MUHUCTEPCTBO OBPA30BAHMA U HAYKHU
PECITYBJIMKU JATECTAH
YactHoe npodeccruonaibHOe 00pa30BaTEIbLHOE YUPEIKICHUE
«Pecny0nukaHCKui OTUITPOPECCUOHATIBHBIN KOJIIE

[{ukoBas MeToandeckast KOMUCCHS 00IIenpo(ecCHOHANBHBIX TUCIUILTUH U
pohecCHOHANBHBIX MOTyJIEH

YTBEPXJ[AIO
JlupekTop KoJIgKa
%M——

\Vi

«01» cents6ps 2018 r.

C.P.I'amxubyraeBa

WH®OPMAIIMOHHBIE TEXHOJIOT' MU B IPO®ECCUOHAJIBHON
AEATEJBHOCTHA

Mertoauueckue ykazaHus K KOHTPOJIbHOUM paboTe

CrnermansHocTb - 40.02.01 [IpaBo u opranuzanus ColMaabHOT0 o0eceueHus

Kuzmap
2018



Metoanueckue ykazanusi JUCHUIIMHBI «HbOpMalIMOHHBIE TEXHOIOTHU B
poeCCHOHANTEHOM NESITEIIBHOCTHY COCTABJIEHDI
e B cootBeTcTBUU C TpeboBanusiMu OI'OC CIIO;

e Ha OCHOBaHMHM YyudeOHoro maHa crennanbHocTH 40.02.01 IlpaBo u
OpraHu3aIysl COIUAIBHOTO 00eCIeUeHus

CocrtaButens (1):

[Ipenonasarens Illypaesa A.M.

Meroanueckue yKa3aHusi PaccMOTPeHbl M OHO0OpeHbI HA 3acelaHUM
HMKJIOBOH METOAUYECKOH KOMHMCCHM O0UIENpO(heCCHOHATBHBIX TUCUUIUIMH U
npodeccuoHaNbHBIX MOYJIel OT «28» aBrycra 2018 r., mpoTokois Ne 1
[Ipencenarens IMK:

Kyunnckas E.H.

MeToauueckue YKazaHud COrjiacoBaHbI:

Penensenr:

Hauvansnuk YC3H B MO «Kuznsipckuit paiion» CynraHoB A.A.

buGmmoreka :

:’/:’l/, 2 \ /
e \’ CL %’
== \ 3aB. OubmoTreku 3anopoxerr JILA.



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 LEJSMH, 3a/la4aMH, MPOOJIeMaMi M TEPCICKTUBAMU Pa3BUTHUS
UH(POPMAIIMOHHBIX TEXHOJIOTHIA;

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

. HAYYHTh CTYJICHTOB UCIIOJIb30BAaTh COBPEMECHHBIC KOMITBIOTEPHBIC TEXHOJIOTUH

B HpO(I)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 opranu3aiys 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 TMO3BOJISIET MCIOJIb30BaTh IMOJYYCHHBIE 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 BblmyckHHKa crnenuansHoctd — 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€ATEIbHOCTh, 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 334ad, MNPOPECCHOHAIBHOTO H
JIMYHOCTHOT'O Pa3BUTHSL.

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



OK 6. PaboTaTh B KOJUICKTHBE U B KOMaH 1€, YP(HEKTUBHO OOIIATHCS C KOJIJIEraMH,
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 BBITLIAT, & TAKKE YCIYT U JIbI'OT 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-TIPABOBBIMHU CHCTEMAaMHU;
UCIIOJIb30BaTh MPUKIIATHBIC IPOTPaMMBI B TPo(ecCHOHAIBHON 1eATeIbHOCTH;
paboTaTh ¢ ANEKTPOHHON MOYTOM;
UCIIOJIb30BATh PECYPCHI IOKATBHBIX U TNI00ATBHBIX HHPOPMAITHOHHBIX CETEH;
3HATH:
cocraB, pyHKIMH HHOOPMAIIMOHHBIX U TEJICKOMMYHHKAITMOHHBIX TEXHOJOTHIA, 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, BO3MOXXHOCTH, CTPYKTYpPY, MPUHIUIN pabOThl MHPOPMAIMOHHBIX CIPABOYHO-
MIPaBOBBIX CUCTEM;
TEOPETUYECKHE OCHOBBI, BUJBI H CTPYKTYpPY 0a3 IaHHBIX;
BO3MO>KHOCTH CETEBBIX TEXHOJIOTHI paboThl ¢ HHGOPMAITUEH.

