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1. Hesan u 321241 0CBOEHUS THCHHUIIHHBI
Heassmu  ocBoenust  aucuumimibl  (moaydsi) B1.B.JIB.01.01  JlokyMeHTajlbHOe  CONMPOBOXKIAEHUE

TMPHUPOIOOXPAHHON NeSATEIbHOCTH SBISIOTCS: (OPMHUPOBAHUC 3HAHHMS M YMCHHS, MO3BOJIIOIIUX COCTABJISITH M BECTH
JIOKYMEHTAIIHIO ¥ OTYETHOCTDH B OOJIACTH SKOJIOTHH U TIPHPOIOTIOIE30BAHHS.

3agaym ocBOEHUS TMCUMIIJIMHBI:

- JaTh TPEJCTaBICHHE O THIaX U (opMaTax JOKYMEHTOB B OOJIACTH OXpaHBI OKPY)KAIOMICH CPEIbl U UCIOIh30BaHUS
MIPUPOIHBIX PECYPCOB;

- paccMOTpeTh TPEOOBAHUSAMHE K MOATOTOBKE M O(QOPMIICHUIO, METOIbI YIIPABICHHS SKOJIOTUYECKON OTYCTHOCTHIO U
JIOKyMEHTalMe! Ha NpeANpUsTUH;

- chopMupOBaTh MPEACTABICHUE 00 IKOJIOTHIECKON OTUSTHOCTU U JOKYMEHTAIIUH PA3HOTO YPOBHS;

- HAYYUTHCA COCTABJIATH U O(bOpMJ'I)ITI) OKOJIOTMYECKYIO OTYETHOCTh U JOKYMEHTAIUIO.

Dopmupyemble TUCHUIUIMHON 3HaHUA M YMEHHS TOTOBST BBITYCKHHUKA JTaHHOW 00pa30BaTEIbHON MPOrpaMMBbl K
BBITTOJTHEHHIO CJITYIONINX 000OIEHHBIX TPYIOBBIX (DYHKIIUI:
C/6. Pa3pa0OoTka 1 IpOBEICHIE MEPOIPHSITHH MO TOBBIIEHHIO () (HEKTHBHOCTH MPUPOIOOXPAHHON AEATEIBHOCTH
opranuzanuy - 40.117. CiequanucT 1o 3K0JIOrHYecKoi 6e301acHOCTH (B IPOMBIIIIIEHHOCTH)

2. Mecto aucuuniunbl B ctpykrype OIIOII 6akanaBpuara

VYuebnas mucuumuza (Moayss) b1.B.JIB.01.01 [JokyMeHTanbHOE CONMPOBOXKICHUE MTPUPOIOOXPAHHON e TebHOCTH
otHOcHTCS K broxy | BapmaTmBHasg 4acTh, AWCIUIUINHA IO BBIOOPY, QopMupyemas y4aCTHHKaMH 00pa3oBaTeNbHBIX
OTHOLLEHHI.

YuebHas qucnuuirHa (Moyiib) 6a3upyercst Ha CIEAYIOMMX YIeOHBIX IUCIMIUINHAX (MOIYJISX):

9KOJIOTHIECKUH MEHEIKMEHT M ayIUT, TEXHOTCHHBIC CHCTEMBI M KOJOTHUCCKUA PHCK, HOPMUPOBAHHE M CHIYKCHUE
3arpsA3HEHUs] OKPY’KAIOILIEH Cpeabl, MPaBOBbIE OCHOBHI MPUPOJONOIL30BAHUS M OXpPaHA OKPYXKAIOLIEH Cpebl, OLIEHKa
BO37cHcTBUS Ha Okpyxawomyw cpeay (OBOC), SkOHOMHKA MPUPOAONONIB30BAaHUS, YCTOHYMBOEC pa3BUTHE, OXpaHa
OKpYy>Karollen cpebl.

Jns IpoxoskAeHNs JaHHOHW yueOHOH qUCHUIIIMHBI (MOYJIsl) HEOOXOIUMBI «6X00HbIe» 3HAHUSA, YMEHUS U HaBBIKH!

3uams:

- TEOPETHYECKHE OCHOBBI  3KOJIOTHYECKOTO MEHEPKMEHTa W ayAuTa, OCHOBBI OXpaHbl OKpYXalolmlel Ccpensl,
YCTOWYHMBOTO Pa3BUTHs, OCHOBHBIC ITOHATHS SKOHOMHKH M TPHPOAOINONIB30BAHMS, METOABI M NPHEMBI HOPMHPOBAHMUS,
CHIDKEHUS U KOHTPOJISL BBIOPOCOB M COPOCOB 3arps3HSIOIIMX BELIECTB B OKPYXKAIOLIYIO CPEAY;

- JeWcTByloIlee 3aKoHonarenbcTBa Poccuiickoit  Penmepanmu, perylupyromero OTHOIICHHS B cdepe
MIPUPOIOIIOIB30BAHUS, OXPAHBI OKPY>KAIOLIEH Cpebl, 00eCieueHHsI YKOJIOTHUECKONH Oe30acHOCTH.

Ymems:

-ompenensiTh 3)(HEeKTUBHOCTH MIPHPOIOTIOIE30BAHHAS;

- BBIJICNISITh OCHOBHBIE CTPYKTYPHBIC 3JIEMEHTHI BINSHUS XO35IHCTBEHHOH JEATEIFHOCTH Ha COCTOSIHUE IPUPOJHOM
Cpensl;

- OLIEHUBATH BO3/ICHICTBHE OCHOBHBIX OTPACIICH Ha COCTOSIHHE OKPY’KaIOIIEH CPeIbl;

- NPUMEHSATH METOJbl M NPUEMbl HOPMHUPOBAHHS, CHIDKEHHMS M KOHTpOJS BBIOPOCOB M COPOCOB 3arpsi3HSIOLINX
BEILECTB B OKPY>KAIOILYIO CPELLY

- UCIIOJIb30BAaTh MOJy4YEHHbIC 3HAHUSI OCHOB HOPMUPOBAHHUsI B TIPAKTUYECKON MPOPECCHOHATIBHOM AeSTeIbHOCTH

Buraoems:

CIOCOOHOCTH K MCIIOJIb30BaHMIO TEOPETHUECKUX 3HAHUHN B ITPAKTHUECKOM IEATEIbHOCTH;

- OCHOBHBIMH METOJAaMH aHAJIN3a BO3ACHCTBUS MIPEANIPUATHI Ha COCTOSTHUE OKPYKAIOIIEH Cpelbl;

- IPaKTHYECKUMH HaBBIKaMH pa3padOTKH IPON3BOJICTBEHHO-X03siicTBeHHBIX HopMaTuBoB: [1/IB, H/IC, mumuros
pa3MeIIeHHs OTXO0/IOB;

OcBoeHue JaHHOW y4eOHOM IUCHUILIMHBI (MOIYJIsl) HEOOXOAMMO JUISi TOCIENYIOMNX TEOPETHYECKUX JUCLUIUINH
(Momyneii) u y4eOHBIX MPAKTHK: MPEIIUITIOMHAs IPAaKTHKA, TOCYIapCTBEHHAs UTOTOBas aTTeCTalusl.

3. Pesyabrarhl ocBoeHusi aucuumiimHbl  (Moayas) bB1.B.JIB.01.01 J[lokymeHTajibHOEe CONPOBOKIEHHE
MPHUPOAOOXPAHHOM AeATETLHOCTH

IIporiecc w3y4eHus OUCHUIUIMHBI HampaBieH Ha (OPMHPOBAHUE DIEMEHTOB CIEAYIOIIUX KOMIETCHIMA B
cootsercTBUH ¢ PT'OC BO 1o 1aHHOMY HalpaBJICHUIO:

Kon HaunmenoBanmue HNuauxarop gocTuxkeHus B pesyabTare ocBOeHMs
KOMIIET KOMIETEHITHN KOMIIeTEHIIHHT THCIHILTAHBI 00YYAI0NIAICS
eHIIUH (3aKkpenyieHHblil 3a OUCYUNTIUHOIL) JOJIZKEH:

IIK -8. | Cmocoben nmpuHUMATH K-8.1. [TpuauMaeT ygactue B YMeTh: IOATOTAaBINBATE
ydacTHe B IOATOTOBKE MOJITOTOBKA JOKYMEHTAIINHN JIJIs JOKYMEHTAIHIO IS yCTAaHOBJICHUS
JIOKYMEHTAITUH JUTS YCTaHOBIICHHUSI HOPMATHBOB HOPMATHBOB 00pa30BaHUS U
YCTaHOBJICHHS HOPMAaTHBOB 00pa30BaHUs U Pa3MEIICHUS OTXO/I0B pa3MeIeHus OTXO0J0B
00pa30BaHus U Pa3MEIICHUS Bianern: HaBBIKAMH YYaCTHE B




OTXO0J0B

MO/rOTOBKA TOKYMEHTALMH JIJIsT
YCTaHOBJICHHSI HOPMATHBOB
00pa3oBaHMsI U pa3MelIeHHs
OTXOJIOB

IIK-8.2. 3naeT cTpyKTYypy
rocyJapcTBEHHOrO KaJacTpa OTXOAO0B
Y IOPSZAOK OTHECEHHS OTXOAO0B K
KJIaccy OIacHOCTH

3HATh: CTPYKTYpPY
rocyJapcTBEHHOI'O KaJacTpa
OTXOJIOB U MOPSAOK OTHECCHUS
OTXOJIOB K KJIACCy OAaCHOCTH

IIK-8.3. [Tpumenser
TOCYapCTBEHHBIN KaJacTp OTXOJI0B
JUIsl TIOATOTOBKH JIOKYMEHTAIIHH,
UCTIONIB3YEMOIt ITpU ONpeiesIeHUN
KJIacca OIMAaCHOCTH M IAaCIIOPTU3ALUH
OTXOJIOB, YCTaHOBJICHUS] HOPMAaTHBOB
UX 00pa30BaHUs U pa3MeLCHHS

YMeTh: NpUMEHSTh
roCyIapCcTBEHHBIN KaaacTp
OTXO/IOB JUIsSl TOATOTOBKU
JOKYMEHTAIMH, UCTIONIb3yeMOMH
IIPH OIIPE/IeNICHUH KJlacca
OTACHOCTH M MACIOPTH3AINA
OTXOJIOB, YCTaHOBJICHUS
HOPMAaTHBOB UX 00pa30BaHUs U
pa3MereHust

Baajerb: HaBBIKaMU
YCTaHOBJICHHS] HOPMATHBOB
00pa3oBaHMs U pa3MeIICHHs
OTXOZIOB

K -9

Crioco0€eH OLIEHNBATH
9KOJIOTHYECKUH yrepd u
PHCKH TS OKpPY>KaroIIen
CpeJibl, pacCUUTHIBAThH
9KOHOMHYECKYIO

