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1. lean u 3agaun AUCHUATIHMHBI

1.1 Henp qucuuruivHel — GopMUpOBaHUE KOMIIETEHIIHIA:
[IK-4 CnocoGeH OCyIIeCTBIsATh OpPraHU3ANMOHHOEC W HMHGOPMAIIMOHHOE OOECIIeYeHUE ACSITCIBHOCTH

PYKOBOIUTENS

1.2 Tumbl 3amad mpodecCHOHATBHOW JEATETLHOCTH, K KOTOPBIM TOTOBATCS OOydYaroluecs B paMKax

OCBOCHMHA NJUCLHMITIIIMHBI:

- OpPraHU3aLMOHHO-YIIPABICHYECKUN

1.3 JlucumriinHa OpUEHTHPOBAHA Ha MOATOTOBKY OOydYaroUIMXCs K MPo(ecCHOHaIbHOM AEATEIbHOCTH B
coepe: 07 AIMUHUCTPATHBHO-yIpaBiIeHYeCKast M oucHas AeATeNbHOCTh (B cpepe OpraHu3aliOHHOTO U

JOKYMEHTAIIHOHHOTO 00eCIeueH s YIPaBICHUs OPTaHU3aIMsIMU)

1.4 B pe3ynbTare 0CBOCHHS JUCHUIUIMHBI y 00YYarOIUXCs TOJKHBI OBITH C(OPMUPOBAHBIL:

O06001TIeHHBIEC TPYIOBEIE
(yHKIMH / TPYAOBBIC
(YHKIMY / TPYAOBBIC HIIH
npodeccroHaIbHBIC
JercTBUs (IPU HATTUYIAN
npodcTangapra)

Konx n HammeHoBaHme
xommnerenuu ®I'OC BO,
HEOOXOIUMOM 1151
(hopMHUPOBaHUS TPYIAOBOTO
WIH PO CCHOHATBLHOTO
JIeHCTBHS

MHankaTopbl JOCTHKEHUS] KOMIIETEHIIAM




- A OpranusainoHHoe
obecrieueHue IesITeIbHOCTH
OpraHu3alru

- A/01.3 [Ipuem u
pacnperneneHue
TeNe(OHHBIX 3BOHKOB
OpraHu3alru

- A/02.3 Opranuzanus
pabOoTHI C ITOCETUTEISIMHU
OpraHu3aIyu

- C OpraHuzaimoHHoe,
JTOKYMEHTAIIMOHHOE U
WHPOPMATHOHHOE
obecrieueHue IesITeIbHOCTH
PYKOBOZIUTEINS OPTraHU3aIHn

- C/01.6 Okazanue
TIOMOIIY PYKOBOIUTEIIO B
TUIAHUPOBAHUH PaboUYero
BpEMEHHU

- C/02.6 [InanupoBanue
pabouero JHS ceKkperaps

- C/03.6 Opranusamus
TeNe(OHHBIX MTEPErOBOPOB
PYKOBOAUTEIIS

- C/04.6 Opranusamus
KOMaH/IUPOBOK
PYKOBOIUTEIIS

- C/05.6 Opranusamus
pabOoTHI C TTIOCETUTEISIMU B
MPUEMHON PYKOBOIUTEIS

- C/06.6 Opranusamus
MO/ATOTOBKH, MTPOBEACHUS U
o0CITy)KHBaHUS
KOH(EpEeHTHBIX
MEpOIPUITHI

- C/07.6 Opranusamus
UCTIOJTHEHHS PEIICHUH,
OCYIIECTBIICHUE KOHTPOJIS
UCTIOJTHEHHS TIOPYYCHUH
PYKOBOIUTEIIS

- C/08.6 Opranuzamnus u
HO/ITICPIKaHNE
(YHKIHOHATEHOTO
pabouero mpocTpaHcTBa
NPUEMHOHN U KaOMHeTa
PYKOBOAUTEIIS

- C/09.6 Pazpabotka
JIOKAJbHBIX HOPMATHBHBIX
aKTOB, PErIaMEHTUPYFOLIHX
paboty cekperaps

-D
HNubopMamoHHO-aHATUTHY
ecKas u
OpraHu3allMOHHO-aIMHHHICT
paTuBHAs MOJICPIKKA
JEATEITBHOCTH
PYKOBOZIUTEINS OPTraHU3aIiu

- D/01.6 ®opmupoBanue
UH(OPMALTIOHHOTO
B3aUMOJICHCTBHS
PYKOBOZIUTEINS C
OpraHU3aIusIMu

-D/0D 6 Awranunr

[1K-4 Cnocoben
OCYIIECTRIATh
OpTaHU3aIMOHHOC U
WHPOPMATHOHHOE
obecreueHue aeITeIbHOCTH
PYKOBOIHUTEIISI

OcymecTBnser OpTraHH3aI1Io u noJAepKaHNue
(YHKIMOHAIEHOTO pabouero MIPOCTpPaHCTBA
PYKOBOIUTENSI M IPHEMHOH, TNTAHUPOBaHKE paboyero JHS
PYKOBOAMTENS




1.5 CornacoBanue MEXAUCITUTUTMHAPHBIX CBA3EH MUCIUTIINH, 00€CIIEYNBAIOIINX OCBOCHUE KOMITCTCHITHI:

[IK-4 CnocoOeH OCyImIeCTBIATh OpPTaHW3alMOHHOE M HH(POPMAIMOHHOE obecreueHne
JESITeTbHOCTH PYKOBOTUTEIIS

Ne HaumenoBanue dopma

n/m JIMCITUILINH, oOyueHwMst
OTIPEIEIIONINX 3aouHast

MEXTUCITUTUTMHAPHBIS (cemectp)

CBs3HU 2 5 7 8

1 |HayuyHo-uccnenoBaren +
bCKasl AESITETHHOCTD B
corranbHOU cepe

2 |IIpakTHka mo +
MOy YEHUIO
podecCHOHATBHBIX
YMEHHH U OMbITa
npodeccrnoHaTbHON
JIESTeTbHOCTH

3|Cexkpetapckoe +
o0cCTyXKHBaHUE

4 |Coumonorus +
KOMMYHUKaIUN

5 [Comuonorus +
YIpaBICHHUS

2. Mecto nucuunimnHbl B cTpykrype OIl 6akanaBpuara:

HNucuunnuna «TexHonorun paboTel oduca» OTHOCUTCS K 4acTH, (OpMHUpyeMO ydacTHUKaMU
oOpa3oBaTelbHBIX OTHOIIEHUH, ydeOHoro mmana OIl mo wnHampaemenuro mnoarotroBku 46.03.02 -
JIOKyMEHTOBEZICHHE U apXUBOBE/ICHUE.

JuctumnimHa « Texnonoruu paboTel opuca» usydaercs B 7, 8§ ceMecTpax.

3.00beM u conepxaHue TUCUUILIUHBI
3.1.00peM QUCIUIUIMHEL: & 3.€.
3aoyHas: 8 3.€.

Bun yueOHoOM paboTh (BCB;(:;I‘?;:OB)
OO0mas Tpyn0éMKOCTb 1M CHUILTTHHBI 288
KonTaktHas pabora 56
Jlexuuu (Jlexummn) 24
[Tpaktuueckue (IIpakr. pab.) 32
CamocrostenbHas pabota (CP) 223
DK3aMeH 9
3.2.ConepxaHue Kypca:
No Hazpanue Bun yuebHoli | DopMBbI TEKyIIETO
TEMBI paszena/TemMsl pabotsl, yac. KOHTPOJIS
Jlex |IIpa| CP
IIUH | KT.
pao.
31313




7 cemecTp

1 Odwuc B [Tucemennas pabota
COBPEMEHHOM 20 (ITucemennas
CUCTEME CaMOCTOSITeNIbHAS
YIIpaBJICHUS pabora)

2 Buapt opucos u nx [Tucemennas pabota
obopynoBaHue 20 (ITucemennas

CaMOCTOSITeNIbHAs
pabora); Hoxnan

3 NudopmarmonHoe TectupoBanue
" 20
JOKYMEHTAI[MOHHOE
obecrnieuenue oduca

4 KommyHukanuu B [Tucemennas pabota
oduce 20 (ITucemennas

CaMOCTOSITeNIbHAs
pabora)

5 VYnpasieHueckoe [Tucemennas pabota
IUTAHUPOBAHHE KaK (ITucbmennas
BHEUIHSS QYHKINS CaMOCTOsITeNIbHAs
YIIpaBJICHUS pabora); Hoxnan
COBPEMEHHBIM

