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PA3JIEJ 1. OPTAHU3AIIMOHHO-METOJJUYECKHIA

1.1. HEJIN TN CHUAITJINHBI

HGJ'ILIO HU3YyUCHHC JUCHUIIIIMHBL  SABJISACTCA  H3YUYCHUC 06HII/IX MMPUHIUIIOB  YIPABJICHYECKOro Tpyda
rocyaapCTBEHHOIr0O M MYHHUIMIIAJIBHOT'O CJIY>Kallero, (bOpMI/IpOBaHI/Ie O6HIeKyJ'H>TypHI)IX u HpO(l)eCCI/IOHaJ'IBHBIX
HaBBIKOB.

1.2. YYEBHBIE 3AIAYN TN CHUITJIMHBbI

3amauamMu  yueOHON JAWCIUILITHHBI SIBIISIETCS

1) ®opmupoBaHre MOHUMAaHUSI OCOOEHHOCTEH TPYJOBOM NEATENFHOCTH TOCYAapCTBEHHBIX W MYHHLUIAJIBHBIX
CITyXKallUX.

2) OBnazeHre METOIaMU PalMOHANBHOW OpraHU3allid YMCTBEHHOTO TPYZAA, MOBBIIICHHS 3QQEKTUBHOCTH TPYyAa
TOCYAapCTBEHHOT'0 ¥ MyHHUIIUIIAJIBHOTO CIYKAaIIETO.

3) OBnageHue CrIocOOHOCTSIMH K aJIcKBaTHOM OIIEHKE TTOCTABJICHHBIX IIeIeH M PE3YJIbTATOB IESITEIBHOCTH.

4) OBnajieHre METOJIaMHU YIIPABIICHUS CBOUM TTOBEJCHIEM U MOTHBAIIUEH.

5) OnajgeHue MeETOJaMH CaMOOpPTaHU3allMd pPadovero BPEMEHH, PalMOHAIBHOTO MPHUMEHEHHs] pPEcypcoB H
3G GhEKTHBHOr0 B3aUMOJICHCTRHS C IDVIUMH HCIIOIHHUTEIAMH

1.3. MECTO JUCHMILIAHBI B CTPYKTYPE OCHOBHOM OBPA3OBATEJIbHOM ITPOTPAMMBI

Huxin (paznen) OITOIT BO: |B1 .B

1.3.1. JQucyunauna "Opeanuzayust iuuHo20 mpyoa 20Cy0apCmeeHHblX U MyHUYUNATbHBIX CLydcauux” onupaemcs Ha
caedyrowgue snemenmol OIIOI BO:

MyHuIIMTIANBHOE YIIPABIEHHE U MECTHOE CAaMOYTIPABIICHHE

Teopusi opraHu3anuu

I'ocymapcTBeHHAs TpakIaHCKasi 1 MyHUITUTIIAIBHAS Ciryk0a B Poccutickoit deneparnuu

Teopus ynpaBiaeHus

1.3.2. Jqucyunnuna "Opeanuzayus auuno2o mpyoa 20Cy0apCmeeHHbIX i MyHUYUNATbHbIX cydicawux’ evlcmynaem
ONoOpoU  Onisl CAEOVIOWUX DJIeMEHMOB.

YmpapiieHre 4eTT0BEYECKUMHU PECYPCAMH

OpraHn3aIoHHO-yIIpaBIeHYecKas MPaKkTHKa

1.4. PE3YJIbTATBI OCBOEHUSA U CHUITJIMHBI:

HJ[-VK-6.5: [Ipumensiem 3Hanusi 0 c8oux pecypcax u ux npeoeiax (MU4HOCMHbIX, CUNYAMUBHBLX, BDEMEHHbIX U M.0.),
UCTIOIb3Yem MEXHONI02UU YNPABIEH Ul BDeMEHEM O/ YCNEUH020 8bINOIHeHUs pabombl

3HaTh:

Yposenb 1 |CymHOCTs TIpodeccnn U cofepikanne TpyJa TOCYIapCTBEHHOTO M MYHHITUITAIFHOTO CITYKaIIero.
KaduectBa M KOMIIETEHIIMH, HEOOXOIUMBIE TOCYNAPCTBEHHOMY /MYHUIIUIIAILHOMY CITyXKAIEMY.
DNeMEeHThI CUCTEMbI OPTaHM3aIUKM TPyAa. VICKYCCTBO JeNEerHpoBaHUS TMONHOMOYHMHA. TexXHOIOruu
IJIaHUpOBaHuA - MeTossl [lapero, @panknmna, Anbbl, Diizenxayspa. [Icuxomoruio u GU3NOIOTHIO
OpraHu3alMyd JHYHOTO TPyJa TOCYAapCTBEHHBIX W MYHUIIMIANBHBIX CIYKalUX. TeXHOIOTHU
yhpaBieHusl BpeMeHeM. MeTonsl CaMOKOHTpOJIS W camoopraHuzanuu. CrocoObl OpraHU3aIiu
paboYero MPOCTPAHCTBA M MHANBHIVAIBHBIX PAOOUHNX MECT.

Yposenn 2 |CymHocTs npodeccuu U cofepskaHue Tpylda IOCYJapCTBEHHOI'O M MYHHIIMIIAJIBHOIO CIIYXallero.
KauectBa M KOMIETEeHLNH, HEOOXOIUMBIE TOCYIApCTBEHHOMY /MYyHHULMIAIBHOMY CIIyXKalleMy.
OneMeHThl CHCTEMBbl OpraHu3anuu Tpyna. [loHsATHEe U 0COOCHHOCTH OpraHM3alMM JIMYHOTO TpyXa
rOCYAApPCTBEHHBIX Y MyHULMIAIBHBIX CITyXKaIUX.

HckyccTBO  penerupoBaHusi MONHOMOYMH. TexHonoruu IaHupoBaHus - weroasl Ilapero,
OpanxnnHa, Anbnbl, Jizenxayspa. Ilcuxomoruio u (U3MOIOrMIO OpraHU3alMy JIMYHOTO TpyJa
rOCYAAapCTBEHHBIX M MYHUIMIAJIBHBIX CIIyXKalluX. TeXHOJOTMH YIpaBieHUS BpeMeHeM. MeTobl
CAMOKOHTpPOJIsI W camoopranuzaumd. CrocoObl opranudzanuu paboyero mpPOCTpaHCTBA U
MHINBUIVAIEHBIX DA0QYHX MECT.

Yposenn 3 |CymHocTs npodeccuu U cofepikaHue Tpylda IOCYJapCTBEHHOI'O M MYHHUIIMIIAIBHOIO CIYXAallero.
KauectBa M KommereHunu, HEOOXOAMMBIE TOCYIAPCTBEHHOMY /MYyHHLMIAIBHOMY CIIyXKalleMy.
[lonsiTie W OCOOEHHOCTH OpraHU3alM{ JIMYHOI'O TPYAa TOCYAAPCTBEHHBIX M MYHHLUIIAJIBHBIX
cryxammx. CHCTeMy M TEXHOJIOTMHM IEpCOHAJIbHOIO MEHEIKMEHTa Ha TOCYNAPCTBEHHOH U
MYHULUIAJIBHON ciyx0e. McKyccTBO enerupoBaHusi MOJTHOMOYMN. TeXHOMOruu TIaHUPOBAHUS -
meroabl [lapero, @panximna, Anensl, Jifzenxayspa. [Icuxonoruio U (U3UONOTUIO OpraHU3aLUU
JUYHOTO TpyJa TOCYNAPCTBEHHBIX M MYHHUIMIAJIBHBIX CIyXKAlUX. TEXHOIOTMM YIIPaBICHUS
BpeMeHeM. MeToapl CaMOKOHTpons W camoopranm3anuu. CrocoObl opraHuzauydu padodero
IIDOCTPAHCTRA M MHIMBHIVAIBLHBIX DA0QYHMX MECT

YMeTh:




Yposens 1

OmnpenensiTe TPHOPUTETHI MPOPECCHOHANBHON ACITENBHOCTH TOCYAAPCTBEHHOI0/MYHULIUIATIHLHOTO
CITyXKalllero. AHaIu3upoBaTh U (HOPMHUPOBATH LIEIU U 3aAa4d MPOQPECCHOHAIBHON AESTeIbHOCTH.
PanmonansHO OpraHM30BBIBaTH CBOM TpyHd. AHAIM3UPOBATh M BOCCTAHABIMBATH COOCTBEHHYIO
paborocmocobHocTh. LleHNTh M 3((eKTHMBHO HCMONB30BaThH BpEMs, BECTH ITHEBHUK BPEMEHH.
OpranusoBath pabodee MecTo.

