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1. PaGouasi yueOHasi nporpamma

1.1 MosicHuTe/ILHAA 3ANUCKA

AKTYAJBHOCTH H 3HaveHHe yueOHol aucuuninubel «MHdopmaionsbie TexHo-
JAOFMH B JICATEILHOCTH OPraHOB FOCY/IapCTBEHHOM Ci1ykKObI»  Orpejensercs TeM, 4To
HCIOJIb30BAHHE COBPEMEHHbIX MH(OPMAIMOHHBIX TEXHOIOIHH B cdepe ynpabieHUs
obecrieunBaeT MOBLIIEHWE KauecTBa HHQOPMALIMH, €€ TOYHOCTH, 00bEKTHBHOCTHU, Olle-
PATUBHOCTH M, KaK CJIEICTBHE ITOr0, BO3MOKHOCTH MPUHATHSI CBOEBPEMEHHbIX yIpaBs-

JIEHYECKUX peLIeHHH.

Ilenn u 3a124u YyueOHOH AHCUHINIIHHbI

: [lenib yue0d- | pacumpenue odbeMa 3HaHuit B oonactu UT u coBepuieHcTBOBaHUE
| HOM JAMCUM- | yMeHUl M HaBblkoB padoThl ¢ coBpemeHHbiMu MC u UT

| MUTHHBI s S

3azaun — M3y4HeHHE COBPEMEHHbIX MH(OPMAIIMOHHBIX TeXHOJIOTHH H

| y4eOHOoi MoJlydeHue Npe/ICTaBIeHUs O HANPABICHUH UX Pa3BUTHS;

| AMCLMILIHHBI — COBEpLUIEHCTBOBAHME HABbLIKOB padOThl B ONEPallHOHHOMN cpe-
! ae;

| — TOBBILIEHHE YPOBHSA YMEHHUM U HABBIKOB PaboThl C OPUCHBIMU
| TEXHOJIOTUSIMHU /1151 UCTT0/1b30BaHUE UH(OPMALMOHHBIX TEXHOJIOT U
? | NMpu pelleHus npodeccuoHanbHbIX 3a/1a4.

: |

Komnerenimn IlpakTHyeckuii onbir Vvenus 3HaHusl
- : pr— e e — |
K-1 ornanenue 3HaHUSIMH Bnaneth: cnocoOHOCTLIO | YMETh: | 3HaTh:
ICOPCTHYCCKHUX H NIPAKTH- | IPUMEHATB MeTOAbl (- | BeiOMpaTh oNTUMalb- | - OCHOBBI YIIPABJICHHS
ICCKHX OCHOB Y(D(PekTHBHO- | PEKTHBHOTO yiIpaBsic- HbIE HPUHLIMILI K Ipa- | [iepcotatom. nogdopa
LO YIIPaBICHUS HUS HA NPAKTHKE. BUJIa padOThl /UIst (- | W paccTaHOBKH Kajl-

Komnerenuun caymareisi, hopMupyembie B pe3y/ibTare 0CBOCHHS Yued-
HOH IHCUHILIHHBI / MOAYJIS

B pesynbrate ocBoeHus yueOHON JMCUMIUIMHBL (MO/YJisi) OOYUAIOLIMACS [10JIKEH

JIEMOHCTPUPOBATH CJICAYIOILIME pe3yIbTaThl 00pa30BaHMsI

(EKTUBHOIO ylpasie- | pos:
HHS M aHAJIM3MPOBAThL |- CO3/aHUsI KOMaH/Ibl U
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pe3yibTaThl CBOCH Jle-
ATENBHOCTH.

MpperTUBHLIX B3aK-
MOOTHOIICHUH B KOJI-
IeKTHBE;

- ICUXOJIOTHIO TTPO-
(heccnoHaLHOM nes-
TELHOCTH U ITHKY
rOCY1dpPCTBEHHOTO
CJTyIKALlero;

- [IPHHLMIIBL U [TPABH-
Aa padoThl €O cilyxked-
HBIMH JTOKYMEHTaMHU,
HOPSIOK MOATIOTOBKH
O(HIHATBHBIX JIOKY-
MEHTOB.

3HaTh:

BHVTPEHHHE H BHELI-
HHE VCTPOHCTBA KOM-
NbIOTEPA. MpOrpaMm-

- K-2 rotoBHOCTh K padore Ha | BraneTs: HaBbikamMu pa- | YMeTh:

K w B cetn MnTepner ootsr Ha [TK. MOJIL30BATHCH YCTPOH-
a (crBamu 11K u ocy-

| LECTBIATH MONCK MO-

cpencreom 11O s
npocMoTpa Bed-
CalTOB., OCYIICCTBIIATE
HHOPMAITHOHHYIO
6ezonacHocTs TK.

