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MeToan4yecKue yKa3aHusi 10 BbINOJHEHHI) KOHTPOJIbHOM padoThl

Obvem pabomer KoHTponbHas paOoTa BBIMOJIHSAETCS B PYKONMHCHOM HWITU
NeyaTHOM BapuaHTe Ha OenbIX JucTax Oymaru ¢gopmara A4 B KOMIIBIOTEPHOM
BapuMaHTE WJIM Ha COOTBETCTBYIOUIEM OJlaHKe ¢ coOJto/ieHueM TpeOOoBaHUM
cmaHoapma opeanuzayuu: oobwue mpedosaHusi K NOCMPOEHUIO, U3N0MHCEHUIO U
oopmnenuto 0okymenmos yuebHou OJeamenvHocmu. CTO 4.2-07-2014(caiim:
http://about.sfu-kras.ru/node/8127)

Ilopsiook npedocmaenenus pabomuvl u ee 3awumvl KoHTponbHas padoTta
JIOJDKHA OBITHh BBIMOJHEHA B YCTAHOBJICHHBIC YYCOHBIM Ipa)ukOM CPOKH W CIaHa
Ha Kadenapy (HEMOCpPEACTBEHHO JaOOpaHTy Kadedapbl WIM OIyIleHa B
cnenuanbHbIN AMK). [locne mpoBepku pabOThI CTYACHT JOJIKEH 03HAKOMHUTBCS C
pEIeH3UEe 1 ¢ y9eTOM 3aMeuaHui TpernojaBatess (1opadoTaTh, mepepadoTaTh) U
3allUTUTH PaboTy.

PaboTa cocraBiieHa B iecsiTi BapuaHTax. BapuaHT ornpezensercst CTyJeHTOM
0 MocHeAHUM b pam mudpa 3a4eTHON KHIKKH.

KontponbHas paboTra COCTOUT U3 MPAKTUYECKOrO 3aJaHus, KOTOpOE
HEOOXO/MMO BBINIOJIHUTH, HCHONB3ysd mnporpammy MS Office, ckanbl 3kpana
KJIFOUEBBIX MOMEHTOB BBITIOJIHEHMSI 3aJ]aHUsi HEOOXOJIUMO BCTAaBUTh B OIHCAHUE,
COIIPOBOJIUB MOSCHUTEIHLHOMN YaCThIO.

3aaHre BBHITIOJNHSACTCS HA KOMITBIOTEpE, pe3yabTaT odopMmiseTcs B
TEKCTOBBI JOKYMEHT, TPHICPKUBAACH TPEOOBAaHMs CTaHAApPTa K JTOKyMEHTaM
y49eOHOH NeITeTbHOCTH. B 0TBeTe Ha 3amaHWU HY)KHO MCIOJIH30BaTh CKPUHIIIOTHI
pe3yabTaTOB MPOJICTAHHON pabOTHI.

[Ipuctymass K BBITOJHCHUIO KOHTPOJIBHOW pabOThI, CTYIEHT JOJDKCH
U3YYUTh PEKOMEHIOBAHHYIO JIMTEPATYypPy M COOTBETCTBYIOIINE HOPMATHUBHBIE
aKThI.



BAPUAHTHI 3AJIAHMI KOHTPOJBbHOMN PABOTBI
BapuaHTbl 3a1anuii BRIOMPAIOTCS IO MOCTAEAHEH udpe CTyAeHIECKOTo Omiera (3aueTHOM
KHIDKKH) WIH TI0 COTJIACOBAHUIO C MPETIOIaBATEIICM.

KonTpoabHasi padora
Bapuanr 0

Omnumure I[CﬁCTBPIH, YKa3aHHbIC HUKC:
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3arpysure Windows XP. Ha paGodem ctoje co3maiiTe manky Bamieil rpynmbl. Onummure
BBIIIOJIHEHUE 3TUX JACHCTBUM.

B manke Bamed rpynnel coznpaiite nokymeHT Word XP ¢ nMeHeM, KOTOpoe yKa3aHO B
koJsionturyie, Hanpumep, KOHTPOJIbHAS PABOTA.

Habepure TekcT, Kak yka3aHo B 3agaHuu. Pa30eiiTe ero Ha KOJIOHKU. BeimonHuTE
dbopmatrpoBaHre OYKBHIIBI B IBE CTPOKH IS IEPBOM OYKBBI IIEpBOTro ad3aria.

CozpaiiTe BEepXHHUM KOJOHTUTYJ, U PAa3MECTUTE B HEM:

@urypHsblii TeKCT (110 MPUBEACHHOMY 33JIaHUIO).

OMbemy - 11000 pUCYHOK.

Anpec - B Tabnuie pa3MepoM B JBE CTPOKH M JABa cTojbua. OmucaTh AEHCTBHS: IO
penakTupoBaHuio TekcTa B pegakrope WORD XP.

CoxpaHuTe CO3JTaHHBINA TEKCT.

B manke Bamei rpynnel  co3maiite auct Excel XP. B Hem co3pmaiite Tabnuiy B
COOTBETCTBUM C 3aJaHueM. [0JIOBKY TaOmuIbl 3aieiiTe IIOO0bIM CBETIBIM IIBETOM.
Hamummre ¢opmyny mns pacuera Cymmbl peanmsanuu  (GopMysnbl  JOKHBI  OBITH
Konupyembie). DBbluncieHuss BBINONHSNTE TONBKO B SYeMKaX, B KOTOPBIX CTOHUT
BOIIPOCHUTEIIbHBIN 3HAK.

BeimonHuTe COpTUPOBKY JaHHBIX Mo monwo HaummenoBanwe ToBapa. Ckomwupyiite
OTCOPTUPOBAHHYIO TabNUIy 1 3amanus 11 u 14 BeImonHsANTE ¢ HEl

. IlogBeaute MMPOMEKYTOUHBIC UTOT'H 110 ITOJISIM KonnuecTBo n CYMMa peain3anuu.
12.

Hanwmmure ¢opmynsr ans pacdera [omm mponykra u Ilpemun menemxepy (dopmysbt
JIOJKHBI OBITH KOITUPYEMBIE).

[Ipemuss nauucnsiercs B pazmepe 20 % ot Cymmbl peanusanuu, eciu Jlomst mpoaykra
6onbire 25 %.

[TocTpoiiTe 06beMHYIO THCTOTpaMMY 10 o0 CymMMa peanu3aiuu.

