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1. OBIIME NMOJIOXKEHUA

[Tporpamma mnoBsimenust kBanudukanun «Excel nias maumnaromumx» (manee — Ilporpamma)
pazpabdorana OO0 «DJIFONJIKYPCy.

[Iporpamma chopMupoBaHa B COOTBETCTBUU C TPeOOBaHUSAMH CIEIYIOIIUX HOPMaTHUBHO-
IIPABOBBIX AKTOB:

®denepanbublil 3akoH PD ot 29.12.2012 Ne 273 «O06 obpazoBanuu B Poccuiickoit denepanumy;

[TocranoBnenne Muntpyna P® N 3, Mwunobpasoanus P® N 1 or 13.01.2000 «O06
yrBepkaeHun Ilonoxenuss 00 opraHuzanmuu  NpoeCCHOHATBHONM IMOATOTOBKH, IOBBIIICHUS
KBaJTM(UKALIMY U TIEPETIOATOTOBKU 0€3pa0OTHBIX IpayKIaH U HE3aHATOrO HACEJICHUS;

[Ipukaz MunnpocBemenus Poccum ot 26.08.2020 N 438 «O6 yrBepxkaenun Ilopsiaka
OpPraHu3allii W OCYIIECTBJICHUS OOpa30BaTEIbHON JEATENBHOCTH 110 OCHOBHBIM IIpOrpaMMam
poheCCUOHATBHOT0 00YUEHUS;

IIpuka3 MunucrepcTBa Tpyaa U couuanbHou 3ammTel Poccuiickoit denepauu ot ot

15.06.2020 N 333m "OO yTBepxkaeHHH MpodeccuoHambHOro cTanaapTa «CHeruanucT Mo
OpPTraHMU3AIIOHHOMY U IOKYMEHTAIIUOHHOMY OOECIICYEHHIO YIIPABICHUS OPTaHU3aIHe».

[Tpuka3z MunucrepctBa oopazoBanus u Hayku P® ot 1 uronsg 2013 1. Ne 499 «O06 yrBepxaeHun
[Mopsiaka opraHu3any M OCYIIECTBJICHUS 00pa3oBaTEIbHOH AEATENBHOCTH IO JOMOJHUTEIHHBIM
npodeCCHOHATBHBIM ITPOrpaMMamMy;

[TuceMo MunucrepctBa oOpasoBanust U Hayku PO or 30.03.2015 N AK-820/06 «O
HaIIPABJIEHUN METOJUYECKUX PEKOMEHIAlMI 110 UTOTOBOM aTTECTALMU CIIYILIATEIEH».

TpynoemkocTbh ocBoeHUs — 16 akajeMHUUeCKHUX YacoB.

Lenp IlporpaMmbl: pa3BUTHE TPYAOBBIX PECYpCOB, OOecleueHUE MPOAYKTUBHOM, CBOOOIHO
N30paHHOM 3aHATOCTH IPaX/1aH, YCWIEHUE UX COLUATbHON 3alUIIEHHOCTH MTOCPEACTBOM IOBBILICHUS
pocTa mpodecCHOHATBHOT0 MACTEPCTBA, PO ECCHOHANBHON MOOMITBHOCTH  KOHKYPEHTOCIIOCOOHOCTH
Ha PBIHKE TPY/a, IOCIEAyIoas OpraHu3anys IpeIIpUHIMATEIbCKON IEeATEIbHOCTH, Y OBIETBOPEHUE
UH/MBUIYAJIbHBIX MOTpeOHOCTeH ciymaTteneil B NpodecCHOHANbHOM OpHEHTAlH, BBICTpPAaUBaHHE
3JIEMEHTOB UHUBUyalbHON MPOGECCHOHATBHON TPAEKTOPUU B 001aCTH CO3AaHUsI UH(POPMALIMOHHBIX
pPECYpPCOB U YIIPABICHUS UMH.

3agaun nmporpamMmsbl: (POpMUPOBAHME aKTUBHOM KM3HEHHOW MO3MLIMU TPaX/iaH; MpHoOpeTeHue
HOBBIX IMPO(ECCUOHATBHBIX 3HAHWW, YMEHUH, HABBIKOB, CIIEHUAIbHBIX KOMIETEHIMI B 00JIacTH
CO3JIaHMsI HH(OPMALIMOHHBIX PECYPCOB U YIPABJICHUS UMH.

[Tnanupyemble pe3ynabTaThl OOydeHHs HalpaBlieHbl Ha (OpMUpOBaHHME MPOQECcCHOHATBHBIX
KOMIIETEHIIUH CIIeUaNnCTa, ero NpodeccuoHanbHbIX 3HAHUN, YMEHUHN, HABBIKOB.

Kommnerenuuu (TpynoBeie (GyHKIMM), TPHOOpPETaeMble B COOTBETCTBHU C NMPO(HECCHOHATBHBIM
crangapToM «CrHenuanucT N0 OpraHu3alluOHHOMY U JOKYMEHTAllMOHHOMY 00€CIIeUEHHI0 YIPABICHMUS
OpraHu3aluen»»:

D/02.6. Ananu3 undopmanyu 1 NOAroTOBKa MH()OPMAITMOHHO-aHATMTHYECKUX MaTepHalioB;

B/01.5: Opranu3zarus paboTsl ¢ JOKyMEHTaMH.
OyHKIIMOHANTbHAS KapTa BHUIa TPO(eCCHOHATBLHON AeSTeNFHOCTH M0 MPOodecCHOHATEHOMY CTaHAAPTY
«CrenuamicT 1Mo OpraHu3aluOHHOMY H JOKYMEHTAI[HOHHOMY OOECIICUCHHIO yITPaBICHUS

