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1. MACHOPT MPOI'PAMMBI YYEBHOM JUCIUILIAHBI
OIl.14. «udopManmoHHbIE TEXHOJOTHH B PO eCcCHOHAIBHOM IeATeJTbHOCTH

1.1. O6sn1acTh NpUMeHEHUsI POrPaMMbI

PaGouas mporpamMmma y4eOHOM JUCHMIUIMHBI SIBISETCS 00s3aTEIbHON
4acThl0  00pa30BaTENbHOW  MPOrpamMMbI cpenHero  npodecCHOHAIBHOTO
oOpa3oBaHUs- TMPOTPaMMBbl TOJTOTOBKHM CIEIMAIUCTOB CpEJHEr0o 3BEHa B
coorBerctBHU ¢ DPI'OC CIIO no cnemuanbHocTH 40.02.01. «IIpaBo u
OpraHu3aIns COIUAIHLHOTO 00SCIICYCHUS.

1.2. MecT0 AUMCUMIUIMHBI B CTPYKTYype 00pa30oBaTe/IbHON NPOIrPaMMbI
cpeaHero npogecCHOHAJIbLHOI0 00Pa30BaHMS
oOmienpodeccuoHaNbHbIN UK

1.3. leqn u 3a7a4M JUCHUILIMHBI — TPeOOBaHUS K Pe3yJbTATAM OCBOCHUS
AUCHUIIIHHBI:
B pe3ynbpTaTe 0OCBOCHUS NUCHUIUIMHBI 00YYaOIHICs JOIKEH YMeTh:

¥1 -—ucnonp3oBaTh MporpaMMHOE oOecniedeHue B MpodecCHOHATbHOU
JIESITENIbHOCTH;

¥Y2- npuMeHsTh KOMIIBIOTEPHBIE U TEJICKOMMYHUKAIIMOHHBIEC CPE/ICTBA,

Y3 -paboTaTh ¢ UHPOPMAIIMOHHBIMU CIPABOYHO- MPABOBBIMU CUCTEMAMU;

Y4 — ucnonb3oBaTh MPUKIAAHBIE MPOrpaMMbl B NMPOECCHOHATBHON
NesATETbHOCTH;

Y5 - pabotath ¢ ANEKTPOHHON NOYTO;

Y6 - ucnosib30BaThb PECypChl JIOKAIBHBIX U TJI00ATBHBIX WH()OPMAIIMOHHBIX
CUCTEM.

B pe3ynbTaTe 0CBOCHUS TUCHUIIMHBI 00YYaIOIUNCS JOJIKEH 3HATh:
31- cocraB, GpyHKIUN UHPOPMAIIMOHHBIX U TEJIEKOMMYHUKAIIMOHHBIX TEXHOJOTUIN
BO3MOXKHOCTh MX UCHOJIb30BaHUS B NPOPECCUOHATIBHON AESITENbHOCTH;
32-0CHOBHbIE NpaBUiIa U METOJIbl paOOTHI C TaKETaMH MPUKIIAJAHBIX IPOTPAMM,;
33-nonsTre NHHOPMALMOHHBIX CUCTEM M HH(POPMALIMOHHBIX TEXHOJIOTUH;
34-noHsiTHEe MPaBOBOM MHPOPMAINH KaK CpeIbl HH(HOPMALIMOHHON CUCTEMBI;
35-Ha3HaueHne, BO3MOKHOCTH, CTPYKTYpPY, MPUHIUI padOThl WH(DOPMAILIMOHHBIX
CIIPAaBOYHO- MPABOBBIX CUCTEM,;
36-TeopUTHYECKIE OCHOBBI, BUABI U CTPYKTYPY 0a3 IaHHBIX;
37 — BOBMOXHOCTH CETEBBIX TEXHOJIOTUH pabOThI ¢ HH(pOpMAIIUEH.
JucuuniuHa  HampaBieHa Ha  (OPMHUPOBAHHE  DJIEMEHTOB  CIEIYIOIIMX
KOMIIETCHIMH:
OOIIMX KOMIIETEHIIHI:

OK 1. IloHumaTh CymIHOCTh M COLMAJIBHYIO 3HAYMMOCTH CBOCH OymyIiei
npodeccuu, MPosIBISATH K HEW yCTONUYMBBINA HHTEPEC.



OK 2. Opranu3oBbiBaTh COOCTBEHHYIO JESTEILHOCTh, BHIOMPATh THUIIOBBIC
METOJbI U CIOCOOBI BBIMOJHEHHs] MPO(ecCHOHANBHBIX 3a7ad, OLEHUBATh HX
3¢ (HEKTUBHOCTH U Ka4ECTBO.

OK 3. [IpuHrMaTh pelieHusi B CTAHJAPTHBIX U HECTAHJIAPTHBIX CUTYaLHSIX U
HECTH 32 HUX OTBETCTBEHHOCTb.

OK 4. OcymiecTBisTh TOUCK M MCIOJNB30BaHUE WH(OPMALINU, HEOOXOIUMON
11t 3¢ (HEKTUBHOTO BBITIOJIHEHUS! MPOPECCHOHANBHBIX 33]1a4, MPOPECCHOHATHHOTO
U JIMYHOCTHOTO Pa3BUTHSL.

OK 5. Hcnonb3oBaTh MH(OPMAITMOHHO-KOMMYHHUKAIMOHHbBIE
poecCUOHaNbHOMN eI TeIbHOCTH.

