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1. O6mue cBeaeHus O JUCHUIUIMHE (MOTYJIE).

IleneBast ycTaHOBKa ImpenojaBaHusi y4yeOHOH nucuumuinHbel «lludposas
00paboTKa IOPUIUIECKON JOKYMEHTAIIMI» CTPOUTCS C yUETOM 3a/ad, CoJep KaHus
u GopM JeITeTbHOCTH OaKanaBpa — BhITyCKHUKA FOpHUANYeCcKOro HHCTUTYTA.

llenpto o0OyueHUs SBISIETCS TMOJYY€HHE BBIMYCKHUKOM 0Opa3oBaHMUs,
MO3BOJIAIOIIETO IPUOOPECTH HEOOXOAMMBIE MPO(ecCHOHAIbHBIE KOMIIETEHIIUN U
YCIIEIIHO paboTaTh B U30paHHOU chepe AeITeTbHOCTU. Y CTYJEHTOB JOJIKHBI OBITH
c()OpMUPOBAHBI CUCTEMA 3HAHUI O CYHUIHOCTH HH(OPMALMOHHBIX MPOLECCOB B
IpaBOBOM c(epe, HABBIKM BIIAJICHUS MEPCOHATIBHBIM KOMIIBIOTEPOM, MPUKIATHBIM
OpOrpaMMHBIM ~ OOECTeueHUEM, YMEHHEM TMPHUMEHSTh  HMH()OPMAIMOHHBIC
TEXHOJIOTHH B CBOEU MPOPECCUOHAIBHON AESTENBHOCTH.

[IpenonaBaHue MUCUUILIMHBL JOJDKHO OKa3bIBaTh BIMSHUE HAa (OPMUPOBAHUE
MH(POPMALIMOHHOM KYJIBTYpPbl Y O0yUarOLUXCsl, @ TAKXKE IMOBBIILICHUE €€ YPOBHS.

3a1auu JUCIUIUINHBIL:

? O03HAKOMJICHHE C HaIpaBJICHUSAMU pa3BUTUS U  (PYHKIMOHUPOBAHUS
MH(GOPMaIIMOHHBIX MTPOLIECCOB B MPABOBOIL cepe;

? NOAroTOBKa OOydYalmMXcd K MOpo(ecCHOHATBHOM JIEATETbHOCTH C
UCTIOJIb30BaHUEM COBPEMEHHBIX HHPOPMAITMOHHBIX TEXHOJIOTHI;

? (GopMHpOBaHHE HABBIKOB ONPEIEICHUS CTPATErMU BBIOOpA ONTHMAIBLHOTO
MH(OPMAIMOHHO-TEXHOJOTUYECKOTO CpPEACTBA AJIA peuieHus: 00pa3oBaTENbHBIX,
HAy4YHBIX U MPO(PECCUOHANBHBIX 3a/1a4;

? oOyueHue MeToAaM ToOuUCKa M 00pabOTKM TMpaBoOBOM HWHGOPMAIINH,
oopmileHHs TPABOBBIX JOKYMEHTOB M IPOBEIEHHUS CTAaTHUCTUYECKOTO aHajau3a
uH(popManuu.

2. [Inanupyembie pe3ynbTaThl 00YYEHHS IO TUCIUTIINHE (MOIYIIIO).

Ilepeuenp GopMUPYEMBIX Ppe3yJbTAaTOB OCBOSCHHS  00pa3oBaTeIbHOU
porpamMmsbl (KOMIIETEHIIMI) B pe3ysbTaTe 00y4eHuUs 10 AUCLUIUIUHE (MOAYIIO):

OIIK-5 - Crioco0eH coCTaBIsATh NPOLECCyaAIbHbIE U CIIYKEOHbIE TOKYMEHTHI;

IK-6 - CnocoGen pa3pabaThiBaTh ¥ IOPUIUYECKH MPABUIBLHO O(POPMIISLTH
pacrnopsiiuTeIbHbIe, OpraHU3allMOHHbIE, MHPOPMAIMOHHO-CIPABOYHbIE U JIPyTHe
ClTy>KeOHBbIE JOKYMEHTHI;

IMK-19 - CnocoOeH OpraHu30BbIBaTH M OCYHIECTBISTH MEPOMPHUATHS TI0
IPOBEpKE 3asgBICHUM (COOOILECHUI) O TPECTYIUICHUSX M IPABOHAPYIICHUSX,
CBSI3aHHBIX, B TOM YHUCJIE, C TIPOBEACHUEM CIICICTBEHHBIX M MHBIX MPOIIECCYaTbHBIX
JNEHCTBUM €  LEIbl0  OpraHM3alMM  IPEBApUTEIBHOTO  pacclieZJlOBAHUSA
IIPECTYIUIEHUN. ;

IMK-20 - CnocolGeH OCymIECTBISATh KPUMHUHAIUCTHUYECKOE M YTOJIOBHO-



MPOIIECCYyaIbHOE COMPOBOKIECHUE TOCIEACTBEHHBIX TPOBEPOK U MPEABAPUTEIHLHOTO
paccienoBaHusl MPECTYIUICHU.

