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IOACHUTEJIBHAS 3AIINCKA

Bpems, B KOTOpOM MBI XKHBEM, IPHHSATO Ha3blBaThb BeKoM HH(OpMaruu. IlocTosHHO
cipimM:  WHQOpMarMoBHEI OyM, HHGOpPMAIMOHHBIA rojion. MudopmanmoHHas BOMHA...
JloxyMeHTEl - HOcHTENH HH(pOpMarmuu. VX pome TPyOHO MepeoleHHTh. be3 HUX HEBO3MOXKHO
IPEJCTaBUTE HH OIHOM 4YEIOBEYECKOM MEATeNIbHOCTH, HHM XKM3HH OTAEIBHOrO denoBeka. K
JIOKyMeHTaM 00pallaroTCsl CIYCTs MHOTO JIET B Jake cTojeTuii. OHM — ¥ crocob 10Ka3aTeNbCTRa,
U UCTOPUYECKUE UCTOYHHUKH.,

CrpemutenbHoe passuTve B POCCHH PBIHOYHBIX OTHONICHWH BBI3BAIO POCT Pa3IHYHOTO
poZa mpenpHATHA U opraHuzanui. HecMOTps Ha BBICOKME TEMIIBI KOMIIBIOTEPU3AHK B paboTe
NPEANPUSTHA U OpPraHU3allii, UX NEATEIBHOCTh II0Ka HE BO3MOXHA 0€3 OrpOMHOI0 KOJMYECTBA
OyMaXHOM NOKyMEHTAlUHM, MUPKyTHPYIOUIeH B cepe IPOU3BOJCTBA WM B MPOIECCE MPHHSITHS
YIPaBICHYECKUX pemeHui. [Ipakthudecku HU OJHO MpeAnpusaTHe He 00XOIUTCA 63 JOMKHOCTH
CeKpeTaps, JENIONPOU3BOJUTENS MM pabOTHUKA, BBIIOJHSIONIETO €ro 00sf3aHHOCTH. Biaromaps
YETKO OpraHU30BaHHOMY JEJIONPOM3BOACTBY PYKOBOAMTEIM MOTYT B JIFOGOE BpeMs MOIyYHThH
PeaNbHYIO KapTHHY AESTEIPHOCTH OPraHM3alliM, B IPOTUBHOM Clydae paboTa €€ COTpYJHHKOB H
BCE JanpHeHmee o€ pasuTHe OyJET HOCHTh XAOTHYHBIM Xapaktep. B  ympaBieHuecKoi
NEeATELHOCTH JOKYMEHT BBICTYIIACT KaK IIPEIMET TPyJa H KaK pe3yJbTaT Tpyna. [1o comepkanuro
1 0)OPMIIEHHUIO JOKYMEHTOB CY/AT O KYJIBTYpPE U CTHJIE PabOTHI YUPEXKISHUS.

Cocrasnennio u 0pOPMIIEHHIO CITyKEOHBIX TOKYMEHTOB MOXHO ¥ HYXHO yunThes. HoBEIE
KOMITBIOTEPHbIE TEXHOJIOTHH IIPECTABIIAIOT JUIS 9TOTO MIHPOKHUE BO3MOKHOCTH.

B pesynbrate 00yuenus, mo maHHOH mporpamMMe o0yYaroIIUecs 3HAKOMATCS ¢ POTBIO H
MECTOM HH(MOPMALMOHHBIX TEXHOJOTHH B paGoTe COBPEMEHHOTO NPENNpPHSTHS, C OCHOBAMH
OpraHu3ally JENONPOU3BOACTBA B YUPEKICHHUSX, COCTABICHHEM U 0QOPMIICHHEM JOKYMEHTAIHH,
CO CPEeNCTBAMH KOMIIBIOTEPU3ALNH aAMUHHCTPATHBHO-YIIPABICHYECKOr0 TPYyZAa, KONHPOBAHUI H
Pa3sMHOKEHHs NOKYMEHTOB. 3HAHUS ¥ yMEHHMS, TIOyIEHHEIe B Pe3yJIbTare O0YdYeHHUs, IPUTOIATCS
11 moGoro paboTHHKA COBPEMEHHOro oduca.

IIporpamma copepsxut G6asoBele 3HaHHA paGoThl Ha 1K M peKOMEHIAIMH IO IPaMOTHOM
OpraHHu3alli AOKyMEHTO0000pOTa C HCIOJIB30BaHHEM KommbioTepa. Ocoboe 3HAYCHHE OTBEIEHO
IPUMEHEHHIO KoMIUIeKca rporpamm Microsoft Office st cozmanust u opopmitenus goxymMeHToB. B
TPOIIECCe TEOPETHIECKOrO 00y4YEHHs CTapIIeKIACCHUKH 3HAKOMSTCS C TPYIOBOM JESATENbHOCTHIO
pabOTHHKOB ~ YIPABIEHYECKOTO —ammapaTa, BONPOCAMH  O€3/I0KYMEHTHOTO  OGCIIyKUBAHU,
COCTABICHHS pa3NMYHbIX HOKYMCHTOB. OOydueHHMe IO JaHHOM IporpaMMe HaIpaBIeHO Ha
BBIpAOOTKY ~ yYCTOHYMBBIX ~ HABEIKOB  HCIIONb30BAHMSA  KOMIBIOTEPHBIX  TEXHOJOTUH B
JIeNONPOM3BOACTBE U oduce, GOPMUPOBAHKE M PAsBUTHE Y OOYJAIOUIMXCSA HHTEIIEKTYAIbHBIX K
NPaKTHYECKUX YMEHHH B MPO(ECCHOHANBHON 06IaCTH yIIpaBIIEHYECKOH TPYHOBO JESTENBHOCTH,
YMEHHE CaMOCTOATENIBHO NPHOOPETaTh U NMPUMEHATH 3HAHUS, PAa3BUTHE y Y4aIIEXCS TBOPUYECKHX
CTOCOOHOCTEH, yMeHue paGoTaTh B KOJUIEKTHBE, BECTH NHMCKYCCHIO, OTCTAHBATH CBOK) TOYUKY

3peHus.

3HaHNs, YMEHHSA U CIOCOOE! paGoThl ¢ HHGOPMANKEH, IOy YeHHbIe HA 3aHATHSIX, ABJISIOTCS
JNIEMEHTAMH MHGOPMANHOHHON KOMIETeHUMH - OJHOM W3 KIIOYEBBIX KOMIICTEHIHiL
obydaromuxcs.

AKTYyaJIbHOCTB NIPOrpaMMbI

OnHOM W3 BaXHEMmIMX 3a7au COBPEMEHHOro OOIIeCTBA ABNAETCS —pALUOHAIBHAS
OpraHu3alys pabOTHl CIyXkalluX H ONEPaTHBHOCTh 06paGorku wmHbopManuu. OXHAKO, eciu
YHECTb, UTO BO BCE 00/IACTH AEATENHHOCTH YEIOBEKa, B TOM YHCIIE H B Chepy JeNOompOH3BOACTEA,
CTPEMHUTENBHO BXOJAT KOMIBIOTEPHBIE TEXHONOTHH, obecredeHre HeoOXoauMolt 3 HEeKTHBHOCTH
TPyZa OQUCHBIX CIIy)KAIIHX B COBPEMEHHBIX YCIOBUSX CTAHOBUTCS PEabHO BBIIOIHAMOMN 3a1aueit.
OcoGoe 3HayeHue MPHOOPETAIOT KOMIBIOTEPHBIE TEXHOJOTHH B TEX CTPYKTYpax, IZIe OCHOBHAS
JEATENBHOCTD CBA3aHA C IpHeMOM, 06paboTkol 1 mepenaveit naHpopmanuu. B mepsyio ouepens K
TaKuM CTPYKTypaM OTHOCSTCS BCE IOpasieNeHHs, OOECICUMBAIONINE CHCTEMY YIPABIICHHS
OpraHu3anuu Jo0Oro ypoBHA: (GUPMBI, GaHKa, TrOCYZApCTBEHHOTO YYPEXKNECHHS, BBICLIETO
Y4eOHOTO 3aBe/IEHNs, IIKOBI, IPEANPHATHI COUATBHO-KYIBTYPHOTO Ha3HAYCHHUS 1 T. 1.