Yposensn 2

OmnpenensiTe TPHOPUTETHI MPOPECCHOHANBHON ACITENHHOCTH TOCYIAPCTBEHHOT0/MYHUIIUIIATIHLHOTO
cayxamiero. PopmMupoBaTh MOJEIb KAayeCTB T'OCYAapPCTBEHHOIO/MYHHUIIMIAIBHOIO CIY)KAILEro.
AnanuzupoBath U (HOPMHPOBATH 1IEIH H 3a1a4M TPO(ecCHOHaNbHON AeSTeIbHOCTU. PanmonanbHo
OpPraHU30BBIBATH CBOH TPY/l. AHAIU3UPOBATH U BOCCTAHABINBATH COOCTBEHHYIO pab0TOCIIOCOOHOCTD.
Henuts 1 3 peKTHBHO MUCIIONB30BATH BPEMS], YUUTHIBATh U aHATM3UPOBAThH 3aTPaThl BPEMEHH, BECTH
JHEBHUK BpeMeHH. OpraHu3oBaTh pabouee MECTO ¢ TO3UIINK APTOHOMHUKH Pa00Yero NpoCcTPaHCTRA.

Yposens 3

OmnpenensiTe TPHOPUTETHI MPOPECCHOHANBHON ACITETHHOCTH TOCYIAPCTBEHHOT0/MYHULIUIIATIHLHOTO
ciyxaiero. OopMHUpoOBaTh MOJENb Ka4eCTB TIOCYJApCTBEHHOI'O/MYHHUIIUIIAIBHOTO CITYKAIIEro.
AHanmu3upoBaTh U GOPMUPOBATH LENH U 3a]ja9u MPO(ECCHOHANTBHON JIEATENbHOCTH. AHAIM3UPOBATh
KpYyr 3aJad B Tpo(EeCCHOHAJIbHOW JEeATENbHOCTH W OMNpPEACsITh NPUOPHUTETHBIE. PanuoHambHO
OpraHU30BbIBaTh CBOW TpyA. [IpMMEHSTh COBpEMEHHbIE TEXHOJIOTHH TIEPCOHATILHOTO MEHEIKMEHTA.
AHamM3MpoBaTh U BOCCTAHABIMBATH COOCTBEHHYIO paboTocrnocoOHocTh. LleHnTh U 3¢ deKTHBHO
WCTOJB30BaTh BpeMs, YYUTHIBATh W aHAJIM3UPOBATH 3aTpaThl BPEMEHHW, BECTH JHEBHHK BPEMEHH.
Oprann3oBatk paboyee MECTO ¢ NO3UIIUU IDTOHOMUKYI PAGOYEro NPOCTDAHCTBA

Bnaners:

Ypogens 1

CIoCOOHOCTBIO  ONPEACIATh NPUOPUTETHl MPOPECCHOHANIBHON JEATEIbHOCTH. TEXHOJOTHUAMHU
IUTAaHUpOBaHUs. HaBbIkaMM CcaMOOpraHM3alisl JIMYHOrO 3J0poBbs. [Ipuemamu 3dQekTuBHOrO
WCTONB30BaHMs pabodyero BpeMeHH. HaBbplkaMu opraHM3alui pabouero MPOCTPAHCTBA LIS
VCHEITHOI0 BRIITOJIHEHNS TOPYUYEHHOMH PaOOTEL

Yposenb 2

CnocoOHOCTBIO ONPEACATh MPUOPUTETHI MPOGECCHOHATBHOMN esTeabHOCTH. HaBbikaMu aHanmm3a u
dbopmupoBaHUS TieNed W 3a1a4 MpodecCHOHANLHON JeITeNbHOCTH. VICKycCTBOM JIeNernpoBaHuUsI
MOTHOMOYHH. TEeXHONOrMsIMH TUIaHUPOBaHHs. HaBBIKaMH CaMOOpPTraHM3alUsl JITYHOTO 3JI0POBBSI.
IIpuemamu 3¢ppeKTUBHOTO HCITONB30BaHUS pabodero BpeMeHn. HaBbikamMu opraHu3anuud padodero
IIPOCTPAHCTBA JUTS YCIENTHOTO BBIIOIHEHHS TOPYICHHON PaOOThL

Yposensb 3

CriocoOHOCTBIO OMPEEISTh PUOPUTETHI MPOPECCHOHANBHON JIesITenbHOCTH. HaBblkaMu aHanms3a u
(dbopMupoBaHUS TieNed W 3a7a4 MpoPecCHOHATLHON NIESITENbHOCTH. VICKYCCTBOM JeNerupOBaHUs
MOTHOMOYHH. TEeXHONOrHsIMH TUIAaHUPOBaHHA. HaBblkaMM caMOOpraHM3aIUsl JITYHOTO 3JI0POBBS,
BOCCTaHOBJICHHsI paborocrocoOHocTH. [Ipmemamu 3¢ GhEeKTHBHOTO HWCIIONB30BAaHUS padodero u
JUYHOTO BpeMeHU. HaBblkamu opraHu3anuu pabodero MpoCTPaHCTBA YIS YCIEITHOTO BBHITOTHEHMSI
MOPYYEHHOU PAaOOTHIL.

1.4. PE3YJIbTATBI OCBOEHUSA U CHUITJIMHBI:

HJ[-VK-6.6: Onpeoensem npuopumemsl cCOOCMEEHHOU 0esIMeNbHOCIU, TUYHO20 PA3GUMUSL U NPOPECCUOHATbHOLO
[pocma, evicmpaugaem u peanu306bigaem MpPAeKMOPUIO CAMOPA38UMUSL HA OCHO8e NPUHYUNOE 00pA308aHUs 8
meueHue cetl HCUSHU.

3HATh:

Yposenn 1 |OCHOBBI 1ieJIeTIONaraHus U INIAHUPOBAHMSI COOCTBEHHOM NEATENbHOCTH.

YpoBennb 2 |OCHOBBI IieJIeTIONaraHusl M IUIAHUPOBAHUS COOCTBEHHON aesTenbHOCTH. CrocoObl MOBBILICHUS
JIMYHOM 2(D(HEKTUBHOCTH.

Yposenb 3 |OCHOBBI ILieeTIONIATaHUSl M IUIAHUPOBAHUSI COOCTBEHHOW AeATenbHOCTH. CrocoObl MOBBILICHUS
muaHOi 3¢ dexTuBHOCTH. [lcuxonoruro ycmexa: comep)kaHue W YCIOBUSA JIOCTHIKEHHUS. MeToms
KOHTPOJISL TUYHOIO TPY/A.

VMern:

Ypogenn 1 |[IpaBunbHo hopMynnpoBaTh KU3HEHHBIE LIETH, COCPEJOTOYUTHCS HA TJIABHOM.

Ypogsenn 2 |[IpaBunbHO (OpMyIUpoOBaTh >KM3HEHHBIE LM, COCPEAOTOYUTHCS Ha TJaBHOM. PaspabaThiBaTh
CTPATETHIO JIMYHOTO PA3BUTHS U IOCTPOEHMS PO eCcCHOHATBHON KaphEPHI.

Ypogsenn 3 |[IpaBunbHO (OpMyTUpOBaTh >KU3HEHHBIE II€TH, COCPEAOTOUUTHCS Ha TJaBHOM. PaspabaThiBaTh
CTPaTErvui0 JIMYHOTO Pa3BUTUS WM TOCTPOEHHs MPO(EeCCHOHANBHON Kaphephl. KOHTpPOIMPOBATH
MPOIECCHI CBOECH NeITEIbHOCTH U €€ PE3YIbTATEHL

Bnaners:

Yposenb 1 |CriocoOHOCTBIO TNPaBUIBHO (OPMYJIMPOBATH CBOM JKHU3HEHHBIC 1IEIHM, NPUHUMATH pPeELIeHUs,

IUTAHUPOBATH Kapbepy.

Yposensb 2

CnocoOHOCTBIO IMpaBUJIBHO (l)OpMy.]'II/IpOBaTB CBOU KU3HCHHBIC LCIIN, MIPUHUMATL PCIHICHU,




IJIAHUPOBATh Kapbepy. CrocoOaMu MOBBIMICHUS JUYHON 3 (EKTHBHOCTH.

Yposennb 3 |CiocoOHOCTBIO TPaBUIBHO (QOPMYIHPOBATH CBOM JKM3HEHHBIC LENH, MPUHUMATh pELIeHus,
IUTaHUpoBaTh Kapeepy. Cmocobamu TOBBIMIEHUST JHYHOH 3¢ ¢dekTuBHOCTH. CHOCOOHOCTBIO
MIOCTOSIHHO KOHTPOJIMPOBATH MPOLIECCHI CBOEH IESTENbHOCTH U €€ PE3YIbTATHL.

