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1. HEJIb Y 3AJJAYM TUCHMUTLINHEI

Ilenbto u3ydeHus y4eOHOW MAUCLUIUIMHBI SBISETCS OCBOCHUE TEOPETHUYECKUX
3HaHUH B 00JaCTH COBPEMEHHBIX HH(OPMAIIMOHHBIX TEXHOJIOTUH, MPOTrPAMMHOTO
obecrieyeHuss MNPO(YECCHOHAIBHOW  JIEATENBHOCTH M NPUOOpETEeHHE yMEHUH uX
NpUMEHEeHHUS, a Takxke (popMupoBaHHE HEOOXOAUMBIX KOMITETCHIINH.

3ajaun OCBOEHUS y4eOHON AUCITUILIHHBI:

. O03HAKOMHUTH  CTYJACHTOB C  OCHOBHBIMH  TOHSATUSMH B  O0JacTu
nH(OPMAIIMOHHOTO 0becneveHus, Po(HeCcCHOHATLHOM e TEIILHOCTH,

. 03HAKOMUTH C LEISIMH, 3a/la4aMH, MPOOJIeMaMHi M TEPCIICKTHBAMU Pa3BUTHUS
UH(POPMAIIMOHHBIX TEXHOJIOTHIA;

. 03HAKOMHUTH C COCTaBOM, (DYHKIMSIMU U BO3MOXXHOCTSIMH HCIOJH30BaHUS
CIEIHAILHOTO MPOTPAaMMHOT0 00eCIICUCHHST,

. HAYYHTh CTYJICHTOB UCIIOJIb30BAaTh COBPEMECHHBIC KOMITBIOTEPHBIC TEXHOJIOTUH

B HpO(l)CCCHOHaHBHOﬁ ACATCIIbHOCTH.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OOII

Juctunnmaa «MHGOpMalMOHHBIE TEXHOJIOTHN B MTPOPECCUOHAIBHON JEATEILHOCTH
SBIIICTCS  OOMIETTPOPECCHOHANBHON  JUCHUIUIMHON — TPOPECCHOHAIBHOTO  IUKJIA  I10
crenuansHocTd 40.02.011IpaBo u opranu3aius coruaiIbHOTO 00eCIeueHus.

Jnst ocBoeHUs] AUCHUIUTUHBL «H(QOpMaIMOHHBIE TEXHOJIOTHH B MPOGECCHOHATBLHON
JIEeSTENIbHOCTHY OOydaromiuecss WCHONIb3YIOT 3HaHWS, YMEHHUS U HABBIKH, CIOCOOBI
JESTEIIbHOCTH B YCTAaHOBKH, CPOPMHUPOBAHHBIC B X0J1¢ U3ydeHus npeamera « apopmaTuka u
HUKT».

VYcnemHoe OCBOGHHE Kypca MO3BOJISIET MCIOJIB30BaTh MOJYYCHHBIE HABBIKH TIPHU
M3YYEHUHU TaKUX JUCHUIUIMH Kak «CemeitHoe npaBoy», « MyHUIIUTIATbHOE IPABO».

3. INTAHUPYEMBIE PE3VYJIBTATHBI OBYYEHUSA 110 JUCHUIIJIMHE

[Tponiecc u3y4yeHHs AMCUUIUIMHBI HAmpaBlieH Ha (OPMHUPOBAHUE CIEIYIOIIUX
KOMIETeHIIMH y BbimyckHHKa crneunanbHoctd  40.02.01 IlpaBo u opranuzanus
COLIMAJIBHOTO 00ecreueHus:

OK 1. IlonuMarp CyIIHOCTh M COIMAIBbHYIO 3HAYUMOCTh CBOEH Oymyiei
npodeccuu, NposSBIATh K HEH YCTONUMBBIN HHTEpeC.

OK 2. Oprann3oBbiBaTh COOCTBEHHYIO JI€STEIbHOCTh, BHIOMPATh TUIIOBbIE METO/IbI
U CIIOCOOBI BBINOJIHEHUS MPO(ECCHOHANBHBIX 3a/a4, OLEHUBaTh UX A(PPEKTUBHOCTb U
Ka4eCTBO.

OK 3. HpI/IHI/IMaTB peuICHUA B CTAHAAPTHBIX U HCCTAHAAPTHBIX CUTYAllUIX U HECTU
3a HUX OTBETCTBCHHOCTbD.

OK 4. OcyuiecTBisATh NOUCK M UCHOJIb30BaHUE MH(OpPMAIMK, HEOOXOAUMOM st
3((EeKTUBHOTO  BBIMOIHEHUS NPO(ECCHOHANBHBIX 33Jay, MNPOPECCHOHAIBHOTO H
JIMYHOCTHOT'O Pa3BUTHSL.

OK 5. Hcnonb3oBaTh WH(POPMAITMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJOTUH B
npo(hecCHOHANBHOM NeSTeNLHOCTH.



OK 6. PaboTaTh B KOJUIGKTUBE M B KOMaH i€, 3PHEKTHBHO 00MIATHCS C KOJIJIETaMH,
PYKOBOJICTBOM, ITOTPEOUTEIISIMHU.

IIK 1.5. OcymectBiarh (GopMUpoBaHUE W XpaHEHHE IEJ TOJydaresield NMEHCHH,
MOCOOUM U JPYTUX COLMATBHBIX BBITLIAT.

IIK 2.1. ITognepxuBaTh 6a3bl JaHHBIX TOJydYaTeIeH MEHCHH, TOCOOUA, KOMIIEHCAITUH
Y IPYTUX COIMAJIbHBIX BBITLJIAT, & TAK)KE YCIYT U JIIOT B aKTyaJIbHOM COCTOSTHUH.
B pesynbTaTe ocBoeHHs YUeOHOM TUCIUTLIMHBI 00yUYaIOIIUIACS TOKEH

