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Ipunooicenue 4

K OCHOBHOU NpoheccuonanvbHol 06pazoeamenbHoll npocpamme

no nanpaenenuro noocomosxu 38.03.01 xonomuxa,

HanpasieHHocms (npoghunsv) «busnec-ananumuxa u yugposas IKOHOMUKA»

Pabouas mporpaMma JUCUUIUIMHBI « Y IPAaBICHUE Kapbepoil U TallM-MEHEKMEHT» BXOAUT
B COCTaB OCHOBHOM MpoQeccHoHanbHOM 00pa30BaTeIbHON MPOrpaMMBI BBICILIETO 00pa30BaHUs MO
HanpasieHuio noarotoBku 38.03.01 Dxonomuka, npoduins «busnec-ananutuka U nudpoas
SKOHOMUKA U MpeAHa3HaYeHa T 00YUaIOIIUXCsl OYHON U OYHO-3a09HON (popM oOydeHMS.

© MHCTUTYT MEXTyHApOAHBIX S)KOHOMUYECKHX CBs3el, 2023.
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1. Ileab u 3a0a4u TUCHUILIMHBI

Heap AUCHUMIUIMHBI «YNpaBjieHUEe KApbepodl W TaWM-MEHEIKMEHT» — SBISETCS
dbopmupoBanre y o0ydarommxcs 3HaHui 00 3 (PEKTHBHOM IJIAHUPOBAHUN BPEMEHH Ha JTMYHOM,
KOMaHJAHOM U KOPIIOPAaTUBHOM YPOBHSIX, a TaK)K€ O METOAAaX U MpaBUJIaX JOCTHKEHUS JIMYHOU
3¢ (peKTUBHOCTH yTEM CAaMOMOTHBAIIMHM U PACCTAHOBKU ITPHUOPUTETOB.

3agauu U3yyeHHUs TUCHUNIUHBI:

— 3HAKOMCTBO C OCHOBHBIMH TIIOHATUAMHU, OIPCACICHUAMH, KATCTOPUSAMU B O6J'IaCTI/I
OpraHu3aIi BPEMEHU;

— MOJIy4Y€HHE 3HAaHUM O COBPEMEHHBIX KOHLEMIUAX, TOJX0AaX, TEXHOJIOTHSIX palliOHATbHOM
OpTraHM3aIlMy HCIOJIb30BaHUS BPEMEHH KaK HEMAaTepHALHOTO pecypca MpoQecCHOHATBHOTO
pa3BUTHS;

— U3y4eHHe TexHoJorui 5¢G(GEeKTUBHONW OpraHU3alMyd BPEMEHM Ha MEPCOHATBHOM H
KOPIIOPaTUBHOM YpPOBHSIX;

— OCBOEHHE 0a30BBIX HABBIKOB CO3/IaHUS MEPCOHAIBHOW CHUCTEMBl ydeTa, IUIaHUPOBAHUS
BPCMCHH, JINYHOT'O LCJICIIONIaraHrd U MPpUoOpUTEe3alium 3aaq.

2. MecTO AMCUUIIMHBI B CTPYKTYpPe 0CHOBHOI npodeccHOHATbHOI
0o0pa3oBaTe/IbHOW MPOrpaMMbl BbICIIET0 00Pa30BaHUs

JucrunnnHa «YTpaBJIeHHEe Kapbepol M TaM-MEHEDKMEHT» BXOJIUT B OOS3aTEIHHYIO
4acTh y4eOHOTO IIaHa 1Mo HampaiieHHto moarotoBku 38.03.01 DxoHoMHKa, HANPaBICHHOCTH
(mpodune) «buzHec-aHaTUTHKA U IUPPOBASI IKOHOMUKA).

3. O0beM IMCUMIIMHBI B 324€THBIX eIHHUIAX H aAKaJeMHYEeCKHX Yacax ¢
yKa3aHHeM KOJIH4YecTBa aKaleMUYeCKUX YaCOB, BbIIeJIeHHBIX HA KOHTAKTHYI0 padoTy
00y4YaIIKuXCcs ¢ mpenojaBaresieM (110 BUAAM Y4eOHbIX 3aHATHI) H HA CAMOCTOSITEJIbHYIO
padoTy 00y4aronuxcs

OO6mmas Tpya0€MKOCTh JUCIIUIUIMHBI COCTABIISIET 3 3a4€THRIE eAMHUIIBI, Bcero — 108 yacos.

. Bcero yacos
Buj yueOHoit padoThl
ouHasi (hopma OYHO-3a0YHast
oOyJeHus dhopma oOydeHust
KonTakTHasi padoTa ¢ npenoaaBarejeM (Bcero) 20 8
B ToMm uncne:
3aHsaTUA JIEKIIHOHHOTO THUIIA 14 6
3aHATHS CEMUHAPCKOTO THIA (CEMUHAPHI) 6 2
CamocTrosiTesibHas padoTa (Bcero) 88 100
dopma KOHTPOJIS 3a4eT ¢ OIEHKOM
OO0mas TpyA0€MKOCTD 1M CHUITTHHBI 108




4. [lepeyeHb MIAHUPYEMbIX Pe3yJIbTATOB 00yUeHHS MO JUCIUIIHHE, COOTHECEHHBIX
¢ IVIAHMPYEMBIMH Pe3yJIbTATAMH O0CBOCHHSI 00pa30BaTeIbHOM NPOrPaMMbl

Koa m
Kon u HaumeHnoBanue
HANMEHOBaHHUe IInanupyemsle pe3yJibTaThbl
. HHIUKATOPA A0CTHKEHU S
KOMIeTeHIIuu (i) 00yueHusl MO0 TUCHUILJINHE
1 KOMIIeTEeHIIUH
BBINYCKHUKA
Camoopranmsanusa | UYK 6.1 3HaTb: MeTonbl  3PPEKTHBHOTO
U camMopasButhe (B | Mcnons3yeT HHCTPYMEHTHI U IUIaHUPOBaHUA BPCMCHHU,
TOM YHCJIe METO/BbI YIIPABJICHNS BPEMEHEM > dexTrBHEIC CIoco0b!
310poBbecOepe:keH | MPU BBHIOJHEHUN KOHKPETHBIX CaMOOOY4CHHS M KPHTEPUN OLCHKH
He) 33184, IPOEKTOB, MIPH %flcnemHocm JMYHOCTH
YK-6 JIOCTH)KEHHH TOCTABICHHOMN 1em. | ° MeTP:
- HUCHOJb30BaTh  MHCTPYMEHTHI
Criocoben NYK 6.2 . Py
TallM-MeHeDKMEHTa B Ipolecce
yIpaBJIATh CBOUM BricTpauBaet u peanusyer
pelIeHus] KOHKPETHBIX 3a/a4, Ipu
BpPEMEHEM, NEPCOHATIBHYIO TPAEKTOPHIO ..
JOCTH>KEHUH ITOCTABJICHHBIX LIEJICH;
BBICTPaNBaTh U HENPEPHIBHOTO 00pa30BaHUs U
- aHaIM3MpOBAaTh U OLICHUBATH
peain30BbIBATH CaMOpa3BUTHUS Ha €r0 OCHOBE.
COOCTBEHHBIE CHJIBI u
TPAEKTOPUIO
BO3MO>KHOCTH;
CaMOpa3BHUTHUS Ha
- BbIOMpaTb  KOHCTPYKTHBHBIE

OCHOBE TPUHITUIIOB
o0Opa3oBaHUs B
TEeUEeHUE BCEU KU3HU

CTpaTeTuu JINYHOCTHOTO PAa3BUTHUS
Ha OCHOBE TPUHIIAIIOB
o0pa3oBaHUs U caMOOOPa30BaHUs
Baaners: HaBBIKAMHU MPUMEHEHUS
METO/IOB, HHCTPYMEHTOB, TEXHHK
TalM-MEHEKMEHTA TUIA
3¢ (HEeKTUBHOTO TOCTHIKEHUS LIEJICH;
npreMaMH OIICHKH W CaMOOICHKHU

pe3yJabTaTOB  AESATEIBHOCTH IO

pELICHHUIO

po(hecCHOHANTBPHBIX 3a]1a4.
OIIK-4 NOIIK 4.1 3HaTh: po¢eCCHOHATHHYIO
Crnocoben Ocy1ecTBisieT UACHTHPUKAIUIO | TEPMUHOJIOTHIO, OCHOBHBIE
npearaTh po0OJIeMbl, OITUCHIBAET €€ U MOHSTHSI, OIpeNeeHHs,  3aJauu
SKOHOMMYECKH U dbopMyIupyeT HanpaBIeHUS TaltM-MEHEKMEHTA, METO/TBI
(pHHAHCOBO pelIeHNUs, UCTIONB3YS PAcCTaHOBKH MPUOPUTETOB B TaliM-
000CHOBAHHBIC npodeccuoHabEHY IO MEHEIKMCHTE.
OpraHU3aIuOHHO- TEPMUHOJIOTHIO 3KOHOMUYECKOH | YMeTh: dbopMynrpoBath u
YIIPABJIEHUECKUE HAyKHU ¥ OMUPAsIiCh Ha Pe3yJbTaThl | pa3pabaThiBaTh HaTpaBIICHUS,
peuieHus B aHaIM3a CUTyaluuu CrocoObl U KOHCTPYKTUBHBIE
npodpeccronansuon | MOIIK 4.2 peleHus B YIIPaBICHUN Kapbepou U
eI TEIbHOCTH OcymiecTBisieT BHIOOD TallM-MEHEIPKMEHTE, OMUpasch Ha

WHCTPYMEHTAIIBHBIX CPEICTB IS
00pabOTKH SIKOHOMHUYECKUX
JAHHBIX B COOTBETCTBUU C
IMOCTaBJICHHOM 3ajiaueii,
aHAIIM3UPYET PE3YIbTATHI
pacueToB U Mpeajaraet
000CHOBAaHHBIE OPTaHU3AIMOHHO-
YOpaBJIEHYECKUE PEIICHHUS

CUTYaLlMOHHBIN aHAJIU3.

