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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 programme - "Business
administration" for the preparation of business specialists. This programme is offered by the
College since 2009.

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

The development strategy of the field of study is closely related with the development
strategy of Christian leadership College (hereinafter - CLC).

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

e Priorities set out by the founder of CLC - Baptist Congregation Union of Latvia;

e Goals set forth by the management of CLC - the board and the council;

e Internal and external quality assessment results of CLC operation.

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

e Develop and implement 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;

e Provide students with an opportunity to prepare for further education in order to
acquire second level professional higher education and level five professional
qualification.

[ ]

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

e 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;

e 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 programmes 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 Latvia until 2030 (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 competency, knowledge 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 standard, but 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 attitude towards work and society at large. The higher
contribution to the national economy may be yielded by well-educated and prepare
specialists who give equally high regard for their responsibility towards the society and
implement their professional activity 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 acquired that form competency,
but also rears the up-and-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 understanding 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":

e The higher education system of the Republic of Latvia shall be unable to
function while serving only domestic students (64§, page 16)

e The goal of a 21st Century education system is to strengthen the skills of the
individual in continuous learning and acquisition of innovations. (67§, page 17)

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

e Higher education institutions may also have programmes taking place
exclusively in e-environment. (94 §; page 22.)

| 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 the expert

Isustainable 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 E-site containing the said explanation in English and Latvian)

On 18th June, 2013, the accreditation commission of fields of study entered the following

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 a2 year 2 year framework | 2 year framework
recommendations | framework

Recommendations by the accreditation commission:

° develop the programme by integrating the modules of social work and real 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 link with 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 management and

external experts, a study programme development plan for 2014 - 2020 was developed in 2013

and subsequently approved by the board meeting.

The development plan of the field of study of "Leadership, administration and real estate management" by the

Foundation "Kristiga Vadibas Koledza" 2
for 2014 - 2020

Direction of
development

Tasks

Improvement of
programme content

Improve interal quality assurance measures (employer, teaching staff and
student annual surveys);

Assurance of the internal audit for the study programme (inter-subject links,
succession of study courses, refreshing of the content) on the basis of the
internal quality assessment measures; requirements of the labour market and
business specialist trade standard;

Optimisation of the learning internship programme in line with the
requirements of the labour market and internship post opportunities;

Annual assessment of the programme content and refection of the changes in
self-assessment statements.

Improvement of the

Improve the study course programmes (improvement of study content by

2 Approved in the CLC Board meeting No. 44/2013




study process including information on recent studies) and ensure a timely available thereof
via moodle.kvk.lv;
2. Continuously improve the knowledge assessment system by encouraging
objectivity and promptness;
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 lecture
materials and publication of the same on moodle.kvk.lv;
5. Ensure continuous and intensive inter-subject 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 documentation and
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 (quest lecturers, lectures by CLC
lecturers in other HEI);
11. Provision of co participation for the students in the research work of CLC;
12. Assessment of the study process in cooperation with other HEIs;
13. Development of cooperation with similar HEIs in Latvia and abroad. In the
framework of cooperation, assess the study process in the framework of
Business administration study programme.
Improvement an 1. Replenish the library funds with the most recent learning aids and reference
development of the materials; ' . S '
study environment 2. Concllude new cooperatlgn agreements with academic libraries in Latvia,
Ukraine, Belarus and Russia;
3. Provide students with access to the books issued by CLC in an electronic
format;
4. While motivating the teaching staff, continue development of new study
materials and ensure availability of the same via moodle.kvk.lv;
5. Continue improvement of the technical aids necessary for the study process;
6. Repair and maintain a good technical and hygienic order of all recreational,
teaching staff, maintenance and hygiene premises;
7. Constantly improve document exchange scheme in an effort to ensure a
timely and quality receipt of information, including electronically;
8. Conduct regular research of the student and graduate satisfaction with the
study process and study outcomes.
Study 1. Offer further education opportunities at CLC for the graduates of the Business
programme administration programme;
graduates 2. Provide graduates with hands-on support in the establishment of own business
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, Belarus
and Russia;
Cooperation with 1. Strength cooperation with domestic and foreign HEIs. Forecast the mobility
other HEIs, legal and and research activity of the students and teaching staff within the framework
private entities. of the coop erqtion; L . .
2. Attract donations for the support of the student studies in cooperation with
legal and private entities.
A new study 1. Itis 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 CLC management is
administration and expected upon developing the BA study programme and by facilitating

real estate cooperation with other domestic and foreign HEls in the framework thereof.

management"

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

Regular performance 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 employers hold a positive 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 of the 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 threats for the field of study

Strengths of the field 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 developing 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 work and study at the same time (part-time
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 topical and 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 pre-existing knowledge among 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 co-participation in international projects;
3. To make use Erasmus+ possibilities;



4, Increase the attractiveness 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 knowledge
with match the actual situation;

6. Continue development of the e-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 with state 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

The internal quality assurance mechanism of CLC operates on the basis of the 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 aids and study
documentation of the foundation "Kristiga Vadibas Koledza" (approved by director's decree

on 16th February, 2011 - Annex 8);

1.3. CLC submits annual reports to the Congress of its founder - Baptist

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 of its internal quality mechanism on the basis of
"Standards and Guidelines of the European Network for Quality Assurance in Higher Education”
(ENQA) (http://www.enqga.eu/pubs_esg.lasso). The objective of CLC is gradually organise its
operation and study process in 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 paper form. 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 in line with the 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 Service
register on teaching staff (http://www.ikvd.gov.lv/akademiska-personala-registrs.html).

The College understands that each of its student and graduate serves as a business card for

the College which will in the most direct form reflect on the operational 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 for
the nomenclature, methodological 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 number of tools:
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 operation of the
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 employers are 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 with the use of both printed-out 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. The College staff 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 College are being prepared for the
specific trade. (Annex 5)

Discussions: Deputy 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, study 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 programmes analyse 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 shortcomings, 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 in
the previously identified 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 quality service 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 year 2014 - 2015, in order to be able to measure expected reults of study
programmes and courses in a more specific and accurate manner. In the study year 2015-2016 the
modules’ system was created, we are working on the learning outcomes mapping.

I 1.7. Courses available 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:

= student tuition fee,
= founder's financial means,
] donations by private and legal entities,

= 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 premises and furnishing of new
study premises as well as equipping the said premises with the necessary technical means in order
to ensure an up-to-date study environment in auditoriums and to enable remote transmission of
lectures.

Currently, the college has study auditoriums in Laéplésa street 37 and the Agreement with
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 300 - 400 students with a large proportion of domestic students.

Each auditorium is provided with audio-visual solutions for provision of a quality study
work. The infrastructure development plan provides that until the end of the 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 aids developed by the lecturers of the College and to gradually
complement the said with aids in Latvian, English and Russian. The said moodle system enables a
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 College combinable with one's
professional career and that the studies would be available in Latvian, English and Russian
speaking parts of the world. Considering the given development plan, the College does not set a
priority for establishment of branches unless such action is necessitated by development
opportunities of the College work abroad.

The study programmes are implemented in CLC premises on Lacplésa street 37, Riga. For
the operational purposes, the founder of CLC has assigned the former a right to use premises in
size of 620m? as 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 4000m? and the property of Lacplésa street 37, in Riga
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 library, reading 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 photo copying 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 with other libraries.

The college provides appropriate study, recreational and social conditions by creating an
encouraging study environment. A recreational room is available for study purposes, in which
students may serve themselves with hot drinks and light snacks 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, lamination etc.

The College provides informational 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 consultations. In the understanding of the College
management, each student and graduate serves as a business card for the College thus it is the
task of the former to ensure the welfare and awareness of students throughout the course of the
studies. In the meantime, the students that are learning business via the business incubator "Kiwi"
are offered an opportunity to receive free hands-on as well as theoretical support for
establishment of own business.

In November 2012, a cooperation agreement was concluded with Riga Technical University
(RTU) - to develop and implement an E-learning 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, the teaching and administrative staff of CLC attended training on
the use of E-learning 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 and administrator via e-mail 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 2012 - 2013, the BA programme of CLC has concluded the
following cooperation agreements on the implementation of the study programme (Annex 8):

° Alberta Koledza;

. Biznesa vadibas koledza;

° LeTourneau University;

° SIA Baltijas Starptautiska akadémija.

Professional correspondence is being exchanged with a higher education institution in
Norway: Norwegian School of Leadership and Theology (HLT)(http://hoyskolen.org/) on
cooperation with opportunities for graduates study in second level professional 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 from US - Peter Alle. P. Alle has many
years of experience in companies like 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 education institutions, 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, foreign 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/

I 1.9. List of study programmes

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

1.10. List of teaching staff involved in the implementation 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 lecturers, 5 of which (29,4%)
have a PhD, another 12 have a master's degree in the respective discipline. The study programme
employs a highly qualified teaching staff.

The teaching staff is selected for the programme with regard to the relevant scientific
disciplines and 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 be able to contribute to
research, establishment and management of study courses, projects etc. The selection is based on
the principles of education ecology: formation and development of a heterogeneous (education,
experience, age and gender-wise) and sustainable 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 with necessary 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 Gunta Grinberga-Zalite Dr.oec. Docent Not elected
2 Normunds Gutmanis Dr.sc.ing. Docent Elected
3 Inta Kulberga Dr.oec. Docent Not elected
4 Evija Liepa Dr.math. Docent Elected
5 Vineta Minkévica Dr.math. Docent Not elected
6 leva Berkmane Mg.paed. Lecturer Elected




7 Inara Brante Mg.iur. Lecturer Elected
8 Gudrite Daukste Mg.commerce Lecturer Elected
9 Aivars Kalnins Mg.commerce Lecturer Elected
10 Atis Papins HEosEy Lecturer Not elected
Mg.paed.
11 Inara Paradniece Mg.commerce Lecturer Elected
12 Jelena Polovko Mg.filol. Lecturer Elected
13 Svetlana Polovko Mg.oec. Lecturer Elected
14 Inga Pumpure Mg.fin. Lecturer Elected
15 Konstantins Savenkovs Mg.soc.rer. Lecturer Elected
16 Jelena Stepanova Mg.paed. Lecturer Elected
17 Sanita Vane 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 projects, projects financed by the Latvian Science Council and
other institutions within the reporting period

The main objective of the first level higher education is to provide in-depth 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 Development 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 also by the transformations in the global economy, thus resulting
in the demand for such employees who are aware of and are able to solve complex and
complicated problems. Therefore, in scope of students’ research works the management of the
college motivates college 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 problem-based. Owing to the fact that the studies are organized in
the blocks of subjects, students have opportunity to conduct in-depth research of various social
processes in interaction of several branches of science. Such way of studies provides multi-
dimensional comprehension about contemporary business environment, customer needs, change
in consumer behaviour paradigms, trends of innovation development, business ethics etc. In order
to enhance students’ interest in research work, the teaching staff regularly introduce students
with their research projects 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 communication activities,
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 subjects. A special attention is paid to formulation of course paper and
gualification paper themes, in which the preference is given to problem-based research works in
interdisciplinary cross-section by incorporating topical issues of economic, communication and
management sciences. In order to maintain practical cooperation with students, a special
graduates’ network has been created through which graduates help to the new students in
research work by participating in their surveys, personal and focus-group interviews 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 oppotunity to take part 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 the board of CLC.

4. In future, upon taking part in the research conducted by CLC and its partner HEls (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 experience in terms 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, inter alia, in the magazine Facta et Verba and students are
invited to take part in the conference hosted by CLC.

Since the study year of 2011 - 2012, students have actively involved in research work on
the following graduation paper topics:

1) Marketing activities 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 development);

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 low-budget PR company;

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

12) Education service marketing communication in European business 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) Importance 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 business 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 thereof and perspectives 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
involved in 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
Brante Inara | International conference "Lizinga liguma tiesiskais reguléjums
"Privattiesibu attistibas Latvija" BSA zinatniski teorétiskaja
perspektivas un transformacijas Zurnala "Baltijas juridiskais Zurnals",

problémas musdienu sabiedriba”. | 2013.
Baltic International Academy,
2013.15.02.-16.02.

International conference "Finansu hzinga tiesiskais reguléjums
"Transformacijas process tiesibas, | komercdarijumu aspekta"
regionalaja ekonomika un Proceedings of conference, 2013.

ekonomiskaja politika:
ekonomiski-politisko un tiesisko
attiecibu aktualas problémas”.
Rigas Stradins university,
2013.10.12.

"Tiestbu noilguma termina
International conference “Zinatne. pieméroéanas problemétika no

Tiesibas. Stabilitate.” komercdarijumiem izrieto3ajos
Baltic International Academy, prasijumos"
2015.23.04.-25.04 Baltijas juridiskais Zurnals, 2016

. n IV H — .
International conference”Inovativi |  Komercdarijumi un nodok|u
risinéjumi sociali-ekonomiskos un nomaksas problémas"

juridiskos jautajumus ” Proceeding Accepted 2016




LBC&EDU, 2016

Berkmane LU 70. Scientific conference Report: ,, Augstskolu docétaju
leva »Profesionalo kompetencu pedagogiskas atbilstibas struktlras
paradigma inovaciju laikmeta” dinamika”
(11.04.2012.-12.04.2012.)
Riga, Latvia
RPIVA
6. International Scientific
conference Report:, Augstskolu docétaju
“Teorija praksei musdienu pedagogiskas kompetences kritériju
sabiedribas izglitiba” aprobacija uznéméjdarbibas studiju
Riga, Latvia 29.—-31. March, 2012 programmu macibspékiem”
Gltmanis International Scientific Carkova V., Gatmanis N, On
Normunds | conference“9th International Convergence of Garch Process, 9th
Conference APLIMAT”, International Conference Aplimat,
Bratislava, Slovak Republic, 2010. rakstu krajums, Bratislava,
Slovakija, 2010, p.p.127-130.
International Scientific Matvejevs A., Pavlenko O., Gatmanis
conference“7th International N., Estimation and calculation
Conference on Computational procedures of the provisions for
and  Financial Econometrics outstanding insurance claims, 7th
(CFE  2013) and  6th International ~ Conference on
International Conference of Computational ~ and  Financial
the ERCIM (European Econometrics and 6th International
Research  Consortium  for Conference of the ERCIM Working
Informatics and Group on Computational and
Mathematics) Working Group Methodological Statistics,
on Computational and abstracts, Londona, Lielbritanija,
Methodological Statistics 2013, p.81.
(ERCIM 2013)”,
London, United Kingdom, 2013
Liepa Evija Liepa E., Hernik J., Grinberga-Zalite,

Matute A. (2016). Evaluation of
Pharmaceutical Care Services’ Quality
in Latvia: the Case Study of “Meness
aptieka” Latgale National Economy
Research. Vol 1, No 8 (2016). — pp.52-
60. (ind. Index Copernicus and
EBSCOhost Business Source Corporate
Plus)

Grinberga-Zalite, Gunta; Liepa, Evija;
Atkociiiniené, Vilma; Hernik, Joanna.
(2015) Society Aging Problems and
their Solutions in Latvia, Lithuania and




Economic  Science for Rural
Development 2013” - Jelgava:
Latvia University of Agriculture,
Faculty of Economics, April 25-26
2013.

The 3rd Jonas Pranas Aleksa
International Scientific Conference
“Vision of the Modern Village”,
Siauliai:  The Social Sciences
Faculty of Siauliai University, 24 —
25 September, 2010

Poland. In: Regional formation and
development studies, Journal of social
sciences No. 3 (17) (2015), p. 51-59.
Klaipeda University. Business Source
Complete (ind. EBSCO Publishing
Business Source).

Grinberga-Zalite G., Liepa E., Avotina
A. (2013). The Role of Social
Marketing in Maintaining the Balance
between Satisfaction of Immediate
and Long-Term Needs in the Context
of Food Consumption In: Economic
Science for Rural Development 2013":
Proceedings of the International
Scientific Conference - 2013, April 25-
26 2013, Latvia University of
Agriculture, Faculty of Economics,
Jelgava, 2013, Volume 32, pp. 152-
157. (EBSCO, ISSN 1691-3078)

Grinberga G., Liepa E. (2010)
Customer Guided Services’ Assurance
Model for Rural Extension Services. In:
“Economic and Management: Current
Issues and Perspectives”: Research
papers Socioeconomic Development of
Rural Areas. Siauliai University, Faculty
of Social Sciences, Siauliai, 2010.
Volume No.1, 2010 3 (19), pp. 261 —
268. (Index Copernicus) ISSN 1648-
9098

Polovko
Svetlana

12.2015“Insurance market
analysis in Baltic states:
coincidences and differences” The
12th International Prof. Vladas
Gronskas Young Researchers
Scientific Conference
“Development in Economics:
Theory and Practice”, Kaunas,
Vilnius University, Lithuania
11.2011,latvijas apdroSinasanas
tirgus darbibas prognozésana” //
Starptautiska zinatniska
konference ,Eiropas integrdcijas
sociala un ekonomiska dimensija:
problémas, risinajumi,
perspektivas”, Daugavpils
University, LATVIA




06.2011 Creating structural model
of the insurance market of Latvia
// World Academy of Science,

Engeneering and  Technology,
France, Paris
06.2011. MEASURED

CONTRIBUTION OF INSURANCE TO
ESONOMIC GROWTH //
“International Scientific
Conference European Financial
Systems 2011, Faculty  of
Economics and Administration,
Masaryk Univercity, CZECH
REPUBLIC, Brno

05.2011 SOCIALLY ECONOMIC
ROLE OF INSURANCE IN NATIONAL
ECONOMY DURING THE CRISIS //
The Ninth International
Conference «Challenges of Europe:
Growth and Competitiveness —
Reversing the Trends» Under the
auspices of The President of the
Republic of Croatia Mr. Ivo
Josipovi¢ and Croatian Chamber of
Commerce, University of Split ,
CROATIA, Bol

04.2011, Economic-socially role of
insurance  branch in Latvian
economy” "Economics and
Management-2011 (ICEM-2011)".
Faculty of Economics and
Management of Kaunas University
of Technology (Lithuania), Faculty
of Engineering Economics and
Management of Riga Technical
University (Latvia) Brno, Czech
Republic.

Polovko S. MEASURED
CONTRIBUTION OF INSURANCE TO
ESONOMIC GROWTH // “International

Scientific Conference European
Financial Systems 2011”, Faculty of
Economics and Administration,

Masaryk Univercity, CZECH REPUBLIC,
Brno, June 2.-3. 2011, ISBN 978-80-
210-5509-4, p.215-218

Polovko S. , Zvanitadjs J., Baranovskis N.
(2011) SOCIALLY ECONOMIC ROLE OF
INSURANCE IN NATIONAL ECONOMY
DURING THE CRISIS // The Ninth
International Conference «Challenges
of Europe: Growth and
Competitiveness — Reversing the
Trends» Under the auspices of The
President of the Republic of Croatia
Mr. Ivo Josipovic and Croatian
Chamber of Commerce, University of
Split , CROATIA, Management ISSN
1846-3363.

Savenkovs
Konstantins

05.2016 “Analysis of the Overall
Economic Development of Latvia
After Joining the European Union.
Riga, BSA.

Paper “Topical Economic, Political and
Legal Issues”. V International Scientific
Conference, Riga, Baltijas
Starptautiska akadémija, 2016.




04.2016International Scientific
conference«BeceHHUE Hay4Hbie
ymeHusa». Kiev, Ukraine

11.03.2016/nternational
Scientific conference“Innovative
solutions of social —economical
and legal issues for sustainable
development”

10.2015/nternational Scientific
conference“Science and Practice:
new Discoveries” Moscow, Russia

30.05.2014./nternational
Scientific
conference“Transformational
Processes in Law, Regional
Economics and Economic
Policies: Topical Economic,
Political and Legal Issues". V
International Scientific
Conference. Natural and
Humanities University in Siedlce
(Poland).

25.04.2014. First International
Scientific Conference. Topical:
Company. Creativity. Work. Riga,
LBK &EDU, 2014

Paper «AHaau3 cmpykmypei u
OUHAMUKU 8HYmMpeHHe20 80108020
npodykma J/lameuu riocne exoxoeHusA
8 Esponelickuli Coto3».Zinatniskaja
zurnala «MNepBbli HE3aBUCUMBIN
Hay4HbIN BECTHMK». ISSN 2413-
2306.Kiev, 04.2016

Paper «Analysis of the history of
establishment and development of
the concept of national innovational
system». Riga, LBK&EDU, 2016

Paper «Oco6eHHOCTM OnbiTa Masnblx
CcTpaH EBpocotosa npu
dbopmmpoBaHUM mogenm
HaLUMOHA/IbHON MHHOBALMOHHOM
cuctembl JlatBumn». Moscow, Russia,
2015

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

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

LBK College and Ltd "EDU", 2014

Stepanova
Jelena

International Scientific
conference"Konteksta
nozimigums musdienu
humanitarajas zinatnes", 2013.
gada 10. maija, LU, Faculty of
Human sciences, Riga,report
‘Teaching vocabulary through
different learning styles and the
Internet resources”

Vane Sanita

R. Kleina, A. Babkevica, A. Srnits, B.




Augstskola EIHSEBA, 2012

3rd International interdisciplinary

Rozentale, S. Vane Centralas nervu
sistémas patologiju raksturojums
HIV inficetu pacientu letalajos
gadijumos 2013.-2014. gada.
Publicetas tézes: RSU 2015. gada
zinatniska konference. 2015.

S. Vane, R.Kleina, A.Smits
Characteristiscs of fatal patient
cases out of Riga hospitals Publicéts
un referats: 3rd International

interdisciplinary scientific
conference ,Society. Health.
Welfare”. 2012.
International Scientific S.Vane, E.Liepa.
conference, Uznémeéjdarbibas ,Uznémeéjdarbibas ekonomiskie,
ekonomiskie, juridiskie un juridiskie un tehnologiskie aspekti”
tehnologiskie aspekti” Riga: rakstu krajums. Riga: Latvijas biznesa
Latvijas biznesa koledza, koledza, Augstskola EIHSEBA, 2012

scientific conference ,,Society. S. Vane, R.Kleina, A.Smits Analysis
Health. Welfare”. 11.-12. of deceased cases out of hospitals
nov.2010. without medical aid. Publicéts un
referats 3rd International
interdisciplinary scientific
conference ,Society. Health.

Welfare”, 2010.

Professional activities of elected academic staff

Surname, name

Leadership of seminars

Kalnins Aivars

Seminar, Divpuséjais un trispuséjais socialais dialogs” ,
“Stratégijas pasvaldibam un projektu istenoSana” , untill 2009.
Seminar, Projektu personala vadiba” — untill 2012.

Seminar ,,Pasaules tendences personala vadiba ", , Inovativi
risinajumi maza uznémuma personala vadibai” ,” Eksportéjosa
uznémuma personala vadiba”, untill 2015.

Pumpure Inga

BPW (Business Professional Women) Latvia Riga— untill 2014.
Cheaf of the Board

Seminar “Nodoklu likumdosanas izglitibas centra”lecturer untill
12.2011.

SIA Eirovestlecturer untill 01.2014

Paradniece Inara

Seminars“Par valsts civildienesta ierednu amatu novértésanas un
kvalifikacijas  kategoriju pieskirSanas metodologiju”; “Par
civildienesta ierednu amatu novérteSanu un kvalifikacijas
kategoriju noteikSanu;




5 informative seminars“Par civildienestu un ta pieméroSanu
pasvaldibas” Saldus, Limbazi, Aluksne, Preili, Riga; "EU PHARE
andVAS seminar“Par ierédnu kandidatu kvalifikacijas eksameniem
civildienesta”.

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, labs, institutions) 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 council
which ensures the operation of BCUL between congresses. BCUL Council on the basis 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 of



the board are set in the articles of association 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 Provision:

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 elections for 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 upload
to the website of the College;

6. Upon harmonisation of the board and the Council of Higher education, approves 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 and institutions 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 line 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 suggestions 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 report of 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 and legal status 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 CLC ensures the functioning of CLC study environment

1. | CLC director

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

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

4. | Dean of the study programme "Business administration"




5. | CLC administrator

6. | CLC accountant

7. | Librarian

8. | IT specialist

9. | Technical staff

Director fulfils tasks provided in CLC Regulations.

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

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

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

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

Study direction manages the director of the only direction’s study programme "Business
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 are 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 largest proportion 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 HEls that according to their
denomination are similar to BCUL.

Contacts have been established as well as verbal and written agreement - memorandum
and contract have been concluded on establishment of long-term cooperation. One of the most
important agreements has been concluded with East Texas Baptist University (www.etbu.edu),a
Memorandum with LeTourneau University (www.letu.edu) (Annex 4) , on the basis of which it is
planned to invite guest lecturers from these Universities. Negotiations are underway with Dallas
Baptist  University (www.dbu.edu), Baylor University/ George W.Truett Seminary,
www.baylor.edu/truett.

All of the aforementioned HEIls 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 institution in Norway
Norwegian School of Leadership and Theology (HLT) (http://hoyskolen.org/) and University of
Klaipeda (http://www.ku.lt/). A trip to University of Klaipeda is planned for the beginning of 2015
to sign a cooperation agreement.

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

College has received an Erasmus University Charter for participation in 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 to co-participate in international studies. The
management of CLC is conducting negotiations with the International Baptist Theology Seminar in
Czech Republic, Tartu Baptist Seminar in Estonia and University of Klaipeda in Lithuania on
implementation of cooperation within the framework of Erasmus programme.

The attempt of implementing student exchange projects in the study year of 2013 - 2014
from the field of study "Leadership, administration and real estate management" was unsuccessful
since none of the interested students were citizens of European Union.

In tackling these challenges, the College plans to develop internship mobility projects not
requiring long term absence from Latvia as well as exchange projects for teaching and general
staff.



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

administration

nn

2. Description of the study programme "Business

l 2.1.

Objectives and tasks of study programme implementation:

The objective of programme implementation:

To prepare qualified business specialists who are able to compete in the labour market as

well as to manage and organise the operations of a company’s business unit.

Particularity/ | Measurability Achievability Relevance/ Time limit
Specificity Applicability/
Feasibility
To prepare In cooperation | By carrying out During the process of | 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 all | 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 to
take corrective
and preventive
measures.

Goals of the implementation of the programme:

e 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 occupational standard, but also the elective courses to suit their own wishes and
interests;

e 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;

* To ensure the formation of the students’ practical experience; to organise field trips to
companies / institutions / organisations;

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



e To motivate the students to self-development and life-long 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 and
the occupational standard for Business Specialist during lectures, seminars, workshops and work
placement outside the educational institution.

The expected results in accordance with the occupational standard:

Knowledge:

1. Knowledge required to perform professional core tasks at the level 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 Ideas;

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. Organisation, 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. Management Accounting;

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:

To be well-versed in the company’s economic activities.

2. To have knowledge of quantitative methods used in decision-making and assess qualitative
factors in decision-making.

3. To be well-versed in business forms and use the most appropriate business form for the
company’s operating conditions.

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.

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

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

8. To organise positive communication.

9. To organise the provision of high-quality, customer-oriented services.

10. To work with cooperation partners.

11. To collect and analyse the business performance data.

12. To be well-versed in the accounting records.

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

14. To be well-versed inthe financial aid offers for business from funds, programs and
organisations.

15. To conduct the analysis of supply and demand.

16. To work independently and in a team.

17. To be well-versed in and work with the new information technologies related to the
speciality.

18. To prepare presentation materials and present them.

19. To respect the rules of 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 compliance with the employment relationship regulations.

24. To comply with the environmental legislative requirements.

25. To be responsible for one’s professional performance.

Professional competences:
1. Ability to plan, organise, coordinate and control the economic activities.
2. Ability to make business plans and implement them within the company’s operations.
3. Ability to take responsibility for the tasks performed.
4. Ability to analyse and evaluate the company’s operating performance, to make proposals for its
improvement.
5. Ability to identify and analyse the risks of economic and financial activities.
6. Ability to analyse the characteristics of the circulation of the company’s fixed assets and working
capital.
7. Ability to represent the company in dealings 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 of customers, 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 impact
of supplies on the company’s performance.
11. Ability to monitor the 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 of competitors 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 safety requirements.

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 to cooperate and build, coordinate and monitor effective communication between the
customers and the company’s personnel.

18. Ability to respect the rules of professional ethics.

19. Ability to organise one’s work, to work independently and to improve professional
qualifications.

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.

22. Ability to use information technology in carrying out one’s activities.

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

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

25. Ability to take responsibility for one’s professional performance.

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 are linked to 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 objective 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 Tables:

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 and definitions in economics, the

essence of macro- and micro-economic processes in the national
and global economics.

Basic knowledge of the history of economic thought and politics:
its structure and dynamics, schools and lines, and its scientific
contribution to the economic and political theory and practice

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

Management; e the company’s annual report, its role, drawing up,




submission and publication, requirements for drawing it
up, as well as drawing up the cash flow statement, profit
and loss account and the balance sheet and their
interconnectedness.

e objectives and goals of management accounting in the
organisation.

Understanding of

e the financial accounting elements and the accounting of
core business operations.

e costs and their classification in the company as well as
the necessity and goals of cost planning and accounting.

e the notion and essence of the sales break-even point
and its practical application.

e the notion of the price cost of manufactured products or
provided services, the necessity of calculating the price
cost and the methods of calculating the price cost.

Business 3.1. Organisation, Planning Professional terms of business management, ways and
Activities and Management of possibilities of planning, the company’s sources of funding and
Business Activities; their planning, planning of production and services.
2.8. Creation of New ldeas;
Law 2.4. Laws and Regulations e Understanding of the basic principles of the application of
Governing Business laws and regulations; knowledge and practical skills
Activities; regarding business activities, the employment relationship
3.10. Employment between the employee and the employer, building the
Relationship; social dialogue and dispute resolution procedure.
1.4. Civil Defence. e Knowledge of occupational health and safety, civil defence
3.11. Occupational Health and environmental protection policy, basic principles,
and Safety; objectives and goals.
3.12. Environmental
Protection;
Management 1.3. Fundamentals of Knowledge of
Logistics; e the basic principles of the modern management
2.5. Personnel theory;
Management; e the components of the functional process of the
2.6. Project Management; company’s management and their interrelationship;
e theoretical aspects of the personnel management
system;
e the policies and strategies of personnel
management and their development trends;
e the basic principles of the formation of the
organisational structure;
e personnel management rules and procedures.
e project development and implementation;
e understanding of the planned and unplanned
change process and its specific features;
e change management techniques and methods;
e risk management;
e procurement and logistics flow management.
Marketing 2.9. Marketing Planning and | Knowledge of:

Advertising;
3.7. Marketing;

e trends of marketing mix and types and their role in the
modern communication and competition system and
enhancement of the production efficiency.

e the theoretical framework of marketing and the relevant
practical techniques for solving the problems included in




the question (task).

Data Processing
Methods

1.2. Statistics;
3.6. Applied Informatics and
Information Technology

To provide students with the knowledge of

e information technology and methods of data mining,
explication, processing and analysis;

e further mathematics, proposing of alternative decisions
and research;

e forecasting, advancing of hypotheses, test methods and
test validity.

Communication

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

3.8. Official Language;

3.9. Two Foreign Languages
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 rules,
creation and presentation of documents, communication types
and styles, ethical principles in business.

Module

Skills (according to the
standard)

Skills to be acquired and improved by the students

Economics

15. To conduct the analysis
of supply and demand.

To be able to analyse national economic situations;

To conduct the analysis of supply and demand;

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

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

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

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

Finance

1. To be well-versed in the
company’s economic
activities.

11. To collect and analyse
the business performance
data.

12. To be well-versed in the
accounting records.

Skills of opening accounts, application of the double- entry
principle, closing accounts, making turnover reports and the
accounting balance sheet.

Skills to understand and independently draw up the
company’s budget (financial budgets, functional budgets
and the total budget), to carry out budgetary control, and
to make changes (adjustments) in the budget if necessary.

Business
Activities

3. To be well-versed in
business forms and use the
most appropriate business
form for the company’s
operating conditions.

9. To organise the provision
of high-quality, customer-
oriented services.

To be well-versed in business forms and use the most
appropriate business form for the company’s operating
conditions.

To organise a high-quality, customer-oriented production
process or provision of services.

To be able to use modern approaches to business process
modelling and research.

Law

16. Ability to navigate in and
comply with the laws and
regulations applicable to

Ability to independently navigate in the laws and regulations
applicable to the business sphere;
Ability to use sources of law and apply legal norms relating




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 control
compliance with
occupational health and
safety requirements.

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

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

Ability to set up an occupational health and safety and civil
defence system in the company in accordance with the
applicable legislative requirements and ensure compliance
with the occupational health and safety requirements in the
company;

Ability to be responsible for one’s professional performance.

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
one’s professional
performance.

To define business objectives and business lines of the
company to serve the interests of the owners and the society;
To draw up, approve, adjust and improve the company’s
business plans;

To develop the company’s objectives system and follow up
on its implementation;

To effectively plan and organise one’s own work (as a
potential manager);

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

To use one’s theoretical knowledge and practical skills in
order to introduce the personnel management system in
public administration and business entities;

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

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

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

To develop solutions to challenges by deciding on setting up
the appropriate strategy within the processes of change.

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 marketing
elements and the management system.

To be able to assess the importance of marketing in
companies and to develop the decision-making processes
relating to marketing issues.

To develop the skills to analyse the company’s marketing
activities, selecting appropriate methods.

Data Processing
Methods

2. To have knowledge of
guantitative methods used
in decision-making and

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




assess qualitative factors in
decision-making.

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

15. To conduct the analysis
of supply and demand.

To develop the skills in the application of the elements of
further mathematics in economics and management science;
To develop the skills to anticipate situations and predict the
results of one’s performance.

To develop the skills to carry out research and evaluate the
results obtained;

To develop the skills to analyse the data collected and use
the results in decision-making.

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

To have a command of the official language and a foreign
language at a conversational level;

To be well-versed in and use professional terminology;

To improve one’s speaking and writing skills.

To be able to enrich one’s knowledge and acquire new
information and skills on a regular basis.

To act ethically.

To carry out work independently or in a team with other
colleagues

Module Competences (according to the Competences to be acquired and improved by the

standard) students

Economics not required To be able to analyse, compare and evaluate today’s

economic problems on the basis of the acquired
knowledge and skills.

Finance 1. Ability to plan, organise, e The ability to understand the information contained
coordinate and control the economic in the company’s financial statements, to supervise
activities. the company’s finances, cash flow, profit and loss
4. Ability to analyse and evaluate the account, balance sheet and other components of the
company’s operating performance, annual report.
to make proposals for its e Understanding of the company’s financial indicators
improvement. and their relations, to develop the skills to analyse
5. Ability to identify and analyse the the company’s financial position and economic
risks of economic and financial activities, to develop the skills to identify further
activities. actions aimed at improving the financial position
6. Ability to analyse the and financial indicators of the
characteristics of the circulation of company/organisation and preventing a potential
the company’s fixed assets and threat of bankruptcy.
working capital.

8. Ability to make internal overviews
and reports.

Business 2. Ability to make business plansand | e Ability to perform daily business transactions.

Activities implement them within the e Ability to create, draw up, present and implement a
company’s operations. business plan.

12. Ability to perform everyday
business transactions.
Law 13. To be well-versed in the national | e  Ability to analyse, select and apply the laws and

tax system and other laws and
regulations applicable to the business

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




sphere.

23. To ensure compliance with the
employment relationship regulations.
25. To be responsible for one’s
professional performance.

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

24. To comply with the
environmental legislative
requirements.

ensure compliance with the environmental
legislative requirements in the company’s daily
work;

Ability to define activities, to carry them out and to
control them in order to reduce the risks related to
business, employment relationship and occupational
health and safety;

Ability to build a social dialogue with partners and
employees;

Ability to take responsibility for one’s professional
performance;

Ability to organise occupational health and safety
measures and control the compliance with
occupational health and safety requirements;

Management

1. Ability to plan, organise,
coordinate and control the economic
activities.

3. Ability to take responsibility for the
tasks performed.

10. Ability to analyse the necessary
amount of supplies and their quality
and to assess the impact of supplies
on the company’s performance.

11. Ability to monitor the rational use
of material resources and to analyse,
plan and provide stocks of goods.

19. Ability to organise one’s work, to
work independently and to improve
professional qualifications.

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

To be able and know how to organize one’s
professional work, using effective techniques and
methods;

To use in practice and organise the administrative
measures relating to personnel management,
personnel management strategy and policy-making;
To be able and know how to manage the personnel
records;

To be able to apply theoretical knowledge and
practical  skills in  the company’s change
management, planning and control processes;

To be able to prepare basic information to the
company’s management for short-term and long-
term decision-making in order to implement the
change action plan;

To be able to rationalise the results obtained;

To be able to assess the actual economic and
business situation during unplanned changes;

To take responsibility for decisions and,
consequently, the related setbacks and results
achieved;

To formulate and implement specific company’s
objectives, which are linked to the strategy set by
the company’s owners;

To be able to evaluate the importance of decision-
making in the company’s management processes;

Marketing

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

13. Ability to understand the
mechanisms of competition in the
market, pricing policy and behaviour
of competitors in the market.

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

To acquire knowledge and practical skills in order to
create new approaches to marketing issues;

To be able to demonstrate knowledge of the need
for the customer-oriented approach in the
company’s operations, and to be able to choose the
most appropriate means of communication to
attract customers;

To use rational criticism in decision-making;

To be able to evaluate the factors influencing the
development of the communication systems and
decide on the further development of the market-
oriented operations.

Data Processing
Methods

8. Ability to make internal overviews
and reports.

To build the competence and choose the most
appropriate methods to analyse the situation and




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
technology in carrying out one’s
activities.

evaluate the results;
To build the competence in making the decisions
based on the preliminary analysis of the situation.

Communication

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

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

17. Ability to cooperate and build,
coordinate and monitor effective
communication between the
customers and the company’s
personnel.

18. Ability to respect the rules of
professional ethics.

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

Ability to work with business texts.

Ability to conduct discussions, including those in a
foreign language, on marketing and management
topics.

Ability to select the required business information.
Ability to independently bring forward the
development of one’s competence.

Ability to apply the acquired knowledge when
working with documents and obtaining the
necessary information from the media.

Ability to build positive communication with people,
adhering to fundamental ethical principles.

2.4.

Plan of the study programme (list of study courses and modules, the volume thereof in credit

points, distribution across the mandatory, limited or elective parts of the programme by
indicating the amount in credit points and the plan of implementation).

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

List of study courses | CP Semester
Module General subjects 20 | 1.s.| 2.s. | 3.s. | 4.s. Lecturer
S| Applied language | 3 Stepanova J.
§ Applied language |l 3 3 Polovko J.
c . .
S| Communication, prezentation
E and ethics 2 2 Berkmane I.
8| Record keeping 1 1 Polovko S.
Labour law 2 2 Brante I.
2 | Basics of commercial law
© 2 2 Brante I.
Environment, labour and civil
defence 1 1 Kalnins A.
Information technologies 2 2 Vane S.
® é E Mathematics in economics
8 8 % | and management 2 2 Liepa E.
25
Statistics 2 2 Liepa E.




Professional subjects 36
Economics | Basis of economic theory 3 3 Papins A.
Basics of book keeping 2 2 Daukste G.
9| Taxes and fees 2 2 Daukste G.
E Financial analysis and
i | management 2 2 Pumpure I.
Management accounting 2 2 Pumpure I.
Business Planning and launching of the
Activities | business 4 4 Polovko S.
Kulberga I.
Paradniece I.
Minkeévica V.
Marketing | Marketing 3 3 Savenkovs K.
Select part of the any module | 10 6 4
- Research methods 1 1 Minkévica V.
§ Study paper 1 1
& Practice 16 4| 4 8
& Qualification test and 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 courses | CP Semester
Module General subjects 20 | 1.s.| 2.s. | 3.s. | 4.s. | 5.s
S| Applied language | 3
g Applied language I 3 3
S Communication, prezentation
g and ethics 2 2
8| Record keeping 1 1
Labour law 2 2
= | Basics of commercial law
L“ 2 2
Environment, labour and civil
defence 1 1
.E) “ Information technologies 2 2
% ﬁ ;C? Mathematics in economics and
o § g management 2 2
e Statistics 2 2
Professional subjects 36
Economics | Basics of Economics 3 3
S S 8| 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




I 2.5. Abstracts of the study modules

Module

Abstract

Economics

The module is dedicated to the acquisition of knowledge on the
fundamentals of economic theory. It develops students' ability
to perceive and analyze the economic situation in the national
economy, to orientate in the professional terminology and
definitions in the economy, in the nature of macro and
microeconomics processes on the national and global level. The
module develops students' ability to analyze supply and demand
in accordance with peculiarities of planning production, cost and
pricing factors. Students learn to analyze, to compare and
evaluate the current economic problems independently, basing
on the acquired knowledge.

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

Finance

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

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

Business Activities

The module is dedicated to the study of the methodology and
techniques of business planning, to expansion of knowledge in
the business field, to the study of essence, objectives and
content of the business plan sections, to the study of modern
approaches to business process modeling, arranging and
presentation of a business plan.

Law

The module gives students basic knowledge and skills needed
for practical application of legal norms in the field of commercial
activities, labor law, emphasizing bilateral legal relationship of
employee and employer, the creation of social dialogue and
settlement of disputes, as well as the use of normative acts in
the sphere of environmental protection in enterprises. In the
frames of the learning process, the basic institutions of




commercial law are studied — an entrepreneur and commercial
activities, the commercial register, a company, a subsidiary, a
firm, the certain kinds of commercial representation,
commercial transactions and its legal regulation. Students
master the legal regulation of labor relations, including the
regulatory framework that governs contractual relations of an
employee and employer, as well as the relationships that are
closely connected to labor relations. In the frames of the
learning process it is emphasized how the Latvian state policy in
the field of labor protection is based on the priorities of health
and safety of workers, thereby increasing the significance of the
health preservation, improvement of working conditions, as well
as creation of positive psychological climate in the workplace.
This regulation is essential to accelerate economic and social
progress in the country, as well as to regulate the business
environment. It is connected with the requirements of effective
labor protection, the state employment policy and the business
environment.

Management

Having learned the module "Management" the students will
have the opportunity to gain knowledge of management
processes in the enterprise. The module "Management" is
designed to improve knowledge in management field and to
create and further develop the leader's competences for
specialists in business / commercial activities. Students will have
the opportunity to gain new and update existing theoretical and
practical knowledge in the area of organization's management
and its structural subdivisions. After mastering the elective parts
of the module, students will be able to settle the issues
connected with management functions in the field of interest,
as well as to get an overview of the basic improvement
principles of their management skills.

Marketing

Module content covers a range of issues related to marketing
activity in the modern market conditions. The central marketing
qguestions consider the comprehensive analysis of marketing
and internal company environment, the process of developing,
marketing components of the company's development strategy,
marketing decisions regarding the company's product, pricing,
promotion and distribution. It provides the general scientific
marketing basics, the principles of management of marketing
information and the organizational aspects of marketing
activity.

Data Processing
Methods

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

Communication

The module is dedicated to improving the use of language
knowledge and communication in the professional




environment. It promotes the fluency development and
accuracy of perception, improvement of communication skills,
which help students to work confidently in the business world. It
develops students' ability to communicate in a wide range of
business situations, applying the principles of professional
ethics. It aims at improving the knowledge of foreign languages
in the basic skills such as reading, writing, speaking and
listening, as well as the knowledge acquisition in key business
areas such as marketing, management, finance etc. In addition,
the module focuses on enlarging vocabulary used in the global
business environment, as well as on the business
correspondence, presentations and skills needed to work in
business sector. Students will learn how to communicate
efficiently in business meetings, presentations, negotiations and
express their opinions easy and confidently, what will contribute
to their career development.

Research One of the tasks of this module is to develop the research skills.
In the frames of this module, the students will be prepared for
the writing of educational works and publications for
conferences, creating scientific- practical research skills and
motivating for self-development.

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 developed in line 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 year are developed and approved by the College board meeting (http://kvk.lv/gribu-

studet/uznemsanas-noteikumi/).

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

During the course of the programme, the student:

= acquires general education subjects in the disciplines of general psychology, social,
legal and biblical sciences providing the necessary theoretical basis for the students and develops
the general outlook of the world for the student;

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

= acquires industry elective study subjects;

= completes internship;

= completes 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"
is 80 (120 ECTS), which by part 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 KP). In the 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, the students have qualification internship in the amount of 8 KP
in enterprises or in business incubator “Kiwi” (see Annex No.7) and develop their graduation paper
(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 independently, present their results both to the audience of
specialists and non-specialists. 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 graduation 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 programme is closely related
to the quality management system (see more online; http://kvk.lv/studijas/uznemejdarbibas-
vadiba/).

The study programme employs various forms and methods of study that depend on the
specifics of each individual study course:

e With the use of interactive lectures, with the use of internet and multimedia
equipment;

e workshops and hands-on sessions;

e individual papers and projects;

e appointments in company and trip sessions;

e research and project development both individually and in groups;

e internship outside the educational institution;

The studies make use of integrative and cooperative learning methods that develop the
self-esteem of students, generate social skills, promote student 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 problems, 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 and render the same available to the students in a highly
convenient manner.

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:

. student matriculation terms;
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. tests and exams;

. assays, term papers and graduation paper;

. independent work;

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

. graduation exam and paper.

The point of reference for acquisition of a evaluation is the level of acquired knowledge
and skills during 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 College Provision.

The basic principles of student education evaluation are as follows:

. summary of positive achievements;

. mandatory evaluations;

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

. adequate evaluation.

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

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

Test is a written or verbal way of evaluating student's knowledge, skills and abilities, rated
as passed, not passed or given a score.

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 commission. In the absence of a commission,
a student may attempt any given exam no more than 2 times.

The performance of the Internship programme is rated in a scale of 10. The evaluation is
performed by the internship supervision at the place of employment and 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 paper is rated in a scale of 10; the lowest passing grade being 4.
Presentation of 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:

= the presentation of the graduation paper takes place during a meeting of a
professional graduation commission;

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

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

. 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;

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

college and the management of the 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; successfully completed the graduation exam
and presented their graduation paper with a score of no less than 4 (almost average).



I 2.9. Costs of the study programme

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

The tuition fee in CLC study programmes may be paid:
e in whole (in this case, the student receives a 10% discount from the tuition fee);
e intwo to four parts;
e 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)
Study programme

2011/2012 | 2012/2013 | 2013/2014 | 2014/2015
Business administration 1109.84 1109.84 1109.84 1110

In 2015/2016. Study year, the admission of students 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 other regulatory 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 to the procedure, form and structure set by the Christian Leadership
College.

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

Content of the programme: the content of the programme to 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 programme: 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 evaluation: the 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 of evaluation.



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 80-120CP 80 CP
No less than 56 CP, not 56 CP
Study courses exceeding 75% of the total
volume
Volume of general education No less than 20 CP 20 CP
study courses
Industry study course volume No less than 36 CP 36 CP
Volume of internship No less than 16 CP 16 CP
| fth J no less than 8 CP but not 8 CpP
Volume of the graduation ; 9
paper exceeding l(l)A of the total (10% of the total
volume number of CP)

The study programme of "Business administration" complies with the trade standard of a
business specialist.

Graduates of the study programme may continue second level 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 College is compared 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 (hereinafter - BSA) (See
tables 2.6 and 2.7), Greenwich University (Great 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 education institution Leadership College Academy (BSA) Alberta koledza
(CLC)




. Small and medium
Business . .
Name of the programme . . business Business
administration L .
administration
Business specialist
Qualification Business specialist Business specialist
' ‘ 2.5 yeqrs - 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 36 CP
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 similar - it is offered to complete them in two or three years in various 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 koledza which 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 finally - in tests and exams.

Comparative analysis indicates to the following:

1. The CP volume for mandatory study courses is the same - 20 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 CLC views it 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 courses - Alberta Koledza offers only 2 CP from 6 study subjects,
while BSA and CLC - 6 CP.

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

modular system.



Similarities:

Differences:

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 detailed - more study subjects of 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 students, topicality 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

CLC study programme Vocational College National College of
Module “Business ECTS | “Tertiary education ECTS | Ireland “Higher ECTS
Administration” business administrator Certificate in Business”
programme”
Foreign Business
4,5 2

Applied language |

language 1

_5 4s Foreign Business
8| Applied language I ’ Language 2
S| Communication, Individual
E presentation and 3 Business Communication 30 Organisational 3
8| ethics Behaviour
15 Slovene Business
Record keeping ! Communication
% Labour law 3 Constitution and System 13 Wo.rk, b.usiness and 3
— of Government society in Ireland

3https://www.ncirl.ie/Courses/Course-Details/course/Higher-Certificate-in-Business-HCBS3

“http://www.leila.si/?page=opisang
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Basics of commercial

law 3 Commercial Law Aspects of Business Law 3
Environment, labour 15
and civil defence !
Information and
. . ) Software Applications
0o Information 3 Communication Office . 22 3
£ . . for Business
@ | technologies Assistance
o 9 .
o £ Mathematics in
a @©| economics and 3 14 Business Mathematics 6
£ = management
a Information Technology
. 3 and Statistics 6
Statistics and Data
Economics | Basics of Economics 4,5 Business Economics Economics in the World 6
Basics of book keeping 3 Accounting Financial Accounting | 12
g| Taxes and fees 3 12
S| Financial analysis and . . . . .
e i 3 Financial Management Financial Accounting Il 6
it | management
Management 3
accounting
Planning and . N .
. 'g Project Organisation of Creativity, Teamwork &
Business launching of the 6 . 13 . . 12
. . Business Events Business Skills
Activities business

. Marketing in the Digital 6
Marketing 4,5 Z)a;l:’z:i:;gnMarket 12 Age
Marketing Brand Management 6
An optional module 15 An optional module of 5 i
of their own choice their own choice
15 Managing Your 3
- Research methods ! Learning
g Study paper 1,5 Academic Writing Skills 3
g Practice 24 - -
Qualification test and 12 Thesis 5
paper
ECTS: 120 120 120

The duration and amount of credit points of three study programmes is 2 years of full-time
studies and 120 ECTS, but only in CLC practice is provided.
Comparing CLC and Higher Vocational College (Slovenia) study programmes can notice
that in this educational institution are also made modules, the only difference is that there 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, the National College’s of Ireland programmme does not provide 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 2015/2016 admission of students in the study programme
“Business administration” was announced due to the fact the implementation of the study
direction was suspended and therefore imatriculation did not take place.

I 2.13. Student surveys and analysis thereof

Quality control of the study programme is implemented on a regular basis. One of the
types of control is a student survey on matters important to students - quality 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 the
dean of he study programme.

The student survey performed in study year 2013 - 2014 revealed that:

e 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;

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

e 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 improvement of

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 content, 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 2012 - 2013 and
the next shall be performed at the end of study year 2014 - 2015.

The graduates surveyed in 2012 - 2013 indicated that they have been operating in business
for 5 - 6 years. 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:

e organise workshops or trainings for graduates in order to maintain and improve
knowledge in business;

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

e implement a separate projects - support study course for students from the ages of
14 to 17 on economics thus assisting them in selecting their professional career.
(Annex 5).

e 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. Co-participation of students in the improvement of the study process
is implemented via organisation of student 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 in the College provision - via 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, critique, suggestions 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
developing 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.

There are various opportunities for the students to co-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:

° Student council;

° Surveys;



° Research;
° 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 meetings - in these

meetings the long term strategic 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 consideration of Latvia'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 acts:

e Law on Higher Education Institutions

e Law on Professional Education

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

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

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

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

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

3.1.1. Compliance 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":

Lisbon strategy: European Union strategic development documents approved at the
European Council of Lisbon on 23rd - 24th, 2000 providing that Europe until 2010 must
create the most competitive, 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 (2007 - 2013).

Bologna process: The Bologna declaration signed on 19th 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 system of academic 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.

Copenhagen process: On 29th - 30th November, 2002, 32 countries 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 implementation of a European credit
points system thus simplifying mutual recognition of professional qualification. It also
includes a plan for European qualification system in life-long education.




Common goals in education set forth by EU for 2020:
o atleast 15% of adults should be involved in life-long education;
e number of 15 years old persons who have poor performance in reading, maths and science

would be less than 15%;

e the proportion of such persons in the ages of 30 - 34 years old who have higher education

must be at least 40%;

e 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 would assist in the development of EU education spave
on the basis of the document "Conclusions of European Council: 11th May, 2010, May press
release) on the consideration of the international aspects for higher education”
(http://register.consilium.europa.eu/doc/srv?I=LV&f=5T%208799%202010%20INIT)

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

1. The aforesaid institutions 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 towards a fully
functioning triangle of knowledge;

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

c¢) students, teachers and other persons interested in higher education shall be provided
with studies and knowledge that are required 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 plans and using such teaching methods that would account
for the international aspect;

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

g) by inviting 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
quality assurance mechanisms;

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 stimulus and support - facilitate and improve equal access to higher
education and international mobility systems;
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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 public in satisfying its needs and resolving
other important social matters.

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

Upon analysing the level of theoretical 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 following countries - 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 data
about graduates of 2013 - 2014, it can 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 must carefully follow-up 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.



4. Annexes to the self-assessment of the field of study
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Extract from the Policy and Development Strategy of the Foundation Christian
Leadership College until 2020

The description of the study modules

Curriculum Vitae of the teaching staff involved in the implementation of the study
direction

Cooperation agreements

The materials of students, graduates and emplyers’ surveys

Placement agreements

Placement Rules

Guidanceon Working with the File Nomenclature, Educational Learning Materials
and Study-Related Documentation of the Foundation Christian Leadership College
Foreigners Application Procedure

Regulations of the Support System for the Distance Learning Teaching Method
Manuals and Studies




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

Policy of the Foundation Christian Leadership College

The policy of the College includes the development of the College’s environment, which is
closely linked to the explanation of Christian values and their applicability in the context of
modern life to students, integrating the Biblical knowledge 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 and theological sciences, preparing qualified specialists
for the church and the labour market;

2. By implementing the educational process, to promote the development of the students’
personalities and their social responsibility and to provide them with the opportunity 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 education and the fifth level professional
qualification;

4. To make the College an attractive higher education institution for both Latvian and foreign
students, and support the College’s graduates in starting their professional activity.

Goals of the Foundation Christian Leadership College
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to develop vocational study programs according to the occupational standards and the
state vocational education standards related to the College’s fields of study Social Welfare,
Management, Administration and Real Estate Management and Religion and Theology,
and to organise their implementation;

to develop the examination content and methods, as well as to organise qualification
examinations;

to prepare, theoretically and practically, qualified and socially responsible specialists able
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 Latvia and foreign
countries;

to carry out research in accordance with the study profile and promote the students’
research work;

to organise activities in line with the main fields of operation of the College (such as public
courses, lectures and conferences);

to cooperate with Latvian and foreign institutions of higher education and employers in the
field of vocational education;

to inform the public about the activities of the College and the opportunities for the
acquisition of vocational education at the College;

to carry out economic and other activities which do not conflict with the laws and
regulations and the main lines of the College’s activities;

to promote the spiritual health and conservation of moral and spiritual values in the
Latvian society.

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
study at the
College.

placement
providers and
graduates, to
determine (through
the internal quality
assessment system)
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
evaluation 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

The College as an educational institution established by the Union of Baptist Churches in
Latvia (UBCL) has been entrusted to continue the work of the Theological 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 doing its 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 the competence of the College Board and the Council is to draw up and
implement the College’s development plan for the 10-year cycle. The College’s development
planning is closely linked to the priorities set out during the assessment of the quality of the
College’s work.

The long-term concept of the College’s development aimed at ensuring the sustainability of
the College covers the College’s development:

e in the field of quality related to study and research;

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

To ensure the quality of study and research, it is envisaged to constantly follow the internal 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 College has set out the attracting of foreign students as one of its priorities, during the
period until 2019-2020 it is expected to invest efforts towards the implementation of the study
process at the College in Russian and English in addition to Latvian. Furthermore, following the
general global trend in the field of education, it is envisaged to provide a large portion of studies
available as e-learning to an even greater extent and in several languages.

In order to develop the study and research work at the College in the long term, as well as to
achieve the above-mentioned 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. The personnel 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 College relies
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 2019-2020, the College will continue to place
considerable emphasis on the release of textbooks in printed and electronic formats, as well as
organisation of conferences and other events related to the studies.

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

The College has at its disposal modern training premises at Lacplésa Street 37, Riga, which are the
property of the Founder. At the same time, the long-term development concept provides for the
development of the College also in Pardaugava, at Marupes Street 16, Riga. Currently, repairs are
under way at Marupes Street 16 in order to establish a student hostel, administrative offices, and
training premises. The building at Lacplesa Street 37 houses the College’s library and instruction
rooms.



The Founder of the College and its individual congregations have at their disposal suitable
premises for the implementation of the College’s activities; therefore, the key mission of the
College is to work on ensuring the proper material and technical facilities required to provide the
study process in the instruction rooms or to provide e-learning. The College has now set out the
development of e-environment as its immediate priority in this area to facilitate the studies for the
current students at the College, as well as to attract new students from both Latvia and abroad.
The objective of the College is to have from 300 to 400 students enrolled by the year 2019-2020.

The development plan of the College provides for the availability of highly professional academic
staff in all fields of study, whose 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 the By-Laws on
the Elections in the Administrative and Academic Positions (http://kvk.lv/wp-
content/uploads/2011/12/Nolikums_par_veleshanam_administrativajos_akademiskajos_amatos.
pdf). The human resource development requires that each elected member of the academic staff
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 teaching materials. The College
provides for issuing such materials at its own expense, as well as for covering participation fees in
conferences and related expenses.

¢ in the field of academic and research cooperation.

