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HOACHUTEJIBHAA 3AIINCKA
1. OBIIASI XAPAKTEPUCTHKA OBPA30OBATEJIBHOMN ITPOTPAMMBI

1.1 BBenenue

B mepmox mepexoma kK WHGOPMAIMOHHOMY OOIIECTBY OJHUM W3 BaXKHEHIINX aCIIEKTOB
JeITEIBbHOCTH YeJIOBEKa CTAHOBUTCS YMEHHUE OINEPAaTHBHO M KaYeCTBEHHO paboTaTh ¢ WH(popManuei,
MIPUBJIEKAs] JUTSI STOTO COBPEMEHHBIE CPEJICTBA M METOMABI. YUHUTBIBAas PAa3MBITOCTh T'PAHHI] HAY9IHOMH
oOmacti WHGOPMATHKH ¥ HEBO3MOXHOCTH B pPaMKax IITKOJBHOTO 00pa30BaHMs OCBETUTH BECh CIIEKTP
e HalpaBJIeHM, aKTyaJbHOW mpejacTaBisieTcss pazpaboTka Takoll KOHIENIUHU TMpenoJiaBaHusi, rie
HanboJyiee SPKO BBIFCICHBI TE HANpaBIICHUS, KOTOPBIC IOCITYXKAT PA3BUTHIO YYAIIUXCS, TMOMOTYT
copMHpOBaTh HMX CHCTEMHOE€ MHPOBO33pPEHHE, W TIO3BOJISIT WM OBJAJECTh COBPEMEHHBIMH
WH(GOPMAIIMOHHBIMH TEXHOJIOTHSIMH.

Ha ceropHsnHA eHh KOMITBIOTEPHAS TPaMOTHOCT HYXXHA JIFOOOMY COBPEMEHHOMY YEJIOBEKY,
KOMITBIOTEP UCIOJB3YETCS B CaMbIX pa3HbIX oOyacTsax: oOyueHue, pa3BieueHue, pabora, oOlieHe u
T.1. UT0OBI TPHOOPECTH HABBIKA PAOOTHI HA KOMITBIOTEpE, HEOOXOIUMBI HadallbHbIC, 0a30BbIC 3HAHUS.
be3 Hux 00601 1MoThb30BaTENh MEPCOHATHFHOTO KOMIIBIOTEPA OyJIET YYBCTBOBAThH CE0s1 HEYBEPEHHO.

Kpome Toro, oOyuarouiuiicss 10DKe€H yMETh NPUMEHSTh 3HaHUS B 00siacTé MH(GOPMALMOHHBIX
TEXHOJIOTUH B JPYrUX TMpeAMETHbIX o0nactax (mpu oQOpPMIIEHHH TMPEAMETHBIX IPOEKTOB,
BBITIOJIHEHUH HCCIIEI0BATENbCKOTO 3a/1aHus).

B cBi3um ¢ 3TUM  BO3HHMKaeT HEOOXOAMMOCTb OOYy4YeHHS 1O  JOMOJHUTEIbHOU
oOureo0pazoBarenbHOI oOLIepa3BuBaroLieil mporpaMme « OCHOBBI KOMITBIOTEPHON TPAMOTHOCTH.

1.2 HopmaTuBHBIE IPABOBbI€ OCHOBAHUS

HopmatusHyto npaBoByr0 OCHOBY pa3paboTKu 00pa30BaTEIbHOM MPOrpaMMbl COCTABIISIOT:

1. ®enepanpubiii 3akoH oT 29.12.2012r. Ne 273-®3 «O6 obpazoBanuu B Poccuiickoi
Oenepanuny» (nanee — O3);

2. Crparerus pasButusi BocnuTanus B P® wHa mepwonm g0 2025 roma (pacmopsbkeHue
[IpaButensctBa PO ot 29 mas 2015 r. Ne 996-p);

3. IIpuka3z MunucrepctBa npocsenierus Poccuiickoit @eaeparuu ot 09.11.2018 . Ne 196 «O6
yrBepxaeHun llopsaka opraHu3alMd W OCYIIECTBIEHHS OOpa30BaTENbHONW JAEATEIbHOCTH TIO
JOTIOTHUTEIHHBIM 0011€00pa30BaTeIbHBIM IPOTPAMMAM;

4. Canutapusie npaBmia CII 2.4.3648-20 «CaHuTapHO-3MUIEMHOJIOTHYECKHE TPeOOBaHUS K
OpraHHU3aIUsaM BOCIIUTAHUS U 00Y4EHHUs, OT/IbIXa U 03/I0POBJICHUS JETCH U MOJIOICHKI.

B ocHOBY maHHOI nporpammbl OblIIM B34ThI 0Opa3oBarenbHble mporpamMmel: bocos JIJI., bBocoBa
AO. «Mupopmaruka. IIporpamma is ocHoBHOM mikosibl»; YrpuHoBuu H. . «CocraB YMK
«Mupopmaruxa u UKT».

