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1. HeJII/I, 3a/lavi U IVIAHUPYEMBIC PE3YJIbTAaThI oﬁyqemm o JUMCIHUIIJINHE
Heabro ocBoeHust qucuUIUIMHBL «OQUCHBIE TPUIOKEHUS» SBIAETCS (POPMUPOBAHUE Y
o0yyaromuxcs MpakTUYecKuX HaBBIKOB paboTsl B MS Word, MS Excel.
K ocHOBHBIM 3a1auaM OCBOCHUS TUCIUILINHBI CJIeIyeT OTHECTH:
— OCBOEHHE PabOTHI CO CTPYKTYpoil fokymeHTa MS Word;
— mpuoOpeTeHue HaBBIKOB (hOpMATHPOBAHUS TEKCTa U co3ianus ctuieid B MS Word;
— usydenue pabotsl ¢ Tabnmuuamu B MS Word,
— OoCBoOeHHe co3aanus MmakpocoB B MS Word;

— wusydeHue ocHOBHBIX (yHKImit MS Excel;

— OCBOEGHHE CKPBITHS U 3aIuThl 1aHHBIX B MS Excel;

— u3ydeHue nocrpoeHus auarpamm B MS Excel;

— HW3y4YeHHE CO3/1aHus MoJIb30BaTeNbCKuX popmaTtoB B MS Excel;
— ocBoeHue paboTsl co ciuckamu B MS Excel;

— wu3yuyeHue ocHOB VBA.

O6yuenue no gucuuiuinae «OQucHBIE TPUIIOKEHUS» HAINPaBIEHO Ha (OpMUpPOBAHHE Y

00y4JarIUXCsl CIEAYIONUX KOMITETEHITHI:

Kox n HamMeHoBaHNe KOMIIETEHIIHIA

NHanKaTopbl 10CTHKEHUSI KOMIIETEHIIUH

OIIK-2

CriocoOHOCTh TOHUMATh MPUHIUIIBI PAOOTHI
COBPEMEHHBIX HH(POPMAIIHOHHBIX
TEXHOJIOTHH U IIPOTPAaMMHBIX CPEICTB, B TOM
YHcIie OTE€YECTBEHHOTO MTPOU3BOJICTBA, U
UCIIOJIb30BAHUE WX NIPU PEILICHUU 32124
npoeccruoHABHOM eI TeTbHOCTH

HOIIK-2.1.

3HaeT coBpeMeHHbIE HH(OPMAIIHOHHBIE
TEXHOJIOTHH U TIPOTPAMMHBIC CPEICTBA,
OCHOBHBIC BH/IbI U TIPUHIIUAIIBI PA0OTHI
WHGOPMAIIMOHHBIX CHCTEM U
WHPOPMAIIMOHHBIX TEXHOJIOTHIA; CIIOCOOBI
BHEPEHUSI U MHTETPAI[H COBPEMEHHBIX
MH(OPMAIIMOHHBIX CHCTEM, CIIOCOOBI OIIEHKU
HEOOXOIUMOCTH UCIIOIb30BAHMS
MPOrPaMMHBIX CPE/ICTB

HOIIK-2.2.

YMeeT UCTob30BaTh COBPEMEHHbBIE
WH(POPMAIIMOHHBIC TEXHOJIOTUH U
MPOrpaMMHBIE CPEJICTBA, KaK B paMKax
OTIEJILHOTO PEANPHUITHS, TAK U B paMKax
KOPIIOpAIHii, TOCYJapPCTBECHHBIX CHCTEM;
BHEJIPATH U HACTPAMBATh COBPEMCHHbBIC
WH(POPMAIIMOHHBIC CUCTEMBI, IPOBOIUTH
MHTETPALIUIO PA3THUHBIX HHOOPMAITHOHHBIX
CHCTEM M ITPOrPAMMHBIX CPE/ICTB, OLICHHUBATD
HEOOXOIMMOCTD HUCIIOJIb30BAHMS
MIPOrPaMMHOTO CPEJICTBA [Tl PEIICHHS 3a/1a4
HOIIK-2.3.

Bnaseer HaBbIKaM¥ TPUMEHEHHUSI
COBPEMEHHBIX HH()OPMAITHOHHBIX
TEXHOJIOTHI U TIPOTPAMMHBIX CPEJICTB, IPH
pCIICHUH 33/]1a4 B Pa3IHUHBIX OTPACIISX,
BHEJPEHHSI U HACTPOHKH COBPEMEHHBIX
WH(POPMAIIMOHHBIX CHCTEM, OIICHKH
HEOOXOIMMOCTH UCIIOJIb30BAHMS
MPOrPaMMHBIX CPEACTB U HH(POPMAITMOHHBIX
CHCTEM JIJIsl pEIICHUS 32144




OIIK-5 NOIIK-5.1.

Cnoco6eH MHCTAIITPOBAaTh IPOrPAMMHOE 3HaeT OCHOBBI CUCTEMHOTO

U anmnaparHoe o0ecreyeHue s aAMMHHUCTPUPOBAHUS, AIMUHUCTPUPOBAHMUSI

MH(POPMAIIMOHHBIX U CVYB/l, coBpeMeHHbIE CTaHAAPTHI

aBTOMATHU3HPOBAaHHBIX CUCTEM MH(POPMALIMOHHOTO B3aUMOACHUCTBUS CUCTEM
NOIIK-5.2.

YMeeT BBITOIHATH IapaMETPUUYECKYIO
HACTPOWKY MH()OPMAITMOHHBIX U
aBTOMAaTU3UPOBAHHBIX CUCTEM

NOIIK-5.3.

HMeet HaBBIKM MHCTAJUIALIMUA IPOTPAMMHOIO
U anmnapaTtHoro o0ecreyeHus
WH(GOPMALIMOHHBIX M aBTOMATU3UPOBAHHBIX
CUCTEM

2. MecTo 1MCHMIJIMHBI B CTPYKTYpe 00pa30BaTe/IbHOI MPOrpaMMbl

JucuuminHa OTHOcUTCS K Moayiio «ba3oBble WH(OPMALMOHHBIE TEXHOJIOTHM»
oOs3atenpHOM wactu bmoka 1. Jlucummiamsel  (MOaynM) y4eOHOro IUIaHA MPOTPAMMEI
OakanaBpuara.