20
oducom. Bnusiaue
(byHKIIUNA KOHTPOJIS
Y MOTHBAllUU Ha
NesITeNIbHOCTh
oduca

6 O61mas TecTupoBanue;
XapaKTepUCTHKA 20 Joxnan
npodeccuun
oduc-mMeHeKep

8 cemectp

7 Mecro oduca B [TucpmenHas paboTa
CTPYKTypeE 16 (ITucemennas
yIpaBICHHUS CaMOCTOSITeIIbHAS
opraHu3zalueu pabota)

8 Pabora BeicTynnenue ¢
oduc-MeHemKepa ¢ 16 JIOKJIaJIOM
nepcoHaIoM opuca (BeicTymienue ¢

pedeparom)

9 Opranuzanus TectupoBanue
paboThI
oduc-MeHemKepa ¢ 17
JICIIOBBIMH
napTHepamMu

10 WNudopmannonnoe BeicTymuienue ¢
obecrieueHue 18 JIOKJIaJIOM
PYKOBOIMTEIEH (BricTynnienue ¢

pedeparom)

11 KoMMyHUKalIMOHHBI [IuceMenHas pabora
€ TEXHOJIOTHH B 18 (ITucbmennas
ousHece CaMOCTOSITeIIbHAS

pabora)




12 N3meHenus u TecTtupoBanue
HOBOBBE/ICHUS B
oduce. u3zaitn
UHTEpbEpa U
XO351MCTBEHHAS
pabota oduc —
MEHEKEPA.
[Tognepxka
NEeSATEIbHOCTH
KOMITaHUH

Tema 1. Oduc B coBpemeHHoii cucteme ynpasienus (ITK-4)
Jlekumus.
CoBpemeHHBIN o¢uC, Kak CIOXHAs KOMIUIEKCHas CHCTeMa, CHHTE3Hpyloliass B cebe HECKOJIbKO
KOMITOHEHTOB: pabouyue MOMEIIeHUs, OPITEXHUUYECKHE CPEICTBA, JOKYMEHTAIIMOHHOE U MH(POPMAIIMOHHOE
obecrieuenune, kaapsl ciayxkanmx. Oduc kak mHPopManuoHHas cucrema. Oduc Kak KOMMYHHUKAIIMOHHAS
cuctema. O¢uc Kak ColMaNIbHO-TEXHUYECKas CUCTEMA.

IIpakTnyeckoe 3ansATHE.
Cemunap.
Bomnpocs! nist o6cyxnenus:
1.IIpobnemHuas cutyanus u ee ananu3. Knaccuduxanus curyanuii.
2. Tunel ynpaBJIeHYECKOTO aHAJIN3a.
3.MeTozbl OCyIIECTBIEHUS YIIPABIEHYECKOIO aHAIN3a.
3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.

BrisiBUTE U cocTaBUTh OMOIMOTpaduuecKuii CIMCOK JINTEPATYPHI MO TUCIUTUIMHE U KPATKO 03HAKOMUTHCS C
Hell

Tema 2. Buabl opucos u ux odopynosanue (I1K-4)
Jlekumus.

TpagumonHsie (cTaMOHApHBIE) OGUCH. DIEKTPOHHBIN (aBTOMAaTH3MPOBaHHbIN) oduc. HeTpanuumnonueie
(BUpTYyabHBIC, MOOWIIBHBIC) OPHUCHI

IIpakTnyeckoe 3aHsATHE.
Cemunap. DproHomuka oguca
Bomnpocs! nnst o6cyxnenus:
1. IloHsITHE SPrOHOMUKH.
2. Opranu3zanus pabounx MeCT COTPYIHUKOB oduca.
3. 3akpbITasi, OTKpbITas U KOMOMHHPOBAaHHAS IJIAHUPOBKH OQHca.
4. VlaTepbep OCHOBHBIX (DyHKIIMOHATIBHBIX 30H Oduca.
3ananus AJ51 CAMOCTOSITEILHOI padoThI.

3aiiguTe B HECKOJIBKO O(PUCOB, HAPUMED, B OPUC PEKIAMHOTO areHTCTBA, TYPUCTUYECKON (GUPMBI, B 0uc
TrOCyIapCTBEHHOM CTPYKTYyphl. [Ipoananusupyiite nu3aitn. Kakue u3 ameMeHToB qu3aitHa oduca
MOJYEPKUBAIOT HAIIPABIECHUE €T0 JEeSTEIIbHOCTHU?

Tema 3. UndopMmannonHoe u JokyMeHTaunOHHOe oOecnieuenue oduca (I1K-4)
Jlekumus.
VYrpasnenueckas uHpopmarus B oduce. MHPopmanmonHoe obecriedeHre OQUCHON ESITEIbHOCTH.
JlokymeHTaInmoHHoe obecrieueHre GyHKIMOHUpOBaHHMS oduca. Pabora ¢ KoHpUACHIHATBHBIMU
nH(pOpMaITMOHHBIMH pecypcamu oduca

IIpakTH4eckoe 3aHATHE.
Kaxk mo-Bamemy 1omkeH BRIIIIAIETh 0HUC COBpEMEHHON GUPMBI?



Hamummre 0030p, pacKpbIBalOLIMi Bamly TOYKY 3pEHHs Ha TIOCTaBlIeHHBIH Bompoc. Mcmonbsyiite
CIIEAYIOIINE MOHATUS: O0OpPMIICHHE, CTHIIb, JH3aifH, PeCleKTa0eNbHOCTh, HHTEPhEP, ICTETUUYECKUNA BKYC,
YyBCTBO MEPHI, YIOT, CTUJIb U JEJOBbIC Ka4eCTBA COTPYAHUKOB U T.1. (00beM — 1-1,5 11.)

3aganus 1J151 CAMOCTOSITEJIbHOM PadoThlI.

CocraBbTe nepeueHb UCTI0Ib3yEeMbIX B COBPEMEHHOM O(HCE CPEACTB CBSI3U M X XapPAKTEPUCTHUK (B BUIC
TaOIHIIBI)

Tema 4. Kommynukauuu B opuce (I1K-4)
Jlekumus.

Bunel opuCHBIX KOMMYHUKAlMH M UX WHCTPYMEHTHl. YCTHBIE KOMMYHHUKAalMU B oduce: myOnuyHbIe
BBICTYIUICHHS, COBEIIaHHUS M TeperoBopbl. TeneoHHBIM pasroBop B CUCTEME O(HUCHBIX YCTHBIX
KoMMYyHHUKaui. [IncbMeHHbIe KOMMYHUKALMU: BHEIIHSSI U BHYTPEHHSISI 1€1I0Basi IEPErcKa

IIpakTH4eckoe 3aHATHE.

[IpoBenuTe posneByro Urpy «0puC-MEHEIKEP — KIIMEHT)» C TEM, YTOOBI pa3birpaTh pa3HbIe TUIIBI CEKpeTapeit
U CIIOCOOBI IPOXOXKACHUS MTOCTABICHHOTO MU «Oapbepay»

CocTraBbTe OOBSICHUTEIBHYIO 3aITUCKY IO TIOBOAY OTIO3TaHHMS
3ananus AJ51 CAMOCTOSITEILHOI padoThI.

[IpoBenuTe poseByI0 Urpy: pa3aeIuTeCh Ha Maphl U MO COMIALICHUIO WX KPEOHUIO ONPENeTUTe POIU
YYaCTHUKOB TeJIe()OHHOTO pa3roBopa — COMHEBAIOLIETOCS WJIM BO3MYILEHHOTO KJIMEHTa U MEHEKEPa,
paboTaroUIero ¢ ero BO3paxeHUsIMU. AHAJIOTHYHO pa3bIrpaiiTe pa3Hble TAKTUKHU CHSTHUS CONPOTUBIICHUS

Tema S. YnpasiieH4ecKkoe IVIAHUPOBAHHE KAK BHEIIHAA (PyHKIUSA yIIPaBJIeHUs COBPEeMEHHbIM
odpucom. Bianssnne GpyHKIUH KOHTPOJIS 1 MOTHBALIMHU Ha JesiTe1bHOCTH oduca (IIK-4)

Jlexknus.

VpaBiieHUeCKUI IUIaH: TMOHATHE, LENW M 3a7add. TeXHOJIOrMy mpolecca IiaHupoBaHus. [IpuHIMIBI
3¢ ($EeKTUBHOTO IIAHUPOBAHUS. METO/IbI yIIPABICHUECKOTO IJIaHUPOBAHUS.

VrpaBieHYeCKHl KOHTPOJb: MOHATHE, OOBEKT, CYOBEKT, MNpeIAMET, 3aJayd. TeXHOJOrHMHM mpolecca
KOHTPOJIs. [IpUHIMIIBI M TUIIBI YIIPABIEHYECKOTO KOHTPOJIS.

