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1. Ienu u 3a1a4u OCBOEHHS U CIUILTHHBI

Heassmu  ocBoenust  aucuumimibl  (moaydsi) B1.B.JIB.01.01  JlokyMeHTalbHOe  CONMPOBOKIAEHHE
MPHUPOAOOXPAHHOI 1eATEJbHOCTH SBISIOTCS: (POPMHPOBAHWE 3HAHHUA M YMEHHSA, MO3BOJIIIOIINX COCTABIATH M BECTH
JIOKYMEHTAIIHIO I OTYETHOCTD B OOJIACTH SKOJIOTHH U TIPHPOIOTIOIE30BAHHIS.

3aga4yu 0CBOCHHMS JMCUUIIJIUHbI:

- JaTh TPECTaBIICHHE O THIAX U (opMaTax JOKYMEHTOB B OOJIACTH OXpaHBI OKPY)KAOUICH CPEIbl U UCIOIh30BaHUS
MIPUPOIHBIX PECYPCOB;

- paccMOTpeTh TPEOOBAHUSAMHE K MOATOTOBKE W OQOPMIICHHUIO, METOIBI YIIPABICHHUS SKOJIOTUYCCKON OTYCTHOCTHIO U
JIOKyMEHTallMel Ha IPEANPUATUY;

- chopMuUpOBaTh MPEACTABICHUE 00 IKOJIOTHICCKOM OTUCTHOCTH U JOKYMEHTAIIUH PA3HOTO YPOBHS;

- HAyYUTHCA COCTABIIATE K OQPOPMIISITH SKOJIIOTHIECKYIO OTYETHOCTD M TOKYMEHTAIINIO.

dopmupyemble IUCHUIUIMHON 3HAaHUSA M YMEHHS TOTOBST BBITYCKHHKA TaHHOW 00pa30BaTeIbHON POrpaMMBbl K
BBITTOJTHEHHIO CJICITYIONINX 000OIEHHBIX TPYIOBBIX (DyHKIIHH:
C/6. PazpaboTka 1 IpOBeIeHHE MEPOIPHSITHI 10 TTOBBIIEHHIO 3P ()EKTHBHOCTH MPUPOI0OXPAHHON JAESTEIBHOCTH
opranuzanuy - 40.117. CienuanucT 1o 3K0JIOruuecKoil 6e301macHOCTH (B IPOMBIIIJICHHOCTH)

2. Mecrto aucuuniunbl B ctpykType OIIOII 6akanaBpuara

VYuebnas mucuuumHa (Moxyns) b1.B.JIB.01.01 /lokymeHTanpHOE COMPOBOXKACHUE IPUPOAOOXPAHHOHN AEATETFHOCTH
otHOcHTCS K broxy | BapmaTmBHas 4acTh, AWCIMIUIMHA O BBIOOPY, QopMupyemas ydaCTHHKaMH 00pa3oBaTeIbHBIX
OTHOUIEHHH.

VYuebHast qucnuIuiiHa (MOIYJh) 6a3upyeTcs Ha CISAYIOMNX YIeOHBIX NUCIUIDIHHAX (MOIYIISIX):

JKOJIOTUYECKUH MEHEIKMEHT M ayJIUT, TEXHOTCHHBIC CHCTEMBI M KOJOTHYCCKHIA PUCK, HOPMUPOBAHKUE U CHU)KCHUC
3arpsi3HEHUS OKPY)KAIOUICH Cpelbl, MPAaBOBBIE OCHOBHI MPHUPOIONOIL30BAHUS M OXpaHa OKPYKAIOMICH CpPEbl, OICHKA
BO3ZCUCTBUS Ha OKpyxaromyio cpeany (OBOC), sxkoHOMHKa HIpHUpPOAONOIB30BAaHUS, YCTOHYHMBOE pa3BHUTHE, OXpaHa
OKpY>Karolen cpebl.

Jis mpoX0KACHUS TaHHOH y4eOHON AUCIUITINHEI (MOIYIIS) HEOOXOIUMBI «8X00Hbley 3HAHNS, YMEHUS U HaBBIKH:

3nams:

- TEOPETHYECKHE OCHOBHI  JKOJOTHYECKOTO MCEHEIKMEHTa W ayJuTa, OCHOBBI OXpaHBl OKpYXKAIOMIeH Cpeisl,
YCTOHYMBOTO pPa3BHUTHUS, OCHOBHBIC TMOHATHS 3KOHOMHKH WM MPHPOJONOJIE30BAHMS, METOIbI M HPUEMBI HOPMHPOBAHUS,
CHIDKCHUSI ¥ KOHTPOJIS BRIOPOCOB U COPOCOB 3arpsA3HSIONINX BEIICCTB B OKPYKAIOIIYIO CPELY;

- JeHCTByIOIIee 3aKoHOJarenbcTBa Poccuiickoit  dDenepaiu, peryavpyromero OTHOIICHHS B cdepe
MPUPOIOTIOIB30BAHUS, OXPAHbI OKPYIKAIOIICH CPEeIbl, 00CCIICUCHHSI SKOJOTHUCCKOM O€30MacHOCTH.

Ymemu:

-ornpeaensaTh 3PPEKTUBHOCTD MPUPOAOIOIH30BAHNS;

- BBIICTIATE OCHOBHBIC CTPYKTYPHBIC AJIEMEHTHI BIUSHUS XO3IHCTBCHHON JESITETPHOCTH Ha COCTOSTHUE TIPUPOTHON
cpensl;

- OLIEHUBATh BO3/ICCTBHE OCHOBHBIX OTPACIIEi HAa COCTOSIHHE OKPY>KAIOIIEH cpebl;

- MPUMEHATh METOJBI U TMPHEMbI HOPMHPOBAHUS, CHHKCHUS M KOHTPOJS BBIOPOCOB M COpPOCOB 3arpsi3HSFOIIUX
BEIIIECTB B OKPYXKAIOIIYIO CPEIy

- UCII0JIb30BATh MOJY4YEHHbIC 3HAHUSI OCHOB HOPMUPOBAHHUSI B TIPAKTUYECKON MPOPECCUOHATIBHOM e TEIbHOCTH

Braoemw:

CHOCOOHOCTH K HCTIIOIB30BAHUIO TEOPETHUECKUX 3HAHUN B TIPAKTHUECKON AEATEIbHOCTH;

- OCHOBHBIMH METOJIaMH aHaJIM3a BO3JCHCTBUS MPEANIPUATHI HAa COCTOSHIE OKPYKAIOIIECH CPebl;

- IPaKTHYECKIMH HaBBIKAMH pa3padOTKU MPOU3BOICTBEHHO-X03sHCTBeHHBIX HOpMaTrBOB: [1/IB, H/IC, mumutoB
pa3MenieHus OTXO0B;

OcBocHUE NaHHOW y4eOHOW MUCHUIUIMHBI (MOIYJs)) HEOOXOAMMO IS MOCIEAYIOMIUX TEOPETHUYCCKUX IUCIUTLINH
(Mozyneit) 1 yueOHBIX MPAKTHK: MPEIIUITIOMHAs IPAKTHKA, TOCYAaPCTBEHHAS UTOTOBAst aTTECTALUA.

3. Pe3yabTaTbl ocBoenusa aucuumimHbl (moayisi) B1.B.JIB.01.01 JlokymeHTaabHOe CONMPOBOXKIEHHE
NPHUPOJOOXPAHHOI AeATeIHLHOCTH

[lpouecc wu3ydYeHHs MAUCLUIUIMHBI HANpaBlieH Ha (OPMHUPOBAaHHE JIIEMEHTOB CICAYIOIIMX KOMIICTCHIMH B
cootBercTBur ¢ PI'OC BO 1o maHHOMY HamnpaBJeHHIO:

Kon HanmenoBanmue HNuaukarop nocTukeHust B pe3yabTarte ocBoeHus
KOMIeT KOMIeTeHIINN KOMIeTeHINH AUCHUTIINHBI 00yYalouiuiics
eHIUuHn (3akpennenHblil 3a OUCYUNTIUHOIL) JI0JIKEH
NK-8. Crioco6eH prHUMATh ITK-8.1. [IpuanMaeT y4acTue B YMeTh: IOATOTaBIMBATH
ydJacTue B HOATOTOBKE MOJIrOTOBKA JIOKYMEHTALINH JJIS JIOKyMEHTAIIHIO /ISl yCTaHOBIICHUS
JIOKyMEHTAIIH JUIS YCTaHOBJICHHSI HOPMAaTHUBOB HOPMaTHBOB 00pa30BaHuUs U
YCTaHOBJICHHSI HOPMATHBOB 00pa3zoBaHusi U pa3MelICHHs OTXOJI0B | pa3MelIeHHs OTXOJI0B




O6paBOBaHI/I$I " pasMCUICHUSA
OTXOJ0B

BJIaZIETb: HaBbIKAMU Y4aCTUC B
NMOATOTOBKA NOKYMCHTAIUW JJIA
YCTaHOBJICHUSA HOPMATUBOB
O6pa3OBaHI/Iﬂ 1 pasMCUICHUSA
OTXOJ0B

IIK-8.2. 3naeT cTpyKTypy
rocyJapCTBEHHOTO KaJacTpa OTXOHO0B
U NIOPSAZOK OTHECEHUsI OTXOHO0B K
KJIacCy ONacHOCTH

3HATh: CTPYKTYpPY
roCyIapCTBEHHOI'O KagacTpa
OTXOZOB U MOPSIAOK OTHECESHUS
OTXO/JIOB K KJIACCY OITAaCHOCTH

IIK-8.3. [Ipumenser
roCyJJapCTBEHHBIN KaacTp OTXOA0B
JUISl TIOATOTOBKY JIOKYMEHTAIHH,
UCTIONB3YEMOH IIPU ONpPEEICHUN
KJIacca OIMACHOCTH U IaCIIOPTU3aUH
OTXO/I0B, YCTaHOBJICHUS] HOPMAaTHBOB
nx 00pa30BaHUs U Pa3MEIICHUS

YMeTh: NpUMEHATh
rOCyAAapCTBEHHBIN KaJacTp
OTXOZOB JAJISl TOATOTOBKH
JOKyMEHTAINH, UCTIONb3yEeMOM
TIpU OTIPEIeIEHUH Kilacca
OITaCHOCTH W MACTIOPTH3ALNH
OTXOJIOB, YCTaHOBJICHUS
HOPMaTHBOB UX 00pa3oBaHUs U
pa3MelneHus

Baagers: HaBbIKaMU
YCTaHOBJICHUS HOPMATUBOB
00pa3oBaHMs U pa3MEIICHUS
OTXOZOB

IIK -9

Crioco6eH OlLleHNBATh
AKOIIOTHYECKUH yiiepd 1
PHUCKH JUI OKpYXKaroulei
Cpelibl, pacCCUUTHIBATD
SKOHOMHUYECKYIO

3¢ GEKTUBHOCTD
MIPUPOIOOXPAHHBIX
MEpONPUATHH, TUIATy 32
MIOJIb30BAHUE TIPUPOTHBIMHU
pecypcamu

MK-9.1. [IpuHuMaeT yyacTHe B OLEHKE
9KOJIOTUYECKHH yIIepO W pUCKH IS
OKpY’KalolleH Cpebl, pacCUUTHIBATH
SKOHOMHYECKYIO 3()(HEKTHUBHOCTD
MPUPOIOOXPAHHBIX MEPOIIPHUSATHH,
IUIaTy 3a HOJIb30BaHUE IPUPOTHBIMU
pecypcamu

YMeTb: pacCunTHIBaTh
SKOHOMHYECKYIO 3 (PEeKTHUBHOCTH
MIPUPOIOOXPAHHBIX MEPOTIPHUSTHIA
BaangeTh: HaBBIKAMU OLIEHKH
9KOJIOTMYECKOro yiepoa u pucka
JUISL OKPY KaroIen cpesipl,
PacCYUTHIBATH SKOHOMUYECKYIO
a3 pexTuBHOCTD
HPUPOAOOXPAHHBIX MEPOIPHUSTHI,
IUIaTy 32 MOJIB30BAHUE
MIPUPOTHBIMH PECYpCaMu

