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Pabouas nporpamma aucuuIuiiHel «OMBIT OPraHU3alMOHHO — aIMUHUCTPATUBHOM pabOThI B CH-
CTEME COIHAIBHBIX CIIyk0» / cocT. 3.A. MakoeBa — Hanpunk: ®I'bOY KbBI'Y, 2023. — 20 c.

Pabouas mporpamma mnpegHa3Ha4YeHa JUIsl CTYACHTOB 3a0YHOW (OpMBbI OOyUYESHHS TI0 HaIpaBJie-
Huto moArotoBku 39.03.02. CommaneHas padota, npoduib «ConuanpHas padoTa B CUCTEME COIUATBHBIX
CITy’k0» Ha 5 Kypce.

PaGouas mporpamMma coctapieHa ¢ yueroM dDenepaibHOIO rOCyIapcTBEHHOTO 00pa30BaTEIbHOTO
CTaHJapTa BhICIIEro oOpa3oBaHus Mo HampaBieHuio moaArotoBku 39.03.02 ComnuansHas paboTa (YpOBEHb
OakanaBpuaTa), yTBEP)KICHHOTO MpHKa3oM MuHHcTEepcTBa 00pa3oBaHus u Hayku Poccuiickoit denepa-
uuu ot 05.02.2018 r. Ne 76 (3apeructpupoano B Muntocre Poccun 28.02.2018 1. Ne50185).
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1. EJIb U 3AJTAYUX OCBOEHUA TN CHUITJINHBI

[Iporpamma AuCIUIUIMHBI cocTaBiieHa Ha ocHOBe Tpeboanuit ®I'OC BO mno nampaBieHuto mo-
rotoBku 39.03.02. CoumanbHas pabora. [Ipeqnasnayena mis OakanaBpoB, 0O0y4arOUIMXCS MO MPOGUITIO
«CormanpHas paboTa B cUCTEME COIMANTBHBIX CiIyx)0» 3P0 (5 Kypc).

1.1. Ocnoénasa yenv — HOPMUPOBAHNE CHCTEMATU3MPOBAHHBIX 3HAHUN MPUMEHHUTEIBHO K OIBITY
OpraHU3alIOHHO-aIMUHICTPATUBHOM Pa0OTHI B CUCTEME YUPEXKICHUI U OPraHU3aluil COIMaIbHOTO 00-
CITy’)KUBaHUs, IpU3BaHa c(hOPMUPOBATH y BBHIMYCKHHUKA LIEIOCTHOE TEOPETUUYECKOE, METOI0JIOTHYECKOE,
METOAMYECKOE M  KOHKPETHO-CHTYaTUBHOE  IPEJACTaBIICEHUE OO0  OMbITE  OpPraHU3aIMOHHO-
aJIMUHUCTPATUBHOM pabOThI B CUCTEME COLTUAIIBHBIX CITYXKO.

1.2. 3a0auu u3zyyenusn oucyunaIuHbL:

- JaTh LEJOCTHOE MpEACTaBICHWE O HOPMATUBHO-IIPABOBOM 0aze OpraHU3allMOHHO-aIMUHUCTPATUBHOM
paboTsI;

- PACKpBITh COAEPKaHWE M METOJIUKHU OPraHU3alMOHHO-aIMUHUCTPATUBHON PabOTHl MPUMEHUTEIHHO K
CUCTEME COLIMAIIBHBIX YUPEIKICHUNA U OpraHnu3aluii;

- 1OKa3aTb OCHOBHBIE COCTABJISIIOIIME  OMbITA KaApOBOTO  OOECHeueHUss OpraHu3alOHHO-
aIMUHUCTPATUBHOMN pabOTHI B CHCTEME COIMATIBLHON paboTHI;

- chopmupoBaTh MOHUMAHHE U HABBIKK HHPOPMAIIMOHHO-TPAKTUYECKUX OCHOB  H3YUCHHUS,
pacrpocTpaHeHHs U BHEIPEHUS TIEPEIOBOTO OIBITA COIUATLHON PAOOTHI.

[Ipu cocraBneHUM MPOrpaMMbl AUCHMILTUHBI yuuThiBaduch TpedoBanus [IC 03.001 (IIpodeccuo-
HaneHbIN cTanaapt 03.001 «Cnenmanuct Mo couuanbHON padoTe, YTBEPKACHHBINH MprKa3oM MuHHUCTEPCTBA
Tpyla U conuainbHo# 3amuTel Poccuiickoit ®denepanuu ot 22 oktsOps 2013 r. Ne 5711 (3apeructpupoBaH
MunucrepcTBoM roctuiuu Poccuiickoit @eneparuu 6 nexadps 2013 r., peructpanuonusiii Ne 30549)).

2. MECTO JUCIIMIIJIMHBI B CTPYKTYPE OIIOII BO

I[I/ICIII/IHJII/IHa «O1bIT OpFaHI/I3aHI/IOHHO-aI[MHHHCTpaTHBHOﬁ pa6OTI)I B CHCTEMC COLOUAJIBHBIX
CITy’K0» OTHOCUTCS K BapuaTHBHOHN yactu bioka 1 «Jlucuuruimael (MOIyIIN)» OCHOBHON 0Opa3zoBareib-
HOM TIporpamMmsI 1o HarpasiieHnto moarotoBku 39.03.02. ComnuanbpHas paboTa mporpaMmel OakaiaBpuara
o npoduinto «ConuanpHas paboTa B CUCTEME COLIUAIBHBIX CITYHKO».

Kypc «OmnbIT opraHuzaliioOHHO-aAMHHUCTPATUBHONW pPabOThI B CUCTEME COLMAIBHBIX CIYKO»
oOecrieunBaeT MPEECMCTBCHHOCTb TCOPCTUUYCCKHUX H IMPAKTUYCCKUX 3HAHUHU npyu U3y4YCHHUU AHUCLUIIINH,
Takux Kak «ColuanbHOe CTpaxoBaHHE», «YTIPaBIIeHHE YeOBEUECKUMH pecypcammuy, «ColuaibHas 1mo-
TUuTUKa» U psana apyrux. Kypc opueHTrupoBaH Ha (GOopMUpPOBAHKE MIPEICTABICHUM O MIPUHIIUIIAX OpraHu-
3allMOHHO — aIMUHUCTPATUBHOMN paObOTHI B CUCTEME COITUANBHBIX CITYXKO.

HpI/I OCBOCHHUU AUCHHUIIIINHBI «O1bIT OpFaHI/ISaHI/IOHHO-aI[MHHHCTpaTHBHOfI pa6OTI>I B CUCTEME CO-
[UATBHBIX CITY>K0» oOydaromuiicss cMoxeT npoaeMoHcTpupoBath OT® «/lesaTenbHOCTs MO peanu3alu
COIMAIBHBIX YCIYT U Mep coluanbHoi noaaepxku» [Ipodeccuonansuoro crangapra 03.001 «Cnernua-
JIUCT 110 COLMATbHOU padoTe»;

3. TPEBOBAHMUS K PE3YJIIBTATAM OCBOEHUSA JUCHUIIJIMHbI

B coBokymHOCTH ¢ ApYrMMH AUCHUILUIMHAMU MporpaMMbl OakanaBpuarta mno npoduio «Coru-
ampHasgs paboTa B CHCTEME CONHMAIBHBIX CIyX0» aucrumianHa «OmBIT  OpTaHH3alMOHHO-
aJIMUHUCTPATUBHOM pabOThI B CUCTEME COLMAIBHBIX CITY»0» HarpaBiieHa Ha (POPMHUPOBAHUE CIEAYIOIINX
komnereHmil B coorBercTBUM ¢ PI'OC BO n OIIOII BO no Hanpasiaenuto noarotosku 39.03.02 Couu-
anpHas paboTa (ypoBeHb OakanaBpuaTa):



Ipodeccnonanbubix komnerenuni (IIK) mo tuny 3axau
npodeccuoHAILHOM NeSITeJIbHOCTH:

ColMaJILHO - TEXHOJOTHYEeCKHUM:

[1K- 2- CnocoGeH opraHu3oBaTh COIMAIbHOE OOCITY)KMBaHUE MOCPEICTBOM (HOPMUPOBAHMS MH-
IMBUIYaJIbHOM MTPOTPaMMBbl IIPEIOCTABICHUS COIIMANBHBIX YCIYT;

DYyHKIUOHAJIBbHAS KapTa BUAA NPO¢ecCHOHAIBHON AeATeJIbHOCTH

O06001mEHHBIE TPYAOBBIE (DYHKIUH Tpynossle pyHkumm
KOJX HanmenoBanue YpoBeHb HaumenoBanue KOJl YPOBEHb
KBamuQUKa- (moaypoBeHb)
01201 KBan(pUKaIUU
A JlesTenbHOCTB 1O peanu- 6 Opzanuzayusa coyuanvrho2o odcny- A/03.6 6
3alH COIMANIbHBIX yCIyT HCUGAHUSA U COUUANLHOU ROOOEPIHC-
U Mep COLMAaNIbHOH Mo KU 2pasicoan ¢ y4émom ux uHousu-
JIEP’KKH HACEJICHUS 0yanvHOll nompedHoCmu.

Heobxooumvle 3nanus:

- cocmag 0OKYMeHmMo8, HeobX0OUMbIX
07151 OKA3AHUSL COYUANLHBIX YCILY2
2PAdCOAHAM, 0OPAMUBUUMCS 8 CO-
YUanbHbLE CLYHCOBL U YUPEIHCOCHUS,
- pecnamenmyl 6e0eHUsE OOKYMEHMA-
yuu;

- cucmema CoYUuanbHbix Cryxco u
YUpesNcOeHUll COYUAIbHO20 0OCTYICU-
BAHUSL HA PECUOHATLHOM U MYHUYU-
NanbHOM YPOBHe, UX yeau, 3a0ayu u
dynryuu;

- Yenu, NPUHYUNDLL U OCHOBbL AOMUHU-
CMPAMUEHO — OP2AHUZAYUOHHOU Oe-
SAMENbHOCMU HO PedANU3aYUU COYU-
ALHO20 0OCIYIHCUBAHUSL HACENeHUs *

*TIpodeccronanbubiii ctanaapT 03.001 «Crenuanrict mo conuanabHON paboTe, yTBEPIKACHHBIH MPHUKa3oM MUHHCTEPCTBA TPYAa U COLUATb-
HoM 3amuthl Poccuiickoit @enepanun ot 22 okta6pst 2013 r. Ne 5711 (3apeructpupoBan MuHHcTepcTBOM toctiiuu Poccuiickoit denepa-
i 6 nexadps 2013 r., perucrpaunonssiid Ne 30549).

