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1. OBIIASI XAPAKTEPUCTHUKA OBPA3OBATEJLHOM ITPOI'PAMMBI

1.1 Beeaenne

B nepuon mnepexoma k uHGOPMALMOHHOMY OOINECTBY OJHUM M3 BAXKHEHMIIMX acCIEKTOB
JeSITeIbHOCTH YeJIOBEKa CTAHOBUTCSI YMEHHE ONEPAaTUBHO M KaueCTBEHHO paboTaTh ¢ MH(pOpMaIMEH,
IpUBJIEKAsl JUIsl 3TOTO COBPEMEHHBIE CPEACTBA U METOJIbl. YUMTHIBAs Pa3MbITOCTb I'PAaHUL] HAYyYHOU
o0nacti HH(GOPMATUKH U HEBO3MOXHOCTH B paMKaX IIKOJIbHOTO 00pa30BaHUSI OCBETUTh BECh CIIEKTP
e HampaBJeHMH, aKTyaJlbHON IpeacTaBisieTcss pa3paboTKa TaKOM KOHIENLHU IpPENoAaBaHUs, Tie
HauOoJiee SPKO BBIIEIECHBI T€ HAINpPaBIEHHs, KOTOpBIE IMOCIYXaT PA3BUTHIO Yy4yalllUXCs, MOMOTYT
chopMUpOBaTh HUX CUCTEMHOE MHMPOBO33pEHHE, U IMO3BOJSAT UM OBJAJE€Th COBPEMEHHBIMU
UH(POPMALIMOHHBIMU TEXHOJIOTHSIMH.

Ha cerogusiniauii 7eHb KOMIBIOTEPHAS TPAMOTHOCTD HYXHa JIF0OOMY COBPEMEHHOMY YEJIOBEKY,
KOMITBIOTEP MCIIOJIB3YETCS B CaMbIX pa3HbIX 00sacTsiX: oOydyeHHe, pa3BieueHue, paboTa, oOLUieHne u
T.4. YToOBI IPHOOPECTH HABBIKK pPabOThI HA KOMITbIOTEPE HEOOXOIUMbI HauaJibHbIEe, 0a30BbIE 3HAHMUS.
be3 Hux 1100011 Mosb30BaTeNb MEPCOHATLHOIO KOMITbIOTEPA OYAET UyBCTBOBAThH CE0s1 HEYBEPEHHO.

Kpome Toro, oOyuarouuiicss JoJKeH yMETh NPUMEHSATh 3HaHUS B 00JIaCTH MH(POPMAIMOHHBIX
TEXHOJIOTUH B JpPYyruxX TMpeIMeTHbIX o60nactax (mpu o(OpMIEHHH MPEIMETHBIX MPOEKTOB,
BBITNIOJTHEHUH UCCIIEI0BATENIbCKOTO 3a/1aHus).

B cBa3m ¢ 3TMUM  BO3HHMKaeT HEOOXOAUMOCTh OOyYeHHs 1O  JOIMOJHUTEIbHON
oOmreoOpazoBaTenbHONM  oOmiepa3BuBaromieit  mporpamme  «KommbroTepHass T'paMOTHOCTh U
rpaduvecKuil AU3aiH».

1.2 HopmaTHBHbIE IPABOBbIe OCHOBAHMSA

1.2.1 HopmaTuBHYIO PaBOBYIO OCHOBY pa3pabOTKH 00pa30BaTEIbHOM MPOrpaMMbI COCTABIISIOT:

1. ®enepanpubiii 3akoH or 29.12.2012r. Ne 273-®3 «0O6 ob6pazoBanuu B Poccuiickoii
Oenepanun» (nanee — O3);

2. Ctparerusi pa3Butusi Bocnutanuss B P® na mepuoxg no 2025 ronma (pacmopsikeHue
[TpaButenscTBa PD o1 29 Mmas 2015 r. Ne 996-p);

3. Ilpuka3 MunuctepcrBa npocsenienus: Poccuiickoit @eneparuu ot 09.11.2018 r. Ne 196 «O6
yrBepxkaeHun llopsaka opraHu3alud W OCYUIECTBJIEHHS O0pa30BaTEIbHOW NEATEIbHOCTH IO
JIOTIOJTHUTEIBHBIM 00111e00pa30BaTeIbHBIM IPOTrpaMMamy,

4. Canurtapnuble npasmia CII 2.4.3648-20 «CanutapHO-31UAEMHOIOTHYECKHE TpeOOBaHUS K
OpraHu3alUsIM BOCIIUTAHUS U 00YyYSHHS, OTIBIXA U O3JOPOBICHUS JETEH I MOJIOJCKIY.



5. IIpukaz MunucrepcTBa oOpa3zoBanus u Hayku Poccuiickoii ®eneparuu ot 23.08.2017 r. Ne
816 «OO6  yrBepxaenun llopsaxka  NpUMEHEHHS  OpPraHU3alMSIMM,  OCYLIECTBIISIFOIIMMHU
00pa3oBaTeNbHYI0 JAESITENbHOCTb, JJIEKTPOHHOIO OOYy4YeHHMs, TUCTAHIIMOHHBIX 00pa30BaTENbHBIX
TEXHOJIOTHI NP peanu3aii 00pa3oBaTeIbHbIX IPOrPAMM;

1.2.2 TIporpamma pa3paborana ¢ yueTom oOpazoBareiabHON mporpammbl: bocos JI.JI., bocoBa
AJO. «Mudopmaruka. Ilporpamma s ocHoBHOM mkonbl»; YrpuHoBud H. J[. «CocraB YMK
«Mudopmarrka u UKT».

