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Tema 1.1. udopmanrionHas AeITeIbHOCTh YeTOBEKa

3amaHus IS NPAKTHYECKOI0 3aHATHA.

1. TlpaBuna TexHUKH O€30MACHOCTH M PEKOMEHIAIMU IPU HCIOIb30BAHUU
cpenctB UKT.

2. Ponp wuHOpMaAIMOHHOW JEATEIBHOCTH B COBPEMEHHOM OOIIECTBE:
SKOHOMMYECKOH, COIIMaIbHOM, KyIbTypHOU, 00pa3oBaTebHON cepax.

3. OcHOBHBIE 3Tanbl pa3BUTUS UHHOPMAIIMOHHOTO OOIIECTBA. DTarnbl pa3BUTHUS
TEXHUYCCKUX CPEACTB M WHOOPMAIIMOHHBIX pecypcoB. HMHbopmarmoHHbie
pecypchl o01IecTBa.

4. TlpaBoBbIE HOPMBI, OTHOCSIIHECS K WH(POPMAIUUA, TPABOHAPYIICHHS B
nHopmarmoHHoi cdepe, Mepsl HX mpeaynpexacHus. HMubopmarmonHbie
TexHosorun u wuHpopmanuonuele cucteMbl (MC). Metoasl mnpaBoBOi
MH(OPMATHUKH.

3aaHus I CAMOCTOATEIbHON Pa0OTHI.

1. UudopmarmoHHble TEXHOJOTUM — CPEACTBA IOMCKA, CHCTEMAaTU3alliH,
00paboTKM U Tepelaur KOMIBIOTEPHON TPABOBOM HH(MOPMAIIHH.

2. Metononorust npoektupoBanus MIC. Knaccudukanus UC.

3. UccnenoBanre MeTo10B IPaBOBOW MH(DOPMATHUKH.

Tema 1.2. Annaparasie cpeactBa OBM. TexHuueckue W IpPOrpaMMHbIE
CpelicTBa peaan3alny HH()OPMAMOHHBIX IPOLECCOB

3aganus IS NPAKTUYECKOT0 3aHATHS.

1. TexHuueckue cpeacTBa peanu3aluy HHPOPMAITMOHHBIX MPOIECCOB.
2. IlporpammHoe oOecrieyeHue HHHOPMAIIMOHHBIX TEXHOJIOTHA.

3. bazosoe IIO. Ilpuxnagnoe 110. OnepaunrioHHBIE CUCTEMBI.
3aaHud I CAMOCTOATEIbHOI Pa0dOTHhI.

1. Ananu3 u BeIOOp KOHUTYyparmu DBM.

Tema 1.3. 'ocynapcTBeHHas moyMTUKa B HHGOOPMAITMOHHON cdepe

3aaHud IS NPAKTHYECKOT0 3AHATHSA.

1. Crparerus paszButusi uHopmanmoHHoro oOmecta. HMHpopManmonHoe
3aKOHOJIATENBCTBO.

2. ®enepanbHblii 3akoH OT 21 okTs6pst 2011 r. Ne 289-d3 «O BHeceHuun
n3MeHeHunii B denepanbHbiii 3ak0H «O mopsiake onyOJIMKOBaHUS U BCTYIUICHUS
B CcUly (efepalbHbIX KOHCTUTYIIMOHHBIX 3aKOHOB, (elepaabHbIX 3aKOHOB,
axtoB najat denepanbHoro CoOpaHus».

3. 'ocynapctBennas nporpamma PO «Mudpopmarimonnoe o6mectso (2011-2020
TOJIBI)».

4. T'ocynapcTBeHHas IOJIUTHKA B 00JIACTH MPaBOBOM MH(OPMATH3AIINH.
3aaHus I CaMOCTOATEIbHOI Pa0doThI.

1 Ucnionp30BaHMe BO3MOKHOCTEH TEKCTOBBIX PEIAKTOPOB B MPOGECCHOHATBHON
JNEATETBHOCTH.



2. DOnextponHble Tabmuipl Excel — mpumenenme B mpodeccroHalbHOM
JeSITeTbHOCTH.
3. CucreMsl ynpaiieHus1 6a3aMy JTaHHBIX.

Tema 2.1

CrpykTypa ”HPOKOMMYHHMKAIIMOHHBIX CETEN

3agaHus 11 NPAKTHYECKOT0 3aHATHS.