HOe oDecrneyeHue
(110) s npocmoTpa
BeO-CalToB, OCHOBBI
odOecieueHust uHdop-
MalHoHHoH Oezomnac-
HOCTH.

K-3 roroBHocTh K padote B
OlIePalMOHHON cHCTEME

Baaners: HaBbIKaMu pa-

OOTBI B OMEPAIHOHHOI
cucteme Windows 7.
Windows 10.

YmeTs:

YCTpaHsiTh cO0M MpH
padoTe ¢ KOMIIbIOTE-
POM. 3aBEPLIATH CEAHC.
nepesarpyxars [K.
pabortars B (aiiioBoii
CHCTEME; KOITHPOBATh.
BOCCTAHAB/IMBATL U
APXHBHPOBATL HH-

3HaTh:

0COOEHHOCTH padoThl
B ONEPALHOHHOM CH-
creme (cOou npu pa-
OOTE ¢ KOMIIBIOTEPOM,
3aBeplIeHHE ceaHea,
nepesarpy3ka, 3aBep-

| meHHe padoThI: MpUe-

Mbl paboThI ¢ (aitno-

| hopmarnmio. BOH CHCTEMOH: KOIH-
| |
: ' pOBAHME, BOCCTAHOB-
g JICHHE W apXUBHPOBA-
Hue uHdopmamn).
' K-4 criocodnocTh npumensts | Biajers: Hagbikamu pa- | Ymers: 3Hath:

|
M2 OPAKTHKE  OCHOBHbIE
“omcHbie nporpamyambl MS
Office: Word., Excel. Power
Point. Outlook

00TBI B OHCHBIX MPO-
rpamMmax:

ohucHbIE TPOTPaAMMBbl

B PO ecCHOHAIBHOI

METOOdAMH U CPCACTBAMH | JICATCIILHOCTH.

odopmieHus 10KyMeH-

TallHH.

[PUHILHIIBL PadOTHI B
nporpammax MS Of-
fice: Word. Excel,
Power Point. Outlook.




1.2 Conep:xkanne yueOHOH JTHCUHILTHHBI (MO1Y/I51)

O0nem yueGHOI THCHHIIHHBI H BH/IbI y4eOHOH paboThbi

| - B TOM UHMC/IE ay/AMTOPHAs KOHTaKTHas paboTta o0yuaro- dopma
| LIMXCA € npenojapate/ieM, vac MTPOMEKY-
thopwma L , S . 7
oByue O0uKi 00beM ITpakTu- Camoctoda- | tounoii
ales r
ot (TPY/10EMKOCTB) uyeckue | JlaGoparop- Kon- TeAbHaA Pa- | grrecTa-
Yacos Beero | Jlekunn (cemu- HbIE 3aHs- CyJibTa- bota, yac -
Hapckue) TSI 1N
| [ 3AHATHSA .
B ! ! -
oyHast | 38 L 9 29 | = - - 3ayeTr
TemaTuueckuil naaH
, OcHOBHBIE pa3/ie/ibl H TEMbI Yacwl
Cou/n yueOHOM JIMCUMILIMHBL Jlekumu CeMHHaphbI

KoMIETEHLIN
PA3AEIBI/ TEMBI VYEBHOMH | KOJIHYECTBO = . =
JHCLHILTIHHD] YACOB D o o N

1’1H(!)OpMﬂU.HOHHbIG TEXHOJOMH B JeATC/IbHOCTH OpraHoB

9 29
IOCYIAPCTBEHHOH CITYKOBI

Martpuua cooTHeCeHHs1 pa3ae/10B / TeM y4eOHOH IHCUHILIMHBI / Moay.ist H (popMHu-
pyeMbIX B HUX KOMIIeTeHUHH

| FOCY/IAPCTBEHHOM CJ1YKOBI |

Mudopmanonnbie 1exHos10-
' THH B JCATEIIBHOCTH OPraHOB 38 f + + £ i

Kpartkoe conepkanue yueOHOH THCUHIIHHBI

MudopmaunonHbie TEXHOJIOIHH B 1eATEIbHOCTH OPraHOB rocy1apcTBeHHOM
CaAyKObI

Buytpennue u nepudepuiinbie ycTpolcTBa KOMMbIOTEpPA, MX Ha3HA4YeHHE W
OCHOBHbIC  XapakTepucTHKH. Krnaccuukaums nepcoHalibHbIX  KOMIIBIOTEPOB B
3aBUCHMOCTH  OT MX pa3sMepoB U chepbl npuMeHeHusi. CHCTEMHBIH  OJIOK.
KOHCTPYKTHBHbBIE THIIBI CUCTEMHBIX OJIOKOB. Pa3mellieHue opraHos yrpabjieHus M
pazbemoB  noakmovenus. Cucremuas nmara. Cucremuas muHa.  [lpoueccop.
PasmellieHne ycTpoicTB B KOpIyce KOMIbIOTEpa.