Baanern: HaBbIKaMH
3¢ heKTHBHOTO peuieHus
TPYAOEMKHUX 3a/ia4y, BHEIPEHUS B
npodeccuoHabHbIC NeNCTBUS

00OCHOBAHHBIX OpraHU3alIOHHO-
YIIPaBICHYECKUX PELICHUN.

! OnAa yHmsepcanbHbIX KOMI'IETEHLJ,VIIZ YKa3blBae€TCA TaKXXe HahMeHOBaHWMe rpynnobl KOMI'IETEHLJ,VIIZ




5. Conepxxanue Q¥ CHUANINHBI

HauMeHoBanue teM

Conep:xxanue TeM (pa3jaesioB)

(pa3aesioB)
Tema 1. Cymnocts u | [lenenonaranue. IloHsTHE W CYIIHOCTh TaWM-MEHEIKMEHTA, HCTOPHUS
onpeneneHHe IIOHATHUA | CTAHOBJICHHUS OTCUCCTBCHHOI' O TaﬁM-MeHe,Z[)I(MeHTa, COBpeMeHHBIﬁ TaﬁM-

((TﬂﬁM'MCHGI[)KMCHT))

MEHEI)KMEHT, TAlM-MEHEDKMEHT KaK CHCTEMa: OCHOBHBIC YPOBHH.

OCHOBHbBIC TIOHSATHS W OINpPEICNICHUs Iienenonaranus. [IpoakTHBHbBIA U
PCaKTHBHBIH MOIXO/IbI K )KU3HU: ONPEICICHUE, PA3IUUKs, 3SHAYMMOCTb JIJIS
neneaocTkeHus. Pacimpenne npoaktuBHocTH: «Kpyr 3a60m» u «Kpyr
BIMSHHS». L[eHHOCTM Kak OCHOBa IeJernoyiaranus. MeMyapHHK Kak
WHCTPYMEHT JUIsSl OTIPEIENICHUs] CBOMX 0a30BbIX IeHHocTel. [Toaxompr k
ompenenenuto 1eneii.  «Life managementy wu KM3HCHHBIE IIENH.
®opmynuposanue neneit: SMART-kputepun. SMART-nenu n Haauenu:

JIBE CTpareruu 1enenocTmwkeHus. «Boponka maroBy wu  «Beep
BO3MOXKHOCTEeH».  CrTparernueckass  KapTOHKa  KaK  HMHCTPYMEHT
CTpaTeruyecKkoro  Iejemnoyiaranus.  KirodeBsle  00JacTH  JKU3HU:

omnpenenenue. Llemn m kmroueBbie oOnacTu ku3HU. Kapra KItOueBBIX
o0JIacTel KU3HU.

Tema 2. XpoHomeTpax

OcobenHocTn  BpeMeHM Kak  pecypca. Ilormoturenn  BpeMeHH:
OTIpENIeJICHUE TOHSATHSI, OCHOBHBIE BHUABI moriotutenedl. CrocoOsl
MUHUMM3aIUKM  HEI((EKTUBHBIX pacxoloB BpeMmeHH. OmnpenencHue
MOHATUS, CyThb W  3aJa4d  XpPOHOMETpaxka. TexXHHKa IOJIHOTO
XpOoHOMeTpaka. TeXHUKa COKPAIIECHHOT'O XpOHOMETpaxa. AHAIN3 TUYHOM
3¢ PeKTUBHOCTH HA OCHOBE JaHHBIX XpOHOKapThl. Kiaccudukarmms
pacxo 0B BpeMeHHU. TUNHUYHBIE 3aTPyAHEHUS BEICHHUS XPOHOMETpaxa U
CIIOCOOBI MX TTPEOJIOJICHHUSI.

Tewma 3. [InanupoBaHue

HeonHopoaHoCTh BpeMeHU: JUHEWHOE M HEIMHEWHOoe Bpems. [[Ba Tumna
3agau. OmnpeneneHne MOHATUS KOHTEKCT. OCHOBHBIE THUIIBI KOHTEKCTOB.
OmnpeneneHre MOHATHS M 33/1a41 KOHTEKCTHOTO IUTAHUPOBAHMA. TexXHHUKa
KOHTEKCTHOTO TUTAHUPOBAHMUS. HucTpyMeHThI KOHTEKCTHOTO
riaHupoBanus. [lmanupoBanme nus. Tpu THma eXEOHEBHBIX 3aaad:
KECTKHue, THuOkue, OwKeTUpyeMble.  AJTOPUTM  IUITAHUPOBAHMS
©KEIHEBHBIX 3aJad pPa3HOro THMA. MeTox CTPYKTYpPHPOBaHHOTO
BHUMaHMs. [lmaHupoBaHHMEe Ha OCHOBE METOJNA CTPYKTYPUPOBAHHOTO
BHUMaHUS. [OpH30HTHI IUTAaHMPOBaHMA. Pe3yibTaTo-OpHEeHTHPOBAHHOE
taHupoBanue (popmyna 3ppekTUBHOI MOCTaHOBKH 3a1a4). PesynpraTo—
OPHEHTHPOBAHHOCTh M KOHKPETU3NPOBAHHOCTH 33J1a4: pa3inyus, 001acTH
PUMEHECHHUS.

Tema 4.
0030p 3amauy

D¢ hexTUBHBIN

Cytp o0030pa 3amau B TalM-MeHekMeHTe. OCHOBHBIC TOHATUS U
ompeneneHus. UHCTpyMEHTHI co3laHust 0030pa 3ajad: OCOOEHHOCTH W
MpPEeUMYyIIeCTBa KaKJOW IpyHIbl HHCTPYMEHTOB. KOHTPOJIbHBIE CIIHCKH.
JByxmepuble  Tpaduku.  Texnomoruss ~ MaiHO-MEHEIKMEHT ¢
WCIIOIb30BaHUEM HMHTEIUIEKT-KapT M co3maHus d(QQexkTuBHOr0 0030pa
3agad. O6iacTy NpUMEHEHHS TEXHOJIOTMH MalH/I-MEHEDKMEHT. 3HaYCHHE
MHTEJJIEKT-KapT KaK HWHCTPyMEHTa BHU3YalHM3allMd [UIs OpraHU3alHiu
cucreMbl cOopa HeoOxoauMoil uHpOpMauuu. PasauuHble  BHUIBI
MHTEJJIEKT-KapT, CEPBUCHI U PECYpPChI ISl UX CO3JaHMs C ILeNbio coopa
uHpOpMAIUU B YCIOBUSX KOMMYHMKALUH, B TOM YHUCIIC U B MPOEKTHOM
nesiTesIbHOCTH. Vcronb3oBaHe HHTEIUIEKT-KapT JIJIsl paclIMpeHHsl CBs3el
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U OoOMEHa OMNBITOM B TPOCKTHOW MACSITENHLHOCTU. YIIpaBICHUYECKAs
MOJIE3HOCTh MPUMEHEHHUS! HHCTPYMEHTOB CO3/1aHus 0030pa 3a/1a4.

Tema 5. Ilpuopurersl.
Mertoabt pacCcTaHOBKU
IIPUOPUTETOB

Onpenenenne, CyTb PacCTaHOBKH IMPUOPUTETOB B TalM-MEHEIKMEHTE.
Kpurepun npuopurerHocTH. 3HAUEHHE PACCTAHOBKU NPUOPUTETOB IS
MpeloTBpaleH!s] KOHGIUKTOB B YCIOBUSX JENOBBIX, MEKIUYHOCTHBIX,
IPYNIIOBBIX KOMMYHHUKaUi. OCHOBHBIE CIIOCOOBI U METOIbl PACCTAHOBKU
MPUOPUTETOB: MaTpulla OW3eHXaydpa, MaTpulla MHOTOKPUTEPUATbHON
OLIEHKM KaK CIOCOOBI MPEeJOTBpAllCHUs] BO3HUKHOBEHHS M DPa3BHTHUS
KOH(QUIMKTHBIX CHUTyallud B YCJIOBUSAX KOMMYHHKanui. TexHuka
IIPUMEHEHHSI MaTPULIbl MHOTOKPUTEPHAIBHOM OLIEHKM KaK TEXHOJIOIMH
MPEeIOTBPALICHUS] BO3HUKHOBEHHS KOH(MIUKTHBIX curyanuii. Crocob
IIONIAPHOTO CpaBHEHUS JUIsl PAcCCTAaHOBKM IPUOPUTETOB. PaccraHoBka
IIPUOPUTETOB B €XKEIHEBHBIX 3aJa4axX ¢ MOMOLIbI0 MHOIOKPUTEPUAIBLHON
OLICHKM (COKpauleHHbI BapuaHT). OnpeneneHne NpPUOPUTETHOCTU
JOJICOCPOYHBIX IIEJIEH, OMpeneJeHue NPUOPUTETHOCTH TEKYIIMX 3a/ad.
IIpaBuno ITapero. HaBs3anHas CPOYHOCTH U Ba)KHOCTB, CTPATETUH OTKA3a,
«paCYMCTKA» HABS3aHHON BaXHOCTH M CPOYHOCTH.

