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PA3JIEJ 1. OPTAHU3AIIMOHHO-METOJJUYECKHIA

1.1. HEJIX JUCHUAITJINHBI

HGJ'II)IO HU3YUYCHHUEC OUCHUIIMHBI ABJIACTCA U3YUCHHUEC O6HlI/IX IMPUHIUIIOB YIIPABJICHYCCKOI'O Tpyda
rocyaapCTBEHHOI0 1 MyHUIUIIAJIBHOI'O CIIY>KAICT O, q)OpMI/IIJOBaHI/IG O6IIICKYJ'IBTypHBIX u HpO(l)eCCI/IOHaHLHI)IX
HaBBIKOB.

1.2. YYEBHBIE 3AIAYN N CHUITJINHBbI

1) ®opmupoBaHue MOHUMAaHUS OCOOCHHOCTEH TPYIOBOI JIEATEILHOCTH TOCYJapPCTBEHHBIX U

MYHUIUTAIBHBIX CIYKaIIHX.

2) OBnageHue METOIaMU PallMOHAJILHOW OpraHU3alMy YMCTBEHHOTO TPYAa, OBBIIICHHS () (HEKTHBHOCTH TpyAa
TOCYAapCTBEHHOT'O ¥ MYyHHUIIUIIAJIBHOTO CIYKAIIETO.

3) OBnageHue CtocOOHOCTSIMH K aJJIeKBaTHON OIEHKE ITOCTABIICHHBIX IIeJIel U Pe3yIbTaTOB AESTEIbHOCTH.

4) OBnaseHre METOJJaMHU YIIPABIICHUS CBOUM TIOBEICHUEM U MOTHBAIUEH.

5) OBnazieHre MeTOJIaMH CaMOOPTaHU3aIMK pabouero BpeMeHH, palliOHAILHOTO IIPUMEHEHHUST PECYPCOB H

3¢ (EKTHBHOTO B3aUMOJICUCTBYSI C IPYTUMH HCTIOTHUTEISIMH.

1.3. MECTO JUCHMILIAHBI B CTPYKTYPE OCHOBHOM OBPA30OBATEJIbHOM
INPOI'PAMMBI

Lukn (pasaen) OITOIT BO: | b1.B.13

1.3.1. Jlucyunauna "Opeanuzayus 1utHo20 mpyoa 20CyOapCcmeeHHbIX U MyHUYUNATbHBIX CLyHCauux’
onupaemcs na creoyrowue snemenmol OIIOII BO:

Teopus opraHuzanuu

Cucrema rocy1apcTBEHHOTO U MyHHUIIUIIATHHOTO YITPAaBIECHUS

1.3.2. Jucyunauna "Opeanuzayus 1uuno2o mpyoa 20Cy0apCmeeHHblX U MyHUYUNAIbHbIX Cyscauux”
svlcmynaem Onopou OJisl C1e0YIoWUX dIeMEeHMO08.

Teopm[ " IIpaKTHUKa YIIPaBJICHYCCKOI'0O KOHCYJIBTUPOBAHUSA

1.4. PE3YJIbTATBI OCBOEHHUSA JUCHUIIJIMHBI:

VK OC-6.3: Peanuzoswvieams cmpamezuio npopeccuonaibHo2o camopazeumusi ¢ yuemom 0coOeHHocmell
ocyuecmsieHus: OpeaHu3AyUOHHbIX USMEHeHUU

3HaTh:

Yposenb 1 | CymHoCTh podeccuu u coepKaHue TpyAa rocyJapcTBEHHOT0 U MyHHIIMIIATBHOTO CITY>KaIero.
KadecTBa 1 KOMIIETEHIIMH, HEOOXOAMMBIE TOCYAAPCTBEHHOMY/MYHHUIIUIATIBHOMY CIIyXKaIleMy.
DJeMEeHTBI CUCTEMBI OpraHu3anui Tpyaa. CHcTeMy U TEXHOJIOTHH MTePCOHAIEHOTO MEHEKMEHTA Ha
TOCyapCTBEHHOW W MYHUITUIIAIBHON ciry>kOe. OCHOBBHI Tiellenoaranus 1 IJIAaHNPOBAHUS B
OpTaHMU3AINY JIMYHOTO TPY/Ia TOCYAAPCTBEHHBIX U MYHULIMIIAJIBHBIX CTyKamuX. TexHomorunun
IIOCTAHOBKY LEJIEH U MJIAHUPOBAHUS JUYHOHN AeATEIbHOCTU. VICKYCCTBO A€IErHpOBaHUS TIOJHOMOYHU.
TexHonoruu ynpapiieHHsI BpeMeHeM. MeTobl CaMOKOHTPOJIS ¥ camoopranm3any. [Iciuxomoruto u
(hM3HONIOTHIO OPTAHMU3AINY JIMYHOTO TPY/Ia TOCYAaPCTBEHHBIX M MYHHUIIUIAJIHHBIX CITYKAIIUX.
Crioco0b! opraHu3aniy pabodero MPOCTPAHCTBA M WHAUBUIYAITbHBIX pa0OYNX MECT.

Yposenn 2 | CymsocTs npodeccuu U conepKaHue TpyAa roCyAapCTBEHHOTO U MyHULMIIATBHOTO CITYKaIero.
KauecTBa 1 komIiereHIH, HEOOXOANMBIE TOCYAAPCTBEHHOMY/MYHULIUNAIBHOMY CIIyKaIlIEeMYy.
OeMeHTHI CUCTEMBI OpraHu3auuy Tpyaa. CucreMy U TEXHOJIOTHH NEPCOHATIBHOIO MEHEIPKMEHTA Ha
rOCYAapCTBEHHON ¥ MyHUIMIIAJIbHON ciryk0e. OCHOBBI LieNIENONIaraHus ¥ IIaHUPOBaHUS B
OpraHU3alyy JUYHOTO TPYAa FOCYAaPCTBEHHBIX U MYHULMIIAJIBHBIX CIIyKamuX. TexHomoruu
MTOCTAHOBKH LIeNed 1 IUIAHUPOBAHUS JINUHON ASSITENbHOCTH. VICKYyCCTBO A€NerupoBaHus IOJTHOMOYHH.
TexHonoruu ynpasieHusi BpeMeHeM. MeToabl CaMOKOHTPOIISA U caMoopranu3aiuy. CrocoOsl
MOBBIILICHUS THIHOH 3¢ dexTuBHOCTH. [Icuxonoruio u Gpru3nonoruo opraHu3aluy JMYHOTO TPyIa
rOCYAAapCTBEHHBIX U MyHHLIMNAIBHBIX ciyxamuXx. CrocoObsl opraHuzanyy padouero npocTpaHcTBa U
WHAMBUAYAIBHBIX Pa00UNX MeECT.

Yposenn 3 | CymnocTs npodeccuu U conepkaHue TpyAa rocyAapCTBEHHOTO M MyHULMIIAIBHOTO CITYKaIero.
KauecTBa u komriereHIH, HEOOXOAUMBIE TOCYIaPCTBEHHOMY/MYHHUIMIIAIEHOMY CITyKalleMYy.
DJeMeHTHI CHCTEMBbI OpraHu3anuy Tpyaa. CHCTEMY U TEXHOJIOTHH I1EPCOHANIBHOIO MEHEIKMEHTA Ha
rOCYAapCTBEHHON M MyHUIIMIIAJIbHON ciryk0e. OCHOBBI LieNIeNONaraHus 1 IIaHUPOBaHUS B
OpraHU3alMy JIMYHOTO TPYJa roCyJapCTBEHHBIX U MYHUIMIAIBHBIX CIIyKamuX. TeXHoIoruu
ITOCTAHOBKHU II€JIE€H Y MJIAaHUPOBAHUS JINYHOM AEATENBHOCTH. VICKYCCTBO J€ernpoBaHysl TOJTHOMOUYUH.
TexHonoruu ynpasieHust BpeMeHeM. MeToibl CAaMOKOHTPOIIA U caMoopranu3aiu. CrocoObl
MOBBIILICHUS TUIHOH 3¢ dekTrBHOCTH. [Icnxonoruo u GU3NONOTHI0 OpraHu3alul JMYHOTO TPyaa
rOCYAapCTBEHHBIX U MyHHLIMIAIBHBIX ciyxamux. CrocoObsl opranu3anyuy pabouero npocTpaHcTBa U
WHAMBUAYaIbHBIX pabounx MecT. llcuxonmoruro ycrexa: copep:KaHue U YCJIOBUS TOCTHXKEHHUSL.