YMETh:
HCIOJIb30BaTh IPOrpaMMHOE oOecriedeHre B MpodeccnoHalbHOM 1eATeNbHOCTH;
MIPUMEHSTH KOMITIBIOTEPHBIEC U TEJICKOMMYHUKAIIMOHHBIE CPEJICTBA;
paboTath ¢ HH()OPMALIMOHHBIMU CIIPABOYHO-TIPABOBBIMU CHCTEMaMU;
UCIIOJIb30BaTh MPUKIIATHBIC IPOTPaMMBI B TPo(ecCHOHAIBHON 1eATeIbHOCTH;
paboTaTh ¢ ANEKTPOHHON MOYTOM;
UCIIOJIb30BATh PECYPCHI IOKATBHBIX U TNI00ATBHBIX HHPOPMAITHOHHBIX CETEH;
3HATH:
cocraB, pyHKIMH HHOOPMAIIMOHHBIX U TEJICKOMMYHHKAITMOHHBIX TEXHOJIOTHIA, BO3MOXHOCTH
UX HCIIOJIb30BaHUS B MPO(HECCHOHATBLHON IeATENbHOCTH;
OCHOBHBIE MPABUJIA U METOJIbI pa0OTHI C TAKETAMH MPUKIAJHBIX MPOTPAMM;
MOHITHE WH(OPMALIMOHHBIX CUCTEM M UH()OPMAIIMOHHBIX TEXHOJIOTHUH;
MOHSITHE TTPABOBON MH(POPMAITUH KaK Cpeibl HH(POPMAIIMOHHONW CHCTEMBI;
Ha3HAa4YeHHE, BO3MOXKHOCTH, CTPYKTYpPY, MPUHIUI paboThl MHPOPMAIMOHHBIX CIPABOYHO-
MIPaBOBBIX CUCTEM;
TEOPETUYECKHE OCHOBBI, BUJBI H CTPYKTYpPY 0a3 IaHHBIX;
BO3MO>KHOCTH CETEBBIX TEXHOJIOTHI paboThl ¢ HHGOPMAITUEH.

4. COIEP)KAHUE PA3JIEJOB U TEM JUCHUIIJINH

PA3ZJEJ 1. O6lIASA XAPAKTEPUCTHUKA NH®OPMAIIMOHHBIX
CUCTEM
Tema 1.1.Mudopmannonnbie cucremsbl. ba3bl 1aHHBIX.

[Tonstue uHpopMannoHHOM cucTeMbl. OCHOBHBIE (YHKUHMHM HH(OPMALMOHHBIX
CHCTEM. Bunsr MH(POPMaLIMOHHBIX CHCTEM: MH(POPMaLIMOHHO -CIIPABOYHBIE,
UH(POPMAITMOHHO-TIOUCKOBBIE, CUCTEMBI, oOecneuynBaromye aBTOMATHU3ALUIO
JIOKYMEHTO000pOTa, aBTOMAaTHU3MPOBAHHBIE CHUCTEMbl YIpaBJI€HHUS, HHPOPMALMOHHBIE
CUCTEMBI U JIp.

Tema 1.2.CnpaBo4yHO-IIPaBOBbIe CHCTEMbl KaK Pa3HOBMIHOCTH HHGOPMALMOHHBIX
CHCTEM

[TonsiTue cnpaBO4YHO-TIPaBOBON cucTeMbl. CBONCTBA CIIPABOYHO-TIPABOBBIX CHUCTEM:
BO3MOXKHOCTh paOOThl C OIPOMHBIMM MacCHBaMM TEKCTOBOH HMH(OPMAIMH, HMCHOIb30BAHUE
CHEMAIBHBIX ITOUCKOBBIX CPEJICTB, BO3MOYKHOCTH HCIIOJI30BAHUS TEIEKOMMYHUKAIIMOHHBIX
CPEZCTB.

PA3JEJI 2. PABOTA B MICROSOFT ACCESS
Tema 2.1.Co31anue Ta0auI 1 padoTa ¢ TadJAuIaAMU

baza nanneix MS-Access: oOmias xapakTepucTuKa. 3amyck nporpammbsl. CTpyKTypa
MeHF0. THUIIBI TaHHBIX B TaOJHIIE.



Tema 2.2.@opMupoBaHue 3a1poca K 0a3e JaHHbIX.
[TonsTue 3anpoca. Tunsl 3anpocos. Co3znaHue 3anpoca ¢ noMoiibo Macrtepa.

Tema 2.3.11poexTupoBanue ¢popm u padora ¢ HUMH.
Ioustue «dopmay». Criocobsl cozganus popm. Cosznanue popmsl ¢ momouso Mactepa
U ¢ nomouipto KoHCcTpyKTOpA.

Tema 2.4. OTuersl
ITousarue ordyera. CiocoOBl CO3MaHUA OTYETOB. | TaBHBIN M HOIYMHEHHBINA OTYETHI.
OO0paboTka OTYETOB.

PA3JIEJI 3. CIIPABOYHO-IIPABOBAS CUCTEMA «I'APAHT».
Tema 3.1. O0mas XapakTepUCTHKA CIIPABOYHO-TIPABOBOI cucTeMbl «["'apaHTy.

Uctopuss cozmanust u pazsutust CIIC «"apant». HHbopmamoHHBIE peCypCh
cuctembl «I['apaHT»: paBoBble 0a3bl, CIPABOYHUKH U IPOrPaMMBbl, CBI3aHHBIE C IIPABOBOM
TEMAaTHUKOM, 3JIeKTpOHHBIN apxuB, Oubanorexa CIIC «I"apanT».

Tema 3. 2.HacTpoiika cnpaBo4HO-nIpaBoBoii cucremsbl «['apanm»

OneMeHTbl OKHa mporpamMMbl. CTpoka KOMaHZHOro MeHto. [laHenb HMHCTpYMEHTOB.
[Tonocer  mpoxpytku. OcHoBHOe MeHIo, ero Omoku. [lomyuenme wuHboOpmamu 00
YCTaHOBJICHHBIX KOMIUIEKTax M 0Oa3ax. OTkpeiTHEe HH(pOpManMOHHOW Oa3pl. Brimagaromiee
MEHIO «Y CTaHOBKU», €T0 JIEMEHTBHI.

Tema 3.3.Ilouck 10KyMeHTOB B CIIPABOYHO-NIPaBOBOii cucteme «['apaHT»
Buner noncka noxymenrtosB. [louck no pexsusuram. Ilouck no curyauuu. Ilouck mo
kiaccudukaropy. [lonck o HCTOYHUKY OITyOIMKOBAHMS.
3anoyHeHne KapTOUKH 3alIpOCOB.

