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1. MACIHOPT IPOI'PAMMBbI YYEBHOM JUCHUITINHBI
HNudopMannoHHbie TEXHOJOTHHM B IpodeccCHOHAILHON 1esITeJJLHOCTH

1.1. O6sa1acTh NPUMEHEHUSs] IPOTPAMMbI

[Iporpamma  y4eOHOM  AMCHMIUIMHBI  SIBJIIETCS  4YacTblO  OCHOBHOM
00pa30BaTeNbHOM MPOTrpaMMbl TOJATOTOBKM CHEIMAIMCTOB CPEAHETO 3BEHA B
cootBerctBUM ¢ PI'OC mno cnemmansHoctn  CIIO 38.02.01 DOkxoHomMHMKa U
Oyxrantepckuid yd4€r (MO OTpaciisAM), YKPyHHEHHas TIpyIIa CIEHHAIbHOCTEN
38.00.00 DxoHOMHKA U YIIpaBJIECHUE.

[IporpaMMa y4eOHON JOUCHUIUIMHBI MOXET OBITh HCHOJB30BaHA B
JIOTIONIHUTEABHOM  MPO(GECCHOHATBHOM  OOpa3oBaHMM  JJIi  TOBBIIICHUSA
KBaJIM(UKAIIMA U TIEPETIOATOTOBKH PAaO0OTHUKOB SKOHOMUYECKOW U OyXranTepcKon
cdepsl gesrenbHocTH 1O cneruanbHocTh 38.02.01 DxoHOMUKA M OyXranaTepckuit
y4€T (110 OTpacisim).

1.2. MecTo y4eOHOIl OMCHMILIMHBI B CTPYKType OCHOBHOH 00pa3oBaTe/IbHOM
NMPOrpaMMbl MOATOTOBKH CHENUAJINCTOB CPeIHEro 3BeHa: JUCLIHILUIMHA BXOIUT B
Oo6menpodeccuoHaIbHBIN ITUKI.

1.3. Heau u 3amaum y4eOHOI IMCUMILUIMHBI — TPeOOBaHHUA K pe3yJbTaTam
OCBOCHUSA YU4eOHOM TMCIUTIIAHDI:

[{enp: HAy4YnUTh NPUMEHATHh HHPOPMALIMOHHBIE TEXHOJIOTHH B Oyayuiei npodeccun

B pesynbrare ocBoeHUs1 y4eOHOM TUCIUIUIMHBI O0yJarOIUNCs T0KEH YMETh:
- HWCIOJbh30BaTh HMH(POPMAIMOHHBIE PpPECypchl Uil TIOMCKA W XPaHCHHS
uHdopmaIuy;
- 00pabaThIBaTh TEKCTOBYIO U TAOJIUYHYIO HH(DOPMAIIHIO;
- HCIOJIBb30BaTh JEIOBYIO rpadvKy U MyJIbTUMEIUa-UHPOPMAIIUIO;
- CO3/1aBaTh MPE3CHTAIINH;
- NPUMEHATHh AaHTUBUPYCHBIE CPEJICTBA 3aIUTHI HHPOPMAIINH;

- 4YUTATh (MHTEpHpPETUPOBATH) uHTepdeiic CIELUAIN3UPOBAHHOIO
IPOrpaMMHOr0 00ecreyeHus, HAXOJUTh KOHTEKCTHYIO MOMOIlb, paboTaTh C
JOKYMEHTAIUEN;

- MOPUMEHATHh CHEHUATU3UPOBAHHOE MpOrpaMMHOE oOecreueHue miis coOopa,
XpaHeHus: U 00paboTKu OyXrajirepckoid HH(OpMalUMU B COOTBETCTBHM C
U3y49aeMbIMU MPOPECCHOHATHHBIMU MOTYJISIMU;

- MOJb30BaThCS ABTOMATU3UPOBAHHBIMU CUCTEMAMHU JIEJIOTPOU3BOJICTBA;

- TPUMEHSTHh METOJIbI M CPEJICTBA 3AIIUTHI OyXTanTepCKON HH(POPMAIIH;

B pe3ynbpraTe ocBoeHMs yueOHOM TUCIUIUIMHBI 00yYaromuics JOHKEeH 3HATh:
- OCHOBHBIE METOJIbI U CPEACTBA OOPAOOTKH, XpAHEHHSI, IEPEavYH U
HAKOIJIEHUSI HH(OPMAITIH;



- Ha3HA4YeHHE, COCTaB, OCHOBHbIEC XapaKTEPUCTUKU OPraHU3alMOHHON U
KOMIIBIOTEPHOW TEXHUKH;

- OCHOBHBIE KOMIIOHEHTHI KOMIBIOTEPHBIX CETEH, MPUHIIUITBI TAKETHON
nepeavn JaHHbIX, OPraHU3aLUI0 MEKCETEBOr0 B3aUMOECHCTBUS;

- Ha3HA4YE€HHE U MPUHUUIIBI KCIOJIb30BAHMS CHCTEMHOTO U MPUKJIIATHOTO
MIPOTPAMMHOTO O0ECIICUEHUS;

- TEXHOJIOTHIO oHCcKa nH(popmaiuu B cetu MHTepHer;

- MPUHIUIIBI 3a1IUTHl KHPOPMAIIUK OT HECAHKIIMOHUPOBAHHOTO JIOCTYTIA;

- MPaBOBbIE aCMEKThI UCTIOIB30BAHMS HHPOPMAIIMOHHBIX TEXHOJIOTUH U
IPOrPaMMHOT0 0OECIICUEHUS;

- OCHOBHBIC IMOHATHS aBTOMATU3UPOBAHHON 00paOOTKN HH(POPMALINH;

- HampapJIEeHUs] aBTOMATU3AIMKU OyXTajaTepCcKOU 1eITebHOCTH;

- Ha3HA4YeHHE, IPUHIUIIBI OPraHU3alMU U IKCIUTyaTalluK OyXTraaTepCKuX
UH(GOPMAIIMOHHBIX CUCTEM;

- OCHOBHBIE YI'PO3bl U METO/IbI OOecTieUeHHs] TH(POPMALIMOHHON
0e30macHOCTH

Bbyxranrep nomkeH o01agaTh OOMMMH KOMITETCHITUSMU:

OK 1. Beibuparb crnocoObl pemieHust 3agad npodecCUuOHANbHON eSITeIbHOCTH
MPUMEHUTENBHO K Pa3INYHBIM KOHTEKCTaM

OK 2. OcymecTBiiATh TMOUCK, aHAIUM3 M HHTEpIpeTaluio HH}opManuy,
HEO0OXOAMMOM ISl BBIMOJIHEHUS 33]1a4 Npo(heCcCUOHATBHOM E€ATEIbHOCTH

OK 3. IlnanupoBaTh M peajl30BBIBATH COOCTBEHHOE MPO(ECCHOHATBHOE WU
JMYHOCTHOE PAa3BUTHE

OK 4. PaboraTh B KOJUIEKTHBE U KOMaHje, 3()(PEKTUBHO B3aUMOJIEHCTBOBATH C
KOJUIETaMH, PYKOBOJCTBOM, KJIMEHTaMHU

OK 5. OcymectBiasiTh YyCTHYHO M THMCbMEHHYHDO KOMMYHHUKAIMIO Ha
rocyapcTBeHHOM si3bike Poccuiickoit ®eneparii ¢ y4eToM OCOOEHHOCTEM
COLIMAJIBHOTO U KYJIbTYPHOTO KOHTEKCTA

OK 9. Hcnonp3oBaTh HWH(OpPMALMOHHBIE TEXHOJOTMM B NPO(hEeCcCCHOHATBLHOM
NesATEIbHOCTH

OK 10. TTons3zoBarbest mpoeccuOHaIbHOM TOKYMEHTAlMEH Ha TOCyAapCTBEHHOM
Y UHOCTPAHHOM SI3bIKAX

OK 11. Hcnonws3zoBarth 3HaHUS MO (PUHAHCOBOW TI'PAMOTHOCTH, IJIAHUPOBAThH
NpEANPUHUMATEIIBCKYIO JIEATEIbHOCTh B TpodecCuoHabHOU cepe

po(ecCUOHATIEHBIMU KOMITETEHIUSMH:

[IK 1.1. OGpabarbiBaTh epBUYHBIE OYXTadTEPCKUE JOKYMEHTHI

[1K 1.2. Pa3pabatbIBaTh U COINIACOBBIBATH C PYKOBOJCTBOM OpraHu3aIy padbouuii
IJIaH CYETOB OYXTaJITEPCKOTO yuyeTa OpraHu3aluu

[1K 1.3. IIpoBOAUTH y4eT JEHEKHBIX CPEICTB, OPOPMIATh JIEHEKHBIE U KaCCOBbBIE
JTOKYMEHTBI

[1K 1.4. ®opmupoBath OyXTaaTepcKue MPOBOIKU M0 YUETy aKTHBOB OpTaHU3AINH
Ha OCHOBE paboyero miaHa cCueToB OyXraiaTepcKoro y4yera



I1K 2.1. ®opmupoBaTh OyxraiaTepckue MpOBOAKU MO YYETy MCTOUYHUKOB aKTHBOB
OpraHu3alliyd Ha OCHOBE padOoyero MjiaHa CYeTOB OyXralaTepcKoro yyera

[IK 2.2. BbIIONHATE HOPYYEHUS PYKOBOJACTBA B COCTAaBE KOMHCCHH IO
WHBEHTAPU3AlMU aKTUBOB B MECTaX X XPAHEHUS

[IK 2.3. IIpoBOANTE MOATOTOBKY K MHBEHTAPU3ALMHU U IPOBEPKY ACHCTBUTEIBLHOIO
COOTBETCTBUS (PaKTUUECKUX JAHHBIX MHBEHTAPU3AIUH TaHHBIM y4eTa

[IK 2.4. OtpaxaTh B OyXTraJTE€pCKHUX MPOBOJKAX 3a4eT W CIIMCAHHE HEAOCTAaYu
LEHHOCTEH (peryaupoBaTh HMHBEHTAPU3ALMOHHBIE pPa3HUIBl) [0 pe3yJbTaTam
WHBEHTApU3ALUU

IIK 2.5. IIpoBoauth mpoueAypbl MHBEHTApU3ALMU (PMHAHCOBBIX 00A3aTEIBCTB
OpraHu3aluu

I1K 2.6. OcyiecTBasTh cOOp MHPOPMAIMU O JEATEIBHOCTH 00bEKTa BHYTPEHHETO
KOHTpPOJISI 1O BBINOJIHEHUIO TpeOOBaHWI IpPaBOBOM M HOPMATUBHOW Oa3bl M
BHYTPEHHHX PETJIAMEHTOB

[IK 2.7. BBIIONHATE KOHTPOJIBHBIE NPOLEAYPHl M HX JTOKYMEHTHUPOBAHHE,
TOTOBUTHh U OQOPMIIATH 3aBEPILAIOIINE MATEPUAJIbl [0 Pe3yJbTaTaM BHYTPEHHETO
KOHTPOJIS

[IK 3.1. ®opmupoBarh OyXTrajJTepcKu€ MPOBOJKH IO HAYHUCICHUIO U
NEPEUHCICHUIO HAJIOTOB U COOPOB B OIOKETHI Pa3IUUYHBIX YPOBHEHN

[IK 3.2. OdopmiaATh MmiIaTE€XKHbIE JOKYMEHTBHI IS MEPEYUCICHUS HAJOroB U
cOOpOB B OIOKET, KOHTPOJUPOBATH UX IMPOXOXKIACHHE IO PaCUETHO-KACCOBBIM
OaHKOBCKHUM OIEpaLUsIM

I[IK 3.3. ®opmupoBaTh OyxraaTepckue MNPOBOJKM IO HAYUCICHUIO W
NEPEYUCIICHNUIO CTPAaXOBBIX B3HOCOB BO BHEOIO/DKETHbIE (DOHABI M HAJIOrOBBIC
Oprassl

IIK 3.4. OdopMisaTh MiaTeKHbIE JOKYMEHTbl Ha MEPEUYMCICHUE CTPaXOBBIX
B3HOCOB BO BHEOIO/KETHBIE (DOHJIBI U HAJIOTOBBIE OpraHbl, KOHTPOJHUPOBATH UX
MIPOXO0’KJICHUE IO PaCYETHO-KACCOBBIM OaHKOBCKUM ONEPALIUSIM