Co3paiiTe CBOAHYIO TaOJIUIly B COOTBETCTBUH C THUIIOBBIM 33JJaHHUEM.

Cxonupyiite Tabnuiry u3 1. 10 u ¢ momMoItbio aBToGUIBTpa HAMIUTE 00bEM MPOJAXK ChIpA.
Cxonupyiite Tabnuny u3 1. 10 ¥ BBINOIHUTE KOHCOJIMIALNIO B COOTBETCTBUU C THUIOBBIM
3a/laHueM.

[Tepenecute snementsl Tabnumbl Excel XP (tabmumer u rpaduka) B Word XP Ttakum
00pa3zoM, 4TOOBI MPU W3MEHEHUU MCXOIHBIX AaHHBIX B Tabnuie Excel XP, aBromaTudecku
MEHsUTUCh Tabnuna u rpadguk B pepakrope Word XP.

CoxpanuTte co3pannabiii 1ucT Excel XP.

Pacnevaraiite noixydennsiii nokyment Word XP.

[TpakTHUecky0 4acTh KOHTPOJBbHOM pabOThl MOXKHO BBINOJIHUTH HA 3aHATUSAX BO BpeMs
HK3aMEHALIMOHHON CECCHHU.

¢ K omucanuro xo/1a KOHTPOJIBHON pabOTHI, BEIIOJIHEHHOMY Ha Oymare, JUIst 3alUThI TIPHIIOKUTE
JcKeTy ¢ co3nanHbiMU tokymMeHTamu Word XP u Excel XP
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Bapmuanr 1

Onummure AeHCTBUS, YKa3aHHBIC HUXKE:
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3arpyzure Windows XP. Ha pabouem crosie (WM Ha MeCTe, yKa3aHHOM IIPEINO0/1aBaTEIEM)
CO3/IaiiTe MaIKy Balled TPYIIbI.

B manke Bamed rpynnel coznpaiite nokymeHT Word XP ¢ nmMmeHeM, KOTOpoe yKa3aHO B
koJionturyie, Hanpumep, KOHTPOJIbHAS PABOTA.

HabGepure TekcT, Kak yka3aHo B 3agaHuM. Pa30eiiTe ero Ha KOJOHKH. BrImomHuTe
dbopmatrpoBaHre OYKBHIIBI B JIB€ CTPOKH IS IEPBOM OYKBBI IIEpBOro ad3aria.

CozpaiiTe BepXHUM KOJOHTUTYJ U Pa3MECTUTE B HEM:

@urypHsblii TeKCT (110 MPUBEACHHOMY 33JIaHUIO).

OMbemy - 11000i pUCYHOK.

Hannuck ¢ ykazanuem HoMepa Ballel IpyIIbl ¥ CBOCH daMuIuei.

Anpec - B Tabnuie pa3MepoM B IB€ CTPOKH U JIBa CTOJIONA.

Ecnm 310 ecTh B BaiieM 3aaHuu, HamMImuTe ¢ momoinbio Microsoft Equation 3.0 3agannyto

opmyay.

. CoxpaHuTe CO31aHHBINA TEKCT.
11.

B nanke Bameii rpynmel  otkpoiite auct Excel XP. B Hem co3paiite Tabnuuy B
COOTBETCTBUM C 3aJaHueM. [ 0JOBKY TaOJuIbl 3ajeiiTe aroObIM CBETIbIM LBeTOM. B
A4yeiikax, 1€ CTOUT BOIPOCUTENbHBIN 3HAK, BHIITOJIHUTE BEIYUCIICHUS.

BeinosnHuTe COpTUPOBKY JaHHBIX IO MO0 Marasussl. CKonupyiTe OTCOPTHPOBAHHYIO
Tabnuity v 3aaanus 13 - 15 BeIMonHsNTE ¢ HEH.

[TonsenuTe nmpomMexxyTouHbsle UToru no nosisiMm ToBapoo6opoT daxr, ToBapooOGOPOT MmiIaH u
IIpemusi.

[TIpemuss Hauucisgercs B pasmepe 20 % or pasHunpbl Mexay ToBapooOOpoT ¢axkT u
ToBapoobopoT 1m1a, ecinu % BbinoaHeHus oosbine 100 % .

. [loctpoiite 00beMHYI0 TUCTOrpaMMy 1o ToJisiM ToBapoo6opot dakt u ToBapooOOPOT IIaH.
16.
17.

Co3zpaiite CBOJIHYIO TAOJIMITy B COOTBETCTBUHU C TUIIOBBIM 33JJaHUEM.

Ckonupyiite Tabnuiy u3 1. 12 U ¢ NOMOIIBI0 aBTOQMIBTPa HalauTe oOIui 00beM Ui
BCEX Mara3uHOB B IIEJIOM.

Ckonupyiite Tabnuuy u3 0. 12 ¥ BBINOJIHUTE KOHCOJUIALNIO B COOTBETCTBUH C TUIIOBBIM
3a/laHueM.

[Tepenecute snementsl Tabnumbl Excel XP (tabmumer u rpaduka) B Word XP Ttakum
00pa3zoM, 4TOOBI MPU U3MEHEHUHN MCXOAHBIX JaHHBIX B Tabnuie Excel XP, aBromaTudecku
MEHsITUCh Tabnuna u rpadguk B penakrope Word XP.

Coxpanute co3nannabiii 1ucT Excel XP.

Coxpanute nokyment Word XP.

Ecnu ecTh Takast BO3MOXKHOCTb, TO pacrieyaTaiite nmosydeHHbiit fokymeHT Word XP.
[TpakTH4ecKkyl0 4YacTh KOHTPOJIBHON pabOThl MOXHO BBIMOJHUTH HAa 3aHATHUSAX BO BpeMs
DK3aMEHAllMOHHOM CECCHH.

Kpatko onummre X0/ BBITOJTHEHUS KOHTPOJIbHON pabOTHI.

¢ K ommcaHnio XoJa KOHTPOJBHOW pabOTHI, BBHIMOJHEHHOMY Ha Oymare, ISl 3alldThI
NPUIIOKHUTE AUCKETY ¢ co3naHHbIMU JokyMeHTamu Word XP u Excel XP.
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Bapmuanr 2

Onummure AeHCTBUS, YKa3aHHBIC HUXKE:
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3arpysure Windows XP. Ha paGodem ctoie co3maiite manky Bamieil rpynmbsl. Onummre
BBIIIOJIHEHUE 3TUX JCHCTBUM.

