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1. ACIIOPT IPOI'PAMMbI YYEBHOM JJUCIIUILINHBI
KomnbrorepHas 00padoTka 10KyMEeHTOB

1.1. O6aacTh NpUMeEHEHHs NPOrPAMMBI

[Iporpamma y4eOHOH JUCHMIUIMHBI SIBJISAETCS 4YacThbl0 OCHOBHOH mpodeccHnoHaTbHON
obOpazoBatenbHOil Tporpammbl B cootrBercTBHM ¢ DPI'OC mo cmenmansroctu CITIO: 09.02.04.
Nudopmannonnbie cucTeMbI(I10 OTPACJISIM)

1.2. MecTo AUCHUIUIMHBI B CTPYKType OCHOBHOIl mnpodeccnoHaNbHON 00pa3oBaTe/IbHOM
NPOrpaMmbI:

JlucuuiuiiHa B CTPYKTYpPE OCHOBHOH NpoQecCHOHAIbHON 00pa3oBaTeNbHON MPOTPaMMEI,
BXOJHT B 00mIenpohecCHOHABHBIN OJIOK.

1.3. He.]'ll/l M 3aJa94 TUMCHUMIIJIMHbI — TpeﬁoBaHI/lﬂ K pe3yjJbTarTaM OCBOCHHUA TUCHUIIJIUMHBI:

B pesynbpTaTe ocBOEHUS AUCIUTUIMHBI O0YJIAIOIIUNCS TOJDKEH YMETh:
e Ipo(heCCUOHATIBHO OCYIIECTBISATH HA0OP TEKCTOB Ha MEPCOHATILHOM KOMITBIOTEPE

B pesynbpTaTe ocBOCHUS AUCITUTUIMHBI O0YJAIOIIUNACS TOJDKEH 3HATH!
J PYCCKYIO U JJAaTUHCKYIO KJIaBUATYypy MEPCOHAIBLHOTO KOMITBIOTEPA;
J npaBuiia oOpMIICHUS JOKYMEHTOB Ha TIEPCOHATLHOM KOMITBIOTEPE

1.4. PeKOMeHZIyeMOC KOJIMY€E€CTBO YaCOB HA OCBOCHHME NPOrpaMMbl JHCHUIIJIMHBI:
MaKCUMaJIbHOW y4eOHOW Harpy3ku oOydaromerocss 132 vacoB, B TOM YHCIIe:
MpakTUYeckue paboTsl 88 uacos;

CaMOCTOSTEIHPHOU paboThI oOyuatomerocs: 42 yaca;
3K3AMEH

2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JJUCIUILIAHBI

2.1. O6beM yueOHOI TMCUUTIHHBI M BUIbI Y4e0HOi#i padoThI

Buna yueOHoii padoThl Oobvem uacos
MaxkcumaJibHasi ydeOHasi HArpy3Ka (Bcero) 132
Oobs13aTesibHAsA ayIUTOPHAsI yueOHAs Harpy3ka (Bcero) 88
B TOM YHUCIJIE:
MPAKTUYCCKHUE 3aHATHS 90
CamocrosiTesibHasi pa6oTa o0yuariierocs (Bcero) 42




