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1; IEJH OCBOEHHUSI TUCIHUILIMHBI

LlensiMi OCBOEHHS AMCUMIUIMHBL (Monysst) «Jlenosoe agMIHHCTPHPOBAHHEY SBIISIIOTCS M3Y-
YCHHE CTYJIEHTAMH KOHCTPYKTHBHBIX AIMMHHCTPATHBHBIX COCTABJIAIOMIMX npo()eCCHOHAIBHOTO
PYKOBOJICTBA OpraHu3alieil, pACCMOTPEHNE UX CYLIHOCTH, COCTaBA M COJIEPIKAHNIS, OCBOCHHC dopm
W METOOB JICJIOBOTI0O aIMHHHUCTPHPOBAHHS,

2. MECTO JUCHHMILJIUHBLI B CTPYKTYPE OIIOII BO

JTncuunnuHa «JlenoBoe aaMHHICTPHPOBAHHE) B yueOHOM MJlaHe OTHOCHTCS K BapHATHBHOH
yactn Broxka 1 «J{MCUMIUIMEBL (MOIYNM)», BXOIAUIEH B mporpammy oOy4enusi OaxaiaBpoB IO
Hanparnennio 43.03.03 «ToctiauarHOoe neo». Couepkut B cebe 3HaHMS 110 bunocodun, HCTOPHUH,
MpoecCHOHANEHOMY ITHKETY, MCHXONOrHH (KOH(QIUKTONOrHN). JIHCOHILIIHEAMY, He0OXOAHMBIM
JUTS OCBOCHHS HAHHOTO MoyJist sBisiioTest «Veropusy, «Ilenxonorusy», «BeeneHne B rocTenpuum-
cTBOY. OCHOBHBIE MOJIOKCHUS AMCLHATIIMHEI MOTYT OBITH MCIIOJIB30BAHBl B JajbHEHIIEM [PH H3Y-
YEHHH CIIEAYIOUNX AUCUHTUTHH: «YIPaBIEHHE NEPCOHAIOM IMOCTHHHYHOTO H PECTOPAHHOTO Mpei-
npusThs), «CTparernueckuii MeHeIKMEHT B TOCTHHHYHOM OH3HECe».

3. KOMIOETEHIIUH OB YYAIOIIETr OCsI, ®OPMHUPYEMBIE B PE3YJIbTATE
OCBOEHHMS JUCHUITIAHBI (MOLY JIA)

B npolecce OCBOEHHsI HaHHOH AMCHMIUIMHBI CTYASHT (POPMHPYET CleAYIOUHE KOMIETCH-
ITHH:

1. Odwenpodgheccuonaivuvie:

- criocoGHOCTE oprannzoBath paboty ucnonuurenei (OIIK-2).

2. Ipogheccuonavrore:

- CrocoOHOCTh KOHTPOJIHPOBATE BBIMTOJIHEHHE TEXHOIOTHYECKHX ITPOLECCOB M JIOMKHOCT-
HBIX MHCTPYKIHI B FOCTHHHYHOI ESTENbHOCTH; TOTOBHOCTE K OpraHusaiui paboT Mo moiaTsep-
SKICHIIO COOTBETCTBUS CHCTEME KimaccH(PUKALHE TOCTHHNIL U APYrUX cpeiacTs pasmenieHus (I1K-
5).

B pesysibrare 0CBOGHHs AWCLIHILIMHBEI 00YHaAIOMHHCS JOJDKEH ICMOHCTPHPOBATE CIENYIO-
IIHE pe3yIbTaThl 00pa3oBaHHsI:

3Hamop:

— OCHOBHBIE TOHATHS - 3(pEeKTHBHOCTB, BJIACTB, BIMAHWE, BHEIIHSS Cpelia OpraHu3alli,
BHYTPEHHSIS Cpejla OpraHu3aliy, LeNb YNPaBJIeHHs, TOPH30OHTAIBHOE paszeieHHe Tpyaa,
BepTHKansHoe pazjesienue Tpyaa(OIlK-2).

— wMetoael ynpasienus (OITK-2).

— 00BeKT W NPeAMET YNPaBiCHHs, TNPHHUMIEl  YOPABICHWs, LUENH  YIpaBIeHHS,
crpareruueckue nenu (OITK-2).

—  Mucenst, monuTuka, Gunocodust oprannzaunn (OI1K-2).

—  CTPYKTYPY yNpaBjieHHs, IPUPOAY i cocTas (GpyHKUMIT ynpasnenus pasmeutenus (I1K-5).

—  CTHIW yhpaBsjieHuil, noBeaeHYeCKHe MOJIeNH pykoBoauTeeil, popmupoBanne i kinaccuu-
Kauuio rpynn pasmernenus (ITK-5).

Ymemu:
—  ONTHMM3MPOBATH OM3HEC-NIPOLECCEl M OPTraHM3alHOHHBIE CTPYKTYPBI Ha TNPEINPHATHIX
wrayctpun rocrenpumumctsa (I1K-5);
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Bnaoems (nasvikamu):
HaBBIKAMH Peaii3alui IPOLECCHBIX NpHUHIHIOB yrpaBiieHus (OITK-2).