OpraHu3aluein
O00011IeHHBIE TPYI0BBIE QYHKITTH TpynoBbie GyHKIIMN
KOJ | HaMMEHOBAaHHE | YPOBEHb HaMMEHOBaHUE KOJI YPOBEHD
KBIH(H- (moypoBeHb)




Kaluu KBTI (UKAITHT

C JlokymeHTanmo 5 Opranuzanus paboThI c | B/01. 5
HHOE JTOKyMEHTaMu )
obecrieueHue
JIeITeIbHOCTH
OpraHu3aIiu

D Nudopmarmon 6 Ananus uHpopmaruu u | D/02. 6
HO- MOJrOTOBKAa  MH(OPMAIMOHHO- 6
aHAJIUTHYECKas AHATUTUIECKIX MaTEPUAIOB
u
OpTraHU3aIOHH
o-
aJIMHHHUCTPATHB
Has TOJAePIKKa
JIEATEIIEHOCTH
PYKOBOIHTEIS
OpraHH3aliH

XapakTepucTuKa TpYyJOBbIX (QyHKIHUN

«Opl"?:lHHS&HHOHHOG, JOKYMCHTAIITUOHHOC 1 I/IH(bOpMaIII/IOHHOG obecrieueHne JACATCIIBHOCTU
PYKOBOAUTECIIAL OpraHU3allum»

TpynoBas ¢pynkuus B/01.5: Opranuzanust paboTbl ¢ JOKyMEHTaMu

Tpynoseie Benenue nHpOpMamoHHO-CIPaBOYHON padoT

JIEUCTBUS Opranuszanus paboOTbl 10 PETUCTpPAllMM, YYeTy, XPaHEHUI0 M Iepejade B
COOTBETCTBYIOIIME CTPYKTYPHBIE IOAPA3JEICHUSA JIOKYMEHTOB TEKYLIETO
JIEJIONPOU3BOJICTBA

Heob6xonumbie [TpuMeHATh COBpEMEHHbIE MH(POPMALMOHHO-KOMMYHHUKALIMOHHBIE TEXHOIOTUU

yMEHUs JUIs paboThl C JOKYMEHTaMH, B TOM YHUCIIE JUI €€ ONTHUMM3ALUU U MOBBIIICHUS
3 PEKTUBHOCTH

ITonw30BaThCs ABTOMATHU3UPOBAHHBIMH CHUCTEMAaMH  YU€Ta, PpPErucrpanuu,
KOHTPOJII U I/IH(pOpMaL[I/IOHHO-CHpaBOLIHBIMI/I CUCTCMaMH [IpU pa60Te C
JOKYMCHTAMM OpraHu3aliuu

PabGorarh €O Bceli COBOKYMHOCTBIO HMH(OPMAIIMOHHO-IOKYMEHTAIIHOHHBIX
pPECYpPCOB OpraHU3alNU

Heobxoaumblie CoBpemeHHble HHPOPMAIIMOHHBIE TEXHOIOIMH pabOThI C JOKYMEHTaMH

3HaHUA HpaBI/ma COCTaBJICHHA u O(i)OpMJ'ICHI/ISI PIH(i)OpMaI_[I/IOHHO'CHpaBO‘IHbIX,
OpTraHU3alIMOHHBIX, YIIPABJIICHYCCKUX JOKYMCHTOB

[IpaBuna co3manmsi W BeAeHHS 0a3 JaHHBIX CIIY)KEOHBIX JIOKYMEHTOB B
OpraHu3alu

Tpynosas ¢pynkuus: D/02.6 Ananu3 uHdopManuy 1 NoAroToBKa HHPOPMAIMOHHO-
AQHATMTUYECKUX MaTEPHAIOB

Tpynoseie Co6op, nepepaboTka 1 aHaIM3 UHPOPMAIMK s PELICHUs 3aa4, OCTaBICHHBIX
JIEUCTBUS PYKOBOJIUTEIEM

IToaroroBka MHGOPMALIMOHHO-AaHATUTHUECKUX MaTepHalOB
Heobxomumble [Tonp3oBaTbess  MHPOPMAIIMOHHBIMH  pecypcaMH M CHCTEMAaTU3UPOBAThH
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YMEHHUS MH(OPMAITHIO 10 33/IaHHBIM KPUTEPUIM

I/IHTepHpeTI/IpOBaTL MOJIYYCHHBIC JaHHBIC u MMPpEACTABIIATH nux B
CUCTCMATU3HUPOBAHHOM BHJIC

HpI/IMeHﬂTB BBIYUCIIUTEIIBHYIO TCXHUKY H I/IH(bOpMaHI/IOHHI)Ie TCXHOJIOTHMH AJIA
SKOHOMHUYHOH H paI_II/IOHaJIBHOﬁ OpraHu3anun I/IH(bOpMaI_II/IOHHBIX mponucccos,
MOBBIIICHHS UX THOKOCTH U JUHAMWYHOCTHU

Heobxoaumble [TpuHIMITBEI OpraHu3alui HHPOPMAITMOHHBIX 0a3 JaHHBIX

3HAHUS OcHoBBI 3akoHOAaTenbcTBa Poccuiickoit denepanuu B 00JaCTH XpaHEHUS |
pacupoCTpaHEHHUs IEPCOHAIBHBIX JAHHBIX

CoBpemMeHHbIe cpeficTBa cOopa, 00pabOTKH, CUCTEMATH3AIMH HHPOpMaLIUU

Mertoasr 00paboTku nHGOpPMAIMK C TPUMEHECHHEM COBPEMEHHBIX TEXHHYECKUX
CpeACTB KOMMYHHKAIIMIA U CBSI3U, BBIYACIUTEIbHOW TEXHUKU

Kareropus cinymarenei.