OK 6. PaGortath B KOJUIEKTHBE M B KoMaHje, 3(PGEeKTUBHO 0OMATHCSA C
KOJUJIEraMH, PYKOBOJICTBOM, IOTPEOUTENSIMH.

[TpodeccnonanbHpIX KOMIETEHIINHI:

IIK 1.5. OcymectBisath (OpMHUpPOBAaHME W XpaHEHHE [e IoJIydaresnent
NEHCUI, TOCOOUH U IPYTUX COLMAIIBHBIX BBITLIAT.

[IK 2.1. TlomnmepxuBath 0a3bl JaHHBIX I[OJydaTelie MEHCHUM, MOCOOuH,
KOMIIEHCAllUd M JAPYTUX COLMAIbHBIX BBIIJIAT, & TaKXK€ YCIYr W JbIOT B
aKTyaJIbHOM COCTOSTHUH.

1.4. PexomeHnayemoe KOJHYECTBO YacOB HAa OCBOCHHE IPOrpaMMBbI

TUCHUIIIHHBI:

MaKCUMaJIbHOW y4eOHOM Harpy3ku oOyuatomierocsi 50 4acoB, B TOM YHCIIE:
00s13aTeIbHON ayIUTOPHOM yueOHOM Harpy3ku oOyuarormierocs: 24 Jaca,
CaMOCTOSATEIILHON BHEAYAUTOPHOW paboThI oOydaromierocsi 26 4acos.



2. CTPYKTYPA U COJAEP)XAHWE YYEBHOM JUCHUILINHBI

2.1. O0beM yueOHOI IMCUMIIVIMHBI M BUABI Y4eOHO0#l padoThI

Buj yueOHoi1 padoThI Oobvem uacos
MaxkcumajibHasi ydaeOHasi Harpy3Ka (Bcero) 50
O0si3aTe/IbHASI Ay TUTOPHAN YUeOHAsH HArpy3Ka (Bcero) 24
B TOM YHCIIE:
TEOPETHYCCKHUE 3aHATH 12
MPAKTUYECKHE 3aHITHS 12
CamocrosiTe1bHAs BHeayAUTOPHasi padora o0y4yaromierocsi (Bcero) 26
B TOM YHCJIE:
paboTa B CIIpaBOYHO-TIPABOBOW CHCTEME;
co3janue 0a3 JaHHBIX, 26
pabora ¢ rpadhUUECKUMU N300PKESHUSIMH
paboTa ¢ mankamMu JOKyMEHTOB

[Tpomexyrounas arrecranus B hopme auddhepeHInpoBaHHOTO 3a4éTa




2.2

TemMaTnyeckuii IUIAH M COAepP:KaHMe Y4YeOHOM JMCIUILIMHBI

npo(ecCHOHAIBHON AeATEJIbHOCTH»

OIl.14.

«AudopMauOHHbIE TEXHOJOIMU B

HaumeHoBaHue Conep:xanue yueOHOro Marepuasa, JJadoparopHbie padoTbl O06beM yacos Ypose | [Inanupyemblii | Jdomaminee
pa3aesioB U TeM U PAKTHYECKHE 3aHATHSA, CAMOCTOATEIbHASA padoTa Hb pe3yJbTart 3ajaHue
00y4Jamuxcs Oczgeﬂ
Jlexn |JIaGopa | CamocTo
Hu, TOPHBI fAiTeJIbHA
ceMH e, |
HapbI | NMPAKT | BHeayau
HYEeCKH | TOpHAas
e pa6ora
3aHATH
b |
1 2 3 4 5 6 7
Pa3nen 1. O6mas xapakTepucTHKa MH(POPMANMOHHBIX CHCTEM
Tema 1.1. Coaepixanue yueOHOro MaTepuasa 1 Crynent  nomkeH
HH]opMaHOHHbIE 3HATh OCHOBHBIE
IIOHATHUA
cucrembl. basbl S KOHOMHYECKOI
AAHHBIX. MHPOPMAIMOHHO
CHUCTEMBI )44 €c
KOMIIOHEHTOB, OCHOB
bl ”HPOPMAITHOHHOTO
O6MGHa; 3agadyu Hu
[Mousitue  wHpOpPMAMOHHOW  cucTeMbl.  OCHOBHBIE yniciun E.B.
nH(pOpMaLMOHHBIX
byHKIIUU WH(pOPMAITMOHHBIX CHUCTEM. Bunst cuctem: copemerno | MUXeeBa,
WHGOPMAITMOHHBIX CHCTEM: WHGOPMAITMOHHO - e cocrosmue u | Q..
CIpaBOYHbIE, HWH(POPMAIIMOHHO-TIOUCKOBBIE,  CHCTEMBI, TIEPCTIEKTHBbI TuTosa
o0ecrieynBarONIe aBTOMATU3AIMI0 JOKYMEHTO00O0pOTAa, pasBUTHSL )
aBTOMAaTHU3UPOBAHHBIC CHCTEMBI yIIpaBICHUS, IKOHOMMHCCKIX Hapopman
nH(pOpMaMOHHBIX HOHHBIE
MH(OpMaIMOHHBIE CUCTEMBI H JIP. cuCTeM;  KaccH{uKa
IO n OCHOBHBIC TEXHOJIOrH
CBOMCTBa " B




2 | baza jmaHHBIX - BaXHEHWIIas COCTaBHas  4YacTh
uHpopmanmoHHoil cuctemsl. [ToHsiTue 6a3bl NaHHBIX, €€
CTPYKTYypa. OcHoBHBIE ~ Monenu  0a3  JaHHBIX:
repapxuyecKkasi, CeTeBasi, peJslHOHHas.

