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BBenenue

CamocTrosTenpHas paboTa 1o JUCIHUILTHHE ««/|0KyMeHTOBeeHne H 1eJI0NMPOU3BOICTBO B
peKucCype TeaTpaju30BAHHBLIX MPEACTABJIEHUI»»  SIBIACTCS  BAKHEHIIEH  YacThIO
00pa30BaTeNLHOTO MpoIecca, MUAAKTUYECKHUM CPEICTBOM Pa3BUTHS TOTOBHOCTH OymYIIHX
OakamaBpoB K TNpo(ECCHOHATBLHON NEATeTbHOCTH, CPEIACTBOM TPUOOPETCHHUs] HABBIKOB H
KoMrieTeHuuii, coorercTBytoumx GI'OC BO.

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

[Iporpammoii MOATrOTOBKH OaKaaaBpOB MPEITyCMOTPEHBI:

- camocrosTenbHas padora cryaertoB (CPC) nmo nucnuruimHaM y4eOHOTO iaHa, KOTopast
OpraHM3yeTcs IperoaaBareneM, 00eceynBaoIUM JUCIUIIIUHY B ayIMTOPHOE BpeMs;

- CPC, BeimomnHsieMasi 0€3 HeToCPEICTBEHHOTO yYaCTHsl MPEMOJaBATENS, HO 110 €T0 3aJaHHI0
B CIICIIMAJILHO OTBEAEHHOE BpeMs (BHEAYTUTOPHOE).

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

esab 1 3a1a4n OPraHu3anuM CaMOCTOSITEIbLHOU PadOThI

[enbio caMoCTOSITENHEHOM PabOThI CTYJEHTOB SIBJISETCS OBJIaJieHUE (PYHIaMEHTAIbHBIMU
3HaHUAMU, HpO(bGCCI/IOHaJIBHBIMI/I YMCHHAMU U HABBIKAMU JCATCIBHOCTH 110 HaHHOﬁ JUCLUIIIINHE.
CamocTtosTenbHass paboTa CTYAEHTOB  CIIOCOOCTBYET  pa3BUTHUIO  CAaMOCTOSITEIBHOCTH,
OTBETCTBEHHOCTH U OPTaHM30BAaHHOCTH, TBOPUECKOTO MOX0/Ia K PEIICHUIO MPo0IeM yaeOHOTo U
po(eCCHOHAIBHOTO YPOBHSI.

3agauamMu caMOCTOSITEJIbHOI PadOThI CTYE€HTOB SIBJISIIOTCS

e cucTeMaTH3alusl U 3aKpPEIUICeHNE MOTYYEHHBIX TEOPETUYECKUX 3HAHUN U MPAKTUYECKUX
YMEHHH CTYJCHTOB;

® Pa3BUTHUC I1O3HABATCIBbHBIX CHOCO6HOCTCI>1 U AaKTHUBHOCTU CTYACHTOB!: TBOp‘ICCKOﬁ
HWHUIIUATUBBI, CAMOCTOATCIIBHOCTU, OTBETCTBCHHOCTU U OPraHU30BAHHOCTH,

¢ popMHpOBaHUE CAMOCTOSITENIBHOCTH MBIIIJICHHUS, CIIOCOOHOCTEH K CaMOpa3BUTHIO,
CaMOCOBEPILEHCTBOBAHHUIO 1 CAMOpPEaIn3alliu;

¢ HCIIOJIB30BAHUC Marcpuaia, C06paHHOFO U MOJYYCHHOTO B XOAC CaAMOCTOSATCIIbHBIX
3aHSATHI Ha MPAKTUYCCKUX 3aHATUAX.

Obsazamenvuas _camocmosamenvhas padoma OOECIIeUNBAET TOATOTOBKY CTYyIEHTa K
TEKYIIMM ayJUTOPHBIM 3aHATHAM. Pe3ynabTaTsl 3TOH MOATOTOBKH HPOSIBISIOTCS B aKTHBHOCTH
CTY/ICHTA Ha 3aHATHIX U KAUECTBEHHOM YPOBHE TPEHUHT YIPAKHEHUH.

Koumponupyemas camocmosmenvras paboma HanpaBiIeHa Ha yriyOJIeHHE U 3aKpeIICHAE
3HAaHUH CTYJIEHTA, Pa3BUTHE TBOPUECKUX HABBIKOB TEMaM AMCUUIUIMHEL [logBenenue UTOroB u
KOHTPOJIb 33 PE3yJIbTaTOM TaKUX (OPM CaMOCTOSTEIBHOW pabOTHI OCYHIECTBISETCS BO BPEMS
KOHTAKTHBIX YacOB C IIpernojiaBareneM. bamibl, moixydeHHbIe 110 3TUM BUuaaM paboThl, GOPMHUPYIOT
OIICHKY IO KOHTPOJHUPYEMOW CaMOCTOSITEIIbHOW paboTe ¥ YYHTHIBAIOTCS IIPH HMTOTOBOMU
aTTeCTalluy MO AUCUUILINHE.

TecHas B3aMMOCBSI3b PAa3HBIX BHJOB CaMOCTOSTEIBHOM pPabOTHI IpeaycMaTpUBacT
muddepeHanuio 1 3PPEKTUBHOCTh PE3YJIbTATOB €€ BHIMOJHEHHS U 3aBHCUT OT OpraHU3aLlUH,
COZIepKaHMs, JOTUKHA 0Opa30BaTeIbHOrO Tporecca (MEXIPEIMETHBIX CBS3€H, MepCIeKTHBHBIX
3HAHUU U JIp.):

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

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




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

OCHOBHBIMHU BHJIAMH CaMOCTOSITETBHON paOOThI CTYJICHTOB C y4acTHeM IpenoaaBareJiei
SIBJISIIOTCSI:

® TEKYIIEe KOHCYIIbTAINH;

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

BreayautopHasi caMocTosITelIbHAs padoTa CTYACHTOB (03 yJacTusi IpernoaaBarens) — 3TO
YCBOEHHUE cojepkaHus oOpa3zoBaHus U (popmMupoBaHHEe MPOPECCHOHAIBHBIX KOMIIETCHIIMA BO
BHEAYAUTOPHOE BpeMs 0 TEeMaM WU pas3jeiaM TeM, ONpeAeiCHHBIM pabodell mporpammon
y4eOHOM TUCIUIIMHBI ISl CAMOCTOSITEIBHOTO U3yUEHUSI.

® [IOATrOTOBKA MPAKTUYECKUX TBOPUECKUX 3aJaHMI;

Opzanuzayua CPC

PaGora Ha TeopeTHYeCKUX 3aHATHAX

YMeHHe COCpeloTOYEeHO CIyIlaTh JIEKIMHM, aKTUBHO, TBOPYECKH BOCIPHHUMATh
u3JlaraeMble CBEJCHHUsI SBISETCS HEMPEMEHHBIM YCIOBUEM UX TITyOOKOTO MPOYHOTO YCBOEHUS, a
TaKXKe Pa3BUTHsI YMCTBEHHBIX CIIOCOOHOCTEH.

BHuMarenbHOE cilyliaHue U KOHCIIEKTHUPOBaHHE MaTepHalia MperoyiaraeT UHTEHCUBHYIO
YMCTBEHHYIO JEATENbHOCTh cTyaeHTa. Ciymmas JEeKIMH, HaJ0 OTBJIEYbCS OT MOCTOPOHHUX
MBICTIEHl M JIymMaTh TOJBKO O TOM, YTO HM3JlaraeT mpenojaBarenb. KpaTkue 3amucu JIEKIHi,
KOHCIIEKTUPOBAHHUE UX ITOMOTAET YCBOUTh MaTepUall.

Buumanue uyenoBeka HeycToWumBO. TpeOyroTCs BOJIEBBIE YCHIIHUS, YTOOBI OHO OBLIO
cocpenoToueHHBIM. KOHCTIEKT SBIIETCS MOJIE3HBIM TOT 1, KOTa 3aIIMCAHO CaMOe CYILIECTBEHHOE,
OCHOBHOE. JTO JIOJDKHO OBITH CleJaHO caMuM cTyneHToM. He Hamo cTpeMuThecs 3ammcartb
JIOCJIOBHO BCIO JIEKLIMIO. Takoe «KOHCIEKTUPOBAHHE» MPHUHOCHT OOJIbIIE BpEna, YeM IOJIb3bI.
HekoTopsie cTyneHThI NpOCAT MHOTAA JIEKTOpa «YUTATh MmoMeasieHHee». Ho jnekius He Moxer
IPEBPATUTHCS B JIEKLIUIO-TUKTOBKY. JTO OUY€Hb BpEIHAs TEHACHIH, H00 B 3TOM Cydae CTYJCHT
MEXaHUYECKU 3aIUChIBAET OOJIBIIOE KOJWYECTBO YCIHBIIIAHHBIX CBEACHUN, HE Pa3MbIIUIsAS Hall
HUM.

3anuch JEKIN peKOMEHIyeTCsl BECTH 10 BOZMOKHOCTU COOCTBEHHBIMU (DOPMYITHPOBKAMHU.
XenarenbHO 3amUCh OCYIIECTBIATH HAa OJHOW CTpaHMIE, a CIEAYIOUIYI0 OCTaBISATH JUIS
npopaboTKK y4eOHOro MaTepuaja CaMOCTOSTENIbHO B JOMAIIHUX yciaoBHUsAX. KOHCHEKT mydiie
NOJpPA3NeNATh HAa MyHKTHI, naparpadsl, coOnronas KpacHylo cTpoky. [IpuHIMIIHANbHBIE MECTa,
onpezaeneHusi, GopMynibl cleayeT COMPOBOXKIATh 3aMEUAHUSIMU: «BAaXHO», «0CO00 Ba)KHOY,
«Xopomo 3anmoMHUTH» U T.N. lLlerecooOpazHo pa3paboTaTh COOCTBEHHYIO «MapKOrpagurio»
(3HAaYKH, CHMBOJIBI), COKpalieHue ciioB. He mumanM Oyaer u u3ydyeHue OCHOB CTeHOTrpaduu.
Pabortass Hajg KOHCIIEKTOM JIEKLMH, BCerga CleqyeT HCIOJIb30BaTh HE TOJBKO OCHOBHYIO
JUTEpaTypy, HO U Ty JIUTEPATypy, KOTOPYIO JOIMOJHUTEIHHO PEKOMEHIO0BaJ JieKTop. MiMeHHO
TaKasi cepbe3Hasi, KporoTiauBas padoTa ¢ JISKIIMOHHBIM MaTepHajIoM IMO3BOJIUT TIYOOKO OBIAJICTh
3HAHUSAMU.

MeTtoauyeckue pekoMeHAAMH 110 MOATOTOBKeE
K CEMHHAPCKHUM 3aHATHAM
CeMuHapcKkoe 3aHSATHE NPEINOJaraeT CaMOCTOATEIbHYIO IOATOTOBKY CTYAEHTOB I10
NPEJIOKEHHBIM BOTIPOCaM, BBICTYIUICHHSI B (QoOpMe JIOKJIQJ0B, UYTEHHWE | TOJIKOBAHUE



HOPMATUBHBIX TPABOBBIX aKTOB, PEUICHUE FOPUINYCCKUX 334, MPOBEICHUE MUCKYCCHH IO
poOJEMHBIM TEMaM.

