AHHOTAIIAS

padoueii nporpamMMbl y4eOHOH TUCHUILIHHBI
b1.B./1B.01.01 [lokymMeHTaIbHOE CONMPOBOKAEHHE MPHPOAO00XPAHHOIH 1eATeIbHOCTH
Hanpagiaenue noaroropku 6axanaspuarta_05.03.06 JxoJ0rus 1 NPUPOION0JIb30BAHUE

1. Heab nzyyeHust I CUMIJIMHbBI
Hemsmu  ocBoenuss aumcrmmumuasl  (Moxynst)  B1.B.JIB.01.01  JlokyMeHTajbHOEe  CONPOBOKIEHHE
NPUPOIOOXPAHHOM /eSITEJILHOCTH SBILIIOTCA: (OPMHPOBAHUE 3HAHUS W YMEHHS, IO3BOJITIOUIMX COCTaBIATH U
BECTH JOKYMEHTAITUIO i OTYETHOCTh B O0JIACTH SKOJIOTHH U IIPUPOJIOTIOIE30BAHMS.
2. Mecro qucunniunsl B crpykrype OIIOII BO éakanaspuama
VYuebnast mucuuminHa (Moxyns) bB1.B.JIB.01.01 [loxymeHTanpHOE CONPOBOXKAECHHE NPHUPOJOOXPAHHON
JeATeNIbHOCTH OTHOCUTCS K biioky 1 BapmartuBHasi 4acTb, JUCLMIUIMHA O BHIOOPY, (OpMHUpyeMas y4aCTHUKaMHU
00pa30BaTEIbHBIX OTHOIICHHIA.
3. Pe3yabTaThl 0cBOeHMsT JUCHUILTUHBI (MoayJisi) «B1.B.JIB.01.01 JokyMeHTa/IbHOE CONPOBOAKIAEHUE

MPHPOIOOXPAHHOM AeSITETLHOCTH

Ko u HaumMeHoBaHue
KOMIIETEeHIINH

HNupuxkatopsbl

Jeckpunropsl

IIpodeccuonanbubie komnerenuuu (1K)

MK-8. Criocoben
MIPUHUMATh y4acTHEe B
MIOJITOTOBKE
JOKYMEHTALUU JJIs
YCTaHOBJIEHUS
HOpPMaTHBOB 00pa30BaHUS
U pa3MelIeHHs OTXOHO0B

IIK-8.1. [IpunuMaer yyactue B
MOJATrOTOBKA JOKYMEHTAIUU AJIs
YCTaHOBJIEHUS HOPMATUBOB
00pa30BaHMs U pa3MEIICHUS
OTXOJIOB

YMeThb: MOJAr0TaBIUBATh TOKYMEHTAIHIO IS
YCTAHOBJIEHHS HOPMATHBOB 00pa30BaHUs U
pa3MeleH st OTXO/I0B

BJ'IaI[eTl): HaBbIKAMH y'—IaCTI/Ie B [IOAT'OTOBKA
)IOKyMeHTaI_II/II/I JJIs yCTaHOBHeHI/IH HOpMaTI/IBOB
00pa30BaHUs M Pa3MEIICHUS OTXOI0B

IIK-8.2. 3naer cTpykTypy
rOCYAapCTBEHHOTO Ka/lacTpa
OTXOJIOB U MOPSIIOK OTHECECHHS
OTXOJIOB K KJIacCy OHAaCHOCTH

3HaTh: CTPYKTYpY rOCYJapCTBEHHOTO Ka/acTpa
OTXOJIOB U MOPAJOK OTHECEHHS OTXOOB K KJIaccy
OIaCHOCTH

IIK-8.3. [Ipumensier
roCyAapCTBEHHBINA KaJacTp
OTXOJIOB JIJIs TOJATOTOBKH
JIOKyMEHTAI1H, UCIIOJIb3yEeMOM
TP OTIpEENICHNH Kilacca
OIaCHOCTH U MacIOpTU3alUU
OTXOJIOB, YCTaHOBJICHUS
HOpPMAaTHUBOB UX 06p330BaHI/I$[ u
pasmelieHus

