-KOHKypca, THPOPMALIMOHHOE, TApaHTUIHHOE U T.1.

dopMa BEITTOTHEHHUS K 3aJIaHHIO: IMPOCKT ACIIOBOIO MUcChbMa.

TpeGoBaHusi K BBHIMOJIHEHUIO: TEKCT NHCbMa JOJDKEH BKIIOYATh TPH CTPYKTYPHBIX
9JICMCHTA: BBOJHYIO YaCTh, U3JIararollyro MOBOA AJId HAIMMCAHUSA MUCbMaA; JOKAa3aTCIbHYIO YaCThb,
IMPUBOAAIIYIO OOBOABI, CCBUIKM Ha HOPMATUBHBIC JOKYMCHTBI; 3aK/IIIOYUTCIBHYIO YaCTb, B
KOTOpOW M3yaraercst mpochba, coriacue, oTka3z U mp. TeKCT MOIDKEH COoAepKaTh AOCTATOYHO
00OCHOBaHHbIE APTYMEHTHl W TOJHYI0 HH(OPMALKIO, MO3BOJSIOIIYIO TNPUHATH pEIIEHHE 10
MMOAHATOMY B IIHCBMC BOIIPOCY. I[OJ'DKHa 6I>ITB YCTKOCTb, SACHOCTH, KPATKOCTb H3JIOXKCHUA,
JIOTHYHOCTh, JIOCTYIIHOCTH Ui Bochpustus. Odopmisiercss TUCHBMO B COOTBETCTBHHU  C
TpeOOBaHUSIMHU rOCyTapCTBEHHBIX CTaHJapTOB. Ilpusemcmeyemcs meopuecKuil
UHOUBUOYATbHBLIL ROOX00 K 6bINOJIHEHUIO 3A0AHUIL.

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

Hanwucate 3asBieHust o npueme Ha palOTy, XapaKTEpUCTHKH, PACIHCKH, PpE3IOME,
JIOBEPEHHOCTH U T.]I.



Pazpabotats pe3rome AJisi yCTpoiicTBa Ha padoTy.
Pazpaborats 1 oopmMuth mopThoIHo.

Hanmcatpe XapakTepuCTUKY Ha JIF0OOTO U3 CTYACHTOB I'PYIIIHI.

Tema 10. ITonroroBka u 00c/ayKHBAHHE COBEIIAHMI B YUPEKICHUH KYIbTYPBI
Ilpakmuueckoe 3anamue
CocTaBuTh MJ1aH MOJTOTOBKH K COBELAHUIO.

PazpaboTtare MpOEKT MPOTOKOJIA 3acCeIaHUsl.

Pasznea III. Opeanuzayua pabomel ¢c 0oKymenmamu
Tema 2. Perucrpanusi 10KyMeHTOB - IIpakmuueckoe 3anamue
CocTaBuTh )KypHaJIbl PETUCTPALIUN BXOIAIIECH U UCXOAIICH TOKYMEHTAILIUH.

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

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

Tema 3. CocraBiieHHe HOMEHKJIATYPbI JAeJ W MOATOTOBKA JOKYMEHTOB K c/la4de B
apxuB

HpakmutteCKoe 3anamue

CocTaBUTh HOMEHKIATYpYy M€l OpraHW3allid W OOpasllbl OCHOBHBIX JOKYMEHTOB JIJIst
nepesayy Ha XpaHeHHe B apXuB: (JOpPMY OIUCH, JTUCT-3aBEPUTEb.

dopMa BEITTOTHEHHUS K 3aJIaHHIO: HOMCHKIJIaTypa A€

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

Tema 4. Texnuueckue cpeacTBa, HCMOJIb3yeMble B 1eJIONPOU3BOICTBE
Ilpakmuueckoe 3anamue

OdopMHuTh OCHOBHBIE O00pa3lbl JOKYMEHTOB HH()OPMAIIMOHHO-TIOUCKOBOM CHCTEMBI.
[loznakomutbecs co crpaBouHoi mporpammoit  «1C:Teatp». OrtmpaBka 3JIEKTPOHHBIX
JIOKYMEHTOB.