1.3 OrinunTenbHbIE 0COOCHHOCTH

OOydeHre OCYIIECTBISETCS JAMCTAHIIMOHHO (3a09HO). B Xone ocBoeHusi 00pazoBaTENbHOMN
nporpaMMbl  OOydarOUIMMCS IPUBHMBAIOTCS HAaBBIKM M yMeHHMs paloTaTth C TIpadu4yecKuMu
IpOorpaMMaMH, TEKCTOBBIMH pEJaKTOpaMu M JPYIMMH IPUKIAJAHBIMU MpOrpaMMaMH, I'pPaMOTHOU
paboThl C CEThbI0 MHTEPHET, COCTABJICHUIO 3JIEKTPOHHBIX IpPE3EHTAlMi, HACTPOMKEe KOMIbIOTEpa U
nporpaMM. JTa IporpaMMma He JAaéT peOEHKY «yHTH B BUPTYAJIbHBIM MHp», a YYUT IOJb30BaThCS
BCEMHMPHOHN MayTHHOM.

[Tegaror ¢ MOMOIIBbIO HOBEUIINX KOMIBIOTEPHBIX TEXHOJIOTUN YUUT ONEPATUBHO U KAUECTBEHHO
pabotath c uH(poOpMalMel, MOATOTOBUTH IOJpACTarolllee IOKOJIEHHE K IOJHOLIGHHOW pabore B
YCIOBHAX  TIIO0ANbHON  MH(pOpMATH3alMM, OBJIAJECTh COBPEMEHHBIMH  HH()OPMAIIMOHHBIMU
TEXHOJIOTUSIMH, Pa3BUBAET COOCTBEHHOE BUACHUE MUpA.

1.4 Ilean u 3a1a4U OCBOEHUS MPOTPAMMBbI

['maBHOI 1enb0 00pa30BaTENILHOTO IpOLiEcca SABIISETCS pa3BUTHE peOEHKA KaK KOMIIETEHTHOM
JUYHOCTH MYTEM BKIIFOUEHUS €r0 B pa3HbIE BUIbI LIGHHOCTHON YeNOBEUYECKON NEATENbHOCTH: y4yeba,
MO3HAHUE, KOMMYHHKAITHUS, MPOPECCHOHATBHO-TPYIOBOM BBIOOP, TUYHOCTHOE camopasputue. C 3THX
no3uIMii 00ydeHHe paccMaTpUBAETCS KaK MPOIECC OBIAJICHUS HE TOJBKO OMPENeTIEHHON CyMMOMN
3HAaHUH M CHUCTEMOW COOTBETCTBYIOIIMX YMEHHH M HAaBBIKOB, HO W KakK IPOIECC OBJAJCHUS
KOMIIETEHIIMSIMA. OTO ONpeAeansio Ieilb o0ydeHus Jnered Kypcy «OCHOBBI KOMIBIOTEPHOMH
TPaMOTHOCTH»: OBJIQJICHUE YMEHHSIMH paboTaTh C Pa3IMYHBIMH BUJAaMU HH()OpMAIMH C TTOMOIIBIO
KOMITbIOTEpA U APYTHX CPEACTB MHPOPMALMOHHBIX 1 KOMMYHHUKAIIMOHHBIX TexHosoruit (MKT).

Obpaszosamenvhvle 3a0auyu’. HAYIATh OPraHU30BBIBATH COOCTBEHHYIO HH()OPMAITMOHHYIO
NeSITeIbHOCTh U IUIAHUPOBATh €€ pe3yJbTaTbl, OCBOMTh CHUCTEMbI 0a30BBIX 3HAHUM, COCTaBIISIONINX
OCHOBY HAay4yHBIX MpEICTAaBICHUNA 00 WHPOpPMAuU, WHPOPMALNMOHHBIX IMpOIeccax, CHCTEMaXx,
TEXHOJIOTUSIX U MOJENX; BbIpaboTaTh HaBbIKM NpuMeHeHus cpeacts KT B moBceqHEBHOM XKHU3HH,
NPY BBITIOJHEHUN HWHIUBUIYAJbHBIX M KOJUIEKTUBHBIX MPOEKTOB, B YUEOHOH JAEATENbHOCTH, TPHU
JanbHeHIeM oCBOeHUH Mpodecchii, BOCTpeOOBaHHBIX HA PBIHKE TPYAA.

Passusarowue 3a0auu: pa3BUBaTh TIO3HABATEIbHBIE MHTEPECHl, WHTEIUICKTYaJIbHBIE H
TBOpYECKHE CIIOCOOHOCTH oOyuatomuxcs cpenctsamu UKT.