1.3 OTanunTeabHbIE 0COOEHHOCTH

Oco0OeHHOCTh MaHHOW MPOTpPaMMBI B TOM, YTO OHA HE TOJHKO MPHUBHBACT HABBIKM U YMEHHUS
paboTtaTh ¢ rpaduuecKUMU MPOTrpaMMaMH, TEKCTOBBIMH DPEJAKTOpaMU U JPYTHMH TPUKIATHBIMU
nporpaMMaMM, HO U YYUT TMOJIb30BaTbCs HMHTEPHETOM, DJIEKTPOHHOM MOYTOH, COCTaBJICHUIO
AIIEKTPOHHBIX MPE3CHTAINH, HACTPOHKE KOMITBIOTEpA U MporpaMM. IJTa mporpamma He JaéT peOEHKY
«YWTHU B BUPTYAJIbHBIA MUP», @ YUUT MOJIB30BATHCSI BCEMUPHOUN MayTHHOM.
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1.4 Iean n 3a1a4u 0CBOEHUSI IPOTPAMMBI

I'maBHOM 1eNbIO 00pa30BATENBHOTO IMpoIecca SBISETCA pa3BUTHE PeOEHKA KaK KOMIETEHTHOU
JUYHOCTU MYTEM BKJIIOUEHHS €r0 B Pa3HbIC BHJbI IEHHOCTHOM YEIOBEUYECKOH IeATeNbHOCTH: yueoa,
MO3HaHKUE, KOMMYHUKAIHS, MPO(HEeCCHOHAILHO-TPYIOBOM BBIOOp, TUYHOCTHOE camopa3BuTue. C 3TuX
MO3UIMK 00yYeHHE pacCMaTPUBACTCS KaK MPOIECC OBJIAJCHUS HE TOJIBKO OMPEICIEHHON CyMMOM
3HAaHUH M CHCTEMOM COOTBETCTBYIOIIMX YMEHHMM M HAaBBIKOB, HO M KakK IIPOLECC OBJIAJCHUS
KOMIIETEHIIUSIMU. OJTO OINpeAeawio yeip oOyueHuss aered Kypcy «OCHOBBI KOMIIBIOTEPHOMU
TPaMOTHOCTIY: - 08ladenue ymeHusmu padoTaTh C Pa3IMYHBIMA BHJAMHU WH(OPMAIIUU C TIOMOIIBIO
KOMIBIOTEPA U APYIHX CPEACTB HHPOPMALMOHHBIX 1 KOMMYHHKAIIMOHHBIX TexHosoruit (UKT).

1. Obpazosamenvuvie 3a0auu: HAYIUTh OPraHU30BBIBATH COOCTBEHHYIO WH(POPMAIIMOHHYIO
NEeATeNbHOCTh U TUIAHUPOBATh €€ Pe3yJbTaThl; OCBOUTH CHUCTEMBI 0Aa30BBIX 3HAHHIA, COCTABIISIOLINX
OCHOBY HAy4yHBIX TIpEACTaBICHUH 00 WHPOpMaIUK, HHPOPMALMOHHBIX MpOIEccaX, CUCTEMax,
TEXHOJIOTUSAX M MOJENAX; BbIpaboTaTh HaBbIkM NpuMeHeHus cpeacts KT B moBcenHeBHOH KHU3HM,
IIpU BBINOJIHEHUU WHJUBUAYAIbHBIX M KOJUIEKTUBHBIX IPOEKTOB, B y4E€OHOW NEATEIbHOCTH, NpHU
JallbHENIIIEM 0CBOEHUH Mpodeccuii, BOCTpEOOBAHHBIX Ha PhIHKE TPY/a.

2. Paszsusarowue 3adauu: pa3BUBaTh I103HABATEIbHbIE MHTEPECHl, WHTEUIEKTyaJbHbIE U
TBOpYECKHUE criocoOHOCTH oOydaromuxcs cpeactsamu UKT.

3. BocnumamenbHule 3a0ayu: BOCIUTATh OTBETCTBEHHOE OTHOLIEHHE K MH(OPMALIUU C YU€TOM
MIPaBOBBIX U 3TUYECKUX ACIEKTOB €€ pacHpOCTpaHEHHs; U30HUpaTebHOE OTHOIICHHUE K IMOJY4YE€HHOM
nH(popMalnu.

1.5 Anpecar nporpamMmmsl

[Iporpamma cocTaBiieHa € YYE€TOM CaHUTAPHO-TUTHEHWYECKUX TpPEeOOBAaHUH, BO3PACTHBIX
OoCoOOeHHOCTE yuwamuxcs pasHoro Bo3pacta (7-17 ner) u  paccuutaHa Ha paboTy B
y4eOHOM KOMIBIOTEPHOM Kilacce, B KOTOPOM JODKHO ObITh 12-15 ydueOHBIX MecT U OAHO pabouee
MECTO — JJIs IPenojaBaTersl.

1.6 O0bem nporpamMmmabl, CPOK OCBOEHMSI
Cpoxk ocBoenus mporpammel — 3 roga. OOwBeM Kypca: mjs mepBoro roga — 136 gacos (34
y4eOHBIC HEJICNN ), ISl BTOPOTO Toja — 144 vaca (36 yueOHBIX HEEIb), JUIsl TPEThEro roJa 00ydeHus —
216 gacoB B rof (36 yueOHbIX Heenb). Dopma 00ydeHUs: OUHasl.

1.7 OcobGenHOoCTH OPraHu3anuu 00pa3oBaTeIbLHOIO0 Mpoiecca

[legaror ¢ mOMOIIbIO HOBEHIIUX KOMITBIOTEPHBIX TEXHOJIOTUN YUUT ONEPATHUBHO U KAY€CTBEHHO
pabortath ¢ uHpOpMAIME, MOATOTOBUTH MOJpACTalOlIee IOKOJEHUE K IMOJHOLIEHHOH paboTe B
yCcIoBUAX  rioOanbHOW  MHGOpMATH3allMM, OBJIAAECTh COBPEMEHHBIMH  HMH()OPMAIMOHHBIMU
TEXHOJIOTUSIMU, Pa3BUBAaEeT COOCTBEHHOE BUICHUE MUPA.

