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BusupoBanue PII/I 1,151 MciOTHEHUSI B 04epeIHOM y4eOHOM Toay
"YTBEPXKIAIO"

Pabouas nmporpamMmma nepecMoTpeHa, o0CyxieHa 1 ogoopeHa it ucronHeHust B 2025 - 2026 yueOHOM romy Ha
3acemannu kadenpsl MeHeKMEHTa HEITPOU3BOICTBEHHON Chephl

[Iportoxom ot " " 2025 1. No__

3aB. kabenpoil KaHI.3KOH.HaVK.. ToueHT. Tapacosa E.B. (nomce)

Busuposanue PII/I nj1s1 ucnio/iHeHUs B 0YepeIHOM YUeOHOM rogy
"YTBEPXKJAIO"

PaGouyast mporpaMmma nepecMoTpeHa, o0CyxieHa 1 ogo0peHa Juist ucnosHeHus B 2026 - 2027 ydeOHOM To1y Ha
3acenannu kadeapsl MeHeKMEeHTa HEeTIPOU3BOICTBEHHOH Cephl

[Ipotokon ot " " 2026 T. N

3aB. kadeapoit KaH.9KOH.HayK., TOLEHT, Tapacosa E.B. " (mommics)

Busuposanue PII/] nj1s1 ucniojiHeHUs B 0YepeTHOM YUeOHOM IOy
"YTBEPXKJIAIO"

PaGoyast mporpaMma nepecMoTpeHa, o0CcyxaeHa 1 ogo0peHa Juist ucnoiHeHust B 2027 - 2028 yueOHOM roay Ha
3acenannu kadeapsl MeHeKMEHTa HEPOU3BOJICTBEHHOH Cephl

[Ipotokom ot " " 2027 1. Ne_

3aB. kadbenpoil KaHI.3KOH.HaVK.. noueHT. Tanacosa E.B. (nomuce)

Buzuposanue PIIJ] 1j1s1 ucniojiHeHUsI B 0YepPETHOM YUYE€OHOM IOy
"YTBEPXKJIAIO"

Pabouas mporpamma nepecMoTpeHa, odcyxaena u onoopeHa s ucroaeHwst B 2028 - 2029 yueOHOM TOIy Ha
3acenannu kadeapbl MeHeKMEHTa HEPOU3BOJICTBEHHOMN Cephl

[Ipotokon ot " " 2028 r. No_

3aB. kadeapoii kaHI.9KOH.HaYK., TOLEeHT, Tapacosa E.B. ~ (nommucE)



PA3JIEJI 1. OPTAHU3AIIMOHHO-METOIUYECKHN

1.1. OEJA JUCIIAITJINHBI

OCHOBHOH LIENBIO OCBOCHUSI OUCLHUIUIMHBI «OQHC - MEHEIKMEHT» - SBJSIIOTCS NMPHOOpPETEHHE CTyAECHTaMHU
TEOPETUYECKUX 3HAHWH M TIPAKTHYECKUX HABBIKOB B 00JacTH yrpaBiieHHs O(QUCOM, KOTOpble B JaibHEHIIEM
MO3BOJIAT MM OCYIIECTBIATH I(PQPEKTUBHYIO JESITENbHOCTh IO CO3AaHUIO M OpraHu3alud paboTel OQHUCOB Ha
COBPEMEHHOM YpOBHE, 00ECIIEUMBAIOIIEM JOCTHKCHHE YCIICIIHBIX PE3yJIbTaTOB B M30paHHOH cdepe OusHeca. Ilpu
3TOM HCIOJb30BaTh HAKOIUICHHBIH IOTEHUMAl HH(OpMalMu, IOMYyYEHHBIH IPU H3YYEHUH COOTBETCTBYIOLIMX
pas3esioB MEHEKMEHTA.

K 3agauam yueOHOI AMCHUIIIMHBI MOKHO OTHECTH:

1) Obecrieuenrne TayOOKOTO YCBOSHHsI 3HAHWW CTyAeHTaMH (QyHKIUi oduca, ero pyKOBOACTBA W OTHEIBHBIX
nojpa3IeJIeHU;

2)O0y4eHue CTYyIEHTOB IMPaKTHUKE OpraHu3aluy Opuca W BIAJACHUIO OCHOBAMHU CIY)KEOHOTO JAOKYMEHTUPOBAHHS H
JeNIONIPON3BOICTBA;

3)OcBoeHne CTyJeHTaM1 IPAKTUIECKUX HABBIKOB JIEIIOBOTO OOIIEHMS B oducCe.

1.2. YYEBHBIE 3AIAYU U CHUTIJINHbI

K 3amayam y4eOHON AMCIUTUIMHBI MOKHO OTHECTH:
1) Obecrieuenne TyOOKOTO YCBOGHHsI 3HAHWW CTyAeHTaMH (QyHKIUi oduca, ero pyKOBOACTBA W OTIEIBHBIX
nojpa3/IeJIeHU;
2)O0yueHue CTYJICHTOB MPAKTHKE OpPraHU3aluu Oo(uca ¥ BIAJCHUI0 OCHOBAMH CITYy)KEOHOTO JOKYMCHTHPOBAHUS U
JIEJIOTIPOU3BOJICTBA;
3)OcBoeHHE CTyACHTAMH MTPAKTHIECKIX HABBIKOB JEIIOBOTO OOIICHIS B odrce.

1.3. MECTO JUCHMUILUIMHBI B CTPYKTYPE OCHOBHOH OBPA3OBATEJBHOM
IMPOI'PAMMBbI

Hukn (pazgen) OIIOIT BO: | b1.B

1.3.1. Jucyunauna "Oguc-menedscmenm” onupaemces na creoyrowue snemenmot OIOI BO:

JlenoBble KOMMYyHHKaIUU

1.3.2. Jucyunauna "Oguc-menedocmenm” evicmynaem onopou OJisi CAeOVIOWUX NEeMEHMO8.

YnpaBieHue 4el0BeYECKUMH pecypcaMu

1.4. PE3YJIBTATBI OCBOEHUSA JUCIMIIJINHBI:

IIKc-3.1: Cnocoben npumenamv pasiuunbvie Memoobl Op2aHu3ayuu paboyeco npoCmpancmed U peuleHusl
OP2AHUBAYUOHHBIX, MEOUUHBIX U OPYeUX 3a0ay O/ NOBbIULEHUS 3P heKmUsHOCMU 0essmenlbHOCMU OP2AHUAYUU

3HATh:

Yposens 1 |IIpuHIuns! co31aHus OpraHU3alUl U €€ CTPYKTYpHOE TOCTPOEHUE;

YpoBenb 2 |mporiecc opraHu3anoHHOTO0 OodopMieHHS o¢uca W TOATOTOBKM HEOOXOAWMBIX YyUPEIUTEIbHBIX
yIpaBIEHYECKUX JOKYMEHTOB,

YpoBenb 3 | 3agauu v QYHKIUH CTPYKTYpPHBIX IOApa3AeseHni oguca.

VYMeTh:

Yposenb 1 | CraButh nepen co0oii npodeccuoHanbHbIe 33041 U KU3HEHHBIC LIENH;

ypOBel—[b 2 MPpaBUJIBHO OPraHU30BBIBATE U KOHTPOJIHUPOBATH CBOIO ACATCIbHOCTD,

YpoBeHb 3 |MIaHUPOBATh CBOC Pa3BUTHE M COBEPIICHCTBOBAHHE KaK MEHEKEpPa B Y4eOHOM 3aBEJCHUU W Ha
MOCJEYIONINX dTarax MpopecCHOHATLHON Kaphephl;

Bnaners:

Yposenb 1 | HaBbikamu caMOCTOSITEILHOIO OCBOEHHSI HOBBIX 3HAHUM, KOOTIEpAIMHU C KOJIETaMHU;

YpoBeHs 2 | IpodecCHOHAILHOM apryMEHTAIUCIH;

YpoBenb 3 |3 (heKTUBHOrO UCTIONB30BaHNS CBOETO BPEMEHHU.

B pesynemame oceoenus oucyuniaunsl "Oguc-wenedricmenm' odyuarowuiica 0ondicen:

3.1|3naTh:

IIpyHOMIEL  CO3M@aHMS OpraHM3allud W €€ CTPYKTYpHOE TIIOCTPOCHHE; MPOLECC OpPraHW3alHOHHOTO
odopmieHus: odrca U MOArOTOBKH HEOOXOIUMBIX YUPEAHUTENBHBIX YIPABICHYECKUX NOKYMEHTOB; 3alayll W
(GYHKIMH CTPYKTYpHBIX IOApa3aeseHnit opuca.

3.2| YmeTh:




CraButh mepen coboil mpodeccnoHanbHbBIE 33Jadd W SKU3HEHHBIC II€NM; IIPABUIBHO OPraHU30BBIBATH WU
KOHTPOJIUPOBATh CBOIO JAEATEIHHOCTH; IUIAHUPOBATH CBOE Pa3BUTHE M COBEPIIEHCTBOBAHME KaK MEHEKepa
B yueOHOM 3aBeJCHUHM M Ha IMOCJCAYIOUIMX 3Tamnax MpodecCHOHAIbHOW Kapbephbl; OLEHHBATH CBOM JIMYHBIC
JOCTOMHCTBA M HEJOCTATKH; pa3pemaTh KOH(IUKTHI B COLMATIBHOM cpere

3.3| Baagers:

HaBbikaMu caMOCTOSITENILHOTO OCBOCHHUS HOBBIX 3HAHWM, KOOIEPAalUW C KOJUIEraMu; Mpo(ecCHOHATbHON
apryMeHTAIllell; HaBhIKaMH (POPMUPOBAHUS Xapakrepa, 3p(HEeKTUBHOTO UCTIOIH30BAHHUS CBOETO BPEMEHH

1.5. ®OPMbI KOHTPOJIA

Texkyumii KOHTPOJIb YCIIEBA€MOCTH TIO3BOJSIET OLIGHUTh YPOBEHb C(HOPMHPOBAHHOCTH 3JIEMEHTOB
KOMITCTCHIIMHA (3HAHWW, YMEHHH M TPUOOPETCHHBIX HABBIKOB), KOMIIETCHIMH C TOCIEAYIOIUM OOBeINHCHUEM
OLIEHOK M TPOBOAMTCS B (oOpMe: YCTHOIO ONpoca Ha JEKUMOHHBIX M CEMHHAPCKUX/TIPAKTUYECKHX 3aHSITHSIX
(ppoHTaNBHBIN, MHAMBHIAYAJIBHBINA, KOMIUICKCHBIN), MUCHMEHHON NPOBEPKHU (TECTOBBIC 3aJaHMs, KOHTPOJIb 3HAHUIM
10 pa3lelly, CUTyallMOHHBIX 3aJaHUi M T.I.), OLEHKM aKTUBHOCTH DPAa0OTHl OOYYAIOLIErocs Ha 3aHSATHH, BKIIIOYas
3a/1aHMs IS CAMOCTOSITEIbHON paboThI.

Hpomeafcymounaﬂ ammecmauyun

Pe3ynbraThl TEKyIIEro KOHTPOJS M TPOMEKYTOYHOH aTTecTalui (OPMHUPYIOT PEHTHHIOBYIO OIEHKY
paboTel cTynenta. Pacmnpenenenwe OamnmoB mnpu  (GOPMHUPOBAHHHM PEHTHHIOBOM OLEHKM pabOTHl CTyAEHTa
OCYIIECTBJISETCS B COOTBETCTBHHM C JCHCTBYIONTUM JIOKAIGHBIM HOPMATHUBHEIM  aKTOM. Ilo pucuumInHe
"Oduc-MeHEeKMEHT" BUIOM MTPOMEKYTOYHON aTTECTAIMH SBISETCS DK3aMEH

PA3AEJI 2. COAEPKAHUE JUCIUIIJIMHBI

2.1. TPYJOEMKOCTHb OCBOEHUA JUCHUITIMHBI

O6mmas Tpy10EMKOCTh TUCTTUIUIHHBL "Oduc-MeHEIHKMEHT" COCTaBIsAeT 4 3a4€éTHRIC eNUHALIBI, 144 Jacos.
KonuuecTBo 4acoB, BBIJCISAEMBbIX Ha KOHTAKTHYIO pabOTy C MpenojaBaTelieM M CaMOCTOSTEILHYI padoTy
00y4aroerocs, onpeAensieTcs yIeOHbIM TIIAHOM.

2.2. COOAEPKAHHUE PA3JIEJOB IUCHUIIJINHDBI

HaumenoBaHue pa3iesioB U TeM /BU/1 3aHATHS/ Cemectp | YUacoB | Komneren- | Jluteparypa | Uurte | [Ipumeuanue
/ Kype 197071 PaKT.

Pﬂl’),[[eJI 1. KOHuenTyaanme OCHOBBI YIIpABJICHUSA
oducom
1.1 Oduc B coBpeMeHHOH cucTeMe 2 4 [MKc-3.1 | JI1.1J12.1J13 0
ynpasnenus /Jlex/ 1J13.2

21032
1.1 Oduc B coBpeMeHHOH crcTeMe 2 4 ITKc-3.1 JI1.1J12.1 0
ynpasnerns /Cem 3aH/ JI2.2J13.2

2132
1.1 Oduc B coBpeMeHHOH cricTeMe 2 6 IIKc-3.1 | JI1.1J12.1J13 0
ynpasnenwus /Cp/ 3

21032
1.2 Bunst oucoB u ux odopynosanue /JIex/ 2 4 ITKc-3.1 JI1.1J12.1 0

JI2.2J13.1

J13.2

21032
1.2 Buas! opucoB u ux obopynoBanue /Cem 2 4 [TKc-3.1 JI1.1J12.1 0
3aH/ J2.2J13.2

2132




1.2 Buas! oducos u ux obopymnoanue /Cp/ ITKc-3.1 | JI1.1J12.1J13
3
2122
1.3 Opronomuka oduca /Jex/ ITKc-3.1 J1.1J12.1
JI2.2713.1
2122
1.3 Dpronomuka opuca /Cem 3an/ Kc-3.1 | JI1.1J12.1J13
2
21092
1.3 Dpronomuka oduca /Cp/ IMKc-3.1 | JI1.1J12.2J13
3
21322
Paznes 2. UHGopManHOHHO-10KYMEHTALHOHHOE
odecneyenne YupasJieHue O(l)l/ICOM
2.1uadopMaImoHHOE M TOKyMEHTAITHOHHOE ITKc-3.1 | JI1.1J12.2J13
obecneuenue oduca /Jex/ A
2122
2.1 HpopManimoHHOE ¥ JOKyMEHTAIIMOHHOE [MKc-3.1 | JI1.1J12.2J13
obecneuenue opuca /Cem 3an/ 2
21092
2.1 HdopmMaiioHHOE U TOKYMEHTAIIHOHHOE MKc-3.1 | JI1.1J12.2J13
obecneuenue oduca /Cp/ 3
01092
2.2. Kommynukanuu B ouce /Jlex/ [IKc-3.1 | JI1.1J12.2J13
1
21322
2.2. Kommynukanuu B ouce /Cem 3an/ [MKc-3.1 | JI1.1J12.2J13
2
2122
2.2. Kommynukanuu B opuce /Cp/ [IKc-3.1 | JI1.1J12.2J13
3
21022
2.3. Ynpasnenue nepconaiom oduca /Jlex/ Kc-3.1 | JI1.1J12.2J13

A
21092




2.3. Yupanenune nepconaiom oduca /Cem 3an/ 2 6 ITKc-3.1 | JI1.1J12.2J13 0
2
2122

2.3. Ynpagnenue nepconanom ogpuca /Cp/ 2 4 MKc-3.1 | JI1.1J12.2J13 | O
3
3192

2.4. BaytpuoducHsie oTHomeHus /Jlex/ 2 4 [MKc-3.1 | JI1.1J12.2J13 0
1
3132

2.4. Baytpuoducasie otHomeHus /CeM 3an/ 2 4 [IKc-3.1 | JI1.1J12.2J13 0
2
31032

2.4. Bayrpuoducusie otHomenwus /Cp/ 2 4 IIKc-3.1 | JI1.1J12.2J13 0
3
2122

2.5. O¢uc 6yaymero /Jlex/ 2 4 [MKc-3.1 | JI1.1J12.2J13 0
.1
01092

2.5. Oguc oyaymero /Cem 3an/ 2 4 Kc-3.1 | JI1.1J12.2J13 | O
2
35192

2.5. O¢uc 6ynymero /Cp/ 2 4 MKc-3.1 | JI1.1JI2.1J13 | O
3
2132

/Konc/ 2 2 ITKc-3.1 J1.1J12.1 0

PA3IEJI 3. OBPA3OBATEJIBHBIE TEXHOJIOT'TU

3.1 B mpomecce ocBoeHuss —mucuuruidHbl  «OQUC-MEHEKMEHT»  HCIONB3YIOTCS  CIEAYIOIIUE

oOpazoBarenpHble TexHOJoruu: Jekiun (JI), cemunapckue 3anstus (C3), camoctostenbHas padora ctyneHToB (CP)
I10 BBITIOJTHCHUIO PA3JIMYHBIX BUIOB SaﬂaHHﬁ.
3.2 B mpomecce ocBoeHHs OUCUUIUIMHBI «OCHOBBI CEPBHUCHOM JEATENBHOCTH» HCIONB3YIOTCSA CIEAYIOIIUE
WHTEPaKTUBHBIE 00pa3zoBaTellbHbIe TeXHONOTHU: mpodiemHas sekuus (I1JI). JleknmoHHBIM MaTepuan MpencTaBieH B
Bujie craiin-npeseHranuu B ¢Qopmare «Power Point». J[ns HarmsiHOCTH HMCHOJB3YIOTCS MaTepUaNbl Pa3IHYHBIX
HAay4YHbIX MW TCXHHUYCCKUX OKCIHCPHUMCHTOB, CIIPABOYHBLIX MATCPUATIOB, HAYYHBLIX cTaten T.O. B X0J4€ JICKIUHU
nmpeaycMOTpeHa oOpaTHas CBSI3b CO  CTYJCHTaMH, aKTUBU3WUPYIONIUE BOIMPOCHI, TPOCMOTP M  OOCYXJIeHUE
BugeodniapmMoB. llpn TpoBeseHWM INEKIUil HCTONB3YeTCsl MPOOIEMHO-OPHUEHTHPOBAHHBINA MEKIUCIATUTHHAPHBIN
MOJIXO/I, TPETIONAT Ao TBOPUECKHUE BOIIPOCHI M CO3JIAaHHE IUCKYCCHOHHBIX CHTYallUH.