B pezynomame oceoenusn oOucyunaunvl "Opzanuzayus 1udno20 mpyoa 20cyo0apCcmeenHulX U MyHUYUNATbHBIX

3.1[3nars:

CymHocTb npodeccuu U cofiepxkaHue Tpyia rocy1apcTBEHHOI0 U MyHUIIMIATIBHOTO ciryxariero. Kauecrsa
W KOMIICTCHI[MH, HEOOXOJUMBIE TOCYJapCTBEHHOMY /MYyHUIMIANBHOMY clyxamemy. I[loHstne wu
0COOCHHOCTH OpTaHU3alMU JUYHOTO TPYAa TOCYJapCTBEHHBIX U MYHUIIMIAIBHBIX cayxammx. CucreMy u
TEXHOJIOTUHU TEPCOHATBHOTO MEHEKMEHTA Ha TOCYJapCTBEHHONH M MYHHIMIIAIBLHON ciyx0Oe. MckyccTBo
JeNIerupoBaHus MmomHoMouui. TexHojoruu mnjaHupoBaHus - Metoabl llapero, ®paHkinuHa, AJbBIH,
Oizenxayspa. [lcuxomoruto W (QU3MONOTHIO OpraHW3alWM JIMYHOTO TpyAa TOCYIOapCTBEHHBIX U
MYHULUNAIBHBIX CIOYXKal(UMX. TEXHOJIOrMU YIpaBIEHHUs BpeMeHeM. MeToapl CaMOKOHTpONIS U
camoopranu3anui. Crioco0bl OpraHu3ainuy paboyero NpoCTPaHCTBA U MHIMBUIYAILHBIX PA0OYHMX MECT.

OCHOBBI IIeJIeTONaraHis ¥ IJIAHUPOBAHUS COOCTBEHHOM HesaTeNbHOCTH. CIIOCOOBbI TMOBBIMICHUS JIMYHON
a¢dexruBHOCTH. [ICHXOJIOTHIO yCIieXa: COEPIKAHUE U YCIIOBHSI IOCTUKECHUS. MeTO bl KOHTPOJIS JIMYHOT'O
Tpyna.

3.2|¥Ymern:

OnpeaensTh TPHOPUTETHI NPOPECCHOHANBHON NEATSIBHOCTH TrOCYAapPCTBEHHOIO/MYHUIUIIAIBHOTO
coyxamero. @opMupoBaTh MOAENb KAaueCcTB  IOCYAapCTBEHHOTO/MYHHIMMAIBHOTO  CIY’KaIlero.
AHanmu3upoBath U GOPMUPOBATH LIENU U 3312491 TPOeCCHOHATLHOM JeITENbHOCTH. AHATH3UPOBATH KPYT
3a1a4 B MPo(heCCHOHAIBHOMN JeATENbHOCTH U ONPENENTh IPHOPUTETHBIE. PaliioHaIbHO OPTaHU30BBIBATh
CBOU TPpYyAO. HpI/IMCHSITB COBPEMCHHBIC TEXHOJIOI'MU TIEPCOHAIIBHOIO MCHECIXKMCEHTA. AHaHI/I3I/Ip0BaTB n
BOCCTaHABIMBaTh COOCTBEHHYIO paboTocrmoco0HOCTh. LleHuTh W 3(PQPEKTHBHO HCIOIB30BaTh BpeMS,
YYUTHIBATh U aHAJTM3WPOBATH 3aTPAThl BPEMEHH, BECTH JHEBHHUK BpeMeHH. OpraHn3oBaTh pabodyee MECTO C
[IO3ULIUU SPTOHOMUKH pabouero MpocTpaHCTBa.

[IpaBuibHO QOpPMYIMPOBATH KUIHEHHBIE LN, COCPEIOTOYNTHCS Ha TTIaBHOM. Pa3pabaTeiBaTh CTPATETHIO
JUYHOTO Pa3BUTHSI W IMOCTPOCHUS MPOdEeCCHOHANBHONW Kapbepbl. KOHTpOIMpPOBaTH MPOIECCHl CBOCH
JeSITeTTHHOCTH U €€ Pe3yJbTaThl.

3.3|Baagern:

CriocoOHOCTBIO  OMPENENATh MPUOPHUTETHI MPO(ECCHOHANBHOW JeaTeNnsHOCTH. HaBbhlkaMu aHamm3a |
dbopmupoBaHUS 1ened W 3agad  Npo(ecCHOHANBHOW JeSITEeNbHOCTH. VCKyCCTBOM JIeNernpoBaHUsI
MOTHOMOYMH. TEeXHONOTHSIMH —TUIAHUPOBaHHS. HaBbIkaMW CaMOOpPraHU3aIlMsl JIMYHOTO 37[0POBbS,
BOCCTaHOBJICHHsI paborocmocobnocTu. Ilprmemamu 3pPeKTHBHOTO MCIOIB30BaHMUS pabOUYEro W JIMIHOTO
BpeMeHH. HaBblkamu opraHu3zanuy pado4yero MpPOCTPAHCTBA JJISl YCHEITHOTO BBITIONHEHHS MOPYYCHHOMN
paboTEHL.

CriocoOHOCTBIO TIPAaBUITBHO (POPMYIUPOBATH CBOM YKH3HCHHBIC I1ETH, TPUHUMATh PEIICHMsI, TNIAHHPOBATh
kapbepy. Criocobamu MOBEIIIEHHUS TUIHON P pekTHBHOCTH. CITOCOOHOCTHIO TTOCTOSTHHO KOHTPOJIUPOBAThH
MPOIIECCHI CBOCH JIEATENLHOCTH U €€ Pe3YJbTATHI.

1.5. ®OPMbI KOHTPOJISA

Tekynmii KOHTPOJIb YCIIEBAEMOCTH MO3BOJSET OLEHHTh YPOBEHb C(HOPMHPOBAHHOCTH AJIEMEHTOB KOMIIETCHIIUH
(3HaHW, yMEHWH W TPHOOPETEHHBIX HABBIKOB), KOMIIETEHIMH C TOCIETYIOMUM OOBEIWHEHHEM OIICHOK H
MPOBOIHUTCS B ()OpPME: YCTHOTO ONPOCa Ha JISKIIMOHHBIX M CEMHHAPCKUX/TIPAKTUYECKUX 3aHATHAX ((PpOHTAIBHEIN,
VHIUBHyaJIbHBIA, KOMILIEKCHBIH), TIMCHMEHHON MPOBEPKH (TECTOBBIC 3a/aHMs, KOHTPOJb 3HAHUH IO paszeny,
CHTYaIlHOHHBIX 33/IaHWH U T.I1.), OLEHKH aKTUBHOCTH Pa0OTHI 00YYAIOIIErocsi Ha 3aHATHH, BKIIIOYAst 3aJaHHS JUIS
CaMOCTOSITEIIbHOM PaOOTHIL.

Hpomeofcymounaﬂ ammecmavus

Pe3ynbTaThl TeKyliero KOHTPOJII M MPOMEXKYTOUHOW aTTecTauud (OPMUPYIOT PEUTHHIOBYIO OLIEHKY pPabOThHI
cryaeHTa. Pacnpenenenne 6amioB npu GOpMUPOBAaHUM PEUTHHTOBOM OL[EHKH pabOThl CTYJEHTa OCYIIECTBIISETCS B
COOTBETCTBHUU C JCHCTBYIOIIUM JIOKAJBHBIM HOPMAaTHBHBIM akToM. Ilo aucnumummbe "OpraHusanusi JIMYHOTO
TPYyZa TOCYAapCTBEHHBIX U MyHHLIMTIATBHBIX CIIYKAIIMX" BHIOM NPOMEXKYTOYHOM aTTECTallMy SIBIIsETCS 3ader

PA3JEJI 2. COAEP KAHUE JUCHHUIIJIMHBI

2.1. TPYTOEMKOCTb OCBOEHUSA N CHUITJINHBI

06111351 pr,Z[OéMKOCTB JUCHUITIMHBI "OpFaHI/BaL[I/Iﬂ JIMYHOI'O TpyJda rocyJapCTBECHHbIX U MYHUIIUTIAJIbHBIX




CITyanux'" cocTaBigeT 2 3a4ETHBIC SUHUIIBI, 72 4acoB.
KonuuecTBo 4YacoB, BBIIENSIEMBIX Ha KOHTAaKTHYH) pa0OTy ¢ MPENONaBaTeieM U CaMOCTOSATEIBHYIO padoTy
00Yy4aroIerocst, ONPeaessiercsl y4eOHbIM IIIAHOM.