During the period until the academic year 2019-2020, 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 institutions (HEIs): Dallas Baptist University (the US); Eastern University (the US); East
Texas Baptist University (the US); LeTourneau University (the US); Baylor University (the US);
International Baptist Theological Seminary (Czech Republic); Bristol Baptist College (the UK). The
goal of thecooperation will be to adopt the experience and competence of the mentionedHEls in
the field of higher education. In addition to those HEls, the College hopes to strengthen
cooperation with Latvian HEls, such as Alberta College and 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 members of the academic
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 foreign higher education
institutions.

5. Until 1 September 2015, to engage in professional organisations, providing students with
placements where they can effectively acquire and improve their skills and competences.



Annex 2

THE DESCRIPTION OF THE STUDY
PROGRAMME“BUSINESS MANAGEMENT”
STUDY MODULES



STUDY MODULE ,,COMMUNICATION” DESCRIPTION

Module name in Latvian

Komunikacija

Module name in English

Communication

Module name in Russian

KommyHmKauua

Study program/-s, which is
offered study module

Business administration

Status (section A, B, C)

A

Number of credit points; CP
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

Jelena Stepanova

Lecturer, Mg.Soc.Sc.

Jelena Polovko

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 Foreign Language Il (3 CP)

Module optional part:

Language for Beginners (5CP)

MODULE GOAL AND OBJECTIVES

Module goal

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

Module objectives

e To improve speaking skills and communicative skills in the
professional communication sphere in the state language
and two foreign languages. To promote in-depth mastering
of business terminology and its use.

e To develop the ability to work in a team.

e To develop business correspondence skills

e To deepen understanding of the linguistic and stylistic
aspects, using authentic materials and learning specific
business management terminology.

e To develop the ability to work with the texts of business
content, to improve listening ability to perceive and select
the necessary information, to improve the writing skills on
the basis of a variety of business management-related
literature.

Module language

Latvian, English, Russian

THE STUDY MOD

ULE RESULTS: KNOWLEDGE, SKILLS, COMPETENCES

Knowledge rules, drawing up and execution of documents, communication
types and styles
Skills e To have a good command of the state language and foreign

language at the communication level.
e To be well- informed about and use professional terminology.
e To improve speaking and writing skills.

e To be able to independently expand their knowledge, acquire




new information and skills.
e To carry out work independently or collectively with other
colleagues.

Competences e Ability to work with texts of business content.
e The ability to hold a discussion, including ones in the foreign
language on marketing and management topics.
e The ability to select the required business information.
e The ability to independently guide their competence
development
e The ability to apply the acquired knowledge, when working
with documents and capture the necessary information in
mass media.
MODULE ABSTRACT
In Latvian Modulis ir veltits valodas zinaSanu un komunikacijas pilnveidosanai profesionalaja

videé. Tas veicina uztveres atrumu un precizitati, komunikacijas iemanu pilnveidosanos,
kas palidzés studentiem parliecinoSi darboties biznesa pasaulé. Tas attista studentu
saskarsmes prasmes, pielietojot profesionalas étikas principus, plasa diapazona
lietiSkajas situacijas. Tas meérktiecigi virzits uz sveSvalodu limena paaugstinasanu
galvenajas iemanas: lasiSana, rakstiSsana, runasana un klausisanas, ka ari prasmes tas
lietot dazadas biznesa jomas — marketinga, menedzmenta, finansés u.c. Bez tam,
modulis sniedz iesp€ju paplasinat vardu un frazu krajumu, ka art organizét lietisko
saraksti un vadit prezentacijas, kas palidzés studentiem veiksmigak darboties globalaja
biznesa vidé. Studenti macas izteikt savu viedokli mierigi un parliecinosi dazadas
lietiskajas vizités, sanaksmeés, parrunas un prezentacijas, kas veicina efektivu saskarsmi
un palidzés vinu karjeras izaugsmei.

In English

The module is dedicated to improving the use of language knowledge and
communication in the professional environment. It promotes the fluency development
and accuracy of perception, improvement of communication skills, which help students
to work confidently in the business world. It develops students' ability to communicate
in a wide range of business situations, applying the principles of professional ethics. It
aims at improving the knowledge of foreign languages in the basic skills such as
reading, writing, speaking and listening, as well as the knowledge acquisition in key
business areas such as marketing, management, finance etc. In addition, the module
focuses on enlarging vocabulary used in the global business environment, as well as on
the business correspondence, presentations and skills needed to work in business
sector. Students will learn how to communicate efficiently in business meetings,
presentations, negotiations and express their opinions easy and confidently, what will
contribute to their career development.

In Russian

Moaynb NOCBALLEH Y/YYLIEHWNIO UCMOJIb30BaHMSA A3bIKOBbIX 3HAHWIM 1 KOMMYHUKaLMK B
npodeccnmoHanbHolt cpege. OH cnocobcTByeT pas3BUTUIO 6ErnocTm M TOYHOCTM
BOCMPUATUA, YCOBEPLIEHCTBOBAHUIO KOMMYHMKATUBHbLIX HaBbIKOB, KOTOpble MOMOryT
CTyAeHTaM yBepeHHO pabotaTb B genosom mupe. OH pas3BMBAET CMNOCOHBHOCTb
CTYAEHTOB 06LaThCA B LUMPOKOM AMana3oHe Ae/I0BbIX CUTYauuii, NPUMEHSAA NPUHLMMbI
npodeccmoHanbHo 3TUKM. OH HaueneH Ha MNOBbllWEHWEe YPOBHA BA3aAEHUA
MHOCTPaHHbIMU A3bIKAMM MO OCHOBHbIM HaBblkaM, TAKMUM KaK YTEHME, HaBblK NUCbMa,
Pa3roBOPHOro fA3blka M ayAMPOBaHWMA, a TaK e MOJyYeHUs 3HAHUKN B K/OYEeBbIX
obnacTax BU3Heca, TaKMX KaK MapKEeTUHI, MeHeaKMeHT, GuHaHcbl n ap. Kpome Toro,
Moaynb GOKYCUPYETCA Ha yBeAMYEHMM COBAPHOro 3anaca W ¢pas, UCNONb3yeEMbIX B
rnobanbHo 6uM3Hec-cpede, a TaKXKe Ha COCTaBNeHWM Ae/l0BOM  Mepernucku,




adPeKkTMBHO 06WaTbcA Ha [AeNoBblX BCTpeyax,

KapbepHOMYy pOCTy.

npeseHTaLmii U HaBblKax, HEObXoaAMMbIX ANs PaboTbl B 6usHece. CTyAeHTbl Y3HAIOT, KakK
npeseHTauMaAx, neperoBopax U
Bblpa)kaTb CBO€ MHeEHMEe CMNOKOMHO M yBepeHHO, YTo byaeT cnocobcTBoBaTb MX

SUMMARY OF THE MODULE PLAN AND CONTENTS

MODULE COMPULSORY PART

_»BUSINESS FOREIGN LANGUAGE I (3 CP)”,

_» BUSINESS FOREIGN LANGUAGE II (3 CP)”

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 studies -24,
Part time studies - 14

Number of independent works

8

Testing form / -s

Exam

Background knowledge

Basics of foreign language (A2)

Science branch- subbranch

Business foreign language

Theme Volume (h)in Type
full time/part (Lectures,
time studies seminars,
practical
training, tests)
1. Tirgvedibas terminologija. Lecture,
Brands. Brand Management. Outsourcing production. 2/1 Practical
BbpeHa. YnpasneHue bpeHaamu. NpoasurkeHne ToBapa. training
2. Biznesa planosana. Problému situacijas.
Critical thinking, problem’s solutions. Case Study . Present Simple Lecture
and Present Continuous. FormalLetter. .
4/2 Practical
MnaHuposaHune 6usHeca. Kputnuueckoe MbllneHne, pelleHne training
npobaemHbIX cuTyaumit. MpasuabHble GopmMbl UMEH
CyLLeCTBUTENbHbIX. [lenoBoe NUcbMO.
3. Marketinga vide. 4/2
. . . Lecture,
Marketing Mix, SWOT, Marketing plan .
Practical
MnaH mapkeTuHra. CCBY aHanus. OnpeaeneHne MapKeTUHIOBbIX training
NPeUMYLLECTB.
4. Praktiska domasana. 4/2 Lecture,
Act local, think global. Practical
MpakTuyeckoe mbiwneHue. uckyccum. training
5. Etika. Atbildiga uznéméjdarbiba. 4/2 Lecture
Ethics. Responsible business. Past Continuous and Past Perfect. Practicall
3Tnka. OTBETCTBEHHOE NpeanpUHMMaTEeNbCTBO. [paMmaTHKa: training
Uma npunaratenbHoe.
6. Uznémuma struktdra. Misija un vizija. 4/2
Company Structure. Mission and vision. Test
CTpyKTypa npeanpuatnsa. Muccua n BugeHue.




7. Veiksmiga uznémuma pazimes. Nakotnes plani. 4/2 Lecture,
A successful organization. Talking about the future. Practical
Mpun3Haku ycnewHoro npegnpuATnA. NMaaHbl pa3suTmA. training
8. Kritiska domasana, problémsituacijas.
Case Study ‘Auruc Bank’. Critical thinking, problem’s solutions, Lecture,
play-role. BusinessReport. 4/2 Practical
PeweHune npobnemMHbIx cUTyaLmin. PaznivyHble BUAbI AEN0BbIX training
neperosopos. OTyerT.
9. Lideriba. K3 klat par lideri. Lemumu pienemsana. 4/2 Lecture,
Leadership. How to become a leader. Decision-making. Practical
Nngepcto. Kak ctatb angepom. MpuHaTUE peLLeHuni. training
10. Korporativa kultdra. 4/2 Lecture,
Corporate Cultures. Practical
KopnopaTtmsHaa KyabTypa. training
11 Kultdras izpratne un kultlras jautajumi. 4/2 Lecture,
Cultural awareness and cultural issues. Practical
MoHATME KYNbTYPbl M BONPOCHI KYAbTYPHOTO Pa3BUTUA. training
12.Padomi kultiras komunikacija. Idiomas kultdra. 4/2
Cultural idioms. Cultural advices. Modal verbs of advice, Lecture,
obligation and necessity. Practical
CoBeTbl B OpraHn3aummn KynbTypHoro obueHue. iamomsl B training
Ky/bType.
13. Parrunas ar arzemju viesiem. Diskusija. 4/2
Case study ‘Visitors from China’, critical thinking, problems’s
discussion. Agenda. Test
MeperoBopbl C MHOCTPAHHbIMM rocTAMKN. OcobeHHOCTH
pa3nMYHbIX KY/bTYp B 6M3Hece.
14 Starptautiskas karjeras veidosana. Lecture,
Global careers. 4/2 Practical
Cos3gaHue mexayHapoaHOM Kapbepbl. training
15. Nodarbinatiba. Parrunas. CV un motivacijas véstule. 4/2
Veiksmigas intervijas.
. . Lecture,
Employment. The recruitment process. CVs and covering letters. .
. . Practical
Successful and unsuccessful interviews. .
o o training
Tpyapoyctpoiicteo. NeperoBopbl 0 HaMme Ha paboTy. CV u
MOTMBALMOHHOE MNCbMO. YCNEeLWHOe NHTEPBLIO.
16. Kvalificéta personala meklésana. 4/2 Lecture
Retaining good staff. Headhunting. Present Perfect and Past .
. Practical
Simple. L
training
Mounck KBannpULMPOBAHHOTO NEPCOHANA.
17. Lietiska spéle. Kritiska domasana. 4/2 Lecture,
Case Study ‘Slim Gyms’. Critical thinking, role-play. Minutes. Practical
[enosas urpa. Kputnyeckoe mblwneHne — AuUCKyccus. training
18.Inovacijas. Diskusija. 4/2 Lecture,
Innovations. Discussion. Passive Voice. Practical
MHHOoBauuun. Anckyceua. Npammatuka: Mnaron. training
19 Finanses. Uznémuma kapitals un ta parvaldisana. 4/2
. . .. . . . . . Lecture,
Financial terms. Raising Business Capital and Reporting Financial .
Practical
Success L
training
®unHaHcbl. KanuTtan npegnpuatma U ynpasaeHUe KanuTaaom.
20.Veiksmigu sarunu vadisana.
& 4/2 Test

M&A. Negotiating techniques.




BeaeHue ycnewwHbIX Neperosopos.
21 Tirdznieciba. PardoSanas process un marketings. 4/2 Lecture,
Free Trade. Sales and Marketing. Conditionals. Practical
Mpouecc npogax n NpoABUXKeHUa ToBapa. training
22 Sakaru kompanijas. Telefonsarunu vadisana. 4/2

. . . Lecture,
Telephone complains. Speaking Techniques. Practical
TenedoHHbIN MapKeTUHr. OpraHn3auma npouecca NeperoBopos training
W NpoAax no tenedoHy.
23. Konkurétspéja un tas paaugstinasana. 4/2 Lecture,
Loosing Competitive Edge. ModalVerbsofProbability. Practical
KOHKYpeHTOCNOoCO6HOCTb 1 ee NoBbILWEHUE. training
24. Prezentaciju tehnikas. Prezentaciju sagatavosana. 4/2 Practical
Presentation techniques. Makingthepresentations. training
TexHWKKU BeAeHMA npe3eHTaunn. NoaroToBka npeseHTaumii.

THE STUDENT’S INDEPENDENT WORK

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 course | sources and methodological 52/76/100 theoretical part
resources of exam
1. Marketing. Business 1. To find out what kinds of 8 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 . .
. situations
terminology.
2. Marketing complex. 1. To work in a team. 10 .
. Solving problem
Marketing plan. 2. To read the case study, to . .
situations
work out a report. .
. (marketing) and
3. Prepare a presentation; to
group work
present a problem orally and .
. presentation
propose solutions.
3.Management. Business 1. To learn what kinds of 8 .
. . Written
ethics. report forms exist.
homework.
2. To read the case study and
i Areport
to write a report. The theme - .
according to the
Management.
. problem
3. To use the new terminology . .
. . situation
associated with management.
4. The organization’s 1. To work in a team. 10 .
Solving problem
management 2. To read the case study and . .
situations
work out a report.
. (management)
3. To prepare presentation; to
and group work
present orally the problem .
. presentation
and proposed solutions.
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 and 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. To work in a team. 10
selection, business meetings, 2. To read the case study and
develop the strat f .
etc.) eve (.)p. € strategy o Organized
negotiation. business talks
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 and homework.
the minutes of the meeting. Meeting protocol
3. To use the new
terminology.
8.Presentation a 1. To find out 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 Business English, Pearson Education Limited,
Intermediate, 3" edition, 2013- 176 p.

2. Market Leader. Marketing. Nina O'Driscoll, 2010, -96 p.

3. Market Leader: Business Grammar and Usage: Business English, Peter
Strutt, Pearson Education Limited, 3™ edition, 2010, - 208 p

4. Cambridge Business English Dictionary, Cambridge University Press,
http://dictionary.cambridge.org/dictionary/business-english/

5. M.Puzaite,L.Serniene LUar 3a warom .RaKa 2010

6. M. Krasnais, V. PuZule, G. Silakalne 'pammatuKa nerko u npocrto ,Krievu
valodas gramatikas rokasgramata,Zvaigzne ABC,2004.

7. Nebepes B.K., MetyxoBa E.H. lenoBas noe3saka B Poccuto. YuebHoe
nocobue No Pycckomy A3blKy AN MHOCTPAHHbIX yyYawmxcsa. CaHKT-
MeTepbypr,2002.

Additional
literature, internet
resources and
other sources

1. International Management, Business English with Financial Times,
Pearson Education Limited, 2006, - 96 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 Limited,
2007, -594 p.

5. Business English Study, Didital Publishing, UK, 2011

6. Grammar Practice for Intermediate Students, Steve Elsworth, Pearson

Longman, UK, 2000

7. Business English. Meetings, OUP Oxford, UK, 2007, -80 p.

8. Business English. Presentations, OUP Oxford, UK, 2008, -80 p.

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

10. Everyday Business Writing (English for Work), lan Badger and Sue
Pedley, Pearson Education Limited, 2003, - 96 p.

11. Ready for Business English, Jumava, 2011, - 63 p.

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

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

14. Business English with BBC, BBC Learningenglish.com

15. How to Write Effective Business English: The Essential Toolkit for
Composing Powerful Letters, E-Mails and More, for Today's Business Needs,
Fiona Talbot, Cogan Page, 2009, -160 p.

16. Oxford Business English Dictionary, Oxford University Press, 2005, -
616 p.

1. Acayn A.H. OpraHusauma npeanpuHUMaTeIbCKON AEATENbHOCTHU:
yuebHuk — CaHKkT-Metepbypr, 2009. http://www.aup.ru/books/m6/
Periodika un citi informacijas avoti

2. BusHec & bantus. http://arhiv.bb.lv/index.php?p=1&i=5296&v=short
3. KommepcaHT. http://www.kommersant.ru/daily

4, CoBpeMeHHbI 3KOHOMMUYECKUin cnosapb. http://slovari.yandex.ru



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

» BUSINESS COMMUNICATION, PRESENTATION AND ETHICS (2 KP)”

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 branch- subbranch Communication science
Theme Volume (h)in Type
full time/part (Lectures,
time studies seminars,
practical
training, tests)
Communication. 2/1
L . Lecture,
Role of communication in the society: .
. o Practical
- functions of communication; trainin
- the structure of communication. &
Social perception. Mechanisms of people’s mutual perception and 2/1 Lecture
understanding: .
. . . . . e . Practical
- the main socio-psychological mechanisms: identification, trainin
reflection, empathy, stereotypisation. g
The first impression about a person: 2/1
. . Lecture,
- diagrams and factors of the development of a first .
. . Practical
impression; training
- halo effect.
Communication. The ability to provide information. The ability to 2/1
listen:
- communication structure and function; Lecture,
- communication psychological barriers; Practical
- non-reflexive and reflexive listening; training
- the feedback in a conversation.
Non-verbal communication: 2/1
- sign systems for non-verbal communication; Lecture,
- gestures; poses; facial expressions; visual contact; distance Practical
of communication; exercises
- poses that can distract one’s attention.
Interaction — interaction of people experiencing mutual 2/1
communication:
. . . Lecture,
- roles and positions in communication; .
. . Practical
- Eric Berne three alter ego conception; .
. . _ exercises
- transactions in communication;
- Eric Berne Game analysis.
Ways of influencing a partner in 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 people. exercises
Presentation. 2/1
Planning of a presentation, structure, and content: Lecture,
- introduction; Practical
- main part; exercises
- conclusion.
Self-organising: 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
e s Lecture,
- the concept and classification of stress; .
. . . Practical
- basic techniques for stress regulation; exercises
psychological preparations for a presentation.
Ethics. 2/1
Essence of ethics:
. . . Lecture,
- directions of the contemporary ethics; .
. .. Practical
- ethics of communication process; .
exercises

- professional ethics;
- Codices of the professional ethics.

THE STUDENT’S INDEPENDENT WORK

Theme of the individual work Tasks for the individual work

Volume (h)in

The expected

full time/ results
part time
studies
Communication . . . . 4 The improved
Dialogue. Situation analysis, -
. . communication
manipulation. .
skills
Presentation Presentation of a specific 8 The improved
theme in MS Power Point. 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

1. Dirkss K., Eizermanss T. Tava prata klupsanas akmeni. — Riga: Jumava, 2011.
2. Keigels T.DZ. Uzstasanas maksla. — Riga: Arka, 2008.

3. Lasmane S. Komunikacijas étika. — Riga: Latvijas Universitate, 2012.

4. Omarova S. Cilvéks runa ar cilvéku. Saskarsmes psihologija. — Riga: Kamene,
2006.

Additional
literature, internet
resources and
other sources

1. Dubkévics L., Kestere I. Saskarsme. Lietiska etikete. — Riga: Jumava, 2003.

2. Frenks P. Manipulacija ar cilvékiem. Pozitiva pieeja. — Riga: Zvaigzne ABC,
2012.

. Goulmens D. Tava emocionala inteligence. — Riga: Jumava, 2007.

. Hindls T. Prasme uzstaties. — Riga: Zvaigzne ABC, 2006.

. Karpova A., Plotnieks I., Personiba un saskarsme. — Riga: LVU, 2005.

. Kozlovs N. Saskarsmes maksla. — Riga: Jumava, 2009.

. Kincans V. Etikete. — Riga: Biznesa partneri, 2011.

. Mérfijs DZ. Tavs zemapzinas spéks. — Riga: Jumava, 2007.

. Milts A. Saskarsmes étika. — Riga: Zvaigzne ABC, 2004.

10.Nelke K. PrezentéSana. — Riga: Balta eko, 2005.

11.0zolina Nucho A., Vidnere M. Stresa menedZments. — Riga: AGB, 2008.
12.Pizs A. Kermena valoda. — Riga: Jumava, 2006.

13. Rats T., Kliftons O.D. Cik pilns ir jlsu spainitis? — Riga: Tris, 2005.

14.Renge V. Psihologija. Savstarpéjo attiecibu psihologija. — Riga: Zvaigzne
ABC,

2005.

15. Sostroms E. Antikarnegi jeb cilvéks manipulétajs. — Riga: Tapals, 2009.

16. Hartley D. Interpersonal communication. — London, New York, 2005.
17.Bepaepbep P., Bepaepbep K. O6weHune. — CMb: Mpaiim EBpo3Hak, 2007.
18. Mopa. pea. NaBpuHeHKo B.H. Mcuxonorma n sTMKa AenoBoro obuieHus. —
MockBsa: FOHuTH — [laHa, 2006.

19.Ma3unkumHa E.N. UckycctBO ycnewHoi npeseHTaunn. — Mocksa: pocc
Mepaunsa, 2007.

20.MaTtbaw O.U., Noronbwa B.M., KazapuHosa H.B., bubu C.A., 3apuykKas X.B.
MeXnn4yHocTHaa KommyHuKauma. — ClMb: Peus, 2011.

21. YepHosa I.P., CtonumHa T.B. MNcuxonoruns obuwenus. — CMNB6: Nutep, 2012.

O 00O NOUL b~ W

»RECORD KEEPING(1CP)”




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 studies -8,
Part time studies - 4

Number of independent works

Testing form / -s

Test

Background knowledge

Not necessary

Science branch- subbranch

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. .
L , s training
The role of record-keeping in the company’s or institution work
organization.
2. Documents 2/1
. Lecture,
Documents (paper, electronic). .
. . Practical
Technical processing of documents. .
. training
Document functions.
3. Legal force of a document 2/1
o N Lecture,
Authorization. Types of authorization. .
. Practical
Document details. .
. training
Service notes.
4. Clerical work organization 2/1
. . Lecture,
The system of administrative documents. .
. . Practical
Record-keeping instruction. trainin
Nomenclature of files. &
5. Document text elaboration 2/1
The document’s purpose.
purp Lecture,
The language used. .
. . Practical
Development of certain types of documents (orders, minutes, trainin
deeds, certificates, powers of attorney, regulations, contracts, g
letters, CVs).
6. Work with ready documents 2/1 Lecture,
Document registration and circulation. Practical
Document control (number, execution, circulation). training
7. Electronic documents 2/1
Electronic Documents Law. Lecture,
The concept of an electronic document and electronic signature. 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 commission. Practicall
File compilation and design in record-keeping. .
training

Requirements for document storage.

THE STUDENT’S INDEPENDENT WORK




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. correspondence between the Written

Language styles. two companies according to a 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 % from Test
1. * * * 25
2. * 25
Test * * * 50
LITERATURE

Basic literature 1. V. Zemlanovs. Lietvediba no A lidz Z. Info Tilts. Riga, 2015

2. V. Bahanouvskis. LietikSie dokumenti. Izstradasana un noformésana.

Info Tilts. Riga, 2015

Regulations:

Dokumentu juridiska spéka likums (2010).

Dokumentu izstradasanas un noformésanas kartiba, MK noteikumi Nr. 916

(2010)
Additional 1.Z. Janténa. levads dokumentu parvaldiba. Atjaunots un papildinats 2 izd.

literature, internet
resources and

other sources 2013

noteikumi  Nr.154

Lietiskas informacijas dienests, SIA. Riga, 2014
2.1. Kalve. Dokumentu parvaldiba no A Iidz Z. Biznesa augstskola Turiba. Riga,

«Dokumentu

izstradasanas

3.S. Vaza. Dokumentu parvaldiba (lietvediba): uzdevumi un dokumentu
paraugi. Macibu lidzeklis. Rigas Tirdzniecibas Tehnikums, Riga, 2011
Regulations :
Darba likums, likums publicéts LatvijasVéstnesis Nr. 105, 06.07.2001.
Par arhiviem, likums publicéts Zinotajs Nr. 21, 01.01.1991,

Civillikums (1937)

Likums «Par arhiviem» (26.03.1991.)

Valsts valodu likums (21.12.1999)

Likums «Par Latvijas valsts gerboni» (19.02.1998).

Elektronisko dokumentu likums (31.10.2002.).

Informacijas atklatibas likums (29.10.1998.)

Fizisko personu datu aizsardzibas likums (23.03.2000)

MK  23.04.1996.
noformésanas noteikumi».

un

MK 13.06.2000. Koncepcija par elektronisko dokumentu juridisko statusu

Latvija.

Latvijas Valsts arhivu generaldirekcijas instrukcija «Par juridisko personu
arhivu dokumentu uzkrasanu, uzskaiti, saglabasanu un izmanto$anu
(10.10.1995.)

LVS ISO 9706:1994 Dokumentu

«Informacija un dokumentacija.




papirs.llgizturibas prasibas».
Starptautiskais  standarts  I1SO/TR15489-2:2001(E)  Arhivu/dokumentu
parvaldiba.

Paréjie normativie akti, kas Latvijas Republika reglamenté lietvedibu un ar
lietvedibu saistitie normativie akti.

Module S.Polovko 28.10.2016.
confirmed:

Signature Name, Surname Date




STUDY MODULE ,,LAW” DESCRIPTION
Module name in Latvian Tiesibas
Module name in English Law
Module name in Russian MpaBo

Study program/-s, which is
offered study module

Business administration

Status (section A, B, C)

A

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

5 CP compulsory part

MODULE DEVELOPERS

Name, surname

Position, degree

Inara Brante

Lecturer, Mg.lur., ph.d.

Aivars Kalnins

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

To provide the students with knowledge of business activities, laws
and regulations regulating labour relations, to develop the ability
to navigate them, and control the execution of laws and
regulations in the company.

Module objectives

e To introduce students to the Commercial Law, Labour Law,
guiding principles of the regulations for environment and
occupational health and safety issues as well as their goals
and objectives;

e To provide students with the knowledge and practical skills
in the system of legal and regulatory instruments governing
commercial activities and labour relations, as well as to
provide them with knowledge of the requirements of the
laws of the Republic of Latvia, the EU environmental
directives on occupational health and safety matters, civil
protection and fire safety basic principles;

e To teach skills in solving problems of a legal nature, in the
establishment of a company, its management, in the
regulatory framework for commercial liability, in solving
labour relations;

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

e To develop skills to apply theoretical knowledge in practice.

Module language

Latvian, English, Russian

THE STUDY MOD

ULE RESULTS: KNOWLEDGE, SKILLS, COMPETENCES

Knowledge

e Understanding of the basic principles of the use of
regulatory enactments; knowledge and practical skills in
business, the employer's and the employee's mutual labour
relations, creating opportunities for social dialogue and the




procedure for dispute resolution.

e Knowledge of labour protection, civil defence and
environmental protection policies, their guiding principles,
goals and objectives.

Skills

e The ability to navigate independently in the business
regulatory enactments;

e To use legal sources and apply legal norms relating to
commercial activities; labour legal relations in enterprises,
institutions and organizations;

e The ability to create the labour protection and civil defence
system in the company, in accordance with the
requirements of legislation and ensure compliance with
labour safety and sanitary-hygienic requirements in the
company;

e To be responsible for their professional activity results.

Competences

e improved skills and abilities to analyze, select and apply
statutory enactments regulating the commercial and labour
relations in practice, and the ability to ensure compliance
with the environmental legislative requirements in the
company's daily work;

e to know how to define the measures, to carry out their
enforcement, and to control them with a view to reducing
the risks in business activities, in scope of labour relations
and occupational health.

e the ability to build a social dialogue with partners,
employees;

e the ability to take responsibility for their professional
performance;

e the ability to organize labour protection measures and
control compliance with occupational health and safety
requirements.

In Latvian

Sniegt priekSstatu, pamat zinasanas un praktiskas tiesibu normu
pieméroSanas iemanas komercdarbiba, darba tiesiskajas
attiecibas, akcentéjot darba devéja un darbinieka savstarpégjas
tiesiskas attiecibas, sociala dialoga veidoSanu un stridu
risinasanas kartibu, ka ari normativo aktu piemérosana vides
aizsardziba uznémumos. Macibu procesa tiek apskatiti galvenie
komerctiesibu pamat institGti - komersants un komercdarbiba,
komercregistrs, uznémums, filiale, firma, atseviski komercialas
parstavibas veidi, komercdarijumi, to tiesiskais reguléjums. Tiek
apglts darba tiesisko attiecibu reguléjums, tas ir, normativu
baze, kas regulé darba devéja un darbinieka [gumiskas
attiecitbas, un ar darba attiecibam cieSi saistitas attiecibas.
Macibu procesa tiek akcentéts, ka Latvijas valsts politika darba
aizsardzibas joma pamatojas uz nodarbinato droSibas un
veselibas prioritati,tadejadi pievérsoties veselibas saglabasanai,
darbavietu un apstaklu uzlaboSanai, un tam, laistradajoSiem
izveidotulabu psihologisko klimatu. Minétajiem normativo aktu
reguléjumiem ir svariga nozime valsts ekonomiska un sociala




progresa sekmésana, ka ari uznémeéjdarbibas vides sakartoSana.
Tas saistas ar efektivas darba aizsardzibas prasibam, valsts
nodarbinatibas un komercialas vides politiku.

In English

The module gives students basic knowledge and skills
needed for practical application of legal norms in the field of
commercial activities, labor law, emphasizing bilateral legal
relationship of employee and employer, the creation of
social dialogue and settlement of disputes, as well as the use
of normative acts in the sphere of environmental protection
in enterprises. In the frames of the learning process, the
basic institutions of commercial law are studied — an
entrepreneur and commercial activities, the commercial
register, a company, a subsidiary, a firm, the certain kinds of
commercial representation, commercial transactions and its
legal regulation. Students master the legal regulation of
labor relations, including the regulatory framework that
governs contractual relations of an employee and employer,
as well as the relationships that are closely connected to
labor relations. In the frames of the learning process it is
emphasized how the Latvian state policy in the field of labor
protection is based on the priorities of health and safety of
workers, thereby increasing the significance of the health
preservation, improvement of working conditions, as well as
creation of positive psychological climate in the workplace.
This regulation is essential to accelerate economic and social
progress in the country, as well as to regulate the business
environment. It is connected with the requirements of
effective labor protection, the state employment policy and
the business environment.

In Russian

Mogaynb paeT npeacraBaeHne, OCHOBHbIE 3HAHWA U HABbLIKK
NPaKTUYECKOTO MPUMEHEHMA HOPM 3aKOHOAATENbCTBA B
chepe KOMMepYECKOW AeATeNbHOCTW, TPYAOBOro MNpasa,
aKueHTUpysA ABYCTOPOHHME npaBoBble OTHOLWIEHMA
paboTHMKa W paboTopatens, Co3paHWE  COLMANbLHOIO
AManora W nopASOK paspeleHua CrnoposB, a TaK Xe
NPUMEHEHNE HOPMATUBHbIX aKToB B cdepe 3awWuThl
OKpy)Katowen cpeabl Ha NpegnpuAtTUax. B pamkax yyebHoro
npouecca paccmaTtpuBatoTca OCHOBHblE NHCTUTYTbI
KOMMEpPYECKOro npaBa — KOMMEPCAHT W KOMMepYeCcKas
OEeATEeNbHOCTb, KOMMEPYECKUI  perucTp, npeanpuatue,
dnnmnan, ¢upma, onpepenieHHble BUAbl KOMMEPYECKOro
NpeAcTaB/leHUsA, KOMMEpPYECKME CAENKM W WX MpPaBOBOE
perynvpoBaHue. OcCBauBaeTcA NpPaBOBOE peryivMpoBaHue
TPYAOBbIX OTHOLIEHWI, B T.4. HOpMaTMBHaA 6a3a, KoTopas
perynivpyer  [OOrOBOPHble  OTHOWEHMA  paboTHMKa U
paboToaaTens, a TaK e OTHOLWEHMWA, TECHO CBA3aHHble C




TPYAOBbIMW OTHOLWEHUAMK. B pamkax yyebHoro npouecca
aKUEeHTUpyeTCA, Kak J1aTBUIMCKas rocygapcTBEHHAA NOAUTUKA
B cdepe oxpaHbl TpyAa OCHOBbLIBAETCA Ha npuvopuTeTax
300p0OBbA M He3onacHOCTM paboTatowmx, Takum obpasom
YCUIMBAA 3HauYeHWe COXPAHEHWA 340PO0BbA, YAYYLIEHUIO
YCNOBWIA Tpyda, a TaK JKe CO343aHUI0 MNONOXKUTENIbHOro
NMCUXONOMMYECKOTO KAMMaTa Ha paboyem mecTte. YnomaHyToe
peryinpoBaHMe MMeeT Ba)XHOE 3Ha4YeHue ANA YCKOpeHUusA
3KOHOMMWYECKOro M COLManbHOro Nporpecca B rocyaapcrsee, a
TaK }Ke ynopag04unBaHma npeanpuHMMaTenbCKon cpeapl. 3To
cBA3aHO C TpeboBaHMAMM 3OPEKTUBHOM OXpaHbl TPyAaa,
rocy4apcTBeHHON MOANTUKON 3aHATOCTU U KOMMEPYECKOM

cpeapl.

SUMMARY OF THE MODULE PLAN AND CONTENTS

MODULE COMPULSORY PART

“BASICS OF COMMERCIAL LAW” (2CP)

Total number of hours (1 cP =40 hours.) 80
Number of lecturer hours Full time studies — 20,
Part time studies - 10
Number of seminars or practical training hours Full time studies -12,
Part time studies - 6
Number of independent works 4
Testing form / -s Test
Background knowledge Commercial module
Science branch- subbranch 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. Legal
framework of the relationship of the Commercial law. 2/2 Lecture
Concept and system of the Commercial law.
2.General principles of commercial activities. Limitations for
'cc.)r.nmercial 4/2 Lecture
activities.
3. Commercial register and its functions. Keeping of the Lecture,
commercial register, openness, . . 4/1 Practical
record content, and entry of a record in the commercial training
register.
4. Concept of a company. Commercial secret. Transition of a
company.
Branch and its concept. Entering a record of a branch into the 2/2 Lecture
commercial register and exclusion from it. Mission and
branch of a foreign entrepreneur.




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

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

2/1

Lecture

6. Commercial agent and its concept. Commercial agent’s
contract form, obligations, remuneration. Principal's
obligations. Rights to provision, term of the remuneration.
Del credere. Broker and its concept. Broker's liability,
transaction act, remuneration, transaction log.

2/1

Lecture

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

Company’s fixed capital. Dividends. Responsibility.

2/2

Lecture

8. Reorganisation of capital companies, general provisions and
special provisions for a reorganisation. Procedure of a
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

THE STUDENT’S INDEPENDENT WORK

Theme of the individual work

Tasks for the individual work

Volume (h)in

The expected

full time/ results
part time
studies
Literature, sources and The theoretical
All themes of the study course | methodological resources 8/24/40 part of the exam
studies passed
Procurator’s and simple 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 the | To prepare a presentation, 12
study process results presenting the problem and
(development of independent | the proposed solution on Essays and

work on the given topic and
presenting it).

existing problematic situations
in business activities, the
possibilities to apply the
statutory enactments
regulating the sector in
practice.

presentation
preparation, its
presentation

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. 09.08.2010. likums "Mikrouznémumu nodokla likums"

3. 17.07.2008. likums "Noziedzigi iegutu Iidzeklu legalizacijas un
terorisma finansésanas novérsanas likums"

4. 23.03.2000. likums "Koncernu likums"

5. 20.11.1990. likums "Par Latvijas Republikas Uznémumu registru"

6. 28.01.1937. MK likums "Civillikums".

7. 01.01.2008. ,Negodigas komercprakses aizlieguma likums”.

Additional
literature, internet
resources and
other sources

1. 29.06.2010. MK noteikumi Nr.598 "Noteikumi par kartibu, kada ved
mantiska ieguldijuma vértétaja sarakstu, un vértétajiem izvirzamam prasibam.
2.Noteikumi par ierakstu izdariSanas Uznémumu registra Zurnala un
komercregistra, ka arf iesniedzamo dokumentu registrésanas valsts nodevu .
Ministru kabineta 17.12.2013. noteikumi Nr. 1530/LV, 253 (5059), 30.12.2013.
3. Noteikumi par Latvijas Republikas Uznémumu registra maksas
pakalpojumiem Ministru kabineta 17.12.2013. noteikumi Nr. 1525/LV, 252
(5058), 28.12.2013.

4. Oficialo publikaciju noteikumi. Ministru kabineta 29.01.2013. noteikumi Nr.
65/LV, 23 (4829), 01.02.2013.

5. Noteikumi par kartibu, kada ved mantiska ieguldijuma vértétaju sarakstu,
un vértétajiem izvirzamam prasibam Ministru kabineta 29.06.2010. noteikumi
Nr. 598/LV, 109 (4301), 13.07.2010.

European Regulations:

1. Padomes 1968. gada 9. marta Pirma direktiva 68/151/EEC par tadu
nodrosinajumu koordinaciju, kosabiedribu dalibnieku un citu personu interesu
aizsardzibai dalibvalstis prasa no sabiedribam Liguma 58. panta otras dalas
nozimé, lai izveidotu lidzvértigus nodrosinajumus visa Kopiena.

2. Padomes 1976. gada 13. decembra Otra direktiva par tadu nodroSinajumu
koordinaciju, ko sabiedribu daltbnieku un citu personu interesu aizsardzibai
dalibvalstis prasa no sabiedribam, kas definétas Liguma 58. panta otraja dala,
attieciba uz akciju sabiedribu veidoSanu un to kapitala saglabasanu un
mainisanu, nollka izveidot lidzvértigus nodrosinajumus.

3. Padomes Tresa direktiva 78/855/EEK (1978. gada 9. oktobris), kas
pamatojas uz Liguma 54. panta 3. punkta g) apakSpunktu un attiecas uz akciju
sabiedribu apvienosanos.

4. Padomes 1982. gada 17. decembra Sestad direktiva 82/891/EEC, kas
pamatojas uz Liguma 54. panta 3. punkta g) apakSpunktu, par akciju
sabiedribu sadalisanu.

5. Padomes 1985. gada 25. julija Regula (EEK) Nr. 2137/85 par Eiropas
ekonomisko interesu grupam.

6. Padomes 1989. gada 21. decembra Vienpadsmita direktiva 89/666/EEC par
atklatibas prasibam attieciba uz filialem, ko kada daltbvalsti atvérusas dazu
tipu uznéméjsabiedribas, kuras regulé citas valsts likumi.



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

7. Padomes 1989. gada 21. decembra divpadsmita uznemeéjdarbibas tiesibu
Direktiva 89/667/EEC par viena Tpasnieka sabiedribam ar ierobezotu atbildibu.
8. Padomes 2001. gada 8. oktobra Regula (EK) Nr. 2157/2001 par Eiropas
uznémeéjsabiedribas (SE) stattiem.
9. Padomes 1986. gada 18. decembra Direktiva 86/653/EEK par dalibvalstu
likumu koordinaciju attieciba uz pasnodarbinatiem tirdzniecibas parstavjiem.
10. Padomes 2003. gada 22. jilija Regula (EK) Nr. 1435/2003 par Eiropas
Kooperativas sabiedribas (SCE) statltiem.
11. Eiropas Parlamenta un Padomes 2005. gada 26. oktobra Direktiva
2005/56/EK par kapitalsabiedribu parrobezu apvienosanos.
Periodic
1.LATVIJAS REPUBLIKAS UZNEMUMU REGISTRA TIESIBU PIEMEROSANAS
PRAKSE. Komerctiesibas, biedroSanas tiesibas un publiskie registri. Zvaigzne
ABC. 2013.
2.V. Jarkina. FRANSIZE TEORIJA UN PRAKSE. Komerclikuma fransizes liguma
nodalas komentari. Latvijas Véstnesis. 2009.
3.Strupiss A. KOMERCLIKUMA KOMENTARI. A dala. Komercdarbibas visparigie
noteikumi. - Riga: A. Strupisa juridiskais birojs.
4. Autoru kolektivs. KOMERCTIESIBU AKTUALIE JAUTAJUMI LATVIJA UN
EIROPA. Tiesu namu agentira, 2013.
Databases

o  www.likumi.lv- Latvijas Republikas tiesibu akti

e www.at.gov.lv —judikatlra (tiesu prakse)

e  www.lv.lv - Latvijas Véstnesis

o www.tiesibsargs.lv - Latvijas Republikas Tiesibsargs

e www.ur.gov.lv - Latvijas Republikas Uznémumu registrs

+LABOUR LAW(2 CP)”,
Total number of hours (1 cP =40 hours.) 80
Number of lecturer hours Full time studies - 20,
Part time studies — 10
Number of seminars or practical training hours Full time studies -12,
Part time studies — 6
Number of independent works 4
Testing form / -s Test
Background knowledge Commercial module
Science branch- subbranch 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 as a 2/2 Lecture
subject. Regulatory enactments of the Labour law
2. Principles of labour legal relations. Employee. 4/2 Lecture,
Employer. Equal rights principles. Invalidity of Practical
provisions that aggravate the legal position of 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 contract — content and form. Parties 2/1 Lecture,
signing a collective labour contract. Procedure of Practical
signing and amending a collective labour contract, training
the status of the collective labour contract in relation
with people

4. Signing of a collective labour contract, its types. Form 4/1 Lecture
of a labour contract. Consequences of not following
the necessary written form. Invalidity of a labour
contract

5. Legal relations in a labour contract. Agreement 4/2 Lecture
between employers and employees. Specification of a
test for employees, the consequences of the test.

Limitations and prohibitions of employment

6. Provisions of work procedure, their content. 4/2 Lecture
Description of a position. Orders issued by the
employer, their content and limitations. Carrying out
the work not mentioned in a labour contract.

Termination of a labour contract. Rights and

obligations of the employer. Rights and obligations of

the employee
7. Remuneration of a company. Remuneration concept, 4/2 Lecture,
organisation, equal remuneration. Practical
Working hours of a company. Concept, types, and training
organisation of working hours.
Concept, types and organisation of free time
8. Principles of the termination of labour legal relations 4/2 Lecture,
Resignation of the employee. Practical
Termination of the contract by the employer. Reasons for the training
termination, terms.
Termination of the contract, limitations, and prohibitions fo
the employer. Other reasons for termination
of labour legal relations
9. Legal aspects of labour disputes. Settlement of the 4/2 Lecture, Test

disputes in a reconciliation

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

Settlement of individual disputes. Limitation period

THE STUDENT’S INDEPENDENT WORK

Theme of the individual work

Tasks for the individual work

Volume (h)in

The expected

full time/ results
part time
studies
Literature, sources and The theoretical
All themes of the study course methodological resources 14/30/46 part of the exam
studies passed
1. Application possibilities of | 1. to understand the principles 4 Solving,




Labour Law sectoral | of the employment presentation of

regulations in practice relationship the cases on the
2. to recognize and be able to studied material,
analyze the features of justification of
discrimination in labour work
relations assumptions
3. to wuse terminology as
applicable

2. Employment contract 1. to work in a team 12

2. to analize the proposed
employment contract,
indicating its imperfections
and / or non-compliance with
the statutory regulations and
laws.

Work in groups,
participation in
the discussion, to
be able to argue
their views

3. Tests

10 Individual work,
knowledge and

Final test on the material .
understanding

I
earned 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

20.06.2001. likums "Darba likums" ("LV", 105 (2492), 06.07.2001.)
[spéka ar 01.06.2002.]

26.09.2002. likums "Darba stridu likums" ("LV", 149 (2724),
16.10.2002.) [spéka ar 01.01.2003.].

20.12.2001. likums ,Par darbinieku aizsardzibu darba devéja
maksatnespéjas gadijuma ”
LV, 188 (2575), 28.12.2001., Zinotajs, 2, 24.01.2002.

20.06.2001. likums "Par reglamentétajam profesijam un profesionalas
kvalifikacijas atziSanu" ("LV", 105 (2492), 06.07.2001.) [spéka ar
20.07.2001.]

23.03.2000. likums "Fizisko personu datu aizsardzibas likums" ("LV",
123/124 (2034/2035), 06.04.2000.) [spéka ar 20.04.2000.]

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. 20.06.2001. likums "Par reglamentétajam profesijam un profesionalas

literature, internet kvalifikacijas atzisanu" ("LV", 105 (2492), 06.07.2001.) [spéka ar
resources and 20.07.2001.]
other sources 2. 06.08.2002. MK noteikumi Nr.353 "Noteikumi par darbiem jomas,

kuras darba ligums parasti netiek slégts uz nenoteiktu laiku" (Latvijas
Véstnesis, 116 (2691), 15.08.2002.)

3. 25.06.2002. MK noteikumi Nr.272 "Noteikumi par sezonas rakstura
darbiem" (Latvijas Véstnesis, 98 (2673), 02.07.2002.)

4. 28.05.2002. MK noteikumi Nr.206 "Noteikumi par darbiem, kuros
aizliegts nodarbinat pusaudZus, un iznémumi, kad nodarbinasana
Sajos darbos ir atlauta saistiba ar pusaudZa profesionalo
apmacibu" (Latvijas Véstnesis, 82 (2657), 31.05.2002.)

5. 28.05.2002. MK noteikumi Nr.205 "Kartiba, kada tiek izsniegtas
atlaujas bérnu - izpilditaju - nodarbinasanai kultdras, makslas, sporta
un reklamas pasakumos, ka arl___ atlauja ietveramie
ierobeZojumi" (Latvijas Véstnesis, 81 (2656), 30.05.2002.)

6. 08.01.2002. MK noteikumi Nr.10 "Noteikumi par darbiem, kuros
atlauts nodarbinat bérnus vecuma no 13 gadiem" (Latvijas Véstnesis,
6(2581),11.01.2002.)

7. 06.08.2002. MK noteikumi Nr.353 "Noteikumi par darbiem jomas,
kuras darba ligums parasti netiek slégts uz nenoteiktu laiku" (Latvijas
Véstnesis, 116 (2691), 15.08.2002.)

8. 25.06.2002. MK noteikumi Nr.272 "Noteikumi par sezonas rakstura
darbiem" (Latvijas Véstnesis, 98 (2673), 02.07.2002.)

9. 14.10.1998. likums "Civilprocesa likums"

Periodic

e N. Racenaja. Darba ligums ka tiesibu avots. Biznesa Augstskola Turiba.
2009.
e Velga Slaidina, llze Skultane. Darba tiesibas. Zvaigzne ABC. 2011.
e Zvérinatu advokatu birojs "BDO Zelmenis&Liberte". Drba likums ar
komentariem. Latvijas Brivo arodbiedribu savieniba. 2010.
Databases

e  www.likumi.lv- Latvijas Republikas tiesibu akti

e www.at.gov.lv —judikatlra (tiesu prakse)

o  www.lv.lv - Latvijas Véstnesis

e www.vdi.gov.lv - Valsts darba inspekcija

e www.tiesibsargs.lv- - Latvijas Republikas Tiesibsargs

o www.lbas.lv - Latvijas brivo arodbiedribu savieniba
e www.lm.gov.lv - Labklajibas ministrija

»ENVIRONMENT, LABOUR AND CIVIL DEFENCE (1 CP)”,

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 studies -3,
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 branch- subbranch

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 labour Lecture,
protection 1/0,5 Practical
training
3. Rights and obligations of employers within the context of Lecture,
labour protection Training and briefing for issues connected 1/0,5 Practical
with labour protection Certification of employees training
4. Methodologies and assessment of the work environment and Lecture,
environment risks (physical, ergonomic, chemical, biological, 1/0,5 Practical
psycho-emotional, traumatism) training
5. Occupational health and occupational health issues Obligatory Lecture,
health checks 1/0,5 Practical
training
6. Investigation and record organisation for accidents at the Lecture,
workplace 1/0,5 Practical
training
7. Liability of violation of the regulatory enactments of labour Lecture,
protection 1/0,5 Practical
training
8. State civil protection system, legal regulation for state civil Lecture,
protection system, 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 and Lecture,
obligations of government institutions, municipalities, 1/0,5 Practical
entrepreneurs and inhabitants in the context of civil ’ training
protection;
11. Planning of civil protection measures Terrorism and Lecture,
manifestations 1/0,5 Practical
training
12. Natural and technogenic disasters, and high-risk Lecture,
objects Dangerous chemical substances and products 1/0,5 Practical
Radiation safety training
13. Fire safety, fire services, rescue services, and management of Lecture,
disaster consequences 1/0,5 Practical
training
14. Providing the first aid in a case of organising an evacuation Lecture,
planin a case of a disaster 1/0,5 Practical
training
15. Immediate preventive, response measures, and measures for 1/0,5 Lecture,




the management of disaster consequences. Civil alarm and Practical

notification system and the basic principles of the operation of training
the system

16. Organisation of civil protection in an organisation, institution, Lecture,

company 1/0,5 Practical

training

THE STUDENT’S INDEPENDENT WORK

Theme of the individual work | Tasks for 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
o . Problem
on the civil protection . . .
s . 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. Jemeljanovs V., Sulojeva J. Civila aizsardziba un ugunsdrosiba. Riga:
RTU, 2008;
2. Kalkis V., Roja Z. Darba vides riski. Riga: 2004;
3. Ulmane V. Darba tiesibas. Darba aizsardziba. Riga: 2004;
4, Latvijas Brivo arodbiedribu savieniba. Darba drosiba. Riga: 2010;
5. Latvijas Brivo arodbiedribu savieniba. Darba higiéna. Riga: 2010;
6. Latvijas Brivo arodbiedribu savieniba. Ergonomika darba. Riga: 2010;
7. Latvijas Brivo arodbiedribu savieniba. Darba aizsardzibas apmacibu
metodes. Riga: 2010;
8. Latvijas Brivo arodbiedribu savieniba. Darba drosiba. Riga: 2010;
9. Latvijas Brivo arodbiedribu savieniba. Psihosociala darba vide. Riga:
2010;
10. Latvijas Brivo arodbiedribu savieniba. Darba apstakli un veseliba darba.
Riga: 2010;

Additional 1. ,Darba aizsardziba uznémuma. Paligs jauniem komersantiem”.

literature, internet [tieSsaiste]. Pieejams interneta: www.lddk.lv/da



http://www.lddk.lv/da

resources and
other sources

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

20.06.2001. likums "Darba aizsardzibas likums" ("LV", 105 (2492),
06.07.2001.; Zinotajs, 15, 09.08.2001.) [spéka ar 01.01.2002.] ar
grozijumiem lidz 28.04.2010.

24.10.2002. likums "Ugunsdrosibas un ugunsdzésibas likums" ("LV", 165
(2740), 13.11.2002.; Zinotajs, 23, 12.12.2002.) [sp€ka ar 01.01.2003.] ar
grozijumiem lidz 07.08.2013.

05.10.2006. likums "Civilas aizsardzibas likums" ("LV", 171 (3539),
26.10.2006.) [spéka ar 01.01.2007.] ar grozijumiem Iidz 10.04.2013.
14.12.2000. likums "Nacionalds drosibas likums" ("LV", 473/476
(2384/2387), 29.12.2000.) [spéka ar 12.01.2001.] ar grozijumiem lidz
26.06.2014.

30.05.2002. likums "Mobilizacijas likums" ("LV", 91 (2666), 18.06.2002.)
[spéka ar 01.01.2005.] ar grozijumiem lidz 19.10.2010.

07.03.2013. likums “Par arkartgji situaciju un iznémuma stavokli” (“LV”,
61 (4867), 27.03.2013.) [spéka ar 10.04.2013.] ar grozijumiem lidz
19.11.2014.

19.05.1994. likums "Par padvaldibam" ("LV", 61 (192), 24.05.1994.)
[speka ar 09.06.1994.] ar grozijumiem ldz 28.06.2014.

04.11.1999. likums "Nacionalo brunoto spéku likums" ("LV", 388/389
(1848/1849), 24.11.1999.) [spéka ar 08.12.1999.] ar grozijumiem lidz
12.06.2014.

07.12.2000. likums "Par hidroelektrostaciju hidrotehnisko bavju
drodumu" ("LV", 460/464 (2371/2375), 20.12.2000.) [spéka ar
01.04.2001.] ar grozijumiem Iidz 07.03.2013.

11.12.1997. likums "Epidemiologiskas drosibas likums" ("LV", 342/345
(1054/1057), 30.12.1997.) [speka ar 13.01.1998.] ar grozijumiem lidz
12.11.2014.

05.02.1997. likums "Aizsargjoslu likums" ("LV", 56/57 (771/772),
25.02.1997.) [spéka ar 11.03.1997.] ar grozijumiem lidz 05.11.2014.
21.12.2000. likums "Dzelzcela parvadajumu likums" ("LV", 3 (2390),
05.01.2001.) [speka ar 19.01.2001.] ar grozijumiem lidz 15.11.2014.
21.06.2007. likums "Valsts materialo rezervju likums" ("LV", 107 (3683),
05.07.2007.) [sp€ka ar 01.01.2008.] ar grozijumiem lidz 01.12.2009.
01.04.1998. likums "Kimisko vielu likums" ("LV", 106 (1167),
21.04.1998.) [speka ar 01.01.1999.] ar grozijumiem lidz 08.10.2014.
20.06.2001. likums "Darba aizsardzibas likums" ("LV", 105 (2492),
06.07.2001.) [speka ar 01.01.2002.] ar grozijumiem lidz 28.04.2010.
19.07.2005. MK noteikumi Nr.532 "Noteikumi par rlpniecisko avariju
riska novértésanas kartibu un riska samazinasanas pasakumiem" ("LV",
121 (3279), 03.08.2005.) [spéka ar 04.08.2005.] ar grozijumiem lidz
15.02.2014.

17.02.2004. MK noteikumi Nr.82 "Ugunsdrosibas noteikumi" ("LV", 28
(2976), 20.02.2004.) [spéka ar 21.02.2004.] ar grozijumiem lidz
14.06.2008.

03.11.2009. MK noteikumi Nr.1260 ”"Noteikumi par valsts
ugunsdrosibas uzraudzibas inspektoru kompetenci un kartibu, kada
veicama valsts ugunsdrosibas uzraudziba un civilas aizsardzibas prasibu
ievérosanas kontrole" ("LV", 177 (4163), 06.11.2009.) [speka ar
07.11.2009.]

07.08.2007. MK noteikumi Nr.530 "Civilas trauksmes un apzinoSanas
sistémas izveidoSanas, izmantoSanas un finansésanas kartiba" ("LV",
129 (3705), 10.08.2007.) [spéka ar 11.08.2007.] ar grozijumiem lidz




21.

22.

23.

24,

25.

26.

27.

28.

29.

30.

31.

32.

33.

34.

35.

36.

01.07.20009.

03.02.2004. MK noteikumi Nr.61 "Kartiba, kada Valsts ugunsdzésibas un
glabsanas dienests veic un vada ugunsgréku dzéSanu un glabsanas
darbus" ("LV", 20 (2968), 06.02.2004.) [speka ar 07.02.2004.]
11.12.2007. MK noteikumi Nr.842 "Kartiba, kada juridiskajam un
fiziskajam personam kompenséjami izdevumi un zaud&jumi, kas
radusies, iesaistot personu resursus reagésanas pasakumos, ugunsgréka
dzésana vai glabsanas darbos, un kompensacijas apméra aprékinasanas
kartiba" ("LV", 201 (3777), 14.12.2007.) [spéka ar 15.12.2007.] ar
grozijumiem lidz 01.01.2014.

08.04.2003. MK noteikumi Nr.152 "Prasibas attieciba uz sagatavotibu
radiacijas avarijai un ricibu Sadas avarijas gadijuma" ("LV", 58 (2823),
15.04.2003.) [spéka ar 16.04.2003.] ar grozijumiem lidz 05.07.2009.
03.08.2004. MK noteikumi Nr.674 "Noteikumi par spradzienbistamiem,
ugunsbistamiem un T1pasi svarigiem objektiem, kuros izveidojami
ugunsdrosibas, ugunsdzésibas un glabsanas dienesti" ("LV", 124 (3072),
06.08.2004.) [speka ar 07.08.2004.] ar grozijumiem lidz 08.03.2013.
13.04.2004. MK noteikumi Nr.282 "Ugunsdrosibas precu, ugunsdzésibas
iekartu un ieri¢u atbilstibas novértésanas noteikumi" ("LV", 60 (3008),
16.04.2004.) [speka ar 01.03.2005.] ar grozijumiem lidz 01.08.2005.
02.10.2007. MK noteikumi Nr.660 "Darba vides iekS€jas uzraudzibas
veiksanas kartiba" ("LV", 161 (3737), 05.10.2007.) [stajas spéka
06.10.2007.]

29.09.2008. MK noteikumi Nr.803 "Darba aizsardzibas prasibas,
saskaroties ar kancerogénam vielam darba vietas" ("LV", 153 (3937),
02.10.2008.) [stajas spéka 03.10.2008.]

28.04.2009. MK noteikumi Nr.359 "Darba aizsardzibas prasibas darba
vietas" ("LV", 69 (4055), 06.05.2009.) [stajas speka 01.01.2010.]
21.05.2002. MK noteikumi Nr. 189 ,Darba aizsardzibas prasibas,
saskaroties ar biologiskajam vielam”, ("LV", 78 (2653), 24.05.2002.)
[stajas speka 01.01.2003.] ar grozijumiem lidz 21.04.2012.