B PE3YIbTATC HU3YUYCHHUA AWCHHUILINHBI «OmEBIT OpFaHI/ISaHHOHHO-aHMHHHCTpaTHBHOﬁ pa6OTI>I B
CUCTCMC COITMAJIbHBIX CJ'Iy)K6)) CTYACHT HOJI?KCH:

Kon u HaumeHoBaHue OcHnogHnble nokasamenu OUYeHKU
npodeccuonanbHoii [TpynoBbie gelicTBusA pe3ynvmamos o0yueHus
KOMIIeTeHIIHH 3Hathb [IK-2 ’}’Men, nK-2 Baaners [IK-2
Tun 3aga4 npoeccuoHaNbHOI AeATeJbHOCTH: COIMAJIbHO-TEXHOJIOTNYeCKU I
(T® - A/03.6) - HOPMaTHBHO — MIPa- |- LCrONMB30BATE 3aKOHO--METOAaMHU

IMK-2- Criocoben op- | - Opeanusayus coyu- | BOBYIO 0a3y OpraHu- aTeNbHBE W APYTH ¢[OPTaHN3ALHOHHO-
FaHU30BaTh COLHANb- |AIbHO20 OOCHYHCUBAHUS| 3ALMOHHO — aJIMUHHU- Q/IMUHHCTPATUBHOM

N . HOPMAaTHBHO - ITPAaBOBHIC
HOE 00CITy>)KUBaHHUE U CoyUanbHoIl noo- CTPaTUBHOM PabOTHI [paboTHl TPUMEHHUTEIFHO K
nocpencTBoM GopMH- | depacku epadcoan ¢ | (OAP); AKTHl  QeNepallbHOTO  Mlyegrerinoctn B cHcTeMe
[POBaHMS MHAMBUAY- | Y4EMOM UX UHOUBUOY- [PETHOHAIBHOTO  YPOBHEH|cOIIMaIbHBIX CITYKO.
QJIIBHOU IIPOTPAMMBI | A/IbHOU nOmMpebHOCmU. st NIPEAOCTaBIICHUS

[IPEIOCTABJICHUS CO-
LIUaJIbHBIX YCIIYT;

COLIMAIbHBIX YCIIYT,




4. COAEP) KAHUE U CTPYKTYPA JUCIUIIJINHBI

4.1. Conepxxanue pasjieioB

Tabnuya 1. Cooeprcanue oucyuniaunvt «Onvim opeaHU3aAUUOHHO — AOMUHUCHIPAMUBHOU PAOOMbL 8
cucmeme COUYUAILHBIX CTIYHCO», nepeueHb OUEHOUHBIX CPEOCME U KOHMPOUPYEeMbIX KOMNEmeH YUl

M | Hauwenosanue pas- Koa koHTpOIMPY- | dopwma Texymero
pas- nena Copnepkanne paszaena eMoii KOMIeTeH-
aeaa U (WK ee Ja- KOHTPOJISA
CTH)
1 2 2) 4 5
HopmaruBHo — npaBo- Teoperuueckue OCHOBBI OPIaHU-
Basi 6a3a oprapmsanu- | 33UMOHHO-a/IMHHHCTPATHBHOM pabo- K -2.2
OHHO- ThI. [IpaBoBast OCHOBa OpraHU3ALMOH-
. HO-aJMHHUCTPAaTHUBHON pabOoTEI.
AIMHUHHCTPATUBHOM
HopmaTuBHBIE OCHOBBI OpraHU3aIH-
paboThL. OHHO-aIMHHHUCTPAaTUBHON PabOTEI.
HopmaTtiBHBI HHCTpyMEHTapHii op- ¢  HalMCaHue
1 FaHU3aLMOHHO- aJMUHUCTPATUBHOM pedepara (P),
paboThl. CyIHOCTh U COJCPKAHUE ¢  IpOMEKY-
3aKOHOJATENLHOM 0a3bl OpraHu3aIly- To4Has aTTeCTalnsd
OHHO-aIMHHUCTPAaTHBHOW pabOTHI.
OcoOeHHOCTH JICUCTBYIOILETO POC-
CHICKOT0 3aKOHO/IaTEeNILCTBA 110 BO-
pocaM OpraHH3aLHOHHO-
aJIMUHHCTPATUBHOM PabOTHI B COITH-
aNBHOM cdepe.
Crartnueckoe, JAWHAMHUYECKOE U
MeToguKa M  ONBIT | TEXHOJIIOTHYECKOE COJEpKaHHE Opra-
KaJpOBOro HU3AL[MOHHO-aIMHUHHUCTPAaTUBHON pa- IIK-2.2
ofecmedenus: 6ote1. IIpakTuka kampoBoro obecrie-
geHuss OAP. Vmpasnenue mnepcoHa-
OpPraHu3alMoOHHO-
. JIOM.
AAMHHUCTPATHBHOH [oBblieHre KBaguUKAUU Kaj- e HamucaHue
AeATeJIbHOCTH B | pOB, BBINOJHSIOUMX OpraHU3alMOH-
2 cHUcTeMe COUMAJIbHOIO | HO-aAMHHHUCTPAaTHBHYIO padoty. [le- pegepara (P),
CTPaXoBaHHUSI. JIOBOW MMUJIX KaJpOB, BBITOJIHSIIOIINX ®  TpOMEKy-
OpTaHHU3aIOHHO-3/IMUHACTPATUBHYIO ToHHad atrecTatui
paboty. HHOBaIMOHHBIE METOAWKH
PasBUTHSI COIMANBHBIX YUPEKIACHHUH.
Meroauka 00ydaromero KOHCYJIbTH-
pPOBaHMS, BHEIIHETO M BHYTPEHHETO
KOHCANTHHTa. TunuuHble «OO0NE3HU
pPOCTa» COLUANIBHBIX YUPEKIECHUN.
HNudopmanuonno- IlonsTe «M3yueHue omblTa Opra-
NpaKTHYeCKHe OCHO- | HU3aIMOHHO-aIMHHUCTPAaTHBHOM pa- K -2.2
Bbl M3y4YeHHs, pac- | 60Tb». MoTHBanusa W3y4eHUsS Ipak-
NMpPOCTPaHeHHUs M | THYecKoro ombita. OpMBI U METOIBI e  HamucaHHe
3 BHEJPpeHHs OpraHu3a- | noxydeHust mHdopmanmu 00 ombITe pedepara (P),

IIHOHHO-
aJIMUHUCTPATUBHOMI
padoThI

OpraHU3al[IOHHO-aIMUHUCTPATUBHON
paboTHI.

JleMoHCTpanusi TEXHOJIOTUH opra-
HU3aLMOHHO-aIMUHUCTPAaTUBHON pa-
60THI Ha IpUMEpPe KOHKPETHOTO COIIH-
anpHOTO yupexaeHus. [Ipaktuka op-

®  IPOMEXKY-
TOYHAsl aTTECTaIHs

6
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TaHU3aLUOHHO-aIMUHUACTPATUBHON
paboThl TEPPUTOPHATHHBIX OPTaHOB
connaiabHou 3amuTel B KBP.

[IpakTuka OpraHu3alMOHHO-
aIMUHUCTPATUBHOW pPabOTBI  ydpe-
JKACHUH COLMANBHOTO OOCITYKUBAHUS
CEMBbH U JICTCH.

Bua npome:KyTO4YHOI aTTecTanun JK3aMeH

Ha nsyuenue kypca orBoaurcs 144 yaca (4 3.e.), U3 HUX: KOHTakTHast padora 10 4., B TOM uucie

JEKUHMOHHBIX — 4 yaca; MpaKkTUYeCKUX (CEeMHUHApPCKUX) — 6 4yacoB; caMOCToATeIbHas paboTa cTyaeHTa 125
4acoB; KOHTPOJIb — 9 yacoB, 3aBepIIAETCS FIK3aMEHOM.

4.2. CTpyKTypa IMCHUILIHHBI.

Tabnuya 2. Obwas mpyooemkocms oucyuniunsl cocmasisiem 4 3auemnvle eounuywl (144 uaca)

TpynoeMKoCTh, 4acoB
Bua pabotsl
S Kypc
OO0mast Tpy10eMKoOCTh (B 324eTHBIX e IMHHLIAX) 144 (4 3.e.)
Konrakthasi pabora (B yacax): 10
Jexyuu (J1) 4
Ipakmuueckue 3anamus (113) 6
CamocrosiTesibHas padora (B 4acax): 125
Pedepar (P) 10
CaMocTosTenbHOE N3yUEHUE Pa3/IeIoB 70
Camornoaroroska (mpopaboTKa U TOBTOPEHUE JIEKIIMOH-
HOTO MaTepHalia ¥ MaTepuana yueOHHUKOB M Y4€OHBIX TTO- 45
coOui, MOATr0TOBKA K JIJAOOPATOPHBIM U TMPAKTUYECKUM
3aHSITHSIM)
IloaroroBka u ciavya s3xk3amMeHa 9
Buja npoMeKyToYHOM aTTecTalHu IK3aMeH

4.3 JIeKIMOHHBIE 3aHATUSA

Tabmuma 3.

N Tema

n/n

1. Hopmamueno — npaeosas 6aza opeanu3ayuoHHo-aoMuHucmpamuenou pabomul. Lleav u 3a0auu uzyuenus memvl — U3y-
YUTb HOPMATUBHO-IIPABOBOC PEryJIUPOBaAHUC ACATCIIBHOCTU CONNAJIbHBIX CJ'Iy)K6, y‘lpe)K,HCHI/II\;I nu OpFaHI/BaHI/Iﬁ

2. Memoduka u onsvim Ka()poeozo 06607161[67-!143 OpcaHUu3ayuUOHHO- admuyucmpamueuoﬁ deﬂmeﬂbnocmu 6 cucmeme
coyuanbnoeo cmpaxosanusi. Llenv u 3a0auu u3yuenuss memvl — U3YUUTh OPTaHM3AIMIO KAK MHCTPYMEHT pEIICHHS
06IIICCTB€HHLIX 3aa4 U CpeACTBO NOCTHMIKCHUA LECJIN, COUHNAIbHBIC CBOﬁCTBa OpraHu3anv, OIBIT €€ KaApOBOI'O O6CC-
IeycHus.

3. Hupopmayuonno-npakmuveckue  OCHO8bl  U3VHEHUs,  PACAPOCMPAHEHUs U  BHEOPEHUS  OP2AHU3AYUOHHO-

adMuHucmpamueHoﬁ paﬁombl. He./lb u 3a0auu u3yd4eHusl memovl — N3Y4UTb METOAUKY M TCXHOJIOTUHU OPraHU3aIMOHHO —
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| a,HMHHHCTpaTHBHOﬁ paGOTBI Ha TpUMEPC KOHKPCTHOI'O OIbITA.

4.4 IlpakTuyecKkue 3aHATHS (CeMHHAPHI)

Tabnuna 4.
Ne Tema
n/n
1. HopmaTuBHO — nipaBoBast 6a3a opraHu3allMOHHO-aIMUHUCTPATUBHOM PabOTEHIL.
2 Metoauka ¥ ONBIT KaJpOBOTO OOECIECUCHMS OpPraHM3aNMOHHO- AJAMUHHCTPATUBHON IEATEIPHOCTH B CHCTEME
COIIMATBHOTO CTPAXOBAHUS.
3. WHpopMaMOHHO-TIDAKTUYECKUE OCHOBBI ~ M3Y4YCHHUS, PACIPOCTPAHEHHMs W  BHEAPEHUS  OPraHMU3aI[OHHO-
aJIMUHUCTPATUBHOM PabOTEHL.
4.5 JIabopaTtopHbie padoThI
Tabmuna 5.
Ne HaumeHnoBanue 1a00paTOpHBIX paboT
/1
HC IPEAYCMOTPCHLL
4.6. CamocTosiTeIbHOE M3yUeHHE Pa3/1eJI0B M CIHIIJIMHbI
Tabauua 6.
Ne
i Bomnpocsl, BEIHOCHMBIE Ha CAaMOCTOSATENIHHOE U3yICHHE
1. [IpaBoBast OCHOBa OpraHU3aIIOHHO-aAIMUHACTPATUBHOM pabOTHI.
2. Teopernueckre 0OCHOBBI OpPraHW3aLMOHHO-aIMIHUCTPATUBHON PabOTEHI.
3. HopMmaTuBHEIH HHCTpYMEHTAPHIA OPTaHU3AIHOHHO-aIMUHUCTPATUBHON paOOTHI.
4. HopmariBHBIE OCHOBBI OpraHU3allMOHHO-aIMUHICTPAaTHBHON pabOTHI.
5. CraTtuueckoe, TMHAMHYIECKOE U TeXHoJorndeckoe conepxanne OAP.
6. IIpakTueckye METOIUKY Pa3BUTUSL COLIMAIIBHBIX YUPEKIACHUN.
7. MeToauKy CO31aHUs COLMANIBHBIX YUPEKICHUIM.
8. TexHoMOTHYECKOE COAepIKaHIe OPraHN3aIlHOHHO-aIMUHUCTPATUBHON PabOTHI.
9. PesynpTHpyromiee conepikanie OpraHu3aiioHHO-aIMUHUCTPATUBHON paObOTHI.
10. | IIpaxruka kagposoro obecrneueHuss OAP. Yrpasienue nepcoHaiom.

5. OHEHOYHBIE MATEPHUAJIBI JJIsA TEKYHIEI'O KOHTPOJIA YCIIEBAEMOCTH

IMPOMEXYTOYHOM ATTECTAIIIA



http://libraryno.ru/1-2-pravovaya-osnova-organizacionno-administrativnoy-raboty-org_adm_work
http://libraryno.ru/1-1-teoreticheskie-osnovy-organizacionno-administrativnoy-raboty-org_adm_work
http://libraryno.ru/1-3-normativnye-osnovy-organizacionno-administrativnoy-raboty-org_adm_work
http://libraryno.ru/3-1-praktika-kadrovogo-obespecheniya-oar-org_adm_work

KoHeuHbIMHU pe3ynbTaTaMH OCBOCHUS MPOrPaMMbl JUCHUILUIMHBI SBISIOTCA ¢(hOPMUPOBAHHBIE KO-
THUTHBHBIE JECKPHUIITOPHI «3HATh», «YMETbY», «BIAACTH», PACIUCAHHBIC 110 OTIEIbHBIM KOMIIETCHIIUSAM.
DopMHUPOBAaHUE ATUX JECKPUNTOPOB IPOUCXOIUT B TEUEHHE BCETO CEMECTpa IO dTalaM B paMKax pas-
JIMYHOTO BUJA 3aHATUI U CAMOCTOSTEILHONU PaOOTHI.