VYrpaBieHdyeckass MOTHBALIUSA: OCHOBHBIE MOHATHA. [TpuHIUNIBI 3 PEKTUBHON MOTHBALMU Tpy/Ja MepcoHaNa
o(uca. Tunsl 1 METO/IBI yIPABICHYECKON MOTHBAIIH

IIpakTH4eckoe 3aHATHE.
Cemunap.
Bomnpocs! 1st o0cyxneHus:
1. CpaBHHUTENBbHASA XapaKTEPUCTHKA HOPMAaTUBHOTO U IECKPUIITOPHOTO MOIXOI0B K IPUHATHIO PEILICHUS.
2. D¢ (heKTUBHOCTD U KAY€CTBO YIPABICHYECKOTO PEILICHHS.
3. Tunel 1 GOpMBI YIIPaBICHYECKUX PEIICHUM.
4. MeToabl NIpUHATUS YIIPABICHUECKUX PEILIEHUI
3ajanus 1J151 CAMOCTOSITEJIbHOM PadoThlI.
CocTtaBbTe cOO0IIEHNE HA OCHOBE N3yUeHHsI phIHKA TPyZa O(UCHBIX paOOTHUKOB

Tema 6. O0mas xapakrepucTuka npogeccun opuc-menemxep (IIK-4)
Jlexknus.
[Tonsatue u cymuocth npodeccun odpuc-meHemxep. Crenuduka npodeccun opuc-menemxep. [IpaBopas
pernamMeHTanus JesSTeNbHOCTH O(uC-MEHemKepa. XapaKTepPUCTUKa OCHOBHBIX IPABOBBIX JOKYMEHTOB,
periaMeHTUPYIOIINX NeSITeTIbHOCTh oduc-meHemxepa. [IpodeccronanbHbie KauecTBa U
KBaJM(HUKALMOHHbIE TpeOoBaHUs K oduc-MeHekepy. Oduc-MeHemKep U ero KoMneTeHTHocTh. C yueTom
crieuu(UKU COEpIKaHUs IEATETLHOCTH O(pUC-MEHEIKepa MOXKHO BBIJICIUTH CICIYIOMUN psa QyHKIMMA:

aIMMHHUCTpaTWBHas  (OpPraHM3allMOHHO-YIIpaBI€HUYECKass M KOOPAMHALIMOHHAs),  pEryJAaTHBHAs
(my1aHOBO-OTYETHAS), KOHTPOJIbHAs (oLeHOYHO-yueTHas), MH(POPMaLMOHHAs
(KOMMYHHKaIIUOHHO-JOKYMEHTALIMOHHA ), MapKEeTUHIOBas, X034MCTBEHHAs (opranuzanus

xku3HeoOecreueHus opuca), pykoBOACTBO IEPCOHAIIOM. A TMUHUCTPATUBHBIN U 00ECIICUNBAIONININ OTOKH.
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CpaBHUTENbHAs XapaKTePUCTHKA O(QUC-MEHEIKEpa, CeKpeTapss PYKOBOOUTENIS U JOKYMEHTOBE[A.
CpaBHUTeNbHAS XapaKTEPUCTUKA OPUC-MEHEKepa U MEHEKepa

IIpakTH4Yeckoe 3aHATHE.
Cemunap.
Bomnpocs! ast o0cyxneHust:
1. Teopuu comep>kaHusi MOTUBAIIMK: TEOPHUsl Uepapxuu norpedHocTed A. Macinoy, Teopust AByX (aKTOpoB
®. T'epubdepra, «teopus X» u «reopus Y» JI. Maklperopa, Teopus nmpuoOpeTeHHBIX moTpedHocTer /I.
MakKnennanna.

2. Teopun npornecca MoTHUBaLMU: Teopus oxxuganus B. Bpyma, teopust A. Iloprepa u 3. Jloynepa, Teopus
IIOCTAaHOBKM L€, Teopus paBEHCTBA (CIPaBEUIMBOCTH), TEOPUS IPOTUBOACHCTBUS, TEOPHS
NapTUCUIIATUBHOTO YIIPABICHHUS.
3. [lonsaTrue 1 0COOEHHOCTH MaTEepUATHLHOM U HEMaTepHATHLHOW MOTHBAIINH.

3ananus AJ51 CAMOCTOSITeILHOI padoThI.
AHanu3 T0IKHOCTHBIX KBATH(DUKAIIMOHHBIX XapaKTePUCTUK

Tema 7. Mecto oduca B cTpykType ynpapJjenusi opranusanueii (IIK-4)
Jlekumus.

Crpykrypa opraHu3aluy. YYacTHUKH opraHuzanuu. OpraHuzanuoHHas cTpykrypa. OpranusaiuoHHas
Kynbrypa. IloHatne ynpaBiaeHus opraHuzanuei. @OyHKIMM yOpaBiI€HUS OpraHu3alue. YpoBHU
ynpasieHus opranunzanueid. Oduc B cTpykType ynpasienus. [lonstue oduca u ero cocraBHble 4acTH

IIpakTH4eckoe 3aHATHE.
Pa3zpaboTka mpoekTa JOHKHOCTHOM HHCTPYKIIMU OrC-MEHEeHKepa
3anaHus AJ51 CAMOCTOSITEILHOI padoThI.
CocTaBUTh OPraHU3aIMOHHYIO CTPYKTYPY KOHKPETHOM OpraHu3aiuu (Ha BEIOOp CTy/lIEeHTa)

Tema 8. Padora opuc-menemxepa ¢ nepconanom opuca (I1K-4)
Jlekumus.

OYHKIIUKA aIMUHUCTPATUBHOTO OTJIeNIa. DPrOHOMHUKA PabOYMX MECT COTPYIHUKOB. AyTCOpcHHT. JlenoBbie
cTpareruu ympasieHus oomenueM. @opmupoBanue komaua. [lcuxomornyeckrue acekTsl pabOThl KOMaH]I.
VY4er AMYHOCTHBIX XapaKTEPUCTUK IPU MOJO0PE U PaCCTAHOBKE KaJpOB.

IIpakTH4eckoe 3aHATHE.

Pa3zpaboTka kputepues 11t GopMUpPOBaHUST KOMAH Bl B opuce
3ananHus AJ151 CAMOCTOSITEILHOI padoThI.

CocraBienue NaMATKU WK UHCTPYKIMH 10 IPUEMY MTOCETUTeNen

Tema 9. Opranuzanus padoTbl opuc-MeHexKepa ¢ AejoBbiMu napTtHepamu (I1K-4)

Jlekumus.
[IpakTka paboTsl opuc — MeHemkepa ¢ nocetutenssMu. Opranusanus AeIOBBIX MEPErOBOPOB, MPUEMOB.
Pome odpuc — menemxepa B meperoBopax. ComepikarenbHas TOATOTOBKa meperoBopoB. OOmmieHue ¢
nmapTHepaMH U KJIHeHTaMu. TenedoHHble meperoBopbl. OOmKE BOMPOCH OpraHU3alUd IMOE30K:
OpOHMPOBaHUE MECT B TOCTHHHIIAX, BU30Bas MOICPIKKA, 3aKa3 OUIIETOB, TpaHChepbl

IIpakTnyeckoe 3ansATHE.
Cemunap TeopeTudeckue acreKTsl MOHATUS «mpodeccruorpammay. ComepxaHue mpodeccruorpaMmMbl
oduc-MeHemKepa
Bomnpocs! s o6cyxaenus
1. TIpodeccuorpamma: onpeaencHue U CyIHOCTb.
2. OcHOBHBIE MOIXOBI K COAEPIKAHUIO U CTPYKType nmpodeccruorpamm. TpeOoBaHus, mperbsaBiseMble K
npogeccruorpamme.
3. Kiaccuduxanus npodeccuorpaMm 1o pasindHbIM MPU3HAKaM. MeTOAbI COCTaBICHHS
npodeccruorpamm.



11
4.  Pazpabotka npodeccuorpaMmMsbl oprc-MeHEKEPA.
5.  TIpodeccuonornyeckas xapakTepucTuka mpodeccun opuc-MeHeKep.
[cuxorpamma npoeccun opuc-mMeHeKep.
3ajanus 1J151 CAMOCTOSITEJIbHOM PadoThlI.

CocTaBHTh KpaTKOe ONMUCAHKE CIEAYIOUINX Mpodeccuii: OprHI-MeHemKep, ohuc-MeHemKep,
MepyYeH/Iaii3ep, JOTUCTUK, JIOOOHCT, AeBeIonep

Tema 10. Uudopmanuonnoe odecnedenue pyxkosoauresei (ITK-4)
Jlekumus.

