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1. O01mme noJ10KeHUu
KoMnieKT KOHTPOJILHO-U3MepPUTeIbLHBIX MaTepuaioB (KMM) no qucuuminne
OI1.08. TH®OPMAITMOHHBIE TEXHOJIOI' M1 B ITTIPO®ECCUOHAJIBHOM
NEATEJIBHOCTU
O6pazoBarenbpHON TporpaMmel 1o cneruaibaoctu CI10
38.02.01 DxoHoMuKa 1 OyXranTepcKuil y4eT (110 OTpaciisim)
conepxkutr KM mis tekymero koHtpois u KMUM nng mpomexyToOdHO#M arrecTaluuu, KOTOpbIe
MO3BOJIAIOT  OIICHUBATh C(HOPMUPOBAHHOCTh OOMIMX U TPOPECCHOHATBHBIX KOMIICTEHIIMH B
COOTBETCTBHH C YCTAHOBJICHHBIMU TOKa3aTesiMu (crienupuKanms).
Cnenudpuxkauuss cHOpMHPOBAHHOCTH OOIIMX KOMIETEHIHI, OCBOCHHUE KOTOPBIX
MOATBEPKIAACTCS ACHCTBUSAMH O0Oy4yaroumlerocsi Mpu TEKyIeM KOHTPOJE W Ha MPOMEKYTOUHON
arTecTaluu:

Tabmuna 1
Jdeckpunropsl
OK (noxasaresn Kon YMmenust Kon 3HaHud Kon
copmupoBan-
HOCTH)
1.mpaBUIIBHO onpeaenaTh 3agaun  |OY.02-1 HOMEHKJIaTypa 03.02-1
orperenseT3anad IS IOUCKA MH()OPMAIIMOHHBIX
u u UILET uH(pOpManny; CTOYHUKOB,
UH(POPMALIUIO OIIPEICISITh PUMCHSEMBIX B
cpenctBamu UT HEOoOXOAUMBIE npodeccHoHaIbHO
2.TOYHO u | O1.02-1 [MCTOYHUKHU 1 eI TEIbHOCTH,
IpaBUIBHO uH(pOpManny;
HepedncIsieT
HOMEHKJIATYpy
MH(OPMAIITOHHBI
X UCTOYHHKOB
1.mpaBUIBHO [JIaHUPOBATh 0V.02-2  [mpuemsl 03.02-2
NepedncIIsieT MpoIeCC MONCKA; CTPYKTYPHUPOBAHHUS
HPUEMBI CTPYKTYPHUPOBaTh nH(pOpMaNny;
CTPYKTYPHUPOBaH MOJTy9aeMyI0
ust uHGopMau MH(OPMAIHIO;
OK02 | 2ot g
PaBIILHO OJ1.02-2
TUIAaHUPYET
nporecc TOUCKa
UHpOpPMALUN |
ee
CTPYKTYPHUPOBaH
Ue  CpeICTBAMHU
UT
1.mpaBUIBHO BbICIATH HanOosee (OY.02-3 | hopmar 03.02-3
orpenenser 3HaYNMOE B TIepeuHe oopmieHus
dopmar UH(OpMaINY; pE3yIBTaToB
odopmieHus OIICHUBATh MOMCKa
ITOMCKa 0O/1.02-3 [mpaKTUYECKYIO MH(pOpMaLIUU
pe3yIIbTaToOB 3HAYMMOCTh
PE3YIBTaTOB MOUCKA;
0hOopMIIATH
pEe3yJIbTaThl IOUCKA
OK.09 | l.npaBuibHO O0J1.09-1 |mpumeHsTH cpencTaaOy.09-1 COBPEMECHHBIC 03.09-1




Jdeckpunropsl
(moxkazareJsiu
copmupoBaH-
HOCTH)

OK Kon

YMmenus

Kox

3Hanug

Kon

MPUMEHSET
cpexacTsa
UH(OPMAIIMOHHBI
X TEXHOJIOTUI
TUIS peleHus
npodeccruoHaIbH
BIX 33134
2.1paBUIIbHO
ornpezaenser
COBpPEMEHHBIE
CpencTBa u
YCTPOHCTBA
uHpopmaruzanu
u

HH(pOPMAITMOHHBIX
TEXHOJIOTHI
peleHus

podeccHoHaTbHBIX

3a1ad4;

JJIA

CpeAcTBa U
YCTPOKCTBA
uHpOopMaTU3aLuu

l.npaBunbHO U
TOYHO
HCIIONB3YET
COBPEMEHHOE
pOrpaMMHOE
oOecrieueHue
2.TO4HO
Ha3bIBACT
MOPSIIOK
npumenenus [10
B cepe UT

OJ1.09-2

HCIIOJIb30BaTh
COBPEMEHHOE
[IPOrPaMMHOE
oOecrieueHrne

OV.09-2

MOPSIIOK UX
MIPUMCHCHHUS U
MIpOrpaMMHOE
obecreycHue B
npodeccuoHanbH
OH JIeATEITHbHOCTH

03.09-2

Crnennduxanusa npodecCHOHAIBHBIX KOMIETEHIMI, OCBOEHNE KOTOPBIX MOATBEPKIACTCS
NEeNCTBUAMH 00y4Jarolerocs Npy TEKyIleM KOHTPOJIE U Ha TPOMEXYTOYHON aTTeCTalluu:

Tabnuia 2
Popumpyembre HeitcrBus Kon Ymenus Kon 3HaHusA Kon
KOMIIeTeHIINH
IIpUHAMATh (bopMbI IepBUY-
NepBUYHbBIE HBIX Oyxrajirep-
1. TO4HO Oyxraiarepckue CKUX TOKYMEH-
Ha3bIBaeT JOKYMEHTHI Ha TOB, COJIEpKAIUX
(bopMbI OyMa)XHOM HO- o0s3aTeNnbHbIe
NEPBUHBIX | [y ;o | CHTENE M (vmm) [1y].1.1 | PEKBUBHUTEI mIep- 31.1-1
Oyxranrep- B BUJIE DJIEK- BUYHOI'0 YYETHO-
CKHUX JIOKY- TPOHHOTO J10- ro JIOKyMEHTA.
MK.1.1. MCHTOB, KyMCHTa, IMoJa-
MTUCAHHOTO
BJIEKTPOHHOU
MOJITHUCHIO.
2. TOYHO IIPOBOIUTH MMOPAI0K
nepevncs- ¢bopmanbHYIO MIPOBEICHUS
CTPCKBH- 1 iy | MPOBEPKY my1.1-2 | "POBCPKA 131.1-2
3UTEHI IIEP- JOKYMEHTOB, IIEPBUYHBIX
BUYHOT'O IIPOBEPKY 110 OyXxrajaTepckux
YYETHOTO CYILIECTRY, JIOKYMEHTOB,




dDopmupyembie

JeiicTBust Kon Ymenus Kon 3HaHusA Kon
KOMIIeTeHIIN U
JIOKYMEHTA, apudmernueck dbopmabHOI
IIPABUIILHO Y10 IIPOBEPKY IIPOBEPKU
Ha3bIBACT JIOKyMEHTOB,
QJITOPUTM IPOBEPKHU 110
MOPSIOK CYIIECTBY,
IIPOBE/IEHU apu(pMeTHYECKON
s IPOBEPKU IIPOBEPKU
HEePBUYHBIX
Oyxranrepc
KHX
JOKYMEHTO
B
PYKOBOJCTBO- HOpMAaTHBHbIE
BaThCsl HOpMa- IIPaBOBBIE AKTHI,
1. npaBuUJIb-
HO repe- TUBHBIMHU TIpa- peryaupyromniie
BOBBIMH aKTa- HOPSII0K
YHUCIIAET
nopmatup- | TI2.6-1 | b PEIYIHT gy g.q | HPOBCACHI 1132.6-1
PYIOLIMMHU IO- MHBEHTapHU3aluu
HBIE [IPaBo-
BbIC AKTEL PAIOK MpoBe- aKTUBOB U
JIeHUs] UHBEH- 00513aTeIbCTB.
Tapu3alu aK-
THUBOB.
IIPOBOJUTD
[1K.2.6. cOop mH(op-
2. MaIuu o aes-
MIPABUIILHO TEIBHOCTU
MIPOBOJUT 00BEKTa BHYT-
cbop PEHHET0 KOH-
nuHpopMau 1112.6-2 TPOJIS IO BBI- Y262
uc IIOJIHEHUIO
HCIIOJIB30Ba TpeOoBaHUi
HHUEM IIPpaBOBOM U
CIieiaibH HOPMaTUBHOMN
oro I1O 6a3bl ¥ BHYT-
PEHHUX peria-
MEHTOB.
1. TOYHO BBITIOJIHATH
Ha3bIBaeT KOHTPOJIbHbBIE MeTo/bI cOopa
METO/IbI MpOLENYPHI U uH(pOpMaLIUHU O
cOopa uH- UX TIOKyMEH- JIeSTEIIBHOCTH
dbopmaruu; TUPOBAHUE, 00beKTa BHYT-
MIPaBUIILHO TOTOBUTH U PEHHETO KOH-
K.2.7 odopmiser 12.7-1 opopMIIATH [1Y2.7- | Tpons o Bemon- | [132.7-
JOKYMEHTH 3aBepmatomue | 1 HEHHIO TpeOoBa- 1
poBaHue Marepuasl 1o HUU ITPaBOBOM U
pe3ynbTaro pe3ysbTaTam HOPMAaTHUBHOM
B KOHTPOJIS BHYTPEHHET O 0a3bl U BHYTPEH-
C KOHTPOJISL. HUX perJiaMeH-
UCIOJIb30Ba TOB.

HHUEM




dDopmupyembie

JleiicTBUSI Kon Ymenus Kon 3HaHus Kon
KOMIIeTEeHIMH
crieraibH
oro I1O
1. TOYHO ¢dbopmupoBaTh
Ha3bIBaET AHAJIMTUYECKUE
METOIBI OTYETHI U
0000111eHNSA PENCTABIIATE
= pel METOIBI

uHpopma- UX 3aUHTEpe-

000011IeHNSA
LMY, COBAaHHBIM

uHpOpMaLUU O
MIPaBUIILHO I10JIb30BaTe- %

[1Y4.6- | X0351iCTBEHHBIX [134.6-
I1K. 4.6 dbopmupyer | I1]14.6-1 | jam.
1 omnepanusx 1

aHAJIUTUYIEC

OpraHu3aIyy 3a
KHE OTYETHI "
c OTYETHBIN

[IEPUOLI.
HUCII0JIb30Ba proa
HUEM
crenuajibH

oro I[10




Ilepeyennb y4eOHBIX U3AHNM,
JAOMOJHUTEIbHOM JuTepaTrypbl, UHTEepHET-pecypcoB

OCHOBHBIC HCTOYHHKH:

1. JImutpueBa, T. M. Pemenue sxoHomMHueckux 3amad cpencrtBamu Microsoft Excel: ydeOHo-
Meronuueckoe nocooue / T. M. JImurpueBa. — Mocksa: PYT (MUUT), 2019. — 63 c. —
Tekcr:  snexrpoHHbI /  JlaHb:  ANEKTpOHHO-OMOMMoTeuHas  cucrema. —  URL:
https://e.lanbook.com/book/175583 » ([mutpuena, T. M. Pemienne 3KOHOMHUYECKHX 3a7ad
cpenctBamu Microsoft Excel: yuebHO-merommueckoe mocodbue / T. M. JImutpueBa. —
Mocksa: PYT (MUUT), 2019. — 63 c.— Tekcr: amekTpoHHBIH / JlaHb: 3IIeKTpOHHO-
oubnmoreunas cuctema. — URL: https://e.lanbook.com/book/175583

2. XKypasnes, A. E. Uadopmaruka. [Ipaktukym B cpene Microsoft Office 2016/2019 / A. E.
KypasneB. — 3-e u3n., crep. — Cankr-IlerepOypr: Jlans, 2023. — 124 ¢. — ISBN 978-5-
507-45070-1. — TexkcT: anekTpoHHbI# // JlaHb: 35ekTpoHHO-O0nbmoTednas cucrema. — URL:
https://e.lanbook.com/book/257537

JIOTIOJTHUTEIBHBIC UCTOUYHHUKY:

1. Hazaposa H.A., ®ocrakosckas E.B. 3amaunuk nmo undopmaTuke uisi BCEX CIENHUATBHOCTEH.
I'BIIOY «tOYT'K», 2020.



2. Kommekt KUM ai1s1 TeKkyero KOHTpoJis
Tekymuii  KOHTPOJb  OCBOCHHUSI  CTYJCHTAaMH  MaTepHana  JAWCHMIUIMHBL  (Win
MEXIUCHUILIMHAPHOTO Kypca) COCTOMT W3 CICAYIOIIMX BHIOB: ONEPAMUGHbI U DPYOEHCHbLI
KOHMPOb.
I[Tpu pOBEICHUH TEKYIIETO KOHTPOJISI KCIONB3YIOTCS CIACAYIONHE (POPMBIL:
1) xomnvromepnoe mecmupoearue
2) npakmuueckoe 3a0anue

3) ycnwitl onpoc 6 ayoumopuu

IIpn mpoBeneHMM TEKYIIETO KOHTPOJISI IIPU IIPOBEIECHUHM KOMIIBIOTEPHOIO TECTHPOBAHUS
ucrosibdyercss  obomouka Moodle; mnpu  BBINOMHEHMHM NPAKTUYECKOTO —3aJaHMs, BBLIACTCS
MeTonuYecKkas pa3paboTka sl CTYIEHTOB, IPU HIPOBEIEHUM MHCbMEHHOI'O OIpoca BbIIAETCA

3aaHueC 11l CTYACHTOB B BUJIC CIIMCKA BOITPOCOB.



KHUM Ne 1

KOMILIEKT 3AJAHUI 111 KOMIIBIOTEPHOI'O TECTUPOBAHUS

Tema 1. O0mue
cBeleHus 00
uHopmauuu 1
UHGOPMALMOHHBIX
TEXHOJOTUAX

Iousitne nHpopManuu U HHPOPMAIMOHHBIX TeXHOJI0THii. CrIoCOOBI
BocnpuATHs 1 XpaHeHus. Kiaccuduxanus v 3a1aun HHGOPMALMOHHBIX
TexHoJyoruii. OCHOBHBIE YCTPOMCTBA BBOAA/BBIBOAA HH(OPMALIUU

dopMa KOHTPOJIS

KomMnvromepHoe mecmupoeanue

Bua koHTpOJIS

WuauBunyansHas padota

Buinonnums mecm no meme.