06.08.2002. MK noteikumi Nr. 344 ,Darba aizsardzibas prasibas,
parvietojot smagumus” ("LV", 114 (2689), 09.08.2002.) [stajas spéka
10.08.2002.]

06.08.2002. MK noteikumi Nr. 343 ,Darba aizsardzibas prasibas,
stradajot ar displeju” ("LV", 114 (2689), 09.08.2002.) [stajas spéka
10.08.2002.]

20.08.2002. MK noteikumi Nr. 372 ,Darba aizsardzibas prasibas, lietojot
individualos aizsardzibas Iidzeklus” ("LV", 119 (2694), 23.08.2002.)
[stajas speka 24.08.2002.] ar grozijumiem l1dz 01.08.2009.

03.09.2002. MK noteikumi Nr. 400 ,Darba aizsardzibas prasibas
drosibas zZimju lietosana” (“LV”, 127 (2702), 06.09.2002.), [stajas spéka
07.09.2002.].

15.05.2007. MK noteikumi Nr. 325 “Darba aizsardzibas prasibas saskaré
ar kimiskajam viela darba vietas” (“LV”, 80 (3656), 18.05.2007.), [stajas
spéka 19.05.2007.] ar grozijumiem lidz 04.02.2011.

17.09.2002. MK noteikumi Nr. 427 ,Uzticibas personu ievélésanas un
darbibas kartiba”("LV", 139 (2714), 27.09.2002.) [stajas spéka
28.09.2002.] ar grozijumiem lidz 12.09.2009.

09.12.2002. MK noteikumi Nr. 526 ,Darba aizsardzibas prasibas, lietojot
darba aprikojumu” ("LV", 182 (2757), 12.12.2002.) [stajas spéka
13.12.2002.] ar grozijumiem lidz 01.09.2014.




37.

38.

39.

40.

41.

42.

43.

44.

45.

46.

47.

48.
49.
50.
51.

04.02.2003 MK noteikumi Nr. 66 ,Darba aizsardzibas prasibas
nodarbinato aizsardzibai pret darba vides troksna radito risku”("LV", 21
(2786), 07.02.2003.) [stajas speka 08.02.2003.] ar grozijumiem lidz
22.12.2012.

25.02.2003. MK noteikumi Nr. 92 ,Darba aizsardzibas prasibas, veicot
blvdarbus” ("LV", 33 (2798), 28.02.2003.) [stajas spéka 01.03.2003.] ar
grozijumiem lidz 04.07.2014.

10.08.2010. MK noteikumi Nr. 749 "Apmacibas kartiba darba
aizsardzibas jautajumos" ("LV", 128 (4320), 13.08.2010.) [stajas spéka
01.10.2010.] ar grozijumiem Iidz 01.07.2013.

13.04.2004 MK noteikumi Nr. 284 ,Darba aizsardzibas prasibas
nodarbinato aizsardzibai pret vibracijas radito risku darba vidé”("LV", 60
(3008), 16.04.2004.) [stajas speka 01.07.2005.]

10.03.2009. MK noteikumi Nr. 219 "Kartiba, kada veicama obligata
veselibas parbaude" ("LV", 41 (4027), 13.03.2009.) [stajas spéka
01.04.2009.] ar grozijumiem lidz 11.01.2013.

08.09.2008. MK noteikumi Nr. 723 "Noteikumi par prasibam
kompetentam institicijam un kompetentiem specialistiem darba
aizsardzibas jautajumos un kompetences novértésanas kartibu" ("LV",
143 (3927), 16.09.2008.) [stajas spéka 01.01.2009.] ar grozijumiem lidz
28.09.2013.

08.02.2005 MK noteikumi Nr. 99 ,Noteikumi par komercdarbibas
veidiem, kuros darba devéjs iesaista kompetentu institdciju” ("LV", 24
(3182), 11.02.2005.) [stajas spéka 01.01.2006.] ar grozijumiem lidz
01.01.2013.

25.08.2009. MK noteikumi Nr.950 "Nelaimes gadijumu darba
izmeklésanas un uzskaites kartiba" ("LV", 137 (4123), 28.08.2009.)
[stajas speéka 01.01.2010.] ar grozijumiem lidz 01.01.2014.

03.08.2010. MK noteikumi Nr.713 "Noteikumi par kartibu, kada
nodrosSina apmacibu pirmas palidzibas sniegSana, un pirmas palidzibas
aptiecinas medicinisko materialu minimumu" ("LV", 124 (4316),
06.08.2010.) [stajas spéka 07.08.2010.]

08.10.2013. MK noteikumi Nr. 1041 “Noteikumi par obligati
piemérojamo energostandartu, kas nosaka elektroapgades objektu
ekspluatacijas organizatoriskas un tehniskas drosibas prasibas” (“LV”
198 (5004), 10.10.2013.) [stajas speka 01.03.2014].

18.03.2014. MK noteikumi Nr. 143 “Darba aizsardzibas prasibas,
stradajot augstuma” (“LV” 58 (5118), 21.03.2014.) [stajas spéka
01.09.2014.].

www.|ddk.lv

www.vdi.gov.lv

www.osha.lv

www.hapofilm.net/en

Module
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S.Polovko 28.10.2016.

Signature Name, Surname Date
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STUDY MODULE, DATA PROCESSING AND INTERPRETATION”

DESCRIPTION

Module name in Latvian

Datu apstrade un interpretacija

Module name in English

Data processing and interpretation

Module name in Russian

O6paboTKa n nHTepnpeTauma gaHHbIX

Study program/-s, which is
offered study module

Business administration

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
Vineta Minkeévica Docent, Dr.math
Sanita Vane Lecturer. Mg.paed.

MODULE CONTENTS

Module compulsory part:

Information technologies (2CP)

Mathematics in economics and management (2CP)

Statistics (2CP)

Module optional part:

MODULE GOAL AND OBJECTIVES

Module goals

To improve students' knowledge of data collection, processing and
analysis

Module objectives

To provide students with the knowledge of advanced
mathematics and to develop skills to apply it in economics
and management science;

To improve the ability to perform data processing for
formulation and solution of economic and management
tasks, to build the competence of decision-making based
on a preliminary analysis of the situation;

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

Module valoda

Latvian, English, Russian

THE STUDY MOD

ULE RESULTS: KNOWLEDGE, SKILLS, COMPETENCES

Knowledge

To provide students with knowledge of

information technology, data explication,
processing and analysis methods;

advanced mathematics, putting forward and
alternative decisions;

forecasting, putting forward hypotheses and test methods,

evaluation of reliability of the results.

mining,

studying

Skills

to improve the skill to perform data processing for
formulation and solution of economic and
management tasks;

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

to develop skills to forecast the situations and predict




their activity results;

e to develop skills to carry out the research and evaluate
the results obtained;

e to develop the skills to analyze the data collected and to
use the results in decision-making.

Competences e to build the competence to choose the most
appropriate methods to analyze the situation and
evaluate the results;

e to develop the competence of decision-making based on
a preliminary analysis of the situation.
MODULE ABSTRACT

In Latvian | Modulis nepiecieSams, lai studenti varétu veidot izpratni par datu ieguves
veidiem un apstrades metodém, pilnveidot prasmi datus attélot un apstradat,
izmantojot informacijas tehnologijas iesppéjas, veidot prasmi veikt datu un
ieglto rezultatu ticamibas novértéjumu, ka ari analizét rezultatus un izdarit
secinajumus.

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

In Russian | Moaynb Heobxoamm, 4Tobbl CTYAEHTbl MOFIM UMETb NpeacTaBieHne O BUAax
nosly4eHMa AaHHbIX U MeTodax Mx 0bpaboTKM, yCOBEPLUEHCTBOBAAW YMeEHUEe
oTobparkatb M  0b6pabaTbiBaTb  AaHHble, WCNONAb3yA  BO3MOXKHOCTU
MHPOPMALMOHHBIX TEXHONOTUIA, YMENU AeNaTb OLEHKY A0CTOBEPHOCTM AaHHbIX
M MOAYYEHHDbIX PE3yNbTaToOB, @ TaK Y€ aHaAu3MpoBaTb pe3yabTaTbl U AenaTb
BbIBOAbI.

The plan and the content of the module
MANDATORY PART OF THE MODULE
“INFORMATION TECHNOLOGIES (2 CP)”

Total h (1 CP =40 academic hours) 80

Lecture h Full time studies - 12,

Part time studies - 6

Seminars and practical activities Full time studies -20,

Part time studies - 10

Individual works 4

Type of the test Exam

Course prerequisites Informatics in secondary school

Branch/sub-branch 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 2/1 prachal
activities
Complicated formatting (MS Word) Use of the methodological 2/1 Lecture,
instructions of the college in the development of a course paper pra.c'Flc.:aI
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 formats in electronic tables, formatting, cell formatting (MS 2/1 Lecture,
Excel) pracﬁsal
activities
Data rows, auto fill tools Lecture,
2/1 practical
activities
Cell address functions, use of relative, mixed, and absolute 2/1 Lecture,
addressing prachaI
activities
Principles of creation of formulae, use of functions in various 2/1 Lecture,
formulae précﬁFaI
activities
Built-in statistical functions 2/1 Lecture,
practical
activities
Data analysis tool 2/1 Lecture,
practical
activities

Creation of diagrams, simple and complicated formatting 2/1 Test
Forecast and statistical processing of data Lecture,
2/1 practical
activities
Cross-section 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 transition of 2/1 Lecture,
slides pra'c'FlFaI
activities
Formatting of inserted objects and animations 2/1 Lecture,
practical
activities
Demonstration of presentations in the automatic mode. Use of 2/1 Lecture,
. ractical
controls and hyperlinks. Management and parameters of P a‘c_u_:a
activities
presentation demonstration
Peculiarities and development of a study course 2/1 Practical
activities

INDIVIDUAL WORK OF STUDENTS

Theme of the individual work

Tasks for the individual work

Volume (h)in

Expected result

full time/
part time
studies
Passed
Studies of literature sources .
All themes of the study course . 14/30/46 theoretical part
and methodological resources
of the exam
Literature studies and 8
mpli lopment an
MS Word functions comp |c§ted developme t‘a d MS Word
formatting of a document in
the text editor
Literature studies and use of 8
MS Excel functions electronic tables for data MS Excel
processing
o . Literature sttud|es ar.\d the.us.e 8 Skills in MS
Skills in MS Office of electronic tables in statistics .
o Office
and logistics
Literature studies and creation 10

MS PowerPoint functions

of presentation that reflects
the results of the study course

MS PowerPoint

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 1. PetrocenkoZ. Praktiskie uzdevumiMicrosoft Office2010 vidé
komercdarbiniekiem informatika. Macibu lidzeklis. ,,Rigas
Tirdzniecibas tehnikums”, 2011. [tieSsaiste]. Pieejams interneta:
http://www.rtt.edu.lv/spaw/uploads/files/RTT%20MS%200ffice.pdf
2. Tekstapstrade [tieSsaiste]. Pieejams interneta:
http://vpg.edu.lv/uploads/3_WORD_2010.pdf
3. lzklajlapas [tieSsaiste]. Pieejams interneta:
http://www.vpg.edu.lv/uploads/4_EXCEL 2010.pdf
4. Prezentacija [tieSsaiste]. Pieejams interneta:
http://vpg.edu.lv/uploads/6_POWERPOINT_2010.pdf
Additional internet 1. Arhipova l., Balina S.. Statistika ekonomika. Risinajumi ar SPSS un MS
resources and Excel, ,,Datorzintbu centrs”, 2004
other sources 2. Arhipova I, Balina S. Statistika ar Excel ikvienam, 1999, Riga,
Datorzinibu centrs
3. Auguceévics J., Ozols J., Treiguts E. Datorzinibas. Uzdevumi un to
risinajumi, ,, Turtba”, 2002
4. Dambe G. u.c. Datorizétas lietvedibas dokumentu sagatavosana,
»Turiba” 2000
5. Jansons V., Kozlovskis K. Datormaciba ekonomistiem. 2. gramata.
Riga, RTU, 2004
6. Jansons V., Kozlovskis K., Filimonovs A. Datormaciba ekonomistiem. 1.
gramata. Riga, RTU, 2004
7. Kalve l., Augucévics J. Dokumentu datorizéta sagatavosana., , Turiba”,
2007.-73 lpp.
8. Kliedere . Lietiska informatika. Riga: Juridiska koledza, 2005
9. Treiguts E. levads datorzinibas Il daJa Microsoft Word. Maketésanas
automatizacija. Objekti., , Turiba”
10. Daudzvalodu elektroniska vardnica matematika un informatika.
[tieSsaiste]. Pieejams interneta:http://www.lanet.lv/miv/
11. Microsoft tiessaistes MS Office apmaciba. [tieSsaiste]. Pieejams
interneta:http://office.microsoft.com/Iv-lv/training/
12. Neps.ble warn, 1999-2009. [tieSsaiste]. Pieejams interneta:
www.firststeps.ru
13. Microsoft portals. [tieSsaiste]. Pieejams interneta: www.microsoft.lv
14. Microsoft portals. [tieSsaiste]. Pieejams interneta: www.microsoft.ru
15. Microsoft portals. [tieSsaiste]. Pieejams interneta: www.microsoft.com
16. Terminologijas  portals. [tieSsaiste].  Pieejams interneta:

http://www.termnet.lv/

“MATHEMATICS IN ECONOMICS AND MANAGEMENT (2 CP)”

Total h (1 CP = 40 academic hours) 80

Lecture h

Full time studies - 16,
Part time studies - 8

Seminars and practical activities Full time studies -16,

Part time studies - 8

Individual works

4



http://www.dzc.lv/i5Izdevejdarbiba/books/Statistika.htm
http://www.dzc.lv/i5Izdevejdarbiba/books/Statistika.htm
http://www.lanet.lv/miv/
http://office.microsoft.com/lv-lv/training/

Type of the test

Exam

Course prerequisites

Mathematics in secondary
school

Branch/sub-branch 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 algebra. 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 production 2/1 Lecture,
planning. practical
activities
4 Modelling and solution 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 and 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 complex-valued functions. Monotony of one 2/1 Test
argument functions, extremes.
12 Use of derivatives in the research of the market and basic 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 mathematics- common 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 OF STUDENTS

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. Markov 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

1. Revina I.,Pelna M.,Gulbe M.,Balina S. Matematika ekonomistiem (teorija +
uzdevumi), SIA Izglitibas soli, Riga, 2003, 306 Ipp.

2. Revina |.,Pelna M.,Balina S. Uzdevumu krajums matematika
ekonomistiem. R: Zvaigzne ABC, 1997.

3. Curwin J,, Slater R. Quantitative Methods for Business Decisions. 2008,
325 pp.

4. T'punrnas /1., Konbitos E. Bbicllas maTemaTmKa AN SKOHOMUCTOB (C
npumepamu pelleHuns 3afady Ha KomnbtoTepe), Pura, 2005, 230 c.

5. BBeaeHue B maTemaTMyeckoe mogenmposaHme: YyebHoe nocobue, nog,
pea. N.B. Tpycosa, Jloroc, 2014

Additional internet
resources and
other sources

1. Buikis M. Finansu matematika, RSEBAA, Riga, 2004, 124 lpp.

2. Gringlazs L., Kopitovs J. Augstaka matematika ekonomistiem ar datoru
lietojuma paraugiem uzdevumu risinasanai, RSEBAA, Riga, 2003, 379 lpp.

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

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

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




Education, 2008, 309 pp.

6. ManbixuH B.N. MaTemaTnyeckoe mogennpoBaHue. YyuebHo-npakTn4eckoe
nocobue ans Bysos. — M.: YPAO. 2007. 160 c.

7. KysHeuos b.T.MaTematuKa: yuebHuK, tOHMTU-LaHa, 2012

8. MpoceetoB W.I. MatemaTuyeckme MeToAabl B 3KOHOMMUKe. YuyebHo-
meToauyeckoe nocobme. — M. P41, 2007.

9. http://window.edu.ru/catalog/?p rubr=2.2.74.12

“STATISTICS (2 CP)”
Total h (1 CP = 40 academic hours) 80
Lecture h 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 Mathematics in secondary
school
Branch/sub-branch 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 methods Lecture,
of monitoring. 2/1 practical
activities
2. Statistical methods. Identification of general entity. Lecture,
Defining the selection size. Creation of selection. Types of 2/1 practical
information gathering. activities
3. Principles for the choice of grouping indications, creation 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 quartiles. 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 series. Base 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. Time-series. Linear trend. Seasonality. 2/1 Test
12. Assessment of data correlation. Calculation of correlation 2/1 Lecture,
and determination 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 OF STUDENTS
Theme of the individual work | Tasks for the individual work | Volume (h)in | Expected result
full time/
part time
studies
1. 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

PlWIN e

20




Exam

LITERATURE

Basic literature

1. Arhipova |, Balina S. Statistika ekonomika un biznesa, 2006, Riga,
Datorzinibu centrs

2. Vergina G., Karklina G. Statistika ekonomistiem, 2002, R: Kamene

3. Gosa Z. Statistika, 2003, Riga

4. Marcelo Fernandes. Statistics for Business and Economics. ISBN: 978-87-
7681-481-6. 1 edition. Pages : 150.

5. Cnsosa T.M. CtatnctuKa: YuebHoe nocobue. — CM6.: CN6 NYUTMO, 2005.
—-80c.

Additional internet
resources and
other sources

1. Arhipova |, Balina S. Statistika ar Excel ikvienam, 1999, Riga, Datorzinibu
centrs

2. Krastin$ O. Statistika un ekonometrija, 1998, Riga, LR CSP

3. Revina I. Ekonometrija, 2002, Riga, EuroFaculty

4. Vasermanis E., Skiltere D. Varbitibu teorija un matematiska statistika,

2003, Riga, LU

5. Vergina G. Statistika, 1996, Riga, Profesionalas izglitibas centrs

6. Humenbsa U.H. Ctatnctuka, 2004, CaHkT-lMeTepbypr, U3gaaTtenbcknii gom
«HeBa»

7. David Brink. Essentials of statistics. ISBN: 978-87-7681-408-3, 2 edition.
Pages: 103

8. Darius Singpurwalla. A Handbook of Statistics. An Overview of Statistical

Methods. ISBN: 978-87-403-0542-5, 1 edition Pages: 79

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

10. http://window.edu.ru/resource/858/27858
11. http://sci-book.com/statistika-uchebniki/osnovyi-statistiki.html

Module
confirmed:

S.Polovko 28.10.2016.

Signature Name, Surname Date
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STUDY MODULE ,ECONOMIC” DESCRIPTION

Module name in Latvian Ekonomika
Module name in English Economics
Module name in Russian DKOHOMMKaA

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

3 CP compulsory part
5 CP optional part
(minimum — 3 CP, maximum — 8 CP)

MODULE DEVELOPERS

Name, surname

Position, degree

Svetlana Polovko

Lecturer, Mg.oec.

Konstantins Savenkovs

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 and policy (3 CP)

MODULE GOAL AND OBJECTIVES

Module goal

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

Module tasks

e To provide them with knowledge of the nature of economic
laws and regularities in the national and world economy;

e To introduce students to the main supply and demand
regularities and principles of the theory of marginal utility;

e To help students understand the differences of basic kinds in
the market, to provide perfect and imperfect competition
characteristics and to introduce students to profit
maximization and loss minimization in different market
models;

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

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

e To develop an understanding of the nature of the fiscal and
monetary policy and the international financial and monetary
relations;

e To obtain basic knowledge in the history of economic thought
and to understand the economic and political interaction
guidelines.

Module language

Latvian, English, Russian

THE STUDY MOD

ULE RESULTS: KNOWLEDGE, SKILLS, COMPETENCES

Knowledge

Professional terminology and definitions in economics, the nature
of macroeconomic and microeconomic processes in the national
and global economy.

Basic knowledge of the history of economic thought and politics:




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

Skills

e To be able to analyze the economic situations in the national
economy;

e To perform a supply and demand analysis;

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

e To be able to gather information on the credit and financial
policy of the country;

e To be able to name and describe the directions of economic
thought, schools and personalities;

e To be able to understand the factors influencing policy and
business interaction.

Competences

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

MODULE ABSTRACT

In Latvian

Modulis ir veltits zinasanu ieguvei ekonomiskas teorijas pamatos. Tas veicina
studentu spéju uztvert un analizét ekonomisko situaciju tautsaimniecib3,
orientéties profesionala terminologija un definicijas ekonomika, makro- un
mikroekonomisko procesu bitiba nacionalaja un globalaja ekonomika. Tas
attista studentu prasmes veikt pieprasijuma un piedavajuma analizi atbilstosi
razoSanas faktoru, izmaksu un cenu veidoSanas Ipatnibam. Studenti macas
patstavigi analizét, salidzinat un véertét Sodienas ekonomiskas problémas,
balstoties uz iegltajam zinasanam.

Modulis sniedz iesp€ju iegut pamatzinasanas ekonomiskas domas vésturé un
saprast ekonomikas un politikas mijedarbibas tendences.

In English

The module is dedicated to the acquisition of knowledge on the fundamentals
of economic theory. It develops students' ability to perceive and analyze the
economic situation in the national economy, to orientate in the professional
terminology and definitions in the economy, in the nature of macro and
microeconomics processes on the national and global level. The module
develops students' ability to analyze supply and demand in accordance with
peculiarities of planning production, cost and pricing factors. Students learn to
analyze, to compare and evaluate the current economic problems
independently, basing on the acquired knowledge.

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

In Russian

Moaynb nocBAWEH NOAYy4YeHUo 3HaHMN MO OCHOBaM 3KOHOMMUYECKOM TEOPUN.
OH pa3BuBaeT CNocobHOCTb CTyAeHTOB BOCNPUHMUMATb WU aHA/IM3NPOBATb
9KOHOMUYECKYKO CUTYyauunto B HapoAHOM XO3F|I7ICTBG, OpUeHTUnpOoBaTbCA B
I'IpOd)eCCVIOHaJ'IbHOl\;I TEPMUNHONOTUN N onpedeneHnAX B 3KOHOMUKE, B CyLLHOCTU
npoueccoB MakKpo U MUKPOIKOHOMUKU HA HAUMOHa/IbHOM U rnob6anbHOM
ypoBHe. Moaynb pa3smBaeT cnocobHocTH CTy4AEeHTOB NPOBOAUTb aHA/IN3 CNPOCa
n npeanoxeHma B CoOOTBETCTBUN C ocobeHHOCTAMM naaHNMpoBaHUA d)aKTpOBO
nponsBoACTBa, 3aTPaTT U Ll,eHOO6pa3OBaHMF|. CTYﬂ,eHTbI y4yaTCA CaMOCTOATE/IbHO
dHann3nposaTtb, CpPaBHUBATb WU OLEHWBATb aKTya/ibHbleé 3KOHOMMWYECKUE




NONIUTUKN.

I'IpO6l'IeMbI, OCHOBbIBAACb Ha NOJIY4YE€HHbIX 3HaHUAX.
Moaynb paeT BO3MOXHOCTb MNOAYYUTb 6a3oBble  3HaHMA
3KOHOMWYECKON MbICIN U MNOHATb TEHAEHUMN B3aMMOCBA3N 3SKOHOMUKU U

no wuctopuun

SUMMARY OF THE MODULE PLAN AND CONTENTS

MODULE COMPULSORY PART

_»BASICS OF ECONOMIC THEORY(3 CP)”,

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 studies -24,
Part time studies - 14

Number of independent works

Testing form / -s

Exam

Background knowledge

Basics of foreign language (A2)

Science branch- subbranch

Business foreign language

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;

1.3. Main problem of Economics; 2/1 Lecture

1.4. Production resources. Limited resources;

1.5. Production curve. Alternative choice.

2. Market and economic systems: Lecture,

2.1 Market. Market subjects; 21 discussion

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. Production costs and revenue. discussion
8. Prices and profit maximization: 2/1
8.1. Types of the. markets; Lecture
8.2. Full competition; .
Practical
8.3. Types of monopoly; training
8.4. Monopolistic competition;
8.5. Oligopoly.
9. Macroeconomic sectors: 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;
11.3. Economic growth Ekonomiska izaugsme.
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; . L
. discussion
15.2. Unemployment: issues, causes, and types.
16. Mongtary 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
17.1. Money economic role and functions; I'_ectur'e,
discussion
17.2. Money supply and demand.
21. International economical 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.Smith 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 and management;

24.3. Economy and culture;

24.4. Global society. Globalism and antiglobalism..

THE STUDENT’S INDEPENDENT WORK

Theme of the individual
work

Tasks for the individual work

Volume (h)in
full time/
part time

studies

The expected
results

All themes

Literature, theory and statistics

52/76/100

Passed
theoretical part
of Exam

Problem of economy

1. levads ekonomika (atkartots izd.). Riga
: Multineo. NeSpors V. 2009. 193 Ipp.

2. C. C. HocoBa. OcHOBa 5KOHOMMKMW.
Mocksa: KHoPyc, 2012. 311 cTp.

3. E. K. BoosnHa.BeegeHne B MMpoByto
9KOHOMUKY. MUKpO- 1
MaKpPO3KOHOMMYECKUIN NOAXOAbI:
yyebHoe nocobue: [gn5 U3yyatowmx aHr.
A3.]. U34-Bo MOANTEXHUYECKOTO YH-Ta,
2010. 211 cTp.

8/12/15

Homework - test

Market and economic

problems

1. levads ekonomika (atkartots izd.). Riga
: Multineo. NeSpors V. 2009. 193 Ipp.

2. C. C. HocoBa. OcHOBa 5KOHOMUKMW.
Mocksa: KHoPyc, 2012. 311 cTp.

3. E. K. BgosnHa.BeeaeHne B MmMpoBYyto
3KOHOMMWKY. MuKpo- n
MaKpPO3KOHOMUNYECKNI noaxoabl:
yuyebHoe nocobue: [aNs U3yyatoWwmx aHr.
A3.]. U3p-Bo [lo/NIMTEXHUYECKOrO YH-Ta,
2010. 211 cTp.

8/12/15

Homework - test

National economic
policy

1. levads ekonomika (atkartots izd.). Riga
: Multineo. NeSpors V. 2009. 193 Ipp.

2. C. C. HocoBa. OcHOBa 3KOHOMMKMW.
Mocksa: KHoPyc, 2012. 311 cTp.

3. E. K. BgosnHa.BeeaeHrne B MMpoOBYIO
SKOHOMMUKY. Mwukpo- "
MaKpPO3KOHOMMYECKUI noaxoAabi:
yyebHoe nocobue: [gns M3yyatoLwmx aHr.
A3.]. U3a-Bo [loNMTEXHUYECKOrO YH-Ta,
2010. 211 cTp.

7/9/14

Homework - test

Production theory

1. levads ekonomika (atkartots izd.). Riga
: Multineo. NeSpors V. 2009. 193 Ipp.

2. C. C. HocoBa. OcHOBa 3KOHOMMKMW.
Mocksa: KHoPyc, 2012. 311 cTp.

3. E. K. BgosnHa.BeegeHne B MMUPOBYIO
3KOHOMMKY. Mwukpo- n
MaKpPO3KOHOMMYECKUIA noaxofpi:
yyebHoe nocobue: [ans Usyyatowmx aHr.

8/12/15

Presentation




A3.]. U3a-Bo [lonnMTEXHMYECKOrO YH-Ta,
2010. 211 cTp.
Macroeconomic golas 1. Makroekonomika (4.izd.). Riga : RTU 10/15/20 Presentation
and sectors izdevnieciba. Senfelde M. 2012. 244 Ipp.
1. E. K. BoosnHa.BeegeHne B mmnposyto
. 3KOHOMMUKY. Mwukpo- 7
International trade MaKpPO3KOHOMMYECKUIA noaxopapl:
- "l 11/16/21 P tati
relations y4yebHoe nocobue: [ANna N3yyatowmx aHra. /16/ resentation
a3.]. U3p-Bo [onMTEXHMYECKOrO YH-Ta,
2010. 211 cTp.
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. levads ekonomika (atkartots izd.). Riga : Multineo. NesSpors V. 2009. 193
Ipp.
2. Makroekonomika (4.izd.). Riga : RTU izdevnieciba. Senfelde M. 2012. 244
Ipp.
3. Kapitals 21. Gadsimta. Jelgava: Jelgavas tipografija (330). Piketl Tomass.
2015. 761lpp.

4. Introductory micro and macro economics. Partridge Publishing (330).
Chatterjee Sir. 2014. 602 p.

5. The Economics of inequality. London: The Belknap Press of Harvard
University Press (330). ThomasPiketty. 2015. 142 p.

6. C.C. HocoBa. OcHoBa sKoHOMMKKU. MockBa: KHoPyc, 2012. 311 cTp.

7. E. K. BoosuHa.BeegeHne B MUPOBYIO 3KOHOMUKY. MUNKpPO- U
MaKpPO3KOHOMMYECKUI Noaxoabl: yuebHoe nocobue: [Ana U3yyaroLmx aHr.
A3.]. U3g-Bo MonuntexHmyeckoro yH-Ta, 2010. 211 cTp.

Additional
literature, internet
resources and
other sources

1. Ekonomika, IV (LU raksti; 689.s€j.). Riga : LU. Latvijas Universitate. 2005.

372 Ipp.

2. Economics: principles, problems and policies. New York: McGraw-Hill.
McConnell C.R., Brue S.L.2005. 733 p.

3. DKOHOMUYECKM aHaM3. MockBa : Bbiclwee obpasoBaHue. nog pea. H.B.
Bolitonosckoro u gp. 2006. 513 cTp.

4. Ce|vedisekonomikasteorija. Riga : [BaltijasStarptautiska akadémija].
LibermanisG. 2006. 103 lpp.

5. Videsekonomika. Riga : RTU. Vasiljeval. 2007. 191 lpp.

6. MeToapbl NpoBeAeHUA SKOHOMUYECKUX UCcCaefoBaHUI. MoCKBa: IKCMO.
CoHpepc M., Nlbtonc ®., TopHxmnan 3. 2006. 622 cTp.

7. Ekonomika, V (LU raksti ; 702.s€j.). Riga: Latvijas Universitate. 2006. 612




Ipp.

2007. 443 cTp.
Voronoval.2007. 118 Ipp.
2007. 665 p.

Ipp.

ar Alsinu R. 2011. 603 Ipp.

Dz., Brivers I.[u.c.] 2011.255 Ipp.

C.A.MBaHoBa. 2010. 528 cTp.

G. [etal.]. 2012. 352 p.

8. DKOHOMMYecKas Teopma. Mocksa : Ikcmo. CtaHkoBcKaa UK., Ctpeneu U.A.
9. Ekonomiskounkomercaprékinumetodologija, 1.dala. Riga : RTU.

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

11. Ekonomikas teorijas pamatprincipi. Riga : lzglitibas soli. Bikse V. 2007. 454
12. Biznesa ekonomika (2.izd.). Riga : Jana Rozes apgads. Hofs K.G., sadarbiba
13. Vide un ekonomika.Riga: LU Akadémiskais apgads. Atstaja Dz., Dimante

14. 3KoHOoMMYecKkuit aHanus. CM6.: Mutep. M'H36ypr A.U. 2011. 448 cTp.
15. SkoHoMMYecKada Teopma. CMN6.: Mutep. noa pea. B.C.ApTamoHOBa,

16. Big Ideas Simply explained: The Economics book. London: DK Pub. Abbot

»ECONOMIC THOUGHT HISTORY AND POLICY(5CP)”

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 studies -42,
Part time studies - 24

Number of independent works

10

Testing form / -s

Exam

Background knowledge

Basics of economic theory

Science branch- subbranch 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 and 21 Lecture, Practical
business. training

2. Economic thought in the traditional society. 21 Lecture, Practical
training

3. The schools and directions of economic thought. 21 Lecture, Practical
training

4. Classical economic thought. 21 Lecture, Practical
training

5. Economic thought in the late 17™ century — in the early 18%" 21 Lecture, Practical
century. training

6. Economic thought of the Classical period. 21 Lecture, Practical
training

7. Neoclassical economic thought. 21 Lecture, Practical
training

8. The Physiocratic School. 21 Lecture, Practical

training




9. A.Smiths and the Classical School. 2/1 Lecture, Practical
training
10. The German Historical School. 21 Lecture, Practical
training
11. The Critical School. 2/1 Lecture, Practical
training
12. The Institutional School. 2/1 Lecture, Practical
training
13. Neoliberalism. 21 Lecture, Practical
training
14. Rational Expectations Theory. 21 Lecture, Practical
training
15. Modern Socialism. 21 Lecture, Practical
training
16. Contemporary futurological theories. 21 Lecture, Practical
training
17. Contemporary economic concepts. 21 Lecture, Practical
training
18. George. M. Keynesian economic doctrine. 21 Lecture, Practical
training
19. Economic Thought Since Keynes. 21 Lecture, Practical
training
20. Mgt.hodologlcaI.approaches. Emp!rlcal methods studying Lecture, Practical
political and social problems. Political science knowledge 2/1 -
s training
safety and reliability.
21. Economic policy grounds (political, legal, national, geographic, 21 Lecture, Practical
social). training
22. Economic goals. 21 Lecture, Practical
training
23. Economics and politics mutual relationship and mutual 21 Lecture, Practical
influence. training
24. The State as a key subject of market reforms. 21 Lecture, Practical
training
25. The causes of the macrosystem conflict between business and 21 Lecture, Practical
the political elite. training
26. The entrepreneur and power, the state's obligations towards 21 Lecture, Practical
the entrepreneurs. training
27. The entrepreneurs’ and state political and economic interests. 21 Lecture, Practical
training
28. The entrepreneurs’ functional role and obligations towards 21 Lecture, Practical
the state and society. training
29. National economic policy: the objects, subjects, goals and 21 Lecture, Practical
means. training
30. Interest bearers, expressers and performers. 21 Lecture, Practical
training
31. The administrative and economic instruments of the state 2/1 Lecture, Practical
economic policy. training
32. Economic policy methods. Liberal and "conductor" policy. 2/1 Lecture, Practical
training
33. The state regulation of economy as an integral market 2/1 Lecture, Practical

attribute, certain limits of state intervention in economic life.

training




34. Classical and modern business policy and social responsibility 2/1 Lecture, Practical
theory. training

35. Political interference in business, political risks. 2/1 Lecture, Practical
training

36. Extralegal and legal government risks, macro and micro risks 21 Lecture, Practical
training

37. A pressure group in the national economy, interest 21 Lecture, Practical
representation types. training

38. The pressure group’s political strategy: lobbying, parties’, 2/1 Lecture, Practical
political, functional, electoral, institutional. training

39. The State’s protectionist policy. 2/1 Lecture, Practical
training

40. The economic and political methods of regulation, their 21 Lecture, Practical
causes and consequences. training

THE STUDENT’S INDEPENDENT WORK
Theme of 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 Extendmg and
of economic thought Report deepening
knowledge

Extending and
2. The Physiocratic School Discussion, group work 6/10 deepening
knowledge

3. Contemporary economic . . 6/10 Extendmg and
concepts Discussion, group work deepening
knowledge

. Extending and
4. Keynesian theory Test 6/10 deepening
knowledge

5. Nobel Laureates in Extending and
Economics Discussion, group work 6/10 deepening
knowledge

) Extending and
6. Economic goals Discussion, group work 6/10 deepening
knowledge

7. Political and social 6/10 Extending and
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 deepenin

, group p 8
knowledge

. Extending and
10. Corporate representation Test 6/10 deepening
knowledge




Acknowledgement of the acquired study results

Knowledge Skills Competences % from Exam

* * 5
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LITERATURE

Basic literature

Leontds Krilovs. Ekonomiskas domas vésture. Lekciju konspekts, | dala.
RTU izdevnieciba, Riga 20030

Leonids Krilovs. Ekonomiskas domas vésture. Lekciju konspekts, Il dala.
RTU izdevnieciba, Riga 2008

Leontds Krilovs. Ekonomiskas domas vésture. Lekciju konspekts, Ill dala.
RTU izdevnieciba, Riga 20090

Ivars Brivers. Ekonomikas teorijas vésture biografijas. Banku augstskola,
Riga, 20010

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

Fitz Sollner. Die Geschichte des 6konomischen Denkens. Springer, Berlin,
2001

NcTopursa aKOHOMUYECKUX YYeHUA. YuebHoe nocobue. Mockea 20010

Additional
literature, internet
resources and
other sources

10.
11.

12.

Apine I. Politologija: levads etnopsihologija. — Riga, 2001

ASmanis M. Politologija. Politikas izzina. Vara. — Riga: Zvaigzne BC, 2001
IkStens J. Politikas pamati.- Riga: Zvaigzne ABC, 2001.

Integracija un etnopolitika / E. Vébera red. — Riga, 2000.

Rodins M. Politologija: levads salidzinamaja politika. — Riga, 2000
Schumpeter J. A History of Economic Analysis. Oxford University Press,
1954

Stigler G. Production and Distribution Theories: the Formative Period.
Macumillan, 1941

Frisch R. K. Wicksell: a Cornerstone in Modern Economic Theory. Oslo,
1951

Walras L. Elements of Pure Economics. London, 1954 b CenanrmeH
OCHOBHble TeYEeHUsA COBPEMEHHOW SKOHOMMUYECKOW Mbican. M.,
Mporpeccl1968

Nobela prémijas laureati ekonomika . www. nobel. se

Roberts Skapars. Mikroekonomika.- Riga: Ekonomikas pétijumu un
biznesa izglitibas institdts, 2007. -369 lpp.

T. Volkova. Bizness pari robeza un Praktisks celvedis jaunu tirgu
apglsana.- Riga: LU Akadémiskais apgads, Banku augstskola. 2010.- 184

Ipp.
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STUDY MODULE ,,FINANCES” DESCRIPTION

The title of the module in Latvian Finanses
The title of the module in English Finance
The title of the module in Russian | ®uHaHcbI

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

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 Higher School).
LLC ,Eirovest” —seminars and refresher courses lecturer.

Chief Accountant of companies representing various industries (a
self-employed person).

Tereza Korsaka

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

The qualification awarded by LU diploma YB N0.977119 is
equivalent to a Master's degree in Economics.

Certificate AD No0.109 on doctoral studies theoretical part
completion in RTU.

Business Career Centre Manager of BA School of Business and
Finance.

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

Elza Sipola Engineering Science Master's degree in Management
Organization(Riga Technical University (RTU))
Certificate on doctoral studies theoretical part completion in RTU.
Associate professor in Riga Aeronautical Institute.

Liga Leitane Social Sciences Master’s degree in Economics (LU). Completed

doctoral program in Finance.
Lecturer of the Faculty of Economics and Management (University

of Latvia).
SIA "Raimondo" Chairman of the Board and financial consultant.

Rugaji Municipality Lazdukalns Civil Parish "Zvanini" (Latvia) grain
farm manager.

The content of the module

Module compulsory part

Basics of book keeping (2 CP)

Taxes and fees (2 CP)

Financial analysis and management (2 CP)

Management accounting (2 CP)

Module optional part

The aim and objectives of the module

Aim of the module

To provide the students with knowledge and understanding of the
tax and fee system in Latvia, the activity of credit institutions and
financial services provided by credit institutions, financial and
management accounting in the company / organization as well as




to develop skills to analyze the company's financial and economic
activities, to raise awareness of the company's / organization's
financial situation and to develop skills to present proposals for the
company's / organization's financial performance improvement.

The objectives of the module

e To provide information and knowledge of the tax and fee
system in Latvia and its regulatory laws and other statutory
regulations and laws.

e To build an understanding of the types of credit institutions
and their operation in Latvia, the financial services provided
by credit institutions.

e To provide them with knowledge of the requirements of
financial accounts (regulatory framework).

e To provide them with knowledge of financial accounting
basics, accounting necessity, its importance, aims and
objectives in the company (organization)

e To develop an understanding of financial accounting
elements, the core business operations records.

e To provide information, knowledge, understanding and skills
in bookkeeping accounts opening, applying the principle of
double-entry, account closing, turnover reporting and
accounting balances preparation.

e To provide them with knowledge and understanding of the
company's annual report, the importance of its drawing up,
submission and publication, to provide them with knowledge
of the requirements in drawing it up, as well as the cash flow,
profit and loss account and the consolidated balance sheet
preparation and their relationship.

e To develop the ability to understand the information
contained in the company's financial statements, to manage
the company's finances, cash flow, profit and loss account,
balance sheet and other components of the annual report.

e To provide them with knowledge of management accounting
aims and objectives in the organization.

e To form an idea of the costs and their classification in the
company, as well as cost planning and accounting necessity
and goals.

e To build an understanding of the concept of the prime costs
of production or rendered services, the necessity of cost
accounting (calculation) and cost accounting (calculation)
methods.

e To provide information on the concept and nature of the
critical point of sales (sales break-even point), and its
practical application.

e To build skills to understand and to draw up without
assistance the company's budget (financial budgets,
functional budgets, the total budget), to carry out budgetary
control, and if necessary - changes in (corrections) budget.

To develop an understanding of the company's financial
performance, their relationships, to develop skills to analyze the
company's financial situation and the economic activities, to
develop skills to identify further actions to improve the financial
position and financial performance in the company / organization,




preventing a potential bankruptcy threat.

The language of the module

Latvian, Russian, English

LEARNING OUTCOMES OF THE MODULE: KNOWLEDGE; SKILLS; COMPETENCIES

Knowledge

- Knowledge of tax policy, as well as its development principles,
the methods, the nature, the tax types and their calculation.

- Knowledge of the nature of financial accounting and its
objectives, the necessity and importance of accounting.

- Knowledge of the requirements (legislative and regulatory acts,
the Law on Accounting of the Republic of Latvia) which are
imposed on financial accounts.

- Knowledge of financial accounting elements and methods used
in accounting.

- Knowledge of the nature of accounting (justification) documents
and the requirements for drawing up, processing and storage.

- Knowledge of opening of accounts, entries in the accounts, the
principle of double-entry application.

- knowledge of the turnover report, profit and loss statement, cash
flow statement and balance sheet preparation.

- Knowledge to the requirements to the annual report
preparation, submission and publication.

- Knowledge of the management accounting aims and objectives in
the organization and the applicable methods.

- Knowledge of the nature of the company’s financial and
economic analysis, the company’s financial situation analysis , and
the financial analysis methods to be used, financial factors
(indicators) and their interpretation.

- Knowledge of the Eurosystem, the European Central Bank, bank
“Latvijas Banka”, the Bank for International Settlements, and the
activity of credit institutions nowadays, their operation strategy,
objectives, tasks and financial services to be provided.

- Knowledge of international settlements, their principles,types
and nature, knowledge of payment instruments and payment

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 taxes,
compile tax reports and declarations;

- on the theoretical basis to classify accounting items;

- open accounts, make double-entry accounts;

- within the acquired course to make a variety of accounting
estimates, to make an entry of simple economic operations;

- sastadit gramatvedibas bilanci, pelnas un zaudéjumu aprékinu un
naudas plismu uz vienkarsu saimniecisku operaciju pamata
orientéties visparéjas prasibas gada parskata sastadisana to draw
up a balance sheet, profit and loss account and cash flow
calculation based on simple economic operations, to feel familiar
with the general requirements for annual reporting;

- to be able to carry out the company's / organization's cost and
revenue classification and accounting, and be able to analyze the




costs of decision-making;

- to carry out the production / rendered services prime cost
estimate (calculation), using different calculation methods.

- to calculate the critical point of sales (sales break-even point)
and analyze it;

- to be able to draw up (plan) the company's / organization's
financial plan / budget;

- to acquire skills in practical application of knowledge, to be able
not only to understand the financial services offered by the credit
institutions, but also practically to use them in business (working
in the company or running the business), or to advise clients and
provide financial services to customers, working with credit
institutions;

- to acquire skills to assess independently and analyze the
commercial company's financial position (situation) and economic
activity, to calculate financial ratios (indicators) and to analyze
them, and based on the resulting data analysis to put forward
proposals how to improve the company’s financial situation and
financial indicators;

— to acquire skills to make international payments, applying the
legislative and regulatory framework, as well as the International
Chamber of Commerce publications and uniform rules.

Competencies

— to acquire competence in the management and application the
normative documents and laws regulating taxes and fees in Latvia
as well as to calculate taxes, compile tax reports and declarations;
— to gain expertise in financial accounting processes, opening
accounts, application of the principle of double-entry based on
simple economic operations, preparation of a turnover report,
profit and loss statement, cash flow statement and balance sheet,
as well as the general requirements for preparing an annual
report;

— to get competency in the implementation of the management
accounting aims and objectives, calculating prime cost of the
manufactured goods, the organization’s financial planning /
budgeting;

—to obtain competence in assessment and analysis of the
company’s financial situation and economic activity, and based on
the analysis of data obtained to put forward the proposal how to
improve the financial situation and financial indicators;

— to acquire competences in the operations of credit institutions
and the use of their financial services, not only by working in the
credit institutions or becoming the customers of credit
institutions, but also as being the collaboration partners in
relations with credit institutions that are able to discuss and
defend their views with the aim of developing their business
through financial services offered by credit institutions;

—to acquire competence to apply the acquired knowledge in
practice, in order to choose the appropriate payment
instruments, and make payments in Latvia as well as make
international payments.




Annotation of the module

In Latvian

Modulis sniedz informaciju par to, ka tiek uzskaititi uznémuma darijumi, kads
ir likumdoSanas reguléjums, kadi ir gramatvedibas pamatprincipi. Viens no
tiem, uznémuma darbibas nepartrauktiba, ari parada biznesa jégu - stradat
ilgstosi, ar pozitivu rezultatu, ievérojot likumdoSanas normas. Studenti glst
priekSstatu par nodok|u likumdo$anu, par nodoklu un nodevu pielietoSanu un
apréekinasanu.

Studenti ieglst visparéju izpratni par uznémuma finansu raditajiem, to
sakartbam, iespéjam noteikt talakas darbibas, novérst iespéjamos bankrota
draudus. Veido spéju izprast uznémuma finanSu parskatos ietverto
informaciju, parzinat savas finanses, naudas plismu un planot turpmakas
darbibas, pamatojoties uz veikto analizi. Studenti spés noteikt, paredzéet un
planot izmaksas, noteikt pakalpojuma vai preces pasizmaksu.

In English

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

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

In Russian

Mogynb npepoctaBnser MHPOpPMaLMIO O TOM, KaK BedeTca yyeT CAenok
npeanpuaTMA, KaK  OCyLLecTBASeTCA NpaBOBOe pPeryiMpoBaHMe, KaKkue
OCHOBHblE MPUHUMNbI BeaeHua Oyxrantepun. OamH M3 HUX, obecnedyeHue
HenpepbIBHOCTU AeATe/IbHOCTU, M NOKasblBaeT CMbici 6u3Heca — paboTaTtb
ANVMTeNbHOE Bpemsa, C MONOMKWUTENbHbIM Pe3yNbTaTOM, Y4YMTbIBAA HOPMbI
3aKoHopaTtenbcTBa. CTyaeHTbl MOAyYyaloT NpeacTaBNeHWe O  Ha/loroBom
3aKOHOAATENbCTBE, O PacyeTe U NPUMEHEHMUM HANOTOB M NOLUJIMH.

CTyZeHTbl MONYYalOT OCHOBHYIO WMHdOpMaLMio O (PUMHAHCOBBLIX MOKa3aTenax
NPeAnpUATUA, UX CBA3AX, BO3MOMKHOCTAX ONpeae/vUTb AanbHellume AeNUCTBUS,
YCTPaHUTb BO3MOMKHblE PWUCKM OAHKPOTCTBA. YCOBEPLUEHCTBYETCA YMeHue
NOHMMATb  WHPOPMALMIO,  OTPaXKEHHyl0 B (PUHAHCOBbLIX  OTYeTax,
OPUEHTMPOBATbCA B (PUHAHCOBBLIX M AEHEXKHbIX MOTOKAax, M MNJAaHUPOBATb
AanbHeKnlme AencTBMA Ha OCHOBE MPOBEAEHHOro aHanmsa. CTyaeHTbl CMoryT
onpeaenvTb, NPeaycMoOTPeTb M CMIaHMPOBATb 3aTpaThbl, @ TaK e paccymTaTb
cebecToMmocCTb TOBapa UK yCayru.

The plan and the content of the module

MANDATORY PART OF THE MODULE

“BASICS OF BOOK KEEPING (2 CP)”




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/sub-branch of the science Economics
Theme Volume (h)in Form
full time/part (lectures,
time studies seminars,
practical
activities, tests)
1.Basic Concepts. Accounting (What is Accounting?). Lecture,practical
The Accounting role and functions in an Organization. 21 activities
Accounting Departament in an Organization.
Objectives, tasks and requirements.
2. The Accounting Cycle in an Organization. Accounting 21 Lecture,practical
Documents. activities
3. Elements of Accounting. 2/1 Lecture,practical
Comparison of Financial Accounting and Management Accounting. activities
4, Balance sheet. 2/1 Lecture,practical
activities
5. Transactions and the Double — Entry System. 2/1 Lecture,practical
activities
6. Intangible Assets and long-term Financial Assets. 2/1 Test
7. Fixed Assets. 2/1 Lecture,practical
activities
8.Debtors. Lecture,practical
2/1 activities
9. Inventory. 2/1 Lecture,practical
activities
10. Cash. 2/1 Lecture,practical
activities
11. Equity and provisions. 2/1 Lecture,practical
activities
12. Creditors. 2/1 Lecture,practical
activities
13. Profit and loss account. 2/1 Lecture,practical
activities
14. Cash Flow Statement. Lecture,practical
2/1 activities
15. Accounting reports: Annual Report. 2/1 Lecture,practical




activities

16.The correlations among financial statements: balance sheet, 2/1
income statement and Cash flow.

Lecture,practical
activities

INDIVIDUAL WORK OF STUDENTS

Theme of the individual work | Tasks for the individual work | Volume (h)in | Expected results
full time/
part time
studies
Legislation review. The analysis .
o . The theoretical
of the organization’s Tests are regularly revised. 18/26/32 I
tests passed
documents.
Opening accounts, entering 8/10/16
business operations in the
accounting records, applying
the principle of double-entry,
closing accounts, calculation Tests are regularly revised. Tasks
of account turnover and
balance calculation, and
preparation of a turnover
report.
P ti fa bal . 10/14/16
reparation ofa bafance Tests are regularly revised. /14/ Tasks
sheet.
C iling the stat t of . 12/14/16
ompriing the statement o . Tests are regularly revised. /14/ 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

1.Grigorjeva R., Jesemcika A., Leibus I., Svarinska A., Gramatvedibas pamati.
Riga: 2007. 100 lpp.

2. Korsaka T., Rankevica V. levads gramatvediba. Riga : Latvijas Komercbanku
asociacijas Konsultaciju un macibu centrs, 2008. 260 Ipp. ISBN 9984979407.
3.Leibus 1., Grigorjeva R., Jasemcika A., Svarinska A., Gramatvedibas pamati
uznémumos. Riga, Lietiskas informacijas dienests, 2014. 191 Ipp.

4.Nobes Christopher. Accounting: A very short introduction. Oxford: Oxford
University Press. 2014.

5.0xford Quick reference. Oxford Dictionary of Accounting: Authorative and
accessible coverage of all aspects of accounting. Oxford : Oxford University
Press, 2010.




Additional internet
resources and
other sources

1. LR likums “Par gramatvedibu” Riga, 1992.

2. LR likums “Gada parskatu un konsolidéto gada parskatu likums”, Riga, 2015.
3. LR MK noteikumi Nr.585 “Noteikumi par gramatvedibas kartoSanu un
organizaciju”, Riga, 2003.

4. LR MK noteikumi Nr.584 “Kases operaciju uzskaites noteikumi”, Riga, 2003.
5. LR MK noteikumi Nr. 808 ,,Noteikumi par biedribu, nodibinajumu un
arodbiedribu gada parskatiem”, Riga, 2006.

6. LR MK noteikumi Nr.188 , Kartiba, kada individualie komersanti, individualie
uznémumi, zemnieku un zvejnieku saimniecibas, citas fiziskas personas, kas
veic saimniecisko darbibu, karto gramatvedibu vienkarsa ieraksta sistéma”,
Riga, 2007.

7. LR MK noteikumi Nr.301 Ministru kabineta 2007.gada 8.maija noteikumi
Nr.301 ,, Noteikumi par individualo komersantu finansu parskatiem”, Riga,
2007.

8. Coucom Catherine. Cambridge IGCSE Accounting (Cambridge: Cambridge
University Press, 2012.

9. Horner David. Accounting for non - Accountants: 10th edition. London:
KoganPage, 2015.

10. Millere, Inta. Gramatvedibas attistiba Latvija: monografija. Riga: LU
Akadémiskais apgads, 2011.

11. Periodika: Zurnali: “Bilance”, “Gramatvediba un revizija”, ”“Mans Ipasums”,
“Latvijas Ekonomists”, laikraksts: ”Latvijas véstnesis”

12. Finansu ministrijas majas lapa: www.fm.gov.lv un Latvijas Republikas
normativie akti: www.likumi.lv

“TAXES AND FEES (2 CP)”

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/sub-branch 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,practical
- History activities
- Functions
- Elements

- Taxes and fees

- Taxpayers

- Types of taxes- classification

2 The tax system in Latvia: 4/2 Lecture,practical

- History

activities



http://www.fm.gov.lv/
http://www.likumi.lv/

- Taxes and fess system
- Tax administration
- Responsibility for non-observance of the tax law

3 International taxation problems, double-taxation policy

- The Treaty of Rome “The Treaty Establishing the
European Economic Community (EEC)” Preparation of
auditing

- Rules incorporated in the legislation of Latvia

- Double taxation

- Tax conventions, their nature and objectives

- Problems of international taxation

4/2

Lecture,practical
activities

4 The tax policy in the European Union:
- Strategy and goals of the tax policy in the European
Union
- Protection of the single market

4/2

Lecture,practical
activities

5 Population income tax and Mandatory state social
insurance contributions (VSAOI):
- Constituent parts of taxes
- Object of taxes and taxpayers
- Taxrates
- Procedure of tax calculations and tax payments
- Taxpayers’ responsibility

4/2

Lecture,practical
activities

6 Company income tax:

Constituent parts of taxes

Object of taxes and taxpayers

Tax rates

Procedure of tax calculations and tax payments
Taxpayers’ responsibility

4/2

Lecture,practical
activities

7 Added value tax:
- Constituent parts of taxes
- Object of taxes and taxpayers
- Taxrates
- Procedure of tax calculations and tax payments
- Taxpayers’ responsibility

4/2

Lecture,practical
activities

8 Other taxes in Latvia
- Micro company tax (MUN)- nature, payers, rates
- Lottery and gambling taxes (IAN) - nature, payers,
rates
- Excise tax - nature, payers, rates
- Immovable property tax (NIN) - nature, payers, rates

- Other taxes - nature, payers, rates

4/2

Lecture,practical
activities

INDIVIDUAL WORK OF STUDENTS

Theme of the individual work Tasks for the individual work

Volume (h)in
full time/
part time

studies

Expected results

Legislation review. The analysis
of the organization’s

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 * * * 50

LITERATURE

Basic literature

o

Eisenstein L. The Ideologies of Taxation. Harvard Press, 2010, p.240.

Robin Boadway. From optimal tax theory to tax policy: Retrospective
and Prospective Views. The MIT Press. 2012

Ketners K. Nodok]u teorijas pamati. Riga: RTU, 2006, 172 Ipp.

Ketners K., Pétersone M. Eiropas savienibas nodok|u politika. Riga: RTU,
2014, 208 Ipp.

Krogzeme H. Finanses un nodokli. Riga: RTU izdevnieciba, 2010, 568 lpp.
Medne A. Nodokli Latvija. Riga: Biznesa augstskola Turiba, 2012, 118 Ipp.

Additional internet
resources and
other sources

=

oukwnN

10.
11.
12.

13.
14.
15.
16.
17.
18.

Andréjeva V.Valsts ienémumu teorijas pamati: macibu gramata. Riga RTU
izdevnieciba, 2007.

Azartspélu un izlozu likums: LR likums. Pieejams: http://likumi.lv

Dabas resursu nodokla likums: LR likums. Pieejams: http://likumi.lv/
Dabas resursu nodokla likums: LR likums. Pieejams: http://likumi.lv/
Elektroenergijas nodokla likums: LR likums. Pieejams: http://likumi.lv/
Elektroniskie resursi — www.nozare.lv, www.savshizness.lv, www.lda.lv,
www.uac.lv, www.debets.lv, www.trade.lv, www.financenet.lv u.c.
Ketners K., LukasSina O. Nodokli ES un Latvija. Riga: Merkdrijs Lat, 2008,
237 lpp.

Medne A. Nodokli Latvija. Riga: SIA Biznesa augstskola Turiba, 2012, 118
Ipp.

Mikrouznémumu nodokla likums: LR likums. Pieejams: http://likumi.lv/
Muitas likums: LR likums. Pieejams: http://likumi.lv/

Neilande J. Komersanta ABC. Riga: Zvaigzne, 270 lpp.

Nodoklu likumiem pakartotie likumdosanas akti — MK noteikumi, VID
rtkojumi un véstules, VID metodiskie materiali.

Par akcizes nodokli: LR likums. Pieejams: http://likumi.lv/

Par iedzivotaju ienakuma nodokli: LR likums. Pieejams: http://likumi.lv/
Par nekustama Tpasuma nodokli: LR likums. Pieejams: http://likumi.lv/
Par nodokliem un nodevam: LR likums. Pieejams: http://likumi.lv/

Par uznémuma ienakuma nodokli: LR likums. Pieejams: http://likumi.lv/
Par valsts socialo apdrosinasanu: LR likums. Pieejams: http://likumi.lv/



http://www.nozare.lv/
http://www.savsbizness.lv/
http://www.lda.lv/
http://www.uac.lv/
http://www.debets.lv/
http://www.trade.lv/
http://www.financenet.lv/
http://likumi.lv/
http://likumi.lv/
http://likumi.lv/
http://likumi.lv/
http://likumi.lv/

19.