Tema 6. CaMmoMOTHBAIHA.
Pacnpenenenue paboueit
Harpy3Ku

I'pamoTHOE pacrnipenenenne padouedt Harpysku. [IpaBuia opraHuzamuu
s dexTUBHOTO OTABIXA. DPPEeKTUBHBIN cOH. CaMOHACTpOIiKa Ha pelIeHHe
3a/1a4: METObI, CIIOCO0BI. DP(HEKTUBHOE PEIICHHUE OOIBITUX TPYAOSMKUX
3amad. TexHwka paboOTHl ¢ 3amadamMu — «cCJIOHaMu». Vlcronb3oBaHue
CMAPT-kputepues st nojazangad. Pemenne MeIkux HENMpUSITHBIX 3a7a4.




6. CTpyKTypa AUCHMILIMHBI 10 TEMaM C YKa3aHHEM OTBeIeHHOI'0 HA HUX

KOJIN4Y€eCTBA aKAACMHUYECCKUX YaCOB U BU/10B yqeﬁm,lx 3aHATHIl

Ounas popma o0OyueHust

KonTakTHas padora, yac.
HaunmeHoBaHue TeM CamocrosiTenb
Ne 3anarus Bcero,
(pa3neJioB) Hasi pa0ora,
n/n JEKIIHOHHOT 0 Cemunapbi qac.
AUCHUILINHBI yac.
THIA
1. CylmHOCT, ¥ OIpeaeseHue 2 1 14 17
MOHSITHSI «TAaltM-MEHEKMEHT»
2. | XpoHOMETpax 2 1 14 17
3. | [ImanupoBaHue 2 1 14 17
4. | DddexTuBHBIN 0030p 33134 2 1 14 17
5. | Ilpuopurersl. MeTozsl 2 1 16 19
PacCTaHOBKH NPUOPUTETOB
6. CaMOMOTHBAIIHS. 4 1 16 21
Pacnpenenenne paboueii
Harpy3Kku
HUTOI'O: 14 6 88 108
OuHo-3204Has popma o0OyueHUs
KonTakTHasi padora, yac.
HaumeHnoBaHue TeM CamocrosiTeb
No 3ansaTus Bcero,
(pa3nesioB) Has padora,
n/m JeKIIMOHHOI0 CemuHap yac.
AUCHUTLTUHBI yac.
THOA
1. | CymHOCTh 1 onpesiesiecHne 1 - 16 17
MOHSITHSI «TAaliM-MEHEHDKMEHT)
2. | XpoHOMETpaX 1 - 16 17
3. | [InanupoBanmne 1 - 16 17
4. | DddexTuBHbIi 0030p 33124 1 - 16 17
5. | Ilpuopurersl. MeTozs! 1 - 16 17
pPAacCTaHOBKH NPUOPUTETOB
6. | CamomoTHuBaIusl. 1 2 20 23
Pacnipenenenue paboueii
Harpy3KH
HUTOI'O: 6 2 100 108

7. IlepevyeHb y4eOHO-METOAMYECKOT0 0O0ecnevyeHHus 1JIsl CAMOCTOSATEIbHOM PadoThI

06yqa10umxcs1 o JIMCHUIIJINHE

CamocrodrenbHas padoTa sIBJII€TCSI OJHUM M3 OCHOBHBIX BUI0B yU4€OHOH I€ATEIbHOCTH,
COCTaBHOM YacThIO Y4eOHOI0 Mpollecca U UMEET CBOEH I1eNbI0: TIIy0OKOe YCBOGHUE MaTepuana
JTUCLUIUIMHBIL, COBEPLICHCTBOBAHME M 3aKPEIUIEHUE HABBIKOB CAMOCTOSTENBHOW paboThl C
JUTEPATYypO, PEKOMEHIOBAHHOM IIPENOAABATEIIEM, YMEHHME HAWTH HYKHBIM MaTepual W

CaMOCTOATCIIBHO

BOCIIUTAaHHUEC

€ro HMCIIOJIb30BaTh,

WHHUIIUATUBHI, IMPUBBIYKU

K

IIOCTOSITHHOMY

LEJICYCTPEMICHHOMY HayYHOMY TTOUCKY.

BBEICOKOH

COBEPILIEHCTBOBAHUIO

TBOPYECKOI
CBOUX

aKTUBHOCTH,
3HaHUM, K



KonTtponbs camoctosiTensHON pabOThI, SBISETCS BaXXKHOW COCTaBISAIONICH TEKYIIETO
KOHTPOJIA YCIICBACMOCTH, OCYHICCTBIISACTCA IMPECIIOAABATCIICM BO BPCMs 3aHATUHI JICKOUOHHOI'O U
CEMHHAPCKOI0 TUIIOB U 00ecreYrBaeT OI[EeHUBaHUE X0/1a OCBOCHUS N3Y4aeMOM TUCHHUTIINHBI.

RBOooo~NoTOR~WNE

0.
11.
12.
13.

BOIIpOCbI AJId CAaMOCTOATEIBHOIO U3YyYCHU A

[TonsiTHE «Kapbepay, «AeI0Bas Kapbepay.

Kapnepa kak 00beKT ynpaBiieHHsI.

CoBpeMEHHBI MEHEKEDP, MEHEKED.

Bubl 1enoBoii Kapbepbl U €€ 3a/1a4u.

OcHoBHbIE TIOKa3aTeNN MPodheccCuoHaITu3Ma.

[TnanupoBaHue 1en0BOM U MPO(HECCHOHATEHON Kapbephl.

@DakTophl, CTPYKTYpa U YCIOBHSI MPOPECCHOHAIBHOTO CaMOOTPEIeIICHNUS.

[Iporecc ocMbIcIeHNs U TNIAHUPOBAHUS COOCTBEHHOW PO ECCHOHATIBHON Kapbephl.
Peanu3zanus kapbepHBIX CTPATETUN B YCIOBHUSAX PHIHOYHON SKOHOMMKH.

[IpoekTHast AeSATETHLHOCTD KaK CIIOCO0 MIIAHUPOBAHUS Kapbephbl.

JInunoe u npodeccroHaNbHOE MITAHUPOBAHUE KU3HH.

[onsarue ycnexa u (hakTOpsbI, OMPEACIISAIONINE YCIICIIHOCTD JeSITeIbHOCTH JUYHOCTH.
[IpenBapuTenbHbIN ITAll KAPbEPhIl — OHATHE, OCHOBHBIE YJIOBIETBOPSIEMBIE

noTpeOHOCTH.

14.
15.

Otan CTaHOBJIEHUS Kapbephl — IIOHATHE, OCHOBHBIE YJIOBJIETBOPsIEMble TOTPEOHOCTH.
DTan npoABUKEHUS Kapbephbl — OHSITUE, OCHOBHBIE YJIOBJIETBOPSIEMbIC

MOTPEOHOCTH.

16.
17.
18.
19.
20.
21.
22,
23.
24,
25.
26.
217.
28.

Otan coXpaHeHUs Kapbepbl — MOHATHE, OCHOBHBIE yIOBJIETBOPSEMbIE TOTPEOHOCTH.
Ortan 3aBepIIeHUs Kapbepbl — IOHATHE, OCHOBHBIE yI0BJIETBOPSAEMbIE IOTPEOHOCTH.
KauectBa, He0OX0MMBIE XOPOIIEMY MEHEKEPY AJIs YCIEITHON Kapbephl.

MeTtonpl morcka paboThI.

[IpaBuna tenedoHHOrO cobeceqOBaHUS MPH MOKCKE PaOOTHI.

OCHOBHBIE IPUHIMIIBI COCTABIEHUS TPOPECCHOHATIBHOIO PE3IOME.

TexHuka npoBeaeHus codece0BaHus ¢ paboToaaTeneM.

CymHOCTh CAMOMEHEIKMEHTA.

[Ipouecc nenenonaranysi B CaMOMEHEIKMEHTE.

TeXHUKM CaMOMEHEIDKMEHTA B «YNPABICHUHA BPEMEHEM)

[IpaBuna nocTaHOBKM 3a1ad4.

Crunp paboThl U pallMOHANIbHAS OpraHU3alys TPyAa.

VYnpasieHue ctpeccaMu Kak 3JIEMEHT PallMOHATIbHOM OpraHu3alnuu cCOOCTBEHHON

TPYAOBOI aKTUBHOCTH.

29.

OHpGI[eJIeHI/Ie JKU3HCHHBIX ITPUOPUTCTOB B KOHTCKCTC MOCTAHOBKU

po)eCCHOHANIBHBIX 3a]1a4.

30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.

«Tornorurenu BpeMeHU» B aCIIEKTE JIEJIOBOTO THKETA.
OCHOBHbBIE TPUYUHBI HEPAIIMOHAIIBHO MOTPAYEHHOT'O BPEMEHH.
Nmuox. Ero 3HaueHue 1 KapbepHOTO pocTa

[IpaBuiia TMYHONM OPraHU30BAHHOCTH M CAaMOJAUCIUTUIAHBI.
CucreMa ruIaHupOBaHUs PaOOTHL.

Meto b1 CaMOCOBEPIICHCTBOBAHMUSI.

Pacniopsinok *u3HeeATeTbHOCTH ACJIOBOTO YEJIOBEKa.
HenerupoBanue noiHoMo4Ynid. Er0 OCHOBHBIE LIETH.
TexHosorus moucka >Xu3HeHHbBIX I1eTIeH.