W3ydenne qaHHON TUCHIUTUTHHBI 0a3UpyeTcs Ha MIKOJIBHOU IporpaMMe.
OCHOBHBIE TIOJIOKEHUS AUCIUILTUHBI JOJHKHBI OBITh UCTIOJIB30BAHBI B JAIBHEUIIEM TIPU
W3YUYEHUU CJIEAYIOIUX AUCIUIUINH:
e Bgexaenwue B podeccuro;
Teopus unpopmanuu;
Pa3zpaboTka TeXHHUUECKOH JTOKYMEHTAIIHH;
NHcTpyMeHThI BU3yalIn3alluy JaHHBIX;
OrnepalluOHHBIE CUCTEMBI;
[TpoexTrpoBanue uHTEpPercoB HHPOPMAITMOHHBIX CUCTEM;
VYyeOHast mpakTUKa (TIPOEKTHAs);
[Ipou3BoaCTBEHHAS MTPaKTUKA (IPOCKTHO-TEXHOJIOTHYECKas);
[Ipou3BoaCTBEHHAS MTpaKTUKA (MIPEAAUILIIOMHAs);
BrimosnHeHue 1 3amunTa BBITYCKHOM KBaTH(PUKAIIMOHHON paboThI.

3. CTpyKTypa U coAepKaHue AU CHUTIIHHBI

OO01mast Tpy10eMKOCTh TUCITUIUIMHBI COCTABIISACT 4 3aueTHbIe enuHUIEI (144 yaca).

3.1. Buabl y4eOHOI1 padoThl U TPYA0EMKOCTH
(mo ¢popmam 00yueHus)

3.1.1. Ounas popma oOydeHus

Ne Bi vae6Hoi paboThI KoanuecrBo | CeMecTpsl
n/n 1y P 4acoB 1
1 AyIMTOpHBIE 3aHATHS 32 32
B Tom unciie:
1.1 Jlexkunn
1.2 | CemuHapckue/IpakTUYECKUE 3aHATHS
1.3 | JlabopaTopHbIe 3aHATH 32 32
2 CamocrosiTe1bHas padoTa 112 112




B Tom uncie:
2.1 | [loaroroBka M BBIMOJHEHHE JIAOOPATOPHBIX paboT 112 112
3 IIpoMeskyTOUHAsI aTTeCTALUS
DK3aMeH v
Hroro: 144 144

3.2. TemaTrnuyeckuii IVIaH U3y4YeHUs! AU CUMIINHBI
(mo ¢popmam 00yueHus)

3.2.1. Ounas ¢popma oObyueHus
TpynoemkocTsb, yac
AynuTopHasi padora
Comil- [Tpax- |Camoc-
Ne Pa3zznenbl/TeMbl JIaGo- (ruuec-| ToOs-
Hapckue/
n/n AUCUUILIHHBI Bcero | JIek- mpax. |PATOP- | Kat | Teb-
i | P HBIE 3a- | IO/~ |HasA pa-
YecKHe
HATUS [FOTOB-| OoTa
3aHATHUSA
Ka

JlaGoparopnas padorta Ne 1 «BBog

1.1 | tekcra, aBTo3amena. dopmaTrpoBaHue 10 2 8
mpudToB, ad3aneB. CucKkm»
JlaGopatopnas pabota Ne 2 «Habop

1.2 | dopmy:n. TaOymsus. Ctpykrypa 10 2 8
JIOKYMEHTA, CTWINA (POPMATHUPOBAHUS
JlaGopatopnas pabota Ne 3 «['paduxa.

1.3 | [IpoBepka ophorpaduu 1 paccTaHOBKA 12 2 10
neperocoB. Pabora ¢ Tabnumamm»

1.4 JlaGopatopHas padota Ne 4 3 ) 6
«Maxkpocbi»
JlaboparopHast pabota Ne 5 «Torosas

1.5 pabora mo MS Word» 16 4 12
JlaboparopHast pabora Ne 6 «ba3oBbie

1.6 | anementsl Excel. @opmaTupoBanue B 8 2 6
Excel. [leyats paboyero naucra»
JlaboparopHuas pabora Ne 7 «Co3nanue

1.7 8 2 8
bopmym»
JIaGoparopnas padota Ne 8

1.8 | «Mcnosnb30BaHuE 3JIEMEHTAPHBIX 16 4 12
byHKIHI
JIaGopartopnas padota Ne 9 «IIpoBepka

|9 |Huomnanka pabouunx JUCTOB, CKPBITUE U 10 ) ]

' 3amuTa nanuaeix. Komanna “Tlog6op

napamerpa’»

1.10 JlaGoparopnas padota Ne 10 10 2 ]
«/Inarpammer B Excel. Anpecarus»
JlaGopatopHnas paborta Ne 11
«Yucnoseie popmartel. OcobeHHOCTH

1.11 10 2 8
¢dbopmarupoBanus. Pabora co
CTPOKAMH U JTaTaMK»

112 JlaGopatopnas padota Ne 12 «Criucku. 12 ) 10
CBopHbIe TaOIHUIIBDY




JlaGoparopnas pabota Ne 13

113 <<C03I[aP£I/I€ M0Ib30BaTEILCKUX 14 4 10
GbyHKIUH. DIeMeHTapHbIE OCHOBEI
VBA»

Hroro 144 32 112

3.3. Coaep:xxkanue IMCUUIIITHHBI

- BBox TekcTa, aBTo3ameHa. @opmatupoBanue mpudros, adb3ames. CUCKy.

- Ha6op ¢popmyn. TaOynsmust. CTpykTypa JIOKyMEHTa, CTWIH (POpMaTUPOBAHUS.

- I'papuxa. IIpoBepka opdorpaduu u paccraHoBka mepeHocoB. Pabora c
TaOIUIIaMU.

- Makpocsl.

- Hrorosas pabora mo MS Word.

- bazoseie anementsl Excel. @opmatuposanue B Excel. [lewats pabouero nucra.

— Cosznanue hopmy.

- Hcnonb30BaHue 37IEMEHTAPHBIX (QYHKITHH.

- [IpoBepka u oTnaaka pabOYMX JIMCTOB, CKPBITHE M 3amiuTa JaHHBIX. Komanna
“ITon6op mapamerpa’.

— Huarpammsl B Excel. Anpecarust.

