Tokywernt o MHHCTERCTBOHAYKH U BHICLIETO OBPA30OBAHMSI POCCUMCKOM ®ENEPALIMU
NHbopmauma o B

o10: ko 1B EAERAJBHOE TOCYIAPCTBEHHOE BIOJUKETHOE OBPA30OBATE/ILHOE
LOMKHOCTS: TpOpEKTOp VUPEX/IEHHUE BbICUIETO OBPA3OBAHUSI
Nera nognucaAQHEHRAAAKATEMUS] YIIPABJEHUS U TOCYIAPCTBEHHOM CJTYKEBI"

YHUKanbHbI MPOrpaMMHbIA KIKOY:
1800f7d89cf4ea7507265ba593fe87537ebl15a6¢

dakyJabTeT DaKyJIbTEeT TOCYIAPCTBEHHOM CJIYKObI M YIIPABJIEHUS
Kadenpa Teopuu ynpapJieHHsI M TOCYIAPCTBEHHOI0
aIMUHUCTPUPOBAHUS
"YTBEPXJIAIO"
IIpopexTop
JI.LH. Koctuna
27.04.2024 1.

PABOYASA ITPOT'PAMMA JUCHUIIJIMHBI (MOAYJIS)

b1.B.13 "Opragusanus JUYHOI0 TPYAA roCyIAPCTBEHHLIX U
MYHHUIMNAJTbHBIX Caykammx''

HanpasJjenue noaroropku 38.03.04 I'ocyiapcTBeHHOE U MYHHIIMNIAJIbLHOE VIIDABJIEeHUE
IIpoduas "PernonajnLHoe ynpaBJjeHne H MECTHOE caMovIiipaBJjgeHue'

Kpanuduxanms BbAKAJIABP

dopma oOydeHus OYHO-3A0YHAaSA

OOm1ast TpyI0EMKOCTh 23ET

I'ox Hauana MOArOTOBKH MO Y4eOHOMY IUIaHy 2024
JloHenk

2024



CocraBurenb(n):

cmapwuii npenooasameinb TA. KosecHnKosa

Peuenzent(b1):
KAHO.9KOH. HAYK E.B.XacanoBa

PabGouas mnporpamma aucuuriMHbel (Moayns) "OpraHuzauus JUYHOTO Tpyna
rOCy/IapCTBEHHBIX U MYHULIMNIAJIBHBIX CIYKalux" pa3padoTaHa B COOTBETCTBUHU C:

@denepanbHbIM ~ TOCYJAAPCTBEHHBIM  O0pa30BaTEeNbHBIM  CTAHAAPTOM  BBICIIETO
oOpa3zoBaHus - OakaiaBpuaTta o HampaieHuro moarotoBku 38.03.04 [NocymapcTBeHHOE U
MYHUIIMNAIbHOE yrpasiieHue (mpuka3 Munoopnayku Poccun ot 13.08.2020 r. Ne 1016);

CaMOCTOSITEIBHO ~ YCTAaHOBJIEHHBIM  00pa3oBaTeIbHBIM  CTAaHJAPTOM  BBICHIETO
oOpa3oBaHus 1o HampasiaeHuto noaroroBku 38.03.04 N'ocymapcTBeHHOE M MYHUIIMTIIATIBHOE
ylnpasiieHue (penepaibHOro rocy1apCTBEHHOI0 OI0IKETHOTO 00pa30BaTEIBLHOTO YUPEKICHUS
BbICIIer0 oOpa3oBaHusi «Poccuiickas akajeMusi HAPOJAHOIO XO35MCTBA M TOCYAApCTBEHHOU
ciyx0b1 nipu Ilpesunente Poccuiickoit deneparnuuny (npukaz3 @I'BOY BO «PAHXul'C» ot
15.04.2024 r. Ne 01-7397).

Pabouyas nporpamma TUCIUTUTMHBI (MOTYJIs1) COCTAaBJICHA HA OCHOBAaHUHU YY4EOHOTO TIaHa
Hanpasnenne mnoaroroBku 38.03.04 T'ocynapCTBEHHOE W MYHUIMNAIBLHOE YIPABICHUE
[Ipodune "PermonanpHoe yIpaBJICHHE KM MECTHOE CaMOYIpaBJIeHHE", YTBEPKIECHHOTO
Yuenbsim coBetom PI'BOY BO "TOHAYUI'C" ot 27.04.2024 ipotoxoi Ne 12/4.

Cpok neiictBus mporpammbl: 2024-2029

PaGouas nporpamMmma paccMoTpeHa U 0100peHa Ha 3acenanuu kadeapsl Teopun yrnpaBieHUs U
rOCy/1apCTBEHHOT'O aIMUHUCTPUPOBAHUS

[Tporokoxn ot 08.04.2024 Ne 11

3aBeayronuii kadeapoii:
KaH/l. 9KOH.HayK, XacaHosa E.B.

(noonucw)



Buzuposanue PII] 1151 ucnioiHeHUs B 04epeIHOM Yy4eOHOM roay
"YTBEPXKJIAIO"

Pabouas nmporpamMma nepecMoTpeHa, 00CykieHa U ofgoopeHa s ucnonHenust B 2025 - 2026 yuyeOHOM rofy Ha
3acenannu kadenpel Teopuu ynpapiieHUs U TOCYapCTBEHHOIO aIMUHUCTPUPOBAHHUS

[Iporokon ot " " 2025 1. No_

o IIOAIINCH
3ag. kahennoii kann. sxkoH.Havk Xacanora E.B. (noamce)

Busuposanue PII/] 1iist ucno/iHeHUsI B o4epeHOM y4eOHOM roay
"YTBEPXKJIAIO"

Pabouas nporpamMma nepecMoTpeHa, 00CyxjieHa u of00peHa st ucronHerus B 2026 - 2027 yueOHOM roay Ha
3acenannu kadenpel Teopuu ynpapiieHUs H TOCYIapCTBEHHOIO aIMUHUCTPUPOBAHHUSI
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3aB. kadempoit kana. SkoH.Hayk Xacanosa E.B. (mommucn)

Buzuposanue PIIJ] 1151 ucnioTHeHUsI B 04epeTHOM Y4eGHOM roay
"YTBEPKJIAIO"

Pabouas mporpamma mepecMoTpeHa, oocykaeHa u ogoopena st ucronaeHust B 2027 - 2028 yaedHOM Tromy Ha
3acenanuu kadenpsl Teopun yrpaBieHUs ¥ TOCYAapCTBEHHOTO aIMHHUCTPUPOBAHUS

[Iporokom ot " " 2027 1. No__

Rag. kathemoii karn. skon.ravk Xacanora E.B. (nomnucy)
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"YTBEPXKJIAIO"

Pabouas mporpamma nepecMoTpeHa, 00CykIeHa U ogoopeHa mis ucronHernst B 2028 - 2029 yueGHOM TOAy Ha
3acemanuu Kagenpsl Teopuu yrnpaBieHuUs U TOCYIapCTBEHHOTO aJMIHHCTPUPOBAHHS

[Iporokon ot " " 2028 1. Ne_

3aB. kadenpoit kaHz. SKoH.HayK XacaHoBa E.B. (tonmucy)



PA3JIEJ 1. OPTAHU3AIIMOHHO-METOJJUYECKHIA

1.1. HEJIX JUCHUAITJINHBI

HGJ'ILIO HU3YUYCHHUEC OUCHUIIMHBI ABJIACTCA U3YUCHHUEC O6HH/IX IMPUHIOUIIOB YIIPABJICHYECKOI' 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 U CHUTIJIMHBI

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 CrIocOOHOCTSIMH K aJIcKBaTHOM OIIEHKE TTOCTABJICHHBIX II€IeH M PE3YJIbTATOB IESITEIBHOCTH.

4) OBnaseHre METOJJaMHU YIIPABIICHUS CBOUM TIOBEICHUEM U MOTHBAIUEH.

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

3¢ (EKTHBHOTO B3aUMOJICUCTBYSI C APYTUMH HCTIOJTHHUTEISIMH.

1.3. MECTO JUCHUILIAHBI B CTPYKTYPE OCHOBHOM OBPA3OBATEJIbHOM
INPOI'PAMMBI

Huxn (paznen) OITOIT BO: | b1.B13

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

Teopus 1 NpakTUKA yIPaBJICHUS

Teopus opraHuzanuu

Cucrema rocy1apcTBEHHOTO 1 MyHHUIIATIATBHOTO YIIPABICHUS

CucreMonorus

1.3.2. ucyunauna "Opeanuzayus 1uuno2o mpyoa 20Cy0apCcmeeHHblX U MyHUYUNATbHBIX Cydcauux”
sgvlcmynaem Onopou OJisl CLeOYIOWUX IAEeMEHMO08.

Teopust 1 MpakTHKa YIPaBIEHUYECKOTO KOHCYIbTHPOBAH

[IpepmurmoMHaas IpaKTHKa

1.4. PE3YJIbTATBI OCBOEHUSA JUCHUIIJIMHBI:

VK OC-6.3: Peanuzosvieams cmpamezuio npoQeccuoraibHo20 camopazeumusi ¢ yuemom 0cobeHHocmell
ocyuecmsieHus: OpeaHuU3AYUOHHbIX USMEHEHUL

3HaTh:

Yposenb 1 | CymHOCTh Tpodheccuu u coepKaHue TpyAa rocyJapCTBEHHOT0 U MyHHIIUTIATBHOTO CITY>KaIero.
KauecTBa 1 KOMITETEHITIH, HEOOXOAUMBIC TOCYIAPCTBEHHOMY /MYHHIIMTIAILHOMY CITyXKAaIleMy.
DJNeMeHThI CUCTEMBI OpraHu3anuy Tpyaa. MickyccTBO AeierupoBanus MOTHOMOUNH. TexHomoruun
IJIaHUpPOBaHUA - MeTos! [lapero, @panknuHa, Anbibl, Ditzenxaydpa. [Icuxomoruio u Gu3noIorHIo
OpraHU3aIMy JIMYHOTO TPYJa FOCYAAPCTBEHHBIX U MYHHIIMTIABHBIX CITYXKAIIuX. TeXHOIOTHH
yIpaBieHus BpeMeHeM. MeTo bl CAaMOKOHTPOIISI U camoopranu3aiii. CrocoObl oOpraHu3aluu
paboyero MpoCTPAHCTBA U MHIUBHYATbHBIX pA00YMX MECT.

Yposenn 2 | CymHocTs npodeccuu U conepKaHue TpyAa FoCyAapCTBEHHOTO U MyHULMIIAIBHOTO CITYKaIero.
KauecTBa u komIiereHIH, HEOOXOANMBIE OCYIapCTBEHHOMY /MYHHLIUIIAIEHOMY CITyXKaIleMy.
OneMeHTHI CUCTEMBI Opranu3auuy Tpyaa. Ilonsrre u 0co0eHHOCTH OpraHU3aluy JMYHOTO TpyAa
rOCYAApPCTBEHHBIX Y MyHHLMIAIBHBIX CITyXKaIUX.

HckyccTBO AenerupoBaHusi MOMHOMOUKA. TEXHONOrUM Mm1aHupoBaHus - meroasl [lapero, @pankinuna,
Aupnibl, Diizenxayspa. [lcuxomnoruio u pU3noIoruio OpraHu3alyy JMYHOTO TPYAA TOCYIapCTBEHHBIX U
MYHULHUNAJIBHBIX CIy)XaluX. TexXHONOrun ynpasjieHus BpeMeHeM. MeToabl CAMOKOHTPOJIS U
camoopranuzauuu. Crioco0sl opraHu3anny paboyero NpocTpaHCTBa U MHIMBHUIYAIbHBIX pab0ounx
MecT.

Yposenn 3 | CymHocts npodeccuu U copep aHue TpyAa rocyJapCTBEHHOI'0 M MyHHULUIIAJIBHOTO CITYKAaILero.
KauecTBa u komIiereHI1H, HEOOXOANMBIE OCYIapCTBEHHOMY /MYHHLIUTIAIIEHOMY CITyXKaIleMy.
[onsiTre 1 0OCOOEHHOCTH OPraHU3AMHU JIMYHOTO TPYya FOCYAaPCTBEHHBIX U MYHHLIMIIAIBHBIX
ciyxaux. CHCTEMY M TEXHOJIOTUH TIEPCOHATIBHOIO MEHEPKMEHTA Ha FOCYyITapCTBEHHON U
MYHULUIAJIBHON CiTyk0e. FIcKycCcTBO AenerupoBaHus MoJTHOMoYHHA. TeXHOIOrny IIaHUPOBAHUS -
meroabl [lapero, @pankiunna, Anbbl, Ji3zenxayspa. [lcuxonoruio u GU3MOIOrHI0 OpraHu3an
JIMYHOTO TPYZa FOCYIaPCTBEHHBIX U MYHUIIUIAJIBHBIX CIyKaIUX. TEXHOIOTUHN yIIpaBIEHUs BPEMEHEM.
Meropl CaMOKOHTPOIISL M camoopranu3aiyu. CriocoObl opraHu3ayy pabodero mpocTpaHcTBa u
WHAMBUAYaIbHBIX Pad0UnX MeECT.




YMmers:

Yposenn 1 | OnpenensiTe TPUOPUTETH MPOPECCHOHATBFHON ASTEIHHOCTH TOCYIaPCTBEHHOT0/MYyHULIUIATBHOTO

CITyXKalero. AHaJu3UpoBaTh U GOPMHUPOBATH LETH U 3a]Ja4d MPOPeCcCHOHANBHON A TEIbHOCTH.
PanmonansHO OpraHn30BBIBATH CBOW TPY. AHAIN3UPOBATH M BOCCTAHABIMBATH COOCTBEHHYIO
paborocrnocobHoCTh. LleHuTh 1 3¢ PEeKTUBHO UCTIONB30BaTh BPEMsI, BECTH THEBHUK BPEMEHHU.
OprannzoBatb pabouee MecTo.

YpoBennb 2 | Onpenensite TPUOPUTETH TPOPECCHOHAIBLHON ACITEIBHOCTH TOCYIaPCTBEHHOTO/MYHUITUTIATBHOTO

ciyxarero. @opMupoBaTh MOJEIb Ka4eCTB IOCYIapPCTBEHHOIO/MYHUIUIIAIBHOTO CITYXKAIIETO.
Ananu3upoBatb 1 pOpMHUPOBATH LENH U 3312491 PO(HECCHOHATBHON JeATENbHOCTH. PalinonaabHo
OpraHU30BbIBATh CBOM TPYA. AHAIM3UPOBAThH U BOCCTaHABINBATH COOCTBEHHYIO paOOTOCIIOCOOHOCTE.
HenuTs 1 5 HEKTUBHO UCTIONB30BATH BPEMSI, YUUTHIBATh U aHAIM3UPOBATD 3aTPaThl BpEMEHH, BECTH
JHEBHUK BpeMeHr. Oprann3oBaTh paboyee MECTO € MO3UIMH SPTOHOMUKH Pabouero npocTpaHcTBa.

YpoBennb 3 | Onpenensite NPUOPUTETHI TPOPECCHOHAIBLHON JEITETBHOCTH TOCYIaPCTBEHHOTO/MYHUITUTIATBHOTO

ciyxatero. @opMupoBaTh MOJEIb Ka4eCTB TOCYIapCTBEHHOI'0/MYHHUITUIIAIBHOTO CITYXKAIIETO.
AnHanu3upoBath U GopMHUPOBATH IIENN U 3a/1a44 Po(heCCHOHATBHON eI TENFHOCTH. AHATM3UPOBAThH
KpYT 3aJia4 B IPO)eCCHOHATIBHOM JeITENFHOCTH U ONPEICNATh IPUOPUTETHBIE. PanimoHanbHO
OpraHU30BBIBaTh CBOM Tpya. [IpUMEHSTh COBpeMEHHbBIE TEXHOJIOTHU NEPCOHATLHOTO MEHE/PKMEHTA.
AHamM3UpoBaTh U BOCCTAHABIIMBATH COOCTBEHHYIO Pab0TOCIOCOOHOCTD. LleHuTh 1 3 PekTHBHO
WCTIOJIb30BaTh BPeMsl, YIUTHIBATh U aHAJIM3UPOBATH 3aTPAThl BPEMEHHU, BECTH JTHEBHUK BPEMEHHU.
Oprann3oBath pabodee MECTO C MO3UIMH SPTOHOMHKH paboyero MpoCTpaHCTBA.

Bmaners:

VYposenb 1 | CrtocoOHOCTBIO OMpPENENsTh MPHOPUTETHI PO EeCCHOHANBHON A TENbHOCTH. TEXHOIOTUAMU

TUTaHUpOBaHWs. HaBplkaMu caMoopraHu3alys JMYHOTO 30poBbs. [Ipremamu d3QekTHBHOrO
WCIOJIb30BaHMs pabovero BpeMenu. HaBbikamMu opranuzaiuy pabovero npocTpaHcTBa JJisl YCIEIHOT O
BBITIOJTHEHUS TIOPYICHHON PaOOTHI.

VYpoBenn 2 | CrtocoOHOCTBIO ONMPENENsATh MPHOPUTETHI PO ecCHOHANBHON AesTeTbHOCTH. HaBbikamMu aHamm3a u

dhopMupoBaHus 1eIeH 1 3a1a4 MPodeCCHOHANBHOM IeITeNbHOCTH. FICKYCCTBOM JeIerupOBaHus
noHOMO4urid. TexHonorussMu MIaHrpoBanns. HaBeIkaMu caMOoOpraHU3aIs THIHOTO 310D OBBSI.
[Tpuemamu 3¢ HEeKTHBHOTO UCIIONB30BAaHUS padodero BpeMeHrn. HaBpIkaMu opraHu3aIiii padbodero
MIPOCTPAHCTBA /ISl YCIENTHOTO BBITIOJHEHUS MTOPYUEHHOI pabOTHI.

VYposennb 3 | CrtocoOHOCTBIO OMPENENsaTh MPHOPUTETHI podecCHoHANBHON AesTeIbHOCTH. HaBblkaMu aHaU3a 1

(dhopMupoBaHus 1eIeH 1 3a1a4 MPodeCCHOHANBHOM IeITeNbHOCTH. FICKYCCTBOM JIeerupOBaHus
roHOMouri. TexHonorusMu aHrpoBanns. HaBslkaMy caMOOpTraHU3ays JJHIHOTO 3/T0OPOBBS,
BOCCTaHOBJICHHSI paboTocmocodbnocTH. [Tpremamu 3pGeKTHBHOTO UCIIOIB30BAHUS Pab0Iero H JINIHOTO
BpeMeHH. HaBbIKamu opraHu3anyy pabodero MpoCTPaHCTBA IS YCIEITHOTO BBITIOTHEHUS TOPYIeHHOMN
paboTEHL.

B pesynomame oceoenusn Oucyunaunst "Opzanuzayus 1uuHoz0 mpyoa 20cy0apcmeeHHvixX u

3.1

3HaTh:

CymsocTts npodeccuu 1 coiepKaHue TpyAa rocyAapcTBEHHOTO U MYHHUIMITANBHOTO ciayxamiero. Kauectsa u
KOMIIETEHLIUH, HEOOXOJMMbIE TOCYAaPCTBEHHOMY /MyHULIIMIIATILHOMY clyxameMmy. [loHsTie u ocobeHHOCTH
OpraHU3alMy JUYHOTO TPYAa FOCYAaPCTBEHHBIX U MYHULUIAIbHBIX CIyXammx. CUCTEMY U TEXHOIOTUU
MIEPCOHAIBHOI0 MEHEIKMEHTA Ha TOCYIapCTBEHHONW M MyHUIMIAJIBHON cirysk0e. MIcKyccTBO nenerupoBaHus
NOJHOMOYMA. TeXHONOruu miaHnupoBanus - Mmeroasl [lapero, @pankinna, Anbibl, Di3eHXay3pa.
[cuxomnoruto u GU3MOIOTHI0 OPraHU3ALNH JIUIHOTO TPYya roCyJapCTBEHHBIX M MyHULIUIAJIBHBIX
ciyxamux. TexHonoruu ynpasieHus: BpeMeHeM. MeToibl CaMOKOHTPOMIS 1 camoopranu3anyu. CriocoOst
opraHu3anuy paboyero MpoCTPaHCTBA U MHIUBHUIYaIbHBIX paO0UMX MECT.

3.2

YMmerh:

OmnpenensiTe NPUOPUTETH TPOPECCHOHATIEHOM eI TENbHOCTH TOCYIapCTBEHHOT0/MyHULIMIAIBHOTO
ciyxaiero. @opMupoBaTh MOZEIb KAUYeCTB IOCYIaPCTBEHHOT0/MyHUITUIIAJIBHOTO CITY>KaIlIEero.
Ananu3upoBath 1 (HOpMHUPOBATH LENU U 3a1a4u NPO(ECCHOHATBHON A TENbHOCTH. AHAIM3UPOBATH KPYT
3a1a4 B Npo(eCCHOHANBHON AESTEIbHOCTH U ONPENeNATh NPUOPUTETHBIE. PalinoHaabHO OpraHu30BhIBATD
cBOU TpyA. [IpUMeHATh COBpEMEHHBIE TEXHOIOTUH TIEPCOHATIBHOIO MEHEDKMEHTA. AHAIIM3UPOBATh U
BOCCTaHABIIMBATh COOCTBEHHYIO pab0oTOCOcOOHOCTh. LIeHNTh 1 3 (eKTUBHO UCTIONB30BATH BPEMS,
YUYHUTHIBATh U aHANM3UPOBATh 3aTPaThl BpeMEHH, BECTH JHEBHUK BpeMeHU. OpraHnu3oBaTh paboyee MecTo ¢
MO3HULIUY SPTOHOMHUKH paboyero mpocTpaHCTBa.




3.3 | Baagers:

CrocoOHOCTRIO OMPEIEATh MPUOPUTETHI PO EeCCHOHANTBHON AesTeIbHOCTH. HaBbikaMu aHATH3a U
(dhopMupOBaHUS TIeNeH 1 3a7a4 MPOPECCHOHANTBHON ASITENbHOCTH. FICKyCCTBOM JIEErnPOBAHUS
noaHoMounii. TeXHOIOTUAMY TIaHHPOBaHKs. HaBbIkaMy caMOOpTaHU3aIUsT THYHOTO 3710POBbS,
BOCCTaHOBJIEHHS paboTocrnocobHocTH. [TprueMamu 3(h(HeKTHBHOTO HCIIONB30BAHUS PAO0OUEro M JIHIHOTO
BpeMeHH. HaBblkaMu opranuzaiuy pabouero mpocTpaHcTBa JUIsl YCIEITHOTO BHITIONHEHHS TOPYIEeHHOM
paboTHI.

1.5. ®OPMbI KOHTPOJISA

Tekymuii KOHTPOIb yCIIEBAEMOCTH TIO3BOJISIET OLICHUTH YPOBEHb C(HOPMHUPOBAHHOCTU DIIEMEHTOB

KOMITETCHIIMH (3HAHWIA, YMEHUH 1 PHOOPETEHHBIX HABBIKOB), KOMIIETCHIINH C TOCIENYIOIMM 00beJMHEHIEM
OLIGHOK ¥ MPOBOJHTCS B JOpPME: YCTHOT'O OIPOCa Ha JIEKIIUOHHBIX U CEMHUHAPCKUX/TPAKTHUECKUX 3aHATHIX
(ppoHTaANEHBIN, THAWBUAYATHHBIH, KOMIUIEKCHBIH ), TUCbMEHHON MPOBEPKH (TECTOBBIE 3aJaHNs, KOHTPOJIb 3HAHUH 110
paszeny, CUTYallMOHHBIX 3aJIaHHUI U T.11.), OLIEHKH aKTHBHOCTH PabOTHI 00YUYAIOIIErocs Ha 3aHsITHH, BKIIOYAas 3aaHUs

ISl CAMOCTOSITEIbHON paboThI.