2.2. COAIEP/ KAHUE PA3JAEJIOB JINCIHUIIJINHBI

HaunmenoBanmue pa3nesioB u TeM /Buj 3ausatusi/ | Cemectp /| YacoB | Komneren- | Jluteparypa | Uute | Ilpumeuyanue
Kypc 107071 PaKT.

PA3JIEJ 1. OCHOBBI OPTAHU3ALIUN

JIMYHOI'O TPYJA TOCYJAPCTBEHHBIX U

MYHUIUIIAJBHBIX CJOYXAIIUX

Tema 1.1. TToHsTHE U OCOOEHHOCTH 6 4 VK-6.5, JI1.1J11.2, 0

OpraHM3al{y JIUYHOTO TPy Ia YK-6.6 J2.1J13. 1

rOCYJapCTBEHHBIX U MyHHUIMITAJIBHBIX JI3.1,J13.2,

ciyxanux /Jlex/ JI3.3,051 22

Tema 1.1. ITousitue u ocobeHHOCTH 6 4 VK-6.5, JI1.1J11.2, 0

OpraHu3aliy JUIHOTO TPyAa YK-6.6 JI2.1J13. 1

TOCYJIapCTBEHHBIX U MyHHUIMITAJIBHBIX JI3.1,J13.2,

ciyxanux /Cem 3aH/ JI3.3,051 22

Tema 1.1. TToHsaTHE U OCOOEHHOCTH 6 1 YK-6.5, JI1.1J11.2, 0

OpTraHU3alMA JUIHOTO TPyAa YK-6.6 JI2.1J13. 1

TOCYIapCTBEHHBIX U MyHHUIIUITAJIBHBIX JI3.1,J13.2,

ciyxanux /Cp/ J13.3,51 22

Tema 1.2. TlepcoHa/IbHBI MEHEDKMEHT Kak 6 6 YK-6.5, JI1.1J11.2, 0

CHCTeMa JINYHON OpraHu3aIuy YK-6.6 | J12.1J13. 1

Tpyla TOCYAapCTBEHHBIX ¥ MYHHUITUTIATBHBIX JI3.1,J13.2,

CITy’KaImux JI3.3,91 22

/Jex/

Tema 1.2. IlepcoHaabHBIA MEHEIKMEHT KaK 6 6 VK-6.5, JI1.1J11.2, 0

cHCTeMa JINYHON OpraHM3aIuy YK-6.6 | J12.1J13. 1

Tpyla TOCYAapCTBEHHBIX M MYHHUITUTIATHHBIX JI3.1,J13.2,

CITy’KaIIX JI3.3,51 22

/Cem 3an/

Tema 1.2. IlepcoHaabHBI MEHEIKMEHT KaK 6 1 VK-6.5, JI1.1J11.2, 0

cHCTeMa JINYHON OpraHM3aIuH YK-6.6 | J12.1J13. 1

TpyZJa rOCYIapCTBEHHBIX U MYHUITUTIAIBHBIX JI3.1,J13.2,

CITy’KaIIX JI3.3,51 22

/Cp/

PA3JEJI 2. TEXHOJIOI'MU OPT'AHU3ALIMA

JIMYHOI'O TPYJA TOCYJAPCTBEHHBIX U

MYHUIUIIAJBHBIX CJOYXALIIUX

Tema 2.1. llenenonaranue u IIaHUPOBaHUE B 6 6 VK-6.5, [JI1.1J12.1J13.| O

OpraHM3allUHU JIMYHOTO TPYIa YK-6.6 1

FOCYAapCTBEHHBIX U MYHULUITATIBHBIX 2122

ciyxanwx /Jlex/

Tema 2.1. llenenonaranue u IIaHUPOBaHUE B 6 6 VK-6.5, [JI1.1J12.1J13.| O

OpraHU3aLyH JIMIHOTO TPY/Ia YK-6.6 1




U MyHHIMNAIBHBIX ciry)amux /Cem 3an/ 2122

Tema 2.1. llenenonaranue u riaHUPOBaHNE B VK-6.5, |JI1.1J12.1J13.

OpraHU3alHy JMYHOTO TPYAA FOCYJapCTBEHHBIX YK-6.6 1

W MYHHLIUNAIBHBIX ciryxaimux /Cp/ 212233

Tema 2.2. YnpaBiieHue BpEeMEHEM. VK-6.5, |JI1.1J12.1J13.

CaMOKOHTPO/Ib ¥ CAMOOPTaHU3alUs YK-6.6 1

FOCYAAPCTBEHHBIX U MyHULMITIATIbHBIX 2132

ciyxanwx /Jlex/

Tema 2.2. YiipaBiieHHe BpEMEHEM. YK-6.5, |JI1.1J12.1J13.

CaMOKOHTPOIIb ¥ CAMOOPTaHU3ALIMS YK-6.6 1

rOCYAApCTBEHHBIX U MYHULMITIATIBHBIX 2132

ciyxanux /Cem 3aH/

Tema 2.2. YiipaBiieHre BpEMEHEM. YK-6.5, |JI1.1J12.1J13.

CaMOKOHTPO/b ¥ CAMOOPTaHH3aIUs YK-6.6 1

TOCYJapCTBEHHBIX U MyHHUIIUITAJIBHBIX 213233

ciyxanux /Cp/

Tema 2.2. YrpaBieHue BpeMeHEM.

CaMOKOHTPOITb M CaMOOPTaHU3aAITHSI

TOCYapCTBEHHBIX U MYHHIIMTIAIBHBIX

ciyxanmx /Konc/

PA3JEJI 3. ICUXO®U3UOJIOI'UA TPYIA N

OPTAHM3AIINSA PABOYEI'O MECTA

I'OCYJAPCTBEHHbBIX U MYHUIIMITAJIBHBIX

CIYKALIMX

Tema 3.1. Ilcuxosorust u GU3HOIOTUS VK-6.5, JI1.1J11.2,

OpraHM3allUuU IMYHOTO TPY/A TOCYAAPCTBEHHbIX YK-6.6 [ J12.1J13. 1

Y MyHHITUTIABHBIX CITyKammx /JIex/ JI3.1,J13.2,
JI13.3,91 22

Tema 3.1. Ilcuxomorust u GU3HOIOTUs VK-6.5, JI1.1J11.2,

OpraHM3aIMK IMYHOTO TPy TOCYAAPCTBEHHBIX YK-6.6 | J12.1J13. 1

Y MYHUITUTIABHBIX cIry)ammx /CeM 3an/ JI3.1,J13.2,
JI13.3,91 22

Tema 3.1. Ilcuxomnorust u huznoNOrUs VK-6.5, JIT.1JI1.2,

OpraHu3alliy JIMYHOTO TPYJa TOCYJapCTBEHHBIX YK-6.6 JI2.1J13. 1

Y MYyHUITUTIATBHBIX cryx)ammx /Cp/ JI3.1,J13.2,
JI13.3,91 22

Tema 3.2. Opranuzauus pabouero VK-6.5, JIT.1JI1.2,

NPOCTPAHCTBA U UHAUBUAYATbHBIX YK-6.6 JI2.1J13. 1

pabodnx MeCT TOCYAapCTBEHHBIX U JI3.1,J13.2,

MYHULUIATIBHBIX CIIY>KAIIUX JI3.3,01 22

/Jlex/

Tema 3.2. Opranuzauus pabouero VK-6.5, JIT.1JI1.2,

MPOCTPAHCTBA U MHAUBHUAYAJIbHBIX YK-6.6 JI2.1J13. 1

paboumnx MecT rocyJapCTBEHHBIX U JI3.1,J13.2,

MYHULUIAIBHBIX CIIY>KAIIUX J13.3,91 32

/CeMm 3an/

Tema 3.2. Opranuzauus padouero VK-6.5, JI1.1JI11.2,

YK-6.6




POCTPAHCTBA U UHAUBUAYaAJIbHBIX JI2.1J13. 1

pabo4nx MECT TOCYAapCTBEHHBIX U JI3.1,J13.2,
MYHHMIMNAJIBHBIX CITY>KalUX JI3.3,01 92
/Cp/

PA3JIEJI 3. OBPA3OBATEJIBHBIE TEXHOJIOI'MHU

B mpouecce OCBOCHHA OUCHUITIMHBL ((OpFaHI/BaHI/I}I JIMYHOI'O Tpyda TOCYJApCTBCHHBLIX W MYHHIHIIAJIbHBIX
CITyXKallluX» UCIONB3YIOTCS ciefytonme oopa3oBarenbHble TexHnonoruu: aekuuu (JI), cemunapckue 3anstus (C3),
camocrosTenbHas padora ctyaeHToB (CP) 10 BRINONHEHUIO pa3uvHbIX BUOB 3aJaHUM.