[Tporpamma «KoMmproTep U I€IOIpPOU3BOACTBO» HEOOXOoAMMa TeM, KTO XoueT paboTarh
CEeKpeTapeM, JeNONPOU3BOIUTENEM, OPUCHBIM paOOTHUKOM, HO HE B IIOTHOM 00BeMe IPEeACTaBIIsET
cebe oTy oOmacth JnesTenpHOCTH. Ilporpamma Oyner mone3Ha OyAymuM CTYOEHTaM, 4Ybs
HNanbHEHIas JesTeIbHOCTh OyneT mpoTekate B oduce: MeHemKepaM, 3KOHOMECTaM,
aIMHHUCTPAaTUBHBIM pa0OTHUKAM, CHELHAJIUCTaM II0 KajapaM, lopuctaMm. llporpamma wumeer
HAY4YHO-TeXHHYECKYH0 HANIPABJIEHHOCTbD.

Mecro B 00pa3zoBaTeIbHOM IpoLecce

[Iporpamma  Oasupyercs Ha  IporpamMme 10  HHpOpMATHKE Ui CpenHel
00m1eo0pa3oBaTeIbHON IIKOJIBL
OcHOBHOE OTIHMYME IpeaIaraéMoi IpPOrpaMMEl 3aKJIFOUAETCS B TOM, YTO OHa SIBJISETCS
HHTETPHPOBAHHOH M II03BOJIAET IIOJIyYHTH BCIO HH(OpMAIMIO, HEOOXOAUMYIO IS YCIEUIHOTO
BEJIEHHS COBPEMEHHOI'O KOMTIBIOTEPHOI'O JEIONPOU3BOCTBA, TO €CTh 0OECIICUNTD yUaleMyCs:
- 3HaHHE TEOPHH OCHOB JICJIONPOU3BO/ICTBA,;
- yMEHHE IIOJrOTOBUTh HA KOMIIBIOTEPE JOKYMEHTBl, OTBEYAIOIIUE COBPEMEHHBIM
TpeOGOoBaHUSIM U YCTaHOBJIEHHBIM HOPMAaTUBHBIM aKTaM;
- YMEHHeE OIepaTUBHO paboTaTh ¢ HHpOpPMALUEH;
- yMEHHE OpraHH30BaTh CBOE pabouee MECTO U JAESTEILHOCT B COOTBETCTBUU
¢ TpeGOBaHUSAMY COBPEMEHHOTO JEIOIMPOU3BOICTRA;
3HaHUE TEXHOIOruu paboTel B oduce ¢ mporpaMMHEIME IIpoayktamMma MSWord, MSExcel u

Ap.
Ileas mporpaMmmel

1. ®opmupoBaHue HHGOPMALUMOHHOM KyJIBTYphl KaK COBOKYIIHOCTH 3HAHWM, YMEHHH u
HABBIKOB, HH()OPMALHOHHOTO MUPOBO33PEHUS, HEOOXOIUMBIX ISl caMOOOpPa30BaHUs U JUIS
IIOJIrOTOBKH K JalbHeHmel npodeccunoHaabHOM NS TeIbHOCTH.,

2. OmnajeHre HaBBIKAMH KOMIIBIOTEPHOH 00paboTku nenmoBod HHGOpPMALUK C IIOMOIIBIO
Npo(ecCHOHANBHBIX ~ CHCTEM, IOJYYHBIIMX B  HACTOSIIEE BpeMs  HAuGOJBIIEE
pacIpocTpaHEeHUe B 3TOH 00IacTH AESTENBHOCTH.

3. Hsyuenme cucreM 00paboTKH TeKCTOBOM MH(OpPMAaUUH, CIOCO00B KOMIIBIOTEPHOM
06paboTky /1enoBo# HMH(OpPMAlUK, OCHOB IENONPOM3BOJCTBA, METOJOB OpraHHU3alliy
JeTIONPOU3BOJICTBA, CTAHAAPTOB JIEJIOBBIX JOKYMEHTOB.

4. PacmupeHue IpeIcTaBICHUH 0 BOZMOXKHOCTSIX KOMIBIOTEDA.

5. Ilokasate pone M MeCTO HHGDOPMALMOHHBIX TEXHOJNOTHWE B paboTe COBPEMEHHOTO
IPEATIPUATHUS.
3aga4n nporpaMmbI
O6pa3zoBaTenbHbIE:
1. JlaTe npencraBiieHHE O COBPEMEHHBIX ITOIXO0JaX K OpraHU3alliy ACTIOIPOU3BOICTRA.
2. Tlo3HaKOMHTH C Pa3IMYHOTO pOJa JOKYMEHTAMH U C TEM, IJI¢ ¥ KOT/ia TOT WM HHOU

JIOKYMEHT HaJl0 UCIIOJIb30BATb.

3. Hayuurs oQopMIISTE JOKYMEHTEI B COOTBETCTBUHY C CYIIECTBYIOLIMMH [IPABUIIAMH.

PaszsuBaromue:
. IIpuBUTH KynpTypy paboThI ¢ JOKYMEHTAMHU U MaTepUaIaMH.
2. BeipaboTate 3HaHUA 0 IpaBHIaX 0QOPMIIEHHS JOKYMEHTOB ¥ OCBOSHHUS MIPUKJIAIHEIX
IIPOrpPaMMHBIX CPEACTB.
BocnurarejbHbIE:

1. Bocniutanue mHTEpeca K NpO(ECCHOHAIBPHOR NeSTeIbHOCTH, 03HAKOMIICHHE O(OPMIIEHHS
TEXHUYECKOM, TEXHOJIIOTHYECKOM, ApYrod IOKyMEHTAalMH, K YYacTHIO B TBOPYECKHX
pa3paboTkax.

2. ®opMUpPOBaHUE JIENIOBOM JIMYHOCTH YYalllUXCS ¥ OCBOCHHE HABBIKOB, BOCTPEOOBAHHBIX
Ha pBIHKE TpyZa.

p—



Meroabl 00y4eHnst: JTEKIUK; Gecepl; IPaKTHIECKHe U CAMOCTOATENbHBIE PaOOTEL
Opranuzanus padoThI

[IporpamMma paccumTaHa Ha 3 Mecsua oOydeHus, BospacT - 18 mer, Bcero 102 waca.
3aHaTus IpoBoIATCS 2 - 4 pasza B HEIENIO 10 PacIHCaHHMIO.

ITo oxoHvanuu 0OyueHust oOydaromuecs cHalOT 3k3ameH. DopMmy mpoBeneHUs BBIOMpaeT
ne1aror.

®DopMBI H PeKUM 3aHATHI

Pexum  samstuii  momumHseTcs TpeboBanuwsM — CanlluH. Cobmomaercs pexum
IPOBETPUBAHUSA ITOMEIICHUN, CAHHTAPHOE COAEP)KAHWE ITOMEINEHMH M IUIOMIAAOK IPOBEACHMS
3aHATUH.

O:xuaeMblii pe3yJabTaT

K xonny o6y4eHus, o JaHHOU IporpaMme 00ydaronuecs J0DKHBL
3HATh:

- TpeGoBaHMsI0€30IIaCHOCTH Tpyia Ha pabodyeM MecTe, paBuiia IOCAIKHU TIpH I1e9aTH;

- YCTPOHCTBO KOMITBIOTEPA, Ha3HAUCHHUE YIIPABJIIOIIMX KIABUII KJIAaBHATYPHI U IPaBUIIa
paboTEI ¢ HUMH;

- Ha3HaYeHUEe, BO3MOYKHOCTH, 001aCTh IPUMEHEHHUS U IPUHITUIT PabOThI Pa3THYHEIX
IPUKJIAJHBIX IPOIPAMM, B TOM YHCJIE IPOTPaMM CKAaHUPOBAHUS, IIPOrPaMM IIPOBEPKH rpaMMATHKU
¥ 1Ip.;

- OCHOBHEIE (hopMaThl Oymaru, TpeOoBaHUS K O1aHKaM MIPeIpUSTHS;

- OCHOBHBIE BUIBI OPTaHU3AIMOHHO-PACTIOPSAUTENBHEIX JTOKYMEHTOB M HX PEKBH3UTHI;

- mpaBuiIa 0QOPMIICHHS MAIIUHOIMCHBIX paboT, GOPMUPOBAHHE TEKCTOBBIX JJOKYMEHTOB;