1. I'moGanbHas cerb Internet. CTpykTypa riao0anpHBIX ceTeil. MexceTeBoe
B3anmozeiicteue (Internet). OcHOBHBIE MPOTOKONBI OOMeHa HH(pOpManuel B
ceru. SI3pik runeprekcra. E-mail.

2. KOpuandeckuii cTaTyc ¥ MPaBOBOE PETYIMPOBAHUE B TIT00ATBHBIX CETSIX.

3. 3ammra nHpOpMaUU B KOMIIBIOTEPHBIX CETSIX.

3agaHus 11 CAMOCTOSATEILHON PadoThI.

1. Anpecanus B rinobanbHbIX ceTsiX. CepBUCHI INI00ATBHBIX CETEH.

2. [IpaBo B uHTEpHETE.

3. Otuka B uHTepHeTe. [IpaBuiia sTuKeTa ISl SIEKTPOHHOM MMOYTHI, OOIIEHUS B
yate, popyme, TeneKoH(DEepeHIIUU.

Tema 2.2.

WNupopmannonHast 6e300acHOCTb. DNEKTPOHHBINA JOKYMEHTOOO0POT

3aganus I NPAKTHYECKOT0 3aHATHS.

1. Tlonsitue wuHPOPMALMOHHON OE30MACHOCTM M €€ MEeCTO B CHCTEME
HallMOHAJIBHON 0€30MaCHOCTH.

2. Jloktpuna wuHdopmanmoHHoi Oe3zonacHoct P®. 3ammra uHPOpManuu.
I'ocynapcTBeHHas TaiiHa.

3. OcHOBHbIC TIPUHIMIIBI CO37aHUsl HajexHOM u  Oe3omacHort UT-
UHQGPACTPYKTYPHI.

4. IloHATHSA NEKTPOHHOTO TOKYMEHTA U 3JIEKTPOHHOI'O JOKYMEHTOO0O0pOTA.
3aganus 1Js CAMOCTOATEILHOM PadoOTHhI.

1. Kpunrorpaduueckue meTo bl 3amuThl nHGOpMarmu. CUMMETPUYHBIA METO]T
muQpoBaHug. ACUMMETPUYHAS KpUMITOTpadus.

2. Pa3HOBHIHOCTH CHUCTEMBI C CeKpeTHbIM KiouoM. Iludper moacTaHoBKH.
Cucrembl ayTeHTH(UKAIMKA DJICKTPOHHBIX JaHHBIX. DJEKTPOHHAs IudpoBas
HOJIHUCH.

3. Ilpumep mnoucka HHPOpPMAIMKM HA TOCYAAPCTBEHHBIX 00pa30BATEIbHBIX
nopranax. IlouckoBble cuctembl. OcCyIECTBICHHE MOUCKAa MHGOPMALMU WU
nH(OPMAIIMOHHOTO O0BEKTA B TEKCTE, B (DAIJIOBBIX CTPYKTYpax, B 0a3ax IaHHBIX,
B cetu MHTEpHeT.

4. Coznanue g1MKa 3JICKTPOHHOM MOYTHI U HACTPOMKA €ro MapaMeTpOB.

Tema 3.1.

Ha3nauenue #u BO3MOXHOCTH CIIpaBOYHBIX mpaBoBbix cucrtem (CIIC).
Texnonorus padotsl B CIIC «Koncyasrantllnocy

3aganus 11 NPAKTHYECKOT0 3aHATHS.
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I. Ponp copaBOYHBIX MPABOBBIX CUCTEM B IOPUIUYECKOU JESATEIHLHOCTH.
OCHOBHBIE BO3MOKHOCTH CIIPABOYHBIX MMPABOBBIX CUCTEM.

2. Ctpykrypa equnoro undopmaruonnoro maccuba CIIC «KoncynbrantlLmocy.
3. 3amyck cucTeMbl U TOMCK crpaBo4yHOU HMH(opmaruu. [louck TOKyMEHTOB.
PaGota co cnuckom qokymMeHTOB. PaboTa ¢ TEKCTOM JOKYMEHTa. AHATMTUYECKUE
MaTepHuasbl.

3aganus I CAMOCTOATEILHOM PA0OTHI.