3¢ HEeKTHBHOCTD
PUPOJOOXPAHHBIX
MEpPOIIPUATHH, [Ty 3a
MIOJIF30BAHNE TIPHPOTHBIMHU
pecypcamu

MK-9.1. [IpuarMaeT ygacTHe B OIEHKE
9KOJIOTHYECKHH yIepO U PUCKH AJIs
OKpY’Karowlei cpebl, paCCYUTHIBATH
SKOHOMHYECKYIO 3()(HEKTHBHOCTD
MIPUPOIOOXPAHHBIX MEPOTIPHUATHH,
IUIATy 32 NOJIb30BaHUE MTPUPOIHBIMU
pecypcamu

YMeThb: paccuuTHIBAThH
SKOHOMHYECKYIO 3P (HEKTHBHOCTD
TIPUPOIOOXPAHHBIX MEPOTIPHATHHA
BirageTnb: HaBBIKAMU OLIEHKH
9KOJIOTMYECKOTr0 yIiepOa 1 pucka
JUISL OKPY Karolle cpesipl,
paccUnTHIBATH 3KOHOMHYECKYIO
3¢ (EeKTHBHOCTD
MIPUPOIOOXPAHHBIX MEPOTIPUATHH,
IUTaTy 3a MOJIb30BaHNe
TIPUPOTHBIMH PECYpCaMu

I1K-9.2. [Ipumensier METOJUKHU
pacyeToOB  JKOJIOTHYECKOro  yIiiepoa,
PHCKOB, BUBI SKOJIOTHYECKUX
IJIaTeXel; TMOPSIOK MPEAOCTaBICHUS
OTYETHOCTH TIO TPUPOIOOXPAHHOU

JACATCIBbHOCTHU

3HaTh: METOJUKH PACUETOB
9KOJIOTHUECKOTO yiep0a, pUucKoB,
BH/JIbI 9KOJIOTHYECKHX TUTaTeXel;
TOPSAZIOK MPEIOCTaBICHUS
OTUYETHOCTH TI0 MIPUPOTOOXPAHHOM
JIeATeITbHOCTH

YMeTb: IpUMEHATb METOUKU
pacdeToB HKOJIOTUYECKOTO
ymiep0a, pUCKOB, BUIIBI
9KOJIOTUYECKHUX TIIATeXKEH;
TOPSIIOK MPEIOCTABICHHUS
OTYETHOCTH IO IPUPOJOOXPAHHON
JIESITENIbHOCTH

Baagerb: HaBbIKAMHU — PacyeToOB
9KOJIOTHYECKOTO yIiepOa, PHCKOB,
BHUJIbI DKOJIOTUYECKUX TIATEXEH;
TIOPSIIOK MPEeI0CTaBICHUS
OTUYETHOCTH TIO MPHUPOJAOOXPAHHON
JIeSITEIbHOCTH

K-9.3.0cymiecTBisieT  MOATOTOBKY
MaTepHalioB 10 00beMaM BBIOPOCOB,
cOpOCOB 3arpsA3HSIOIIMX BEILECTB H
Mo OOpamIeHHIO € OTXOJaMH JUIS
MIPEOCTaBICHUS] CTaTUCTUYECKOW U

OTYETHOM JOKyMEHTALMU no
NPUPOJOOXPAHHOM JIeATEIbHOCTH
OpraHu3aluuu

YMeTb: IpeaoCTaBiIsTh
CTaTUCTUYCCKON M OTUYETHOU
JIOKYMCEHTAIIIH TI0
MIPUPOTOOXPAHHOU
JIeATEIILHOCTHA OPraHu3alin
Biaaaernb: HaBBIKAMU IOJTOTOBKHU
MaTepHUaioB o o0bemMam
BBIOPOCOB, cOpocoB
3arps3HAIONINX BEMIECTB W IO
OoOpamieHnI0 ¢ OTXOJaMH  JUIs
MPEIOCTABICHUS




CTaTUCTUYCCKOM M OTYCTHOU
TIOKYMCHTAIIIHI 1o
MPUPOJIOOXPAHHON
JIeSITEIbHOCTH OpraHu3aluu

4. Ctpyktypa u coaep:xkanue aucuumiauabl (Moayisi) B1.B.JIB.01.01 [doxkymeHTajibHOE CONMPOBOXKIAEHUE
MPHUPOAOOXPAHHOM AeATETLHOCTH

4.1. Crpykrypa mucuumiunabl (Moayas) B1.B.J1B.01.01 JoxkymMeHTalIbHOE CONPOBOXKICHHE NMPHPOIO0OXPAHHOI

JAeATECJIbHOCTH

OO01ast TPyA0EMKOCTh TUCIMILIMHEI COCTABIISICT 4 3a4CTHBIX SUHUII, 144 JacoB.

OuHoe 00yyeHuUe

Ne Buabl yueonoi padoTsl, BKJIOYAsA @DopMBI TEKYLIEr0 KOHTPOJISI
n/n CAMOCTOSAITEbHYIO PA0OTY CTYAeHTOB H ycneBaeMOCTH (1o Hedenam
TPYA0eMKOCTH (B yacax) cemecmpa)
K ; C ®DopmMa IPOMeKYTOYHOM
OHTaKTHAas padoTa (CaMocTOATEIbHAS
p aTTecTalluu (no cemecmpam)
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1. Pazneua 1. 100mue npUHUMIIBLI JOKYMEHTAMOHHOTO o0ecrieyeH s 1esiTeIbHOCTH OpraHu3anuii B cgepe
NPHUPOION0JIb30BAHNS
1.1.| Tema 1.1. IlonstTue noxymenrau |8 [4 |2 |2 4 *
JTIOKYMEHTAaIINH. OcCHOBHBIE
XapaKTEPUCTUKU JIOKYMEHTA.
Copeprxanue JTOKYMEHTA,
KOHTEKCT, CTPYKTypa.
Tema 1.2. VYopasnenne |8 |4 |2 |2 4 *
JIOKyMEHTaMHd B OpraHU3AIlHH.
ITonsarue JIEJIONIPOU3BOCTBA.
HopmartuBHO-TIpaBoBas 6aza
YHOpaBIeHUS JTOKyMEHTaMH.
CraHmaptel B yIpaBICHUH
TIOKYMEHTaMH.
1.2.| Tema 1.3. OOmmue IpUHITHITBI 8 8 *
JIOKyMEHTOBEJICHUS B
JIeSITEeIbHOCTH OpTaHU3aIHil B
chepe mpupo0IOIb30BAHHUS.
2. Pazpen 2. Knaccupuxaropbl M yHH(PHUMPOBAHHbIE CUCTEMbI IOKYMEHTALMH.
2.1.| Tema 2.1. ITonsitne o |8 [4 |2 |2 4 *
kinaccuukanuyu U KOAWPOBAHUH
nHpOpMaLnH. Yuudukauus

nokymeHtaiun. ExnHas cucrema
KIacCu(UKAIMK W KOAUPOBAHHS
TEXHUKO-DKOHOMHYECKOM u
COIMAITEHOM nHpopManuu
(ECKK). YHaupunypoBaHHbIe
cucreMsl gokymenTanuu (YCJI).
MexayHapoaHbIe CTaHIAPTHI
1SO.




2.2.

Tema 2.2.
MEKAYHAPOIHBIX  CTaHAAPTOB
ISO B OpraHu3aIMsIX
TIPUPOJIOTIOIB30BAHHSI.

Buenpenue

Tema 2.3. Knaccudukatopsl u
yHUDUIUPOBAHHBIE CHCTEMBI
JIOKYMEHTAI[HH.

Pasnen 3. YnpaBiieHuyeckasi J0OKyMeHTalUs

B CHCTEMe NPHUPOION0JIb30BAHUS

Tema 3.1. Ilonstue
YIPaBICHYECKOW JOKYMEHTAIHH.
Bunet OPJl. Ilomstue OiaHka
JIOKyMEHTa U  PEKBHU3UTOB.
Ob6mme TpeboBaHUs K OJIaHKAM H
0(pOPMIICHHIO JOKYMEHTOB.

8

4

2 |2 4

Tema 3.2. TpeGoBaHus K
oopmiTeHHIO PECKBU3UTOB
JIOKYMEHTOB. Oco0Obie
TpeOOBaHUSI K H3TOTOBJICHHIO,
YY4eTy W XpaHEHHI0 OJIaHKOB C
BOCIIPOH3BEICHHEM

Tlocynapcteennoro repba PO,

rep6oB cyosexToB PO.

Tema 3.3.
OpTraHU3aIOHHO-
pacnopsauTeaTbHON
JIOKYMEHTALIUY.
HITATHOTO
CocraBieHue
HHCTPYKIIUH.
TIpUKa3a, pacrtopsHKeHHS,
PpEIIeHHS. OdopmieHne
JOKJIaTHOM/00BSICHUTEILHON
3aIMCKH.

Odopmienue

Iloaroroska
pacriucaHus.
JIOJIKHOCTHOU
ITonroroBka

12

Tema 34.
OpraHu3alOHHO-
pacnopsaauTenbHON
nokymeHtanuu. Hammcanme u
odopmiieHre aBTooHorpaduH.

Odopmienue

Tema 3.5. VYmopasnendeckas
JOKYMCHTalUA B CHUCTEME
MIPUPOIOIOIH30BAHUSI.

Pa3ngen 4 Opranu3zanus pa6oTsl ¢

aokyMmeHTamu. JJokyMeHT0000pOT.

Tema 4.1. Creruduka
OpraHu3aIx paboTsl c
JIOKyMEHTaMH B OpTaHU3alHsiX U
opraHax CHCTEMBI
pUPOAONOIb30BaHusl B PO.
OO01menocTynHple  JOKYMEHTBI H
JIOKyMEHTBI, JAOCTYIl K KOTOPBIM
orpannumBaercsi. OpraHuzanus
TeKyuien paboTsI c
NTOKVMEeHTAMU

8

4

2 |2 4




Tema 4.2. Opranuzauus
nmokyMeHTooboporta.  Iopsmox
npuemMa u paccMOTpeHus
JTOKYMEHTOB. Perucrpanus
JIOKYMEHTAIIUH. TexHoMOTHst
00paboTKH MOCTYNAIOINX
JTOKYMEHTOB. Opraamnzanus
IBIDKEHUSI TOKYMEHTOB MEXIY
monpaszneneHusMu.  Vcxomsmas
MOKYMEHTAaIlus, TOPSIIOK  ee
PETHCTPaIHH.

Tema 4.3. Opranuzauus
XpaHeHHs MOOKYMECHTOB M eIl
CucremaTu3anus u y4er
JIOKyMEHTOB OpraHU3all1H.

Tema 4.4. Homenkiarypa medm.
ApxuB OpraHu3aLuH.
OmnpezneneHne CPOKOB XPAHESHMUSL.

