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1. MACIIOPT PABOYEM ITPOI' PAMMBI YYEBHOM JUCIHUILIAHBI
«HdopManoHHbIe TEXHOJIOTHH B PO(ecCHOHAILHOM /1esITeIbHOCTID)

1.1. Ob6aacth nmpuMeHeHUsi mporpamMmbl. Pabouas mporpamma y4eOHOW TUCIMILIMHBI
«lH(popMallMOHHBIE TEXHOJOIMM B NPO(PECCHOHATBHON JAEATENBHOCTUY» SABIAETCS YacTbiO
nmporpamMmbl ToAroToBKU creruanuctoB cpennero 3seHa (IMIICC3) mo cmenmansnoctu 21.02.05
«3eMenbHO-UMYIIIECTBEHHBIE OTHOIICHUS» U elnHa I BceX (hopM 00ydeHHUs.

1.2. Mecto yueOHoii aucuunaunsl B crpykrype IIIICC3: yueOHas aucuuriiHa
«H(popMallMOHHBIE TEXHOJOTMM B HPOPECCHOHATBHON MAEATENIbHOCTU» OTHOCUTCA K TIpyIe
o0mienpogpeccuoOHaNbHBIX JUCHUIUIMH IPOPECCHOHATIBHOIO LUKJIA.

1.3. Heau u 3agaum y4eOHOIl IUCHMIUIMHBI — TpeOOBaHMS K pe3yabTaTaM OCBOCHHUS
y4eOHON JUCIUTUTHHBI:

B pe3ynbrare ocBoeHUs yueOHON AUCHUILIMHBI CTYIEHT JOKEH

UMeTh NPAKTHYeCKHIl ONbIT:

— TIOWCKA, aHAIM3a W OLEHKM MHPOpPMALWHU, HEOOXOAMMOM JUIsl TIOCTAHOBKU M PEIICHUS
poeCCHOHANIBHBIX 3a]1a4;

— HCIOJIb30BaHUsT HMH(OPMAlMOHHO-KOMMYHUKALIMOHHBIX TEXHOJIOIMH M CHEelHaIbHBIX
IPOTPaMMHBIX CPEJICTB JJIs pelieHus Mpo(hecCHOHAIBHBIX 3a/1a4;

yMeThb:

— HWCIOJB30BaTh HHPOPMALMOHHBIE PECYPCHI JIJIS TIOUCKA U XpaHEHUsT HHPOPMAIUH;

— 00palaThIBaTh TEKCTOBYIO U TAOJIMYHYIO MH(OpMAIHIO;

— HCHOJB30BaTh AEJIOBYIO IpaduKy U MyJIbTUMEINA-UH(OPMALIHIO;

— CO03/aBaTh MPE3CHTAIINH;

— TPHUMEHSTh AHTUBUPYCHBIE CPEJICTBA 3aIIUTHI HH(OPMAIIHH;

— yuTaTh (MHTEPHPETHPOBATH) HUHTEpdEiic  CcnenualIn3upoBaHHOIO  MPOrPAMMHOIO
o0ecreyeHns, HaX0IUTh KOHTEKCTHYIO ITOMOIIlb, pa00TaTh ¢ JOKYMEHTAIUEH;

— TPHUMEHSATH CIEMUATU3UPOBAHHOE MPOTrpaMMHOE oOecriedeHne sl cOopa, XpaHeHHS U
00paboTky HHGOPMAIIMU B COOTBETCTBUU C U3y4aeMbIMH MPO(ECCHOHATBHBIMU MOIYJISIMU;

— TMI0JIb30BaThCs ABTOMAaTHU3UPOBAHHBIMH CUCTEMaMHU JIEIOIPOU3BO/ICTBA;

— MPHUMEHATh METOJIbl U CPEJICTBA 3aIUTH HH(pOpMAaIH;

B pe3ynpTare 0CBOCHHS AUCIUIUIHHBI 00YJAIOITUICS TOJDKEH 3HATD.

— OCHOBHBIE METOABI W cpelncTBa OOpaOOTKH, XpaHEHHs, Tepelayd W HaKOIUICHHS
uHpOpMaINH;

— Ha3HauYeHHe, COCTaB, OCHOBHbBIE XapaKTEPUCTUKU KOMITBIOTEPA;

— OCHOBHBIE KOMITOHEHTBI KOMIIBIOTEPHBIX CETEH, MPUHIINIIBI TAKETHOW Tepeaayn TaHHBIX,

OopraHu3alnio MEKCETEBOTO BSaHMO)IefICTBPIﬂ )



— Ha3HAYeHWE U NPHUHLHUIBI UCIOJIBb30BaHUS CUCTEMHOTO U IPUKIIAJHOTO HPOrPaMMHOIO
00ecCIICUCHHUS;

— TEXHOJOTHIO TMOHMCKa HMH(pOpMAMU B HWH(POPMAIMOHHO-TEICKOMMYHHUKAIMOHHON CETH
«uaTepuer» (manmee — ceth MaTEpHET);

— TIPUHIMIIBI 3aLUTH UH(POPMALIMK OT HECAHKLIMOHUPOBAHHOI'O 10CTYIIA;

— TIPAaBOBBIE ACHEKTHI HCIIOJIb30BAaHUS WH(POPMAIMOHHBIX TEXHOJIOTMH M HPOTPaMMHOTO
00ecCIICUCHHUS;

— OCHOBHBIE [TOHATHUS ABTOMAaTU3UPOBAHHONW 00pabOTKH MH(POPMALIUY;

— Ha3HaYeHHE, IPUHIMIIBI OPTaHNU3ALUHU U HKCIUTyaTallui HH(OPMALIMOHHBIX CHCTEM;

— OCHOBHBIE YTPO3bI U METO/BI 0OecieueHust HH(POPMAITMOHHON 6€30MaCHOCTH

B pesynbrare ocBoeHUs y4eOHOW AUCIUIUIMHBI JOJDKHBI OBITh C(HOPMUPOBAHBI:

00uue Komnemenyuu, eKutouawue 8 cedsi ChocoOHOCMb

OK 1. IloHnMaTh CyIIHOCTh M COLMAIBHYIO 3HAYMMOCTb CBOeW Oyayuied npodeccun,
IIPOSIBJIATH K HEW YCTOMYMBBINA MHTEPEC.

OK 2. Anamu3upoBaTh COLMATBHO-DKOHOMHUYECKHE ¢ TOJUTHYECKHE TPOOIEMBI |
IPOLIECChl, HUCIOJIb30BaTh METOJ(bl I'YMaHMTAapPHO-COLIMOJIOIMYECKMX HAyK B Ppa3jIM4YHBIX BHJAX
npo¢eCCHOHATIBHON U COLUAIBHOM JeSITEIbHOCTH.