OOyueHue 1O JUCUHUIUIMHE (MOJIYJIO) TMpeArnoiaraeT, 4YTo IO €ro
pe3yapTaTam o0yyaromnuiics Oyner:

3HaTh:

OCHOBHBIE 3aKOHOMEPHOCTH CO3IaHMs u (GYHKIIMOHUPOBAHUS
WH()OPMAITMOHHBIX TPOIIECCOB B MPABOBON cdepe; METOAbI W CPEICTBA IOMCKA,
CHUCTEeMAaTH3alu 00pabOTKU MPaBOBOM MHGOPMAIIUH.

YMmern:

HCII0JIb30BaTh COBPEMEHHBbIE MH(GOPMAIMOHHBIE TEXHOJOTHH JJIS TIOMCKa U
00paboTku mpaBOBOM HH(pOpMaUU, OQOpPMIICHUS IOPUIUYECKUX JOKYMEHTOB U
MPOBEJICHUSI aHAIN3a HHPOpMAITUH.

Baagern:

HaBBIKAMH pPa0OThl Ha TIEPCOHATLHOM KOMITBIOTEPE C HCIIOIh30BaHUEM
COBPEMEHHOr'0 MPOrpaMMHOI0 obecrnedeHnus, coopa u o006padoTku uUHOpMaIuH,
MMEIOIIeH 3HAaYCHHE JIJIs peain3allii MPaBOBbIX HOPM B COOTBETCTBYIOIIUX chepax
poecCUOHANIbHOM IEeSITEIbHOCTH.

3. O6beM TUCIUTIIUHBI (MOTYJIS).
3.1. O6mas Tpy10€MKOCTh AUCIUTIIAHBI (MOTYJIs).

O06miass TpyAOEMKOCTh JUCHMUIUIMHBI (Momynsi) coctaBiser 3 3.e. (108
aKaJIeMUYEeCKUX yaca(oB).

3.2. O06bem gucruIUIMHBL (MOAYJsl) B (QopMe KOHTAKTHOM pabOThI
oOydJarommxcss ¢  MENarorMYeCKUMH  padOTHUKaAMU U (WIKM)  JIHUIAMH,
MIPUBJICKAEMBIMHU K peaau3aii 00pa3oBaTEIbHON MPOTPAMMBbI Ha MHBIX yCIIOBUSX,
IIPY MIPOBEJICHUHN YUCOHBIX 3aHATHI:

KonuuectBo yacos

Tun yaeOHBIX 3aHIATHI
Bcero| Cemectp 1

KonrakTHas paboTa Ipu NpoBeleHUN YUeOHBIX 3aHATHI (BCEro): 8 8

B ToMm uucne:

3aHATHSI CEMHUHAPCKOTO THIIA 8 8

3.3. O0beM AuCHUIUIMHBI (MOIYJisA) B (OpMe CaMOCTOSTEIbHON paboThI
oOydJarommxcs, a Takke B (QopMe KOHTAKTHOW pabOThl OOYy4aromuxcsi C
NearornIeCKUMU pabOTHUKAMH W (WJIH) JIMIIAMH, TTPUBJICKACMBIMU K Peali3aiin
oOpa3oBaTeNbHOM  TPOrpaMMbl HA  HHBIX  YCJIOBHSIX, IIPH  IPOBEICHUU



IPOMEKYTOUHOM aTTecTanuu cocrasisieT 100 akagemMuyeckux yaca (0B).

