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1.Description of the study programme

The study field of "Leadership, administration and real estate management" includes one
study programme: First level professional higher education study programméBusiness
administration” for the preparation of business specialists. This programmefasedfby the
College since 2009.

1.1. Development strategy, common goals of the Field of study and their relation with the general
I strategy of the higher education institution or college

The development strategy of the field of study is closely related thighdevelopment
strategy of Christian leadership College (hereinaf€L.C).

The Foundation "Kristiga Vadibas College" and the development plans for the fields of
studies are based upon the following:

1 Priorities set out by the founder of CLBaptist Cogregation Union of Latvia;

1 Goals set forth by the management of Glike board and the council;

1 Internal and external quality assessment results of CLC operation.

The principal goalsf the foundation "Kristiga Vadibas Koledza" are as follows:

1 Develop andmplement first level professional higher education programmes in the
fields of Christian leadership, social sciences and theology by preparing qualified
specialists for the church and the employment market in general;

1 Provide students with an opportunityp prepare for further education in order to
acquire second level professional higher education and level five professional
gualification.

1

The principal tasks of Foundation "Kristiga Vadibas Koledza" are as follows:

1 in observance of the trade standards and national professional education standards
in the College's fields of study in "Social welfare", "Leadership, Administration and
Real Estate Management" and "Religion and Theology", develop professional study
programmes and organise implementation of the same;

1 prepare qualified, socially responsible specialists able to compete within the labour
market providing them with education recognised locally and abroad.

1.2. Perspective assessment of the field of study and prograes from the viewpoint of the
interests of the Republic of Latvia

In the Republic of Latvia, colleges implement first level higher education programmes by
preparing specialists corresponding the labour market requirements of the Republic of Latvia. The
perspective assessment of the field of study of "Leadership, administration and real estate



management” from the viewpoint of interests of the Republic of Latvia is based on (a) professional
standards and (b) Sustainable Development Strategy for Latvia2080I (Latvija 2030}:)

a) Preparation of business specialists in the framework of the field of study of
"Leadership, administration and real estate management” is based on the professional
standard for business specialist encompassing the competdmouwledge and skills
necessary for the trade.

Just like in other fields of study and programmes, in "Business administration”, the
College also emphasises not only on the knowledge, skills, abilities and competency
included in the professional standardyt also on attitudes. The task of the College in
consideration of the interests of the Republic of Latvia is not only preparation of quality
professionals being adept in their trade but also attention is given to the development
of the personality, its aitude towards work and society at large. The higher
contribution to the national economy may be yielded by vwelucated and prepare
specialists who give equally high regard for their responsibility towards the society and
implement their professional astity in a fair manner.

Upon preparing responsible specialists for the field, the college thus contributes
towards the overall strength of the society. In other words, in its operation, the college
emphasises not only the skills and knowledge to be acduinat form competency,

but also rears the wand-coming professional. The man and development of one's
personality forms the basis of college operation which is also the basis for any country,
Republic of Latvia included.

College employs the above undastling in thinking about the interests of the
Republic of Latvia based on "Latvija 2030".

b) The development plan of the field of studies and the implementation of the
programme makes use of the following strategic directions of "Latvija 2030":

1 The highereducation system of the Republic of Latvia shall be unable to
function while serving only domestic students (648, page 16)

1 The goal of a 21st Century education system is to strengthen the skills of the
individual in continuous learning and acquisitionirofovations. (678, page 17)

1 Already today, a significant part of the students in higher education and colleges
belong to the secalled no traditional groups of students being older than 23
years of age thus the higher education institutions must transitiowards
adult education as a stable and necessary direction of operation. (80 §8; page
20.)

1 Higher education institutions may also have programmes taking place
exclusively in €nvironment. (94 §; page 22.)

I 1.3. Development plan of the field of study \

On 2nd April, 2012, an expert commission assess the quality of College's study programmes
in the framework of the EU project "Evaluation of Higher Education Study Programmes and
Proposals for Quality Improvement”/ On the basis of the statement issued by ettpert

1sustainable Development Strategy for Latvia until 2030, Parliament of the Republic of Latvia:
http://www.pkc.gov.lv/images/LV2030/Latvija_2030.pdf



http://www.pkc.gov.lv/images/LV2030/Latvija_2030.pdf

commission, in 2013, the Higher Education Council was provided with explanation on various

items (see Eite containing the said explanation in English and Latvian)

On 18th June, 2013, the accreditation commission of fields of study entered Hbevifay
scores in the examination table on the assessment of the fields of study:

Accreditation Quality Resources Sustainability Cooperation
Decision

Issue Short comings | Good Short comings | Short comings
accreditation for | must be must be must be

2 years + eliminated within eliminated within | eliminated within
mandatory a 2year 2 year framework| 2 year framework|
recommendationg framework

Recommendations by the accreditation commission:
1 develop the programme by integrating the modules of social work readl estate
management;
Develop the infrastructure of the Higher Education Institution;
Increase the number of domestic students;
Cooperate with other Higher Education Institutions;
Continuous feedback must be sustained to ensure quality;
Improve the linkwith the labour market;
Publish scientific papers in the field of business;
offer English and German language courses in order to be able to take part in
Erasmus exchange programmes.
In order to implement the guidelines set by the Founders of CLC, the gearent and
external experts, a study programme development plan for 202020 was developed in 2013

and subsequently approved by the board meeting.

= =4 8 -4 8 -9 -9

The development plan of the field of study of "Leadership, administration and real estate managementidy
Foundation "Kristiga Vadibas Koledzg"
for 2014- 2020

Direction of
development

Tasks

Improve interal quality assurance measures (employer, teaching staff ang

student annual surveys);

2. Assurance of the internal auddr the study programme (intesubject links,
succession of study courses, refreshing of the content) on the basis of the
internal quality assessment measures; requirements of the labour market
business specialist trade standard,;

3. Optimisation of thedarning internship programme in line with the
requirements of the labour market and internship post opportunities;

4. Annual assessment of the programme content and refection of the chang

selfassessment statements.

Improvement of 1.
programme content

Improvement of the 1. Improve the study course programmes (improvement of study content by

2 Approved in the CLC Board meetibhg. 44/2013



study process

including information on recent studies) and ensure a timely available the
via moodle.kvk.lv;

2. Continuously improve the knowledge assessment system by encouraging
objectivity andoromptness;
3. Improve the planning of the study process taking into consideration the
increase of foreign students (balance of load, periods between exams);
4. Facilitate the preparation of study course text books, brochures and lecty
materials and publicabin of the same on moodle.kvk.lv;
5. Ensure continuous and intensive inseject link;
6. Diversify and improve study methods;
7. Expand the use of information technologies in the study process;
8. Constantly follow up with the amendments of regulatory documenteadiuch
ensure harmonisation thereof with the internal regulatory documents;
9. Consistently work on the improvement of the teaching staff's qualification
10. Increase the mobility of the teaching staff (guest lecturers, lectures by CL
lecturers in other HEI);
11. Provsion of co participation for the students in the research work of CLC;
12. Assessment of the study process in cooperation with other HElIs;
13. Development of cooperation with similar HEIs in Latvia and abroad. In the
framework of cooperation, assess the studygass in the framework of
Business administration study programme.
Improvement an 1. Replenish the library funds with the most recent learning aids and refer
development of the materials; _ ' S _
study environment 2. Conc_lude new cooperatlop agreements widtademic libraries in Latvi
Ukraine, Belarus and Russia;
3. Provide students with access to the books issued by CLC in an ele
format;
4. While motivating the teaching staff, continue development of new st
materials and ensure availability of the samia moodle.kvk.lv;
5. Continue improvement of the technical aids necessary for the study proce
6. Repair and maintain a good technical and hygienic order of all recreati
teaching staff, maintenance and hygiene premises;
7. Constantly improve document exahge scheme in an effort to ensure
timely and quality receipt of information, including electronically;
8. Conduct regular research of the student and graduate satisfaction with
study process and study outcomes.
Study 1. Offerfurther education opportunities at CLC for the graduates of the Busir
programme administration programme;
graduates 2. Provide graduates with handm support in the establishment of own busing
via the operation of the business incubator "Kiwi".
Advertising of the 1. Advertising of the BA study programme in Latvia in cooperation with
study programme employers and graduates of BA study programme;
2. BA study programme advertising and promotion events in Ukraine, Belaru
and Russia;
Cooperation with 1. Strength cooperation with domestic and foreign HEIs. Forecast the mobili
other HEIs, legal and and research activity of the students and teaching staff within the framew
: - of the cooperation;
private entities. 2. Attract donations for the support of the student studies in cooperatiiim w
legal and private entities.
A new study 1. ltis planned to implement a study programme in the field of study of

programme in the
field of study of

"Leadership, administration and real estate management", if it will be
included as one of the priorities by the founder.




"Leadership, 2. A further development of the field of study on the part of Ca@agement is

administration and expected upon developing the BA study programme and by facilitating
real estate cooperation with other domestic and foreign HEIs in the framework therec
management"

I 1.4. Compliance of the field of study and study programme to the demand of the labour market \

Regulamperformance of graduate and employer surveys. Respondents are invited to assess
the programmes, knowledge and skills of the programme graduates as well as adequacy to the
demands of the labour market.

In general, the survey results show that employersdhmlpositive opinion over the study
programme and the topicality thereof. Upon evaluation of the employer survey results from the
recent years, it may be concluded that employers have good regard for the graduates of the
programme emphasising the desire thle new specialists to improve professionally as well the
need for closer cooperation especially in the are of practical training (Annex No. 5.).

I 1.5. Analysis of the strengths and weaknesses, opportunities and thréatghe field of study ‘
Strengths of the ield of study:

1. Orderly study environment;

2. Professional and qualified academic staff;

3. The content of studies ensures preparation of the business specialists in line with
the standard of the aforesaid trade;

4, Application of various learning methods enable eleping both individual abilities
and skills to work in a team (situational analysis, group work, individual presentations etc.);

5. Provision of internship positions;

6. Study opportunities for people of different ages;

7. Students are given opportunity to workid study at the same time (patime
studies);

8. After acquisition of the qualification, students are offered to acquired second level
higher education programmes in othert higher education institutions;

9. Competitive tuition fee;

10.  Acquired education is topicahd may be applied in practice;
11. Attraction of employers during the study process and business incubator "Kiwi".

Weaknesses of the field of study:

1. Lack of students
2. Insufficient supply of learning literature in CLC;
3. Insufficient preexisting knowledgamong the students in some study courses;
4. Financial dependency on the solvency of the students.
Opportunities
1. Attract students from Latvia;
2. Increase level of ecparticipation in international projects;

3. To make use Erasmus+ possibilities;



4, Increase thattractiveness of the study programme included in the field of study
with study courses that offer students an opportunity to increase their competitiveness within the
labour market;

5. Attract more employers during the study process so that the acquired latuye
with match the actual situation;

6. Continue development of the-study environment;

7. Continue the successful development of foreign student attraction.
Threats:

1. Population's solvency problems;

2. Lower tuition fee and opportunity to have it covered witlate funds in other
higher education institutions;

3. Other than the Christian values, priority in society.

I 1.6.  Description of the internal quality assurance system for the field of study \

Theinternal quality assurance mechanismof CLC operates on the basistbé following
documents and measures:

1.1. Quality assurance measures of the foundation "Kristiga Vadibas Koledza"
(Approved at the CLC Board meeting No. 25/2010 on 9th September, 2010, Annex 8);

1.2. User guide for the nomenclature, methodological aidsd astudy
documentation of the foundation "Kristiga Vadibas Koledza" (approved by director's decree
on 16th February, 2011Annex 8);

1.3. CLC submits annual reports to the Congress of its fourdBaptist
Congregation Union of Latvia (hereinafter BCUL)on the academic results of its
performance, financial report and external quality assessment results. This information is
also provided to the BCUL council which ensures that operation of BCUL between
Congresses.

CLC regularly works on the improvement &f internal quality mechanism on the basis of
"Standards and Guidelines of the European Network for Quality Assurance in Higher Education”
(ENQA) (http://lwww.enga.eu/pubs_esg.lasso). The objective of CLC is gradually organise its
operation and study procasin line with the indications of ISO 9001:2008.

In order to measure the quality of College operation, surveys have been developed for
students, teaching staff, general staff, graduates and employers. Surveying is done both
electronically and in a papeoifm. Survey results are discussed and analysed both in the College
study programme deans' meetings as well as in the College board meetings (Annex 5).

External quality assurance mechanism:

The external quality assurance mechanism of CLC is provided iwitinehe Minister
Cabinet Regulations No. 668 of 25th September, 2012 on "Regulations for accreditation of higher
education institutions, colleges and fields of study".

Information about the the teaching staff is available at the Education Quality State&
register on teaching staff (http://www.ikvd.gov.lv/akademisgarsonalaregistrs.html).

The College understands that each of its student and graduate serves as a business card fo
the College which will in the most direct form reflect on the opera#l quality of the College,
thus improvement of the internal operational quality of the college is among the top priorities of
the College.

"The quality assurance measures of the foundation "Kristiga Vadibas Koeldza" and User guide fo
the nomenclature, mathodological aids and study documentation of the foundation "Kristiga
Vadibas Koledza" determine the procedure in which the internal quality assurance system of the
College functions.




The internal quality of the College is assessed with the use of nuofiheols:
1. Surveying;
2. Discussions;
3. Analysis of the obtained information and data;
4. Integration of the information yielded by the analysis into the operation of the College.

The internal quality assessment is a continuous effort that evaluates the opermaititire
College, as well as it identifies whether the College presents a continuous improvement of its
operation.

Surveying:In the framework of quality assurance, the students, teaching and general staff,
as well as the graduates of the College and emplowee surveyed on regular basis. Surveying is
done anonymously and its goal is to uncover the opinion of certain target groups on specific
aspects of the College operation and quality thereof. Students are surveyed on the quality of the
specific course wh the use of both printeebut forms and electronic solutions. At the same time,
students are surveyed on the administrative and academic performance of the College as a whole
including the micro climate of the College and study conditions therein. Theg€ostaff is
surveyed to determine staff's opinion on the working conditions at the College, provision of
materials and technical means etc. While employers and graduates are surveyed in order to
determine their opinion on how well the students of the Iégk are being prepared for the
specific trade(Annex 5)

DiscussionsDeputy College director in study matters and deans of the study programmes
organise regular meetings with representative of the teaching staff in order to discuss
performance quality, tsidy process and other College life related matters. Deans of the study
programmes are encouraged to regularly meet and discuss similar matters with the students of
the College, employers and graduates.

Information analysis:Deans of the study programmesalyse information obtained from
students, graduates and employers in the relevant industry via surveying and discussions. The
results are discussed in the framework of programme dean, College management and Board
meetings. Upon identifying problems or agtcomings, an action plan is drawn up for the
improvement of the internal quality and implementation thereof in the life of the College. The
next round of surveying and discussions especially focuses on whether progress has been made i
the previously idatified matters and whether any other additional measures are necessary for the
resolution of the matter.

On the basis of recommendations provided by the college accreditation expert
commission, in June 2014, CLC administration visited the internal ygsalivice department of
Riga Stradina University, where we were introduced to the operation of university control,
supervision and improvement system.

Effort has been made towards improvement of study programme description in the course
of the study year2014 - 2015, in order to be able to measure expected reults of study
programmes and courses in a more specific and accurate manner. In the stu30¢&2016 the
Y2Rdzf SAQ aeaisSy ¢gla ONBFGISRT 6S IINB 62N] Ay3

I 1.7. Coursesvailable for the field of study \

In the College, studies are financed with the financial means of private and legal entities.
The financial sources of the field of study at the College are as follows:

A student tuition fee,

A founder's financial means,

A donations by private and legal entities,

A funds obtained via economic and research activities.



With regards to the infrastructure, the development plan in the period of time from 2014
2019 (Annex 1) provides for modernisation of the existing study prenaisdsurnishing of new
study premises as well as equipping the said premises with the necessary technical means in orde
to ensure an ugo-date study environment in auditoriums and to enable remote transmission of
lectures.

Currently, the college has stulydzRA G 2 NA dzYd Ay [ n6 LI TOF & NEX
the Baltic International Academy for renting premises in Lomonosov Street 1 has signed within the
said time frame it is planned to double the number of auditoriums provided that the College shall
be simultaneously attended by 303100 students with a large proportion of domestic students.

Each auditorium is provided with audwsual solutions for provision of a quality study
work. The infrastructure development plan provides that until the endh&f planned period, it
will be possible to perform transmissions of video conferences, recording of lectures and
synchronous translation.

The College has implemented a database on the basis of moodle platform (moodle.kvk.lv)
to store all the learning aidsedeloped by the lecturers of the College and to gradually
complement the said with aids in Latvian, English and Russian. The said moodle system enables
direct and close communication with lecturers and students allowing to complete exams in remote
mode, submit papers and follow up with the examination results and other information. In the
present planning period shall be dedicated to the goal of making the College available in every
household i.e. the College intends to make the studies of the Collegdicabie with one's
professional career and that the studies would be available in Latvian, English and Russiar
speaking parts of the world. Considering the given development plan, the College does not set a
priority for establishment of branches unless Buaction is necessitated by development
opportunities of the College work abroad.

¢KS aidzRé LINPINFYYSA FINB AYLIX SYSYGSR Ay |
the operational purposes, the founder of CLC has assigned the former a right to usesqsem
size of 620rhas well as there is an existing agreement that if necessary, CLC shall be provided with
additional premises for implementation of the study activities at the same address. The total floor
space of the building housing CLC is around 46@0m the property2 ¥ [ n 6 LIt T OF & ( NJ
has a property of the founder. After the premises have been accustomed for the needs of the
educational work, it is that additional studies will be implemented on Lomonosova street 1, Riga.

A total of 5 classrooms, a librarseading room and administration premises are available
for the learning process and work of the students. Auditoriums are equipped with solutions for
display of visual and playback of audio information.

Each student at the College has access to its pltofoying services as well as access to the
internet.

The library provides students with the mandatory literature for the study programmes and
shall maintain the theological focus in future. Additionally, the college has concluded a
cooperation agreement wh other libraries

The college provides appropriagtudy, recreationaland social conditionsby creating an
encouraging study environment. A recreational room is available for study purposes, in which
students may serve themselves with hot drinks antitlignacks as well as a hostel for foreign
student accommodation during examination. There is also a dormitory for the needs of the
teaching staff. The college premises are equipped with wireless internet and other services
photo-copying, perforation, lamnation etc.

The College providemformational support for students via the administration of the
College during working hours, online on the website of the College, via electronic correspondence,



within moodle and with the use of individual consultationis the understanding of the College
management, each student and graduate serves as a business card for the College thus it is th
task of the former to ensure the welfare and awareness of students throughout the course of the
studies. In the meantimehe students that are learning business via the business incubator "Kiwi"
are offered an opportunity to receive free hands as well as theoretical support for
establishment of own business.

In November 2012, a cooperation agreement was concluded withTRigianical University
(RTU) to develop and implement an-EEarning platform as well as on the maintenance of the E
learning platform, user support and provision of technical needs of the foundation "Kristiga
Vadibas Koledza".

On 8th February, 2013, thieaching and administrative staff of CLC attended training on
the use of Hearning Moodle system in communication with students and storage of learning aids.

Students are provided with a facility to individually contact the dean of the study
programme andadministrator via email with regards to any organisation matters and with the
teaching staff about the subjects to be acquired during the course of the studies.

In the course of the examination, each student is offered with an opportunity to meet
individually with lecturers, dean of the study programme and administrator to discuss any urgent
matters.

I 1.8. Cooperation opportunities in Latvia and abroad within the framework of the respective field of
study

In the course of study year 20122013, the BAprogramme of CLC has concluded the
following cooperation agreements on the implementation of the study programme (Annex 8):

T It o SNII Y2t SROIT
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1 LeTourneau University;

1 {L! .rfdArecra {GFNWIGFdziAain F1FRTYAR2

Professional correspondends being exchanged with a higher education institution in
Norway: Norwegian School of Leadership and Theology (tipT/Yhoyskolen.org/) on
cooperation with opportunities for graduates study in second Igwrefessional higher education
programme.

In 2013, the following project was implemented in cooperation with SIA Alberta Koledza:
The BA study programme of CLC hosted a guest lecturer fromPegtr Alle. P. Alle has many
years of experience in companigkel General Foods, Kraft General Foods and Krft Foods. The
topic covered by the Guest Lecturer: "Expression of Christian ethical values in the world of
business examples and practice".

While the college cooperates with a number of higher educationtirgins, it must be
admitted that in the specific field of study, the cooperation opportunities have so far been limited
because no cooperation takes place in terms of first level higher education and upon creating
cooperation relationships in Latvia, fogg students are in Latvia only during the examination
which severely limits the cooperation opportunities.

Currently students have an opportunity to attend the guest lecturers read by foreign
lecturers.



http://hoyskolen.org/

f19. Listof study programmes |

Study programme CP Typeof Professional qualification
studies awarded
First level professional higher 80 Full time and Business specialist
education programme "Busines part time
administration"(41 345) studies,
distance
learning

1.10. List of teaching staff involved in th@amplementation of the field of study listing qualification
and responsibilities, including the study programme and part thereof implemented by each of
the members of the teaching staff

The implementation of the programme shall be ensured by 17 lecturesswhich (29,4%)
have a PhD, another 12 have a master's degree in the respective discipline. The study programm:e
employs a highly qualified teaching staff.

The teaching staff is selected for the programme with regard to the relevant scientific
disciplinesand subjects. The teaching staff shall in line with the work load must work in the
research directions set forth by CLC. It is important that the said teaching staff would not only
span within the narrow boundaries of their subject but that it would bdeato contribute to
research, establishment and management of study courses, projects etc. The selection is based ol
the principles of education ecology: formation and development of a heterogeneous (education,
experience, age and gendeifise) and sustaifde social environment, meaning that a modern
teaching staff must be able to operate in a comprehensive and flexible manner.

The staff involved into the implementation of the programme is highly qualified and
competent in order to provide the students thinecessary research skills and enable them to
acquire theoretical knowledge, skills and competences.

Number, scientific degrees and statuses of the teaching staff

No. Lecturer Scientific Position Status
(Full name) degree
1 GuntaD N y 88)NH Dr.oec. Docent Not elected
2 b2N¥dzyRa D Dr.sc.ing. Docent Elected
3 Inta Kulberga Dr.oec. Docent Not elected
4 Evija Liepa Dr.math. Docent Elected
5 +AySaGl aAy Drmath. Docent Not elected
6 leva Berkmane Mg.paed. Lecturer Elected




7 LynNJ . NJ Mg.iur. Lecturer Elected
8 DdzZRNIy & S 5| Mg.commerce | Lecturer Elected
9 ' AJF N&E VY[ Mg.commerce| Lecturer Elected
10 Atis Papins Mg.oec., Lecturer Not elected
Mg.paed.
11 LynNJ t I NJ Mg.commerce| Lecturer Elected
12 WSuSyl t2 Mag_filol. Lecturer Elected
13 Svetlana Polovko Mg.oec. Lecturer Elected
14 Inga Pumpure Mag.fin. Lecturer Elected
15| Y2yaul yidoyi Mg.soc.rer. Lecturer Elected
16 WSuSyl {G{ Mg.paed. Lecturer Elected
17 {FyAlGl = Mg.paed. Lecturer Elected

1.11. Research activity of the teaching staff involved in the implementation of the field of study and
influence thereof, on the study performance, involvement of students in research projects as
well as participation in internal projectsprojects financed by the Latvian Science Council and
other institutions within the reporting period

The main objective of the first level higher education is to providdepth knowledge in
the particular industry of national economy, therefore in the study process of the college the main
attention is focused on professional training. The National Dxpraent Plan of Latvia for 2014
2020 emphasizes the need to ensure the compliance of professional education with the labour
market trends. The labour market demand is significantly influenced not only by the development
trends of national economy but alsg/lthe transformations in the global economy, thus resulting
in the demand for such employees who are aware of and are able to solve complex and
O2YLX AOIFI GSR LINRPofSYad ¢CKSNBEF2NBE>X Ay ao02LIS 2
college motivates dtege teaching staff to involve students not only in one narrow branch of
science with its conservative research traditions, but also in interdisciplinary research that requires
a complex approach and that is probldmased. Owing to the fact that the stuedi are organized in
the blocks of subjects, students have opportunity to conduedlepth research of various social
processes in interaction of several branches of science. Such way of studies provides multi
dimensional comprehension about contemporarysmess environment, customer needs, change
in consumer behaviour paradigms, trends of innovation development, business ethics etc. In order
G2 SyKIyOS ai0dzRSyiaQ AyaGaSNBad Ay NBASENDODK ¢
with their researchprojects and involve students in research work, which gives them opportunity



to participate in different stages of solving complicated research problems. Furthermore, teaching
staff that are active in research projects involve students in science comntionicactivities,
which give them opportunity to practically develop and organize different science events in the
college (e.g. promotion of innovation in various industries), which is a part of their practical tasks
to be done in the blocks of subjectsspecial attention is paid to formulation of course paper and
gualification paper themes, in which the preference is given to prodiased research works in
interdisciplinary crossection by incorporating topical issues of economic, communication and
management sciences. In order to maintain practical cooperation with students, a special
AN Rdz 6SaQ ySis2N] KFa oSSy ONBIGSR (KNP dz3K
research work by participating in their surveys, personal and fgcogp intervievs as
employees/employers of a particular industry.

The basics of the research (creative) work were acquired by the students:

1. In the framework of the study course "Research methods";

2. Participation in the conferences organised by CLC and oppotunigkéopart in the
magazine issued by CLC "Facta et Verba".

3. Upon developing a State graduation paper on research of SP related issue.In order to
make the research work linked to the goals of SP, each topic for any graduation paper is
harmonised with theboard of CLC.

4. In future, upon taking part in the research conducted by CLC and its partner HEIs (in an
appropriately short cycle and in line with students of SP).

5. Commencing 2012, the presentation of graduation papers is held in an open format.
During examination, each student has an opportunity to take part in the presentation of the
graduation paper. Thus the student is introduced to the research conducted in the course of the
students' scientific papers the is provided with practical experienterms of paper presentation
and development.

During the learning process at the college, elements of research work as used in the
preparation of term papers and internship paper's in accordance with the level of studies.

The best papers par published, int&lia, in the magazine Facta et Verba and students are
invited to take part in the conference hosted by CLC.

Since the study year of 20212012, students have actively involved in research work on
the following graduation paper topics:

1) Marketing actiities of the Organic store "Dabas maja”;

2) Thinking model of the entrepreneur Oleg Tinkov;

3) Compliance of Baltkom business activities with the general ethical principles of Salomon.
4) Personnel assessment and development in company (Potential devaibpme

5) Stimulation of staff performance at a female fitness club;

6) Efficacy in developmental grooming work with orphanage graduates;

7) Motivation for personal career development;

8) Bankruptcy forecast and business financial restructuring;

9) Most effective lowrbudget PR company;

10) Development of a code of ethics and necessity for implementation for a code of ethics;
11) Systematic staff traininga key to success in Nuga Best business;

12) Education service marketing communication in Europbasiness higher education
institutions;

13) Automation of operation in serving salon customers;



14) Efficiency and quality as a factor for a competitive light vechile passenger transportation
services;

15) Staff motivation system in a company;

16) Importarce of online advertising in the development of small and medium size businesses;
17) Relation between styles of communication and the performance result of a micro
company;

18) Employee stimulation methods in social business;

19) Importance of social bugss for public organisations, taking "Mothers against Drugs" as
an example;

20) Importance of organisational communication in the management of the franchise network
Fit Curves in Ukraine;

21) Time planning as one of business tools, description thereopargpectives in the context

of Ukraine;

22) Stimulating influence of buyers for increase of company income in cities with large and
small populations.

1.12. List of important scientific publications and prepared study literature of the teaching staff
involvedin the implementation of the field of study during the reporting period

List of the main scientific publications of elected academic staff
of study programme for the last six years

Surname, Conferences Publications
name
BranteL Yy n| Internationalconference b[ ol Ay3al f o3 dzy|

bt NA@nliGASaocodz|[FGBARNBb T AYyniGyAa
LISNE LISl Go @l & dzy|]Odz2Nyntn b. FfdAaetk
LINEOf TYF & YnaRA| 2013.

Baltic International Academy,
2013.15.0216.02.

International conference bCAY Il yOdz f ol Ay3l
be¢NF yaF2N¥nOA2l| 1 2YSNORI Nwadgydz | i
NBEfA2yntl 2n S 2| Proceedings of conference, 2013.
S12y2YWaflx@rn{nY
ekonomiskipolitisko un tiesisko
FGGASOoodz |1 Gdzn
Rigas Stradingniversity,
2013.10.12.

o ) |b¢AS&aoodz y2At Idzy
LYUSNY I UAZ2YREYQLIASYTNROFYI & LINE
¢tASaocola® {UFO0A12YSNORI Nva2dzYasSy
Baltic International Academy, LN} doedzyz2ah
2015.23.0425.04 P fdAClra SdRMERA A

International conferencél Y 2 3| q Y2 YS ND R NI 2 dzY A
NRA aAyneaRonomisk&@Ay 2 v | aka LINRBOETY
cdzNARA &l 2& 21| dzll proceedingAccepted 2016




LBC&EDU, 2016

Berkmane LU 70Scientific conference Reporty a! dzZ3adaiz2ftd
leva at NPFSarzynt 2 LISRIFI2fA&alna Iagd
LI N» RAIYI Ay8@3 RAYIYALLIE

(11.04.2012¢ 12.04.2012.)
Riga, Lata
RPIVA
6. InternationalScientific
conference Reporly a ! dzZ3&a G & 2f dz
a¢S2NRASl LN lal (JSRIF3I2fA&1na 12)Y
al oASRNDOGIA All | LINEOnOACI dd ETY
Rga, Latva 29¢31.March, 2012| | JNR I NI} YYdz Y nOood g
Dn G Y y] International Scientific |, | N3 2 &1 L o5 0O 6
Normunds conferenf:é OPU K. Lyds Convergence of Garch Proce8th
[2Yy¥SNBYOS !'t[Lal nternational ConferenceAplimat
Bratislava, Slovak Republic, 2010. NI 1 & { dz 1 Nh 2dzva sy
{f2@n{1 A2t Z130.Anmn X
International Scientific |3} 1 ¢g828da ! o5 tI @
conferencé T 4 K Ly US| N., Estimaton and calculation
Conference on Computational procedures of the provisions for
and  Financial Econometrics|  outstanding insurance claimgth
(CFE  2013) and 6th International ~ Conference on
International Confeznce of Computational and  Financial
the ERCIM (European Econometrics anéth International
Research  Consortium  for Conference of the ERCIM Working
Informatics and Group on Computational and
Mathematics) Working Group Methodological Statistics
on  Computational  and FoadNI OGaz [ 2y R2
Methodological Statistics 2013, p.81.
09w/ La HAMOUE X
London, United Kingdom, 2013
Liepa Evija [ ASLI 9 dx | S N3Zaliel
Matute A. (2016). Evaluation ¢
t KFENXYF OSdzi A OF ¢t /
AY [FGOALFY GKS |/
FLWGASTEFE [ FHG3ILES

Research. Vol 1, No 8 (2016 )pp.52
60. (ind. Index Copernicus an
EBSCOhost Business Source Corpg
Plug

GrinbergaZalite, Gunta; Liepa, Evijs
FO126ANYASY TS +A
(2015) Society Aging Problems 4§
their Solutions in Latvia, Lithuania a




Economic Science for Rul
5S@St 2 LIYS ych Jelgava
Latvia University of Agriculturg
Faculty of Economics, April -26
2013.

The 3rd Jonas Pranas Alek
International Scientific Confereng
GrAarzy 2F GKS
Siauliai:  The Social 8woces
Faculty of Siauliai University, 24
25 September, 2010

Poland. In: Regional formation arn
development studies, Journal of sog
sciences No. 3 (17) (2015), 51-59.
Klaipeda UniversityBusiness Sourc
Complete (ind. EBSCO Publish
Business Source).

GrinbergaZalite G., Liepa E., Avotin
A. (2013). The Role of Soci
Marketing in Maintaining the Balanc
between Satisfaction of Immedial
and LongTerm Needsni the Context
of Food Consumption InEconomic
{ OASYy OS F2NJ wdzNJ
Proceedings of the Internationg
Scientific Conference2013 April 25
26 2013, Latvia University

Agriculture, Faculty of Economig
Jelgava, 2013, Volume 32, pp. 1f
157.(EBSCO, ISSN 163178)

Grinberga G., Liepa E.(2010)
/ dza G2 YSNJ DdzA RSR

Model for Rural Extension Servicks.
G902y2YAO YR al
L &adzsSa I YR : Ré&éakct
papers Socioeconomic Developmen
wdzNJI £ ! NBFad ~Al
2T {20Al ¢ { OASY
Volume No.1, 2010 3 (19), pp. 261
268. (Index Copernicus) ISSN 164
9098

Polovko
Svetlana

12.201%1 L y a dzNJ y OS
analysis irBaltic states:
coincidences and differenéete
12th International Prof. Vladas
Gronskas Young Researchers
Scientific Conference
G5SPSt 2LIYSY G Ay
CKS2NE FyR t NI C
Vilnius University, Lithuania
11.201 [ F G @A 2 & |
tirgus RF NDb ool & LINR
{GFNLIWGFdziAA]n
12YFSNBYyOS a9A
a20Antn dzy S 2\
LINROE TYL &x
LISNE LIS] Go@l 4¢3

University, LATVIA




06.2011Creating structural mode
of the insurance market of Latv
/[ World Academy of Scienc
Engeneering and Technolog
France, Paris

06.2011 MEASURE
CONTRIBUTION OF INSURANC
ESONOMIC GROWTH

GLYGSNYI GA2Y I €
Conference European Finang
Systems$i T MME X C
Economics and Administratio
Masaryk  Univercity, CZEC
REPUBLIC, Brno

05.2011 SOCIALLY ECONOI
ROLE OF INSURANCE IN NATI
ECONOMY DURING THE CRIS
The Ninth International
Conference «Challenges of Euro
Growth and Competitivenesg
Reversing the Trends» Under t
auspices of The President of t
Republic of Croatia Mr. dv
W2A3ALROAO YR |/
Commerce, University of Split
CROATIA, Bol

04.201Economiesocially ole of
insurance branch in Latvig
SO2y 2 Y&€Eonomics  an(
Management2011 (ICEMRO11)".
Faculty of Economics ar
Management of Kaunas Universi
of Technology (Lithuania), Facu
of Engineering Economics a
Management of Riga Technic
University (Latvia) Brno, Cze
Republic.