OK 3. OpraHu3oBbiBaTh CBOIO COOCTBEHHYIO JI€ATEIbHOCTb, OINPEAEIATh METOIbl U
CI0COOBI BHITMOHEHUSI TPO(PEeCCHOHANIBHBIX 33/1a4, OLIEHUBATh UX 3(PPEKTUBHOCTH U KAYECTBO.

OK 4. Pemate npo0yieMbl, OIIEHHBAaTh PUCKM M MPUHUMATh PELICHHS B HECTaHJAPTHBIX
CUTYalMsIX.

OK 5. OcymiecTBisiTh MOWCK, AaHAIU3 U OLEHKY UH(pOpMaluu, HEOOXOAMMON s
MIOCTAaHOBKM M peIIeHUus NPOPECCHOHANBHBIX 3a1a4, MNPOPECCHOHATBHOIO M JUYHOCTHOTO
pa3BUTHSL.

OK 6. PaboTtarh B KOJUIEKTMBE M KOMaHje, oOecreuuBaTh €€ cIuloueHue, 3¢(HeKTUBHO
o01IaThesl ¢ KoJUIeraMu, pyKOBOACTBOM, IOTPEOUTEISIMH.

OK 7 CamocTosiTeIbHO OMPEeaTh 3a1a9u Mpo(heCcCHOHATBFHOTO U JIMYHOCTHOTO Pa3BUTHS,
3aHUMAaThCS CaMO00pa30BaHUEM, OCO3HAHHO IJIAHMPOBATH MOBBIIICHHE KBATHU(PHUKAIIUH.

OK 8 BBITb TOTOBBIM K CMEHE TEXHOJIOTHH B MPO(HeCCHOHAIBHON AeSITETbHOCTH.

OK 9 VBaxuTenbHO U OEpe’KHO OTHOCUTHCS K MCTOPUUYECKOMY HACIENUIO U KYJIbTYPHBIM
TpaauLUsAM, TOJIEPAHTHO BOCIPUHUMATD COLIMATIbHBIE U KYJIbTYpHbIE TPAIAULIUH.

OK 10 Cobniogate mnpaBujia TEXHUKH O€30MaCHOCTH, HECTH OTBETCTBEHHOCTh 3a
OpraHu3aIUI0 MEPOIIPHUATUH 1O 00ecTeYeHn 0 Oe30MaCHOCTH TPYIa.

npogheccuonanvnvle KomnemeHnyuu, coomeemcmeyowue OCHOBHBIM suoam

npogheccuoHanbHol OessmenbHOCmu



IIK 1.1 CocTaBnsTe 3eMeNbHBIN OanaHC palioHa.

I1IK 1.2 TloaroraBiuBath AOKYMEHTAIMIO, HEOOXOAUMYIO JUISl TIPUHSITHS YIPaBIEHYECKHX
pELICHUH 110 dKCIUTyaTaluu U Pa3BUTHIO TEPPUTOPUM.

I[IK 1.3 ToToBUTh NPENIOKEHHS II0 ONPEICICHUI0 HDKOHOMHYECKOH 3 deKTHBHOCTH
UCIIOJIb30BAaHUS UMEIOLIET0Cs HEIBUKMMOI'O UMYILIECTBA.

IIK 1.4 YyacTBOBaTh B IPOEKTUPOBAHUM U aHAJIM3€E COLIMAIBHO-3KOHOMHYECKOIO Pa3BUTHS
TEPPUTOPUH.

IIK 1.5. Ocy1mecTBiasiTh MOHUTOPUHT 3€MEJb TEPPUTOPHH.

[IK 2.1. BbINOSHATH KOMIUIEKC KaAaCTPOBBIX MPOLIETYD.

[IK 2.2. Onpenensite KalaCTPOBYIO CTOUMOCTb 3€MEJIb.

[1K 2.3. BeInoaHATh KaAaCTPOBYIO CHEMKY.

I1K 2.4. OcymiecTBiasATh KaJaCTPOBbIM U TEXHUUECKUH y4eT 0O0bEKTOB HEIBUKHMOCTH.

IIK 3.1. Bemonsate paboTel 0 KapTorpado-reoge3nueckoMy 00ECIIeYeHUI0 TEPPUTOPHIA,
co3/1aBaTh rpa)uyecKkue MaTepHabl.

[1IK 3.2. Hcmonb30BaTh TOCYJapCTBEHHBIE TEOJE3MYECKHE CETH W HMHBIE CEeTH JUIs
IPOM3BOJICTBA KapTorpado-reoe3nyeckux pador.

1K 3.3. Mcnonb30BaTh B NPaKTUUECKOM JESTEIbHOCTH T€OMH()OPMALIMOHHBIE CUCTEMBI.

[1K 3.4. Onpenenatbs KOOpAUHATHI T'PAHUL] 3€MEJIbHBIX YYAaCTKOB U BBIYUCIIATH UX IJIOLIAIHN.

[1K 3.5. BeINOAHATH MOBEPKY U FOCTUPOBKY I'€0JIE3UYECKUX PUOOPOB U HMHCTPYMEHTOB.

I1IK 4.1. OcymiectBasaTh c60p U 00pabOTKYy HEOOXOIUMOM M JOCTAaTOYHOM MHpopManuu ob
00BEKTE OLIEHKH U aHAJOIMYHBIX O0BEKTaX.

IIK 4.2. TIpow3BoAHWTH pacyeThl MO OIEHKE OOBEKTa OIEHKM Ha OCHOBE MPUMEHHUMBIX
MOJIXOJIOB U METOJIOB OLIEHKH.

IIK 4.3. OO6oOmare pe3ynabTaThl, MOJXY4YE€HHBIE IOAXOJAaMHM, M JaBaTh OOOCHOBAaHHOE
3aKJII0YeHHE 00 UTOTOBOM BEIMYMHE CTOMMOCTH O0BEKTa OLICHKH.

[IK 4.4. PaccuuThiBaTh CMETHYIO CTOMMOCTH 3JIaHUM M COOPYKEHHUU B COOTBETCTBHH C
JNEHCTBYIOIIMMU HOpMaTHUBaMH U IPUMEHSIEMBIMU METOJUKAMHU.

IIK 4.5. KnaccupuuupoBaTh 31aHUSI U COOPYKEHHS B COOTBETCTBHUM C TNPUHATON
TUIIOJIOTUEH.