- TpeGoBanus 110 0OPMIIEHHUIO CITyKEOHBIX NIEKTPOHHBIX JOKYMEHTOB;

- 'OCTsl o nenonpou3BOCTBY;

- OpraHHU3alyIo AEeIONPOU3BOICTBA B YUPEIKICHUH;

- OCHOBEI paboTH!I ¢ 0(UCHON TEXHUKOH;

- BO3MOJKHOCTH TEKCTOBOro penakropa Word 1o co3gaHulo, pelakTHPOBAHUIO

(bopMaTHPOBAHUIO JOKYMEHTOB;

- BO3MOXKHOCTH Tabnu4HOro nporueccopa Excel;
yMeThb:

- OpraHu3oBaTh pabouee MecTo;

- I0NB30BaThes KnaBuaTypoit ITK a7 moAroTOBKM TEKCTOBOI U rpadguyeckoit
JIOKyMEHTAallUH:

- COCTaBIATh ¥ OG(GOPMIATE  OPraHU3ALNUOHHO PACIOPSAUTENBHBIE HOKYMEHTHI B
cootBercTBHH ¢ Tpebopanusmu ['OCT P 7.0.97-2016;

- BITaIeTh OCHOBAaMH JEJIONPOU3BOJICTBA, 3HATh OCHOBHBIE THIIBI CITY)KEOHBIX JIOKYMEHTOB,
YMETh UX 0QOPMIISITH ¥ PENAKTUPOBATH;

- IPUMEHSTDH Pa3IMUHbIe IPUKIaIHbBIE IPOrpaMMbl st 00paboTKK HHYOpMAIHUH;

- o0pamarkes ¢ TeXHUIECKUMHU CPEACTBAMU: KCEPOKC, IPUHTED, CKAaHED, (akc;

- OPHEHTUPOBATHCS B CHCTEME COBPEMEHHOTO YUPEKICHUSI, OIIPEIEIIITh BHYTPEHHUE U
BHEIITHUE CBSI3H IIPEIPUITHS;

- BEIBOJIUTH JOKYMEHTEHI Ha [1€9aTh;
- CHCTeMaTH3UpOBaTh ¥ XpaHUTh HHPOPMAIHIO HA BHEIIHUX HOCHUTEIISIX.

B pesynbrateoOydeHus mo mporpamMmMe y oOydaromiuxXcs pa3BHBAIOTCS TakKhe KadecTBa
JUYHOCTH, KaK CaMOCTOSTENIBHOCTh, yMeHHe pa0oTaTh B KOJUIEKTHBE, HaBBIKM pPaboOTHl 3a
KOMIIBIOTEPOM IIPH COCTABJICHUH ¥ O)OPMIIEHUH PA3IMYHBIX JOKYMEHTOB, KyJIbTypa TpyJa.



MeTtoau4eckasi pabora megarora

- pa3paboTKa METOANYECKUX U JUIAKTHUECKHUX ITOCOOHH;

- paboTa ¢ METOUYIECKOM U CIIeLUaTbHON JIUTEPATYPO;

- IPOBE/IEHUE OTKPBITHIX 3aHATUH, MacCTEpP-KIacCOB.

- COBEPLICHCTBOBAHKE NPO(ECCHOHAIBHOTO MacTePCTBA (KYPCHI IIOBBIICHHUS KBATH(PUKALHH,
00acTHEIE ¥ TOPOACKHME CEMUHAPEI II0 IIpoGiieMaM JOTIOTHUTEIBHOTO 00pa30BaHus U 0000IIeH S
OIIBITA).

- Hcronb30Banue MaTEpHET-pEcypcoB.

MexaHu3M peaju3anuu NPorpamMmsl
Cnoco0vi oyenuganua 00CMud CceH Ul y4auiuxca

IIpenMeToM NMArHOCTHKH W KOHTPOIIA SBJISIOTCS BHEIIHHE 00pa3oBaTeNbHBIE IPOXYKTHI, a
TalkKe BHYTPEHHHE JIMYHOCTHBIE KauyecTBa 00ydaromerocst (OCBOCHHEBIE CIIOCOOBI JEATENHbHOCTH,
3HaHMs, YMEHHs), KOTOPBIE OTHOCSATCS K IIENISIM U 3a/1a49aM Kypca.

OcHOBO# 11 OIEHUBAHUS JEATEIBHOCTH 00YYaIONIErocst ABISIIOTCS PE3yIbTaThl aHAIM3a €TI0
NPOAYKIMA ¥ AEATEIIBHOCTH 110 €€ co3/aHuio. OIeHKa UMEeT pa3iH4Hble CIOCOOBI BEIPAXKEHHS -
YCTHBIC CY)KACHHMS IIefarora, IMChMEHHBIE KaYECTBEHHbIE XapaKTEPHCTHKH, CHCTEMATH3UPOBAHHEIE
IO 3aJaHHBIM IapaMeTpaM AHAIMTHYECKHE JaHHBIE, B TOM YHCIE€ ¥ pEUTHHIH.
OueHke HOMIEKHUT B IEPBYIO OYepefb YPOBEHb MOCTHIKEHHS OOYYaIOIIMXCS MHHHMATIHHO
HeOOXOMUMBIX Pe3ysIbTaToOB, 0003HAYEHHBIX B IENSIX M 3amadax Kypca. OIEHHBAHHIO IOIEIKAT
TaKKe T€ HAIPABICHUS U DPE3YNBTAThl NEATENBHOCTH O00y9arolIerocsi, KOTOPHIE ONMpEIENeHEl B
paboueii mporpamMme y4uTeNs M B HHIMBHIyalbHBIX IporpaMmax oGydarommuxcsa. O6ydarommiics
BBICTYITIAET ITOJIHONPABHEIM CyOBEKTOM OIICHUBAHHSL.

Onua w3 3ama4 neparora - ofydyenne neTeif HaBbIKaM camMooLeHKH. C 3TOH LENbIO YUHTENb
BRIICIACT M IIOSICHACT KPUTEPUH OLEHKH, Y4YMT JeTeli (QOopMynHpoBaTh 3TH KPUTEPHH B
3aBUCUMOCTH OT TIIOCTABJICHHBIX Ilelied W 0COOeHHOCTEH 00pa3oBaTeNbHOrO MPOLYKTA.
IIpoBepka nocturaemelx OOydYaromMMHCS OOpa3OBaTENbHBIX DE3yJIbTATOB IIPOM3BOIUTCS B
caexyromux gpopmax:

1) Texymuii pedIeKCHBHBIN caMOaHATN3, KOHTPOJIb U CAMOOIEHKA 06YYAIONTHAMCS BHITOIHIEMBIX
3aJaHuK;

2) B3auMooneHKa 00yJalomuMucs paGoT APYT Apyra Mk paGoT, BEIIOMHEHHEIX B IPYIIIAX;

3) TeKyIas AMarHOCTHKA U OLIEHKA yUHTEJIEM JAeATEIbHOCTH 00ydaromerocs;

4) HTOroBast OLEHKA HHINBHIYIBHON IESTENBHOCTH 06YYaromerocs YIHTEIEM.

YpoBeHb pasBUTHA y OOYYalOIUXCS JIMYHOCTHEIX KAueCTB OIpPENENAeTCs Ha OCHOBE
CPaBHCHHUS pe3YyNbTATOB HMX JHArHOCTHKH B Hadajle M KOHIE Kypca. C IIOMOIIBIO METOMUKH,
BKJIIOYAIOLICH HAaOIIOIEHHE, TECTUPOBAHKE, aHAIH3 00pa30BaTeIbHON IPOIYKIHH 00yJarOMIXCsl.

BXOIHOH, TeKyllui, HTOrOBEIM KOHTPONb IPEAIONATAIOT KOMIUIEKCHYIO —IIPOBEPKY
00pa3oBaTebHEIX PE3Y/IBTATOB II0 BCEM 3asIBICHHBIM LENISIM U HAIPaBIEHHAM Kypca.

@opmOH  HTOroBOH OLEHKH KaXIOro OOy4aromlerocst BBICTYyHmaeT oOpa3oBaTeIbHAs
XapaKTePUCTHKA, B KOTOPOH yKa3bIBaeTCs YPOBEHb OCBOEHHS UM KaX/[0i U3 LieNei Kypca.