- Yucnoseie popmartel. OcobeHHOCTH (popmaTtupoBanus. Pabora co cTpokamu u
JaTaMu.

— Crucku. CBogHBIE TaOJIHUIIEL.

- Co3naHue monap30BaTeIbCKUX QYHKINH. DIeMeHTapHble OCHOBHI VBA.

3.4. TemaTuka cCeMHUHAPCKUX/NIPAKTHYECKHUX U JA0OPATOPHBIX 3aHATHH
3.4.1. CemuHapcKue/mpakTUUYECKUE 3aHATUS
CemMuHapCcKue U MPAKTHUECKUE 3aHATHUS HE TIPETYCMOTPEHBI.

3.4.2. JlaGopaTopHbI€ 3aHATHS

JlabopaTtopnasi paGora Ne 1 «BBoa Tekcra, aBro3ameHna. dopmarupoBaHue
mpudros, ad3anes. Cnmckm»

B nanHoil paboTe paccMOTpeHO, KaK HAaCTPOUTH MapaMeTpbl CTPaHMIbI, Kak paboTaer
aBTO3aMEHa, KakK J00aBUTh CIELUAIbHBIE CHUMBOJBI, J00AaBUTh THUTYJBHYIO CTPAaHUILY, Kak
0T(hOopMaTHPOBATH TEKCT, KAK HACTPOUTH CIIUCKHU.

JlabopaTopnas padora Ne 2 «Habop dopmy.. Tadyasinusa. CTpykTypa A0KyMeHTa,
CcTHIN OPMATHPOBAHMS»

B nanHoli paboTte paccMoTpeHo, Kak HaOupath (opmynsl B Word, kak HacTpOHTb
TaOyJIALUIO, KaK paboTaTh B peXKUME CTPYKTYPBI, KaK CO3aTh CTUJIb TEKCTA.

JlabopaTopnas padora Ne 3 «I'paduxa. IlpoBepka opdorpadum m paccraHoBKa
nepenocoB. Padora ¢ tabamunamm»

B nanHoif pabote paccMOTpeHO, Kak paboraTh ¢ nemeHTaMu WodrArt, kKak HaCTPOUTH
IIOJUIOKKY TEKCTa U MapameTpsl (QUryp, Ui Y4ero Hy>KHbl MSTKHE NMEepEeHOCHl M HEpa3phIBHBIN
neduc, Kak mpoBepuTh opdorpaduio, Kak co3aaTh U OTPEJAKTHPOBATH TaOJIMIly, KaK T00AaBUTH
¢dopMmyItbl B TaOIHILY.

JlabopaTopnasi padora Ne 4 «MakpocbD»

B nanHoil paboTe paccMOTpPEHO, KaK CO3/1al0TCS MaKpOCHl M JJIsl Y€ro OHU HYXKHBI, KaK
N00aBIIIETCSl MAKPOC Ha MaHeNb OBICTPOro JOCTYIA.

JlabopaTopnasi padora Ne 5 «Torosasi padora mo MS Word»



B nanHO#i paGoTe NEMOHCTPUPYIOTCS BCE MPUOOPETEHHBIC paHee HABBIKH, a TaKkXkKe
JIOMIOJTHUTENIbHBIE BO3MOXHOCTH Word: co3anue CTUIIeH, orfaBieHus, 100aBIeHIEe HyMepaIiuu
CTpaHMIl, J00aBJIeHNE TUTIEPCCHUIOK U CHOCOK, Ha3BaHUN K pUCYHKAM U 3aKJIaJIOK B TEKCTe, paboTa
B PEKUME PEJAKTUPOBAHUS U CO3/IaHUE CIIMCKA JINTEPATYPHI.

JlabopaTopnast pab6ora Ne 6 «ba3oBblie 31emenThl Excel. ®opmaTtupoBanue B Excel.
[euyaTs padoyero Jgucra»

B nannHoit pabore paccMoTpeHo co3naHue Qopmyn, padoTra ¢ JHCTaMH, CO3JaHHE
nporpeccuii, GopMaTupoOBaHUE JAHHBIX B SUYEWKE M HACTPOHUTH IPAHUIIBI SYCHKH, a TAaKkKe Kak
3a/1aTh IIapaMeTpbl II€YaTH CTPAHUIIBL.

JlabopaTopHnasi padora Ne 7 «Co3nanne popmyn»

B nannoit paboTte paccMOTpeHO, Kak MPUCBOUTh UMEHA siueiikaM, Kak C/IeiaTh CChUIKY Ha
AYCHKY, co3aaTh (HOPMYJIBI, a TAKKE KaK MOKHO O0BETMHUTD TEKCT U3 PA3HBIX STYEEK B OJHY.

JlabopaTopHasi padota Ne 8 «Mcnosib30BaHMe 3JIeMeHTAPHBIX QYHKIIMID)

B nanHo#i paboTe paccMOTpPEHO, Kak Kak padoTaTh ¢ TPUTOHOMETPHUUECKUMH (DYHKITUSMH,
C HEKOTOPBIMH 3JIeMEHTapHbIMU QyHKIUAME Excel, TeKCTOBBIMU QYHKLIUSMHU.

JlabopaTopnas paGora Ne 9 «IIpoBepka m otTiaaka pado4Mx JIMCTOB, CKPbITHE H
3ammuTa JaHHbIX. Komanga “Ilon6op napamerpa”»

B nannoil paboTe paccMOTpEHO, KaK yCTaHABJIMBATh OTPAaHUYECHUE HA BBOJ| 3HAUCHHH B
A4YEHKy, Kak paboTaeT HHCTPYMEHT «IOJ00p mapaMeTpay, Kak CKpbITh (JOpMyYJTy WIHM 3HAYCHHUE B
siuefKe, KaK CKPBITh JIUCT UM YCTAaHOBUTD 3aILUTY.

JlabopaTopnasi padora Ne 10 «/Ilmarpammel B Excel. Agpecanusp»

B nannoit paboTte paccMOTpeHO, KaK MOCTPOUThH JUarpaMMy, Kak HACTPOUTH €€ BHEUTHUN
BUJI, KaKk paboTaeT ajgpecarys syeek.