B manke Bamed rpynnel cospaiite nokymeHT Word XP ¢ nmMmeHeM, KOTOpoe yKa3aHO B
kosionturyie, Hanpumep, KOHTPOJIbHAS PABOTA.

Habepure TekcT, Kak yka3aHo B 3agaHuM. Pa30eiiTe ero Ha KOJOHKH. BrImomHUTE
dbopmatrpoBaHre OYKBHIIBI B JIBE CTPOKH IS IEPBOM OYKBBI IIEpBOTro ad3aria.

CozpaiiTe BepXHHUM KOJOHTUTYJ, U PA3MECTUTE B HEM:

@urypHsblil TeKCT (110 MPUBEACHHOMY 33JIaHUIO).

OMbemy - 11000# pUCYHOK.

Anpec - B Tabnuile pa3MepoM B JIBE€ CTPOKM U JABa cToiOma. Onummre IEeHCTBUS IO
penakTupoBaHHIO TeKcTa B pepakrope Word XP.

CoxpaHUTe CO31aHHBINA TEKCT.

B mamke Bameit rpymmel  cozmaiite muct Excel XP. B Hem cosmaiite Tabiuiy B
COOTBETCTBUM C 3aJaHueM. [0JIOBKY TaOmuIbl 3aieiiTe IIOO0bIM CBETIBIM IIBETOM.
Hamummre ¢opmyny mns pacuera Cymwmbl peanmm3anul  (POpMyIbl  TOJDKHBI  OBITH
Konupyembie). DBbluncieHuss BBINONHSNTE TONBKO B SYeMKaX, B KOTOPBIX CTOUT
BOIIPOCHUTEJIbHBIN 3HAK.

BeimonHuTe COpTUPOBKY JaHHBIX Mo monro HaummenoBanwe ToBapa. Ckomwupyiite
OTCOPTUPOBAHHYIO TaONUITy U 3amaHus 11-14 BBITONHSIATE C HEH

[TonBenuTe mpomexyTouHbie uTOrH 1o noisiM KonnyectBo u Cymma peanusariui.
Hanwmmure ¢opmynsr ans pacdera [omu mpoxykra u Ilpemun menemxepy (dpopmysbt
JOJI’KHBI OBITH KOMHPYEMBIE).

[Tpemust nHauucnsercs B pasmepe 20 % ot Cymmbl peanuzanuu, ecau Jlonst npoaykra
6ombiie 25 %.

[Toctpoiite 00BEMHYIO TUCTOTPaMMY 110 TIoJTF0 CymMMa peann3aium.

Co3paiiTe CBOAHYIO TaOJIUIly B COOTBETCTBUH C THUIIOBBIM 33JJaHUEM.

Cronupyiite Tadmuiry u3 1. 10 U ¢ moMoNIbI0 aBTOPMIBTPA HAWIUTE PE3YIBTATHI CAETOK IO
KoH(eTam.

Cxonupyite Tabnuiy u3 m. 10 U BBIMOTHUTE KOHCOJIUAAIMIO B COOTBETCTBUU C THUIIOBBHIM
3a/laHuEM.

Coxpanute co3pannbiii 1ucT Excel XP.

Pacnevaraiite noixydennsiii fokymenT Word XP.

[TpakTHUecKyl0 4acTh KOHTPOJIbHOM paOOThl MOXHO BBINOJIHUTH Ha 3aHATUSAX BO BpeMs
DK3aMEHALIMOHHON CECCHHU.

¢ K ommcaHdnio XxoJa KOHTPOJBHOW paboThI, BBIMOJHEHHOMY Ha Oymare, sl 3alIluThI
NPUIIOKHUTE AUCKETY ¢ co3naHHbIMU JokyMeHTamu Word XP u Excel XP.
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Onumure AeCcTBYS, YKa3aHHbIE HUXKE!
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3arpy3ute Windows XP. Ha paGodem crone cosmaiite mamky Bamied rpymmbl. OnumuTe
BBITIOJIHEHHE 3TUX JICUCTBUU.

B nanke Bamei rpynmnel co3paiite qokyMeHT Word XP ¢ mMeHeM, KOTOpoe yKa3aHO B
kononturyne, Hanpumep, KOHTPOJIbBHAS PABOTA.

Habepute Tekct, kak yka3zaHo B 3agaHuu. [lomecTute 3aroloBoK U MEPBYIO 4acTh TEKCTa B
TabIuIly, ToCcIeAHIe 1Ba ab3ara o(hopMUTE MAPKHUPOBAHHBIM CITUCKOM.

Co3pnaliTe BEpXHHUI KOJIOHTUTYJI, U PA3MECTUTE B HEM:

@UrypHsblIil TEKCT (110 IPUBEAECHHOMY 33JJaHUIO).

DOMOIeMy - 1000 PUCYHOK.

CoxpaHuTe CO3aHHBINA TEKCT.

B manke Bameit rpynmel  co3maiite smct Excel XP. B Hem cospmaiite Tabmumy B
COOTBETCTBUM C 3aJaHueM. [ OJIOBKY TaOMUIBI 3ajeiTe IIOOBIM CBETIBIM IIBETOM.
Hanummre ¢dopmyny nns pacdera Cymmbl (popmynbl JOIDKHBI OBITH KOIHPYEMBIE).
BrprunciieHust BBIMOJHANTE TOJIBKO B AYEHKAX, B KOTOPBIX CTOUT BOIPOCUTEIbHBIN 3HAK.
BremonauTte copTupoBKy AaHHbIX Ho momto IIpogasern. CkomupyiTe OTCOPTUPOBAHHYIO
Tabnuity v 3aaanus 10-13 BEIIOIHSITE C HEM.

[TonBenuTe mpomexyTouHbie uTory 1o noisim Konnyecrso u Cymma.

. Harmmmire dopmynsl anst pacdera Jlonm nponasua B obmeit cymme u [Ipemun (dopmyss

JOJIKHBI OBITH KOMHPYEMBIE).

[Tpemus mauncnsercs B pazmepe 20 % ot Cymmer, ecnu J{omnst mpoasma 6ombie 25 %.
[Toctpoiite 00bEMHYIO KPYTOBYIO AUarpaMmy 1o noito Cymma.