B xone n3ydyeHus OTUCLUIUIMHBI IPEAYCMATPUBAIOTCS MEKYUiUIL KOHMPOIb U NPOMENHCYMOUHAS
ammecmayusi.

5.1. OneHo4Hble MaTEePUAJIbI VISl TEKYLEr0 KOHTPOJISI

Lenv mexkyweeo KkoHmpos — OLEHKA Pe3yJabTaTOB PadOTHI B CEMeCTpe U 0OecIeYeHne CBOeBpe-
MEHHON O0OpaTHOW CBS3M, Ui KOPPEKIUH OOYYEHUs, aKTHBH3AIMUA CaMOCTOATENIBbHOM paboThl 00ydaro-
merocst. OOBEKTOM TEKYIIEro KOHTPOJIS SBISFOTCS KOHKPETU3MPOBAaHHBIE pe3yNbTaThl 00ydeHus (yueo-
HBIC Z[OCTI/I)KCHI/ISI) 10 JUCLUIIIINHE

Texkywquii Konmpons yCueBaeMOCTH OOECICUMBAET OICHMBAHHME XOJa OCBOCHHS JHCIHILUIMHBI
«OnBIT OpraHU3alOHHO — aIMUHUCTPATUBHOW PabOThl B CUCTEME COLMAIBHBIX CIYXO0» W BKIIOYACT:
OTBETHI Ha TEOPETHYECKHE BOIIPOCHI HA MMPAKTUYECKOM 3aHSITHH, BBHITIOJHEHNE 33/1aHUH HA TPAKTHYECKOM
3aHATUH, CAMOCTOATCIIbHOC BBIIIOJHCHUEC MHAWBUAYAJIbHBIX JOMAIIHUX 3aI[aHPII>i C OTYECTOM (3aIIIHTOfI) B
YCTaHOBJICHHBIN CPOK, HANIMCAaHUE pedepaToB, TUCKYCCHH.

OmeHka Ka4yecTBa MOJArOTOBKM Ha OCHOBAHWH BBHIMOJIHEHHBIX 3a/laHUN BEIETCS IIPEIoaBaTeeM
(c obcyxkIeHrneM pe3yabTaToB).

5.1.1. Bonpocel no memam oucuyuniunvt «Onvim op2aHu3ayuoHHO — AOMUHUCMPAMUBGHOU Padombl 6
cucmeme coyuanvbHuix cayxnco». Konmponupyeman komnemenyusa I1K-2.2.

Tema 1. HopmaTuBHO — npaBoBasi 6a3a OpraHn3anuoOHHO-aIMUHUCTPATUBHOMH PadoThI.
1.HopmaTuBHO-IpaBOBOE PEryIMpPOBAHUE JIEATEIBHOCTU COLMAIBHBIX CIYKO, YUPEXKACHUN U OpraHusa-
HH.

2.MlcTOYHMKY MTpaBa OPraHNU3alMOHHO-aIMUHUCTPATHBHON paObOTHI M MX KJIacCU(UKaLusI.

3.CyIHOCTb U coziepKaHie 3aKOHOJAaTeIbHOM 0a3bl OpraHU3allMOHHO-aIMUHUCTPATUBHON PaOOTHI.
4.TloHsTHE «HOPMATUBHBIM HHCTPYMEHTapUil OpraHU3allMIOHHO-aIMUHUCTPATUBHOMN pabOoThI».
5.IToaroroBka u oopmiIeHHE YIPABICHYECKUX JOKYMEHTOB.

Tema 2. MeToanka M ONbIT KAJPOBOro odecne4yeHHsi OPraHU3alMOHHO- AAMMHUCTPATHBHOM /es-
TeJbHOCTH B CHCTEMe COLMATbHOI0 CTPAXOBAHMS.

1.IIpuHIMIBI KaIPOBOIO MEHEKMEHTA.

2. Kazpsl connanbHOM paboThI.

. MeTtonuka onpezeneHuss HOTPeOHOCTH B CIIELUAINCTaX.

. Cuctema paboThI C TEPCOHATIOM.

. MeToibl ynpaBi€HUs IEPCOHATIOM.

. KyneTrypa ynpasnenus u ee cenuduxa.

. CTunb pyKoBOJCTBA M OCHOBHBIE HaNpaBiIeHUs pa3BUTHs KyIbTypsl OAP.

. OCHOBHBIE TPEHUHIOBBIE METO/BI.

03N L kW

Tema 3. UH(popManMOHHO-NIPAKTHYECKHE OCHOBBI U3y4YeHHUSsI, PACTIPOCTPAHEHUS] M BHEJAPEHHUS Op-
TAaHU3alMOHHO-aIMHHUCTPATUBHON PadoThI.

1. Meroauka co3iaHus COIMaIbHOMN CITYKOBI.

2.Meronuka opraHu3alii U OCHOBHBIE HAIIPaBJIECHUS AESITEIbHOCTH KOMIUIEKCHBIX IIEHTPOB COLIMAIIBHO-
ro o0CIyKUBaHUS.



3. IlonsiTHE «M3y4YeHHUE OIBITa OPraHU3ALMOHHO-aIMUHUCTPATUBHON paboThl». MOTHUBAIUS U3yUYEeHUS
IIPAKTUYECKOIO OIbITA.

4.®DopMBl 1 METO/IBI TIOTY4EHUSI HHPOPMALIMU 00 ONBITE OPraHU3alMOHHO-aIMUHUCTPATUBHON paOOTHI.
5.JIeMoHCTpalusi TEXHOJIOTUH OpraHU3allMOHHO-aIMUHUCTPATUBHONW pabOThl HA NpUMEpPe KOHKPETHOI'O
COLIMAJILHOTO YUPEXKICHUS.

6. PernonanbHble OCOOCHHOCTH OpPraHU3allMOHHO-aIMUHUCTPATUBHOW pabOThl B CHCTEME COLUAIBHOTO
00CITy>)KUBaHHUSI TIPECTAPEIbIX U HHBAIHU/IOB.

7.0nbIT QyHKIMOHKUPOBaHMs Pecny0iInKaHCKOro repOHTOI0THYECKOro LIEHTPA.

8.0mbIT PpyHKIIMOHMpPOBaHHUS HanbylKCKOro JoMa-MHTEpHATA JUISI TPECTAPENIbIX U HHBAJIU/IOB.

Kpumepuu chopmuposanus oyenok (oyenusanus) ycmnozo onpoca

VYCTHBII Onpoc SIBIISIETCSI OAHUM M3 OCHOBHBIX CIIOCOOOB yuéTa 3HaHWN 00y4aromerocs Mo Iuc-
numuinHe «Onvim op2anu3ayuoHHO — AOMUHUCMPAMUBHOU pAbOmMbl 8 CUCMEME COYUATbHBIX CILYAHCO».
Pa3BEpHYTHIN OTBET CTYACHTA JOJDKEH MPENCTABIATh COO0M CBA3HOE, JTOTMYECKH IOCIEOBATEIBHOE CO-
o011IeHUe Ha 33JaHHYI0 TEMY, I0Ka3bIBaTh €0 YMEHHE IPUMEHSATh ONpPeAeICHHMSL.

B pesynomame ycmnozo onpoca 3snanusa 00yuanouezoca OyeHueaomca no ciuedyruei wkae:

2 6anna BHICTAaBUTCS, €CIM 00YyYaOLIUICA: IOJHO U3J1araeT U3y4yeHHbIH MaTepuai; oOHapyKUBaeT
MMOHMMaHKE MaTepHralia, MOKET 0OOCHOBATh CBOM CYXKICHHS, IPUMEHHUThH 3HAHUS Ha TPAKTUKE; U3J1araet
MaTepHall MOoCJIe0BaTeIbHO U MPABUIIBHO C TOUYKH 3PEHHsI HOPM JINTEPATYPHOTO SI3bIKA.

1 6anna BbICTaBUTCS, €CIIM 00yYaromUics Ja€T OTBET, YAOBIETBOPSIOLIUI TEM ke TPEOOBaHUAM,
410 U /i 6amia «1», Ho omyckaet 1-2 omuOKU, KOTOpBIE CaM )K€ UCIIpaBIIseT, U 1-2 Hegouéra B ocie-
JIOBaTEIILHOCTH | S3BIKOBOM O(hOPMIICHUN M3JIaraeMoro.

0,5 6anna BricTaBUTCS, €CM 00OyUarOIUNCcs OOHApYKUBAET 3HAHUE U IOHUMAHUE OCHOBHBIX I10-
JIOKEHHUW JAHHOW TEMBI, HO: M3JIaraeT MaTepuall HeTIOJIHO U JOMYCKAaeT HETOYHOCTH B OTPEICIICHNUH T10-
HATHI; HE yMeeT JOCTaTOYHO IIyOOKO U JI0Ka3aTesIbHO 000CHOBATh CBOM CYX/IEHUS U IIPUBECTH CBOU
MIPUMEPHI; H3JIaraeT MaTeprual HEMOCIEOBATEIBHO U JOMYCKAET OMIMOKHU B SI3BIKOBOM O(OPMIICHUH U3~
J1araemMoro.

0 6annoe, craBuTCs, €CIM 00YJAOIINNCS OOHAPYKUBACT HE3HAHUE OOJIBIICH YaCTH COOTBETCTBY-
IOLIETo pa3/iesa u3y4aeMoro MaTepHaa, J0mycKkaeT OuOKH B (POpMYITHPOBKE.

5.1.2. Ouenounvie mamepuanvt 014 6vinoanenus pegpepamos. Konmponupyemana komnemenyua I1K-
2.2

IIpumepHbie TeMbl pedepaToB N0 JUCHHMILINHE «Onblm OPaHU3AUUOHHO — AOMUHUCIPAMUE-
HOII padombl 6 cucmeme COYUAIbHBIX CYIHCO

1. Cucrema HOPMAaTUBHO-IIPABOBBIX aKTOB, OIPEACIIAIOINX OpraHHU3alMOHHO-
aJIMMHHUCTPAaTUBHYIO pabOTy B IEHTPAX COLUAIBHOIO OOCITYKHUBaHUS.
2. Cucrema  HOPMAaTHUBHO-TIPABOBBIX  aKTOB,  PErJaMEHTUPYIOIIMX  OpPraHU3alMOHHO-

aJIMMHHUCTPATUBHYIO JESATEIBHOCTh B CHCTEME COLIMATIBbHOU PabOTHI.
3. Cucrema HOpPMaTHBHO-IIPAaBOBBIX aKTOB, COCTaBIAIOIIMX OCHOBY OpraHM3al[MOHHO-
aJIMMHHUCTPATUBHON pabOTHI B OpTraHax, yUpeKJIEHUAX U OpraHu3alusx 00pa3oBaHusl.

4. Cucrema HOPMAaTUBHO-IIPABOBBIX aKTOB, OIPEIETAIOIINX OpraHU3alMOHHO-
aJIMMHHUCTPATUBHYIO pabOTy B OpraHax, yUpeKACHHUIX U OPraHU3alMsIX 3JpaBOOXPaHEHHUS.
5. CucremMa  HOpPMAaTHBHO-IIPABOBBIX  AKTOB,  PEMVIAMEHTUPYIOIIUMX  OpPraHHU3allOHHO-

aJIMMHHUCTPATUBHYIO pabOTy B OpraHax, yupeKIeHHUSIX U OpraHu3alusIX apMUH.
6. Cucrema HOpPMaTHBHO-IIPAaBOBBIX aKTOB, COCTaBIAIOIIMX OCHOBY OpraHMU3allMOHHO-
aJIMMHHUCTPATUBHON pabOTHI B MPABOOXPAHUTEIbHBIX OpraHax.
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7. Cratuyeckoe M TUHAMHUYECKOE COAEp)KaHUE OpraHU3allMOHHO-aJIMUHHCTPATUBHOW pabOoThI B
CHUCTEME COIMATBHBIX YUPEKICHUN U OpraHru3alni.

