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1. MACHOPT IMPOT'PAMMBI YUEBHOM JIUCHOUTLIAHBI
«EH.02. ”TH®OOPMATUKA U HTHOOPMAILIMOHHO-
KOMMYHUKAIIMOHHBIE TEXHOJIOTI'UA
B IPO®ECCUOHAJILHOM JEATEJbHOCTH»

1.1 ObaacTh NpUMEHEHUSI TPOTPAMMBI

[Iporpamma y4eOHON AMCIUIUIMHBI SIBISIETCS YAaCTHIO MTPOTPaAMMBbI TTIOATOTOBKHU
CTCIMATUCTOB cpefaHero 3BeHa B cooTBercTBHH ¢ PI'OC mo cnenmmambHOCTH
cpennero npodeccuonanbHoro oopazoBanus  44.02.02 IIpenogaBanue B Ha9aIbHBIX
KJIaccax yYIJIyOJICHHOM IMOATOTOBKH YKPYIMHEHHOM TpyIiibl criennanbHocter 44.00.00
OOpa3oBaHuE U MEIArOTUYECKUE HAYKH.

1.2 MecTo y4eOHOI NUCHUILIMHBI B CTPYKType NPOrpaMMbl NMOATOTOBKH
CICLMAJINCTOB CPEIHEro 3BeHa:

Vyeonas gucuummHa EH.02  «MHpopmatnka u  uH(OpPMAIMOHHO-
KOMMYHUKAIIMOHHBIE TEXHOJIOTMH B MPO(ECCHOHATBHON AEATENbHOCTH» BXOAUT B
COCTaB MAaTeMAaTUYECKOTO W OOIIEr0 €CTECTBEHHOHAYyYHOTO IMKJa, SBISACH
00s13aTeIbHON AUCHUITTIMHON 00pa30BaTeIbHOM POrpaMMBl.

W3ydyenne naHHOTO y4eOHOro Kypca SIBISeTCS HEOOXOAUMOW OCHOBOM MJis
HOCIEAYIOWEr0 HM3Y4YeHHUs JUCUUIUIMH (mpakTuk): OCHOBBI MaTeMaTUYECKOM
00pa0oTKu MH(pOPMALIKH, a TAKXKE IS IPOXOKACHUS YUEOHON U MPOU3BOJICTBEHHON
IIPaKTUKH, IIOATOTOBKH CTYACHTOB K TOCYIapCTBEHHOM UTOTOBOM aTTECTALINH.

1.3 ean u 3aga4M y4eOHOI TMCUMIJIMHBI — TPeOOBaHUS K pe3yJbTaTaM
OCBOCHUSA Y4eOHOU IMCHUTIIUHBI:

Ilensvio OuCYUNIUHDL ABJISICTCS COZIeiCTBUE CTaHOBJICHHIO
npo(ecCHOHaNbHON KOMMETEHTHOCTH Neaarora 4epe3 (popMupoBaHHE LETOCTHOIO
IpPEJCTaBICHUS O POJM HH(POPMALMOHHBIX U KOMMYHMKAI[MOHHBIX TEXHOJIOTUN B
COBPEMEHHOM OOUIECTBE U NMPOQPECCHOHATBHOMN IEATEIbHOCTH HA OCHOBE OBJIAJICHUS
UX BO3MOXXHOCTSMM B PEIICHUU MPOPECCHOHAIBHBIX 337a4 U IMOHMMAaHUS PUCKOB,
COIPSKEHHBIX C UX IPUMEHEHHUEM.

3aoauu OuCUUNIUHDL:

— CTUMYJIMpPOBaTh (HopMHpOBaHHE OOIMIEKYJIbTYPHBIX KOMIIETEHIMH uepes:
pa3BUTHE KYJIbTYPhl MBILIUICHUS B aclieKTe NHPOPMAIMOHHON KyJIbTYpPbl; OBJIaJCHHUE
OCHOBHBIMH METOJ[aMH, CIIOCOOAMU M CpEACTBaMHU paboThl ¢ HHPOpMaIUEH;
pa3BUTHE CIIOCOOHOCTM CO3HAaBATh ONACHOCTHM M YIPO3bl, BO3HUKAIOIIME B
MH(OPMAIMOHHBIX MPOLECCaX;

— o00yyaTh yMEHHUSM NPUMEHATh, AHAIMU3UPOBATH, NPEOOPA3OBHIBATH
MH(OPMAIMOHHBIE MOJIENIA PEAbHBIX OOBEKTOB U MPOLIECCOB, UCTIONb3YS MPU FTOM
UH(POPMAIIMOHHBIE U KOMMYHHKAIIMOHHbIE TEXHOJIOTHH, B TOM YHCIIE IPU U3yUYECHUHU
JAPYTUX IKOJbHBIX JUCLUIUINH;

— pa3BUBaTh MO3HABATEIbHBIE MHTEPECHI, HHTEIUIEKTyAIbHBIE U TBOPYECKUE
CHOCOOHOCTH IMyTEM OCBOCHMSI U UCIOJB30BAaHUS METOJ0B MH()OPMATUKH U CPEJICTB



WH()OPMAITMOHHBIX M KOMMYHUKAIIMOHHBIX TEXHOJIOTHH TPHU M3YyYCHUH Pa3IAIHBIX
y4€OHBIX MPEIMETOB;

— ((dopmupoBaTh cucTeMy 3HaHM, YMEHMH U HaBBIKOB B cdepe
WHOOPMAIIMOHHBIX W  KOMMYHHUKAIIMOHHBIX  TEXHOJOTHMH  HUCIOJIb3yEeMBIX B
o0pa3oBaHuu;

— (¢opMUpOBaTh MOTHUBALIMIO K HCIOJIB30BAHUIO HMH(POPMAIMOHHBIX H
KOMMYHHKAIIHOHHBIX TEXHOJOTUN B MPO(ECCHOHANBHON ACSITENbHOCTH M Pa3BUTH
CIOCOOHOCTH HECTH OTBETCTBEHHOCTH 3a €€ Pe3yJIbTaThl;

— (opmupoBaTh yMeHUs1 pabOTaTh ¢ MyJIbTUMEANA U MHTEPAKTUBHOM TOCKOI;

— (QopMupoBaTh YMEHUS CO3/1aBaTh y4eOHYI0 MHTEPAKTUBHYIO MPE3CHTAIUIO
Y TIEPCOHAIBHBIN CAaUT YUUTEIS,

— 0o0yyath mpueMaM COOpPKM M TPOrPaMMHUPOBAHUA POOOTOTEXHUYECKHUX
YCTPOMCTB U paboTe C JOKYMEHT KaMEpPOH.

Komnerenunu, Ha (OpMHUPOBAHHE KOTOPBIX HAIMPABIEH MPOLIECC H3YUYCHUS
JUCITUTUTUHBI

— OK 2 opranu3oBbIBaTh COOCTBEHHYIO JEATENBHOCTh, ONPEIEISTh METOJIbI
penieHus mpodecCuoHaNbHBIX 3aja4, OLIEHUBATh UX 3(PPEKTUBHOCTD U KaYECTBO;

OK 3 orieHMBaTh PUCKU U MPUHUMATH PEIICHUS B HECTAHAPTHBIX CUTYaIIUSIX;

OK 4 ocymiecTBisATh MOUCK, aHAJIU3 U OLEHKY HMH(OpMAaIMH, HEOOXOAUMOMN
JUIs. TIOCTAaHOBKM M pElIeHUs Npo(deCCHOHANBHBIX 3a/1ay, NPO(EeCCHOHAIBHOTO U
JMYHOCTHOTO PAa3BUTHA,

OK 5 wucnonp3oBarh MH()OPMAUMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUHU IS
COBEPILIEHCTBOBAHUSI PO ECCUOHATBHON NEATEIbHOCTH;

OK 6 pabGotath B KOJJIEKTUBE W KOMaHAE, B3aUMOJCHCTBOBATh C
PYKOBOJICTBOM, KOJUIETAMHU U COLIMAIIbHBIMU MTapTHEPAMH;

IIK 1.2 mpoBOAUTH ypOKH;

I[IK 1.5 Bectu  [OOKyMEHTalMi0, OOECHeUYMBaAOIIYyI0  OO0ydeHHEe  TIO
oOpa3oBaTeIbHBIM MPOrpaMMaM Ha4aIbHOTO 00IIero 00pa3oBaHMs;

I1IK 2.2 npoBOAUTH BHEYPOUHbBIE 3aHATHS;

[IK 2.5 Bectu MOKyMEHTAIMIO, 0OECIICUUBAIONIYI0 OPTaHU3AIMI0 BHEYPOUHOH
NESATETLHOCTH U OOIIEHUS 00YYaIOUXCs;

[IK 4.1 Bbe1OMpaTh y4eOHO-METOAMUECKUI KOMIUJIEKT, pa3padbarbiBaTh y4eOHO-
METOMYECKHEe MaTepuaisl (paboure nmporpaMMel, yaeOHO-TEMAaTHYECKHE TUTAHBI) HA
OCHOBE (peiepalbHOIO TOCYJIAapCTBEHHOIO  00pa3oBaTEeNIbHOTO CTaHJAapTa U
NPUMEPHBIX  OCHOBHBIX  OOpa3oBaTelIbHBIX MpOrpaMM €  y4E€TOM  THIIA
o0pa30BaTeNbHON OpraHu3alMHh, OCOOEHHOCTEW Kiacca/Tpynibl W OTAENbHBIX
oOyyJarommxcs;

I1K 4.2 co3naBaTh B KaOMHETE MPEIMETHO-PA3BUBAIONIYIO CPEY;

I[IK 4.3 cucrematu3supoBaTb U OIECHHMBATh MEJArOTHYECKUN OMNBIT U
oOpa3oBareibHblE TEXHOJIOTMM B O0JIACTM HayalbHOrO OO0IIero oOpa3oBaHUs Ha
OCHOBE M3y4yeHHUS MNPOPECCHOHANBHON JIMTEpaTyphl, CaMOaHalu3a M aHajau3a
NEATEIbHOCTH IPYTUX MEIAroros.;

[IK 4.4 odopmsaTs nemarorndeckue pa3pabOTKU B BUJIE OTYETOB, pedepaToB,
BBICTYIUUICHU;



I[IK 4.5 ydacTBOBaTh B HCCIEAOBATEILCKOW M MPOEKTHOW AESATEILHOCTU B
00J1acTH Ha4YaJIbHOTO O0IIEro 00pa3oBaHUsl.

B pe3ynbraTte nzydeHus IUCHUIUTMHBI O0yJaronuics T10KEH

ymems.

— cobOmofaTh  IpaBUjia  TEXHUKHM  OE30MaCHOCTU U TUTHEHUYECKHUE
PEKOMEHIAIMY TIPU UCIIOJIB30BAHUU CPEICTB MH(OPMAITMOHHO-KOMMYHHUKAITMOHHBIX
texHonorui (nanee - UKT) B npodeccnoHanbHOM 1€SITETbHOCTH;

— co3daBaTh,  pENAKTUPOBaTh, O(GOPMIISITH,  COXpaHATh,  IEpeaaBaTh
nHOOPMAITMOHHBIE OOBEKTHI PA3TUYHOTO THUIA C TIOMOIIBI0 COBPEMEHHBIX
UH(GOPMAIIMOHHBIX TEXHOJIOTHI JIJIs1 oOecrieueHus: 00pa3oBaTeIbHOTO MPOIIeCCca;

— OCYHIECTBIJISITH OTOOp OOYYaromuX MPOrpaMM B COOTBETCTBUHU C BO3PACTOM
¥ YPOBHEM IICUXUYECKOTO PA3BUTHS 00YUYaOIINXCsI/BOCIIUTAHHUKOB;

— HCIIOJIb30BaTh CEPBUCHI W MH(OOPMAIIMOHHBIC PECypchbl MHGOPMAIMOHHO-

TEIEKOMMYHUKAIIMOHHON cetn  «MHTepHer» (nmamee - cerb UHTEepHET) B
npo¢eCCUOHATIBHON JIEATEIbHOCTH;
3Hamy.

- MpaBUjia TEXHUKU O€30MAaCHOCTH W TUTHEHUYECKHUE TpeOOBaHUS MpU
ucnosnb3oBanuu cpencts MKT B oOpazoBarenbHOM Ipoliecce;

- OCHOBHBIE TEXHOJIOTMM CO3JIaHUS, PEIaKTHUPOBaHUA, OQPOPMIICHUS,
COXpaHEHUs, Mepe/ladyd U Moucka MHGOPMAIMOHHBIX OOBEKTOB PA3IUYHOTO THIIA
(TEeKCTOBBIX, TpaUUECKUX, YUCIOBBIX U TOMY MOJOOHBIX) C OMOIIBIO COBPEMEHHBIX
MPOTPaMMHBIX CPEJCTB;

- BO3MOXXHOCTH  HUCIIOJB30BaHUsA pecypcoB ceTu UWHTepHeT s
COBEPILIEHCTBOBAHMS MPOPECCUOHAIBHON JAESATENBHOCTH, MNPO(ECCUOHATBHOTO U
JUYHOCTHOTO Pa3BUTHSL;

— anmapaTHOe U MporpaMMHOe o0ecredeHre EPCOHATBLHOTO KOMITBIOTEPA,
npuMeHsieMoe B TPo(heCCHOHATBLHOM 1eITeTbHOCTH.

1.4 PexoMeHayeMoOe KOJMYECTBO YACOB HA OCBOECHHE NMPOrpPaMMbl y4eOHOM
AUCHMIIMHBI:
MaKCHUMaJbHOU yueOHON Harpy3Kku oOyudatoiierocs: 96 4acos, B TOM 4HcIIE:
00s3aTeNbHON ayAUTOPHOM yueOHOM Harpy3ku oOyuaromierocst 64 yaca;
CaMOCTOATENbHOM paboThl 0Oy4Jaromerocs 32 yaca.