[IK 4.6. OdopMiATE OICHOYHYIO TOKYMEHTAIMI0O B COOTBETCTBHH C TPEOOBAHUSIMHU
HOPMAaTUBHBIX aKTOB, PETYJIMPYIOIINX MPAaBOOTHOIIECHUS B 3TON 00JIaCcTH.

1.4. KoM4ecTBO 4aCOB HA OCBOEHME Y4eOHOI IMCIUIIMHBI:

MaKCUMaJIbHOU yueOHO# Harpy3ku oOydatomierocs 104 yaca, B ToM uucie: 00s3aTeabHON

ayJIMTOPHOM yIeOHOM HArpy3KH 00ydJaroIerocs 72 4aca, CaMOCTOsTEIbHON — 32 Jaca.



2. CTPYKTYPA Y COJAEP)KAHUE YUYEBHOW JUCIIUILINHBI

2.1. O0beM y4eOHOM TMCHUIIMHBI U BHAbI YU4eOHOIl padoThl

Buj yueOHoi1 padoThl

O0BeM yacoB

Ounas gopma 3aounas opma
MaxkcumasnbHasi yueOHasi Harpy3ka (Bcero) 104 104
Ob6si3aTesbHast ayJIuTOpHAasi yueOHasi 72 16
Harpyska (Bcero)
B TOM YHCIIE:
JIEKIIUA 36 6
nabopaTopHbIe padOTHI 36 10
MPAKTUYECKHUE 3aHATHS -
KypcoBas pabora -
CamocrosiTeIbHas padoTa cTyaeHTa (BCero) 32 88
B TOM YHCIIE:
CamocrosiTenpHas paboTa Haj — KypcOBOH -
paboToi (IpoeKTOM)
Pabora ¢ nHpOpPMAIMOHHBIMUA UCTOYHUKAMHU 10 20
Pedepatusnas padora 6 20
Pewenue 3anau - 20
TBopueckue 3a1aHus 5
ITonroroBka Mpe3eHTalMOHHBIX MaTepUaJIOB 6 16
JloMalnHsis KOHTpOJIbHAsA paboTa
Cocrasiienue TadIuIg 5 12
CocraBrneHue T€3UCOB -
ATTecTanys o JUCUUIIINHE Hudh. 3auem Hudh. 3auem




2.2.Coaepxanue ydeoHoi Aucuuminubl « AH(popManuoHHbIe TEXHOJIOTHH B IPO¢eCcCHOHATBLHOM 1eATeTbHOCTH

HaunmenoBanue
pa3iesioB U TeEM

Coaep:xkaHue y4ueOHOT0 MaTepuasa, JjabopaTopHbie U MPaKTHYECKHE PAdOTHI,
€caMOCTOsITe/IbHAs padoTa 00yYalIuxcsi, KypcoBasi padoT (IpoeKT) (eciu npedycmompeHul)

Oo0LeMm
4acoB

YpoBenb
OCBOEHH

Paszgean 1.

1. UndopManoHHbIe TEXHOJIOTHH U HX POJIb B COBPEMEHHOM 0011ecTBe

Tema 1.1.
IlonsiTue
HH(OPMAIHOHHBIX
TEXHOJIOTruid

Copep:kanue y4eOHOTro MaTepuaa

10

1 Onpenenenre NHPOPMALMOHHBIX TEXHOJIOTUH, OCHOBHBIE 3TAIlbl PA3BUTHS MHPOPMALMOHHBIX
TEXHOJIOTUH, BUbI HH(POPMAIIMOHHBIX TEXHOJIOTUI, NCIIOIb30BAHNE UH(DOPMAIIMOHHBIX
TEXHOJIOTUH U1 pa3pabOTKU CTPATErHy U MPUOPUTETHBIX HAIIPABICHUN Pa3BUTHUS
TEPPUTOPUH.

6

JlabopaTopuble pa6oTnl Ne 1, 2

Ne 1. Tpenunr «OpraHuzanusi MOMCKa HOPMATHBHBIX JIOKYMEHTOB I10 OOECIEUEHHUIO pPEexHMa
cekpetHocTH 1o pekBusutam B CIIC «Koncynbrant [1mrocy

Ne 2. Tpenunr «CoBMeCTHOE MCIIOJIb30BaHUE CIIPABOYHO-IIPABOBBIX CUCTEM U MH()OPMAIIMOHHBIX
TexHojoruil. Pabota ¢ TeKCTOM HallJIEHHOT'O JOKYMEHTa. AHaJIN3 JOKYMEHTOBY.

CamocrosiTesibHas padoTa 00y4YarOIIUXCH:

[ToaroroBka o teme: «PaboTta c HOpMaTUBHBIMH JJOKYMEHTAMU»

ITonroroBka pedepara o teme: «Kpurepuu 3¢ppekTHBHOCTH AEATEIBHOCTH CIELUANINCTa B chepe
HEIBUKMUMOCTH

ITonroroBka nokinana no teme: «Knaccuduxanns nHOPMALMOHHBIX TEXHOIOTUNA NPUMEHIEMbIX
JUIS @HAJIM3a PhIHKA HEJIBUYKUMOCTH)

Tema 1.2.
HNupopmannonnas
CHCTEMA

Coaep:xaHue yueOHOro MaTepuaJia

12

1 Omnpenenenne nHGOOPMALIMOHHON CUCTEMBI, HHTETPUPOBAHHBIE HH(POPMAIIIOHHBIE CHUCTEMBI,
Ocnognsle cBeieHbs 0 ®I'MC ET'PH, ee ucnons3oBanue 1y1st pemieHust 3a1a4 OTpaciu.

JlabopaTopHublie padorsl Ne 3,4, 5

No 3 «Pabota ¢ mankamu B CIIC «Koncynbrant ILiroc

Ne 4 «llouck noxymentoB B CIIC «Koncynprant Ilmroc» mo pekBH3UTaM JOKYMEHTa U IO
CUTYaIluN»

Ne 5 «Pabora c TekcTOM JOKYMEHTa: MOJy4YeHHE CHpaBKU O JOKyMEHTe, MOUCK (hparmeHTa
JIOKYMEHTA, YCTAaHOBJICHUE U y/IaJIeHUE 3aKIa/I0K B JOKYMEHTE)

CamocrosiTesibHast padoTa 00y4arOLIMXCH:
ITouck ocHOBHBIX 3aKk0HOB Poccuiickoit deneparuu B chepe 3eMeTHHOTO MpaBa ¢
ucnoap3zoBanueM CIIC

Pazpea 2.

