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1. lean u 3a0a4u JUCUMILJIMHBI

Hesab TMCHUIVIMHBI «YTNIpaBjeHne opucom» - GOpMUPOBAHUE CHCTEMHOTO MBIIIJICHUS U
KOMILJIEKCA CIIEIUAbHBIX 3HAHUHM IO BOMpOCaM JTOKYMEHTHPOBAHUS M OpTraHU3alH pabOThI C
JIOKYMEHTaMH B IPOLIECCE YIPABIEHUS IPEIIPUITUEM.

3agaya wM3ydYeHMs JMCHUILUIMHBI- 3TO O3HAaKOMJIEHME MAarucTpoB C CYIIHOCTBIO
COBPEMEHHOW KOHIENUUU O(UCHOIO MEHEPKMEHTa U (OPMHUPOBAHHE HABBIKOB 110 YIPABJIECHUIO
COBPEMEHHBIM O(PHCOM.

2. MecTo AUCHHUILUINHBI B CTPYKTYpPe MarucTepcKoi mporpaMmmbl

JucuuiuimHa «YnpaBieHue 0opucCOM» OTHOCHUTCS K (haKyIbTaTUBHBIM AUCHUTUINHAM.

3. IlepeyeHb ILUIAHMPYEMBIX Ppe3yJabTaTOB OOy4YeHHS] MO [JAUCHUILIMHE (MOIYJIIO),
COOTHECEHHBIX C HHAMKATOPAMH JOCTHKeHHUSI KOMIIeTeHIHi

Taoauna 1

Koa mo ®I'OC NuaukaTopsl JOCTHKEHUS Ilnanupyemble pe3yJbTaThl

o0y4yeHHs1 1O JAMCHMILIMHE

3YB)

IIpodeccrnonanbHbie

IIK-1 Cnocoben IIK-1.1 Pa3pabarbiBaeT cTpareruu | 3HaTh: KOHIENTYyalbHbIE
IPUHIMATh pasBuTHA W (PYHKIMOHMPOBAHUS | OCHOBHI YIIPABIEHHs OQUCOM;
CTpaTern4eCKue OPraHU3alMU U €€ MOAPA3IACICHUN. | ocoOeHHOCTH OpraHu3aIuu
oy | M2 S s | o oo
OPFar3atiiivy, YKOHOMUYECKUX 3a1a4 U cretu Ky oprausas
HO/Ipa3IeICHUAMH, pabouero Mecta MEHEKEepa;

rpynIamMy COTPYIHUKOB PYKOBOACTBO MM.

0COOEHHOCTH
JOKYMEHTHPOBAHUS B
YIIPaBJICHUU; TOPATO0K
COCTaBJIEHUS U 0(OPMIICHUS
JIOKYMEHTOB.

YMeThb: COCTaBIIATh JOKYMCHTEI,
perJamMeHTUpyolne
OPTraHU3aIMI0 B3AUMOACHCTBUS U
ITOJIHOMOYMH B IIPEAIPUSATHH;
WCIIOJIb30BATh MIPUHITUIIBI
MOTHUBUPYIOIIEH OpraHu3aluuu
Tpyna; obecreunBaTh
palMOHANIBHYIO OPraHU3aLUI0
pabouero Mecra MEHeIKepa;
TUTAHUPOBATh pabodre MecTa
yIpaBleHYECKUX PAaOOTHHKOB;
COCTaBISATh U 0OQOPMIISATH
yIpaBiIeHUYECKUE JOKYMEHTHI,
obecreynBaTh OPraHU3aIUIO
JIeJIONPOU3BO/ICTBA B
MPEaNPUATHH; OPTaHU30BbIBATh




paboTy ¢ BXOISIINMH U
UCXOMSAIIMMHU JTOKYMECHTaMH,
Baanernb: ymenueM
o0ecrnieuynBaTh paloOHAIBHYIO
OpraHMu3aIrio paboyero MecTa
MEHEeKepa; HaBbIKaMH 110
IUTAHUPOBAHHIO pa00OYUX MECT
yIpaBIEeHYECKUX PAOOTHHUKOB,;
YMEHHEM COCTABJIATh U
0OpPMITSITh YIIPaBIEHYCCKUE
JIOKYMEHTBI; pAaIldOHAJILHOM
TEXHHUKON KOHTAKTOB C
MOTYMHCHHBIMHU; YMEHHEM BECTH
JIEJIOBBIC Oece/Ibl, TeJIeOHHbBIE
[IEPErOBOPBI, IPUHUMATH

MMOCETHUTEIICH;
4. O0beM QUCHUIIMHBI U BUABI Y4eOHOH padoThI
Tadauma 2
Bcero
CemecTpsl
4acoB/3.e.
Buj y4eOHoii padoThI oOPO 300
(01010 300
3 3
KonTakTHasi padora (Bcero) 34/0,9 16/0,5 34/0,9 16/0,5
B Tom uncne:
Jlexumu (JT) 17/0,5 8/0,2 17/0,5 8/0,2
[Tpaktrueckue 3anstus (I13) 17/0,5 8/0,2 17/0,5 8/0,2
JlaGopaTopHbIe 3aHITHS - -
CamocTosiTeIbHAsi pa6oTa (Bcero) 74/2,1 92/2,5 74/2,1 92/2,5
B Tom uncne:
Pedepar 24/0,6 36/1 24/0,6 36/1
[IpeseHTanuu 18/0,5 18/0,5 18/0,5 18/0,5
[ToaroToBKa K MPaKTHYECKUM 3aHATHUSIM 32/0,8 38/1 32/0,8 38/1
KoHTpob - - - -
Bun otuerHOCTH
O6masn BCETI'O B uyacax 108 108 108 108
TPYA0EMKOCTH
AMCIUTLINHBI BCEI'O B 3au. ex. 3 3 3 3




5. Coneprxxanue QM CHUILTHHBI
5.1. Pa3znenpl AMCOUIIMHBI 1 BUABLI 3aHATHNA

Tabauua 3
Yachl JeKIMOHHBIX Yacwl NPaKTHYECKUX

HaumenoBanue pa3aena 3aHATHI (ceMHHAPCKHX)
AUCHUILIMHBI IO CeMeCTpaM

000 300 00 300
VYmpasienue oprcoM: CylHOCTh 2/0,01 2/0,01 2/0,01 2/0,01
¥ 0COOCHHOCTH
Opranu3anus B3auMOICHCTBHS U 2/0,01 2/0,01 2/0,01 2/0,01
TTOJTHOMOYM I
Opranuzanus padounux MecT u 2/0,01 2/0,01 2/0,01 2/0,01
MH(}OPMaLMOHHO-
JIOKYMEHTAllMOHHOE O0ecreueHue
yrpaBiIeHUs 0hrcom
JIoKkymeHTHpOBaHUE B 4/0,1 2/0,01 4/0,1 2/0,01
yIpaBJICHUU
CocraBnenue 1 opopmiieHUE 4/0,1 - 4/0,1 -
JIOKYMEHTOB
Opranuzanus 1eJI0IpOU3BOICTBA 3/0,1 3/0,1

5.2. JlekumoHHbIE 3aHATHS
Taoaumna 4

n/n

HaumenoBanue
Conep:xanue paszjaena

pa3fesia JUCHHUILVINHBI
CymHocTe M OCOOEHHOCTH  YIPaBIEHYECKOro TpyJa.
CymHocTh MTOHSTHS «MEHEKEP. Kareropun
MEHEIKEPOB. Pacnipenenenue CTPaTEeru4ecKuXx,

TaKTHMYECKUX M OINEPATHBHBIX 3aJad YNPaBICHUS MEXKITY
Vipasienue oucom: | KATETOPHAMH  MEHEKepoB  KOHIEMIHs  COBPEMEHHOrO
CYILLHOCTE u | obuca. CoBpemeHHBIH OQHC: CYIMIHOCTH, OCOCOEHHOCTH.
0COGEHHOCTH 30HBI COBpPEMEHHOro oduca: ¢poHTopuc, O3K-oduc.
Kmaccel o¢mucoB, ux xapakrepuctuka. CymHOCTb H
cnenuduka ynpasineHuss opucom. [loHsTHe «ympaBieHue
opucom». Konnenmus 5S B cucreme ynpasiieHus: oprucom:
AIIEMEHTBHI, 3Tanbl BHeApeHus. Oduc-MeHeKep: CyIHOCTh
HOHSTHS, OCHOBHBIE JOJDKHOCTHBIE 00S3aHHOCTH.