Co3zpaiite CBOJIHYIO TAOJIMITy B COOTBETCTBUHU C TUIIOBBIM 33JaHUEM.

. Cxonupyiite Tabnuiy u3 m. 9 U ¢ MOMOIIbIO aBTO(UIBTPA OLIEHUTE PE3YNbTaThl PabOTHI

npoasia Cuaoposa.

Ckonupyiite Tabmuiy U3 M. 9 ¥ BBINOJIHUTE KOHCOJMIALNIO B COOTBETCTBUU C THUIIOBBIM
3a/laHueM.

[Tepenecute snementsl Tabnumbl Excel XP (tabmumesr u rpaduka) B Word XP Ttakum
00pa3zoM, 4TOOBI MPU U3MEHEHUHN HCXOIHBIX AaHHBIX B Tabnuie Excel XP, aBromaTudecku
MEHsUTUCh Tabnuna u rpadguk B penpakrope Word XP.

CoxpanuTte co3nannabiii 1ucT Excel XP.

Pacnevaraiite noixydennsiii fokymeHT Word XP.

[TpakTHUecKyl0 4acTh KOHTPOJBHOM paOOThl MOXHO BBIMOJIHUTH Ha 3aHATHUAX BO BpEMs
9K3aMEHALIMOHHON CECCHUM.

¢ K omucaHuio xoma KOHTPOJNBHOW pabOThI, BBIMOJHEHHOMY Ha Oymare, aJs 3al[uThl
IPUIOKUTE AUCKETY ¢ co3faHHbIMU JokyMeHTamu Word XP u Excel XP.
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Onumure AeCTBYS, YKa3aHHbBIE HUXKE!
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16.

17.

18.

19.
20.

3arpy3ute Windows XP. Ha paGodem crone cosmaiite mamky Bamied rpymmbl. OnumuTe
BBITIOJIHEHHE 3TUX JICUCTBUU.

B nanke Bamei rpynmnel co3paiite qokyMeHT Word XP ¢ mMeHeM, KOTOpoe yKa3aHO B
kononturyne, Hanpumep, KOHTPOJIbBHAS PABOTA.

HabGepute TekcT, kak ykazaHo B 3afaHuu. Pas30elite ero Ha KOJIOHKU. Beimonnure
¢dopmaTupoBaHue OYKBHIIBI B IBE CTPOKHU JJIsl IIEPBOM OYKBBI IepBOro ad3ara.

Co3pnaiiTe BepXHUI KOJOHTUTYII, U Pa3MECTUTE B HEM:

@UrypHsblIil TEKCT (110 IPUBEAECHHOMY 33JJaHUIO).

DOMOIeMy - 1000 PUCYHOK.

CoznaiiTe HUKHUI KOJIOHTUTYJ, U Pa3MECTUTE B HEM: HaANMCh no oOpasny. Onummure
JICUCTBUSA: TIO pelaKTUPOBaHUIO TeKcTa B penaktope WORD XP.

CoxpaHuTe CO3aHHBINA TEKCT.

B nanke Bareit rpynmsl co3naiite nuct Excel XP. B Hem co3gaiite Tabnuily B COOTBETCTBUU
¢ 3ajanueM. ['ooBKy TaOJIMIIBI 3ajeiTe JII00BIM CBETIBIM IIBETOM. Hanummte Gopmyiry st
pacuera OcraTka Ha KoHell Mmecsua (popmyina JOIKHBI ObITh Komupyemas). Berumcnenus
BBITIOJIHAMTE TOJIBKO B IYEHKAX, B KOTOPBIX CTOUT BOMPOCHUTEIIbHBIN 3HAK.

Boinonaute copTUpoBKY AaHHBIX 10 moiro Ckmanpl. CKONUPYWTE OTCOPTUPOBAHHYIO
Tabnuity v 3aaanus 11-13 BEIONHSITE C HEM.

[ToaBeauTe NPOMEXYTOUHBIE UTOTH IO BCEM MOJISIM.

Paccuwnraiite Jlonro octaTka Ha KOHEI Mecsna (popMyiia TOJDKHBI ObITh KOMTUpyeMasi).
[Toctpoiite rpaduk 1o IIpuxony u Pacxony.

14. Co3pnaiite cBOJHYIO TaOJIUILY B COOTBETCTBUHU C TUIIOBBIM 3aJaHUEM.

. Cxonupyiite Tabmuny u3 1. 10 u ¢ moMoibo aBTO(UIBTPa OLIEHUTE OCTATKH HA MEPBOM U

TPETHEM CKJIAJIE.

Ckonupyiite Tabnuny u3 1. 10 ¥ BBINOIHUTE KOHCOJIMIALNIO B COOTBETCTBUU C THUIOBBIM
3a/laHuEM.

[Tepenecute snementsl Tabnumbl Excel XP (tabnumnsl u rpaduka) B Word XP Takum
00pa3zoM, 4TOOBI NMPU U3MEHEHUH MCXOIHBIX JaHHBIX B Tabnuie Excel XP, aBromaTudecku
MEHsITUCh Tabnuna u rpaguk B pepakrope Word XP.

CoxpanuTte co3aannabiii 1ucT Excel XP.

Pacneuaraiite nosnyuennsiit fokymeHT Word XP.

[TpakTHUecKyl0 4acTh KOHTPOJIbHOM paOOThl MOXHO BBIIOJIHUTH HAa 3aHATUSAX BO BpeMs
DK3aMEHALIMOHHON CECCHHU.

¢ K onucanuio xo/1a KOHTPOJIBHON paboThI, BEIOJIHEHHOMY Ha Oymare, JUlst 3allliThI
MIPUWIOKUTE AUCKETY ¢ co3manabiMu fokymeHTamu Word XP u Excel XP.
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OnummuTe AEHCTBUS, YKa3aHHBIC HUXKE:
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20.
. HpaKTI/I‘-ICCKyIO 4acCTb KOHTpOJ’IbHOﬁ pa6OTLI MOKHO BBITIOJIHUTh Ha 3aHATHUAX BO BPEM:A

21

3arpysute Windows XP. Ha paGodem ctoje co3maiiTe manky Bamieil rpymmbl. Onummure
BBIIIOJIHEHHUE 3TUX JACHCTBUM.