Cneuudukanu NnK1.1 | rmat.1-1, mai.1-2,
K ny1.1-1,131.1-1
i My1.1-2, M31.1-2
K. I1712.6-1, I1]12.6-2
2.6 Iy2.6-1, 11Y2.6-2
1132.6-1
K. naz2.7-1
2.7 ny2.7-1
1132.7-1
K. 1114.6-1
4.6 11y4.6-1
1134.6-1
Cneuudukanu OK.02 | 01.02-1, OA.02-2, O1.02-3
OK 0VY.02-1, OY.02-2, OY.02-3
i 03.02-1, 03.02-2, 03.02-3
OK.09 | 01.09-1, 0O1.09-2
0Vv.09-1, OY.09-2
03.09-1, 03.09-2
YceaoBus BBINIOJIHCHUSA KOMHI)IOTepHOG TECTUPOBAHUEC BBITNIOJIHACTCA B ayAUTOPHHU,
3agaHus BpeMms nposeaeHust padbotel 30 MUHYT
HucTpykuus JIJISA | 3amyCTHTb CHCTEMY 3NEKTPOHHOTO O0y4eHHs, 3aliTH B 91eKTPOHHBIH yaeOHnK «ATIID»,
CTYIeHTOB 3armycTuTh TecT Nel
Oo0opynoBanue u s mpoBeneHust paboThl NPUMEHSETCS CIEAYIOIIee OCHAILCHHE:
OCHaIlleHue — obopynoBaHue:
- IIK;
— TIO Moodle
HcTouHUKH OCHOBHbBIE HCTOYHUKH:

1. JImutpuena, T. M. Pemenne 3KOHOMUYECKHX 3a1a4 CPEICTBAMHU
Microsoft Excel: yuyeOHo-mMeTommyeckoe mnocobue / T. M.
HmutpueBa. — Mocksa: PYT (MUUT), 2019. — 63 c.—

TexcT: 5nekTpoHHBIN /  JlaHb: 2MEeKTPOHHO-OMOIMOTEUHAs
cucreMa. — URL: https://e.lanbook.com/book/175583  »
(ImutpueBa, T. M. PemieHue SKOHOMHUYECKHX  3aaa4

cpenctBamu Microsoft Excel: yueOHo-MeTomnueckoe mocooue /
T. M. IImurpueBa. — Mocksa: PYT (MUUT), 2019. — 63
c. — TexcT: anexTpoHHbIN // JIaHb: NEKTPOHHO-OMONIMOTEUHAS
cucrema. — URL: https://e.lanbook.com/book/175583

2. Xypasnes, A. E. Uapopmaruka. [Ipaktukym B cpene Microsoft
Office 2016/2019 / A. E. XypaBneB. — 3-e uzm., crep. —
Canxr-IlerepOypr: Jlanp, 2023. — 124 c. — ISBN 978-5-507-
45070-1. — Texkct: »nekTpoHHbIN /  JlaHb: 3IEKTPOHHO-

ounbmmoreyHas cHUCTEMA. URL:




https://e.lanbook.com/book/257537

3. Hazaposa H.A., ®ocrakoBckas E.B. 3agaunuk no uHGOpMaTUKE I BCEX
cnermansHocTeil. I BITIOY «FOYI'Ky, 2018.

Bapuant

Bonpockr ¢ OTKPBITEIM OTBETOM:

1. B gem pa3Huma nmoHATHH «MHGOPMAII» U «HH(POPMAITMOHHEIA pecype,
«IaHHBIEY» U «3HAHHEY, «MH(OpMALMOHHAS HHPPACTPYKTYpa MPEATIPUSTHS»?
SBnsttorest 11 HHPOPMALMOHHBIE TEXHOJIOTUH YacThio MH(OPMaMOHHOTO pecypca?
2. OnuimTe AesITeNbHOCTD MPEAPUSITHS Kak 3PEeKTHBHOTO HH(POPMAIIMOHHOTO
LEHTpA.

3. Cchopmynupyiite onpeaeneHus: THHOPMATUOHHON TEXHOJIOTHHY;
MH(OPMAITMOHHON CHCTEMBI; KOMMYHUKAINU 1 HH(pOpMaTu3ayu. KakoBsl HCTOKH 1
OCHOBHBIE 3Talbl Pa3BUTHS HMH()OPMAIIOHHBIX TEXHOJIOTHH.

4. Omnpenenute MECTO U POIIb MHYOPMATHKN KaK MPUKIATHON U TEOPETUICCKOM
HayKH.

5. HazoBute kiacchl HHGOPMAMOHHBIX TEXHOJOTHI U MX XapaKTepHBIE CBOHCTBA.
6. laiiTe onpenenenue HHPOPMAINOHHON CHCTEMBI, IIEPEUHUCIIUTE U MOSICHUTE ¢
COCTaB.

TecT ¢ BHIOOPOM OTHOTO BapHaHTa OTBETA!

1.Kaxkas nndopmaiioHHasi TEXHOJIOTHSI BKJIFOYAET B Ce0sl MOAEIH, METObI U
cpernctsa, popmupyronue nHGHOPMAIMOHHBIC PeCypChl 00IIecTBa?

A) rnobanpHast MHOOPMALIOHHAS TEXHOJIOT S

b) 6a3oBast nHbOpPMAITHOHHAS] TEXHOJIOTHS;

B) cnennansHas (kOHKpeTHAs )HH(DOpMAIIMOHHAS TEXHOIOTHS;

I') nokanpHast HHOOPMAIIIOHHAS TEXHOJIOTHS.

2. YTo HE OTHOCHUTCS K METO/IaM OPTAaHHU3AIMH BBITIOIHEHHS PEIICHNUS?

A) MeToBI COCTaBICHIS HHPOPMATHOHHON TaOmuIs! peann3anuu pemenuii (MU TPP);
b) MeTonb! BO3AEHCTBUS N MOTHBALINY;

B) MeTonp! Kak HHANBHUYaIbHOTO, TaK U KOJUICKTHBHOTO PELICHHS IpoOIeM;

I') Bce mepeuncieHHOE BEPHO.

3.Kaxoro Tuma mpoueayp npu ooMeHe JaHHBIMU He CYIIECTBYET?

A) KOMMyTaLNy;

B) mapmpyruzanuu

B) nepenaum;

I') ctabunmuzanuu

4.Yto U3 nepeyrciIeHHoro He OTHOCHTCSI K OCHOBHBIM 3a/1a4aM IPEIPHUSTHS 110
(hopmupoBaHuI0 NHGOPMATMOHHBIX TTOTOKOB?

A) ontuMu3anys HHQOPMAIIMOHHBIX TOTOKOB ITyTEM HUCKIIIOUCHHUS TyOIMpOBaHUS
HHPOPMAITUH;

b) 3ammra nHpopmManuy 1 HHHOPMAIMOHHOHN CHCTEMbI OT HECAHKIIMOHUPOBAHHOTO
JIOCTYTIa;

B) nukBuaanus pa3peiBa MEXAy BHEIpEHHEM HH(POPMAIIMOHHBIX TEXHOJIOT U 1
TEXHHKU M COCTOSIHUEM UH(OPMALMOHHBIX PECYPCOB;

I') popmupoBanneM aieKBaTHbIX HHYOPMAIIMOHHBIX PECYPCOB ISl CHCTEMBI
YIpaBJICHUsI PEANPUSITHEM

5. Kakue paznmmuarotr uapopmarmonssie cucteMsl (MC) mo crenenn HHTErpaum’?
A) onHomomnb30Barensckue U Gynkiponupyrone MC

b) noxansnast UC, yactuuHO uHTerpuposanHas MC, NOTHOCThIO MHTETPUPOBAaHHAS
kopnoparusHas UC

B) UC nentpannsoBaHHON apXUTEKTypbl nocTpoenus, C pacnpeneneHHoi
APXHUTEKTYPBI

I') UC npennpustus (opranuzanmn), UC orpacin, rocynapcteernas UC,
MexayHaponHas IC

6. UTO M3 MepPEeYNCICHHOTO OTHOCUTCS K OPTraHU3alMOHHON CTPYKType
nHpopmarmonHsix cucteM (MC)?

A) aBrOMaTH3aLuUs TEXHUYECKOW ITOrOTOBKY ITPOM3BOJICTBA; MAPKETHHT M CTpaTerus
Pa3BUTHSI NPEANPHUITHI; TEXHUKO-DKOHOMHUYECKOE TIAaHUPOBAHUE;

b) ¢unance! (Gyxranrepckuii yuet, GUHAHCOBBIN aHAJIN3); MaTepUaIbHO-
TEeXHHYECKOe oOecredeHue; OlepaTiBHO-KaJIeHAapHOE YIIPaBIEHHE TIPOU3BOICTBOM;
B) ynpasnenne cObITOM TOTOBOH NMPOILYKIUK; YIIPABICHHE IIEPCOHAIIOM;

I') aBTOMaTn3upoBaHHOE pabouee MECTO yIpaBIeHUECKOro nepconana (APM);
KOMILIEKC B3aUMOCBsI3aHHbIX APMOoB.

7.Ilporecc, NCTONB3Y NN COBOKYITHOCTB CPEICTB U METOJIOB cO0pa, 00paboTKu U




nepenady JaHHBIX [UIsl TOJy4eHUs] HHPOPMaK HOBOT'O Ka4eCTBa O COCTOSIHUM
00BeKTa, Ipolecca UilH SBJICHNS, Ha3bIBACTCS

A) nHdopMaMoOHHOH cHCTEMO

b) nndopmaruszanueii odbmecrsa

B) nHpopMannoHHBIM pecypcoM

I') nHpOpMaIMOHHOH TEXHOJIOTHEH

8.Br1OepuTe MpaBHIIBHYIO [TOCIEAOBATENILHOCTD 3TAIOB Pa3BUTH HH(POPMAIMOHHBIX
TEXHOJIOTHH

A) pydHas, MeKTprUIecKast, MEXaHIMUECKasl, KOMIIBIOTEPHAS, IEKTPOHHAS

b) pydnas, MexaHH4YeCKasi, JEKTPOHHAS, IEKTPHUICCKAsl, KOMIIBIOTEPHAS

B) py4Hast, aneKTpOHHAs, MEXaHUUECKast, NEKTPUIECKast, KOMIIBIOTEPHAs

I') py4Hast, MexaHHUYECKasl, JIEKTPUIECKAs], IINEKTPOHHASI, KOMIIBIOTEPHAs

9. CHucTeMBl, HCTIONB3YIOLIUECs JUIs aBTOMAaTH3aUK BCeX (DYHKIMHA (GUPMBI 1
OXBaThIBAIOIINE BECh LIUKJI PadOT OT MPOSKTUPOBAHUS 710 COBITA MPOIYKIIHH,
Ha3bIBAIOTCS

A) YIC opraHu3aliuOHHOTO YIpaBIeHUS

b) YIC ynpaBneHus TEXHOJIOTHUECKUMH NPOLIECCaMU

B) unrerpuposanHbsIMU (KopriopaTtuBHbIME) MIC

I') cereBbiMu IC

10.CoBOKYITHOCTH AaHHBIX, C(HOPMHUPOBAHHAS TIPON3BOAUTEIIEM IS
pacIpoCTpaHeHHUS B BEIIECTBEHHOM WM HEBEIIECTBEHHON ()OopMe, Ha3bIBACTCS
A) uapopmanueit

B) naopManinoOHHEIM TIPOITYKTOM

B) TexHomoruneit 00pabOTKH TEKCTOBBIX JaHHBIX

I') anroput™MoM

IMaker npenoxasareJis 1. Omeemul ¢ OMKPLIMBLM OMEENOM OYEHUBAIONCSL NPENo0asamernem epyUHyIo
2. Omeemul Ha mecm ¢ 8b100POM 00HO20 BAPUAHMA OTEEmd
1) A
2) r
3) r
4) B
5) A
6) b
7 r
8) r
9) B
Kpurepuu onenku OTIM4HO OTBET MOJHBIA U NPaBUIIbHBINA, TOKA3bIBAOILIUN

[IPOYHBIC 3HAHUS B 00JIACTH MTPOPECCHOHATHHOM
nestenbHOCTU. B TecTe ¢ BBIOOPOM BapHaHTa MOXKET
OBITh nomynieHa | ommoOka

Xoporio OTBET MOJHBIA U NPaBUIbHBINA, TOKa3bIBAOILIUN
pOYHbIC 3HAHUS B 00aCTH MPOdeCcCHOHATBHOM

e TENIbHOCTH, TIPU 3TOM JIOTIYIICHBI IBe-TPH OIMIMOKH B
TecTe C BBIOOPOM, UCTIPaBIEHHBIE CAMOCTOSTENLHO 110
TpeOOBAHUIO MPETIOIABATEIS

VY0OBAETBOPUTEIHHO OTBET MOJHBIN, HO TIPH ATOM JIOMYIIEHBI 4-5 omrO0K B
TECTe C BEIOOPOM

Hey)IOBHeTBOpI/ITeHI)HO IIPpHU OTBETEC O6Hapy)KCHO HCIIOHUMAaHUEC 06y‘IaIOHII/IMC$I
OCHOBHOTI'O COACPIKAHUA U JOIMYIICHBI 6oree 5 ook
B TCCTC C BI)I60p0M OTBCTa




KHUM Ne 2

KOMILIEKT 3AJAHUHA 11 KOMIIBIOTEPHOT'O TECTUPOBAHUSI

Tema 2. OCHOBBI 32aKOHOAATEJIBCTBA 00 YHU(UIIUPOBAHNH CHCTEMBI
JloKyMeHTHPOBAHHASI |AOKYMEHTALMH, IPABOBAs OXPAHA JOKYMEHTOB. JIOKyMeHT u 3 ero
uHGpopManus OCHOBHbIE YacTU. OCHOBHBIE PEKBU3UTHI JOKYMEHTA.

dopMa KOHTPOJIS

YcHbiit onpoc

Bua koHTpOSISt

WupuBuayanpHas paboTa

Omeemums Ha B0NpPOCHL KOMNBbIOMEPHO20 MECMUPOBArUsL 6 cucmeme NEeKMpPOHHOCO 06y1£€HM}1

Crnenudukanm MK 1.1 | Ia1.1-1, Iai.1-2,
K Iv1.1-1,1131.1-1
i My1.1-2, M31.1-2
K. I112.6-1, T1/12.6-2
2.6 Iy2.6-1, 11Y2.6-2
1132.6-1
K. naz2.7-1
2.7 ny2.7-1
1132.7-1
K. 11714.6-1
4.6 11y4.6-1
1134.6-1
Cneuudukanu OK.02 | 01.02-1, OA.02-2, O1.02-3
OK 0VY.02-1, OY.02-2, OY.02-3
i 03.02-1, 03.02-2, 03.02-3
OK.09 | 01.09-1, O1.09-2
0OV.09-1, OY.09-2
03.09-1, 03.09-2
YceaoBus BBINNIOJIHCHUSA KOMHI)IOTepHOC TECTUPOBAHUEC BBITNIOJIHACTCA B ayAUTOPHHU,
3agaHus BpeMms nposeaeHus padbotel 30 MUHYT
HucTpykuus JIJISA | 3amyCTHTb CHCTEMY 3NEKTPOHHOTO OOydYeHHs, 3aiiTH B SIEKTPOHHBIHA yueOHnk « AT »,
CTYIEHTOB 3aIyCTHTH TeCT Ne2
OoopynoBanue u s mpoBeneHust paboThI NPUMEHSETCS CIEAYIOIIee OCHAILCHHE:
OCHaIlleHue — obopynoBaHue:
- 11K
— I10 Moodle
HcTounuku OCHOBHbBIE HCTOYHUKH:

1. JImutpuena, T. M. Penenre 3KOHOMUYECKHX 3a/a4 CPEICTBAMU
Microsoft Excel: yuyeOHo-mMeTommdeckoe mnocobue / T. M.
HmutpueBa. — Mocksa: PYT (MUUT), 2019. — 63 c.—

TexcT: 5nekTpoHHBIN /  JlaHb: 3MEeKTPOHHO-OMONMOTEUHAs
cucreMa. — URL: https://e.lanbook.com/book/175583  »
(ImutpueBa, T. M. PemieHue SKOHOMHUYECKHX  3aaa4

cpenctBamu Microsoft Excel: yueOHO-MeTomuueckoe mocooue /
T. M. ImurpueBa. — Mocksa: PYT (MUUT), 2019. — 63
c. — TexcT: anexkTpoHHbI // JIaHb: NEKTPOHHO-OMONIMOTEYHAS
cucrema. — URL: https://e.lanbook.com/book/175583
Kypasnes, A. E. Undopmaruxa. [Ipaktukym B cpene Microsoft
Office 2016/2019 / A. E. XypaBneB. — 3-e uzfm., crep. —
Canxkr-IlerepOypr: Jlanp, 2023. — 124 c¢. — ISBN 978-5-507-
45070-1. — Texct: »nekTpoHHbIH /  JlaHb: 3IEKTPOHHO-
oubnuoTeyHas cucTeMa. URL:
https://e.lanbook.com/book/257537

3. Hasaposa H.A., ®ocrakosckas E.B. 3agaunuk no mHGOpPMAaTHKe JUIs BCEX

2.




crermanbHocTed. [ BITIOY «HOYT'K», 2018.

