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4

1. IlepedeHb MJIaHUPYEMBIX Pe3y/IbTATOB 00y4eHHUSs 110 AUCHHUILIMHE, COOTHECEHHBIX €
IJIAHUPYEMBIMH pPe3y/IbTaTaAMHU 0CBOCHHS 00pa30BaTe/IbHON MPOrpaMMbl

1.1. Juctummuaa UndgopmaTuka oGecriedynBaeT OBJIaJcHUE CISAYIOIIMMH KOMIETCHITUSIMU C Y4€TOM

JTamna:
Kon Koz orama HaunmenoBanue stana
S HaumenoBanue KoMIeTeHIINH OCBOEHUS OCBOGHIS KOMITETEHIIHI
KOMIETEHINH

OIIK-10 CIOCOOHOCTH pelaTh OIIK-10.1 OcBoeHre TEXHOJIOTHIA padOThI
CTaHJapTHBIC 33/1a4H C TEKCTOBBIMH JJOKyMEHTAMH, C
npodeccuoHanbHOM uH(GOPMaIlMOHHBIMU
JesITeIbHOCTH HA OCHOBE pecypcamu, OMOIHMOTECUHBIMU
nH(OPMALIMOHHON U CUCTeMaMHU, CUCTEMOM
oubmmorpadguueckoit KyabTypsI «AHTHILIATHATY
C IpUMEHEHUEM OIIK-10.2 OcBoeHHe TEXHOIOTHI paboThl
WH(POPMAIIMOHHO- C YMCJIOBBIMU JIAHHBIMH,
KOMMYHHKAITMOHHBIX pellieHne pacyeTHbIX 3a/1a4,
TEXHOJIOTUH U C y4eTOM MOJICTTUPOBAHHE U aHAJIH3
OCHOBHBIX TPeOOBaHHMIA JAHHBIX
MH(POPMAIIMOHHOM
0€30MacHOCTH

[1K-27 BJIaJIEHHE METOAMHU U [1K-27.1 ®opMHUpPOBaHNE HABBHIKOB
MIPOrPaMMHBIMH CPEICTBAMU COCTaBJICHHS JI€JIOBBIX
00paboTKu Aen0BOM JIOKYMEHTOB JIJIst
nH(pOopMaIY, HaBBIKAMH JOKYMEHTAJIbHOTO
paboThI co o0ecrnie4yeHns: y4acTHUKOB
CIEeLUAIN3UPOBAHHBIMU yTIpaBJIeHYECKOMH
KaJJpOBBIMH KOMITBIOTEPHBIMA JeSITeTbHOCTH
IporpaMMaMu, CliocOOHOCTh [1K-27.2 CriocoOHOCTb UCTOIBb30BaTh
B3aMMOJICHCTBOBATH CO WHCTPpYMEHTapUi
ciy>x0aMu HHGOPMAITMOHHBIX AMEKTPOHHBIX TAOHIL JIs
TEXHOJIOTUH U 3()PEKTUBHO MH(}OPMALIOHHOTO
UCMOJIb30BaTh KOPIOPATUBHBIE o0ecreyeHns yYaCTHUKOB
MH(OPMALIOHHBIE CUCTEMBbI YIIPABJIEHYECKOU
IIPU PELIeHNUH 3a7a4 JeSITebHOCTH

yIIpaBJIEHUS IEPCOHAIOM

B pe3ynbraTe 0OCBOSHMS TUCHUIUIMHBI Y CTYACHTOB JOKHBI ObITh CPOPMHUPOBAHBI:

Koz >ramna
OCBOEHU S
KOMIIETEHLIU

PesynbraThl 00yueHus

OIlK-10.1

Ha YPOBHE 3HAHUI

- 00 nHpopMaMoHHOHN 1 6GudIHorpadguueckont KyabType,
- 0 MpaBWJIaX B3aMMOJCUCTBHS C APYTUMH YYACTHUKAMU MHPOPMAIMOHHBIX
MPOIIECCOB MpH 0OMeHe nH(popMarue (ToKyMeHTaMu, Qainamu,

COOOIICHUSIMU)

00 MHPOPMALMOHHONW O0E30MaCHOCTH Ha pPAa3IMYHBIX YPOBHAX €€ MPOSBICHUS
(rocy1apCTBEHHOM, KOPIIOPATUBHOM, TUYHOM )




Ha YPOBHE YMEHUU

- HaxOJWTb PEJICBaHTHYIO [TOCTABICHHOM 3aaue HH(POPMALUIO, aJeKBATHBII
KOMITBIOTEPHBIM HHCTPYMEHTAPHUM WJIK METOJ PELICHUS;

-  CHCTEMaTU3HMpOBaTh, CTPYKTYPUPOBATh, aHAIIU3UPOBATH, IPEACTABIIATh
nHpOpMaIHIO B TpeOYyeMOM BHUJIE;

- II0JIB30BAThCsl ANEKTPOHHO-OMOIMOTEUHOM cUCTEMON AKaieMUH, CIIPaBOYHBIMU
MH(OPMALIMOHHBIMH CUCTEMaMH;
HCIIOJIb30BaTh CUCTEMY «AHTHUILIATAAT» JI1 IPOBEPKH MACBMEHHBIX
TBOPYECKUX pabOT HA HAJIMYME HEITPABOMEPHBIX 3aMMCTBOBAHUMN, COCTaBUTh
CIIPaBKY O IPAaBOMEPHOCTH 3aMMCTBOBAHHUI;

Ha YPOBHE HABBIKOB

- HCIIOJIb30BaTh HHCTPYMEHTHI M TEXHOJIOTUH TEKCTOBOTO PEAAKTOpA st
CO3/IaHUS CIOXKHBIX TEKCTOBBIX TJOKYMEHTOB B COOTBETCTBHH C
MPEIBSBISAEMBIMU K HUIM TPEOOBaHHUSIMU
OopraHu3aiuy padoueii JIEKTPOHHOU Cpeibl, 00ECIIEUYNBAIOIICH HAIEKHYIO U
6e3omacHyio paboty ¢ undopmanueii (coodueHusIMH, (aitamu, mporpaMMaMu)

OIIK-10.2

Ha YPOBHE 3HAHUI

- KakK OpraHu30BaTh JIAHHBIC B AJICKTPOHHOU TaOJIHUIIC ONTUMAIBHBIM 00pa3oM, O
BO3MOXXHOCTSIX (POPMATHPOBAHMSI, B TOM YUCJIC YCIOBHOTO, O YUCIOBBIX
dhopmarax, 00 0COOCHHOCTSX MeYaTH TaOJUIl, B TOM YHCJIE C
MacCIITaOUPOBaHUEM, IIOBTOPEHUEM CTOJIOIIOB/CTPOK

- Kak BBOJIUTH (POPMYJIBI, TIEpEMEaTh U KOMMUPOBATh UX, O MIPHHIIMIIAX
ajipecaryivi, UMeHax, Jrarma3oHax

- 0 mpaBWIax MocTpoeHus GopMyJI, collepKaIluX apuGMEeTHISCKUE 1 JIOTHUECKHUE
BBIPKCHUS

0 KaTeropusX BCTPOCHHBIX (DYHKIMH, X HA3HAYCHHUH, IPABHIIAX BBOJIA ApTYMEHTOB

Ha yPOBHE YMEHUMU

- pelaTh pacyeTHbIE 3a/1auM, MOAOUPATh a/IeKBaTHBIE 3a/1a4€ aIrOPUTMBI,
MHCTPYMEHTHI, QYHKIINH;
oTroOpakaThb JaHHbIE B BUJIE IMarpaMM, MOA0MpaTh TUIl IUarpaMMBl,
COOTBCTCTBYIOIIMEC TUIIAM CPABHCHMS, 1CJ1aTh BBIBOJbI

Ha YPOBHE HaBBIKOB
HCIOJIb30BaHus HHCTpYMeHTOB MS EXcel st mostyueHust KOJTMYeCTBEHHBIX
apryMEeHTOB OOOCHOBaHUS YIPABICHUYECKUX PEIICHHUH

K -27.1

Ha YPOBHE 3HAHUI

- OCHOBHBIX BHJIOB IOKYMEHTOB B CHCTEME JOKYMEHTOO0OpOTa OpraHu3aluu
- COCTaBa, HA3HAYEHUS U PACIIOJIOKEHUSI OCHOBHBIX PEKBU3UTOB JOKYMEHTOB
- OCHOBHBIX (DYHKIHUII CHCTEM 3JIEKTPOHHOTO JJOKYMEHTO000pOTa

- TpeboBaHMIi K cofiepKaHUIO U 0OPMIICHHUIO TOKYMEHTOB Pa3HbIX BHI0B
[TpaBWJI COCTABJIEHUS] M CTUJIEH JIENOBBIX TUCEM

Ha YPOBHE YMEHUU
- co31aTh U OTPOPMATUPOBATH JOKYMEHT IO 00pasiry
- C037aBaTh, KOPPEKTUPOBATh U UCIOJIb30BATh MAOIOHBI JOKYMEHTOB
- HCIIOJB30BATh TEXHOJOTHIO CIHMSHUS ISl TIOATOTOBKH OJJHOTHITHBIX JJOKYMEHTOB
- NPUMEHATH TEXHOJIOI'MU COBMECTHOM paboThI ¢ JOKYMEHTaMH
MPEJCTABIATh JOKYMEHT B Pa3HBIX (hopMaTax

HA YPOBHE HAaBBIKOB
UCIOJIb30BaTh AI(P(GEKTUBHbIE MPUEMBl PEIAKTUPOBAHUS U (OPMATHUPOBAHUS
JTOKYMEHTOB, ITO3BOJISIOIINE CHU3UTh 00BeM PYTHHHOM paboThI




IK - 27.2 Ha YPOBHE 3HAHUMU

0 BO3MOYKHOCTSIX JIEKTPOHHBIX TAOJIMIL Ul OpraHU3aliy 00JIbINX 00BEMOB

CTPYKTYPUPOBAHHBIX JJAaHHBIX, X aHAIN3a C LEJIbI0 UH(OPMALIOHHOTO

o0ecneyeHns yJaCTHUKOB OPraHU3allIOHHBIX IPOEKTOB.