4. CTPYKTYPA U COJEPKAHHUE TUCHUILINHLI (MOIYJIST)

Obuias TpyI0eMKOCTh AMCLHTITHHEI COCTABSET 6 3a4eTHBIX eANHULL, 216 4acos.

Buabl yueGHo# paborbl, DopMbl
BRJIIO4as CaMOCTOATENLHYIO TEKYLLEero
= paboTy CTyAEeHTOB M Qe KOHTPOJIS
o TPYAOEMKOCTD (B yacax) yuebHoH -
el o | o YCIIeBAeMOCTH
Ne Paznen (tema) g 3] o |2 | o A ‘ (no neoensm
g = [z |2 NpUMEHEHHeM
n/n AWCUMIITHHDBI 5 = 2 |z ]38 | a. N cemecmpa),
o| 8| £|8 352 23 | & HHTEPAKTHBHBIX dhelpibis
g| Z|2 95429 =| = METOLIOB .
=| 5| 38929 © & [IPOMEIKYTOUHOI
S|lZ2 80 §E 8 5 (B yacax / %) A
g 19 =z UHH (110
=N cemecmpam)

l Teopernyeckue u 51121 4| 4 14 4/50
METOAHYECKHE
OCHOBb! 1€JIOBOTO
aIAMHHHCTPUPOBAHHUS.

2 DopmuposaHue U 51341 4| 4 14 2/25
npUMeHeHe
aIMHHHCTPHPOBAHKS
B OpraHH3aLmm,

3 CrpykTypa 50156 4| 4 14 2/25 Peitrinr-
aIMHHUCTPALH KOHTPOJIL |
NPEANPUATHS B
PBIHOYHBIX YCTOBHSX
Tpyda.

4 MeTobl 5178 4| 4 14 4/50
aZIMUHHCTPATHBHOrO
YNpaBaeHUs
oprasusauueii,

5 YrpaeneHueckas 519-1 81| 8 14 4/25 Pefitnnr-
Komaa - 12 KOHTpOJIL 2
COBpPEMEHHBI
crnocod paboTsl
aaAMHHHCTPaLIMH.

6 | Pernamentuposanne | 5 | 13-| 4 | 4 14 4/50
rnpouecca 14
NpOU3BOACTBA U
KauecTsa MposyKLUHH
(ycnyr).

7 Opranusaumns ynpas- | 5 | 15-| 4 | 4 14 4/50
JIEHYECKOIO TPyaa. 16

8 [Tnanuposanme m| S (17-| 4 | 4 10 2/25 PeiiTuur-
yNpaBieHHe Bpeme- 18 KOHTPOJb 3
HEM PYKOBOIMTEJIS.

Bcero 3a cemectp 5 | 18 13636 108 26/36 Ok3ameH (36)

COAEP)KAHUE JUCIUITJIUHBI

Tema 1. Teopernyeckne H METOANYECKHE O0CHOBBI AEJI0BOI0 AAMHHHCTPHPOBaHUSL. MecTo 1
pOJIb JIEJTOBOTO aAMHHHCTPHPOBAHHSA B CHCTEME 3HAHHIA.
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Tema 2. @opMupoBaHHe H NPUMEHEHHE AAMHHICTPHPOBAHNUS B OpraHm3annn. OyHKIHOHATE-
HbIE OCHOBBI AAMHUHHCTPHUPOBAHNS.

Tema 3. CTpyKTYpa aIMHHHCTPALNH NPEANPHSITHS B PHIHOYHBIX YCJIOBHIX TPyAa. AIMHHH-
CTPUPOBAHKE MOJTHOMOUMI B opranusauuu. Odmue QyHKUMHY aAMHHUCTpalnK oprannsaiii. Cre-
nunuueckne GyHKIHH aqMHHACTPALIHH.

Tema 4. MeToabl aAMHHHCTPATHBHOTO YNPABJIEHHSI OpPraHU3auHe. YIpaBleHYecKne 3HaHHsl
n ymerust, Obime Bonpock! OLEeHKH (O (EeKTHBHOCTH AESITENILHOCTH KoMItaHuH, [Ipofiemsr cGopa u
aHaJIM3a KOHKYpPEeHTHOH nH(popMaluu,

Tema 5. ¥Ynpasienueckasn KoMaHaa - coBpeMeHHBII crnocod paborsl agmMuHHCTpannn. Teo-
puH Jiaepersa, onpeielisoine CTHIIH noBeaeHus. TpaHcakuoHHoe nuuepetso. Tpancdopmarni-
OHHOE JizepeTBo. CHTYaTHBHBIE TEOPHH pPyKoBojcTBa: Mojens Oumnepa. CHTYaTHBHBIE TEOPHH
pyxosoacrea: Teopun Xepcu-bnanmapa.

Tema 6. PernamenTupoBanue nmpouecca Npou3BoACTBA H KayecTBa npoaykuun (yeiayr). Opra-
HH3aLMs KaK crcTeMa yripableHnst. MoJens dU3HeHHOTO UHKIIa Opraiu3aunn Auseca.

Tema 7. Opranusanmns ynpasJeHuYecKOro Tpyaa.