8. MeToauku pa3BUTHSI COLIUANIBHBIX YUPEKICHUI B COBPEMEHHOM IPAKTUKE.

9. TexHonorn4yeckoe CoJEpkKAHUE OPraHU3ALUOHHO-aIMUHUCTPATUBHON pabOThl B CHUCTEME
COLIMAJIBHBIX YUPEIKICHUNA U OpraHu3aLui.

10. IlpakTHyeckne METOIUKHM pealn3alMy TEXHOJOTMH OpraHHU3allMOHHO-aIMUHUCTPATUBHOU
paboTHLI.

11. Pe3ynpTupyrouee cogepkaHue OpraHu3allMOHHO-aIMUHUCTPATUBHONW PaOOTHI.

12. Hcnonb3yemble  METOAMKM  JUIsl  OLIEHKM  pE3yJbTaTUBHOCTH  OpPraHU3allMOHHO-
aJIMUHUCTPATUBHOM palboThI,

13. OmbIT KaapoBOrO 0OOECHeUeHHs] OpPraHU3aALMOHHO-aAMUHUCTPATUBHON JEATEIHHOCTH B
CHCTEME COLIMATIbHON pabOTHI.

14. TlpakTuka KaapoBOro oOeCledYeHUs] OpraHU3alMOHHO-aIMHUHUCTPATUBHON paboThl B
KOHKPETHOM COLIMAJIbHOM YYPEXKICHUU.

15. TIlpakThka TOBBIIICHUA KBATU(HUKAIMKA KaJpOB, BBIIOJIHIIOMUX OpPraHU3alMOHHO-
aJIMUHUCTPATUBHYIO pabOTy, B KOHKPETHBIX COLUAIIBHBIX YUPEKACHUAX.

16. OcHOBHBIE  cocTaBisfOIIME  (OPMUPOBAaHUS  JEJIOBOTO  UMUJKAa B IIpoIiecce
OpraHU3alIOHHO-aIMUHICTPATUBHON PabOTHI

17. ®opMbl ¥ METOIBI OIEHKH IEJIOBOIO0 HMMHUJKA PYKOBOIAUTENICH COIMAIBLHOTO YUPEKICHHUS.

18. Opranmszauus MHPOPMALMOHHOM  CcHCTEMbl A HU3Yy4EHHMs  IE€PEOBOrO  OIbITa
OpraHU3alOHHO-aJMUHUCTPATUBHON pabOThl B KOHKPETHBIX COLMANIBHBIX YUPEKICHUIX.

19. ®opMbl M METOABI, HCIOJIB3yEeMblE Ha IPAaKTUKE I PaCIHPOCTPAHEHUsS IEPEOBOrO
OIbITa OPraHU3alMOHHO-aIMUHUCTPATUBHON PaOOTBHI.

20. IlpakThka mpUMEHEHHs CpPEIACTB Uil BHEApPEHHUs (OCBOEHUS) MEpeZOBOr0  ONbITa
OpraHU3alOHHO-aIMUHUCTPATUBHONU PabOTHI.

21. 3apyOexHbIi ONBIT COLMATIBHOIO CTPaXOBaHUs (Ha IpUMepe KOHKPETHOM CTpaHbI).

22. OnBIT AEATENBHOCTH HETOCYIapCTBEHHBIX MEHCHOHHBIX (poHm10B B Poccuu.

Memoouueckue pekomenoayuu no Hanucanuio pegpepama

Peghepam — npoayKT caMOCTOSITENEHON pabOThI CTYACHTA, MPEACTABIAIOMNNA CO00M KpaTKoe U3-
JI0O)KEHHE B TUCBMEHHOM BUJIE MOTYUYEHHBIX PE3yJIbTaTOB TEOPETUUECKOTO aHAIN3a OMPECIICHHON Hay4-
HOM (yueOHO-UCCIIeI0BATEeNbCKOM) TEMBI, TJ€ aBTOP PACKPBIBAET CYTh HCCIENyeMON MPOOJIeMbl, PUBO-
JUT Pa3INYHbIEe TOUYKH 3PEHHS, a TAK)KE COOCTBEHHBIE B3TJISIbI HA HEE.

WznoxxeHHoe MmoHMMaHHE pedepaTa Kak IEJIOCTHOIO aBTOPCKOTO TEKCTa OMpPENeNsieT KpUTEpUu
€ro OIEHKH: HOBU3HA TEKCTa; 0OOCHOBAHHOCTh BHIOOPA MCTOYHUKA; CTENEHb PACKPBHITHS CYIIHOCTH BO-
npoca; coOnroieHus TpeOoBaHUN K 0(hOpMIIEHUIO.

Tpeooeanusn k pepepamy: O6muii 066éM pedepara 20 guctoB (mpudt 14 Times New Roman,
1,5 untepnan). [lons: BepxHee, HKHEe, TpaBoe, jeBoe — 20 MMm. AG3amsbiit otctyn — 1,25. Tabnuib
BBITIOJIHATH TaOMM4HbIMU stueiikamMu Microsoft Word. CkanupoBaHue pUCYHKOB U TaOJUIl HE JOMYCKaeT-
csi. BelpaBHHBaHME TekcTa (MO MIMPUHE CTPAHUIIBI) HEOOXOIMMO BBITIOIHATH TOJBKO CTAaHAAPTHBIMU CITO-
cobamu, a He C MOMOoIIbI0 Tpo0esoB. Pa3mep TekcTa B pucyHkax u Tabiaumax — 12 kerms.

O0s3aTeNbHO HATMUKE: CoAepKaHusl (CTPYKTypa padOThI ¢ YKa3aHHEM pa3/eioB U UX HaYaTbHBIX
HOMEPOB CTPAHMII), BBEICHUs (aKTyaJIbHOCTH TEMBI, I1€]1b, 33J1a4H), OCHOBHBIX pa3jienioB pedepara, 3a-
KIIFOueHUs (B KPaTKOM, PE3IOMHUPOBAHHOM BHUE OCHOBHBIC MOJIOKEHHSI paOOThI), CIIUCKA JTUTEPATYPHI C
YKa3aHHEeM KOHKPETHBIX HCTOYHHKOB, BKJIFOYAsl CCHUTKHA Ha MTHTepHET-pecypChl.

B Tekcre ccpuika Ha MCTOYHHK JETAeTCs MyTeM yKa3aHWs (B KBaJIpaTHBIX CKOOKaX) MOPSIAKOBOTO
HOMEpa HUTHPYEMOM JIUTEpaTyphl U Yepe3 3alsaTyi0 — HUTUPYEMBIX CTpaHUL. Ypoeensv opuzunanvnocmu
mekcma — 70%
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Kpumepuu oyenxu pegpepama:
2 fanna cTaBUTCS, €CIIM BBINOJHEHBI Bce TpeOOBaHMs K HaNMMCAHMIO W 3amuTe pedepara: o003HaUeHA
npobiemMa 1 000CHOBaHA €€ aKTYalbHOCTb, CACTAH KPAaTKUN aHAU3 pa3IMYHBIX TOYEK 3PEHHS Ha pac-
CMaTpUBaeMyI0 IpobOIeMy U JOTHYHO H3JI0kKeHa COOCTBEHHAs MO3UIHUs, CPOPMYITUPOBAHBI BHIBO/IBI, TEMA
packphiTa MOJHOCTHIO, BBIACP)KaH 00BEM, COONIOEHBI TPEOOBAaHUS K BHEIIHEMY O(GOPMIICHHIO, TaHbBI
MIpaBWJIbHBIE OTBETHI HA JIOMOJHUTENIbHbIE BOMPOCchl. OOydaromuics mposBUI MHUIMATUBY, TBOPUECKHIA
MOJIXO/1, CITIOCOOHOCTD K BBIITOJHEHHIO CIIOKHBIX 33/1aHUH, OpraHU3allMOHHbBIE CIIOCOOHOCTH. OTMedaeTcs
CHOCOOHOCTh K MyOJIMYHONW KOMMYHUKalMH. JlIoKyMeHTalus rpejacrasieHa B cpok. [lonHoctsio odopm-
JIeHa B COOTBETCTBUHU C TPEOOBAHUSIMU
1 fann — BHIOTHEHBI OCHOBHBIE TpeOOBaHUS K pedepary U ero 3alluTe BBIITOIHEHBI, HO IPU 3TOM JOIY-
ICHBbI HCZ[O‘-IéTLI. B YaCTHOCTHU, UMCKOTCSA HCTOYHOCTH B HU3JIOKCHHU MaTCpHaia, OTCYTCTBYCT JIOTHYC-
CKasl MOCJIeIOBATENIbHOCTh B CY)KJICHUSX; HE BblIepKaH 00bEM pedepaTa; uMeroTcs ynyieHus B opopm-
JICHUHW; Ha OJOIIOJHHUTCIBbHBIC BOIIPOCHI MTPH 3aIUTC AaHBI HCIIOJIHBIC OTBCTHI. O6yqafomm71cs1 JOCTAaTO4YHO
MIOJIHO, HO 0€3 MHUIIMATUBBI U TBOPUYECKUX HAXOJOK BHIIIOJHUI BO3JIOKEHHBIE HAa HEro 3a1a4yu. JJokymeH-
TaIMs MPEICTaBICHA JOCTATOYHO MOJIHO U B CPOK, HO C HEKOTOPBIMHU HEZOPAOOTKAMHU.
0 6annoe — Tema pedepara He pacKpbiTa, OOHAPYKHMBAETCS CYIIECTBEHHOE HETMOHUMAaHHE MPOOIEMBbI.
O6yanOIlIHI>'IC$I HC BBIIIOJIHWUJI CBOU 3aJa4y WJIM BBIIIOJHWII JIMIIb OTACIIbHBIC HCCYINICCTBCHHBIC IMOPYyYC-
Hus. JlokymMeHTanus He c/1aHa.

5.3. OneHo4Hble MaTepHAJIbI VI IPOMEKYTOYHOM aTTecTalluH.

Lenvio npomedsicymounvix ammecmayuti N0 ITACUUIUIMHE SBJIACTCSA OLICHKA KayeCTBA OCBOCHUS
JUCLUIUIMHBI 00y4YaroIUMHUCS.

[TpomexyTouHasi aTTecTalys MpeiHa3HayeHa JUIsl OObEKTUBHOIO MOATBEPHKACHUS U OLICHUBAHUS
JOCTUTHYTBIX PE3yJIbTaTOB OOy4YeHMsI MOCI]e 3aBEPLICHMs WU3Y4EHUs AUCHUIUIMHBL. OcyliecTBisercs B
KOHIIE CeMeCTpa M MpeACTaBIsIeT cOOON UTOTOBYIO OLICHKY 3HAaHU 10 AuCHUILIMHE «Onbim op2anusayu-
OHHO — AOMUHUCMPAMUBHOU PAbOMbl 8 CUCHEMe COYUATIbHBIX CIy#cO» B BUJE MIPOBEACHUS K3aMEHA.

[TpomexyTouHasi aTTeCTaIMsl MOXET MPOBOAMTHCS B YCTHOH WM MUChMEHHOH (opme. Ha mpo-
MEXYTOUYHYIO aTTeCTaluI0 0TBOAUTCS 10 30 Gaios.

BOIIPOCBI, BBIHOCHMMBIE HA 3K3AMEH. Koumpoaupyemas komnemenyus ITK-2.2

1. HopMmaTuBHO-IpaBOBOE pEryJlHpOBaHUE JEATEIBHOCTH COLMAIBHBIX CIYXKO, YUpEeKACHUH U
OpraHu3aIuim.

2. HcroyHMKH MpaBa OpraHU3alMOHHO-aIMUHUCTPATUBHOM paboThl M UX KiacCU(UKaLUs.
CymHOCTh U cozepKaHHe 3aKOHO/aTeIbHON 0a3bl OpraHU3alMOHHO-aJIMUHUCTPATUBHON pa-
OO0TBHI.