[Tpuuunb! nedunmTa pabouero BpeMEHH MEHEKepa.
OcHoBHBIE TIPaBHUIIa IKOHOMHUH padOUYEro BPEeMEHHU.



IIpumepHbie TeMbl pedepaToB (IOKJIAI0B)

1. TaiiM-MEHEIPKMEHT CTYJICHTA:

WHCTPYMEHTBI, TEXHUKH, IPUEMbI OpTraHU3alliU BPEMEHHU.
2. TailM-MEHEPKMEHT JIeJIOBOTO 4YEJIOBEKAa: aKTyaJdbHbIE MPOOJEMbI M CIOCOOBI HX
pelIeHHUs.
3. OcobeHHocTH HCIIOIb30BaHUS TEXHUK
npodecCHOHATBLHON 1eATEIbHOCTH.

4. CniocoObl CaMOHACTPOWKHM Ha paboTy (aHATUTHYECKHHA 0030p IO Marepuaiam
OTKPBITBIX HICTOYHHUKOB).
5. Crocob6wl pacnpeneneHus padboueid (yueOHOW Harpy3ku). 3HAYCHHE HHCTPYMEHTOB
TaltM-MEHEI[KMEHTA ISl IOBBIIICHUS JTMYHOW pabOTOCIIOCOOHOCTH.
6. MaitHa-MEeHEePKMEHT B COBPEMEHHOM OHM3HEce: 00JIacTh MPUMEHEHHUS 1 0OCOOCHHOCTH
MCTIOJIb30BaHUsI METO/IA JITIsl pelIeHHs OM3HEeC-3a/ad.
7. OcoOCHHOCTH OpraHU3aIlMi BPEMEHUW U NMPUMEHEHMsI TEXHUK TaliM-MEHEKMEHTa B
MPAKTUYECKON AEITETbHOCTH OPTaHU3aIIHH.
8. «MaJileHbKHEe XHTPOCTH» TaM-MEHEKMEHTA: HanOoJiee MOMyJIsIpHbIE WHCTPYMEHTHI
OpraHW3aIi BpEeMEHHU (aHATUTHUYECKH 0030p MO MaTepuaiaM HHTEPHET-PECYpPCOB U CIUCKA

JOTIOTHUTEILHOU JTUTEPaTYpPhl).

TallM-MeHEKMEHTA

Pacnpenesienne caMoCTOSITEJIbHOM Pad0THI

OCOOCHHOCTH OpraHM3allii BPEMEHH CTYACHTA,

B CcBOEU

Bunpl, popMbl 1 00BEMBI CaMOCTOSATENBHONW pAaOOThI CTYACHTOB NPU W3YYEHUU JaHHOM
JTUCITUTIIMHBI ONIPEIENISIFOTCS €€ COJIepPKaHueM U OTPaKEHBI B CIISIYIOIICH Ta0uIie:

HaunmenoBanue teMm

O0Bbem caMOCTOSTEJILHOM PadOTHI

Ne Bua camocrosTebHOM no popmam o0yueHust
n/n (pasie:on) padoThbI ouHas (popma OYHO-3209Has
AUCUMITUHBI
o0yueHHs dbopma 0OyueHus
1. | CymmHocTs u onpenenenue | Pabota ¢ murepaTypoi, 14 16
HOHATHUSA «TalM- BBHINIOJTHEHHE 3aJaHUH,
MEHEKMEHT» HanucaHue pedeparos,
MOJTrOTOBKA JIOKJIAI0B
2. | XpoHomerpax Pabora ¢ nureparypoii, 14 16
BBITTOJTHEHME 3aJIaHUM,
HanucaHue pedeparos,
HOJrOTOBKA JJOKJIAI0B
3. | [lnanupoBanue Pabora ¢ nmureparypoii, 14 16
BBITTOJTHEHME 3aIaHUM,
HanucaHue pedeparos,
HOJArOTOBKA JIOKJIAI0B
4. | OddexTuBHbI 0030p Pabora ¢ nmureparypoii, 14 16
3aja4 BBINOJIHEHUE 3aJIlaHUH,
HanucaHue pedeparos,
HOJrOTOBKA JJOKJIAI0B
5. | [Ipuopuretsl. Metoasl Pabora ¢ nmureparypoii, 16 16

paccTaHOBKH MPHOPUTETOB

BBITIOJTHEHME 3aTaHU,
HanucaHue pedeparos,
MOATOTOBKA JOKJIA0B
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6. | CamomoTuBarus. Pabora ¢ nureparypoii, 16 20

Pacnipenenenne pabodeii | BEIOJHEHHE 3aJaHUH,
Harpy3kKu HanucaHue pedeparos,

MOATOTOBKA JOKJIA0B

NUTOI'O:

88 100

oSN~ N E

10

11.
12.
13.

8. [lepevyeHb BONPOCOB U THIIOBbIE 3aaHUsI 11 MOATOTOBKH K 324eTy C OLEHKOil
8.1. [IepeyeHb BOMPOCOB /ISl MOATOTOBKH K 3a4€Ty C OLIEHKOM

[TonsTe «Kappepa», «AEI0Bas Kapbepay.
Kapbepa kak 00beKT ynpaBieHHs.
CoBpeMEeHHbBI MEHEHKEDP, MEHEIKED.
Bupl 1eoBoii kKapbephl U €€ 3a/1a4u.
OcHOBHBIE MIOKA3aTeNN NPOPeCcCHOHATN3MA.
[TnanupoBaHue AeM0BOM U MPO(pECCHOHATEHON Kapbephl.
@aKTopsbl, CTPYKTYpa U YCIOBUS NPO(PECCHOHATBHOIO CaMOONPEIEIECHHUS.
[Tporecc ocMbICICHUS U TNITAHUPOBAHUS COOCTBEHHON PO ECCHOHATBHOMN Kapbephbl.
. Peanusanus kapbepHBIX CTPAaTETUi B yCIOBUSAX PHIHOYHON 3KOHOMUKH.
[IpoekTHast AeSATETBLHOCTD KaK CIIOCO0 MIIAHUPOBAHUS Kapbephbl.
JInuHoe 1 npo(hecCHOHAIBHOE IUTAHUPOBAHUE KU3HH.
[onsarue ycnexa u (hakTOpBI, ONMPEACIISAIONINE YCIIECITHOCTD JeSITeIbHOCTH JIUYHOCTH.
[IpenBapUTENBHBIN dTall KAPbEPHI — IOHATHE, OCHOBHBIE yIOBIETBOPSIEMbBIC

noTpeOHOCTH.

14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.

Otan CTaHOBJIEHUS Kapbepbl — IIOHATHE, OCHOBHBIE YJIOBJIETBOPsIEMblE TOTPEOHOCTH.
Otan NpoaBMKEHUS Kapbepbl — MOHATHE, OCHOBHBIC yIOBJIETBOPSEMbIE TOTPEOHOCTH.
Dtan coXpaHeHHUs Kapbephbl — MOHITHE, OCHOBHBIE yI0BJIETBOPSEMbIE TOTPEOHOCTH.
Oran 3aBeplIeHus Kapbepbl — IMOHATHE, OCHOBHBIE YIOBJIETBOPSEMBIE ITIOTPEOHOCTH.
KauecTBa, He0OX0IMMBbIE XOpOILIEMY MEHEDKEPY ISl YCIEIIHON Kaphephbl.

Mertoap! moucka paboThI.

[IpaBuna TeneoHHOrO cOOECETOBAHUS TIPH MMOUCKE PaOOTHI.

OcCHOBHBIE IPUHIIUIIBI COCTABIICHUS TPO(HECCHOHATLHOTO PE3OME.

Texnuka mpoBeacHUs cod0eceI0BaHUs ¢ paboToAaTEIIEM.

CyIIHOCTh CAMOMEHEKMEHTA.

[Ipouecc nenenosaranusi B CaMOMEHEIKMEHTE.

TexHUKH CaMOMEHEKMEHTA B «YIPABJICHUHA BPEMEHEM»

[IpaBuiia mocTaHOBKH 3a/ady.

Crunpb paboThl U pallMoOHANIbHAS OPraHU3aIMs TPYAA.

VYrpasneHue cTpeccaMu Kak 3JIEMEHT palliOHAIbHOW OpraHnu3aIiuiu COOCTBEHHOM

TPYZIOBOM aKTUBHOCTH.

29.

OHpCI[CJ'ICHI/Ie KU3HCHHBIX ITPUOPUTETOB B KOHTCKCTE ITOCTAHOBKHU

po(hecCHOHANBHBIX 33]1a4.

30.
31.
32.
33.
34.
35.
36.
37.
38.

«lITornoturenu BpeMEHW» B ACEKTE I€IOBOIO 3TUKETA.
OCHOBHbIE TPUYUHBI HEPAITMOHAIBHO TOTPAYEHHOTO BPEMEHHU.
Nmumk. Ero 3naueHue 1u1st KapbepHOTO pocTa

[IpaBuna 1MYHON OPraHU30BAaHHOCTHU U CAMOAUCIUTIIIMHBL.
Cucrema mIaHupOBaHUS PaOOTHI.

Mertoabl caMOCOBEPILIEHCTBOBAHUSI.