CeMuHapcKue 3aHATHS 3aBEpIIAIOT M3yuyeHHWE HaumboJee BAXKHBIX TeM y4eOHOU
muctumuiiabl. OHU cay)aT AJs 3aKperyieHHs U3y4eHHOro Marepuala, pa3BUTUS YMEHHH U
HABBIKOB TOJTOTOBKH JIOKJIA/IOB, COOOIIEHUH MO M3ydaeMoil MpobOiieMaTHKe, MPHOOpEeTeHUs
OMbITAa YCTHBIX IYOJWYHBIX BBICTYIJICHUH, BEIEHUS AUCKYCCUHU, apryMEHTAIlMM U 3allUThl
BBIJIBUTAEMBIX MTOJOXKEHUH, a TAKKE 1 KOHTPOJIS IPETIoaBaTeNIeM CTEIEHH MOATrOTOBIEHHOCTH
CTYJECHTOB I10 U3y4aeMOM TUCIUIUINHE.

CeMuHap mpeanonaraeT cBOOOJHBIM OOMEH MHEHHSIMH IO u30paHHOU Temaruke. OH
HAUMHAETCS CO BCTYNUTENIBHOIO CJIOBa MpernojaBaTesis, (GOpMYyIHUPYIOIIEro LEedb 3aHATUS U
XapaKTepU3YIOIIETO €ro OCHOBHYIO MpOOJIeMaTHKy. 3aTeM, KaK MpaBWIO, 3aCTyIIUBAIOTCS
coo0rieHus cTyaeHToB. OOCYKIeHUE COOOIICHHSI COBMEIIAETCS C PACCMOTPEHUEM HaMEYSHHBIX
BonpocoB. CoOOIIeHUs, MPEANOoNaraie aHAIU3 MyOIHKAUui M0 OTIAENBHBIM BOIPOCAM
CeMHHapa, 3aclylIMBalOTCs OObIUHO B cepeAuHe 3aHATUA. [loomipsieTcss BbIIBUXKEHUE U
0o0CyXXJIeHUE aTbTePHATUBHBIX MHEHUU. B TeNsX KOHTPOJS MOATOTOBICHHOCTH CTYIEHTOB U
MPUBUTHS UM HABBIKOB KPATKOTO MMCEMEHHOTO M3JI0KEHHS CBOMX MBICIIEH MPEnoiaBaTeib B X0/1€
CEMHUHAPCKHUX 3aHATUH MOXET OCYIIECTBISITh TEKYIIMA KOHTPOJbh 3HAHWH B BHJIE TECTOBBIX
3agaHuii. Bompocsl s oOCyKaeHus, TeMaThKa COOOIEeHUH, IuTeparypa Ijs MOATOTOBKHU K
CEMHUHapaM YKa3aHbl B HACTOSIIIIUX PEKOMEHIausAX. KpoMe yka3aHHBIX TEM CTYyIEHTHI BIIPABE, IO
COTJIACOBAHUIO C IPETNoAaBareaeM, U30upaTh U IPyrue HHTEPECYIOUINE UX TEMBI.

CeMuHapCcKue M MPAKTUYECKUE 3aHSATHUS MOJpa3yMeBaeT pelIeHUE MPAKTHUECKUX 3ajad,
MOJTOTOBKY COOOIEHUSI HA 33JaHHYIO TEMY U y4acTHE€ B OCYXACHHMM NPOOJEMbI, 3aTPOHYTO
coobmennemM. Coo0IeHre JOKHO 3aHUMATh 110 BpeMeHH He 6onee 3 — 5 MuHyT. OCHOBHOM BH/T
paboThl HA CEMUHAPE — PEIICHUE pacyeTHO-TpadUUECKUX 3a/1a4.

[MoaroroBka k mpakTUyeckoMmy (J1a00paTOpHOMY) 3aHATHIO HAYMHAETCS C TIIATEIHHOTO
O3HAKOMJICHHUS C YCIOBHUSIMHU NPEACTOAIIEH paboThl, T.€. ¢ 0OpalleHus K IUIaHaM CEMHUHapCKHUX
3aHATuil. OnpenenuBIIMCh € MPOOJIEMOW, NpUBJIEKalomeld Haubosiee BHUMAaHUE, CIIEAYeT
o0OpaTtuThcs K peKoMeHayeMoit nureparype. Cienyer UMETh B BUAY, YTO B CEMUHAPE y4aCTBYET
BCS TPYyMNa, a MOTOM 3aJaHWe K MPAKTUYECKOMY 3aHATHUIO CIEAYyeT paclpelleiuTh Ha BeCh
KOJUIEKTUB. 3aJlaHHhe JOJDKHO OBITh OXBAaU€HO IOJHOCTBHIO M PEKOMEHIOBAaHHAs JIMTEpaTypa
JOJKHA OBITH OCBOCHA TPYIIION B TIOTHOM 00BEME.

Jlis  TOJTHOLIEHHOM TOArOTOBKM K MPAKTHUECKOMY 3aHSATHIO UTEHUS ydeOHHMKa
HEJOCTAaTOYHO — B YUEOHBIX MOCOOUSIX U3JIAraloTCs TOIbKO MPUHIIUIIAATHHBIE OCHOBBI, B TO BpeMs
KaK B MOHOTpa(usAX U CTaThIX HAa Ty WIM UHYIO TEMY ITOJHUMAEMbIil BOIIPOC pacCMaTpUBAETCS C
Pa3HBIX PaKypCcOB WM paKypca OJIHOTO, HO B JIFOOOM CITy4ae JOCTATOYHO MOJIPOOHO M TIIyOOKO.
Tem He MeHee, sl TOTO, YTOOBI JOJIKHBIM 00pa30M COPUEHTUPOBATHCA B CYTH 3aJjaHUs, CHayala
CIIeTyeT O3HAKOMHTHCS C COOTBETCTBYIOIIMM TEKCTOM yUEOHHKA — BHE 3aBHCHUMOCTH OT TOTO,
IpeyCMOTPEHa Ha JEKUUSAX B JOMOJHEHUE K JaHHOMY ceMHHapy Wiu HeT. OUeHuB 3aJaHue,
BBIOpaB TOT WJIM WHOM CIOXKET, U MO00paB COOTBETCTBYIOIIYIO IUTEPATYPY, MOKHO MPUCTYIIATH
COOCTBEHHO K MOJTOTOBKE K CEMHHApY.

TimarenpHast MOATOTOBKA K JIAOOPATOPHBIM M MPAKTUYCCKUM 3aHITHUSM, KaK U K JICKIUSM,
UMEET OIpeeNsioniee 3HaUeHue: CEMUHAp MPOUJIET Tak, Kak ayAUTOpUs MOATOTOBUIIACH K €ro
poBeJeHUIO. ['0TOBSCH K MPAKTUYECKUM 3aHITHSIM, CIIEAyeT aKTUBHO MOJIb30BAThCS CIIPABOYHON
JUTEPATypOil: SHIMKIONEAUIMHU, CIOBApsSMHU, albOOMaMu cxeM U Ap. BnaaeHue noHATUHHBIM
anmapaToM M3y4aeMoro Kypca SBISIeTCsS He00X0IMMOCTHIO.

IIpaBu/a noBegeHus Ha JJAGOPATOPHBIX M NPAKTHYECKUX 3aHATHAX:

l. Ha 3aHATHS JKENaTeJIbHO SABIATHCS C 3amacoM c(OpMyIUpOBaHHBIX HIEH U
3HAaHUSAMH METOJUK Ul PACUETHO-aHAIIMTUYECKOTO aHAIIN3A.

2. €CIIM BBl YTO-TO PEIIMJIM MPOU3HECTH Ha CEMHHApE, TO MYCTh 3TO OyAET HEYTO
CTOsillIee — HE CIIEeyeT COTpsicaTh BO3/yX IMYCTHIMU (pazamy;

3. BBICTYIIJICHUS JTOJKHBI OBITh MO BO3MOXKHOCTH KOMIAKTHBIMH U B TO K€ BpeMs

Bpa3yMUTEIbHBIMU, HE 3aHUMaiTe dpup Hagonro. CtapaiiTech He IepeOUBATH TOBOPSIIETO, ITO



HEKOPPEKTHO; 3aMEuaHus, BO3PAXKEHUS W JOMOJHECHUS CIECAYIOT OOBIYHO IO OKOHYAHUIO
TEKYIIETO BHICTYILUICHUSI.

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

MeTtoauyeckue peKOMeHAAINH K CAMOCTOSITeJIbHOM padoTe CTyIeHTOB

[lenapto caMOCTOSITEIBHON PaOOThI CTY/IEHTA SABJSICTCS YriyOJeHNuEe W PaCIIMPEeHUE 3SHAHUI
B 00JacTH OCYIIECTBJIICHUS PA3JIUYHBIX BHIOB IPEINPUHUMATEIBCKON JEeSITEIbHOCTH,
dbopMUpOBaHHE CAMOCTOSITEIbHBIX HABBIKOB PEIICHUS HAayYHbIX M MPUKIAAHBIX 3anad. [lpum
u3ydeHUH Kypca «KOHTpaKT M KOHTPAKTHOE MPaBO» PEKOMEHIYETCS M3YyYUTh OTMEUCHHBIE B
mporpaMmMe HOPMaTHUBHBIE aKThl, BOCIIOJB30BAaThCS METOAMYECKOWM W Jpyroil ydeOHOU
JUTEPATypOi, YKa3aHHOM B IPOTrpaMMe M CaMOCTOATENBHO NpopadoTaTh uxX. Takke Hal0 y4ecTb,
YTO KOMMEpYECKO€ TMpaBO JWHAMUYHO HU3MEHSAETCS, AaKTUBHO COBEPILIEHCTBYETCS €ro
3aKOHOJATENHCTBO. CIEICTBUEM ATOTO JIOJKHO OBITh IOCTOSHHOE CAMOCTOSITEIbHOE OOHOBIICHHE
Oaraka HOPMATHUBHON 0a3bl, a TaK)Ke MOSBISIOMICHCS TEPHOIUYECKON W MOHOTpadHuuecKou
JUTEPATYPBHI.

Y4eOHbIM IJIaHOM MOATOTOBKHU CTYIEHTOB MpeaycMOoTpeHa (hopmMa UTOTOBOTO KOHTPOJIS B
dopme 3auéra. LlenstmMu 1 3a1a4aMu TaKOTO KOHTPOJIS SIBJISIOTCS MTPOBEPKA CTENCHH YCBOEHUS
TEOPETUUECKHUX 3HAaHUM 1 OPMUPOBAHUS Y CTYI€HTa YMEHUN U HABBIKOB PEILICHUS MPAKTUIECKUX
3aa4 10 3eMEJIbHOMY IpaBy; a TaK)Ke YPOBHS Pa3BUTHS HABBIKOB CaMOCTOSITEIILHON paboOTHI U
OBJIaJICHUS] METOAMKOM UCCIIeIOBAaHUS IIPU PEIICHUU KOHKPETHBIX MTPOOJIEM U BOIIPOCOB.

TpeboBanust, npeabABISIEMbIC K CTYICHTY 3a04HOM (hOpMBI 00YUEHUS MTPETIo1aBaTeNIeM Ha
3ayeTe, a B JajbHeieM paboToaareneM Mpu npueMe Ha paboTy, HE OTJIMYAIOTCS OT TaKUX JKe
TpeOOBaHUH K CTYJCHTaM U BBITYCKHHKAM. DTO OOCTOSTENBCTBO MPEANOIaraeT UCKIOYUTEIBHO
CEpbEe3HOE OTHOIIECHHE K OpPTraHM3alld CaMOCTOSITENIbHON paboThl U COOJIIO/IEHNE CTYACHTaMU
3204HOM (hopMBI 0OyUEHUS ONPEACTICHHBIX IPABUII U TEXHOJIOTHH MOATOTOBKH.