2 CTPYKTYPA U COJAEPKAHUE YUEBHOM JUCHUTIIIUHBI

2.1 O0bem yueOHOM AUCHMINIMHBI U BUAbI Y4e0HO padoThI

Bun yueOHoit padoThl Oovem uacos
MakcumajbHas yueOHasi Harpy3ka (Bcero) 96
O0s13aTesibHAsi ayIMTOPHasi yueOHasi HArpy3Ka (Bcero) 64
B TOM YHCJIE:
TEOPETUYECKOE 00yUeHHE (JICKIUHN) 32




71ab0paTOpHBIE 3aHATUS

IMPAKTHYCCKUC 3aHATUA

32

KOHTPOJIbHBIE pa0OTHI

KypcoBas pabota (IpoekT) (re npedycmompeHno)

CamocrosiTesibHasa paboTa o0yuaruerocs (Bcero)

32

B TOM 4YHCJIC.

caMoOCTOsITeJIbHas paboTa HajJ KypcoBOW paboTON (IMPOEKTOM)
(ne npedycmompeno)

[ToaroToBka pedepaTon
OdopmiteHre mpe3eHTaIuii, KpoCCBOPAOB

18
14

Hrorosas arrectanus B popMme 3auéma




2.2 TemaTuyeckuil IVIaH U coaepkanue yueOHou aucuuiuinibl «EH.02 Uadopmaruka u nHpOpMauOHHO-
KOMMYHHMKALMOHHBbIC TEXHOJOIMH B PO eCCHOHAIBHOH JeATEeJIbHOCTH)

HaumenoBanue Conep:kanue y4yeOHOro MaTepuasa, 1ad0paTopHble padOThbI M MPAKTHYECKHUE O0bem yacoB | YpoBeHb 0CBOEHMSI
pa3/iesioB M TeM 3aHATHSA, CAMOCTOSAITEIbHAsA padoTa 00y4yaluuxcs, Kypcopasi padora (IpoeKT)
Pa3znea 1 TexHuyeckHue U TEXHOJIOTHYeCKHe OCHOBBI (popMUpoOBaHKS HH(OPMAIUOHHOTO 29
00pa30BaTeIbHOI0 MPOCTPAHCTBA
Tema 1.1 Copep:xanue yueOHOro MaTepuana 3
Nudpopmanus u | 1 | [lonstre napopmanuu. Bunsr napopmannu. MabOopMaioHHBIE POLIECCHI. 1
nHGpOpMaLMOHH ITonstue nHGOPMAIIMOHHBIX U KOMMYHHUKALIMOHHBIX TEXHOJIOIHH.
ble Mpouecchl | 2 | Dramnbl pa3BUTHS HHPOPMAITMOHHBIX TEXHOJIOTHH.
3 | AnpgakTuyeckue 1 METOANYECKHE BO3MOKHOCTH HH(POPMAITMOHHBIX TEXHOJIOTHIA.
WudopmannonHas odpa3oBaTeibHasl cpeja.
[Tpaktryeckue 3ausaTus MH(popMamOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHH B 1
o0pazoBaHMH.
CamocrositenpHas padbora 2
1 | IToaroroButs pedepar «Kiaccuduxanun MHPOPMAITMOHHBIX U KOMMYHHKAIIMOHHBIX
TEXHOJIOTHII.
2 | IlogroroButh pedepar «OCHOBHBIE BO3MOKHOCTH COBPEMEHHON HH(pOpMaIlMOHHOMN
00pa3oBaTeNbHON CPEIbIY.
Tema 1.2 Coneprxanue yueOHOro MaTepuaa 3
OcroB1 1 |Cnenuduka KOMMyHUKalMOHHBIX cepBrcoB Web1.0 1 Web2.0 ¢ Touku 3peHus 2
COBPEMEHHLIX OpTaHU3aIi KOMMYHUKAIIH.
KOMMYHHKAIHO
HHBIX [IpakTuueckue 3aHATHS 2
Texnoormii. | P Aa3MelleHne HH(pOPMALUH JUIs IEPCOHAIBHOTO CaiiTa YIUTeNs.
CamocrosiTenpHas pabora 2
1 | IToaroroButs pedepar «TeHaeHIIUN pa3BUTHSI COBPEMEHHBIX CETEBBIX TEXHOJIOTHH.
HHTEepHEeT-TEXHOIOTNm.
Tema 1.3 Conepxanue yueOHOro MaTepuasa 2
IIpumenenne | 1| Mcnonb30BaHMe KOMMYHHUKAIIMOHHBIX TEXHOJIOTUN B 00pa3oBaHuM: crienuduka, 3
KOMMYHHKAaLHO poOJIEMBI, PUCKH.




HHBIX 2 | CeTeBble TEXHOIOTHH Kak 3((EKTUBHOE CPEACTBO O3HABATENILHOM 1€ATEIbHOCTH,
TEXHOJIOTHii B camMo00pazoBaHusl ¥ NPOPECCHOHATHBHOIO CAMOPA3BUTHUS
oOpazoBanum. |[IpakTHueckue 3aHATUA
Vcnonp30BaHne BO3MOXKHOCTEH COBPEMEHHBIX WH(POPMAIMOHHO-TIOUCKOBBIX CUCTEM.
CamocrosiTenbHas paboTa
1 | IlogroroBuTth pedepar «Bo3MOKHOCTH CETEBBIX TEXHOJIOTHIA B OpraHU3aluN
B3aMMOJICIICTBHS B MpoIiecce peneHus NpodecCHOHaIbHBIX 3aa4 B 00pa30BaHUM.
2 | IlogroroButh pedepar «llemarornyeckne TeXHOIOTHH, TIO3BOJISIFOIIME OPTaHU30BATh
aKTUBHYIO MHAUBHIYaU3UPOBAHHYIO YUEOHYIO IEATEIbHOCTh Ha 0a3e CETeBBIX
TEXHOJIOTHID).
Tema 1.4 Copep:xanue yueOHOro MaTepuana
AnmapatHoe | 1| AnmapaTHble cpelcTBa peau3anui nHPOPMAIIMOHHBIX IPOIIECCOB B 00Pa30BaHUU H
olecneyeHue TEHJCHIINH UX Pa3BUTHSL.
peanu3anuu 2 | CoBpemenHbIe U poBbIe HOCUTENN HH(popMarmu. TexHomorun 00paboTKu
HH(POPMATUOHH I/IH(bOpMaI_II/II/I

BIX ITPOLIECCOB.

[IpakTryeckue 3aHATUS ATapaTHBIE CPEICTBA pean3alui HH(HOPMAITHOHHBIX
IIPOIIECCOB B 00Pa30BAHUU M TEHAECHIIMH UX Pa3BUTHSL.

CamocrosTenbHas pa60Ta

1| [HoaroroButk pedepat «CpeacrBa oToOpaykeHUss UHPOPMALIUU U IPOECKIIOHHBIE
TEXHOJIOTHUI.

Tema 1.5
IIporpammuoe
olecneyeHue
peanu3anuu
HHpopManOHH
BIX NPOLIECCOB.

Coneprxkanne y4eOHOro MaTtepuasia

1 | Knaccudukaius nmporpaMMHOTO 00€CTICYCHUS JIISI COBPEMEHHOTO TIEPCOHAIBHOTO
KOMIThIOTEPA.

2 | [IpuxsagHoe nporpaMMHOE obecrieueHue.

3 CHCI_[I/IEUIBHOG IIpOrpaMmMHOC obecrneucHue JJIA O6p330BaTeJIBHBIX y‘lpe)KI[eHHfI.

[IpakTrueckue 3aHATHS

Pabota ¢ 6a30BbIM IporpaMMHbIM oOecrieueHreM. CepBUCHOE U MHCTPYMEHTAIbHOE
nporpamMMmHoe obecrnieueHre. Opranu3anus padoThI TIOJIb30BATENEH B Cpejie
ornepaunoHHoM cucreMbl Windows.

AHTHBHpYCHOE TIPOTpaMMHOE o0ecTiedeHne. 3aluTa OT KOMITBIOTEPHBIX BUPYCOB.
ApxuBupoBanue gaHHbIX. CO3/IaHHE CaMOPACIaKOBBIBAIOIINXCS apXUBOB, YCTAHOBKA
TIapOJIs.

CaMocTrosTenbHas pa60Ta




[ToaroroButk pedepar «CocTtaB U HA3HAYEHUE OCHOBHBIX BUA0B IIPOrPAMMHOIO
00ecnedyeH s : CUCTEMHOT0, IPUKIAIHOT0, UHCTPYMEHTAILHOT 0.

2 | lloarotoButs pedepar «CiyxeOHbIe MPUIOKEHUS ONIEPAIMOHHON CUCTEMBbI
Windows a5 o6cnyxuBanus (HaillioBOH CHCTEMBDY.
3 | lloarotoButs pedepar «IIpuémbl BoImoaHEHHS (ailIOBBIX ONEpalyii, OpraHu3aIiu
UH(POPMALIMOHHO-00pa30BaTENbHOM Cpe/ibl KaK (DailJIoBOM CUCTEMBDY.
Tema 1.6 Copep:xanue yueOHOro MaTepuana 4
Nudpopmanuonn | 1 | Knaccudukamus napopMannoHHbIX yrpo3. HeoOXoquMocTs 3auiuTsl nH(OpMAIUY B 2
asi 00pa30BaTeIbHOM YUPEKACHHUHU.
0esonacHocTh M | 2 | HopMaTHBHO-IIPaBOBas 6a3a MHMOOPMATH3aIHN 00pa30BaHus. 2
ee 3 | [IpaBoBBIE BOTIPOCHI MCTIOIB30BAHUSI KOMMEPUYECKOTO U HEKOMMEPYECKOTO 2
cocTrapJsIomue. JUIEH3MOHHOT'O ITPOrPaMMHOTO 00eCIICUeHUS.
4 | Pernmamenranus 1octyna K nHpopManuy B HTHPOPMAITMOHHONW 00pa30BaTeIbHON 2
cpene.
[IpakTuueckue 3aHATHS 2
Mertoabl obecnieueHust HHGOPMAITMOHHON 0€30I1aCHOCTHU: TIPABOBBIE H OPTaHNU3aAIUOHHO-
TEXHUYECKHUE.
HopMmatuBHO-1ipaBoBasi 6a3a mHGOpMaTH3AINK 00pa30BaHU.
CamocrosTenbHas pabora 2
1| TlonroroButs pedepar «IIporpammHo-arimapaTHbie MEpbI 00eCIIeUeHUS
UH(POPMALIMOHHOM 0€30MaCHOCTH
2 | llonroroBute mpe3eHTanuio «KoOMIBIOTEpHBIE BHUPYCHI, CpPEACTBA AHTUBUPYCHOM
3anuThl. IlpaBuna IUTHPOBAHUS AJIEKTPOHHBIX HCTOYHUKOB. CIOCOOBI 3alUThHI
aBTOpCKOM nHpopmarmu B ceTu MuTepHeTy.
Paznen 2. OducHble TEXHONIOTHH B 00pa30BaHUU 33
Tema 2.1 Coneprxkanne y4eOHOro MaTtepuasia 8
IIpumenenne | 1| IloarotoBka u pefakTHPOBAaHHE TEKCTOB MPOPECCHOHATBLHOTO COACPIKAHUS 3
nporpaMMHBIX | 2 | OcHOBBI aHaJIM3a JAHHBIX C UCIIOJIb30BAaHHEM TaOJIMYHOTO Mpoleccopa 3
CpeacTB 3 | [Ipencrapnenne JaHHBIX B BUJE TPa(QUKOB M TMarpaMM B TAOJIMIHOM MPOIIECCOPE 3
MS Office B 4 | Pa3paboTka npe3eHTaluil B pelakTope npe3eHTaui 3
06pazoBanuu. 5 | lonstue 6a3pl manubix. Cucremsl ynpasiaeHus 6azamu qaHasix ACCESS. 3
[IpakTrueckue 3aHATHS 4

Pa3pa60TI<a JAUTAKTHUYCCKUX MATCPUAJIOB C HCITIOJIb3OBAHUEM TCKCTOBOI'O IIpOLICCCOpa.




O6paboTka nH(OPMALIUY C UCTIOIB30BAaHUEM TAOJIUYHOTO MPOLIECCOpPa B PELICHUT
o0pa3oBaTeNbHBIX 33/1a4.

[TocTpoenue nuarpamm u rpadukoB B 2JIeKTpoHHBIX Tabnuiax MS Excel. Co3nanue
BU3YaJIbHBIX HOCHUTENNEH HHPOpMauK (IPEe3eHTAINN ).

C

037IaHKE€ U PEJAKTUPOBAHUE CTPYKTYPbl OJHOTAOINYHOM 6a3bl JaHHBIX

yT-IeHI/IKOB/BOCHI/ITaHHI/IKOB.

C

aAMOCTOATCIIbHAA pa60Ta

1

[ToaroroButk npesenranuto «lIpencrapnenne JaHHBIX B BUJIE TPa(UKOB U JUArpaMm
B TaOJIMYHOM IPOLIECCOPEN

[ToaroroButk npesenranuio «PazpaboTka Mpe3eHTanuii B pe1akTope npe3eHTann»

Tema 2.2
HNHuTemiekryaab
Hble CHCTEeMbI
00padoTKu
uHpopmManum.

OJICP)KAHHUC y‘lC6HOFO Marcpuajia

CucreMsl PpacIrio3HaBaHUA TCKCTa U PCUU

2
C
1
2

IIporpamMMbI-IEpeBOTUMKH

IIpakTrueckue 3aHATHS
IIporpammebI-niepeBOJUMKH. BO3MOKHOCTH CHCTEM PACIIO3HABAHUS TEKCTOB

C

aAMOCTOATCIIbHAA pa60Ta

[TonroroButh pedepar «CrcTeMbl paciO3HABAHMS TEKCTA U PEUN

[TonroroButk pedepat «IIporpaMMbI-iepeBOTUNKI

Tema 2.3
HNudpopmannonn
0-CIIPABOYHbIE
CHCTEMBI.

oJiep)KaHKe yaeOHOro MaTepHana

HNudopmannonHo-ciipaBoysas cucrema «Koncynprant [Tmoc»

NP AN -

HNudopmannonHo-crpaBoyHas cucrema «[’APAHT»

[IpakTrueckue 3aHATHS

ITouck peneBaHTHOM MHpOPMALIUU C UCTIOIB30BAHUEM CIIPABOYHON MH(OPMAIIMOHHO-
rouckoBoy cucreMbl Koncynperant Ilmroc

ITouck peneBaHTHOM HHpOPMALIUU C UCTIOIB30BAHUEM CIIPAaBOYHON MH(DOPMAIIMOHHO-
nouckoBou cucreMbl T APAHT

C

aMOCTOATCIIbHAsA pa60Ta

1

[TonroroButk pedepar «Pabora B MHGOPMAIIMOHHO-CIIPABOYHOI cHUCTEME)
«Koncynprant Imrocy

2

[TonroroButk pedepar «Pabora B mHGOPMaIIMOHHO-CIIPABOYHOM CHCTEME
«"APAHT»

Tema 2.4
IIporpammuebie

C

oJiep)KaHKe yaeOHOro MaTepuaa

1

‘ WNuTtepHeT-nopran «/|HEBHUK.pY»
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cpeacTBa sl
ynpaBJjeHust
YueOHbIM
NPOLEeCcCOM.

2 | IIporpamMmHBIE€ CpeACTBA ISl YIIPaBICHUS YI€OHBIM ITPOILIECCOM.
1C: IlIkoma

3 | CereBoti ropoa. O6pa3zoBaHue

[Ipaktuueckue 3anstusi: 1C: lkona. Uatepuer-nopran «/{neBHuk.py». CereBoi ropo/.
OO6pazoBanue

CamocrosTenbHas pabora

1 | IoxroroBuTs pedepar «HTepHET-NOPTAN «JIHEBHHK.pY»

2 | [lonroroButh pedepar «lIporpammuble CpeAcTBa [UIsl YIpaBIeHUS Y4EOHBIM
npoueccoM 1C: [Ikoma»

3 | [loxroroButh pedepar «CereBoit ropoa. OOpa3oBaHUE)

Pazpea 3.

Ileparornueckue NMporpaMMHbI€ CPEACTBA U MYJIbTHMEANA

34

Tema 3.1
MyabTuMeaniiH
ble o0y4aroume

CHCTEMBI.

Coneprxkanue y4eOHOro Marepuasia

1 | Honsarue mynsrumenua. [Icuxopusnonornueckue 0COOEHHOCTH BOCHPUATHUS
ayJMOBU3YaJIbHOW HH(OpMAITUH.

2 | Tunsl MyJIbTUMEIUUHBIX OOPa30BATEIbHBIX PECYPCOB.
TexHu4yeckue M NMPOrpaMMHBIE CPEJICTBA MYJIbTUMEIHUA.

3 MGTOI[I/ILIGCKI/IG u IICHUXOJIOrO-IICAJarorut4cCKuc ACIICKThI HCIIOJIb30BaHUA
MYJIbTUMEAHA PECYPCOB B y‘IC6HOM IIponecce.

11

[IpakTrueckue 3aHATHS

Pa3paboTka cuieHapust 3aHITHSI ¢ UCIIOIB30BaHUEM HH(POPMAITMOHHO-
KOMMYHUKAIIMOHHBIX TEXHOJIOTUH .

TexHuka MyJIbTUMEINA: MYJIbTUMEIUANPOECKTOP, UHTEPAKTUBHAS 10CKA, JOKYMEHT
Kamepa.