Tema 3.4.PaGoTa ¢ JOKyMeHTAMH B CIPABOYHO-NIPaBoOBOii cucreme «["apanT»

[Tonmy4yenue crpaBku K JOKyMEHTY. [IOMCK CIIOBOCOYETaHHS B TEKCTE JIOKYMEHTA.
YcTaHOBKa M MPOCMOTP 3aKJIAJIOK B TIOKyMeHTe. PacnieyaTka nokyMeHTa. 3amuch JOKYMEHTa
B TeKCTOBBIA ¢paitn. KonmupoBanue mgoxkymeHTa wim ero ¢parmeHta B Oydep obOmeHa.
Okcnopt nokymenra B MS Word u MS Excel.

Tema 3.5.Pa6ora ¢ rpaduyeckumMu n300pakeHHSIMH B CIIPABOYHO-NIPABOBOM CcHCTeMe
«["apanT»

[IpocmoTp rpaduueckoro wu3obpakeHus. MacmTabupoBaHue ¢ MNPOKPYTKa
n3zo0paxxenuii. CoxpaneHue uzoOpaxeHus B ¢ain. KonmupoBanue uzobpaxeHuil B Oydep
oOMeHa. PacnieuaTka nuzo0paxeHuii.

PA3JIEJI 4. CIIPABOYHO-ITPABOBASI CUCTEMA «KOHCYJBTAHT IIJIFOC»
Tema 4.1.00mas XapaKTepHUCTHKA CHPAaBOYHO-NPaBOBOil cucrembl «KoHcynbTaHT
ILroc»

Uctopuss coszmanus u  pazsutus CIIC  «Koncynsrant Ilmocy». HWcerouHuku
noctymieHus: uHpopMmanuu. [IpuHIMNIBI U ATanbl IOPUAWYECKOH 0OpabOTKH JOKYMEHTOB,
BKJIIOYeHHbIX B cucreMy «KoncynpranT Ilmroc». ['umeprekcroBas  TEXHOJIOTHSA
npeacrasieHus npapooit nHpopmaruu B CIIC «Koncynbrant [mrocy»: mpsiMbie U 0OpaTHBIE
CCBUIKH.



Tema 4.2.IloMck JOKYMEHTOB B CHPaBOYHO-NPaBoBOil cucreme «KoHCyJabTaHT

ITaroc»

MGTO,I[BI CO3JaHus U COIIPOBOXKIACHUA caiita. Bo3MOXHOCTH ceTeBOTro MporpaMMHOIO
o0OecIcucHus IJI1 OpraHuvsanuun KOJIJICKTUBHOM ACATEILHOCTH B T JI00AJBHBIX U JOKAJIBHBIX

KOMIIBPIOTEPHBIX ~ CETSIX:
TeseoHusl.

QJICKTPOHHAA 1I104YTa, 4YarT,

BUJICOKOH(EPEHIINS,

HNutepuer —

Tema 4.3.PadoTa ¢ J0KyMeHTaMH B CIIPABOYHO-TIPaBOBOii cucreme « KoHCyJabTaHT

ILiaroc»

[Tonyuyenue obuieit nHpopmanuu o HaleHHBIX JoKyMeHTax. CopTHpOBKa cIUcKa
JNOKyMeHTOB. [lanku nokymenTos. IMnopt u akcniopt namnok. Kapmas.

5. OPTAHU3AIIMS CAMOCTOSTEJBHOM PABOTHI CTYJEHTOB

Cpoxn IIpumepHsbIe
Bun BHeayuTOpHOM CaMOCTOATENIBHOM HOPMBI
Ne Templ BBIIIOJIHEHU @DOpMBI KOHTPOJIA
paboThI 4 BpPEMEHU
(dac.)

11 Pabora c nureparypoit 1 UHTEpHET- 2 2 TectupoBanue
UCTOYHUKAMHU, ITOATOTOBKA K (oueHka B
TECTUPOBAHUIO Oanax)

1.2 Pabora c nuTeparypoil u UHTEpPHET- 4 4 Pedepar (omnenka
MCTOYHUKAaMU, HalMcaHue pedepara B OaJiax)

2.1 Pabora ¢ nwurepaTypoii W HHTEpHET- 6 2 Pedepar (onenka
HMCTOYHMKAMU, HallMcaHue pedepara B Oayuiax)

2.2 Pabora c nureparypoit 1 UHTEpHET- 7 2 Pedepar (onenka
HMCTOYHMKAMH, HallMcaHue pedepara B Oayuiax)

2.3 Pabora ¢ nmurepaTypoii 1 UHTEpHET- 8 4 TectupoBanue
UCTOYHUKAMHU, ITOATOTOBKA K (oueHka B
TECTUPOBAHUIO Oasnax)

2.4 PaboTa ¢ nuTepaTypoit 1 HHTEpHET- 9 4 Pedepar (onenka
MCTOYHUKAMU, HalMcaHue pedepara B Oasiax)

3.1 Pabora ¢ iureparypoit 1 HHTEpHET- 10 3 Jlokna (orieHKa B
MCTOYHHMKAMU, HalTUCAHUE JIOKJIaJia Oasuiax)

3.2 Pabora c nureparypoit 1 UHTEpHET- 11 2 TectupoBanue
UCTOYHUKAMHU, ITOATOTOBKA K (oeHka B
TECTUPOBAHUIO Oasnax)

3.3 Pabota ¢ nutepaTypoil 1 UHTEpHET- 12 2 Pedepar (onenka
VCTOYHUKAaMU, HalKucaHue pedepara B Oasiax)

3.5 Pabota ¢ nuTepaTypoit U HHTEpHET- 13 2 TectupoBanue
MCTOYHHUKAMH, TTOATOTOBKA K (omeHka B
TECTUPOBAHUIO Oasuiax)

4.1 PaGora c nureparypoit 1 UHTEpHET- 14 2 Jloknaz (o1ieHka B
MCTOYHMKAMU, HalTUCAaHUE JIOKJIa1a Oasutax)

4.3 Pabora ¢ nurepaTypoii 1 UHTEpHET- 15 2 Pecdepar (onenka
MCTOYHUKAaMU, HalKicaHue pedepara B Oasiax)

TECT
1. B pa3sButuu HHQPOPMALUUMOHHBIX TEXHOJOIHH MNPOU30LLIO CJeAyloliee YHCJI0
peBOJIIOLMIA:



1) 2

2) 3

3) 4

4) 5

2. 3apakeHHe KOMNBIOTEPHBIMH BHPYCAMHU MOKeT MPOU30iiTH B Mpollecce:

1) padoThI ¢ paiiaamu

2) dbopMaTHUpPOBAHMS TUCKETHI

3) BBIKJTFOUCHHS KOMITBIOTEpA

4) neYaTH Ha TPUHTEPE

3. 115 IpOBepPKH HA BUPYC *KECTKOI0 JTMCKA HeO0XO0IUMO UMETh:
1) 3alUIICHHYIO IPOrpaMmMy

2) 3arpy304HYIO IIPOrpamMMy
3) (baiia ¢ aHTUBUPYCHOM TIPOrPaMMOi
4) JAUCKETY ¢ AaHTUBMPYCHOI MPOrpaMMoii, 3aIMIIEHHYIO OT 3aNHCH
4. IIporpamma, He SIBJISIIOINASICSI AHTUBHUPYCHOM
1) AVP
2) Defrag
3) Norton Antivirus
4) Dr Web
5. Kinace mporpamMm, He OTHOCAIIMXCS K AaHTUBHPYCHBIM:
1) nporpamMmmsI-aru
2) NPOrpaMMbl CKAHMPOBAHMS
3) POTPaMMBbI-PEBU30PHI
4) POTaMMBI-/IETEKTOPHI
6. Cnoco0 nosiBjieHHs1 BUPYca HA KOMIIbIOTepe:
1) nepeMelenne ¢ ridOKOro JucKa
2) NP PEIICHUU MaTeMaTHYECKOH 3ajaun
3) IPY TOJKITIOUYEHUH K KOMIIBIOTEPY MOJeMa
4) CaMOIIPOU3BOJIBLHO
7. 3apa:keHHI0 KOMIIbIOTEPHBIMU BUPYCAMH MOTYT NOABEPTrHYTHCH:
1) rpaduyeckue Qaiis
2) NPOrpaMMbl U JIOKYyMEHTbI
3) 3BYKOBBIE (haifiIbl
4) BUICO(AIITBI
8. OcHOBHbIE NPMHUIMIBI PA00THI HOBOM MH(POPMALMOHHON TEXHOJIOTUH:
1) HHTEPAKTHBHBIN PesKUM padoThI ¢ MOJIb30BaTeIeM
2) HHTErPUPOBAHHOCTD C IPYTHMU NPOrpaMMaMu
3) B3aMMOCBSI3b I10JIb30BATENsl C KOMIIBIOTEPOM
4) rH0KOCTH MPOLECCOB M3MEHEHUsI IAaHHBIX U MOCTAHOBOK 33124
5) UCIIOJIb30BaHUE MOAJEPKKH IKCIIEPTOB

9. Kaaccupukauusa unHpopmauuoHHbix TexHogoruii (UT) mo cnocody mpumMeHeHHs
CPeACTB M METOA0B 00pa0OTKH JaHHBIX BKJIKOYaeT:
1) oazoByw UT
2) o6yt UT
3) Konkpernyw UT
4) cneunanbuyto UT
5) rino6ansuyo UT
1. HNucrpymenTapuii H"HPOPMALMOHHOM TEXHOJOIHH BKIKOYAeT:
1)  KowmmsroTep
2)  KOMIIBIOTEpPHBIH CTOMT



6.

3) nmporpaMMHBIf MPOAYKT
4)  HeCKO0JbKO B3aHMOCBSI3aHHBIX MPOrPaMMHBIX MPOAYKTOB
5)  KkHurn

Ipumepnbl HHCTPYMeHTAPHUSI HHPOPMAIMOHHBIX TEXHOJIOTHii:

1) TEKCTOBBIii pe1aKTop

2) TA0JIUYHBINH peIaKTop

3) rpadguyecKHii peIaKTop

4) cucTeMa BUIEOMOHTAKA

5) cucTeMa ynpaBJieHHsi 6a3aMH JaHHBIX
TeKCcTOBBIii MPOIECCOP BXOTUT B COCTAB:

1) CHCTEMHOT0 TIPOrPAMMHOTO 00ECIICUCHHUS

2) CHCTEM MPOTrPaMMHUPOBAHUS

3) OIICPALIMOHHON CHCTEMbI

4) MPHUKJIAJHOT0 MPOrPAMMHOI0 00ecneeHust

TeKcTOBBIii MPoOLECCOP — ITO MPOrpaMMa, NpeIHA3HAYEHHAS IS
1) paboThI ¢ N300pAKCHUSIMH

2) ynpasieHus pecypcamu [1K npu co3paHum 10KyMEHTOB

3) BBO/1, PeIAKTHPOBAHUS H (POPMATHPOBAHUS TEKCTOBBIX JAHHBIX

4) aBTOMATHYECKOTO IIePeBO/Ia C CHMBOJIMUECKHUX S3bIKOB B MAlIMHHBIC KOJIbI
OCHOBHYIO CTPYKTYPY T€KCTOBOI0 JOKYMEHTA ONpe/eisieT:

1) KosonTuty

2) [Tpumeuanne

3) I1a6s0H

4) THIIEPCCHUIKA

st co3panus mada0Ha 0JIaHKA CO CJI0KHBIM (OpMATHPOBAHMEM HEOOX0AMMO

BCTAaBUTH B 1OKYMCEHT:

7.

1) Pucynoxk

2) Pamky

3) KosoHTHTYJTBI
4) TadIUILy

OﬁHaCTPl, PaCmoJ0K€HHbIC B BEPXHEM U HUKHEM I10J1€ KaKIoM CTpaHuIbI

AOKYMEHTA, KOTOPbIe 00BLIYHO COJepPKAT MOBTOPAIONLYIOCSI MHGOPMAIUIO:

8.

1) CHocka
2) Kosonturya
3) Snurpad

4) (dparment
Ha6op napamerpoB ¢popMaTHPOBAHHS, KOTOPbIii IPUMEHSIETCH K TEKCTY,

Ta0JIMLAM U CIUCKAM, YTOObI OBICTPO U3MEHUTH MX BHELIHUI BH/, O/IHUM JeiicTBHEM
NPUMEHHUB cpa3y BCIO Ipynny arpudyToB (popMaTHPOBAHUSA — 3TO:

9.