Tloozomoeka k sx3ameny, 3auemy

27

OO11ast TPyZA0EMKOCTh, B yacax

40 | 20| 20 71

27

[IpomexyTouHas arrecTaus

dopma

3auer

3aueT ¢ OLEHKOM

DK3aMeH

3ao4yHoe o0yueHue

n/n

HaumeHoBaHue pa3iesioB U TeM
AUCHHUILIMHBI (MOAYJIST)

cemMecTp

Buanl yueoHoii padoTsl, BKIIOYASA

CAMOCTOSAITEJbHYIO PA0OTY CTYAeHTOB 1

TPYAOEMKOCTH (B Yacax)

KonTakTHas pa6ora
padora

CamocTosiTeJIbHAN

DopMBbI TeKYLIET0 KOHTPOJISA
ycneBaeMOCTH (1o Hedenam
cemecmpa)

DopmMa IPOMeEKYTOYHOM

aTrecTaliuM (no cemecmpam)

Jp. BUIBI KOHTAKT. paboThI
Kypcosas pabora(npoekr)

[pakTrueckue 3aHsATHSI
JlabopaTopHbIe 3aHATHSA

Bcero
Jlexun
Bcero

[ToAroroBka K 3K3aMeHy, 3a4eTy

Hpyrue BUJIbI CaMOCTOSITENbHON

CobecenoBanne

—
ia
=
g

g
s
g

Konnoksuym

IIpoBepka TecToB

[IpoBepka KOHTPOIBH. paboT

Iposepka pedepara

IIpoBepka scce U UHBIX
TRONYECKUX DAOOT

KypcoBas paboTa (TIpoeKT)

D

Pazpgen 1. 1061mue npuHIUINBI JOKYMEHTALMOHHOTO 0O0ecrevyeHust

NPUPOA0MOJb30BAHUSA

CATCJIHbHOCTH OPraH

H3anu

=

B cep

(¢}

1.1.

Tema 1.1. [lonarue nokymeHTa 1
JIOKYMEHTAaLUH. OCHOBHBIE
XapaKTepUCTUKU JIOKYMEHTA.
Conepxanue JIOKYMEHTa,
KOHTEKCT, CTPYKTypa.

8

2 ]2 4

*

Tema 1.2. Ynpasnenue
JIOKyMEHTaMH B OpraHM3alHH.
[Monsitne JeNIONIPOU3BOCTBA.
HopmartuBHO-TIpaBoBas 6aza
yIpaBJeHUs JOKYMEHTaMH.
CraHpgaptel B yNpaBJICHUH
JIOKyMEHTaMH.




1.2

Tema 1.3. O0m¥ie TPUHIUITEL
JTOKYMEHTOBE/ICHUS B

JIESITEIIHOCTH OPTaHU3aIUil B
cepe MpUpPOIONOIH30BaHNS.

Pa3gen 2. Knaccnpukaropbl M1 yHHGUIMPOBAHHBIE CHCTEMbI JOKYMEHTAIIMH.

Tema 2.1. TlonsTre [
KIaccu(pUKaui U KOAUPOBAHUH
nH}pOopManum. Yuudukaums
JMIOKyMeHTanuu. Enunast cucrema
KJIacCu(UKAIUK U KOAUPOBAHHS
TEXHUKO-3KOHOMUYECKOMH u
COIMAIBHON nHpOpMaIN
(ECKK). YHnuurpoBaHHbIE
cucreMsl jgokymeHTanuu (YCJ).
MexayHapoIHbIC CTaHIIAPTHI
1SO.

8

2

2 4

2.2.

Tema 2.2.
MEXKAYHApPOIHBIX  CTaHAApTOB
ISO B OpraHU3aIIIX
MIPUPOIOTIOIB30BAHHSI.

Buenpenue

Tema 2.3. Kimaccuduxaropsr u
YHU(HULIUPOBAaHHbIE CHCTEMBI
JIOKYMEHTALUU.

Pa3gen 3. YnpasiieHueckass JOKyMEeHTaLMs

B CUCTEME NMPUPOAOIIOJIb30BAHUA

Tema 3.1. ITonsitne
YIPaBACHYESCKON JOKYMEHTAIHH.
Bunet OPJI. Tlonstue Onanka
MOKYMEHTa ¥ PCKBH3HUTOB.
Oo6mue TpeboBaHUs K OJIaHKAM H
0(pOPMIICHHIO IOKYMEHTOB.

8

2

2 10

Tema 3.2. TpeboBanus K
odopmIIeHHIO PEKBH3HTOB
JIOKYMEHTOB. Oco0bie
TpeOOBaHUS K H3rOTOBJICHUIO,
y4eTy ¥ XpaHCHHIO OJaHKOB C
BOCITPOU3BEICHUEM

TocynapctBennoro repba PO,

rep6oB cyosekToB PO.

Tema 3.3.
OpraHU3aIMOHHO-
pacnopsauTEIbHON
JIOKYMEHTAIIUH.
IITATHOTO
CocraBieHue
HHCTPYKIIHH.
npuKasa, pacnopspKeHusl,
peIIeHHUSL. OdopmiieHne
JIOKJIaHOI1/00BICHUTELHOM
3AMUCKU

Odopmienue

IloaroroBka
pacnucaHus.
JOJ>KHOCTHOM
ITonroroska

Tema 34.
OpraHU3alOHHO-
pacropsIUTeIbHON
JOKyMeHTanuu. Hamucanue u
odopmiieHre aBToOHOrpaduH.

OdopmiieHne

Tema 3.5.
JIOKYMEHTAITUS B
MIPHUPOIONIOIH30BAHUS.

Ynpasnenueckas
cucreme

Pa3nen 4 Opranusanus pa6oThl ¢ JoKyMeHTaMu. JlokyMeHT0000pPOT.




Tema 4.1. Crermudunka 8 10 *

OpTaHM3AINH paboTsl c
JIOKYMEHTaMHU B OpraHM3aLusiX U
opraHax CUCTEMBI

IpUPOAONOIb30BaHusl B PO.
OO0uienocTynHple JOKYMEHTHI |
JOKYMEHTBI, JTOCTYII K KOTOPBIM
orpannumBaercs. OpraHu3anus

TeKyIen paboTsI c

TOKVMEeHTAMU

Tema 4.2. Opranuzauus 8 10 *
JokymeHTooOopora.  [lopsimok

npuemMa u paccMOTpeHus

JIOKYMEHTOB. Perucrpanus

JIOKYMEHTAaLUH. TexHomnorus

00paboTku TTOCTYTIAFOIITIX

JIOKYMEHTOB. Opraxuszanus

IBIDKCHUST TOKYMEHTOB MEKIY
monpasneneHusMu.  Vcxomsmas
JIOKyMEHTallusA, TOpSIOK  ee
perucTpaluu.

Tema 4.3. Opranuzauus 8 3 *
XpaHEHUs JIOKyYMEHTOB H Jell.
CucremaTHh3anus )it y4er
JIOKyMEHTOB OpTaHHU3aIIAH.

Tema 4.4. Homenknarypa gem. | 8 6 *
Apxus OpTaHM3AIHH.
OmnpeneneHne CpoOKOB XpaHEHHUSI.

ITloozomoska x sx3ameny, 3auemy 8 9

O6m1ast TpyZ0EeMKOCTh, B 4acax 16 | 16 119 9 IIpomesxyTouHas arTecTanus

®dopma

3aueT

3aueT ¢ OLEeHKOM

DK3aMeH

4.2. Coaep:xanue JUCUMIJIMHBI (MOIYJI51)

Pazgen 100mue NPUHIUNBLI JOKYMEHTAMOHHOrO oOecnedeHUsl [eATEIbHOCTH OpraHuszanuii B cdepe
NPUPOAON0JIbL30BaHNA. [IoHATHE HOKyMeHTa M JOKyMeHTanuu. OCHOBHBIE XapaKTEPUCTHKU AOKyMeHTa. CoxepiKaHue
JIOKYMEHTa, KOHTEKCT, CTPYKTypa. YTpaBieHHe JOKyMEHTaMH B opranu3aiun. [lonsatie nemonponssoactsa. HopmartneHo-
mpaBoBasi 0a3a ympaBneHHs JAokyMeHTamu. CraHgapTbl B yOpaBlIeHMH JOoKyMeHTamu. OOmMe NPHHIUIIBI
JIOKyMEHTOBEJICHUS B JICATEIIBHOCTH OpraHU3alii B chepe MPHpPOIOIOIb30BaHMS.

Paznen 2 Kiacempukxatopsl W yHH(PUIMPOBAHHBIE CHCTEMbI JAOKyMeHTanuu. [loHsTHe 0 Kiaccudukanumm n
KOIMpOBaHNH MH(pOpManmu. YHu(UKanus JoKyMeHTarmu. Enunas cucrema Kinaccn(UKanuy U KOJMPOBAHUS TEXHUKO-
sKkoHOMHUeckoii W couuanbHod wuHpopmanuu (ECKK). VYuuduuumposanueie cuctemsl nokymeHtaiuu (YCJ).
Mexnynapouslie ctanaaptsl ISO. KnaccudukaTops! 1 yHH(HINPOBaHHBIE CUCTEMBI JOKYMEHTAIHH.

Paznen 3 VYmnpasiieHueckas AOKYMEHTAlUsi B CHCTeMe IPHPOJONO/Ib30BaHUs. [loHsATHE ympaBiIeHYECKON
mokymenTtaiud. Buast OPJI. Tlonsitue OiiaHka qOKyMeHTa U pekBu3nToB. OOIme TpeOoBaHus K OlaHKaM U O(OPMIICHHIO
JIOKyMeHTOB. TpeOoBaHMS K O(GOPMIICHHIO PEKBU3HTOB JOKYMEHTOB. OcoOble TpeOOBaHUS K W3TOTOBICHHIO, YUETy H
XpaHEHHIO OJIaHKOB C BoOcCHpom3BeleHWeM [ ocymapcrtBeHHOro repba P®, repboB cyOnektoB P®. VYmpammeHdueckas
JIOKYMEHTAalUs B CUCTEME IPUPOAONONb30BaHMUS.

Pasnen 4 Opranmmsanusi padorsl ¢ AokymMeHTamMu. JlokymeHTooOopoT. Crermduka opranusanuu pabOTHl C
JIOKYMEHTaMH B OpraHM3allMsiX W OpraHax CHUCTEMbl NPHPOAONONb30BaHHsS B P®d. OOmenocTynHble JOKYMEHTHl H
JIOKYMEHTBI, JIOCTYyIl K KOTOpPBIM oOrpaHuumBaercs. OpraHuzanusi Tekynied paboTel ¢ gokymeHTamu. OpraHuzarys
JokymeHTooOopora. Ilopsmok mpuemMa M pacCMOTPEHMsI JOKYMEHTOB. Perucrpaiys IOKyMEHTAlMH. TeXHOJIOTHS
00paboTKK MOCTYNAIOUIMX JOKYMEHTOB. OpraHu3anusi JBMKEHHS TOKYMEHTOB MEXAy MojapasjeneHusmu. Hcxoasmias
JOKyMEHTAIlsI, MOPSOOK ee peructparuu. OpraHu3anust XpaHeHHS AOKYMEHTOB W aen. Cucremaruzanust M y4deT
JIOKyMEHTOB opraumsanuyu. Homenkmartypa men. ApxuB opranuzannu. OmnperneneHue CPOKOB XpaHeHHs. OpraHusanus
paboThI ¢ JOKyMeHTaMHU. JIoKyMeHTO000pOoT.