TpebGoBanus kK 00pa30BaHUIO:

Briciiee oOpa3zoBanue — OakanaBpuaT WM Bbicliee oOpa3oBaHHE (HEOPOQHIBHOE) -
OakajmaBpuaT ¥ JIONOJHUTENbHOE TPO(PECcCHOHATBHOE O00pa3oBaHHE IO  JOMOJHHUTEIHHBIM
podecCuoHaNbHBIM MporpaMMaM NMpo(ecCHOHANIBHONW MEPENnoAroTOBKH MO IPOQUIII0 NeATeIbHOCTU
WIN cpefHee MpodeccuoHanbHOe 00pa3oBaHKE - MPOrpaMMbl MOATOTOBKH CHELHMAIMCTOB CPEIHEro
3BeHa WM CpeqHee NpodeccnoHanbHOe oOpa3oBaHue (HEMpO(UIBHOE) - MPOrpaMMbl MOATOTOBKH
CIECMAINCTOB CPETHETO 3BE€Ha W JIONONHHUTEIbHOE TmpodeccHoHalbHOe 00pa3oBaHHE —TIO
JIONIOJTHUTENBHBIM NPO(ECCHOHAIBHBIM —NporpaMMaM  Npo(ecCHOHANBHOW IMEpernoAroTOBKH 110
POQUITIO IeATETHHOCTH

Cpok peai3aiuu: 5 MecsIEB.

VYuebublii uan [IporpamMmbl: onpeaessieT cocTaB U3y4yaeMoil TEMBI ¢ YKa3aHUEM TPYIOEMKOCTH,
o0beMa, MOCIeOBATEIbHOCTH U CPOKOB M3YyU€HUSs, yCTaHaBIMBaeT (POpMBI OpraHHU3alMu y4eOHOTrO
IpoIiecca U UX COOTHOIIIEHHE, KOHKPETU3UPYeT ()OPMBI KOHTPOJISI 3HAHUN M YMEHUH 00YyJaroIIiXCsl.

Kanennmapusiii  y4eOHbIl rpaduk: ¢GOpMUPYETCS HEMOCPEACTBEHHO TIPU pealn3aluu
nporpammbl. Kanenaapusiii yueOHBIH TpaduK MpeaocTaBiseTcs] CIyIIaTeNsM B (GopMe pacrnucaHus
3aHSTHUN [IpU Habope rpynibl Ha 00y4YeHue.

Bxonmueie TpeOoBaHMS K CIyIIaTelasiM B YacTH BJIAJCHUS HAaBBIKAMU IOJB30BATEIS
MEPCOHANILHOTO KOMIIBIOTEpa: HEOOXOAMMO BJAJEHUS HaBBIKAMHU IOJB30BATENsI MEPCOHATHLHOTO
KOMITBIOTEPA.

OpraHu3allMOHHO-TIEAATOTMYECKUE YCIOBUS peanu3anuu llporpaMmbl BKIIOYAIOT y4eOHO-
METOIUYECKYIO TOKYMEHTALUIO U MAaTEPUAIIbI 10 JUCLHUILINHE.

®opma 00ydyeHHsI: 3a04Hasi, C IPUMEHEHUEM JTUCTAaHI[MOHHBIX TEXHOJIOTUM.

OO6pa3zoBarenbHasi TEXHOJIOT U : TPAAULIIMOHHBIE METOIUKH, MOIYIbHO-0JI0UHBIE TEXHOIOT HH.

dopMa opraHusanuu coIepKaHus U IpoLecca Neaaroru4eckon 1eaTeIbHOCTH: TPYIIOBasl.

@dopma U TUIl OpraHu3aluK paboThl CIIyIIAaTeNel: IPYNIoBas U UHIUBUyaIbHasl.

Buel 3aHsTHI: TEKIUMA, TPAKTUYECKHUE 3aHITHUS.

2. VUEBHBIN ILJIAH
HpOFpaMMBI ITIOBBIIIICHU A KBaJ'II/I(l)I/IKaI_II/II/I «CHCHI/IEU'II/ICT 110 OpFaHI/ISaHI/IOHHOMy %1

JIOKYMEHTAITMOHHOMY O0€CIICUCHUIO YIIPaBIEHUS OpTaHU3aIueH»

Ne | HaumeHoBaHue pa3ieson O6mas B ToMm uncne ®dopma
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n/m TPYIOEMK | JIEKIIUH | MPaKTHY. KOHTPOJISI
OCTb, Y. 3aHATUS
1 | OcHOBHBIE IPUHIUIIBI PAOOTHI B 4,5 3 1,5 Tect
Excel
2 | ®opmynsl U GYHKIIUU 7 1,75 5,25 Tect
3 | KommiekcHble orepanum ¢ 3,5 1,75 1,75 Tect
dbopmynamu
4 | UToroBas aTrecTanus 1 0 1 Tect
Hroro: 16 6,5 9,5 -
3. YYEBHO-TEMATHYECKHAM IIJIAH
IPOrpaMMBbI MTOBBIIIEHUS KB (UKauu «CreuaiiucT o OpraHu3aliioHHOMY U
JOKYMEHTAIIMOHHOMY OOECIICUCHHIO YIIPABIICHUS OpTaHU3aIUueii»
No HaumenoBanue pa3nenos, tem | Bcero, B Tom uncine dopMmbl
/1 q. JCKIUH MIPAKTUICCKHE KOHTPOJIS
paboThI
1 | OcHOBHBIC MPUHIUIIBI PAOOTHI B 45 3 15 -
Excel
1.1 | PabGora ¢ KHUTaMH | JINCTaMHU 0,25 0,25 - -
1.2 | 3Menenue CTpyKTyphI IUCTA 0,25 0,25 - -
1.3 d)ovaaT NAHHBIX. THUIIBI JaHHBIX 05 0,25 0,25 -
B sTUCHKaxX
1.4 | CoBetsl O Pa60TC C 0,25 0,25 i -
porpamMmmon
1.5 | Hacrpotika neHTBI 0,25 0,25 - -
1.6 | CoxpaHeHuUe JOKYMEHTOB. 0,5 0,25 0,25 -
1.7 | Ummopt nannbix B Excel 0,25 0,25 - -
1.8 | Ilouck u 3aMeHa TEKCTa 0,5 0,25 0,25 -
1.9 | YcnoBHOE popmaTupoBaHue 0,5 0,25 0,25 -
1.10 | ITpocMoTp U pacrieyaTka TaOIHII 0,25 0,25 - -
1.11 | CoBmecTHas pabora. 3anura 0.5 0,25 0,25 -
JTUCTOB
1.12 q)Ong.TI/IpOBaHI/Ie I'PaHULL, 05 0,25 0,25 Tecr
cTuien sueek, rem Excel
2 | ®opmynsl U QyHKIHH 7 1,75 5,25 -
2.1 | ®opmynsl B IpOrpamMMe 1,5 0,5 1 -