1) Cruib
2) dopmar
3) [ITabmon
4) CepBHC

Komanasl menio @opmat B TekcToBoM nponeccope MS Word no3Boasiior

OCYILIECTBUTH JIeHCTBUS:

1) COXpaHEHHE JOKYMEHTa

2) BCTaBKY TaOJIHIIBI

3) BCTaBKY PUCYHKa

4) BbIOOpP mMapaMeTpoB ad3aua u wpugra



10.  Komanasl menio IlpaBka B TekcToBoM npoueccope MS Word mo3Boasiior
OCYLIECTBUTH JICHCTBUSA:

1) BCTaBKY 00beKTOB U3 Oydepa oOMeHa
2) COXpaHECHHE JOKYMEHTa
3) BCTaBKY TaOJIHUIIbI
4) BEIOOD MapameTpoB ab3ama u mpudra
11. Paccrosinue Mexay 0a30BbIMU JIUHUSIMH COCETHUX CTPOK TAa0JIUIbI HA3bIBAIOT:
1) HNHTepMHbsKEM
2) [apauTypoii
3) Kernem
4) KEPHUHIOM
12. O0beKT, MO3BOJISIIIIMIA co31aBaTh GpopMyJabl B 1okymente MS Word,
Ha3bIBaeTCsA:

1) Microsoft Excel
2) Microsoft Equation
3) Microsoft Graph
4) Microsoft Access
13.  Ilpwu 3akpsiTun okHa «Kondurypauus» nporpamma 1C BbiaaJia 3anpoc
«BbINOJIHUTHL cOXpaHeHHE MeTATAHHBIX?». ITO 03HAYAET:
1) B TekyleM ceance padoThl ObLIH BHECEHBI H3MEHEHHsI B KOHPUTYPAIHIO,
NPH YyTBEPAUTEIHLHOM OTBETE HA 3alIPOC 3TH U3MEHEeHUsI OyAyT COXPaHEeHbI
2)  JaHHBIA 3aIpOC BBIIACTCS BCET/a, IIPU YTBEPIUTEIBHOM OTBETE Ha 3aIpoc
CO3/1aeTCs CTPAaxOBOYHAs KOMHsI 0a3bl TaHHBIX
3)  JaHHBIN 3ampoC BBIIACTCS BCET/a, IIPU YTBEPAUTEILHOM OTBETE HA 3arpocC
CO3/1aeTCsl CTPaxOBOYHAs KOMHUs 0a3bl IaHHBIX U TeKYIeH KoHUrypanuu
14.  IlycTh B cIpaBOYHHMKE BAJIOT [JIsl HEKOTOPOi BAIIOTHI X YCTAHOBJIEH TEKY Ui
KYPC, paBHblii 2 u KpaTHOCTh, paBHasi 100. Toraa py0.aeBoe nokpbiTue 250 equHUL
BAIIOTHI X Oy/JeT paBHO:

1) 5pyd

2) 500 py6
3) 50000 pyo
4 125py6

15. IIpu HacTpoiike mapameTpoB cucTemMbl B moJie «I'ox Hayana padoyero croneTus»
ycTaHoBJeHO 3HaueHne «1998». B atom ciyuae nara «02.12.97», Benennas B popmare
JABY3HAYHOI0 NMpeACcTAaBJeHUs roAa 0yaeT BOCIPHHUMATHCS MPOrpaMMoii Kak:

1) 2 nexaOps 1997 rona

2) 2 nexabpst 1998 rona

3) 2 nexadps 2097 rona

4) 12 despans 1997 rona

5) 12 depans 1997 rona

16.  Kaxnslii cyeT B OKHe IUIAHA CYETOB MMeeT MMKTOrpaMMy B HayaJjle CTPOKH.
ITukTOorpaMmMa oTMe4eHa KPacHOM «raJIQuKoi», 3TO 3HAYHUT, YTO:
1) CYET SIBJISIETCS] IOMEUYEHHBIM JIJISl yJaIeHUS
2) c4YeT MOKHO PeIaKTHPOBATH TOJIBKO B peskUMe KOH(PUTYPHUPOBAHUSA
3) CUET 3aMpeIieHo peIaKTHPOBATh
4) «KpBDKay, YKa3bIBaIOIIas Ha TO, YTO CYET BKIIFOUYECH B pabOUMii IJIaH CUETOB
5) ObLy1a BBINIOJIHEHA KOMaH 12 «BBIKIIIOUNTE MPOBOJIKKY IO OTHOIIEHHIO K
oTiepalusM, UCIIONb3YIOIUM JTaHHBIN CUeT
17.  Ilpu BBOAe nmpoBoaAKHU B rpagy «Cuer nedeTa)> BBOAUTCH HOMEp cueTa,

OTCYTCTBYIOIIHUI B ILIaHe c4eToB. B aTOM ciyuae:



kogoM «00»
18.

19.

20.
OTHOCSITCA:

21.
OTHOCSITCS:

22.

23.

24.

1)
2)
3)
4)

TIPH 3aITMCH TTPOBOJIKK OYAET BBIIAHO COOOIICHUE 00 omuoKe

IIPY 3alIUCH OTlepanuu OyeT BBIAaHO coo0IeHne 06 ommoke

packpoeTcsi IVIaH CYETOB /1JIsl BHIOOpA cueTa

ABTOMATHYECKH OYAET MPOCTABJICH BCIIOMOTATEIbHBIN ((PUKTUBHBIN) CUET C

Co3nanue 12641l B TEKCTOBOM npoineccope MS Word Bo3moskHO B pexkuMme:

1)
2)
3)
4)
5)

00BIYHOM
pa3MeTKu
CTPYKTYPBI
Web-nokymenTa
CXEMBI JOKYMEHTA

Co31anne peKBH3UTHBIX 3JIEMEHTOB 0()OPMJIEHUS MEYATHBIX CTPAHUIL B
TeKCTOBOM Mpoueccope MS Word Bo3Mo:KHO B peskuMe:

1)
2)
3)
4)
5)

OOBIYHOM
Pazmerkn
CtpyKTypbl
Web-nokymenra
CXeMBbI IOKyMeHTa

K 6a30BbIM npuemMam padoThl ¢ TEKCTAMH B TEKCTOBOM npoueccope MS Word

1)
2)
3)
4)
5)