[Ipn M3MOKEHNN TEOPETUUECKOTO MaTepHaia HCIOJB3YIOTCS TaKHe METOIbI, KaK: MOHOJIOTHYECKHUH, ITOKa3aTeIbHBIH,
JMAJIOTHYECKUH, BPUCTUYECKHH, HCCIEIOBATEILCKUN, MPOOJEMHOE H3JI0KEHHE, a TaKKe CIIEAYIOUIMe MPUHIIUIIEI
OUIAKTHKA BBICIIEH IIKOJBI, TaKWe Kak: IOCIEA0BATENbHOCTh M CHCTEMAaTHYHOCTh OOYYEHHs, IOCTYIHOCTb
00y4eHHs, TPUHIUIT HAYIHOCTH, TIPHHIMITEI B3aUMOCBSI3H TECOPUH M MPAKTHKH, HATJISIHOCTH W JAp. B KoHIe kaxkmoi
JICKIIUU TPEAYCMOTPEHO BPEMS [IJId OTBETOB Ha HpO6HeMHBIe BOIIPOCHI.

3.3 CamocrosTensHass paboTa TpeAHAa3HAUYeHA Uil BHEAyJUTOPHOW paboOTBl  CTYICHTOB, CBSI3aHHOW C
KOHCTIEKTHPOBAaHUEM HCTOYHUKOB, YyU4eOHOro Marepuaia, M3y4YeHHEM JOMOJHUTEIBHON JIMTEpaTypsl MO JUCHUILIHHE,
HOATOTOBKOH K TEKYIIEMY M CEMECTPOBOMY KOHTPOJTIO.

PA3JIEJI 4. YHEBHO-METOANYECKOE U MATEPUAJIBHO-TEXHUYECKOE
OBECIHIEYEHHUE JUCIIUAIIJIMHbI

4.1. PekoMenayemas JuTepaTypa

1. OcHoBHas JiuTepaTypa

ABTODEHI, 3ariaBue H3narenscTBO, TOL
JI1.1 |JI. C. JIsxoBa KanpoBoe amMUHHACTPUPOBAHUE U ACITIONIPOU3BOJICTBO : oy BIIO "JOHAYUI'C",
yueOHoe nocodue (188 c.) 2019
2. lonoJHUTeIbHAS JIUTEPATypa
ABTOpBHI, 3arnaBue HznaTenscTBO, TON
JI2.1 |bopuckuna, T. b., KanpoBas kynbTypa pyKOBOAUTEINS Bonrorpan : BonrI'TY,
ITeckona, O. C., : y4eOHO-METOTMIECKOE TocoOme 2018
Opoga, O. C., (128 ¢.)
Uynaxkos, A. 1.
JI2.2 | Aunpynuk, A. I1. Kanposast 6e30macHOCTh: HHHOBAIIHOHHBIE TEXHOJIOTHN Mocksa : Jlamkos u K,
yHpaBJieHHs MepcoHaoM : yuebHoe nmocodue (508 c.) 2019
3. Meronnueckue pa3padoTku
ABTOpBHI, 3arnaBue HznaTenscTBO, TON
JI3.1 Oduc MeHEePKMEHT: KOHCIEKT JISKLUHA AJIs Horeuk: ®I'bOY BO

B. B. JlockyToBa oOydatonuxcs 2 Kypca 00pa3oBaTeNbHONW MPOrpaMMBbl JOHAYUI'C, 2024
OaxanmaBpuara HarpasieHus noarotosku 38.03.02
MeunemxmenT (npopmis « MeHeKMEHT
HETPOM3BOJICTBEHHOU cepbl») OUHON HOpMBI 00yUEHUS

(137 ¢.)
JI3.2 Oduc MeHeHKMEHT: MeToInYeCcKre PeKOMEHIAIUY TS Honenk: ®I'bOY BO
B. B. JlockyToBa MIPOBEICHNUS CEMUHAPCKUX 3aHATUH s oOydaromuxcst 2 | JOHAYUI'C, 2024

Kypca 00pa3oBaTensHOM mporpaMMbl OakamaBpuaTa
HampasieHus: noArotoku 38.03.02 MenemKxMeHT
(mpoduie «MeHeHKMEHT HEMPOU3BOJICTBEHHOU ChEPEI»)
ouHOH hopMbI o0yueHus (36 c.)

JI3.3 Oduc MeHeKMEHT: MeToInYeCKHe PEKOMEH/IAIIUH 110 Honenx:®I'6OY BO
B. B. JlockyToBa OpTraHH3allY CAaMOCTOATEIBHON pabOThl 00YUYAIOIIUXCS JOHAYUTIC, 2024
2 Kypca 00pa3oBaTeNbHON MPOrpaMMBbl OaKajaBprara
HampasieHus moarotoBku 38.03.02 MenemKMeHT
(mpodue «MeHeHKMEHT HENMPOU3BOICTBEHHON Chephl»)
ouHO# hopmMbl o0yuenus (37 c.)

4.2. IlepeyeHnb pecypcoB
HH(OPMALMOHHO-TEJIEKOMMYHMKALMOHHOH ceTu "UHTepHer"

1 |Hayunas snexrponnas 6ubinoreka « KUBEPJIEHITHKA» https://www.sekretariat.ru/

32 | 9bC «JIAHD» https://e.lanbook.com

33 |9bC «3HAHUYM» https://znanium.ru

4 | 9BC «SOCHUM» https://sochum.ru

4.3. IlepeyeHb MPOrpaMMHOro odecnedeHust

JluneH3MOHHOE U CBOOOHO paclpoCTpaHseMoe IporpaMMHOe 00ecieYeHHe, B TOM YUCIIe OTeUYEeCTBEHHOTO




MTPOU3BOJICTBA:
- Libre Office (muuen3us Mozilla Public License v2.0.)

- 7-Zip (munen3ust GNU Lesser General Public License)

- AIMP (munensus LGPL v.2.1)

- STDU Viewer (freeware for private non-commercial or educational use)
- GIMP (mmuniensust GNU General Public License)

- Inkscape (ymmienszuss GNU General Public License).

4.4. Ilpodeccuonanbhbie 6a3bl JAHHBIX 1 HHGOPMAIIMOHHbIE CIIPABOYHbIE CUCTEMbI

Odwummanenenii caift LlenrpansHoro banka P®, nenexxHo-kpemuTHas W (UHAHCOBAsS CTATUCTHKA, CTATHCTHKA II0
1eHHbIM OyMmaram https://cbr.ru/

Envnas wmexBemoMmMcTBeHHass HMH(GOPMAalMOHHO-CTaTUCTHUeCKass cuctema https://www.fedstat.ru  duHaHCOBBII
nopTaln ¢GoHI0BOTrO phIHKa http://www.finam.ru

Onenounsrit moptain http://www.ocenchik.ru/

baza gannpix Acconmanuu MeHempkepoB Poccun www.amr.ru

[opTan npodeccronanbHOro coolIIecTBa MEHEHKEPOB WWW.e-xecutive.ru

[Topran mpodeccrnonanbHOTO COOOIIECTBa MEHEKEPOB WwWW.grebennikon.ru

4.5. MaTepuajabHO-TeXHHYECKOe o0ecreuyeHne THCIUILINHBI

Jns mpoBemeHuss y4eOHBIX 3aHATHH, TPETyCMOTPEHHBIX 00Opa30BaTEIbHOM MPOTPAMMOM, 3aKPETICHBI
ayJIMTOPUH COTJIACHO PACITUCAHUIO YUCOHBIX 3aHATUM:
pabodee MeCTO MpEeroaaBareis, MOCaJOYHbIe MECTa MO KOJUYECTBY OOYYArOIIMXCS, IOCKA MEJOBas, MepPCOHATbHBIN
KOMITHIOTEp C JIMIIEH3WPOBAHHBIM IPOTPAMMHBIM OOeCTiedeHHeM OOIero Ha3HAa4YeHHs, MYIbTUMEIUWHBIA MPOEKTOP,
OKpaH, UHTCpaKTUBHAsA IMaHECJIb.

PA3JIEJI 5. DOHZI ONEHOYHBIX CPEJICTB

5.1. KoHTpO/IbHBIE BONPOCHI M 32/IaHUS

1. [Ipupona u cymHoCTh oduca

2. [onsTre «oducy, ponb oduca Kak opraHa yIIpaBJIeHUS B YCIOBHAX PHIHOYHON 3KOHOMUKHU
3. Opranu3zanyst paboTsl B ouce

4. Turibl ¥ BUABI O(UCOB

5. Crtpykrypa oducos

6. JlomKHOCTHOE caMooTIpeieJIeHne MEeHeKepa

7. [punnume 3¢ (HEeKTUBHOTO PYKOBOJICTBA

8. O053aHHOCTH COTPYAHHUKOB TOIpa3AeIeHIHA

9. Cexkpertaph pueMHON. JIMIHBIN CEKpeTaph U ero 00s3aHHOCTH

10. Kontponupyromiee nmoBeaeHue pykOBOAUTEIS

11. KauectBa cekperapsi: AeIOBbIE U JTUYHBIE

12. Haxoxnenue nadopmanyu. Oainpl 1 X BEICHHE.

13. OpraHu3aiMoHHbIC CXEMBI B ohrce

14. OpraHu3anoHHas cxeMa TUIHYHON QUpPMBI

15. BriacTHbIe MOTHOMOYMS B OpraHU3aluu

16. O0s13aHHOCTH PYKOBOAMUTENS

17. Jlroackue pecypcsl B oduce

18. OTaensl ¥ 9acTH OpraHu3auu B oduce

19. OyHKIMH oduca

20. ®akTophbl, BIUAIOUIME HA YCIOBUSA TPYa MEHEKEPA

21. VYrpaBnenue TOKyMEHTAMEH: UCTOPUSL Pa3BUTHUSA, COBPEMEHHbIEC TEHACHITUI
22. [IpaBuia nprueMa moceTuTeNel B paboTe MEeHeKepa

23. Meronsl oOMeHa nHpopMarmen

24. YcrHeiii 0OMeH nHpopManuei, ero GopMel U IpaBuiia

25. [TucermennsIit 0OMeH nH(pOpMaIei, ero GopMBbI U TIpaBUIa

26. ITncema. Buasl v THITBEI THCEM

27. Buzyanbaas ungopmanys

28. DYHKINY U 337291 TEXHUYECKOH, COIIMaTbHO-OBITOBOM CITY>KOBI M CITy>KOBI 0€30MTaCHOCTH
29. HNudopmanmmonHo-10KyMEHTAITMOHHAS CITy)0a, e¢ QYHKIINN U TTOApa3IeTICHUS
30. Crenuguka AesITeIbHOCTH o(rca KaK aMUHACTPATUBHOM €MHUIIBI

31. Bune koHGUACHITHAEHBIX HH)OPMAIIMOHHBIX PECYpPCOB O(HCa U MPUHIIUIIBI UX 3aIUTHI
32. JoxymeHTanmoHHOE oOecrieueHre PyHKIIMOHUPOBaHUS oduca

33. OducHBII AU3aliH ¥ HHTEPhEP OCHOBHBIX ()YHKIIMOHAIBHBIX 30H ouca

34, OTKpbITasl, 3aKphITass © KOMOMHUPOBaHHAs TUTAHUPOBKA oduca

35. [onsitue spronomuku oduca




36. ITpuHIMIIEL pa3neneHus 1 Koonepanuu Tpyaa B oguce. OCHOBHBIE TIOAPA3AEIECHUS B CTPYKType odrca
37. OyHKIMY U 331241 CITY>KOBI CBsI3el ¢ 00LIECTBEHHOCTHIO U ¢y k0Bl Reception

38. OyHKIMH, 3312491 U TIOAPa3ACICHUS IOPUANIECKON, (PMHAHCOBO-OYXTalTepCKON U KaJpOBOM CITyKObI
odruca

39. VYnpasnenue OM3HEC-KOMMYHUKANUSAME B OQOUCHOM MEHEKMEHTE

40. OpraHuzanoHHas CTpyKTypa oguca. YciaoBus co3aanus 3Q(HEeKTHBHON CTPYKTYphI oduca
41. Teoperndeckue mozaenu oduca

42. [TuceMeHHbIe KOMMYHHKAITH B orice

43. Biiok-cxeMbl MPOBEPKH BXOMASMIEH U UCXOSIIEN KOPPECTIOHEHIINH, COBELIAHUA

44. Knaccudukanum xpanenus nHpopManuu: andaBuTHas; XpOHOJIOrH4YecKas; reorpaduueckas; nudposas;
npeaMeTHast

45. O6meH nHopMaIei B opuce

46. Hagwbiku amst paboThl B oduce

47. TenedoHHBIE pa3roBOPHI B CHCTEME O(DUCHBIX KOMMYHHKAIIAN

48. YmpasneHue TOKyMEHTaMH B COBPEMEHHOM OpraHU3aIiu

49. [TpuHIMITEL TPOBENEHUS My OINYHBIX BHICTYIUICHHH, COBEILIAHUN 1 IEPETOBOPOB

50. HNudopmanonnoe obecrieueHne o(huCHOM AesITeNbHOCTH

51. VYupasnenueckas nHbopMamus B opuce: TOHATHE, KIaCCU(DUKAIIUI U CPEIICTBA CBSI3U
52. [TpuHIMITEL OpraHU3auy PabovYnX MECT COTPYAHUKOB oduca

53. [ToHsiTHE BIIEKTPOHHOTO (AaBTOMAaTU3UPOBAHHOTO) ouca

54. MoO6uibHbIe 0hHUCHL: crienuduKa, chepa MpUMEHEHNS, TPEUMYIIECTBA U OTPAHHYESHHSI
55. Buptyanshbie opucer: crienudurka, chepa npuMeHeHUs, IPEUMYIIECTBA U OTPAHIYCHHUS
56. OyHKMK oduca, BUb M HAPABICHUS OPUCHON ACATEIEHOCTH