20.
21.
22.
23.
24.

25.

26.
27.
28.

Par vieglo automobilu un motociklu nodokli: LR likums. Pieejams:
http://likumi.lv/

Pievienotas vértibas nodok|a likums: LR likums. Pieejams: http://likumi.lv/
Sipola E. Masdienu nodok|u teorija. Riga: RTU, 2001, 159 lpp.

Subsidétas elektroenergijas likums: LR likums. Pieejams: http://likumi.lv/
Tax System in Latvia: http://www.fm.gov.lv/en/s/taxes/

The law: ,,On Taxes and Duties”, Riga, Latvia. Translation: Valsts valodas
centrs (State Language Centre) .

Transportlidzekla ekspluatacijas nodokla un uznémumu vieglo
transportlidzeklu nodokla likums: LR likums. Pieejams: http://likumi.lv/
Internet resources: www.vid.gov.lv; www.ifinanses.lv; www.fm.gov.lv
Hanoru: https://www.vid.gov.lv/default.aspx?tabid=8&hl=3

3akoH "O Hanorax u nownuHax": http://www.smartlatvia.lv/zakon-o-
nalogah-i-poshlinah/

“TAXES AND FEES (2 CP)”

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/sub-branch 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,practical
- History activities
- Functions
- Elements
- Taxes and fees
- Taxpayers
- Types of taxes- classification
9 The tax system in Latvia: 4/2 Lecture,practical
- History activities
- Taxes and fess system
- Tax administration
- Responsibility for non-observance of the tax law
10 International taxation problems, double-taxation policy 4/2 Lecture,practical
- The Treaty of Rome “The Treaty Establishing the European activities
Economic Community (EEC)” Preparation of auditing
- 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/
http://www.vid.gov.lv/
http://www.ifinanses.lv/
http://www.fm.gov.lv/
https://www.vid.gov.lv/default.aspx?tabid=8&hl
http://www.smartlatvia.lv/zakon-o-nalogah-i-poshlinah/
http://www.smartlatvia.lv/zakon-o-nalogah-i-poshlinah/

11 The tax policy in the European Union:
- Strategy and goals of the tax policy in the European Union
- Protection of the single market

4/2

Lecture,practical
activities

12 Population income tax and Mandatory state social insurance

contributions (VSAOI):

Constituent parts of taxes

- Object of taxes and taxpayers

- Tax rates

Taxpayers’ responsibility

Procedure of tax calculations and tax payments

4/2

Lecture,practical
activities

13 Company income tax:

Constituent parts of taxes

- Object of taxes and taxpayers

- Tax rates

- Procedure of tax calculations and tax payments

- Taxpayers’ responsibility

4/2

Lecture,practical
activities

Added value tax:

- Constituent parts of taxes

- Object of taxes and taxpayers

- Tax rates

- Procedure of tax calculations and tax payments

- Taxpayers’ responsibility

4/2

Lecture,practical
activities

Other taxes in Latvia

- Micro company tax (MUN)- nature, payers, rates

- Lottery and gambling taxes (IAN) - nature, payers, rates
- Excise tax - nature, payers, rates

- Immovable property tax (NIN) - nature, payers, rates

- Other taxes - nature, payers, rates

4/2

Lecture,practical
activities

INDIVIDUAL WORK OF STUDENTS

Theme of the individual work | Tasks for the individual work | Volume (h)in | Expected results
full time/
part time
studies
Legislation review. The analysis .
o . The th tical
of the organization’s | Tests are regularly revised. 18/26/32 € theoretica
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

9.

10.

11.
12.

Eisenstein L. The Ideologies of Taxation. Harvard Press, 2010, p.240.

Robin Boadway. From optimal tax theory to tax policy: Retrospective

and Prospective Views. The MIT Press. 2012

Ketners K. Nodok]u teorijas pamati. Riga: RTU, 2006, 172 Ipp.

Ketners K., Pétersone M. Eiropas savienibas nodok|u politika. Riga: RTU,

2014, 208 Ipp.

Krogzeme H. Finanses un nodokli. Riga: RTU izdevnieciba, 2010, 568 lpp.
Medne A. Nodokli Latvija. Riga: Biznesa augstskola Turiba, 2012, 118

Ipp.

Additional internet
resources and
other sources

29.

30.
31.
32.
33.
34.

35.

36.

37.
38.
39.
40.

41.
42.
43.
44,
45.
46.
47.

48.
49.
50.
51.
52.

53.

54.
55.
56.

Andréjeva V.Valsts ienémumu teorijas pamati: macibu gramata. Riga RTU
izdevnieciba, 2007.

Azartspélu un izlozu likums: LR likums. Pieejams: http://likumi.lv

Dabas resursu nodokla likums: LR likums. Pieejams: http://likumi.lv/
Dabas resursu nodokla likums: LR likums. Pieejams: http://likumi.lv/
Elektroenergijas nodokla likums: LR likums. Pieejams: http://likumi.lv/
Elektroniskie resursi — www.nozare.lv, www.savsbizness.lv, www.lda.lv,
www.uac.lv, www.debets.lv, www.trade.lv, www.financenet.lv u.c.
Ketners K., LukaSina O. Nodokli ES un Latvija. Riga: Merkdrijs Lat, 2008,
237 Ipp.

Medne A. Nodokli Latvija. Riga: SIA Biznesa augstskola Turiba, 2012, 118
Ipp.

Mikrouznemumu nodokla likums: LR likums. Pieejams: http://likumi.lv/
Muitas likums: LR likums. Pieejams: http://likumi.lv/

Neilande J. Komersanta ABC. Riga: Zvaigzne, 270 lpp.

Nodoklu likumiem pakartotie likumdosanas akti — MK noteikumi, VID
rtkojumi un véstules, VID metodiskie materiali.

Par akcizes nodokli: LR likums. Pieejams: http://likumi.lv/

Par iedzivotaju ienakuma nodokli: LR likums. Pieejams: http://likumi.lv/
Par nekustama 1pasuma nodokli: LR likums. Pieejams: http://likumi.lv/

Par nodok|iem un nodevam: LR likums. Pieejams: http://likumi.lv/

Par uznémuma ienakuma nodokli: LR likums. Pieejams: http://likumi.lv/
Par valsts socialo apdrosinasanu: LR likums. Pieejams: http://likumi.lv/
Par vieglo automobilu un motociklu nodokli: LR likums. Pieejams:
http://likumi.lv/

Pievienotas vértibas nodokla likums: LR likums. Pieejams: http://likumi.lv/
Sipola E. Musdienu nodok|u teorija. Riga: RTU, 2001, 159 Ipp.

Subsidétas elektroenergijas likums: LR likums. Pieejams: http://likumi.lv/
Tax System in Latvia: http://www.fm.gov.lv/en/s/taxes/

The law: ,,On Taxes and Duties”, Riga, Latvia. Translation: Valsts valodas
centrs (State Language Centre) .

Transportlidzekla ekspluatacijas nodokla un uznémumu vieglo
transportlidzeklu nodokla likums: LR likums. Pieejams: http://likumi.lv/
Internet resources: www.vid.gov.lv; www.ifinanses.lv; www.fm.gov.lv
Hanoru: https://www.vid.gov.lv/default.aspx?tabid=8&hl=3

3akoH "O Hanorax wu nowauHax": http://www.smartlatvia.lv/zakon-o-
nalogah-i-poshlinah/



http://www.nozare.lv/
http://www.savsbizness.lv/
http://www.lda.lv/
http://www.uac.lv/
http://www.debets.lv/
http://www.trade.lv/
http://www.financenet.lv/
http://likumi.lv/
http://likumi.lv/
http://likumi.lv/
http://likumi.lv/
http://likumi.lv/
http://likumi.lv/
http://likumi.lv/
http://likumi.lv/
http://www.fm.gov.lv/en/s/taxes/
http://www.vid.gov.lv/
http://www.ifinanses.lv/
http://www.fm.gov.lv/
https://www.vid.gov.lv/default.aspx?tabid=8&hl
http://www.smartlatvia.lv/zakon-o-nalogah-i-poshlinah/
http://www.smartlatvia.lv/zakon-o-nalogah-i-poshlinah/

“MANAGEMENT ACCOUNTING (2 CP)”

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/sub-branch 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 /
organization:
- The role of management accounting in the company /

Lecture,practical
activities

. . . 2/1
organization in achieving strategic goals
- The balanced scorecard in the company / organization and its
role in achieving the company’s / organization’s strategic goals.
2. The goals and objectives of management accountingin the Lecture,practical
company / organization: activities
- The goals of management accounting in the company /
organization

. L 2/1

- The objectives of management accounting in the company /
organization
- Differences between management accounting and financial
accounting.
3. Revenues and benefits, as well as expenses and costs in the 2/1 Lecture,practical
company, their nature and role in management accounting. The activities
aims of cost accounting in management accounting.
4. The cost classification in the company / organization: 2/1 Lecture,practical
- Direct and indirect costs activities
- 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 costs, opportunity costs
- Incremental and marginal costs.
5. The core of prime cost accounting systems (calculation), the role 2/1 Test

and methods of calculation):

- The concept and nature of prime cost, the significance and role
of prime cost calculation

- The manufactured products / rendered services prime cost
accounting (calculation) aims and objectives




- The method of variable cost calculation (Direct costing)

- The full prime cost calculation method (Absorption costing)

- The activity-based calculation method (Activity-based costing)

- The process prime cost calculation method (Process costing)

- The method of full product and by-product prime cost
calculation (joint and by-product costing).

6. The core of cost allocation, reallocation and adding, its role and 2/1 Lecture,practical
methods: activities
- Cost allocation and reallocation, its role and methods.

7. The profit and loss statement compilation on the grounds of 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. The principles of budgeting: activities

- Financial planning and control in the company, its goals and

objectives 21

- Budgeting and the budgeting process in the company

- Types of budgets in the company / organization

- The functional budgets, financial budgets and total budgets in the

company / organization.

9. Functional budgeting: 2/1 Lecture,practical

- The nature and types of functional budgets activities

- The methods of functional budgeting.

10. Financial budgeting: 2/1 Lecture,practical

- The nature of financial budgets activities

- Cash flow in the company and its preparation.

11.The nature and principles of total budgeting. 2/1 Lecture,practical
activities

12.The methods of total budgeting. 2/1 Lecture,practical
activities

13.Calculation and analysis of the budget variance, budget 2/1 Lecture,practical

control: activities

- Management control systems, budget control and variance

analysis

- Standart costing and variance analysis.

14. The nature of sales break-even point, its role and calculation: Lecture,practical

- The applied cost classification in calculating sales break-even activities

point 21

- The accounting model of sales break-even point

- The economic model of sales break-even point

- The calculation of sales break-even point.

15. The analysis of sales break-even point and its use in decision- 2/1 Lecture,practical

making. activities

16.Decisions and decision-making in management accounting. 2/1 Test

Provision of a rational for the company’s management decisions:

- The goals and objectives of decision-making

- Cost estimation and cost behaviorin the company / organization

- Substantial costs and substantial revenues and their role in
decision-making

- Cost—-volume—profit analysis




- The use of the activity- based calculation method in decision-

making.

INDIVIDUAL WORK OF STUDENTS

Theme of the individual work | Tasks for the individual work | Volume (h)in | Expected results
full time/
part time
studies
The role of management
accounting in the company /
organization, its goals and
objectives.
Revenues and benefits, as well
as expenses and costs in the . The theoretical
T larl . 18/26/32
company, their nature and role ests are regularly revised 8/26/3 tests passed
in  management accounting.
The aims of cost accounting in
management accounting.
The cost classification in the
company / organization.
Th fth thods of . 8/10/16
.e use O. € metho .S ° Tests are regularly revised. /10/ Tasks
prime costing (calculation).
Functional, fi ial and total . 10/14/16
une |9na s Tihanciatandtota Tests are regularly revised. /14/ Tasks
budgeting.
Tha calculati d lysis of . 12/14/16
a caicuiation an f':ma ysis o Tests are regularly revised. /14/ Tasks
sales break-even point.
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.Colin  Drury “Management and Cost Accounting”. 9ht Edition.
Publisher: Cengage Learning EMEA. Publication City/Country: London.
Publication date: 14 January 2015. ISBN  10:1408093944, |ISBN

13: 9781408093948.

2. Colin Drury “Management and Cost Accounting”. 8ht Edition. Publisher:
Brendan George, 2012. ISBN: 978-1-4080-4180-2.

3. Colin Drury “Studyguide For Management Accounting For Business”.
Publisher: Content Technologies, Inc. Published: September 7, 2011. Isbn
9781408017715. The following ISBNs are associated with this title: ISBN - 10:

1467266086, ISBN - 13: 9781467266086.
4.Dudele Alina, Korsaka Teréza “Finansu vadibas pamati”, Riga: Apgads “Rasa



http://www.bookdepository.com/publishers/Cengage-Learning-EMEA

ABC”, 2001.gads.-1. — 99.lpp.

5. Pel$s A. Vadibas gramatvediba | dala. lzmaksu uzskaite un pasizmaksas
kalkulacija. Riga: KIF ,Biznesa Komplekss”, 2001., 199 Ipp.

6. PelSs A. Vadibas gramatvediba Il dala. lzmaksu analize [émumu
pienemsanai. Riga: KIF ,,Biznesa Komplekss”, 2001., 232 Ipp.

7. PelSs A. Izmaksu analize IEmumu pienems$anai. Riga: LU, 2000., 156 Ipp.
8Vitola 1., Soopa A., “Vadibas gramatvediba”, Jelgava, LLU, 2002.gads, /
222.1pp.

Additional internet
resources and
other sources

1.Cost and Management AccountingbyThe Institute of Company Secretaries of
India, File Type: PDF, Number of Pages:592, Printed
2013.http.//www.freebookcentre.net/business-books-download/Cost-and-
Management-Accounting.html

2.James R. Martin, Ph.D., CMA, Professor Emeritus, University of South Florida
“Management Accounting: Concepts, Techniques & Controversial Issues”.
http://maaw.info/Chapterl.htm

3. Oxford Quick reference. Oxford Dictionary of Accounting: Authorative and
accessible coverage of all aspects of accounting. Oxford: Oxford University
Press. 2010.

4. Cost and Management AccountingbyThe Institute of Company Secretaries
of India, File  Type: PDF, Number of Pages:592, Printed
2013.http.//www.freebookcentre.net/business-books-download/Cost-and-
Management-Accounting.html

5. Periodics: “Bilance”, “Gramatvediba un revizija”, ”Mans Ipasums”, “Latvijas
Ekonomists”, laikraksts: ”Latvijas véstnesis”, Finansu ministrijas majas lapa:
www.fm.gov.lv un Latvijas Republikas normativie akti: www.likumi.lv

“FINANCIAL ANALYSIS AND MANAGEMENT (2 CP)”

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/sub-branch of the science Economics
Theme Volume (h)in Form
full time/part (lectures,
time studies seminars,

practical
activities, tests)

1. The nature of financial analysis and management, the analysis

Lecture,practical

methods, information and users. 2/1 activities

2. The analysis of financial reporting dynamics (horizontal) and 21 Lecture,practical

structure (vertical). activities

3. The liquidity analysis. 2/1 Lecture,practical
activities

4. The capital structure analysis. 2/1 Lecture,practical

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
http://www.freebookcentre.net/business-books-download/Cost-and-Management-Accounting.html
http://www.fm.gov.lv/
http://www.likumi.lv/

5. The cost-benefit analysis. 2/1 Test
6. The analysis of turnover indicators. 2/1 Lecture,practical
activities
7. Market activity rates. 2/1 Lecture,practical
activities
. Bankrupt rediction. T
8. Bankruptcy predictio 2/1 est
9. Long-term investment efficiency indicators and management. 2/1 Lecture,practical
activities
10. Receivables management in the company. 2/1 Lecture,practical
activities
11. Cash management. 2/1 Lecture,practical
activities
12. The cash flow analysis. 2/1 Lecture,practical
activities
13. The concept and nature of investment. 2/1 Lecture,practical
activities
14. Determination of investment efficiency. Lecture,practical
2/1 activities
15. Capital structure management in the company. 2/1 Lecture,practical
activities
16. Financial decision-making. 2/1 Lecture,practical

activities

INDIVIDUAL WORK OF STUDENTS

Theme of the individual work

Tasks for the individual work

Volume (h)in

Expected results

full time/
part time
studies
The theoretical review of The theoretical
various financial indicators Tests are regularly revised. 18/26/32
. tests passed

(ratios).
Calculation of various financial 8/10/16
indicators (ratios) and .
indi (ratios) , Tests are regularly revised. Tasks
assessment of the company’s
financial position.
The cash flow analysis. Tests are regularly revised. 10/14/16 Tasks
Financial decision-making. 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: How 17 Financial Ratios Can Allow
You to Analyse Any Business on the Planet. Bidi Capital Pty Ltd. 2012.
2.Bednarskis 1., Paupa V., Vaikulis J., Finansu parskatu analize, LU, 2005, 104
Ipp.

3.Rurane M. FinanSu menedZments Riga. RSEBAA, 2006.

4. Sneidere R. Finandu analizes metodes uznémuma maksatnespéjas
prognozésanai-Riga: Lietiskas informacijas dienests, 2009.

Additional internet
resources and
other sources

1. Axel Tracy. Ratio Anlysis Fundamentals: How 17 Financial Ratios Can Allow
You to Analyse Any Business on the Planet. Bidi Capital Pty Ltd. 2012.
2.Brealey R.A. Myers S.C. Marcus A.J. Fundamentals of Corporate Finance.
Boston: McGraw —Hill/ Irwin, 2004.

3. Didele Alina, Korsaka Teréza. Finansu vadibas pamati. Apgads ,Rasa ABC”.
Riga, 2001, 99 Ipp.

4. F.G. Burton, E.K.Jermakowicz. International financial reporting standards.
2014

5.Finance for Executives. Managing for Value Creation. Hawawini&Viallet.
2010. South Western CENGAGE Learning.

6.Financial Analysts Journal.
7.FinanSu vadibas rokasgramata. lzdevéjs — ,Dienas bizness”, Riga, kop$
2004.gada.
8.Glen Arnold. Corporate Financial Management. 4/E, Prentice Hall, 2008.
9.Karen Schoenebeck, Mark Holtzman, Interpreting and Analyzing Financial
Statements, Paperback, 2012, Aug 2012, Paperback, 360 pages, ISBN13:
9780132746243, ISBN10: 0132746247.
10. Korsaka T. Finansu vadiba. Apgads ,Rasa ABC”. Riga, 2003.
11.Krogzeme ,Finanses un nodokli , RTU, 2012.
12. Journal “European Accounting Review”
13.Melville Alan. International Financial Reporting : A Practical Guide , 4th
edition. Harlow : Pearson. 2014.
14. Ross S.A., Westerfield R.W., Jaffe, J.F., & Roberts, G.S.Corporate Finance,
2008. 5""CanadianEd. McGraw-HillRyerson. ISBN 0-07-096531-5.
15. RuraneM. Uznémuma finanses: Riga, Jumava ,2007.

e 16.Subatnieks K. Komercsabiedribas naudas plisma. SIA “Drukatava”,

Riga, 2008, ISBN 978-9984-798-22-6, 99 Ipp.

17.Zelgalve E. Finansu analize un tas loma uznémuma vadiba. Riga: Latvijas
Universitate, 2002.
18. Zurnals “Bilance”.

ELECTIVE PART OF THE MODULE




“THE_FINANCIAL SERVICES OF CREDIT INSTITUTIONS (2 CP)”

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 2
Type of the test Exam
Course prerequisites -
Branch/sub-branch 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 Lecture,practical
WY s ” . 4/2 L
Latvijas Banka”. The Bank for International Settlements. activities
2. Types of credit institutions and their classification in Latvia, 4/2 Lecture,practical
their goals and objectives. activities
3. Types of the financial services of credit institutions and their 4/2 Test
classification:
- Active and passive operations, their types;
- Mediatory operations, their types.
4. Types of the financial services of credit institutions and their 4/2 Lecture,practical
classification: activities
- The financial services for private persons;
- The financial services for legal entities.
5. Types of the financial services of credit institutions and their 4/2 Lecture,practical
classification: activities
- The financial services for wealthy clients — “Private Banking”
services.
6. Credit, leasing and factoring as financial management tools in 4/2 Lecture,practical
the companies. activities
7. The basic principles of crediting. The role of credit interest. 4/2 Lecture,practical
activities
8. The bank customer's creditworthiness and its determination. Lecture,practical
4/2 activities

INDIVIDUAL WORK OF STUDENTS

Theme of the individual work Tasks for the individual work

Volume (h)in

Expected results

full time/
part time
studies
Legislation review. The analysis .
o . The th tical
of the organization’s | Tests are regularly revised. 28/44/60 € theoretica
tests passed

documents.
Types of the financial services 20

L . Tests are regularly revised.
of credit institutions and their g y

Tasks




classification.

Acknowledgement of the acquired study results

Knowledge Skills Competencies % of the final
evaluation
Tests * 25
Tasks * * * 25
Exam * * * 50
LITERATURE

Basic literature

1. Latvijas Republikas likums ”Kreditiestazu likums”, izdevéjs: Saeima,
pienemts 05.10.1995.

2. Latvijas Republikas likums ”Par Latvijas Banku”, izdeveéjs: Augstaka Padome,
pienemts 19.05.1992.

2. Brett King. Breaking banks: The Innovators, Rogues, and Strategists
Rebooting Banking . Wiley. 2014. Copyright by John Wiley and Sons Singapore
Pte. Ltd.

3. Latvijas Banka. The Bank of Latvia XC. Jelgava: Jelgavas tipografija. 2012.
4.Thomas P.Fitch. Dictionary of Banking Terms (Barron's Business
Dictionaries), 6th edition. Paperback - May 1, 2012.

5. William A.Scott. BANKING. Paperback - March 1, 2013.

Additional internet
resources and
other sources

1. Axel Tracy. Ratio Anlysis Fundamentals: How 17 Financial Ratios Can Allow
You to Analyse Any Business on the Planet. Bidi Capital Pty Ltd. 2012.

2.Aslund Anders & Dombrovskis V. How Latvia Came throught the Financial
Crisis (Washington: Peterson Institute for International Economics. 2011.
3.Bikse V. Ekonomika un bankas. Riga: Latvijas komercbanku asociacija, 2009.
4. Briede |. Banku finansu pakalpojumi. Riga: Biznesa augstskola Turiba, 2000.
5. Deborah K. Dilley. Essentials of Banking., Published by John Wiley & Sons,
Inc., Hoboken, New Jersey, 2008, ISBN 978-0-470-17088-5.

6. Gavare V. Glosarijs: Banku darbiba, Banku norékini 1,
9789984746104.

7.Kopa Alma. Demokratiska nauda Latvija! Riga: Drukatava. 2014.

8. Kudinska M. Kreditésana. Latvijas komercbanku asociacija, 2008.
9.Laurence Ball (Author). Money, Banking, and Financial Markets, Printed in
United States of America, 2009, by Worth Publishers, Library of Congress
Contol Numer: 2008926450, ISBN - 13: 978-0-7167-5934-8.

10. Moorad Chouhdry. The Principles of Banking. 1st Edition. ISBN-13: 978-
0470825211, ISBN-10: 0470825219, Wiley, 2012.

11. Ran Pelly. Payment Methods In International Trading. Avoid losing your
payment or shipment (Import, export - What is international trading?).

12. Saksonova Svetlana. Banku darbiba / Svetlana Saksonova. - Riga: Latvijas
Komercbanku asociacijas Konsultaciju un macibu centrs, 2006. (Riga: (Pérse).
— 197 Ipp. : tab. - Bibliografija: 195.-196.lpp. (44 nos.). ISBN 9984-97941-5.
13.Timothy W.Koch, S.Scott MacDonald. Bank management, Printed in United
States of America, 2010, 2007 South Western, Cengage Learning, Library of
Congress Contol Numer: 20099330687, ISBN - 13: 987-0-324-65578-0.

u.c. ISBN




14. Bank for Internetional Settlements, majas lapa: https://www.bis.org/

15. European Central Bank, majas lapa: About: ECB, ESCB and the Eurosystem,
https://www.ecb.europa.eu/ecb/orga/escb/html/index.en.html

16. Finansu un Kapitala tirgus komisijas majas lapa, sadalas: Tirgus dalibnieki,

Tiestbu akti,

Statistika, un
http://www.fktk.lv/Iv/statistika/kreditiestades/ceturksna-parskati.html

c.):

https://www.bank.lv/statistika

17. Latvijas Bankas majas lapa publicéta informacija ,Banku sistémas
monetarie raditaji”, ,,Banku un monetara statistika”, un c. :

18. Latvijas Komercbanku asociacijas majas lapa: http://www.lka.org.lv/Iv/

“THE INTERNATIONAL SETTLEMENTS IN THE BANKS (2 CP)”

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/sub-branch of the science Economics
Theme Volume (h)in Form
full time/part (lectures,
time studies seminars,
practical
activities, tests)
1. The nature of payments and settlements and their role: Lecture,practical
- Cash and non-cash money, the general and the particular activities
- SWIFT (The Society for Worldwide Interbank Financial
Telecommunication) and its role in interbank settlements 21
- Correspondent accounts and their role
- Payments and their nature
- Three (3) key elements of the payment system
- Thelifecycle of non-cash payments.
2.Payments —general aspects. (Types of payments. Payment Lecture,practical
instruments.): activities
- Payments and their classification 21
- Credit payments and debit payments
- Non-cash payment instruments, their types
- The most frequently used payment instruments.
3. Settlements — general aspects: 2/1 Lecture,practical
- Settlements and their classification activities
- The systems of settlements, and their classification.
4. The Bank for International Settlements and central banks. The 2/1 Lecture,practical

European Central Bank and the bank “Latvijas Banka”:
- The mission of the Bank for International Settlements
- The operation of the Bank for International Settlements
- The role of the European Central Bank and
“Latvijas Banka”:.

the bank

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 the
Central Bank in oversight of the payment and settlement system:

The Eurosystem and its objectives

The Eurosystem Oversight Policy Framework

Oversight of the payment and settlement systems

The securities settlement system and its oversight
Oversight of the non-cash payment instruments circuit
The role of “ Latvijas Banka” in oversight of the payment
and settlement system.

2/1

Test

6. The payment systems in the Eurozone, the G10 countries and
all over the world:

The Interbank payment way

the payment systems in the world

The settlement system in the Eurozone and the G10
countries

The use of large-value payment systems

The real-time gross settlement system (RTGS) in the world
The daily transactions in foreign currency and in derivatives
markets all over the world.

2/1

Lecture,practical
activities

7. The payment systems in Latvia:

The bank “Latvijas Banka” and interbank payments

Types of transactions in Latvia

The gross settlement system and the net settlement system
The payment systems in Latvia: TARGET2- Latvia and ECS
(Electronic Clearing System)

Payment system participants

Records of payment accounts.

2/1

Lecture,practical
activities

8. The Single Euro Payments Area (SEPA):

SEPA (Single Euro Payments Area) essence

SEPA (Single Euro Payments Area)participants

SEPA (Single Euro Payments Area) scope of use

SEPA (Single Euro Payments Area) advantages and benefits
for bank customers

SEPA (Single Euro Payments Area) operation scheme

The benefits from the use of SEPA (Single Euro Payments
Area)

SEPA (Single Euro Payments Area) operation scheme.

2/1

Test

9. The essence of the securities market and securities settlement
general aspects:

The essence of the securities market

The primary and secondary securities market

The mediator in the 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 largest securities payment systems in Europe
Interaction between security and cashless payment systems
The main interaction models: 1. interface model and 2.
integrated model

The settlement period in transactions with securities

2/1

Lecture,practical
activities




- Securities settlements from a procedural point of view
- Securities clearing and payment procedures.

10. Payment card types. The payment systems of payment card:

- Practical application of payment cards

- Popularity of payments with payment cards

- Payment cards - payment development in the historical
timeline

- Payment card business (settlement) models

- Currency exchange transactions and payment versus
payment (PAYMENT-VERSUS-PAYMENT)

- Cash withdrawal from ATM

- Development of payments with payment cards.

2/1

Lecture,practical
activities

11. Factoring and forfaiting. General aspects:

- The nature of factoring and its role in international
settlements

- The factoring operation scheme

- UNIDROIT Convention on International Factoring

- The nature of forfaiting and its role in international
settlements

- The forfaiting operation scheme

- The International Chamber of Commerce “Uniform Rules for
FORFAITING” (URF 800).

2/1

Lecture,practical
activities

12. Cheques. Cheque accounts and cheque payments. Bills of
exchange:

- The nature and role of cheques in international settlements

- The use of cheques, settlements by cheques

- Check cashing

- "Cheque Law" and its significance

- The advantages and disadvantages of the use of cheques

- Practical application of cheques in Latvia and abroad

- Traveler's cheques, their nature and practical application

- Bills of exchange, their nature and role in international

settlements.

2/1

Lecture,practical
activities

13. Documentary collection (COLA). General aspects:

- Documentary operations and documentary collection as an
instrument in international settlements

- Documentary collection - the nature of the transaction

- Documentary collection —the parties involved in the
transaction

- The documentary collection schematic representation

- The advantages and disadvantages of documentary
collection

- The Uniform Rules of the International Chamber of
Commerce / ICC Uniform Rules for Collections (URC 522).

2/1

Lecture,practical
activities

14. Letters of credit. General aspects:

- A letters of credit as an instrument in international
settlements

- The International Uniform Rules for documentary letters of
credit UCP 600/ ICC Uniform Customs and Practice for
Documentary Credits UCP 600

- The international banking practice standards and their
importance (using the documentary Letter of Credit)/

2/1

Lecture,practical
activities




International Standard Banking Practice (ISBP)

Establishing a Letter of Credit and operational scheme of
the Letter of Credit

Types of letters of credit.

15. Bank Guarantees. General aspects: 2/1 Lecture,practical
- Bank Guarantees,their nature, use and role in international activities
settlements
- The Uniform Rules of the International Chamber of
Commerce, regulating the transactions with guarantees - ICC
Demand Guarantee Rules (URDG 758)
- Types of guarantees and their nature.
16. Risks (Credit Risk, Liquidity Risk, Operational Risk, Legal Risk 2/1 Lecture,practical

and Systemic Risk):

Risks, their nature, use and role in international settlements
Types of risksi: Credit Risk, Liquidity Risk, Operational Risk,

Legal Risk and Systemic Risk.

activities

INDIVIDUAL WORK OF STUDENTS

Theme of the individual work

Tasks for the individual work

Volume (h)in

Expected results

full time/
part time
studies
Ath tical revi fl . The th tical
eoretical review ot faws Tests are regularly revised. 18/26/32 € theoretica
and other regulatory acts. tests passed
P t syst in Latvia. . 8/10/16
aymfeh Systems In Latvia Tests are regularly revised. /10/ Tasks
Securities settlements.
Non-cash t . 10/14/16
. on-cash paymen Tests are regularly revised. /14/ Tasks
instruments.
Documentary settlements. 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. Latvijas Republikas likums ”Kreditiestazu likums”, izdevéjs: Saeima,

pienemts 05.10.1995.
pienemts 19.05.1992.

16.
noteikumi”.

2. Latvijas Republikas likums ”Par Latvijas Banku”, izdevéjs: Augstaka Padome,

3. Latvijas Bankas padomes kartiba (ieks&jie noteikumi) Nr. 213/9, 2013. gada
septembri “Latvijas Bankas klientu norékinu kontu apkalposanas




4. Latvijas Bankas padomes kartiba Nr. 186/4, 2010. gada 4. novembri
“Sistemas noteikumi dalibai TARGET2 — Latvija”.

5. Latvijas Bankas padomes kartiba Nr. 183/3, 2010. gada 9. septembri
“Sistémas noteikumi dalibai EKS”.

6. Noteikumi par elektronisko informacijas apmainu ar Latvijas Banku.
Latvijas Bankas noteikumi Nr.130. Riga, 2013.gada 12.decembri.

Additional internet
resources and
other sources

1. Miezere Baiba. Maksajumu kartes / red. Andris Mukans. - Riga : Hipotéku
bankas finansu konsultaciju centrs, 2006 : Elpa-2. - 159, [1] lpp. : tab. ; 21 cm. -
Bibliogr.: 159.-[160.] Ipp. (Vésturisko faktu cienttaji atradis interesantas zinas
par maksajumu karsu attistibu Latvija un pasaulé). ISBN 9984-7434-5-4.

2. Ran Pelly. Payment Methods In International Trading Avoid losing your
payment or shipment (Import, export - What is international trading?)[Kindle
Edition], 2013.

3. Thomas H Ward MBA. Letters of Credit and Documentary Collections: An
Export and Import Guide Paperback, 2009, by Thomas H.Ward, MBA, Library
of ControlCcongress Number 20089114489, ISBN 978-1 — 4363 - 9277 — 8.

4. Finansu un Kapitala tirgus komisijas majas lapa (Sadalas: Tirgus dalibnieki,
Tiestbu akti, Statistika, un c.):
http://www.fktk.lv/Iv/statistika/kreditiestades/ceturksna-parskati.html

5. Latvijas Bankas majas lapa publicéta informacija , Ka darbojas maksajumu
sistémas”, un c.: https://www.bank.lv/temas/maksajumi-latvija-un-
pasaule/9513-ka-darbojas-maksajumu-sistemas

6. Latvijas Komercbanku asociacijas majas lapa: http://www.lka.org.lv/Iv/

7. Starptautisko norékinu bankas majas lapa (Bank for International
Settlements):https://www.bis.org/

8. Starptautiskas Tirdzniecibas palatas majas lapa (International Chamber of
Commerce: ICC): http://www.iccwbo.orq/

Module
confirmed:

S.Polovko 28.10.2016.

Signature Name, Surname Date
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STUDY MODULE ,,COMMERCIAL ACTIVITY” DESCRIPTION

Module name in Latvian

Komercdarbiba

Module name in English

Entrepreneunship

Module name in Russian

n peanpuHnmaTenbCkana AeATe/IbHOCTb

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
(minimum — 4 CP, maximum — 14 CP)

MODULE DEVELOPERS

Name, surname

Position, degree

Svetlana Polovko

Lecturer, Mg.Oec.

Konstantins Savenkovs

Lecturer, Mg.Oec.

Inara Brante

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 OBIJECTIVES

Module goal

To provide information on business start-up conditions and to
develop skills to explore business start-up and development
opportunities.

Module objectives

To provide the students with knowledge of business start-up
legal aspects;

To acquaint students with business planning opportunities and
types;

To provide information on the specifics of the business
environment and research methods;

To introduce students to business plan development stages,
depending on the company's mission, vision, goals and
objectives;

To build skills to navigate the company's development plan
creation.

Module language

Latvian, English, Russian

THE STUDY MODULE RESULTS: KNOWLEDGE, SKILLS, COMPETENCES

Knowledges

Professional business terms and definitions;

Basic knowledge of business planning ways and opportunities,
the analysis of company's financing sources and their
planning, project development basics, manufacturing and
service organization planning, insurance basics.

Skills

To be competent in business activity forms and apply them
appropriately to the company’s operation conditions;

To organize rendering high-quality customer-oriented services;
To be able to use the business plan development
methodology;

To be able to organize, plan and manage the company the
necessary resources.

Competences

The ability to study and analyze the business environment and




the factors that influence it;

e The ability to draw up business plans and implement them in
the company's activities;

e The ability to coordinate and manage the implementation of
the project;

e The ability to perform daily business transactions.

MODULE ABSTRACT

In Latvian | Modulis veltits komercdarbibas planoSanas metodologijai un metodikai,
uznémeéjdarbibas jomas zinasanu padzilinasanai un prasmju limena
paaugstinasanai, biznesa plana batibas, mérku un satura apguvei, musdienigas
pieejas komercdarbibas procesu modeléSanai un izpétei, biznesa plana
noformésanai un prezentésanai.

InEnglish | The module is dedicated to the study of the methodology and techniques of
business planning, to expansion of knowledge in the business field, to the study
of essence, objectives and content of the business plan sections, to the study of
modern approaches to business process modeling, arranging and presentation
of a business plan.

InRussian | Mogynb NOCBAWEH OCBOEHMIO  MEeToA0N0rMM U MeToaAuKU  BusHec-
NNAAaHUPOBAHUA, PACWUMPEHUD 3HaHM B 0651acTM  nNpeanpUHUMATENbCKON
OEATEeNbHOCTU, U3YYEHUIO CYLLHOCTU, Lenein U coaeprkaHma pasgenos busHec-
nnaHa, UCCNenoBaHWUIO COBPEMEHHbIX NOAXOA0B K MoAennpoBaHUIO BuUsHec-
npoueccos, 0bOPMNEHUIO U NPeaCcTaBNeHMI0 BU3Hec-NaHa.

SUMMARY OF THE MODULE PLAN AND CONTENTS
MODULE COMPULSORY PART
,,PLANNING AND LAUNCHING OF THE (4 CP)”,

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 studies -42,

Part time studies - 20

Number of independent works 8

Testing form / -s Exam

Background knowledge Basics of economics,

Accounting, Taxes and fees

Science branch- subbranch 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. Business 1/0,5 Lecture,
functions. Practical
training
3. The company's business activity planning types, goals and 2/1 Lecture,
objectives. Types of plans. Practical
training
4. A business plan, its goals and functions. The stages of business 2/1 Lecture,
plan development. Practical
training
5. The statutory acts regulating business activitity. Establishment 4/2 Lecture
of a commercial company/ association and the company L
foundation agreement. The forms of commercial companies Pra.ct.lcal
e . training

as specified in the Commercial Law.
6. Establishment of a commercial company/ association and its 2/1 Lecture,
registration. Practical
training
7. The laws and regulations governing labour relationships. The 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 production (services) plan 2/1 Lecture,
Practical

training




19.The establishment of organizational structure, the necessary 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,
company’s needs. Practical
training

22.Business risk detection 2/1 Lecture,
Practical

training

23. Pre-production 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 break-even point for the planned company. 2/1 Lecture,
Practical

training

28. The company’s activity potential assessment. 2/1 Lecture,
Practical

training

29. The types of the company's development strategy and their 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. Management of 2/1 Lecture,
the business plan presentation for potential investors. Practical
training

THE STUDENT’S INDEPENDENT WORK

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 course The studies of Iiterattfre, 26/58/90 The theoretical
sources and methodological 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 acquire
company. establishment documents. skills in drawing
up the
company’s start-
up documents.
Drawing up a new product or Drawing up a new product or 8 To acquire skills
service production plan. service production 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 Definition of the company’s 8 To acquire skills
plan. goals and development of a to define the
strategic plan. company’ goals
and to develop
a strategic plan.
Development of a marketing 10 To acquire skills
plan. to to choose the
The choice of suitable 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 skills
employment contract. Development of an to develop the
agreement with the staff st.aff documents
in accordance
with legislation.
Business plan Development and 8 Improved '
. . knowledge, skills
presentation of a business and

plan.

competences.




Acknowledgement of the acquired study results

Knowledge Skills Competences % from Exam
1. * * 10
3. * * * 10
5. * * * 10
8. * * * 10
Exam * * * 40
LITERATURE

Basic literature

1.
2.

Neilande J., Komersanta ABC, Zvaigzne ABC, Riga, 2013.
Alsina R., Gertners G. Uznémeéjdarbibas planosanas principi un
metodes. RTU, Riga. 2005.

Additional
literature, internet
resources and
other sources

10.

11.

12.

Zvirbule-Bérzina A., Mihejeva L., Auzina A. PlanoSanas un razosanas
procesa organizéSanas pamatprincipi. Turiba, Riga. 2004.

Slavinska I. Uznéméjdarbibas planosana un kontrole (2. izd.) Turiba,
Riga. 2004.

Reismanis E., Ergle A. Slava A. Biznesa plana veido$anas
pamatprincipi, Riga, 2005.

Andersone |. Tirgzintbu planoSana. RTU, Riga. 2005.

Caune J., Dzedons A., Pétersons L. Stratégiska vadiSsana. Riga:
Birznieka SIA Kamene, 2000.

Alsina R. Macies planot, R: Kamene, 2005.

Mucapenko H. /1., Aavray A. A., Ctpaternyeckoe ynpasnenue, 2008.
Forands |. Biznesa vadibas tehnologijas. — Riga: Latvijas izglitibas
fonds, 2004.

Biznesa vides attistiba Latvija: tendences un iesp€jas, Riga, Biznesa
augstskola Turiba, 2004

Battpuk P. TexHuMKa npuHATHA 3OPEKTUBHBIX YNpPaBAEHUYECKUX
pelieHni, 2-e nsa. Cankt-Metepbypr: MNutep, 2006.

Edpemos B.C. CrpaTernyeckoe nnaHuposaHve B 6Ou3Hec -—
cuctemax. Mocksa: PuHnpecc, 2001.

Kpyrnosa H.HO, Kpyrnos M.U. CTpaTernyeckmin MeHeaKMeHT:
y4ebHuK ana sysos. Mocksa: P/1/1, 2003.

Module
confirmed:

S.Polovko 28.10.2016.
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STUDY MODULE ,,MANAGEMENT” DESCRIPTION

The title of the module in

. Vadiba
Latvian
The title of the module in
. Management
English
The title of the module in
YnpasneHue

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.

Normunds Gutmanis

Docent, Dr.sc.ing.

Inara Paradniece

Lector, master degree in social management

Aivars Kalnin$

Lector, master degree in business management

The content of the module

Mandatory part of the
module:

Organization management (2 CP)

Personel management (2 CP)

Logistics (2 CP)

Elective part of the module:

The aim and objectives of the module

Aim of the module

To provide knowledge of the organization's management
processes and to develop skills to plan and organize the company's
activities, coordinate and monitor the company's processes.

The objectives of the
module

e To provide knowledge about the organization as a controlled
system, to build the business specialist’s professional skills and
competences;

e To provide knowledge of the personnel management theoretical
and practical issues, to raise awareness of the importance of
human resources in the organization and strategic planning, to
provide inspiration for qualitative human resources management
and the company's personnel policy-making, improving students'
skills and competences of the labour relations and business legal
regulations application;

e To develop skills to coordinate the procurement, sales and
production processes, to adapt to unplanned changes, to assess
the risks and develop the compelx of preventive measures;

e To develop a strategy for the development of the company and
implement it.

The language of the module

Latvian, English, Russian




LEARNING OUTCOMES OF THE MODULE: KNOWLEDGE; SKILLS; COMPETENCIES

Knowledge

the basic principles of modern management theory;
business process management functional components
and their interrelationship;

theoretical aspects of the personnel management system,
the personnel management policies, strategies and
trends;

the basic principles of building the organizational
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;

risk management;

procurement and logistics flow management.

Skills

to define the company’s activity goals and basic lines in
compliance with the owners’ and the public interests;

to compile, approve, correct and improve the company's
business plans;

to develop the system of the company’s activity goals
and follow its implementation;

to plan efficiently and organize their own (as a potential
manager) work;

to apply the latest forms of work and responsibilities
organization;

to use their theoretical knowledge and practical skills for
the implementation of the personnel management
system in the public administration and business
structures;

to manage all personnel related issues (along with the
traditional lecture classes it is planned to use discussions,
case studies, team work and other active learning
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 the
appropriate strategy-making during the processes of
change.

Competencies

to be able and know how to organize their professional
work, using efficient techniques and methods;

to put into practice and organize the personnel
management administrative  measures, personnel
management strategy and policy-making;

to be able and know how to carry out personnel records
management;

to be able to apply the theoretical knowledge and practical




skills in the company’s change management, planning and
control processes;

e to be able to prepare basic information for the
management of the company for decision-making of short
and long-term nature, to implement the change action
plan;

e to be able to argue the results obtained;

e to be able to assess the real economic and business
situation during the unplanned changes.

e to take responsibility for the decisions taken along with
failures and the results achieved;

e to formulate and implement specific business goals,
which are linked to the company's owners stated
strategy;

e to be able to evaluate the decision-making significance in
the company's management processes.

Annotation of the module

In Latvian

Apgustot vadibas moduli, studentiem bis iespéja ieglt zinasanas par vadibas
procesiem uznémuma. Vadibas modulis paredzéts uznéméjdarbibas/
komercdarbibas specialistu vadibas prasmju veicinasanai un vaditaja
kompetences izveidei un talakai pilnveidei. Studéjosajiem bus iespéja iegt un
aktualizét jau esos$as teorétiskas un praktiskas zinasanas organizaciju un to
strukturvienibu vadibas jautajumos. Péc vadibas modula izvéles dalu
apgusanas studéjosie varés kvalitativak risinat ar vadibas funkcijam saistitos
jautajumus sevi intereséjosa joma, ka arl ieglt vienotu izpratni par savu
vadibas prasmju veidoSanas pamatprincipiem.

In English

Having learned the module "Management" the students will have the
opportunity to gain knowledge of management processes in the enterprise. The
module "Management" is designed to improve knowledge in management field
and to create and further develop the leader's competences for specialists in
business / commercial activities. Students will have the opportunity to gain new
and update existing theoretical and practical knowledge in the area of
organization's management and its structural subdivisions. After mastering the
elective parts of the module, students will be able to settle the issues connected
with management functions in the field of interest, as well as to get an overview
of the basic improvement principles of their management skills.

In Russian

Mpw ocBOoEHMM Moayna «YnpasneHue», y CTyaAeHToB HyaeT BO3MOXKHOCTb
MOJIYy4NTb 3HAHMA O NPOLECCAX YNPaBAEHMA Ha npegnpuatun. Moaynb
«YnpasneHue» npeAHasHa4yeH s yCOBEPLIEHCTBOBAHMA 3HAHWUI B chepe
YyNpPaBAEHNA N CO30aHNA U AaNbHENLLEro Pa3BUTUA KOMNETEHL MM
pyKoBOAMTENA ANA CNEeLManncToB NpesnpuHMMaTENbCTBA/KOMMEPYECKOM
AeATeNbHOCTU. Y yyalumxca 6yaeT BO3MOXKHOCTb NOJlYYUTb HOBbIE U
aKTya/IM3MpPOBaTb YIKE MMEIOLLMECA TEOPETUYECKME U NPAKTUYECKME 3HAHUA MO
BONpPOCaM yNpaBAEHUA OPraHU3aL MK U ee CTPYKTYPHbIX NoapasgeneHui. MNocne
OCBOEHMSA BbIODOPHbIX YaCcTeN MOAY A, yHaLLMeCca CMOTYT KayeCcTBEHHeE peLlaTb
BOMPOCbI, CBA3aHHble ¢ GYHKLMAMMK yNpaBieHUsa B UHTepecytowel chepe, a Tak
e nonyymTb obuee npeactaBieHe 06 OCHOBHbIX NPUHLMMAX
YyCOBEPLUEHCTBOBAHWUA CBOUX YNPaBNEHYECKMX CNOCOBHOCTEN.




The plan and the content of the module

MANDATORY PART OF THE MODULE

“ORGANIZATION MANAGEMENT (2 CP)”

Total h (1 CP = 40 academic hours)

80

Lecture h

Full time studies - 19,
Part time studies - 9

Seminars and practical activities

Full time studies -13,
Part time studies - 7

Individual works 4

Type of the test Exam

Course prerequisites -

Branch/sub-branch of the science Management

Theme Volume (h)in Form
full time/part (lectures,
time studies seminars,
practical

activities, tests)

1. Basic concepts of 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.
2. The environmental factors of the organization’s functioning
2.1. The business activity environment characteristics. Lecture
2.2. The business-friendly environment. 2/1 o
R . seminar
2.3. The organization's management internal and external
environmental impact factors.
3. The essence of the organization 2/1
e e, . Lecture,
3.1. The organization’s characteristics. .
e practical
3.2. The organization’slife cycle o
. activities
3.3. Organizational structures
4. Modern organization models 2/1 Lecture,
4.1. The organization's management model types. practical
4.2. The principles of the organization’s efficient management activities
system.
4.3. The contemporary features of the organization’s
management process.
5. The organization's management methods 2/1 Lecture,
5.1. The characteristics of the management decisions. seminar
5.2. The management decision-making process.
5.3. The methods of management decision-making.
6. The organization’s strategic management 2/1
6.1. The organizational environment of strategic management. Test
6.2. The main stages of strategic development.
6.3 The stages of the strategy development process.
7. The organization’s activity planning 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,
8.1. Characteristics of the manager’s activities. 21 seminar
8.2. The organizational principles of the manager’s activity.

8.3. The quality model of the manager’s activities.

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 organization

management.

10. The control process and the controlling system in the 2/1 Lecture,
organization’s management practical
10.1. The concept and performance criteria of the control process. activities
10.2. The essence and objectives of controlling.

10.3. Controlling activity areas.

11. Leadership in the organization's management system. 2/1 Lecture
11.1. The leader’s role and characteristics in the organization’s

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
organization’s management process.

12.1. The types of power as the awareness of the management

process and its implementation.

12.2. Management styles and business ethics.

12.3. The behaviour elements in the organization’s management

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 in the organization’s management process Lecture,
14.1. Development of the organization's strategic policy. practical
14.2. The models and “schools” of strategic policy”. 2/1 activities
14.3. Strategic decision-making styles in the organization’s

management process.

15. Risk management in the system of organizations. 2/1 Lecture,
15.1. Risk classification and assessment in the organization’s practical
management process. activities
15.2. Risk prevention and neutralization.

15.3. The methods of quantitative risk analysis.

16. Quality management in the organization’s management 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 OF STUDENTS

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 course | sources and methodological 12/28/44 assed
resources P
1. Management Test with an assessment mark 8
) Knowledge check
functions and methods
2. The types of the To develop the organizational 10 The
management models and | 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 check
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. Praude V. Menediments. 1.gramata — Riga: Burtene 2012. - 497 lpp.
2. Praude V. Menedzments. 2.gramata — Riga: Burtene 2012. - 306 Ipp.
3. [adt P. MeHegxmeHT. — CaHKT-lNeTepbypr: Mutep 2013 — 656 cTp.
Additional internet | 1. Templers R. MenedZmenta likumi. — Riga: Zvaigzne ABC 2007. — 223 lpp.
resources and 2. Hill Charles W. Strategic Management. An Integrated Approach. —
other sources Houghton Mifflin Company, 2008 — 491 p.
3. KapmuHckuit A.M. KoHTpoaunHr. — Mockea: ®opym 2013 — 336 cTp.
4. [pykep MN. MeHegxmeHT. — MockBa: Bunbamc 2011 — 704 cTp.

“PERSONELL MANAGEMENT (2 CP)”

Total h (1 CP = 40 academic hours)

80

Lecture h

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/sub-branch 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
. . Lecture,
2.2 Necessity of human resources planning .
2.3 Process of human resources planning seminar
2.4 Informative support of human resources planning
3 Recruitment of human resources, stages of selection 4/2
3.1 Personnel search, its nature and requirements for applicants
. . . Lecture,
3.2 Methods of personnel attraction and selection, planning of .
competitions for vacancies seminar
3.3 Evaluation of applicants and their appropriateness
4 Personnel integration in companies, record keeping of human 4/2 Lecture,
resources seminar
4.1 Adaptation of new employees
4.2 Administration of human resources records
5 Team-building 4/2 Lecture,
5.1 Basic principles of team-building seminar
5.2 Culture of communication in companies
5.3 Improvement of employees’ motivation
6 Motivation of employees 4/2
6.1 Essence of motivation Lecture
6.2 Clasification of motivation’s theories o
6.3 Maslov’s theory of needs seminar
6.4 Motivation in practice
7 Control mechanisms in companies and competency base 4/2
approach within human resources management
7.1 Control mechanisms Lectyre,
7.2 Competency based approach seminar
7.3 Evaluation of personnel and their execution of duties
8 Payment system, training and career planning 4/2 Lecture,
8.1 Development of the payment system seminar
8.2 Planning of training and career development

INDIVIDUAL WORK OF STUDENTS

Theme of the individual work Tasks for the individual work

Volume (h)in
full time/

Expected result




part time
studies
The  studies of literature, .
. The final test
All themes of the study course | sources and methodological 12/28/44 assed
resources P

1. The company’s (institution) | The company’s (institution) 8 Written
personnel management “XXX” personnel management 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 for | organization for the vacant homework and
the vacant work posts in work posts in the company presentation
the company (institution) (institution) ,XXX" (Seminar —

paper presentation)

3. The personnel records Test — analysis of the situation + 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

. Voroncuka I. Personala vadiba. R.: J.Rozes gramatnica, 2009.
. Zilite L. Personala vadiba un socionika. R.: Turiba Biznesa Augstskola SIA,

2013.

. MopgaosuH C. K. YnpaBaeHne nepcoHanomM: COBpeMeHHas poccuitckan

npakTMKa: nocobue no HanpasneHuwo "MeHeakmeHT", Cepusa:
MpakTMKka MeHearkmeHTa. CaHKT - [etepbypr, 2012. — 500 c.

Additional internet
resources and
other sources

Autoru kolektivs. (Harvard Business Review). DARBA LAIKA PILNVERTIGA
IZMANTOSANA. R.:Lietiskas Informacijas dienests, 2009.

Autoru kolektivs (Harvard Business Review). KA KLUT PAR LIDERI.
R.:LietiSkas Informacijas dienests, 2008.

Autoru kolektivs, KARJERAS VEIDOSANA. Lessons Learned, Sarunas ar
pasaules biznesa lideriem. R.:Lietiskas Informacijas dienests, 2009.



http://www.lid.lv/lv/katalogs?searchq=Autoru%20kolektīvs
http://www.lid.lv/lv/katalogs?searchq=Autoru%20kolektīvs
http://www.lid.lv/lv/katalogs?searchq=Autoru%20kolektīvs

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.

Autoru kolektivs. Tstenot stratégiju (Sarunas ar pasaules biznesa
lideriem). R.:Lietiskas Informacijas dienests, 2009.

Autoru kolektivs. Sarunu un konfliktu risinasana (Harvard Business
Review on).

R.: Lietiskas Informacijas dienests, 2007.

Belbins R.Meredits. Komandu lomas darbavieta. R.: Lietiskas
Informacijas dienests, 2009.

Bokums Z., Forands I. Personalvadibas rokasgramata. — R: Kamene,
2000.

Bisofa A., BiSofa K. Sevis menedzments. — R: De Novo, 2003.
Dubkeévics L., Kestere I. Saskarsme. Lietiska etikete. — R.,2003.

DZeja R. Spoza darba intervija. R.: Zvaigzne ABC, 2007.

Eiders DZ. Ka izaudzét liderus. R.: Lietiskas informacijas dienests, 2008.
Edeirs Dz., Lideriba un motivacija, R.:Lietiskas Informacijas dienests,
2007.

Elearn, Vadit komandas (Management Extra), R.:Lietiskas Informacijas
dienests, 2009.

ESenvalde I. Personala atlase un novértésana. R.: SIA ,,Merkdrija LAT”,
2007.

ESenvalde I. Personala praktiska vadiba. — R: Merkdrijs LAT, 2005.
Ezera I. LietiSka komunikacija, Multineo SIA, 2007.

Forands I. Paligs personala specialistam. R.: Latvijas Izglitibas fonds,
2007.

Félavs E.G. Konflikti darba: atpazit, risinat, novérst. — R: De Novo, 2003.
Garleja R. Cilvékpotencials socialvidé. — Riga, R: RaKa, 2003.

Garleja R., Vidnere M. Psihologijas un socialas uzvedibas aspekts
ekonomika. — R.: RaKa, 2000.

Garleja A. Darbs, organizacija un psihologija. R.: raka, 2003.
Geiselharts R.R., Hofmane-Burkarta K. Stresa menedZments. — R: De
Novo, 2003.

Gratone L. Cilvékresursu stratégija. Biroja sérija. R.: Jumava, 2004.
Goulmens D. Tava emocionala inteligence. R.: Jumava, 2001.

Helers R. Vadibzinibas rokasgramata. — R.: Zvaigzne ABC, 2004.
Hendijs C. Veiksmigs darbs organizacijas. R.: Zvaigzne ABC, 2009.
Heske U. Darbs komanda. R.: Zvaigzne ABC, 2007.

HodZsone S. Lieliskas atbildes uz sarezgitiem darba intervijas
jautajumiem. R.: Zvaigzne ABC, 2009.

Jasela T, Lillia T., Rinne J. (2005) Mentoringa daudzads sejas. Riga:
LietiSkas informacijas dienests.

Kehre M. Personalmenediments uznémuma. R.: Biznesa augstskola
»Turiba”, 2004.

Kembels D. Ja es esmu priekSnieks, kapéc tad visi smejas? Riga: Zinatne,
1997.

LatiSevs V. LietiSkas sarunas un lietiskie kontakti. R., 1994.

Leiblings M. Nokaitinaja?(Ka saprasties ar daZada rakstura cilvékiem).
R.: Lietiskas Informacijas dienests, 2007.

Leiendekers A. Konfliktu vadiba. R. J.L.V. lzdevnieciba, 2016. (200 lpp.)
Losons K. Prasme sadarboties ar sareZgita rakstura cilvékiem, R.:
Zvaigzne ABC, 2010.

Nivers R., Zeiferts M. Motivacija. — R: De Novo, 2006.

Omarova S. Cilveks runa ar cilvéku, R.: Kamene SIA, 2009.

Omarova S. Cilveks dzivo grupa. R.: Kamene, 2002.




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.

Pikeringa P. Stridi, nesaskanas, konflikti. R.: J.Rozes apgads, 2000.
Pikeringa P. Personala vadiba: ka prasmigi motivét darbiniekus un
panakt vélamo rezultatu. — R: Jana Rozes apgads, 2002.

Praude V. MenedZments 1.Gramata, R: Burtene, 2012.