BocnumamenvHvle 3a0ayu’ BOCTIMTATh OTBETCTBEHHOE OTHOIIEHHE K WH(POPMAIMU C YYETOM
IPaBOBBIX U 3TUYECKUX ACIEKTOB €€ pacnpoCTpaHEHUs; N30UpaTelIbHOE OTHOLICHHE K MOJYyYeHHOM
uH(pOpMaLIUH.

1.5 Aapecat nporpaMmmsl
BospactHoii coctaB obyuaromuxcs —/-17 ner

1.6 O0BbeM nporpamMmbl, CPOK OCBOEHHSA
Cpoxk ocBOEHUS MPOrpaMMBbI — 2 roja.
O0beM Kypca: uist mepBoro roga — 128 wacos, mist Broporo roja — 192 gaca.

1.7 OcobenHocTH OpraHu3anuu 00pa3oBaTeIbHOIO NMpolecca

OcHoBHBIMU (hOpMaMU ITPOBECHUS 3aHATUHN SBJISIOTCS JIEKINH, OHJIaliH TpaHcasanuu Vkontakte,
CEeMMHApbl,  BHUJCOKOH(PEpPEHIMH, HHIUBHAyaJbHAas CaMOCTOATENbHas paboTa OO0ydarouuxcs,
KOHCYJIbTalMK (On-line KOHCYJbTAIlMK), BBHITIOJHEHUW 3aJaHWM W KOHTPOJBHBIX DPAbOT. MeTombl



00yJeHUs: JMEMOHCTpalMs, WILIIOCTpaIus, OOBICHEHHE, paccka3, Oecena, ympaKHEHHE, PEIICHUE
3a1ad, 3ay4yuBaHMe y4yeOHOro MaTepuana, IUCbMEHHas paborta, mnoBTopeHue. I[lpumeHenue
JUCTAHIIMOHHBIX TEXHOJOTHH 4Yepe3 HMH(OPMAIMOHHO-PELENTUBHBIM U pEenpOAYKTHBHBIN METOJbI
00y4YeHHSI B COYETaHUU C TPOOIECMHBIM.

Ha »Tame u3ydyeHus HOBOro Marepuara B OCHOBHOM MCIIOJIB3YFOTCS IOKa3, WIIKOCTpalys,
JeMOHcTpauusl, Jekuuu. Ha aTane 3akpemieHus W3y4eHHOro MaTepuaja B OCHOBHOM HCIOJIB3YKOTCS
Oecena, nuckyccus, KoOHCyapTanusd. Ha sTane noBTOpeHHs H3yd4E€HHOTO — OMpOC, 3aJaHus pa3IMuyHON
cinoxHocTd. Ha sTame mpoBepkM MOJYYEHHBIX 3HAHUM — IMUCBMEHHBIH KOHTPOJIb (KOHTPOJIbHAS
paborta).

Jis opraHM3anvy KOHTAKTOB, WHHIMUPOBAHHE KOTOPBIX MOXKET OCYIIECTBISATBHCS JIFOOBIM
Y4aCTHUKOM 00pa30BaTeNIbHOTO IIpolecca, KaKk B PEXKHUME pPEAlbHOr0 BpeMeHHW, Tak u on-line,
UCTIONB3YIOTCSl pa3inyHble MH()OPMAIMOHHO-TEXHUYECKUE CPEJICTBA: JJICKTPOHHAS I0YTa, MPSMbIE
TpaHCIALMHM, sKype, cOLMalIbHbIE CETH, Mpe3eHTauuH, TeinedoH u T.1. DPopMbl OpraHuU3aLUU
o0Opa3oBaTenbHOTO Tporecca: rpynmnosas. CaMocTosTenpHass paboTa MOXKET OBITh HHIUBUIYaTHHOM.
KoHTposb 3HaHUH B BUJIE BHIIOJIHEHUS KOHTPOJIBHBIX PA0OT 00YUarOIUMHUCS.

@opMbl OpraHu3aluy y4eOHOrO 3aHATHUS: TPAJAULIMOHHAS JIEKUMSI U <«QJIEKTPOHHAS JIEKLIMS»
(mo3BosisirOLIasl CyIIaTeIsiM HE KOHCIIEKTUPOBaTb €€ B Ipoliecce MPOBEIEHUS B KOMIIBIOTEPHOM
KJjlacce, T.K. Ha 9KpaHaxX JUCIUIeEeB BbIcBeuMBaroTcs Te3uchl (o M. B. bouapHuKoBY); KOHCYnbTaLIMS,
IpoBOJUMAsl, HampHUMep, IO D3JIEKTPOHHON modure, TenedoHy win Skype; ceMuHapbl  MOTYT
MPOBOJUTHCS C TIOMOIIBIO KOMITBIOTEPHBIX BUJCOKOH(PEPEHIINH, a TaK K€ MPSIMBIX TPAHCISIUHA Yepes3
couuayibHble ceTH. BO3MOXXHBI BHUpTyalbHblE CEMHUHapbl, MPOBOJMMBIE C IOMOIIBIO OOMEHa
COOOILIEHUSIMU Yepe3 UHTEPHET WU TeIePOHHbIE IPUIIOKEHUS, T.€. IIPU MHUCbMEHHOM, HEBEpOaTbHOM
OOIIeHNH, KOIJla €ro y4YaCTHMKM HE€ BHUJIAT JpYr Jpyra, a oOMEHMBAIOTCA TOJBKO TEKCTOBBIMHU
COOOILIEHUSIMHU.