[IK 4.1. OrpaxaTh HapacTalIIMM HUTOTOM Ha CueTax OYyXTraJaTepCKOro ydeTa
UMYIIECTBEHHOE W  (MHAHCOBOE TMOJOXKEHHE OpraHu3alllH, ONpPEIesiTh
pE3YyJIbTaThl XO3IMCTBEHHOMN JESITEILHOCTH 32 OTYETHBIN MEPUOJ

[IK 4.2. CocraBnsatb QopMbl Oyxrantepckoil ((puHAHCOBOW) OTYETHOCTH B
YCTaHOBJICHHBIE 3aKOHOAATEIBCTBOM CPOKH

[1K 4.3. CocraBnsaTh (OTYETHI) U HAJIOTOBBIE JICKJIapalluy MO HajloraM U cOopaM B
OIO/HKET, YUUThIBasi OTMEHEHHBIN euHbINi conmanbubii Hasor (ECH), oTdeTs 1o
CTPaxOBBIM B3HOCAM B TOCY/IapCTBEHHbIE BHEOIOKETHBIE (DOH/IBI, & TAKIKE (POPMBI
CTaTUCTUYECKON OTUETHOCTH B YCTAHOBJIEHHBIE 3aKOHOIATEIBCTBOM CPOKHU

[1K 4.4. TIlpoBoaUTH KOHTPOJIb U aHAIN3 WH(OpMaIMK 00 aKTUBaxX W (PMHAHCOBOM
MOJIO’KEHUHU OPTaHU3allMHY, €€ MIATEKECTIOCOOHOCTH U T0XOAHOCTH

[1IK 4.5. [IppuHuMath yyacTue B COCTaBJICHUU OM3HEC-TIIaHa

[IK  4.6. Anamu3upoBarb  (PUHAHCOBO-XO3SMCTBEHHYIO  JICSITEIBHOCTD,
OCYUIECTBJISATh aHanu3 UWHGOpPMAIMK, TOJYYEeHHOW B XOA€ MPOBEACHUS
KOHTPOJIBHBIX NPOLENYP, BBIABIECHUE U OLIEHKY PUCKOB

[IK 4.7. IIpoBOOWTP MOHUTOPHUHI YCTPAHEHHS MEHEI)KMEHTOM BBISBICHHBIX
HapylIeHUH, HEJOCTATKOB U PUCKOB



1.4. PexomenayemMoe KOJIMYECTBO YaCOB HAa OCBOCHHE NMPOrpamMMbl y4eOHOM

TUCHHUILIMHBI:

MaKCUMaJIbHOU y4eOHOM Harpy3Kku oOydaromnierocs: 53 4aca, B TOM YHCIIE:

00si3aTeNbHON ayAUTOPHOM ydeOHOM Harpy3ku oOydaromerocs 14 wyacos

CaMOCTOSITENbHOM paboThl oOyuaromierocs 39 4acos

2. CTPYKTYPA M COJEP)KAHUE YUYEBHOM JUCIUATIIMHBI
2.1. O0bem y4eOHOH JUCHUIIMHBI U BUbI Y4eOHOH padoThl

Buna yuyeo6Hoit padoThI

Oovem uacos

MakcuMasibHasi yueOHasi HArpy3ka (Bcero) 53
Oo0s13aTe/IbHAS aYyAUTOPHAA y4eOHAs HArPY3Ka (BCero) 14
B TOM YHUCJIE:
nabopaTopHble pabOThI -
NPAKTHYECKUE 3aHSATHUS 10
CamocTosiTesibHasi paboTa 00y4yaromerocst (BCero) 39

B TOM YHUCIJIC.

caMoCTosATeNIbHasg paboTa HaJa KypcoBOM paboTOM
(TpoeKTOM)

Umoecosas ammecmayus 6 ghopme

4 cem. — umoe.
KOHmp. paboma,

5 cem. - Jludgp.

sauem




2.2. TemaTH4ecKHii JIaH U cojep:kaHue yueOHOH Aucunninubl UHpopManmoHHbIe TEXHOJIOTHH B IPOdeccHoHATbHOI

JACeHATCJIbHOCTH

HanmeHnoBaHue pa3jiejioB u
TEM

Couepmanne yqeﬁﬂoro marepuaJia, naﬁopaTopHme paﬁOT])I U NMPAKTHYIECCKUE 3AHATHUA, CAMOCTOATEJIbHAA paﬁoTa

0O0nem
JacoB

Yposenn
O0CBOEHHUS

1

o0yUyamuxcsi, KypcoBasi padora (IpoeKT) (eciu npedycmompensl)
2

4

Tema 1. Uadopmarus.
WHdopMaroHHbIe CHCTEMbI

CamocrosrenpHas pabora

IpaBuna TexHWKH O€30MAaCHOCTH M OXpaHbl Tpyna. MH(opmamus, e€ BHABI, CBOWCTBA M POJb B OKPYXKAIOIMIEM MHpPE U
npousBocTBe. [lamsaTh Kak cpena xpaneHus nHpopmarmn. Bumer mamstu. Mapopmannonnsie cucremsl (MC). [lonsatue n
onpenenenue UC. IpousBoacTBeHHble U nHPpopMalmoHHble cucteMbl. MC Kak cucTeMa ynpaBieHHSI.

1

IIpakTrueckue 3aHATUSA
[Mpaktuyeckas padora Ne 1 (cemunap): Undopmaunonnsie cucremst (MC). [Tonsitue u onpenenenue MC.
[IpousBoscTBeHHBIE U HHpOpMalMOoHHBIe cucTeMbl. C Kak cuctemMa ynpaBiieHHUsl.

CamocrosTenbHas padoTa 00ydJaromxcs

PaGota c 0OCHOBHO¥ 1 TOTIOIHUTENBHON InTEepaTypoil. [loAroToBKa TOKIAIOB IO TEMATHKE:

Wudopmanus. CoiicTBa u xapakrepuctuka. Hpopmanns u 3Hanus. [Ipodiemsl nHpOpManyy B COBPEMEHHON HayKe.
WHudopmannoHHbIe CHCTEMBI B YIPaBJICHHN

Tema 2. DneKTpoOHHBIE
KOMMYHHKAIIMHU U UX POJIb B
YIPaBJICHUH NPEIIPUIATHEM

CamocrosrensHas padota
Ponb aBTOMaTH3MPOBAaHHBIX CUCTEM 00pab0TKK MH(OPMAIMK B yIPAaBICHUH MPOU3BOJCTBOM B YCIOBHSIX Pa3BUTHS
PBIHOYHBIX OTHOILIEHHH.