Praude V. MenedZments 2. Gramata, R: Burtene, 2012.

Praude V., Belcikovs J. MenedZments. Teorija un prakse. R.: Vaidelote,
1996.

Renge V. Organizaciju psihologija. R.: Zvaigzne ABC, 2005.

Renge V. Misdienu organizaciju psihologija. — Riga, R: Zvaigzne ABC,
2007.

Renge V. Personibas psihologija. — Riga, R: Zvaigzne ABC, 2000.
Spensers L. Darba kompetences. Izcila darba snieguma veidosana. R.: SIA
,Eiro Personals”, 2011.

Spulle A. Praktiskais personalmenedZments. — R: Biznesa skola Turiba,
2004.

Starlings G. Valsts sektora parvalde. VAS, 1999.

Tafinders Pleader. Intensivais lidervadibas kurss. — R: Pétergailis, 2004.
Teobalds T., Kiipers K. Apklusti un klausies!( Patiesiba par to, kadai jabat
saskarsmei darbavieta). R.:Lietiskas Informacijas dienests, 2008.
Viksna A. Personala vadiba. R.: Jumava, 1999.

M. Armstrong. A. Handbook of employee reward management and
practice. 2th ed. — London. Kogan Page. 2007.

Dictionary of Human Resources and Personnel Management. 3rd ed.
London. Peter Collin Publishing.2006.

Haslam, S. Alexander. Psychology in organizations: The Social Identity
Approach. London. Sage Publications.2004.

Darba likums, sekundarie normativie akti, nozaru ministriju majas lapas
(parskati, publikacijas utt., www.likumi.lv; www.Im.gov.lv u.c.)
ApceHbes tO.H. YnpasneHne nepcoHanom. Mogenu ynpasaeHua. —
Mocksa: TPUP YMO P®, 2005.

Bacosckuii /1.E. MeHeaxmeHT: YyebHoe nocobue. MockBa: UHOPA-M,
2007.

bopoHoBsa [.X., MNpycoBa H.B. MNcuxonorna tpyaa. KOHCNEKT neKkuui.
MockBa: 3Kkcmo, 2008.

Oadp P. Ypoku nngepcrea. Mocksa. 9kecmo, 2006. - 480 c.

Dkopax ., OxoyHc . OpraHu3aunoHHoe noseaeHue. OCHOBbI
ynpasneHua: Yueb. nocobue. - Mocksa: FOHUTU, 2013. - 447 c.
Opykep N. ®. dpdeKkTnBHBIN pykoBoguTens [nep. c aHra.]. Mockea: 000
U3paTenbcTBo «IKcmon, 2012 . — 45 c.

MeaHuesmny .. OcHoBbI ynpasaeHua nepcoHansom. — Mocksa, 2000.
NnbuH E.M. MoTtneauusa n motusbl. CM6.: Nutep, 2011. - 171 c.
Kapnos A.B. lMcuxonorua meHegxmeHTta. M.: Mapaapuku, 2004.

KuHaH K. 9pdekTnBHaa motmsauma. Mockea: Ikcmo, 2008. — 10 c.
KopseHko H.U., 306HuHa M.E. IddekTuBHblE MeToAb
MOTUBALUMU U CTUMY/IMPOBAHUA NepPCoHana. BecTHuK
YenabuHCKOro rocyAapCcTBEHHOro YHMBepcuTeTa. YnpasnaeHue. Ne 7,
2012 C. 66-69.

Kotnep, duamn. MapKeTUHTr MmeHegKmeHT [nep. ¢ aHra. C.
Hunouosa, M. Kunbuosa, [. Paesckoi; Hayuy. pea. A. M. HemuuH, B.
A. ly6onasos]. 12-e nsa. Mocksa: MNutep, 2012. — 816 c.

KynbirmHa U.A., Kawunpnu H.A., NMumeHos A.10. YnpasneHue
nepcoHanom: y4yebHoe nocobue. 2-e u3a., ucnp. YensbuHck: U3g-8o



http://www.likumi.lv/
http://www.lm.gov.lv/

70.

71.

72.

73.

74.

75.

76.

77.

78.

79.

80.

81.

82.

83.

84.

85.

HOYplY, 2007. — 106 c.

Natoynnmu 4., HukntnH A.C., CepebpenHukos C.C. Teopusn
MeHeaKMeHTa: Y4ebHUK ana By30B. 2-0e usgaHue. Cankt-MeTtepbypr:
Mutep, 2014. — 464 c.

Marypa M., Kypbatosa M. CoaepskaTefibHble Teopuu moTusaummu //
YnpasneHune nepcoHanom. Mocksa: PBA, 2007. - 653 c.

Maiikns, 3.,, X. Xanadung-LxKoHc, 3. dkcenpon BonHa 3a TanaHTbl. —
MockBa.: MaHH, MiBaHoB 1 ®epbep, 2011. — 280 c.

Makcsenn . 21 HeonpoBep*KMMbI 3aKOH naepcTBa. - MUHCK:
Monyppwn, 2002.

Makcumuos M.M., UrHatbeBa A.B. MeHeakmeHT. BaHKn u 6upKu.
MockBa: OHUTK, 2014. - 359 c.

Macnos E.B. MoTusauma un ctumynmpoBaHme nepcoHana. Mocksa:
MpoccMegma, 2005.

Macnos E.B. YnpaBneHue nepcoHanom npegnpuatna. Mocksa: UHOPA-
M; Hosocmnbupck: HFA3unY, 2001. - 275 c.

MeHereTtTn A. MNcnxonorua ampepa. — Mocksa: HHE®
«OHTONCKxonorma», 2002.

M. MecKkoH, M. AnbbepT, ®. Xepoypu. OcHOBbI MeHeKMeHTa. MOCKBa:
[eno, 1992.

MNapaxuHa B.H. OcHoBbl Teopuun ynpasneHua. 2-e usg., gon. - M.:
duHaHCcbl M cTaTucTnKa, 2005. 304 c.

TpasuH B.B., Jatnos B.A. MeHeaXMeHT nepcoHana npeanpuaTuA.
Mocksa: eno, 2000.

Yutmop K. Coaching — HOBbIM CTUNb MEHEAXKMEHTA U ypaBaeHuUA
nepcoHanom: npakTnyeckoe nocobue. — Mocksa, 2000.

Ypb6aHosuy A.A. MNcuxonornsa ynpaeneHus. YyebHoe nocobue.- MH.:
XapseT, 2013. UseTkoB A.H. MeHeaXMeHT: [Teopua 1 npakTnkal. CaHKT-
MeTtepbypr: CN6IM3Y, 2009. — 176 c.

Wanupo C.A. MoTuBauua n cTumynmpoBaHue nepcoHana. Mocksa:
lpoccMepgma, 2008.

WekwHa C.B. CoBpemeHHble meTOAbl YNpaBAeHWA MNepcoHanom
B COBPEMEHHOM opraHusaunmn. Mocksa: busHec-wkona "UHTen-
CuHtes", 2012. - 368 c.

AryHoBa H.A. Huxkeropoackui rocy4apCTBEHHbIN
yHuBepcuTeT. COBEPLUEHCTBOBAHME CUCTEMbI  OLEHKM
[EATENbHOCTM MEepPCOoHasa Ha NPOMbILWJIEHHbIX MPeanpUATUSAX.
OunccepTtauyma. 2004. 181 c.

“LOGISTICS (2 CP)”

Total h (1 CP = 40 academic hours)

80

Lecture h

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 Organization management
Branch/sub-branch of the science Management

Form

Theme Volume (h)in ]




full time/part (lectures,
time studies seminars,
practical
activities, tests)
1. Logistics theoretical and methodological aspects: 2/1
e The concept of logistics; Lecture,
e The history of logistics; seminar
e The functions and objectives of logistics;

2. The functional areas of logistics _1: 2/1
e Procurement (supply) logistics;
e Production logistics; Lecture,
e Distribution logistics; seminar
e Service logistics;
e Transport logistics.

3. The functional areas of logistics _2: 2/1
e Procurement (supply) logistics;

e Production logistics; Lecture,
e Distribution logistics; seminar
e Service logistics;

e Transport logistics.

4. A modern approach to logistics and transportation: 2/1 Lecture,
e Transport as each country's main industry; seminar
e The transport sector;

e A modern approach to transport processes organization;
Order processing and execution logistics: 2/1 Lecture,
e The goals of order processing and execution; seminar
e The choice of optimal distribution channels;
e The tactical tasks and the product distribution system
analysis;
e The logistics system design stages, activity tracking
methods.
6. Modes of transportation - the advantages and 2/1 Lecture,
disadvantages of each mode of transport. seminar
e Road transport;
e Rail transport.
e Sea and river (internal water) transportation.
e Air transport.
e Pipeline transport.
7. Legislation. 2/1 Lecture,
e The legislation regulating transportation (for each mode seminar
of transport), international conventions and agreements.
e CMRinvoice (waybill).
e TIR cornet.
e AETR, ADR and ATP.
e Agreement.
8. Transport policy. 2/1 Lecture,
e The EU's transport policy. seminar

The Latvian carriers in the EU .
Permission system.
Driving documents.




The procedure for cargo delivery-acceptance.
Freight shipping preparation.

Requirements for vehicles and loading and unloading
jobs.

Loading cargo and its placement in the vehicle.
Customs processes.

Cargo transfer to the consignee.

2/1

Lecture,
seminar

. Characteristics of freight transport.

What is the cargo and the cargo unit?
Classification of cargo.

Cargo connectivity and loading.
Pallets.

2/1

Lecture,
seminar

. Transport task:

The awareness of the transport task.
A classical transport task.

Solving the main problem.

The algorithm for solving.

2/1

Lecture,
seminar

. Logistics of material stocks:

The essence of material stocks;

The basic types;

The problems associated with inventory management.
The stockpiling root causes;

The positive role of stocks.

2/1

Lecture,
seminar

. The warehouse stock logistics:

Logistics chains;

The basic functions of a warehouse;

Classification of warehouses;

The basic concepts of the warehouse actictivity;

The use of the basic module at the different stages of the
logistics process.

2/1

Lecture,
seminar

. The product in warehousing.

The product storage opportunities.

The product placement;

Organization of the procurement process;

The logistics process in the warehouse;
Containers and packing in warehouse logistics.

2/1

Lecture,
seminar

. The main building stages of the warehouse system:

The storage system design;

Inventory tracking and control methods in the warehouse;
Storage space planning;

Trade and technological processes the warehouse.

2/1

Lecture,
seminar

. INCOTERMS and the seller's responsibility and definition

of risk areas:

A purchase-sale contract;

A purchase-sale contract from the international transport
point of view.

Incoterms;

Why "Incoterms" rules are necessary;

Customs procedures.

2/1

Lecture,
seminar




INDIVIDUAL WORK OF STUDENTS

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 course | sources and methodological 12/28/44 passed
resources
Organization of logistics Test with an assessment mark 8 Students
processes “A modern approach to understand the
logistics processes essence of
organization” logistics and its
importance in
today's economy
Transport logistics Test with an assessment 8 The acquired
mark“Transport Logistics” knowledge, skills
and competences
Material stocks logistics Test with an assessment mark 10 The improved
“ Material Stocks logistics” knowledge, skills
and competences
INCOTERMS Test with an assessment mark 10 The improved
“INCOTERMS - buyer's and knowledge, skills
seller's risk zone definition” and competences

As a result of the study course the knowledge has been obtained:

- the nature and principles of logistics;

- the basic principles of logistics operation;

- the goals and objectives of logistics;

- laws and regulations governing operation of various modes of transport.

Skills:

e to analyze the logistics external and internal environment in the company;

* to analyze the company's logistics system weaknesses;

e to take business decisions on restructuring the logistics system;

Competence —the students are able to plan and organize the company's distribution channels,
are able to identify problems in the company's logistics system, and are able to deal with
loading and storage problems.

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 X X 40




LITERATURE

Basic literature

1. Sprancmanis N. Uznémeéjdarbibas logistikas pamati (Riga: Burtene)

2. Sprancmanis N. Biznesalogistika.-Riga: Vaidelote, 2003.- 360 Ipp.

3. Kenins-Kings G. Moderna apgade: Labak, Iétak un laika.-Riga: Valters
un Rapa, 2000.- 239 lpp.

Additional internet
resources and
other sources

1.
2.

7.

Praude V., BelCikovs J. Logistika.-Riga: Vaidelote, 2004.- 541 Ipp.
Kramins$ N. Rokasgramata: Logistikas sistému vadisanai (Riga,
2004)

Sprancmanis N. u.c. Uznéméjdarbibas logistikas terminu anglu-
latviesu vardnica (Riga: Zvaigzne ABC, 2007)

Michel Baudin . Lean Logistics: The Nuts And Bolts Of Delivering
Materials And Goods. 2005

I. JleBKMH. OCcHOBbI IOTUCTUKM. Litres, 2015

JoHanaYotepc. Jlornctuka. YnpasneHue Uenbk MOCTaBOK. —
Mocksa: FOHuTK-[aHa, 2003. - 504 cTp.

Datubazes EBSCO un EMERALD

Interneta resursi :
1. http://logistika.1w.lv/32-kas-ir-logistika/
2. http://www.scl.gatech.edu/resources/glossary/

Module
confirmed:

S.Polovko 28.10.2016.

Signature Name, Surname Date



http://logistika.1w.lv/32-kas-ir-logistika/
http://www.scl.gatech.edu/resources/glossary/

STUDY MODULE ,,MARKETING” DESCRIPTION

Module name in Latvian Tirgvediba
Module name in English Marketing
Module name in Russian MapKeTuHr

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

3 CP in mandatory part, 5 CP in elective part

The authors of the modules

Name, surname

Position, degree

Gunta Grinberga-Zalite

Docent, Dr.oec.

Konstantins Savenkovs

Lector, Mg.soc.rer.

The content of the module

Mandatory part of the module:

Marketing (3 CP)

Elective part of the module:

Innovative Marketing (5 CP)

The aim and objectives of the module

Aim of the module

To acquaint students with the market operation principles for
being successful in business. To provide students with the
necessary practical and theoretical skills to identify and assess the
potential needs of consumers, to understand the consumer
behaviour in the market, to find out the optimal solution to meet
the needs of consumers. During the study process to acquire the
basic concepts of marketing, consumer behaviour modelling and
market operation practical management.

The objectives of the
module

e tounderstand the nature of marketing and its role in
the context of business;

e to understand the market system, its elements of
internal and external factors;

e to gain an understanding of a package of measures
for the product sales;

e to gain an understanding of the competitor analysis
methods and the company's competitive strategies;

e to gain an understanding of the importance of the
market research in the context of business, to know
the types of the market research and be able to use
them for marketing problem solving in a
methodologically correct way.

e to gain an understanding of the elements of a
marketing communication complex and their
management.

The language of the module

Latvian. English, Russian

LEARNING OUTCOMES OF THE MODULE: KNOWLEDGE; SKILLS; COMPETENCIES

Knowledge

e To gain knowledge about the trends of the marketing
complex and type change, and its role in the modern
communication and competition system, enhancing the




efficiency of production.

e To gain knowledge about the marketing theoretical
framework and the practical techniques for solving the
problems of the relevant issue (task).

Skills

e The ability to apply and analyze the marketing complex
elements and the management system.

e To know how to assess the importance of marketing in the
companies, to develop the decision-making processes relating
to marketing issues.

e To develop the skills to analyze the company's marketing
activities, selecting the most appropriate methods.

Competencies e The acquired knowledge and practical skills to create new

approaches to marketing issues.

e To be able to demonstrate knowledge of the customer-
oriented approach necessity in the company’s operation, as
well as to choose the most appropriate means of
communication to attract customers.

e To support rational criticism in decision-making

e The ability to evaluate the factors influencing the
communication system development, and to decide on the
future development of market-oriented activity.

Annotation of the module

In Latvian

Modulis ietver virkni jautajumu, kas saistiti ar marketinga aktivitatém musdienu
tirgus apstaklos. Tiek izskatiti galvenie marketinga jautajumi: uznémuma
marketinga un iekséjas vides komplekss pétijums, marketinga attistibas
stratégijas izstrades process un tas komponentes, uz produktu, cenu veidosanu,
virzibu un sadali orientéti marketinga risinajumi. lzklastiti visparzinatniski
marketinga pamati, marketinga informacijas vadibas principi un marketinga
darbibas organizatoriskie aspekti.

In English

Module content covers a range of issues related to marketing activity in the
modern market conditions. The central marketing questions consider the
comprehensive analysis of marketing and internal company environment, the
process of developing, marketing components of the company's development
strategy, marketing decisions regarding the company's product, pricing,
promotion and distribution. It provides the general scientific marketing basics,
the principles of management of marketing information and the organizational
aspects of marketing activity.

In Russian

CopeprkaHme moayna oxBaTblBaeT KPYr BONPOCOB, CBA3aHHbIX C MAapPKETUHIOBOM
OEATEeNbHOCTbIO B COBPEMEHHbIX PbIHOYHbIX Yyca0BMAX. PaccmaTtpusatoTca
LUEHTpanbHble  BOMPOCbl  MApPKETUHra: KOMM/eKCHoe nccnepoBaHue
MaPKETUHIOBOM W BHYTPEHHEN Cpeabl KOMMaHWM, npouecc pas3paboTkm wu
cocTasafaoLwme MapKeTUHIroBOM cTpaterum pa3BUTUA KOMMaHuu,
MapKeTUHroBble peleHns OTHOCUTENbHO npoayKTa KOMMNaHuw,
LeHoobpasoBaHus, NpoABUXKEHUA n pacnpegeneHus. N3noeHbl
ob6LeHay4YHble OCHOBbI MAPKETMHra, NPUHLMMbI YyNPaBAEeHUA MAPKETUHIOBOM
nHbOopMaLMelr N OPraHN3aLLMOHHbIE AaCNEKTbl MAPKETUHIOBOWN AeATE/NIbHOCTM.




SUMMARY OF THE MODULE PLAN AND CONTENTS

MANDATORY PART OF THE MODULE

“MARKETING (3 CP)”

Total h (1 CP = 40 academic hours) 120
Lecture h Full time studies - 20,
Part time studies - 10
Seminars and practical activities Full time studies -22,
Part time studies - 11
Individual works 6
Type of the test Exam
Course prerequisites -
Branch/sub-branch of the science Economics/Marketing
Theme Volume (h)in Form
full time/part (lectures,
time studies seminars,
practical
activities, tests)
1. Marketinga jédziens un batiba: mérki; funkcijas; vésturiska
attistiba. Lecture,
Meaning of marketing: goals, functions, historical development. 2/1 practical
MOHATME U CYWHOCTb MAPKETUHra: Lenn; GyHKLMK; UCTopudeckoe activities
passuTHe.
2. Marketinga koncepcijas. Marketinga veidi atkariba no
pieprasijuma stavokla tirga.

. . . Lecture,
Marketing concepts. Marketing types according to the market .
demand. 21 pra.c'FlFaI

activities
MapKeTUHroBble KOHUENUMU. BUabl MapKeTUHra B 3aBUCUMOCTM OT
COCTOSIHMA CNPOCA Ha PbIHKeE.
3. Marketinga vide un tas analize. 2/1
Marketing environment and its analysis. Lecture,
Internalenvironmentfactors. practical
MapKeTuHroBas cpega M ee aHanui. PakTopbl BHYTPEHHEW U activities
BHELUHEN cpesbl;
4. leksejas vides faktori; aréjas vides — mikrovides faktori; aréjas 2/1 Lecture,
vides — makrovides faktori. SVID analize, PESTL analize. practical
External environment (micro environment) factors, external activities
environment (macro environment) factors.
SWOTanalysisandPESTanalysis.
Mwukpocpesa - bakTopbl BHeWHeN cpeabl. Makpocpeaa - pakTopbl
BHewHewn cpeabl. SWOT aHanus, PEST aHanms.
5. Patérétaju uzvediba un riciba tirgd. 2/1 Lecture,
Organisation of sales process. Stages of sales process. practical
Typesofcustomers. activities
OpraHusauma npouecca NpogarkWM. dTanbl npouecca NPoAAXKU.
Tunbl nokynaTtenen.
6. Patérétaju uzvedibu ietekméjoso faktoru analize privata 2/1
patérina un biznesa tirgos. Test
Behaviour and actions of consumers in the market environment.




Analysis of the factors that affect consumers™ behaviour within
private consumption and business markets. Analysis of the
consumer needs, overcoming the resistance, negotiating price,
concluding sales process.

MoBeaeHWe W MNOCTYNKM NoOTpebuTenem Ha pblHKe. AHanus
BMAOWMX Ha NoTpebutens GakTopoB B YaCTHOM NOTPebAEHUN U
Ha OW3Hec pblHKax. AHaAM3 HyXg noTpebutena, npeogoneHve
COMpPOTMBAEHUA, ObCy)KAEHME LeHbl, OKOHYaHMe npouecca
nNpPoAAXKMU.

7. Tirgus segmentéSanas bdtiba un  priekSnosacijumi. 2/1 Lecture,
Segmentésanas pazimes. practical
Meaning of market segmentation and basic principles. activities
Indicatorsofmarketsegmentation.

CywHOCTb M NpPeanocbiIKM  CerMeHTaummn pbiHKa. [pusHaku

CermeHTaumm.

8. Mérka tirgus noteikSana. Pozicionésana. Lecture,
Identification of target markets. Positioning. 2/1 practical
OnpegeneHne ueneBoro pbiHKa. No3nuMoHMpoBaHMe. activities
9. Produkta definicija, produktu klasifikacija. Produkta 2/1 Lecture,
raksturlielumi. Pakalpojumu marketings. practical
Product definition and classification. Characteristics of a product. activities
Service marketing.

OednHnums NPOAYKTa, Knaccudukauma NpoAyKTa.

XapaKkTepusyoLLmMe BeIMUYMHbI NPOAYKTA.

10. Marketinga elementu komplekss (4P, 4C, 7P). Produktu 2/1 Lecture,
portfolio analize. practical
Complex of marketing elements (4P, 4C, 7P). Analysis of a product activities
portfolio.

MapkeTuHr ycnyr. Komnaekc MapKeTUHIoBbIX 3nemeHToB (4P, 4C,

7P).

11. Product Portfolio analize. 2/1 Lecture,
Product Portfolio Analysis. practical
AHanns nopTdoano NpoayKTa. activities
12. Zimolvadiba: zZimola izveides nosacijumi; zimola personibas un 2/1 Lecture,
identitates dimensijas; practical
Branding: provisions for creating a brand, dimensions of a activities
personality and identity of a brand.

YnpasneHve OpeHAOM: YCN0BUA CO34aHMA OpeHAa; AUMEHCUM

naeHTMdMKaLmMmM 1 nepcoHanmnsaummn bpeHaa;

13. Zimola audits; zimolu portfolio analize; zimolvadibas stratégijas 2/1

Analysis of a brand portfolio, branding strategies. Test
Ayaut  6peHaa; aHanu3 noptdoamo  6peHpa;  cTpaTernu

ynpasneHua 6peHaoM.

14. Konkurence. Konkurences veidi. M.Portera konkurences Lecture,
modelis. practical
Competition. Types of competition. Michael Porter's competition 21 activities
position model.

KoHKypeHuma. Buabl KOHKypeHuMn. Mogenb KOHKYpeHLUMM

M.lMopTepa.

15. Konkurences stratégijas. Konkurétspéjigo prieksrocibu 2/1 Lecture,
noteik$ana. practical
Competition strategies. Identification of competitive advantages. activities




CTpaTermm KOHKypeHUMU. YCTaHOB/JIEHME KOHKYPEHTOCMOCOOHbIX

NpPenmyLLLEeCTB.

16. Tirgus pétljlumu nozime uznéméjdarbiba. 2/1 Lecture,
Importance of a market research in entrepreneurship. practical
3HayeHMe MUCCNeaoBaHUA pPblHKa B NpeAnpUHMMAaTEIbCKOM activities
[eATeNbHOCTW.

17. Tirgus pétijumu veidi un to pielietoSanas indikacijas. Pétijuma 2/1 Lecture,
IstenoSana un rezultatu interpretacija. practical
Types of market research and the identification of the use of the activities
correct type. Implementation of a research and interpretation of

the results.

Buabinccne40BaHUAPbIHKAUUHANKALUNAUXIPUMEHEHUSA.

OcyuwiecTBieHMe UCCNef0BaHNA U UHTEPNPETALLMA Pe3yIbTATOB.

18. Cenu noteikSanas stratégija. Cenu veidoSanas metodes un to 2/1 Lecture,
indikacijas. practical
Price determination strategies. Methods of pricing and their activities
identifications.

CTpaTervsa ycTaHOBNEeHUA LeHbl. MeToabl YCTAaHOBNEHUA LLEHbI U

UX UHAMKaLMA.

19. Sadales kanaln vadisana. ,pull” un ,push” stratégijas. 2/1 Lecture,
Management of a distribution channel. pull and push strategies. practical
YnpasneHue KaHanom pacnpeaenenus. Ctparerum ,pull” v, push. activities
20. Marketinga komunikacija un produkta virzisana tirga.

Marketing communication and product marketing. 21 Test
MapKeTUHroBaa KOMMYHMKAUMA M NPOABMMKEHME ToBapa Ha

pbIHKE.

21. Komunikacijas elementu komplekss produkta virzisanai tirgi: 2/1 Lecture,
reklama, noieta stimulésana, tieSais marketings, sabiedriskas practical
attiecibas. activities
Complex of communication elements for introducing a new

product into a market: advertisement, sales stimulation, direct

marketing, public relations. Planningofcampaigns.

Komniekc snemMeHTOB KOMMYHMKaUMM 44 NPOABUNKEHMUA

NPOAYKTa Ha paHKe: peknama, CTUMyanpoBaHue cbbitTa, Npamoi

MAPKETUHT, O6LLLECTBEHHbIN OTHOLLEHMA.

22.Reklamas kampanu plano3ana 2/1 Lecture,
Planning an advertising campaign. practical
MnaHMpoBaHMepPeKNaMHOWKaMNaHUN. activities
23. Marketinga stratégiska planosSana. Stratégisko, taktisko un 2/1 Lecture,
operativo mérku noteiksana. Ansofa produktu-tirgus practical
paplasinasanas modelis. activities
Strategic planning of marketing. Identification of strategic, tactic,

and operative goals. Ansoffmodelofproduct-marketexpansion.

CTpaTernyeckoe niaHWPOBaHME MapKeTMHra. YcTaHOB/ieHUue

CTpaTernyeckmx, TaKTUYECKMX M OMnepaTuBHbIX uenei. Matpuua

AHcodda NpoayKT-pbIHOK.

24. Marketinga étika un patérétaju tiesibas. 2/1 Practical
Marketing ethics and consumer rights. activities
MapKeTUHrosas sTMKa 1 npasa notTpebutenei.

INDIVIDUAL WORK OF STUDENTS

Theme of the individual work Tasks for the individual work

Volume (h)in ‘ Expected result




full time/

part time
studies
. . Passed
All themes of the study course Studies of I|ter.ature sources 28/49/70 theoretical part
and methodological resources
of the exam
2. The marketing complex. The | 1. To work in a team. 10 Solving a
marketing plan. 2. To read the case study, to problem
work out a report. situation (
3. Prepare a presentation; to marketing) and
present a problem and presentation of
propose solutions. the group work.
3. The SWOT analysis of a 10
particular company's
Development and drawing up marketing environment
homework 1 (themes 1-7) according to the method of
pairs and summarizing the
results in the SWOT matrix.
The company's product Written
portfolio analysis. The homework.
research of one selected ( Development
product position and and of homework in
brand audit. The product Word file).
performance analysis relative
to the competitors' products.
Determination of the product
relative power factor.
Preparation of conclusions
and proposals.
4, The specific company pricing 10
policy evaluation in relation to
Development and drawing up competitors (at least 2).
homework 2 (themes 8-10). Preparation of conclusions
and proposals. Definition of
the marketing problem of a .
particular corfpr;ny. Setting Written
homework.
the research goals and
L ( Development
objectives. The research .
. . of homework in
methodology choice and its Word file)
justification. The research )
organization, data summary
and graphical representation,
interpretation of results.
Preparation of conclusions
and proposals.
5. Development of the specific 16
Development and drawing up compar'1y's integrate?d . Written
marketing communication homework.

homework 3 (themes 11-13).

plan: definition of the
marketing communications
target; determination of
target customers; the desired

( Development
of homework in
Word file).




response formulation; the
report content selection; the
medium choice and its
justification; selection of the
key features of the product;
securing the feedback;
budgeting.

6. Test

An integrated marketing 4
approach and criticism of the
marketing theories.

Test with an
assessment mark

Acknowledgement of the acquired study results

Knowledge Skills Competencies % of the final
evaluation
1. * 5
5. * * * 10
6. * * * 10
Exam * * * 60
LITERATURE
Basic literature 1. A. Zalte. Tirgzinibas pamati: macibu idzeklis (2).Riga: Jumava, 2007. 310

Ipp.

2. KotlersF. Marketingapamati. Riga: Jumava, 2008, 648 Ipp.

3. PraudeV. Marketings: teorijaunprakse. 2. gramata, 3. izd. Riga: Burtene,
2011. 348 Ipp.

4. RoZukalneA. Kas? Kur?
BiznesaaugstskolaTuriba, 2011.1.
5. Grant R.M. Contemporary Strategy Analysis. - 7th edition. Chichester: John
Wiley & Sons, 2010, 499 p.

6. Nog pea. FepacumeHko B.B. MapKeTuHr. 3-e nsgaHue. YyebHuK. Mocksa:
MpocnekKrt, 2015. 489 cTp.

2.6e3nanoBa A. I. MapkeTtuHr B chepe ycnyr (cepBucHaa AeaTeNbHOCTb):
YuyebHoe nocobue Scientific magazine "Kontsep, 2014 r. 228 cTp.

Kada? Misdienumedijuauditorija. Riga:

Additional internet

resources and
other sources

1. ArmsaB. Vietéjaismarketings. Riga: ZvaigzneABC, 2007, 144 lpp.

2. Caurkubule Z.. Vi$nevskaA. Marketinga pamati. Riga: Merkdrijs Lat,
2006, 175 Ipp.

3. Dombrovska E. Radosais marketings. Riga: Biznesa augstskola Turiba,
2008.

4. Fokss Dzefrijs DZ. Ka k|Gt par marketinga superzvaigzni. Riga: Zvaigzne




ABC, 2007, 191 Ipp.

5. Kadems R. Partizanu marketinga tirgus izpéte. Riga: Lietiskas
informacijas dienests, 2008, 251 Ipp.

6. Kotlers F. Marketings no A lidz Z. Riga : Jumava, 2007, 204 Ipp.

7. Niedritis J. E. Marketings: ka labak saprasties ar pircéjiem un gat
pelnu. 3. parstrad. un papild. izd. Riga: Biznesa augstskola "Turiba",
2005, 407 Ipp.

8. Niedritis J. Marketings. — Riga: Biznesa Augstskola Turiba, 2008, 487
Ipp.

9. Praude V. Marketings: macibu gramata. Riga: SIA Izglitibas soli, 2004,
665 Ipp.

10. Praude V. Marketings: teorija un prakse. 1. gramata, 3. izd. Riga:
Burtene, 2011. 522 lpp.

11. Vestvuds DzZ. Ka rakstit marketinga planu. Riga: Zvaigzne ABC, 2008,
127 lpp.

12. Viljamsa E. Tiesa marketinga rokasgramata : viss par personiga tiesa
marketinga arpakalpojumiem. Riga: Lietiskas informacijas dienests,
2008, 303 Ipp

13. Aker David A. Marketing research. 8th ed.- New York : John Wiley,
2004, 774 p.

14. Applbaum K. The Marketing era: from professional practice to global
provioning. New York: Routledge, 2004. 283 p.

15. Bizness pari robezam: Praktisks celvedis jaunu tirgu apgtsana. Sast.
T.Volkova. Riga: LU Akadémiskais apgads, 2010, 183 Ipp.

16. Blythe J. Essentials of Marketing Communications. 3rd edition. -
Harlow: Prentice Hall, 2006, 332 p.

17. Blythe J. Principles & Practice of Marketing. London: Thomson, 2006,
744 p.

18. Kotler P. Principles of marketing. London: Pearson Prentice Hall, 2008,
599 p.

19. Leiks N., Heki K. Klientu apkalposanas rokasgramata. Riga: Lietiskas
informacijas dienests, 2008, 216 lpp.

20. Solomon M. R. Marketing: real people, real choices. 5th ed. - New
Jersey: Pearson Prentice Hall, 2008, 608 p.

Periodics:

1. Kapitals: Zurnals lietiSkiem cilvékiem: krasains biznesa un ekonomikas
Zurnals. Riga: Lietiskas informacijas dienests.

2. Dienas bizness: nedélas laikraksts: Latvijas biznesa avize. Riga: Diena.

3. Forbes. Riga: SK Media

4. “European Journal of Marketing”

5. “Journal of Marketing Theory and Marketing Practice”

6. “Journal of Consumer Marketing”

7. “The Economist”

e www.powerbranding.ru

www.db.lv

www.brivalatvija.lv/ekonomika
http://naudaslietas.lv/category/ekonomika/
http://zinas.nra.lv/ekonomika/
http://www.bb.lv/bb/economics/
WWW.e-rej.ru;

www.bigness.ru
www.econline.hl.ru/jour.htm



http://www.db.lv/
http://www.brivalatvija.lv/ekonomika
http://naudaslietas.lv/category/ekonomika/
http://zinas.nra.lv/ekonomika/
http://www.bb.lv/bb/economics/
http://www.e-rej.ru/
http://www.bigness.ru/
http://www.econline.h1.ru/jour.htm
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STUDY MODULE ,, PRACTICAL SCIENTIFIC RESEARCH” DESCRIPTION

The title of the module in
Latvian

Zinatniski praktiska pétnieciba

The title of the module in
English

Scientific and practical research

The title of the module in
Russian

Haquo NpaKTn4eckne nccnegoBaHnA

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

26 CP in mandatory part

The authors of the modules

Name, surname

Position, degree

Evija Liepa

Docent, Dr.math.

Vineta Minkévica

Docent, Dr.math

Svetlana Polovko

Lector, Mg.oec.

The content of the module

Mandatory part of the
module:

Research methods (1 CP)

Study paper (1 CP)

Practice (16 CP)

Qualification exam and paper (8 CP)

Elective part of the module:

The aim and objectives of the module

Aim of the module

To promote understanding of the nature of the research work, to
introduce students to the main regularities, which are related to
the application possibilities of the study methods, to raise
awareness of the role of research and its specifics in the
professional activities. To promote the application of theoretical
knowledge in companies during the practice.

The objectives of the
module

e To provide knowledge of a range of economic and
management science research methods;

e To promote understanding of the research work and
application of the research methods;

e To promote the acquired theoretical knowledge application
in practice;

e To develop skills to plan and carry out the research
independently.

The language of the module

Latvian, English, Russian

LEARNING OUTCOMES OF THE MODULE: KNOWLEDGE; SKILLS; COMPETENCIES

Knowledge e of quantitative and qualitative research methods and their
applications;
e of the research and presentation of the results according to
the specified requirements.
Skills e The ability to demonstrate the research skills, demonstrating




an analytical approach to the analysis of the research object;

e The ability to apply the theoretical knowledge to solving
practical tasks to improve the company’s or institution
operation;

e The ability to find, systematize and use of the information
databases, and to use the most appropriate statistics,
econometrics, etc. analytical methods and techniques;

e Readiness to work in a team and the ability to improve and
develop communicative skills;

e To be motivated to improve their competences and develop
them continuously, when continuing their studies.

Competencies e The ability to study and analyze the business environment and

its impact factors;
e The ability to compile business development plans and
implement them in the company's activities;
e The ability to present their research results;
The ability to choose the research methods, which are the
most appropriate to the study problem.

Annotation of the module

In Latvian | Viens no studiju virziena uzdevumiem ir attistit studentu zinatniskas pétniecibas
prasmes. Modula ietvaros studenti tiks gatavoti studiju darbu un konferencu
rakstu izstradei, veidojot zinatniski praktiskas pétniecibas iemanas un motivéejot
paspilnveidoties.

In English | One of the tasks of this module is to develop the research skills. In the frames of
this module, the students will be prepared for the writing of educational works
and publications for conferences, creating scientific- practical research skills and
motivating for self-development.

In Russian | OgHa “3 3agay HanpaBieHUA obyyeHWs — 3TO Pas3BUTME HABbLIKOB HAy4YHOro
nccnenoBaHuA. B pamkax moayns ctyaeHTbl 6yayT noaroToBAeHbl K pa3paboTkm
y4ebHbIXx paboT u nybamnkaumMn ana KoHpepeHumin, co3gaBan HaBbIKM HayYHO —
NPaKTUYECKUX UCCNeA0BAHUIMA U MOTUBMPYA K CAMOPA3BUTHIO.

The plan and the content of the module
MANDATORY PART OF THE MODULE
“RESEARCH METHODS (1 CP)”
Total h (1 CP = 40 academic hours) 40
Lecture h Full time studies - 8,
Part time studies - 4

Seminars and practical activities Full time studies -8,

Part time studies - 4

Individual works 2

Type of the test Exam

Course prerequisites -

Branch/sub-branch of the science

Theme Volume (h)in ‘ Form




full time/part
time studies

(lectures,

seminars,

practical
activities, tests)

1. The theme of the study, the subject and object. The study

goals and objectives.

2/1

Lecture

2. The research process, its stages.

2/1

Lecture,
practical
activities

3. Qualitative research methods.

2/1

Lecture,
practical
activities

4. Quantitative research methods.

2/1

Lecture,
practical
activities

5. Combined research methods.

2/1

Lecture,
practical
activities

6. The presentation of the research results.

2/1

Lecture,
practical
activities

7. The role of making references. Copyright and plagiarism.

2/1

Lecture,
practical
activities

o

Preparation and drawing up presentations.

2/1

Lecture,
practical
activities

INDIVIDUAL WORK OF STUDENTS

Theme of the individual work

Tasks for the individual work

Volume (h)in

Expected result

full time/
part time
studies
Strengthening theoretical Test 4 Knowledge of
knowledge the research
process and
methods
Carrying out of the practical Choose the theme of 20 Students

study

research, formulate the
research object, the subject,
goal, objectives and
methods. To conduct the
research, using at least two of
these methods.

understand the
process and
methods of the
research conduct
and the results
summarizing.

Acknowledgement of the acquired study results

Knowledge Skills

Competencies

% of the final
evaluation




1. * 10

2. * * * 40

Exam * * * 50
LITERATURE

Basic literature

Methodological guidance for term paper and qualification paper
development, R : KVK

Kroplijs, A., Rascevska M. Kvalitativas pétniecibas metodes socialajas
zinatnés. R: RaKa, 2010. - 284 Ipp.

Babbie, E.R. The Practice of social research. - 13th Ed. - Belmont, CA :
Wadsworth Cengage Learning, 2013. - xxiii, 584 p.

Additional internet
resources and
other sources

levads pétnieciba: stratégijas, dizaini, metodes : pétijums . - R: RaKa,
2011, 284 Ipp.

Kristapsone, S. Zinatniska pétnieciba studiju procesa : macibu gramata
augstskolu socialo zinatnu studiju programmu studentiem . R : Biznesa
augstskola Turiba, 2008. - 349 Ipp.

Ozolina, N. A, Vidnere M. IntervéSanasprasme
:macibumetodiskaislidzeklis. R: RaKa, 2012, 97 Ipp.

An introduction to visual research methods / edited by TijanaRakic
and Donna Chambers. - Abingdon, Oxon :Routledge; N.Y., 2011,
218.p.Hooley, T., Wellens J., Marriott, J. What is online research? :
using the internet for social science research. London [etc.] :
Bloomsbury Academic, 2012 (repr. 2013). - ix, 161 p.

Silverman, D. Doing qualitative research : a practical handbook.
London : SAGE ; Thousand Oaks, Calif, 2010. - xiv, 456 p.

Opexos A.M. MeToapbl 3KOHOMUYECKUX UccaezoBaHnin. M.: 2009,
392c.

“TERM PAPER (1 CP)”

Total h (1 CP = 40 academic hours) -

Lecture h 0
Seminars and practical activities (consultation) 8
Individual works 1
Type of the test Defence
Course prerequisites Subjects of B part
Branch/sub-branch of the science Economics
Theme Volume (h)in Form
full time/part (lectures,
time studies seminars,
practical
activities, tests)
1. Selection and approval of the course paper’s theme and the - Consultation
scientific advisor with the
scientific

advisor




2. Approval of the course paper’s contents

Consultation
with the
scientific
advisor

3. Submitting the theoretical part of the course paper for

checking

Consultation
with the
scientific
advisor

4. Submitting the practical part of the course paper for checking -

Consultation
with the
scientific
advisor

5. Development of conclusions and proposals.

Consultation
with the
scientific
advisor

6. Submitting the final version of the the course paper for

checking

Consultation
with the
scientific
advisor

7. Preparation of the presentation

Consultation
with the
scientific
advisor

8. Defence of the course paper

Commission

INDIVIDUAL WORK OF STUDENTS

Theme of the individual work

Tasks for the individual work

Volume (h)in
full time/
part time

studies

Expected result

Preparation of the course
paper and presentation and its
defence

Choose the theme of course
paper, formulate the research
object, the subject, goal,
objectives and methods.

To conduct the research,
summarising problems, to
develop conclusions and
proposals. The course paper
presentation to the
commission.

32

Knowledge of
the study paper
development
process and
methods.
Defence of the
course paper.

Acknowledgement of the acquired study results

Knowledge Skills Competencies % of the final
evaluation
Defence * * * 100

LITERATURE




Basic literature

Methodological guidance for term paper and qualification paper
development, R : KVK

Additional internet
resources and
other sources

1.

Kristapsone, S. Zinatniska pétnieciba studiju procesa : macibu gramata
augstskolu socialo zinatnu studiju programmu studentiem . R : Biznesa
augstskola Turiba, 2008. - 349 Ipp.

Ozolina, N. A, Vidnere M. Intervésana sprasme :macibu metodiskais
lidzeklis. R: RaKa, 2012, 97 Ipp.

An introduction to visual research methods / edited by TijanaRakic
and Donna Chambers. - Abingdon, Oxon :Routledge; N.Y., 2011,
218.p.Hooley, T., Wellens J., Marriott, J. What is online research? :
using the internet for social science research. London [etc.] :
Bloomsbury Academic, 2012 (repr. 2013). - ix, 161 p.

Silverman, D. Doing qualitative research : a practical handbook.
London : SAGE ; Thousand Oaks, Calif, 2010. - xiv, 456 p.

OpexoB A.M. MeToabl sSKOHOMUYECKUX nccnegoBannin. M.: 2009, 392
cAn introduction to visual research methods / edited by TijanaRakic
and Donna Chambers. - Abingdon, Oxon :Routledge; N.Y., 2011,
218.p.Hooley, T., Wellens J., Marriott, J. What is online research? :
using the internet for social science research. London [etc.] :
Bloomsbury Academic, 2012 (repr. 2013). - ix, 161 p.

Silverman, D. Doing qualitative research : a practical handbook.
London : SAGE ; Thousand Oaks, Calif, 2010. - xiv, 456 p.

Opexos A.M. MeToabl SKOHOMUYECKUX nccnesoBaHnin. M.: 2009,
392c.

“PRACTICE (26 CP)”

(1st practice — 4 CP, 2nd practice — 4 CP, 3rd practice — 8 CP)

Total h (1 CP = 40 academic hours) -

Lecture h 0
Seminars and practical activities (consultation) 2
Individual works 1
Type of the test Defence
Course prerequisites Subjects of B part
Branch/sub-branch of the science Economics
Theme Volume (h)in Form
full time/part (lectures,
time studies seminars,
practical
activities, tests)
To perform the practical training task, to summarise problems, Consultation
to develop conclusions and proposals to improve the company’s with the
performance. practice advisor

Defence of the practical training report. Comission

INDIVIDUAL WORK OF STUDENTS

Theme of the individual work | Tasks for the individual work | Volume (h)in ‘ Expected result




full time/
part time
studies

Preparation and defence of the
practical training report.

Choose the company for
practical training, formulate
the research object, the
subject, goal, objectives and
methods.

To perform the practical
training task, to summarise
problems, to develop
conclusions and proposals to
improve the company’s
performance.

The report presentation to
the commission.

38/38/38

The practical
training report
presentation and
defence.

Acknowledgement of the acquired study results

Knowledge Skills Competencies % of the final
evaluation
Defence * * * 100
LITERATURE

Basic literature

Practice regulations, R : KVK

Additional internet
resources and
other sources

“QUALIFICATION EXAM AND PAPER (8 CP)”
(1st practice — 4 CP, 2nd practice — 4 CP, 3rd practice — 8 CP)

Total h (1 CP = 40 academic hours)

Lecture h 0
Seminars and practical activities (consultation) 8
Individual works 1
Type of the test Defence

Course prerequisites

Subjects of B part

Branch/sub-branch of the science

Economics/Management

Theme

Volume (h)in
full time/part
time studies

Form
(lectures,
seminars,

practical
activities, tests)

1. Selection and approval of the qualification

Consultation




paper’s theme and the scientific advisor

with the
scientific
advisor

2. Approval of the qualification paper’s contents

Consultation
with the
scientific
advisor

3. Submitting the theoretical part of the qualification paper for

checking

Consultation
with the
scientific
advisor

4. Submitting the practical part of the qualification paper for

checking

Consultation
with the
scientific
advisor

5. Development of conclusions and proposals.

Consultation
with the
scientific
advisor

6. Submitting the final version of the the qualification paper for

checking

Consultation
with the
scientific
advisor

7. Preparation of the presentation

Consultation
with the
scientific
advisor

8. Defence of the qualification paper

Commission

INDIVIDUAL WORK OF STUDENTS

Theme of the individual work

Tasks for the individual work

Volume (h)in

Expected result

full time/
part time
studies
120 Passed
Studies of literature sources Pass the qualification exam qualification
exam
Studies of literature sources Choose the theme of 192 Knowledge of

and methodological resources
Preparation of the
gualification paper and
presentation and its defence

qualification paper, formulate
the research object, the
subject, goal, objectives and
methods.

To conduct the research,
summarising problems, to
develop conclusions and
proposals. To present the
qualification paper to the
commission.

the qualification
paper
development
process and
methods.
Defence of the
qualification

paper.

Acknowledgement of the acquired study results




Knowledge Skills Competencies % of the final
evaluation

Exam and defence

LITERATURE

Basic literature

Methodological guidance for term paper and qualification paper
development, R : KVK

Kroplijs, A., Ras¢evska M. Kvalitativas pétniecibas metodes socialajas
zinatneés. R: RaKa, 2010. - 284 Ipp.

Babbie, E.R. The Practice of social research. - 13th Ed. - Belmont, CA :
Wadsworth Cengage Learning, 2013. - xxiii, 584 p.

Additional internet
resources and
other sources

levads pétnieciba: stratégijas, dizaini, metodes : pétijums . - R: RaKa,
2011, 284 Ipp.

Kristapsone, S. Zinatniska pétnieciba studiju procesa : macibu gramata
augstskolu socialo zinatnu studiju programmu studentiem . R : Biznesa
augstskola Turiba, 2008. - 349 Ipp.

Ozolina, N. A, Vidnere M. IntervéSanasprasme
:mactbumetodiskaislidzeklis. R: RaKa, 2012, 97 Ipp.

An introduction to visual research methods / edited by TijanaRakic
and Donna Chambers. - Abingdon, Oxon :Routledge; N.Y., 2011,
218.p.Hooley, T., Wellens J., Marriott, J. What is online research? :
using the internet for social science research. London [etc.] :
Bloomsbury Academic, 2012 (repr. 2013). - ix, 161 p.

Silverman, D. Doing qualitative research : a practical handbook.
London : SAGE ; Thousand Oaks, Calif, 2010. - xiv, 456 p.

Opexos A.M. MeToapl 3KOHOMUYECKNX nccnegosanHuit. M.: 2009,
392c.

Module
confirmed:

S.Polovko 28.10.2016.

Signature Name, Surname Date




Annex 3

CURRICULUM VITAE OF THE TEACHING STAFF
INVOLVED IN THE IMPLEMENTATION OF THE
STUDY DIRECTION
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europass

Europass
Curriculum Vitae

Personal information

Name / Surname

Address

Mobile telephone
E-mail

Date of birth

Work experience

Dates

Occupation or position held
Name of employer

Dates

Occupation or position held

Name of employer

Dates
Occupation or position held

Name of employer

Dates

Occupation or position held
Name of employer

Dates

Occupation or position held

Name of employer
Dates

Occupation or position held

Name of employer

leva Berkmane

Riga, Augju 2-22
+(371)25553010
ieva.berkmane@gmail.com
13.10.1973

September 2011 - ...

Lecturer (business communications)
EDU- European Distance University
November 2008 — 2011

Lecturer (psychology of communications)

RSEBAA- Riga International School of Economics and
Business Administration

February 2003 - August 2005

Lecturer (development psychology)

State Youth Initiative centre of the Ministry of Education
and Science

September 2000 - 2008

Lecturer (personnel management, management in social
work, social psychology, sociology, psychology of
advertising)

BSA — Baltic International Academy (Baltic Russian
Institute)

1999 - 2006

Lecturer (organizational psychology, personnel
management)

Centre of Professional Education — Studija
2001 - 2002

Lecturer (personnel management, psychology of
communications, video-training, applied communication)

Riga Teacher Training and Educational Management
Academy




Dates

Occupation or position held

Name of employer

Dates

Occupation or position held

Name of employer

Dates

Occupation or position held
Name of employer

Dates

Occupation or position held
Name of employer

Dates

Occupation or position held
Name of employer

Dates

Occupation or position held
Name of employer
Education and training
Dates

Name and type of organization
providing education and training

Dates
Title of qualification awarded

Name and type of organization
providing education and training
Dates

Title of qualification awarded

Name and type of organization
providing education and training

Dates

1999 - 2002

Lecturer (personnel management, psychology of
communications, video-training, business communication)

School of Business Administration “Turiba”
1999 - 2002

Lecturer (psychology of communications, video-training)
Senior lecturer in educational matters

Latvian State Institute of National Economics Managers and
Specialists

1999 - 2001

Director

SIA “Gimenes atbalsta centrs”
1998 -1999

Social Worker

B/O SIA “Ceribu ligzda”
1997 - 1998

Teacher of psychology
Natalija Draudzina Gymnasium
1991.-1997.

Teacher, music teacher

Riga Kindergarten No. 225

February 1, 2007 — 2009

Psycho-organic Analysis Institute of France (
psychotherapy)

September 2012 - 2015
Doctoral Degree Programme

Faculty of Education and Psychology of the University of
Latvia

1996 - 1997

Master’s Degree Programme, Master’s Diploma No.
002572,
Issued by the University of Latvia on 1997. 06. 05.

The University of Latvia Institute of Education and
Psychology

1992 - 1996



Title of qualification awarded

Name and type of organization
providing education and training

Additional training

Dates

Type of education

Dates

Type of education

Dates

Type of education

Dates
Type of education

Skills

Mothers tongue
Other language(s)
Self-assessment
Russian

English

Educational
activities

Bachelor in Teaching, Bachelor’s Diploma No. 000157,
issued by RPIVA on 1996. 06.19.

University diploma, preschool and primary school teacher
qualification. Diploma Nr. 000236, issued by RPIVA on
1996. 12. 06.

RPIVA- Teacher Training and Educational Management
Academy

February 8 -9, 2007

Seminar: BRI (BIA): perspectives and challenges of
development
Baltic International Academy

July 5-38, 2007

International conference: ,,Unity of body and soul — the
newest theory and practice (24 lessons)

Baltic Psycho-organic analysis Centre and Association of
Latvian Psycho-organic analysis psychotherapists

November 2007 — April 2008

Theoretical — practical trainings ,Psychiatry for
psychotherapists”

(80 lessons). Certificate No. 96, issued by LPA on 2008.
04. 10.

Latvian Association of Psychiatry

September 2001 — June 2002

Educational skills seminar

RPIVA -Teacher Training and Educational Management
Academy

Latvian

Understanding Speaking Writing
Fluent Fluent Fluent
Average Average Average

Advised scientific papers Master’s Papers — 3

Diploma Papers — 64
Bachelor Papers — 17



Taught subjects of studies and
developed programmes of studies

Conferences and scientific
publications

Psychology of Communications ( programme has been
developed and implemented in RSEBAA professional
university educational programme “Business organization
and management”

Personnel Management (programme has been developed
and implemented in BSA professional university
educational programme ,,Business activity”);
Sociology(programme has been developed and
implemented in BSA professional university educational
programme ,,Business activity”);

Social Psychology (programme has been developed and
implemented in BSA professional university educational
programme ,,Business activity”);

Social Management (programme has been developed and
implemented in BSA professional university educational
programme ,,Business activity”);

General Teaching (programme has been developed and
implemented in BSA professional university educational
programme ,,Business activity”);

Business Communication (programme has been
developed and implemented in BSA professional
university educational programme ,,Business activity”);
Advertising Psychology (programme has been developed
and implemented in BSA professional university
educational programme ,,Business activity”).

RPIVA 4. Starptautiska zinatniska konference
(13.03.2008.-15.03.2008.) ,, Teorija praksei musdienu
sabiedribas izglitiba”, Riga, Latvija

,Kultlras un izgltitibas mijiedarbiba un sinergija”
(12.03.2009.-13.03.2009) Brisele, Belgija

,Human Rights and Violent Behaviour: The Social and
Educational Perspective” (18.11.2011. - 19.11.2011.)
Nicosia, Kipra (raksts iesniegts publicésanai)
,Profesionalo kompetencu paradigma inovaciju laikmeta
(11.04.2012. - 12.04.2012.) Riga, Latvija

Referats: ,, Augstskolu docétaju pedagogiskas atbilstibas
struktdiras dinamika”

LU 70. zinatniskd konference

”

Pedagogijas zinatnes nozares plendrséde

Augstskolu docétaju karjera: individuala un institucionala
sinergija

Academic Staff Career: Individual and Institutional Synergy
(2.02.2012.-18.02.2012.)

Raksts: ,,Augstskolu docétaju pedagogdiskas kompetences
kritériju aprobdcija uznémeéjdarbibas studiju programmu
macibspékiem”

Rigas Pedagodijas un izglitibas vadibas akadémija
6. starptautiskd zinatniska konference

TEORIJA PRAKSEI MUSDIENU SABIEDRIBAS IZGLITIBA



27.07.2016.
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europass

Personal details

Surname / Name

Place of Birth

Address
Telephone
Fax

E-mail
Nationality

Gender
Academic titles and scientific
degrees

Professional Experience
Dates

Job

Company Name and Address
Dates

Job

Company Name and Address

Dates

Job

Company Name and Adress
Dates

Job

Company Name and Address

Dates
Job

Education
Dates

Awardededucation document
/Qualification
Education Name and type

Dates
Awardededucation document
/Qualification

Education Name and type

Dates

Awardededucation document
/Qualification

Education Name and type

Curriculum Vitae

Inara Brante
Riga

17 Jaunpils street
29205597

Inara.brante@inbox.lv
Latvian

Female
Mg.iur.

2012 until now

Lawyer

SIA "Multisport"

2008 until now
Lecturer

Latvia Businesss College

2008 until now
Lawyer

SIA "Auto Grupa TBF"
1998- 2005

Lawyer

AS "GUTTA"

1994-1998
Lawyer

2011
Doctoral study programme , Law Science”

Baltic International Academy

2007
Bachelors degree of Social Sciences in Management

Riga Technical University

1982-1988

Masters degree in Law
Lawyer
University of Latvia Faculty of Law



Further training
Dates
Workshop/ name

Education Name and type

Dates
Workshop/ name

Education Name and type
Dates

Workshop/ name
Education Name and type

Dates
Workshop/ name
Education Name and type

Dates
Workshop/ nhame

Education Name and type

Dates
Workshop/ name
Education Name and type

Skills
First Language

Other Languages

2015

Seminar "New regulation of public person shares and corporation
management”

Study Advisory Centre "Funditus”

2014

Seminar "New regulation of contractual penalty and its application in Civil
Law"

Study Advisory Centre "Funditus”

2014
Seminar "Urgent actions to be taken bt corporations”
Study Advisory Centre "Funditus”

2014

Seminar "Exceptional dividends and other recent legislative amendments
related to commercial activities"

Study Advisory Centre "Funditus

2014
Conference in labor rights 14
Corfinn organised conference

2013
Conference in labor rights 2013
Corfinn organised conference

Latvian

Russian, English

Valuation Understanding Talking Writing
Very good Good Very good Good Very good Good
Latvian Language X X X
Russian Language X X X
English Language X X X

Scientific activity

Latvia Business College

Study material for - “Commercial Law ” distance learning ( latvian/russian
language).

2009




Presentation

"The legal framework of a lease|
agreement in Latvia"

Accepted for publication
2013

Presentation

"The financial leasing and its legal
regulation”

Accepted for publication
2014

Presentation

Application problems of claim
limitation period for claims arising|
from commercial transactions|

Accepted for publication-2015|

Study material for study course - “Labour Law” - distance learning (
latvian/russian language).

2010

Study material for study course - “Law and legal standarts in IT”
distance learning ( latvian/russian language).

2010

Study material for study course - “Obligations Law”- distance learning
( latvian language).

2012

Study material for study course - “Copyright Law”- distance learning
( latvian language).

2014

Study material for study course - "Social rights" — distance learning
(latvian/russian language)

2013

Baltic International Academy 2013.15.02.-16.02.

International Scientific and Practical Conference "Development prospects and
problems of transfarmation of private law in modern society".

"The Baltic Journal of Law" 2013 nR.1/2
Scientific articles "Lease agreement legal framework in Latvia"

2013

Baltic International Academy Riga Stradin$ University 2013.10.12.

