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1. HEJHA OCBOEHMA JUCHUAIIIHHDBI

LlenaMer OCBOSHHA AUCHMIUIHHEL (MOAYILI) «Jlenoroe anMHHHCTpHpOBaHHe»E;{Bﬂﬂmms{ H3y-
YeHHe CTYACHTAMHM KOHCTPYKTHBHBIX AIMHHHUCTPATHBHBIX COCTABISIOIIAX HpO(I]:eCCHOHa_IIBHOI‘O
PYKOBOJACTBA OpraHm3alyeil, paccMOTPEHUE UX CYIMHOCTH, COCTABA M COREPKAHMS, bCBoeHne bopm
H METOJIOB JEIOBOTO aAMUHHCTPHPOBAHHS, |

2, MECTO THCIHHUIIINHBI B CTPYKTYPE OIOII BOi

Hucnunmna «Jenosoe anMUHUCTPHPOBAHHE» B yUeOHOM IUIaHE OTHOCPITCHiK BapHaTHBHOMN
yacTH broka 1 «JJucuMIINMHEEL (MOXyJIM)», BXOOALEH B ITporpaMMmy Oo0ydeHmHs i6aKaﬂaBp0B o
Hanpaeneru:o 43.03.03 «l'octunnyunoe nemo». Comepxur B cebe 3HAHHUSA 110 (bHHOC(i)(l)HI/I, HUCTOPHH,
npodeCCHOHANBHOMY ITHKETY, MCHXONOTHN (KOH(IUMKTOIOTHH). I[HCIH/IHHPIH&MI/I,% HEOOX0IUMEIM
IUIL OCBOGHHSA HAaHHOIO MoOZymd sBasiorca «Mctopusa», «llcuxomorus», <(BB€I[€H1:/IG B CII€LHaNIb-
HOCTH». OCHOBHBIE IIOJIOXKEHHS JUCIHMILIMHBL MOTYT OBITh HCIOIB30BAHEL B ARILHEHIIEM [IPH H3Y-
YEHHH CIENYHOIAX JHUCHMILIEH: «Oprasusanys UOCTHHHYHOIO Aejla», « OCTHHMYHBIA MEHEIK-
MCHT».

3. KOMIIETEHIMH OBYYAIOWEI'OCSH, COPMUPYEMBIE B PE3Y§JII>TATE
OCBOEHHIA JUCHHUILIUHBI (MOAYJIS) |

B mportecce 0CBOEHHS JAHHOM JHCHMIUTHHEI CTYAEHT (OPMUPYET CIEAYOIMHE KOMIETEH-
UHH:

1. Obwenpogheccuonanvrule:

- cocOOHOCTE OpraHu30Bath padoty uenonrautenei (OITK-2).

2. IHpogeccuonanvhsie:

- CHOCOOHOCTE KOHTPOIHPOBATE BLINOIHEHHE TEXHOMOTHYSCKUX HpOHECCOB U IOOIKHOCT-
HBIX UHCTPYKUMM B TOCTHHUYHOM JeSTEeTBHOCTH; FOTOBHOCTH K OPraHH3aluy pa6pT IO TIOJTBEp-
KISHHIO COOTBETCTBHA CHCTEME KIACCH(MKAIMY TOCTHHHEI H APYTHX cpencts pasmemenus (ITK-
5).

B pesynprate oCBOSHMA OMCUUILIMHEI 00ydaroumiics NOIKEH I[GMOHCTpHpOBaTB CIenyIo-
ITHE Pe3yNbTaThl 0Opa3oBaHUA:

3name:

— OCHOBHBIE [OHSATHS - 3(PpCKTUBHOCTH, BIACTb, BIIHMAHHUE, BHELIHSIS cpené OpraHM3alluy,
BHYTPEHHSsS Cpela OpraHH3alMu, LEeNh YIPaBIEHWs, FOPH3OHTANBHOS pasneneﬂne TpyIa,
BepTHKAIRHOE pasaenenne Tpyaa(OIIK-2).

— wmetopsl ynpaenerus (OI1K-2). :

— O00BeXKT ¥ TmpenMeT YIPaBICHHWS, NPHUHLOWIL  YIPaBIeHUS, uenng YIIpaBIICHHS,
crparermueckne uenu (OIIK-2). '
— MHCCHA, IONTUTHKA, dprnocodud opranuzarmm (OITK-2).

— CTPYKTYDY YIpaBIEHHS, IPHPOTY B COCTaB GYHKIUH YIPaBICHHUS pasmemeHst (HIK-5).
~ CTHIM YIPaBIEHHH, MOBEIEHYECKHE MOAETH PYKOBOJIUTENEH, Q)opMHpOBaHHe ¥ Knaccudu-
Kaluio rpym pasMemenns (ITK-5).
Ymemp:
— ONTHMH3HPOBaTh OH3HEC-TIPONECCH] K OpTaHH3aI[MOHHBIE CTPYKTYpPBE Ha HpeHHpHHTHHX
HHAycTpRHA rocrenpauMcTa (11K-5), '



Braoems (Hagvikamu):

HaBBIKAMH PeaH3allH] IPOLECCHBIX pHHIMIoB ynpasnedns (OI1K-2).

4. CFPYKTYPA U COAEP)KAHUE JUCTUTIINHDBL (MOAY JLH)
OButas TPyA0EMKOCTb AUCITUTLTHHEI COCTABIIAET 2 3a9CTHBIC SIMHUUBL, /2 Jaca.