Opranuzanus
B3aUMOICHCTBUS "
HOJIHOMOYHH

JIOKyMeHTBI, perjlaMeHTUpYIOoLIue OpraHU3aLuIo
B3auMoAcHCTBUA MU nonHomouud. Ilomoxenus o
CTPYKTYPHBIX HOJpPa3JeICHUsIX: CYIIHOCTh, OCOOCHHOCTH,
pPEKOMEHIaluK 0 pa3paboTKe, CTPYKTypa. JomKHOCTHAs
UHCTPYKLUS: CyIIHOCTb,  BapHaHTbl  IOJArOTOBKH,
[IpaKTUYECKas 3HA4MMOCTb, CTpyKTypa. Pacnpenenenue
GyHKIMH ~ MEXIy MEHEIKepOM U IOJYHMHEHHBIMHU.
ITpuHIUIIBL paclpeneneHus byHKuni MEXKIY
MEHEKEPAMU u paboTHHUKaMHU. [IpuHDHAIIBL
dopmupoBaHus ammapara ynpasieHus. TpeOoBaHUS K
IIOCTPOCHHIO  ammapara  yNpaBiICHUs  NPEANPUATHEM.
IIpyuHIUIIBI MOTUBUPYIOILEH OPraHU3aLUU TPYA.

Opranuzanus pabounx
MecCT u
MH(POPMAIIMOHHO-
JTOKYMEHTAI[HOHHOE
obecnieucHue
yrpaBieHus: ohpucom

CylIHOCTh U COJICp)KaHUE OpraHu3anuu pabodyero MecTa

MeHekepa. Pabodee Mecro MeHemKepa: CYIIHOCTb,
anemeHnThl. [loHatne «opranuzamus pabodero wmecra
MEHEeKepay. dakTopsI, OTIPEIEIISIOIIHE

IIPOU3BOJCTBEHHYIO cpeny. CoaepkaHue U OCHOBHBIE
npaBUja palMOHANBHOW OpraHu3anuu padouero mecra
MeHemkepa. [lnanupoBanue pabouero mecra MeHeEIKepa.
CyImHOCTh IUTAHHPOBaHMSI pPabOYEro MecTa MEHEIKepa.
Cuctembl TUTAaHUPOBAaHMUSI 7 TIOMEHICHUH: KaOWHETHas,
3anpHast, coToBas. KoHIenus KoMOMHUPOBAHHOTO Oduca.

[TpaBuna pacnpeeseHuu MTOMEILIEHU. [Ipoekt
opranuzaiuu pabouero Mecta MeHemkepa. Ilacmopr
pabouero Mecta MeEHEIXKepa: CTPYKTypa, METOJUKa

pa3paboTku. DyHKIHMOHAJIBHBIE 30HBI paboYero mecra
MeHeDKepa: pabodasi 30Ha, 30Ha COBELIAHHM, 30Ha OT/bIXA.
[TnanupoBaHue 30H paboUEro MecTa MEHeKepa.

JIOKyMEHTUPOBAaHWE B
YIPaBICHUH

CymHOCT, W BHJABl  YNPaBICHUYECKUX JIOKYMEHTOB.
CymHOCT,  MOHATUS  «YHPABJIEHYECKUH  JTOKYMEHT).
Knaccudukanus ynpaBieHUeCKUX JOKYMEHTOB. ['pymribl
OpPraHM3al[MOHHO - PAacMOPSAUTEIBHON JIOKYMEHTAlLUU.
PexkBU3UTBl JOKYMEHTOB U MpaBuia HUX OG(OpMIIEHHUS.
CymHOCTh TMOHATHUH «IOKyMEHTallbHOE oOecredyeHue»,
«TOKYMEHTALUs», <«JOKYMEHTHPOBAHHUE», «PEKBU3UTY.
[IpaBuna odopmieHHs pPEKBU3UTOB  YIPABICHYECKHX
JIOKYMEHTOB.




CocraBienue
odopmiieHne
JTOKYMEHTOB

CocraBnenne ¥ 0opOpMIIGHHE  OpPraHM3alMOHHBIX
JNOKYMEHTOB. OpraHu3alliOHHBIE JIOKYMEHTHI: CYIIHOCTB,
0coOeHHOCTH. YCTaB: CYIIHOCTb, BHUJBI, CTPYKTYpa,
npaBuia odopmienusi. CymHOCTb, BHABI M TOPSI0K
opopmnenus monoxenus. CymHOCTP U CTPYKTypa
noroBopa. llltaTHoe pacnucaHue: CyIIHOCTb, CTPYKTYpa,
npaBuia  odopmienus. [IpaBunma  coctaBieHuss U
oopMIIeHHS paACIOPAIUTEIBHBIX JTOKYMEHTOB. Bumbl
pacropsaUTENbHBIX JOKyMeHTOB. CyIIHOCTh M TpaBMIIa
oopmileHHs TIOCTAHOBJIEHHS. YKa3aHHE: CYIIHOCTb,
nopsaok  opopmitenus. Ilpuka3: CymHOCTb, BB,
CTpyKTypa, mnpaBuia odopmienus. CymHOCTs U HOPSIOK
oopMIIeHHS PELICHHS, PACTIOPSKEHHUSL.

Opranuzanus
JIeJIOTIPOU3BOICTBA

Opranm3anust  JeJNONPOU3BOJACTBA B NPEANPHUSITHH.
CymHocTb U OpraHU3alIOHHBIE bopmbl
JIeTIONPOU3BOACTBA B MPEANPHATHH. JIOKyMEHTOOOOPOT:
CYIIHOCTh, TpPeOOBaHMS K PALMOHAIBHON OpraHU3aIHH.
Cxema 8 nokymeHroobopoTa B mpeanpustud. OCHOBHbIE
HAIpaBJICHUSI COBEPIICHCTBOBAHMS JEJIONPOU3BOJICTBA U
JOKYMEHTOOOOpoTa B mpeanpustusx. Pabora ¢
BXOISMIIUMH  JoKkymeHTamu. [lopsmoxk  paboTtel  C
BXOJSIIIMMH JOKYMEHTaMH B npennpustuu. Opranu3zanus
paboTHl ¢ HCXOAAIIMMH JOKyMeHTaMHu. [lopsigok paboTs ¢
UCXOALIMMHU JOKYMEHTaMH B MIPEIIPUATHH.

5.3. JlabopaTopHBIil NPAKTHUKYM He NMpPe1ycMOTPeH.

5.4. IlpakTHyecKue 3aHIATUSA

Taoauua 5

Ne
n/n

HaumenoBanue

pasaeia THCHUIIJINHDBI

Copep:xanue pa3aesa

VYnpasnenue oducom:

CYIIHOCTb
0COOEHHOCTH

n

CymHocTe M OCOOEHHOCTH  YIPaBIEHUYECKOro TpyJa.
CymHocTh MOHATHUS «MEHEeJKEPY. Kareropun
MEHEKEPOB. Pacnpenenenue CTpaTEeTUYECKUX,
TAKTUYECKUX W ONEPATHBHBIX 3a7ay YIPABICHUS MEXIY
KaTeropusiMH  MeHeKepoB KoOHIENIs COBPEMEHHOTO
odpuca. CoBpemMeHHBII O(DHC: CYITHOCTh, OCOCOCHHOCTH.
3oHBI coBpemMeHHOro oduca: dponropuc, O03K-odwuc.
Knaccer oducoB, wmx xapakrepuctuka. CymHOCTE U
cnenuduka ynpasineHuss opucom. [loHsTHE «ympaBieHHE
opucom». Konnenmus 5S B cucreme ynpasiieHus: ohprucom:
DIIEMEHTHI, 3Tanbl BHeApeHus. Oduc-MeHeKep: CyIHOCTh
MIOHATHS, OCHOBHBIC JIOJDKHOCTHBIE O0SI3aHHOCTH.