JlabopaTtopnas paGora Ne 11  «YwmcaoBbie d¢opmarel.  OcobdeHHOCTH
¢popmaTupoBanus. Pabora co cTpokaMu U JaTaMmn»

B nanHo#t paboTe paccMOTpeHO, Kak cO3JaTh pa3iIMyHbIC MOJB30BATEIbCKUE (hOpPMATHI,
KaKk HAacTpouTh (OpMATHpPOBAHUE SUEEK, B 3aBUCUMOCTH OT BBEACHHOTO 3HAYEHUS, TaKXKe
paccMoTpeHbl HekoTopbie pyHkuuu Excel.

JlabopaTopnasi padora Ne 12 «Cnucku. CBognbie Ta0aMIbD)

B nanHoii pabore paccMOTpeHo, Kak paboTaTh ¢ GUIBTpaMU U COPTUPOBKOM, Kak
co3aéTcs CBOJIHAs TabJIMIa U CTPOUTCS CBOAHAS AMarpaMma.

JladbopaTtopnass padora Ne 13 «Co3gaHue mM0Jb30BATEJbCKUX (QyHKIMIA.
DJieMeHTapHbIe 0CHOBBI VBA»

B nannoit paboTe paccMOTpeHBI AlIeMEHTapHbIe OCHOBBI paboThl ¢ Visual Basic for
Application Ha mpumMepe co3aHus OIB30BATEIBCKUX (PYHKIIUH.

3.5. TemaTrnka KypcoBbIX IPOEKTOB (KypCOBbIX padoT)
KypcoBble IpOEKTHI HE MPEXYCMOTPEHBI.

4. Y4eOHO-METOAUYECKOE U I/IH(l)OpMalll/IOHH()e o0ecreueHue

4.1. OcHoBHasi TUTEpPaTYypa

1. HNudopmanmonnsie Texnomoruu. OcHoBbl pabotsl B Microsoft Word : yuebnoe
nocobue / . M. becnanoBa. — Cankr-IlerepOypr : Cankr-IlerepOyprckuii rocyjapCTBEHHBIH
YHUBEPCUTET MPOMBIIIJIEHHBIX TEXHOJOTUN U nu3aiiHa, 2019. — 116 c. — ISBN 978-5-7937-
1638-3. — Texkcr : anextponHbIii / Lndpooit o6pazoBarenshblit pecypc IPR SMART : [caii].
— URL: https://www.iprbookshop.ru/102517.html (zara o6pamenus: 05.08.2023).

2. HNudopmaruka u unpopmanronusie Texnonorun. Y Musiid Excel 2016: 6ubnuoreka
¢ynkunii : yuebnoe nocodue / E. M. bammakosa. — Mocksa : At [Tu Ap Meaua, 2020. — 109
c.— ISBN 978-5-4497-0516-7. — Tekct : anekrponnsiii // [{ludpoBoiit 00pa3oBaTenbHbIN pecype
IPR SMART : [caiir]. — URL: https://www.iprbookshop.ru/94205.html (mara oOpamenus:

8


http://www.iprbookshop.ru/102517.html
http://www.iprbookshop.ru/94205.html

05.08.2023).

4.2. omojHUTebHas JUTEPaTypa

1. Wndopmaruka u uHPOpPMAMOHHBIE TeXHOJIOTHH. TexHomorus paboTsl B MS
WORD 2016 : yuebnoe nocobue / E. U. bammakosa. — Mocksa : At [Tu Ap Meaua, 2020. — 90
c.— ISBN 978-5-4497-0515-0. — Texcrt : anexrponusiit // L{ludposoii oOpazoBaTenbHbIM pecype
IPR SMART : [caiir]. — URL: https://www.iprbookshop.ru/94204.html (mara oOpamienus:
05.08.2023).

2. VYnpaxHenus no tekcropomy penakropy Word / JI. A. AnenukoBa. — Mockaa :
COJIOH-ITPECC, 2019. — 119 c. — ISBN 978-5-91359-084-8. — TekcT : 31MeKTPOHHBIN //
Hudposoit  oOpasoBarenbublii  pecypc IPR SMART :  [caiit]. —  URL:
https://www.iprbookshop.ru/90385.html (gara obpamenus: 05.08.2023).

3. WNndopmaruka. Beenenne B Excel : yueOnoe mocobue / T. B. BonobyeBa. —
Boponex : BopoHexxckuii rocy1apcTBEHHbIN TexHUUeckuil yHusepeutet, ObC ACB, 2019. — 95
c.— ISBN 978-5-7731-0769-9. — Tekct : anekrponnsiii // [{ludpoBoii 00pa3oBaTenbHbIN pecype
IPR SMART : [caiir]. — URL: https://www.iprbookshop.ru/93315.html (mara oOpamenus:
05.08.2023).

4.3. JluneH3MOHHOE U CBOOOJHO PacIpoCTpPaHsieMoe IPOrpaMMHOe
o0ecneyeHue

1. Microsoft Windows;

2. Microsoft Office.

4.4. DJexkTpoHHBbIe 00pa3oBaTebHbIE PeCypChl
https://online.mospolytech.ru/course/view.php?id=10903

5. MarepuajibHO-TEXHHYECKOEe o0ecriedeHue

KoMIbroTepHbIe KIIacchl CO CIEIYIOUIe OCHAIIEHHOCTBIO: CTOJBI, CTYJIbs, ayJUTOPHAS
JI0CKa, WCIIOJb30BaHUE MEPEHOCHOTO MYJIBTHMEIMWHOTO KOMILIEKCa (TIEPEHOCHON IMPOEKTOpP,
HepCOHANbHBIH HOYTOYK). [lepcOoHaNbHBIE KOMIBIOTEPHI, MOHHUTOPBI, MBIIIKH, KIABHATYPHI.
Pabouee mecTo npenoaaBartens: CTOM, CTYI.

JlnuensnonHoe nporpaMmHoe obecrieuenue: Microsoft Windows 11, Microsoft Office (mo
nporpamme OecrutatHoro goctyna Microsoft Imagine).

6. MeToanueckue peKOMeH AU

6.1. MeToauyeckne peKOMEHIAIMY /ISl IPENoJaBaTeJisi 10 OPraHu3anun

o0yueHus

Mertoarka npenojaBaHus JUCUUIUIMHBL «OQuCHBIE TPUIOKEHUS» NpPeayCcMaTpUBacT
UCII0JIb30BaHKE OHJIAH-Kypca B CUCTEME JUCTAHIIMOHHOTO 00y4YeHuUs! Y HUBEPCUTETA, TPYIIIOBBIX
U UHAWBUIYAIbHBIX KOHCYJbTalMH OOYydYalOUIMXCs, AyJUTOPHBIX 3aHATHH B COYETAHHHU C
BHEAYJIUTOPHOW paboToil ¢ 1eiabio (OPMHUPOBAHUS U PA3BUTUS MPOPECCHOHATBHBIX HABBIKOB
00yJaromuxcs.

