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PA3JIEJ 1. OPTAHU3AIIMOHHO-METOJJUYECKHIA

1.1. HEJIN TN CHUAITJINHBI

HGJ'ILIO HU3YyUCHHC JUCHUIIIIMHBL ~ SABJISACTCA  HM3YUYCHUC 06HII/IX MMPUHIUIIOB  YIPABJICHYECKOro Tpyda
rocyaapCTBEHHOI0O M MYHHUIMIIAJIBHOTI'O CJIY?KallCro, q)OpMI/IpOBaHI/Ie O6HI€KYJ'II>TypHI)IX u HpO(i)CCCI/IOHaJ'II)HI)IX
HaBBIKOB.

1.2. YYEBHBIE 3AIAYN TN CHUIIJIMHBbI

3amauamu  yueOHON JAWCIUILIHHBI SIBIISIETCS

1) ®opmupoBaHne MOHUMAaHUSI OCOOEHHOCTEH TPYNOBOM MEATENTBHOCTH TOCYAapCTBEHHBIX M MYHHLUIAJIBHBIX
CITyXKAalllUX.

2) OBnaneHre METOAaMH PallMOHAIBHOW OpraHU3allMid YMCTBEHHOTO TPYAA, MOBBIMICHHs 3(QQEKTUBHOCTH TpyAa
TOCYAapCTBEHHOT'O ¥ MyHHUIIUIIAJIBHOTO CITYKAIETO.

3) OBnageHue CrIocOOHOCTSIMH K aJIeKBaTHOM OIIEHKE TTOCTABIICHHBIX IIeIeH M PE3YJIbTATOB IESITEIBHOCTH.

4) OBnajieHre METOJIaMHU YIIPABIICHUS CBOUM ITOBEACHUEM U MOTHBAIIHECH.

5) OnajgeHue MeETOJaMH CaMOOpPTaHW3alMd pPadOvero BPEMEHH, PalMOHAIBHOTO MPHUMEHEHHs] PECypcoB H
3G GhEKTHBHOr0 B3aNUMOJICHCTRBHS C IDVIUMH HCIIOIHHUTEIAMH

1.3. MECTO JUCHMILIAHBI B CTPYKTYPE OCHOBHOM OBPA3OBATEJIbHOI ITPOTPAMMBI

Huxn (paznen) OITOIT BO: |B1 .B

1.3.1. JQucyunauna "Opeanuzayust iuuHo2o0 mpyoa 20Cy0apCmeeHHblX U MyHUYUNATbHBIX CLydcauux"” onupaemcs Ha
caedyrowgue snemenmol OIIOI BO:

MyHHIIMTIANBHOE YIIPABIEHHE U MECTHOE CAaMOYTIPABJICHHE

Teopust opraHu3anuu

I'ocymapcTBeHHAs TpakIaHCKasi © MyHUITATIATbHAs Ciry)k6a B Poccuiickoit @eneparuun

Teopus ynpaBieHus

1.3.2. JJucyunnuna "Opeanuzayus auuno2co mpyoa 20Cy0apCmeeHHbIX i MyHUYUNATbHbIX cydicawux’ evlcmynaem
ONoOpou  Onsl CAEOVIOWUX DNIeMEHMOB.

YmpapiieHre 4eTT0BEYECKUMHU PECYPCAMH

OpraHn3aiMoHHO-yIIpaBJIeHYECKas MPaKTHKa

1.4. PE3YJIbTATBI OCBOEHUSA U CHUITJIMHBI:

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

3HaTh:

Ypoeenb 1 |CymHOCTs TIpOdeccnn U copep:kaHne TPyJda TOCYAapCTBEHHOTO M MYHHIIMITAIBHOTO CITYKAIIEro.
KaduectBa M KOMIIETEHIIMH, HEOOXOIUMBIE TOCYIAPCTBEHHOMY /MYHUIIUIAIBLHOMY CITYXKAIEMY.
DNeMEeHThI CUCTEMbI OpTaHM3alUK TPyAa. VICKYCCTBO JENErHpOBaHUS TMONHOMOYHHA. TexXHOIOruu
mIaaupoBaHus - Metonsl [lapero, @panximaa, Anbiel, Jitzeaxayspa. [lcuxomoruio n GU3NOIOTHIO
OpraHu3alMyd JHYHOTO TPyJa TOCYAapCTBEHHBIX W MYHUIIMIANBHBIX CIYKaIlUX. TeXHOIOTHU
yhpaBieHusl BpeMeHeM. MeTonsl CaMOKOHTPOJIS W camoopraHuzanuu. CrocoObl OpraHU3aIiu
paboYero MPOCTPAHCTBA U MHINBHIVAIBHBIX PAOOUHX MECT.

Yporenn 2 |CymHocTs npodeccuu U cofepskaHue Tpylda IOCYJapCTBEHHOI'O M MYHHIIMIIAIBHOIO CIIYXAallero.
KauyectBa M KOMIETEHLNH, HEOOXOIUMBIE TOCYNAapCTBEHHOMY /MYyHHLMIAIBLHOMY CIIyXKalleMy.
ONeMeHTHl CHCTEMBbl OpraHu3aiuuu Tpyna. IloHATHE U OCOOCHHOCTH OpraHM3alUM JUYHOTO TpyJa
rOCYAApPCTBEHHBIX U MyHULMIAIBHBIX CITyXKaIIUX.

HckyccTBO  nenerupoBaHusi MONHOMOYMH. TexHonoruu miaHupoBanus - weroasl Ilapero,
OpanxnnHa, Anbnbl, Dizenxayspa. Ilcuxomoruio u (U3MOIOTMIO OpraHU3alMU JIMYHOTO TPyIa
TOCYAAapCTBEHHBIX M MYHUIUNAJIBHBIX CIy)KalluX. TeXHOJIOrMH YHpaBIEHUS BpeMeHeM. MeTozpl
CAMOKOHTpPOJISI M camoopranuzauuu. CrocoObl opranudzanuu paboyero mpOCTpaHCTBA U
VMHINBUIVAITEHBIX DA0QYHX MECT.

Yposenn 3 |CymHocTs npodeccuu U cofepikaHue Tpylda OCYJapCTBEHHOI'O M MYHHUIIMIIAIBHOIO CIYXAallero.
KauectBa M KOMIETEeHLNH, HEOOXOIUMBIE TOCYIAPCTBEHHOMY /MYyHHLMIAIBLHOMY CIIyXKallleMy.
[lonsiTie W OCOOEHHOCTH OpraHU3alM{ JIMYHOIO TPYAa TOCYAAPCTBEHHBIX M MYHULUIIAJIbHBIX
cryxanmx. CHCTeMy M TEXHOJIOTMH IEpCOHAJIbHOIO MEHEIKMEHTa Ha TOCYNAPCTBEHHOH U
MYHULMIAJIBHON ciyx0e. HMckyccTBoO aenerupoBaHus MoaHOMOYMH. TeXHOMOrHMH MIaHWPOBAaHUS -
meroabl [lapero, @panximna, Anensl, Jifzenxayspa. [Icuxonoruio U (U3UONOTHIO0 OpraHU3aLUU
JUYHOTO TpyZJa TOCYNApCTBEHHBIX M MYHHUIMIAJIBHBIX CIyXKAIUX. TEXHOIOTMM YIIPAaBICHUS
BpeMeHeM. MeToapl CaMOKOHTpons W camoopranuzanui. CnocoObl opraHum3anuu  padodero
IIDOCTPAHCTRA M MHIMBHJIVAIBLHBIX DA0QYHX MECT

YMeTh:




Yposensn 1

OmnpenensiTe TPHOPUTETHI MPOPECCHOHANBHON ACITETHHOCTH TOCYAAPCTBEHHOI0/MYHUIUIATIHLHOTO
CITyXKallero. AHaIu3upoBaTh U (HOPMUPOBATH LETH M 3a4a4d Npo(ecCHOHATBHON AesITEeNbHOCTH.
PanmonansHO OpraHM30BBIBaTH CBOM TpyHd. AHAIM3UPOBATh M BOCCTAHABIMBATH COOCTBEHHYIO
paborocrocobHocTh. LleHnTs M 3((eKTMBHO HCMONB30BaTH BpEMs, BECTH ITHEBHHUK BPEMEHH.
OpranusoBath pabodee MecTo.