I1K-9.2. [IpumensieT METOJIUKHU
pacueToB  JKOJIOTHYECKOro  yiiepoa,
PHCKOB, BHJIBI 9KOJIOTHUECKUX
IJIaTeXed; TMOPSIOK MPEAOCTaBICHUS
OTYETHOCTH IO TIPUPOTOOXPAHHOM

JACATCIBHOCTH

3HATB: METOIUKHU PACYETOB
9KOJIOTHYECKOTO yIepOa, pUCKOB,
BHJIBI 9KOJIOTHUECCKUX TITATEXKEH;
TIOPSAIOK IIPENOCTABIICHUS
OTYETHOCTH TI0 TIPUPOIOOXPAHHOM
JIeATENEHOCTH

YMeTh: IPUMEHITh METOIUKH
pacyeToB IKOIOTHUECKOTO
yiepba, pUCKOB, BHIbI
9KOJIOTMYECKUX TJIATEXEN;
MOPSIOK TIPEIOCTABICHUS
OTYETHOCTH IT0 IPUPOJOOXPAHHOM
JeATENEHOCTH

Biagerh: HaBBIKAMH  PacyeTOB
9KOJIOTUYECKOro yiepba, pUCKOB,
BUJIBI OKOJOTMYECKUX ILUIATE}EN;
TOPA 0K MpEeaO0CTaABJICHUSA
OTYETHOCTH TI0 MPUPOIOO0XPAHHOM
JIeATENEHOCTH

IIK-9.3.0cymiecTBIsieT  NOATOTOBKY
MaTepHualioB Mo obbeMaM BBIOPOCOB,
cOpOCOB 3arps3HSIOIIMX BEILECTB H
Mo OOpaIleHHIO C OTXOJaMHu ISt
MIPEOCTaBICHUS] CTATUCTUYECKOW W

OTYETHOU JOKYMEHTAlLUU o
NPUPOJOOXPAHHOMN JIeATENBbHOCTH
OpraHu3aLuu

¥YMerThb: nIpeoCcTaBIsATh
CTAaTUCTUYCCKOM M OTUYETHOU
JIOKYMEHTAIIIH TI0
MPUPOTOOXPAHHOU
JeATEIILHOCTH OpTraHU3alin
Biaagerb: HaBBHIKAMHU IMOATOTOBKH
MaTepHaioB o obbeMam
BBIOPOCOB, cOpocos
3arpsA3HSAIONMX BEIMIECTB M 10
0o0paIlleHHI0 C OTXOJaMH ISt




MPEOCTABICHUS
CTaTUCTUYCCKOM HM  OTYCTHOU
JIOKyMEHTAaIuu o
MPUPOIOOXPAHHON
JISSITEILHOCTH OpTraHu3alluu

4. Ctpykrypa u coaep:xanue aucuumianHbl (Moayias)) B1.B.JIB.01.01 [loxkyMeHTajibHOe CONMPOBOKIEHHE
NPUPOIOOXPAHHON JeSITeTbHOCTH

4.1. Crpykrypa mucunmiunbl (Moayas) b1.B.J1B.01.01 JoxkymeHTaIbHOE CONPOBOXKICHHUE IPHPOJO0XPAHHOI

JACATCIbHOCTH

OO01mast TPyA0EMKOCTh TUCIMILIMHEI COCTABIISICT 4 3a4EeTHBIX eUHUII, 144 JacoB.

OuHoe 00y4eHUe

No Buabl yue6Hoii padoThl, BKIIOYAS DopMBbI TEKYIEr0 KOHTPOJIsI
n/n CaMOCTOSITEJIbHYI0 padoTy CTYeHTOB U ycneBaeMoCTH (no neoenam
TPYA0eMKOCTH (B yacax) cemecmpa)
K 5 C ®opma NpPOMeKyTOTHOI
HTAKTHas padoTa CaMoCTOATEIbHAS
0 pabo ocrositen aTTecTalluu (no cemecmpam)
padoTa
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1. Paznaen 1. 1061ue npuHIMOBI JOKYMEHTAMOHHOTO 00ecrieueHusl 1esiTeJIbHOCTH Opranu3anuii B cgepe
NPUPOA0II0Ib30BAHUS
1.1.| Tema I.1. ITonsTre nokymeHTa u 8 4 2 4 *
JOKYMCHTAaIIUH. OcHOBHBIE
XapaKTePUCTHKH JOKYMEHTA.
Copeprxanue JIOKYMEHTa,
KOHTEKCT, CTPYKTYypa.
Tema 1.2. VYopanenne |8 |4 |2 |2 4 *
JOKYMCHTaMU B OpraHu3aluu.
ITonsatue JIeI0IPOU3BOJICTBA.
HopmatuBHO-paBoBas 6aza
YIpaBJICHUS JIOKYMEHTaMH.
CraHmapTel B yIpaBICHUH
JIOKyMEHTaMH.
1.2. | Tema 1.3. OO1IMe TPUHIIHIIBI 8 8 *
JIOKyMEHTOBE/ICHUS B
JIeSITEeTFHOCTH OPTaHU3aIN B
chepe nprupoaoI0Ib30BaHUS.
2. Pazpen 2. Knaccupukaropbl M1 yHH(PHUMPOBAHHBIE CUCTEMbI IOKYMEHTALMH.




2.1.

Tema 2.1. Ilonstne 0
KJacCH()UKAITUN U KOAHPOBAHUH
nHpoOpMaLnH. Yuaudpukauus
nIokyMeHTanuu. EnuHas cucrema
KIacCU(DUKAIUK U KOAUPOBAHUS
TEXHHKO-3KOHOMUYECKOMH u
COLIMAJIBHON nHpOpMaIN
(ECKK). YHupunmpoBaHHbIe
cucreMsl nokymeHTanuu (Y CJI).
MexayHapoaHbIe CTaHIAPTHI
ISO.

2.2.

Tema 2.2.
MEXIYHApOAHBIX  CTaHAAPTOB
ISO B OpraHU3aIMIX
TIPUPOJIOTIOIB30BAHHSI.

Buenpenue

Tema 2.3. Kmaccudukaropsr u
YHA(DUIHPOBaHHBIC CHCTEMBI
JIOKyMEHTAIHH.

Pa3gen 3. YnpasieHueckas JOKyMEeHTALMS

B CUCTEME NIPUPOAOIIOJIb30BAHUSA

Tema 3.1. [TonsTue
YIPaBICHYESCKOH JOKYMEHTAIHH.
Bugsr OPJI. Ilonstue OnaHka
MOKYMEHTa ¥ PCKBU3UTOB.
Oo6mue TpeboBaHUs K OJIaHKAM H
0(OPMIICHHIO JJOKYMCHTOB.

8

4

2 |2 4

Tema 3.2. TpeGoBanus K
odopmreHHIO PEKBH3HTOB
JTOKYMEHTOB. Oco0bie
TpeOOBaHUSI K W3TOTOBJICHUIO,
y4eTy W XpaHEHHIO OJaHKOB C
BOCITPOHM3BEICHUEM

TocynapctBennoro repba PO,

rep6oB cyobekToB PO.

Tema 3.3.
OpTraHU3aIMOHHO-
pacnopsiAuTeNbHON
JIOKYMCHTAIIUH.
IITATHOTO
CocraBieHue
HHCTPYKIIHH.
npUKasa, pachopspKeHus,
pEIICHHUS. OdopmieHne
TIOKJIaHOI/00BICHUTEILHOM
3aMMCKH.

Odopmnenne

IToaroroBka
pacrvcanusl.
JOJDKHOCTHOM
ITonroroBka

Tema 34.
OpTraHU3aIHOHHO-
pacnopsiAuTeNbHON
JMoKyMeHTanuu. Hanwmcanue wu
odopMiIeHHE aBTOOHOTpaduy.

Odopmnenue

Tema  3.5.
JIOKYMEHTALUS B
MTPUPOIOIIOIB30BAHUS.

Ynpasnenueckas
cucreme

Pa3gen 4 Opranuszanus padoTsl ¢ JoOKyMeHTaMu. JIoKkyMeHT0000pOT.




Tema 4.1. Crienmudrka
OpraHu3aLuH paboThI c
JIOKyMEHTaMH B OpraHU3alusaX U
opraHax CHCTEMBI
IpUpPOAOIIOIb30BaHusl B PO.
OO0uienoCcTynHbIe JOKYMEHTHI |
JOKYMEHTBI, JTOCTYII K KOTOPBIM
orpanuuuBaercs. OpraHuzanus

TeKymen paboTsI c
TOKVMEeHTAMU

Tema 4.2. Opranuzauus
JokymeHTtoobopora.  [lopsimox
npuemMa u paccMOTpeHHUs
JIOKYMEHTOB. Peructpanus
JIOKYMEHTAaIluH. Texuomnorus
00paboTkH MTOCTYTIAFOTITIX
JIOKYMEHTOB. Opranuzanus
JBIDKEHUSI JOKYMEHTOB MEXAY
noxpasnaeneHusmu.  Mcexopdmas
JIOKYMEHTalusi, IOpsSIIoK  ee
PETUCTpALMU.

Tema 4.3. Opranuzauus
XpaHEHHUs JIOKyMEHTOB H Jell.
Cucrematu3anys i y4der
JIOKyMEHTOB OpTaHU3AIHAH.

Tema 4.4. HomeHnknatypa gen.
Apxus OpTaHM3AIHH.
Omnpenenenne cpoKOB XpaHEHHUI.

Tloozomoeka k sx3ameny, 3auemy

27

OO11ast TPYZA0EMKOCTh, B yacax

36

18 | 18 81 27

[IpomexyTouHas arrecTamus

®dopma

3aueT

3a4eT ¢ OLIEHKOH

DK3aMeH *

3aouHoe o0y4eHHne

n/n

HaunMeHoBaHMe pa3/iesioB U TeM
AUCUMILTUHBI (MOYJISA)

cemecTp

CaMOCTOSITeIbHYIO PA0OTy CTYAEHTOB U

Buanl yueoHoi padoTsl, BKIIOYAS

TPYAOEMKOCTH (B Yacax)

KonTakTHas pa6ora CamMocToAATEIbHAS

padora

DopMBbI TEKYLIEr0 KOHTPOJIsI
ycneBaeMOCTH (1o Hedenam
cemecmpa)
®dopmMa NPOMeKYTOYHOM
aTrecTalluM (no cemecmpam)

Bcero

[ToaroroBka K 3K3aMeHy, 3a4eTy
pYyTHE BHIBI CAMOCTOSTEIFHON

ﬂp BHUAbI KOHTAKT. pa6OTLI
A

Kypcosast pabora(mpoekr)

[MpakTryeckue 3aHATHs
JlabopaTopHbIe 3aHATHS

Jlexruu
Bcero
DAOOTEL

ColOecemoBanne
Komnoksuym

[IpoBepka TecToB

ITpoBepka KOHTPOIBH. padoT
ITpoBepka pedepara
ITpoBepka 3cce v UHBIX
TRONYECKUX NAOOT

KypcoBast pabota (IIpoeKT)
D

Pazpaen 1. 1061mue npuHIMNBI JOKYMEHTALMOHHOTO 00ecrieyeHusl 1esiTeIbHOCTH Opranu3anuii B cgepe

NMPpUPOA0NOJb30BAHUA




1.1

Tema 1.1. [TonsiTe fOKyMEHTa U
JTOKYMEHTAIINH. OCHOBHBIE
XapaKTePUCTUKU JIOKyMEHTa.
Copeprxanue JIOKYMEHTa,
KOHTEKCT, CTPYKTYypa.

Tema 1.2 Ympasnenne
JOKYMEHTaMH B OpraHU3alliH.
[MonsiTne JIETIONIPONU3BO/ICTBA.
HopmatuBHO-1IpaBoBast Oaza
yIpaBICHUS JIOKyMEHTaMH.
CrangapTel B yIpaBJICHUH
JOKYMCHTaMHU.

1.2.

Tema 1.3. Obm1rie TPUHIUITEL
JOKYMEHTOBEICHHS B

JEATEeIbHOCTH OpTaHN3aLui B
cdepe MpupoIOIOIb30BaHHUS.

Pa3gen 2. Knaccnpukaropnbl M yHuGHIMPOBAHHBIE CHCTEMbI JOKYMEHTAIINH.