Hpomeofcymouuaﬂ ammecmavus

Pe3ynbTaThl TEKyIIEro KOHTPOJS U MPOMEKYTOYHON aTTecTauu GOPMUPYIOT PEHTHHIOBYIO OLIEHKY PabOoThI
cryzaeHTa. Pacripenenenue 0anioB pyu GOpMUPOBAHNN PEHTHHTOBOM OIIEHKH paOOThI CTYACHTA OCYIIECTBISETCS B
COOTBETCTBUH C JACHCTBYIOUINM JIOKAJIbHBIM HOPMaTUBHBIM akToM. [lo aucummmae "Opranuzaius JUYHOTO TpyJaa

TOCyaAapCTBECHHBIX U MYHHIHIIAJIbHBIX cny)Kame" BUJIOM HpOMe)ICYTO‘IHOﬁ aTTCCTAlluH SABJISICTCSA 3auer

PA3JEJ 2. COAEP KAHUE JUCHUIIJIMHBI

2.1. TPYAOEMKOCTb OCBOEHUA JUCHHUIIJINHBI

O6mas Tpy10€MKOCTh AMCHUIUMHEL  "Oprann3anys JMYHOTO TPy/a TOCYAAPCTBEHHBIX M MyHUIIMTIATBHBIX
CITyKammux" cOCTaBIIsIeT 2 3a4€THRIC CIUHUIIBI, 72 9acoB.

KommuectBo "acoB, BrIZIETsIEMBIX Ha KOHTAKTHYIO Pa0OTy € TIPENOIaBaTEIeM M CAaMOCTOSTENBHYIO paboTy

00yJaronIerocs, onpenesieTcs: yaeOHbIM IUIAHOM.

2.2. COIEP)KAHUE PA3JEJIOB JTUCHUIIJIMHBI

HaumeHoBanue pa3aenoB u teM /Buj 3ausatusi/ | Cemectp / | Yaco | Kommneren- | Jluteparypa | Mure | Ipumeuanue
Kypc M PaKT.
Pazgesn 1. OCHOBBI OPTAHU3AIINHN
JIMYHOTI'O TPYJA TOCYJAPCTBEHHbBIX N
MYHUIIUITAJIBHBIX CJYXKALIIUX
Tema 1.1. Ilorarue 1 ocoOeHHOCTH 6 2 |YKOC-6.3| JIl1.1JI1.2
OpTaHM3AINY JIMYHOTO TPY/Ia TOCYAapCTBEHHBIX JI1.3 JI2.1
Y MyHHITUTIANBHBIX ciy)ammx /JIex/ 21, 92,93
Tema 1.1. Ilonsitue u ocoOeHHOCTH 6 YKOC-6.3| JI1.1JI1.2
OpraHu3alliy JUYHOTO TPYAA FOCYJapCTBEHHBIX JI1.3 J12.1
Y MyHHITUTIANBHBIX ciykammx /Cewm 3an/ JI3.191, 32,
23
Tema 1.1. IlonsTre u ocoOeHHOCTH 6 6 [YKOC-6.3| JI1.1JI1.2
OpraHu3alliy JUYHOTO TPyAa TOCYIapCTBEHHBIX JI1.3J12.1
1 MyHULIMNAIBHBIX ciryxkamux /Cp/ J13.2 31, 32,
23
Tema 1.2. IlepcoHaNbHBII MEHEKMEHT KaK 6 YK OC-6.3| JI1.1J11.2
CHCTEMa JIMYHON OpTraHu3alluu JI1.3J12.1
TpyJla FOCYAapCTBEHHBIX U MYHULUIIATbHBIX 21,092,33
CITyXKaInx
/J1ex/
Tema 1.2. IlepcoHaNbHBIN MEHEKMEHT KaK 6 2 [YKOC-6.3| JI1.1J11.2
CHCTEMa JIMYHON OpraHu3alluu JI1.3J12.1
JI3.1




TpyJla TOCYAaPCTBEHHBIX U MyHUIIUTIATBHBIX

21,932,393

CITyXKaInx
/Cem 3an/
Tema 1.2. IlepcoHanbHBIN MEHETKMEHT KaK 4 YK OC-6.3| JIl1.1 J11.2
CHUCTEMA JINYHOM OpraHu3alun JI1.3J12.1
TpyJla FOCYAapCTBEHHBIX U MYHULIMITIATIBHBIX J13.2 31, 32,
CITyKaIlux 23
/Cp/
Pa3gen 2. TEXHOJIOI'MHA OPTAHU3ALIUN
JUYHOI'O TPYJA TOCYJAPCTBEHHBIX "
MYHHUIUITAJIBHBIX CJAYXALIUX
Tema 2.1. llenenonaranue u MiIaHAPOBaHUE B 2 |[YKOC-6.3| JI1.1J11.2
OpraHu3allH JUIHOTO TPYAA TOCYIaPCTBEHHBIX JI1.3J12.1
W MYHHUIMNAIBHBIX ciryxamux /JIex/ J12.2 31, 32,
23
Tema 2.1. llenenonaranue U MiIaHAPOBaHUE B 2 [YKOC-6.3| JI1.1J11.2
OpTaHM3AINY JINYHOTO TPY/Ia TOCYAapCTBEHHBIX J1.3
1 MyHHUIIUTIATBHBIX ciryxamux /Cem 3an/ JI2.1J12.2
J13.121, 22,
23
Tema 2.1. llenenonaranue u mIaHAPOBAaHUE B 12 | YK OC-6.3| JIl1.1J11.2
OpTaHM3aINY JINYHOTO TPY/Ia TOCYAapCTBEHHBIX J1.3
1 MYHUIUOAIBHBIX ciyxaimmx /Cp/ JI2.1J12.2
JI3.231, 32,
23
Tema 2.2. YrpasjieHue BpeMEHEM. 2 |[YKOC-6.3| JI1.1J11.2
CaMOKOHTPOJIb M CAMOOPTaHU3AIIHS JI1.3
TOCYIapCTBEHHBIX ¥ MYHHUITUTIATHHBIX JI1.4J12.1
ciyxammx /JIex/ J12.2 31, 32,
23
Tema 2.2. YpasiieHue BpeMEHEM. 2 |[YKOC-6.3| JI1.1J11.2
CaMOKOHTPOIBh M CAMOOPTaHU3AITHS JI1.3J11.4
TOCYapPCTBEHHBIX U MYHUIIUTIATEHBIX JI2.1 J12.2
cyxanmx /Cem 3an/ JI3.1 21, 32,
23
Tema 2.2. YrpaBieHue BpeMeHeM. 18 |YKOC-6.3| JI1.1JI1.2
CaMOKOHTpPOJIb U CaMOOpPTaHU3aLUs JI1.3J11.4
FOCYAApCTBEHHBIX U MYHULUIATIbHBIX JI2.1J12.2
cyxamnmx /Cp/ JI3.231, 32,
23
Pazpea 3. ICUXOPU3UOJIOI'UA TPYJIA U
OPI'AHU3ALIUA PABOYEI'O MECTA
I'OCYJAPCTBEHHbBIX U MYHUIIMITAJIBHBIX
CHYXALUX
Tema 3.1. Ilcuxonorust u pu3HOIOrUs 2 |YKOC-6.3| JI1.1JI1.2
OpraHu3alliy JUYHOTO TPYAA rOCYJapCTBEHHbBIX JI1.3 J12.1
Y MyHUITUTIANBHBIX ciy)ammx /JIex/ J12.2 D1, 32,
23
Tema 3.1. Ilcuxonorus u hpu3HOIOTUS YK OC-6.3| JI1.1JI1.2
OpraHu3allvy JUYHOIO TPYAA IOCYJapCTBEHHBIX JI1.3J12.1
U MyHULIMNAIBHBIX ciryxamux /Cem 3an/ JI2.2 J13.1
21,922,393
Tema 3.1. [lcuxonorust u HpU3HOIOTUS 6 YK OC- JIT.1 J11.2




OpraHHU3alMH JIMYHOTO TPY/1a OCY1apCTBEHHBIX 6.3 JI1.3J12.1
U MyHULIMNAIBHBIX ciryxkamux /Cp/ JI2.2 J13.2
31,32,33
Tema 3.2. Opranuzanus pabo4yero MpocTpaHCTBa YK OC-6.3| JI1.1J11.2
W VUHAUBUIYAJIbHBIX JI1.3 JI2.1
pabo4ux MECT TOCYJAapCTBEHHBIX U J12.2 21, 32,
MYHHUIIMNAJIBHBIX CITY)KalUX 23
/Jex/
Tema 3.2. Opranuzanus paboyero MpocTpaHCTBa YK OC-6.3| JI1.1J11.2
Y UHIUBUTYyaTbHBIX JI1.3 JI2.1
pabo4ux MECT rOCYAapCTBEHHBIX U JI2.2 JI3.1
MYHHUIIMNAJIBHBIX CITY)KaIUX 91, 092,33
/CeM 3aH/
Tema 3.2. Opranuzanus pabo4yero NpocTpaHCTBa YK OC-6.3| JIl.1J11.2
Y UHUBUTyaTbHBIX JI1.3 JI2.1
pabo4nx MECT rOCYJAapCTBEHHBIX U JI2.2 J13.2
MYHHMIIMTIAJIBHBIX CITY)KaIIX 91, 092,33
/Cp/
/Konc/ YKOC-6.3| JI1.1JI1.2
JI1.3 J12.1
J2.271J12.4
21,322,393

PA3JIEJI 3. OBPA3SOBATEJIBHBIE TEXHOJIOI'MHU

B mportecce ocBoenust aucuuumnHbl «OpraHu3anus JMYHOTO TPYAa TOCYJapCTBEHHBIX M MYHHUIIUIIATBHBIX
CITyKaIliX» MCIIOIB3YIOTCS CIEMYIONTHEe 00pa3oBaTeIbHbIC TeXHOMOTHH: tekuH (JI), cemunapckue 3anstus (C3),
camocTtosTenbHas paboTa ctyaeHToB (CP) 1o BRITOTHEHHIO Pa3IMYHbBIX BUIOB 3aJaHHUH.

JIeKITMOHHBIN MaTepHual MPEACTaBIICH B BUIE TIpe3eHTau B popMmarte «Power Pointy. J{ns HarmsamHocTH
WCIIONIB3YIOTCSI MaTepHaJIbl PA3INYHBIX HAYIHBIX U TEXHUIECKUX IKCIIEPUMEHTOB, CIIPABOYHBIX MATEPHAJIOB,
Hay4JHBIX CTaTel T.1. B xoze nexmun npemycMoTpeHa o0paTHas CBSA3b CO CTYASHTaMHt, aKTUBU3UPYIOIINE BOTIPOCHL,
MpocMOTp 1 o0cyxaeHne BuaeopmnbMoB. [Ipu mpoBeneHwy JeKIiil HCIOMB3yeTCs MPOOIeMHO-OPHEHTHPOBAHHBIN
MEXTUCITUTUIMHAPHBIHA ITOAXO/, IPEANOIararoIlnii TBOPUECKUE BOIIPOCH M CO3aHUE MUCKYCCHOHHBIX CUTYaITHi.
[Ipu u3moKeHNH TeOPETHIECKOr0 MaTeprasa UCIOIb3YIOTCS TaKie METO b, KaK: MOHOJIOTHYECKHH, TOKa3aTeNbHBIH,
TUAIOTUIECKUAN, IBPUCTUIECKUH, HCCIIEIOBATEIBCKII, TPOOTIEMHOE U3I0XKEHHE, a TAKXKE CIEeIyIOIINe PUHITUATIBI
JVTaKTHKY BBICIIEH IIKOJBI, TAKAE KaK: MOCIENOBATENFHOCTh 1 CHCTEMATHYHOCTh O0YYeHHs, JOCTYITHOCTh
00y4eHwsl, MPUHIIAIT HAYYHOCTH, TPUHIIAIIBI B3AUMOCBSI3M TEOPUH U MPAKTUKU HATJISIAHOCTH U Ip. B KOHIIE KaXKoi
JIEKITNH TIPETYCMOTPEHO BpEMs JIJIsl OTBETOB Ha MPOOIEMHBIE BOITPOC.

CamocrosTenpHasi paboTa penHa3HaueHa sl BHEAYyTUTOPHON paOOTHI CTYACHTOB, CBSI3aHHON C KOHCIIEKTHPOBAHUEM
HMCTOYHHKOB, y4eOHOT0O MaTepraa, H3y4eHHneM JOMOTHATENBHON TNTEpaTyphl IO AUCIUTIINHE, TTOATOTOBKOH K
TEKYIIEMY U CEMECTPOBOMY KOHTPOJIIO, a TAK)KE BHITOJIHEHNEM WHIANBUIYyaIbHOTO 3a1aHus B popme pedepara,
MIpe3eHTaIlNH, SMITUPUYECKOTO UCCIEAOBAHUSI.

PA3JIEJ 4. YHEBHO-METOANYECKOE U MATEPUAJIBHO-TEXHUYECKOE
OBECIIEYEHMUE JJUCHUIIJINHBI

4.1. Pekomenayemasi ureparypa

1. OcHoBHas JIMTEpaTypa

ABTODBIL, 3ariasue W3 naTenbcTBO, TON
JI1.1 Opranu3zanus JUIHOTO TPyAa FoCyIapCTBEHHBIX U Honenxk : JIOHAVUI'C,
Konecuukosa T.A. |MyHHUIIMNANBHBIX CIY>KAIIUX: KOHCIICKT JICKLIMH 17151 2024

oOyuarommxcst 3 1 4 KypcoB 00pa3oBaTeNbHON MPOrpaMMbl
OakanaBpuaTa HarpaBJeHUs TOATOTOBKU

38.03.04 «I"'ocyaapcTBEHHOE U MyHHIIMIIAJIBHOE
ynpasiieaue» (nmpopuis : «PernonanbHoe yrpaBieHuE U
MECTHOE CaMOYIpaBJIeHUE») Bcex HopM

o0yuenus (142)




ABTODBHI, 3ariaBue H3nmaTenbCcTBO, TOA
JI1.2 | C.II. An3opoBa, C. [Opranuszamus Tpyaa rocyJapcTBEHHbIX U Mocksa : UHOPA-M, 2023
I'. ®enopuykosa. MYHUIUTAJIBHBIX CIyXaluX : yueOHoe mocodue (160)
JI1.3 [W. B. MycaroBa, A. |IlepcoHanbHbIi MEHEHKMEHT: yueOHOe mocodue (88) Open : OI'Y umenu U.C.
B. Cemenuxuna Typrenesa, 2024
JI1.4 [A. O. Eropenxko, B. |Taiim-menemxment (148) Cankr-IlerepOypr : Jlans,

O. Koxuna

2024

2. JlonoTHUTE/ILHASI JTUTEPATypa

ABTOpBHI, 3ariaBue W3narenscTBo, rox
JI2.1 |C. A. Pe3nuk, B. B. |IlepcoHanbHbIi MEHEIKMEHT : yueOHUK (453) Mocksa : UHOPA-M, 2023
bonnapenxo, @. E.
Vnanos, U. C.
YemesoB ; o 0011,
pen. C. /1. Pe3nuka
J2.2 TaiiM-MeHEeHKMEHT : y4eOHO-METOIMIECKOe TToco0ue Owmck : CubAIN, 2023

0. U. ABampHn, E.
A. baiina

(170)

3. Metoguyeckue pa3paboTKu

ABTOpBHI,

3armaBue

H3maTenbCcTBO, TOM

J3.1

T. A. Konecuukosa

Oprasu3zaius JUYHOTO TPy/Aa TOCYIapCTBEHHBIX U
MYHULUNIAJIIBHBIX CIIY)KAIMX: METOAUYECKAE PEKOMEH AU
K TIPOBEICHUIO CEMIUHAPCKUX 3aHATUH JIJTsT 00yJarOIINX Cs
o0pa3oBaTenbHON MPOrpaMMBbI OaKaiaBpraTa HalpaBJICHUS
moarotoBku 38.03.04 «"ocynapcTBEHHOE M MyHHUITUTIAIEHOE
yrpasieHue» (mpodmib «PernonansHoe ypaBieHHe U
MECTHOE caMoyIpaBiieHue») Bcex hopm ooyuerus (35 c.)

'Oy BIIO "IOHAYUI'C",
2024

JI3.2

T. A. KonecaukoBa

OpraHu3zaiys JMYHOTO TPYJIa TOCYNaPCTBEHHBIX U
MYHUIUTATBHBIX CITYKAIIHX: METOJANIECKUE PEKOM CHIAIIH
K TI0 OpTaHU3AINHA CAMOCTOSTEIIFHOW Pa0OThI 00YUIAIONITUXCSI
o0pa3oBaTeIbHON MpOrpaMMBbl OakalaBpraTa HaIIPaBICHUS
ronrotoBku 38.03.04 «I'ocymapcTBeHHOE U MyHULIUTIAIEHOE
yrpaienuey (mpod b «PernoHamsHOE YIIpaBIeHUE U
MECTHOE caMOyIpaBiIeHue») Beex (hopm oOyueHus (24 c.)

'OV BIIO "IOHAYUI'C",
2024

4.2. Ilepeuyenn pecypcoB HHGOPMAIMOHHO-TeIeKOMMYHUKANMOHHOIT ceTn ""UnTepHet"

Hayunas snextponnas 6ubmiorexka KubepJlennnka

31 https://cyberleninka.ru/
2 |9bC «JIAHb» https://e.lanbook.com
»3 | 9BC «SHAHUYM» https://znanium.ru

4.3. IlepeyeHb NPOrpaMMHOI0 O0ecre4YeHust

JIMIeH3HOHHOE U CBOOOJIHO PACIIPOCTPAHSAEMOE TMPOrPaMMHOE 00ECIICUeHHE, B TOM YHCIIEC OTEYECTBEHHOIO
MPOU3BOICTBA!
- Libre Office (nmunensust Mozilla Public License v2.0.)

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

- AIMP (mmmnensus LGPL v.2.1)

- STDU Viewer (freeware for private non-commercial or educational use)
- GIMP (mmunensust GNU General Public License)

- Inkscape (yiuniensust GNU General Public License).




4.4. IlpogeccnonanbHble 6a3bI JAHHBIX M HH(POPMaNMOHHbIE CIPABOYHbIE CHCTEMbI

OnekrpoHHbIit katanor u3ganuii 'OY BITIO "JTOHAYUI'C" - http://unilib.dsum.internal/

JloHenkas pecriyOlMKaHCKasi yHUBepcaibHas HaydHas ononaunoreka um. H. K. Kpynckoii - http://www.lib-dpr.ru/
DnexTpoHHO-OnOMMoTeyHas cucrema "Jlanw" - https://e.lanbook.com/

Hayunast snekrponnas 6ubmoreka eLIBRARY.RU -http://elibrary.ru/

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

4.5. MaTepuajbHO-TeXHUYECKOe o0ecredeHne T CUMILIMHBI

Jns mpoBeaeHUs] Y4eOHBIX 3aHSATHI, NPETYCMOTPEHHBIX 00pa30BaTElNbHOW MPOrPaMMOi, 3aKpeIuieHbl ayIuTOpUHU
COIJIaCHO pACIMCAHUIO Y4eOHBIX 3aHATHH: paOodyee MeECTO IpernojaBaTeNs, MOCAJOYHBbIC MECTa I0 KOJIUYECTBY
00y4Jaromxcsi, J0CKa MEIOBasi, MEPCOHAIBHBINA KOMITBIOTED C JINLEH3UPOBAHHBIM ITPOrPAMMHBIM 00€CTIeYeHHEM OOIIEero
Ha3HA4YCHHUs, MYJIbTUMEIUNHBIN IPOEKTOP, IKPaH, MHTEPAKTUBHAS [1AHENb.

PA3JIEJI 5. ®OHJI OHEHOYHbIX CPEJICTB

5.1. KoHTpoJIbHbIE BONPOCHI U 3a1aHUS

1. HazoBuTe mpu3HaKku, XapaKTepU3YIOUIHE AeSITeTbHOCTh TOCYJapCTBEHHOI'0 U MYHUIIUIAIBHOTO CITYKaIETo.
2. K xaxoit kaTeropuu nepcoHasna OTHOCSTCS TOCyIapCTBEHHbIE U MyHUIIMTIAJIbHBIE CITy>Kalue?

3. Kakue xapakTepruCTHKN NPUCYITH TPYAY FOCYIapCTBEHHBIX U MYHUITUIIAIBHBIX CITYXKAIINX ?

4. IlepeuncnuTe OCHOBHBIE 3JIEMEHTHI OPTaHU3ALNN TPY/a.

5. HazoBuTe npu3HaKy, OTIMYAIOIINE OPTaHU3AIMIO TPY/Ia B CUCTEME TOCYapCTBEHHON W MyHUIMIIATBHON CITYXKOBI
OT OpraHU3AINH TPYyIa BOOOIIIE.

6. Kakue oTauuusi UMEIOT yIpaBlieHYeCKHEe TPOIIeCChl B 00JaCTH OpraHU3alliK TPY/a B CUCTEME
rOCyJapCTBEHHOW M MYHUITUIAIBHON CITY>KOBI?

7. Kakue 3a/iauu peniaer opraHu3anys Tpya rocyIapcTBEHHBIX U MyHUITUITATBHBIX CIYXKAIMX KaK QYHKIHS
yIpaBiIeHus ?

8. Ha3zoBute Haubonee 3HaUMMBbIe JIEMEHTHI CUCTEMbI OpraHM3alluK TPY/AA TOCYJapCTBEHHBIX M MyHUIUINATbHBIX
CIIyXKallluX.

9. Jlnst gero rocyaapcTBEHHOMY/MYHHIIUIIAIBHOMY CITy’KaIlleMy HE0OXOIMMO IPUMEHSATh METOIbI IEPCOHATIBHOTO
MeHEeDKMeHTa?

10. Ha3oBuTe OCHOBHBIC (DYHKIIUH CAMOMEHEKMEHTA.

11. Ucnonb3yere in BeI mpueMBI 1ieernonaranus B CBOSH eATeIbHOCTH?

12. Kakas 3 peIoKeHHbBIX TEXHOIOT M TUTAHNPOBaHUS KaKkeTcsl BaM Hanbosee mpueMieMoit?

13. Kakne koMmeTeHnnA He0OXOMMMBI THYHO Bam kak OymymieMy rocynapcTBeHHOMY/MYHHUIIATIATBHOMY
ciyxamiemy?

14. Yto o3HAYAET BHIPAKEHUE «MBICIIATD IETIAMI)?

15. Tlepeuncnure U packporiTe OCHOBHBIE IPUHIIUITBI IOCTAHOBKH I1EJIEH.

16. Bunbl )XH3HEHHBIX METICH M KPUTEPUH WX MOCTIDKEHUS. MOKeTe JIM BBI Ha3BaTh 1-3 caMble BayKHBIE IIETH,
aKTyaJIbHBIE IS BaC B HACTOSIIIIEE BpeMs?

17. CyTp aHanm3a «1eib — CPEACTBOY.

18. IloueMy BaxHO JeIerupoBaTh nonHoMouus? Kakue nonHoMours MOKHO U HY>KHO JEJIEerupoBaTh?

19. Kak mpaBuinbHO puMeHSTH mpasmio 80/207?

20. Kakue BuIbI IIIaHUPOBAHHUSI IOMOraeT OCBOUTH cucTeMa benmxamuna Opankinuna?

21. Kak BbI cocTaBuTe I1aH Ha I€Hb, UCHOIB3YSI METOI AJbIbI?

22. Kak cnenyer paccTaBisiTh IPHUOPUTETHI COrNIACHO MPUHLIMIY Dif3enxayapa? Y aensere nu Bel foctatouHo
BHUMaHU AenaM kareropuu B?