Opranuzanus
B3aUMOICHCTBUS "
HOJIHOMOYHH

JIOKyMeHTBI, perjlaMeHTUpYIOoLIue OpraHU3aLuIo
B3auMoAcHCTBUA MU nonHomouud. Ilomoxenus o
CTPYKTYPHBIX HOJpPa3JeICHUsIX: CYIIHOCTh, OCOOCHHOCTH,
pPEKOMEHIaluK 0 pa3paboTKe, CTPYKTypa. JomKHOCTHAs
UHCTPYKLUS: CyIIHOCTb,  BapHaHTbl  IOJArOTOBKH,
[IpaKTUYECKas 3HA4MMOCTb, CTpyKTypa. Pacnpenenenue
GyHKIMH ~ MEXIy MEHEIKepOM U IOJYHMHEHHBIMHU.
ITpuHIUIIBL paclpeneneHus byHKuni MEXKIY
MEHEKEPAMU u paboTHHUKaMHU. [IpuHDHAIIBL
dopmupoBaHus ammapara ynpasieHus. TpeOoBaHUS K
IIOCTPOCHHIO  ammapara  yNpaBiICHUs  NPEANPUATHEM.
IIpyuHIUIIBI MOTUBUPYIOILEH OPraHU3aLUU TPYA.

Opranuzanus pabounx
MecCT u
MH(POPMAIIMOHHO-
JTOKYMEHTAI[HOHHOE
obecnieucHue
yrpaBieHus: ohpucom

CylIHOCTh U COJICp)KaHUE OpraHu3anuu pabodyero MecTa

MeHekepa. Pabodee Mecro MeHemKepa: CYIIHOCTb,
anemeHnThl. [loHatne «opranuzamus pabodero wmecra
MEHEeKepay. dakTopsI, OTIPEIEIISIOIIHE

IIPOU3BOJCTBEHHYIO cpeny. CoaepkaHue U OCHOBHBIE
npaBUja palMOHANBHOW OpraHu3anuu padouero mecra
MeHemkepa. [lnanupoBanue pabouero mecra MeHeEIKepa.
CyImHOCTh IUTAHHPOBaHMSI pPabOYEro MecTa MEHEIKepa.
Cuctembl TUTAaHUPOBAaHMUSI 7 TIOMEHICHUH: KaOWHETHas,
3anpHast, coToBas. KoHIenus KoMOMHUPOBAHHOTO Oduca.

[TpaBuna pacnpeeseHuu MTOMEILIEHU. [Ipoekt
opranuzaiuu pabouero Mecta MeHemkepa. Ilacmopr
pabouero Mecta MeEHEIXKepa: CTPYKTypa, METOJUKa

pa3paboTku. DyHKIHMOHAJIBHBIE 30HBI paboYero mecra
MeHeDKepa: pabodasi 30Ha, 30Ha COBELIAHHM, 30Ha OT/bIXA.
[TnanupoBaHue 30H paboUEro MecTa MEHeKepa.

JIOKyMEHTUPOBAaHWE B
YIPaBICHUH

CymHOCT, W BHJABl  YNPaBICHUYECKUX JIOKYMEHTOB.
CymHOCT,  MOHATUS  «YHPABJIEHYECKUH  JTOKYMEHT).
Knaccudukanus ynpaBieHUeCKUX JOKYMEHTOB. ['pymribl
OpPraHM3al[MOHHO - PAacMOPSAUTEIBHON JIOKYMEHTAlLUU.
PexkBU3UTBl JOKYMEHTOB U MpaBuia HUX OG(OpMIIEHHUS.
CymHOCTh TMOHATHUH «IOKyMEHTallbHOE oOecredyeHue»,
«IOKyMEHTaLUs», <«IOKYMEHTUPOBAHUE», «PEKBU3UTY.
[IpaBuna odopmieHHs pPEKBU3UTOB  YIPABICHYECKHX
JIOKYMEHTOB.




CocraBnenne u  0oQOpMIICHHE  OPTraHU3AMHOHHBIX
TOKyMeHTOB. OpraHu3allMOHHBIC JIOKYMEHTHI: CYIIHOCTB,
OCOOCHHOCTH. YCTaB: CYIIHOCTb, BHUJBI, CTPYKTYpa,
npaBmwia odopmieHus. CyImIHOCTb, BUABI H TOPSIOK
opopmiieHuss mnonokeHus. CyIIHOCTP U CTPYKTypa

CocraBnenue u | norosopa. llltatHoe pacmucaHue: CYIIHOCTb, CTPYKTYypa,
5 odopmiieHne npasmwia  odopmiienus.  [IpaBuna  cocraBieHus U
IIOKYMEHTOB oopMIIeHHS paACIOPAIUTEIBHBIX JTOKYMEHTOB. Bumbl

pacnopsiIUTEeNbHbIX JTOKyMEHTOB. CyIIHOCTh M IpaBHIIa
opopMIICHUS TOCTAaHOBJCHHS. YKa3aHUE: CYIIHOCTb,
nopsanok  odopmienus. Ilpukas: cymHOCTb, BB,
CTpyKTypa, npaBuia odpopmieHus. CylnHOCTh U HOPSAIOK
odopMIICHHUSI PEIICHUS, PACTIOPSKEHUSI.

Opranu3zanus Opranuzanus  J€NONpPOU3BOACTBA B NPEANPUATHH.
JIeJIOTIPOU3BOICTBA CymHocTh u OpTaHU3aIMOHHBIC bopmbl
JIeNIOTIPOU3BOJICTBA B MPEANPUATHH. JOKyMEHTOOOOpPOT:
CYIIHOCTh, TpPeOOBaHMS K PALMOHAIBHON OpraHU3aIHH.
Cxema 8 nokymeHroobopoTa B mpeanpustud. OCHOBHbIE
6. HAIpaBJICHUSI COBEPIICHCTBOBAHMS JEJIONPOU3BOJICTBA U
JOKyMEHTOOOOpoTa B mpeanpustusx. Pabora ¢
BXOISIIUMH  JOKyMeHTamMHu.  [lopsmok  paboTel ¢
BXOJALIMMH JOKYMEHTaMH B npeanpusitud. Opranusanus
paboThI ¢ UCXOISAIMUMH JOKyMEeHTaMHu. [lopsimok paboThI ¢
UCXOALIMMHU JOKYMEHTaMH B MIPEIIPUATHH.

6. CamocrosiTeibHAs padoTa CTYA€HTOB MO JMCIUIIHHE

6.1. Cioco0b1 opranu3anmuu caMoCTONATeILHON padoThI CTY/IEeHTOB
CriocoObl opraHu3anuu CaMOCTOSTEIbHON paObOThI CTY/IEHTOB CIIEIYIOLIHE:

- ayJIUTOpHAas CaMOCTOATENbHAs padoTa MO AWCUUILUIMHE — paboTa, BBINOJHSIEMas Ha
y4eOHBIX TNPAKTUUYECKUX 3aHATUSAX TOJ HEMOCPEACTBEHHBIM PYKOBOACTBOM U KOHTPOJEM
IIPEToAaBaTelIsd U 110 €ro 3aJaHulo;

— KOHCYJbTallu¥, B paMKax KOTOPBIX IIpENoAaBaTeib, C OJHON CTOPOHBI, OKa3bIBACT
UHAUBUAYAJIBbHBIC KOHCYJbTAlIMU IO XOAY BBIIIOJHCHUA CAMOCTOATCIBbHBIX SaI[aHHfI, ac prrOﬁ
CTOPOHBI, OCYHIECTBIIIET KOHTPOJIb U OLICHUBAET PE3YJIbTaThl ITUX MHAUBUIYAJIBbHBIX 33 JaHUM;

— BHEayJUTOpHas caMocTosATelIbHas paboTa — paboTa, BBHIMNOJHSAEMAas BHE ayJIUTOPUU IO
3aJJaHMIO MIperoiaBaTensi, HO 0e3 ero HemoCPeICTBEHHOTO YUacCTHs.

®opmamu BHeaynuTopHoit CPC sBIsIOTCS: MOBTOpEHUE JIEKIIMOHHOTO MaTepuaia, pabora ¢
y4eOHOI IuTepaTypol, MOJArOTOBKA K NMPAaKTUYECKUM 3aHATHUSAM, BBIIOJHEHHE KYpPCOBOM pabOTHI
KOHCIIEKTUPOBAHUE BOIPOCOB, KOTOPBIE CIEAYET U3YUNTh CAMOCTOSITENBHO U IPYTHE.