OducHble KOMNIBIOTEPHbIE TEXHOJOIMH B MPO(ecCHOHATILHOM chepe




HaumenoBanue Conep:kanue y4ye0OHOIro MaTepuaJsa, J1ad0paTopHble U MPAKTHYECKUE PadoThl, Oo0bem YpoBeHb
pa3iesioB U TeM caMoCTosiTe]IbHAs paboTa 00yyaommxcs, Kypcopasi padbor (IPOeKT) (ecau npedycmompeHvl) 4acoB OCBOCHHS
Tema 2.1. Coaep:xaHue yueOHOIro MaTepuaJa 14
Komnbrorepubie 1 TexHomorus pa3padOTKH JIEKTPOHHBIX YHU(MDUIIMPOBAHHBIX IOKYMEHTOB ((hopM OIaHKOB, 6 1,2
CHCTCMBI IIOATOTOBKH TaOJIMIL, 1a0JIOHOB, MHCEM PACCHUIKH), UCIIOJIB3YEMbIX B TIOBCEIHEBHOW MPAKTHUKE
IJIEKTPOHHBIX CIICHAJINCTA 110 3€MEIbHO-UMYIIIECTBEHHBIM OTHOILIICHUSIM. 3amura JJIEKTPOHHBIX
YHUQDHUIHMPOBAHHBIX JOKYMEHTOB M UX OTJIEJBHBIX (parMeHToB. Co31aHne TUIEPTEKCTOBBIX TOKYMEHTOB.
AOKYMCHTOB [Tpuemsbl 3 dekTHBHOM pa3pabOTKU JOKYMEHTOB CIIOKHOU CTPYKTYPHI.
JlabGopaTopHble pa6oTnl Ne 6, 7, 8, 9 8 2
No 6. «Co3pmanue mnuceM, HakjJI€eK MpPH NOMOILIU CIUSHHUS JOKYMEHTOB B Cpele€ TEKCTOBOIO
nporieccopa Ms Word».
Ne 7. «Co3nanue ciykeOHBIX JOKYMEHTOB B Cpejie TeKCTOBOTo mpotieccopa Ms Wordy
Ne8. «Co3nanue Tabnul, cxem, pUCyHKOB)
Ne9. «Pa3paboTKu JOKYMEHTOB CIOKHOU CTPYKTYPBI»
CamocrosiTesibHAs paboTa 00y4aromMXCcs 8 3
[ToaroroBka npe3enTanuu 1o reme: «Crnocodbl COBEpIICHHS] KOMITBIOTEPHBIX MPECTYIIICHUH U UX
MIPENYNPERKIACHUE»
ITonroroBka no teme: «KoMIblOTEpHBIE CUCTEMBI TOJITOTOBKH JIEKTPOHHBIX YHU(DUIIUPOBAHHBIX
JJOKYMEHTOBY
Tema 2.2. Coaepxanue y4eOHOro MaTepuaa 14
Hcnonv3oBanune 1 TexHomnorus pa3paboTku Tabuui. TeXHOIOrus 3JIeKTPOHHBIX TaOIHUIL AT aHAIN3a, 6 2
BO3MO’KHOCTEH IUTAaHUPOBAHMS, IPOTHO3UPOBAHUS PA3BUTHS PhIHKA HEJIBUKUMOCTH U PELLICHUS
Ta0JIUIHOT O 3eMJICYCTPOUTENbHBIX 3a/1a4. IHCTpyMeHTalbHbIE cpesicTBa (pOpMaTUPOBAHUS TAOIHII.
npoueccopa aJst Anpecanus. Opranuzaius BBIYUCICHUH, TPUMEHEHHE BCTPOeHHbIX GyHKuui. ['padudeckoe
peleHunst npejcraBieHue JaHHbIX. CpeacTBa aHanu3a Tabau4HbIX JaHHBIX. KoHconuparms.
npogeccnoHaIbLHBIX Hcnonp3oBanue pacmupenHoro ¢puibtpa. [londop napamerpa. Ilouck pemenus. TaGmuiibl
3aja4 nosicraHoBKU. [IpomexxyTounslie utoru. CBoIHbIE TaOJINIIBL.
JlabopaTopusbie padoTnl Ne 10, 11, 12, 13 8 2
Ne 10. «Pa3zpaboTka nHAMBHIyaTbHOTO MpoekTa. COOp U XpaHEHHE JaHHBIX )
No 11. «Opranu3zanus gocrymna K JaHHbIM B 1C»
Ne 12. «Mcnonp30oBaHne HHCTPYMEHTOB aHaJIM3a JaHHBIX JJIs peIIeHus TPo(ecCHOHANBHBIX 3314
No 13. «Co3znanue u ucnosib3oBanus nurepderica. Opranu3anus 3alUThl JAHHBIX)
CamocrosiTesibHas padoTa 00y4arOIIMXCs 8 2

[TonroroBka no reme: «/cnonp3oBanue TaOIMYHOTO Mpolieccopa At 00pabOTKU JAHHBIX O