YcTpokicTBa BBOAA-BbIBOAA HH(poOpMalmMu. Buabl W THIbI yCTPONCTB BBOjA-
BbIBOJ1a. O0s3aTeIbHble U HEOOsI3aTeNIbHbIE YCTPOHCTBA BBO/1A-BbIBO/IA.

YcrpoiicTBa XpaHeHHs JaHHbIX. /lMcKkoBble ycTpoiicTBa. JIeHTOUHbIE yCTpOICTBA.

3arpyska kommnbtoTepa. Bxox nosbs3osatens B cuctemy. OCHOBHbIE J7€MEHTbI
uHTepdeiica onepanuonHoit cuctemsl (OC).
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Coowu nmpu padoTe ¢ KoMMnbiOTepoM. /leiicTBus npu cOosiX: aBapuiiHOE Npekpalle-
Hue padoThl NporpamMm, ropsyas v Xo0.101Has nepesarpyska. Mcnonb3oBanue cnpaBou-
HOM CUCTEMbI. 3aBeplleHHe ceanca, nepesarpyska uim 3asepuienue padotsl ¢ OC.

[Tporpammublii  npuHUKN  yhpaBieHHs KomnbioTepom. [lpuHuun Xpanumon
nporpammbl. B3aumojeiicTBHe mnpolieccopa W MporpaMMbl B MaMSTH KOMIbHOTEpA.
[Tporpammsbl 1 npotecchbl. AJIFOPUTMBbI.

Cooun npu pabore ¢ kKomnbioTepom. [lelictBus 1nipu cOo0sX: aBapuiiHOe
npexpatiierve padoTel NpOrpaMm, ropsuas U X0Ja0/Hasl nepesarpy:xa.

[ToHsiTHe 0 pe3epBHOM KOMMPOBAHUM M BOCCTAHOBICHHUH MH(OPMALIUU B cllyHae
annapaTHbiX cO0eB WM ApYrux aBapuilHbix cutyauui. Cixarue (apxusauus) daiinos.
Pabora ¢ apxuBom: co3nanue, 100aBneHue, yajleHue, u3BiedeHue (ainos.

[(noOajibHble U joKanbHble ceTH. COBpEeMEHHbIE TeXHOJOTHH, UCTIONIb3yeMble s
co3aaHns KoMnbroTepHbIX ceTel. [lousitwe nokanbHol cetn. HaBurauums B ceTu K
o0lMM pecypcaM, mnpaea aoctyna. Mcnonbzosanue oOwmx pecypcoB. Pabora ¢
(paiiiaMu ¥ IPUHTEPAMK B CETH.

I'nodanbuas cetb Mutepuer. Crniocodsl noakmoueHus k Murepuer. Hactpoiika
ceteBblX noakmoudeHui. World Wide Web u  ocHOBHble npUHLMIIL  padOTh
['nodanphoii [aytunel. [IporpamMmmHble cpeacTBa NpocMoTpa BeO-CTpaHMIL.

Cpencrsa noucka uHpopmatuu B cetd MuTteprer. OcHoBHbIe TpeOOBaHUSA U Me-
To/IMKa novcka uMHpopmaunu. CTpyKTypa M XapakTepUCTHKA [MOMCKOBBIX CEPBHCOB.
I noGanbubie nonckossle Maiviel WWW (World Wide Web). [TnanupoBanue noucka
1 cbopa undopmanmu B cetn Mutepher.

BHeuwnne u BHyTpeHHME Yrposbl B MH(pOpMaUHOHHOH chepe. OnacHblie Jeii-
CTBUS, OCYLLECTB/sEMbIE ABTOPU30BAHHBIMHU MOJb30BATEISIMHU ([TOBPEK/ACHHE JAHHbIX B
pe3ysibTaTe HEOCTOPOKHBIX AEHCTBUN; Kpaxka UJIM YHHUTOKECHHUE JaHHbIX ).

HecaHKUHOHHPOBAHHOE NPOHUKHOBEHHE B KOMIIBIOTEPHbIE CETH, 3/10HAMEPEH-
Hble 1€MCTBUS W HApyLUeHUs B padoTe ceTei.

Komibrorepnsie Bupychl. MeToabl odecrieueHus 0€30MaCHOCTH B ONepaLlHOHHON
cucteme. Cpeacrsa ujaeHTHuUKauuu nosb3osateneit. Cpeacrtso mudpoBanus UHPOP-
MAallMH, XpaHsIIEeHcs Ha KOMILIOTEepax M rnepeaaBaeMoil no cersiMm. MexkceTeBble dKpa-
Hbl U (puibTpauus coaepxkanus. CpeacTBO aHTUBUPYCHOM 3auuThl. CHcTeMBI 0OHApY-
JKEHUS YSI3BUMOCTH CeTel M aHa/lM3aTopbl ceTeBbIX aTak. OpraHu3aluOHHbIE METO/IbI
obecrievyeHus U noaaepRaHus HHGOPMAHOHHON 0€30MaCHOCTH.