VYMeTh:




Yposenn 1 | Onpenensite NpUOPUTETH TPOPECCHOHATBEHON ACITENHHOCTH TOCYIapCTBEHHOT0/MYHUITUTIAIBHOTO

CITy’Kalero. AHaIU3HpOBaTh U (OPMHUPOBATH IEITH U 334l MPOPECCHOHATBHON AeATEIBHOCTH,
OIPEICTSITh TPUOPUTETHBIE. PaI[OHATBHO OPraHU30BBIBATE CBOM TPy, [[pUMEHSITh COBpEMEHHbIE
TEXHOJIOTHH TIEPCOHATHFHOTO MEHEDKMEHTA. AHAM3UPOBATh U BOCCTAHABIUBATH COOCTBEHHYIO
pabotocmocodHOCTh. [[eHUTh 1 3 PEKTHBHO UCTIONL30BATh BPEMS, YUUTHIBATh U aHATU3UPOBATD
3aTpaThl BPEMEHHU, BECTH THEBHUK BpeMeHn. OpraHn30BaTh pabouee MECTO ¢ TO3UITUH SPrOHOMUKH
pabodero MpoCTpaHCTBA.

YpoBenn 2 | Onpenensite TPUOPUTETH TPOPECCHOHAIBLHON ACITETBHOCTH TOCYIapCTBEHHOT0/MYHUITUTIATBHOTO

CIIy’Kamero. AHaJIM3UpoBaTh U GOPMUPOBATH LIEIH U 331241 POPECCHOHATBHOMN NS TEIBHOCTH,
OIPEAEIATh IPUOPUTETHBIE. PallioHaIbHO OpraHU30BbIBAaTh CBOM TpyA. [IpuMeHATs COBpEMEHHBIE
TCXHOJIOTMHU NICPCOHAJIBHOI'O MCHEIPKMCHTA. AHaJII/I?;I/IpOBaT]) 1 BOCCTaHaBJIMBATh CO6CTBCHHyIO
paborocriocoOHOCTh. LIeHUTh 1 3 PEKTUBHO UCTIONB30BATH BPEMS, YUUTHIBATh  aHAIU3UPOBATD
3aTpaTbl BPpEMEHHU, BECTH JTHCBHUK BPEMCHU. OpFaHI/ISOBaTB pa60qee MECCTO C MO3UIIUU SPTOHOMUKHU
pabouero mpoctpaHcTBa. Pa3pabaThiBaTh CTPATETHIO JIMYHOTO PA3BUTHS M TOCTPOCHUSI
npodecCHOHANTBHON Kapbephl.

Yposennb 3 | Onpenensite NPUOPUTETHI MTPOPECCHOHATBEHOMN ISSITENBHOCTH TOCYIaPCTBEHHOT0/MYHUIIUTIATBHOTO

ciryxartero. @opMupoBaTh MOJIEIb Ka4eCTB TOCYAAPCTBEHHOTO/MyHUITUIIAILHOTO CITY>KaIIEro.
Ananu3upoBath U GOpMHPOBATH IIENX U 331291 MPo(HEeCCHOHATBHON eI TENLHOCTH, OMPEAEISTh
MIpHOpUTETHBIE. ParMoHanbHO OpraHu30BbIBaThE CBOM Tpya. [IprMeHsATh coBpeMeHHbIEe TEXHOIOTHH
MIEPCOHAIFHOTO MEHEHKMEHTA. AHAIM3UPOBATh M BOCCTAHABINBATH COOCTBEHHYIO
paborocriocobHOCTh. LIeHUTh 1 3 PEKTUBHO UCTIONB30BATE BPEMS, YUUTHIBATh M aHATU3UPOBATH
3aTpaThl BPEMEHH, BECTH JHEBHUK BpeMeHU. OpraHn3oBaTh pabodyee MECTO C MO3UIIHH IPrOHOMHUKH
pabodero mpocTpaHcTBa. Pa3pabateiBaTh CTPAaTErwio JMYHOTO PA3BUTHS M TOCTPOSHHS
npodeccruoHanbHON Kaphepbl. KOHTpOIUPOBATH MPOIIECCH CBOSH NEATEIHFHOCTH U €€ PE3YIbTaThI.

Bnaners:

VYposennb 1 | CrtocoOHOCTBIO ONMPENENsaTh MPHOPUTETH TpodecCHoHANBHON NesTensHOCTH. HaBbikamMu aHamM3a u

(dhopMupoBaHus 1eIeH 1 3a1a4 MPoGeCCHOHAIBHOMN eI TEITBHOCTH.

Hasbikamu panimoHaibHOM opraHuzaiuu Tpyaa. IcKycCTBOM JieferupoBaHUs OTHOMOUHH.
TexuonorusmMu mIaHupoBaHust. HaBepIkaMu caMoopraHU3aIysl JUIHOTO 310POBBSI, BOCCTAHOBJICHUS
paborocnocobHOocTH. [Ipremamu 3¢ heKTHBHOTO UCIIONB30BaHUS pabodero v JUIHOTO BPEMCHH.
Happikamu opranmu3zanuu pabodero mpocTpaHcTBa IS yCIEIHOTO BRIOJHEHHUS TTOPYYEHHON paboThI.

VYposennb 2 | CrtocoOHOCTBIO ONMPENENsATh MPHOPUTETHI IpodecCHoHaNBHON AesTeIbHOCTH. HaBbikamMu aHamm3a u

(hopmupoBaHUS 1IENIeH 1 32139 TPoheCCHOHANBHON NeITEILHOCTH.

Hagpikamu panioHaJIbHOM OpraHu3aluu TpyAa. VICKycCTBOM AeNerupoBaHUsl TOJTHOMOUUH.
Texuonorusmu mIaHupoBaHus. HaBeikaMu caMoOpraHu3aIysl THIHOTO 3I0POBBSI, BOCCTAHOBJICHUS
paborocnocobHOoCcTH. [Ipremamu 3¢heKTHBHOTO UCITONIB30BAaHUS PA00IEro W JTNIHOT'O BPEMEHH.
Happrkamu opranm3zarmn pabodero mpocTpaHcTBa IS yCIEIHOTO BHIITOIHEHHUS TIOPYIEHHONW paboThI.
Cnocobamu TTOBBIIIEHUS THIHON ¢ hekTHBHOCTH. CITOCOOHOCTHIO KOHTPOIMPOBATH MPOIIECCHI CBOCH
JeSITETTHHOCTH ¥ €€ Pe3yNIbTaThlI.

Yposennb 3 | CriocoOHOCTBIO OnpenensiTh IPHOPUTETH IpodeccHoHanbHON AesTenbHOCTH. HaBbikamu aHanusa u

(hopmupoBaHus Lienei 1 3a1a4 NpoecCHOHANBHON A TEIbHOCTH.

Hagpikamu panioHaIbHOM OpraHu3aluuu Tpyaa. VICKycCTBOM AeferupoBaHUsI TOJTHOMOUUH.
TexuonorusiMu rranuposanusi. HaBeikaMu caMoopraHu3anys JIMYHOTO 37J0POBbsI, BOCCTAHOBJICHUS
pabotocriocobHOCTH. [IprieMaMu 3pPeKTHBHOTO HCITONB30BaHUS PA0OYero U JTMYHOTO BPEMEHH.
Hagpikamu oprannzanuu pabodero mpocTpaHCTBa AJIsl YCHEIHOTO BRIIIOIHEHUS TOPYYEHHON paboThI.
Crioco6amu OBBIMIEHUS JINYHOU 3P dekTnBHOCTH. CIIOCOOHOCTHIO KOHTPOIMPOBATH ITPOLIECCHI CBOEH
JEATEIILHOCTH U €€ Pe3yJIbTaThl.

B pezynomame oceoenusn Oucyunaunwt ""Opzanuzayus 1uuno2o mpyoa 20cy0apcmeenHvix u

3.1

3HATB:

CymHocTb npodeccuu U coiepKaHue TpyAa roCyAapcTBEHHOTO M MyHULMIIAIBHOTO ciayxamiero. KauectBa
1 KOMIIETEHIINH, HEOOX0IMMbIE FOCyJapCTBEHHOMY/MYHUINTIAIEHOMY CITyXaleMy. DJIeMEHTbI CHCTEMBI
opranusanuu Tpyjaa. CUCTEMY U TEXHOJIOTMH IIEPCOHAIBHOTO MEHEIKMEHTA Ha TOCYJapCTBEHHON U
MYHULUIAJIBHON Ciry>:k0e. OCHOBBI LieNIenonaranys 1 IUIaHUPOBAaHUS B OpraHU3alMy JINYHOTO TpyAa
rOCYAapCTBEHHBIX U MyHHLIMIAIBHBIX CITyXaluX. TeXHOIOTMU OCTAHOBKHY LeNel U MJIaHWPOBaHUS JIMIHON
JeSTeNbHOCTH. VICKyCcCTBO AenernpoBaHus MOJHOMOUYNI. TEeXHOIOTUY YIIpaBIEHUs BpeM eHeM. MeTo bl
CaMOKOHTPOJISl ¥ camoopranu3aunu. CriocoObl MOBBIMIEHUS JINYHOM 3P dexkTuBHOCTH. [Icuxonoruto u
(PU3MOIOTHIO OpraHU3aluy JMYHOTO TPY/A TOCYIaPCTBEHHBIX U MyHULMIAIBHBIX ciyxamuXx. CrocoOb
opraHu3anuy paboyero MpocTPaHCTBA U MHIUBUIYalIbHBIX pabounx mecT. [lcuxomoruro ycmexa:
COJIepXaHUE U YCIOBUSA JOCTHIKEHUS.