3 | CpoiicTBa 0a3bl JaHHBIX: MHOTOPA30BOE HCIOJIB30BAHUE,

npocToTa OOHOBJIEHMs, OBICTPBIA IMOMCK U IOJy4eHUE
HeoOXxonuMol MH(pOpMalMKM 10 3alpocy, 3allura OT
HECaHKI[MOHUPOBAHHOI'O JI0CTyna U Ap. LleHTpanu3oBaHHble
W pacrpenelieHHble 0a3bl JaHHBIX. ba3bl ¢ JIOKAJIBHBIM W
OTAAJICHHBIM (CETeBbIM) JOCTYNOM. ba3bl JaHHBIX B
Internet.

Tema 1.2.
CnpaBouHo-
NpaBOBbIE CHCTEMbI
KaK Pa3HOBHIHOCTh
UHGOPMAIMOHHBIX
CHCTEM

Coaep:xanue yueOHOro MaTepuaJia

1

[lonsiTue copaBouHO-NIpaBOBOM cucteMbl. CBoiicTBa
CIPaBOYHO-IIPABOBBIX CHCTEM: BO3MOXKHOCTb palbOThI C
OTPOMHBIMH ~ MacCHUBaMHM  TEKCTOBOM  MH(opMmaluu,
HCIIOJIb30BAaHUE  CICLUAIBHBIX  TIOMCKOBBIX  CPEJICTB,
BO3MOXHOCTb ~ MCIIOJIb30BAHUS ~ TEIEKOMMYHHMKAI[MOHHBIX
CPEACTB.

nH(pOpMaLMOHHBIX
cHUCTEM;

CryneHt OJDKEH
yMeTb: paboTaTh B
Pa3IHYIHBIX
HPOrPaMMHBIX
cpenax Ipu co3IaHuH
WHPOPMATNOHHBIX
cHUCTEM;
TIOJIb30BATHCS
O(pHUCHBIMU
TIPWIIOKECHUSIMH.

npodeccuo
HAJIbHOM
TeSITEIHHOC
™. ¢.249-
260

E.B.
Muxeesa,
O.N.
Tutosa.
Nudopman
HOHHEIC
TEXHOJIOTHU
i B
npodeccuo
HaJIbHOH
JEeATEIBHOC
™. C.261-
281




OOmiass XapakTepUCTUKA BEIYLIMX CHPaBOYHO-TIPABOBBIX
cucreMm: «l'apant», «Koncynbrant Ilmoc». CepBucHble
BO3MO>KHOCTH OCHOBHBIX CIIPaBOYHO-IIPABOBBIX CHCTEM.

CocTaBuTh KOHCHIEKT MO Teme ‘“‘be3omacHOCTh W 3amuTa
MH(})OPMAIIMOHHBIX CUCTEM

Pasgea 2. Padora B Microsoft Access

Tema 2.1.
Co3aanue Ta0JHUI U
padora ¢ TabJaunamMu

Conep:xanue yueOHOro MaTepuaJia

1 | ba3a mannbix MS-Access: obmias XxapakTepucTuka. 3amyck
nporpammbl. CTpyKTypa MeHt0. THIIBI JaHHBIX B TAOIHUIIE.

2 | IlpoextupoBanue  Tabmun.  PopMupoBaHue  moJici
Tabnuubl. Beibop u QpyHkuuu kiroua tabnuinsl. 3menenue
pa3MepoB noJjei. OuibTpanys. 3aucy B Ta0JIuIIe.

3 | Co3zganue cBsi3HBIX Ta0auI. OTHOIIEHHUS CBSI3EH «MHOTHE-

K-OJTHOMY», «OJIMH-KO-MHOTHUM), «OJIHUH-K-OJTHOMY».
OO0benuHenne 3anucei. Y JajleHue CBSI3EH.

IIpakTuyeckue padora
Co3natp pesiiMoHHYI0 0a3y TaHHBIX «TeXHUKYM»

Tema 2.2.
®opmupoBanue
3ampoca K 6aze

JAAHHBIX.

Conep:xaHue y4eOHOro MaTepuaJia

1

[Tonsarue 3anpoca. Tunsl 3anpocos. Co3xaHue 3amnpoca ¢
noMouipo Macrepa.

2

Co3nmanmue 3anpoca ¢ nomorbsio Korcrpykropa.
[Tapamerpuueckue 3anpocsl. [lepekpecTHbIe 3apocChl.
O6paboTka 3a1pocoB.