6.2. Tembl Ha CAMOCTOSATEJBHYI0 MOATOTOBKY K NPAKTHYECKUM 3aHATHAM

Taoauna 6
Ne TemaTuka KoJ-Bo yacos/3.e.
n/n (010]0) 300
CoBpeMeHHBIC aCIICKThl 0(UCHOTO MCHEHKMEHTA.
1 6/0,1 |6/0,1
o | Obecneuenue COTPYHUYECTBA B OPUCHOM MEHEKMEHTE. 6/0,1 | 6/0,1
3. TpynoBoe noseneHre paOOTHUKOB B OpraHU3AIIHH. 6/0,1 6/0,1
4. | MoTuBanus Tpy0BOro MoBeIeHNs paOOTHUKOB B OPraHU3aIHN. 6/0,1 |6/0,1
5. ['pynmna B opranu3anuu Kak 00bEKT yIpaBICHHUS. 4/0,1 6/0,1
I'pynmoBoe noBeaeHne pabOTHUKOB. 4/0,1 | 6/0,1
6.
7 CoTpyIHUYECTBO B YIPaBICHUHN OpraHu3aluei. 4/0,1 6/0,1
8. OcobeHHOCTH OM3HEC-KOMMYHHUKAIUN MEHEKEPA. 4/0,1 6/0,1
0. WNHaukaTophl MOBEICHYECKOW aKTHBHOCTH PaOOTHHKA. 4/0,1 6/0,1
10 OpraHu3anys BeITOJHCHUS 33 JaHui paOOTHUKAMH. 4/0,1 6/0,1
11. | KouTponmpyrouiee noseicHre pyKOBOIUTENSL. 4/0,1 | 6/0,1
12. | JlomkHOCTHOE camooNpeieieHne MEHEKepa. 4/0,1 |6/0,1
VYrpasienue — OW3HeC-  KOMMYHHKAIUSIMH B O(QHCHOM 4/0,1 4/0,1
13. | MenemxMmenTe.
14. | JlenoBO# 3THKET B pa3IMUYHBIX HAI[HOHAIBHBIX KYJIbTypaX. 4101 4101
15. | HoBble acrekThl COBPEMEHHBIX OM3HEC-KOMMYHHKAIIHA. 40,1 40,1
16 OOecnicueHre  OJarompusITHOro pexuma Tpyaa oducHeix | 4/0,1 6/0,1
" | paOOTHUKOB
74/2,1 92/2,5

OOpa3upbl 3a1aHNi HA CAMOCTOAITEIbHYIO IIOATOTOBKY CTY/JACHTOB

Tema 1. CoBpeMeHHBIe acIeKThbl 0(PMCHOI0 MEHEIKMEHTA.

1.Kv3HEHHBIN UK ¥ SBOJIOIMOHHOE YIIPABICHUE OpraHu3aIuei.
2.Mozens pa3BUTHS OPTaHU3AIHH.
3.)Ku3HEeHHBIH UK U SBOJIIOIIMOHHOE YITPABICHHE OpraHU3aIueH.
4. Mopenb pa3BUTHS OPTaHU3ALINH.

6.3. IlpumepHas TeMaTuka pedeparon

1.
2.

[Tpununs! 3 PeKTUBHOTO PYKOBOJICTBA.
VYrpapieHue JOKYMEHTaMU B COBPEMEHHOW OpraHu3alluu.



RO ~NOGOR~W

18

21

0.
11.
12.
13.
14.
15.
16.
17.

VYpaBneHue JOKYMEHTaMENW: HCTOPUS Pa3BUTHS, COBPEMEHHBIE TEHACHLIUH.
@akTopsl, BIUSIOIINE HA YCIIOBUS TPY/1a MEHEIKEpa.

dopmupoBaHue OJArONPUSTHBIX YCIOBHH TPy/ia B CUCTEME O(PUCHOTO MEHEKMEHTA.
Oco0eHHOCTH JeNTOBBIX KOHTAKTOB B JIEATEILHOCTH MEHEKEpa.
ConunanabHO-TICHX0JIOTHYECKOE 00ECIIEUeHUE YCTICITHOCTH JICIIOBBIX KOHTAKTOB.
OcHOBBI B3aUMOICHCTBUSI PYKOBOJUTENS U CeKpeTapsi-pedepeHTa.

[IpaBuna n1enoBOro NOBEICHUS PyKOBOAUTENS € TOAUYMHEHHBIMM.
WNHTEenMreHTHBIN 4eJI0BEK-PYKOBOIUTENb.

MopanbHO-TICUXOJIOTUYECKUN IOPTPET COBPEMEHHOTO PYKOBOAUTEIIA.
[IpaBuiia mpuema noceturenei B paboTe MeHeKepa.
TenekoMMyHUKAIMOHHBIE TEXHOJIOTUU CO3aHUs U MEPElavr JEJIOBbIX [TUCEM.
Opranuzanys MOpaJIbHO-IICUXOJIOTMYECKON MOAAEPKKH IepcoHaa.

CekpeTsl ycnemHoro MmeHekmenta Jeina Kapueru.

DTudeckue npaBuia MoBeaeHus B oduce.

Opranu3aloOHHOE MOBEJICHUE KaK COllMalbHas HayKa

. MeHesz(ep B OpraHU3allMOHHOM IIOBCACHHNH
19.
20.

Ponb OGuxeBropr3Ma B CTAHOBJICHUU HAyKU OPTaHU3allMOHHOE MTOBE/ICHNE
VYnpasiieHue UHAUBUYAIbHBIMU Pa3Iu4uiIMU PaOOTHUKOB

. Ilcuxonoruueckre METOIMKH U3ydeHUsI UHIUBUAA B OpraHu3aliMOHHOM I1OBECHUU
22.
23.
24.

I/IsyquHe 1 IIO3HAHUC B OPraHU3alluOHHOM ITOBCACHUU
Moambmcaum{ IMOBCACHMA B OpraHU3allMOHHOM ITOBCACHUU
COIII/IaJII)HO-OpI/IGHTI/IpOBaHHBIG nmoaxoJbl K CTUMYJIUPOBAHUIO MHAWBUAOB U T'PYIII B

OpraHu3aIuu

6.4 IlepeueHb y4eOHO-METOAMYECKOT0 00eCTIeYeHHUs /ISl CAMOCTOATEIbHOM padoThl
CTY/IEHTOB

Abynamze JI. I'. JlokymeHTalMOHHOE oOOecredeHue YIpaBJICHHUS MEepCoOHAIOM. — M.:
FOpaiit, 2020. — 300 c.

Abymanze JI. I'. JlokymeHTanmoHHOe oOecreueHue yrpaBieHus. JokymMeHTooOopoT u
nenornpoun3BoictBo. — M.: FOpaiit, 2020. — 300 c.

bacakoB M. W. JlokymeHTauMOHHOE oO0OecrieyeHue yrpaBieHUss (C  OCHOBaMHU
apxuoBenenus). — M.: KnoPyc, 2020. — 216 c.

bsant B. C. lokymeHTanmonHoe obecriedenue ynpasinenus. IOpunnyeckas Texuuka. — M.:
FOpaiit, 2020. — 104 c.

Bemxkyposa A. b. JlokymeHTanmoHHOe oOecredeHue yrpasieHHs. YdeOHoe mocodue. —
M.: Qupekr-Menua, 2020. — 170 c.



7.4. OnucaHue nokaszarejei u KPUTEPUEB ONCHUBAHUA KOMIIETEHIIMH HA PA3JTUYHBIX 3Talmax ux (l)OpMHpOBaHI/IH, OIMMCAHMUEC IIKAJbI

OLleHUBaHMUA.
Tadauua 7
IlianupyemMbie pe3yJabTaThl 0CBOEHHS Kpurepun oneHuBaHus pe3y/ibTaToB 00y4eHUs
KOMIIEeTEeHIIHU
HaumeHoBanue
(HeyaoBJIETBOPHT| (YIOBJIETBOPHUTEIbH
OLIEHOYHOI 0
€JIbHO) 0) (xopouo) (oTIM4HO)
cpeacTBa
ITK-1 Cnocooen NPUHUMATDL CTPATEIrHYE€CKHUE PCIICHHUS B 00J1aCcTH YIpaBJjJeHUus1 OpraHu3aliusamMu, NoApa3acJCeHUsAMU, rpynnamMu COTpyaAHUKOB
3HATBH: KOHLIENTYaJIbHbIE OCHOBbI DparMeHTapHbIC Henosnslie 3Hauust | CpopMupoBaHHbIE, CdopmupoBaHHbIe
yrpasienus oGpucoM; 0coOEHHOCTH SHAHIA HO COZIEpIKAIIHE
N 6 CHCTEMaTHYECKHUE