HPUHIATIBI
paloThI B
Excel

2.2 | AOGCOIIOTHBIE 1 OTHOCHUTEIbHEIE 0.5 0,25 0,25 -
CCBIIIKU

2.3 | ®yukuusa ECJIN 1,25 0,25 1 -

2.4 | Maremarnueckue u 1,25 0,25 1 -
CTATUCTUYCCKUE (D YHKIIHH.

2.5 DyYHKIMU JaThl U BPEMEHU 0,25 - 0,25 B

2.6 | ®yHKIUHU TEKCTA 0,25 - 0,25 -

2.7 | [IpoMeKyTOUHBIC HTOTH 0,5 - 0,5 -

2.8 | NadopMaImoOHHO-TIOUCKOBBIEC U 0,25 ) 0,25 -
CIPAaBOYHbIE PYHKIIUH.

2.9 Oynkmust BITP 0,5 0,25 0,25 )

2.10 | Tumns! omu60K B hopmynax 0,75 0,25 0.5 Tecr
Excel

3 | KommekcHble onepanuu ¢ 35 175 175 -

dbopmymnamu

3.1 | UmenoBaHHbIE qHAIa30HEI U 0,75 0.5 0,25 -
BBITIAAIOIIUE PE3YIIBTATHI.

3.2 | CBoaHble TaOIHIIBI 1 0,5 0,5 -

3.4 | OwibTpalysa U COPTUPOBKA 0,5 0,25 0,25 -

3.5 | I'pynnupoBka cToIOIOB U CTPOK 0,5 0,25 0,25 -

3.6 | [Touck ommbOK, popmMyn u Tecr

. 0,75 0,25 0,5
b yHKIHIA.
4 Hrorosast arrecTanus 1 0 1 Tect
Uroro: 16 6,5 9,5 -
4. KAJIEHJIAPHBIN YYEBHBINA I'PA®UK
Ne i/t Tema 4 genens 8 Henens 12 Henens 16 Henens 20 "genens
1 OcHoBHbIE | 4,5




2 dopmyItsl 4 3
1 QyHKIHH
3 KomrutekcH 0.5 3
13
OTepaluu ¢
bopmynam
u
4 Htorosas 1
aTTecrarus
5. PABOYAS ITIPOT'PAMMA
IPOrpaMMBbI MTOBBIIIIEHUs KB ukanuu «CreuaiucT 1Mo OpraHu3alliOHHOMY U
JOKYMEHTAIIMOHHOMY OOECIICUCHHIO YIIPABIICHUS OpTaHU3aIUueii»
HaumenoBanue Coneprxanue, KOJI-BO 4aCOB

paszenoB, TeM, KOJ-
BO YacoOB

Monaynb 1. OcHOBHBIE

npuHIUIBl paboTel B EXcel (4,5 4)

Tema 1.1 PaGora c

KHUT'aMHU U JIMCTaMHU
(0,254)

Hurepdeiic Excel. ITapamerpsr mis paborel ¢ Microsoft Excel. Pexxumbr
npocmotpa kHurd. (0,25 )

Tema 1.2 Ismenenue
CTPYKTYpBI JIHCTA
(0,5 1)

Pabota ¢ kHUraMu: co3/laHue HOBOM KHHUTH, OTKPBITHE CYIIECTBYIONIEH KHUTH.
UcnonszoBanue mabdmonoB B Excel. CoxpaHeHne 1 aBTOBOCCTaHOBIICHUE KHUT.
(0,25 4)

N3menenue ctonOioB, ctpok u sueek. (0,25 u)

Tema 1.3 ®opmar
NAHHBIX. THUIIEI
JIAaHHBIX B sTIeHKax

(0,5 1)

[Ipeobpa3oBanue TEKCTOBOI'O 3HAYEHUS siueiku B uncio; Co3ganue
N0JIb30BaTENIbCKUX (popMaToB; Jlo6aBneHHEe, U3MEHEHHUS IPAaBUJ YCIOBHOTO

dbopmatupoBanusi; Coznanue Tmonb30BaTeNbCkuX (opmaroB (UwcnoBsie
(dhopMmarsl;

@opmarel  maThl W BpeMeHHW; [pynmel MONB30BaTeNbCKUX  (OPMATOB)
PenaktupoBanue,

npuMeHeHue u ynainenue ¢popmaros (0,54)

Tema 1.4 CoBetsl 0
pabore ¢
nporpammoit (0,25 )