IIpakTH4eckue padora
Co3znanue 3anpocoB k 0aze maHHbIX « TeXHUKyM»

CamocrosiTenbHasi padora
Coznanne 6a3wel gaHHBIX «Bumeocanon». Co3mpaHue 3ampocoB
K 0a3e maHHbIX «Bumeocanon»

CTymeHT  JOJDKEH
3HaTh. YTO TaKO€E
Oasa JaHHBIX;
KITacCH()UKAITHIO
BJT; CTPYKTYpY
pensunonHoit  B/JI;
yto Takoe CYB/I;
crocod  omucaHus
nanueix B CYBJ] ¢
ITOMOIIIBIO
KOHCTPYKTOpa; Kak
OpTraHU3yIOTCS
CBSI3U B
MHOT'OTa0JIMYHOMN
bJ; KaKue
CYIIECTBYIOT THIIBI
3anpocos k Bb/l; uro
Takoe HUTOTOBBIN
3ampoc, Kak OH
co3aercsa; Kak ¢
MOMOIIBI0  (DOPMBI
TPOU3BOUTCS
TIOUCK "
COpPTHPOBKA
JIIAaHHBIX B CIIUCKE.
CryaeHT  JOJDKEH
YMETB!
OCYILECTBIIATh
aHajgu3 CHCTEM C
LEJIBI0 MTOCTPOCHHUS
MOJIEJIE  pa3HBIX
THIIOB;

E.B.
Muxeesa,
O.1n.
TurtoBna.
Nudopman
HOHHEIE
TEXHOJIOTU
u B
npodeccuo
HalbHOM
JIeATSIBHOC
™. c.159-
176

E.B.
Muxeesa,
O.1.
Turona.
Nudopman
HOHHEIE
TEXHOJOTH
U B
npodeccruo
HaJIbHOM




ngGKTHPOBaTb NeATENbHOC
a3 AHHBbIX,
CO3ZaBaTB A | tH. c.159-
CTPYKTYPY 6a3sl 176
JaHHBIX u
3aIl0JIHATH (S5
Tema 2.3. Conepxanue y4e0HOro MarepuaJjia JTAHHBIMI; PaGOTaTh
IIpoexTupoBanue | 1 | ITonstue «hopmay. Criocodsl cosnanns dpopm. Cosnanue ¢ opmanm; E.B.
¢opm u padora ¢ dopmbl ¢ momoIs0 Mactepa u ¢ TOMOIIBIO OCYIICCTBIATE MuxeeBa,
HHMH. KoHcTpykTopa. Sanpochl ¢ o.n.
MOJIy4€HUEM
2 | I'maBubie u noguuHeHHble Gopmbl. BBoa U ynanenue WTOTOBBIX fammbix; | 1 HATOBA.
3anmceit u3 popmel. CopTupoBka 3anuceid. [Touck u TIOJTyYaTh OTYETHI. Nudopmary
dbunbrpanus. [lpencraBnenne Gopmel. HMOHHBIE
IpakTnuyeckas padora TEXHOJIOTH
Cosznmanue GpopM U peaKTHPOBAHUE 3ancel B hopme U B
CamocrosiTesibHast padoTa npoq)eccglo
Cosnanue GpopMbl 1i1s1 6a3sl JaHHBIX «Bumeocanon» HaJIbHOH
NEeATeIbHOC
Tema 2.4. Conep:xanue yueOHOro MaTepuaJia L c.159-
OTtuyernl 1 | Housrue oruera. CrtocoObI co3maHus 0TYETOB. | TaBHEIN ' 17.6
Y TIOTYMHEHHBIA 0T4eThl. OOpaboTKa OTUETOB.
IIpakTuyeckas padora
1| Coznare otuet ans 6a3bl JaHHBIX «TeXHUKYM»
Paznen 3. CnpaBouHo-npaBoBasi cucrema «I"apanm»
Tema 3.1. Conep:xaHue yueOHOro MaTepuaJia CryneHt  nojkeH
O6mas 1| Uctopust coznanus u pazsutust CIIC «["apaHT». 3HAT. . | E.B.
XapaKTepUuCTHKA HNHupopmanimoHHbIe pecypchl CUCTEMBI «I apaHT»: HOIITHE HPABOEOM |\ TixeeBa
nHPOpPMALIUU  KaK >
CIIPABOYHO- MpaBoBbIe 0a3bl, CIPABOUYHUKHU U MPOTPAMMEI, CBSI3aHHBIE C cpesI O.1.
NPaBOBOM CHCTEMBbI MpaBOBOI TEMATHUKOM, SJIEKTPOHHBIN apXuB, OMOIHOTEKA undopmammonnoii | THTOBA.
«["apanT». CIIC «I"apanT». cuCTeMbl, ee BUABL, | [TH(DOopMaIlL
3HAYCHUC JIIA HOHHBIE
cepii TEXHOJIOTU
COIIMAJIBHOTO
obecreueHus; u B
Ha3Ha4YCHUE, l'IpO(l)eCCI/IO
BO3MOXKHOCTH, HaJIbHOU

10




ITpaBoBeie 0a3bl CIIC «I'apanT». ['uneprekcronas
TEXHOJIOT'HsI IPeACTaBICHHs IPaBOBOM MH(OpMaLuu B
CIIC «I"apanT» (MEXIIpOrpaMMHBIN THUIIEPTEKCT).

IIpakTnuyeckas padora
[TpousBectu 3anyck CIIC «["apaHT» U HACTpOUKY

CIIpaBO4YHO 'HpaBOBOﬁ CHUCTCMBI «FapaHT».