[MpakTryeckne 3aHATHS
IMpakTryeckas padora Ne 2 (cemunap): Pons aBTOMaTH3NPOBaHHBIX CHCTEM 00pabOTKM HHPOPMAIMK B YIPaBICHUN
IIPOU3BOJICTBOM B YCJIOBHSIX PAa3BUTHS PHIHOYHBIX OTHOUICHHH.

CamocrosrenbHas paboTa 00ydaromuxcs

PaboTta ¢ OCHOBHOW 1 AOMOJHUTENBHOM InTepaTypoit [loaroToBka J0KIa0B IO TEMAaTHKE:

CyliecTBYIOIINE CUCTEMBI aBTOMATU3UPOBaHHOM 00padoTku nHpopMauu. Knaccudukaius KOMIbIOTEPHBIX
MporpamMM, PeJHa3HAuYCHHBIX ISl PELICHUs TPOU3BOICTBEHHBIX 3a/1a4. CTpyKTypa aBTOMaTU3UPOBAHHOM CHCTEMBI
00pabotku nHpopMary. OCHOBHBIE HAPABJICHHS UCIIOIb30BaHNUS MH()OPMAIIMOHHBIX TEXHOJIOTHI1 B IPOU3BO/ICTBE.

Tema 3.
MarucrtpanbHO-MOyTbHBIH
HPHHINT
noctpoenus [1K. AnnaparHast
peanu3zanus [1K.

CamocrosrensHas padorta

MaructpanbHo-MonyapHbld  npuHuun nocrpoeHuss IIK. Ilpunnun otkpeitoit apxutektypsl IIK. Maructpains.
ITpoueccop, ero xapakrepuctuku. Bunsl namsitu (RAM, ROM) YcerpoiicTBa BBoAa-BbiBoa. Bridop kouduryparmu [TK
B 3aBUCUMOCTH OT ero HazHaueHust. DyHkimonanpHas cxema [1K.

[IpakTudeckoe 3aHATHS (CEMHHAP):

MaructpanbHo-MonybHbIN npuHLUn nocrpoenus 11K, ITpunnun otkpeiroit apxurextyps! [IK. Marucrpans. Iponeccop,
ero xapakrepucTuku. Bunsl mamsara (RAM, ROM) Ycerpoiictsa BBosa-BeiBoaa. Beioop kondurypamun I1K B 3aBucumoctn
ot ero HasHaueHus. PynknmoHanbHas cxema [1K. [IpakTnueckas padora Ne : Tect Ha TeMy: «AnmapaTtHoe obecrieueHne
KOMIIBIOTEPAY.

Tema 4. Mertonuka paboThl B
TEKCTOBOM pepakTope Microsoft
Word.

Copepxanne yaeOHOTO MaTepHuaa
Bo3M0OXHOCTH TEKCTOBOro penakropa. OCHOBHbIE JJIEMEHThl OKHa mporpammsl. TekcToBbie (ailibl, co3maHue u
coxpaHeHue (aioB, OCHOBHBIE 3JIEMEHTHl TEKCTOBOTO JOKYMEHTA, MOHSITHS O MA0JIOHAX W CTHJSIX, OCHOBHBIC




orepanyy ¢ TEKCTOM, (opMaTupoBaHHE CHMBOJIOB M ab3areB, opOpMIIEHHE CTPaHHLBI JTOKYMEHTa, (hOpMHpOBaHUE
ornasieHus, pabora ¢ Tabauuamu, padora ¢ pucyHkaMmu, opdorpadusi, neyars JOKYMEHTOB..

[IpakTuueckue 3aHATH

[Mpaktnyeckas padora Ne 3: «Microsoft Office Word. Padora ¢ Tabmuuamu u m3obpaxeHusmu. OUrypbl, 00bEKTHI
SmartArt». IIpaktaueckas padora Ne 4: MHOTOYpOBHEBBIE CIHCKH, (GOPMYIBI, KOJIOHTUTYIB,. [IpakTrueckas padota
Ne 5: «Komonku. Bbyksuia. ®opmaTtupoBanue peructpoBy», Ilpakrtmueckas pabora Ne 6 « Co3manme amarpamm,
[paktnaeckas padora Ne 7 «Cozmanme dopm», [Ipakrnueckas padora Ne 8: «CrnmsHue NOKyMEHTOB. Pacchuikm.
[paktnaeckas pabota Ne 9: «Co3maHue JOKYMEHTOB C ITOMOINBIO MacTepa mabioHa», IIpaktudeckas padora Ne 10:
«OxpaHHble OmaHkw», [IpakTnueckas padora Ne 11: « Ctpykrypa u TpeboBaHHA K OPOPMIICHHIO MHCBMEHHBIX padoT
I'OCT 7.1-2003. IlIpakrtuueckas padora Ne 12: «KomruiekcHOe MCHOIb30BaHUEe Bo3MoxHOCTeH Word [uis co3mgaHus
TEKCTOBBIX JOKYMCHTOB».

CamocrosTenbHas paboTa 00ydaromuxcs

Pabota Hax MHAMBHIYAILHBIMU IPOEKTaMU, IO TeMaTuke: VICIob30BaHIK TEKCTOBBIX MPOLIECCOPOB B H3/1ATEIILCTBE.
ABroMaTm3anus pabotel ¢ MS Word ¢ moMoIeio mrabIoHoB.

BsanmopetictBue TectoBoro npomeccopa MS Word ¢ npyrumu npunoxerusmu Windows.

Tekcr kak HHGOpMAMOHHBIH 00beKT. CCHUIKH, THIIEPCCHUIKH, CO3/JAHNE OTJIABICHHUS.

Tema 5. Meroauka paboThl ¢
JIEKTPOHHBIMHU TabIMIIAMU
Microsoft Excel (3T).

