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IHACIIOPT

®OHJIA OIIEHOYHBIX CPEJCTB IO YUYEFHOM JUCIUIIJINHE

(HauMEeHOBaHUE AUCIUTUIMHBI)

Yupasjenue odbucom

KonTposmmpyembie Koa konTpompyemoi
Ne poHpy A poipy HaumenoBanmue
pa3aebl (TeMbl) KOMIIeTeHIIMH (WU ee
n/m OI[€HOYHOI0 CpeACTBA
U CHHILTHHBI YacTH)
IK-1
1. | Yopasnenue oducom: TK-1.1 CobecenoBanue,
CYIIHOCTb U 0COOEHHOCTH HK-1'2 BBINOJIHEHHUE 3a/JaHUH,
' pedepar, 3ader
2. | Opranuzanus IK-1 CobecenoBanue,
B3aMMOJICUCTBUS U IK-1.1 BBIIIOJIHCHUE 3a0aHU,
MIOJTHOMOYHH IIK-1.2 pedepar, 3ader
3. | Opranuzanus pabounx K-1 CobecenoBanie,
MecT U HH(pOpMaIMOHHO- .
IIK-1.1 BBITIOJTHEHHE 3aJaHNH,
JOKYMEHTAIHOHHOE IK-1.2
o0ecrieyeHue yrpaBJieHus ' pedepar, 3auer
oducom
4. | loKkyMEHTUPOBaHUE B [K-1 CobeceoBanye,
yIpaBIeHUU [K-1.1 .
K-1.2 BBIMTOJIHCHHUE 33 JaHHH,
' pedepar, 3ader
> TK-1 CobecenoBanue
CocraBiieHue u IK-1.1 T
BBIMTOJIHEHHUE 3aJaHHH,
odopMIIeHHE TOKYMEHTOB 1K-1.2 A
pedepar, 3auet
6. | Opranu3zamnus TIK-1 Cobecesiopanie,
JIeTIOTPOM3BO/ICTBA [IK-1.1 y
[K-1.2 BBITTOJIHCHHUE 33IaHHI,

pedepar, 3auer




INEPEYEHDb ONEHOYHbBIX CPEJACTB

Ne | HammeHnoBanue Kparkas xapakrepucTuka IIpencraBienue
n/m| OULEHOYHOro OLIEHOYHOT0 Cpe/ICTBa OLIEHOYHOT0
cpencTBa cpeacTBa
B oHge
1 | CobGecenoBanue | CpeacTBo KOHTPOJISL, OPraHM30BaHHOE KaK Bomnpocer mis
crienuanbHas Oecesa mpenogaBaress ¢ cobecenoBaHUs
00y4aroIuMCs Ha TEMBbI, CBSI3aHHBIC C
M3y4aeMOM NUCLUIUIMHON, U PACCUUTAHHOE Ha
BBISICHEHUE 00beMa 3HaHUH, 00ydJaroerocs 1o
OTIpeIeIECHHOMY pa3zieiy, TeMe, podiieme u
T.IL.
2 | Pedepar [IpoaykT camMmocTosATeIbHOU PabOTHI CTYACHTa, | Tembl pedeparon
MIpeICTaBISAIONINI co00i MyOInyHOoe
BBICTYIICHHE TI0 PEUICHHUIO OTPEICICHHOM
y4eOHO-TIPaKTUUECKOH, yuyeOHO-
HCCIIEA0BATENIBCKOM WIIM HAYYHON TEMBI
3 | 3auer CpencTBo KOHTPOJISI YCBOEHUSI y4€OHOTO Bomnpocsl k 3auery.
MaTepHala JTUCIUILTHHBI KomrmuiekT OnineroB k
3a4yery
Bonpocs 1151 codece1oBaHus
1. Vnpaenenue ogpucom, cywynocmo u ocobennocmu:
1. CymHocTh 1 0COOEHHOCTH YIPABIEHYECKOTO TPY/Ia.
2. CyIHOCTb HOHATHS «MEHEIDKEPY.
3. Kareropum MeHeIKEpOB.