[Ipy KOHTpone B3HaHMM ydYaIUXCs HEOOXOIMMO pas3inyaTh TEOPETHYECKHME 3HAHUS H
IPaKTHYECKHE HaBBIKU pabOTEL

Hexons u3 npennoxeHHbIX popM paGoTEI CIIEAYIOT 0CHOBHbIE METOIbI 00VIeHHs:

1. MoHosioru4ecKkuii: JIEKIHs, paccKa3, KOTOPEIE Yalle HCIONIB3YIOTCS Ha TEOPETHYECKHX
3aHATHAX, MOOHIIU3YET JIeTeH Ha BOCIIPUATHE YCTHON HH(OpMAIIMH.

2. Tnanorugeckuii: Gecena, BUKTOPHHA, IPYNIOBOe OOCY)KICHHE HJIM aHAIM3 IpoekTa. Yame
HCTIOJIB3YETCs IS 3aKPEIICHUs TEOPETHUECKOT0 MaTepuala.

3. IlokasaTejpHBIHi: T@OKa3 IIEAAaroroM OTAENBHBIX ONEpAlui I[O3TAlHO MM  BCei
IIOCJIEIOBATENIEHOCTH COCTaBIIEHUS U 00paboTKH JOKyMEHTA.

4. IlpakTudeckasi paGoTa: CO3JaHHME JOKYMEHTOB, OTpabOTKA OTAEIBHEIX M IIPAKTHYECKHX
IIPHEMOB.



S. Harasiaubiii: moxa3 o6pasIoB JOKYMEHTOB, TOTOBEIX PaGOT BEITYCKHHKOB.

B xavecTBe OCHOBHBIX METOZOB IIPOBEPKH TEOPETHYECKMX 3HAHMH MOYKHO HCIIOJB30BATH
YCTHBII OIIPOC, MUCHMEHHYIO TPOBEPKY M TECTUPOBAHHUE. [ OLlEHUBAHMS IPAKTHIECKUX HABHIKOB
HCIIONIB3YeTCs TIpaKkTHYecKas paboTa, tabopaTopHas paGora.

B xa4ecTBe HETPATUIIMOHHOTO METO(d MOKHO HCIIONB30BATh IUKTAHT.

B kavecTBe MTOrOBOr0 KOHTPONISI MOJKHO HCIIOJNB30BATH IIPOEKT, TJE OTPAKAIOTCS Kak
TCOPCTUYECKUE 3HAHMA, TaK M YPOBEHb MPHUKIAJHEIX HABBIKOB pabOTBl C pasIHYHBIMH
IPOrpaMMHBIMH ITPOIYKTaMH.

YeTHpIi 0npoc OCYIIECTBIIAETCSA Ha KaXKIOM YPOKE, HO OLEHUBATh YYAIIErocs COBEPIIEHHO
He obs3arensHo. CaMBIM IVIABHBIM SBIIACTCS ONPENENEHHE NPOONEMHBIX MECT B YCBOCHHH
y4eOHOro MaTepHaia.

Tecr MOXHO NPUMEHATH HE TONBKO B KAadeCTBE KOHTPOJS, HO M JUIA ITOBTOPSHHS U
3aKPEIUICHUs IPOHAeHHOro Martepuana. O(QPEKTHBHEIM CpencTBOM OOYYEeHMS  SBISETCS
HCIIONBE30BAHNE TECTOB B KA4YE€CTBE ONMCAHUSA KOHEYHBIX DPE3yJbTATOB AEATEIBHOCTH. B 3TOM
IPOABJIACTCS IPUHIMII OTKPEITOCTH 00pa3oBanus. TecT U3 5 BOIPOCOB UCIONB3YIOTCSA Ha KaXKIOM
ypoke. Tect u3 10-15 BompocoB MCmONB3yeTCs IS TeMAaTHYecKoro KoHTpois. Tect mz 20-30
BOIIPOCOB MCIIOJIB3YETCS UL HTOTOBOIO KOHTPOJIS.

Kpumepuii oyenku mecma uz 20-30 éonpocoe:

25-30 mpaBUIIBHBIX OTBETOB - OLIEHKA «5»;

19-24 npaBUIBHBIX OTBETA — OLEHKA «4;

13-18 mpaBUIBHEIX OTBETOB — OLIEHKA «3»;

MEHbIIE 12 MpaBUIBHBIX OTBETOB — OIIEHKA «2 ).

ITpakTuyeckas padora BKmOYaeT B ceOs omucaHue 3a1aHus 6e3 HeoOXOMMMBIX YKa3aH!H, 9T0
N€J1aTh, T.€. ABIAETCS (GOPMOM KOHTPOJIS 3HAHHH.

JIabopaTopsasi pa6oTa CoePKUT AITOPHTM BBIIOTHEHHS 3a/aHNAA U YIAUTHHCS MOXKET 10Ty daTh
He0OXOMMYIO KOHCYJIBTAIIHIO CO CTOPOHBI YUHTES.

Daxkmopbsl, 61UAIOUUE HA OUCHKY:

I'pybas owubxa — IONHOCTHIO HCKAXKEHO CMBICIIOBOE 3HAYCHHUE TIOHSTHS, OIPEICIICHHSL.
Ioepewnocmy — oTpaxaeT HeTOUHBIE (POPMYIHPOBKH, HEYETKOE TIPEICTARIEHIE 00BEKTA.
Hedouem — nempaBuIbHOE IpeJICTaBIeHHAE 00 0GBEKTe, HE BIUAIONIEE KAPIUHAIBHO HA 3HAHHUS
OIIpeJIeNIEHHBIE IPOTPAMMOIA.

Menxue nozpewinocmu — HETOYHOCTH B YCTHOMU M MUCHMEHHON PEUH, HE HCKAYKAFOLIHE CMBICIT
OTBETa UJIH PELICHHUS.

Hopmbst oyenku:

«5» - GesynpedHbIit OTBET TUG0 1-2 MENKHUX IIOrPENTHOCTH.
«4» - gamune 1-2 HemoueTa.
«3» - 1-2 rpy0ble ommMOKH, MHOTO HEOUETOB, MEJIKUX MOTPEITHOCTEH.
«2» - He3HaHWE OCHOBHOTO IIPOrPaMMHOT0 MaTEpHala.
«1» - OTKa3 OT BEITOJHEHHs YYEOHBIX 003aHHOCTEH.
Hannble Gopmbl paboThI ¥ METOMEI 00yUEHHS HOCST PEKOMEHAATENbHELH XapakTep. GOpMBI i
METO/IBI pabOThl C AETHMH TIEAAror MOKET BEIOHPATh CAMOCTOSTENHHO B 3aBUCHMOCTH OT YCJIOBHIA
IPOXXUBAHMUS, CIELU(DUKY YUPEIKICHHS, C YIETOM [OJI0OBO3PACTHRIX 0COOEHHOCTEH JeTeil.



Cnoco0bI OLIeHUBAHUSI YPOBHS A0 CTHKEHHI

3avyerHas pabora «KomMnbioTep H e 10IPOH3BOACTBOY.

1. Yro Takoe JOKyMeHT?

2. Kakue criocoObl MpUMEHSIOTCS TP 0OPMIICHHH JaT?

3. Kakue pazmeps! popmarta Gymard pa3penieHsl K IPUMEHEHHUIO B IETIOIPOU3BOICTBE?
4. ITepeuncnuTe pacriopsaUTeIbHEIE JOKYMEHTEL.

5. K opranu3aniuOHHBIM JOKYMEHTaM OTHOCSTCSL:

6. IIpukas - 310 ...

7. YapexaeHue, XpaHsIiee J0KyMEHTE], Ha3bIBACTCS ...

8. K cripaBovHO-HH(DOPMALIHOHHEIM JOKYMEHTAM OTHOCSATCS:

9. Uro Taxoe pe3iome?

10. Buzp! 1€TOBEIX TOKYMEHTOB.

11. OcHoBHBIE QyHKIIUH CEKpeTapsl.

12. Kakue cTyneHy NOBEIICHNS KBATH(DUKANY CeKpeTapsl BBl 3HACTE?
13. Texuuveckue cpeicTBa CEKpeTapsl.

14. Kakue BUJIBI THCEM BBI 3HaeTe?

IIpakTu4eckoe 3axanue: paboTa ¢ AETOBEIMU JOKYMEHTAMH.
Kpurepuu oneHHBaHNS TeCTA:
3a4eT NOTydaroT y4yalliecs, KOTOpble OTBETHIIN IIPABHIIBHO M HOAPOOHO
Ha 10 1 Goree BOIPOCOB U3 NPEUIOKEHHOTO TECTA U BBITOIHUBIIHE IPAKTHYECKYIO YaCTh.