Tema 8. [lnannposanie n ynpasjenue BpeMeHeM PyKOBOINTE/IsI,

ITepeuens Tem npakTHYECKHX 3aHITHI

TGOPETH‘-IECKHE 1 METOOHYCCKIC OCHOBEI JICTIOBOTO aIMHHHCTPHPOBAaHHKS.

MopMupoBaHue M NPUMEHEHHE aIMIHHCTPHPOBAHHS B OpraHu3ailii,

CrpyKTypa aAMHHACTPALMH NIPENIPUATHS B PRIHOYHBIX YCIOBHAX TPY/Ia.

MeToJibl AIMHHHCTPATHBHOIO YIPABJIICHHS opraHnsauHeﬁ.

YnpasiieHueckas KOMaH1a - COBPEMEHHEI crocob paboTsl agMUHHCTPALIHH,

PernamenTHpoBanue rpouecca MpoH3BOACTBA M KaUeCTBa IIPOAYKIHH (YCIyT).

oo B B ] =

Opl"ElH H3alHs YIIPaBJICHYECKOTO TPyIa.

A 3

IlnarupoBanme 1 yrpaBaeHne BPEMEHEM PYKOBOIHTETS.

5. ObPA3OBATEJIBHBIE TEXHOJIOI' MU

OBpazoBareibHbIE TEXHOIOTHH, PEKOMEHIyeMbIe JUTs n3yuerus «JleoBoe aMUHHCTPHPOBAHHEY:

- JIEJIOBBIE H POJNIEBBIC UTPBHI,

- aHan3 KeiicoR,

- TPEHMHTH Ha Pa3BHTHE KOMIETEHLUMH,

- BUJIEO MATEPHAJIBI [10 TEMaM MOLYJIsi H TIp.

Pexomerzyerest nenomnp3oBanne HH(POPMAIHMOHHEIX TEXHOJNOTHH (IPE3EHTAIHH, BHACOPHITL-
MBI, PAOOTEI € JIEKTPOHHBIMH YUeOHHKaMH, NeKTPOHHBIMH TeTPaIsIMH, 6a3aMu JIAHHBIX 1 T.11.).

6. OUEHOYHBIE CPEACTBA IJISI TEKYIIEIO KOHTPOJISI YCIIEBAEMOCTH,
[IPOMEKYTOYHOW ATTECTALIMM 110 UTOT'AM OCBOEHUSI JUCIHHTIJINHBI 1
YYEBHO-METOJUYECKOE OBECIIEYEHUE CAMOCTOSITEJLHON PABOTBI
CTYAEHTOB

Teer pas pefitanra Ne 1 no queunmianne «/le1oBoe aAMHHHCTPHPOBAHIEY



1. Korna Oein BBemeH B jefictBue HOBbIH Tpynosoii koxexe Poccuiickoit @enepannu?

a) 1 ¢espans 2001 roga

6) 1 ¢espans 2002 roga.

B) 1 ¢espanst 2003 roma.

2. Kakoii goroBop 3aKo4aeTcst ¢ paboTHHKOM ITpH TIpHeMe Ha padoTy?

a) I'paxciaHcko-npaBoBoit 10TOBOP.

6) Yuennueckuii norosop.

B) Tpynosoii noroeop.

3. Kaxux TpyZOBBIX JOTOBOPOB TI0 CPOKY WX AEHCTBHA HE CYLIECTBYET?

a) beccpouHsIx.

0) CpouHBIX.

B) IlpepbIiBHCTEIX.

4. KakoB MakCuManbHBIl CPOK  CPOYHOrO TPYAOBOTO H0TOBOpa?

a) 1 rom.

6) 3 roxa.

B) 5 mer.

5. B CKONBKHX 9JK3EeMIUISIpax COCTaBISACTCS TPYAOBO MOTOBOP?

a) B oxnom.

0) B aByx.

B) B Tpex.

6. B xaxoit cpok npu (akTHIECKOM JOIyIIeHHH paboTHHKa K paGoTe paboTomarteibh o0s3aH
O(pOPMHTE ¢ HHM TTHCHMEHHEIH TPYI0BOI ToroBop?

a) He nosgnee 1 mmst co aust (akTHHECKOro JOMYIICHMS K padore,

©) He noszanee 3 queit co aus (pakTHUeCcKOro AOMyIEHHs K paboTe.

B) He nosunee 5 aneil co aHs (pakTHHECKOro A0MyLMIEHHS K padoTe.

7. B Kakom ciryuae MOMHO H3MEHNTB TPYI0BOii TOroBOp?

a) Ilo cornaweHuio TobKO 06EHX CTOPOH.,

0) Ilo pemenuio pyKoBoTelsi.

B) [Io pemennio paborHuka,

8. Kaxwe meicTBus NOMKEH TNpPEANPHHATEH PaBOTOHATENb, ECIH MO Er0 HHHLHATHBE NIPEe/i-
CTOHT M3MEHEHHE CYIUECTBEHHBIX YCJOBHII TpyHOBOIO

JloroBopa ¢ padOTHHKOM, HalpHUMep, pekiMa pabodero BpeMeHH?

a) O0bsaBHTE 00 3TOM paboTHHKY Ha o6Liem coGpaHuM 3a HEAENIO 0 BBEICHHS HOBOTO
pexuMa paboyuero BpeMeHH.