B manke Bamel rpynnel cospaiite nokymeHT Word XP ¢ nmMeHeM, KOTOpoe yKa3aHO B
kosionturyne, Hanpumep, KOHTPOJIBHAA PABOTA.

Habepure TekcT, Kak ykazaHo B 3agaHuu. Pa30eiiTe ero Ha KOJIOHKU. BeimonHuTE
dbopmaTtrpoBaHre OYKBHIIBI B JIBE CTPOKH IS IEPBOM OYKBBI IIEpBOTro ad3aria.

CozpaiiTe BepXHHUM KOJOHTUTYJ, U PA3MECTUTE B HEM:

@urypHsblil TeKCT (110 MPUBEACHHOMY 33JIaHUIO).

OMbiemy - 110001 pUCYHOK.

Co3zaiiTe HIKHUA KOJIOHTUTYJI, U Pa3MECTUTE B HEM: TabJIuIly U3 3 CTPOKHU U 3 CTOJIOIOB, B
KOTOPOH MOMECTUTE CBOIO (aMHIIMIO, TEeKyluue BpeMs U aaty. OmmcaTh AEHCTBHS: IO
penakTupoBaHuio Tekcta B pegakrope WORD XP.

CoxpaHHUTe CO3aHHBINA TEKCT.

B nanke Bameii rpymnmel  co3maiite amct Excel XP. B Hem co3maiite Tabnuiy B
COOTBETCTBUHM C 3ajaHueM. [ONOBKYy TaOuuIbl 3aneiiTe J0OBIM CBETJIBIM  I[BETOM.
Hanummre dopmyny mns pacuera Cpemnero (hopMynbl TOIKHBI OBITh KONHPYEMEIE).
BrprunciieHust BBIMOJHANTE TOJIBKO B AYEMKAX, B KOTOPBIX CTOUT BOIPOCUTEIbHBIN 3HAK.
BeimonHuTe COPTUPOBKY NaHHBIX MO Mou0 Mara3unbel. CKomupylTe OTCOPTUPOBAHHYIO
Tabnuny u 3aganus 11-14 BeinonHsiite ¢ HEH.

[TonBenuTe mpoMekyTOYHbIE UTOTH 1O ToJsiM ToBapoobopoT dakt, ToBapooOOPOT IIaH.
[To Tabnuie ¢ MPOMEKYTOYHBIMM MTOTAaMU BBIYUCIHUTH % BbIoJHEeHUs, [omro, [Ipemuto
(popMysIBl JOKHBI OBITH KOMUPYEMBIE).

[Ipemust Haumcisiercss B pasmepe 10 % ot pasHumsl Mexay ToapooOOpoT ¢axT u
ToBapoobopoT 1ian, ecnu % BoinoaHeHus oonbine 105 % .

[Toctpoiite 00BEMHYIO TUCTOTPaMMY 110 TIoJisiM ToBapooOopoT dhakT u ToBapooOOPOT IIIaH.
CoznaiiTe CBOJHYIO TaOJIHIly B COOTBETCTBHH C TUTIOBBIM 3aJJaHHEM.

Cxonupyiite Tabmuny u3 n. 10 U ¢ moMmompbio aBTOQMIbTpa OLEHUTE (HaKTHUYECKU
TOBapooOopoT 2 u 3 ¢huamnanos.

Cronupyiite Tabnuiy u3 m. 10 U BBITOJTHUTE KOHCOJIUAIUIO B COOTBETCTBUU C TUIIOBHIM
3a/1aHUEM.

[Tepenecute snementsl TaOnumbl Excel XP (tabmuuel u rpapuka) B Word XP Ttakum
0o0pa3om, 4TOOBI IPU U3MEHEHUU MCXOJHBIX AaHHBIX B Tabmuie Excel XP, aBromarnuecku
MeHsUTMCh Tabnuia u rpaguk B penakrope Word XP.

Coxpanute coznannsli muct Excel XP.

Pacniewaraiite nomyuenHsiii jokymeHT Word XP.

SK3aMEHAIIMOHHON CECCUH.

¢ K ommcaHdmio XoJa KOHTPOJBHOW pabOTHI, BBHIMOJHEHHOMY Ha Oymare, ISl 3aliuThl
MIPUIIOKHUTE AUCKETY ¢ co3manapiMu qokymeHTamu Word XP u Excel XP.
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Onumure AeCcTBYS, YKa3aHHbIE HUXKE!
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3arpy3ute Windows XP. Ha paGodem crone cosmaiite mamky Bamied rpymmbl. OnumuTe
BBITIOJIHEHHE 3TUX JICUCTBUU.

B nanke Bamei rpynmnel co3paiite qokyMeHT Word XP ¢ mMeHeM, KOTOpoe yKa3aHO B
kononturyne, Hanpumep, KOHTPOJIbBHAS PABOTA.

HabGepuTte Tekct, kak yka3zaHo B 3ajianud. Pazoelite nepBoiii ad3ail Ha KoJoHKH. Hanmummmre
dbopmyiy.

Co3pnaiiTe BepXHUI KOJTOHTUTYII, U Pa3MECTUTE B HEM:

@UrypHsblIil TEKCT (110 IPUBEAECHHOMY 33JJaHUIO).

DOMOeMy - 1000 PUCYHOK.

Co3paiiTe HIXKHUIM KOJIOHTHUTYJ, U Pa3MECTUTE B HEM: TaOuuIly u3 3 cTpoku U 3 cToJi010B, B
KOTOpPOM TMOMECTHTE CBOIO (amMuiuio, TeKymue Bpems U aary. Omnwucath JOEHCTBUS: MO
penakTupoBaHHIO TeKcTa B pepaktope Word XP.

Hanummure ¢ nomombto Microsoft Equation 3.0 3agannyto ¢hopmyy.

CoxpaHuTe CO3TaHHBINA TEKCT.

.B manke Bameil rpymmsl  cosmaiite muct Excel XP. B Hem cozpmaiite Tabnuiy B

COOTBETCTBUHM C 3aJaHueM. [ OJIOBKY TaONUIBI 3aJelTe JIOOBIM CBETIBIM IIBETOM.
Hanummre d¢opmyny mms pacdera Cymwmbl peanuzanuud  (GopMynbl  TOMKHBI  OBITH
KOMUpYyeMbie). BbIUKMCICHHUs] BBINOJIHSINWTE TOJBKO B sA4YelKaxXx, B KOTOPHIX CTOUT
BOIIPOCHUTEJIbHBIN 3HAK.