Bapuant

Bompockl ¢ OTKPHITEIM BApPHAHTOM OTBETA:
Uro Takoe TOKyMEHT?
YeM OTIMYAeTCs YIPaBICHYSCKUH JOKYMEHT OT HHBIX BUIIOB IOKyMEHTOB?
Kakne QpyHKIINE HMeeT yrpaBIeHYeCKUi TOKYMEHT?
Uro Takoe "cucrema ToKyMeHTAuu'" u "yHIH(DHUIMPOBaHHAS CHCTEMA
JIOKyMEHTaIuu'"?
Kaxkue cymecTByoT BUIbI KiIaCCU(PHUKAINNA TOKYMEHTOB?
Bompocs! ¢ BEIOOpOM 0IHOTO BapuaHTa OTBETa
Bomnpoc 1
HenocpencTBeHHble yKa3aHUS UCIIOJHUTENSIM JTOKYMEHTa PYKOBOJUTEINb MUIIET:
Bribepute onuH OTBET.

" a. B pe3omonumu.
" b. B rpude yTBepKIeHHSA TOKYMEHTA.
" ¢. B noxnucu.

" d. B rpude cornacoBaHus 10KyMEHTA.

Bomnpoc 2
Jlata TOKyMEeHTa pacroiaraercs:
Br16epuTe 0uH OTBET.

" a. Ilox namMeHoBaHUEM BHIA JOKYMEHTA.
" b. llox Texkctom TOKYMEHTA.
{"  ¢. Ilox BU3aMu COTIACOBAHUS JOKyMEHTA.

" d. Ilox 3arooBKOM K TEKCTY.

Bomnpoc 3
PexBuszut Ne 8 Ha3pIBaeTcs:
BriGepute onuH OTBET.

" a. HaumeHOBaHHe OpTaHU3aLMH.
" b. HaumenoBanue Buaa JOKyMEHTAa.
" c. Kox opranusanun

" d. DM6iema MM TOBApHEIH 3HAK OPraHU3aIMH.

Bomnpoc 4
PeructpannoHHBIN HOMEP JOKYMEHTA CTABUTCS:
BriGepure oquH OTBET.

" a. B omHOili cTpOKe ¢ 1aToif OKyMEHTa.
" b. B oaHOIi CTPOKE C HA3BAHHEM BHJIA JOKYMEHTA.
i ¢ B OJHOM CTpOKE C HAMMEHOBAaHUEM OpTraHU3alUU.

" d. B oaHOIi CTpOKe ¢ HAEHTHOHUKATOPOM SIEKTPOHHON KOTIHH JOKYMEHTA.

Bomnpoc 5
OTMeTKa 0 HaJWYUU NPUIOKEHHUs pacrojaraeTcs:
BriGepute ovH OTBET.

{7 a. [loj TEKCTOM JOKYMEHTA.
{7 b. Tlox oTMeTKOM 06 UCTIOTHUTEIE.
" ¢.Tox Tpu(pOM YTBEPKICHHUS TOKYMCHTA.

" d. Tox 3aronoBKOM K TEKCTY.

Bompoc 6
PexBH3UT, OTpakaromiuii BHENIHEE COTJIACOBAHUE TOKYMEHTA HA3BIBACTCS:




Bri6epuTe onuH OTBET.

" a.I'pud cormacoBanus T0KyMeHTa
" b. I'pud yrBepkueHNS JOKYMEHTA.
" c. Busbl corTacoBanus 10KyMEHTa

" d. Kox ¢opMBI JOKyMeHTa

Bompoc 7
PexBusut Anpecar pacmnojaraercs:
Bribepute oluH OTBET.

" a. B 7eBOM BepXHEM YIITy JIOKyMEHTA.
" b. B mpaBoM BepXHEM YTy TOKYMEHTA.
" c. B 1eBOM HMKHEM yIlly JOKYMEHTA.

" d. Tlocne TekcTa JOKYMEHTA.

Bomnpoc 8
OtMeTKa 00 UCTIONTHEHUH JIOKYMEHTA M HAMIPABJICHUH €r0 B JIEJIO PACIOIaraeTcs:
BriOepuTe OJUH OTBET.

" a. B npaBoM BepXHEM yIiTy JOKyMEHTA.
" b. B mpaBoM HIDKHEM YITy JIOKyMEHTa.
" c. B 1eBOM BepXHEM YIITy JIOKyMEHTA.

" d. B neBoM HHXHEM YIiTy JOKYMEHTA.

Bonpoc 9
PexBuszut Ne 18 HaspIBaeTcs:
BriGepute onvH OTBET.

" a. Kox popMbl JOKyMEHTA.
" b. HaumeHOBaHME BUJA JOKYMEHTA.
" ¢. Toanuce.

# d.3aromoBoK K TEKCTY.

Bompoc 10
B 51eBOM HMKHEM YTy TOKYMEHTa CTaBUTCS:
BriGepute oquH OTBET.

{7 a. Pesomouus.
" b. Kox GopMBI JOKyMEHTA.
o Kon opranuzanuu.

" d. UnenTnduKaTOp IEKTPOHHOM KOIUHU JOKYMEHTA.

IMaker npenogaBarens

JoKkyMeHT U ero pyHKIUH.

JIOKyMeHT — 3TO MaTepHaIbHBIH 00BEKT ¢ 3aKpeIIeHHONW B HeM HHpopMaruei
JUISL Iepeiadd €€ BO BpEMEHH M IPOCTPaHCTBE. JIOKYyMEHT OJJHOBPEMEHHO
BBICTYHAET M KaK MpeIMET TpyJa yINpaBIeHUYECKOTO paOOTHHKA U KaK €To
pe3yJbTar.

Dyukyuu 0oKymenma:

1. Nudopmannonnas. dukcupyer GakThl, COOBITHS, SIBICHHS IPAKTUYECKON U
MBICIMTENBHON E€ATEIbHOCTH.

2. OpranmzanuonHas. C MmoMoupio JOKyMeHTa o0ecrieunBaeTcs Bo3IeHCTBUE Ha
KOJIJIEKTHBBI JIIOAEH MU OpraHUu3alui U KOOPAMHALUN UX AEATEIbHOCTH.

3. KommyHukaTtuBHas (QyHKIUS 00€CIIEUNBACT BHEIIHUE CBA3H NMPEATIPUATHS.

4. FOpuandeckas. ComepxaHue JOKyMEHTa HCTIOJIB3YETCS B KAaUeCTBE
JI0Ka3aTeJIbCTBA IPU PACCMOTPEHHH CIIOPHBIX BONPOCOB CTOPOHAMH OTHOLIEHUH.




5. BocniurarensHas QyHKIUS JOKYMEHTa QUCHUILIHHUPYET UCTIOTHUTEIIS.
Henonpouszeodcmeo.

Jlenonpon3BOACTBOM Ha3bIBAIOT ACSITEIBHOCTh YEJIOBEKa M0 pa3pabdoTke u
0(hOPMIICHUIO JOKYMEHTOB, OPTraHU3aIMK UX BI)KCHHUS, yU4ETa U XPAHCHHUS.
YacTb 1e0NPOU3BOACTBA, HEIOCPEACTBEHHO CBA3aHHAsI C CO3AaHUEM
JIOKyMEHTOB, Ha3bIBa€TCs JOKyMEHTHpOBaHHEM. [lOKyMEHTUPOBaHUE
OCYIIECTBISCTCA Ha €CTECTBEHHOM S3bIKe (PYKOIMHUCHBIE, MAITHHOIMCHBIC
JIOKYMEHTBHI, B TOM YHCIIE TEJIErpaMMBI, TeIe(OHOTPaMMBI), a TAaKXKe Ha
HNCKYCCTBEHHBIX A3BIKaX C MCIOJIb30BAaHUEM TAKUX HOCUTEJEH, Kak MarHUTHBIC
JICHTHI, KapTHl, TUCKETHI.

Bompocs! aBmxeHUS U yueTa JOKyMEHTOB OXBAaTHIBAIOTCSA MOHATHEM
JIOKYMEHTOOOOPOT.

JlesiTenbHOCTD 10 OPraHKU3ali XPaHEHHs! JOKYMEHTOB OTHOCHTCSI K apXUBHOMY
Jemy.

YHudunuposanHas cuctema gokymenranuu (Y CJ).

JIt0601i JOKYMEHT QYHKIMOHUPYET COBMECTHO C JIPYTUMH JIOKYMEHTaMH.
PannoHanbHO OpraHU30BaHHBIN KOMIIJIEKC B3aMMOCBA3aHHBIX JOKYMEHTOB,
CO3JJaHHBIH MO CIUHBIM MIPaBUJIaM U TPSOOBAHUSIM M IPUMCHSIC MBI B
omlpeneneHHOH chepe NeATeIbHOCTH, Ha3bIBalOT YHU(DUITUPOBAHHOW CHCTEMO
JIOKYMECHTAIIHH.

Buowv 0oxymenmoe u ux xnaccugpukayus.

Bce noxymMeHTHI KIAacCUPUIUPYIOTCH MO CJAEIYIOIAM NPU3HAKAM:

Io éudam desmenvrHocmu (HasHauweHuro): HAYIHO-TEXHIYECKHE,
KOHCTPYKTOpCKHE, TexHoJoruueckue, OP (ynpaBieH4ueckue), IIaHOBBIC U TIP.
Ilo Haumenoganuio: Hay4HbIE OTYETHI, YEPTEXKHU, IPaUKH, TEXHOIOTUIECKHE
KapThl, PUKA3bl, UIAHBl U OTYCTHI U TIP.

Ilo cnocoby gurcayuu: nucbMeHHbIC, Tpadudeckue, Goro — hoHO —
KHHOJJOKYMCHTBI.

Ilo mecmy cocmaenenus: BHyTpeHHUE (OCTaBlisieMble paOOTHUKaMHU JJAHHOTO
MPEATPUATHS ISl peIIeHUS BHYTPSHHUX BOIIPOCOB) W BHEIIHHE, KOTOPHIE B
CBOIO OYepeb MEATCS Ha BXOISIINE U UCXOMASIINC.

Ilo cmenenu cnoscHocmu: IPOCTHIE (paccMaTPUBACTCS OJWH BOIIPOC) U
CIIOXKHEIE.

Ilo cmenenu enacHocmu: OTKPHITHIE U TOKYMEHTHI C OTPAHUYCHHBIM JOCTYIIOM
(cexpernsle: roc. Taitaa, OB, CC,C; xonpunennuansaeie: KT, He ans neuatn,
CK, K)

Ilo ropuouueckoii cune: TOATUHHBIE U MOJTIOXKHBIE. [logIMHHBIE HenATCS Ha
JIeHCTBUTENbHbBIE U HEJIEHCTBUTENbHBIE (MCTEK CPOK NEHCTBUS WIM OTMEHEHBI).
Ilo cmadusm noocomosku: 4epHOBUK U MOJAJIUHHUK (OpUTHHAT)

YepHOBUK — JOKYMEHT, TIOJTOTOBICHHBIN IS AadbHEHIIETO 0GOpMIICHNUS,
BBITIOJTHCHHBIN, KaK MMPABHIIO, OT PYyKH.

MopanHHUK — 3K3eMIUSIp TOKYMEHTa, 0(hOPMIICHHBIA C YePHOBUKA H
MOMMUCAHHBIA B COOTBETCTBHUH C YCTAHOBICHHBIMU TPEOOBAHUSAMU,
COCTAaBIICHHBIN B epBHIi pa3. C MOAIWHHUKA MOTYT OBITh M3TOTOBJICHBI KOIIHH,
BBIMTUCKH U3 IOKYMEHTA U yOJIUKAT MMOIMHHHKA.

Konmust — naeHTHuHOE, 3aBEpEHHOE JTOJKHOCTHBIM JIMIIOM BOCIIPOM3BE/ICHNE
MOJIMHHUKA (3aBEPACTCS: MOAIUCH JOKHOCTHOTO JIHIA, THOO0 MOANHCH
PYKOBOZHTEINS ¥ NI€YATh).

Beinucka u3 10KyMeHTa — 3aBepeHHAS 9acTh TEKCTa MOIMHHUKA.

Jy0aukaT — BTOPOH 3K3eMIUISAP TOKYMEHTa, HMEIOINH 0OMHAKOBYIO
IOPUINIECKYIO CHITY C TOAJIMHHUKOM. BrIaeTcs B ciryuae yTepu HOJIMHHUKA (C
MTOMETKOM «IyOIHKaTy).

Ilo cpokam ucnonnenusi: CpOYHBIC U HECPOYHEIE.

Io npoucxooicoenuro: cnyxeOHbIC H IMYHBIC TUChMa TPaXKIaH.

Ilo cpokam xpanerus: TOCTOSTHHOTO H BpeMeHHOTO (10 10 JieT u cBhImIE) Cpoka
XpaHCHUS.

Ilo cmenenu o6s3amenvrocmu.; MHOOPMAITMOHHBIC U TUPEKTHBHBIC
(pacmiopsiiuTenbHbIE)

Ilo cmenenu ynugukayuu.: MHANBULyaIbHBIC, THIIOBBIE, TpadapeTHbIe,
MpUMEpHBIC U YHU(DHUIINPOBAHHBIC B BUIEC AaHKETHI U TAaOIHIIEL.