0) CoobumTe HakaHyHE H3MCHCHHI Hepe3 ceKkperapsl.

B) IIMCEMEHHO M3BECTHTL PabOTHHKA HE MO3/IHEE, YeM 3a [Ba MCCSIA /10 BBEICHHS HOBOTO pe-
KHMa pabouero BpeMeHH.

9. Ilo wHHUMATHBE KOTO HENB3Sl TMPEKPATHTEL TPYHOBOil norosop?

a) Ilo nuuumaTiBe paboTHHKA,

0) Ilo nunumaruee paboromaresns.

B) Ilo MHHLMATHBE JKEHBI UM MYKa.

10. KaxoB MHHUMaNbHBIH BO3PacT, ¢ KOTOPOTO IOITYyCKAETCS 3aKJIIOYEHHE TPYIOBOTO
noroeopa?

a) 13 ner.

6) 16 ner.

B) 18 set.
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11, Kakoe yciioBie TpyIOBOTO JOrOBOPa SIBJSETCS HECYIIECTBEHHBIM ?

a) HanMmeHroBaHNE NOIDKHOCTH.

6) MenbrratenbHbiii Cpok.

B) ara navana paboTs.

12. Kakoli MakcHManbHBIH CPOK HCIBITAHHS YCTAHABIWBAETCS  TPH  3aKiiove-
TPYZOBOTO AOTOBOpa, KpOME pYKOBOAWTeNell opraHmsaumii W rmaBHBIX Oyxrantepon?

a) 1 mecs, 6)3 mecsna, B) 9 MecsIies.

13, Kakoli maxcHMalbHBIH CpPOK HCIBITAHHS YCTaHaBAWBaeTCs  MpH  3akiloue-
TPYZOBOTO JOTOBOpa IS  PYKOBOJMTENeH oOpraHm3aliii W riaaBHBIX Oyxrantepos?

a) 3 mecsiu, 6)6 mecsua, B) 9 mecsiues.

14. Ilns xakoi kareropuu pabOTHHKOB 3aIPELICHO YCTAHABIMBATL HCITBITAHHE MIPH NPHEME Ha

paboty?

a) st mui, He gocTHrmux 18 ner.

6) Most muan, mocturumx 40 ner.

B) Jlnst nmun, JOCTHTIIHX 55 NeT.

15. Kakne pokymeHTsl He TpebyloTes TIpH 3aKJIIOUMEHHH TPYAOBOIro Jorosopa?

a) [lacroprt.

0) Tpynosast kHMMKKa,

B) COeperaTtenbHasi KHMIKKA,

16. Kakolt NokaJbHEIH HOPMATHBHBIA JIOKYMEHT OpraHU3alni  (DHKCHPYET  TOPSIOK

npruema Ha padoty?

a) KonnexTuBHbIil 10T0BOD.

0) [IpaBuna BHYTpEeHHEro TPYJI0BOTO pacropsiKa.

B) JlomxHocTHAsS WHCTPYKIIIS.

17. Kaxkue cBenenust  gBISIOTCS JHIIHEMH B 3asBJICGHUH O IIpHeMe Ha pabory?

a) dammiins, UMst, OTHECTBO paboTHHKA.

6) ara HamucaHus 3asBICHH.

B) CemeitHoe nosoxeHue.

18. Kakum JIOKYMEHTOM OKOHYATEJIbHO O(OPMIISETCS TPHEM HOBOTO COTPY/I-

HH1Ka Ha paboTy?

a) TpymoBeIM DOTOBOPOM.

6) 3asiBneHHeM o TipHeMe Ha paboTy.

B) IIpukaszom.

19. Ha OCHOBaHHUH KaKoro JOKYMEHTa o(hopMIIsIeTesT TPHKa3 O MpHeMe Ha pa-

doTy?

a) Ha ocHoBanun 3asaBneHus o npueme Ha pabory.

6) Ha ocHOBaHHH TPyIOBOTO AOTOBOPA.

B) Ha ocHoBaHuM TpyIOBOH KHHMKKH.

20. Kaxast yuuduuuporannas (opma, yTBEpIKICHHAs [IOCTAHOBIICHHEM ['oc-

KOMCTAT4,

MCTIONB3YETCS NP 3alOJIHEHHN TIpHKa3a 0 npueMe Ha paboTy?
a) Yuu(uuuposauHas Gopma T- 1.
0) Yuuduuuposarnas popma T - 5.
B) YHu(uuuposanuas popma T - 6.



Teer pas peitrurra Ne 2 no ancunninte «eoBoe aIMHHHCTPHPOBAHIE»

1. Kakoii anemeHT sBASETCA JHIIHMM TPH OQOPMIIEHHH NMPUXOAHO-PACX0HOH KHH-

T'l O y4eTy ONaHKOB TPYJOBOH KHIDKKH W BKJIAIBIIIA B Hee?
a) JIucter KHHUTH MIPOHYMEPORAHEI H TIPOUIHYPOBRAHEI.
6) Knura 3aBepeHa 1moanuceio pyKOBOJUTENS H CKPENICHA CYPryUHOH MeuaTslo.
B) Ha Bcex nucTax KHHIHM CTOMT POCNHCH I1aBHOro Oyxranrepa.