Pone oduc — mMeHemkepa B NMPUHATHM YNPABICHYCCKUX pEIICHUH. BHUIBI ympaBleHYECKUX PEIICHUH.
Omnpenenenre NpUOpUTETa YCTAHOBJICHHS KpUTepuUeB pemieHuil. OpraHuzanus MOATOTOBKH, MPUHSITHS
penieHuit U JoBeAeHu uX a0 ucnonautenei. [loxxomasr k mpuHsATHIO pemeHuid. Pabota ¢ nndopmarueii.
Nzyuenune norpedbHOCTH pyKoBoAUTENS B nHPopMaruu. Meroasl nepepadotku nHdopmaruu. [TucbMeHHbIE
UCTOYHHUKHU MH(OpManuu. AHHOTHUpPOBaHHE U pedepupoBanue. [loaroroska myOIMUHBIX BBICTYIUICHUHN IS
PYKOBOIUTENS

IIpakTH4Yeckoe 3aHATHE.
Cocragnenne u 0(hOpMIICHHE PA3TMYHBIX BUJIOB BBICTYTUICHUN
3ananus AJ51 CAMOCTOSITEILHOI padoThI.

[ToaroroBka cruicKa KHHUT, CIIPAaBOYHHUKOB, CIIOBapei, KOTOpbIE UMEIOTCs B 0hrce (Ha mpuMepe KOHKPETHOU
OpraHU3aIIHH )

Tema 11. KommyHnunkaunoHnbie TexHosornu B Ousnece (IIK-4)
Jlexknus.

Cesi3u ¢ o0mecTBeHHOCTHI0. CriocoObl (hOpMUPOBaHUS OOIIECTBEHHOTO MHEHUS. BHYTpeHHMI U BHEITHUI
PR. PaGora co cpencrBamu MaccoBoit nHpopmarmu. Opranuzanus BEICTaBOK U mpe3eHTanuid. [loaroroska
MH(POPMALIMOHHOTO COOOIEHHs A mpecchl (mpecc-penu3). Pabora Hag umumkeM Gupmbl. OUpMeHHBINH
cTuib oprannzanuu. Kommnonentsl pupmennoro ctuis. @upmenHslil Onok. Pexiamuast nestensHOCTh oduc
— MeHekepa. Buapl pexiiambl. CpeacTBa MacCOBOW PEKIIAMBI.

IIpakTH4eckoe 3aHATHE.
1.  IloaroTtoBka mnpecc-pennsa u MocT-peausa.
Pa3paboTka pexiaMHOTO COOOIICHHS

3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.

W3zyuenne pexsamsl, Tpancaupyemoit B CMU. [Ipu n3yueHnn pexsiaMmbl HEOOXOIUMO OTBETHTDH Ha
CIIEYIOILHE BOIPOCHI:

1) Jli1g Koro mpeHa3HaYeHa peKiaMa, T.€., KaKoBa €€ ayJuTOpHs?

2) OnHopoaHa 1 3Ta ayauTopusi?

3) Uro coobmaeTcs B pekiame?

4) OnHy MM HECKOJIBKO TEM OHA 3aTparuBaeT?

5) Kakue neficTBUS 0)KUAAIOTCS OT ayIUTOPHUHU,  YTO UM CIIOCOOCTBYET?

OTBeTHI Ha MpeACTaBIEHHBIE BOMPOCH! HE00X0AUMO 0OPMUTH B BUIE€ TEKCTA COOOIIEHUS, B KOTOPOM
MPEJIOKEHUS PACTIONIOKEHBI B IOTHYECKOM TOCIIE0BaTEIbHOCTH.

Tema 12. U3meHeHus1 1 HOBOBBeleHUsI B opuce. /In3aiiH uHTepbepa u Xo3siicTBeHHast padoTra opuc —
MeHemkepa. [lonnep:kka nesareabHocTn komnanuu (I1K-4)
Jlekuus.
CymHOCTh U3MEHEHUH M HOBOBBeIECHHH. CyIIHOCTh MOHSATHI: WHHOBALIMOHHBIM MPOIECC, MEPEXOIHbIN
nepuon. KoopnuHanuss WHHOBAIIMOHHOW JICSTENBHOCTH. MeTonsl BHenpeHus HoBiiecTB. (OOMeH
nH(popmaIuel B mporecce BHEAPESHUS MPOSKTOB. DTarbl CO37aHus TPOCKTOB.



Mecrto pacnonoxenuss oguca. [lnanupoBka oduca. Muteprep oduca. JuzaitH oduca. DproHomuka
paboyero mecra. Opranumzamus pabodero mecra. Ilopspoxk B oduce. Mcmonb3oBaHHE KIMHHUHTOBBIX
KOMIaHUK a1 yoopku oduca. 310poBbe U 0€30macHOCTh B oduce. MarepuaibHasi OTBETCTBEHHOCTb.
Opranuzanus ObITa pyKOBOACTBA ObITa M MOMYMHEHHBIX. Opranu3alys MHBeHTapu3auuu. MIHBeHTapu3anus
pacyeToB MpPEANpHUATHS ¢ OaHKAaMH M MHBIMH KPEIUTHBIMH YUpexKIeHUsIMU. VIHBEHTapu3aIus JAeHEKHbBIX
CPEACTB,  JICHEXKHBIX  JOKYMEHTOB W  OJIaHKOB  CTpOroi  OTYeTHOCTH.  VHBeHTapu3anus
TOBAapHO-MaTepUAIbHBIX [IEHHOCTEH.

Opranuzanuss NUTaHUs  COTpyAHMKOB. Opranuzanus 1noe3qok. KoprnopaTuBHbIE — MEpONPUSTHS:
KOpPIIOPAaTUBHBIA  OTABIX, KOPIIOPATUBHBIE TPEHMHTM, WHTEHCUB-NPOrpaMMbl, TYypbl, OpTraHHU3aLMs
KOH(epeHIuii.

IIpakTn4yeckoe 3aHsATHE.
1.  TloxmroroBka miaHa mpueMHOHU oduca

3aganus AJ151 CAMOCTOSITEJIbHOM PadoThlI.
[ToAroTOBUTH MAaKET JOKYMEHTOB, HEOOXOAMMBIX JIJIsl IPOBEACHUSI HMHBEHTAPU3ALIUU

4. Konrpoab 3HaHMI 00y4alOLINXCS M THIIOBbIE OLICHOYHbIE CPEICTBA
4.1. Pactipenenenue 0auioB:
banbHO-pEUTHHIOBBIE MEPOIIPUATHUS HE IIPELYCMOTPEHBI

4.2 TunoBsle OLICHOYHBIE CPEACTBA TEKYILIETO KOHTPOJIS
BeicTymuienue ¢ qokiaaaom (Beictymiienue ¢ pegeparom)

Tema 8. PabGora oduic-MeHemkepa ¢ mepcoHanom opuca
1.  H3yuenue norpeOHOCTEH pyKoBoauTeNs B uHPopmaruu. @opMbl B METOIBI TTOMCKA U TIPEICTABIICHUS
nHpopmauu.
2. OcHOBBI paboThI MO MAOIUK puiieduH3. Crioco0bl (OpMUPOBAHUS TTOJIOKHUTEILHOTO OOIIECTBEHHOTO
MHEHHUSI.
3.  Pexnamuas gestenpbHOCTH oduca.
4.  CymHOCTb U3MEHEHUN U HOBOBBEACHUM.
5. PazpaboTka  MPOEKTOB.

Tema 10. MadopmanmnonHoe obecrneueHne pyKOBOIUTECH

Jloxkman

Tema 2. Bunst oducoB u ux 000pynoBaHUe
®dopmupoBanue 3GHEKTHBHOTO KOJUICKTHBA
Bapnepsl HOBOBBeieHUH B paboTe oduc-MeHemkepa
[IpodeccronanpHas MOAroToBKa oprc-MEeHeHKepa
Oduc-MeHemxep: 3a1a4u MO3UIUOHUPOBAHUS

Nk -

Od¢uc HaumHaeTcs ¢ opuc-MeHemKepa

Tema 5. YnpapieHueckoe MIIaHUPOBAHUE KaK BHELTHS (PYHKIMS yIIPaBIEHUS COBPEMEHHBIM 0(hHUCOM.
Bnusiaue ¢pyHKUIME KOHTPOJIS U MOTUBAIMU Ha JESITEIBLHOCTH Ouca

Tema 6. O0mas xapakTeprucTrka npodeccuu opuc-meHeKep
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ITucbmennas padora (IlucbMeHHasi caMoOCTONATEIbHAS PadoTa)

Tema 1. Oduc B cOBpeMEHHOMN CUCTEME yTIPABICHUS
VYrpasienue opucoM: MOHATHE, OCHOBHBIE (PYHKITHH.
VYnpaBneHue opranu3auen.