5. OoOpa3oBaTejbHbIE TEXHOJIOTHH
OOpazoBarenbHBI TIpoOlleCC M0 JAWCHUINIMHE OpraHu30BaH B (opme y4eOHBIX 3aHATHH (KOHTakTHas pabora
(aymuropHO M BHEAYOUTOPHOW) 00ydJaromuXcs C MPeroaaBaTesieM U CaMOoCTOsTeNbHas paboTa o0ydaronuxcs). Y4deOHbIe




3aHATHS TPENICTABICHBI CICIYIONIMMHI BHIAMH, BKJIIOYAs y4YeOHbIC 3aHATHS, HANpPABJICHHBIE Ha NPOBEICHHE TEKYIIETO
KOHTPOJISl yCTIEBAEMOCTH:

®  JeKkuuH (3aHATH JEKIHUOHHOTO THIIA);

® CceMHHaphl, IPaKTHUECKHE 3aHATHA (3aHATHS CEMHHAPCKO - MPAKTHUECKOTO THIIA);

® IPYNIOBBIE KOHCYJIBTALUH;

®  PHIUBHIYyaJIbHbIE KOHCYJIbTAllMM ¥ WHBIE yueOHBbIE 3aHSTHS, NpeIyCMaTpUBAIONINE WHIWBHIYAILHYIO PaloOTy

MIPENOAaBaTENs ¢ 00yUarOIIIMCS;

® caMocTosTeNbHas paboTa 00yJaroITNXCS;

®  3aHATHS WHBIX BUIOB.

e  @dopma NIpOMEXYTOUYHOU aTTECTALUN — 3a4eT.

Buowt camocmoamenvnoii pabomul odyuaowuxca:

Metoasnt IT: Tema 2.1. Ilonsitue o knaccupukanuy ¥ KOIAUPOBAHMH MHGOpPManMu. YHH(HUKANUS JOKyMEHTAIHH.
Enunas cucrema kiaccuukanud M KOJUPOBAHUS TEXHUKO-dKOHOMHYECKOH U coruanbHoi uHdopmaiun (ECKK).
YuuguunpoBanusie cucremsl qokymentanun (Y CH). Mexnynapoausie cranaapts [SO.

Omnepexkaomas caMocTosiTesibHass padora: Tema 2.2. Bueapenwe MexIyHapomHBIX cTaHmapros ISO B
OpraHu3anuAax 1nmpupoa0noJIb30BaHuA.

Tecr: Pazmen 100mme npuHOMOBI JOKYMEHTAIMOHHOTO OOECHEUYEHHUS JESITENbHOCTH OpraHu3aluil B cdepe
npuponomnons3oBanusa. Pasmen 2 Kiaccudukaropsr u  yHHQHUIMpOBAaHHBIE CHCTEMBI JOKyMeHTamwmw. Pazmenm 3
VYnpaBneHdyeckass IOKyMEHTAIlMsi B CHCTEME IpHUpojornoib3oBanus. Pasmen 4 Opranuzanusi paboThl C JOKYMEHTaMH.
JIoKyMEeHTOO00POT.

Cemunap-kongepennusi: Tema 1.3. OOimue NpUHIUIBI JOKYMEHTOBEACHHS B JEATEIILHOCTH OpraHU3aluii B chepe
MPUPOAONOIH30BAHUS.

Pedepar-koncnekt: Tema 3.5. OdopmieHne opraHU3aIMOHHO-PACIIOPAOUTEIBHON NToKyMeHTanuu. Hamucanne u
odopmienne aproduorpaduu. Tema 3.4. OdopmiieHrE OpraHU3aNUOHHO-PACTIOPAAUTEILHONW TOKyMeHTauu. 110AroToBKa
MpHKa3a, pacmopsokeHus, pemeHns. OdopMieHne MOKIATHOW/ 0OBscHUTENbHOW 3amucku. Tema 3.1. ITlomsTtme
ynpasieHdeckoii qokymenTanuu. Buast OP/]. [lonsTre GnaHka JOKyMeHTa B peKBU3UTOB. Obme TpeOoBaHUS K OaHKaM
1 0(OPMIIEHHIO JOKYMEHTOB.

Pedepar-pestome: Tema 4.2. Opranuzanms AoKyMeHTooOopoTa. [lopsmok mpuemMa n paccMOTPEHHS JTOKYMEHTOB.
Peructpanust nokymenrtanuu. TexHoI0rus 00pabOTKH MOCTYNAIOIIUX TOKyMEeHTOB. OpraHusanus ABUKEHHs JOKYMEHTOB
MEXay nojpaszaeneHusMu. Mcxoasias nToKyMeHTaIus, mopsyiok ee peructpauuu. Tema 4.1. Cnenuduka opraHu3anuu
paboThI C JOKyMEHTaMH B OPTaHU3AIHUAX U OPraHax CHCTEMBbI IPUPOIOINOIb30BaHus B PD. O01me 0CcTyIHbIE JOKYMEHTHI U
JOKYMCHTBI, JOCTYII K KOTOPBIM OT'PaHUYUBACTCA. OpraHnsauI/m TeKyH_[eﬁ pa6OTBI C TOKYMCHTaMHU.

Acce: Tema 4.3. Opranuzanust XxpaHeHUS JOKYMEHTOB U fei. CucremMaTn3anus U y4eT JOKyMEHTOB OpraHH3alnH.

Yerupnii gaoxkiaan: Tema 3.3. OdopmiieHue OpraHH3allMOHHO-PACHOPSIANTENFHON MTOKyMeHTanuu. IloaroroBka
mraTHoro pacrucanus. CocTaBieHHe JOJDKHOCTHOW MHCTpykuuu. Tema 2.3. Kmaccuduxaropsl n yHH(HUIMPOBaHHBIC
CHCTEMBbI JOKyMEHTALHH.

Mucbmennblii qokaan: Tema 3.2. TpeGoBaHus K 0OPMIIEHHIO PEKBH3UTOB OKYMEeHTOB. OcoOble TpeOOBaHHS K
W3rOTOBIICHHIO, YYETy U XpaHEHHIO OJaHKOB ¢ BocmpousBeneHueM ['ocynapcrBenHoro repdba P®, repbos cyonekro PO.
Tema 1.1. Ilonstue moxymeHTa M JOKyMeHTanuu. OCHOBHBIE XapaKTEPUCTHKH JIoKyMeHTa. CopepxaHHe NOKYMEHTa,
KOHTEKCT, CTpykTypa. Tema 1.2. YmpaBieHue foKkyMeHTaMH B opranusanuu. [loHstue aenomnpousBojacta. HopmaTuBHO-
npaBoBast 0a3a ynpasieHus JoKyMeHTaMu. CTaHAapThl B yIPaBICHUN JOKYMEHTAMH.

KoanokBuym: Tema 4.4. Homenknarypa nen. Apxus opranuzanun. OmnpeneneHne CpoKoB XpaHEeHHsI.

6. YdeOHo-MeToAMYeCKOe oOOecredyeHHEe CAMOCTOSITEJIbLHOH padoThl cTyAeHTOB. OLeHOYHBIC CpeacTBa JUIA
TEKYLIEro KOHTPOJIA yClneBaeMoCTH, l'[pOMe)R}/'TO‘-lHOﬁ aTTeCTalluy 10 U TOraM OCBOCHUSA JUCHUIIINHBI.

6.1. Il;1an caMoCTOATEILHON PadoThI CTY/IEHTOB

Ne Tema Bun 3amanne |Pexomenayemal| KommuectBo gacoB
CaMOCTOSITENbHOM | (M3yuums, | s muTepaTypa (0onducHo
paboTsl svinoaHumo, |(Vrasvieaemes|coomeememeaogams
pewums, Homep u3 VKA3AHHOMY 8
useomosums)| pazoena 7) mabauye 4.1)
Ha Ha
OYHOM | 320YHOM
1 | Tema 1.1. Tlonatne JOKyMeHTa W ITuceMeHHbIH usyyuUme 0 (1,2,3,4) 4 4
JOKYMEHTAIHH. OCHOBHBIE JIOKJIaJT noozomogum a(1,2)
XapaKTepUCTUKH ToKyMeHTa. ComepikaHue b
JIOKYMEHTa, KOHTEKCT, CTPYKTYpa.
2 | Tema 1.2. VnopaBneHue TOKyMEHTaMU B [TucbMeHHbIi U3yuuUms 0 (1,2,3,4) 4 4
opranu3zarmd. [IoHsATHE JeTOPON3BOICTRA. JOKJIa] no020mosum (1,2)
HopmaTuBHO-1IpaBoBasi 0a3za ynpaBJieHUs b
nokyMeHTtamu. CTaHIapThl B yIPaBJICHUH




JAOKYMCHTAMM.

Tewma 1.3. O0mre TPUHIUITEL
JIOKYMCHTOBEICHUS B JICSITCIIBHOCTU
opraHusaiuii B cepe
MIPUPOIOIIOIH30BAHUS.

Cemunap-

KOoH(DepeHus

uzyuuUme
no02omoeum
b

0 (1,2,3.4)
A(1.2)

Tema 2.1. Tlonsitue o knaccupukKanuu u
KOIMPOBaHNM HH(OpManuu. YHUPHUKALM
JOKyMEHTAIIHH. Ennnas cucrema
KiaccuUKauyu ¥ KOAWPOBAHUS TEXHHKO-
SKOHOMHYECKOH u COLMAJIBHOM
nndopmanuu (ECKK). Yanpuunposanusie
CHCTEMBI JIOKyMEHTAIUH ycn.
MexayHapoanbie ctanaaptsl [SO.

Mertonpr IT

usyuUmo
n0020moeum
b

0 (1,2,3.4)
A (1,2)

Tema 2.2. BHempeHne MeXIyHapOIHBIX
CTaHIApTOB ISO B OpraHu3alusax
MIPUPOAOTIOJIBE30BaAHHS.

Onepesxatomas
CaMOCTOSTEIbHASL

pabora

uzyuUmsb
n0020moeum
b

0(1,2,3.4)
A (1,2)

10

Tema 2.3. Knaccudukartopsr u
YHUGHULIMPOBaHHbIE CHCTEMBI
JIOKYMEHTAIIHH.

VY CTHBIA JOKITaL

usyuUmob
no02omoeum
b

0 (1,2,3.4)
A(1.2)

10

Tema 3.1. [TlonstHe ympaBiIeHUYECKOM
nokymernrtanuu. Bumer OPJl.  Ilonsrtue
OmaHKa ITOKyMEHTa M pekBH3uTOB. OOmime
TpeboBaHUsT K OnaHKaM M O(OPMIICHHUIO
JIOKYMCHTOB.

Pedepar-KOHCIEKT|

usyuUmo
no020moeum
b

0 (1,2,3.4)
A (1,2)

10

Tema 3.2. TpeGoBanust K 0GhOPMICHHIO
PEKBH3HUTOB JIOKYMEHTOB. Oco0sbie
TpeOOBaHMS K M3rOTOBICHHUIO, Yy4eTy H
XpaHEHUI0 OJaHKOB C BOCHPOHM3BEACHHEM
locynapcreerHoro rtepdba P®, repbos
cyOBeKTOB PD.