Ocobennocty BBOJIa MaHHBIX. PemakTupoBanue; Y cranoBka opMaToB
naHHBIX; OYHCTKa COMEPKUMOro U (opMaToB; ABTOMAaTHYECKOE 3aIOJTHEHNE
sTYeeK JINCTa

naHubIME (0,25 )

Tema 1.5 Hactpoiika
neHTsI (0,25 )

Jlenta B Microsoft Excel. IIpencrasnenue. (0,25 q)

Tema 1.6
Coxpanenue
nokymeHnTos (0,5 41)

ITpaBuia u (hopMaT COXpaHEHHUs TOKYMEHTOB B mporpamme Excel
ABTOMaruueckoe coxpanenue B Excel
I'me XxpaHsATCst aBTOMaTH4eCKu coxpaHeHuble (daitter Excel (0,549)

Tema 1.7 UmniopT
na"ubix B Excel

BcraBka ctpok u cTon61oB. Y najgeHue cTpok u ctonoios. (0,2549)




(0,25 )

Tema 1.8 Ilouck u
3ameHa tekcra (0,5

4)

[Touck nanubix. 3amena ganHbix (0,5 1)

Tema 1.9 YcinoBHoe
(dhopmaTtupoBaHue
(0,5 9)

[IpeoOpa3oBanue TEKCTOBOrO 3HaueHUs siueliku B uucio; Co3gaHue
I0J1b30BaTENIbCKUX (opMmaToB; [lobGaBiieHHe, U3MEHEHUs MPaBUJ YCIOBHOIO
tdhopmatupoBanus; (0,54)

Tema 1.10 [Ipocmotp
U pacrevarka
tabsmi (0,25 )

IlonroroBka JOKyMEHTa K Il€4aTH. YCTaHOBKA IIapaMeTPOB CTPAHMIIBL.
Hactpoiika wmacmtaba mnewarn. Pabora ¢ komontutynamu. Hacrtpoiika
MHOTOCTPAaHHUYHOW M BBIOOpOYHOM medatu. HacTpolika reyaTd mpuMedaHui.
(0,25 u)

Tema 1.11
CoBmecTtHas pabora.
3amura auctos (0,5

4)

3amuTa siueeK, JTUCToB U pabounx kKHUT EXcel; [IpoBepka BBOMMMBIX 3HAYCHUI
(YcranoBka orpanuueHui Ha BBOJ AaHHBIX; (0,5 u)

Tema 1.12
dopmarnpoBaHue
rpaHull, CTUJICH

sdeek, TeM Excel
(0,5 9)

OObenuHeHue siueek. ['paHMIbl, 3aJIMBKa M CTHIU stueek B Excel. Yuciosoe
dopmatuposanue B Excel. Bapuantsl uncioBsix popmaros. (0,5 1)

Monynb 2. @opmynsl u GyHKIUY (749)

Tema 2.1 ®opmybl
B niporpamme (1,5 1)

Crpyxtypa popmyn. Co3nanue u penakrupoBanue Gopmyi. Brox dpopmyn ¢
kinaBuarypsl. Cozianue GopMyIl ¢ UCIIONb30BaHUEM MacTepa GyHkuuid. (1,5 u)

Tema 2.2
AOCOIIIOTHBIE U
OTHOCHTENbHBIE
ccebuiky (0,5 9)

Hcnonbs3oBanue cChlI0K B popMynax. OTHOCHTENIbHBIE U A0COIIOTHBIE CCHUIKH.
Cchulkd Ha Y€Ky qpyrux JuctoB u kHur. (0,5 1)

Tema 2.3 Oynkus
ECJINA (1,25 q)

[Tpumenenwne nornyeckoit pynkiuu ECJIN (1,25 )

Tema 2.4
Marematuueckue u
CTaTUCTHUYECKHE

¢bynkun. (1,25 4)

Marematuueckue (QyHKIUHU: CYMMHUPOBAaHHWE C YCIOBUSMH, OKPYIJICHUE
pe3ynbTaToB  BhUMcieHWH; Cratuctudeckue  (QYHKIMH:  BBIYHCICHHE
KOJIMYECTBA, CPETHUX, MUHUMAIBHBIX ¥ MAKCUMAJIbHBIX 3HAYCHHUI

¢ ycnoBusimu (1,25 )

Tema 2.5 Oyukiuu
JaThl 1 BpPEMEHU

(0,25 4 )

Oynkuuu i padbotsl ¢ natamu (0,25 1)

Tema 2.6 OyHkunmn
tekcra (0,25 1)

TexcroBeie pyakuun: oobenunenne (CLIEITNTD) u pazouenue
JAaHHBIX, W3BJIeuYeHHe HYkHbIX cumBosioB (JIEBCUMB, [IPABCHUMB, IICTP)
(0,25 )

Tema 2.7
IIpomexyTounbie

[TonBenenue npoMexxyTounbix nToroB; Konconunanus nanusix (0,5 )




utoru (0,5 u)

Tema 2.8 HNudopmarnmonno-nmouckossie Gpynkiuu (IIOUCK, [TOUCKB) u cnipaBovHbIe
WndpopmannonHo- ¢bynkuuu (0,25 9)

MTOVCKOBBIE
CTIpaBOYHbBIE
¢bynkun (0,25 4)

Tema 2.9 Oynxkius BIIP u e€ cunrtakcuc (1,25 u)

®ynkuus BIIP (0,5

4)

Tema 2.10 Hawubonee monynspHble omuOKA B GopMyliax M TOYEMY OHHU TOSBIISIOTCS
Tunsl omuooK B (OmmOka #H#HH#HH#HH#HH#, OmmoOka #J1EJI/0!, Omuobka #H/JI, Ommuoka
dopmynax Excel #UMS?, Ommbka #CCBLJIKA!)