BrimonnuTe COpTHUPOBKY JaHHBIX 10 moio HawmMeHnoBanue ToBapa. Ckomupyite
OTCOPTUPOBAHHYIO TAONUILy U 3a7aHus 12-15 BBINONHSIATE C HEM.

[ToaseauTe mpomMexyrounbie utoru mo nojsM KonudyectBo u Cymma peanuzaiiuu.

. Hamummre ¢opmynsl ans pacuera [Jonmu mponykra u [lpemun menemxepy (popmysisi

JIOJIKHBI OBITH KOMUPYEMBIE).

[Tpemus nauumcnsercs B pasmepe 20 % ot Cymmsl peanmuzanuu, eciu Jlons mpoaykra
oombie 25 %.

[Toctpoiite 00BbeMHYI0 TUCTOrpamMMy 1o oo CymMma peanu3aii.

Co3zpaiiTe CBOJIHYIO TAOJIMITy B COOTBETCTBUHU C TUIIOBBIM 33JJaHUEM.

. CKOHI/IPYI\/'ITC Ta6J'II/ILIy mn lluc IIOMOIIBIO aBTOCI)I/IJ'ILTpa OLICHUTC pe€ajin3alliio MOJIOKAa U

CchIpa.

Ckonupyiite Tabnuny u3 1. 11 ¥ BBINOIHUTE KOHCOJIMIALNIO B COOTBETCTBUU C THUIOBBIM
3a/laHHEM.

[Tepenecute snementsl Tabnumbl Excel XP (tabmumer u rpaduka) B Word XP takum
00pa3zoM, 4TOOBI MPU U3MEHEHUH MCXOIHBIX JaHHBIX B Tabnuie Excel XP, aBromaTudecku
MEHSUTUCh Tabnuna u rpadguk B pepakrope Word XP.

Coxpanute co3nannabiii 1ucT Excel XP.

Pacneuaraiite nonyueHHsiit fokymeHT Word XP.

[IpakTHueckyto 4acTh KOHTPOJIbHOM paOOThl MOXHO BBIIOJIHUTH HAa 3aHATUSAX BO BpeMs
9K3aMEHALIMOHHOW CECCHH.

¢ K omnmcanuio xo/1a KOHTPOJIBHON paboTHI, BEIIOJIHEHHOMY Ha Oymare, [UTs 3al{UThI
HOPUIIOKHUTE AUCKETY ¢ co3naHHbIMU JokymMeHTamu Word XP u Excel XP.
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Onummure AeHCTBUS, YKa3aHHBIC HUXKE:

l.

2.

(98]

N s

x

10.

11

13.
14.

15

17.

18.

19.

20.
21.

3arpysure Windows XP. Ha paGodem ctoie co3maiite manky Bamieil rpynmbsl. Onummre
BBIIIOJIHEHUE 3TUX JCHCTBUM.

B manke Bamed rpynnel cospaiite nokymeHT Word XP ¢ nmMmeHeM, KOTOpoe yKa3aHO B
kosionturyie, Hanpumep, KOHTPOJIbHAS PABOTA.

HabGepure TekcT, Kak yka3aHo B 3ajaHuu. Paz0eiiTe mepBblil ab3ail Ha KOJOHKU. BeImonHnTe
dbopmaTtrpoBaHre OYKBHIIBI B JIBE CTPOKH IS IEPBOM OYKBBI IIEpBOTro ad3aria.

CoznaiiTe BEpXHUM KOJOHTUTYJI, U Pa3MECTUTE B HEM:

OurypHsblil TeKCT (110 MPUBEACHHOMY 33JIaHUIO).

OMbemy - 11000 pUCYHOK.

CoznaiiTe HUKHMIA KOJIOHTUTYJ, U pPa3MECTUTE B HEM HAJIUCh C TEKYIIMMH JaTod U
BpeMeHeM. OnumuTe JeiCTBUS: 0 PeJaKTHPOBAaHUIO TekcTa B penakrope Word XP.
CoxpaHuTe CO3/1aHHBIN TEKCT.

B mamke Bameit rpymmel  coszmaiite muct Excel XP. B Hem cosmaiite Tabiuiy B
COOTBETCTBUM C 3aJaHueM. [0JIOBKY TaOmuIbl 3aieiTe IIOO0bIM CBETIBIM IIBETOM.
Hanwmure ¢dopmyny mns pacuera Cymwmbl (popMynbl AOIDKHBI OBITH KOIHPYEMBIE).
Brruncnenus BHIOIHANTE TOJIBKO B siY€HKaX, B KOTOPBIX CTOUT BOIIPOCUTENIbHBIN 3HAK.
Brimonnute coptupoBky nmaHHbix 1o oo [Ipomaser. CkomupyiTe OTCOPTUPOBAHHYIO
Tabnuny u 3ananus 11-14 BeinonHsiite ¢ Helt

. [logBeauTe mpomexxyTounbie utoru no nojsim Konuyectso u Cymma.
12.

Hanumure dopmynsr ans pacuera Jlonu nponasua B obmel cymme u [Ipemun (Gpopmysisi
JIOJIKHBI OBITH KOMUPYEMBIE).

[Tpemust Hauncnsercs B pazmepe 20 % ot Cymmsl, eciu [Jons npoaasia 6omnbiie 25 %.
[TocTpoiiTe 00BEeMHYIO KPYTOBYIO AHarpammy 1o noito CymMa.

. COSHaﬁTe CBOIHYIO Ta6J'II/II_Iy B COOTBCTCTBHHU C THIIOBBIM 3aJaHHCM.
16.

Ckonupyiite Tabmumy u3 m. 10 ¥ ¢ MOMOIIBIO aBTOGMIBTPA OIEHUTE PE3yJbTaThl PadOTHI
npogasna Cunoposa.

Cxonupyiite Tabnuiy u3 m. 10 U BBIMOTHUTE KOHCOJUIAIUIO B COOTBETCTBUM C TUIIOBBIM
3a/laHuEM.

[Tepenecute snementsl TaOnumbl Excel XP (tabmuuel u rpapuka) B Word XP Ttakum
0o0pa3oM, YTOOBI NMPU U3MEHEHUH UCXOJHBIX JaHHbIX B Tabnuie Excel XP, aBTomaTHuecku
MeHsUIMCh Tabnuia u rpaguk B penakrope Word XP.