23. B ueM 3aKiro4aercs 3aa4ya HHBEHTapU3aluy BPEMEHH?

24. Ha3oBuTe MeTOIbI MHBEHTapHU3auu BpeMeHu. KakoBo ux Ha3HaueHue?

25. IlepednciuTe 3TaNbl U IIATd HHBEHTAPU3AL KA BPEMEHU.

26. Kakue Borpocs! Brl 3agamuTe cebe aiist moBbIieHus 3G (HEeKTHBHOCTH CAMOKOHTPOJIS ?

27. Kak cooTHOCATCS MOHATHUS «Maiiasi 3)(EeKTUBHOCTEY U «BenuKasi 3 HeKTHBHOCTE)?

28. Kakue criocoObI MOBBITIEHUS THYHON 3 (HEKTUBHOCTH TPHU BHIMOTHEHUN PYTHHHBIX orepaliuii Bel 3Haere?
29. Kakue u3 «IpUHIMIIOB IPUBJIEKATENLHOCTHY, chopMynpoBaHHbIX TomacoMm Jleonapaom, kak Bel cunraere,
noMoryT Bam crate muaepom?

30. Kakue u3 pexomenanuii Anena Jlelikena Bel y)xe ucrnonb3yere B OpraHu3aluy JIMYHOTO TpyAa?

31. Kak «Bbrpats OMTBY» C COOCTBEHHON BOJIOKUTOM ?

32. Kak mensercsa paboTocrnocoOHOCTh YenoBeka? KakoBbl MPUUMHBI CHUKEHUST PaOOTOCTIOCOOHOCTH?

33. Kak coxpaHHUTb BBICOKYIO pab0TOCIIOCOOHOCTD U 3[J0POBBE FOCYAaPCTBEHHOMY/MYHUIIUNIAJILHOMY CIy)Kalemy?
34. Kak Bel nonnmaere ycriex? OT 4ero 3aBUCHUT JOCTHXKEHHE ycrexa?

35. Kakue npaBuia JOCTHXKEHUS yCIeXa SIBISIOTCS NpUeMiIeMbIMU A Bac?




36. 5. Kakyro KM3HEHHYIO MTO3UIINIO Ha TeKyleM dTane 3anumaere Bol? Kakue ctpaxu n comHenust Bam npucymm?
VYmMeere mu Bel  ux npeoponeBats?

37. Kakue TpeboBaHus MPEIbABISIOTCS K paboueMy MeCTy TOCYAapCTBEHHOIO/MYHHUIIMIIANEHOTO CIy>Kaliero?

38. Kakum momkeH ObITh KaOWHET PyKOBOIUTENS?

39. Kak pa3memarTcst mpeAMETHl U CPEICTBA TPy/Ja Ha MUCBMEHHOM CToJe?

40. JIns yero Hy>XHBI 3HAHUS SPTOHOMUKH ?

41. Kakoe monoxeHne CuHbI MPaBHIIBHOE IPU Pa00Te 32 KOMITLIOTEPOM?

5.2. Tembl MHCbMEHHBIX PadoT

Tembl TOKIA0B:

1. CoBpeMeHHast KaJJpoBasi MOJIUTHUKA MECTHBIX OPTaHOB BJIACTH: IPOOJIEMBI M IPUOPUTETHIL.

2. l'ocymapcTBeHHast 1 MyHHIIMIIATIbHAS CITy>k0a Kak 0COOBIH BT MPO(hEeCCHOHAIBHOM NeITeIbHOCTH.

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

4. OTBETCTBEHHOCTh TOCYJAPCTBEHHBIX U MYHUIIUTIAIBHBIX CITY)KAIIUX U MEXaHU3MBI €€ Pealln3allui B IPaKTHKE
JeATeIbHOCTH OPTaHOB BIIACTH.

5. HpaBcTBEeHHO-3THYECKHE HOPMBI M KOJIEKCHI TIOBEICHUSI MyHUIUINATBHBIX U TOCYIaPCTBEHHBIX CITYXKaIUX.

6. [Ipodeccronanam rocyapcTBEHHBIX 1 MyHUIIMTIAIBHBIX YNHOBHUKOB: XapaKTEPUCTUKA, KDUTEPUHU U ITPOOIEMBI.
7. XapakTeprucTika MpoecCHOHANTBHOIO TIOPTPETa COBPEMEHHOT0 TOCYIAPCTBEHHOTO M MYyHHUITUITATBHOTO
CITy>Kalllero: Jy4IlIne YePThl U IPOTUBOPEUUBOCTb.

8. LleHHOCTHBIE OPHEHTAIINY MYHHIIUTIAIBHBIX YHHOBHUKOB.

9. [cuxonoro-nenarorunveckue GHakTopsl MOBBIMICHUS () (HEKTHBHOCTH JSSITEIBHOCTH TOCYIAPCTBEHHBIX U
MYHUIUTATBHBIX CIYKaIHX.

10. IlpodeccrnonanpHas 3THKA TOCYAAPCTBEHHOTO M MYHUIIUIIAIFHOTO CITY>KAIIIero.

11. OcHOBHBIE HaMPaBIEHNS U MPUHITUITBI HAYYHOW OpraHU3aIiy TPYAa.

12. Oprannzanys paboYnx MECT ¥ CO3[JaHUE OIarOMPHUATHBIX YCIOBHIA TPYAA FOCYyJapCTBEHHBIX M MYHHUIIUTIATHHBIX
CITy’KaIHX.

13. [ImanupoBka pabodero MecTa: BUIBI, CITOCOOBI

14. Kakue BUABI TUIAHAPOBOK PAb0OYNX MECT YUUTHIBAIOT IIPU MTPOCKTHPOBAHUN?

15. OcHamenue u 060pynoBaHUE paboUero MecTa I'OCYyJapCTBEHHBIX U MYHUIIMIIAIBHBIX CIIYKaIlUX.

16. Knaccudukanus ycinoBuil Tpyia rocy JapCTBEHHOI'0 M MyHULIUIIAJIBHOTO CIIY>KaIlEero.

17. PaboTociocOOHOCTE TPYAAIIETOCS: TIOHITHE U XapaKTEPHUCTHKA.

18. daxTOpHl, BAMUAOLIME HA PAOOTOCIIOCOOHOCT TOCYIAPCTBEHHOI0 U MYHHIIMIIAJIEHOT'O CITY’Kalllero.

19. Meroas! u3ydeHus 3aTpat pabodero BpeMeHH.

20. Camodororpadus padodero mHsl.

21. MeTombI HETTOCPEACTBEHHBIX 3aMEPOB BPEMCHH.

22. Mopens cBs3u (yHKIIHA CaMOMEHEIKMEHTA.

23. TexHuKa CaMOMEHEIKMEHTA.

24. IIpobnema medunuTa BpeMeHH Ha pabodeM MecTe.

25. BrlsBiI€HHE NOTEPh U IPUYKH pabouero BpeMeHH roCyAapCTBEHHOIO M MyHUIMIIATIBHOIO CIIYXKAILETO.

26. CocraBieHue pacrnopsiika JHA U OpraHu3alus TPYAOBOIO Mpolecca B LESIX JOCTHKEHHS [TOCTaBJICHHbIX 3a/1a4.
27. OCHOBHBIE MpaBUJjIa ACIETUPOBAHUE OTHOMOYHM.

28. Kakoe cMBICIIOBOE 3HAUEHUE UMEET MOHSATUE IIEPCOHATIbHBIA MEHEI)KMEHT?

29. Ot 4ero 3aBUCHUT yCIIEX PYKOBOAUTENS?

30. KakoBa CymHOCTb IpoLecca yIpaBJIeHUs IEPCOHATIBHBIM Pa3BUTUEM?

31. YopaBieHue KaKUMU PeECypcaMy BKIIFOYAET IEPCOHAIBHOE pa3BUTHE?

5.3. @oH/ OLIEHOYHBIX CPEICTB

@DOHA OLIEHOYHBIX CPEACTB TUCHUILINHBI "OpraHn3anus JMYHOTO Tpy/1a TOCYAAPCTBEHHBIX U
MYHULHMIAJIBHBIX CIy)Xamux" pa3paboTaH B COOTBETCTBUU C JIOKAJIbHBIM HOpMaTHBHBIM akToM OI'BOY BO
"TOHAVYUI'C".

@DOHA OLIEHOYHBIX CPEACTB TUCHUILINHBI "OpraHn3anus JJMYHOTO TPy/1a TOCYAAPCTBEHHBIX U
MYHULHMIAJIBHBIX CIy)KaluX'"' B IIOJTHOM 00beMe NPEACTaBIEH B BUJE NpuiloykeHns K ganHomy PI1JI.

5.4. IlepeyeHb BUI0B OLIEHOYHBIX CPECTB

Texymwii KOHTPOIb YCIIEBAEMOCTH TIO3BOJISIET OIIEHUTh YPOBEHb CPOPMHUPOBAHHOCTH 3JIEMEHTOB KOMIIETEHITUI

(3HAHWI ¥ yMEHWH), KOMIETEHIIUHN C MOCIEAYIONMM 00bEAMHEHUEM OIIEHOK M MPOBOIUTCH B (hopMme: cobecemnoBaHus,
TBOPYECKOI0 3aJ]aHusl, TECTOBBIX 3a/I1aHuH, pedepara, JOKIIaa., OLIEHKA aKTUBHOCTH pabOThI 00y4JaroIerocst Ha 3aHsATHH,
BKJIFOUAs 3aJlaHUs JUIS CAMOCTOSTENbHOM paOoThl. [IpoMexyTouHas aTTecTanus BKIIOYAET CEMECTPOBBI KOHTPOJIb B
MEePHUO]T 3a4E€THO-3K3aMEHAIMOHHONW CECCUU — 3a4eT.




PA3JEJ 6. CPEACTBA AJAIITAIUU ITPENNIOJABAHUA JTUCHUIIJIMHBI K

HOTPEBHOCTSAM JIML C OTPAHUYEHHBIMHU BO3SMOXHOCTAMMU 31O0POBbSA
B ciyyae HeoOxouMOCTH, 00YyYaIOIIMMCSI U3 YKCHIa JIUL C OTPaHNYEeHHBIMHA BO3MOKHOCTSIMHU 370pOBbsI (10
3agBJICHUIO 00YYAIOIIErocs) MOTYT MPEJIaraTbesl OAHU U3 CIAEAYIOMINX BAPHaHTOB BOCIPUSATHS HHPOPMALIHH C
Y4ETOM WX WHAWBUAYAIBHBIX ICUXOPU3NIECKIX OCOOCHHOCTEMH:
1) c mprMeHEeHUEeM DIIEKTPOHHOT'O O0YYEHUS ¥ TUCTAaHIIMOHHBIX TEXHOIOTHH.
2) c MpUMEHEHUEM CIEUATBHOI0 000pYI0BaHHA (TEXHUKH) U IPOrPAaMMHOI0 00eCIieueH s, IMCIOIIUXCS B
OI'bOY BO "IOHAYUI'C".
B npomiecce 00y4eHus ipyu HEOOXOMMOCTH AJIS JIUI] C HAPYIICHUSAMH 3pEHHSI, CITyXa U OIOPHO-
JBUTATEIBHOTO anmapara MpeloCTaBISIOTCS CIACAYIONINE YCIOBHSL:
- JUISL JIAL C HApYUICHUSIMH 3pEHUS: Y1eOHO-METOJMUECKIE MaTeprabl B Ie4aTHON GopMe yBeTuIeHHBIM
mpudToM; B hopMe dIIEKTPOHHOT0 JOKYMeHTa; B opMe ayanodaiina (epeBon yu4eOHbIX MaTepHasIoB B
ayauodopMart); WHAWBUAYaIbHBIC 33J]aHUSl U KOHCYIbTAIIUH.
- JUTSL JIAI C HAPYIICHUSIMH CITyXa: y4eOHO-MEeTOJMYEeCKre MaTepralbl B edyaTHoi hopme; B hopme
AJEKTPOHHOTO JOKYMEHTA; BUJCOMAaTEpHAIIbI C CYOTUTPaMK; MHIUBHIyaIbHbIC KOHCYIBTAIIUH C TIPHBIICYCHIEM
CypJOTIepeBOIUNKA; HHANBUIyaIbHbIC 3aJ]aHUSI H KOHCYJIbTAIlUH.
- JUISL JIAI C HAPYUICHUSIMH OTTOPHO-JIBUTATENLHOTO anmnapara: yaeOHO-MEeTOANYeCKUEe MaTeprabl B
revatHoi opme; B hopMe FJICKTPOHHOrO IOKyMEHTa; B hopMme aynuodaiisia; MHIMBUyalbHbBIC 3aIaHUs U
KOHCYJIbTAIIHH.

PA3JAEJI 7. METOANWYECKHUE YKA3AHUSA JJIS1 OBYYAIOIIUXCA 11O YCBOEHHUIO
JAUCHUITJINHBI

W3ydenne AMCHIMIUINHEI CleNyeT HaYMHATh C MPOpabOTKKA HAcToAIIed pabodel mporpaMmbl y4eOHOW TUCITUILIHHEI,
0co00e BHUMaHWE, YOS IIeNd, 3aJadaM, COAEP KaHUIO0 TUCITUIUIMHEI, a TAKKE€ OTHOIICHUIO NAHHOW MUCITUATIINHBI K
0011IeMy KypCy MOATOTOBKH CIIEIIUAUCTA.

JlekIMOHHBIN MaTepUa PaCKPBIBAET JOTUKY TUCIUILTHHEL, (DOPMYyTHUPYET KIFOUEBbIe IOHATHS U B3aUMOCBS3H. BmecTe ¢
TeM, BeCh 00beM WHGPOPMAITUK, TPeOYEMBbIi JITs OBJIAJCHUS HEOOXOAUMBIMU 3HAHHSIMU IO JTUCIUILTAHE, HE MOXKET OBITh
PACKpBIT Ha JIEKIUH. Y CTIEIIIHOE YCBOGHUE Kypca MPEAToiaraeT akTHBHOE, TBOPUECKOE YIaCTHE CTYICHTa Ha BCEX 3Tarax
ero MpernofaBaHus, B TOM YHCIe U 0e3 HEMOCPEACTBEHHOTO YIacTHsI MTPEroIaBaTes.

Jng  panmoHadbHON OpraHU3aIllill CaMOCTOATENBHON paboThl CTYACGHT JOJDKEH YMENO pAaclpenelnuTh BpeMs,
MIPENYCMOTPEHHOE YIEeOHBIM IUIAHOM JUTISI BHEAYIUTOPHOH paboThl. B obmiem, yaeOHOE BpeMs CTYIACHTOB OXBAaTBHIBACT
Jacel, TNpeAHA3HAYEHHBIC MJII ayJUTOpPHOW (perjiaMeHTHPOBAHHOW) paboThl (JIEKINH, CEMHHAPCKUE 3aHSTHS,
KOHCYJBTAIIMH C TIPENoaBaTeNieM) U BHEAYAUTOPHON (ITOITOTOBKA K CEMUHAPCKUM 3aHATHSM, HATTMCAHUIO KOHTPOIHHBIX
pabot, moknamoB, pedepaToB, paboTa ¢ IUTEpaTypHHIMH HCTOYHHKAMH B OMONHMOTEKe, MOWCK WH(GOpPMAIMU B CETH
WnTepHer, HaydHas paboTa).

DopMBI CaMOCTOSATEITEHOM pabOTHI:

- 00pabOTKH JICKITMOHHOT'O MaTepHaIa;

- IOATOTOBKA K CEMUHAPCKUM 3aHSTHIM;

- caMocTosTenbHas paboTa ¢ yueOHOH, HaydHOW U IEPUOJIMIECKON TUTepaTypoi;
- U3y4YeHHE 1 aHaIN3 3aKOHOAATEIbHBIX 1 HOPMATHBHBIX JOKYMEHTOB;

- TIONCK 1 00paboTKa MaTepraioB ¢ MOMOIbIo cetn VHTepHeT;

- 0000meHne 1 aHAMM3 (DaKTHYECKUX JaHHBIX;

- BBITIOJTHEHHNE HAYYHBIX UCCIIEAOBAHU;

- TIOATOTOBKA JIOKJIAJIOB, pedepaTos;

- IOATOTOBKA K 3a4eTy.

DOopMBI KOHTPOJIS CAMOCTOSTENEHON PaOOTHI:

- HHIUBUyaJIbHbIE KOHCYJIBTAINN U COOECEIOBaAHUS;

- 3acITymMBaHue pedepaToB, MPOMEKYTOUHBIX PE3YIHTATOB UCCIIENOBAaHUH, TOKIIA/I0B.

O0paboTKa JEKIMOHHOTO MaTepraia sBISETCS BaXKHOW COCTABIIAIONICH OCBOEHHS MaTephaia Kypca, TOCKOIBKY BO
Bpems JieKnuHu (OPMHUPYIOTCS HAydHbIE OCHOBBI 3HAHW, HM3Y4aeTCs TEOPETHYeCKWd H (aKTUYECKHid MaTepHall,
BBIIEIISIFOTCS] OCHOBHBIE TIPOOJIEMBI M BOIIPOCH TEMAaTHYECKOT0 COIepKaHus Kypca. J[ist mydiero ycBoeHus TIEKIIMOHHOTO
MaTepuaia TOCIe JIEKIIHMH CIEAyeT MPOYUTATh KOHCIIEKT, BHECTH HEOOXOAMMBIE NPAaBKA W OMNPEAEIUTh OCHOBHEIE
ACTIEKTHI.




[ToaroroBka Kk cCeMUHAPCKUM 3aHSITUSIM IPEIyCMaTPUBAET:
- U3yYEHUE PEKOMEHIOBAHHBIX K TEME JINTEPATYPHBIX HCTOUYHUKOB;
- TMIOMCK JIOTOJTHUTEIBHBIX UCTOYHUKOB UH()OPMAITUH;
- IOArOTOBKY OTBETOB HA BOIPOCHI, BEIHOCUMBbIE HA CEMUHAPCKUE 3aHATHS;
- OCBOEHHME HOBBIX TEPMHUHOB.

[Ipu MOATOTOBKE K CEMUHAPCKUM 3aHSATHSAM CTYACHT 00S3aTENbHO BEAET KOHCIEKT, B KOTOPOM T'OTOBHT OTBETHI Ha
BOIIPOCHI, JIENIaeT BBIMHUCKU 13 00pabOTaHHOU JUTEpaTyphl, COCTABIISET CIOBAPE.

O eKTUBHOCTD MPOBEACHUS 3aHATHUS ONPEACIIICTCS YPOBHEM CAMOCTOATEIbHOM MOATOTOBKHU CTYCHTOB.

Lens mpoBeneHus 3aHATHS - TMOABECTH UTOTH CaAMOCTOATEIBHOTO OCBOCHHUSI YU€OHOTrO MaTepHualia, TEOpEeTHYECKHX
HWCTOYHUKOB, TEMAaTUUYECKUX 3a]a4, a TAKKE 3aKPENUTh 3HAHUSA U YMEHHUS 110 KypCy.

3amaya TPOBEACHUS CEMUHAPCKOT'0 3aHSATHS - NMPUBUTHE HABBIKOB MYOJIMYHOTO BBICTYILJICHUS, YMEHUE JIOTUYCCKH,
coJiepXKaTeabHO, apryMEHTHPOBAHHO, YOCAUTEIBHO BBIPAXKaTh CBOWM MBICIH, JCIaTh NMPAaBHIILHBIC BBIBOIBI, CBS3bIBAThH
MaTepHuan y4eOHOTro Kypca C COBPEMEHHBIMH MpoOieMaMH (YHKIMOHUPOBAHUS COIMAIbHO-YKOHOMUYECKUX CHCTEM H
(hopM rocyaapcTBEHHOTO YIpaBJICHUSI.

3a0roM yCHemHoro NpoBeeHHs] CEMUHAPCKOI0 3aHATHS SIBJIAETCS THIATEIbHAs TOATOTOBKA K HEMY M PalliOHAIBHOE
pactpeneneHue BpeMeHu. [Ipu 3ToM cielyer yuuThIBaTh, YTO HA CEMUHAPCKOM 3aHSATUH OLIEHUBAIOTCS HE TOJIBKO OTBETHI
Ha OCHOBHBIE BOIIPOCHI, HO U Apyrue GOopMbI paObOTHI CTYACHTOB, B TOM YHCIIE OCHOBATEIbHBIE JOMOJTHEHHS, COOOIICHUS

y4aCTu€ B O6Cy)K):[eHI/II/I BBICTYH.HGHI/II\/'I, ImpaBUjibHad IMOCTaHOBKaA HpO6HeMHBIX BOIIPpOCOB K JOKJIaA4YHMKYy, JOKJIaJbl,
MpE3CHTAllN U T.II.
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PA3JIEJ 1.
MMACIIOPT ®OHJIA OLIEHOYHBIX CPEJICTB
o y‘leﬁHOﬁ AUCIHUITIJINHE «Opramznauna JIMYHOI'0 TPpyAa rocyaiapCrBeHHOro
H MYHUIIMIIAJBHOI'0 CJYsKallero»

1.1. OcHoBHbIe cBeleHUs1 00 Y1eOHOH JUCIUILINHE

Tabnuna 1
XapakTeprucTuka yueOHOU JTUCIUILINHBI
OO6pazoBarenpHas mporpamma bakanaBpuar
Hamnpasnenne noarotoBku 38.03.04 «I'ocymapcTBEHHOE M MYHHUIIMTIAIBHOE
yIpaBjcHUE)
[Ipoduib «PernoHanpHOE ylpaBlIeHHE U MECTHOE
CaMOYIpaBJICHUE»
KonudecTBo pasnienoB yueOHOU 3
JACIIUTUTAHBI
Yactb 00pazoBaTeNbHOM MpOrpaMMbl Yactp, hopMupyemasi yyacTHUKaMH
00pa3oBaTeIbHBIX OTHOIIICHUI
b1.B 13
DOopMBI KOHTPOJISI YcTHBIN onpoc, TOKIa, pelieHue

CUTYallUOHHBIX SaHaHI/II\/'I, KOHTPOJBHOC
TECTUPOBAHUEC, UHANBUAYAJIbHOC 3a1aHUC,

pedepar
Ilokazarenu
OuHo-3a04Has popma 00yUeHMsI

KonnuecTBo 3aueTHBIX eqMHUIL (KPEAUTOB) 2
CemecTtp 6
Obwas mpyooemkocmo (aKaoem. 4acos) 72
Ayoumopnasn paboma: 18
JIeKIIMOHHEBIE 3aHATHS 8
CeMuHapCKue 3aHATHS 8
Koncynbranuu 2
CamocTtosrenpHas paboTta 52
KonTtposb 2

Dopma npomes’cymoyHol ammecmayuu 3a4er




1.2. Ilepeyenr KOMIETEHUHH ¢ yka3aHueM 3TanoB ¢opMHpPOBaHHUSI B mpolecce

OCBOEHHS 00pa30BaTeJIbHOIM MPOrPaMMBbI

[lepedyeHb KOMIETEHIMI U UX 2JIEMEHTOB

Tabmnuua 2

HaumenoBanue
HUHIMKATOpa

DJIeMEHTBI
KOMIIETEHIIUN

Wnnekc snementa

YK OC-6.3:
PeanuzoBbiBaTh
CTpPATETHIO
npodeccruoHaIbsHOTO
CaMOpa3BUTHS C
Y4€TOM OCOOCHHOCTEH
OCYIIIECTBICHUS
OpTaHHU3aIHOHHBIX
HU3MEHEHU I

Buame:

CymHocts mpodeccun W colep)kaHHe Tpyda TOCYAapCTBEHHOTO U
MYyHUIUNAIBHOIO  cuyxamero.  KadecTBa WM KOMIETEHIHH,
HEOOXOMUMBIE  TOCYAapCTBEHHOMY/MYHHUIMIAIBHOMY  CIIyXKalleMy.
ONeMeHTBl CHUCTeMBI OpraHm3auuu Tpyaa. CHCTeMY M TEXHOJIOTMU
MePCOHAIIBHOTO MEHEPKMEHTa Ha FOCYJApCTBEHHOM M MYHHUIMNAIbHOMN
cyxOe. OCHOBBI LieNieNoNaraHiss W IUIAHUPOBaHHS B OpraHM3alin
JUYHOTO TpYyAa TOCYAAPCTBEHHBIX M MYHUIMNAJIBHBIX CIyXalluX.
TexHOMOrMM  TOCTAaHOBKM  Ieled M IUIAaHUPOBAaHUS  JIMYHOM
JesTenbHOCTH. VICKycCTBO NlelerMpOBaHUS MOIMHOMOYMH. TexHoioruu
yIpaBieHUs. BpeMeHeM. MeTo/ibl CaMOKOHTPOJIS U CaMOOPTaHU3aLlUH.
[lcuxomoruto ¥ (u3MONOrMIO  OpraHM3alMu  JIMYHOTO  TpyAa
TOCyAapCTBEHHBIX ¥  MYHHIMIAIbHBIX  ciaykamux. CrocoObl
opraHuzaiy pabo4yero MpocTPaHCTBA M HMHAMBUAYAIBHBIX Pabovmx
MecT.