3.2| YMmerh:

Omnpenensth NPUOPUTETHI TPOGECCHOHATBHON ICITEbHOCTH TOCYAaPCTBEHHOI0/MYHHUIIMIIATBHOTO
ciyxatiero. ®opMupoBaTh MOJIEb Ka4eCTB OCYIaPCTBEHHOT0/MYHHIIMTIAJIBHOTO CITY KAILETO.
AHanu3upoBaTh U POPMHUPOBATH LIEJIU U 33241 MPOPECCHOHAIBHOM NEATEIbHOCTH, ONPEILIATh
NPUOPUTETHBIC. PallMOHaIbHO OPraHN30BBIBATh CBOI TPYA. [IpHMEHSATh COBpEMEHHBIE TEXHOJIOTHH
MEPCOHAIBHOIO MEHE/KMEHTA. AHATM3UPOBATH H BOCCTAHABIUBATH COOCTBEHHYIO pab0TOCIIOCOOHOCTD.
HennTh 1 5 HEKTUBHO UCTIONB30BATH BPEMSI, YUUTHIBATh U aHAIM3UPOBATh 3aTPaThl BpEMEHH, BECTH
JHEBHUK BpeMeHH. OpraHu3oBath pabouee MECTO C MO3UIMU IPTOHOMHUKH pabovero mpocTpaHCTBa.
Pa3pabaTbiBaTh CTpaTeruio JMYHOTO Pa3BUTHUS M MOCTPOCHUS MPO(ECCHOHATBHOM Kaphephl.
KoHTponupoBaTh MpoIecchl CBOCH ACATEIBHOCTH U €€ Pe3YJIbTAThI.

3.3 | Baagers:

CocoOHOCTBIO OMPENETATh MPHOPUTETHI PO ECCHOHANBHON AeATeIbHOCTH. HaBbikaMu aHaM3a u
(hopMupoBaHus 1eIeH U 3a/1a4 TPOPECCHOHAIBHOM IESTEILHOCTH.

HaBbikamu panimoHalibHOM opraHu3aiuu Tpyaa. ckyccTBOM AeliernpoBaHus MOJTHOMOYMH. TexHomorusmu
IJIaHupoBaHus. HaBblkaMu caMOOpPTraHHU3aIMs JMYHOIO 3/I0POBbsI, BOCCTAHOBJICHHUS pa0OTOCIIOCOOHOCTH.
[Mpuemamu > GEeKTUBHOTO UCIIONIB30BaHMS PabOUEro v JUYHOro BpeMeHu. HaBbikaMu opraHu3aiuu
pabodero MPOCTPAHCTBA JUIsl YCICIIHOIO BBIMOJIHEHUS MTOPYYeHHOM padoThl. Crioco0amMu MOBBIIICHHS
nuuHo# 3 dexruBHOCTH. CIIOCOOHOCTHIO KOHTPOJIMPOBATH MTPOIECCHI CBOCH JISITEIILHOCTH U €€ PE3YJIbTATHI.

1.5. ®OPMbI KOHTPOJISA

Texymuii KOHTPOJb YCIIEBAEMOCTH MO3BOJISIET OIICHUTHh YPOBEHH CDOPMHUPOBAHHOCTH AJIEMEHTOB

KOMITETSHITUH (3HAHW, YMEHUH 1 IPUOOPETEHHBIX HABBIKOB), KOMIIETEHIIMH C MTOCIEAYIONINM 00beIMHEHNEM
OIIEHOK ¥ MPOBOJMTCS B JOpPME: YCTHOI'O OIIPOCA HA JIGKIIMOHHBIX U CEMHUHAPCKHUX 3aHITUSX

(ppoHTaNBHBIN, HHAUBUAYAIbHBIA, KOMILIEKCHBIN ), MICHMEHHOH MPOBEPKH (TECTOBBIE 3aJaHN, KOHTPOJIb 3HAHUH 110
pazzeny, CUTYallMOHHBIX 3aJJaHAN U T.II.), OLIEHKN aKTUBHOCTH pa0OTHI 00yJaromerocs Ha 3aHATHH, BKIIOYas 3a/1aHUs
JUIs1 CAMOCTOSTENIbHON paboThI.

Hpomeofcymouuaﬂ ammecmavus

Pe3ynbraTel TeKyIero KOHTPOJISI U MMPOMEKYTOYHOM aTTecTali (POPMUPYIOT PERTHHTOBYIO OLIEHKY pPaOOTHI
cryaeHTa. Pacripenenenue 6aioB pu GOpMUPOBAHUN PEUTUHTOBOM OIIEHKH paOOThI CTYACHTA OCYIIECTBISETCS B
COOTBETCTBHH C JACHCTBYIOUINM JIOKAJIbHBIM HOPMaTUBHBIM akToM. [lo mucrmmmmae "Oprasu3amnyst JIMIHOTO TPyAa
rOCyapCTBEHHBIX U MyHHUIIMIIAJIBHBIX CIY)KaIuX" BHUIOM IIPOMEKYTOYHON aTTECTAINH SIBISIETCS 3adeT

PA3JEJI 2. COAEPKAHUE JUCHHUIIJIMHBI

2.1. TPYJOEMKOCTb OCBOEHUs JTUCLHUIIJIMHBI

Ob6mas TpyI0EMKOCTh IUCHUIUIMHEL  "OpraHu3amnus JMIHOTO TPYAa TOCYJapCTBEHHBIX M MYHHUIIUIIATBHBIX
CIIyKalMX" COCTaBIISET 2 3a4€THBIE €AUHULBI, 72 YacoB.

KonmuvecTBo 4acoB, BBIZICISIEMBIX Ha KOHTAKTHYIO pabOTy ¢ MPErnoIaBaTeeM U CAMOCTOSTEIbHYIO padoTy
00y4aromierocs, Onpeensiercs yaeOHbIM IUIaHOM.

2.2. COOJEP)KAHUE PA3JEJIOB JUCHUIIJIMHBI

HaumenoBanue pa3nesoB u TeM /Buj 3ausatus/ | Cemectp /| HacoB | Komneten- | Jlutepatypa | Uure | Ilpumeuanue
Kype 197071 PAaKT.