Co3anre MylnbTUMEIUHHOTO BUICOPOIMKA U pa3MelIeHue ero B cetu MHTepHer.

CamocrosiTenbHas paboTa

1 | Co3nanme kpoccBopaa

Tema 3.2
Ileparornuecku
€ IporpaMMHbIe

cpeacrsa

Coneprxkanne y4eOHOro MaTtepuasia

1 3HAKOMCTBO ¢ 0a30BBIMH MOHATHAMU POOOTOTEXHUKHU

2 | MonTax Bujeo B nporpamme Movie Maker

3 | Co3nanue IeKTPOHHOTO y4eOHUKA

12

N

[IpakTrueckue 3aHATHS

CMOHTHPOBATH U TIPEICTABUTH BUICOPOJIHK

[ToaroToBUTH hparMeHT BHEYPOUHOTO 3aHSITHS C DJIIEMEHTAMHU POOOTOTEXHUKH.
(HampaBJyieHHE HAa BBIOOD CTYACHTA)
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CamocrosiTenpHas padbora 6
1 | [loAroTOBUTH KOHCIIEKT YpOKa.

2 | Cozmanue KpoccBopaa

Hroro:

96

Jl1 XapakTepUCTUKH YPOBHS OCBOCHMs yUeOHOr0 MaTepualla UCIOJIb3YIOTCs Clelyrolue 0003HaueHus:

1. — o3HaKOMUTENBHBIN (Y3HaBaHUE paHee U3YUYECHHBIX 00BEKTOB, CBOHCTB);

2. — penpOAYKTUBHBIHN (BBIIOIHEHUE IEATEIBHOCTH 110 00pa31ly, MHCTPYKLIUU WJIH 110/l PYKOBOACTBOM)

3. — IPOAYKTUBHBIH (IUTAHUPOBAHUE U CAMOCTOSTEIILHOE BBIIIOIHEHHE JAEATEIILHOCTH, pEIIeHHe TPOOJIEMHBIX 3a71a4)
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2.3 UnTepakTuBHBIE (POPMBI 3aHATH I

Ne Bun HNuTepakTUBHAsA
Tema 3aHsaATHA
n/n 3aHATHA popma
1 [Tpumenenue nporpamMmmusbix cpeacts MS Office B WNHTtepakTuBHOE
J
o0pa3oBaHUU BBICTYIUIEHUE
2 Mudopmanus u MHGOPMAMOHHBIE IPOLIECCHI J bunaphas nexuus
[TporpamMMHBI€ CpEACTBA IS yIPABICHHS YI€OHBIM
3 113 Juckyccus
IPOLIECCOM
«Mo3srosou
4  |MudopmanroHHas 6€30MacHOCTb U €€ COCTABIISIOIINE 113
HITYpM»
[IporpaMMHoOe obecrieueHre peanu3aliu
5 113 Pabora B rpynnax
MH(OPMaLIOHHBIX ITPOLIECCOB
6 |MHbopMaOHHO-CIIPABOYHbIE CUCTEMBI JI bunapHnas nekuus
[Tpumenenue nporpaMMHsIx cpesnctB MS Office B
7 I13 Pa6ota B rpymnmnax
00pazoBaHUHU
8 [[lemarormueckue MpOrpaMMHEIE CPEICTBA 113 Juckyccus
9 [[lemaroruyeckue NporpaMMHbIE CPEJICTBA I13 Pa6ota B rpymnmnax
. HNuTepakTuBHOE
10 MynbpTuMenuiiHbIe 00yJaronue CUCTEMBI JI
BBICTYIIJICHHE
11 |[lemarormyeckue nporpaMMHbIE CPEACTBA 113 Pa6ora B rpynmax
[I[puMeHeHre KOMMYHHKAIIMOHHBIX TEXHOJIOTHN B
12 JI bunapnast nexmus
00pazoBaHUN
13 |[Mudopmarus u HHPOPMAITHOHHBIC TPOIIECCHI 113 Pabota B rpynmax
[IporpamMMHBIe CpeaCcTBA Uil YIPaBIEHHUs YUeOHBIM
14 I13 Pa6ota B rpymnmax
[IPOLIECCOM
15 |[MudopmanmonHast 6€30MaCHOCTh U €€ COCTaBIISAIONINE 113 Huckyccus
[IporpaMMHOe obecrieueHre peanu3aliu
16 I13 Pabota B rpymmax
1H(OPMAaLIMOHHBIX MPOIIECCOB
17 [MudopmManiioHHO-CIpaBOYHBIE CUCTEMBbI J Bunapnas nekuus
[Ipumenenue nporpamMmmHusbix cpeactBs MS Office B
18 113 Pab6ota B rpymnmax

o00pa3oBaHUU




19 [MHTennexTyanbHble CUCTEMBI 00pabOTKM HHPOPMALIUU 113 Pabota B rpymnmax

OCHOBBI COBPEMEHHBIX KOMMYHUKAIIHOHHBIX WuTepakTuBHOE
20 J
TEXHOJIOT U BBICTYIIJICHHE
21 (MynpTUMeauiiHbIE 00YYarOIINe CUCTEMbI J bunapnas nekuus
22 |llenarornyeckue NporpaMMHBIE CPEICTBA 113 Huckyccus
23 (MysnsTUMeIuiiHbIE 00YYarOIINe CHCTEMBI J bunapnas nekuus
24 MudpOopMannOHHO-CIIPABOYHBIE CHCTEMBI 113 Pabota B rpymnmax
[Ipumenenue nmporpamMmmHubix cpeactB MS Office B
25 I13 Pabota B rpymnmax
00pazoBaHUU
26 |HTenneKTyalbHbIe CUCTEMbI 00paboTKH HH(pOpMAIUU 113 Huckyccus
27 MynbTuMenuitHbIe 00YJatoIie CUCTEMBI 113 Pabora B rpynmnax

3 YCJIOBUS PEAJIM3AIINHN YYEBHOM JUCIIUTIJINHBI

3.1 TpeGoBaHusi K MHHMUMAJIBLHOMY MATEPUAIBLHO-TEXHUYECKOMY
o0ecrneYeHn 1o

Jlnist peanuzaruu mporpammbl yueoHou aucuumivabl « EH.02 Mndpopmartrka
U UH(OPMALMOHHO-KOMMYHHMKAIIMOHHBIE TEXHOJIOTUH B NPOodeCcCUOHATBHON
JESATENIbHOCTH» MpEeAyCcMOTpeHa jaboparopus MHGPOPMATUKU U UHPOPMAIIMOHHO-
KOMMYHUKAIIMOHHBIX TEXHOJIOIHI, OCHAIIEHHAS CIIEIYyIOUUM 000PYIOBAaHUEM |

- aBTOMAaTU3UPOBAHHOE pabouee MECTO MpenoAaBaTelsi B COCTaBe
(mepcoHanbHBIA KOMIBIOTEP, IPOEKTOP, MHTEPAKTUBHAS 10CKA);

— MapKepHasi J10CKa; KOMIUIEKTbl KOMIIBIOTEPHBIX KOMILIEKTYIOIIUX JIJIsi
npousBeneHuss cOOpku, pa3dopku u  cepBucHoro obcayxuBanus 1K
U OPITEXHUKHU;

— cToll  jabopaTopHblii 1t cepBucHOro  obcmyxkuBanusi  [IK
C 323€MJICHHEM M 3aIIUTON OT CTATUYECKOrO HAMPSKEHUS.

1 y4eOHO-HArISAHBIM TOCOOUEM:

— Ipe3eHTalUH.

3.2 UndopmaunnonHoe odecnieueHne 00yueHust
Ilepeyens pexoMeHayeMbIX Y4eOHbIX wu3aaHuii, VHTepHeT-pecypcos,
JAOTOJHUTEJIbHOM JIMTePaTypPbl

OcCHOBHBIC HCTOYHUKH
1. ["aBpunioB, M. B. UndopmaTuka n mHbOpMAIIMOHHBIE TEXHOJIOTHH :
y4eOHUK i cpenHero mpodeccuoHanbHoro obpaszoBanusi / M. B. T'aBpuros,
B. A. KnumoB. — 4-e u3nanue, nepepaboTaHHOE U JOMOJTHHUTENIbHOE — MOCKBA :
UspatensctBo  FOpaitr, 2019. - 383 c¢. - URL: https://biblio-
online.ru/bcode/433276 (nata obpamenus: 05.06.2020). — ISBN 978-5-534-03051-
8. — TekcT : 3IeKTPOHHBIH.
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2. CosetroB, b. . UHdopmanmoHHble TEXHONOTHH : Y4YEOHUK IS
cpeanero npodeccuonanbHoro oopazosanus / b. 5. Coseros, B. B. I{exanoBckuii.
— 7-e u3maHue, nepepaboTaHHOE M JomnojHeHHoe. — MockBa : M3nmaTenbcTBO
FOpaiit, 2019. — 327 c. — URL: https://biblio-online.ru/bcode/433277 (nara
obpamenus: 05.06.2020). — ISBN 978-5-534-06399-8. — TeKkcCT : 2JIEKTPOHHBIH.

ﬂonoanTeanme HCTOYHHKH

3. Kynpusinos, . B. HNudpopmanmonnoe oOecrieueHue
npo(hecCHOHANBPHOM JEATENIbHOCTH : YYEeOHHUK M MPAKTUKyM JJsi CPETHETO
npodeccuonansaoro oopazosanus / J[. B. KynpusHoB. — Mocksa : M3gaTenbcTBO
FOpaiiT, 2019. — 255 c¢. — URL: https://biblio-online.ru/bcode/434578 (nara
obpamenus: 05.06.2020). — ISBN 978-5-534-00973-6. — TekcT : 3MeKTpOHHBIH.

4, Hooxwuno, O. II. Wnadbopmarnka : y4eOHUK [JIsi CpEAHETO
npodeccuonanbHoro obpazopanus / O. II. HopoxwmioB. — 3-¢ wusmaHwue,
nepepaboTaHHoOe U AonojHeHHoe. — MockBa : M3narensctBo Opaiit, 2019. — 620
c. — URL: https://biblio-online.ru/bcode/427004 (mata obpamenus: 05.06.2020). —
ISBN 978-5-9916-8730-0. — TekcT : 27E€KTPOHHBIH.

ba3el  naHHBIX, HH(POPMALMOHHO-CIIPABOYHbIE M  IOHMCKOBBbIE
CUCTEMbI
1. BupTyanbHbIil KOMOBIOTEPHBIN My3ell [DIeKTpoHHBIN pecypc]. — Pexum
nocryma : http://www.computer-museum.ru/index.php.
2. U3marensctBo BUHOM. JlabopaTopus 3HaHUH [ DIIEKTPOHHBIN pecypc]. —
Pesxxum noctyna : http://metodist.Ibz.ru/authors/informatika/2/

4. CekpeTsl Word [DJIEKTPOHHBIN pecypcl]. — Pexum
noctyna : http://www.word-study.com .

5. Cekpetnl Excel [DnexkrponHbIii pecypc]. — Pexum
noctyna : http://www.excel-study.com .

6. [lepconanbHbIit KOMIIBIOTEP i «A30yka PCy» mns

HaunHaromux.: http://www.orakul.spb.ru/azbuka.htm

4. KOHTPOJIb U OLIEHKA PE3VJBTATOB OCBOEHUS
YYEBHOM JUCLHUATIIMHBI

KoHTponb W oOIleHKa pe3yJbTaTOB OCBOCHHUS YYEOHOW IUCIUILIMHBI
OCYUIECTBJISICTCSL TpEnojaBaTesieM B IMPOILIECCe TMPOBEJCHUS MPAKTHUYECKUX
3aHSTUN, TECTUPOBAHUS, a TAKXKE BBITIOJHEHUSI 00YUYaOIUMUCS UHIUBUYJTbHBIX
3a/IaHUi, TPOEKTOB, UCCIIECIOBAHUM.

Pe3yabTaTsl 00yuyeHus ®opMbI U METOAbI KOHTPOJISI M OLIEHKHU
(ocBOCHHBIC YMEHHUSsI, YCBOCHHbIC 3HAHUSA) pe3yJIbTATOB 00YUYCHHS

ymemb:
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— coOmironaTh MpaBUiia TEXHUKH OE30MacHOCTH U
TUTHECHUYECKHE PEKOMEH AN IpH
HCIIOJI30BaHUU CPELCTB WHPOPMALIHOHHO-
KOMMYHHKALIMOHHBIX TexHonorui (nanee - UKT) B
npodecCHOHAIBHON e TeIbHOCTH;

[IpakTudeckoe 3amanue;
KontponbHas pabora;
CamocTosTenbHas padora.

—  co3daBaTh,  PEOAKTHPOBaTh,  O(GOPMIIATS,
COXpAaHSTh, nepeaaBaTh WHPOPMAaIIMOHHEIE
OOBEKTHI ~ pa3IMYHOTO THIIA C  [TOMOIIBIO
COBPEMEHHBIX MH(POPMAIIMOHHBIX TEXHOJOTHH IS

obecreueHus O6pa3OBaTeJ'II)HOFO IpoIecca;

IIpakTHueckoe 3anaHue;
Kontponbnas paboTa;
CamocrosTenpHas padora.

— OCYWIECTBIATH OTOOp OOydYaloUIMX MpOrpamMm B
COOTBETCTBMM C  BO3pacTOM ¥  YPOBHEM
TICUXUYECKOTO pa3BUTHUSA
00y4aroImuxcs/BOCTUTAHHIKOB;

IIpakTHueckoe 3anaHue;
KontponbHas pabora;
CamocrosiTensHast pabora.

— WCIIONB30BaTh CEPBHUCHI W WH(OpPMAIIOHHBIC

IIpakTHueckoe 3aaHue;

pecypcsl MHQOPMAaIIIOHHO- Kontponbnas paboTa;
TeJIEKOMMYHHKallMOHHOU ceTn «HTepHeT» (aanee CamocrosTenbHas paboTa.
- cerb UMHTepHer) B  mpodeccHOHATLHON

JIeATeIILHOCTH;

3HAmMb:

—  TmpaBWwia  TEXHUKH  0€30MacHOCTH | [MpakTHyeckoe 3aanue;

TUTHEHUYECKHe TPeOOBaHUS TIPU HCIIOIB30BaHUU
cpenctB UKT B oOpa3oBaTenrHOM IpoIiecce;

TectupoBanue;
Konrtponbnas pabora.

- OCHOBHEIC TEXHOJIOTHH CO3IaHUs,
penakTupoBaHusi,  O(QOpMIICHUs,  COXpaHEHWUS,
nepefayd W MOWcKa WHPOPMALUOHHBIX OOBEKTOB
paszaugHOrO THma (TEKCTOBBIX, Tpa(UYecKux,
YHUCIOBBIX W TOMY TMOJOOHBIX) C IIOMOIIBIO
COBpPEMEHHBIX MPOTPAMMHBIX CPE/ICTB;

IIpakTHueckoe 3agaHue;
TectupoBanue;
Konrtponbnas pabora,
CamocTosTenbHas pabora.

— BO3MOXXHOCTH HCIIOJIb30BaHHS PECYPCOB CETH
WurepHer TSt COBEPIIICHCTBOBAHHUS
poheCcCHOHATBHON JIESITeIILHOCTH,
po¢eCCHOHANTBHOTO U TMYHOCTHOTO Pa3BUTHS;

IIpakTHueckoe 3agaHue;
TectupoBanue;
KonrponbHas pabora,
CamocrosiTenpHast pabora.