Yposensb 2

OmnpenensiTe NPHOPUTETHI MPOPECCHOHANBHON ACITETHHOCTH TOCYIAPCTBEHHOT0/MYHUIIUIIATIHLHOTO
cayxamiero. ®opmMupoBaTh MOJEIb KAauyeCTB TI'OCYAApPCTBEHHOIO/MYHHUIUNAIBHOTO CIIYXKAIIEro.
AnanusupoBatb U (HOPMHPOBATH 1IEIH H 3a1a4M TPO(ecCHOHaNbHON AeSTeIbHOCTU. PanonanbsHo
OpraHU30BBIBATH CBOH TPY/l. AHAIU3UPOBATH H BOCCTAHABINBATH COOCTBEHHYIO pab0TOCIIOCOOHOCTD.
Henuts 1 3 pekTHBHO UCTIONB30BATH BPEMS], YUUTHIBATh H aHAIM3UPOBATH 3aTPAaThl BPEMEHH, BECTU
JHEBHUK BpeMeHU. OpraHu3oBaTh pabouee MECTO ¢ TIO3UIMK SPITOHOMHUKH Pa004ero MpocTPaHCTBa.

Yposens 3

OmnpenensiTe TPHOPUTETHI MPOPECCHOHANBHON ACITETHHOCTH TOCYIAPCTBEHHOT0/MYHULIUIIATIHLHOTO
ciyxaiero. OopMHUpoOBaTh MOJENb KA4eCTB TIOCYJapCTBEHHOI'O/MYHHUIIUIIAIBHOTO CITYKAIIEero.
AHanmu3upoBatb U (OPMUPOBATH LENH U 33]a9u MPOPECCHOHANBHON eI TENFHOCTH. AHAM3UPOBATh
Kpyr 3ajad B Tpo(ecCHOHAIbHOW JEeATEILHOCTH W OIpEAessTh NPUOPHUTETHBIE. PanuoHambHO
OpPraHU30BbIBaTh CBOW TpyA. [IpMMEHSTh COBpEMEHHbIE TEXHOJIOTHH TIEPCOHATILHOTO MEHEIKMEHTA.
AHanmM3upoBaTh M BOCCTaHABIMBATH COOCTBEHHYIO paborocrnocoOHocTh. Llennts U 3 dexTuBHO
WCTOJB30BaTh BPEMsl, YUUTHIBATh W aHAIM3UPOBATH 3aTPaThl BPEMEHH, BECTH IHEBHUK BPEMEHHU.
Oprann3oBatk pabouee MECTO ¢ NO3UIIUU IDIOHOMUKYI PAGOYEro NPOCTDAHCTBA

Bmaners:

Ypogens 1

CIOCOOHOCTBIO  ONPEACATh NPUOPUTETHI MPOPECCHOHANBHON JEATENBHOCTH. TEeXHOJOTHIAMM
IUTaHUpOBaHUs. HaBbIkKaMM CcaMOOpraHM3alisl JIMYHOrO 3J10poBbs. [Ipuemamu 3dQekTUBHOrO
HCTONB30BaHMs pabodyero BpeMeHH. HaBblkaMu opraHu3alni  pabouero MPOCTPAHCTBA LIS
VCIIETHOTO BBINOJIHEHUS ITOPYYEHHOM paOOTHI.

Yposenb 2

CIoCOOHOCTBIO ONPEACIATh MPHUOPUTETHI TPOGECCHOHANTBHOMN JesTebHOCTH. HaBbikaMu aHanmm3a u
dbopmupoBaHUS TieNed W 3aaa4 MpoPecCHOHAILHON JeITeNbHOCTH. VICKycCTBOM JIeNernpoBaHuUsI
MOTHOMOYMH. TeXHONOrMsIMH TUIAaHUPOBaHUs. HaBblkaMu caMOOpTraHHM3alvs JUYHOTO 370pPOBBS.
ITpuemamu 3(ppeKTUBHOTO HCITONB30BaHUS pabodero BpeMeHH. HaBbIkaMu OopraHu3anuud padodero
IIPOCTPAHCTBA JUTS YCIENTHOTO BBIIOIHEHHS TOPYIECHHON PaOOThL

Yposens 3

CriocoOHOCTBIO OIPEEISTh PUOPHUTETHI MPOPECCHOHANBHON JIesITeNnbHOCTH. HaBblkaMu aHanms3a u
dbopmupoBaHUS TieNed W 3aaa4 MpoPecCHOHANBLHON JeITeNbHOCTH. VICKycCTBOM JIeNernpoBaHuUsI
MOTHOMOYHH. TEeXHONOrHsIMH TUIAaHUpOBaHHSA. HaBblkaMH caMOOpraHM3aIUsl JITYHOTO 3JI0POBBS,
BOCCTaHOBJICHHsI paborocriocoObHocTH. [Ipmemamu 3¢ GEeKTHBHOIO HCIIONB30BAaHUS padodero u
JIUYHOTO BpeMeHU. HaBblkamu opraHu3anuu pabodyero MpoCTPAHCTBA Uil YCIENTHOTO BBIMTONHEHUS
MOPYYEHHOU PaOOTHIL.

1.4. PE3YJIbTATBI OCBOEHUSA U CHUITJIMHBI:

HJ[-VK-6.6: Onpeoensiem npuopumemsl cCOOCMBEEHHOU 0esIMeNbHOCMU, TUYHO20 PA3BUMUSL U NPODECCUOHATbHOZO
[pocma, evicmpaugaem u peanu308vleaent MpAeKMOPUI0 CAMOPA38UMUSL HA OCHO8e HPUHYUNO8 00pa308aHus 8
meueHue cetl HCUSHU.

3HATh:

Yposenb 1 |OCHOBBI 1ieJIeTIONaralus U INIAHUPOBAHUSI COOCTBEHHOM NEATENbHOCTH.

YpoBennb 2 |OCHOBBI IieJIeTIONaraHusl M IUIAHUPOBAHUS COOCTBEHHOW aesTenbHOCTH. CriocoObl MOBBIIEHUS
JIMYHOM 2(D(HEKTUBHOCTH.

YpoBenb 3 |OCHOBBI IieJIeTIONAraHusl M IUIAHUPOBAaHUS COOCTBEHHOW aAesiTedbHOCTH. CrocoObl TMOBBILIEHUS
muaHON 3¢ dexTuBHOCTH. [lcnxonoruro ycmexa: comep)kaHWe W YCIIOBHS JOCTIDKEHHS. MeToms
KOHTPOJISL TUYHOIO TPY/A.

VMern:

Ypogenn 1 |[IpaBunbHo GopMynupoBaTh KU3HEHHBIE LIENIH, COCPEAOTOUUTHCS HA TJIABHOM.

Ypogsenn 2 |[IpaBunbHO (oOpMyIUpoOBaTh >KM3HEHHBIE LEIH, COCPEAOTOYUTHCS Ha TJaBHOM. PaspabaThiBaTh
CTPATETHIO JIMYHOI'O PAa3BUTHS M IOCTPOEHUS NPOdheCCHOHAIBHON KaphePhI.

Ypogsenn 3 |[IpaBunbHO (opMyIupoBaTh >KM3HEHHBIE LM, COCPEAOTOUMTHbCA Ha TJIaBHOM. PaspabaTbiBaTh
CTPATErui0 JIMYHOTO Pa3BUTUS W TOCTPOEHHs MPO(EeCCHOHANBHON Kaphephl. KOHTpPOIMPOBATH
MPOIECCHI CBOCH JSATEIbHOCTU U €€ PE3YIbTATEL

Bnaners:

Yposenb 1 |CriocoOHOCTBIO TNPaBUIBHO (OPMYIMPOBATH CBOM JKHU3HEHHBIC 1IENMHM, NPUHUMATH pPeELIeHUs,

IUTAHUPOBATH Kaphepy.

Yposensb 2

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




IJIAHUPOBATh Kapbepy. CrocodaMu MOBBIMICHUS JUYHON 3 ()EKTHBHOCTH.