YK 0C-6.3 31

CymHocts mpodeccun u colepkaHue Tpyla TOCYAapCTBEHHOTO W
MYHUIUIIAJIBHOT'O CJIy>Kalliero. KauectBa u KOMIICTCHIINH,
HEOOXOMUMBIE  TOCYAapPCTBEHHOMY/MYHHIUIAIBHOMY  CIIyXKalleMy.
OJeMeHThl cUCTeMbl opraHu3auuu Tpyaa. CucTeMy M TEXHOJIOTHU
MIEPCOHAILHOI'0 MEHE/PKMEHTA Ha TOCYJapCTBEHHON U MyHHLIUNAIbHON
ciyx0e. OCHOBBI LieJIeNOJIaTaHUs W IUIAHUPOBAHHS B OpraHM3alld
JUYHOTO Tpyla TOCYAApPCTBEHHBIX M MYHUIMMAIBHBIX CIIYXKaIUX.
TexHosornM  IOCTAHOBKM L€ U IUIAHUPOBAHWs  JIMYHOM
JIeSTENIbHOCTU. VICKyCcCTBO JeserupoBaHusl MOJHOMOYMH. TexHonoruu
yIIpaBIEeHUsI BpeMEeHEM. MeTozbl CaMOKOHTPOJISI U CaMOOpPTaHU3aIMU.
CnocoObl moBBIIIEHUS JHYHOH HddexruBHocTr. [lcuxonoruro u
(GM3HONOTHI0  OpraHM3alM{ JIMYHOTO TpyZJa TOCYAAPCTBEHHBIX U
MYHULMNAIBHBIX  CIY)KaIIUX. Croco0bl  opraHuzanu  padbodero
MPOCTPAHCTBA U MHIUBUIYaIbHBIX PA00YHX MECT.

YK OC-6.3 32

CymHocts mpodeccun u colepkaHue Tpyla TOCYAapCTBEHHOTO U
MYHHUITUTIAIEHOT O CITy>KaIlero. KauecrtBa u KOMIIETEHIINH,
HEOOXOAMMBIE  TOCYAapPCTBEHHOMY/MYHUIIMNIAILHOMY  CIIYXKallleMYy.
ONeMeHTBl CHCTeMBI oOpraHu3aiuu Tpyga. CucTeMy W TEXHOJIOTHH
MIEPCOHAIBHOTO MEHEHKMEHTa Ha TOCYJapCTBEHHON W MYHHLIUTIATBHON
ciyk6e. OCHOBBI IIENENONIaTaHUs ¥ IDIAHUPOBAHUSI B OpraHHU3aIud
JUYHOTO TPyAa TOCYAAPCTBEHHBIX W MYHHITUHAIBHBIX CIYXKAIIUX.
TexHoNOrnM  TOCTAaHOBKM  LeJNed W IUIAaHUpPOBAHUS  JIMYHOM
JIeATENbHOCTH. VICKyCcCTBO JeNerupoBaHusl MOJHOMOYMi. TexHomoruu
yIpaBieHus] BpeMeHeM. MeTonbl CaMOKOHTPOJISI W CaMOOPTaHW3aIUH.
CrocoOsr  moBwIIeHUsT JTHYHOM 3¢ddexkruBHOCTH. Ilcmxomoruio u
(U3MONOTHIO  OpraHW3alMd JUYHOTO Tpyda TOCYOAPCTBEHHBIX U
MYHUITUTATBHBIX ~ CIY/KAIIHX. Crioco0s1  opranm3armu  pabodero
MIPOCTPAHCTBA U HHIANBHUIYAIBHBIX pa0O4MX MECT.

YK 0C-6.3 33

Ymemn:




HanmenoBanue
HUHIUKATOpa

DJIeMEHTBI
KOMIIETEHIIUN

Wnnekc snemenTa

OnpenensiTh  NPHOPUTETHI  MPOPECCHOHATIBHOU  JIEATETBHOCTH
rOCYIapCTBEHHOI'O/MYHUIIMIIAILHOIO  ciyxariero.  DopMHpOBaTh
MOJIeNIb  KAueCTB TOCYAapCTBEHHOIO/MYHHUIIUMATIBLHOTO — CITYXKAIIETO.
Auanm3upoBath ¥ (OPMHUpPOBATH IEIU W 3adaudl podhecCHOHATBHOM
JIeATEILHOCTH, OTIPEIEIIATh MIPUOPHUTETHBIE. ParpioHanbHO
OpraHMU30BBIBATH CBOW TpyA. IIpUMEHATH COBPEMEHHBIE TEXHOJIOIHU
MEPCOHAIBHOTO MEHEDKMEHTA. AHAIM3MPOBaTh M BOCCTAHABIMBATH
COOCTBeHHYI0  paborocrocoOHocTh.  LleHuTsr W 3 dEKTHBHO
WCIIOJIb30BaTh BPEMSI, YUUTHIBATh U aHAJIM3MPOBATH 3aTPaThl BPEMEHH,
BECTH JHEBHUK BpeMeHH. OpraHu3oBaTh pabodyee MeECTO C MO3UIHU
SPrOHOMHKHU pabouero MpoCTPaHCTBA.

YK OC-6.3V1

OmnpenensiTh ~ NOPUOPUTETHI  MPO(ECCHOHANBHOH  JeITETbHOCTH
rOCYapCTBEHHOTO/MYHUIIUNIAIBHOTO  CIIY)KAIIETO. DopMupoBaTh
MOJIENb KAa4eCTB TOCYAAPCTBEHHOI'O/MYHUIMIAIBHOIO  CIYXKaIlIero.
AHaNMM3UpoBaTh M (HOPMHUPOBATH IETH U 3a7aud MPOodecCHOHANBHOM
eATEeNbHOCTH, onpenessTh MPUOPUTETHBIE. PanmonansHo
OpraHU30BbIBaTb CBOM TpyZA. lIpUMEHSATH COBPEMEHHBIE TEXHOJIOTHU
[NCPCOHAJIBHOI'O MEHCIHKMEHTA. AHa.]'II/ISI/IpOBaTb U BOCCTaHaBJIMBAThb
coOCTBeHHYI0  paborocnocoOHocTh.  Llenuth u  addexTuBHO
HCIIOJIb30BaTh BPEMs, YUUTHIBATH U aHAJIM3UPOBATH 3aTpaTbl BPEMCHH,
BeCTH JHEBHHK BpemeHH. OpraHu3oBath pabouee MECTO C MO3HIIHA
PProHOMHUKH pabodero mpocTpaHcTBa. Pa3pabaThiBaTh  CTPATETHIO
JTMYHOTO PA3BUTHSI U MOCTPOCHUS MPO(ECCHOHATBHOM Kaphephl.

YK OC-6.3Y2

OmpenensiTe  NPUOPUTETHl  MPO(GECCHOHAIBHON  JEATEIbHOCTH
rOCYZapCTBEHHOIO/MYHUIUMIAIBHOIO  CIIY)KALIEro. DopmupoBaTh
MOICTb KA4eCTB [OCYAAPCTBEHHOIO/MYHUIMIIAIBHOIO  CIY)KALIero.
AHanu3upoBaTh W (OPMHUPOBATH LETU M 3aJadd IMpodeccroHaILHON
IIeSITENBHOCTH, OMpPEACISITh [PHOPUTETHBIE. PanuoHansHO
OpraHM30BBIBATH CBOH TPyd. IIpUMEHSATH COBPEMEHHBIC TEXHOJIOTHU
[EPCOHANBHOrO MEHEUKMEHTa. AHAIM3UpPOBaTh M BOCCTaHABIUBATH
coOcTBeHHYI0  paborocnocoOHocTh.  Llenuth  u  addexTuBHO
MCIONIb30BaTh BPEMsl, YIUTHIBATH U AQHAIM3UPOBATH 3aTPAThl BPEMEHH,
BecTd AHEBHUK BpeMeHH. Opranu3oBaTh pabodee MECTO C MO3HLIUH
PPrOHOMHUKH pabodero MpOCTpaHCTBa. Pa3zpabaThiBaTh  CTPATETHIO
JIMYHOrO pAa3BUTHS W IOCTPOSHUsI IPOGECCHOHATBHON Kapbepsbl.
KOHTpONMMpOBaTh NPOLIECCH CBOCH ASATENBHOCTH U €€ PE3yIIbTaThL.

YK OC-6.3VY3

Braoemy:

CriocoOHOCTBIO OTIpeNeNiTh MIPUOPUTETHI npoecCHOHALHOM
nesTenbHOCTH. HaBplkamu aHamu3a W (OpMHPOBaHMS ILeNied M 3anad
npodeccroHaNbHOM IEATeNbHOCTH.

HaBbikamu  pamuoHasbHOM — opraHu3auumu — Tpyna.  MckyccTBom
JETIECTUpOBaHKus ~ MOMHOMOYMH.  TeXHONOrWsAMH  IUIAHWPOBAHUSL.
HaBpikamMu camoopraHM3aiis JIMYHOTO 3/I0POBBS,, BOCCTAHOBIICHHS
paborocniocobnoct.  Ilpuemamu  3peKTHBHOrO  HCIONB30BAHUS
pabodyero M JMYHOTO BpeMeHH. HaBblkamu oOpraHM3alu pabodero
MIPOCTPAHCTBA JUIS YCIICIIHOTO BBITOIHEHNUS TOPYIEHHOH PaOOTHI.

YK 0C-6.3 Bl

CtocoOHOCTBIO OTIPENeINATh TIPUOPUTETHI podeCCHOHATHHOM
nesTenbHOCTH. HaBblkamu aHanmmza u (OpMHpOBaHWS Leneil W 3amay
npodeccroHaNbHOM eI TeNFHOCTH.

HaBbikamu  pamuoHaibHOM — opraHuzauumu — Tpyna. MckyccTBom
JETICTUPOBaHNs  TMOMHOMOYMH.  TeXHONOrWsAMH  IUIAHWPOBAHUSL.
HaBpikammu camoopraHm3aiyisl JINYHOTO 3/I0POBBS,, BOCCTAHOBJICHHSA
paborociocobnoctn.  Ilpmemamm  >ddexTnBHOrO  HCIONB30BAHUS
pabodero W JMYHOrO BpeMeHH. HaBblkamu oOpraHM3ali pabodero
MPOCTPAHCTBA JJIsl YCIICIIHOTO BBINOJHEHUS IOPYYEHHOHW pPabOTEHI.
Criocobamu  moBbImeHUST JHUYHOH 3¢ dexTuBHOCTH. CIOCOOHOCTHIO
KOHTPOJIMPOBATH IIPOLIECCHI CBOEH JEATENFHOCTH U €€ PEe3YabTaTHI.

YK OC-6.3 B2




HanmenoBanue DJIeMEHTBI
Hnpnekc snmemeHTa
HUHIUKATOpa KOMIIETCHIINH
CoCOOHOCTBIO ONpeaeNsaTh MIPUOPUTETHI podeCCHOHATHHOM

nestenpHOCTH. HaBplkamu aHamu3a W (OpMHPOBaHHS ILeNied W 3amad
poheCcCHOHAIBHON eI TEbHOCTH.

HaBbikamMu  panmoHajpbHOW — opraHm3anmuu — Tpyga. VIcKyccTBoM
JEJeTUpOBaHMsl  MONHOMOYMi.  TeXHONmorusMM  IUIAHUPOBAHUSL.
HaBbikamu camoopraHu3anyisi JIMYHOTO 3/I0POBBS, BOCCTAHOBJICHHS
paborociocobnoct.  Ilpmemamu  >peKkTHBHOrO  HCIIONB30BAHUS
pabodyero W IJMYHOrO BpeMeHH. HaBblkamu oOpraHM3aliu padodero
MIPOCTPAHCTBA ISl YCIIEIIHOTO BBINOJHEHUS! IOPYYEHHOH paboTHI.
Crniocobamu  MoBbIIEHUST JHUYHOM 3¢ dekTuBHOCTH. CrOCOOHOCTHIO

YK OC-6.3 B3

KOHTPOJIUPOBATH IPOLICCCHI CBOCH JIeATEIILHOCTHU U €¢ PE3yIbTaThI.

Ta0numa 3

Oransl GOpMUPOBAHUS KOMIIETEHLIUH B IPOIIECCE OCBOEHUSI OCHOBHOM

00pa30BaTeNIbHON MPOrpaMMbl

n/n

KonTposnupyemble pasjiensl (TeMbl) yueOHOMH
JCIUTUTHHBI

Homep
ceMecTpa

Kon
KOHTPOJIUPYEMOU
KOMITETCHIINN
(wnu ee 4acTy)

HanmenoBanue
OLICHOYHOT'O
cpeacTBa

MYHUIMITAJIBHBIX CJIYKAIUX

PA3JIEJI 1. OCHOBBI OPTAHU3AIIU JIMYHOI'O TPYJJA TOCYAAPCTBEHHBIX U

Tema 1.1. ITouarre u 0ocoOeHHOCTH
OpraHU3aIMH JTMIHOTO TPy

cobecenoBanme,
JTOKJIabl, COOOIIECHMUS

1. 6 YK OC-6.3
rOCYIapCTBEHHBIX M MYHHIIMIIATbHBIX
CITYIKAIINX
Tema 1.2. IlepcoHanbHBIN MEHEHKMEHT KaK cobeceoBanme,
crcTeMa JINYHOM OpraHu3aniu JOKITabl, COOOIICHHS
2. P ! 6 VK 0C-6.3 :

TpyJa rocyapCTBEHHBIX U MyHHUIIUIIATBHBIX
CITyXalIInX

TecroBble 3aganus 1o pa3aeny 1

PA3JIEJI 2. TEXHOJIOTUHU OPTAHU3AIIMHU JIMYHOI'O TPYJA I'OCYJAPCTBEHHBIX 1

MYHUIUITAJIBHBIX CJIYKAIIUX

Tewma 2.1. Ilenenonaranue u mIaHUPOBAaHHUE B cobeceoBaHMmE,
OpraHu3alyy JIMYHOTO TPyIa 7 VK 0C-6.3 CHTYaI[IOHHBIE
rOCYIapPCTBEHHBIX U MYHUIIUIATBHBIX ' 3a1aHus, TOKIaIb,
CAYKAIIUX COO0OILIEHNS
Tewma 2.2. YpaBieHre BpeMeHEM. cobecenoBaHueE,
CaMOKOHTPOJIb U CAMOOPTaHU3AIHS 7 VK 0C-6.3 CHTYaI[IOHHBIE
rOCY/IapCTBEHHBIX U MYHHUIIMITATBHBIX ' 3a1aHus, TOKIaIb,
CAYKAIIUX COOOIIEHNS

TecroBbIe 3agaHus 10 pa3neny 2

PA3JIEJI 3. ICUXO®PU3UOJOI'US TPYJJA 1 OPTAHU3ALINSI PABOYEI'O MECTA
I'OCYJAPCTBEHHBIX U MYHUIIUITAJIbHBIX CJIYKAIINUX

Tema 3.1. Tlcuxonorust U pu3noIOrUs
OpraHU3aLHHU JIMYHOTO TPYya

cobecemoBaHume,
JIOKJIabl, COOOIICHNUS

MYHUIHWIAJIBHBIX CITYKAllUX

7 YK OC-6.3
TOCYIapCTBEHHBIX U MYHULIMIIATIBHBIX
CIyKalux
Tema 3.2. Opranusaims pa6ouero cobecenoBanue,
IIPOCTPAHCTBA U MHAWBUAYaJIbHBIX 7 VK OC-6.3 pedepartsl, JOKIabI,
pabo4Ynx MecT TrocyIapCTBEHHBIX U coo0meHus

TecroBbIe 3aaHUS TI0 pa3fety 3




PA3JIEJI 2 Tekymmii KOHTPOJIb

Texkymuil KOHTPOJIb 3HAHUN MCIIOJIb3YETCS AJIs ONIEPATUBHOTO U PETYJISIPHOIO YIPaBJIECHUS
y4eOHOH AeATeNbHOCThIO (B TOM YHCJIE CAMOCTOSITEIbHON paboToif) oOydarommxcs. B ycmoBusx
0aJITbHO-PEUTUHTOBOM CHUCTEMBI KOHTPOJISI PE3YJIbTAaThl TEKYLIETO OIEHHBAHUS OOydYaromerocs
HCMOJIB3YIOTCS KaK IOKa3aTesb €ro TEKYLIEro peuTuHra. TeKylmuid KOHTpPOJIb YCIEBAEMOCTH
OCYIIECTBIISIETCS B TEYCHHWE CEMEeCTpa, B XOJE IIOBCEJHEBHON y4eOHOW paboThl 10
WHIUBUAYAJIbHOW WMHULIMATUBE MpenojaBarens. JlaHHBII BHMJ KOHTPOJS CTUMYIUPYET Y
00y4Jaromerocs: CTpeMJICHUE K CUCTEMaTHUECKOW CaMOCTOATEIBHOM paboTe 1Mo U3y4eHUIo yueOHO
JUCLUIUIAHBIL.

Pacnipenenenne 6amioB mo peHTHHTOBON CUCTEME OIEHUBAHMS
110 BUAaM y4yeOHOH aesitenbHOCTH (0yHas popma o0ydeHus )™
Cymma 6auioB o Paznen 1 Paznen 2 Paznen 3
pasneny
Tewmbl T.1.1 | T.1.2 T.2.1 | T.2.2 T.31 | T.3.2
Buibl pabort:
Jlekuuu
CeMmuHapckue 4 4
3aHATUSA (YCTHBIN
OIpoC, OTBETHI HA
KOHTPOJIbHBIE U
JIMCKYCCHOHHBIC
BOIPOCHI)
NupuBuayanbHble - -
3aJaHusI
CamocrosTenbHast 4 8
pabora (moaroroBka
ZIOKJIa/I0B, PELICHHE
CHUTYaLMOHHBIX
3aJ[aHHI)
Cymma GaJuioB 22 32 18

[
[
[EEN
[EEN

IUCLUILUIMHBI- 6
JIACHUAILUIMHBI- 6
JACHUILIMHBI- 6

KoHTpoib 3HaHui pa3zena yueOHoi
KonTpons 3HaHuMi pa3znena yaeGHOM
KouTpous 3HaHMi pazaena yaeOHOH
Hayunas cocrasisitomas-10
Cymma 6aioB 3a mucnurmay 100

2.1. Onucanue OLEHOYHBIX CPEACTB M0 BUAAM 3aJaHUI TeKYIIero KOHTPOJIs
2.1.1. PekomMeHanM1 10 OLIEHUBAHUIO YCTHHIX OTBETOB 00Y4YaIOIMXCS

C 1uenpi0 KOHTPOJII YCBOGHHSI NPOMICHHOTO Marepuala W ONpEACNICHHS YPOBHS
MOJITOTOBJICHHOCTH OOYYArOIIMXCSl K M3y4eHUIO HOBOW TEMBbl B Hayaje KaXKJIOTO0 CEMHUHApPCKOTO
3aHATHS TPENOJaBaTeNieM IPOBOAUTCS WHAMBUAYAIBHBIA WM (QPOHTANBHBIA YCTHBIH OHpPOC MO
BBITTOJTHEHHBIM 3aJIaHUSM TIPEIBIIYILIECH TEMBI.

Kpurepun onenku:

- IPaBWIBHOCTh OTBETA IO COJACP)KAHHIO 3a7aHus (YUYUTHIBACTCS KOJMYECTBO M XapakTep
OLIMOOK MPH OTBETE);

- MOJIHOTA M TNyOMHA OTBeTa (YYUTHIBAETCS KOJMYECTBO YCBOEHHBIX (DAaKTOB, MOHATHH U
T.1L.);

- CO3HATEIBHOCTh OTBETA (YUUTHIBAETCS TOHMMAHUE U3JIaraeéMoro MaTepuana);

- JIOTMKa W3JO0XKEeHHUs Mmarepuana (YYUTHIBAETCS YMEHHE CTPOUTh  LIEJOCTHBIMH,
MoCJIeI0BaTeNbHbIN pacckas, FPaMOTHO MOJIb30BATHCS CIIEHUAIBHON TEPMUHOIOTHEN);

- PpalMOHAIBHOCTH HCIOJIb30BAHHBIX TPHEMOB M CIIOCOOOB peEIIEHUs] MOCTaBJIEHHON
yueOHOI 3a1aun (YUUTBHIBAETCSl YMEHUE HUCIOJIB30BaTh HanboJiee nmporpeccuBHble U 3 HeKTUBHBIE
COCOOBI JJOCTHXKEHUS LIENIHN );

- CBOEBPEMEHHOCTh U 3(p(PeKTUBHOCTH MCHOIB30BAHUS HATIISAHBIX TOCOOUN M TEXHUYECKHX
CpeAcTB MpU OTBeTe (YYHUTBHIBACTCS TPAaMOTHO M C IIOJIb30H MNPUMEHATh HArsIHOCTh H



JI€MOHCTPAIIMOHHBIN OTIBIT IPH YCTHOM OTBETE);

- HCTIOJIb30BaHKE JIOTIONIHUTEIIFHOTO MaTepHaia (00s3aTelIbHOE YCIOBHE);

- palMOHAIBFHOCTh HCIIOJIB30BAaHUS BPEMEHH, OTBEIEHHOTO Ha 3amaHue (He omobpsercs
pacTSHYTOCTb BBITIOJHEHUS 33aJaHUs, YCTHOTO OTBETa BO BPEMEHH, C YUETOM HWHAWBUAYAJTbHBIX
0coOeHHOCTeH 00yJaromuxcs).

4 6ama (OTIMYHO) CTABUTCS, €CITU O0yJIArOIIHIACS :

1) MoJIHO ¥ apryMEHTUPOBAHO OTBEYAET M0 COJIEP’KAHUIO BOIIPOCA;

2) oOHapyXHBaeT IOHUMAHHUE MaTepuaia, MOXeT 000CHOBATh CBOM CYKICHUs, IIPUMEHUTH
3HaHUS Ha MPAKTUKE, IPUBECTH HEOOXOIUMBIE IPHMEPHI;

3) W3naraetT Marepuan TMOCIE0BATEIBHO U MPABUIBHO, C COOIIOACHUEM HCTOPHUYECKOW H
XPOHOJIOTUYECKOH TOCIIEe0BATEILHOCTH;

3 Gasina (XOpOII0) — CTABUTCS, €CITM OOYYAIOIINIICS Ta€T OTBET, YAOBJICTBOPSIONINI TEM Ke
TpeOOBaHMSAM, YTO U JUIS OIICHKH «5», HO JIOMycKaeT 1-2 ommOKu, KOTOPBIE CaM e UCIPABIISET.

1-2 Ganna (yIOBIETBOPUTEIBHO) — CTABUTCS, €CJIM OOyUYaIOIIHIICS 0OHAPYKUBAET 3HAHUE U
MMOHWMaHNE OCHOBHBIX IMOJIOKEHUH JTAHHOTO 3aJIaHus, HO:

1) m3nmaraer Marepuan HEMOJIHO M JIOIYCKaeT HETOYHOCTH B OTPEACICHUW TOHSTHH WIIH
(bopMyIUpOBKE IPABUIL;

2) HEe yMeeT JOCTaTOYHO TITyOOKO M OKa3aTeIhbHO 000CHOBATH CBOU CYXJICHUS U MPHUBECTH
CBOHM TIPUMEDHI;

3) u3naraet MaTepua HeTOCAEA0BATEIHHO U JOMYCKAET OIIHOKH.