CrtyneHt B mporecce o0ydeHusi JOJMKEH HE TOJIbKO OCBOUTH Yy4eOHYIO MpOrpamMmy, HO U
nproOpecT HAaBBIKM CaMOCTOSITeNbHON paboThel. CamocTosATeNnbHas paboTa CTYIEHTOB UTpaeT
BaXXHYIO POJIb B BOCIHUTAaHUU CO3HATEIBHOI'O OTHOIICHUS CaMHUX CTYJEHTOB K OBJaJICHUIO
TEOPETUYECKUMU U TPAKTHUYECKUMHU 3HAHUSAMH, MPUBUTUU UM TPUBBIUYKHA K HAlpaBICHHOMY
UHTEJJIEKTyaTbHOMY Tpyy. O4eHb BaKHO, UTOOBI CTYIEHTHI HE IPOCTO MPHUOOPETAIN 3HAHUSL, HO
Y OBIIAJICBAIIA CIIOCOOAMHU UX TOOBIBAHUSMHU.

CamocTtosaTenbHas paboTa IPOBOAUTHCS C LENbIO YIIIyOJIeHHUsS 3HAHUS MO JUCLHUILIUHE U

IpeyCMaTPUBAET:
l. M3YYEHHE OTIENbHBIX PA3JEIOB TEM IHUCLUIIINHBI;
2. YTEHHME CTYACHTaMU PEKOMEHI0BAHHOM JIUTEPATypbl U YCBOECHHE TEOPETUYECKOTO

Marepuaia JUCIHILIIHHEI,

MOJITOTOBKY K MPAKTHYECKUM 3aHSTUSIM;

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

Hocne/:[OBaTenLHOCTL BCEX KOHTPOJIBHBIX MEPOTIPUSATHIA H3JI0KEHA B KaJICHIAPHOM IUIaHE,
KOTOPBII TOBOAMTCS 10 CBEJCHUS KaXI0TO CTYJICHTa B HaYaJle CeMeCTpa.

[naHupoBaHWEe BpPEeMEHW HA CaMOCTOSTEIBHYIO paboTy, HEOOXOIMMOTO Ha HW3ydeHHE
HACTOSIIEH JUCHUIUIMHBI, CTYJEHTaM JIy4Yllle BCErO OCYIIECTBISATH Ha BECh CEMECTp,
npeycMaTpuBas MPH STOM PEryJsipHOE TOBTOPEHHE NPOMIEHHOrO Marepuana. Marepuan,
3aKOHCIEKTHPOBAHHBIA Ha JICKIUSAX, HEOOXOAUMO PpEryispHO JONOJHATH CBEACHUSMH U3
JUTEPAaTyPHBIX HCTOYHUKOB, TIPEACTABICHHBIX B paboueii mporpamme.

e



Jlist pactmpeHus 3HAaHUH 1O TUCITUTUTMHE He0OX0IMMO UCTIONB30BaTh MIHTEpHET pecypchl
U CleNualu3upoBaHHble 0a3bl JaHHBIX: MPOBOAWTH IOUCK B pA3IUYHBIX CHCTEMax U
WCIIOJb30BaTh MAaTE€pUAIbl CAWTOB, PEKOMEHIOBAHHBIX IPEMOJABATEIEM Ha JIEKIMOHHBIX
3AHATUSAX.

TpeodoBanus Kk nokJany (pedepary)

Onna u3 3¢ddexTuBHBIX (OpM OCBOEHHsS y4eOHOro Mmarepuansa — 3TO IOATOTOBKA
coobmienuii. CooOmieHne — 3TO CaMOCTOSITENIbHAsI paboTa, aHAIM3HUpYIOIIas ¥ 00oOmaromas
nyOJIMKALUK 110 33JaHHOM TeMaTHKe, Pe/Ioararoas BHIpadoTKy 1 000CHOBaHHE COOCTBEHHOM
MO3UIMM aBTOpa B OTHOIIEHWU paccMaTpuBaeMbIX BompocoB. lloaroroBka cooOmieHus —
JIOCTaTOYHO KPOIOTIWBEIN Tpya. Ero HamucaHWIO MpeamecTByeT M3y4eHHE IHPOKOrO KpyTra
pPa3IMYHBIX IEPBOMCTOYHUKOB, MOHOTpaduii, craTel, 0000IIeHNe INYHBIX Ha0moaeHui. PaboTa
HaJl COOOIIEHHEM CIOCOOCTBYET PAa3BUTHIO CAMOCTOSITEILHOTO, TBOPUECKOTO MBIIUICHUS, YUUT
IPUMEHSTh IPABOBbIC 3HAHUS HA MPAKTUKE MPU aHAJIN3€ aKTYalbHBIX COLMAIBHBIX U MPaBOBBIX
npobiieM. Pexomenayemoe Bpemsi coodmieHust - 10-12 MuHyT.

OcHoBHble TpeOoBaHUS K pedepaTy — OCBELICHIE BOMPOCOB TEMbI, HE BBIHOCUMBIX B paMKax
IUIaHa CeMUHapa Ha OOCYKIeHHE; HAyYyHOCTh aHallu3a M3yYeHHOI'0 MarepHhalia U BBIBOJAHOTO
3HaHUA, Oa3upyromascs Ha JOCTaTOYHO LIMPOKOM Kpyre y4eOHONW M HAaydHOH JIUTEpaTyphl;
JOTUYHOCTh H  TOCIIEJOBATEIHHOCTh M3JIOKEHUS OCBOCHHOIO U TMPOAHAIU3HPOBAHHOTO
Matepuana. B atoii cBs3u nokmnan (pedepar) M0DKEH UMETh IUIaH CBOMX CTPYKTYPHBIX YacTeH,
BKITIOUAIONTUX B Ce0sl CONEPIKATENBHYIO M 3aKIIIOUUTEIBHYIO YacTH, TIOATAITHO PACKPBIBAIOIINE
3HaYeHHe (aKTyaJlbHOCTh) MPOOJIEeMaTHKU JOKJIaAa, €ro CYyIIHOCTb, HAXOJIIYI0 BBIpAKEHHE B
COOTBETCTBYIOIIMX XapaKTEPUCTUKAX SBICHUS WM MpoIlecca, B HEM OMUChIBaeMoro. PaboTa Han
TEPMHHAMHU U TIOHATUSMU SBJISIETCS CYIIECTBEHHOM YacThIO B OBJIAJCHUH YU€OHBIM MaTepuaioM
U UMEET TEOPETUKO-TMPAKTUYECKOE 3HAUCHHE. XapaKTePUCTUKA MOHITHS JIOJDKHA OBITh, C OTHOU
CTOPOHBI, OTHOCUTEIPHO KPAaTKOM, a C APYrOi — €MKOM M IOCTATOYHO TOJIHOM, YTOOBI OTpaXKaTh
€ro co/iep)KaHue.

1))

PexoMeHIanMu M0 HAMMCAHUIO KOHTPOJILHBIX padoT
1o y4eOHOM qucuuiinge «/lenonpoun3BoacTso B TeaTpajbHOM cheper»

3agaHus SABISIOTCS KOHKPETU3ALMEW JIEKIIMOHHOIO M CEMHUHApPCKOro Marepuana Kypca u
COOTBETCTBYET OCHOBHBIM €T0 TEMaM.

3ajaHus BBIIAIOTCS BO BpeMs ayJIUTOPHBIX MPAKTUUYECKUX 3aHATHUM, MOCIE 3HAKOMCTBA C
MPAKTUYECKONH 3HAYMMOCTBIO JOKYMEHTOB, C TpeOOBaHMSIMH K MOPSAKY HX pa3paboOTKu u
COJIEPKAHUIO.

3aganue |1 npennonaraer 30 MUH. Ha BBINIOJIHEHUE, 3a1anue 2 — | yac, 3amanue 3 — | yac,
3aganue 4-30 muH. (uToro: 3 yaca).

TemaTtnka KOHKPETHOI'O WHIMBUAYAIBHOTO 3a/laHUsl U BBHIOOP TOKYMEHTOB COTJIacyeTcs ¢
MPENo/1aBaTeIeM.

B pesynbTaTe KOHTPOJIBHOW pabOTHI BBISBISAIOTCA 3HAHHS COBPEMEHHBIX TpeOOBaHUM MO
CO3/aHuIo, O(OpPMIIEHHI0O U O00pabOTKEe MJOKYMEHTOB, IOPSAJOK OpraHu3aluu padoThl ¢
JOKyMEHTaMH, IpaBuiia U (OpPMBI JI€JIOBOM U KOMMEpPYECKOW MEepenucKy; YMEHUS IPaMOTHO
MPOEKTUPOBATHh U O(OPMIISITE OCHOBHBIC BHIBI YIIPABIEHYECKUX JOKYMEHTOB B COOTBETCTBUU C
TpeOOBaHUSIMU TOCYAAPCTBEHHBIX CTAHIAPTOB; BJAJCHHE HABBIKAMH aHAIM3a YIPaBICHUYECKUX
JIOKYMEHTOB.

X0/ BBIMOJIHEHUS 3a/1aHU, HauboJjIee y1aqyHO BBIMOJTHEHHbIE 3a/1aHUs] U TUITUYHBIE OIIHOKU
00CYXKIAIOTCSl Ha MOCIEAYIOMUX ayJUTOPHBIX MPAKTHUECKUX 3aHATUSAX. BBIMONHEHNE 3a1aHuit
SBJISIETCS IPEIMETOM aTTECTALIUU CTYJEHTOB B TEUCHHE CEMECTA.

OrnenHka, mocTaBleHHAs 32 BBIMIOJHEHUE KOHTPOJIBHON pPabOThl HECOMHEHHO YYUTHIBACTCS
IIPU BBICTABJICHUH 3a4eTa.

3aganue 1



Tema: Obugue nopmel u npaguna oghpopmaeHus OOKymMeHmos

Conepxanue:
a) COKpaTI/ITb B HpC,Z[.HO)KCHHBIX BapI/IaHTaX CJIOBA U CJIOBOCOYECTAaHUsA, HACTO BCTpe‘IaeMBIe B

TCKCTaX JOKYMCHTOB.

BapwuanT 1 Bapuant 2

TO €CTh JepEeBHS
U TaK Jajee JKETIE3HOAOPOKHBIN
¥ TOMY MOJJ00HOE CEIbCKOX O35 CTBEHHbIN
U Apyrue 3aBOJ
U TIpoune TaK Kak
riiaBa HanpuMep
MTYHKT XapaKTepUCTUKA
MOAMYHKT UMEHU
MTYHKTBI UHCTUTYT
PUCYHOK MUJLTHAP]T
pazzen MUJUTHOH
CMOTpPHTE ThICSYA
WJUTIOCTpaus pyOIB
KHHTa KBapTanl
o0nacThb 4acTh
paiioH riaBa
ropoJ CTpaHHUIIa
celo MeETp
MUJUTAMETP CaHTUMETP
qac TaKuM 00pa3zoM
MHHYTa TaK Ha3bIBAEMbII
aKaJeMHK TEKYIIEro rojaa
JIOKTOP JOLICHT
npodeccop KaHIuAaT SKOHOMUYECKUX HAYK
CTapIlUi MpenoaaBaTelb CeKyHJa
3aBEIYIOIIHI rpaMmm

0) Haiitu ommOku B odopMICHHUU TPENCTABICHHBIX MPENOJaBaTEIeM TOKYMEHTOB H

N00aBUTh HEJOCTAIOIINE PEKBU3UTHI (BAPHAHTHI JOKYMEHTOB IPHIIATalOTCS ).
@dopma BBIMOJIHEHHUS K 3a/IaHUI0 0): MPOEKTHI PA3INYHBIX BUI0B JOKYMEHTOB.