— anmapaTHOe | TpPOrpaMMHOE O0ecIeYeHHe
MEPCOHANBHOTO KOMITBIOTEPA, TNPHMEHAEMOE B
po(heCCHOHAIBHOM IEATENbHOCTH

[IpakTryeckoe 3ananue;
TectupoBanue;
KonrponbHas pabora,
CamocTrosTenpHast pabora.

S METOANMYECKHUE PEKOMEHJALIUHA 11O OPTAHU3AIIN
CAMOCTOSTEJBHON PABOTHI OBYYAIOIIUXCSI

OcHoOBHasi 1IeJb CaMOCTOSITEJIBHOW padOThl MO JAaHHOW JUCHUIUIMHE —
YCBOEHHE U 3aKPEIICHUE TEOPETUUECCKUX 3HAHUM.

Memoouueckue ykazanus no évlnojiHeHulo pegpepama

Pedepar (ot nar. refero — mokianpiBaro, coo0Ial0) — KPaTKoe H3JI0KEHUE
HAy4YHOW TPOOJIEMBbI, pPE3yJIbTATOB HAYYHOTO HCCIEIOBAHUS, COJCPIKAIIUXCS B
OJIHOM WJIM HECKOJbKHUX TpOM3BEACHUSIX uaed u T. m. Llempio pedepatuBHOIMA
paboThI SBIAETCS TMPUOOPETEHUE HABBIKOB PAOOTHI C JUTEPATYpOU, 000OIIEeHNUS
JUTEPATYPHBIX UCTOYHUKOB M MPAKTUYECKOTO MaTepuajia 1Mo TeMe, CIIoCOOHOCTU
IPaMOTHO W3JIaraTh BOIMPOCHI TEMBI, JeJaTh BHIBOJBI. Pedepar momkeH HOCUTH
TBOPYECKUI XapaKTEP, 3TO UTOT CEPHE3HOI0 UHTEIUIEKTYaIbHOTO TPYIa.
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Cooeporcarnue pegpepama
Pedepar, xak mnpaBwiio, JOJDKEH COJEP)KaTh CIEAYIOIIUE CTPYKTYpHBIE
DJIEMEHTBI:
. TUTYJIBHBI JIUCT;
. COZIEpKaHUE;
. BBEJICHME;
. OCHOBHAsl 4acTh;
. 3aKJIFOYECHUE;
. CIIMCOK MCIIOJIb30BaHHBIX HCTOYHHUKOB;
. IpUJIOKeHus (TIpy HEOOXOJUMOCTH).
[IpumepHblid 00BEM B MAIIMHONMCHBIX CTpPaHUIAX COCTABIISIOIIMX
pedepara npeacTaBieH B TaOIHIIE.
PexoMeHnyeMblit 00beM CTPYKTYpPHBIX 2JIEMEHTOB pedepaTa

~NOoO Ok wWwN -

KomnuecTBo
HaunmenoBanme vacrteit pedepara CTpaHHUIL
TUTYNbHBIN JTUCT 1
Copnepxanue (C yKazaHUEeM CTPAHMIL) 1
BBeaeHue 2
OcHoBHas 4acThb 15-20
3aKJroueHue 1-2
CHHCOK MCIOJIb30BaHHBIX HCTOYHUKOB 1-2
[Ipunoxenus be3 orpannyenui

B copepxanuu npuBOIATCS HAMMEHOBAaHUS CTPYKTYPHBIX yacteil pedepara,
rlaB W maparpadoB €ro OCHOBHOMW YacTH C yKa3aHHEM HOMEpa CTPAHUIIBI, C
KOTOpOW HAauyMHAETCS COOTBETCTBYIOIAs 4YacTh, TJaBa, maparpad. Bo BBenenuun
nmaeTcss oOmiasi XapakTtepuctuka pedepata: OOOCHOBBIBACTCS aKTyaJbHOCTD
BBLIOPAHHOW TEMBI; ONPENeIsIeTCs 1eb padoThl U 3a7a4d, TOJICKAIINE PEIICHUIO
st €€ JOCTMDKCHMS; ONHUCHIBAIOTCA OOBEKT HM TPEIAMET HCCIEIOBaHUsA,
uHdopmalmoHHas 0a3a WCCIEOBaHUs, a TaKXKEe KpPaTKO XapaKTepU3yeTcs
CTpyKTypa pedepara no riaBaM. OCHOBHas 4acTh JIOJKHA COAEP)KATh MaTepHall,
HEOOXOJUMBIA JIsI JOCTH)KEHUS TOCTaBJICHHOM IeJM W 3a7ad, pellacMbIX B
nporiecce BeIMoJiHeHUS pedepara. OHa BKiIOYaeT 2-3 riiaBbl, Kakaas U3 KOTOPHIX,
B CBOIO ouepenn, aenutrcs Ha 2-3 maparpada. ConaepkaHue OCHOBHOW 4YacTu
JIOJDKHO TOYHO COOTBETCTBOBATh TEME IMPOEKTA M IMOJHOCTHIO €€ PacKphIBaTh.
['maBel u maparpadnl pedepara HODKHBI PACKPHIBATH OMHCAHUE PEIICHUS
MOCTaBJICHHBIX BO BBeACHUU 3ajaad. [103TOMy 3arojioBku riaB u naparpadosn, KaKk
MpaBuiIoO, JOJKHBI COOTBETCTBOBAThH MO CBOEH CyTH (HOPMYJTUPOBKAM 3aja4y
pedeparta. 3aronoka «OCHOBHAS YACTby» B comepxanuu pedepara ObITh HE
JOJDKHO. ['7laBbI OCHOBHOM YacTu pedepara MOTYT HOCHUTH TEOPETHUYECKUH,
METO/IOJIOTUYECKUNA W aHaMUTHYeCKuil xapakrtep. OOs3aTenpHbIM Uil pedepara
ABJISIETCA JIOTUYECKasi CBA3b MEXIY IVIaBaMH W TIOCJIEIOBATEIIbHOE Pa3BUTHE
OCHOBHOW TE€MBbl Ha TPOTSIKEHUU BCEH pabOTHI, CAMOCTOSTEIHHOE H3II0KCHHE
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MaTepuaia, apryMEHTHPOBAHHOCTh BBIBOJIOB. Takke OO0s3aTENbHBIM SBIISETCS
HaJIM4Me B OCHOBHOH uHacTu pedepaTa CChUJIOK Ha MCIOJIb30BAHHBIE MCTOYHMKH.
N3noxxeHne HEOOXOAMMO BECTH OT TPEThEro Jmia («ABTOp MOJIAraer...») Ju0o
UCITI0JIb30BaTh O€3JIMUHbIE KOHCTPYKIIMUA U HEOIPEACICHHO-TMYHbIE TPEI0KEHUS
(«<Ha BTOpOM »sTame wucciaemyooTcs CIeAylolue MOAXosl...», «lIpoBenenHoe
UCCJIEIOBAHUE TIO3BOJIMJIO JIOKa3aTh...» M T.1I.). B 3aKiIio4eHUU JOTHYECKU
MOCJIEIOBATEIBHO U3JIAraloTCs BBIBOJIbI, K KOTOPBIM MPUILES CTYIAEHT B pe3yJibTare
BBINIOJHEHUsI pedepaTa. 3akI0UeHHE TOJDKHO KPAaTKO XapaKTepU30BaTh PEIICHUE
BCEX MOCTABJICHHBIX BO BBEJCHHHM 3a/1ay U JOCTXKEHHUE 1enu pedepara. Cnucok
UCIIOJIb30BaHHBIX MCTOYHHUKOB SIBIIIETCS COCTABHOM 4YacThiO pabOThI U OTpakaeT
CTETEeHb M3yUYEHHOCTHU paccMaTpuBaeMoin mpoOsembl. KoanuecTBo MCTOUYHUKOB B
CIHCKE OMpeAeNseTcss CTYJEHTOM CaMOCTOATENIbHO, Juid pedepara UX
pexomenayemoe koiuuectBo oT 10 mo 20. IIpu sTomM B chmcke 00s3aTeNbHO
JIOJDKHBI TIPUCYTCTBOBATh MCTOYHUKM, M3JaHHBIE B TMOCIEIHUE 3 TOJa, a TaKkKe
HBbIHE JICHCTBYIOIIME HOPMAaTUBHO-NIPABOBBIE AKThHI, PETYJIUPYIOLIUE OTHOIIEHUS,
paccmarpuBaeMble B pedepare. B mpunoxeHus — cieayer  OTHOCHUTH
BCIIOMOTaTeNIbHBIM MaTepuaj, KOTOpPBhId MpU BKIIOYEHUH B OCHOBHYIO 4YacTb
paboThl 3arpOMOKIAET TEKCT (TaOJIMIbI BCIOMOIATEIbHBIX TaHHBIX, HHCTPYKIIUH,
METOJUKHU, (POPMBI TOKYMEHTOB U T.I1.).

Ogopmnenue pechepama

[Ipy BBINOJHEHUM BHEAYAMTOPHOM CaMOCTOSITENbHOW pPabOThI B BHJE
pedepara HEOOX0AUMO COOIIOIaTh CIEAYIONIUE TPEOOBAHMUS:

— Ha OJHOU cTopoHe JucTa Oenoit Oymaru gpopmara A-4

— pasmep mpudTta-14; Times New Roman, et - uepHbIi

— MEXIYCTPOUYHBIN UHTEPBAJ - OAUHAPHBIN

— MOl HAa CTpPaHMIIE — pa3Mep JIeBOTO moyis — 2 cM, mpaBoro- 1 cwm,
BEPXHEr0-2CM, HI?)KHETO-2CM.

— 0T¢hOpMaTUPOBAHO IO MHUPHUHE JTUCTA

— Ha MepBOM CTPaHUIIE HEOOXOIUMO U3JI0KHUTH TIaH (CoAepKaHne) padoThl.

— B KOHIIE paboThl HEOOXOAMMO YyKa3aTb HMCTOYHMKH HCHOJIb30BAaHHOU
JUTEPaTyphI

— HyMepalus CTPaHHUI[ TeKCTa

CHucoK WCIOJNIb30BAHHBIX HMCTOYHHMKOB JOJDKEH (OPMHUpPOBATHCS B
andaBUTHOM TOpAJKE MO (paMuiiuKd aBTOPOB. JluTepaTypa 0OBIYHO TPYIIUPYETCS
B CIIUCKE B TaKOM MOCII€I0BAaTENbHOCTH:

1. 3akoHOaTeNbHBIE W HOPMATUBHO-METOAMYECKHE  JOKYMEHTHI U
MaTepHabl;

2. crelnaiibHas HayyHas OTEYECTBEHHas U 3apyOekHas JuTepaTypa
(MoHorpadum, yaeOHUKHU, HAYYHBIE CTAThH U T.I1.);

3. CTAaTUCTHUYECKHE, MHCTPYKTHBHBIC M OTUYETHBIC MaTEpUasbl MPEAIPUITHH,
OpraHu3alyi U YUYPEKICHUN.

BrxurrodueHHasi B CIHCOK JIUTEpaTypa HyMEPYeTCs CIUIOIIHBIM MOPSIKOM OT
MEPBOTO A0 TOCHeAHero HaszBaHus. [lo KaxaoMmy IMTEpaTypHOMY HCTOYHUKY
YKa3bIBAETCS: aBTOp (WJIM TpyMIa aBTOPOB), MOJIHOE HAa3BaHWE KHUTU WU CTAThH,
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MECTO M HaMMEHOBAaHHME M3AATENbCTBA (JI1 KHUT U OpOIIIOpP), TOJ U3JAHUS; IS
KYPHAJIBHBIX CTaT€W YyKa3blBACTCS HAMMEHOBAHME >KypHAJla, T'OJ BBIIYyCKa U
HoMmep. [lo cOopHUKaM TpyaoB (cTaTei) yKa3bIBaeTCsl aBTOP CTaTbU, €€ Ha3BaHUE U
Jlajiee Ha3BaHNWE KHUTH (COOPHUKA) U €€ BBIXO/IHBIE TaHHBIE.

[Ipunoxxenus crnexyer opopMIsATh Kak HpoAODKEHHE pedepaTa Ha ero
nocJenyronmx crpaHunax. Kaxmoe NpuiokeHHe NOJKHO HAauMHATBCS C HOBOM
CTpaHMIBbl. BBepXy cTpaHHUIBI clipaBa yKa3biBaeTcs CioBO «lIpuioxkeHue» m ero
Homep. [IpuiokeHue IOKHO HMMETh 3arojlOBOK, KOTOPBIM pacronaraercs Io
LHEHTPY JIUCTa OTIEIbHOM CTPOKOM W Medaraercd NpPONUCHBIMA OYKBaMHU.
[TpunokeHusi cleAyeT HyMepoBaTh TMOPSAKOBOM HyMmepauuend apaOCKuMu
muppamu. Ha Bce mnpunoxeHuss B TEKCTE pPaOOTHI JOKHBI OBITh CCBHUIKH.
Pacnonaratb npwIoKeHUS CIEIYyeT B MOPSAKE MNOSBICHUS CCHUIOK Ha HHUX B
TEKCTE.

Memoouueckue yKazanusa no no02omoeKe npe3eHmayuil

KOMIIBIOTEPHYIO ~ MpPE3EHTAIMIO,  CONPOBOXKJIAIOIIYI0  BBICTYIUICHHE
JOKJIaquuKa, yJOoOHee BCero MoAroToBUTh B mporpamme MS PowerPoint.
[Tpe3eHTanmss Kak JOKYMEHT HpPEICTaBIsIET COOOM  IOCIEA0BaTEIbHOCTh
CMEHSIOIIMUX Jpyr Jpyra CIaiJoB - TO €CThb JJEKTPOHHBIX CTPaHUYEK,
3aHMMAIOIUX BECh 3KpaH MOHHUTOpa (0€3 MPUCYTCTBHUS NaHeJed IpPOrpaMMBbl).
Yame Bcero JEMOHCTpalMs MPE3EHTAlUU MPOEHUpPYyeTcs Ha OOJBIIOM 3KpaHe,
pexe — paszmaercs coOpaBIIMMCS Kak MedaTHbld Matepuan. KomnuecTBo ciaiiios
aJICKBaTHO COJEPKAHUIO U MPOJOJIKUTENBHOCTH BBICTYIIEHUS (HApUMep, s S5-
MUHYTHOT'O BBICTYIUIEHUS] PEKOMEHIYETCSl UCIIONIb30BaTh HE Oosee 10 cnaiiioB).

Ha nepBom cnaiine o0sA3aTeNbHO NPENCTABISAECTCA TEMa BBICTYIUICHUS H
cBeneHust 00 apropax. Cineayromue ciaaiabl MOXKHO OATOTOBUTbh, UCIIONb3YsI JIBE
pa3nuyHble CTPATErUU UX MOJTOTOBKHU:

| cTparerusi: Ha CiaiIbl BBIHOCUTCS OTOPHBIM KOHCHEKT BBICTYIUIEHUS U
KJIIOYEBBIE CJIOBA C TEM, YTOOBI MIOJIb30BATHCSl MU KaK IUIAHOM I BBICTYIUICHUSI.
B sToM ciydae k cnaiiiam NpeabsaBIsiOTCS CeIyIoe TpeOOBaHUS:

— 00BeM TeKCTa Ha ciaiiie — He O0JbIine 7 CTPOK;

— MapKUPOBAHHBI/HYMEPOBAHHBIM  CIHUCOK COAEPXKUT He Oosee 7
AIIEMEHTOB;

— OTCYTCTBYIOT 3HaKHM IMyHKTyalldd B KOHIE CTPOK B MapKHPOBAHHBIX U
HYMEPOBAHHBIX CIUCKAX;

— 3HayMMas UHPOpPMaIKs BBIIEISETCS C TIOMOIIBIO IBETa, KerJs, 3G (HEeKToB
aHUMAaLH.