OOyuaromuiicss He TmMoJy4daeT OamioB (HEYJOBJIETBOPHUTEIBHO), €CITH OOHApY)KUBAECT
HE3HAHWE OTBETa Ha COOTBETCTBYIOIIEE 3aJaHUE, [OIMyCKaeT OMmUOKH B (hopMyaHpoBKe
OTIpENICNICHNH M TPaBUJI, HWCKAKAIONIME WX CMBICH, OCCIOpSAIOYHO W HEYBEPEHHO H3Jaraer
Martepuai.

Bomnpocsr mist mpoBenenns codeceqoBanus (YCTHOTO OTIPOca)/ IMCKYCCHU

Kontponupyemsie
Ne . Bonpocs! k HHANBUAYaIbHOMY/(DPOHTAIEHOMY YCTHOMY OIIPOCY IO TeMaM
pa3zaenbi(TeMbl) yaeOHO#
n/n [ IACLIUIIIAHBL

Paznen 1. OcHOBBI OpraHMU3aLMK JINYHOTO TPY/IA TOCYAAPCTBEHHBIX U MYHUIMIIAIBHBIX CIYXKAaIIHUX

1. HaszoBuTe mNpu3HAKM, XapaKTEpU3YIOIIUE AEATENBHOCTh TOCYIAPCTBEHHOTO U
MYHHULUTIAIBHOTO CIYKAILETO.
2. K kakoill kaTeropuu nepcoHaga OTHOCATCS T'OCYJapCTBEHHBIE U MYHHIIUIIATIbHbIC
ciryxarue?
3. Kakue XapakTepUCTUKH NPUCYIIM TPYAY T'OCYNApCTBEHHBIX U MYHHUIMIAIBHBIX
cITyKamux?
4. IlepeunicnyuTe OCHOBHBIE 3JIEMEHTHI OpPraHU3aIMU TPY/a.
5. HaszoBure mpu3HaK{, OTIMYAIOIIME OpPraHU3alUI0 TpyAa B  CUCTEME
rOCYapCTBEHHON M MYHHIIMNAIBGHON CIYKObI OT OpraHU3alliK TPYyAa BOOOIIE.
6. Kakue oTnuuust UMEIOT yIpaBJIeHUECKHE TIPOLIECCH B 00IACTH OpraHU3aliy TPyAa
B CHCTEME FOCyJapCTBEHHON W MYHUIIUIIAIEHON CITY>KOBI?
7. Kakue 3amaun penraer opraHu3anys TpyAa TOCyJapCTBEHHBIX U MyHHUIIUIIAIbHBIX|
CITY’KaIIUX KakK (PYHKIHS YIpaBICHUS?
8. HaszoBute HamOomee 3HAUMMBIE OJIEMEHTBI CHUCTEMBl OPTAaHHM3ALUH TPYHAA
1. rOCy/IapCTBEHHBIX M MyHHIIMIAIBHbIX CIYKAIIUX.
1. Inst 9ero rocyapCTBEHHOMY/MYHHUIIHITATIEHOMY CITyKaIleMy HE00X 0IuMO

Tema 1.2. IlepcoHaNbHBINA |[IPUMEHSTH METOMIBI TEPCOHATHFHOTO MEHEHKMEHTA?

MEHEKMEHT Kak cucteMa 2. HazoBuTe OCHOBHBIE (DyHKIIMH CAMOMEHEKMEHTA.
mUaHON opraHu3amu Tpynal3. Mcmons3yere mu Bel mpreMsl mesernonaranis B CBOSH JeITeNbHOCTH?

rocynapcTBeHHbIX M [4. Kakast 3 mpemioskeHHBIX TEXHOIOTHH TUTaHUPOBaHMUS KaxkeTcst Bam Hanbomnee

Tema 1.1. Tlonsitue n
0COOEHHOCTH OpTaHU3aIUH
JIMYHOTO TPyZa
rOCyJapCTBEHHBIX U
MYHHIHTIATBHBIX
CITY)KaIX

MYHUIUTATBHBIX preMIIeMOon ?
CITY>KaIluX 5. Kakne xoMmeTeHInu He00X0AUMBI THIHO Bam kak Oymaymnemy
2. rocy/IapCTBEHHOMY/MYHHUIMITAIBHOMY CITyXKanemy?

Pazgen 2. TexHOMOruM opraHu3alyy JUYHOTO TPYJ1a TOCYJAPCTBEHHBIX U MYHULIMNAIBHBIX CIY)KAIIUX
Tema 2.1. Ienenonaranve u|l. Uto 03HaUaeT BEIPAKECHUE «MBICIIUTH ETSIMID)?
IJIaHUPOBAHUE B 2. [lepeuricnute U pacKpONTE OCHOBHBIE IPUHIMUIIBI TOCTAHOBKH LIETIEH.
OpTaHU3aIy THIHOTO  |3. BUAbI )KU3HEHHBIX TIeTIei U KPUTEPHUX UX JOCTIKCHHA. MOXKeTe U BBl Ha3BaTh |-
3. | Tpyma rocymapcTBEHHBIX U |3 caMble BayKHBIE IIEJTH, aKTyallbHBIC IS BaC B HACTOAIIEE BpeMsi?




MYHUIUTATBHBIX 4. CyTb aHaJIN3a «LENb — CPEJICTBON.
CITyXKaIlux 5. [louemy BaX<HO AenerupoBaTh NOMHOMOUHA? Kakue NOMHOMOYHS MOKHO U HYXKHO
TIeNerupoBaTh?

6. Kak npaBunsHO ipumensaTs npaswito 80/207

7. Kakue BuIBl IUTAHUPOBAHUS IIOMOraeT OCBOMTh cHucTeMa beHmkaMuHal
®dpaHkinHa?

8. Kak BeI cocTaBute miiaH Ha JeHb, UCIOIb3yd METO ANBIIbI?

9. Kak cnemyer paccTaBisTh NPHOPUTETHI COMNIACHO NPUHLIHMITY Oi3eHxayspa?
Y nensiere 1 Bel JOCTaTOuHO BHUMaHMSA AenaM kateropuu B?

4. 1. B uem 3akirouaercs 3a7iaya HHBEHTAPU3ALH BPEMEHH?
2. HazoBure meTospl MHBEHTapHu3aluy BpeMeHu. KakoBo nx HazHadeHue?
3. [lepeuncnuTe 3TANbl U IIATW MHBEHTapU3aI[MH BPEMEHH.
4. Kaxwme Bompocsl Bbl 3amaaure cebe st moBbImEeHUs 3()(HEKTHBHOCTH
Tema 2.2. YrpaBneHue |caMOKOHTpoOJis?
BpeMeHeM. CaMOKOHTpOJIb 5.  Kak  cooTHocarcst moHsitMs  «Manass  9(QGEKTUBHOCTBY U «BEIUKas
Y caMOoOpraHu3alus A HEeKTHBHOCTH» ?
rocynapcTBeHHbIX 1 [6. Kakue crmocoObl mMOBBINIEHUS] JIMYHOH 3(()EKTHBHOCTH TIPH  BBINOIHEHUH
MYHHIUITTBHBIX pPYTHHHBIX onepauuii Bel 3Haere?
CITY)KaIIHX 7. Kakue W3 «IpUHLMUIOB MPUBIEKATEIBHOCTH», C(HOPMYIMPOBAHHBIX ToMacom
Jleonapaom, kak Brsl cuntaere, momoryt Bam crate nuaepom?
8. Kaxkue u3 pexomenmauuii Anena Jlelikena Brl yxe ucnonp3yere B OpraHu3aliu
TYHOrO Tpyaa?
9. Kak «BeIurpaTs OUTBY» C COOCTBEHHOH BOJIOKHTOM?

Paznen 3. Ilcuxodusnonorus Tpy/Ja u opranusanys pabodero Mecra rocyJIapCTBEHHBIX U MYHHUIIMIAIBHBIX CITY)KalIUX

5. 1. Kak wmensiercs pabGorocnocoOHOCTh 4YenoBeka? KakoBbl NPUYMHBI CHUXKEHHS
Tema 3.1. Tlcuxomnorust u [paborocrnocoOHOCTH?

¢dusmnonorus opranu3ayu (2. Kax COXPaHUTh BBICOKYO paboTocrocoOHOCTh u 3]I0pOBBE

JIMYHOTO TPyZa rocyJapcTBEHHOMY/MYyHHUIMIIAIBHOMY CIIyXKalemy?
TOCYIApCTBEHHBIX U 3. Kak Br1 moanmaere ycnex? OT 9ero 3aBHCUT JOCTIDKEHHE ycrexa?
MYHUIIUTATBHBIX 4. Kaxue npaBuiia JOCTIKEHUS ycIexa sBIISIOTCS IpUeMiIeMbIMHU Juist Bac?
CITy>KaIuX 5. Kakyro XM3HEHHYIO MTO3UIIMIO HA TeKylleM 3Ttane 3anuMaere Brer? Kakue crtpaxu u
comHeHus Bam npucymu? Ymeere qu Bl ux mpeogoneBars?
6. 1. Kakne TpeboBaHusI MIPEABSBIISIOTCS K pabouemy MecCTy

Tema 3.2. Opranuzanus
paboyero nMpocTpaHcTBa U
HHAUBUIYABHBIX pabodInx
MECT TOCYJapCTBEHHBIX U

MYHHULHTAIbHBIX
CITYIKAIIIX

rocyJapCcTBEHHOT0/MYHUIMIIATIBHOTO CIIY)KaILero?

2. Kakum gomkeH ObITh KaOWHET pyKOBOAUTEIISI?

3. Kak pa3smernarorcst mpegMeThl U CpelicTBa TPyAa Ha MMCEMEHHOM CToJie?
4. J14 9ero Hy>KHBI 3HAaHUS SPrOHOMUKU?

5. Kakoe momnoxeHue CiMHBI IPaBUIIBHOE NTPU paboTe 38 KOMIBIOTEPOM?

2.1.2. OueHuBaHue JOKJIAT0B/COO00IICHMIT 110 TEMAM AUCIHUILINHBI

Jlnsi  OLIGHKM CTENCHM JOCTIHDKEHUS 3alUIaHMPOBAHHBIX PE3YJIbTATOB OOydYeHHs] Ha
CEMHHAPCKOM 3aHSITHU TAK)KE UCTIOJIb3YETCS TAKOE OIICHOYHOE CPEJICTBO KaK JAOKJIa/l.

Jloknan, cooOIeHne — MPOAYKT CaMOCTOSTENILHOW PalbOThl CTYICHTA, MPEACTABIISIFOIINN
coOOW MyOJMMYHOE BBICTYIUICHHE IO TIPEACTABICHUIO TIOJIYYEHHBIX PE3YJIbTAaTOB PEHICHUS
OTIPENICIICHHON Y4eOHO-TTPAaKTUYECKOU, YUeOHO-UCCIIeI0BATEIbCKOW WM HAYYHOU TEMBI.

MaxkcumanbHast onieHka 4 6anna.

4 6anna (OTIMYHO) CTABUTCS, €CITU 00yJArOIIHIACS:

1) MOJHOCTBIO PACKPBLI TEMY, ITOKA3all BJIAJCHHE CIIEIHAIbHBIM allapaToM;
2) cBOOOJHO BIIA/ICCT PEYbIO, JOKIIAI MPOU3BOIUT BhIIAIONIEECS BIICUATICHHUE,
3) oTBeuaeT Ha BOIPOCHI;

4) cnenai YeTKHE BBIBOJIbI, KOTOPHIE MOJHOCTHIO XapaKTePH3YIOT paboTy.

3 Oamra (XOpomio) — TeMa pacKpbhiTa, HCIOJIB30BAaHBI OOIIEHAYYHBIE W CHEIHATbHBIC
TEPMHHBI; 00yUJarOIIUCS CBOOOTHO BIIAJEET PEUYbIO; OTBEUACT HAa OOJBIIMHCTBO MOCTaBJICHHBIX
BOIPOCOB; BBIBOJIBI HE IOCTATOYHO YETKHE.
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1-2 Gamna (yaOBJIETBOPHUTENHHO) — TE€Ma PACKPHITA HE TMOJTHOCTHIO, MOKA3aHO BIIAJCHUE

0a30BBIM anmnaparoM, TEKCT 3a4MUThIBACTCA MOHOTOHHO, oe3 06pameH1/1;1 K CIIym1aTejIsiM,; HEC MOXCT
OTBCTUTH HaA 6OHBH_IYIO 4aCTb BOIIPOCOB; BBIBOJAbI UMCIOTCA, HO HC NOKa3aHbI.

OOyuvaromuiics He moJydaeT OamioB (HEYAOBIECTBOPUTEIBHO), €CIU TeMa JOKJIaga He

PpacCKpbITa; HC 00BsICHSIETCS CYTb pa60TbI, PC€4Yb KOCHOA3bIYHA; HC MOXCT OTBCTUTH HA BOIIPOCHI.

~No

10.

11.

12.

13.
14.

15..

16.

17.
18.

19

TEMaM

Ilepeuenn Tem 10KJIa10B/CO00IEHHT 11 TPOBEPKH C()OPMUPOBAHHOCTH

KOMIIeTEeHM i

[IpodeccnonabHO-yIIpaBICHUECKHE POJM W MOJEIH KOMIIETCHIUH COBPEMEHHOTO
PYKOBOIUTEINS B c(hepe roOCyaapCTBEHHOW M MYHHUIIUITAILHOU CITY>KOBI.
HpaBcTBeHHBIE OCHOBBI  IPO(ECCHOHATBHOW  JESATENbHOCTH TOCYAApCTBEHHBIX U
MYHUITUTIATBHBIX CITYXKaIUX.
CaMOMEHEPKMEHT — YMEHHME YIpPaBlATh COOOW. VYTNpaBieHHE BpPEMEHEM, YIPaBIISs
3HAHUSIMU.
OYHKIIMU U 1€ caMoMeHeKkMeHTa. OCHOBHOM MPUHITUAII CAMOMEHEHKMEHTA — TTPUHITUIT
pocTa U U3MEHEHUH.
[lenenonaranne Kak IpPOLIECC CO3HATEIBHOTO OCYIIECTBICHHUS CBOMX JIEUCTBHM B
COOTBETCTBUU C TEHEPATHHOW JMHUEH WIM OPHEHTUPOM: TMPHUHIMUIIBI, TEXHOJIOTHS,
OCHOBHBI€ ITPABUJIA, AHAIN3 «IIEIb-CPEACTBON.
Onpenenenre )KU3HEHHBIX PUOPUTETOB U MOCTAHOBKA 3a/1au.
OnTumanbHas cucTeMa IJIaHUPOBAaHUS B CAMOMEHEIKMEHTE.
TexHOoNmoTHsI IPUHATUS PEIICHUSI B Pa3pelIeHNH W KOH(IUKTa MEXKIY TOJTOCPOYHBIMHU U
KPaTKOCPOYHBIMH LIEJISIMH.
HckyccTBO nenernpoBaHus HOJTHOMOYHA.
OcHoBHbIE TpeOOBaHHA K COCTaBJICHHUIO IUIaHa [EJ: CHUCOK KaKJOJHEBHBIX e,
COCTaBJICHUE PACIIHCAHMUSL.
Crparerusi «ymnpaBji€HHE BpPEMEHEM» KaK YIpaBlieHHE COOCTBEHHOH esTeIbHOCTHIO,
paloHaIbHas OpraHu3alys BBIIOJHEHUS 3ajau U pacipe/iesieHus COOCTBEHHBIX PECYpPCOB.
[IepBblii mar Ha MyTH K OBJIAJACHHUIO MCKYCCTBOM YIPABIICHHUS BPEMEHEM — U3MEHEHHUE €ro
BOCIIPUATHSL.
OCHOBHBIE IPUYHHBI HEPALIMOHAJIBHO NOTPAYEHHOT'O BPEMEHH.
TexHuKH CcaMOMEHEIKMEHTa B  YIOpPaBJICHHMM BpemeHeM. I[lpaBuna nNOBBILIEHUS
3¢ (dEeKTUBHOCTU EPCOHATILHOTO MEHEHKMEHTA
OnrtuManpHas cucTeMa IUIAHUPOBAHMS BPEMEHH. MeTOoAbl M NPHUHIMUIBI [OBBILICHHS
cobctBeHHOM 3P pexTuBHOCTH A.A. JlroOumiena.
TexHonorus miaHupoBaHus 1o Metony «Anbnbsl», «llaperoy», DOizenxayspa. Cucrema
ynpasienus BpemeHeM b. ®panknuna. [IpsMoe mimaHupoBaHHE C MOMOILBIO KapTOTEK MU
JTHEBHHUKOB y4e€Ta BPEMEHHU.
Br16op unctpymenTa ams 3 heKTUBHOTO IUIAHUPOBAHUS BPEMEHH.
OcHoBHBIE CIOCOOBI OPraHU3alUY KU3HU. YIIpaBJIeHUE CTPECccCaMHu.
. PanmonansHoe MonenupoBaHue paboyero mpocTpaHCcTBa. VCKyccTBO —OpraHusanuu

paboyero mecra.

2.1.3. OueHuBaHne CUTYAIHOHHBIX 32/IaHUH M0 TeMaM JHCIUIIHHBI

B pamkax camoctosiTenbHON paboThl 00y4aronrecs BBIMOTHSIIOT CUTYallMOHHOE 33/I1aHUe T10
1.1, 2.2, 3.1, koTopsble olleHNBatoTCcs B 4 Oana.

Kputepuu o1ieHKH pe3ylbTaTOB BHITIOTHEHHUS] MHIMBUIYAIBHOTO 33 JaHUS

OOyuaromuiics moixydaeT 4 6anna (OTIMYHO), €CIIH:

3amaHue BBIMOJHEHO MOJTHOCThI0. OOydaromuiics BIaJeeT TEOPETHUYECKHM MaTepHalioM,

q)OpMYJ'II/IpyCT COGCTBCHHBIC, CaMOCTOATCIIbHBIC, O6OCHOBE[HHLIC, APTYMCHTHUPOBAHHBIC CYKICHUA,
NpEACTaBJIACT MMOJIHBIC U PA3BCPHYTHIC OTBCTHI HA TIOCTABJICHHLIC BOIIPOCHI.
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OOyyaromuiics moxydaeTt 3 6ayia (XopoIio), eCiu:

3amaHue BBIMOJHEHO C HECKOJBKMMH CYIIECTBEHHBIMU 3ameuaHusiMu. OOyuaronuiics
BJIQJICET TEOPETHYECKHMM  MaTepuasioM, (OpPMYIUPYeT COOCTBEHHBIC, CAaMOCTOSATENbHBIC,
000CHOBaHHbIE, APTyMEHTUPOBAHHBIC CYXKJICHHS, JOMYyCKas CYIIECTBEHHbIE OIIMOKM B OTBETaxX Ha
MOCTaBJICHHBIE BOTIPOCHI.

OOyuaromuiics moxydaet 2-1 6amia (yIoBJICTBOPUTEIHHO), SCITH:

PaGoTa cOOTBETCTBYET CyYIIECTBYIOIIUM MHUHUMAIBHBIM TpeOoBaHusM. OOydaroniuiics
BJIQJICET TEOPETHUYECKUM MaTepHajoM Ha MHUHHMAJIbHO JOMYCTHMOM YPOBHE, HCIIBITBIBAET
3aTpyaHeHUs] B (POPMYIHMPOBKE COOCTBEHHBIX OOOCHOBAHHBIX M apryMEHTHPOBAHHBIX CYKICHHUH,
JOITyCKasi MHOYKECTBO OIIMOOK B OTBETAX Ha MOCTABJICHHBIE BOIIPOCHI.

OOyyaromuiicst He TIoJTy4aeT 0auIoB, €CITu:

3ananue He BbloJHEHO. OOyuaroumuiics HE BIIAJEET TEOPETUUECKUM MaTepHalioMm,
JoTycKasi TpyOble OIIMOKH, UCTIBITHIBAET 3aTPYAHEHUS B (POPMYIHPOBKE COOCTBEHHBIX CYKJIEHUH,
HE CIIOCOOCH OTBETUTH Ha IMIOCTABIICHHBIE BOTIPOCHI.

THUITOBBIE CUTYALIMOHHBIE 3ATAHUA
JJIsA TIPOBEPKHU YPOBHA COOPMUPOBAHHOCTHU KOMIIETEHIIHU

Curyauuss k Teme 1.1. TlonsitTue W O0COOEHHOCTH OPraHM3ANUM JIMYHOTO TpPyAa
roCy1apCTBEeHHbIX H MYHUIIMITAJbHBIX CJIYKAIHX

Onucanme curyanuu. CymiecTBYIOT pa3IMdHbIC TMOIXOJBI K TpPeOOBaHUSAM, KOTOPBIM
JOJKHBI OTBeuaTh pykoBoauTenu. A.dDaitonp B kHUre «OOIIEe U MPOMBIIUIEHHOE YIPaBICHUE
paccMmarpuBaeT npoOsieMy yepes3 MpHu3My OIepalyii, KOTOpble JOJHKEH BBINOIHATH PYKOBOJIUTEND
mo0oi opranmzaruu. OH BBIICISIET TeXHUYECKHE (TIPOM3BOJICTBO), KOMMeEpYecKre (IOKYIKa;
npojaaxka, oOMeH), (puHaHCOBBIC (CTpaxOBaHWE W OXpaHa MMYIIECTBA), YUETHBIC (OyXTralTepCKuid
y4eT, CTaTUCTHKA) U aJJMUHUCTPATUBHBIE (TIPEIBUICHUE, OpraHU3alHsl, PaclopsIoK, KOOpAUHALIMH
W KOHTpoJisA) omepanuu. Kaxmoit rpymme omepamuii ¢ ero TOYKA 3pPEHUS COOTBETCTBYET
OnpejieiecHHas YCTaHOBKA, OCHOBAHHAsl Ha COBOKYIMHOCTH KauyeCTB W 3HaHWI. A.Dailosib BhIIETIAECT
IIECTh TAKUX YCTAaHOBOK:

- (pu3nMYecKue KauecTBa: 310pOBbE, CHIIA, IOBKOCTD;

- YMCTBEHHBIE KauyecTBa: IMOHSATIMBOCTb, JETKOE YCBOCHHE, PacCyAUTEIbHOCTb, CHUJIA U
THOKOCTh yMa;

- HpaBCTBEHHbIE KaueCTBa: DHEPTHUs, CTOMKOCTh, CO3HAHHE OTBETCTBEHHOCTH, MHUIIMATHBA,
YyBCTBO JI0JITa, TaKT, YyBCTBO JOCTOMHCTBA;

- oOlee pa3BUTHE: 3HAHUE PA3IMYHBIX TMOHATHM, HE OTHOCSAIIMXCS MCKIIOUUTENBHO K
00J1acTH BBITIOTHSAEMBIX (YHKIIHIA;

- CHelHalbHble 3HAHUA: OTHOCAILIUECS HCKIIUUTENbHO K KakoW-I1nbo ogHOW (yHKUMH -
TEXHUYECKOH, KOMMEPUYECKON UITN aIMUHUCTPATUBHOI;

- OIIBIT, TO €CTh 3HAHMS, BHITEKAIOUIUE U3 MPAKTUKH, U3BJICYCHHBIE U3 (haKTOB.

A. @aifonp nomeiTancs (GopMaanu30oBaTh U KOHKPETHU3UPOBATh TAKOW MOJXOJ, MPUYEM HE
TOJIBKO JUISl IPOMBILUICHHBIX MPEANPUATHI, HO U JUid t000# opranuzanud. OH co3aan Tabmuiy,
rae monHas KBajmudukKanus pykoBoauTens coctaBisgeT 100 ouykoB, a Kod(h(UIMEHTH B
3aBUCHMOCTH OT YCTaHOBOK ((YHKUMH) M pa3MepoB OpPraHM3ali Jajl Ha OCHOBAHHUU CBOETO
JUYHOTO OTIBITA.