PABOYNU YUYEBHBIU IIJIAH
10 JOTOJIHUTEIbHOMH 00meo0pa3oBaTe/bHOI 00 epa3sBUBAIOIIENl MPOrpamMme
TEXHHYECKON HanpasjJeHHOcTH «KoMNbIoTEp M Ae/IONPOU3BOACTBO»

Jr\lr;ln IIpemver (pa3zen) KonuuecTBo uacon
1, Jlenonpou3BoacTBO 46
o WupopMarmoHHbIE TEXHOJIOTHH 54
3 DK3aMeH ' 2
HUTOI'O: 102
YYEBHO-TEMATHUYECKHUM IUIAH
10 JOTIOJTHUTEIbHOI 00meobpazoBaTe/IbHOI 00mepasBuBaOMIell Nporpamme
TeXHHYECKO0# HanpasJaeHHoCcTH «KoMIbIoTep U 1eJIONPON3BOACTBO»
IIpeamer — «/le10npon3BoaCTBO»
Ne TEMA KonmugecTBo yacoB
n/n TEOpHs | TpaKTHKA | BCEro
1. Brenenue
Leots BBenieHue B 1€IONPON3BOACTBO | 1 | - | 1
2. OcHOBBI 1e10NPON3BOACTBA. BHABI J0KYMEHTOB
Dol JIOKYMEHTBI JIMYHOr0 XapaKkTepa
2.1.1. | ABrobuorpadusi, pesrome 1 2
2.1.2. | 3agpnenwue. Bunsl 3asBnenuit 1 ¢}
2.2, HNndopMannoHHO-cCIPaBOYHBIE NOKYMEHTHI
2.2,1. | CrpaBka 1 2 3
2:.2.2. OOBsicCHUTEIbHAS 3aITHCKa, JOKIIaqHas 3alucKa 1 2 3
2.2.3. | JIOKyMEHTBI CPOYHOTO XapaKTepa 1 - 1
2.2.4. | CoBpeMeHHOE JIIOBOE IIHCHEMO 2 5 7
2.2.5. | IIpoTokom, akT 1 3 4
2.2.6. | CaMOCTOSATENBHOE BEIIOJHEHHE paGoT - 6 6
2.3. PacnopsizuTebHble JOKYMEHTBI
2.3.1; Knaccuukauus pacropsIuTeNIbHBIX JOKYMEHTOB 1 - 1
2.3.2. | Ilpukas 1mo OCHOBHOM J€ATEIbHOCTH 1 3 -+
2.3.4. | CamocCTOSATENbHOE BEITIOTHEHHE paboT - 3 3
2.4. J{OKYMEHTBI 10 JIMMHOMY COCTABY 2 3 S
2.5, Opranuzanus 1oKymMeHT0060poTa 1 1 2
HUTOI'O: 14 32 46

Copep:xaHue MporpaMMel
IIpeamet — «/lestonpou3BOACTBO

Pasnen 1. Beenenne

Tema 1.1. BBenenue B 1eJ10MpPON3BOACTBO
IIpaBuiia Texuuku GesomacHOCTH NHpH paboTe Ha Kommbiotepe. Opranusamus pabodero
MecTa. FIcTopHs pa3BHTHA N€ONPOU3BOJACTBA. TEPMUHEL U ONPEIENICHHS IPEIMETA.



., Tema 2.3.4. CamocTosITe/IbHOE BBINOJHEHHE PadoT

Pexomengyembie npakTHYecKHe padoThI
CoctaBnenne u odopMiIeHHE INIpPHKa3a IO OCHOBHOM HEATEIHHOCTH. BBINMCKHA W3 MpHUKa3a.
CocraBieHHe APYTHX BHJOB PACHOPSAUTENBHBIX JOKYMEHTOB.YIPaXXHEHHS IO O(GOPMICHHUIO
JIOKYMEHTOB ¢ oOpasiia. [leuaTp JOKyMEHTOB.

Tema 2.4. JIoKyMeHTbI 110 JMYHOMY COCTABY

[lpukasel IO JMYHOMY cOCTaBy (IIPHEM, IEPEBOJ, YBOJBHEHHE). ODTalbl NOATOTOBKH
IPHKa30B II0 JHYHOMY cocTaBy. CocTaB M 0COOEHHOCTH O(GOPMIICHUS PEKBH3UTOB IPHUKA30B II0
nr9HOMY cocTaBy. OpopMIIeHHe IPUKA30B 10 TUYHOMY COCTaBY.

Tema 2.4.1. CamocTosiTe/IbHOE BBINOJHEHNE PAadOT

Cocrasnenue u odopMIeHHE IPUKA30B [0 JIMYHOMY COCTaBY (IIPHEM, IEPEBOJ, YBOJILHEHHE).
ITeyaTs mOKYMEHTOB. 3alIOIHEHUE YHU(DUIMPOBAHHBIX (OPM JOKYMEHTOB.
Tema 2.5. Opranusanusa J0KyMeHT0000poTa

CoBpemenHoe mpexcTaBieHHe 00 — opraHM3anud  JOKyMeHTooGopora. OGpaGoTka
BXOJISIIIMX, HCXOAAIINX M BHYTPEHHUX JOKYMeHTOB. HoMeHkaTypa aei.



YYEBHO-TEMATHUYECKHA IVIAH
0 OMOJTHUTEIbHOM 00 eo0pa3oBaTebHONH 001 epa3BUBAIOIIEH NPOrpaMme
TEXHHYECKOH HanpaBjieHHOCTH «KoMINbIoTep M AeI0MpOU3BOACTEO»
ITpeamer - «IHdopManHOHHBIE TEXHOJIOTHHI»

KomruectBo wacos

TCOPHUA IIPaKTHUKaA BCCT'O

BBoxroe 3ansarue. [IpaBuna paGoTh! 38 KOMITLIOTEPOM.
YCTpoHCTBO MEPCOHAIBEHOTO KOMITBIOTEPA.
Opranusaiys pabots! B cpene Windows. Cucrema 0koH
U MX BUIBI. YIIPaBICHHE OKHAMH.

@aiinoBas cucTeMa. Y CTPONCTBA XPAHEHHS
2. | uadopmanun. Jucnerdep 3aga4y. OTpaboTKa HABEIKOB 2 2 4
BBOJa HHPOPMAIIUH C IOMOUIBIO KIIaBHATYDHI.

Cosznanue oKyMeHTOB B perakTope MS Word.
®opmatupoBanue mpUPTOB. 3HAKOMCTBO C

3, 1 g 4
HA3HAYEHHUEM BKJIAJKH «IJIaBHas» B mporpamme MS
Word.
4. | Cozganue u popmarupoBanue Tabaui B MS Word. 2 12 14
5 Cosnanue u opopmiIeHHe JOKYMEHTOB ¢ IIOMOIIBIO 1 7 g
" | TexcToBoro penakropa Word
6. O6paboTka HHOPMANUH C TOMOIIBIO TAOTUIHOTO 5 6 g

npoueccopa Excel

7. | Co3nanue npeseHTanuii B mporpamme Power Point 1 3 4

PaGora B cetu MaTepHeT. Co3nanue 31eKTpOHHON
104Tel. OTIpaBKa U MOJIy9YEHHE dJIEKTPOHHON IIOYTEL

HUTOI'O 14 40 54

Tema 1. Beoanoe 3ansTue. IIpaBuia paGoTsl 3a KOMIIBIOTEPOM.
YerpoiicTBo nepcoHaibHOro Komnpiotepa. Opranusauus paéorsl B cpeae Windows.
CucTreMa OKOH M MX BHABL. YIpPaBJeHHe 0KHAMH.