4. COIEP)KAHHUE PA3JIEJIOB U TEM JUCHUIIJINH

PA3ZJAEJT 1. O6lIASA XAPAKTEPUCTHUKA NHPOPMALIMOHHBIX
CUCTEM
Tema 1.1.Mndopmannonnbie cucrembl. basbl JaHHBIX.

[lonarue uHpopmanuoHHON cuctembl. OCHOBHblE (QYHKIMH HH(OPMAIMOHHBIX
CHCTEM. Buner UH(OpMaIIMOHHBIX CHUCTEM: MH()OPMAIIMOHHO -CITPAaBOYHBIE,
MH(}OPMAIIMOHHO-TTOUCKOBEIE, CUCTEMBI, oOecneynBaroIye aBTOMAaTH3aLUI0
JIOKYyMEHTO00OpOTa, aBTOMAaTU3MPOBAHHBIE CHUCTEMBl YIpPaBIEHUS, HWH(OPMALMOHHbBIE
CUCTEMBI U JIp.

Tema 1.2.CnpaBo4HO-IPABOBbIE CHCTEMbl KaK Pa3HOBHIHOCTH HHGOPMANMOHHBIX
cucremM

[lonsTHE cipaBOYHO-NIPAaBOBON cucTeMbl. CBONCTBA CIIPABOYHO-TIPABOBBIX CHUCTEM:
BO3MOXHOCTb pa60Tr,1 C OrpOMHBIMHU MacCCHBaMH TEKCTOBOH I/IH(l)OpMaIII/II/I, HCITOJIb30BaHUEC
CIELIMAIBHBIX TOMCKOBBIX CpPEACTB, BO3MO)KHOCTb HCIIOJIb30BaHUS TEJIEKOMMYHHUKALIMOHHBIX
CPECTB.

PA3JEJI 2. PABOTA B MICROSOFT ACCESS
Tema 2.1.Co3nanne Tadaun u padora ¢ TadauuamMu

baza manabpix MS-AcCess: oOmas xapakTepucTuka. 3amyck mporpammbl. CTpykTypa
MeHI0. THUIBI JaHHBIX B TaOJHIIE.



Tema 2.2.®0opMupoBaHue 3anpoca K 6a3e JaHHBIX.
[Tonsitue 3anpoca. Tunel 3anpocos. Co3nanue 3ampoca ¢ noMolbo Macrtepa.

Tema 2.3.IlpoexkTupoBanue ¢popm u padora ¢ HUMH.
[Monstue «popmay. CriocoOsl coznanust popm. Co3ganue Gopmel ¢ moMoIs0 Macrepa
u ¢ nomouisio Koncrpykropa.

Tema 2.4. OTuernl
IToustne otruera. CnocoOBl cO3aHUA OTUETOB. | JIAaBHBIH M IMOJYAHEHHBIN OTUYETHI.
O06paboTka OTYETOB.

PA3JIEJI 3. CIIPABOYHO-IIPABOBASA CUCTEMA «I'APAHT».
Tema 3.1. O6mas XxapaKkTepuCcTHKA CIPABOYHO-NPaBOBOIi cucteMbl «["'apaHTy.