Tema 2.1. [onsTre 0
KIacCU(HKAIMN ¥ KOXUPOBAHUH
nHpOpManum. Yundukauuns
JOKyMeHTanuu. EnuHas cucrema
KIaccUpUKauu ¥ KOIUPOBAHUS
TEXHUKO-KOHOMUYECKON u
COLIMATBHOM nHdpopManun
(ECKK). YuupuumpoBaHHbie
cucremsl nokymeHTanuu (YCJI).
MesxayHapoJHbIe CTaHIaPTEHI
ISO.

8

2

2 4

2.2.

Tema 2.2.
MEKIyHApOAHBIX  CTaHAAPTOB
ISO B OpraHU3aIMIX
TIPUPOJIOTIOIH30BAHHSI.

Buenpenue

Tema 2.3. Knaccuduratopsl u
YHADUIEPOBAHHBIE CHCTEMBI
JIOKYMEHTAIHH.

Pasnen 3. YnpaBieHnueckasi JOKyMeHTalUs

B CHCTE€M€E MPUPOAONOJIb30BAHUA

Tema 3.1. Ilonstue
YIPaBICHYECKOH JOKYMEHTAIHH.
Bunet OPJl. Ilomstue OjaHka
JIOKyMEHTa U  PEKBHU3UTOB.
O06mue TpeboBaHUs K OJIaHKAM H
0(pOPMIICHHIO JOKYMCHTOB.

8

2

2 10

Tema 3.2. TpeboBanus K
oopmiTeHHIO PEKBU3UTOB
JTOKYMEHTOB. OcoObie
TpeOOBaHUS K H3TOTOBJICHHIO,
YY4eTy W XpaHEHHI0 OJIaHKOB C
BOCIIPOU3BEICHHEM

TlocynapctBennoro repba PO,

rep6oB cyobexToB PO.




Tema 3.3.
OpraHU3aIMOHHO-
pacnopsAUTEeNbHOM
JIOKYMCHTAIINH.
HITATHOTO
CocraBieHue
HHCTPYKIINH.
TIpUKasa, pacnopsHKeHHS,
pEIIeHHS. OdopmieHne
JOKJIaTHOM/00BICHUTEILHON
3AMUCKA

Odopmienne

IloaroroBska
pacrniucaHusl.
JTOJIKHOCTHOU
ITonroroBka

Tema 3.4.
OpraHU3aIMOHHO-
PpaclopsIUTEILHON
JOKyMeHTaluu. Hammcanue u
odopmiieHre aBTOOHOTpaduH.

Odopmnenue

Tema 3.5. VYnopasneHueckas
JIOKyMEHTaluss B CHCTEeMe
IIPUPOJONOIb30BAHUS.

Pa3nen 4 Opranusanus padoThl ¢

AOKyMeHTaMu. [IoKyMeHT0060pOT.

Tema 4.1. Crneunguxa
OpTaHH3aINH paboTsI c
JIOKyMEHTaMH B OpraHU3alusiX
opraHax CHCTEMBI
MpUpOJIONONIb30BaHuA B PD.
OO011e10CTyIHBIC TOKYMEHTBI |
JIOKYMEHTBI, JOCTYM K KOTOPBIM
orpannymBaercs. OpraHuzaius
TeKyIen paboTsI c
TOKVMEHTAMU

8

10

Tema 4.2. Opranuzauus
JokymeHToobopora.  [lopsimok
npueMa u paccMoTpeHus
JIOKyMEHTOB. Peructpanus
JIOKyMEHTAIIH. Texuonorus
00paboTkH MTOCTYTIAFOTIIIX
JIOKyMEHTOB. Opranuzanus
JIBIDKEHHUSI JIOKYMEHTOB MEXIy
noapaszzeneHusamu. Vcxonsimas
JIOKyMEHTAalMsI, TOPAIOK  ee
pEerucTpaLyy.

10

Tema 4.3. Opranuzanus
XpaHeHHUs [OKYMEHTOB M Jedl.
Cucremartu3zanus u y4der
JIOKyMEHTOB OpTraHH3aluH.

Tema 4.4. Homenknarypa nei.
Apxus OpTraHU3aIUH.
OrnpeneneHre CPOKOB XPaHEHUS.

Iloozomoska K sk3ameny, 3auemy

OO0mast TpyZ0eMKOCTh, B 4acax

16

16 119 9

ITpomexxyTOouHast aTTECTALMS

dopma

3aueT

3adeT ¢ OLIEHKOH

DK3aMeH *

OuHo-3204HOE 00yUeHHe

n/n

HaumeHoBaHue pa3/iesioB U TeM
AUCHHUILIUHBI (MOAYJIST)

cemecTp

Buabl yueoHoi padoThl, BKIIOYAS

CaMOCTOSITeIbHYIO PA0OTy CTYAEHTOB U

TPYA0eMKOCTH (B yacax)

@opMBbI TEKYIIEr0 KOHTPOJIS
ycneBaeMoCTH (no neoenam
cemecmpa)




KonTakTHas pa6ora CamMocToATeIbHAA ®opma NpPOMeKYTOTHOI
padota aTTrecTalluM (no cemecmpam)

Kypcosas pabora(mpoekr)
IToaroToBka K 5K3aMeHy, 3aUeTy
[IpoBepka KOHTPOJIBH. paboT
IpoBepka dcce U MHBIX
KypcoBast pabota (IpoeKT)

D

[IpakTuueckue 3aHATUSL
[Iposepka pedepara
TRODYECKUX DAOOT

CoOecenoBanue
Konnoksuym
[IpoBepka TecToB

Bcero
Jpyrue BUAbI CAMOCTOATEIBHOM

Jp. BUIBI KOHTAKT. PaOOTHI
DabOTEI

JlabopaTopHbIe 3aHATHSA

Bcero
Jlexunu

=

Pazpgen 1. 1061mue npuHUMNBI JOKYMEHTALMOHHOIO 00ecnevyeHusl 1esiTeJIbHOCTH
MPUPOI0N0JIb30BAHUS

=]

praHusann

o

B cep

Tema 1.1. Ilonarue nokymentau |8 |2 |2 8 *
JIOKYMEHTAaLlUuK. OcHOBHBIE
XapaKTepUCTUKH JIOKyMEHTA.
Coneprxanue JIOKyMEHTa,
KOHTEKCT, CTPYKTYypa.

Tema 1.2. VYnpasnenne |8 |2 |2 8 *
JOKYMEHTAMH B OpraHU3alliH.
ITonsarue JIEJIONPOU3BOICTBA.
HopmaTtuBHO-nIpaBoBas Oaza
YIIPaBJICHUSL JOKYMEHTaMH.
CranmapTel B yIpaBIICHUH
JOKYMEHTaMH.

Tema 1.3. O0mue npuHIMIIBI 8 |4 |2 |2 5 *
JIOKyMEHTOBEJICHHUS B

JIeSITEeIbHOCTH OpTaHU3aIuil B
cepe npupoIoNoIb30BAHUS.

Pa3gen 2. Knaccupukatopbl M1 yHUGUIHMPOBAHHBIE CHCTEMbI JOKYMEHTAIINH.

Tema 2.1. Ionstue o |8 |6 |4 |2 4 *
KJaccu(UKau U KOXUPOBAHUH
nHpOpMaLnH. Yuudukauus
nokymeHtanuu. ExnHas cucrema
KIacCU(PUKANA ¥ KOIUPOBAHUS
TEXHUKO-3KOHOMHYECKON U
COLMATIBHON nHpopMannun
(ECKK). YHaunduurpoBaHHbIe
cucrembl rokymentauuu (YCI).
MexmyHapoiHbIe CTaHAAPTHI
ISO.

Tema 2.2. Buengpenne |8 |2 |2 4 *
MEXKIYHApOJHBIX  CTaHAAPTOB
ISO B OpTaHU3aIIIX
MIPUPOJIOTIOIB30BAHHSI.

Tema 2.3. Kmaccudukaroper w | 8 |4 |2 |2 4 *
YHU(HULIUPOBaHHBIC CHCTEMBI
JIOKyMEHTALIH.

Paznen 3. YHpaBJ'leH‘leCKaﬂ AOKYMEHTAUUsA B CUCTEME MPUPOAOIIOJAb30BaAHMSA.

Tema 3.1 Ilonstne |8 |4 |2 |2 4 *
YIPaBICHYECKOH JOKYMEHTAIHH.
Bunet OPJI. Tlonstue Onanka
JMIOKYMEHTa ¥ PEKBU3UTOB.
O06mue TpeboBaHUs K OJIaHKAM U
0(pOPMIICHHIO JOKYMEHTOB.




Tema 3.2. TpeboBanus K
oopmiTeHHIO PEKBU3UTOB
JTOKYMEHTOB. OcoObie
TpeOOBaHUS K H3TOTOBJICHHIO,
YY4eTy W XpaHEHHI0 OJaHKOB C
BOCIIPOU3BEICHHEM
TlocynapctBennoro repba PO,
rep6oB cyobexToB PO.

Tema 3.3.
OpTraHU3aIMOHHO-
pacnopsAUTeNbHOM
JIOKYMCHTAIIUH. Iloaroroska
HITATHOTO pactucaHusl.
CocraBieHue JTIOJDKHOCTHOM
HHCTPYKIINH. IToaroroska
TIpUKasa, pacnopsHKeHHS,
PpEIIeHMUS. OdopmieHne
JOKJIaHOM/00BICHUTEILHON
3aMMCKH.

Odopmienne

Tema 3.4.
OpraHu3alOHHO-
PacIopsIUTEILHOM
JOKyMeHTauuu. Hamucanue u
odopmiteHre aBToOHOrpaduH.

Odopmiienne

Tema 3.5. VYmnpasneHueckas
JTIOKYMEHTAIUs B  CHCTEMe
IIPUPOJONOIH30BAHUS.

Pa3gen 4 Opranu3zanus paéoTsl ¢

AOKYMEHTaMHu.

JdokymeHTo0

oopor.

Tema 4.1. Crnennguxa
OpraHH3aIix paboTsl c
JOKYMCHTaAMHU B OpraHu3anusax u
opraHax CHCTEMBI
[IpUPOAONIOIL30BaHusl B PO.
OO0menocTynHple JOKYMEHTBI H
JOKYMEHTBI, JOCTYI K KOTOPBIM
orpanuuuBaercs. OpraHuzanus
TeKymen paboTsI c
NTOKVMEHTAMN

8

2

2

Tema 4.2. Opranuzanus
nokymeHtroobopora.  Ilopsmox
npueMa " paccMoTpeHus
JOKYMEHTOB. Perucrpanus
JOKYMEHTALIH. TexHoIOTHSA
00paboTKH MTOCTYHAIOLINX
JIOKYMEHTOB. Opranuzanus
JIBVDKCHUSL JOKYMEHTOB MEXIY
nojapaszzieneHusamu.  Vcxonsimas
JOKYMEHTAIUs, IOpSNOK  ee
pPETUCTPALUH.

Tema 4.3. Opranuzanus
XpaHeHUs IOKYMEHTOB H Jell.
Cucremaruzamus u yder
JOKYMEHTOB OpraHU3alHH.

Tema 4.4. Homenknarypa npen.
Apxus OpraHu3anuu.
OrnpenienieHre CPOKOB XPaHCHUS.

Tloozomoeka Kk sK3ameny, 3auemy

27

OO0mIast TpyZOeMKOCTh, B 4acax

48

32

16

69

27

HpOMC)KyTO‘IHaSI aTTeCTanuAa

dopma




3aueT

3a4eT ¢ OLIEHKOH

DK3aMeH

4.2. Coaep:xaHue JMCUMIJIMHBI (MOIYJIs)

Paznen 100mme npuHOMNBI JAOKYMEHTAHMOHHOTO o0ecmeveHHs] [eATeJILHOCTH Opranu3anmii B cdepe
npupoaonoas3oBanus. [lonsarie nokymeHTa M JOKymeHTauu. OCHOBHBIE XapaKTepHCTHKH AoKymeHTa. CopepikaHue
JIOKyMEHTa, KOHTEKCT, CTPYKTypa. YIIpaBlieHHne JOKyMEHTaMH B opranu3anuy. [lonstue nenonpoussoactsa. HopmarusHoO-
mpaBoBasi 0a3a ympaBneHHs JAokyMeHTamu. CraHapTel B yHpaBlIeHHMH JOoKyMeHTamu. OOmiue NPHHIUIIBI
JIOKyMEHTOBEJICHHUS B J€ATEIIBHOCTH OpraHU3alii B chepe MpHpOoaoIoIb30BaHus.