2.2. llpuMepHbIii TEeMAaTHYECKHUH IJIAH U coiep:KaHue Y4eOHOH THCIMIIHHBI

-
HaumeHoBaHue pa3jieioB u Coaep:xkaHue y4eOHOTro MaTepuaJa, JabopaTopHblie U MPAKTHYECKHEe PA0OThI, CAMOCTOSITE/ILHAS padoTa °§ g 9:3 E
TeM 00y4yaIuxcs, KypcoBasi padot (IpoeKT) (eciu npedycmompenvt) 8 g :._ g
=
Pazpnen 1. Opranusanus Conepxanue
KOMIIbIOTePHOii 00padoTKN 1 | CoBpeMeHHbIE CPEACTBA COCTABJICHUSI TEKCTOBBIX JOKYMEHTOB. 1 2
AOKYMEHTOB 2 | adopmanmoHHbIe TEXHOJIOTHH B TPO(ECCHOHATBHON NesITeThHOCTH 1 2
1 | OcnoBHuo#t psp knaBuatypsl: @bIBAIT - POJIIKD. Habop noBTopsronuxcs gppas 5 3
2 | Bepxunit psig knasuatypsr: MITYKE - HIIIIIBXb. Ha6op mosropsiommxcst pas 5 3
Pa3nen 2. Caenoii 3 | Huxnwmit psg xraBuaryper: SYCMMU - ThBIO. Habop nosTopstormmxcs ¢pas 5 3
AecSATUNATbLEBBII MeTo/ 4 | YeTBepThIil psAsl KOMITBIOTEPHOU KJIaBHATYPHI - dpoBoii: 12345 - 67890. Habop noBTopstomuxcs ¢ppas 1 3
Ha0opa TeKcoB 5 | YerBepThlii psiji KOMITBIOTEPHOH KJIAaBHATYpPHI: 3HAKH npenuHanus. Habop moBropsromuxces ¢pas 2 3
6 | Bepxuwmii peructp: xiasumu CapsLock u Shift. Ha6op nosropsironuxcs hpas 2 3
IIpakTnueckas padora. Pa3BuTie CKOPOCTHBIX HAaBBIKOB HA0Opa TEKCTOB 3
Camocmosamenvuas paooma 1.
PaboTa Ha KI1aBUAaTypHOM TpPEHAXKEDPE. 10 3
Pa3BuTHE CKOPOCTHBIX HABBIKOB HA0Opa TEKCTOB
1 | IIpaBuna opopMeHUS TEKCTOBBIX IOKYMEHTOB Ha KOMITBIOTEPE 5 3
2 | IlpaBwia oopmiteHHs TAOJTUYHOTO MaTepHaa. 5 3
3 | IlpaBwiia oopmiIeHHs PUMEUaHUN, CHOCOK, TPUIIOKESHUM 2 3
4 | TlpaBuna cocraBieHus u 0hopmiIeHUs GOPMYIT 2 3
5 | IlpaBwia npeacrariaeHus rpadguaeckoil HHGOPMAIUKA B TEKCTOBOM JIOKYMEHTE 4 3
6 | [IpaBuia odopmienus crnucka aurepaTypsl (Oudnuorpadun) 2 3
Paszen 3. lpasnia 7 | IIpaBuia odopmiieHHs TUTYIBHOTO JTUCTA TIOKYMEHTA 2 3
O OPMICHHS TOKYMEHTOR ¢ 8 | IIpaBuina odopmieHHst HayYHO-UCCIEA0BATEIHCKOT0 MaTepraa 8 3
9 | KoppekrypHas 06paboTka TOKYMEHTOB 2 3

MOMOIIbI0 KOMIILIOTEPHOM
TeXHUKHU

IIpakTnyeckne padoThl.

OdopmiieHne TeKCTOBBIX JOKYMEHTOB; 0(opMIIeHHE TaOIHMUHBIX GopM;
odopmIIeHrE TPUMEYaHHUH, CHOCOK U IPUJIOKEHUH (B TEKCTe, K Ta0IuLam);
odopmierne popmyi (B TEKCTe);

odopmIIeHHEe CIMCKa IUTepaTypsl (Onbdanorpapun);

o(opMIIeHHE TUTYIBHOTO JIUCTA;

odopmIIeHre MHOTOCTPAaHHUYHOTO JOKYMEHTA,

HCIOJIb30BAHNE KOPPEKTYPHBIX 3HAKOB B TEKCTOBOM JIOKYMEHTE.




Camocmosamenshnas paboma 2.