2.Kem Bejxercs KHHra yuera JBHIKEHHWS TPYJOBBIX KHMJKEK M BKIazbIlIei B Hee?

a) KaccupoM byxranrepud.
0) CoTpyIHHKOM, OTBEHAIOIIMM 3a BEJIEHHE, YUET H XPaHEHHE TPY/I0BBIX KHIDKEK,
B) PykoBoauTenem opraHu3aiuu.

3. Kewm yrBepxaeHs! (POPMBI IPHXOIHO-PACXO] HOH KHUTH 110 ydeTy GJIaHKOB TPyHo-
BOH KHMIKKHW ¥ BKJaAbILIa B HEE H KHHTA yUCTa JBHIKCHHS TPYAOBBIX KHHIKEK W
BKjaabiei B HUX?

a) PykoBoauTenem opraHu3aiiinm,
0) IlpaBurensctBOM PO,
B) MuHHCTEPCTBOM Tpy/da H COLHAIBHOTO Pa3BUTHSI
Pd.
4. I'me B opraHuszalli XpaHsITCs TPYAOBbIE KHHIKKH?
a) B xabuHeTe pyKoBOANTENS OPraHu3alny,
0) B Oyxrantepuu,
B) B oTnene xanpos B ceiide.

5. Yro ciemyer menaTh ¢ MCIIOPYEHHBIMH IIPH 3AMOJIHEHHN OIAHKAMH TPYIOBBIN KHH-

wek?
a) OcTraBuTb B OT/ENIE KaJIpPOB.
0) CniucaTh Mo aKkTy ¥ YHMUTOMCHTE B TPUCYTCTBHH UJICHOB KOMHCCHH.
B) IlepesaTe Ha XpaHeHHe B apXMB.

6.Kaxass ynupuunposannas (opma, yTBepsKACHHAs mocranosieHnem 'ockomeTara, He-

ITOJIB3YETCH MPH COCTABIEHHH IUTATHOTO PACIHCAHHS?

a) Yuuduuuposanuas gopma T - 1,
0) Yuuduuuporannas Qpopma T - 2,
B) YHu(uurposaHHas popma T - 3.

7. Kro He noanuceiBaeT mTaTHOE pacnucanune?
a) PyxoBoautenb kanpoBoii ciryx0Obl,
6) ['naBHeIii Oyxranrep.
B) Kaccup.

8. Ha ocHoBaHuM Hero BHOCSATCS KOPPEKTHBBI B IITATHOE pacrucaHue?
a) Ha ocHoBannu npuKkasa pyKoBOIHTEI.
©) Ha ocnoBanuu pacrnopsikeHus riaBHoro Oyxrairepa.
B) Ha ocHOBaHHN KOJUIEKTHBHOTO IOr0OBOPA.

9. Kakoil cpok XpaHEHHs! HMEET TIOJI0KEHHE 0 OYXTanTep (KaK i APYrHe ToN0KeHHs

00 otmenax)?
a) BpemenHsIil.
0) IlocTosIHHBIH.
B) Ilepemennbiii.
10. Kaxne noxymeHTEl pazpabateiBatoTest Ha Hase mosoxeHnit 06 oTaenax?
a) [IpaBmiia BHYTPEHHEro TpyI0BOTO PACTIOPSI KA.