DopMbl

Buzbl y4eGHOM paboThl,
BKJIHOUAS CAMOCTOATENBHYIO C TeKVLLETo
= Obbem : i
S paboTy CTYNSHTOB ¢ . : KOHTPO14
o B TPYAOEMKOCTD (B 1acax) YHEOHOR = yenepaemocTy
=3 paboTb, ¢ |
Na Pazien (Tema) g1 g v U o — (no nedeaam
n/n OUCLIMIIHHB] 2l = T | £ |2 - P L cemecmpay),
S| 5| E|8883Z7 (| & |nHTOPAKTMBHEX bopa
2| ZF|EZ9E d3 4 ~ METONOB | o
2! ¥l asgiyg 5 | IPOMEKY TOUHOT
T2t 3sgE g @ S| (suacax/%) | P
g 9¢ 5 | aTTecTalKH (ne
c s = L cemecmpam)

l Teoperuueckue 1 811 |22 6 2/50 i

METOAMHECKHE |
| OCHOBbI AENOBOTO .
aIMHHHCTPHPOBAHKS.

2 | Gopmuposanue 1 82 |22 6 2/50 '

NpHMEHEHHE

aJIMHHHCTPHPOBAHNA

B OPT2HH32LIUH.

3 CTpykTypa g8 | 3 212 6 2/50 PeitTuur-

. aIMMHHUCTPALUK | KOHTpOIb |
| IpeanpUATHA B

PBIHOUHBIX YCAOBHAX

Tpyda.

4 | Meroae! 84|22 6 2/50
AIMHHHCTPATHBHOTO
yTIpaBneHus
opraHH3aluen.

5 YnpaeaeH4eckas 8 5 2102 6 2/25 PeitTunr-
KOomaHaa - KOHTPOJIb 2
COBPEMEHHBIH
cnocob pabotol
aJIMMHUCTDALIMH.

6 Pernamentupopanne | 8 | 6 | 2 | 2 6 2/50

| npouecca
NPOX3BOACTBA K
KauecTBa NpoayKLUHH
(yeayr).
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COJEPKAHUE JUCHHUILIVHEBI

Tema 1. TeopeTHuecKkre H METOAHYECKNE OCHOBBI I€10BOT0 dﬂMHHHCTpHpOBaHHﬂ MecTo #

pOJb ACTTOBOTO AIMHHUCTPDHPOBAHHUA B CUCTEME 3HaHuH.

(OS]




Tema 2. GopMHpOBaHKE W PHVEHEHHE AAMHHHCTPHPOBAHHSA B 0praHu3amuy. QYHKIHOHATb-
HBIC OCHOBB! 4IMHHUCTPHPOBAHUA. !

Tema 3. CTPyKTYpa aAMHHHCTPALMM IPEINPASITHR B PHIHOYHLIX YCIOBAAX TPYAA. AJMWHA-
CTPUPOBAHKE MONTHOMOUHH B opranu3auun. Ofume QyHKIMKA aIMUHHCTPANNH oprarmsanui. Cre-
unpuHeckre GYHKIHH aAMAHUCTPALHH.
Tema 4. MeToabl aAMUHHCTPATHBHOIO YIIPABJIeHHA OPraHH3alMeH. VnpaBnquecxne 3HAHWS
1 ymerns. O6uIMe BONPOCH! OLEHKH 3G MeKTHBHOCTH JEATENBHOCTH KomIankH. [TpoGremer cGopa 1
anaH3a KOHKYPeHTHOH HHpOopMalny. ;

Tema 5. YnpasieH4ecKast KOMAHIA - COBPeMeHHBIH cnocod paboTsi aHMHH[rICTpaI.llfIH. Teo-
DHH TUAEPCTBA, ONPEeHAIOWHE CTHIIM TOBeeHNs. TpaHCakuMORHOC JMHACpeTBO. Tpanchopmarv-
oHHOE NHAepcTBO. CHTYaTHBHBIE TEOPHH PYKOBOICTBA: Moaens Duinepa. CI/ITyaETI/IBHbIE: TEOPUH

pyxosozacTea: Teopun Xepcu-bnanimapa.

Tema 6. PermamenTuposaHe Npouecca NPOU3BOACTEA H KAYeCTBA nponymumil (yeayr). Opra-
HU3ALKS KaK cHcTeMa yrpasienus. Moens )H3HEHHOTO [MKIIa OpraHu3aluy AH3eca.

Tema 7. HudopManHOHHO-KOMMYHHKAIHOHHBIE TEXHOJIOFHA B pemameHTH];:mBaHnH aIMH-
HHCTPATHBHOMH JeAaTe1bHOCTH. MHDOpMalMOHHO-KOMMYHHKALIHOHHOE 06CCH6‘;-IGHPI€ MCHEK-
MeHTa, THIIB CHCTEM, TIPHMEHSEMBIX B MHIYCTPHH TOCTEIPHAMCTBA. 5

Tema 8. Opranuszauus ynpapieHdeckoro Tpyaa. Ilianuposansne u ynpannenme BpeMeHeM
PYKOBOXHTE/IS.

IlepedeHnb TEM NPAKTHICCKHX 3AHATHH

TeopeTHUYeCKHE H METOIMYECKHE OCHOBBI IEJIOBOTO aMHHHCTPHPOBAHHSI.

MOopMHPOBAHNC U TIPUMEHEHHE aIMHHHCTPUPOBAHHS B OpraHH3aLHH.