(0,75 u)

Monyns 3. KomriekcHbie onepamnuu ¢ popmynamu (3,5 1)

Tema 3.1 Co3nanue KMMEHOBAaHHOI'O JMama3oHa M3 BBHIOpAaHHBIX SYEEK Ha JIHCTE.
NmenoBanHbIE Brimanaromuii crimcok B Excel ¢ nmoacranoBkoit nanubix. (1,5 9)

JIMAIa30Hbl U

BBIIIA/IAIOIINE

pesynbTatsl. (0,75 1)

Tema 3.2 CBonHbIE Co3manue cBOAHOW TaONWMIBI U aHAJM3a JAaHHBIX JucTa. Hactpoiika u

tabsmml (1 9) oOHOBJIEHUE CBOAHBIX Tabmuil. (1 1)
Tema 3.3 CoptupoBka u ¢uabTpanus tabnuisl B Excel ¢ moMorpio cpecTBa uTeHus ¢
OunbTpanus u skpaHa. CoueTaHus KJIaBUII A COPTHPOBKU U unbTparuu. CoOpTUpOBKA U

coptuposka (0,5 1) ¢bunabTpanus Tekcra B Tabnmie win auarnasone. COpTHPOBKa W (QHUIBTpALIUS
grcen. COpTUPOBKA M PUIBTpAIUs 3HAYCHUH 1aThl U BpeMeHH. COpTHPOBKA U
(bunbTpanus mo HecKoNbkuM cronbdiam. (0,5 )

Tema 3.4 CrpykrypupoBanue (rpynnupoBka) aaHHbIX. Co3gaHue MHOrOYpOBHEBOM
['pynnuposka CTPYKTYpHBI U3 CTPOK U cToa010B. (0,5 1)

CTOJIOIIOB M CTPOK

(0,5 1)

Tema 3.5 ITouck Oynknus ECJIMOLLINBKA. Tlouck syeek, copepxkammx (opmynsl. Ilouck

omun0ok, popmyn u | pynkuwmii. (0,75 9)
dbynaknuid. (0,75 1)

Hrorosas Tect (1 9)
arrectanus (1 u)

6. YCJIOBUS PEAJIM3ALIUU ITPOT'PAMMBbI
MarepnaibHO-TeXHHYECKOE o0ecneyeHne

VY4eOHblii KaOWHET, OCHALIEHHBIH O00OpPYAOBAaHMEM: JOCKOM y4ueOHOH, pabouuM MecToM
npenojasaress, IKagaMu JUis XpaHEHHs MYJsDKeH (MHBEHTaps), pa3faTOYHOro JAMJAKTHUYECKOro
Marepuaia M Ipyroe; TeXHHYECKUMH CPEJCTBAMH: KOMITBIOTEPOM, CPEICTBAMHU ayIHOBH3YyalH3allNy,
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MYJIbTUMEAUUHBIM NIPOEKTOPOM; HAIVIAHBIMU MOCOOMSAMM (HaTypajlbHbIMH OOpa3llaMd IPOAYKTOB,
MyJBDKaMH, takatamu, DVD ¢uibMamu, MyIbTUMEMHHBIMUA TTOCOOHSIMHU).

HNHpopmannoHHO — 00pa3oBaTe/IbHbIE PEeCyPChl
VYueOHble U31aHMsl, JONOIHUTENbHAS JIUTEpaTypa.
YueOHO—MeTOqHYeCKOe o0ecnedyeHne

VYuebOubie II1aHbl, MCTOAMYCCKUEC PCEKOMCECHAAIIMKU, MCETOJUYCCKAsd JHUTCpaTrypa, KOMILJICKTBI
3a71aHuii, 00pasipl paboT U APYroe.

Kanposoe obecnieuenue

TpeboBanust K KBaJU(UKALMK TEeJarorn4eckux KaJapoB, OCYLIECTBISIONIMX TEOPETUYECKYIO
HOATOTOBKY CIIyIlIaTeJIei: MperoiaBaTesld, UMEIIUe BhIcliee 00pa30BaHUE 10 COOTBETCTBYIOIIEMY
npopUITIO.

TpeboBanust K KBaIM(UKAUM MEJArOTMYECKUX KaJIpoB, OCYIIECTBIISIOLIMX PYKOBOJICTBO
IPAaKTUKOW: IpernojaBaTelld, HMMEIOIINe BbICIIEE O00pa3oBaHUE, HMMEIOIIME IPAKTUYECKUN OIBIT
JIESATENbHOCTH.

Ocobble ycroBHs Jolycka K padore:

OTCYTCTBHE OIPDAHMYECHHM Ha 3aHATHE IME€JarorH4ecKOi JeATEeIbHOCThI0, YCTaHOBJIEHHBIX
3aKOHOaTenbCTBOM Pocculickont Penepanuu;

IPOXO’KACHUE 00s13aTeIbHBIX IPEIBAPUTENBHBIX U NEPUOTUUECKUX MEAULIMHCKUX OCMOTPOB.

7. DOPMbI ATTECTAIIMHU
OneHka KadecTBa OCBOEHMS IPOrpaMMBbl CIIyIIATeNed BKJIIOYAET IPOMEKYTOUHYIO

aTTECTAIUIO U UTOTOBYIO aTTECTALHIO.

OneHouHbIe MaTEpUAIbl: BOIPOCH.

dopma NpOMEXyTOUHOHN aTTeCTalui — IPOMEKYTOUHOE TECTUPOBAHUE.

dopMa UTOrOBOM aTTECTALIMU — TECTUPOBAHUE.