Oco000 BHUMATEIBHO HEOOXOUMO IPOBEPUTH TEKCT HA OTCYTCTBUE OMIMOOK
u orneyaTok. OCHOBHas omuOKa MPU BHIOOpPE TAHHOW CTPATErMH COCTOUT B TOM,
YTO BBICTYMAIOIIUE 3aMEHSIOT CBOIO PeUb YTEHUEM TEKCTa CO CJIAlI0B.

2 cTparerus: Ha cllaiiipl momMelaercs (QaxkTuyeckuili matepuan (Tabauubl,
rpaduku, dororpaduu U Mp.), KOTOPBIM SBISIETCS YMECTHBIM U JOCTATOYHBIM
CpPEIICTBOM  HArJSAHOCTH, I[IOMOTAaeT B  PACKPBITUM  CTEPKHEBOM  HAEH
BBICTYIUIEHHA. B 3ToM ciaywae K crnaiijaMm NOpexbsSBISIIOTCS — CIEIYIOLIUE
TpeOOBaHMUS:
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— BBIOpaHHBIE CpeNICTBAa BU3yalIM3allMM WHGOpMAaUUu (TaOIHIbI, CXEMBI,
rpaduKy U T. J1.) COOTBETCTBYIOT COJICPKAHUIO;

— HCTOJb30BaHbl  WJUIIOCTPAIIMM  XOpOIIEro  KadecTBa  (BBICOKOTO
paspelieHusi), C YETKUM  Hu300paxeHueM (KaKk TMpaBWIIO, HHUKTO U3
INPUCYTCTBYIOIIUX HE 3aMHTEPECOBAH BUMTHIBATHCS B TEKCT HA BallUX Claijax U
BCMATPUBATHCS B MEJIKUE WLTFOCTPALIUN);

MaxkcuManabHOE KOJTHMYECTBO rpaduieckoi nH(OpMaluy Ha OJTHOM claiie —
2 pucyHnka (pororpaduu, CXeMbl 1 T.1.) C TEKCTOBBIMA KOMMEHTapHsIMH (He OoJiee
2 cTpok K kaxnaomy). Hambonee Baknas nHpopmamms JOHKHA pacrioyiaraTbCsl B
LEHTpPE PKpaHa.

OOGbr1uHBIN cnaita, 6e3 3¢pdEeKTOB aHUMAIMK JOJDKEH JEMOHCTPUPOBATHCS Ha
skpaHe He MeHee 10 - 15 cexyna. 3a MeHblllee BpeMsl IPUCYTCTBYIOIIUE HE YCIEeT
OCO3HATh CoJiepKaHue ciaiaa. Eciu kakas-To KapTHHKa MOSBUJIACH HA 5 CEKYH/I, a
MOTOM TYT K€ CMEHWJIACh JIPYroil, TO ayAUTOpHUsl OYJET CUUTATh, YTO JOKJIATUHK
ee noarousier. OOpaTHOro (mMo3uTUBHOrO) 3 deKTa MOKHO JOCTUTHYTh, E€CIIH
JOKJIaJYMK TPOJIUCTHIBAET MHOKECTBO CIANWJOB CO CIIOXHBIMH TaOIuUAMU U
quarpaMMamH, TOBOps THpu 3ToM «BoT TyT mnpuBeneH pa3HOro poja
8CHOMO2amenbHblil MaTeEPUall, HO S €ro X04uy MPOITYyCTUTh, YTOOBI HE MEPErpyk aTh
BBICTYIUIEHUE NTOAPOOHOCTSIMU». [IpaBaa, Takoil mpueM ienath B Hauaie U B KOHYe
MPE3eHTalUN — PUCKOBAHHO, ONTUMAJIbHBIA BAPUAHT — B CEPEIMHE BBHICTYIUICHHUS.

Ecniu nHa cnaiiie OpUBOAMTCS CIOXKHAs JuarpaMMa, €€ HeoOXOAMMO
IpeIBapuTh BBOJHBIMU CiioBamMH (Harpumep, «Ha 3Toil nquarpamMmme mpuBOAUTCS
TO-TO ¥ TO-TO, 3€JIEHBIM OTMEYEHBI ITOKa3aTeln A, CHHUM — mokazarenu by), ¢
TE€M, 4TOOBl JaTh BpEeMs ayJUTOPUHM Ha €€ PacCCMOTPEHHE, a TOJbKO 3aTeM
npucTynarh K ee oocyxaeHuto. Kaxaplii cnaii, B cpeJHEM JOHKEH HaXOJIUThCS
Ha dKkpaHe He MeHbimie 40 — 60 cekyHn (0e3 ydera BpEeMEHHM Ha CIIy4ailHO
BO3HUKILEE 00CyXkaeHue). B cBA3M ¢ 3TUM Jiydllle HACTPOUTh MPE3CHTALMIO HE Ha
ABTOMATUYECKUM MOKA3, 8 HA CMEHY CJIAlJI0B CAMUM JOKJIATUAKOM.

Oco00 TuIaTeNIbHO HEOOXOAMMO OTHECTUCh K O(POPMIICHHUIO MPE3CHTALMH.
Jlnst Bcex ciaiioB MpE3eHTAlMu 10 BO3MOKHOCTH HEOOXOAMMO HCIOIb30BaTh
OJIMH U TOT K€ Ma0JoH 0hOpMIICHUS, KEIJIb — JJI1 3aroJIOBKOB - HE MEHbIle 24
MYHKTOB, 71 H”HOpMaLMK - 1t nHpopMauu He MeHee 18. B npe3eHTanusx He
INPUHATO CTaBUTh MEPEHOCHI B CJIOBax. SIpKUE KpacKu, CIOXKHBbIE IBETHbHIE
MOCTPOEHUS, U3JIULIHAS aHUMAIUs, BBITPHITUBAIOIINA TEKCT WM WILTIOCTpaLUAs —
HE caMmo€ Jydllee JOMNOJHEHUWE K HaydyHOMY JOoKiamy. TakKe HeKelaTesIbHbI
3BYKOBBIE 3((EKThI B X0/ AEMOHCTpALIUU MTpe3eHTauu. Hanmyummmu sBiasitoTcst
KOHTpacTHbIC 11BeTa oHA U TeKcTa (Oenblii POH — YEpHBIA TEKCT; TEMHO-CUHUN
GoH — CBETJIO-KENTHIH TEKCT M T. 1.). Jlydmie He cMemMBaTh pa3HbIE THIIBI
mpudToB B OAHOM Tpe3eHTauuu. PexomeHayeTcss He 3J0ynoTpedisiTh
MPOMUCHBIMU OYKBaMU (OHH YUTAIOTCS XYKeE).

HekoHTtpacTHbIe ClaiIbl OynyT CMOTpPETHCS TYCKJIBIMU u
HEBBIPA3UTEIbHBIMU, OCOOEHHO B CBETJIBIX ayauTopusx. [{ns myumieit opuentauuu
B MpPE3EHTAllMd 10 XOAY BBICTYIUICHUS JIydllle MPOHYMEPOBATH CIAMIbI.
KenatenbHo, 4TOOBI Ha Cllalijlax OCTaBaJUCh MOJsA, HE MeHee | cM ¢ Kaxaou
cTopoHbl. BecnomoratenbHas uHpopMmanus (ynpaBisiolde KHOMKH) HE JOJIKHBI
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npeo0iagaTh HaA OCHOBHOW wWHGpOpMamuer (TEeKCTOM, WILTIOCTPAIIASIMH).
Hcnonb3oBaTh BCTpoeHHbIE 3P (HEKTHl aHUMALUA MOKHO TOJIBKO, KOT/ia 6€3 3Toro
He 000UTHUCH (Hampumep, MOCIIeIOBATEIbHOE MOSBICHUE JIEMEHTOB JIMarpaMMmbl).
JInst akIleHTUpOBAaHMSI BHUMAaHUSI Ha KaKOW-TO KOHKPETHON MH(OpMaluu ciaiina
MO>KHO BOCIIOJIb30BAThCS J1a3€PHOM YKa3KOM.

JlnarpaMMbl TOTOBSATCS C UCTIOJIB30BAaHUEM MacTepa JuarpaMm TaOJIUYHOTrO
nporeccopa MS Excel. i BBoga 4YKMCIOBBIX JaHHBIX HCIOJB3YETCS YHCIOBOM
dopmar ¢ pasgenuTenieM Tpymn paspsaoB. Ecou manable (MOANMUCH JAaHHBIX)
SBJISFOTCSL APOOHBIMH YHCIAMH, TO YHUCJIO OTOOPaKAEMBIX JICCITHUYHBIX 3HAKOB
JIOJKHO OBITh OJIMHAKOBO JIJISl BCEH TPYMIIBI ATUX JAHHBIX (BCErO psija moAmucein
JaHHbIX). JlaHHBIE W TMOJNUCH HE JOJKHBI HAKJIAJbIBATHCS IPYr Ha Jpyra u
CIIMBAThCS C TPAPUIECKUMHU dJIeMEHTaMU AuarpaMMbl. CTpYKTYpHBIE JHATrpaMMBI
TOTOBSITCS TIPW TOMOIIM CTaHIAPTHBIX cpelcTB pucoBanus makera MS Office.
Ecnu npu ¢opmatupoBaHuuM ciaiiia €ctb HEOOXOJUMOCTh MPOMOPIHMOHAIBHO
YMEHBIIUTh pa3Mep JuarpaMmmbl, TO pazMep HpU(PTOB PEKBU3UTOB JOHKEH OBITH
YBEIMYEH C TaKUM pacyeToM, 4YTOOBI peallbHOe OTOoOpaxkeHue OOBEKTOB
JMarpaMMbl COOTBETCTBOBAJIO 3HAYCHUSIM, YKa3aHHBIM B Ta0Oiuie. B Tabmuiax He
JIOJDKHO OBITH Oosiee 4 CTpOK U 4 CTOJOIIOB — B MPOTHUBHOM Cliydae JaHHBIC B
Tabnuie OyJIeT MPOCTO HEBO3MOXKHO YBUIETh. S4eilkh C Ha3BaHUSMH CTPOK U
CTOJIOIIOB ¥ HanOoJiee 3HAUMMbIE JAaHHBIE PEKOMEH]IYETCS BBIICISATH 1IBETOM.

Tabmuuynass wuH(pOpMalMs BCTaBISAETCS B MaTepualbl Kak Tabiuna
TekcToBOTO mporeccopa MS Word wimm tabmuanoro mporeccopa MS Excel. Tlpu
BCTaBKE TaOJMIBI KaK OOBEKTa W MPOMOPLMOHAIIBHOM H3MEHEHUU €€ pa3Mepa
peanbHbI OoTOOpakaeMbIli pa3Mep ImmpudTa AOMKEH ObITh HEe MeHee 18 pt.
Tabnuibl U TUarpaMMbl pa3MeIAlTCs Ha CBETJIOM UK OesloM (oHe.

Ecnu Bel npeanountaere BOCIOJIB30BATHCS MTOMOIIBIO onepaTtopa (4To TOxKe
BO3MOXKHO), a HE€ JIHCTaThb CIIalJIbl CaMOCTOSITEJIbHO, OYEHb TIOJIE3HO
MPEAyCMOTPETh CCBHIIKM Ha claiabl B TekcTe aokiana («Cremyrommi craiin,
MOXKAIYHCTA...»).

3aKTIOYNTENBHBIA CIIalI TIPEe3eHTaIuH, cojepkammil TekecT «Cracubo 3a
BHUMaHue» win  «Konew», Bpsg JM  OpUEeMIIEM I [IPE3CHTAalUU,
COMPOBOXKIAIONIEH MyOJUYHOE BBHICTYIUIEHWE, TMOCKOJBKY 3aBEpIIECHUE IOoKa3a
CIaiiIoB €Ile HE SBISIETCS 3aBEPIICHUEM BBICTyIUIEHHS. Kpome Toro, Ttakue
claiifipl, Tak *e Kak u chaig «Bompockl?», QyOJHUpPYIOT YCTHOE COOOIIEHUE.
OnTuMaabHBIM BAPUAHTOM IMPEJCTABISETCS MOBTOPEHUE MEPBOTO ClAii/Ia B KOHIIE
NpPE3EHTAllM, TIOCKOJbKY ATO JaeT BO3MOXHOCTh €Il€ pa3 HalOMHUTh
CIIylIaTeNIIM TEMY BBICTYIUICHUS M UMS JTOKJIAI4YMKa U JIMOO MEPEUTH K BOMpOcam,
100 3aBEPIINUTD BBICTYIUICHHUE.

Jlns moxkasza aiil mpe3eHTallud HEeoOXOAWMO COXpaHUTh B (dopmare
«lemonctparmust PowerPointy (®aitn — Coxpanuth kak — Tum daiina —
Hemonctpanust PowerPoint). B »sTtom ciyuae mnpe3eHTaIusi aBTOMAaTUYECKH
OTKpPBIBACTCS B PEKUME IMOJTHOIKPAHHOTO ToKaza (slideshow) wm caymarenn
n30aBIIeHBI KaK OT Buja pabouero okHa nporpammel PowerPoint, Tak u ot morepn
BPEMEHM B Hayaje MoKas3a Mpe3eHTal1H.

Memoouueckue ykazanus K 6bInOJHEHUI) MECH 08
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TecThl W BONPOCHUKHU JAaBHO HCHOJB3YIOTCA B Y4€OHOM Mpolecce u
ABIAIOTCS 3(DPEKTUBHBIM CPEACTBOM 00ydeHHs. TecTupoBaHUE MO3BOJIAET IMyTEM
MOKMCKA MPaBUJILHOTO OTBETA U pa30opa TOMYIIEHHBIX OITMOOK JIy4Ille YCBOUTH TOT
win uHOM wMarepuan. [lpemnaraeMble TecTOBbIE 3aJlaHUsl pa3pabOTaHbl B
COOTBETCTBHHM C MporpamMmoil no gucruiuiniHe « MHpopManmoHHbie TEXHOJIOTUH B
po(eCcCUOHANILHON ESITENIbHOCTHY, YTO MO3BOJIIET OLEHUTh 3HAHHS CTYJECHTOB
0 BceMy Kypcey. JlaHHbIE TECThI MOTYT UCIIOJIb30BaThCA:

— CTyJEHTaMU IIPH MOATOTOBKE K 3a4eTy B (popMe caMOTIPOBEPKH 3HAHUM;

— TperofaBaTeIIMU JUIsl TIPOBEPKH 3HAHUW B KadecTBE (DOPMBI
MIPOMEKYTOUYHOT'O KOHTPOJISI HA CEMUHAPCKUX 3aHATHUAX;

— JJISI IPOBEPKU OCTATOYHBIX 3HAHUM CTYJEHTOB, U3YYUBIINX JAHHBIN KypC.

TecToBble 3adaHMs pacCUMTaHbl Ha CaMOCTOATENbHYIO pabory 0e3
WCIIOJIb30BaHUsl BCIIOMOTATENIbHBIX MATEPUATIOB. 1O €CTh MPU UX BBIIIOJIHEHUU HE
CJIeyeT MOJIb30BaThCA TEKCTAMH 3aKOHOB, YYCOHUKAMU, TUTEPATYpPOH U T.1.