4. PacnpeneneHue CTpaTerHYECKUX, TAKTUYECKUX U ONEPAaTUBHBIX 3aj1ayu yIpaBICHUS

MCKAY KaT€ropusiMu MCHEIXKCPOB

5. Kownmuenmust coBpeMeHHOro oduca.

CoBpeMeHHBIH 0(HUC: CYIIHOCTh, 0COCOEHHOCTH.
30HBI cOBpeMeHHOro oduca: ppoHTODUC, 63K-0HC.
Kiaccsl opucoB, nx XxapakTepucTuka.
CymuHocTs 1 ciennuKa yrpaBiIeHUs OPHCOM.

. [lonsiTue «ynpasienue oprucom.

. Konnenus 5S B cucteme ynpapieHus: oprcom: 3J1eMEHTBI, 3Tallbl BHEIPEHUS.
. Oduc-meHexep: CyIHOCTb MOHSATHS, OCHOBHbBIE TOJKHOCTHBIE 00513aHHOCTH.

2. Opeanuzayus 63aumo0eiicmaus U NOTHOMOYUY NPU YAPABTIEHUU OPUCOM
1. JloKyMeHTBI, periiaMeHTUPYIOME OPTaHU3aINI0 B3aUMOIEHCTBUS U TIOTHOMOYHH.

2. TlonoxeHus O CTPYKTYPHBIX MOJIPa3AeIEHUsIX: CYIIIHOCTh, OCOOEHHOCTH, pEKOMEHAAIINH
o pa3paboTke, CTpyKTypa.
3. Jlo/KHOCTHAS MHCTPYKIUS: CYIITHOCTh, BAPHAHTHI MOJATOTOBKH, MMPAKTUYECKas

3HAUYMMOCTb, CTPYKTYpa. Pactpenenenue GyHKIUI MEXIy MEHEIKEPOM U TIOTIMHEHHBIMHU.

4. Tlpunuunsl pacnpezeneHus GyHKIUN MEXTy MEHeKepaMu U pabOTHUKaMU.

5. Tlpunnuns! opMupoBaHHUs amapara yrnpaBieHHUs.

6. TpebGoBaHus K MOCTPOCHUIO allllapara yrnpaBieHUs MPEANPUITUEM.




7. TIpuHIMTIBI MOTUBHUPYIOIIEH OpraHU3aIuy Tpyaa.

3. Opeanuzayus pabouux mecm u UHGHOPMAYUOHHO-OOKYMEHMAYUOHHOE 0becneyeHue
VApasieHuss 0Pucom:
CymHOCTh U coJiepKaHue OpraHu3alul pabouero Mecta MeHeKepa.

Pabouee mecTto MeHekepa: CyIIHOCTb, 3JIEMEHTHI.
[TonsiTue «opranuzanus pabo4yero Mecta MEHEKEPay.
@DaKTOpBI, OMPEEIAIONINE TPOU3BOACTBEHHYIO CPELY.
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ConeprxaHue 1 OCHOBHBIC ITPAaBHJIa PAIIMOHAILHON OpraHu3aliyi paboyero MecTa

MEHEeDKepa.

6. IlmanupoBaHue pabouyero MecTa MEHeKepa.

7. CymHOCTh TUIAHUPOBAHUS pabOYEro MeCTa MEHEKepa.

8. Cucrembl IIIAHUPOBAHUS TIOMEIIEHU: KaOMHETHAs, 3aJIbHAsl, COTOBAsL.

9. KoHmemnus KOMOMHHPOBAHHOTO Odrca.

10. IpaBuia pacnpeaeneHuH MOMEIICHUH.

11. [IpoekT opranuzanuu paboyero Mecta MeHeIKepa.

12. Iaciopt pabovero MecTa MEHeDKepa: CTPYKTypa, METOMKA pa3padOTKH.

13. ®yHKIMOHAIBHBIC 30HBI pa00Yero MecTa MeHe/pKepa: pabouasi 30Ha, 30Ha COBEIAHUIA,
30Ha OT/IbIXA.