57. KopnopatuBHast KynbTypa Kak 0a30Basi OCHOBA KyJIbTYpHI oduca

58. OObecnieyeHre COTPYTHUIECTBA B OPHCHOM MEHEIKMEHTE

59. Ponesrie dakropsl B oduce

60. OcobeHHocTH OM3HEC-KOMMYHHUKALUN MEHEKepa

61. Opraamu3aIs MOpaaTbLHO-TICHXOJIOTHIECKOH TTOIIEPIKKH TIepCcoHaIa

62. OTHuecKue MpaBuiIa MOBEACHUS B ouce

63. VYrpasieHue oprucoM Kak COCTaBHasl 4aCTh MEHEHKMEHTA

64. CranuoHapHble (TpaauLHOHHbIE) O(UCH], UX BUIBI U HA3HAUCHHE

65. OO6mue cBeeHus O MPOrPaMMHBIX MPOIYKTAX, UCIIOJIb3YEMBIX B COBPEMEHHOM O(uce
66. TenekoMMyHHKAIIMOHHBIE TEXHOJOTHU CO3JaHuUs U MEpeAayn JeOBBIX TTHCEM

67. MopanabHO-IICUXOJOTUYECKUN MMOPTPET COBPEMEHHOT'O PYKOBOJUTEIS

68. PaboTsr ¢ kagpamu B oduce

69. MortuBalus TPyI0BOTO ITOBEACHUS PAOOTHUKOB B OPraHU3alIuN

70. TpynoBoe noBeneHne paOOTHUKOB B OPraHU3aLUH.

71. WNHaukaTophl TOBEACHUYCCKOH aKTHBHOCTH PabOTHHKA

72. Opranuzaius BEITIOTHEHUS 3a1aHuii paboTHUKAMU

73. Cuctema paboThI ¢ Kagpamu

74. Ilepconain odrca u ero xapakTepucTUKa

75. IIpaBuia 1en0BOro NOBEICHUS PYKOBOJUTEINS C MOJYMHEHHBIMU

76. I'pynmoBoe moBeneHne paOOTHUKOB

77. I'pynna B opraHu3anyu Kak 0ObeKT YIpaBiIeHUS

78. OCHOBHI B3aUMOJICHCTBHUS PYKOBOAUTEIS B ceKpeTaps-pedepeHTa

79. Kon}nukre! B odrice: NpUUMHBI U ITyTH pa3pelIcHUs

80. CoTpyAHNYECTBO B YIIpaBJICHUHU OpraHU3anuei

81. [Ipobaema MmoOOHMHTa B 0price

82. [IpoGiema Manumysiui B oduce

83. OyHKIMOHATBHBIE TPYIIBI OPITEXHUKH, UCTIONb3YeMBIE B orce

84. ObopynoBanue 1 )XU3HEOOECTICUeHUE NESITENbHOCTH oduca

85. Kiraccuduxkarms opucHbIX 3maHuit

86. ConmanbHO-TICHXO0JI0THYeCKOe 00ecTieYeHre YCIICITHOCTH AEJIOBBIX KOHTAKTOB

87. Obecneuenne 6IarompusTHOrO pexXuma TpyAa oprUCHBIX paOOTHUKOB

88. OcoOEeHHOCTH [IENTOBBIX KOHTAKTOB B AEATEILHOCTH MEHEDKEPA

89. CoBpeMeHHbIE KOHIETIINU Pa3BUTH odrica B OyyIem

90. JlenoBoii STHKET B pa3IMYHBIX HAIMOHAIBHBIX KyJIbTypax

91. OcHOBHBIE PYHKIIMH U 3372491 0(hHC-MEHEKMEHTA

92. Cexperapckas ciryx6a: pyHKnuu u TpeOOBaHMS

93. ®dopmupoBanue 6JIaronpUsTHBIX YCIOBUI TpyAa B cHCTeMe 0(pHCHOTO MEHEIKMEHTA




94. HoBble acTieKThl COBpEMEHHBIX OM3HEC-KOMMYHHKAITHIA
95. CoBpeMeHHbIE acleKThl 0PUCHOTO MEHEIKMEHTA

5.2. Tembl IMCbMEHHBIX PadoT

Meronsl oOMeHa uHpOpMauen

®dyHKIMU oduca

Otensl ¥ 9acTH OpraHU3aluH

BrnacTHble MOTHOMOYHSI B OpraHU3alun

[Tpupoaa u cymHoCTh oduca.

Tums! 1 BUAB 0PHCOB.

CyIHOCTh OPUCHOTO MEHEPKMEHTA.

Oco0eHHOCTH BHEAPEHNE KOHIETIUH 5S B cUCTEMY O(HCHOTO MEHEKMEHTA.
J1eonpon3BOACTBO: CYIIHOCTh, OPraHU3AOHHBIE (OPMBI.
CymHOCTh U Kiaccu(uKaIys ynpaBieHYeCKUX JOKYMEHTOB.
dopMupoBaHKE anmnapaTa yupaBJIeHHs: IPUHIUIIEL, TPeOOBaHHUS.

SIS0 NN R WD =
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CrpykTypa 0hHCOoB.

CyIIHOCTh ¥ OCHOBHBIC JJOJDKHOCTHBIE 00s13aHHOCTH O(HC-MEHEDKepa.

9. TpeOoBanus kK paboueMy MeCTy MEHeIKepa.

10. [IpaBuia panroHANBHON OpraHU3alMK Pab0vYero MecTa MEHeKepa.

11. [TmannpoBanne paboyero Mecta MeHeKepa.

12. JI0OJDKHOCTHAS! MHHCTPYKIUS: CYIIHOCTh, CTPYKTYpa, IPAKTHYECKasi 3HAYMMOCTb.

Sl

5.3. ®oH OLIECHOYHBIX CPEICTB

®DoH OIEHOYHBIX CPEACTB AUCHUIUIMHEI "Oduc-MeHeHKMEHT" pa3paboTaH B COOTBETCTBHH C JIOKATHHBIM
HopMmaTuBHBIM akToM PI'BOY BO "IOHAYUI'C".

®DOHJ OLIEHOYHBIX CPENCTB AUCHUILIMHBI "Oduc-MeHeKMEHT" B TOJHOM OOBEME IPEACTABICH B BUJC
NpwIoKeHUs K fanHoMy PITJI.

5.4. IlepeyeHb BUIOB OIIEHOYHBIX CPEACTB

Hoxmnan,pedepar,ycTHblil onpoc

PA3JIEJI 6. CPEJICTBA AJIATITALIAM ITPEIIOIABAHUS TUCLMIIIUHBI K
MOTPEBHOCTSIM JIUL] C OTPAHUMYEHHBIMHA BO3MOKHOCTSIMHU 3/10POBbSI

B ciydae HeoOxoauMocTH, 00ydaIOMKUMCS M3 YMCIIA JIML C OTPAaHUYEHHBIMH BO3MOKHOCTSIMH 3J10POBbs (110
3afBIICHUIO0 O0YYAIoIIerocs) MOTYT TpEAaraTbCs OJHH W3 CIEAYIOIUX BapUaHTOB BOCHIPHATHS HH(OpManmu c
YYETOM HX WHAWBUAYAIBHBIX MCUXO(QU3NIECKUX 0COOCHHOCTEH:

1) c mpuMeHeHreM 3JIeKTPOHHOTO O0YYEHHsI U AUCTAHLIUOHHBIX TEXHOIOTHH.

2) ¢ IpUMEHEHHEM CIENUATEHOr0 000pY0BaHUs (TEXHUKH) U MPOTPAMMHOI0 00eCleueHHs, UMCIOIUXCS B
OI'BOY BO "JOHAYUT'C".

B mpomecce oOydyeHuss mpuW HEOOXOOUMOCTH Ui JIMIL C HApPYLIICHUSMH 3pEHUs, clIyXa U OIOpPHO-
JBUTaTEILHOTO ammapara NpeoCTaBIAIOTCS CIeIyONIIe YCIOBUS:

- JUIS JIAL C HapyIICHUSMH 3PEHUS: y4eOHO-METOJNYECKUE MaTepuallbl B TIeUaTHOW (hopMe yBETUUCHHBIM
mpudTom; B ¢GOpMe DJIEKTPOHHOTO JOKyMeHTa; B ¢opme aynuodaina (mepeBoa y4eOHBIX MaTepHalioB B
ayauodopmar); MHIUBHIyaIbHbIC 3aaHUS U KOHCYJIbTAIIH.

- JUId JIMI[ C HApYIICHHSIMHU ClIyXa: Y4eOHO-METOJMYEeCKHEe MaTepuaibl B medyatHod ¢opme; B (dopme
9JIEKTPOHHOTO JOKYMEHTa; BHUJECOMAaTepHallbl ¢ CYOTUTpaMH; HHIMBHUIyalbHbIEe KOHCYJBTAIlMA C TPUBICYCHUEM
CYpIOTIepeBOIUHKA; HHANBHUYalIbHbIC 3aaHUSI U KOHCYJIbTALIH.

- JUISL JUI[ C HapyUICHUSIMH OIOPHO-JIBHraTeIbHOTO ammapaTta: y4eOHO-METOJUUECKHe MaTepualibl B
rmeyaTHo ¢opme; B QopMe DIEKTPOHHOTO MOKyMeHTa; B (opme ayamodaiiia; WHIWBHIyAbHBIE 3aJaHuS U
KOHCYJIbTAIH.

PA3JIEJ 7. METOJUYECKHUE YKA3AHUSI 151 OBYYAIOLIUXCSI 10 YCBOEHUIO
JUCLUILINHDBI

[Ipennaraemble peKOMEHIAIIMN OKa3bIBAIOT METOJUYECKYIO0 MOMOINb MPH CaMOCTOSITETFHOM H3YyYE€HWH NWCIUTUINHBL
Pexomennyercss Takas MOCIENOBAaTENBHOCTh: O3HAKOMHTBCS C COAepKaHHeM pa0odeld mporpaMMmbl y4eOHOI
JUCLUIUIMHBI; W3YyYUTh M 3aKOHCIIEKTHPOBATh COOTBETCTBYIOIIME TEMBl PEKOMEHIyeMol JmTeparypsl. Kpome Toro,
11€J1eCO00Pa3HO 03HAKOMUTHCS C HOBBIMHU CTAThsIMH CIIELUANIBHBIX XKYPHAJIOB U COOPHUKOB.

YuuteiBas TOT (l)aKT, YTO M3YUYCHHUC MOUCHUIUIMHBI IMPEAYCMATPUBACT KPOIOTIMBYIO pa60Ty U COACPIKATCIBHOC
O6CY)I(I[CHI/IC BOIIPOCOB HAa CEMHMHAPCKHX 3aHATUAX, HMCHHO BO BpEMs CaMOCTOSITEIIbHOMN pa6OTLI CTYAEHT yr‘J'IY6J'I$ICT
ITIOHUMAaHUEC np06neM, AKTUBU3UPYET CaMOCTOSITCIbLHBIHN IIOUCK, CUCTEMATU3UPYCT HAKOIUICHHBIN OIBIT aHAIHUTHKO-




CHHTETUYCCKOW pabOThI, 3aKIagbIBACT OCHOBBI KAYE€CTBEHHOW TIOATOTOBKM JIOKJIAQJOB, COOOIICHWI, KakK II0
COOCTBEHHBIM MHTEPECaM, TaK U 0 3aJJaHUI0 MPEoaBaTelIs.

MeTtoandeckne peKOMEHJAIMH 10 pa0doTe HaJ KOHCIIEKTOM JIEKIIMHA BO BpeMs M TOCJe MPOBEACHUS JIeKiuu. B xome
JIEKIIMOHHBIX 3aHATHH O0YyYaromyMcsl PEKOMEHIYeTCS BBIONHATH CleAyloue aeiicTBus. Bectn KoHCIEKTHpOBaHUE
yuebHoro marepuana. OOpamarh BHUMaHHE Ha KaTeropHH, (OPMYIHUPOBKH, PACKPBHIBAIOLIME COACPKAHHE TEX HIIH
WHBIX SIBJICHUH W TPOILECCOB, HAyYHBIE BBIBOABI M MPAKTUYECKHE PEKOMEHIAIMU IO MX IMPUMEHEHWI0. 3a/laBaTh
MPETIOAABATENI0 yTOYHAIOMINE BOMIPOCH C MENbI0 YACHEHUS TEOPETHUYECKHX IIONIOKEHNH, Pa3pelIeHrs CIIOPHBIX
cutyanuii. JKenaTenbHO OCTaBHTh B pabouMX KOHCIEKTaxX MOJsl, Ha KOTOPBIX BO BHEAYJUTOPHOE BpEMS MOXKHO
cIenaTth MOMETKA M3 PEKOMEHIOBAHHOM JUTEpaTypbl, AOIMOJHSIONIME MaTepuand MPOCIYIIAHHOM JIeKIHH, a TaKkKe
MOTYEPKUBAIOIIIE OCOOYIO0 BaXXHOCTh TE€X FUTH HHBIX TEOPETHUECKHX TOJI0KECHHA.

Metoauueckue peKOMEHJAalMM K CEMHMHAapCKUM 3aHATUAM. [lpy DOArOoTOBKE K CEMMHApPCKUM  3aHATUAM
o0yyaromumMcs HEOOXOOUMMO H3YYUTh OCHOBHYIO JIMTEpPAaTypy, O3HAKOMUTBCS C JMAOMNOJHHUTEIbHON JHUTEpaTypoi,
HOBBIMHU TMyOJHMKAaMAMH B MEPUOAWYECKUX H3IAaHUSAX: JKypHalax, razerax u T.A. [Ipm 3ToM yuecTh pekoMeHIaInu
npenojasarens U TpeOOBaHHA Y4eOHOH mporpamMmbl. B Xolle TOATOTOBKH K MPaKTHYECKHM 3aHSTHUSM HEOOXOIMMO
OCBOUTh OCHOBHBIE IOHATHA M METOAMKM pacyeTa IoKas3aTelell, OTBETUTh Ha KOHTPOJIbHBIE BONpOCHL. B TeueHue
CEMMHApPCKOT0 3aHATHS 00y4aroLieMycs HE0OX0JUMO BBIIIOIHUTG 3aJaHUs, BbIIAHHBIE [IPEIIOIaBATEIIEM.

Pexomenpanuu mo pabote c nurteparypoil. TeopeTHueckwid MaTepual JUCUUILTUHBI CTAHOBHUTCS OOJiee MOHSTHBIM,
KOrJja JIOMOJHHUTENBHO K NMPOCITYIIMBAaHUIO JIEKIUM M W3Y4YEHUIO KOHCIIEKTa, M3y4daloTCs M KHUTH. Jlerde ocBOUTH
JUCLUIUIMHY, NPHIACPKHUBAACH OIHOTO y4eOHHMKAa M KOHCIIEKTa. PekoMeHmyercsi, KpoMe «3aydMBaHUs» MaTepuana,
JIOOUTHCS COCTOSIHMSI TIOHMMAHHUSI M3y4aeMO TeMbl TUCHHUIUIMHBL. C 3TOH LEeNbI0 PEeKOMEHAYETCS IMOCe H3Y4YEeHHUS
ouepeaHOro maparpada BBIITOJTHUTH HECKOJIBKO MPOCTHIX YINPaKHEHUH Ha JAaHHYIO TeMy. Kpome Toro, o4eHsb MOJNE3HO
MBICJIEHHO 33/aTh cebe cienylolye BOIpochl (M MonmpoOoBaTh OTBETHTh HA HHUX): O 4Y€M O3TOT maparpad, Kakue
HOBBIE IIOHATHS BBEJCHBI, KAKOB X CMBICI, YTO JACT 3TO Ha IIPAKTUKE?)
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PA3JIEJ 1.