TpeGosanus GezomacHocTH Tpyha B yd4eOHOM Kiacce W Ha pabodeM MecTe. OCHOBHBIE
IpaBUiIa EKTPOOE30NacHOCTH. Ileppas IOMONIB IIPH IOPaKEHHH 3IEKTPHYECKAM TOKOM.
[pusnun  paboTel KOMIbIOTEpPA. AINApaTHEIE CPEJCTBA IIEPCOHANBHOTO KOMIBIOTEPA M HX
OCHOBHEIC ()yHKIHMH. TeXHMYECKHE XapaKTEPUCTHKH KOMIbIoTepa. IlepubepuitHple ycTpoiicTaa.
Krnasnatypa kommbrorepa. HasHadenwe KIIaBHIN Dasid4HBIX (YHKIHOHATBHBIX 30H. MBIk,
IIpaBuna paGoTel 3a KOMIBIOTEPOM. YXOX 3a KommbioTepoM. Opranmsaius paGoTHl B cpene
Windows. CructemMa OKOH ¥ MX BUABL YIIpaBIeHHE OKHAMH.

Tema 2. @aiiioBas cucrema. Yerpolictsa xpanenust uadpopmanuu. Jucneryep 3axau.
OT1paloTka HABLIKOB BBOAa HH(OPMALUH ¢ IOMOIIBI0 KJIABHATYPEI.

Pons nepconanpnoro xommeorepa (I1K) B coBpemeHHOM MH(GOPMAMOHHON TEXHOIOTHH.
Wudopmanonaple TeXHOTOTHH; UX d(dextuBHOCTE. DaiinoBas cucrema. OO6IIHE CBEIEHHS O
Microsoft Windows. IlpunHnumer paGoTsl ¢ mpmuoxkeHHsMH Windows. DIeMeHTH OKHa
npunoxenns Windows. PaGoTa ¢ MeHI0: BBIIafalomee MEHIO, IIOAMeHO. [1aHeu HHCTPYMEHTOB.
Omnwucanue paGoyero crona. 3amycK NPUKIAIHBIX IPOrpaMM. 3aBepiieHue paboTsl. [lanens 3amnad u
ee oneMeHTsl. [lepexrouenue mMexmy mporpaMMamy. Jlunanorossie okHa. OKHO mporpammsl Moit
Komribrotep. aifiel, manku u aucku. IlepeMenieHune 1o mamnkam, IPOCMOTP COAEPKMMOTO TIATIOK.
Oxuo nporpammer IIpoognuk. Onepanuu ¢ nankamu U $aiiaMu: co3qaHue MaKu, KONHPOBAHHE
¥ IIEPECBUIKA NAnoK ¥ (aiiioB, mepenMeHOBaHNe IIaloK U (aitios, ynainenue. Bydep obmena u
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Pa3en 2. OCHOBBI JeJIONIPON3BOACTBA. BuAbI 10KYMeHTOB
Tema 2.1. JIokyMeHTBI JIMYHOT0 XapaKTepa

Tema 2.1.1. ABToOnorpadus, pesrome

Omnpenenenne, HasHadenne aBToOMorpaduu, pestome CocTaB pekBH3UTOB. TpeGoBaHUS K

O0(hOPMIIEHHIO TOKYMEHTOB.
Tema 2.1.2. 3agBaenue. Buas! 3asgpiienuit

Onpenenenve, HasHaueHue 3asgBneHns. Bunsl 3assnenuil. Cocras pexBusutoB. TpeGoBanus
K 0OPMIIEHHIO PEKBU3UTOB Pa3IMYHEIX BUJIOB 3asBJICHHUIA.

Tema 2.2. UndopMannoHHO-CIPABOYHbIE JOKYMEHTHI

Tema 2.2.1. CnpaBka
Omnpenenenye, Ha3HaYeHye CIpaBKy. Busl cipaBok. OCOOEHHOCTH COCTABIIEHHS JOKYMEHTA.

Tema 2.2.2. O0bsICHUTEJIbHAS 3aHCKA, JOKJIAHAS 3aIIHCKA
Omnpenenenne, HasHaueHwe, BHABI 3amucoK. OcoGeHHOCTH cocTaBieHus TpeGoBaHHS K
0(OPMIIEHUIO PEKBU3UTOB.

Tema 2.2.3. JIokyMeHTBI CPOYHOIr0 XapaKTepa
Teneponorpamma. OcobennocTy cocraBiaenus TeneporHorpammel. TpeGoBaHusS K 0QOPMIECHHIO
peKkBU3HTOB Tenedonorpammsel. OdopmieHHe TenehOHOrPaMMEL.

Tema 2.2.4. CoBpemMeHHOE€ €JI0BOE MHCHLMO
CospemenHoe JnenoBoe mnuceMo. OmpelencHHe, Ha3HAueHHE CIyKeOHBIX IHCEM. Bumbl
CITy’K€OHBIX MHCeM. PeKBHM3HUTEHI CiIy)eGHBIX muceM. OCHOBHBIE CBEIEGHHS O IOITOTOBKE TEKCTa
ciayxebHoro nmucekMa. OGopMIIeHHe pa3IUYHEIX BHIOB CIIy)KEOHBIX ITHCEM.

Tema 2.2.6. IIpoToxo, aKT
Omnpenenenue, HasHadeHUE IIPOTOKONA, akra. COCTaB U OCOGEHHOCTH O(OPMIICHHS
PEKBU3UTOB. BEIMTHCKA U3 IPOTOKONIA.

Tema 2.2.6. CaMocTosITe/TbHOE BHINOJIHEHHE paboT

Pexomenayemble NpaKkTHYIeCKHE PAGOTHI
Cocrasnenne ¥ 0QOpMIIEHHE: CIPABOK, JOKIAIHBIX M OOBSICHUTEIBHBIX 3aIUCOK, PA3THYHBIX
BUJIOB CIIy)KEOHBIX IHCEM: BXOMAIMINX, HCXOIAIMX. YIIPaXKHEHHS [0 0QOPMIIEHHIO JOKYMEHTOB C
obpazua. [Teyats TOKyMEHTOB.
Cocrapnenue u oQopMIIEHHE IIONHOTO M KDPAaTKOTO IPOTOKOJIA, BHIIHCKHM H3 IIPOTOKOIA.
Cocrasnenue akta. Y IpaXXHEHHS 110 0OPMIICHHIO JOKYMEHTOB ¢ 00pasua. [leyaTs JOKyMEHTOB.

Tema 2.3. PacnopsaurejbHbIE JOKYMEHThI

Tema 2.3.1. Kinacengukanus pacnopsauTe/bHbIX J0KYMEHTOB
Knaccuduxanus pacHopsiuTENbHBIX JOKyMeHTOB. OOumme TpeGOBaHMS K pPEKBH3HTAM.
OTarnbl noAroToBKUA. Oco6eHHOCTH 0 OPMIICHHSL.

Tema 2.3.2. IIpuka3 o 0CHOBHOI AeATEILHOCTH

Omnpenenenne, HazHaueHWe Ipukasa. [Ipuka3 1o ocHOBHOM nesTenbHOCTH. TpeGoBaHHSA K
0(OPMIIEHHIO PEKBM3UTOB IIPUKa3a 110 OCHOBHOH JESTEILHOCTH. Bremucka u3 mpukasa mo
OCHOBHOH JesATeIbHOCTH. PEKBU3UTEI 1 TpeGOBaHUSA K HX 0 OPMIIEHHIO.



kop3uHa. Ilomck mamok u (aitnoB. Ycrpolicta XpaHewus uxpopmaruu. Jlucmeryep 3aiad.
OtpaboTKa HABBIKOB BBOJIa HH(POPMALMK C IIOMOIIBIO KIIABHATYPBI.

Tema 3. Co3znanue qoKyMenToB B peaakrope MS Word. ®opmaTupoBanue pudTos.
3HAKOMCTBO ¢ Ha3HAYEHHEM BKJIAJKH «rjiaBHas» B nporpamme MS Word.