Polovko S. MEASUR
CONTRIBUTION OF INSURANCE
9{hbhalL/ Dwh?2¢]I
Scientific Conference Europe
Financial Systemsnnmmé€ X
Economics and Administratio
Masaryk Univercity, CZECH REPUE
Brno, June Z3. 2011, ISBN 9780
21055094, p.215218

t2tf2012 {® I w%OI
(2011) SOCIALLY ECONOMIC RO
INSURANCE IN NATIONAL ECON
DURING THE CRISIS /I The N
International Conference «Challeng
of Europe: Growth an
Competitiveness ¢ Reversing the
Trends» Under the auspices of Tk
President of the Republic of Croa
aNp L@2 W2 a A L2 ¢
Chamber of Commerce, University
Split , CROATIAMlanagement ISSI
18463363

Savenkovs
Y2y ail

05.2016a! yIFteaara 2
Economic Development of Latvia
After Joinng the European Union.

Ria, BSA.

Paper ¢Topical Economic, Political ar
Legal Issuégs® + Ly G SNy I
| 2y FSNBYyOS: wo3l |
{GFNLIWGFdzGAEALn 1|




04.2018nternationalScientific
conferencé ¢ m e e e
t e

t e Yno YASOS

e

11.03.201énternational
Scientific conferencelL Yy 2 @
solutions of sociat economical
and legal issues for sustainable
developmeng

10.2019nternationalScientific
conferencé { OA Sy @&icet
ySs 5Aa020SNRS

30.05.2014international
Scientific

conferencé ¢ NI ya ¥ 2 N
Processe Law, Regional
Economics and Economic
Policies: Topical Economic,
Political and Legal Issues". V
International Scientific
Conference. Natural and
Humanities University in Siedlcg
(Poland).

25.04.2014 First International
Scientific Conference. Topical:
QRYLIyed / NBIGA
LBK &EDU, 2014

Paper«se - m t h x _
® e ¥ a e x th e ¢
c h o " x, *::“ *“* c o m<’“<
. 1l hoc — mzZimtniskap © 1
Qronln ¢ . h - e "
e " x ;e ASSN418 - - n

2306Kiev, 04.2016

Paper«Analysis of the history of
establishment and development of
the concept of national innovational
systen». Rga, LBK.EDU 2016

Paperf . m o *
mth e ]

e e omt (o]
,O..., c

ao "

h omo
o h a h o * e

el"e*t;e*:\’Eec*); *eec(J
Mdbstow, Russjad

m m t a

2015

Paper«The influence of European
innovation policy for the economic
development of Latvia, Lithuania ang
Estonia». Natural and Humanities
University in Siedlce (Poland),2014

Paper'The impact of European
innovation policy on economic
development in the reign of the
Baltic countries".

LBK CollegandLtd "EDU", 2014

Stepanova
WSuwSyl

InternationalScientific
conferencéKonteksta

y21T oYo3ddzya Yna
KdzYl yAGnN} 2na
3 Rl msLGFagultyloB n
Human sciencesgayeport
W¢SEFOKAY3I @20 0
different learning styles and the
LYGdSNYySi NBa2dzN

wd YESAYLFEI | @




InternationalScientific
conferencee ! T ETYT 2RI
ekonomiskie, juridiski un
GSKy2t2fAapar S

[ FG@A2Fa O0ATYS
Augstskola EIHSEBA, 2012

3rd International interdisciplinary

AO0ASYOGATAO Oz2y
| SIf Ko 2-82f I NJ
nov.2010.

w2l Sydnf §5Sy{ian £ 1
aradaTyYl a LI G2t 2
| L+ AYFAOTOdz L
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ITAyniyraln 12y7FS
{® +nyST woYf SAy]
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cases out of Riga hod\ 0 I f &

dzy NEFSNhday 0
interdisciplinary scientific
O2yFSNByYyOS af{ 2
23fTINBa<D HAMH ®
{®xnySs O ASLI @
a'lgrvTaRleooré
SdzNARA&A1AS dzy

N} {&ldz { Nh2dzyao
1 2 f S Rg3tskdla EIHSEBA, 2012

{® +nyS3I wod©Whafsisy
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Professionahctivities of elected academic staff

Surname, name

Leadership of seminars

YFEYAEO |
G{ON> 0TfACI &

Seminaot 5 A @LJdza T2l A a

dzy OGN alLlzaTe
LI OQI f R o amily 2009y

Seminaot N2 2S1 (dz LIS QE@lgoiZ | O Roo
Semirarot &1 dzf S& (GSYyRSyOSa LISNA?2
NAAAYlF2dzYA YIT I dzd gTYdzYl LISN]

dzl ETYdzYl LIS NA Bnfili2016. @ Ro 6 |

Pumpure Inga

BPW (Business Professional Women) LatviaRigél 2014.
Cheaf of theBoard

{ SYAYRRR G wdz f A1 dzY R2 O Klgtturgr ukill 3
12.2011.

SIA Eiroveséecturer untill01.2014

t I NhRY A S(

Seminard t  NJ @It aGa OAQGAf RASySadal
19t AFTAInOACH & 1 G532 N 2ldz Pail
OAGAft RASYySail ASNIREgdz | YLl §di
1FrG6S3I2NR2dz y2G§SA1OF yadz
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Full scientific and other improvement activities of the teaching staff are listed in Annex 3.

1.13. List of structural units involved in the implementation of the field of study (for example,
departments, professor groups, labmstitutions) indicating their respective tasks in the field of

study and in the implementation of a specific study programme

The management structure of the College consists of a number of levels

Latvijas Baptistu draudzu savienibas (LBDS) Kongress, kuru

parstav LEDS Padome

i i

Kristigas vadibas koledZas valde _

e

Studéjoso Studiju dala Lietvediba,
pasparvalde <:> <:> gramatvediba,
personaldala

Management structure of CLC

College is an institution of BCUL subject to the constitution of BCUL providing that BCUL
congress is the superior executive body in the Church. BCUL congress appoints the BCUL coun
which ensures the operation of BCUL between congresses. BCUL Coutia lbasis of the
authority assigned to it by the Congress appoints the Board of the College. The board of the
college consists of three officials, one of whom is the bishop of BCUL. The operational principles o



the board are set in the articles of asgion of CLC. Board of CLC appoints the director of College
who in line with the College provision (6th November, 2007, Minister Cabinet Regulations No. 739)
manages the operation of the College. Director of the College in line with Item 27 of the érovisi

1. Issues decrees binding to the staff of the college

2. In the framework of one's authority, decides on a rational use of College's resources;

3. Upon harmonisation with the board, determines the number of positions in the College;

4. Hosts electionfor the Council, teaching staff and administrative staff;

5. Submits College's annual report to the Council and the Founder as well as ensures it's uploac
to the website of the College;

6. Upon harmonisation of the board and the Council of Higher educatipproves addition
requires in relation to person's previous special edition, special suiatbility conditions and readiness
of the same for enrolment in the respective study programme;

7. Coordinates and implements cooperation with the congregations astitutions of the
Founder, represents the College in ecumenical and international relations as well as in relations
with the state and the public.

In line with Item 14 of the College Provision, the council organises Council elections the
competences in lia with Item 19 of the Provision are as follows:

1. approve study programmes;

2. approve directions for research and scientific activity;

3. Prepare recommendations on the enrolment of students and implementation of new study
programmes;

4. Prepare suggesins on the establishment, restructuring and liquidation of College's
structural units and upon harmonisation with the board, approve their respective Provisions;

5. Upon harmonisation with the Board, approve a provision for teaching and administrative
posts at the College and the procedure of election for the same;

6. Upon harmonisation with the Board, approve provisions on study and examination
procedure at the College;

7. Develop the internal rules of conduct for the College;

8. Approve the annual repodf the College;

9. Support and facilitate the operation of the student council as well as approve the Provision
for the same;

10. Approve the flag, coat of arms, emblem, slogan and anthem of the College;

11. Raise matters on the change of the name andlIsigaus of the College.

1.14. Description of the auxiliary teaching staff necessary for the implementation for the field| of
study indicating the tasks thereof in the implementation of the field of study and specific study
programmes

The auxiliary staff of CLé€nsures the functioning of CLC study environment

1. | CLC director

2. | CLC deputy director in study matters; dean of the study programme "Pastc
work"

3. | Dean of the study programme "Organisation of social assistance”

4. | Dean of the study programm@&usiness administration"




5. | CLC administrator

6. | CLC accountant

7. | Librarian

8. | IT specialist

9. | Technical staff

Directorfulfils tasks provided in CLC Regulations.

Acting Director of the study wonkanages study work coordination (work with styslypgrammes
directors and methodological commissions, study programmmes plan implementation and
organization, study timetable creation and control, academic staff work records, etc.).

Study programmmes_directomanages methodical commission, organizes stpdygrammme
development activities and cooperation with employers, forms study programmme plans, attracts
and controls academic staff, draws up individual students plans, analyzes students, graduates anc
employers survey results, etc.

Study Department pemnel plans, organizes and document the study process, provides study
program plan realization.

Record keeping personngtovides information records about students' study running process and
registration, informs students about study process axtra-curricular activities, clarifiesstudents
needs by phone, in person;reail; carry outcorrespondence with students and academic staff,
analyzes studentcritics andfeedback.

{GdzRe8 RANBOGAZ2Y YIylI3ISa (GKS RANB®Bilshdss 2 F
Administration".

To perform control and improvement of study direction college for each programme is
established Methodology Commission, working together with administration and academic staff,
representatives of employers, as well as students also invited. It provides the programme
flexibility and responsiveness to labor market requirements, as well as to promote students'
understanding of the labor market.

I 1.15. Information and about external relations ‘

On the basis of the fact that the largestoportion of theologically similar congregations
are located in the United States of America, the College has set as one of its priorities to establish
cooperation with HEIs of this country with specific emphasis of HEIs that according to their
denominatia are similar to BCUL.

Contacts have been established as well as verbal and written agreemmeamorandum
and contract have been concluded on establishment of {@mg cooperation. One of the most
important agreements has been concluded with East Texqui® University www.etbu.edy,a
Memorandumwith LeTourneau Universityvivw.letu.edd (Annex 4) , on the basis of which it is
planned to invite guest lecturers from thegiversities Negotiations are underway with Dallas
Baptist  University www.dbu.edd, Baylor University/ George W.Truett Seminary,
www.baylor.edu/truett

All of the afsementioned HEIs were visited by the representative of the College in August
2012.



http://www.etbu.edu/
http://www.letu.edu/
http://www.dbu.edu/
http://www.baylor.edu/truett

Negotiations are still underway about further education opportunities in obtaining a
bachelor degree and about cooperation in general with a higher education institutibloiway
Norwegian School of Leadership and Theology (Khiip://hoyskolen.org) and University of
Klaipeda(http://www.ku.lt/ ). A trip to University of Klaipeda is planned fbe beginning of 2015
to sign a cooperation agreement.

Cooperation with foreign HEIs provides opportunities of teaching staff and student
exchange as well as implementation of joint projects.

College has received an Erasmus University Charter for pattaipin the Erasmus +
programme until 2020(Annex 4), in the framework of which it is planned to implement study and
staff exchange projects as well as it is planned tepadicipate in international studies. The
management of CLC is conducting negotiaiavith the International Baptist Theology Seminar in
Czech Republic, Tartu Baptist Seminar in Estonia and University of Klaipeda in Lithuania ot
implementation of cooperation within the framework of Erasmus programme.

Theattempt of implementingstudent exchangeprojectsin the study year of 2013- 2014
from the field of study"Leadershipadministrationandreal estatemanagement'wasunsuccessful
sincenoneof the interestedstudentswere citizensof EuropeanJnion.

In tacklingthese challengesthe Colege plansto developinternship mobility projectsnot
requiring long term absencefrom Latviaas well as exchangeprojects for teachingand general
staff.



http://hoyskolen.org/
http://www.ku.lt/

2.Description of the study programme "Business
administration

|2.1.

Objectives and tasks of stugyrogramme implementation:

The objective of programme implementation:
To prepare qualified business specialists who are able to compete in the labour market as

gStt a G2 YIryr3aS yR 2NHIFyAaS (GKS 2LISNIGAzZ2Y
Particularity/ | Measurability Achievability Relevance/ Time limit
Spedicity Applicability/
Feasibility
To prepare In cooperation | By carrying out | During the process ol All the above
qualified with the internal the implementation | mentioned
business employers, quality and evaluation of the| criteria are
specialists. work assessment study program to subject to one
placement (surveys of take into account b | cycle of
providers and | students and the interests of the | implementing
graduates, to | staff; parties involved in the the study
determine discussions), to | study process, based program (2 or
whether the determine on democratic 2.5 years).
objective has | whether the relations (tuition fees,
been achieved | College has the | access to services,
(surveys, necessary requirements of the
discussions). | material and labour market, etc.).
technical facilities
and staff to
achieve the
objectives, and tg
take corrective
and preventive
measures.

Goals of the implementation of the programme:
A To offer the students the opportunities to improve their knowledge, skills and

competences, by learning not only the required courses of the modules in accordance with
the occupation& standard, but also the elective courses to suit their own wishes and
interests;

To engage in the study process not only highly qualified academic staff, but also
professionals from various business areas who have extensive work experience related to
the theme of the module;

¢t2 SyadaNB GKS TFT2NXIGAz2Y
companies / institutions / organisations;

To provide the students with the training materials and material and technical facilities
necessary fothe studies;

2T G(KS addzRSydaqQ



A To motivate the students to setfevelopment and lifdong learning, to encourage
creativity and research work, thereby preparing socially responsible young professionals
for companies.

I 2.2.  Expected study results of the study programme ‘

The study program Business Administration is aimed at gaining knowledge, skills and
competences according tothe State Standard for the First Level Professional Higher Education an
the occupational standardor Business Specialist during lectures, seminars, workshops and work
placement outside the educational institution.

The expected results in accordance with teeupational standard

Knowledge:

1. Knowledge required to perform professional core tasks atethel of concept:
1.1.Knowledge of Sociology;

1.2. Statistics;

1.3.Fundamentals of Logistics;

1.4.Civil Defence.

2. Knowledge required to perform professional core tasks at the level of understanding:
2.1.Business Information Exchange;

2.2.Accounting;

2.3.System of Taxes and Duties;

2.4.Laws and Regulations Governing Business Activities;

2.5.Personnel Management;

2.6.Project Management;

2.7.Finance and Credit;

2.8.Creation of New ldeas;

2.9.Marketing Planning and Advertising;

2.10. Professional Terms in the Official Language and at Least Two Foreign Languages.
3. Knowledge required to perform professional core tasks at the level of use:
3.1.0rganisation, Planning and Management of Business Activities;
3.2.Analysis of Economic Activities and Risk Management;

3.3.Business Communication and Business Ethics;

3.4.Economics;

3.5.ManagementAccounting;

3.6.Applied Informatics and Information Technology;

3.7.Marketing;

3.8.Official Language;

3.9.Two Foreign Languages at a Conversational Level,

3.10. Employment Relationship;

3.11. Occupational Health and Safety;

3.12. Environmental Protection.

Skills:

1. Tobe welversedinth®©®2 YLI y@ Qa SO2y2YAO I OQUADBAGASaAD

2. To have knowledge of quantitative methods used in decisiaking and assess qualitative
factors in decisioimaking.

3. To be wellversed in business forms and use the most appropriate business form for the
O2YLJ yeé Qa oliidgdaNI G Ay 3 O

4. To process data for the formulation and resolution of economic and management tasks.



5. To ensure compliance with the occupational health and safety requirements in the

company.

To prioritise activities and to delegate and control tasks.

To apply narketing and advertising techniques based on the performed analysis.

To organise positive communication.

9. To organise the provision of higjuality, customeioriented services.

10.To work with cooperation partners.

11.To collect and analyse the business perforoeatata.

12.To be welversed in the accounting records.

13.To be welversed in the national tax system and other laws and regulations applicable to
the business sphere.

14.To be welversed inthe financial aid offers for business from funds, programs and
organisdions.

15.To conduct the analysis of supply and demand.

16.To work independently and in a team.

17.To be welversed in and work with the new information technologies related to the
speciality.

18.To prepare presentation materials and present them.

19.To respect the rugeof ethics and conduct.

20.To have a command of the official language.

21.To have a command of at least two foreign languages at a conversational level.

22.To use professional terminology in the official language and at least two foreign languages.

23.To ensure comjaince with the employment relationship regulations.

24.To comply with the environmental legislative requirements.

25.¢2 0S NBalLRyaAaoftS F2NI 2ySQa LINRPFSaaazylf
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Professional competences:
1. Ability to plan, organise, coordinate and control de®nomic activities.
Hd I oAfAGE G2 YIS o6dzaAySaa LXIya YR AYLX SY
3. Ability to take responsibility for the tasks performed.
nd !oAfAGE G2 FylLfeasS yR S@Fftdad ¢S &K Sfor@s2 YL
improvement.
5. Ability to identify and analyse the risks of economic and financial activities.
cd loAafAde G2 lylrfeasS GKS OKIFNI}OGSNrRadlAOa 27
capital.
7. Ability to represent the company iralings with other companies and institutions.
8. Ability to make internal overviews and reports and to ensure communication among all levels of
staff in relation to the information contained in the overviews and reports.
9. Ability to explore the needs afistomers, to predict change trends in customer behaviour and to
respond flexibly to them.
10. Ability to analyse the necessary amount of supplies and their quality and to assess the impac
2T adzllLX ASa 2y GUKS O2YLI yeQa LISNF2NXYIFyOSo
11. Ability to monitothe rational use of material resources and to analyse, plan and provide stocks
of goods.
12. Ability to perform everyday business transactions.
13. Ability to understand the mechanisms of competition in the market, pricing policy and
behaviour ocompetitors in the market.



14. Ability to analyse, define and implement efficient measures contributing to product or service
sales.

15. Ability to organise occupational health and safety measures and control compliance with
occupational health and safetgquirements.

16. Ability to navigate in and comply with the laws and regulations applicable to commercial
activities, employment and finance (taxes) and other laws and regulations relating to the job of the
specialist of business activities.

17. Ability b cooperate and build, coordinate and monitor effective communication between the
Odzali2YSNAR yR (KS O2YLIyeQa LISNER2YYSt ®

18. Ability to respect the rules of professional ethics.

Mpd ' oAfAGE G2 2NBFYAaAS 2ySQa 62 NJ Sessiongdl g2
gualifications.

20. Ability to understand and evaluate the importance of innovation in business.

21. Ability to communicate in the official language and at least two foreign languages.

HH® | 0AfAGe G2 dz&aS Ay T2 N)ladivitesy (§SOKy2f 238 Ay
23. Ability to ensure compliance with the employment relationship standards.

24. Ability to ensure compliance with the environmental protection regulations.

Hp® ! 0AfAGE G2 GI1F1S NBalLlRyaAroAftAde FT2N 2ySQa

I 2.3.  Attainable results of the study programme \

The results to be achieved within the study program are in accordance with the State
Standard for the First Level Professional Higher Education and the aforementioned occupational
standard for Business Specialist and ar&dihto the European Qualifications Framework (EQF).
The knowledge, skills and competences to be acquired within the study program Business
Administration have been analysed at the meetings of the methodology committee and divided
into 8 modules.

The objecitve and goals as well as the expected study results have been set for each study
module.

More detailed information on the compliance with the knowledge, skills and professional
competences set forth in the occupational standard is given in $able

Compliance of thestudy program Business Administration with the requirements of the standard

Module Knowledge (according to Knowledge to be acquired and improved by the students
the standard)
Economics 3.4.Economics Professional terminology ardkfinitions in economics, the

essence of macr@nd micreeconomic processes in the nationz
and global economics.

Basic knowledge of the history of economic thought and politi
its structure and dynamics, schools and lines, and its scientifi
contribution to the economic and political theory and practice

Finance 2.2. Accounting; Knowledge of
2.4. System of Taxes and 1 the Latvian system of taxes and duties and goverr
Duties; laws as well as other laws and regulations.
2.7. Finance and Credit; 1 the requirements for financial accounting (régiory
3.5. Management framework).
Accounting; 1 the fundamentals of financial accounting, the necess
3.2. Analysis of Economic importance, objectives and goals of accounting in
Activities and Risk company (organisation).

Management; f GKS O2YLI yeQa |yydzd f NE




Understanding of

il

il

submission and publication, requirements for drayvit
up, as well as drawing up the cash flow statement, pr
and loss account and the balance sheet and t
interconnectedness.

objectives and goals of management accounting in
organisation.

the financial accounting elements atite accounting of
core business operations.

costs and their classification in the company as wel
the necessity and goals of cost planning and account
the notion and essence of the sales breakn point
and its practical application.

the notion ofthe price cost of manufactured products
provided services, the necessity of calculating the ¢
cost and the methods of calculating the price cost.

Business 3.1. Organisation, Planning| Professional terms of business management, ways
Activities and Management of L2aaAoAtAGASE 2F LXIFYyyAy3as
Business Activities; their planning, planning of production and services.
2.8. Creatiorof New ldeas;
Law 2.4. Laws and Regulations 1 Understanding of the basic principles of the applicatior
Governing Business laws and regulations; knowledge and practical sk
Activities; regarding business activitiethe employment relationshiy
3.10. Empdyment between the employee and the employduilding the
Relationship; social dialogue and dispute resolution procedure.
1.4. Civil Defence. 1 Krowledge ofoccupational health and safety, civil defen
3.11. Occupational Health and environmental protectionpolicy, basic principles
and Safety; objectivesand goals
3.12. Environmental
Protection;
Management 1.3. Fundamentals of Knowledge of
Logistics; 1 the basic principles of the modern managemer
2.5. Personnel theory;
Management; 1 the components of the functional process of th
2.6. Project Management; O2YLJ yeQa YI yI m@ekiodshig; v
1 theoretical aspects of the personnel managemer
system,;
9 the policies and strategies of personne
management and their development trends;
9 the basic principles of the formation of the
organisational structure;
1 personnel management rulesd procedures.
1 project development and implementation;
1 understanding of the planned and unplanneg
change process and its specific features;
1 change management techniques and methods;
1 risk management;
1 procurement and logistics flow management.
Marketing 2.9. Marketing Planning ang Knowledge af
Advertising; 1 trends of marketing mix and types and their role in {
3.7. Marketing; modern communication and competition system g
enhancement of the production efficiency.
1 the theoretical framework of marketing and the releva

practical techniques for solving the problems include




the question (task).

Data Processin(
Methods

1.2. Statistics;
3.6. Applied Informatics ang
Information Technology

To provide students with the knowledge of

1 information technology and methods of data minin
explication, processing and analysis;

9 further mathematics, proposing of alternative decisig
and research;

9 forecasting, advancing of hypotheses, test methods
test validity.

Communication

2.10. Professional Terms in
the Official Language and 4
Least Two Foreign
Languages.

3.8. Official Language;

3.9. Two Foreign Language
at a Conversational Level;
1.1.Knowledge of Sociology
2.1. Business Information
Exchange;

3.3. Business
Communication and
Business Ethics;

Professional terms in English/(Russian/German), grammar r
creation and presentation of documents, communication ty
and styles, ethicalnqnciples in business.

Module Skills (according to the Skills to be acquired and improved by the students
standard)

Economics 15. To conduct the analysis| { To be able to analyse national economic situations;
of supply and demand. 1 To conduct the analysid supply and demand;

1 To be able to analyse the budgeting principles as well as
nature of fiscal and monetary policy.

1 To be able to gather information on the credit and finar
policy of the country;

1 To be able to name and describe the lines, schaonts
personalities of the economic thought;

1 To be able to understand the factors influencing
interactions of policy and business.

Finance 1. To be wellversed in the 1 Skills of opening accounts, application of the doubtery
O2YLIl yeQa SO7 principle, closing accounts, making turnover reports and
activities. accounting balance sheet.

11. To collect and analyse | q Skills to understand and independently draw up
the business performance 2YLIyeQa o6dzRIASGE o6FAYyl yOA
data. and the total budget), to carry out budgetary control, a
12. To be wellersed in the to make changes (adjustments) in the budget if necessa
accounting records.

Business 3. To be wellversed in T To be wellversed in business forms and use the m

Activities business forms and use the FLIINRLINRF GS odzaAySaa F2NY
most appropiate business conditions.

T2NY FT2NJ GKS |1 To organise a highuality, customeswriented production
operating conditions. process or provision of services.

9. To organise the provisiorl § To be able to use modern approaches to business pr
of highquality, customer modelling and research.

oriented services.

Law 16. Ability to navigate in ang Ability to independently navigate in the laws and regulatig
comply with the laws and appliable to the business sphere;
regulations applicable 1 Ability to use sources of law and apply legal norms rela




commercial activities,
employment and finance
(taxes) and other laws and
regulations relating to the
job of the specialist of
business activities.

23. Ability to ensure
compliance with the
employment relationship
standards.

15. Ability to organise
occupational health and
safety measures and contro
compliance with
occupational health and
safety requirements.

24. Ability to ensure
compliance with the
environmental protection
regulations.

to business activities and employment relationship
companies, institutions and organisations;

Ability to set up an occupational health and safety and ¢
defence system in the company in accordance with {
applicable legislative requirements and ensure complig
with the occupational health and safety requirements in
company;
oAt AGE 0S
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Management

6. To prioritise activities and
to delegate and control
tasks.

16. To work independently
and in a team.

10. To work with
cooperation partners.

25. To be responsible for
2ySQa LINRPTSas
performance.

To define business objectives and business linesh®f
company to serve the interests of the owners and the soc
¢2 RN}g¢ dzLJs | LILINR@GS: I R2g
business plans;

¢t2 RSOSt 2L
on its implementation;
¢t2 STFSOUAODSTt &
potential manager);

To use the latest forms of organising the work ¢
obligations;

¢2 dzaS 2ySQa GKS2NBGAOI
order to introduce the personnel management system
public administration and business entities;

To solve all issues related to personnel managen
(discussions, case studies, team work and other ag
learning methods are planned to be used in addition to
traditional lectures).

To use the theoretical knowledge as a base for analysing
ongoirg management processes during planned &
unplanned changes;

To analyse the activities of changes and measures tq
taken, while identifying risks and challenges;

To develop solutions to challenges by deciding on settin
the appropriate strategy withithe processes of change.

GKS O02YLJI yeQa

LJ I yi wdrk/Bs a

Marketing

7. To apply marketing and
advertising techniques
based on the performed
analysis.

10. To work with
cooperation partners.

To be able to apply and analyse the set of markef
elements and the management system.

To be able to assess the importance of marketing
companies and to develop the decisimaking processe
relating to marketing issues.

¢t2 RS@OStf2L) GKS ailAffa
activities, selecting appropriate methods.

G2

Data Processin(
Methods

2. To have knowledge of
guantitative methods used

in decisionmaking and

To improve the skills to perform data processing for
formulation and solution of economic and managemé
tasks;




assess qualitative factors in|
decisiormaking.
4. To process data for the | q
formulation and resolution
of economic and q
management tasks.
15. To conduct the analysis| q
of supply and demash

To develop the skills in the application of the elements
further mathematics in economics and management scier
To develop the skdl to anticipate situations and predict th
NB & dzf ( a
To develop the skills to carry out research and evaluate
results obtained;

To develop the skills to analyse the data collected and
the results in decisiemaking.

2T 2y SQa LISNF2NXYI

Communication

8. To organise positive ]
communication.

18. To prepare presentation
materials and present them,
10.To work with
cooperation partners.

19. To respect the rules of
ethics and conduct.

20. To have a command of
the official language.

21. To have a command of
least two foreign languages
at a conversational level.
22. To use professional
terminology in the official
language and at least two
foreign languages.

= =4 =4

= =

¢ 2
¢ 2
information and skills on a regular basis.

To act ethically.

To carry out work indemdently or in a team with othe
colleagues

To have a command of the official language and a forg
language at a corarsational level;

To be wellversed in and use professional terminology;
AYLINR @S
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Module Competences (according to the Competences to be acquired and improved by the

standard) students

Economics not required ¢2 06S FotS G2 lylrteasSz G

economic problems on thmasis of the acquired
knowledge and skills.

Finance 1. Ability to plan, organise, 1 The ability tounderstand the information containe
coordinate and control the economic Ay GKS O2YLI yeQa TFAYLY
activities. GKS O2YLIyeQa FAylyOSH
4. Ability to analyse and evaluate thi account, balance sheet and other components of
O2YLI yeQa 2LISNI annual report.
to make proposals for its 1 '"YRSNERGlGIYRAY3I 2F GKS £
improvement. and their relations, to develop the skills to analy
5. Ability toidentify and analyse the GKS O2YLIl yeQa TFAYIl yOA
risks of economic and financial activities, to develop the skills to identify furth
activities. actions aimed at improving the financial positi
6. Ability to analyse the and financial indicators of thg
characteristics of the circulation of company/organisatn and preventing a potentig
iKS O2YLIl yeqa FA threat of bankruptcy.
working capital.

8. Ability to make internal overviews
and reports.

Business 2. Ability to make business plans an| §  Ability to perform daily business transamts.

Activities implement them within the | T Ability to create, draw up, present and implemen
O2YLIl yeQa 2LISNI a business plan.

12. Ability to perform everyday
business transactions.
Law 13. To be wellersed in the national | 1 Ability to analyse, select and apply the laws g

tax system and other laws and

regulations applicable to the busines

regulations governing the business sphere &
employment relationship in practice and ability




sphere.
23. To ensure compliance with the
employment relationship regulationg

ensure compliance with the environment
legislative requirements in the comypa® Qa
work;

Hp® ¢2 0SS NBaLRy|T Abilityto define activities, to carry them out and
professional performance. control them in order to reduce the risks related
5. To ensure compliance with the business, employment relationship and occupatia
occupational health and safety health and safety;

requirements in the company. 9 Ability to build a social dialogue with partners al
24. To comply with the employees;

environmental legislative T 'oAfAGE G2 GIF1S NBaLkRy
requirements. performance;

9 Ability to organise occupational health and safe
measures and control the compliance w
occupational health and safety requirements;

Management | 1. Ability to plan, organés 1T ¢2 o06S FofS IyR 1y2¢
coordinate and control the economig professional work, using effective techniques 3
activities. methods;

3. Ability to take responsibility for th¢ § To use in practice and organise the administraf
tasks performed. measures relating to personnel manageme
10. Ability to analyse the necessary personnel management stragy and policymaking;
amount of supplies and their quality| § To be able and know how to manage the person
and to assess the impact of supplie records:;

2y GKS O2YL} Y& Q&|q To be able to apply theoretical knowledge 4
11. Aility to monitor the rational use LINF OGAOI £ a1 Aff & AY
of material resources and to analyse management, planning and control processes;
plan and provide stocks of goods. | q  To be able to prepare basic information to t
Mpe oAt AUE U2 2 O2YLI y&aQa YI yIl 3t&n énddongd
work independently and to improvs term decisioamaking in order to implement th
professional qualifications. change action plan;

20. Ability to understand an¢q 7o pe able to rationalise the results obtained;
evaluate  the impdance of ¢ T4 pe aple to assess the actual economic
innovation in business. business situation during unplanned changes;

1 To take responsibilty for decisions an
consequently, the related setbacks and res
achieved;

1 ¢2 F2NXdzZ FGS |yR AYLX
objectives, which are linked to the strategy set
GKS O02YLI yeQa 26ySNAT

I To be able to evaluate the importance adcision
YFE1AYy3 Ay (GKS 0O2YLI yeQ

Marketing 9. Ability to explore the needs of 1 To acquire knowledge and practical skills in orde

customers, to predict change trends create new approaches to niating issues;
in customer behaviour and to 1 To be able to demonstrate knowledge of the ng
respond flexibly to them. for the customeioriented approach in the
13. Ability to understand the O2YLIl yeQa 2LISNIGAZyax
mechanisms of competition in the most appropriate means of communication
market, pricing policy and behavioul attract customers;
of competitors in the market. f  To use rational criticism in decisiomaking;
14. Ability to analyse, defineand | q To be able to evaluate the factors influencing 1
implement efficient measures development of the communication systems g
contributing to product or service decide on the further development of the mark
sales. oriented operations.

Data Processin( 8. Ability to make internal overviews| § To build the competence and choose the m

Methods

and reports.

approprate methods to analyse the situation ar




9. Ability to explore the needs of
customers, to predict change trends
in customer behaviour and to
respond flexibly to them.

22. Ability to use information
G§SOKy2t238 Ay Ol
activities.

I To build the competence in making the decisi

evaluate the results;

based on the preliminary analysis of the situation,

Communication

7. Ability to represent the company
in dealings with other companies an
institutions.

8. Ability to ensure communication
among all levels of staff in relation t¢
the information contained in the
overviews and reports.