Ilo xapaxmepy cooepoicanus. IEpBUIHBIE (COAESPKAT UCXOAHYIO HHPOPMAIIHIO) U
BTOpPUYHBIE (B KOTOPHIX 3Ta HHPOPMAIIUS CYMMUPYETCS U 000011aeTCs).
OTBETHI HA TECT C BEIOOPOM OJHOTO BapHaHTA:




No Bapuant
BoNpoca | oTBeTa
1 a
2 a
3 b
4 a
5 a
6 a
7 b
8 d
9 d
10 d
Kpurepun ouenku OTnu4HO OTBET ITOJHBIH 1 NIPaBUIIBHBIH, TOKA3bIBAIOIIIH
MPOYHBIC 3HAHKS B 00JIACTH PO ECCHOHATBHOMN
nesITeIbHOCTH. B TecTe ¢ BEIOOPOM BapHaHTa MOXKET
ObITh lonynieHa 1 omunoka
Xopomo OTBET TOJIHBIN U MPaBWIbHBIN, TOKA3bIBAIOIINI
NpOYHbIC 3HAHUS B 00JacTH MPodecCHOHATBHOM
NEesITENIbHOCTH, TIPU 3TOM JIOTIYIIECHBI IBe-TPH OIIMOKH B
TecTe C BBIOOPOM, UCTIPaBIEHHBIE CAMOCTOSTENLHO 10
TpeOOBaHHUIO MPETIOIABATEIS
YI0BIETBOPUTEIIBHO OTBET IOJTHBIH, HO MIPH 3TOM JOMYIICHEI 4-5 OMMOOK B
TECTE C BEIOOPOM
HeynoBneTBopurensHo [pu OTBETEe 0OHAPYKCHO HEITOHUMAaHHE O0YJarOIIIMCS

OCHOBHOT'O COJZICPKAHHUS U JOMYIICHBI 0oJiee 5 OInO0K

B TECTE C BHIOOPOM OTBETA




KHUM Ne 3

KOMILIEKT 3AJJAHMIA 1151 YCTHOI'O OIIPOCA

Tema 2.
JoxkymeHTHpOBaHHAS
uHpopmanus

ABTOMATH3HPOBAHHbIE CUCTEMbI J1€J10NPOU3BOICTBA, UX BU/IbI U
¢pyuxuuu. MadopManmoHHbIe TEXHOIOTHN AEIONPOU3BOICTBA H
JIOKYMEHTO000pOTa. DNEKTPOHHBIN JOKYMEHT U DJIEKTPOHHAS KOTIHSL.
HOpuanueckuii craryc 3eKTPOHHOTO JOKYMEHTa, [u(poBas MoanucCh

dopMa KOHTPOJIS

YcHbiit onpoc

Bua koHTpOJIS

WuauBunyansHas padota

Omeemums Ha 60NnpoCsl npeno@aeamemo

Crnennduxanu | 1K L1 [ IALI-LTILI-2,
nK IIv1.1-1,1131.1-1
a1 y1.1-2, T131.1-2
TK. TI12.6-1, TIJ12.6-2
2.6 11y2.6-1, I1y2.6-2
1132.6-1
TK. J12.7-1
2.7 11y2.7-1
1132.7-1
TK. T1/14.6-1
4.6 11V4.6-1
I134.6-1
Crenudukanu | OK02 | O.02-1, 01022, 071.02-3
OK OVv.02-1, OY.02-2, OY.02-3
i 03.02-1, 03.02-2, 03.02-3
OK.09 | OM1.09-1, OJ1.09-2
0OVv.09-1, OY.09-2
03.09-1, 03.09-2
YciaoBusi  BbIOJTHEeHHsT | [[MCbMEHHBIN OIIPOC BHIOJIHSAETCA B ayIUTOPUU,
3aJaHud BpeMms nposeaeHus padotel 30 MUHYT
HHCprKHHH I HOJIY‘II/ITI: BOIIPOCHI, OTBETUTH NTPENOAABATEIIIO
CTYIEHTOB
O6opynoBanue u st mpoBeneHns pabOThI MPUMEHSETCS CIEAYIOIIEe OCHAIICHUE:
OCHAIIleHUE — obopynoBaHue:
HcTounukn OCHOBHBIE HCTOYHUKH:

1. JImutpuea, T. M. Pemenne 3KOHOMUYECKHX 3a/1a4 CPEICTBAMU
Microsoft Excel: yuyeOHo-mMeTommueckoe mnocobue / T. M.
HmutpueBa. — Mocksa: PYT (MUUT), 2019. — 63 c.—

TexcT: 5nekTpoHHBIN /  JlaHb: 3MEeKTPOHHO-OMONIMOTEUHAs
cucreMa. — URL: https://e.lanbook.com/book/175583  »
(ImutpueBa, T. M. PemieHue SKOHOMHUYECKMX  3aday

cpenctBamu Microsoft Excel: yueOHo-MeTomuueckoe mocooue /
T. M. ImurpueBa. — Mocksa: PYT (MUUT), 2019. — 63
c. — TexcT: anexTpoHHbI // JIaHb: MEKTPOHHO-OMONIMOTEYHAS
cucrema. — URL: https://e.lanbook.com/book/175583

2. Xypasnes, A. E. Uapopmaruka. [Ipaktukym B cpene Microsoft
Office 2016/2019 / A. E. XypaBneB. — 3-e uzfm., crep. —
Canxr-IlerepOypr: Jlanp, 2023. — 124 c. — ISBN 978-5-507-
45070-1. — Texkct: »nekTpoHHbIH /  JlaHb:  3IEKTPOHHO-
oubnuoTeyHas cucTeMa. URL:
https://e.lanbook.com/book/257537




3. Hasaposa H.A., ®ocrakosckas E.B. 3anaunuk no undopmartuke s BCeX
crenuanbHOocTel. [ BITOY «FOYT'Ky, 2018.

Bapuant

Bonpocsr:
Yro Takoe uHpopMarus’?
UYro Takoe JOKyMEHTHPOBaHHAS HHPOpMAIHs?
Uto Takoe 3IEKTPOHHBIN TOKYMEHT?
Ha xaxwe xateropun noxpasnensercs nHhpopmanms?
Uto BKIIOYAIOT B ce0s MHPOPMAITMOHHBIE CHCTEMBI?

ITaker npenogasaress

Wudopmarus - cenenns (cooOmmeHus, JaHHbIE) HE3aBIHCUMO OT (YOPMBI FX
TIPEACTaBICHUSL

JlokymeHTHpOBaHHas wHpOpMaNUs - 3aQUKCUPOBAHHAS Ha MAaTEPUATLHOM HOCHUTEIE
MyTeM JOKYMCHTHPOBaHHS WHGpOpMANKMsi C PEKBH3UTAMH, IO3BOJISIOIIUMHI
OMpENeNIUTh TaKyld HHOOPMAIMIO WIM B YCTAHOBJICHHBIX 3aKOHOAATCIHCTBOM
Poccuiickoit denepanuu ciydasx ee MaTepUaiIbHbI HOCUTENb;

DJIEKTPOHHBIA JOKYMEHT - JOKYMCHTHPOBaHHAas WH(OpMAIHs, MPEACTABICHHAS B
SNIEKTPOHHON (opMe, TO €CTh B BHJC, NMPUTOAHOM JJIS BOCIPHUSITHS YCIOBCKOM C
HCTIOJIE30BaHUEM AIICKTPOHHBIX BHIYHCIUATEIFHBIX MAIINH, a TAKXKe JJIS TIepefadu 1o
WHPOPMAITHOHHO-TEIICKOMMYHHKAIIHOHHBIM ceTsIM A 00paboTku B
HHPOPMAITHOHHBIX CUCTEMAX;

(1. 11.1 BBemen @enepanpHbIM 3aKk0oHOM 0T 27.07.2010 N 227-03)

Wudopmarus B 3aBUCIMOCTH OT TOPSIKA €€ MPEIO0CTABICHUS WK PACIIPOCTPaHCHHS
MoJpa3aenseTcs Ha:

1) uadopmaruo, CBOOOIHO PacCIPOCTPAHIEMYIO;

2) uH(pOPMAIHIO, MPEIOCTABIIEMYI0 MO COTIAIICHHIO JIUI], YJaCTBYIOIIUX B
COOTBETCTBYIOIUX OTHOIICHUSIX;

3) wundopMaImo, KOTOpas B COOTBETCTBUH C (elepalbHbIMU 3aKOHAMU
MOJIIEIKUT MPEAOCTABICHUIO MIIA PACTIPOCTPAHEHUIO;

4) uHpOpMAIUIO, paclpoCTpaHeHHe KOoTOopoil B Poccuiickoit ®denmeparuu
OTPAaHNYMBACTCS WM 3alpeIiaeTcs.

WHudpopMaimoHHbIe CHCTEMBI BKITFOYAIOT B CeOs:

1) rocymapcTBeHHBIE WH(POPMALMOHHBIE CHUCTEMHI -  (bemepasbHbIC
WHPOPMAITHOHHBIE CHCTEMBl H pPETHOHANBHBIE WH()OPMAIMOHHBIE CHCTEMEL,
CO3IaHHBIC Ha OCHOBAaHWH COOTBETCTBCHHO (DefepasbHBIX 3aKOHOB, 3aKOHOB
cyobekToB  Poccuiickoit ~ ®Demepanui, Ha  OCHOBAaHMHM  MPABOBBIX  aKTOB
TOCyIapCTBEHHBIX OPTaHOB,

2) MyHUIUNAJIbHBIE MH()OPMAIIMOHHBIE CHUCTEMBI, CO3/JaHHbIE Ha OCHOBAHHUU
pelIeHust OpraHa MECTHOTO CaMOYIPaBICHUS;

3) uHbIC HHPOPMAITHOHHBIC CHCTEMBI.

Kpurepuu onenkun

OTIn4HO OTBET TIOJHBII W TPaBUJIbHBIM, MOKa3bIBAIOIIUN
MpoYHBIE 3HAHUSA B oOmacTH mNPodhecCHOHATEHON
NEeATeIbHOCTH, MaTepual M3JI0KEH B JIOTMYECKOH
M0CJIEe0BATENbHOCTH, JIUTEPATYPHBIM SI3IKOM, OTBET

CaMOCTOSITENbHBIN

Xopol1io OTBET TOJHBIA UM MPaBUIbHBINA, IOKa3bIBAIOLIUI
MpoYyHble 3HaHWs B oOmactu mpodeccruoHaIbHON
NEeSTENIbHOCTH, MaTepuajl M3JIOKEH B JIOTHYECKOU
MOCIIEeI0BATENbHOCTH, JIMTEPATYPHBIM SI3BIKOM, TIpU
PTOM JIONYIIEHBI JBE-TPU HECYIIECTBEHHBIC OIIMOKH,
WCIIPABJICHHBIE  CAMOCTOSITEILHO IO  TPeOOBaHUIO
npernogaBarest

VY0OBAETBOPUTEIHHO OTBET TMOJHBINM, HO MIPHU 3TOM JIOIYIIIEHA CYIIeCTBEHHAs
OIIMOKa VITH HETIOJHBIN, HECBA3HBIN

HeynosneTBoputensHO [pU OTBETE OOHAPYKEHO HEMOHWMAaHHE O00yJarouuMcs
OCHOBHOTO COJEP’KaHMs JUCLUIUINHBI WIN JOMYIIECHBI
CYIIIECTBEHHBIE OIMMOKH, KOTOpBIE OOydYaIOMIMKCS He
CMOI  HUCNpaBUTb TPU  HABOMAIIUX  BOMPOCAX|

mpernogaBaTeia



consultantplus://offline/ref=4CA9BDA38DEC94768CD25320EB4799E3941402560B2ADAC3379F546E489466B7E9B6C98F44899889c6PFI

KHUM Ne 4

KOMILIEKT 3AJAHUIM A5 IPAKTHYECKOTI'O 3AJTAHUS

Tema 2.
JoxkymeHTHpOBaHHAS
uHpopmanus

PenaktupoBanue u popmarnpoBaHue JoKyMeHTa. Onepanuu ¢
BbIJIeIeHHBIM TekcToM. DopmarupoBanue ab3anes. Pabora ¢ THHEHKOM.
Pexum npeaBapuTesbHOTO NPpOCMOTpa. YCTaHOBKA [TapaMETPOB MeYaTy.
BbiBoa 1oKyMeHTa Ha Teyarb.

Co3pnanue mabioHa pacnopsiAUTEILHOIO TIOKYMEHTA

Odopmiienne akTa, 10roBopa, Ciy:ke0HOM, 00BSICHUTEILHOM, TOKIaTHON
3aIHUCOK

ApxuBanus JOKYMEHTOB.

DopmMa KOHTPOJIs

Brimonaenue IMPAKTUYCCKOT'O 3aJaHusA

Buj koHTpOJISI

_ MapuBunyansHas paboTa

Bomnonnume 3adanue 6 mexkcmosom pedaxmope MS Word

K Ivy1.1-1, 1131.1-1
i y1.1-2, 1131.1-2
TK. TJ12.6-1, [1]12.6-2
2.6 1y2.6-1, [1Y2.6-2
1132.6-1
TK. 12.7-1
2.7 1y2.7-1
1132.7-1
TK. T1/14.6-1
4.6 1v4.6-1
1134.6-1
Cremuduiann | OK02 | Of.02-1, 01022, 011.02-3
OK 0v.02-1, OY.02-2, OY.02-3
A 03.02-1, 03.02-2, 03.02-3
OK.09 | OM1.09-1, OJ1.09-2
0OVv.09-1, OVY.09-2
03.09-1, 03.09-2
Yeiaousi  BbinoJHeHus | [Ipaktndeckas paboTa MpoBOMUTCS B ayNUTOPHH,
3aiaHus BpeMs nposeneHus padotsl 1 yac 30 MuHyT
Hucrpykuus quist | TlomyunTs 3a1anue U BBINONHUTB IPAKTHIECKYIO paboTy,
CTYIEHTOB
Oo6opynoBanue u s mpoBeeHns paboThI MPUMEHSETCS CIEAYIONIee OCHAIIICHHE:
OCHAIIICHHUE — obopynoBaHue:
— - TIK
— -Macrosoft Word
HUcTounukn OCHOBHBIE HCTOYHHKH:

1. Hmutpuesa, T. M. Pelnienre 3KOHOMUYECKUX 3a7ad CpPEICTBAMU
Microsoft Excel: yue6HO-MeTonuueckoe nocodue / T. M. JImutpuesa. —
Mocksa: PYT (MUUT), 2019. — 63 c. — Texct: anekTpoHHbIH // JlaHb:

ANIEKTPOHHO-OUOINOTEUHAS cucrema. — URL:
https://e.lanbook.com/book/175583 » (JAmurpuea, T. M. Pemenue
PKOHOMHYECKHX 3amad cpeactBamu  Microsoft  Excel:  yueGHO-

Metoauueckoe nocodue / T. M. JImutpueBa. — Mocksa: PYT (MUUT),
2019. 63 c.— Tekcr: osnexkTpoHHbIH // JlaHb: 3MEKTPOHHO-
oubmoreunas cuctema. — URL: https://e.lanbook.com/book/175583

2. XKypasnes, A. E. Uudopmaruka. [Ipaktukym B cpexe Microsoft
Office 2016/2019 / A. E. XypaBneB. — 3-¢ u3g., crep. — CaHKT-




[TerepOypr: Jlanb, 2023. — 124 c. — ISBN 978-5-507-45070-1. —
TekcT: amekTpoHHbIH // JlaHb: AIEKTPOHHO-OMONMOTEYHAs CUCTEMA. —
URL: https://e.lanbook.com/book/257537

3. HazapoBa H.A., ®@ocrakosckas E.B. 3amaunmk mo wHpOpMaTthke i BCeX
cnermansHocTeil. I BITIOY «FOYI'Ky, 2018.
Bapuant 1. B mporpamme MsWord coznats ma0ioH pacropsauTEIbHOTO JOKYMEHTA C

HCIOJIb30BanueM roneir Word
2. JInst cBOETO MPEATIPUATHS COCTABUTD aKT Ha CIIMCAaHUE MATePHAIbHBIX IICHHOCTEH.
ITpumeps! odopmiteHHs aKTOB TOCMOTpeTh B KoHCynbsTaHTe +.