JIeKIMOHHBIA MaTepuaj MpEACTaBIeH B BHAE mpeseHTanmmu B (opmare «Power Pointy. Jns HarasgHocTH
HCIIOJIB3YIOTCA MaT€pUaibl PAa3JIMYHBIX HAYYHBIX W TCXHHYCCKUX OIKCIICPUMCHTOB, CIIPAaBOYHLIX MaTCpUaJIOB,
HAy4HBIX cTaTed T.1. B xoze nekiuu npegycMoTpena oOpaTHas CBS3b CO CTYAEHTaMH, aKTUBU3UPYIOIIHE BOIIPOCHI,
MIPOCMOTP ¥ 00CykIeHHEe BUIeoPrIbMOB. [Ipu npoBeeH Y JISKIIUH UCTIONB3YETCsl POOIEMHO-0pH CHTUPOBAHHBIN
MEXIMCUMIUIMHAPHBIA TTOAX0, MPEANOoIaralonii TBOPUECKME BOIMPOCH U CO3JaHUE JNUCKYCCUOHHBIX CHUTyallUu.
[Ipn w3I0XKEHMM TEOPETUUECKOTO MaTepuajia HCIONB3YIOTCS TaKhe METOJbl, KaK: MOHOJIOTUYECKHH,
MOKa3aTeNbHbIA, JUAJIOIMYSCKHI, 3BPUCTHUYCCKUIH, HCCIIC0BATEIIbCKUI, MPOOJEMHOE H3JI0KEHHE, a TaKKe
CJICAYIOIME MNPUHOUIILI AUAAKTHKA BBICIIIEH IIKOJIBI, TaKME€ KaK: IOCJICAOBATCIBHOCTh M CHCTEMATHYHOCTH
0o0y4eHUs, JOCTYMHOCTh OOYyYeHHs, UPUHIMI HAayYHOCTH, TNPHHIUIBI B3aWMOCBS3U TEOPHH W MPAKTUKU
HATJISAHOCTH | JIp. B KOHITE KaK10# JISKIIH TPETyCMOTPEHO BpeMS TSI OTBETOB Ha IMPOOJIEMHBIE BOIIPOC.
CamocrosiTeibHas paboTa mpenHa3HaueHa I BHEAyIUTOPHOH padOThl  CTYICHTOB, CBSI3aHHOM C
KOHCIICKTUPOBAHHUEM HCTOYHHUKOB, yr{e6Horo marepualia, H3YUCHUEM HOHOHHHT@HBHOﬁ JIUTEPATYpPBL 110
JUCHUIIIINHC, HOJIFOTOBKOﬁ K TEKyHIEMY U CEMECTPOBOMY KOHTPOJIIO, 4 TAKXKE BBIIIOIHCHUEM HMHAWBUIAYAJIBHOT'O
3amanus B popme pedepara, scce, IPEe3eHTAIUH, SMITMPUISCKOTO UCCISIOBaHUS.

PA3JEJI 4. YHEBHO-METOANYECKOE U MATEPUAJIBHO-TEXHUYECKOE
OBECIIEYEHME JUCHUIIJINHbI

4.1. Pexomenayemasl JuTeparypa

1. OcHOBHas1 JIuTepaTypa

ABTODBHI, 3arjaBue H3patenscTBO, rof
J1.1 Oprasu3zanus THIHOTO TPy/Aa TOCYNIapCTBEHHBIX U Honenk : I'OY BIIO
T. A. KonecHMKOBa |MYHUIIMIIANBHBIX CITYy)KalWX: KOHCIIEKT JICKIUN JUIs «JOHAYUI'Cy, 2021

oOyuarormmxcs 4 Kypca 00pa3oBaTebHON MPOrPaMMBI
MarucTparypbl HarpasieHus moarorosku 38.03.04
TlocynapcTBeHHOE M MYHUIMIIANEHOE YIIPABJICHUE
(mpoduns «PerrmoHanpHOE yIpaBIeHHE U MECTHOE
CaMOYTIpaBIICHHUE)» ) OYHOM / 3a04HOM (popM 00ydeHus

(96 c.)
J1.2 lNocymapcTBeHHast 1 MyHHLMTIATIbHAS CITyXKO0a. Hwxuuit Hosropog : HHI'Y
I1. }O. BanoB Opranuzanus TpyAa MYHULUIAJIBHBIX CIYKaIIHX : uM. H. U. Jlobauesckoro,
y4aeOHO-MeTomrueckoe mocooue (89 c. ) 2019

2. lonojiHuTEIbHAS JIMTEPATYpPa

ABTOpBIL, 3armaBue H3nmaTenbcTBO, TON

JI2.1 [H. B. Anekcanaposa |[Icuxoduzuonorus mpodecCHOHAILHON e TeTEHOCTH : Owmck: N3n-8o OMI'A, 2018
y4eOHOe TTOCOOHe /IS CTY/ICHTOB HATIPABJICHUS ITOAT OTOBKH
BBICILIEr0 0Opa3oBaHMs — OaKanaBpuata «YpaBieHHE
riepcoHasiom» (164 c.)

JI2.2 |Kamuaun C. U. Taiitm-menemxMenT: [IpakTHKyM 10 yIpaBIeHHUIO CII6.: Peun
BpemeHneM (371c.)

3. Meroguyeckue pa3padoTKu

| ABTODBI, | 3ariasue | HznatenbcTBO, TOI




J3.1

T. A. KonecunkoBa

Opranu3zamnus JMYHOTO TPYyJla TOCYIapPCTBEHHBIX U
MYHUIUIAJIBHBIX CIY)KalNX: METOANYECKUE
PEKOMEHIAINH K TIPOBEACHUIO CEMUHAPCKUX 3aHITUI
Ui oOydatomuxcs 4 Kypca oOpa3oBaTebHOMI
MporpaMMsbl OakajiaBpuaTa HarpaBieHUs TTOATOTOBKU
38.03.04 «I"'ocymapCTBEHHOE U MyHHUIUTIATHHOE
ympasiieane» (npopunb «PernonaibHoe yrpaBieHUE U
MECTHOE CaMOYIpaBJICHIE» ) OYHOH / 3a04HON GopM
oboyuenus (35 c.)

oy BIIO "IOHAYUI'C",
2019

J13.2

T. A. KonecunkoBa

Opranu3zaius JUYHOT0 TPy/Aa FOCyIapCTBEHHBIX U
MYHULUTIAJIBHBIX CIIYKAIIUX: MCTOANYCCKHEC
PEKOMEHIAINH K TI0 OpTaHU3aluu CaMOCTOSTEIbHOM
paboThl o0yuaromxcs 4 Kypca o0pa3oBaTEIbHOM
porpaMMbI 0akajiaBpraTa HalpaBICHUs MO OTOBKH
38.03.04 «I"'ocymapCTBEHHOE U MyHHUITUTIATHHOE
yrpasiieane» (npopuib «PernoHaibHoe yrpaBlieHNE H
MECTHOE CaMOYIpaBJICHHE» ) OYHOH / 3a04HON GopM
oOyuenust (24 c.)

'Oy BIIO "IOHAYUI'C",
2022

J3.3

T. A. KonecankoBa

Oprasu3zaius JUYHOr0 TPy/Aa rOCyIapCTBEHHBIX U
MYHUIMIIAJIBHBIX CITYKallUuX: UHAUBUAYaJIbHOC 3aJaHUEC
Ut o0yJaroruxcs 4 Kypca 00pa3oBaTeIbHOM
porpamMMBbl OakalaBpuaTa HampaBJIeHUS TOTOTOBKH
38.03.04 «I'ocymapCTBEHHOE W MyHHUITUTIATHHOE
yrpasiieane» (mpoduinb «PernoHaabHOE yripaBieHHe U
MECTHOE CaMOYITpaBJICHUE ) OYHOM / 3a04HOM hopM
oboyuenns (12 c.)

oy BIIO "IOHAYUI'C",
2022

4.2. IlepeyeHb pecypcoB
HH(GOPMAIMOHHO-TEJIEKOMMYHUKAIMONHOM cetH '""UnTtepuer"

01

bubnuorpaduyeckas 6a3a TaHHBIX HAYYHBIX ITyOTMKAITANA
POCCHUUCKUX YUEHBIX

https://elibrary.ru/

32

Hayunas snexrponnas 6ubmmoreka KudepJlennnaka

https://cyberleninka.ru/




4.3. [lepeueHb NPOrpaMMHOro odecreveHust

JIMneH3noHHOe U CBOOOTHO pacipocTpaHseMoe MPOrpaMMHOE 00ECIICUSHUE, B TOM YUCIIE OTEYECTBEHHOTO
MIPOU3BOJICTBA:

- Libre Office (sumensust Mozilla Public License v2.0.)