CTpyKTypa aAMWHHUCTPALWH IPEATNIPUATHS B PIHOYHEIX YCIOBHSIX TPY.Ia.

MeTOoIB AIMUHUCTPATHBHOTO YIIPABACHHSA OpraHU3alnei.

Y1paBIeHuecKas KOMaH/1a - COBPEMEHHBIA criocod paboTel aAMHHHCTPAlHH.
PeraMeHTHPOBAHHE ITPOTIecca IPOH3BOACTBA M KAUeCTBa TIPOAYKIMM (yeuyr)., |

PN RN N

OpraHfsamus YIpasIeHveckoro Tpyaa. [LIaHHpOBaHKE H YIIPABIEHAE BPEMCHEM PYKOBO-

JUTCIA.

5. OBPA30OBATEJBHBIE TEXHOJIOI'MA

O6pazoBaTeNbHbIE TEXHOIOIHH, PEKOMEHIYEMBIE I U3YIEHHS «JIEOBOE AIMUHICTPYPOBAHHE !

- IIENOBEIE U POJIEBBIC HTPHL, 5

- aHATH3 KEHCOB,

- TPEHWHTY HA PA3BUTHE KOMIICTCHIIHH, ,

- 3KCKYPCHH Ha 00BeKTH Oyaywel npodeccuoHanbHON ACATEIBHOCTH I BnaﬂHMHpa u Bra-
TAMHPCKO# 061aCTH (OTENH, TOCTHHUIIBI, PECTOPAHEI | IIp.)

- BUCO MaTEPUATBI O TEMAM MOLYJIA H TIP.

PexOoMEHIYETCA HCIIONB30BAHAE HHGOPMAITMOHHBIX TEXHONOTHH (npe3eHTauHH BHICODHITE-
MBI, pabOoTHI ¢ 3NEKTPOHHEIMH YIeOHHKAaMH, 3leKTPOHHBIMHE TeTpaasaM4, bazamu ,E{a;HHBIX H T.I.).



6. OIEHOYHBIE CPEJACTBA /151 TEKYIIEI'O KOHTPO.IA YCIIEBAEMOCTH,
IMPOMEXYTOYHOM ATTECTALIUM IO ATOTAM OCBOEHUSI JUCLUILIUHB] U
YYEBHO-METOINYECKOE OBECHEYEHUE CAMOCTOSITEJALHON PABOTHI

CTYJIEHTOB

OueHKy 3HaHUH (TeKyUIMH KOHTPOJIb YCIEBAEMOCTH H IIPOMEKYTOUHYIO aTTeCTaumo) 1o
JMCLHIUINHE «emoBOe aIMUHACTPHPOBAHHEY PEKOMEHIYETCS NMPOBOINTE B cne,uymmen dopme:
—  peHTHHI-KOHTPOJH (B TPH 3Tana);
— pedepar;
—  zauer
[Tpy OlLIEHWBAHHWHK PE3yNbTATOB OCBOEHUA AMCUMILIHHBI (TEKYIIETO KOHTPOJIA ycneBaeMOCTH u
IPOMEKYTOUHOM arTecTallny 00YYalOUINXCs) PEKOMEHAYETCA MPUMEHEHHe GalnbHO-peHTHHIOBOM
CHCTEMBI, :

Tect ans peiitunra Ne 1 mo aucnnmansne «Ierosoe anMHanTpnponsimue»

1. Korna 6bit  BBeaeH B meHcTsmMe HOBbIA TpynoBoit komexe Pocewmiicko Peaeparyn?

a) 1 espans 2001 roxa |

6) 1 deppana 2002 rona.

B) 1 derpana 2003 roxa.

2. Kaxoit qorosop 3axinodaercs ¢ paGOTHHKOM TIpH IIPHEME HA paboTy?

a) ['pax/1aHCKO-TIPABOBOI 1OTOBOD.

6) Yuenuuecknii JOroBop.

B) TpynoroH 10r0BOP.

3. Kakux TpyIOBHIX JIOTOBOPOR 110 CPOKY WX JEHCTBHSA HE CYIUECTBYET?

a) beccpouHBIX.

6) CpouHsIX,

B) [IpeprIBUCTEIX.

4. KakoB MakcHMalbHBIE CpOK  CPOYHOTO TPYROBOTO JOTOBOpa?

a) 1 roa.

6) 3 roaa.

B) 3 JerT.

5. B CKONBKHMX 3K3EMIUIIPax COCTABASETCS TPYIOBOH JOTOBOP?

a) B ogHOM.

0) B nByx.

B) B Tpex. .

6. B kaxolt cpox nmpH (pakTuuecKoM AOTYUICHMH paOOTHHKa K padote paGOTOI[aTeJTB 0bsA3an
0(hOPMHTE ¢ HIM THCBMEHHBIH Tpy10BOH HOTOBOP? '

a) He mosmree 1 mHs co AHS $axTHYECKOro AONYLICHHS K paboTe.

G) He nosanee 3 qHeH co mHS QakTHIECKOro JOMYIIEHHS K paboTe.

B) He nosanee 5 aHel co AHA PaxTHUeckoTo XonyleHus K pabote.

7. B kakoM criygae MOKHO M3MEHHTE TpyA0BOi JoToBOD? .

a) o coraameHuto TobKO 0OEHX CTOPOH.

6) ITo perueHn10 pyKOBOIUTES.

B) Ilo pemieHHIO paboTHHKA.