Uctopust co3manust u pazButusa CIIC «[apant». HMHpopmanmoHHBIE peCcypChl
cuctemsl «['apaHTy»: mpaBoBbIe 0a3bl, CIIPABOYHUKU U MPOTPAMMBI, CBI3aHHBIE C ITPABOBOM
TEMAaTHUKOM, 3NIeKTpOHHBIN apxuB, Oubanoreka CIIC «["apant».

Tema 3. 2.HacTpoiika cnpaBo4YHO-IPaBOBOM cucTtemMbl «I"apaHT»

OneMeHTbl OKHa mporpamMMbl. CTpoka KOMaHJHOrO MeHio. [laHenmb HMHCTPYMEHTOB.
[Tonocer mpokpyrku. OcHoOBHOe MeHw, ero Onoku. Ilomydenue wuHpopmanmu 00
YCTAHOBJIEHHBIX KOMIUIEKTax M 0Oa3ax. OtTkpelTue HH(pOpManMoHHOW Oa3bl. Beimanatomiee
MEHIO «Y CTaHOBKM», €T0 3JIEMEHTHI.

Tema 3.3.IloucK TOKYMEHTOB B CIIPABOYHO-NIPaBOBOii cucreme «["'apanm»
Bunsl noncka noxkymenToB. Ilouck nmo pexsusuram. Ilouck no curyanuu. Ilouck no
kiaccudukaropy. [lonck o HCTOYHUKY OIMYOIMKOBAHMUS.
3anonHeHue KapTOUKH 3alpoCoB.

Tema 3.4.Pabora ¢ JOKyMeHTaMM B CIIPABOYHO-NIPaBoBOi cucteme «["apanT»

[TonydyeHue crnpaBku K JOKyMeHTY. IIoMCK clioBocOYeTaHMs B TEKCTE€ JIOKYMEHTA.
VYcraHoBKa ¥ MPOCMOTP 3aKIaJ0K B JOKyMeHTe. PacriedaTka JoKkyMeHTa. 3anuch JTOKYMEHTA
B TeKCTOBbIM (paiin. KonumpoBanue nokymeHTa WM ero ¢parmMeHta B Oydep oOMmeHa.
Okcnopt nokymenta B MS Word u MS Excel.

Tema 3.5.Pa6ora ¢ rpapuyeckumMu n300pakeHHsIMH B CIIPABOYHO-NIPABOBOM CcHCTeMe
«I"'apaHT»

[Tpocmotp rpaduueckoro uzoOpaxeHus. MacmTabupoBaHue | HPOKPYTKa
n3o0paxxenuit. Coxpanenue uzobpaxenus B ¢aiin. KomupoBanue mzoOpakenuit B Oydep
oOMmeHa. PacnieyaTka nzobpaxeHuil.

PA3JIEJI 4. CHPABOYHO-IIPABOBAS CUCTEMA «KOHCYJIBTAHT IIJIFOC»
Tema 4.1.00masi XapakTepuCTHKAa CHPAaBOYHO-NMPaBOBOH cucteMbl «KoHCyJbTaHT
ILiaroc»

Uctopusa co3ganua u  pazutuss  CIIC  «Koncymerant Ilmrocy. HWcerounukum
noctyrieHuss uHbopManuu. [IpuHIMNBI U ATambl IOpUAXYECKOW 0OpabOTKH JOKYMEHTOB,
BKIIOYeHHbIX B  cucteMy «KoHcynpranT Ilmroc». ['mmeprekcroBasi — TEXHOJOTHS
npencraBinenus npasoBoii uHGopmaru B CIIC «KoncynbranT [Imtoc»: mpsimble U oOpaTHbIE
CCBUIKH.



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

Mertonbl co3gaHus U CONPOBOXKJIECHUS caiiTa. BO3BMOXHOCTH CETEBOrO MPOrpPaMMHOTO
obecrniedeHust ISl OPraHU3AIUY KOJUICKTHBHOW NIEATEIILHOCTH B TI00ATBHBIX U JIOKATBLHBIX
KOMIBIOTEPHBIX CETAX: OJJIEKTPOHHAs TOYTa, 4YaT, BUJcOKOHbepeHuus, WHTepHer -
TeseoHusl.