YMerh: IpUMEHATh TOCY IapCTBEHHBIN KaaacTp
OTXOJOB JJIsl IOATOTOBKHM JOKYMEHTALUH,
UCTIONB3YEMOM IPU ONPEAEICHNUN Kiacca
OIIACHOCTH U IAaCIOPTU3ALMU OTXOM0B,
YCTaHOBJICHHSI HOPMAaTHBOB MX 00pa30BaHuUs U
pa3MeleHus

BuiaseTn: HaBbIKaMM yCTaHOBICHUS HOPMAaTUBOB
o0pa3oBaHus ¥ pa3MeNIeHHUs OTX0JI0B

MK-9. Criocoben
OLICHUBATH HKOJOTUUECKHI
ymiep0 U pUCKH IS
OKpYIKaroliel cpebl,
paccYHUTHIBATH
HKOHOMHYECKYIO

3¢ HEKTHBHOCTD
MPUPOTOOXPAHHBIX
MEpPOIIPUATHH, IIaTy 3a
[0JIb30BaHNE
MIPUPOTHBIME PECYpCamMu

MK-9.1. [IpuanMaeT ygactue B
OLICHKE HKOJIOTHYECKHUH ymepo u
PHCKH JUI OKpY’KaloIlel cpensl,
PacCUUTHIBATH SKOHOMUYECKYIO
3(hGEKTUBHOCTD
MPUPOAOOXPAHHBIX
MEpPOIPUATHH, [Ty 32
MOJIF30BAHUE IPHPOTHBIMU
pecypcamu

YMeThb: pacCUNTHIBATH SKOHOMHUYECKYIO

3¢ (HeKTUBHOCTH MTPUPOJOOXPAHHBIX
MEpPONPUATHI

BiageThb: HaBBIKaMH OLIEHKH SKOJIOTHYECKOTO
yiep0a ¥ pucka Ui OKpyKaroliel cpemspl,
paccuuTHIBaTh SKOHOMUYECKYIO 3P PEKTHBHOCTD
[IPUPOJOOXPAHHBIX MEPOIIPUATHM, ATy 32
IMMOJIb30BAHUE MMPUPOAHBIMU PECYpPCaAaMU

IIK-9.2. [IpumeHsieT METOAUKH
PacueToB 3KOJOTUYECKOTO
yuiep6a, prucKOB, BUJIBI
3KOJIOTHUECKHUX TJIATEHKEH;
MOPSZIOK TPEOCTABICHIS
OTYETHOCTH IO
TIPUPOIOOXPAHHON AEATEIEHOCTH

3HATB: MCTOAUKH PACYCTOB IKOJIOTUICCKOTO
ymepba, pICKOB, BHIIBI SKOJIOTHYECKUX
TUTATE)KEH; TTOPSAIOK MPEIOCTABICHIS OTYUCTHOCTU
O TIPUPOJOOXPAHHOMN EATCIHHOCTH

YMeThb: MIPUMEHSTh METOIUKH PACUETOB
9KOJIOTHYECKOTO yIepoa, pUCKOB, BUIBI
IKOJOTUYECKUX TIATEKEH; TOPS 0K
MPEI0CTABICHUSI OTYETHOCTH MO
MPUPOJOOXPAHHON JEATCIEHOCTH

BuiameTs: HaBEIKAMH PacYCTOB 3KOJIOTUICCKOTO
yuiep6a, pUCKOB, BUJIbI 9KOJOTHUYECKUX
TUTATeKEH; TTOPSIOK MPEOCTABICHHSI OTUCTHOCTU
10 TIPUPOJIOOXPAHHOMN JISSITENbHOCTH

MK-9.3.0cymecTBisier

¥YMeThb: IpeJ0oCTaBIATh CTATUCTUYECKON U




MOATOTOBKY MAaTepHUAJIOB IO OTYETHOH TOKyMEHTAILIMH 10

o0beMam BBIOPOCOB, cOPOCOB MPUPOIOOXPAHHOHN AEATEIHHOCTH OPraHU3aluu
3arpsA3HSOLIMX BEIIESCTB U 10 Buiajgerh: HaBbIKaMU [OJIrOTOBKA MaTEPHAIIOB
00paIIeHNuIo C OTXOAaMH IS 1o 06’beMaM BEIOPOCOB, COPOCOB
MPEIOCTABICHUS 3arpsI3HSIOIINX BEIIECTB U IO OOPAIICHHIO C
CTaTUCTHYCCKON U OTYETHOMH OTXOJIaMH JUIS TIPEIOCTABIICHUS