HaumenoBanue Conep:kanue y4ye0OHOIro MaTepuaJsa, J1ad0paTopHble U MPAKTHYECKUE PadoThl, Oo0bem YpoBeHb
pa3/iesioB M TeM CcaMoOCTOsITeIbHAasi padoTa o0ydyaumxcs, KypcoBasi padot (IPOeKT) (eciu npedycmompensi) 4acoB OCBOEHM
COCTOSIHUY PBIHKA HEIBHKHMOCTH)
Tema 2.3. Coaeprxanue yueOHOro MarepuaJa (JeKIus — BU3yaJau3anus) 12
TexHoJsiorust 1 Microsoft Outlook kak cpeacTBO aBTOMaTH3aMK paboyero Mecra pykopoautesss. OCHOBHBIE 6 2
KOPHOPATHUBHOI komnoHeHThl Microsoft Outlook. Bapuantsr npencrasnenunii. Marepdeiic Microsoft Outlook.
padoThI ¢ 2 ITpuemsr pabotsl ¢ fokymenTamu Outlook. MaTerpanus ¢ World Wide Web.
AOKyMEHTaMH JladopaTopubie padoTsl Ne 14, 15, 16 6 2
No 14. «Pabora ¢ nokymentamu Outlook»
Ne 15, 16. «Pabora ¢ Ms Outlook, kak cpecTBOM aBTOMATH3AIMK PAOOThI CIICIIMATIKCTA 3€MEIILHO-
MUMYIIECTBEHHBIX OTHOIICHUIA.
CamocrosiTesibHasA padoTa 00yyaouuxcst 4 3
IToaroroska no teme «Pabdora ¢ Ms Outlook»
ITonroroBka noknana no teme: «I[IpaBoBas 3anmTa HHGOPMAITIN
Pasznean 3. Hcnosb30BaHue pecypcoB HHTEPHET B MPO(eCcCHOHAIBLHOM 1eATeJIbHOCTH
Tema 3.1. Coaep:xaHue yueOHOro MaTepuaJia 10
Pecypcbt UnTepuer, |1 MeTopl ¥ CpelicTBa IMOMCKa, CHCTeMaTH3alliu, 00pabOoTKH, epe1adyi HHPOPMAIIHH. 6 2
UX HAa3HAYEeHHe U CriocoObI 3amUTHl SJIEKTPOHHBIX JJOKYMEHTOB U MX OTAEIBHBIX ()ParMeHTOB
XapaKTEePUCTHKA. Pecypcel HTepHET MX Ha3HaueHue U xapakrepuctuka. [Tonstus World Wide Web, posb B
OcHOBHBIE METO/bI 3eMeTbHO-UMYIIECTBEHHOM cepe OO1re CBeACHNUS O S3bIKaX THIIEPTEKCTOBON pa3METKH.
3aIMThI OnexTpoHHas noyra. [loHsTHe 00 31eKTpoHHOM L poBoii moanucu. TexHuueckoe odecrie-
HHpopManHu OT YeHHE 3IEKTPOHHOU 1uppoBoi noanucu. OpraHn3aliMoHHOE 00ecrieYeHNe AIEKTPOHHON
HEeCAaHKIMOHHUPOBAaH- dposoii noanucu. [IpaBoBoe obecneueHne MEKTPOHHON TU(POBOH MOIHCH.
HOI0 10CTyna JlabopaTopublie padoTsl Ne 17, 18 4 2
Ne 17. «AHanu3 cutyanyiv Ha pbIHKE HEABMYKUMOCTH T10 3aIIpOcaM MOJIb30BaTeNei B CETH
No 18. «Coznanue nnpopmanmonHoit 0a3sl 1yist paboTsl. PaboTa co cripaBOYHHKAMI)
CamocrosiTesibHas padoTa 00y4arOMMXCs 4 2
[MonroroBka mo Teme «CepBHUCH HHTEpHETa». KOHCTIEKTHPOBAaHUE TOTIOIHUTETLHON JINTEPATYPHI 110
teme: «Knaccudukanusi KOMIBIOTEPHBIX ceTel. Tomonorus cerei.
Bcero: 104

JIis XapakTepUCTUKH YPOBHS OCBOCHMS yUeOHOr0 MaTepualla UCIOJIb3YIOTCS CIeIyIoIue 0003HaueHuU:

1. o3HakoMuTeNBHBIN (Y3HABaHHE paHee U3yUEHHBIX 00BEKTOB, CBOICTB);

2. PEeTNpOyKTUBHBIN (BBITOIHEHHE ACATEIBHOCTH TI0 00pa3ily, MHCTPYKIIMU HIIH TIOJ PYKOBOJICTBOM)

3. IpOIyKTUBHBIN (TJIAHKPOBAHKE M CAMOCTOATEIBHOE BHIMOJHEHUE JESATEILHOCTH, PelIeHne MPoOIeMHBIX 3a/1a4)




3. YCJIOBUS PEAJIMBAIIMU YYEFHOU JUCHUTLJIAHBI

3.1. TpeGoBaHusi K MUHUMAJILHOMY MaTePHAIBLHO-TEXHHYECKOMY 00ecneYeHH 0

Peanuzanus yuebnoit aucrumimasl MHQOpMaoHHbIe TEXHOJIOTHH B MPOQECCHOHATBHON
JeATeIBHOCTH TpeOyeT Hamnuus yueOHO#t TabopaTopiu HHYOPMAIIMOHHBIX TEXHOIOTHIA.

O6opynoBanne y4eOHOTO T1a0OPATOPHUM: CTOJBI JIJISI KOMITBIOTEPHOW TEXHUKHU; CTYINIbS IS
paboThl 32 KOMITBIOTEPOM; O3KpaH /i padOThl MPOEKTOPa; IUIACTHKOBAs JOCKA; pa3laTOYHbIH
Marepuall; MUChbMEHHBIH CTOJ U CTYJI JUIsl MPETIOIaBaTels.

Texuuveckue cpencTBa OOyUCHHS: COBPEMEHHBIC MTEPCOHABHBIC KOMITBIOTEPHI; JTOKAIbHAS
CeTh C BBIXOJIOM B IJI00aJIbHYIO ceTh VIHTEpPHET; MPOEKTOP; KOHIHIIMOHEP.

ITporpammuoe obecreucHue: omneparuonnas cucrema Windows XP u Beime; MS Word,
MS Excel; MS Power Point; Internet Explorer; cnpaBouHo-npaBoBas cuctema «KoHCymbTaHT
[Tmroc».

3.2. UudopmanuonHoe odecnieueHne o0ydeHust

OcHOBHbBIE HCTOYHUKH:

1. BonkoB, b. A. Hcnomnp3oBanue HWHDOPMAIMOHHBIX TEXHOJOTHMHA B SKOHOMHKE
HEABIXKUMOCTH : yueOHoe mocobue : [16+] / b. A. Bonkos, I'. B. ®enoroB. — Mocksa ;
bepnun : {upexr-Menua, 2021. — 92 c. : un., Tabn. — PexxuM mocTyna: mo moJmucke. —
URL.: https://biblioclub.ru/index.php?page=book&id=614588

2. VudopmannoHHbIE TEXHOJOTHH : y4eOHO-MeTroamuyeckoe mocoobue : [16+] / coct. O. H.

Hutsatkuna, I'. H. [ummkuna, 0. WU. Cegpix. — Jluneux : Jlunenkuii rocyaapcTBEHHBIN
neparornyeckuil yauusepcurer umenu [LI1. CemenoBa-Tsan-11lanckoro, 2017. — 122 c. : .
— Pexum JIOCTYyTIA: o MOAMUCKE. — URL:
https://biblioclub.ru/index.php?page=book&id=576671

3. HHpopMmalroHHbIEe TEXHOIOTUH B MPOPECCHOHATIBHOM EATENIHOCTH : yueOHOoe mocolue :
[12+] / H.Bb. Pynenko, H.H.I'paueBa, B. H.JIutBunos, E.B.Ha3apoBa. — Mocksa ;
bepnun : upexr-Menuna, 2021. — Y. 1. — 189 c. : tabn., uin. — Pexum nocryma: mo
noxmucke. — URL: https://biblioclub.ru/index.php?page=book&id=602200