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

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

5. METOAUYECKHUE YKA3AHUA K BBIINIOJIHEHUIO 1 O®OPMJIEHUTIO
KOHTPOJIbHOM PABOTBI

KontposnbHast paboTa sBIS€TCS BaKHBIM 3TAllOM B U3YYEHUH JUCLUIUINHBI U
paccMaTpuBaeTCs Kak oHa U3 (POpM CaMOCTOSITEIHbHON pabOTHI CTY/IEHTOB.

Les1b KOHTPOJIBHOM PabOTHI  3aKIIIOYAETCS B CUCTEMATU3ALUH, CTPYKTYPU3ALIUHY,
YIITYOJICHUH U 3aKPETJICHUN 3HAHUK CTYICHTOB MO0 COOTBETCTBYIOIIUM BOIIPOCAM
IPOTpaMMBbl, @ TAK)KE PA3BUTUHN HAaBBIKOB IPUMEHEHHUS TEOPETUUYECKUX 3HAHUN METOIUKHU B
NPaKTUYECKOHN e TEITEHOCTH.

KoHTposbHast paboTa cOCTOMT U3 TEOPETUUECKOTO BOIIPOCA.

OTBeThI Ha TEOPETHUECKUE BOIIPOCHI JTOJDKHBI OTPAXKATh HEOOXOAUMYIO U
JIOCTaTOYHYIO KOMIIETEHLIUIO CTY/IEHTAa, COJepkKaTh KpaTKUe U 4eTKue GOpMyJIUPOBKH,
yOeIUTeIbHYIO apTryMEHTAINIO, JOKAa3aTeIbHOCTh U 000CHOBAHHOCTH BBIBOJIOB, OBITH
JIOTMYECKH BBICTPOEHHBIMHU.

B kon1ie paboThl JOKeH OBITh MPUBEICH CIUCOK JINTEPATYPHI B alI(haBUTHOM
HOPSIZIKE.

TpeboBanust K 0pOPMIICHHIO KOHTPOJIEHON PaOOTHI

O06wem paboThl 3-4 cTpaHHUIBI PYKOIUCHOTO TEKCTA (YUeHUYecKas TeTpajib) Ui 2-3
CTpaHMI] MAIIMHOIIMCHOTO TeKcTa opmara A-4; Ha CTpaHHUIIAX HEOOXOIUMO OCTABIISATH OIS
JUIsl 3aMeYaHuil perieH3eHTa.

Crpanuibl paboThl HyMepyIOTCs, TUTYNIbHbIN JUCT ([Ipunoxenue 1) sBnsercs nepBoi
CTpaHMIIEH KOHTPOJIbHOM paboThl (HOMEp Ha TUTYJIBHOM JIUCTE HE CTABUTCS ), HA BTOPOH
CTpaHUIIE JAIOTCS OTBETHl HA KOHTPOJBHBIE BOITPOCHI.

PykonucHBIN TEKCT H0JKEH OBITh HAaITMCaH Pa300pUYMBBIM MTOUYEPKOM, 0€3 OMapoK,
HEOPEKHOCTh B M3JI0KEHUH U 0)OPMIIEHUHN HE JIOMyCKAeTCsl.

Ecnu y cTyzeHTa BOZHUKAIOT BOIIPOCHI TIO BHITTOJIHEHHIO KOHTPOJILHOU PabOTHI,
MOYKHO OOPaTUTHCS 32 KOHCYJIbTAI[EeH K COCTaBUTENIO JaHHOW KOHTPOJIBHOM paboThl