JlaGopaTopubie paboTel 1o auctumiuHe «OQucHbIe TPUITIOKEHUS» OCYIIECTBISIOTCS B
dopMe  caMOCTOATENBHOM  HPOPabdOTKM  TEOPETHUECKOro  MaTepuaga  O0Oy4arolUMMHCS;
BBITOJIHEHHSI TIPAKTUYECKOTO 33JaHNs; 3alIUTHI PENoJaBaTelio Ja0opaTopHOil paboTh! (3HaHUE
TEOPETUYECKOT0 MaTepuasia U BBINOJHEHUE MPAKTUYECKOTO 3aJaHMs MO TeMe J1abopaTOpHOi
pabdoThl).

6.2. MeToauueckue YKazaHusd 1Jist oﬁyqamumxcn 0 OCBOCHHIOJJUCIUIT/IMHBI
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W3ydenune JUCIUIUIMHBI OCYIIECTBISETCS B COOTBETCTBUU C yUCOHBIM TUIAHOM.

Ha 3aHATHSAX OCYIIECTBIISETCS 3aKpeIjIeHHEe MOJIYy4YEeHHBIX, B TOM YHCJIE U B IpOIEcce
CaMOCTOATENIbHOW paboThl, 3HaHWMH. Ocoboe BHMMaHuE OOpallaeTcss Ha yMEHHE MPUMEHSThH
NOJTYYCHHBIEC 3HAHUS Ha MPAKTUKE, B TOM YHCJIE MPHU PELICHUH PEalTbHbIX 33]a4, OTIMYAIOIINXCS
OT POpabOTaHHBIX.

B mpouecce camocToATenbHOM pabOThl CTYACHTHI 3aKPEIUISIOT U YIIyOJsIOT 3HAHUS,
MOJyYCHHBIE BO BpEeMs ayJUTOPHBIX 3aHATUH, CAMOCTOSATEIBHO 3HAKOMSTCS C TEOPETHYECKHM
MaTepHajioM, BBIMOJHAIOT JaOOpaTOpHbIE pabOTHl, TOTOBATCS K TEKYIIEMY KOHTPOJIIO H
IIPOMEKYTOYHON aTTECTALUU.

Texyuuii KOHTpPOJIb OCYIIECTBIISIETCS Ha AayIUTOPHBIX 3aHATHAX B BHJE 3aIUTHI
nabopaTopHbIX paboT. Kputepusimu olleHKH pe3ysIbTaToB SBISIOTCS:

- YPOBEHb OCBOCHHUS TEOPETUUECKOTO MaTepHaa;

- YPOBEHb BIIJICHUS MPAKTUYECKUMHU HaBbIKaMH (B BHJE BOIPOCOB IO IMpOIEcCy
BBITIOJTHEHHSI TaOOPAaTOPHBIX paboT);

- YMEHHUSI 00YyYaroIerocsi UCIoib30BaTh TEOPETUYECKHE 3HAHUS MPH BHITIOJTHEHUU
NPaKTUYECKUX 3a/1a4 (B BUJIE JIOTIOJHUTENIBHBIX 3a/1aHUi);

- c(OPMHPOBAHHOCTH KOMITETCHIINH;

- oopmieHne Marepuaga B COOTBETCTBUH C TPEOOBAHHUSIMH.

[TpomMexyTOUHBIN KOHTPOJIb OCYILECTBIISICTCS Ha JK3aMeHEe B (hopMe TECTHPOBAHUS B
CHUCTEME JMCTAaHLMOHHOTO OOydeHUs YHUBEPCUTETa, BKJIIOYAIOLIETO BONPOCH HAa 3HAHUE
npaktudeckoit yactu Excel.

7. ®OH OLICHOYHBIX CPEACTB

7.1. MeToabl KOHTPOJISI U OLICHNBAHUA Pe3yJIbTATOB 00y4eHHA

B nporecce 00yueHHs HCTIOIB3YIOTCS CIEAYIONINE OIICHOUHBIE (DOPMBI CAMOCTOATEIBHOM
pa6OTbI CTYACHTOB, OLICHOYHLIC CPCACTBA TCKYUICT'O KOHTPOJIA YCIICBACMOCTH U MPOMCIKYTOYHBIX
aTTecTaluii: JabopaTopHble padoThl, IK3aMeH.

7.2. llkana v KpUTEepUN OLlEHNBAHNS Pe3yJIbTATOB 00y4YeHU s

K npomexyTouHOM aTTecTaluy A0MYyCKalOTCs TOJIBKO CTYICHTBI, BBITOJHUBILINE BCE BUIBI
y4eOHOM paboThl, TpPeayCMOTpEeHHbIe pabodueld mporpammol mo aucruiuimHe «OducHbe
TPUITOKECHUSD).

7.2.1. KpuTepuu OLIEHKH OTBETa Ha K3aMEHE

(popmupoBanue komnereniuii — OITK-2, OITK-4)

«OTIn4HO»:

BeimonHensl Bce BUABI yueOHOM paboOTHl, NPEAyCMOTPEHHBIE YUEOHBIM ILIAHOM.
OOyuaronuiicss BBIMOTHUI U 3aIUTHI JaOopaTOpHble pabOThl MO O(PHUCHBIM HPUIOKEHUSAM CO
cpenauM Oamtom ot 4,5 mo 5. UHroroBoe TectupoBaHue BbImonHeHO Ha 85 — 100%.
OOyuarouuiics AEMOHCTPHPYET NPOYHBIE TEOPETUUYECKUE 3HAHMA, NPAKTUYECKHE HABBIKH,
BJIaJiceT TEPMUHAMH, JICJIAET apTyMEHTHPOBAHHbIE BBIBOABI U 0000IEHUs, TPUBOAUT MIPUMEPHI,
orepupyeT NPUOOPETEHHBIMH 3HAHUSMHU, YMEHHUSMHU, HABBIKAMH, NMPUMEHSET MX B CHTYalHsAX
MOBBIIIEHHON CIOXHOCTH. IIpM 3TOM MOTYT OBITH JOMYILICHBl HE3HAYUTENIbHBIE OIIMOKH,
HETOYHOCTH, KOTOPBIE O0YYAIOIIUICS MOXKET UCIIPABUTH CAMOCTOSTENILHO.