4. VHnpopManMoHHbIE TEXHOJIOTUU: JTAOOpaTOpHBIA MpakTukym : [16+] / aBT.-coct. A. T.

XubikuHa, T. B. Munkuna. — CraBpononas : Ceepo-KaBkasckuit ®enepanbHbIit
yauBepcuter (CKDY), 2018. — 122 c. : un. — Pexxum nocryna: mo moanucke. — URL:
https://biblioclub.ru/index.php?page=book&id=562883

5. IHanapukos, A. C. HHbopmanMoHHBIE TEXHOJOTMHM : ydebHoe mocobue : [16+] /
A. C. lanapukoBs. — 3-e u3n., crep. — Munck : PUIIO, 2019. — 445 c. : un., Tabn. — Pexxum
nocryna: o noamucke. — URL: https://biblioclub.ru/index.php?page=book&id=463339

JlomoJHUTeIbHbIE HCTOYHHKH:

1. Kpasuenko, 0. A. MHpopManmoHHble U MPOrpaMMHbIE TEXHOJIOTUH : yuyeOHOe 1mocodue :
[16+] / ¥O. A. KpaBuenko, 2. B. Kynues, B. B. MapkoB. — PocroB-Ha-/lony ; Taranpor :
FOxHbI#t penepanbrbni yauBepeutet, 2017. — Y. 1. Madopmanmonnsie Texnonoruu. — 113
C. : nJ. — Pexnm JOCTyHa: o MTOATIHCKE. — URL:
https://biblioclub.ru/index.php?page=book&id=499727



https://biblioclub.ru/index.php?page=book&id=614588
https://biblioclub.ru/index.php?page=book&id=576671
https://biblioclub.ru/index.php?page=book&id=602200
https://biblioclub.ru/index.php?page=book&id=562883
https://biblioclub.ru/index.php?page=book&id=463339
https://biblioclub.ru/index.php?page=book&id=499727

4. PEAJIM3ALUA TPOT'PAMMBI JJIA JINI C OT'PAHUYEHHBIMUA
BO3MOXHOCTAMHA

1. OOpazoBanue OOYyYalOUIMXCSI C OrPAaHUYEHHBIMH BO3MOXKHOCTSMH 370POBBsS  (IIpH
HAJIMYUM KOHTHHT€HTA) MOXKET OBITh OPraHM30BaHO KaK COBMECTHO C JIPYTMMH OOYdYaloIIUMHUCH,
TaK U B OTACJIbHBIX I'PYIIIax.

B ocBoenun JAUCHUIINIMHBI WMHBAJIMAaMHW U JMLOAMU C OrpaHUYCHHBIMU BO3MOKXHOCTAMU
37I0pOBBsI OOJBIIOE 3HAUCHHE MMEEeT MHIMBHIyalbHas paboTa, mojapasyMmeBaromas aBe (HOopMbl
B3aUMOJICHCTBUSL C MpENoAaBaTeNeM: WHIUBHIyanbHass ydeOHass pabora (KOHCYJbTAIlMH), T.C.
JIONOJHUTENIBHOE pa3bsiICHEHHE yueOHOro MaTepHuajna, W YIIyOJeHHOe W3ydeHHe MaTepuana U
HHIUBHYyAJIbHAdA BOCIIUTATCIIbHAA pa60Ta. I/IHI[I/IBI/IZ[yaJII)HI)Ie KOHCYJIbTalMU 110 MPEAMCTY
SIBJISIFOTCS] B&KHBIM (DAaKTOPOM, CIIOCOOCTBYIOIINM WHAWBUAYATH3ALUN O0OYYEHHS M YCTAHOBICHUIO
BOCIIUTATEIbHOTO KOHTaKTa MEXKIy TIpernojaBareleM W OOydaroluMcs HHBAIWAOM WU
06y‘~IaIOIIII/IMCFI C OrpaHUYCHHBIMH BO3MOKHOCTSAMU 300POBBS.

2. Y4eOHO-MEeTOANYECKHE MaTepHallbl JUIsl OOYYaroIUXCs W3 YHCla WHBAJIUAOB U JIUI C
OTPAaHMYCHHBIMH  BO3MOXXHOCTSIMH ~ 3/I0POBbSl  TIPENOCTAaBISIOTCS B OAHOH u3  ¢opwm,
alalITUPOBAHHBIX K OTPAaHHYCHUSAM HX 3J0OPOBBS U BOCHPUATHS HHOOPMALIUH.

[lepeuenp yueOHO-METOAMUECKOTO 00ecneYeH s ISl 00Y4arOIIUXCs O JUCLUILIINHE:

— C HapyIICHHEM ciyxXa: B le4aTHO! ¢opme, B GopMe IMEKTPOHHOTO JJOKYMEHTA,;

— C HapyleHHeM 3peHHs: B IedaTHoW (opMe yBeIMUEeHHBIM HIpUPTOM, B (Hopme
AIIEKTPOHHOTO IOKYMEHTA;

— C HapylleHHEeM OIOpHO-ABHUraTeJIbHOro ammapara: B medaTHod ¢opme, B dopme
AIIEKTPOHHOTO JIOKYMEHTA;

I[aHHBIfI MNEPEUCHb MOXKET OLITH KOHKPCTU3UPOBAH B 3aBUCHMMOCTU OT KOHTHHICHTA
oOyJaromuxcs.

3. OcBoeHMe IUCLUMIUIMHBI WHBIWIAAMU U JIUIAMU C OTPAaHMYCHHBIMH BO3MOXKHOCTSIMU
3JIOPOBBSI OCYIIECTBIISIETCS C HWCIOJIB30BAHUEM CPEICTB OOYYEHHUS OOMIETr0 W CIEIHATBLHOTO
Ha3HAa4YCHUA: My.]'IBTPIMe)IHfIHoe 06opy)1013aH1/1e C BO3MOXHOCTBIKO OJOKPAHHOT'O YBCIWUYCHUA [JIA
CTYACHTOB C HapylIIeHMEM 3pEHHUs, MCTOYHUKU TUTAHUS I HHIUBUAYATBHBIX TEXHUYECKUX
CPEACTB.

B xkaxnoit aymutopuu, TA€ OO0ydarOTCS WHBAIUIALI M JIMIA C OTPAHHUYCHHBIMU
BO3MOXXHOCTSIMH ~ 3/IOPOBBSI, TPEIyCMaTPUBACTCSI COOTBETCTBYIOIIEE KOJIMYECTBO MECT JIIs

06y‘{aIOH_II/IXC$I C yU€TOM Ol“paHI/I‘{CHI/Iﬁ HX 300POBbA.