0) lomKHOCTHBIE WHCTPYKIHH.
B) [Tman paborsl.
1. Co cTpyKTypoH KaKoro JOKYMEHTA COBMAJACT CTPYKTYPa JOIKHOCTHBIX HHCTPYKLMIH?
a) Co CTpyKTYpO#l WITATHOrO pacrucaHmsl.
6) Co cTpykTypoii nmonoxenui 06 otaesax.
B) Co cTpyKTYypOH TpyIOBOTO JOTOBOPA.
12. Korma  paBoTHHK  pacnHChIBAETCS B JOJHKHOCTHOH MHCTPYKLHMH?
a) IIpu moctymnnennu Ha paboTy.
6) Ilpu nonmyuenun 3apaboTHOIt naTe.
B) [Ipu yBO/MBHEHNH.
13. Korpa cocraBnsercst HOMEHKIIATypa aen?
a) B reuenue rojua.
6) B xonue roaa.
B) B Hauane roza.
14, Korna BBoauTest B AeHCTBHE HOMEHKIATYpa Jen?
a) B xoHue xaneHaapHOro roja.
6) C 1 stHBaps ouepeIHOro roja.
B) Korja y100HO pyKoBOIMTENIO OpraHn3alny,
15. Kakoe ycnosue siByisieTcst 00513aTesIbHBIM NPpH 00beIHHEHHH HECKOJIBKHX SN B 0JIHO?
a) Jlata cocTaBlieHHsl JOKYMEHTA,
0) CoBrnazicHMe CPOKOB XpaHCHHUS TOKYMEHTOR,
B) ConeprkaHne TOKyMEHTA.,
16. Kak naer nowck HeoOX0AMMOTr0 JOKYMEHTA B HOMEHKIIAType jei?
a) o 3aronosky.
0) Ilo cpoxy xpaHeHwusl.
B) [lo marte BhIXOOA DOKyMEHTA.
17. YUto He aBasercst TpebOBaHNEM K 3arojloBKY jesna?
a) Kparkocts.
0) IlpenenbHas TOYHOCTB.
B) OOmuit 3aronoBOK, HE pacKPhIBAIOLIHI CONEPIKAHUS TOKYMEHTA.
18. Kak ycraHaBiMBaeTcs CpOK XpaHEHHS JOKYMEHTOB?
a) Ilo ycMOTpeHHIO pPYKOBOAMTENS KaApOBOH CITyiObI.
0) [Ipy  nomouru «Ilepeunst  THMOBBIX yNpaBIEHUECKHX JOKYMEHTOB, 00pa-
3YIOUIMXCA B €STEJbHOCTH OPraHM3alyi, ¢ YKa3aHWEeM CPOKOB XPaHEHHS,
B) I'lo mpuka3sy pyKoBOIHTEIS.
19. Kak naspiBaeTca 3Tam paboOThl ITOCJIE COCTABJIEHHS 3ar0JIOBKOB M YCTAaHOBJIE-
HHS CPOKOB XPaHEHHS KaXIOTro aena?
a) Hymepauusi.
6) Cucremarnsariys,
B) Packnanka,
20.T'ne B HOMeHKJAType M€ OpraHM3aliy pacroyaracTcs nepenncka?
a) B nauasie HOMEHKIATYPBI JIEJ.
0) B cepennHe HOMEHKIIATYPBI JEL.
B) B KOHIle HOMEHKIIATYPBI JeJI.



Peitrunr-gonrpoan Ne 3 npegnosiaraer 3amury pepeparos ¢ 0UeHKOI.
Temb1 pedeparon

1. Jlenosoe aiMMHNCTPUPOBAHHE KAK HHCTPYMEHT (JOPMHPOBAHMUS YIIPABICHUCCKHX PELICHHI,
2. Cucrema MEHEDKMEHTA KaYCCTBA B JIC/IOBOM aIMHHHCTPHPOBAHHH,

3. BHe/ipenne 1e10BOr0 aAMHHHCTPHPOBAHHS B CHCTEMY YIIPABJICHHUS! TIPEIIPHSTHEM.

4. CucTeMbl MOAACPIKKH TTPUHSTHS peleH i B MEHEHKMEHTE.

5. CrpaTernveckoe MbILIIEHHE U IeJIOBOE aJMHHICTPHPOBAHHE KAK CHCTEMBI (JOPMHPYIOLIHE Me-
HE/LKMEHT MPeIpUsTHS,

6. Tpancopmanus popm Ou3Heca B yCTOBHSIX TI00ANM3ANHE SKOHOMHKH,

7. Unyctpust nHGOpMALHK 1 3HAHHIA.

8. YrpasjieHe KauecTBOM — HCTOPHUECKOE Pa3BHTHE, TIPHHILIMITBT H (HII0CODMS.

9. Buzibl KOIEKCOB MPO(EeCCHOHATBHOTO TTOBCICHHS CIIELHANCTA HHAYCTPHH FOCTENPHHMCTBA.
10.Koxexe nmpodeccnonansHex ctanpapTos PRSA.

11, Jexnaparys atnueckux npurnunos PACO.

12. KomMMyHHKaIHsI KaK COLIMANILHOE AeHCTRHE

16.Cxema xkommynukauun K, lllennona.

17.Poib counansHo-KoMMyHHKaIHOHHBIX PEeBOJIOLMIT B pa3sBUTHH 00LIeCTBa.

18. TexHOIOr1K MOCTPOCHHS HMHJDKEH.

19. MeneJokep 1 ero posi B oprasusanum. Jecsats posieii MeHemkepa 1o MunnGepry.
20.I'opu3oHTaTBEHOE M BEPTHKAIBHOE pasiesieHne Tpy/ia.

21.CrparternyecKoe H OnepaTiBHOE IITAHMPOBAHKE, 381a4i MEHEKEPa, CONEpIKaHNe ILTAHOB.
22 IlpuHunne! ynpasnenust Aupu @aiions.

23.Crparerus Gupmel. Tuner cTparerni.

Bomnpocs! k sx3ameny

1. CymHoCcTs aAMHHHCTPATHBHO-YIIPABJICHYECKOH TesSTENEHOCTH.

2. OyHKUIHH aAMHHHCTPATHBHOM JAESTENLHOCTH.

3. OneHka ¥ KOHTPOJIb Pe3yJIbTaTOR aAMHHHCTPATHBHO-YIIPABIEHICCKOlT
JeSTENLHOCTH,

4. [lonsaTe u cTpyKTYpa OpraHu3aini,

5. [lpenmyuiecTsa 1 ciiabocTH PasIMIHBIX CTPYKTYP aAMHHHCTPATHRHO —
YIpaBIeHYECKOH JesTeILHOCTH.