1
2
3. VYpaBrieH4eCKrUil KOHTPOJIb: TIOHATHE, O0BEKT, CYObEKT, IPEIMET, 3ada4H.
4 TexHomorus mpoiecca KOHTPOJIS.

5

. IIpuHIUIIBI ¥ TUIIBI YIIPABIEHYECKOTO KOHTPOJIA

Tema 2. Bunst oducoB u ux 000pynoBaHUe
Tema 4. KommyHukamuu B oduce

Tema 5. YnpapneHueckoe MIaHUPOBaHUE KaK BHEUTHSS (GYHKIIMS YIPaBIECHUS COBPEMEHHBIM O(PHCOM.
Bnusinue GpyHKuMi KOHTPOJIS M MOTUBAIIMH HA JESTENbHOCTh oduca

Tema 7. MecTto o¢uca B CTpyKType yIpaBlIeHHUs OpraHu3anueit
1 Pa3paboTka npoekTa JOKHOCTHOM HHCTPYKIIUU O(HC-MEHEKepa
2 Pazpabotka kpuTepueB it GOpMHPOBAHUS KOMAHBI B ohuce
3 Coneprxanue npodeccruorpaMmmsbl o(hrc-MeHeKepa
4 Coctasnenue U 0ohopMIIEHUE Pa3IUYHBIX BUIOB BBICTYIUICHUH
5 TloaroroBka mpecc-penu3a U MOoCT-pesn3a.
6 Pa3paboTka pekiaMHOTO COOOIICHUS

Tema 11. KomMyHHKalIMOHHBIE TEXHOJIOTUU B OU3HECE

TecTupoBanme

Tema 3. MadopmanioHHOE U JOKYMEHTAIIMOHHOE oOecnieueHne opuca

1. Opranuzanus — 3To rpymIa JIoAeH, KOTOpble COTPYIHHYAIOT MEXTy OO0 /Ui JOCTHKEHHS 001Iei
nenu. Kakue o0s3aTenbHble MPU3HAKK OpraHU3aluy Bel 3HaeTe? (BbIOepeTe MpaBUIbHBIC BAPHAHTHI)

HaJIMYHME YYACTHUKOB, KOTOPbIE 00ECIIEUNBAIOT peasln3aliio ee ey,
CYILIECTBOBAHUE OPTaHU3ALMOHHOMN CTPYKTYPHI U €€ €IMHOTO LIEHTPA,
YIpaBJIE€HUE BCEMH BHYTPEHHUMH IIPOLIECCAMH,

HaJM4ue OPraHu3alluOHHOMN KYJIbTYPBI,

HaJIM4Me KOJUIETUAJIBLHOTO OpraHa.

2. CucreMa 1eHHOCTEe!, TPUHITUIIOB, THIIOB IMMOBEICHHUS, Pa3e/sIEMbIX BCEMH YJEHAMU OpTaHU3aI[uu —
3T0...

OpraHu3allMOHHAas KyJbTypa,

YIIPaBJICHUE OPraHU3aLUEH,

OpraHu3aIys.

3. [lepeuncnuTe OCHOBHBIC YPOBHU YIIPABJICHUS B OpraHU3aIuH (BBIOCpETE MPABUIHHBIC BAPUAHTHI)
ONepalvOHHbIN,

TaKTUYCCKHH,



CTpaTErun4eCcKuu,

MHHOBAIIHOHHBIN,

ILUTAHOBBIH,

BHEIIJIAHOBBIH.

4. B opranuzanuu rpymnibl MOTYT OBITb ...
(dhopmabHBIMU 1 He(POpMaTBHBIMH,
opUIHATEHBEIME U HEOPUITHATEHBIMH.

5. Ha xako¥i craauu pa3BUTUSL KOMaH/Ibl TPOSIBIISIETCS] CTPEMIIEHUE YYACTHUKOB MPHUHSATH KOMIIPOMHUCCHOM
pelenue?

Ha CTaJlu HOPMUPOBAHUS,

Ha cTaguu (OPMHUPOBAHUS KOMAH/IBI,
Ha CTaJ1M BO3MOXKHOTO KOH(JIMKTA,
Ha CTa/IU UCTIOJTHEHHUS

Tema 6. O0mas xapakrepuctuka mpodeccun opuc-MeHeKep

Tema 9. Opranuzaiust paboThl 0(hUC-MEHEKEPA C JETOBBIMU ITapTHEPAMH

1. Kakue npaBoBble TOKYMEHTHI PETJIAMEHTUPYIOT JACSITEIbHOCTh Opuc-MeHekepa? (BeioepeTe
IIPaBWJIbHBIE BAPUAHTHI)

TPYAOBOU JOTOBOP,

JOJDKHOCTHAsI MHCTPYKIUS,

IpaBuUja BHYTPEHHETO TPYIOBOI'O PaclopsIKa,
IIOJIOKEHHE O TMIEPCOHAIIE.

2. B cooTBeTcTBUM € O0IIKMMHU TPEOOBAaHUAMHU K POPECCHOHATEHON OATOTOBKE 0(hHC-MEHEIKepa KaKoB
JIOJKEH OBITH OIBIT pabOThI COMCKATENS 110 JaHHOU mpodeccun?

OT TIOJYTO/A JI0 TPEX JIET,
OT Tojia 10 TSTH JIET,

OT ABYX JIO TPEX JIET.

3. Kakue ¢pynkumm BoimonHseT oduc-MmeHemkep? (BhIOEpEeTe MpaBHIIbHBIC BAPUAHTHI)
aJIMHHHUCTPATUBHEIE,

pEryIsTUBHBIE,

KOHTPOJIbHBIE,

nH(pOpMaIMOHHBIE,

MapKETHHTOBEIE,

XO3SIUCTBEHHEIE,

PYKOBOJICTBO IIEPCOHAJIOM,

CUCTEMAaTHYECKHE.

4. B xakue /1Ba (yHKIMOHATIBHBIX OJI0Ka MOXKHO CTPYyNIUPOBaTh (YHKIUHU Opuc-MeHemKepa?
aIMUHUCTPATUBHBIN,

00eCreYnBarOIIHii,

KOMMYHHUKaTUBHBIH,

JOKYMEHTAlMOHHBIN.

5. Kakune ¢pyHKIIMHM OTHOCSTCS K aIMUHUCTPATUBHOMY (DYHKITMOHAITBHOMY OJI0KY? (BBIOEpETE NMPaBUIILHBIE
BapUAHTHI)

aMMHHACTPAaTHUBHAs,
peryasTuBHasi,
KOHTPOJIbHAS,
PYKOBOZCTBO IIEPCOHAJIOM,

14
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XO35A1CTBEHHA.

Tema 12. 3menenus u HoBoBBeneHUs B oduce. [[n3aitH nHTEpbepa U X03sicTBeHHas paboTa oduc —
MeHempkepa. [lognepxka 1esTeIbHOCTH KOMITAaHUT

1. Kakue QyHKIMH OTHOCSTCS K oOecneunBaromemMy GyHKIHOHATLHOMY 070Ky ? (BbIOEpeTe MpaBHiIbHbIC
BapUAHTHI)

nH(pOpPMaLIMOHHAS,

MapKeTHHIOBas,

XO3SMCTBEHHA,

PYKOBOZICTBO IIEPCOHAIIOM,

peryisaTuBHasl.

2. Kakue nmoadyHKIIMU BXOAST B COCTaB aIMUHUCTPATUBHOW (PyHKIMI? (BBIOEpETE MPaBHIIbHBIC BAPUAHTHI)
OpraHU3aI[MOHHO-YIIpaBICHYECKas,

KOOPJIMHAIIMOHHAS,

TUIaHOBAS,

OTYETHas.

3. Kakue non¢yHKINU BXOAST B COCTaB PErYIATUBHON (yHKIUU? (BbIOEpETe MPaBUIbHBIC BAPHAHTHI)
IJIaHOBAs,

OTYEeTHas,

OpraHMU3alOHHO-yTIpaBIeHYecKasl,

KOOpAMHAITUOHHASL.