Ha YPOBHE YMEHUN

- pelaTb pacueTHBIC U AHAJIUTUYECKUE 3a7a4U C IIOMOILBIO aIlliapara BCTPOEHHBIX
byHKIUH

- NPUMEHATh MHCTpYMEHTHI [lakeTa ananu3a (moabop nmapamerpa, TabIULbl
MOJICTAHOBKH) JUIS MOJEJIMPOBAHMS IPUHATUS PEILICHUS

- 1oAOUpaTh TUI AWArpaMMBbI JUIsl ONTUMAIbHOTO OTOOPAKEHUS YHCIIOBBIX
JAHHBIX, AlIIPOKCUMHUPOBATH JIaHHBIE, UCCIIE0BATh TPEH/BI,

- IPHUMEHATH TEXHOJIOTMH COPTUPOBKH, IPYIIIMPOBKH, IIOIBEACHUS
IIPOMEKYTOUYHBIX UTOTOB

- NPUMEHATh TEXHUKY (QUIBTPALINH, CO3AaBATh HOBbIE CIIMCKH
IIPUMEHATh HHCTPYMEHTAJIbHBIE CPEICTBA AJIEKTPOHHBIX TAaOIHLL IS
(UHAHCOBOIO MOJEIMPOBAHMSL, IOCTPOCHUS MaTEMAaTHUECKUX,
HSKOHOMETPUUYECKUX MOJIEJIEH, UCCIIEOBAHNUS BPEMEHHBIX PSIOB

Ha YPOBHE HAaBBIKOB
UCIIOJIb30BAHUSI HHCTPYMEHTAPHS AIIEKTPOHHBIX TaOIUI A1 HHPOPMAILIMOHHOTO
o0ecreyeHrs: yJaCTHUKOB YIIPABICHUECKOM esITeIbHOCTH.

2. O0beM JUCHMILIMHBI B 324€THBIX eJHHULAX ¢ YKa3aHHEM KOJIN4YeCcTBA aKaJeMHYeCKHX HIIH
ACTPOHOMHYECKHUX YACOB, BbI/IeJICHHBIX HA KOHTAKTHYI0 pa0oTy 00y4arommxcs ¢
npenojaasareseM (110 BHAaM y4eOHbIX 3aHATHIT) 1 HA CAMOCTOATEIBLHYI0 Pa00oTy 00y4arommuxcs
U MeCTO JUCHHUILUIMHBI B CTPYKTYpe 00pa30BaTeIbHOM NPOrpaMMblI.

O0BbeM TUCHUTIINHBI

YueOHbIM M1aHOM T JuctuITnHbl MH(opmMaTika yCTaHOBIICHO:
- TPYAOEMKOCTh IUCHUIUIMHBI- 3 3.€., 108 ak.4uacoB
- KOHTakTHas pabora c nmpenojgaBateneM — /0 yacoB
- camocTosTenpHas pabota — 38 4acos;

3. Conep:kanue JUCHMIIHHBI, CTPYKTYPHPOBAHHOE M0 TEMaM C YKa3aHHEeM OTBeIeHHOI0 Ha
HUX KOJIHYECTBA aKATeMUYECKHX HJIH ACTPOHOMHYECKHX YaCOB M BHIOB Y4eOHBIX 3aHATHI
U CTPYKTYpPa JHCHHILITHHbI
(ounas popma oOyueHMs)

O0BeM TUCIUTUIAHBI (MOAYIIS), Yac. dopma
KonrtaktHas paboTa TEKYIIETO
KOHTPOJIA
Ne /it HammeHoBaHme TeM W/WIIH pa3iesioB obyuaromuxes ¢ P .
Bcero npenojaBaTesieM CP | ycnmeBaemocTH ,
110 BUJIaM y4eOHbIX 3aHSATHI TPOMEKYTOH-
J | JIP | 3 I KCP HOM aTTeCTallM1

Pa3znen 1. Texnosorusi padoThl ¢ TEKCTOBBIME J0KyMeHTamMu (1 cemecTp)

OO0 uHpOopMaIIMOHHOHN KYJIBType
Tema 1 | m xoMnbproTEepHOM rpaMoTHOCTH. | 10 10 O, 113
TexHosorust paboThl C TEKCTOM

TexHosorus co3gaHus JeI0BBIX

Tema 2
Oymar (CiryeOHBIX JOKYMEHTOB)

10 10 0O, 113

TexHoorusg co3aaHus
Tema 3 | MHOTOCTpaHUYHBIX TOKYMEHTOB 16 10 6 O, 113
CO CJIOKHOU CTPYKTYPOM




O0beM TUCTIMIUTMHBI (MOJTYJIS), Yac. dopma

KonrakTHas paborta TEKyLIEro

KOHTPOJIsA
Ne /m HammeHnoBanme TeM W/HIH pa3aesioB obyuatomuxes ¢ P «
Bcero MpernoiaBaTeieM CP YCIIEBAEMOCTH ,
0 BUJIaM y4eOHBIX 3aHSITHIM [POMEKYTOH-
I JIP 3 KCP HOHU aTTCCTalln

[TpomesxyTouHas aTTecTanus 36 30 6

Paznen 2. Ucniosib30Banue 3J1eKTPOHHBIX Tadaui (MS Excel) njs pacueToB u aHaIu3a JaHHBIX
(2 cemecTp)

BBOI[ JAaHHBIX U BBIYMCIICHUA B

Tema 4 | MS Excel 12 10 2 0,3
[TocTpoenune auarpamMmm B MS
Tema 5 | Excel 12 10 2 0,3
Tema 6 Amnanu3 nanusix B MS Excel 12 10 5 3
Opranu3anus 1 aHaIu3
Tema 7 | GonblIoro ooremMa qaHHbelx B MS | 12 10 2 113
Excel
[TpomesxyTouHas aTTecTanus 48 40 6 3ayer
Hroro 3 cemectp: | 108 70 38
Ipumeyanue:
* (ﬁOprl meKyuieco KOHmpoJs ycneeaemocmu.:
Onpoc (0)

Ipaxmuueckoe 3adanue (113)
Koumponvnas paboma (K)

Conep:xaHue TMCHMILIAHBI

Pages 1. Texnosnorust padoTsl ¢ TEKCTOBBIMH IOKYMEHTAMH

Tema 1. O0 uH(poOpMaLHOHHOI KYJIbTYpe U KOMIIbIOTEPHON rpaMoTHOCTH. TexHonorus
PadoThI ¢ TEKCTOM

NudpopmanvonHas KynbTypa M KOMIbIOTEpHas TpaMOTHOCTb. OOMeH uH(popmaunue u odmeH
daitnamu. @opmatsl daitnos. [IpeobpazoBanue TekcroBoro (aitna B apyrue gopmarsl. [Ipobiemsr
MexIiaThopmMeHHoro oomena. O0auHbIe TEXHOJIOTHH.

O¢ddexTuBHBIE TNpUEMBbl peAaKTHUPOBaHUS U (HOpMaTHUPOBAHMS TEKCTa: OBICTPOE BbIACICHHUE
(GparMeHTOB; TEXHOJIOTUSl «HAUTU U 3aMEHHTb); UCIOJIb30BaHNE TaOIMIL ISl CO3JJaHUSl JOKYMEHTOB
CJIOKHOM (hopMBI; MpeoOpa3oBaHue TAOIHUI] B TEKCT U TEKCTA B TAOJIUITY; COPTUPOBKA; HCIIOJIb30BAaHUE
Oydepa oOMeHa st pabOTHl C HECKOJBKUMH (parMeHTaMH; YCTaHOBKA W YAAJICHHE CIIYKEOHBIX
YIPAaBIISAIOMKX CUMBOJIOB U JIP.

Tema 2. TexHos10rust CO34aHMUS 1eJ10BBIX Oymar (Ci1yKeOHbIX JOKYMEHTOB)

VYmpasnenue nqokymMeHTamu B opranusanuu. Hopmatusubeie nokymeHTsl (I'OCThI). MHCTpYKIMS 1o
nenomnpousBocTBy. [lonsTue «gokymenta». Kiaccuduxamms 1okyMeHTOB. PEKBU3NUTHI JOKYMEHTOB.
«KuzHeHHBI 1UKI» JAoKyMmMeHTa. [loHsATHe nMOKyMeHTOo0O0poTa. CHCTEMBI 3JIEKTPOHHOTO
JToKyMeHToobopoTa. [leyats qokymeHTa Ha OJIaHKeE.