J171s1 BBITIOJTHEHUS TECTOBOTO 3a[aHus, MPE¥K]IE BCEro, CIeIyeT BHUMATEILHO
MPOYUTATh MOCTABJICHHBIN BOIpoc. llocne o3HakOMIIEHMSI ¢ BONPOCOM CIIEIyET
NPUCTYNaTh K TNPOUYTECHHIO TMpejjlaraéMbiX BapuaHTOB oTBeTa. Heobxomumo
MpPOYUTATh BCE BapHaHThl M B KAue€CTBE OTBETA CIEAyEeT BbIOpATh JIMIIbL OJUH
uHjaekc (uudpoBoe WM OyKBEHHOE O0O3HAUYEHHE), COOTBETCTBYIOIIUN
MPaBUILHOMY OTBETY. TEeCThl COCTaBIEHBI TAKMM 00pa3oM, UYTO B KaXJIOM W3 HHUX
MPaBUJIBLHBIM SBJISIETCS JIUIIL OJWH U3 BapuaHTOB. BeiOOp noimkeH ObITH cleyaH B
M0JIb3y HanboJiee MPaBUJILHOTO OTBETA.

Ha BpImosiHEHWE TEcTa OTBOAUTCA OrpaHUYeHHOE BpeMms. OHO MOXKET
BapbUPOBATHCS B 3aBUCHUMOCTU OT YPOBHSI TECTUPYEMBIX, CIOXKHOCTH M O0OBbEeMa
tecta. Kak mpaBuiio, BpeMsi BBINOJHEHUS TECTOBOTO 3aJaHUsl ONMPEAENSIETCA U3
pacuera 30-45 cekyHJ Ha OUH BOMIPOC.

Memoouueckue ykazanusa no padome ¢ KOHCHEKMOM U Y4eOHOUl
aumepamypou

JIist caMoCTOsATENBbHOM padOThl C TEOPETUUECKUM MaTepuaioM y4eOHOH U
TEXHUUYECKOU JTUTepaTypbl HEOOXOIUMBI YMEHUS, Oarogapsi KOTOPbIM MOXKHO 0e3
MOMOIIM TpenojaBaresis TOHATh M 3allOMHUTh HE3HAKOMBIM  Marepuall.
OCHOBHBIMH ~ CYMTAIOTCA  CJEAYIOLIAE: COCTABJICHUWE KOHCIEKTa, IUJIaHa,
MOATOTOBKa pedepaToB, MOKIAAOB. OTHU yMEHHUS MOXKHO Ha3BaTh OOIIUMH,
MOCKOJIbKY OBJIQJICHUE MMM Pa3BUBAET MBIILIICHUE OOYyJaroluxcs, a 3HAYUT, B
OTIPEJICTICHHOW Mepe ToMoraeT (pOpPMUPOBAHUIO YMEHHH, HEOOXOAMMBIX IS
paboThl ¢ TeXHUYECKOW JuTepaTypoir. IloaTomMy memecooOpa3HO HaYMHATH
o0OydeHHEe CcaMOCTOSTEIBHOM PaboTe ¢ TEXHUYECKOW KHUTOM C 3aKperieHus M
Pa3BUTHS YKa3aHHBIX YMEHHUI.

[Ipexxne Bcero cieayeT HayduTh OOYYaIOIIMXCS pa30upaThCsa B CTPYKTYype
KHUTH — OTJIaBJICHUU(HA3BaHUE TJ1aB, raparpadoB, KOHTPOJIbHBIE BOIIPOCHI).

Memoouueckue pekomeHoayuu no cOCMagieHuro ONOPHO20 KOHCNeKma

Koncnekr, miaaH-KOHCIEKT — 3TO0 paboTa ¢ ApyruM UCTOYHHKOM. llenp —
3a(MKCUPOBATh, IepepadoTaTh TOT UM HHON HAYYHBIN TEKCT.

Koncnekr npeacrapiser co0oi TOCIOBHBIE BBIMUCKUA U3 TEKCTa UCTOUHMKA.
[Ipy 3TOM KOHCHEKT — ATO HE MOJHOE MEepPEeNnucChiBaHUE UYyKOTo TekcTa. OOBIYHO
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IpU HANMCAaHUM KOHCIIEKTa CHAadajla IMPOYMUTHIBAETCA TEKCT-UCTOYHUK, B HEM
BBIJICJISIIOTCSL ~ OCHOBHBIE  TIOJIOKEHMSI,  MOJOUPAIOTCA  MPUMEpBI,  HUIET
NEPEeKOMIIOHOBKA Marepuaina, a Yxe 3areM OQOpMISeTCS TEKCT KOHCIEKTa.
KoHcekT MOXKeT ObITh MOJIHBIM, KOTJIa paboTa UAET CO BCEM TEKCTOM HMCTOYHHMKA
WIN HETOJIHBIM, KOTJ]Ja UHTEPEC MPEACTAaBISIET KaKO-1M00 OAMH WJIIM HECKOJIBKO
BOIIPOCOB, 3aTPOHYTHIX B HICTOYHHUKE.

[InaH-KOHCHEKT mpeacTaBisieT coboM Oosiee JeTalbHYI0 MNPOPabOTKY
VCTOYHHKA: COCTABIIAECTCS MOAPOOHBIN, CIIOXKHBIA IJIaH, B KOTOPOM OCBEIIAKOTCS
HE TOJIbKO OCHOBHBIE BONPOCHI HCTOYHUKA, HO M YacTHbIE. K KaKIOMy IyHKTY WA
NOJAIYHKTY IJIaHa MOJ0MPAIOTCS U BBIMUCHIBAKOTCS IUTATHI.

KoHcriekToM — Ha3blBaeTcsd  KpaTKO€  IOCJENOBATEIBbHOE  U3JIOKECHHE
COJIEp>)KaHMUsl CTAaTbH, KHUTH, JEKUMHA. Ero OCHOBY COCTaBIIIIOT IUJIaH, TE3HCHI,
BBIITMCKH, IUTaThl. KOHCIIEKT BOCIPOM3BOAUT HE TOJIBKO MBICIH OPUTHHAJA, HO U
CBSI3b MEXIY HUMHU, B KOHCIIEKTE OTPAKAETCS HE TOJIBKO TO, O YEM TOBOPHUTCS B
paboTe, HO U YTO YTBEPKAAETCA, U KaK JOKa3bIBACTCS.

Cy1iecTBYIOT pa3HOO0pa3Hble BUBI U CLIOCOOBI KOHCIEKTUpOBaHUs. OqHUM
U3 Haubosee paclpoCTPAaHEHHBIX SBIAETCSA, TaK HA3bIBAEMbIH TEKCTyalbHbBIN
KOHCIIEKT, KOTOpBIM mpelacTaBisieT co00il IOCIEeNOBATENbHYIO 3aliCh TEKCTa
KHUTH WU JIEKOUMW. Takod KOHCIEKT TOYHO IEepeAacT JIOTMKY Marepuaina Hu
MaKCUMyM HH(QOpMAaIIH.

OO0mu1yro0 mocneaoBaTebHOCTh ACHCTBUN MPU COCTABJICHUH TEKCTYaJbHOTO
KOHCIIEKTa MOKHO OIPEAEIUTh TAKUM 00pa3oM:

1. VsacHUTD ey U 3aja4l KOHCIIEKTUPOBAHUS.

2. O3HaKOMHUTCSI C TPOU3BEICHHUEM B IIEJIOM: MPOYUTATH MPEIUCIOBUE,
BBEJICHHE, OTJIABJIEHUE M BBIICIUTH MHPOPMALIMOHHO 3HAYUMBIE pa3/ieibl TEKCTA.

3. BummarensHO mpounTaTh TEKCT maparpada, TIaBhl M OTMETUTh
MH(POPMALIMOHHO 3HaYMMbIE€ MECTA.

4. CocTaBUThH KOHCIIEKT.

OnopHbIil KOHCIEKT — 3TO pa3BEpHYTHIM IUIaH Ballero OTBETa Ha
TeopeTHueckunii Borpoc. OH MpU3BaH MOMOYb MOCIEAOBATENBHO U3JI0OKHUTh TEMY,
a MpEernoAaBaTENI0 JIyYllle IOHATh W CIEINWTh 3a JIOTMKOW oTBera. OnopHBII
KOHCIEKT JOJDKEH COJAep)KaTh BCE TO, YTO YyYallHiics coOMpaercs MpeabsBUTH
IPENoAaBaTeNllo B MUCBbMEHHOM BHJE. DTO MOTYT OBITh YepTexH, Tpauku,
bopmyIbl, HOPMYITUPOBKU 3aKOHOB, ONIPENETEHUS, CTPYKTYPHBIE CXEMBI.

OcHOBHBIE TPEOOBaHUS K COAECPHKAHUIO OIIOPHOTO KOHCIIEKTA:

1. [TonHOTa — 2TO 3HAYMUT, YTO B HEM JOJKHO OBITH OTOOPAXKEHO BCE
coJiep>KaHue BOMpoca.

2. Jlornyecku 0O0CHOBAHHAS MOCJIEA0BATENbHOCTD U3JI0KEHHUS.

OcHoBHBIE TpeOoBaHUS K (pOopMe 3alricy OOPHOTO KOHCIIEKTA:

1. OnopHbIi KOHCHIEKT JOKEH ObITh TOHSATEH HE TOJBKO BaM, HO U
IIPENOIaBaATEIO.

2.Ilo o0beMy OH JOJKEH COCTaBISTh MPUMEPHO OJWH - JBa JIMCTA, B
3aBHCHMOCTH OT 00beMa CO/Iep KaHUs BOIIPOCa.

3. lomkeH coaepkarb, €CIM 3TO HEOOXOJUMO, HECKOJIBKO OTAETbHBIX
MyHKTOB, 0003HaYE€HHBIX HOMEPAMH WU MTPoOeTaMHu.
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4. He nomxeH coepkarh CIUIOIIHOTO TEKCTA.

5. JlomxeH ObITh akkKypaTHO 0GOpMIICH (MMETh MPUBIICKATEIbHBIN BUI).

MeToauka cocTaBIEHUS OTIOPHOTO KOHCIIEKTA:

1. Pa30uTh TEKCT Ha OTIEIBHBIEC CMBICIIOBBIC ITYHKTHI.

2. BeIienuTh MyHKT, KOTOPBIA OYJeT rIIaBHBIM COJIEp’)KaHUEM OTBETA.

3. [Ipunate muaHy 3aKOHYCHHBIN BHJ (B cllydae HEOOXOIUMOCTH BCTaBHUTH
JIOTIOTHUTEIbHBIE TYHKTBI, HW3MEHUTh TIOCIENIOBATEIBHOCTh PACIOJIOKECHUS
IIYHKTOB).

4. 3anucaTh MOJYYUBIIMICS TUIaH B TETPaJUd B BUJE OMOPHOTO KOHCIIEKTA,
BCTaBUB B HETO BCE TO, YTO JIOJDKHO OBITh, HAITUCAHO — OTMpEAeNeHUs, (OPMYJIbI,
BBIBO/JIbI, (DOPMYITHPOBKH, BBIBOBI (hOpMYIT, (HOPMYITHPOBKU 3aKOHOB H T.1.

Memoouueckue ykazanus no 6blNOJHEHUI) UHOUBUOYATIbHBIX 3A0AHUIL 8
mexcmosom peoaxmope Microsoft Word

[Ipy BBIIOSHEHUM WHIWUBUAYAIBHBIX 3aJlaHUd B TEKCTOBOM pEIaKTOpe
Microsoft Word crienyet npuaepKuBaThCsl CIICIYIONUX PABUIT:

1. Mexay coBaMu CJ€IyeT CTaBUTh TOJBKO OJMH MPOOEI.

2. Ilepen 3Hakamu mpenuHaHUS MPOOENbl CTAaBUTh HE HY)KHO, MOCTE 3HaKa
MpenuHaHus — 0053aTeNBHO.

3. CnoBa, 3aKJIFOUEHHBIE B KaBBIYKU WJIM CKOOKH, HE JIOJHKHBI OTACISTHCS OT
HUX MpobOeiaMu, HarpuMep: (TEKCT), a He ( TEKCT ).

4. llepen u Tmocne THPE HYKHO CTaBUTh MPOOENbI, HaIpUMEp:

dbopmaTupoBaHue — 3TO mpoiecc odopMIeHUS CTpaHUlbl, ab3ala, CTPOKH,
CHUMBOJIA.

5. Jlepuchr cinenyer ucnonab3oBaTh 0e3 mpoOenoB, HampuMmep: Pocros-nHa-
[Homny.

6. He cnenyet ucnonb3oBaTh myctoi ab3ail (myctoie cTpoku) () B kauecTBe
CpeAcTBa JJig OTCTyIa OT cieayrmiero a6zama. g Takux meneil Hy)KHO Ha
Bxnanke I'maBhass BbeIOpaTh rpymmy A63all ¥ B JUAJIOrOBOM OKHe Ab3all
YCTaHOBUTH HEOOXOIMMbIE UHTEPBAJIBI.

7. He cnemgyer ucronb3oBaTh 3HAK TaOyJsMU U, TeM Oojiee, HECKOJIbKO
npoOenoB it 0003HAUYEHMsSI KpacHOM CTPOKW (OTCTyma TIEpBOM CTPOKH).
VYcranoBka mepBbIX (KpacHBIX) CTPOK MPOU3BOIUTCS B JHATIOTOBOM OKHE AO3ail
(Brianka I'maBuast, rpynmna A63air) Win ¢ TOMOIIBIO MaCIITAOHOM JIMHEUKH.

8. OIMHAKOBBIC TI0O CMBICITY M JIOTHIECKOMY Ha3HAYCHHIO JIEMEHTHI OJTHOTO
JOKyMEHTa BCEeraa CleAyeT BBIACIATh OJWHAKOBBIM oOpasoMm. He cruemyer
3JI0yHOTPEOATh OONBIINM KOJTUYECTBOM BBIJICJICHUNA B TEKCTE.

[Tpu odopmieHHH 3aro0BKOB HEOOXOIUMO MPHUIACPKUBATHCS CIICTYIOIITIX
TIPaBUIT;

1. Pacrioyarate 3arojIOBKM Ha OJHOW CTpPaHUIIE C HA4YallOM TEKCTa, K
KOTOPOMY OHU OTHOCSITCS.

2. BeiensaTe 3arojloBKH JPYrUM pa3MepoM W HauepTaHueM mmpudra wuiam
IPOMUCHBIMU OYKBaMH.

3. OTnensiTh 3aroJIOBKU OT OCTAJIBHOTO TEKCTa HHTEPBAJIAMHU.

4. He cTaBUTHh TOUKY B KOHIIE 3ar0JIOBKOB (OCTaIbHbIC 3HAKW MPEMTUHAHUS —
!, 7, MHOTOTOYHE — CTABUTH MTPU HEOOXOTUMOCTH).
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5. Ecnu 3arojoBOK COCTOMT M3 JBYX CAMOCTOSATENbHBIX NPEIIOKEHHM, TO B
KOHIIE IEPBOTO MPEIJIOKEHUS HY’KHO CTaBUTh TOUYKY, a B KOHIIE BTOPOTO — HET.