17. Ability to cooperate and build,
coordinate and monitor effective
communication between the
customersandk S O2 Y LI y ¢
personnel.

18. Ability to respect the rules of
professional ethics.

21. Ability to communicate in the
official language and at least two
foreign languages.

=a =

=a =

Ability to work with business texts.

Ability to conduct discussions, including thosei
foreign language, on marketing and managemse
topics.
Ability to select the required business informatior|
Ability to independently bring forward th
RS@St2LI¥Syid 2F 2ySqa (¢
Ability to apply the acquired knowledge wh
working with documents and obtaining the
necessary information from the media.

Ability to build positive communication with peop
adhering to fundamental ethical principles.

2.4,

Plan of the study programme (list of study courses and modules, the volume thereof in ¢
points, distribution across the mandatory, limited or elective parts of the programme

indicating the amount in credit points and the plan of implementation).

Plan of the study programme "Business administration” for the full time studies

Listof study courseq CP Semester
Module General subjects 20| 1.s.|2.s.|3.s.|4.s. Lecturer
-% Applied language | 3 3 Stepanova J.
g Applied language Il 3 3 Polovko J.
g Communication, prezentatior|
£| and ethics 2 2 Berkmane |.
8 Record keeping 1 1 Polovko S.
Labour law 2 2 Brante I.
§ Basics of commercial law 5 5 Brante |.
Environment, labour and civi
defence 1 1 YITYyAE
_g’ +, | Information technologies 2 2 +nyS {
S @ 8| Mathematics in economics
8 g % and management 2 2 Liepa E
== Statistics 2 2 Liepa E

redit
by



Professional subjects 36
Economics| Basis of economic theory 3 3 Papins A.
Basics of book keeping 2 2 Daukste G.
§ Taxes and fees 2 2 Daukste G.
8| Financial analysis and
LL | management 2 2 Pumpure |.
Management accounting 2 2 Pumpure I.
Business | Planning and launching of thg
Activities | business 4 4 Polovko S.
Kulberga .
t F NhRY
aAyl1T9o
Marketing | Marketing 3 3 Savenkovs K.
Select part of the any modulg 10 6| 4
5 Research methods 1 1 aAy |l TO
§ Stud){ paper 1 1
O Practice 16 4| 4| 8
- Quialificationtestand paper | 8 8
Total CP{ 80| 20 | 20 | 20 | 20

Plan of the study programme "Business administration" for the part time studies

List of study coursey CP Semester
Module General subjects 20| 1.s.|2.s.|3.s.|4.s.| b.s
-% Applied language | 3 3
LE) Applied language Il 3 3
g Communication, prezentation
€| and ethics 2 2
8 Record keeping 1 1
Labour law 2 2
L% Basics of commercial law 2 2
Environment, labour and civil
defence 1 1
£ | Information technologies 2 2
8 @ 8| Mathematics in economics anc
0O g @| management 2| 2
& = Statistics 2 2
Professional subjects 36
Economics| Basics oEconomics 3 3
T S 3| Basics of book keeping 2| 2




Business | Planning and launching of the
Activities | business 4

_ |Selectpartoftheanymodule |10| | | | 10| |

Total CP) 80| 16 | 16 | 16 | 16 | 16




f25  Abstracts of the study modules

Module

Abstract

Economics

The module is dedicated to the acquisition of knowledge on
fundamentals of economic theoryt develops students' ability
to perceive and analyze the economic situation in the natig
economy, to orientate in the professional terminology a
definitions in the economy, in the nature of macro &
microeconomics processes on the national and gldéeel. The
module develops students' ability to analyze supply and dem
in accordance with peculiarities of planning production, cost
pricing factors. Students learn to analyze, to compare

evaluate the current economic problems independentlgsing
on the acquired knowledge.

The module gives an opportunity to get the basic knowledg
the history of economic thought and to understand t
tendencies of interconnection of economics and politics.

Finance

The module provides the information how keep records o
enterprise transactions, about the legal regulations and b
principles of bookkeeping. One of them, to ensure busirn
continuity, and to demonstrate the essence of busines®
work for a long time, with a positive result, taking an
consideration the legal norms. Students gain an understan
of the tax legislation, calculation and application of taxes
duties.

Students receive the basic information about the finan
indicators of the enterprise, its links, and the opportuestito
identify the further actions to eliminate the potential risk
bankruptcy. It improves the ability to understand ti
information reflected in the financial statements, to orientate
the financial and cash flows, and to plan the further acti
based on the analysis. Students will be able to ident
anticipate and plan costs, as well as calculate the cost of g
or services.

Business Activities

The module is dedicated to the study of the methodology :
techniques of business planning, éxpansion of knowledge i
the business field, to the study of essence, objectives
content of the business plan sections, to the study of mod
approaches to business process modeling, arranging
presentation of a business plan.

Law

The module give students basic knowledge and skills nee
for practical application of legal norms in the field of commer
activities, labor law, emphasizing bilateral legal relationshiy
employee and employer, the creation of social dialogue

settlement of diputes, as well as the use of normative acts
the sphere of environmental protection in enterprises. In {
frames of the learning process, the basic institutions




commercial law are studieq an entrepreneur and commerciz
activities, the commercial gaster, a company, a subsidiary,
firm, the certain kinds of commercial representatig
commercial transactions and its legal regulation. Studé
master the legal regulation of labor relations, including
regulatory framework that governs contractuedlations of an
employee and employer, as well as the relationships that
closely connected to labor relations. In the frames of
learning process it is emphasized how the Latvian state poli
the field of labor protection is based on the prioesi of health
and safety of workers, thereby increasing the significance of
health preservation, improvement of working conditions, as v
as creation of positive psychological climate in the workpl:
This regulation is essential to accelerate ecommm@nd socia
progress in the country, as well as to regulate the busir
environment. It is connected with the requirements of effect
labor protection, the state employment policy and the busin
environment.

Management

Having learned the module "Nt@agement" the students wil
have the opportunity to gain knowledge of managemg
processes in the enterprise. The module "Management]
designed to improve knowledge in management field and
create and further develop the leader's competences

specidists in business / commercial activities. Students will h
the opportunity to gain new and update existing theoretical g
practical knowledge in the area of organization's managen
and its structural subdivisions. After mastering the elective p
of the module, students will be able to settle the issl
connected with management functions in the field of intere
as well as to get an overview of the basic improvem
principles of their management skills.

Marketing

Module content covers a range afsues related to marketin
activity in the modern market conditions. The central market
qguestions consider the comprehensive analysis of marke
and internal company environment, the process of develop
marketing components of the company's demainent strategy,
marketing decisions regarding the company's product, prig
promotion and distribution. It provides the general scient
marketing basics, the principles of management of marke
information and the organizational aspects of markgt
activity.

Data Processin
Methods

This module is needed to familiarize students with types of ¢
acquisition and processing methods, an ability to display
process data using the information technology, to learn how
assess data reliability anéceived results, as well as to analy
the results and draw conclusions.

Communication

The module is dedicated to improving the use of langu
knowledge and communication in the professiol




environment. It promotes the fluency development a
accuracy b perception, improvement of communication skil
which help students to work confidently in the business worlg
develops students' ability to communicate in a wide range
business situations, applying the principles of professic
ethics. It aims @improving the kowledge of foreign language
in the basic skills such as reading, writing, speaking
listening, as well as the knowledge acquisition in key busi
areas such as marketing, management, finance etc. In add
the module focuses onrdarging vocabulary used in the glok
business environment, as well as on the busin
correspondence, presentations and skills needed to worl
business sector. Students will learn how to communig
efficiently in business meetings, presentations, negmns and
express their opinions easy and confidently, what will contrib
to their career development.

Research One of the tasks of this module is to develop the research s
In the frames of this module, the students will be prepared
the writing of educational works and publications f
conferences, creating scientHigractical research skills ar
motivating for selfdevelopment.

Study modules are more detailed described in Annex 2.

I 2.6. Requirements for admission to the study programme ‘

Admission in the study programme is implemented in accordance to College's terms of
admission that are issued and developedine with 2nd Part of Article 46 on the Law on Higher
Education Institutions, Minister Cabinet regulations No. 846, 10.10.2006, "Regulations for
requirements, criteria and procedure for admission to study programme". Admission terms for
each study yeaare developed and approved by the College board meetirtigp:(/kvk.lv/gribu-
studet/uznemsanasoteikumi/).

2.7.  Practical implementation of the study programme (used study methods and founss, of
I remote teaching methods)

During the course of the programme, the student:

A acquires general education subjects in the disciplines of general psychology, social,
legal and biblical sciences providing the necessary theoretical basis for the studdrds\alops
the general outlook of the world for the student;

A acquires industry (mandatory) subjects or study subjects that are necessary for
acquisition of the selected qualification;

A acquires industry elective study subjects;

A completes internship;

A compleies national final exam by defending the graduation paper which includes a

sociological study related to the trade to be acquired.


http://kvk.lv/gribu-studet/uznemsanas-noteikumi/
http://kvk.lv/gribu-studet/uznemsanas-noteikumi/

The total amount of credit points (CP) in the study programme of "Business administration”
is80 (120 ECTS), which pgrt time students are acquired in two and a half years, whereas
by full time students- in two years.

In the second, third and fourth semesters, full time students alongside with their classes
and study work have internship (accordingly 4KP, 4KP and 8 KIRy.part time studies, general
education courses and mandatory courses are acquired during the first four semesters. During the
third and fourth semesters students additionally have 4 week internship in each of these
semesters. In the last semester, theidents have qualification internship in the amount of 8 KP
AY SYGSNIINAR&ASE 2N AYy o0dzaAySaa AyOdzol 02N aYAS
(8KP).

During the studies, students can independently select elective parts of the modules in the
amount of 10 KP (15 ECTS).

During the internship, students have to work on the development of a research paper, the
goal of which is to teach students to collect, summarize and interpret professional information in
inscope of their speciality, work indepéently, present their results both to the audience of
specialists and nospecialists. The research developed in scope of the internship has to be
presented to the defence commission for evaluation and thus research results would form the
basis for the gaduation paper.

The practical implementation of the study programme is formed and organised by the
director in consultation with the programme's teaching staff and administration. The programme
is approved by the board of the College. Implementation of the study prograimiciesely related
to the quality management system (see more onlimgtp://kvk.lv/studijas/uznemejdarbibas
vadiba).

The study programme employs various forms and methods of study thardeon the
specifics of each individual study course:

1 With the use of interactive lectures, with the use of internet and multimedia
equipment;
workshops and handsn sessions;
individual papers and projects;
appointments in company and trip sessions;
research and project development both individually and in groups;
internship outside the educational institution;

The studies make use of integrative and cooperative learning methods that develop the
selfesteem of students, generate social skills, promotedsnt motivation and responsibility,
facilitate mutual trust and understanding among students and lecturers. Learning methods and
forms are selected in a manner that students would be able both in the study process as well as
later in practice solve probies, adopt decisions and take responsibility.

The Moodle environment provides students with information on the study course
programmes and methodological aids. This system allows to publish the study aids developed by
the teaching staff of the college anagnder the same available to the students in a highly
convenient manner.

= =4 -4 -4 -9

2.8.  Evaluation system (education criteria and evaluation methods for achievement and assessment
of study results, forms and procedure of testing).
Study results are evaluated in line with Minister Cabinet Regulations No. 141 " On the
national first level professional higher education standard".
Student knowledge evaluation criteria:
A student matriculation terms;



http://kvk.lv/studijas/uznemejdarbibas-vadiba/
http://kvk.lv/studijas/uznemejdarbibas-vadiba/

A tests and exams;

A assays, term papend graduation paper;

A independent work;

A internship (including the internship prior to development of the qualification
paper);

A graduation exam and paper.

The point of reference for acquisition of a evaluation is the level of acquired knowledge
and skills dring the specific study course. Results are summarised in exam and test reports that
are official documents.

Assessment of student knowledge is performed in line with the Law of Professional
Education, Instructions by the Ministry of Education and CelRgvision.

The basic principles of student education evaluation are as follows:

A summary of positive achievements;

A mandatory evaluations;

A transparency and clarity of requirements;
A diversity of forms of evaluation;

A adequate evaluation.

Students arenformed of the form of evaluation employed at the beginning of the study
course as they are introduced to the study programme.

Examsare a written, verbal or visual way of evaluating student's knowledge, skill and
ability performance evaluated in the seabf 10. Exam and rated test are considered passes if
knowledge, skills and abilities are not rated with less than the grade of 4.

Testis a written or verbal way of evaluating student's knowledge, skills and abilities, rated
as passed, not passed or givescore.

The type of evaluation is determined by the education programme, while the form of
evaluation (written or verbal) is set by the lecturer of the specific study course. The exam is seated
by the lecturer of the discipline or, if necessary, by a cossion. In the absence of a commission,

a student may attempt any given exam no more than 2 times.

The performance of thénternship programme is rated in a scale of 10. The evaluation is
performed by the internship supervision at the place of employnaamd the college. Credit points
are credited for the acquired course and internship if the score in the scale of 10 has not been less
than 4- "almost average".

The graduation paperis rated in a scale of 10; the lowest passing grade being 4.
Presentation 6 the qualification paper takes place in person before the graduation committee
summoned by the college. The following terms are observed upon organisation of the above:

A the presentation of the graduation paper takes place during a meeting of a
profession&graduation commission;

A the commission shall be composed of no less than 5 persons;

A the commission is formed by the specialists from industry organisations and
professional units, deans of similar programmes as well as representatives of the College;

A no less than 50% of the commission, as well as the chairman, must be a
representative of a business related organisation or of a professional union;

A the roster and the chairman of the commission is approved by the director of the

college and the management tife programme.

The first level professional higher education certificate for acquisition of the respective
education at the college is issued to graduates who have successfully complied with the
requirements set out in the education programme; successftdiypleted the graduation exam
and presented their graduation paper with a score of no less than 4 (almost average).



f2.9. Costs of the study programme
The financial sources of the field of study at the College are as follows:
1 student tuition fee,
1 founder'sfinancial means,
1 donations by private and legal entities,
1 funds obtained via economic and research activities.

The tuition fee in CLC study programmes may be paid:
1 in whole (in this case, the student receives a 10% discount from the tuition fee);
1 intwoto four parts;
1 in five to ten parts (in this case, the tuition fee is increased by 10% from tuition fee
by semester).
Payment procedure is stipulated in the study agreement. The most convenient way of
payment for each student is agreed upon with each student on an individual basis.

The tuition fee for each study year is approved by the board of the college

Annual tuition fee(EUR)
2011/2012 | 2012/2013 | 2013/2014 | 2014/2015

Studyprogramme

Business administration | 1109.84 1109.84 1109.84 1110

In 2015/2016. Study year, tredmission ofstudents was not held, but the planned tuition
fee for 2017./2018.study year is 1110 EUR per year.

2.10. Compliance of the study programme with the academic education standard or profession
standard and the higher education national standard and othexgulatory acts applicable to
higher education

The study programme of "Business administration” has been established in line with
Minister Cabinet Regulations No. 141 " On the national first level professional higher education
standard" and with regard tohe procedure, form and structure set by the Christian Leadership
College.

Objective of the programmethe goals of the programme to be accredited comply with
the requirements of the national standard.

Content of the programmethe content of the programmeo be accredited comply with
the requirements of the national standard. The basic parts of the programme are as follows: study
courses (general education, industries), internship outside the educational institution and
graduation paper.

Volume of the progamme: the volume and the structural division thereof, of the
programme to be accredited comply with the requirements of the national standard. The volume
of the programme and the study courses is expressed in credit points.

Basic principles of evaluatiorthe evaluation principles in the study programme comply
with the requirements of the national standards: positive achievements are summarised;
evaluation at th end of the course is mandatory; transparency and clarity of requirements;
diversity of types oévaluation.




Compliance of the programme's volume and structure to the requirements of the national
standard

Study programme
Criteria Standard requirements "Business

administration”

Total programme volume 80-120 CP 80 CP
No less than 5€P, not 56 CP
Study courses exceeding 75% of the total
volume
Volume of general educatiot No less than 20 CP 20 CP

study courses

Industry study course volum No less than 36 CP 36 CP
Volume of internship No less than 16 CP 16 CP

_ noless than 8 CP but not 8 CP
Volume of the graduation exceeding 10% of the total

(10% of the total
number of CP)

paper volume

The study programme of "Business administration” complies with the trade standard of a
business specialist.
Graduates of the study programme may continue secdeadel professional higher

education studies in the appropriate study programmes at the Baltic International Academy, Riga
Technical University as well as others.

2.11. Comparison to a study programme of an equal level and belonging to the same field of studies
in Latvia (if similar study programme is offered in Latvia) and at least two recognised European
Union or college study programmes
Comparison with similar study programmes in Latvia and abroad
The study programme of "Business administration” at the Cellsgompared to the study
programme "Business" offered by Alberta Koledza or the study programme of "Small and medium
business administration" offered by the Baltic International Academy (hereinaf@BA) (See
tables 2.6 and 2.7), Greenwich Universityrdat Britain) study programme of "Business and

management” (Table 2.9) study programme of "Business administration" offered by the LCC
International University (Lithuania).

Comparison with study programmes implemented in Latvia

Christian Baltic International
Higher educationinstitution Leadership Collegg ~ Academy (BSA) lf0oSNI I | 2
(CLC)




. Small and medium
Business . .
Name of the programme S . business Business
administration o .
administration
Business specialist
Qualification Business specialis Business specialist
. - 25 years part 2 years full time 2 years full time
Duration of the studies time .
2.5 years part time
Amount of CPs 80 CP 80 CP 80 CP
General education volume 20 CP 20 CP 20 CP
Industry specific course volume 36 CP 36 CP 36CP
Internship 16 CP 16 CP
16 CP
Graduation paper 8 CP 8 CP 8 CP

Upon comparing the 1st level professional higher education programme of CLC with
programmes offered by other higher education institutions, it may be concluded that programmes
in essence are similaiit is offered to complete them in two or three yearsvarious forms both
as full as well as part time studies. General secondary education is sufficient for admission in the
programme. A very clear match in terms of credit points (CP) and study subjects is evident with
the study programme of Alberta kolealzvhich may be explained by the fact that the programmes
were formed based on the trade standard and professional higher education standard developed
in Latvia.

At the conclusion of the study programme, students develop a graduation paper as well as
students are evaluated in the acquisition of the courses both individually as well as a part of group,
situational analysis and finallyn tests and exams.

Comparative analysis indicates to the following:

1. The CP volume for mandatory study courses is theesa2fl CP. In terms of each study
course and the respective proportion of CP, it may be concluded that the programmes
are different, for example, Alberta Koledza views psychology from the social aspect,
BSA not having such study course at all, while Gl vit from the general viewpoint
and that of interaction. It may be noted that the mandatory study courses of Alberta
Koledza and CLC are similar, while BSA features different study courses.

2. Industry elective study course®\lberta Koledza offers only@P from 6 study subjects,
while BSA and CL-6 CP.

3. None of the above mentioned programs, with the exception of KVK, not having a
modular system.



Similarities:
1

Differences:

T

)l
T

All of the aforementioned programmes prepare specialists in the field of business as
well as provide an opportunity for continuation of studies in 2nd level higher
education programmes;

In principal subject groups, the compared study programmes are considered
similar;

All study programme feature economics related subjects such as micro economics,
macro economics, marketing, business;

Computer science related subjects across all aforementioned higher education
institution are equal with only differences being in the volumes thereof.

CLC programme is more detailednore study subject®f smaller volume, wider
range of acquired knowledge;

KVK program is built on the basis of the expected learning outcomes

CLC offered theological study subjects which are closely related to the grooming of
Christian values and traditions among studentspicality of dogmatics and
applicability thereof in the context of the modern life by integrating biblical verities
in the study process.

Comparison with study programmes implemented abroad

Comparison of the study programme with short cycle professional higher education study
programmes of collegesrecognized in the European Union Member StatesNational College

of Ireland® andLeila Ltd., Higher Vocational College (Slovenia}

Leila Itd., Higher
CLGtudy programme Vocational College National College of
Module G.dzAaAySaa ECTS| dTertiary education ECTS| L NXB f HigfieR & ECTS
' RYAYA&aidNY business administrator /| SNIAFAOK (9
LINE AN} YYS¢
45 Foreign Business
| Applied language | ' language 1
-% 45 | Foreign Business
LE) Applied language I ' Language 2
S| Communication, Individual
E presentation and 3 Business Communicatiof 30 | Organisational 3
8| ethics Behaviour
15 Slovene Business
Record keeping ' Communication
E Labour law 3 Constitution and System 13 Wo'rk, b'usiness and 3
of Government society in Ireland

Shttps://www.ncirl.ie/Courses/Courd®etails/course/HigheCertificate in-BusinessHCBS3

“http://www.leila.si/?page=opisang



https://www.ncirl.ie/Courses/Course-Details/course/Higher-Certificate-in-Business-HCBS3
http://www.leila.si/?page=opisang

I|<3':1 3VSICS il 3 Commercial Law Aspects of Business Ll 3
Environment, labour
- 15
and civil defence
Information and S
[@)]
£ Information 3 Communication Office Softwar_e Appiesiions 3
7 . . for Business
Q9 technologies Assistance
8 S| Mathematics in
0. ©| economics and 3 14 Business Mathematics 6
% = management
a Information Technology .
Statistics 3 and Data ISR 6
Economics| Basicof Economics 4,5 | Business Economics Economics in the World 6
Basics of book keepin| 3 Accounting Financial Accounting | 12
8| Taxes and fees 3 12
= - . B
_E Financial analysis and 3 Financial Management Financial Accounting Il 6
iT | management
Management 3
accounting
Planning and . D -
Business | launching of the 6 PrOJ_ect Organisation of 13 Crez_itlwty, T(_aamwork & 12
o . Business Events Business Skills
Activities | business

: Marketing in the Digital 6
Marketing 4.5 ?:A(z;lg(;tlljnn?czrtlignMarket 12 | Age
Marketing Brand Management 6
An optional module An optional module of
. . 15 . . 5 -
of their own choice their own choice
15 Managing Your 3
5 Research methods ' Learning
§ Study paper 15 Academic Writing Skills 3
é Practice 24 - -
Qualification test and 12 | Thesis 5
paper
ECTS: 120 120 120

The duration and amount of credit points of three study programise® years of fullime
studies and 120 ECTS, but only in CLC practice is provided.
Comparing CLC artdigher Vocational College (Sloveniajudy programmes can notice
that in this educational institution are also made modules, the only difference idliba¢ are not

separated modules of Finance and Economy, and is not offered scientific practical research

module.

Broadest module is Communication; amount of qualification work is only 5 ECTS.



Moreover, theNational Colleg® af Ireland programmme does noprovide qualification

work, Communication module and learning foreign languages.

Management and Business modules are broad, but as there are not the optional study

courses, the amounts of these modules are similar to the CLC.

I 2.12. Information about students

Data on students:

Study year Students Exmatriculated Graduates
2009./2010. 95 0 0
2010./2011. 73 5 0
2011./2012. 75 38 18
2012./2013. 125 49 8
2013./2014. 101 27 8
2014./2015. 75 75 19
2015./2016. 0 0 0

Neither in 2014/2015, nor in 2015/201&dmission of students in the study programme
G.dzaAySaad FRYAYAAOUNI GA2YE 61 & |yyz2dzyOSR RdzS
direction was suspended and therefore imatriculation did not take place.

I 2.13. Student surveys and analysis thereof \

Quality contol of the study programme is implemented on a regular basis. One of the
types of control is a student survey on matters important to studentguality of the study
process, content of the study programme, study organisation, lecturer performance, social
conditions, internship and future aspirations. The survey reflects students' opinion on the
strengths and weaknesses of the study process. Survey forms and results summary is kept by th
dean of he study programme.

The student survey performed in study ye&®13- 2014 revealed that:

9 students are positively critical about their level of preparation during the
acquisition of the study courses, internship and graduation paper, but this indicator
is set for a positive change;

1 In the study year of 2013 2014, the speed of study process organisation and
information exchange has improved substantially

1 total of students consider the performance of the college as good or very good.
(Annex 5)

Results from the survey were duly summarised and used for the improverokent

programme quality



I 2.14. Graduate (if any) survey and analysis thereof \

At the conclusion of a study programme, a graduate survey takes place. Survey results
reflect on the positive and negative sides of the programme implementation. The study
programme, its ontent, internship and acquired knowledge become subject of evaluation.

In line with "Quality assurance action plan of Christian leadership college”, approved by the
CLC board on minutes of meeting No. 25/2010, graduates are surveyed once in two years.

The last graduate survey was conducted at the conclusion of study year- 20123 and
the next shall be performed at the end of study year 202015.

The graduates surveyed in 2042013 indicated that they have been operating in business
for 5 - 6 yeas. Graduates positively evaluated the acquired theoretical and practical skills. The
principal suggestion for the improvement of the programme and supporting measures given by
the graduates was as follows:

1 organise workshops or trainings for graduatesomder to maintain and improve
knowledge in business;

1 wish that CLC would offer bachelor studies and thus it would be possible to
continue studies at the College;

1 implement a separate projectssupport study course for students from the ages of
14 to 17 oneconomics thus assisting them in selecting their professional career.
(Annex 5).

1 part of graduates plan to continue studies.

The data obtained via the survey were discussed and assessed during the board

meetings.

I 2.15. Corparticipation of the students in the i mprovement of the study process \

Some of the basic principles in the implementation of the study programmes is democracy
and dialogue with students. Gmarticipation of students in the improvement of the study process
is implemented via organisation of stewt surveys on study organisation matters and the
opinions and proposals are taken into consideration in the further improvement of the
programme (Annex No. 5).

Students influence the improvement of the study process by exercising their rights
provided inthe College provisionvia student council, its representation in the council, by taking
part in discussion of projects, in preparation of decision drafts and in making of decisions. Each
student may address the student council with proposals, critiquggsestions that are latter
brought forward at the College council.

In the framework of study subjects, teaching staff provides feedback with students thus
obtaining information on their previous preparedness, additional interests, opportunities of
developng independent works etc., that are further taken into consideration throughout the
studies.

During the course of the study programme, dean shall on regular basis meet students and
discusses important matters whilst attempt to find a prompt solution.

Therre are various opportunities for the students to-participate in the improvement of
the study programme allowing each and every student to select the most appropriate means for
affecting the study process.

The principal of the aforesaid are as follows:

1 Sudent council,

1 Surveys;



1 Research;
1 Promotion of the college.

Students have an opportunity to take part in the operation of the Student council. A
representative of CLC student council takes part in the CLC council meetmgkese

meetings the long ternstrategic plans of CLC, regulatory documents and changes to the
study programmes are harmonised.



3. Summary of the development plans for the field of
study

3.1. Prospective assessment of the field of study and study programme in consideraticat\af's tasks
in implementation of the common strategy of European Union

The programme of "Business administration” of the study field of “Leadership,
administration and real estate management” complies with the requirements of the following
regulatory ats:

1 Law on Higher Education Institutions

1 Law on Professional Education

1 Minister Cabinet Regulations No. 141 of 20.03.2001 on "On the national first level
professional higher education standard"

1 Minister Cabinet regulations No. 846 of 10.10.2006. WRegulations on
requirements, criteria and procedure for admission in study programmes"

1 Minister Cabinet regulations No. 932 of 16.11.2004 on "Study commencement
procedure in later stages of studies”

1 Minister Cabinet Regulations No. 36 of 10.01.2012 orgtiReions for recognition
of achievements and study results achieved in previous education or professional
experience"

1 Minister Cabinet regulations No. 142 of 28.02.2012 on "Equalisation procedure for
degrees and professional qualifications"

3.1.1. Compénce of the study programme with the requirements of the regulatory acts and the
recommendations for formation of a uniform European higher education space.

the following European higher education space documents have been taken into account in
the field of study of "Leadership, administration and real estate management":

T Lisbon strategyEuropean Union strategic development documents approved at the
European Council of Lisbon on 23r@4th, 2000 providing that Europe until 2010 must
create the mostompetitive, dynamic and knowledge based economy in the world. For the
accomplishment of the goal in education, work of EU action programme in the field-of life
long education has commenced (2002013).

1 Bologna processThe Bologna declaration signed d®th June, 1999 by ministers of
education from 29 European countries expresses and undertaking to create a uniform
higher education space in Europe until 2010. Currently, a total of 40 countries have joined
the project in an effort to create such systerhacademic degrees that is easily understood
and referenced at an international level thus improving student, lecturer and researcher
mobility and simplifying the recognition of certificates in Europe.

1 Copenhagen proces®n 29th- 30th November, 2002, 32ountries in the framework of
Copenhagen declaration expressed an undertaking to facilitate cooperation among
education systems and in the field of professional education restructuring and
development. Currently efforts are being put towards implementatad a European credit
points system thus simplifying mutual recognition of professional qualification. It also
includes a plan for European qualification system inltifeg education.



Common goals in education set forth BYfor 2020:
T atleast 15% o&dults should be involved in IHeng education;
T number of 15 years old persons who have poor performance in reading, maths and science
would be less than 15%;
T the proportion of such persons in the ages of-3% years old who have higher education
mustbe at least 40%;
T the number of persons who prematurely discontinue education and training (5) should be
less than 10%.
Upon implementing the field of study, CLC observes the recommendations set forth by the
European council for member states that wouldiss# the development of EU education spave
on the basis of the document "Conclusions of European Council: 11th May, 2010, May press
NBtSIFaso 2y 0KS O2yaARSNYGAZY 27 0KS AY
(http://reqister.consilium.europa.eu/doc/srv?I=LV&f=ST%208799%202010%20INIT

The following considerations have been taken into account by CLC upon implementing the
field of study:

1. The aforesaid istitutions would encourage a truly international culture, for example:

a) by promoting cooperation among higher education institutions, businesses, formation of
contacts and interaction at an international scale because it is a part of movement towautlg a f
functioning triangle of knowledge;

b) by facilitating the mobility of foreign students, lecturers and other teaching staff;

Cc) students, teachers and other persons interested in higher education shall be provided
with studies and knowledge that arequired for work in a truly open international environment;

d) by hiring staff with international experience who would help students and teaching staff
from particular countries grasp broader international horizons;

e) by ensuring quality teaching plansdausing such teaching methods that would account
for the international aspect;

f) by creating such organisational environment that would facilitatepadicipation of
students, teaching staff and researchers in international research projects;

g) by inviing higher education institutions to develop strategies for international aspects of
education and/or include such aspects in own development plans.

2. Increase the attractiveness of higher education institutions at an international scale, for
example:

a) by improving the admission, living and return service quality for foreign students,
teachers, researchers and other teaching staff;

b) simplify qualification and the recognition of the study time spent abroad in line with the
guality assurance mechanism

3. Facilitate the international aspects of higher education institutions and understanding of the
social responsibility, for example:

a) in higher education circles, promote international cooperation in new and innovative
forms;

b) via appropriate stimlus and support facilitate and improve equal access to higher
education and international mobility systems;


http://register.consilium.europa.eu/doc/srv?l=LV&f=ST%208799%202010%20INIT

c) feed knowledge back into the public both at a domestic, as well as in the scale of
respective countries and globally, thus assisting the puinlisatisfying its needs and resolving
other important social matters.

3.1.2. Information provided by employers and professional organisations on graduate employment
I opportunities over a period of at least the next six years

Upon analysing the level oheoretical and practical knowledge on the part of graduates,
employers are surveyed every other year in order to ensure that the graduates are adequately
prepared for the labour market. Until now, employers have positively evaluated graduates' level of
knowledge, considering the level to be adequate for the level of education and requirements of
the labour market which means that graduates shall have employment opportunities. Graduates
of the study programme "Business administration” come from the followdagntries- Latvia,
Ukraine and Belarus. Acquisition of education provide students with an opportunity to start own
business as as well fulfil the role of a successful leaders and project managers. Upon analysing dat
about graduates of 20132014, it ca be concluded that the average age of graduates is 30 years
and it is already the second higher education for 50% of the graduates. Thus the graduates of this
programme have very broad opportunities to work in the trade.

A higher education institution mugarefully followup with the trends in the employment
market so it would be able to provide students with useful knowledge and align with the
requirements of the labour market.
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ANNEX 1
EXTRACT
Policy and Development Strategy of the Foundation Christian Leadership College until 2020

APPROVED:
at the Council meeting of
the Foundation Christian Leadership College
on 10 October 2012
Minutes No. 40/2012

Mission of the Foundation Christian Leadership College

By ensuring the process of studies based on the Christian world view and trapenglists

for work in Christian organisations, social sphere and management, to promote the
preparation of socially responsible professionals who would contribute to spiritual and
temporal weltbeing of the society.

Policy of the Foundation Christiabeadership College

¢tKS LRftAOE 2F GKS /2ftfS3S AyoOtdzRSa G4KS RS
closely linked to the explanation of Christian values and their applicability in the context of
modern life to students, integrating the Biblicaddwledge into the process of studies.