IHACITIOPT ®OHJJA OHEHOYHBIX CPEJACTB
1o yuyeOHo# nucuuninte «Oguc-MeHeIKMeHT»

1.1. OcHoBHBIE cBelIeHUS 00 Y4eOHOM TUCIUIIIMHE

Tabmuma 1

XapakTepucTuka yueOHOW TUCIUIUIAHBI (CBEACHHUS COOTBETCTBYIOT paszaeny PII]I)

O06pa3oBarenbHas mporpamma

bakanaBpuar

Hanpasnenue noaroroBku

38.03.02 MeHemKkMeHT

[Tpoduns

«MeHeKMEHT HEeTTPOU3BOICTBEHHOH chepbD»

KonuuecTtBo  pasznmenoB  y4ueOHO#M
JUCITUTUIAHBI

2

Jucuummna 6a30Bol / BApHATUBHOM
4acTH 00pa3oBaTeIbHON POrpaMMbl

JucuuninuHa, yacTi popMUpPYyEMON y4aCTHUKaMU
obpasoBarenbHbIX oTHOMeHU (b1.B.07)

DOopMBI KOHTPOJIA

Y CTHBIN/TIMCEMEHHBIN OMPOC, TECTOBBIE 33JaHUS,
JOKJIa/bl, pedeparsl

[Tokazarenn Ounas popma oOyueHust
KonnyectBO ~ 3a4eTHBIX  €IWHUI] 4
(KpeauToB)

Cemectp 2
Oowaa mpyooemkocms  (akaoem. 144
uacoe)

Ayoumopnasn paboma: 74
JleKuMOHHBIE 3aHATHS 36
CeMuHapcKue 3aHATUS 36
Koncynpranumn 2
CamocrosiTeibHas padoTa 43
KonTpoab 27
Hanunuue xypcoBoii paboTbl -
Dopma npomesrcymouHou OK3aMeH

ammecmauuu
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1.2. TlepeyeHb KOMIIETEHIHII ¢ yKa3aHHeM J3TanoB (GoOpMHUPOBaHMsI B Mpolecce
0CBOEHHUS 00pa30BaTeJIbHOH MPOrPaMMBI.

[TepeueHb KOMIIETEHUIMI U UX DJIEMEHTOB

Tabimuua 2

Kon
KOMIIETEHIINHA

DopmynupoBKa
KOMIIETEHIUU

DJIEMEHTHI KOMIIETEHITUHA

Nunexc
JJIEMEHTA

I1Kc-3

[1Kc-3.1. Cnocoben
MIPUMEHSTH Pa3INIHbIE
METOJIbI OPTaHU3AIUH
pabouero rnmpocTpaHcTBa
U peIIeHus
OpraHU3aluOHHBIX,
MEIUHHBIX U APYTHX
3aj1a4 IS TIOBBIIICHHS
s dekTuBHOCTH
JEeSTEILHOCTH
OpraHu3anuu

3HaTh:!
1. [Ipunuuns
OpraHu3alii Hu ee
MIOCTPOCHHE;
2. mporiecc OpraHU3alMOHHOTO
opopmnenuss oduca W TOATOTOBKU
HEOOXOMMBIX YUPEIUTEIbHBIX
YIIPaBICHYECKUX JOKYMEHTOB;
3. 3amaud v GYHKIUHU CTPYKTYPHBIX
noipa3zaeneHuit opuca.

CO3/1aHus
CTPYKTYpHOE

[1Kc-3.1 3-1

T1Kc-3.1 3-2

[1Kc-3.1 3-3

YMers:
1. CraButh
npodeccuoHaIbHbIE
KU3HEHHBIE LeJIN;
2. TIPaBWJIBHO OpPTaHU30BBIBATH M|
KOHTPOJIMPOBATH CBOIO JIEATEILHOCTD;
3. TIIaHUPOBATH CBOE pa3BUTHE U
COBEpPILEHCTBOBAHME KaK MEHeIkKepa
B yu4eOHOM 3aBeICHMM U Ha
HOCIEYIOIUX JTanax
npodeccnoHalbHOM Kapbepahl.

nepen coboi
3a1a4n 51

[MKc-3.1 V-1

[MKc-3.1 V-2

[1Kc-3.1 V-3

Bnaners:
1. HaBpikamu caMOCTOSTEIEHOTO
OCBOEHUS HOBBIX 3HAHUH, KOOTIEpaIiu
C KOJIJIETAMU;
2. npogeccuoHaIbHON
apryMeHTalleH;
3. 3¢ (HEKTUBHOTO HCIIONIH30BAHUS
CBOET0 BPEMEHH.

[1Kc-3.1 B-1

[1Kc-3.1 B-2

[1Kc-3.1 B-3




Tabmuma 3

Otansl popMUPOBaHUSI KOMIETEHIIUI B IPOLIECCE OCBOSHHSI OCHOBHON 00pa3oBaTeIbHOM

IPOrpaMMBbI
Oraribl
Kon
KoHnTtponupyemsie (dopmMupoBaHHS N HanmenoBanue
Ne . . KOHTPOJIUPYEMOM
pazzessl (TeMbl) yueOHOM KOMITETEHITUI OIICHOYHOT'O
n/m KOMITETCHIINH (WK %
JCITUTUTAHBI (HOMED cpencTa
€e JacTu)
CceMecTpa)
Pa3nen 1. Konuentyaiabnble 0CHOBBI yIIpaBJieHHs! 0pHCOM
Tema 11. Oduc B Y CTHBIN/TICEMEH.
1. | coBpemeHHOM CHCTEME 2 [1Kc-3.1 orpoc,pedepar,
yIpaBJICHHS TOKJIa]
Y cTHBI/TUCEMEH.
Tema 1.2. Bugp! oprcos u ITKc-3.1
2. 2 orpoc,pedepar,
ux 000pyI0BaHUE
TOKITa]]
Y CTHBIH/TTUCEMEH.
OIPOC,TOKIIA
Tema 1.3. Dpronomuka PG, o
3. odprica 2 [TKc-3.1 TEKyIIMI KOHTPOJIb
3HaHWI 10 pa3leny
1 (TectupoBanme)
Pazneun 2. UngopManuoHHO-T0KYMEHTAIIMOHHOE 00ecriedeHue yrpaBieHue ojpucom
Tewia 2.1, Y cTHbI/ UCEMEH
HNudopmarmonHoe u [TKc-3.1 ’
4. 2 orpoc,pedepar,
JOKYMEHTAIMOHHOE
TOKJIa]]
obecnieueHue odpuca
Tema 2.2, KoMMyHIKALHN Y CTHBI/MTUCEMEH.
5. o ) 2 ITKc-3.1 orpoc,pedepar,
B o(uce
TOKJIa]]
Y CTHBIN/TUCEMEH.
Tema 2.3. Ynpaenenue
6. 2 [1Kc-3.1 orpoc,pedepar,
NepCOHAJIOM oduca
JOKJIa/1
Tema 2.4. Y CTHBIN/TUCEMEH.
7. | BayrpuoducHsie 2 ITKc-3.1 orpoc,pedepar,
OTHOIIICHHSI JIOKJIa/1
Y CTHBIN/MTCEMEH.
8. | Tema2.5. Oduc Oynymiero 2 [1Kc-3.1 OIIpOC,NOKIAN,

TEKYIUI KOHTPOJIb
3HaHUM MO pazueny
2 (TecTHpOBaHUE)

1.3. Onucanme mnoka3zarejiei M KpuUTepHeB OLEHUBAHUSA
Pa3IHYHBIX 3Tanax (JOPMUPOBAHUSA, ONIMCAHUE LIKAJIbI OCHUBAHNS.

KOMIIETEHIIMN HA

Tabnuna 4
Heckpunrop | Ilokasarens [IKasbI OleHUBAHUS
Kpurepun ouennBanns
KOMIIETEHINH OLIEHKHU I'ocynapctBennas | bamb
1 2 3 4 5

3HATH: [TKc-3.1 TEOPETUYECKOE coJiepiKaHue
) O1inyHO 90-100 | DUCHUILUIHHBI 0OCBOEHO
ITpunmIBI 5 5 :
CO3IaHHA MIOJIHOCTBIO, €3 po0eoB;
OpraHU3ALY U €€ HEO0OXOMMBIC MPaKTUYECKHE




CTPYKTYpHOE
HOCTPOCHHUE;

nporiecc
OpTaHU3aIMOHHOT
0 oopMIICHUS
oduca u
MOJITOTOBKH
HEO0XOMMBIX
YUPEIUTETBHBIX
yIpaBICHYECKUX
JOKYMEHTOB;
3a/1a41 1
byHKIIIN
CTPYKTYPHBIX
NOApa3AeIeHUN
oduca.

YMersb:
CraButs nepen
co0oif
poheCcCHOHAIBH
bIC 3371a49¥ U
JKU3HCHHBIC
LEJN; TPaBIIBLHO
OpraHU30BbIBAThH
u
KOHTPOJIMPOBATh
CBOIO
JICSITENIBHOCTB;

Bnaners:
Hagsikamu
CaMOCTOSITEITHHOT
0 OCBOCHHS
HOBBIX 3HAHHWM,
KOOTIepaliuy ¢
KOJIJIETaMH;
npoecCuoHaIbH
oM
apryMeHTaluen;
HaBBIKAMHU
(dbopmupoBaHUs
xXapakrepa,

s dhexkTuBHOTO
HCTIOJBb30BaHUS
CBOETO BPEMEHHU

HaBbIKU paGOTBI C OCBOCHHBIM
MaTtepuajioM c(pOpMHUPOBaHBI, BCe
MIPeyCMOTPEHHbIE paboueit
porpamMmoit JICITUTUTAHBI
3a4aHus BBIIIOJIHCHBI, KQUECTBO UX
BBIIIOJIHEHUSI  OLICHEHO  YHCIIOM
0auIos, OJIN3KHUM K
MaKCHUMaJIbHOMY

3HaTh:
ITpunMIBL
CO3/IaHus
OpTraHM3alliH U €€
CTPYKTYpPHOE
MOCTPOCHHUE;
npotecc
OpTaHU3aAIMOHHOT
0 ohopMIIeHHUS
oduca n
MOJATOTOBKHU
HEOOXOINMBIX
Y4pEAUTETBHBIX
YIpaBIEHUIECKUX
JIOKYMEHTOB;

3aga4du 1

T1Kc-3.1

Xopomuio

75-89

TEOPETHUECKOE
JAUCIHUIIIINHBI OCBOCHO
MOJHOCThIO,  0€e3  mpoOesoB;
HCKOTOPBIC MMPAKTUYCCKUEC HABBIKH
paboThI c OCBOEHHBIM
MaTepuasoM chopMUPOBaHbI
HEJI0OCTaTOYHO, BCE
MIPeTyCMOTPEHHBIC paboueit
porpamMMoit JMCIUTUTAHBI
3alaHs  BBIIIOJIHEHBI, Kad€CTBO
BBINOJIHEHUS] HU OJTHOTO U3 HUX HE
OII€EHECHO MHHUMAJIBHBIM YHCJIIOM
0aioB, HEKOTOpbIE BUIBI

3aJ1aHUH BBITTOJHEHBI C OLINOKAMH

coziepKaHue




dhyHKIIT
CTPYKTYPHBIX
MoJipa3/ieIeHu
odmuca.

YMmeTs:
CraButh nepes
coboit
npodeccuoHambH
bI€ 3a7a4M U
JKU3HEHHBIC
IEJIH; TIPABIIIFHO
OpTaHU30BbHIBATH
u
KOHTPOJINPOBATH
CBOIO
JeSITENbHOCTB;

T1IKc-3.1

Buagers:
Hapixkamu
CaMOCTOSITETHHOT
0 OCBOCHHS
HOBBIX 3HaHU,
KOOTIEpAIHH C
KOJIJICTAMH;
npoecCUOHabH
ot
apryMeHTaluen;
HaBBIKAMU
(dhopmupoBaHUs
xapakrtepa,
3G PEKTHBHOTO
WCTIOJIb30BaHUS
CBOETO BpEMEHH

I1Kc-3.1

3HaTh:!
[IpuHuUnEI
CO3/IaHus
OpraHu3aluy 1 e¢
CTPYKTypHOE
MTOCTPOCHHUE;
nporiecc
OpTaHU3aIMOHHOT]
0 odopMITeHUS
oduca u
MIOJITOTOBKH
HEO0OXOIUMBIX
Y4pEAUTETBHBIX
yIpaBIEHYECKUX
JIOKYMEHTOB;
3a/1a4u U
dhyHKIIIT
CTPYKTYPHBIX
rosipa3aeeHUM
oduca.

[1Kc-3.1

YMerTs:
CraButs nepes
co0oif
npodeccruoHambH
bI€ 3aJ1a4H U
JKN3HCHHBIC
eJIH; TTPABHIILHO

OpraHu30BbIBATH

[1Kc-3.1

Y nosneTBopu-
TEJILHO

60-74

TEOPETUYECKOE coJiepKaHue
JTUCHUTUTMHBI OCBOEHO YaCTHUYHO,
HO MPOOEITbI HE HOCSIT
CYIIECTBEHHOTO XapaKkTepa;
HEO0OXOTUMBIE MPaKTUYECKUE
HaBBIKH PpalbOThl C OCBOEHHBIM
MaTepuaioM B OCHOBHOM
c(hopMUpPOBaHHI, OOJIBIITUHCTBO
MPETyCMOTPEHHBIX paboueit
MporpaMMon JACIUTUTAHBI
y4eOHBIX 3aJaHUS  BBITIOJHEHO,
HEKOTOPHIE W3 BBIMOJTHEHHBIX
3aJIaHUM COEPIKAT OITUOKHU




n
KOHTPOJIMPOBATH
CBOIO
JCATCIIBHOCTD,

Bnaners:
Hagbikamu
CaMOCTOSITETHHOT
0 OCBOCHHUS
HOBBIX 3HAHWM,
KOOTIEpAINH C
KOJIJICTaMU;
npo(ecCuoHabH
ot
apryMeHTaluen;
HaBBIKAMH
dhopmupoBaHUs
xapakrtepa,
3G PEKTHBHOTO
HCIIOJIb30BaHUS
CBOETO BPEMEHH

I1Kc-3.1

3HaTh:
[TpuHUUIBEL
CO3JaHHs
OpTraHM3alllH U €€
CTPYKTypHOE
MTOCTPOCHHUE;
mpotiecc
OpraHHU3aIMOHHOT]
0 odopMITeHUS
oduca u
ITOJTOTOBKH
HEO0OXOOIUMBIX
Y4pEeAUTETHHBIX
YIPaBICHUYESCKUX
JIOKYMEHTOB;
3a1a44 U
GyHKIUH
CTPYKTYPHBIX
noapasaeaeHui
oduca.