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

- AIMP (mmunensust LGPL v.2.1)

- STDU Viewer (freeware for private non-commercial or educational use)

- GIMP (munensus GNU General Public License)

- Inkscape (munensust GNU General Public License).

4.4. Ilpo¢eccuonanbHble Ha3bI JTAHHBIX M MHGOPMaIMOHHBIE CIPABOYHbIE CHCTEMbI

[podeccnonansublie 6a3bl JAHHBIX U HHHOPMAIIMOHHO-CIIPABOYHBIE CHCTEMBI:

DeKTpOHHBIN Katanor usganuii - http://unilib.dsum.internal/

Hayunas snmekrponnas 6udamoreka «KUBEPJIEHMHKA - https://cyberleninka.ru/

JloHelkas peciyOIMKaHCKas yHUBepcalbHas HaydHas ouommoreka um. H. K. Kpymckoii - http://www.lib-dpr.ru/
DnekTpoHHO-6MONMMOoTeYHas cucrtema "Jlanp" - https://e.lanbook.com/

Hayunas snmexrponnas 6udamoreka eLIBRARY.RU -http://elibrary.ru/

Hayunas snekrponnas 6udmmoreka «KubepJlennnkay - https://cyberleninka.ru/

4.5. MaTepuajibHO-TeXHHYECKOe o0ecredeHne T CIHIIIHHBI

Jia mpoBeneHust y4eOHBIX 3aHATHIA, IPEyCMOTPEHHBIX 00pa30BaTEIbHOM MPOTrPaMMOil, 3aKPETIeHBI Ay AUTOPUN
COIJIACHO PaclHCaHMIO yUeOHBIX 3aHATHI: pabouee MECTO MpernoaaBaTelis, I0CaJOYHbIE MECTa 110 KOJUYECTBY
00yJaromuxcs, 10CKa MeJloBasi, IEPCOHANLHBII KOMIBIOTED € JIMLEH3UPOBAHHBIM POrPAMMHBIM 00eCTIeYeHHEM
o011Iero Ha3HAYEeHUs], MyJIbTUMEANHHBINA POEKTOP, SKPaH, HHTEPAKTUBHAS aHETb

PA3JIEJI 5. ®OHJI OHEHOYHbIX CPE/ICTB

5.1. KoHTpOJIbHBbIE BONPOCHI U 331aHUSI

1. Ha3oBuTe npu3HaKH, XapaKTEPU3YIOLIUE AeATEbHOCTh TOCY JapCTBEHHOI'0 M MyHHULIMIIAJILHOTO CITY>KaIlero.

2. K kakoii kaTeropuu mnepcoHaga OTHOCATCS TOCYJapCTBEHHbIE U MyHULMIIAIBHEIE CITyXate?

3. Kakue xapakTepuCTHKH MPUCYLIH TPYLY TOCYAaPCTBEHHBIX U MYHHLIUIAIBHBIX CITyKaIIuX?

4. TlepeuncnnuTe OCHOBHBIE 3JIEMEHTHI OPTaHU3ALUU TPY/a.

5. HazoBute npu3Haky, OTaMYaroONIe OpraHu3aluio Tpyaa B CHCTEME FOCYyAapCTBEHHON U MyHHIMIIAIBHOM CITyKOBI
OT OpraHu3aluy TpyAa BooOIIe.

6. Kakue oTanuus UMEIOT yIpaBieHYECKU e MPOLECcChl B 00IAaCTH OpraHU3aliy TpyAa B CUCTEME




TOCYAapCTBEHHON M MyHUIIMIIATBHON CITyXKObI?

7. Kakue 3aiauu peniaer opraHu3anys TpyAa rocy1apcTBEHHBIX U MyHUIIUIAJIBHBIX CIYKAIMX KaK QYHKIHS
yIpaBieHUs?

8. HazoBuTe Hanbonee 3HaYMMBIE JIEMEHTBI CHCTEMbI OpPraHU3aliy TPYAa TOCYIapCTBEHHBIX M MyHHUIIUIIATBHBIX
CITyXKallluX.

9. Inst 9ero rocyiapCcTBEHHOMY/MYHHIIMTIAIIEHOMY CITy>KallleMy HE00XO0IMMO MPUMEHSATh METOBI EPCOHATBHOTO
MEHEHKMEHTA?

10. Ha3oBuTEe OCHOBHBIE (DYHKIIUU CAMOMEHEDKMEHTA.

11. Ucnonb3yere a1 Bol mpruemsl 1ienenongaranus B CBoel AeATeNbHOCTH?

12. Kakas u3 npeuiokeHHBIX TEXHOJIOTHH IIJIaHUPOBaHUs Kakercsi Bam Hanbomnee mpuemiieMoi?

13. Kakue komnereHIny HeoOXoauMBbl JINYHO BaM kak OymynieMy rocyjapcTBeHHOMY/MYHULUIIATBHOMY
ciyxariemy?

14. Yto o3HAYAET BHIPAKEHUE «MBICIIUTD IETSTMU»?

15. IlepeuncnuTe U pacKpoiiTe OCHOBHBIE TPUHIIUIIBI TIOCTAHOBKH LIENEH.

16. Bunbl )KU3HEHHBIX II€TICH U KPUTEPUU UX TOCTIKEHUA. MOKeTe Ji BBl Ha3BaTh 1-3 caMble Ba)KHBIE IIETIH,
aKTyaJbHBIC JUTS BAC B HACTOSIIIEE BpeMsi?

17. CyTb aHanM3a «11e1b — CPEACTBO.

18. IloueMy Ba)KHO JieNIerMpoBaTh MOHOMO4KA? Kakue moiHOMOura MOKHO U HY>KHO JIeJIernpoBaTh?

19. Kak mpaBuiibHO IpuMeHsTh npasuiio 80/207

20. Kakue BUIBI IIIAaHUPOBAHUSI IIOMOTAeT OCBOUTEL cUcTeMa benmkamuiaa OpankimnHa?

21. Kak BbI cocTaBuTe TIIaH HA JIEHB, UCTIOIB3YS METO AJIBITHI?

22. Kak ciemyer paccTaBisTh MPUOPUTETHI COTIIACHO MPUHIUITY Dii3enxayspa? Y pengere nmu Ber moctaTouHo
BHUMaHUs JieNiaM KaTeropuu B?

23. B dem 3akimrovaeTcs 3a/1ada HHBEHTAPH3AIIUU BPEMCHH !

24. HazoBuTe MeTOABI MHBEHTApH3AINH BpeMeHr. KakoBo ux Ha3HaueHue?

25. IlepednciuTe 3TaNbl U IIATU MHBEHTapU3allMd BPEMEHHU.

26. Kakue Bompocs! Brl 3amamute ceGe s MOBBIIEHUS d(PPEKTUBHOCTH CAaMOKOHTPOJIS?

27. Kak COOTHOCSITCS IOHATHSI «Maiast 3pPEKTUBHOCTh» U «BeNHKas 3PPEKTUBHOCTH» ?

28. Kakue ciocoObI TOBBIIIEHUS JTHIHOHN 3¢ (HEKTUBHOCTH TIPH BBHITOJHEHUN PYTUHHBIX omniepanuil Bl 3Haere?
29. Kakue n3 «IIpHUHIIAIOB TTPUBICKATEILHOCTHY, ChOpMYTHpOoBaHHEIX TomacoMm JleonapaoMm, kak Bel cunraere,
romMoryTt Bam ctaTh smmepom?

30. Kakue n3 pekomenanuii Asena Jleitkena Brl y)ke ucmonb3yere B OpraHu3aluy JMIHOTO Tpyaa?

31. Kak «BburpaTh OUTBY» C COOCTBEHHOMN BOJIOKHUTOH ?

32. Kak mensiercs paboTocnoco0HOCTh YeltoBeka? KakoBbI IPHUHNHEI CHIDKEHUS PaboTOCITOCOOHOCTH?

33. Kak coxpaHUTh BBICOKYIO PabOTOCTIOCOOHOCTE M 3A0POBBE TOCYAaPCTBEHHOMY/MYHHUIIUITAIEHOMY CITyKaIemMy?
34. Kak Ber mormmaere ycrex? OT 4ero 3aBUCHT JIOCTIDKEHHUE ycrexa?

35. Kakue npaBuia JOCTIDKEHUS yCIexa SBISIOTCS MpueMyeMbIMuU 11 Bac?

36. 5. Kakyro »Ku3HEHHYIO TTO3HIINIO HA TEKyIIeM dTane 3annMaere Bei? Kakue crpaxu u comaenus Bam npucymm?
Ywmeere mu Bl uX mpeomoneBath?