4. TloHATHE «HOPMATHBHBINA HHCTPYMEHTAPHUI OpraHN3allMOHHO-aIMUHUCTPATUBHON pabOThI».

5. TloarotoBka u ohopMiIeHHE YIPABICHYECKUX JOKYMEHTOB.

6. PacnopsiaurenbHble JOKYMEHTHI.

7. OpraHu3alMOHHbIE JOKYMEHTHI.

8. HHpopmannoHHO-CIIpaBOYHBIE JOKYMEHTHI.

9. Pexum Tpyna.

10. IIpoueccsl co3nanus, CTAHOBJIEHUS U PA3BUTHS COLMATIBHBIX YUPEKICHUM.

11. OcHOBHBIE NOHATHUS OPTAHU3ALMOHHBIX CTPYKTYp YIIPABIICHUS.

12. Busbl OpraHu3allMOHHBIX CTPYKTYP YIIPaBICHUS.

13. IHHOBaLIMOHHBIE METOJUKHU PA3BUTHS COLUAIBHBIX YUPEXKICHUM.

14. OnbIT cTpaTeruu U TAaKTUKU COBEPIIEHCTBOBAHUS ACSITEIbHOCTHA COLIMATILHOTO YUPEXKICHUS.
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15.
16.

17.
18.

19.

20.
21.
22.
23.
24.

25

27.
28.
29.

30.

31.

32.
33.
34.
35.
36.
37.

38.
39.
40.

41.
42.
43.
44,

45.

46.
47.
48.
49.
50.

Metoauka co3/1aHus COLMATIBLHOM CITYXKOBbI.

Mertoauka opraHu3ali 1 OCHOBHBIE HAPAaBJIEHUS ACATEIbHOCTH KOMIUIEKCHBIX IEHTPOB CO-
[IUAIEHOTO OOCITY>)KUBaHHUSL.

Moaenu opraHu3alMOHHON CTPYKTYPbI IEHTPOB COLIMATILHON ITOMOIIU CEMbE U JICTSIM.
Mertouka OpraHu3aluu AesITEIbHOCTH LIEHTPA IICUXO0JIOrO-IIEAArOTUYECKOM TOMOIIM Hacese-
HHUIO.

Meroauka OpraHu3aluu AEATEIBHOCTH LEHTPAa 3KCTPEHHOW ICUXOJOTMYECKOW MOMOIIM IO
Tenedony.

[ToHsITHE «TEXHOJIOTHS OPTaHU3AIMOHHO-aIMUHUCTPATUBHON paOOThI».

[ToaroToBka opraHu3alOHHO-aIMUHUCTPATUBHBIX TOKYMEHTOB.

Pa3paboTka naaHOB OpraHU3alMOHHO-TEXHUIECKIX MEPOIPHUSITHH.

[Ipouiecc peanuzanuu aAIMUHUCTPATUBHBIX PEIICHUH.

[TonsTHE «PE3YABTATHBHOCTH OPTAHU3AIMOHHO-aIMUHUCTPATUBHON paOOTH.

. Bunel pe3ynpraToB OpraHu3alioHHO-aIMUHUCTPATUBHOM PabOTHI.
26.

Mognenu BBICOKO pE3yJbTaTUBHOTO OIBITa OpPraHU3alMOHHO-aJIMUHUCTPATUBHON pabOThI B
CHCTEME COLMAIbHOM 3alllUThl, 00pa30BaHuUs, 3PABOOXPAHEHUS, APMUH, [IPABOOXPAHUTEIIb-
HBIX OpraHax.

Metoanyeckue OLIeHKH Pe3yIbTaTUBHOCTH OpraHU3allMOHHO-aIMUHUCTPATUBHON paOOTHI.
[lonsTue «xaapoBoe oOecreyeHUE».

[Tpobaembl npodeccuoHanu3zMa KaJ[pOB, BBITOJIHAIOLINX OpraHU3alOHHO-
aIMUHUCTPATUBHYIO paboTy.

3HayeHue  OOHOBJIEHHUS,  IIONMOJIHEHMsI W COBEPUICHCTBOBAHUS  OPraHU3al[IOHHO-
aJIMMHHUCTPATUBHON KOMIIETEHTHOCTH B COBPEMEHHBIX YCIOBHSX.

[IpakTryeckue GopMbl U METOJIbI MOBBIIIEHUS KBAIU(UKALMU KaJpOB, UX Ha3HAYCHHE U Xa-
PaKTEPUCTUKH.

[IpuMeHeHre HNHHOBALIMOHHO- JESTEIbHOCTHBIX UI'P U TPEHUHIOB.

[ToHsITHE «1€TI0BOM UMUK, €TO CYLTHOCTD.

Tunuynble «OpraHU3alMOHHO-aIMUHUCTPATUBHBIE O0JIE3HN» PYKOBOIUTEIIS.

MotuBanus ylnyqieHus 1€JI0BOr0 UMUIKA.

[ToHsATHE «M3yUYEHHE OIBITa OPraHU3AMOHHO-aIMUHUCTPATUBHOMN pabOThI».

TexHonornu opraHu3alOHHO-aIMUHUCTPATUBHONW pabOThl HA NMPUMEpPEe KOHKPETHOTO COILH-
QJIBHOTO YUPEKICHUS.

[TonsiTHe «pacnpocTpaHeHUs OpraHU3alMOHHO-aIMUHUCTPATUBHON pabOThHI».

@DopMBbI U METO/IBI PACTIPOCTPAHEHHS OIbITA OPraHU3aLMOHHO-aIMUHUCTPATUBHON PaOOTHI.
[Tonstue «BHeApeHUE (OCBOEHHUE) MEPENIOBOTO OINbITA OPraHU3ALMOHHO-aIMUHUCTPATUBHOM
paboThI.

Monudukaiys onpiTa ¢ y4€TOM KOHKPETHBIX OCOOEHHOCTEN COLUAIbHOIO YUPEKIACHUS.
IleneBoe Ha3HAUYEHUE, OPTaHU3ALMOHHOE U KaJIpOBOE 0OecIeueHHe.

Onenka 3¢(eKTHBHOCTH BHEIPEHMSI OIbITa OpPraHU3al[MOHHO-aIMUHUCTPATUBHOMN pabOTHI.
[Tpobnema opraHM3allMOHHO-aIMUHUCTPATUBHBIX N300pPETEHUI U UX IPUMEHEHUS B 3apyOeK-
HOW U OT€YECTBEHHOM MPAKTHUKE.

PernonanpHble 0COOEHHOCTH OpPraHU3allMOHHO-aIMUHUCTPATUBHON pabOTHI B CUCTEME COLIU-
aJIbHOTO OOCITYKMBaHUs MPECTapesblX U HHBAJIUIOB.

OmnbIT QpyHKIIMOHUpPOBaHUS PecryOIMKaHCKOro repOHTOIOTHYECKOr0 LIEHTpPa.

OnsIT pyHKIIMOHMpPOBaHUS HampuuKCKOro joMa-MHTEpHATA JUIs IpecTapesblX U HHBAIUIOB.
OmnbIT cOolMaIbHOTO 00CTYKUBaHUS CEMbU U JieTell B YpBaHckoM paiione KBP.

OmnsiT ¢pyaxnuonuposanust bBPJIPL] «Pamgyray.

OnbIT QyHKIMOHMPOBaHUS PecryOnuKaHCKOTo cOlManbHO-peabUIMTAMOHHOTO IIEHTpa IS
HECOBEpUIeHHOJIETHUX (B I'. Hanmpuuke).

13



Kpumepuu ghopmupoeanun oyenok no npomexcymounoi ammecmayuu:

«omauunoy (30 6annoe) — nomydaroT 00yJaronIrecs, KOTOpbIe CBOOOIHO OPUECHTUPYIOTCS B MaTe-
puasie u oTBevaroT 0e3 3aTpyaHeHuit. OO0ydaroniuiicss CiocOOCH K BBIOJIHCHUIO CIIOXKHBIX 33aJJaHUH, T10-
CTaHOBKeE 1IeJIei U BbIOOpe MmyTel uX peanu3anuu. Pabora BhINOIHEHA MOJHOCTHIO 0€3 OMIMOOK, PelIeHO
100% 3amau;

«xopoutoy (25 6annoee) — nony4aroT 00y4yaronrecs,, KOTOpble OTHOCUTEIHHO MOJIHO OPUEHTHPY-
I0TCS B MaTepuaje, OTBEYAT 0e3 3aTpyJHEHHWH, MOMYCKal0T HE3HAYUTEIhHOE KOJMYECTBO OIIHUOOK.
OOyuaromuiics crmocoOeH K BBIOJHEHUIO CIOXKHBIX 3afaHuii. PaboTa BbIMONIHEHA MOTHOCTHIO, HO UMe-
10TCS He OoJiee OHON HerpyOOl OIMMOKU U OJTHOTO HEJoYeTa, He OoJiee TpeX Helno4eToB. JlomycKaroTcs
HE3HAaYUTelIbHbIe HETOUHOCTHU IIPH pelIeHnu 3aad, pemeHo 70% 3anay;

«yoogremsopumenvrioy (20 6annoe) — Nonyd4aroT 00ydJaromuecs, y KOTOPHIX HETOCTATOYHO BbI-
COK YPOBEHb BJIaJIeHUsS MaTepuajioM. B mporecce oTBera Ha 3auere JAOMYCKAIOTCS OLIMOKU U 3aTpyHe-
HUS TP U3JI0KEeHUU Matepuana. O0yJyaromuiicss MpaBUJIbHO BBIOJHWI HE MeHee 2/3 Bcell paboThl WiH
JOTYCTUI He Oosiee 0THOM rpy0oit OMKMOKHK U IBYX HEIOYETOB, HE 00Jiee OJHOM IpyOOl M OJTHOW HETPY-
0ol ommbKku, He OoJiee TPEeX HErpyObIX OMMOOK, OJTHON HerpyOoit. OO0yJaronuiics 3aTpyIHAETCS ¢ Ipa-
BWJIBHOM OIIEHKOM MPEJIOKEHHON 3a7a4M, TaeT HEMOJIHBIN OTBET, pereHo 55% 3anay;

«neyoosnemeopumenvroy (15 6annoe) — monydaroT o0ydaroniecsi, KOTOpbIe JOMYCKAIOT 3HAYH-
TenbHbIe OmMOKK. O0yJaromuiics UMeeT JIHIb HaYallbHYI0 CTEIIeHb OPHEeHTAllu B MaTepuaie. B pabore
YHCIIO OMMOOK W HEJOYETOB MPEBBICHIIO HOPMY JUIsl OIICHKHM 3 WJIM TMPaBUIBLHO BEHITIOJHEHO MeHee 2/3
Bcell paboTel. OOyuaroluiics JaeT HEBEPHYIO OLIEHKY CUTYalluu, perieHo meHee 50% 3amay.

6. METOIUYECKHUE MATEPUAJIbI, OIPEJAE/IAIOINUE IMPOLIEAYPbI OHEHUBAHUS
3HAHWI, YMEHUI, HABBIKOB ¥ (WJIN) ONIBITA JEATEJbHOCTH

Makcumanbhas cymma (100 6amioB), Habupaemasi CTYACHTOM 10 JUCLMIUIMHE BKIIIOYAET JIBE CO-
CTaBJIAOILE:

— nepeas cocmaegnawas — OLeHKa PeryysipHOCTH, CBOEBPEMEHHOCTH U KayecTBA BBIMOJIHEHUS
CTYZIEHTOM y4yeOHOI paldoThl 1O M3Y4YEHUIO AUCLUIUIMHBI B TEUEHHE IMEpHUo/ia MU3yYeHHs IUCLUIUIMHBI
(cemecTpa, WJIM HECKOJIBKUX ceMecTpoB) (cymma — He Oosiee 70 GaisoB). bamibl, xapakTepusyroiiye
yCIIEBAEMOCTh CTY/IEHTA MO JUCLUUIUINHE, HAOMPAIOTCS UM B TEUEHUE BCEro MepHoja 00ydeHus 3a uzyde-
HUE OT/IETBHBIX TEM U BBITIOJHEHHUE OTACIBHBIX BUIOB PA0OT.

— emopasa cocmasnAlowas — OlLICHKa 3HaAaHUW CTyJEHTa MO pe3yibTaTaM MPOMEXYTOUHOH aTTe-
crauuu (He Oonee 30 — GaysoB).

Kpurepruem olieHKH ypOBHSI CPOPMHPOBAHHOCTH KOMIIETEHLMH B paMKaX y4eOHOW AMCLUIUIMHBI
«OTnBIT OPraHU3alMOHHO — aIMUHUCTPATUBHON pabOThI B CUCTEME COLUAIBHBIX CIYy:K0» cTyaeHToB 3P0
Ha 5 Kypce SBJSETCs SK3aMeH.