Yposennb 3 |CiocoOHOCTBIO TPaBUIBHO (OPMYJIMPOBATH CBOM JKU3HEHHBIE II€JHM, NPUHUMATH peELICHUs,
IUTaHUpoBaTh Kapeepy. Cmocobamu TOBBIMIEHUST JHYHOH 3¢ ¢dekTuBHOCTH. CHnoCOOHOCTBIO
MIOCTOSIHHO KOHTPOJINPOBATh MPOLIECCHI CBOEH AEATENbHOCTH U €€ PE3YIbTaThL.

B pezynomame oceoenusn oOucyunaunvl "'Opzanuzayus 1udno20 mpyoa 20cyo0apcmeeHHvIX U MYHUWUNATbHbIX

3.1[3nars:

CymHocTb npodeccuu U cofiepikaHue Tpya rocy1apCTBEHHOI0 M MyHUIIUNIAIBHOTO ciIyskaiero. Kagecrsa
W KOMIICTCHI[MH, HEOOXOJMMBIE TOCYJapCTBEHHOMY /MYHUIMIIANBHOMY clyxamemy. I[loHstne wu
0COOCHHOCTH OpPTaHU3alMU JUYHOTO TPYAa rOCyJapCTBEHHBIX U MYHUIIMIAIBHBIX ciayXammx. Cucremy
TEXHOJOTHH TIEPCOHATBHOTO MEHEKMEHTA Ha TOCYJapCTBEHHOW UM MYHHUIMMAIBHON ciryxk0e. MckyccTBoO
JeNIerupoBaHusl MosHoMouui. TexHoioruu mnjaHupoBaHus - Metoabl llapero, ®paHkinuHa, AJbBIHI,
Oizenxayspa. [lcuxomoruto W (QU3HONOTHIO OpraHM3allMk JIMYHOTO Tpyla TOCYIOapCTBEHHBIX U
MYHULUINAIBHBIX CIOyXalUMX. TEXHOJIOrMU YIpaBJIECHHUS BpeMeHeM. Meronpl CaMOKOHTpOJIS U
camoopranu3anui. Crioco0bl OpraHu3aiuy paboyero NpoCTPaHCTBA U MHIMBUIYAIBLHBIX PA0OOYHMX MECT.

OCHOBBI IIeJIenoNaraiis ¥ IJIAHUPOBAHUS COOCTBEHHOM aesTelIbHOCTH. CIIOCOOBI MOBBIIICHUS JTMYHON
a¢dexruBHOCTH. [ICcHXO0JIOTHIO yCIieXa: COEpKAHUE U YCIIOBUS JOCTHIKEHUS. MeTOo/Ibl KOHTPOJIS JIMYHOT'O
Tpyna.

3.2[¥Ymern:

OnpeaensTh TPHOPUTETHI NPOPECCHOHAIBHON NEATSIBHOCTH TOCYIapCTBEHHOI0/MYHHIIMIIAIBLHOTO
coyxamero. @opMupoBaTh MOAENb KAaueCcTB IOCYAapCTBEHHOTO/MYHHIIMIAIBHOTO  CIy’KaIlero.
AHanmu3upoBath U GOPMUPOBATH LIENU U 3312491 TPOeCcCHOHATLHOM JeITENbHOCTH. AHAIH3UPOBATH KPYT
3a1a4 B MPOo(heCCHOHAIBHON MEATETHbHOCTH M ONPENEATh IPHOPUTETHEIE. PaliioHanbHO OpraHn30BHIBATH
CBOU TPpYyAO. HpI/IMCHSITB COBPEMCHHBIC TEXHOJIOI'MU TIEPCOHAJIIBHOIO MCHEIXKMCEHTA. AHaHI/I3I/Ip0BaTB n
BOCCTAaHAaBIIMBaTh COOCTBEHHYIO paborocmoco0HOCTh. LleHNTh M 3(QPEKTHBHO HCIOIB30BATH BpPEMS,
YYUTBHIBATh U aHAJM3WPOBATH 3aTPAThl BPEMEHH, BECTH JHEBHUK BpeMeHHn. OpraHn3oBaTh pabodyee MECTO C
[IO3MLIUU PTOHOMUKH pabouero MpocTpaHCTBa.

[IpaBuibHO QOpPMYIHPOBATH KUIHEHHBIE LN, COCPENOTOYNTHCS Ha TTIaBHOM. Pa3pabaTriBaTh CTPATETHIO
JUYHOTO PAa3BUTHUA W TIOCTPOEHUS NPOPECCHOHANBHOW Kapbepbl. KOHTpoOmMpoBaTh MPOIECCH CBOEH
JeSITETIHHOCTH U €€ Pe3yNbTaThl.

3.3|Baagern:

CriocoOHOCTBIO  OMPENENATh MPUOPHUTETHI MPO(ECCHOHANBHOW JeaTeNnbHOCTH. HaBblkaMu aHamm3a |
dbopmupoBaHUS 1ened W 3agad  Npo(ecCHOHANBHOW JeSITEeNbHOCTH. VICKyCCTBOM JIeNernpoBaHUsI
MOTHOMOYMH. TeXHONOrMsIMH TIAaHWpOBaHWs. HaBbIkKaMH CcaMOOpTraHW3alMsl JUYHOTO 370POBbS,
BOCCTaHOBJICHHsI paborocmocobHocTH. ITpremamu 3pPEeKTUBHOTO MCIOIB30BaHMS pabOdero M JIMIHOTO
BpeMeHH. HaBblkamul opraHu3anuy pado4yero MPOCTPAHCTBA JJIS YCHEITHOTO BBITIONHEHHS MOPYYCHHOMN
paboTEHIL.

CriocoOHOCTBIO TIPAaBUITBHO (POPMYITUPOBATH CBOM YKH3HECHHBIC 1[€NTH, TPUHUMATE PEIICHHS, TUIAHUPOBATh
Kapbepy. Criocobamu MOBEIIIEHHS TUIHON P pekTHBHOCTH. CITOCOOHOCTHIO TTOCTOSTHHO KOHTPOJIUPOBAThH
MPOIIECCHI CBOCH JIEATENLHOCTH U €€ Pe3yJbTATHI.

1.5. ®OPMbI KOHTPOJISA

Tekymmii KOHTPOJIb YCIIEBAEMOCTH MO3BOJSET OLEHHTh YPOBEHb C(HOPMHPOBAHHOCTH 3JIEMEHTOB KOMITETCHITHIA
(3HaHW, yMEHWH W TPHOOPETEHHBIX HABBIKOB), KOMIETEHIIMH C TOCIEAYIOMUM OOBENWHEHHEM OIIEHOK H
MPOBOIUTCS B ()OpME: YCTHOT'O ONPOCa Ha JISKIIMOHHBIX M CEMHHAPCKUX/TIPAKTUYECKUX 3aHATHUAX ((PPOHTAIBHBIH,
VHIMBHyaJIbHbBIA, KOMIJIEKCHBIH), TIMCBMEHHON MPOBEPKU (TECTOBBIC 3alaHMsl, KOHTPOIb 3HAHUH IO pasieny,
CHTYaIlMOHHBIX 33/IaHWH U T.I1.), OLEHKH aKTUBHOCTH Pa0OTHI 00YYAIOIIErocsi Ha 3aHATHHU, BKIIIOYAst 3aJaHHS JUIS
CaMOCTOSITEIIbHOM PaOOTHIL.

Hpomeofcymounaﬂ ammecmauus

Pe3ynbTaThl TeKyliero KOHTPOJII W MPOMEXKYTOUHOW arrecTallud (HOPMHUPYIOT PEHTHHTOBYIO OLIEHKY paOOThI
cryzaeHTa. Pacnpenenenne 6amioB npu GOpMUPOBAHUM PEUTHHTOBOM OL[EHKH pabOThl CTYJEHTa OCYIIECTBIISETCS B
COOTBETCTBHUHU C ICHUCTBYIOIIMM JIOKAJbHBIM HOPMAaTHBHBIM akToM. Ilo mucnumnunae "OpraHuzaunys JUYHOTO
TpyZla TOCYJapCTBEHHBIX M MyHUIUINAIBHBIX CIY)KalMX" BHIOM IPOMEKYTOYHON aTTECTAL[MH SBJISIETCST  3ayer.