8. Kaxue [HeHCTBHA JODKEH NPEANPHHATH PaGOTONATEND, €CIH 110 ero HHHHH&THBC npe-
CTOWT H3MEHEHHE CYINECTBEHHBIX YCIOBHI TpynoBOTrO



J0TOBOpPa € paGOTHHKOM, HAalpUMeEp, pexnuma pabovuero BpeMeHH?

a) O6waBuTE 06 TOoM paboTHUKY Ha oOwem coOpaHUM 3a HEACNHO 10 BBGIIGHPISI HOBOTO
pexumMa pabovero BpeMeHH.

%) CoobwmuTe HaKaHYHE HW3MEHEHHH Yepes CeKpeTaps.

B) ITHChMEHHO W3BECTHTL PAOOTHHKA HE [IO3HEE, YCM 34 JBA MCCALA 1O BBeneHHﬂ HOBOTO pe-
KHMMa pabouero BpeMeHH. 5

9. [To WHMLMATHBE KOTO HEJIB3S TIPEKPaTHTH TPYAOBOH Jorosop? !

a) Mo nHHUMaTHBE pabOTHHKA.

6) Ilo nHHUHaTHRE paboToNATEIA.

B) Ilo MHUIHATHUBE XKECHBI WITH MYXa.

10. KakoB MHHHMA&IBHBIA BO3pPacT, C KOTOPOTO AONYCKaeTCs 3a1<moq;erme TPY/0BOTO
norosopa? 5

a) 13 ner. :

0) 16 z1eT. |

B) 18 net. ;

11. Kaxkoe yci10BHe TpyA0BOro IOTOBOPA ABIAETCS HECYUIECTBEHHBIM ?

a) HayMenosanue JOMKHOCTH.

0) UcreiTatesisHblii CPOK.

B) Jarta Hadana paboThl ;

12. Kakoift MakcMManbHBIE CpOK  HCIIBITAaHWA yCTAaHABIIUBACTCH r;IpH 3aKIoYe-
HHH  TPYIOBOTO IOTOBOpa, KPOME PpYKOBOJMTENIEH OpraHM3aluil W rmaBHBIX 6yxra.nTepOB"

a) 1 mecsit, 6)3 Mecsua, B) 9 Mecsnes. :

13. Kakoli MakcHManbHBIH CPOK  HCIIBITAHWS YCTRHABIIMBACTCS ﬁpﬂ 3aKIT0Ue-
HUM  TPYOOBOTO HOTOBOPA IS  PYKOBOAWTENICH OpTaHW3aluil W IIaBHBIX 6yxran’rep08”

a) 3 mecsu, 6)0 Mecsa, B) 9 MecqLeB.

14. 119 KaKo# KaTeropny pabOTHUKOB 3aMPELIEHO YCTAHARIHBATE HCITLITAHIE  TTpu IpUEMe Ha
patoTy?

a) Jns nuu, He pocTuriux 18 ser.

6) Jins mun, mocturiux 40 net.

B) Juist Joant, JOCTHTIIHX 55 JeT.

15. Kakue mOKyMeHTBI =~ He TpeOYIOTCA TIpH 3aK/IIOYCHNUH TPYIOBOTO nor:osopa?

a) Ilacropr.

0) TpyaoBas KHUXKKA.

B) COeperaTenbHas KHUMKKA.

16. Kaxo#f noxkanbHBI HOpPMATHBHBIM NOKYMEHT OpraHH3allkH (l)HKCpreT TIOPAIIOK
npuema  Ha paboTy? :

a) KonnekTHBHEIH TOTOBOP.

0) IpaBua BHYTPEHHETC TPYIOBOTO PaACIOPSAIKA.

B} JoJKHOCTHAA HHCTPYKIINA, :

17. Kaxne cBeneHus  4BIAAIOTCA JHIIHHMH B 3a9BJIEHUM O TPHEME Ha pa60Ty‘?

a) ®amuIrd, UM, OTHECTBO PabOTHHKA.

0) Jara nanucaHus 3asBICHHS.

B) CeMmeliHoe MTONIOXKEHNE. :

18. Kaxmm JOKYMEHTOM OKOHYATENBHO O(opMIIAETCS HpHeMéHOBOFO COTPYA-
HHKA Ha paboTy? 5

a) TpyaoBbIM ZOTOBOPOM.



0) 3assnenreM O MpHeMe Ha padoTy.

B) Ilpukaszom.

15. Ha OCHOBaHWH KaKoro  JIOKyMeHTa 0QOpMIISETCS NpHKaz o IIpHEME Ha pa-
6oTy? 5

a) Ha ocHOBaHWM 3asBJIEHHS O IIpHEME Ha padoTy.

6) Ha ocHOBaHUH TpyAOBOTO AOFOBODA.

B) Ha ocHOBaHMHK TPYIOBOX KHMIKKH. ,

20. Kakas yHudpuuupopanHas ¢opMa, yTBEpXKIEHHAs nocraHOBné:HHeM I'oc-
KOMcTaTa, :

UCTIONB3YETCS TIPH 3afOJTHEHHH TIPHKa3a O ipueMe Ha paboty?

a) Yuuduvuuposannas gopma T- 1.

6) Yuuduuuposansas gopma T - 5.

B) YHuuLMpoBanHas popma T - 6.