[1IKc-3.1

VYMeTh: CtaBUTh
nepes cooon
poheCCUOHANbH
BI€ 3a/1a4d U
JKA3HEHHBIE
LIEJIN; TTPABHIIBLHO
OpPraHU30BbIBATH
u
KOHTPOJIMPOBATH
CBOIO
JIEATEILHOCTD;

I1Kc-3.1

Brnaners:
Hapeikamu
CaMOCTOSTENILHOT
0 OCBOCHHUS
HOBBIX 3HAHUH,
KOOTIEPAIINH C
KOJLJICTaMH;
npoecCuoHaIbH

[TKc-3.1

Heynosnersopu-
TEIBHO

0-59

TEOPETUIYECKOE
JACITUILIHHBI OCBOEHO HE
MOJTHOCTEIO; HEOOXOIUMBIE
MPaKTUYECKUE HaBBIKU paOOTHI HE
cOpMUPOBaHBI, BCE
MIPEIyCMOTPEHHBIE paboueii
porpaMMon JTUCHUTIIINHBI
3aJlaHUsl BBITIOJHEHBI C TPyOBIMU
omuOKamMu  aU0O0 COBCEM  HE
BBITIOJTHEHBI, Ka4ueCTBO ux
BBIITOJIHEHHMSI  OIICHEHO  YHCJIIOM
0aIlIoB, OJNM3KUM K
MUHUMAJIHLHOMY

COACPIKaHNEC




o
apryMeHTaIex;
HaBBIKAMHU
dhopmupoBaHUs
Xapakrepa,
3¢ HEKTHBHOTO
UCIIOJIb30BAHUS
CBOETO BPEMEHHU

PA3EJI 2. Tekyuiuii KOHTPOJIb 1O JUCHUILIHHE (MOAYJI10) «Oduc-MeHeTKMEeHT»

Tekymuii KOHTPOJb 3HAHWM MCHOJIB3YETCS ISl ONEPaTUBHOIO U PETYJISIPHOTO
yIpaBJICHUS y4eOHOM IEeITEIbHOCTHIO (B TOM YHCIIE CAMOCTOSITEIIBHOM pab0TOM) 00yJarOIIMXCS.
B ycnoBusix GanbHO pEHTUHIOBOM CUCTEMBl KOHTPOJIAI PE3YJIbTaTbl  TEKYILEro
OLICHUBAHUS 00YYAIOIIErocs UCIONB3YIOTCS KaK IMOKa3aTelb €ro TeKylero pedtunra. Texymui
KOHTPOJIb YCIIEBAEMOCTH OCYIIECTBIISICTCS B TEUEHUE CEMECTPA, B X0/1€ TOBCEAHEBHOM yueOHOM
paboThl MO UHAMBHUAYAIBHON MHULIMATUBE MpenoaaBatess. JlaHHbIH BUA KOHTPOJIS CTUMYITHPYET
y 00ydaromerocsi CTpeMIIEHHE K CHCTEMAaTHYECKOW CaMOCTOATENBbHOH padoTe MO H3Y4YEeHUIO
JTUCIUILIAHBI (MOZYJIST).
Pacnipenenenue 6amioB no Bugam yueOHOU 1€ATE€IbHOCTU
(6ampHO PEUTHHIOBasI CHCTEMA)

HanmenoBanune Bun zaganus
Pasnena/Temer C3 Beero K3P P P | HC
J13 YO P3 3a TeMy (CP) | (U3)
P.1.T.1.1 1 2 3 6
P.1.T.1.2 1 2 3 6
PIT.13 1 2 3 6 10 3
P2.T.2.1 1 2 3 6
P2.T.2.2 1 2 3 6 10 10
P.2.T.2.3 1 2 3 6 10 3
P2.T.24 1 2 3 6
P.2.T.2.5 1 2 3 6
Hroro: 1006 9 18 27 54 20 6 10 10

JI3 — IeKIIMOHHOE 3aHATHE;

YO — ycTHBI# o11poc;

T3 — TecToBOE 3aaHKE;

P3 — pa3HoypoBHEBbIE 3a1aHMS;

* IpyTHE C BUJIBI HCITOJIB3YEMBIX 33JJaHUH, MPEITIOKEHHBIX B MPIIIOKeHUH 1
13 — mpakTHUecKkoe 3aHATHE;

C3 — ceMUHapCKOE 3aHSTHE;

K3P — xonTposb 3Hanuii no Pazneny;

P — pedepar.

CP — camocTosTensHas paboTta oOy4aromierocs
N3 — unauBuayaibHOE 3a/1aHNE

2.1. OueHnBaHue YCTHBIX/MUCHMEHHBIX OTBETOB 00y4AKOIINXCSI

C 1uenpi0 KOHTPOJSl YCBOEHHS TPOHJAEHHOIO Marepuaja U OINpeAeNieHUs YpPOBHSA
MOJITOTOBJICHHOCTH O0YYarOIIMXCSl K M3YYEHHIO HOBOM TeMbI B Hadaje Ka)JI0ro CEeMHHApCKOIO
3aHSTHS IpenoaaBaTenemM MIPOBOJIUTCS WH/IMBUTy aJTbHBIH WIH (bpoHTATBHBII
YCTHBIN/TTMCEMEHHBIN OMPOC IO BBHIMOJIHEHHBIM 33/IaHUSM MPEIbIAYIIEeH TEMBI.

Kpumepuu ouenueanua ycmuvlx/nucbMeHHbIX OMEENO6 HA KOHMPOJIbHbBIE 60NPOCHL
0714 camMono020mo6Ku 1 ONMCAHNE IIKAJIbl OLIEHUBAHUS IIPECTABIECHbI B Ta0.5.
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Tabnuua 5

OrneHrBaHUE CAMOCTOSATEIBHON PabOTHI 00YYaIOLTHXCS
(B TOM 4mCIIe, OTBETOB HAa KOHTPOJIBHBIE BOMPOCHI ISl CAMOIIOIIOTOBKH)

MakcumaabHOE KOJIMYECTBO
OaIoB Kputepun

Ounas ¢popma 00yueHHS

1 OO0yuaromuiics:

1) mosHO W apryMEHTHPOBAaHO OTBEYACT II0 COJCPIKAHHIO
BOITPOCA;

2) oOHapyXHBaeT MOHUMAHKUE MaTeprasa, MOKET 000CHOBAThH
CBOM CYXKICHUS, IPUMEHHUTh 3HAHUS HAa TMPAKTUKE, TPUBECTH
Heo0X0UMbIE IPUMEPBHI;

3) wu3naraer MaTepuai MOCIEAOBATEIbHO W IPABUIIBHO, C
COOJIIOZIGHUEM  HMCTOPHYECKOH M XPOHOJOTHMYECKOM
MIOCJICIOBATEIBHOCTH.

0,5 OOyuaromuiicss oOHapyXMBaeT 3HAaHUE W TOHHUMAaHHE
OCHOBHBIX ITOJIOKEHHUH JaHHOTO 3aIaHusd, HO:

1) w3yaraet MaTepuaj HEMOJIHO M JIOMYCKAaeT HETOYHOCTH B
OTIpe/ICIICHUH TIOHATUH W (POPMYJITHPOBKE TIPABHIT;

2) He yMeeT JOCTaTOYyHO TJAyOOKO H I0Ka3aTelbHO
000CHOBATh CBOM CYKJICHUS U TIPUBECTH CBOM MTPUMEPHI;

3) wu3naraer Martepuan HEMOCIEAOBATEIbHO M JIOMYCKaeT
OIIHNOKH.

0 OOyuaromuiics  oOHapyKuMBaeT HE3HaHME OTBeTa Ha
COOTBETCTBYIOIllEE  3aJaHHe, JONYCKaeT  OIMOKH B
(bopMyIMpOBKE ONpeAeTIeHUH M MpPaBUJI, HCKAKAIOLIME HUX
CMBICJI, OECHOpSAOYHO M HEYBEPEHHO M3J1araeT Marepuall.
OneHka «HEyJOBJIIETBOPUTEIBHO» OTMEUYAET TAKUE HEOCTATKU
B  MOATOTOBKE  oOydaromerocs, KOTOpblE  SIBJISIOTCS
CEpbE3HBIM IMPEMSATCTBUEM K  YCIIEHIHOMY OBJIAZICHUIO
MOCJEAYIOLIUM MAaTEPUATIOM.

IIEPEYEHB KOHTPOJIBHBIX BOIIPOCOB JIV/TA CAMOIIOAT OTOBKH:
PA3JEJI 1. KOHIEINTYAJIBHBIE OCHOBBI YIIPABJIEHUSA OPUCOM

Tema 1.1. Oduc B coBpeMeHHOI1 cucTeMe ynpaBJieHUs

1. OxapakTepu3syite MOHATHE «OPUCH.

2. TlogymaiiTe, KakiiM 00pa30M H3MEHWIHACH 3a/1a4U U Ha3HaYeHHE 0(DUCHOI AeITeTbHOCTH
CPaBHUTEIBHO C KOHTOPCKOM JEATENBHOCTBIO COBETCKOIO BPEMEHH.

3. Kak paznnyaroTcs 1o Ha3HaA4YCHUSIM CTPYKTYPHBIC TToJIpa3ieieHus oduca?

4. TlepeuncnuTe OCHOBHBIE CTPYKTYPHBIE [TOJIpa3ieieHus opuca U yKaxKuTe, Kakue U3 HUX
€CTh B BallleM ouce, a KakKie OTCYTCTBYIOT.

5. Kakue u3 cTpyKTYpHBIX M0/Ipa3AeieHuii Ballero (WM Kakoro-aubo 3HakoMoro) oguca
ABIIAIOTCS BENyIIMMH, a Kakue — BTopocTeneHHbIMU? Kak 3To cBsfi3aHO ¢ MacmrtaboMm H
cneundukoit nestensHOCTH opranu3anuu? [losicaure cBoit OTBET.

6. YkaxuTe, B 4eM COCTOHT Pa3IM4HMe MEXIY CeKperapeM U oduc-MeHemkepoM. B uem
IIPUYMHBI CMEIICHNS JaHHBIX MOHATUI?

7.Kakue pabotsl B BaiieM odrce, Bbl Obl OTHECTH HAa ayTCOPCHHT?

Tema 1.2. Buabi opucoB u ux 00opyaoBanue
1. OOsscHuTe, TOYEeMy, HECMOTpS Ha SIBHbIE TEXHMYECKHE M NPEICTaBUTEIILCKUE
npeuMmyliecTBa OQHUCHBIX 3JaHUil Kiacca A, OOJIBLIIMHCTBO apeHJaTOpPOB MPEANOYUTAIOT
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apeH10BaTh nomMeuieHus kinaccos B u C?

2. B kakux ciy4asix UCIOIb3YIOT BpeMEHHBIN ouc?

3. llepeuncnure OCHOBHBIE CpeACTBa O(HUCHOM OPrTEXHUKH M ONUIIMTE UX
Ha3HA4YCHUE.

4. Kakue cpeacTBa OPrTEXHUKHU Bbl CUUTACTE YCTAPEBIIUMU HA CETOAHSIIIHUNA MOMEHT?

5. Vkaxwure, KAKUMH BHJaMHU MPOTPAMMHOTO OOecreueHus! Bbl MOJIb3yEeTECh B CBOCH
JEeSITeIbHOCTH.

6. IlomymaiiTe, MOKHO JIM Ha3BaTh Ball O(UC SIEKTPOHHBIM, U YKaXUTE OCHOBAHUS, 110
KaKUM 0(hHC MOKET CUUTATHCS IJIEKTPOHHBIM.

7. OnpaBmaHo M, TO BalleMy MHEHHIO, YHOTPEOJIATh MOHATHS «BUPTYaIbHBIN » U
«MOOUITbHBII 0HUC KaKk CHHOHUMBI? OOOCHYHTE CBOIO TTO3HUITHIO.

8. HazoBure cpenctBa mepeaaud WHGOpPMALNUU, UCIOIB3YyEeMbIE JUIsI OpTaHU3aIUH
MOOMIIBHOTO oduca.

9. Jlns xakux cdep OusHeca, 1Mo BalieMy MHEHUIO, y100Hee OpraHu3anus MOOMIEHOTO
oduca, a 15 KaKUX IPEINOYTUTENIbHEN CTallMOHAPHBIN oduc?

Tema 1.3. Dpronomuka oguca

1. Yro takoe spronomuka oduca?

2. HasoBuTe (aKTOPHI, BIMAIOIIME HA YCIOBUS TPY1a OPUCHBIX COTPYIHUKOB.

3. HasoBute wu 06OCHYiiTE OCHOBHBIE  TpeOOBaHUs U pEeKOMEHJalHu

10 PallMOHAIBHOM OpraHu3aluy pabodnx MeCT COTPYTHUKOB oduca.

4, KaxBel nonumaere  cucteMy ~5S? IloscHMTE  CyTh M B3aMMOCBA3b €€
COCTaBJIAIOLIUX HJIEMEHTOB.

5. B Kakmx ciydasx 3aKpbiTasi INIAHUPOBKA O(uca yJI00Hee OTKPBITON?

6. Onummure 0co6eHHOCTH KOMOMHUPOBAHHOM [JTAHMPOBKH.

7. Kak, no BameMy MHEHHUIO, HHTEPhEP OpHCa CBA3aH ¢ UMHIKEM (QUPMBI?

8. Kakue uHTEpBhEPHBIE pelIeHus B 0QopMIIEHHH 0(HCa BHI3HAETE?

PA3JEJI 2. UTHOOPMAIIMOHHO-AOKYMEHTAIHNOHHOE OBECIIEYHEHHUE
YIIPABJIEHUE O®PUCOM

Tema 2.1. UndopmMainiuoHHoe ¥ JOKYMEeHTAIMOHHOE o0ecnievyeHne oguca

1. J[laiite ompeneneHue NOHATHH «uHpOpMALUA» U <«JIOKYMEHT». YKaXHUTe, B 4YeM
3aKIII0YAETCS Pa3IMune MEXITY TaHHBIMH ITOHITHASMHU.

2. VYkaxwure, Kakue HHPOPMAIIMOHHBIE PECYPCHI UCIIOIb3YIOTCS B BallleM O(uce.

3. Ecmum BaMm TOHAMOOWTCS OTIPABUTH IMMHCHMO, KOTOPOE COJEPKUT 005S3aTeIHCTBO
OIJIATUTh OKAa3aHHbIE YCIYTH, TO KaKUM BHJIOM CBS3M BBl BOCIIOJIB3YE€TECh, YTOOBI MUCHMO
COXPaHUJIO CBOIO IOpUANYECKYIO crty? OOoCHYyMTE.

4.  Yro Takoe JOKYMEHTOOOOPOT, U KaKue K HeMY IpeabABISIOTCS TpeOOBaHMs?

5. TosicHuTe, MOYEMy Bceraa ClieAyeT MOMHHUTH, 4TO (PAaKT JOKYMEHTHPOBAHHS PE3KO
YBEJIMYMBAET PUCK YIPO3bl HHPOPMALIUH.

6. Kakne TexHn4Yeckne KaHAIbI yTeukn HH(popMaIu BaMm n3BecTHBI? HazoBHUTE CITOCOOBI
WX TIEPEKPBITHUSI.

7. Ha3zoBure cnocoObl, KAKMMH, IO BallleMy MHEHHIO, MO)KHO MUHUMHU3UPOBATh YIPO3bI
yTpaThl LIEHHOW HH(OPMALINK U3-3a HAMEPEHHOT'O COTPYIHUYECTBA PaOOTHHKA (PUPMBI.

Tema 2.2. KommyHukanuu B opuce
1. HazoBute BUABI M HA3HAYCHUE KOMMYHHUKAIIMHA B o(uce.

2. [Ilepeuncrmure W3BECTHBIE BaM YIOBKH, YIOTpeOIseMble B  IOJIEMHYECKOM
JeSITeIbBHOCTH (IIEperoBOpoOB, JAEI0BOM Oecenpl), U OOOCHYWTE, Kakue M3 HHUX KaXyTcs BaM
A0IYCTUMBIMHU, a KAKUC —HCAOITYCTUMBIMU.

3. Ilepeuncante OCHOBHBIE BUBI COBEIAHUI U YKAXKHUTE UX CHELUPHKY.



12
4. TlpuBenute Hamboyiee pacrpocTpaHEHHbIE (HOPMYIIbI, yHOTpeOuseMble B JIEIOBOU
HEepETHCKe.
5. OOcyaure 3HaueHHE M POJIb HEPOPMATBHBIX KOMMYHHUKAIMHA (CIyXOB, CILIETEH,
HOBOCTEH U T. I.) B CUCTEME O(PUCHBIX KOMMYHHKALIUH.

Tema 2.3. YnpaBiieHue nepcoHajiom opuca

1. Ha3oBuTe OCHOBHBIC KATETOPHH CITyXaIIUX oduca.

2. B uewm 3akimrouaercs cuctema paboThI ¢ KagpaMu?

3. HazoBuTe HenOCTATKH, KOTOPHIE MOTYT BO3HUKHYTH NMPU (POPMUPOBAHUU CIIEKTPA
JIOJDKHOCTEH oduca.

4. Onumure CUTyalllH, TPU KOTOPHIX MOXKET BO3HUKHYTH MPOOJIEeMa MOSBICHHS
«O(UCHOTO IJIAHKTOHAY.

5. TlepeuncnuTe OCHOBHBIE PUEMBI ONIPEACICHUS MOTPEOHOCTH B COTPYIHHUKAX.

6. HasoBute ocHOBHBIE TpeOOBaHUS K IMOA00PY KaJIPOB.

7. OxapakTepu3yiTe KaJIpOBYIO IMOJIMTHKY BAIIETO MPEAPHSITHUSL.

8. OxapakTepusyiTe KOPIOPATUBHYIO KYJBTYpy Bamiero mpeanpustus. M3 kakux
9JIEMEHTOB OHA COCTOUT?

Tema 2.4. BuyTpuogucHbie OTHOLIEHHUSI

1. Vxkaxure, 10 KaKUM MPU3HAKAM MOKHO PACMO3HATH MAHUITYJISIIHIO.

2. HazoBurte ocHOBHBIE (PaKTOPHI, CIIOCOOCTBYIOIINE MOABIEHNUI0O MOOOUHTa B oduce, u
YKaXHUTE MEPhI, KaKue, 10 BallleMy MHECHUIO, CTOUT MPEANPUHIUMATH PYKOBOJICTBY U OCTAIILHBIM
COTPYJIHUKAM I10 €T0 MPEIOTBPAILLECHUIO.