PA3JEJI 2. COAEP KAHUE JUCHHUIIJIMHBI

2.1. TPYTOEMKOCTb OCBOEHUSA N CHUITJINHBI

06111351 pr,Z[OéMKOCTB JHUCIUITIIMHBI "Opl"aHI/I3aLII/I$I JIMYHOI'O Tpyda roCyJapCTBEHHbIX U MYHUITUTIAJIBHBIX




ciyxanpx" cocTaBiser 2 3a4€THBIC SAUHUIBI, (2 Yaca.
KonuuecTBo 4YacoB, BBIIENSEMBIX Ha KOHTAaKTHYH) pabOTy C TpenojaBaTelieM U CaMOCTOSTENBbHYIO padoTy
00Yy4aroIerocst, ONPeAessiercsl Y4eOHbIM IIIAHOM.

2.2. COOIEP/ KAHUE PA3JAEJIOB JINCIHUIIJINHBI

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

PA3JIEJ 1. OCHOBBI OPTAHU3ALIUN

JIMYHOI'O TPYJA TOCYJAAPCTBEHHBIX U

MYHUIUIIAJBHBIX CJOYXAIIUX

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

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

TOCYJapCTBEHHBIX U MyHHUIUITAJIBHBIX JI3.1,J13.2,

ciyxamux /Jlex/ JI3.3,51 22

Tema 1.1. ITousitue 1 ocodbeHHOCTH 6 2 VK-6.5, JI1.1J11.2, 0

OpraHu3ally JUIHOTO TPyAa YK-6.6 JI2.1J13. 1

TOCYJapCTBEHHBIX U MyHHUIUITAJIBHBIX JI3.1,J13.2,

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

Tema 1.1. IToHsiTHe U 0cOOEHHOCTU 6 6 YK-6.5, JI1.1J11.2, 0

OpTraHU3allA JUIHOTO TPyAa YK-6.6 JI2.1J13. 1

TOCYapCTBEHHBIX U MyHHUIIUITAJIBHBIX JI3.1,J13.2,

ciyxanux /Cp/ J13.3,51 22

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

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

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

CITy’KaImux JI3.3,91 22

/Jlex/

Tema 1.2. TlepcoHanbHEIN MEHEKMEHT KaK 6 2 VK-6.5, JI.1J11.2, 0

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

TpyZla TOCYAapCTBEHHBIX  MYHHUIIUTIATBEHBIX JI3.1,J13.2,

CITy’KaIIX JI3.3,51 22

/Cem 3an/

Tema 1.2. TlepcoHanbHBIN MEHEKMEHT KaK 6 8 VK-6.5, JI.1J11.2, 0

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

TpyZJa rOCyIapCTBEHHBIX U MYHUITUTAIBHBIX 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 MIaHUPOBAHUC B 6 2 VK-6.5, [JI1.1J12.1J13.| O

OpraHM3allUHU JIMYHOTO TPYIa YK-6.6 1

FOCYAApCTBEHHBIX U MYHULUIATIbHBIX 2122

ciyxanwx /Jlex/

Tema 2.1. llenenonaranue u MIaHAPOBAHUC B 6 2 VK-6.5, [JI1.1J12.1J13.| O

OpraHU3aLKy JIMIHOTO TPy /Ia YK-6.6 1




U MyHHIMNAIBHBIX ciryxkamux /Cem 3an/ 2122

Tema 2.1. Llenenonaranue v miaHuPOBaHUE B VK-6.5, |JI1.1J12.1J13.

OpraHU3alHy JMYHOTO TPYAA FOCYJapCTBEHHBIX YK-6.6 1

1 MyHHLIUNAIBHBIX ciryxaimux /Cp/ 2102233

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

CaMOKOHTPO/Ib ¥ CAMOOPTaHU3aLUs YK-6.6 1

FOCYAAPCTBEHHBIX U MyHULMITIATIbHBIX 21032

ciyxanwx /JIex/

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

CaMOKOHTPOIIb ¥ CAMOOPTaHU3ALIMS YK-6.6 1

FOCYAApCTBEHHBIX U MYHULMITIATIbHBIX 2132

ciyxanux /Cem 3aH/

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

CaMOKOHTPO/Ib ¥ CaMOOPTaHH3aLHs YK-6.6 1

TOCYIapCTBEHHBIX U MyHHUIIUITAJIBHBIX 213233

ciyxanux /Cp/

Tema 2.2. YrpaBieHue BpeMeHEM.

CaMOKOHTPOIIb M CaMOOPTaHU3aAITHSI

TOCYIapCTBEHHBIX U MYHHIIMTIAIBHBIX

ciyxammx /Konc/

PA3JEJ 3. ICUXO®U3HNOJIOI'UsA TPYIA

OPTAHM3AIINSA PABOYEI'O MECTA

I'OCYJAPCTBEHHbBIX U MYHUIIMITAJIBHBIX

CIYKALIMX

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

OpraHM3alluU IMYHOTO TPY/A TOCYAAPCTBEHHbIX YK-6.6 [ J12.1J13. 1

Y MYHUITUTIATBHBIX CITyamux /JIex/ JI3.1,J13.2,
JI13.3,91 22

Tema 3.1. Ilcuxosorust 1 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 huzHoONOTUs VK-6.5, JIT.1JI1.2,

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

Y MyHHITUTIANBHBIX ciry)ammx /Cp/ JI3.1,J13.2,
JI13.3,91 22

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

MPOCTPAHCTBA U MHAUBUAYATbHBIX 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 JI3.3,91 32

/CeMm 3aH/

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

YK-6.6




POCTPAHCTBA U UHAUBUAYaAIbHBIX JI2.1J13. 1

pabo4rx MECT TOCYAapCTBEHHBIX U JI3.1,J13.2,
MYHHUIMNAIBHBIX CITY)KalUX JI3.3,01 92
/Cp/

PA3JIEJI 3. OBPA3OBATEJIBHBIE TEXHOJIOI'MHU

B mpouecce OCBOCHHA OUCHUITIMHBL ((OpFaHI/BaHI/I}I JIMYHOI'O Tpyda TOCYJApCTBCHHBIX W MYHHIHMIIAJIBbHBIX
CITyXKallluX» UCTONB3YIOTCS ciefylonme oopa3oBaTenbHble TexHonorun: sekuun (JI), cemunapckue 3anstus (C3),
camocrosTenbHas padora cTyneHToB (CP) Mo BBIONHEHHUIO pa3IuYHbIX BHIOB 3aaHUi.

JIeKIMOHHBIA MaTepuaj MpEACTaBIeH B BHae mpeseHtanmmu B (opmare «Power Pointy. s HarasaHocTH
HCIIOJIB3YIOTCA MaTCpUaJibl PA3JIMUHBIX HAYYHBIX W TCXHUYCCKUX ISKCIICPUMCHTOB, CIIPABOYHLIX MATCpHUaAJIOB,
Hay4yHBIX cTaTell T.7. B xone nekiuu npeaycMoTpeHa oopaTHast CBSI3b CO CTYACHTaMH, aKTUBU3UPYIOIIHE BOIIPOCHI,
MIPOCMOTP U 00CykIeHHEe BUIeoPrIbMOB. [Ipu npoBeIeH Y JISKITUH UCTIONB3YETCsl POOIEMHO-0pU CHTUPOBAHHBIN
MEXIMCUMIUIMHAPHBIA TTOAX0, MPEANOoIaralonii TBOPUECKHE BOIPOCH U CO3JaHUE JNUCKYCCUOHHBIX CHUTYyallUu.
[Ipu w3I0XKEHWM TEOPETHUECKOrOo MaTepuajia MCHOIB3YIOTCS TaKhe METOMbI, KaK: MOHOJOTHYECKHH,
TOKa3aTeNbHbBIN, UATOTHYECKU, IBPUCTHYECKHUM, HWCCICIOBATEIbCKUN, MNPOOIEMHOE H3IOKEHHE, a TaKKe
CJICAYIONME MNPUHOUIILI AUAAKTHKA BBICIIIEH IIKOJIBI, TaKME€ KaK: IIOCJIICAOBATCIBHOCTh M CHCTEMAaTHYHOCTH
o0y4eHUs, JOCTYMHOCTh OOYy4YEHHs, UPUHIMI HAayYHOCTH, TNPHHIUIBI B3aWMOCBS3U TEOPHH U MPAKTUKU
HAarJISAHOCTH | JIp. B KOHIIE KaXkKI0# JISKITHH MPETYCMOTPEHO BPEeMsI IJIsl OTBETOB Ha MPOOIEMHBIE BOTIPOC.
CamocrosiTebHast paboTa mpenHasHaueHa I BHEAYIUTOPHOH  paOOThl  CTYIEHTOB, CBSI3aHHOH C
KOHCIIEKTUPOBAHHUEM HCTOYHHUKOB, yr{e6Horo marepualia, H3YUCHUEM HOHOHHHT@HBHOﬁ JIUTEPATYpPBI 110
JUCHUIIIINHC, HOJIFOTOBKOﬁ K TEKyHIEMY U CEMECTPOBOMY KOHTPOJIKO, a TAKXKE BBLIIOJHECHUEM WHIWBUAYAJIBHOI'O
3amanus B popme pedepara, 3cce, IPEe3eHTALUH, SMITUPUUECKOTO UCCIICIOBaHUS.