Tecr aaa pedrurra Ne 2 no aucnmiinne «/Jleaosoe anMHHHCTpnpOBéHHe»
1. Kakolf >nemeHT sBISETCA JUIDHHM TPH OQOPMIICHHUH NMPHXOIHO- paCXOHHOH KHH-
TW 110 yueTy ONIaHKOB TPYAOBOH KHMXKH W BKJIJbIIIA B Hee? '
a) JIHcTh KHHTH POHYMEPOBAHbI M IIPOIIHYPOBAHBI.
6) Knura zaBepena noanuckio pyKOBOAUTENN H CKpeIUICHA CYPIryJHOM rleqa'rmo
B) Ha Bcex HCTax KHWTH CTOMT POCTIMCH TJIaBHOTO DyXTanTepa. '
2.Kem Bexercs KHMra y4era JABHXKEHUS TPYNOBBIX KHIDKEK H BKJ‘I&JIBII]JCH B Hee?
a) KaccupoM Dyxraatepun.
0) COTpYIHMKOM., OTBEHAKIINM 3a BEJACHUE, YUET U XPAHEHHE TPYIOBBIX KHH}KGK
B) PykoroauTENEM OpraHu3ainy. :
3. Kewm yTBepxaeHb!l QOPMEI NPUXOIHO-PACXO] HOH KHHTH MO VYETY 6HaHKOB TPyIo-
BOH KHH)XKH W BKJIaIpllla B Hee W KHUTA yYETa JBHKEHHA prnosmx KHHHceK "
BXJIANBINIEH B HUX? :
a) PyKoBOOMTENEM OPraHU3auunHy.
6) IpasuterscTBOM PO. :
B) MUHUCTEPCTBOM TPY/a ¥ COLMATBHOTO pa3BUTHS
Pd.
4. 1'A¢ B OpraHM3ald¥ XpaHITCAd TPYyAOBBIe KHIKKH?
a) B kabWHETC PYKOBOIHTENS OpTaHN3alliH.
6) B byxrairepun.
B) B oTaene kaapos B celide. 5
5. Yrto creayeTt AenaTh ¢ HCIOPYEHHBIMH MPH 3aMONHEHHH OnaEKaMu pr,[[OBBIX KHH-
Kek? |
a) OCTaBHTE B OTAETE KaapOB.
0) Cniucare 1Mo akTy ¥ YHHYTOXHTE B IPHCYTCTBHH WIEHOB KOMHCCHH.
B) [lepenaTe Ha XpaHEHHUE B apXHB. :
6.Kaxkas yauduuupoBaHHas ¢opma, yTFBepK/IEeHHas MOCTAHOBICHHEM roc;KOMCTaTa,'HC-
MOSTBE3YETCS TPH COCTABISHUM WUTATHOTO paciUCcaHus? |
a) YaugunuposanHas gopma T - 1.
6) Yunduumporaunas dopma T - 2.
B) YHudunuposanHas gopma 1 - 3,



7. KTO He NOANWCHIBALT INTATHOE PACIIMCAHHE?
a) PykoBomnTENb KaapOBOH Ciyx0bI.
6) I'nmasHeiit Hyxranrep.
B) Kaccup.
8. Ha oCHOBaHMH YEro BHOCATCH KOPPEKTHREI B IITATHOE PAaCHCaHKE?
a) Ha ocHOBarWM TIpUKa3a PYKOBOAUTENS.
6) Ha ocroBaHWH pacliopsHKeHHS INIaBHOro byxrainrepa.
B) Ha 0cROBaHWM KOJITEKTHBHOTO LOTOBODA. ;
9. Kako# Cpok XpaHeHUst HMeeT NoNoKeHHue 0 OyXralTepHu (KaK 1 npyrl{le TIOJIOKEHHS
06 otaenax)? !
a) BpemeHHBIH.
0) IocTosHHBIIHA.
B) IlepemMeHHBIH. :
10. Kaxne qoxymenTsl paspabaTeiBaioTes Ha Oase noyoxeruit o0 otaerax? ;
a) [TpaBuia BHyTPEHHETO TPYAOBOrO PaCIOpAIKa. Q
0) JOMKHOCTHBIE HHCTPYKLIUH. !
B) [Tnan paboTeL. :
11. Co cTpyKTYpOH Kakoro JOKYMEHTA COBIIANAET CTPYKTYpa JOIKHOCTHBIX WHCTPYKIIMH?
a) Co CTPYKTYPOH IITATHOTO PACIIHUCAHHSL. |
6) Co cTpykTypoH nonoxenui 0b oTaeaax.
8) Co cTpyKTYpoH TpyZOBOIO JOTOBOPA. ,
12. Korna pabOTHHK  paclWCHIBACTCS B JOJDKHOCTHOMR HHCprquH?
a) I1pm nocTymieHHH Ha paboTy. |
6) Ilpu momyuenuu 3apaboOTHOH MNATHI.
B) IIpn yBOJLHEHHU.
13. Korza cocTaBnsieTest HOMEHKIIATypa Aen?
a) B TeugHue roja.
6) B konne rona.
B) B Hauvase rona.
14. Koraa BroauTCs B ACHCTBHE HOMEHKIIATYpa Jen?
a) B KoHIE KaieHAapHOTOo roja.
6) C 1 ssHBaps oUepedHOro ToJa.
B) Koraa y100HO pyKOBOANTEIO OpTraHH3aluH. ;
15. Kakoe ycnosue gBiseTcs 00S3aTe/IbHEIM IPH 00BCAVHCHHH HECKONBKHX JIEN B OJHO?
a) Ilara cocTapneHys JOKYMEHTA. |
6) CoBnazeHHe CPOKOB XPaHEHHA TOKYMEHTOB,
B) ComepikaHre JOKYMEHTA.
16. Kak uier mouck HeOOXOIUMOTO JOKYMEHTA B HOMEHKNATYPE JeN?
a) Ilo 3aronoexy.
6) Ilo cpoxky xpaHeHus.
B) Ilo naTe BBIXOIA JOKYMEHTA.
17. Yo He gpnseTcs TpeOOBAHWEM K 3aTONOBKY Aera?
a) KpatkocTs.
) [1penebHas TOUHOCTE.
B) OBwMil 3aroI0BOK. HE PACKPBIBAOUINA COAEPKAHKMS JOKYMEHTA.
[8. Kak yCcTaHaBJIMBAETCS CPOK XPaHEHHS JOKYMEHTOB?