3. HazoBute cnocoObl, KaKUMU BBl TBITAETECh CIPABUTHCS C THEBOM M arpecCHew.
Hackonbko 3¢ pekTHBHBIMU OHU ABISAIOTCA?

4. OtMmeTbTe, B KaKUX Cllydasx KOH(JIUKT B opuCe MOMUMO OTPULIATEIBHBIX CTOPOH
MOYET UMETh U TIOJIOKHUTEIbHEIE.

5. Kakoro cruis moBeneHHs Bbl MPEANOYHUTACTE MPHUACPKUBATHCS B KOHMIUKTHOM
cutyauuun? Yem MoTuBHUpyeTe CBOM BHIOOD?

Tema 2.5. Oduc Gyayurero

1. Kakum BbI BumuTe oduc Oyaymero? YKakure, Kakue, Mo BameMy MHEHHIO, paKTOpbI B
HauOoJIbIIeH CTEeNEeHH MOBIUAIOT Ha (hopMupoBaHue o0IMKa oduca B OyayIem.

2. YKaxuTe, 94TO BbI ObI JKeNIai M3MEHHUTH B MIEPBYIO OYEPE/lb B COBPEMEHHOM oduce.

3.IToxymaiite, Kak MOXKET H3MEHUTHCS OQUCHBIN MEPCOHAN B OY/IyIIIEM.
2.2.0ueHuBaHNe NHIAMBUIYAJIbHOU Pad0THI 00y4AKOIIUXCS

Omnoit u3 (opM UWHAUBUIyAIbHOW pabOTHI SBISETCA TMOATOTOBKA OOYyYarOIIMXCS
JIOKJIaJIOB, COOOIIEHUIN WU Tpe3eHTaluii (M0 KaKIOMYy U3 TPEX pa3fesioB, MPEAyCMOTPEHHBIX
paboueii mporpaMMoil yueOHOM TUCIMIUIMHBI), COTJIACHO TIEPEUHIO MPE/TI0KEHHBIX TEM.

Kpumepuu ouenueanusa unoueudyanvhoii paéomsl W ONMCAHUE IIKAIbl OLEHUBAHUS
npeJcTaBIeHbI B Ta01.6.

Tabmuma 6
OueHuBaHue MHANBUAYAIBHON pabOThI 00yUarOIINXCs
(moxmamoB, COOOIIEHMIT)
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MaxkcuManbHoe
KOJINYECTBO OAJUIOB

Ounas dpopma
0o0y4eHUs

Kpurepun

3

Jloknaz conepKuT MHOJHYI HH(OpMalUio IO IpPeACTaBIsIeMOil Teme,
OCHOBaHHYI0 Ha  O00f3aTeNbHBIX JIUTEPATYpPHBIX HCTOYHHMKAX |
COBPEMEHHBIX yOnuKanusx; BBICTYILJICHUE COIIPOBOKIAETCS
KaueCTBEHHBIM JIEMOHCTPALMOHHBIM MaTepuajoM (ciaia-npe3eHTanus,
pa3maTouHbli  Marepuan);  BBICTYyNAlOLIMM  CBOOOJHO  BIajaeeT
COJEpKAHMUEM, SICHO U TPaMOTHO H3JIaracT Marepuai; CBOOOAHO U
KOPPEKTHO OTBEYaeT Ha BONPOCHl W 3aMEYaHUs ayAUTOPUH; TOUYHO
YKJIa/IbIBAETCSl B paMKHU periaamenTa (7 MUHYT).

[IpencraBneHHas Tema pacKphiTa, OJHAKO AOKJIAX COAEPKUT HEMOIHYIO
UH(POPMALIMIO TIO TPEACTABISIEMOI TeMe; BBICTYIUIEHHUE COMPOBOKIACTCS
JIEMOHCTPAllMOHHBIM MaTepualioM (ClaiJ-npe3eHTanus, pa3aaTouyHbIN
MaTepuai); BBICTyHAOIIMA SICHO W TPaMOTHO H3JIaraeT Marepua;
apryMEeHTHPOBAHO OTBEYAET Ha BOIPOCHI M 3aME€UYaHUs ayAUTOPUH, OAHAKO
BBICTYNAIOLIUM JONYLIEHbl HE3HAuUTeNIbHbIE OIIMOKHM B H3JI0KEHUU
MaTepuaia U OTBETaxX Ha BOIPOCHI.

OOyyaromuiics 1€MOHCTPUPYET MOBEPXHOCTHBIE 3HAHUS 110 BEIOpaHHOMN
TeMe, UMEeT 3aTPyJHEHHs C HCIOJIb30BaHUEM Hay4YHO-TIOHATUHHOIO
anmnapara M TEPMHHOJIOTMU Kypca; OTCYTCTBYET COINPOBOAUTENIBbHBIN

JIEMOHCTPAILIMOHHBIN MaTeprall.

I[OKJ'Ia,I[ HEC IIOAIOTOBJICH 1100 uMeeT CYHICCTBCHHBIC HpO6€JIbI I10
HpeHCTaBHCHHOﬁ TCMAaTHUKC, OCHOBAH Ha HeZ(OCTOBepHOﬁ I/IHCI)OpMaI_II/II/I,
BBICTYIAIOIUM AJONMYIICHBI MPHUHOHUIINAJIbHBIC OIIOKU IIpU H3JI0KCHUHN
MaTepuaia.

HNEPEYEHB TEM JJOK/IA/IOB, COOBLJEHHH 110 JHCLUILTHHE

PA3JIEJI 1. KOHIEINTYAJIBHBIE OCHOBBI YIIPABJIEHUA O®PUCOM

Tema 1.1. Oduc B coBpeMeHHOI1 cucTeMe ynpaBJieHUs

AR A

CymHocTh 0(hMCHOT'O MEHEKMEHTA.

OcoOeHHOCTH BHEIPEHNE KOHIENIMA 5S B CHCTEMY O(MCHOTO MEHEKMEHTA.
Jlenornpoun3BoACTBO: CYLTHOCTh, OPraHU3aI[MOHHBIE (DOPMBI.

CymHOCTh U KJIacCU(PUKaIUs YIPaBICHYECKUX JOKYMEHTOB.

dopmupoBaHue anmnapaTa yrnpaBJieHuUs: IPUHIUIIBL, TPEOOBAHUSL.

Tema 1.2. Buabi opucoB u nx 06opyaoBaHue

NoookrwbdPE

OcHOBHBIE KJ1acChl 0(hUCOB.

[TnanupoBanue paboyero Mecta MEHEIKEPA.

TpeboBanus k paboueMy MecTy MEHEKepa.

@DopMBI BIUSIHHAS HA TOTIYMHEHHBIX U ()aKTOPHI, BIUSIONINE HAa MX BBIOOD.
[Tonoxenue o noApa3aeNeHHH: CYITHOCTb, CTPYKTYpa.

CymuIHOCTh 1 0COOCHHOCTH YTIPABICHYECKOTO TPY/Aa.

Kareropumn MeHemxepoB.

Tema 1.3. Dpronomuxa oguca
1. IIpuHUUIBI MOTUBHUPYIOLIEH OpraHU3aIUH TPY/Ia.
2. PazpaboTka u yTBep)KACHUE TOHKHOCTHBIX HHCTPYKIIUH.
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CyIHOCTh 1 OCHOBHBIE JJOJDKHOCTHBIE 00513aHHOCTH O(HC-MEHEIKepa.

[Tpuem noceruteneit B oduce.

CyLIHOCTB ¥ OCHOBHBIC JOJDKHOCTHBIE 00513aHHOCTH O0(hUC-MEHEKEepa.
[1IpaBuina parioHaIBbHON OpraHu3any pabouero MecTa MeHeDKepa.
Pacnipenenenue GyHKIMNA MEXTYy MEHEIDKEpAaMH B PAOOTHUKAMH.
JI0JDKHOCTHAsI MHCTPYKLMS: CYIHOCTh, CTPYKTYPa, IPAKTUYECKAst 3HAYUMOCTb.

PA3JAEJI 2. UTHOPOPMAIIMOHHO-AOKYMEHTAIHNOHHOE OBECIIEYHEHHUE

YIIPABJIEHUE O®PUCOM

Tema 2.1. UndopmanmoHHoe U JOKYMEHTAMOHHOE o0ecnieyeHue oduca

1. Tlopsmok pabGoOTHI C BXOASIIUMH JOKYMEHTAMHU B MPEANPUSITHN.

2.  JlokymMeHTOo000poT. TpeboBaHus K pallMOHAIILHOM OpraHu3alui JOKYMEHTO000poTa
B IIPEATIPHUSATHSAX.

3. OpraHu3zalMOHHbIE JOKYMEHTBI: CYLIIHOCTb U OCOOCHHOCTH O(hOPMIICHHUSL.

4. HampaBneHHus COBEPIICHCTBOBAHUS JEIONPOU3BOJCTBA U JTOKYMEHTOOOOpOTa Ha
HPEANPUATHUSIX.

5. Opranuzanus padoThl C UCXOAANIMMH JOKYMEHTAMH B IPEATIPUSATHH.

6. Jlenonpou3BOACTBO: CYLUIHOCTb, OPraHU3alIOHHbIE (HOPMBI.

7. TlpaBuna opopmieHHs MPUKA30B MO JIUIYHOMY COCTaBY.

8. CymHocTb 1 NOpAA0K 0(hOpMIEHUS IPOTOKOJIOB.

9. [IIpaBuna opopmieHHs CIIPABOK, TOKIATHBIX 3aIHCOK.

10. Bunubl u mopsgok ohopMIIeHHS 00BICHUTEIBHBIX 3aITHCOK.

11. Buasl u ocobeHHOCTH 0(hOPMIIEHUS CITY>KEOHBIX MTHCEM.

12. CymHocTs U coliepKaHHue TOKyMEHTAIUHU 110 INYHOMY COCTaBy.

13. OdopmiieHne TpyA0BOTO KOHTPAKTA.

Tema 2.2. KommyHuKanuu B ouce

1. TloaroroBka M MpoBeAECHUE JIEIOBON Oece bl

2. TexHuKa KOHTAKTOB MEHEKEpa C MOTIMHEHHBIMH.

3. PammonansHoe TenedoHHOE OOIICHHME.

4. TloaroroBka k TenedonHomMy pazroBopy. CTpykTypa TenedoHHOTO pa3roBopa.

5. VYMmeHue cnymarh B OU3HEC-KOMMYHHUKAIIUSX.

6. PacnopsimuTensHbIe TOKYMEHTHI: CyIITHOCTh, 0COOCHHOCTH.

7. TlocraHoBneHue, ykazaHue Kak BUIBI paCTIOPITUTEIHHBIX JOKYMEHTOB.

8. IIpaBuna opopmieHHs ITaTHOIO PACIUCAHHUS.

9. Bunsl 1 mopsAa0K 0OPMIICHHS MTPUKA30B.

10. ITopsinok odopmileHus pelieHui, pacopsKeHui.

11. NMudopmanrioHHO-CIIpaBOYHBIE TOKYMEHTHI.

12. IlpaBuna opopmieHus aKTOB.

Tema 2.3. YnpasJieHne nepcoHaoM ouca

1. JlemoBas ATUKA: CYITHOCTbH, IPUHITUIIHL.

2. Ilpunuunsl GopMHpPOBaHUS BBICOKOTO ABTOPHUTETAa PYKOBOJIUTENS B JEJIOBBIX
B3aNMMOOTHOIIICHUAX.

3. JlenoBoii aTHKET, KyJIbTypa obmmeHus. [IpaBuia 1enoBoro oomeHusl.

4. TlpaBuna 1eJ10BOro 3TUKETA.

5. Wmummx, camonpeseHTalys. 1eMeHThl MUK YITPABICHUECKOTO epcoHaa.

6. ®dopMupoBaHHWE  TNPHUBICKATEIFHOTO  JETOBOTO  HMMHUDKA  YIPABICHYECKOTO
nepcoHana.

Tema 2.4. BuyTpuogucHbIe OTHOIIEHHS
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Posb pyxoBoautens opuca.
['maBHBIE 003aHHOCTU PYyKOBOIUTEIIS.
O0s13aHHOCTH PYKOBOAUTEISI, OTHOCSIIIMECS K paboTe.

4. OOs3aHHOCTH PYKOBOAMUTEJS 1O OTHOUICHUIO K BBILIECTOSIIIMM PYKOBOIUTEISIM U
KOJIJIeTaM.

5. Ksamudukanus pyKOBOIUTEIIS.

6. JlenerupoBanue nmoaHomMouuid. [logoT4eTHOCTS.

7. Jronckue pecypchl B oduce.

8. Cuctembl IJIaHUPOBAHUS TTOMEIICHHA.

9. [TIlpoekT opranuzanuu paboyero Mecta MeHeHKepa.

10. ITacnopt pabodero mecta MEHeKEPA.

11. ®yskumoHaNbHBIE 30HBI pabOYEro MecTa MEHEKEPa, MTpaBUiIa UX IJIAHUPOBAHUSI.

12. TlpuBnedeHne HOBBIX paOOTHUKOB

13. Paznuunble BUIBI NOIHOMOYMH B opuce. MHPOpMaLnOHHbIE CBSA3U (JMHEHHBIE,
mTabHbIe, OOKOBBIC U (DYHKITMOHAIIBHBIE).

14. Wcrounnku nH(OpMaAIK — BHEIIHNE, BHYTPEHHHUE, OOIIIHE.

15. CneunasibHbIE HCTOYHUKHA HH(OPMAIIUH.

wnh e

Tema 2.5. O¢uc OGyayuiero

1. TIlpaBuna hopMupoBaHHS TO3UTUBHOTO HMHJ[KA TOTI-MEHEKEPA.

2. ®opmupoBaHHE MO3UTUBHOTO MMHJKA YIPABIEHYECKOIO MEpPCOHANa B IpOIEcce
OpraHu3aluy Npe3eHTaAUN.

3. Ilpunuumnel GopMupoBaHUS OIATONPUITHOTO CIIYKEOHOTO UMUIKA TOAYNHEHHOTO B
JICJIOBBIX B3aMOOTHOIICHHSX.

4. Meroasl oOMeHa HHPOpPMAITUCH.

5. YcrHbIl 00MeH nHpopManuen, ero GopMsl

2.3. OneHnuBanue pPe3yJbTaTOB TECTUPOBAHUSA oﬁyqaloumxca

B 3aBepmieHMHM wW3ydeHUs KaKIOro paszjiesia ydeOHOW JUCHUTUTHHBI TTPOBOIUTCS
TECTUPOBAHUE.

Kpumepuu ouenueanusn pe3yibmamoe mecmuposanus 00y4aOuuxca no pazoenam
oucyuniunpl. YPOBEHb BBIMOTHEHHS TEKYIIUX TECTOBBIX 33aJaHUM MO pa3fenaM JAUCIUILIHHBI
OIICHUBACTCS B Oa/lax, KOTOpPHIC 3aTeM TNEPEBOASATCS B OICHKY. baJibl BBICTABISIOTCS
CIEeYIOIIMM 00pa30M: MPaBUIIHLHOE BBHITIOTHEHHE 3aJaHMUsI, T1e Ha/I0 BEIOpATh OJTMH BEPHBIN OTBET,
— 1 6an.

OrieHKa COOTBETCTBYET CIICAYIOIICH IKaje (Tabi. 7).