CO3/1aHHe, COXPAHEHHUE U MeYATh JOKYMEHTAa
OTIIpaBKa IOKYMCHTA I10 BHGKTPOHHOﬁ I104TC
BBO/I M PeJAKTHPOBAHHE TEKCTA
peleH3upOoBaHNe TEKCTa

dopmaTupoBanme TekcTa

K cnenuajbHbIM cpecTBaM BBOJAa TEKCTAa B TEKCTOBOM nponeccope MS Word

1)
2)
3)
4)
5)

cpeacTBa OTMEHbI M BO3BpaTa JAeCTBUIl
pacummpeHHbIi Oydep o0mena
aBTOTEKCT

aBTOCYMMUPOBaHHUE

aBTO3aMeHa

K cnenuajabHbIM CpeIcTBaM PeJaKTHPOBAHHUS TEKCTA B TEKCTOBOM IpoIleccope
MS Word orHocsaTes:

1)
2)
3)
4)
5)

PeKHM BCTABKH CHMBOJIOB
PeKHM 3aMeHbI CHMBOJIOB
peLeH3NpOBaHKe

Te3aypyc
ABTOMATH3AIMSA MPOBEPKH MPABONMUCAHUS

B nokyment MS Word Mo:kHO BCTABHTD:

1)
2)
3)
4)
5)

Dopmy.Jibl
IIporpammel
Taoauunl
AAATPAMMBI
PHUCYHKH

Hogb1ii Makpoc MOKHO €O31aTh CJEIYIOIIHMMH CIIOCO0aMMu:

1)
2)
3)

aBTOMATHYECKH 3ANHMCAThH M0CJIe10BATEJIbHOCTh AeHCTBUI
BPYYHYI0 HAIMCATH COOTBETCTBYIOLLYIO MPpOorpaMmy Ha sizbike VBA
MMIIOPTUPOBATH U3 APYroro ¢aiiyia CymecTByIOIMUA Makpoc
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4) HMIIOPTHPOBATH M3 APYroro ¢aija cymecTBYONUl MAKPOC U U3BMEHUTH

ero
5) U3MEHHUTDb B YK€ CO3IaHHbIIil MAKPOC U COXPAHUTD MO APYTUM UMEHEM
25. Ccbliikn Ha siueliku B Tadimunax MS Word BkiogawT:
1) JATHHCKHE OYKBBI
2) pycckue OyKBbI
3) apadckue nudpb
4) pUMCKHE U PbI
5) rpeuecKre CUMBOJIBI
26.  Jlas Bbrumciaenusi B tadaumax MS Word ucnosb3ywrcesi popmy.ibl,
cojiepIKanme:
1) MaTeMaTHYecKue QpyHKIUU
2) KOHCTAHTBI
3) BCTPOEeHHbIe (PYyHKIIUH
4) 3HAKH MaTeMaTHYeCKHX ONepanuii
5) CCBUIKH Ha OJIOKH TEKCTa
27.  Tlpw CJIMSIHUM MCHOJIb3YIOTCS CJIeAyI0IIHe JOKYMEHTbI:
1) UTOTOBBII JOKYMEHT
2) OCHOBHO¥ IOKYMEHT
3) MOJIyYaTeb JaHHBIX
4) MCTOYHMK JAHHBIX
5) UCXO/THBIA JOKYMEHT
28. HMcTOYHMKOM JAHHBIX MPH CJIUSIHUM MOKET ObITh:

1) nokyment MS Word
2) nokyment MS Excel
3) nokyment MS WordPad
4) nokymenT MS Access
5) nokyment MS Graph
39. CcbLiikH Ha siyeiiku B TadmaHoM npoueccope MS Excel MoryT 0bITh:

1) OTHOCHTETbHBIMHU
2) [TporieHTHBIMU
3) a0COJIIOTHBIMH
4) CMeIIAHHBIMH
5) WHIMBUTyaTbHBIMA
40. STueiika Ta6auubt MS Excel moskeT comepikarn:
1) Pucynox
2) Teker
3) YHCIT0
4)  ¢opmyay
5) ATy H BpeMsl
41. PesxxuMbl pa6oThl Ta0IM4HOTO Mpoueccopa MS Excel:
1) TOTOBHOCTH
2) BBOJA JAHHBIX
3) KOMAaH/IHbI
4) OOBIYHBIH
5) pelaKTHPOBAHUS
42. OrpaHu4eHne J0CTYNa K 3JIeKTPOHHBIM TA0IHIAM MOKET BBINOJIHATHCS HA YPOBHE:
1) padounx KHUT
2) TPYIIBI JOKYMEHTOB
3) bopmyn
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4) pabdounx JHUCTOB

5) OTAEeJbHBIX STYeeK
43. IllyukT Menio Jlanuple TadamuHoro npoueccopa MS Excel mozBoaser:
1) MPOBOJMTH 3AIIUTY JAHHBIX
2) CO3/1aBaTh MaKpPOCHI
3) NMPOBOAUTH COPTHPOBKY JTAHHBIX
4) NMPOBOANTH (PUIBTPAINIO TAHHBIX

5) npoBepATh opdorpaduio
44, J1ast 3amycKa MaKpoca MOKHO TPUMEHSITh:

1) KOMOMHANMIO KJIABUII KJIABHATYPbI

2) KOMOHMHAIIMIO KJIABHIII KJIABUATYPBI M SKPAHHBIX KHOTIOK
3) CO3/IaHHbIE IKPAHHbIE KHOIKH

4) CO3/IaHHbIEe KHOINKH MAHEJIN HHCTPYMEHTOB

5) TEKCTOBYIO KOMaH]Ty

45. Tlpu dopMaTHpOBAHMH AUATPAMMBI B TadjauuHoM mpomeccope MS Excel moxno
H3MEHHUTh:

1) THII IHATPAMMBI

2) HCXOHbIE TaHHbIE

3) dopmar Jerenabl

4) pacnoJioKeHne AUArpaMmMbl
5) dopmar 00/1aCTH IOCTPOEHHUS

46. B miiaHe c4eTOB /Jisi HEKOTOPOI0 CYeTa YCTAHOBJIEHO BeleHHE AHAJIUTHYECKOIO
yuyeTra B paspe3e ABYX BHI0OB cyOkoHTO — «Martepuanab» u «Ckiaaas». Torma B
nporpamme 1C Oyxrajrepckue HTOTH 10 JaHHOMY CYeTy MOTYT ObITh MOJIy4YeHbl:

1) OT/IeJILHO 10 MaTepHajiam

2) OT/JEJILHO MO CKJIAaM

3) II0 CKJIaJ[aM B pa3pe3e MaTepPUaiOB M CKJIAJI0B
4) 10 MaTepuajiaM B pa3pe3e CKJIa0B