1. ITouckoBbie BO3MOKHOCTH cucteMbl «KoHcynbTanTIInroc». BBICTpBIN MOUCK.
[Touck ¢ ucnonb3zoBanueM KapTouku moucka B pazfenax 3aKOHOIATEIbCTBO,
CynebHast mpakThka, MexXAyHApOJIHbIE MPABOBBIE aAKThbl, 3aKOHOMPOEKTHI.
[Touck no IIpaBoBomy HaBuraropy. [louck B paznene IIpecca u kuuru. Mcropust
MOMCKOBBIX 3ampocoB. Pabora co cioBapeM (MHAHCOBBIX U FOPUIUYECKUX
TEPMHUHOB.

2. Pabota co ciuckoM 10KyMeHTOB. [IpocMOTp, COpTUPOBKA M yTOUHEHUE CITUCKA
nokyMeHToB. CoxpaHEeHHE JOKyMEHTOB B IalKe IoJib3oBatend. Paborta ¢
nankamu. JkcropT B MS Word u coxpanenue B (aiis1 crimcka JTOKYMEHTOB.
JlokyMeHTBI Ha KOHTpoJie. PaboTa ¢ TekcToM JoKyMeHTa. 3aKiIaKu B IOKYMEHTE.
Okcrnopt B MS Word. Csizu Mmexnay nokymeHtamu. Paborta ¢ pemakuusmu
JOKyMEHTa.  AHanuTudyeckue  marepuansl.  [lyreBoaurenu  CUCTEMBI
«Koncynbrantl Itocy.

Tema 3.2.

Ha3naueHne u BO3MOXXHOCTM crpaBo4HbIX mpaBoBbix cucrteM (CIIC).
Texnonorus padotsl B CIIC «I["apant»

3agaHus 11 NPAKTHYECKOTr0 3AHATHSL.

1. Obmue cBeaenust o cucreMe «l['apant». OcHOBBI pabOThl U OCOOEHHOCTH
uHTepderica cucteMbl. Ilouck mokymeHToB. PaboTa co CIIMCKOM JOKYMEHTOB.
Pabora ¢ TekcTOM TOKyMeHTa. AHAJIMTHYECKHUE MaTepuabl B cucteme «I'apanty.
3aaHud I CAMOCTOATEIbHOI Pa0dOTHhI.

1. TlouckoBble BO3MOXKHOCTH cucTeMbl «I'apanT». beicTpbiii mouck. Ilouck mo
pekBusutam. [louck no curyaruu. [ouck o ncrounuky omnyoankoBanus. [Torck
no IlpaBoBomy HaBuraropy. Hcropus mnouckoBeix 3ampocoB. Illouck 1o
TOJIKOBOMY ciioBapio. PabGora co cmuckamu aokymeHTOB. lIpocmoTp crnucka
JOKYMEHTOB W TIOJlyueHHe oOmeld uHdopMaluu O JOKYMEHTax CIHCKa.
CopTupoBKa M YTOYHEHHE IMOJYy4YEHHOro cnucka. CoXpaHeHHE KONHMPOBAHHE
cnucka. @uibTpanys cnucka. Jlornueckue onepanuu Hajl COUCKaMu. DKCIOPT B
MS Word. PaboTta ¢ TekcToM 1OKyMEHTA.

Tema 4.1.
Metonbl W cpeAcTBa TOWCKA, CUCTEMATH3alldd W OO0pabOTKA MPaBOBOM
nH(OPMAITIH B CIIPABOYHBIX MPABOBBIX CHCTEMaX
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3ajaHusd 1 IPAKTHYECKOT0 3aHATHSL.

1. UudopmarmonHsiii mouck B uatepHete. [Ipuniumns: Beioopa CIIC.

2. CtpykTypa nH()OPMAIIMOHHOTO MAaCCUBA B CITPABOYHBIX MTPABOBBIX CUCTEMaX.
3aganus I CAMOCTOATEILHOM PA0OTHI.

1. Iouck undpopmaruu. OcHoBHBIE BUIBI Toucka nHdopmaruu B CIIC.

2. PaboTa co cniMcKoOM JTOKYMEHTOB.

3. PaGota ¢ TekcToM TOKyMEHTA.

4. AHanUTHUYECKUE MaTepUaJIbI.

Tema 4.2.

Od¢unnanpHbie UHTEPHET-MIOPTAIIBI PABOBOI HHPOpMaLUn

3agaHud 1A NPAKTHYECKOIr0 3AaHATHSL.