Tab6muna 7
OrneHNBaHUE PE3yIbTaTOB TECTUPOBAHUS 00YUAIOIIUXCS MO pa3zesiaM JUCIUILITUHBI
Omnenka bamnnst % mpaBUIBLHBIX OTBETOB
(rocynmapcTBeHHas) Ounas popma oOyueHust

«OTamaHO» 3 75-100
«Xopomo» 2 51-74

1 25-50

«Y IOBIIETBOPUTEITHHOY 0 VT

THITOBBIE TECTOBBIE 3AJJAHHS VT TEKYIIIETO KOHTPOJIA 3HAHAH
110 PA3JEJAM JHCITHILTHHBI
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PA3JIEJ 1. KOHHEINTYAJIbHBIE OCHOBBI YITPABJIEHUS O®PUCOM
Tema 1.1. O¢uc B coBpeMeHHOI cucTeMe yIpaBjeHusl
Tema 1.2. Buasl opricoB 1 X 000py10BaHne
Tema 1.3. Jpronomuka opuca

BLIBEPUTE OJIMH BEPHbIM OTBET

3ananue 1. budauorpadus - 3To:

a) KpaTKO€ COJepKaHUe KHUIY;

0) CITUCOK JIMTEPATyPhI MO KAKOMY-JTHO0 BOTIPOCY;
B) BCTYIUTEIbHAS CTAThs KHUTH;

T') 3aKJIFOYUTENIbHAS CTAThs! KHUTH.

3aganue 2. OCHOBHOe TpeGOBaHue CIY:Ke0HOT0 I THKETA:
a) TAKTUYHOCTb;

0) BEXKJIMBOCTB;

B) HEHUTPAIBLHOCTB;

I') LEJIeyCTPEMIIEHHOCTb.

3aganmue 3. [Ipn noctynjieHun 3BOHKOB oduc-MeHeTKep:

a) COCUHSACT C PYKOBOAMTEIIEM Cpa3y IOCIe JOKIAa;

0) «punpTpyer» ux;

B) IlepeaspecyeT ux;

T') COEUHSACT C PYKOBOJHUTENIEM CPa3y TOIBKO ONPEIEIEeHHBIH KPYT JIUII.

3aganue 4. Cepa ynpapiieHUecKOH /1efiTeILHOCTH, OXBATHIBAIOIIAS BOINPOCHI
JOKYMEHTHPOBAHUS H OPraHU3aluM PadoThI ¢ JOKYMEHTAMM — 3TO ... ?

a) TOKYMEHTOBE/ICHUE;

0) TOKyMEHTOO0O0POT;

B) JIJIOIPOU3BOJICTBO;

') JOKYMEHTHPOBaHHUE.

3aganue 5. Kakum 00pa3om 10/15kHA BBITJIAETH 1aTa J0OKYMeHTa?
a) B BUJIE: JICHB, MECHII, TOI;

0) B BUIC: MECHII, TOJ;

B) B BUJIC: BpeMsl, IeHb, MECSII, TOI;

T') B IPOU3BOIBHOM (hopme.

3aganue 6. Kakum o0pa3om onpenessieTcsi CPOK HCIOJIHEHHUS JOKYMEHTA, eCJId OH
He yKa3aH?

a) MpU3HAETCS paBHBIM OJJHOMY MECSILY;

0) mpu3HAETCSI paBHBIM IIECTH MECSIIaM;

B) YCTAHABJIMBAETCS CTICIIMATIBHBIM JIOTIOTHUTEIIBHBIM IOKYMEHTOM;

I') IO COTJIACOBAHMIO C PYKOBOJUTEINEM;

3aganue 7. [l1sl yero Hy>KHa Me4YaThb Ha JIOKyMeHTe?
a) 111 0003HAUYEHHUS OpraHMU3aI|K, KOTOopas U3/ajia JOKYMEHT;

0) Jy1s1 TOATBEPIKACHUS TTOIITMHHOCTH TIOJIITHCH;
B) JJIA MMOATBEPKICHUS 3HAUMMOCTH JIOKYMEHTA;



17

T') 715 3CTETUYECKOTr0 0(hOPMIICHUS TOKYMEHTA.

3aganue 8. U3 yero cocTout rpud corjiacoBaHust JOKyMeHTa?
a) cimoBa «COI'JTACOBAHOy;

0) u3 cioa «COI'JTACOBAHO» u moanucu ¢ pacmmdpoBKOii;

B) u3 cinoBa «COI'JTACOBAHO», nmoanucu ¢ pacmu@poBKOW W AaThl MOAIMHCAHUS
JIOKYMEHTA;

r) u3 cioBa «COI'JTACOBAHOy, nomkHOCTH JuIla, HAUMEHOBAHUS OpraHU3aIliu 1
MOJIITUCH C pactiu(poBKOH.

3aganmne 9. UTo 10/’KHA BKJIIOYATH B 0l 0TMETKA 00 McIoJIHuTEeIe?
a) ®UO u HOMep TenedoHa;

6) ®UO u nomamrHu# agpec;

B) ®UO u J0MKHOCTD;

r) ®UO nomamHuit axpec u HoMmep TennedoHa.

3ananme 10. I'ne xpaHsTcs Aesia MO0 HCTEYEHNH CPOKA TEKYLIero XpaHeHus?
a) B apXUBE;

0) Y pyKOBOAMTEIIS OpTaHU3ALINY;

B) y CEKpeTapsi pyKOBOAMUTEINSI OpTaHU3aIH;

T') OAJIeKAT aHHYJIUPOBAHUIO.

PA3JEJI 2. UHOOPMAIIMOHHO-AOKYMEHTAIHUMOHHOE OBECIIEYHEHHUE
YIIPABJIEHUE O®UCOM

Tema 2.1. UudopMannoHHOE H IOKYMEHTAIMOHHOE o0ecnieyeHne oduca

Tema 2.2. Kommynukanuu B opuce

Tema 2.3. YnpaBJjienue nepconasjiom oguca

Tema 2.4. BHyTpnogucHbIe OTHOLICHUS

Tema 2.5. Oduc Oyayuiero

BLIBEPUTE OJINH BEPHBIM OTBET

3aganme 1. OnHa W3 OCHOBHBIX YNpaBJIeHYeCKMX (YHKIMi, peajan3yeMbIX B
AeATeTbHOCTH OPraHU3alui, NPpeANPUITHHA, QUPM - ...

a) GyHKUUs GOPMHUPOBAHUS CUCTEMBI U IIPOLIECCOB YIIPABICHHUS;

0) QyHKIUST OpraHU3aIi CUCTEMBI U MTPOIIECCOB YIIPaBJICHUS;

B) (DyHKIMS CUCTEMATH3aIlMHU CUCTEMBI M TIPOLIECCOB yIPaBIECHUS;

I') HET MPaBUIBLHOTO OTBETA.

3ananue 2. IIpaBoBoil akT, ompeeJsOLIUIA MOPAIOK 00pa3oBaHusi, NPaBOBO
CTaTyC, NpaBa, O0OA3AHHOCTH, OPraHU3alUI0 padoTbl OPraHU3alUH, CTPYKTYPHOIO
noJpasjeJeHus — 3T0...

a) CTaHIapT;

0) MOJIOKEHHUE;

B) MHCTPYKLIUS;

T) yCTaB.

3aganue 3. OCHOBHBIMHU 33/1a4aMM, CTOSIIUMMM Iepex OyXrajrepckoi ciay:k00i
JII000¥ OpraHu3anuu, siBJIsIIOTCS:
a) popMupoBaHUE TTOJIHON U TOCTOBEPHOU MH(DOpPMALINH;
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0) obecrieueHre KOHTPOJISI U CBOEBPEMEHHOE TMPEAYIPEKICHUE HETATUBHBIX SIBJICHUI B
(UHAHCOBO-XO3CTBEHHOU NIEATEIHHOCTH;

B) HET IPABUJILHOTO OTBETA;

I') BCE OTBETHI BEPHBI.

3ananue 4. TexHuueckue cpecTBa, HCNOJIb3yeMble /ISl COCTABJIEHUS TOKYMEHTOB,
KJIacCH(PUIUPYIOT 1O ...

a) ciocoOy CO3/1aHUs IOKYMEHTOB;

0) 1o cyOBeKTy;

B) 110 OOBEKTY;

I') HET MPaBUIILHOTO OTBETA.

3aganne 5. OCHOBHBIM TIOKYMEHTOM MO0 YUeTy MEePCOHAJIA SABJISIETCH:
a) MpHKa3 1o JUYHOMY COCTaBY;

0) )KypHaJ y4eTa TPYJIOBbIX KHIKEK;

B) JINYHAs KapTOUKa;

I') aHKeTa.

3aganue 6. Opranu3anuoHHas KyJabTypa:

a) onpeIeAeTCs CTpaTerue MPeANPHUSITUS;

0) onpenesnsaeT CTpaTeruio IPEANPUATHS,

B) OJJHOBPEMEHHO 3aBUCHUT OT CTPATErHH U BIMSIET HA BHIOOP CTpaTEruu NpeApUsTus;
I') HIKOMM 00pa30oM CO CTpaTerueil He B3aMMOCBsI3aHa.

3aganue 7. UTo Takoe ayTILIeHCMEHT:

a) yBOJIbHEHHE paOOTHHKA 10 COOCTBEHHOMY KEJIaHHIO;

0) yBoJbHEHHE PaOOTHHKA 110 HHUIIMATUBE aIMUHUCTPALINY;

B) CHUCTEMA MEp, HaIllpaBJICHHBIX Ha «CMSTUYCHHUEC) OpraHrn3alluOHHBIX,
po(hecCHOHANBHBIX U MICUXOJIOTUYECKUX MOCIECTBUI yX01a paOOTHUKA U3 OpraHU3aIUy;

I') TMEepPEeBOJI Ha IPYTYIO TOJDKHOCTD B TIPEJIeax OJJHOW OpraHU3aIlvH.

3aganue 8. ®opMupoBaHMe U Pa3BUTHE OPTAHU3ANMOHHONI KYJbTYPbI IPOUCXOAMT:

a) eCTECTBEHHBIM ITyTeM, KOT/[a OpraHH3alusl OAICPKHUBACT TPAIULINH;,

0) 1eleHanpaBlIEHHO, NMYTEM YIIPaBJICHUS U BHEIPEHMs] CTEPEOTHIIOB U Mojelnei
MIOBEJICHMSI,

B) 000MMHM MYTSAMHU OJHOBPEMEHHO WUJIH MOCIIE0BATENbHO;

') HU OJHUM U3 BbIIIE€ Ha3BaHHBIX, POPMUPOBAHUE OTIPEAEIAETCS JUIIb CIYyYaliHOCTBIO.

3amanue 9. OcHoBHOW ¢opMoii peasu3auum mnpaBa Ha TPyAd SABJIsETCS
3aKJII0YeHHE. ..

a) IOTOBOPA;

0) TpyI0OBOTO IOTOBOPA;

B) KOHTPAKTa;

') aHKETBHI.

3aganue 10. Kak Ha3piBaercsi (pOpMBI JOKYMEHTOB, BKJIIOYCHHbIe B Taleilb, H
3aKpenJisiiomme pe3yJabTaTbl NPOBeAeHHON yHM(pUKanuM coctaBa M (GopM J10KYMEHTOB
opranmsanuu?

a) BEJOMOCTb JIOKyMEHTOB;

0) anb00oM (OpPM TOKYMEHTOB;

B) KHUTA y4eTa JJOKYMEHTOB;

T') KHHTa Kajo0.
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2.4. Kputepnu oneHuBaHus pedepaToB 00y4ar0IHXCH

Tabmuma 8
IMoka3aTenu u KpuTepuu oneHku pedepara
MakcumaJjibHOe KOJIMYeCTBO
0aJu10B Kpurepun
Ounas dhopma 00yueHUs
3 BricTaBnsiercss oOy4aromiemycsi, €Clii OH BBIPA3UII

cBO€ MHeHHe 10 chopMynHpoBaHHOW TpodieMe,
apryMEHTHUPOBAJI €ro, TOYHO OIpEACNIUB MpodIemMy
cojiepxaHue u cocrapistonue. llpuBenaeHsl gaHHBIC
OTE€UECTBEHHOU u 3apyOeKHOU JUTEPaTyPHI,
CTaTHUCTUYECKUE CBEICHUS, MHPOpPMAIUs HOPMATHUBHO
MpaBoBOro xapakrepa. OOydaromuiicss 3HaeT U BIAJEET
HaBBIKOM CaMOCTOSTEIILHOM HCCIICIOBATEIIHLCKOM
paboTHI IO TEME HUCCASAOBaHUS; METOJAMHU U MIPUEMaMH
aHaJIn3a TeOpeTI/I‘IGCKI/IX I/I/I/IJII/I HpaKTquCKI/IX ACIICKTOB
nuzydaemoi oonactu. akTHYECKUX OMUOOK, CBSI3aHHBIX
C TOHUMAaHUEM MpPoOJIEeMBbI, HET; rpadudecku padoTa
odopmIIeHa ITPaBUIIBLHO.

2 BricraBnsercs  oOyuaromemycs  ecau  pabota
XapaKTePU3yETCsl CMBICIIOBOM IEIbHOCTBIO, CBA3HOCTHIO
U TIOCIIEIOBATEILHOCTRIO H3JIOKEHHS;, JOMYIICHO HE
Ooonee 1 ommOKKM TpH OOBSCHEHWH CMBICIA WU
COJIepKAHUS IPOOJIEMEI. st apryMeHTaIluu
MPUBOJIATCS JTAaHHBIE OTEYECTBEHHBIX M 3apyOeKHBIX
aBTOpOB. [IpOEMOHCTPUPOBAHBI HCCIIEOBATEIbCKIE
YMEHHS ¥ HaBBIKU.

®dakTHYeCKNX OMIMOOK, CBA3aHHBIX C TIOHUMAaHUEM
npobsieMbl, HeT. JlomyileHbl OTAETbHBIE OIIMOKHU B
odopmiieHHH paboTHI.

1 BricraBnsiercss  oOyuaromiemycst eciu B pabote
CTYACHT TIPOBOJHWT JOCTaTOYHO CAMOCTOSITEIbHBIN
aHaJIU3 OCHOBHBIX ITANOB M CMBICIOBBIX COCTaBIISIONIUX

npoOnemMbl;  MOHMMaeT  0a30BBIE  OCHOBBI U
TEOpeTHYecKoe  OOOCHOBAaHME  BBIOPAHHONW  TEMBI.
HpI/IBJ'IeLICHI)I OCHOBHBIC HCTOYHHUKN 10

paccmaTpuBaemoit Teme. JlomyieHo He 6osee 2 omuooK
B COJIEp’KaHUU POOIeMbl, 0pOpMIIEHUH PadOTHI.

0,5 BricraBnsercs  oOyuaromemycs  ecau  pabota
IpeJCTaBisieT cOO0M MepecKa3aHHbId MM MOJHOCTHIO
3alMCTBOBAHHBIM MCXOMHBIN TEKCT 0€3 KaKUX Obl TO HU
ObUTIO KOMMEHTapHueB, aHanu3a. He packpbiTa cTpykTypa
U TEOpETHUYECKasl COCTABJISIONMAsi TeMbL. JomyIieHo Tpu
win 6oJiee Tpex OIMMOOK B COJEPKAHUU PACKPBIBAEMOM
po6sieMbl, B 0hOpMIIEHHH paOOTHI.
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TEMBI PE®EPATOBIIO PA3JIEJIAM

PA3JIEJI 1. KOHIEINTYAJIBHBIE OCHOBBI YIIPABJIEHUA OPUCOM

Tema 1.1. Oduc B coBpeMeHHOI1 cucTeMe ylpaBJieHUsI

Tema 1.2. Buabl opucoB u ux 06opy10BaHue

Tema 1.3. Dpronomuka oguca

Mertoapl oOMeHa nHpopmarmei

OyHKUIMHU oduca

OTaensl ¥ 4YacTU OpraHu3aluu

BrnacTHbIe TOTHOMOYHS B OpraHU3aLluU

[Tpupona u cymuocTs oduca.

Tunsl 1 BUABI 0ODUCOB.

CrpykTypa opucos.

CyImHOCTh ¥ OCHOBHBIE JIOJDKHOCTHBIE 00SI3aHHOCTH O(HC-MEHEeKepa.
TpeGoBanus K paboueMy MECTY MEHEDKepa.

10 [TpaBuiia panmoHanbHOM OpraHU3aIy paboyero Mecta MeHeIKepa.