a) [lo yCMOTpeHMIO pPYKOBOAMTENA KaIpOBOH CIYyXKOBL _
6) Ilpy  momomm  «llepedHs  THMOBBIX YNPABICHYECKHX HOKYMEHTOB, 06pa-
IYIOUIAXCA B IESTENLHOCTH ODPT4HW3ALHHM, C YKA3aHWEM CPOKOB XPAHEHHA. .
B) [To npukasy pyKOBOAHTENA.
19. Kak wHazweiBaeTcss 3Tanm pabOTHl MOCIE COCTABICHHSA 3arOJIOBKOB Pl YCTaHOBJIE-
HHS CPOKOB XpaHEHHUs Kax10To aena? :
a) Hymeparis.
6) CucremaTusanus.
B) Packmamka.
20.T'me B HOMeHKnarype [ej OPTraHH3allMH paclioyaracTcs nepenncxa‘?
a) B Havane HomenknaTypel aem. :
©) B cepennne HOMERKTATYDBI AEM.
B) B KOHLIe HOMEHKIATYpPEI AeH.

Peiitunr-kontpoas Ne 3 npeanojiaraer 3amurty pedepaToB ¢ OIEHKOH.
Tembl pedepaTon '

1. lenoBoe aIMUHHCTPHPOBAHHE KAK MHCTPYMEHT (DOPMHPOBAHNA YIPABICHISCKIX PeIleHuH.
2. CHcreMa MEHCIKMEHTA KajdecTBa B ACTI0BOM aAMHHUCTPHPOBAHUH. '

3. Buenpenue 1enoBoro aiMUHHCTPHPOBAHKIS B CHCTEMY YIIpABNEeHHS Hpe,[[TIpHS{THeM

4. CucTeMB! TIOUIEPKKH [IPHHSTHS PEIIEHHH B MEHEDKMEHTE,

5. CTpareruyeckoe MBIILIEHUE U IeTOBOE aAMHUHHCTPHPOBAHNE KAK CHCTEMBI QJOpMpr}omne Me-
HEIDKMEHT NPEATIPHATHS. -

6. Tpanchopmauns hopm OH3HEca B YCIOBUAX TNOOATH3ANWH 2KOHOMHKH.

7. UnnycTpust HHQOpPMALHY U 3HAHWH.

8. Ynpasnenne Ka4eCTBOM — HCTOPHUECKOE Pa3BHTHE, IPUHITHIIH ¥ QHitocodud.

9. Bunb koaekcos mpo@eccHOHANBHOTO [TOBEACHUS CIEIHANNCTa HHIYCTPHH I‘OCTerHHMCTBa
10.Konexc npodeccroHanpHbIX cTanaapToB PRSA.

11 dexnapauus stuueckux npunaunos PACO,

12. KoMMyHHKaLIHA KaK COLHAIBHOE IEHCTBHE

16.Cxema kommyHukaunu K. lllennoHa.

17.Ponb coupansHO-KOMMYHHKAIMOHHBIX PEBOTIOLNH B PA3BUTHH ODIIECTBA.

18. TexHOMOTHH TTOCTPOCHUS HMHIDKEH.

19. Menekep ¥ €ro poly B opraHu3anii. JecsTh poJiel MeHe/Kepa 110 MHHu6epry
20.I'opu3oHTANBHOE W BEPTUKATBHOE pa3ielieHHe Tpyaa.

21.Crparervdeckoe W ONIepaTHBHOE TUTAHUPOBAHNE, 3a11a4d MEHEIKEPA, conepxcaHHe IJIaHOB.
22 HNpunuune! ynpasnesaus Aupu @afions. '
23.Ctparerus ¢upmel. THIE cTpaTeruil.

Bonpocsi Kk 3aueTy

1. CYIROCTb aAIMUHHICTPATHBHO-YIIPABICHUECKOH NeATEAEHOCTH.

2. DYHKIHMK aIMUHUCTPATUBHOHN JCATCNBHOCTH.

3. OueHka ¥ KOHTPOJIb PE3yNBTaTOR aIMHHHCTPATHBHO-YIIPARICHICCKOH
JCATCIIBHOCTH.

4, [IoHATHE ¥ CTPYKTYpa OpraHH3aIiH,



5. Ilpenmyiectra # cnaboCcTH pasnuyHBIX CTPYKTYP AIMHHHCTPATHBHO —
¥IIPaBIEHYECKOH AEATEIBHOCTH.

6. LienTpanusaist v JENeHTPATH3alNs aIMIHHCTPATHBHON JeSITEIbHOCTH B
OpraHHu3anry.

7. AIMUHHCTPATHBHO-YIIPABICHUECKAS ISITENLHOCTE B pasiiidHbIX chepax.
8. MeTonb! aIMHHHCTPAaTHBHO-YTIPaBICHUECKOH IS TEIBHOCTH.