ITaker npenoaaBareis

3aganmue 1:

1. Hano onpenenuts, Kakue 4acT AOKyMeHTa OyayT U3MEHsIEMBIC, a KaKue
MOCTOSIHHBIMU. Hen3MeHsieMble 4acTi JOKYMEHTa HaOMpaloTCsi 0OBIYHBIM 00pa3oM.
[ITaboH HaJO COXpaHATh C COOTBETCTBYIOIIUM pacuiupeHueM *.dotm nepen
Ha4aJIoM paboTHI.

2. V3MeHsieMble 4acTH JOKYMEHTa co3/atoTces npu nomoiuu noseid Word. ITone —
3TO HabOp KOJOB, CIYKAIIMX I aBTOMAaTHYECKONH BCTABKH B JJOKYMEHT TEKCTa,
rpaduuecKuX ITEMEHTOB, HOMEPOB CTPAHUII M IpYrux cBeaeHuil. Hanmpumep, mome
Date BcTaBisieT Tekymyto aaty, a noie TIME — tekymee Bpems. [lons takxke
WCHOJB3YIOTCS AU BCTABKU PAa3IMYAIONINXCS JaHHBIX B TOKYMEHTHI CIUSIHUS, TAKHE
Kak JTOKyMEHTHI Ha Onanke. UTOOBI BCTaBUTH MOJI€ HAIO BHINMOJHNATH BeraBka —
Okcnepcc - Onoku — [Tone. B nosiBUBIIEMcs OKHE BBIOPaTh HYXKHOE I10JIE U
HIeNKHYTh KHONKY Koasl moss. [[ns nmepexiroueHus Mex 1y IpoCMOTPOM KOJIOB
moJie U uX 3HaueHUH ucnonap3yire kaaBumu ALT+F9 mnu BeI3BaB KOHTEKCTHOE
MEHIO 1oJIsl U BeIOparh Kojbl / 3HaUeHuUs moJiel.

3. Eciu BB XOTHTE BCTaBUTH MOJIE, B KOTOPOM OYIYT IMOSICHEHUS 1JIsl UCIIOJHUTES,
Y TEKCT TOSICHEHUs OYJEeT BBIACISATHCS BECh IPOCTO MPHU LISTYKE MBIIIM HAa HEM, C
MOCJIEAYIONEH 3aMEHOM 3TOTO MOSACHEHNUS Ha PEaJIbHBII TEKCT, TO CIEAyeT
BOCIOJIB30BaThCs nojeM MacroButton. B xozxe sToro mosst Hazo BBECTH UM
Makpoca M cooOIIeHHe, T.€. TEKCT, KOTOPHIH OyJeT Hare4yaTas B 1oJIe pu
IpocMOTpe 3HaueHus nois. T.K. Makpoca, 3aKpeIIEHHOTO 3a 3THM II0JIEM HET, TO
HaJ0 IPOCTO BBECTH Jr0boe nms, HanpuMep, NoMacro. Kox mannoro nons Gyzner
BeITIIsAETh Tak: MacroButton NoMacro [BBogsaTcs nmosscHeHus A1 HCIIOTHUTENS |.
4. Ho B 1OoKyMeHTE ObIBaeT HEOOXOIUMBIM JeaTh BO3MOXKHOCTh BbIOOpA U3 CIHCKA
cJIOB (HampuMep, Ha3BaHHE BUIA JOKyMeHTa). {1 3TOTO HCIONB3yeTCs MoJie
AutoTextList. O6muit Bun mosst: AutoTextList «Tekct»\s «Umst cTrmsim\t
«ITonckaszka»

4.1. Kirou s — onpenenseT KOHTEKCT s 1mojsl. To ecTh BBI JOJKHBI CO3/4aTh COO-
CTBEHHBIA CTHIIb U TOOABUTH IOJ ATUM CTHJIEM CJIOBA B aBTOTEKCT.

4.1.1. JInst co3nanns coOCTBEHHOTO CTHIIA HA BKJIajake [maBHas menkaute Ctunm , B
MOSIBUBLIEMCSI OKHE IIeNKHUTe KHONKY Co3nath ctuib . B okHe Co3nanue cTuis
BBEJIUTE UM CTHIIA (HAllpUMep, CBOIO (PaMIIIMIO) M LICJIKHUTE NepeKiaovarens "B
HOBBIX JOKYMEHTaX, HCIOJb3YIOIIUX 3TOT cTHIb". 3aTeM menkHute OK.

4.1.2. Terepp, 4T0OBI JOOABUTH CJIOBA B CIIHCOK aBTOTEKCTA MO 3THM CTHIEM
HaJ[0: HAIMMCaTh CJIOBO (HAIIpUMep, BUJ JOKYMEHTA) BBIJCIUTH €r0 M BRITIOJIHUTD
BceraBka - Oxcmpecc-610ku — COXpaHUTh BBIICICHHBIN (parMeHT B KOJIIEKIIHIO
sKcrpecc-010k0B. B nosBuBmemcs oxue B nojne "Kosurekiusa" BeIOpaTsh ABTOTEKCT.
A B mosnie "CoxpaHuTh B" U3 pacKphIBaIOIIETOCS CIHCKa BBIOpaTs ViMs Bamrero daii-
na. Takum oOpa3oM 1006aBUTH BCE HY)KHBIE Ha3BaHMS BUJOB JOKYMEHTOB B aBTO-
TEKCT.V

4.1.3. Ecniu BBeJIeHO HE HY>KHOE CIIOBO B aBTOTEKCT, TO yJIAJIUTh €r0 MOXHO, BHI3BaB
O0KHO Dxcrpecc-010ku — OpraHu3aTop CTaHAAPTHBIX OJIOKOB.

4.2. Kimou t — onpenensieT moJcKa3Ky, KOTopasi BCIUIBIBAET, IIPHU HABEJCHUH MBIIIH
Ha IoJe.

5. B nokymMeHTe MOXXET MOHa00UTCS BBOAUTH TEKYIIyI0 naty. st aToro
Bocnozib3yiitecs noiaem Date

00O’ Turan”
Br100op THa JOKyMeHTa

01.11.2023N"Homep apoxkymenra'




"Ha3zBanue ropoaa"
"BBeauTe 3arojioBoK JOKyMeHTa"
"BBenuTe KOHCTATUPYIOILIYIO YaCTh TEKCTa JOKYMEHTA"
Bri6epute Ty pacnopsikeHus

"BBeauTe pacnopsAMTENbHYIO YacTh TEKcTa"

Jupexrop C. C. banmok.
3aganue 2:
YTBEPX/AIO
I'enepanbusiit aupexrop OO0 "HOO Turan"
Bagmok. C. C.

29 oxTs6ps 2012r
AKT 0 ciMcaHuM MaTepuaibHbIX HeHHocTed Ne(000001
Konpr

dhopma o OKV]] 504230
nara 29.10.12
mo OKIIO | 21184740

Opranuzanus: OO0 "HOO Tutan"

MarepuajbHO OTBETCTBEHHOE JINIO: bopyHoBa. A. b.

koMuccusi B cocrase: I'eHepanbHbiii qupekrop bamrok. C. C., miaBHbIN
oyxranrep bopynoBa. A. b. u ToBapoBen Konmor A.B., Ha3HaueHHas
npuka3zoM oT 26 okta0pst 2012r. Ne 1, mpousBena mpoBepKy BHIIaHHBIX B
AKCIUTyaTallli0 MOJpa3/eeHus MaTepHalIbHbIX 3allacoB M YCTaHOBMJIA
(bakTHUecKoe pacxXolOBaHUE CIEOYIOUIMX MaTepHalioB 3a TEpPUOA C
25.06.2012 no 27.10.2012:




MaTepHaIbHEIC i [prumnna cmcanus
0 | ®aKTHYEeCKH U3PACXOIOBAHO
LCHHOCTH P MaTepHaIbHBIX IICHHOCT
M
Enun | a
uIa
usMme | p
Haumenosn Ko pern | a| Komn- Ilena, Cymma, Onncanmue
aHue o c| Bo pyo. pyo.
X
0
pi |
a
1 2 3 4 6 7 8
Baz- 2107 | 001 | En. 1 85,000 85,000 ABTOMOOMITH HE
TOJITEKATT
BOCCTAHOBIICHHIO,
TOCTIC aBapHU.
ITuctomer | 002 . 1 24000 24,000 B cnencteun
Tokapesa OaJTUCTHYECKOM
(TT) AKCTIEPTUREI, OBLI
oOHapyXeH aedext
HaTPOHO-MO/IAIOIIETO
MEXaHH3Ma.
Ip-Kamepa | 003 | It 1 109600 | 109,600 Ioctpanana npu
Panasonic noxkape Ha
WV- TEPPUTOPUU
SC386E OXpaHsAeMOro
00BeKTa.
Uroro: | 218,600

MarepuajbHble 3anachbl H3PACX0A0BAHbI B IIOJJHOM 00beMe

ITpencenarens komuccnu I'enepanbubiii nupexrop baarok. C. C.

Unens! komuccun: [maBublil Oyxrantep bopyHosa. A. b.
ToBaposen Konnos A.B.

Kputepuu onenku

OTan4HO

3agaHue BBIIONHEHO TMOJNHOCTBIO CAMOCTOATEIBHO H
[OJIHOCTBIO COOTBETCTBYET IOCTABICHHOW 3ajade MM
o0Opasiy.

Xopo1o

3amaHre BBHIIONHEHO TIONHOCTBIO CaMOCTOATENEHO U
[TOTHOCTBIO COOTBETCTBYET IIOCTABJICHHOW 3a7ave WA
o0Opasily, HO TpU OSTOM JOMYIIEHBl HECYIIECTBEHHBIE
HETOYHOCTH, YCTPaHEHHBIE 0e3 TOMOIIIM MPEToIaBaTelIs.

Y,Z[OBJ'ICTBOpI/ITeJ'IBHO

3ajaHrue BBINIOJHEHO HE B TMOJHOM O0beMe WM He
[OJIHOCTBIO COOTBETCTBYET IIOCTABJICHHOW 3ajadye WM
oOpasily, Tpd 3TOM  MOTYT  OBITh  JIOMYIIEHBI
HECYUIECTBEHHbIE HETOUHOCTH, YCTPAHEHHBIE C MOMOIIbIO
MpenogaBaresl.

HeynosneTBoputensHo

3a)1aHne HC BBIIIOJIHEHO U IMOJHOCTBIO HE COOTBETCTBYCT]
IOCTaBIICHHOM 3a1a4c nim 06pa3uy, JAOITYHICHBI
CYLHICCTBEHHBIC HETOYHOCTH, KOTOPBIC 06y‘laIOIIII/II\/'IC${ HC
MOXKCT YCTPAHUTD.




KHUM Ne 5

KOMILIEKT 3AJAHUIM A5 IPAKTHYECKOTI'O 3AJTAHUS

Tema 3. Anaan3
IKOHOMHYECKHX
noxkasareJiei
JesTeJIbHOCTH B
3JIeKTPOHHBIX
TA0JIHNIIAX

DJIeKTPOHHBbIE TAOTUIIBI: OCHOBHBIE MOHSITHS U CIIOCO0 OpraHu3auuu
AOcom0THAs U OTHOCHTEIIbHAS aapecanuu B hopmynax. Macrep GyHKImiA
[TocTpoenue rpadukoB u auarpamm cpeacrsamu MS Excel

ITon6op mapamerpa. TaGnuIIbl TOICTAHOBKU

Konconupaius nanaeix. CBOIHBIE TaOIUIIBI

Hcnonp3oBanue (PMHAHCOBBIX (QYHKITUH I PEIICHHUS YKOHOMUYECKUX
3a7a4

dopMa KOHTPOJIS

Brimonnenue IMPAKTUYCCKOI'0O 3aJaHus

Bua koHTpOJISI

WNuauBunyansHas pabota

Bovinonnume 3a0anue 6 snexmponnvix madnuyax MS Excel

Cnemupukamu | K11
a IIK

TIAL.1-1, TI1.1-2,
My1.1-1, I31.1-1
y1.1-2, I131.1-2

TIK. TI12.6-1, [1]12.6-2
2.6 y2.6-1, TTY2.6-2
I132.6-1

TK. TJ2.7-1
2.7 ny2.7-1

1132.7-1
TIK. T1J14.6-1
4.6 1Y4.6-1
1134.6-1

Cnenudukann | OK.02
a1 OK

0[1.02-1, 0A.02-2, O1.02-3
0Vv.02-1, OY.02-2, OY.02-3
03.02-1, 03.02-2, 03.02-3

OK.09

0/1.09-1, O1.09-2
0Vv.09-1, OY.09-2
03.09-1, 03.09-2

YciaoBuss  BLINOJHEHHUSA
3aJaHus

[TpakTrueckas paboTa MPOBOAUTCS B ayJUTOPHUH,
BpeMs mposesieHus pabotsl 1 yac 30 MuHyT

HucTpykuus s | HomydnTs 3aaHue 1 BBIONHUTD MPAKTHIECKYIO paboTy,
CTYIEHTOB
O0opynoBanue u s mpoBeneHust paboThI MPUMEHSETCS CIEAYIOIIee OCHAILCHHE:
OCHaIlleHue — obopynoBaHue:
- 51K
— -Macrosoft Excel
Hcrounuku OCHOBHbBIE HCTOUHUKH:

1. Jmutpuesa, T. M. Peuienre skOHOMUYECKUX 3a1ad CPEACTBAMHU
Microsoft Excel: yuebno-meTonudeckoe mocooue / T. M. JImurpuena. —
Mocksa: PYT (MUUT), 2019. — 63 c. — Tekct: snekTpoHHbIH // JlaHb:
AIIEKTPOHHO-OMOIMOTEeTHAS cucreMma. — URL:
https://e.lanbook.com/book/175583 » (AmurpueBa, T. M. Pemenue
SKOHOMHUYECKMX 3amad  cpeactBamu  Microsoft Excel:  yduebnO-
metoanueckoe nmocodue / T. M. JImutpueBa. — Mocksa: PYT (MUUT),
2019. — 63 c¢.— Tekcr: oamekTpoHHBIN // JlaHB: 3IEKTPOHHO-
oubmuoreunas cuctema. — URL: https://e.lanbook.com/book/175583

2. XKypasnes, A. E. Undopmaruka. IIpaktukym B cpeme Microsoft
Office 2016/2019 / A. E. XKypaBneB. — 3-¢ m3m., crep. — CaHKT-
[TerepOypr: Jlamp, 2023. — 124 c¢. — ISBN 978-5-507-45070-1. —
TekcT: snekTpoHHBIN // JlaHb: 2JIEKTPOHHO-OMONMOTEYHAs CHCTEMa. —




URL: https://e.lanbook.com/book/257537

3. HazapoBa H.A., ®@ocrakoBckas E.B. 3amaunmk mo wH(pOpMaTHKe I BCeX
cnermansHocTeil. I BITIOY «FOYI'Ky, 2018.

Bapuant

B mporpamme MsExcel
3aganmue 1:

Co3naiite Tabnuiy 3aJlaHHOTO BapHaHTA, BBIOJIHUTE HEOOXOIMMBIE pacyeThl U
odopmiieHne TabIuUIBI 0 00pasLLy.