Z[OKyMeHTaL[I/II/I 110 CTaTHCTH‘-IeCKOfI nu OT‘{CTHOﬁ Z[OKyMeHTaIlI/II/I no
MIPUPOIOOXPAHHOM MIPUPOJIOOXPAHHOM JCATESILHOCTH OPraHU3aI[uU
JICSTEIbBHOCTH OpPraHU3alliy

CTpyKTYpa ¥ cojiep:KaHHe JUCHHILINHBI

4.1. CTpyKTYpa M CHUILIMHBI

Bupg yueoHoii padoThl Bcero IlopsiakoBLIi HOMeEp ceMecTpa

5 6 7 8

OO01mmast TPyA0EeMKOCTh TUCIUILIMHBI BCETO (B 3.€.), B TOM 4 4
qHce:

Kypcogoii npoekr (pabora) He NpedycMOmpeHo

AynuTOpHBIE 3aHATHUS BCETO 40 40
(B akaj. yacax), B TOM YHCJIE:

Jlexun 20 20

[TpakTHueCcKHe 3aHATHSI, CEMHHAPbI 20 20

JlabopaTopHble pabOTHI

CamocrosTtenbHas paboTta Bcero (B akaj. 4acax), B TOM 77 77
qHCIIe:

KCP

DK3aMeH 27 27

OO1ast TpyA0eMKOCTh TUCLIUTLTHHBIL 144 144

4.2. ConeprxaHue U CHUIIMHBI

Pazgen 100mue npuHOMNBI JOKYMEHTALMOHHOTO o0ecleveHHs JesiTeJILbHOCTH OpraHm3anuii B cdepe
NpHpoAONoab30BaHus. IloHaTHe nOKyMeHTa U JoKyMeHTanuu. OCHOBHBIE XapaKTEpUCTUKH JOKYMEHTA.
CognepxaHue JOKYMEHTa, KOHTEKCT, CTPYKTypa. YTpaBieHHE JOKyMEHTaMH B opranu3aruu. [loHsaTue
nenmonpousBoacTBa. HopmaTtuBHO-mIpaBoBasi 6a3a  ympaBieHHs JokyMeHTamMH. CTaHZapThl B YIpPaBICHUHU
nokymeHTamu. OOIIre NPUHIUIBI JOKYMEHTOBEICHUS B ACATEILHOCTH OpraHU3alii B chepe MPHPOOIIOIb30BaHS.

Pazgen 2 KinaccuduxaTopsl 1 yHH(PHIIMPOBAHHBIE CHCTEMbI J0KYMeHTauuu. [loHsTHE 0 KIaccupuKaImy 1
KoZMpoBaHNM HWH(popManuu. YHUUKAIMS JNOKyMeHTanuuu. ExnmHas cucreMa KiaccUKanMk W KOIMPOBAHHUS
TEXHUKO-dKOHOMUYeckoi u counuanbHoi wHpopMmanun (ECKK). YHuduuupoBaHHBIC CHCTEMBI JIOKYMEHTAIUH
(YCL). Mexnynaponusie ctanaaptsl ISO. Knaccudukatopsl n yHH(UIIMPOBaHHBIE CUCTEMBI IOKYMEHTAIIHH.

Pa3zgen 3 Ynpasiiendyeckass JOKyMEHTAIUSI B CHCTeMe NPHPOAONOAb30BaHus. [loHATHe ympaBieHueckoi
nokymenrtaiuu. Buapt OP/I. Tlonsrue Omanka AoKyMeHTa W pekBu3uToB. OOmme TpeOoBaHWs K OJlaHKaM M
opopMICHHIO TOKYMEHTOB. TpeOoBaHHsS K O(POPMIICHHIO PEKBU3UTOB JOKYMEHTOB. OcoObie TpeOOBaHHS K
W3TOTOBIICHUIO, YIETY W XpaHCHUIO OJIAHKOB ¢ Bocmpom3BeneHneM ['ocynapcTBenHoro repba P@, repboB cyObekToB
P®. YnpaBnenueckas TOKyMEHTalUsl B CUCTEME [IPUPOAOIOIB30BAHUS.