OpraHu3aly B3auMOJEHUCTBUA U OTACJIBbHBIC ITPOOCIIbI
[MOJTHOMOYHI: cuennuduKy opraHu3aiuu SHaHUA 3HAHUS
YMeThb: COCTaBIISITh JOKYMEHTBI, Yactuansie Henonubie yMeHUS | VmeHUs TOMHEIE, CdopmuposanHbIe
perlaMeHTUPYIOLIUE OPraHU3aLIo YMCHHA AOITyCKArOTCH yMEHUsA
B3aMMO/ICVICTBUS U TTIOJTHOMOYHNN B HEOOIIbIINE OIIMOKH
[PEANPUITHH; HCIOJb30BaTh MPUHIIMUIIBI
MOTHBHUDVIOIIEH ODraHU3AlIMH TDVIA.
Bianers: ymeHuem obecrieunBaTth Yactuunoe Hecuctematnueckoe [B cuctremaruyeckoM YcneniHoe u 340

aoanus K
paIMoHaIbHYIO0 OpraHU3aIrio padbodero BJIaJICHUE IIPUMEHEHNUE HaBbIKOB[TPUMEHEHU U CHCTEMAaTHYECKOE

npaKmu4ecKum
MecTa MEHEKepa; HaBbIKaMHU 110 HaBbIKaMU HABBIKOB MPUMCEHCHUC HABBIKOB P
BaHAMUAM

[UIAHUPOBAHUIO pa00YMX MECT JIOITyCKarOTCA




8. OcobGenHocTH peau3alu JTHCHUIIMHBI AJI HHBAJU/IO0B M JIUII ¢ OTPAaHUYCHHBIMHA
BO3MOKHOCTSIMHU 3/10POBbSI

JUis ocymiecTBIEHUST MPOIENyp TEKYLIEro KOHTPOJS YCHEBAEMOCTH M MPOMEKYTOYHOMN
aTTecTalMyd OOYy4YaloMmMXCsl CO3JaHbl (DOHIBI OIICHOYHBIX CpPEACTB, aaNTUPOBAHHBIC JIJIs
WHBINIOB M JUI[ C OrPAaHUYEHHBIMH BO3MOXKHOCTSIMH 370pPOBbSI U IO3BOJISIOUIME OICHUTH
JIOCTIDKEHHE HMMHU 3alUIAaHUPOBAaHHBIX B OCHOBHOW 00pa30BaTENIbHONW MporpaMMme pe3yJbTaToB
o0y4eHHs W YpOBEHb C(POPMHUPOBAHHOCTH BCEX KOMIETEHIMH, 3asBICHHBIX B 00pa3oBaTeIbHOMN
nporpamme. @Dopma  mpoBeneHHMS ~— TEKyLIeW ~— aTTecTalMM IS CTYJIEHTOB-MHBAJIUIOB
YCTAQHABJIMBACTCI C YYE€TOM HWHAMBHIYaJIbHBIX ICUXO(PU3NUYECKUX OCOOCHHOCTEH (YCTHO,
MUCHbMEHHO Ha Oymare, MHCbMEHHO Ha KommbloTepe, B (opme TectupoBanus u T1.a1.). llpum
TECTHPOBAHUU ISl CIA0OBUISIINX CTYJACHTOB HCHOJB3YIOTCS (OHIBI OICHOYHBIX CpPEICTB C
yYKpymHEeHHBIM 1mpudTom. Ha sK3aMeH mpuriamaercsi COnpoBOXKIAIOUINA, KOTOPhI 00ecIieYrnBaeT
TEXHUYECKOE  CONPOBOXJICHUE  CTyIeHTy. [Ipy  HEOOXOJMMOCTH  CTYICHTY-HHBAJIHILY
MPEIOCTABIISICTCS JTOTIOJIHUTEIILHOE BpeMs JIJIsl MOJATOTOBKM OTBETa Ha dK3aMeHe (WM 3adeTe).
OOyuaromnuecss ¢ OrpaHUYCHHBIMH BO3MOXHOCTSMU 3JIOPOBbsI M OOydaromiuecss WHBAIUIBI
00ECIeYNBAIOTCS TMEYaTHBIMA M DJICKTPOHHBIMU 00pa30BaTEIIbHBIMUA pecypcamu  (IPOrPaMMBI,
yueOHble TMMOCcOOusl [JIsi CaMOCTOSITeNIbHOM paboTel M T.0.) B (opmax, aganTUPOBaHHBIX K
OTPaHUYCHUSIM HX 3JI0POBbS M BOCIIPUATHS HHPOPMALIUU:

1) JUTs THBAJTUIOB | JIMII C OTPAaHMYEHHBIMH BO3MOKHOCTSIMH 3/I0POBBSI 110 3PEHHI0:

- VIS CJelbIX: 3aJaHus JUId BBIMOJHEHHWS HAa CEMHHApaxX M IMPAKTHYECKUX 3aHATHIX
oopmisiroTcst penbedHO-TOUeUHBIM mpudToM Bpaiinsg wim B BHIE 3JIEKTPOHHOTO JOKYMEHTa,
JOCTYITHOTO C TIOMOIIBI0 KOMIBIOTEpA CO CIEHUAIM3UPOBAHHBIM MPOTPAMMHBIM OOECIIEYCHUEM
JUISL CJICTIBIX, JTMOO 3aYMTHIBAIOTCS ACCHCTEHTOM; IMUChMEHHBIC 3aJIaHMs BBIMOJHSAIOTCS Ha Oymare
penbedHO-TOUeUHBIM mpupTOM bpaiing winm Ha KOMIBIOTEpEe €O CHEHUATU3UPOBAHHBIM
IIPOrpaMMHBIM OO€CIeUeHHEM JJIsl CIENbIX JUO0 HaJWKTOBBIBAIOTCS ACCHUCTEHTY; O0y4aromuMCs
JUIL  BBITIOJIHEHUS 3a/aHusl TMpH HEOOXOAMMOCTH MPEJOCTAaBISAETCS KOMIUIEKT IMHUChbMEHHBIX
NpUHAJISKHOCTEH M Oymara /sl muchbMa penibeHO-ToueuHbIM 1pudToM bpaiins, koMmberorep co
CMEeLUANTU3UPOBAHHBIM IPOTPAMMHBIM 00ECIIEYeHUEM /IS CIIETbIX;

- I cJa00BHASIINMX: 00ECIeunBaeTCsl WHAMBUIYalIbHOE PAaBHOMEPHOE OCBEILICHHE HE
MmeHee 300 sirokc; 00ydaromMes JUIsl BBITOJIHEHUS 3aJaHUs IPH HEOOXOJUMOCTH MPEI0CTaBISAETCS
YBEJIMUMBAIOIIEe YCTPOUCTBO; BO3MOXKHO TaK)Xe HCIOJIb30BaHHE COOCTBEHHBIX YBEITMYMBAIOLIMX
YCTPOICTB; 3aJlaHMsl JUIs BBIMOJIHEHUS 3a/laHUH 0POPMIISIOTCS YBEIMYEHHBIM HIPUPTOM;

2) JUI MTHBAJIUOB U JIMIL C OTPAaHUYEHHBIMH BO3MOKHOCTSIMH 3/10pPOBBS MO CJIYXY:

- IJS TIYyXMX M caadocablmammx: o0ecrnednBaeTcss Haludue 3BYKOYCHIIMBAOLIECH
annaparypsl KOJJIEKTUBHOTO MOJIb30BaHUS, IPU HEOOXOAUMOCTH 00YJaIOUIMMCS TPEIOCTaBIIACTCS
3BYKOYCWJIMBAIOIIAsl ammaparypa HMHIUBUAYaJIbHOTO TIIOJIb30BAaHUs; MPEJOCTAaBISIOTCS YCIYyTH
CYpJIOTIEPEBOIUNKA;

- AJs  CJAeNOrJIyXMX JOIyCKAaeTcs NPUCYTCTBUE ACCHUCTEHTA, OKAa3bIBAIOIIErO YCIYIH
TU(IOCYpIOTIEpEBOAYNKA (TOMUMO TpeOOBAaHUHM, BBIMOIHSIEMBIX COOTBETCTBEHHO JUIS CIEMbIX U

TIIyXHX);

3) JUIS JIMIL C TSDKEIBIMU HApPYLIEHUSMHU pEeYd, TIYXHUX, Cla0doCibIIIaluX JEKIUU U
CeMUHAapBbI, IPOBOJIUMBIE B YCTHOI (opMe, MPOBOATCS B TUCbMEHHOU (opMme;

4) JUIS MHBAJIWJOB U JIMI] C OTPAHMYEHHBIMU BO3MOXKHOCTSMHU 370POBbS, MMEKOIIUX

HApPYLIEHUs ONOPHO-IBUIaTEJbHOIO aNmnapara:

- IS UL C HApYLIEHUSIMH OITIOPHO-[BUTaTEILHOIO allapara, HapyILEeHUsIMHU ABUTATEIIbHBIX
(GyHKIMNA BEpXHUX KOHEUHOCTEH WIJIM OTCYTCTBHEM BEPXHHMX KOHEYHOCTEH: MUCHhMEHHBIC 33/1aHUS
BBITOJIHSAIOTCS HAa KOMIIBIOTEPE CO CIEHUAIN3UPOBAHHBIM IPOTPAMMHBIM O0ECIICUEHUEM HITU
HA/IMKTOBBIBAIOTCSl ACCUCTEHTY; BBHIIIOJHEHUE 33a1aHUH (TECTOB, KOHTPOJIBHBIX PaboT), MPOBOIUMBIE
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B MUCHbMEHHOU (popMe, TPOBOIATCS B YCTHOH (hopMe ITyTeM ompoca, Oecepl ¢ 00yJIaroumcsl.