9. KadecTsa W HMHIDX 8IMUHUCTPATOPA.

10.CounaneHas cpega ¥ MOTHBAUMS Tpyaa.

11.ConepxaHne NOHATUI «BIHAHUEY, KBJACTDY.

12.Knaccuukauna Gopm BIacTH W BIHSHUS,

13.CTHIH pyKOBOACTBA.

[4. AnanTanus CTHIIS pYKOBOICTBA K JEJIOBOH CHTYAIIHH.

15.TlonsTrE ¥ POSTE UHGOPMALIHH.

16.1e510npon3BOICTBO B & IMUHUCTPATHBHOR IeATEILHOCTH.

17.11paBuna oQopmMICHUS OPraHH3allHOHHO-PACTIOPAAUTENBHOH JOKYMEHTAIHH.
18.CymHoCTh Ka/[pOBOH MOJIMTHKH.

19.0pranunsaums Tpysa YIpaBIeHIECKOr0 IEPCoHaa.

20.KoH(MMKTEI 1 aIMUHUCTpaTHBHAS ASSTCIBHOCTE

Buabl camocTosiTeIbHO# paboThl HanpasieHsl HA YriyOneHue u 3aer;r1HeHHe 3HAHUH
CTYAEHTA, PA3BUTHE NIPAKTHUCSCKUX YMEHHH, BKIIOYAET CIEAYIOMHE BIOEI pabor:

1. pabora ¢ JIEKUMOHHBIM MaTepHaloM, IIONCK M 0630p JTHTEPATYPhI 1 3nex'fp0HHbrx ue-
TOYHMKOB HH(OPMAUMH 10 HHAHBHIYANBHO 331aHHOMN pobieme Kypea (pedepar); -

2. W3YUCHHUC TCM, BBIHECEHHBIX HA CAMOCTOATENBHYIO NpopaboTKy;

3. MOATOTOBKA K NMPAKTHYECKUM 3aHATHSAM MO TeMaM (TeCThl, 3a0aHHd U ynpax{HeHm IpH-
BCACHEBI B NIPMIIOKEHWM K pabotel mporpaMme);

4. TOArOTOBKa K 3aliuTe pedepara, K 3a4eTy.

Tembl, BorHeceHHBIE HA CAMOCTOATEILHOE HIYIECHHE
KoMMyHUKaIMs KaK 1IpoLiece 1 CTPYKTYpa.
Conepsxanue W aMeMeHTEl KOMMYHEKauuu. Mozens I, Jlaccaysnna.
Teopus MACCOBBIX KOMMYHUKAIIWH,
HouaTre pexnaMHONR KOMMYHUKAIIHH.
CyWIHOCTE U TIOHATHE UMHIDKA! B PCKIIAME, TIOTHTHKE, CBIA3SX C 06U.[€CTB€HHOCTB}O
OcHOBHBIE COCTaBIIAIONINES HMU/KA. :
Onpenenenre KOPMOPATHBHOIO MMHIDKE, KOPIIOPATHBHOM KYIILTYDbI,
bupMeHHOTO CTHIIS.
Bpaun u ero 3Ha4YeHHE B COBPEMEHHOMR peKname.
OnepatusHele paboyne HHOOPMALHOHHBIE TOKYMCHTEL.
HMmMumxeBrle KOPIOPaTHBHLIE IOKYMCHTBI. |

R I S

- @

7. YYHEBHO-METOJNYECKOE U UHOOPMAIIMOHHOE OEECHE‘{EHI/IE
JAUCHUILITAHBI (MOIY JIST)

a) OCHOBHAHA JIHTepaTypa:
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1. Jlecemk A.JL. ToCTHHHYHBNE MEHSKMEHT: TONMATAKA IEHOOOPA30BAHMS | YIIPABICHHS
noxomoM: yaebaoe mocobue. — M: ML "UrTepmemus”. — 271 ¢. - ISBN: 978-5- 4383 0044-1. 2014,
http://biblioclub.ru/index.php?page=book_view_red&book_id=225940 '

2. Warpam, X. Toctunmynsiit 6u3Hec : yueOHEK / X, Murpam, C. Menmik ; nep. A.B. Ilas-
n0B. - M. : FOuutn-JaHa, - 240 c. - (3apyGexHrii yaebmux). - ISBN 5-23 8-00792-2. 2015.
http://biblioclub.ru/index.php?page=book_view_red&book 1d=436731 '

3. Cennn B. C., lenncenko A. B. TocTuHUIHBIH OH3HEC: KIacCHQUKAIMSA FOCTHHHH | Ipy-
THX CPEJICTB pasMelneHHs: yuebHoe mocobme. - M.: HHAHCH ¥ CTATHCTHKA. — 140|c ISBN: 978-5-
279-02880-1. 2014. http://biblioclub.ru/index.php?page=book view_red&book_id=124142

6) IONOJIHATELHAS JHTepaTypa: Z

1. TeopeTHuecKue OCHOBHI TOCTEIPHUMCTERA [DIIeKTPOHHBIH pecype] : yueb. mocobue /
T.B. Yepeswuxo. - 2-¢ H3X., cTep. - M. : ®JIMHTA. 2014. http://www. studenthbrarv rw/book/
ISBN9785976500242 .html