[TpaBuna co3ganus U npuMepsl 0POpMIIEHHUS JOKYMEHTOB Pa3HbIX BUJOB: COTJIAIIEHU, KOHTPAKTOB,
JIOTOBOPOB, 3asiBJICHUH, CIy>KEOHBIX, OOBSICHUTENbHBIX, JTOKJIAJAHBIX 3aIMCOK, aKTOB, IPOTOKOJIOB,
IIPUKA30B, PACTIOPSHKEHNH, PEILIEHUH U T. 1.

[IpaBuna aenoBOM MEPENMUCKH, CTUIIN JETOBOrO MUChMA.

Hcnonp3oBaHue U co3gaHue madIoHOB TOKYMEHTOB.

Hcnonb30BaHWe TEXHOJOTUU CIUAHUS (PACCBUIKM) [IJIsl CO3JAHMSI OJHOTHUIIHBIX JOKYMEHTOB M
pellIeHNs HeCTaHAapTHHIX 3a]1a4.




CoBmecTHas paboTa ¢ TOKyMEHTOM B PEKUME PEIICH3UPOBAHMS.

Tema 3. TexHOJIOTHS CO3JaHUSI MHOTOCTPAHUYHBIX IOKYMEHTOB CO CJIOKHOM CTPYKTYpPOii
[ToHsiTHE «CTPYKTypa IOKYMEHTa» B Y3KOM M IIUPOKOM CMbICIe. THTYIbHBIH JHMCT, OTJIaBJICHUE,
UCIIOJIb30BAHNE BCTPOCHHBIX CTUJIEH /ISl pabOThI CO CTPYKTYpPOIi, CO3/1aHHe COOCTBEHHBIX CTHJICH,
BCTaBKa U 0()OpMJICHHE TA0JIUL, PUCYHKOB, CO3/IaHHE HOBBIX Pa3JeioB, OOPMIICHUE PUITIOKCHHH,
CO3JJaHHE KOJIOHTHUTYJIOB, HyMEPAIHsl CTPaHHII.

[IpaBwia u TexHomorus OGOpPMIICHHS aKaJEMHYECKOro (aBTOPCKOro) TEKCTa: craTthbu, pedepara,
OTYeTa, TMOSICHUTEIIFHON 3alUCKH, TPOEKTHON M BBITYCKHOW paboThl. OdopmileHHEe IUTHPOBAHUS,
CHOCOK, CCBIIOK, IPUMEUYaHH, COCTaBlIeHnEe ONOIOrpaduueckoro cnucka, opopmieHIe CChIIOK Ha
JJIEKTPOHHBIE pecypchl. [IpoBepka TekcTa B cUCTeMe «AHTHIUIATHaT», IMOATOTOBKA OTYETa O
3aUMCTBOBAHHSIX.

Paznen 2. Ucnosb3oBaHue 31eKTpoHHBIX Tadaun (MS Excel) nis pacyeToB u aHaIu3a JaHHBIX

Tema 4. BBoa 1aHHBIX U Bbluucjenusa B MS Excel

Opranu3anus JaHHBIX Ha JUCTax paboueill KHUTrH. TexHoIorus BBOJA 3HAUYEHUH, IOSACHUTEIBHOTO
TEKCTa, BBOJ| IIOCJIEOBATEIBHOCTEH (aBTo3amoiHeHue). dopmarsl JaHHBIX, (OpPMATHI SUYCHKH.
Coznanue npuMeyaHusl.

BBoxa ¢hopmyn, nepeMenienrne U KonmupoBanue GopMmyIr, OTHOCUTENbHAS, A0COTIOTHAS M CMEIIaHHAs
azpecanus siueeK.

[IpaBuna BBOma B (opMyiny apu(pMeTHUECKHX BBIpaXEHHU, MOPSAAOK omeparuii. Vcmonb3oBanne
JIOTMYECKUX BblpakeHui. Vcrnosibp3oBaHue BCTPOCHHBIX (DYHKIMI AJI pelIeHus] pacueTHbIX 3a7ad U
aHajau3a JaHHBIX.

YcnoBHOe GopMaTUPOBAHUE STUEEK.

Tema 5. IlocTpoenune guarpamMmm

AHanu3 1aHHBIX, ONIpe/ieIeHne LeH (UeH ) TIOCTPOCHUS TMarpaMMBbl, ONpeieJICHHE TUIIA CPAaBHEHHUS,
BbIOOp THNA JuarpaMMmbl, (GOpMyJIHMpOBKa BbIBOJA (akueHT). PenakrupoBaHue auarpaMMbl.
W ckinounTh BU3yalbHbIH U MH()OPMAIIMOHHBIH LTyM.

Tema 6. AHAJIU3 TAHHBIX
HuctpymenTt ananu3a «4ro-Ecnuy»: monbop nmapameTpa, TaOIUIIbl JAaHHBIX (ITOJICTAaHOBKH ), CLICHAPUU.

Tema 7. Opranusanus ¥ aHaJm3 60J1bIOT0 00beMa 1aHHbIx B MS Excel

TexHoorus co3JaHMsl CIIMCKOB, MPOBEPKA JaHHBIX IPU BBOJIE, BEIOOp 3HAUEHUI U3 CIIHCKA.
CoptupoBka 3anmcei, B T.4. MHOTOYpOBHEBas. [ pylnmupoBKa 1 MPOMEKYTOUHBIE UTOTH.
OunbTpanus gaHHbIX. ABToQuibTp. Ilonp3oBarensckuil guinbtp. Pacmmpennsiit Guibtp (J1r00as
KOMOUMHAIMS YCIIOBHUI, CO3/1aHME HOBBIX CIMCKOB C JIOOBIM HaOOpOM IoJieH, HCHOJb30BaHHE
BBIUHCIISIEMBIX KPUTEPUEB).

AHanu3 JaHHBIX, OPTaHU30BaHHbBIX B BUJIE CIHCKOB, C IIOMOIIbI0 MHCTPYMEHTAPHs CBOAHBIX TaOJIHII.
[IpencraBnenue pe3yabTaTOB aHATU3a B BUJIE AHarpamMM.

4. Marepnanbl TeKylIero KOHTpPOJIsi ycneBaeMocTH o0yqaromuxcss 1 GoHx
OLIEHOYHBIX CPeJCTB MPOMEKYTOYHOM aTTeCTAIUM M0 JUCHHUILINHE

4.1. ®opMbI 1 METObI TEKYIET0 KOHTPOJISI YCIIEBAEMOCTH 00y4YaIOIIUXCH U
MPOMEKYTOYHOM aTTeCTALMH

4.1.1. B xone peanuzanuu qucuuiuiiabl UH(popMaTHKa HCIONB3YIOTCS CIeIyIOIUe METOIbI
TEKYILLEro KOHTPOJIs yCIEeBAEMOCTH 00OYy4arOLIUXCS:

Tema MeToabl TEKYLIEro KOHTPOJIS
yCIeBaeMoCTH
Pazoen 1. Texnonozcus pabomeut ¢ mexcmosvimu 0okymenmamu ¢ cpede MS Word




Tema 1. O6 un(hOpMaITMOHHON KYyIbTYpE U He npoBoaurcsa

KOMITBIOTEPHOM rpaMOTHOCTH. TeXHOJIOrusl paboThI €

TEKCTOM

Tema 2. TexHomorusi Co31aHus JEJIOBBIX Oymar Omnpoc, BBIMOJIHEHUE TPAKTUYECKUX
(ciry>xeOHBIX TOKYMEHTOB) 3aaHui

Tema 3. TexHosorust co3iaHusi MHOTOCTPAHUYHBIX JlomaniHee KOHTPOJILHOE 3a/laHUE
JIOKYMEHTOB CO CII0KHOW CTPYKTYpOU

Pazoen 2. Hcnonvzosanue snexkmponnvix maoauy (MS Excel) ona pacuemos u ananuza

nmanaeix B MS Excel

OaHHbBIX

Tema 4. Beox nanusIX 1 Beruncienus B MS Excel Konrtponbnas padora
Tema 5. I[loctpoenue quarpamm CamocrosiTenpHas padbora
Tema 6. AHasin3 1aHHBIX He nposoaurcs

Tema 7. Opranuzanus 1 aHaiau3 00JIbIIOro o0beMa KontponbHas padora

4.1.2. IlpoMe:KyTOUYHAS] ATTECTALUSA 110 AUCUMUILIMHE: 3a4eT

MaTepuajbl TEKyIIero KOHTPOJIsl YCIIeBaeMOCTH 00y4YarouXcs

TunoBble OLEHOYHbIE MaTepualJibl 10 TEME 1

Bonpocsl 1uist onmpoca

arwONE

~

Maiite onpenenenne «MHPOPMALIMOHHON KyIbTYphl». B ueM oHa nposiBisiercs?

Yro ciexyeT NOHUMATh MO «KOMITBIOTEPHON IPaMOTHOCTBIO»?