Mainlines of activities (objectives) of the Foundation Christian Leadership College

1. To develop and implement the first level professional higher education programs in
Christian leadership, social sciences #meblogical sciences, preparing qualified specialists
for the church and the labour market;

2. .8 AYLIX SYSYyUAy3a GKS SRdzOFGA2Y I LINRPOS&axX
personalities and their social responsibility and to provide them with the dppdy to
obtain the first level professional higher education and the fourth level professional
gualification;

3. To provide the students with the opportunity to prepare for further education in order to
obtain the second level professional higher educatemmd the fifth level professional
gualification;

4. To make the College an attractive higher education institution for both Latvian and foreign
dGdzZRSyidasx yR adzLllll2 NI GKS /2f€S8S3SQa 3INI R

Goalsof the Foundation Chstian Leadership College



1. to develop vocational study programs according to the occupational standards and the
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Management, Administration and Real Estate Managemand Religion and Theology
and to organise their implementation;
2. to develop the examination content and methods, as well as to organise qualification
examinations;
3. to prepare, theoretically and practically, qualified and socially responsible specélists
to compete in the church and in the labour market, based on the Christian world view;

to ensure the study process and testing on a level of quality which will guarantee

recognition of the vocational education obtained at the College both in Latda@eign

countries;
5. 02
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research work;
6. to organise activities in line with the main fields of operation of the College (such as public
courses, lectures and conferences);
7. to cooperate with Latvian and foreign institutions of higher education and employers in the
field of vocational education;
8. to inform the public about the activities of the College and the opportunities for the
acquisition of vocational education at tl@ollege;
9. to carry out economic and other activities which do not conflict with the laws and
NB3IdzZ F GA2Ya

10.

Latvian society.
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to promote the spiritual health and conservation of moral and spiritual values in the
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Particularity/ Measurability Achievability Relevance/ Time limit
Specificity Applicability/

Feasibility
To prepare In cooperation with | By carrying out the During the process | All the above
qualified employers, work internal quality of the mentioned criteria

specialists to meet
the needs of the
Church and the
labour market by
implementing the
study programs
within the fields of
studyat the
College.

placement
providers and
graduates, to
determine (through
the internal quality
assessment systen
whether the
objective has been
achieved in
accordance with
the occupational
standard.

assessment (surveys
of students and staff;
discussions with the
staff), to determine
whether the CLC has
the necessary

material and technical

facilities and staff to
achieve the
objectives.

implementation and
evalation of the
study program, to
take into account all
the interests of the
parties involved in
the study process,
based on
democratic
relations (tuition
fees, access to
services, etc.).

are subject to one
cycle of
implementing the
study program
(two to three
years).

Activities of the College and their prospects
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I 2t

The College as an educational institution established by the Union of Baptist Churches in
Latvia (UBCL) has been entrusted to continue the work of theldpeal Seminary that was
founded in 1922. The College has been charged with a task to ensure through its work the training
of the spiritual and administrative staff required by the UBCL communities and other theologically
related congregations. In doings work, the College is expected to strengthen the existing and
introduce new educational methods and forms of high quality.



In order for the College to successfully achieve and support its goals in a quality manner,
the task that falls within theeompetence of the College Board and the Council is to draw up and
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planning is closely linked to the priorities set out during the assessment of the quality of the
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1 in the field of quality related to study and research;

During the period until 2020, the College planshave a more pronounced focus on those
students who have already acquired an occupation and who want to extend their professional
gualifications or to learn a new occupation.

To ensure the quality of study and research, it is envisaged to constantly thioiternal quality
system and implement the activities laid down therein. The lines of research for both students and
the academic staff would be defined and set out as a result of the internal quality evaluation of
each field of study.

Since the Collegkas set out the attracting of foreign students as one of its priorities, during the
period until 20192020 it is expected to invest efforts towards the implementation of the study
process at the College in Russian and English in addition to Latvianerfwoth, following the
general global trend in the field of education, it is envisaged to provide a large portion of studies
available as ¢earning to an even greater extent and in several languages.

In order to develop the study and research work at th@l€ge in the long term, as well as to
achieve the abowenentioned objectives, an important and continuous task is to improve the
professional preparedness of the academic and general staff for the direction and management of
the educational process. Theesonnel of the College has to be able to manage the technology.
An equally important task for improving the quality of the study and research work at the College
is the continuing education and professional development of the academic staff. The Cellege r

on cooperation with other higher education institutions in the implementation of mobility projects
as a significant factor in this matter.

During the period until the academic year 202020, the College will continue to place
considerable emphasisn the release of textbooks in printed and electronic formats, as well as
organisation of conferences and other events related to the studies.

1 in the field of the development of material and technical facilities and human
resources;

The College has atiBA aLJ2al f Y2RSNY GNFAYyAy3 LINBYAaSa |
property of the Founder. At the same time, the letagm development concept provides for the
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The Founder of the College and its indual congregations have at their disposal suitable
LINBYA&Sa FT2N) 0KS AYLX SYSyidlFraazy 2F GKS [ 2ff
College is to work on ensuring the proper material and technical facilities required to provide the
study pocess in the instruction rooms or to providdearning. The College has now set out the
development of eenvironment as its immediate priority in this area to facilitate the studies for the
current students at the College, as well as to attract new stislérom both Latvia and abroad.

The objective of the College is to have from 300 to 400 students enrolled by the yea2@209

The development plan of the College provides for the availability of highly professional academic
staff in all fields of studywhose professionalism is based on their personal activities and
professional activities recognised by others, as well as the appropriate academic preparedness.
The selection of the academic staff of the College is carried out in accordance with-ltiae8gn

the Elections in the Administrative and Academic Positionbttp:(/kvk.lv/iwp -
content/uploads/2011/12/Nolikums_par_veleshanam_administrativajos_akademiskajos_amatos.
pdf). The human resource development requires that each elected member of the acaskaffic

of the College is supposed to improve his or her academic and professional qualifications on an
annual basis through participation in international conferences, publishing articles in
internationally quoted periodicals or issuing his or her own keéag materials. The College
provides for issuing such materials at its own expense, as well as for covering participation fees ir
conferences and related expenses.

1 in the field of academic and research cooperation.

During the period until the academic yed0192020, the College will strengthen the existing
study programs and enhance its cooperation with partners by organising and implementing
research projects. Priority is given to strengthening the cooperation with the following higher
education institutons (HEISs): Dallas Baptist University (the US); Eastern University (the US); Eas
Texas Baptist University (the U&gTourneauUniversity (the US); Baylor University (the US);
International Baptist Theological Seminary (Czech Republic); Bristol BapliggfeQthe UK). The

goal of thecooperation will be to adopt the experience and competence of the mentionedHEIs in
the field of higher education. In addition to those HEIs, the College hopes to strengthen
cooperation with Latvian HEIs, such as Alberta Gelend Riga Stradins University.

Strategic objectives of the fields of study:

1. Until 1 September 2015, to ensure that the share of the elected members of the academic
staff is 75%.

2. Until 1 September 2019, to ensure that the share of the elected membeitsedacademic
staff with a doctoral degree is 40%.

3. Starting from 1 September 2015, to attract at least 50 students from abroad every year.

4. Until 1 September 2019, to create 2 joint study programs with forgiigher education
institutions.

5. Until 1 SeptembeP015, to engage in professional organisations, providing students with
placements where they can effectively acquire and improve their skills and competences.
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Module name in Latvian

Y2YdzyA{nOAgk

Module name in English

Communication

Module name in Russian

.0 aax e -

c, Y

Study program{s, which is
offered study module

Business administration

Status (section AB, C)

A

Number of credit points; €
distribution in the compulsory
and optional part

9 CP compulsory part
5 CP optional part
(minimum¢ 9 CP, maximum 14 CP)

MODULE DEVELOPERS

Name, surname

Position, degree

WSuwSyl {GSLI y2

Lecturer, Mg.Soc.Sc.

WSuSyl t2t29] 2

Lecturer. Mg.phil.

leva Berkmane

Lecturer. Mg.paed.

MODULE CONTENTS

Module compulsory part:

Business Foreign Language | (3 CP)

Document Management (1 CP)

Business Communication, Presentation and Ethics (2 CP)

Business Foreigmanguage Il (3 CP)

Module optional part:

Language for Beginners (5CP)

MODULE GOAL AND OBJECTIVES

Module goal

To improve students' vocabulary in foreign languages
knowledge of grammatical rules, encourage oral and writ
communication skills in théeld of business management.

Module objectives

1 To improve speaking skills and communicative skills in
professional communication sphere in the state langu
and two foreign languages. To promotedapth mastering
of business terminology and its use.

To develop the ability to work in a team.

Todevelop business correspondence skills

To deepen understanding of the linguistic and styli
aspects, using authentic materials and learning spe
business management terminology.

To develop the ability to work with the texts of busine
content, toimprove listening ability to perceive and selg
the necessary information, to improve the writing skills
the basis of a variety of business managemehated
literature.

= =4 -

Module language

Latvian, English, Russian

THE STUDY MODULE BESKNOWLEDGE, SKILC&E)MPETENCES

Knowledge rules, drawing up and execution of documents, communical
types and styles
Skills 1 To have a good command of the state language and for

language at the communication level.
To be weHinformed about and use professional terminolog
To improve speaking and writing skills.

1
1
1 To be able to independently expand their knowledge, acq




new information and skills.
1 To carry out work independently or collectively with oth
colleggues.

Competences

Ability to work with texts of business content.

The ability to hold a discussion, including ones in the for¢
language on marketing and management topics.

The ability to select the required business information.
The ability to independently guide their competendg
development

1 The ability to apply the acquired knowledge, when work
with documents and capture the necessary information
mass media.

= =
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MODULE ABSTRACT

In Latvian
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In English

The module is dedicated to improving the use of language knowledge
communication in the prizssional environment. It promotes the fluency developmy
and accuracy of perception, improvement of communication skills, which help stu
to work confidently in the business world. It develops students' ability to commun
in a wide range of bus@ss situations, applying the principles of professional ethig
aims at improving the knowledge of foreign languagesthe basic skills such &
reading, writing, speaking and listening, as well as the knowledge acquisition i
business areas suds marketing, management, finance etc. In addition, the mog
focuses on enlarging vocabulary used in the global business environment, as we
the business correspondence, presentations and skills needed to work in bu
sector. Students will lea how to communicate efficiently in business meetin
presentations, negotiations and express their opinions easy and confidently, whg
contribute to their career development.

In Russian
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SUMMARY OF THE MODULE PLAN AND CONTENTS

MODULE COMPULSORYRPA
a. 1 {Lb9{{ NMUAMHELDDb /I LEZ
a .1 {Lb9{ {ANGAGEA Db/ t[V €

Total number of hours(1 cP = 40 hours.)

120

Number of lecturer hours

Full time studies 24,
Part timestudies- 10

Number of seminars

or practical training hours Full time studies24,

Part time studies 14

Number of independ

ent works 8

Testing form /-s

Exam

Background knowledge

Basics of foreign language (A

Science branchsubbranch

Businesgoreign language

Theme Volume (h)in
full time/part
time studies

Type
(Lectures,
seminars,

practical

training, tests)

1.¢CANBOSRoOFa GSNNAy2f2fA2l @ Lecture,
Brands. Brand Management. Qutsourcing production. 2/1 Practical
xh e @ ~ch~ —~ e~ *h e”~a @ training
2.. AT ySal Lny20Fyl® tNROf TY|
I NAGAOFE GKAYT1AY3AZI LINRBoOfSYQ
. Lecture,
and Present Continuous. FormalLetter 4/ Practical
—™ e h o ~ e ¥ T e m™ ¢ .h t o
;ho’:“i‘a;.g*ﬂ;n”‘t;(”’“’(Eé.q) o h a ) training
mx"'(m;“*t<’u"Eéﬁ.*3¢;*Ji""‘o:o< c
3.anN] SGAy3al GARSO® 4/2 Lecture
Marketing Mix, SWOT, Marketing plan Practica’l
™ e a ™ h t e ) ¢~ e ™ T o
S h Cax v o *CD ' € training
4.t NI {R2¥EQ QI VI @ 412 Lecture,
Act local, think global. Practical
Jhr_t oy om_o a7 e O | 0 m training
520A1F® ! GoAf Rodlr dad ETYT2RI 42 L ecture
Ethics. Responsible business. Past Continuous and Pgst Per Practica’l
St ) t tmt e eo c h "¢ h l
"a 'y ch * e b ‘ ~"Ee o < ¢< ) training
6. ! TETYdzYl &0GNHZ GANI & ararct 4/2
Company Structure. Mission and vision. Test

t h x t x h ™
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" c h Yt YD . m m

c h




7.2SA1aYodl dd gTYdzyl LI T oYSa 4/2 Lecture,
A successful organizatiohalking about the future. Practical
uh*'e"‘_* xmc('eo'o ch(*ch*'y training
8 YNAGAAIN R2YnOlFylI LINRBOETY
[ FaS {{(dzRe& W! dzNHzO . Iy1Q®d / NJ Lecture,
play-role. BusinessReport 4/2 Practical
. . chm“t'x ae . o " T ;e training
c(h(ioﬁohoﬂcpht;(t(p
9. oRSNWo6l® Yn luwnid LI NI foRS 412 Lecture,
Leadership. How to become a leader. Decisitaking Practical
,,*"(hmtﬂo (0)) "'_ mt~*t E A*°<h0 training
100Y2NLI2 NF Go@n 1dzZ GdnNF @ 412 Lecture,
Corporate Cultures. Practical
‘ohcoh*t*ﬁe*’y_x"\’Etxh"cp training
11Ydzt GANI & AT LINF Gy S dzy 1dzf Gn 412 Lecture,
Cultural awareness and cultural issues. Practical
Loe 'yt X TEt x ho X “ochom . | training
12t F R2YA 1dzf GAaN}Fa 12YdzyA{1nOA 412
Cultural idioms. Cultural advices. Modal verbs of advice, Lecture,
obligation and necessity. Practical
(—O~<t' . oh"“e* ""G** X TUEt x b training
X TEt x h . (0]
13.t n NNXzy'k a F NI nNJ Syadz OASan§ 412
/' +aS addzReé WxAaAlG2NB FTNRBY /
discussion. Agenda Test
u(h('o“oh.m *eomth”‘ee.a*
h""‘x;e.o_x’\’Etxh 3 +*'e(m(
14{ GF NLJi I dziA&daina 1FNBSNIa @S Lecture,
Global careers. 4/2 Practical
eo‘°"e‘( a(’*xe’“ho*eow _ " hE training
15502 RFNDAYniGool ® t nNNHzy I ao / 4/2
+SAlaYodnad AYOISNBAZ2I a&aod
. : Lecture,
Employment. The recruitment process. CVs and covering lett .
. : Practical
Successful and unsuccessful interviews. g
’ hx®oxmthohmto ooh . o e~ a e training
aot*”"e*oeeo< c*m'EaO(:p"mc('(
16.YDPlI Et AFTAOTGNn LISNR2Yntl YSift 4/2 L ecture
Retaining good staff. Headhunting. Present Perfect and Past .
. Practical
Simple. g
Lo m_ _“’“’“*‘*C*holﬁ”‘eeo'o c training
17 ASGAOtn aLITtS® YNARGAALN R 412 Lecture,
[ asS {(dzReé W{fAY Depp Kidutes NR Practical
I, 7o Ty . hT @ h ¢ m_mx mom Yd training
18Ly2@nOA2Fad 5Aaldzaral o 4/2 Lecture,
Innovations. Discussion. Passive Voice. Practical
"eeo T]egm xmm Y ThTaa"t "Y training
19CAY I yaSao| I WETwEa'ldzy Gn L 412
) . . . . . ; Lecture,
Financial terms. Raising Business Capital and Reporting Fing .
Practical
Success L
_*e”"em.q;\‘"c*t””"ch<*ch*'yt* training
20t SAlaYoddz al Ndzydz JI RoOl yI @ 4/ Test

M&A. Negotiating techniques.




C('()enlc(<’e.3 c(h('oﬂohoﬁq)
216 ANRT yASOcool® tnNR2OI Yyl & L 4/2 Lecture,
Free Trade. Sales and Marketing. Conditianals Practical
uhoe(mm cho®"~ ) cho*“*’(e* training
22{ I 1 N¥z {2YLInyAalad ¢StST2y 4/2
. ; . Lecture,

Telephonecomplains. Speaking Techniques Practical
’ ~ oee . ~a”h _ t e p _h ~e ra_C'_[Ica
. cho®~" co t. T, oex @ training
HoO® Y2yl daNJGaLirTal dzy dna LI 412 Lecture,
Loosing Competitive Edge. ModalVerbsofProbability Practical
.0e X h . e t o m*c o<m<o ”:'ceooam.t E e L (0) training
Hnd t NBT SyidndOAiadz 6SKyATll &ao 412 .

. : : ; Practical
Presentation techniques. Makingthepresentations -
. e " e yoch o et~g training

¢1 9 { ¢} 59bNDENTWORK 9t 9

Theme of the individual work| Tasks for the individual work | Volume (h)in| The expected
full time/ results
part time

studies
The studies of literature Passed
All themes of the study coursg sources and methodologici 52/76/100 theoretical part
resources of exam
1. Marketing. Business 1. To find out what kinds of 8 .
.o . . Written
communication. business letter samples exist.
homework.
2. To read the case study and
. A letter
to write a letter. The theme :
. according to
Marketing.
. problem
3. To use marketing L
: situations
terminology.
2. Marketing complex. 1. Towork in a team. 10

Marketing plan.

2. To read the case study, to

Solving problem

work out a report. S|tuai|ons
. (marketing) and
3. Prepare a presentation; to roup work
present a problem orally and greseF;]tation
propose solutions. P
3.Management. Business 1. To learn what kinds of 8 Written
ethics. report forms exist. homework
2. To read the case study ang A report '
to write a report. The theme =P
Management according to the
3. To use the new terminolog spiriazlt(iaon;l
associated with management.
nao ¢ KS 2NHLF Yy /1. Toworkinateam. 10 .
Solving problem
management 2. To read the case study and situations
work out a report. (management)
3. To prepare presentation; tc g
and group work
present orally thgroblem resentation
and proposed solutions. P
5. Meeting organization and | 1. To find out what kinds of 8 .
meeting agenda (plan) forms Written




management (Agenda) exist. homework.
2. To read the case study ang The meeting plan
and write the plans of the in accordance
meeting. The theme with the problem
intercultural relations. situation
3. To use the new
terminology.
6. Interviews (personnel 1. Towork in ateam. 10
selection, business meetings,| 2. To read the case study and
etc.) deveI(_)p_the strategy of Organized
negotiation. business tds
3. To use efficiently the
negotiation strategies of
business negotiations.
7. Action Minutes 1. To find out what kinds of 8
examples of minutes of the
miiting exist. Written
2. To read the case study ang homework.
the minutes of the meeting. Meeting protocol
3. To use the new
terminology.
8.Presentation a 1. To findout what types of 10
presentations exist. Development
2. To learn how to design and and
make effective presentations. demonstration of
3. To develop an individual business
presentation on any business presentation
topic.
Acknowledgement of the acquired study results
Knowledge | Skills Competences % from Exam
1. * * 10
2. * 5
3. * * 10
4. * * 5
5. * * 10
6. * 5
7. * * 5
8. * * 10
Exam * * 40

LITERATURE




Basic literature

1. Market Leader Businegsnglish, Pearson Education Limited,
Intermediate, & edition, 2013 176 p.

2. Market Leader. MarketindNina O'Driscoll2010,-96 p.

3. Market Leader: Business Grammar and Usage: Business ERglish
Strutt, Pearson Education Limited® 8dition, 2010208 p

4. Cambridge Business English Dictionary, Cambridge University Press
http://dictionary.cambridge.org/dictionary/businessnglish/

5. adt dzl  AGST[ &d~SNYy A SyeSe  owl YI HnA
6.a® YN} aylAaxs & t dzOdzZ ST DO {Af |
grt2RIFa AN YFGATFra NR1FaaNnhyYrdl s
..., . o 0 | txo0 T @O | 7

como *~ c o h x mm 0 a Xx Yoo x * E.Tty e
t _h*xh Syaauod

o<

Additional
literature, internet
resources and
other sources

1. International Management, Business English with Finafdiads,
Pearson Education Limited, 20086 p.

2. Oxford Leaving Grammar, Intermediate, Oxford University Press,
2010 -161 p.

3. Grammar Practice for Intermediate Students, Pearson Longman,
2009 -192 p.

4, Longman Business English Dictionary, Pearson Education Limitec
2007,-594 p.

5. Business English Study, Diditablshing, UK, 2011
6. Grammar Practice for Intermediate Students, Steve Elsworth, Pea
Longman, UK, 2000

7. Business English. Meetings, OUP Oxford, UK, 2807,

8. Business English. Presentations, OUP Oxford, UK, -3008,

9. Business English: The WritirgllS You Need for Today Workplace
2010,-384 p.

10. Everyday Business Writing (English for Work), lan Badger and Su
Pedley, Pearson Education Limited, 2038 p.

11. Ready for Business English, Jumava, 2083 p.

12. The Business of English (video) at
http://www.youtube.com/watch?v=EafujAXpXHE

13.  Communicating in Business English, Bob Diggempass Publishing
2003,- 192 p.

14. Business English with BBC, BBC Learningenglish.com

15. How to Write Effective Business English: The Essential Toolkit for
Composing &werful Letters, BMails and More, for Today's Business Nee(
Fiona Talbot, Cogan Page, 204%0 p.

16. Oxford Business English Dictionary, Oxford University Press,-200
616 p.
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http://dictionary.cambridge.org/dictionary/business-english/
http://e.eihseba.com/mod/resource/view.php?id=13549
http://e.eihseba.com/mod/resource/view.php?id=13549
http://e.eihseba.com/mod/resource/view.php?id=13548
http://e.eihseba.com/mod/resource/view.php?id=13548

aBUSINESS COMMUNICATION, PRESENTATION ANDEITHIES U €

Total number of hours(1 cP = 40 hours.) 80
Number of lecturer hours Full time studies 16,
Part time studies 8
Number of seminars or practical training hours Full time studies 16,
Part time studies 8
Number of independent works 4
Testing form /-s Test
Background knowledge Not necessary
Science branchsubbranch Communication science
Theme Volume (h)in Type
full time/part (Lectures,
time studies seminars,
practical
training, tests)
Communication. 2/1
L S Lecture,
Role of communication in the society: .
: N Practical
- functions of communication; g
oL training
- the structure of communication.
Social perception. Mechanisms of people’s mutual perception 2/1
o Lecture,
understanding: :
. . . , . e Practical
- the main sociopsychological mechanisms: identificatig trainin
reflection, empathy, stereotypisation. g
The first impression about a person: 2/1
) , Lecture,
- diagrams and factors of the development of a fi .
. o Practical
impression; training
- halo effect.
Communication. The ability to provide information. The ability t 2/1
listen:
- communication structure and function; Lecture,
- communication psychological barriers; Practical
- non-reflexive and reflexive listening; training
- the feedback in a conversation.
Nonverbal communication: 2/1
- sign systems for nemerbal communication; Lecture,
- gestures; poses; facial expressions; visual contact; dist Practical
of communication; exercises
- poses that can distract one’s attention.
Interaction¢ interaction of people experiencing mutual 2/1
communication:
. . D Lecture,
- roles and positions in communication; :
. . Practical
- Eric Bernghree alter egaconception :
: . - exercises
- transactions in communication;
- Eric Berngsame analysis.
Ways of influencing a partném communication. 2/1
Psychological manipulations in communication: Lecture,
- types of psychological manipulators; Practical
- systems of psychological manipulators; exercises
- actualisation.
Regulation of conflict in communication: 2/1 Lecture,




- types of conflicts; Practical
- conflict situations of the tactic of behaviour; exercises
- solving an interpersonal conflict.
Temperament 2/1 Lecture,
- psychological types of temperaments; Practical
- psychological types of temperaments in respect to peo exercises
Presentation. 2/1
Planning of a presentation, structure, and content: Lecture,
- introduction; Practical
- main part; exercises
- conclusion.
Selforganising: 2/1
- law of 60/20; Lecture,
- use of technical resources; Practical
- questions that must be clarified ; exercises
- the ten most common public speaking mistakes .
Basic principles for communication and presentation: 2/1
- perception peculiarities;
- attention peculiarities; Lecture,
- types of attention attraction; Practical
- appearance ; exercises
- voice dynamics;
- cooperation with the audience.
Stress management: 2/1
L ) Lecture,
- the concept and classification of stress; :
. : L Practical
- basic techniques for stress regulation; :
) : . exercises
psychological preparations for a presentation.
Ethics. 2/1
Essence of ethics:
o . Lecture,
- directions of the contemporary ethics; .
: o _ Practical
- ethics of communication process; :
: : exercises
- professional ethics;
- Codices of the professional ethics.

¢1 9 {¢; 59 bNDENTWORE 9t 9
Theme of the individual work| Tasks fotthe individual work | Volume (h)in| The expected
full time/ results
part time
studies
Communication . o . 4 The improved
Dialogue Situation analysis, o
manipulation. commu_nlcatlon
skills
Presentation Presentation of a specific 8 Theimproved
theme in MS Power Poaint. presentation
skills
Ethics Essay. the theme: "My 8 Improved
Personal Code of Ethics." understanding of
values
All themes Literature studies. 28/44/60 Improved

Final test the theoretical

knowledge in




knowledge test. communication
psychology and
ethics
Acknowledgement of the acquired study results
Knowledge | Skills Competences % from Exam
1. * * * 20
2. * * * 20
3. * * * 20
Test * 40
LITERATURE
Basic literature M® 5AN] && YODI 9AT SNXI yagwotxt Y¢ kY
HO YSAISEtE ¢o5QwoldT X¥ihQYyyaanXny &f
od [laYlyS { & Yavamx 1 hbOaShalr adipryh
n® hYnNR@GlI {® /At @T14a NiHzygwo HI OA
2006.
Additional M® 5dz201TOA6a [ ®X ZSadSddo Ay {WdYl
literature, internet |H ® CNByl1a t & al yALldzZ nOAvo I NI @l
resources and 2012.
other sources od D2dzZ YSya 5 ¢ GlcwHHE2 TA WAVl @I X
nd | AYRf & ¢ocwdNIlayw S»@t aiiinyid Sta.e/ =
p® YINLRGF ' &> tf20yAWAIILYS[ 4 !SNE
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Total number of hours(1 cP = 40 hours.) 40
Number of lecturer hours Full time studies 8,
Part time studies 4
Number of seminars or practical training hours Full time studies8,
Part timestudies- 4
Number of independent works 2
Testing form /-s Test
Background knowledge Not necessary
Science branchsubbranch Communication science
Theme Volume (h)in Type
full time/part (Lectures,
time studies seminars,
practical
training, tests)
1. Records management .
Records management and document management.
Lecture,
The legal base of records management. :

) 2/1 Practical
Documentation systems. trainin
The role of record SSLIAY3 Ay GKS O2 YL g
organization.

2. Documents 2/1
. Lecture,
Documents (paper, electronic). .
: : Practical
Technical processing of documents. g
. training
Document functions.
3. Legal force of a document 2/1
. o Lecture,
Authorization. Types of authorization. .
: Practical
Document details. g
: training
Service notes.
4. Clerical work organization 2/1
o . Lecture,
The system of administrative documents. :
o ) Practical
Recordkeeping instruction. g
: training
Nomenclature of files.
5. Document text elaboration 2/1
¢tKS R20dzyYSy i Qa LJzN1J2 &S o
Lecture,
The language used. .
. . Practical
Development of certain types diocuments (orders, minutes, g
" . training
deeds, certificates, powers of attorney, regulations, contracts,
letters, CVs).
6. Work with ready documents 2/1 Lecture,
Document registration and circulation. Practical
Document control (number, executioairculatian). training
7. Electronic documents 2/1
Electronic Documents Law. Lecture,
The concept of an electronic document and electronic signatur Practical
Verification of the authenticity of an electronic signature. training
Rules for electronic document archiving.
8. Saving and availability of documents 2/1
, , . Lecture,
Documents value expertise. The company's expert commissiof .
. o o ) Practical
File compilation and design in recakdeping. g
. training
Requirements for document storage.

¢19 {¢! 59bNDENT WORKE 9t O




Theme of the individual work| Tasks for the individual work | Volume (h)in| The expected
full time/ results
part time

studies

1. Types of documents. Preparation of business 8

Drawing up documents. correspondencdetween the Written

Language styles. two companies according to al homework.

specific assignment.

2.CV and a cover letter. Preparation CV and a cover 10 Written

letter. homework.

Acknowledgement of the acquired study results

Knowledge | Skills Competences % fromTest
1. * * * 25
2. * 25
Test * * * 50
LITERATURE
Basic literature 1. +® %SYuwly20ad [ASGOSRool y2 |
2. +® [ KlIy20aiArad [ASGiAt OAS R21
LYT2 ¢AfGad wodlI HAMp
Regulations:
Dokumentu2 dzZNA RAain &aLIJJ1F fAldzya oOoHnAM
521dzySyilidz ATAGNORNOI Yyl & dzy y2F2N

(2010)

Additional

literature, internet

resources and
other sources

10 WIYyGaGTyll® LS@FR& R21dzYSyiddz LinN
[ASGMYOE Ny nOA 2l a RASySadasz {L!d
2L YI @S 521 dzySyildz LIn NBI t Rool
2013

3{ ® I OF® 521dzySyiddz LInNBIf Rool of
LI N} dZ3Ad anQOoododz f oRT S{tA&d wodl §
Regulations :

5F NbF fAldzyaz f A{dzya LIJzOKOXR.ZDPLG & [ |
t F NI F NKo@ASYS fA{ldzvya Lzt AOTlha )

Civillikums (1937)

[ Aldzyda Tt N I NKo@ASYn
Valsts valodu likums (21.12.1999)

Likums «Par Latvij@l £ aGa fSNDb2YyAn
Elektronisko dokumentu likums (31.10.2002.).
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Date

Signature Name, Surname
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Module name in Latvian

Module name in English

Module name in Russian

Study program{s, which is
offered study module

Business administration

Status (section A, B, C)

A

Number of credit points; €
distribution in the compulsory
and optional part

5 CP compulsory part

MODULE DEVELOPERS

Name, surname

Position, degree

Ly n NI NI yiS

Lecturer, Mg.lur.ph.d.

'ADFNR YIFEYyAgCQ

Lecturer. Mg.man.

MODULE CONTENTS

Module compulsory part:

Labour law (2CP)

Basics of commercial law (2CP)

Environment, labour and civil defence (1CP)

Module optional part:

no

MODULE GOAL AND OBJECTIVES

Module goal

Toprovide the students with knowledge of business activities, |
and regulations regulating labour relations, to develop the ab
to navigate them, and control the execution of laws g
regulations in the company.

Module objectives

1 To introducestudents to the Commercial Law, Labour Lg
guiding principles of the regulations for environment g
occupational health and safety issues as well as their g
and obijectives;

1 To provide students with the knowledge and practical s
in the system ofegal and regulatory instruments governi
commercial activities and labour relations, as well as
provide them with knowledge of the requirements of tl
laws of the Republic of Latvia, the EU environme
directives on occupational health and sgfematters, civil
protection and fire safety basic principles;

1 Toteach skills in solving problems of a legal nature, in
establishment of a company, its management, in
regulatory framework for commercial liability, in solvi
labour relations

1 To provide them with theoretical knowledge of the wqg
environment risk factors, as well as an understanding of
management, evaluation methods;

9 To develop skills to apply theoretical knowledge in practi

Module language

Latvian, English, Russian

THE STUDY MODULE BES: KNOWLEDGE LE&| COMPETENCES

Knowledge

1 Understanding of the basic principles of the use
regulatory enactments; knowledge and practical skillg
business, the employer's and the employee's mutual lab
relations, creating opportunities for social dialogue and




procedure for dispute resution.

1 Knowledge of labour protection, civil defence &
environmental protection policies, their guiding principlg
goals and objectives.

Skills

I The ability to navigate independently in the busing
regulatory enactments;

1 To use legal sources arapply legal norms relating t
commercial activities; labour legal relations in enterpris
institutions and organizations;

9 The ability to create the labour protection and civil defer

system in the company, in accordance with f{

requirements of legiskion and ensure compliance wit

labour safety and sanitasigygienic requirements in thg
company;

To be responsible for their professional activity results.

=

Competences

9 improved skills and abilities to analyze, select and aj
statutory enactmentgegulating the commercial and labo
relations in practice, and the ability to ensure compliar
with the environmental legislative requirements in ti
company's daily work;

1 to know how to define the measures, to carry out th
enforcement, and to contal them with a view to reducing
the risks in business activities, in scope of labour relat
and occupational health.

9 the ability to build a social dialogue with partne
employees;

i the ability to take responsibility for their profession
performance;

9 the ability to organize labour protection measures 4
control compliance with occupational health and saf
requirements.

=

In Latvian
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In English

The module gives students basic knowledge and ¢
needed for practical application of legal norms in the fielg
commercial activities, labor law, emphasizing bilateral lg
relationship of employee and employer, the creation
social ditogue and settlement of disputes, as well as the
of normative acts in the sphere of environmental protecti
in enterprises. In the frames of the learning process,

basic institutions of commercial law are studiegd an
entrepreneur and commercial #eities, the commercia
register, a company, a subsidiary, a firm, the certain kind
commercial representation, commercial transactions and
legal regulation. Students master the legal regulation
labor relations, including the regulatory framevkorthat
governs contractual relations of an employee and emplo
as well as the relationships that are closely connectec
labor relations. In the frames of the learning process i
emphasized how the Latvian state policy in the field of Ig
protection is based on the priorities of health and safety
workers, thereby increasing the significance of the hex
preservation, improvement of working conditions, as well
creation of positive psychological climate in the workplg
This regulation is sgntial to accelerate economic and sod
progress in the country, as well as to regulate the busir
environment. It is connected with the requirements

effective labor protection, the state employment policy a
the business environment.

In Russian
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SUMMARY OF THE MODULE PLAN AND CONTENTS

MODULE COMPULSORYRPFPA

. ' {L/{ hC J/ha@®Pw/ L![ [

Total number of hours(1 cP = 40 hours.)