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

3aganue 2

Tema: Cocmasnenue u ogpopmienue op2anu3auyuoOHHO-paACnOPAOUMENbHOI OOKyMEHmauuu
Conepxanue:
a) PazpaboTtath 071H U3 BUAOB OPTaHU3AIMOHHO-PACTIOPSIUTENBHBIX TOKYMEHTOB O
BapuaHTaM (>KeJlaTeJIbHO, YTOOBI KKIIbIN CTYJIEHT pa3pabaThiBajl CBOM BUJ JOKYMEHTA).
CryneHtam npezasaraeTcsi Ha BeIOop 14 BapuaHTOB 3aJaHHIA.

1 BapuaHr.
2 BapuaHT.
3 BapuaHT.
4 BapuaHT.
5 BapuaHr.
6 BapuaHT.
7 BapuaHT.
8 BapHaHT.

Hanucats 3asBieHus 0 npueme Ha padoTy,

Hanmcatpe XapakTepuCcTUKY Ha JIF0OOTO U3 CTYACHTOB I'PYIIIIHI.

Hanucate pacnycky 0 NOJIy4eHUN CyMMBI JIEHET.

Hanmcats pe3toMe a5 ycTpoiicTBa Ha padoTy.

Harmmcatp moBepeHHOCTH O MTOTy4eHHUE 3apa00THOM TIJIaTHI.

PazpaboTtars mpoeKT ycraBa (IIOJI0KEHHS) TeaTpa.

Pa3pa0oTtarh 10IKHOCTHYIO MHCTPYKLIMIO apTUCTa WK pexHccepa.
Pazpabotars nmpoekT mpukasza Ha J00YI0 TeMy (O MOJArOTOBKE K BBICTABKE, 00



YTBEPKICHUU YEeT0-TN00, O TPEMHUPOBAHUH WK OJIAarOJapHOCTH, O MPOBEICHUN KOHKYpCA).

9 BapuanT. Pa3zpaborarh pacnopspkeHHe Ha JIF0OyI0 TeMmy (Hampumep, O TPOBEICHHH
MEPONPHUSITHIA, 00 OpraHU3AINH CIICKTAKIIA).

10 BapmanT. Pa3paborarh ykazaHue Ha JO0yI0 Temy (HampuMmep, O MEPONPHATHSIX IO
pa3paboTke TIaHa pa3BUTHS TEATPa).

11 BapuanT. Pa3zpaboTtaTh IpoeKT MpoTOKOJIA 3acenanus Xya. PykoBoscTBa Tearpa.

12 Bapuant. Pa3paboTaTh aKkT 0 CIMCAHUN MaTE€pPHAIBHBIX IEHHOCTEH.

13 BapuanT. Hanucatp cripaBKy Jij1s1 TOATBEPKIAeHUS (pakTa paboThl COTPYIHUKA.

14 Bapumant. HamucaTe AOKIAAHYI0O U OOBSICHUTENBHYIO 3alHCKy IIO0OTO XapakTepa
(Hammpumep, o0 pa3paboTKe OM3HEC-TIIaHa).

0) CocTaBUTh IUIaH IMOJTOTOBKH K COBEIIAHUIO.

@®opma BBIMOJIHEHUS K 3a/IaHUIO: TPOEKTHI PA3INYHBIX BUIOB JOKYMEHTOB.

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

3aganue 3
Tema: /lenosaa u kommepueckas nepenucka

Conepxanue:
Pa3paboraTs mpoeKT AeTOBOrO MHUChMa Ha JII0OYI0 TEMY 10 YCMOTPEHHIO CTY/ICHTA!

IIPUIJTIALIEHUE, 3aIPOC, PEKIaMaltsl, IPEII0KEHUE, U3BEIIECHUE, TI03IPaBICHHE, PEKIAMHOE,
UH(POPMALIMOHHOE, TAPAaHTUHHOE U T.JI.

dopma BBIIOJHEHUS K 3aJaHUI0: TPOEKT JEIOBOIO MHCHMA.

TpebGoBanus K BHINOIHEHUIO: TEKCT MUChMa JIOJIKEH BKIIIOUATh TPU CTPYKTYPHBIX 3JIEMEHTA:
BBOJHYIO 4YacCTh, M3JIaralollyl0 IOBOJ JUI1 HAlMCAaHUSA IIHCbMA; [OKAa3aTENbHYI0 4YacTb,
IPUBOJALIYIO JOBOJBI, CCBUIKM HAa HOPMAaTHUBHBIE JOKYMEHTBI; 3aKJIIOYUTEIbHYIO 4YacTh, B
KOTOpOHM M3yaraercsi npocb0a, coriacue, OTkaz U mp. TeKCT NOJDKEH colepikaThb JOCTaTOYHO
00OCHOBaHHbIE APTYMEHTHl W TOJHYI0 HH(POPMALKIO, MO3BOJSIOIIYIO MPUHATH pEIICHHE 10
HNOJHATOMY B IHCbME BoIpocy. JlomkHa OBITh YETKOCTb, SICHOCTb, KPAaTKOCTb H3JI0KEHUS,
JOTMYHOCTh, JOCTYNHOCTb JuIs BochpusatHs. OdopmisieTrcss HUCBMO B COOTBETCTBUHU C

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

Tema: /lokymenmooobopom u e2o op2anu3zayus

Conepxanue:

a) CocTaBUTh HOMEHKJIATYpy J€J1 OpraHU3aliu.

0) CocTaBUTh )KypHAJIBI PETUCTPALIUH BXOSAIICH H HCXOASIICH TOKYMEHTAIIUH.

dopMa BHINIOIHEHUS K 33JaHUI0: HOMEHKJIATypa Jell OpraHu3aluu, KypHal perucTpaiuu
BXOJISIICH TOKYMEHTAIIUHU, KypHAJ PETUCTPAIIUU UCXOIAIEH JOKYMEHTAIINH.

TpeOoBaHusi K BBHIIOJHEHHWIO: COOTBETCTBHE METOIMKE WM MpaBHIIaM, H3JIOKCHHBIM Ha
AyIUTOPHBIX U MIPAKTUYECKUX 3AHITHSIX.

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

JlucuuIuiiHa TIOCBAIIEHA W3YYEHHUIO pPa3paboTKu, O(OPMIIEHHUS U TPOCKTHPOBAHUS
VIOPABICHUYECKOW  JTIOKYMEHTalluM, COBPEMEHHOW  perjaMeHTallid  JICJIONPOU3BOICTBA,
OpraHu3aliy JeONPOU3BOACTBEHHON CITYKObI, TEXHOJIIOTUU PETUCTPAIMH, YUeTa M XpaHCHHS
JIOKYMEHTOB, a TaKke (POPMHPOBAHUIO JICITONPOU3BOJICTBA B YUPESKICHUIX KYIbTYPHI.

HOCJIC I/I3yIIeHI/I$I Kypca CTy,Z[eHTBI I[CMOHCTpI/IpyIOT HpaKTI/I‘IeCKHG HaBBIKU 110 COCTABJICHUIO
JIETIOBBIX JIOKYMEHTOB M HWX PEKBU3UTOB B TMPOIECCe TMPEUIOKEHHON MperogaBaTeaeM
KOHTPOJBHOKH paboThl. 3adeT BKIIOYAaeT B ceOS TEOPETUYECKHME BOIMPOCHI IO KYypCy
«/lemonpon3BOACTBO U TOKyMEHTOBEZACHUEY. [IpoBeeHre 3aueTa OCHOBBIBAETCS HA YCIEITHOM
BBIIOJIHEHUH 3a/laHU  KOHTPOJIbHOW paboThl. OIeHKa, IIOCTAaBJICHHAs 3a BBIMOJHEHHUE



KOHTPOJIbHOH pabOThl HECOMHEHHO YYMTBHIBACTCS NPHU BbICTAaBICHHMU 3auera. CTyOEHT mocie
U3y4YEHUS Kypca JODKEH:
- 3HaTh COBPEMEHHBIE TPEOOBAHUSI 110 CO3JaHUI0, OhOPMIICHHUIO U 00pabOTKE TOKYMEHTOB,

COCTABJISIFOLIUMU JEATEIBHOCTh COBPEMEHHOIO YUPEKIACHUS COLUATbHO-KYJIbTYPHON
cepbl, BOSHUKAIOIIMUMU B IIPOLECCE TPUHATHS U PEATU3alUN YIIPABICHUECKUX PELICHUN;

- 3HaTh XapaKTEPUCTUKY U COCTaB YHU(PUIIMPOBAHHBIX CUCTEM JTOKYMEHTAIUU;
- 3HATh JIOKYMEHTOBEUYECKYIO0 TEPMHHOJIOTHUIO, TIOPSIOK OpraHU3aluu paboThI C TOKYMEHTAMU;
- 3HATh MpaBujIa U GOPMBI ICTIOBON U KOMMEPYECKOM MEPETHCKY;
- YMETh TPAaMOTHO MPOEKTHPOBATH U O(OPMIISITH OCHOBHBIE BUBI YIIPABICHUECKUX JOKYMEHTOB B
COOTBETCTBUU C TPEOOBAHUSIMHU IOCYIaPCTBEHHBIX CTaHIAPTOB;
- BJIaICTh HABBIKAMU aHaJIn3a YIIPaBJICHYCCKUX JOKYMCHTOB.

e
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Ilpumeprovie KOHmMPObHBIE 6ONPOCHL U 3A0AHUA
0151 CamocmoamenvHou padoomaol

Kaxwue 3Tanbl craHOBIIEHUS IEPEKUIIO AETONPOU3BOACTBO B Poccun?
Kakue BubI 1€10BBIX TOKYMEHTOB O0OpAIAlOTCs B YUPEXKICHUAX KYJIbTYpbl?
B uem oTiaMunMe OTEYECTBEHHOI'O aApECOBaHUS M JaTUPOBAaHUSA JOKYMEHTa OT
MEXTyHapOaHOTO?
[Ipoananu3upyite NBUKEHHE JOKYMEHTOB C MOMEHTA HX IOJY4YEHHS M C MOMEHTa MX
CO3JIaHMSL.
MeTo/1bI COBEPILIEHCTBOBAHUS TOKYMEHTHPOBAHUS YIIPABJIECHYECKOUN NEATEIBHOCTH.
OcHOBHBIE ~ (aKTOpBI, OMNPEAECIAIOIINE CErOJHS  PALMOHAIBHYK)  OpraHU3alHio
UH(POPMALMOHHO-TOKYMEHTALMOHHOTO 00CTY)KUBAaHUS YIIPABICHUECKON S TETbHOCTH.
B d4em 3HaueHuMe mNpeaBApUTENBHOTO IMPOCMOTPA U PACHPECNICHUS MOCTYIHMBILUX
JOKYMEHTOB M KaK OHH IIPOBOJSATCS?
Kakoe 3HaueHune umeeT NopsIIOK CIIOB B CIIY’)KEOHBIX JOKYMEHTax?
B yem 0coO6eHHOCTh OCHOBHBIX TOTOKOB JJOKYMEHTOB?

10. Kakoe 3HaueHHMe WMEET perucrpanus JTOKYMEHTOB M KaKO€ MECTO OHa 3aHUMaeT B

opraHu3aiuun?

11. KakoBsI mpaBuiia 00pabOTKH UCXOIAIINX JOKYMEHTOB?

12. B 4yem JOCTOMHCTBA U HEIOCTATKH JKypHAIBLHON (POPMBI PETHCTPALIUU TOKYMEHTOB?
13. B yeM 0cOOEHHOCTh aBTOMaTU3UPOBAHHON CUCTEMBI PETUCTPAIIMH TOKYMEHTOB?