Pazpea 1. OCHOBBI OP'AHU3ALIMU

JHUYHOI'O TPYJA IT'OCYJAPCTBEHHbBIX

MYHUIUITAJIBHBIX CJOYXKALIUX

Tema 1.1. ITonsiTue U 0cCOOEHHOCTH 6 2 YK OC-6.3| JI1.1J11.2, 0

OpraHu3allvy JUYHOIO TPYAA IOCYJapCTBEHHBIX JI2.1J13. 1

1 MyHULUNAIBHBIX ciryxamux /JIex/ JI3.1,J13.2,
J13.3,91 92

Tema 1.1. [TonsiTHE U OCOOEHHOCTHU 6 2 YK OC-6.3| JI1.1J11.2, 0

OpraHu3allvy JUYHOIO TPYAA IOCYJapCTBEHHBIX JI2.1J13. 1

Y MyHUITUTIATBHBIX ciyxkanmx /Cewm 3an/ JI3.1,J13.2,
J13.3,251 92




Tema 1.1. IlonsaTre U 0OCOOCHHOCTH 2 YK OC-6.3| J1.1J11.2,
OpraHHU3alMH JIMYHOTO TPY/1a IOCY1apCTBEHHBIX JI2.1J13. 1
U MyHULIMNAIBHBIX ciryxkamux /Cp/ JI3.1,J13.2,
JI3.3,91 32
Tema 1.2. [lepcoHa bHBI MEHEIKMEHT KaK 2 |YKOC-6.3| JI1.1J11.2,
cucTeMa JJMYHON OpraHu3aluu JI2.1J13. 1
TpyZJa rocy1apCTBEHHBIX U MYHUIIUTIAIBHBIX JI3.1,J13.2,
CITyKaIlux JI3.3,91 32
/JTex/
Tema 1.2. [lepcoHaIbHBI MEHEIKMEHT KaK 2 |YKOC-6.3| JI1.1J11.2,
cucTeMa JJMYHON OpraHu3aluu JI2.1J13. 1
TpyZJa roCyIapCTBEHHBIX U MYHUIIUTIAIBHBIX JI3.1,J13.2,
CITy>KaIlmux JI3.3,91 32
/Cem 3an/
Tema 1.2. TlepcoHanbHBII MEHEPKMEHT KaK 10 | YK OC-6.3( J1.1J11.2,
CHCTEMa JIMYHOW OpraHu3aIiuu JI2.1J13. 1
TpyZa rocy1apCTBEHHBIX U MyHHULIUTIAIBHBIX JI3.1,J13.2,
CITy’KaIX JI3.3,051 22
/Cp/
Paznen 2. TEXHOJIOT'MHU OPTAHU3AIIMA
JUYHOI'O TPYJA TOCYJAAPCTBEHHbBIX "
MYHHUIUITAJIBHBIX CJAYXALINUX
Tema 2.1. llenenonaranue u MiIaHAPOBAHUC B 2 |YKOC-6.3|J1.1J12.1J13.
OpraHM3alMy JJMYHOTO TPY/A TOCYJaPCTBEHHBIX 1
Y MYHHUIIUIANBHBIX clyKammx /JIex/ D1 22
Tema 2.1. llenenonaranue u MiIaHAPOBAHUC B 2 |YKOC-6.3|J1.1J12.1J13.
OpraHu3allMy JMYHOTO TPY/Ia TOCYAapPCTBEHHBIX 1
1 MyHULIMNAIBHBIX ciryxamux /Cem 3aH/ 21032
Tema 2.1. llenenonaranue u IaHAPOBAHUE B 12 | YK OC-6.3|JI1.1J12.1J13.
OpraHM3allMy JMYHOTO TPY/Ia TOCYAapPCTBEHHBIX 1
1 MyHULIUNAIBHBIX ciyxamux /Cp/ 21032
Tema 2.2. YrpaBieHue BpeMeHeM. 2 [YKOC-6.3|J1.1J12.1J13.
CaMOKOHTPOITb M CAMOOPTaHH3ALUS 1
rOCYAapCTBEHHBIX U MYHULUIIATIbHBIX 2122
cyxammx /Jlex/
Tema 2.2. YripaBneHne BpeMEHEM. 2 |YKOC-6.3|J1.1J12.1J13.
CaMOKOHTPOITb M CAMOOPTaHH3ALHS 1
rOCYIapCTBEHHBIX 1 MYHHIHITAIBHBIX 21022
ciyxanmx /Cem 3as/
Tema 2.2. YripaBneHne BpeMEHEM. 12 | YK OC-6.3 [JI1.1J12.1J13.
CaMOKOHTPOJIb M CaMOOPTaHU3ALIHS 1
rOCyIapCTBEHHBIX 1 MYHHIHIIAIBHBIX 21022
cyxamux /Cp/
Tema 2.1. llenenonaranue u riaHUPOBaHNE B 2 |YKOC-6.3

OpTraHH3aLMY JIMYHOT'O TPY/1a TOCYAapCTBEHHBIX
Y MyHHUIUTIAIBHBIX CITYKaIUX
Tema 2.2. YripaBiieHUE BpEMEHEM.




CaMOKOHTPOJIb M CaMOOPTaHU3ALIHSI

rOCyIapCTBEHHBIX 1 MYHUIMIIAIBHBIX

ciyxamux /Konc/

Pazpen 3. ICUXO®PU3NOJOTI'UA TPYIA U

OPTAHU3AILIUS PABOUYEI'O MECTA

TOCYAAPCTBEHHbBIX U MYHUIIUITAJIBHBIX

CJIYKAIIMUX

Tema 3.1. [Icuxonorus u GpU3HOIOTUS YKOC-6.3| JI1.1J11.2,

OpTaHM3alMY JINYHOT'O TPYJIa TOCYAapCTBEHHBIX JI2.1J13. 1

1 MyHHUIUNAIBHBIX ciryxamux /JIex/ JI3.1,J13.2,
JI3.3,91 32

Tema 3.1. Ilcuxomnorust u HU3HOIOTUS YK OC-6.3| JI1.1J11.2,

OpTaHM3alIMY JINYHOTO TPY/JIa TOCYAapCTBEHHBIX JI2.1J13. 1

1 MyHHUIUTAIBHBIX cityxamux /Cem 3an/ JI3.1,J13.2,
J13.3,31 32

Tema 3.1. Ilcuxomnorust u HU3HOIOTUS YK OC-6.3| JI1.1J11.2,

OpTaHM3AINY JINYHOTO TPY/Ia TOCYAapCTBEHHBIX JI2.1J13. 1

1 MYHHUIIMTIATBHBIX ciryxkamux /Cp/ JI3.1,J13.2,
J13.3,91 22

Tema 3.2. Opranuzanus pabo4ero npocTpaHcTBa YK OC-6.3| JI1.1J11.2,

Y UHIUBUTYaTbHBIX JI2.1J13. 1

paboumx MeCT TOCYAapCTBEHHBIX H JI3.1,J13.2,

MYHHULUIAJIBHBIX CIIY>KAIIUX JI3.3,91 32

/JTex/

Tema 3.2. Opranuzanus paboyero NpocTpaHCTBa YK OC-6.3| JI1.1J11.2,

Y WHIUBUTYaTbHBIX JI2.1J13. 1

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

MYHHULUIAJIBHBIX CIIY>KAIIUX JI3.3,91 32

/Cem 3an/

Tema 3.2. Opraamn3zanus pabodero npocTpaHcTBa YKOC-6.3| JI1.1J11.2,

Y WHAUBHYaTbHBIX JI2.1J13. 1

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

MYHHIIUTIATBHBIX CITYKaIIX JI3.3,91 22

/Cp/

PA3JIEJI 3. OBPA3OBATEJIBHBIE TEXHOJIOI'MHN

B npouecce ocBoeHust AuCUUIIMHBL «OpraHu3anus JUYHOr0 TPYAa FOCYAAPCTBEHHBIX U MYHHULIUITATIbHBIX
CITy’KaIliX» UCIIONB3YIOTCS CIenyromme oo0pa3oBarenpHble TexHonorun: ekiuu (JI), cemurapckue 3ausatus (C3),
caMmocrosTenpHas padora ctyneHToB (CP) 1o BEIIONHEHHUIO pa3iIu4HbIX BUJOB 3aJaHUMH.

JlexmoHHBIM MaTepral MpeCTaBIeH B BUAE pe3eHTaruu B popmare «Power Pointy. s HarnsaHocTH
HCTIOJIB3YIOTCS MaTepUabl Pa3IMYHbIX HAYYHBIX U TEXHUYECKUX IKCIIEPUMEHTOB, CIPABOYHBIX MaTEPHaoB,
Hay4HbIX cTaTed T.11. B Xozxe nexnuu npexycMorpeHa o0paTHast CBA3b CO CTyJEHTaMH, aKTUBH3UPYIOIINE BOIPOCHL.
[Ipu npoBeneHny JIEKIMHA UCTIONB3YETCsS MPOOIEMHO-OpPUEHTUPOBAHHBIA MEXIUCIMITIIMHAPHBIN TOAXO,

MPEATIONATr Ao TBOPUYECKHE BOIIPOCHI M CO3JaHME AMCKYCCHOHHBIX cuTyauuii. [Ipy n3ioxkeHnn Teopernyeckoro
MaTepHala UCHOIb3YIOTCS TAKHE METO/bI, KaK: MOHOJIOTMYECKHH, TOKa3aTebHbIN, TMaJOrHYeCKUi, SBPUCTHUECKUH,
HCCIIeI0BATENILCKUI, TPOOIEMHOE H3IIOKEHNE, a TAKKE CISAYIONIHe NPUHIHIIBI JUJAKTHKA BBICILIEH MIKOJIbI, TAKHE
KaK: MOCJIEA0BaTEIbHOCTh M CUCTEMAaTHYHOCTb 00Y4YEHUs, TOCTYIHOCTh 00y4IeHNs!, IPHUHLUI HAYYHOCTH, IPUHIUITBI
B3aMMOCBS3H TEOPUH U MPAKTUKHU HATJSIAHOCTH U JIp. B KOHIIE Ka)K10i JIEKIUH PEeIyCMOTPEHO BPEMS sl OTBETOB
Ha MpoOJIeMHBIE BOIIPOC.

CamocTosTenbHas paboTa npeaHa3HadeHa sl BHeayIMTOPHON paboThl CTYyIEHTOB, CBA3aHHON ¢ KOHCIIEKTUPOBAaHHEM
HUCTOYHHUKOB, y4€OHOr0 MaTepraia, H3yuYeHUEM JIONOJTHUTEILHON JINTEPaTyphl O AUCLHHUILIMHE, TOATOTOBKON K
TEKYyILEMY U CEMECTPOBOMY KOHTPOJIIO, a TAK)KE BHIIIOTHEHHEM HHIMBHUIYaIbHOTO 3a1aHusl B popme pedepata, scce,
Mpe3eHTaLlNH, SMIMPUYECKOTO UCCIIEIOBAHUS.