Internacional Scientific and Practical Conference "The transformation process of
aw, the regional economy and economic policy: the relevant economic and
political and legal issues ”

Riga, 2014 2nd Inteernacional Inteernacional scientific and practical
conference proceedings
Scientific articles "The financial leasing and its legal regulation”

2015

Baltic International Academy 2015.23.04.-25.04.
Internacional Scientific and PracticalConference
"Science, rigts, stability"

Scientific article "Application problems of claim limitation period for claims
arising from commercial transactions" preparation and submission for
publication BIA scientific - practical international journal of law "The Baltic
Vournal of Law"
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europass
CURRICULUM VITAE

GENERAL INFORMATION:

First name, Surname  GUDRITE DAUKSTE
Address Skuju iela 2-31, Riga, Latvia, LV-1015
Mobile Telephone +371 291029 44
E-mail gikal@inbox.lv
Date of Birth April 26,1962

Place of Birth Irlava, Tukums region, Latvia
EDUCATION:
09.2004 - 06.2006 RISEBAA (Riga International School of Economics and Business
Administration)

The Master studies of Human Resource Management, Riga, Latvija
Human Resource Management

09.1998- 06.2004 RISEBAA (Riga International School of Economics and Business
Administration),
»Business Studies, Project Management, Economics and Finances”, Riga,
Latvia
Business Studies, Project Management and Finances

09.1981 — 06.1983 Riga Condominium Technical School, Food Technology
Catering Services, Technician, Technologist

09.1979 — 05.1981 Eleja Secondary School, Jelgava region, Latvia
Secondary Education

WORK EXPERIENCE:
09.2012 - 08.2016. Latvian Business College, Latvia
lecturer
05.2011 - SIA "Gateway Monitoring”, Latvia
Occupation Chief Accountant
Main activities and Accounting organization in according with laws of Latvia.
responsibilities Full accounting, cost control of company, debtor and creditor management.

Financial report and operational balance sheet management.



03.2008. — 04.2011.

Occupation
Main activities and
responsibilities

09.2004. — 02.2008.

Occupation
Main activities and
responsibilities

02.2002 - 09.2004.

Occupation
Main activities and
responsibilities

03.1997 - 02.2002

Occupation

Main activities and
responsibilities

Computer skills and
competences

Driver License

Latvian
English
German
Russian

27.07.2016.

SIA “HMOSH”, Erevan, Armenia
Designing, manufacturing and installation of Glass constructions

The Director

The establishment of the company in Armenia, including the attraction of
investments, project development and the control of these processes.

Legal issues with the state, local governments and other institutions as well as
the control of legal processes related to the company and its development.
Daily operation managing for the company.

SIA “Krone Poly- tech”, Marupe, Riga region, Latvia
Designing, manufacturing and installation of Glass constructions

Chairman of the Board, Managing Director

The development and planning of the companyand the control of these
processes. Personal management. Finance resource management.

Daily operation managing for the company.

Latvian — Germany cooperation ,,Krone”, Marupe, Riga region, Latvia
Designing, manufacturing and installation of Glass constructions

Commercial Director

Office organization, customer sales and services. Personal management and
control. Market research and analysis of it. The monitoring and control of
company’s development. Generation of new areas of development.

SIA “L&Z Nekustama Ipasuma Serviss”, Riga, Latvia
Property Management

Chief Accountant

Accounting organization in according with laws of Latvia.

Preparation of clients’ declarations, statements, reports. Tax calculation. The
main finance report for the company.

SKILLS AND QUALIFICATIONS:

Microsoft Word, Excel, Internet
Accounting software Kentaurs Integra, Tildes Jumis and 1C.
Experience with an Office equipment.

B category (since January1995)
LANGUAGE SKILLS:
Native
Good

Good
Excellent
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europass

Europass
Curriculum Vitae

Personal information

First name / Surname

Address
Telephone

E-mail

Date of birth
Gender

Work experience

Dates
Occupation or position held

Main activities and
responsibilities

Name and address of employer

Dates

Occupation or position held
Main activities and
responsibilities

Name and address of employer

Dates
Occupation or position held

Main activities and responsibilities

Name and address of employer

GUNTA GRINBERGA-ZALITE

Jomas Street 46-2, Jirmala, Latvia, LV-2114
+371 29463545

gunta.birojs@gmail.com

26 May 1972

female

2004 to date

Associate Professor, Leading Researcher (2005-2011 — lecturer, 2011-2014 —
assistant professor, since 2014 — associate professor and leading researcher)
Pedagogical work. Responsibility of the subjects: Globalization of Business,
Marketing, International Marketing, Social and Economic Environment of
Projects, Social Marketing, International Business Management. Supervision
and reviewing of bachelor, master, and doctoral theses. Scientific work in
scope of scientific research projects, pedagogical work. Administrative work —
organizing scientific conference events, editing of scientific conference
proceedings.

Latvia University of Agriculture, Faculty of Economics and Social Development
Svétes Street 18, Jelgava, Latvia

2006 to date

Assistant Professor

Supervision and management of scientific research projects, pedagogical work.
Responsibility of the subjects “Marketing”, “Corporate Governance and
Business Ethic”, “Strategic Management” - Latvian Business College,

Valdemara Street 63, Riga, Latvia

2000 - 2003
Marketing manager

Marketing planning, brand management, promotion of company products

TVINS26 Ltd., Brivibas Street 155, Riga



Higher University education
Dates 2011

Doctor of Social Sciences in Economics (Dr.oec)
Title of qualification

awarded
Regional Economics, Marketing, International Business Environment

Principal subjects covered 1990 — 1995; 2002 — 2003 ; 2003 — 2005

Dates

Title of qualification awarded  Bachelor of English Philology; 2™ level higher professional education and
qualification of International Relations Manager; Master of Social Sciences in
Economics
Principal subjects/occupational  Main Subjects: English Language and Literature; IT, Economics, Agricultural
skills covered  Economics, Business Management, Entrepreneurship, Theories of
Organisations, Marketing, Market Research

Name and type of organisation  Latvia University, Latvia University of Agriculture
providing education and
training

Personal skills and
competences
Mother tongue(s) Latvian

Other language(s) English, Russian

Self-assessment Understanding Speaking
European level (*) Listening Reading Spoken Spoken
interaction production
E > > 5 5
R > > 5 5

iti
ng

(*) Common European Framework of Reference for Languages

Computer skills and Good
competences

Driving licence B category



Additional information

Lecturer ofSocrates/Erasmus international education programmes:

1. Stulginskis University, Lithuania — November 12-13, lecture course
“Social Marketing for Sustainable Development of Rural Communities”
5 hours;

2. West Pomeranian University of Technology, Poland — January 2014,
lecture course “Corporate Social Responsibility Topicalities in Latvia” 5
hours;

3. West Pomeranian University of Technology, Poland — January 2013,
lecture course “Social marketing development issues in global and
national context” 5 hours;

4. Braganca Polytechnic Institute, Portugal — May 2009, lecture course
“Advisory Services in Agriculture” 5 hours;

5. Braganca Polytechnic Institute, Portugal — May 2008, lecture course
“Development of Services” Marketing” 5 hours;

Lecturer of further education training programmes:

Latvian Rural Advisory and Training Centre — 27 November 2011, lecture
course ,Marketing of Agricultural Products” 4 hours.

Published books:

1) Gunta Grinberga-Zalite. “Social Marketing for Harmonization of
Rural Population Interests” (in Latvian) (2014). Reviewers: Dr.oec., prof.
A.Vilcina, Dr.oec., asoc. prof. G.Mazire. Latvia University of Agriculture,
CD, 46 p.

2) Irina Pilvere, Aleksejs Nipers, Agnese Krievina, llze Upite, Gunta
Grinberga-Zalite.

“Comparative Analysis of Latvian Food Industry Competitiveness
Indicators in Latvia, Lithuania, Estonia, Poland and Russia”(in Latvian), 200

p.

3) Handbook of Research on Consumerism in Business and
Marketing: Concepts and Practices. (2014) Editors: Hans-Ruediger
Kaufmann (University of Nicosia, Cyprus & International Business School at
Vilnius University, Lithuania) and Mohammad Fateh Ali Khan Panni (City
University, Bangladesh) Chapter “Consumerism in Business and
Marketing: Concepts and Practices.” Dzene, S., Eglite, A., Grinberga-Zalite,
G. Sustainable Food Consumption Macro Issues: Case Study of Latvia
Consumer Behaviour., pp. 155-181. |Gl Global, 2014, 638 p. ISBN13:
9781466658806, ISBN10: 1466658800

Professional perfection:

A Certificate of participation in Latvia University, Faculty of
Pedagogy, Psychology and Arts, Academic Conference
“Interdisciplinary, Creativity and Entrepreneurship —
Topicalities of Modern Education” (EU SF project “Support for
research in education” (2011/001/ DP/1.2.3.2/ 11IPIA/
VIAA/011), 29 October 2014.

A Certificate No. 2.6.-17/14-577 of accomplishing higher
education teachers’ professional perfection programme
“Innovation in University Didactics”, 160h, Latvia University
of Agriculture, 21 February — 9 May 2014.

A Certificate of the faculty of Social Sciences of Klaipeda
University for participation at the skill development seminar
for acaodemic ner<onnel “Noveltiec in Develonine and






Additional information

Lecturer of Erasmus international education programmes

1. West Pomeranian University of Technology, Poland — May 30-June 10,
2016, lecture courses “Corporate Governance” 30 hours and “Strategic
management” 30 hours.

2. West Pomeranian University of Technology, Poland — January 11-22,
2016, lecture courses “Corporate Governance” 30 hours and “Strategic
management” 30 hours.

3. Slovak University of Agriculture, Slovakia — November 18-19, 2015,
lecture course “Social Marketing and Social Innovation”, 8 hours;

4. Stulginskis University, Lithuania — November 12-13, 2014, lecture course
“Social Marketing for Sustainable Development of Rural Communities” 5
hours;

5. West Pomeranian University of Technology, Poland — January 2014,
lecture course “Corporate Social Responsibility Topicalities in Latvia” 5
hours;

6. West Pomeranian University of Technology, Poland — January 2013,
lecture course “Social marketing development issues in global and
national context” 5 hours.

Lecturer of further education training programmes

Latvian Rural Advisory and Training Centre — 27 November 2011, lecture
course “Marketing of Agricultural Products” 4 hours.

Published books

1) Gunta Grinberga-Zalite. “Social Marketing for Harmonization of Rural
Population Interests” (in Latvian) (2014). Reviewers: Dr.oec., prof. A.Vilcina,
Dr.oec., asoc. prof. G.Mazire. Latvia University of Agriculture, CD, 46 p.

2) Irina Pilvere, Aleksejs Nipers, Agnese Krievina, llze Upite, Gunta
Grinberga-Zalite.

“Comparative Analysis of Latvian Food Industry Competitiveness Indicators in
Latvia, Lithuania, Estonia, Poland and Russia”(in Latvian), 200 p.

3) Handbook of Research on Consumerism in Business and Marketing:
Concepts and Practices. (2014) Editors: Hans-Ruediger Kaufmann (University
of Nicosia, Cyprus & International Business School at Vilnius University,
Lithuania) and Mohammad Fateh Ali Khan Panni (City University, Bangladesh)
Chapter “Consumerism in Business and Marketing: Concepts and Practices.”
Dzene, S., Eglite, A., Grinberga-Zalite, G. Sustainable Food Consumption
Macro Issues: Case Study of Latvia Consumer Behaviour., pp. 155-181. IG/
Global, 2014, 638 p. ISBN13: 9781466658806, ISBN10: 1466658800 (ind.
Scopus)

Professional competence training

A Certificate of Copenhagen Business School of accomplishing a
distance learning course module “Strategic Management”, 2015.

A Certificate of participation in Latvia University, Faculty of
Pedagogy, Psychology and Arts, Academic Conference
“Interdisciplinarity, Creativity and Entrepreneurship -
Topicalities of Modern Education” (EU SF project “Support for
research in education” (2011/001/ DP/1.2.3.2/ 11IPIA/



Research projects

e QOctober 2016 — to date. Researcher in INTERREG Central Baltic project CAITO Nr. CB340 “Meta
cluster for attracting Japanese tourism market”.

e December 2014 — to date. Leading researcher and project leader in the National Research
Programme project No. 5.2.7. “Involvement of the Society in Social Innovation for Providing
Sustainable Development of Latvia””. (Project identification No. EKOSOC-LV, No.02.2-09/13, sub-
project 5.2.7.5.).

e October-December 2012. Researcher in the project of the Ministry of Agriculture of the Republic of
Latvia “Comparative Analysis of Latvia Food Industry Competitiveness Indicators” and
“Comparative Analysis of Fishery Industry Competitiveness Indicators”(Project identification No.
ZM /2012/13 EZF ELFLA), LLU project implementation No. 2012/54.

e 2011 - to date. Participation in International Centre of Research in Organic Food Systems project
CORE Organic |l, taking the post of the National Editor of ”"Organic E-prints”,
http://www.orgprints.org/

Scientific publications in the scientific proceedings during 2011-2016 — 10 (see Appendix No1)

Contributions at international scientific conferences during 2011-2016 — 12 (see Appendix No2)

Information for the contacts:

Associate Professor dr. Gunta Grinberga-Zalite
Jomas Street 46-2, Jirmala, Latvia, LV-2015
Mob. tel.: + 371 29463545

E-mail: gunta.birojs@gmail.com

280ctober 2016 Gunta Grinberga-Zalite



Appendix Nol

Scientific publications in the scientific proceedings during 2011-2016

Dobele L., Grinberga-Zalite G. (2016). Opportunities of Integrating Social Awareness in Higher
Education to Enhance the Development of Social Innovation in Latvia. The 16th International
multidisciplinary scientific GeoConference SGEM 2016 : conference proceedings, Albena, Bulgaria,
Bulgarian Academy of Sciences. - Albena, 2016. - Book 5 : Ecology, Economics, Education and
Legislation, Vol. 3 : Environmental economics. Education and accreditation in geosciences, pp. 915-
922. DOI: 10.5593/SGEM2016/B53/522.117 - ISBN 9786197105674 - ISSN 1314-2704 (ind. SCOPUS,
EBSCOhost Academic Search Complete)

Liepa E., Hernik J., Grinberga-ZaliteG., Matute A. (2016). Evaluation of Pharmaceutical Care
Services’ Quality in Latvia: the Case Study of “Meness aptieka” Latgale National Economy Research.
Vol 1, No 8 (2016). — pp.52-60. (ind. Index Copernicus and EBSCOhost Business Source Corporate
Plus)

Vilcina A., Grinberga-Zalite G., Mazure G., Dumpe E. (2016). Opportunities for Development of
Organic Milk Production and Processing in Latvia. Thel5th International scientific conference
"Engineering for rural development" : Proceedings, Vol.15, p. 102-10. Latvia University of
Agriculture. Faculty of Engineering, Jelgava (ind. SCOPUS, EBSCOhost Academic Search Complete.

Grinberga-Zalite G., Licagina G., Oganisjana K., Surikova S. (2016). Engagement of the Population of
Jurmala City in Promoting the Sustainable Development of the Resort. Proceedings of the
International scientific conference "Economic science for rural development”, Nr.43 : New
Dimensions in the Development of Society. Marketing and Sustainable Consumption. Finance and
Taxes, pp. 143-150 - ISBN 9789984482555 - ISSN 1691-3078 ( ind. EBSCOhost Academic Search
Complet).

Hernik J., Grinberga-Zalite G. (2015). Ideal Offer or Why Tourists Are Not Satisfied, on Swinoujscie
(Poland) and Jurmala (Latvia) Examples. Proceedings of the 8th International Tourism Congress. —
pp. 474-480. Polytechnic Institut of Leira: Peniche, Portugal (ISBN-978-989-97395-7-4)

Dobele L., Grinberga-Zalite G., Kelle L. (2015). Sustainable economic development: scenarios for
promotion of social innovation in Latvia. Journal of Security and Sustainability Issues: International
Entrepreneurial Perspectives and Innovative Outcomes. - Vol.5(2) (2015), pp.149-158. (Ind. SCOPUS)

Grinberga-Zalite G., Liepa E., Atkociuniene V., Hernik J. (2015). Society aging problems and their
solutions in Latvia, Lithuania and Poland. Regional Formation and Development Studies. - Vol. 17,
No 3 (2015), pp.51-59. (Ind. EBSCO host Business Source Complete).

Atkociuniene V., Aleksandravicius A., Grinberga- Zalite G. (2015). The strengthening of territorial
cohesion through the development of rural social infrastructure .. Regional Formation and
Development Studies. - Vol. 15, No. 2 (2015), pp.5-15. (Ind. EBSCOhost Business Source Complete).

Surikova S., Oganisjana K., Grinberga-Zalite G. (2015). The Role of Education in Promoting Social
Innovation Processes in the Society. G. Velta Lubkina and Svetlana Usca (Eds.) SOCIETY.
INTEGRATION. EDUCATION. Proceedings of the International Scientific Conference,. - Volume IV
(2015) pp. 233-243). Rézekne: Rézeknes Augstskola. (Ind. Thomson Reuters Web of Knowledge IS/
Conference Proceedings data base).

Grinberga-Zalite G., Oganisjana K., Surikova S. (2015)The study of social innovation theoretical
framework for enhancing of rural development and agriculture in Latvia. Proceedings of the
International scientific conference "Economic science for rural development”, Jelgava, April 23-24,



2015, Latvia University of Agriculture. Jelgava, 2015. - Nr. 40 : Marketing and sustainable
consumption. New dimensions in the development of society, pp. 205-215. (Ind. Web of Science,
EBSCO)

Vilcina A., Grinberga-Zalite G., Makovska K. (2014). Development of Hemp Industry in the European
Union and Latvia. In: Scientific journal “Regional Formation and Development Studies” (2014, Nr. 3
(14)). Klaipeda University Social Science Faculty, Klaipeda. pp. 199-206. (Ind.Web of Science, EBSCO)

Gunta Grinberga-Zalite. Awarenes of Corporate Social Responsibility Aspects in Latvia and the
European Union (2014). In: Economic Science for Rural Development 2014”: Proceedings of the
International Scientific Conference - 2013, April 24-25 2014, Latvia University of Agriculture, Faculty
of Economics, Jelgava, 2014. Volume 35, pp.16-24. (EBSCO, ISSN 1691-3078)

Grinberga-Zalite G. (2013). Evaluation of Social Marketing Activities in the Context of Food
Consumption. In: “The Proceedings of the LCBR European Marketing Conference 2012" (Frankfurt)
archives section on the LCBR homepage HTML: http://www.Icbr-archives.com/2013.html, ISSN
2190-7938

Gunta Grinberga-Zalite, Evija Liepa, Amanda Avotina (2013). The Role of Social Marketing in
Maintaining the Balance between Satisfaction of Immediate and Long-Term Needs in the Context of
Food Consumption In: Economic Science for Rural Development 2013”: Proceedings of the
International Scientific Conference - 2013, April 25-26 2013, Latvia University of Agriculture, Faculty
of Economics, Jelgava, 2013, Volume 32, pp. 152-157. (EBSCO, ISSN 1691-3078)

Anastasija Vilcina, Gunta Grinberga-Zalite, Raivis Andersons. (2012). The Analysis of Latvia
Households’ Consumption Expenditure in Scope of Sustainable Development” . In: ”Journal of Social
Sciences” No.3(8), (Regional Formation and Development Studies), Klaipeda University Social
Science Faculty, Klaipeda. 2012, No.3 (8), pp. 247 —255. (EBSCO) ISSN 2029-9370

Grinberga-Zalite G. (2012). Evaluation of Green Marketing Activities in Scope of Local Food Systems’
Sustainability Enhancement in Latvia. In: “The Proceedings of the LCBR European Marketing
Conference 2012” (Munich) archives section on the LCBR homepage HTML: http.//www.lcbr-
online.com/index_files/Page321.htm, ISSN 2190-7935

Grinberga-Zalite G. (2012) Development of Contemporary Customer-Guided Services in Rural
Extension. In: “The 11th International Marketing Trends Conference CD ROM” — Services Marketing,
January 19-22 2012, Ca’ Foscari University of Venice, HTML: http://www.marketing-trends-
congress.com , ISBN 978-2-9532811-3-2

Vilcina A., Grinberga-Zalite G., Abolina T. (2011) Topical Issues in the Extraction and Exploitation of
Peat in Latvia. In:“Journal of Social Sciences”. Human Resources — the Main Factor of Regional
Development (Regional Formation and Development Studies), Klaipeda University, Faculty of Social
Sciences, Klaipeda, 2011, No.5, pp. 300 — 310. (EBSCO) ISSN 2029-5103

RivZa B., Grinberga-Zalite G. (2011) Assessing Gaps in Rural Advisory and Training Services’ Quality.
In: “Economic Science for Rural Development 2011”: Proceedings of the International Scientific
Conference - 2010, April 28-29 2011, Latvia University of Agriculture, Faculty of Economics, Jelgava,
2011, Volume 25, pp. 238 — 244. (ISI Web of Knowledge, AGRIS, EBSCO) ISSN 1691-3078, ISBN 978-
9984-9997-6-0


http://www.lcbr-archives.com/media/files/gunta.pdf
http://www.lcbr-archives.com/media/files/gunta.pdf
http://www.lcbr-online.com/index_files/Page321.htm
http://www.lcbr-online.com/index_files/Page321.htm
http://www.marketing-trends-congress.com/
http://www.marketing-trends-congress.com/

Appendix No2

Contributions at international scientific conferences during 2011-2015

Oganisjana K., Svirina A., Surikiva S., Grinberga-Zalite G., Kozlovskis K. “Learning Research by Doing
Research in the University: Outcomes for National Research project on Social Innovation”. In: The
Conference “Society of Open Innovation Technology, Market and Complexity”, San Jose State
University, USA, June, 2016.

Grinberga-Zalite G. Opportunities of Integrating Social Awareness in Higher Education to Enhance
the Development of Social Innovation in Latvia. In: The 16th International multidisciplinary scientific
GeoConference SGEM 201630 June — 6 July, 2016, Albena, Bulgaria,

Grinberga-Zalite G. Elaboration of Interview Materials for Researching Involvement of Society in
Social Innovation processes. In: RTU 57th International Conference “Scientific Conference on
Economic and Entrepreneurship (SCEE’2016), Riga, 2016.

Grinberga-Zalite G. Engagement of the Population of Jurmala City in Promoting the Sustainable
Development of the Resort. In: “Economic Science for Rural Development 2016” International
Scientific Conference — 2016, April 21-22, Latvia University if Agriculture, Faculty of Economic and
Social Development, Jelgava, 2016

Surikova S., Oganisjana K., Grinberga-Zalite G. The Role of Education in Promoting Social Innovation
Processes in the Society”. In: “Society, Integration, Education 2015” International Scientific
Conference” - 2015, May 22-23, Rezekne Higher Education Institution, Faculty of Education,
Languages and Design, Rezekne, 2015.

Hernik J., Grinberga-Zalite G. Ideal offer or why tourists are not satisfied on Swinoujscie (Poland)
and Jurmala (Latvia) examples. The 8th International Tourism Congress on “The Image and
Sustainability of Tourism Destinations” — School of Tourism and maritime Technology in Peniche,
Portugal, November 25-27, 2015

Dobele L., Grinberga-Zalite G., Kelle L. Challenges Faced to the Promotion of Social Innovation in
Latvia from the perspective of Economics, RTU 56th International Scientific Conference , Scientific
Conference of Economics and Entrepreneurship (SCEE’ 2015), Riga, October 15, 2015.

Surikova S., Oganisjana K., Grinberga-Zalite G. The Role of Education in Promoting Social Innovation
Processes in the Society. In: “SOCIETY. INTEGRATION. EDUCATION ” Rézeknes Augstskola, Izglitibas,
valodu un dizaina fakultate, Rézekne, May 22, 2015.

Grinberga-Zalite G., Oganisjana K., Surikova S. The Study of Social Innovation Theoretical
Framework for Enhancing of Rural Development and Agriculture in Latvia. In: “Economic Science for
Rural Development 2015” International Scientific Conference — 2015, April 23-24, Latvia University if
Agriculture, Faculty of Economic and Social Development, Jelgava, 2015

Vilcina A., Gunta Grinberga-Zalite G., Makovska K.Development of Hemp Industry in the European
Union and Latvia. In: Social Sciences for Regional Development: Influence and Perspectives” —
Klaipeda University, Faculty of Social Sciences, September 25, 2014.

Grinberga-Zalite G. Awareness of Corporate Social Responsibility Aspects in Latvia and the
European Union. In: Economic Science for Rural Development 2014” — Jelgava: Latvia University of
Agriculture, Faculty of Economics, April 24-25 2014.



e Gunta Grinberga-Zalite.Evaluation of Social Marketing Activities in the Context of Food
Consumption. In: the Industrial Marketing Forum of the “LCBR European Marketing Conference
2013"— Frankfurt: Lupcon Center of Business Research, August 14 -15, 2013.

e Gunta Grinberga-Zalite, Evija Liepa, Amanda Avotina. The Role of Social Marketing in Maintaining
the Balance between Satisfaction of Immediate and Long-Term Needs in the Context of Food
Consumption In: Economic Science for Rural Development 2013” — Jelgava: Latvia University of
Agriculture, Faculty of Economics, April 25-26 2013.

e Anastasija Vilcina, Gunta Grinberga-Zalite, Raivis Andersons. The Analysis of Latvia Households’
Consumption Expenditure in Scope of Sustainable Development” . In: The 8th International
Conference,Sustainable Development in Regions: Challenges and Perspectives” — 2012, Klaipeda:
Klaipeda University, 27 September, 2012.

e Grinberga-Zalite G. Evaluation of Green Marketing Activities in Scope of Local Food Systems’
Sustainability Enhancement in Latvia. In: “The LCBR European Marketing Conference 2012” —
Munich: Lupcon Center of Business Research, August 9-10, 2012.

e Grinberga-Zalite G. Development of Contemporary Customer-Guided Services in Rural Extension. In:
“The 11th International Marketing Trends Conference” — Venice: Ca’ Foscari University of Venice,
January 19 -22, 2012.

e Vilcina A., Grinberga-Zalite G., Abolina T. Topical Issues in the Extraction and Exploitation of Peat in
Latvia. The 7th International Conference “Urban and Regional Development in Global Context” —
2011, Klaipeda: Klaipeda University, 29 — 30 September, 2011.
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Personal data

Surname / Name
Personal ID No.

Place of birth

Address
Telephone
Fax

E-mail
Citizenship

Sex

Academic titles and scientific
degrees

Work experience
Period of time

Profession or taken position
Name of the place of work
Period of time

Profession or taken position
Name of the place of work
Period of time

Profession or taken position
Name of the place of work
Period of time

Profession or taken position

Name of the place of work

Period of time
Profession or taken position

Name of the place of work

Period of time

Profession or taken position
Name of the place of work
Period of time

Profession or taken position

Europass
CurriculumVitae

Gutmanis Normunds
290770-11912

Liepaja district, Aizpute
Andromedas gatve 7-19, LV- 1084, Riga, Latvia

Mobile phone 26525233
none

normundsgutmanis@inbox.lv

of the Republic of Latvia
Male

Associate professor, Doctor of Engineering (Dr. sc. ing.), Master of
Mathematics (Mg. math.)

From 2014
Rector
European Distance University
From 2013
Director
Latvia Business College
From 2008
Associate professor
Riga Stradins University
2008 - 2013
theHeadof the Department of Marketing and Management

RigalnternationalSchool of Economics and Business Administration

2001 - 2013
Associateprofessor

RigalnternationalSchool of Economics and Business Administration

2005-2010

Lecturer

College of Business Administration
2003 - 2005

Lecturer




Name of the place of work
Period of time
Profession or taken position

Name of the place of work

Period of time

Profession or taken position
Name of the place of work
Period of time

Profession or taken position

Name of the place of work

Education
Period of t

Name of obtained educati¢
document / Obtained qualifica

Name and type of educatic
institu

Period of time

Name of obtained
educational document /
Obtained qualification

Name and type of educational
institution

Period of time

Name of obtained
educational document /
Obtained qualification

Name and type of educational
institution

Period of time

Name of obtained
educational document /
Obtained qualification

Name and type of educational
institution

Period of time

Name of obtained
educational document /
Obtained qualification

Name and type of educational
institution

VentspilsUniversityCollege
1997 - 2002

Lecturer

! Riga Teacher Training and Educational ManagementAcademy

1998 - 2000

Lecturer
RigaCommercialSchool
1991 - 1998

Teacher

AizputeSecondary School

2008

Associate professor of RISEBA

in the branch of economics, in the sub-branch of econometrics APR No.
0013

Riga International School of Economics and Business Administration

2007

Doctor of Engineering (Dr. sc. ing.)
in the branch of information technologies in the sub-branch of system analysis,
simulation and design Series D N0.0102

RigaTechnicalUniversity

2005

Obtained the academic title of associate professor
in the branch of management, in the sub-branch of business management DO
No.0003

RigalnternationalSchool of Economics and Business Administration
1993 - 1995

Master’s degree in Mathematics

No.001074

University of Latvia, Faculty of Physics and Mathematics

1988 -1993

Diploma

Qualification of mathematician No.102753

University of Latvia, Faculty of Physics and Mathematics




Skills

Native language

Other languages

Self-assessment

English

Russian

Other skills

Latvian
Understanding Speaking Writing
very good | weak | very good weak very good weak
good good good
X X X
X X X




Scientific activity

Publications in the respective
branch of science

articles in reviewed publications

textbooks

Participation with report
in (any type of)
international scientific
conferences and
congresses

Specify information about previous 6 years, full title, co-authors,publication, year
and place of publication and number of pages, mention articles which have been
accepted for publication)

1. Carkova Viktorija, Gutmanis Normunds ON CONVERGENCE OF GARCH

PROCESS, the 9th International Conference Aplimat, collected articles,
Bratislava, Slovakia, 2010, p. 127-130

2. Matvejevs A., Pavlenko 0., Gdtmanis N., Estimation and calculation
procedures of the provisions for outstanding insurance claims, 7th
International Conference on Computational and Financial Econometrics and
6th International Conference of the ERCIM Working Group on Computational
and Methodological Statistics, abstracts, London, UK, 2013, p.81.

1. Gdtmanis N., Logistics, Latvian Entrepreneurship and Management
Academy”, 2007, p. 285

1. International conference "Transformation of economic and social
relations: processes, tendencies, results”. Riga, School of Business
Administration Turiba, 2001.

Report: Gatmanis N., Liepa E. Possibilities to performRIGIBID

indexes prognoses

2. International conference “The 2ndWorld Congress of Latvian
Scientists”, Riga, 2001.
Report: Ajevskis V., Gatmanis N., ldentification of interest rate

models of Latvian money market.

3. International conference “The 42" International scientific
conference”, Riga Technical University, 2001.
Report: Ajevskis V., Gatmanis N., Modelling of the Latvian Term

Structure of Interest Rate.

4. International conference “The 1% International Conference
APLIMAT”, Bratislava, Slovak Republic, 2002.
Report: Ajevskis V., Gatmanis N., Modelling of the Latvian Term

Structure of Interest Rate

5. International conference “Traditional and innovative in sustainable
development of society. Problems of competitiveness in
sustainable development of economics”, Rezekne Higher
Education Institution, 2002.

Report: Ajevskis V., Giatmanis N., Liepa E., Possibilities to forecast

indicators of Latvia’s economics.

6. International conference “The 3™ International Conference
APLIMAT”, Bratislava, Slovak Republic, 2004.
Report: Gitmanis N., Pavlenko O., On Convergence of Stochastic

Iterations.

7. International conference Intellectual systems of decision-making
and information technologies, Ukraine, 2006.

Report: PoCs R., Carkovs J., Gatmanis N. On asymptotic stationarity



Most important research
projects

10.

9. International Conference “9thinternational
ConferenceAPLIMAT”,

Bratislava,Slovak Republic, 2010.

Report: Carkova V., Giatmanis N., On Convergence of Garch Process

10. International Conference “7thinternational
Conferenceon Computational and Financial
Econometrics (CFE 2013) and 6th International
Conference of the ERCIM (European Research
Consortium for Informatics and Mathematics) Working
Group on Computational and Methodological Statistics
(ERCIM 2013)”,

London,United Kingdom, 2013.

Participation in the project which was accepted by the Latvian Council of
Science “Analysis of dynamic capital asset pricing model”;

The research “Competition at the lodging market of Baltic rural regions,
analysis of market supply and demand” which was performed within
theEU financed project ,Support to consultations and participation of
commercial companies in international exhibitions and trade missions”,
ordered by the Limited Liability Company ,,Rural Support Service”

Research which was ordered by , Post Nevada” Ltd. ,Competition in Latvian
gambling business”

Research which was ordered by ,Post Nevada” Ltd. ,Competition in Riga
gambling business

Research which was ordered by ,Post Nevada” Ltd. ,Competitiveness of
gambling halls “Labyrinth””

Research which was ordered by ,Post Nevada” Ltd. ”Strategy generation for
development of “Vegas” brand”

Consultant on development of marketing strategy of , Livu Akvaparks”

Competition in construction, leading researcher, ordered by the Competition
Council of the Republic of Latvia.

Europe Social fond research ,Nozaru kvalifikdcijas sistémas izveide un
profesionalas izglitibas efektivitates un kvalitates paaugstinasana”,
agreement Nr. 2010/0274/1DP/1.2.1.1.1/10/

Nozaru izpéte izglitibas vajadzibam elektronisko un optisko iekartu raZosanas,

informdcijas un komunikacijas tehnologijas nozares un uznéméjdarbibas,

finansu, gramatvedibas,administrésanas (vairumtirdzniecibas un
mazumtirdzniecibas, komerczinibu) nozarés.VIAA 2011/28 ESF, SIA ,,ERNST &

YOUNG BALTIC”.

20.07.2016.




Curriculum vitae

Aivars Kalnins
Name Surname
Latvia 190357-12068
Place of birth Personal Latvian ID number
19.03.1957 Latvian
Date of birth Nationality
SIA Jeta , CEO
Institution of employment and position
Work address Home address:
Latvia Caunes 17-40, Riga, LV-1006
Ciekurkalna 1 linija 84-311, LV-1026
Phone: +371 29454245 Phone: +371 29454245
Fax: E-mail: : mazkalnini@inbox.lv
E-mail: aivars@jeta.lv
Education
Basic studies, Master’s studies, Doctor’s Period Speciality Qualification awarded
studies. Educational institution, country
School of Business Administration “Turiba 2001-2003 Entrepreneurs Diploma 000104
” hip Master of Professional
Science
RigaTechnicalUniversity 1975-1980 Radio Diploma 262582
engineering Radio Engineer

Work experience

From 2010 SIA Jeta, CEO, SIA Kalnsetas R Board Member
2006-2009 SJSC “ Latvijas Pasts”, HR Director

2004 - 2006 SIA "Reaton, LTD”, Vice-president
2002-2004 SIA Lattelekom, HR Strategy Director
1997-2002 SIA Lattelekom, HR Director

1994-1997 SIA Lattelekom, Director

Scientific activities and publications

Internet : blogs in Latvian portals (www.diena.lv;www.bizness.lv)

Publications in press
Journal “Kvalitate” Nr.1, 2005, article “Personala stratégija biznesa atbalstam” (HR Strategy for business
support), 3 pages, Riga.
Comparative Analysis of HRM in Europe. The book was published by “European Association for Personnel
Management”, article —"Corporate Human Resources Management and Organizational Development
in Latvia”, 22 pages.
Explanatory Latvian - Russian - English Dictionary - LPVA , Persondla vadibas terminu skaidrojosa vardnica”
(Dictionary of HR Management terminology), the part of terminology in HR Strategy “Explanation of Strategy
terminology”, 16 pages.
Journal “Nodokli & Komercija “, article : ,,Eiropas struktdrfondi — uznéméja drauga plecs”, 11.2011

Presentations in conferences:

4th international conference, Human Resource in telecoms series - Recruitment, Retention and Pay in
Telecoms, 2 December 1998, Kensington, London. Report - Linking performance and pay to motivate key staff
in Central and Eastern Europe.

EAPM 23 Conferences, Vienna,20-22. June, 2007, Austria Trend Event hotel Pyramid.

General Report — “Great place to work — benchmarking ideals”.




8. International HR Conference - 9-11. June, 2004, Reval Hotel Latvija, Riga.
Entrepreneurship psychology through HR management view.

Report — Psychology of the leader and personality.

9. International HR Conference, Reval Hotel Latvija, Riga, 7. June, 2005.
Report — Building of Management team, teams role in corporate development.

Pedagogic activity

Consulted Master thesis RISEBA (33)
Consulted diploma papers LBK (16), Turiba (15), RTK (8)

Design and management of study courses:

Master of Science course “HR Strategic planning and Management “— design as part of professional master
program “HR Management “. Prepared and delivered in Riga International School of Economics and Business
Administration (RISEBA).

Master of Science course “Project HR Management”- design as part of professional program “Project
Management”. Prepared and delivered in Riga International School of Economics and Business Administration
(RISEBA).

,Human Rights”, ,Labour Law”, ,,Consumer rights”, design and delivered inAlberta College.

“HR Management”, design and delivered in Latvian and Russian languages in LBK /ETA (Latvian Business

College/European Distance University).

“Consumer Behavior in the Market”, “Strategic Management”, “Entrepreneurship”, “Commercial

” e

Transactions”, “Theory and Practice of Management”, “Global Marketing”,” Tourism Business”, “Team
” n

Building” ,” International Marketing”, design and delivered in Latvian and English languages in Business
School Turiba.

Open courses in training companies :

Design and delivered courses ,,World trends in HR Management”, “Role of HR Management in organization
and strategic planning” for the students of Zygon Baltic Consulting Ltd (ZBC) and LTRK (Latvian Chamber of
Commerce).

‘Strategy development of Organization and HR management”, design and delivered course for students of
SIA “Latvijas lauku konsultaciju un izglitibas centrs ” (Latvian rural consultation and education centre).
“Bipartiteandtripartite social dialogue and HR, delivered for students SIA Comperio/ LDDK (Latvian
Employers confederation) un other entrepreneurs organizations.

“Improvement of Your Business “for small and medium entrepreneurs in LUAC (Latvian Entrepreneurship
Support Centre).

Additional qualification:

Studies in RoffeyPark Institute — UK.

Program , Master of science in people and organisational development”.

International training courses:

USTTI (United States Telecommunication training institute), TEMIC (Telecommunications executives training
Institute of Canada), Cable & Wireless College (UK), San FranciscoStateUniversity.

Training in Latvia :

“The company'sstrategic direction” SIA Perfecta Consulting
“HR Management ", Perfecta Consulting

“Health and Safety, 160 hours, SIA Buts, 2009.

“Fire Safety”, 160hours, SIA Buts, 2009.




Professional, scientific and business activities

Time Theme / topic Sector / name of Please mark the
period, company / relevant answer
year institution
Development of ‘Case 2004-2008 Lattelekom- EAPM Rout ledge, Taylor &
studies’ which may be learning from University of Francis Group
referred to Latvian business irrational Saarland
environment corporate culture
Consultations for 2011/2014 HR management SIA ,UuoT” Free of charge
companies Production SIA ,AZZZ" Free of charge
Marketing SIA ‘Lustes Paid service
UAB Lunpos Paid service
Manpower Pid service
Participation in research 2011/2014 Support from RTV Free of charge
(preparation, Business VBII
implementation, Incubator’s for
presentation) new entrepreneurs
Board member of 2011-2012 Parents Council RTV
company
Editor in magazine
Work in business company | No 1995 The owner z/s Kalnsétas
(except education No 2010 Board Member SIA Kalnsetas R
institutions) SIA JETA
Member of professional From 2000 HR LAPM
organisations (according From 2011 LUAC
to specialisation) From 2012 BEA
Important social work 2000- Management of LAPM (LPVA)
2004 Latvian HR President
professionals
organization
2002- Management of EAPM
European HR Board Member
professionals
organization
Improvement BEA
activities for
Latvian companies
Effectiveness
From 2012
Language skills Reading Writing Speaking
Excellent Good Average Excellent Good Average  Excellent Good Average
Latvian X |:| |:| X |:| |:| X
Russian X ] ] X [] [] X
English X [] [] X ] ] X

27.06.2016.




PERSONAL INFORMATION

WORK EXPERIENCE

2015 - now

2011 - now

2004 - now

2002 - 2004

1990 - 2004

EDUCATION AND TRAINING
2005 - 2009
1996 - 1998

1991 - 1996

PERSONAL SKILLS

Mother tongue(s)
Other language(s)

Russian

English

German

Inta Kulberga
@  Elkonu Street 5/9 - 36, Liepaja, Latvia, LV3401

. 437129146491

A4 kulberga.inta@gmail.com

SexF| Date of birth15/03/1972| NationalityLatvian

Guestteacher

LBK

K.Valdemara str. 26, Riga, LV-1010, Latvia

Business or sectorHigher Education

The Head of the Second Level Professional Bachelor’s Study Programme
"ENTREPRENEURSHIP AND BUSINESS MANAGEMENT"

Riga Teacher Training and Educational Management Academy (RTTEMA), Imantas 7. Linija 1,
Riga, Latvia, LV1083

Business or sectorHigher Education

Teacher

Riga Teacher Training and Educational Management Academy (RTTEMA), Imantas 7. Linija 1,
Riga, Latvia, LV1083

Business or sectorHigher Education

Credit Project Manager

Joint Stock Company "Parex Banka", Liepajas branch, Kurmajas prosp. 11, Liepaja, LV3401,
Latvia

Business or sector Financial and insurance activities

Head of Economics Departement, Auditor, Head of Market Departement

Joint Stock Company "Liepajas patérétaju biedriba", Brivibas str. 56, Liepaja, LV-3401, Latvia
Business or sector Wholesale and Retail Trade, Repair Of Motor Vehicycles And Motorcycles

Ph degree (Dr.man.), Management / Business Management (2013)
Latvia University (LU)

Commercial Master's degree, National Economy Pedagogy

Latvia University (LU)

Economic Sciences, Trade economist qualification

Latvia University (LU)

latvian
UNDERSTANDING SPEAKING WRITING
Listening Reading Spoken interaction | Spoken production
PROFICIENT USER | PROFICIENT USER | PROFICIENT USER | PROFICIENT
PROFICIENT USER (C2) (c2) (c2) (c2) USER (C1)

INDEPENDENT USER | INDEPENDENT USER | INDEPENDENT USER | INDEPENDENT USER |INDEPENDENT
(B2) (B2) (B1) (B1) USER (B1)
BASIC USER
(A2)

INDEPENDENT USER | INDEPENDENT USER | BASIC USER (A2) | BASIC USER (A2)
(1) (1)



mailto:kulberga.inta@gmail.com

Communication skills

Organisational / managerial skills

Job-related skills

Digital competence

Other skills
Driving licence

ADDITIONAL INFORMATION

8.
9.

10.
11
12.
13.
14.

good communication skills gained through my experience as trade manager
teamwork skills and skills to represent group interests

experience and ability to work in multicultural environment

skills to maintain a dialogue with communication partners

social empathy and intellect skills

skills to solve conflicts

skills to adapt oneself to situations

e organisational / managerial skills
e leadership

skills to coordinate and lead people
skills to coordinate and manage projects
skills to organize work in the group according to definite regulations

o self-organizational skills

skills to generate and implement ideas

15. good command of sales promotion processes
SELF-ASSESSMENT
Information Communicati Content
. . Safety
processing on creation
INDEPENDENT USER,  INDEPENDENT INDEPENDENT
LEVEL USER LEVEL BASIC USER LEVEL USER LEVEL

Computer user’s skills: MS Word, Excel, Access, PowerPoint
B driving licence category

Proble
m
solving

BASIC USER
LEVEL




Publications

e Kulberga I., Garleja R., Kompetence un karjera. — GlobeEdit, October 2, 2015., 76 Ipp., ISBN-
10: 3639640292, ISBN-13: 978-3639640298

e Kulberga |., Zinasanu vadiSanas tendences Latvijas mazajos un vidéjos uznémumos. //
Sabiedriba un kultira. Rakstu krajums XVI — Liepdja, LiePA, 2014., 541. — 551. Ipp., ISSN
1407-6918

e Kulberga |., Produkta marketinga aspekti profesionalas augstakas izglitibas sistéma. //
TEORIJA PRAKSEI MUSDIENU SABIEDRIBAS IZGLITIBA. VII Starptautiska zinatniska
konference./ Zindatniskie raksti un konferences referati. — Riga: RPIVA, 2014., 74. — 83. Ipp.,
ISBN 978-9934-503-15-3

e Kulberga 1., Sile S., Korporativas socialas atbildibas vadiba finansu pakalpojumu
uznémumd@. // TEORIA PRAKSEI MUSDIENU SABIEDRIBAS IZGLITIBA. VII Starptautiskd
zindatniska konference./ Zindatniskie raksti un konferences referati. — Riga: RPIVA, 2014., 66.
—73. Ipp., ISBN 978-9934-503-15-3

e Kulberga 1., Development of Entrepreneurship Manager’s Professional Competence in
Latvia. // Summary of Doctoral Thesis. Submitted for the degree of Doctor of Management
science. Subfield of Business Administration. — Liepaja, LiePA, 2013, pp. 37 — 72, ISBN 978-
9984-864-90-7

e Kulberga I., Uznéméjdarbibas vaditaja profesionalas kompetences pilnveidosana Latvija. //
Promocijas darba kopsavilkums. Doktora grada iegasanai vadibzindGtnes nozaré.
Apaksnozare: uznéméjdarbibas vadiba. — Liepdja, LiePA, 2013., 35 Ipp., ISBN 978-9984-864-
90-7

e Kulberga |., Cilvéku zindsanas - informdcijas laikmeta uznémuma galvenais resurss. //
Sabiedriba un kultara. Rakstu krajums XV — Liepdja, LiePA, 2013., 713.-721. Ipp., ISSN 1407-
6918

e Kulberga I., Necessity of Knowledge Management in Entrepreneurship in the 21t Century.
// 9. medzindrodnd vedeckd konferencia ManaZment I'udského potencidlu v podnieku
(Human Potential Management in a Company). Zbornik vedeckych prdc - Banskd Bystrica
(Slovak Republic), Ekonomicka fakulta Univerzity Mateja Bela v Banskej Bystrici, 2012, str.
225 - 234, ISBN 978-80-557-9361-9

e Kulberga |., Zinasanu vadisanas nepieciesamiba XXI gadsimta uznémumos. // VIl JAUNO
ZINATNIEKU KONFERENCE 2011. Rakstu krajums. (CD) - Riga, RPIVA, 2012., 65. — 73. Ipp.
ISBN 978-9934-503-03-0

e Kulberga I., Competitiveness Aspects of Professional Educational Products in Latvia Labour
Market. // Key instruments of human co-existence organization: economics and law.
Management and economic sciences./ Materials digest of the XlIIth International Scientific
and Practical Conference. — International Academy of Sciences and Higher Education
London (Great Britain), International Conference Project, Odessa: InPress, 2011, pp. 190 -
193, ISBN 978-966-2621-08-2, tiessaisté pieejams: ICP datu bazé http://www.icp-
ua.com/en/node/1174

e Kulberga I., Parmainu ekonomikas uznémuma téls un reputdcija. // Sabiedriba un kultira.
Rakstu krajums XIll — Liepdja, LiePA, 2011., 702. — 711. Ipp., ISSN 1407-6918

e Kulberga I., Professional Competence Of Changes Implementation In Business Management
In Latvia. - The quarterly scientific journal ,Management of Organizations: Systematic
Research”, No 57 (March, 2011), Vytautas Magnus University (Lithuania), 51 - 62 p., ISSN
1392-1142 (CEEOL datu bazé  http://www.ceeol.com/; EBSCO datu bdazé
http://www.epnet.com

e Kulberga I., Profesionalitates un parmainu izpratnes kompetences Latvijas uznéméjdarbiba.
// Sabiedriba un kultdra. Rakstu krdjums, Xl — Liepdja, LiePA, 2010., 336. — 349. Ipp., ISSN
1407-6918



http://www.icp-ua.com/en/node/1174
http://www.icp-ua.com/en/node/1174
http://www.ceeol.com/
http://www.epnet.com/

Publications

Projects

Liepaja, 01.11.2016.

e Kulberga ., Vadibzinibu produkta marketinga loma intelektualas ekonomikas apstaklos. //
V JAUNO ZINATNIEKU KONFERENCE 2009. Rakstu krajums. (CD) - Riga, RPIVA, 2010., 55. -
65. Ipp., ISBN 978-9934-8060-9-4Kulberga I., Komercdarbibas bitibas izpratne Latvija un
komerczinibu studéjoso specialistu pasvértéjums. // TEORIJA PRAKSEI MUSDIENU
SABIEDRIBAS IZGLITIBA. V Starptautiskd zindtniskd konference./ Zindtniskie raksti un
konferences referati. — Riga: RPIVA, 2010., 151. — 158. Ipp., ISBN 978-9934-8060-5-6

e Kulberga I., Inovdciju loma uznéméjdarbiba pasaules finansu krizes apstaklos. // IV JAUNO
ZINATNIEKU KONFERENCE 2008. Rakstu krajums. (CD) — Riga, RPIVA, 2009., 119. -
128. Ipp., ISBN 978-9934-8060-2-5

e Garleja R., Kulberga I., The Role of Management Studies in Business in the Field of
Marketing. //Latvijas Universitates raksti. 2009, 743. séj.: EKONOMIKA. VADIBAS ZINATNE,
- Riga, LU, 2009., 278. - 291. Ipp., ISSN 1407-2157

e Kulberga 1., Competitiveness of Vocational Education Problems in the Global Market
Economy  Crisis  Conditions.//AcmpaxaHckuli  eocydapcmeeHHuli  yHusepcumem,
UHcmumym 3KoHomuKu u [lpaea, cbopHUK mamepuanos. - AcmpaxaHs, AlY, 2009., 7 -
11c.

e Kulberga 1., Sadarbiba un konkurence profesionalas izglitibas produktu tirgd: tendences,
problémas, risinajumi. // Sabiedriba un kultdra. Rakstu krajums, XI — Liepdja, LiepPA, 2009.,
551. - 561. Ipp., ISSN 1407-6918

e Kulberga |I., Tirgvedibas profesiondla izglitiba Latvijas uznéméjdarbibas vidé. //Latvijas
Universitates raksti. 2008. 721. séj.: VADIBAS ZINATNE, - Riga, LU, 2008., 407. - 426. Ipp.,
ISSN 1407-2157

e Kulberga 1., Uznémuma iekséja vide un darbinieku profesionalas kompetences
sakaribas.//TEORIJA PRAKSEI MUSDIENU SABIEDRIBAS IZGLITIBA. RPIVA IV Starptautiskd
zindatniska konference./Zinatniskie raksti un konferences referati. - Riga, S&G, 2008., 179.-
189. Ipp., ISBN 978-9984-9903-7-8

e Kulberga 1., Komercdarbibas specidlistu  pasvértéjuma prasmju  aktualizacija
uznéméjdarbibas un izglitibas mijattiecibu vidé.// Sabiedriba un kultira. Rakstu krajums X
— Liepdja, LiePA, 2008., 250. - 258. Ipp., ISSN 1407-6918

e Kulberga I, Pedagodisko vértibu loma personibas attistibd pedagodiskaja procesa.//
Pedagodija: teorija un prakse V. zindatnisko rakstu krajums. — Liepdaja, LPA Pedagodijas
katedra, 2007., 66. — 75. Ipp., ISSN 1407-9143

e Kulberga |., Profesiondlas kompetences veidosands studiju procesa.//Latvijas Universitates
raksti. 2006, 702. séj.: EKONOMIKA, V - Riga, LU, 2006., 276. - 288. Ipp., ISSN 1407-2157

e Kulberga 1., Konkureétspéjigas profesionalas izglitibas problémas tirgus ekonomikas
apstaklos.//TEORIJA PRAKSEI MUSDIENU SABIEDRIBAS IZGLITIBA. RPIVA Ill Starptautiska
zindtniska konference./Zindatniskie raksti. - Riga, ULMA, 2006., 248.-256. Ipp., ISBN 9984-
569-60-8

e RPIVA (2014), Nr. 2014/4, Mazo un vidéjo uznémumu (MVU) vaditaju profesiondlds
kompetences ipatnibas Latvija

® LR ZM, SIA LLKIC Kuldigas filiagle, LAD (2013), Nr. 2013/15, Valsts Lauku tikla pasakums
LJAtbalsts lauku jaunieSiem uznéméjdarbibas veicinasanai”, Interaktiva programma
jauniesiem , Tu vari vairak”/Praktiska uznéméjdarbiba

® RPIVA, LR 1ZM, LB, Swedbanka (2011. - 2012.),
Nr.2009/0196/1DP/1.2.2.1.5/09/IPIA/VIAA/001, Cilvékresursi un nodarbindtiba, Pedagogu
konkurétspéjas veicinasana izglitibas sistémas optimizdacijas apstaklos/Finansu pratiba
izglitibas iestade

e NVA, SIA "Macibu konsultdciju centrs ABC" (2011.), Nr.1DP//1.3.1.1.3/08/IPIA/NVA/001,
Bezdarbnieku un darba meklétdju apmdciba Latvija, profesiondlds pilnveides izglitibas
programma "GramatveZa kvalifikacijas aktualizésSana"

® RPIVA, LR 1ZM (2010.), Nr.2009/0196/1DP/1.2.2.1.5./09/IPIA/VIAA/001, Cilvékresursi un
nodarbinatiba, Pedagogu konkurétspéjas veicinasana izglitibas sistémas optimizacijas
apstaklos/Projektu izstrade un komercdarbibas pamati

e Bila un Melindas Geitsu fonds un Latvijas valdiba, BA Biznesa un Finansu pétniecibas centrs
(2008), Latvijas publisko bibliotéku bibliotekaru apmacibas projekts ,Inovativa darbiba
bibliotékas”/Radosums un inovacijas; Projektu vadiba
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europass

Personal data
Name/Surname
Data of birth
Place of birth
Address

Telephone
E-mail

Nationality

Gender
Academic and Scientific grades

Work Experience

Dates
Occupation or position held
Name of employer

Dates
Occupation or position held
Name of employer

Dates

Occupation or position held
Name of employer

Dates

Europass
Curriculum Vitae

Liepa Evija
19.05.1968

Riga, Latvia
Valdeku str. 6/1-6, Riga, LatviaLV 1004
29557195

eliepa2 @gmail.com

LatvianRepublic

Woman

Associate Professor, Dr. math.

10.07.2014. -now
Docent
European Distance University

10.2010. -07.2014.
Rector

EIHSEBAUniversityCollege

09.2005. - 11.2011.

Assistant Professor, from 10.2009. Head of Study Department

BusinessCollege of Latvia
08.2002. - 03.2011.

Associate Professor, director of study programme’s “Business
Administration” direction “Marketing Management”
BalticInternationalAcademy (ex Baltic Russian Institute)

From 09.1999.

Assistant Professor

RigaStradinsUniversity

09.1993. - 06.2007.

Assistant, Lector, from 09.1998. Assistant Professor
RigaTechnicalUniversity, Faculty of Computer Science and Information
Technology

02.2001. - 09.2001.

Director of Professional Master’ s study programme “Business
Administration”

TuribaUniversity

08.1997. - 07.2002.

Occupation or position held

Name of employer

Dates

Occupation or position held
Name of employer

Dates

Occupation or position held
Name of employer

Dates
Occupation or position held

Name of employer
Dates




Occupation or position held

Name of employer

Dates
Occupation or position held
Name of employer

Education and Training

Dates

Title of qualification awarded
Name and type of organization
providing education and training

Dates

Title of qualification awarded

Name and type of organization
providing education and training

Dates
Title of qualification awarded

Name and type of organization
providing education and training

Training

Dates

Title of qualification training

Name and type of organization

Dates

Title of qualification training

Name and type of organization

Personal Skills and

Head of Economics and Entrepreneurship Department, director of study
programmes ,Entrepreneurship and Business Management” un ,Teacher of
Economics and Business Administration”, lecturer, from 07.1998. Assistant
Professor

Riga Teacher Training and Educational ManagementAcademy

09.1991. — 06.1993.

Assistant
University of Latvia, Faculty of Physics and Mathematics

10. 1993 - 06.1998
Dr.math. grade,Diploma C-D Nr. 001474, award LU on 03.06.1998.

RigaTechnicalUniversity, PhD studies

06. 1996
Master degree in Mathematics, Diploma Nr. 002015, award LU on

20.06.1996.

University of Latvia

09.1986 — 06. 1991
Qualification ,,Applied Mathematics”, Diploma Nr. ¥YB 975442, award LU on

26.06.1991.

University of Latvia, Faculty of Physics and Mathematics

08.-09.02.2007.

BRI—BIA: Development Prospects and Challenges
BalticInternationalAcademy

09.2001.-06.2002.

Seminars ,, Pedagogic Skills”

Riga Teacher Training and Educational ManagementAcademy

Competences
Mother tongue | Latvian
Other Languages
Self-assessment Understanding Speaking Writing
very good good very good good very good good
English X X X
Russian X X X

Other skills




Scientific research

Manager ore participant of
International or LatvianState
financed research projects

Member of expert commission of
International or LatvianState
financed projects and programs

Publications in corresponding
scientific field

Proceedings and abstracts

Other publication

Projects:

Latvia Scientific Council accepted project Nr. 01.0536 “Kapitdla aktiva dajas
cenu veidosanas dinamiska modela analize” (2001 - 2002)

LR Competition Council research ,,Konkurence bdvniecibas tirga Latvija”
(2006)

Research ,,Konkurence Baltijas lauku regionu naktsmitnu tirga, tirgus
piedavajuma un pieprasijuma analize”made within ES financed project
,Atbalsts konsultacijam un komercsabiedribu dalibai starptautiskas izstadés
un tirdzniecibas misijas”, customer - ,,Lauku atbalsta dienests” Itd. (2005)

MES and SEDA accepted ESF project ,, Atbalsts macibu prakses istenosanai
profesionalas izglitibas un augstakas izglitibas studentiem”, participant
(2007)

Financial tool of European Economy zone and bilateral financial tool of
Norwegian government priority “Academic research”, expert (2008)

1. Grinberga G., Liepa E. Customer Guided Services’ Quality Assurance
Model for Rural Extension Services”, 3rd Jonas Pranas Aleksa
International Scientific Conference ,Vision of the Modern Village”,
September 24, 2010, Siauliai University, Lithuania.

