AHHOTAIIAS

padoueii nporpamMMbl y4eOHOMH TUCHUILINHBI
B1.B./IB.01.01 [lokymMeHTaJbHOE CONMPOBOKAEHIE MPUPOI00XPAHHOI 1eATeJIbHOCTH
Hanpagiaenue noaroropku 6axanaspuara_05.03.06 JxoJ0rusa u Npupoa0No0ab30BaAHNE

1. eab u3yveHust AMCUMIIMHbBI
Hemsmu  ocBoenuss aumcrumuimHel  (Monyis)  B1.B.JIB.01.01  JlokyMeHTa/jibHOe  CONPOBOKIEHHE
NMPHUPOAOOXPAHHOM JeSAITEILHOCTH SBIIIOTCA: (OPMHPOBAHNE 3HAHUS W YMEHHS, ITO3BOJITIOUINX COCTaBISTH U
BECTH JOKYMCHTAIIMIO ¥ OTYETHOCTh B 00JIACTH IKOJOTHU M MMPUPOIOIIOIH30BAHUSI.
2. Mecto qucuuniaunsl B crpykrype OIIOII BO dakanagpuama
VYuebnast mucummianHa (Monyns) B1.B.JIB.01.01 [lokymeHTansHOE CONPOBOXKAECHHE NPUPOJOOXPAHHON
JIeITeNIbHOCTH  OTHOCUTCA K bioky 1 BapuaruBHas 4acTh, JUCLMIUIMHA O BHIOOPY, (OpMHUpyeMas y4acTHUKaMU
00pa3oBaTeNbHBIX OTHOIICHHUH.
3. Pe3yabTaThl ocBoOeHUus JUCHUILIHHBI (MoayJsi) «B1.B.J1B.01.01 JJokyMeHTaIbHOE CONPOBOXKIEHHUE

MPHPOAOOXPAHHOI TeSATETHHOCTH

Koa 1 HauMeHoOBaHHue
KOMIIETEHIIHH

HNupuxkatopsbl

Jeckpunropst

Ipodeccuonanbubie komnerenuuu (1K)

IK-8. Criocoben
NPUHAMATh Y4acTHE B
MOATOTOBKE
JIOKYMEHTAIUU JJIs
YCTaHOBJICHUS
HOPMaTHBOB 00pa30BaHUS
¥ pa3MEeLIeHHs OTXO/0B

IIK-8.1. [IpunumMaet yyactue B
MOJATrOTOBKA JOKYMEHTAIUU AT
YCTaHOBJIEHUS HOPMATUBOB
00pa30BaHus U Pa3MEIICHUS
OTXOJIOB

YMeThb: [0/Ar0TaBIUBAThH TOKYMEHTALIUIO IS
YCTAQHOBJIEHHSI HOPMATHBOB 00pa30BaHUs U
pa3MeleH st OTXO0/I0B

BJ'laI[eTl): HaBbIKAMH y'—IaCTI/Ie B [IOAT'OTOBKA
)IOKyMeHTaI_II/II/I JJIS yCTaHOBHeHI/Iﬂ HOpMaTI/IBOB
00pa30BaHus ¥ Pa3MEIICHUS OTXOI0B

IIK-8.2. 3naet cTpyKTYypy
rOCYAapCTBEHHOTO Ka/lacTpa
OTXOJIOB U MOPSIIOK OTHECEHHS
OTXOJIOB K KJIACCY OIACHOCTH

3HaTh: CTPYKTYpY roCyJapCTBEHHOTO Ka/acTpa
OTXOJIOB U NMOPAJOK OTHECEHHS OTXOJO0B K KIaccy
OIMaCHOCTH

IIK-8.3. [Ipumensier
roCyAapCTBEHHBINA KaJacTp
OTXOJIOB /IS TOATOTOBKH
JOKyMEHTAIIH, HCIIOJIb3yEeMON
TP OTIpEJICNICHNH Kiacca
OIaCHOCTH U MacIOpTH3aLUU
OTXOJIOB, YCTaHOBJICHUS
HOpPMAaTHuBOB UX 06p330BaHI/I$[ u
pasmelienus

YMerh: IpUMEHATH TOCYIapCTBEHHBIN KaJacTp
OTXOJIOB JJIsl IOATOTOBKHU TOKYMEHTALIUHY,
UCTIONB3YEMOM TP ONPENCICHUN K1acca
OIaCHOCTH U MAaCIOPTU3aLMU OTXOMA0B,
YCTaHOBJICHHSI HOPMAaTHBOB MX 00pa30BaHuUs 1
pa3sMeleHus