1.8 Pexxum 3aHsaATHIH

3aHATHS IPOBOATCS MO rpynnam. J{Js mepBoro u BTOpOro rojoB o0y4yeHus mo 2 yaca 2 pa3a B
HEZEeIo, /U TPEThero roja ooyuenus mno 2 yaca 3 pasza B Hezenro. Bo Bpemst 3aHsATHs 00s3aTeTbHBIMU
SABJIAIOTCS (PU3KYIBTYpHbIE MUHYTKHM, TMMHACTHKA JUIS IJa3, JECSITUMHHYTHBIA TEpepbiB. 3aHATHUS
MIPOBOJIATCS B OUHOH (hOPME C UCTIOIB30BAHUEM PA3HOOOPA3HBIX AUIAKTHICCKUX HTP.

1.9 Onenka ka4yecTBa 0CBOCHHS NPOrPaMMBbl

Texymuii KOHTPOJIb — MO OKOHYAHUIO M3Y4EHHMsS TEeMbl WIM pazjena (Megarorudyeckoe
HabJr0/IeHNe, ONPOC, KOHTPOJIbHOE 3aHATHE). [Ipomexxyrounas arrectanus — 2 pa3a B yueOHBIH roj, B
KOHLIE NOJIYTOAMs, 32 CUET BPEMEHHU OTBEJIEHHOTO HAa IIPAKTHYECKUE 3aHATHs. MTorosas arrectanus —
MOCJIe YCTIEHIHOTO OCBOEHHUSI 00pa30BaTeNbHON MPOTrPaMMBI B ITOJTHOM 00bEME.

1.10 BoiraBaemblii JOKYMEHT 10 pe3yJibTaTaM OCBOCHHS NPOTrPaMMbl

JIunaMm, yCHemHO OCBOMBIIMM JIOTOJHUTENBbHYIO OOIIepa3BUBAIOIIYI0 MPOrpaMMy B IOJHOM
o0beMe U MPOIIEIIIUM UTOTOBYIO aTTECTAIMIO, BBIAAETCS JOKYMEHT 00 00y4eHUH, YCTaHOBIECHHOTO
obpasua: Ceudemenvcmso 06 0Oyueruu.




2. YYUEBHO-TEMATHYECKHUM ILJIAH

1 ron oOyueHus 2 rox oOyueHus 3 rox oOyueHus
o U . B T.4. B T.4. . B T.4.
== I3 Q S
H cE5 7 =] g "l g @ =] & @
anMEHOBaHHE pa3eia ré Sl = = dopMa KOHTPOIS En 5 = opma S ) = opma
< 2 § S % 8 g X KOHTPOJIS § g = KOHTPOJISA
= | F| g /M = = a | F| E
1. | Buapl nadopmarmu u geiictBus ¢ Hel 10 10 6 Kpoccropn
. . IIpe3zenTanus
2. | T'paduueckmii penakrop Paint 24 24 16 pabor
TectupoBanue
3. | VHTepHeT U ero BO3MOXHOCTH 20 20 8 12 | (mpoMexyTodHas
aTTeCTals)
4. | Tekcroselii penakrop Microsoft Office Word 30 30 | 10 | 20 YcrHbli onpoc
. . CaMocrosTenpHas Tecruposae
5. | Microsoft Office PowerPoint 48 28 | 10 | 18 pabota 20 | 6 14 (npomexyTouHast
aTTecTalys)
TectupoBanue
6. | Tabnuunsiii penaktop Microsoft Office Excel 32 32 | 10 | 22 | (npomexyTodHas
aTTecTanus)
7. | Microsoft Office Publisher 28 28 10 18 KpoccBopa
8. | Pabora ¢ MmynpTdhuIEMaMH 16 16 4 12 CamoctoarersHas
pabora
Omnpoc
9. | I'paduueckwuii penakrop CorelDraw 56 30 10 20 | (mpomexyrounas | 26 | 8 18 [Mpesenrarms
aTTecTaIus)
10 | I'padmueckuii penakrop Adobe Photoshop 46 30 10 20 I[Tpesenrarms 16 | 4 12 CaMO;z%iTTZHBHaH
TectupoBaHue
11 | ba3sr mannsix. CYB/. Microsoft Office Access 40 40 10 30 | (mpomexyrodHas
aTTeCTaIs)
12 KommnbloTepHble ceTH, BUPYCHl U aHTUBHPYCHEIE 16 16 | 6 10 Tecuposarme
mporpamMmbl. Kimaccupukarwst mporpaMMHOT0 00eCTIieueHHSI.
13 | Movie Maker 30 30 | 10| 20 YcTHEIH ompoc
14 | BugeopenakTopsl 30 30 | 10| 20 TectupoBanue
15 | Co3manue caiita 30 30 10 | 20 Oecenma
TectupoBaHue
16 | SketchUp 48 48 | 14| 34 (uTorosas
aTTECTAIIN)
Htoro | 504 | 144 | 50 | 94 144 | 44 | 100 216 | 68 | 148




3. AHHOTALIUSI K COJIEPKAHUIO MOJYJIEM

1 Buabl nHopManyu U AelicTBHUS € Hel

Teopua: Bponnoe 3ansartue. I[IpaBuna moBeneHHs B KOMIIBIOTEPHOM KaOuHere. XpaHEHHE U
nepenaya uHpopmanuu. Ilouck u obpaborka mHpopmanmu. Bocnpusitue mupopmanuu. JlaHHBIE,
HCIIOJIHUTENN U aJTOPUTMBL. Y CTPOMCTBA KOMIIBIOTEPA.