80

Number of lecturer hours

Full time studieg 20,
Part time studies 10

Number of seminars or practical training hours

Full time studies12,
Part time studies 6

Number of independent works

4

Testing form /-s

Test

Background knowledge

Commercial module

Science branchsubbranch Law
Theme Volume (h)in Type
full time/part (Lectures,
time studies seminars,
practical

training, tests)

1. System of the Commercial law and basic principles. L

framework of the relationship of the Commercial la 2/2 Lecture
Concept and system of the Commercial law.
2.General principles of commercial activities. Limitations
pgmmercial 4/ Lecture
activities.
3. Commercial register and its functions. Keeping of Lecture
commercial register, openness, .
: 4/1 Practical
record content, and entry of a record in the commerd training
register.
4. Concept of a company. Commercial secret. Transition
company.
Branch and its concept. Entering a record of a branch intg 2/2 Lecture

commercial register and exclusion from it. Mission ¢
branch of a foreign entrepreneur.




Firm and its concept, limitaties of the choice of a firm an
protection of the firm.

5. Procuration and ordinary franchise.
Issue, limitation, and termination of a procuration. Signat
of the franchisee, further transfer of the franchise.

2/1

Lecture

6. Commercial agent and its concept. Commercial age
contract form, obligations, remuneration. Principa
obligations. Rights to provision, term of the remuneratig
Del credere. Broker and its concept. Broker's liabi
transaction act, remuneratio, transaction log.

2/1

Lecture

7. Capital companies, their concept and legal sta
Participant. Limitation of liability of a company, leg
address. Founders of the company, procedy
documents. Management institution and its creation.

Company's fied capital. Dividends. Responsibility.

2/2

Lecture

8. Reorganisation of capital companies, general provisiong
special provisions for a reorganisation. Procedure o
reorganisation, types.

2/1

Lecture, Test

9. Commercial transactions and their general and special

provisions. Commercial purchase contract. Commercial
commission

contract. Forward contract. Commercial bailment contract.

Lease contract. Factoring contract. Franchise contract.

8/2

Lecture,
Practical
training

¢1 9 {¢;59bNDENTWORE 9t 9
Theme of the individual work| Tasks for the individual work| Volume (h)in| The expected
full time/ results
part time
studies
Literature, sources an The theoretical
All themes of the study coursg methodological resource|  8/24/40 part of the exam
studies passed
t NP OdzNJ G 2 N & | Learn how to write a 4 Written
commercial power of attorney| commercial power of attorney commercial
what is its scope and how you power of
can withdraw it. attorney
Commercial relations 12
legislation To prepare for the test Tests
Presentations to reflect of thel To prepare a presentation, 12
study process results presenting the problem and
(development of independent | the proposed solution on Essa
. ) i C ys and
work on the given topic and | €Xisting problematic situations presentatbn
presenting it). in business activities, the preparation, its
possibilities to apply the presentati(;n

statutory enactments
regulating the sector in

practice.

Acknowledgement of the acquired study results




Knowledge | Skills Competences % from Exam
1. * * 15
2. * 15
3. * * * 15
4, * * * 15
Test * 40
LITERATURE
Basic literature 1. 13.04.2000. likums "Komerclikums"
2. npdny dunamnd fA]dzYd haAi i NRdd gT
3. MTPnTPHNnAyd fAldzYd hHhb2l A fRlua

GSNPNRAYI FAVIVATOlIYla y208TND
4. 23.03.2000. likums "Koncernu likuins
5. 20.11.1990. likumgt I NJ [ I § @dAr 2l &8 wSLIJz f A
6
7

. 28.01.1937. MK likums "Civillikutns
. AamMoamMPHAnyd abS3I2Ro3ILAEA 12YSND

Additional
literature, internet
resources and
other sources
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2b20SA1dzYA LI NJ ASNI Jaildz AT RIFNpOL Yy
komelONB f AdGNhS 1n I Nbv ASayASRI I Y?2
Ministru kabineta 17.12.2013. noteikumi Nr. 158¥/, 253 (5059), 30.12.201
3. Noteikumi par Latvijas Republikasl & TY dzYdz NBf A & (i NJ
pakalpojumiemMinistru kabineta 17.12.2013. noteikumi Nr. 152%/, 252
(5058), 28.12.2013.
AhTAOANE 2 1LJdzo f MiristiuGdbeta 29.@1 2@ 3. hotkKukni N
65/LV, 23 (4829), 01.02.2013.
502GSA1dzYA LI NJ |1 nNIi 06 d¥l | @RMI RBRe
dzy STINITidn2ASY Mihigra Rabinety 2096.20000 néteikan
Nr. 598LV, 109 (4301), 13.07.2010.
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http://www.likumi.lv/doc.php?id=215302&from=off
http://www.likumi.lv/doc.php?id=178987&from=off
http://www.likumi.lv/doc.php?id=178987&from=off
http://www.likumi.lv/doc.php?id=4423&from=off
http://www.likumi.lv/doc.php?id=72847&from=off
http://www.likumi.lv/doc.php?id=225418&from=off
http://www.likumi.lv/doc.php?id=213161&from=off
http://www.likumi.lv/doc.php?id=213161&from=off
http://likumi.lv/ta/id/263468-noteikumi-par-ierakstu-izdarisanas-uznemumu-registra-zurnala-un-komercregistra-ka-ari-iesniedzamo-dokumentu-registresanas-valst...
http://likumi.lv/ta/id/263468-noteikumi-par-ierakstu-izdarisanas-uznemumu-registra-zurnala-un-komercregistra-ka-ari-iesniedzamo-dokumentu-registresanas-valst...
https://www.vestnesis.lv/ta/id/263468-noteikumi-par-ierakstu-izdarisanas-uznemumu-registra-zurnala-un-komercregistra-ka-ari-iesniedzamo-dokumentu-registresanas-valst...
http://likumi.lv/ta/id/263393-noteikumi-par-latvijas-republikas-uznemumu-registra-maksas-pakalpojumiem
http://likumi.lv/ta/id/263393-noteikumi-par-latvijas-republikas-uznemumu-registra-maksas-pakalpojumiem
https://www.vestnesis.lv/ta/id/263393-noteikumi-par-latvijas-republikas-uznemumu-registra-maksas-pakalpojumiem
https://www.vestnesis.lv/ta/id/263393-noteikumi-par-latvijas-republikas-uznemumu-registra-maksas-pakalpojumiem
http://likumi.lv/ta/id/254491-oficialo-publikaciju-noteikumi
https://www.vestnesis.lv/ta/id/254491-oficialo-publikaciju-noteikumi
http://likumi.lv/ta/id/213161-noteikumi-par-kartibu-kada-ved-mantiska-ieguldijuma-vertetaju-sarakstu-un-vertetajiem-izvirzamam-prasibam
http://likumi.lv/ta/id/213161-noteikumi-par-kartibu-kada-ved-mantiska-ieguldijuma-vertetaju-sarakstu-un-vertetajiem-izvirzamam-prasibam
https://www.vestnesis.lv/ta/id/213161-noteikumi-par-kartibu-kada-ved-mantiska-ieguldijuma-vertetaju-sarakstu-un-vertetajiem-izvirzamam-prasibam
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MO[ T ¢+xLW { wot! . [LY!{ ! %f?2al! a!AS
tw! Y{O9dP Y2YSNOGASEAoO6lI&aX o0ASRNEROI
ABC. 2013.

Yy2RIuba 12YSyinNA® [FGgA2l & £Tady
o ®{ G NHzLJA Oa ! @ Yha9w/[LY5a|J:>RVNIa@b
noteikumi.-wo 3+ Y | & { G NHzLJA OF 2dz2NARRA&] |
nd ! dzi2a2Ndz 12tS1dodad® Yha9w/ ¢L9
y

2 {
9Lwht' ® ¢ASadz yIYdz I fSYGnNI I HAMC

Databases
T www.likumilve[ F G A2 & wSLldzofAlla GAS
1 www.atgov.vc2 dzRA 1 I G n NI OGAS&adz LINI T
T wwwivlv -[FG@A2la +TadySaira
1 www.tiesibsargs.lvLatvijasn S LJdzo t A 1 & ¢AS& 003
 wwwurgovlv-[ F 6 @A2F &8 wSLldzotAlla |1
aol[! . hlw [!'26Hn [/ t0VEZ
Total number of hours(1 cP = 40 hours.) 80
Number of lecturer hours Full time studies 20,
Part time studieg; 10
Number of seminars or practical training hours Full time studies12,
Part time studieg; 6
Number of independent works 4
Testing form /-s Test
Background knowledge Commercial module
Science branchsubbranch Law
Theme Volume (h)in Type
full time/part (Lectures,
time studies seminars,
practical
training, tests)
1. Introduction to the Labour law. The Labour law a 2/2 Lecture
subject. Regulatory enactments of the Labour law
2. Principles of labour legal relations. Employ 4/2 Lecture,
Employer. Equalrights principles. Invalidity o Practical
provisions that aggravate the legal position training

employees



http://www.likumi.lv-/
http://www.at.gov.lv/
http://www.lv.lv/
http://www.tiesibsargs.lv/
http://www.ur.gov.lv/

3. Collective labour contraat content and form. Parties
signing a collective labour contract. Procedure
signing and amending a t®dtive labour contract
the status of the collective labour contract in relati
with people

2/1

Lecture,
Practical
training

4. Signing of a collective labour contract, its types. F(
of a labour contract. Consequences of not follow
the necessarywritten form. Invalidity of a labou
contract

4/1

Lecture

5. Legal relations in a labour contract. Agreemg
between employers and employees. Specification
test for employees, the consequences of the te
Limitations and prohibitions of employment

4/2

Lecture

6. Provisions of work procedure, their conter
Description of a position. Orders issued by 1
employer, their content and limitations. Carrying @
the work not mentioned in a labour contrag
Termination of a labour contract. Rights a
obligatiors of the employer. Rights and obligations
the employee

4/2

Lecture

7. Remuneration of a company. Remuneration concept,
organisation, equal remuneration.

Working hours of a company. Concept,
organisation of working hours.

Concept, types and organisation of free time

types,

4/2

Lecture,
Practical
training

8. Principles of the termination of labour legal relati
Resignation of the employee.

Termination of the contract by the employer. Reasons fa
termination, terms.
Termination of the contract, limitations, and prohibitions
the employer. Other reasons for termination
of labour legal relations

4/2

Lecture,
Practical
training

9. Legal aspects of labour disputes. Settlement of
disputes in a reconciliation

commission. Settlement of disputes connected to rigl
Settlement of disputes regarding interests.

Settlement of individual disputes. Limitation period

4/2

Lecture, Test

¢1 9 {¢] 59bNDENTWORK 9t 9
Theme of the individual work | Tasks for thendividual work | Volume (h)in
full time/
part time
studies

The expected
results

Literature, sources and

The theoretical

All themes of the study cours¢  methodological resources 14/30/46 part of the exam
studies passed
1. Application possibilities ¢ 1. to understand the principles 4 Solving,




Labour Law sectorg of the employment presentatian of
regulations in practice relationship the cases on the
2. to recognize and be able tg studied material,
analyze the features of justification of
discrimination in labour work
relations assumptions
3. to use terminology a
applicable
2. Employment contract 1. to work in a team 12
2. to analize the proposed Work in groups,
employment contract, o2
S 2T . participation in
indicating its imperfections . .
i ) the discussion, tg
and / or norcompliance with
: be able to argue
the statutory regulations and -
their views
laws.
3. Tests 10 Individual work,
Final test orthe material knowledge gnd
understanding
learned
test on the
studied materials
4. Creating presentations For presentation of the study 8 Essays and
results (developing an presentation
independent paper on the preparation, its
given topic and presenting it). presentation
Acknowledgement of the acquired study results
Knowledge | Skills Competences % from Exam
1. * * * 10
2. * * * 10
3. * 10
4. * * * 30
Test * 40
LITERATURE
Basic literature 1. 20.06.2001. likums "Darba likums" ("LV", 105 (2492), 06.07.2

WwaldTin NI anmbdncdPunnuPB

2. HCOPNnpPHANTHD t Al dzva b5F ND I a
MCPMAPHANHPY waldJTin NI amdamd

3. HNOMH OH A N mtdE NI ARNTAA V&S dz Al
Ytl&dnbySalifel a 3 Ro &
LV, 188 (2575),28.12.2001. A g20Gn24aX HI HN O

4 nnodncdunnmd fAldzya bt NI NB3If I
10t AFA|{nOA2rA |GT oOlydzh 0Ob]J :
20.07.200.]

5. Hodnodunnnd fA{ldzya bCATA&12 L
MHOKMHN OHNOMNKHANOPUZ ncdnndHn

6. 15.02.1922. likums "Latvijas Republikas Satversme



http://likumi.lv/ta/id/56944-par-darbinieku-aizsardzibu-darba-deveja-maksatnespejas-gadijuma
http://likumi.lv/ta/id/56944-par-darbinieku-aizsardzibu-darba-deveja-maksatnespejas-gadijuma
https://www.vestnesis.lv/ta/id/56944-par-darbinieku-aizsardzibu-darba-deveja-maksatnespejas-gadijuma
http://www.likumi.lv/doc.php?id=57980&from=off

Additional 1. HndancdPunnanm® £ AldzYa bt NI NB3If |
literature, internet 19FEAFA{nOA2ra |G1T o0OlFydzh 0Ob]J :
resources and 20.07.2001.]
other sources 2. ncodnydPHNAHDP ay¥Y V2iG§SA1dzYA b NI
1 dzNh&d RINBE f o3ddzya LJ NI & d fLatvifaS
+TAGYSEA4Y MMc) GHCcPMO I mMpdny d
3. 25.06.2002. MK noteikumi Nr.272 "Noteikumi par sezonas raks
darbient (I § A2 a +xTalySarasz dhy OH
4, 28.05.2002. MK noteikumi Nr.206 "Noteikumi par darbiem, ku
FATEASIGE V2RENDAYN LJdza | dzR O
Ol 22a RI Nb 2 & ANIJ  FGuwl dzid | al
F LY nOpbidmAial & +TalGySaras yH o
5 HYy®PnpodHnannH® ay¥Y V2iG§SA]1dzYA b NI
| Gul dze - &1 IO INRZR In BHZA Vn OF VI A 1 d
dzy’ NE]1fnYl & LJ 3n]dzY2as rahie
ASNRPOSQ2advRel & +TaldySarnas yw
6. 08.01.2002. MK noteikumi Nr.10 "Nokeimi par darbiem, kuro
FGwl dziia y2RFENDAYNG o0TNYdA BISD
6 (2581), 11.01.200p.
7. ncodnyPHAAHP ay¥Y V20G§SA]dzYA b NI«
1 dzNhad RIFENDBIF fo3ddzya LI NI adfawas
+TaUYSEAES MMA) OHC PMO I Mp DNy @
8. 25.06.2002. MK noteikumi Nr.272 "Noteikumi par sezonas raks
darbien' (| i gA 2| 398 @2673),0%.F 2002
9. 14.10.1998. likums "Civilprocesa likums
Periodic
T bd wnOSynalk® 5FNbIF fo3adzra {n
2009.
¢ £St 3 {f{NRAEFYESLEFISNDI GASaod
1 YOTNARYniGdz  R2{nidz 60ANR2A b. §
12YSydnNASY® [FG@A2la . Nv@2 |
Databases
T www.likumi.lv Latvijas Republikas éeo 0 dz I 10A
1 www.atgov.vce dzRA 1 I G n NI 7\ S&dz LINI ]
T wwwlivlv -[ Fd@A2l & +'[auy SaAra
T www.vdi.gov.lv- Valsts darba inspekcua
1 www.tiesibsargs.lv-[ | (0 @A 21 & SLizt A1l &
7 www.lbas.lv -[FrGoAeH é () b®2 I N2 RO A
f www.im.govly -[Fo6lfn2cool YAYA&GNA

oENVIRONMENT, LABOUR AND CIVIL DEBEWCE t 0 € X

Total number of hours(1 cP = 40 hours.) 40

Number of lecturer hours

Full time studies 13,
Part time studies 6

Number of seminars or practical training hours Full time studies3,

Part time studies 2

Number of independent works 2



http://www.likumi.lv/doc.php?id=65335&from=off#_blank
http://www.likumi.lv/doc.php?id=65335&from=off#_blank
http://www.vestnesis.lv/index.php?laidiens_id=1980#_blank
http://www.vestnesis.lv/index.php?laidiens_id=1980#_blank
http://www.likumi.lv/doc.php?id=64019&from=off#_blank
http://www.likumi.lv/doc.php?id=64019&from=off#_blank
http://www.vestnesis.lv/index.php?laidiens_id=1951#_blank
http://www.likumi.lv/doc.php?id=62644&from=off#_blank
http://www.likumi.lv/doc.php?id=62644&from=off#_blank
http://www.likumi.lv/doc.php?id=62644&from=off#_blank
http://www.likumi.lv/doc.php?id=62644&from=off#_blank
http://www.vestnesis.lv/index.php?laidiens_id=1929#_blank
http://www.likumi.lv/doc.php?id=62588&from=off#_blank
http://www.likumi.lv/doc.php?id=62588&from=off#_blank
http://www.likumi.lv/doc.php?id=62588&from=off#_blank
http://www.likumi.lv/doc.php?id=62588&from=off#_blank
http://www.vestnesis.lv/index.php?laidiens_id=1928#_blank
http://www.likumi.lv/doc.php?id=57347&from=off#_blank
http://www.likumi.lv/doc.php?id=57347&from=off#_blank
http://www.vestnesis.lv/index.php?laidiens_id=1816#_blank
http://www.vestnesis.lv/index.php?laidiens_id=1816#_blank
http://www.likumi.lv/doc.php?id=65335&from=off#_blank
http://www.likumi.lv/doc.php?id=65335&from=off#_blank
http://www.vestnesis.lv/index.php?laidiens_id=1980#_blank
http://www.vestnesis.lv/index.php?laidiens_id=1980#_blank
http://www.likumi.lv/doc.php?id=64019&from=off#_blank
http://www.likumi.lv/doc.php?id=64019&from=off#_blank
http://www.vestnesis.lv/index.php?laidiens_id=1951#_blank
http://www.likumi.lv/doc.php?id=50500&from=off#_blank
http://www.likumi.lv-/
http://www.at.gov.lv/
http://www.lv.lv/
http://www.vdi.gov.lv/
http://www.tiesibsargs.lv-/
http://www.lbas.lv/
http://www.lm.gov.lv/

Testing form /-s

Test

Background knowledge

Not necessary

Science branchsubbranch

Environmental science

Theme Volume (h)in Type
full time/part (Lectures,
time studies seminars,

practical
training, tests)
1. Regulatory enactments of labour protection Lecture,
1/0,5 Practical
training
2. State labour protection policy Organisation system of lab Lecture,
protection 1/0,5 Practical
training
3. Rights and obligations aoémployers within the context o Lecture,
labour protection Training and briefing for issues conneg 1/0,5 Practical
with labour protection Certification of employees training
4. Methodologies and assessment of the work environment Lecture,
environment risks (pysical, ergonomic, chemical, biologic 1/0,5 Practical
psycheemotional, traumatism) training
5. Occupational health and occupational health issues Obligg Lecture,
health checks 1/0,5 Practical
training
6. Investigation and record organisatiofor accidents at the Lecture,
workplace 1/0,5 Practical
training
7. Liability of violation of the regulatory enactments of labg Lecture,
protection 1/0,5 Practical
training
8. State civil protection system, legal regulation for state (¢ Lecture,
protectionsystem, state material reserves 1/0,5 Practical
training
9. Civil protection commissions in municipalities Lecture,
1/0,5 Practical
training
10. Individual and collective protection of inhabitants, rights 3 Lecture,
obligations of government institutions, micipalities, Practical
) . : . 1/0,5 S
entrepreneurs and inhabitants in the context of ci training
protection;
11. Planning of civil protection measur&grrorism and Lecture,
manifestations 1/0,5 Practical
training
12. Natural and technogenic disasters, andhighrisk Lecture,
objectsDangerous chemical substances and prodt 1/0,5 Practical
Radiation safety training
13. Fire safety, fire services, rescue services, and manageme Lecture,
disaster consequences 1/0,5 Practical
training
14. Providing the firstaid in a case of organising an evacuat Lecture,
plan in a case of a disaster 1/0,5 Practical
training
15. Immediate preventive, response measures, and measures 1/0,5 Lecture,




the management of disaster consequences. Civil alarm Practical
notification system and the basicipciples of the operation o training
the system
16. Organisation of civil protection in an organisation, institutic Lecture,
company 1/0,5 Practical
training

¢l 9 {¢; 59 bNDENT WORK 9t 9
Theme of the individual work| Taskdor the individual work | Volume (h)in| The expected
full time/ results
part time
studies
1. Occupational health 1. To find out what health 8 .
. Written
problems exist homework
2. Case studies
2. Civil protection 1. To summarise information 10
- : Problem
on the civil protection o .
I . situation solving
guidelines in the country. To
. : and group work
describe potential problems )
) presentation
and their consequences.

Acknowledgement of the acquired study results

Knowledge | Skills Competences % from Exam
1. * * * 30
2. * * * 30
Test * * * 40
LITERATURE
Basic literature 1. wWSySvely2@ga o3 {df 22S0F Wo [/
RTU, 2008;
2. YlutAa o3 w22l ¢® 5FNblI GARSAE
3. 1 fYlIYS £ 5| NbI [’J)\Sécyél'db 51 Nb
4, [ GOA2INRRNDODIRNI0dz 4 GASYy ool &
5. [Fd@Ar2ra . Nv@d2 | NPROASRNbodz al
6. [Fd@A2ra . Nv@d2 | NPROASRNbodz al
7. [rdgArcta . Npgd2 | NPROASRNbodz &
met2 RSa® wo3Il Y HI'IMI'IT
8. [lFi@Ar2ra . Nv@d2 | NPROASRNboOodz al
9. [ld@gA_2L& . Nb@2 | NBPROASRNbodz &
2010;
10 [Fd@A2l & . Nv@2 | NPROASRNbodz &l
wo3dlY HAmMAT
Additional 1. a5 NDB I AT alF NRT ool dzl ETYdzYn o
literature, internet Wi ASOBk & &aISEDdWAWIMIIKWEL S G n Y



http://www.lddk.lv/da

resources and
other sources

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

Hndncdunnmd € A]dzYa b5(IL\KDI05 (R4RI)
NCPATOHAAMPT %BAZg20n2aX MpI 1
ANRT 02dzYASY ftoRT Hy®dnnduamnod
HnodOMndPHNANHD fAldzYd b! IdzyaRNR Oo
OGHTNNVUI MOPMMDPHANHPT %BAZ2ince&EE
ANRT o2dzYASY foRT ntdnydPunmod
npemndunnc® fAldzya b/ AGAftna I
HcdPmMndPHnnnc Py walJTin NI amdam>dH
MNn®PMHPHAANAND® € AldzYa bbbl OA2yntn
(2384/2387), 29.12.20000a LIT1n | NJ MH®PAMDH N
26.06.2014.

ondnpdHnnH® fA1dzYda baz2o0Af Al nOA
OALIT1In FNI amdamMdHAaanp ®8 | NJ ANRI
ntTodonodunanmod fA{dzya atk NJ nNJ nNI
cCM O6nycTUOUX HTPnodPHAMO DU walJT]
19.11.2014.

MpPnp dmpopn ® fAldzya bt N LI OFI
OaALIT1n FN ndpdnc dmdpdpn ®8 NI INRI
nnommodOmphppd f Aldzya bbbl OAR'Y388/3B9
OMYynykMynodpoZ HONnOPMMOIMPPPPO wa LJ]
12.06.2014.

NTOMHOHANA® A dzYa bt  NJ KARN
RNR OdzYdzh Ob[ £hZ ncnankncn OHOT
AMennedunnamM®d8 | NIRRT o2dzYASY f o
MMOMH PMPPT ® f A]dzYa bO9LIARSYAZE
OMAPANKMAPTOUIEZ ondPMHPMPDPT PV wa LJ]
12.11.2014.

05.02.1997. likums "Aizsargjoslu likums" ("LV", 56/57 (771/7
HPpPAHOMPPT PO W LIT Nh INRI w@dova &M
HMOMHPHAAND fAldzYa bH51 St1T OSuwl
npoeaMOPHAAMDPO wAaALITTn NI mpdnmobdH
HMPncdunntd fAldzya bxlfada YI
05.07.2007)4 LIT1n NI anmMmdPamMOPHAANY @6 | NJ
nMmeénn edmpdy ¢ t Al dzvya bzZoYAal 2
HM®nn dmdbpdpy P00 waldJTin NI amdamdm
Hnodncdunnmd fAldzya b5FNBF  FAI
06.0727 nmPL walJTin FNI amMPaMPHANAHG
MpPnTPHANp® aY y20GSA1dzYA bNIbp
NAAlF Y2OTNITOFYF& {nNIloddz dzy
MHM OOHT®MOE nodnydunnpdd &IMT
15.02.2014.

MTOPAHPHAAN® aY y23G§SA1dzYA bNIbyH
OHMpTCOZ HA®NnHOPHAANN DO waldT1n
14.06.2008.

NoOPMMOH NN DD ay y 2 MofekimizYpar  valsid
dz3dzy ARNR Qo6 & dzl NI2dPRISAISYZOA A v/
GSAOFYl @I fata dzadzyaRNROool & d
ASOTNRBOIYI LV &Y {4NEBE Snc ®MMmdH AN
07.11.2009.]

NTOAydHANT® aY y2G§SA{1dzYA bNpp
aradTYLFa AT @SAR20FYyFaY AT YFYQ;
MHGP oO6o0TnAnpLZEZ MAndanydPunannt dL walJT




21.

22.

23.

24.

25.

26.

27.

28.

29.

30.

31.

32.

33.

34.

35.

36.

01.07.20089.

nod®nHdunnnd® ayY y2iuBRY dz2IAf HNIdcaa
JtnoOtyta RASySada ©@SAO dzy O
RFNbdzibh 6b[ +bX HA O6HMcyOI ncdn
MMOMHPHAANTD® ayY yY2G§SA{1dzYA b NIy
FALA&LL2nY LISNE2yn YA | 2d%LIS ¥ & 028
NI RdzOA S4as ASalAadzi LISNE 2 Y dz NB
RTTOFYn @FrA 3JtnoOlyla RINDB2aZ
1nNlooltbh O0b[xhX HAM OG60TTTOI |
ANRT 0o2dzYASY foRI namdamoduamMnd

oy dnndunnod a¥Y y20SA1dzYA bNImp

NI RAnOAala F@nNAR2FA dzy N Ooosdz
MpdPanndunnodd walJTi{n NI mcdnndH
03.08.2004. MK noteikumi Nr.674 "Noteikumi paddh RT A Sy o
dzZadzyaooaidl YASY dzy oLJ OA a1k NJ

dz3dzy aRNR Qo6 a5 dzadzyaRi Tadool a d
ncodnydunnand® waldTin | NJ J'IT(DJ'IyCDH
13.04.2004. MK noteikumi Nr282"dlg/aRN£ OQool LINZ
ASinNIlidz dzy ASNb 6dz | )\féucyol-é

MCcCdPnndPHAANn PO walJT]n I-NJ nm®dno dH
NHOMAOHANTD® aY y20GSA1dzYA bNIbc
GSA1OFYIHA O [NGiho® F MmcmM 60ToTOS
06.10.2007.]

HpdndpPHAnnyd aY y20§SA
AA1FNRGASA FNJ {FyOSN

A1 dzZYA b NI
NEITYynY &

NHOMANPHANY PO waldnala aLIT|in nod
28.04.2009. MK noteikuntd NIDopq) b5 NDI AT &
GAStGnab 6b[xbX cd O6nnanppLI ncdn
HMOnpdPHANnHD aY yY20SA1dzYA bN®

alallrNRBGASAE | NI o@FLY'f 28f(2683), [24€05.2007
wa 0 n2lnav et no @8 | NJ INRT o2 dzY)
ncodonydunnu® ayY yY2G§SA1dzYxA b NP
LInNDASG222@0 bRY¥bAdz¥idzane 6 HCYy pO =

10.08.2002.]

ncodnydunnud a¥Y y2G§SA1dzYA bND
aiRthea2 G | Nd BRAAH I S@dzE S HcCcy O =

10.08.2002.]

HA®ny ®HAAH® aY y20SA1dzZYA bN® o
AYRAGARdImE2a | )\K"lé\/l NLFO1 (2604), 823.08.208
wadnala aLwrTln HYhAct&wy df HonRT H dnBm db N
nodngpdHnnHd ayY y20SA{dzya b NJ
RNROool & Toveadz t ASGi20Fyné o6al 4
07.09.2002.].

MpPAp®PHANTD® a¥Y Y2G§SA1dzYA bNX® o
FNJ t oYMSBUEMSRE NG I @GASGnaeg o6af =
ALIT1In MmpdapdunnT ®8 | NI ANRIT o2 dzy
MTOPnPPHAANHD aY yY20SAT1dzYA bNO®

RFNbool &36b| aNEoOMGEDP OHTMOU I H
28.09.2002]aBNR | 02dzYASY f oRI MHOn D
NPOMHPHANHD aY Y20SA{dzYA bNWP p
RI NbB I I LIMIb][ 2tHdzY dz@y H  OHTPTUO I N
MODPMHOPHANHPE | NI.DNPIT o2dzYASY f o




37.

38.

39.

40.

41.

42.

43.

44,

45.

46.

47.

48.
49.
50.
51.

nndnudunno aY Y2U0SA{dzYkolbaNIDL
Y2RFENDAYnid2 AT &k NRT ool A

OHTYCU0UZ ANTPAnHDPHANO DO
22.12.2012.

HpdnHPHANNOD ayY y23G§SA7Tdzya
ONGRINDB/YB3O HT Py OS HYy PanHPHANO PO
ANRT 0o2dzYASY foRI nndntduaAmMnd

Madny duamnd® ayY y20GSA1dzra

AT alF NRT ool & 2l dzin2dzy2ab

AMOMADPHAMAD®E | NJ ANRT o2dzYASY

lo®dan®unanan aY y234§SA1dZYa
YV2REFENDAYnG2 AT & NRT ool A

oonnyovz MCCD!'IFICDHI'IJ'II'ICDU

MA®nodHAnp® aY y2aGSA]dzYa

waildnal

@Sa&f ol NDF dzZRSh O6b[ +hX nwm
AnMeénndunndpd8 NI IANRT o2dzYASY
nyoengpedunny® ayY y2G§SA{ dzYa
12YLISGSyidny AyadAaAdnoOraeny

FAT &k NRT oot a eI dz§aegze®I NF
MNO OO0MGHTUIE McPndhPHnny dU

28.09.2013.
nydnudunnp a¥Y y20SA]
BSARASY> {(dzZNRPa RINDI
(3182, MMDPNHDHANP PO waln
01.01.2013.

dzYA b NI
RSOT @BEV", R4
2 & aL1n

Hpdny dunndpd® ayY y2G§SA7]dzra
ATYS1ETOFYLA dzy dd allAdSa
wadnala aLTin nmeamdunmn ®e
Olodnydunmnd aY y2G§SA1dzYx b

Y2RNROAYl | LIYnOoodz LA NNNaA
' LWOASOAEL & YSRAOoYAARY,

06.08.201Q0 watinal a &aLT{n

nyomn®uHnanmo P ayY y20SA1 dzYa b NX
LASYTNR2I Y2 sySNﬂzaUIyﬁzl-dezz

S1aL} dz- inOAcl a 2NEF yAl I G2NRALnN
198 (5004), 10.1@H n Mo ®0 wadnal aLTin n
My dno®duamnd ay yzuéi\ldY)\ b NJp
d0NhRna22G | dAaadGdzyné o0aG[ ¢ py
01.09.2014.].
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www.vdi.gov.lv
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Module

confirmed:

S.Polovko

28.10.2016.

Signature Name, Surname

Date



https://www.vestnesis.lv/?menu=doc&id=214608
https://www.vestnesis.lv/?menu=doc&id=214608
http://www.lddk.lv/
http://www.vdi.gov.lv/
http://www.osha.lv/
http://www.napofilm.net/en
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DESCRIPTION

Module name in Latvian

5FGdz F LAGNDRS dzy Ayd SNILINBGnO

Module name in English

Data processing and interpretation

Module name in Russian

*h~*% ot ~ et hch t~ ¢ Yy =~

Study program{s, which is
offered study module

Businessidministration

Status (section A, B, C)

A

Number of credit points; CP
distribution in the compulsory
and optional part

6 CP compulsory part

MODULE DEVELOPERS

Name, surname

Position, degree

Evija Liepa Docent, Dr.math
+AySil aAy{ T@A Docent, Dr.math
{FTYyAldl +nysS Lecturer. Mg.paed.

MODULE CONTENTS

Module compulsory part:

Information technologies (2CP)

Mathematics in economics and management (2CP)

Statistics (2CP)

Module optional part:

t wh/ 9{{LbD

MODULE GOAL AND OBJECTIVES

Module goals

To improvestudents' knowledge of data collection, processing ¢
analysis

Module objectives

1 To provide students with the knowledge of advang
mathematics and to develop skills to apply it in econon
and management science;

1 To improve the ability to performdata processing fo
formulation and solution of economic and managem
tasks, to build the competence of decisioraking based
on a preliminary analysis of the situation;

1 To improve the ability to use information technology
carry out business procsss.

Module valoda

Latvian, English, Russian

THE STUDY MODULE BES: KNOWLEDGE LEK| COMPETENCES

Knowledge To provide students with knowledge of
1 information technology, data mining, explicatio
processing and analysis methods;
1 advancedmathematics, putting forward and studyin
alternative decisions;
i forecasting, putting forward hypotheses and test metho
evaluation of reliability of the results.
Skills 1 to improve the skill to perform data processing f

formulation and solution of economic  ar
management tasks;

9 to develop skills in the use of advanced mathema
elements for economics and management science;

9 to develop skills to forecast the sitians and predict

L



their activity results;

9 to develop skills to carry out the research and evalu
the results obtained;

9 to develop the skills to analyze the data collected ang
use the results in decisiemaking.