PA3JIEJ 4. YHEBHO-METOANYECKOE U MATEPUAJIBHO-TEXHUYECKOE

OBECIIEYEHMUE JJUCHUIIJINHBI

4.1. Pexomenayemasi JuTepatrypa

1. OcHoBHAaA JIUTEpaTypa

ABTOpBHI,

3armnaBue

H3maTenbCcTBO, TOM

J1.1

T. A. KonecankoBa

OpraHu3aiyst JUYHOTO TPYy/a TOCYIapPCTBEHHBIX U
MYHHIUIATBHBIX CIYKAIIUX: KOHCIICKT JICKIIUH JUTs
oOyuarormxcs 4 Kypca 00pa3oBaTEIbHOM MPOrPaMMBI
MarvcTparypsl HarpasieHus noarorosku 38.03.04
I'ocymapcTBeHHOE M MYHHIIMIIATIBHOE YIIpaBiieHue (poQuib
«PernoHanbHOE yIpaBIIeHUE U MECTHOE CAaMOYIIPaBIICHUE))
OYHO / 3a0uHOM QopMm oOyueHus (142 c.)

Homnernk : 'OY BIIO
«JOHAYUI'C», 2024

J1.2

I1. ¥O. BanoB

I'ocynapcTBeHHas 1 MyHUITUTIATBHAS CITyk0a. Opranuzanus
TpyZla MYHULUNAIBHBIX CIY>KAIIUX :
yuebHo-MeToauueckoe mocobdue (89 c.)

Hwxnuit Hosropox : HHI'Y
um. H. U. JIobaueBckoro,

2021

2. JlonoJIHMTE/IbHASI JTUTEPaTypa

ABTOpBI, 3ariaBue W3narensCcTBo, rojs
JI2.1 [H. B. Anekcanmposa |[Icuxodu3uonorust nmpodecCHOHATbHOM AEITEIbHOCTH : Owmck: M3n-so OMI'A, 2020
yaeOHOe ITOCOOHe TS CTYICHTOB HATIPABJICHHS TTOJTOTOBKH
BBICIIIETO 00pa30BaHMs — OaKkaaBpraTa «YIpaBJICHIC
riepconasiom» (164 ¢.)
J12.2 |Kanuaun C. U. TaiimM-menemkmenT: [IpakTrkym 1o yrpasiennto BpemeneM |CII6.: Peus,2021

(371c.)

3. Metoauyeckue pa3padoTKu

ABTODBHI,

3armaBue

H3nmaTenbcTBO, TON

JI3.1

T. A. KonecaukoBa

Opranu3zanyst JMYHOTO TPY/la TOCyIapCTBEHHBIX U
MYHUIUNAJIBHBIX CIIYKAIIMX: METOAUYECKHE PEKOMEH AN
K MPOBEACHUIO CEMUHAPCKUX 3aHATHH s o0yJaromuxcs 4
Kypca 00pa30BaTenbHOM MporpaMMbl OakajgaBpraTa
Hanpasienus noarorosku 38.03.04 «I'ocymapcTBeHHOE U
MYyHULUIAJIbHOE yIIpaBiieHue» (npo¢punsb «PernonanasHoe
YIIpaBIICHUE ¥ MECTHOE CaMOYTIPaBIICHHE» ) OUHON / 3209HOM
tdhopm obyuennus (35 c.)

roy
2024

BIIO "IOHAVYUI'C",

JI3.2

T. A. KonecaukoBa

Opranu3zanysi JMYHOTO TPY/la TOCYIapCTBEHHBIX U
MYHULUTAJIBHBIX CIIYKAIIMX: METOAUYECKHE PEKOMEH AN
K 10 OPTaHM3aIAN CAMOCTOSTEIHHON pabOThI 00YJIAFOIIIHXCS
4 xypca oOpa3oBaTeIbHOM NPOrpaMMbl OaKaiaBpuaTa
Hanpasienus noarorosku 38.03.04 «I'ocynapcTBeHHOE U
MYHULUIAJIbHOE yIpaBieHue» (npodmwis «PernonansHoe
yIIpaBJICHHE U MECTHOE CaMOYIIPaBJICHUE») OUYHOH / 30YHOM
thopm oOyuenus (24 c.)

roy
2024

BIIO "JOHAYUI'C",

JI3.3

T. A. KonecankoBa

Opranu3zanusi JMYHOTO TPY/la TOCyIapCTBEHHBIX U
MYHULUIAJIBHBIX CITY)KAIIMX: HHIUBUyaIbHOE 3a1aHHE JUIs
oOyuarommxcst 4 Kypca o0pa3oBaTeIbHOH POrpaMMbl
OakanaBpuarta HarpasiieHus moarorosku 38.03.04
«["ocynapcTBeHHOE ¥ MYHUIIMIIATBHOE YIIPABICHUE)
(mpo¢unb «PernonanbHOE yrpaBieHHE U MECTHOE
caMOYIIpaBJICHHE» ) OYHOM / 3a0uHOol hopM oOyuenust (12

c.)

roy
2024

BIIO "JOHAYUI'C",




4.3. IlepeyeHb MPOrPaAMMHOTO O0eCTIeYeHUsI

JIMneH3noHHOE ¥ CBOOOIHO pacipocTpaHsIeMoe MPOrpaMMHOE 00ECIIeueHNE, B TOM YHCIIE OTEUECTBEHHOIO
MPOU3BOJICTBA:

KoMnbroTepHasi TeXHUKA ¢ BO3MOYKHOCTBIO TIOIKITFOUCHUS K ceTh «MHTepHeT» 1 00ecrieueHreM J0CTyra B
3NIEKTPOHHYI0 HH(POPMAIIMOHHO-00pa3zoBaTenbhyo cpeay (QUMOC I'OY BIIO JJOHAYUI'C) u snekTpoHHO-
oubmmnoreunyto cucremy (ObC JIAHD), a Takke BO3MOKHOCTBIO MHMBUIyaJIbHOIO HEOrPAHUYEHHOTO JOCTYTIaA
obyuaromxcst B ObC u OUOC nocpencrsom Wi-Fi ¢ mepconanbHbIX MOOMITBHBIX yeTpoiicTB. Cepep: AMD FX
8320/32Gb(4x8Gb)/4Tb(2x2Tb). Ha cepBepe ycTaHOBIICHa CBOOOIHO pacipocTpaHsieMast ornepalioHHas CHcTeMa
DEBIAN 10. MS Windows 8.1 (JIutieH3uoHHast BEpCHUs ONEPallMOHHON CHCTEMBI TIOATBEPKICHA CepTHPUKATAMHU
nognuHHOCTH cucteMbl Windows Ha kopryce 1K), MS Windows XP (JInmen3unonHas Bepcus onepanroHHON
CHCTEMBI MOATBEpKIeHa cepTrdukatamu noamuHHocTH cucteMbl Windows Ha kopiryce [1K ), MS Windows 7
(JIutieH3nOHHAsI BEpCHUsl OMEPALMOHHON CHCTEMBI MMOATBEPKICHA CepTH(PHUKATAMHU MOUTHHHOCTH cucTeMbl Windows
Ha kopmyce [1IK ), MS Office 2007 Russian OLP NL AE (nuniensun Microsoft Ne42638778, Ne 44250460), MS Oftfice
2010 Russian (munensun Microsoft Ne 47556582, Ne 49048130), MS Office 2013 Russian (sutien3uu Microsoft Ne
61536955, Ne 62509303, Ne 61787009, Ne 63397364), Grub loader for ALT Linux (smumen3ust GNU LGPL v3),
Mozilla Firefox (mumensuss MPL2.0), Moodle (Modular Object-Oriented Dynamic Learning Environment, nuiensust
GNU GPL), IncScape (nmunensus GPL 3.0+), PhotoScape (nmunensus GNU GPL), 1C ERP VII, 1C 3VII (6ecrunathbie
obnavHbIe pemieHust it o0pazoBatenbHbix yupexaenuit or 1Cfresh.com), OnlyOffice 10.0.1 (SaaS, GNU Affero
General Public License3).

4.4. IlpogeccuonanbHble 6a3b1 JAHHBIX U HH(POPMaNMOHHbIE CIPABOYHbIE CHCTEMbI

[podeccnonansubie 6a3bl JAHHBIX U HHHOPMAIIMOHHO-CIIPABOYHBIE CHCTEMBI:

OnekTpoHHbIi katanor u3ganuii FOY BITO "JTOHAYUI'C" - http://unilib.dsum.internal/

Hayunast anekrponnas 6ubmmorexka «KKUBEPJIEHMHKA» - https://cyberleninka.ru/

JloHelkast pecryoaMKaHCKas yHUBepcanbHas HayaHas ouomroreka um. H. K. Kpymckoii - http://www.lib-dpr.ru/
DnekTpoHHO-6HONMMOoTeYHas cucrema "Jlanp" - https://e.lanbook.com/

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

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

4.5. MaTepI/laJIbHO-TeXHPl‘leCKOC odecnevyeHne TUCIUTLIAHBI

Y4ueOHas ayauTopus Ui IPOBENECHUS 3aHATHI JEKIIMOHHOTO U CEMHHAPCKOTO THIA, TPYIIIOBBIX

KOHCYJbTAIINHA, TEKYIIETO KOHTPOJIS M IIPOMEXYTOUHOM atTectanuu: ayauropus Ne 412 yuebnsrit koprryc Ne 6. —
KOMILUTEKT MYJbTUMEINHHOTO 000PyIOBaHUS: HOYTOYK, MyJIbTUMEIUHHBINA TPOEKTOP, IKPaH, TeIEBU30p, Wifi- poyTep;
- CIIeaIn3upoBaHHas MeOenb: pabodee MECTO MpenoaaBaTens, padoune Mecta odyqaronmxcs (60), cranronapHas
TTOCKa, BBIKaTHAs, JTOCKa, JeMOHCTpaIinoHHbIe ThiakaTel, Windows 8.1 Professional x86/64 (akagemMudeckast MOAMHCKa
DreamSpark Premium), LibreOffice 4.3.2.2 (imunensus GNU LGPL v3+ u MPL2.0).