9. YueOHO-MeTOAMYECKOE U HH(POPMALIMOHHOE 0O0eceueHue JUCIUIINHBI

9.1 OcHoBHasl 1UTEpaTypa

1. T'ymmna U. A., 3aiineBa H. A. JlokymeHTanmmoHHOE 00€CIIeYeHIE TYPUCTCKON
nesarenbHocTH. — M.: KnoPyc, 2018. — 240 c.

2. Jloponuna JI. A. JlokyMeHTanroHHOE obecrieueHue ynpasienus. — M.: FOpaiit, 2020.

234 c.

3. Hoponuna JI. A. Opranuzanus u TeXHOJIOTUS JOKYMEHTAIIMOHHOTO O0ecrieueHus
yIpaBjeHUs: yUeOHUK M MPAKTHKYM IS akajgeMudeckoro OakanmaBpuara / JI. A. Jloponuna, B. C.
Wpuruxosa. — M.: ¥Opaiir, 2018. — 233 c.

4. Jloponuna JI. A. Opranuzanus U TEXHOJIOTUS JOKYMEHTAI[MOHHOTO 00ecieueHus
ynpasienusi. — M.: FOpaiit, 2020. — 234 c.

5. HBanosa A. 0. Pycckuii A3bIK B J1€7I0BOM TOKYMEHTALMU: YU€OHUK U MPAKTUKYM JJIsl BY30B
/ A. FO. BanoBa. — M.: FOpaiit, 2018. — 157 c.

6. Kaszakeuu T. A. JlokymeHTaIlIMOHHOE OOecTieyeHe YIPaBIeHUs: yYeOHUK U MPAKTUKYM
st CITO / T. A. Kazakeuu, A. U. Tkanmu. — 2-e u3a., ucnp. u gorn. — M. : FOpaiir, 2018. — 177
c.

7. Kazakesuu T. A. JlokymeHTarnmonHoe obecrieuenue ynpasieHus. — M.: FOpaiit, 2020. —
178 c.

8. Kopmnees U. K. [lokymeHTanmonHoe obdecrnieuenue ymnpasienus. — M.: FOpaiir, 2020. —
385c.

9. Kyrymesa T. B. J/lokymeHTaninonHoe odecreueHue ymnpasieHus. YueoHoe nocooue. — M.:
®enukc, 2020. — 238 c.

10. Ky3neunos U. H. /lokymeHTalmoHHoe o0ecrieyeHne yrpaBieHHsl IEPCOHATIOM: YUeOHUK U
npaktukym 1yt CITIO / . H. Ky3nenos. — M.: FOpaiit, 2019. — 521 c.

11. Ky3uenoB U. H. JlokymeHnTammonnoe obecreuenue ymnpasieHus. JJokymeHToo00poT 1
nenonpoun3BoicTBo. — M.: FOpaiit, 2020. — 463 c.

12. Ky3neno WM. H. Opranuszanus 1 TEXHOJIOTHSI JOKYMEHTAI[HOHHOTO 00ECTICUeHHS
ympasienusi. — M.: FOpaiit, 2019. — 522 c.

13. JlaBpentbeBa M. I'. JlokyMeHTaIMOHHOE 0OECTICUeHNE KaIPOBOH JIeATEIHLHOCTH B cepe
uHAyCcTpuM rocrenpuumcrsa. — M.: Undpa-M, 2019. — 100 c.

14. TlonoB A. B. ApxuBoBenenue. 3apyoexxHas poccuka: yueOnuk s CI1O / A. B. TTonoB. —
M.: FOpaiir, 2018. — 168 c.

15. CrpaxoB O. A., AnekceeBa T. B. JlokyMeHTallMOHHOE 0OecieueHue ynpaBieHus. Y YeOHUK.
M.: Punon, 2020. — 132 c.

16. [llysanosa H. H. [lokymeHTanmonHoe obdecrnieuenue ynpasienus. — M.: FOpaiit, 2020. —
266 c.

17. lllysanosa H. H. Opranuzanus ¥ TE€XHOJIOTHS TOKyMEHTAllMOHHOTO 00ecTeYeH s
ynpasnenus. — M.: FOpaiit, 2020. — 266 c.

18. Illernos B. I1. JlokymentannonHoe obecnieuenue ynpasienus (JIOY). — M.: Oenukc,
2017. — 16 c.
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9.2 MeToanyeckne YKa3aHUsi MO0 OCBOCHMI0 JAUCHMIUIMHBI «Teopusi opraHusaumm u
opranu3annoHHoe noseaenue» (Ilpuioxkenue).

10.

MarepuajibHO-TeXHUYeCKoe o0ecrneyeHue TUCIHILTHHbI

10.1. MaTepuajibHO-TEXHUYECKas 0a3a

[lepeuenp MaTepHATBHO-TEXHUYECKUX CPEICTB Y4YEOHOW ayquTOpUU MJIsi TPOBEACHUS
3aHATUHI 110 TACLUILINHE!

yueOHas ayJUTOpHs, TOCKa;
CTallMOHAPHbBIE KOMIIBIOTEPHI;
MYJIbTUMEAUNHBIN TPOEKTOP;
HACTEHHBIN IKpaH.

10.2. IlomeneHust 1JIsi CAMOCTOSITEILHOI PadoThI

[Tomemenue s camocToATeNbHOM paboThl — I'maBHBIM yueOHbI koprnyc @I'BOY BO
«['po3HEHCKMIT TOCYAapCTBEHHBIM HEPTSIHOW TeXHUYECKUH yHHBepcuTeT» 364902, YeueHckas
pecny6unuka, r. ['po3nsiii, mpocnekt uM. X.A. Hcaesa, 100. Ayautopus 3-05.
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Ilpunoscenue

MeToan4yeckne yKa3aHus 0 OCBOCHUIO TMCHUIJIMHBI «YIpaBJieHne 0pucom»

1. MeTtoanyeckne yKa3aHus sl 00y4alIIMUXCS MO0 MJIAHUPOBAHUIO U OPraHU3alMU
BpeMeHH, He00X0UMOT0 /IJIS OCBOEHUSI I CUMILJIMHBI.

W3yueHue pekoMeHIyeTcs HayaTb C O3HAaKOMIIEHHST C paboyeil  mporpamMmoi
JTUCIUIUIMHBI, €€ CTPYKTYpOH M coJep)KaHheM paszeioB (Momyneit), (OHAOM OLEHOYHBIX
CPEICTB, O3HAKOMHUTbCA C Y4E€OHO-METOJUYECKUM U HH(POPMAIMOHHBIM OOecreueHueM
JUCIUTUIAHBI.

JucuumnuHa «YnpasjeHue 0pucOM» COCTOUT U3 6 CBSI3aHHBIX MEX]y COO0I0
TeM, 00eCIeunBaIOLIMX OCJIE0BAaTEIbHOE U3yUeHIE MaTepHrala.

OOydeHue 1Mo JUCLUIUIMHE «YNpaBiieHHe 0(HcOM» OCYIIECTBISETCS B CIEIYIOLIMX
dbopmax:

1. AyautopHble 3aHATUSA (JEKLUUHU, IPAKTUYECKUE 3aHATHS).

2. CamocrostenbHass paboTa CTyAeHTa (MOATrOTOBKAa K JIEKIMSAM, IPAKTHUYECKUM
3aHATHUAM, TeCTaM, pedepatam (IPe3CHTAIHSIM).