6. LlenTpannsamus i AeUEeHTPATH3AINS aMHHUCTPATHBHON ACSITEeIBHOCTH B
OpraHHu3aniH.

7. AOIMWHHCTPATHBHO-YTIPABIEHYIECKAs ACSTENILHOCTD B PA3/IHUHBIX chepax.
8. MeTobl aMHHHCTPATHBHO-YIIPABICHYECKOI e TETBHOCTH.

9. KauecTBa M MMHIK aMHUHHCTPATOPA.

10.CoupmanbHas cpesa ¥ MOTHBALMS TPYIA.

11.Conepixanue NOHSITHI «BIHAHHE), «BIACTEY.

12.Knaccu(ukarusi popm BIACTH ¥ BITHSHHSL.

13.CTii pykoBoCTBA.

l4. Ananrauus cTusis pyKOBOICTBA K JEIOBOH CHTYAIHH.

15.ITonsrrne 1 pons uHQOpMainy,

16./les1onpon3BOACTBO B a/IMHHHCTPATHBHOI e TeIBHOCTH.



17.IIpasuia oOpMIICHHS OPraHH3aLHOHHO-PaCTIOPAIHTENBHOM JOKYMEHTALIHH.
18.CymHOCTS KagpOBOH ITONHTHKH.

19.0Oprauuzamus Tpyaa yrpasieHuYecKoro IePCoHaa.,

20.KoH(MKTE 1 aAMUHHCTPATHBHAS JACATETBHOCTE

Buasl caMocTonTeNbHOI paGoThl HalpaBieHbl Ha yriiyOlleHHe W 3aKpelyICHHE 3HaHHH
CTYJIGHTa, Pa3BUTHE MPAKTHIECKHX YMEHHH, BKIIIOYACT ClIeAyIOLUIHe BUIBI paboT:

1. paboTa ¢ JIEKIHOHHBIM MaTepHAIIOM, IIONCK U 0030p JTUTEpaTyphl H 3JIEKTPOHHEIX HC-
TOYHHMKOB HHQOPMALUH [10 HHAUBHAYAIBHO 3aqaHHoi npobieme kypea (pedepar);

2. HW3y4YCHHE TEM, BEIHECEHHBIX HA CAMOCTOATENRHYIO IIPOPabOTKY;

3. IOIrOTOBKA K IMPAKTHYECKUM 3aHATHAM IT0 TeMaM (TECTHI, 3aJaHHsl ¥ YIIPAXKHEHHs [TPH-
BEICHEI B IPUIIOMKEHUH K paboueii mporpaMme);

4, TOATOTOBKA K 3amuTe pedepara, K 3aueTy.

TeMbl, BBIHECEHHBIE HA CAMOCTOSITE/ILHOE H3YYCHHE
KoMMyHHKaI[HsT KaK TPOLece U CTPYKTYypa.
Cozneprxanue H 37eMeHTsI KoMMyHuKaunu. Monens I, Jlaccayaia.
Teoprs MacCOBBIX KOMMYHHKaIMI.
ITonsTHE pexnaMHON KOMMYHHKAIHH.
CyIIHOCTE ¥ TIOHATHE HMHKA: B PEKIaMe, TIOJMHTHKE, CBA3IX C OOIIECTBEHHOCTBIO,
OCHOBHEBIE COCTABIISIOLINE HMHAIDKA.
OmnpeneneHie KOpPropaTHBHOTO UMHIXKA, KOPIIOPATHBHOI KyJIBTYPEHI,
(HpPMEHHOTrO CTHIISL.
BpoaHp ¥ ero 3HaUeHHE B COBPEMEHHOH peKIaMme.
0. OneparuBHbie paboune HHPOPMAIHOHHEIE JOKYMEHTEL
1 WMumKeBbIe KOPIIOPATHBHBIE JOKYMEHTHIL.

== Bl ol Bl ol s

7. VYAEBHO-METOJIUYECKOE H HHOOPMAIIMOHHOE OBECIIEYEHHUE
JUCHUIIIIAHBI (MOIYJIS)
a) OCHOBHAS JINTEPATypa:

1. JlecHuk A.JI. 'OCTHHUYHBIH MEHEKMEHT: TIOJTUTHKA LIeHO00OpazoBaHHs U YIIpaBIcHHs
noxomoM: ydebuoe rocodue, — M: U1 "Untepmenus”. — 271 c. - ISBN: 978-5-4383-0044-1. 2014.
http://biblioclub.ru/index.php?page=book_view_red&book_id=225940

2. Unrpam, X. TocruangHel 6usHec : yaebuuk / X. Marpam, C. Memnuk ; nep. A.B. Ilas-
710B. - M. : IOuuTH-Ilana, - 240 c. - (3apybexusii yuebuuk). - ISBN 5-238-00792-2.  2015.
http://biblioclub.ru/index.php?page=book_view_red&book id=436731