Pacniopsinok Ku3HEAEATETIbHOCTH JICJIOBOTO YEJIOBEKA.
JenerupoBanue nossHoMounid. Er0 OCHOBHBIE LIETH.
TexHo0rns MOMCKA JKU3HEHHBIX I1CIICH.
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39. [lpuumnsl nedunmra pabouero BpeMEHH MEHEKepa.
40. OcHoOBHBIE NTpaBHJIa 3KOHOMUHU pabOYero BpeMeHH.

8.2. TunoBwble 3a1aHNA 1J OLEHKHN 3HAHUMN

1. [IpoaBmxeHUE B KaKOU-THO0 cepe NeITeTbHOCTH, MTOAPa3yMeBaloIee He CTOIBKO POCT
0 JTOJIKHOCTH, CKOJBKO MPOECCHOHATBHBIA POCT:

a) mpodecCHuoHaIbLHOE Pa3BUTHE;

0) npodeccuoHanbHas Kapbepa;

B) mpodeccroHanu3aIus,

T') ColaIu3aIus.

2. YrpaBiieHUE JeJI0BON Kapbepoil MOXKHO ONPEIeIUTh KaK:

a) pe3yJbTaT JOCTUKEHHUH 4eJIOBEKOM OCO3HAHHBIX MO3UIUHN B TPYAOBOI AESTEIbHOCTH,
CBSI3aHHBIN C MPOPECCHOHATHHBIM U JIOJKHOCTHBIM POCTOM,

0) KOMIUIEKC MEPONPUSITHH, MPOBOAUMBIX KaJpPOBOM CIIy»KOOW OpraHu3anuid, 0
TUTAHUPOBAHUIO, OPTaHU3AI[MU, MOTHBAIIMHA U KOHTPOIIO CITy’)KEOHOTO pocTa pabOTHUKA, HCXOIS
U3 €ro IeJIel, MOTPeOHOCTEH, BOZMOXKHOCTEH, CIIOCOOHOCTEN M CKIIOHHOCTEH, a TaK)Ke UCXOJIS U3
1eNel, ToTpeOHOCTEH, BOBMOKHOCTEHN M COIMATbHO-9KOHOMHYECKHUX YCIOBHI OpraHU3aIuiy,

B) OIHO W3 HANpaBJIeHUH KaJpoBOM pabOThl B OpraHU3allud, OPHUEHTUPOBAHHOE Ha
ONpeJIeJICHUE CTPATETUU U ATANIOB PA3BUTHUS U MPOJIBHXKECHUS CIICIIUATHCTOB.

I) ONMCaHHe ONTHUMAJBLHOTO IMYTH PA3BUTHUS COTPYIHUKA ISl 3aHATHS UM >KeJaeMoi
MO3ULIMM B OpPraHU3alMM, YETKO M HArJsJHO OINKCHIBAIONIEE MYyTh, KOTOPBIM JOHKEH MPOUTH
CHEIHUANIUCT JJI TOT0, YTOOBI MOJTYYUTh HEOOXOAUMBIE 3HAHUS U OBJIAJIETh HYKHBIMU HaBbIKaMU
11 3P PEKTUBHON pabOTH HA KOHKPETHOM MECTE.

3. HecrabunbHast kKapbepa XapaKTepH3yeTcsi, TEM UTO:

a) CBA3aHA C M3YYEHHEM HOBBIX 3TallOB, KOTOPBIE MOTYT OBITh KaK BBIHYK/ICHHBIMH, TaK U
T0OPOBOTHHBIMU

0) cBsi3aHa CO CMEHOM KOPOTKHX TEPHOJIOB CTAOMIBHOW MPOheCcCHOHATBHOW JKU3HU U
3aHATOCTUM  JTallaMd  BBIHY)XKIEHHOH  0e3padoTHIBl WM TEepeMEeHHOW  mpodeccuw,
npodeccHoHaIbHON epeoprueHTAINN

B) NPEICTABISIET COOOW «IpsIMOE IMPOJIBMKEHHE OT MPO(PECCHOHATBLHOIO OOYYEHHUs K
€IMHCTBEHHOMY ITOCTOSIHHOMY THITY PaOOTBI»

I') XapakTepu3yeTcs Kak «1po(hecCHOHAIbHOE PAa3BUTHE C IPOXOXKICHUEM BCEX OCHOBHBIX
3TaroB MPoQPECCHOHATBHON KU3HW»: BRIOOP Mpodeccru, dTarbl pa3BEeIKH H ONPOOOBAHMS CBOUX
CHJI B pa3HbIX cdepax, Mepuo OBIaaeHHs npodeccueil, ynpouHeHHs B HEH, 3Tal COXpaHEeHUs U
HOBBIIICHUS KBATM(HUKAINH, CTIaT U T.JI.

8.3. TunoBble 3a1aHUA 1JI1 OLIEHKU YMeHUit

3aganmue 1.

Omnpenenurte, Kakue M3 NMPUBEJCHHBIX B CIHCKE 337ad — JKECTKHE, Kakue — TUOKHe:
Hanwucars pedepar no sxonomuke; B 16.25 Mo3BOHUTH B OT/IE)I CHAOKEHHS HAYaJIbHUKY OT/ENA;
MIPOBEPUTH TUIATEIKKU W BHECTH JaHHBIC B 0a3y; k 18.00 3akoHUMTH oTuyeT 1o mpoekty «Enern-
1020»; He 3a0bITh COCTaBUTh CIHCOK YYaCTHUKOB KoH¢epenumu; B 17.00 cpate
KOMAaHIUPOBOYHBIE B OyXTaJITEpPUIO; MO3BOHUTb WHCIEKTOPY, BBIICHUTH, KAaKHE€ W3MEHEHHs
IPOM30LUIM B MOPSAJKE HA4yMCIEHUs Halora; MOATOTOBUTH CIpaBKy K 3acenaHuto Cosera
JnpekTopoB.

3aganmue 2.
[TpoBeanTe MONHBIM XPOHOMETPaXK TPEX-TIATH CBOMX pabouux (yueOHbIX) THEH. 3aHecure
JIaHHBIE B TAOIHUITY:
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Bpems JuaureasHocts | Bua padorsi / Uto genan? PesyabTar / AHaym3
Hayaja 410 caeaan?
[Ipumep 3anoaHeHus:
Bpemss | JliintesibHOCTL | Bua padotsi Pe3yabTar / Anann3
Havyaja 4To caenan?
13. 35 1y 20m Ob6cyxnenue HenponyktuBHoe | IIpoekT uHTEpECEH, HO
xo/za COBEIIIaHHE. OyKcyeT u3-3a BHyTpEHHeH
BBITIOJIHEHUS MHoro cnoB, HECOIJIACOBAHHOCTH.
pabot no MIPOEKT CTOUT HA Cokpatutb BpeMst Ha
IPOCKTY MecTe.. o0cyxnaenus (M.0.,
«Tomck» MOCTaHOBKA 3aj]1a4 4/3
Outlook ¢ Hactpoiikoit
KOHTPOJISI UCIIOJTHEHUS +
CaHKILIUU 32 CPHIB CPOKOB?)
15.00 lu. Bcerpeua ¢ WNurepecen u ITonp3a oueBuaHA.
MPEACTABUTEN | MpejiaraeMbli
emM MPOEKT, U
«MaBepukc» YeJOBEK, 1
B3aMMHAasl BBITO/1A
OT pealn3alnnuu
IIPOEKTA.
16.10 25m HozpanuBanca | CopammBaercs, a | TUnuuHbINA XpoHO(Ar:
JIO KJIMEHTA, Ha YTO MHE neneruponath!!!
YTOOBI CeKpeTapb Hayuutbcst oTcenBath
BBEISICHUTE otraena??? Toapko | numHee. PaccTaBisaTh
NPUYUHY MOTEPSUT BpEeMs... | IPUOPUTETHI B Aenax!
3a/1ePKKH
OIUIATHI IO
CYeTy

IIpoananu3upyuTe MoIy4YEHHBIE TaHHbIE:
1. BrisiBUTE CBOM MOTJIOTUTEIN BPEMEHU, OTMETUB UX B Ipade «AHaIU3».
2. TlogcuuTaiiTe, CKOIBKO BPEMEHH B JIEHb OBLIO U3pacX010BaHO He3(h(HEeKTUBHO.

3. Tlomywmaiite,

qTO BbI

MOXKETEC

cIeiaTh,

qTOO0BI

COKpaTUThb KOJIMYECTBO

pactpauuBaemoro BpemeHu? Ilpemnoxxure Mepsl MO MUHUMH3AIUU HEAIPPEKTHUBHBIX PacXoJ10B

BpPEMEHH.

3anummMTe NoJXy4eHHBIE Pe3yJIbTaThl U CIIOCOObI OOPHOBI ¢ XpOHO(aramu.

8.4. TunoBbIe 3aJaHud Jisd OICHKHU HABBIKOB

3aganue 1.

Bbl, kak pyKOBOIMTENb MOAPA3JCICHUS, MOTYYIIN 33JaHUE OPraHU30BaTh MOATOTOBKY

Ballero OT/e]a K y4YacTHUIO B OTpPACIEBOM BBICTABKE, OTKpbIBarOLIEHcs uepe3 3 Mec. Bam
HEOOXOIUMO  OHpelenuTh O00BEM 3ahay, pPaCHpeleNuTb HUX MEXKAYy COTPYJHHKaMH,
KOHTPOJIMPOBATh UCIIOJIHEHNE U OTYUTHIBATHCS O XOZ€E MOATOTOBKH Nepes pykoBoACTBOM. Kakoit
UHCTPYMEHT (Kakue MHCTPYMEHTBI) TallM-MEHEIKMEHTa Bbl Oy/eTe HCIOJIb30BaTh B IEPBYIO

13



ouepeas 1 YOPEKTUBHON OpraHu3aIiiy padboThI?