3.4. ITpu oOy4eHnH MO UHIUBUIYATBHOMY y4eOHOMY IJIaHYy, B TOM YHCIIE TIPH
YCKOPEHHOM OOYYeHHUH, 00BhEM TUCHUILUIMHBI (MOJYJISI) MOXKET OBITh pPeaTu30BaH
MOJTHOCTBIO B (hOpME CaMOCTOATEIBHOU paboThl 00yJaromumxcs, a Takke B Gopme
KOHTAKTHOM paboThl OOyYaroOlmUXCA C MEJArorTMYeCKUMU paOOTHUKAMU W (MJIH)
JUIIAMH, TIPUBJIEKAEMBIMU K peaiu3alii 00pa3oBaTeIbHON MPOTpaMMBbl HA MHBIX
YCIOBUSIX, MIPH MPOBEICHUU MPOMEXKYTOUHOM aTTECTAILINU.

4. ConeprkaHue JUCHUTUIUHBI (MOTYJIA).
4.1. 3aHITHA JTEKOIUOHHOTO THUIIA.

He npemycMoTpeHo yueOHBIM IIJIaHOM

4.2. 3aHATHS CEMUHAPCKOTO THUIIA.

[IpakTrueckue 3aHATHS

Ne
TemaTuka MMPAKTUICCKUX 3aHATHH/ KpaTKOC COACPIKAHUC

n/m
BbazoBble mousaTHs B 00:1aCTH (G POBBIX TEXHOJIOTHIA. DBOJIOIMS MHYOPMALIMOHHBIX TEXHOIOTHH, 3TAIbl HX
Pa3BUTHSL, MX POJIb B Pa3BUTHH SKOHOMHKH U 00IIeCTBa
IIpumeHeHne BO3MOKHOCTEH ceTu THTEpHET B IOpUINYECKON JESATEIBHOCTH. METO bl TOMCKA FOPUINYECKON
undopmanun B cetn «MHTEpHET U151 3P (HEKTHBHOM ESTETBHOCTH I0PUCTA B paMKax MOBCEIHEBHON
MPaKTHKN.
BbazoBble odrCHBIE TEXHOIOTHH ¥ OCHOBBI 3JIEKTPOHHOTO JOKYMEHT0000poTa fopucrta. Knaccudukanus u
(YHKIINH IOpPUINYECKIX JOKYMEHTOB. JTarbl paboThI C IOKYMEHTOM IOPHCTA.
O6naunble TexHONOTHH KoMiaHuM SHaexc. Co3gaHue U HaCTpoiKa y4eTHOH 3amucH (akkayHTa) SIHIekc,
pabota c Auaexc-1rucKkoM, OCHOBHBIE CEPBUCHI SHIEKC.
Tekcrosiii porieccop MS Word. Beon u penaktupoBanue Tekcta. @opMaTHpOBAHUE CTPAHUIIL.
KonoHTuTyb1, CHOCKH 1 oTNaBieHus. Paborta ¢ TabnumaMu.
Texcroseiii nporieccop MS Word. M3ydenne MeTonoB paboThl B rpaMIecKOM PeaKTOpe TEKCTOBOTO
nporeccopa MS Word.
Onextponnsle Tabmuisl MS Excel. OcHOBEI pa3paOoTky TaOIMIHBIX JOKYMEHTOB. TeXHOIOTHN TPUMEHEHUS
BCTPOCHHBIX (DYHKITHI.
Onexrponnsie Tabiuipl MS Excel. U3yuenne rpagudecknx Bo3MOKHOCTEH TabnuaHOTO mporeccopa MS
Excel 2010. Ananu3 uudpoBbIX XapaKTepUCTHK TPAHCIIOPTHOH NpecTynHocTH B Poccuiickoit denepannu ¢
MOMOIIBIO AUATPAMM.
Onextponnbie Tadbymiel MS Excel. CoptupoBka 1 priibTpamnus JaHHBIX B 3JIEKTPOHHBIX TaOJIHIIAX.




TemaTnka MpaKTHUECKUX 3aHATHI/KPATKOE COJIEpKAHNE

/1

10
AHanu3 JaHHBIX O COCTOSIHUM MPECTYIHOCTH B chepe KomnbloTepHoit nHpopmanuu. Ludposas
XapaKTepUCTHKA 3apETHCTPUPOBAHHBIX NpecTyIuieHnu B Poccuiickoii dexpeparyy o HenpaBoMepHOMY
BO3JICHCTBHIO HA KPUTHUECKYIO HH(OPMAIIMOHHYI0 UH(pacTpyKTypy Poccuiickoit ®enepannu, BKIroyast
00BEKTHI TPAHCIIOPTHOM OTPACIIH.

11
N3ydenne MmeTonoB co3manus u opopmieHus npeserranuii B MS Power Point. TexHomorust co3manus
npeseHTanui ¢ 3pdexramn MynpTUMenHa. Iconp30BaHNe THIIEPCCHIIOK B MPE3EHTALINH.