B wutore BaxXHOCTh pPa3NUYHBIX YCTAHOBOK PYKOBOJHUTENS OIpENIeiIeHa UM C IMOMOIIBIO
cleqyromei TabauIlb:
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Tabmuna 1
3aBUCUMOCTD (QYHKIMI MEHEKEPa OT XapaKTEPUCTUKU OPTraHU3aIHH
(6amhl)
Bun opranuzanun OyHKINU PYKOBOAUTEIISA Ksanu-
bukanms
=N
E = ) o} o @ <
<= ?__;" N O o as
o, = < =
b= 5 = 1) < < o}
) E| £ g B2
3) = S S ©
ITpocTeiimas 15 40 20 10 5 10 100
Hebonpmas 25 30 15 10 10 10 100
Cpennsist 30 25 15 10 10 10 100
Bonpiras 40 15 15 10 10 10 100
Ouensp OoubIIas 50 10 10 10 10 10 100
I'ocynapcTBeHHAS 60 8 8 8 8 8 100

KouTpoubHblii Bonnpoc. CrenaiTe BbIBOJBI OTHOCHTEIBHO AaKTYaJIbHOCTH B3TJIAI0OB AHpHU
@aiioyis1 HAa MPUHLUIIAAIBHBIN MOAXO0] K XapakTepy TPyAd PYKOBOJWTENEH OpPraHU3aluil pa3HOro
pa3Mepa. ApryMEHTUPYITE CBOE MHEHHE.

Curyanusa k Teme 1.2. IlepcoHajbHbIII MeHEIKMEHT KaK CHCTeMa JHYHOI

OPraHu3anyy TPYAa rocyAapcTBeHHbIX 1 MYHHIIUNIAJBHBIX CIYKAIIMX

Opranuzanys JMYHOTO TPyJa — 3TO HCIOJIb30BaHHWE 3(DPEKTHBHON CHUCTEMBI TPHUEMOB H
METOJIOB JIMYHOM paboThl HA 0a3e palMOHATBLHOW OpraHu3alu paboyero MecTa, CO3JIaHHs
ONTUMAaJIbHBIX YCIOBHUH TPyJa M OTAbIXa, IUIAHHUPOBAHUS pabOuYel NEATEIbHOCTH M JIMKBHIALUH
HEPAIMOHAIBHBIX ITAIOB BBIMOJIHCHHs padoT U onepanuii. COOTHECHTE YTBEP)KICHUS, CBSI3aHHBIC
C OpraHusanued JIMYHOTO  Tpyja

ro Cy,I[apCTBCHHBIX/MYHI/IHI/IHEUIBHBIX

COOTBETCTBYHOIIMMHU ITOHATHUAMU WKW IIPOLECCAMU.

HazBanue noHsTHs Uin mponecca

Omnncanue NOHATHS WIH Imponecca

1.

[Tpuopuruzanus

A.

OTkiapIBaHuE BBITIOJHEHUS 3a]a4 WA
OPUHITHE  pEIIeHUH, HEeCMOTps Ha
OCO3HAHHE HEraTUBHBIX MOCIEACTBHM

JenerupoBanue

[Ipouecc oTnpeaeneHus Haubosee
BOXHBIX  3aJa4  WIM  Leled U
pacmpesieiecHue  pecypcoB  (BpeMeHH,
YCUITUH) JUISI UX JOCTHUKEHUSI B TIEPBYIO
oyepe.b

[InanupoBanue

[Ipouecc pacnpeneneHust 3amad  WIN
OTBETCTBEHHOCTH OT OJHOIO  JIMIA
(enerara) K Ipyromy (JieJIerupyeMomy)

TaliM-MeHeKMEHT

HaGop  npuHmmmoB,  MeTojoB U
UHCTPYMEHTOB,  HCHOJB3YEMBIX  JUIS
3¢ PEKTUBHOTO YIpaBJIEHUS] BPEMEHEM C
LIEJIBbI0 TOBBIIIEHUS TPOYKTHUBHOCTH

IIpokpacTuHanms

IIpouecc OnpeacIICHUs Henei,
pa3pabOTKu  CTpaTeruidi ¥  MJIAHOB
NEVUCTBUH IS X JOCTHIKEHUS

ClIy’Kalllux,
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3anumuTe BEIOpaHHBIE OYKBHI TI0]] COOTBETCTBYIOIUMU ITU(PAMHU:
1. 2. 3. 4. 5.

CI/ITyaIII/Iﬂ K Teme 2.1. Henenonaram/le U IUVIAHHPOBaAHME B OpraHu3anvm JIUYHOI'O
TPpYAa 1rocyaapCTBEHHBIX U MYHHIUINTAJIBHBIX CJTYKalIUX

l'ocynapcrBennsiii ciyxamuid VMBanoB M.II. ucnbIThIBaeT TPyAHOCTH C IUIAHUPOBAHUEM
pabodero gmHs. 3adacTyl0 OH 3aJepKHMBaeTcs Ha paboTe JOMO37HA, UYBCTBYET ceOs
MEpErpyKEHHbIM M HE YCIEBAET BBINOJHITH BCE IIOCTaBJIEHHBbIE 3a7ayu B cpok. Kakxoe wus
MIEPEYUCIICHHbIX JIeHcTBUM Hambonee »pdextuBHO nomoxeT MBanosy W.II. ynydmuTh
OpraHM3aIHIo JINYHOTO TpyAa?

A. Ortka3aTbCs OT BBIIOJHEHMSI YaCTH 3a/1a4, CChUIAsCh Ha OOJIBIIYIO 3arpyKEHHOCTb.

b. Wcnonb3oBarh Matpuiy Oif3eHxayspa Uid NPUOPUTH3ALMU 3a7ad M JAEJIETHpOBaTh
HECPOYHbIE M HEBAKHBIE 33/1a4M KOJIIETaM.

B. PaGorath B pexxume MHOr03a/1a4HOCTH, OJJHOBPEMEHHO BBITIOJIHSS HECKOJIBKO 3ajiau.

I'. He nmanupoBath JeHb 3apaHee, a peliarh 3aJa4u [0 Mepe X MOCTYIJICHUS.

Curyanus k teme 2.1. Llesenosaranue U NJAHHPOBAHHE B OPraHU3alUH JHYHOIO
TPYJAa rocy1apCTBEHHbIX M MYHHIMIIAJbHBIX CJIYKALIMX

[IpencraBpTe, YTO BBl — HAYMHAKOUIMH TOCYAAPCTBEHHBIM CIYy)XKAIIHA B OTAEINE
JICJIOTIPOU3BOJICTBA M apxuBa. Ha Texkymuii pabounii I€Hb Mepes BaMH IOCTABJICHO MHO>KECTBO
3ama4: pa3dop BXojsIIeH KoppecnoHaeHmuHu (okojo 50 JOKYMEHTOB), MOJArOTOBKA OTBETa Ha
3arpoc BBIIIECTOSAIIEH OpraHu3alyy, MOArOTOBKA K COBEIIAHHI0 ¢ HayallbHUKOM OTZeNa, a Takke
HEO0OXO0IMMOCTb U3YYHUTh BHYTPEHHUE PErJIaMEHThl U MHCTPYKIHH.

3amanue:

1. OnummTe mMoApoOHO, Kak BBl Oy/neTe OpraHU30BBIBATH CBOW pabOuYMii J€Hb, YTOOBI
3¢ (GEeKTUBHO CHPAaBUTHCA C TMOCTABICHHBIMU 3a/ladyaMH, Y4YUTBIBasi OTpaHUYEHHOE BpeMs U
HE0OX0IMMOCTb COOIIOZICHHSI CPOKOB.

2. OnuuuTe KOHKPETHBIE IIary, KOTOPbIE Bbl MPEANIPUMETE ISl BHITIOJHEHUS 3aa4.

3. YKaxuTe HHCTPYMEHTHI, KOTOpble BBl OyleTe HCIO0JIb30BaTh JUIsl IUIAHUPOBAHUSA,
MPUOPUTH3ALMH U BBIIOJHEHUS 3a/1a4.

Curyanus k Teme 2.1. Ilesemosiaranue ¥ NJAHMPOBAHME B OPraHU3AlUU JUYHOIO
TPY/Ja rocyJIapcTBeHHbIX H MYHHIHMIAJbHBIX CJIYKAIMX

[IpencraBbTe, YTO BBl — HAYMHAIOMIMKA crnendanucT B MUHHUCTEPCTBE SKOHOMMKH,
OTBEUAIOUINI 3a pa3palbOTKy CTpaTeruu Pa3BUTHUS MAJOTrO U CpeJHero OM3Heca B BallleM PErHoHE.
Bama gonrocpodnas 1ienb — CTaTh pyKOBOJAUTENEM OT/Iela, OTBEYAIOIIETO 32 JAaHHOE HaIlpaBlIeHUE.

3ananue:

1. OnuimTe KOHKPETHBIE IIark U ACWCTBUS, KOTOPbIE BbI MPEINPUMETE B T€UCHHE MEPBBIX
TpeX JIeT paboThI Al JOCTUKEHHS ITOH 11eNIM, YYUTHIBasl OTPaHUYEHHBIE PECYPChI, HEOOXOAMMOCTh
COOTBETCTBUS TPEOOBAHUSIM 3aKOHOAATEIHCTBA M OBICTPO MEHSIOIIUECS YCIOBUS PHIHKA.

2. Kakue HaBbIKM BaM HE0OX0IMMO OyJeT pa3BUBATh, KaKHE MPOEKTHI PEaTM30BbIBATH?

3. Kak BbI OyzieTe orieHuBaTh CBOM mporpecc?

Curyauus Kk teme 2.2. YnpapjeHue BpeMeHeM. CaMOKOHTPOJIb U CaMOOPraHM3aLMs
rocy1apcTBeHHbIX 1 MYHHIIMIIATBHBIX CJYKAIIMX
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TBopueckas 3amaua: CocTaBUTh JUYHBIA TIaH Ha BTOpHUK. Kakue 3amaun Bwl 10mKHBI
BbINOHUTE? CKOJIbKO BpeMeHH Bam nmonanoOuTcs Ha kaxaoe 3ananue? ToYHO HAMMIIUTE, B KAKOH
IIOCJIEOBATEIbHOCTY BBl BbINOJHSAETE 3a7aud, M CKOJIbKO BpeMeHu Bbl mnorpatwim uist
BBITIOJTHEHUS KaK01 3a1a4un. CpaBHUBaTe m1aH U (axT!

MeHeKMEHT BpEMEHU JJaeT CIIEAYIOIINE BaKHbBIE COBETHI:

1) cocraBisiiTe exxeTHEBHBINA pabounii IU1aH (MMCbMO, KaJeH1apHasi KHUra)

2) eXXeHEBHO HYKHO padOTaTh ¢ TaKUM IJIAHOM (M aHAIM3UPOBATh PUYUHBI, KOTJa YTO-TO
HE MOJTYYHIIOCH)

3) BpeMsi OT BpeMEHU MOJyMaTh O OyaylieM (JUYHBIM IUIaH MPOJBMIKEHUS MO CIyk0e, O
MOBBIIICHUH KBAM (UK, O TPpeObIBAHUHU Ha 00JIee MHTEPECHOM paboueM MecTe);

4) nnaHupyiiTe BaKHBIC Jefla Ha IETbIA ToJ (JMCTOK TaOIHIBI IO MecsIaM, KaJleHAapHas
KHMKKA)

5) nnaHupyHTe 10CTATOYHO BPEMEHU IS MOATOTOBKM 00BEMHOM paboThHI (IIPOEKT, JEI0BOE
MPEIOKEHHUE)

6) momnpoOyiTe celsi OLIEHHWBATh BO BpeMs pabOThl [UIsi SKOHOMHUM BpPEMEHHM WM Oolee
3¢ (GEeKTUBHOIO HCIOJB30BaHUs pabouero BpeMEHM (MCHOJIb30BaTh CIUCKHA C BONPOCAMU WM
CIMCOK KOHCTaTaIl1H)

7) B IUIaHMPOBAHHME BPEMEHM HYXHO TakKe BKJIIOUYMTH OOIIEHHS C KOJUIeTaMu H
PYKOBOJIUTEJIEM.

Curyanus k teme 2.2. YnpaJienne BpeMeHeM. CaMOKOHTPOJIb U CAMOOPTaHU3AIMS
rocy1apCTBC€HHbBIX H MYHHIIMIIAJBbHBIX CJIYKAIIUX

Yetkoe mranupoBanue, d3GGeKTHBHAS KOMaHIHAs padoTa U MOCTOSIHHOE 00Y4YEeHHE — 3aJI0T
YCIIEIIHOTO BBIMOJHEHUSI CIIOXKHOM 3a1auu U npodeccuoHanbHoro pocta. IlpencraBpTe, 4TO BBI —
pyKOBOUTENb OTAena B MuHucrepcTse nudpoBoro pa3Butus. [IpaBuTenbcTBO MOPYUMIIO BalleMy
MUHHUCTEPCTBY pa3paboTaTh M BHEJIPUTH HOBYIO CHUCTEMY AJIEKTPOHHOTO JOKYMEHTOOOOpoTa s
BCEX IOCYIapCTBEHHBIX yUpekJIeHUil B peruone. [IpoekT MacmTaOHbIi, CPOKH CKAThle, U PECYPChI
orpaHuueHsl. B Bamieil koMmaHJe €CTb COTPYOHHKM C pa3HbIM YPOBHEM KBalH(PHUKAUU U
MOTHBAIUH.

3amanue:

Onumure KIOYEeBbIe NEHCTBUS, KOTOpbIE BbI MPEANPUMETE B NEPBYIO OuYepellb, YTOOBI
3¢ deKTUBHO OpPraHU30BaTh CBOIO PabOTy U 00ECIeUUTh yCreX MPOeKTa, YUUThIBask HEOOXOAUMOCTh
JUYHOTO PO(ECCHOHATBHOTO POCTa U PA3BUTHSI KOMAH/IBL.

Curyanus Kk teme 2.2. YnpasieHue speMeHeM. CaMOKOHTPOJIb U CAMOOPraHM3ALMS
roCcy/IapCTBEHHBIX 1 MYHHIMNAJbHBIX CJTYKAIMX

[IpencraBbTe, YTO BBl — PYKOBOJUTEND OT/IeNIa B MUHUCTEPCTBE SKOHOMHYECKOTO Pa3BUTHSI.
B cBs3u c BHE3amHBIM M3MEHEHHMEM HKOHOMHUYECKOW CHUTYallMd, BBI3BAaHHBIM BHEIIHUMU
(dakTopaMu, MPaBUTEIHCTBO MOPYUHUIIO BAlIeMy OTAENY B TeueHue 72 4acoB pa3paboTaTh KOMILJIEKC
Mep MO CTa0WIM3allMd pBhIHKA TMPOJOBOJILCTBEHHBIX TOBapoB. [IpM 3TOM OTHEN HCHBITHIBAET
HEXBAaTKy pPECypcoB (/IBa COTPYAHHUKA HAXOAATCA Ha OONBHHUYHOM), a MMeromascs uHbopManus
MPOTUBOPEUNBA U HETIOTHA.

3ananue:

1. Onpenenute Tpu Hamboliee MPUOPUTETHBIC 3aJaud, KOTOPbIE HEOOXOAMMO PEIINTHh B
nepByro odepenb. OO0CHYITE CBOW BBIOOD.

2. OnumuTe TpH BO3MOXKHBIX YIPABIEHYECKHX PEIICHUS, KOTOPhIE MOKHO MPEIIPUHSTH
JUIS CTAOMITU3AIUY PHIHKA. YKAXKHUTE MOTSHIIUATbHBIE PUCKHU M BBITOJIbI KaXKIO0TO PELICHUSI.

3. Beibepute oIMH U3 MPEATIOKEHHBIX BapHaHTOB W OOOCHYHTEe ero kak Haubolee
3¢ dEKTUBHBIN B CIOKHUBIICHCS CUTYAIlUHU, YIUTHIBAS OTPAHHYEHHOCTH BPEMEHH U PECYPCOB.
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Curyanusa k Teme 3.1. Ilcuxosiorusi U (HU3HMOJOTUSI OPraHM3ALMH JHYHOIO TPYAA
rocyJ1apCcTBeHHbIX 1 MYHHIIUNATBHBIX CJIYKAIIMX

PaboTHuk n3 ropoga N He UMeeT MEPCIEKTHB CIIY>KEOHOTO pocTa B CBoeM pernone. Kak on
JOJDKEH IOCTYIUTh, YTOOBI OCYIIECTBUTH JKEJIAHHUE IPOJIBUHYTHCA 10 KapbepHOW JecTHULE?
[Ipennoxure Kak MO>KHO 00JIbIIIE BAPUAHTOB €T0 JICHCTBUM.

2.1.4. OueHuBaHue pe3yJIbTATOB TECTHPOBAHHS 00YYAIOLIMXCS

KoHnTponb 3HaHuil paznena yueOHON OUCHUIUIMHBI MPOBOAUTCA B (OPME TECTHUPOBAHUS U
OIICHUBAETCS MaKCUMAJIbHO B 6 0aiyioB. B KOHTPOJIBHBIN MakeT BKitoyaeTcs: 12 TecTOBBIX 3aaHUM.

banibl BBICTAaBISAIOTCS CIEAYIOLUIUM 00pa3oM: IPAaBUILHOE BBIMOJIHEHHUE 3aJjaHMsl, T/Ie HAJl0
BbIOpaTh OJIMH BepHbIi oTBeT — 0,5 6amna (0,5 Oanna x 12 3amanuit = 6 6ansos)

TECTOBBIE 3AJAHUA U1 TEKYIIET'O KOHTPOJIA

Hncmpykyus Kk 86in0IHEHUI0 MEeCmOoGbIX 3a0aHU.
B kaxIoM TecTOBOM 3aJaHMM 4YETHIPE BapHaHTa OTBETA, CPEAU KOTOPBIX TOJIBKO OJHH
npaBUibHBIN. [Ipy pelreHnn TEeCTOBBIX 33aJlaHWW MPABWIBHBIA OTBET HY)KHO OTMETHUTH 3HAKOM, a
MMEHHO 00BECTH OKPYKHOCTHIO COOTBETCTBYIOILYIO JIUTEDY.

THUITOBBIE TECTOBBIE 3AJAHUSA JJIS TEKYIIET'O KOHTPOJIA

Pazgen 1. OcHOBbI OpPraHM3aluM JHWYHOIO TPYAAa TIOCYJIAPCTBEHHBIX M MYHUIMNAJIbHBIX
CITYKAIIMX

Tema 1.1. IloHsiTHE U 0COOCHHOCTH OPraHU3AUMH JUYHOTO TPYAA rOCyIapCTBEHHBIX U
MYHMUIMIAJTbHBIX CJYKAIMX

3aoanue 1.1.1. Buovl ymcmeennozo mpyoa.

a) MEXaHU3UPOBAHHBIN, ONIEPATOPCKHM, pyYHOH;

0) omepaTopCKUii U TPY/l, CBA3aHHBIN ¢ 00yueHHEM, MOBBIIIEHHEM KBaU(UKALIUN;

B) YIIpaBJICHYECKUH, TBOPYECKHI, OMEpaTOPCKUM, TPy, CBS3aHHBIM ¢ OOy4eHHEM,
MOBBIIIEHUEM KBaTH(PUKAIUY;

') TBOPUECKUU, TPY/I, CBA3AHHBIN C 00yueHHEM, TIOBBIIIICHUEM KB (UKAIIH; PYYHOM.

3aoanue 1.1.2. Omoyuonanvhas Hacpy3ka Ha Opeanu3m npu mpyoe, mpebdyrouas
npeumyuieCmeeHHo UHMEHCUBHOL pabomvl M032a NO NOJYYEHUl0 U nepepabomke uHgopmayuu —
amo...

a) HaMpsHKEHHOCTh TPY/a;

0) IpOU3BOIUTEIBHOCTD TPYAA;

B) MHTEHCUBHOCTb TPY/Ia;

T) 3¢ PEeKTUBHOCTH TPYy/a.

3aoanue 1.1.3. K ocnosnbim 3a0auam opeanusayuu mpyoa MYHUYUNATbHBIX CAYHCAUUX
OMHOCAM.:

a) collMaibHble, TEXHUYECKHE, ICUXO(PHU3H0I0THYecKre, THPOPMALIUOHHBIE;

0) PKOHOMHYECKHE, UAC0JIOTHUECKUE, COIIMAIbHbIE, (DYHKIMOHAIBHBIE;

B) OpraHu3alMOHHbIE, TBOpUYECKHE, HH(POPMAITMOHHBIE, ONIEPATOPCKHE;

I') 5KOHOMHUYECKHUE, OpPraHU3alUOHHbBIE, ICUX0(U3UOIOTHUECKUE, COLATIbHBIE.
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Tema 1.2. IlepcoHanbHBIH MeHeIKMEHT KaK CHCTeMa JHYHOW OpraHu3anMu Tpyjaa
rocyJ1apCcTBeHHbIX 1 MYHHIIUNATBHBIX CJIYKAIIMX

3aoanue 1.2.1. [Ipeocmasgnsiowuii coboti HADOP Memod08 U NPUeMos8 no YNPasieHuro coooll,
obecneyusaroujeli Ippexkmusroe 00CMuUNCeHUss TUUHBIX Yeael, Ymodbl ONMUMATLHO U CO CMBLCIIOM
UCNOIb308AMb CB80€E BPEMS — IMO ...

a) CaMOUJICHTU (DUKAITHS;

0) camooOaanue;

B) CAMOMEHEIKMEHT;

') camopeau3alus;

3aoanue 1.2.2. Ilpeomemom camomeneoOHcMeHma a6 semcs.

a) pyTuHHas padoTa, CrelUaM3UpOBaHHAS JCSATEILHOCTD, MOJIOTOBKA 3aKa30B, YaCTHBIC
BOIIPOCHI;

0) ompenerneHue LENEBBIX CTPATErHid, 3ajJa4 OpPraHM3aLWH; 3aJadud 0co00¥ BaXHOCTH M
pHICKa, HECTaHIAPTHBIE 3a/1a41; KOHTPOJIb U YYET PE3yIbTaTOB TPY/IA.

B) TIpOIIECC IIEJICHANPABICHHOTO W TIOCJIEIOBATEIILHOTO YIIPABICHUS ESTEIHHOCTHIO
YelloBeKa KaK WHIWBU/A, CYOBEKTa, JIMIHOCTH;

I') IeJeBble W TIOUICPKUBAIOIINE JCHCTBUS, WHHOBAIlMM W HOBOBBEICHHS, CO3IaHHC
OOIIECTBEHHBIX OPTraHOB YIIPABIICHUS.

3aoanue 1.2.3. Obvexmom camomeneo’cmMenma A6IAemcsi:

a) (usmosormueckoe, TCUXOJOTHYECKOE, HWHTEIUICKTyaJIbHOE OOCCIICYeHHe OpraHa
YIIpaBJICHUS KaK CII0)KHOW CHCTEMBI, KOTOpPasi IOCTOSTHHO HAXOJUTCS B MpoIecce TpaHCPOPMaIInH;

0) cozepkaHue Tpyda YeJIOBEKa, YNPAaBICHHS COLMUAITBHO-TICUXOJIOTUYCCKHM KIMMAaTOM
TPYIOBOTO KOJUICKTHBA,

B) OpraHu3alMoOHHAas KYJIbTYpPa, MPOIECCHl €¢ CTAHOBJICHUS M Pa3BUTHSI, BKJIA JIMYHOCTH B
OpraHu3aIuio;

I') YeJIOBEK KaK CIIOKHAsI CUCTEMa, KOTOpPasi MOCTOSIHHO HAXOJUTCS B MPOIECCe OCTHKEHUS
1eJIeH ¥ MTPOSIBJICHUHN JINYHOCTHBIX IICHHOCTEH.