3aganue 2.

Bam nopy4eHo 3anyCTUTh HOBBINM IpoeKT. Ho Baly moJ4MHEHHBIE )KAIYIOTCSA, YTO UM HE
XBaTaeT BPEMEHM Ha BBINIOJHEHHE BCEX 3aJlad M0 EPBOMY MPOEKTY, OHU M TaK 3aJepKUBAIOTCS
nocie pabodero qHS Ha 2, a To U 3 yaca. Bel mojo3peBaere, 4TO COTPYAHUKH HCIIONB3YIOT CBOE
pabouee Bpemss HedpdekTuBHO. Kakoil TEXHHUKOW TalM-MEHEIKMEHTa HEO00XOIUMO
BOCTIONIb30BAaThCSl B TMEPBYID OYEpelb, YTOOBI MOATBEPAUTH WM OMNPOBEPTHYTH Ballle
npeamnonoxenue? OTBET apryMeHTUPYITE.

1. Ilpu paboTe HaA IETOM - «CIOHOMY — U3YUCHHUEM aHTIIMHCKOTO sI3bIKa — MEHEKED 10
paboTte C KIMEHTaMH pasleiauwl ero Ha «Ooudmrekchl». Onpenenure, Kakue €3 3THX
«OudmTeKCcOB» «peanbHbIe», KaKHe — «ULTI030pHBIe». llepedopMynupyiiTe «UILTIO30pHBIC
OU(IITEKCH», ClIETaB UX «PEATHHBIMI:

Yurarh HA aHTJIMICKOM.

Kypchr.

ExxenneBHO 30 MUHYT CMOTpPETh (DUIBMBI HA AHTIIMICKOM SI3BIKE.
VYuutsk ciosa.

Exxe1HEBHO CMOTPETh YNPAKHEHUSI 10 TPAMMAaTHKE.

Pop o

9. IlepeyeHb OCHOBHOW M JOMOJHUTEJIbHON yUeOHOM JIUTEPATYPBHI,
He00X0AUMO¥i 1J151 0CBOEHHUS TUCUMUILINHBI

9.1. OcHoBHas JuTEpaTypa

1. Mengenesa, B.P. Taiim-menemxmenT. Pa3Butre HaBBIKOB 3(p(PEeKTUBHOTO ympaBiIeHUs
BpeMeHeM : yueOHoe nocobue / B.P. MenseneBa ; MunuctepcTBo 00pa3oBanus u Hayku Poccun,
Kazanckuii HanuoHanbHBIA KCCIEAOBATENILCKUN TEXHOJOTHYECKHI yHuBepcuter. — Kazaup :
Kazanckuit HayuyHO-HCClIeIOBaTENbCKUM TexHoornueckuil yausepcutet (KHUTY), 2017, — 92
C. : TabI., 170 - Pexum JO0CTyTa! o TIOJIITUCKE. -
URL.: http://biblioclub.ru/index.php?page=book&id=560859 — bubmauorp. B ku. — ISBN 978-5-
7882-2266-0. — Tekcrt : 31MeKTPOHHBII.

2. CaBuna, H. B. TaiiM-MeHemXMeHT B 00pa3oBaHuM : yueOHOe mmocodue st By30B / H.
B. Casuna, E. B. JlonanoBa. — Mocksa : U3natensctBo FOpaiit, 2023. — 162 ¢. — (Bricuiee
obpazoBanmne). — ISBN 978-5-534-12668-6. — Texkcr : anextponnsiii // OOGpa3oBareiabHas
iatdopma Opaiit [caiit]. — URL: https://urait.ru/bcode/518978

3. CnunkoBa, O. K. TlepcoHanbHbIil MEHEIKMEHT : yueOHOe mocooue i By30B / O. K.
CnunkoBa. — 2-¢ u3., nepepad. u npon. — Mocksa : M3garensctBo FOpaidt, 2023. — 116 c. —
(Beicmiee o6pazoBanme). — ISBN 978-5-534-16189-2. — Tekct : dneKTpoHHBIA //
OopasoBarenbhas wiathopma KOpaiit [caiit]. — URL: https://urait.ru/bcode/530582

[Terpenko, E.C. CoBpeMeHHbIE WHCTPYMEHTHI TalWM-MeHemxMeHTa=Modern time-
management tools : yuebHoe mocobue : [16+] / E.C.Ilerpenko, JI.B. llabantuHa,
A.B. BapnamoB. — Mocksa : KpeatuBHas skoHomuka, 2019. — 86 c. : un. — Pexxum noctyna: mo
noanucke. — URL: http://biblioclub.ru/index.php?page=book&id=599621 — Bubauorp.: c. 82 -
83. — ISBN 978-5-91292-294-7. — DOI 10.18334/9785912922947. — TekcT : 3J€KTPOHHBII

9.2. JlonmostHUTEIbHAS JIUTEpaTypa

1. Mensenesa, B.P. Taiim-menemkMenT. PazBuTie HaBbIKOB A()(PEKTHBHOTO YIPaBICHUS
BpeMeHeM : yuebHoe nocobue / B.P. Mexnsenesa ; MunucrepcTBo 00pa3oBaHus U Hayku Poccun,
Kazanckuil HallMOHAJIBHBIM HMCCIEA0BATEILCKUNA TEXHOJOTHYECKUM YHHBepcuTeT. — Ka3zaup :
Kazanckuii Hay4uHO-HCCIIeOBaTeNbCKU TexHonorndeckuii yausepcurer (KHUTY), 2017, — 92
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C. : Tao., 170 - Pexum JOCTyTA: o TIOJTITHICKE. -
URL: http://biblioclub.ru/index.php?page=book&id=560859 — butauorp. B ku. — ISBN 978-5-
7882-2266-0. — TekcT : 2JIEKTPOHHBIH.

10. Ilepeyens pecypcoB HH(POPMALHOHHO-TeJIEKOMMYHUKAUMOHHOM ceTu "MHTepHeT",
HEO00XOUMBIX /ISl OCBOCHHS TUCHUILUINHBI U HH(OPMAIMOHHBIX TEXHOJIOTHI,
HCI0JIb3yeMBbIX IIPH OCYIIECTBJICHUH 00Pa30BATE]IbHOI0 MPOoLecca M0 AMCHHUILINHE ,
BKJIIOYAs NIepeYeHb IPOrPaMMHOI0 odecnevyeHusi 1 MHGOPMAIHOHHBIX
CIPABOYHBIX CUCTEM (MPH HEOOXOAMMOCTH)

http://biblioclub.ru - DBC «YHuBepcuteTcKast OMOIHOTEKA OHIIAHH»

https://urait.ru - 3bC «O6pa3oBarenbHas miatrhopma FOpaiim»
http://www.e-xecutive.ru — CaiiT uHTEpHET-co00IIecTBa MEHEIKEepOB
OdunmanpHblil caiiT TalkM-MeHepKepcKoro coodiectsa http://www.improvement.ru/
OdurransHbIi cailT koMmnanun «Opranusaius Bpemenm» http://www.ov1.ru/

g

JIMIIeH3MOHHOE MPOrPaMMHOE 00ecreueHne:.

- Windows (3apy0exHoe, BO3ME3THOE);

- MS Office (3apyOexxHOE, BO3ME3THOE);

- Adobe Acrobat Reader (3apyOexxHoe, CBOOOIHO pacipoCTpaHIeMoe);

- Koncynprantllmoc: «Koncynerantllmoc: Cryment» (poccuiickoe, CBOOOIHO
pacipoCTpaHsIeMOE);

- 7-Zip — apxuBatop (3apy0eKHOE, CBOOOHO PAaCIIPOCTPAHIEMOE);

- Comodo Internet Security (3apy0exHoe, CBOOOTHO pacpoCTpaHIEMOE).

11. MeTtoanyeckue peKOMEHAAIUH 110 OPraHU3ANMH U3YYeHUS TUCHUTLTNHBI

Opraam3anus 00pa3oBaTENBHOTO TpoOIecca pPEriaMeHTUPYETCS Y4YeOHBIM IUTAHOM H
pacnucaHueM yueOHbIX 3aHATHHA. SI3bIK 00yUyeHus (MpernoaaBanusi) — pyCCKUM.

[Ipu  QopMupoBaHMM CBOCH HWHIMBHAYyaJbHOM  0Opa30BATEIIbHOW  TPAaeKTOPUH
o0yyaromuics UMeeT MPaBo Ha Nepe3adeT COOTBETCTBYIOMUX AUCUUIUINH U PO ECCHOHATBHBIX
MOJyJIeil, OCBOCHHBIX B TIPOIIECCE MPEAIIECTBYIOIIETO OOYYCHHUs, KOTOPBIA OCBOOOXKIAET
00yyaromerocst OT HeOOXOJUMOCTH UX MMOBTOPHOTO OCBOCHHUSL.