14. Yto BAMAET Ha OpraHU3aLUIO ABM)KEHUS JOKYMEHTOB?

15. Kakast JokyMeHTaI|s UCIIOJIB3YETCs TIPH NprueMe Ha padboTy?

16. KakoBbl 00111ie mpaBuiia U 3aaqil perucTpaiy JOKYMEHTOB?

17. Kakue TexHu4yecKue cpeaCcTBa UCIOJIb3YIOTCS B IETONPOU3BOACTBE?

18. Kak paboTarh ¢ TOKyMEHTaMH, COJIEPKAIIMMU KOMMEPUYECKYIO TaiHy?

19. [JaliTe XapaKTEpUCTUKY CIIEHAPHUS MOJATOTOBKH JTOKYMEHTA.

20. Ilepeuncnute 0COOEHHOCTH COCTABICHHS U 0(POPMIICHUS IPUKA30B IO JIMYHOMY COCTaBY.
21. B ueM 3akmirouyaeTcst paboTa UCIIOJIHUTENS C JOKYMEHTaMu?

22. Kak onpenennuTh CpoK XpaHEeHus: JOKyMeHTa?

23. Kak cocTaBUTh NUCHMO-OTBET?

—

Ilpumepnuiii nepeuensb 60npocoé K KOHMPOILHOU padome
UYto Takoe ae10npou3BOICTBO?
I[OKYMCHT " €Tr0 MCCTO B CUCTCMC YIIPABJICHH.
HopMmaTuBHO-MeTOIMYECKHE aKThl, PErJaMeHTHPYIOIIUE co3/laHue U odopmiieHue
JOKYMEHTOB.
JlokyMeHTOBe/leHHe KaK Hay4dHas [UCUUIUIMHA M €€ CBS3b C JAPYTMMU HAayYHBIMU
JUCHUITIIMHAMU.
Kakoit T'ocymapcTBeHHBI CcTaHmapT ompenenseTr TpeboBaHus 10 O(GOPMIICHHUIO
OpraHU3alMHOHHO-PACIOPSAAUTEIBHBIX JOKYMEHTOB?
JlatiTe onpeneneHue MOHITHS «UHPOPMALIHS.



7.
8.
9

10.
11.
12.
13.
14.
15.
16.
17.

18.
19.
20.

21.
22.
23.

24.
25.
26.
27.
28.

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

45.
46.

47.
48.

Jaiite onpenencHue MOHATHIO «TOKYMEHTUPOBAHUE.

Kakwue pazmepsl OyMmaru paspeiieHbl K IpUMEHEHUIO B AeTONPOU3BOICTBY?

Kax HyMepyroT cTpaHMIIbI B TOKyMEHTaxX?

KakoB mopsiok UCIOIb30BaHUsI COKPAIIEHUN B CITY>KEOHBIX TOKYMEHTaX?

JlaiiTe onpeneneHre NOHATUS «TOKYMEHT.

KaxoBa cBs3p nH(popmarum u foKkymMeHTa?

[epeuncaure GyHKINN JOKYMEHTA.

[Tonsitue «popmymnsip TOKyMEHTa».

JlaiiTe onpeneneHre MOHATUIM «yHUDUKAIISA) U «CTAaHAAPTU3ALNS» TOKYMEHTOB.

Uto noHMMaeTCs Mo FOPUAUYECKON CUIION TOKyMeHTa?

Kakue 3akoHOmaTenpHBIC aKThl MPEANUCHIBAIOT O00S3aTENBHOCTh JOKYMEHTHPOBAHUS
nHpopmanun?

Kakue Tpe6oBaHUS K TOKyMEHTaM U3JI0KEHBI C 3aKOHOIaTEIbHBIX aKTax?

bnanku JOKYMEHTOB U UX BUBIL.

TpeboBanusi Kk OGOPMICHUIO PEKBU3UTA «HAUMEHOBAHHE OpraHHW3allMd — aBToOpa
JIOKYMEHTay.

TpeboBanus K 0(OPMIICHUIO PEKBU3HUTA «CIPABOYHBIC JAHHBIE 00 OpraHU3aIM».
TpeboBanus K 0OPMIICHUIO PEKBU3HTA «aApecaTy, €ro 3HaueHue.

Ecin 1OKyMEHT OTIIpaBiIsieTCsl B JIBa aJpeca M0 MOYTE, TO CKOJIBKO SK3EMILIIPOB 3TOTO
JIOKyMEHTa HE0OXOAMMO MOJITOTOBUTH?

TpeboBanusi K 0POPMIICHHIO PEKBU3UTA «IaTa JOKyMeHTa». JlaTa Kak cOCTaBHAs 4acCTh
JIPYTUX PEKBU3UTOB.

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

Korna u raoe mpocTtaBiisieTcsi peKBU3UT «CChUIKA HAa PErHMCTPALMOHHBIA HOMEp U JaTy
JIOKYMEHTa»?

B kakux ciydasix mpocTaBIisieTcss Ha JOKYMEHTE PeKBU3UT «TpU( OrpaHUUEHUs TOCTyIa K
JTIOKYMEHTY»?

KakoB mopsiok corimacoBaHusi TOKyMEHTOB M O(OpPMIICHUS BHYTPEHHETO W BHEIIHETO
corjacoBaHus’?

Kewm noanuceiBaroTcs JOKYMEHTHI?

KakoB nopsiiok yTBepxaeHus T0KyMEHTOB?

KaxoB nopsinok noanucanus J0KyMEHTOB?

[TeyaTp KaK peKBU3UT JOKYMEHTA.

Ha xakux qokyMeHTax MpocTaBisieTcst repOoBasi edath?

KakoBbl paBuiia opopmiieHus: peKBU3UTOB, YAOCTOBEPSIOMINUX TOKYMEHT?

OTMeTKH Ha TOKYMEHTe, UX 3HaueHue U opopMIIeHHE.

TpeGoBanusi, npeabsBiIsieMble K 0()OPMIICHUIO PEKBU3NUTA «PE3OITIOLHSY, €€ 3HAaUCHHUE.
PexkBHU3UT «0TMETKA 00 MCIIOIHUTENEY, €r0 3HAUYCHHE.

[lepeuncnure peKBU3UTHI, MPUAAIONINE JOKYMEHTY IOPHUIUYECKYIO CHUITY.

Kak cnenath TeKCT JOKyMEHTA MOHATHBIM U YOEIUTEIIbHBIM?

B uem 3akmmouarorcs o6mpe TpedoBaHUsS K TEKCTY JOKyMEHTa?

DJeMEeHTHI TEKCTa: 3ar0JI0BOK, MPHIIOKEHHS, TPEOOBAHUS K HUM.

JlaiiTe onpenenenre NOHATUS «CUCTEMBI IOKYMEHTAIIUH.

JaiiTe onpenenenre NOHATUS «YHU(DUIIUPOBAHHBIE CUCTEMbI JOKYMEHTALIUN.

B kakoMm JokyMeHTe MOTYT OBITh OTOBOPEHBI YCIOBHUS PEOpraHU3aluU M JTUKBUIAIIUN
opraHu3aiuun?

KakoBbl TpeOoBaHUSI K COCTaBIEHHI0O U OGOPMIICHHIO OpPraHU3aI[MOHHO-TPABOBBIX
JIOKYMEHTOB?

SBnsiercst U 0053aTeNbHBIM AJIsE PETUCTPALMK OpraHU3alMK HaJu4nue ycrapa?

Kaxue nokyMeHTbI yTBEpKIAI0TCS PYKOBOAUTEIIEM YUPEKACHUA?

KTO HeceT OTBETCTBEHHOCTH 3a U3JaHUE MpUKa3a?
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[lepeuncnure yacTH TeKcTa MpUKa3a.
KakoBbI TpeOOBaHUS K COCTABICHHIO U O(POPMIICHHUIO PACTIOPSAIUTEIBHBIX JOKYMEHTOB?
Ha3zoBute TpeOoBaHUS K COCTABICHUIO U O()OPMIICHHUIO TPUKA30B.
Ilpumepnuwiii nepeuens 60npocos K 3auemy
HazoBure TpeboBaHMUS K COCTAaBICHUIO B O(DOPMIICHUIO OOBSICHUTENBHBIX U JTOKIAIHBIX
3aITUCOK.
HazoBure TpeGoBaHMs K COCTaBICHUIO  0(OPMIICHHUIO CTIIPABOK.
HazoBuTte TpeboBaHUs K COCTABIECHUIO U O(DOPMIICHHIO aKTa.
Ha3zoBute TpeOoBaHUS K COCTABICHUIO U O()OPMIICHHUIO TPOTOKOJIA.
HazoBuTte TpeboBaHUs K COCTABICHUIO U O(DOPMIICHHIO TEIETPaAMM.
Ha3zoBute TpeboBaHUS K COCTABICHUIO U O()POPMIICHHUIO JIETIOBOTO MHChMA.
Kax odopmiisercs COBMECTHOE TTMCHMO JIBYX OpraHu3aIiiii?
B yem 0coOeHHOCT S3bIKa U CTHIIS CITYKEOHBIX TOKYMEHTOB?
[epeuncnure pa3HOBUIHOCTH TTHCEM.

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

«Cuenapuii» NOArOTOBKU COBEIIAHUA.

Kakue moxymMeHThI CO3/1at0TCsl B IIPOLIECCE MOATOTOBKH COBEIIAHMS?

KT0o MOkeT paboTarh ¢ TOKYMEHTaMH, COACPKAITUMH KOMMEPUYECKYIO TalHy?
Jaiite onpenesnenre NOHATUS «TOKYMEHTO000POT».

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

Kakoii HOpMaTHBHBI [OKYMEHT OINpeAessieT MHOpsSA0K paboThl C JOKYMEHTaMHU B
opranu3anuu’?

[lepeuncaure ocHOBHBIE (YHKIIMHU H 33a4U MTOPA3AEICHUI CIyKOBI IJI0MPOU3BOICTBA.
KakoBa posb cexperapsi B CTPYKType yIpaBiIeHUs JeI0NPOU3BOICTBOM?

KakoBa cTpykTypa ciy>k0bl TOKyMEHTAllUOHHOTO 00eCIIeUeHUs YIIpaBiIeHUs?

Kaxk peructpupyroTcst IpOTOKOIbI COOpaHUI U 3aCeTaHMs KOJUICKTHBA?

. Kak ncuucnsiercss cpok HCHOTHEHUS TOKYMEHTOB?
22.
23.
24,
25.
26.
27.
28.
29.
30.
31.

Uto Takoe HOMEHKJaTypa e’

Kewm yTBepxaaercsi cBOOOJHAsE HOMEHKIIATYpa J1e7 OpraHu3aun’?

['te momeniaroTcs MpUKasel O IpUeMe, YBOJIbHEHUN PabOTHHUKA?

Kak cucremMaru3upyroTcst JOKyMEHTBI B HOMEHKJIAType J1e1?

Kak npoucxoaut XxpaHeHue U nepenayda el B apXuB?

C xakuM JOKyMEHTaMH IpH IIpreMe Ha paboTy Bac H0KHBI 03HAKOMUTH?

[lepeuncnure JOKYMEHTHI IO TUYHOMY COCTaBY U MPaBUiia UX OPOPMIICHHUS.

Kewm ycranaBnnBaroTCsi HHAMBUYalbHbIE CPOKH UCIIOJHEHUS JOKYMEHTOB?

KaxoBsl ¢popMbI peructparuu 10KkyMeHToB B Poccun?

[Ipn perucrpauumu Kakoro IOKyMEHTa JaTy PETUCTPALMM YKa3blBAIOT B JEHb €ro
MOITUCAHUS?

Kak onpenenuth Cpok XpaHEHUS TOKyMEHTa?

UTo Takoe 3NEKTPOHHBIA JTOKYMEHT?