Tema 3. 2. Coaep:xanue yueOHOro MaTepuaJia
Hacrpoiika 1 | Onementsl okHa mporpaMmbl. CTpoka KOMaHAHOTO MEHIO.
CIIpaBOYHO- [lanens uncTpymenrtoB. Ilonocel mpokpytku. OcHOBHOE
NPaBOBOii CHCTEMBI MeHIO, ero Omoku. Ilomydenue wuHpOpManunm 00
«I"apaHT» YCTAaHOBIICHHBIX ~ KOMIUIEKTax M 0a3zax. OTKpbITHE
nHGOPMALIMOHHOMN 0a3bl. Brimagaroniee MEHIO
«Y CTaHOBKHY, €T0 JICMCHTHI.
2 | O6mue HacTpoilku cuctembl. Hactpoiika skpana.
Hacrpoiika  mpudToB.  Hacrtpoiiku  monbp3oBaTemei.
Hactpoiiku  paboTel cO  CcOHCKaMU  JOKYMEHTOB.
Hacrpoiiku pabotsl ¢ makerom MS Office.
IIpakTuyeckas padora
PaGoThI co cirickaMu TOKYMEHTOB.
Tema 3.3. Conep:xanue yueOHOro MaTepuasia
ITouck n1oKymeHTOB 1 | Buast noucka nokymenToB. [louck no pexusutam. [Touck
B CIPABOY1HO- mo cutyanud. [lowck mo kmaccudukaropy. Ilouck mo
NpPaBoOBOH cHUCTEME HCTOYHUKY OIyOJIUKOBAHUSI.
«["apanT» 3anoJiHeHNEe KapTOUKH 3alpOCOB.
2 | [IpocMoTp W COPTHpPOBKA HAWJEHHBIX JOKYMEHTOB.

CoxpaHeHue cIucKa B Hanke W MPOCMOTP COXPaHEHHOIO
CIIMCKa.
[Tpumenenue GpuIbTPOB.

IIpakTuyeckas padora
Brinonnenune noucka nokymeHnToB B CIIC «I"apanT» 1o

CTPYKTYDY,
NPUHIUI  PaboTHI

HHPOPMATNOHHBIX
CIPaBOYHO-
MIPABOBBIX CHCTEM.
CTymeHT  JOIDKeH
yMeTb: paboTaTh C
HHPOPMAITMOHHBIM
u CIPaBOYHO-
MIPaBOBBIMU
CHCTEMAaMU;
1aBaTh o0mIyIo
XapaKTCPUCTUKY
KaXXKI0H u3
H3y4aeMbIX
CIPaBOYHBIX
MIPAaBOBBIX CHCTEM;
paboTats co
CIIMCKOM
JIOKYMCHTOB;
paboTath c
TEKCTOM
JIOKYMEHTOB c
HCIIOIL30BAHHEM
BO3MOKHOCTEH
pOTpamM;
OOBSACHATD
(yHKIMOHATBHOE
Ha3HaYEeHHUE
KaXKI0H
aBTOMATH3UPOBAHH
OM CHUCTEMBI.

NEATENBHOC
TH. C.256-
c.267

11




PCKBU3HUTAM NJOKYMCHTA U IO CUTYallhU.

CamocrosiTesibHasi paboTa
Brinonnenue noucka nokymeHToB B CIIC «I"apanT» mo

KJIacCU(UKATOPY U MO UCTOUHUKY OIyOJIUKOBAHUS

Tema 3.4.
Pabora ¢
JOKYMEHTAMH B
CIIPABOYHO-
NPaBoOBOI cucTEMe
«["'apanT»

Coaep:xaHue y4eOHOro MaTepuaJia

1 | [Tonyuenue cnpaBku K JokyMeHTY. [Touck croBocoueTanus
B TEKCTE JOKYMEHTAa. YCTaHOBKA U MPOCMOTP 3aKJIAJ0K B
nokyMmeHTe. Pacreuarka JoKyMeHTa. 3amuch JOKYMEHTa
B TEKCTOBBIA (aiin. KomupoBaHue NOKyMEeHTa WIH €ro
dbparmenta B Oydep obmeHna. DkcnopT nokymenta B MS
Word u MS Excel.

IIpakTuyeckas padora
[Tony4yenue cipaBku o fokymeHnTte. [louck cioBocoueTanus B
TEKCTE TOKYMEHTA.

CamocrosiTeibHasg padora
Pabota ¢ rpadmyeckuMu n300paskeHUSIMU B CIIPABOYHO-
npaBoBou cucreme «l'apanT»

Pa3nen 4. CnpaBouno-npaBoBasi cucremMa «Koncyabrant Ilioc»

Tema 4.1.
Oo0mas
XapaKTepUCTHKA
CIIPABOYHO-
NPaBOBOM CHCTEMbI
«KoHcyabTaHT
ILiroc»

Coaep:xaHue yueOHOro MaTepuaJia

1 | Ucropus coznanus u pazsutust CIIC «KoHcynabTaHT
[Tmroc». McToYHMKM MOCTyTIIeHNsT HH(DOpMAaIHH.
[IpyHLIMIIBI ¥ ATAMBI FOPUANYECKON 00paboTKU
JNOKYMEHTOB, BKIIIOUEHHBIX B cUCTEMY «KOHCYIbTaHT
[Imrocy. I'mneprekcTroBast TEXHOIOTUS NTPEICTABICHUS
npaBoBoit napopmaruu B CIIC «Koncynbrant [lmoc»:
IpsiMblE€ U OOPaTHBIE CCHUIKH.