IInceMenHbIH

JOKJ1azng

UsyyUmo
n0020moeum
b

0 (1,2,3.4)
A (1,2)

10

Tema 3.3. OdopmicHue opraHU3aIlMOHHO-
PacopsIUTEIbHOM JIOKYMEHTALIU Y.
HO}IFOTOBKa IITAaTHOT'O pacnrcanus.
CocraBjieHHE O/DKHOCTHOH HWHCTPYKIIUH.
IMogroroBka  mpuKasa, pacrlopsDKEHUS,
PpeIeHws. Odopmirenne
JIOKJIATHOW/ 00 BSICHUTEIIEHON 3aITHCKH.

VY CTHBIA JOKITaL

usyHUmb
no02omoeum
b

0 (1,2,3.4)
A(1.2)

12

18

10

Tema 3.4. Odopmnenne opraHu3annoOHHO-
pacnopsauTenbHO JIOKYMEHTALUH.
IlonroToBka  mpuKasa, pacHOpsKEHus,
peIIeHusI. Odopmnenune
JIOKJIIHOW/00bSCHUTENLHOM 3alIHCKH.

Pedepar-koHCTIeKT

usyuUmsb
n0020moeum
b

0(1,2,3.4)
A (1,2)

11

Tema 3.5. Odopmnenne opraHu3annOHHO-
PpachopsIIUTeIbHON JIOKyMEHTAIHH.
Hanucanue u odopmiienne
aBrobuorpaduu.

Pedepar-koHCTIEKT

uzyuUmsb
n0020moeum
b

0(1,2,3.4)
A (1,2)

12

Tema 4.1. Croenuduka opraHuzanuu
paboThl C JOKyMEHTaMH B OpraHU3alusiX U
OpraHax CHCTEMBI HMPHPOAOIONB30BAaHUS B
P®. OOmemocTynHple ITOKYMEHTHl H
JIOKYMEHTHI, JOCTYTI K KOTOPBIM
orpanuumBaercs. OpraHuzanus TeKyLieit
paboThI C JOKYMEHTaMH.

Pedepar-pestome

UsyuUmo
n0020moeum
b

0 (1,2,3.4)
A (1,2)

10

13

Tema 4.2. Opranuzanus
JokymeHtoobopora. Ilopsimok mpuema u
paccMOTpeHHs JOKyMEHTOB. Permcrparus
JOKyMeHTanuu. TexHomorus oOpaboTKH
MOCTYHAIONINX JTOKyMEHTOB. OpraHuzaus
JBIDKEHUS JIOKYMEHTOB MEXTY
MOJPa3IEICHUSIMH. Ucxopsamas
JIOKYMEHTAIIHs], MOPSIOK €€ PeruCTpallly.

Pedepar-pestome

usyyuUmo
n0020mosum
b

0(1,2,3.4)
A (1,2)

10

14

Tema 4.3. OpraEu3auus  XpaHeHHUsS
JOKYMEHTOB W nen. Cucremaruzaiys |

Occe

u3yuUmo
1n0020MoBUm

0 (1,2,3,4)
A (1,2)




Y4YeT JOKYMEHTOB OPTaHH3ALHH. b

15 | Tema 4.4. Homenknarypa pen. ApxusB Komnnoxsuym U3yuumo 0 (1,2,34) 3 6
OpraHu3aIy. Onpenenenue CPOKOB noo2omogum O(1,2)
XpaHEHHSI. b

6.2. MeTtonnyeckne yKka3aHus M0 OPraHU3aLMM CAMOCTOATEbHOI padoThl CTYAEHTOB

MeTonnyeckne peKOMeHIAINHU M0 MOATO0TOBKeE K KOJJIOKBHYMY (codece10BaHMIO)

KosutokBuymMoM Ha3biBaeTcsl coOeceZioBaHNE TPENoJiaBaTelisi U CTYJCHTa 10 3apaHee ONpeeJICHHBIM KOHTPOIbHBIM
BorpocaM. Llenblo KoyutoKBHyMa sBiIsieTcsi (JOPMHUPOBAaHHME Y CTY/IEHTA HABHIKOB aHAJIM3a TEOPETHUECKHX IMpolieM Ha
OCHOBE CaMOCTOSITENILHOTO HM3Yy4YeHHMs Yy4eOHOW W HayuyHOH JuTepaTypbl. Ha KOJUIOKBHYM BBIHOCSATCSI KpYIIHBIE,
npoOJIeMHbIe, HEPEAKO CIIOPHBIE TEOPETUUECKHE BOIIPOCHL. YTIOp JefaeTcs Ha MOHOTrpaduyeckue padoThl.

Ot crynenra Tpedyercs:
- BJIaJICHHE U3YYCHHBIM B X0JI¢ Y4eOHOT0 Ipoliecca MaTepraIoM, OTHOCSIIMMCS K paccMaTpuBaeMoil mpodieme;

- 3HaHWE Pa3HBIX TOYEK 3PEHHs, BBHICKa3aHHBIX B HAy4YHOH JIMTEpaType MO COOTBETCTBYIOIIEH mpobieme, ymeHue
COIOCTABIIATh UX MEXIY COOOM;

- HaJIM4he COOCTBEHHOI'0 MHEHHS 110 06Cy)KIIaeMLIM BOIIPOCaM U YMEHHE €TI0 apryMEHTUPOBATD.

KoiokBuyM — 310 HE TONBKO (popmMa KOHTPOJIS, HO M METOA yriTyOneHus, 3aKpeIIeHNs] 3HAHUH CTyIeHTOB, TaK KaK B
xoze cobeceoBaHUs MPENOAABATENb PA3BICHIET CIOXKHBIE BONPOCHI, BOSHUKAIONIME Yy CTYAEHTa B IPOLECCe M3yUYEHUS
JTaHHOTO McTOoYHMKA. OJJHAKO KOJJIOKBHYM HE KOHCYJbTAlMsA M He dKk3aMeH. Ero 3amaua moOMTHCS TiryOOKOTO M3ydeHHMs
0TOOpaHHOTO MaTepHaja, NMpPoOyIUTh Yy CTYAEHTAa CTPEMIICHHE K YTCHHIO JIONOJHUTEIBHOW HAyYHOH JIUTEpATyphl MO
n3y4aeMoH JTUCIUILIMHE.

IToozomoska K KooKeUyMYy.

IToaroroska K KOJJIOKBUYMY HAUYHMHACTCS C YyCTAHOBOYHOM KOHCYJIBTAIIMM MPETIOIABATENS, HA KOTOPOH OH pa3bsCHICT
Pa3BEpHYTYIO TEMAaTUKy INPOOJIEMBI, PEKOMEHIYET IJUTEpaTypy Il M3ydeHHS U OOBACHAET NPOLEAYPy MPOBEACHHS
KOJUTOKBHyMa. Kak mpaBHiIo, Ha CaMOCTOSITENBHYIO MOATOTOBKY K KOJUIOKBHYMY CTYIEHTY OTBOAWTCA 3-4 Hemenw.
Meroanueckne yKa3aHHS COCTOAT W3 PEKOMEHAAIMH 0 M3Y4EHHI0 HCTOYHHMKOB M JIMTEPATYpPbl, BOIPOCOB JUIS
CaMOIIPOBEPKU U KPATKUX KOHCIEKTOB OTBETA C MEPEUUCICHUEM OCHOBHBIX (DaKTOB M COOBITHI, OTHOCAIIMXCS K ITyHKTaM
IUIaHa KaXAOW TeMbl. DTO IOMKHO IIOMOYb CTYICHTaM LEJICHANPABICHHO OPraHW30BaTh pPabOTy IO OBJIAACHHIO
MaTepuanoM U €ro 3almoMHHaHuio. IIpy MOArOTOBKE K KOJNJIOKBHYMY CIEAYET, HPEXIE BCEro, MPOCMOTPETh KOHCIEKTHI
JEeKIUH U MPaKTUYECKUX 3aHATHH M OTMETHTh B HUX MMEIOLIMECS] BOIPOCHI KOJUIOKBHYMa. Ecim Kakue-To BOIPOCH
BBIHECEHBl IPENOJaBaTe]ieM Ha CaMOCTOSATEIbHOE W3Y4YCHHE, CIeIyeT oOpaTuTbess K y4eOHOW mmTepartype,
PEKOMEHIOBAaHHOH MPENIOJaBaTeNeM B KaUeCTBE HCTOUHHUKA CBEJCHUI.

KOJ'IJ'IOKBI/IyM IIPOBOAUTCH B (I)OPMG I/IHI[HBI/I,I[yaHLHOﬁ 6CCCZ[LI npenoaaBaTesl ¢ KaXXAbIM CTYACHTOM WIN 6606[[51 B
HEOONBIINX rpynrnax (2-3 ‘ICJ’IOBGK&). OOBIYHO npenoaaBaTeyib 3a4a€T HECKOJIbBKO KPATKUX KOHKPCETHBIX BOIIPOCOB,
IO3BOJIAAOIINX BBIACHUTH CTCIICHDb ,IlO6p000B€CTHOCTI/I pa6OTH C HHTepaTypOﬁ, MIPOBEPACT KOHCIICKT. Z[EU'ICC boiee
HO,Z[pO6HO O6CY)K,HaCTC$I Kakas-1u00 CTOpOHa HpO6J’I€MLI, YTO IMO3BOJISICT OUCHUTL YPOBCHDb ITIOHUMAHUAA.

Memoouueckue ykazanusa no HAnUCAHUI0 00K1a0a

-Joxman. [Jloknan - myOnu4HOE COOOLICHUE WIIM OKYMEHT, KOTOPBIE COZIEpKaT MH(MOPMALUIO U OTPAKAIOT CYTh
BOIPOCA WITU UCCIIEIOBAaHUS TPUMEHHUTENIFHO K JAHHOW CHUTYalHH.

Bunpr noxknanos:

1. YcTHBII gOKTAM - YUTaeTCs IO UTOTaM IpoJIeIaHHON paboThI M ABIIETCS dPPEKTUBHBIM CPEACTBOM Pa3bICHEHUS
ee pe3yNbTaToB.

2. [lucepMeHHBIH HOKIa: - KpaTkuid (1o 20 cTpaHUIl) - pe3loMupyeT Hanbolee BAKHYI0 HHPOPMAIINIO, TIOTYICHHYIO B
XOJIe MCCIIEIOBaHUs; - MOpoOHbIi (10 60 cTpaHHI) - BKIIOYAET HE TOJIBKO TEKCTOBYIO CTPYKTYPY C 3arOJIOBKaMH, HO U
JMarpaMMBl, TaOJHIII, PUCYHKH, (poTorpadun, MpUIT0KEHNS, CHOCKH, CCHUTKH, THIIEPCCHIIKH.