Ilpakmuka: Pacnpenenenne pabounmx wect. Co3laHue CBOCH TanmKd HAa KOMITBIOTEpE.
[lepeumenoBanne mnanku. Pabora ¢ «okHaMm». 3HAKOMCTBO C OIEPAllMOHHOM CHCTEMOM U
ocobenHocTsiMH ee padoTel. [Iporpammuoe obecnieuenue. [IpakTuueckoe 3HaKOMCTBO C YCTPOWCTBAMH
KOMIIBIOTEPA.

2 I'padmuecknii penaxkrop Paint

Teopusa: 3HaKOMCTBO C TIOHATHEM «TpadUyecKue peJaKTopb». BO3MOXHOCTH M pPEKUMBI
pabotel rpaduueckux pemaktopoB. HuTepdeiic rpaduueckoro pemaktopa Paint. Ilanens
uHctpymeHToB. [lamutpa. CoxpaneHue JokymeHToB. DopmaTsl puCYHKOB. IlepeumeHoBaHue
nokyMmeHnTa. Pabouast o6macts. Komnosunus. AOctpakius.

Ilpakmuxka: llpakTryeckoe 3HAKOMCTBO C IaHEIbI0 MHCTPYMEHTOB, nHTepdeiicom. Co3nanue
PHUCYHKA ¢ MOMOIIIBIO TTpocTeimux ¢puryp. CoxpaHneHune pucyHka B cBoeil manke. Co3gaHue pUCYHKOB:
«Abmoko», <« 3onTuk», «I'pymay, «ombkuy, «Jlumon», «Jlucroxy», «Bumbs», «BuHorpam,
«ExeBuka», «MopkoBb», «HaTiopMopT», pUCYHOK U3 reOMeTpUiecKuX (PUryp, aOCTpaKTHBIN PUCYHOK
n3 auHUM, «AkBapuym», «Mope», «Jlomuk B gepeBHe», «Mbl ¢ Opy3bsIMH B KOCMOCE», PUCYHOK Ha
CBOOOJIHYIO TEMY.

3 NHTepHeT M ero BO3MOKHOCTH

Teopus: VIuTepHET U €ro pojb B xKU3HH uenoBeka. [ 'eorpadus Unrepuera. [louck napopmanmm
yepe3 uHTepHeT. bpaysep. IlomckoBas cuctema. IlouckoBasi ctpoka. PabGora ¢ wHbOpMammei,
MOJTyYeHHOM Yepe3 nHTepHeT. PaboTa ¢ 3IeKTPOHHON OYTOMH.

Ilpakmuka: TOMyJsIpHBIC TIOWCKOBBIE CUCTEMBI, UX TUIFOCHI U MUHYCHI. [lorickoBas u agpecHas
crpoku. Ilonck mHpopmaruu. Paborta ¢ momydenHoir mHbopMamuei. Peructpamus B 3JeKTPOHHOM
MOYTEe, CO3/1aHNe COOCTBEHHOTO smuka. OOMeH nHbopMaImei ¢ TOMOIIBIO AIEKTPOHHOHN MOYTHL. TecT
W CaMOCTOSITENIbHAS TIPaKTHYeCKas padora.

4 TexcroBbiii pegakrop Microsoft Office Word

Teopus: mnporpamma-tpeHaxep «KmaBuartop». TekcToBble pemaakTOpbl, UX Pa3HOBUIHOCTH.
TexkcroBbeiii pemaktop Microsoft Office Word. Uutepdetic. OcHoBHBIE pexuMbl paboThl. [lanens
uHCTpYMeHTOB. PabGorta ¢ nokymentamu. TpeGoBaHus K 0POPMIIEHUIO TEKCTOBBIX TIOKYMEHTOB.

Ilpakmuxka: 3anyck Word. Dnementsl okHa Word. Mcnonb3oBanue MeHto. Ilonp3oBaTenbckas
HacTpoiika MeHwo. BBoa Tekcra. CoxpaHeHHe JOKyMEHTa. 3aKpbITHE AOKYMEHTa U BbIxoJ u3 Word.
OTtkpbiTHE cymiecTByromero ¢aina. BeraBka Tekcta B JOKyMEHT. Boinenenue Tekcra. YjaaneHue u
BOCCTaHOBJICHHE TeKCTa B JokymMeHTe. CoxpaHenue (aiiia mo JpyruM UMEHEM U B JIpyroM Qopmare.
dopmaTUpOBaHUE W BBIPABHUBAHUE TEKCTa C TMOMOIIBIO IMaHEIHM WHCTPYMEHTOB. Bripesanue,
KOMMPOBAaHUE M IMepeMelleHue Tekcra B jJokymeHTe. [Ipumenenue ctuieir k tekcty. Co3gaHue
T'PaHULIbL, 3AJIMBKH ab3aia u crpaHuibl. [IpenBapurenbHbiii MPOcMOTp JoKyMeHTa. [leuaTs qokyMeHTa.
Hcnonb3oBanue Bo3moxkHOcTel aBToopmara. Konuposanue arpudyroB popmarupoBanus. Co3nanue
3JIEMEHTOB aBTOTEKCTa. BcTaBka sneMeHTOB aBTOTekcTa. M3meHeHue monel crpaHul. BcraBka
HoMepa ctpanullbl. Kononturynsl. [lepekmtouenne opuentanuu crpanull. Pa3peiB crpanui. [Iposepka
npaBonucanus. byksuma. IlepeBon Tekcra Ha apyroil s3bik. Beimenenue Tekcra nseroM. BcraBka
naThl U BpeMeHH. BcTaBka crienMalibHbIX 3HAKOB. BCTaBKka M MO3MIIMOHUPOBAHNE PUCYHKOB, KIIUIIOB.
Coznanue o0bekToB WordArt. PucoBanue ¢uryp. Cozmanue auarpamm. Co3iaHue W U3MEHEHUE
nuarpamm. BcertaBka Quryp, cocraBnenue pucyHka u3 ¢uryp. Cos3maHue W HW3MEHEHHE KOJOHOK.
BceraBka Tabmun. Ilepememnienne mexay sdeiikamu B TaOnuie U BbaeneHue syeek. OObequHEHHE



syeek Tabmuipl. BeraBka m ynanenue crosionoB u cTpok. M3MeneHue pasmepa tabauubl. M3meHnenne
HaNpaBJICHUs TEKCTa B siuelike. TecT u caMocTosATeNbHAs MpaKkTHIecKas paboTa.