14. TInanupoBaHue 30H paboOYEro MecTa MEHEKEpa.

4. Jlokymenmuposanue 6 ynpasieHuu:

CyIHOCTb ¥ BUJIbI YIPABJIEHYECKUX TOKYMEHTOB.

CyIIHOCTb NOHATUS «YIPABICHYECKUHN TOKYMEHTY.
Knaccugukaius ynpaBieHYeCKHX JOKYMEHTOB.

['pymmbl OpraHu3aliMoOHHO - PaCIOPSAAUTENBHON TOKYMEHTALUN.
PexBU3UTHI JOKYMEHTOB U IIpaBUJIa UX OOPMIICHHS.
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6. CyIHOCTh HOHATHH «IOKyMEHTAJIbHOE 00ECTIEYEHUEY, «ITOKYMEHTALIU»,
«TOKYMEHTHPOBAHUE», «PEKBU3HT.
7. TlpaBuna odpopMieHHS] pEKBU3UTOB YIPABIEHYECKUX JTOKYMEHTOB.

5. Cocmasnenue u oghopmienue OOKyMeHmMos:

CocraBnenue u 0OpMIICHHE OPTaHU3AIMOHHBIX JOKYMEHTOB.
OpraHu3anoHHbIe JOKYMEHTBI: CYIIHOCTh, OCOOCHHOCTH.

VYcTaB: CylHOCTb, BUIBI, CTPYKTYpa, MpaBuia 0hopMICHHS.

CymHOCTh, BUJIBI U TOPSI0K 0(OPMIICHUS MTOJIOKEHHS.

CyIIHOCTB ¥ CTPYKTYypa JJOTOBOPA.

[lItaTHOE pacnucaHue: CyIHOCTh, CTPYKTYpa, MpaBuia oGopMIICHHS.
[TpaBuiia cocraBneHus 1 0HOPMIIEHHUS PaCIOPAIUTENbHBIX JOKYMEHTOB.
Bupl paciopsiiuTeTbHBIX TOKYMEHTOB.

©oOoN R LDdDE

CymrHoCTh ¥ mpaBwiia 0(OPMIICHUS TOCTAHOBJICHUSI.
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. YKa3aHue: CyIHOCTb, HOPSAA0K 0pOpMIICHHUS.
. Ilpukas: cynHocTb, BUbl, CTPYKTypa, IpaBuia 0popMIICHHS.
. CylHocTh ¥ MOopsAA0K 0pOpMIICHHUS PELICHHUS, PACTIOPSKEHUSL.
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6. Opeanuzayus 0e10npou3800cmea:
1. Opranuzanus nenonpou3BOACTBA B IPEANPUATHH.



CyIIHOCTh ¥ OpraHU3alMOHHBIC (DOPMBI AETOMPOU3BOJICTBA B MIPEITPUATHH.

JIOKyMEHTOOOOPOT: CYIIHOCTh, TPEOOBAHHS K PAIMOHAIBHOIN OpraHU3aIny.

Cxema JOKyMEHTO000pOTa B MIPEIIPUSTHH.

OCHOBHBIC HaNpaBJICHUS] COBEPIICHCTBOBAHUS JCIONPOU3BOCTBA M JOKYMEHTOO00pOTA
PEITPUATHSIX.

Pabora ¢ BXOQSIIMMH JOKYMEHTaMHU.

[Topsimok pabOThI ¢ BXOIAIIUMH TOKYMEHTAMHU B TIPEITPHUSITHH.

Opranuzanus paboThl C HCXOIANUMH TOKYMEHTaAMHU.
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[Topsiiok paboThI ¢ UCXOSAIUMH TOKYMEHTAMHU B TIPEATIPUATHH.