,IlCK.']a]]ll]] OBAHHE I'PAKIAAHAMH 10X010B

[on [TogoxomgHeIH HATOT, KonnuecTBo nonyueHHBIX HATOMOBBLIMH
YTIauHBAEMBIH MO JeKnapaiusaM opraHamu Jeknaparmit
(m1H. py0.)
2002 33,9 660
2003 79.6 1079
2004 960.8 1611
2005 2436.6 2616

Brrancnuth cpeqHuil pa3mep moJ0X0IHOTO Hallora (B ThIcsiuax pyOrieii) mo ogHou
JIeKJIapalliy 3a Ka) bl rof.

3aganue 2:
CocraButh Tabnmiyy, KOTOpasi MO3BOJSIET COCTABUTH BEIOMOCTH  Ha

pruoOpeTeHne epCoHANBHBIX KoMITbioTepoB (ITK) 11 HekoToporo XomauHra.

XonauHr — oOBEIMHEHHE HECKONBbKHX (GupM. Byaem momararb, 9TO OH MOXET
BKJIIOYATh (PUPMBI IBYX BHJIOB: POCCHICKHE W COBMECTHBIC.

Cumnrath, 4TO BhIUKCICHUE cToMMOCTH [1K mpoucxomuT ciaenyromnmm o0pa3om.

bazoBas cronmocts kommbrotepa —1000 USD u moxeT mensatoest. Kype USD 30
pyO. 1 MOXKeT MeHsThCs. Bee pacueTs! BecTH B pyOIsx.

Poccuiickue mnpeanpusTHa IUIATAT 0a30BYI0 CTOMMOCTH IUIIOC HAajol Ha
nobaenennyto crommocts (HIIC) 20%.

Cosmectnsbie mpennpustast HJIC He miatsT.

Kaxnmas ¢pupma mokymnaet HecKoJIbKo KoMmbloTepoB (o1 1 1o 100 mr.).

Kaxxgass ¢pupMa mMeeT mpaBo Ha CKHAKY B 3aBUCHMOCTH OT MTOTOBOI CYyMMBI.
[Ipu nokymnke:

- 10 10 KOMIIBIOTEPOB - HET CKUJIKH;

- o1 10 10 25 - ckuaka 5%;

-0T 25 10 75 - ckuaka 10%;

- cBbIIe 75 - ckuaka 15%.

TpeGoBaHuUS K pellIeHUIO:

o Kaxxaiast cTpoka 00s13aTesIbHO CONIEPIKUT CIIEAYIOLIYI0 HH(POPMALIUIO:

- Ha3BaHUE (QUPMBI;

- BuJ pupmsr,

- KOJIMYECTBO MPHOOPETEHHBIX KOMITBIOTEPOB;

- CTOMMOCTB KOMITBIOTEpOB 0e3 cKuaku u mpu Heodxoanmoctu ¢ HIC;

- CTOUMOCTB CO CKHJIKOH (K OTLIare).

e lI3menenne ba3osoii cronmocti 1 kypca USD aBromarndeckn BeneT K n3MeHe-
HUIO CTOUMOCTH.

® BbIyuciuTh:

- 00IIY0 CTOUMOCTH (K OILIATE) MO XOJAUHTY;

- OTJENIFHO CYMMBI (K OIIIaTe) Ui ABYX KaTeropuid (uUpM B 3aBUCHMOCTH OT BHIA
(hupMBL.

e [TocTponuTs KpyroByl0 AMarpamMmy Uil WUTIOCTPAMK OIH CyMMAapHOH CTOH-
MOCTH (K OTIaTe) KOMITBIOTEPOB IS KaXKI0TO BHAA (QHPM.

Pexomenpanum:

xpaHuTh bazoByro croumocth U Kypc USD B oTAENBHBIX sUeiikax;

JUIl Ha4MCJIECHUS CKUIOK 3aBECTH CIIPABOYHUK, B KOTOPOM BXOJ - “KOJIMYECTBO

KOMITBIOTEPOB”, @ BBIXO/I - BeJIM4YHMHA ko3 uuunenta it Hauncienus ckuaku (0; 5; 10 u
15%).




IMaker npenogasarens

3ananue 1

A B 2 D
1 [leknaprpoBaHue TPaKAaHamMm1 HAN0T0B
. Komaecteo
TTonoxonHei Hamor, -
., [TONMYYEHHEIX Cpenmuit pazMep NonoxogHOTO
Ton VIITaYHUEASMBIIT TT0
HAIOTOEBIMH OpPraHaMi Haora (Teic. pyo.)
OeKTaparam (MH.pya.) -
2 IeKTapariHii
3 2002 33,9 660 51363,6
4 2003 79,6 1079 737720
5 2004 960,8 1611 596399,8
6 2005 2436,6 2616 931422,0
0
Tabnua B pexxume 0ToOpaxKeHus: PopMyi:
i gl
A B C D
1 JlexnapupoBaHue rpaAaHamm Hanoros
Tlomoxonment HamoT, Komugecteo monyaeHssIx
VILIaYHMEacMBIi [10 HATOTOEBIMH OPTaHAMIT Cpenmuii pasmep MogoXooHOTO Hanora (TeIc.
2 | T'opg | mexmapanmam (MmuH.pyb.) JeKnaparit pyb.)
3 2002 [33,9 660 =p3,/C3*1000000
4 2003 (79,6 1079 =B4/C4*1000000
5 2004 [960,8 1611 =B5/C5*1000000
6 [2005  |2436,6 2616 =B6,/C6*1000000
7
3aganue 2
A B C D E F G H 1 Pl K L M N o f
basosan
Koauvectao | Croumocts MK K onnate, cToumocTs MK
1 Nen\n XoamHr Bug MK 623 CHHANA, pYE. pyb. 1000|usD
z 1]000 "Becra” potcHiicki 2| 72000) 72000] Hypc UsD 30/ pys.
3 2|0AO "KomureT" COBMECTHbI 13 350000 370500 HAC 20%
4 3|3A0 "MKP" PpoccHitckmii 45 1620000 1377000 Crugka
5 4|3A0"Knacouk” DOCCHIRCKHA 69| 2484000 2111400 .80 10 K 0
6 5[000"3TMKA" COEMECTHbIA 54] 1620000 1377000 oT1 1080 257K 5%
7 6|0AQ"MepcnekTHEa"| COBMECTHbIH 70| 2100000 1785000 oT 25 a0 75 MK 10%
8 poccuiickuii 100 3600000 3060000 oT 75 NK 15%

7000 Kanmna"
8|

3A0"Crex” coBMecTHbIi

34]

1020000 867000

poccHiichni

55

10 S[3A0"Amac"
11 10{000"KzaHt"

poccuiicrnit

60|

K onnare, py6.

1980000 1683000
2160000 1836000

3500000 2050000

2000000

2500000 2111400
2000000 + 1785000

377080/

1500000

1000000 uKonnzre, pyb

500000 7,00
0 =

&
o
e
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Kputepuu ouenku

OTan4HO

3aaHie BBINOJHEHO MOJHOCTBIO CAMOCTOSITENBHO U
MOJIHOCTHIO COOTBETCTBYET IIOCTABJICHHOI 3ajaue WK
00Opa3siry.

Xopomuio

3amaHre BBIONHEHO TIOJHOCTBIO CaMOCTOATENBHO U
[TOJTHOCTBIO COOTBETCTBYET IIOCTABICHHOW 3adadye WIIN
o0pasily, HO TIpW OTOM JOIYIICHB HECYIIECTBEHHBIC
HETOYHOCTH, YCTPaHEHHBIE O€3 MMOMOIIH MPEToAaBaTesl.

Y,Z[OBJ'ICTBOpI/ITeJ'IBHO

3ajaHue BBINIOJHEHO HE B TMOJHOM O0beMe WU He
[OJIHOCTBIO COOTBETCTBYET IIOCTABJIEHHOW 3ajade WM
o0Opasiy, Tmpu  3TOM  MOTYT  OBITh  JOIYIICHE]
HECYILIECTBEHHbIE HETOYHOCTH, YCTPAHEHHBIE C MOMOIIbIO
npenogaBaresl.

HeynosneTBopuTenbHO

3azaHNe HE BBINOJHEHO U MOTHOCTBIO HE COOTBETCTBYET
MOCTaBJICHHOW  3ajade WM o0pasily, JOIYyLICHHI
CYIIECTBEHHbIE HETOYHOCTH, KOTOpble OOydJaromuiics He
MOXKET YCTPAHUTb.




KHUM Ne 6

KOMILIEKT 3AJAHUIM A5 IPAKTHYECKOTI'O 3AJTAHUS

Tema 4. CnnpaBouHo-
NPaBOBbIE CHCTEMbI

CnpaBo4YHO-NPAaBOBbIE CHCTEMbI

[Touck noxymenToB B CIIC «KoncynpranTtliroc» mo 3ajaHHbIM
peKBH3UTaM (KCIOB30BaHNE HH(DOPMALIMOHHBIX PECYPCOB VIS TIOMCKA U
XpaHeHus1 HOOPMAIIHH).

Pabora co cipaBouHO# HHpOpMaIHeid. 3aroIHeHUE TOKYMEHTOB

Pab6ora co cinoBapem TepmuHOB. Co3aHue Mo00pKU JOKYMEHTOB
Okcnopt gokymenta B MS Word nimm MS Excel

dopMa KOHTPOJIS

Brimonnenue IMPAKTUYCCKOI'0O 3aJaHus

Bua koHTpOJISI

WNuauBunyansHas pabota

Buinonnume 3a0anue ¢ ucnomvsosanuem CIIC «Koncynomanmlnocy

Cnemudukanqu | IK L1 [ TILI-LTALI-2,
K nvi.1-1,131.1-1
i y1.1-2, M31.1-2
TK. TJ12.6-1, [1]12.6-2
2.6 1y2.6-1, 11Y2.6-2
1132.6-1
TK. 12.7-1
2.7 ny2.7-1
1132.7-1
TK. T1J14.6-1
4.6 I1y4.6-1
1134.6-1
Creuudukann | OK02 | O.02-1 01022, 011.02:3
OK 0v.02-1, OY.02-2, OY.02-3
i 03.02-1, 03.02-2, 03.02-3
OK.09 | O[.09-1, O1.09-2
0OVv.09-1, OVY.09-2
03.09-1, 03.09-2
VYeaosus  BbinoaHenus | [Ipakrudeckas paboTa NpoOBOIUTCS B ayIUTOPHH,
3aiaHus BpeMs IpoBeAeHUs paboThl 45 MUHYT
HNucTpykuus quist | TlomyunTs 3a1aHue U BBINONHUTB IPAKTHIECKYIO paboTy,
CTYIEHTOB
Oo0opynoBanue n Jnst mpoBeaenns pabOThl MPUMEHSETCS CIEAYIOIIEee OCHAIIEHHUE:
OCHaIlleHue — obopynoBaHue:
—-IK
— - CIIC «KoucynprantlImtocy
Hcrounuxn OCHOBHBIE HCTOUHUKH:

1. Hmutpuena, T. M. PenieHre 3KOHOMUYECKUX 3a7ad CpPEICTBAMU
Microsoft Excel: yue6HO-MeTomuueckoe nocodue / T. M. JImutpuesa. —
Mocksa: PYT (MUUT), 2019. — 63 c. — Texct: anekTpoHHbIH // JlaHb:

ANIEKTPOHHO-OUOINOTEUHAS cucrema. — URL:
https://e.lanbook.com/book/175583 » (AmutpueBa, T. M. Pemenue
OPKOHOMHYECKHX 3amad cpeactBamu  Microsoft  Excel:  yueGHO-

Metoauueckoe nocodue / T. M. JImutpueBa. — Mocksa: PYT (MUUT),
2019. 63 c¢.— Tekcr: osnexktpoHHbiii / JlaHb: 92IEKTPOHHO-
oubmoreunas cuctema. — URL: https://e.lanbook.com/book/175583

2. Kypasnes, A. E. Undopmaruka. [Ipaktukym B cpene Microsoft
Office 2016/2019 / A. E. XKypasneB. — 3-e¢ usn., crep. — CaHKT-
[TerepOypr: Jlamp, 2023. — 124 c¢. — ISBN 978-5-507-45070-1. —
TekcT: 3nekTpoHHBIN // JlaHb: 3JIEKTPOHHO-OMONMOTEYHAs CHCTEMa. —




URL: https://e.lanbook.com/book/257537

1. Hazapoa H.A., ®ocrakoBckas E.B. 3amauamk mo wmHpOpMaTHKe mIsI BCeX
cnermansHocTeil. I BITIOY «FOYI'Ky, 2018.

Bapuant

Hatinure Tunosoit norosop B CIIC «KoncynsranTlLimocy u 3KCopTHUpyiiTe JaHHBIE B
MS Word. Cocrasbre moroBop Kyruti-tipopaxu st npeanpustast OO0 «CeBepHoe».
HeoOxonnmele 1aHHbIe J00ABUTh CAMOCTOSITEIIBHO.

Ilaker npenmoaaBaTteJist

JOTOBOP
KYIUIM-TIPO/IAKH MePCOHATBHOI0 KOMIbIOTEPa

. Marauroropck 28 mapra 2013r.
OO01I1eCTBO C OTPaHUYCHHON OTBETCTBEHHOCTRIO "CeBepHoe'B Jmiie Aupekropa MBanosa
Cepres BragmvupoBuya,
(HarMeHOBaHHE OPTaHU3AINH, €€ OPTraHN3aMOHHO-TIpaBoBas (hopma) (IOHKHOCTB,
0)5(0)}
JICWCTBYIOILIETO HA OCHOBAaHWU YCTaBa, UMEHYeMbIi B nanbHeieM «IIponaseny, ¢
OJTHOM cTOpPOHBI, 1 OTKPBITOE aKIIMOHEPHOE 0011ecTBO "My3a" B JHIle TeHEPaTbLHOTO
nupekropa @enoposa [lerpa Banosuua,
(HauMeHOBaHME OpraHU3allNH, €¢ OPraHU3aMOHHO-TIPaBoBas popma) (TOHKHOCTD,
DUO)
JICHCTBYIOILLETO Ha OCHOBAHUU YCTaBa, UMEHYEMbIH B nanbHelmeM «llokynarensy, ¢
JIPYTOl CTOPOHBI, 3aKITIOYMIIN HACTOSIINAN JJOTOBOp O HIDKECIICAYIOMIEM:
1. Ilpeamer norosopa

1.1. B cooTBeTCcTBHH ¢ HAacToAMM JoroBopoM [Ipoxasern o0si3yercs nepenars B
cobcTBeHHOCTH [loKymaTes o nepcoHaNbHBINH KOMITBIOTED, CEPUIHBIN HOMEp:
E4600P36280523 (mmenyemoe B nanpHeleM «O6opynoBanuey), a [lokymarens
o0s13yercst mpuHsITh 310 OOOPYAOBaHUE U YIIATUTH 33 HErO IMOKYIHYIO LIEHY B IOPSIIKE,
MIPEAYCMOTPEHHOM YCIOBUAMM HacTodiiero Jlorosopa.

1.2. IlepconanbHblil koMmnbloTep HAa cymmy 11800 pyoOueit (oanHHAALATE THICSY
BoceMbcoT pyoneit), B T.u. HIC 18% - 1800 pyOneii (ogHa ThICSIua BOCEMBCOT pyOIieii).
2. IIpaBa u ods13anHOCTH CTOPOH

2.1. IIponasery 0b6s13yeTcs:

2.1.1. mepenars [Toxynatento OOopymoBaHUE HAIISKAIIECTO Ka4eCTBa U B
00yCIIOBIIEHHOM HACTOSIIIMM J[OrOBOPOM acCOpTHMEHTE.