Pa3BuTne CKOPOCTHBIX HABBIKOB HaboOpa. 10 | 3
BrinosiHeHNE MHIMBUYaJIbHBIX KAPTOUEK - 3aIaHUI
1 | Hoctpoenue tabaununoi popmsl (Excel) 2 3
2 | Pacuer mokasareneii (Mcmosib30BaHue pocTemux Gopmyn (3HaKoB) U Mactepa QyHKITHIA) 8 3
3 | AHaJIM3 MOJMYYCHHBIX PE3YILTATOB C MPEACTABICHUEM B JICJIOBOM rpaduke 2 3
Pazgen 3. ABTomaruszanus IIpakTnyeckune padoTshl.
Ta0IU4YHOH (hopMBI Co3nanue Tabnu4IHBIX (POPM TOKYMEHTOB;
AOKYMEHTOB aBTOMaTH3alMs TaOIUYHBIX POpM (pacueTr nokazaTesel, UCIoab30BaHue MacTepa pyHKIMNA: MaTeMaTH4ecKas,
CTaTUCTHYECKAsl, JOTMUECKasi KAaTETOPHH;
MIpe/ICTaBJICHUE PE3yabTaTOB rpapuuecku (rpaduku, JuarpaMmmabl);
10/IBEJICHHE TIPOMEXYTOUYHBIX UTOTOB.
Camocmosmenshnas paboma 3.
PazBuTne CKOPOCTHBIX HABBIKOB Habopa. 8 3
BrImosHeHne HHANBHTyTbHBIX KapTOUEK - 33/IaHUI: CO3/]aHNe H aBTOMATH3aIHsI TAOIMIHOUW (POPMBI; aHAIH3 TIOTYy4YEeHHBIX PE3YyIIhTaTOB
(rpadmueckn); 06pabOTKa MPOMEKYTOUHBIX UTOTOB TAOIMYHBIX HOpM
1 | CxanupoBanue TekcToBoi nHpopmannu. CkaHupoBaHHE TaOJIUYHBIX (OPM JTOKYMEHTOB 1 3
Pa3nen 4. OopaboTka u 2 | CkaHMpoBaHUE MHOTOCTPAHUYHOTO JTOKyMeHTa. OcoOeHHOCTH 00pabOTKH CKaHUPOBAaHHOW MH(OpManuu 2 3
peAaKTHpPOBaHHMe IIpakTnueckne padoThl.
3JIEKTPOHHOI'0 IOKYMEHTa [IpeoOpazoBaHue aHATOTOBOW MH(POPMAIIUU B SJIEKTPOHHBIN (HAIT;
00paboTKa M PeaKTHPOBAHKE MOTYYECHHBIX ANEKTPOHHBIX (aiiIoB
Camocmosamenvuaa pavoma 4.
Pa3BuTHE CKOPOCTHBIX HABBIKOB HaOOpa.
BrinosineHue MHIMBUYaNbHBIX KAPTOUEK - 3a/IaHUI: CKaHUPOBATh CMEIIAHHbIE TaHHbIE JOKYMEHTa (TeKCT, rpaduka, Tabauilbl); peJakTHpOBaHUe 4 3
MOJIy4YE€HHBIX Pe3y/IbTaTOB;
MIpeJICTaBJICHHE MOJIyYeHHON HHPOPMAITUU
1 | IlocTpoeHne KOHCTPYKIIMOHHOM CeTKHU JOKYMEHTa (YTJIOBBIM U IPOAOJIBHBIM COCOO0M) 4
Paszen 5. Opopmrenue g 8(1)0pMneHHe OpraHU3aIMOHHBIX JOKYMEHTOB 3 3
(hopmIleHUE pacOPSIUTENBHBIX JOKYMEHTOB 3 3
ylnpaBJeH4YeCKUX
HOKYMEHTOB 4 | Odopmienne nHGOPMAITMOHHO-CIPABOYHBIX JOKYMEHTOB 6 3
5 | OdopmiieHre KaJpoBBIX TOKYMEHTOB 3 3
6 | Co3naHue perucTpalMoOHHbIX U YYETHBIX (POPM JTOKYMEHTOB 2 3




IIpakTnyeckune padoThl.

Coznanue opraHu3aluOHHBIX TOKYMEHTOB (110 00pasiy);

CO3/IaHUE PACHOPAIUTEIbHBIX JOKYMEHTOB (110 00pasiy);

co3ganue WH(HOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB (110 00pasiry);
CO3/ITaHUE KaJIPOBOM TOKyMEHTAIuu (110 00pasiry);

perucTparys noJIy4eHHbIX GOPM TOKYMEHTOB.

Camocmosamenshnas paboma 5.
Pa3BuTHE CKOPOCTHBIX HABBIKOB HaOOpA.
BrImosiHeHNe MHIMBHTYyATBHBIX KAPTOYEK - 3a/IaHUH: 0OPMUTH JIOJDKHOCTHBIC MHCTPYKITUHU Ha: CeKpeTapsa-pedepeHTa; pyKoBOIUTENS KaJIpOBOH

CITyk0b1; pykoBoauTeINs cIy>k0bl JJOY; 0hopMUTE IO OCHOBHOM AESITEIILHOCTH: TIPUKA3bI, PACTIOPSKEHUSI M BBIMUCKU U3 HUX; OPOPMHUTH 10
MH(POPMAIIMOHHO-CIIPABOYHBIE JOKYMEHTHI: aKT, IIPOTOKOJI U PELICHUE; CITY)KEOHbIE MMChMa; CIIPABKH (JIMYHBIE U CITY)KEOHBIC); TOKIAJHBIE 1
CITy’KeOHBIE 3aITUCKH; 0(OPMUTH KaJIpOBBIE JOKYMEHTHI: 3asBIICHHE, IIPUKA3
MaxkcuMmajibHasi Harpy3Ka, scero: | 132
B TOM uMene: | o
NpaKTHYecKue padoThl:
CcaMOCTOsITe/IbHasi paboTa (BHeayauTopHas) | 42