[TousTue anexrponnHoi umdporoii noanucu (DLT).

IlpaBosbie ochoBbl ucnonb3oBanuss MT B jgesTebHOCTH TOCYIapCTBEHHBIX
opraHoB. lloustne n kiaccudurauns UT. Peanusauus UT B obnactu roccmyxobi.
[MoHsiTne n Kiaccudukauns uHPopMauHoHHbIX cuctem. MHbopmatnontas noaaepxka
ACATENBHOCTH IOCCIYKAlIUX Ha Pa3HbIX YPOBHSAX YIPaBACHHS.

Co3nanue, OTKpbITHE, COXpaHeHHe H 3aKpbiTHE 10KyMeHTOB. Habop u
pelaKTUPOBAHHE TEKCTa.

Padota ¢ ¢parmenrtamu Tekcta (KOMMpOBaHHE, MepeMelleHUe, YyaaleHue).
OTMeHa 1elcTBHIA.

[Touck u 3amena texkcrta. Ulpudrooe odopmiienue tekcra. CosjaHue CIUCKOB.
Cosnanne u odopmienne Tabauu. PaGora co cnmckamu. PaBora ¢ rpapudeckumu



obbekTamu. PaGora ¢ MHOroctpaHuuHbiM J0KymeHTOM. [lpoBepka opdorpadum.
HacTpoiika napamMeTpoB cTpaHuLbl. BbiBOA JOKyMEHTa Ha neyaTh.

Hactpoiika cpelibl TEKCTOBOrO Pe/lakToOpa B 3aBUCMMOCTH OT WHAMBUIYaJIbHbIX
npeanodYTeHui nosb3osarensi. [Ipodeccnonanbioe opopmiieHne 10KyMeHTa (B T.4. €
MCIOJIb30BaHKHeM cTHael U wabdiionoB). Co3aanue OrjiaBjieHHuH, KOJIOHTUTYJIOB, CHOCOK
u runepccbiuiok. KomnextuBHasi pabora Hax AoKymMeHTOM. BHeceHue HCTpaBiICHHH U
BcTaBka npuMeuanuii. CpaBHEHHE JIOKYMEHTOB M 00beAMHEHHE HCHpPaBIEHHH.
Mcnons3oBanue O0O0BEKTOB, CO3JaHHLIX B JPYIMX [PUIOKEHHUSX, B JIOKyMEHTE.
HacTpoiika napameTpoB CTpaHHLibl U CBOHCTB 10KYMEHTOB.

HasnaueHne U ocHOBHbIE (DYHKLMW  IIEKTPOHHBIX Tadaui. Beoa w
pejlakTHpoBaHie AaHHbIX. OCHOBHBIC TMOHSTHS: sYeiika, AMANasoH, JUCT, (GopmaThl
AanHbix. [lpocteiiinne BeiuucaeHusi. Pabota ¢ TaOAMYHBIMH JaHHBIMU: COPTHPOBKA,
dunbTpauus. OgopmiaeHue U NOArOTOBKA K [1€4aTH.

Hactpoiika napamMeTpoB CTPaHMLlbl U CBOWCTB B JOKYMEHTE.

Hacrtpoiika cpeabl st padOThl ¢ JICKTPOHHbIMU TAa0IMLAMH B 3aBUCHMOCTH OT
MHIAMBMIYANbHBIX [PEINOYTeHU nosb3oBatend. Bblumcnenus B Tadbnunax ¢
ucnobzoBanueM QyHKUMi. ['pynnupoBka JaHHbIX, MOABEIEHHE UTOTOB, 00BEIUHEHHE.
[MToctpoerue u odopmienue rpapukos u avarpamm. OjHoBpeMeHHas padoTa ¢
HECKOJILKHMHU JIMCTAMH U KHUTaMH, CBsi3b AaHHbIX. Mcnonb3oBanue wabdioH0B. 3ammra
MHpOpMALMKH B MEKTPOHHbIX TaOnuumax. CTaTUCTHYECKMH  aHallu3  JIaHHBIX,
nporuo3upoBanue. HacTpoiika mapameTpoB redatd ¥ CBOMCTB (hailjioB dJIEKTPOHHBIX
TabIunLL.