2 | CrpaBoyHO-TIpaBOBbIE cUCTEMBI cemeiicTBa «KOHCYIbTaHT
[Lmroc». CropaBouyHo-nipaBoBble cucTeMbl «KOHCYNIbTaHT
[Tmoc» o denepanbHOMY 3aKOHOAATENBCTBY. CIIpaBOYHO-
MPaBOBbIE CHUCTEMBl [0 3aKOHOJATENbCTBY CYOBEKTOB
Poccuiickoit ®@enepannn. CrpaBouyHO-TIpaBOBasi CUCTEMA
«Koncynprant Ilmroc: MexaynapogHoe npaBoy». CucteMbl
MOJIEPKKY IPUHSITHS PELICHMUS.

IIpakTnuyeckas padora

CTyAeHT  JOJDKeH
3HATh:

MOHSATHE TPaBOBOU
nHdopmanum  Kak

cpeabl
HHPOPMATMOHHOM
CHCTEMBI, €€ BHIB,
3HauCHHE ULt
chepst
COLIMAJIBHOTO
obecrneueHus;
Ha3Ha4YeHHe,
BO3MOXXHOCTH,
CTPYKTYPY,
OPUHIUI ~ PaboOTHI
nH(pOpMaMOHHBIX
CIpPaBOYHO-

MIPABOBBIX CUCTEM.
CryaeHT  JOJDKEH

E.B.
Muxeesa,
O.1.
Turosa.
Nupopman
MOHHBIC
TEXHOJIOTH
u B
npodeccruo
HaJIbHOMN
JesTeIbHOC
TH. C.249-
c.257
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Pabota B cripaBOYHO-TIPaBOBOI CHCTEME CEMEMCTBA
«Koncynbrant Imrocy.

Tema 4.2.
ITouck
JOKYMEHTOB B
CIIPaBOYHO-

NMpaBoOBOM cUcTEME

Copep:kanue y4eOHOTro MaTepuaa

1 | MeTobl cO3/1aHUS U COMPOBOXKICHUS CalTa.
Bo3moxxHOCTH ceTeBOro mporpaMMHOro o0ecredeHust s
OpraHM3alU KOJJICKTUBHOW JCATEIHPHOCTH B TJI00ATBHBIX
1 JIOKaJIbHBIX KOMIIBIOTEPHBIX CETSX: DJIEKTPOHHAS 110YTa,

«KoncynabTanT yar, BujeoKoHpepenuus, aTepaer — Tenedonms.
[aroce» IIpakTnuyeckasi pabora
Brinonnenue noucka qokymeHToB B CIIC «KoHcynbTaHT
[Tnroc» mo crnennanu3upoBaHHBIM KJIacCU(PUKATOpaM
CamocrosiTesqibHas padoTa
Brinonnenue 3anycka CIIC «Koncynprant [Lmrocy.
BeinosnHeHne 01HOBPEMEHHOTO MOKCKa JOKYMEHTOB 110
HECKOJIbKUM 0a3zam
Tema 4.3. Coaep:xanue y4eOHOro MaTepuasa
PaGora ¢ 1 | [lonyuenue oOuield wuHPOpPMAUMM O HAWAEHHBIX
AOKYMEHTAMH B nokyMmeHTax. CopTuUpoBKa cIHCKa JOKyMeHTOB. [lamku
CIIPaBoOYHO- JnokymMeHToB. IMnopT u s3kcniopt nanok. Kapman.
NpaBoBOH 2 | Pabora ¢ Tekctom gokymeHta. Kopemku —«Tekcry,
CHCTEME «CripaBkay, «OrnasieHue», «KoppecnoH1eHTbD»,
;IKOHcyﬂbTaHT «PecrionienTr», «Pemaknmuu HOKyMeHTa»: X (DYHKIHH U
JIIOC»

COACPIKaHUC. ITouck (bparMeHTa TCKCTA. CO3I[8.HI/IG
3aKJIaJOK B TOKYMCHTC.

3 | Pacneuatka nokymenra. [leyars U3 crnucka JOKYMEHTOB.
3anuck JOKyMeHTa B TEKCTOBBIN (aiii. KonnpoBanue
JOKyMEHTa WM ero ¢pparmenra B Oydep oOMeHa. DKCopT
nokymenta B MS Word.

yMETh. PadoTaTh C
HHPOPMAINOHHBIM
" CIPaBOYHO-
MIPaBOBBIMHU
CHCTEMaMU;
aBaTh o0mryro
XapaKTePUCTUKY
KaKJ0U u3
N3y4aeMbIX
CIPaBOYHBIX
NIPABOBBIX CHUCTEM;
paboratb co
CIHCKOM
JIOKyMEHTOB;
paboTats c
TEKCTOM
JIOKYMEHTOB c
HCTIONIb30BaHUEM
BO3MOYHOCTEH
nporpamm;
OOBSCHITH
(byHKIIMOHANTBEHOE
Ha3Ha4YeHHe
KaXKI0H
ABTOMAaTU3UPOBAHH
0l cUCTEMBI.