2. Opraguszands TOCTHHUYHOTO GH3Heca: ydebHoe nocobue / B.C. BaprI;Bo,ua, IOM. Exn-
dumosa, K.}0. Muxaiinosa, .A. Kaprayxosa; Qenepaiproe rocyIapcTBEHHOS BEOIKETHOE 0Bpa-
30BATENBHOE YYPEKICHHE BBICIIErO fipodeccuonansroro obpasopanus CTaBpONONECKAR rocynap-
CTBEHHBIH arpapHeli YHUBEPCHTET, MUHACTEPCTBO CEIBCKOTO X034HCTBA Poccmiickoii Meneparm.
- Craeponons : CTaBpOUONBCKHH TIOCYJAPCTBCHHBIA arpapHBIN yHHBepcmef- 167 c. 2015.
http://biblioclub.rw/index.php?page=book&id=438785

3. JlepouxwHa, H.A. MeHE/KMEHT Typu3Ma: BBeeHWme B MMCLHINHHY :@ yueOHO-
MeTommdeckoe nocodme / H.A. Jlesouxuna. - M. : upekT-Menra, - 95 ¢. - ISBN 978 5-4458-2197-
7. 2013. URL: //biblioclub.rv/index.php?page=book&id=134538 :

B) IEPHORHMIECKHE H3TaHUS

Kypran «AxaneMus rocTelIpHEMCTBAY

Kypran «Otene»

Kypuan « CoBpeMeHHEBIH OTEIb»

r) UHTepHeT-pecypehi

1. HudopMamroHHO-CTIPABOYIHEIE OTPACIEBLIE MIHTepHET-IOPTATE 10 rocmmrtmomy Ou3Hecy.

2. «Bectuuxk PATAY - 21IeKTPOHHBIH XKypHAT,; -

3. UNWTO NEWS.

8. MATEPHAJIbHO-TEXHWYECKOE OBECIIEYEHUE HHCMHHHLI

VyeGHBIA IpOmECC O MHCHHIUIMHE O0ECTICYeH BCEMH Heo6xonHM51M§p1 MaTepPHaTBHO-
TEXHHYECKHMH PECYpCaMH: |

1. JlexumoHBas ayAUTOPHS, OCHAIICHHAS MYJIETHMEINA-TIPOEKTOPOM.

2. AYIWTOpHME IS TIPOBEIEHMS NPAKTHICCKHX 3aHATHH, OTPAXAIOMMX HAYYHYIO U IIpH-
KNaaHyIo NpobIeMaTHKyY JaHHOIO Kypca. i

3. TlomHbli KOMIUTIEKT NEMOHCTPALMOHHBIX MATEPHANOB, BKIIIOYANA cnaun TEKIHH, BHU-
JEOTPEHUHTH.

4, Bubnuoteka Bal'Y.

Nipumeuanue: B COOTBETCTBHH ¢ HOPMATHBHO-TIPABOBBIMA aKTaMH JUIS HHBAIHIOB H JIHII C
OrpanudYeHHBIMH (HHIMUECKUME BOMOXHOCTAMH IIPH HEOOXOIMUMOCTH TGCTHpOBai.HPIC MOXET OBITH
HPOBEIICHO TONBKO B MUCBMEHHON WIH YCTHOH (OpME, a TAKKE MOTYT OBITH PICHOEJIBSOB&HBI IOpyrue
MaTepHATbl KOHTPOI KA9ecTBa 3HAHMIA, IPEAYCMOTPEHHbIE Pabodel MporpaMMO IHCIIHTLITHHEL.
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Pabouas nmporpamMa IMCLMIIKHEI COCTaBIEHA B COOTBETCTBUH ¢ TpeboBanusMu ®I'OC BO
nio HanparieHuio 43.03.03 «"ocTuHMYHOE OETON

[IporpamMma paccMmoTpeHa 1 0100peHa Ha 3acea:

IpOTOKOI Ne £ or H ol roja. g

3aBenyromuii Kadenpoi: k.3.1H., noneHT O. B. fpecs

Paboyas nporpamMa paccMOTpeHa U 0J00peHa Ha 3aceIaHHH YIeOHO-METOIHYECKOM KOMHCCHH
HanpaeneHnd 43.03.03 «[ ocTuHAYHOE AEN0»

mporoxon Ne _ 9 or 40.QA ik roza.

[Ipencenarens KOMACCHH N SO O. I1. Monouxas




JUCT ITIEPEYTBEPKJIEHI S
PABoqEI?'If MPOTPAMMBI U CLIMTLTHHEI (MOIYJIST)

PaGouas mporpamma ono6peﬂia a0/ yebumiii rox
[IpoTokon 3acenanus Kadneﬂpial N / ot B A ro&%
7

3asenyrowmmi Kadenpoi K.3.4., aou. SApecs O.B.

PaGoyas nporpamMma onobpena Ha y4eOHBIH ron

IIpoTokon 3acenannus xabeapst Ne ot roga

3aBenyrowmnii kabeapoit

Pabouvas nporpamma on0o6pena na y4ebHBIil roa

IIpoTokon 3acenanus kadeaprr Ne oT roaa

3aBenyroumnuii kadeapoit

Pa6oyas nporpamma onobpena ua y4€OHBIi rog

IIpoTokon 3acesanus Kaenper Ne oT roza

3aBenyromuii kadbenpoit

Pabouas nporpamma ono6pera na y4eOHBIit rox

IIpotokon 3acenanus Kacenprr N oT - roxa

3aBenyromuit kadbeapoii