CojnepxaHue yueOHOr0 MaTepuaia
3amyck u 3aBepuieHue padotel DT, co3maHMe W COXpaHEHHE TaOJHI, OKHO, OCHOBHBIE JJIEMEHTHI, OCHOBBI
MaHHUIYJIUPOBaHHs ¢ TAOJIHUI[AMHE, PACUCTHBIC ONEpAIliHy, TuarpaMmbl EXCel, cBsi3aHHbIC TaONHIIBL

[MpakTryeckne 3aHATHA

[paktuueckas padota Ne 13: «OcHOBBI pabOThI, MapKep 3aMOJHCHHS, IIOCTPOCHUE CIHCKOB, (JOPMATUPOBAHUE STUCCKY.
[paktndeckas pabora Ne 14: «Pabora ¢ Qopmynamu, Ilpaktiueckas pabora Ne 15: «Pabora ¢ amarpammammy.
[paktraeckas padora Ne 16: «Bzaumoneiicteue Excel ¢ qpyrumu mpunoxennsmu Windowsy, Ilpaktudeckas padora
Ne 17: «Ucnonp3oBaHue (QyHKIUM B pacderay, [Ipakrmueckas pabora Ne 18: «OTHocuTenbHas U aOCONIOTHAS
anpecanus», [Ipakruueckas pabdora Ne 19: «@DunbTpamms AaHHBIX M ycJIOBHOE QopMmarupoBanHue», IIpaktuueckas
pabota Ne 20 «KomrutekcHOE Hcob30BaHue Bo3MOokHOCTeH Excel ams co3manms nokymeHToBY, [Ipaktudeckas pabora
Ne 21: «Cps3anHble Tabmuupl», [IpakTmyeckas pabota Ne 22: «PacueT NpPOMEXKYTOYHBIX HWTOTOB B TaOIHIIAXy,
[Ipaktudeckas padora Ne 23: «CTpyKTypupoBaHHbIe Tabuuibly, [Ipaktuueckas padora Ne 24: «3ydeHne TeXHOIOTHH
noabopa mapamerpay, [Ipaktudyeckas pabota Ne25: Opranuzanus obpaTHoro pacueray, [Ipaktuueckas padota Ne 26 : «
W3y4yeHue TeXHOJIOTHH CBsi3el MeXy (aiiinaMu U KOHCOMMIANUs TaHHBbIX», [IpakTndeckas padora Ne 27: « M3yueHue
TEXHOJIOTUM 9KOHOMHUYECKUX pacueToBy, [Ipaktuueckas padora No 28: «lcmonb3oBaHHE AIIEKTPOHHBIX TaOIUI JUIs
(DPMHAHCOBBIX M SKOHOMHYECKHX PACUETOBY

CamocrosTenbHast paboTa 00ydJaromxcs

PaGota Hax MHAMBUAYaIBHBIMU NTPOEKTAMH, 10 TeMaTuke: Bzaumoneiicteue DT ¢ apyrumu npuioxennsmu Windows.
DJeKTpOHHBIE TAOIHIBI KaK MHPOPMALIIOHHBIE OOBEKTHI.

[epexon OT TAOJIMYHOTO K rpayecKOMy IPEICTABICHUIO HHPOPMAIHH.

Tema 6. Metoauka paboThl ¢
0Oaszamu na”HHBIX Microsoft
Access

CamocrosrenbHas padora
Ob6mme cBemeHust o 6azax mgaHHBIX. OKHO, OCHOBHBIE 3yeMeHTH. DopMel u Tabmuiel. CBs3p MeXIy TaOnIHIAMH U
LIEJIOCTHOCTH JIaHHBIX. 3anpochl. OTYETHI.

[IpakTryeckue 3aHATHS

IIpaktuaeckas pabora Ne 30: «Pabora ¢ Tabmumamm», IIpaktuueckas pabora Ne 31: «Pabora ¢ dopmamuy.
IMpaktnyeckas pabora Ne 32: «IlpoektupoBanue cBsizeii Mexay Ttabmuuamu B/l» Ilpakrtuueckas pabora Ne 33:
«Coznanue 3anpocos. [Ipaktuueckas pabora Ne 34: «Co3nanue otuetoB. [leuats orueroBy. «Co3aaHue MaKpOCOBY




CamocrosTenbHast paboTa 00ydaromuxcs

Pabota Hax MHAMBHIYAILHBIMU IIPOEKTaMU, IO TeMaTuke: VIHpopMannoHHbIe ClIpaBOYHbIE CUCTEMBI B YEJIOBEYECKOM
oOmectBe. lHpopMannoHHbIe TONCKOBBIE CHCTEMBI B YeJIOBEUECKOM odmiecTBe. basbl nanHbIX U VIHTEpHET.
HNudbopmanmonHas cucreMa «KoHCYIbTaHT+H»

Tema 7. Metonuka paboThI ¢
npe3eHTasiMu Microsoft
PowerPoint.

CamocrosrensHas pabora
OO1ue cBeieHHsI O IPE3CHTALUX, CXeMa paboThl, CO3/IaHNe U PelaKTHPOBAHUE ITPE3EHTALMI, 0OIIHeE OIepaliy CO
ciaiilaMy, HacTOMKa aHUMAallMK CJIAiJI0B, IEMOHCTPALIMS CIIAlI0B.

[IpakTudeckue 3aHATHS
IMpaktuueckas pabora Ne 35: «Microsoft Power Point. Co3nanue mpeseHranmm»
«Microsoft Power Point. PaGota ¢ annManueii»

CamocrosTenbHast paboTa 00ydJaromnxcs

Pabota Haj UHIUBHIYATbHBIMU POSKTaMU, N0 TeMaTuke: Co3aaHue Npe3eHTAUH TPYIIIIbL.

Coznmanue nMpe3eHTaIuH 10 OTAeNeHuIo (cnenuanbHocT). Co3aanne yueOHbIX MPe3eHTaIUi M0 CHell. JUCIUILTHHAM
(TeMaTHKy onpesensieT NpenoaaBaTeb).

Tema 8. Xapakrepuctuka
CIPaBOYHO-NH()OPMAITMOHHEIX
CHCTEM

CamocrosrenbpHas padborta

WHpopMannoHHO-CIIPaBOYHBIE CUCTEMBI, OCHOBHBIE XapaKTEePUCTUKH, TEHACHIUH M IEPCIEKTUBBI Pa3BUTHS CUCTEM
00paboTKK 3KOHOMHUUECKOH MH(MOpMayu. Buasl cripaBOYHBIX CHCTEM, OCHOBHBIE PEXKHMMBI PaOOThI: MPOCMOTP, TOKCK,
pelaKTHpOBaHUE M NeyaTh HHOOPMALMOHHBIX MaTepHaioB. PaboTa ¢ JIOKaJIbHBIMH U TI00aNbHBIME HHPOPMAMOHHBIMH
cructeMamu ( TOMCK B 00paboTKa HHGOOPMAITHH).