Pazgen 2 Kuaaccupukatoppl 1 yHH(UIMPOBAHHbIE CUCTEMBI AOKyMeHTanuu. [loHsTHe o Kimaccudukanum u
KOIMpOBaHMK MH(poOpManuu. YHu(UKanus JoKyMeHTaruu. Enunas cucrema kinaccu(UKanuy W KOAWPOBAHUS TEXHUKO-
skoHOMHueckoii ¥ commansHo uHopmaumu (ECKK). VYuudunmpoBanueie cucremsl gokymeHtammu (YCJ).
Mexnynapoausie cranaaptsl [ISO. KnaccudukaTopsl U yHH(UIMPOBAHHBIE CUCTEMBI JJOKYMEHTAIHH.

Paznen 3 VYnpasieHuyeckasi JAOKYMEHTAIMsl B CHCTeMe HNPHPOIONOJIb30BaHUs. [loHsATHE ymnpaBieHYECKOU
nmokymenranun. Buast OP/l. Ilorsitue Gmanka qokyMeHTa u pekBu3uToB. OOmme TpeboBaHus K OIaHKaM U 0(OPMIICHHIO
JIOKyMeHTOB. TpeGoBaHHsI K O(GOPMIICHHIO PEKBH3UTOB JOKYMEHTOB. OcoOble TpeOOBaHMS K HM3TOTOBIICHHIO, YUYETy U
XpaHeHHI0 OnaHKoB ¢ BocmpousBeneHneM [ocymapctBenHoro repba P®, repboB cyOwnekroB P®. YmpaneHueckas
JIOKyMEHTAIHsI B CHCTEME ITPUPOIOIIOIH30BAHNS.

Pasnen 4 Opranmsanusi pa6orsl ¢ Aokymentamu. Jlokymentoodopor. Crnenuduka opranuzanuu paboThl C
JIOKyMEHTaMH B OpraHM3allMiX W OpraHax CHCTeMBI NpHpojomnons3oBanus B Pd. OOmenoctynHble DOKYMEHTHl H
JIOKYMEHTBI, JOCTYIl K KOTOpPBIM OrpaHuuuBaercs. OpraHuzanusi Tekymed paboTel ¢ AokyMeHTamu. OpraHuzaius
JoOKyMeHTooOopoTta. [lopsmok mnpuemMa M pacCMOTPEHMs JOKYMEHTOB. Perucrpaiys IOKyMEHTalMH. TeXHOJIOTHS
00paboTKM MOCTYHAOUMX JOKyMEeHTOB. OpraHu3anusi ABM)KEHHS IOKyMEHTOB MEXAy IoAapaszfaencHusMH. Mcxopsimas
JIOKyMEHTallsl, MOpSJoK ee peructpanuu. OpraHu3anust XpaHeHHs NOKyMEHTOB W aen. Cucremaruzanuss ¥ ydeT
JIOKyMEHTOB opranu3anuu. HomeHnknarypa nen. ApxuB opranuzanuu. OmperneneHue CpokoB XxpaHeHus. OpraHuszanus
paboThI ¢ JOKyMEeHTaMH. JIoKyMeHTOO60pOT.

5. OoOpa3oBaTeibHble TEXHOJIOTHH

OOpazoBarenbHblil TIpollecC M0 JAUCLHUINIMHE OpraHu3oBaH B (opMme Y4eOHBIX 3aHATHI (KOHTakTHash pabora
(ayanTOpHOHM M BHEAYJUTOPHOH) 00YYaIOIIMXCS C TIPENOoIaBaTelieM H caMOCTOosITeNNbHast paboTa o0y4aromuxcs). Y4ueOHble
3aHATHS TPEICTABICHBI CICIYIONIMMHI BHIAMH, BKIIIOYAsl ydeOHbIC 3aHSATHS, HAIPaBJICHHBIC HA NPOBEJICHUE TEKYIIETO
KOHTPOJISl yCTIEBAEMOCTH:

e JIeKIWH (3aHATHUS JCKINOHHOTO THIA);

e CeMMHAaphl, MPAKTUYECKHE 3aHATHUSI (3aHATHI CEMUHAPCKO - IIPAKTUYECKOTO TUIIA);

® TpyNIOBBIE KOHCYJIBTALNH;

e MHAWBUIyalbHbIC KOHCYJBTAllMM W WHBIC YYEOHBIC 3aHATHS, IPEIyCMaTPHUBAIOIINEC WHAWBUAYATbHYIO padoTy

NPENoAaBaTeNs ¢ 00yYaroIIMCs;

e caMmocTosTeNbHas paboTa 00yJaromuXCs;

®  3aHATHS UHBIX BUIOB.

e dopma NpOMEXYTOUHOH aTTeCTAlIUH — 3a4eT.

Buowt camocmosamenvnoii pabomul odyuarouuxca:

Metonan! IT: Tema 2.1. [lonsatue o kiIaccU(PUKAUU U KOJUPOBAHUU HHGOpMAIMU. YHUPHUKAIKS JOKYMEHTAIIUH.
Enunas cucrema kimaccuUKaMu W KOJIWPOBAHUS TEXHUKO-dKOHOMHYECKOH W commanbHo wuHpopmammm (ECKK).
Yuaudunupoanusie cucreMsl qokymenrarmu (Y CJ). MexayHapoaasie cranaaptsl [SO.

Omnepe:xxaomas caMocTosiTeIbHasi padora: Tema 2.2. BHeapeHme MeXITyHapoAHBIX craHmaptoB ISO B
OPTaHM3AISIX TPHPOIOTIOIH30BAHMS.

Tect: Pazgen 100mue npuHOMOBI JOKYMEHTAIMOHHOTO OOECHEYeHUS [ESTEJFHOCTH OpraHu3aluii B cdepe
npupojomnonp3oBanus. Pazmen 2 Kmaccupukaropsl W yHHUIMPOBAaHHBIE CHUCTEMBI JOKyMeHTaruu. Pasmenm 3
VYnpaBneHdyeckasi JOKyMEHTAIMs B CHCTEME IMPUPOAONoib3oBaHus. Pasnen 4 Opranuzauus paboThl C JOKYMEHTaMH.
JIoKyMEeHTO000POT.

Cemunap-koH¢epennusi: Tema 1.3. O6mue MpUHIUIBI TOKYMEHTOBEICHHS B ICATEIIFHOCTH OpTaHU3aINi B cdepe
MIPUPOONOIH30BAHUS.

Pedepar-koncnekt: Tema 3.5. OdopmieHne opraHU3aIMOHHO-PACIIOPAIUTEIBHON NTOKyMeHTanuu. Hamucanne u
odopmrnernne aprobmorpadpuu. Tema 3.4. OdopmileHre OpraHU3aIOHHO-PACTIOPSAUTEEHONW TOKyMeHTanuu. [loaroToBka
npuKasza, pacropspkeHusi, pemenns. OdopmwiieHne noKiIagHOW/00bAcHUTENbHOM 3ammcku. Tema 3.1. IlonsTne
ynpasnendeckoi nokymenranuu. Buasr OP/l. [Tonstre 61anka mokyMeHTa U pekBu3nuToB. O0me TpeboBaHus K OaHKaM
1 0(OPMIICHHIO JTOKYMEHTOB.

Pedepart-pesrome: Tema 4.2. Opranuzanus JoKyMeHTO000poTa. [Topspok mpuemMa W pacCMOTPEHHUsS JTOKYMEHTOB.
Peructpamust nokymenranuu. TexHonorus o0pabOTKH MOCTYNAOINX JOKyMEHTOB. OpraHu3aiusi ABUKEHHUS JOKYMEHTOB
MEXy HOJpa3feNeHusIMUA. Vcxosmas ToKyMeHTaIus, Iopsok ee perucrpamun. Tema 4.1. Crenuduka opraHu3aiiu




paboTHI C JOKyMEHTaMH B OPTaHMU3AIMAX U OpraHax CHCTEMBbI IIPUPOIOIIOIb30BaHus B PD. O0menocTynHbIe JOKYMEHTHI U
JIOKyMEHTBI, TOCTYI K KOTOPBIM orpanndnBactcs. OpraHusarust TeKyIeil paboTsl ¢ JOKYMEHTaMH.

Icce: Tema 4.3. Opranuszanus XpaHeHUs: JOKYMEHTOB U Jes. CucTeMaTu3anus U y4eT JOKYMEHTOB OpraHu3alyy.
Yernbnii poknaa: Tema 3.3. OdopmiieHne OpraHW3alMOHHO-PACIIOPSIUTENbHON JoKyMeHTanuu. [loaroroska

mratHoro pacrucanus. CocTaBieHHe JODKHOCTHOW HMHCTpykuuu. Tema 2.3. Knmaccudukaropsl n yHH(GUIHMPOBaHHBIE
CHCTEMBI JOKyMEHTAI[HH.

Iucemennblii nokaan: Tema 3.2. TpeGoBaHus K 0GOPMIICHHIO PEKBH3UTOB AOKyMEHTOB. OcoObie TpeOOBaHMSA K

M3rOTOBIICHHIO, YYETy U XpaHEHHIO OJaHKOB ¢ BocmpousBeneHueM ['ocynapcrBenHoro repdba PO, repbos cyobekroB Pd.
Tema 1.1. Ilonsatue noxkymeHTa M AoKyMeHTaruu. OCHOBHBIE XapaKTEPHCTHKH JTOKyMmeHTa. ConmepXaHHe JOKyMEHTa,
KOHTEKCT, cTpykTypa. Tema 1.2. YmpaBieHue qOKyMeHTaMH B opraHuzamuu. IloHsaTHe aenmonpoun3BoacTea. HopmaTtueHO-
npaBoBas 0a3a ynpasieHus JoKyMeHTaMu. CTaHAapThl B yIPaBICHUU JOKYMEHTaMH.

KosutoxkBuym: Tema 4.4. Homenknarypa nen. Apxus opranuzanuy. OnpeneneHue CpoKOB XpaHEHUs!.

6. YdeOHO-MeToaMYecKoe ofecrevyeHHe CAMOCTOATENBHONH paGoThl cTyAeHTOB. OLleHOYHBIE cpeacTBa JUIA

TEKYLIEro KOHTPOJIsAl yCIIEBAeMOCTH, l'lpOMe)KyTO‘lHOﬁ aTTeCTAllMM IO HTOIraM OCBOCHUSA JUCIHUIIJIUHBI.

6.1. Iliian camocTOsITEILHOM PAadOTHI CTY/ICHTOB

No Tema Bun 3ananue |Pexomennyema| KonuuectBo uacos
caMocCTOsITeNbHOM | (M3yuume, | s nuTepatypa (0oncHO
paboTsl svinonnumo, |(Yrazvieaemces|coomeemcmeosams
pewumo, HoMep U3 VKA3AHHOMY 8
uszomosums)| pasoena 7) mabauye 4.1)
Ha Ha
OYHOM | 320YHOM

1 | Tema 1.1. TloHATHE JOKyMEHTa W [MucerMeHHBIN usyyuUme 0(1,2,3,4) 4 4
JOKYMCHTAITHH. OCHOBHEBIE JIOKJIa noozomoeum (1,2)

XapaKTepUCTUKU aokyMeHTa. CopepxxaHue b
JIOKyMEHTa, KOHTEKCT, CTPYKTYpa.

2 | Tema 1.2. VmpaBieHue TOKyMEHTaMH B ITucbmeHHBbII Uzyuums 0 (1,2,3,4) 4 4
opranuzanuu. [ToHsTHE 1eT0MPOU3BOJICTRA. JTOKJIaJ 1n0020Mmogum O(1,2)
HopmatuBHO-TIpaBoBasi 06a3a ympaBiieHHs b
nokymentamMu. CTaHIapTHl B yIPaBICHUH
JIOKYMEHTaMHU.