Kakue cuMBOIIBI HE creayeT (MM Helb3sl) UCI0JIb30BaTh B MMeHax (haiiiaoB?

Kakue ¢aitnel MoxkHO coxpanuTtsb B popmate PDF? C kakoif 1ienbro 310 cienyer aenars?
Jlns yero cnenyet npu paboTe ¢ TEKCTOBBIM JOKYMEHTOM OTOOPa’KaTh CKPBITHIE CUMBOJIBI
dopmatrupoBaHus?

Kakue neficTBUSI Hy’KHO BBIIIOJHUTH, YTOOBI BBIIEIUTH!

- Texkymiee cioBO

- Tekymuiee npemyioxenne

- Becsk Tekcr oT Hauana 10 Kypcopa (0T Kypcopa 10 KOHIIa)

Kak ycTaHOBUTH «MsTKHI iepeHoc»? [t uero 3To HyHO Jenathb?

B kakux ciaydasx ais pa3MelleHus TeKCTa Ha CTPAHUIIE B HECKOJIBKO CTOJIOIOB HY>KHO
UCIIOJIb30BaTh KOJIOHKH, a Koraa - Tabiauiry?

TumnoBbie OIIEHOYHBbIE MaTepuaJjbl Mo TEME 2

Bonpocsl a5 onpoca

agbrwpnE

©o~N>

Jaiite onpeneneHne MOHATUIO «IOKYMEHT.

Kakwue BUIbI TOKYMEHTOB BBI 3HaeTe?

Yro Takoe «I10KyMeHTO000poT»?

Kakoii 1okyMeHT Ha3bIBatoT «oduiranbHbiM»? Kto ero aBrop?

Kakue pekBU3HUTHI TOKHBI TPUCYTCTBOBATH B TAKUX JOKYMEHTaX, KaK «3asBICHUEY,
«OOBsACHUTENBHAS 3aMICKa»?

Kakune 1okyMeHThl 00513aTeNIbHO MeYaTaroTcs Ha OaHKe OpraHu3aiumn?

[TpuBeauTe IPUMEP PACTIOPSAUTEITHHOTO TOKYMEHTA.

Yem ornnyarotes popmatsl Oymaru A4 u Letter?

Kakne pekBH3HUTHI TOJHKHBI TPUCYTCTBOBATH B UCXOISIIEM JIETIOBOM MUCHME?

1O Jlnst gyero coznarorcs MabIoHbI TOKYMEHTOB?
11. IlpuBeauTe mpuMepsl UCoIb30Banus TexHoaorun Cnusuus (Paccsiiku) B MS Word.
12. Kak opranu3oBaTh COBMECTHYIO Pa0OTy ¢ JOKYMEHTOM HECKOJIBKUMHU I10JIb30BATEISIMU?

IIpakTnyeckune 3a1aHuA
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A. Co3zpnaiiTe JOKYMEHTHI 110 00pas3Ily: JOroBOp O MPOXOXKJICHUU MPAKTUKH, IPHKa3 (BBIIHCKY U3

B.

C.

IpHKa3a), MPOTOKOJ (BBIMHUCKY U3 MIPOTOKOJIA), IBYSI3bIUHBIN KOHTPAKT.

[ToaroroBsTE AETOBOE MUCHMO JUIS ITeYaTH ero Ha Oj1aHke opranu3anun. [lonroroBsTe
JaHHBIE JJIs PACCHUIKH 3TOT0 MHCbMa HECKOJIBKUM ajipecataM. [IpuMeHHnTe TEXHOIOTHIO
PacChUIKH.

[ToaroToBhTE MOLIATOBYIO HHCTPYKIIMIO IO MCIOJIB30BAHUIO TEXHOJIOTHH PACCHUIKH,
BKJTIOYAIOIYI0 CKPUHIIOTHI U TpauuecKue 3JIeMEHTHI.

Tunosble OLIEHOYHbIE MATEPHAJIbI 110 TeMe 3

Bonpocsl ai1s onpoca

1.
2.

©CoN O~

Yro MOHMMAIOT MO CTPYKTYpoii tokymenTa B MS Word? Kak ee coznats? M3mMeHuTH?
Kakwue BcTpoennsie ctuau MS Word cienyer npuMeHsTh Ipu paboTe ¢ MHOTOCTPAHHYHBIM
JIOKYMEHTOM?

Kaxkue mapameTpsl 0KEH UMETh CTHIIh «OO0BIUHBIN»? Kak COXpaHUTh €ro st BCEX HOBBIX
JIOKYMEHTOB?

[lepeuncnure Bce criocoObl HABUTAIIMHA B MHOTOCTPAHUYHOM TEKCTOBOM JIOKYMEHTE.

Yto Takoe «KOMOHTUTYIBI»? J1JI 4ero OHU UCTIOIb3YIOTCS?

Kak co3nats OrnapiieHue ¢ yKa3aHUEM CTPaHHI] B aBTOMATHYECKH €r0 EPECTPOUTH?

J71s yero B TOKyMEHTE CO31at0TCsl HoBble Pa3nenbr?

[Tepeunciure npaBmia opoOpMIICHUS TUTUPOBAHUS U CCHUIOK.

Kak co3nathe ciucok WiuocTparuii?

10 N3yuute npaBuia opopmiieHus oudmmorpadpudeckoro crucka mo 'OCT
11. Kak ynpaBisiTh pactooKeHHEM BCTPOCHHBIX B TEKCT PUCYHKOB, GOpMYyJI, Tabmu?

IIpakTHyeckoe 3a1anue

Hcnonp3yst moAroToBieHHbIH TekeT «[lojoxkeHus o nepcoHane», oThopMaTupyiTe ero, co3aan
MHOTOYPOBHEBYIO HYMEPAIHIO pa3/esioB U a03a1eB Ha OCHOBE BCTPOSHHBIX cTiiiel. Co3maiiTe
TUTYJBHBIH JIUCT C HEOOXOAMMBIM HAOOPOM PEKBU3UTOB COTJIACOBAHUS. BKIIFOUNTE B TOKYMEHT
OTJIaBJICHHE C YKa3aHUEM HOMEPOB CTPaHMUII.

Pasznea 2.

TunoBble OLlEHOYHbIE MaTepHualJibl 10 TEME 4

Bonpocs! a5 onpoca

1.

2.

3.

[Tocne BBoa B siueliky uucina 125, B Helt otoOpasuinack gara 04.05.1900.

OO0bsicHUTE, TOYEMY ATO IPOU3OLLIO U KaK UCIIPABUTh OLIMOKY

B stueiiky BBeneHa popmyna: =$A5*B2.

Kak usmenurcs gpopmysa npu KONMPOBAaHUM €€ Ha JIBE SYEHKU BHU3 U HA OJHY BIIpaBo?
Tabnuua, nperHazHaueHHast Ul IeYaTH, BEIXOIUT 3a IpaHuIb iucta. Kak HarewyaraTh ee ¢
MacITabupoBaHueM?

IIpumepsl 3axa4

A. Baeaute B Tabnuily criucok u3 20 CTyJ€HTOB U pPe3yiIbTaThl Claul cecCcuu (5 TUCIUIIINH,

100-6anmpHas cuctema). [locunTaiite UIst KaKAOTO CTYIEHTA MPOLIEHT CAa4H CECCUU.
[Toctpoiite peiiTunr ycneBaeMoctu. Mcronp3ysi BO3MOXKHOCTH YCIOBHOTO (hOpMaTHUPOBaHUS,
BBIJICJIUTE B TaOJIUIIE IBETOM (DaMHIIMU CTYJICHTOB, 3aHUMAIOLINX TIEPBbIE TPU MECTA B
pelTHHrE.

B Tabnuity cBeieHbl pe3yNbTaThl OTBETOB IPYIIBI pecOHACHTOB (20 4enoBeK) Ha OJIUH U TOT
xe Bompoc (chopmynupyiite ero camu). OTBET MOXKET UMETh TPH BapraHTa. PecrioH1eHThI
YKa3bIBAIOT CBOM IOJI U BO3pacT. Tpedyercs onmpeeiuTh KOJUYeCTBO PECIIOH/ICHTOB,
BBIOPABIINX Pa3HbIC BAPHAHTHI OTBETOB, U MPOIEHT K 00IIeMy YiciTy OTBeTOB. Kakoi
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MIPOLIEHT CPEeN BHIOPABIINX MEPBBI BAPUAHT OTBETA COCTABIISIFOT MYKYHUHEI B BO3PACTE OT
25 net no 45 ner.

B Tabaumy BBenens! pe3ynbraTsl 6amioB EI'D rpynmsl u3 25 aOUTypHEeHTOB: 110 MaTeMaTHKe,
PYCCKOMY SI3bIKY M QHTJIMHCKOMY SI3BIKY.

[Ipoananu3upyiiTe JaHHBIE: HAUIUTE MAKCUMAIIBHOE, MUHUMAJIBHOE, CPEJIHEE 3HAUYCHHE 110
cyMMe 0allJIOB U MO OTAEIbHBIM IpeaMeraM. HaiinuTe uncio abuTypueHTOB, UMEIOIINX
pe3yabTaThl, B uHTepBatie ot 85 1o 100, ot 84 no 70, ot 69 no 55, menee 54. [locTpoiite
TUCTOTpaMMy.