AKTUBH3alUS 3HAHUM Yy4YalMXCsl C MOMOUIbIO KPEaTHBHBIX 3a/laHUil MOMOMKET PaCKpBITUIO
TBOPUYECKUX CIIOCOOHOCTEW, MOBBICUT IMO3HABATEJbHBIM HMHTEpEC K H3ydaeMoMy Moxayito. Tak ixe
UCTIOJIb3YeTCsl HEOOXOJUMBIM KOMIUIEKC TEXHOJIOTUH MpU 3a04YHOM OOYyYEHHM C HCIOJb30BAHUEM
JUCTAHIIMOHHBIX TEXHOJIOTMH, KOTOPBIM B IMOJIHOM Mepe oOecrneuuBaeT Bech IMpoliecc OOYy4eHHs, a
UMEHHO: Marepuan s o0ydeHus (medyaTHble U MYJIbTHUMEIUMHbIE YY€OHMKHM M METOJUYECKHE
nocoOus; KOHCHEKThI, BHUAEO, AayIuo MaTepuaibl); caMOCTOsITeNIbHasg pabora o00ydaromuxcs
(KOHTpoOJIbHBIE PalOThI, JEMOHCTpAIMM); MOJYYeHHE 3HAHUN depe3 OOIIEeHHE, KOHCYJIbTALUU
OCYIIECTBIISIIOTCA TOCPEACTBOM HHTEPHET-TEXHOJIOTHM (BUAEO, ayIuo, TEKCTOBbIE KOH(EepeHIuH u
OpsMble TPAHCISILIMK); TpPOBEpKa 3HAHUM (TECTOBBIE OMNPOCHI, MYyJbTUMeIUa KOH(EpEeHLIHH, yaT
JTUCKYCCHH); KOHTPOJIb YCIIEBAEMOCTHU (3KypHaJ YCIIE€BA€MOCTH IPYIIIIbI).

1.8 Pexkum 3aHsATHI
4 yaca B HEJIENIO, IPUMEHSIOTCS TUCTAHIIMOHHBIE 00pa30BaTEIbHBIC TEXHOIOTUH.

1.9 Onenka kauecTBa OCBOEHUS IPOrPaMMBbI

Bxo/1HO# KOHTPOJIb — B Ha4ajie OCBOEHUS 00pa30BaTEIbHONU MPOrPaMMBI.

Texymuii KOHTPOJIb — 10 OKOHYAHUIO U3YYEHUS TEMBI WM pa3/ela.

[IpomexxyTouHasi aTTecTanus — 2 pa3a B y4e€OHBIM TOJ, B KOHIE MOJIYroausl, 3a CYET BPEMEHHU
OTBEJICHHOT'O HA NMPAKTUYECKHUE 3aHATHS.

HtoroBas aTrecrainus — 1ocje yCIENIHOIO0 OCBOEHHsSI 00pa30BaTeIbHON MPOrpaMMbl B MOJHOM
o0BeMme.

1.11 BeinaBaeMblii JOKYMEHT 0 pe3y/1bTaTaM OCBOEHHUS IPOrPaMMbI

JlumaMm, yCTIeIIHO OCBOWBIIMM JIOTIOJHUTENBHYIO OOMIEPa3BUBAIONIIYIO MPOrPaMMy B ITOJIHOM
o0beMe U MPOIIEANIUNM UTOTOBYIO aTTeCTAINIO, BBIAAETCS JOKYMEHT 00 00yYeHHMH, YCTaHOBJIEHHOTO
obpasma: Ceudemenbcmseo 06 06yuenuu.




2. YAEBHO-TEMATUYECKHAM IJIAH

1 ron oOyueHust

2 ron oOy4deHus
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1. Beenenue B mporpammy. 6 6 6 0 Oecena
Bunsl naopmanmu u aeiicTBHs ¢ Hell (BXOJIHOM KOHTPOJIB)
2. I'padpmaeckne penakTopsl. 24 24 4 | 20 CaMOCTOSTEIbHAsI padoTa
3. TekctoBble penakTophl. TpeHaxep 32 32 | 10 | 22 TECTUPOBAHUE
«Knasuarop». (mpoMeKyTOYHasi aTTecTalusl)
4. Pempaxrop Microsoft Office PowerPoint. 32 32 |12 | 20 Oecena
5. Penakrop «Mynbtu-ITynbtuy. 34 34 | 12 | 22 orpoc
(mIpoMeKyTOYHas aTTecTaIus)
6. Penakrop Microsoft Office Publisher. 48 48 24 | 24 Oecena
7. Tabmuunbiit penaktop Microsoft Office Excel. 48 48 | 24 | 24 orpoc
(mpoMexyTOYHast aTTecTalusl)
8. bassr manneix. CYB/I. Microsoft Office 48 48 24 | 24
camocTosTenbHas paboTa
Access.
9. I'padmueckuii penakrop Adobe Photoshop. 48 48 | 24 | 24 TECTUPOBAHUE
(uToroBas aTTecTalusl)
320 1128 |44 |84 192 196 |96