5 Microsoft Office PowerPoint

Teopusn: 3nakoMcTBO co cpenoit PowerPoint, untepdeiic. IlocrnenoBaTebHOCTh MOATOTOBKH
npe3eHTanuu. CriocoObl co3mMaHus Tpe3eHTanuu. [IpaBuia TpaMOTHOTO WCIOB30BaHUS IIpudTa,
pa3Mepa, I[BeTa TEKCTOBBIX OOBCKTOB. YHUET pPa3NUYHBIX (PAaKTOPOB NPH Pa3pabOTKEe CTPYKTYpPHI U
U3aifHa MPE3eHTAIMH: 1eb U CTpaTerus OKIaaa, ayAuTOpHUs, CPEACTBA IEMOHCTPAIUH, pa3Mepbl U
OCBEIICHHOCTh TIOMEIIeHUs, U 1p. [Ipu3Haku 3PPEKTUBHON Mpe3eHTanuu. AHAIW3 MPE3CHTAINH.
Omnpenenenre ycrenHoCTH IPEe3eHTALHH.

WuTepodeiic penakropa. 3HAKOMCTBO C HHCTPYKIHSIMH TI0 Pa3pabOTKe TecTa.

Ilpakmuka: CnocoObl co3naHus npe3eHTanuu. lcnosb3oBaHue mactepa aBTOCOJEPKAHUS U
mabaoHoB odopmiieHus. Pexxumbl mpocMoTpa mpeseHTanuu. Pabora co cnaiinamu: noGasieHue,
yaajaeHue, Iepemelrienne, komupoBaHue. lloHsTne nu3aiiHa mpe3eHTanuu. JloOaBieHHWE TEKCTa.
N3menenue nosoxeHus: TeKCTOBBIX 00bekTOB. Odopmiienue Tekcta. PaboTa Haj 3arojoBKOM claija.
BcraBka pucynkoB, aBTtoduryp, o0nekroB WordArt. Mcmonp3oBanue Bceil TUIOMIAAM Cliaiia Jyist
otoOpaxkeHus: rpaduxu. Co3zmganwe u penaktupoBanue auarpamm. Co3maHue W pelaKTUPOBAHHUE
tabnuil. BeraBka tabmui w3 Microsoft Excel. [lpumenenue u u3meHeHue maOioHOB 0(OpPMIICHHS
(tem). llBera, mpudtel u ctunu Tembl. Co3maHne COOCTBEHHOTO MIabiioHA (TeMbI) O(DOPMIICHHMS.
JloGaBiieHre 3BYKOBBIX M BHUCO KJIUIIOB B MPE3CHTAIMIO. AHUMAIUA TEKCTa U OOBEKTOB ClIali[a.
Hacrpoitka anmmanmu. Hactpoiika nelictBua. Vcronbs3oBaHHE — YIPaBISAIOMKAX KHONOK M
nepekouateneii. Co3ganue runepcchbuiok. HacTpoiika mepexoqoB U BpeMeHu ciaiinoB. Co3gaHue
ABTOMATUYECKOW  CAMOBBITIONHSIOMICHCS ~ Mpe3eHTanmuu  (crnaia-puiabma). [ToaroroBka
IMOJTHOAKPAHHOTO TOKa3za mpe3eHTanuu. JloOaBieHHe KOJOHTUTYNOB. IledaTs mpe3eHTanmid. 3amuch
MPE3CHTAINI Ha BHEITHUE HOCUTENH. TecT U caMOoCTosITeNNbHAs TIPaKTHYeCcKas padbora.

Co3gaHue KOMIBIOTEPHOTO TECTa € AaBTOMATHUYECKOM TMPOBEPKOW pE3yIbTaTOB HAa TEMY:
«Microsoft Office Excel». Ilonbop matepuana. Co3gaHue KOMITBIOTEPHOTO TECTa C aBTOMATHYECKOM
MIPOBEPKOM pe3ysbTaToB Ha TeMy: « Mou 3HaHHS 0 KOMIIbIOTEPE» U Ha CBOOOIHYIO TEMY.

6 Tadmunbiii penakrop Microsoft Office Excel

Teopusa: Tabnuunsii penakrop Microsoft Office Excel. UnaTepdeiic. Sueiika. Ctpoka. Cronberr.
OCHOBHBIC IPUHIUIIEI PA0OTHI ¢ pabounMu Juctamu. [IpaBka u popmaTupoBaHue pabOYUX JIUCTOB U
HacTpoiika m3o0pakeHus: okHa. DopmaTupoBaHHE SUYCEK. BBINOJHEHHE OCHOBHBIX BBIYHUCICHUH.
JnarpaMmsl.