Y4eOHbIE MaTepuan CTPYKTYpHPOBaH W HW3yY€HHE IUCHUIUIMHBI TPOU3BOAMTCS B
TEMaTUYEeCKON MOCIe0BaTeNbHOCTUH. Kax/10My NpPakTHYECKOMY 3aHATHIO U CaMOCTOSATEIILHOMY
U3Yy4EHHIO MaTepuasa MpeAlecTBYeT JeKIMs 10 JaHHOM Teme. OOyuaroniyecs caMOCTOSTENbHO
IOPOBOJAT IPEIBAPUTENIbHYIO TOJATOTOBKY K 3aHATHIO, NPUHUMAIOT AaKTHMBHOE Yy4yacTHE B
00CYX/IEHUN TEOPETUYECKUX BOIPOCOB, pa30ope MpoOJEeMHBIX CUTyallMid U IMOUCKOB IyTeH HX
pewieHus. MHorue mpobiemMbl, U3ydaemble B Kypce, HOCAT TUCKYCCHOHHBIM XapakTep, 4TO
npernonaracT MHTEPaKTUBHBIN XapakTep MPOBEICHHs 3aHATUI Ha KOHKPETHBIX MpUMepax.

Onucanue nocsae10BaTelbHOCTH AEHCTBHI 00yJaroImerocs:

[lpy wn3ydyeHUM JUCUUIUIMHBI CIEAYeT BHHMMATEIBHO CIyIIaTh M KOHCHEKTHPOBATh
MaTepHuaj, W3JlaraeMblii Ha ayJUTOPHBIX 3aHATHAX. [[nd ero moHMMaHus M KayeCTBEHHOTO
YCBOEHHUS PEKOMEHIYETCSI CIEAYIOLIast IOCIEI0BATEIBHOCTD IEHCTBUI:

1. Ilocne oxkoH4aHMsI y4yeOHBIX 3aHATHHM AJI 3aKpEIUIEHUs MaTepuana IpOCMOTPETh U
00ayMaTh TEKCT JIEKIIMH, IPOCTYIIaHHOM CerojiHs, pa3o0parh paccMoTpeHHble npumMepsl (10 —
15 munyr).

2. IIpn moAroToBKE K JIEKIUH CIEIYIOLUIEro JHsS MOBTOPUTH TEKCT MpPEbIAYIIEH JIEKIINH,
OlyMaTh O TOM, Kakast MOKeT ObITh crieayromias tema (10 - 15 munyT).

3. B Teuenue Hexnenu BbIOpaTh BpeMs i pabOTHI ¢ JauTeparypoil B 6ubanoreke (mo 1

qacy).

4. IIpy nOArOTOBKE K MPAKTHYECKOMY_3aHSTHIO IIOBTOPUTH OCHOBHBIE IOHATHS IO TEME,
U3YYUTh IPUMEPHI.

2. Mertoauyeckue ykazaHusi no padore o0y4almMXcs BO BpeMsi NPOBeJdCHHSA

JICKLUH.

Jlekuuu fmal0T  OOydaloOUIMMCA CHCTEMAaTU3MPOBAaHHBIE 3HAHUSA 10 JAMCLUIUIMHE,
KOHIIGHTPUPYIOT MX BHMMaHUE Ha HanOoJjee CIOKHBIX M BaXKHBIX Borpocax. JIekiuu oObIuHO
U3JaratoTcsl B TPaJUIMOHHOM MM B MpoOieMHOM cTuie. /Ui CTyneHTOB B OOJBIIMHCTBE
ciyyaeB B mpoOsieMHOM crtuie. [IpoOiaeMHBbI CTHIB MO3BOJISET CTUMYJIMPOBATH AKTHBHYIO
MIO3HABATENBHYIO JIEATENILHOCTh OOy4aloIMXCsl M MX HMHTEpPEC K JIUCIHMIUIMHE, (OPMHUPOBAThH
TBOpPUECKOE MBbILIUICHWE, MpuOeraTb K MPOTUBONOCTABIECHUSIM U CpaBHEHHSM, JeJaTh
00001IeHNs, aKTUBU3UPOBATh BHUMAaHME OOYYAIOIIMXCS IYTEM IIOCTAaHOBKU MMPOOJIEMHBIX
BOIIPOCOB, MOOUIPATH JUCKYCCHUIO.

Bo Bpems NEKIMOHHBIX 3aHATUN PEKOMEHIYETCs BECTH KOHCIEKTHPOBAaHUE Yy4eOHOIo
Mmarepuana, oOpamarb BHUMaHUE Ha (OPMYJIMPOBKM U KAaTETOPUM, PACKPBIBAIOLINE CYTh TOIO
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WJIM UHOTO SIBJICHUS, WX IIPOLECCOB, BBIBOJBI U TPAKTUYECKUE PEKOMEHIALINN.

KoHcnekT nekuuu Jiydine noapasieisaTh Ha MyHKThI, COOII0Aast KPaCHYIO CTPOKY. DTOMY
B Oo0ibIION cTeneHu OyayT crnocoOCTBOBaTb BOIPOCHI IIIaHa JIEKUUHU, IPEAJIOKEHHBIE
npenonaBarensm. Cremxyer oOpamaTh BHUMAaHHE Ha aKIEHTHI, BBIBOJABI, KOTOpBIC JeNaeT
npenojaBareib, 0OTMeuasi HauboJiee BaKHbIE MOMEHTHI B JIEKIIMOHHOM MaTepHajle 3aMeYaHUsIMU
«BAXKHO», «XOpOLIO 3allOMHMUTH» U T.I. MOXXHO JejaTh 3TO M C IOMOIIBIO Pa3HOLBETHBIX
MapKepOB WIH PYUEK, IOJUEPKUBAsI TEPMHUHBI U OIIPEIEICHMUSL.

Ilenecoobpa3Ho pa3paboTaTh COOCTBEHHYIO CHCTEMY COKpalleHud, abOpeBuaryp u
cuMBOJIOB. OnHaKo mpu JajupHeimedl paboTe ¢ KOHCHEKTOM CHMBOJBI JIy4llle 3aMEHHTb
OOBIYHBIMH CJIOBaMU sl OBICTPOTO 3PUTEIILHOTO BOCIIPHUSTHS TEKCTA.

PaboTast Hajg KOHCHEKTOM JIEKLMH, HEOOXOAMMO MCIIOJIb30BaTh HE TOJBKO OCHOBHYIO
JUTEpPaATypy, HO U Ty JINTEPATYPY, KOTOPYIO AOIOJHHUTENBHO PEKOMEHIOBAJ IPENOJABaTENb.
MMeHHO Takasi cepbe3Has, KpONOTINBas paboTa ¢ JEKIMOHHBIM MaTEpUaAIOM MO3BOJUT ITyOOKO
OBJIAJIETh TEOPETUYECKUM MATEPUATIOM.

TemaTuka nexuuii jaercs B paboueil mporpamMmme JUCHUILIMHBL.

3. Meroanyeckne ykKa3aHus OOy4amoImMMcs IO NOATOTOBKE K HPAKTHYECKHM
3aHATHSM.

Ha mnpaxkTuyeckux 3aHATHUSX TNPUBETCTBYETCS aKTUBHOE Y4yacTHE B 0OCYXJIEHUU
KOHKPETHBIX CUTYyallUi, CIIOCOOHOCTb Ha OCHOBE IOJIYYEHHBIX 3HAHUHW HaXOAMTh Haubosee
3 PEeKTUBHBIE PEIICHHUS TOCTABIECHHBIX MPOOIEM, YMETh HAXOAUTh TOJNIE3HBIH JONOTHUTEIbHBINA
MaTepuai 1o TEMATUKE CEMUHAPCKUX 3aHSATHM.