2.1.2. omHOBpeMeHHO ¢ mepenadeit ObopynoBanus nepenars [lokynarento BCo
HeoOxoxnMyto TokymeHranuio Ha Obopynosanue. [lepenada odopmisiercst AKToM
npueMa-repeiady J0KyMEeHTaINH.

2.2. lloxynarens o0s3yeTcst mpuHATH OOOPYyI0BaHUE U YIUIATUTh MOKYITHYIO IIEHY Ha
COTJIACOBAHHBIX YCIIOBHSIX.

3. Ilepenaua o6opynoBaHust

3.1. Ilepenava ocymectrisiercst uepe3 10 pabodux JHEN ¢ 1aThl BCTYIIEHUS HACTOSIIETO
Jlorosopa B cuiy.

3.2. [lepemaga O6opynoBaHNS TPOU3BOANTCS HA TeppUTOpHH Tpeanpuatus [Iponasma
o ajgpecy: YenssOnHckast o6nacts, I. MarHuToropcek, yi. MammHocTpounTenei, 28.

3.3. Akt npuema-niepegaun OO0pyn0oBaHUs MOAITUCHIBacTCs NpecTaButeIsiMu CTOPOH B
4 sx3eMIuIsIpax, U3 KOTOPBIX 2 3K3eMIUIspa nepefatorcs [lokynarento u 2 sx3eMIusipa —
[Tponasuy.

3.4. Iloxynarens 00s13aH BeiBecTH OO0pynoBanue ¢ repputopuu [Iponasua ceoumu
CHJIAMH U 3a CBOH cdeT B TeueHne 10 KaneHIapHbIX THEH ¢ JaThl MOANUCAHN AKTa
npuema-niepenaan O6opynoBaHHUS.

4. Ilena 1oroBopa U NOPsIAOK OMJIATHI

4.1. Ilena O6opynosanus coctasnser 10000 pyoneit, B .u. HIIC 1800 py6neii. O6mmas
CyMMa TIepCOHATBHOTO KoMmIbioTepa - 11800 pyoiei.

4.2. Onnara npousBoaurcs B pyousix no kypey LIb P® na nens ocymecTsieHus
TuIaTexa.

4.3. Onnara npou3BOJUTCS ITyTEM IEepEUrCIeHUs JCHESKHBIX cpeicTB Ha cueT [Iponasna.
5. KauecrBo. 'apanTun kavecrBa

5.1. KauectBo O0OopynoBaHusi, nepeaaBaeMoro 1o HactosieMy Jlorosopy,
COOTBETCTBYET JieHcTByIomUM B Poccuiickoit depepaniuu cTangapTaM U TEXHUUECKUM




YCIIOBUSIM.
5.2. Ilponasen; rapantupyet [Tokynarento HOpMaIbHYIO padOTy IIPOJIaBAEMOT0
O0opynoBanus IpH ycinoBuu codmonenns [lokynarenemM HHCTPYKIHUI 1O €ro
TEXHUYECKON IKCIUTyaTaluu.

6. O0cToAITE/ILCTBA HENPEOJ0JIMMOI CHIIBI

6.1. CTOpOHBI 0CBOOOXKAAIOTCS OT OTBETCTBEHHOCTH 33 HEHUCIIOJIIHEHUE WU
HEHaJIeKallee UCIOMHEHNE CBOUX 00s13aTeNbCTB 10 HacTosAmeMy JloroBopy B cirydae
JEUCTBHS OOCTOSITENBCTB HEPEOIOINMON CHIIBI, TPSIMO HIIM KOCBEHHO
MPEMATCTBYIONINX UCTIOMHEHUIO HACTOSIIETo JJoroBopa, To €CTh TAaKNX 0OCTOSTEIBCTB,
KOTOpBIE HE3aBUCUMBI OT BoJM CTOPOH, HE MOTVIH OBITh MU NPEABUACHBI B MOMEHT
3aKirodeHust JloroBopa u MpeoTBPaIeHbl PAa3yMHBIMU CPEICTBAMH IIPH UX
HACTYIUICHHU.

6.2. K oOcTosiTenbcTBaM, yka3aHHbBIM B 11.6.1. JloroBopa OTHOCSTCSI: BOifHA U BOCHHBIC
JICWCTBHSI, BOCCTAHHE, SIIMJIEMUH, 3eMJICTPSICEHHS, HABOJAHEHHMSI, TI0XKaphl U APYTUe
CTUXHIHBIE OECTBHS, HENOCPEACTBEHHO 3aTParkBaroIe MPEJAMET HACTOSIIETO
JloroBopa u ipyrue coObITHS, KOTOPbIE KOMIIETEHTHBIN apOUTPaXKHbIH Cyl MPU3HACT U
OOBSIBUT CITy4asiMH HEIPEOJOIUMON CHIIBL.

6.3. CropoHa, IOIBEpIIIasACs JEHCTBHUIO TAKUX OOCTOSATEIHCTB, 00s13aHA HEMEJICHHO B
MIICbMEHHOM BHJIE YBEIOMUTH ApyTyio CTOpPOHY O BOSHHKHOBEHHH, BUZIE ¥ BO3MOXKHOM
MPOJOJDKUTEIBHOCTHU JICHCTBHSI COOTBETCTBYIONINX 00cTOATENbCTB. Ecin aTa CTopona
HE COOOIINT O HACTYIUICHHH OOCTOSITEIILCTB HEMIPEOJOIMMOI CHITBI, OHA JINIIACTCS
IpaBa CCHUIATHCSI HA HETO, Pa3Be YTO CAMO TaKOE 0OCTOSATEIBCTBO IPETITCTBOBAIO
OTHPABJICHUIO TAKOTO COOOIICHHSI.

6.4. HactymieHue o0CTOSATENbCTB, IPEAYCMOTPEHHBIX HACTOSIIEH CTaThe, P yCIOBHU
cobOnronenus TpedoBanmii 11.6.3. HacTosmero /lorosopa, NpoaieBaeT CPOK UCTIOTHEHHS
JIOTOBOPHBIX 00513aTEIbCTB Ha MEPUO/I, KOTOPHIN B 11€JI0M COOTBETCTBYET CPOKY JCHCTBUA
HACTYIHBIIET0 0OCTOSITENILCTBA M PA3yMHOMY CPOKY JUISL €r0 YCTPaHEHHSI.

6.5. B ciiyudae ecii 00CTOATENBCTBA, IPELYCMOTPEHHBIE HACTOSIIIEH cTaThbel, UIATCS
6onee 10 gueit, CTOPOHBI COBMECTHO ONPENENAT AalbHEHIIYI0 IOPUANIECKYIO CYIBOY
Hacrosiero Jlorosopa.

7. OTrBeTcTBeHHOCTH CTOPOH

7.1. B cayuaae npocpoukn [IpoaBua B MCTIOITHEHUH 00sI3aTENbCTB 110 Iiepeiade
O06opynoBanus, MOCIEAHNH yITaYuBaEeT MeHIO B pazmepe 10 mpomeHTa oT CTOMMOCTH
O0opynoBaHuUs 3a KQKIBIA AEHb TPOCPOUKH.

7.2. B ciiyuae mpocpouKHy IIaTexei, ykazaHHbIX B 11.3.2. HacTosIero Jlorosopa,
[NoxynaTens ymaaduuBaet IeHIO B pa3mepe 10 mporeHTa oT CyMMBI, IOAJEXKAIeH yIuare,
3a KaK/Jbli IEHb IIPOCPOUKH.

8. IIpoune ycnoBus

8.1. Cnopsl u pa3HoIyIacus, BO3HUKIINE U3 HACTOSIIEro JJoroBopa wiu B CBSI3U C HUM,
OyayT pemarbest CTOpOHAMHU IyTEM MIEPErOBOPOB. B ciryyae HETOCTHIKCHHUS COTITACHS
CIIOp TIepeaeTcsi Ha PACCMOTPEHUE B ApOUTPAKHBIH CYI.

8.2. JIroObIe IPUITOKEHHUS, TIPOTOKOIBI, I3MEHEHHUS U TOTTOTHEHUS K HACTOAIIEMY
JloroBopy IEeHCTBHUTENBHEL, TOIBKO €CIIH OHU COCTAaBIICHBI B TUCEMEHHO (popMe 1
MIOJIIACAHBI YITOTHOMOYEHHBIMU IpencTaButessiMu 00enx CropoH. [Tox nmiuceMeHHO
thopmoii CTOpoHBI JUTs 1iesiell HacTosmero JJoropopa moHUMAIOT KaK COCTABIICHHE
€IMHOTO JIOKYMEHTa, TaK U OOMEH MUChbMaMU, TeJlIerpaMMaMu, COOOIICHUSIMH C
HCIIOJIb30BaHUEM CPEICTB (PaKCUMUIIBHON CBSI3H, MO3BOJIIFOIIMME HIACHTU(DHUIIMPOBATD
OTITPABUTEIIS U 1Ty OTIIPABJICHHUS.

8.3. JTroObIe HOMOTHEHUS, POTOKOJIBI, MPUIIOKEHUS K HacToseMy JloroBopy
CTaHOBSITCSI €r0 HEOTHEMJICMBIMH YaCTIMH C MOMCHTA UX MOANUCAHHS
YIOJIHOMOYCHHBIMH TIpeACcTaBUTesIMU 00enx CTOpOH.

8.4. Hacrosuii JIoroBop 3akitoueH B ABYX 9K3eMILISIpax, UMEIOLUIMX OJJUHAKOBYIO
OPUIIUYECKYIO CHITY, IT0 OHOMY ISl K&XKJJOH M3 CTOPOH M BCTYIIACT B CHITY C JIAThI €r0
TIOJIITHCAHUSL.

9. Anpeca u 0aHKOBCKHE PEKBH3HTHI:

TTPOJABEIL] ITOKVYIIATEJIb

000 "Cesepnoe" OAQ "My3a"

Anpec: 455000, Yensournckas 001acTh, Anpec: 455000, Yenssounckas
00J1acTh

r. MaruuToropck, via. MaumHOCTpouTene, 28 r. Maruuroropck, np. Jleauna, 34




WHH/KTIIT 7719561255/771901321 WHH/KTIIT 772000052/772102315

P/c 40702810200070011021 P/c 40702728524000000092
BUK 044525320 bank "Pycckumii cranmapt” BUK 046568998 Bank "Pycckmii
Crangapr"
Jupexrop I'enepanbblil gUpEKTOp
/C.B. iBaroB/ /TL.NA. ®emopos/
(Tomch) (moamwcek)
28.03.2013r. 28.03.2013r.
M.IL M.IL
Kputepuu onieHku OTIn4HO 3ajaHue BBIMOJHEHO IIOJIHOCTBIO CaMOCTOATENBHO U
MOJTHOCTBIO COOTBETCTBYET IIOCTaBIEHHOM 3afade WU
oOpasiy.
Xoporo 3amaHue BBINMOJHEHO TIOJHOCTBIO CaMOCTOATENBHO U

MMOJTHOCTBIO COOTBETCTBYET IOCTABICHHOH 3afaue Wiy
o0paslly, HO MpH 3TOM JOINYIICHbl HECYIIECTBEHHBIC
HETOYHOCTH, YCTPaHCHHbIE 6€3 TIOMOIIH IPeToiaBaTells.
YIOBIETBOPUTEIBHO 3ajaHuE BBIIOJHEHO HE B IOJHOM 00beMe HIM HE
MOTHOCTBIO COOTBETCTBYeT IIOCTABICHHON 3ajade Min
o0pasiy, HpH  3TOM  MOTYyT  OBITH  IOIYIICHBI
HECYIICCTBCHHBIC HETOUHOCTH, YCTPAHCHHBIC C ITOMOIIBIO
[pernoaBaTes.

HeynoBneTBOpUTEIHHO 3amaHre HE BBIOJIHCHO M MOIHOCTBIO HE COOTBETCTBYET|
MMOCTABIEHHOH  3ajmaue  Miu  00pasily,  JOMYIIEHBI
CYILIECTBEHHbIE HETOYHOCTH, KOTOpbIE OOydYaromiuiics He
MOYKET YCTPAHUTD.

3. Kommiexkt KUM niist npoMexyTOYHOM aTTecTalMU

[TpomesxyTouHast aTTecTanus npoBoauTes B popme audGepeHnpoBaHHOTO 3a4eTa

Ilpomesxcymounas ammecmayus 6 ¢hopme ougpepenyuposannozo 3auema npo8oOUMcs 8
OHU, NPOGedeHUs NOCTeOHe20 3aHAMUSL NO OUCYUNTUHDL.

Hughdepenyuposannviii 3auem— 3mo Gopma npomerHcymouHo20 KOHMpO/s, Yeiblo KOmopou
ABNAEMCS OYEHKA MeOPemuteckux 3HAHUL U NPAKMU4ecKux HAasblKo8, CNOCOOHOCMU CMYOeHmAa K
MbIWIEHUIO, NpUOOpemenue HABbIKO8 CAMOCMOAMENbHOU pabomvl, yMeHue CUHMe3Uposams
NONyYeHHble 3HAHUA U NPUMEHAMb UX npu pewlenuu npaxmuveckux. Ilpu nposedenuu
NPOMENCYMOYHOU ammecmayuy ypo8eHb 0CE0EHUs OYEHUBAEMC S OYEHKAMU «OMIUYHOY, «XOPOULOY,
«y00811€eMBOPUMENbHO», «HEYOO08I1emMBOPUMETbHON.

Ilpu nposedenuu npomesicymounot ammecmayuu ucnoav3yromes cieoyowue KUM:

- bunemuwl 015 OughghepenyuposanHo2o 3avema.

llepeuenvy meopemuueckux 60npocog 8vloaemcs cmyoeHmam He nosouee, yem 3a Mecsy 00
Hauana ceccuu. bunemwvi oghopmasaromca no ycmanoeneHHOMY 00pazyy U Xpamamcsa 6 nanke
coomeemcmeyrowell 06paz08amenbHOU NPOSPAMMbL 8 KAOUHeme nPeoMemHo-YUKI080U KOMUCCUU.
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HEPEYEHbG 3AIAHUM K 3AYETY

®dopMa KOHTPOJIS

JuddepenunpoBaHHbIil 3a4eT

Bua koHTpOJIs

IMPOMCEIKYTOYHAA aTTCCTAl A

O0BLEeKTDBI OLIEHKH:

Crenudunxanus TIK T 1-1, TI01.1-2,
K 11 y1.1-1, T131.1-1
y1.1-2, 1131.1-2
MK. | OJ2.6-1, [1]12.6-2
2.6 1Y2.6-1, [1Y2.6-2
1132.6-1
MK. | 02.7-1
2.7 y2.7-1
132.7-1
K. | [J4.6-1
4.6 1V4.6-1
1134.6-1
Crenudukanus OK.02 | OM1.02-1, O/1.02-2, OJ1.02-3
OK 0VY.02-1, 0Y.02-2, OY.02-3
03.02-1, 03.02-2, 03.02-3
OK.09 | OJ1.09-1, O/1.09-2

OV.09-1, OVY.09-2
03.09-1, 03.09-2

Yei10BUs IPOBEIEHUA

KommnbrotrepHast aynuropusi, 3a0anus (Kapmouku) K 3auenty.
Bpems noAroToBkU CTy/IeHTa K OTBETY 45 MUHYT

HucTpykums aist
CTYIEHTOB

1. BeiOparb kapTouky (KapTouka COIEpKUT 6 MPaKTUIEeCKUX
3a[aHui).

2. 3a 60 MUHYT TOTOTOBUTH OTBET HA OUJIET.