Ha3naueHue M OCHOBHbIE (YHKLMH MpOrpaMMbl /1l MOATNOTOBKH CJIAHI0B
npeseHtaumii. Co3aaHue Npe3eHTalMii Ha OCHOBE CTaHIAApPTHBIX  11a0JOHOB.
Ynpasienue nokasom ciaid1oB. CoxpaHeHue rpezeHTaumi.

Mcnone3oBanue rpaguueckux 00beKTOB B 2JEKTPOHHbBIX JOKYyMEHTaX. THIIbI
rpapuueckux o0bekToB. Pazmellienue rpadpuueckux 0ObEKTOB B JOKYMEHTE.

M3menenue nopsaka ciaidoB, j00aBieHHe U CKpbiTHe ciaiaoB. OdopmieHue
ciaiaos. Co3nanue wadbnoHa s npeseHTauril. Britodenue B ciaill WITIOCTpaLMi,
AHarpamMmm, 3BYKOB H JIPpYTHX 00BLEKTOB. ﬂOGBBﬂeHHe ')(l_)(l)eKTOB aHUMalMH U CMEHBI
cnanaoB. YipasieHue aemoHcTpauuei. llpesenrauus B aBTOMaTtH4ecKOM pexuUME.
[TeyaTh cnaiiloB M 3aMeTOK JUTS pa3layu ClayliaTessM.

[loutoBblii cepBep, NMOYTOBLIA KJIMEHT, yuyeTHast 3aluch W ajapec JIEeKTPOHHOMH
nourbl. Hasznauenuwe otaenbHbix nanok. [lonydenue coodbwenuit. [lIpocmotp
nojlydeHHblX cooOuleHuil. Co3gaHue  oTmpaBka HOBOro cooOuieHus. OTBeT Ha
CoOO0LIEeHHUE, NepeckliKa U yaaleHue coodlieHuii. Biaoxkenue daiiio B coobieHus.

YnpasiaeHue 2eKTpoHHOH noutoi. [louck cooOuwenuii. CopTupoBKa U
FPyNIMpoOBKa COOOLIEHUH MO JaTe, OTHNpaBUTEN0 M Teme coodlueHus. Pabdora ¢
agpecHoi kHuroil. Cospanve cnuckoB paccbiikd. Hactpoiika o6 yBenomiaeHuH H
Mnpo4TeHuH cooduleHrit. Co3lanne aBTOMaTHYECKOM MOANMCH. ABTOMaTHYECKHM OTBET
Ha CcooO0leHHsa. ABTOMATHYECKOM yIpaBlieHHEe BXOJdlleH rnouToi. MaccoBbie
PACChUIKM PEKIAMHOINO W MHOTO Xapakrepa («crnam»), uX MACHTH(HUKALHUS U CrOCOObI
0OpbLOBI ¢ HUMH.



2. YuyeOHO-MeTOAHYeCKOoe obecnedyeHne THCHHTIITHHbI

2.1. MeTo/iH4yecKkHe peKOMEH/1alHH LI [IPpenojaBareis

Opranuzanus yqeOHOro npoiiecca npeaycMaTpuBaeT NpUMEHEHHe WHHOBALIMOH-
HbIX (DOpM yueOHBIX 3aHATHH, Pa3BUBAIOIIMX Y OOYUAIOLIMXCSH HABbIKW BIJIAJIEHUS CO-
BpPeMEHHbIMH HH()OPMALUOHHBIMH TEXHOJOTHAMH. YCrelHoe MpoxoxkaeHHe 3aHATHH
MO3BOJUT PacUIMPHUTL TBOPUECKHUIl MOTEHLUMAN CAYLIATEs, NOBLICUTH €ro MPOU3BOIH-
TEJILHOCTb TPYJAd, YBEIHYUTb BO3MOKHOCTH OpraHu3auuu npodecCHOHAIBHON Jesi-
TenbHOCTH. Kpome 3TOro ciyuiatenu cMOryT yCOBEpLIEHCTBOBAThL yMEHHsI B 00JacTH
pazpabOTKKH JIOKYMEHTOB, CBSI3aHHbIX € HeoOXoauMocThio npumeHenus WKT-
TEXHOJIOTHH B J1€ATEIbHOCTH IOCY1apCTBEHHbBIX OPraHoB, B 00JacTH pa3paboTKu U pea-
JU3aLUKY MEPONPUSITUI N0 MHMOPMALIMOHHOMY O0EeCMeHeHUIO e TeTbHOCTH rocyaap-
CTBEHHbBIX CITYI/KalIHX.

M3yuenue AMCUMIIMHBL CleAyeT HaYMHATh ¢ NMPopadOTKU HacTosuied padoueid
[porpamMmbl, METOJMUYECKUX YKa3aHUH U pa3padOTOK, YKa3zaHHBIX B TporpaMme, ocodboe
BHUMAHHUE YICIUTb LENSAM, 3a/la4yaM, CTPYKTYPE U COAEPIKAHUIO TUCLMITTUHBI.