BiiaseTn: HaBbIKaMM yCTAHOBIICHUSI HOPMATUBOB
o0pa3oBaHus U pa3MeNIeHUs OTXO0B

MK-9. Criocoben
OLICHUBATh YKOJIOTUUECKHUI
yiepO ¥ pUCKH JUIS
OKPYXKaIOIIeH CpeIbl,
paccuuTHIBATh
9KOHOMHUYECKYIO

3¢ HEKTUBHOCTD
HPUPOIOOXPAHHBIX
MEpPOIIPUATHH, I1aTy 3a
MOJIb30BaHNE
MPUPOTHBIMU PECypcamu

MK-9.1. [IpuanMaeT yyactue B
OLICHKE HKOJIOTHUECKHH yIepo u
PHCKH JUI OKpY’KalOIIel Cpeasbl,
paccUnTHIBATH SKOHOMUYECKYIO
3¢ (HeKTUBHOCTH
MPUPOAOOXPAaHHBIX
MEpPOIPUATHH, I1aTy 32
MOJIb30BaHUE IPHUPOTHBIMU
pecypcamu

YMeTh: pacCUUTHIBATH SKOHOMUYECKYIO

3¢ (HeKTHUBHOCTH MTPUPOJOOXPAHHBIX
MEpONPUITHI

BiiageTh: HaBBIKAMH OLIEHKH HKOJIOTHIECKOTO
yiep0a ¥ pucka Ui OKpyKarolel cpempl,
paccunTHIBaTh SKOHOMUYECKYI0 3P (PEeKTHBHOCTH
[IPUPOJOOXPAHHBIX MEPOIIPUATHH, IUIATY 32
MIOJIb30BAHUE NIPUPOJIHBIMU PECYPCAMU

NK-9.2. [IpumeHsieT METOAUKH
PacdeToB 3KOJOTUYECKOTO
yuiep6a, pucKoB, BUJIBI
3KOJIOTHUECKHUX TIATeKEH;
MOPSIOK TIPE0CTABICHHS
OTYETHOCTH IO
MIPUPOIOOXPAHHON AEATEIEHOCTH

3HATB: MCTOUKH PACUCTOB IKOJIOTUICCKOTO
ymepba, pICKOB, BHIIBI DKOJIOTHUYCSCKIX
TUTATSKEH; MOPSIOK MPEIOCTABICHHUS OTYCTHOCTU
O TIPUPOJAOOXPAHHOMN NEATCIBHOCTH

YMeTh: MPUMEHSATh METOIUKH PACUETOB
9KOJIOTHYECKOTO yIepOa, pUCKOB, BUIBI
IKOJIOIMYECKUX TIATEKEH; TOPSIOK
MPEI0CTaBICHUSI OTYETHOCTH MO
MPUPOJOOXPAHHON JEATEIEHOCTH

BiameTs: HaBEIKAMH PacYCTOB IKOJIOTUICCKOTO
yuiep6a, pUCKOB, BHJIbI 9KOJOTHUECKHUX
TUTATSIKEH; MOPSIOK MPEOCTABIICHHUS OTYCTHOCTU
0 IPUPOAOOXPAHHOMN JIESITENbHOCTH

MMK-9.3.0cymecTBisier

YMeTh: Ipe1OCTaBIIATh CTATUCTUYECKON U




MOATOTOBKY MaTepHANOB IO OTYETHOW TOKyMEHTAILIMH 10

o0beMaM BBIOPOCOB, COPOCOB MPUPOIOOXPAHHON NEATEIHHOCTH OPraHu3aInu
3arpsA3HSIONIMX BEIIESCTB U MO BiiajgeTh: HaBbIKaMH [OJITOTOBKA MaTEPHAIIOB
00paIeHnIo C OTXOAaMH IS 1o o6bemMaM BEIOPOCOB, COPOCOB
MPEIOCTABICHUS 3arpsI3HSIONIUX BEIIECTB U 110 OOPAIICHUIO C
CTaTUCTHYCCKOW U OTYCTHOM OTXOJIaMH JUISl TIPEIOCTABIICHUS

Z[OKyMeHTaL[I/II/I 10 CTaTHCTH‘-ICCKOfI nu OT‘{CTHOﬁ Z[OKyMeHTaIlI/II/I no
MIPUPOIOOX PAHHOM MIPUPOJIOOXPAHHOM JCATESILHOCTH OpraHU3aI[uU
JICSTEIbHOCTH OPraHu3alliu