6. He ncnonp30Bath B 3aroj0BKax MEPEHOCHI CIIOB.

Memoouueckue ykazanusa no 6blnOJIHEHUI) UHOUBUOYAIbHBIX 3A0AHUIL 6
mekcmosom peoakmope Microsoft Excel

Jlokyment Excel HaspiBaeTcs PaGoueit kuuroil. PabGouas kHwura
npeacTaBisger coboil Habop Pabounmx JMCTOB, KaXIblii M3 KOTOPBIX HMEET
TaOJIMYHYIO CTPYKTYPY M MOKET COJAEPKaTh OJHY HJIM HECKOJIbKO Tabmuil. B okHe
nokyMeHTa B nporpamme Excel oToOpakaercst Tonbko Tekymmii Pabouuit nucr, ¢
KOTOpPBIM U BefeTcst padora. Kaxnapiii Paboumii muct nMeer Ha3zBaHue, KOTOPOE
OTOOpa)kaeTcsa Ha SIPJIbIYKE JUCcTa. PabO4Ynii TUCT COCTOUT U3 CTPOK M CTOJIOLOB.
CronOupl  o3arjaBji€Hbl MPONUCHBIMM JIATUHCKUMU OyKBaMu U, Jaliee,
NBYXOYKBEHHBIMU KoMOuHanusiMu. Bcero Paboumii mucT MoxeT copepxarb A0
256 cronboB, mpoHymMepoBaHHbIX OT A g0 IV. Crpoku mnociaemnoBaTrenbHoO
Hymepytorcs mudpamu or 1 go 65 536. Ha mepeceueHun CTPOK M CTOJIOIOB
oOpa3yroTcst ssueku Tadbauipl. OHU SBISIFOTCS. MUHUMAJIbHBIMU 3JIEMEHTaMU ISl
XpaHeHus JaHHbIX. O0O3HAUYE€HHE OTIEJIBHON sSUEHKHU coueTaeT B cebe Homepa
CTOJI0LIa U CTPOKH (B 3TOM HOPSAKE), HA IEPECEUECHUH KOTOPHIX OHA PACIOJIOKEHa.
O6o03HaueHKe STYCHKH (€€ HOMEp) — ATO €€ aJipec.

Microsoft Excel mno3Bossier HacTpauBaTh OKHO IPOrPaMMbI C YYETOM
Han0oJIee YacTo UCTOb3yeMbIX BaMu onepanui.

1. 3anycture Excel, Bei6pas ITyck — Ilporpammer > Microsoft Excel. Ha
AKpaHe MoSIBUTCS YuCThil JInct] HoBOM Paboueit kHUTH.

2. OTKpoiiTe MeHIO HacTpoiiku naHeneil ynpasnenus (Bujp > Ilanenu
WHCTPYMEHTOB) U YO€IUTeCh B TOM, YTO BKJIIOYEHO OTOOpa)kK€HHE TOJBKO JIBYX
nanenen: CrannaptHas u opmaTtupoBaHue.

3. UtoObl HacTpoWTh MacmTad OTOOpakKeHWs, BOWIWUTE B MeHIO Bun

— MacmTab. B nosiBuBLIEMCS AMATOrOBOM OKHE YCTaHOBHTE (DIa’KOK HAIPOTHUB
kenmaeMmoro macmrtaba. Eciam moaxopsiiero macmiraba HET B CIHCKE, BBIOCpUTE
HE0OX0MMOe 3HaYeHUEe B ToJjioce TpOokpyTku [Ipown3BosbHBIM. MOXKHO Takxke
UCIIOJIb30BaTh PACKPBIBAIOIMIMICS CIMUCOK MacmTab Ha maHenu WHCTPYMEHTOB
CranpgaptHas. Ecnu sxemaemMoro macmraba HET B CIHCKE, BBEIUTE HYXKHOE
3HAYEHHE HEMTOCPEICTBEHHO B IOJIE CIIMCKA M HAKMUTE KJIaBuiry Enter.

4. Boiinute B Menio Cepuc > IlapameTpsl.

5. Beibepute Briaaaky Bunag w u3MEHHWTE TapaMmeTphbl, BIUSIOMNAC Ha
N300pKEHNE OKHA JTOKYMEHTA, CIEAYIOIIMM O00pa3oM. YCTaHOBHUTE (IIAKKH B
MIePEUNCIICHHBIX HIKE OKOIIIEUKaX, a BO BCEX OCTAIBHBIX — COPOCHTE.

OTo0paxkarh:

CTpOKY hopmyn

CTPOKY COCTOSIHUS

IMpumeyanus:

TOJIbKO MHJIUKATOP

O0beKThI:

oToOpaxaTh
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ITapameTpsbI OKHa:

CEeTKa

HYJIEBbIC 3HAYCHHUS

3aroJIOBKU CTPOK U CTOJIOLIOB

CUMBOJIBI CTPYKTYPBI

TOPU30HTAJIbHAS [10JIOCA IPOKPYTKH

BEPTUKAJIbHAS [10JIOCA IPOKPYTKH

APJIBIYKA JIMCTOB

IIBet: ABTO

6. Boibepute BkIaaKy BbIuuc/ieHUs 1 W3MEHHUTE MapaMeTphl, BIUSIOLINE
Ha pe3yJIbTaT BEIYUCICHUS (DOPMYII, CIEAYIONINM 00pa3oM. Y CTaHOBUTE (DIIAXKKHU B
NIEPEYHCIICHHBIX HUKE OKOIIIEYKAX, @ BO BCEX OCTAIbHBIX - COPOCHTE.

Burunciienus:
aBTOMAaTHYECKU
IIpeneabHoe 4K CII0 UTepaluii: 100
OTHocuTEeILHAA NMOIrPeIIHOCTh: 0,001
IHapameTtpsl KHHUI'H:
OOHOBJIATH yaaJIeHHBIC CCBUIKH
COXPaHSTh 3HAYCHUS BHEIITHUX CBsI3CH

JIOMYCKaTh Ha3BaHUS INANa30HOB

7. Beibepute Briaaky IlpaBka w W3MEHHUTE IMapaMeTphl, BIMSIONINE Ha
IpOLEAYpPY PEIaKTUPOBAHUSA TaHHBIX pabovyero JucCTa, CIACAYIOMIMM 00pa3oM.
YcranoBute (prraXKku B MEPEUUCICHHBIX HUKE OKOITIEYKaX, a BO BCEX OCTaJIbHBIX -
cOpochTe.

IHapameTpsbi:

IpaBKa IPsAMO B AYEUKE
IIEPETACKUBAHUE AYEEK
IpEIyIPEXKIAT nepen IIEPE3aInChI0 AYEEK
epexo] B JPYrol sSYEMKe TI0CJIe BBOJA B HAINPABICHUU: BHU3
repemMenaTh 0OBEKTHI BMECTE c sYeUKaMHU

3anpamuBaTh 00 OOHOBICHUHN aBTOMATHUYECKUX CBSI3EH

8. Beibepute Briaaky OOmme M HU3MEHUTE MapamMeTpbl CIEAYIOIINM
oOpa3zoM. YcrtaHoBuTe (hJaKKW B MEPEUUCICHHBIX HUKE OKOIIEYKAaX, a BO BCEX
OCTaJIbHBIX - COPOCHTE.

IHapameTpsbi:

3aIuTa oT MaKpOBHPYCOB

CIIMCOK paHee OTKphIBaBIIUXCS (DaiJIOB COAECPKUT AIEMEHTOB, He Oonee: 4
JIucros B HOBOH KHHUre: 3
CraHaapTHbIi mpugT: Arial Cyr
Pazmep: 10

Jist  yckopeHuss W oOJierdeHHWs  BbIYMCIHMTENbHON pabotel  Excel
MPENOCTABIISICT B PACTIOPSIKEHUE TMOJIH30BATEISI MOIIHBIA ammapar (QyHKIUH
pabouero JucTa, MO3BOJISIONIMX OCYIIECTBIISATH BCE BOSMOXKHBIE PACUETHI.

Vkazanusa no ucnonvzosanuro 6cmpoenHvix QynKyutl
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B menom Microsoft Excel comepxut 6onee 400 ¢ynkiuii pabodero naucTa
(BcTpoeHHBIX (pyHKIIMIT). BCce OHM B COOTBETCTBUU C MpeAHA3HAUCHUEM JCISATCS Ha
12 rpynm:

—-MaTeMaTu4decKkue QyHKITIH;

~ TEKCTOBBIC (DYHKITUH;

—JIorH4YecKre QyHKITUH;

~uH(pOopMaIMOHHBIC (PYHKIIHH;

— (YHKIIMH CCHUIKH ¥ aBTOTIOICTAHOBKH;

— Qb yHKIIMH 1aThl K BPEMCHH,

—duHaHCOBBIE QYHKINH;

~MH)XCHEPHBIE (QYHKIINH;

— CTaTUCTUYECKUE (QYHKIIUH;

— (YHKIIUH IPOBEPKH CBOMCTB M 3HAUCHUH;

—dyukiuu DDE u BHenHue QyHKIINM,

—yHKIMH 7151 pabOTHI CO CIHCKAMMU.

3anuch 000N GYHKIMM B sS4YEHKy pabodero Jucra o0s3aTeNIbHO
HAYMHAETCSl CO 3HaKa paBeHCTBa (=). Ecnu ¢dyHKIMS HMCTOIB3yeTCS B COCTaBe
KaKoM-Tn00 CI0KHON (QYHKIMU WK B (popMmyJie, TO 3HaK paBEHCTBA (=) MUIIETCS
nepen dTod  ¢yHkuuend (popmynoit). OOpamenue K JT000H  QyHKIUU
MIPOU3BOIUTCS YKa3aHUEM €€ MMEHHM U CIIEAYIOIIET0 3a HUM B KPYIJIBIX CKOOKax
aprymeHTa (mapaMeTrpa) WM CIKCKa apryMeHToB. Hamumume Kpyribix CKOOOK
00s3aTeIbHO, MMEHHO OHH CIY)XaT MPU3HAKOM TOrO, YTO HCIOJB3yeMOE WM
SBIISIETCS UMEHEM (PyHKIIMU. APTyMEHTHI CIIUCKA Pa3eNaioTCs TOUKOU C 3amsTon
(;). Ux xonm4ecTBO HE MOJKHO MpeBbimath 30, a aauHa GopMyJibl, coleprKaiien
CKOJIBKO YroJHO oOpamieHuii K (QyHKUHSIM, HE JOJDKHO Tnpesbimath 1024
cuMBOJIOB. Bce nMena nipu 3anucu (BBoze) (GopMysbl PEKOMEHAYETCS HaOupaTh
CTpOYHBIMH OYKBaMH, TOTJa MPABUILHO BBEIEHHBIE MMEHA OYyAyT OTOOpaKEHBI
MPOMUCHBIMU OYKBaMHU.

1.  Mamemamuueckue ¢pynkyuu

— ABS(X) - Bo3BpaimaeT MOIyJib YHCIa X.

— ACOS(X) - Bo3BpamaeT apKKOCHHYC 4YMClIa X. APKKOCHHYC YHCjIa - 3TO
yroyl, KOCHHYC KOTOpPOTO PaBeH HYHUCIYy X. YTOJN OMNpeNensercs B paadaHax B
uHTepBaie ot 0 10 .

— ASIN(X) - Bo3BpaIaeT apkCHHYC uncia X. APKCHHYC YUCIa - 9TO YroJ,
CHUHYC KOTOpPOT'O PaBEH YUCIY X. YTOJ OINpeaesseTcs B paJuaHax B MHTEpBaJe OT -
/2 no /2.

— ATAN(X) - Bo3BpalaeT apKTaHI'€HC YMCIa X. APKTAHT€HC YHCIa - 3TO
yroJl, TAHT€HC KOTOPOTO paBEH YWCIYy X. YTOJ OMpenessercs B paauaHax B
UHTEpBaJe ot - /2 10 /2.

— COS(X) - Bo3BpalaeT KOCHHYC YHCIIa X.

— EXP(X) - BO3Bpamiaer 3HavyeHHUE YKCaa €, BO3BEACHHOTO B CTCICHH X.
Uucno e =2,71828182845904 - ocHOBaHME HATYPaAJIBHOTO JoTapuMma.

— LN(X) - Bo3BpaIiaer HaTypaibHbIi Jorapudm yuca X.

— LOG10(x) - Bo3BpaIIaeT AeCATHUHBIN JIOTapr(M Yrcia X.
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— SIN(X) - BO3BpaIaer CHHyC 4uCla X.

— TAN(X) - Bo3BpaIiaeT TAHICHC YUCIIA X.

— KOPEHb(x) - BO3Bpaiaer MOJIOKUTEILHOE 3HAYEHUE KBaJIPATHOIO
KOpHS.

— ITH() - Bo3Bpamaer 3HaueHue uncna = 3,14159265358979 ¢ TouHOCTHIO
no 15 uudp, omHako B HacTosiiee BpeMs 3Ta TOYHOCTh JOCTUTHYTa 10 3
TPUJLTMOHOB LIUPP.

— PAJIMAHBI(yron) - npeobpa3yeT rpaaychl B pajraHbl.

— PAJI.CYMM(X; n; m; ko3 PUITMEHTHI) - BO3BpAIIACT CYMMY CTETICHHOTO
psna, rae:

— X - 3HaYEHUE MEPEMEHHOU CTENIEHHOTO PAa;

— N - moka3arenab CTENEHU X ISl IEPBOro YjieHa CTEIIEHHOTO PAIa;

— M - mIar, Ha KOTOPbIN YBEJIMYMBAETCS MOKAa3aTeIb CTENEHU N JIJIST KaXKI0To
CJICAYIONIETO YiI€Ha CTEIIEHHOTO PsIia;

— KO3 PUIIUEHTHI - 3TO YKCIIa MPU COOTBETCTBYIOIIUX WICHAX CTEIEHHOIO
psina, 3amucaHHbIE B OIpEACNIEHHbIE sSUelku pabouero yucra. B QyHkiuu onu
3a7al0TCs B BUJIE IMaNla30Ha siueeK, Hanpumep, A2:A6.

[Tpumep:

=PA.CYMM(B2;B3;B4;B5:B10)

3nece B sueidikax B2:B10 3anmcaHbl 3HAYE€HHSI COOTBETCTBYIOIIMX
napameTpoB (QyHKIIUH.

Ecnu mnpu BbimonHeHMHM (YHKIMU B SYEHKE MOSIBISETCS COOOIICHUE
#UMA?, To Bo3MOkHO He yctaHoBieH <Ilaker ananmuza>. [ToapoOHOCTH MOXKHO
HaiiTh B <CrnpaBke> 00 3TOU (PYHKIIUH.

CTEIIEHb(uucno; crenenb) - BO3BpallaeT pe3yabTaT BO3BEACHHUS YKCIA B
CTEICHb.

CYMM((uucnol;uncno2;...;uncioN) - CyMMUPYeT BCE YKClia B MHTEpBaJe
SYCEK.

OAKTP(uucno) - BosBpamaer ¢akropuan uucia. dakTopuan yucia -
n!=1*2%3%_ *n,

2. Cmamucmuueckue @yHKyuu

— MAKC(uucnol;uncno?2;...;uncnoN) - BO3BpallaeT MaKCUMaJIbHOE YHCIIO
M3 COUCKa AapryMEHTOB WIM JAWana3oHa uucell. JlomycTumMoe KOJIUYEecTBO
apryMeHToB B ciiucke ot 1 1o 30.

— MUH(uucnol;uncno?2;...;uncioN) - Bo3BpaillaeT MUHUMAJILHOE YUCIIO U3
CIIMCKa apTyMEHTOB WJIM Jhana3oHa uucel. J[omycTuMoe KOJU4eCTBO apryMEHTOB
B criicke oT 1 o 30.

— CP3HAY(uucnol ;uncno?2;...;uucioN) - BO3BpAILIACT cpeaHee
apudpMeTHYEeCKOe 3HAYE€HHUE CBOUX apryMeHTOB. JlOMmycTHMOE KOJIMYECTBO
apryMeHToB B cniucke ot 1 1o 30.

3. Jloeuueckue ¢hynxyuu

H(normyeckoe 3HaueHuwel; mornyeckoe 3HayeHue2; ...) - BO3BpallacT
3HaueHne UCTUHA, ecnu Bce aprymenTsl uMeroT 3HaueHnss MCTUHA. Eciou xots
ob1 onuH apryMmeHT umeet 3Hauenue JIOXb, Torna Bozspamaercs JIOXKD.
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Jlornyeckoe 3HayeHuel, normyeckoe 3HayeHue2, ... - 310 oT 1 go 30
MIPOBEPSEMBIX YCIOBUH.