5. KOHTPOJIb W OIEHKA PE3YJbTATOB OCBOEHUS YYEBHOM

TACIATIIAHBI

5.1. KoHTpoJIb pe3yJIbTATOB OCBOEHUS Y4eOHOM IMCUMILIHHBI

KoHTponb M oneHKa pe3yJabTaTOB OCBOECHMSI Y4E€OHOM JUCHUIUIMHBI OCYIIECTBIISETCS

nmpenoaaBarcJicM B IIPOHECCC IPOBCACHHA IMPAKTUUYCCKHX BaHHTI/IfI, TECTUPOBAHHA, a TaKXE

BBITIOJTHEHU A 06y‘laIOHII/IMI/ICH HHAUBUAYAJIbHBIX 33,[[3HHI>1.

OcHOBHbIE NOKA3aTeJIU OIleHKH pe3yJibTaTa

(I)OPMI)I U ME€TOAbI KOHTPOJIAA H

OLIEHKH Pe3yJIbTATOB 00y4eHu sl

B pesynprate  OCBOGHHMS ~ y4eOHOW  JHUCUUILIMHBI

00ydJaronuics 10JDKEH YMETh:

— HCIOJIB30BaTh WH(GOPMAIMOHHBIE PECYPCHI IS TIOUCKA
U XpaHeHUs HHHOpMAaIHH;

— 00pabaTbIBaTh TEKCTOBYIO U TAOIMYHYIO HH(OPMALIUIO;

— HCIONB30BaTh JCIOBYIO TpaduKy W MYJIbTHMEIUA-
uHpopmaruio;

— CO34aBaThb IIPEC3CHTALIUHU,

— INPUMEHATh  AHTUBUPYCHBIE  CPEACTBA  3alUTHI
uH(popMaLuu;

— 4YHUTaTh (MHTEepHpeTUpPOBaThH) uHTepdeiic
CHEUAIN3UPOBAHHOIO IIPOrPaMMHOT0 o0ecrieueHus,
HaXOJUTb KOHTEKCTHYIO IIOMOIIb, paboTtaTth c
JIOKYMEHTAIUEH;

— TIPUMEHSTh CHELMATU3UPOBAHHOE MIPOrpaMMHOE
oOecnieueHnne g cOopa, XpaHeHMsT M 00pabOTKH
uHpOpMaLuu B COOTBETCTBUU C U3y4aeMbIMU
npodeccOHATbHBIMU MOYJISIMH;

— TMOJb30BaThCsl  aBTOMATU3MPOBAaHHBIMU  CHUCTEMaMHU
JIeNIONPOU3BO/ICTBA;

— HNPUMCHATH METOJbI U CPCACTBA 3alIUTHI I/IH(I)OpMaI_II/II/I

@DopMBbI KOHTPOJIS:
-TeCTUPOBAHUE

-3a4€CT

Metoapl KOHTPOJIA:

- YCTHBII UHAUBUYAJIbHBIN U
(bpoHTATBHBIN OIIPOC

- CTaH/IapTU3UPOBAHHBIA KOHTPOJIb
(TecTupoBaHue)

- CAMOKOHTPOJIb

B  pesynprare  ocBOGHHS ~ y4yeOHOW  NHUCIMIUIAHBI

00yJaronuiicst T0KEH 3HATh:

— OCHOBHBIC MCTOAbLI U CpCACTBA O6pa6OTKI/I, XpaHCHUA,
nepeaayn n HaKOIJICHUA I/IH(I)OpMaI_II/II/I;
— Ha3Ha4YCHHC, COCTaB,

OCHOBHBIE  XAPAKTEPUCTUKH

KOMITbIOTEPA,

@OpMBI KOHTPOJIS:
-3KCTIEPTHOE HAOIII0IeHNE
-OIICHKA Ha MPAaKTUYECKUX
3aHATHUSX TIPU BBITOTHEHUN

1a00paTOPHBIX paboT

Metoasl KOHTPOJIA:




— OCHOBHBIE  KOMIIOHEHTbl  KOMIIBIOTEPHBIX  CETEH,
IOPUHLMIIBI [AKETHOM Iepefayd [JaHHBIX, OpraHU3alUIo
MEKCETEBOI0 B3aUMOJIEHCTBUS;

— Ha3HA4Y€HUE WM MPUHLUIBI MCIIOJIb30BAaHUS CUCTEMHOTO
U TIPUKJIATHOTO IIPOTPAMMHOTO 00ECTICYCHHUS;

— TEXHOJIOTHUIO Toucka uHpopMmaiuu B cetu "MHTepHeT";

— IMPUHLUIBI 3alIUTHI uHpopManun oT
HECAaHKLIMOHUPOBAHHOTO JA0CTYIIA;

— TMPaBOBBIE ACTEKTHI MCIOJIb30BAHUS MH(POPMAITUOHHBIX
TEXHOJIOTHI U IPOrpaMMHOT0 O0ECTIEUEHUS;

— OCHOBHBIE€ TOHATHSI aBTOMAaTHU3UPOBAHHON 00pabOTKH
nHpopmanuu;

— Ha3HayeHUue, NMPUHLMIIBI OpPraHU3aluu U HKCIUTyaTalluu
UH(POPMALIMOHHBIX CHCTEM;

— OCHOBHBIE  yIrpo3bl U METOABl  oOecredyeHus

nH(pOpMaIMOHHOM 0€30MMacHOCTH

- YCTHBIM UHAMBUAYAJIbHBIA U
(hbpOHTAIBHBIN OTIPOC
-TECTUPOBAHHE

- muddepeHIIPOBAHHBIN 3a4eT
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5.2. IlepeyeHnb BONPOCOB /1JIsl MOATOTOBKHU K TH(pPepeHIITHPOBAHHOMY 3a4eTy

Coprtuposka mganHbix B MS Excel.

Kak 3amaercs ampec ssideiiku B 3J€KTPOHHOM TaOuIe?

Kakwue 3naku onepaiuii ucrnonb3yrores B GopMynnax 3JIeKTPOHHBIX Tabmui?

Kak 3anmuchiBarOTCst a0COMIOTHBIC U OTHOCUTEIIBHBIC CCHUTKH HA STYCHKU?

UTO IpOUCXOANUT C OTHOCUTEIHHBIMU CCHIIKAMU TIPU KOMTUPOBAHUHU (HOpMYIT?

MosxHo 1M 3anaTh B (popMmyse CChUIKY Ha sS4YE€HKy, pacIloJIOKEHHYIO B ApPYyroil padoueit
KHUTE?

Kakue ocHOBHBIC Kareropuu (DYHKIUH MPHUCYTCTBYIOT MPAKTUYCCKH BO BCEX TAOIMYHBIX
npoiieccopax?