3 | Tema 1.3. OOmu¥ie TPHHIUIIEI Cemunap- UsyuUms 0 (1,2,3.4) 8 4
JIOKyMEHTOBEJICHUS B A TEIBHOCTH KOH(epeHIUst | nod2omosum (1,2)
opraHusaiuii B cepe b
[IPUPOJIOTIONH30BAHHSI.

4 | Tema 2.1. TlonatHe o KiIaccUpUKALUH U Mertoner IT uzyuums 0(1,2,3,4) 4 4
KOAMPOBaHUM WH(GOpPMANWU. YHUPUKAIHS n0020mogum O (1,2)

JOKYMCHTAITHH. Enunas cucreMa b
KJacCU(pUKad ¥ KOAUPOBAHUS TEXHHKO-

SKOHOMMYECKOM 51 COLIMATIbHOU

nndopmannu (ECKK). YanpuunpoBanusie

CHCTEMBI JIOKyMEHTaI[1H ycn.

MexayHapoanbie ctanaaptsl [SO.

5 | Tema 2.2. Buenpenme MexnmyHapomHbix | Omepexarorias usyyuUme 0 (1,2,3,4) 4 10
cragmaproB  ISO B oOpraHm3anmsax |caMOCTOSITENbHAs |10020Mosum O (1,2)
MIPUPOJIOTIOIH30BAHUS. pabota b

6 | Tema 2.3. KnaccudukaTopsr u | YCTHBIM HOKNAN | u3yuums 0(1,2,3,4) 8 10
YHHDHUITUPOBAHHEIC CUCTEMBI noo2omogum a(1,2)

JIOKyMEHTAI[HH. b

7 | Tema 3.1. [TIlonstme ympaBieHueckod |Pedepar-kKoHCHEKT| u3yyumo 0 (1,2,3,4) 4 10
nokymernrtarn. Bumer OPJl.  Ilowstue no020mosum (1,2)

OmaHKa OKyMEHTa M pekBHU3HUTOB. OOmTNe b
TpeOoBaHMsl K OnaHKaM M O(OPMIICHHUIO
JIOKyMEHTOB.

8 | Tema 3.2. TpeOoBanuss k 0OGOPMICHHUIO [TuceMeHHbBIH uzyuumsb 0 (1,2,3.4) 4 10
PEKBU3UTOB JIOKyMEHTOB. Oco0bie JTOKJIaJ 1n0020Mmogum O(1,2)

TpeOOBaHNSA K W3TOTOBJICHUIO, YYETy U b
XpaHEHHIO OJIAHKOB C BOCHPOHM3BEACHUEM
TocynapctBenHoro rtepba P®, repbos
cyOBeKTOB PD.




9 | Tema 3.3. OdopmieHHe OpPraHM3AIMOHHO- | YCTHBIMA JIOKIAaxX | usyyums 0 (1,2,3.4) 12 18
pacopsIIuTeIHHOMN JTOKYMEHTALIHH. noozomoeum (1,2)
IlonroToBka  INTATHOTO  pACHUCAHUS. b
CocraBneHne NODKHOCTHOW WHCTPYKIIHH.
[loaroroBka  mpukasa, pacrnopsDKeHus,

peLieHus. Odopmienue
JIOKJIaTHOI/00BICHUTEILHON 3aITHCKH.
10 | Tema 3.4. OdopmiieHHEe OpraHW3alUOHHO- |PedepaT-KOHCIIEKT| u3yuums 0(1,2,3,4) 8 8
pacnopsaaIuTenIbHON JIOKYMEHTALUH. no020mosum O (1,2)
IMogroroBka  mpuKasa, pacnopsDKEHUS, b
pelIeHus. Odopmienue
JIOKJIQTHOW/00BSICHUTEIEHOW 3aITUCKH.
11 | Tema 3.5. OdopmiieHre OpraHW3alMOHHO- |PedepaT-KOHCIIEKT| u3yuums 0 (1,2,3,4) 6 8
pacnopsauTeTEHOM JIOKyMEHTAIINH. n0020Mmogum (1,2)
Harnucanue u oopmnenne b
aBrobnorpadum.
12 | Tema 4.1. Cneuuduka opranusanuu | Pedepar-pestome |  uzyyumso 0(1,2,3,4) 4 10
paboThl C JOKyMEHTaMH B OpraHU3alMsiX U noo2omosum a(1,2)
OpraHax CHCTEMbI IPHPOAOIOJIB30BaHHS B b
P®. OOmenocTynHble  JTOKYMEHTBI |
JIOKYMEHTBI, JOCTYII K KOTOPBIM

orpannumBaercs. OpraHuzanus TeKyIeH
paboThI C JOKYMEHTaMH.

13 | Tema 4.2. Opranmsanus | Pedepar-pestome | uzyuumeo 0 (1,2,3.4) 4 10
JIoKyMeHTooOopoTa. [lopsmok mpuema u noo2omogum a(1,2)
paccMOTpeHUs] JOKYMEHTOB. Peructparms b

JOKyMeHTanuu. TexHomorus o0pabOTKH
MOCTYMAOMINX JOKyMeHTOB. Opranuzaius

JBIDKCHUS JIOKyMEHTOB MEXIY
MOPa3ACICHISIMU. Hcxonsamas
JIOKyMEHTAIHS, TTOPSIOK €€ PETHCTPAIHH.

14 | Tema 4.3. Opranusanuss  XpaHEHHA Occe U3yuumo 0 (1,2,3.4) 6 3
JOKyMeHTOB M Jjen. Cucremaruzanus U noozomogum H(1,2)
y4eT JOKYMEHTOB OpPraHU3alHu. b

15 | Tema 4.4. HomeHknarypa pnem. ApxuB Kommoxsuym usyyume 0(1,2,3,4) 3 6
OpTraHu3aIuy. Onpenenenne CPOKOB n0020Mmosum (1,2)
XpaHEHHUS. b

6.2. MeToanveckue YKazaHud M0 OpraHusanmuun CaMOCTOATEILHOM paﬁOTbI CTYACHTOB

MeToanyeckue peKOMEeHIAINH M0 MOAT0TOBKeE K KOJJIOKBHYMY (cofece10BAHMIO)

KonnokBruyMoM Ha3bIBaeTcsl cOOECEI0BaHHE MPETIOAABATENS U CTYJCHTA 110 3apaHee ONPENCICHHBIM KOHTPOIbHBIM
BorpocaM. Llenblo KOIOKBHyMa SIBISIETCS (POPMHPOBAHHME Yy CTyAEHTAa HABBIKOB aHAJIN3a TEOPETHUECKHUX IPoOIeM Ha
OCHOBE CaMOCTOATEIBHOTO M3yd4eHMs ydeOHOM M HaydyHOH JsmTepaTypbl. Ha KOJUIOKBHYM BBIHOCSATCSI KpYIIHBIC,
poOJIeMHBIE, HEPEAKO CIIOPHBIE TEOPETUUECKHE BOMIPOCHL. YIIOp JeTaeTcs Ha MOHOTpaduaecKkue paboThl.

Ot crynenra Tpedyercs:

- BIaJICHNE N3yYCHHBIM B X0/I¢ YI€OHOT0 IpoIiecca MaTepHUaJIOM, OTHOCAIINMCS K pacCMaTpuBaeMoil mpodieme;

- 3HaHWE pa3HBIX TOYEK 3PEHHA, BBHICKa3aHHBIX B HAYYHOM JMTEpaType MO COOTBETCTBYIOILEH mpoOieme, yMeHHE
COIOCTABIISITH UX MEXIY COOOH;

- HAJIMYMe COOCTBEHHOTO MHEHHS 110 00CYXIaeMbIM BOIIPOCAM U YMEHHE €T0 apIryMEHTHPOBATb.

KonnoksuyM — 3T0 HE TONBKO (popmMa KOHTPOIIS, HO M METOA yIiTyONeHNs, 3aKpeIICHNs 3HAHUH CTYAEHTOB, TaK KaK B
Xoze coOeceoBaHMs MPENOAaBaTENb PA3bICHIET CIO0KHBIE BOIPOCHI, BOSHUKAIONINE Yy CTYyAEHTA B IPOLECCE M3YUCHUS
JaHHOTO McTOo4YHMKA. OHAKO KOIJIOKBHYM HE KOHCYJIbTAllMsi M HE 9K3aMeH. Ero 3amada moOHTHCS TiryOOKOTO M3ydeHHMs
0TOOpaHHOIO MaTepHuaina, MpoOyIUTh y CTYAEHTAa CTPEMJICHHE K YTCHUIO JONOJHUTEIBHOW HAYYHOW JIUTEPATyphl IO
H3y4aeMol AUCLUIUIMHE.

Iloozomoexa K KON10KEUYMY.

[Toaroroska K KOJNIOKBHUYMY HAYMHACTCS C YCTAHOBOYHOM KOHCYJIBTAIIMH IPETIOIAaBATEINSl, HA KOTOPOH OH pa3bsACHIET
Pa3BEpPHYTYIO TEMAaTHUKy NpPOOIEMBI, PEKOMEHIYeT JUTEpaTypy AT H3yUeHHs W OOBACHAET MPOLELypYy HpPOBEICHUS
KO/UTOKBHyMa. Kak mpaBmio, Ha CaMOCTOSTENBHYIO MOATOTOBKY K KOJUIOKBHYMY CTYIEHTY OTBOAWTCA 3-4 HEOemlH.
Meroanyeckne yKa3aHHS COCTOAT W3 PEKOMEHAANMH 10 M3YYEHHWI0O HCTOYHWKOB M JIMTEPATYPbI, BOIPOCOB JUIS
CaMOIIPOBEPKU M KPATKUX KOHCIEKTOB OTBETA C MEPEUUCICHUEM OCHOBHBIX (DaKTOB M COOBITHH, OTHOCSAIIMXCS K IyHKTaM
IUIaHA KaXAOW TeMbl. DTO MOIDKHO IIOMOYb CTYAEHTAaM LENCHANPABICHHO OPraHW30BaTh pPabOTy MO OBJIAJACHHIO



MaTepHaloM M €ro 3allOMUHAHHMIO. [IpH MOArOTOBKE K KOJUIOKBUYMY CIEIYET, NPEXIe BCEro, MPOCMOTPETh KOHCIIEKTHI
JEeKUMHA W NPAKTUYECKUX 3aHATHH M OTMETHTh B HUX HMEIOIIMECS BOIPOCHI KOJUIOKBHYMa. EciM Kakue-TO BOIPOCHI
BBIHECEHBI IIPENOZiaBaTelieM Ha CaMOCTOSTENIbHOE M3YydYeHHe, ciemayeT oOpaTuTbes K y4eOHOH JmTepatype,
PEKOMEHIOBaHHOM IperoaBaresieM B KauecTBe HCTOUHHKA CBEJICHUH.

KomnnokBuym npoBoautcs B GopMe HHIMBHAYAIBHOH Oecelpl ImpermonaBaTeis ¢ KaXIbM CTYACHTOM MM Oecelsl B
HeOompmmx rpymmax (2-3 demoBeka). OOBIYHO TpemoAaBaTeNb 3aJaeT HECKOJNBKO KPATKHX KOHKPETHBIX BOIPOCOB,
MO3BOJIAIOIINX BBIAICHUTH CTENIEHb JTOOPOCOBECTHOCTH PAbOTBHI ¢ JMTEpaTypod, HpoBepsieT KoHCHeKkT. [lanee Goisee
moIpoOHO 00CyKaaeTcs Kakas-Iiu00 CTOPOHA MPOOIJIEMBI, 9TO TIO3BOJISIET OIEHUTh YPOBEHBb IIOHMMAaHUSL.

Memoouueckue ykazanusa no Hanucanuio 00K1a0a

-Joxuman. Jloknan - myOnu4HOE COOOLIEHME WIIM JOKYMEHT, KOTOPHIE COZIepKaT MH(MOPMALUIO U OTPaKalOT CYTh
BOIIPOCA WJTM UCCIIEIOBAHUS IPUMEHHUTENIFHO K TAHHOW CHUTYallHH.

Bunel noxnanos:

1. YCTHBIN HOKIIA/ - YUTACTCS TI0 UTOTAM MPOJETaHHOI paboThl  sBisieTcsl 23Q(HEKTHBHBIM CPEACTBOM Pa3bsCHEHHS
ee pe3yNbTaToB.