UTo Takoe 31EKTPOHHBIN JOKYMEHTOOOOPOT U KaKoBa €ro PoJib B AEJIONPOU3BOICTBE?
Kakwue cymiecTByIOT CCTEMbI aBTOMATU3aLUU JeIONPON3BOACTBA U JOKYMEHTO000poTa?
Kakue cripaBouHble TpOrpaMMsbl 1€JI0IPOU3BOICTBA BbI 3HaeTe?

[lepeuncnure MOJIOKUTEIbHBIE CTOPOHBI BHEJPEHUS KOPIIOPaTUBHOTO
JIOKyMEHTO000pOTA.

Kak npoucxonut obecrieueHrne COXpaHHOCTH U JOCTYITHOCTH 3JIEKTPOHHBIX JOKYMEHTOB?
Kakumu nyTssMH JOKYMEHTHI MOTYT IMOCTyHaTh B aBTOMATHU3HPOBAHHYIO CHUCTEMY
JIETTONPOU3BOICTBA?

s uero HyKHa aHTUBUPYCHAs 3a1uTa’?

PexomMeHnaannu mo BLINOJHEHUIO 32JaHNH HA 3a4eTe



3anaHus SBISIOTCS KOHKPETH3AIMeH JEKIIMOHHOTO M CEMHUHApPCKOr0 Marepuala Kypca U
COOTBETCTBYET OCHOBHBIM €T0 TEMaM.

Ba,Z[aHI/ISI BBIIAIOTCA BO BPCMsA ayAUTOPHBIX NPAKTUUCCKHUX SaHHTI/II\/'I, II0CJIC 3HAKOMCTBA C
MPAKTUYECKONH 3HAYMMOCTBIO JOKYMEHTOB, C TpeOOBaHMSAMH K MOPSAKY UX pa3paboOTKu u
COJIEPIKAHUIO.

3aganue npenanoaraet 30 MUH. Ha BBINOJHEHHUE.

TemaTtuka KOHKPCTHOT'O MHAUBUAYAJIBHOI'O 3aaHUA U BBI60p AOKYMCHTOB COTJIaCYCTCA C
npernoaaBaTeniemM.

B pesynprare mpakTuueckoil pabOThl Ha 3adeTe BBISBISIOTCS 3HAHUS COBPEMEHHBIX
TpeOOBaHU TO CO3MaHUI0, OPOPMIICHHI0O U O00pabOTKE JOKYMEHTOB, MOPSIOK OpraHU3AINH
paboThl C TOKYMEHTaMH B TeaTpe, mpaBuia U (HOPMBI JIEJTOBOM M KOMMEPYECKOW MEepernucKH;
YMEHHSI TPaMOTHO MPOEKTHPOBATh U 0GOPMIISITH OCHOBHBIE BUIBI YIIPABIEHYECKUX TOKYMEHTOB
B COOTBETCTBUU C Tpe6OBaHI/I$IMI/I roCyaJapCTBCHHBIX CTAHAAPTOB; BJIAACHUC HABLIKAMU aHAJIM3a
yIpaBIECHYECKUX JOKYMEHTOB.

XO,Z[ BBITIOJIHCHU A Bal[aHHﬁ, HaH60nee YAAQYHO BBITTOJIHCHHBIC 3aJaHUA U TUTIMYHBIC OIJ_II/I6KI/I
00CYXXJAI0TCSl Ha MOCIEAYIOMUX ayJUTOPHBIX MPAaKTHUYECKUX 3aHATUSAX. BhinonHeHue 3amaHuit
ABJIICTCA NPCAMETOM aTTCCTAllUU CTYACHTOB B TCUCHUC CCMCCTpPA.

B pesynbrare 0CBOCHUS AUCHUILTUHBI 00YYAIOLIUICS JOKEH:

1) 3narh: coBpeMeHHBIE TpeOOBaHUS MO CO3JaHMI0, OGOPMIICHUIO U 00pabOTKH
JOKYMEHTOB, COCTaBJISIFOIIUX JESITEIHLHOCTh COBPEMEHHOTO TeaTpa, XapaKTEPUCTHKY U COCTaB
YHU(DUIIUPOBAHHBIX CHUCTEM JOKYMEHTAIMH, JOKYMEHTOBEAUECKYIO TEPMHHOJIOTHIO, MOPSIOK
opraHu3amu paboThl ¢ JOKYMEHTAMU B TeaTpaJibHOW cdepe, mpaBmia U (HOpPMBI JETOBON U
KOMMEPUYECKOM MepernucKu

2) YMeTh: TpaMOTHO MPOEKTUPOBATh U O(QOPMIIATH OCHOBHBIC BUIBI YIPABICHUECKUX
JIOKYMEHTOB B COOTBETCTBHH C TPeOOBAaHUSMU TOCYJapCTBEHHBIX CTaHAAPTOB

3) Bnangers: HaBbIKaMH aHaJHM3a yIPABICHYECKUX JTOKYMEHTOB, CHCTEMO JJIEKTPOHHOTO
JOKYMEHTO0000poTa

TpeGoBanus k 3auerty

JlucummiuHa TOCBSIEHAa H3YyYEHUIO pa3paboTKu, o(opmileHHuS U TPOEKTUPOBAHUS
yIpaBICHYECKOW  JIOKYMEHTAllUW, COBPEMEHHOW  perjiaMeHTaluu  JeJIONpPOU3BOICTBA,
OpraHM3aly JIeJIONPOU3BOJCTBEHHOW CIIyXKObl TeaTpa, TEXHOJOTMH PETruCTpaluu, y4deTa Hu
XpaHEHUsl JOKYMEHTOB, a TaKkXke (JOPMUPOBAHUIO JEIOMPOU3BOCTBA B TeaTpalbHO chepe.

[Tocme w3ydeHHWs Kypca CTYACHTBI JEMOHCTPUPYIOT MPAKTUYECKHE HABBIKK II0
COCTaBIICHUIO JEIIOBBIX JOKYMEHTOB U UX PEKBU3UTOB B TPOIECCe MPEIOKCHHON
mpernojaBaTesieM KOHTPOJIBHON pa0oThl. 3adeT BKIOYACT B ce0S TEOPETHUECKHUE BOMPOCHI
(Oumetsl) Mo Kypcy «Jlemomnpon3BoACTBO U TIOKYMEHTOBEACHHE).

[IpoBenenue 3auéra OCHOBBIBAETCS HA YCIEUIHOM BBIMOJIHEHUH 3aJJaHUN KOHTPOJIBHBIX
pabot, pyOeKHOTO KOHTPOJISI U TECTUPOBAHUS, a Takke CHOPMHPOBAHHOTO Jeja U3 00pas3IoB
OCHOBHBIX JIOKYMEHTOB. OIlleHKa, TIOCTaBJIEHHAas 3a BBIMOJHEHHE KOHTPOJIBHON padoThI
HECOMHEHHO YYMTHIBAETCS MPHU BbICTABIICHUU 3a4eTa.

PexomMeHnaanuu mo BLINOJHEHUIO 32JaHUH HA 3a4eTe
3agaHus SABISIOTCS KOHKPETU3alMEH JEKIIMOHHOIO U CEMUHAPCKOTro MaTepuaia Kypca u
COOTBETCTBYET OCHOBHBIM €r0 TEMaM.



3agaHusl BBIJAIOTCS BO BPEMs ayJUTOPHBIX NMPAKTUUYECKUX 3aHATHH, OCIEe 3HAKOMCTBA C
NPAaKTUYECKOH 3HAUYUMOCTBIO JTOKYMEHTOB, C TPEOOBAaHUSMH K MOPAIAKY HX pPa3pabOTKu H

COJIEPKAHUIO.
3ananue npeamnonaraet 30 MUH. Ha BBIIIOJIHEHHE.
Temarnka KOHKPETHOTO WHIWBUIYaTbHOTO 3aJaHHUS M BBIOOp TOKYMEHTOB COTJAcyeTcsl C

IPEToIaBaTeIIEM.

B pesynprare mpakTHueckoil pabOTHl Ha 3a4yeTe BBIABISIOTCS 3HAHUS COBPEMEHHBIX
TpeOOBaHUI TO CO3/MaHUI0, OPOPMIICHHI0O U 00pabOTKE JOKYMEHTOB, MOPSIOK OpraHU3AINH
paboTHI ¢ JIOKyMEHTaMH B Tearpe, mpaBwia u (HOPMBI AETOBOH M KOMMEPUYECKOW MEPENmUCKH;
YMEHUS TPaMOTHO MPOEKTUPOBATH U OPOPMIISATH OCHOBHBIE BU/IbI YIIPABIEHUYECKUX JOKYMEHTOB
B COOTBETCTBUU C Tpe6OBaHI/I$IMI/I roCcyaJapCTBCHHBIX CTAHAAPTOB; BJIAACHUC HAaBLIKAMU aHAJIM3a

YIpaBJICHUYCCKHUX JOKYMCHTOB.
XO,Z[ BBIITIOJTHCHU A SaI[aHHﬁ, Hauboee YAAQYHO BBIIIOJIHCHHBIC 3addaHUSA U TUIIMYHBIC

OIIMOKK 00CYXJIal0TCA HA MOCIEIYIOMNUX ayJIUTOPHBIX MPAKTUYECKUX 3aHATUSAX. BhimonHeHnue
3aJJaHUM SABJISIETCS MIPEIMETOM aTTECTAllK CTY/IEHTOB B TEUEHUE CEMECTpa.

CJIOBAPb OCHOBHbBIX TEPMHWHOB

ABroOuorpadgusi - omnucaHue CBOEH JKM3HHM, BKIIIOHYAlOIlee OOydYeHHE U TPYAOBYIO
JIeATEIbHOCTD.

ABTOpP 10KYMeHTA - (PU3NYECKOE UITH IOPUIANIECKOE JIULIO, CO3/AaBIIee JOKYMEHT.

Anpecar - MILIO WIK OpraHn3alys - IOITy4aTeb JOKYMEHTA.

AnpecoBaHMeIOKYMEHTA -yKa3aHHUE M0JTydaTess JOKyMEHTa IIyTeM IPOCTABIEHUS PEKBU3UTA
«azapecar» B [IPABOM BEPXHEM YIIIY JIMCTA.

AKT - TOKYMEHT, COCTABJICHHBII HECKOJBKUMM JIMLAMHU U MOATBEP)KAAIOLINN KOHKPETHbIE
(aKThI WK ISHCTBUSI.

AKIIeNT - IPUHSTUE NPEII0KEHHS O 3aKJIF0YEHNH KOHTPAKTa OJHON U3 €ro CTOPOH.

AHKeTAa - TOKyMEHT, COJEp Al BOIIPOCHI IO OMPENICTICHHON TEME W OTBETHI HA HUX.

AHHOTAIUS - KPaTKas XapaKTEPUCTUKA COJIEP)KAaHNSI KHUTH, OTYETA, CTaThbU, TOKYMEHTA.

ApXMB - OpraHu3alys WIM €€ CTPYKTYpHOE MOJpPa3JeNieHHe, OCYILECTBIIIIOIIUE MPUEM M
XpaHEHHE apXUBHBIX IOKYMEHTOB C LI€JIbIO UCII0JIb30BaHU.

bananc npeanpusitusi - (UHAHCOBBIM JOKYMEHT, OTPAKAIOIIMHA COCTOSHUE JICHEKHBIX H
MaTepHaIbHBIX CPENICTB MPEANPUSATHUS (PACXOJOB U JOXOJIOB).

baank nokymeHTa - HAOOp PEKBU3WTOB, WACHTH(PHIMPYIOIIMX aBTOpa O(UIIMAILHOTO
ITMCbMEHHOTO IOKYMEHTA.

Byxraiarepckue AOKYMeHTBI - JOKYMEHTBI, HEOOXOJUMBbIE sl BEIEHUs OyXrajaTepcKoro
ydeTa, SIBJISIONIMECsS MUCbMEHHBIM JIOKa3aTeIbCTBOM COBEPIICHUS (PMHAHCOBBIX, XO3SHCTBEHHBIX
onepanui.