2. Carkovs J. , Liepa E. On Stability Analysis of Cocycles Over Impulse
Markov Dynamical Systems, 10Y International Conference Aplimat,
rakstu krajums, Bratislava, Slovakija, 2011., 217.-221. Ipp.

3. Grinberga-Zalite G., Liepa E., Avotina A. The Role of Social Marketing in
Maintaining the Balance between Satisfaction of Immediate and Long-
Term Needs in the Context of Food Consumption In: Economic Science for
Rural Development 2013”: Proceedings of the International Scientific
Conference - 2013, April 25-26 2013, Latvia University of Agriculture,
Faculty of Economics, Jelgava, 2013, Volume 32, pp. 152-157. (EBSCO,
ISSN 1691-3078)

Research published on LR Competition Council homepage
,Konkurence blivniecibas nozaré” (2006)



Participation with a report (any
kind) in International scientific
conferences and congresses

27.07.2016

1. 1l Pasaules latviesu zindtnieku kongress, Riga, 2001.g. 14.-15.augusts
Referats: Carkovs J., Liepa E. Impulsu Markova multiplikativu kociklu

asimptotiska dilSana un robeZteorémas, Il Pasaules latviesu zinatnieku
kongresa tézu kraj., ISBN 9984-9542-0-X, R: 2001, 331.Ipp.

2. Biznesa augstskolas “Turiba” starptautiska konference , Ekonomisko un
socidlo attiecibu transformdcija: procesi, tendences, rezultati”, Riga,
2001.g. 30-31.marts

Referats: Gatmanis N., Liepa E. RIGIBID indeksu prognozésanas iespéjas, BAT

starptautiskas konferences rakstu krajums, ISBN 9984-609-45-6, R: 2001,

133-136 Ipp.

3. 15% European Simulation Multiconference (ESM’2001) ,Modeling and
Simulation 2001”, Praga, 2001.g. 6.-9.janijs

Referdts: Liepa E., Tsarkov Y. Asymptotic Methods for Stability Analysis of

Markov Evolution Families Associated with Impulse Markov Dynamical

Systems, 15" European Simulation Multiconference (ESM’2001) ,,Modeling

and Simulation 2001”, rakstu krajums, ISBN 1-56555-225-3, Praga, 2001,

791-797.

4. Rézeknes Augstskolas starptautiska zinatniska konference “Tradicionalais
un novatoriskais sabiedribas ilgtspéjiga attistiba; konkurétspéjas
probléemas ilgtspéjigd  ekonomikas attistiba”, Rézekne, 2002.g.
29.februdris-2.marts

Referats: Ajevskis V., Gatmanis N., Liepa E. Latvijas ekonomisko raditaju

prognozésanas iespéjas, RA starptautiskas konferences rakstu krajums, ISBN

9984-585-25-3, Rézekne, 2002.

5. Slovakijas Tehnolodijas universitates 3.starptautiska konference Aplimat,
Bratislava, Slovakija, 2004.g. 3.-6.februdris
Referats: Liepa E., Gatmanis N. On Equilibrium Stability of Markov Evolution

Families, 3™ International Conference Aplimat, rakstu krdjums, Bratislava,
Slovakija, 2004., 635-639 Ipp.

6. Saulu universitates 3.starptautiskd Jonas Pranas Aleksa konference
, Vision of the Modern Village”, Sauli, Lietuva, 2010.g. 24.-24.septembris
Referats: Grinberga G., Liepa E. Customer Guided Services’ Quality Assurance

Model for Rural Extension Services, 3rd International Scientific Conference
, Vision of the Modern Village” rakstu krajums, Sauli, Lietuva, 2010.

7. Slovakijas Tehnologijas universitates 10.starptautiskG konference
Aplimat, Bratislava, Slovakija, 2011.g.1.-4.februdris

Referats: Carkovs J. , Liepa E. On Stability Analysis of Cocycles Over Impulse

Markov Dynamical Systems, 10t International Conference Aplimat, rakstu

krajums, Bratislava, Slovakija, 2011., 217.-221. Ipp.
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europass

Personal data

Name/Surname

Identity Code
Place of birth

Address

Telephone
Fax
E-mail

Nationality

Gender
Academic and Scientific grades

Work Experience

Dates

Occupation or position held
Name of employer

Dates

Occupation or position held
Name of employer

Dates

Occupation or position held

Name of employer

Dates
Occupation or position held

Name of employer

Dates

Occupation or position held

Europass
Curriculum Vitae

Minkeévica Vineta
070267-00000

Jiarmala, Latvija

Jiarmala, Latvija

LV
Female

Dr. math

from 2009. to date
Assistant Professor
RTU DITF ITI Information Technology Management Department, LBC, EIHSEBA
from 2005. to 2009.
Assistant Professor
RTU DITF ITI Information Technology Management Department
from 2002. to 2005.
Assistant Professor

RTU DITF ITI Operations Research Department, the BIA Economics and Business
Department

from 1999. to 2002.
Assistant Professor

RTU DITF ITI Operations Research Department, RTTEMA Economics and
Business Department

from 1996. to 1999.

lecturer




Name of employer

Dates

Occupation or position held
Name of employer

Dates

Occupation or position held

Name of employer

Education and Training

Dates

Title of qualification awarded

Name and type of organization
providing education and training

Dates

Title of qualification awarded

Name and type of organization
providing education and training

Dates

Title of qualification awarded

Name and type of organization
providing education and training

Training

Dates

Title of qualification training

Name and type of organization

Dates

Title of qualification training

Name and type of organization

Dates

RTU ASTF ITI Operations Research Department, RTTEMA Economics and

Business Department
from 1995. to 1996.
lecturer
RTU ASTF ITI Mathematical Statistics profilinstitis
from 1991. to 1995.
assistant

RTU ASTF Applied Mathematics Department

from1985. to 1991.

Diploma of Higher Education / Mathematics (1991)
LU Faculty of Physics - Mathematics
from1996. to 1996.

Master Degree / Master of Mathematics (1996)

LU Faculty of Physics - Mathematics Master
from1992. to 1996.

Doctor Degree / Doctor of Mathematics (1998)

RTU Automation and Computer Engineering, Faculty, Institute of Information

Technology, doctoral studies

1994th
Computer Intensive Statistical Methods
Linképing University (Sweden)

1998th

Project management course development / improvement

Technical University of Karlsruhe (Germany)

The 1999th to 2000.




Title of qualification training

Name and type of organization

Personal Skills and
Competences

Mother tongue

Other Languages

Pedagogical Faculty of mastery

RPIVA

Latvian

Self-assessment Understanding Speaking Writing
very good good very good good very good good
English X X X
Russian X X X

Scientific research

Publications in corresponding
scientific field

Methodical publications

Studies on behavior and the stability conditions of the stochastic systems.
Possibilities exploring/developing of quantitative assessment of
uncertainties (risks)

Doctoral Thesis - Averaging and stability of differential equations with
Markovian impulse switching - developed in direction of probability theory
and mathematical statistics

in the last 6 years

V. Minkevica, K. Sadurskis, On equilibrium of an adaptive single component
market, ( 2011), Scientific Journal of RTU, 2011, Series “Computer Science”,
49.Volume “Information Technology and Management Science” pp. 31.-35.

M. Kornevs, V. Minkevica, Cloud Computing Evaluation Based on Financial
Metrics,(2012), Scientific Journal of RTU, 2012, Series “Computer Science”,
15.Volume “Information Technology and Management Science” pp. 87.-92.

V. Minkévica, G. Vulfs, B. Rajecka, levads operdciju pétiSana, RTU, R2008.
G. Vulfs, V. Minkévica, B. Rajecka, levads projektu vadibda, RTU, R2008.

U. Grabis, G. Vulfs, V. Minkévic¢a, Magistra darbu izstrades metodika, RTU,
R2008.

27.07.2016.
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europass

Personal data

Name/Surname
Data and place of birth
Adress
Telephone(s)
E-mail
Nationality
Gender

Academic titlesand scientific
degrees

Europass
Curriculum Vitae

Atis Papins
13.04.1968, Riga
Ausekla street 40, Jelgava, Latvia, LV-3001
29536116
apapins@inbox.lv
Latvian
Male

Master Degree of Pedagogy, Dipl.No. 000051.
Professional Master Degree of Economics, Dipl.No.401446

Work experience

Dates

Occupation or position held
Name of employer

Dates

Occupation or position held

Name of employer

Dates

Occupation or position held

Name of employer

Dates

Occupation or position held
Name of employer

Dates

Occupation or position held
Name of employer

Dates

Occupation or position held
Name of employer

Dates

2014-

Lecturer

Latvian Business College
2004 -

Lecturer

Riga International Shcool of Economics and Business
Administration (RISEBA)

2011-

Expert, Memeber of National Tripartite Subcouncil of Vocational

Education and Training

National Tripartite Subcouncil of Vocational education and training

(PINTSA)

2002 -

Assistant Profesor
Baltic International Academy
2009 -

Lecturer
AlbertaCollege
1998 - 2001
Assistant Professor
Riga Craft School
1997- 2002



Occupation or position held
Name of employer

Dates

Occupation or position held
Name of employer

Dates

Occupation or position held
Name of employer

Dates

Occupation or position held
Name of employer

Dates

Occupation or position held
Name of employer

Dates

Occupation or position held
Name of employer

Dates

Occupation or position held
Name of employer

Dates

Occupation or position held

Name of employer

Assistant Profesor

Riga Teacher Training and Educational Management Academy
2000- 2007

WoodworkingCentre Manager, Deputy Director
Riga State Technical School, WoodworkingCentre
1995 -

Lecturer

Riga State Technical School

1994 - 1997

Director of Finance

»Zakovskis un déli” Ltd.

1994 — 1995

Inspector

The State Police of Latvia

1993 - 1994

Inspector

The State Revenue Service

1988- 1993

Head of Laborotory

LatvianUniversity of Agriculture

1986—- 1988

Senior Engineer

LatvianUniversity of Agriculture

Education

Dates

Title of qualification awarded
Name and type of organisation
Dates

Title of qualification awarded
Name and type of organisation
Dates

Title of qualification awarded
Name and type of organisation
Dates

Title of qualification awarded

Name and type of organisation

2010 -

Doctoral studies , Regional economics and policies” (REEP) (51310)

Baltic Internation Academy

2000 - 2005

Theoretical part of doctoral studies

Riga Technical University

2010-2013

Professional Master Degree of Economics, Dipl.No.401446
Latvian Agriculture university

1995- 1997

Master Degree of Pedagogy, Dipl.No. 000051.

Riga Teacher Training and Educational Management Academy



Dates
Title of qualification awarded

Name and type of organisation

1987 - 1992
Bachelor degree of economics

Latvian Agriculture University

Improvement of qualification
Dates|2012-2013

Name of seminars | In-service training for VET teachers — ICT, theories. Project ESF (agreement
No. 2010/0043/1DP/1.2.1.1.2/09/IPIA/VIAA/001)

Name of type of educational | PIKC RVT
establishment

Dates|28.02.2013-01.03.2013
Name of seminars | Practical seminar “Shcool 2013”

Name of type of educational | Exibition Center “Kipsala”
establishment

Dates|24.01.2013. and 25.01.2013.
Name of seminars | Practical activities in the seminar for business educators

Name of type of educational |Jékabpils Agrokoledza
establishment

Dates|2012-2013
Name of seminars | In-service training within ESF Project ,,For VET teachers” 42 hrs, English

Name of type of educational | PIKC RVT Latvijas Izglitibas fonds
establishment

Dates|28.02.2012.-01.03.2012.
Name of seminars | Practical seminar “Shcool 2012”

Name of type of educational | Exibition Center “Kipsala”
establishment

Dates|19.01.2012.-20.01.2012.

Name of seminars | ESF project "Professional subject teachers and
mentor of theoretical knowledge and practical competence promotion '

U

Name of type of educational | Laidzes Professional School
establishment

Dates|2011
Name of seminars | E-couse development and teaching in the programme Moodle

Name of type of educational | Laidzes Professional School
establishment

Skils
Mother tongue | Latvian
English |Reading — good, Verbal — good, Writing- good

Russian|Reading — very good, Verbal — very good, Writing- very good




Sientific publications

Participation in projects

Publications

Latvian science board Nr.01.0536 , Kapitala aktiva dalu cenu veidoSanas
dinamiskd modela analize 2001. — 2003. gadam” EU financial support,
Project ,,Atbalsts konsultacijam un komercsabiedribu dalibai
starptautiskds izstadés un tirdzniecibas misijas” (year 2005)

ESF financial support project ,,Pedagogu konkurétspéjas veicindsana
izglitibas sistémas optimizacijas apstaklos” agreement nr.:
Nr.2009/0196/1DP/1.2.2.1.5/09/IPIA/VIAA/001 (year 2010 — 2011)

ERAF/LIAA financial support Project ,Kapacitates stiprindsana pamata un
vidéjas izglitibas iestazu uznéméjdarbibas un socialo zinibu pasniedzéjiem”
(vear 2010 -2011)

ERAF/LU financial support Project ,,Inovatora un uznémeéja kompetencu
attistiSana izglitibas procesa” ( year 2011)

ESF financial support Project ,,Profesionalo macibu priekSmetu pedagogu
un prakses vaditdju teorétisko zindsanu un praktisko kompetencu
paaugstinasanu” (year 2012,19 — 20 of January)

ESF finacial support Project,, Profesiondlds izglitibas pedagogu un prakses
vaditdju profesiondlo kompetencu pilnveide, sagatavojot profesionalds
izglitibas iestazZu izglitojamas dalibai profesiondlas meistaribas konkursos”
(vear 2012, 23 of November)

ESF financial support Project ,,Profesionalaja izglitiba iesaistito
visparizglitojoso macibu priekSmetu pedagogu kompetences
paaugstinasana” (year 2012, January

Information about last 6 years:

16. PapinsA. “OcobeHHocmu pa3sumus U aHaau3 pe2uoHansHol
nonumuku J/lameuu . Podlasska University Sedice, Poland,
October, 2011;

17. PapinsA. OcobeHHocmu npednpuHumamesnscKoli cpedsl 8
Jlameulickux pe2uoHax u nepcriekmuesa ux 0anbHeliwezo
paszsumus, BalticinternationalAcademy, Riga, Latvia, June, 2011;

18. Papins A. “Profesiondlo studiju kursu istenoSanas pieredze un
perspektivas Latvijas regionos”, College of accounting and
finance, Riga, Latvia, June, 2011;

19. Papins A. ,,Mex0yHapoOHaa Hay4YHO-MPAKMUYeCKas
KOH@hepeHUusa «IKOHOMUYECKAA meopus U Xo3alicmeeHHas
npakmuka: 2106asbHbIe 8bI1308b1», CEKYUA: PeauoHasnbHble U
HAYUOHAbHbIE SKOHOMUYECKUE CUCMEMBbI 8 YC08USAX



Other relevant information

Advisor of the bachelor thesis
(Number of thesis):

Tought study couses
(University, Name of the
course, credit points)

20.

21.

22.

23.

24.

118

enobanusayuu”,Saint- Petersburg, Russia, October, 2011
PapinsA. “KpedumHelie obuecmea, KaK rnepcrnekmusHas
cenbcKoxo3alicmeeHHAsa moodesb KpedumosaHus, u
B803MOMCHOCMU 3¢hcheKmUBHO20 yy4YleHUs ux desmesbHocmu”.
Scientific Conference, Podlasska University, Sed|ce, Poland, May,
2012;

Papins A. “Cechy rozwoju i analiza polityki regionalnej Lotwy.
Administracja Isoleczenstwo, Edukacja i gospodarka. Zeszyt 67,
Warsaw, Poland, 2012;

PapinsA. “KpedumHele obujecmea - mooesib «cesnbCKkoz2o baHKa»
U 803MOMCHOCMU 3¢hheKMUBHOR20 YayHUIeHUS e20
desmensvHocmu.VI MexOyHapoOHoU Hay4YHO — npakmu4ecKol
KoHghepeHyuu «IkoHomu4veckol pocm Pecnybauxku Beaapyce
210601U3ayus, UHHOBAYUOHHOCMb, ycmolyugsocmb»“, Minsk,
Belarus, May, 2013.

Atis Papins Vysoka Skola manazmentu, Management Challenges in the
21st Century” “ManaZment v 21. storoci: problémy a vychodiska

The importance of Cooperation of small and medium-sized regional
enterprises in processes of improving their competitiveness Bratislava
April 23, 2014

Sagatavots publicésanai 8th International Research Conference
Management Challenges in the 21st Century" "ManaZment v 21. storoci:
problémy a vychodiskd" Theme of the Conference in 2016: "Digitalization
of Society, Economics and Market: Current Issues and Challenges" Atis
Papins.Challenges facing the dairy production industry of Latvia due to
Russian food embargo. Bratislava April 12, 2016

Baltic International Academy

World economy — 2 KP

Microeconomics — 3 KP

Macroeconomics — 3 KP

Formation of a new company — 2 KP

Strategy of the pricing — 2 KP

Riga International School of Economics and Business Administration
Enterpreneurship — 4 KP

Investment — 2 KP

International Higher School of Practical Psychology

Project management — 2 KP

University LBK



Developed couses

Developed study programme

27.07.2016.

Microeconomics — 1 KP

Macroeconomics — 1 KP

Basic of the business management — 2 KP
Microeconomics — 2 KP

Macroeconomics — 2 KP

Analysis of the business and strategy — 2 KP
Alberta College

Economics of the innovation - 3 KP
International Marketing — 2 KP

All previously mentioned

Riga State Technical School

“Technology of the joinery”

“Wood treater”

“Wood Technology”

Riga international Shcool of Economics and Business
Administration

Entrepreneurship

World Economy




First Name, Last Name
Birth Place

Birth date:
Nationality:

Address:

Phone:

Education:

1997 -06.2004

2002

1981

CURRICULUM VITAE

Inara Paradniece

Riga

January 26th, 1946

Latvian

2-77 Kurzemes prospekts 2-77, Riga, LV- 1067, Latvia
Home: +371 67414677; Cell: +371 29141834

Higher

University of Latvia, Faculty of Legal Affairs, legal science,
5,5.semesters (Defended diploma paper in 2004 “Corruption
and prevention problems in state and municipality procurement
field);

University of Latvia, Faculty of Economics and Management,
Chair of Public Administration, Social Science master’s degree
in Public Management

University of Latvia, Faculty of Foreign Languages,
Philologist,German language teacher

Languages Latvian — birth, German — fluently, Russian — fluently, English — with dictionary

Work Experience:

Since Feb’11 Latvian Business College, European distance-learning college,

professor

June’12 — Nov' 13

(Personnel management, Political science, Politics)

Since Mar’11

Latvian Ministry of Culture, Minister’s office manager

Since Apr’06

LLC ,,RODES pakalpojumi”, Director

Jan’01. — Mar’03

SIA ,AGNI!”, Manager of Personnel



Sep’97 — Jun’04

1995 - 1997

Additional qualification

Various certified courses, information

and expertise seminars

Regulatory documents prepared:

Developed concept projects and
instructions:

Opinions, proposal preparations:

Organizational work

Ministry of Welfare, State employment agency, Director of
Administrative  department  (Personnel  Division,  public
procurement and economic security division, Documentation
management division, the ESF funded projects, the ERDF project
monitoring Board Vice President)

Ministry of Economics,Central privatization commission of
residential houses, Manager of personnel

State’s Civil Service Administration - Civil service introduction’s
manager, Personnel management’s development manager

Acquired main scope of study for qualification: Public
administration, Management, Economics — foundation of society’s
management,  public  administration and  municipality’s
organization, public rights, political analysis, personnel
management, project management, budget and finance etc.

Legal studies — civil law, criminal law, international law and public
law, employment law, and theory of law etc.

“Staff assessment types and methods”; “Quality management
system implementation and necessity”; “New Labor Law”; “Public
speech and presentation”; “Public and local authority structural
reform, organization and finances”; “Ethics, Psychology and
informatics”, “Fundaments of Market Economy”; “Work
descriptions and employee assessment”; “Staff management”;
“interviewer training program, structured discussion about
objectives and strategy for human resources management
issues”;“Basics of management”; English language courses,
German language course in Switzerland etc.

“Provisions of job descriptions for civil servants”; Provisions for
civil servant’s job list”; Instructions for job description’s
development and preparation” etc.

“Development of Civil service’s control system”; “personnel
management’s development concept in state’s institutions”;
“Methodology and criteria for civil servants”; “Recommendations
on the competition for a vacant civil service position ”; “Officials
and employee assessment”.

Given the findings, proposals and objections to the draft regulatory



27.07.2016.

Additional skills

enactments prepared by national authorities

Organization of various seminars, management, preparation of
methodological materials: “About state’s civil service official’s
position evaluation and qualification category granting
methodology”; 5 informative seminars “About civil service and
application at municipalities”;”EU PHARE un VAS seminar “About
qualification examinations of potential civil service official’s”.

Ability to organize, manage and plan the work. Ability to work with
an audience and creative approach to work. Good implementation
of theoretical knowledge in real life situations. Ability to persuade
and find solutions in difficult conflict situations.

Experience in administrative and personnel management issues,

regulatory and normative document preparation.

Computer skills, Windows, Excel, Internet and other office
equipment.
“B” category’s driver’s license.



CURRICULUM VITAE

NAME, SURNAME: JELENA POLOVKO

Address: Riga, Rezeknes street 20-1, Latvia

Phone: Mobile: 26001394

E-mail: polovko.jelena@inbox.lv

Date of birth: 03 June 1956

EDUCATION

1984. — 1988. University of Latvia, Faculty of Philology, Speciality — philologist,

teacher of Russian language and literature. Diploma Nr. PV159676,
30.06.1988

Professional Master degree in philology.

1963.-1973. Riga 55. school, Secondary education.

EMPLOYMENT HISTORY:

September 2015. - Riga 93 school, teacher of Russian language

Present

September 2014. - ,Latvian Business Colledge”, lecturer.

Present

2012-2015. Riga evening gymnasium, teacher of Russian language
2000-2015. Riga Raina 8 school, teacher of Russian language
1989-2012 Riga 62 school, teacher of Russian language
1984-1989. Riga 72 school, teacher of Russian language

SUMMARY OF QUALIFICATIONS


mailto:polovko.jelena@inbox.lv

Motivated and enthusiastic about developing good relations with clients.
Effective working alone or as a cooperative team member.
Professional in appearance and presentation.

LANGUAGES:

Russian Native

Latvian Proficient level

English Beginning level

German Beginning level with dictionary (6 month program in University)

SKILLS AND COMPETENCES: Perfect command of Windows 3.xx/98/2000/XP, MS-DOS, , MS Office
Word, Excel, FrontPage, presentation program MS PowerPoint,

PERSONAL CHARACTERISTIC AND COMPETENCES

Responsible, executive, sociable, bright personality, flexible to adapt to multicultural
environments

27.07.2016.



CURRICULUM VITAE

SVETLANA POLOVKO

Address: Riga, Kr. Barona street 80, Latvia

Phone: Mobile: 25944741

E-mail: svetlana.polovko@inbox.lv

Date of birth: 01 July 1980

EDUCATION

November 2013. — March  Vilnius University, Doctoral studies by ERASMUS program

2014

2013. - 2014. ISMA, Doctoral program “Management”

2008. — 2012. “RigaTechnicalUniversity”, Faculty of Engineering economy and Management.
Doctoral study program “Management”. Theoretical exams passed.
Specialisation - Insurance

2004. — 2006. “RigaTechnicalUniversity”, Faculty of Engineering economy and Management.
Master study program “Management”
Professional Master degree in management. Diploma PD C Nr. 0052, Riga,
2006.

1998. — 2003. Highest School of Economy and Culture, bachelor study program
“Management”
Professional Bachelor degree in business administration. Diploma Nr. 00006,
Riga, 2003

1996. — 1998. Riga 62. school, Secondary education.

EMPLOYMENT HISTORY:

January 2011. - Present
January 2010. - Present
September 2008. — June
2012.

September 2007. -
February 2011.
November 2007. — June
2008.

2005. —2007.

2001. - 2004.

1998. —2001.

‘European Distance University”, researcher.

»Latvian Business Colledge”, lecturer.
“RigaTechnicalUniversity”,  Faculty —of Engineering economy and
Management, Lecturer

Highest School of social technologies, The chief of chair of economy

Insurance joint-stock company “Baltijas Apdrosinasanas Nams” — Person risk
underwriter.

Insurance joint-stock company “BALTIKUMS”, Person risk underwriter.
Joint-stock company “ASGprim” the exclusive dealer in Baltic countries of
OAO”Aepucosza3” (Agrisovgaz) the branch of joint stock company
OAO”Tasnpom” (Gazprom), which represents 5 factories ( aluminum, steel,
polymers, plastics and rubber). Administrator.

Highest School of Economy and Culture, The president of the student's
organisation

SUMMARY OF QUALIFICATIONS

Five years successful experience in direct sales of a range of products and services.
Motivated and enthusiastic about developing good relations with clients.
Effective working alone or as a cooperative team member.

Professional in appearance and presentation.


mailto:svetlana.polovko@inbox.lv

LANGUAGES:

Russian Native

Latvian Proficient level

English Average level

German Beginning level with dictionary (6 month program in University)

Perfect command of Windows 3.xx/98/2000/XP, MS-DOS, , MS Office Word, Excel, FrontPage, presentation program
MS PowerPoint, Access, Internet, computer graphic Photo Shop, Paint Shop Pro

PERSONAL CHARACTERISTIC AND COMPETENCES

Responsible, executive, strategist, sociable, bright personality, flexible to adapt to multicultural environments

PUBLICATIONS:
01.01.2010. - 30.10.2016.

1) S. Polovko ,Latvijas apdrosinasanas tirgus darbibas prognozésana” // Starptautiska zinatniska konference
,Eiropas integrdcijas sociald un ekonomiska dimensija: problémas, risindjumi, perspektivas”, Daugavpils

Universitate, LATVIJA, 3.-5. Novembri 2011

2) Polovko S. MEASURED CONTRIBUTION OF INSURANCE TO ESONOMIC GROWTH // “International Scientific
Conference European Financial Systems 2011”, Faculty of Economics and Administration, Masaryk Univercity,

CZECH REPUBLIC, Brno, June 2.-3. 2011, ISBN 978-80-210-5509-4, p.215-218

3) Polovko S. , Zvanitajs J., Baranovskis N. SOCIALLY ECONOMIC ROLE OF INSURANCE IN NATIONAL ECONOMY
DURING THE CRISIS // The Ninth International Conference «Challenges of Europe: Growth and
Competitiveness — Reversing the Trends» Under the auspices of The President of the Republic of Croatia Mr.
Ivo Josipovic¢ and Croatian Chamber of Commerce, University of Split , CROATIA, Bol, May 24.-28. 2011 (citéts
zinatn. Zurn.Management ISSN 1846-3363 EBSCO Publishing bibliographic and research un SciVerse SCOPUS

datubazé).

4) Polovko S. Creating structural model of the insurance market of Latvia // World Academy of Science,
Engeneering and Technology, France, Paris, 24.-26. June, 2011 (citéts zinatn. Zurn. International Refereed

Conference Proceedings, ISSN 2010-3778 - EBSCO, Google Scholar, Scopus, Thomson Reuters datubdzés)

5) S.Polovko. ,Economic-socially role of insurance branch in Latvian economy” "Economics and Management-
2011 (ICEM-2011)". The Conference will take place from 27%" to 29 April, 2011 in Brno, Czech Republic.
Faculty of Economics and Management of Kaunas University of Technology (Lithuania), Faculty of Engineering

Economics and Management of Riga Technical University (Latvia) and others.
6) C. [lonosko. «[lpobremsl CcmMpaxo8ozo pelHKA Jlameuu 8 Mepuod 3SKOHOMUYECKO20 Kpu3uca»

MexOyHapoOHAs HAy4yHO-NPAaKmMu4yeckas KoHgepeHyua "MeHedwmenm XXI eeka: 3sggdekmusHOCMs,
Kayecmeo, ycmoliyueoe pazsumue” PIT1Y um. A.N. lepyeHa ¢ 24.11.2010 no 25.11.2010 CaHkm-llemepbype,

Poccus 378.cmp. ISBN 978-5-8064-1613-2

7) C. T[lonosKko. «[lpasosoe peaynuposaHue cmpaxoeozo peiHKA Jlameuu». MexdyHapoOHas Hay4YHaA
KOHgpepeHyus cmydeHmos, maz2ucmpaHmos u acnupaHmos«1PABOBOE OBECIIEYEHUE
MHHOBALIMOHHOIMO PA3BUTUA OBLLIECTBA W TOCYAAPCTBA» (29-30 okmsabps 2010 2., 2. MuHck)

krajumitikspublicéti 2011.g

8) Polovko S. ,, Tendencies of development of the Latvian insurance market ,, Lviv Polytechnic National University
“ECONOMICS AND MANAGEMENT 2010” (EM-2010), Publishing House of Lviv Polytechnic. 25-27

November 2010, L viv, Ukraine. 230.Ipp ISBN 978-617-607-000-9

9) LATVIJAS APDROSINASANAS TIRGUS ANALIZE // “Scientific Conference on Economics and Entrepreneurship”

51. Rigas Tehniskas universitates konference SCEE’2010, LATVIJA, Riga, oktobris, 2010.

10) Polovko S. THE IMPORTANCE OF SERVICES OF INSURANCE IN LATVIAN ECONOMY // “International Scientific
Conference European Financial Systems 2010”, Faculty of Economics and Administration, Masaryk University,

CZECH REPUBLIC, Brno, May 2010. ISBN 978-80-210-5182-9

11) NO/IOBKO C. AKTYA/IbHbIE [POB/IEMbI PEA/I3ALIMN ANPEKTUB EBPOMEMCKOIO CONO3A B CPEPE
CTPAXOBAHMA // ZINATNISKI PRAKTISKA KONFERENCE "Tiesiska nodro$inajuma problémas krizes apstaklos”,

Socidlo Tehnologiju Augstskola, LATVIJA, Riga, Aprilis 2010. ISBN978-9984-748-33-7

12) Polovko S. APDROSINASANAS PAKALPOJUMU NOZIME TAUTSAIMNIECIBA / THE IMPORTANCE OF SERVICES OF
INSURANCE IN A NATIONAL ECONOMY // XI STARPTAUTISKA ZINATNISKA KONFERENCE "Cilvéks, sabiedriba,
valsts misdienu mainigajos ekonomiskajos apstaklos", Biznesa Augstskola Turiba, LATVIJA, Riga, Marts 2010.

ISSN 1691-6069
\



1)
2)
3)

4)

5)
6)

7)

8)

9)

10

-

11

~

12

~

Scientific conferences
01.01.2010. — 30.10.2016.

The 12th International Prof. Vladas Gronskas Young Researchers Scientific Conference “Development in
Economics: Theory and Practice”, Kaunas, Vilnas Universitate, Lietuva, 10.12.2015

Starptautiska  zindtniska konference ,Eiropas integrdcijas sociald un ekonomiska dimensija: problémas,
risinajumi, perspektivas”, Daugavpils Universitate, LATVIJA, 3.-5. Novembri 2011

“International Scientific Conference European Financial Systems 20117, Faculty of Economics and
Administration, Masaryk Univercity, CZECH REPUBLIC, Brno, June 2.-3. 2011

The Ninth International Conference «Challenges of Europe: Growth and Competitiveness — Reversing the Trends»
Under the auspices of The President of the Republic of Croatia Mr. Ivo Josipovi¢ and Croatian Chamber of
Commerce, University of Split, CROATIA, Bol, May 24.-28. 2011.

World Academy of Science, Engeneering and Technology, France, Paris, 24.-26. June, 2011

"Economics and Management-2011 (ICEM-2011)". The Conference will take place from 27 to 29t April, 2011 in
Brno, Czech Republic. Faculty of Economics and Management of Kaunas University of Technology (Lithuania),
Faculty of Engineering Economics and Management of Riga Technical University (Latvia).

X MexOdyHapoOHasA Hay4yHO-NpaKkmuveckas KoHgepeHyua "MeHedwmeHm XX eeka: aghgekmusHocme,
Kayecmso, ycmoliyusoe pazsumue” PITIY um. A.U. TepyeHa ¢ 24.11.2010 no 25.11.2010 CaHkm-llemepbype,
Poccus «Mpobaembl cmpaxo8020 pblHKA Jlameuu 8 nepuod SKOHOMUYECKO20 Kpu3uca»

MexOyHapoOHas Hay4yHaa KoHghepeHuyus cmydeHmos, mazsucmpaHmos u acnupaHmos«IPABOBOE
OBECMNEYEHUE UHHOBALMNOHHOIO PA3BUTUA OBLUECTBA U FOCYAAPCTBA» (29-30 okmsabpa 2010 ., e.
MuHck) «[1pasosoe pezynuposaHuUe cmpaxo80o20 pelHKA Jlameuu».

Lviv Polytechnic National University “ECONOMICS AND MANAGEMENT 2010” (EM-2010), Publishing House of
Lviv Polytechnic. 25-27 November 2010, L viv, Ukraine. , Tendencies of development of the Latvian insurance
market,,

VIRTUE AND ECONOMIC CRISES // The 4% annual ISME conference hosted Mykolas Romeris University,
LITHUANIA, Vilnius, July 2010.

“International Scientific Conference European Financial Systems 2010”, Faculty of Economics and Administration,
Masaryk Univercity, CZECH REPUBLIC, Brno, May 2010. The importance of services of insurance in Latvian
economy”.

XI STARPTAUTISKA ZINATNISKA KONFERENCE "Cilvéks, sabiedriba, valsts misdienu mainigajos ekonomiskajos
apstaklos", Biznesa Augstskola Turiba, LATVJIA, Riga, Marts 2010. Zinojuma téma: ,Apdrosinasanas
pakalpojumu nozime tautsaimnieciba”.
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europass

Personal data

Name/Surname

Identity Code

Place of birth
Address
Telephone
Fax

E-mail
Nationality

Gender
Academic and Scientific grades

Work Experience

Dates

Occupation or position held
Name of employer

Dates

Occupation or position held
Name of employer

Dates

Occupation or position held
Name of employer

Dates

Occupation or position held
Name of employer

Dates

Occupation or position held
Name of employer

Dates

Occupation or position held
Name of employer

Dates

Occupation or position held
Name of employer

Dates

Occupation or position held
Name of employer

Education and Training

Europass
Curriculum Vitae

Pumpure Inga
100870-11852

Aizkraukle
Keguma prospekts 3, Baldone, LV-2125
Mobilais talrunis 26434123

Inga.pumpure@gmail.com
Latvian

Femail
Master's Degree in Financial Management

From 08.2014

Lecturer of Seminars

Lietiskas informacijas dienests

From 12.2011

Lecturer of Seminars and refresher courses
Nodok|u likumdoSanas izglitibas centrs
10.2011-12.2013

Lecturer of courses

Madcibu un konsultdaciju centrs ABC

From 10.2010
Lecturer

Latvijas biznesa koledZa un Augstskola EIHSEBA

From 05.2010

Chief Accountant in 30 enterprises
Self-employed

10.2010. -12.2012

Lecturer of courses , Vice exam
training Centre BUTS

05.2010 - 04.2013

financial Consultant

MetLife filiale Latvija

08.2008 - 03.2010

Chief Accountant in 28 enterprises
Accounting outsourcing provider GBC, SIA



Dates
Title of qualification awarded

Name and type of organization
providing education and training

Dates

Title of qualification awarded

Name and type of organization
providing education and training

Training
Dates
Title of qualification training

Name and type of organization

Dates

Title of qualification training

Name and type of organization
Dates

Title of qualification training

Name and type of organization

Personal Skills and
Competences

Mother tongue

Other Languages

09.2007 - 06.2009

Professional master's degree in finance and Financier, diploma
PD E Nr. 0591, issued RA 2009.gada 26.junija

Reézeknes Augstskola

08.2003 — 07.2007
The second level professional higher education diploma PD C Nr.
3411, issued BSA 2007.07.13.

Baltijas Starptautiska akadémija

From 09.2012

Pardosana 24/7 seminar cycle

Latvijas Tirdzniecibas un ripniecibas kamera
2008

practical accounting

International Correspondence Course
10.2006.-02.2007

Accounting trade and catering enterprises

Latvikon SIA

Latvian

Self-assessment Understanding Speaking Writing
very good good very good good very good good
English X
Russian X X X

Other member-associations
Dates

Association, foundation
Dates

Association, foundation

01.10.2016

From 10.2012
Latvijas Tirdzniecibas un ripniecibas kamera
From 08.2012

President of BPW Latvia Riga( Business Professional Women)
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europass

Personal data
Name/Surname
Identity Code

Place of birth

Address

Telephone

Fax

E-mail

Nationality

Gender

Academic and Scientific grades

Work Experience

Dates
Occupation or position held

Name of employer

Dates
Occupation or position held
Name of employer

Dates
Occupation or position held

Name of employer

Dates
Occupation or position held
Name of employer

Dates
Occupation or position held
Name of employer

Education and Training

Dates

Title of qualification awarded
Name and type of organization
providing education and training

Dates

Title of qualification awarded

Name and type of organization
providing education and training

Europass
Curriculum Vitae

Konstantins Savenkovs

040785-10405

Riga, Latvia

Maskavas street 323-7, Riga,Latvia, LV-1069
(+371) 26849847

no

savenkovs@inbox.lv

Latvian
Male

MA. re. soc.

09.2012 - ...

Lecturer:Courseprogram forteachingthe subjectof economics
(Macroeconomics /Microeconomics/ EconomicBasics) Management.
Ltd ,,EDU”

05.2009 - 09.2010
HR Manager: Work with staff.
Ltd , Gefests-auto”

02.2008 - ...

Lecturer:Courseprogram forteachingthe subjectof economics
(Macroeconomics /Microeconomics/ EconomicBasics) Management.
Ltd , Latvijas Biznesa Koledza”

01.2007 - 06.2007
transport Manager
Ltd ,,Hic Group”

01.2006 - 03.2007

Transportworker /manager
Ltd ,,SLT Riga”

09.2013 -...

Baltic Internaytional Academy

2008 - 2009

Master of Social Sciences in Management Science

Transport and Telecommunication Institute

Doctoral Degree Programme "Regional economics and economic policy"


mailto:savenkovs@inbox.lv

Dates
Title of qualification awarded

Name and type of organization
providing education and training

Dates
Title of qualification awarded

Name and type of organization
providing education and training

Training
Dates

Title of qualification training

Name and type of organization

Dates

Title of qualification training

Name and type of organization

Dates

Title of qualification training

Name and type of organization
Dates

Title of qualification training

Name and type of organization

Dates
Title of qualification training

Name and type of organization

Dates
Title of qualification training

2004 - 2008
Higher Professional Bachelor Study Programme "Transport and Business

Logistics"

Transport and Telecommunication Institute

1992 - 2004

The Certificate of Secondary Education
RigaSecondary School Nr44

15.04.2014 - 19.04.2014

User'selectricaltechnicaloperating rulesand
safetyregulationstechnicalskillscourses.QualificationGroup5C

Ltd «Rigas zindtnes un tehnikas nams — RZTN »

15.04.2013 - 19.04.2013

User'selectricaltechnicaloperating rulesand
safetyregulationstechnicalskillscourses.QualificationGroup5C

Ltd «Rigas zindtnes un tehnikas nams — RZTN »

02.04.2012 - 07.04.2012

User'selectricaltechnicaloperating rulesand
safetyregulationstechnicalskillscourses.QualificationGroup5C

Ltd «Rigas zindtnes un tehnikas nams — RZTN »

02.04.2010 - 07.04.2010

User'selectricaltechnicaloperating rulesand
safetyregulationstechnicalskillscourses.QualificationGroup4C

Ltd «Rigas zindtnes un tehnikas nams — RZTN »

02.04.2009 - 07.04.2009

User'selectricaltechnicaloperating rulesand
safetyregulationstechnicalskillscourses.QualificationGroup3B




Ltd «Rigas zindtnes un tehnikas nams — RZTN»

Name and type of organization

01.12.2007 - 08.02.2008
Dates

Title of qualification training

R Certificate of Professional Competence for International Road
Name and type of organization

Transport in accordance with European training, testing and diploma
standards in international road haulage.

Research and TrainingAdvisorytransportand logistics center

2004 - 2008
English language courses

Language CentrelH Riga-Satva

Personal Skills and
Competences

Mother tongue | Russian

Other Languages

Self-assessment Understanding Speaking Writing
very good good very good good very good good
English X X X
Latvian X X X




Scientific research 20.05.2011 - ...

Publications in corresponding

Proceedings and abstracts

scientific field

Participation with a report
(any kind) in International
scientific conferences and

24.07.2016

congresses

“Efficient management of theCollege”. Graduates Associationthe
Department ofManagement Science TTI.

30.05.2014. Transformational Processes in Law, Regional Economics and
Economic Policies: Topical Economic, Political and Legal Issues”. V
International Scientific Conference. «The influence of European innovation
policy for the economic development of Latvia, Lithuania and Estonia».Natural
and Humanities University in Siedlce (Poland).

25.04.2014. First International Scientific Conference. Topical: Company.
Creativity. Work. "The impact of European innovation policy on economic
development in the region of the Baltic countries". LBK College andLtd , EDU”

2013 .g. ,Transformational Processes in Law, Regional Economics and
Economic Policies: Topical Economic, Political and Legal Issues”. Il
International Scientific Conference . Baltic Internaytional Academy.

2012 “Evaluationof theleadership based oncompany’svalue management”.
Research and Technology — Step into the Future.

2011 “The nature ofthe servant-leader from the pointof view of Christianityin
systemsmanagement”. Research and Technology — Step into the Future.

2010 “Mechanisms of collective leadershipin systemsmanagement”. Research
and Technology — Step into the Future.

2009 “Leadershipin the organization:the distinction betweentheory
andpractice”. Technology — Step into the Future.

Title of the research paper: Leadershipin the organization:the distinction
betweentheory andpractice
MoscowState OpenUniversity




CURRICULUM VITAE

W%
* *
£ Ed
* *

L

PERSONAL INFORMATION

Name
Address
Telephone
Fax

E-mail

Nationality

Date of birth

WORK EXPERIENCE

e Dates (from —to)

® Name and address of employer
® Type of business or sector

e Occupation or position held

e Main activities and
responsibilities

¢ Dates (from —to)

* Name and address of employer
¢ Type of business or sector

¢ Occupation or position held

* Main activities and
responsibilities

¢ Dates (from —to)

* Name and address of employer
* Type of business or sector

¢ Occupation or position held

* Main activities and
responsibilities

JELENA STEPANOVA
ZHAGATU STREET 13-12, LV-1084, RIGA, LATVIA
(+371) 26 44 55 35, 67 56 02 64

helen stepanova@inbox.lv

17.03.1976

February 2012 — Present

The European Distance University, Kr. Valdemara 26, Riga, Latvia
Education

Business English Lecturer

Create the program for Business Administration, Jurisprudence, Computer Science,
Tourism Management faculties, conduct different levels lessons and seminars for day,
night departments, for distant students off-line and online at http://distance-
learning.com , create the tests, exams, correct written homework

September 2013 — Present

Business College of Latvia, Kr. Valdemara 26, Riga, Latvia
Education

Business English Lecturer

Create the program for Business Administration, Law, Computer Science, Tourism and
Hotel Management Faculties, conduct different levels lessons and seminars for day,
night departments, for distant students off-line and online at http://distance-
learning.com , create the tests, exams, correct written homework

October 2008 — Present

"’Bright World”’, Kr. Barona 134, Riga, Latvia
Education

English Language Teacher, Project Originator

Organize English language courses, create the program, conduct different levels
lessons, arrange English Books Club and English Speaking Club, copywriting,
informational support of the project


mailto:helen_stepanova@inbox.lv
http://distance-learning.com/
http://distance-learning.com/
http://distance-learning.com/
http://distance-learning.com/

¢ Dates (from —to)

¢ Name and address of employer
¢ Type of business or sector

¢ Occupation or position held

* Main activities and
responsibilities

e Dates (from —to)

e Name and address of employer
e Type of business or sector

e Occupation or position held

® Main activities and
responsibilities

e Dates (from —to)

e Name and address of employer
® Type of business or sector

e Occupation or position held

® Main activities and
responsibilities

e Dates (from —to)

e Name and address of employer
e Type of business or sector

e Occupation or position held

e Main activities and
responsibilities

e Dates (from —to)

e Name and address of employer
® Type of business or sector

e Occupation or position held

e Main activities and
responsibilities

e Dates (from —to)

e Name and address of employer
® Type of business or sector

e Occupation or position held

® Main activities and
responsibilities

e Dates (from —to)

e Name and address of employer
e Type of business or sector

e Occupation or position held

July 2002 — September 2008

SIA SIRIUS Satellite Services Latvija, Zakusalas krastmala 3-204, Riga, Latvia
IT/Telecommunication

General Manager, Sales&Admin.

Company general administration, HR management, manage sales activities, including
budgets, planning, reporting, marketing events arrangement

September 1998 — October 2002

The School of Business Administration Turiba, Graudu street 68, Riga, Latvia
Education

English Language Teacher

Plan scheme of lectures, conduct lectures and seminars, correct written homework

September 1998 — September 1999

RigaSecondary School Nr.20, Stamerienas 8, Riga, Latvia

Education

English Language Teacher

Plan scheme of lectures, conduct lectures and seminars, correct written homework

September 1998 — January 1999

Association of Latvian Commercial Banks, Perses street 9/11, Riga, Latvia
Administration

English-Russian translator

Translation of internal documents

June 1996 — October 1996

Acacia Tour Inc, 2001 Beverly Blvd. , Los Angeles, USA
Tourism

Marketing manager assistant

Travel tour promotion, tickets for a group tour registration, estimation of the tour

June 2000 — September 2000

Restaurant ‘Lucky Nugget Saloon’, Disneyland Resort Paris, Paris, France
Entertainment

Hostess

Greet arriving guests, show guests their table, offer menu and other information as
necessary

June 1999 — September 1999

Raising Sun Motor Inn, Glacier National Park, Montana, USA
Tourism, Entertainment

Receptionist



® Main activities and
responsibilities

EDUCATION

¢ Dates (from —to)

* Name and type of organisation
providing education and training

* Principal subjects/occupational
skills covered

* Title of qualification awarded

¢ Dates (from —to)

* Name and type of
organisation providing education
and training

e Principal subjects/occupational
skills covered
e Title of qualification awarded

¢ Dates (from —to)

* Name and type of organisation
providing education and training

* Principal subjects/occupational
skills covered

» Title of qualification awarded

¢ Dates (from —to)

* Name and type of organisation
providing education and training

* Principal subjects/occupational
skills covered
e Title of qualification awarded

¢ Dates (from —to)

* Name and type of organisation
providing education and training

* Principal subjects/occupational
skills covered

¢ Title of qualification awarded

Check in, check out of the guests

September 2015 - Present

Faculty of Education, University
of
Latvia

Doctoral thesis

PhD

2014 -2014
Riga Teacher Training and

Educational Management
Academy

The fundamentals of teaching
process
Teacher Qualification (Certified
teacher)

1997 - 1999
Faculty of Management, LatvianUniversity

Organizing and Management for Performance, Strategic Management, HR

Management, Marketing, Business Accounting, Executive skills: thinking an acting for

effective practice
Master of Social Science (Management)

1995 - 2000
Faculty of Foreign Languages, LatvianUniversity

Two foreign languages, linguistics, literary studies, pedagogy, translation’s theory and

practice, psychology, methods of teaching the language
Bachelor of Arts (BA)

1997 - 1997
Faculty of Economics, RigaAviationUniversity

Business law: Latvian Labour Law, Administrative Breaches Law, Criminal Law, Civil
Law, psychology

Qualification in Business Activity Legal Security



¢ Dates (from —to)

¢ Name and type of organization
providing education and training
* Principal subjects/occupational
skills covered

* Title of qualification awarded

¢ Dates (from —to)

¢ Name and type of organization
providing education and training
e Principal subjects/occupational
skills covered

* Title of qualification awarded

¢ Dates (from —to)

* Name and type of organisation
providing education and training

TRAININGS

¢ Dates (from —to)

¢ Name and type of organisation
providing education and training

¢ Dates (from —to)

* Name and type of organisation
providing education and training

¢ Dates (from —to)

* Name and type of organisation
providing education and training

¢ Dates (from —to)

* Name and type of organisation
providing education and training

¢ Dates (from —to)

¢ Name and type of organisation
providing education and training

¢ Dates (from —to)

¢ Name and type of organisation
providing education and training

¢ Dates (from —to)

¢ Name and type of organisation
providing education and training

1993 - 1997
Faculty of Economics, RigaAviationUniversity

Business Administration, research methods, management, business law, finance and

accounting, communication, HR Management

Bachelor of Science in Economics

1982 - 1993
15"Riga Technical Lyceum

Deep study of English and math

Primary and secondary education

1984 - 1991
Riga Music school

11.08.2014 -18.08.2014

VIFIN, Grundtvig Workshop ‘Overcoming illiteracy through digital literacy’, Vejle,
Denmark

11.05.2014 -18.05.2014
Nowa Huta Cultural Centre., Grundtvig Workshop ‘FluenC-fluent and creative’,

Cracow,

Poland

01.03.2014 -08.03.2014
LEAP Ltd., Grundtvig Workshop ‘Creative thinking in literacy learning’, Birmingham,
United Kingdom

January 2012-April 2013
Oxford University Press, Oxford Professional Development seminars, 40 hours

October 2011-April 2013
Cambridge University Press, Cambridge Professional Development seminars, 15 hours

November 2011-April 2013

Pearson Longman Training Department, Great Teachers Development Program, 25
hours

January 2011-April 2013
French Language courses, Institut Francais and IH Riga, 250 hours, Level: B2



¢ Dates (from —to)

¢ Name and type of organisation
providing education and training

¢ Dates (from —to)

* Name and type of organisation
providing education and training

¢ Dates (from —to)

* Name and type of organisation
providing education and training

Personal Skills and
Competences

Mother tongue

Other Languages

30.09.2012 -01.12.2012
Stanford University, PhD. Kristin Sainani, Course “Writing in the Sciences’ at Coursera

09.06.2011 -19.06.2011
Centro Creative “Danilo Dolci”’, Grundtvig Workshop ‘Culturitalian: The Art of

Learning Italian through the cultural diversity’, Palermo, Italy

December 2009

Profesionalas izglitibas, talakizglitibas un eksaminacijas centrs, “Professional
Education Program for Teachers”, 40 hours

Russian

Self-assessment Understanding Speaking Writing
very good good very good good very good good
English X X X
French X X X
Latvian X X X




Other skills

Scientific research
andpublications in
corresponding scientific field

27 of May, 2016 Third Generation Learning in Business English. Rezekne
Academy of Technologies, Proceedings of the International Scientific Conference
SOCIETY. INTEGRATION. EDUCATION.

December, 2016, Tendencies in Spa and Wellness Tourism in Latvia and
Switzerland. LBK and EDU. Proceedings of the International Scientific
Conference.

December, 2016, Team-Based Learning in Business English. LBK and EDU.
Proceedings of the International Scientific Conference

October, 2014, ‘Tourism Essentials’ book review, Modern English Teacher, Nr.
23.4, Pavilion Publishing and Media Ltd, OLM Group, United Kindgom

July, 2014, ‘Business Essentials’ book review, Modern English Teacher, Nr. 23.3,
Pavilion Publishing and Media Ltd, OLM Group, United Kindgom

July, 2013, ‘Vocabulary for all’, English Teaching Professional”’,Nr.87, Pavilion
Publishing and Media Ltd, OLM Group, United Kindgom

21t of May 2013, Oxford University Press, ELT ‘Receptive skills: Resources for
independent learning’, http://oupeltglobalblog.com/2013/05/21/receptive-
skills-resources-for-independent-learning/

25 of June, 2013, Oxford University Press, ELT, ‘Productive skills: Resources for
independent learning’,

http://oupeltglobalblog.com/2013/06/25/productive-skills-resources-for-
independent-learning/

1%t of May, 2012, - Oxford University Press, ELT Oxford University Press,
‘Teaching vocabulary through different learning styles’
http://oupeltglobalblog.com/2012/05/01/teaching-vocabulary-through-
different-learning-styles/

March 2014—Creative thinking in literacy learning (Birmingham, United
Kingdom).

February 2013 — Certificate “Informal English Language Education for Adults”
valid till 2016.

June 2011- Culturltalian: The Art of Learning Italian through Cultural Diversity
(Palermo, Sicilia).

January 2009. — Certificate “Informal English Language Education for Adults”
valid till 2013.


http://oupeltglobalblog.com/2013/05/21/receptive-skills-resources-for-independent-learning/
http://oupeltglobalblog.com/2013/05/21/receptive-skills-resources-for-independent-learning/
http://oupeltglobalblog.com/2013/06/25/productive-skills-resources-for-independent-learning/
http://oupeltglobalblog.com/2013/06/25/productive-skills-resources-for-independent-learning/
http://oupeltglobalblog.com/2012/05/01/teaching-vocabulary-through-different-learning-styles/
http://oupeltglobalblog.com/2012/05/01/teaching-vocabulary-through-different-learning-styles/

Participation with a report (any kind)
in International scientific conferences

and congresses

8.08.2016

International Scientific Conference SOCIETY. INTEGRATION. EDUCATION, 27th of
May, 2016, Rezekne Academy of Technologies, report Third generation
learning in business English.

International Scientific Conference ‘Innovative Solutions of Social-Economic and
Legal Issues for Sustainable Development, 13" of March, 2016, LBK/EDU, Riga,
report Tendencies in Spa and Wellness Tourism in Latvia and Switzerland

International Scientific Conference ‘Innovative Solutions of Social-Economic and
Legal Issues for Sustainable Development, 13" of March, 2016, LBK/EDU, Riga,
reportTeam-Based Learning in Business English

International Scientific Conference "Significance of Context in Contemporary
Humanities". University Of Latvia, Faculty Of Humanities, 10th May, 2013.
Report: “Teaching vocabulary through different learning styles and the
Internet resources”
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europass

Personal Information

Surname/ Name
Personal ID

Place of Birth

Address
Phone
Fax
E-mail

Nationality

Sex
Academic Title and Scientific
Degrees

Work Experience

Time Period
Occupation or Position Held

Work Place

Time Period
Occupation or Position Held

Work Place

Time Period
Occupation or Position Held

Work Place

Time Period
Occupation or Position Held

Work Place

Time Period
Occupation or Position Held
Work Place

Education

Time Period
Title of the Education Document
Attributed/ Qualification Awarded

Education Organisation’s Name
and Type
Time Period

Europass
Curriculum Vitae

Sanita Vane

290968-11800
Riga, Latvia.

Braila Str. 20-273, Riga, LV-1024
67532461 Mobile Phone

svane@inbox.lv

Republic of Latvia

Female
Master’s degree (Mg. paed.), lecturer

From 09. 2013.
guest lecturer
Latvia Business College

from 2012
lecturer
Europen Distance University

from 2002 to 07.2013
lecturer

29683318

Baltic International Academy (former Baltic Russian Institute)

from 2005 to 2008
lecturer
Latvia Business College

From 08.1996 to 07. 2003

Economics and Business Department, lecturer
Riga Teacher Training and Educational Management Academy

from 09.2011. to 05.2013.

Studies in master’s degree study programme ,Management of Large and

Medium Business”
Studies interrupted
EIHSEBA University

from 10.1997 to 06.1999



Title of the Education Document
Attributed/ Qualification Awarded

Education Organisation’s Name
and Type
Time Period

Title of the Education Document
Attributed/ Qualification Awarded
Education Organisation’s Name
and Type

Training

Time Period
Seminar/ Training Name

Training Organisation’s Name

Personal Skills

Master’s degree in pedagogy, school management field (Mg. paed.), diploma
MD Nr. 000170, awarded by RPIVA on 12.06.1999.

Qualification of education work manager, diploma VD Nr 000502, awarded
by RPIVA on 12.06.1999.

Riga Teacher Training and Educational Management Academy, master’s
degree programme

From 09.1986 to 06. 1993

Higher education diploma YB Nr 102944, awarded by LU on 17.06.1993.,
speciality — applied mathematics, qualification of mathematician
University of Latvia, Physics and Mathematics Faculty

10.2001.
Seminar on pedagogic skills

Riga Teacher Training and Educational Management Academy

Mother Tongue | Latvian
Other Languages
Self-Assessment Understanding Speaking Writing
Very well Well Very well Well Very well Well
English X
French X
Russian X X X

Scientific Work




Publications in Corresponding
Scientific Field

Centralas nervu sistémas patologiju raksturojums HIV inficétu
pacientu letalajos gadijumos 2013.-2014. gada. R. Kleina, A.
Babkevica, A. Srnits, B. Rozentile, S. Vane Publicétas tézes: RSU
2015. gada zinatniska konference. 2015.

Characteristiscs of fatal patient cases out of Riga hospitals S. Vane,
R.Kleina, A.Smits Publicéts un referats: 3rd International
interdisciplinary scientific conference ,Society. Health. Welfare”.
2012.