CamocToniTesibHA padoTa
1. Pabota ¢ mankamu JOKyMEHTOB.
2. PaGota c TekcroMm JlokymeHTa.
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JudpepennupoBaHHbIN 3a4eT 2

Hroro: 12 12 26

Bcero 50

Buympu xasxcoozo pasdena ykasvieaiomcsa coomeemcmsyiowue memul. I[1o Kasxcooil meme onucvieaemcs cooepicanue yuebHo2o mamepuana (8 OUOAKMUYecKUx eOUHUYax),HaumeHo8aHus
HEoOX0OUMBIX 1aDOPAMOPHBIX pAOOM U NPAKMUYECKUX 3aHAMUL (OMOEIbHO NO KANHCOOMY 8UQAY), KOHMPOIbHBIX pabom, a Makdice 3a0anusi camocmosmenvroll pabomul. Ecnu npedycmompeHvl Kypcoguvle
pabomwl (npoekmsl) no oucyuniune, onucvigaemcsa memamuxa. Obvem uacos onpedeniemcs no Kaxicoou no3uyuu cmobya. Yposenv oceoeHus npocmagnaemcs Hanpomus OUOAKMU4ecKUx eOuHuY.

Jl1s XapakTepUCTUKH YPOBHS OCBOGHHMS y4eOHOT0 MaTepHalla HCIOJb3YIOTCS ClleyIomue 0003HaYeHH s

1. — 0O3HAKOMUTENBHBIN (Y3HABaHUE paHEe U3YYCHHBIX 0OBEKTOB, CBOKCTB);

2. — penpoXyKTHBHBIH (BBITOJIHEHNE AEATEIEHOCTH 10 00pa3ily, HHCTPYKIMH WM II0JI PYKOBOJICTBOM)

3. — IPOYKTHBHBI (TMIIAaHUPOBAHHUE U CAMOCTOSTENILHOE BBITIOJIHEHHUE JICATEILHOCTH, PEIICHHE NPOOIEMHBIX 3a/1a4)
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3. YCJOBUSA PEAJIN3AIUU ITPOT'PAMMBI INCHUTIJIIMHBI
3.1. TpeGoBanuss K MHHUMAJIBHOMY  MATEePHAIbHO-TEXHUYECKOMY

o0ecIeYeHNIo

Peanuzanuss mporpaMmbl JAUCHUIUIMHBI TpeOyeT Haluyusi y4eOHOro kaOuHera
«MHpOopMalIMOHHBIE TEXHOJOTHU B MPO(ECCHOHAIBHON JAESTENIbHOCTUY, OH K€
MOJKET SBJISITHCSI KAOMHETOM JIJIsl BHITIOJIHEHHUS MMPAKTUYECKUX 3aHSITUH.

O6opynoBanne yueOHOTO KaOUHETA:

-I10CaI0YHbIC MecTa o KOJINYECTBY o0yJaronmxcs;
- pabouee MecTo MpernoIaBaTells;

- pa3aaTOYHBIA MaTepya JIsl BBITOJHEHUS PAKTHYECKUX padoT;

Texuuueckue cpecTBa 00yICHHUS:

- TIEPCOHAJIbHBIC KOMIIBIOTEPHI C MPOTPAMMHBIM OOCCIICUCHHEM: OIEPAlMOHHASN
cucrema Windows, unterpupoBannbiii maker MS Office 2007, 1C:IIpeanpustue,
cripaBouHas cuctema KoHcynbraHT mitoc, ['apaHT;

- MyJbTHME/IUA MPOCKTOP;

- HHTEpaKTUBHAS JTOCKA.
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3.2. Uudopmanmonnoe odecneyenue 00yueHust

[lepeuenr  pekoMeHAyeMbIX  y4eOHbIX  u3naHui, HHTepHeT-pecypcos,

JOTIOJTHUTEIBHOU JTUTEPATYPhI
OCHOBHBIE HICTOYHUKU:

1. I'ox6epr I'.C. HubopManmoHHBbIE TEXHONOTHH: YUYEOHHK MJif
cpen.mpod. obpazoBanus / I'.C. ToxGepr, A.B. 3aduenckmii, A.A.
Kopotkun. — M.: 9-e u3n., mepepad. u gomn. — M.: Akamnemus, 2014, —
240 c. — ISBN 978-5-4468-0766-6.

2. ['pebentok E.W. Texunueckue cpencrsa nHGpopMaTU3auu: Y 4eOHUK
st cpen.npod. oopazosanus / E.M. I'pedentok, H.A. I'pebentok. —9-e uzs.,
crep. — M.: Akagemus, 2014. — 352 c. — ISBN 978-5-4468-1409-1

3. E.B. MuxeeBa, O.1. TuroBa. MHbDOpMallMOHHBIE TEXHOJOTHUU B

npodeCcCUOHATBHON JIEITEAbHOCTH. Y4eOHoe mocoOue s CTYy/I.
cpen.npod. OOpazoBanusi,— M.: Axanemus, 2014. — 416 c. —
(ITpodheccnonanpuoe oopazoanue). — ISBN 978-5-4468-0346-0.

4, E.B. Muxeesa, O.1. Turosa. Ilpaktukym no uHpOpMalHOHHBIE
TEXHOJIOTUU B NMPO(EeCCUOHATBHON NeATEeIbHOCTU. YueOHoe nocodue s
ctya. cpea.pod. O6pazoBanus, 14-e uza., crep. — M.: Akagemus, 2014.
— 256 c.— ISBN 978-5-4468-0800-7.

5. Kucenes, I'. M. MudopmaiiioHHble TEXHOJOTMH B SKOHOMHUKE U
ynpasiennn (3pdextuBHas padora B MS Office 2007): Yue6.nmocobue / I
M. Kucenes, P. B. boukosa, B. 1. Cadonos. — M. : [Jamkos u Ko, 2009. —
272 c.