Benomocts - miepeueHb (CIUCOK) KaKUX-TMOO JAaHHBIX, PACIIOJIOKEHHBIX B OMpPEIeICHHOM
MOPSIAKE.

Buza opuuUAIBLHOIO AOKYMEHTA - PEKBU3WT JIOKYMEHTA, BBIPAKAIOIIMK COIVIACHE WU
HECcOoryacue TOJDKHOCTHOIO JIMLA C COIEpKaHUEM JOKYMEHTA.

BHenHMii 10KYMeHT - JOKYMEHT, OTIPABJICHHBIA JPYTUM OpraHu3aiusM (JIUaM) HiIH
MOJTYYEHHBIN OT HUX (MCXOISIITNI MITA BXOISIIIHN ).

BHyTpeHHUI T0KYMEHT - OQUIMATIBHBIA JOKYMEHT, HE BHIXOJISIIHIA 3a ITPEe/IeIbl ITOIrOTOBUBIIEH
€ro OpraHu3aLum.

BHyTpeHHsIsI ONMCH - YYETHBIM JIOKYMEHT, COJAEPKAllMM IIEPEYCHb JOKYMEHTOB Jena C
YKa3aHUEM IOPSIKOBBIX HOMEPOB JJOKYMEHTOB, UX UHJIEKCOB, HA3BAHUH, AT, HOMEPOB JIUCTOB.



Bxoasiimii JOKYMEHT - JTOKYMEHT, ITOCTYIMBIIMN B y4pexIeHHe. BbIncka u3 JTOKyMEHTa -
3aBEpEHHAs KOITUS YacTH JOKYMEHTA.

I'pud orpanuyeHusi gocTyna K JAOKYMEHTY - PEKBU3UT O(DUIMAIBLHOTO JIOKYMEHTA,
CBHUJICTEIIHCTBYIONINI 00 0COOOM XapakTepe MH(pOpMaIyy, OrpaHMYMBAIONINN KPYT TOJIb30BaTeneh
JIOKYMEHTA.

I'pud cornacoBanusi - pPEKBU3UT OQUIMAIBHOTO JOKYMEHTA, BBIPKAIOIIMN COIIachue
YUPEXKICHUS WM €70 OpraHa, He SIBJIIOLIEr0csl aBTOPOM JIOKYMEHTA, C €r0 COAEPKAHUEM.

I'pud yrBepkaeHus - peKBU3UT OQUIMATIHHOTO JOKYMEHTA, MPUAAIONTIA HOPMATUBHBINA WA
IIPaBOBOM XapaKTep €ro COACPKaHUIO.

Jlata opuUHAILHOIO JOKYMEHTA - PEKBU3UT OQHUIMAILHOTO JIOKYMEHTA, COJEp KalllHid
yKa3aHHOE€ Ha JOKYMEHTE BpeMs €ro CO3[aHHs W/WIM TOANMCAHWS, YTBEPXKICHHS, MPUHATHS,
COIJIaCOBaHMS, ONTyOIMKOBAHUS.

/1eJ10 - COBOKYITHOCTb JJOKYMEHTOB MJIM JOKYMEHT, OTHOCSIILIMECS K OHOMY BOIIPOCY MJIU YUaCTKY
NeSTENbHOCTH, IOMEIICHHBIE B OT/AEIbHYIO O0JIOKKY.

Je1onpon3BoACTBO (JIOKyMEHTAIMOHHOE olOecnedeHue ymnpasienus - JIOY) - orpacib
NeATEeNbHOCTH, OOecrevrBaroias JOKYMEHTUPOBAaHHE W OpPraHU3aldio paboThl ¢ O(UIMATEHBIMU
JIOKyMEHTaMHu.

JloBepeHHOCTB - JOKYMEHT O ITPEOCTABIICHNH IIPaBa JOBEPEHHOMY JIMILY HA COBEPIIICHUE KaKUX-
MO0 ACHCTBUI OT JIMIIa MOBEpUTENs (IPEAPUATHS WU TPAXKIaHUHA).

JoroBop (KOHTPAKT) - OKYMEHT, (DUKCHUPYIOIIUI COTJIAIIEHHE CTOPOH 00 YCTaHOBJICHUH
KaKHX-JIHOO OTHOIIIEHUH U YCJIOBUIM UX PETYIHPOBAHUS.

JokaangHasi 3amucKa - JOKYMEHT, aJIp€COBAaHHBIA PYKOBOACTBY, COAEPKAILMK HW3JI0KEHUE
Kakoro-im0bo BOIIPOca ¢ BBIBOJAMU U MPEITI0KEHUSIMU COCTABUTEISL.

JoxymeHT (I0KyMeHTHpoOBaHHasi WHGopManus) - 3apUKCUPOBAaHHAs Ha MaTepUATbLHOM
HocHTeNne HHPOPMAIIUS C PEKBU3UTAMU, TIO3BOJISIONIMME €€ UACHTH(DHUIIMPOBATH.

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

JoxymeHnTanus - opopMIIEHHAS IO €JMHBIM [TPAaBUJIaM COBOKYITHOCTh IOKYMEHTOB.

JIOKyMeHTHPOBaHHUe — AEATENBHOCTD 110 CO31aHUIO IOKYMEHTa 110 ycTtaHoBJIeHHBIM [[OCTom
IpaBUjIaM.

JloKyMeHT0000pOT - [BMKEHUE JOKYMEHTOB B OPraHU3allMd C MOMEHTA X CO3JaHMs WIN
MOJTY4EHMSI JI0 3aBEPILIECHUS] UCTIOTHEHNS WU OTIIPABIICHHUS.

JIOKyMEHTbI NMOCTOSIHHOTO XPaHEHWsl - JOKYMEHTbI, KOTOPBHIM YCTAHOBJIEHO OeCccpouHOe
(BeuHOE) XpaHECHHE.

Jy0/mMKaT [JOKyMeHTa - IIOBTOPHBIM SK3EMIULIp NOAJIMHHMKA JIOKYMEHTa, HMMEIOIINN
FOPUJINYECKYIO CUTTY.

Kypnan ydera JOKYMEHTOB - J>KypHAJI, COCTAaBJICHHBIM IO OmpenereHHor (opme u
COZIEprKaIlMi CBEJCHUS O TOKYMEHTAxX U ONepalnaX ¢ HUMHU.

3aroJi0oBOK O(pMIIMAIBLHOTO JOKYMEHTA - PEKBU3UT JIOKYMEHTA, KPaTKO M3Jararlifii ero
coJiepKaHue.

3asiBiIeHMe - IOKYMEHT, COZICpKalliid TPOCK0Y WK MPEIUIOKEHHE.

HNupexce nena - mudpoBoe W/ OyKBeHHO-IIH(PPOBOE 0003HAUCHHUE JieTla B HOMEHKIIAType JIel
OpraHM3aliy, HAHOCUMOE Ha ero 00J0XKKY.

Nupexcanms JOKYMEHTOB - NPHUCBOCHUE JOKYMEHTaM MOPSIKOBBIX HOMEPOB M YCJIOBHBIX
0003HaUCHHI [TPU PETHCTPALHH.

HHCcTpyKuusi 1m0 JOKYMEHTAIMOHHOMY O0eCIeYeHUI0 AeATeJIbHOCTH Mpexnpusitus (1o
AEJIONPON3BOJCTBY) - JOKYMEHT, pEIVIAMEHTHPYIOLMI IpaBUiIa, MPUEMbl M IPOLIECCHl CO3IaHUS
JOKYMEHTOB U MOPSIIOK pabOThI C HUIMU Ha PEIIPUSITUHL.

HNudopmanusi - cBeeHUs O JHIAX, NpeaMeTax, (akTax, COOBITHSX, SBICHUSIX M IMPOIeccax
HE3aBUCUMO OT (POPMBI UX MPEACTABICHHUSL.

Hexonsinmii 1oKyMeHT - opuIMaTbHbINA JJOKYMEHT, OTIIPABISEMBIN U3 YUPEKICHHUS.

KonTpareHT - 011Ha 13 CTOPOH KOHTPAKTA, I0TOBOPA.



KoHTpakT - cHHOHMM NOHATHA "AOroBOP" NPUMEHHUTEIBHO K T'PAXKIAHCKUM U TPYIOBBIM
IIPABOOTHOLICHUSM.

KoOHTpo.1b MCIOJHEHUs] JAOKYMEHTOB - COBOKYITHOCTb JCHCTBHI, 00€CIeUuMBAIONIINX
CBOEBPEMEHHOE MCIIOJIHECHHE IOKYMEHTOB.

Konusi 10KymMeHTa - TOKYMEHT, MOJHOCTBIO BOCIIPOM3BOAIIMI MH(POPMAIHIO TOTMHHOTO
JOKYMEHTA ¥ BCE €T0 BHEIIHUE PU3HAKY WM YaCTh UX, HE MIMEIOIINHN FOPHIMYECKON CHIIBL.

Konusi noxymeHTa, 3aBepeHHasi - KON JOKYMEHTa, Ha KOTOpOM B COOTBETCTBUU C
YCTaHOBJIEHHBIM MOPSIKOM MIPOCTaBJIAIOT HEOOXOMMBbIE PEKBU3UTHI, IPUIAIOLIHE €l FOPUIUIECKYIO
CUITY.

JInyHasi KapTo4YKa - JOKYMEHT, COCTAaB/SIEMbIi Ha DPaOOTHHMKA W COACPKAIMN KpaTKue
CBeZIeHHUs 0 HeM (00pa3oBaHHe, CTax, CEMEHHOE MOJIOKEHHE, TPYI0Bast ACITEILHOCTD U T. 11.).

JIu4Hoe ne0 - COBOKYNHOCTh JOKYMEHTOB, COJCp)KAIlMX CBEIEHUs O PabOTHUKE, €ro
00pa30BaHUM, TPYIOBOU AESTEIHHOCTH, CEMEITHOM TOJIOKECHHUU.

Homenkiarypa gen - cHCTEMaTH3WPOBAHHBIN MEPEUYEHb HAMMEHOBAHUMN [IEJI, 3aBOAMMBIX B
OpraHU3alHH, C YKa3aHUEM CPOKOB UX XpaHEHUsl, 0)OPMIICHHBIN B YCTAaHOBJIEHHOM MOPSIKE

HopmaTuBHBIH JOKYMEHT - JOKYMEHT, M3JAHHBIN YIIOJTHOMOYEHHBIM Ha TO TOCYJAPCTBEHHBIM
OpPraHOM M YCTaHABIMBAIOIIMI HOPMBI, MpaBWIA IOCTOSHHOIO WIM BPEMEHHOIO JEHCTBU,
paccuMTaHHbIE Ha 0053aTeNbHOE IPUMEHEHHE.

Oprann3anuoHHO-PACIIOPAAUTENBHBIN JOKYMEHT - BUJI IMCbMEHHOTO IOKYMEHTA, B KOTOPOM
(UMKCUPYIOT pelIeHHe AIMUHUCTPATHBHBIX M OPraHM3al[MOHHBIX BOIIPOCOB, & TAaKXKE BOIPOCOB
yIpaBJeHUs, B3aMMOJCHCTBUS, OOECIeYeHHsI M PEryJMpOBaHUS JICATEILHOCTH OpraHOB BIIACTH,
YUPEKIACHUM, IPEANPUSTHIA, OpraHU3aINi, X TIOAPA3IEICHUIN U JOKHOCTHBIX JIUILL.