Competences 1 to build the competence a choose the mos

appropriate methods to analyze the situation a
evaluate the results;

1 to develop the competence of decisianaking based ot
a preliminary analysis of the situation.

MODULE ABSTRACT

InLatvian [a 2 RdzZf A4 Yy SLIASOASO!I Yeidbt izpratri pad dauzRe§uyd
GSARASY dzy FLIAGONHDRSAE YSG2RTYX LIAf
AT YlFyid2220 AyTF2N¥nOAa2la G(SKy2t2fA
AS3InG2 NBIT dZ Gnildz GAOIF Yool & y2 ATRW
aSOAyYyneadzydza o
In English | This module is needed to familiarize students with types of data acquisitior
processing methods, an ability to display and process data using
information technology, to learn how to assess data reliability asckeived
results, as well as to analyze the results and draw conclusions.
INRussian|: o " x T'E e 0% 5907 a 5 ;to+ mtx°<et
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The plan and the content of the module
MANDATORY PART OFEMAODULE
ONFORMATIOM 9/ | bh[ hDL9{ oH [/t
Total h(1 CP = 40 academic hours) 80
Lecture h Full time studies 12,
Part time studies 6
Seminars and practical activities Full time studies20,
Part time studies 10
Individual works 4
Type of the test Exam
Courseprerequisites Informatics in secondary scho
Branch/subbranch of the science Computer Science
Theme Volume (h)in Form
full time/part (lectures,
time studies seminars,
practical
activities, tests)
Use of tool bars of text editor (MS Word) Lecture,
2/1 practical
activities




Formatting of tables. Creation of drawings using the text editor Lecture,
Inserted objects 21 pra_cgf:al
activities
Complicated formatting (MS Word) Use of the methodological 2/1 Lecture,
: . . practical
instructions of the college in the development of a coypsper activities
Use of different styles 2/1 Lecture,
practical
activities
Automatic table of contents. Headline (Outline) mode 2/1 Lecture,
practical
activities

Numeration of tables and images .Page setup 2/1 Test
Data formatdn electronic tables, formatting, cell formatting (MS 2/1 Lecture,
Excel) pra.cFif:al
activities
Data rows, auto fill tools Lecture,
2/1 practical
activities
Cell address functions, use of relative, mixed, and absolute 2/1 Lecture,
addressing pra_c'gf:al
activities
Principles of creation of formulae, use of functions in various 2/1 Lecture,
formulae practical
activities
Built-in statistical functions 2/1 Lecture,
practical
activities
Data analysis tool 2/1 Lecture,
practical
activities

Creation ofdiagrams, simple and complicated formatting 2/1 Test
Forecast and statistical processing of data Lecture,
2/1 practical
activities
Crosssection of tables and diagrams 2/1 Lecture,
practical
activities
Data filters, selection and organisation of data 2/1 Lecture,
practical
activities
Knowledge of presentation software (MS PowerPoint) 2/1 Lecture,
practical
activities
Possible use of presentations 2/1 Lecture,
practical
activities
Presentation demonstration forms 2/1 Lecture,

practical




activities
Formatting of slides, change of view, slide processing 2/1 Test
Management of presentation modes, animations, and transitiof 2/1 Lecture,
slides practical
activities
Formatting of inserted objects and animations 2/1 Lecture,
practical
activities
Demonstration of presentations in the automatic mode. Use of 2/1 Lecture,
controls and hyperlinks. Management and parameters of pra.cgf:al
activities
presentation demonstration
Peculiarities and development of a study course 2/1 Practical
activities
INDIVIDUAL WORK OFUDENTS
Theme of the individual work| Tasks for the individual work | Volume (h)in | Expected result
full time/
part time
studies
Studies of literature source Pa§sed
All themes of the study course . 14/30/46 theoretical part
and methodological resources
of the exam
Literature studies and 8
MS Word functions compligated development'and MS Word
formatting of a document in
the text editor
Literature studies and use of 8
MS Excel functions electronic tables for data MSExcel
processing
Literature studies and the use 8 N
Skills in MS Office of electronic tables in statistic Sk'"S.m MS
" Office
and logistics
Literature studies and creatior 10
MS PowerPoint functions | of presentation that reflects MSPowerPoint
the results of the study course

Acknowledgement of the acquired study results

Knowledge | Skills Competencies % of the final
evaluation
1. * * 10
2. * * * 15
3. * * * 15
4. * * * 10




Exam

LITERATURE

Basic literature
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Additional internet
resourcesand
other sources

o

10.
11.
12.
13.
14.

15.
16.
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Total h(1 CP = 40 academic hours) 80

Lecture h

Full time studies 16,
Part time studies 8

Seminars and practical activities

Full time studies16,
Part time studies 8

Individual works

4



http://www.dzc.lv/i5Izdevejdarbiba/books/Statistika.htm
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Type of the test

Exam

Course prerequisites

Mathematics in secondary

school
Branch/subbranch of the science Mathematics
Theme Volume (h)in Form
full time/part (lectures,
time studies seminars,
practical
activities, tests)
1 Elements of linear algebra. Determinants and matrixes. Lecture,
Determination of the valued of determinants. Matrix algebrg 2/1 practical
activities
2 Elements of linear algebra. Linear equation systems, their Lecture,
solution and methods of solution. 2/1 practical
activities
3 Possibilities to use matrix calculus in tasks related to produc 2/1 Lecture,
planning. practical
activities
4 Modelling andsolution of economic issues by applying the 2/1 Lecture,
system of linear equations. practical
activities
5 Inverse matrix 2/1 Lecture,
practical
activities
6 Markov analysis 2/1 Lecture,
practical
activities
7 Linear planning. Structure of the basic model. 2/1 Lecture,
practical
activities
8 Linear planning, models. Solver. 2/1 Lecture,
practical
activities
9 Elements of mathematical analysis. Notion of the limits of 2/1 Lecture,
sequences and functions, their calculation. Uncertainties ang practical
their prevention. activities
10 Derivation of one argument functions, differential and its 2/1 Lecture,
economic interpretation. Derivation of simple functions. practical
activities
11 Derivation of complexalued functions. Monotony of one 2/1 Test
argument functions, extrees.
12 Use of derivatives in the research of the market and ba 2/1 Lecture,
economic functions (costs, income, profit). practical
activities
13 Partial derivatives of variable argument functions, exact Lecture,
differential and its economic interpretation. 2/1 practical
activities
14 Extremes of variable argument functions. Function of 2/1 Lecture,
production. practical
activities
15 Basic connectedness of financial mathematizsnmon and 2/1 Lecture,




compound interests. practical
activities

16 Discounting. Current and future value of cash flow. Credit 2/1 Lecture,
payback plan. practical
activities

INDIVIDUAL WORK OFUDENTS

Theme of the individual work| Tasks for the individual work | Volume (h)in | Expected result
full time/
part time
studies
1. Linear algebra Tasks 10/14/20 Home work
2. Ma_rkov analysis and linear Tasks 15/20/20 Home work
planning
3. Functions Tasks 15/20/24 Home work
4. Finance mathematics Tasks 8/10/16 Home work
Together hours 48/64/80
Acknowledgement of the acquired study results
Knowledge | Skills Competencies % of the final
evaluation
1. * * * 15
2. * * * 20
3. * * * 25
4. * * * 10
Exam * * * 30

LITERATURE

Basic literature

M® WSPAYIlI L®PItSugl adiDdzZ 6S ad:.
dzl RS@dzyAo > {L! Li3foGoolad az2uvis
H® WSPAYl LIt Sugl adz.nfAglk { o
ekonomistiem. R: Zvaigzne ABC, 1997.

3. Curwin J., Slater R. Quaative Methods for Business Decisions. 2008,

325 pp.
no 1h e o . O3 .0cCc .to ] ¢ .m "~
ch a F]’”::\ h Y e Y "”°’“~; e ™ o ac "B
p¢*¢:<°<é*<(“(a:‘t<a’”t*;(m_o<_ ao "
h " phxpoOdp~ T .o om3T yamMmn
Additional internet | 1. . dzZAt Ada a® CAYl yOdz YIGSYndAllZ w
resources and 22.DNby 3t 1

other sources

& [P Y2LAG20a Wo | d23a

f ASG22dzyl LI NI dzZ3ASY dzl RS2002Y3d8 IppR

3. Burton GI., Caroll G., Wall St. Quantitative Methods for Business
Economics. 2nd ed. 2002, 409 pp. Croft T., Burton Gl., Myddelton
Morris Cl., Barrow M. Quantitative Methods. 2004, 322 pp.

4. P.E. Gill, W. Murray, M.H. Wright. Praati Optimization. John
Wiley&Sons; 2 edition, 2000.

5. Walters D.W., Walters D.J. Quantitative Methods for Business. Pe




Education, 2008, 309 pp.
6.-" .0 e CHd”" Pp vt a “ t
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Total h(1 CP = 40 academic hours) 80
Lecture h Full time studies 16,
Part time studies 8
Seminars and practical activities Full time studies16,
Part time studies 8
Individual works 4
Type of the test Exam
Course prerequisites Mathematics in secondary
school
Branch/subbranch of the science Economics/Statistics
Theme Volume (h)in Form
full time/part (lectures,
time studies seminars,
practical
activities, tests)
1. Concept of statistics, goals, objectives, types and meth Lecture,
of monitoring. 2/1 practical
activities
2. Statistical methods. Identification of general entity. Lecture,
Defining the selection size. Creation of selection. Types 2/1 practical
information gathering. activities
3. Principles for the choice of grouping indications, creatig 2/1 Lecture,
of groups and intervals. Methods of data processing. practical
Explication of data. activities
4. Descriptive statistics. 2/1 Lecture,
practical
activities
5. Concept of average values. Mode,median, and quartile 2/1 Lecture,
practical
activities
6. Absolute and relative indicators of variation. Dispersion 2/1 Lecture,
and standard deviation. Average and relative average practical
standard errors of selection. activities
7. Correlation and regression. 2/1 Lecture,
practical
activities
8. Characteristics of time serieBase and chain growth. 2/1 Lecture,
Growth rate. Average values. practical



http://window.edu.ru/catalog/?p_rubr=2.2.74.12

activities
9. Extrapolation of time series. Moving average model. 2/1 Lecture,
practical
activities
10. Extrapolation of time series. Exponential smoothing 2/1 Lecture,
model. practical
activities
11. Timeseries. Linear trend. Seasonality. 2/1 Test
12. Assessment of data correlation. Calculation of correlati 2/1 Lecture,
anddetermination coefficient. Regression equation. practical
activities
13. Individual indices and general indices. Their calculation Lecture,
and interpretation. 2/1 practical
activities
14. Non-parametric hypotheses 2/1 Lecture,
practical
activities
15. Parametric hypotheses 2/1 Lecture,
practical
activities
16. Rank criteria 2/1 Lecture,
practical
activities
INDIVIDUAL WORK OFMDENTS
Theme of the individual work| Tasks for the individual work | Volume (h)in | Expected result
full time/
part time
studies
L Data processing and Tasks 10/14/20 Home work
explication
2. Time series Tasks 15/20/20 Home work
3. Hypotheses Tasks 15/20/24 Home work
4. Data correlation Tasks 8/10/16 Home work
Together hours 48/64/80

Acknowledgement of the acquired study results

Knowledge

Skills

Competencies

% of the final
evaluation

*

20

20

20

Hlw|NE

20




Exam

LITERATURE

Basic literature
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H® *SNHAYlI D®X YnNJftAEE Do {aGF
od D20F %o {(FGA&AGA1F+T HANOI wo]
4. Marcelo Fernandestatistics for Business and EconomiS&N: 97&87-
7681-481-6. 1 edition. Pages : 150.
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Additional internet
resources and
other sources
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7. David Brink. Essentials of statistics. ISBN-837881-408-3, 2 ediion.
Pages: 103

8. Darius Singpurwall& Handbook of Statistics. An Overview of Statisticg
Methods.ISBN: 9787-403-05425, 1 edition Pages: 79

9. http://www.aup.ru/books/m906/

10. http://window.edu.ru/resource/858/27858

11. http://sci-book.com/statistikauchebniki/osnovystatistiki.html

Module
confirmed:

S.Polovko 28.10.2016.

Signature Name, Surname Date
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Module name in Latvian Ekonomika
Module name in English Economics
Module name in Russian T _oeoa "~

Study program{s, which is
offered studymodule

Business administration

Status (section A, B, C)

B

Number of credit points; CP
distribution in the compulsory
and optional part

3 CP compulsory part
5 CP optional part
(minimum¢ 3 CP, maximurg 8 CP)

MODULE DEVELOPERS

Name, surname

Position,degree

Svetlana Polovko

Lecturer, Mg.oec.

Y2yalul ydoya {

Lecturer. Mg.oec.

Atis Papins

Lecturer. Mg.oec., Mg.paed.

MODULE CONTENTS

Module compulsory part:

Basics of economic theory (3 CP)

Module optional part:

History of economic thought anablicy (3 CP)

MODULE GOAL AND OBJECTIVES

Module goal

To provide the students with knowledge in microeconomics
macroeconomics, as well as to improve the understanding of
world economic processes.

Module tasks

)l
1

T

To provide them with knowledge of the nature of econor
laws and regularities in the national and world economy;
To introduce students to the main supply and demg
regularities and principles of the theory of marginal utility;

To help students understa the differences of basic kinds
the market, to provide perfect and imperfect competitig
characteristics and to introduce students to pro
maximization and loss minimization in different mark
models;

To develop a deeper understanding of the fundmtals of
production theory, to raise awareness of the factors
production, costs and pricing characteristics.

To develop an understanding of the cyclical nature
economic development, to understand unemployment g
inflation regularities.

To developan understanding of the nature of the fiscal g
monetary policy and the international financial and monet;
relations;
To obtain basic knowledge in the history of economic thou
and to understand the economic and political interacti
guidelines.

Module language

Latvian, English, Russian

THE STUDY MODULE BESS: KNOWLEDGE LEK| COMPETENCES

Knowledge

Professional terminology and definitions in economics, the natt
of macroeconomic and microeconomic processes in the nation
and globakconomy.

Basic knowledge of the history of economic thought and politic

S



its structure and dynamics, schools and directions, the scientif
contribution to the economic and political theory and practice.

Skills 1 To be able to analyze the econorsituations in the national
economy;

1 To perform a supply and demand analysis;

1 To be able to analyze the budgeting principles, as well as
nature of fiscal and monetary policy;

1 To be able to gather information on the credit and financia
policy of the ountry;

I To be able to name and describe the directions of econom
thought, schools and personalities;

1 To be able to understand the factors influencing policy an
business interaction.

Competences 1 Be able to analyze by themselves, compare and evaluate
today's economic problems on the basis of the knowledge
acquired.

MODULE ABSTRACT

InLatvian (a2 RdzZf A4 ANJ @St lhoda TAYynOFydz AS3dzd
a0dzRSyilidz aLyfeadz dzl 6 @SNI  dzy Fyl €Al
2NASYIWNBEXSaA2ynt GSN¥YAy2f2fA2kund
YATNRS12Yy2YAal 2y LOMRYS&E dz2an dp/o | TTa
FdGoaldl &addzRSyidGdz LN aySa @SA1d LA
NI O201 yI & FFE{1G2NHzZ AT Yl 14dz dzy OS)y
LI Gadn@o3aAx FyFrtATTOGZ alftoRI AY@iGTY
oFfadz2GASa dd AS3andlanyY TAYynOlyny
a2Rdzt Ad AyMSBRIG ALSFAMITERIJA yn OF yI a S
aFLINF ald S{12y2YAQll& dzy LREAGALlI A& Y

In English | The module is dedicated to the acquisition of knowledge onfthelamentals
of economic theory. It develops students' ability to perceive and analyz€
economic situation in the national economy, to orientate in the professiq
terminology and definitions in the economy, in the nature of macro
microeconomics pcesses on the national and global level. The mot
develops students' ability to analyze supply and demand in accordance
peculiarities of planning production, cost and pricing factors. Students lea
analyze, to compare and evaluate the currentcoeomic problemsg
independently, basing on the acquired knowledge.

The module gives an opportunity to get the basic knowledge of the histo
economic thought and to understand the tendencies of interconnectior
economics and politics.
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SUMMARY OF THE MODULE PLAN AND CONTENTS

MODULE COMPULSORYRPFA

a. {L/{

hCcO9WwWhada//tVEZ

Total number of hours(1 cP = 40 hours.)

120

Number of lecturer hours

Full time studies 24,
Part time studies 10

Number of seminars or practical training hours

Full time studies24,
Part time studies 14

Number of independent works

8

Testing form /-s

Exam

Background knowledge

Basics of foreign language (A

Science branchsubbranch

Business foreiglanguage

Theme Volume (h)in Type
full time/part (Lectures,
time studies seminars,

practical

training, tests)
1. Problem of Economics. Resources:
1.1. Definition of Economics;
1.2. Micro and Macro level, 2/ Lecture
1.3. Main problem of Economics;
1.4. Productiorresources. Limited resources;
1.5. Production curve. Alternative choice.
2. Market and economic systems: Lecture,
2.1 Market. Market subjects; discussion
. 2/1

2.2. Types of economic systems;
2.3. Economic systems in Latvia and in other countries.
3. Demand and supply: 2/1 Lecture,
3.1. Demand function and law.; discussion
3.2. Supply function and law.
4. Market balance: 2/1 Lecture
4.1. Balance price; Practical
4.2. Deviation of the clearing price from the state of balance. training
5. Elastisity: 2/1 Lecture,
5.1. Clasification and types of elastisity. discussion
6. Consumers: 2/1 Lecture,
6.1. Utility. Total and marginal utility; discussion
6.2. Balance of consumer.
7. Production theory: 2/1 Lecture,
7.1. Production functions;




7.2. Productiorcosts and revenue. discussion
8. Prices and profit maximization: 2/1
8.1. Types of the markets;
8.2. Full competition; LectL_Jre
) Practical
8.3. Types of monopoly; training
8.4. Monopolistic competition;
8.5. Oligopoly.
9. Macroeconomisectors: 2/1
9.1. Goals and problem of macroeconomics; Lecture
9.2 Macroeconomic sectors.
10. Key indicators of macroeconomics: 2/1 Lecture,
10.1. National and gross domestic product (GDP).; discussion
10.2. National Income;
10.3. Nominal and real GDP..
11. Level of welfare and macroeconomic indicators: 2/1 Lecture,
11.1. GDP and underground economy; discussion
11.2. Structure and dinamic of Latvian GDP;
MMPo® 902y 2YA0 ANRHUK 912Yy2Y
12. Macroeconomic equilibrium: 2/1
12.1. Aggregate demand, Lecture
12.2. Aggregate supply; Practical
12.3. Spendings, savings, investments; training
12.4. Short and long term equilibrium.
13. Cyclical development of econimy: 2/1 Lecture,
13.1. Economic cycle and its stages. discussion
14. Inflation: 2/1 Lecture,
14.1.Inflation, causes and types. discussion
15. Employment and unemployment: 2/1 Lecture
15.1. Characteristics of labour market; . !
: discussion
15.2. Unemployment: issues, causes, and types.
16. Mone'Fary policy: _ 2/1 Lecture
16.1. Basics of monetary policy; Practical
16.2. The role of the central bank and commercial banks in training
economy.
17. Money: functions, demand, and supply: 2/1
. . Lecture,
17.1. Money economic role and functions; discussion
17.2. Money supply and demand.
21. Internationakconomical relations: 2/1 Lecture,
21.1. Policy of international trade; discussion
21.2. Protectionism.
22. International trade: 2/1 Lecture,
22.1. Advantages of the international trade.Theories of A.Smit discussion
and D.Ricardo;
22.2. Export and import of goods;
22.3.Latvian international trade.
23. International economic integration: 2/1 Lecture,
23.1. Forms of economic integration; discussion
23.2. Conditions of economical integration.
24. Globalization: 2/1 presentations




24.1. Definitions;

24.2. Policy anthanagement;
24.3. Economy and culture;
24.4. Global society. Globalism and antiglobalism..
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Theme of the individual
work

Tasks for the individual work Volume (h)in

full time/
part time
studies

Theexpected
results

All themes

Literature, theory and statistics 52/76/100

Passed
theoretical part
of Exam

Problem of economy
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8/12/15

Homework- test

Market and economic

problems

t
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Homework- test

National economic
policy
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Homework- test

Production theory
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relations « + t*eo  coma®" VAR 11/16/21 Presentation
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Acknowledgement of the acquired study results
Knowledge | Skills Competences % from Exam
1 X X 10
2 X X 10
3 X X 10
4 X X X 10
5 X X 10
6 X X X 10
Exam X 40
LITERATURE
Basic literature 1.LS@FrRa S12y2YA{n 6FG1nNI20Gda ATR

0P YILAGnta HmMd DIFERaAaAYlInd® WSt I JI

4. Irtroductory micro and macro economics. Partridge Publishing (330).

Ipp.
H® al {NRPS12Y2YAll 6n®dAl Ro0Od woIl

Ipp.
2015. 761lpp.

Chatterjee Sir. 2014. 602 p.
5. The Economics of inequality. London: The Belknap Press of Harvard
University Press (330). ThomasPike915. 142.

coP . @ P eoomo Fome odoY XMPY HAMHP

7.1 . d $° o e ™ ¢ ° e - a h o X 1

a‘"_ho’H_oeo;:;<m_:; c(:o;(go;*.y*x,t+e

YOB o Tt ger "y myAMAPXEMM Mth @
Additional M® 9712Yy2YAllIX L+ oOf NI 1{adAT cyd
literature, internet | 372 Ipp.

resources and
other sources

2. Economics: principles, problems and policies. New York: MeBitaw
McConnell C.R., Brue S.L.20083p.
op ~_oeoa . m "eO“*’“fl’“”q)o“Z'qu_«’(pc

1 ¢ — % ®
—_ ~

¢omto o m_o o . “"h & HAOnc o p Mo m t h
4. Cavedisekonomikasteornjj Rga: [BaltijasStarptautiskakad[mija].
LdvermanisG 2006. 103pp.

5. VidesekonomikaRga: RTU VasievalL 2007. 191pp.
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Ipp.

y(j) “_oeoa* ;(m_”" Y t<oh* Y D :om_“”"
2007.443n t. h

9. Ekonomiskounkomercaprinumetodoldfija, 1daa. Rga: RTU
Voronoval2007.118 Ipp.

10. Economics. Oxford: Oxford University Press. Lipsey R.G., Chrystal K.

2007. 665 p.

MM® 912Y2YA1lFa G(GS2NA2F & LI Y GLINR
Ipp.

MH P ATySal S12y2YAQll OHPAT ROPO D
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16. Big Ideas Simply explained: The Economics book. London: DK Pub
G. [et al.]. 2012. 352 p.
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Total number of hours(1 cP = 40 hours.) 200
Number of lecturer hours Full time studies 28,
Part time studies 16
Number of seminars or practical training hours Full time studies42,
Part time studies 24
Number of independentvorks 10
Testing form /-s Exam
Background knowledge Basics of economic theory
Science branchsubbranch Economics
Theme Volume (h)in Type
full time/part (Lectures,
time studies seminars,
practical training,

tests)

1. Worldwide historic experience in the filed of economics an o Lecture, Practical
business. training

2. Economic thought in the traditional society. Lecture, Practical

2/1 T
training
3. The schools and directions of economic thought. o Lecture_, _Practical
training
4. Classical economic thought. o Lecture_, _Practical
training
5. Economic thought in the late YZenturyc in the early 18 o Lecture, Practical

century. training

6. Economic thought of the Classical period. Lecture, Practical

2/1 T
training
7. Neoclassical economic thought. o Lecture_, _Practical
training
8. The Physiocratic School. o Lecture, Practical

training




9. A.Smiths and the Classical School. 2/ Lecture, Practical
training
10. The German Historical School. o Lecture, Practical
training
11. TheCritical School. o Lecture, Practical
training
12. The Institutional School. o/ Lecture, Practical
training
13. Neoliberalism. o/ Lecture, Practical
training
14. Rational Expectations Theory. o Lecture, Practical
training
15. Modern Socialism. 2/ Lecture Practical
training
16. Contemporary futurological theories. 2/ Lecture, Practical
training
17. Contemporary economic concepts. o Lecture_, _Practical
training
18. George. M. Keynesian economic doctrine. o Lecture, Practical
training
19. Economic Thought Sindgeynes. o Lecture, Practical
training
20. Mgt_hodologwal _approaches. Emp!rlcal methods studying Lecture, Practical
political and social problems. Political science knowledge 2/1 -
- training
safety and reliability.
21. Economic policy grounds (political, legational, geographic o Lecture, Practical
social). training
22. Economic goals. o Lecture, Practical
training
23. Economics and politics mutual relationship and mutual o Lecture, Practical
influence. training
24. The State as a key subject of markeforms. o Lecture, Practical
training
25. The causes of the macrosystem conflict between business o Lecture, Practical
the political elite. training
26. The entrepreneur and power, the state's obligations towar o Lecture,Practical
the entrepreneurs. training
27.¢KS SYUNBLINBYSdzZNBEQ FyR adtl o1 Lecture, Practical
training
28.¢ KS SYUNBLINBYSdzZNBEQ Fdzy OlUA 2 oI Lecture, Practical
the state and society. training
29. National economiolicy: the objects, subjects, goals and o Lecture, Practical
means. training
30. Interest bearers, expressers and performers. o Lecture, Practical
training
31. The administrative and economic instruments of the state 2/ Lecture,Practical
economic policy. training
32. Economic policy methods. Liberal and "conductor" policy. 2/ Lecture, Practical
training
33. The state regulation of economy as an integral market 2/ Lecture, Practical

attribute, certain limits of state intervention in economic life

training




34. Classical and modern business policy and social responsil o Lecture, Practical
theory. training

35. Political interference in business, political risks. 2/ Lecture, Practical
training

36. Extralegal and legal government risks, macro and nmisks 2/ Lecture, Practical
training

37. A pressure group in the national economy, interest 2/ Lecture, Practical
representation types. training

38.¢ KS LINBaadz2NBE 3INRdzLIQa LIRf A o Lecture, Practical
political, functional, electoral, institutional. training

30.¢KS {GlF0dSQa LINRPUOUSOGAZ2YAAD o Lecture, Practical
training

40. The economic and political methods of regulation, their 2/ Lecture, Practical
causes and consequences. training

¢l 9 {¢; 59 bNDENTWORKE 9t 9
Themeof the individual work | Tasks for the individual work | Volume (h)in| The expected
full time/ results
part time
studies
1. The schools and directions 20/25 Extendlng and
. Report deepening
of economic thought
knowledge
Extending and
2. The Physiocratic School | Discussion, grougork 6/10 deepening
knowledge
3. Contemporary economic . . 6/10 Extendlng and
Discussion, group work deepening
concepts
knowledge
. Extending and
4.Keynesian theory Test 6/10 deepening
knowledge
5. Nobel Laureates in 6/10 Extending and
Economics Discussion, grougork deepening
knowledge
. Extending and
6. Economic goals Discussion, group work 6/10 deepening
knowledge
7. Political and social Extending and
. . 6/10 :
responsibility of business Test deepening
knowledge
, . . Extending and
8. National economic policy Discussion, group work 6/10 deepening
knowledge
" . Extending and
9. Political risks Discussion, group work 6/10 deepening
knowledge
, Extending and
10. Corporate representation Test 6/10 deepening
knowledge




Acknowledgement of the acquired study results

Knowledge | Skills Competences % from Exam
1. * * * 5
2. * 5
3. * 5
4, * 5
5. * * * 30
6. * 5
7. * 5
8. * 5
9. * 5
10. * 5
Exam * * * 25

LITERATURE

Basic literature 1. [ S2WNRE 20ad 912y2YAalna R2YIl a
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3. [ S2yoRa YNARf2@0ad 912y2YAalhaLR
we¢! AT RSOYyADO0orsS wodl wHAng

4. L @ N& No@SNEP® 912y2YAlla GS2N

wo3dl D HANM

Robert B. Ekelund, Robert F. Hebert. A history of economic theory g
method. International Editions 1997

Fitz Soliner. Die Geschte des 6konomischen Denkens. Springer, Be
2001
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Additional

literature, internet

resources and
other sources

10.
11.

12.
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Schumpeéer J. A History of Economic Analysis. Oxford University Pre
1954

Stigler G. Production and Distribution Theories: the Formative Perio
al O YATflIYZ mdnm

Frisch R. K. Wicksell: a Cornerstone in Modern Economic TiGsboy.
1951
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STUDY MODUIEECL b! b/ 9{ € 59{/ wLt ¢L

The title of the module in Latvian | Finanses

The title of the module in English | Finance

The title of the module in Russian| ¢ ~ e m .

Study programmes that offer this

Business Administration
study module

Status (A, B, C part) B

Credit points; distribution of CP in

the mandatory and elective part 8 CP in mandatory part and 4 CP in elective part

The authors of the modules

Name, surname Position, degree

Inga Pumpure Professional Master's degree in Finance (Rezekne Hggterol).

[ [/ a9 éseéhlngrSand réfresher courses lecturer.

Chief Accountant of companies representing various industries
selfemployed person).

Tereza Korsaka Engineering Science Master's degree in Management
Organization(Riga Techni¢ahiversity (RTU))

The qualification awardedby LU diploma YB No0.9771i89
equivalent to a Master's degree in Economics.

Certificate AD N0.109 on doctoral studies theoretical part
completion in RTU.

Business Career Centre Manager of BA Schdalisihess and
Finance.

From 1998 to 30June 2016 associate professor in BA School
Business and Finance.

Elza Sipola Engineering Science Master's degree in Management
Organization(Riga Technical University (RTU))

Certificate on doctoral studigbeoretical part completion in RTU
Associate professor in Riga Aeronautical Institute

Liga Leitane {20AFf {OASyOSa al aitSNDa RS
doctoral program in Finance.

Lecturer of the Faculty of Economics and Managenfeniversity

of Latvia).

SIA "Raimondo” Chairman of the Board and financial consulta
wdza | 2 A adzy AOALI tAdGe [T Rdzl !t
farm manager.

The content of the module

Basics of book keeping (2 CP)

Module compulsory part Taxes and fee@ CP)

Financial analysis and managemé&niCP)
Management accountin(? CP)

Module optional part

The aim and objectives of the module

Aim of the module To provide the students with knowledge and understanding of
tax and fee system in Latvia, the activity of credit institutions
financial services provided by credit institutions, financial
management accounting in the company / organizationwell as




to develop skills to analyze the company's financial and econ
activities, to raise awareness of the company's / organizati
financial situation and to develop skills to present proposals for
company's / organization's financial perfoaimce improvement.

The objectives of the module

T

To

To provide information and knowledge of the tax and |{
system in Latvia and its regulatory laws and other statut
regulations and laws.

To build an understanding of the types of credit institutig
and their operation in Latvia, the financial services provi
by credit institutions.

To provide them with knowledge of the requirements
financial accounts (regulatory framework).

To provide them with knowledge of financial accounti
basics, accounting necessity, its importance, aims
objectives in the company (organization)

To develop an understanding of financial account
elements, the core business operations records.

To provie information, knowledge, understanding and sk|
in bookkeeping accounts opening, applying the principlg
doubleentry, account closing, turnover reporting ali
accounting balances preparation.

To provide them with knowledge and understanding of
company's annual report, the importance of its drawing |
submission and publication, to provide them with knowleg
of the requirements in drawing it up, as well as the cash fl
profit and loss account and the consolidated balance sk
preparation and heir relationship.

To develop the ability to understand the informatig
contained in the company's financial statements, to man
the company's finances, cash flow, profit and loss acco
balance sheet and other components of the annual report
To provde them with knowledge of management accounti
aims and objectives in the organization.

To form an idea of the costs and their classification in
company, as well as cost planning and accounting nece
and goals.

To build an understanding of the concept of the prime cq
of production or rendered services, the necessity of ¢
accounting (calculation) and cost accounting (calculat
methods.

To provide information on the concept and nature of t
critical point of sales gqales brealeven poinf, and its
practical application.

To build skills to understand and to draw up withg
assistance the company's budget (financial budg
functional budgets, the total budget), to carry out budgets
control, and inecessary changes in (corrections) budget.
develop an understanding of the company's finan

performance, their relationships, to develop skills to analyze
company's financial situation and the economic activities,

develop skills to identyf further actions to improve the financis
position and financial performance in the company / organizat




preventing a potential bankruptcy threat.

The language of the module

Latvian, Russian, English

LEARNING OUTCOMESIBIE MODULE: KNOWLHEH)GKILLS; COMPETHSC

Knowledge

- Knowledge of tax policy, as well as its development princi
the methods, the nature, the tax types and their calculation.

- Knowledge of the nature of financial accounting and
objectives, the necessity and importance of accounting.

- Knowledge of the requirements (legislative and regulatory g
the Law on Accounting of the Republic of Latvia) which
imposed on finanial accounts.

- Knowledge of financial accounting elements and methods |
in accounting.
- Knowledge of the nature of accounting (justification) docume
and the requirements for drawing up, processing and storage.
- Knowledge of opening of accounemtries in the accounts, th
principle of doubleentry application.