3aoanue 1.2.4. Komnemenmuocmo — 3mo ...

a) COBOKYIHOCTh Ka4e€CTB U CIOCOOHOCTEH, KOTOpbIe MPUOOpETAeT YEIOBEK B IMPOIECCE
00y4eHus U paboThI HaJl COOOM;

0) cBoiicTBa JMYHOCTH, SBISAIOIIUMECS YCJIOBUSMH  YCHEIIHOTO  OCYIIECTBICHUS
OTIPEICAEHHOTO POJia ACITSIbHOCTH;

B) BBIJAIOIIHMECS CIIOCOOHOCTH 4YeJlOBEKa, IMPOsBIsSEMbIe B ompeAciéHHOn cdepe
NEATEIBPHOCTH, TIO3BOJISIONIME HA OCHOBE IPUHATHS HECTAHJAPTHBIX PEIICHUH JTOOMBATHCS
BBICOKHX PE3yJIbTaTOB;

I') CHCTEMHOE, Pa3BHBAIOIIEECs B TCUECHUE KU3HHM Ka4eCTBO ICUXUKH, KOTOPOE ONpEaeseT
BO3MOYHOCTh JTOCTIKEHUS YEIOBEKOM O0Jiee BBICOKHX, HE3aypsAIHBIX PE3yIbTAaTOB B OJIHOM HIIU
HECKOJIbKUX BHJIaX JESITEIbHOCTH 10 CPABHEHHUIO C APYTUMHU JIFOIbMHU.

3aoanue 1.2.5. A0pom komnemenyuii 1613emcs...
a) yMEHUS;

0) 3HAHUS,

B) OJIapEHHOCTH;

I') LEIEYCTPEMIIEHHOCTb.

Pazgen 2. TexHoi0rMM OpPraHu3aluMM JUYHOTO TPYJa roCyJapCTBEHHbIX M MYHULIMNAJBHBIX
CITY KAl X
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Tema 2.1. Henenonaraﬂne U IJIAHUPOBAHME B OpraHuvsanuu JUYHOIro Tpyaa
rocy1apCTB€HHbBIX  MYHHIIMIIAJBHBIX CJIYyKalIUX

3aoanue 2.1.1. Cymo ananuza «yeib — cpedcmeoy cOCmoum 6 mom, 4mo.

a) HEOOXOIUMBIE ISl JOCTM)KCHHUS JKeNaeMbIX Leleld cpelncTBa (JIMYHbIC (PMHAHCOBEIE,
BPEMEHHBIE PECYPChI) CPAaBHUBAIOTCS C IPOTHO3UPYEMOM U BOZMOKHOM CUTYallUel;

0) HeoOXoaWMBIC sl JAOCTIIKEHHS JKEJIAaeMbIX IieNiell cpeacTBa (MuyHbE (DMHAHCOBBHIEC,
BPEMEHHBIE PECYPChI) CPABHUBAIOTCS C PEAJILHON CUTYyaluel;

B) HEOOXOAWMBIC ISl JOCTIKECHHS JKEIAaeMbIX IIeNiell cpeacTBa (MMuyHbIE (PUHAHCOBBIE,
BPEMEHHBIE PECYPChI) CPABHUBAIOTCS C JKEJIAaEMON CUTYallUel;

I) HEoOXOoAMMbIE JUISl JOCTMXKEHMS JKENTaeMbIX LeJIeld CpefcTBa HAXOASTCS MpPHU MOMOIIU
HMHBECTOPOB.

3aoanue 2.1.2. Bo3znodicenue omeemcmeeHHOCMU 34 8bINOJHEeHUe pabomsl Ha Opy2oe JIUYO
gmecme ¢ OMEeMCcmMEeHHOCMbIO 30 KOHEUHbIL Pe3yIbmam 6bINOJIHEHHOU 3a0ady — 3Mo..

a) nuddepeHnnanys noJHOMOYUN;

0) pasrpaHnyeHue TOJTHOMOYHNIA,

B) KOHCOJUIAIMS TIOJTHOMOYHIA;

T') JIeJIETUPOBAaHUE MTOTHOMOYHH.

3aoanue 2.1.3. «Eciu 6ce npedmemsl pasmecmumsv 6 nopsioke ux yewrHocmu, mo 80
NpoYeHmos8 YeHHOCmuY NPUXOOUmcs Ha npeomemovl, cocmagnaiowue 20 npoyenmos om ux oouje2o
uucna, 8 mo epems kax 20 npoyenmos yeHHoCmu nPuUxooumcs Ha npeomemol, cocmaeniioujue 80
npoyenmos om ux oowezo yucnay. Januvili NPUHYUN HA3bIBAETNCA ...

a) npunnmn [lapero;

0) npuHIun OpaHKINHA;

B) MPUHIIATT AJIBITHI;

T') MPUHIUI Di3eHxayapa.

Tema 2.2. VYnpasienue BpeMeHeM. CaMOKOHTPOJIb W CAMOOPraHM3aIMS
roCy/IapCTBEHHBIX U MYHHIMNAJIbHBIX CIYKAIMX

3aoanue 2.2.1. Haznauenue memooa nomouHulx Kapwl u ouazpamm (kapm onepayuii)...

a) IUIAHUPOBaHME, KOHTPOJIb M aHAIN3 BpeMeHHOH 53(P(EeKTUBHOCTH COBMECTHOM
NeATeIbHOCTH HECKOJIBKUX COTPYAHUKOB U/WIIN MAallWH;

0) KOJMYECTBEHHBIH aHalmM3 3aTpaT BPEMEHM Ha OCHOBHbIE BHABI paboT U
KU3HenesTenpHoCTH. HarnsaHoe npecraBieHe pe3yibTaToB aHAIN3a;

B) aHAJIM3 MOCJIE0BATEIbHOCTH OCHOBHBIX TPYAOBBIX JEHCTBUI C OLIEHKOM MX BPEMEHHOH,
IIPOCTPAHCTBEHHON U CTPYKTYpHOH 3(pPeKkTuBHOCTH;

I') IJJAHUPOBAHUE U YIPABJICHHUE CIOKHBIMU MPOEKTAMHU, BKIIOYAsl IUIAHUPOBAHME, YUET U
KOHTPOJIb BPEMEHH.

3aoanue 2.2.2. Haznauenue kapm u epaguxoe I anma (kapm coemecmuuix onepayuii)...

a) IUIAHUpOBaHME, KOHTPOJIb UM aHAIW3 BpeMeHHOH 53((eKTUBHOCTH COBMECTHOM
NeATeIbHOCTH HECKOJIBKUX COTPYAHUKOB W/WIIN MalllWH;

0) IUITaHUPOBaHUE M YNPABJICHUE CIOXHBIMU MPOEKTaMH, BKIIOYas IUIAHUPOBAHUE, YUeT U
KOHTPOJIb BPEMEHH;

B) KOJMYECTBEHHBI aHaAIW3 3aTpaT BPEMEHHM Ha OCHOBHbIE BHJIBI paboT U
KHU3HEIEATENbHOCTH. BhIsBIEHNE OCHOBHBIX BPEMEHHBIX TIOMEX;

I) KOJMYECTBEHHBbI aHaaM3 3arpaT BpPEMEHM Ha OCHOBHBIE BHJBl paboOT U
KHU3HenesTenbHOCTH. HarnsaHoe nmpeacraBieHne pe3ynbTaToB aHAIN3a.
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3aoanue 2.2.3. Haznauenue Xponoxkapmet I'acmesa...

a) aHaJM3 MOCJEI0BATEIbHOCTH OCHOBHBIX TPYJIOBBIX JECHCTBUIN C OLIEHKOW UX BPEMEHHOM,
MIPOCTPAHCTBEHHOW U CTPYKTYpHOH 3(pekTuBHOCTH;

0) KOJMYECTBEHHBIM aHANMM3 3aTpaT BPEMEHH Ha OCHOBHbIE BHABI padoT u
KHU3HEIEATSIBHOCTH, BKIIOYAIONINI B 003aTEIBHOM MOPSIKE KAaUeCTBEHHYIO OLEHKY BPEMEHHBIX
3aTpar Mo psily IPOU3BOJIBHBIX KPUTEPHEB;

B) KOJMYECTBEHHBIH aHAIM3 3aTpaT BPEMEHH Ha OCHOBHBIE BHIBI paboT U
KHU3HenesTeNnpHOCTH. HarnsaHoe mpeacraBieHne pe3ylbTaToB aHAIIN3a;

I) KOJNMYECTBEHHBI aHaIM3 3arpaT BpPEMEHM HAa OCHOBHBIE BHIBI pabOT U
KHU3HEIEATSILHOCTH. BEIsSBIEHNE OCHOBHBIX BPEMEHHBIX TIOMEX.

3aoanue 2.2.4. Cnucox «NpuHyuno8 NpusiekameibHoCmuy  (ammpakmueHoOCmu)
NPeonoAHCUN:

a) Anen Ilw;

6) Hopman I1u;

B) AneH JleiikeH;

r) Tomac Jleonapz.

Pazgen 3. Ilcuxodusmosioruss Tpyaa W opraHu3ainusi padodero mMecra rocyJapCcTBEHHbIX H
MYHUIMIAJIBHBIX CIYyKalluX

Tema 3.1. IIcuxosoruss W (PU3MOIOTUA OPraHM3alMU JIMYHOIO TpPyAa
rocy1apCcTBEHHbIX H MYHHIMNAJbHBIX CJIYKAIIUX

3aoanue 3.1.1. Pabomocnocobnocms — 3mo...

a) CBOHCTBO UYEJNOBEKAa HA MPOTSDKEHUH JUTUTEIBHOTO BPEMEHH W C ONpEACIEHHOM
3¢ (HEKTUBHOCTHIO BHITIOIHATh MAKCUMATILHOE KOJIMYECTBO (DU3UUYECKON MM YMCTBEHHON pabOTHI;

0) HamMuMe pe3yNbTaTOB, HUTOTOB TPyJa, KOTOPhIE MOTYT OBITh TMO3UTHBHBIMHU
(3arymaHUpPOBAaHHBIMHM ) UJTM HETaTUBHBIMU (HEOKUAHHBIMH ),

B) CBOICTBA, XapaKTEPH3YIOIIUEC KOJIUYCCTBEHHYI0 W3MEHYHMBOCTh TpyAda Kak 3a CU€T
W3MEHEHHsI JUTUTEIILHOCTH pabodero BpeMeHH (IKCTEHCHBHBIC IIOKA3aTeliM), TaK M 3a CYET
M3MEHEHHsI CKOPOCTH BBITIOJIHEHHS PabOUmX orepanuii (MHTCHCUBHBIC TIOKA3aTeIN );

I') XapaKTEepUCTHKAa TPYIOBOTO TpOIIecca, OTpa)karomasi MPeuMYIIeCTBEHHYIO Harpy3Ky Ha
IHHC, t.e. ompexaemnsieTcss HEPBHBIM, IICHXOAMOIIMOHAIBLHBIM HAINPSHKCHUEM, JUTUTEIBHOCTHIO U
WHTCHCUBHOCTBIO UHTEIUICKTYaIbHON HArPy3KH.

3aoanue 3.1.2. Pabomocnocobnocms uenoseka kaxk cyovekma mpyoa paccmampusaemcs Ha
MpEX YPOBHSX ...

a) 5KOHOMHYECKOM, IMOBECHYECKOM, MOP(HOIIOTUYECKOM;

0) Mopho(HHU3HOIOTUYECKOM, TTICUXOJIOTHUYESCKOM U TTOBEJCHYCCKOM;

B) MOBEIEHYECKOM, SKOHOMHUYECKOM, IICUXOJIOTHIYECKOM;

r) OuonornyeckoM, MOp(hohu3N0IOTHIECKOM, TICUXOJIOTHIECKOM.

3ao0anue 3.1.3. Ilpamwvie (npogpeccuonanvuvie) nokazamenu  pabomocnocooHocmu
xapaxkmepuzyom...

a) CIOCOOHOCTh YeJOBEKa K BBHIMOJTHEHUIO KOHKPETHOM EATEIbHOCTH B paMKaX 3aJlaHHBIX
BPEMEHHBIX JINMUTOB U MapameTpoB 3(hHeKTUBHOCTH;

0) Tekyiee (YHKIIMOHATBLHOE COCTOSHUE OPraHu3Ma, €ro pe3epBHbIE BO3MOXKHOCTH U
yYpOBEHB aKTUBAIIMU MPOPECCHOHATHFHO 3HAYMMBIX TICUXUYECKUX () YHKITHIA;

B) CBOMCTBO (YHKIIMOHATBHBIX CHCTEM 4YeJlOBEKa O0ecleuynBaTh €ro JUHAMHYECKYIO
YCTOWYHMBOCThH B BBITIOJHEHUU MPO(ECCHOHANBLHOM 33a/jaui B T€UEHHUE ONpeAeIEHHOTO BPEMEHH U C
3aJJaHHBIM KaueCTBOM;

r) 3QPEeKTUBHOCTh U HAJEKHOCTH BBITIOTHEHHS TPYAOBBIX 3a7ad (OTAETBHBIX JCHCTBHIA,
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oriepanuii) B peajJbHOl e TeNTbHOCTH WK MIPH PEHICHUN «Pad0YHX TECTOBY.

3aoanue 3.1.4. Kocgennvie ((hynkyuonanvmvie) nokasamenu ompaxicaiom ...

a) CIIOCOOHOCTDH YeNOBEKa K BBITIOJHEHUIO KOHKPETHOM JEITEIBHOCTH B paMKax 3aJaHHBIX
BPEMEHHBIX JIMMHUTOB U MapaMeTpoB 3(H(HEeKTUBHOCTH;

0) Tekymee (QYHKIMOHAIBHOE COCTOSIHME OpraHM3Ma, €ro pe3epBHBIC BO3MOXKHOCTH M
YPOBEHb aKTUBAIMH MTPO(ECCHOHATHFHO 3HAYUMBIX TICUXUYECKUX (PYHKITUI;

B) CBOWCTBO (PYHKIIMOHAIBHBIX CHCTEM 4YeJOBeKa OOeCreyrBaTh €ro JUHAMHUYECKYIO
YCTOMYMBOCTD B BBIMOJIHEHUH NPO(PECCHOHATBHON 3a7auil B TEUYCHHUE OTPEACIEHHOTO BPEMEHH U C
3aJJaHHBIM KaueCTBOM;

r) 3(HeKTUBHOCTD M HAAEKHOCTH BBHIMOJHEHUS TPYAOBBIX 3aaad (OTAETBHBIX JEHCTBHIA,
oTiepanuii) B peaJbHOM NesATeNbHOCTH HITH MTPH PEICHUN «Pab0UYMX TECTOBY.

Tema 3.2. Opranmuzanusi pabo4yero NpoCTPAHCTBA M MHIAMBHUAYAJIbHBIX Pa00YHX MeCT
roCy/1apCTBEHHbIX 1 MYHHMIHNAJIBHBIX CJIYKAIIMX

3aoanue 3.2.1. Pabouee mecmo 2ocyoapcmeeHH020/MYHUYUNATIbHO2O CILYHCAULe20 COCOUM
u3 mpex (pyHKYUOHANbHbIX 30H....

a) 30HbI MUTaHUs, pabouell 30HbI, 30HbI OT/bIXA;

0) 30HBI OT/IBIXA, 30HBI KOPPECTIOHECHITINHN, 30HBI PAOOTHI;

B) paboueil 30HbI, 30HbI KOMMYHUKAIIUN, 30HBI OT/IbIXA;

T') 30HBI TUTAHUS, 30HBI OTIBIXA, 30HBI TPY/a.

3aoanue 3.2.2. Hayxa 06 yoobcmee, 00 opeanuzayuu paboyeco npocmpaHcmeda O
KoMghopmHo2o u d¢hghexmuernoco mpyoa pabomuuxa, uUcxoos u3 QuU3UYECKUx U NCUXOLOSUYECKUX
0COOEHHOCMEll Yel08eUeCK020 OP2AHUBMA — HMO...

a) DProJIoTHs;

0) penaKcoorus;;

B) 9PTOAPKOHOMHUKA;

') 3prOHOMHKA.

2.1.5. OueHuBaHUe HAYYHOIi cocTaBJisiiomiei (pedepar, cTaThs)

[Toxa3zaTenu oleHKU Kputeprnu onenku Bayiet (max)

1. HoBuzna - aKTYyaJIbHOCTb MPOOJIEMBI M TEMBI; 2
peheprpOBaHHOTO TEKCTa - HOBHM3HA M CaMOCTOSTENILHOCTD B TIOCTAHOBKE IPOOJIEMBI, B
(hopMynHpPOBaHUN HOBOT'O aclieKTa BRIOPAHHOM [T aHAIH3a

po0IeMEl,
- HAJIMYHE aBTOPCKOU MO3HIMHI, CAMOCTOSATEIBHOCTh CYXIICHUH.
2. CTeneHp pacKpBITHA - COOTBETCTBHE IIaHa TeMe pedepara; 3
CYITHOCTH IPOOIEMBI - COOTBETCTBHE COJEPKaHUs TeMe U IlaHy pedepara;

- TIOJTHOTA ¥ TITyOMHA PACKPBITHS OCHOBHBIX MOHATHH IPOOIEMBI;
- 000CHOBaHHOCTB CIIOCOOOB U METOZIOB pabOTHI C MaTEPHAIIOM;
- yMeHHUe paboTaTh ¢ IUTEPATYPOH, CHCTEMAaTH3UPOBATh U
CTPYKTYpPHpPOBaTh MaTepHa;

- yMeHHe 000011aTh, COMOCTABIATH PA3JIMYHBIC TOUYKH 3PEHHS 110
paccMaTprBaeMOMY BOIIPOCY, apIyMEHTHPOBATh OCHOBHBIE
TIOJIOYKEHHS M BBIBOJIBL

3. OGOCHOBaHHOCTH - KpyT, TIOJTHOTA MCIOIB30BAHMUS INTEPATYPHBIX HCTOYHHKOB I10 2
BBIOOpA MICTOYHUKOB npobieme;

- IPUBIICYEHUE HOBEUIIINX paboT 1m0 mpobieme (3KypHaIbHBIC
MyOJIMKaNWK, MaTepraibl COOPHIKOB HAYYHBIX TPYIOB U T.1.).

4. Cobmonenne - IpaBIIIbHOE O(hOPMIICHNE CCHUIOK HA MCIONB3YEMYIO 2
TpeOOBaHU K JUTEpaTypy;
o(hopMIICHHIO - TPaMOTHOCTb U KYJIBTYPa HU3JI0KCHUS;

- BIIaJICHUE TEPMHUHOJIOTHEH U MOHATHIHHBIM aNIapaToM
po0JIeMBl;
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- cobmmoreHne TpeboBaHmi K 00beMy pedepara;
- KyIbTypa oopMIICHHS: BbLIeNCHHE a03aleB.

5. I'paMOTHOCTB - otcyTcTBUE OpdhorpaduuecKux U CHHTAKCHYECKHUX OIIHOOK, 1
CTHUITCTHYECKHUX MOTPEITHOCTEH;
- OTCYTCTBHUE OIEYATOK, COKPAICHUH CIIOB, KPOME
OOIIETIPUHSATHIX;
- JIUTEPATYPHBIN CTHIIb.

Uroro: 10

INPUMEPHBIE TEMbI PE®EPATOB JIUIS1 ITPOBEPKHU YPOBHS
COOPMHUPOBAHHOCTHU KOMIIETEHIIHN

1. TocymapcTBeHHass ¥ MyHHLIMIAIbHAs CIyk0a Kak ocoOblii BUI Mpo(ecCHOHATBLHON
JeSTeTbHOCTH.

2. OcobenHocTr (OPMUPOBAHHS U COCTAB COBPEMEHHOH OIOpPOKpATHH.

3. Commonornyeckuii W TMPO(ecCHOHATBHBIA MOPTPET COBPEMEHHOTO 3((HEKTHBHOTO
YHHOBHUKA.

4. MoTHBalMOHHBIE MeXaHU3MBI COBEPIIECHCTBOBAHHUS rOCyIapCTBEHHOM "
MYHHMIMIIAIBHOU CITY>KOBI: OTIBIT U TPOOJIEMBI.

5. DddexTuBHBIE TOCYHapCTBEHHBIE M MYHHIIMITAJIbHBIE MEHEIDKEPBI: KTO OHH W Kak
TOCTHUTIIH ycreXa.

6. JenoBble ¥ TpodecCHOHANBbHBIE KAueCTBa BBICHIMX IIAPCKHUX YHHOBHHUKOB:
cpaBHMUTEeNbHAs XxapakTepuctuka ( Burre, Cronbinun, KokoBues u ap.)

7. JenoBble W TpodecCHOHATBHBIE KAuyeCTBAa BBICIINX JOJDKHOCTHBIX JIMI[ COBETCKOM
HOMEHKJIATYpBI: CPABHHUTEIIbHAS XapaKTEPUCTHKA.

8. CounuanpHO-CTaTyCHOE M IPAaBOBOE IOJIOKEHUE TOCYAAPCTBEHHBIX U MYHUIUIAIBHBIX
CITyKaIlHX.

9. TIlpakTuka HEeWCTBUS OTPAaHUUYCHUH, CBA3AHHBIX C TOCYIAPCTBEHHOW W MYHHUIUTIATBLHOMN
CITyKOOM.

10. OTBETCTBEHHOCTh T'OCYAAPCTBEHHBIX U MYHMLMIAIBHBIX CIYKALIUX U MEXaHU3MBI €€
peanu3anyy B IPAKTUKE JEATEIbHOCTH OPIaHOB BIIACTH.

11. HpaBCTBEHHO-3TUYECKHE HOPMBI M KOJEKCHl IOBEJCHUS MYHULMNAIbHBIX U
rOCyJapCTBEHHBIX CIYXKaIlHX.

12. TIpodeccroHampHOE YHHOBHHYECTBO B 3apYyOEIKHBIX CTpaHaX.

13. Ilpodeccuonanuszm roCyJapCTBEHHBIX u MYHUILMATIbHBIX YMHOBHHUKOB:
XapaKTepUCTUKA, KPUTEPUU U IPOOIIEMBI.

14. XapaxTtepucTuka Nnpo(ecCHOHAIBHOIO MOPTPETAa COBPEMEHHOIO IOCYIapCTBEHHOIO U
MYHULUNAIBHOTO CIIYXKAIEro: JIy4lIe YepThl U IPOTUBOPEUUBOCTb.

15. Kpurepun 3¢ ¢heKTUBHOCTH AEATENbHOCTH MYHMLMIAIBHBIX CIIY)KAIUX: OCHOBHbBIE
MIOJIXObI U OTIBIT IPUMEHEHHUS.

16. Hackonbko 3(deKTuBHBI COBpEMEHHbIE CHOCOOBI M MEXaHU3MbI OLIEHKH JI€JIOBBIX
Ka4eCTB IOCYJAPCTBEHHbBIX 1 MYHULIUIIAIBHBIX CITyXKalllUX.

17. dopmupoBanue MOJIeNIN npodeccnoHaIbHO-KOMIIETEHTHOTO paboTHUKA
roCyJapCTBEHHOTO ammapara, myTd 1 GopMbl ee pean3aluy.

18. Ilcuxonoro-nenarornyeckue (HakTopsl MOBBIMEHUS 3((PEKTUBHOCTH AEATEIbHOCTH
rOCyJapCTBEHHBIX 1 MYHULIUIIAIBHBIX CITyXKaIlUX.