Opranmzamusi padoThl ¢ JOKYMEHTAMH - OpraHM3alHs JIOKyMEHTOOOOpOTa, XpaHEHUs U
UCIIOJIb30BaHUs JOKYMEHTOB B TEKYIICH NEATEIBHOCTH YUPEKICHHUS.

OpurunaJ J0KyMeHTa - IEPBbI, NOATMHHBIN 3K3eMIUIIP JOKYMEHTA.

OTMerKa 0 MOCTYIJIEHHH JOKYMEHTA - OTMETKA, IPOCTaBIIsieMast Ha HIDKHEM I10JIE BXOZSALIETO
JIOKYMEHTA, COCTOAIIAS U3 ITOPSIIKOBOIO HOMEPA U JaThl OCTYIICHUS.

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

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

Odopminenne nesa - NOATOTOBKA J€Na K XPAaHEHUIO B COOTBETCTBHM C YCTAHOBJIEHHBIMU
IIPaBUJIAMH.

OdopmiteHne AOKYMEHTa - TPOCTAaBICHHE HEOOXOIMMBIX PEKBU3HUTOB, YCTAHOBJICHHBIX
NpaBUJIaMH JOKYMEHTHPOBAHUSL.

IlepcoHanbHBbIE AaHHBIE - CBEICHHS O (PaKTax, COOBITUSIX M OOCTOSTENBCTBAX IKU3HH
IpaXXIaHHHA.

ITeuaTs - aIEMEHT NOATBEPKIEHNUS ITOUTMHHOCTH MOIIUCH JOJDKHOCTHOT'O JIUIIA Ha IOKYMEHTAX,
NPEyCMOTPEHHBIX HOPMa-TUBHBIMM aKTaMM, YJOCTOBEPSIOLIMX CBA3aHHbIE C (DMHAHCOBBIMU
CpeACTBaMU IpaBa JHIl, (GUKCUPYIOMIUX (PaKTHI.

IMomIMHHNK TOKYMEHTA - TIePBbIN WIN SAMHUYHBIN SK3eMIUTSIp OPHUITHATLHOTO JOKYMEHTA.

IHoanucp - PeKBU3UT JOKYMEHTA, MPEICTABISAIONIMNA 000 COOCTBEHHOPYYHO HAMMCAHHYIO
(hamMIIINIO OJIHOMOYHOT'O IOJDKHOCTHOTO JIMIIA.

Ilpuka3 - 1paBOBOM aKT, U3JAaBACMbli PYKOBOAUTEIEM B LENAX  pa3pelicHUs
IIPOU3BOJICTBEHHBIX 3aa4.
IIpoekT [gOKymMeHTa - IIpEABApPUTENIBHBIM, HEMOANMCAHHBII BapuUaHT  JIOKYMEHTA,

NIPEIHA3HAYECHHBIN 17151 PACCMOTPEHUS.

IIpoTokoJ - TOKYMEHT, (GPUKCUPYIOIIUI X0 00CYKICHHs BOIIPOCOB M TIPUHSATHS PEIICHUI Ha
COOpaHMSIX, COBEIAHMSAX, 3aCEIaHHIX KOJIETHAIbHBIX OPTaHOB.

Pacnopstakenue - IpaBoBOM aKT, U31aBaEMBbIi JJIs PA3pELLECHKS OIIEPAaTUBHBIX BOIIPOCOB.

PerucrpauuoHHbIii HHAEKC JOKYMEHTA; perucTpalliOHHbIi HOMep T0KYMEHTa - ITu(ppoBoe
WM OYKBEHHO-IIM(POBOE 0003HAYCHHE, IPHUCBANBAEMOE JOKYMEHTY IPU €T0 PETUCTPALIUHL.



Perucrpauus 10KyMeHTOB - 3aITMCh YYETHBIX JaHHBIX O JIOKYMEHTE 110 YCTaHOBJIEHHOH (hopMme,
¢ukcupyromas GakT ero co3gaHus, OTIPABICHUS WX TOTyYEHUSI.

Pe3osronmsi JOKyMEHTA - PEKBU3UT, COCTOSILLMI W3 HAIIUCH HA JIOKYMEHTE, IPOCTaBIIsIEMOI
JOJDKHOCTHBIM JIMIIOM U COZAEPIKaIlel IPUHSITOE UM PEIlIeHHE.

PexBU3UT T0KYMeHTA - 00513aTeNbHBIN AIEMEHT 0(pOpMIICHUS O(PULIMAIBHOTO JOKYMEHTA.

Pemienne - [OKyMEHT, MPUHUMAEMbI KOJUIETHAIbHBIM OpraHOM B IEJSIX paspeleHus
IIPOM3BO/ICTBEHHBIX 337144, BOIIPOCOB.

Cay:x0a 1e10npou3BOACTBA - CEKpPEeTapyaT, KaHLIEISAPHSI, YIPaBJICHUE AeIaMu, OO OTIEN,
OTJIeJT IOKYMEHTAIIMOHHOTO 00ECTIeYEeHHs U APYTHe MOAPa3IeNeH s, OCHOBHOM (DyHKIIMEH KOTOPBIX
ABIIAETCS padoTa ¢ JOKYMEHTaMHU.

CayxeOHasi 3ammcKa - JOKYMEHT, AaJpECOBaHHBI PpPYKOBOACTBY HPEANPUSTHS WA
CTPYKTYPHOTO MOJpa3/IeSICHHs], COJEPIKAILIMIA H3JI0KEHUE KaKOTr0-TM00 MPOU3BOACTBEHHOTO BOIIPOCa
C BBIBOJIAMH, TIPOCHOAMHU U TIPEIUIOKECHUSIMU.

CnpaBka - JOKYMEHT, COJICPIKAIIIHii OITUCAHNE H/UITH TOATBEPKICHHIE TEX WM HHBIX (DaKTOB,
COOBITHH.

Cpox HCHOJHEHHs JTOKYMEHTA - CPOK, YCTaHOBJICHHBI HOPMATHBHO-TIPABOBBIM aKTOM,
OpraHU3aIMOHHO-PACTIOPSAUTEIILHBIM JOKYMEHTOM HJTH PE30JTIOIIUCH.

CTpyKTypa ¥ IITAaTHAs YMCJIEHHOCTD - JOKYMEHT, B KOTOPOM 3aKpEIUICHbI HAUMEHOBAHHUS U
o0l1iee KOJIMYECTBO CTPYKTYPHBIX TOJPA3/IC/ICHUI, HAUMEHOBAHUS JIOJDKHOCTEH M KOJIMYECTBO
IITATHBIX CIMHUII B KOKIOM MOAPA3ACIICHAH TPEIPUSTHS

ToBapHbIii 3HAK - YCJIOBHOE O0OO3HAYCHHE, 3apPCTHCTPUPOBAHHOE TOCYAaPCTBOM,
npeaHasHaYeHHOE TS OTIIMYKS TOBAPOB OJHHUX FOPHINUCCKHX U (DU3HUCCKHX JIMIT OT OJJHOPOIHBIX
TOBapOB JIPYTHX.

Tpynosoii konexkce P® - Koneke 3akoHOB 0 Tpyzae Poccuiickoit denepanuu, peryimpyrommii
TPYIOBEIE IIPABOOTHOIIECHHUS.

Daii1 - COBOKYITHOCTh JAHHBIX, 3alIMCAHHBIX HA MAIIMHHOM HOCHUTENE MOJ ONpPENEIECHHBIM
HMMEHEM.

®akcumuie - 1. Bocnpon3seneHrne TEXHUUECKUMU CPEICTBAMM KOITUKU opuruHaia. 2. Kuiue,
1eyaTh, MO3BOJISIIONIAS MHOTOKPATHO BOCIIPOM3BOIUTH MOJIMTUCH HAa JJOKYMEHTAaX.

Du3znyecKoe JMIO - TPAXIAHUH, SIBIISTIOUINICS YYACTHUKOM I'Pa’KIaHCKUX MMPABOOTHOIIECHUM.

dopMupoBaHHUe JeJ1a - TPYIITUPOBAHUE UCTIOHEHHBIX JTIOKYMEHTOB B JIEJIO B COOTBETCTBUU C
HOMEHKJIaTypOM JIe1 ¥ CUCTEMATH3alusl JOKYMEHTOB BHYTPH J€na.

®@opmy.isip-o06pa3eny - MOJENb IOCTPOCHUS JIOKYMEHTa, YCTaHAaBIMBAOMAas 00JIacTh
npuMeHeHus, (popMaTtbl, pa3Mepsl MoJiei, TpeOOBaHUs K MOCTPOCHUIO KOHCTPYKLIIMOHHON CETKU U
OCHOBHBIE PEKBU3UTHI.

IlIraTHoe pacnucanue - YHUPUIMPOBAHHBIA JOKYMEHT, COJICpXKAIIUl CBEICHUS O
CTPYKTYPHBIX TIOAPA3JCTCHUSNX, JOJDKHOCTSIX pPAaOOTHUKOB, KOJWYECTBE INTATHBIX —CIMHUII,
JOJDKHOCTHBIX OKJIa/IaX, Ha/I0aBKax U MeCTYHOM (oHe 3apabOTHOM IUIaThl TPEeAMPUSATHS.

JKCNepTH3a HEeHHOCTH JOKYMEHTOB - 0TOOp JOKYMEHTOB Ha rOCYIapCTBEHHOE XpaHEHHE
WJIY YCTaHOBJIEHUE CPOKOB UX XPAaHEHUSI HA OCHOBE NPUHATHIX KPUTEPUEB.

JkcneptHas komuccusi (JDK) - komuceus, cocrosmias U3 KBaTHU(QHUIMPOBAHHBIX
pabOTHUKOB, CO3JaHHAsI AJIsl MPOBEICHUS €KEroJJHOr0 0TOOpa JOKYMEHTOB JUIsl AalbHEHIIEro
XPaHEHUS U BBIIEIECHUS K YHUUTOKEHHUIO.

DJIEKTPOHHBII JOKYMEHT - JOKYMEHT, B KOTOPOM HHQOpMAaIMs MpelICcTaBlIeHa B
AIIEKTPOHHOHN (hopMe, C pEKBU3UTAMH, HEOOXOJUMBIMU IS IPU3HAHUS €T0 JIEHCTBUTEIBHBIM.

JuaexkTpoHHass uudpposas mnoanuch (L) - peKBU3UT HNEKTPOHHOTO JAOKYMEHTA,
NpeAHa3HAYEHHBIN JUIsl 3alUTHI JAHHOTO 3JIEKTPOHHOTO JOKYMEHTA OT MOAAEIKH, OJIYy4eHHBIN
B pe3yiabTaTe KpUNTOrpaduyecKoro mpeodpa3oBaHuss HHPOPMAIMH C HCIOJB30BAHUEM
3aKpBITOTO KJII0Ya 3JIEKTPOHHOW HM(POBON MOAMKMCH U TO3BOJISIOUMN HIESHTH(PULIUPOBATH

BJIaJeNbla cepTU(UKaTa KiIoYa TMOAMNMCH, a TaKXKe YCTaHOBUTb OTCYTCTBHE MCKAXKCHMS
UH(POPMALIUHU B 3JICKTPOHHOM JIOKYMEHTE.



IOpuanyeckoe JMIO - TpeINpUATHE WIM OPraHU3ALUsA, BBICTYHAMOIAs B KadecTBE
HOCHTEJISI IPaB U 00S3aHHOCTEH.

FOpuanyeckasi cujia J0OKyMeHTA - CBOMCTBO OPHUIIMATIBHOTO JOKYMEHTa, COO0IaeMoe eMy
JCHCTBYIOIINM 3aKOHOAATEIbCTBOM, KOMIIETEHIIMEH M3ABIIErO €ro OpraHa W yCTAaHOBJICHHBIM
HOPSAKOM O0(hOpMIICHUSI.