3. COAEP)KXAHUE PA3JIEJIOB
1), 2) — rox oOyueHus

1 Beenenue B nporpammy. Buabl uHopManuu u geiicTBusi ¢ Hel

Teopun: 1) BeonmHoe 3anstue. [IpaBuima pa®oThl ¢ KOMIIBIOTEPOM ¥ MpaBHiIa MOBEACHHS B
KOMIIBIOTEPHOM KabuHeTe. XpaHeHue u nepenada uaopmanmu. [louck u oOpadboTka nHGOpPMALIUN.
Bocnpusitue unpopmauuu. JlaHHble, HCIOJHUTEIM M AITOPUTMBI. Y CTPONCTBA KOMIIBIOTEpA.
Odopmiienne padouero mecra. Co3manue cBoeil manku Ha KommbioTepe. llepemMeHoBaHMe MamKy.
PaGota ¢ «okHaMm». 3HAKOMCTBO C OIEPALMOHHOW CHCTEMOH M OCOOEHHOCTSAMHU €€ paboThl.
ITporpamMMHOe obecrieueHue.

2 I'padmuecknii pegaxkrop Paint

Teopus: 1) 3HaKOMCTBO C MOHATHEM «TrpapHUUYecKHe PeaakTopbl». BO3MOXKHOCTH M PEKUMbI
pabotel rpaduueckux penaktopoB. HHTepdelic rpaduueckoro pemakropa Paint. Ilanens
uHctpymeHToB. llanutpa. Coxpanenue pAokymeHTOB. @opmarbl pUCYHKOB. IlepenmeHoBaHue
nokymMmeHTa. Pabouas obnacts. Komnosunusa. Abctpakuus.

Ipakmuka: 1) TlpakTnveckoe 3HAKOMCTBO C MTAHEIbI0 HHCTPYMEHTOB, HHTepdeiicoMm. Co3nanue
PHUCYHKA C MOMOIIBIO npocTemux ¢puryp. CoxpaneHue prucyHka B cBoeil manke. Co3ganue pucyHKOB:
«lo6mokoy, «3oHTUK», «I'pymay, «oabkuy», «JIumony, «Jlucrok», «Bumus», «Bunorpamy,
«ExeBuka», «MopkoBb», «HaTIOpMOpPT», PUCYHOK U3 T€OMETPHUECKUX (PUTYpP, aOCTPaKTHBIN PUCYHOK
U3 JIUHUH, «AKBapuym», «Mope», «JloMHuK B aepeBHE», «MBbI C Opy3bsIMU B KOCMOCE», PUCYHOK Ha
CBOOOJIHYIO TEMY.

3 TekcroBbie penakTopsl. TekcToBbiii penakrop Microsoft Office Word

Teopusa: 1) Ilporpamma-tpenaxep «KmaBuatop». TekcTroBble penakTopbl, UX Pa3HOBHIHOCTH.
TekcroBeiii pegaktop Microsoft Office Word. HUurepdeiic. OcHoBHBIE peskuMbl paboThl. [laHens
UHCTpYMeHTOB. Pabota ¢ nokymeHntamu. TpeGoBanus K 0POPMIICHHIO TEKCTOBBIX JOKYMEHTOB.

Ilpakmuxa: 1) 3anyck Word. DOnementsi okna Word. Hcnonb3oBaHue  MEHIO.
ITonp30BarenbCcKkas HacTpolika MeHI0. BBon Tekcta. CoxpaHeHne JOKyMEHTa. 3aKpbITHE JOKYMEHTa U
BbIxoa u3 Word. OTkpeiTHE cylecTByolero (aiina. BecraBka TekcTa B JOKyMeHT. BbiieneHue Tekcra.
VYnaaneHue u BOCCTaHOBJIEHHME TeKCTa B JoKyMeHTe. CoxpaHeHue (hailna moJ APyrdM MMEHEM U B
apyrom ¢opmare. @opmMaTHpOBaHUE M BBIPAaBHUBAHUE TEKCTa C MOMOIIbI MAHEIW WHCTPYMEHTOB.
Bripe3anne, KkonupoBaHUE M IEPEMELIEHUE TEKCcTa B JOKyMeHTe. IIpuMeHeHHne cTuiiell K TEKCTY.
Coznianue rpaHulibl, 3aJIUBKU ab3ana u cTpaHulbl. [IpenBapurenbHblil mpocMoTp noKymeHTa. [ledars
nokymeHnta.  Mcmonb3oBanume — Bo3MOkHOCTeW — aBropopmara.  KommpoBanue — arpuOyToB
¢dopmatupoBanus. Co3maHue 3JIEMEHTOB aBTOTEKCTa. BcTaBka 31eMeHTOB aBTOTEKcTa. V3MeHeHue
nosiel crpanul. BeraBka Homepa ctpanunbl. Konontutynsl. IlepeximtoueHne opueHTaluu CTpaHMII.
PaszpeiB crpanun. IIpoBepka npaBonucanus. byksuna. IlepeBon Tekcta Ha Ipyrou s3blk. Beinenenue
TEeKcTa IBETOM. BcraBka pgarel M BpemMeHM. BceraBka crenumanbHbIX 3HAKoB. BceraBka n
MO3UIIMOHUPOBAHNUE PUCYHKOB, KiumnoB. Co3nanue o6bekToB WordArt. Pucoanue ¢uryp. Co3nanue
muarpamMm. Co3faHue W M3MEHEHHe auarpamm. BcraBka ¢uryp, cocraBieHHE pUCYHKa U3 QUTYP.
Co3manne u W3MEHEeHHE KOJOHOK. BcraBka Tabmui. [lepemernieHune Mexay suedkamMu B TaOJIHIE H
BelJlesieHHe siueek. OObenuHeHne sueek TaOnuubl. BcraBka M ynaneHue CTONOIOB U CTPOK.
N3menenune pazmepa tabmuipl. M3MeHeHne HampaBlieHUs] TEKCTa B siueiike. TecT U caMOCTOSITeIbHAS
npakTuyeckas padora.