2.2. MetoanueckHe YKazaHust ISl caymaTe el

YeneuHoe ocoeHre y4eOHOH JMCLHIUIMHBL MpeanoiaraeT akTHBHOE, TBOpYe-
CKOE yyacTHe 00y4arolerocs Ha BCEX JTanax ee OCBOCHUs MyTeM IJIaHOMEPHOM, o-
BCe/IHEBHOM paboThl. O0yyvaroimiics 00s83aH nocears JeKIMH U ceMUHApCKue (Tpak-
THYeCcKue, 1adopaTopHble) 3aHATHSI, TIOJYUaTh KOHCYIbTALIMHU NIPENnoaBaTelist U BbIIOJI-
HATb CAMOCTOSITEIbHYIO padoTy.

Bpibop MeTo10B U cpeacTB 00yUeHus, 00pa3oBaTeIbHbIX TEXHOIOTHI OCYLIECTB-
JISeTCs  IpenojaparejieM HCXOAd U3 HeOOXOAMMOCTH TOCTH/KEHMS O00YYarLIUMMUCS
VIAHKPYEMbIX PEe3yJIbTaTOB OCBOCHHS AMCLUIUIMHBL, @ TAKKE C YUETOM MHJMBHIYyallb-
HbIX BO3MOKHOCTEH 00y4arOMXCs U3 YMCIa MHBAIUIOB M JIHL ¢ OPAHUUYEHHBIMH BO3-
MOJKHOCTSIMH 3/10POBbS.

Msyuenue NMCUMIUIMHBI CleyeT Ha4YMHATH C MPopaboTKM HacTtosulell paboyeid
POIrpaMMbl, METOIHYECKHX YKa3aHHUI U pa3paboOTOK, yKazaHHbIX B porpamme, ocoboe
BHUMaHHE Y/ICUTh LeJIsAM, 3aJadaM, CTPYKTYPE U COJICPKAHUIO IUCLIUIUIHHDI.

["1aBHOM 3anaueii Kak 10 JEKLHK ABISETCS PACKPHITHE CYLUHOCTH TE€Mbl M aHa-
M3 ee OCHOBHBLIX nosokenui. Colaepxanue JeKUMi onpeaensiercss HacTosuleld pado-
4el NpOrpaMMoN AUCLUMIIIUHBIL.

JlekuMn — 3TO cuCTeMaTHHYeCKoe YCTHOe H3JloKeHWe yuyeOHoro marepuana. Ha
HUX OOy4aroLMHCs 1oayyaeT OCHOBHOMH 00beM WH(OPMALIMK 0 KakKI0H KOHKPETHOI
teme. Jlekuuyu 0ObIYHO HOCAT MpOOJEeMHBIH XapakTep W HalEJeHbl Ha OCBELICHHUE
HanOosIee TPY/AHBIX M JAHCKYCCHOHHBIX BOTIPOCOB, KPOME TOrO OHM CMOCOOCTBYIOT (hop-
MHPOBAHHIO y O0YYalOILIMUXCS HABBIKOB CaMOCTOSITENBHOM pabOThl ¢ HAYYHOU JIMTEpa-
TYPOM.

[lpenmonaraercs, 4To OOyuarOLIMECs MPUXOAAT HA JIEKUHH, [PEIBAPUTETHLHO
MpopadoTaB COOTBETCTBYIOUIMI yUeOHbII MaTePHal 10 UCTOYHUKAM, PEKOMEHTIyeMbIM
nporpaMMoi. Hacto oOydarommmesi TpyaHO pazodparthesi ¢ AMCKYCCHOHHBIMM BOIPO-
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caMM, 1aTh 0HO3Ha4HbIA oTBeT. [Ipenonasareiib, CpaBHUBas pa3iMuHble TOYKH 3pEHMUS,
W3jaraeT CBOH B3IUISA M HAlEJIMBAaeT WX HA JajbHEHIIHE UCCIe0BaHUs U MOUCK Hayy-
HbIX peuteHuii. Tlocae neKUuM KenaTelbHO BEYepPOM MEPEHUTATh W 3aKPEMUTh MOJY-
YeHHYIO MH(popMalnio, Toraa PMEKTUBHOCTh €€ YCBOCHHS 3HA4YMTE/bHO BO3pAcTacT.
[Tpu padoTe ¢ KOHCIEKTOM JICKLMH HEOOXO0AMMO OTMETHTh MATepHall, KOTOPbIH BbI3bI-
BAeT 3aTPy/AHEHHUs /Ul MOHUMAHHUS, MOIbITATbCs HAMTH OTBETHI HA 3aTPYIHUTE/IbHbIC
BOMPOCHI, MCMOJb3Ys Mpeiaraemyro aurepatypy. Ecian camocTosTe/ibHO He yaanoch
pazobparhbcs B Matepuane, chopMyaupyiTe BONpPOChl U 00paTHTECh 3a MOMOLILIO K
[pernoaBaTelIo.