Paznen 4 Opranmzanusi pa6oTsl ¢ fokymMeHTamMu. JlokymenToodopor. Crennduka oprannsanun paboTs ¢
JOKyMEHTaMH B OpPraHM3alMsiX M OpraHax CHCTEMBI IPUpPOIONOIb30BaHus B PD. OOmenocTymHble JOKYMEHTH U
JOKYMEHTBI, JOCTYII K KOTOPBIM orpaHunumBaercsi. OpraHuzaius Tekymed paboTsl ¢ JokymeHTamu. OpraHuzanus
JOoKyMeHTooOopoTa. [lopsiok mpuema M paccCMOTpPEHHUs! JHOKYMEHTOB. Perucrpanus nokymeHTanuu. TexHoJorus
O6pa6OTKI/I MOCTYyHArOMMX HJOKYMCHTOB. OpFaHI/I?,aHI/IS[ JABMOKCHUA JOKYMCHTOB MCEXKAY MNOAPA3ACIICHUIAMMU.
I/ICXOZ[S[HlaSI JOKYMCHTalusd, TMOpAAOK €€ pPErucrpamnnu. OpFaHI/ISaHI/IH XpaH€HHUd JOKYMEHTOB W JCI.
Cucremarmsanusi M y4deT JOKyMEHTOB opraHm3amuu. HomeHkmarypa nen. ApxuB opranmsanuu. OmnpenencHue
cpokoB xpaHeHus. Opranu3aiys paboThl ¢ TOKyMeHTaMu. JJOKyMeHTO000pOT.

Oopa3oBaTesbHble TEXHOJIOTHH

O0pa3oBaTeNbHEIN MPOIecC 0 AUCIUILTIHE OPTaHU30BaH B ()OpME YUCOHBIX ayAUTOPHBIX U BHEAYTUTOPHBIX
3aHSITHH:

JIeKIUH (3aHATHUS JIGKIIMOHHOTO TUTIA);

WHTEPAKTUBHBIC JICKITHH;

JIEKIIUU-TIpecC-KOH(PEPECHITNH;

CEMHHAPBI, MPAKTHYECKIE 3aHATH (3aHATHS CEMHHAPCKO - IPAKTUIECKOTO THTIA);

TPEHUHTH U CEMUHAPHI TIO0 PA3BUTHIO PO(PECCHOHATBEHBIX HABBIKOB;

IPYIIOBBIC KOHCYJIBTAIINY;

WHIWBUIYAIbHBIC KOHCYJIBTAIIMA W WHBIC y4YeOHBIC 3aHATHS, MPEAYCMATPHUBAIONINC WHAWBUIYAITBHYIO
paboTy mpenoaaBarelis ¢ 00yYarONMMCS,;




® caMmocTosTenbHas paboTa 00yJaArOIINXCS;

Hcnonb3yemble pecypchl HH(POPMANHMOHHO-TEJIEKOMMYHHKAIIMOHHOIT ceTn «Internet»; nHgopmanuoHHbie
TEXHOJIOTHH, MPOrPaMMHbIE CPEICTBA H MH(OPMAIHOHHO-CIIPABOYHBIE CHCTEMbI

ba3pl JaHHBIX, HHPOPMALMOHHO-CIPABOYHBIE M IOUCKOBBIe cucTeMbl: Yandex, Rambler. MudpopmanmonHo-
rouckoBas cucrema 6ndnuorexku Murl'y.
1. Microsoft Windows 7, Windows 8, Windows 8.1, Windows 10
Microsoft Windows server 2003, 2008, 2012, 2016
Microsoft Office 2007, 2010, 2016
IIporpammasnii kommiekc MMUC “Busyansraas Ctymus TectupoBanus’”
AnTusupycaoe 10 Kaspersky endpoint security
6. CnpaBouHo-npaBoBas cucreMa «['apaHT

vk

@opMBbI TEKYILIEr0 KOHTPOJISI

Onpoc cmy0eHmog Ha yueOHbIX 3aHAMUSAX, cobecedosanue, KOLIOKGUYM, MeCm, NPOGEPKA KOHMPOLbHbIX padom,
pepepamos, 3cce

@opmMa NPOMEKYTOUHOT0 KOHTPOJIsI

Oxzamen

Pa3paborunku:
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