[Tomermenus a1 CaMOCTOSTEIBHON PaOO0ThI ¢ BO3MOKHOCTBIO TMOIKITIOUEHUS K ceTH "MHTepHeT" 1 obecriedeHneM
JOCTYTIa B DJIEKTPOHHYIO WH()OPMAITMOHHO-00pa30BaTENbHYIO CPENy OpraHN3aIlii: YUTATBHBIC 3aJ1bl, YICOHbIE
Kopmyca 1, 6.

Anpec: r. onenk, yia. YentockunueB 163a, r. Jloneuk, yn. Aprema 94. KomnprorepHasi TEXHUKA C BO3MOXHOCTBIO
MTONIKITIOUEeHUS K ceTH «HTepHeT» n obecrieueHneM I0CTyTa B 3JEKTPOHHYIO HH(POPMAIIMOHHO-00pa30BaTeNbHYIO
cpeny (BUOC I'OY BIIO JIOHAYUI'C) u anekrporno-oubmmoreunyro cucremy (3bC IPRbooks), a Taxoke
BO3MOXKHOCTBIO HHIANBUIYAIEHOTO HEOrpaHW4YeHHOTro noctyma odydatormxcs B 9bC u DMOC mocpenctBom Wi-Fi ¢
TIEPCOHABHBIX MOOHIIEHBIX YCTPONCTB.




PA3JIEJI 5. ®OHJI OHEHOYHbIX CPEJICTB

5.1. KoHTpoJIbHBbIE BONPOCHI U 3a1aHUS

1. HazoBuTe npu3HaKy, XapaKTepU3yIOIUe IesITeNbHOCTh TOCYIAPCTBEHHOTO0 U MyHHIIMTIAILHOTO CITY>KaIIero.

2. K kakoii kaTeropuu mepcoHaga OTHOCATCS TOCYJapCTBEHHbIE U MyHUIUINAIBHEIE CITyXKatue?

3. Kakue xapakTeprCTHKH MPHUCYLIH TPYAY FOCYAaPCTBEHHBIX U MYHHIIMIAIBHBIX CITY>KAIIuX?

4. IlepeuncnuTe OCHOBHBIC DJIEMEHTHI OpraHU3aLUH TPYIa.

5. HazoBuTe npu3HaKy, OTIMYAIOIIKE OPTaHU3AMIO TPYJa B CUCTEME TOCYAapCTBEHHON U MyHUIIMTNATBHON CITYXKOBI
OT OpTaHU3alUU TPYyJia BOOOIIIE.

6. Kakue oTauuus UMEIOT yIpaBlieHYECKHE TPOLIECCHl B 00JaCTH OpraHU3allH TPYya B CUCTEME
roCyJIapCTBEHHOW U MYHUITUNIAILHOU CITY)KOBI?

7. Kakue 3aiauu peniaer opraHu3anys TpyAa rocyIapcTBEHHBIX U MyHUIIUIATIBHBIX CIYKAIMX KaK QYHKIHS
ynpaBJeHUs?

8. HazoBuTe Hanboee 3HAYMMEBIE JIEMEHTHI CHCTEMBI OPraHHU3aIUHU TPY/Ia TOCYIaPCTBEHHBIX ¥ MyHHUIIUIATBHBIX
CITy’KaIHX.

9. Inst 9ero rocyiapCcTBEHHOMY/MYHHIIUTIAIEHOMY CITy>KalleMy HE00XO0IMMO MPUMEHSTh METOBI IIEPCOHATIBHOTO
MeHeKMenTa?

10. Ha3oBuTe OCHOBHBIE (DYHKIIUU CAMOMEHEDKMEHTA.

11. Ucnonb3yere a1 Bel mpremsl 1ienenonaranus B CBOeH JAeITeIbHOCTH?

12. Kakas 3 mpeaioKeHHBIX TEXHOIOTUH TUTaHNPOBaHUS KaxkeTcsi Bam HanOomnee mpuemiemoii?

13. Kakne koMrereHIun HeoOXoauMBbl JINYHO BaM kak OyynieMy rocyjapcTBeHHOMY/MYHUITUTTATBHOMY
ciyxariemy?

14. Yto o3HAYAET BHIPAKEHUE «MBICITUTD IIETSTMI)?

15. IlepeuncnuTe U pacKpoiTe OCHOBHBIE TPUHIIUIIBI IOCTAHOBKH LIEJIEH.

16. Bunbl )KU3HEHHBIX IIETICH U KPUTEPUHU WX MOCTIDKEHUS. MOKeTe JIi BBl Ha3BaTh 1-3 caMble BayKHBIE IIETH,
aKTyaJIbHBIC JUTS BAC B HACTOSIIIEE BPeMsi?

17. CyThb aHanmm3a «I1eib — CPEICTBOY.

18. IloueMy Ba>kKHO J1eIeErMpOBaTh MOHOMOUHA? Kakue moiHOMOurS MOKHO U HY>KHO JIeJIernpoBaTh?

19. Kak npaBuIbHO IpUMEHSTH mpasuio 80/207?

20. Kakue BUIBI IIIAaHUPOBAHUSI IIOMOTAeT OCBOUTEL cUcTeMa benmkamuiHa OpankimnHa?

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

22. Kak ciemyer paccTaBisTh IPHOPHUTETHI COTJIACHO IPHUHIMITY Di3eHxayapa? Y aensere i Bel mocTaTodHO
BHHMaHUS JenaM Kateropuu B?

23. B 4eM 3aKimrovacTcs 3ajada HHBEHTAPH3AIlH BPEMCHH?

24. HazoBuTe METOIBI MHBEHTAPHU3AITNN BpeMeHH. KakoBo nx Ha3HaueHue?

25. [lepeuncnute 3TAIBI U [IIATH HHBEHTAPHU3AINHA BPEMEHH.

26. Kakue Bompocs! Brl 3amamute ce6e s MOBBIIEHUS d(PPEKTUBHOCTH CAaMOKOHTPOIIS?

27. Kak cooTHOCATCS MOHATHS «Maast d3PPEKTUBHOCTEY U «BeNUKas Y (HEKTHBHOCTHY ?

28. Kakue crmocoOsI MOBBITIEHUS THIHON 3((EeKTHBHOCTH MPHU BHITOTHEHUH PYTHHHBIX orepariuii Ber 3Haere?
29. Kakue u3 «IIpHHIATIOB MPUBJIEKATENEHOCTHY, chopmynupoBaHHEIX Tomacom Jleorapaom, kak Ber cuntaere,
nomoryt Bam ctaTth nunepom?

30. Kakue u3 pekomengauuii Anena Jleiikena Bol yxke ucnosnp3yere B opraHu3aldy JUYHOTO Tpyaa?

31. Kak «BbIUrpaTh OUTBY» C COOCTBEHHOI BOJOKHTOM?

32. Kak mensercst paboToCIOoCOOHOCTH UenoBeka? KaKkoBbI MPUYMHBI CHIDKEHHUS padoTocrmocobHOCTH?

33. Kak coxpaHUTh BBICOKYIO PabOTOCTIOCOOHOCTE M 30POBBE TOCYAaPCTBEHHOMY/MYHHUIIUITAIEHOMY CIyKalemMy?
34. Kak Bel nonumMaere ycnex? OT 4ero 3aBUCUT AOCTHXKEHUE ycrexa?

35. Kakue npaBuiia JOCTHKEHUS yCIexa sIBJSIOTCS prueMieMbiMu i Bac?

36. 5. Kakyro )kxM3HEHHYIO MO3UIIMIO Ha TeKyleM 3Tane 3aHuMaere Bri? Kakue ctpaxu u comuenust Bam npucymu?
Ywmeere mu Bel  ux npeogoneBats?

37. Kakue TpeOoBaHUS MPENBABISAIOTCS K pabo4eMy MECTY TOCYAapCTBEHHOTO/MYHHUITUTIAIBHOTO CITYKaIEero?
38. Kakum momxeH ObITh KAOMHET PYKOBOIUTENS?