Tema O¢popmieHue TPyI0BbIX OTHOLIECHUI- IIpakmuueckoe 3anamue

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

8.2. Memoouueckue pexomenoayuu K camocmoamenbHoi padoome cmyoeHmos



CamocrosiTennbHass paboTa OOydJaromMXCsl BKJIIOYAaeT B ceOs Takue BUABI U (HOPMBI Kak:
MOJATOTOBKA K TPAKTUYECKOMY 3aHATHUIO, TOATOTOBKAa K JHCKYCCHM, KOHCIEKTHPOBAHUE

U3y4aeMol TUTepaTypbl, aHATUTHYECKUN 0030p HOBOM JIUTEPATYpHI IO U3y4aeMOi TeMe, U Jp.

Jns Gomee yriyONEHHOrO W3Y4eHHUs Marepuaia 3aJaHue Il CaMOCTOSTENbHOW pPabOTHI
PEKOMEHAYETCS BBIONHATH MapajUIeIbHO C H3yuyeHHeM JaHHOW Tembl. [lpu BbINOIHEHUH
3aMaHUM Ui CaMOCTOSATENFHONH paboThl, MO BO3MOXKHOCTH, CIIEAYET OPHEHTHPOBATHCS Ha

HariisiAHoOC NpeACTaBJICHUEC MaTCpHraia.

9. MEPEUEHb MH®OPMAIIMOHHBIX TEXHOJIOT M.

[Ipy m3ydyeHHWH AUCUHUIUIMHBI OO0YYarOIMIMMHCS HUCHOJB3YIOTCS CleAyIolue HH(pOpMalOHHbIE
TEXHOJIOTHHU:

-ayIMOBU3YyaJbHOE TPEACTABICHUE OOYYalOUIMMCA C TOMOLIbI0 KOMIIBIOTEPA COJCpKAHUSA
OTZAEIbHBIX TEM IUCLUILIMHEI Ha JIEKIIUMOHHBIX 3aHATHSX;

-IpeJIoCTaBIeHNEe OOydJalomuMcsl JocTyna K YydeOHOMYy TmaHy, paboueil mporpamme
JUCIUIUIMHBL B AJIGKTPOHHOU (opme, K 3IIEKTPOHHO-OMOIMOTEYHOM CHUCTEME HHCTHUTYTA,
coJepaliel yueOHO-METOIUYECKHEe MaTepuanbl MO JUCHUIUIMHE B AJIEKTPOHHOU Qopme,
K HH()OPMALIMOHHBIM CIPABOYHBIM CHUCTEMaM, KOTOpbIE HCIIOJNB3YeTCS MpPHU OCYLIECTBICHUU
00pa3oBaTeNLHOTO MpoIecca MO TUCIHILIMHE, TOCPEACTBOM 3JIEKTPOHHOW HH(POPMALMOHHO-
00pa3oBaTeNnbHONW Cpeabl HWHCTUTYTa W3 JIFOOOW TOYKH, B KOTOPOM HMEETCs JOCTyHn K
UH(POPMALIMOHHO-TEIEKOMMYHUKAITMOHHON ceTu «IHTepHeT»;

-pukcaius Xoja 00pa3oBaTENBHOrO MpoIecca MO AUCHUIUIMHE MOCPEACTBOM AIICKTPOHHON
nH(}pOpMaIMOHHO-00Pa30BaATEIHFHON CpeIbl MHCTUTYTA;

-popMUpOBaHHE JIIEKTPOHHOTO TOPTHOIUO OOYYAIOMIErocs MO TUCIUIUIMHE TOCPEICTBOM
AJNIEKTPOHHON MHPOPMAIMOHHO-00Pa30BaTEIBHOM CPEIbl HHCTUTYTA.

[Tpu ocymiecTBiaeHNH 00pa30BaTENBLHOTO Mpollecca MO AUCHUIIIIMHE UCHOIb3YeTCs CleAylolee
JMIIEH3UOHHOE NPOrpaMMHOE 0OecIieueHue:

Word,
Excel,
Power Point;
Adobe Photoshop;
Adobe Premiere;
Power DVD;
Media Player Classic.
10. OMUCAHUE MATEPHAJIBHO-TEXHUYECKOM BA3bI, HEOEXOJIUMOM JIJIS
OCYWECTBJIEHUSA OBPA3OBATEJIBHOI'O ITPOLECCA IO AUCHUIIJIMHE
Jlnist IpoBeIeHHs 3aHATHIA IO AUCIHUILTHHE «/l0KyMeHTOBedeHUe U 1eJI0NPOU3BOJACTBO

B pexXuccype TeaTpPaJM30BAHHBIX NpeICTaBJeHUi» 10 HanpasieHUto noAarotosku 51.03.05
Pexxuccypa TeaTpanvM30BaHHBIX TPENCTABICHUM MW TMPa3JIHUKOB, Tpoduib: Pexwuccep



TeaTpain30BaHHBIX MPEACTABICHUN U MPa3JIHUKOB HMEETCs 000pynOoBaHHE, HEOOXOAUMOE IS
JI€MOHCTpALMK BUJEO-, ayAMoMaTepHaa, pe3eHTaluil.