KpnTepml OIleHKH 3HAHMI1 CTYAEHTAa Ha COﬁeceHOBaHI/IH:

OueHka «OTJIMYHO» — BBICTABIACTCS CTYAEHTY, IIOKa3aBIIEMY BCECTOPOHHHE,
CUCTEMATU3UPOBAaHHbIE, INIYOOKHE 3HAHUS Y4yeOHOW MporpaMMbl JUCUUIUIMHBI U YMEHUE
YBEPEHHO MPUMEHATh UX Ha MPAKTUKE MPU PEHIeHUH KOHKPETHBIX 3ajad, CBOOOJHOE U
NpaBHJILHOE 0OOCHOBAHHE MTPUHSTHIX PEIICHUH.

OneHka «Xopomio» — BBICTABISETCA CTYAEHTY, €CJIM OH TBEpPAO 3HAET Marepual,
IPaMOTHO U IO CYIIECTBY U3J1araeT ero, yMeeT IpUMEHSTh MOJyYEHHbIE 3HAaHUS Ha MIPAKTHUKE, HO
JIOIIYCKAaeT B OTBETE WM B PELICHUH 3a]1a4 HEKOTOPblE HETOYHOCTH, KOTOPbIE MOXKET YCTPAHUTh C
HOMOUIBIO JJONOJTHUTEIBHBIX BOIPOCOB MIPENOoJaBaTes.

OneHka  «yJIOBJETBOPUTEIbHO» —  BBICTABIIICTCA  CTYICHTY, IIOKa3aBIIEMY
(dbparMeHTapHbIH, pa3po3HEHHBINA XapaKTep 3HAHH, HEJOCTATOUHO MPABUIbHBIE (HOPMYTUPOBKU
0a30BbIX MOHATUN, HAPYIICHUS JIOTHUECKON MOCIEA0BATEIbHOCTH B U3JI0KEHUU MTPOrPAMMHOTO
MaTepuana, HO TIpU OTOM OH BJaJeeT OCHOBHBIMH pa3felaMd Y4eOHOH MporpaMMsl,
HEOOXOAMMBIMH JUTsl JalbHEHIIero oOydyeHUs U MOXKET MPUMEHSTh MOJyYeHHBIE 3HAHUS IO
00pa3Iy B CTaHAApPTHOU CUTYaIIUH.

Onenka «HeyI0BJIETBOPHUTEJIbHO» — BBICTABIAECTCA CTYIEHTY, KOTOpPBI HE 3HAcT
OoJIbIIIel YacTH OCHOBHOTO COZIEpKaHMsl y4eOHOI MporpaMMbl JUCHUILIUHBI, JOMYCKaeT Tpyoble
OMOKK B (OPMYJIMPOBKAX OCHOBHBIX MOHATHM IUCHMIUIMHBI M HE YMEET HCIOJIb30BaTh
MOJTy4EHHbIE 3HaHUS Ha IPAKTUKE.



TEMBbI PEOEPATOB

1. Ipunnuns! 3¢peKkTHBHOrO PyKOBOJCTBA.

2. YrmpaBieHue JOKYMEHTaMH B COBPEMEHHON OpraHHU3alliH.

3. YmpaBneHue JOKYMEHTAIMEH: UCTOPHUS PA3BUTHUS, COBPEMEHHbBIC TEHICHIINH.

4. ®akTOophl, BIUIIONINE HA YCIOBHS TPYyJa MEHEKEPa.

5. ®opmupoBaHue ONarompusTHBIX YCIOBHHA Tpyda B cucTeMe o(ucHOro

MEHEI)KMEHTA.