4. CTpyKTypa U cojep:kaHHe AUCIHUILIHHBI

4.1. CTpyKTYpa AMCHUILIMHBI

Bun yueoHoii padoTnl Bcero IlopsinkoBbIil HOMep ceMecTpa
5 6 7 8

OO01mmast TpyA0eMKOCTh TUCIUILIMHBI BCETO (B 3.€.), B TOM 4 4
qHCIIe:
Kypcogoii npoekt (pabora) He npedycMompero
AynuTOpHBIE 3aHATHS BCETO 36 36
(B akaj. yacax), B TOM YHCIIE:
Jlekuun 18 18
[TpakTHdeckue 3aHATHS, CEMUHAPEI 18 18
JlabopaTopHble paboThI
CamocrosiTenbHast paboTa Bcero (B akaj. 4acax), B TOM 81 81
qHCIIE:
KCP
OK3aMeH 27 27
OO0mas Tpya0eMKOCTh TUCIUILIHHEI 144 144

4.2. ConepxaHue U CHUIIIMHBI

Paznen 100mme nmpHHUUIBI JOKYMEHTAIMOHHOTO o0ecmeveHHs! AesiTeJbHOCTH opraHu3amnuii B cdepe
NPUPOAONOIL30BaHus. [loHATHE JOKyMeHTa M JOKyMeHTauuu. OCHOBHBIE XapaKTEPUCTUKH JIOKYMEHTA.
ConepxaHue JOKYMEHTa, KOHTEKCT, CTPYKTypa. VYTpaBieHHe JOKyMEHTaMH B opraHuzanuu. [lonstue
JenonpousBoacTBa. HopmaruBHO-npaBoBasi 0a3a ympaBineHus jgokymeHTamu. CraHgapTbl B yHpaBlICeHHH
JokymeHTamu.  OOmme  NpUHOMIBI  JOKYMEHTOBEAGHHS B JESITENBHOCTH  OpraHmsamuii B cdepe
MIPHUPOIOTIONB30BAHHS.

Paznen 2 Knaccnpuxaropbl 1 yHHGUIHPOBaHHBIE CHCTEMbI J0KyMeHTanuu. [loHsITHE O KITacCUpUKAITIK 1
KoaupoBaHuM HH(popManuy. YHuHKaIUs NOKyMeHTanuu. ExnHas cucrema KiaccHUKanIMM W KOJUPOBAHMS
TEeXHUKO-dKOHOMUYeckod u couuainbHoi uHpopmanmn (ECKK). YHuduuupoBaHHbIE CHCTEMBI JIOKyMEHTAIMN
(YCI). Mexxnynaponusie ctanaaptsl ISO. Knaccudukaropsl 1 yHHQUIIMPOBaHHBIE CUCTEMBI IOKYMEHTALIUH.

Pa3nen 3 YnpasiieHYeckasi JAOKYMEHTAlMsl B cHCTeMe NMPHUPOAONOaAb30BaHus. [loHATHE ympaBIeHUECKON
nokymentauu. Buapt OPJl. Tlonstue OnaHka JOKyMeHTa M pekBu3uToB. OOuue TpeOoBaHusi K OnaHKam U
oopMIICHHIO JOKYMEHTOB. TpeOoBaHHS K O(GOPMIICHHIO PEKBH3UTOB HOKyMEHTOB. OcoOble TpeboBaHHA K
H3TOTOBIICHUIO, YIETY U XpaHEHHIO OJIAHKOB ¢ Bocmpom3BeneHneM ['ocynapcTBerHoro repda P@, rep6oB cyObpeKTOB
P®. Yrpasienueckast JOKyMEHTAIHsI B CHCTEME IPHUPOIONIOIBG30BaHUSL.

Paznen 4 Opranmzanusi pa6otsl ¢ 1okyMeHTamMu. JJokymentoodopor. Cnennduka opranuzanun paboTsl ¢
JOKyMEHTaMH B OpPTraHM3alisX M OpraHax CHCTEMBI IPUpPOJOINOb30BaHus B PD. OOmenocTynHble JOKYMEHTH U
JOKYMEHTBI, JOCTYII K KOTOpPBIM orpaHnuuBaercsi. Opranusanus Texyuied padoTsl ¢ gokyMeHTamu. OpraHuzanus
JOoKyMeHTooOopoTa. [lopsimok mpuemMa M paccCMOTpPEHHUs] JOKYMEHTOB. Perucrpaiust ToKymeHTaruu. TexHoiorus
00paboTKM MOCTYMAIOMMX JOKyMeHTOB. OpraHuzainus ABWKEHHsS JOKYMEHTOB MEXIY II0pa3JeleHUsIMH.
Hcxopsmiast  TOKyMEHTalusI, MOPSAOK ee peructpanun. OpraHusanusi XpaHEHHS JOKYMEHTOB U JIEI.
Cucremaruzanus W ydeT JOKyMEHTOB opraHmsanuu. HomeHkmarypa nen. ApxuB opraHm3zanuu. OmnpenencHne
CpoKoOB xpaHeHust. Opranuzanusi padoTsI ¢ JOKyMeHTaMH. JIOKyMeHTO000pOT.