4 Microsoft Office PowerPoint

Teopus: 1) 3nakoMcTBO co cpenoit PowerPoint, uarepdetic. ITociemoBarebHOCTh MOATOTOBKH
npeseHTaiu. CriocoObl co3faHus mpe3eHTauuu. [IpaBuia TpamMOTHOTO MCHONB30BaHMA IIpHPTa,
pa3Mepa, IBe€Ta TEKCTOBBIX OOBEKTOB. YUET paziu4HbIX (PaKTOpPOB MpU pa3pabOTKe CTPYKTYpHl U
IU3aiiHa mpe3eHTalMu: 1IeJb U CTpaTerus JOKJIaaa, ayAUTOpHs, CPEeJICTBA JEMOHCTPAIMH, pa3Mephl U



OCBEIICHHOCTh TMOMenieHus1, u 1p. [Ipu3naku >¢hdexTnBHONW Tpe3eHTanuu. AHanu3 Mpe3eHTAIUH.
OripezesieHre yCIEHOCTH MPE3eHTaIIH.

Ilpakmuxa: 1) CnocoObl co3nanus mpe3eHTauu. Vcnonp30BaHne MacTepa aBTOCOIEPKAHUS U
mabsioHoB  odopmiieHusi. PexxuMbl mpocMmoTpa mpeseHtanuu. PaGora co cnalimamu: pob6aBieHue,
ynajaeHue, mnepeMmenieHue, komupoBaHue. l[lonstue nuzaiiHa npeseHtauuu. JloOaBieHue TeKcTa.
V3MeHeHne MoI0XKeHHs TEKCTOBBIX 00beKkTOB. OdopmiieHue Tekcra. Pabora Hal 3aroyioBKOM craia.
BcraBka pucynkoB, aBroduryp, o0bexkToB WordArt. Vcnosbp3oBanue Bcei MUIOMaaM claiga st
oroOpaxenus rpaduku. Co3nmanwe u penakrupoBanue guarpamm. Co3mgaHHe W pPEIAKTHPOBAHUE
tabnui. BeraBka Tabmmi u3 Microsoft Excel. [Ipumenenne u m3MeHeHHE Mma0IOHOB O()OpPMIICHUS
(rem). LlBera, mpudtel u crunu Tembl. Co3maHue cOOCTBEHHOTO ImabioHa (Tembl) odopmileHus.
JloGaBieHne 3BYKOBBIX M BHUJEO KJIHMIIOB B INpE3EHTAlMI0. AHHMMAalus TeKCTa M OOBEKTOB claiija.
Hacrtpoiika anumanmu. Hactpoiika neictBus. Mcnonb3oBaHHME — yHpaBIAIOIIMX — KHONOK U
nepexitouareneid. Cozmanue runepccbliok. Hactpoiika mepexonoB U BpeMeHu ciaijoB. Co3naHue
ABTOMATUYECKOM  CaMOBBIMIOJHAOIICHCS — mpe3eHTanuu  (crnaiia-duibema). IToaroroBka
MOJIHOPKPAHHOTO TOKa3a npe3eHTanuu. JlobaBneHue KodoHTUTYNOB. lledars mpesenTtanuii. 3amnuch
MPE3CHTAIMIA HA BHEITHUE HOCUTEIH. TECT M caMOCTOsATEIbHAS MPaKTUIecKas padoTa.

5 Pepakrop «MyabTu-IlyabTu»

Teopusa: 1) 3nakomctBo ¢ nporpammoit «MynsTu-Ilynstuy. Untepdeiic. I'epoun. @on. My3bika.
AHHUMaIusl.

Ilpakmuxa: 1) CocraBienune MyabT()UIBMOB, HATOKEHHUE 3BYKa M aHUMAIUH, pabota ¢ GoHOM,
pabora ¢ kagpamu. Hanmcanume cueHapusi MynbTGWIBMA, COCTAaBICHHE MYIbTQUIBMA TIO
COOCTBEHHOMY CIICHAPHIO.

6 Microsoft Office Publisher

Teopus: 2) Penakrop Microsoft Office Publisher. Uurtepdeiic. OcHOBHBIE peKHMBbI pabOTHI.
[Tanens wuHCTpyMeHTOB. PabGora ¢ nokymeHtamu, mabioHamu. TpeGoBaHus K OGOpPMIIEHUIO
JIOKYMEHTOB.