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

4.1. Pexomenayemasi JuTeparypa

1. OcHOBHas JIUTepaTypa

ABTODBHI, 3arjaBue H3patenbCcTBO, rof
J1.1 Oprasu3zaius THIHOTO TPyAa TOCYIapCTBEHHBIX U Honenk : JIOHAYUI'C,
T. A. KonecHukoBa |MyHHLIMIAIBHBIX CAYXAUIUX : KOHCIEKT JEKIUH IS 2024

oOyuarormmxcs 3 u 4 KypcoB 00pazoBaTeIbHON
MpOrpaMMbl OakaliaBpuaTa HaPaBIeHUs TIOATOTOBKU
38.03.04 «I'ocymapcTBEHHOE 1 MyHHIIMIIAJIHFHOE
yrpaBienue» (mpo b : «PernoHansHoe yIpaBiIeHUE ’
MECTHOE CaMOyITIpaBJIeHHE») BCeX (HOopM 00yUIeHHS

(142¢)
J1.2 lNocymapcTBeHHast 1 MyHHLMTIATIbHAS CITyXKO0a. Hwxuuit Hosropon : HHI'Y
I1. }O. Banos Opranuszanus TpyAa MYHULUIAJIBHBIX CIYKaIlHX : uM. H. U. Jlobauesckoro,
y4aeOHO-MeToMrueckoe mocooue (89 c. ) 2019

2. lonojiHuTEIbHAS JIMTEPATYPa

ABTOpBI, 3ariasue Wz nmaTenbcTBO, TON

JI2.1 |H. B. Anekcannposa |IIcuxoduzrnonorus npohecCHOHATBHOMN AEITENTBHOCTH : Owmck: N3n-8o OMI'A, 2018
y4eOHOe ocoOue IS CTYACHTOB HAPaBJIEHHs OATOTOBKU
BBICILIEr0 0Opa3oBaHMs — OaKanaBpuata «YpaBieHHE
riepcoHasiom» (164 c.)

JI2.2 |Kamuaun C. U. Taitm-mMeHexMenT: [IpakTHKYM O yIpaBICHHIO CII6.: Peun
BpemeneM (371c.)

3. Merognyeckne pa3padoTKu

| ABTODBI, | 3ariasue | W3 naTenbcTBO, TON




J3.1

T. A. KonecunkoBa

Opranu3zanus JMYHOTO TPYyJla TOCYIapPCTBEHHBIX U
MYHUIUIAJIBHBIX CIY)KalNX: METOAUYECKUE
PEKOMEHIAINH K TIPOBEACHUIO CEMUHAPCKUX 3aHITUH
Ui oOydatomuxcs 4 Kypca oOpa3oBaTenbHOMI
MporpaMMbl OakaiaBpuaTa HarpaBieHUs! TTOATOTOBKU
38.03.04 «I"'ocymapCTBEHHOE U MyHHUIUTIATBHOE
ympasiieane» (npopunb «PernonaibHoe yrpaBieHUE U
MECTHOE CaMOYIpaBJICHIE» ) OYHOH / 3a04HON GopM
oboyuenus (35 c.)

oy BIIO "IOHAYUI'C",
2024

J13.2

T. A. KonecunkoBa

Opranu3zaius JUYHOT0 TPyAa FOCyIapCTBEHHBIX U
MYHULUIIAJIBHBIX CIIYXKAIIUX: MCTOANYCCKHEC
PEKOMEHIAIMH K IO OpPTaHU3aluu CaMOCTOSTEIbHOM
paboThl o0yyaromxcs 4 Kypca o0pa3oBaTEIbHOM
porpaMMbI OakajiaBpraTa HalpaBICHUs MO OTOBKH
38.03.04 «I"'ocymapCTBEHHOE U MyHHUITUTIATHHOE
yrpasiieane» (npopuib «PernoHaibHoe yrpaBlieHNE H
MECTHOE CaMOYIpaBJICHHE» ) OYHOH / 3a09HON GopM
oOyuenust (24 c.)

oy BIIO "IOHAYUI'C",
2022

J3.3

T. A. KonecankoBa

Oprasu3zaius JUYHOr0 TPy/Aa FOCyIapCTBEHHBIX U
MYHUIIMIIAJIBHBIX CITYKallUuX: UHAUBUAYAaJIbHOC 3aJaHUC
Ut o0yJaroruxcs 4 Kypca 00pa3oBaTeIbHOM
porpamMMBbl OakaiaBpuaTa HalpaBJICHUS TOATOTOBKH
38.03.04 «I'ocymapCTBEHHOE W MyHHUITUTIATHHOE
yrpasiieane» (npopuib «PernonaibHOe yrpaBlieHuE H
MECTHOE CaMOYITpaBJICHUE ) OYHOM / 3a04HOM (hopM
oboyuenns (12 c.)

oy BIIO "IOHAYUI'C",
2022

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

01

bubnuorpaduyeckas 6a3za TaHHBIX HAYYHBIX ITyOIMKAITANA
POCCHUUCKUX YUEHBIX

https://elibrary.ru/

32

Hayunas snexrponnas 6ubmmoreka KudepJlennnka

https://cyberleninka.ru/




4.3. [lepeueHb NPOrpaMMHOro odecreveHust

JIuneH3noHHOe W CBOOOAHO paclpoCTpaHseMoe MpOrpaMMHOE oOecredeHrue, B TOM YHCIE OTEUYECTBEHHOTO
MPOU3BOJCTBA!

KommbroTepHasi TeXHHKa C BO3MOXKHOCTBHIO TMOAKIIOYEHHS K ceTd «MHTepHeT» M obecredueHHeM [OCTyIa B
JNEKTPOHHYI0O HH(GOPMALMOHHO-00pa30BaTENbHYI0 CpeAy U DJIEKTPOHHO- Ombmmoreunyio cuctemy (DbC
JIAHbB), a TakKe BO3MOKHOCTHIO MHIMBHIYaTbHOTO HEOTPaHHYEHHOro aoctyma odoydatommxcs B ObC u UOC
IIOCPEICTBOM Wi-Fi c MIEPCOHATBHBIX MOOHITBHBIX YCTPOMCTB. Cepsep: AMD FX
8320/32Gh(4x8Gh)/4Th(2x2Th). Ha cepBepe ycTaHOBIEeHa CBOOOIHO pacmpocTpaHseMas OrepalroHHas CHCTeMa
DEBIAN 10. MS Windows 8.1 (JIuiieH3uoHHast BEPCHUS OMEPAMOHHON CUCTEMBI TIOATBEPXKICHA CepTH(hUKATAMU
nommuHHOcTH cuctembl Windows na kopmyce 1K), MS Windows XP (JIuieH3noHHas Bepcusi ONEpariiOHHON
CHCTEMBI MOATBEpXkKIeHa cepThdukaTtamMu nomauHHocTH cucteMbl Windows na kopmyce I1K ), MS Windows 7
(JIuueH3noOHHAst BEpCHsl ONEPAIIMOHHOI CHCTEMBI MMOATBEPKICHA cepTUUKaTaMu MoIMHHOCTH cucTeMbl Windows
Ha kopmyce I1K ), MS Office 2007 Russian OLP NL AE (muuen3un Microsoft Ne42638778, Ne 44250460), MS
Office 2010 Russian (mumensun Microsoft Ne 47556582, Ne 49048130), MS Office 2013 Russian (sumensnun
Microsoft Ne 61536955, Ne 62509303, Ne 61787009, Ne 63397364), Grub loader for ALT Linux (nuuensus GNU
LGPL v3), Mozilla Firefox (mumensus MPL2.0), Moodle (Modular Object-Oriented Dynamic Learning
Environment, mumensus GNU GPL), IncScape (nmuriensust GPL 3.0+), PhotoScape (umensuss GNU GPL), 1C ERP
VTI, 1C 3VII (becrutaTHbie 00MaYHbIe pElIeHUs T 00pa3oBaTeabHbIX yupexaenuii ot 1Cfresh.com), OnlyOffice
10.0.1 (SaaS, GNU Affero General Public License3).