5. Oopa3oBare/ibHbIE TEXHOJIOTHHU

O0pazoBatenbHbli MpoLEcC MO TUCHUILIMHE OPraHU30BaH B ()opMe yueOHBIX ayJUTOPHBIX U BHEAyAUTOPHBIX
3aHATUN:
® JIeKIUH (3aHATHUS JISKIIMOHHOTO THUTIA);
HWHTCPAKTUBHBIC JICKIIUU,
JIEKIH-TIPECcC-KOH(pEpEHITHH;
CEMHHApPBI, MPAKTUYCCKUEC 3aHATUA (BaHﬂTI/ISI CEMHMHAPCKO - TPAKTUYCCKOTO TI/IHa);
TPEHWHTH ¥ CEMUHAPHI TI0 Pa3BUTHIO MPO(ECCHOHAIFHBIX HABBIKOB;
TPYTIIOBBIE KOHCYIBTALINY;




® VHAWBUIAYAJIbHBIC KOHCYJIbTAllUM W HWHBIC yqeGHHe 3aHATHUA, NPCAyCMaTpyUBaONIUC HHAWBUAYAJIBHYIO
paboTy mpenoaaBareiisi ¢ 00y4arIuMCS;
®  CcaMOCTOsTEeNbHAsS paboTa 00yUaIOIIMXCS;

Hcnoab3yemble pecypcbl HH(POPMALMOHHO-TEJIEKOMMYHUKALIMOHHOM ceTH «Internet»; nuHpopmanuonHbie
TEXHOJIOTHH, IPOrPAMMHBIE CPEICTBA M MH(POPMALMOHHO-CIIPABOYHbIE CHCTEMBbI

Hapsmy C TpaAWMOUOHHBIMU U3JAHUAMU CTYACHTBI W COTPYAHHUKHA HUMCIOT BO3MOXXHOCTH MOJb30BATHCA
QJICKTPOHHBIMU IMMOJTHOTEKCTOBBIMU Gaszamu JaHHBbIX:

Haseanue pecypca CcpLika/moctyn
OnexTpoHHas OnOIMOTeKa OHNaitH «EqiHOe OKHO K http://window.edu.ru
00pa30BaTeIbHBIM pPecypcam»
«O6pazoBaTenbHbIH pecype Poccum http://school-collection.edu.ru
®DenepanbHBIA HEHTP HH)OPMAITHOHHO-00Pa30BaTEIIEHBIX http:/fcior.edu.ru
pecypcoB (PLIIOP)
Pycckas BupTyanpHas OunbimoTeka http:/rvb.ru
Kabuner pycckoro s3sika U TUTepaTyphl http://ruslit.ioso.ru
HanuoHansHbIH KOPITYC PyCCKOTO s3bIKa http://ruscorpora.ru
Hayunas snexktponHas 6nbnmoreka «e-Library» http://elibrary.ru/defaultx.asp
OnektpoHHO-O0nbIHoTeuHas cucrema [IPRbooks http://www.iprbookshop.ru
DexTpoHHO-6MbIHOTeYHast cuctema Marl'Y https://lib.inggu.ru/
WudopmannonHo-nipaBoBas cucrtema «["apanT» CeteBas Bepcus, JOCTYITHA CO BCEX

KOMIIBIOTEPOB B KopriopatuBHoi cetu Murl'Y

7.3. IIporpamMHoe o0ecrieueHue

JIuieH3noHHOE pOrpaMMHOE o0ecreueHue, uemnoib3yemoe B Marl'Y:
1.1. Microsoft Windows 7, Windows 8, Windows 8.1, Windows 10
1.2. Microsoft Windows server 2003, 2008, 2012, 2016
1.3. Microsoft Office 2007, 2010, 2016
1.4. Iporpammuslii kommaexkc MMUC “/lexanat”
1.5. AntuBupycHoe 1O Kaspersky endpoint security
1.6. CmpaBouHo-mpaBoBas cucrema “I'apant”
1.7. YuusepcanpHbIl cTaTrcTHaecknil makeT STADIA
1.8. Tporpammusrii kommiekc MMUC “Busyansnas Ctyaust TectupoBanus”

@DopMBbI TeKYIIEr0 KOHTPOJIsSI

Onpoc cmyoenmos Ha y4eOHbIX 3aHAMULX, cobeced0sanue, KOIIOKEUYM, mecm, NPo8epKa KOHMPOIbHbIX pabom,
pepepamos, dcce

DopmMa NPOMEKYTOUHOT0 KOHTPOJIS

Oxzamen

PazpaGorunkmu:
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CTapmuii mpenoaaBaTensb Kadeapsl « IKOJIOTHS U IPUPOIOTIONE30BaHne» Tounes ML.A.
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