Brinonnenue 3apanus:

1) wetko chopmynupoBaTh TeMy (HarpuMep, MUCbMEHHOTO JIOKJIa[);

2) W3y4uTh M MOAOOpaTh JTUTEPaTypy, PEKOMEHAYEMYIO MO TeMe, BBIACINB TPH HCTOYHUKA OHOImorpaduveckoi
nHpopManuK: - NepBUYHbIE (CTAThH, AUCCEPTAIMU, MOHOTpadHH U T. 1.); - BTOpU4HbIe (Oubnmorpadus, pedeparuBHbie



JKypHAaJIbl, CHTHaJbHas WHQpOpMaLys, IUIaHbl, Tpad-CXeMbl, MPEIAMETHbIC yKa3aTedd M T. A.); - TPETHYHBIC (0030pHI,
KOMIHJISITHBHEIE Pa0OTHI, CIIPAaBOYHBIE KHHUTH U T. A.); 20

3) HancaTh IIIaH, KOTOPBIH HOIHOCTHIO COTJIACcyeTCs C BHIOPaHHOM TEMOW M JIOTHYHO PAacKpPhIBACT €e;

4) HanMcaTh OKJIaJ, COOIoNIas Cleyonre TpeOOBaHUs: - K CTPYKType JIOKJIa/ia - OHa JOJDKHA BKIIIOYAaTh: KpaTKoe
BBe/ICHHE, OOOCHOBBIBAIONIEE AaKTyaJbHOCTh IMPOOJEMBI; OCHOBHOM TEKCT; 3aKJIOUCHHE C KPAaTKUMH BBIBOJAMH MO
ucclelyeMoil IpobieMe; CIUCOK HCIONb30BAaHHOM JHUTEPATyphl; - K COAEPKAHUIO JOKIana - oOIIUe IIOJIOKEHHS HaJo
HOAKPENHUTh M MOSCHUTh KOHKPETHBIMH IIPHUMEPAaMH; HE IepECKa3blBaTh OTACNIbHBIC IJIaBbl y4eOHHKAa WM ydeOHOTro
MOCOOHS, a U3JIOKHUTh COOCTBEHHBIE COOOPAXKEHHS TI0 CYIIECTBY paCCMaTPUBAEMbIX BOIIPOCOB, BHECTH CBOU MPEIIOKEHUS;

5) oopMHUTE pabOTy B COOTBETCTBHH C TPECOOBAHHUAMHU.

[Tnarupyemblie pe3yapTaThl CAMOCTOSTEFHON pabOTHI:

- CIIOCOOHOCTH CTYJICHTOB aHAJIM3MPOBATh PE3yJbTAaThl HAyYHBIX HMCCIEIOBAHMHA M NPHUMEHATh WX TNPHU PEUICHUH
KOHKPETHBIX 00pa30BaTEIbHBIX U HCCIIEI0BATENLCKHUX 3a/1a4;

- TOTOBHOCTb HCIIOJIb30BaTh HHAWBUAYaJbHbIE KPEAaTHBHBIE CIOCOOHOCTH JUIS OPUTMHAJIBHOTO PELICHUS
HCCIIEIOBATENIbCKUX 33/1aY;

- CIIOCOOHOCTBH peIlaTh CTaHIAPTHHIE 3aJaddl NPOQECCHOHATIBHOH NesTeNbHOCTH Ha OCHOBE MH(OPMAILMOHHOH H
oubmmorpaduueckoll KyJabTypsl € TpPHUMEHEHHEM HH()OPMAIMOHHO-KOMMYHHKAIIHOHHBIX TEXHOJOTUH M C y4eToM
OCHOBHBIX TpeOOBaHUI HHPOPMALOHHOI 0e30MacHOCTH.

Memoouueckue ykazanus no Hanucanuio pegpepama

- Pedepar. Pedepar (or nar. refere - moxiaapiBaTh, COOOMIATh) - MPOIYKT CaMOCTOSITEIFHOTO TBOPUYECKOTO
OCMBICJICHUS U HpeOGpa?:OBaHI/IH TCEKCTa NMEPBOMUCTOYHHKA C HEJIBIO TTOJTYUYCHHA HOBBIX CBeIleHI/Iﬁ 1 CyHICCTBCHHBIX JTaHHBIX.

Bunp! pedepatos:

- pedepar-KoHCIIEKT, comepKamuii GpakTrdeckyio nHpopMaIio B 0000IIeHHOM BHU/IE, HIUTIOCTPATHBHBIN MaTepHal,
pa3iiuuHbIe CBEICHHSI O METOAX UCCIICOBAHMS, pe3yJIbTaTaX UCCIEAOBAHUS U BO3MOXKHOCTSX UX MIPUMEHEHHUS;

- pedepar-pesrome, comepKaIuii TOIBKO OCHOBHEIC TTOJIOKCHHUS JaHHOW TEMBI,

- pedepaT-0030p, COCTaBIIEMBII HA OCHOBE HECKOJIBKHX MCTOYHIKOB, B KOTOPOM COTIOCTABIISIOTCS pa3IHYHbIE TOUKH
3peHus 110 JaHHOMY BOIIPOCY;

- pedepat-noKnan, conepxanuii OObEKTHBHYIO OLIEHKY ITPOOIIEMBI;

- pedepar - pparMeHT EPBOUCTOYHHKA, COCTABISIEMBIN B T€X CIy4asiX, KOTAa B TOKYMCHTE-IICPBOMCTOYHHKE MOXKHO
BBIJICTIUTh YacTh, pa3liesl WM (parMeHT, oTpaxkarone HHPOPMAIIMOHHYIO CYIIHOCTh JOKYMEHTA WM COOTBETCTBYIOIUE
3amade pedhepupoBaHUS;

- 0030pHBIA pedepar, COCTaBIsIEMBbIi Ha HEKOTOPOE MHOXXECTBO JIOKYMEHTOB-TIEPBOMCTOYHHUKOB U SIBJISIOLIMMCS
CBOJTHOW XapaKTEPHCTUKON OTPEIEICHHOT0 COIep KaHus TOKYMEHTOB.

Buvinonnenue 3adanus:

1) BEIOpaTh TEMy, €CIIi OHA HE OIpe/esieHa IPeroiaBaTeeM;

2) onpeAennTh NCTOYHHUKH, C KOTOPBIMHU IIPHJIETCsl paboTaTh;

3) U3y4uTh, CUCTEMATU3UPOBAThH U 00pPadOTAaTh BHIOPAHHBIH MaTepual U3 HCTOYHHUKOB,

4) COCTaBUTH ILIaH;

5) Hancatb pedepar:

- 000CHOBATh aKTyaJbHOCTh BEIOPaHHOM TEMBI;

- yKa3aTh HCXOJHBEIC JaHHBIC peeprupyeMoro Tekcra (Ha3BaHHE, TIc OIMyOJIMKOBaH, B KaKOM TOIY), CBEACHHUS 00
aBtope (®. U. O., cnenuaibHOCTD, YUCHAs CTEIICHb, yICHOE 3BaHMHE);

- chopMyIMpoBaTh MPOOIEMaTHKy BEIOPAHHON TEMBI;

- IPUBECTH OCHOBHBIE TE3UCHI pehepupyeMOoro TEeKCTa U UX apryMEHTAIHIO;

- ceraTh o0IIMil BEIBOJ 110 Mpo0JIeMe, 3asBICHHON B pedepare.

[Tnanupyemble pe3yIbTaThl CAMOCTOSTENLHOM PaboThI:

- CIIOCOOHOCTB CTYJCHTOB K 0000IIEHHIO, aHATN3Y, BOCIIPHATHIO HH(OPMALINH, IIOCTAHOBKE LN U BBIOOPY ITyTei ee
JOCTHUXKEHUS;

- CITOCOOHOCTH JIOTHYECKH BEPHO, apTYMEHTHPOBAHHO H SICHO CTPOUTH YCTHYIO H TUCBMEHHYIO PEUb.

- Metoas! IT - co3gannst KOMIIBIOTEPHBIX NPE3EHTALMM, B TOM YHCJIE MYJIbTUMEIUIHBIX.

Ilpesenmayusi — 3TO TPOMYKT CAMOCTOSTEIBHOW pPabOTHI CTYIEHTa, NPENCTaBISIOMNN cobolf Meauapabdory,
COIIPOBOXKIAIONIYI0 YCTHOE BBICTYIUICHHE M O00ECHEeYMBAIOIIYI0 3(QQEKTUBHOCTh BOCHPHUSATHS H3JIaraeéMoro B XOJ€
BBICTYIIJICHHUA MaTCpuajia.

TemaTnka W HamoJHSIEMOCTH IOJIOTABINBACMBIX CTYJICHTAMH IPE3CHTAIMH ONpenessieTcsl TeMaTUKOW JIOKJIa/0B,
COOOIIEHNH 1 BBICTYIUICHHH, KOTOPBIE TOTOBSTCS IO COOTBETCTBYIOLIMM BOTIPOCAM H3y4aeMBIX TEM.

HpeseHTauI/m — OTO NPAKTHUKAa KOMIIJICKCHOT'O BBICTYIJICHUSA, ITOKa3a U 00BSICHEHUS Marepuajia Jjisd ayaIuTOPpUun U
y4aIIerocsi ¢ UCHOIb30BaHUEM Meanapa0oTe.. MeamapaboTa B CTPYKType MPE3CHTAIMU (Jajiee — TPE3CHTAINSI) MOXKET
MIPEICTaBIATh COOOW COoYeTaHHe TEKCTa, WILIIOCTpAui K HeMy, MMMNEePTEKCTOBbIX CCHUIOK, KOMITBIOTEPHON aHMMAITUH,
rpaduKy, BUaEO, My3BbIKH U 3BYKOBOTO psifa (HO HE 00s3aTeNbHO BCE BMECTE), KOTOPhIE OpPraHN30BaHbI B €HHYIO Cpeny,
BEIIEPXKAHBEI B enuHOM rpadudeckom crmime. KpoMe Toro, mpe3eHTamus HMEET CHOKET, CICHapui W CTPYKTYpY,
OpPTraHU30BaHHYIO JJIsI yIOOHOTO BochpusiThs MH(popManuu. OTIMYUTENbHOH O0COOEHHOCTHIO TPE3CHTAlUH SBJISETCS €€
MHTEPaKTUBHOCTb, TO ecThb co3JgaBaeMas Ul IOJB30BaTeNsi BO3MOMKHOCTH B3aUMOJICHCTBHUS uepe3 3IIEMEHTHI


https://ru.wikipedia.org/wiki/%D0%93%D0%B8%D0%BF%D0%B5%D1%80%D1%82%D0%B5%D0%BA%D1%81%D1%82
https://ru.wikipedia.org/wiki/%D0%98%D0%BD%D1%82%D0%B5%D1%80%D0%B0%D0%BA%D1%82%D0%B8%D0%B2%D0%BD%D0%BE%D1%81%D1%82%D1%8C

ynpasieHusl. BHe 3aBHCHMOCTH OT HCIIOJIHEHHS MPE3CHTAlMs IOJDKHA YETKO BBIMOJHATH MOCTABICHHYIO L€Nb: TOMOYb
IOHECTH TpeOyeMyto HHPOPMAIHio 00 00BEKTE MPE3CHTAIHH.