Kakyto emre naopMauo MOKHO U3BJI€Yb U3 MTPEICTABICHHBIX JAHHBIX?

. TToctpoiite rpaduk MOBEPXHOCTH Z=X>+Yy?, Iie X U Y IPHHAUIeKAT HHTEpBany [-5;5] ¢ marom

0,05. IIpu BBOZIE apryMEHTOB UCHOIB3YHTE MPHEM TPAHCIIOHUPOBAHHUS, a B (hopMynax —
CMEIIaHHYIO aJpecalyIo.

TunoBble OLEHOYHbIE MaTepHualbl 10 TEME 5

Bonpocsl quist onmpoca

1.

Hown

Ha3zoBute Bce Tumbl cpaBHEHUS (5) M COOTBETCTBYIOIIME UM TUIIBI Auarpamm. [IpuBenute
PUMEPBI UCIIOJIB30BAHMUS JICTIECTKOBOM JTHarpaMMBl.

Kakoli Tun nuarpaMmsel HanboJiee TOYHO IPEACTABISIET PEUTUHT 4ero-1uo0?

Kak orpenaktupoBaTh quarpaMmy, 4To0bl yOpaTh «BH3yaIbHBIH IITyM»?

Kakoii Tun nuarpamMMbl HaJio MCIIOJIb30BaTh, YTOOBI OTOOPA3UTH HA OJTHOM TOJIE TAaHHBIE,
OTJIMYAIOIIHUECS HA MOPAAOK (Hampumep, 00beM Mpo1aXK U IPUObLIE)?

Kak moctpouts nuamI0 TpeHaa? s KakuxX THIOB AHarpaMM MOKHO 9TO C/IenaTh?

[To kakuM KpUTEPHSIM BEIOMPAIOT BUJI allIPOKCUMHUPYIOLIEH KpuBoii? [loyemMy MOXKHO
UCTIOJIB30BATh JIMHUIO TPEHA IS TPOTHO3UPOBAHMS 3HAYCHUN ?

IIpakTH4yeckoe 3a1anue

B tabnune mpeacraBiieHsl JaHHBIE 00 00BeMax MPoaak aBTOMOOMIIEH (110 CTpOKam) 3a HECKOIBKO
aet (mo cronbuam). TpebGyeTcst u3BIeUYb U3 MPEACTABICHHBIX JAHHBIX MAaKCUMYM HH(POpPMALUU U
NPECTaBUTh €€ B BUE AuarpaMM. CHopMyITupyHTe CMBICITIOBBIE 3aTOJIOBKH K THarpaMMaM.
Jlo6aBbTe rpauyeckue akIeHTHl.

TunoBble OLlEHOYHbIE MaTepHualJibl 10 TEME 6

3agaun

A. TloctpoiiTe pUHAHCOBYIO MOAEIH (KaJIbKYJISATOP), MO3BOJISIOLIYIO0 PACCUUTATH CYMMY

€KEMECSYHOI0 IUIATEKAa B CYET MOTalIeHUsI KPEAUTa IIPU MOCTOSHHBIX YCIOBHSX.
Ucnons3yiite pynkiuto IUIT () u uHCTpyMeHT aHanmu3a «uto ecian» - «I[logbop mapamerpay.

B. Iloctpoiite prHAHCOBYIO MOJIETH, TIO3BOJISIONIYIO BEIOPATH MOAXOSIINE YCIOBHUS 3aiima,

HCIIOJIb3YSA HMHCTPYMCHT aHaJIn3a «4TO €CIIN» - <<Ta6J'II/II_Ia JaHHBIX.

Tumnosblie OLlEHOYHBbIE MAaTEePHUAJBI IO TeMe 7

Bonpocsl

1. Yro HaszeBaroT «cuckoMm» B MS Excel? MoxHo i cuurars crimcok 0a30i TaHHBIX?

2. HazoBuTte OCHOBHBIE OMEpalUU, KOTOPBIE MOKHO BBITIOJHATH C TAHHBIMH, OPTaHH30BaHHBIMHU
B BH/JIC CITHCKOB.

3. Uto Takoe «CBOJHBIC TAOIHIIB» U JJIS YETO OHU HYKHBI?

4. Kak oprann3oBath BEIOOp 3HAYCHHUH U3 MIPEAJIOKEHHOTO TIEPEUHS 1T KOHTPOJIS
MPaBUIILHOCTH BBOJA TaHHBIX?

5. Kak cBszansl oneparuu CoptupoBka u [IpoMexxyTounbie uToru?

6. Kaxkue utorosble yHKITMH MOXKHO UCTIOIB30BATh JIJIsl HEUHUCIOBBIX TAHHBIX?

7. Bdem cyTb oneparuu OuibTpanun?
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8. Kakoii Bux ¢punbTpa siBisiercss Hanbosee «ruOKum»?
9. Kakumu JIOTMYECKMMH ONepaHjaMU COeTUHSIOTCS YCI0BuUs B uiibTpe?
10. Kak mocTpouTh HOBBIH CITUCOK, C 3aIMCAMH, YIOBJIECTBOPSIOUIMMHU yCIOBUSAM (PHIbTpa?

3agaun

JlaHHBIC O COTPYJHHMKAX KOMITAHUHM OpraHU30BaHbI B BHIE cricka B MS Excel.
B 3aronoBke cnucka: ®UO coTpyaHuka, Ha3BaHUE MOApa3IeiIeHHs, 3apadoTHAas TuIaTa, 1Mo,
KOJIMYECTBO JIETEHN U Ap.

TpeOyercs:

- OnpenenuTh KOJIMYECTBO COTPYIHUKOB B KaXJA0M IIOJIpa3AciICHUH.
- CpenHioro 3apabOTHYO IIJ1aTy B KaXKA0M M0/Ipa3AeIeHUN
- CdopmupoBaTh CIMCOK MHOTOJICTHBIX OTLIOB (COTPYAHUKOB-MYKUMH, UMEIOMINX 3-X U Oojee

JeTei)

- IlpoananuzupyiiTe CIMCOK ¢ OMOUIbIO HHCTPYMEHTA «CBOIHbIE TaOIULIBDY.
- IlocrpoiiTe MakcuMabHOE KOJIMYECTBO JHAarpaMM C pe3yibTataMu aHanusa. Hazosure
JarpamMmbl.

4.3. OueHo4Hble CpeacTBA I IPOMEKYTOYHOM aTTecTaluu

4.3.1. Ilepeyenb KoOMIeTeHIHII ¢ yKazaHueM 3TanoB ux (GopMUpPOBaHHMS B Mpolecce
0CBOeHHs1 00pa30BaTeJIbHOI MPOrpaMMbl

Kox srama
Kon HanmenoBanue 3tamna
HanmeHnoBanune KOMIIETEHIINN OCBOCHHUS
KOMIIETEHIIH OCBOCHMSI KOMIIETEHIIMH
KOMIIETEHIIUU

OIIK-10 CIOCOOHOCTH peuiaTh OIlK-10.1 OcBoeHMe TEXHOJIOT U paboThI
CTaHJapTHBIE 3a/1a41 C TEKCTOBBIMH JJOKYMEHTaMH, C
npodeccnoHanbHOM MH(}OPMALIMOHHBIMU
JesITeIbHOCTH Ha OCHOBE pecypcamu, OUOIHOTEYHBIMU
MH(OPMALIMOHHON U CHUCTEMaMH, CUCTEMOM
o6ubnuorpaduyeckoit KyabTypbl «AHTHUIITIATuaT
C IPUMEHEHUEM OIIK-10.2 OcBoeHMe TeXHOIOTHI paboThl
MH(OPMAaIMOHHO- C YUCIJIOBBIMU JIAHHBIMH,
KOMMYHHUKAITHOHHBIX peleHre pacyeTHbIX 3aa4,
TEXHOJIOTUH U C y4eTOM MOJIETUPOBAHKE U aHAJIN3
OCHOBHBIX TPeOOBaHMIA JTAHHBIX
MH(OPMAIMOHHOM
0e30macHOCTH

[1K-27 BJaJeHIE METOIaMHU U I1K-27.1 ®opMHUpPOBaHNE HABBIKOB
MPOTPaAaMMHBIMH CPEJICTBAMHU COCTaBIICHUS JIEIIOBBIX
00paboTKH AETOBOM JIOKYMEHTOB IS
nHpOpMAaINY, HABBIKAMH JOKYMEHTAJIBHOTO
paboThI co o0ecreyeHns: y4aCTHUKOB
CTIEMATM3UPOBAHHBIMHU yIIpaBJICHYECKOM
KaJJpOBBIMU KOMITBIOTEPHBIMHU JeSITebHOCTH
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porpaMMaMu, CliocOOHOCTh
B3aUMOJEHCTBOBATh CO
ciry>k6amMu MHPOPMALMOHHBIX
TEXHOJIOTHH ¥ 3P HEKTHBHO
UCII0JIb30BATh KOPIIOPATUBHBIC
UH(OPMAIIMOHHBIE CHCTEMBI
NPY PEIICHUH 3a/1a4
YIIPaBJICHUS TIEPCOHATIOM