Ilpakmuxka: Co3nanue pabodeit kHurn. DiieMeHThl okHa Excel. Beigenenue sueek. Boinenenue
JIuara3oHa sdeek. BBoa Tekcra Ha pabouunii auct. BBox umcen Ha pabGouunii auct. BBox mar Ha
pabounii ymuct. Popmar sueek. BBoa amamazoHa JaHHBIX. PemakTUpoBaHHE COICPKUMOTO SYEEK.
[Tepememienne Mexay padouumu nuctamu. CoxpaHeHHe padodeil KHUTH B cBoei mamke. OTKpBITHE
paboueii kauru. [lepeumenoBanue padodero nucta. IIpenBapuTenbHbI MIPOCMOTP U MeYaTh pabodero
JHCTa. 3aKpbITHEe padodeil KHUTH M BeIX0oJ M3 Excel. dopmaTupoBanue 4ucell. YCTaHOBKa pa3Mepa
CTPOK M CTOJIONOB. BhIpaBHHUBaHHME COACPKMMOTO sdYeeK. BcTaBka W ymaleHUe S4YEeK, CTPOK H
cT0010B. BEIpe3anue, konmupoBaHue U OYHCTKA siueeK. CKPBITHE CTPOK M CTOJOLOB. 3aKpeIjIcHUE
CTpOK U cToa010B. CopTHpOBKa U QuibTpanus dJaHHBIX. [loOaBiieHne 3amuBku B siuciiku. Co3aanue u
npuMeHeHne crwieii. OO0beauHEHHME s4Yeek. YcraHoBKa oOimactu mnedatu. Cos3ganue (Gopmyil.
KomupoBanue ¢dopmyn. Pabora co cceiumkamu Ha siuediku. PemaktupoBanue dopmyn. M3yuenue
¢byakuumii. CosmaHue auarpamMm C TIOMOIIBIO MacTepa. [lepeMerienne nuarpaMM W M3MEHEHUE HX
pa3MepoB. V3MeHeHHe 3arojoBKOB auarpamMm U jaoOaBieHue moamuceil k ocsm. [lepemerienue u
(dhopMaTUpOBaHKWE DJJIEMEHTOB JuarpaMmbl. VI3MeHeHHWe THIla auarpaMMbl W YIOPSJIOYHMBAHHE
UCXOJHBIX JaHHbIX. OOHOBJIEHHE NaHHBIX U (opmarupoBanue oceil. Tect u camocTosITenbHAs
MpakTH4eckas pabora.



7 Microsoft Office Publisher

Teopus: Penaktop Microsoft Office Publisher. Uutepdeiic. OcHOBHBIE PEKUMBI PabOTHI.
[Tanens wuHCTpyMeHTOB. PaboTa ¢ nokymeHtamu, mabmoHnamu. TpeGoBaHust K 0O(OPMIICHHIO
JOKYMEHTOB.

Ilpakmuxa: 3anyck Publisher. DOnementst okxna Publisher. Hcnonb3oBanue MeHto.
[Tonwp3oBarenbckas HacTpoiika MeHI0. CoxpaHeHHE NOKyMEHTAa. 3aKphITHE JOKYMEHTa U BBIXOJ W3
Publisher. OtkpsiTie cymecTByromero (aina. Padora ¢ mabnonamu. IIpenBapurenbHbIil TPOCMOTP
nokymeHnTa. Ilewathr gokymenTa. Mcrmosap3oBaHMe BO3MOXHOCTEH aBTodopmara. KomupoBanue
atpubyTroB (opmaTtupoBanus. Co3maHue 3IEMEHTOB aBTOTEKCTAa. BCTaBKa 31€MEHTOB aBTOTEKCTA.
N3menenue mosied crpanuil. BeTaBka M MO3HIIMOHUPOBAHUE PUCYHKOB, KiIUNOB. Co3maHne 00beKTOB
WordArt. PucoBanme ¢uryp. CozgaHue OTKPBITOK, IPUTIACHTENBHBIX, BH3MTHBIX KapTOUYEK,
KaJeHJaps Ha Mecs1l, roJ, Opoitopa u ap. Tect u camocTosiTenbHast MpakTudeckas padora.

8 PaGora ¢ myabTpuiabmamMu

Teopusa: 3nakomMcTBO ¢ mporpamMmmoil «MynbTu-Ilynsti». UnaTepdeiic. 'epou. ®on. Mysbika.
AHumanus.

Ilpakmuxka: cocraBieHne MyabTHUIBMOB, HaJOXKEHHE 3ByKa U aHUMAalUH.

9 I'papuueckuii pegakrop CorelDraw

Teopusa: OnpeneneHune 3HaUYeHUS «Tpaduueckre peaakTopby. BO3MOKHOCTH U PeKUMBI PaOOTHI
rpaduueckux penakropoB. UuTepdeiic rpapuueckoro pegakropa CorelDraw. [lanens HHCTPYMEHTOB.
[Nanutpa. Coxpanenue aokymeHTOB. @opmaTsl pucyHkoB. [lepermmeHoBaHue aokymeHTa. Pabouas
o0macTsb.

3HaueHue U OIpejeNeHue «rpaduueckue penakTopbl». BO3MOXKXHOCTH U PEXHUMBI PaOOTHI
rpaduueckux penakropos. Untepdeiic. [lanens nnctpymenrtos. [lanurpa. CoxpaneHue 10KyMeEHTOB.
®dopmarsl pucyHkoB. [lepenmenoBanme nokymenta. PaGouast o6mactsb.

Ilpakmuka: TlpakTuueckoe 3HAKOMCTBO C TAHENIBbI0 WHCTPYMEHTOB, MHTepdeiicom. Pabora ¢
«okHamm». Co3laHre pUCyHKa ¢ MOMOIIBIO mpocTermux puryp. CoxpaHeHHEe pUCYHKa B CBOCH Marke.
Co3nanrie OOJIOKKW 11 KHWTH, JHEBHUKA. Pa3paboTka CTapTOBOW CTpaHUIIBI CBOEH TOHMCKOBOM
cuctembl. Pucynok «Coxpanum 3emitto». PucyHku Ha CBOOOAHYIO TEMY.