Yare Bcero npe3eHTalust MpecTaBiseT co0oi COBOKYITHOCTE ciaiiioB. Ho mpe3eHTanust — 3T0 He IPOCTO CIIAIBI €
TEKCTOM W KapTHHKaMH, CONPOBOXIAIONME BBICTyIUIeHWe. Ciaiifibl — BCEro JMING MJUIIOCTPATHUBHBIA Marepuan K
BBICTYIUICHHIO, AJIEMEHT npe3eHTanuu. [Ipe3eHranus — 3T0, N0 CyTH, 0a30Bble TE3MCHI BBICTYIUICHUS, aKIIEHTUPYIOLIHE
BHUMaHHE Ciyliareliei Ha caMOM TIJIaBHOM. lIpM NOMOIIM pa3JIMuHBIX ayJHOBH3YaJIbHBIX CIIOCOOOB IpE3CHTAIHs
IIPU3BaHa BBICTYNAIOLIEMY COXPaHATb, a CIyMIATeIsIM — «BHICTb» M B HEOOXONMMBIX KOHTEKCTax ONEPaTUBHO
BOCTIPOM3BOANTE €TUHYIO CMBICIIOBYIO JIMHHUIO B BHICTYIUICHHH.

IIpe3entanus coctouT M3 crnaigoB. Llenecoobpa3sHo MpUAEPKUBATHCA CICIYIOUIErO NMPaBWIIA: ONUH CIIAHL — OoxHA
MBICITb. Y OeANTETbHBIMU OBIBAIOT MPE3CHTANH, KOT/Ia HAa OJHOM CIalie AAeTcs Te3UC W HECKOIBKO €ro J10Ka3aTeIbCTB.
YroOBl y4ecTb NCHUXOJOTMYECKHE 3aKOHOMEPHOCTH BOCHPHATHS MH(OPMAIMH, NPH pa3paboOTKe Mpe3eHTali MOJIEe3HO
UCIIONIB30BaTh Ha cnaiine He Oojee TPUAIATH CIIOB W IISITH ITyHKTOB cHucKa. Ecnn Ha cnaiie WOET CHHCOK, €ero
HEoO0XOAMMO JeNaTh MapajuleibHbIM, UMEETCSI B BHY, YTO IIEpBbIE CIOBAa B Hayaje KaXAOM CTPOKH JOJKHBI CTOSTH B
OJTHOI | TOH ke opMe (majexe, pose, CpsHKEHUH U T.1.). O0s3aTeIbHO HE00X0IMMO OCMBICIICHHE 1EJIEBBIX 3ar0JIOBKOB,
pasmep mpudTa — He MeHee 18 mT.

CmpyKkmypHo codepiicanue npe3eHmayu MoXscem evl2iA0ems cieoyiouum oopazom:

1. TurymeHbit nucT. [lepBBIid cimaiii comepKUT Ha3BaHUE IPE3CHTAINH, €€ aBTOpa, KOHTAKTHYI HH(OPMAIIHIO
aBTOpA.

2. Coneprkanue. 37ech pacluChIBacTCsl IJIaH MPE3EHTAIMH, OCHOBHBIC €€ pa3jelbl WIM BOIPOCH], KOTOpBIE OyayT
PacCMOTPEHBI.

3. 3aronoBok pazjaena.

4. Kparkas uHpOpMaIusi, OTpakaromas BeAyIe UieH BEICTyIuIeHHs. [IyHKTHI 3 1 4 IOBTOPSIOTCS CTOJIBKO, CKOJIBKO
HeoOxoanMo. ['maBHOE TYT MPUAEPKUBATHCSA KOHIETIHH: TE3UC — APTYMEHTBI — BBIBOJI.

5. Pe3tome, BBIBOZBI. BEIBOIBI JOIKHBI OBITH BRIPAYKEHBI SICHO M JIAKOHIHYHO Ha OT/IEIBHOM ClIaiizie.

6. ®uHanbHbIA cnaiin «baarogapio 3a BHUMaHUEY.

6.3. MaTepuaJsl VISl IPOBeJCHUS TEKYIEro ¥ MPOMEKYTOYHOI0 KOHTPOJIsI 3HAHMII CTYICHTOB

I(oumpwzb 0C60€eHUA lememeuuuﬁ

Ne | Bua koHTpoJisi KonTposmmpyemble TeMbl (pa3esibl) Komnerenunuu,
m\n KOMIIOHEHThI KOTOPBIX
KOHTPOJIUPYIOTCSI
1 ITpoBepka Pazgen 100mue NpHHOUIBI JOKYMEHTAIIHOHHOTO OOECIICUeHHS
TECTOB JIeSITENIFHOCTH OpraHu3anyii B cepe NpHpoJ0NOIb30BaHNUS.
2 |CobGecenoBanne | Tema 1.1. Ilonsitne nokymeHTa M AokyMeHTanuu. OCHOBHbIE MK - §; IIK - 9
XapaKTEepUCTUKH JIokyMmeHTa. CojepikaHue NTOKYMEHTa, KOHTEKCT,
CTPYKTYpa.
3 |CobecenoBanme | Tema 1.2. YmpaBneHue moKyMeHTaMH B opraHm3anuu. [loHsTue TIK - §; IIK - 9
Jenonpon3BoacTBa. HopmartnBHO-mpaBoBas 0a3a  ympaBieHHUS
JokymMeHTaMu. CTaHAapThl B YIPaBJICHUH JOKYMEHTAMH.
4 | CobecenoBanne | Tema 1.3. O0ume NpUHIMITEL JOKYMEHTOBEACHHS B IS TEIbHOCTH K - §; TIK - 9
opranuzaiyii B chepe npupoI0noib30BaHHs.
5 ITpoBepka Pazgen 2 Kunaccudukaropsl ¥ yHHUDUIMPOBAHHBIE CHCTEMBI K - §; IIK - 9
TECTOB JIOKyMEHTAIHH.
6 |CobecenoBanue | Tema 2.1. Tlomstme o kinaccupuKanud W KOAWPOBAHUH K - §; TIK - 9
nHpopmanmy. YHupUKanus poKkyMeHTanund. ExnmHas cucrema
KinaccuuKalMu W KOIUPOBAHHUS TEXHUKO-DKOHOMHYECKOW H
cormanbpHol nHpopManmu (ECKK). YanpuunpoBaHHble CHCTEMBI
nokymertanuu (YCJ1). MexxayHapoaasie ctanaapTsl [SO.
7 |CobecenoBanme | Tema 2.2. Brenpenme MexIyHapomHbIX craHmapToB ISO B IIK - §; I[IK - 9
OPTaHM3AIMSIX TPUPOIONIOIH30BAHMS.
8 | CobecenoBanne| Tema 2.3. Knaccudukatopbl ¥ yHUPHUIUPOBAHHBIE CHCTEMBI IIK - §; TIK - 9
JIOKYMEHTAIHH.
9 IIpoBepka Pazmen 3  VYmpaBienueckas  JIOKyMEHTallUs B  CHCTEME
TECTOB MIPUPOJIONIOIb30BaHUS.
10 ITpoBepka Tewma 3.1. ITonsTue ynpaBnenueckoit gokymentammun. Bugsr OP/I. IIK - §; I[IK - 9
pedepata [TonsTne 61anka JOKyMeHTa M pekBH3UTOB. OOImue TpedoBaHus K
6aHKaM ¥ 0h)OPMIICHUIO IOKYMEHTOB.
11 |CobecemoBanne | Tema 3.2. TpeOoBaHUs K OPOPMIICHHIO PEKBU3UTOB TOKYMCHTOBR. K - §; [IK - 9
OcoOble TpeOOBaHHMS K M3rOTOBJIEHHIO, YYETy M XpaHEHHIO
OaHKOB ¢ Bocmpowm3BeneHneM locymapcTBeHHOro repba PO,




rep0oB cy0bekToB PO.
12 |CobecenoBanne | Tema 3.3. OdopmieHne OpraHU3aIOHHO-PACIIOPSANTEIHLHON IIK - §; TIK - 9
nokyMmenraiun. IToaroroska mratHoro pacnucanus. CoctaBieHue
JIOJDKHOCTHOM MHCTPYKIIUH.

13 ITpoBepka Tema 3.3. OdopmieHne opraHu3aMOHHO-PACTIOPSAUTEIHLHON IK - §; [IK - 9

pedepara JIOKyMeHTaIu. [1oaroroBka npukasza, pacropspKeHHs, PEelIeHUs.
OdopmiieHne TOKIaTHON/00BICHUTEILHOM 3aITHCKH.

14 IIposepka Tema 3.4. OdopmieHne OpraHU3alMOHHO-PACTIOPIIUTEIBHOM IIK - §; TIK - 9
pedepara JokymeHTaiu. Hanvncanue u odopmienue aBroouorpaduu.

15 IIpoBepxa Paznpen 4  Oprasmsanus  paboTel € JIOKYMEHTaMH. MK - §; IIK - 9

TECTOB JIoKyMeHT0000pOT.

16 IIpoBepxa Tema 4.1. Crnenuduka opranuzaluu padOThl C JOKYMEHTaMU B MK - §; IIK - 9

pedepara OpPTaHM3aIMsX W OpraHax CHCTEMbI MPUPOJOMNOIb30BaHuS B PO.

OOmenocTynHble JOKYMEHTHl M JOKYMEHTHI, JOCTYI K KOTOPBIM
orpannymBaercs. OpraHusanys TeKynied paboThl ¢ JOKyMEHTaMH.

17 IIposepxka Tema 4.2. Opranuzanus nokymeHToobopora. Ilopsiiok npuema u K - §; TIK - 9
pedepara paccMOTpeHHs  JOKYMEHTOB. Permcrpanus  JIOKyMEHTaIWU.
TexHonorust 00paboTku MOCTYIAKOLIUX JIOKYMEHTOB.

Opraam3anyst IBHKEHHS JOKYMEHTOB MEXAY MOApa3IeIeHUSIMH.
Hcxonsmiast TOKyMEHTalusI, TOPSAOK €€ PETUCTPaIlnH.

18 | IIposepkaacce| Tema 4.3. OpraHusauus XpaHeHHs JOKYMEHTOB M 1€l K - & TIK - 9
Cucremarn3anys 1 y4eT JJOKYMEHTOB OpraHH3alHu.
19 | KomnokBuym | Tema 4.4. Homenknarypa nen. ApxXuB  OpraHH3allvH. K - §; [IK - 9

OmnpezeneHne CPOKOB XPAHCHHSL.