- knowledge of the turnover report, profit and loss statement, cg
flow statement and balance sheet preparation.
- Knowledge to the requirements to the annual repg
preparation, submigen and publication.
- Knowledge of the management accounting aims and objectivg
the organization and the applicable methods.
-Yy26t SRAS 2F GKS vyl G§dz2NB 27
SO2y2YAO Fylfeara:z G§KS 02 wd
the financial analysis methods to be used, financial fac
(indicators) and their interpretation.

- Knowledge of the Eurosystem, the European Central Bank,
dLatvijas Bankaz G KS .yl F2NJ LydSN
activity of creditinstitutions nowadays, their operation strateg
objectives, tasks and financial services to be provided.

- Knowledge of international settlements, their principles,tyg
and nature, knowledge of payment instruments and paym

systems.

Skills

- to understand the nature of the tax system of the Republic of
Latvia;

- to be able to apply in practice the tax calculation laws and
regulatory documents of the Republic of Latvia, calculate taxeg
compile tax reports and declarations;

- on the theoretical basi® classify accounting items;

- open accounts, make doubéntry accounts;

- within the acquired course to make a variety of accounting
estimates, to make an entry of simple economic operations;
&k adnRold ANDYFGGBSRoO!I & LOMWI A
VI dzRIF& L naYdz dd @ASy 1 nNDdz a
2NASYOGTGOASE GAaALIMNIT2na LINT &o
up a balance sheet, profit and loss account and cash flow
calculation based on simple economic operations, to feel famil
with the general requirements for annual reporting;

- to be able to carry out the company's / organization's cost
revenue classification and accounting, and be able to analyz




costs of decisioimaking;
- to carry out the production / renderedservices prime cos
estimate (calculation), using different calculation methods.

- to calculate the critical point of salesales brealeven poin}
and analyze it;

- to be able to draw up (plan) the company's / organizatig
financial plan / budget;
- to acquire skills in practical application of knowledge, to be ¢
not only to understand the financial services offered by the cr
institutions, but also practically to use them in business (wor}
in the company or running the business), or tiviae clients ang
provide financial services to customers, working with cré
institutions;

- to acquire skills to assess independently and analyze
commercial company's financial position (situation) and econd
activity, to calculate financial ratso(indicators) and to analyz
them, and based on the resulting data analysis to put forw
LINPLR A& K2¢ (G2 AYLNROS @K
financial indicators;

¢ to acquire skills to make international payments, applying
legislativeand regulatory framework, as well as the Internatio
Chamber of Commerce publications and uniform rules.

Competencies

¢ to acquire competence in the management and application
normative documents and laws regulating taxes and fees in L
aswell as to calculate taxes, compile tax reports and declaratio
¢ to gain expertise in financial accounting processes, ope
accounts, application of the principle of douldatry based on
simple economic operations, preparation of a turnover rep(
profit and loss statement, cash flow statement and balance sh
as well as the general requirements for preparing an ani
report;
¢ to get competency in the implementation of the managemg
accounting aims and objectives, calculating prime cost @f
YIydzFl OGdzZNBR 3I22Ra:Z 0KS 2 NJ
budgeting;

Cto obtain competence in assessment and analysis of
O2YLI yeQa FAYEFYOALE aAddz GA
the analysis of data obtained to put forward the propbkaw to
improve the financial situation and financial indicators;

¢ to acquire competences in the operations of credit institutig

and the use of their financial services, not only by working in
credit institutions or becoming the customers of edit
institutions, but also as being the collaboration partners
relations with credit institutions that are able to discuss &
defend their views with the aim of developing their busing
through financial services offered by credit institutions;

¢to acquire competence to apply the acquired knowledge
practice, in order to choose the appropriate payme
instruments, and make payments in Latvia as well as n
international payments.




Annotation of the module

In Latvian

a2Rdzf Ad ayASRI AyF2N¥nOAadz LI NI {2
AN £t A1dzYR2OFYyl & NB3Idz Tadzyas 1 nRA
GASYZ dzZl ETYdzYt RINbBool a ySLn NIiNgxd
Af3aG20A3 | NEZLIAISOTNBE 2 KB it def] {dzyiR 2 O
LINAS1OaidlGdz LI N y2R2{ wdz £ A1 dzYR2O0!
' LINJt Ay nOIl ydzo

{G0dzRSYGA AS3aAnad GAaLInpNJadz AT LINT @
a1 FNrponYX ASalfeny OURARGGASaLINY
RNJ dzRdza® +SAR?2 aLJT2dz AT LINI & dzl
AYF2NX¥nOA2dzZ LInNI Aynld alk@gra TFAYL Y
RFNboolas LIYlIGz2e2GA8a dzZ @SA102
LX ny20aXil YRUBRKR1G LI 1 fLR22dzYl @I A

In English

The module provides the information how to keep records of enterp
transactions, about the legal regulations and basic principles of bookkeg
One of them, to ensure business continuity, dndlemonstrate the essence (
business- to work for a long time, with a positive result, taking in
consideration the legal norms. Students gain an understanding of the
legislation, calculation and application of taxes and duties.

Students receivehe basic information about the financial indicators of {
enterprise, its links, and the opportunities to identify the further actions
eliminate the potential risk of bankruptcy. It improves the ability to underst
the information reflected in the fiancial statements, to orientate in th
financial and cash flows, and to plan the further actions based on the ang
Students will be able to identify, anticipate and plan costs, as well as cal
the cost of goods or services.

In Russian
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The plan and the content of the module

MANDATORY PART OFETMMODULE
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Total h(1 CP = 40 hours) 80

Lectures (hours) Full time studies 16,
Part time studies 8
Seminars and practical activities Full time studies 16,
Part time studies 8
Individual works 4
Type of the test Exam
Course prerequisites -
Branch/subbranch of the science Economics
Theme Volume (h)in Form
full time/part (lectures,
time studies seminars,
practical
activities, tests)
1.Basic Conceptéccounting (What is Accounting?). Lecture,practica
The Accounting role and functions in an Organization. activities
. : o 2/1
Accounting Departament in an Organization.
Obijectives, tasks and requirements.
2. The Accounting Cycle in an Organization. Accounting o Lecture,practica
Documents. activities
3. Elements of Accounting. 2/1 Lecture,practica
Comparison oFinancial Accounting and Management Account activities
4. Balance sheet. 2/1 Lecture,practica
activities
5. Transactions and the DoubteEntry System. 2/1 Lecture,practica
activities
6. Intangible Assets and lotgrm Financial Assets. 2/1 Test
7. Fixed Assets. 2/1 Lecture,practica
activities
8.Debtors. Lecture,practica
2/1 activities
9. Inventory. 2/1 Lecture,practica
activities
10. Cash. 2/1 Lecture,practica
activities
11. Equity and provisions. 2/1 Lecture,practica
activities
12.Creditors. 2/1 Lecture,practica
activities
13. Profit and loss account. 2/1 Lecture,practica
activities
14. Cash Flow Statement. Lecture,practica
2/1 activities
15. Accounting reports: Annual Report. 2/1 Lecture,practica




activities

16.The correlations among financial statements: balance sheef 2/1 Lecture,practica
income statement and Cash flow activities
INDIVIDUAL WORK OFMDENTS
Theme of the individual work| Tasks for the individual work | Volume(h)in | Expected results
full time/
part time
studies
Legislation review. The analys .
2F (GKS 2NEI yAl Tests are regularly revised. 18/26/32 The theoretical
tests passed
documents.
Opening accounts, entering 8/10/16
business operations in the
accountingrecords, applying
the principle of doubleentry,
closing accounts, calculation| Tests are regularly revised. Tasks
of account turnover and
balance calculation, and
preparation of a turnover
report.
;:ZZ?ratlon ofa balance Tests areegularly revised. 10/14/16 Tasks
Compiling the statement of . | Tests are regularly revised. 12/14/16 Tasks
cash flows. The data analysis

Acknowledgement of the acquired study results

Knowledge Skills Competencies % of the final
evaluation
1. * 10
2. * * * 15
3. * * * 15
4. * * * 10
Exam * * * 50
LITERATURE
Basic literature MOPDNRI2NBSOI wd> WSaSYSALlF | &3 |
wo3dlyY HaonT® mnan f LILIP
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4.Nobes Christopher. Accotimg: A very short introduction. Oxford: Oxfo
University Press. 2014.

5.0xford Quick reference. Oxford Dictionary of Accounting: Authorative
accessible coverage of all aspects of accounting. Oxford : Oxford Uni
Press, 2010.
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8. Coucom Catherine. Cambridge IGCSE Accounting (Cambridge: Cai
University Press, 2012.

9. Horner David. Accounting for nenAccountants: 10th edition. Londof
KoganPage, 2015.
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Total h(1 CP = 40 hours) 80

Lectures (hours)

Full time studies 16,
Part time studies 8

Seminars and practical activities Full time studies 16,
Part time studies 8
Individual works 4
Type of the test Exam
Course prerequisites -
Branch/subbranch of the science Economics
Theme Volume (h)in Form
full time/part (lectures,
time studies seminars,
practical
activities, tests)
1 Essence and functions of taxes: 4/2 Lecture,practica
- History activities
- Functions
- Elements
- Taxes and fees
- Taxpayers
- Types of taxesclassification
2 The tax system in Latvia: 4/2 Lecture,practica
activities

- History



http://www.fm.gov.lv/
http://www.likumi.lv/

- Taxesand fess system
- Tax administration
- Responsibility for nombservance of the tax law

3 International taxation problems, doubl@axation policy 4/2 Lecture,practical
- ¢KS ¢NBlIdGe 2F w2YS daci activities
9dzNRB LISFY 902y 2 YA Pregardti6ry
auditing
- Rules incorporated in the legislation of Latvia
- Double taxation
- Tax conventions, their nature and objectives
- Problems of international taxation
4 The tax policy in the European Union 4/2 Lecture,practica
- Strategy and goals of the tax policy in the Europear activities
Union
- Protection of the single market
5 Population income tax and Mandatory state social 4/2 Lecture,practica
insurancecontributions ¥SAQL activities
- Constituent parts of taxes
- Object of taxes and taxpayers
- Taxrates
- Procedure of tax calculations and tax payments
- ¢FELI@8SNBEQ NBALRYAAOATL A
6 Company income tax: 4/2 Lecture,practica
- Constituent parts of taxes activities
- Object oftaxes and taxpayers
- Taxrates
- Procedure of tax calculations and tax payments
- ¢FELI@SNBEQ NBALRYAAOAT A
7 Added value tax: 4/2 Lecture,practica
- Constituent parts of taxes activities
- Object of taxes and taxpayers
- Taxrates
- Procedure of tax calculations atak payments
- ¢l ELI@SNEQ NBALRYAAOAT A
8 Other taxes in Latvia 4/2 Lecture,practica
- Micro company tax (MUN)ature, payers, rates activities
- Lottery and gambling taxes (IANpature, payers,
rates
- Excise tax nature, payers, rates
- Immovable propertyii | E -oratRé, payers, rates
- Other taxes nature, payers, rates
INDIVIDUAL WORK OFUDENTS
Theme of the individual work| Tasks for the individual work | Volume (h)in | Expected results
full time/
part time
studies
Legislation review. The analys Tests are regularly revised. 18/26/32 The theoretical

2F idKS 2N

tests passed




documents.
Calculation of taxes and fees. Tests are regularly revised. 8/10/16 Tasks
Calculation of taxes and fees. Tests araegularly revised. 10/14/16 Tasks
Calculation of taxes and fees. Tests are regularly revised. 12/14/16 Tasks
Acknowledgement of the acquired study results
Knowledge Skills Competencies % of the final
evaluation
1. * 10
2. * * * 15
3. * * * 15
4. * * * 10
Exam * * * 50
LITERATURE
Basic literature 1. Eisenstein L. The Ideologies of Taxation. Harvard Press, 2010, p.240.
2. Robin Boadway. From optimal tax theory to tax policy: Retrospec
and Prospective Views. The MIT Press. 2012
3. Ketnerskb 2 R2{ wdz G§S2NAR2lIa LI YIGADP wo
4. YSGYSNE Y& t TGSNER2YS ad 9ANERLI
2014, 208 Ipp.
5. YNRIT SYS | & CAwWoFaBawdzyy N¥RREDYA
6.aSRyS | © b2vk@]IuW I. [dzziéyﬁ%ale f I ¢ dzNb
Additional internet | 1. ! Y RN 2S @I +dxl fada ASETYdzydz (GS?2
resources and AT RSOYyASOooFSE HAnT®
other sources 2. U7 I NI & LJT wdz dizR likiins f PR€peaidsttp:/AiKumnizi &
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5. 9f S1 0N SY SNJF A AR Bkumg.Piealaimse hitp:flikutiday 3
6. Elektroniskie resurgj www.nozare.lywww.savsbizness.lwww.lda.ly,
www.uac.ly www.debets.lv www.trade.lv, www.financenet.lvu.c.
7. YSGYSNAR Y& [dzl F OAYlF hd b2R21 uA
237 Ipp.
8. aSRYS ! ® b2R21uvA [ (OAumMbWd I
Ipp.
9. aAl NRdZ §TYdzY dz: VRAiRGS. RidejanisAhttpdAkami.lv/
10. Muitas likumsLR likums. Pieejams: http://likumi.lv/
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16.t F NJ y2R21 wvASY dzy vV 2R &u@glikumili w € A
17. t ' NJ dzl T YdzYl A SR/ikungzPieejaryisgpl/Ekant.
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23. Tax System in Latvilattp://www.fm.gov.lv/en/s/taxes/

24. ¢ KS f1 6Y ahy ¢FES& |yR 5dziASa¢
centrs (State Language Centre) .
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26. Internet resourceswww.vid.gov.ly www.ifinanses.lywww.fm.gov.lv
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Total h(1 CP = 40 hours) 80
Lectures (hours) Full time studies 16,
Part time studies 8
Seminars and practical activities Full time studies 16,
Part time studies 8
Individual works 4
Type of the test Exam
Course prerequisites -
Branch/subbranch of the science Economics
Theme Volume (h)in Form
full time/part (lectures,
time studies seminars,
practical
activities, tests)
1 Essence and functions of taxes: 4/2 Lecture,practica
- History activities
- Functions
- Elements
- Taxes and fees
- Taxpayers
- Types of taxeslassification
9 The tax system in Latvia: 4/2 Lecture,practica
- History activities
- Taxes and fess system
- Taxadministration
- Responsibility for noiobservance of the tax law
10 International taxation problems, doublaxation policy 4/2 Lecture,practica
- ¢KS ¢NBlFGe 2F w2YS G¢KS ¢ activities
902y 2YAO / 2 YRregyrationdhudithg / 0 ¢
- Rules incorporated in the legislation of Latvia
- Double taxation
- Tax conventions, their nature and objectives
- Problems of international taxation



http://likumi.lv/
http://likumi.lv/
http://likumi.lv/
http://www.fm.gov.lv/en/s/taxes/
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11 The tax policy in the European Union 4/2 Lecture,practica
- Strategy and goals of the taolicy in the European Union activities
- Protection of the single market
12 Population income tax and Mandatory state social insurang 4/2 Lecture,practica
contributions SAOL activities
- Constituent parts of taxes
- Object of taxes and taxpayers
- Taxrates
- Procedure ofax calculations and tax payments
- CFELI&@SNAQ NBaLRyaAoAftAGE
13 Company income tax: 4/2 Lecture,practica
- Constituent parts of taxes activities
- Object of taxes and taxpayers
- Taxrates
- Procedure of tax calculations and tax payments
- CFELI&@SNAQ NBaLRyaAoAfAGE
14 Added value tax: 4/2 Lecture,practica
- Constituent parts of taxes activities
- Object of taxes and taxpayers
- Taxrates
- Procedure of tax calculations and tax payments
- ¢l ELI&SNBEQ NBalLRyaAoAfAlGe
15 Other taxes in Latvia 4/2 Lecture,practica
- Microcompany tax (MUNM)nature, payers, rates activities
- Lottery and gambling taxes (IANpature, payers, rates
- Excise tax nature, payers, rates
- LYY20F o6t S LINE niundipayer, rates 6 b
- Other taxes nature, payers, rates
INDIVIDUAL WORK OFMDENTS
Theme of the individual work| Tasks for the individual work | Volume (h)in | Expected results
full time/
part time
studies
Legislation review. The analyg .
27F 0KS 2 N| Tests are regularly revised. 18/26/32 The theoretical
tests passed
documents.
Calculation of taxes and fees. Tests are regularly revised. 8/10/16 Tasks
Calculation of taxes and fees. Tests are regularly revised. 10/14/16 Tasks
Calculation of taxes and fees. Tests are regularly revised. 12/14/16 Tasks
Acknowledgement of the acquired study results
Knowledge Skills Competencies % of the final
evaluation
1. * 10
2. * * * 15
3. * * * 15
4. * * * 10




Exam

LITERATURE

Basic literature

7. Eisenstein L. The ldeologieslaixation. Harvard Press, 2010, p.240.

8. Robin Boadway. From optimal tax theory to tax policy: Retrospec
and Prospective Views. The MIT Press. 2012
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da! b!'D9a9b¢ !/ / h} be¢LbD OH
Total h(1 CP = 40 hours) 80
Lectures (hours) Full time studies 16,
Part time studies 8
Seminars and practical activities Full time studies 16,
Part time studies 8
Individual works 4
Type of the test Exam
Course prerequisites -
Branch/subbranch of the science Economics
Theme Volume (h)in Form
full time/part (lectures,
time studies seminars,
practical
activities, tests)
1. The role of management accounting in the company / Lecturepractical
organization: activities
- The role of management accounting in the company / o

organization in achieving strategic goals
- The balanced scorecard in the company / organization and itg
NEEtS Ay | OKASOAyY3 0KS O2YLN

2. The goals and objectives of management accounting in the
company / organization:

- The goals of management accounting in the company /
organization

- The objectives of management accounting in the company /
organization

- Differences between management accounting and financial
accounting.

2/1

Lecture,practical
activities

3. Revenues and benefits, as well as expenses and costs in th
company, their nature and role in management accounting. Th
aims of cost accounting in magement accounting.

2/1

Lecture,practical
activities

4. The cost classification in the company / organization:

- Direct and indirect costs

- Product and period costs

- Cost behaviour in relation to volume of activity: fixed and
variable costs

- Relevant and irrelevant costs

- Avoidable and unavoidable costs

-Investment costs (sunk costs)

- Potential costsppportunity costs

- Incremental and marginal costs

2/1

Lecture,practical
activities

5. The core of prime cost accounting systefoalculation), the rolg
and methods of calculation):

- The concept and nature of prime cost, the significance and
of prime cost calculation

- The manufactured products / rendered services prime (¢

accounting ¢alculation) aims and objectives

2/1

Test




- The method of variable cost calculation (Direct costing)

- The full prime cost calculation method (Absorption costing)

- The activitybased calculation method (Activityased costing)

- The process prime cost calculation method (Process costing
- The method of full product and bgroduct prime cost
calculation(joint and byproduct costing)

6. The core of cost allocation, reallocation and adding, its role ¢ 2/1 Lecture,practical
methods: activities
- Cost allocation and reallocation, its role and methods.

7. The profit and loss statement compilation on the grounds o 2/1 Lecture,practical

calculation of full and variable costs, prime costs. activities

8. The role of financial planning in the company / organization Lecture,practical

role. Theprinciples of budgeting activities

- Financial planning and control in the company, its goals

objectives o

- Budgeting and the budgeting process in the company

- Types of budgets in the company / organization

- The functional budgets, financial budgets and tdtadigets in the

company / organization.

9. Functional budgeting 2/1 Lecture,practical

- The nature and types dfinctionalbudgets activities

- The methods of functional budgeting.

10. Anancialbudgeting 2/1 Lecture,practical

- The natureof financial budgets activities

- Cash flow in the company and its preparation.

11.The nature and principles of totalidgeting. 2/1 Lecture,practical
activities

12.The methods ofotal budgeting. 2/1 Lecture,practical
activities

13 Calculation and analysis of the budget variance, buc 2/1 Lecture,practical

control: activities

- Management control systemsbudget control and variance

analysis

- Standart costing and variance analysis.

14. The nature ofales brealeven point its role and calculatian Lecture,practical

- The applied cost classification in calculating sales begak activities

point o

- The accounting model of sales breaken point

- The economic model of sales breaken point

- The calculation of sales breaken point.

15. Theanalysis ofsales brealeven point and its use in decisiof 2/1 Lecture,practical

making. activities

16.Decisions andecisioamaking inmanagement accounting. 2/1 Test

t NEGAAAZ2Y 2F | NI GA2yYI fdecisibrid N
- The goals and objectives of decisimaking

- Cost estimation and cost behaviorin the company / organizati
- Substantial costs and substantial revenues and their rol
decisionmaking

- Costvolume;profit analysis




- The use of the activibased calculation method in decision

making.

INDIVIDUAL WORK OFUMDENTS

Theme of the individual work

Tasks for the individual work

Volume (h)in
full time/
part time

studies

Expected results

The role of managemer
accounting in the company
organization, its goals an
objectives.

Revenues and benefits, as w
as expenses and costs in t
company, their nature and rol
in  management accounting
The aims of cost accounting
managemengccounting.
The cost classification in th
company / organization.

Tests are regularly revised.

18/26/32

The theoretical
tests passed

The use of the methods of
prime costing (calculation).

Tests are regularly revised.

8/10/16

Tasks

Functional, financial and total
budgeting.

Tests are regularly revised.

10/14/16

Tasks

Tha calculation and analysis @

sales brealeven point

Tests are regularly revised.

12/14/16

Tasks

Acknowledgement of the acquired study results

Knowledge Skills Competencies % of the final
evaluation
1. * 10
2. * * * 15
3. * * * 15
4. * * * 10
Exam * * * 50
LITERATURE
Basic literature M®/ 2f Ay albYWHABYSdi YR I 2a&i o)

H O
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Additional internet
resources and
other sources

1.Cost and Management Accountingthe Institute of Company Secretaries
India, File Type: PDFE Number of Page$92, Printed
2013http://www.freebookcentre.net/businesbooksdownload/Costand-
ManagementAccounting.html

2.James R. Martin, Ph.D., CMA, Psste Emeritus, University of South Flori
Gl yl3a3sSySyid ! 002dzyiAy3dyY [/ 2yO0OSLIiax
http://maaw.info/Chapterl.htm

3. Oxford Quick reference. Oxford Dictionary of Accoun#ghorative and
accessible coverage of all aspects of accounting. Oxford: Oxford Univers
Press. 2010.

4. Cost and Management Accountingthe Institute of Company Secretari
of Indig File Type: PDE Number of Page592, Printed
2013http://www.freebookcentre.net/businesbooksdownload/Costand
ManagementAccounting.html

pd® t SNA2RAOAY a. AflyOSésx aDNHVYI
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OFINANCIAL ANALYSISDAMANAGEMENT H / t 0 €

Total h(1 CP = 40 hours) 80

Lectures (hours)

Full time studies 16,
Part time studies 8

Seminars and practical activities Full time studies 16,
Part timestudies- 8
Individual works 4
Type of the test Exam
Course prerequisites -
Branch/subbranch of the science Economics
Theme Volume (h)in Form
full time/part (lectures,
time studies seminars,

practical
activities, tests)

1. The nature of financiainalysis and management, the analys

2/ Lecture,practica

methods, information and users. activities

2. The analysis of financial reporting dynamics (horizontal) an

Lecture,practica

structure (vertical). 21 activities

3. The liquidity analysis. 2/1 Lecture,practica
activities

4. The capital structure analysis. 2/1 Lecture,practica

activities



http://www.freebookcentre.net/business-books-download/Cost-and-Management-Accounting.html
http://www.freebookcentre.net/business-books-download/Cost-and-Management-Accounting.html
http://maaw.info/Chapter1.htm
http://www.freebookcentre.net/business-books-download/Cost-and-Management-Accounting.html
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5. The cosbenefit analysis. 2/1 Test
6. The analysis of turnover indicators. 2/1 Lecture,practica
activities
7. Market activity rates. 2/1 Lecture,practica
activities
8. Bankruptcy prediction. 2/ Test
9. Longerm investment efficiency indicators and management 2/1 Lecture,practica
activities
10. Receivables management in the company. 2/1 Lecture,practica
activities
11. Casmanagement. 2/1 Lecture,practica
activities
12. The cash flow analysis. 2/1 Lecture,practica
activities
13. The concept and nature of investment. 2/1 Lecture,practica
activities
14. Determination of investment efficiency. Lecture,practica
211 activities
15. Capital structure management in the company. 2/1 Lecture,practica
activities
16. Financial decisiemaking. 2/1 Lecture,practica
activities
INDIVIDUAL WORK OFUMDENTS
Theme of the individual work | Tasks for the individual work| Volume (h)in | Expected results
full time/
part time
studies
The theoretical review of .
. ) S . The theoretical
various financial indicators Tests are regularly revised. 18/26/32
: tests passed
(ratios).
Calculation of various financié 8/10/16
indicators (ratios) and .
Faasaaysyd 27 Tests are regularly revised. Tasks
financial position.
The cash flow analysis. Tests are regularly revised. 10/14/16 Tasks
Financial decisiemaking Tests are regularly revised. 12/14/16 Tasks

Acknowledgement of the acquired study results

Knowledge

Skills

Competencies

% of the final
evaluation




1. * 10

2. * * * 15

3. * * * 15

4, * * * 10

Exam * * * 50
LITERATURE

Basic literature

1.Axel Tracy. Ratio Anlysis Fundamentals: Howidd@ncial Ratios Can Allg
You to Analyse Any Business on the Planet. Bidi Capital Pty Ltd. 2012.
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Additional internet
resources and
other sources

1. Axel Tracy. Ratio Anlysis Fundamentals: How 17 Financial Ratios Can
You to Analyse Argusiness on the Planet. Bidi Capital Pty Ltd. 2012
2.Brealey R.A. Myers S.C. Marcus A.J. Fundamentals of Corporate Finan
Boston: McGraveHill/ Irwin, 2004.
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4. F.G. Burton, E.K.Jermakowicz. International financial reporting stang
2014

5.Finance for Executives. Managing for Value Creation. Hawawini&V|
2010. South Western CENGAGE Learning.

6.Financial Analysts Journal.
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2004.gada.

8.Glen Arnold. Corporate Financial Management. 4/E, Prentice Hall, 200§

9.Karen Schoenebeck, Mark Holtzman, Interpreting and Analyzing Finang

Statements, Paperback, 201&,g 2012, Paperback, 3pages ISBN13:

9780132746243 SBN10: 0132746247.
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13.Melville Alan. International Financial Reporting Practical Guide , 4t

edition. Harlow : Pearson. 2014.

14.Ross S.A., Westerfield R.W., Jaffe, J.F., & Robert€otp&ate Finance

2008. ¥'CanadianEd. McGraillRyerson. ISBN@Y-0965315.
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OTHE FINANCIAL SERVICES OF CREDIT INSTIGUWTIONS 0 €

Total h(1 CP = 40 hours)

80

Lectures (hours)

Full time studies 16,
Part time studies 8

Seminars and practical activities

Full time studies 16,
Part timestudies- 8

Individual works 2
Type of the test Exam
Course prerequisites -
Branch/subbranch of the science Economics
Theme Volume (h)in Form
full time/part (lectures,
time studies seminars,
practical
activities, tests)
1. The Eurosystem. The European Central Bank and the; bank 4/ Lecture,practica
dLatvijas Banka® ¢ K S Fy1l FT2NJ LydSNJ activities
2. Types of credit institutions and their classification in Latvia, 4/ Lecture,practica
their goals and objectives. activities
3. Types of the financial servicesavédit institutions and their 4/2 Test
classification
- Active and passive operations, their types;
- Mediatory operations, their types.
4. Types of the financial servicesas&ditinstitutions and their 4/2 Lecture,practica
classification activities
- The financial services for private persons;
- The financial services for legal entities.
5. Types of the financial servicesayédit institutions and their 4/2 Lecture,practica
classiftcation activities
- The financial services for wealthy cliemtst NRA @1 G S
services.
6. Credit, leasing and factoring as financial management tools 4/2 Lecture,practica
the companies. activities
7. The basic principles of crediting. The role of credit interest. 4/2 Lecture,practica
activities
8. The bank customer's creditworthiness and its determination, Lecture,practica
4/2 activities
INDIVIDUAL WORK OFRBDENTS
Theme of the individuailvork | Tasks for the individual work| Volume (h)in | Expected results
full time/
part time
studies
Legislation review. The analys .
2 g 0KS 2 3|<| Tests are regularly revised. 28/44/60 The theoretical
tests passed
documents.
Types of the financial services 20

of credit institutions and their Tests are regularly revised.

Tasks




| classification

Acknowledgement of the acquired study results

Knowledge Skills Competencies % of the final
evaluation
Tests * 25
Tasks * * * 25
Exam * * * 50
LITERATURE
Basic literature M® [Fd@A2Fad wSLlzmtA{lla fA]dzra

LASESYGAa npodmnodomdhpp ¢
HO [FG@A2Fa wSLldzmt Al a
LASESYlia mpdnp dmdpdpH ®

2. Brett King. Breaking banks: The Innovators, Rogues, and Stra
Rebooting Banking . Wiley. 2014. Copyright by John Wiley and Sons Sin
Pte. Ltd.

od [FG@A2ra . lFyll® ¢KS .yl 2F [
4. Thomas P.Fitclbictionary of Banking Terms (Barron's Busin
Dictionaries)6th edition.Paperback May 1, 2012.

5. William A.Scott. BANKING. Paperbddiarch 1, 2013.

fAldzya £t

resources and
other sources

Additional internet

1. Axel Tracy. Ratio Anlysis Fundamentals: Howithi@ncial Ratios Can Allg
You to Analyse Any Business on the Planet. Bidi Capital Pty Ltd. 2012
2.Aslund Anders & Dombrovskis V. How Latvia Came throught the Fin
Crisis (Washington: Peterson Institute for International Economics. 2011.
3BkseV912Y2YAll dzy olyllad woldl Y |
n® . NASRS L® . Ilyldz FAYlFIyadz LI {1 €l
5. Deborah K. Dilley. Essentials of Banking., Published by John Wiley §
Inc., Hoboken, New Jersey, 2008BN 97&-470-170885.

c® DIGINBE & dzdOd Df 2anNR2aVYISBN
9789984746104.
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9.Laurence Ball (Almor). Money, Banking, and Financial Markets, Printe(
United States of America, 2009, by Worth Publishers, Library of Con
Contol Numer: 2008926450, ISBN3: 9780-7167-59348.

10. Moorad Chouhdry. The Principles of Banklsg.Edition. 1SBI3: 978
0470825211, ISBMO: 0470825219, Wiley, 2012.

11. Ran Pelly. Payment Methods In International Trading. Avoid losing
payment or shipment (Import, exportWhat is international trading?).
MH® {l1a2y20F {@Sitlyl o . I-Wwodl RI
Y2YSNDoOIyYyldz a20An0OA2ka Yz2yadz dan
¢197 Ipp.:tab-. A 0 A 2 3 NB6Tph. 244 Nos. mIGBNDI829415.
13.Timothy W.Koch, S.Scott MacDonald. Bank management, Printed in {
States ofAmerica, 2010, 2007 South Western, Cengage Learning, Libr
Congress Contol Numer: 20099330687, ISBAN 9870-324-655780.
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OTHE INTERNATIONAL SETTLEMENTS IN THEOBANKSt 0 €

U E

Total h(1 CP = 40 hours)

80

Lectures (hours)

Full time studies 16,
Part time studies 8

Seminars and practical activities

Full time studies 16,
Part time studies 8

Individual works 4

Type of the test Exam

Course prerequisites -

Branch/subbranch of the science Economics

Theme Volume (h)in Form
full time/part (lectures,
time studies seminars,
practical

activities, tests)

1. The nature opayments and settlements and their role:

- Cash and nowash money, the general and the particular

- SWIFT (The Society for Worldwide Interbank Financial
Telecommunication) and its role in interbank settlements

- Correspondent accounts and their role

- Paymentsand their nature

- Three (3) key elements of the payment system

- The lifecycle of nowash payments.

2/1

Lecture,practica
activities

2 Paymentg;general aspects. (Typesmdyments Payment
instruments.):

- Paymentsand their classification

- Credit payments&nd debit payments

- Noncash payment instruments, their types

- The most frequently used payment instruments.

2/1

Lecture,practica
activities

3. Settlements¢ general aspects
- Settlementsand their classification
- The systems of settlementand theirclassification

2/1

Lecture,practica
activities

4. The Bank for International Settlements and central banks. T
9dzNR LISy [/ Sy d NI € .yl FYR GK
- The mission of the Bank for International Settlements
- The operation of the Bank for International Settlements
- The role of the European Central Bank and the [

a[rdgr2ra . FylléYo

2/1

Lecture,practica
activities



https://www.bis.org/
https://www.ecb.europa.eu/ecb/orga/escb/html/index.en.html
http://www.fktk.lv/lv/statistika/kreditiestades/ceturksna-parskati.html
https://www.bank.lv/statistika
http://www.lka.org.lv/lv/

5.. The Eurosystem Oversight Policy Framework. The role of t
Central Bank in oversigbf the payment and settlement system:

- The Eurosystem and its objectives

- The Eurosystem Oversight Policy Framework

- Oversightof the payment and settlement systems

- The securities settlement system andatgersight

- Oversightof the nortcash payment instruments circuit

- ¢KS NBfS 27T da versighit @ thegayment |

and settlement system.

2/1

Test

6. The payment systems in the Eurozone, the G10 countries al
all over the world:
- The Interbank payment way
- the payment systems in the world
- The settlement system in the Eurozone and the Gl
countries
- The use of larggalue payment systems
- The realtime gross settlement system (RTGS) in the worl
- The daily transactions in foreign currency and in derivat
markets all over the world.