[lenbo NpakTHYeCKUX 3aHATHH sBJISCTCS MPOBEPKA YPOBHs NOHMMaHUA 00y4a-
FOLLIMMHCS BOIIPOCOB, PACCMOTPEHHBIX Ha JIEKLUAX U B Y4eOHOMH JinTeparype, CTENeHH U
KauyecTBa YCBOEGHUs MaTepuasa; NPUMEHEHHE TCOPETHUYECKUX 3HAHWH B peasibHOM Mpak-
THKE pelIeHUs 3a7a4; BOCMOJHEHHE NpoOesioB B NPOHIEHHONH TEOPETHYECKOH 4acTH
Kypca W OKa3aHus MOMOILLH B €r0 OCBOCHHH.

[lpakTHyeckue 3aHsITHs B paBHOII Mepe HanpaB/eHbl HAa COBEPLICHCTBOBAHUE MH-
JMBU/IYalIbHbIX HaBBIKOB PEIIeHUS TEOPETHHECKMX W MPUKIIA/HBIX 3314, BbIPAOOTKY
HaBBIKOB MHTE/JICKTYalbHOH padOThl, a Takke BeJAeHMs AMCKyccHil. KOHKpeTHbIe npo-
MOPLUK pa3HbIX BHIOB padOThI B FPYIINeE, a TaKkKe cnocoObl UX OLEHKH ONpeaesstoTcs
rpenojiaBaresieM, BelyLUM 3aHsTHS.

Ha npakTuyeckux 3aHATHAX MO PYKOBOJACTBOM Ipenojasaress oOyvarouuecs
00CYIK/1al0T JIMCKYCCHOHHBIE BOMPOCHI, OTBEYAIOT HA BOMPOCHl TECTOB, 3aKPETUIsis MpH-
oOpeTeHHbIe 3HAHUS, BBITIOJHAIOT NPAKTHYECKKE 3a1aHus U T.i. L ycneuHoro npo-
BEJACHMUSI [IPAKTUUECKOrO 3aHATHs 00yyalolemMycs ciaeyeT TIAaTelIbHO MOAr0OTOBUTHCS.

OcHOBHOH GopMOH NOATOTOBKH 00YUaIOIIMXCS K MPAKTHYECKHUM 3aHATUAM SABIIs-
eTCsl cCaMOCTOsTebHas padoTa ¢ yueOHO-MeTOAMYECKHUMHU MaTepualaMM, HayuHOH JIu-
TEpaTypoH, CTATUCTUUECKUMH JIAHHBIMH W.T.I1.

M3yuuB KOHKpeTHYIO TeMy, 00YYalOLIMICA MOXKET OINpeaeIUTh, HACKOIBKO XO-
poilio OH B Hel pazobpasncs. Eciu kakue-ToO MOMEHTBI OCTA/IUCh HEMOHATHBIMH, 1iee-
coO0pa3HO COCTAaBUTh CIMCOK BONPOCOB M HA 3aHATHH 3a7aThb MX MperojaBarelito.
[TpakTuueckue 3aHsITUS MPEIOCTABISIIOT CTYAEHTY BO3MOKHOCTh TBOPYECKH PACKPBITh-
Csl, NPOSIBUTb MHWLIMATUBY W Pa3BUTh HABBIKW MyOJIUMYHOrO BeICHMUS AMCKYCCHU U 00-
LeHust, chopMUpOBaTh ONpe/e/IeHHbIC HABBIKM U YMEHHS U .T.11.

[Ipn npoBeneHUM MPOMEKYTOUHOH aTTECTALMU O0YUYarOLIErocs YYUThIBAIOTCS
pe3yJbTarThl TEKYILEH aTTecTallMu B TeUCHHE Neproia 00yyeHus.

I'Ipouetypa oleHuBaHusl pe3ylbTaTOB OCBOCHUS YUEOHOM AUCHMIIMHBI (MOJYJIs)
OCYLLECTB/ISETCA HA OCHOBe AeiicTBytoulero [lonoxenuss o0 opraHusaluM TEKYILEro
KOHTPOJIA YCIIEBAEMOCTH U MPOMEKYTOUYHOM aTTecTaunu odyvatommxes Batl'V.

Jins npuodpereHus TpeOyeMbIX KOMIETEHUMH, XOPOILIWX 3HAHUW M BBICOKOM
OUEHKH M0 AMCUMIIIMHE O0yYaroLIMMcs HeoOXOAMMO BBINOJHATL BCE BH/bI paboT
CBOEBPEMEHHO B TE€UEHHME BCETrO Mepro/ia 00yUeHHUsI.