OoOpa3oBaTte/ibHbIE TEXHOJIOTUH

VY4eOHBIN mpolecc MpH NPENoJaBaHUM Kypca OCHOBBIBACTCS Ha MCIIOJIb30BAHUM
TPAIUIIMOHHBIX, WHHOBAIMOHHBIX H HH(OOPMAIIMOHHBIX 00pa30BATEIbHBIX TEXHOJIOTHI.
Tpaauunonneie 00pa3oBaTeNbHBIE TEXHOJOTMHM MPECTABICHBI 3aHATUAMU CEMHUHApPCKOTO U
JEKIIMOHHOTO THIA. VHHOBaIMOHHBIE O0pa3oBaTEIbHBIE TEXHOJIOTMH HCIIONB3YIOTCS B BUJIE
IIUPOKOTO TIPUMEHEHUS AaKTUBHBIX M HWHTEPAKTUBHBIX (OpPM MPOBEACHUS 3aHATHIL.
WudpopmanmonHble  00pa3oBaTeNbHBIC TEXHOJIOTMH  PEATH3YIOTCS IyTeM aKTHBHU3AIHU
CaMOCTOSITENIbHON PabOThI CTYJICHTOB B MH(OPMAIIMOHHON 00pa3oBaTeIbHOM cperie.

3aHATHSA JeKIHOHHOTO THIA

JIeKIIMOHHBI KypC TMpEanojaraeT CHUCTEMAaTU3UPOBAHHOE H3JI0KEHHE OCHOBHBIX
BOITPOCOB y4€OHOTO TIJIaHa.

Ha nepBoii nexiuu nekrop 00s3aH MpeayNnpeIuTh CTyIeHTOB, IPUMEHHUTEIBHO K KAKOMY
06a3zoBOMy yueOHUKY (YueOHUKAaM, y4eOHBIM ITOCOOUSM) OyIeT MPOYUTAH KYpC.

JIeKIIMOHHBIN Kypc NOJDKEH JaBaTh HanOOJbIIUM 00beM MH(OpManuu U oOecreynBaTh
Oosee rry0OKOe TOHMMaHKUE YYeOHBIX BOTIPOCOB MPH 3HAYMTEIHHO MEHBINICH 3aTpaTte BPEMEHH,
4YeM 3TO TpedyeTcs OONBIINHCTBY CTYIEHTOB Ha CAMOCTOATENbHOE U3YUEHUE MaTepraa.
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3aHATHS CEMMHAPCKOI0 TUIIA

CemuHaps! (IIpakTHYECKUE 3aHATHS) MPEACTABIAIOT COOOH JeTanu3anuio JIEKIHOHHOTO
TEOPETHUYECKOr0 MaTepraa, IpOBOJATCSA B LIENSAX 3aKPEIUICHUS Kypca.

OcHoBHOU (hOpMOH TIPOBEACHHUSI CEMUHAPOB M MPAKTUYECKUX 3aHITUN SBISETCS
oOcyxaeHue Hambosee MPOOJIEMHBIX M CIOXHBIX BOMPOCOB MO OTIEIBbHBIM Te€MaM, a TakKke
pemieHue 3aaa4 M pa3dop MPUMEPOB M CUTyallud B ayAUTOPHBIX YCIOBUSX. B o0s3aHHOCTH
IIpenoiaBaresis BXOAAT: OKa3aHUEe METOJNYECKON MOMOIIU U KOHCYJIBTHPOBAHUE CTYACHTOB I10
COOTBETCTBYIOILIMM TEMaM Kypca.

AKTUBHOCTb Ha IPAKTUYECKUX 3AHITUSAX OLEHUBAETCS MO CIEAYIOIIUM KPUTEPUSIM:

— OTBETHI HAa BOIPOCHI, MpejIaraeéMble IPENo1aBaTelieM;

— y4acTue B IUCKYCCUSIX;

— BBIIIOJIHEHUE MPOEKTHBIX U UHBIX 33JIaHUM;

— aCCUCTHPOBAHUE MPENOJABATEII0 B IPOBEACHUM 3aHATHIA.

Jloknaasl ¥ ONNOHMPOBAHHUE JOKJIAZO0B MPOBEPSIOT CTENEHb BJIAJCHHUS TEOPETUYECKUM
MaTepUasoM, a TAKK€ KOPPEKTHOCTb U CTPOIOCTh PACCYKIAECHUH.

OueHnBaHuE TPAKTUYECKUX 33aJaHUNA BXOJAUT B HAKOIUIEHHYIO OLICHKY.

CamocrosiTesibHast padoTa 00y4arOIIUXCs

CamocTtosTenbHas paboTa CTYJEHTOB — 3TO IPOLECC AKTUBHOTO, IIEJIEHANPABIEHHOTO
npuoOpeTeHus] CTYJCHTOM HOBBIX 3HaHWH, yMEHUH 0e3 HEemoCPEeICTBEHHOTO Yy4acTus
IpenojaBaTesisi, XapakTepU3yIOIIMica TNPEeAMETHON  HampaBiIeHHOCTHIO, 3((HEKTUBHBIM
KOHTPOJIEM U OLIEHKOW Pe3yIbTaTOB JAESTEILHOCTH 00yUaronerocs.

Ilenu camocToATEeTbHON PaOOTHI:

— CHCTEMaTH3alMs U 3aKpEIJIEHNE TIOJyYEHHBIX TEOPETUUECKUX 3HAHUM U IPAKTUYECKUX
YMEHUH CTYICHTOB;

— yriyOJeHHe U paciiipeHue TEOPETHUECKUX 3HAHUIH;

— (opMUpoBaHHE YMEHUH UCIIOIBb30BaTh HOPMATUBHYIO U CIIPABOUHYIO IOKYMEHTAIIMIO,
CIELUATIBHYIO JTUTEPATYPY;

— pa3BUTHE MO3HABATEJIbHBIX CIIOCOOHOCTEH, aKTUBHOCTU CTYJEHTOB, OTBETCTBEHHOCTH
Y OpPraHNW30BAHHOCTH;

— (QopmupoBaHHE  CAMOCTOSITETPHOCTH  MBILIUICHHS, TBOPYECKOM  HMHMIIMATHBBI,
CIOCOOHOCTEH K caMOPa3BUTHIO, CAMOCOBEPILIEHCTBOBAHUIO M CAMOpEaTH3allHH;

— Ppa3BUTHE UCCIIEOBATEIbCKUX YMEHUN U aKaJIeMUUYECKUX HABBIKOB.

CamocTtosaTenbHas paboTa MOXKET OCYIIECTBIATHCA HWHAMBHUAYAIbHO WM TpyINIaMu
CTYZCHTOB B 3aBUCUMOCTH OT IIeJIH, 00BbeMa, YPOBHS CIIO)KHOCTH, KOHKPETHOM TEMAaTHKH.

TexHomorust opraHu3alid  CaMOCTOSITENIBHOM  pabOThl  CTYJEHTOB  BKJIIOYAET
UCTIOJIb30BaHUE WH(POPMALMOHHBIX M MaTepHAbHO-TEXHUYECKUX PECYypCcOB 00pa30BaTEIbHOIO
YUPEKICHUS.

[epen BeIOMTHEHHEM 00YYAIOUIMMHUCS CAMOCTOATEIBHOM pabOTHI MPENo1aBaTeNlb MOKET
IIPOBOJINTH NHCTPYKTAX MO BBIITOJTHEHUIO 3a1aHMsl. B MHCTpYKTaXk BKIIIOYAETCH:

— 1eJIb U COAEPKAHNE 3a/1aHMS;

— CPOKH BBITIOJTHEHUS;

— OPHUEHTHUPOBOYHBIN 00BEM PabOTHI,

— OCHOBHBIE TPEOOBAaHHUS K pe3yJIbTaTaM pabOThl U KPUTEPUH OLICHKU;

— BO3MOYKHBIC TUITUYHbIE OIIUOKH ITPH BHITTOJTHEHUH.

HHucTpyKTax MpoBOIUTCS MpernojaBaTesieM 3a cueT 00beMa BPEMEHH, OTBEJECHHOTO Ha
U3Yy4YEHHUE JUCLUILIMHBL.

KoHTponb pe3ynabTaToB caMOCTOATENbHOW pabOThl CTYIAEHTOB MOXET MPOXOAUTH B
MUCHhMEHHOMW, YCTHOM WM CMeIIaHHOU (opme.

CTyAeHTbl AOMKHBI MOIXOIUTh K CaMOCTOSITENbHONW paboTe Kak K HauBakHeHIeMy
CPEACTBY 3aKpEIJICHUS W PAa3BUTUS TEOPETUYECKUX 3HAHMM, BBIpAOOTKE €IMHCTBA B3IJIAIO0B Ha
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OTJIENIbHBIE BOIPOCHl Kypca, TMPUOOPETCHHsI OMPEICICHHBIX HABBIKOB W HCIOJb30BAHUS
npodeccuoHaIbHON TUTEPaTyphI.

[TomereHust mJii CaMOCTOATENbHON pabOThl OOYYAIOIIMXCS JOJKHBI OBITh OCHAICHBI
KOMIIBIOTEPHON TEXHUKOW C BO3MOXKHOCTBIO MOJKITIOYeHHS K ceTh «IHTepHeT» 1 obecrieueHneM
JIOCTYTIA B 3JIEKTPOHHYIO HH(OPMAIITHOHHO-00pa30BaTEIbHYIO Cpely OpraHu3aIiy.