[Tanens wHCTpyMeHTOB, uMHTepdeiic. Pabora ¢ «oxnamm». Paborta ¢ pucynkamu. Co3zmaHue
OOJIOKKM Ul KHUTH, AHEBHHKA. Pa3paboTka cTapTOBOM CTpaHUIIBI CBOEH MOMCKOBOH CHCTEMBI.
Pucynku Ha cBOOOIHYIO TEMY.

10 I'pa¢puuecknii penakrop Adobe Photoshop

Teopusa: OnpeneneHue 3HaUCHUS «TpaduuecKkre peIakTopb». BO3MOKHOCTH U peKUMBI PaOOTHI
rpadudeckux peaaktopoB. Mutepdeiic rpaduueckoro pemakropa Adobe Photoshop. Ilanens
uHctpyMeHToB. Ilamutpa. Coxpanenue gokymeHtoB. ®Dopmarbl pucyHkoB. IlepenmeHnoBaHue
nokymeHnTa. Pabogas o6nacts.

3HaueHHE W ONpeleicHue «rpadUuyuecKkue penakTopb». Bo3MOXXHOCTH M PEKHUMBI PabOTHI
rpaduueckux pemakropoB. Unrepdeiic. [lanens unctpymentos. [lanutpa. CoxpaHeHue JOKYMEHTOB.
®opmatsl pucyHkoB. [lepeumenoBanne nokymenta. Pabouas o6mactb.

Ilpakmuxka: TlpakTruyeckoe 3HAKOMCTBO C MTAHETbI0 HUHCTPYMEHTOB, HHTep(deiicom. Padora ¢
«okHaMn». PenaktupoBanue potorpaduu. CoxpaHenue pucyHka B ceoeit namnke. Coznanue 0010KKH
JUIS KHWUTH, THeBHUKA. Pa3paboTka cTapTOBOI CTpaHMIIBI CBOEH MOMCKOBON CUCTEMBI. PUCYHOK
«Coxpanum 3emitto». PUcCyHku Ha CBOOOJHYIO TEMY.

[Tanenr wHCTpyMeHTOB, uHTepdeiic. Pabora ¢ «okHammy». Pabora ¢ pucynkamu. CoznaHue
OONOKKM i1 KHUTH, AHEBHHMKA. Pa3paboTka CTapTOBO CTpaHMIIBI CBOEH MOHUCKOBOH CHCTEMBI.
Pucynku Ha cBOOOIHYIO TEMY.



11 ba3sel nannubix. CYB/I. Microsoft Office Access

Teopua: Konuenmmu 06a3 maHHbiX. OObekTbl Microsoft Access. BO3MOXHOCTH M PEXHMBI
pabotsl. cnonb3oBanue mabdiaonoB. Pabota ¢ Tabnunamu. CoxpaneHre TOYHOCTH HH(DOPMAITHH.

Ilpakmuxka: Vicnons3oBanue mabiaoHoB. Pabora ¢ tabmunamu [loacranoBku. BBoJ JaHHBIX.
Vnpasnenune nanabiMH. Mvnopt uHpopmanuu. Coszmanue ¢opm. HMsmenenue ¢opm. Coznanue
KHOTIOYHBIX (hopM u Kateropuii. CoprupoBka mHpopmarmu. Ounsrpanus nHpopmanmu. Co3nganue
3ampocoB. Pabora ¢ dopmamu. Dxcnopt mHpopmanuu. Pabora ¢ orueramu. Co3maHue W Ieyarh
otueta. MI3meHeHue conepxumoro oryeta. BeraBka kHOMoK. CBsI3b JTaHHBIX.

12. Komnblorepusblie cetu. Kinaccndukanus nporpammuoro odecneuennsi. Komnbrorepssbie
BHUPYCHI M AHTUBHPYCHbIE IPOrPaMMBbl.

Teopusa: xomnbrotepHbie cetu. [Iporpammuoe obGecneyenue. KommnbploTepHble BHUPYCHI H
AHTUBUPYCHBIE POTPAMMBI.

Ilpakmuka: BUAbl KOMIBIOTEPHBIX CETEW, COCTaBJICHHE TaOJIMIbl, HAXOXKICHHE IMPUMEPOB.
Hacrpoiika cetu. KoMmnbroTepHbie BUPYCHI, HX pa3HOBUAHOCTU, COCTABIICHHUE TAOJIUIIbI, 0OHAPYKEHHE
BUPYCOB. AHTHBHUPYCHBIE MPOrPaMMBbI, UX Pa3HOBHJHOCTH, COCTaBieHHE TaOmuipl. CkauyuMBaHUE U
yCTaHOBKa aHTHBHpYca, 0OHOBIEHUE, ckaHupoBanue [1K.

13 Penaxrop Movie Maker

Teopusa: Bo3moxHOCTH U pexuMbl paboTel peaakTopa. Uutepdeiic. [lanens MHCTPYMEHTOB.
[Tanutpa. Coxpanenue. ®opmartsl. [lepenmenoBanue ¢aitnos. Pabouas o6acTs.

Ilpakmuka: nanenb MHCTpyMeHTOB, uHTepdelic. Pabora ¢ «okHamu». PaGorta c daitnamu.
Coznanme cmaiin-moy u ¢punbMoB u3 dotorpaduii u xkaptTuHOK. Co3nanue (aityioB Ha CBOOOJIHYIO
temy. OO6paboTKka BHI€0, 00Ope3Ka, HAJIOX)KEHHUE IPYT Ha APYyTa, HAJIOKEHUE MY3bIKH i aHUMAITUH.