Llenvto npomesrcymounplx ammecmayuii 10 JUCLUUIIINHE SIBISETCS OLICHKA KA4eCTBAa OCBOCHUS
TMCIUTUTAHBI 00yJarOIIUMHCS.

Kpumepuu oyenku kauecmea 0ceoenus OUCYUNIUHb

Ouyenka «omauunon— om 91 0o 100 d6annoé — TeOPETUUECKOE COJEPKAHNE Kypca OCBOCHO IOJI-
HOCTBIO, 0e3 MmpoOesioB, HeOOXOANMMBIE HABBIKM PabOTHI chopMupoBanbl. Bece mpemaycMoTpeHHBIE MPO-
rpamMMoii 00yueHus! yueOHble 3aJaHUsl BHIIIOJHEHbI, KAYeCTBO MX BBIOJHEHUS OLEHEHO YHCIIOM OalioB,
ONMM3KUM K MakCHMaJIbHOMY. Ha nKk3aMeHe CTYyZIeHT JeMOHCTPUPYET IITyOOKHe 3HaHUS TMPEayCMOTPEHHO-
ro mporpaMMoil Marepuaia, yMeeT 4eTKO, JJAaKOHUYHO U JIOTUYECKU IOCIIeI0BaTeIbHO OTBEYATh HA TO-
CTaBIICHHBIE BOIIPOCHI.

Ouenka «xopouo» — om 81 00 90 b6annoe — conepxanue Kypca 0CBOEHO, HEOOX0IUMbIE HAaBBIKH
paboThl chopMHUPOBaAHBI, BHIIOJHEHHBIE YUeOHBIE 3a/laHUsl COJIep)KaT He3HauuTelnbHbe omunoOKku. Ha 3a-
YyeTe CTYIEHT JeMOHCTPUPYET TBepAOe 3HAHUS MaTepHaja, yMeeT YeTKO, TPaMOTHO, 0e3 CYIECTBEHHBIX
HETOYHOCTEH OTBEYATh Ha MMOCTABJICHHBIC BOTIPOCHI.
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Ouyenka «yoosenemeopumenvro» — om 61 0o 80 dannoe — conepkaHue Kypca OCBOEHO HE MOJIHO-
CTBhIO0, HEOOXOMMBIC HABBIKU PabOTHI c(hOPMUPOBAHBI YACTHUYHO, BBHIMOJHEHHBIEC Y4YeOHBIC 3a7aHUS CO-
nep:kar rpyobie ommOKku. Ha sx3ameHe CTyAeHT AeMOHCTPHUPYET 3HaHHE TOJIBKO OCHOBHOT'O MaTepuaa,
OTBETHI COZEpKAT HETOYHOCTH, CJIad0 apryMEHTHPOBAHbI, HApYILIEHA IMOCJIEI0BATEIbHOCTD U3JI0KEHUS
Marepuaia
Ouenka «neyooesiemeopumenvhoy — om 36 0o 60 6annoe — conepxanue Kypca He OCBOEHO, He-
00XOaMMBbIE HAaBBIKM pabOTHl HE CPOPMUPOBAHBI, BHINOJHEHHBIE y4eOHBIC 3aJaHUs COIEpXKaT TpyOble
OLIMOKH, JOTOJIHUTEIbHASL CAMOCTOsITeNIbHAsL paboTa HaJl MaTepUajIoOM Kypca He MPUBEIET K CYIIECTBEeH-
HOMY TIOBBIIICHUIO Ka4eCcTBa BHIMOJIHEHUS yUeOHBIX 3a1aHuil. Ha sKk3amMeHe CTyJeHT IeMOHCTPUPYET He-
3HAHHE 3HAYUTEJIBHON YacTU MPOrpPaMMHOT0 MaTepuaa, CyleCTBEHHbIE OIUOKH B OTBETaX Ha BOIPOCHI,
HEYMEHHE OPUEHTUPOBATHCS B MaTepualle, He3HAHNE OCHOBHBIX MOHSATHH JUCLIUTUIAHBL
BrinonHeHne TUIOBBIX 3ajaHuil, IpeACTaBICHHBIX B pazaene 5 « OyenouHvle mamepuansl 0iisi me-
Kyue2o u pybexicHo20 KOHmpOJia YCneeaemMocmu U NPOMe’CYmMouHol ammecmayuiuy TO3BOJIUT obecrie-
YUTh peanu3zanuto komnereHuuu [MK-2.

Pe3ynomamul oceoenus yueoHoil OucCyunaIuHbl, noOeIHcaujue nposepKe

Tabauua 7.
Koo u naumenosarnue Buo ouenounozo mamepu-
Pezynomamut
oBvaenus UHOUKaMopa OcHogHble NOKaA3ameau OyeHKu ana, obecneuusaiouezo
Y odocmuicenus pe3ynbmamos ooyueHus dopmuposanue komne-
(komnemenuyuu) _
KoMnemeHuuu menyuu
HIIK-2.3. ObecneuuBaet | 3namo: TUIOBBIE OLICHOYHBIE Ma-
KOMIUIEKCHBIH TMOAXOJ B pea- | - HOPMAaTHBHO — IIPaBOBYIO 0a3y | TepHajbl Ui YCTHOTO
JM3AUMM  MHAMBHAYAIbHBIX | OpraHW3allMiOHHO — aJAMHHHCTpa- | Ompoca (paszden 5.1.1);
NpOrpaMM  MPENOCTABICHUS | 1yppoii paGoter (OAP); THUIIOBBIE OLIEHOYHBIC Ma-
CONMANBHBIX YCIyT Tpaxia- TepHUanbl i pyOeKHOTO
HaM CO CTOpPOHBI CIICI[HAIH- KOHTpOJIS (00pa3mbl TECTOB)
cTa CMEXHBIX mpodeccuit (pazden 5.2.1);
K- 2- Criocoben (mcuxonoru, peadMIINTONOTH, THTIOBBIC OIICHOYHBIC Ma-
OpraHu30BaTh COLU- COIIMAJIbHBIC II€daroru, Jaec- TCpUAJIbl K 3a4YCTy (pasc)eﬂ
aIIbHOE 00CITy)KUBA- (exrostoru u 1p.) 5.3.).
Ymems:

HUE TIOCPEACTBOM

(hOopMHUpPOBaHUS HH-
JTUBHUIyaJdbHOM Mpo-
TrpaMMBbI IPE0CTaB-
JIEHHUS COLMATbHBIX

THUIIOBBIC OLICHOYHBIC Ma-
TCpHUAJIbl JJIsL YCTHOT'O
ompoca (pazoen 5.1.1);

- UCIOJIb30BaTh 3aKOHOAATEIIbHBIE U
JIpyrie€ HOPMAaTHMBHO - IPaBOBLIC

aKkThl (efepatbHOr0 U PErHOHab-

yCIyT

HOTO YPOBHEH sl MpeAoCTaBICHUS

COLIMAJIbHBIX YCIIYT,

NpUMEpHbIE TEMBI pede-
patoB (pazden 5.1.2.).

Bnaoemos: OreHOUHBIE MaTepHAJIBI
-MEeTOJaMH OPraHU3alHOHHO- | JUIA TEKYLIero KOHTPOJIS
aJIMUHUCTPATUBHOU pabotsl | (pazden 5.1.3.)

NPUMCEHUTCIBHO K JACATCIIBHOCTU B

THIIOBBIC OLICHOYHBIC Ma-

CHCTEME COLMAJIBHBIX CITYXKO. TepHaNlBl I PYOSIKHOrO
KOHTpOJIs (00pa3Ibl TECTOB)

(pazden 5.2.1);

Taxum o0pa3om, BBIIIOJIHEHUE TUIOBBIX 3a/1aHUM, IPECTABICHHBIX B paznene 5 «OneHouHble MaTepu-
aJibl JUISl TEKYIIETO U PYOEeKHOTO KOHTPOJIS YCIIEBAEMOCTH M MPOMEKYTOUHOW aTTeCTAllUH» I03BOJIUT
obecrieunth (popmMupoBaHue y Oyaymiero OakamgaBpa CHOCOOHOCTH K OpraHU3AIMH OOCTYXWUBAaHHS TIO-
cpeAcTBOM (OPMHUPOBAHUS WHAMBUAYAJILHOW IMPOrpaMMbl MPEAOCTABICHHUS YCIYT M HAmpaBiIeHO Ha
dbopmuposanme [1K-2.2
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7. YHEBHO-METOAUYECKOE OBECIIEYEHHUE JUCHUIIJINHBI

7.1. OcHOBHas JUTEpaTypa

Hy6enckuii FO.I1. YnipaBnenue conuanbHoON paboTo# [IneKTpoHHbIN pecypce]: kype aekmuii / FO.I1.
Hy6enckuii, E.M. Cepruenko. — DIEKTPOH. TEKCTOBbIE AaHHbIe. — OMCcK: OMCKUI rocyaapCcTBEeH-
Hbll yHUBEpcUTeT UM. .M. [locTtoeBckoro, 2015. — 354 c. — Pexum gocryna:
http://www.iprbookshop.ru/59668.html

Tkauenko A.C. lHHOBanuMM B yHpaBJICHUYECKOW NESITEIBHOCTH PYKOBOJAMTENCH (Ha MpUMEpPEe COIH-
AIBHBIX yupexaeHui) [Dnekrpornsiid pecypc]: mororpadus / A.C. Tkauenko, b.®. Yemanos, KA.
®danbKoBCKasi. — DJIEKTPOH. TEKCTOBBIE AaHHbIE. — M.: MOCKOBCKHI T'YMaHUTAPHBIN YHUBEPCUTET,
2014. — 186 c. - Pexxum mocryma: http://www.iprbookshop.ru/39676.html

Kgsecko P. b., Mypasckas E.H., Ksecko C.b., HaiikoBckuii B.JI, MeHe)KMEHT COMaIbHONU PaOOThI
(Opranmsanus ynpaBJIeHUs U aJIMUHACTPUPOBAHUS B COITUAIBHOM paboTe): Yuebd. mocodue. —
Tomck: Uzn. TITY, 2014

Komapos E.N. Ynpasiienue 3pPeKTHBHOCTHIO COIMAIBHBIX YUPESKIACHHH [ DIIEKTPOHHBIN pecypc]:
yuebHo-mpakTraeckoe nocodue / E.M. Komapos, H.H. CtpensaukoBa, 1.B. Manodee. — Dnek-
TpOH. TeKcToBBIC NaHHble. — M.: JlamkoB u K, 2014. — 302 c. — Pexum gocryna:
http://www.iprbookshop.ru/24837.html

[TaBnenok I1.[0., PynneBa M.f. TexHnonoruu counanbHoOM pabOThI ¢ pa3TUYHBIMK TPYIIIIAMH Hace-
nenus : Yuebnoe nocodue.-M.:MHDOPA-M,2014.-272¢. (4/3 Nel -35Kk3.).

Pouk B./I. ConmansHoe cTpaxoBaHHe: TEOPHS U MPaKTHKa opranu3anuu: yaeOHuk/M: IIpocmexr,
2016.

Cawmpirua C.U. Texnonorust conuansHON padoTh s OakanaBpos: yaeouuk/ C.M.CaMbIrue u jp;
oz pen. A.M. KymeikoBa.-Poctos u//]: ®enukc, 2017.

VYipasieHue B COlMaNbHOM padoTe [ DIeKTpOHHBIH pecypc]: yueOHuK ais 6akanaBpoB / C.A. AHH-
CUMOBA [H J1p.]. — DJeKTpoH. TeKcToBbIe JaHHble. — M.: JlamkoB u K, 2016. — 300 c.— Pexum
nocryma: http://www.iprbookshop.ru/60473.html

JlonoIHUTe/ILHAA JINTepaTypa

HeBstkun E.A. ConuanbHble OCHOBBI KOHKYPEHTOCIIOCOOHOCTH OpraHU3alliu [DIEKTPOHHBIN pe-
cypc]: yuebHoe nocodue / E.A. JIeBITKUH. — DJIEKTPOH. TEKCTOBBIE naHHbIe. — M.: EBpasuiickuii
OTKPBITBIA UHCTUTYT, 2011.— 64.c— Pexxum nocrymna: http://www.iprbookshop.ru/10837.html
3aiiues /[.B. Opranu3zanus ynpasieHus U aAMUHUCTPUPOBAHUS B coLlMaibHOU padoTe: YueOHOe mo-
cobue, -PoctoB Ha Jlony,2011 (4/3 Nel-19k3.)