3. Cenun B. C., lenucenko A. B. l'octrrHHUHEIT OH3HeC: kKaccHbUKawsS TOCTHHHL H APY-
THX CPEICTB pasMernenus: ydebuoe nocobue. - M.: @unancer u craructika. — 140 c. ISBN: 978-5-
279-02880-1. 2014, http://biblioclub.ru/index.php?page=book_view_red&book_id=124142

0) mOMOTHHUTENILHAN JIHTEpaTypa:

1. Teopernyeckue OCHOBBI TOCTENIPHUMCTRA [ DIEKTPOHHBIH pecypc] : y4eb. mocobue /
T.B. YUepesuuko. - 2-e u3z., crep. - M. : ®JIMHTA. 2014. http://www.studentlibrary.ru/book/
ISBN9785976500242 .html

2. Opranusanus rocTuHHYHOrO Om3Heca: yuebHoe nocobue / B.C. Bapusomna, IO.M. En-
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¢umora, K.10. Muxaiinosa, J.A. Kaprayxosa; ®enepansHoe rocygapcTBeHHOE O010KETHOE 06pa-
30BaTeNIbHOE yUpexAeHHe BEICIIEro npodeccronansHoro obpasopanust CTaBpONONLCKHIL rocynap-
CTBEHHBIH arpapHelii yHuBepcuTeT, MIUHHCTEPCTRO cenbekoro xo3siicTea Poccutickon @enepanmu.
- Crappomnons : CraBpomosibCckHil TOCYIapCTBeHHEBI arpapHbli yHuBepcuteT- 167 c. 2015.
http://biblioclub.ru/index.php?page=book&id=438785

3. JleBouxmHa, H.A. MeHemKMeHT TypusMa: BBemeHHe B OHCHHIUIMHY :@ ydeOHO-
MeToaudeckoe nocodbue / H.A. JlepoukuHa. - M. : [Tupexr-Menua, - 95 c. - ISBN 978-5-4458-2197-
7.2013. URL: //biblioclub.ru/index.php?page=booké&id=134538

B) MEPHOAHYCCKHE H3TAHMS

KypHan «Axanemust TOCTEIIPHAMCTBa»

Kypnran «Otens»

Kypuan « CoBpeMEHHBII OTENbY

r) UaTepHeT-pecypcenl

1. HnudopmarmoHHO-CIIpaBOTHEIE OTpacieBble VIHTepHET-TIOPTAIEI [0 TOCTHHHYHOMY OH3HECY.

2. «Becrauk PATAY - 2JIeKTPOHHBIH XypHAIT,

3. UNWTO NEWS.

8. MATEPHAJIBHO-TEXHUYECKOE OBECIIEYEHHUE TUCITHUITJINHBI

VueOHBIH TIpoleCC MO IOUCHHIUIMHE OOECIIeYeH BCEMH HEOOXOIHMMEBIMH MAaTEPHAIBHO-
TEXHHYECKUMH pPecypcamu:

1. JlexnmoHHas ayIUTOPHUS, OCHALCHHAS MYILTHMEIHA-IIPOCKTOPOM.

2. Aynutopun sl MPOBEAEHMS NMPAaKTHUECKUX 3aHATHH, OTPaXKAIOLIMX HAYYHYIO H IIPH-
KNagHylo npobieMaTHKy JaHHOTO Kypca.

3. IlonHEIA KOMIUIEKT AEMOHCTPALIMOHHEIX MATEPHATIOB, BKIIIOUAsl CHAHI-IEKIHH, BH-
JIEOTPEHHHTH.

4, bubmiorexka Bnl'Y.,

IIpumeuanne: B cOOTBETCTBHH ¢ HOPMATHBHO-TIPABOBBIMH aKTaMH JUIsI HHBAIMIOB H JIHIL C
OTpaHWYEHHBIMH (YH3HYECKUMH BO3MOMCHOCTAMH IIPH HEOOXOJUMOCTH TECTHPOBAHHE MOXET OBITh
MIPOBEJECHO TONBKO B MHCEMEHHOH MK YCTHOH (hopMe, a Taxke MOryT ObITh HCIIOB30BaHBI IPYTHE
MaTepHalbl KOHTPOJIS KadecTBa 3HaHHil, TpelycMOoTpeHHBIe paboueii nporpaMMoil THCIHIITHHEL
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Pabouas nporpaMma JUCLHITIMHEI COCTaBleHa B cooTBeTcTBHH ¢ TpeboBanusmu @PI'OC BO
no Hanpasnenuio 43.03.03 «["ocTuHHYHOE OEI0»

Pabouy1o IporpamMmy coCTaBHI ﬂ%fﬂg P 4 59//0('%”%‘1 M C

IIporpamma paccmoTpena u onoﬁpeHa Ha 3acenaHHH\rcarpenpm
npotokoi Ne tf or S £ /5 roja. ”
3aBenyrowmuit kagenpoii: k.3.H., nouent O. B. Specs

Pabouast nporpamMma paccMoTpeHa u ofobpeHa Ha 3acelaHHi yueOHO-METOJHYECKOH KOMHCCHH
nanpasaeHus 43.03.03 «['ocTuanunoe geno»

npoToxos Ne b or A0t Al roma.
IIpencenarens KOMHCCHH O. IT. TTonouxas