Jl1st npoMeXyTOYHOM ¥ UTOrOBOM aTTECTALMU YJalUXCs Ha COOTBETCTBUE UX IEPCOHAIBHBIX
JOCTH)KEHUHM TpeOOBaHUSAM MPOrpaMMbl CO3/AIOTCS (OHIbI OLEHOYHBIX MAaTEpPHAaOB, BKIIOYAOLIUE
TECTbl U METOJbl KOHTPOJIS, MO3BOJISIIOIINE OLIEHWUTh 3HAHUS, YMEHUS M YPOBEHb MPHOOPETEHHBIX
KOMIIETECHLIMM.

Kaxoe npomMexyTouHOe TECTUPOBAHUE BKJIIOYAET B €051 BOIPOCHI PA3TUYHBIX TUIIOB.

Kputepuu orneHuBaHUS TPOMEKYTOUHBIX TeCTOB: | Oayn — mpaBuiibHBIN oTBeT; 0 6amioB —
HEIPaBUJIbHBIN OTBET.

OneHka NPOMEXYTOUHBIX TecToB: 3aureHo / He 3aureHo. «3auTeHO» BBICTABIISETCS
CIIyIIaTeNsIM, OTBETUBIIMM IpaBuibHO Ha 80 % OT o011ero yuciia BONpocoB u Ooree.

K uroroBoii arrecranuu AOIYCKaeTCs CIyLIaTeNb, HE UMEIOIINN 3a0JDKEHHOCTH U B ITIOJIHOM
o0beMe BBIOTHUBIINN y4eOHBIH MJIaH 110 IPOrpamMMe.

Kputepuu onenuBanus uroroporo Ttecra: 1 Oamn — mpaBwibHblM oTBer; 0 OamioB —
HEIPaBUJIbHBIN OTBET.

Onenka urorooro Tecra: 3auteHo / He 3auTeHo. «3ayTeHO» BBICTABISIETCS CIIyIIATENsM,
OTBETUBIIUM IpaBuiibHO Ha 80 % oT 0011ero urcia BopocoB U Oolee.

IIpumepbl TeCTOBBLIX BONPOCOB,
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3alVIAHUPOBAHHBIX K Pa3/IMYHBIM T€MaM NPOrpPaMMbl
3amaua 1.
Cospaiite HOBy10 KHUTY Excel.
Ha JIucre 1 BBeguTe JaHHELIE:

DanaHa J5NE: OrgectBO [ om posOeHmT ata posmeHa T exedon

Bemora Anna Cepreeena 1999 10 mas 89650124523
Bopoxmaa FOmen Braammvupoena (2000 14 mona 89235145485
IvETpyK AntoH AnexceeBHd 2000 5 AHBapA 89139251026
CyMEHE Cepreft Cepreesnu 1999 24 oxTabpa §923478%9641
[ Ipomora Omnera FOpeeena 2001 18 aueaps 89138524910
Srxoenesa Tarpana AngpeeeHa 1999 11 gexadpa 89604786325

OTtperynupyiiTe IIUPUHY CTOIOIIOB TaK, YTOOBI BCE JaHHBIC OBUTH YUTACMEI.
Cxonmpyire Jlucr 1. Ilepenmenyiite nuct. HoBoe ums: «/lanHble rpynmsy».

Ha nucre «JlaHHble rpynibDy OTpeAAKTUPYHTE JaHHBIE CTONIOLA «/laTa poXKaeHUs»:
Hata poxnenus

Mai

HI0JIb 5 sTHBaph 24 OKTAOPH 18 sstHBaph

nexadpb

OOpaTtuTe BHUMaHHE Ha U3MEHEHUE popMaTa JaHHBIX.

BcraBbTe HOBBIN cTonbOen «Aapecy Mexay crondmamu «Jlata poxaeHus» u «Tenedon». 3anoaHuTe
MIPOU3BOJIbHBIMU JTAHHBIMHU.

BceraBpTe HOBBIM cronmbenr «Cp. Oamn arrectara» mocie crondua «OTuecTBO». 3amoiHUTE
IIPOU3BOJIBHBIMU JJAHHBIMHU.

BcraBbTre 1BE HOBBIE CTPOKM MEXKIY 4 U 5 cTpoKaMu. 3arlOJTHUTE TPOU3BOJIBHBIMU JTAHHBIMHU.
Cxonmpyire nuct «/lannsie rpynnsy. IlepenMenyiite ckonupoBaHHbli 1ucT. HoBoe ums: «Anpecay.
Ha nmucte «Anpeca» ynamute ctonOisl «OtuectBoy, «Cp. 6ayut artectatay, «['on poxxnenus» u «Jlara
POXKICHUS.

Cxkomupyiite nuct «JlanHble Tpynmel»y. Pacmonoxkure CcTOAOLBI B CIEAYIOIIEM MOPSJIKE:
«Dammmmsy, «Mms», «OtuectBoy, «Tenedony, «Anpecy, «llara poxxnenus», «I ox pokaeHUY,
«Cp. Gain arrecraTay.

Coxpanure kHury noa umenem «llpakruueckoe 3aganue 1. @amunus NO».

3agaua 2.
CpencrBamu MS Excel pemute 3agauy:

3anonHuTe TaOIUIy aHAIKM3a MPOJIAXK, IPOU3BEAUTE pacyeThl (MCIONb3YUTE P BHIYMCIECHUAX
abCOJIOTHBIE U OTHOCUTEINIbHBIE CCHUIKH).