Pa6oTa co cpaBouHoii cuctemoit Windows. Brimonaenue onepauuit ¢ oxkaamu. [Ipocmotp
Aok ¢ IOMOIIBI0 IporpamMMbl «Moi KoMmblOTep». BhINONHeHHE omepanuii ¢ Qadnamu u
nankamu. OyHKIHOHAIBHEIE BO3MOXHOCTH pefakTopaWord.3amyck penakropa. CTpykTypa OKHa.
Onucanne 571eMEHTOB OKHa. IlaHenu wuHCTpyMeHTOB. CrpaBoyHas CHCTEMa, MOMOIIHMK.
TexHoMOrHs paboOTHI ¢ TEKCTOBEIM H0KyMeHTOM. OdopMIIeHHe CTpaHUIIEL Y CTaHOBKa II0Jied. BBox
TekcTa. Ilepememenue Kypcopa. [IpokpyTka Tekcra. Mcmpasnenue opdorpaduueckux ommOoK.
ABTo3amena. OTKpEITHE, 3aKpBITHE, COXpaHEHHe NOKyMeHTa. OTMEHa BEINONHEHHBIX ICHCTBHH.
I[Ipuemsr popmatupoBanus. PopmatupoBanue ab3anes. Hymepans, CIHCKH, MapKepPEL.

Tema 4. Coznanne u popmarupopanne Tadun B MS Word.

Pa6ota ¢ Tabmuuamu. Cosnanve TaOmuipl. BeTaBka pucyHKa B HOKyMeHT. IlepeMenienue
pUCYHKAa W H3MeHeHHe pa3MepoB. [IpakTideckue paGoTHI MO CO3JaHHMIO M (OPMAaTHPOBAHMUIO
Tabmum,.

Tema 5. Co3xanue JOKyMEHTOB ¢ IOMOIIBI0 TeKCTOBOro pegakropa Word

Cocrasyienue, ohOpMIICHHE, pellaKTUPOBAHUE JOKYMEHTOB C IOMOIIBIO TEKCTOBOTO pPEeIakTopa
Word.

Tema 6. O6padoTka nHpopManun
¢ moMombI0 Tabau4Horo npoueccopa Excel

TabnuuHble MPOLECCOPHI KakK CpeACTBO 00paboTKH (PHHAHCOBO-O5KOHOMHUYECKOW U
cTaTHCTHYECKOM noxymenTaiwu. Tabmrunsit nporeccop Excel. OcHOBHEIE TEpMUHEL: SJIEKTPOHHAS
Tabnuma, paGodas KHura, paboumil JIHCT, Sdeiika, agpec AYeHKM, aKTHBHas sd4elka. 3amyck
nporpammel. [laHenn HHCTPYMEHTOB. BBOZ TaHHBIX B S9EHKH SIEKTPOHHON TaOIHUIBI IO CO3MAHUIO
pabodero amcTa, M0 PeIaKTUPOBAHMIO Pabodero JIKCTa, 10 M3MEHEHHIO BHEIIHErO BH/A TaGIMIIbL.

Cosmanue auarpamm. THIIBI AuarpaMM M HX HCIONb30BaHMe. IlapameTpel quarpamMMer:
3aroJIOBKH, OCH, IHHUH CETKH, JIET€Ha, ITOJIIUCH JaHHBIX. BBIIIOIHEHHE BEIYHUCIIEHUH ¢ IIOMOIIBIO
TabMHYHbIHA nporeccopa Excel.

Tema 7. Coznanne npesenranuii B nporpamme Power Point
3HakoMcTBO ¢ mporpammoit PowerPoint. IIpHHIHIIEI cO30aHKs IPOCTOMR IIPE3EHTALIHH.

Tema 8. Pa6ora B cern Muteprer. Co3nanne 3JIeKTPOHHOMH Mo4Tkl. OTHpaBKa U
MOJIy"YeHHe 3JIEKTPOHHOI MOYTHI.

IMonsatue cetu MuTepHeT. HasHadeHHe ¥ BO3MOXKHOCTH Pa3IMYHBIX CEPBHUCOB. DJIEKTPOHHAS
nouta. JJoCTOMHCTBA 3NIeKTPOHHOM mouThl. Ilepenaya HHbOpMaLUH.

NEPEYEHDb YYEBHO-MATEPHUAJIbBHOI'O OBOPYJTOBAHMS
CIIEUAJIBHOCTSD «IEJJOITPOU3BOAUTEJIb»

Peanusaliys mporpamMMB! JUCLUIUIHHEL TpeOyeT Haluuns KaOuHETa JEeIOIPOU3BOACTBA.
O6GopynoBanne ka0HMHeTa AeJIONPOU3BOACTBA:
- pabouee MecTO 00yHaroIuXCs;
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- pabodee MecTO IperoiaBaTeris;

- KOMILIEKT y4eOHO-METOMYECKOH IOKYMEHTALIHH;

- KOMIUIEKT OJIaHKOB, 06pa3Il0B OCHOBHBIX JOKYMEHTOB;

- KOMIIBIOTED;

- IPUHTEP;

- CKaHep;

- TaMUHATOP;

- HaOOpBI KAHIEIAPCKUX PUHAIICKHOCTEH, B T.4. TAIKKA Pa3HBIX BUJIOB.
Y4ebnuple mIaKaThbl:

KommbroTep u 6e30macHOCTb.

Knasuarypa [IM.

Crpyxkrypa IIK Ne 1.

Crpyxkrypa ITK Ne 2.

OcHOBHBIE 3TaIbl KOMIIBIOTEPHOTO MOJIECTHPOBAHHSL.
ba3oBele anropuTMHYECKUE CTPYKTYPEL.
Apxutextypa IIK: cmenHas mara.

Apxutektypa [IK: ycTpoiicTBa BHEIIHEH TaMATH.
O6paboTtka napopmaryu ¢ momomsio [1K.

. Apxurektypa IIK: ycTpoiicTBa BBO1a-BBIBO/IA.
. Iloxonenus ITK.

MaxeTts!I 1 060py0BaHue:
[IpuHTEp MATPHYHEIA.
ITpunTep nazepHsIit.
Ckanep.

penep.

Pa3gaTouHbIii MaTEpHAJI IO TEMAM:

JIOKyMEHTBI INYHOTO XapaKTepa.

JIOKyMEHTEHI 110 JITUYHOMY COCTaBY.
Opranu3anoHHO-PaCIOPSAUTEIBHEIE JOKYMEHTEL
Opranuzanus JOKyMeHTo000poTa.
PacniopsauTtenbHble JOKYMEHTEL.

PexBusutsl. brnankuy.

CrnpaBouHO HHPOPMAIOHHBIE JOKYMEHTEL.
TexHuka nucema.

VY CTpoHCTBO KOMITBIOTEPA.

Texnudeckue cpeacrpa o0yueHusi:

- T1K;
- IPOEKTOP;
- MyJIbTUMEIUNHAS JOCKA.

29100 = O th i R RO =

MyabsTUMeauiiHbIe caaiabI:

Buner moruTopos (13 cnaitnos).

VYerpoiictBo kommbroTepa (18 crnaitnos).

Knasuatypa komnerotepa (30 crnaiiios).

[TpunTeps! 1 ux BUE! (21 ciaiin).

Tabmumer Excel (10 cnaiinos).

O6paboTka noxymenToB (11 craiios).

CpencrBa pa3MHOXKEHUS JOKYMEHTOB (21 ciaiin).
Odopminenne oKyMEHTOB JIHYHOro Xapakrepa (12 crnaiiios).
Odopmnenue nporoxona (11 caitmon).
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JuazrnocmuyvecKuil UHCHPYMEHMApUil

Jis ompeneneHus YPOBHS OCBOSHHS IIPOTPaMMBI M OBJIAZIEHUS KOMMYHHKATHBHBIMU

HABBIKAMH HCITOJIB3YETCS TUAarHOCTHKA, COCTOSAINAs U3 TPEX ITaIlOB.

L IlepBuyHasi AMArHOCTHKA IPOBOJUTCS B CEHTAOpE. 31€Ch ONMpENENIeTCs, KaKue 3HaHMus,
YMEHHs ¥ HaBBIKM eCcTh y peOeHKa, HAaCKOJIBKO pasBuTa KyJAbTypa TpyZHa, OIIBIT
COTPYIHMYECTBA. A TaKKe IUIAHUPYeTCs MHAWBHIyalnbHas paboTa II0 PasBUTHIO
coco0HOCTEN HAETEN.