14 Buneopenaxkropbl

Teopus: 3HaueHwe W ONpeaereHue BuaeopenakTopel. X pazHoBugHOCTH. BO3MokHOCTH M
pexuMbl paboTel penaktopoB. MuaTepdetic. [Tanens nnctpymentoB. [lamurpa. Coxpanenue. @opmartsl.
[TepeumenoBanme daitnos. Pabovas o01acTs.

Ilpakmuka: 3HaKOMCTBO C TIAHEJIbIO HHCTPYMEHTOB, HHTEpdeiicoM. Pabora ¢ «okHamm». Pabota
¢ ¢aitnmamu. O6pe3ka Buaeo. Hanoxxenne my3siku. Co3gaHue 3arpy304HOTO JAUCKa, OPOpMIICHUE MEHIO.
Coznanue cnaig-moy u3 ¢pororpaduu, HATOKEHUE MY3bIKH.

15 Co3panmue caiita

Teopus: 3HaKOMCTBO ¢ OecCIuUlaTHBIMH IUIaTGopMaMu JUIisl pa3paboTku caiitoB. MHTepdeiic.
[Tanens unctpymenToB. Pabouast o0nacts.

Ilpakmuka: 3HaKOMCTBO C ITaHEJIbI0 MHCTPYMEHTOB, uHTepdeiicom. Co3nanue caiita. BcraBka
n3o0pakeHuit. PazpaboTka caiita Ha TeMbl «Moii 6u3Hec», «Mos Gpupmaru cBoOOIHAS TEMa.

16 SketchUp

Teopus: Vntepdeiic penakropa. Haznauenue nporpamm. 3HaKOMCTBO € TTAHEIbIO
unctpymeHToB. Copxpanenue ¢ainos. @opmarsl.

Ilpakmuka: coctaBieHne PUCYHKOB B pa3Hbix o0beMax (2D, 3D). CocraBnenue urp.



4. YCJI0OBUs PEAJIM3ALIMU ITPOTI'PAMMBbI

Mamepuanbho-mexnuueckoe obecneuenue

VYuebublii kaOuHeT 000pyIOBaH MOHOOJOKAMHM Ha KaXIOro OOydaromlerocss M Ienarora,
IIPUHTEPOM, IIPOEKTOPOM, IKPAHOM WJIM UHTEPAKTUBHOU JOCKOM, MAarHUTHO-MAPKEPHOU JOCKOM.

Kaoposoe obecneuenue:

TpeboBanus K KBATM(UKAINH ITEJArOTHIECKUX KaIpoB, 00ECIIEYMBAIOIINX O0yUeHHE: HATNIne
BBICIIETO MPOPECCHOHAITBHOTO 00pa30BaHMsI W/HWIU CPEeIHEro Mpo(eCCHOHATBLHOTO 00pa3oBaHUs,
COOTBETCTBYIOLIETO MPO(UITIO MOTYJIS.

Hupopmayuonnoe obecneuenue:
[lepeyeHr peKOMEHAYEMBIX Y4YEOHBIX W3JAHUNA, HMHTEPHET — PECypCOB, JOMOJIHUTEIBHON
JIUTEPATypPhL:
1. Undopmaruka. Metonndeckoe nocobdue uist yunreneit 7 kiacc. [loa penakuueit
H.B.Maxkaposoii. — CII0.: ITutep, 2004

2. Psa6ununa JI.B. «Mudpopmartukay 9 xnacc [loypounsie miansl o yueonuxy H. /.
VYrpunosuua. — Bonrorpaza: Yuutens, 2007.

3. Cemakun U.T'. «<Mudpopmarukay r. [lepms 1996

4. Yrpunosuu H.A. «Metoauueckoe nocodbue mis yuutens «lIpenogaBanue kypca
«Uupopmaruxa u UKT» B ocHOBHOI 1 cTapuieil mikone». — M.: BUHOM; Jlabopatopus 3uanuii, 2004

5. «KowmmbroTepHas rpaduka» yaedOHO-MeToanueckoe mocooue — Bonrorpan, 2002

6. «IIpakTukym o uHpopmatuke U HHOOPMALIMOHHBIM TEXHOJIOTUIM» 1o penakiueit H. /1.
Yrpunosuua. — M.: BUHOM; JlaGoparopus 3nanmii, 2004

7. «Uudopmaruka. DHIUKIONEINYECKUN coBaph i HaunHaromux» M.:"Ilenaroruka-IIpecc”,
2001.

8. http://www.kodiz.ru/abcompos/compozbs.html

9. http://bibliotekar.ru/slovarZhivopis/121.htm

10. http://about-html.narod.ru/index.htm#cont

Cnucok a1umepamypul 014 00V4arOuuxcsl

1. Kaitmun B.A. Madopmaruka. YaeOHuK 11 mkosbHUKOB. M.: TIpocmekT, 2009.

2. Cemakun U.I'. «Muadopmarukay r. [Tlepmsb 1996

3. «lIpakTtukym o napopmaTuke U HHPOPMAITMOHHBIM TEXHOJIOTHAM» o1 peaakiueit H. /1.
Yrpunosuva. — M.: BUHOM; JlaGoparopus 3nanwmii, 2004

4. «Madopmarrka. IHIUKIONEANIECCKUH cioBaph sl HaunHaromx» M.:"[lenaroruka-IIpecc",
2001.

5. http://bibliotekar.ru/slovarZhivopis/121.htm
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