[1K-27.2

CriocoOHOCTD UCTIONB30BATh
WHCTPYMEHTApU
ANEKTPOHHBIX TAOJHIL JIS
UH(GOPMaLIMOHHOTO
o0ecrieyeHns: y4aCTHUKOB
yIpaBJICHYECKON
NEeSTEIIbHOCTH

4.3.2 Iloka3aTe/ M U KPUTEPHH OLEHUBAHUS KOMIIETEHUM HA Pa3jIMYHbIX dTamax Mx

(¢popmupoBaHusn

3Ttan 0OCBOCHUA

IToka3zarens olneHUBAHUS

Kpurepuii onieHuBanus

B DJIEKTPOHHOM TabuuIe,
MPOU3BOJIUTH BBIYMCIICHUS C
HCII0JIb30BaHUEM
apuMeTUIECKHX U
JIOTUYECKHUX BBIPAKEHUH,
BCTPOEHHBIX (YHKIIHI

YMeHue npeacTaBuTh JaHHbIE
B BUJI€ AMarpaMM U rpauKoB,
AQHAIM3UPOBATH TPEHbI

KOMIIETEHIIUHU
OIlK-10.1 [ToaroroBka u oopmiieHue - TEKCT XOPOIIO CTPYKTYPUPOBaH, CTPYKTypa
aBTOPCKOTo TeKCTa (3cce, OTpak€Ha B OTJIABJICHUH, UCIIOJIb30BaH
pedepara, cTaThu, IPOESKTHOM WHCTPYMEHT CTHJIEH, CpPEICTBA
Y BBIITYCKHOM KBaIH(pUKAIUOH- AKLICHTUPOBAHMS;
HOU pabOTHI) B COOTBETCTBHH C |-  TaOJNUIBI U PUCYHKU IPOHYMEPOBAHBI,
TpeOOBaHUSIMU MMEIOT Ha3BaHMUS;
- TUTYJIbHBINA JJUCT ¥ KOJIOHTUTYJIbI
[loaroroBka oTuera o 0(OpMIIEHBI B COOTBETCTBHH C
IIPOBEPKE Ha MPAaBOMEPHOCTD TpeOOBaHUSAMU;
3aMMCTBOBAaHUM - CcOOJIO/ICHBI MpaBUJIa IUTUPOBAHUS U
0 opMIIEHHUS CHOCOK;
- Oubnmorpaduueckuii CIMCOK COCTAaBIJICH B
COOTBETCTBHUH C TPeOOBAaHUSAMU, IPABUIBHO
0(OpMIIEHBI CCBIJIKM HA 3JIEKTPOHHBIE
HWCTOYHUKU;
- COCTaBJIEH OTYET O ITPOBEPKE TEKCTA B
aKaJeMUYECKON cUcTeMe «AHTUILIaruaTy.
OIIK-10.2 YMeHHe OpraHu30BaTh JaHHBIE |- IIPU PELICHHUH 33/1a4 JaHHbIE OPTaHU30BaHbI

BEPHO;

BBIOpAH ONTUMAaNbHBIN CIOCO0
(MHCTPYMEHT) peleHHUs;

JUISL pacyeTOB COCTaBJIEHBI (POPMYIIBI,
cozieprkaliye apupMeTHIecKue u
JIOTHYECKUE BHIPAKCHUS;

BCTPOEHHBIE (DYHKIIMM HUCIOJIB30BaHbI IO
Ha3HAYCHHIO;

Ha3BaHUE TUarpaMMbl OTPa’kaeT OCHOBHYIO
UJCT0, TUIT JHarpaMMBbl BEIOpaH B
COOTBETCTBUH C THIIOM CPaBHEHHUS;
OTCYTCTBYET BU3YyaJIbHBIN U
MH(GOPMAIIMOHHBIHN 1TyM;

0 Juarpamme c(hopMyIupOBaHbl BBIBOJIBI.
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[K-27.1 CrocoOHOCTh COCTaBHUTH - YMEHHE KIacCU(PUIIUPOBATH JAETOBOU
JICIIOBOM JIOKYMEHT B JOKYMEHT, OIIPEJIeIIUTh ero QYHKIIUIO U
COOTBETCTBHUHU C COCTaB PEKBU3HTOB;
TpeOOBaHUSIMH. - YMCHHE CO3IIaTh JICIIOBOM JIOKYMEHT C
CriocoOHOCTh UCTIONIB30BATh MTOMOIIBI0 YHUBEPCATBHBIX MPOTPAMMHBIX
TEXHOJIOTUH COBMECTHOU CpE/CTB;
paboTHI C NEKTPOHHBIM - YMEHHE UCTOJb30BaTh U CO3/IaBaTh
JIOKYMEHTOM, OPT'aHN30BaTh 1a0JIOHBI JIOKYyMEHTOB;
00OMeH JTOKyMEHTaMH - YMEHHE UCTOJIb30BaTh TEXHOJIOTUN

CIUSIHUSA (PACCHUIKH);
- HaBBIKM COBMECTHOU pabOTHI C
AJIEKTPOHHBIM JIOKYMEHTOM B PEXKHME

PELEH3UPOBAHUS.
[1K-27.2 CnocoOHOCTh HCITOJIB30BAThH - IIpU NOCTPOEHUU CIUCKA JaHHBIE
MHCTPYMEHTHI 3JIEKTPOHHBIX CTPYKTYpPUPOBAHbI BEPHO;
TaOJIUIL AJ1 TOATOTOBKU - TP BBOJE JAHHBIX IPOBOJUTCS IPOBEPKA
UHPOPMALINN aHATTUTUYECKOTO, Ha BBIIIOJIHEHUE 3aJJaHHBIX YCIIOBUH, BBIOOP
pacyeTHOro xapakrepa 1o 3HAQUYEHMI U3 CIIUCKA;
[PEJICTaBICHHbBIM JIaHHBIM - HCHOJb30BaHA TEXHOJIOTUSI COPTUPOBKH, 5

CO3/IaHbI TPYIIIIbI, BHIBEACHBI
HpOMe)KYTOLIHI)Ie HUTOru,

- HCIIOJh30BaHA TEXHOJIOTHS (PUIbTPALINH,
CO31aHbl HOBBIC CIITMCKH, YI[OBJICTBOpﬂIO-
IIME CIIOKHBIM KPUTEPUSIM O0TOOpA 3aIKCeH;

- JUIS aHaJIW3a JAHHBIX HCIIOIL30BaH
UHCTpYMEHT «CBOJHBIC TAOTUIIBI»,
MPEIOKEHO HECKOJIBKO BAPUAHTOB
CTPYKTYpbI CBOJHOU TaOIHUIIBI,

- TPOJIEMOHCTPUPOBAHO YMEHUE PEIIATh
3a/la4¥ Ha OI00p mapaMeTpa U ¢
HCIIOJIL30BAHUEM TAOJIUI] ITOICTAHOBKH
JaHHBIX.

4.3.3 TunoBbie KOHTPOJIbHBbIC 33JaHHSI WJIHM HHbIC MaTepuajbl (THIOBbIC OLCHOYHbIC
MaTepuaJibl), He00X0AUMBbIEe [JI1 OIEHKH 3HAHWI, YMeHWii, HABBIKOB U (MJH) ONbITA
AeATeIbHOCTH, XaPAKTEPU3YIOUINX ITANbI ()OPMUPOBAHUS KOMIIETEHUM B MpoLecce 0CBOEHHUA
o0pa3oBaTe/IbHOI NPOrpamMMbl
[IpomerxyTouHast arTecTalus Mo JUCHUIIIIMHE BKIIIOYAET: 3a4eT

3ayerHoe 3ananue no Pasneay 1 (1 cemecrp)
Odopmiaenue pedepara, craTbu
JUis BBITOJTHEHMSI 3aJaHUS UCTIOb3YHTe TEKCT pedepaTta UK CTaTbU Ha JO0YI0 TeMy U3 00JacTu
MH(OPMATUKU U NTHPOPMAITMOHHBIX TEXHOIOTHA.
O6bem roroBoro pedepara — okono 10 crpanui.
Odopmnennas paboTa J0KHA COEPKATH:

- TurynpHBIN IHCT

- Conepxxanue

- Tabmuisl

- Komonku

- Pucynku (cxembl wim GopMyIibl)
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- CHocku
- Ilpunoxenue
- Cnmcok UCTOYHUKOB
- Kosnonturyssl
- Oruer o mpoBepke pedepaTa B cucreMe «AHTUIIIATAAT» (CKPUHIIIOT OTYETA CO CChUTKAMHM Ha
3aMMCTBOBAaHHBIE UCTOYHUKH)
OLieHUBaETCs TaKXKe yMEHHE:
e HCIIOJNB30BATh IPUEMBI, IO3BOJISIOLINE CTPYKTYPUPOBATH TEKCT
e TMPUMEHSTH BCTPOSHHBIC CTHIIN WIN CO37aBaTh COOCTBEHHBIC
e ToaOUpaTh MPUPTHI ISl pa3IMUHBIX (PparMeHTOB