39. Kak pa3memniatoTcs mpenaMeTsl U CpecTBa TpyAa Ha MICHbMEHHOM cToe?




40. Jlns1 yero Hy>KHbI 3HaHUS] SPTOHOMUKH?
41. Kakoe monoxeHne CIuHbI MPaBHIIBHOE IPU PaboTe 32 KOMITBIOTEPOM?

5.2. Tembl MMCbMEHHBIX PadoT

Tembl TOKIIANOB:

1. CoBpeMeHHast KapoBasi MOJIUTHUKA MECTHBIX OPTaHOB BJIACTH: POOJIEMBI M IPUOPUTETHI.

2. l'ocymapcTBeHHast 1 MyHHIIMIIATIbHAS CITy)k0a Kak 0COOBIH BHI MPO(hEeCCHOHAIBHOM eI TeIbHOCTH.

3. D¢ dexTruBHBIE TOCYIAPCTBEHHBIE M MyHULIUTIATBLHBIC MEHEKEPHI: KTO OHU U KaK JIOCTHIJIN YCIIeXa.

4. OTBETCTBEHHOCTH TOCYAAPCTBEHHBIX U MYHUIIUMIAIBHBIX CITY)KAIIUX U MEXaHU3MBI €€ Pealln3alluy B IPaKTHKE
JeATEIbHOCTH OPTaHOB BIIACTH.

5. HpaBCTBEHHO-3THYECKHE HOPMBI M KOJIEKCHI TIOBEICHUS MyHUIUNATIBHBIX U TOCYIaPCTBEHHBIX CITYXKaIUX.

6. [Ipodeccronaniam rocyapcTBEHHBIX 1 MyHULIUTIAIBHBIX YUHOBHUKOB: XapaKTEPUCTUKA, KDUTEPUHU U ITPOOIEMBI.
7. XapakTeprucTika npohecCHOHANTBHOIO TIOPTPETa COBPEMEHHOI0 TOCYIAPCTBEHHOTO M MyHHUITUITATIBHOTO
CITy>KAlllero: Jy4IIHe YePThl U IPOTUBOPEUUBOCTb.

8. LleHHOCTHBIE OPHEHTAIINN MYHHIIMIAIBHBIX YHHOBHUKOB.

9. [Icuxonoro-nenaroruveckre HakTopsl MOBBIIICHUS () HEKTHBHOCTH JSSITEIBHOCTH TOCYIAPCTBEHHBIX U
MYHUIUTAIBHBIX CIYKaIHX.

10. TIpodeccronanbHas 3THKA TOCYAapCTBEHHOTO M MYHUIMIIATBHOTO CITY KAaIIero.

11. OcHOBHBIEC HaMpPaBIEHNUS U MPUHIIUITBI HAYYHOM OpraHu3aliy TPyAa.

12. Opranuzanus paboyrx MECT U CO3jaHne OJNIAarONPHUSTHBIX YCIOBHMA TPYJla TOCYAapCTBEHHBIX U MYHHUIIUTATBHBIX
CITyXKAaIUX.

13. [ImanupoBka pabodero Mecta: BUABI, CITOCOOBI

14. Kakue BUIBI IJIAHHPOBOK Pab0OYMX MECT YUUTHIBAIOT MPH MPOEKTHPOBAHUH?

15. Ocnamenre 1 060pyAOBaHNE pabOvYero MecTa ToCyJapCTBEHHBIX U MyHHUIIMIIAJIBHBIX CITY)KaIIUX.

16. Kimaccngukanys ycinoBuit Tpy/ia TOCYAapCTBEHHOTO ¥ MyHHUIIMITAJIFHOTO CITY>KaIIEero.

17. PaGoToCcImocOOHOCTh TPYSIIErocs: MOHSITHE 1 XapaKTePHCTHKA.

18. daxTopHl, BAUAOLIME HA PAOOTOCIIOCOOHOCTh TOCYIAPCTBEHHOT0 U MyHHIIMIIAJIBHOTO CITY’Kalllero.

19. Meroas! u3ydeHus 3aTpat pabodero BpeMeHH .

20. Camodororpadus padbodero mHsl.

21. MeTombsl HETTOCPEACTBEHHBIX 3aMEPOB BPEMEHM.

22. Monens cBs3u (QYHKITHI CaMOMEHEKMEHTA.

23. TexHnka caMOMEHEIKMEHTA.

24. TIpobnema nedunura BpeMeHH Ha pabodeM MecCTe.

25. BlsBiI€HHE NOTEPh U IPUYKH pabouero BpeMeHH roCyAapCTBEHHOIO M MyHUIMIIATIBHOIO CITYXKAILETo.

26. CocraBieHue pacrnopsiika JHA U OpraHu3alis TPYAO0BOIo Mpolecca B LESIX JOCTHXKEHHS TOCTaBJICHHbIX 3a/1a4.
27. OCHOBHEIE ITpaBUJIa AEIETHPOBAHUE TIOTHOMOYHH.

28. Kakoe cMBICIIOBOE 3HAUEHUE HMEET TTOHATHE TIEPCOHATBHBIA MEHEIKMEHT?

29. Ot 4ero 3aBUCHT ycCIieX PYKOBOANUTEINS?

30. KakoBa cymHOCTh TIporiecca yrpaBieHns IepCOHATFHBIM Pa3BUTHEM?

31. YopaBneHue KakuMH pecypcaMy BKIIFOUAET IePCOHAIBHOE pa3BUTHE?

5.3. @oH/ OLIEHOYHBIX CPEICTB

@DOHJI OLICHOYHBIX CPEACTB AUCUUILTUHBI "Opranu3anus JMIHOro Tpya rocyJapCTBEHHBIX U
MYHHIIMTIATBHBIX CITyKamuXx' pa3paboTaH B COOTBETCTBUU C JIOKAITbHBIM HOpMaTUBHEIM akToM DPI'BOY BO
"TOHAYUI'C".

@DOHJI OLIEHOYHBIX CPEACTB AUCUUILIUHBI "Opranu3anys JMIHOro TPya rocyJapCTBEHHBIX U
MYHHIIMTIAJIBHBIX CITY)KaIuX' B MOIHOM 0OBEMe MIPEICTaBIIeH B BUE MPIIIOKeHMs K fanHomy PI1JI.

5.4. IlepeyeHb BUI0B OLIEHOYHBIX CPECTB

CobecenoBanue
Jokmanpr

TecTol

CHTyanvoHHBIE 3aIaHUS

PA3JIEJ 6. CPEACTBA AJJAIITAIIMU ITPEIIOJABAHUA JTUCHUIIVIMHBI K
IHOTPEBHOCTAM JIMI] C OTPAHUYEHHBIMHU BO3MOXHOCTAMMU 310POBbSA

B ciyuae HeoOxoauMocTH, 00yYaloMmUMCst U3 YKCHIa JIML C OTPaHNYEHHBIMHA BO3MOKHOCTSIMU 370pOBbsI (10
3asBJICHUIO 00YYaIOIIErocs) MOI'yT MpeIaraTbCsi OAHU U3 CIEAYIOMINX BAPHaHTOB BOCHPUSATHS HHPOPMALIIH C
YYETOM UX WHAWBUAYAIBHBIX ICUXO(PU3NIECKIX OCOOCHHOCTEMH:

1) c mprMeHEeHUEM HIIEKTPOHHOT'0 O0YUYEeHHUS U JUCTAaHIMOHHBIX TEXHOIOTUH.

2) c IpUMEHEHUEM CIELUATBHOI0 000pyI0BaHUA (TEXHUKH) U IPOrPAMMHOr0 00eciiedeH s, UMEIOLINXCS B
OI'bOY BO "ITOHAVYUI'C".




B npouecce o0y4yeHus mpy HEOOXOAUMOCTH AJIS JIUI] C HAPYLICHUSAMH 3pEHHSI, CITyXa U OIOPHO-
JBUTaTEIBHOTO anmapara MpeloCTaBISIOTCS CIACAYIOLINE YCIOBHSL:

- IS JIAL C HApYUICHUSIMH 3pEHUS: Y1eOHO-METOJUUECKIEe MaTeprabl B Ie4aTHOH GopMe yBeTryeHHbIM
mpudToM; B hopMe 3IIeKTPOHHOI0 JOKYMEHTa; B opMe ayanodaiina (epeBon yu4eOHbIX MaTepHajIoB B
ayanodopmMaT); WHAWBUAYaJbHbIC 3aJJaHUSI U KOHCYIbTAlH.

- UIS JIAL C HApYUICHUSIMH CITyXa: y4eOHO-METOMYEeCKHe MaTeprabl B eyaTHoi hopme; B hopme
ANEKTPOHHOTO JOKYMEHTA; BUJCOMAaTEpHAIIbI C CYOTUTPaMK; HHIUBHIyaTbHbIE KOHCYIBTAI[H C IIPHBIICYCHHEM
CypIOTIepeBOIUNKa; HHANBUIYaJIbHbIC 3aJaHUSI U KOHCYJIbTALlUH.