2/1

Lecture,practica
activities

7. The payment systems in Latvia:

- ¢KS olyl a[l Gd9A 2 paymentsy | I £

- Types of transactions in Latvia

- Thegross settlement system and the net settlement syste

- The payment systems lratvia TARGET2atvia andECS
(Electronic Clearing System)

- Payment system participants

- Records of payment accounts.

2/1

Lecture,practica
activities

8. TheSingle Euro Payments ArésEPA):

- SEPASingle Euro Payments Aregsence

- SEPASingle Eur®ayments Areg@articipants

- SEPASingle Euro Payments Areappe of use

- SEPASingle Euro Payments Arealvantages and benefits
for bank customers

- SEPASingle Euro Payments Aregeration scheme

- Thebenefits from the use of SEPASingle Eur®ayments
Area)

- SEPASingle Euro Payments Aregeration scheme.

2/1

Test

9. The essence of the securities market and securities settlen
general aspects:

- The essence of the securities market

- The primary and secondary securities market

- The mediator irthe securities market, its role

- The securities settlements and settlement participants

- Nasdaq Baltic market

- The Latvian Central Depository and its significance

- The principles of financial instrument accounting

- Project: "Target2 Securities"

- The largesskecurities payment systems in Europe

- Interaction between security and cashless payment syst

- The main interaction models: Jnterface model and2.

integrated model

- The settlement period in transactions with securities

2/1

Lecture,practica
activities




- Securities settlements from a progeral point of view
- Securities clearing and payment procedures.

10.Payment card types. The payment systems of payment car 2/1 Lecture,practica
- Practical application of payment cards activities
- Popularity of payments with payment cards
- Payment cards - payment development in the historicq
timeline
- Payment card business (settlement) models
- Currency exchange transactions and payment ve
payment (PAYMENVERSUBAYMENT)
- Cash withdrawal from ATM
- Development of payments with payment cards.
11.Factoring and forfaiting. General aspects 2/1 Lecture,practica
- The nature of factoring and its role in internation activities
settlements
- The factoring operation scheme
- UNIDROIT Convention on International Factoring
- The nature of forfaiting and itgole in international
settlements
- Theforfaiting operation scheme
- ¢KS LYOGSNYFGA2Yy Lt [/ KIY0oSN]
ChwC! L¢LbDE o0} wC ynnoo
12. Cheques. Cheque accounts and cheque paymerilis.oB 2/1 Lecture,practica
exchange activities
- The nature and role of cheques in international settlemen
- The use of cheques, settlements by cheques
- Check cashing
- "Cheque Law" and its significance
- The advantages and disadvantages of the use of chequg
- Practical application of cheques in Latvia abdoad
- Traveler's cheques, their nature and practical application
- Bills of exchanggetheir nature and role in internationg
settlements.
13. Documentary collection (COLA&eneral aspects 2/1 Lecture,practica
- Documentary operations andodumentary collection as a activities
instrument in international settlements
- Documentary collectionthe nature of the transaction
- Documentary collectioncthe parties involved in  thg
transaction
- The documentary collection schematic representation
- The advantages mal disadvantages of documenta
collection
- The Uniform Rules of the International Chamber
Commercéd ICC Uniform Rules for Collections (URC 522
14. Letters of creditGeneral aspects Lecture,practica
- A letters of credit as an instrument in international activities
settlements
- The International Uniform Rules for documentary letters o

credit UCP 600/ ICC Uniform Customs and Practice
Documentary Credits UCP 600
- The international banking practice standards and th

importance (using thedocumentary Letter of Credit)




International Standard Banking Practice (ISBP)

- Establishing a Letter of Credit and operational scheme
the Letter of Credit

- Types ofétters of credit

15. Bank Guarantee&seneral aspects 2/1

- Bank Guaranteetheir nature, use and role imternational
settlements

- The Uniform Rules of the International Chamber
Commerceregulating the transactions wittugrantees- ICC
Demand Guarantee Rules (URDG 758)

Types of garanteesand their nature.

Lecture,practica
activities

16. Risks (Credit Risk, Liquidity Risk, Operational Risk, Legal 2/1
and Systemic Risk):
- Riskstheir nature, use and role iimternational settlements
- Types of risksi: Credit Risk, Liquidity RByerational Risk

Legal Risk and Systemic Risk.

Lecture,practica
activities

INDIVIDUAL WORK OFUDENTS

Tasks for the individual work| Volume (h)in

full time/

part time
studies

Theme of the individual work

Expected results

A theoretical review of laws

and other regulatory acts. 18/26/32

Tests are regularly revised.

The theoretical
tests passed

Payment systems in Latvia. 8/10/16

Securities settlements. Tests are regularly revised.

Tasks

Non-cash payment 10/14/16

: Testsare regularly revised.
instruments.

Tasks

12/14/16

Documentary settlements. Tests are regularly revised.

Tasks

Acknowledgement of the acquired study results

Knowledge Skills Competencies % of the final
evaluation
1. * 10
2. * * * 15
3. * * * 15
4. * * * 10
Exam * * * 50
LITERATURE
Basic literature L.[FdgA2la wSLlzotA{lFa fAldzya €Y
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Additional internet | 1. a A ST SNB . | Aol ® al {anadzydzwy BNI $4a

resources and
other sources

oFlylla FAYIlIyOdz {2y a-@tib9) @)Aps.dzabd, 21/ cin)
Bibliogr.: 159comMc n @8 f LILI® GOxFyadidzNAA 1120 NIt
LI NJ Y1 &adnadzydz {F NOdz | (6 oadresdss. [ ||
2. Ran Pelly. Payment Methods In International Trading Avoid losing
payment or shipment (Import, exportWhat is international trading?)[Kdlle
Edition], 2013.

3. Thomas H Ward MBA. Letters of Credit and Documentary Collection
Export and Import Guide Paperback, 2009, by Thomas H.Ward, MBA, |
of ControlCcongress Number 20089114489, ISBNLY78363-9277¢ 8.
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Settlementshttps://www.bis.org/
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Module
confirmed:

S.Polovko 28.10.2016.

Signature Name, Surname Date
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Module name in Latvian

Y2YSNORI Nbool

Module name in English

Entrepreneunship

Module name in Russian

" ch e a ™~ t ™ Em “Y

Yt

Study program{s, which is
offered study module

Business administration

Status (section A, B, C)

B

Number of credit points; CP
distribution in the compulsory
and optional part

4 CP compulsory part
10 CP optional part
(minimumc¢ 4 CP, maximurg 14 CP)

MODULE DEVELOPERS

Name, surname

Position, degree

Svetlana Polovko

Lecturer, Mg.Oec.

Y2zyadlydoya

{ I

Lecturer, Mg.Oec.

Ly n NI NI yiS

Lecturer, Mg.iur.

MODULE CONTENTS

Module compulsory part

Planning and launching of the business (4 CP)

Module optional part

Basics of insurance (5 CP)
Specifics of entrepreneunship in EU (5CP)

MODULE GOAL AND OBJECTIVES

Module goal

To provideinformation on business statip conditions and td
develop skills to explore business stag and developmen
opportunities.

Module objectives

1
1

1

To provide the students with knowledge of business stgut
legal aspects;

To acquaint students with business plannomportunitiesand
types;

To provide information on the specifics of the busin
environment and research methods;

To introduce students to business plan development sta
depending on the company's missionjsion, goals ang
objectives;

To build skills to navigate the company's development
creation.

Module language

Latvian, English, Russian

THE STUDY MODULE BES: KNOWLEDGE LE&| COMPETENCES

Knowledges 1 Professional business terms and definitions;
1 Basic knowledge of business planning ways and opportun
the analysis of company's financing sources and f{
planning, project development basics, manufacturing g
service organization planning, insua basics.
Skills 1 To be competent in business activity forms and apply th
F LILINBLINA F 6St@& G2 GKS O2YLN
1 To organize rendering higfuality custometoriented services;
1 To be able to use the business plan developm
methodology;
i To be able to organize, plan and manage the company
necessary resources.
Competences 1 The ability to study and analyze the business environment

[ ¢ L ¢



the factors that influence it;

1 The ability to draw up business plans and implement them
the company's activities;

1 The ability to coordinate and manage the implementation o
the project;

1 The ability to perform daily business transactions.

MODULE ABSTRACT

InLatvian (a2 Rdzf Aa @Stldota (12YSNORFNboola L
dzl ETYT2RI Nb ool & 22Yl & T AynOl ydz
LI dzZ3aGAYynOlyFrAZ oAl ySal LXnyl on
LIASS2Fa (1 2YSNORINboolad LINRPOSadz VY
Y2F2NNYTOFYLFA dzy LINBT SyGdTOlYylA®

In English | The module is dedicated to the study of the methodology and technique
business planning, to expansion of knowledge in the business field, to the
of essence, objectives and content of the business plan sections, to the st
modern approaches tousiness process modeling, arranging and presenta
of a business plan.

INRussian|: o = x T'E com Y e om 0 e (@) a t o "_0g
c ™ e h o e “’Yz <h”"m' h“ e< O e’"<e
® Yt ’ "\’E;omz S Txo *e <’O*mx "‘e‘o’mt’“*omz_
c:"""e’:z mm"\**o*’”e <’O*mo h a eé*gh_c
c ho c . mmo*“ h o< o hﬁa ’“:e . (@) .c"’“"t:<eh’”<<a)mt"" ) -

SUMMARY OF THE MODULE PLAN AND CONTENTS

MODULE COMPULSORYRFPA

ot [ ! bbLbD !IbED[HC b9 on /|

Total number of hours(1 cP = 40 hours.)

160

Number of lecturer hours

Full time studies 22,
Part time studies 12

Number of seminars or practical training hours

Full time studies42,
Part time studies 20

Number of independent works

8

Testingform / -s

Exam

Background knowledge

Basics of economics,
Accounting, Taxes and fees

Science branchsubbranch Economics
Theme Volume (h)in Type
full time/part (Lectures,
time studies seminars,
practical
training, tests)
1. Introduction to business. Terminology. 1/0,5 Lecture,




2. Business process participants, their interests. Busit 1/0,5 Lecture,
functions. Practical
training
3. The company's business activity planning types, goals 2/1 Lecture,
objectives. Types of plans. Practical
training
4. A business plan, its goals and functions. The stages of bus 2/1 Lecture,
plan development. Practical
training
5. The statutory acts regulating business activitity. Establishm 4/2 Lecture
of a commercial company/ association and the company .
foundation agreementThe forms of commercial companies P"’?"F‘C""'
e 1 : training
as specified in the Commercial Law.
6. Establitment of a commercial company/ association and itg 2/1 Lecture,
registration. Practical
training
7. The laws and regulations governing labour relationships. 2/1 Lecture,
employment contract and the principles of entering into Practical
contract. training
8. The royalty agreement and the company's contract 2/1 Lecture,
Practical
training
9. The methods of ideas generation. 2/1 Lecture,
Practical
training
10. Information about the company, the choice of its location. 2/1 Lecture,
Practical
training
11.The planned product or service. 2/1 Lecture,
Practical
training
12 Information about the company's potential 2/1 Lecture,
Practical
training
13. Competitor identification and analysis 2/1 Lecture,
Practical
training
14. Supply market research and selection 2/1 Lecture,
Practical
training
15. Consumer market planning 2/1 Lecture,
Practical
training
16. Factors of external environment 2/1 Lecture,
Practical
training
17 Sales volume and turnover planning 2/1 Lecture,
Practical
training
18 Development of a productioservices) plan 2/1 Lecture,
Practical

training




19The establishment of organizational structure, the necessal 2/1 Lecture,
staff search. Practical
training

20.Wages fund planning 2/1 Lecture,
Practical

training

21.Development of a marketing plan and its application for the 2/1 Lecture,
O2YLI yéQa ySSRao Practical
training

22 Business risk detection 2/1 Lecture,
Practical

training

23.Preproduction cost calculation 2/1 Lecture,
Practical

training

24.The necessary resources for organization of production or 2/1 Lecture,
rendering services, their cost calculation. Practical
training

25.Creating a balance 2/1 Lecture,
Practical

training

26.Preparation of a cash flow plan 2/1 Lecture,
Practical

training

27 Calculation of breakven point for the planned company. 2/1 Lecture,
Practical

training

28.¢ KS O2YLJl yeQa OGA@AGe Lk 2/1 Lecture,
Practical

training

29.The types of the company's development strategy and thei 2/1 Lecture,
necessity. Practical
training

30.The choice of strategy. 2/1 Lecture,
Practical

training

31.Development of the company's strategic plan. 2/1 Lecture,
Practical

training

32.The requirements for business plan design. Managemen 2/1 Lecture,
the business plan presentation for potential investors. Practical
training

¢19 {¢! 59bNDENT WORE 9t O

Theme of the individual work| Tasks for the individual work| Volume (h)in

The expected

full time/ results
part time
studies

All themes of the study cours The studies of literature 26/58/90 The theoretical

sources and methodologic

part of the exam




resources passed
The statement of a newly The statement of a newly 8 Students
established company goals, | established company goals, understand the
vision, mission. vision, mission. Description basic principles
and feasibility of a new idea. of the company
establishment,
importance of
idea generation
and selection.
Establishment of the Development of the company 10 Students acquirg
company. establishment documents. skills in drawing
up the
O2YLI ye&(
up documents.
Drawing up a new product or| Drawing up a new product or 8 To acquire skills
service production plan. service produgon plan. to choose and
use the
appropriate
planning
methods
Financial calculations. Financial calculations and 10 To acquire skills
analysis of the results to perform
obtained. financial
calculations and
to analyze the
results
obtained.
Development of a strategic |5 STAYAGA2Y 27 8 To acquire skills
plan. goals and development of a to define the
strategic plan. O2YL) yeé
and to develop
a strategic plan.
Development of a marketing 10 To acquire skills
plan. to to choose the
The choice dfuitable suitable
marketing tools for the needs marketing tools
of the company and for the needs of
development of a marketing the company
plan. and to develop
a marketing
plan.
Development of an 8 To acquire skillg
employment cotract. Development of an to develop the
agreement with the staff st_aﬁ documents
in accordance
with legislation.
Business plan Development and 8 Improved _
. : knowledge, skillg
presentation of a business and

plan.

competences.




Acknowledgement of the acquired study results

Knowledge | Skills Competences % from Exam
1. * * 10
2. * * * 5
3. * * * 10
4. * * * 5
5. * * * 10
6. * * * 5
7. * * * 5
8. * * * 10
Exam * * * 40
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{¢! 5, ahb5! [ 9 aa!b! D9a9b¢c¢
The title of the module in tF Roo |
Latvian B
The title of the module in
English Management
The title of the modulein | ., . ~ |

Russian

-

Study programmes that
offer this study module

Business Administration

Status(A, B, C part)

B

Credit points; distribution of
CP in the mandatory and
elective part

6 CP in mandatory part, 10 CP in elective part

The authors of the modules

Name, surname

Position, degree

Inta Kulberga

Docent, Dr.sc.admin.

b2NXdzyRa Dni

Docent, Dr.sc.ing.

Lector, master degree in social management

%
LynNI tF NhRYAS
o

P'AQDFNER YIFEYAEQ

Lector, master degree in business management

The content of the module

Organization management (2 CP)

Mandatory part of the
module:

Personel managemer2 CP)

Logisticg2 CP)

Elective part of the module:

The aim and objectives of the module

Aim of the module

To provide knowledge of the organization's managem
processes and to develop skills to plan and organize the comp
activities, coordinateand monitor the company's processes.

The objectives of the
module

To provide knowledge about the organization as a contro
adaidtsSyzr G2 o0dAfR (GKS o0dzaAy§
competences;

1 To provide knowledge of the personnel managemioretical
and practical issues, to raise awareness of the importanc
human resources in the organization and strategic planning
provide inspiration for qualitative human resources managem
and the company's personnel poliayaking, improving sidents'
skills and competences of the labour relations and business
regulations application;

To develop skills to coordinate the procurement, sales
production processes, to adapt to unplanned changes, to ag
the risks and develop the compelkgreventive measures;

1 To develop a strategy for the development of the company
implement it.

The language of the module

Latvian, English, Russian

59



LEARNING OUTCOMESIBIE MODULE: KNOWLHE)GKILLS; COMPETHSC

Knowledge

T
1

=a A

E R

the basic principles aghodern management theory;
business process management functional componen
and their interrelationship;

theoretical aspects of the personnel management syster|
the personnel management policies, strategies ar
trends;

the basic principles of building theorganizational
structure;

the personnel management rules and procedures;
developing and implementing projects;

and understanding of planned and unplanned change
processes and their peculiarities

the change management techniques and methods
riskmanagement;

procurement and logistics flow management.

Skills

= (=4 =4 =9

G2 RSTAYyS GKS O2YLlyeéeQa |
O2YLIX ALYyOS gA0GK GKS 26y SN
to compile, approve, correct and improve the company's|
business plans;

todevelopiil KS aeaidsSy 2T GKS O
and follow its implementation;

to plan efficiently and organize their own (as a potential
manager) work;

to apply the latest forms of work and responsibilitie
organization;

to use their theoretical knowledgand practical skills for
the implementation of the personnel managemen
system in the public administration and busines
structures;

to manage all personnel related issues (along with th
traditional lecture classes it is planned to use discussio
case studies, team work and other active learnin
methods);

being based on the theoretical knowledge, to be able to
analyze the ongoing management processes during the
planned and unplanned changes;

toanalyze changes impact and measures to be taken to
identify risks and problems

to develop solutions to challenges, when deciding on thg
appropriate strategymaking during the processes of
change.

Competencies

to be able and know how to organize their profession
work, using efficient techniques amdethods;

to put into practice and organize the personneg
management administrative = measures, personng
management strategy and policgaking;

to be able and know how to carry out personnel recorq
management;

to be able to apply the theoretical knowledgedapractical




altAftta Ay GKS O2YLIyeQa O
control processes

1 to be able to prepare basic information for the

management of the company for decistamaking of short

and longterm nature, to implement the change action
plan;

to be able to argue the results obtaingd

to be able to assess the real economic and busine

situation during the unplanned changes.

1 to take responsibility for the decisions taken along wit
failures and the results achieved,

1 to formulate and implementspecific business goals
which are linked to the company's owners state
strategy;

1 to be able to evaluate the decisianaking significance in
the company's management processes.

= =4

Annotation of the module

In Latvian

1 LJAnaidz2Gd OFRool a WSRdATRI HABERSIY G
LINE OS&AASY dd gTYdzYnd <+ Roodol & Y 2
12YSNORI Nbool a aLISOAnt Aaldz O Ro
12YLISGSyO0Sa AT GSARSA dzy Gnftnll A |
I {1 GdzZetlAdE TSia20na GS2NJGAalna dzy LI
A0NYzl nNBASYyoodz @ Roodol & 21 dzin 2dz
FLIANOIYl & adtddzRT220AS GFNJa 1 9FftA
2l dzinadzydza aSOA AYASABGTIACy 2 eazy
G Rool & LIN}Yavedz @SAR20Fyla LI Yl Gl

In English

Having learned the module "Management” the students will have

opportunity to gain knowledge of management processes in the enterprise
module "Management" islesigned to improve knowledge in management fi
and to create and further develop the leader's competences for specialig
business / commercial activities. Students will have the opportunity to gain
and update existing theoretical and practicahokvledge in the area o
organization's management and its structural subdivisions. After masterin
elective parts of the module, students will be able to settle the issues conng
with management functions in the field of interest, as well as toagebverview
of the basic improvement principles of their management skills.

In Russian
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The planand the content of the module

MANDATORY PART OFEMMODULE

dGhwD! bL%! ¢Lhb @&#h b tD®&9b ¢

Total h(1 CP = 40 academic hours)

80

Lecture h

Full time studies 19,
Part time studies 9

Seminars and practical activities Full time studies13,
Part time studies 7
Individual works 4
Type of the test Exam
Course prerequisites -
Branch/subbranch of the science Management
Theme Volume (h)in Form
full time/part (lectures,
time studies seminars,
practical
activities, tests)
1. Basic conceptsf the management theory
1.1. Management functions and their characteristics.
L 2/1 Lecture
1.2. The main principles of the management process.
1. 3. The management and manageable system.
H® ¢KS SY@ANRBYYSyYyGlrt FI Ol2NER
2.1. The business activity environment characteristics. Lecture
2.2. The businessiendly environment. 2/1 o
e : seminar
2.3. The organization's management internal and external
environmental impact factors.
3. The essence ofﬁthe grganization 3 o 2/1 Lecture
3.1.Theortg YAl | UA2Y Qa OKIF NJ OU SN .
OOHD CKS 2NEFYATFGA2YQAEATFS practical
o activities
3.3. Organizational structures
4. Modern organization models 2/1 Lecture,
4.1. The organization's management model types. practical
nNdHd ¢KS LINRYOALX Sa 2F GKS activities
system.
ndod ¢KS O2y GSYLRNINE FSI {dzN
management process.
5. The organization's management methods 2/1 Lecture,
5.1. The characteristics of the management decisions. seminar
5.2. The management decisimmaking process.
5.3. The methods of management decisioaking.
cd® ¢KS 2NBFIYATIFIGA2YQa a i NI G 2/1
6.1. The organizational environment ¢fagegic management.
. . Test
6.2. The main stages of strategic development.
6.3 The stages of the strategy development process.
Td ¢KS 2NEBFYATFGA2YyQa I Ol A g 2/1 Lecture,
7.1. Characteristics and organization of the planning process. practical
7.2. The strategy of planning. activities
7.3. The peculiarities and specifics of strategic planning.




8. A manager in the organization's management system Lecture,
y®m® / KIE NI OGSNAaidAOa 2F¥ UKS o seminar
8.2. The organizationdINRA y OA LI S a 2F¥ UKS

ydod ¢KS ljdzZ- t Adeé Y2RSt 2F 0

9. The personnel in the organization's management system 2/1 Lecture,
9.1. The factors influencing the personnel management. practical
9.2. The personnel selection, assessment and control. activities
9.3. Communication and the communication system organizati

management.

10. The control process and the controlling system in the 2/1 Lecture,
2NBFYATFGA2Yy Q4 YIyl3aSySyi practical
10.1.The concept and performance criteria of the control proce activities
10.2. The essence and objectives of controlling.

10.3. ©ntrolling activity areas.

11. Leadership in the organization's management system. 2/1 Lecture
MMOMd ¢KS fSFRSNRaA NRtS | yR

management process.

11.2. Leader's authority as an impact factor.

11.3. The Code of Business Conduct.

12. The types of power and management styles in the 2/1 Lecture
2 NH | y A imhnddgereyitPracess.

12.1. The types of power as the awareness of the manageme

process and its implementation.

12.2. Management styles and business ethics.

MHPOo® ¢KS O0SKIF@A2dzNJ St SYSyia

process.

13.Conflict and stress management in the organization 2/1

13.1. The causes of conflicts and their types.

13.2. Conflict resolution methods. Lecture
13.3. Stressors and stress showing in the organization's

management process.

14. A business strategy intBeNH I YA T | G A2y Qa Lecture,
14.1. Development of the organization's strategic policy. practical
MndPHDd ¢KS Y2RSt& YR daokKz22f 2/1 activities
14.3. Strategic decisiovi { Ay 3 adet Sa Ay

management process.

15. Risk management in the system of organizations. 2/1 Lecture,
MpOM® wAa|l OflFaaAFTFAOFIGAZY Iy practical
management process. activities
15.2. Risk prevention and neutralization.

15.3. The methods of quantitative risk analysis.

Mmc® vdzZ- fAGe YIyYyF3aSYSyd Ay (K 2/1 Lecture,
system. practical
16.1. The concept of quality and the management system. activities

16.2. Quality management strategy.

16.3. Standardization of quality management system.

INDIVIDUAL WORK OFUDENTS

Theme of the individual work| Tasks for the individual work | Volume (h)in

full time/
part time

Expected result




studies
The studies of literature The final test
All themes of the study cours| sources and methodologici 12/28/44 passed
resources

1. Management Test with an assessment mark 8

) Knowledge chec}
functions and methods

2. The types of the To develop the organizational 10 The

management models an( structure alternatives for their organizational
organizations. The newly created company, to structure of
organizational structure | make choices and to justify their newly
them. created
company.

3. Controlling To develop the company's 10 The project of
controlling system objectives the controlling
and activity areas. system

4. The management Test with an assessment mark 8

- Knowledge chec}
decisions

Acknowledgement of the acquired study results

Knowledge | Skills Competencies % of the final
evaluation
1. X 10
2. X X X 20
3. X X X 20
4. X 10
Exam X 40
LITERATURE
Basic literature 1. t N} dzRS +® a Sy SROWYSIIIVE & daNAHRNGHSY | Hi
2. t N} dzRS + @ a Sy SROWSHUiteR012-B@Np. Y |
34" U & g elated o, yeepd ™!y
Additional internet | 1. ¢ SYLJX SN& w aSYBRDYBYHRGI X & RAFHP &
resources and 2. Hill Charles W. Strategic Management. An Integrated Approa&c
other sources Houghton Mifflin Company, 2008491 p.
3. ."ha em_ s g mo e WO_A%BQ@mHtﬂhM
4, {hx __ h ) Zq2e0<m°_’~a"(ye tC @ CTETYR ™Mt adm N
at Ow{ hb9[ [ abb!DBadb¢c¢
Total h(1 CP = 40 academic hours) 80

Lecture h

Full time studies 16,
Part time studies 8

Seminars and practical activities

Full time studies16,
Part time studies 8




Individual works 4
Type of the test Exam
Course prerequisites -
Branch/subbranch of the science Management
Theme Volume (h)in Form
full time/part (lectures,
time studies seminars,
practical
activities, tests)
1 Role of human resources management in organisations 4/2
1.1 Nature and trends of human resources management
1.2 Policy, strategy and procedures of human resources Lecture,
management seminar
1.3 Fields and functions of human resources management
1.4 Decision making process
2 Planning of human resources 4/2
2.1 Goals and objectives of human resources planning
2.2 Necessity of human resources planning Lect_ure,
) seminar
2.3 Process of human resources planning
2.4 Informative support of human resources planning
3 Recruitment of human resources, stages of selection 4/2
3.1Personnel search, its nature and requirements for applicant
. . : Lecture,
3.2 Methods of personnel attraction and selection, planning of .
" . seminar
competitions for vacancies
3.3 Evaluation of applicants and their appropriateness
4 Personnel integration itompanies, record keeping of human 4/2 Lecture,
resources seminar
4.1 Adaptation of new employees
4.2 Administration of human resources records
5 Teambuilding 4/2 Lecture,
5.1 Basic principles of teabuilding seminar
5.2 Culture of communication in companies
pd®o LYLINRGSYSyYy(d 2F SYLI28SSa
6 Motivation of employees 4/2
6.1 Essence of motivatior1 ) S Lecture
chPu [/ tFTAaAFTAOLIUAZ2Y 2F Y2UAQL O !
cho al af200a (KS2NE 2F ySSRa seminar
6.4 Motivation in practice
7 Control mechanisms in companies and competency base 4/2
approach within human resources management
. Lecture,
7.1 Control mechanisms seminar
7.2 Competency based approach
7.3 Evaluation of personnel and their execution of duties
8 Payment systemntraining and career planning 4/2 Lecture,
8.1 Development of the payment system seminar
8.2 Planning of training and career development

INDIVIDUAL WORK OFUDENTS

Theme of the individual work| Tasks for the individual work | Volume (h)in | Expected result

full time/




part time

studies
The  studies of literature The final test

All themes of the study cours| sources and methodologici 12/28/44 passed

resources

1.The@ YLIJI ye Qa o/The@ YLI yé Qa oA 8 Written
personnel management | & - - - € LISNA 2 VY homework and
policy and strategic activity policy and strategic activity presentation
areas areas

(Seminar paper presentation)

2. The competition The competition procedure 8 Written
procedure organization fol organization for the vacant homework and
the vacant work posts in | work posts in the company presentation
the company (institution) | 6 A y & G A  dz{SEn@inAd

paper presentation)

3. The personnel records Testq analysis of the situatiot 10 Prepared orders,
documents preparation the personnel records refusal letters for

documents preparation applicants

4. Motivation Essay "We are all motivated 10 Written

and would want to be praised!” homework

(CICERO)

Acknowledgement of the acquired study results

Knowledge | Skills Competencies % of the final
evaluation
1. X X X 15
2. X X X 15
3 X X X 15
4. X X X 15
Exam X 40
LITERATURE
Basic literature 1.+2NRy6dzl L® t SNE2Yynftl @FRool ®
2.%0t 008 [ ® WANEZ2WARIY AGH Do avldY ¢ dz)
2013.
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resources and L%a! b¢hR[! bSAOtna LYF2N¥nOA2l &
other sources 2. | dzil 2 NYz (Ha@nfard Busioeg€sReview)! YA -¢ t ! w

R{ASGAOt na
3. Autoru] 2f Syl wwa w! {
LI al dzf Sa
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OARYBEGAOPRENEBT¥®HNN N O

a RASYSa
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10.
11.
12.

13.

14.

15.
16.
17.

18.
19.
20.

21.
22.

23.
24.
25.
26.
27.
28.

29.

30.

31.

32.
33.

34.
35.

36.
37.
38.

| dzii 2 Ndz .RA I Sy @ a ZEarinks atiphsaled bizngsa
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Autoru] 2 £ S{ G B dz dzy 1 2 yHatvard BusigesSA &
Review on).

woY [ASGAOtna LYF2N¥nOA2l & RAS
Belbins R.MereditsY 2 YI Y Rdz f 2Yl a] RENDOPR S
LYFT2NX¥YnOA2la RASySaidas uwnnopod
.21 dzYda %oIX C2Nl YRA Lo ¢RSKameéhy, n f
2000.

AO2FI ! X . A 02 FilcR:'D®NoyoS2008a YSy
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ARSNB 50® Yn ATl dzRT T (as dieoeRsS 20083
RS A NBo RSSON®S6 | dzy[ AYSRGIAAGA nnGBA aLIysF 20N\d
2007.
Elearnz  Ro G | MahhggriehtExtraR.{ A SGA Ot na |
dienests, 2009.
90Sy @It RS L tSNB2Ynftl Fiflas$s
2007.
90SYy @It RS L® t SNEK&Yn&aBNILINNERAA
9T SN Lo [ ASiMultheorBIA]200Y.dzy A { n OA 2t
C2N}YyR&a Lo tFfolda LISNER2Ynf |l &LJ
2007.
CTtlI @& 9dDd Y2y Tt Al (AcRRDeNNdDWO,2008.
DFENX S22 wo [/ Af OcWblAG Sy @¥niva YA S
DFNI S2F wdX +ARYSNBE ad tarAkKz2f 2
S 1 2y 2 YR.:Rakad, 2000.
DFNX S2F !'®@ 5FNbazx 2NHFYyAT nOA2l
Geiselharts RR., Hofmane dzNJ I NI I Y& { (GqRSDBel
Novo, 2003.
DN} 02yS [® [/ Af@TINBadzNEdz aid NI
D2dz YSy&a 5@ ¢+ @l Syz20A2yntn Ay
| St SNE wod = Ro 6 i¢R.yZvaigknd ABCR2004.4 3 NJ
SY R 5 + S A | a4 YR::ZvaigZRd ABB, 2002 NH
| S&41S | ® 5FNba 12YFIYyRnd woyY %G
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1 2RIzZYVai§2¥ie?\BC, 20009.
¢ dX [ AfMedi2 N& ¢ 3 I wRYwbRIl wa
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B ad t SNE2ynf YSYSROYSyiGa dz
a¢CdzNbol € HnNnnAno
KembelsDWI Sa SaYdz LINAS|{OyKS{yeae3dly
1997.

[LGAO80a +o [HBSROOY KBS AT NBHH
LeiblingsMb 2 {1 F Ao XyYn&F KN aGASa | NJ RI
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39.
40.

41.
42.
43.

44,
45,

46.
47.

48.
49.
50.
51.

52.
53.

54.

55.

56.

57.

58.

59.

60.
61.

62.
63.
64.
65.

66.
67.

68.

69.

t Al SNAWRAIZ tySGa{l&NIF gl ax {2y Fft Al
tA1SNmy3| t ® téthynfl g RoolY
LIhynld OTE WY MBEHA weid &® | LJAnR
t N} dzRS = o asySRovsyu MPDNH Y @
t NI dzRS +® aSySROYSyi{i& Hd DNhYL!

t N} dzZRS X . SuvuéArl120a Wd aSySRO
1996.

wSEfS +® hNBFYATnOAZdz LIAAKZE 2f
wWSYfS +d® anaRASYydz ewWdEBINWIAIT wOARBAL
2007.

wSYyfS +o t SNAzWodld WIAKPERARE
{LISYyaSNa [P 5FNDI 12YLISGSyOSao
Aa9ANR t SNA2YNf &6 HAMMO

{ Lzt £ S & t NFJ1dAa]lERYE LISINEEYIn €

2004.
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+olayl !'® tSNA2Yntl @FRool® wo

M. Armstrong. A. Handbook of employee reward management and
practice. 2th ed¢ London. Kogan Page. 2007.

Dictionary of Human Resources and Personnel Management. 3rd e
London. Peter Collin Publishing.2006.

Haslam, S. Alexander. Psychology in organizations: The Social Iden
Approach. London. Sage Publications.2004.
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Total h(1 CP = 40 academic hours)

80

Lecture h

Full time studies 16,
Part timestudies- 8

Seminars and practical activities

Full time studies16,
Part time studies 8

Individual works

4

Type of the test

Exam

Course prerequisites

Organization management

Branch/subbranch of the science

Management

Theme

Volume (h)in] Form