Tabnuua a1 BBIOOpa BapuaHTa KOHTPOJIBHON PabOThI

JIBe nmocnennue udpsl Howmep BapuanTa
HOMEpa 3a4€THON KHUKKH

01 36 71

02 37 72

03 38 73

04 39 74

05 40 75

06 41 76

07 42 77
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08 43 78 8
09 44 79 9
10 45 80 10
11 46 81 11
12 47 82 12
13 48 83 13
14 49 84 14
15 50 85 15
16 51 86 16
17 52 87 17
18 53 88 18
19 54 89 19
20 55 90 20
21 56 91 21
22 57 92 22
23 58 93 23
24 59 94 24
25 60 95 25
26 61 96 26
27 62 97 27
28 63 98 28
29 64 99 29
30 65 00 30
31 66 31
32 67 32
33 68 33
34 69 34
35 70 35

KOHTpOJIbHI)Ie 3aJJaHuA

1. UndopmanioHHbIE TEXHOIOTUH (OTIpeAeIeHus, LIETb).

2.0t1anbl pa3BUTHS HWH(GOPMALMOHHBIX TEXHOJOTHH (TOYKM 3pEHHUs HAa pa3BUTHE,
pa3BUTHE IO BUJIaM UHCTPYMEHTAPUS TEXHOJIOTUN).

3. Knaccuduxanus nHPOpPMaIIMOHHBIX TEXHOJIOTUH.

4. Uctopus coznanus u pazsutus CIIC «apanty». MHpopMamoHHbie pecypchl CUCTEMBI
«["apanT»: mpaBoBble 0a3bl, CIIPABOYHUKU M MPOTPaMMBbI, CBS3aHHBIE C MPABOBOM TEMATHUKOM,
ANEKTPOHHBIN apxuB, 6nomoteka CIIC « apaHT.

5. IIpaBoBsie 6a3bl CIIC «"apanT». [ MniepTekcToBast TEXHOJIOTUS IPE/ICTaBICHHS TIPABOBOM
uHpopmarmu B CIIC «"apanT» (MEXIPOrpaMMHBIN THIIEPTEKCT)

6.OnemeHTbl OKHa nporpamMMbl. CTpoka KoMaHIHOTo MeHro. IlaHenb MHCTPYMEHTOB.
ITosocs! IPOKPYTKH

7.0cHOBHOE MeHI0, ero Omnoku. Ilomyuenue wuHpOpManuu 00 YCTaHOBIEHHBIX
KoMILIeKTax U 0a3zax. OTKpbITHE HTHPOPMALIMOHHOMN 6a3bl

8. Brimagaroee MeHIO «Y CTAaHOBKM», €r0 37eMeHThI. O0I11e HACTPOHKH CUCTEMBI.

9. Hacrpoiika skpana. Hactpoiika mpudroB. Hactpoiiku momb30BarTernei.

10. Hacrpoiiku paboThl cO crUCKaMu JOKyMeHTOB. HacTpoiiku paGoThl ¢ makeTom
MS Office

11. Bunsl noucka 1okymeHToB. [Touck no pexkBuszurtam. [louck no curyanum.



12. Tlouck no knaccudukatopy. [Iouck Mo HCTOYHHUKY OMyOJTUKOBAHHMS.

13. 3amonHeHWE KapTOYKH 3alpPOCOB.

14. TIpocMoTp U cOpTHPOBKA HAlAEHHBIX 10KYMEHTOB. COXpaHEeHUe CIMCKA B MankKe
¥ [IPOCMOTP COXPAHEHHOTO CITHCKA.

15. Tlpumenenue GpuabTpoB

16. TIlomyuenue cpaBku K J0KyMeHTY. [loHck c1oBOCOUETaHUS B TEKCTE JOKYMEHTA.
VYcraHoBKa M IPOCMOTP 3aKJIaJJ0K B IOKYMEHTE.