«Xopouo»:

BeimonHensl Bce BHIBl yueOHOM paboOTHl, NPEAyCMOTPEHHBIE YUEOHBIM ILIAHOM.
OOyuarouuiicss BBIMOTHWI U 3aIIUTHI JaOopaTOpHbIe pabOThl MO O(GUCHBIM HPUIOKEHUSAM CO
cpenuauM Oaiom ot 4 10 4,5. UtoroBoe TectupoBaHue BoIMOIHEHO Ha 70 — 84%. O0yuaromuiics
JIEMOHCTPUPYET JOCTAaTOYHBIE TEOPETUYECKHE 3HAHUS, IPAKTHUECKUE HABBIKH, BIIAJCET
TEPMUHAMHM, JIeNIaeT apryMEHTUPOBAHHBIC BBIBOABI M OO0OOIIEHUs, TNPHUBOJUT TPHUMEPHI,
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ONepUpyeT NPUOOPETCHHBIMH 3HAHUSMH, YMEHUSMH, HaBblKaMu. lIpm 3TOM MOryT OBITH
JIOMYIIEHBl HE3HAYMTENIbHbIE OIIMOKM, HETOYHOCTH, 3aTPyAHEHHUS TMpHU aHATUTUYECKHX
onepanusax, MEpeHoce 3HAHMM M YMEHHH Ha HOBbIE, HECTaHJAPTHBIC CHUTyallMH, KOTOpbIE
00yYaromuicss MOXKET UCIIPaBUTh NPU HE3HAYUTEIHLHON KOPPEKLIMH MPETIO1aBaATEIIEM.

«Y10BJIETBOPUTETBHO»:

BeimonHensl Bce BuABl yuyeOHOM paboThI, NPEAyCMOTPEHHBbIE YUYEOHBIM IIJIAHOM.
OOyuaronuiicss BBIMOTHUI U 3aIIUTHI JabopaTOpHbIEe PabOTHl MO O(GUCHBIM HPUIOKECHUSAM CO
cpennuM OamioMm Hike 4. ITOroBoe TeCTUpOBAaHUE BBIMOJHEHO HA 55 — 69%. OOyyarommiics
JIEMOHCTPUPYET HEMOJIHOE COOTBETCTBUE TEOPETUUECKUX 3HAHMN, NMPAKTUYECKUX HAaBBIKOB,
BJIaJIeeT TEPMUHAMH, JIEJIAET apTyMEHTHPOBAHHBIE BBIBOABI U 0000IEHUS, IPUBOIUT MIPUMEPHI,
ONepUpYyeT NPUOOPETCHHBIMM 3HAHUSMH, YMEHHUSMH, HaBblkamMu. [Ipm 3TOM MOTryT OBITH
JIOMYIIEHBl OIIMOKH, HETOYHOCTH, 3aTPYAHEHUS MpPU AaHAIUTUYECKUX OIEpalusix, MepeHoce
3HaHUN M yMEHHMH Ha HOBBIC, HECTAHJAPTHBIC CUTYAIlMH, KOTOPHIE OOYYAIOIIUICS MOXET
UCTIPaBUTh MIPU KOPPEKIMU MPENoIaBaTEICM.

«HeynoBJ1IeTBOPUTEIBLHO»:

He BbimosnHeH oauH miu Oosee BUIOB y4eOHOH paboTHI, MPEeTyCMOTPEHHBIX Yy4eOHBIM
riaHoM. OOy4YaroImuiicsi He BBIMOJIHWII OJJHO MM OoJiee 3a/laHuil TEeKYyIIero ¥ MpoMeKyTOYHOTO
KoHTpous. UToroBoe TectupoBanue BoimoHEeHO HA 0 — 54%. OOy4aromuiicss JeMOHCTPHUPYET
HEe3HaHUE TEOPETHUECKUX OCHOB IIPEIMETA, OTCYTCTBUE MPAKTUUYECKUX HABBIKOB, HE YMEET JeNaTh
apryMEHTHPOBAaHHBIE BBIBOJBI M TPUBOJIUTH IPUMEPHI, HE BIAJAECET TEPMUHAMM, IPOSBISIET
OTCYTCTBUE JIOTUYHOCTH U TIOCJIEIOBATEIILHOCTH U3JIOKEHHUS, ENIAeT OUIMOKH, KOTOPBIE HE MOXKET
UCTIPaBUTh JJa’Ke MPU KOPPEKLIUH MPETIOAaBaTEIeM, OTKA3bIBACTCSl OTBEYATH HA JOMOJHUTEIbHbIE
BOIIPOCHI, JIOMYCKACT 3HAUYMUTENIbHbIC OUIMOKH, WCIBITBIBAECT 3HAYUTEIBHBIC 3aTPYAHEHUS IPH
OTIEPUPOBAHUY 3HAHUSMHU M YMEHUSMU MIPH UX NIEPEHOCE HAa HOBBIE CUTYAallUH.

7.2.2. Kpurtepuu oneHKH paboThl 00yJaromerocst Ha JJaOOpaTOPHBIX 3aHATUSX:
(popmupoBanue komnereniuii — OIIK-2, OIIK-5)

«5» (OTAMYHO): BBIMOJIHEHBl BCE MPAKTUYECKHE 3aJaHMsl, IPelyCMOTPEHHbIC
1a00paTOpHBIMU paboTaMH, 00yUarOMIUIACS YETKO U 0e3 OIIMOOK OTBETHJI HA BCE KOHTPOJIbHbIC
BOIMPOCHI, MpPOSBWJI TBOPYECKUH TMOAXOJ TPU BBHINOJHEHUHM 3aJaHUH, CMOT BBINOJHUTH
JIOTIOJTHUTEIbHbIC 33 JaHHS.