Ipaxmuka: 2) 3anyck Publisher. Dnementsr oxna Publisher. Hcnonb3oBanue MeHro.
[Tonb30Barenbckass HacTpoiika MeHro. CoxpaHeHHE AOKyMEHTa. 3aKpbITHE JOKYMEHTa M BBIXOJ M3
Publisher. OtkpsiTue cymectBytomero daitna. Padora ¢ mabnonamu. [IpeaBaputenbHbI TPOCMOTP
nokymenta. Ilewates nokymenTta. Hcmonp3oBanwe BO3MOXHOCTEH aBTrodopmara. KomupoBanue
aTpubyToB (hopmaTupoBaHus. Co3mgaHue 3JIEMEHTOB aBTOTEKCTA. BCTaBka 3J€MEHTOB aBTOTEKCTA.
N3menenue noseii crpanuil. BetaBka v mMO3UIIMOHUPOBAHUE PUCYHKOB, KIUTOB. Co3nanne 00beKTOB
WordArt. PucoBanue ¢uryp. Co3naHue OTKPBITOK, TPHUIIACUTENBHBIX, BU3UTHBIX KapTOUeK,
KaJIeH1aps Ha Mecsll, ToA, Opomttopa u ap. TecT u camocTosATeNbHAas MpaKTUYecKas padora.

7 Ta6auunblii penaxkrop Microsoft Office Excel

Teopusn: 2) Tabmuunblii pemakrop Microsoft Office Excel. Uurepdeiic. Sueiika. Ctpoka.
CronGen. OcHOBHBIE MPUHIMIIBI PabOTHI ¢ pabounmu Juctamu. [IpaBka u popmatupoBanue padounx
JUCTOB M HACTpoWika u300pakeHUs oOkHa. DopmaTupoBaHUE sUeeK. BBIMONHEHHE OCHOBHBIX
BBIYMCIICHHH. J[MarpaMmel.

Ilpakmuxa: 2) Co3nanme pabovedl KHUTH. OnemeHTHl okHa Excel. Beinenenue sdeex.
Brinenenne auana3zona sueek. BBojg Tekcra Ha pabouwmii muct. BBoa ymcen Ha pabouwnii auct. BBojg
nat Ha paboumii guct. dopmar siueek. BBon amanazoHa JaHHBIX. PemakThpoBaHUE COAEPKUMOTO
auyeek. [lepememenne mexnay pabounmu nucramu. CoxpaHeHue paOouell KHUTH B CBOEH IallKe.
OtkpeiTHe paboueil kuuru. IlepenmeHoBanue pabouero sucta. IlpenBapuTeNbHBIA TPOCMOTP M
neyatb pabouero jucra. 3akpeiThe pabouedl KHUTH U BbIxon M3 Excel. dopmarupoBaHue 4ducen.
VYcTraHoBKa pazmepa CTpOK M CTOJOLOB. BelpaBHHBaHME comepkuMoro siueek. BeraBka u ynaneHue
A4eeK, CTPOK M cTosOnoB. Brlpe3aHue, konupoBaHue U O4UCTKa siueek. CKpBITUE CTPOK M CTOJIOIOB.
3akperuieHue cTpok U cTonooB. CopTupoBKa U GUIBTpALUs JaHHBIX. Jlo0aBieHue 3JIMBKH B STUCHKH.
Co3manne u npuMeHenue ctuieid. OObeIMHEHHE siYeeK. YcTaHoBKa obOyactu medatu. Co3maHue



dopmyn. KommpoBanme ¢dopmyn. PabGora co cchuikamMmu Ha sideiiku. PemaktupoBanHue ¢Gopmyi.
Wzyuenne ¢ynkumii. Co3maHue auarpaMm C TIOMOINBIO Mactepa. llepememnieHue awarpamMym u
U3MEHEHHE WX pa3MepoB. 3MeHeHHe 3aroyioBKOB JHarpaMM M JI00aBJICHHE IOANUCEH K OCSM.
[lepememnienne u QopMaTupoBaHHWE »OJICEMEHTOB JWarpamMmbl. lI3MeHeHue THma guarpamMmbl U
VIIOPSIOYMBAHUE HMCXOJHBIX JaaHHBIX. OOHOBICHHME IaHHBIX M (QopmarupoBaHue oceil. Tect u
CaMOCTOsITeNIbHAs IPaKTHYecKas paboTa.

8 Bbasbl nannbix. CYB/l. Microsoft Office Access

Teopus: 2) Konuenuu 6a3 manueix. O0bekTsl Microsoft Access. Bo3MOKHOCTH U peXKHMBI
pabotsl. Mcionb3oBanue mabiaoHoB. PaboTa ¢ Tabnmunamu. CoxpaHeHne TOUHOCTH HH(OpMAIUH.

Ilpakmuxka: 2) Vcnionb3oBanue 1mabionoB. Pabora ¢ tabmuiamu [ToacranoBku. BBoj JaHHBIX.
VYnpasnenne nanaeiMu. MmMmopt uHpopmauuu. Co3manue dopm. Hsmenenume ¢opm. Cosnanue
KHOIOYHBIX (hopMm m Kateropuid. CoprupoBka umHpopManuu. Owistpanus wHGopmaruu. Co3mxaHue
3ampocoB. Pabora ¢ dopmamu. Dxcnopt mHpOpMmanmu. Padora ¢ orderamu. Co3maHue W TevaTh
otueta. I3MeHeHHe comepkuMoro otdera. BeraBka kHOMOK. CBsI3b JaHHBIX.