- JUISL JIAL C HAPYUICHUSIMH OTIOPHO-IBUTATENLHOTO anmnapara: yaeOHO-MEeTOANYEeCKUE MaTepralbl B
nevatHoi opme; B hopMe FICKTPOHHOTO TIOKyMEHTa; B (hopMe aynuodaiisia; MHIMBUyalbHbBIC 3aIaHUs U
KOHCYJIbTaIIHH.

PA3JEJ 7. METOOAUYECKHUE YKA3ZAHUSA IS OBYYAIOLIUXCA IO YCBOEHUTIO
JAANCHUITJINHBI

WzyueHne NMUCHMIUIMHBI ClieyeT HaYMHATH C MPOPAOOTKH HACTOSIIEH pabodel mporpamMmbl yueOHON IUCIHMITUIMHBL,
oco0oe BHHMaHHe, Y/AeINsis IIeNH, 3aJa4aM, COJCPKaHUIO JUCIUIUIMHBI, a TAaKKe OTHOIICHWIO JaHHOW JUCIHMIUIMHBI K
0011IeMy KypCy MOATOTOBKH CIIELIUAUCTA.

JIexIMOHHBIN MaTepual pacKphIBaeT JIOTUKY TUCIUILIAHEL, (POPMYIIUPYET KIFOUEBbIC OHATHS U B3aUMOCBsI3H. BmecTe ¢
TeM, BeCh 00beM WH(pOpPMAIUK, TpeOYEeMBbIid TSl OBJIaJCHUS HEOOXOAUMBIMU 3HAHHUSIMHU 1O JTUCHUILTAHE, HE MOXKET OBITh
PACKpBIT Ha JIEKIUH. Y CTIEITHOE YCBOGHHE Kypca MPEAIoIaraeT akTUBHOE, TBOPUYECKOE yJacTHE CTYAEHTa Ha BCEX dTanax
ero MpernojaBaHus, B TOM YHCie U 0e3 HeMOCPEACTBEHHOTO YIacTHs IpenoaBaTers.

Jnst panvoHANbHOHW OpraHM3allil CaMOCTOSITENFHOW paboThl CTYIEHT JOIDKEH YMENO paclpelneliuTh BpeMs,
MPEAYCMOTPEHHOE YYeOHBIM TUIAHOM JUIsi BHEAYAUTOpPHOW paboThl. B o0mieM, ydeOHOe BpeMs CTYIIEHTOB OXBaThIBAET
Yacel, NpeAHAa3HAUYEHHBIE I ayIuTOPHOH (perJaMeHTHpPOBAHHOI) paboOTHl (IEKIHWH, CEMHUHApCKUE 3aHATHS,
KOHCYJIBTAIIMH C TIPENoaBaTesieM) U BHEAYAUTOPHON (ITOJIrOTOBKA K CEMUHAPCKUM 3aHATHAM, HAITMCAHUIO KOHTPOJIBHBIX
pabor, mokianoB, pedepaTtoB, paboTa ¢ JUTEPATYPHBIMH HWCTOYHHKAMH B OMOIMOTEKE, MOWCK WH(GOPMAIMM B CETH
HHaTtepHeT, HaydHas paboTa).

®dopMBI CaMOCTOSITEIILHOM PadOTHI:

- 00pabOTKH JICKITMOHHOT'O MaTepHaa;

- IOATOTOBKA K CEMUHAPCKUM 3aHATHIM;

- CaMOCTOSITENbHAs paboTa ¢ yueOHOH, HAYIHOH U TIEPUOTUIECKON JINTepaTypou;
- U3y4YeHHE 1 aHAJIN3 3aKOHO/IATENbHBIX 1 HOPMATHBHBIX JTOKYMEHTOB;

- TIONCK 1 00paboTKa MaTeprajoB C MTOMOIIBIO ceTH VHTepHeT;

- 0000IeHne 1 aHaMN3 (PAKTHICCKUX JaHHBIX;

- BBHITIOJTHEHNE HAYIHBIX UCCIIEAOBAHU;

- TIOATOTOBKA JIOKJIAJIOB, pedepaTos;

- IOATOTOBKA K 3a4eTy.

®DopMBI KOHTPOJIS CAMOCTOSATEIHLHON paOOTHI:

- MHIUBUAyalIbHbIE KOHCYJIBTAIlNN U COOECETOBaAHNUS;

- 3acIymrBaHue pedepaToB, MPOMEKYTOUHBIX PE3YIHTATOB UCCIENOBAHUH, TOKIIA/I0B.

O0paboTKa JEKIIMOHHOTO MaTepraja sBJSETCS BaKHOH COCTAaBJISIONIEH OCBOEHUS MaTepuaia Kypca, OCKOIBKY BO
BpeMs JeKnuu (OPMHUPYIOTCSI HAy4dHbIEe OCHOBBI 3HAHWW, W3Yy4aeTcsl TEOPETHUECKHH u (HaKTUUeCKUi Marepual,
BBIIETISIFOTCSI OCHOBHBIE TIPOOJIEMBI M BOIIPOCH TEMATHIECKOTO COIepKaHus Kypca. J[imst aydinero ycBoeHus TEKIIMOHHOTO
MaTepuaia TOCIe JEKIIMH CIEAyeT MPOYUTATh KOHCIIEKT, BHECTH HEOOXOIMMBIE MPAaBKH M OIPENEIUTh OCHOBHBIC
ACTIEKTHI.

[TomroroBka K cEeMUHAPCKHUM 3aHSTHSM IIPEAyCcMaTpUBaeT:

- H3y4YeHHEe PEKOMEHIOBAaHHBIX K TEME JINTEPATyPHBIX HCTOUHUKOB;

- TIOMCK JIOTIOJTHUTEIIBHBIX UCTOYHUKOB WH()OpMAITNH;

- IOATOTOBKY OTBETOB Ha BOIIPOCHI, BHIHOCHMBIE Ha CEMIUHAPCKUE 3aHATHS;
- OCBOECHHE HOBBIX TEPMIHOB.

[Ipu moATOTOBKE K CEMUHAPCKUM 3aHSTHSAM CTYACHT 00s3aTeNbHO BENET KOHCIEKT, B KOTOPOM T'OTOBHT OTBETHI Ha
BOMPOCHI, JIeNaeT BBITUCKA U3 00pab0TaHHOW JUTEPATYpPhl, COCTABIISAET CIOBAPH.

D¢ deKTHBHOCTS POBEACHUS 3aHITHS ONPENEIICTCS YPOBHEM CAMOCTOATEIFHON MTOATOTOBKH CTY/IEHTOB.

Lens mpoBeneHus 3aHATHS - HMOABECTH WTOT'M CaMOCTOATENBHOTO OCBOGHHUSI YU€OHOro MartepHalia, TEOpEeTHYECKHX
HUCTOYHUKOB, TEMATHUECKUX 3a/1a4, a TAK)KE 3aKPEUTh 3HAHHUS U YMEHUS 110 Kypcy.




3amaya POBEACHUS CEMUHAPCKOT'0 3aHSATHS - MPUBUTHE HABBIKOB MyOJIMYHOTO BBICTYIUICHUS, YMEHUE JIOTUYECKH,
CoJiepXKaTeIbHO, apryMEHTHPOBAHHO, YOCIUTEIBHO BBIPAXKaTh CBOW MBICIH, JCIaTh NMPABUIILHBIC BBIBOIBI, CBS3bIBATH
MaTepHual y4eOHOTro Kypca C COBPEMEHHBIMU MpobieMaMy (pyHKIMOHHPOBAHUS COLMAIBHO-SKOHOMUYECKUX CHCTEM H
(hopM rocyaapcTBEHHOTO YIpaBJICHUSI.

3a10roM yCIHeHOro NpoBeIeHUs] CEMUHAPCKOI0 3aHATHS SIBJIAETCS THIATENbHAs TOATOTOBKA K HEMY M palliOHAJIBHOE
pacrpenenenue BpeMeHu. 1Ipu 3ToM crieyer yuuThIBaTh, 4TO HA CEMUHAPCKOM 3aHSATHHU OLEHUBAIOTCS HE TOIBKO OTBETHI
HA OCHOBHBIE BOIPOCHL, HO U Apyrue GopMbI pabOTHI CTYICHTOB, B TOM YHCJIC OCHOBATEIbHBIE IOMTOTHEHUS, COOOIICHNUS

y4aCTuec B 06CY)KZ[€HI/II/I BI)ICTYHHCHI/II\/'I, ImpaBuWjibHad IMOCTaHOBKaA HpO6JI€MHI>IX BOIIPOCOB K OOKJIAA4YHMKY, OOKJIaAbl,
MnNpe3CHTalln U T.II.