37. Kakue TpeOoBaHUS MPENBABISAIOTCS K pabodeMy MeCTy TOCYIapCTBEHHOTO/MYHHUITUTIANBHOTO CITYKaIero?
38. Kakum momxeH ObITh KAOMHET PYKOBOIUTENS?

39. Kak pa3melnarTcst IpeAMETHl U CPEACTBA TPYyJa HAa MUCbMEHHOM CToJIE?

40. [ns1 yero Hy»KHbI 3HaHUS YPTOHOMHUKH ?

41. Kakoe mono>xeHue CIIMHBI MTPaBIIIBHOE TIPH padoTe 32 KOMITBIOTEPOM?

5.2. Tembl NUCbMEHHBIX PadOT

Temp1 1OKIIAIO0B:

1. CoBpeMeHHas KaJpoBasi MMOJIMTUKA MECTHBIX OPTaHOB BJIACTH: MPOOJIEMBI U TIPHOPUTETHI.

2. 'ocymapcTBeHHast 1 MyHHIIATIATBHAS CITy’K0a KaKk 0COOBIH BUJI TPOPECCHOHAFHON JeATEIbHOCTH.

3. DddekTrBHBIE TOCYTaPCTBEHHBIE U MYHHIIUITIAJIbHBIE MEHEIKEPhI: KTO OHM U KaK JIOCTUTIIH yCIIeXa.

4. OTBETCTBEHHOCTh T'OCY/IaPCTBEHHBIX W MYHUIIUTIAIBHBIX CITY)KAIMX ¥ MEXaHU3MBI € pealu3alui B MPaKTHKe
JeSITETHHOCTH OPTaHOB BJIACTH.

5. HpaBcTBeHHO-3THYECKHE HOPMBI M KOAEKCHI TIOBEIEHUSI MYHUIIUIATHHBIX U TOCYAapPCTBEHHBIX CITYXKAIIHX.

6. IlpodeccrnoHanu3M TroOCYapCTBEHHBIX M MYHHIMIAIBHBIX YWHOBHHKOB: XapaKTEPUCTUKA, KPUTEPUUA U
poOIEMBI.

7. XapakrepucTuka Mnpo(ecCHOHATBHOrO IOPTPETa COBPEMEHHOTO TOCYJapCTBEHHOIO ¥ MYHHIIUAIAIBHOTO
CILy’KaIllero: JTy4Ilue 4YepThl U MPOTUBOPEUUBOCTD.

8. LleHHOCTHBIE OpHUEHTAIINY MYHHUIIUIIATBHBIX YAHOBHIKOB.

9. Ilcuxonoro-nenarormueckue (HakTopbl MOBBIMICHHUS I(PPEKTHBHOCTH ACATEIBHOCTH TOCYJIAapPCTBEHHBIX U
MYHHUUIHMOAJIBHBIX CIY)KAIIUX.




10. IIpodeccronanbHas 3THKa FOCYAAPCTBEHHOTO U MyHUIIMIIATIBHOTO CITYKAaIero.

11. OcHOBHBIC HATIPABJICHUS U TIPUHIIUITBI HAYYHOW OpraHU3alliy TPYAa.

12. Opranuzanus paboYux MECT M co3JIaHKe OIaronprusTHBIX YCIOBHH TPyJa FOCYJapCTBEHHBIX U MyHULUIAIbHBIX
CITyXKallluX.

13. TInanupoBka paboyero Mecra: BUJIbI, CIIOCOOBI

14. Kakue BUIBI INITAHUPOBOK PA0OYNX MECT YUUTHIBAIOT IPU MPOCKTUPOBAHUN?

15. OcHamenue u 000pyHOBaHHE paboUero MecTa TOCYJAPCTBEHHBIX M MYHUIIMIIANBHBIX CITYKAIINX.

16. Knaccugukanus ycinoBuil Tpyia TOCYAapCTBEHHOTO M MYHHIIMITAJILHOTO CITYKAIIEro.

17. PaboTocriocoOHOCT TPYASAILETOCS: TIOHSATHE M XapaKTePHCTHKA.

18. ®DaxTophI, BAUSAIONIME HA PAOOTOCTIOCOOHOCTH TOCYIAPCTBEHHOTO W MYHHIIMTIAILHOTO CITYKAIIEro.

19. Meroas! u3ydeHus 3atpat pabouero BpeMeHHu.

20. Camodotorpadus pabouero gHsl.

21. MeTosI HETTOCPEACTBEHHBIX 3aMEPOB BPEMEHH.

22. Mogenb cBsi3u (YHKITUA CAaMOMEH €IDKMEHTA.

23. TexHnka caMOMEHEMHKMEHTA.

24. Tlpobnema neduuTa BpeMeH! Ha pabovueM MecTe.

25. BolsiBIeHHE IOTEPDh M IPUYKH pabouero BpeMeHH rocyAapCTBEHHOI0 M MyHUIMIIATIBHOTO CITYXKAIIETO.
26. CocTaBiieHHE pactopsiIKa JHS M OpTaHU3aIHs TPYIOBOrO MpoIiecca B MENIX TOCTHKEHUSI TOCTaBICHHBIX 3a7ad.
27. OCHOBHBI€E TTpaBUJiIa IEIETHPOBAHIE TOTHOMOYHH.

28. Kakoe cMBICTI0BOE 3HAUEHNE UMEET MOHATHE MEePCOHATBHBI MEHEHKMEHT?

29. Ot 9ero 3aBUCHUT yCIIEX PYKOBOAUTENS?

30. KakoBa cyImHOCTb Ipoliecca yrpaBjieHUs IEPCOHATBLHBIM Pa3BUTHEM ?

31. YmpasieHnrue KaKUMH pecypcaMy BKITFOYAET MMEPCOHAIBHOE pa3BUTHE?

5.3. ®onj 011eHOYHBIX CPEACTB

®doH OIEHOYHBIX CPEACTB MUCHHUIUIMHBI "OpraHu3anus JAYHOTO TPyJa I'OCYJapCTBEHHBIX W MYHUIUIATIbHBIX
cayxamux" B IOJIHOM 00beMe IIpeicTaBieH B npmioxkennn Kk OITOIT

5.4. IlepevyeHb BHI0B OLIEHOYHBIX CPEICTB

CobecenoBanune
Joxmaapr

Tector

CuTyalMoHHbIE 3aJaHHs

PA3JEJI 6. CPEACTBA AJAIITAIUUA ITPEITIOJABAHUA JUCIUIIJIMHBI K
IHHOTPEBHOCTAM JIMI] C OT'PAHUYEHHBIMH BO3MOXHOCTAMMU 310POBbS

B cnydae HeoOxommmocTh, oOydaromuMcs M3 YHCIa JIMI C OrPAaHHYCHHBIMH BO3MOXKHOCTSIMH 3JIOPOBBS (110
3asBJICHHIO OOYYaIOIIerocs) MOryT HpeularaThCs OIHH U3 CIEIYIOMNX BapHAHTOB BOCHPHUATHS WH(OPMALUH C
Y4ETOM MX MHAMBUIYATBHBIX IICUXO()U3NIECKUX OCOOCHHOCTEH:

1) ¢ npuMeHEeHNEM JIEKTPOHHOTO O0YUSHHS M AUCTAHIIMOHHBIX TEXHOJIOTHH.

2) ¢ IpUMEHEHUEM CIIEIIUANBHOTO 000PYI0BaHUS (TEXHUKH) M MPOTPAMMHOTO 00ECTICUSHYISI.

B nporecce o0ydenust mpu HEOOXO0AUMOCTH JJIS JIUI] C HAPYIICHISIMU 3PEHUS, CIIyXa W OITOPHO-IBUTATESILHOTO
anmnapara npeJoCTaBIsIOTCS CIEAYIOLINE YCIOBHUS:

- JUTSL JIMIL C HAPYIICHUSIMH 3PEHHUS: y9eOHO-METOJMYECKIE MaTepHaIbl B IEYaTHOM (pOpMe YBETHYSHHBIM HIPUPTOM;
B (hopMe DIIEKTPOHHOrO JOKyMeHTa; B (popme aymmodaiina (repeBon y4eOHBIX MaTepuajoB B aymuodopmar);
VHIMBHIyaJIbHbIC 3a/IaHNS 1 KOHCYJIbTAIHH.

- JUIS JIHMI] C HApYLICHUSIMU CITyXa: y4eOHO-METOMMYECKHe MaTepHralbl B IeYaTHOH Gopme; B popMe IeKTPOHHOTO
JIOKYMEHTa; BHJEOMaTepuasibl ¢ CyOTHTpaMH; HWHAMBHIyaJlbHbIE KOHCYJIBTAlMM C  PUBJICUYCHUEM
CypIOIepeBOIUNKa; HHANBUAYaJIbHbIC 3aaHUSI U KOHCYIbTALlUH.