9 I'padmueckuii pexakrop Adobe Photoshop

Teopus: 2) OmpenencHue 3HA4YCHUS «rpaUuecKUe PEIaKTOpbl». BO3MOXKHOCTH U PEKUMBI
pabotsl rpaduueckux pemakropos. Murepdeiic rpadpuueckoro pemakropa Adobe Photoshop. ITanens
uHcTpymMeHTOB. [lamutpa. Coxpanenue goxkymeHToB. ®opmarbl pucyskos. IlepeumeHoBaHue
nokymeHTa. Pabouast 061acTs.

Ilpakmuxa: 2) TlpakTH4eckoe 3HAKOMCTBO C MMaHEJIbI0O HHCTPYMEHTOB, HHTEepdeiicom. PadoTta ¢
«okHamm». PenaktupoBanue dororpacduu. CoxpaHeHue pucyHka B cBoei nmamke. Co3ganue o0I0KKU
JUIE KHUTH, JHEBHHWKA. Pa3paboTka CTapTOBOM CTpaHUIBI CBOEH TOMCKOBOM CHCTEMBI. PHCyHOK
«Coxpanum 3emitto». Pucynku Ha cBOOOJHYIO TEMY.

4. YCJIOBUS PEAJIMZALIMA ITPOI'PAMMBI

Mamepuanbno-mexnuueckoe obecneuenue

KomnbroTep, kimaBuarypa, cToi, IpuHTED.

BI1OC. lononuutensHoe obpasoBanue [lepmckoro kpas - dop.permkrai.ru

— DnexTpoHHbIN KypHan XXypHan ydera paboTsl nporpamMmel «KoMmbroTepHas rpaduka

u rpaduueckuii mu3saiin» .XIsx — Microsoft Excel Online (live.com)

— Y4eOHble MaTepHaisl 1o nporpamme «KomnerotepHas rpaduka

U rpaduuecKkuii Au3aiin» 3aganus | muraveynikperm (wixsite.com)

— Ilnomanka s oHnatH-koMMyHHKanuii Webinar.ru - rutoniaaka JJist mpoBeJCHUs OHJIAH
BeOMHapoB. BeObunap.py - coBpeMeHHasi BeOMHapHas 1uiomiaika online.

— I'pynna B connansHoii cetn BKonTtakre Kpaesas 3aounas mkona "MypaBeitHuk" (vk.com)

— DnekTpoHHas mouta muraveynik-perm@mail.ru

Kaoposoe obecneuenue:

TpebGoBanus K KBaNM(PUKAIUU MEJarOTMUECKUX KaJpOoB, 00ecleynBaloINX o0yueHue: Halln4due
BBICHIETO MPO(ECCHOHATLHOTO 00pa30BaHUS W/MIM CpelHEero mnpodeccHoHaNIbHOro 00pa3oBaHus,
COOTBETCTBYIOILIETO HAIIPABIEHHOCTH MTPOIPAMMBI.

HUnpopmayuonnoe obecneuenue:

1. Undopmatuka. Meronudyeckoe mocobue s yuurtened 7 kimacc. Iloxg penakuueit
H.B.Makapogoii. — CIIG.: ITutep, 2004

2. Psoununa JI.B. «Muadpopmaruka» 9 xmacc I[loypounsle mmianel 1o ydeOnumky H./I.
VYrpunosuya. — Boarorpaza: Yuurens, 2007.

3. Cemakun U.T". «Mapopmatukay r. [lepmb 1996

4. Yrpunoudy H.A. «Metoguueckoe mocobue s yuurtens «lIpemomaBanme Kypca
«npopmaruxa u UKT» B ocHOBHOI 1 cTapiueit mkone». — M.: BUHOM; Jlaboparopus 3Hanuit, 2004




5. «KommbroTepHas rpadukay yaeOHO-MeToandeckoe mocooue — Bonrorpam, 2002

6. «IIpakTukym no mHpopMaTuke U WHGOPMAIMOHHBIM TEXHOJOTHsIM» moj pemakuueir H.JI.
Yrpunosuua. — M.: BUHOM; JlabopaTtopust 3nanuii, 2004

7. «udpopmaruka. DHIMKIONEINUYECKUH cioBaph 1 HaunHaommx» M.:"[legaroruka-IIpecc",

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 1umepamypol 0115 00yuaruiuxcsa

1. Kaitmun B.A. Undopmatuka. YueOHuk 11 mkoibHUKOB. M.: [Ipocnekt, 2009.

2. Cemaxun N.I'. «Mudopmarukay r. [lepmb 1996

3. «Ipaktukym no mHbopMaTUKe U UHPOPMAIMOHHBIM TEXHOJOTHUAM» Mo penakuuein H.JI.
Yrpunosuua. — M.: BUHOM; JlaGoparopus 3nanumii, 2004

4. «MadopmaTrka. DHIUKIONEANIECKUH cioBaph s HaunHarouwmx» M.:"I[lexaroruka-IIpecc",

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