3. YCJI0OBUs PEAJIM3ALIMUA ITPOI'PAMMBI JIMCHUIIJINHBI

3.1. Tpe6oBaHUs K MUHUMAJIbHOMY MaTepHAJIbHO-TEXHHYECKOMY 00ecTiedeHH 10
Peanuzanus nporpaMMbl JUCHUIUIMHBI TPEOYET HANIUYKS Y4eOHOU J1abopaTopuu.
O6opynoBanue yaeOHOM 1a60PATOPHH:
e pabouee MECTO MPEToaaBaTeIs;
¢ y4eOHO-TIPAKTHYECKUE TTOCOOMS
Texuuueckue cpeacTBa 00yUCHHsSI: KOMITBIOTEPHI C JIMIIEH3HOHHBIM IIPOTPAMMHBIM 00ECIICUYCHHEM,
CKaHep | MPOrpaMMHOE 00ecIieueHIE K HEMY | JUTsl 00pabOTKH
CKaHMPOBAHHOH MH(pOpMAIUN

3.2. UupopmannonHoe odecnieuenne o0yyenus. Ilepeyennb pexkoMeHyeMbIX yueOHbIX U3IaHMI,
JAOTOJIHUTEIbHOH JINTEPATYPbI
OCHOBHBIE UCTOYHHUKH:

1. Manukosa JI.B., ITeutbkun A.H. Tlpaktudeckuii kypc mo 3iekrpoHHbIM Tabmuiiam MS Excel:
VYyebHnoe nocobue st By30B. — M.: Topsiuas nunust — Tenexom, 2008. — 244 c.

PerukoB B. Microsoft Word: kpatkuii kypc — CIT6.: ITutep, 2009. — 288 c.

Carmac C. Microsoft Office. — M.: IMK IIpecc, 2009. — 672 c.

CromsipoB A.M., Crossiposa E.C. Word st ce6st. — M.: JIMK Tlpecc, 2009. — 432 c.

CankoB B.B. HMudopmarmioHHble TEXHOJOTHHW W KOMITBIOTEpH3AIUs JIEIOMPOU3BOCTBRA!

ok~ own

yueb.nocobue i Had.npod.obpazoBanus. — M.: U3narensckuil neHTp «Akagemus», 2006. —
288 c.

6. I'mymakoB C.B. Ilepconanpnbiii kommbiorep. —M.: OO0 «MznmarenpctBo ACT»; XapbKoB:
«®Dommox, 2003. — 493 c.

JIONOJTHUTENbHBIE HCTOUYHUKH:

1. Kysuenosa A.H. MamuHonuce u Aemonpou3BoAcTBO. — 2-¢ 3. — M.: JIOCAA®D, 1987. — 221

2. KysunenoBa A.H., Barenreiim P.H. Mammnonucek: Yue6.nmocobuemrs cpen. IITY. — M.:
Bricmr.mik., 1986. — 287 c.

3. UYepnas P.1. CamoyunTenp MalIMHOMKMCH Ha KOMIIBIOTEpPE WM NUIIymie mamuae. — M. 2000

I/IHTCDHGT-DGCVDCHI
1. http://soft.mail.ru/program/obuchayuschiy-videokurs-adobe-photoshop-cs4
2. www.photoshop-master.ru/articles.php?...
3. http://softkumir.ru/index.php?id=1211845800

4. KOHTPOJIb 1 OIEHKA PE3YJIbTATOB OCBOEHUS JUCIHUILJINHBI

KonTposib u  omeHka pe3yabTaTOB  OCBOCHHUS  JUCLUHUIUIMHBI  OCYIIECTBISIETCS
MpernojaBaTeieM B TPOIEcCCe MPOBEIEHUS MPAKTHUECKUX 3aHATUN, BBINOJHEHHUS] CTYICHTaMH
WHJMBHUAYaNIbHBIX 3a1aHuii u craun DOK3AMEHA

Pe3ynbraTel 00ydeHUs DopMBI 1 METOBI KOHTPOIIS U
(OCBOCHHBIC YMEHHsI, YCBOCHHBIC 3HAHMS) OLICHKH PE3yAbTATOB O0OyUCHHS

Ymenus:
e npodeccHOHaNbHO  OCYHIECTBIATH  HAabOp TeKcToB  Ha | IIpakTHYecKkue padoThl,
MePCOHAIHLHOM KOMIIBIOTEPE.
TecrupoBanue,
3HaHus:
® pycCKOM W  JAaTMHCKOW  KJIaBHATyphl  mepcoHansHOro | CamocrosiTebHbIe padoThI
KOMITBIOTEPA;
e mpaBul odopmIleHHS JAOKYMEHTOB Ha  IMEPCOHATBLHOM 9K3AMEH
KOMITBIOTEpE



http://soft.mail.ru/program/obuchayuschiy-videokurs-adobe-photoshop-cs4
http://www.photoshop-master.ru/articles.php
http://softkumir.ru/index.php?id=1211845800
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