4. Kakue moadyHKIIUU BXOAST B COCTaB KOHTPOJIbHOU (PyHKIMH? (BBIOEpETE MPABHIIbHBIC BAPUAHTHI)
OLIEHOYHaS,

y4eTHasl,

KOMMYHUKAI[MOHHAs,

JOKYMEHTAI[MOHHAS.

5. Kakue non¢yHKIMU BXOAST B COCTaB HHPOPMATMOHHON (yHKIMU? (BbIOEpETe MpaBUIbHbIC BAPUAHTHI)
KOMMYHHUKAI[MOHHAs,

JTOKyMEHTAI[OHHAs,

OLICHOYHaA,

ydeTHasl.

4.3 TIpomexxyTouHas aTTecTalus M0 AUCIUILINHE IPOBOAUTCS B OopME IK3aMeHa

Tunosbie Bonpockl 3xk3ameHna (I1K-4)
OcobeHHOCTH TU3aitHa MHTEphepa oduca.
Xo3siCTBeHHAS e TENILHOCT 0(pric — MEHEKepa.
Coznanue npecc-penusa. [lonstue u 0codeHHOCTH 0(OpMIICHHUSI TOCT-PET3a.
[MonroroBka yoeAMTETLHOTO BBICTYIUICHUS PYKOBOAUTETIS.

Nk =

Konreniun opucHBIX TEXHOJIOTHH.

TunosBble 3aganusa s 3k3amena (I1K-4)

1. Ha ocHOBe M3y4eHHUs THUIIOBBIX TOJDKHOCTHBIX MHCTPYKLUH pa3paboTaiiTe JOKHOCTHYIO HHCTPYKIIHIO
misopuc-meHemxepa AO.

2. [ToAroTOBUTH BBICTYIUICHHUE I PYKOBOJUTENS (TeMa Ha BHIOOD)

3. I1oAroTOBUTH TEKCT PEKIAMHOTO COOOLIEHUS O IPOU3BOJCTBE MPOTYKIIMH
4. IlpeacTaBUTh CXeMY TEXHOJIOTHH PabOThI C IPOSKTOM.

5. [loaroroBuTh U OOPMHUTH MIPECC-PEITH3



4.4. Illkana orieHMBaHMsI IPOMEXKYTOUYHOU aTTECTALIUU

Ouetika KoMrteTeHii Jeckpuntops! (ypOBHU) — OCHOBHBIC IPU3HAKKA OCBOCHUS (TIOKa3aTEIH
TIOCTYOKCHHSI pe3YJIbTaTa)
[IK-4 Ha BpICOKOM YypOBHE OCYIIECTBIIIET OPTaHU3ALMIO U TOAJEP)KaHUE
«OTIINYHON (YHKIIMOHATBHOTO  pabovero MpPOCTPAHCTBA PYKOBOIUTENS H
MIPUEMHOMH, TNTAHUPOBAHUE padOYero JHS PyKOBOIUTEIS
IK-4 Ha nmocrarounoM ypoBHE  OCYIIECTBISICT OpTraHM3AIMI0 |
«xopomo» nonnepkanue  (QyHKIHMOHAJIBLHOTO  pabodero  MpOCTpaHCTBA
PYKOBOAMTENS U TNPUEMHON, IUIaHMpOBaHHE pabouero JaHA
PYKOBOIUTENS
[IK-4 Cmabo OCYIIECTBIISACT OpraHU3aIHIo u MOJITIEPIKAHNE
«YIOBIIETBOPUTEIHHOY (GYHKIIMOHAJIBHOTO pabodyero MpPOCTPAHCTBA PYKOBOOUTENS H
MIPUEMHOM, MJIAHUPOBAHUE pabOYero JHS PyKOBOIUTEIS
[IK-4 He cmocoOeH OCymecTBIATh OpTraHU3alMI0 M IMOAJCpKAHNE
«HEYIOBJIETBOPUTEIILHOY (YHKIIMOHATBHOTO  pabovero MPOCTPAHCTBA PYKOBOIUTENS H
MIPUEMHOMH, TNTAHUPOBAHUE padOYero JHS PyKOBOIUTEIS

5. MeTonnueckue ykazaHusi AJis1 00y4al0IIUXCS 10 OCBOCHUIO M CHUILIUHBI (MOLYJIS)

5.1 MeTtoandeckue yka3aHus IO OPTaHU3aIlMN CAMOCTOSTEIBHOM PabOThI 00YUYaIOIIUXCSI:

[Ipuctynas K W3yYeHWIO TUCIUILIMHBI, B MEPBYIO Odepelb OOydaromuMmcsi HEOOXOAMMO O3HAKOMHUTBCS
comepxkaHueM paboueii mporpammbl nuctuiuimabl (PITJ]), xotopas ompexaenser coaepxaHue, o0bem, a
TaKKe TMOPSAIOK U3YUCHHsI U MTPETIOaBaHus yIeOHOM TUCIUILINHEL, €€ pa3/iena, YacTu.

J171 caMOCTOSATENbHOM paboThl BaKHOE 3HaYEHHE UMEIOT paszeibl «O0beM U collepikaHue AUCHUTITMHBD),
«YuebHo-MeTonyeckoe U HHGOpMAIIMOHHOE O0ecTieyeHIe TUCIUIUIUHBD U «MaTepruaabHO-TEXHUYECKOe
obecrnieueHre JUCITUTUIMHBI, TPOrpaMMHOE obecriedeHue, MpodecCHoHaIbHBIC Oa3bl TaHHBIX 1
MH(OPMAIIMOHHBIE CIIPABOYHBIE CUCTEMBI».

B pazmene «O0beM u copepkaHHe AMCHUIUIMHBDY YKa3bIBAIOTCS BCE pas3leibl M TEMbl H3ydaeMoi
JTUCLUIUTMHBL, @ TAK)KE BUJIbI 3aHIATHI U TUTAHUPYEMBI 00BEM B aKaJIeMUYECKHX Yacax.

B pasgene «YdeOHo-meTomuueckoe U HH(POpMaLMOHHOE oOecledyeHrne AMCHUIUIMHBDY — yKa3aHa
pEeKOMeH1yeMasi OCHOBHAsS U JOTIOJIHUTENbHAS JINTEpaTypa.

B paznmene «MarepuanbHO-TEXHUYECKOE OOECIeueHUue TUCIHUILIMHBL, TMPOrpaMMHOE oOecreueHue,
npodeccuoHanbHble 0a3bl JTaHHBIX U WH(GOPMAIMOHHBIE CIPAaBOYHBIE CHCTEMBD» COACPKHUTCS IEepeueHb
npodeccruoHanbHbIX 0a3 JaHHBIX U MHPOPMALIMOHHBIX CIIPABOYHBIX CHCTEM, HEOOXOIUMBIX AJIi OCBOCHHUS
JUCLUTIINHBL.

5.2 PexomeHnanuu o0y4aronumMcs o padore ¢ TEOpeTUYeCKUMU MaTepuaiaMy Mo TUCIUIUINHE

[Tpu u3yuennu u npopaboTKe TEOPETUIECKOTO MaTepraia HeoOX0IuMO:

- IPOCMOTPETH €I1I€ pa3 npe3eHTaruo Jekuuu B cuicteMe MOODLe, moBTOpUTh 3aKOHCIIEKTUPOBAHHBIN HA
JIEKIIMOHHOM 3aHATUM MarepuaJl M JAONOJHHUTh €ro € Y4YeTOM PEKOMEHJIOBAHHOM JOMOIHUTEIbHOU
JIUTEPaTypBhl;

- IPY CAMOCTOSITEIbHOM M3yUYE€HUU TEOPETUYECKOM TEMBbI CAENaTh KOHCIIEKT, UCIIOJIb3Ysl PEKOMEHIOBAHHbBIE
B PI1/] ucrounuku, npodeccuoHalIbHbIE 0a3bl TaHHBIX U HHPOPMAIIMOHHBIC CIIPABOYHBIC CHCTEMBI:

- OTBETUTH HA BOIIPOCHI JJIsi CAMOCTOSATENILHOW pabOTHI, IO TeMeE MpecTaBIeHHbIe B myHKTe 3.2 PI1/I.