MeTon010rnyecKuii UHCTpYMEHTapuil COBPEMEHHOI'O COLMAIBHOIO YIIpaBIeHUs [ DNEeKTPOHHBIN pe-
cypc]: yueOHo-npaktudeckoe nmocooue / E.1. Komapos [u Ap.]. — DNeKTpoH. TEKCTOBBIE JaHHBIE. —
M.: NamxkoB u K, 2016. — 315 ¢. — Pexxum nocryna: http://www.iprbookshop.ru/60452.html

Ps6oB H.H. [estensHocts HIID 1o pa3menieHuI0 MEHCHOHHBIX PE3€PBOB M HAKOILJICHUH B YIpaB-
nsirommx KoMmanusix. U3n-Bo «JlaGoparopust kauruy, 2009. http:/www.iprbookshop.ru/10917.html
ConmanbHas 3alIiTa HACeNIEHUS: ONMBIT OPTaHU3aMOHHO-aIMUHUCTPATUBHOM paboTH: YueOHoe Mo-
cobue, M:2011.

XouocroBa E.W. 3apyOexHbIi ONBIT COLMAIIbLHOM PaboThI [ DIEKTPOHHBIN pecypc] : yueOHoe mocobue / E.U.

XomnoctoBa, A.H. Jlamkuna, .B. ManodeeB. — DnekTpoH. TekcToBbIe ganHbie. — M. : JlamkoB u K, 2015.
— 365 ¢. — 978-5-394-01338-6. — Pexwum poctymna: http:// www.iprbookshop.ru/10917.html
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7.2. llepuoguveckne u3iaHus (razeta, BECTHUK, 010J1eTeHb, dKYPHAJI)

1 . OredecTBEeHHBIH XypHa cOlManbHON paboThl // https://elibrary.ru/contents.asp?id=34834398

1. Xypnan COHHOT- connansHoe oOcnykuBanue Hacenenus // http://son-net.info/zhurnal-sonnet/
2. TlencuonHoe oGecnedeHue // HIEKTPOHHOE Mepuoandeckoe nsaanue, «[IPAMMy», M.

3. CoumanpHOE U TIeHCHOHHOE npaBo // M3parenbckas rpynmna «tOpuct», M.

7.3. UHTEpHET-pecypChl

[Tpu n3yuernnn AUCIUIUIMHBL «OIBIT OPraHU3aIUOHHO — 3 IMHHUACTPATUBHON paOOTHI B CHCTEME
COILIMATILHBIX CITY’K0» CTYJEHTaM IOJIE3HO IMOJIb30BaThCA ClenyromuMu HTepHET — pecypcamu:
1. Bubnuomexa KBI'Y: http://lib.kbsu.ru/
2. https://rosmintrud.ru/ - Munucmepcmeo mpyoa u coyuanivhot 3auumot PO.
3. https://mintrud.kbr.ru/ - Munucmepcmeo mpyoa u coyuanvrot sawumol KbP
4. DnekmpomnHvlil Kamanoe poccutickux ouccepmayuii: http://www.disserr.ru/index.html

7.4. MeToauuecKkue YKa3aHUs 110 IIPOBEACHUTIO y‘leﬁHbIX 3aHSATHIL.

VYuebnas pabora no aucuuiuinHe «OMBIT OPraHU3alMOHHO — aAMHUHHUCTPATUBHONH pabOTHI B CH-
CTeME COLMAJIBHBIX CIYXk0» COCTOMT M3 KOHTAKTHOM paboThl (JIEKLMHU, PAKTHUECKUE 3aHATUS) U cCaMo-
cTOATENbHONU paboThl. COOTHOIIEHHE JIEKIIMOHHBIX M MPAKTUYECKUX 3aHATUHN K 001eMy KOJIMYECTBY ya-
COB COOTBETCTBYET yueOHOMY IIaHy HampasieHuss noarotoBku 39.03.02 — ConuanbHas pabota Mmpo-
rpamMma OakaaBpuata «ConuanbHasi padoTa B CHCTEME COIUATBHBIX CITYKO».

JU1s IOATOTOBKU K MPAKTUYECKUM 3aHATUSAM HEOOXOAMMO PacCMOTPETh KOHTPOJIbHBIE BONPOCHI,
IpU HEOOXOMMOCTH OOPaTUTHCA K PEKOMEHAYEMOH JIUTepaType, 3aucaTh HEOHATHBIE MOMEHTHI B BO-
Ipocax JJsl YSICHEHUS UX Ha MPEJCTOAIIEM 3aHATHH.

Memoouueckue pexomendauuu no u3yuenuro 0ucuunﬂuubl «Onbim Op2anu3auuoOrHO — aomMuHu-
cmpamueuoﬁ pa60mbl 6 cucmeme couuaibHovlx C./ly.?f(’ﬁ»

[enb kypca «OnbIT OpraHU3aMOHHO — aIMUHUCTPATUBHON pabOTHI B CUCTEME COLUATIBHBIX CIIYXKO0»
3aKJIro4yaeTcss B (pOPMUPOBAHUM CHUCTEMATH3MPOBAHHBIX 3HAHUM MPUMEHMUTENBHO K OMNBITY OpraHM3allM-
OHHO-a/IMUHUCTPATUBHON pabOTHI B CUCTEME YUPEXKJICHUN U OpraHu3aluil COMaIbHON cdepbl, chopMu-
poBaTh y BBITIYCKHHUKA LEJIOCTHOE TEOPETHYECKOE, METOAOJOTMYECKOE, METOJUYECKOE M KOHKPETHO-
CUTYaTUBHOE IpeCTaBleHue 00 OMbITE OPraHU3allMOHHO-aIMUHUCTPATUBHON pabOThl B CUCTEME COLU-
aJIbHBIX CITYXO.

[Tpuctynas kK U3y4yeHHUIO AUCLUUIUIMHBI, 00yJarouiemMycs HeoOX0IMMO 03HAKOMUTHCS C TeMaTH4e-
CKUM IIJIAHOM 3aHSTHUH, CIIUCKOM PEKOMEHI0BaHHOU y4ueOHOW nuteparypsl. CienyeT yACHUTH MOCIEeN0-
BaTEJIbHOCTh BHIMIOJHEHUS] MHIMBUYaJIbHBIX YUYEOHBIX 33JaHU, 3aHECTU B CBOIO pabOuyr0 TETPab TEMbI
U CPOKM MPOBEJICHHs] CEMMHAPOB, HAlTUCAHUs YU€OHBIX U TBOpUYECKHX paboT. Ilpu u3ydyeHun aucuuruim-
HbI 00yYaroIUecs BBIIOJIHAIOT CIEAYIONIUE 3a/laHus: U3y4aloT pEeKOMEHI0BAaHHYIO YU€OHYI0 U HAy4YHYIO
JUTEpaTypy; MULIYT KOHTPOJIbHbIE Pa0OThI, TOTOBAT pedepaTsl U COOOIIEHUS K MPAKTUUYECKUM 3aHATHUSIM;
BBITIOJHSIOT CAMOCTOATEIbHBIE TBOPUYECKUE PAOOTHI, YIACTBYIOT B BBIIIOJIHEHUU MPAKTUYECKUX 3aJaHUI.
VYpoBeHb U TIIyOMHA YCBOCHUS AMCLUIUIMHBI 3aBUCAT OT aKTUBHOW M CHCTEMaTHUYECKOW pabOThI Ha JIEK-
LUSX, U3YYCHHS] PEKOMEHI0BAaHHOM JTMTEPaTyphl, BBIMOIHEHHS] KOHTPOJIbHBIX MUChbMEHHBIX 3a/1aHUH.

Kypc nzydaercs Ha JIEKIUAX, IPAKTHUYECKUX 3aHATUAX, IPH CAMOCTOSATEIbHON U MHINBUTyaIbHOU
pabote obyuaromuxcs. O0yvaromuiics AJs MOJTHOTO OCBOSHHS MaTepuaia AOKEH He IMPOMyCKaTh 3aHsl-
THSL U aKTUBHO y4acTBOBaTh B y4eOHOM mpotecce. JIGKIIMK BKIIIOYAIOT BCE TEMBbl U OCHOBHBIE BOIPOCHI
TEOpUU U TPAKTUKHU cTpaxoBaHus. [ makcumanbHON 3(()EKTUBHOCTH U3Y4EHHS HEOOXOAMMO MOCTO-
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SIHHO BECTH KOHCIIEKT JIEKIIMI, 3HaTh PEKOMEHIYEMYIO IPENOAABATEIIEM JIUTEPATYPY, MO3BOJISIOUIYIO J10-
MOJHUTH 3HAHUS U JIy4YlIe MOATOTOBUTHCA K CEMUHAPCKUM 3aHSITHSIM.

B cooTBercTBUY ¢ Y4EOHBIM IUIAHOM Ha KOXKAYIO TEMY BBIACICHO HEOOXOJMMOE KOJUYECTBO Ya-
COB MPAKTUYECKUX 3aHSTUUA, KOTOPBIE MPOBOJATCS B COOTBETCTBUU C BOIIPOCAMU, PEKOMEH/I0BAaHHBIMH K
M3YYCHHIO M0 OmpesesieHHbIM TeMaM. OO0ydJaromuecs AOKHBI PETYISPHO TOTOBUTHCS K CEMHUHAPCKUM
3aHATHUSAM M YyY9aCTBOBAaTh B 00CYKJICHHHU BOMPOCOB. [Ipu MOATOTOBKE K 3aHATHUSIM CJIEAYET PYKOBOACTBO-
BaTbCAd KOHCIEKTOM JIEKIIMA M PEKOMEHJOBAaHHOW JIMTEPATYpOH. TemMaTUYeCKud IUIaH JUCLMIUIMHBI,
y4eOHO-METOIMUECKHE MaTEPHAIIbI, & TAK)XKE CITMCOK PEKOMEHI0BAHHOW JIMTEPaTyphl IPUBEACHBI B pado-
4el nporpamme

B xoxe u3ydeHHS AMCIUIUIMHBI OOYYaIOIIUNUCS MMEET BO3MOXHOCTh IOJTOTOBHTH pedepar Imo
Teme, mpeiaraeMoro B Pabodeil mporpaMmMe ITUCIUIUIMHEI CIIMCKA. BBICTyIIIEHUE ¢ TOKIaI0M 10 pede-
paTy B rpymnre mpoBOAUTCS B (hOpME MPE3EHTAIUHU C UCIIO0JIb30BaHUEM MYJIbTUMEIMHHON TEXHUKH.

7.4.1. Memoouueckue pekomeHoauuu K 6UOAM CAMOCMOAMENbHOU PAOOMbL CHYOCHM 08

Maxkoesa 3.A., KorotepkeBa A.K. OmnbIT opraHu3aliioOHHO- aMHHHUCTPATUBHON pabOTHI B CHCTEME
COLMAJIBHBIX CIIY’K0: METOAMYECKHE PEKOMEHJAIMU sl CTYAEHTOB, OOYHYaIOLIMXCS MO HAINPaBJICHHIO
noarotoBku 39.03.02 ConmansHas padota, KBI'Y, Hanpumk, 2023.

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCHUIIVIMHbI

8.1. TpeboBanus K MaTepUATbHO-TeXHUYECKOMY 00ecredeHUuI0

Hns peanuzanuu paboyeil mporpaMMbl JTUCHMIUIMHBI UMEIOTCSA CHEIUaIbHbIC MOMENICHUS s
IPOBEICHUSA 3aHATUM JIEKIIMOHHOTO M CEMHUHAPCKOIO0 THIIA, TPYINIOBBIX MW HHIWBUIYAIbHBIX
KOHCYJIbTAIlM{, TEKYIIEro KOHTPOJS W IPOMEKYTOYHOW aTTeCTallMHd, a TaKXKe NOMEUIECHUS I
CaMOCTOSITENILHOM paboOThl W TOMELICHUS M XpaHeHWs U NPO(UIAKTHYECKOro O0O0CTyKUBaHUS
obopynoBanus. CrenuaibHble TOMEIICHUS YKOMIUIEKTOBAHbI —CHEIUATN3UPOBAHHON MeEOeNbi0 U
TEXHUYECKUMHU CpeICTBa OOYYEHHs, CIYKalUMU [UIs TpeacTaBieHus HWHGOpManuu OONbIION
ayIUTOPHH.