1. OduumanbHbli THTEPHET-IOPTAN IpaBoBoi MHpopMauuu. I'ocygapcTBeHHAs
cucreMa npaBoBoM HH(popmainuu. [‘ocynapcTBEHHbIE AJIEKTPOHHBIE YCIyTU
http://www.gosuslugi.ru/.

2. OdunmanbHbIi UHTEPHET-TIOPTAI IIPaBOBOM uHdopmau
http://www.pravo.gov.ru.
3. OdunmanbHbIi UHTEPHET-TIOPTAI IIPaBOBOM uHdopmau

«3akoHogaTenbeTBO Poccnmy.

4. ®enepanbhblii 00pazoBarenbHbIi nopTan «KOpunnueckas Poccusiy.

3agaHus 119 CAMOCTOSATEILHON PadoTHhI.

1. ®opmupoBaHue 3ampocoB sl pabOThl C BJIEKTPOHHBIMU KaTaJlOraMH
oubnuorek, My3eeB, kHurowzaanus, CMM B pamkax ydeOHBIX 3aJaHUl U3
Pa3IUYHbBIX MPEAMETHBIX 00IACTEN.

2. DNeKTpOHHbIE KOJJIEKIMH MH(POPMALMOHHBIX U 00pa30BaTeIbHBIX PECYPCOB,
oOpa3oBaTebHbIE CIIEUATU3UPOBAHHBIE TOPTAJIBI.

3. [Nouck uubopmalmu 1o 3arpocy, HOBOCTH apXUB HOBOCTEH.

Tema 5.1. [IpeacraBnenre o NpoOrpaMMHBIX Cpelax KOMITbIOTEPHOU rpadukH,
MYJIbTUMEIUMHBIX Cpeax

3aganus VI NPAKTHYECKOI0 3aHATHS.

1. TIlpeacraBieHue o0 TPOrpaMMHBIX CpeJax KOMIBIOTEPHOW TIpaduKw,
MYJIbTUMEUNHBIX Cpeax.

3aganus 11 CAaMOCTOATEILHOM PA0OTHI.

1. Co3nanue u penakTupoBaHue rpadUUYecKUX U MYJIbTUMEIUUHBIX OOBEKTOB
CpEIICTBAMU KOMIIBIOTEPHBIX MPE3EHTAUMM SISl BHIOJHEHUS! YUeOHbIX 3aJaHuil.
Hcnonb3oBaHue Npe3eHTallMOHHOTO 000pYy10BaHUS.



Tema 5.2. TenekOMMyHUKALIMOHHBIE TEXHOJIOTUU

3aganus VIS NPAKTHYECKOI0 3aHATHSA.

1. IlpencraBneHuss O  TEXHMYECKMX W NPOrPAMMHBIX  CPEICTBaX
TEJIEKOMMYHHUKAIIMOHHBIX TEXHOJOIM. MHTepHET-TeXHOJOruH, CnocoObl u
CKOPOCTHBIE XapaKTEPUCTUKHU IMOIKIIOYEHUS, ITpoBaiiaep. MeToasl u cpeacrsa
CO3/AaHMSI U COIIPOBOXK/ICHHUS CalTa.

2. BO3MOXHOCTH CETEBOrO MPOrpaMMHOIO OO€CIEeYeHHs ISl OpraHu3aluu
KOJUIEKTUBHOM JIE€ATENBHOCTH B IJIOOAIBHBIX W JIOKAJIBHBIX KOMIIBIOTEPHBIX
CETSIX: DIIEKTPOHHAS MOYTa, UHTEPHET-TeNe(POHUS, YaT, BUACOKOH(EPECHIIUS.
3agaHus 119 CAMOCTOSITEIbHOM PadoThI.

1. icionb30BaHre TECTUPYIOIIMX CUCTEM B YIEOHOM AESITETFHOCTH B JIOKAJIbHOMN
ceTH 00pa3oBaTesbHOrO yupexxaeHus. lIpumepbl ceTeBbIX MHPOPMAMOHHBIX
CUCTEM JIJIsl pa3JIMYHBIX HAIPABJICHUN MPO(PECCHOHATBHON JESTEIBHOCTH.

2. Yyactue B OH-JIallH KOH()EpEeHLIMH, aHKETUPOBAHUU, KOHKYPCE, OJMMIIUA/E
WJIU TECTUPOBAHUU

3. CpencrBa co3/1aHus ¥ COMPOBOXKACHUS cailTa