Coxpanute co3nannbiid 1ucT Excel XP.

Pacniewaraiite nomyuenHsiii jokymeHT Word XP.

[IpakTHYecKkyl0 4yacTb KOHTPOJBbHOH PabOThl MOXKHO BBINOJIHUTH Ha 3aHATHAX BO BpeMs
9K3aMEHAIlMOHHON CECCHM.

¢ K omucaHuio xoma KOHTPOJNBHOW pabOThI, BBIMOJHEHHOMY Ha Oymare, s 3al[uThl
IPWIOKUTE AUCKETY ¢ co3faHHbIMU JokyMeHTamu Word XP u Excel XP.
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COOTRETICTRMM ¢ POCOOROKCIIM ISR

OKHOM, OTKPHIBAKOBMCE IO  KOMaHDS oSpannoM
Banane - cucTeMa noxasaTened!, COPYIIMPOBANRIX B CBOHYI0 Tabmngy, XAPAKTEPHSYIOUX &

AEHEXXHOM pupamemmst coomas, PasMesenue, HCMOUKNK U HXITHAMCHNe cpedcme Na
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Onumure AeCcTBYS, YKa3aHHbIE HUXKE!

1.

2.

hd

x

10.
11.
12.
13.
14.
15.
16.

17.
18.

3arpy3ute Windows XP. Ha paGodem crone cosmaiite mamky Bamied rpymmbl. OnumuTe
BBITIOJIHEHHE 3TUX JICUCTBUU.

B nanke Bamei rpynmnel co3paiite qokyMeHT Word XP ¢ mMeHeM, KOTOpoe yKa3aHO B
kononturyne, Hanpumep, KOHTPOJIbBHAS PABOTA.

HabGepute TekcT, Kak yka3zaHo B 3ajaHuu. Pa3z0eliTe ero Ha kojoHKU. BeraBpTe urypHbIit
TEKCT U JIF000# pUCYHOK (TIO TPUBEICHHOMY 33JJaHUIO).

CoznaiiTe BepXHHUIl KOJIOHTUTYJ, U Pa3MECTUTE B HEM: aJpec - B TaOJIUIEe pa3MEpOM B JIBE
CTpOKM M JBa croyibna. Omnucarh JNEHCTBUA: 0 PEJAKTUPOBAHUIO TEKCTa B PENAKTOPE
WORD.

CoxpaHuTe CO3aHHBINA TEKCT.

B manke Bameit rpymmel  co3maiite smct Excel XP. B Hem cospmaiite Tabimmy B
COOTBETCTBUHM C 3aJaHueM. [OJIOBKY TaOMUIBI 3aleiTe IIOOBIM CBETIBIM IIBETOM.
Hanumure ¢opmyny nnst pacuera CpenHero. BeruncneHus: BHIIOTHSANTE TOJIBKO B SYCHKaX,
B KOTOPBIX CTOUT BOIIPOCHUTEIIbHBIN 3HAK.

BeimonauTe cOpTUPOBKY NaHHBIX 1Mo nomo Punnansl. CKONUPYHTE OTCOPTUPOBAHHYIO
Tabnuiry 1 3ananus 8-11 BBIONTHSINTE C HEM.

[TonBenuTe mpomMexyToYHbIe UTOTH 1O ToJisiM DakT, [lnan.

Hanumure dopmyny st pacdyera % BoimonHenus, Jomm B obmem 1/0 u [pemun (hopmysst
JOJI’KHBI OBITH KOMHPYEMBIE).

[Ipemust Haumcisiercss B pasmepe 20 % ot pasHumsl Mexay ToBapooOOpoT ¢axkT u
ToBapoobopoT 1ian, ecnu % BoinoaHeHus oonbine 100 % .

[Toctpoiite 00beMHYFO TUCTOTpaMMy 110 oM DakT u [lnan.

CoznaiiTe CBOJHYIO TaOJIUIlY B COOTBETCTBHH C TUIIOBBIM 3aJJaHHEM.

CkonupyiTe TaOJIMIly U3 1. 7 U C TIOMOIIbIO aBTOPWIBTPA OIICHUTE PEATH3AINIO TOBApOB |
u 3 ¢puinanos.

Cxonupyiite Tabnuiy U3 M. 7 U BBINOJIHUTE KOHCOJUAALNIO B COOTBETCTBUU C THUIIOBBIM
3a/1aHUEM.

[Tepenecute snementsl TaOnumbl Excel XP (tabmuuel u rpapuka) B Word XP Ttakum
0o0pa3om, 9TOOBI IPU U3MEHEHUU HCXOJHBIX AaHHBIX B Tabmuie Excel XP, aBromarnuecku
MeHsUIMCh Tabnuia u rpaguk B penakrope Word XP.

Coxpanute co3nannbiid 1ucT Excel XP.

Pacniewaraiite nomyuenHsiii jokymeHT Word XP.

[TpakTHYecKyl0 4YacTh KOHTPOJBHON pabOoThl MOXHO BBIOJHUTH HAa 3aHATHUSAX BO BpeMs
HK3aMEHAllMOHHOM CECCHH.

¢ K ommcaHdnio XoJa KOHTPOJBHOW pabOTHI, BBHIMOJHEHHOMY Ha Oymare, ISl 3alldThI
HPUIIOKHUTE AUCKETY ¢ co3aaHHbIMU JokymMeHTamu Word XP u Excel XP.
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Onummure AEHCTBUS, YKa3aHHBIC HUXKE:

l.

2.

(98]

N s

\O

11.

12.
13.
14.
15.
16.

17.

18.

19.

20.
21.

3arpysure Windows XP. Ha paGodem ctoje co3maiiTe manky Bamieil rpynmbsl. Onummre
BBIIIOJIHEHHUE 3TUX JCHCTBUM.

B manke Bamel rpynnel coznpaite nokymeHT Word XP ¢ nmMeHeM, KOTOpoe yKa3aHO B
kosionturyne, Hanpumep, KOHTPOJIBHAA PABOTA.

Habepure TekcT, Kak yka3aHo B 3ajgaHuu. Pa30eiiTe ero Ha KOJIOHKU. BeimonHuTE
dbopmatrpoBaHre OYKBHIIBI B JIB€ CTPOKH IS IEPBOM OYKBBI IIEpBOro ad3aria.