Klientu apmierinatibas pétijumu teorétiskie aspekti S.Vane, E.Liepa.
Zinatniski — praktiskas konferences ,,Uznéméjdarbibas ekonomiskie,
juridiskie un tehnologiskie aspekti” rakstu krajums. Riga: Latvijas
biznesa koledzZa, Augstskola EIHSEBA, 2012

Analysis of deceased cases out of hospitals without medical aid. S.
Vane, R.Kleina, A.Smits Publicéts un referats 3rd International
interdisciplinary scientific conference ,,Society. Health. Welfare”.
Abstracts. 11.-12. nov.2010.

VSIA ,,Strencu psihoneirologiska slimnica” attistibas projekts Sanita
Vane Vitalijs Rodins, RSEBA, 2008.g.

Latvia's Employed Business Management Students’ Readiness for
Life and Work in Circumstances of Sustainable Development.
I.Kalve, Lidzautore S.Vane. Publicéts starptautiski recenzéjama
zinatnisko rakstu krajuma “Education and Sustainable
Development: First Steps Toward Changes” 2.séjuma, Daugavpils:
Daugavpils Pedagogiskas universitates llgtspéjigas izglitibas
institats; 2007.g., 114.-123. Ipp.

Pedagogic Work
(last 6 years)
Study Courses Taught (course

title, scope in CP)

Latvia Business College: Informatics (2CP)

EDU (EIHSEBA): Informatics (3CP)

Application Softwares (2CP)

BIA: Higher Mathematics (2CP)

Introduction to Higher Mathematics (2 CP)
Mathematic Processing of Statistic Data (1CP)
Firm and Business Statistics (2 CP)

Mathematical Economics (2CP)

Economical Calculations in Electronic Tables (2 CP)
Informatics (3CP)

Informatics and Programming Languages (3CP)



Elaborated Study Courses |EDU: Informatics — for study programmes ,,Business Management”, , Tourism
Management”, “Human Resourse Management” and ,,Law”

EDU: Application Softwares — for study programme ,,Computer Science”
Latvia Business College: Informatics for study programme ,,Entrepreneurship”,

\Application Softwares.

Bachelor’s and Qualification Papers —more than 35.

Supervised
Participation in International 1. Klientu apmierinatibas pétijumu teorétiskie aspekti S.Vane,
Scientific Conferences and E.Liepa. Zinatniski — praktiskas konferences
Congresses ,2Uznémejdarbibas ekonomiskie, juridiskie un tehnologiskie

aspekti” rakstu krajums. Riga: Latvijas biznesa koledza,
Augstskola EIHSEBA, 2012

2. Analysis of deceased cases out of hospitals without medical
aid. S. Vane, R.Kleina, A.Smits Publicéts un referats 3rd
International interdisciplinary scientific conference ,Society.
Health. Welfare”. Abstracts. 11.-12. nov.2010.

27th July, 2016. Sanita Vane
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SADARBIBAS LIGUMS

par studiju programmu realizé3anu
Riga, 2013.gada 8. janvaris

Alberta koledza (AK), tas direktores Oksanas Lentjulenkovas persona, no vienas puses, un
Nodibinajums ,,Kristigas vadibas koledza” (KVK), as direktora Jana Gravisa persona, no otras
puses, turpmak saukta katra atseviski — Puse vai kopa — Puses, noslédz $adu sadarbibas ligumu:
1. AK un KVK apliecina, ka ir ieintereséti daudzpusiga sadarbiba un appemas iesaistities

savstarpgja docétaju un studentu pieredzes apmaina noliika nodroginat augstaku macibu

kvalitati, piedalities un savstarpgji atbalstit Pusu organizétas zinatniskas konferences un
metodiskos seminarus, sadarboties macibu lidzek]u, metodisko materialu sagatavoSana un
izveido3ana, izstradat un istenot dazadus projektus, t.sk.:

1.1. rikot kopigas vieslekcijas studgjosiem;

1.2, organizét kopigas lietiskas sp&les un konferences.

1.3.  veikt kopigus pétijumus;

1.4. izstradat kopigus konspektus;

1.5.  pieredzes apmainas noliika organizet studiju programmu direktoru un akadémiska

personala tik3anas;

1.6.  kvalifikacijas darbu aizstavésana: pieredzes apmaina darba vadisana un recenzesana.

2. Pamatojoties uz AK un KVK sadarbibu studiju un pétniecibas joma, Puses savstarpgji
apnemas nodrosinat studiju iespgjas KVK pirma Iimena profesionalas augstakas izglitibas
studiju programmai “Uznémgjdarbibas vadiba” un AK pirma limena profesionalas augstakas
izglitibas studiju programmai “Uzpémgjdarbiba” gadijuma, ja kada no Pusém partrauc
iepriek§ mingto studiju programmu realizaciju.

3. Puses appemas:

3.1. Puse, kas partrauc studiju programmas realizaciju, bridina programmas studentus par §fs

vieno3anas nosacijumiem;

3.2. Puse, kas apnemas nodrosinat studiju iespgjas studentiem, kuri uzsakusi studijas
partrauktaja programma, parpem otras Puses saistibas attiectba uz iespgju Siem
studentiem apgiit studiju programmu, parskaitot atbilstogos kreditpunktus.

4;. Studentiem, kuri lidz $im studgjusi partrauktaja programma un kuri noslégusi ligumus ar
kreditiestadi par studiju kreditu, $is kredits tiks nodroginats péc saskapoSanas ar Studiju

fondu un kreditiestadi, kura izsniedz studiju kreditus.

Annex 4
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5. Studentu imatrikulacija:

5.1. AK studentu imatrikulacija KVK u
otiek saskana ar KVK uznemsanas noteikumiem un

n AK veikta studiju apjoma pielidzinasana KVK

realizétajai studiju programmai n
imatrikulacijas kartibu, ka art citiem studiju procesu reglamentgjosiem dokumentiem.
2 AK un KVK veikfa studiju apjoma pielidzinasana AK

5.2. KVK studentu imatrikulacij
%anas noteikumiem un

realizétajai studiju programmai notiek saskapa ar AK uzpem

imatrikulacijas kartibu, ka art citiem studiju procesu reglamentgjoSiem dokument
anas stajas

iem.
6. Visi grozijumi liguma izdarami, Pusém rakstveida par to vienojoties. Sadas vienoS:

speka pec to parakstisanas un kliist par T liguma neatnemamu sastavdalu.

pusém rodas saistiba ar $o Iigumu, Puses risina parrunu ce}

7. Visus stridus, kas
parrunu cela netiek panakta, Puses stridus risina LR normativajos aktos noteiktaja kartiba.
tu laiku.

8. Ligums stajas speka no ta parakstisanas briza un ir speka nenoteik
bridina otru Pusi.

3. Ja vieno3anas

9. Puses
10. Pugu paraksti un juridiskas adreses:

ligumu var lauzt, ja viena Puse sesus ménegus ieprieks par to

' Nodibinajums ,,Kristigas vadibas Kkoledza”

SIA “Alberta koledza”

Riga, Skolas 22-5, | Riga, Lacplesa iela 37, LV 1011
ReNo 40003549193 }

e Ref. N 40008118209

Fax: 7821692 | Talr.+371 67227478

Fax: 4371 6722747

Direktors
| /

| Janis Gravitis
: &1

A




SADARBIBAS LIGUMS
Riga, 2008.gada 5.jinija.

Nodibinajums ,Kristigas vadibas koledza”, reg. Nr. 400081 18209,
registréta LR Izglitibas un zinatnes ministrija ar nr. 3334802535, kuras varda
saskana ar Statltiem un Nolikumu, ka ari ar spéka esosiem normativajiem
tiesibu aktiem darbojas direktora p.i. Olegs Jermolajevs, turpmak teksta
KVK, no vienas puses un

Sabiedriba ar ierobeZotu atbildibu Biznesa vadibas koledZa, reg Nr.
40003923111, registréta LR Izglitibas un zinatnes ministrija ar nr.
3334802338, kuras varda saskana ar Statdtiem un Nolikumu, ka ari ar spéka
esoSajiem normativajiem tiesibu aktiem darbojas direktore Ineta Kristovska,
turpmak teksta BVK, no otras puses, abi kopa saukti Lidz&ji, noslédza
augdminétaja datuma Ligumu par sekojoso:

I Liguma priekSmets

1.1. KVK un BVK ir nodomajusas sadarboties saskana ar Augstskolu likuma
55.panta 8.punktu par:

1.1.1. KVK Pirma limena profesionalas augstakas izglitibas studiju
programmu ,Uznéméjdarbibas vadiba” (turpmak teksta - Programma)
gadijuma, ja ta neparedzétu iemeslu dé| tiek likvidéta.

II Liguma pamatnoteikumu

2.1. Ja saskana ar 1.1.1. punktu KVK stud&josie ka studiju programmu
izvelgjusies ,Uznémejdarbibas vadiba” programmu, tad Programmas
likvidacijas gadijuma studé&jogje var pariet,uz BVK programmu
gy TR SR B e .

III Lidz&€ju pienakumi Programmas likvidacijas gadijuma
3.1. KVK inform& Programma stud&joSos par i Liguma nosacijumiem.
3.2. BVK parpem KVK saistibas attieciba pret Liguma minétas Programmas

studé&jodajiem studiju turpinasanai attieciga limena programma, atbilstosi &
liguma PriekSmetam un Pamatnoteikumiem. "

Q&w\a\g




3.3. KVK stud&josajiem, kuri ir nosl&gusi ligumus ar kreditiestadi par studiju
kreditu, Sis kredits tiek nodrosinats studiju turpina$anai péc saskanosanas ar
kreditiestadi, kura izsniedz studiju kreditus.

3.4. KVK stud&joSo imatrikulacija BVK notiek saskana ar tas uzpem&anas
noteikumiem, imatrikulacijas kartibu, attiecigas studiju programmas
prasibam, k3 arf ar citiem studiju procesu reglament&josiem dokumentiem.
3.5. KVK parskaita BVK tas summas, kuras stud&jo$ie ir iemaksajusi KVK
kasé uz prieksu, t.i. par neizmantoto laiku studiju procesam. Naudas summas
tiek parskaititas uz 7.3. punkta noradito bankas kontu.

3.6. Lidz ar datumu, kad stud&josie ir partraukusi studijas KVK un uzsakugi
studijas BVK, vini ievéro visus BVK darbibu reglament&josos dokumentus un
maksa BVK noteikto studiju maksu vai sedz studiju maksu ar studiju kredita
palidzibu.

1V Stridu izskatiSanas kartiba

4.1. Stridus, kas radusies sakara ar Ligumu, Lidz&ji risina, savstarpégji
vienojoties, bet, ja tas nav iesp&jams, tad saskana ar LR spéka eso$ajiem
normativajiem tiesibu aktiem.

4.2. Lidzgji viens otram ir mantiski atbildigi par ligumsaistibu parkapsanu, ka
ari par zaud&jumu radiSanu Liguma nepildiSanas d&|. Zaud&jumi tiek segti
Civillikuma paredzétaja kartiba.

V Liguma grozisanas, papildinasanas un lausanas kartiba

5.1. Ligums stajas spéka ar parakstiSanas dienu un ir spéka uz nenoteiktu
laiku.

5.2. Ligums var tikt grozits, papildinats vai lauzts péc Lidz&ju vienoSanas
rakstiska forma, ko noformé ka Vieno$anas protokolu un kas no ta
parakstiSanas briza k|Ust par Liguma neatpemamu sastavdalu.

5.3. Par Liguma lau$anu jebkuram no lidz&jiem ir pienakums bridinat otru
Lidz&ju ne vélak ka 2 (divus) ménesus ieprieks.

VI Citi nosacijumi

6.1. Ligumam ir juridisks spéks no briza, kad to ir parakstijusi Lidz&ji. Ligums
sastadits latvieSu valoda uz 3 (trim) lapam 2 (divos) identiski vienados
eksemplaros, no kuriem viens eksemplars tiek nodots KVK, bet otrs BVK. Visi
Liguma pielikumi ir neatnemama ta sastavdala.

6.2. Citi nosacijumi




VII Liguma slédzéju pusu rekviziti un paraksti

7.1, lezeJI ar savu parakstu apstiprina, ka Ligums noslégts péc brivas
vienoSanas un 1 (vienu) Liguma eksemplaru katrs Lidz&js ir sanémis

personigi.

7.2. Nodibinajums , Kristigas vadibas
koledza”

7.3. SIA "Biznesa vadibas koledZa”

(registracijas apliecibas nr.
40008118209, juridiska adrese:
Lacplesa iela 37, Riga, Latvija)

Biroja adrese: Riga, Lacplésa iela 37,
LV-1011
Tel./Fax: 67227478

Bankas rekviziti:
Nodibinajums ,Kristigas vadibas
koledza”

Reg.nr. 40008118209

SEB Latvijas Unjha

(registracijas apliecibas nr.
40003923111)

Biroja adrese: Salaspils iela 14,
Riga, LV-1057
talr.: 67803261; fakss 67135516

Bankas rekviziti:

SEB Latvijas Unibanka A/S
Filidle "Ridzene"

Valnu iela 11, Riga, Latvija
SWIFT kods UN X
Konta Nr.LV 24
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SADARBIBAS LIGUMS
Nr. 8. /44?

Righ 2012. gada #. “{4/" 2

Rigas Tehniska universitate, turpmak tekstd saukta RTU, tas rektora Leonida Ribicka
persona, kas darbojas, pamatojoties uz RTU Satversmi, no vienas puses,

un

Nodibindjums ,,Kristigas vadibas koledZa”, turpmak teksta saukta KoledZa, tas direktora
Japa Gravisa persond, kas darbojas, pamatojoties uz KoledZas Nolikumu (Ministru kabineta 2007.gada
6.novembra noteikumi Nr.739), no otras puses,

RTU un KoledZa kopa saukti — Puses, noslédz o sadarbibas ligumu (turpmak teksta — Ligums) par
sekojoso:

1. Liguma priekSmets

1.1.  RTU un KoledZa vienojas par sadarbibu, un RTU appemas nodrosinat KoledZas absolventu
studiju turpinaSanas iespgjas RTU Biivuzpéméjdarbibas un nekustamd ipa$uma ekonomikas
institiita Istenotajas studiju programmas.

1.2.  RTU un KoledZa appemas sadarboties studiju procesa pilnveido$ana un attistiba, zinatniski
pedagogiskas un metodiskas pieredzes apmaina.

2.Liguma izpildes kartiba

2.1.  Lai istenotu Liguma 1.nodala noteikto:

2.1.1. Puses veicina akadémiska personala mobilitati, atbalstot akadémiska personala iesaistiSanu
otras Puses macibu/studiju programmu lekciju lasi$ana;

2.1.2. Puses sadarbojas doc&taju un studentu zinatnisko konferenéu un zindtniski metodisko
simpoziju organizésana;

2.1.3. Puses sekmé studentu paSparvalzu sadarbibu;

2.1.4. savstarpgja sekmiga macibu/studiju procesu nodroSinaSanai nepiecie$amas informacijas
apmaina;

2.1.5. Gadijuma, ja KoledZa nevar nodrofinat studentu apmacibu licencéta vai akreditéta
profesionalaja studiju programma un kada no realizétajam programmam tiek slégta, RTU
appemas Sos studentus piepemt sava izglitibas iestadé un nodrosinat kvalitativu studiju
programmas apguvi, atbilsto$i RTU programmai, noteiktajam prasibam un RTU apstiprinatiem
uzpemsanas noteikumiem;

2.1.6. RTU appemas dot iesp&u KoledZas absolventiem turpinat studijas atbilsto$as otra limena
profesionalas izglitibas studiju programmas;

2.1.7. RTU uzpem KoledZas licencéto vai akreditéto studiju programmu beigudos studentus bez
iestajparbaudijumiem, ieskaitot tos RTU attiecigaja studiju programma, nemot véra nokartotos
studiju kursus KoledZa un, individuali vienojoties ar katru studentu, atbilstodi RTU studiju
programmai, un RTU noteiktajam prasibam, un RTU pastiprinatiem studentu uzpemsanas
noteikumiem;

2.1.8. KoledZa appemas iesniegt RTU studiju programmas, lai veiktu to salidzina$anu ar RTU
attiecigo studiju kursu programmam;

2.1.9. RTU un KoledZa apnemas savstarpgji informét viena otru par biitiskam izmainam studiju
programmas un studiju procesa organizacija;



2.1.10. KoledZa apnemas informét RTU par studentiem, kuri vélas turpinat studijas RTU.

3. Liguma darbibas termins, ta groziSanas, papildinaSanas un izbeig$anas kirtiba

3.1. Ligums stajas speka ar ta paraksti§anas bridi un ir noslégts uz nenoteiktu laiku. Katrai no Pusém ir
tiesibas partraukt $o ligumu, rakstiski par to bridinot otru pusi 3 (trfs) ménesus ieprieks.
3.2. Grozijumus un papildinajumus liguma var izdarit, Pusém rakstveida vienojoties.

4. Nosléguma noteikumi

4.1. Puses neizpau? treSajam personam informaciju, kas nav visparpieejama un kas ir kjuvusi zinama,
izpildot Liguma nosacijumus.

4.2. Puses stridus vai domstarpibas, kas rodas 1 liguma izpildes gaita, risina savstarp&ju sarunu cela.
4.3. Pudu sadarbibai ir bezatlidzibas raksturs un ta nav vérsta uz pelpas giiSanu. Liguma noteiktos
pienakumus, kuros nav noteikts konkréts izpildes termins, Puses izpilda sapratigos terminos, nemot
vera liguma mérki un attieciga pienakuma raksturu savstarpgji vienojoties.

4.4.Ligums sastadits latvieSu valoda uz 2 (divam) lapam 2 (divos) identiskos eksemplaros, no kuriem
viens tiek nodots RTU, otrs — KoledZai.

5. PuSu paraksti un rekviziti

Rigas Tehniska Universitate Nodibingjums ,,Kristigas vadibas koledza”
PVN Nr. LV 90000068977 Reg. Nr. 40008118209
Riga, Kalku iela 1, LV-1658 Riga, Lacplesaiela 37, LV-1011

Ve

Lednids Ribickt  Janis Gravitis
Rektors Direktors



LETOURNEAU

UNIVERSITY

Memorandum of Understanding
between

LeTourneau University
and
Christian Leadership College

Representatives of LeTourneau University (Longview, Texas) and Christian Leadership
College] (Riga, Latvia) have discussed the desirability and feasibility of an interactive
relationship designed to strengthen the bonds between the two institutions. This agreement is
intended to help facilitate an international exchange of educational and developmental programs.
Conceived as a continuing relationship, the agreement is expected to be formally reviewed
periodically to assure that both parties are sufficiently benefiting and that desirable modifications
are introduced.

Objectives:

1. To cooperate in the further development of the institutions, especially with regard to
academic programs.

2. To broaden the experience of faculty and students of the institutions, providing them
with opportunities for increased cultural understanding.

3. To encourage the expansion of international understanding and cultural ties between
citizens of both universities.

Operations:

1. When appropriate, the institutions agree to exchange information, faculty, and students.

2. The institutions will formulate specific action agreements to assist in creating and
operating cultural activities.

3. The institutions will explore ways and means to develop mutually beneficial academic
programs.

This Memorandum of Understanding, as well as succeeding plans of operation, shall be effective
after approval by the appropriate authorities of both institutions. This Memorandum of
Understanding shall be effective for one year after signing. Upon an annual review by both
parties, the Memorandum of Understanding shall be renewed annually. Either party may
terminate the agreement by serving written notice six months prior to the anticipated termination

date.
D g sy
eau University Christian y/ ;,g‘jp College \
c g a)\(lJ- @\Ald'\_ ‘
Robert W. Hudson, Ed.D. . Janis Gravitis :
Vice President for Global Initiatives Director \Wristgag',, HOUbingjy . S/

LeTourneau University

Date: |1/ R /7201 2_ Date: ?_4 AQ 7 ol



SADARBIBAS LIGUMS

Riga, 2012.gada /. . wuﬁ

Baltijas Psihologijas un menedZmenta augstskola, turpmak teksta BPMA, reg.nr.40003261174, kuras varda
saskana ar speka esosiem normativajiem tiestbu aktiem darbojas rektore Zanna Caurkubule, no vienas puses, un

Nodibinajums ,Kristigas vadibas koledza”, turpmak teksta saukta Koledza, tas direktora J ana Gravisa persond,
kas darbojas, pamatojoties uz Koledzas Nolikumu, no otras puses, abi kopa saukti Puses,

Slédz $o sadarbibas Iigumu par sekojo3o:

1. Liguma priek$mets

1.1.BPMA un KoledZa vienojas par sadarbibu, un BPMA appemas nodroginat Koledzas absolventu studiju turpina$anas
iespgjas BPMA.

1.2.BPMA un Koledza appemas sadarboties studiju procesa pilnveido$ana un attistiba, zinatniski pedagogiskas un
metodiskas pieredzes apmaina.

2. PuSu saistibas

2.1.Puses appemas sadarboties sekojo$os jautajumos:

2.1.1. veikt savstarpgju apmainu ar macibu spekiem konkrétu studiju kursu, lekciju nolasisana;

2.1.2. sadarboties docétaju un studentu zinatnisko konferenu un zinatniski metodisko simpoziju organizesana, ka

arfizmantot bibliotekas fondus;

2.1.3. sekmét studentu paSparvalZu sadarbibu.

2.2.BPMA apnemas dot iespgju Koledzas absolventiem turpinat studijas atbilstosas otra Iimena profesionalas izgliiibas
studiju programmas.

2.3.Gadijuma, ja KoledZa nevar nodro$inat studentu apmacibu licencéta vai akreditéta profesionalaja studiju programma
un kada no realizétajam programmam tiek slegta, BPMA apnemas $os studentus piepemt sava izglitibas iestadé un
nodroginat kvalitativu studiju programmas apguvi, atbilsto§i BPMA programmai, noteiktajam prasibam un BPMA
apstiprinatiem uzgemsanas noteikumiem.

2.4.BPMA uznem KoledZas licencéto vai akreditéto studiju programmu beigu3os studentus bez iestajparbaudijumiem,
ieskaitot tos BPMA attiecigaja studiju programma, nemot véra nokartotos studiju kursus Koledza uz, individuali
vienojoties ar katru studentu, atbilsto§i BPMA studiju programmai, un BPMA noteiktajam prasibam.

2.5.Koledza ap;emas iesniegt BPMA studiju programmas, lai veiktu to salidzinaSanu ar BPMA s attiecTgo studiju kursu
programmam. x

2.6.BPMA un KoledZa apnemas savstarpgji informét viena otru par biitiskam izmainam studiju programmas un studiju
procesa organizacija.

2.7.Koledza apnemas informét BPMA par studentiem, kuri vélas turpinat studijas BPMA.

3. Liguma darbibas termigs, ta groziSanas, papildina$anas un lau$anas kartiba
3.1.Ligums stajas speka paraksti§anas bridi un ir beztermipa.
3.2.Ligums var tikt grozits, papildinats vai lauzts pgc Pugu savstarpgjas vienoanis.

3.3. Ligums sastadits un parakstits divos eksemplaros, pa vienai katrai Pusei.

Baltijas Psihologijas un menedZmenta augstskola Nodibinajums ,,Kristigas vadibas koledZa”
Reg. nr. 40003261174 Reg. Nr. 40008118209
Riga, Lomonosova iela 4, LV 1019, © Riga, La¢plesa iela 37, LV 1011

Janis Gravitis
direktors

3 . ¥ Nodibingjume °
g)FKrlsngas vadihas ;(olja-uu'?:




Annex 5

Summaries of survey results were printed exactly from web page www.visidati.lvand it was not
possible to make changes there.

Results of 2012 Graduates survey

Statistics:

- Amount of Respondents: 2 (1 man, 1 women)

- Average age: 32 years

After graduating they work as:

- business management specialist — 1,

- accountant-1

How long you have been working in the field of business?

- Syears

-  byears

How do you evaluate CLC knowledge provided in relation to the business of the work to be carried

out obligations?

- excellent (I know how to handle the professional complex situations feel safe both
professionally and communication; given knowledge is wider than necessary) - 1

- good (knowledge is completely sufficient for all the work situations) — 1

- average (have knowledge of the basics) — 0

CLC gained knowledge | use:

- in business management work - 0

- inthe other work related to the business administration - 2

- involunteer work in church or somewhere else -0

- other-0

Further studies:

- |l do not pursue entrepreneurship education: - 2

During the studies internship was essential for my professional skills in creating:

- Yes-2,

- No-0

Procedure of organizing practice, regulatory documents | appreciate as:

- excellent- 0

- good -2

- satisfying-0

What would be your recommendations for study program and its realization?

- Nothing, | am satisfying

- Allis super

Suggestions for further development:
-2

- I'd like to study for Bachelor degree


http://www.visidati.lv/

Summary of the employers’ survey

To find out the employers’ opinion on the competences of the graduates of the Christian
Leadership College (CLC), a survey was held, which involved entrepreneurs representing 11
different sectors and managers of the organisations employing the CLC graduates. A total of four
guestions were asked:

1. What is the occupation of the CLC graduate?

2. How do you evaluate the knowledge provided to the CLC graduate in regard to the duties
to be performed in the business operations?

3. What would be your recommendations for the management of the study program Business
Administration?

4. What would be your recommendations for the CLC regarding the introduction of new
programs, creation of continuing education courses, as well as any other suggestions?

Summarising the employer’s responses to the first two questions, it can be concluded that the vast

majority or 67% of the CLC graduates are employed as specialists, but 33% of the graduates are
employed as managers of business units.

67% of the employers believe that the knowledge of the CLC graduates in regard to the
duties to be performed in the business operations is good and completely sufficient for all working
situations. In turn, 33% of the employers have admitted that the knowledge of the CLC graduate
employed in their company is excellent and the employee also knows how to handle difficult
situations in a professional manner. The employee feels confident and professional. The
employee’s knowledge is more extensive than necessary.

It can be concluded that the majority of the employers surveyed have assessed the CLC
graduate’s knowledge related to business processes as good and excellent.

The recommendations of the employers surveyed for the management of the study
program Business Administration are mostly related to the emphasis on the importance of
practical training, because the demand of the labour market is focused on specialists’ professional
competences and skills: the ability of a young specialist to perform his or her job duties in a quality
manner and be knowledgeable about the innovations in the sector of his or her professional
activities, about modern technology and so on. Another recommendation mentioned by the
employers surveyed is the need for the development of the students’ creative thinking and
activities. Furthermore, they have highlighted the importance of the quality of work placement
during the studies and the significant role of the cooperation of educational institutions with
potential employers.

The employers have no recommendations on the improvement of the existing program,
but in regard to the establishment of a continuing education course, they have suggested
introducing regular, innovation-oriented training for professionals.
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Annex 7

Approved:

at the Council meeting of

the Foundation Christian Leadership College
on 8 October 2008, Minutes No. 15/2008

PLACEMENT RULES
OF THE FOUNDATION CHRISTIAN LEADERSHIP COLLEGE

1.1.

1.2.

1.3.

1.4.

1.5.

1.6.

1.7.

1.8.

1.9.

1.10.

2.1

2.2,

1. GENERAL PROVISIONS

The Placement Rules of the Foundation Christian Leadership College (hereinafter referred to as the Rules) lay
down the procedure for the organisation of the work placement (hereinafter referred to as the Placement) in
the first level professional higher education programs of the Foundation Christian Leadership College
(hereinafter referred to as the College).

These Rules have been made in accordance with the Cabinet’s Regulations No. 141 of 20 March 2001 —
Regulations Regarding the State Standard for the First Level Professional Higher Education, the occupational
standards, Internal Rules on the Studies and other documents regulating the study process.

The Placement is an integral part of the professional study programs, which aims to strengthen and enhance
the students’ knowledge, as well as to improve their professional skills and competences in accordance with
the requirements for a specific occupation.

The duration and time of the Placement are determined in the study programs and linked to the schedule of
each study group in the term.

The Placement tasks are defined in the Placement programs developed by the program directors and
approved by the Council of the College.

During the Placement the student represents the College, performing the tasks under the Placement in a
quality manner, and demonstrates independence, preparedness, knowledge and skills, as well as receives
materials for working on the qualification paper, without disclosing the confidential information obtained in
the Placement location to third parties.

The student chooses the Placement location independently. It can be an organisation, a company or an
institution with which the student of the College does not have an employment relationship.

The student has the right to submit a reasoned application to the College with a request to allow him or her
to undergo the Placement in the organisation, company or institution with which the student of the College
has an employment relationship.

The student of the College may submit an application with a request to provide him or her with the
Placement. The students ranking first inthe academic progress tablehave the right of first refusal on the
Placements offered by the College.

The College, the Placement location and the student take part in the organisation of the Placement. The
Placement is implemented in accordance with the tripartite Placement Contract which is signed by a
representative of the Placement location, the Director of the College and the student before the start of the
Placement and which includes the rights and obligations of the Placement location, the College and the
student, the duration of the Placement and the conditions for the termination of the Contract.

2. Competence of the College

The Director of the study program:

2.1.1. Develops the Placement programs for his or her study program;

2.1.2.  Appoints Placement supervisors at the College who are the representatives of the academic staff of
the College;

2.1.3.  Provides the students with the Placement if necessary;

2.1.4. Manages and monitors the progress of the Placement program;

2.1.5. Appoints a committee for the assessment of the student’s Placement report and its presentation at
the Placement conference, confirming appointment of the relevant Placement supervisor as the
chair of the committee;

The Placement supervisor at the College:

2.2.1. Collects information on the available and potential Placements for the students where they can
supplement their practical skills in accordance with the requirements set out for their occupation
and provides that information to the student of the College;



2.3.

3.1

3.2.

3.3.

4.1.

4.2.

4.3.

4.4.

4.5.

4.6.

5.1.

2.2.2. Organises pre-Placement advice sessions to inform the students on the Placement program, the
necessary documentation and documentary requirements;

2.2.3. Informs the students on their rights and obligations during the Placement;

2.2.4. Provides support to the students and the Placement location in accordance with the relevant
Placement program;

2.2.5. Examines the students’ Placement reports and the Placement locations’ reviews of the work and
decides on the authorisation for the students to defend their reports at the Placement conference;

2.2.6. Organises an open Placement conference and performs the duties of the Chair of the Assessment
Committee during the conference;

2.2.7. Submits the assessments of the Placement reports and of their presentations to the Academic Office
of the College;

The Academic Office of the College:

2.3.1. Informs the students of the pre-Placement advice sessions: their date, place and time;

2.3.2.  Provides the students with the Placement program and other necessary documentation;

2.3.3.  Accepts the Placement reports submitted by the students and hands them over to the Placement
supervisor;

2.3.4.  Provides the necessary technical equipment and documents for the Placement conference;

2.3.5. Notifies the students of the assessment of their Placement reports and presentations;

2.3.6. Keeps the students’ Placement reports for 3 calendar years.

3. Competence of the Placement location

Provides the student(s) with a Placement location in accordance with the Placement program requirements,
as well as occupational safety, fire safety and sanitation and hygiene standards;

Appoints the Placement supervisor at the organisation, company or institution who ensures the possibility for
the fulfilment of the Placement program, as well as contributes to the cooperation between the Placement
location and the College;

Provides a written assessment to the College regarding the student’s (students’) performance and
achievement during the Placement period.

4. Competence of the student

Consults the Placement program to get acquainted with the Placement goals, objectives and assessment
criteria;

Prepares the documents necessary for the Placement through the intermediary of the Academic Office of the
College.

Fulfils the tasks set in the Placement program and follows the instructions given by both the Placement
supervisor at the College and the Placement supervisor at the Placement location;

Complies with the occupational health and safety regulations, as well as the internal rules of the Placement
location;

During the Placement, the student writes a Placement report, which reflects the results of the Placement
tasks with conclusions and proposals, and receives the review of his or her work from the Placement location.
Presents and defends his or her Placement report at the open conference for defending Placement reports
for not more than 10 (ten) minutes, using the visual materials prepared by him or her.

5. Assessment

The Placement report and presentation — the defence — is assessed on a 10-point scale, with recording the
results in the examination sheet, which is signed by all members of the Placement defence committee.

TASKS OF WORK PLACEMENT ONE (4 CREDITS)

1. Company’s name, form of business organization, types of activities.

- describe the form of business organization,
- describe the company’s types of activities;



- list the laws and regulations that govern business operations and are essential in
managing the operations of the particular company.
2. Company’s internal environment

- describe the company’s organizational structure, management levels and style, as well as
information exchange systems in the particular company;

- describe the functions and duties of the company’s managers of all levels; compare
traditional job descriptions with the responsibilities and functions of the managers in the
particular company;

- analyze the company’s work organization, management and control;

- look into the basic principles of the staff recruitment for the company, form of the
employment contract, job descriptions and mechanism for measuring the performance quality;

- describe the motivation building and incentive mechanisms for the company’s
employees;

- look into the development of the action plan aimed at further training and professional
growth of the staff, as well as into the registration, control and management of the process
effectiveness dynamics, and describe it.

3. Company’s external environment

- explore the power of competitors;

- describe the criteria for selecting cooperation partners;

- study the influence of indirectly affecting environmental factors.

4. Company’s SWOT analysis and strategy

- look into the mechanisms for development and improvement of the company’s strategic
plan;

- conduct SWOT analysis, create SWOT matrix and develop strategic directions;

- develop a set of measures aimed at improving and upgrading the management structure
of the particular company; make proposals for the company’s further development.

5. Conclusions and recommendations

TASKS OF WORK PLACEMENT TWO (4 CREDITS)

Choose a specific operating company and conduct a survey of its customers. The results must
include the following:
1. Drafting of the research plan:
1.1. Description of the problem to be studied.
1.2. Objective of the research.
2. Secondary data analysis:
2.1 Secondary data sources.
2.2 Data analysis and interpretation.
2.3 Conclusions on the secondary data acquired.
3. Acquisition of primary statistical data:
3.1 Questionnaire and reasoning of its questions.
3.2 Choice of respondents.
3.3 Establishment of the general group and selected amount.
3.4 Data acquisition and data visualisation.
4. Statistical methods for data processing and interpretation:
4.1. Correlation analysis.
4.2. Pearson’s chi-squared test.



4.3, Kolmogorov — Smirnov test.
4.4, Use of results, presentation and report preparation
5. Conclusions and recommendations

TASKS FOR QUALIFICATION PRACTICE (8 CREDITS)
1. Company name, formof business, types of business.
- to describe the form of business, company sizeand structure;
- to describe thetypes of business.
2. The company's marketingactivities
- to analyze a product portfolio;
- to describe thepricing policy;
- to characterize thedistribution;
- to analyzeproductsales promotionmeasures andthe brand(trademark) and itspromotion;
- to analyzemarketing strategies, to make recommendationsfor its improvement.
3. The company'sfinancialactivityover the past 3years
- to carry out a profitstructure and dynamicsanalysis;
- to makethe company'sbankruptcydiagnostics andto develop measuresto improve thecompany's
financial standing.
4. The company'sexternal environment
- to conduct the customer satisfactionand expectationsresearch;
- to examine the competitors’ forces;
- to describe the collaboration partnerselection criteria;
- to study the impact of indirectlyaffecting external environmental factors.
5. The company'scompetitiveness
- to determinethe company'sposition in the market;
- to analyzethe competitive advantagesanddevelop proposals forthe companyto increase
competitiveness.
6. To summarizethe conclusionsofpractice training
To attach the completed balance sheet and the profit/loss statementforthe lastthree (3) periods of
activity to the Annex to the Practice Report.



ANNEX 8

Description of the internal quality assurance system of the field of study

One of the strategic goals of the College is the provision of an efficient organisational
administration and maintenance of the quality management system, which is vital for the future
growth of any company operating in any field.

Taking into account the requirements of Standards and Guidelines for Quality Assurance in
the European Higher Education Area (ESG) developed by the European Association for Quality
Assurance in Higher Education (ENQA), accepted at the Bergen Conference of European Ministers
Responsible for Higher Education on 20 May 2005 and approved in London on 19 May 2007, the
development of the education quality management system of the College incorporates the
interest of students and employers in a quality higher education and its compliance with the
requirements of the labour market, with the aim of enhancing quality improvement in higher
education by promoting freedom of information and interaction of the parties concerned, as well
as ensuring regular assessment of quality.

On the basis of quality management processes elaborated by the College system
maintenance actions are taken, as well as corrective (for example, response to a client about the
complaint made, actions for discrepancy) and preventive (for example, training for employees,
hospitations, etc.) actions are taken for the system to work and for similar or the same situation
not no repeat and as a result, a client (a student) is satisfied.

The following steps have been taken to ensure the establishment of the quality
management system of the College:

e policies and procedures for quality assurance in higher education have been developed;

e mechanisms for creation, approval, implementation and regular periodic testing of own
programmes of study have been designed;

e criteria for assessing students’ achievement have been designed, incorporated into the
course descriptions and made known to students;

e internal policies and mechanisms for personnel qualifications and work quality assurance
have been developed;

e an database containing information on the students’ progress, tuition fees and other key
indicators of the College’s activities and ensuring access to a variety of documents
governing the operation of the College and specific study programmes has been provided.
Internal quality is ensured at the level of the field of study by:

e carrying out surveys of students pursuing the programme of study regarding the quality of
work of the academic staff and assessment of the programme of study. The surveys are
conducted electronically, and the results are received by every person under assessment.
The summarised results are discussed at the meetings of the Methodology Committee of
the relevant programme of study;

e ratings of the academic staff are created based on the results of the surveys and
subsequently taken into account by the management of the College when planning the
load of the academic staff for the next semester;

e surveys of students regarding the work of the administration are conducted on a monthly
basis;

e study course programmes, teaching aids, textbooks and methodological guidelines for
study papers (library-research papers, study papers, final papers) are reviewed and
updated once every academic year;



e courses and seminars on the latest teaching and pedagogical methods are organized and
offered to the academic staff; refresher course attendance is promoted as well;

e the director of the programme of study constantly checks whether the quality of premises
and technical equipment is compliant with the requirements.

The system of the internal self-assessment and quality improvement is functioning on a
continuous basis during the academic year. Debates on the strengths and weaknesses, changes
and developments in the programmes of study and the College at the Council of the College are
planned at the end of the academic year.

Taking into account all the above mentioned, it can be concluded that there are no doubts
about the fact that quality management system is introduced, maintained and constantly
improved on the basis of ISO 9001 requirements, as well asaccording to the requirements on the
Republic of Latvia economic sector standard regulation and “Standards and Guidelines for Quality
Assurance in European Higher Education Area”.

GUIDANCE on Working with the File Nomenclature, Educational Learning Materials and Study-Related
Documentation of the Foundation Christian Leadership College

APPROVED

by Olegs Jermolajevs

Acting Director of theChristian Leadership College
Riga, 16 February 2011

This Guidance of the Foundation Christian Leadership College (CLC) lays down the procedure for the
nomenclature related to the students’ enrolment, exclusion and the students’ personal files according to
which the general staff of the College updates the documentation related to the students of the CLC. This
Guidance is applicable to all the general staff of the CLC. This Guidance establishes the respective tasks, the
levels of responsibility and the respective time limits. Furthermore, this Guidance establishes the time
limits and responsibilities for updating the educational learning materials and the study-related
documentation.

I. File Nomenclature for Working with Students
Responsible Time limit Reference
staff
1. | The Council of the CLC Director of the | From May to This Guidance
announces the admissions | CLC June every year
for the study programs at
the CLC
2. | Director of the CLC issues Director of the | From May to Paragraph 4 of the By-Laws of
an order to confirm the CLC June every year the Admissions Committee of
members of the Admissions the CLC
Committee
3. | New entrants apply for the | New entrants | During the Admissions Rules of the CLC
studies by submitting the admissions
documents specified in the (usually from
Admissions Rules and June to




meeting other
requirements set out in the
Admissions Rules

September)

4. | The CLC records all the new | Members of During the Paragraph 6.4 of the By-Laws of
entrants in the register of the admissions the Admissions Committee of
the new entrants Admissions (usually from the CLC

Committee of | June to
the CLC September)

5. | The Admissions Committee | Chair of the Within two days | This Guidance
performs its functions and Admissions of the admissions
reflects the results in the Committee end date
Minutes of the Admissions
Committee

6. | The Admissions Committee | Secretary of Within three days | Section 5 of the Admissions
publishes the results of the | the of the admissions | Rules of the CLC
admissions (competition) Admissions end date

Committee

7. | The Admissions Committee | Director of the | Within two days Paragraph 6.1 of the By-Laws of
of the CLC issues an order Admissions of signing the the Admissions Committee of
on the enrolment of the Committee of | Minutes of the the CLC; this Guidance
students or the refusal to the CLC Admissions
enrol /Director of Committee

the CLC

8. Director of the CLC Director of the | After the order Paragraphs 6.1 and 6.4 of the
concludes the contracts on | CLC; under the | on enrolment By-Laws of the Admissions
studies based on the order | supervision of | issued by the Committee of the CLC
on enrolment issued by the | the members | Chair of the
Chair of the Admissions of the Admissions
Committee Admissions Committee of the

Committee of | CLC has been
the CLC signed

9. | The CLC enters the Administrator | After the Paragraph 46 of the Law on
students in the students’ of the CLC contracts on Institutions of Higher Education;
register of the CLC studies have this Guidance

been signed
10. | The CLC starts the students’ | Administrator | Within two Cabinet’s Regulations No. 203:
personal files of the CLC months of the Procedure for Processing and
enrolment Updating the Student’s Personal
File; Paragraph 46(7) of the Law
on Institutions of Higher
Education
11. | The CLC updates the Directors of Continuously/ Cabinet’s Regulations No. 203:

information in the

the study

updated once a

Procedure for Processing and




students’ personal files
regarding the data that
concern the students’

programs

month

Updating the Student’s Personal
File; Paragraph 46(8) of the Law
on Institutions of Higher

performance Education

12. | The CLC updates the Administrator | Continuously/ Cabinet’s Regulations No. 203:
information in the of the CLC updated once a Procedure for Processing and
students’ personal files month Updating the Student’s Personal
regarding other matters File; Paragraph 46(8) of the Law
(changes in data, additional on Institutions of Higher
documents (letters of Education
confirmation, etc.))

13. | Signing of the student’s CLC Deputy At the end of This Guidance
personal card Director of each academic

Studies year

14. | Signing of the student’s Director of the | Within two Cabinet’s Regulations No. 203:
personal card after the CLC months of the Procedure for Processing and
student’s exclusion student’s Updating the Student’s Personal

exclusion File; Paragraph 10; this
Guidance.
15. | Keeping the register of Administrator | As required This Guidance

safety guidelines

of the CLC

16.

Briefing on safety
guidelines and internal
regulatory documents

Directors of
the study
programs

Every year in
September /
October, but no
later than one
month after the
contract on
studies is signed,
as well as every
year in February
or in cases
provided for in
Cabinet’s
Regulations No.
1338

Cabinet’s Regulations No. 1338:
Procedures to be Followed in
order to Ensure Safety for
Students in Educational
Establishments and Events
Organised by them

17.

Director of the CLC issues
orders regarding the
promotion of the students’
to the next stage of studies,
granting of an academic
leave, exclusion, etc.

Director of the
CLC

At the end of
every academic
year or as needed
on the basis of
the order issued
by the Director of
the study
program

Paragraph 27.1 of Cabinet’s
Regulations No. 739: By-Laws of
the Christian Leadership College




18

Transfer of the students’
personal files to the
archives of the Union of
Baptist Churches in Latvia
(UBCL)

Administrator
of the CLC
prepares/
Director of the
CLC issues the
order

10 years after the
student’s
exclusion. The
documents must
be stored in the
archives of the
UBCL for another
65 years

Paragraph 2 of Cabinet’s
Regulations No. 203: Procedure
for Processing and Updating the
Student’s Personal File

19 | Register of the issued Administrator | Before every Paragraph 15 of Cabinet’s
diplomas of the CLC graduation Regulations No. 656: Procedure
for Issuing State Recognised
Documents Certifying Higher
Education
20. | Diploma receipt report To be Before every Paragraph 21 of Cabinet’s

prepared by
Administrator
of the CLC/
signed by
Director of the
CLC

graduation

Regulations No. 656: Procedure
for Issuing State Recognised
Documents Certifying Higher
Education

21.

Overview of diplomas and
diploma forms from 1
January to 31 December

To be
prepared by
Administrator

To be submitted
to the Ministry of
Education and

Paragraph 28 of Cabinet’s
Regulations No. 656: Procedure
for Issuing State Recognised

of the CLC/ Science by 31 Documents Certifying Higher
signed by January Education
Director of the
CLC

22. | Circulation of diplomas and | Administrator | As required Cabinet’s Regulations No. 656:

diploma forms of the CLC/ Procedure for Issuing State

Deputy Recognised Documents
Director of Certifying Higher Education
Studies /
Accountant

23. | Register of the graduates Administrator | As required This Guidance

of the CLC

Il. File Nomenclature for Working with the Ministry of Education and Science and the State Education
Quality Service

Responsible staff

Time limit

Reference

24.

The College’s
structure, number

and composition of

the students

To be prepared
by Administrator
of the CLC/
signed by Director

Until 5 September
of the current year

Sub-paragraph 2.1 of Cabinet’s
Regulations No. 348: Procedure
in which a University or College
Submits Information of its




enrolled, number and
composition of the
persons who have
acquired an academic
or professional
degree and a
professional
qualification, as well
as information on
study opportunities

of the CLC

Activities to the Ministry of
Education and Science

25. | Number and To be prepared Until 15 October of | Sub-paragraph 2.2 of Cabinet’s
composition of the by Administrator | the current year Regulations No. 348: Procedure
students and the of the CLC/ in which a University or College
staff of the College, signed by Director Submits Information of its
selection of the of the CLC Activities to the Ministry of
courses and study Education and Science
programs offered, as
well as information
on the economic
activities (Form No. 1
of the Central
Statistical Bureau —
university, college)
and international
relations.

26. | Making of the Council of the CLC | Until 1 November of | Sub-paragraph 2.3 of Cabinet’s
Admissions Rules and | / Administrator of | the current year Regulations No. 348: Procedure
announcement the CLC in which a University or College

Submits Information of its
Activities to the Ministry of
Education and Science; to be
submitted in written and
electronic form

27. | Allocation and use of | Accountant of the | Until 1 April of the Sub-paragraph 2.4 of Cabinet’s
the College’s state CLC current year Regulations No. 348: Procedure
budget funds of the in which a University or College
previous year and Submits Information of its
own revenue and Activities to the Ministry of
spending thereof Education and Science

28. | Information for the Administrator of (at least three times | Paragraph 87(4) of the Law on
academic staff the CLC /Director | ayear) until 1 Institutions of Higher Education
register of the CLC February, 1 May and

1 August
lll. Educational Learning Materials
29. | Course programs and | Instructors / Before the start of This Guidance;




descriptions

Directors of the
study programs

the academic year

recommendations of the
accreditation committees

30. | Study programs Directors of the Once a year until 1 This Guidance; development
study programs/ October plans of study programs;
Council of the CLC recommendations of the
accreditation committees
31. | Placement handbook | Directors of the Before the start of This Guidance; placement
study programs the academic year reports; surveys of employers
32. | Making of new Instructors of the | As required This Guidance;
educational learning | courses of study recommendations of the
materials in Latvian accreditation committees
and a foreign
language
33. | Development of Instructors of the | Continuously This Guidance
Moodle environment | courses of study/
Directors of the
study programs
IV. Study-Related Documentation
34. | Study plans for the Directors of the Before the start of This Guidance
academic year study programs the academic year
35. | Achievement Instructors of the | After teaching the This Guidance
assessment records courses of study course of study
36. | Placement defence Director of As required This Guidance
records Studies /
Administrator of
the CLC
37. | Pre-defence of CLC Deputy As required This Guidance
qualification Director of
papers/defence Studies /
records Administrator of
the CLC
V. Assessment of the Study Results
38. | Analysis of the Council of the CLC | After the end of the | This Guidance

students’ learning
outcomes

current term, at the
first meeting of the
Council of the CLC




Annex 9

FOREIGNERS APPLICATION PROCEDURE

1. The admission of foreigners to CLC (hereinafter — the College) takes place in accordance with
the College Admission Requirements, the Law on Education and Law on Higher Education.

2. After applying on the College's website or in person at the College Info Centre, the
International Department shall coordinate foreigners, who wish to study, for an initial
selection.

3. The International Department’s obligations according to the foreigners’ application are as
follows:

3.1. foreigners 273ounselling on opportunities of studying at the College;

3.2. assessment of the foreigners’ education certificates whether they correspond to the
requirements of the Admission Regulations and information support concerning the documents
necessary for the registration for studies, as well as their preparation in compliance with
regulatory enactments;

3.3. reference check;

3.4. preliminary interviewing of foreigners.

4, A foreigner carries out all the documents preparation procedures prior to the registration

for studying at the College in cooperation with the International Department:

4.1. the persons, who acquired previous education abroad, are required the expertise of
academic degrees and diplomas, as well as secondary education certificates, in the Academic
Information Centre. An owner of the education document shall cover the expenses associated
with holding the expertise of a foreign academic degree or education document;

4.2. the receipt of certification of education documents issued abroad (Apostille) is
coordinated by the competent authority of the issuing state, if an educational document has
been issued in a foreign country, which is the member state of the Hague Convention of 5th
October 1961 “The Hague Convention Abolishing the Requirement of Legalization for Foreign
Public Documents”.

4.3. legalization of a foreign education certificate is carried out in the Consular Department of
the Ministry of Foreign Affairs of the Republic of Latvia, if an educational document has been
issued in a foreign country, which is not the member state of the Hague Convention of 5th
October 1961 “The Hague Convention Abolishing the Requirement of Legalization for Foreign
Public Documents”.

5. The foreigner’s interview takes place in the form of an online conference at a time fixed by the

International Department. The interview goal is to verify the foreigner’s level of the selected study

language and to provide a true and fair view of the foreigner’s personality, his/her life experience

and future plans.

6. The International Department recommends a foreigner to register for studies at the College if:
6.1. The International Department has carried out a foreigner’s initial interview and its result

is positive;

6.2. The Academic Information Centre has provided a positive opinion on the foreigner’s
previous education certificate;

6.3. the foreigner’s educational documents are legalized in accordance with the statutory
requirements.

7. The foreigner’s registration for studies, participation in the competition, conclusion of a study

contract and matriculation take place in accordance with the College Admission Regulations.



Annex 10
REGULATIONS OF THE SUPPORT SYSTEM FOR THE DISTANCE LEARNING TEACHING METHOD
MANUALS AND STUDIES

1. General Provisions

1.1. Distance learning means independent studies of the students of the Christian
Leadership College (hereinafter referred to as the CLC) provided under the support system
for the studies laid down in these Regulations: a complex arrangement whose main goal is
to help the students, stimulate their activities, as well as motivate and support them in
acquiring their competences.

Academic

Organisational

Support Support

Tests — E-leaming Meefings in Phone E-mail Web site
platform person
) Written study . ] Text
Video lectures materials Skype Talks messages
~— Feedback —
1.2. If necessary, the components of the students’ support system can be changed or
improved.
1.3. The teaching method manuals are developed in accordance with the objectives of

the CLC module and the content of the course curriculum included therein and the
relevant implementation timeline.
2. Academic Support for the Students

2.1. The academic support includes activities related to the substantive part of the
study process.

2.2. The components of the academic support for the CLC distance learning system
include the distance learningenvironment, telephone communication and face-to-face
meetings.

2.2.1. The distance learningenvironment:
2.2.1.1. Written study materials (including course descriptions, presentations, etc.);
2.2.1.2. Video lectures;
2.2.1.3. Tests (self-check tests, assessment-based tests, independent papers, other
types of tests);
2.2.1.4. Skype (final tests of the course)

2.2.2. Face-to-face meetings:
2.2.2.1. Lecturers’ advice (in accordance with the timetable for advice sessions, in
exceptional cases — outside the timetable, on an individual basis);
2.2.2.2. State examinations.



2.2.3. Telephone (lack of understanding of the content of the course curriculum, questions,
improving the quality of the course).
3. Organisational Support for the Students

3.1. Organisational support includes activities related to provision of all kinds of
information, motivation, mentoring, psychological support, etc.
3.2 The components of the organisational support for the CLC distance learning system

include the CLC website, e-learning website, face-to-face meetings, telephone and email.

3.2.1. Website https://e-learning.managementcollege.eu (section on the organisational
guestions of the study process)

3.2.2. CLC website http://www.managementcollege.eu/ (news, changes, current events,
“contact us”);

3.2.3. Face-to-face meetings (identifying the students’ needs, motivation, explanation,
mentoring, feedback, socialisation, etc.);

3.2.4. Telephone 28007735 (information, mentoring, motivation, feedback, insight into
achievements, etc.);

3.2.5. Email (information, mentoring, motivation, etc.).

4. Feedback
4.1. Feedback is an essential component of the CLC distance learning system, which is
aimed at providing an opportunity for the students to express their opinion on the
distance learning process, evaluate it and make suggestions to improve this process.

4.2. The students have an opportunity to comment on, and evaluate, both the
academic and organisational support for the studies at the CLC.

4.3. The academic and administrative staff of the CLC provide feedback to the students.

4.4, The students provide feedback in the following way:

4.4.1. By asking questions about the content of the study material or video after each
theme, expressing positive or negative assessment of the content of the course
curriculum within the distance learning environment;

4.4.2. By expressing criticism as well as making suggestions and reviews on the website,
by phone and by email;

4.4.3. By replying to the questionnaire on each course and its lecturer once a term;

4.4.4. By completing the graduates’ questionnaire assessing the study program as a whole
at the end of the studies.

4.5. The academic staff provide feedback in the following way:

4.5.1. By responding to the students’ comments and questions on the content of the
course curriculum within the distance learning environment;

4.5.2. By providing comments and assessment of the students’ tests within the distance
learning environment;

4.5.3. By providing comments and assessment of the students’ competences through
Skype or face-to-face meetings.

4.6. The administrative staff provide the following feedback:

4.6.1. Inform about the study process and extra-curricular events and comments on the
achievements on the CLC website;

4.6.2. Explain, motivate and identify the students’ needs by telephone, in person and by
email;

4.6.3. Examine and analyse the students’ criticism and reviews on the home page;

4.6.4. Analyse the results of the graduates’ survey.


https://e-learning.managementcollege.eu/

5. Procedure for the Development of the Teaching Method Manuals

5.1. The author of a teaching method manual at the CLC is a person with whom a
contract for the development of a relevant teaching method manual has been signed.

5.2 The main criteria for selecting the author by the CLC is his or her academic
education (Master’s degree or PhD) and practical experience.

5.3. When developing a manual, the author shall have the right to receive advice
regarding the content creation (from the Director of the Study Program) and regarding
solutions for technical issues (from the Head of the Distance Learning Department).

5.4. Upon the author’s request, individual issues related to the development of the
manuals may be discussed at the meeting of the Methodology Committee.
5.5. All distance components of the distance learning teaching method manuals must

be original; they must not conflict with the Copyright Law and they may not be used in an
identical manner in other educational institutions.

5.6. The author shall post the teaching method manual in the distance learning
environment within the deadline set in the contract.
5.7. The Head of the Distance Learning Department together with the Director of the

Study Program shall examine its content and completeness according to the course
description and royalty contract for the commissioned work, and decide on proposing it
for consideration by the Methodology Committee. If necessary, external or internal
experts may be involved to assess the content.

5.8. In the case of a positive decision, the acceptance report is drawn up, which shall be
signed by the author of the teaching method manual and the Director of the CLC.
5.9. The author of the manual or another lecturer with whom a contract shall be signed

may be invited to teach the relevant distance learning course.
6. Procedure for the Monitoring and Control of the Teaching Method Manuals

6.1. A teaching method manual shall be posted in the distance learning environment
before the beginning of the term (February or September) for which the relevant course is
scheduled.

6.2. The Head of the Distance Learning Department shall monitor and control the
availability and completeness of the teaching method manual.

6.3. Before the beginning of each term, the Director of the Study Program shall
convene a meeting of the Methodology Committee to analyse the teaching method
manuals of the programs within the relevant field of study. The author and the lecturer of
the appropriate course shall be obliged to participate in the meeting.

6.4. The teaching method manuals shall be evaluated using the following criteria:

6.4.1. Completeness and volume;

6.4.2. Breakdown into topics and the content of the topics in accordance with the
description of the module and the course;

6.4.3. Cross compliance of the content of the components of the manuals.

6.5. The Methodology Committee shall decide by a simple majority of votes on the
permission to use relevant manuals in the distance learning process.
6.6. In the event that the Methodology Committee acknowledges that a manual

requires to be improved, the Committee shall have an obligation to explain to the author
what improvements are needed and set the deadline.

6.7. A re-examination of the teaching method manuals shall take place during the next
meeting of the Methodology Committee.
6.8. Thequality of the distance learning teaching method manuals and the teaching of

the course shall be assessed by the students once a term. To this end, a students’ survey



shall be held and its results shall be examined by the Director of the Study Program. If
necessary, the Director of the Study Program shall decide on the need to improve the
manual and/or replace the lecturer.

6.9. The Director of the Study Program shall hold individual discussions with each
lecturer to analyse the assessment provided by the students and the ways of improving
the teaching quality.

6.10. If the students have given a low assessment to the quality of a teaching method
manual, the Director of the Study Program shall decide on the procedure to supplement or
revise the manual or its part.

6.11. The monitoring of the quality of a teaching method manual shall be the
responsibility of the relevant lecturer. The lecturer shall promptly inform the Director of
the Study Program of the changes and developments in the sector and the need to include
them in the teaching method manual.

6.12. The Director of the Study Program shall inform the Head of the Distance Learning
Department and the Director of the CLC of the necessary changes, and the Director of the
CLC shall make the final decision on the deadlines and the persons who shall implement
the changes.