2. I[luceMeHHBIN HOKIA: - KpaTKuii (1o 20 cTpaHuIl) - pe3loMUpyeT Haubosiee BaXKHYI0 HH(POPMAIIHIO, TIOTYICHHYIO B
XOJIe MCCIeOBaHu; - oApoOHBIH (10 60 cTpaHMII) - BKIIFOYAET HE TONBKO TEKCTOBYIO CTPYKTYPY C 3arOJIOBKaMH, HO H
JTUarpaMMBl, TaOIUIBI, pUCYHKH, (poTOTpadiu, IPHUIT0KEHNUS, CHOCKH, CCHUTKH, THIIEPCCHUTKH.

BrinonHenue 3agaHus:

1) gwetko chopmynupoBaTh TeMy (HarpuMep, TUCbMEHHOTO JIOKJIAN);

2) M3Y4HTh M OJ00paTh JUTEPATYPy, PEKOMEHIYEMYIO 10 TeMe, BBIJICIHB TPU HUCTOYHMKA OMOIHOrpaduueckoit
nH}opManum: - NepBUYHbIE (CTaThH, AUCCEPTAIMU, MOHOTpAadHUH U T. A.); - BTOpU4HbIe (Oubnmorpadus, pedeparuBHble
KYpHaJbl, CUTHaJbHAsA WHGOpPManus, IUIaHbl, rpad-CXeMmbl, NMpeIMEeTHbIC yKa3zaTeld u T. 1.); - TpeTHUHBIE (0030pHI,
KOMITWJISITUBHBIE pa0OTHI, CIPABOYHBIC KHUTH U T. 11.); 20

3) HammcaTh TUTaH, KOTOPHIH IMOJHOCTRIO COTIIACYEeTCs C BRIOPAHHOM TeMOM M JIOTHYHO PAacCKPHIBACT e¢;

4) HammcaTh JOKIAJ, COONI0as CIeAyIoMue TPeOOBAHUS: - K CTPYKTYpe IOKJIaa - OHA OJDKHA BKITFOYATh: KPAaTKOE
BBE/ICHHE, OOOCHOBBIBAIONIEE AaKTyaJbHOCTh IPOOJEMBI; OCHOBHOM TEKCT; 3aKJIIOUCHHWE C KPAaTKUMH BBIBOJAMH IO
uccieayemMoil mpobreme; CIHCOK MCIIONb30BAHHOM JIMTEPATyphl; - K CONEPXKAHHUIO JOKJIaja - oOIue IMOJ0KEHHUsS HaJo
MOJKPENHUTh W TOSICHUTh KOHKPETHBIMU IPUMEpaMHM; HE ITepecKa3blBaTh OTACIbHBIC TJIaBbl Y4EOHHKA WM Yy4eOHOIro
MOCOOMs, a U3JIOKHUTH COOCTBEHHBIE COOOPAKEHHSI TI0 CYIIECTBY PaCCMaTPHBAEMBIX BOIPOCOB, BHECTH CBOM IPEJIOKEHUS;

5) oopMHUTE pabOTy B COOTBETCTBHH C TPEOOBAHUAMHU.

[Tnanupyembie pe3yabTaThl CAMOCTOSTENBHOM PaboThI:

- CroCcOOHOCTh CTYICHTOB aHAM3UPOBATh PE3YNbTAaThl HAYYHBIX HCCICHOBAHUN M TPUMCHATh HX TPH PEIICHUHN
KOHKPETHBIX 00pa30BaTEIbHBIX U UCCIIEIOBATEIbCKHX 3a/1aY;

- TOTOBHOCTb HCIIOJIb30BaTh WHAWBUAYaJbHBIE KpEaTHBHBIE CIIOCOOHOCTH JUIS OPUTMHAIBHOIO  PELICHUS
HCCIIEIOBATEIbCKUX 33/1a4;

- CcrmocoOHOCTh pelaTh CTaHAapTHHIE 3a/aud Npo(ecCHOHANBHON JAEATEeIBHOCTH Ha OCHOBE WH(OPMAIMOHHON M
oubmmorpaduueckoll  KyJabTypsl € TPHUMEHEHHEM WH()OPMAlMOHHO-KOMMYHHMKAI[MOHHBIX TEXHOJOTUH M C y4YeToM
OCHOBHBIX TpeOOBaHUI HHPOPMAIIMOHHOW 0€30TIaCHOCTH.

Memoouueckue ykazanus no nanucanuio pegpepama

- Pegepar. Pedepar (ot mar. refere - mokmameiBaTe, cOOOIIaTh) - MPOAYKT CAMOCTOATENEHOTO TBOPYECKOTO
OCMBICJICHHS ¥ IPE0Opa30BaHMs TEKCTa IEPBOMCTOYHHKA C [EIIBIO MOTYYEHHSI HOBBIX CBEJICHUH U CYIIECTBEHHBIX JaHHBIX.

Bunp! pedepatos:

- pedepaT-KOHCIIEKT, coepKaIuil GakTudeckyo HH(pOpMaIiio B 0000IIIEHHOM BHJIC, HUTIOCTPATHBHBIN MaTepual,
pa3iIMuHbIe CBEICHHSI O METOAX UCCIICOBAHMS, pe3yJIbTaTax UCCIEAOBAHUS U BOSMOXKHOCTSIX UX IPUMEHEHHS;

- pechepaT-pestome, CoAepKALIINA TOIBKO OCHOBHBIE MOJ0)KEHHS JaHHOW TEMBI;

- pedepar-0030p, cocTaBisieMblli HA OCHOBE HECKOJIBKHX UCTOYHHKOB, B KOTOPOM COIIOCTABIISIOTCS PA3JIMYHbIC TOYKH
3pEHUs 110 JAHHOMY BOIIPOCY;

- pedepaT-noKIIan, coaepKamuii 00bEKTUBHYIO OIIEHKY ITPOOIIEMBI;

- pedepar - GpparMeHT NEepBOMCTOYHUKA, COCTABIISIEMBIH B TEX CIydasiX, KOT/ia B JOKYMEHTE-IIEPBOUCTOUYHUKE MOXHO
BBIJICTIUTh YacTh, pa3iesl MM (ParMeHT, OTpaxaronye HHHOPMAIIMOHHYIO CYIIHOCTh JOKYMEHTAa WM COOTBETCTBYIOIE
3aga4e pedeprupoBaHHs;

- 0030pHBIA pedepar, COCTaBISEMBIH Ha HEKOTOPOE MHOXKECTBO JOKYMEHTOB-TIEPBOMCTOYHHUKOB U SIBJISIOIIMHCS
CBOJHOM XapaKTEepUCTUKOMN ONPENEICHHOTO COIEPKAHMSI JOKYMEHTOB.

Buinonnenue 3adanus:

1) BeIOpaTh TeMy, €CIIM OHA HE ONpEJIENICHA IIPETIOIaBaTeIIeM;

2) openeNnuTh HCTOYHUKH, C KOTOPBIMHE IIPHICTCSA PadOTaTh;

3) U3y4uTh, CHCTEMATU3UPOBATH U 00padOTaTh BEIOPAHHBIM MaTeprall U3 HICTOYHHUKOB,

4) cocTaBUTS IIaH;

5) namucatb pedepar:

- 000CHOBaTh aKTyaJbHOCTh BEIOPaHHOM TEMBI;



- yKa3aTh HUCXOJHBIC JaHHBIE pedeprupyeMoro Tekcra (Ha3BaHHE, IIe OMMyOJIMKOBaH, B KaKOM TOIY), CBEACHUS 00
aBtope (®. U. O., cnennanbHOCTh, YI€HAS CTEIICHb, YICHOE 3BAHNE);

- chopMymupoBaTh MPOOIEMAaTHKY BEIOPAHHOW TEMEI,

- IPUBECTH OCHOBHBIC TE3HCHI peepUPyEMOTO TEKCTA U UX apTyMCHTAITHIO;

- caerath o0IIMil BEIBOJ 110 MTpo0JIeMe, 3asBICHHON B pedepare.

[Tmanupyembie pe3yabTaThl CAMOCTOSTEIBHON PaOOTHI:

- CIIOCOOHOCTB CTYJCHTOB K 0000IIEHHIO, aHAIN3Y, BOCTIPHATHIO HH(OPMAIINH, IIOCTAHOBKE LM U BEIOOPY ITyTeH ee
JOCTHXKEHUS;

- CITOCOOHOCTH JIOTHYECKH BEPHO, ApTYMEHTUPOBAHHO H SICHO CTPOUTH YCTHYIO M TUCHBMEHHYIO PEUb.

- Metoas! IT - co3ganusi KOMIIBIOTEPHBIX NPE3EHTALUM, B TOM YHCJIE MYJIbTUMEIUITHBIX.

Ilpesenmayus — 3TO TPOIYKT CAMOCTOSATEIEHOW pabOTHI CTYNCHTa, MPEACTABIAIONMA co0oil Meamapadory,
COTPOBOXKIAMIYID YCTHOE BBICTYIUIGHHE W 00€CIeunBaromyl0 3()(eKTHBHOCTh BOCHPHUATHS U3JIaracMoro B XOJE
BBICTYIIJICHUA MaTCpuaja.

TemaTuka W HAMOJHIEMOCTh IMOJATOTABJIMBACMBIX CTYACHTAMHU IMPE3CHTAIUA OMpPEeNAeTCs TEMATHKOW JTOKIIAIOB,
COOOIICHNH M BBICTYIUICHHH, KOTOPBIE TOTOBSTCS MO0 COOTBETCTBYIOLIMM BOIIPOCAM M3y4aeMbIX TEM.

HpeSeHTaHI/IS{ — OTO NPAKTHKA KOMIIJICKCHOTO BBICTYIUVICHUSA, ITOKa3a U 06’b$[CHeHI/I$[ Marepuajia Jjid ayauTOpun UiIn
y4YaIierocsi ¢ UCIOIb30BaHUEM MeanapaboTel. MeamapaboTa B CTPYKTYpe MPE3CHTAIMX (Jajiee — TPE3CHTAINS) MOXKET
MIPEICTaBIATh COOOI codeTaHMe TEKCTa, WIDIIOCTPANWi K HEMY, THIIEPTEKCTOBBILX CCBUIOK, KOMIIBIOTEPHOH aHMMAITUH,
rpaduKu, BAACO, My3bIKA M 3BYKOBOTO psina (HO HE 00s3aTEIbHO BCE BMECTE), KOTOPhIC OPTaHHU30BAHKI B CIUHYIO CPEIY,
BEIICP)KaHBI B €IWHOM rpadudeckoM cTmiie. Kpome TOro, Mpe3cHTaluss UMEET CHOKET, CICHapUH W CTPYKTYPY,
OpPraHM30BaHHYIO sl yNOOHOro BocnpusThs uHpopManuu. OTIMYNTEIBHOW OCOOCHHOCTBIO TPE3CHTALUH SBJIIETCS e
HWHTEPAKTHUBHOCTb, TO €CTh CO3/IaBacMasi IS MOJIb30BATEIsI BO3MOXHOCTh B3aUMOJICHCTBUS Yepe3 3JICMEHTHI YIIPABICHUS.
BHe 3aBHCHMOCTH OT HCHOJHEHHWS IPE3CHTAIMs JOJDKHA YETKO BBIOIHATH ITOCTABICHHYIO II€Nb: MOMOYb JTOHECTH
Tpebyemyro HHPOpMAINIO 00 00bEKTE MPE3eHTAIIHH.

Yarmie Bcero mpe3eHTaus MpeacTaBIsaeT co00il COBOKYIMHOCTE cinaioB. Ho mpe3eHTanus — 3To He MPOCTO CIANABI ¢
TEKCTOM W KapTUHKAMH, COIPOBOKAAONINE BBICTyIUIeHHE. Clalasl — BCEro JIMINp WLTIOCTPATHBHBIA MaTephal K
BBICTYIUICHHIO, 3JICMEHT Mpe3cHTAlMu. [Ipe3eHTanus — 3To, MO CyTH, 0a30BBIC TE3WCHI BBICTYIUICHUS, aKIICHTHPYIOIIHC
BHUMAaHHE CJIyIIaTelieH Ha CaMOM TJIaBHOM. [IpW TOMOIIM pa3iIW4YHBIX ayAUOBH3YaIBHBIX CHOCOOOB TIPE3CHTAIUS
Mpu3BaHa BBICTYIIAONIEMY COXpaHATb, a CHyHarejisaM — «BUIACTb» U B HeO6XOI[I/IMI)IX KOHTCKCTax ONCpaTuBHO
BOCIIPOU3BOIUTE CTUHYIO CMBICIIOBYIO JIMHUIO B BRICTYIUICHHH.