17. Pacnewarka JOKyMeHTa. 3ammch JOKyMEHTa B TEKCTOBBIN (aitn. KommpoBanue
JOKyMeHTa Wi ero (parmenra B Oydep odmena. Dkcropr gokymenta B MS Word u MS
Excel

18. TIlpocmotrp rpaduueckoro wu3oOpakeHus. MacmrabupoBaHue | IMPOKPYTKa
M300paKEeHHH.

19. Coxpanenue n3zobpaxenus B ¢aiin. Konuposanue nzobpaxxenuii B 0ydep oOMeHa.
PacneuaTka n3o0paxenuit

20. HUcropust co3manust u pazButusi CIIC  «Koncynprant IDlmocy. Hcrounukm
NOCTYIUICHUS] UH()OPMAITHH.

21. IlpuHUMnbl ¥ 3Tanbl OPUAUYECKOH OOpAaOOTKU JTOKYMEHTOB, BKJIIOUEHHBIX B
cucreMy «KoncynbpranTt I[Dmrocy. I'mmeprexkcroBas TEXHOJIOIMS IPEICTABICHUS IPAaBOBOMN
unpopmanuu B CIIC «KoncynbranT [Imocy: npsMblie U 0OpaTHbIE CCBIIIKU

22. CnpaBouHO-TIpaBoBbIe cucTeMbl cemericTBa «KoucymnpranT [lmoc». CrnpaBodHo-
npaBoBble cucTeMbl «KoHcynbpranT [lmoc» o denepaibHOMY 3aKOHOAATENIBCTBRY.

23. CnpaBO4YHO-IIPABOBBIE CHCTEMBI 10 3aKOHOJATEILCTBY CyOBEKTOB Poccuiickoit
®enepanun. CripaBouHo-npaBoBas cucreMa «KoncynbranT [Imtoc» MexayHapoiHoe mpaBoy.
CucTeMbl MOAICPKKU PUHATHS PEIICHUN

24. Bunpl noucka JoKyMeHTOB ITonck 1o peKBU3UTaM JOKYMEHTOB.

25. TloMHOTEKCTOBBIH IIOUCK. [Touck 1o CleLIUAIIM3UPOBAHHBIM
KJ1IaccupukaTopam

26. 3amosiHEHWE KapTOYKA PEKBU3UTOB. BBIOOp JIOTHYECKHX  YCIOBUH.
OHOBpEeMEHHBIH MTOMCK JOKYMEHTA 10 HECKOJIbKUM Oa3aM. McTopust 3anpocos.

27. Tlomyuenwue oOmieit mHGOpPMALIMK O HaAEHHBIX JoOKyMeHTax COpTHPOBKA
CIIUCKA JOKYMEHTOB.

28. Ilamku nmoxymeHnToB. UMmopT u skcriopt manok. Kapmas.

29. Pab6ota c tekcroMm nokymeHnrta. Kopemku «Tekcty, «CrpaBkay, «OriaBieHue»,
«KoppecnioneHTs», «PecnoHneHTh», «Perakunn JoKyMeHTay: uX QYHKINH U COJepKaHue.

30. Ilouck pparmenta Tekcra. CozaHue 3aKIa0K B JOKyMEHTE.

31. Pacneuarka nokymenTta. IledaTh u3 crucka JOKYMEHTOB. 3alUCh JIOKyMEHTa B
TEKCTOBBIN (haii.

32. KomupoBanue JOKyMeHTa Wiu ero ¢parmeHta B Oydep oOMeHa. DKCHOpT
nokymenta 8 MS Word

33.  MS Word (otiinume mporeccopoB OT peJakTOPOB, OCHOBHBIC BO3MOYKHOCTH)

34. MS Excel (onpenenenue, THITBI CCHUIOK, OTIEPATOPbI, OCHOBHBIC (DYHKIIHH)

35. MS Access (onpezaeneHue, HICTOpUsi, OCHOBHbIE BO3MOYKHOCTH)

6. YYHEBHO-METOANYECKOE U HH®OPMAILIMOHHOE
OBECIHIEYEHUE JUCIUITJINHbI

HopmaTuBHbIE JOKYMEHTBI:
1. ®enepanbubiii 3akoH Poccuiickoit deneparuu: «O6 obpazoBannu B Poccuiickoit
Oeneparun» (Ne 272 ot 29 nexadpst 2012 rona);