5) 10 CKJIAJIaM B pa3pe3e MaTepuaioB

47. B madJi0He THIIOBOI onepanuu IJs HEKOTOPOro pEKBU3UTA IPOBOAKH B MMapaMeETpe
((KOl'lI/Ip()BaHI/Ie» YCTAHOBJIEHO HAMMECHOBAHHE ITOI'0 K€ PEKBHU3UTA. I[aHHLIﬁ pe€XKUM B
nporpamMmme 1C NpeaoCTaBJsACT MOJb30BATEII0 BO3MOKHOCTD:

1) NPUHYAUTEIbHO KONMPOBATH 3HAYEHHUS YKA3aHHOI0 PEKBHM3MTA M3 ITOM
’Ke MPOBOJAKH

2) MIPUHYIUTEIBHO KOIIMPOBATh 3HAUEHUsI YKA3aHHOTO PEKBU3UTA U3
MOCEAYIOLIUX ITPOBOJOK

3) NPUHYAUTEJIbHO KONMMMPOBATH 3HAYEHUS YKA3AHHOI0 PEKBU3UTA
NMpeALIEeCTBYIOIIMX MPOBOAOK

4) MPUHYIUTEILHO KOIMMPOBATh 3HAYECHUS YKA3aHHOT'O PEKBU3UTA U3 JKypHaIa
onepauun

5) MPUHYIUTEILHO KOIMMPOBATh 3HAYECHUS YKA3aHHOI'O0 PEKBU3HUTA KypHalla
IIPOBOJIOK

48. JlaHHblii cmoco0oB moakaw0uYeHuss k VHTepHeT o0ecneunBaeT HauOOJbININE
BO3MOKHOCTH JIJIsl J0CTYNa K MHGOPMAIMOHHBIM pecypcam:

1) MOCTOSIHHOE COeIMHEHHUE N0 ONTOBOJIOKOHHOMY KaHAJLY

2) yJAJIeHHBIA JOCTYH 110 KOMMYTUPYEMOMY Tesle(hOHHOMY KaHaIly

3) MOCTOSIHHOE COE/IMHEHUE 10 BbIIEJICHHOMY TeJIe(OHHOMY KaHATy

4) TEPMUHAIBHOE COEMHEHHUE 110 KOMMYTUPYEMOMY Tesle(hOHHOMY KaHaITy

49. Moaem, nepenawmmii nugpopmanuio co ckopoctoio 28 800 6uT/c, MokeT mepenarb
aBe crpanunbl Tekcra (3 600 6aiiT) B TeueHue...
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1) 1 MUHYTBI

2) 1 gaca
3) 1 cekyHbI
4) 1 nus
50. DnexkTponnas noura (e-mail) mo3BoJisier mepenaBaTh...
1) TOJIBKO COOOIIEHUS
2) TOJILKO (haiiyibl
3) €O001IeHHS ¥ TPUIIOKeHHbIe (aiiibl
4) BHJICOM300pKCHHS

Hoxaansl u pedeparnl

Pedepar nomxen ObITh HAOpaH HA KOMIIBIOTEPE U paclieyaTaH.

Pedepar npexncrasnsercs Ha nuctax ¢popmara A4.

OcHoBHble TpeOoBaHUS K 0(hOPMIICHUIO TEKCTa pedepara:

- IIOJIS - TI0 2 CM C KaXKJI0H CTOPOHHBI,

- mpu@t «Times New Romany, 14 keris;

- MEXKCTPOUYHBIN UHTEpBal — 1,5;

- ab3anHbIif otcTyn — 1,25 oM.

Crpanumbl pabOThI JTOJDKHBI OBITH MPOHYMEPOBAaHBI (IIEPBOW CTPAHUIICH CUHUTACTCS
TUTYJBHBIN JUCT, HA KOTOPOM HOMEp CTPaHUIIbl HE CTABUTCH).

Tabmuiel, GopMyibl, rpagUUecKkiue MaTepHalibl, CHOCKM K NMPUMEHEHHBIM B paboTe
UTaTaM, TEKCTaM 3aKOHOB, JPYIMX HAay4YHO-JIUTEPATYPHBIX HCTOYHHKOB, MPUIOKEHUS
odpopmisirores B coorBerctBum ¢ 'OCT 7.32-2001

Obpazenr ohopMieHUsT TUTYJIBHOTO JUCTa paboOThl MpuBelneH B npuioxenun 1. Ha
TUTYJBHOM JIUCT€ O0S3aTeIhbHO JIOJDKHBI OBITh YKa3aHBl JiaTa BBITOJIHEHUS, CPOK
npeJicTaBiIeHUs paboThl B YHUBEPCUTET, CTOSITh IMYHAS MTOAMKCH CTYICHTA.

B kon1e paboTel HEOOXOTUMO TPEICTABUThH CIIHUCOK HMCIIOIB3YEMOH JIUTEPATYPHI IO
npasuiiaM, 3akperuienHsiM ['OCT 7.1-2003 .

IIpumepHbIii nepedyeHb TeM pedepaToB U T0KIA10B

HNudopmannonnoe obuectso. [Ipenmer UII.

OO6bekT npaBoBoro perynupoBanus u chepa nerictaus UIL.

dopmupoBaHUEe MPABOCO3HAHUS B MH(POPMAILIMOHHOH cdepe.

Bunsl cyobekToB HH()OPMAIIMOHHOTO MpaBa.

WNudopmanroHHas AeITeTbHOCTh KaK OCHOBA MPABOOTHOIICHUH.

CocrosiHue pa3paboTKy MpoOsIeMbl O IIpaBe Ha HH(OPMAIIHIO.

Kakas napopmanus MoxeT ObITh UCIIOJIb30BaHA /I KOMMEPUECKOI 0
pacIpOCTPaHEHUS U UTO SBJSETCS UICTOUHUKOM IOJTyYeHHsI TPUOBLIHN MTPU MIPOAaXKe
uH(popmanun?