IIpesenramust coctout u3 ciaiaoB. LlenmecooOpa3Ho MpHUICPKUBATHCSA CIEAYIOMIETO NMPaBHia: OAWH CIAiI — OgHa
MBICIIb. Y OeIUTENbHBIME ObIBAIOT MPE3CHTAIINH, KOTJa Ha OJHOM Cllaiijie TaeTCs Te3UC U HECKOJBKO €ro JOKa3aTeNIbCTB.
UroOBl y4ecTh NMCHXOJOTHYECKHE 3aKOHOMEPHOCTH BOCIPHUATHS HHPOPMAIUH, TPH pa3paboTKe MPe3cHTAIUH TOIe3HO
WCTIONB30BaTh Ha claiiie He Oojiee TPUALATH CIIOB M ISTH IYHKTOB CIMCKa. EciM Ha craiiie WOeT CIMCOK, ero
HEOOXOMMO JIeNaTh MapajuleIbHBIM, UMECTCS B BHIY, YTO TICPBBIC CIIOBA B Hayaje KaXIOW CTPOKH IOJDKHBI CTOSTH B
OJTHOY W TOH ke opMe (Tmamexe, poje, CIPSHKCHUA U T.1.). O0s3aTelbHO HE0OOXOAMMO OCMBICIICHHUE [IEIEBBIX 3aT0JIOBKOB,
pa3mep mpudra — He MeHee 18 mT.

CmpyKkmypHo codepiicanue npezeHmauu MOJ}cem eol2iA0emp ciedyiomum oopazom:

1. TuryneHbit nucT. IlepBbId cmaiim comepKUT Ha3BaHUE IPE3CHTAINH, €€ aBTOpPa, KOHTAKTHYIO HH(OPMAIHIO
aBTopa.

2. ConepxaHne. 31eCh pacIUCHIBACTCS TUIAH MPE3CHTAIINH, OCHOBHEIC €€ pa3/eibl WM BOMPOCHL, KOTOPBIE OyIyT
pPaccMOTpEHHI.

3. 3aronoBok paszzena.

4. Kpatkas uH(DOpMAIHS, OTpaXKarommias BeAyIIUe HIIeH BRICTYIUICHHS. [TyHKTH 3 ¥ 4 TOBTOPSIFOTCS CTOJBKO, CKOJIBKO
HeOGXO[[I/IMO. I'maBnoe TYT NPUACPKUBATHCA KOHICIIUN: TE3UC — APT'YMCHTBI — BBIBO/.

5. Pe3tome, BBIBOIBI. BBIBOTBI JOKHBI OBITH BBIPAXKEHBI SICHO M JTAKOHHYHO Ha OTJICIIEHOM CJIaijie.

6. ®uHaANBHBIN cnaiin «biaaromapio 3a BHUMaHHUEY.

6.3. MarepuaJibl VIl NPOBeJeHHMs] TEKYLIEero U NPOMe:KYTOYHOI0 KOHTPOJIsl 3HAHUI CTYyJeHTOB

KOHmpOJlb 0cCeé0eHus Komnemenuuﬁ

Ne | Bupg KOHTpOJISI KonTponnpyemsie TeMbl (pa3/ielibl) Komnerennuu,
i KOMIIOHEHTBI KOTOPBIX
KOHTPOJUPYIOTCS
1 ITpoBepka Pazgen 100mme nmpuHOWOB JOKYMEHTAIIMOHHOTO OOecredeHHs
TECTOB JIeATEPHOCTH OpraHu3anuil B cepe MpUpo0NoIb30BaHus.
2 |CobecenoBanue | Tema 1.1. Ilomstne moxkymeHTa M JOKyMmeHTanud. OCHOBHBIE IIK - §; I[IK -9
XapaKTepUCTUKHU JoKkyMeHTa. Collep)kaHue JOKYMEHTa, KOHTEKCT,
CTPYKTYpA.
3 |CobecenoBanme | Tema 1.2. YmpasieHne moKyMeHTaMH B opraHusaiuu. [loHsrtue IK - 8; [IK - 9
nenonponsBoacTBa. HopmaruBHO-mpaBoBas 0aza  ympaBiIeHUS
nmokyMeHTaMu. CTaHIAPTHI B YIPABICHUHN TOKYMEHTaMHU.
4 | CobecenoBanne | Tema 1.3. O0mue npuHIUIBI JOKYMEHTOBEICHUS B ACSITCILHOCTH IIK - 8; I[IK - 9



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
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opraHm3aiyi B chepe Npupoa0NoIb30BaAHMS.
5 IIpoBepka Pasmen 2 Kuaccudukaropsl W yHUPHIUPOBAHHBIC CHCTEMBI IIK - §; IIK - 9
TECTOB JIOKyMEHTaIHH.
6 |CobGecenoBanne| Tema 2.1. Tlomarme o KiIacCHPUKAIUM ¥  KOJUPOBAHHUH IK - 8; [IK - 9
nndopmanmn. YHupukanus moxkymenrauumu. ExnHas cucrema
KIaccupuKamMu W KOXMUPOBAHUS TEXHUKO-3KOHOMHYECKOW W
conmansHoi mHpopMarwm (ECKK). YHubUIMpOBaHHEIE CHCTEMBI
jgokymenTtatmn (YCJ). Mexaynapoauslie ctanaapts ISO.
7 | Cobecenoanue | Tema 2.2. BHenpeHue MexIyHapoAaHbIX craHgaproB I[SO B K - §; TIK - 9
OpraHu3anuiax nmprupoa0noJb30BaHuA.
8 | CobecenoBanue| Tema 2.3. Knaccudukatopbl ¥ yHUPHUIUPOBAHHBIE CHCTEMBI MK - 8; [IK - 9
JIOKyMEHTAITHH.
9 IIpoBepxka Pasmen 3  VYmpaBnenueckas ~ JOKyMEHTalsi B  CHCTEMeE
TECTOB MIPUPOJIOTIOI30BaHUSI.
10 IIpoBepka Tema 3.1. Tlonsitue ynpasneHdeckoil nokymentanuu. Bugsr OP/I. K - §; TIK - 9
pedepara [TonsTue O1aHKAa TOKYMEHTA M PeKBU3UTOB. OOIIHEe TPpeOOBAHUS K
OyiaHKaM 1 0hOPMIICHUIO TOKYMEHTOB.
11 |CoGecemoBanne | Tema 3.2. TpeGoBaHus K OPOPMICHHIO PEKBU3UTOB TOKYMECHTOB. K- 8; IIK - 9
Oco0ple TpeOoBaHHMSA K W3TOTOBICHHIO, Y4YeTy M XPaHCHHIO
OmaHkoB C Bocrpom3BefeHHeM [ocymapctBeHHoro repda PO,
repOoB cy0bekToB PO.
12 |Cobecemoanue | Tema 3.3. OdopmicHre OpraHu3alOHHO-PACTIOPSIUTEIBHON K - §; TIK - 9
nokymeHTtaiuu. [lonroroBka mrarnoro pacrmcanus. CoctaBieHue
JIOJDKHOCTHON MHCTPYKIIHH.
13 ITpoBepka Tema 3.3. OdopmieHune opraHu3alMOHHO-PACTIOPSAUTEIHLHON IK - §; [IK - 9
pedepara JOKyMeHTalnu. [lonroroBka mpukasa, pacropspKEHHs, peIeHus.
OdopmiteHne T0KIaTHON/00BICHUTEILHOM 3aITHCKH.
14 IIpoBepka Tema 3.4. OdopmieHue OpraHu3alMOHHO-PACTIOPSAUTETHLHOM IK - §; IIK - 9
pedepara JokyMmeHTalu. Hanucanue u odopmienue aBroouorpaduu.
15 ITpoBepka Pazmen 4 Opranuzanus  pabOTHI C  JTOKyMEHTaMH. IK - §; [IK - 9
TECTOB JIoKyMeHT0000pOT.
16 IIposepka Tema 4.1. Crnenn¢uka opraHu3zalmu padOTHl C JOKYMEHTaMH B IIK - §; IIK - 9
pedepara OpPTaHM3aIMIX W OpraHax CHCTEMbI MPUPOJOMNOIb30BaHUS B PO.
OOmenocTynHble JOKyMEHTHl M JOKYMEHTBI, JOCTYIl K KOTOPBIM
orpannyuBaercs. Opranusanys TeKynield paboThl ¢ JOKyMEHTaMH.
17 IIpoBepka Tema 4.2. Opranuzanus gokymeHTtoobopora. Ilopsmok mpuema u K - §; IIK - 9
pedepara paccMOTpeHusi  JIOKYMEHTOB.  Perucrpanuss  JOKyMEHTAllMH.
TexHomorHs 00paboTku TTOCTYTIAFOIITIX JIOKYMEHTOB.
Opranuszanust JBIKCHUS JOKYMEHTOB MEXKAY MOAPa3/IeICHUAMH.
Hcxopsinias JOKyMEeHTanusl, NOPSJI0K €€ PErHCTPaLH.
18 | Ilposepkaacce| Tema 4.3. OpraHusanus XpaHeHHs JOKyMEHTOB M 1€l K - §; TIK - 9
CI/ICTeMaTI/ISaL[I/IH 1 YUYCT JOKYMCHTOB OpraHnu3aiuu.
19| Komnoxksuym | Tema 4.4, Homenkmatypa [nen. ApXuUB  OpraHM3alluu. K- §; IIK - 9
OrnpeneneHne CPOKOB XpaHEHUSI.

2.

MaTepI/Ia.]'IBI A4 OpOBCACHHA TCEKYLICTO KOHTPOJIA 3HAaHUI U HpOMe)I(yTO‘IHOﬁ aTTeCTalunu COCTaBJIAIOT

OTACJBbHBIA JIOKYMEHT
npupooooxpannoii oeamenvuocmuy. llpunoscenue 1 PIT

5. YuyeOHO-MeTOAMYECKOE M MATepUAJIbLHO-TEXHUYecKoe ofecnevyeHue nucuunaunbl (Moayssi)) b1.B.J1B.01.01

— @ono ouenounvix cpeocme no OUCUUNIUHE

JlokyMeHTaJIbHOe CONPOBOXKAeHHE PUPOIOOXPAHHOM AesITeILHOCTH

7.1. YueOHas quTepaTypa:
OcHoBHas1 yueOHas1 JIMTepaTypa:

1.