[Tpu camocTosTepHON TPOPabOTKE Kypca 00ydaronuecs JOKHBIL:

— MPOCMAaTPUBATh OCHOBHBIC ONPEACTICHUS U (PAKTHI;

— TOBTOPHUTH 3aKOHCIEKTUPOBAHHBIA HA JIEKIIMOHHOM 3aHATHU MaTepHasl U JOMOJHUTH
€ro ¢ y4eTOM PEKOMEHJOBAaHHOM 110 JaHHOHN TEME JINTEPaTyphl;

— U3YYUTh PEKOMEHIOBAaHHYIO JUTEpPATypy, COCTABIATH TE3HMChl, AHHOTAUUH U
KOHCIIEKTHI Han0oJjiee BaKHLIX MOMEHTOB;

— CaMOCTOSITEJIbHO BBIMOJIHATH 3aJlaHUs, AaHAJIOTUYHBIEC MPE1JIaraéMbIM Ha 3aHATHUSIX;

— HCTOJIb30BaTh I CAaMOIIPOBEPKHU MaTepHalibl (OHIA OIEHOYHBIX CPEJICTB;

— BBINIOJHATH JIOMAIIIHUE 33JIaHUS 110 YKAa3aHUIO TPENoaaBaTes.

Pexomengauum no o0yyeHusi uHBaauaA0B u Jjui ¢ OB3

OcBoeHune TUCHMIUIMHBI HHBaNUAaMu U JunamMu ¢ OB3 mMoxkeT ObITh OpraHW30BaHO Kak
COBMECTHO C JPYTrUMHU OOydYalolIMMHCA, TaK W B OTHENbHBIX Tpynmnax. [Ipenmomaraiorcs
CeIMalIbHbIE YCIOBUS IS MOJTydeHus oOpa3zoBaHus nHBaIuaamMu u muramu ¢ OB3.

[Tpodeccopcko-nienarornyeckuii coctaB 3HAKOMHUTCS C TICHXOJIOTO-(PU3NOIOTUYECKUMU
O0COOCHHOCTSIMU 00ydJaromuxcss uHBanuaoB U null ¢ OB3, uHaMBUAYyaTbHBIMU MPOTrPAMMaMU
peabunuTaruu  WHBAIUAOB (mpu Hamuuuu). [Ipy  HEOOXOAMMOCTH  OCYIIECTBIISICTCS
JOTIOTHUTEIbHAS TOMJCPXKKA TMPENOoJaBaHUs THIOTOPAMH, TIICHUXOJIOTAMH, COLHAIbHBIMU
pabOTHUKAMU, TPOLIECIIMMH MTOATOTOBKY aCCUCTEHTaMHU.

B cootBercTBHM ¢ MeTOAMYECKMMHU peKoMeHAanusiMu MunoOpHayku P® (yTB. 8 anpens
2014 1. Ne AK-44/05BH) B Kypce MpeaIonaraeTcsi HCIOIb30BaTh COIUAIBLHO-aKTUBHBIC W
pedIeKCUBHBIE METOIbl OOyUYEHUS, TEXHOJOTHH COLMOKYJIBTYPHOH peadWINTAlUUd C IENBIO
OKa3aHHs TOMOIIM B YCTAHOBJICHUU IOJHOLEHHBIX MEXKINYHOCTHBIX OTHOUICHHH C APYTUMHU
CTYJEHTaMH, CO3JaHHH KOM(OPTHOTO TCHXOJIOTUYECKOTO KJIMMAara B CTYICHYECKOH TpyTIie.
[Tonbop m pa3paboTka ydeOHBIX MaTEPHAIOB MPOU3BOIATCS C YYETOM TIPEIOCTaBICHUS
MaTepuana B pa3IUYHbIX (opMax: ayauanbHON, BU3YAIbHOH, C MCIOIB30BAaHUEM CIEIHATBLHBIX
TEXHUUYECKUX CPEACTB U NH(POPMALIMOHHBIX CHCTEM.

Meaunamarepualibl  Takke CIEIyeT HWCIOJb30BaTh U aNalTUPOBaTh C  Y4ETOM
WHIUBUTyATBHBIX 0COOEHHOCTEH 00ydeHust nHBauI0B 1 juil ¢ OB3.

OcBoeHue AUCHUIUIMHBI UWHBamugamMu U Juuamu ¢ OB3  ocymectBisieTcss ¢
WCITOJIb30BAaHUEM CPEJICTB OOydYEHHMsI OOIIETr0 W CICIHAIBHOIO Ha3Ha4YeHHs (IEPCOHATLHOTO U
KOJUIEKTUBHOTO HCIIOJIb30BaHUs). MaTepuanbHO-TEXHUYECKOE OOECTieueHre MpeaycMaTpruBaeT
MPUCTIOCOOJICHUE ayTUTOPUM K HY>KJaM WHBaIHUI0B M Jinil ¢ OB3.

dopma MPOBEACHUS ATTECTAlMM Ui CTyJAEHTOB-MHBamuioB u Jymn ¢ OB3
YCTaHABIIMBAETCS C YUYETOM MHAUBHIyaIbHBIX ICUXO(PHU3NYECKUX 0COOCHHOCTEH. J{J151 NHBAaTUA0B
u qur ¢ OB3 mpenycmarpuBaeTcst qoctymHas (Gopma TpeaocTaBlIeHUS 3aJaHUi OLEHOYHBIX
CPEICTB, @ UMEHHO:

— B II€YAaTHON WM OJJIEKTPOHHOH Qopme (A JUI C HapyLIEHUSIMU OIOpPHO-
JIBUTATEIBHOTO amnmnapara);

— B TIeYaTHOM QopMe WIM SJIEKTPOHHOW (opMe ¢ YBEIMUEHHBIM IIPUPTOM U
KOHTPACTHOCTBIO ([UIsI JIUI] C HAPYLICHUSIMU CITyXa, peUH, 3pEeHus);

— METOJIOM YTEHUS aCCUCTEHTOM 33aJaHMsI BCIYX (7151 JIUL ¢ HAPYIICHUSAMU 3pEHUS).

CrynentaM ¢ MHBaIUMIHOCTHIO M junaMm ¢ OB3 yBenuuuBaeTcs BpeMsi Ha MOATOTOBKY
OTBETOB Ha KOHTPOJBHBIC BOMPOCHL. [[JIsl TAKUX CTYACHTOB MpeayCcMaTprUBaeTCs JOoCTymHas (hopma
MPEIOCTaBICHUSI OTBETOB Ha 33/1aHUS, 3 UMEHHO:

17



— MHUCBMEHHO Ha Oymare wuiau Ha0OpOM OTBETOB Ha KOMIIBIOTEpE (ISl JUI[ C
HapYLICHUSIMH CIIyXa, peUn);

— BBIOOPOM OTBETa M3 BO3MOXKHBIX BAPUAHTOB C HCIIOIH30BAHUEM YCIIyT aCCHCTEHTA (IS
JIUI] C HapYUICHUSIMH OMTOPHO-BUTATEILHOTO aliapara);

— YCTHO (7151 JIULI ¢ HAPYIIEHUSIMU 3pEHUS], OMOPHO-IBUTATEIBLHOTO aIlapara).

[Ipn HEOOXOAMMOCTH ISl OOyYarommxcs ¢ WHBaIMAHOCTHI0 U jmi ¢ OB3 mpomemypa
OLICHUBAHMSI PE3YJIbTaTOB O0YUEHUSI MOXKET MPOBOJIUTHCS B HECKOJIBKO ATAIOB.

12. Onucanmne MaTepuaIbLHO-TEXHHYECKOH 0a3bl, HEOOXOIUMOIi 111 OCyIIeCTBJIEHUSI
00pa3oBaTeIbLHOIO Npolecca Mo TUCHUILIHHE

YuyeOHasi ayauTOpHMs, TpeAHA3HAYCHHAs [UIA TPOBEACHHS Y4YeOHBIX 3aHATH,
NPEAYyCMOTPEHHBIX  HACTOSIIEH  paboueld  mporpaMMo  JUCHMIUIMHBI,  OCHAIlCHHAas
O60py,Z[OBaHI/IeM 1 TCXHUYCCKUMU CPCACTBAMUA OGy‘-IGHI/I}I, B COCTAaB KOTOPbIX BXOAAT. KOMIIJICKTBI
CIeIUATM3UPOBAHHON y4eOHON MeOenu, JOoCKa KIIacCHAasl, MyJbTUMEIUUHBINA MMPOSKTOP, IKPaH,
KOMITBIOTCP C YCTAHOBJICHHBIM JIMIICH3WOHHBIM ITPOrpaMMHbBIM OGCCHC‘IGHHGM, C BBIXOI0OM B CCTh
«HTEepHET» U AOCTYIIOM B 3JIEKTPOHHYIO HHPOPMAIIMOHHO-00Pa30BaTEIbHYIO CPENy.

IHomemenne 1Jis1 cCaMOCTOSATEILHOM PA00THI 00y4AKOIINXCS — Ay JUTOPUSI, OCHAILICHHAS
CIIEIYIOIMMM 000PYJOBAaHUEM U TEXHUYECKUMU CPEACTBAMM: CIIEUaTN3UpOBaHHAs MeOenb AJis
npernoiaBaTess U 00yJaromuxcs, 10cka yuyeOHas, MyJIbTUMEIUHHBIN TPOSKTOP, IKPaH, 3BYKOBbIE
KOJIOHKH, KOMIBIOTEp (HOYTOYK), MEepCOHAIBHBIE KOMIBIOTEPHI ISl pabOThl 00yYaromuxcs ¢
YCTaHOBJICHHBIM JIMIICH3WOHHBIM ITPOTrpaMMHBIM OGGCHG‘-IGHI/IGM, C BBIXOJ0OM B CCThb ((I/IHTepHeT»
U JIOCTYIIOM B 3JIEKTPOHHYI0 MH(POPMAIIMOHHO-00pa30BaTEIbHYIO CPEay.
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