11. IlmanupoBaHmue paboyero Mecrta MeHeKepa.

12. JTomxHOCTHAS MHCTPYKIIMS: CYIIIHOCTh, CTPYKTYpa, MpaKkTU4YecKasi 3HaUUMOCTb.

CoNOR~wWNE

PA3JEJI 2. UTHOOPMAIIMOHHO-AOKYMEHTAIHUNOHHOE OBECIIEYHEHHUE
YIIPABJIEHUE O®UCOM

Tema 2.1. UndopmannoHHoe ¥ JOKYMEHTAIIMOHHOE o0ecnieyeHue opuca

Tema 2.2. KommyHukauuu B opuce

Tema 2.3. YnpaBjieHue nepcoHaoM opuca

Tema 2.4. BHyTprno(ucHbIC OTHOIICHHSA

Tema 2.5. Oduc Oyayuiero

[TpuBneueHre HOBBIX paOOTHUKOB

Haxoxnenue unpopmariuu.

DaiJIbl U UX BEACHUE

[Tepenaua nadopmanuu

Opranuzanus padoTsl B ource

biiok-cxembl TpOBEPKH BXOASAMIEN U UCXOASAIIEN KOPPECTIOHICHIIMN, COBEILIAHMSI.
Ponessie pakTops! B oduce.

Knaccudukaumm  xpanenus  uHdopmanuu:  andaBuUTHAs;  XPOHOJIOTMYECKAs;
reorpaguueckas; uudpoas; npeIMeTHas.

NG~ WNE
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KOMILIEKT OIIEHOYHBIX CPEJCTB JJ151 IPOMEXYTOYHON

ATTECTAIIAU (OK3AMEH)

HNunekc oneHnBaeMoii

Ne Copep:xaHue OLIEHOYHOI0 CPeACTBA
KOMIIETEeHIIUH HJIH ee
n/n (6onpocwi Kk IK3aMEHY)
3J1eMEeHTOB
PA3JEJI 1. KOHIEINTYAJIBHBIE OCHOBbBI YIIPABJIEHUSA OPUCOM
Tema 1.1. O¢puc B coBpeMeHHOJ cucTeMe ypaBJieHUsA
IMKc-3.1
1. | Mpupona u cymHOCTH OdHCca
[TKc-3.1
) [Tonsatue «oduc», poias oduca Kak opraHa yrnpaBJIeHHS B
" | yCIIOBHSAX PHIHOYHOM 3KOHOMHUKH
[MKc-3.1
3. | Opranusanus paboTHI B ouce
[MKc-3.1
4. | Tumsl 1 BUIBI OPUCOB
IMKc-3.1
3. | Crpyktypa opucos
[MKc-3.1
6. | JIo/sKHOCTHOE caMOOTIpEIENIEHIE MEHEDKEPA
[MKc-3.1
7. | Tpunuuist 53pHEKTUBHOTO PYKOBOICTBA
. [TKc-3.1
8. | O6S3aHHOCTH COTPYIHUKOB MOPA3IENEHU
9 Cekperapp npuemHoOM. JIM4yHBI cekpeTapp U €ro [1Kc-3.1
" | obs3aHHOCTH
IMKc-3.1
10. | KonTpomupyroniee noseaeHne pyKoBOAUTENS
IMKc-3.1
11. | KauecTBa cexperaps: I€NOBBIE U TUYHEIE
[TKc-3.1
12. | Haxoxnenue nHpopmanuu. Daiinel U UX BEACHUE. ¢
IMKc-3.1
13. | Opranusanuonnble cxeMsl B ouce
ITKc-3.1
14. | OpranuszanuonHas cxema THITAYHON (QUPMBI ¢
IMKc-3.1
15. | BiactHble MoHOMOYMSI B OpraHU3aI{u
IMKc-3.1
16. | O6s3annOCTH pyKOBOAUTENS
[1Kc-3.1
17. | JIronckue pecypesl B oduce
[1Kc-3.1
18. | Ornenbl v yacTu opranmsanuu B oduce
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HNHuaexc oneHnBaeMou
Ne CoaeprxaHue OLIEHOYHOIO CPeICTBA
KOMIETeHI[HH HIH ee
n/m (6onpocwl Kk IK3aMEHY)
3J1eMEeHTOB
Tema 1.2. Buabl opucoB u ux o6opy/aoBaHue
IMKc-3.1
19. | ®ynknum oduca
IMKc-3.1
20. | dakTophbl, BIUSIONIUE HA YCIOBHS TPY/la MEHEKepa
1 VYupaBneHne — JOKyMEHTallMeW:  HCTOPHS  Pa3BHTHS, [MKc-3.1
" | coBpeMeHHBIE TEHICHIMU
. [TKc-3.1
22. | IlpaBuia npuemMa moceTUTeNIe B paboTe MEHEeKepa
[1Kc-3.1
23. | Metoasl 06MeHa HH(pOpMALUE
[1Kc-3.1
24. | Vcrublii 06Men nuapopmanuei, ero GopMsl U paBuia
. . ITKc-3.1
o5 [TucemenHblii  oOMeH uH(poOpMmammel, ero QopmMbl H
" | mpaBmia
[1Kc-3.1
26. | ITucbMa. Buapl ¥ THITBI TMCEM
ITKc-3.1
27. | BusyanbHas vH(OpMALKS
28 OyHKIMM W 3a/1a4¥ TEXHUYECKOH, COIMAITLHO-OBITOBOM IMKc-3.1
" | cmyObI ¥ CITyKObI 0€30MaCHOCTH
og | MH(OpMAIHOHHO-10KYMEHTALHOHHAs ciyx0a, ee [TKe-3.1
" | dpyHKUMM ¥ TTOApa3AEneHHs
. ITKc-3.1
30 Cneunguka nesTensHOCTH odrca Kak aIMUHHCTPATHBHON
" | enuHULBI
Tema 1.3. Dpronomuka oduca
31 | Bumsr KOH(HICHIIMATBHBIX HH()OPMAIMOHHBIX PECYpPCOB MKc-3.1
" | odhuca U MPUHIMITEI KX 3AIIUTHI
ITKc-3.1
32 JlokymMeHTanmoHHoe  obecrieueHne  (YHKIIMOHUPOBAHUS
" | odpuca
. . IMKc-3.1
33 OducHsrit JIM3aiH u UHTEpBEP OCHOBHBIX
" | GyHKIMOHANBHBIX 30H oduca
34 | OTKpbITas, 3aKphITas ¥ KOMOMHMPOBAHHAs ILIAHPOBKA [TKc-3.1
" | oduca
[MKc-3.1
35. | TToHsiTHE SProHOMUKHU oduca
36, | [IPMHIMIIBI pa3fielieHus 1 KOONepauun Tpyaa B oduce. [TKc-3.1
" | OcHOBHBIE MO/Ipa3/IeTIeHUs B CTPYKTYpe oduca
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HNunekc oneHuBaeMoi

Ne Conep:xaHue OIEHOYHOI0 CPeaCTBA KOMITETCHITHH WIH ee
n/n (6onpocwl Kk IK3aMEHY)
3JIEMEHTOB
37 DyHKIUH U 337124 CIYXKObI CBSI3€H C 00IIECTBEHHOCTHIO U [TKc-3.1
" | cyx6b1 Reception
IMKc-3.1
38 OyHKIMK, 3a0a4d U [OJIPA3ICICHUS  FOPUINYECKOH,
" | duHaHCOBO-OYXranTepCcKOl M KaapoBoii Ciryxk0bl oduca
IMKc-3.1
VYnpaBineHne  OM3HEC-KOMMYHHKAIUSIMA B O(HCHOM
39. | 7P Y
MCHEPKMEHTE
IMKc-3.1
40 OpraHu3anuoHHas CTpyKTypa oduca. YCIOBHS CO3IaHUS
" | apdexTuBHON CTPYKTYpBI OHca
ITKc-3.1
41. | Teopernueckue Mozenu oduca

PA3JEJI 2. UTHOOPMAIMOHHO-AOKYMEHTAIIMOHHOE OBECIIEYHEHUE

YINPABJIEHUE O®UCOM
Tema 2.1. UnudopMmaniuoHHoe U JOKYMeHTAIHOHHOE o0ecnevyeHue opuca
[MKc-3.1
42. | TlucbMeHHbIE KOMMYHUKAIUK B O(uce
N . [MKc-3.1
4 | BUOK-CXeMbI  NPOBEPKH — BXOAAWICH M HCXOZSLICH
" | KOppeCHOHIEHIMH, COBELIIAHMUS
Knaccudukanun xpanenus wuHpopManuu: andaBUTHAS; IKe-3.1
43. | xpoHosOruyUecKas; reorpapuyeckas; udposas;
npeIMeTHast
[MKc-3.1
44. | O6men nadopmanueii B oduce
[MKc-3.1
45. | Hasbiku [uist paboThl B o(uce
[1Kc-3.1
46 TeneponHple  pa3roBopsl B CUCTEME  O(UCHBIX
" | KOMMyHHKaIUH
[1Kc-3.1
47. | VipapieHue TOKyMEHTaMH B COBPEMEHHOW OpraHn3aIuy
4g. | TIPMHIMIBI  NPOBEICHHs — NyONMYHBIX  BBICTYILICHHI, [TKc-3.1
" | coBeranuii U MeperoBOpoB
o IMKc-3.1
49. | Uudopmannonnoe obecrieyenre opUCHOMN AEITENBHOCTH
50, | YmpaBieHteckas uHpopMarmst B oduce: TOHSTHE, [TKc-3.1
" | kmaccuuKanus U CPeNCTBa CBI3H
51 | [IpMHIMIOBL OpraHuM3amuy paboYMX MECT COTpPYIHUKOB Ke-3.1
" | oduca
S2. | TIoHATHE DIEKTPOHHOTO (aBTOMATU3HPOBAHHOTO) orca TKc-3.1
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HNunekc oneHuBaeMoi

Ne CoaeprxaHue OLIEHOYHOIO CPeICTBA
KOMITETEHI[UH WJIH ee
n/m (8onpocwl Kk IK3aMeEHY)
3JIEMEHTOB
53 MooOwibHbIe OduCH: crnenuduka, chepa NMPUMECHECHHS, [Kc-3.1
" | mpenMyIeCTBa U OTPAHUYCHUSE
54 | BupTyanbHble oduckr cnenuduka, chepa NpuMEHCHUS, [1Ke-3.1
" | npeuMymIeCTBA U OrPAHUYEHUS
55 | PyHKuME - oduca, BHABL M HANPAaBICHUS  OQHCHOI [1Kc-3.1
" | mesTenbHOCTH
Tema 2.2. KommyHukamuu B oduce
IMKc-3.1
56, | KoproparusHas Ky/IbTypa Kak 0a30Bas OCHOBA KyJIbTypEI
" | oduca
ITKc-3.1
57. | Obecneyenue COTPYAHMYECTBA B OPUCHOM MEHEIKMEHTE
[1Kc-3.1
58. | PoseBbie GaxTopsl B oduce
ITKc-3.1
59. | OcobGennocTn Gu3HEC-KOMMYHUKAILHI MEHEKEPA
. T1Kc-3.1
60, | OpraHmsamys  MOpanbHO-TICHXOIOIMYECKON  TOJICPAKKH
" | mepconana
ITKc-3.1
61. | DTuueckue npaBwuiIa MOBEAEHUS B OpHUCE
IMKc-3.1
62. | Ynpasnenue opucoM Kak cOCTaBHAsA YaCTh MEHEIKMEHTA
IMKc-3.1
63 CranuoHapubie (TpaaUIMOHHBIE) O(UCHI, WX BUIBI U
" | masHauenue
ITKc-3.1
64 | OOume  cBeeHMs O  NPOTPAMMHBIX  IPOJYKTax,
" | UCIIONIB3YEMBIX B COBPEMEHHOM O(uce
IMKc-3.1
65. | TeICKOMMYHUKAIMOHHBIC — TEXHONOTMH  CO3J@HMS M
" | mepenaun AENTOBBIX MUCEM
. ITKc-3.1
66. | MOPQIHO-TICHXONOTHYECKMA  TOPTPET ~ COBPEMEHHOIO
" | pykoBoauTens
Tema 2.3. YnpaBjieHue nepcoHajiom opuca
ITKc-3.1
67. | PaGotsl ¢ Kagpamu B oduce
ITKc-3.1
68, | MOTHBaWs  TPyZIOBOrO  TIOBEJCHHMS — pabOTHMKOB B

OpraHu3aIuu
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HNunekc oneHuBaeMoi

Ne CoaeprxaHue OLIEHOYHOIO CPeICTBA
KOMITETeHIHU HJIH ee
n/n (60npocel Kk dK3aMeEHY)
3JIEMEHTOB
IMKc-3.1
69. | TpynoBoe noeeenre paGOTHUKOB B OPraHU3ALIHHN.
[TKc-3.1
70. | uauKaTOphl MOBEICHYECKON AKTHBHOCTH Pa0OTHHKA
IMKc-3.1
71. | Opranuzanust BbIIOJHEHHUS 381aHNi paOOTHUKAMH
[TKc-3.1
72. | Cucrema paboThI ¢ Kajpamu
[MKc-3.1
73. | Tlepconain oduca u €ro XapaKTepucTuKa
[1Kc-3.1
74 | TlpaBwia  NeNOBOrO  IOBeNeHHS — PYKOBOIUTENA  C
" | MOMYMHEHHBIMA
[MKc-3.1
75. | T'pynmnosoe noseaeHre pabOTHUKOB
[MKc-3.1
76. | T'pymnma B OpraHu3aniu Kak 00bEeKT YIIPaBJICHHUS
. I1Kc-3.1
27 | OCHOBBL B3aUMOJIEHCTBHS PYKOBOJMTEIS M CEKpETaps-
pedepenTa
Tema 2.4. BHyTpHO(HCHBIC OTHOIIEHH
[MKc-3.1
78. | KoH(UKTHI B 0Hce: TIPUYMHBI ¥ TTyTH Pa3peLICHHs
o [MKc-3.1
79. | CoTpyIHMYECTBO B YIIPABIEHUU OpPraHU3alueit
80. | ITpo6nema MoGOUHTa B 0duce Kc-3.1
. [1Kc-3.1
8l. | IIpo6nema ManumyIsAMIA B Ouce
go | PYHKUHMOHAIbHbIE TPYIIIbL OPITEXHUKH, HCIIONB3YEMBIE B Kc-3.1
" | odpuce
g3 | OOopyznoBanue ¥  KH3HEOOECHICUCHHE  JCATENBHOCTH [1Kc-3.1
" | oduca
. [TKc-3.1
84. | Knaccudukanus ohUCHBIX 31aHUM
g5 | CounabHO-nCHXONOrHIecKoe 00eCIeueHne YCIeMHOCTH [Ke-3.1
JIENIOBBIX KOHTAKTOB
86 ObecneueHre O6IAronpUsATHOIO peXUMa TpyJa OPHCHBIX I1Ke-3.1
" | paGoTHUKOB
g7 | OCOOEHHOCTH JIENIOBEIX ~ KOHTAaKTOB B JICSTENBHOCTH I1Ke-3.1

MEHeKepa
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HNunekc oneHuBaeMoi

Ne CoaeprxaHue OLIEHOYHOIO CPeICTBA
KOMIIETEeHIIUH HJIH ee
n/n (8onpocwi K IK3aMeEHY)
3J1eMEHTOB
Tema 2.5. O¢uc Oyxymero
[TKc-3.1
88. | CoBpeMeHHbIE KOHLIENIUU Pa3sBUTHs oduca B Oyayiiem
. [MKc-3.1
89. | JlenoBoii STUKET B Pa3IMYHBIX HALIMOHAIBHBIX KyJIbTYpax
[TKc-3.1
90. | OcHoBHbIE QyHKIMHK U 33129 OPUC-MEHEKMEHTA
91. | Cekperapckas ciayxk6a: GpyHKIUM U TpeOOBAHMSA TKc-3.1
92 ®opmupoBaHue OIaroNpUsATHBIX YCIOBUM TPy/a B CUCTEME ITKc-3.1
~ | opucHOrO MeHeKMEHTa
93. | HoBble acreKThl COBPEMEHHBIX OU3HEC-KOMMYHUKAIIUH [MKc-3.1
IMKc-3.1
94. | CoBpemeHHBIE aCIEKTBI OPUCHOTO MEHEHKMEHTA