Kynses, H. H. lokymenrosenenue : yueonuk / H. H. Kynses, /1. H. Ypanos, A. I'. ®abpuuHoB ; oj pegakunen

((,ZIOKyMeHmeHOe conpoeoofcdenue

H. H. KynsieB. — Mocksa : Jloroc, 2015. — 352 ¢. — ISBN 978-5-98704-329-5. — Tekcr : anektponnsiii // Ludposoit
obpazosatenbHbiil pecypc IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/70692 . html

2. Mockanenko A.Il. YrpaBneHue mpupoaoIONb30BaHIEM. MeXaHu3MBI M METOBI : yaeOHoe mocobue [DIeKTpoH-
ueiit pecype] / A.Il. Mockanernko, C.A. Mockainernko, P.B. PesynoB. — Cankr-IletepOypr: Jlanp, 2019. — 392 c. — Pexxum
noctyna: https://e.lanbook.com/book/122160


https://e.lanbook.com/book/122160

3. Dxomormueckas HHPpacTpyKTypa: yaeoHoe nocodue [DnexTponHnsiii pecype] / coct. U.O. JIsicenko, C.B. OkpyT,
T.I". 3enenckas u ap. — CraBpomnons, 2013. — 120 c. — Pexxum mocryma: http://znanium.com/catalog.php?bookinfo=515085

4. CnoBapb 5KOJOTMYECKHX TEPMHUHOB B 3aKOHOAATEIbHBIX, HOPMATHUBHBIX IPABOBBIX M MHCTPYKTHBHO-METOHYE-
CKHX NIOKyMeHTax : yueOHoe mocobue / coctapurenb C. A. [laBnenko. — Cankr-IlerepOypr : Jlans, 2018. — 320 c. —
ISBN 978-5-8114-3079-6. — TekcT : anekTpoHHbIii / Jlanp : 3nekTpoHHO-OMOMHoTeuHas cuctema. — URL: https://
e.lanbook.com/book/107952

JononHuTebHast yueOHast JiuTepaTypa:

1. Ox3zapesH B. H. Onerka Bo3aeicTBUS Ha OKPY’KaIOIIYIO Cpeldy : yaeOHoe nocodue [DmekTpoHHbIi pecype] / B. H.
Ox3apesH, M. B. Byderosa. — M.: Hayunsnit koHCcynmsTaHT, 2018. — 482 ¢. — Pexxum moctyna: http://www.iprbookshop.ru/
80807.html

2. Kyuenko B.B. O6ecrieueHune K0JIOTHIECKO# 0€30MacHOCTH — BAKHEHIITHI AIEMEHT HAIIMOHATFHON 0€30IacHOCTH
Poccuiickoit deaepanuu: yaeoHoe mocodue [Dnexkrponnsiii pecypc] / Kymenko B.B., Cunopenko C.H., Jlrobunckuii B.C.
— M.: Poccuiickuii yHuBepcuTeT ApyxO0bl Hapomo, 2009. — 156 c. — Pexxum nocryma: http://www.iprbookshop.ru/
11434.html

7.2. UHTepHeT-pecypchl
Hapsizy ¢ TpaanIIMOHHBIMY M3JAaHUSIMH CTYACHTHI U COTPYJHUKH MMEIOT BO3MOXKHOCTH ITOJIB30BATHCS 3JIEKTPOHHBIMHU
TIOJTHOTEKCTOBBIMH 0a3aMH JaHHBIX:

HasBanue pecypca CcebLika/moctyn
DnekTpoHHas OHOIMOTeKa OHjalH «EmnHoe okHO K 00paso- http://window.edu.ru
BaTEJIBHBIM pECypcam»
«O0bpa3oBaTenbHbI pecypc Poccnm» http://school-collection.edu.ru
OenepanbHblii  00pa30BATENBHBIA  MOPTAN:  YUPEKIICHHUS, http:/www.edu.ru
nporpaMmsl, crannaptel, BY3sl, Tectol ETD, THA
®denepanbHbId HEHTp HMH()OPMAIMOHHO-00pa30BaTENbHBIX pe- http://fcior.edu.ru
cypcos (PLINOP)
Pycckast BupTyanbHas 6ubIHoTeKa http://rvb.ru
Kabuner pyccKoro si3plka U JINTepaTyphl http://ruslit.ioso.ru
HanmoHanbHbIH KOPITYC PYCCKOTO sI3bIKA http://ruscorpora.ru
ExxenenenpHuk Hayku W obOpasoBanus lOra Poccun «Axka- http://old.rsue.ru/Academy/Archives/
JIEMUS Index.htm
Hay4nast anekTponHas 6ubimoTeka «e-Library» http:/elibrary.ru/defaultx.asp
OnekTpoHHO-0uboTeuHas cucrema IPRbooks http.//www.iprbookshop.ru
DJIeKTPOHHO-CIIPaBOYHasl CUCTEMa JJOKyMEHTOB B cepe obpa- http://www.informio.ru
3oBaHus «MHPOPMEOY
WudopmannonHo-1ipaBoBas cucrema «KoHCyIbTaHT-ILTIOCH CereBasi BepcHs, JOCTYIHa CO BCEX
KOMITBIOTEPOB B KOPIOPAaTHBHOW CETH
WUurl'y
OnexTpoHHO-0nOnnoTeyHas cucreMa «FOpaiT» https://www.biblio-online.ru

HudopmannoHHo-61bmoTeyHoe obecrneueHne yueOHOro rmporecca BKIFYaeT B ce0st:
® JIOCTYH K DJIEKTPOHHO-OMOIMOTEYHBIM CHCTEMaM U 3JIEKTPOHHBIM JIOKYMEHTaM;
® XpaHEHHUE BBIITYCKHBIX Pa0OT U BEACHUsI DJIEKTPOHHOTO MOPT(HOIHO 00yUaIOLIUXCS;
o WV-reader (IPRbooks) /i1 MOOHIBHBIX YCTPOHCTB TS HE3PSAUMX U CIIA00BUISIIHUX.
Wmeromiuecs B By3e alaliTUBHBIC TEXHOJOTUH JJIsl BHEPEHHS MHKITIO3MBHOTO 00pa30BaHusi 00eCHeUMBAIOT BO3MOX -
HOCTh BHEJIPEHHsI METOJIOB MHKJIFO3MBHOI'O 00pa30BaHus Ui 00y4eHHs JIIOACH ¢ HapyIICHUIMH 3peHus B hopMax, aJjanTH -
POBaHHBIX K OTPAHHYCHUSIM UX 30POBBSI.

7.3. IlporpammHoe oGecneyeHue
JlueH3noHHOE MpOTrpaMMHOE 00ecTIedeHIE, Heroab3yeMoe B Marl'Y
1. Microsoft Windows 7, Windows 8, Windows 8.1, Windows 10
Microsoft Windows server 2003, 2008, 2012, 2016
Microsoft Office 2007, 2010, 2016
IIporpammasrnit kommiekc MMUC “Busyansras Ctyaust TectupoBanust”
AntusupycHoe [10 Kaspersky endpoint security
CrpaBo4HO-TIpaBoBasi cuctema «I apaHt

Sk wb

7.4. MaTepuajibHO-TeXHHYECKOe o0ecneueHne
| HaunmeHoBaHue | OCHAIEHHOCTDh CHEIHAJbHBIX MOMEIeHHI 1 | Hepeyenn



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

CHenHAJIbHBIX TOMeLIeHuI

MOMelleHUI JIs1 CAMOCTOSITeIbHON padoThI

JIMINEH3UOHHOI'0 U

M NOMeIeHU A5 CBO0OOIHO
CaMOCTOSITeJIbHON PadoThI pacnpocTpaHsaeMoro
NMPOrpaMMHOT0
obecneyeHus
PexBU3UTHI
MOATBEPK/IAI01Iero
JAOKYMEHTa
YueOnas aynuropus YKOMIUIEKTOBaH CIIEIHAIN3UPOBAHHON  MeOenbio Windows 7
Ne311 pnst npoBeneHust U TEXHHYECKUMH CPEACTBAMH OOYUYCHHUS: Professional,
3aHATHH JEeKIIHOHHOTO0 1 yueOHast Mebenb Ha 30 TTocaJJOYHBIX MECT; CTOJ IS Microsoft Office
CeMHHAPCKOro THIIOB, npenojaBares- 1 T.; CTyJ It IpernoiaBares- Professional,
ITPYIIIOBbIX U lmT.; TpubyHa, MesoBast Jocka- 11T, ;, MUKpodoH- (T'ocynapcTBeHHBIN
HHIUBUHIY ATbHBIX 1mrt.; moro60k DEPQSIN 467894-017, Model KOHTPAKT Ne09 —
KOHCYJIbTALMIA, NO: Smart KB-101-11T.; MBITITh- 1 11T ; TIEBU30D 3K2010 ot
TeKyIero KOHTPOJIs U moznens LG U HD TV Al Thina 65UN 735 006 LB- 29.03.2010, cpok
NMPOMEKYTOUHOM . JIeHCTBUS -
aTTecTaluu. Windows7 Professional, OeccpovHO)

386132, PecriyOnuka
Wurymerus, r. Haspans,
AOQ I'amyp3aueBckui, yi.
MaructpanbHas , 39 «JD».

MicrosoftOfficeProfessional,

(Tocynapcrennsiii KoHTpakT Ne(09-3K2010 ot
29.03.2010, cpok aeiictBus-6eccpouno), WINRAR-
JIMIICH3Hs CBOOOIHA.

YuebHas nadoparopus
«I'eonH(popManuOHHBIX
CHCTEM H
JKO0JIOTHYECKOro
NPOeKTHPOBaHHUD) (Kab.
Ne 324).

386132, PecryOnmka
Wurymerus, r. Hazpans,
AQ TI'amyp3aueBckuii, yiu.
Maructpanpras , 39 «I».

‘YKOMIUTEKTOBaH CIICIIUATN3UPOBAHHON  MeOeIbio
1 TEXHHYECKIMH CPEACTBAMH OOyUCHHUS:

- APM npenonasarens;

- 10 APM n1s ywamuxcs;

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

- [IpunTtep Canon LBP6000B - 1.
IIporpammHoe oGecneyeHue:

- makeTsI [1O o0mero HazHaueHUs (TEKCTOBBIC
penakropsl, rpadpudeckne penakropsr, EXCEL),
- maketsl QGIS, PowerPoint

MpOrpaMMHBIE KOMIUIEKCH GupMbl «JIOI'OCy
(yueOHbIe BepcHn):

- 3EPKAJIO (yueOHast Bepcust),

-IIYM (yueOnas Bepcus),

- Crankep (y4aeOHast Bepcusi),

Windows 7 Professional,

Microsoft Office Professional,
(TocymapctBennbiit koHTpakT Ne09 — 3K2010 ot
29.03.2010, cpok JeicTBUS -OECCPOUHO)

YueOnas aynutopus Ne302
JJISl CAMOCTOSITE/IbHOM
padoThI:

386132, Pecry6nuka MHTY-
mierus, r. Hazpans, AO
l'amyp3ueBckuid, yii.
MaructpanbHas , 39 «JI».

yuebHas MeOenp Ha 28 0CaI0UHBIX MECT; CTOJ JUIS
IpernojaBaTessi- 1 T.; Ty Ut mpenojaBaTens- 1 mr.;
MelnoBasi J0ocKa- 1 mrT.

Yuebnas aynuropus Ne406
YUTAJTbHBIN 3aJ1 115
CaMOCTOATEIbHOI padoThI:
386132, Pecrrybmmka
Warymerns, r. Haspans, AO
INamypaueBckui, yiu.
MaructpasbHas , 39 «I».

yueOHas Mebenb Ha 104 mocagounbix mect; Wi-Fi.




Pabouass mporpamma gucrmmumHe b1.B.JIB.01.01 OKYMEHTAIbHOE  COMPOBOXKIECHHE MPUPOJOOXPAHHOU
eI TENILHOCTH COCTaBlieHa B cooTBeTcTBUH ¢ TpedoBanusimu PI'OC BO no Hanpapnenuto noaroroBku 05.03.06 Dkosorus
U__NIPHUPOJIOIONB30BAHUE, YTBEPKJCHHOTO MpUKa3oM MUHHCTEpPCTBA HAayKM M BhIcHiero oOpaszoBaHus Poccuiickoit
Oeneparmn ot «07» aprycra 2020 . Ne 894, ¢ uW3MECHEHMSMH W JOTNONHEHHWAMH OT: 26 Hos0ps 2020 r,
3apeructpupoBanHblii MunuctepctsoM HOcturmu PO ot 19 asrycra 2020 . Ne 59338

IIporpammy coctaBumu:

1. JonoB M. M., kaHaAMaAaT c-X. HAYK, JIONEHT Kadeapbl «DKOIOTUs U IPUPO/IONOIL30BAHKCY

2. Yanauosa ®@.U.. crapmuii npenogasareib Kadeapbl « DKOIOTUS U IPUPOAONOIL30BAHUE)

3. Toumes U.A., cTapimii npenonaBateib Kadeapsl « IKOJOTUI U MPUPOIOIOIL30BAHUE

[Iporpamma ogo6peHa Ha 3acenaHun Kadeapsl « IKOJOTHS U IPUPOIOTIONH30BAHIE)

ITporoxon Ne 9 ot «21» mas 2024 rona

IIporpamma ogo0peHa Y4eOHO-METOANIECKUM COBETOM HMHKXCHEPHO — TEXHHYSCKOTO HHCTUTYTA

npoToko Ne 9 ot «22» masg 2024 tona
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VueOHsbIit
roz

Pemenne xadempst
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BHecenHble M3MeHEHHS

IToxmucs 3aB. kadenpoii