- TIPH MIOAATOTOBKE K TEKYILIEMY KOHTPOJIIO UCIIOIb30BaTh MaTepuaibl (poHna oueHouHbix cpenacts (POC).
5.3 Pexomennamuu o pabore ¢ Hay4HOU U yueOHOM uTepaTypoit

PaGota ¢ OCHOBHOM M JOTOJHUTEIBHOW JIUTEPATYpPOH SIBISICTCS TJIaBHOM (OPMOH CaMOCTOSTEIBHOU
paboThl U HeoOXoAMMa MPU TMOATOTOBKE K YCTHOMY OMNPOCY Ha CEMUHApCKUX 3aHATHAX, K Jebaram,
TECTUPOBaHHUIO, dK3aMeHy. OHa BKIIOYAaeT NMPOpabOTKy JIEKIIMOHHOTO Marepuala U PEKOMEHIOBAaHHBIX
HMCTOYHUKOB U JINTEPATYPHI 10 TEMATUKE JICKLIUN.
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KoHCHeKT JIeKnu JOKEeH coliepKaTh peepaTUBHYIO 3alIUCh OCHOBHBIX BOIPOCOB JICKIIUH, B TOM YHUCIIE C
ornopoii Ha pa3MmeneHHsle B cucteme MOODLe mpe3eHTany, OCHOBHBIX MCTOYHUKOB M JIMTEPATYphl IO
TeMaM, BBIBOJBI MO KaXAOMY Bompocy. KoHCeKT MOKeT OBITh BBITIOJIHEH B paMKax pacliedyaTKH BbIIa4uH
Npe3eHTAlUi JIEKIUH WM B OTACNIBHOW TeTpaau mo mpeaMery. OH JOKEH OBITh aKKypaTHBIM, XOPOIIO
YUTAaEMBbIM, HE COAEPIKaTh HE OTHOCALIYIOCS K TeMe UH(POPMAITUIO HITH PUCYHKH.

KoHcnieKkThl HayyHOW JHUTEparypbl NMPU CaMOCTOSATENBHOM IOATOTOBKE K 3aHATHUAM JOJDKHBI CONEPIKaTh
OTBETHl HA KaX/blii TOCTaBICHHBIH B TEME BONPOC, MMETh CCHUIKY Ha HCTOYHHK WH(POpPMALUU C
00s13aTeNbHBIM YKa3aHUEM aBTOpAa, HAa3BaHMS W TOJA HU3AAHUS HCIOJNb3yeMOH HaydyHOW JHMTEpaTyphl.
KoHcniekT MoOXeT ObITh ONOpPHBIM (COAEpXAaTh JUIIb OCHOBHBIC KIIIOUYEBbIC MO3HMIIMHU), HO TPH 3TOM
MO3BOJISIIOIMM  JIaTh TIOJIHBIA OTBET IO BOINPOCY, MOXET OBITh MOAPOOHBIM. OO0bEeM KOHCHEKTa
OIIPENETSAETCS CAMUM CTYIACHTOM.

B nporecce paboThl ¢ OCHOBHOM U JOTIOTHUTEIIBHON JTUTEPATYPOH CTYICHT MOXKET:

- JCJIaTb 3alluCu IO XOAYy UYTCHUA B BHUAC MPOCTOr0 WJIMW PAa3BCPHYTOIro IlJIaHA (COB,Z[aBaTI: MNEpCUCHb
OCHOBHBLIX BOITPOCOB, PACCMOTPCHHLBIX B I/ICTOLIHI/IKG);

- COCTaBJATH Te3HUCHl (LMTHpOBaHHE HauOoJee BAKHBIX MECT CTaTbu MJIM MOHOTpaduu, KOpPOTKOE
U3JI0KEHUE OCHOBHBIX MBICJIEH aBTOpA);

- TOTOBUTH aHHOTAIMH (KpaTKoe 000011eHe OCHOBHBIX BOIIPOCOB PadOTHI);
- CO3/1aBaTh KOHCIIEKTHI (Pa3BEPHYTHIC TE3UCHI).
5.4. PexoMeHaIMy 1O OATOTOBKE K OTACIBHBIM 3a/IaHUSIM TEKYIETO KOHTPOJIS

CobecenoBanue MpennoyaraeT OpraHu3aluio Oecelnpl MpernoAaBareist cO CTyAEHTaMH 10 BOIpPOcam
MPAKTHYECKOTO 3aHATUS C LETbi0 Oojiee OOCTOATEIHHOTO BBISBICHHUS UX 3HAHUN MO OINpeneIeHHOMY
pasgeny, Teme, mpobieme U T.I. Bce wieHbl Ipynmbl MOTYT Y4acTBOBaTh B OOCYXKIEHUU, J00aBIATH
nH(pOpMaIUIO, TUCKYTUPOBATh, 3a/1aBaTh BOIIPOCHI U T.1.

YCTHBIE OMpOC MOXKET TMPUMEHATHCS B pasaudHbIX (Qopmax: (QpoHTaIbHBIN, WHIWBUIYAIBHBIN,
KOMOMHUPOBaHHBIA. OCHOBHBIE KaUY€CTBA YCTHOTO OTBETA MOJIJIEKAIIETO OI[CHKE:

- IPaBUJIBHOCTB OTBETA IO CONEPIKAHHUIO;

- IOJTHOTA U TIIyOnHa OTBETA;

- CO3HATEJIBHOCTh OTBETA;

- JIOTMIKA U3JI0KEHUsI MaTepuaa;

- PallMOHAIILHOCTD MCIIOJIb30BAHHBIX IIPUEMOB U CIIOCOOOB PELIEHHs OCTAaBICHHON yueOHOil 3a1auy;

- CBOEBPEMEHHOCTh M 3((EKTUBHOCTH MCIOIB30BAHUS HATNISAIHBIX MOCOOMNA M TEXHUYECKUX CPEICTB IPH
OTBETE;

- HCIIOJIb30BaHUE JOIIOJHUTEIBHOIO MaTepUaa;

- PallMOHAJILHOCTb HUCIIOJIB30BaHUS BPEMEHH, OTBEJCHHOIO Ha 3a/laHNE.

VYCTHBIM OIIPOC MOXKET CONPOBOXKAATHCS IMPE3ECHTALUEH, KOTOpas IMOATOTaBIMBAECTCA IO OAHOMY U3
BOIPOCOB MPAKTHYECKOTO 3aHATUS. [Ipy BRICTYIUIEHHH ¢ Mpe3eHTalnueid HeoOXoauMo oOpamarb BHUIMaHUE
HAa TaKME€ MOMEHTBHI KaK:

- colep)KaHUE MPE3CHTAllUN: AKTYaJIbHOCTh TEMbI, MOJHOTA €€ PACKPBITHS, CMBICIOBOE COACpIKaHUE,
COOTBETCTBHE 3asBICHHOW TEMBI COJIEPIKAHHUIO, COOTBETCTBHE METOAMYECKUM TPEOOBaHUSIM (IIETTH. CCHUTKH
Ha PECypChl. COOTBETCTBHUE CONEP)KAHHS M JIUTEPATYphl), MPAKTHUECKasT HANPaBIECHHOCTh, COOTBETCTBHE
coziepKaHus 3asiBICHHON (opMe, aJeKBaTHOCTh UCIIOJIb30BaHHS TEXHHUECKUX CPEICTB yUEOHBIM 3a1adam,
MOCIIEIOBATEIIEHOCTD U JIOTHYHOCTh MPE3CHTYEMOTO Marepuara,

- odopMiieHHE Mpe3eHTAlMU: O00bheM (ONMTHUMATbHOE KOJWYECTBO), AW3alH (YUTAEMOCTh, HAJIMYHE U
COOTBETCTBHE TpapUKd W aHWMAIMH, 3BYKOBOE OQOpMIICHHE, CTPYKTYpHpPOBaHUE WH(POPMAIUH,
COOTBETCTBHE 3asBJICHHBIM TpPEOOBAaHUSIM), OPHUTHHAIBHOCTH O(GOPMIICHHS, ACTETHKA, HCIIOIIb30BaHHE
BO3MO)XHOCTH ITPOTPAMMHO# CpeJIbl, COOTBETCTBHE CTaHIapTaM 0(hOpMIICHUS;

- JUYHOCTHBIC Ka4€CTBa: OPaTOPCKUC CIIOCOOHOCTH. CO6J'IIOI[€HI/IC periiaMEeHTa, SMOIMOHAJIBHOCTh, YMCHUC
OTBETUTH HAa BOIIPOCHI, CHCTCMAaTU3NPOBAHHLIC, FJ'I}’60KI/I6 1 IIOJIHBIC 3HAHUA 110 BCEM pasgcjiaM IIporpaMMBbl:
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- CoJepXaHWE BBICTYIUICHHUS: JIOTUYHOCTh W3JIOKCHHUS Marepualia, PacKpbITUE TEMBI, JOCTYIHOCTh
u3noxkeHus, dPpdexTuBHOCT npuMeHeHust cpeactB WKT, cmocoObl ©u  yClIOBHS — JTOCTHIKCHHUS
PE3yABTaTUBHOCTH M IPGEKTUBHOCTH IJIsS BBIOTHEHUS 3a/ad cBOed MpodeccHoHaTbHOW WU y4eOHOU
JEeSATeNbHOCTH, JOKAa3aTeIbHOCTh MPUHUMAEMBIX PEIICHUHN, YMEHHE apryMEHTHPOBATh CBOM 3aKIIIOYCHUS,
BBIBOJIBI.