6. OcCOOEHHOCTH JIeTOBBIX KOHTAKTOB B JICATEILHOCTH MEHEIKEPA.

7. ConmanbHO-TICUXOJIOTHYECKOe 00eCTIeYeHNEe YCICIIHOCTH JIeTIOBBIX KOHTAKTOB.

8. OcHOBBI B3aUMOJICHCTBUSI PYKOBOJUTENS U ceKpeTapsi-pedepenTa.

9. IIpaBuna nemoBOro MOBEJACHUS PYKOBOAUTENS C TIOJUNHEHHBIMH.

10. HTeNTUTeHTHBII YeI0BEeK-PyKOBOJUTEb.

11. MopanbHO-TICUXOJIOTHYECKHH MTOPTPET COBPEMEHHOTO PYKOBOAUTEIIS.

12. TlpaBwiia mpuemMa moceTUTeNIe B paboTe MEHEKEpa.

13. TenekOMMYHHUKAIIMOHHBIE TEXHOJIOTHH CO3IaHUS U MIEPEIadu JICIOBBIX ITHCEM.

14. Opranuzanusi MOPaIbHO-TICUXOJIOTUYECKON MOTEPKKU MEpPCOHAA.

15. Cekpertn! ycniemnoro menemxmenta Jleitna Kapuern.

16. DTuueckue npaBuiia MoBeaeHUs B oduce.

17. Opranu3aiiuoHHOE MOBEJCHHE KaK CollhajbHas HayKa

18. MeHemkep B OpraHU3allMOHHOM MTOBEACHUU

19. Posib OuxeBHOpHU3Ma B CTAHOBIICHUH HAyKH OPTaHU3allMOHHOE MTOBEICHHE

20. YnpaBneHue UHIUBUAYATbHBIMU PA3INYUSIMU paOOTHUKOB

21. Ilcuxonornyeckne METOAUKH N3ydeHUs] MHABHAa B OpraHn3aliiOHHOM TOBEICHUN

22. V3yyeHue u o3HAHKUE B OPTaHU3AIMOHHOM IOBEJICHUN

23. Moaudukanys NoBeIeHUs] B OpraHU3al{MOHHOM IIOBEICHUU

24. ConunabHO-OpUEHTHPOBAHHBIE TIOAXOIBI K CTUMYJIMPOBAHUIO MHIWBUAOB U TPYIII
B OpTaHU3aIIH

KPUTEPUU OLIEHKH PE®EPATA (B PAMKAX CAMOCTOSITEJILHOM
PABOTHI)

Orenka 3a pedepar BBICTABIISECTCS 1O YETHIPEXOATIILHOM CHCTEME:

«OMAuYHO» — BBINOJHEHbl BCe TpeOOBAaHMS K HalMCaHUIO: 0003HAueHa mpodiema u
0o0OCHOBaHa €€ aKTYaJIbHOCTb, CJEJaH KpaTKUi aHaliW3 pa3jiuyHbIX TOYEK 3pEHHs Ha
paccmaTpuBaeMyro MpoOJjaemMy M JIOTHYHO M3JI0KEHa COOCTBEHHAasl MO3ULUsA, CPOPMYIUPOBAHBI
BBIBOJIbI, TE€Ma pACKphITa IOJHOCTHIO, BBLAEP)KaH OO0BEM, CcOOMIOEHBl TpeOOBaHUSA K
oopmIeHu1o;

«Xopoui0» — OCHOBHBIE TpeOOBaHUS K pedepary U ero 3aliuTe BhIMOIHEHbI, HO IPU 3TOM
JIOMYIIEHbl HEAOYEThI; B YACTHOCTH, HMMEIOTCS HETOYHOCTH B H3JIOKEHHM MaTepuana;
OTCYTCTBYET JIOTUYECKasi MOCJeI0BaTeIbHOCTh B CYKJIEHHUSAX; HE BblIEpKaH 00BEM pedepara;
UMEIOTCS YITYIIEHUS B 0(OPMIICHHH;

«y00671€meopumenbHo» — UMEIOTCS CYLUIECTBEHHbIE OTCTYIJIEHUSI OT TpeOOBaHMIl: TeMa
OCBellleHa JINIIb YaCTUYHO; JOMYIIEHb! (haKTHUeCKHe OIMOKHU B coJepKaHUU pedepara;

«HeyooenemeopumensvHoy — pedepar BHITIYCKHUKOM HE INpe/ACTaBlieH; TeMa pedepara
HE pacKpbITa, OOHAPYKUBAETCS CYIIECTBEHHOE HEITOHUMAaHHE MTPOOIEMBI.