4.4. Ilpo¢eccuonanbHble Ha3bI JTAHHBIX M HHGOPMaIMOHHBIE CIPABOYHbIE CHCTEMbI

[podeccnonanbubie 6a3bl JAHHBIX U HHHOPMAIIMOHHO-CIIPABOYHBIE CHCTEMBI:

DeKTPOHHBIH KaTasior u3nanuit - http://unilib.dsum.internal/

Hayunast sanekrponnas 6ubmmorexka «KUBEPJIEHWMHKA» - https://cyberleninka.ru/

JloHerkast pecryOMKaHCKas yHUBepcaibHas HayuHas oubnaroreka um. H. K. Kpymnckoii - http://www.lib-dpr.ru/
DnekTpoHHO-0nOIHoTeYHas cuctema "Jlans" - https://e.lanbook.com/

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

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

4.5. MaTepI/laJIbHO-TeXHH‘leCKOC o0ecnevyeHne TUCIUILIAHBI

VYueOHast ayTuTOpUs ISl TIPOBEICHUS 3aHATHN JIGKIIMOHHOTO U CEMUHAPCKOT'O THIIA, TPYIIIOBBIX KOHCYJIBTAITHIH,
TEKYIIEro KOHTPOJII W IPOMEKYTOUHOH arrectanmu: aymuropus Ne 412 ydueOHbI Kopryc Ne 6. — KOMITIEKT
MYJIbTUMEIUIHOTO 000pYIOBaHUS: HOYTOYK, MYJIbTUMEIMHHBIN MPOEKTOp, dKpaH, TeineBuzop, Wifi- poyrep; -
crenramn3upoBaHHas Me0enb: padodee MecTO IpenoaaBaTens, pabodne mecta odydaronuxcs (60), cTanrmoHapHas
IOCKa, BBIKATHAsA, IOCKa, JeMOHCTparuoHHble mmrakatel, Windows 8.1 Professional x86/64 (axkamemuueckas
moamucka DreamSpark Premium), LibreOffice 4.3.2.2 (mumensus GNU LGPL v3+ u MPL2.0). TTomemienus ais
CaMOCTOATENBHON pPabOTHI C BO3MOXKHOCTHIO TOAKIIOUeHUs1 K cetd "MHTepHer" m obOecmedeHueM nocTtyma B
3IEKTPOHHYIO HH(POPMAIIMOHHO-00pa30BaTENBHYIO CPETy OpTaHU3AIlNH: YATAIBHBIE 3aJI6l, YIeOHbIe Kopmyca 1, 6.
Anpec: 1. Jlonenk, yn. Yemrockurmnes 163a, r. [lonenk, yi. Aprema 94. KommnbroTepHas TEXHIKA ¢ BO3MOXHOCTBIO
MOJKITIOYEeHNUS K ceTn «MHTepHeT» U obecredeHneM JI0CTyIa B 3JIEKTPOHHYIO HHPOPMAIIMOHHO-00pa30BaTEbHYIO
cpeny W 3JeKTpOHHO-OMOnmoreunyio cucremy (DBC IPRbDOOKS), a Takke BO3MOXHOCTBIO HHIMBHIYaJIbHOTO
HeorpaHuueHHoro pocryna odydaronmxcs B OBC u DMOC nocpencrBom Wi-Fi ¢ iepcoHanbHbIX MOOHIBHBIX
YCTpPOMCTB.

PA3JIEJI 5. ®OHJI OHEHOYHbIX CPEJICTB

5.1. KoHTpOJIbHBbIE BONPOCHI U 321aHUS

1. HazoBuTe npu3HaKy, XapakTepU3yIOIIUe IS TENbHOCTb TOCYIAPCTBEHHOTO U MyHUIIMIIAJIBHOTO CIIyKalLEro.

2. K kakoii kaTeropuu nepcoHaga OTHOCATCS TOCYJapCTBEHHbIE U MyHULUIIAIBHEIE CITyXate?

3. Kakue xapakTepuCTHKH MPUCYLIH TPYLy FOCYAaPCTBEHHBIX U MYHHLIUIAIBHBIX CITyXKaIluX?

4. Ilepeuncnute OCHOBHBIE 3JIEMEHTHI OpraHU3aLuH TPYIa.

5. Ha3zoBute npusHaky, OTIMYAIOIIKE OPraHU3ALUIO TPY/Ia B CHCTEME rOCyJapCTBEHHON ¥ MyHHIUIIAIBHOM CITy>KObI
OT OpraHM3aLuy TpyAa BooOIIe.

6. Kaxue oTiuuus uMeroT yrpasieHuecKHe MPOLECcChl B 001aCTH OpraHU3alyy Tpyia B CHCTEME TOCyIapCTBEHHON U
MYHULUIAIBHON CITyKObI?

7. Kakue 3aiauu pemaer opraHu3anys TpyAa rocy1apcTBEHHBIX M MyHUIUIIAJIbHBIX CIYXKaIUX KaK (QyHKIHS
yIpaBIeHUS?




8. HazoBuTe Hanbonee 3HAYMMBIE JIEMEHTBI CHCTEMBI OpraHU3alluK TPY/Ia TOCYJApCTBEHHBIX U MYHUIIMIAIBHBIX
CITyXKallluX.

9. Inst 9ero rocynapCcTBEHHOMY/MYHHIIMIIAIEHOMY CITyKalleMy HEOOXOAMMO MPUMEHSATh METOBI IIEPCOHATILHOTO
MEHEDKMEHTA?

10. HazoBuTe OCHOBHBIE (DYHKIIUU CAMOMEHEDKMEHTA.

11. Ucnonb3yere 11 Bel ipueMsl Lienenonaranus B CBOei esTenbHOCTH?

12. Kakas u3 npeio’KeHHBIX TEXHOJIOTHI TUIaHUPOBaHUs KakeTcs Bam Hanbonee mpuemiieMoit?

13. Kakne komnereHnuyu HeoOXoauMBbl JINYHO BaM kak OymynieMy rocyjapcTBeHHOMY/MYHALUTIATBHOMY
ciyxariemy?

14. Yto o3HaYaET BHIPAKEHUE «MBICIIUTD HIETIMU»?

15. Ilepeuncnure 1 pacKpoiiTe OCHOBHBIE TPUHLIUITBI TOCTAHOBKU LIENEH.

16. Bunbl )kU3HEHHBIX IIeIeH U KPUTEPUU UX NOCTHXKEHUS. MOXKeTe JIM Bl Ha3BaTh 1-3 caMble BayKHBIE IIETIH,
aKTyaJbHBIC JUTS BAC B HACTOSIIIEE BPeMsi?

17. CyTb aHanM3a «11e1b — CPEACTBO.

18. Ilouemy Ba)kHO JieiernpoBath rmosHoMouns? Kakue mosHOMOUUs MOXKHO U HYXKHO J€IerHpoBaTh?

19. Kak mpaBuiibHO IpuMeHATH npaBuiio 80/207

20. Kakue BUIBI IIIAHUPOBAHUSI IOMOTAeT OCBOUTH cucTeMa benmkamiaa OpankiauHa?

21. Kak BbI cocTaBuTe 11aH HA JIEHB, UCHIOIB3YS METO AJIBITHI?

22. Kak ciefyer paccTaBisITh IPUOPUTETHI COTIACHO MPUHIUITY Dii3enxayspa? Y nensere 14 Bl noctatouHo
BHUMaHUs JieNiaM KaTeropuu B?