6. YueOHO-MeTONM4YecKoe M HHPOPMALMOHHOE o0ecieyeHre JUCHMIITTHHbI

6.1 OcHoBHas UTEpaTYypa:
1. YpaeBa U.B. Cekperapckoe oOciyxuBanue : yueO. mocobue. - TamOoB: [MU3mar. nom TI'Y um. I'P.
HepxaBuna], 2014. - 229 c.
2. PribakoB, A. E. OcHoBbl nenonpon3BoacTBa : yueOHUK. - 2022-08-04; OCHOBBI 1€10NPOU3BOACTBA. -

Munck: PecnyOnukanckuii HHCTUTYT nipodeccroHansHoro obpazosanus (PUIIO), 2016. - 320 c. - TekcT :
snektpoHHbIi / [IPR BOOKS [caiit]. - URL: http://www.iprbookshop.ru/67690.html

6.2 JlononHUTENbHAS JIUTEPATYpA!

1. I'pozosa O. C. J1en0npon3BoacTBoO : yuebHoe mocobue. - HMomrkap-Omna: TIoBOMKCKHMIi rOCyIapCTBEHHbII
TexHojornueckuii yuupepcuret, 2015. - 124 c. - Tekcr : snexkrponHsii // OBC «YHUBEpcUTETCKAs
oubmmoreka onnain» [cait]. - URL: http://biblioclub.ru/index.php?page=book&i1d=439196

2. Kaydpman, H. 0. JlokymeHTHpOBaHHNE YIIPaBICHYCCKOW MEATEILHOCTH : yueOHOe mocobue. - Bech cpok
OXpaHbl aBTOPCKOTO TMpaBa; JOKYMEHTUpOBaHUE YNPABICHUYECKON HedaTenbHOCTH. - OMck: OMckui
TOCYIapCTBEHHBIA UHCTUTYT cepBUca, OMCKHUI TOCYIapCTBEHHBIN TeXHUYECKUM yHuBepcutet, 2014. - 177
c. - Texct : anexrponnsiii / IPR BOOKS [caiiT]. - URL: http://www.iprbookshop.ru/26681.html

3. Jlykam FO. A. BeITh cekperapem pykoBoauTeNst GUpMBI : yueOHOe mocolue. - 2-e u3a., cTep.. - MockBa:
@nunTta, 2017. - 98 c. - Teker : snexTponHHbIi / DbC «YHuBepcuTeTckas OMONIMOTEKa OHAMHY» [calT]. -
URL: http://biblioclub.ru/index.php?page=book&id=114956

6.3 VlHble HICTOYHUKMU:

1. XKypnan J[lenonpousBoACTBO M JOKYMEHTOOOOpPOT Ha mnepanpustud. OduuuanbHelii caliT -
https://delo-press.ru/journals/documents/

2. DHIMKIIONIEANS IeTONPOr3BOICTBA - https://olimpoks.ru/enc/

7. MaTepuajibHO-TeXHHYecKoe o0ecrnevyeHne TUCHMILIUHBI, MPOrpaMMHoe odecrneveHmne,
npogdeccuoHa bHbIe 623bI JTAHHBIX U HH(OPMALMOHHbIE CIPABOYHBIE CHCTEMbI

Jlnsg mnpoBeneHus 3aHATHM MO JUCHUIUIMHE HEOOXOIUMO ClIeAyIollee MaTepuaibHO-TEXHUYECKOe
oOecrieueHue: ydeOHble ayqUTOPUM [AJsl TMPOBEICHUS 3aHATHH JIEKIIMOHHOTO M CEMHUHApCKOro THIIA,
TPYNIOBBIX W WHAMBHUIYaJIbHBIX KOHCYJIbTAlMM, TEKYLIETr0 KOHTPOJI U TMPOMEKYTOUHOM aTTecTaluw,
MTOMEIIEHUS 111 CAMOCTOSITENIbHON paboThI.

VY4eOHble ayTUTOPUH U TOMEILEHUS AJIsi CAMOCTOSITENIbHOM pabOThl YKOMIUIEKTOBaHbI CHEIMAIN3UPOBAHHON
MeOeNbI0 U TEXHUYECKUMH CPEJCTBAMHU OOYyUCHHMS, CIIY>KAIUMH JIJIs1 TIPEICTABICHHS yueOHOW nHbOpMauu
OOJIBITION ayTUTOPHH.

[TomerieHus U1 CaMOCTOSATENILHONW paOOThl YKOMIUIEKTOBAHbI KOMITBIOTEPHOIN TEXHUKOH C BO3MOXKHOCTBIO
MTOAKITFOYEHHUS K CceTH "Unrepuet" 51 obecrnieueHneM JI0CTyIa B AIIEKTPOHHYO
nH(OPMAITMOHHO-00Pa30BaTEIbHYIO CPEy YHUBEPCHUTETA.

Jl5ig mpoBesieHus 3aHIATUN JIEKIIMOHHOTO TUIA UCTIOIB3YIOTCSI HAOOPHI JEMOHCTPALIMOHHOTO 000PYI0BaHMUS,
o0ecreunBaIIfe TeMaTHYECKUE WILTIOCTPAUd (ITPOEKTOP, HOYTOYK, SKpaH/ MHTEPAKTUBHAS JTIOCKA).

JluneH3noHHOE U CBOOOHO pacHpOCTpaHsIeMOe MPOrpaMMHOE 00ecTieYeHHE:

Kaspersky Endpoint Security mist 6usneca - Cranpaptasiii Russian Edition. 1500-2499 Node 1 year
Educational Renewal Licence

Microsoft Office [Ipodeccuonansusiii moc 2007

Onepanuonnas cucrema Microsoft Windows 10
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[Tpodeccuonanpubie 6a3bl JaHHBIX U MH(POPMAITMOHHBIC CITIPABOYHBIE CUCTEMBI:

1. VYHuBepcurerckass  OuwbOnMoTeKa  OHJIAMH:  JNEKTpOHHO-OMOMMoTeunas  cucrema. —  URL:
https://biblioclub.ru
2. DIEKTPOHHBIIN Karajor DyHIaMEHTaIbHON OnOIMOTEeKH TI'V. - URL:

http://biblio.tsutmb.ru/elektronnyij-katalog

3. Poccuiickas HanonanbHas oudmanoreka. — URL: http://nlr.ru

4. Poccumiickas rocynapctBeHHas onomuoreka. — URL: https://www.rsl.ru

5. [Ipe3unentckas 6ubnuoreka umenu b.H. Enpriuna. — URL: https://www.prlib.ru

6. KoncynbranT cryneHTa. l'ymaHuTapHble HAyKH: 3JIEKTpOHHO-OMOnmmoreuHass cuctema. — URL:
https://www.studentlibrary.ru

7. Hayunas snexrponnas oubnuoreka eLIBRARY.ru. — URL: https://elibrary.ru
8. FOpaiit: snekrponHo-6nbOMMoTeyHas cucrema. — URL: https://urait.ru
9. ObC «YHuBepcurerckas oubamoreka onnaita» . — URL: http://www.biblioclub.ru

10. ObC «KoHCynbTaHT CTyAeHTa»: KouleKiuu: MenunuHa. 3apaBooxpaHeHue. ['yMaHuTapHble HAyKHd . —
URL: https://www.studentlibrary.ru

11. CrpaBounas npasosas cucrema "Koncynsrant matoc". — URL: http://www.consultant.ru
12. [ludposoit o6pazoBarenbubiii pecypc IPR SMART. — URL: http://www.iprbookshop.ru

JIeKTpPOHHAsA HH(POPMALIMOHHO-00pa3oBaTe/ibHas cpeaa
https://auth.tsutmb.ru/authorize?response type=code&client id=moodle&state=xyz

BsaumogeiictBue mnpemnogaBarensi M CTyAEHTa B Iporecce OOy4YeHHs] OCYIIECTBISETCS MOCPEACTBOM
MYJIBTUMEIUNHBIX, THIIEPTEKCTOBBIX, CETEBBIX, TEJICKOMMYHUKALMOHHBIX TEXHOJIOTHH, MCHOIb3yEeMbIX B
AIIEKTPOHHON MH(POPMAIIMOHHO-00pa30BaTeIbHOM Cpelle YHUBEPCUTETA.