6. Mukmmna, B.C. JlabopaTopHblil NpakTUKyM 10 HWH(pOpMaTUKE
:Yueb.mocoobue mist By3oB / B. C. Mukmu-Ha, E. A. EpemeeBa, H. b.
Hasuna n np. — M. : Beicur. mk., 2006. — 376 c.

JlononHuTENbHbIE UCTOYHUKU:

7. OctpeiikoBckuii, B. A. Mndopmaruka :Yueb.misiBy-308B / B. A.
OcrtpeiikoBckuit. — 4 u3a., crep. — M. :Beicmr. mk., 2007. — 511 ¢
NuTepHeT-pecypcest:

http://office.microsoft.com/ru-ru/training/ — wusydenune npuaoxkeHui MS

Office 2007 npu noMou y4eOHBIX KypCOB [JIsi CaMOCTOSITEIBHOIO

oOy4eHUs U BUCO3aMNUCEH;

8. http://soft.mail.ru/program_page.php?grp=74224&ver= 491800 -
«Oobyuaromuit Buneokypc MicrosoftOffice 2007»;

9. http://www.interface.ru/home.asp?artld=22457 — crares «lIlepexonm k
Office 2007»;

10.http://www.intuit.ru/department/internet/wwwua/3/— Kypc
«UucTpymenTsl 1uist paboTsl ¢ MaTepueToM. bpaysepbi».

11.http://www.on-line-teaching.com/word/Isn014.html — On-line yueGHuK
no pabote B MS Word 2007,

16



4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUS JUCHUIIJIMHBI
KoHTposib M oOLEHKA pe3yJbTaTOB OCBOCHUSA JUCLUUILIMHBI OCYIIECTBIISIETCS
[pernoAaBareiieM B IIPOLECCE  MPOBEACHUA  NPAKTUYECKUX  3aHATHUM U
1a00paTOpHBIX padOT, TECTUPOBAHUSA, A TAKXKE BBIIOJHEHUS OOYyYarolIUMHUCA
WHMBUAYAJIBHBIX 33JaHU, IPOEKTOB, UCCIICTOBAHUMN.

PesyabTaTnl 00yueHus
OcHoBHbBIE NMOKa3aTeJIN OLIeHKH pe3yJbTaTa
(ocBOEHHBbIE YMEHMSl, YCBOCHHbIE 3HAHUS)

Y1 —HCIIOJIb30BATh nporpamMmmuoe | Tekymuii KOHTPoOIb B (hopMe:
obecrnieueHue B npodeccuonansHoi | O1ieHKa BBIOJIHEHUS TPAKTHUECKUX PadoT.
NeSITeTbHOCTH; BBITOJIHEHHS] CAMOCTOATEIBHOM paboThI:
¥Y2-  npumeHATh  KOMIIBIOTEpHBIE U | paboTa B CIIPaBOYHO-IIPABOBOM CUCTEME;
TEJIEKOMMYHHUKAIIHOHHBIE CPEJICTBA, cozganue 0a3 TaHHBIX,

¥3  -paborate ¢  HHPOPMAIMOHHBIMH | paboTa ¢ rpaduyecKUMH U300paKEHUAMU
CIPaBOYHO- MIPABOBBIMH CUCTEMaMU; paboTa ¢ mankamu JOKyMEHTOB

Y4 — UCIIOJIb30BaTh MIPUKJIaIHbIE
IPOrpPaMMBI B npodeccuoHaIbHON
NESITEIIbHOCTH;

Y5 - pabotatk C 3JEKTPOHHOH MOYTOM; [TpoMexyTOYHas aTTECTALMS:
Y6 - ucnonb3oBaTh Pecypchl JOKATbHBIX U
r7100aTbHBIX HHPOPMAITMOHHBIX CUCTEM.

B pesynbrare OCBOGHHS — AMCUUILIMHBI
00y4aromuncs T0JKEeH 3HATh:

31- cocrtaB, GyHKIIUU HHPOPMAITUOHHBIX U
TEJIEKOMMYHUKAITHOHHBIX TEXHOJIOTUH
BO3MOXHOCTb UX UCIOJBb30BAHUS B
MpoeCCHOHAIBHON JESTEIHHOCTH;
32-0CcHOBHBIE MpaBHJIa U METOABI paboTHI C
MaKeTaMy MPUKIIAIHBIX IPOTPaMM;
33-nonsAiTHe WH(POPMALMOHHBIX CHUCTEM M
WH(POPMAIMOHHBIX TEXHOJIOTHIA;

34-noHsiTHE TPaBOBOM HMHPOpPMAIMK  KaK
cpeap! HHPOPMAITMOHHON CHCTEMBI;
35-nHa3HaueHue, BO3MOXHOCTH, CTPYKTYpY,
MIPUHIAIT paboThI MH(OPMAIIMOHHBIX
CIPaBOYHO- MPABOBBIX CUCTEM;
36-TeOpUTHYECKHE  OCHOBBI, BHABI U
CTPYKTYypy 0a3 JTaHHBIX;

37 — BO3MOXXHOCTH CETEBBIX TEXHOJIOTUI
paboThl ¢ HHpOpMaLUEH.

JuddepeHpoBaHHbINA 3a4eT
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