3. 3ammMTUTH OTBET MPETIOIaBATEITIO.

OobopynoBanue n
OCHAIlleHHE

Komnsrotepnas aynutopus, 11K, 10, Oymara, nmucsMeHHbIe
MIPUHAITIC)KHOCTH

HcTounukn

OCHOBHBIC HCTOUHHUKH:

1. Hmvurpuesa, T. M. Pemenue dKOHOMHUYECKHX —3a1a4
cpencrBamu Microsoft Excel: yuebHo-mMeronuueckoe mocobue / T.
M. ImutpueBa. — Mocksa: PYT (MUUT), 2019. — 63 c. — Tekcr:
ANEKTPOHHBIN // JlaHb: dIIEKTPOHHO-OMOIMOTEYHAs] CHCTeMa. —
URL: https://e.lanbook.com/book/175583 » (Amutpuea, T. M.
Pemenne »sxoHommueckux 3amad cpenctBamu  Microsoft Excel:

yuebHo-MeTonuyeckoe nocobue / T. M. JImutpueBa. — Mocksa:
PYT (MUUT), 2019. — 63 c.— Tekcr: anekrpoHHBbI // JlaHb:
ANIEKTPOHHO-OUOINOTEUHAS cUcCTEMa. — URL:

https://e.lanbook.com/book/175583

2. KypasneB, A. E. Hudopmaruka. Ilpaktukym’ B cpene
Microsoft Office 2016/2019 / A. E. XypasneB. — 3-e u3j., crep. —
Cankr-IlerepOypr: Jlanp, 2023. — 124 c¢. — ISBN 978-5-507-

45070-1. —  Tekct:  »nexkTpoHHbI /  JlaHB:  DJEKTPOHHO-
OoubnuoTeyHas cucrema. — URL:
https://e.lanbook.com/book/257537

1. Hazaposa H.A., ®docrakosckas E.B. 3agaunnk no uHpopMaTuke i Bcex

crneruanbHocTel. 'BIIOY «HOYI'Ky, 2018.

Ilepeyenn 3a1annii 3a4eTa

Ilepeuucnenue 3adarnuii




1IPHJIO’KEHUE 1

Kpurepun oueHkun

OTIN4HO

CTaBUTCS 00YJarOIIEMYCsl, IIPOSIBUBIIIEMY
BCECTOPOHHUE U NTYOOKHE 3HAHUS Y4€OHOTO
Marepuaia, OCBOUBIIEMY OCHOBHYIO U
JTOIIOJIHUTEIBHYIO JTUTEPATYPY,
0OHAPYKUBIIIEMY TBOPUECKHE CIIOCOOHOCTH
B [IOHMMAaHWH, U3JIOKCHUHN U ITPAKTUYCCKOM
MCTIOJIb30BaHNH YCBOCHHBIX 3HaHM. OTleHKa
«OTIIMYIHO» COOTBCTCTBYCT BHICOKOMY
YPOBHIO OCBOCHUSI JUCITUTUINHBI.

Xopo1io

CTaBUTCS 00yJarOmEMyCsl, IIPOSBUBLIEMY
[0JIHOE 3HaHHWE y4eOHOro MaTepuaina,
OCBOUBILIEMY OCHOBHYIO PEKOMEH/JOBAHHYIO
TEeparypy, OOHapyKUBLIEMY CTaOUIbHBIN
XapakTep 3HAHUW ¥ YMEHUH B CIOCOOHOMY K
X CAMOCTOSATEIbHOMY IPUMEHEHHUIO, U
OOHOBJICHHIO B XOJI€ MOCIIEAYIOIIErO
00y4eHUs ¥ IPAKTUUYECKOH J1eTeTbHOCTH.
O1neHKa «XOpOII0» COOTBETCTBYET
IOCTAaTOYHOMY YPOBHIO OCBOEHUS
TTUCIIUIINHBL.

VY0BIETBOPUTEIBHO

CTaBUTCS 00YYarOIeMYyCsl, IPOsIBUBLIEMY
3HAHWS OCHOBHOTO y4eOHOTO Marepuasa B
00BeMe, HeOOXOTUMOM IS TTOCIIEAYIOIIEro
00yUeHMSI ¥ TIPEICTOAIIEH TPAKTUIECKOM
e TENIbHOCTH, 3HAKOMOMY C OCHOBHOM
PEKOMEHI0BAaHHOU JIUTEPATYPO,
TOTTYCTUBIIEMY HETOUHOCTH MPHU OTBETE, HO
B OCHOBHOM 00J1ajatoIieMy HEOOXOAUMBIMU
3HAHUSAMU U YMEHUSIMU JJIS1 UX YCTPAaHEHUS
[PY KOPPEKTUPOBKE CO CTOPOHBI
npenonasatens. OneHka
«YIOBJIETBOPUTEIIHHO» COOTBETCTBYET
TOCTaTOYHOMY YPOBHIO OCBOEHUS
TTUCITUTUTAHBI,

HeynosnerBopurenbHO

CTaBUTCS 00yJaroumemMycsi, 0OHapyKUBLIEMY
CYLIECTBEHHBIE TPOOEIbI B 3HAHUH
OCHOBHOTO y4eOHOIr0 Marepuania,
TOMTYCTUBIIEMY PUHLUITNATIbHBIE OLTUOKU
[IPY IPUMEHEHUH TEOPETUUECKUX 3HAHUM,
KOTOpbIE HE MTO3BOJISIIOT EMY MTPOAOIKUTH
00y4YeHHE WU MPUCTYNUTH K MPAKTHUECKON
NesITeIbHOCTH 0€3 TOMOTHUTEIbHON
[OATOTOBKH IO JAaHHOM TUCHMIUIMHE (U
MJIK). OrieHka «HEYynOBIETBOPUTEILHOY
COOTBETCTBYET HU3KOMY YPOBHIO OCBOCHHSI
IACLUATIIINHBI.




IIpunoorcenue 1
(Obpasey nepeunsi 60npocos u NPaAKmMuyeckux 3a0anuil 0Jist OUp@GepeHyuposanno2o 3auéma)

[ocymapcTBeHHOE OrOMKETHOE TTPOhecCHOHATBHOE 00pa30BaTEIbHOE YUPEIKICHUE
«FOxHO-YpanbCKU TOCYIaPCTBEHHBIN KOJIIIEIK

PaccMoTpeHo Ha 3acelaHuK NpeIMETHO-IIUKIOBOM YTBEPX/IAIO:

komuccuu MHGOpMaMOHHBIX TEXHOIOTHI 3am. gupekropa 1o yueoHou padore Kammrosckas T.C.

[Ipencenarens TTHK « » 20 N
/Hazaposa H.A. /

IIpotoxon Ne ot 20

T.

Bonpocs! (3aganus) K 1uppepeHuMpoOBaAHHOMY 3a4ETY

[To yue6Hoi mucturnHe MHdopMaliioHHbIe TEXHOIOTHH B PO(EeCCHOHABHOMN
NEeATEIIbHOCTH

CneunanbHocth 38.02.01 DxoHOMUKA U OyXTalTEPCKU y4eT (110 OTPaciisiM)
20 -20 y4eOHBIN TOJT
[IpenonaBarens (MpenogaBaTesn)




IlepeueHb BONPOCOB U MPAKTHYECKUX 32124
(npuxIaovieaemcs nepedeHb B0NPOCos U NPAKMUYECKUX 3a0ad 8 CKBO3HOM NOPSOKe)

Nel. CocraBbre nMUChbMO-TpUITIAIIEHUE OPTraHU3AIMOHHOTO KOMUTETa «DKCIOLIEHTP» 3aKPHITOMY
aknronepHomy obmectBy «Poccusi»n, OAO «IIporpeccy», MomokozaBomy Ne 1 1. YensOuHcka ¢
MPEJIOKEHUEM IIOCETUTh CHELUAIN3UPOBAHHYIO BBICTaBKY «CelbCKOX03MCTBEHHAs TEXHUKA U
IIPOMBIILJIEHHBIE JIMHUU NEPEPA0OTKU CEIbXO3IPOAYKLIMU». BhICTaBKa MPOXOAUT B NOMEUICHUU
BBICTABOYHOTO IIeHTpa «Boctounsie Bopora» T. Yemsabuncka ¢ 05.05.2012 r. mo 8.05.2012 .
3asBKy Ha ydYacTHE€ B BBICTaBKEe HeoOxoaumo mnpuciarb n0 25.04.2012 r. HcnomHnurenem
JOKyMEHTa yKakute ce0si. OcTallbHbIe PEKBH3UTHI YKQOKUTE CAMOCTOSTEIBHO.
Ne2. CocraBbre mucbMo-oTka3 YenssOMHCKOrO MPOM3BOACTBEHHOIO OOBEAMHEHUS SHEPreTHKU U
anekTpudpukanun «Yens63Hero» AUPEKTOPY ABTOMATHO-MEXaHHYECKOTO 3aBOJla O IOTallleHUU
3aJI0JKEHHOCTH 3a DJIEKTPOIHEPTUIO0 HA JITOTHBIX YyCIoBHsX 0Oe3 mHiekcauuu 3a nepuog 2011-
2012 rr.  UcnonnurteneM JOKyMeHTa yKaxuTe ceOs. OcTambHble PEKBU3HUTHI  YKAXKHUTE
CaMOCTOSITEINIbHO.

Ne3. Cozpaiite Tabnuiy mo nanHomy obOpasimy. [IpousBenute Bce HE0OXOAUMBbIE BBIUHMCICHUS MpPU

noMouu (GopMyn U CTPYKTYPHI CLIEHApHs

A | B | ¢ D
1 IpHOELTE 0T peanBAIIN OpoaYKITI
2 |ObreM npoHsECICTER IIIT. 15000
3 |IleHa peanmzallHy THEC. pyh H00
4 |Brpyaxa MIH. Py,
£ |3aTpaTH Ha MaTepHanil  |(mnE.pyh | 2800
B |3apaboTHad mmata MnE. pyh | 6400
7 |Hauucnenwua ga sapomaty |(mnm.pyb. | 2688
8 |IIpoune saTpaThl MnH.pyh | 1800
8 |Hroro satpar MITH. Py,
10 | Ilpubrine MITH. by,
11

Ornpenenure Mpu NOMOIIM CLIEHApUsI PELICHUS 3a/1a4H1:

-pa3Mep MpuOBLIN, €CIN YBEIHUMBaeTCs IieHa peanu3anuu 10 870 Teic. pyo.;

-pazMep mpuOBLIN, €CITH YBeIHnunBaeTcs 00beM npou3BoacTBa 10 20000 1mT., mpu 1eHe peanu3alny B
800 TrIC. pyo.

Ne4. Wcnionb3yst pexuM mofdopa mapameTpa u TaOiauily mMpuObUIA OT peau3aiiy MPOIyKIIUHU, OIpe-
JIeNMTEe BEIMYUHY [IEHBI peai3aliy, YTOO0bl IPUOBLTL COCTABMSIA 2 MIIP.pYO.

No5. Metonom nonbopa mapaMeTpa onpeaeNuTe 3apiiaTy COTPYIHUKOB Gupmbl it hoHa
3apabotHoii marsl 300 000 p.

Hcxonnbie naHHbIC MPUBEICHBI HA PUCYHKE:



HITaTHoe pacniucanue (pupmbI

3apmiara
Kypbepa 3800,00
Kod. 3apmiara Kox-Bo CymmapHas
JoaxkHoCcTh Kod.A B COTPYIHHKA COTPYAH 3apiiara
Kypbep 1 6
Mnanmmit
MEHEKED 1,3 8
Menemxkep 2,6 500 10
3aB.oTHeI0M 3,1 1200 3
IJIaBHBINA OyX 41| 1200 1
IPOTPAMMUCT 1,6 800 1
CHCTEMHBII
AHAJIUTUK 3,6 500 1
T'eH.IUPEKTOP 52| 2000 1
don1 3apabOTHOM TUTATHI

Ne6. Metoom mmodopa nmapamerpa OonpeieuTe 3apIiaTty COTpYAHUKOB GpupMbl 11 poHIa
3apaboTHoii tuater 350 000p.
VicxomHble TaHHbIC MPHUBEIACHBI HA PUCYHKE
A | B [ ¢ | D | E [ F |
LitTaTHoe pacnucaHue (hUpMbl

N
2
3 | 3apnnata Kypbepa 3500
4
3apnnata | Kon-eo |CymmapHan
5 JonxkHocTh Kodp.A | Kodp. B | coTpynHHMKa | coTpyaH | 3apnnata
B |Kypeep 1 B
7 |Mnanwui meHegxep 15 g
8 |Menepxep 3 10
9 [3ae.otAenom 3 1000 3
10 [rnagHeld Byx 5 1
11 |nporpammucT 15 1500 1
12 |CHMCTEMHEIA SHANMTHE 4 1
13 |reH. nupekTop 5 2000 1
14 tong zapaboTHOR nnatel

15
Ne7. BioxeHna HekoTopasi CyMMa JIEHET B OaHK I10]1 CIIOXKHBIH MPOLIEHT U HEOOXOAUMO Y3HAaTh, KAKYIO
CyMMYy IIOJIyYUM 4epe3 ompeieneHHoe BpeMs. HauanpHbiii pasmep Bkiaga paseH 15 000 p., cpok
BKiaga — 10 net, a mporieHTHas ctaBka 5 %.

VcxonHble JaHHbIE IPEACTABICHbI B TaOIHIIE:

Pasmep Bkiama 15000
Cpoxk Bkiazia 10
[IporieHTHas cTaBKa 9%

Koaddunment napamupanus

Cymma BeIILIIAT

BrinonHuTe Bce HEOOXOIMMBbIE pacyueThl.

Vrazanus: KoaddunumeHT HapanmBaHus- K €IUHUIIE TPUOABIISICTCS 3HAYCHHE STYCUKHU «ITPOTICHTHAS
CTaBKay, U Pe3ylIbTaT BO3BOAUTCA B CTEINIEHb, TOKA3aTENIb KOTOPOI paBeH KOJIHUYECTBY JIET («CPOK
BKJIQ/Ia»).

CyMMma BBITUIAT- TIPOU3BENICHUE pa3Mepa BKIaa Ha KOd(hOUIIMEHT HapalMBaHHUSL.

No8. Onpenenure npu MOMOIIM CIEHAPUS PEIICHUS 3a1a4u:

-CyMMY BBIIIJIAT, €CJIM yBEITMUUBaeTCs pa3mep Bkiaga 1o 25 000 Teic. pyo., mpu cpoke Bkiaaa 10



JIET;

-CyMMY BBIIUIAT, €CJIM CPOK BKJIa/Ia COKparaercs 70 8 jet, npu pazmepe Bkiana B 15 000 teic. pyo.

(B rotoBOM crieHapuu JOJKHBI IPUCYTCTBOBATh CIICAYIONIME 3HaYCHUs: TeKkymue 3Ha4eHus, Pazmep
BKi1a1a, Cpok BKJIaaa).
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