CryneHTy peKOMEHIyeTcs CelyrolIasi cXxemMa MOArOTOBKH K MPAKTUYECKOMY 3aHSATHIO:

1. O3HakomileHHE € IUIAHOM HPAaKTUYECKOIO 3aHATHs, KOTOPBIM OTpaxkaeT cojiep)kaHue
MPEII0KEHHON TEMBI;

2. [IpopaboTaTh KOHCIEKT JICKIIHIA;

3. IIpounTaTh OCHOBHYIO U JIOTIOJTHUTENBHYIO JTUTEPATYPY.

B mponecce moAaroTtoBkM K IPAaKTHUECKUM 3aHSATHSAM, HEOOXOOUMO OOpaTuTh 0co0oe
BHUMAaHHE HA CAMOCTOSITEIbHOE M3YYEHHE PEKOMEHIOBAHHOW nuTeparypsl. [Ipu Bcell moaHoTe
KOHCIIEKTUPOBAaHUS JIEKIMM B HEW HEBO3MOXKHO M3JIOKHMTH BECh MaTepuaj H3-3a JIMMUTA
ayIuTOpHBIX 4acoB. [loaTomy camocrositenbHas paboTa ¢ yueOHUKaMHU, yUeOHBIMU ITOCOOUSIMH,
HAay4HOM, CIIPaBOYHOW JINTEpATypoO, MaTepHallaMM NEPHUOJMYECKHX H3JaHui u VHTepHera
sBisieTcd HanOosee 3((EeKTUBHBIM METOJIOM IMOJYYEHUs JONOJHUTEIbHBIX 3HAHHUM, MO3BOJISIET
3HAYUTEIbHO AaKTHBH3UPOBATh IMpoOIlecC OBIAJACHUA HHpopManuel, crnocodcTByeT Oonee
rNyOOKOMY YCBOEHHIO H3y4yaeMoro marepuana, (OpMHpPYeT Yy CTYJICHTOB OTHOULIEHHE K
KOHKpeTHOH mpoOineme. Bce HOBble MOHATHS MO HM3ydaeMoll Teme HE0O0XOAWMO BBIYYHUTh
Hau3yCTh U BHECTHU B TJIOCCapUi, KOTOPBIH I11€7€CO00pa3HO BECTH C CaMOro Hayajla M3y4yeHHs
Kypca;

3. Meroanyeckne ykKa3aHusi OOy4amIIMMcs 10 OPraHW3allMd CaMOCTOSATE/JbHOM
padoThI.

Llenp opraHuzaluy CaMOCTOSITEIBLHONH paboOThl MO «YmnpapiaeHue opucoM» — 3TO
yriIyOJieHHe U pacllipeHre 3HaHUi B 00J1aCTH YIpaBJIeHUs, TEOPUU MEHEPKMEHTA.

CamocrosiTenbHass paboTa OOYYAIONMIUXCS SIBISETCS BAXKHEHIIIMM BHJIOM OCBOCHUS
COJIep’KaHusl TUCIUIUIMHBI M TOJATOTOBKU K IMpakTU4YecKuM 3aHATUsAM. Cioja )K€ OTHOCSTCA U
CaMOCTOSITENIbHOE YIIIyOJIEHHOE UW3y4YeHHe TeM AucuuIUIMHbL. CamocTtosdrenbHas paboTa
IpeJICTaBIsIeT cOO0M MOCTOSTHHO JEHCTBYIONIYIO CUCTEMY, OCHOBY 00pa30BaTEIbHOIO Mpolecca u
HOCHUT HCCJIEJIOBATEIbCKUN XapaKTep, YTO MOCIYXXHUT B OyIylleM OCHOBAHHWEM MJi HAIUCAHHS
BBIITYCKHON KBaTM()PUKALMOHHOM paboThl, IPAKTUYECKOIO IPUMEHEHHNS TOTYYEHHBIX 3HAaHHUH.

Opranu3anus caMOCTOATENBHOM paboThl O0Yy4aroIUXCs OPUEHTUPYETCS Ha AKTHUBHBIC
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METO/Ibl OBJIAJICHUSI 3HAHUSIMH, PA3BUTHE TBOPUYECKHUX CIIOCOOHOCTEH, MEPexXoa OT MOTOYHOTO K
WHANBUIYAIN3HPOBAHHOMY O0YUICHHIO, C YIETOM IMOTPEOHOCTEH M BO3MOXKXHOCTEH JIMYHOCTH.

[TpaBuiibHAsE OpraHU3allvs CAMOCTOSTEIBHBIX yUEOHBIX 3aHSATUH, UX CHCTEMATHYHOCTD,
1eecoo0pa3Hoe IIaHNPOBaHUE pab0Yero BPEeMEHH IMO3BOJISIET CTY/IEHTaM pa3BUBATh YMEHUS U
HAaBBIKM B YCBOCHHHM M CHCTEMAaTH3allUd IMPUOOPETaeMbIX 3HAHWMA, 00ECIeYMBATH BBICOKHIA
YpOBEHb  YCIIEBAEMOCTH B  MEpPHOJ  OOYYCHHUs, TMOIYYHTh  HABBIKM  ITOBBIIICHUS
po(hecCHOHATLHOTO YPOBHSIL.

[TonroToBKa K MPAaKTUYECKOMY 3aHATHUIO BKJIIOYAET, KPOME MPOpabOTKM KOHCIEKTa M
MPE3CHTAIMH JICKIUH, TTOUCK JIUTEPaTyphl (10 PEKOMEHIOBAHHBIM CITHUCKAM M CaMOCTOSITEIIBHO),
MOJTOTOBKY 3arOTOBOK /IS BBICTYIUICHUH IO BOIPOCaM, BBIHOCUMBIM JUISI OOCYXKICHHS IIO
KOHKpPETHOW Teme. Takuwe 3aroTOBKM MOTYT BKJIIOYATh IUTAThl, ()AKTHI, COMOCTaBICHUE
Pa3IMYHBIX MO3UIMH, coOcTBeHHBbIE MbICTU. Ecimu mpobiiema 3amHTepecoBaiia 00ydaroIierocs,
OH MOYKET MOJATOTOBUTH pedepaT U BHICTYIIUTh C HUM Ha MPaKTUYeCKOM 3aHATHH. [IpakTuueckoe
3aHATHE - OTO, MPEXKAE BCEro, IUCKYCCHs, OOCYXKIEeHHE KOHKPETHOH CHUTyallMH, TO €CTb
IpeJroiiaraeT yMeHHe BHUMATENIbHO CIYyIIaTh WICHOB MaJlOW TPyNNbl U MOJAEpaTopa, a Takke
CTapaThCs BHICKA3aTh CBOE MHEHHE, BHICKA3bIBAaTh COOCTBEHHBIC UJICU U MPEATIOKEHUS, YTOUHSITh
U 3aJ1aBaTh BOIIPOCHI KOJUIETaM MO 00CYKIEHUIO.

CamocrosiTenbHas paboTa peanusyercs:

— HETMOCPEJICTBEHHO B TPOIECCE AYAWTOPHBIX 3aHATHH - HA JIEKIUAX, MPAKTUYCCKUX
3aHITUAX,

— B KOHTAaKTEe C IMperojaBaTelieM BHE PaMOK pACIHCAaHUS - HAa KOHCYJIbTAIUSAX I10
yueOHBIM BOIIPOCaM, B XOJ€ TBOPYECKMX KOHTAKTOB, MPHU JHUKBUIAIMH 33J0JDKEHHOCTEH, MpH
BBITIOJTHCHUH WHIUBUAYAIBHBIX 331aHAN U T.]T.

- B Oubnmoreke, noma, Ha Kadeape MpU BHINOTHEHUH OOYyYaIOUIMMCS Y4YeOHBIX H
MPAKTUYECKHX 3a71ad.

Bunaer CPC no gucipnianie
dopmMamMu BHEAYJUTOPHOW CaMOCTOSITENIbHOM paboThl MO AMCHUILIMHE «YNpaBjeHHe
opucoM» SBISIOTCS TIOBTOPCHHE JICKIIMOHHOTO Marepuaia, pabora ¢ yd4eOHOW JHMTepaTrypow,
MOJITOTOBKA K MPAKTUICCKUM 3aHSATHSIM, IOATOTOBKA pedeparToB.

Tembl A7 caMOCTOSTENbHON paboOTHl MpoMUcaHbl B pabouell mporpamMme JUCHUTUTHHBIL.
O} PeKTUBHBIM CPEICTBOM OCYIIECTBICHUS OOYYaIOIIUMCSI CAMOCTOSTEIHHOM pabOTHI ABISETCS
AIIEKTPOHHAsT WHGOPMAIMOHHO-00pa3oBaTenbHas cpela YHHUBEpCHUTETa, KOTopas obOecriednBaeT
JOCTyNn K Yy4eOHBIM IUIaHaM, pa0oyuM MporpaMMaM JUCHUIUIMH (MoAylel), MpPakTHK, K
U3JIAaHUSM DJIEKTPOHHBIX OMOTMOTEYHBIX CHCTEM.
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CocTaBuTEIb.
Homent xad. «MUuby»

COI'VTACOBAHO:

3asB. BeIN. kad. «MUuby»

Hupexrop AYMP
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