CoznaiiTe BEpXHUM KOJIOHTUTYJI, U PA3MECTUTE B HEM:

@urypHsblii TeKCT (110 MPUBEACHHOMY 33JIaHUIO).

OMbemy - 11000# pUCYHOK.

Co3zaiiTe HIKHUA KOJIOHTUTYJI, U Pa3MECTUTE B HEM: TabIuIy U3 3 CTPOKH U 3 CTOJIOIOB, B
KOTOpPOH TOMECTHUTE CBOIO (aMMIIMIO, TEeKyluue Bpems u naty Onucarb JEHCTBUS: IO
peIakTUpOBaHUIO TeKcTa B penakTope Word XP.

Hanummwre ¢ momonipio Microsoft Equation 3.0 3agarnyto dopmyimy.

CoxpaHuTe CO3TaHHBINA TEKCT.

. B mamnike Bamieit rpymmel coznaiite muct Excel XP. B Hem co3naiiTe Tabiuily B COOTBETCTBHH

¢ 3aganueM. ['0J0BKy Tabnuiibl 3aieiTe Jr00bIM CBETIIBIM 1BeTOM. Hanumure hopmyny amns
pacuera OcraTtka Ha KoHel Mecsna (hopMyia AOKHBI ObITh Konmupyemas). BeraucieHus
BBIIIOJIHSITE TOJBKO B IYEHKAX, B KOTOPBIX CTOUT BOIIPOCUTEIbHBIN 3HAK.

Boinonnute coptupoBky AaHHbIX o moyito Cxianel. CkonupyiTe OTCOPTHPOBAHHYIO
Tabnuny u 3aganus 12-14 BbINONHSNTE C HEH.

[TonBeuTEe MPOMEKYTOUHBIE UTOTH IO BCEM TOJISIM.

Paccuuraiite Jlomo octaTka Ha KoHel Mecsia (popmyrna TOMKHBI OBITH KOUpYyeMasi).
[MToctpoiite rpadux mo IIpuxony u Pacxony.

CoznaiiTe CBOJHYIO Ta0JIUIly B COOTBETCTBHH C TUIIOBBIM 3aJJaHHEM.

Ckonupyiite Tabnumy u3 1. 11 u ¢ ToMoIIpI0 aBTOPHUIBTPA OIICHUTE PE3yIbTaThl padoThI 1
U 3 CKJIa/oB.

Cronupyiite Tabnuiy u3 m. 11 U BBIMOTHUTE KOHCOJUIAIUIO B COOTBETCTBUM C TUIIOBBIM
3a/laHuEM.

[Tepenecute snementsl TaOnumbl Excel XP (tabmuuel u rpapuka) B Word XP Ttakum
o0pa3oM, 4TOObI MPH U3MEHEHUH MCXOJHBIX JaHHbIX B Tabnuie Excel XP, aBTromaTnuecku
MeHsUTMCh Tabnuia u rpapuk B penakrope Word XP.

Coxpanute co3nannbiid 1ucT Excel XP.

Pacniewaraiite nomyuenHsiii jokymeHT Word XP.

[IpakTHyeckyl0 4yacTb KOHTPOJBbHON PabOThl MOXHO BBIMOJHUTH HAa 3aHATUSX BO BpeMs
9K3aMEHAIlMOHHON CECCHM.

¢ K omucaHnio xoma KOHTPOJNBHOW paboOThl, BBIMOJHEHHOMY Ha Oymare, aJis 3al[uThl
IPUIOKUTE AUCKETY ¢ co3faHHbIMU JokyMeHTamu Word XP u Excel XP.
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Kpurepuu oueHuBanus:

- OlIEHKAa «OTJIMYHO)» BBICTABJSIETCS, €CIM paboTa BBHIMOJIHEHA B IMOJHOM
o0beMe, C MOJAPOOHBIMU TOSICHEHUSIMHU, CJI€JIaHbl MOJHBIE apryMEHTHUPOBAHHbBIC
BBIBOJIbI, aKKypaTHO o(opmIieHa;

- OIICHKA «XOPOILO0» BBICTABIAETCS, €CJIM paboTa BBHINOJHEHA B IOJHOM
o0BeMe, JaHbl HEJOCTATOYHO MOJIHbIE OOBSICHEHHUS, C/ICTaHbl BHIBOBL;

- OIICHKAa «YyJOBJICTBOPUTEJIBHO»  BBICTABISETCA, €CIH  CTYJECHTOM
BBITTOJIHEHO He MeHee 50% 3amanus;

- OIICHKA «HEYJOBJIETBOPUTEIBLHO» BBICTABIISIETCSI, €CIU CTYAEHT HE
cIpaBWICS C 3aJiaHueM (BbInoJiHeHO MeHee 50% 3amanusi), He PacCKpbITO OCHOBHOE
coJiep>KaHre BOTIPOCOB, UMEIOTCS TPyObIe OIMMMOKH B OCBEIICHUH BOIIPOCA, a TAKKE
paboTa BBINOJIHEHA HE CAMOCTOSITEIBHO.

Chnucok UcnoJib30BaHHbIH HCTOYHUKOB

OcHOBHas JuTeparypa

ABTODBI, 3arnaBue N3parenscTBO, TOX
COCTaBUTEIH
JI1.1 |bapeimesa O.A., |Uudopmaruka (TexHomorus npoaykuuu u Kpacnosipck: COVY,
Turosckas H.B. OpraHu3aiys OOIECTBEHHOTO MUTAHNUA): 2016

y4e0-MeTO/. MaTepHaIIbl K U3YUCHHIO
macuumIvee! wid ... 19.03.04.01 -
TeXHOIOrHs OpraHu3aly PeCTOPAHHOTO

Jena
JI1.2 |bapeieBa O.A., |MHdopmaTuka: yue6-MeTo 1. MaTepualbl K Kpacnosipck: COY,
Turosckas H.B. W3Y4YEHUIO TUCHUTIIINHBI 2016
JlonosHuTE ILHAS JIUTEpaTypa
ABTODBI, 3arnaBue N3narenscTBO, TOX
COCTaBUTENH
JI2.1 |I'Bo3zmeBa B. A. WNudopmarrka, aBTOMaTU3MPOBAHHBIE Mocksa:

nH(pOpMaIIMOHHBIE TEXHOJIOTHH U cucTeMbl:  |M3nmarensckuii JJom
VYueOHuK "®OPYM", 2015