Nooabkwhr

8. IIpaBoBoe oOecnieueHne AeATeIbHOCTH ONIEPATOPOB B MPOLEcCe TPAHCTPAHUYHOTO
00MeHa 3JIEKTPOHHBIMH JIOKYMEHTAMHU.

9. IIpaBoBoOi pexuM HH(OPMAIIMOHHBIX PECYPCOB.

10.  MexmyHapoJHBIN OOMEH HHPOPMAIIUEH.

11.  DnekTpoHHOE MPAaBUTENIBCTBO KaK Pa3BUTHE UEH SJIEKTPOHHOM JeMOKpaTHH.

12.  TlpaBoBoe obOecrieueHue MHTEpHET.

13.  IIpoGnemsr UnTepHeTa B Poccun u 3a pyOexom.

14.  TIpoOGraemsl, ocTaBuIrecs nocie npuHATHs yacTu yeTBepToit I'K PD.

15.  Cucremsl mpaBoBoii HH(pOPMALIUH.
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16.  Ilcuxuyeckue BUPYCHI.

17.  HudopmanuoHHbIE IpaBa YeIOBEKA.

18. ®denepanbHblil 3akoH oT 27 utoiist 2006 roga Ne 149-03 "O6 undopmarumy,
WH(OPMAIIMOHHBIX TEXHOJIOTHIX U 0 3amuTe nHpopmammu'.

19. ®denepanbublii 3akoH oT 10 ssaBaps 2002 1. Ne 1-D3 "O6 anekTpoHHOH 1TU(POBOI
moamucu'.

20.  IlepconanpHbIe Oa3bl JAHHBIX, TPOOIEMA «PACKOIOTHIX» 0a3.

21.  XKypnamuct Kak cyObeKT HH(POPMALMOHHOTO MTPaBa.

22.  VHdpopManroHHBIE SKOJIOTHYECKHUE TIPaBa YeIOBEKa.

23.  KoHcuHeHTanbHBIC BOWHEI.

24.  IlpaBoBoe obecrieueHHE FICKTPOHHOM KOMMEPIIHH.

25.  CoBpeMeHHOE MOHUMaHHE ICKTPOHHOU TOPTOBIH, PAKTOPHI PAIIIOHATHEHOTO
noTpebeHus: B UHPOPMaIMOHHOM OOIIECTRE.

26.  IlpaBoBoOe peryimpoBaHue TOTOBOPHBIX OTHOLICHUHN B cpepe FIEKTPOHHON TOPTOBIIH.
27. Konnenmus ceTeBoro orosopa.

28.  VHTEpHET-TOProBIIs.

29.  OO030p cucTeM EKTPOHHOTO TOJIOCOBAHMSI B PA3JTUYHBIX CTPAaHAX.

6. VUEBHO-METOJUYECKOE 1 UTH®OPMALIMOHHOE OBECIIEYEHUE
JUCLMIINHBI

HopmaTuBHbBIE JOKYMEHTBI:
1. ®enepanpubiii 3akoH Poccuiickoit @eneparuu: «O06 obpazoBanuu B Poccuiickoit
Oeneparm» (Ne 272 ot 29 nexadpst 2012 rona);

2. DenepanbHbId TOCYJapCTBCHHBI  00pa30BaTENbHBIA  CTAaHAAPT  CPEIHETO
npodeccuoHaibHOr0 oOpaszoBanusi 1o crnenuanbHocT 40.02.01 TlpaBo u opranuzanus
COLIMAIILHOTO  obOecrieueHus: (KBaIM(UKAIMS - FOPUCT), YTBEPXKJACHHOTO IPHKA30M

MunuctepcrBa oOpazoBanus 1 Hayku PO Ne 508 ot 12 mas 2014.
3.Pabounii yuebHbi 1ian crnenuanbHocTH — 40.02.01 IlpaBo u opranuzanus
COLIMAJILHOTO 00ecTIeueHUsl.

OcHoBHas1 JIuTepaTypa:
1. Hosoxwuios, O. I1. Uadopmaruka: yue6nux mis CIIO / O. I1. HoBoxunoB. — 3-e
u3., nepepad. u gon. — M. : U3narensctBo FOpaiit, 2017. — 620 c. DieKTpOHHBII
pecypce
CoseroB b.4. Uudopmarimonnsie TexHosoruu: Yueonuk. — M.: FOpaiir, 2013.-263c.
3. ®enorosa E.JI. MudopmanmoHHbIe TEXHOJIOTHH B TPOGECCHOHATFHON AEATEIHHOCTH !
yue0. mocooue / E.JI. ®denoroa. — M. : U]l «®OPYM»» : UHDPA-M, 2018. — 367
C. DJIEKTPOHHBIN pecypc
4. Coseros, b. 5. Unpopmanmronusie TexHonoruu : yueOnuk s CI1O / b. S. Coseros,
B. B. llexanoBckmii. — 6-e u3m., mepepad. u jgon. — M. : UzgarenscTBo Opaiir,
2017. — 261 c. DnekTpoHHBIHN pecypc

N

JlonmoJiHUTeIbHASA JINTEepaTypa:

1. NudopmaniioHHble TEXHOJIIOTUM B IOPUINYECKOW IESTENbHOCTH: Y4eOHUK
/mon pexn. I1.Y Kysnenosa.- M.:}Opaiit, 2012.- 422c.
2. I'aBpunos, M. B. Undopmatuka u nuHpopMalMoHHbIE TEXHOJIIOTUU : YUEOHUK

st CITO / M. B. T'aBpunos, B. A. KnumoB. — 4-e u3a., nepepad. u gom. — M. :
NznarensctBo KOpaiit, 2017. — 383 ¢. DnekTpoHHBIN pecypc
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HNHTepHET-pecypcehbl:

1. ®enepanbublit LIEHTP MH(POPMAIMOHHO-00pa30BaTEIbHBIX pecypcoB
http://fcior.edu.ru/ .
2.1IpenonaBanue, Hayka " JKU3HB: caut  Koncrantuna  IlossikoBa

http://kpolyakov.narod.ru/ .

3. Meroasl nporpaMMupoBanusi: paboune Marepuaisl juid cryaeaTos / B.I1. 'eprens
www.software.

4. OBC IOPAUT

5. OBC znanium.com

Ilepuonuyeckue u3IaHus:

1. Kypnan «MudopmaTika u o6pazoBaHue».

2. XKypnan «Mup T1K».

3. TI'azera «udopmaruxka. [lepBoe ceHTAOPs».

4. Kypnan "Kommbrorep-npecc”

5. "MudopmanonHble TeXHOJIOTUN" - EjxeMecsSYHbI TEOPETUUECKUN U MPUKIIATHON
HAyYHO-TEXHUUYECKUW KypHan (¢  mpuioxenuem)  http://novtex.ru/IT/index.htm -
pexomenioBad BAK.
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