[MpakTryeckne 3aHATHA
[paktndeckas padora Ne 36: «Pabota B Unreprer. [lomck mHbOpMannu, 3meKTpoHHast mouTtay «Pabora ¢ caiftamu.
[osne3Hble caliThl, KaTAIOTH, JICKTPOHHEIE ONOIMOTEKN»

CamocrosrenbHas paboTa 00ydaromuxcs

PaboTa Haxg MHANBHAYAIBHBIMU IIPOEKTAMHU, IT0 TEMATHKE:

B03M0OXHOCTH ¥ IPEUMYII[ECTBA CETEBBIX TEXHOJIOTHiA. MIH(pOpMannoHHbIe cepBHCHI ceTH VIHTepHeT. DIIeKTPOHHbIE
6ubmmorexu. Yumsr XX| Beka. ['uneprexct kak ocHoBa Web mporpammupoBanus. \Web-nusaiin u ero 3nauenwue. Internet
TEXHOJIOTHH: TJI00abHast ceTh, Internet Explorer, morck nagopmanuy, MoAroToBKa U pelakTHPOBaHNE HHPOPMAIUU

Tema 9. OC: Ha3HaueHHUE U
coctaB. 3arpyska OC.
IIporpammuas o6paboTka
naHHbIX. Dalinbl U QaiinoBas
cucrema.

CamocrosrensHas padorta

Ha3nauenue onepaunonHoi cucremsl. CoctraBHble yactu OC. 3arpys3ka onepaunonHoi cucreMbl. BIOS. Drarbt
Tporecca 3arpy3KH olepanoHHol cucteMsl. [ padudecknit narepdeiic Windows. I[Iporpammuas 06paboTka gJaHHbIX:
JaHHbIE, IPOrpaMMa, MPOrpaMMHOE 0OecTIedeHHe.

Tema 10. ApxuBatops! U
apxuBarusi. KommerorepHsle
BUPYCBHI.

CamocrosrensHas pabora
ApxuBaTopbl 1 apxuBaiysi. HeoOxonuMocTs apxuBiupoBaHus (ailyioB U marnok. ApXuBaTOpbl, UX Ha3HaYE€HHE, METOINKA
co3laHMsl apXUBHBIX (aiiloB u paborel ¢ Humu. [Iporpammer WinZip u WinRar. KommeroTepHble BHpPYCHl U
AHTUBHPYCHBIE TMPOrpaMMbl, 3amuTa HHOOpPMAUUH. AHTHBUDPYCHI, WX Ha3HA4Y€HHE, METOJWKA JICUCHUS, UUCTKH,
nedparMeHTaIH TUCKOB.

IIpakTrueckue 3aHATUS
[MpakTryeckas padora Ne 37 «M3ydenue daiinoBsix MeHekepoB «IIpoBoHuK» 1 «Moit komnbioTep» [IpakTuueckas
pabota Ne 38 «CepsucHbie nporpammbl Windows. Hactpoiika Windowsy. «Co3nanue apxuBoB B nporpamme Windowsy.

CamocTosTenpHas padoTa 00yJaromuxcst
Pabota ¢ 0OCHOBHO#1 U TOTIOHUTENBHOMN TUTeparypoii. [loaroToBKa H0KIaI0B, IO TeMaTHKE: PasHOBUIHOCTH
AHTUBHPYCHBIX MPOrpaMm (IPOrpaMMbI-I€TEKTOPBI, MPOrPaMMBbI — JIOKTOPA, IIPOrPaMMBbl — PEBH30PbI, IPOrPAMMBI —
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| guubTpsl, nporpaMMel — BakIHEL 1 ap.) HeoGX0AMMOCTE apXHBHPOBAHHs (aiiIoB U NAIIOK.

Bcero:

53

Jly1s XapaKkTepUCTUKU YPOBHSI OCBOCHHUS YU4EOHOTO MaTepHala HCIOJIB3YIOTCS CIEAYIONINe 0003HAYCHNS:
1. — o3HaKOMHTENBHEIH (Y3HABaHHUE paHee N3yUYeHHBIX 0OHEKTOB, CBOHCTB);
2. — penpONyKTUBHBIN (BBIMOIHEHHE ICATSIHLHOCTH MO 00pa3Iily, HHCTPYKIIHU HITH ITOJT PYKOBOJICTBOM)
3. — MIPOIyKTUBHEIH (IJTAHUPOBAHUE M CAMOCTOSTEIILHOE BHITIOHEHUE ICATEIBHOCTH, PEIICHHE TPOOJIEMHBIX 3a/1a4)
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3. YCJIOBUS PEAJIN3AIIMA YYEBHOM JUCIUATIINHBI

3.1. TpeGoBanuss K MHHUMAJIBHOMY  MATEepPHAIbHO-TEXHUYECKOMY
o0ecne4yeHnIo

Ayn.1217 JlaGopaTopusi UH()OPMAIIMOHHBIX TEXHOJOTHH B TpO(heCcCHOHATHLHON
JEATEeIIbHOCTH

Yyebnast me6ens Ha 20 TOCaIOYHBIX MECT, pabodee MEeCTO MpernoaaBaTes, JOCKa
MeJoBasi- 1 IT., KOMIIEKT KOMITbIOTEPHBIN CTOJI U Kpecsio KpyTsieecs- 16 mt
Mono6mnok Philips 224E5QSB 13-8100/ 81'6/500I'6/ Win 10ltsb x64 -15 mrT;
Kommbrotep npenoaasatens Ledovolntel Core 13-2100 CPU 3.1GHz ¢ moHutopom
Acer V193 -1 wr; Ilpoexktrop SANYO c¢ nskpanom Media; 1C 8.3.15.1565
(Per.Homep- 8922985, 8922986, 9334150, 9334398, 9334400, 8972343,
9985501). IlepeueHp IUIIEH3MOHHOTO IPOrpaMMHOro obecmedeHus: Microsoft
Windows Professional (KOHTPAKT Ne 244/20 «26» utonst 2020 r, Microsoft
Office Professional (KOHTPAKT Ne 244/20 «26x» urons 2020 r), 7-Zip (freeware).
1224 TlomernieHue Ij1si CaMOCTOSATENIbHONU pabOThl 00yUYarOIIUXCS

Kommbrorepasie cTonbl -15 mt. CTon Mg COBEIIaHUN ¢ KOMIUIEKTOM CTYJIBEB HA
26 yenoBek. Hoytoyk HP Intel(R) Core (TM) 2.7 Hz- 15 mr. M®VY Laser Jet
1132MFP- 2 mr. [Tpoextop SANYO c sxpanom Media. [lepeuens nuiieH3MOHHOTO
nporpamMmmHoro obecneuenusi: Microsoft Windows Professional (KOHTPAKT Ne
244/20 «26» mrons 2020 r, Microsoft Office Professional (KOHTPAKT Ne 244/20
«26» utons 2020 r), 7-Zip (freeware).