12
N3ydenne MmeTonoB co3nanms u opopmienus npeserranuii B MS Power Point. Cozmanne npezenTanuii Ha
OCHOBE r'OTOBBIX LIA0JIOHOB CJIAHI0B.

13
W3yueHue MeToA0B co3nanus U odopmiieHus npe3enraiuii B MS Power Point. OCHOBHBIC IPUHITHITBI
pa3pabotku npeseHrtauii. [{upposoe moprdoiuo.

14
O6naunsre TexHonoruu kommnannu Google. Cozmanue U HACTPOIKa yueTHOH 3amucH (akkaynrta) Google.
Co3nanue npe3eHTaun ¢ moMouipio cepsrca Google IIpesenTanum.

15
[Mpunoxenne MS Publisher. Coznanue my6mukaimii B peIaKIIMOHHO-U3AATeNbCKOi cucteme MS Publisher.
Cosnanue nokyMmeHToB B MS Publisher.

16
[Mpunoxenue MS Publisher. Paspaborka nHpopmanmonnsix 0ykietoB B MS Publisher.

17
WudopmannonHas 6€301mMacHOCTh B cUcTeMe obecnieueHns OezonacHocT Poccniickoit ®eneparnmn.
OCHOBHBIE TIeTTH, 3a7a9i B TOHATHS JJOKTpHHEI HHpOpMaHOHHOH Oe3omacHocTH P®. OprannzannonHas
OCHOBA CHCTEMBI obecrieueHust HHHOpMaMOHHOH O6e3omacHocTu B Poccun.

4.3. CamocrosiTenbHas paboTa 00y4aroIuXCs.
Ne .
Bun camocrositensHOM paboTh
/1
1 HO}IFOTOBKa K IPAKTUYCCKUM 3aHATHAM.
[ToaroroBka k IpOMEKYTOYHOM aTTECTALMH.
3 | TloaroToBka K TEKymeMy KOHTPOJTIO.

5. llepeueHb wu3AaHW, KOTOPHIE PEKOMEHIYETCS MCIOJb30BATh IMPHU

OCBOCHMH TUCUHUILITUHBI (MOIYJIS).

i\/ri[ bubnuorpaduueckoe onucanue Mecro nocrtyna
1 NudopmanimoHHbIe TEXHOJIOTHH B IOPUIUICCKOM 3BC Opaiit
NEeSITENIbHOCTH: Y4eOHUK U IPAKTUKYM Ui By30B / B. JI.
OnwpkuH [u 1p.]; mox penaknuei B. JI. DnpkuHa. - 2-¢ U3,
niepepad. u jom. - Mocksa: M3natensctBo FOpaiit, 2021. - 472
c. - (Beicmee oopaszoBanue). - ISBN 978-5-534-12733-1.
2 NudopmanoHHbIe TEXHOJIOTHH B FOPUANYECKON 9BC [Opaiit

JesTeNbHOCTH: YueOHuK /it By30B / I1. V. Ky3uenos [u ap.];




non obmieit pepakmueit [1. V. Ky3nenosa. - 3-e uzn., mepepad. u
nom. - Mocksa: M3natensctBo FOpaiit, 2020. - 325 ¢. -
(Beicmee oopaszoBanue). - ISBN 978-5-534-02598-9.

3 CogertoB, b. 5. Undopmanmonnsie TexHomoruu: yaeoHuk ;s | ObC HOpait
By30B / b. fI. CoBeros, B. B. llexanoBckuii. - 7-¢ u3.,
nepepad. u jgor. - Mocksa: U3parensctBo HOpaiit, 2020. - 327
c. - (Boicmiee o6pazoBanue). - ISBN 978-5-534-00048-1.

4 [TpaBoBast nuH(popMaTHKa: yIeOHUK U IPaKTUKyM [yt By3oB / C. | 9bC IOpaiir
I'. YyOykosa, T. M. bensesa, A. T. Kyaunos, H. B.
[TanbstHOBa; o penakmumeii C. I'. UydykoBoii. - 3-e u3.,
nepepad. u gon. - Mocks: U3znatensctBo FOpaiit, 2020. - 314 c.
- (Beicmiee obpazoBanme). - ISBN 978-5-534-03900-9

5 Edanosa, H. H. Ilouck npaBoBoi HHGOpMAIIMK: CTpATETUs U 9bC [Opaiir
taktuka / H. H. Edanoga. - 2-¢ u3n., nepepad. u zom. -
Mocksa: U3narensctBo FOpaiit, 2020. - 234 c. -

(Koncynpranuu ropucra). - ISBN 978-5-534-04427-0.