3auyerHoe 3aganue no Paszgeny 2 (2 cemectp)
A. lmeetcst clIUCOK COTPYAHUKOB HEKOTOPOI OpraHU3altu.
1. Tpebyercs paccuutaTh OKJIa] M HaA0ABKY 3a CTaX KaXKAOMY COTPYAHUKY:
Ox1an=06a30BbIii OKIAT*KOAPPHUIHEHT, 3aBUCALINNA OT JOJDKHOCTH (CIpaBOYHAas TaOJIMIIA)
Han6aBka 3a craxk 6osbire 10 mer paBHa 10% oT okmana.
2. TlocuwraiiTe, KakOi MPOLIEHT COTPYJHUKOB MOTYyYarOT HAA0ABKY 32 CTaX.
3. Hcnonb3ys BO3MOXKHOCTH YCIIOBHOT'O (pOPMATUPOBAHMSL, BBIIEINUTE LIBETOM (haMUIINIO
COTPYJIHUKA C MAaKCUMAJIbHBIM 1 MUHUMAJIbHBIM CTaXKeM paOOThl.
Hcnonwsyiime ¢pynxyuu BITP(), ECJIH(), CYETECJTH()

b. B cniucok coTpyaHHKOB 100aBbTE€ HAa3BaHHE OT/ENA, ATy POXKACHUSA, TIOJ, KOITUYECTBO JETEH.
Hcnonb3yst MHCTpPYMEHTHI pabOTHI CO CIMCKAaMU, HAAUTE CISAYIONIYI0 HH()OPMAIIHIO:

1. KonuuecTBO COTPYAHHKOB B KXKJIOM OTHAEIIE.

2. CpenHioro 3apabOTHYIO TUIATY IO OTCIIaM.

3. Cpeanuii BO3pacT COTPYJHUKOB MO OT/IEJIaM.

4. CdopmupyiiTe COMCOK COTPYAHUKOB B Bo3pacTe oT 25 10 35 ner.

5. CdopmupyiiTe CIUCOK COTPYAHUKOB MYXCKOTO M0JIa, UMEIOIUX 3-X U Oojee aereit

(MHOTO/IETHBIX OTIIOB)

Kakyto emie nHGOpMaIHO MOXKHO U3BJI€YD U3 MPEIOKEHHBIX TaHHBIX ?
Kakyto nnopmainio MOXKHO MOTYYUTh C TOMOIIBI0 CBOJHBIX Ta0IHIl?
[IpencraBpTe Kakue-1MOO0 pe3yabTaThl B BUIE AUATPAMMBbI, COPMYITUPYHTE CMBICIOBOM 3ar0JIOBOK,
cenaiTe BHIBOIBI.

IIIkana ouenuBanus (3a4er)

85-100 6amoB | - TEKCT XOPOIIO CTPYKTYPUPOBAH, CTPYKTYpa OTPaK€HA B OTJIABJICHHH,
UCIIONIb30BaH MHCTPYMEHT CTUJICH, CPEJICTBA aKIICHTHPOBAHHUS;

- TaOJUIBI U PUCYHKHU TIPOHYMEPOBAHBI, HIMCIOT HAa3BaHWS;

- TUTYJIBHBIN JIUCT U KOJIOHTUTYIBI O()OPMIIEHBI B COOTBETCTBUH C
TpeOOBaHUSIMU;

- COOMIOACHBI MpaBUiIa IIUTUPOBAHUS U OPOPMIICHUS CHOCOK;

- OubnmorpaduvecKuii CIIMCOK COCTaBJIEH B COOTBETCTBUU C TPEOOBAHUSIMH,
MPaBUIILHO O(hOPMIIEHBI CCHIIIKU Ha DJIEKTPOHHBIE HCTOYHUKH;

- COCTaBJICH OTYET O MPOBEPKE TEKCTa B aKaJIeMHUYECKON CHCTEME
«AHTHUIIIATAATY.

84-70 6an0B 3a/aHue BBIIIOJIHEHO C HEJOYETaMH, OJHAKO CTYJICHT Ha 3a4eTe
CaMOCTOSITENIHO UCTIPABIISIET OLUIHOKH

69-55 6ans0B 3aiaHue BBIIOJIHEHO C CYIIECTBEHHBIMU HEOYETAaMU, CTYJICHT Ha 3a4eTe
UCTIPaBIIIET OUIMOKH TIOJ] pyKOBOJICTBOM IPEINOIaBaTENs
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Menee 55 3aaHuE BBINOJIHEHO C CYILIECTBEHHBIMH HEJJOUETAMHU, CTYJIEHT Ha 3a4€Te HE
0aJ1i10B MOYKET CaMOCTOSATENILHO UCIIPABUTh OLIMOKU

IlepeBoa 0a/510B B TPAAUIIHOHHYI0 CHCTEMY OLIEHKH:

bamiet mo 100-6amipHOM [TarubannpHas cuCTEMa OLICHKU CucreMa OLleHUBAaHUS
CUCTEME «3a4YTEHO-HE 3aUTEHO
85-100 6amnoB OTJINYHO 3adTeHo
70-84 GanmoB XOpOIIIOo 3a4TEHO
55-69 6amios YIOBJIETBOPUTEIIHHO 3a4TECHO
Menee 55 GamioB HEYJIOBJIETBOPUTEIILHO He 3auteno

4.4. MeToguyeckue MaTepuajbl, ONpeleJsOIIMe NPOUHeAyPbl OLCHUBAHUS 3HAHWIA,
YMeHUi, HABBIKOB M (MJIM) ONBITA JeATeIbHOCTH, XaPAKTEPHU3YIIIUX 3TANbl ()OPMUPOBAHUS
KOMIIeTeHITH I

B 1 cemectpe Ha 3aueTe CTYACHT AEMOHCTPHPYET BHIIIOIHEHHOE A0Ma 3a1aHne (0(OpMIICHHBIN
B COOTBETCTBHM C TpeboBaHusiMHu pedepar). Ecnmu Bce TpeOoBaHMs COOIOICHBI, TO BHECEHUE B
JOKYMEHT PEIAaKTOPCKHX INPaBOK (H0OaBiIeHWE WM yJaleHue (pparMeHTOB W Ip.) HE NMPHUBOAUT K
CYIICCTBCHHOMY HU3MCHCHUIO O(i)OpMJICHI/Iﬂ, 4TO TAKXKE OOJDKCH MPOACMOHCTPUPOBATH CTYACHT Ha
3ayere.

Bo 2 CEMECTPC Ha 3a4€TC BbIIIOJIHACTCA 3alaHUC, COCTOAIICC UX 2-X yacTew: pacucCTHad 3aaa4a
1 aHaJIUTH4ecKas. B kadecTBe PACUCTHBIX 3aJia4 UCIIOJIB3YIOTCA 3aJaHH s, AaHAJIOTHUYHBIC TPUBECACHHBIM
BI.4.2B pasaeiie 2. I[J'ISI BBITIOJIHCHUA aHAITUTHYICCKOIO 3a/IaHUS CTYACHTAM IMPEACTABIIAKOTCA JaHHBIC,
Oq)OpMJ'IeHHI)Ie B BHUJC CIIMCKaA, U TpG6y€TCfI IMPUMCHUTL BCC M3YYCHHBIC MCTOJbI JJId aHalln3a 3TUX
JaHHBIX. P C3YyJIbTAThI IPCACTABUTH B BUJC JUATr'PAMM C COACPIKATCIbHBIMHA 3ar0JIOBKaAMHU.

5.MeT0zmqec1me YKazaHnusl 1Jist oﬁyqamumxca 0 OCBOCHHUIO JHCHHUIIINHBbI

Pexomennanuu no obopmiaeHuio pedepara:

1. VicxomHslif TEKCT MPEkKIE BCETO MPOBEPHTE HA HATMYUE CKPBITHIX YIPABISIOMINX CUMBOJIOB
(Tepexo10B Ha HOBYIO CTPOKY, HEOOOCHOBAaHHO MTPUMEHEHHBIX HEPa3AeSIONINX MPOOeIoB U
T.11.), TAOJUII, pa3AeNUTECH CTpaHUIl U pa3/iesioB. Eciiu oHM €CTh, MX HY)KHO yOpaTh.
Hcnone3yite 1 3toro komanasl Haitn n 3amenuts; IIpeodpasoBars Tad1uiy B TEKCT
U J1p.

2. Texkct pedepata 10KEH OBITH XOPOIIO CTPYKTYPUPOBaAH: C(hOPMHUPOBAHBI a03aIlbl, BBIICTCHBI
3aroJIOBKY Pa3HbIX YPOBHEH, MepeUNCICHHS OPOPMIICHBI CITUCKOM, UCTIOIb30BaHbI TAOJIHIIHI.

3. Ilepen Tem, kak mepexoauTh K (HOPMATUPOBAHUIO TEKCTA, OTMEHUTE (POPMATUPOBAHUE BCETO

TEKCTa, MPUMEHHB KO BceM ab3amaM ctuiib OO0bruHbId. CTriie OOBIYHBIN JOIKEH

yCTaHABIUBATh CIEAYIOIINE TapaMeTpsl (POPMaTUPOBAHUS:

HIpudT: Times New Roman, 12-14
A03al1: BEIpaBHUBAHHE «I10 IMIUPUHE, «KPACHAs CTPOKa», MEKAYCTPOUHBIA HHTEPBAT
— 0OJIBIIIE OTMHAPHOTO, HO MEHBIIIE TTOJTYTOPHOTO, MHTEPBAJT MEX Ty ad3amaMu ~ 6 1T.