- A WL ¢ HapyUIEHWSIMH OIOPHO-ABUraTeIbHOrO ammapara: y4eOHO-METOOMYECKHEe MaTepHasibl B NEYaTHOW
¢dopme; B hopMe 3TIEKTPOHHOTO TIOKYMEHTA; B popMe ayanodaiina; HHIUBHIYATbHbIC 3a1aHHUS 1 KOHCYJIbTaLUH.




PA3JIEJ 7. METOJUUECKUE YKA3AHUSI /151 OBYUYAIOIMXCSI 10 YCBOEHUIO
JUCLUIINHDBI

N3ydenune TMCIUIUIMHEI CIEAyeT HAYMHAThH C IPOPa0OTKK HACTOsIIEH paboueil mporpaMMbl YAeOHOH TUCITUTUINHBL,
0co00e BHUMaHUe, YJeNss e , 3a/la4aM, COJICPKaHUIO JUCIMILTHBI, @ TAK)KE OTHOIICHHUIO TAHHON JUCITUILTUHBI K
00I1IeMy KypCy MOJTOTOBKH CITICI[UAIIACTA.

JIeKIIMOHHBIN MaTepuas PacKpbIBAaeT JIOTMKY MUCIMILINHBI, ()OPMYIIHPYET KIIFOUEBBIC MOHSITUS M B3aUMOCBSI3H.
Bwmecte ¢ Tem, Bech 00beM HMH(pOpPMALK, TPEOYEMBI JJIsl OBJIAJICHUS HEOOXOMUMBIMU 3HAHUSIMHU 10 JUCIHIUIHHE,
HE MOXET OBbITh PACKPHIT Ha JICKIUU. Y CIICIIHOE YCBOSHHME Kypca MpEAnoiaraeT akTHBHOE, TBOPUYECKOE ydacTUe
CTYJICHTa Ha BCEX 3Tallax ero MnpernojaBaHus, B TOM YKCIIE U 0€3 HEOCPEACTBEHHOIO YUaCTHS MperoaaBaTes.

Jlis paliioHaIBbHOM OpraHU3allii CaMOCTOSTEIBHOW PadOThl CTYIEHT JO/DKEH YMENIO PAaCHpele/IUTh BpeMs,
MPEIyCMOTPEHHOE YYEOHBIM IUTAHOM I BHEAyIUTOPHOW paboThl. B o0mem, yueOHOe Bpemsi CTYJEHTOB
OXBATBIBACT YacChl, MPEIHA3HAYCHHBIC YIS ayJAUTOPHON (periiaMeHTHPOBAHHOH) palOoThl (JICKIMH, CEMHUHApPCKUE
3aHSTHS, KOHCYJIbTAIIMHK C ITPEIOIaBaTEeNIeM ) U BHEAYIUTOPHOU (MIOATOTOBKA K CEMUHAPCKUM 3aHSATHSIM, HAITUCAHUIO
KOHTPOJIbHBIX padoT, JIOKJIAIO0B, pedeparoB, paboTa ¢ JUTEPATYPHBIMH HCTOYHMKAMH B OHOJIMOTEKE, IOHCK
nHdopMmaiuu B cetu MIHTEepHET, HayuHas padora).

DopMBI cCaMOCTOSATENLHON pabOTHI:

- 00pabOTKH JIGKITMOHHOTO MaTepuara;
- MO/IFOTOBKA K CEMUHAPCKUM 3aHATHSIM;
- caMOCTOsITeIbHAs paboTa ¢ yueOHOM, Hay4YHOW U NIEPUOTUIECKOM JINTEpaTypOi;
- M3YYCHHE M aHAJIM3 3aKOHOAATEIbHBIX U HOPMATHBHBIX JIOKYMEHTOB;
- TIONCK 1 00paboTKa MaTeprajoB C MOMOIIBIO ceTu HTepHET;
- 00001IeHre U aHaIn3 (PAKTUIECKHUX JIAHHBIX;
- BBITIOJIHCHHE HAYYHBIX UCCIICAOBAHUIT;
- MOIFOTOBKA JIOKJIaJI0B, pedhepaTos;
- MOJITOTOBKA K 3a4eTy.
@DOopMBI KOHTPOJIST CAMOCTOSITEIIBHON PabOTHI:
- HHJMBUyallbHbIE KOHCYJIBTAIUN U COOECEIOBaHYIS,
- 3acIyIIuBaHue pedepaToB, MPOMEKYTOUHBIX PE3YIbTATOB HCCIICIOBAHHMN, TOKIIA OB,

O06paboTKa JEKITHOHHOTO MaTepHaia sSBISECTCS BaXKHOW COCTABIISIONICH OCBOCHUS MaTepuaa Kypca, MOCKOIbKY
BO BpeMsl JIEKIIUK (OpMHUPYIOTCSI HayIHBIE OCHOBBI 3HAHWH, M3y4aeTcss TEOPETHUECKUA U (paKTHUSCKUN MaTepHal,
BBIJICNISIOTCSI OCHOBHBIE TPOOJIEMBI W BOMPOCHI TEMATHYECKOTO COJepiKaHusi Kypca. [y JIydiiero ycBOCHUs
JIEKIIMOHHOT0 MaTepHaia mocjie JeKIHU cIeyeT IPOYNTATh KOHCIIEKT, BHECTH HEOOXOIMMBbIE TTPABKY U ONIPEICIUTh
OCHOBHBIE aCTICKTHI.

IMoaroroBka K CeMHHAPCKUM 3aHITHSM MPETyCMaTPHBACT:

- U3y4YCHHE PEKOMEH/IOBAHHBIX K TEME JIUTEPATYPHBIX HCTOYHHUKOB;

- TIOWCK JIOTIOTHUTEIBHBIX UCTOYHUKOB HH(OpMAIIHH;

- MOJITOTOBKY OTBETOB HA BOMPOCHI, BEIHOCUMBIE HA CEMHUHAPCKHE 3aHSTHUS;
- OCBOCHHE HOBBIX TEPMHHOB.

[Tpu MOAroTOBKE K CEMUHAPCKUM 3aHSATHSAM CTYACHT 0053aTENIbHO BEJECT KOHCIIEKT, B KOTOPOM TOTOBUT OTBETHI
Ha BOMPOCHI, JENACT BBIMUCKU U3 00pabOTaHHOM TUTEPATYPhI, COCTABIISCT CIOBAPD.

3¢ heKTHBHOCTh MPOBEACHUS 3aHSITHS OMPENENIETCS YPOBHEM CAMOCTOSTEIBHOM MOATOTOBKHU CTYICHTOB.

Ilens mpoBeAcHUS 3aHATHS - TOJBECTH WTOTH CAMOCTOSTEIBHOrO OCBOCHHS Y4eOHOro MaTepuana,
TEOPETHYCCKIX UCTOYHUKOB, TEMATHICCKUX 33]1a4, & TAKKE 3aKPEIHUTh 3HAHUS U YMEHHSI 110 KypCYy.

3ajaya MPOBENCHHUS CEMHUHAPCKOTO 3aHSATHS - MPUBUTHE HABBIKOB IMYOJIMYHOTO BBICTYIUICHHS, yMEHUE
JIOTHYECKH, COJICPIKATENILHO, aPryMEHTUPOBAHHO, YOCAUTENHHO BBIPAXKaTh CBOW MBICIH, JICNATh IMPABHJIbHBIC
BBIBOJIBI, CBSI3bIBATH MaTepHal Y4eOHOrO Kypca C COBPEMEHHBIMU TpoOiieMaMu (HyHKIMOHUPOBAHUS
COIMAITbHO-9KOHOMHYECKHX CUCTEM M (DOPM rocyIapCTBEHHOI'O YIIPABJICHHS.

3a70roM yCHEIIHOTO MPOBEACHHUS CEMHHAPCKOrO 3aHATHS SBJSIETCS TIIATENbHAs TOATOTOBKA K HEMY U
palMoHaIbHOE pacIlpeeicHue BpeMeHU. [Ipu 3TOM clielyeT y4YWThIBaTh, YTO HA CEMHHAPCKOM 3aHSTHU
OI[CHUBAIOTCS HE TOJHKO OTBETHI HA OCHOBHBIC BOIPOCHI, HO U JApyrue GopMbl pabOThI CTYJACHTOB, B TOM YHCIIC
OCHOBATEITbHbBIC JOMOJHEHUSI, COOONIEHUs Y4YacTHe B OOCYXJCHHHM BBICTYIUICHHH, MPaBUJIbHAS IMOCTAHOBKA
MPOOJIEMHBIX BOIIPOCOB K JIOKJIAUUKY, TOKJIAJIbI, TPE3EHTAIIUH H T.II.
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