3.2. UudopmanmnonHoe obecnevyenne o0yueHmst

Kuuroooecne4eHHOCTD

Bubauorpaduyeckoe onucanyue H3aHUs OcnosHas/ Kou-Bo.
(aBTOp, 3ar1aBHeE, BU, MECTO M FOJl H31AHNS, | IONOIHUTENbHAR | o o (D]1eKTPOHHDI
KOJI. CTP.) JHTepaTypa i ‘| e pecypcbl
ClleI'dy

denorona, E. JI.
H(popMallnOHHBIE TEXHOJIOTUHU B
MpoeCCHOHAIBHON JEATENHHOCTH : YueOHOoe SEC
nocobue : CpeaHee npodeccuoHanbHOe OCH ZNANIUM
oOpasoBanue. - Mocksa : M3gatenbckuit lom —
"OOPYM", 2021 .— 367 c. — Cpennee
npodeccuoHaIbHOE 00pa30BaHUE).

Kynpuszos /1. B. OCH ObC IOpaiit
HpopmaninoHHoe o0ecrieueHne
npodecCHOHATBHOM IeATENbHOCTH | YUeOHUK U
npaktukym st CI10O / Kynpusinos /1. B. —
Mocksa : M3natensctBo IOpaiit, 2021 .— 255¢
— (ITpodeccuonanpHoe oOpa3zoBaHUe).

['aBpuiioB M. B. OCH ObC IOpaiit
Nupopmaruka u nHGOPMAIMOHHBIE TEXHOJIOTUN
: YueOnuk s CI1O / T'aspunoB M. B., Kinumos
B. A. — 4-e u31., nep. u non .— MockBa :
M3natensctBo FOpaiit, 2021 .— 383c¢.

NudopManinoHHbIE TEXHOJIOTHH B MEHEKMEHTE |[TOTI DbC FOpaitt
: Yuebnuk u npaktukym g CIIO /
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http://znanium.com/catalog/document?id=364625
http://znanium.com/catalog/document?id=364625
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=3136&TERM=%D0%9A%D1%83%D0%BF%D1%80%D0%B8%D1%8F%D0%BD%D0%BE%D0%B2,%20%D0%94%D0%BC%D0%B8%D1%82%D1%80%D0%B8%D0%B9%20%D0%92%D0%B0%D1%81%D0%B8%D0%BB%D1%8C%D0%B5%D0%B2%D0%B8%D1%87%5B1,1004,4,101%5D&LANG=rus
https://urait.ru/bcode/470353
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=1900&TERM=%D0%93%D0%B0%D0%B2%D1%80%D0%B8%D0%BB%D0%BE%D0%B2,%20%D0%9C%D0%B8%D1%85%D0%B0%D0%B8%D0%BB%20%D0%92%D0%B8%D0%BA%D1%82%D0%BE%D1%80%D0%BE%D0%B2%D0%B8%D1%87%5B1,1004,4,101%5D&LANG=rus
https://urait.ru/bcode/469424
https://urait.ru/bcode/471141

[TnaxotHukoBa M. A., Beprakosa 10. B. — 2-¢
u3a., nep. u gon .— Mocksa : FOpaiit, 2021 .—
326 c.— (IIpodeccronanpbHOe 00pa3zoBaHUe).

['opes, A. D. mor
HpopMalnOHHbIE TEXHOJIOTHH B

poeCCHOHATIBHOMN 1eATEIbHOCTH | Y UYeOHUK
Jlns CITO. — Mockaa : FOpaiit, 2019.— 271

c.— (ITpodeccronansHoe oOpazoBaHue).

DbC FOpaiit

4. KOHTPO.Ib U OLIEHKA PE3YJIbTATOB OCBOEHUS YYEBHOI

JUCHUILIAHBI

KOHTpOJIL H OIICHKA PE3YJIbTATOB OCBOCHUA

y4eOHOM

JTACITATUINHBI

OCYHICCTBJCTCA IMPCIIOAABATCIICM B IMPOHOCCCE TIMPOBCACHUA IIPAKTHICCKHUX
BaHHTI/Iﬁ, BBIITOJIHCHU L O6yT-IaIOIHI/IMI/IC$I HHINBUIYAJIbHBIX BaHaHHﬁ.

Pe3yabTaThl 00yyeHus

@®opMBI B METO/IbI
KOHTPOJIA U

(ocBOEHHBbIE YMEeHMSsI, YCBOEHHbIE 3HAHMS) oneHKHn
pe3y1bTaToB
00y4eHust
YMeETh: IIpakTrueckue
UCIOJIb30BaTh MH(POPMALIMOHHBIE PECYpChl AJIS MOMCKA M XpaHEHUs | paboThl,
uHpOpMaINH; BHEayIUTOpHAs
00pabaTbIBaTh TEKCTOBYIO M TaOJUYHYIO HH(OPMALIHIO; CaMOCTOSITEIbHAs
UCTIOJIB30BAaTh JIEIOBYIO rpaduKy U MyJIbTHMEANA-UHPOPMALIHIO; pabora.
CO3/1aBaTh MPE3EHTALINY;
NPUMEHSTHh aHTHBHPYCHBIE CPEICTBA 3aIIUTHI WH(OPMAIIHNH;
yuTaTh (MHTEPHPETHPOBATH) HHTEp(HEHC  CHEelHATU3UPOBAHHOTIO
IPOrpaMMHOT0 00€CHe4YeHUs, HAXOJUTh KOHTEKCTHYIO IOMOIb,
paboTaTh ¢ JOKyMEHTaIUEeH;
IPUMEHSTh CHEIHATIU3UPOBAHHOE TPOTrpaMMHOE OOecreueHue Jyist
cbopa, XxpaHeHuss M 00paOOTKM Oyxraiarepckoil HHPOpMaLUU B
COOTBETCTBUU C U3ydaeMbIMU IPO(HECCUOHATIBLHBIMUA MOJIYJISIMU;
H0JIb30BaThCs aBTOMaTU3MPOBAHHBIMU crucTeMaMu
JeNIONIPOU3BO/ICTBA;
OPUMEHSATh  METOABl W CpPEeACTBA  3alUThl  OyXrajaTrepckoi
uH(pOpMaLnu;
3HATh: [TpakTyeckue
OCHOBHBIE METO/IbI U Cpe/icTBa 00pabOTKU, XpaHEHHUs], Tepeiauu U paboThl,
HaKOIJICHUs HHPOPMALINY; BHEayJAUTOpHAs
Ha3Ha4yeHHEe, COCTaB, OCHOBHBIE XapaKTEPUCTUKN OPTraHU3allMOHHON 1 CaMOCTOSITeNIbHAs
KOMITbIOTEPHON TEXHUKH; pa0ora.