«4» (XopomiO): BBIMOJHEHbI BCE MPaKTUYECKHE 3aJaHus, MPEAyCMOTPEHHbBIC
1abopaTOpHBIMH paboTamMu, 00YUaIOIIMICS ¢ KOPPEKTUPYIOIUMH 3aMEUYaHUSIMH TPEnoJaBaTess
OTBETHJI HA BCE KOHTPOJIbHBIE BOIIPOCHI, IPOSIBIJI TBOPUYECKHUH MOXO/1 P BHITIOJIHEHUH 3aaHUH,
CMOT YaCTUYHO BBITIOJIHUTD JOMOJHHUTEIbHbIC 3aJaHHS.

«3» (YyIOBIETBOPHUTEIHHO): BBHIIIOJIHEHBI BCE MPAKTUYECKHUE 3aJlaHHsI, MIPEIyCMOTPEHHBIC
7a00paTOpHBIMH paboOTaMM, C 3aMEUaHHUSAMM TpernojaBaress; oOydyarolMHCs OTBETWJI Ha BCE
KOHTPOJIbHBIE BOIPOCHI C 3aMEUaHHSIMHU, TOTIOIHUTENILHBIC 3a/1aHUS BBITIOJTHEHBI C 3aMEYaHUSIMU.

«2» (HEYOBIETBOPUTEIBHO): 00YyYaIOUIHIICSA HE BHIMOJIHUI UM BHITOTHII HEMPABUIBHO
NPaKTUYECKUE 3a/laHusl, IPETyCMOTPEHHBIE J1a00paTOPHBIMU paboTaMu, 00yUYaIOIIUNAC OTBETHII
Ha KOHTPOJBbHBIE BOMNPOCHI C OIIMOKAMH WJIM HE OTBETHJ HA KOHTPOJIbHBIE BOIPOCHI,
JIOTIOJTHUTENBHBIC 3aJaHHS BBIMIOJIHEHBI HEBEPHO WIIM HE BHIMOJHEHBI.

7.3. OuneHoYHbIE CPeICTBA

7.3.1. Texkymmii KOHTPOJIb

Texyuuii KOHTpPOJIb OCYIIECTBIISIETCS Ha AayIUTOPHBIX 3aHATHAX B BHJC 3aIIUTHI
nabopaTtopHbix paboT. JlaGoparopHasi paboTa — CPEOCTBO KOHTPOJIS YCBOCHHS Y4eOHOTO
MaTepHala TeMbl, pa3jesa Uil pa3/esioB IUCIUILIMHBI, OPraHM30BaHHOE KaK yueOHOe 3aHsATHE B
BUJIC IEMOHCTPALIUH TTOJTyYE€HHBIX HABBIKOB IPHU PEILICHUH MOCTABICHHBIX MPAKTUYECKHX 3a/1a4.

[TpuMepbl BOIPOCOB K 3allUTe J1aOOpPaTOpHBIX paboT (OIeHMBAaEMble KOMIIETCHIIUU —
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OIIK-2, OTTK-5).

JlaGopatopHnas pabota Ne 1 «BBox Tekcta, aBTo3amena. @opmarupoBanue mpuTos, ab3aies.
Cnuckm»
Bomnpocs! k 3amuTe 1a00paTopHOil paboThI:

1. Kak paboraer aBro3amena?

2. T'me MOXHO BBHIOpATh CHIEIIMATIBHBIC CUMBOJIBI 17151 TOOABJICHUS B TEKCT?

3. Kak B HyMepOBaHHOM CIIMCKE YCTAHOBUThH Ha4yaJbHOE 3HAYEHHE?
JlaGopatopHnast pabora Ne 2 «Habop ¢opmyn. Tabymsauus. CTpykTypa JOKYMEHTa, CTUIH
dbopmaTupoBaHUs»

Bomnpocs! k 3amuTe 1a00paTopHOil paboThI:

1. Kaxk BbI3BaTh mnose ass BBoga popmyn?

2. Kak HactpauBaetcs TaOynsus?

3. Kak B pexxume CTpyKTypbl IOMEHATH YPOBEHb CTPOKU?

JlaGopatopnas padora Ne 3 «['paduxa. [IpoBepka opdorpaduu u paccTaHOBKa IEPEHOCOB.
Pabora ¢ Tabnauuamuny
Bomnpocs! k 3amuTe 1a00paTopHOil paboThI:

1. Kak 106aBUTH TEKCTOBYIO MOATIOKKY?

2. Kak 1oGaBuTH HEpa3pBIBHBIN Ae(uC U 11 4ero OH HyXKeH?

3. Kak caenatb CKBO3HOM 3ar0JIOBOK B Ta0nuIe?

JlaGopatopHas pabota Ne 4 «Makpocs»
Bomnpocs! k 3amuTe 1a00paTopHOil paboThI:

1. Kak co3gaercs makpoc?

2. Kak kj1aBuaTypHO BBIAECIUTH NPEAIOKEHNE?

3. Kak no6aButh Makpoc Ha MmaHenb ObICTPOro aocrymna?

JlaGopatopHas padota Ne 5 «Mtorosas pa6ora mo MS Word»
Bomnpocs! k 3amuTe 1a00paTopHOil padoThI:
1. Kak no6aButh nmpuMedanue kK Tekcty? Kak 1o6aBuTh Hymepanuto, yopaB HOMep ¢
TUTYJIBHOMN CTPaHUIIBI?

2. Kak HacTpouThb, 4TOOBI KaX/IbIi pa3/ien HAYMHAJICA C HOBOTO JIHCTa?
Jlaboparopuast pabora Ne 6 «bazoBeie snmemeHTsl Excel. ®opmarupoBanne B Excel. [leuats
pabouero nucTa
Bomnpocs! k 3amuTe 1a00paTopHOil paboThI:

1. Kak ckonupoBaTh TOJIBKO 3HAUEHUE U3 STUCHKU?

2. Kak co3nate apupmMeTHYECKYIO IPOTPECCUio?

3. Kak ounctuts hopmaTupoBanue srueiku?

JlaGopatopnas padota Ne 7 «Coznanue Gpopmym»
Bomnpocs! k 3amuTe 1a00paTopHOil paboThI:

1. Kak npucBouTh MMEHA STUeKam?

2. Kak cnenath ccblUIKy Ha siueiKy aOCOIIOTHON?

3. Kak 00beAMHHUTH TEKCT U3 PA3HBIX sYEEK B OAHY?

JlaGopatopHas pabota Ne 8 «Vcnonap30BaHNE 3JIEMEHTAPHBIX QYHKLIUI»
Bomnpocs! k 3amuTe 1a00paTopHOil padoThI:

1. C nomompto Kakoil (pyHKIIMH BBOANUTCS TUAMA30H CIyYalHbIX yncen?

2. Kak npoBepuTh, IPUHAJIEKUT JIX YNCIIO 3aJJaHHOMY OTpE3Ky?

3. TloxaxuTe Ha MpUMepax, Kak paboTal0T TEKCTOBbIE PYHKINHU?
JlaGoparopHas padota Ne 9 «IIpoBepka u oTnaaka pabOYUX JHCTOB, CKPBHITHE U 3AIINUTA TAHHBIX.
Komanna “Tlon6op mapamerpa’™
Bomnpocs! k 3amuTe 1a00paTopHOil paboThI:

1. Kak ycTaHOBUTB OIpaHUYE€HHE HA BBOJ 3HAYEHUH B TUEUKY?

2. Kak paboTaer MHCTPYMEHT «11000p mapameTpa»?

12



3. Kak ckpbITh popmyity B siueiike?

JlaGopatopnas padota Ne 10 «/Iuarpammer B Excel. Anpecariuspy
Bomnpocs! k 3amute 1a00paTopHOil paboThI:

1. Kak noctpouts nuarpamMmy?

2. Kak nomensats popMy MapKepoB Ha Tpaduke ¢ Mapkepamu?

3. Kaxk 106aBuTh IOANUCH NaHHBIX U YOPATh JIMHUU CETKU Ha Tuarpamme?
JlaGopatopHas padora Ne 11 «Hucnossie popmatsl. OcobenHocT popmarupoBanus. Pabora co
CTPOKaMHU U JJaTaMm»

Bomnpocs! k 3amuTe 1a00paTopHOil paboThI:
1. Kak co3maTth CTUIb TUEHKHU?
2. Kak 3amath mosb30BaTenbCKuil (popMaT siueiiku, YTOOBI MOJIOKUTENbHBIE U
OTpHLIATENIbHBIC YNCIIa BBIBOAUIIMCH PA3HOTO 11BETa?
3. C nomouibio Kakux QyHKIUI MOXKHO BEIYUCIUTH CYMMY LU(P YETIPEX3HAYHOTO
yucna?
JlaGopatopnas padota Ne 12 «Cnucku. CBOAHbIE TaOIUIIB)
Bomnpocs! k 3amute 1a00paTopHOil paboThI:
1. Kak 3agatb CcBOW MOPSIOK BBIBOJA 3HAYEHUH ISl OJJHOTO U3 YPOBHEH
MHOT'OYpPOBHEBOW COPTUPOBKH?

2. Kaxk pabotaer pacmiupeHHbI GUIBTP?

3. Kak co3mare 1 HACTPOUTH CBOJIHYIO TaOIUILY?

JlaGopatopHnas pabota Ne 13 «Co3ganue 1noyib30BaTeNbCKUX GYHKIUNA. DIeMEHTapHBIE OCHOBBI
VBA»
Bomnpocs! k 3amuTe 1a00paTopHOil paboThI:

1. Kak c momouisto VBA co3nath GyHKINIO, KOTOpast OyJeT BHIBOIUTH U3 STUEHKHU C

®UO tonbko nma’?

2. Kak ¢ momomipio VBA co3nate dyHKIHI0, KOTOpast Oy1eT Mpou3BOAUTH

pa3UYHbIC BEIYMCICHUS B 3aBUCUMOCTH OT NPOBEPKH HECKOJIBKUX YCIOBHUI?

3. Kak ¢ nomomrsio VBA co3naths (yHKIMIO, KOTOpas OyIeT BHIBOAUTH U3 SYCHKH C

@O TOABKO OTYECTBO?

7.3.2 IlpuMepsI TECTOBBIX 3aJaHUH MPOMEKYTOYHOT0 KOHTPOJIA

ITpomexyTrounas atrectanus (oueHnBaeMble komnereHuu — OIIK-2, OIIK-5).

[TpomexyTounasi arrectanus oOydaroumxcsi B (opMe 3K3aMEeHa OCYIIECTBISIETCS IO
pe3ybTaTaM BBIMOJIHEHUS BCEX BUIOB y4eOHOM paboThl, MPeAyCMOTPEHHBIX Y4eOHBIM IIJIAHOM TI0
JAHHOM JUCLMILIMHE, IPU 3TOM YUUTBIBAIOTCS PE3YJIBTAThl TEKYIErO KOHTPOJIS YCIEBAEMOCTUB
TEUYEHUE CeMecTpa. DK3aMeH MPOBOIUTCS B (OpME TECTUPOBAHHS B CHCTEME JUCTAHIIMOHHOTO
oOyueHHsT YHHMBEpPCHTETa, BKIIOYAIONIEH BOMpPOCH Ha 3HaHME mpakThueckoil yactu Excel. Ilo
UTOTaM TPOMEKYTOUYHOM aTTECTallMM 10 AMCLMIIJIMHE BBICTABISETCS OLIEHKA «OTIMYHOY,
«XOPOILOY», «YJOBIECTBOPUTEIBHO» WIH «HEYOBIETBOPUTEIBHO.

1. KomOuHanus KIaBHIl ... yCTaHABJIMBAET KYPCUBHOE HaUe€pTaHUE TEKCTA.

-: Ctrl+U

+: Ctrl+1

-: Ctrl+B

-: Ctrl+5

2. CpencTBo, C MOMOIIBIO KOTOPOT'O MOXKHO BBIOJIHATH QYHKIIMH (POpMATUPOBAHUS
IPYMIIbI SYEeK aBTOMATUYECKH HA3bIBACTCH ...

+: aBTO(hOpMaT

3. Bammucu =$D$6 COOTBETCTBYET ... THIT CCHUIKU HA TYCUKY

-2 OTHOCUTENBHBIN
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+: AOGCOTIOTHBII

- CMelaHHBIN

4. Ecau nuanazony [K1,M3] npucBonnu uMs "auana3onl", To Ipy BbIAECIEHUH SIYEHKH
K1 B umenu otobpasures ...

+: K1

-: K1:M3

- K1;M3

-: quana3oHl

-: [K1,M3]

5. lllupuHy cTOIOIIa MOYKHO YCTAaHOBUTH PABHOM ...

+:0

-: 305

-i-1

+: 220
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