Kakue BO3MOXHOCTH pean30BaHbl B TaOJMYHBIX Ipolieccopax A paboThl CO CHUCKaMU
(TabnuyHbIMH 0a3aMU TaHHBIX)?

B uewm 3akimovaercss oTauuMe mralioHa JOKyMeHTa oT JokymeHta Word? Beerma nmu mpu
CO3JJaHUU HOBOT'O JIOKYMEHTA MCIOJIb3YIOTCS madsionbl? Kak Ha 0CHOBE roTOBOTO 11a0jIoHa
CO3/1aTh HOBBIN JOKYMEHT?

Kakue ObiBatoT TuIbI TEKCTOBBIX mnonei? Uto Takoe Beruucisemoe mone? g yero
IIpeIHa3HauYeHO CBOMCTBO MoJiel «3akiaakan?

Uro takoe cnusHue? B kakux cimydasx npuMmeHsiercs QyHKmus ciausHus? [lepeuuciurthb
OCHOBHBI€ ATaIbl CIIUSHHUSL.

[IpaBuiia moArOTOBKM JAHHBIX JIJIsI KOHCOJIHIAIUH.

[TonBenenne UTOTOB cpeCcTBAMH TAOJIMYHOTO MPOIeccopa.

[TocTpoenue cBOAHBIX TAOJHLI.

Kakue 3amaum pemarorcs mombopom mapamerpa? Kakyio KOMaHIy HYXHO BBITIOJIHUTS,
YTOOBI BBIMIOJHUTH MOAOOp Mapamerpa?

XapakTepHble MPU3HAKH 33]1a49 ONTUMHU3AIUHU. THIIBI 32/1a9 ONITUMU3AIIH.

Ha kakux ypOBHSX MOKET BBHITIOJNHATHCS OrPAaHWYEHHUE JIOCTYIa IOJIb30BaTeIeH K
nHpopMalud B INEKTPOHHBIX Tabnmunax? IlepeuncnuTe cpeacTBa aBTOMATHYECKOTO
00001IIeHNS ¥ aHaJIM3a JaHHBIX AJIEKTPOHHOMN TaOIHIIBI.

[Tonsitue makpoca. Cozanue Makpoca. 3armyck Makpoca.

Kaxkue cimyx0b1 BxoasT B coctaB Outlook? Haznauenue ciyx0sn1 3agaun u criucok aen. s
4ero npeaHasHadeHa ciyxo6a [Tourta?

Kakue BUBI yCIyT NMpeaoCcTaBiIsieT UHTEPHET.

Kaxk mpoBecTn aHayin3 KOJIMYECTBA 3aIIPOCOB MOJIB30BATENEH?

Urto Takoe ceprep

UYro takoe FTP nporokon



6. UCITIOJIb3OBAHUE AKTUBHbBIX U UHTEPAKTUBHbIX ®OPM U METO/J10B

OBYYEHUA

Ne AKTUBHBIC U UHTEPAKTUBHBIC ()OPMBI I METOIbI Tema Komnuec- Kon
oOyueHus 3aHATHUS | TBO 4acoB | (QOpPMHUPYEMbBIX
KOMIIETCHIIU I

1 Tpenunr «OpraHuzanus MNOMCKa HOPMATHUBHBIX Tema 1.1 2 OK 3-8,0K 10
JOKYMEHTOB T10 00€CIICUEHHUIO PEKIMa K 1.1, IIK 1.3,
cekpeTHoCTH 110 pekBuzuTam B CIIC IIK 1.4, TIK 2.3
«Koncynprant [lnrocy 11K 3.1-3.4

2 Tperunr «CoBMECTHOE HUCIIOIb30BaHHE Tema 1.1 2 OK 3-8,0K 10
CIIPaBOYHO-IIPAaBOBBIX CUCTEM U K 1.1, IIK 1.3,
nH(pOpMaIMOHHBIX TeXHOJOTH. PaboTa ¢ TekcTom [IK 1.4, 11K 2.3
HalJICHHOTO JOKYMEHTA. AHaIU3 JOKYMEHTOBY. 11K 3.1-3.4

3 | Tpenunr «Co3nanue nucem, HaKiIeeK nmpu nmomomu | Tema 2.1 2 OK 3-8,0K 10
CIUSIHUA  JIOKYMEHTOB B  CpeA€ TEKCTOBOIO TIIK 1.1, IIK 1.3,
nporeccopa Ms Wordy. «Coznanue ciiyKeOHBIX IIK 1.4, 1K 2.3
JIOKYMEHTOB B CpeJlleé TEKCTOBOro mporeccopa Ms K 3.1-3.4
Word»

4 | Tpenunr «Pabota ¢ BCTpoeHHBIMU (YHKIUSIMU B Tema 2.1 2 OK 3-8,0K 10
cpeze tabauaHoro mporeccopa Ms Excely» K 1.1, IIK 1.3,

K 1.4, T1IK 2.3
I1K 3.1-3.4

5 Tpenunr (1 u) «PabGota co cmnuckamu (06azamu | Tema 2.1 2 OK 3-8,0K 10
JaHHBIX) B cpene TabauyHoro mnpoueccopa Ms K 1.1, IIK 1.3,
Excel» IK 1.4, 11K 2.3
Tpenunr (1 1) «ITogbop mapamerpa B cpene IK 3.1-3.4
tabinuHoro npoteccopa Ms Excel»

6 | Meton npoekToB. «Pemenue npodeccrnoHabHBIX | Tema 2.1 2 OK 3-8,0K 10
3amay cpeacrBamu Ms Excely». «Ananmus, IIK 1.1, IIK 1.3,
00paboTka u 3amuTa uHbopmaluu cpeacrsamu Ms K 1.4, TIK 2.3
Excel» IK 3.1-34

7 | Jlekus — BU3yaM3arus. Tema 2.3. 4 OK 3-8,0K 10
Microsoft Outlook xak cpencTBo aBTOMaTH3aIUN TIK 1.1, TIK 1.3,
pabouero mecta pykoBoauTessi. OCHOBHbBIE K 1.4, TIK 2.3
komnoHeHThl Microsoft Outlook. BapuanTsl K 3.1-3.4
npezcrasiaennii. Marepdeiic Microsoft Outlook.

[Tpuems! paboTsl ¢ qokymenTamu Outlook.
Wurerparms ¢ World Wide Web.

8 | Tpenunr Tema 2.3 6 OK 3-8,0K 10

«Pabora ¢ nokymentamu Outlook» IIK 1.1, TIK 1.3,
«Pabora ¢ Ms Outlook, kak cpercTBoM K 1.4
aBTOMAaTH3alK pabovyero Mecra MK 2.3

11K 3.1-3.4
Hroro: 22
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