6 I'py3nesa, JI. M. 3amura uadopmanuu: y4ued. mocooue / JI. M. | bubn. FOU PYT
I'pysneBa. - Mocksa: IOpumuueckuii uacrutyr MUHAT, 2019. - | (MUHAT)
144 c. - ISBN 978-5-7876-0326-2.

6. IlepeuyeHb COBpEMEHHBIX MPOPECCHOHAIBHBIX 0a3 JaHHBIX U
WH(OPMAITMOHHBIX CIPABOYHBIX CHUCTEM, KOTOPHIE MOTYT HCIIOJIB30BATHCS MPH
OCBOCHHH TUCUUTIITUHBI (MOTYJIS).

? Hay4Hasl 3JeKTpOHHas Oubimoteka elibrary.ru (www.elibrary.ru);

?  emuHas  KOJUIEKIMA  IUM(QPOBBIX  00pa3oBaTENbHBIX  PECYpPCOB
(http://window.edu.ru);

? HayuyHO-TexHuueckast ouonunorexka PYT (MUUT) (http://library.miit.ru);

?  JJIGKTPOHHO-OMONMOTeuHass  cucreMa  m3jatenbetBa  «FOPAUTY
(https://urait.ru/);

? cnpaBouHas npaBoBas cuctema (http://www.consultant.ru/);

? cmpaBouHo-tipaBoBasi cuctema ['APAHT (http://www.garantplus.ru/sps-
garant/);

? DJIEKTPOHHBIM (POHI HOPMATUBHO-TEXHUYECKOW W HOPMATHUBHO-TIIPABOBOM
unpopmarnu Koncoprmyma «Koaeke» (https://docs.cntd.ru/).

7. lIlepedyeHb  JUIEH3UOHHOTO U  CBOOOJHO  PacHpoCTPaHsIEMOIo
IpPOrpaMMHOr0 00€cleyeHus, B TOM YHCIE OTEYECTBEHHOTO IPOU3BOJICTBA,
HEO0OXOIMMOT0 JIJI1 OCBOCHUS JUCIUTIIMHBI (MOTYJIs).

Onepanmonnas cuctema MS Windows 10, nmaker oduchHbix mporpamm MS
Office Bepcuu He Hmwxke 2010, mporpamMmmHoe oOecrieueHue s MPOCMOTpa Bed-
caiftoB (Opaysep Annekc), cucrema Koncynprantllmtoc.



8. Omnucanue MaTepUaqIbHO-TEXHUYECKOW 0a3bl, HEOOXOAMMOW st
OCYILIECTBJICHUSI 00pa30BaTEIbLHOTO Mpoliecca Mo TUCIUILUIMHE (MOIYIIIO).

KommproTepHsiii  kj1acc, OOOpYAOBaHHBIA IS TMPOBEACHHUS MPAKTHICCKUX
pabor CpeACTBAMHU OPITEXHUKH, MEPCOHATBHBIMHA KOMITBIOTEPaAMH,
O00BEMHEHHBIMH B CETh C BBIX0/10M B MIHTEpHET.

9. ®opma MPOMEKYTOUYHOU ATTECTALINU:

3aueT B 3 cemecTpe.

10. OueHouHbIE MaTEpHUAIIBI.

OneHoYHbIE MaTepHUalIbl, TPUMEHAEMBIE NPHU NPOBEACHUU IPOMEKYTOUYHOU
aTTeCTallH, pa3padaThIBalOTCA B COOTBETCTBUH C JIOKAJTbHBIM HOPMATUBHBIM aKTOM
PYT (MUUT).



ABTODBI:

JIOLICHT, K.H. Ka(eapbl
«HpOopMaIOHHBIE TEXHOJIOTHH B
IOPUANYECKON NEATEIIBHOCTU U
JOKYMEHTAIMOHHOE 00€eCIeueHne
yIPaBJICHUS

CoryiacoBaHo:

3aBenyromuii kadeapoi YIIK
3asenyromuii kadenpoit UTIOAuJI0Y

[Ipencenarens yueOHO-METOIUUCCKOM
KOMHUCCHUH

JILM.I py3neBa

A.B. bopucos
C.JI. JloGaueB

M.IO. ®ununnosa