Jlns mpoBeZieHHs 3aHATUH JIEKIIMOHHOTO THUIIA MMEIOTCS JeMOHCTpallMOHHOE 00OpyIOBaHUE U
yueOHo-HarngHbple ocoous. [lo nucuumnanne «OnbIT OpraHU3alMOHHO — aIMUHUCTPATUBHON padOTHI B
CHCTEME COLHMAIIBHBIX CIY>K0» HMEIOTCS NpEe3eHTAllud MO OTAEIbHBIM TeMaM Kypca, MO3BOJISIOLINE
Haubosee 3hPEeKTUBHO OCBOUTH MPEICTABICHHbIN YUeOHbII MaTepHall.

[Tpu npoBeneHnN 3aHATUH JIEKIIMOHHOTO/ CEMUHAPCKOTO TUIIA 3aHSITUN UCIIOJIB3YIOTCS:
JIUYEH3UOHHOe NPOZPAMMHOe oDecneyenue:

- IIpoaykter Microsoft (Desktop EducationALNG LicSaPk OLVS Academic Edition Enterprise)

noanucka (Open Value Subscription);

AnTtuBupycHoe nporpammuoe ooecneuenne Kaspersky Endpoint Security Crangaptaeiii Russian

Edition;
€80000HO pacnpocmpansemvle npocpammbl.

—  WinZip nuis Windows - mporpaMm JAjIsl CKaTHs U pacliakoBKH (paiiiios;

— Adobe Reader nns Windows — nporpamma i urenust PDF daiinos;

— Far Manager - xoHCONBHBIN (DailIOBBI MEHEDKEp Ul ONEpallMOHHBIX CHCTEM CEeMeHCTBa
Microsoft Windows.
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ITpu ocymiecTBiIeHNU 00pa30BaTEIBLHOIO MpoIecca CTYACHTAMH | MPENOAaBaTEIIEM UCTIONb3YIOT-
cs cnenyromme nHbopmarmoHHo cipaBouHbie cucTeMbl: ObC «Aullndpoykcy, DbC «KoHCcynbTaHT CTY-
nenta», CIIC «Koncynbrant mitocy, CIIC «"apanTy.

8.2 OcobenHoCcTH peaju3auvy TUCUUIJIMHBI IJI MHBAJIHUIOB U JIMI ¢ OTPAHMYEHHBIMHU BO3-
MOKHOCTSIMHU 310POBbSI

JUis CTyIEHTOB € OrpaHHMYEHHBIMH BO3MOKHOCTSIMH 3/10pPOBbSI CO3aHbI CHEIMATIbHBIC YCIOBHS
IS TIOJTyYeHHsI 00pa3oBaHMs. B 1ensX JOCTYMHOCTH MOJIydeHHs BBICHIETO 0Opa3oBaHMA 1O 00pa3oBa-
TEJBbHBIM MPOrpaMMaM MHBAJIUAAMU U JUIIAMU C OTPAaHUYEHHBIMH BO3MOXKHOCTSAMU 3/10pPOBbSI YHUBEPCH-
TETOM 00€CIICUNBACTCS:

1. AnprepHaTuBHas Bepcus opuuuanbHOro caiita B cetn «VHTepHeT» 171 c1aboBUISALIMX;

2. JIns MHBAJIMIOB ¢ HAPYUICHUAMH 3peHus (cIaboBHUIAIINE, CICTIBIC)

- IPUCYTCTBUE ACCHCTEHTA, OKA3bIBAIOIIEr0 00yJaroleMycss Heo0X0AUMYIO IIOMOIIb, 1y0IupoBa-
HHUE BCIIYX CIIPAaBOYHON MH(pOpPMALIUU O PACTUCAHUN YUEOHBIX 3aHATUHN; HAIWYHE CPENICTB Ui YCHIICHUS
OCTaTOYHOTO 3peHMsI, OpaiIeBCKOW KOMIIBIOTEPHOM TEXHUKH, BUACOYBEIMUYUTENCH, IPOrpaMM HEBU3Y-
QJILHOTO JIOCTYNA K MH(OpMAINH, IIPOTPaMM-CHHTE3aTOPOB PEYX M JAPYIHX TEXHUYECKHX CPEICTB IpHe-
Ma-Trepeadn yueOHoi nHpopMaluy B JOCTYIHbIX (opMax AJIs CTYI€HTOB C HapyIICHUSMH 3PEHUS;

- 3aJJaHMA JUIs1 BBITTOJIHEHHSI HA 9K3aMEHE 3aUUTHIBAIOTCS ACCUCTEHTOM;

- IUCbMEHHBIE 3aJJaHUs BBINOJIHAIOTCS Ha Oymare, HaJJMKTOBBIBAIOTCS ACCUCTEHTY 00Y4arolUMCS;

3.Jlns MHBAJIHMIOB M JIMIl C OTPAHUYCHHBIMH BO3MOYKHOCTSIMH 3JI0POBBSI 110 CIYXY (ciabocibliia-
ye, riyxue):

- Ha 3a4eTe/’K3aMeHe MPHUCYTCTBYET aCCHUCTEHT, OKa3bIBAIOIINN CTYACHTY HEOOXOAMMYIO TEXHHU-
YECKYI0 [TOMOIIb ¢ Y4€TOM MHIUBUIYaJIbHBIX OCOOCHHOCTEN (OH ITOMOIaeT 3aHATh pabodyee MecTo, Iepe-
JBUTATHCSI, TPOYUTATh U OQOPMUTH 3a/IaHKE, B TOM YHUCIIE 3AIMCHIBAsK MO IUKTOBKY);

- 3a4eT/3K3aMeH MPOBOJUTCS B IMCbMEHHOH (opMme;

4. Jlng VHBAIMIOB M JIMII C OTPAHUYCHHBIMUA BO3MOXXHOCTSIMH 3/I0POBBSI, UMCIOIIUX HAPYIICHHUS
OIIOPHO-JIBUTaTENbHOIO alllapaTta, CO3JaHbl MaTepUaIbHO-TEXHUYECKHUE YCIIOBHs, OOeCleYMBaIOIIUe
BO3MOKHOCTh OECHPEnsTCTBEHHOIO AOCTYNa 00YyJarouIuxcsi B yueOHbIE TOMEIIEHHsI, 00BEKTY MUTaHUS,
TyaJeTHble U Jpyrue MOMEIIEHHUs YHUBEPCUTETa, a TaKKe NpeObIBaHUS B YKa3aHHBIX IOMEILEHUSX
(Hanmu4Me pacIIMpeHHbIX JBEPHBIX IPOEMOB, IOPYUYHEH U IPYTUX IPUCIIOCOOICHUN).

- IUCbMEHHBIE 33/1aHUS BBITIOIHSIIOTCS Ha KOMIIBIOTEPE CO CHELHUATM3UPOBAHHBIM IPOTrPAMMHBIM
o0ecTIeYeHNEM HITH HaJUKTOBBIBAIOTCS ACCHCTEHTY;

- 110 XKEJIaHHIO CTYJICHTa SK3aMeH MPOBOAUTCS B YCTHOH (opme.

OOyuJatonuiecss U3 9Hcia JIAI ¢ OrPAaHMYEHHBIMH BO3MOXKHOCTSIMH 370POBBSI 00€CIIeueHbl dJIeK-
TPOHHBIMHU 00pa3oBaTeIbHBIMU pecypcamMu B (hopMax, alaiTUPOBAHHBIX K OTPAaHUYEHUSIM UX 310POBbSL.

OOyJarouMest ¢ OTpaHUYCHHBIMHA BO3MOXXHOCTSIMH 3/I0POBbSI TIPEAOCTABIISIIOTCS CIICITUAIEHBIC
y4yeOHUKM W y4yeOHble mocoOus, MHasg ydyeOHas JMUTepaTypa, CHElHaJIbHbIE TEXHUYECKHE CpelCTBa
O00y4eHHs KOJUICKTHBHOTO W WHAWBUIYAIBHOTO TOJIb30BAaHMS, MPEAOCTABICHHE YCIYr ACCHCTEHTa
(TTOMOIIIHMKA), OKA3bIBAIOIEro O0ydJaroUIMMcs HEOOXOAUMYI0 TEXHHYECKYIO MOMOIIb, a TAKXKe YCIyTd
CYpPIIOTIEPEBOIUYMNKOB ¥ TU(IIOCYPIOTIEPEBOIUNKOB.

a) TS cIabOBUISAIIIHX

- Ha 9K3aMEHE MPUCYTCTBYET aCCHCTEHT, OKa3hIBAIOIININ CTYACHTY HEOOXOIUMYIO TEXHUYECKYIO
MOMOIIlb C YYETOM HWHAWBUIYAJIbHBIX OCOOCHHOCTEH (OH TMoOMoraer 3aHsTh pabodee MecTo,
MepeBUTaThCSI, IPOYNUTATh U ODOPMUTH 3aJaHKE, B TOM YHCIIE 3aIMCHIBAsK ITOJT AUKTOBKY);

- 3@/1aHUsS Ui BBIMOJHEHUS, a TAaKKe€ MHCTPYKLIHSA O TMOpSAKE MPOBEICHHs 3adeTe/3K3aMeHa
oopMIIIIOTCS YBETUIEHHBIM MIPUPTOM;

- 3aJJaHNA IS BBITTOJIHEHHSI HA SK3aMEHE 3aUUTHIBAIOTCS ACCUCTEHTOM;

- MUCHbMEHHBIC 3aJ[aHUs BBITTOJIHSAIOTCS Ha Oymare, HaMKTOBBIBAIOTCS aCCHCTEHTY,

- o0ecrnieunBaeTcs UHAWBUAYAIbHOE paBHOMEpHOE ocBelienue He meree 300 Jrokc;

- CTYICHTY JUIS BBITIOJIHEHUS 3alaHUs MPH HEOOXOAMMOCTH MPEAOCTABISETCS YBEIUYNBAIOIICE
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YCTPOMICTBO;

B) JUISI TIIyXUX M CJIA0OCIIBITIAIINX

- Ha 3aueTe/>K3aMEHE NPUCYTCTBYET ACCHUCTEHT, OKa3bIBAIOIIMN CTYIEHTY HEOOXOIUMYIO
TEXHUYECKYIO ITOMOIIIb C YYETOM HHIUBUAYAIBLHBIX 0COOCHHOCTEH (OH OMOTaeT 3aHATh pabovyee MecTo,
NepeBUraThCsI, IPOUYNUTATh U O)OPMUTH 3a/IaHKE, B TOM YHUCIIC 3AIHICHIBAsK IO JUKTOBKY);

- 3a4eT/PK3aMEeH MPOBOJUTCS B TUCBMEHHON (opme;

- obecnieunBaeTCsd HAIWYHE 3BYKOYCHJIMBAIOUICH ammapaTypbl KOJUIEKTHMBHOTO ITOJIb30BaHMUS,
npu  HEOOXOAMMOCTH  TOCTYMAIOUIMM  TMPENOCTaBISIETCS — 3BYKOYCWJIMBAIOUIas  ammaparypa
WHIUBUAYAITBHOTO TIOJIb30BaHUS;

- TI0 KEJIAHWIO CTYJICHTA DK3aMEeH MOXKET IPOBOAMTHCS B MUCbMEHHOH Qopme;

N) A7 JHI C HApyMEHUSMH OINOPHO-ABUTaTebHOrO ammaparta (TSDKEIbIMH HapylIeHUSMHU
JBUTATEILHBIX (DYHKIMI BEPXHUX KOHEUHOCTEH MIIM OTCYTCTBUEM BEPXHUX KOHEUHOCTEH):

- THCbMEHHBIC 33aJaHHS BBIIOJHSIOTCS HAa KOMIIBIOTEPE CO  CIEIHATU3UPOBAHHBIM
MIPOrpaMMHBIM 00€CTICUeHUEM WITH HAIMKTOBBIBAIOTCS] ACCUCTEHTY;

- 110 KEJIAaHHIO CTYJCHTa YK3aMeH IMPOBOJUTCS B YCTHOH hopme.

20