2. Marepuansl Ui TPOBEACHHS TEKYIIETO KOHTPOJSA 3HAHMH W TNPOMEXYTOYHOW AaTTEeCTAllMH COCTAaBIAIOT
OTHEIbHBIA JTIOKyMEHT — @Dond ouenounvix cpeocme no oucyunaune «JoKkymenmanvnoe conpogolicoenue
npupodooxpannoit oeamenvhocmuy. llpunoscenue 1 PI1

5. YueOHO-MeTOAMYECKOE H MAaTEePUAJBLHO-TEXHHYECKOe obecnevyeHue aucuunaudbl (MoayJsi) 51.B.J1B.01.01
JlokyMeHTaJIbHOEe CONMPOBOKIEHHE PHPOTOOXPAHHOM AeATEILHOCTH

7.1. YueOnas aurepatypa:

OcHoBHas1 yueOHas JIUTepaTypa:

1. Kynses, H. H. loxymenroBenenue : yaeonuk / H. H. Kynses, 1. H. Ypanos, A. I'. ®abpuynoB ; mox pepakmuen
H. H. KynsieB. — Mocksa : Jloroc, 2015. — 352 c. — ISBN 978-5-98704-329-5. — Teker : anekrpoHHSbIH // L{udposoii
obpazosatenbHbii pecypc [IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/70692.html

2. Mockanenko A.Il. VYmnpaBneHue npupoIONOIb30BaHMEM. MeXaHW3MBl M METOABI : ydeOHoe mocobue
[DnexTponnsrii pecype] / A.IL. Mockanenko, C.A. Mockanernko, P.B. PeBynos. — Cankr-IlerepOypr: Jlans, 2019. — 392 c.
— Pexxum pocryma: https://e.lanbook.com/book/122160

3. Dxomnormueckas HHPpacTpyKTypa: yaebHoe nmocodue [DnekTponHsit pecypce] / coct. N.O. JIpicenko, C.B. OxpyT,
T.I'. 3enenckas u ap. — Crasponoab, 2013. — 120 ¢. — Pexxum mocryna: http://znanium.com/catalog.php?
bookinfo=515085

4, CJ'IOBapI:- OKOJIOTUYECKUX TCPMHHOB B 3aKOHOJATCJIbHBIX, HOPMATUBHBLIX TIIPABOBBIX W HUHCTPYKTHUBHO-
METOAMYECKIX JOKyMEHTax : yueOHoe mocobue / coctasurens C. A. [laBnenko. — Cankr-IletepOypr : Jlans, 2018. — 320
c. — ISBN 978-5-8114-3079-6. — Texkcr : amexkTpoHHBIH / JlaHe : 31MeKTpoHHO-OMONMMOoTeyHas cucrema. — URL:
https://e.lanbook.com/book/107952

JonosHuTeIbHASA y4eOHAs JJUTepaTypa:

1. Ox3apesH B. H. Onerka Bo3aeiicTBUS Ha OKPY’KAIOIIYIO Cpexy : yueOHoe nmocodue [DmekTpoHHbIH pecype] / B. H.
Ok3appssH, M. B. bByderoBa. — M.: Hayunsii xoncymsrant, 2018. — 482 c¢. — Pexum pgocryma:
http://www.iprbookshop.ru/80807.html

2. Kynenko B.B. O6ecrnieueHue K0JIOTHIECKON 0€30MACHOCTH — BAXKHCHIIHIA 3JIEMEHT HAIIMOHAIBHON 0€30MacHOCTH
Poccuiickoii denepanuu: yuedHoe mocodue [Dnexkrponnsrii pecypc] / Kynenko B.B., Cunopenko C.H., Jlrobunckwuii B.C.
— M.: Poccuiickuii ~ yHuBepcuTeT  JpyxkObl  HapomoB, 2009. - 156 c¢. — Pexum gocryma:
http://www.iprbookshop.ru/11434.html

7.2. UnTepHeT-pecypcehl
ba3el nmaHHBIX, WH(OPMAIMOHHO-CIPAaBOYHBIE W TIOMCKOBbIe cucTeMbl: Yandex, Rambler. Hudopmannonso-

MOUCKOBas cucreMa oubinuorexu Uarl'y

7.3. IlporpaMmmHoOe o0ecnieyeHue


http://www.iprbookshop.ru/11434.html
http://www.iprbookshop.ru/80807.html
https://e.lanbook.com/book/107952
http://znanium.com/catalog.php?bookinfo=515085
http://znanium.com/catalog.php?bookinfo=515085
https://e.lanbook.com/book/122160

A S e

Microsoft Windows 7, Windows 8, Windows 8.1, Windows 10
Microsoft Windows server 2003, 2008, 2012, 2016

Microsoft Office 2007, 2010, 2016

IIporpammasiii kommnekc MMUC “Busyansnas Ctyaust TectupoBanus”
AntusupycHoe I10 Kaspersky endpoint security

CnpaBouHo-nipaBoBas cucrema «I"apant

7.4. MaTepuajibHO-TeXHHYECKOe o0ecneyeHne

HaunmenoBanue OCHAIIEHHOCTD CNIENHAJIbHBIX IOMEIEeHNH 1 Ilepeuyensn
CHeNHAJBLHBIX MOMelIeHUi NOMeLleHUH /151 CAaMOCTOSITeIbHOI padoThI JUIEH3HOHHOTI0 U
U NOMeleHUi 11s cB00OHO
CAMOCTOSITEJIbHOM PadoThI pacnpocTpaHsaeMoro
NPOrpaMMHOI0
olecneyeHu
PexBu3uThI
MOATBEPKIA0IIero
AOKYMEHTA
Yuebnast aynuropus YKOMIUIEKTOBaH CIIEUAIN3NPOBAHHON  MeOenbio Windows 7
Ne311 gast nmpoBenenust Y TEXHUYECKHMH CPEACTBAMH OOYUIEHUS: Professional,
3aHATHH JEeKIMOHHOIO U yueOHast Mebernb Ha 30 TToCa0uHBIX MECT; CTOJ IS Microsoft Office
CeMHUHAPCKOI0 THIIOB, mpernoiaBaTess- 1 T.; CTyJ Ut pernofaBaTess- Professional,
TPYIIIOBBIX U lmr.; TpubyHa, MenoBas 1ocka- 1 T.;, MUKpO(OH- (T'ocynapcTBeHHBIH
HHIUBUAYATbHBIX 11rr.; MmoHoo6soxk DEPQSIN 467894-017, Model KOHTpPAakKT Ne09 —
KOHCYJIbTAIUIi, NO: Smart KB-101-11T.; MBIIIb- 11T ; TEIEBU30p 3K2010 ot
TEKYLIero KOHTPOJIsi ¥ mognens LG U HD TV Al Thina 65UN 735 006 LB- 29.03.2010, cpok
MPOMEKYTOUH O L. JIEHCTBUS -
aTTecTaIdu. Windows7 Professional, O6eccpouHO)

386132, Pecniybnuka
Wurymerus, r. Hazpans,
AO TI'amyp3aueBckuii, yi.
MarwuctpanpHas , 39 «I».

MicrosoftOfficeProfessional,

(FocynapctBennsiit koHTpakT Ne09-3K2010 ot
29.03.2010, cpok aeiictBus-6eccpouno), WINRAR-
JIMIIEH3UA CBOOOIHA.

YueOHas nadoparopus
«I'eonnpopManOHHBIX
CHCTEM H
IKOJOTHYECKOr0
NMPoeKTHPOBaHNUsD» (Kal.
Ne 324).

386132, Pecrybmmka
Wurywerus, r. Ha3pans,
AO I'amyp3aueBckuii, yi.
MaructpansHas , 39 «JI».

‘YKOMIUTEKTOBAH CIICIIUATU3UPOBAHHON  MEOeINbIo
Y TEXHUYECKHMH CPEACTBAMH OOYUIEHUS:

- APM npenonaBarens;

- 10 APM mna yuyamuxces;

(Kommetorepst - Intel (R) Core i5-2310 CPU 2.90
GHz /4T'b/500 Gb / Benq 23’ (koMILIEKT)),

- [Ipunatep Canon LBP6000B - 11mT.
IIporpammHoe obecneyenne:

- makeTsl [10 obmiero Ha3HaueHUs (TEKCTOBBIC
penakropsl, rpapudeckue pepakropsl, EXCEL),
- maketsl QGIS, PowerPoint

NporpaMMHBIE KOMIUIEKCHl Gupmbl «JIOI'OCy»
(yueOHbIE BepcHn):

- 3EPKAJIO (yuebHas Bepcus),

-IIYM (yueGHas BepcHs),

- Crankep (yueOHas Bepcus),

Windows 7 Professional,

Microsoft Office Professional,
(TocymapctBennsrit koHTpakT Ne(09 — 3K2010 ot
29.03.2010, cpok neiicTBHs -OeccpouHO)

Yuebnas aynuropus Ne302
AJISl CAMOCTOATEeJILHOM
padoThl:

386132, Pecrrybmika
Wurywerus, r. Ha3paus,
AOQO TI'amyp3ueBckuil, yi.
MaructpanbsHas , 39 «JI».

yueOHast MeOenb Ha 28 T0Ca04HBIX MECT; CTOJ ISt
mpernoaBaTess- 1 mT.; Ty st mpenogaBaTens- 1 mr.;
MenoBasi 10cKa- 1 mT.

Yueonast aynuropust Ned06
YUTATbHBIN 3aJ1 115
CaMOCTOATEIbHOM PadoThI:
386132, Pecrrybmmka
Wnrymerus, r. Haszpans, AO

yuebHas mebenpb Ha 104 mocagounbix mect; Wi-Fi.




l'amyp3ueBckuid, yii.
MaructpanpHas , 39 «JI».

Pabouass mnporpamma mucmmmmmae b1.B.JIB.01.01 JlokymMeHTampHOE CONPOBOXKIACHHE MPHUPOTOOXPAHHOU
JIeSITEFHOCTH cocTaBiieHa B coorBeTcTBHH ¢ Tpeboanusamu @I'OC BO no Hanpasnenuto nmoarotoBku 05.03.06 Dxomorus
U TPUPOIOIOIB30BAHNE, YTBEPXKICHHOTO IPHKAa30M MUHUCTEPCTBA HAyKHM W BEIcImIero oOpa3oBaHust Poccuiickoit
Oeneparmn ot «07» asrycra 2020 . Ne 894, ¢ uW3MCHEHUSAMH W JONONHEHHWAMH OT: 26 Hos0ps 2020 r,
3apeructpupoBaHHblii Munucrepcrsom IOcturmu PO ot 19 asrycra 2020 . Ne 59338

IIporpamMmy cocraBuiu:
1. Homos M. M., KaHAnAAT c-X. HAYK, JOUEHT Kadenpbl « DKOIOTHUs U IPHPOAOIIOIH30BAHIE)
2. Yananosa ®.U., crapumii npenogasatens Kadeapbl «DKOJIOTHS U TPUPOIOTIOIH30BAHNE

3. Tounes U.A., crapumii npenogaBarensb Kadenpbl « DKOJIOTHS U IPUPOAOIIOIH30BAHIE

[IporpamMma omoOpeHa Ha 3acenanuy Kadeapbl « DKOJIOTHS U TPUPOIOTIONH30BAHIE

IIpoTokom Ne 10 ot «20» urons 2023 rona

HporpaMMa 0)106peHa yqe6HO-MCTO,HI/I‘{CCKI/IM COBCTOM HHXCHCPHO — TCXHUYCCKOI'0O MHCTUTYTAa

mpotokost Ne 10 ot « 23 » 06 2023 roma

HporpaMMa paccMOTpeHAa Ha 3aCCJaHUN y‘le6HO-MGTO,E[I/I‘IGCKOFO COBCTAa YHUBCPCUTETA

mpoTtokos Ne 10 ot « 28 » 06 2023 r.



CBe}IeHHﬂ 0 MMEPEYTBEPKACHUU NIPOrpaMMbl HA oqepennoﬁ yqeﬁm,lii roa v perucrpauvm H3MEeHeHHuii

VuebOHsbIit
roz

Pemenne xadenpot
(Ne mpoTokoma, mara)

BHecenHble M3MEHEHHS

IToxmucs 3aB. kadenpoii