2 IpomexkyTouHasi AUATHOCTUKA IIPOBOJUTCS B siHBape. EE Ienb — ONpeaenuTh CTENEHb
ocBOEHHUST 00pa30BaTEeNIFHON IIPOTPaMMBI, CKOPPEKTHPOBATH CTEIEHb €€ CIIOKHOCTH C
YUETOM WHIUBHAYAIBHEIX oOcoOeHHOcTel nerei. OneHuBaeTcs IUHAMHKA YMEHUS
OpraHU30BBIBATE CBOM TPYX, KOHCTPYKTMBHO OOINATECS C APYTUMHU BOCITHTAHHUKAMH.

3, Hrorosasi JUArHOCTUKA IIPOBOAMTHECA B Mae: OIPENENAETCS YPOBEHb OCBOCHHUSA
IpPOrpaMMBbl, PE3yJIBTATUBHOCTE 00pa30BaTENBHOIO IIPOLECCA, BBIABIAIOTCA Hamboee
CIIOCOGHBIE JIETH, INITAHUPYETCS HHAUBHIyabHas paboTa ¢ HuMH. OIeHHBAETCA Pa3BUTOCTh
OOIIeHUs], yMEHHE OLIEHUBATH U KOPPEKTUPOBATh PE3YJILTAT CBOETO TPY/Ia.

ITo pe3ynomamam QuazHoCHUKYU oOnpedenaromcea ciedyiouiue yposHu:

B — BoIcOKHH: peGEHOK CaMOCTOSTENBbHO BBIIONHSET paboTy, IOJHOCTBIO BIANEET
[OJIyYEHHBIMH 3HAHUSIMH, YMEHMSMH, HaBBIKAMH. TpYyHOBBIE HABHIKA HaXONATCS Ha BBICOKOM
ypOBHE (CaMOCTOSITENIPHO ILIAHUPYeT pe3yldbTaT CBOSH paboTEl, CIOCOOBI €ro JOCTHIKEHHS).
KoMMyHHKaTHBHEIE HABBIKH BBICOKO Pa3BHUTHI (OXOTHO BCTYIAeT B OOIIEHHE, BEXKIMBO O0MIaeTCH
CO B3pOCIBIMH, yMEET CIymlaTh M JOrOBapHBaThCA C MOPYTHMH JETBMH, HMMEET OIIBIT
COTPYIHHYECTBA H COTBOPYECTBA).

C — cpenuuii: peGEHOK BBHIIONHSAET pabOTy € IOMOILIBIO IIEJarora, 4acTUYHO BIALEET
[ONTYYEHHBIMU 3HAHUSIMH, YMEHHUSIMHY, HaBbIKaMi. KOMMYHMKaTHBHBIE HABBIKH Pa3BUTHl YaCTHYHO.
TpynoBble HABBIKK HAXOJSITCS Ha CPeJHEM ypOBHE (IIaHHpPYET paboTy U CIocol €€ BHIIONHEHHUS
P [TOMOIIY Ie/1arora).

H — auskuii: He BIageeT npuéMamu paboThl, 3HAHUSMHU, YMEHUSAMH, HaBBIKaMH. TpyloBBIE
HABBIKH HAaxOIITCS Ha HH3KOM YpOBHE (IIOCTOSHHO HYXKIAE€TCi B IIOMOINM M KOHCYJIbTAL[UAX
TeNarora). ‘

Yposenw yceoerun npozpammei (cpynna Ne__, npeomem )
DaMuIus, UM Tema | Tema | Tema | Tema | Tema$5 | Tema6 | Tema 7
pebenka 1 2 3 4

Ha ocHOBe MMAarHOCTUKH, IPOBOJUMOMN IIOCIE H3YyYCHMs KaXKJOHW TEMBI, COCTaBJIAETCS
cBOJIHAs TabuIa ypoBHS YCBOSHUS 00pa30BaTeNIbHON IPOrpaMMEI IT0 KaXKIOMY KPYIKKY.
Ceo0Haa mabauya ypoeHa yCe0eHUA NPoOZPaAMMbL

(epynna Ne__, npeomem )
[lepBuunas [IpomexyTouHas Wrorosas
Damunus, UM
JUarHOCTHKA JIMarHOCTHKA IIMarHOCTHKa
pebenka @
(cenTa6pB) (stHBapb) (matt)

Oobpadomka pe3ynbmamog QUAzHOCHIUKU:
1. TlomcuuThIBaeTCA KOJIMYECTBO IOJIOKHTENBHBIX ITOKa3aTeNlel B KaXKIOM CTOJIOUKE (BBICOKHUI
U CpeIHUU YPOBEHb).
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2. IlomydeHHBIE IOKA3aTEIH CKIIAABIBAIOTCS.
3. CymMa jienuTcs Ha MIEabHBIH pe3ysbTaT (KOMHYECTBO Ipad) YMHOKEHHOE HA KOJTHYECTBO
oOyvaromuxcsi).
4. TlomyyenHoe uncio ymHoxaercs Ha 100.
Hcnonb3sys monydeHHsIe JaHHBIE, MOXKHO CYIHUTb O JUHAMHKE yCBOEHHS 00pa30BaTeNbHOM
IPOrPaMMEL.

Ceoonan mabnuya noxkasameneii OUAZHOCIUKYU «YC60eHUE NPOZPAMMBIY»

(v}

Ne kpysxkka ' CeHTA6DE SluBaps Mait

Yposenov mpyooevix HaebiK06, HAGLIKOE OOUIEHUA U KYJIbIYPbI NOGEOCHUA

(epynna Ne__, npeomem )
Qamuius, uMs TpynoBeie HaBBIKH HaBrixu o6menus Kynerypa
pebenka IIOBEICHUS
CeHTs0 | AHBa | Ma | CeHTSO | siHBa | Maif | ceHTd | sHBA | Ma
pb pb 51 pb Db Opb pb 51

Kapma camoouenku u ouenku nedazozom KOMnemeHmHocmu pedenKa.
PeGEnKy npeqiaraeTcs OLEHUTD 110 NATHOAUIBHON MIKATE HONYyYEHHBIE B IIPOIECCE 00yUeHHUs

3HaHWUs ¥ yMeHHs. BeiaeTcs Giank KapThl CO CIETYIOIIME BOIIPOCAMH:

1. OcBoun TeoperudecKkuit MaTepuai IO pasfenaM M TeMaM Iporpammsl (MOTy OTBETHTh Ha

BOIIPOCEHI II€J]arora).

2. 3Haro creluaabHbIe TEPMUHBL, HCIIONB3YEMBIE Ha 3aHATHSIX.
Hay4wicst ucronmb30BaTh II0IyYEeHHEIE Ha 3aHATHSX 3HAHMS B IIPAKTHYECKOH IeATENIBHOCTH.
YMeI0 BBIIONHUTG NMPAaKTHYECKHE 3afaHus (YIPaKHEHHs, 3aJadd, OIBITHI), KOTOPHIE IaeT
IIe/1aror.
5. Hay4umiics caMOCTOSITENIBHO BBIIONHSATE TBOPUYECKUE 3a0aHHUS.
6. YMEr0 BOIIOIATH CBOK TBOPYECKHE 3aMBICIIEL
7. Mory Hay4uTb IPYTHUX TOMY, YeMy HAYUHJICS CaM Ha 3aHATHSIX.
8
9.
1

P 1

Hayunnecs corpyaandath ¢ peGsTaMu B pelIEHHH II0CTABIEHHbIX 3a/1aY.
Hay4auics nomy4aTs HHGOPMAIHIO U3 Pa3IMYHBIX HCTOYHHKOB
0. Mou nocTHKEHUS B pe3y IbTaTe 3aHsITHIA.
Cmpykmypa eonpocoe:

- IyHKTHI 1,2, 9 - OIBIT OCBOEHUS TEOPETUIECKOU HHBOPMAIIHH;
- IYHKTBI 3,4 - OIBIT IPAKTHYECKOH AeATeTbHOCTH;
- IIYHKTEI 5,6 - OIIBIT TBOPUYECTRA,;
- IIyHKTHI 7, 8 - OIIBIT KOMMYHUKAIIHH.

HaHHyio KapTy 3amosHseT peGEHOK, 3aTeM IIearor, BBICTYIAIOLIMN B KadecTBE SKCIEPTA.
Camoonenka  ofydaromerocs M ONEHKAa  Iarora  CyMMHpYIOTCS,  BBIYHCIIAETCS
cpenHeapu(pMETHUECKOE MO KKION XapaKTEPUCTHKE.
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