11. OoOecneyenne o0pa3oBaTeJbHOI0 TMpouecca s JHI € OrPaHUYEHHBIMU
BO3MOKHOCTSAIMH 310POBbSl 1 MHBAJIWIO0B (MPU HAJIUYNH)

IIpu HeoOXxomuMmocTu (MpH HanmuuuM 3asBieHHs oOyuatomerocs ¢ OB3) pabouas
nporpaMMa JUCIHILTMHBI MOKET OBITh aJanTHpOBaHa s obOecrieueHHst 00pa30BaTELHOTO
npoliecca JIMIaM ¢ OTPaHUYEHHBIMUA BO3MOXKHOCTSIMH 3710pOBbs. 1l 3TOro oT obyuaromnerocs
TpeOyeTcs TUYHOE 3asBIeHUE (3asBJICHHE 3aKOHHOTO TIPEICTABUTEIIA).

B zaxnrouenuu [IMITK nomxHO OBITH TPOMHCAHO:

* pekoMeHayeMas yaeOHas Harpys3ka Ha oOydaromierocs: (KOJIW4ecTBO JHEH B HENENI0, YacoB B
JICHB);

- 000pyZI0BaHUE TEXHUYECKUX YCIOBHUH (TIPpU HEOOXOIUMOCTH);
* COMPOBOXKJIEHUE BO BpeMs yueOHOro mporiecca (IIpu HeoOX0AUMOCTH);

OpraHm3aiys TCUXOJIOTO-TIEIarOTHYECKOT0 COMPOBOXKICHHE OOYYaIOIIerocs ¢ YKa3aHHEeM
CHELHAIINCTOB.

JIJIs OCYIIEeCTBJICHHS MPOLEAYpP TEKYIIEro KOHTPOJIS YCIIEBAEMOCTH M MPOMEKYTOUHOM
aTTecTalny, OO0yJarommxcs MpU HEOOXOJUMOCTH, MOTYT OBITh CO3JaHBl (HOHABI OIEHOYHBIX
CPEICTB, aJalTUPOBAHHBIC JUIS JIMIl C OrPAaHWYCHHBIMH BO3MOXKHOCTSMH 3JIOPOBbS U
MO3BOJIAIONINE OIICHUTh JOCTHKCHHE WMHU 3alJTAHUPOBAHHBIX B OCHOBHOW 00pa3oBaTelbHOMN
mporpaMMe pe3yiibTaToB OOydYeHHsS W YPOBEHb C(HOPMHPOBAHHOCTH BCEX KOMIICTCHIIMIA,
3asIBJICHHBIX B 00pa30BaTEILHOMN MporpamMmme.

dopma MpoBeJCHUS TEKYIIeW M HMTOTOBOW AaTTECTAllUH I JIUI C OTPAaHUYCHHBIMU
BO3MOXHOCTAMU 3J0POBbsA YCTAHABJIMUBACTCA C YUCTOM HWHIAWBHUAYAJIBbHBIX HCI/IXO(bI/I?)I/I‘-IeCKI/IX
oco0eHHocTeH (YCTHO, MIChbMEHHO (Ha Oymare, Ha KOMITbIOTepe), B popMe TECTUPOBAHUS U T.I1.).
[Ipyn HEOOXOIUMOCTH CTYACHTY MPEIOCTABISACTCS IOTOIHUTEIBHOE BpeMs Ui TOJATOTOBKHU
OTBETa Ha 3a4eTe MU SK3aMECHE.

[Iporpamma cocraBiiena B cootBeTcTBUU ¢ TpeboBanusMu GI'OC BO c yyeTom pekoMeHaanuii
OIIOIT mo wnampaBienuto u npopmwmo noxaroroBku 51.03.05 Pexwuccypa TeaTpain3oBaHHBIX
IIPEJICTaBICHUN U IPAa3AHUKOB

CocraBuTenu nporpaMMsl:

[Tpodeccop xadenpsr PTII, k.im.H. Komapoa M.B.