[Tons ycranaBnuBaroTCs Tak: BEpXHEE, HIKHEE, JI€BOE — 2 CM, MpaBoe — 1 cM.

B pedepar nyxHO BcTaBuTh 2-3 pricyHKa. PUCYHOK ¥ MOANUCH K HEMY HY>KHO TTOMECTUTh

BHYTpPB 2ieMeHTa Haamuck, 9To0bI X MOKHO OBLITO CBOOOTHO MepeMenaTh B TekcTe. [s

ok~
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aneMeHTa Hanmuch Hy)KHO yCTaHOBHUTB TapaMeTp 0OTEKaHUsI TEKCTOM U yOpaTh KOHTYPHYIO
JIMHUIO.

B pedepare Hyx)HO co3aaTh 2-3 CHOCKH B KOHIIE CTPAHUIIBI CO CKBO3HOW HyMEpaIue.
HexoTopsle (hparMeHThI TeKCTa HY’KHO OOPMUTH KaK BCTABKH, OTCTYIUICHUS WIH
3aMevaHus. TeKCT B TakuX (hparMeHTax JOJHKEH OTIMYAThCS IO CBOEMY O(OPMIICHHIO OT
OCHOBHOT'O TEKCTa:

- MOJKHO B3STh (pparMeHT B paMKy W/UiH J00aBUTH (HOH;

- MOXXHO Pa3MECTHUTh TaKOW ()parMeHT B 2 KOJOHKHU — 3TO K TOMY XK€ YMEHBIIUT
3aHuMaeMoe UM Mecto. K KoJIoOHKaM MpUMEHseTCs BIpaBHUBAHHE MO IIMPHHE U «MITKHE»
NEePEHOCHI [UIMHHBIX CJIOB TI0 CJIOTaM;

- 1enecooOpa3HO YMEHBUIMTH pa3Mep mpudTa Uiu BEIOpaTh Jpyroe HauepTaHue,
YMEHBIIUTH MEKAYCTPOUHBIH HHTEPBAJI, YBEITMUUTH OTCTYII OT JIEBOTO TIOJISL MIIM COYETATh
BCE 3T MPUEMBI.

TuTYNbHBIN IUCT HY)KHO JOOABUTH B Hauaso JoKyMeHTa. OH I0JDKEH OBITh B OJJHOM (haiine ¢
TekcToM pedepara. OOpasern TUTYIBLHOTO JTUCTa — Ha caiite. Co3aiiTe paMKy BOKpPYT
CTPaHUIIBI U TUTYJIBHOTO JINCTA (YCTaHOBJIEHHAsI COOTBETCTBYIOLICH KOMaH/IO0#, a He
PUCOBAHHBIN OOBEKT).

B noxymenTe noimkHa OBITh yCTaHOBJIEHA CKBO3HAsl HyMepanus crpanull. Homepa crpanun
pa3MemaTcs B HUKHEM KOJIOHTUTYIIE CIpaBa Wil 110 IeHTpy. Ha TuTynsHOM JucTe HoMep
HE eYaTaeTcs.

10. B BepxHEM KOJIOHTUTYJIE HYKHO Pa3MECTUTh Ha3BaHWE paOOTHI WM JIOTOTHIT M Ha3BaHUE

uHctuTyTa. LlenecoobpazHo OTAENUTh KOJTOHTUTYJ OT OCHOBHOTO T€KCTa TOPU30HTAIbHOU
JIMHUEN.

11. B npunoxeHue Hy>KHO TIOMECTUTb CXeMY WJIH 00JIbIyto Tabauly. JIuctT npunoxenus

JIOJKEH UMETh opueHTanuio AnsoomHas. [Ipu 3ToM HoOMepa cTpaHUI] U KOJIOHTUTYJIbI
JIOJKHBI OBITH TAKHMHU K€, KaK BO BCEM JJOKYMEHTE.

12. Tlocie npuI0KEeHUsT pa3MEIIaeTCs CIMCOK MCIOIb30BAHHBIX HCTOYHUKOB: TIEYaTHBIE PA0OTHI

1 HTepHeT-UCTOYHUKH (HE TOJBKO aJipec B CETH, HO M Ha3BaHUe pecypca). Cucok
HMCTOYHHKOB pa3MeIaeTcsl Ha CTPaHUIlE ¢ opueHTaruen Kumwknast.

13. ConeprxaHue TOMKHO BKIIIOUAThH BCE 3ar0JIOBKH (CO3aiiTe KaKk MUHUMYM 2 YPOBHS).

6. YueOHas IuTepaTypa u pecypchbl HHPOPMAIMOHHO-TEJIEKOMMYHUKANIMOHHOI CeTH

"HHTepHeT", BKJII0OYAs NepeYeHb Y1eOHO-MEeTOAMYECKOro odecrnedeHusi AJ1sl CAaMOCTOSATEIbHOM

padoThl 00yUYaKOIIUXCS M0 JUCIHUTIJINHE

OcHoBHas JIUTEpaTypa

1.

2.

1

Vaiitr Teppu Yero xouet 6uzHec ot IT. Ctparerus 3ppeKTHBHOrO COTpyTHUYECTBA
pykoBoautenei ouzneca u IT-mupexktopos. - M.: I'pesios, 2007.

HNHdopMannoHHbIe TEXHOJIOTHH B MEHEKMEHTE (YIPaBJICHUH): YUEOHUK U MPAKTUKYM IS
akanemuueckoro 6akamaspuara / 1O. JI. Pomanosa [u ap.] ; mox o6mr. pen. FO. 1. PomaHoBoO#A.
— M. : U3narensctBo FOpaiit, 2016. — 478 ¢. — (Cepus : bakanaBp. AxageMuyecKkuii
kypc). — ISBN 978-5-9916-8212-1. Pexum noctyna: www.biblio-
online.ru/book/83FAQ090E-42CC-498B-8011-BF3693B45523

Axknepos WU.T'., Cmeranuna A.B., KonomieBa U.A. lHdopMaimoHHbIE TEXHOJIOTUH B
MeHexMenTe. - M., THDPA-M, 2018.

.2 YueOHO-MeToANYeCKOe 00ecniedeHHe CAMOCTOATEIbHOI padoThl

He ucnonb3yercs

6.4 HopmaTuBHbIEe IPaBOBbIE IOKYMEHTbI:

Cucrema cTaHIapTOB MO0 HHPOPMALINH, OMOIMOTEYHOMY U U3/IaTEILCKOMY JICTTy
- TOCT P 7.0.8-2013 «/lenonpon3BOACTBO U apXUBHOE J€510. TepMUHBI U
OTIpENICIICHUS».


http://www.biblio-online.ru/book/83FA090E-42CC-498B-8011-BF3693B45523
http://www.biblio-online.ru/book/83FA090E-42CC-498B-8011-BF3693B45523
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- T'OCT P UCO 15489-1-2007 «Ymupasnenue fokymeHTamu. O01ue TpeOoBaHus»
- T'OCT P 7.0.97-2016 «Opranu3aiiuOHHO-PACTIOPSAAUTEIbHAS JOKYMEHTAIIHS.
TpeGoBanwust K 0HOPMIICHUIO JOKYMEHTOBY
- ®enepanbhblii 3aK0H 0T 27.07.2006 Ne 146-D3 «O6 nndopmarnuu, nHGOpMAITMOHHBIX
TEXHOJIOTHSX U 3alUTe UH()OPMAIIUI
6.5 UnTepHeT-pecypchbl
1.www.planetaexcel.ru/ - caiitT npoekra «Ilnanera Excel» - mpuembl, COBETHI, BUCO-YPOKU

7. MartepuajJibHO-TEXHHYECKas 0a3a, UH(POPMALMOHHBbIE TEXHOJIOTHH, HCTI0JIb3yeMble TPH
OCylIeCTBJIEeHHH 00pa30BaTeJIbHOI0 MPoLecca Mo JMCHUILIHHE, BKJIOYasi epevyeHb
MPOrpamMMHOro odecrneyeHusi 1 MHPOPMAIMOHHBIX CIIPABOYHBIX cHCTeM (TIPHU
HEe00XO0UMOCTH)

Bce 3aHATHs IPOXOIAT B KOMIIBIOTEPHOM Kjiacce. Mcmonb3yercst makeT o(puCHBIX PUITOKEHUI
MS Office, MyIbTUMETUIHBINA TIPOEKTOP.

JIist IpoBeieHMsI JIEKIUI U IIPAKTUIECKUX 3aHATHN MCIOIB3YIOTCS OOBIYHBIE JICKIIMOHHbIE
aAyJUTOPHH W ayJAUTOPHH JIJIsI CCMUHAPCKUX 3aHATHIT, 000PYIOBaHHBIC MYJIbTHMEINNHBIM
IIPOEKTOPOM U HOYTOYKOM.


http://www.planetaexcel.ru/