OCHOBHBIE KOMIIOHEHTHI KOMITBIOTEPHBIX CETEH, MPUHIIUIIBI TAKETHON
nepeaun JaHHBIX, OPraHU3alNi0 MEXKCETEBOIO B3aUMO/ICHCTBNS;
Ha3HAYCHHE U MPUHITUIIBI HCTIOIE30BAHUS CUCTEMHOTO U TTPUKJIAHOTO
MPOrPaMMHOTO OOECTICUeHUSI;

TEXHOJIOTHIO TTONCKa nH(popmaruu B cetu HTepHeT;

MPUHIIMIIBI 3aIIUTH HHPOPMAIIMK OT HECAHKIIMOHUPOBAHHOTO
JIOCTYTIa;

MIPABOBBIE ACTIEKTHI UCTIOIB30BaHUsI MH(POPMAITMOHHBIX TEXHOJIOTHI 1
IPOrpaMMHOTO 00€CTICUCHHSI;
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https://www.urait.ru/bcode/437459

OCHOBHBIC ITOHATHS aBTOMAaTH3UPOBAaHHOM 00paboTKK nH(pOpMaINK;
HAIpaBJICHUs] aBTOMATH3ALUH OyXTaJITepPCKOM NesITeNbHOCTH;
Ha3HauYeHHe, IPUHIUITBI OPTaHU3AlNU 1 SKCIUTyaTallul
OyXraiTepckux HHPOPMAIIMOHHBIX CUCTEM;

OCHOBHBIC YIpO3bl M METOAbl obecnedeHus HHGOPMAIIMOHHON
0e3011acHOCTH

5. OCOBEHHOCTH OCBOEHHMA JUCHUIIJIMHBI AJ151 HHBAJINJ10OB
N JiM1l C O PAHUYEHHBIMU BO3ZMOXHOCTAMMU 31O0POBbSA

OOyueHnue oOyyaroUIMXCs C OTrPAHUYEHHBIMH BO3MOXHOCTSIMU 3[0pPOBBSI IpHU
HEOOXOJMMOCTH OCYIIECTBIISIETCSI HA OCHOBE aJalTHPOBAaHHOW pabodel mporpamMmsl ¢
UCIIOJIb30BAHUEM CHEIHUAIBHBIX METOJO0B OOYYEHHS U JUJAKTUYECKUX MaTEpHAJIOB,
COCTAaBJIEHHBIX C YUETOM OCOOEHHOCTEN MCUXO(PU3NIECKOTO Pa3BUTHUS, HHANBUAYATbHBIX
BO3MO>KHOCTEH M COCTOSTHUS 3710POBbs TaKUX 0Oydaromuxcs (00yyaromerocs).

B nensx ocBoeHus y4eOHON MporpaMmbl JUCHUIUIMHBI MHBAJUAAMH U JIMLAMU C
OrpaHNYEHHBIMU BO3MOKHOCTSIMU 3710poBbs Kb uT obecnieunBaer:

JUIs. MHBAJIMJOB U JIMI] ¢ OTPAHMYEHHBIMH BO3MOKHOCTSIMH 370POBbS 10 3PEHUIO:
pasMmellleHue B JOCTYNHBIX i OOYyYaloUIMXCs, SBIISIOIUXCA CIENBIMH WU
cna0OBUIAIIMMH, MECTaX M B aJalTUPOBaHHON (opme crpaBOYHOM HHPOpMaLUU O
pacnucaHuM  y4eOHBIX  3aHSATUM; NPUCYTCTBHE  ACCUCTEHTa,  OKAa3bIBAIOLIEIO
oOyyaromemycsi HEOOXOJMMYIO TIIOMOIIb; BBINYCK aJbTEPHATUBHBIX  (OpPMATOB
METOJIMYECKUX MaTepuasIoB (KpynHbId mpudT umm ayauodaiiisn);

JUIS. UHBAJUAOB U JIMI[ C OTPAaHUYECHHBIMU BO3MOKHOCTSIMHU 370POBBS MO CIIYXY:
Ha/IJISKAIIMMU 3BYKOBBIMH CpEJICTBAMH BOCIIPOU3BeE/IeHNE HH(OpMaLny;

JUIs. MTHBAJIMJIOB U JIML[ C ONPaHUYEHHBIMH BO3MO>KHOCTSIMHU 3/10POBbsI, UMEIOLIUX
HapyLIEeHUs] OIMOPHO-ABUTATEIBHOIO ammapaTa: BO3MOXKHOCTh O€CHpensiTCTBEHHOTO
noctyna oOydarommxcs B YydeOHble IOMEIIEHHUS, TyaJeTHble KOMHATbl U JApYyTHE
MOMENICHHUS, a TaK)Ke NPeObIBaHNE B YKa3aHHBIX TOMEIICHUSX.

O0pa3oBanue 00y4arOIIUXCS ¢ OTPAaHUYEHHBIMH BO3MOXKHOCTSIMU 3710POBbSI MOXKET OBITh
OpPraHU30BaHO KAK COBMECTHO C JAPYTMMHU OOYYAIOIIUMHUCS, TaK U B OTIEIbHBIX IPYIIax
WIH B OT/AEJIBHBIX OpraHU3alusX.

14