23. B dem 3akimrovaercs 3aj1ada HHBEHTAPH3AIIUU BPEMCHH !

24. HazoBuTe METOABI MHBEHTApH3AINK BpeMeHr. KakoBo ux Ha3HaueHue?

25. TlepednciuTe STAIBI U IATW WHBEHTAPH3AINN BPEMEHH.

26. Kakue Bompocs! Brl 3amaauTe cebe ayst moBbimeHus ()¢ eKTHBHOCTH CAMOKOHTPOJIS?

27. Kak cooTHOCATCS MOHATHUS «Matiasi 3hPEeKTUBHOCTEY U «BenuKas 3QhekTHBHOCTEY?

28. Kakue ciocoOb! TOBBIIIIEHUS THIHOM 3¢ (HEKTUBHOCTH TIPH BBHITOJIHEHUN PYTHHHBIX onepanuii Brl 3HaeTe?
29. Kakue n3 «IIpHUHIIAIIOB TIPUBJICKATEILHOCTHY, ChopMyrpoBaHHBIX ToMacoMm JleoHapaom, kak Bel cuutaere,
roMoryTt Bam ctaTh smmepom?

30. Kakue n3 pekomennanuii Anena Jleitkena Brl yxke ucmonb3yere B OpraHu3aluy JMIHOTO Tpyaa?

31. Kak «BBIUTpaTh OUTBY» C COOCTBEHHOM BOJIOKUTOMN?

32. Kak mensiercs paboTocmocoOHOCTh deltoBeka? KakoBbI IpUYMHBI CHIDKEHUS pab0TOCIIOCOOHOCTH?

33. Kak coxpaHUTh BBICOKYIO PabOTOCIIOCOOHOCTE U 370POBbE TOCYAapCTBEHHOMY/MYHHUIIMITAILHOMY CIyKalemMy?
34. Kak Bl mormmaere ycrex? OT 4ero 3aBUCHT JOCTIDKEHHE ycrexa?

35. Kakue npaBuiia JOCTIDKEHHS ycriexa SBIISIOTCS TpreMiIeMbIMu s Bac?

36. 5. Kakyro »Ku3HEHHYIO TTO3UIINIO HA TeKyIIeM dTane 3annMaere Bei? Kakue crpaxu u comaenus Bam npucymm?
Ywmeere mu Bl uX mpeomoneBaTh?

37. Kakue TpeOoBaHUS NPENBIBISAIOTCS K pabodeMy MECTy TOCyIapCTBEHHOT0/MyHHUITUIAIBEHOTO CITy>Kariero?
38. Kakum momxeH ObITh KaOMHET PYKOBOIUTENS?

39. Kak pa3memniatoTcst mpenaMeTsl U CpecTBa TpyAa Ha MICHbMEHHOM cToe?

40. [ns1 yero Hy»HbI 3HaHUS SPTOHOMHUKH ?

41. Kakoe mmono>keHue CITUHBI MTPAaBIIIBHOE TIPY PadoTe 32 KOMITBIOTEpOM?

5.2. Tembl NUCbMEHHBIX PadOT

Tembl fOKIaN0B:

1. CoBpeMeHHast KaapoBasi MOJIUTHKA MECTHBIX OPTaHOB BJIACTH: MPOOJIEMBI M IPHOPUTETHI.

2. l'ocymapcTBeHHas: 1 MyHHIIATIATBHAS CITY>K0a KaK 0COOBIA BUI POPECCHOHATFHON JeATeTbHOCTH.

3. D¢ dexTruBHBIE TOCYIAPCTBEHHBIE 1 MyHULUTIAIBLHBIC MEHEIKEPhI: KTO OHU U KaK JIOCTHUIJIN YCIIeXa.

4. OTBETCTBEHHOCTh I'OCY/JaPCTBEHHBIX U MYHUIMIAIBHBIX CITY)KaIMX ¥ MEXaHU3MBI €€ peaanu3alui B MPaKTHUKE
NeATEeIbHOCTH OPTaHOB BJIACTH.

5. HpaBcTBEHHO-3THYECKHE HOPMBI M KOJIEKCHI TIOBEIECHHUSI MyHULIUNAIBHBIX U TOCYIapPCTBEHHBIX CIyXKaIlUX.

6. IlpodeccnoHanusM TOCYJapCTBEHHBIX M MYHHULIUIAJIBHBIX YHHOBHUKOB: XapaKTEPUCTUKA, KPUTEPUH U
MIPOOJIEMBL.

7. XapaKTepuCTHKa MNPOPECCHOHANBHOIO IOPTPETa COBPEMEHHOIO TOCYNApCTBEHHOIO M MYHHLUIAIBLHOTO
CITy’Kallero: JTy4Iirie 4epThl U IPOTUBOPEUNBOCTD.

8. LleHHOCTHBIE OpHEHTAIIMY MyHUIIUIIATBHBIX YAHOBHUKOB.

9. Ilcuxonoro-negarornyeckue (akTopbl MOBBIMICHUS 3(P(EKTUBHOCTH JEATENBHOCTH TOCYAAPCTBEHHBIX U
MYHHIHMTNAIbHBIX CIYKAITHX.




10. IIpodeccronanbHas 3THKa FOCYAaPCTBEHHOTO M MyHUIMIAIBHOTO CITYKaIero.

11. OcHOBHBIC HAMTPaBICHUS U TPUHLIUIIBI HAYYHOH OpraHU3aluy TPYAa.

12. Opranuzanus paboYux MECT M Co3JIaHKe OIaronpusTHBIX YCIOBHH TpyJa FOCYJapCTBEHHBIX U MyHULUIAIbHBIX
CITyXKallluX.

13. IInanupoBka paboyero Mecra: BUJbI, CIIOCOOBI

14. Kakue BUIBI TNIAHKPOBOK pab0OYMX MECT YUUTHIBAIOT MPH MPOSKTUPOBAHUN ?

15. OcHamenue u 000pyOBaHHE padouero MecTa TOCYIapCTBEHHBIX M MyHUIIMMATBHBIX CITYKAIINX.

16. Knaccugukanuys ycinoBuil Tpyjia TOCYAapCTBEHHOTO M MYHHUIIMITAIBLHOTO CITYKAIIEro.

17. PaboTOCIIOCOOHOCTD TPYIALICTOCS: IIOHSITHE U XapaKTePUCTUKA.

18. ®axTophI, BAUAIOUIME HA PA0OOTOCIIOCOOHOCTH TOCYAAPCTBEHHOTO H MYHUIMIAIBHOTO CITYKAaIIEero.

19. Metoap! n3ydeHus 3aTpat pabodero BpeMeHH!.

20. Camodotorpadus paboyero gHs.

21. MeTosl HETTOCPEACTBEHHBIX 3aMEPOB BPEMEHH.

22. Mopensb cBsi3u (QYHKIIMH CaMOMEHEPKMEHTA.

23. TexHnka caMOMEHEMHKMEHTA.

24. TIpobnema nedunyta BpeMeH! Ha pabodyeM MecTe.

25. BolsiBIeHHE IOTEPh M IPUYKH pabouero BpeMeHH rocyAapCTBEHHOI'O M MyHUIUIIATIBHOTO CITYXKAIIIETO.
26. CocTaBiieHHE pactopsiIKa JHS ¥ OpTraHU3aIlvs TPYA0BOTO Mpollecca B MEsIX JOCTHKEHHUS TTOCTABICHHBIX 3a/1a4.
27. OCHOBHBIE ITpaBUIa JIJIETUPOBaHIE MTOTHOMOYHH.