[Tpumepsr:

=U(2+3=5; 3+4=7) paBusercs UICTUHA.

=U(5< Al; Al< 50) pausercs MUCTUHA, ecau sueiika Al comepXut
qucio Mexay S u 50.

NI (nornueckoe 3HadeHuel;mornyeckoe 3HayeHue2;...) - BO3BpallacT
NCTHUHA, ecnu xoTs Ob1 on1uH u3 apryMmenToB umeet 3Hadenne UICTUHA. Ecou
Bce aprymenTel umerorT 3HadeHue JIOXKDb, Ttorma BosBpamaerca JIOXD.
Jlornueckoe 3HaueHuel, sorumyeckoe 3HayeHue2, ... - 310 oT 1 go 30
IIPOBEPSAEMBIX YCIIOBHM.

[Ipumepsr:

=NJIN(2+2=5; 3+4=T) paBusercsa UICTUHA.

=UJIN(2+2=5; 3+5=7) paBusercs JIOXKb.

HE(;ornyeckoe 3HaueHWe) - MEHSET Ha IPOTUBOMNOJIOXKHOE JIOTHYECKOe
3HaueHue cBoero aprymenta. @ynkius HE ucnonws3yercss B Tex ciydasx, Korja
HEOOXOJMMO OBbITh YBEPEHHBIM B TOM, YTO 3HAYEHHE HE PAaBHO HEKOTOPOH
KOHKPETHOU BEJTMYUHE.

[Tpumep:

=HE(1+1=2) paBusertcs JIOXKb.

ECJIM(siornueckoe BbipaxkeHue;3HaueHuel (ecnu NCTHNHA);3nauenne?2
(ecau JIOXKD))

[Tpumep:

JomyctuM, Hago BeUMCIUTh pyHKIUO Ln(x) ot x= - 0,5 no 1,5 ¢ marom
W3MEHEHHs aprymeHTa X paBHbIM 0,5. 3HaueHus X 3anucasbl B syenkax A3:A7.
N3BecTHO, 4TO JIorapu(M OTPULIATENLHOTO ApTyMEHTa U HYJISl HE CYIIECTBYET (HE
OTIPENICIIEH), Toraa byHKIUSA ECJIN() Oyner HMMETh BUJI;
=ECJIN(A3>0;Ln(A3);"neonpen.")

B xkauectBe aprymentoB ¢yukuuu ECJIU() morytr u npyrue GyHKIuu
ECJIN(), To ectb Bnoxkennnle GyHkuuu. [Ipu stom mns Bcex (ynkiuit ECJIN()
3aKPBIBAIOIINE CKOOKH 3aMMCHIBAIOTCS B KOHIIE BCETO BBHIPAKECHMUS.

Memoouueckue ykazanusa no pabome c cemovio Hnmepnem

[TouckoBas cucremMa — 3TO MPOTPaMMHOE O0eCIiedeHUE, COCTOsIIee U3 Oa3bl
JTAHHBIX JIOKYMEHTOB, CHa0>XEHHOW TMOJIb30BaTEIbCKUM HHTEpdeiicoM, KOTOpoe
pa3paboTaHo JiJisl moucKa MH(OpMaluu BO BceMUpHOU nayTuHe. Cpelyu MUPOBBIX
THTaHTOB MOXHO BbIACINTE G0OOgle, pelHOYHAS J10JIT KOTOPOTo cocTaBisieT 77%,
Yahoo — 12% u MSN — 3%. B pycckos3pluHOM cermMeHTe B (haBOpuTax
SAnnexc(44% Pynera), onsate sxe Google(36% Pynera), Rambler(10% Pyneta) u
Mail.ru(7% Pynera). Pe3ynbrarhl moucKa OOBIYHO MPEACTABICHBI B CEPHH
PE3yNIbTATOB, YACTO HA3BIBAEMBIX CTPAHUIIAMHU PE3YJIbTATOB MOUCKOBON CHUCTEMBI.
Nudopmarust MOXKET OBITh COBOKYITHOCTBIO BEO-CTpaHUIL, H300paKEHUN U APYTHX
TumnoB (aitioB. OCHOBHAs 3ajadya MOWCKOBOW CHCTEMBI 3aKIIIOUaeTCs B BBIOOpE
HaWIy4ylIero BO3MOXKHOIO OJIMHOECTBA B OTBET HA KOHKPETHBIH 3aIIpoc, TO €CTh
MHO’KECTBa JOKYMEHTOB, KOTOpbI€ HamOoJee COOTBETCTBYIOT TOMY, UYTO HILET
MOJIB30BaTENh (OOBIYHO B MOpPSAKE YOBbIBaHUS pereBaHTHOCTH). [loiaHOIEHHOCTH
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MOMCKOBOM CHCTEMBI 3aBUCUT OT PEJIEBAHTHOCTU pE3YyJIbTATOB, KOTOPHIE OHA
MPEAOCTABJISIET.

Kax npasunvno cgpopmuposams nouckoswlii 3anpoc

[Ipexxne 4dem 3amaBaTh CTPOKY MJIA MOUCKA, HEOOXOAUMO IMOHSATH, YTO
UMEHHO HYXHO HaWTu. Taxxke TpeOyercs NHOHATh, KaKUM O0Opa3oM Cieayer
COCTaBUTh CTPOKY, YTOOBI MTOMCKOBAasi CUCTEMa KaK MOXKHO ObICTpee Bbljaja To,
yro HyxXHO. IIpu cocraBieHun 3amnpoca HEOOXOAMMO PYKOBOACTBOBATHCS
CJIEIYIOLMMU [TpaBUIIaAMHU:

1. IInmmTe rpaMOTHO CI0BaA IMTOMCKOBOTO 3aMpoca.

2. Ucnosib3yiT€ CUHOHHUMBI.

Ecnu  mouck  HYXHBIX  pe3yJabTaTOB HE  MpPUHEC, MOmpoOyiiTe
nepeopMyaHpoBaTh 3ampoc, HCMHONb3ys CHHOHUMBL. Hampumep, BwmecTo
«TauKa» — «aBTOMOOUJIb», BMECTO «KypcoBas paboTa» — «pedepar».

3. YTounsiiTe 3anpoc.

Yem TouHee OyJeT MOCTPOEH MOUCKOBBIN 3arpoc, TeM OOJIbIIIE IIAHCOB, YTO
B MEPBBIX CTPOKAX pe3yJbTaTa Moucka OyJeT HyKHbIH Bam pecypc. [loaTomy eciu
BbI UILETE YK€ YIOMUHABIIYIOCS TEXHOJIOTHIO BBIIIMBAHUS KPECTUKOM, IIPOCTO U
HaIUIINATE 3TO B CTPOKE Moucka. Ecnu pe3ynbpTaT Bac HE yJIOBIETBOPUT, TOT/IA YHKE
HayMHAaWTE BapbUPOBATh CTPOKY.

4. Vicniosib3yiTe KIIOUYEBBIC CIIOBA

Ecnu pesynbTaT moucka HE YIOBJIETBOPSIET KPUTEPUSIM, BKIIOYANTE B
MOMCKOBBIH 3apoC KaK MOYKHO 0OJIblIe YTOUHAIOMMX clioB. Eciau Bac uHTepecyer
uMeHHO TBopuyecTBO A.C. IlymknHa, TO B TIOMCKOBOHW CTpPOKE KpOME
HEIMOCPEICTBEHHO MMEHU BEJIIMKOro MucaTenst o0g3aTeNbHO HEOOXOAMMO BBECTHU
CIIOBO «TBOpuYecTBO». Ecnm Bbl miere uHpopmanuio no aromodmnro Honda —
HEOOXOJIMMO B TMOMCKOBOM CTpOKe yKa3aTh «aBTomMoOwib Honda», a He mpocto
«aBTOMOOUJIBY.

5. He numumte 3ampoc B BEpXHEM PETUCTPE.

Bce 3anpochl xenaTenbHO MUCaTh B HUKHEM PETHCTPE, MOTOMY YTO MOMCK
OOBIYHO  peructposaBucumbiii, u  ctpoky  «[ISTh  MWJIAHCKUX
KA®EJIPAJIBHBIX COBOPOB» BaM HallyT TOJBKO B TOM ClIy4yae, €CId OHa
r7ie-TO Ha caiite HabpaHa 3arfaBHbIMU OykBaMu. OJIHAKO €CITU BBl UIETE KaKHE-TO
UMEHa COOCTBEHHbBIE — Hampumep, rpymnmny «YepHbiii kode», a HE TPOIYKT
MUTaHUsl YEepHBbI Kode, — TOoraa MUIIMTE HUX C 3arjaBHbIX OYKB (MMEHHO C
3arjaBHBIX, & HE BCE 3arjaBHbBIMU).

6. B CITOXKHBIX CIydasx UCMOJIB3YHTE SI3bIK 3alPOCOB.

[IpakTHyeckn BCE TMOMCKOBBIE CUCTEMbI MOAACPKUBAIOT TaK Ha3bIBAEMbIN
SI3BIK 3aMPOCOB, MO3BOJISIONIMKM 3aJaBaTh MOIIHEHIITNE KOMOWHAIUM Pa3TUYHBIX
KPUTEPUEB TIOUCKA.

AH3vik 3anpocos

A) UckimtoueHne/BKITIOUEHNE OTPEICTICHHBIX CIIOB — 3HAKH «+» U «-»

[Ipenmonoxum, HEOOXOIUMO HAWTH CaWThI, HA KOTOPHIX €CTh PaccKasbl O
co0akax, HO TIPU ATOM HE BBIBOJHWTH PACCKa3bl O coOaKax Mopojsl yay-uay. Toraa
3armpoc OyIET BRITISAETh CIEAYIONUM 00pa3oM: «+pacckas +cobaku —yay-4ay» —
ATO O3HAYaeT KOMaHIYy MCKaTh CTPAHUIIBI, HA KOTOPBIX B 00S3aTEILHOM MOPSIIKE
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IPUCYTCTBYIOT CJIOBa «PaccKa3» U «COO0aKW», OJHAKO OTCYTCTBYET CIIOBO «d4ay-
qay.

b) [lepeuncienne anbTepHATUB — 3HAK «|»

BeprtukanbHas yepTa Mo3BOJISIET 3a/1aTh aIbTEPHATUBBI: CHCTEMa UIIET XOTS
OBl OJTHO W3 MEPEUYUCICHHBIX cloB. HampuMep, eciiu Bbl XOTUTE HAUTH CTPAHUIIBI,
/i€ BCTPEYAETCs OJTHO U3 CIIOB «IIaray, «Mamay, «JI04YKa», «BHYYKa», MOUCKOBBIN
3amnpoc OyAeT BBITJIAICTh CJICIYIOMIUM 00pa3oM: «Iama | MaMa | Iouka | BHy4IKay.

B) Ilouck TOYHOTO COOTBETCTBHUS — 3HAK «!»

OOBIYHO TOMCKOBUKH HIIYT BCE CIOBOGOPMBI BBECHHOTO CIIOBA, IaXE €CITU
OHO 33JaHO IOJIHOCTBIO: HAllpUMEpP, €CIU B CTPOKE BBEICHO «OJIOHAMHKA», TO
NEPBBIMU OYyT BBIBEJICHBI CTPAHMUIIBI, TJI€ BCTPEUACTCSI MMEHHO «OJIOHIUHKAY», HO
Jaiee B pe3ydabTaTax IIOMCKA OKaxyTcs «OJOHIUHKW», «OIOHIUHKON,
«OJOHIMHKOIO», «ONOHAMHKaM» M Tak gainee. OJHAKO €clid BaM HY)XHO HalTH
TOJIBKO JAHHYI0 KOHKPETHYI0 (opMy — «OJNOHIMHKA», — TOrJAa 3aJaBaiTe
MIOMCKOBYIO CTPOKY TaK: «!OJIOHIANHKA.

I') [Touck TouHOM (ppa3bl — KABBIYKU

Ecnu Bam HyxkHa TouHas ¢pa3a «TUMNEPBUIUOHHBIA KBA3UKOHBEPTEP», a HE
«TUNEPBU3MOHHBIN  aHANM3aTop, BKIIOYAIOIMHA B ce0s  TEMHO-3€JIEeHbIN
KBa3UKOHBEPTEpP B MYIBIPBIINIKaxX», TOTJa MpU IOUCKE 3aKirouure ¢pasy B
KAaBBIUKHU: «THUIEPBU3MOHHBIN KBa3MKOHBEPTEP», M B 3TOM CIIy4ae ITOMCKOBHK
BBIBEJIET TOJBKO TE€ CTPAHMULIBI, TJI€ 3TH CJIOBA PACHOJIATAKOTCS CTPOTO PSAAOM.

J1) 3aganue paccTosHUSA MEXKIY CIOB — «/n»

B ciiydae korja Bbl XOTUTE HATH BCE BapUaHTHI (Ppa3bl «BBICOKAs [JIH000€
CJIIOBO| OJIOHAMHKa» — MOYXHO OTPa3uTh 3TO HEYEMHOE EJIaHHE€ B MOHCKOBOM
3ampoce ¢ IMOMOIIbI0 3HaKa «/», O3HAYAIOUIEr0 «HE IMPEBBINIAIO», U YHCHA,
MOKAa3bIBAIOUIETO JIOMYCTUMOE KOJUYECTBO CJOB, MpU4YeM | — 3TO 3HAYUT
OTCYTCTBUE CJIOB.

Touck kapmunox u éudeo ¢ Google

[Tonck KapTUHOK M BMJIEO B TyIJIE, NMOYTH HE OTJIMYACTCS OT OOBIYHOIO
noucka. Tak e mmeerca «PaclIMpeHHBIA MOUCK KapTUHOK» U «PacmmpeHHsIN
IIOMCK BHJIE0», ITO3BOJISIOIINI HE 3aIIOMUHATH BCE OIIEPATOPHI.

AJNTOPUTM MOUCKA CIETYIOLINN:

1. 3arpy3uts UnTEpHET

2. 3aifTy HA CTPAHUILY TOMCKOBOW CUCTEMBI

3. BBecTn 3anpoc B cTpOKy moucKa

4. HlenxuyTh no komanae KapTuHku (Hag CTpOKOM Moucka)

5. enknyrs Halitu (unu Ilowck), B 3aBUCUMOCTH OT BbIOpaHHOM
TMOUCKOBOU CUCTEMBI

[Tocne 3TOro Ha ’KpaHe MOSBISAETCA BEIMKOE MHOXXECTBO KapTUHOK. MBI
BbIOMpaeM MOHPABUBIIYIOCS U IeiIKaeM Mo Hel. OTMETHM, YTO KapTHUHKU U
¢dotorpaduu Bce pazHbIX pazMepoB. [103ToMy MBI MOKEM YTOYHUTH MOUCK, 33/1aB
pa3Mep KapTHHKH — OOJbIIMe, CpeAHHe, MajeHbKue uU T.J. Toraa mouckoBas
CUCTEMA BBIIACT HAM KapTUHKH TOJIBKO 3TOr0 pa3mepa.

Hanee — coxpansieM ee. /[ 3aToro:

1. [llenxkHyTh MpaBOil KHOMKOW MBIIIH 1O KAPTUHKE.
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2. Boiopate CoxpaHUTh PUCYHOK KaK.

3. B mosBHBIIEMCs IUaNOroBOil OKHE BBIOpaTh OWUCK M Manky (Kyaa
HEOOXOJIMMO COXPAaHHUTH (haili).

4. 3anaTh UMS WM OCTABUTh MPEIOKEHHOE.

5. lllenkHYTH COXpAHUTP.
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