2. DenepanbHBII rOCyJapCTBEHHBIM  00pa3oOBaTENbHBIH  CTaHIAPT CPEIAHETO
npodeccuoHansHOr0 0oOpazoBanusi 1o crenuanbHocTH 40.02.01 TlpaBo m opranu3anus
couManpbHOro olecnedeHus (KBaiuduKamus - IOPHUCT), YTBEPXKACHHOTO IPHUKA30M
MunucrepcrBa oopazoBanus u Hayku PD Ne 508 ot 12 mas 2014.

3.Pabounii yueOnpli mmaH crnenuanbHocTH — 40.02.01 IIpaBo u opranuzaus
COLIMAJILHOTO 00€eCTIeUeHUS.

OcHoBHasi IuTEpaTypa:
1. Homoxwios, O. II. Uudopmatuka: yuebnunk mams CIIO / O. I1. HoBoxunos. — 3-¢
u3M., nepepad. u gon. — M. : UzmarensctBo FOpaiit, 2017. — 620 c. DneKTpOHHBIHI
pecype
Cogeros b.4. Madopmanmonnsie TexHonaoruu: Yueobuuk. — M.: FOpaiir, 2013.-263c.
3. ®enotona E.JI. UndopmanimoHHbie TEXHOIOTHU B TPOPECCHOHAITBHON JIEATEILHOCTH !
yue6. mocodue / E.JI. ®enotoBa. — M. : UJ] «DOPYM» : UHOPA-M, 2018. — 367
¢. DIIEKTPOHHBIN pecypc
4. Coseros, b. f. Unpopmanmonnsie Texnonoruu : yueOnuk mis CI1O / b. f1. Coseros,
B. B. llexanoBckuii. — 6-¢ u3a., mepepad. u aon. — M. : MznmarensctBo FOpaiit,
2017. — 261 c. DiekTpoHHBIHN pecypc

N

JlonoTHUTEIbHASI JIUTEpaTypa:

1. NupopManMoHHbIE TEXHOJOTHH B FOPUIUYCCKOW JCATEIBHOCTU: YUYEOHUK
/mox pen. [1.Y.Ky3nenosa.- M.:lOpaiit, 2012.- 422c.
2. I'aBpunos, M. B. Undopmatuka u nuapopmaloHHbIe TEXHOJIOTUH | YIeOHUK

st CITO / M. B. T'aBpuiios, B. A. KinumoB. — 4-e u3a., nmepepad. u gom. — M. :
N3narensctBo KOpaiit, 2017. — 383 ¢. DnekTpoHHBII pecypce

HNuTepHeT-pecypcebl:

1. ®enepanbublit LEHTP UH(POPMAIMOHHO-00pa30BaTEIbHBIX pecypcos
http://fcior.edu.ru/ .
2.IIpenionaBanmue, Hayka " JKU3HB: caut  Koncramtmna  IlomsikoBa

http://kpolyakov.narod.ru/ .

3. Mertoasl nporpaMMHUpOBanus: paboune Marepuaisl juid cryaeHTos / B.I1. 'eprens
www.software.

4. OBC IOPAUT

5. OBC znanium.com

Ilepuonnueckne n3gaHus:

1. XKypnan «MudpopmaTika u oOpazoBaHue».

2. Kypuan «Mup ITK».

3. TI'azera «Mudopmaruxka. [TepBoe ceHTAOPs».

4. Kypnan "Kommnbrorep-npecc”

5. "MndpopmanmonHsie TexHonoruu" - ExeMecsyHbIil TeOpeTUYeCKU U MPUKIaTHON
HAayYyHO-TEXHUUYECKUH KypHan (¢  mpuioxenuem) http://novtex.ru/IT/index.htm -
pexkoMenioBaH BAK.


http://fcior.edu.ru/
http://kpolyakov.narod.ru/
http://www.software/
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