Brrancnure MUHUMANIBHYIO U MAKCUMAIBHYIO TPOJIAaXKH, CPEAHIO0 BEIPYUKY OT MPOJax (B
BbIJIEJICHHBIX A4YeiiKax).

dopMmynbl Ui pacyera:

Cymma nponax = Lena x (ITpomaxu B/H + [Tpomaxu HIT)

Cymma ckuaku = Ckugka x CymMma mpojax
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Bripyuka ot nponaxku = Cymma npogax - CyMma CKUIAKA

AHanuz npogax

Crana 10%)|

Ne nfn Hamnmenosanme Liewa (pys) Mponaxw (GezHanuuxele | NMpoaaxu (HanwuHee Cymma Bripyuka ot
NPOAYKWMK NNETEXM, LUT.) NASTEXM, LIT.) npomax  |CyMMa ckuak npoaax

Tenesuzop 15000 100 320
Neinecoc 4500 125 200)
(CTupaneHan mawuxa 11000 251 100
e - -
Buneokamepa 22500 45 50
[Porcannazpat 0 79 Bty
MyzbikaneHENi uekTp 7160 100 300
Paawotenadou J600) 135 560
[CEY-neqe 4800 230 170

=R =0 I WY S Eo ) [

-
o

UTOrO: 1

MakcumansHue npogasmn |

Munnmansse2 npogasm

Cpeanas ssipy<ka or npoaax  —

[Iepenmenyiite et ¢ pacueramu. HoBoe nms - AHanus npopax.

Crommmpyiite muct Ananu3 npogax (Lllemgox ITKM mo sipibraky nucra - [lepeMecTuTh/CKOMMPOBATH
nuct). HoBoe nms nucta - Pacuer ckuaku.

C nmoMoIpio yCIOBHOTO (h)OpMaTUPOBAHUS BBIICIUTE KPACHBIM MOJTYKMUPHBIM I[BETOM IIEHY TOBapa,
coctasiistonyto MmeHsiie 10 000 p.

8.CIIMCOK UCIIOJIb3YEMOM 1 PEKOMEHJIYEMOM JTUTEPATYPBI
HopmaTuBHO-IpaBOBbIE AKThI H HOPMATHBHO-TEXHHYECKHE JOKYMEHTHI

1. ®denepanbubliii 3akoH Poccuiickoit @eneparuu ot 29.12.2012 Ne 273-03 «O06 obpazoBaHUN»
(pexn. ot 01.09.2016);
2. «[lopsimoxk ~ opraHm3alii ¥  OCYIIECTBIECHUS  00pa30BaTEIbHOW  JESITENBHOCTH IO

o0pa3oBaTeNbHBIM MPOrpaMMaM CpPEIHEro MNPOodecCHOHATBLHOIO0 00pa3oBaHUS» YTBEPKIAEHHBIN
npukazoM MuHucrepcrBa oOpa3zoBanus U Hayku PO ot 14 urons 2013 rona Ne 464

3. [Tpuka3 Muno6puayku ot 01.07.2013 r. Ne 499 «O6 yrBepxxnenun [lopsiaka opranuzauuu u
OCYILIECTBIIEHUSI 00pa30BaTEIbHOW JEATENBHOCTH IO JIOMOJHUTEIBHBIM MPO(PEeCcCHOHATBHBIM
IporpaMMmam»;

4. [Tpodeccuonansuslii ctannapt «Ilemaror npodeccruonanbHOro 00y4eHus, NpodeccuoHaIbHOro
o0pa3oBaHMsl M JIONOJHUTEIBHOIO MPO(ecCHOHATBHOro 00pa3oBaHUs) PETUCTPALMOHHBIA HOMEp
38993 ot 24.09.2015 MunucrepctBo roctuiuu PO.

5. [Tucemo MunncrepcTBa oOpasoBanus u  Haykm PO or 21.02.2014 N AK-316/06
«MeTonn4yeckuM pPEKOMEHJAIUsAM M0 pa3pabdoTKe, 3aloIHEHHIO, Y4YeTy U XpaHEHUIO0 OJIaHKOB
JIOKYMEHTOB O KBaJIU(DUKAILIUI;

6. Pa3bsicHeHHs 0 3aKOHOJATENBHOM U HOPMATHBHOM IIPAaBOBOM OOECIEUEHUH JOIOIHUTEIBHOIO
npogeccuoHanbHOro oopasoBanus JlenaprameHTa rocyaapCTBEHHOM MOIUTUKU B cepe MOATOTOBKH
pabounx kaapos u JAI1IO ot 09.10.2013 Ne 06-735.

OcHoBHasi JIuTepaTypa

1. JleontseB B.I1. Excel 2016. Hoseiimmii camoyuutens. - M.: Okemo, 2019

2. Muxeesa E.B. ndopmarimonasie TEXHOIOTUH B MPOGECCHOHATBHONU NIEATEIbHOCTH: y4eOHOe
nocobue s CI1O.- 2-e uzn, crep. - M.:111" Axkanemus", 2015.

3. Nndpopmannonnsle TexHonoruu. 3agayHuk: yueonoe nocobdue st CI1O / C.B. CunaropoB. —

M. :KnoPyc, 2017.
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JlonoiHUTeIbLHAS JTUTepaTypa

1. Xne6uukoB A.A. Mndopmanmonnslie TexHoioruu: yueonuk .- M.:KunoPyc, 2016.

2. ®enorosa E.JI. TndopManimoHHble TEXHOIOTUU B TPOGECCHOHATBHON JesITeNbHOCTU: YueOHoe
nocobue / E.JI. ®enorosa. - M.: U]l DOPYM: HUIL] UHDOPA-M, 2015.

3. ®unumonosa E.B.. HpopMaimoHHbie TEXHOIOTUN B npodeccuoHaNbHOM

nestenbHOCTH: yueOHuK st CI1O.- M.:KnoPyc, 2019.
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