28. Kakoe cMBICTI0BOE 3HAUEHNE UMEET MOHATHE MEePCOHATBHBI MEHEKMEHT?

29. Ot 9ero 3aBUCHUT yCIIEX PYKOBOAUTENS?

30. KakoBa CyIIHOCTB TIpoIlecca yIpaBIIeHUS IEPCOHATBHBIM Pa3BUTHEM?

31. Ympasienrue KaKUMH pecypcaMy BKITIFOYAET MMEPCOHAIBHOE pa3BUTHE?

5.3. ®oHj 011eHOYHBIX CPEACTB

q)OHZI OIICHOYHBIX CPEACTB AUCHHUILINHBI "OpFaHI/ISaHI/IH JIMYHOI'0 TpyJa roCyJapCTBCHHBIX W MYHHIHIIAJIbHBIX

cirykamux" B MOJTHOM 00beMe npejicTaBiieH B npuinokeHun k OITOIT

5.4. llepeyeHb BUIOB OII€HOYHBIX CPEICTB

CobecenoBanue
Jokmaapl

Tector

CuTtyallioOHHBIC 3aJTaHUS

PA3IEJ 6. CPEACTBA AJANITALINN IPENOJABAHNS JNCOATLINHGI K
MOTPEBHOCTSM JINLL C OTPAHUYEHHBEIMHA BO3MOKHOCTSIMM 3/I0POBbS

B cnydae HeoOxommmocTh, oOydaromuMcs M3 YHCIa JIMI C OrPAHHYCHHBIMH BO3MOXKHOCTSIMH 3JIOPOBBS (110
3asBJICHHIO OOYyYaIOIIerocs) MOryT HpeularaThCs OIHH U3 CIETYIOIMNX BapHAHTOB BOCHPHUATHS HH(OPMAILUH C
Y4ETOM MX MHAWBUIYATbHBIX IICHXO()U3NIECKUX OCOOCHHOCTEH:

1) c mprEMeHeHneM SIIEKTPOHHOTO O0YYeHHUS M JMCTAaHIIMOHHBIX TEXHOIOTHHA.

2) c IprMEHEHHEM CITEIHAIBHOTO 000y I0BaH (TEXHUKH ) I IPOTPAMMHOTO 00eCTIed eHISI, MMEFOIITUXCSI.

B mponecce o0ydennst nmpu HEOOXOAMMOCTH IS JIUL] C HApPYIIEHHSIMHU 3PEHHS, CIIyXa M OMOPHO-IABUTATEIHHOTO
ammapata IpeaoCTaBIIIOTCS CISAYIOIIHE YCIOBHUS:

- JUTSL JIMIL C HAPYIICHUSIMH 3PeHHUs: yIeOHO-METOqMYECKIE MaTepHaIbl B IEYaTHOM (hopMe YBETHYSHHBIM IPUPTOM;
B (hopMe DIIEKTPOHHOrO JOKyMeHTa; B (popme aymmodaiina (mepeBon y4eOHBIX MaTepuajoB B aymuodopmar);
VHIMBHIyaJIbHbIC 3a/IaHNS 1 KOHCYIbTAIHH.

- JUIS JIMI] C HApYIICHUSIMHU CITyXa: y4eOHO-METOIMYECKHe MaTepHalbl B Ie4aTHOH Gopme; B popme IeKTPOHHOTO
JIOKYMEHTa; BHJEOMaTepuail ¢ CyOTHTpaMH; HWHAMBHIyaJlbHbIE KOHCYJIBTAlMM C  IPUBJICYCHUEM
CypZAOIepEeBOIYHNKA; WHANBHyaIbHbIC 3aIaHNSI 1 KOHCYJIbTALIUH.

- Ui JHL C HapyLIICHHSIMH OIOPHO-IBUTATEIBHOIO ammapaTa: y4eOHO-METOIMYECKHe MaTepHajbl B IEYaTHOH
¢dopme; B hopMe IIEKTPOHHOTO TOKYMEHTa; B popMe aynuodaiina; MHIMBUIyaIbHbIC 3aJaHUS U KOHCYIbTAIHH.




PA3JIEJ 7. METOJUUECKUE YKA3AHUSI /151 OBYUYAIOIMXCSI 10 YCBOEHUIO
JUCLUIINHDBI

W3yueHre TUCIMITIMHEI CIIEAYET HAYUHATE C IPOPabOTKK HAcTOsAIIeH paboueii mporpaMMbl yueOHON AUCIUITIMHEI,
0co00e BHUMaHUe, AN [[ENTH, 3a/1aUaM, COAEPKAHUIO TUCITUTUTMHEI, @ TAK)KE OTHOIICHUIO TAHHOW TUCIMITIMHBL K
00I1IeMy KypCy MOJTOTOBKH CITICI[UAIIACTA.

JIEKITMOHHBIA MaTeprall PacKPBIBAET JIOTHKY AUCIHILIMHEIL, (POPMYIHPYET KIIOUEBbIC MOHATHS U B3aMMOCBSI3H.
Bwmecte ¢ Tem, Bech 00beM HMH(pOpPMALK, TPEOYEMBI JJIsl OBJIAJICHUS HEOOXOMUMBIMU 3HAHUSIMHU 10 JUCIHIUIHHE,
HE MOXET OBbITh PACKPBIT Ha JICKIMU. Y CIICIIHOE YCBOSGHUE Kypca MpPEANojiaracT akTUBHOE, 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
3aHSATHS, KOHCYJIBTAIMH C TIPEMOIaBaTeIeM) U BHEAYAMTOPHOM (ITOATOTOBKA K CEMHHAPCKUM 3aHATHSIM, HATIMCAHUTO
KOHTPOJIbHBIX padoT, JIOKJIAIO0B, pedeparoB, paboTa ¢ JUTEPATYPHBIMH HCTOYHMKAMH B OHOJIMOTEKE, IOHCK
nHdopMmaiuu B cetu MIHTEepHET, HayuHas padora).

DopMBI cCaMOCTOSATENLHON pabOTHI:

- 00pabOTKH JIGKITMOHHOTO MaTepuara;
- MOJATOTOBKA K CEMHUHAPCKUM 3aHATHSIM;
- caMOCTOsITeIbHAs paboTa ¢ yueOHOM, Hay4YHOW U NIEPUOTUIECKOM JINTEpaTypOi;
- I3y4YEeHHE M aHaAJIN3 3aKOHOIATEIBHBIX M HOPMATHBHEBIX JOKYMEHTOBR;
- MIOMCK ¥ 00paboTKa MaTepHalioB ¢ IOMOIIbIO ceTH MHTepHET;
- 00001IeHre U aHaIn3 (PAKTUIECKHUX JIAHHBIX;
- BBITIOJIHEHHNE HAYYHBIX UCCIIEIOBAHMIA;
- MOIFOTOBKA JIOKJIaJI0B, pedhepaTos;
- MOJITOTOBKA K 3a4eTy.
@DOopMBI KOHTPOJIST CAMOCTOSITEIIBHON PabOTHI:
- UHJMBUyallbHbIE KOHCYJIBTAIUU 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, M3y4aeTcs TEOPETHUECKHA U (haKTHUECKUN 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.

[MoaroroBka K CeMHHAPCKUM 3aHITHSM MPETyCMAaTPHBACT:

- 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 3aHSTHSAM CTYACHT 00S3aTENIbHO BEJeT KOHCIIEKT, B KOTOPOM FOTOBUT OTBETHI
Ha BOMPOCHI, JENACT BBIMUCKU U3 00pabOTaHHOM TUTEPATYPhI, COCTABIISCT CIOBAPD.

3¢ heKTHBHOCTD MPOBEACHUS 3aHSITHS OMPENENAETCS YPOBHEM CAMOCTOSTEIBHOMN MOATOTOBKH 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 - NPUBUTHC HABBIKOB MYOJIMYHOTO BBICTYIUICHUS, yMCHUE
JIOTHYECKH, COJACPKATENbHO, apryMEHTHPOBAHO, YOEIUTEIbHO BBIPAXKATh CBOM MBICIH, JICNATh MPABUIbHBIC
BBIBOJIBI, CBSI3bIBATH MaTepHal Y4eOHOrO Kypca C COBPEMEHHBIMU TpoOiieMaMu (HyHKIMOHUPOBAHUS
COIMAITbHO-9KOHOMHYECKHX CUCTEM U (DOPM rOCyIapCTBEHHOTO yIIPABICHHUSL.

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
MPOOIEMHBIX BOMPOCOB K JOKITATUUKY, JOKITA/IbI, IPE3CHTAIMH U T.II.
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