19. Mcropus craHOBIIEHUS NTEPCOHAILHOTO MeHeDKMeHTa B Poccun.

20. TaiiM-MeHeJUKMEHT, ero 3Ha4€HHUE B IUIAHUPOBAHUU PAOOTHI.

21. Tlornoturenu BpemeHu. CrocoObl MUHUMU3AUHN HE3(P(PEKTUBHBIX pacXxo/10B BPEMEHH.

22. XpoHOMeTpax Kak CHUCTeMa y4eTa U KOHTPOJIA PacXoJ0B BPEMEHHU.

23. Anamu3 nuuHo# ¢dexkruBHoCcTH. Kitaccudukanus pacxoa0B BpeMeHH.

24. KoHTEKCTHOE TIaHuPOBaHUE.

25. Metoa CTpyKTYpUPOBAHHOTO BHUMAaHMS M TOPU3OHTHI ITAHUPOBAHMSL.

26. Cucrema IUTaHUPOBAHMSI Ha OCHOBE METO/1a CTPYKTYPUPOBAHHOTO BHUMAHUSI.
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27. Cytb 0030pa 33734 B TAIM-MEHEDKMEHTE, MHCTPYMEHTHI CO3/1aHust 0030pa.

28. PaccraHoBKa MPUOPHUTETOB B TAaliM-MEHEIKMEHTE.

29. 3akon Ilapero. Hcnonb3oBanue mpunnuna 80/20 mpu opraHu3alMy TUIAHUPOBAHHS
JIMYHOTO BPEMEHHU.

30. ABC-xponomertpax. [Ipuopuresanus 3a1a4 Ha 3Tane yuera pacxol0B BpEMEHH.

31. I'pamoTHOe pacmpeneneHue paboueil HArpy3KHM Kak OCHOBa ycmexa W 3(QQeKTHBHON
paboTHI.

32. PaboTocrocoOHOCT 4YenoBeKa © OWOpPUTMBEL. BiusHHE CYTOYHBIX pPHUTMOB Ha
pacnpeseneHue paboueit Harpy3KH.

33. IIpaBuna oprann3anuu 3)(HEKTUBHOTO OTIIBIXA.

34. MeToapl CAMOHACTPONKH Ha PEIICHHUE 3a/1a4.

35. CamomoTHBanms Kak 3pPeKTHBHOE pelIeHne OOJIBIINX TPYAOEMKHUX 3aj1a4.

36. JleHb U MOBBIIICHHUE JINIHOH d(PPEKTHBHOCTH.

37. T'ubkoe n xecTKoe TUTaHUpoBaHKe BpeMeHn Ha MS Outlook.

38. ba3oBbie HaBBIKH TaiiM-MEHEKMEHTA.

39. [Mpuumnnb! HeIPHEKTUBHOCTH B OPraHU3AIUHU JTTIHOTO BPEMEHH.

40. TIpuHOUIIBI TEKYIIETO TTAHUPOBAHHSL.

41. «Martpuia DizeHxay’pay.

42. MHOr03a/1a9H0CTh KaK MHCTPYMEHT MEHEKMEHTA.

43. TlpeumymiecTBa U OCHOBHBIE TPHHIIMIIBI JICTIETUPOBAHHS.

44. Tlcuxosornyeckue NpUYUHbI HEAPPEKTUBHOTO TaHM-MEHEHKMEHTA.

45. Mo3roBoif ITYpM B MPaKTUKE TaiM-MEHEIKMEHTA.

IIpumepHasi TeMaTHKa HAYYHBIX PadoT

1. TlpaBuia u TEXHOJIOTHH yrpaBieHus BpeMeHeM (TaiM-MEHEKMEHT: MIIaHUPOBAHUE U
KOHTpOJb BpeMeHu. [lonstue BpemeHu, npuuuHbl ero naepuuurta. IlpaBuna Hauvana [aHS.
[Ipeononenue TPyAHOCTEH, CBS3aHHBIX C TaliM-MeHemKkMeHToM. [IpaBwiia 3aBepiieHus pabodero
nHs. PeKoMeHIauu 1o oOpaIieH o ¢ He MyHKTYaJ bHBIMH JIFOJIbMH ).

1. ®yuknum taiimM-mMenemkMenTa (TaliM-MEHEKMEHT: CYIIHOCTh, 3aJa4d W PUHIIMIIBL.
[Ipyuuubl  nepunuTa BpeMEeHH. «30JI0TbIE» MPOMOPUUU  IUIAHUPOBAHUS BpPEMEHHU:  €ro
WHBEHTApHU3alUsl, <IOTJIOTUTENN», IIOCTAHOBKA LeidM. TeXHHWKa aHaiu3a CIOXKHOCTH 3ajad.
JlenerupoBanue mosHoMounii. HGopManmoHHass KOMMYHHUKAIIKS).

2. Taiim-menemxmenT (TaliM-MeHEDKMEHT KaK TPEHUPOBKA KOHTPOJIS HaJl KOJUYECTBOM
BpEMEHH, MOTPAuYCHHBIM HAa KOHKPETHBbIE BUIBI ACSITEILHOCTH, OLIEHKA €r0 POJIM B MOBBIIICHUH
3bGEeKTUBHOCTH U MPOIYKTUBHOCTU pabOThl. AHANIM3 HCIOJB30BaHUA pabo4yero BPEMEHH.
CTpyKTypa ¥ IPUHIUIIBI TAHM-MEHEDKMEHTA).

3. Taiim-meHemkMeHT (YTpaBieHHEe BPEMEHEM KakK JIEHCTBHE HJIM IPOILECC TPEHUPOBKH
CO3HATEJILHOTO KOHTPOJS HaJ KOJMYECTBOM BPEMEHH, MOTPAYEHHOTO HAa KOHKPETHBIC BUJIbI
NesTenbHOCTH. VcTopust M3ydeHHs HayKd PO YIpaBlIeHUE BpPEMEHEM, €€ CTPYKTypa. AHanu3
UCIIOJIb30BAHUS pabOUYero BPEMEHN).

4. WckycctBo nenerupoBanusi paboTel (DPGEKTHBHOCTh OT HAJCICHUS TOJTHOMOYHSIMH.
[TpotuBoaeiicTBHE HHPOPMAITMOHHOMY TIpeccHHTy. OnpeneieHre KOHTPOJIbHBIX TOUEK).

5. OOyyenue ymparieHuio BpemeHeM. (MHCTpYKTHpOBaHHE TMEepCOHANa OpPraHU3alUH.
MOHUTOPHHT, OIIEHKA U ToiBeeHHe UTOToB. CpecTBa M OpraHu3aIus).

6. CamMOMEHEIKMEHT  CHEeIHaINCTa TOCYIJApCTBEHHOW  MYHMIIMIIATBHOW  CIIY>KOBI
(UccnenoBanne OCHOBHBIX TpaBUI W (DYHKIMHA TaliM MEHEPKMEHTA, TEXHHUKH TMPaBUIBHOTO
WCIOJIb30BaHUsI BpeMeHH. PeamncTuyHoe TutaHupoBaHue pabodero BpemeHu. CHcreMaTu3anus
3aJlaHUi MO0 BAXXHOCTH M ouepenHocTu. Opranuzaius pabodero aHs. CoriacoBaHHE IUIAHOB BO
BpPEMEHH).

7. MoTuBaiusi ¥ CaMOMOTHUBAIIHSI: HHCTPYMEHTBI U TIPUEMBI.
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8. IlmanupoBaHue paboyero BPEeMEHH PYKOBOJIUTEINS TOCYNAPCTBEHHOW MYHHMIIMIAIBHOM
cnyxObl  (CymHOCTh IUIAaHMpPOBaHUS pabodero BpemeHU. OddekTHBHOE OOy4YeHUE TaiiM-
MEHEUKMEHTY. AHaIu3 IUIAaHUPOBaHUs paboyero BPEeMEHHM PYKOBOAMTENS Ha IpHUMEpe
rOCY/IapCTBEHHOW MYHUIIMTIATBHON CITY’KOBI U pa3paboTKa pEeKOMEHJAIMH 10 er0 ONTHMH3AIUH.
[MpuunHb! geduIKMTa BpDEMEHH U €0 HHBEHTAPU3AIIHS).

9. VmpasieHue BpeMEHEM PYKOBOJHUTEINS B COBpeMeHHOM opranu3anuu ([LnanupoBanue u
3P PEeKTHBHOCTS paboyero BpeMEHU PYKOBOIUTENS. AHAIU3 HCIOJL30BAaHUS BpeMEHH B pabote
MeHeKepa, ero OMOJOTHYECKHd pUTM U MUKK paboTocnocoOHocTH. DoTorpadus pabouero THS U
XpoHOMeTpaK. DaKkTopbl COKpamleHHs MoTeph padoumx uacoB. [IpwumHbl aedunuTa BpemeHH,
OCHOBHBIE METO/Ibl TAHM-MCHE/PKMEHTA B OpPraHU3alny).

10. DddexTrBHOE WCTOIB30BAaHUE pPAOOUYEro BpEeMEHHM B OpraHax TrOCYAapCTBEHHOM
MYyHUIATIATBEHOHN ciykO0bI ([IpuHIMIB 3P HEKTHBHOTO HCIOIB30BaHHS PA00YETro BPEMEHH, METOIbI
ero ydera u u3MmepeHus. OIeHKa IMpolecca pacxoJ0BaHMs W TMOTEPH BPEMEHU B 3apyOCKHBIX H
OTEYECTBEHHBIX OpraHm3anusx. [IpuMeHeHWe WHCTpYMEHTapus TailM-MEHEIDKMEHTa  JUIs
ONITHMHU3AIMH TPYAOBOTO TPOIECCa).

11. PanuonanpHast opraHu3anus Tpyaa pykoBogutens (Kmaccudurarop 3arpar wu
dotorpadust paboyero BpeMeHU. AHAIU3 COOTBETCTBUS (PAKTUUECKUX 3aTpaT BPEMEHH
BEIMONTHIEMBbIM  (pyHKIMM. OcHOBHBIE (pakTophl momeXx. IlmaH OpraHM3aIlMOHHO-TEXHUYECKUX
MEPOTIPUSATHI MO YIYUIISHHIO UCTIOJIb30BaHUS pabOYero BpEMEHN HaYaIbHUKA).

12. Metoasl moBbItIeHUsT 3)(HEKTUBHOCTH KCIOb30BaHus pabouero Bpemenu ([lonsrtue,
CTPYKTypa M 3HaueHHWe padouero BpemeHH. [IpuHIUIBI ero 3¢p(EeKTHBHOTO HCIOJb30BaHUS,
OCHOBHBIE METOBI YUeTa U U3MEPEHHS. AHAIIN3 UCIIOJIB30BaHU Pab0UYero BpeMEeH! Ha TpuMepe. ..
MeponpusTrs, HapaBIeHHbIC HA ONTUMH3AIIUIO JICITEIbHOCTH MEePCOHAA).

13. Ananu3 3¢ (heKTHBHOCTH HCIOJB30BaHUs pabodero BpeMenu (TeopeTnyeckne acreKThl
aHaJin3a paboyero BpeMeHU. AHAIN3 UCIOIb30BaHUsI pabouero BpeMeHu Ha npumepe... PazpaboTka
U MPaKTHYECKOe BHEIPEHHE PEKOMEHIAIUI 10 CHUKEHHIO 3aTpaT pabodyero BPeMEHH, OLIEHKa MX
npakTu4eckoi 3ppekTHBHOCTH).

14. Opranumzanus pabodero Bpemenu (KosdduimeHt mepepslBOB BpeMEHH Ha OTIBIX U
JUYHbIE HAIOOHOCTH, MOTEPh BPEMEHH M3-3a HapYLIEHUH pexXxUMOB paboThl. OnpeeneHre CTerneHu
HKCTEHCHUBHOCTH HCHOJIb30BaHUS pabodero BpeMeHU. AHaJIU3 HCIOJIb30BaHUS PabOuero BpeMeHU
0 XapakTepy ACATSIbHOCTH PAOOTHUKOB).

15. Ananu3 motepb pabouyero BpeMEeHH M pa3paboTKa peKOMeHIanui 1mo 3¢pGEeKTHBHOMY
UCIIOJIb30BaHUI0 pabouero Bpemenu (TaiiM-MeHeHKMEHT Kak (akTop moBblieHus 3)GEKTUBHOCTH
Tpyda B OpraHu3alud. AHaIM3 HCIOJIb30BaHHMA pPAaOOYero BpPEeMEHM Ha IpUMeEpe..., OICHKa
crnenuguKy yrpaBieHus BpeMmeHeM. [IpennoeHuss Mo COBEPIIEHCTBOBAHUIO KOPIIOPATUBHOTO
CTaH/IapTa M0 YIPaBJICHUIO BPEMEHEM).

16. I[InanupoBaHMe BPEMEHU PYKOBOJIUTENS TOCYNAPCTBEHHOW MYHUIIUIAIBHOU CITY>KOBI
(OyHKIMK TIAHUPOBAHMS B OpraHax TOCYAapCTBEHHOW MYHHIUMAIbHOW CIyKObl. OCHOBHBIC
o0s3aHHOCTH pyKoBoauTens. OpraHuzaius TpyAa PYKOBOIUTENS, IUIAHUPOBAHHUE €r0 BPEMEHHU.
PekoMeHmamuu Ans cocTaBieHUs] HeAETbHOro IuiaHa. [ImaHupoBaHue BpeMEHH CIEIHANIMCTa, €ro
0053aHHOCTH).

17. MeToabl KOHTPOJIS KCHOJIB30BaHKsl pabouero BpemeHH (CyIIHOCTh 1 OCHOBHbBIC 3a1a4H
yuyera pabouero BpeMmeHU. OCOOEHHOCTH IUIAHUPOBAHMSA U paclpelesieHus pabodyero BpeMeHU
pyKoBoHTElNs. YIIpaBieHHe pabouuM BPEMEHEM, €r0 KOHTPOJIb).

18. Tousatre Oamanca pabovyero BpeMEHH B TOCYIapCTBEHHOW ciyxbe (AHamu3
UCIIONIb30BaHUsI paboyuero BpPEeMEHH Y CIEHHAINCTOB TOCYIapCTBEHHOU/MYHHIIUIIATBEHON CITyXObI
Ha npuMepe... YTIyOIeHHOE UCCIIeI0BaHIE IPOOIEMBI).

19. Bpemss pykoBoAMTENs MYHHIMIAIbHOTO Xo3siictBa (PaGodee Bpems: moHsATHE,
CTpYKTypa 1 3HadeHue. OCHOBHbIE MPUHIUIBI 3((PEKTUBHOTO HCIIOJIB30BaHMs Paboyero BpEeMeHH.
[TpuunHbBI NOTEPh U pallMoHaTK3aus pabodero BpeMeHu. [Ipo6iiemMbl, Melaromniie paiuoHaaIbHOMY
UCIIOJIb30BAHUIO paboyero BpeMEH! PyKOBOIUTEIS).
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2.1.6. OueHuBaHNe UHAUBUIYATbHBIX 3a1aHUH

B pamkax camocTosITenbHON pabOThl MO M3YYEHHIO YU4E€OHOW MUCHMIUIMHBI «OpraHu3arus
JIMYHOT'O Tpyada rocyaapCTBE€HHOIO u MYHUIIMITIAJIBHOT'O CJIy>Kamero» JJISA IIPOBCPKHU
C(bOpMI/IpOBaHHOCTI/I KOMHGTCHHI/Iﬁ O6yanOIHHCC$I BBIIIOJIHAKOT JBa HWHAWBUAYAJIbHBIX 3aJaHUA,
Ka)KJI0€ U3 KOTOPBIX OlleHUBaeTcs B 4 Oana.

4 6ama (OTIMYHO) CTABUTCS, €CITU O0yIAFOIIIHIACS :

1) BBINOJHII MHANBUIYAIBHOC 33J[aHUE B TIOJIHOM 00BEME;

2) TpOSIBUI BBICOKMH YPOBEHb CAMOCTOSATEIBHOCTH UM TBOPYECKUH TMOJXOJ K €ro
BBIIIOJIHCHUIO.

3 Gayua (XOpoIo) — WHAUBUAYAIbHOE 3aJaHKE BBITIOJHEHO B TOJHOM OOBEME, MMEIOTCS
OTJEeNIbHBIC HEIOCTATKU B 0(OPMIICHHH MTPECTaBICHHOTO MaTepHraa.

1-2 OGamna (ymOBIETBOPHUTEIBHO) — 3aJaHWE B IIEJIOM BBHITIOJIHEHO, OJHAKO HMEIOTCS
HCOOCTATKU IIPU BBIMOJIHCHUH OTACIILHBIX Pa3aCIOB (qaCTeﬁ) 3aJaHus;, UMCIOTCA 3aME€4YaHUuA I10
ohOopMIIEHHUIO MaTepHara.

OO6yuaromuiicsi He MoJy4yaeT Oa/uioB (HEYAOBJIETBOPUTEIBHO), €CIU 3aJaHUE BBITOJHEHO
JIMIIb 9aCTU4YHO, UMCHOTCA MHOT'OUYMCJICHHBIC 3aMC€YaHus 110 O(bOpMJ'ICHI/IIO Marcpuaia.

NumuBunyansHoe 3aganue Ne 1. [Toctpoenue nepeBa nemneu.
WunuBuayansHoe 3aganue Ne 2. @ororpadust pabouero aHs.

BOITPOCHI K 3AYETY
IO YYEBHOM JUCIHUIIJIMHE «OPTAHU3AIIAS JIMYHOT' O TPYJIA
IFroOCYJAPCTBEHHOI'O U MYHUIIUITAJIBHOT' O CJIYKAILHEI'O»

1. Ha3zoBure mnpu3HAKK, XapaKTEPU3YIOIIME JIEATEIBHOCTh TOCYAAPCTBEHHOTO H
MYHHIIMIIAIBHOTO CITYXAaIero.

2. K Kkakoil KaTeropum IepcOoHajda OTHOCATCS TOCYJapCTBEHHbIE M MYHHUIIMIAIbHbBIC
ciyxarue?

3. Kakue xapakTepUCTUKH TMPUCYUIHM TPYAy TOCYAAPCTBEHHBIX M MYHHUIIMIAIbHBIX
CIyXKamux?

4. TlepeuncnauTe OCHOBHBIE JIEMEHTHI OPraHU3alMU TPYAA.

5. Ha3zoBure npu3Haky, OTIUYAIONIME OPraHU3alUI0 TPyAa B CUCTEME TOCYJapCTBEHHON U
MYHHUIMITAIBHOM CIY>KObI OT OpraHu3aluy Tpya BOOOIIIe.

6. Kakue oTiiMuusi UMEIOT YNpaBiICHUYECKHE MPOIECChl B OONACTH OpraHu3aluu Tpyaa B
CUCTEME rOCYIapCTBEHHON U MYHUITUTIATBHON CITYKObI?

7. Kakuwe 3amaum pemaer opraHu3anus Tpyda TOCYAAPCTBEHHBIX M MYHHIIMIIAIbHBIX
CIy’KalluX KaK QYHKIHs yIpaBieHus?

8. HazoBure Hambonee 3HAYUMBIE DJIEMEHTHI CHUCTEMbl OpraHu3alud  Tpyda
rOCy/IapCTBEHHBIX U MYHHUIIMITATBHBIX CITYXKAIIHX.

9. JIns 4yero rocynapcTBEHHOMY/MYHUIIUIIATHLHOMY CIYKalleMy HE0OXOIUMO MPUMEHSThH
METO/Ibl IEPCOHAIBHOIO MEHEIKMEHTA?

10. Ha3oBuTE OCHOBHBIE PYHKIIMH CAMOMEHEKMEHTA.

11. Ucnonb3yere nu Bl ipuemsl 1ienienonaranus B CBOEH 1€AT€IbHOCTH?

12. Kakas u3 TNpeIOKEHHBIX TEXHOJOTHI IUIAHUPOBaHUSI Kaxkercs Bam Haumbonee
MIPUEMIIEMOIT?

13. Kakne  kommereHmum  HeoOXomumbl  juyHO  Bam  kak  Oymyiiemy
rocyIapCTBeHHOMY/MYHUIIUTIATFHOMY CITyXKamiemy?

14. Yto 03HAYaET BBIPAKEHUE KMBICIUTD LIETAMU»?

15. Ilepeuncnure u pacKpoiTe OCHOBHBIE IPUHIIMITBI TOCTAHOBKHU LEJEH.

16. Bunsl )KU3HEHHBIX IENEeH U KPUTEPUU WX JOCTIDKEHUs. MoxeTe NTu Bbl Ha3BaTh 1-3
caMble Ba)XHbIE 1I€JIM, aKTyaJIbHbIE JUIsl BAC B HACTOsIIEe Bpemsi?
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17. CyTb aHanu3a «eib — CPEICTBON.

18. Tlouemy BaxkHO jAenerupoBarh nojgHomouus? Kakue MOJTHOMOUYMS MOXKHO U HYXHO
JIeJIeTUPOBATH?

19. Kak npaBuibHO ipuMeHsTH npasuiio 80/20?

20. Kakue BU/bI IJIAHUPOBAHUS [IOMOTaeT OCBOUTH cucTeMa benmpkamMmuna @pankinHa’?

21. Kak BsI cocTaBuTe 171aH Ha JI€Hb, UCIOJIB3YS METOI AJIBITBI?

22. Kak cnepyeT paccTaBiiATh IPUOPUTETHI COIVIACHO MPUHLUMITY Dii3eHxayspa? VY nensere
11 Bel noctatouHo BHUMaHUS AeiiaM kaTeropuu B?

23. B 4em 3akirouaeTcs 3a/ladya MHBEHTApU3aIlui BPEeMEHH ?

24. HazoBuTe MeTO/bl MHBEHTapu3aluuu BpeMeHu. KakoBo ux Ha3HaueHue?

25. Ilepeuncnure 3Tanbl ¥ MIar¥ HHBEHTApU3aLlUU BPEMEHH.

26. Kakue Bonpocs! Brl 3aaaute cede 11t moBwimeHus 3pHEeKTUBHOCTH CAMOKOHTPOJIS?

27. Kak cooTHOCSTCS TOHATUS «Maiast 3PpPEeKTUBHOCTHY U «BeTUKas 3PHEKTUBHOCTH)?

28. Kakue cnocoObl MOBBIIICHUS JTUYHON IPPEKTUBHOCTU IMPHU BBINOJHEHUU PYTUHHBIX
onepauuii Bel 3Haere?

29. Kakue W3 «IIPUHIUIOB MPUBJIEKATEIBHOCTH», CHOPMYIUPOBaHHBIX Tomacom
Jleonapnom, kak Bel cuntaere, nomoryr Bam crats nunepom?

30. Kakue u3 pexomenpauuii Anena JleiikeHa Bbl yxe HcHoip3yeTe B OpraHu3aluu
JIMYHOTO TpyAa?

31. Kak «BpIUrpath OUTBY» ¢ COOCTBEHHOM BOJIOKUTOMN?

32. Kak MeHsercs paboTocrnocoOHOCTh uenoBeka? KakoBbI MPUYMHBI  CHIKEHUS
paboTtocrnocobHoCcTH?

33. Kak COXPaHUTh BBICOKYIO paboTOCrOCOOHOCTh u 310pOBbE
roCyJapCTBEHHOMY/MYHUIIMIIAILHOMY CITy)Kallemy?

34. Kak Bbl nonumaerte ycnex? OT 4ero 3aBUCUT AOCTHKEHUE ycrnexa?

35. Kakue nmpaBwia TOCTHKEHUS yCrieXa sIBIIOTCA mprueMieMbIMu 11t Bac?

36. 5. Kakyro *H3HEHHYIO MO3UIMIO0 Ha TEKyleM 3Tane 3aHuMmaete Bri? Kakue crpaxu u
coMHeHus1 Bam npucymm? YMeere im Bel  ux npeoioneBars?

37. Kakume TpeOoBaHUA TPEABSBIAIOTCS K pabouyeMy MeECTy TOCyIapCTBEHHOTro/
MYHULUIAIBHOIO CITyXalero?

38. KakuM f10JKeH ObITh KAOMHET PYKOBOUTEIS?

39. Kak pa3mernarorcs mpeiMeTsl U CpeICTBa Tpyla Ha MMCbMEHHOM CTOJe?

40. Jlyist yero Hy>KHbI 3HAHUSI IPTOHOMUKU ?

41. Kakoe moyio)keHre CIIMHBI TPaBUIIbHOE TIPH paboTe 32 KOMIBIOTEPOM?
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