3. YueOHo-MeTOAHYECKOE oDecniedeHHe YUeOHOH AHCUHITIHHBI

OcHoBHasi 1uTepaTypa

1; WudopmaliioHHble TEXHOJIOTHH B MEHE/UKMeHTe (ylpaBleHuH) @ y4ed. u
npaktukyM / Poc. skoH. yH-T um. [. B. Ilnexanosa ; pen. 0. /1. Pomanosa. -
Mocksa : FOpaiit, 2015. - 477.

2 MHpopMaloHHble TEXHOJIOTHH yrpaBieHus [DJIeKTpoHHbIH pecypc] /
A.C. I'punbepr. - Mocksa : FOuuTH-/lana, 2015. - 479 c.

3. [Moaroroska nokymeHToB cpencreamu Microsoft Office 2013 [DnexkTpon-
HbIH pecypc] : yueOHO-MeToaMueckoe nocodue / B.M. TNaknuna. - Exatepun0ypr :
M3znarensctBo Ypanbckoro yuuBepeuteta, 2014, - 112 c.

JonoaHuTeILHAR JIHTEPATYPa
l. MudopmalimoHHbie TEXHOJIOIMH B MEHEKMEeHTe [ DeKTpoHHbIH pecypc] /
C.H. Jlanmmna. - ExarepunOypr : M3nartensctBo YpanbCkoro YHUBEPCHUTETA,
2014. - 85 c.
2. MupopmalmoOHHbIE TEXHOJIOIMH B JKOHOMUKE M YIPaBIEHUU : YUeOHHUK /
C.-Tletepd. roc. skoH. yH-T ; pea. B. B. Tpodumos. - 2-e uz., nepepad. 1 AoI.. -
Mockaga : FOpaiit, 2014. - 482 c.
8 [lpaktukym no wHdoOpmaTHKe ¢ HCMONb30BaHHEeM cHucTeMbl Microsoft
Oftice 2007 u 2003 [DnexkTpoHHbI pecypc]| : padoTa ¢ TEKCTOBbIMH JOKYMEHTAMH,
JIEKTPOHHBIMU TadnAuLaMKu W 0azamu jaanHbix / M.D. AOpamsu. - U3a. 2-e. - Po-
ctoB H//l : U3narenscTBO FDkHOTO heiepanbHOro ynusepeureta, 2010. - 252 c.

4. Hazsanue: Microsoft Office 2010. CamoyuuTtens; [ DneKTpoHHbIH pecypc]|
Croukuii FO.A., BacunbeB A.A., Teanna U.C., Tlutep, 2015.-432.

5. Word B 2010 npumepax YueOHoe mnocoOue [DIeKTpOHHBIH pecypc]
http://kpfu.ru/docs/F1363895552/Word 2010.pdf

0. Mudopmaumonnas 0e30nMacHOCTh [ DneKTpOHHbIH pecypc]

http://mexalib.com/cat/15164.

[Tepedens pecypcoB HHPOPMATTHOHHO-TEJIEKOMMYHHKANHOHHOM ceTH «UH-
TepHeT», He0OX0AUMBIX /151 OCBOEHHS THCUHILIHHbI

. [Topran nucranunonHoro odyueHuss Batl'V [snexkrponnsiii pecype] / - Pe-
KuM goctyna: http://mooc.do-kirov.ru/

2. Paznen oduumansuoro caitra Barl'V, coaepxauimii onucanue odpasosa-
TENILHOW MPOrpamMMbl [1eKTPOHHbII pecypce] / - Pexum nocTyna: ykasarb CChUIKY
Ha CTPaHMLY JaHHOH 00pa3oBaTeILHON MPOrpaMMbl.



Onucanne MaTepHAJIbHO-TEXHHYECKOH 0a3bl, HEOOXOAUMOMH AJIf OCYHIEeCTBJICHHHA

00pa3oBate/IbHOIO Npouecca

Ilepeuens cnenHaIM3HPOBAHHBIX ayAUTOPHII (J1abopaTopuii)

i Homep ayanro- | Haznauenue ayauropuu
Buna 3ansTuii P EY 1 Y F
puHu |
Heryus 1-127 | Kovmbiomepuwiil Kidcc.
Iparmura 3ansmus 1-127 | Kovnblomepuwiit Kidace

IlepeyeHb ceHHAIH3HPOBAHHOTO 000OPY/I0BAHHA

[lepeyeHb UCMOIb3YyEMOTro 000PY1I0BAHHS

MVIABTHME/IA-ITPOEKTOP CASIO XJ-A1401 ¢ SKPAHOM HACTEHHBIM PROJECTA ITPO®H
(SO0 8OCM H LUTATHBOM 63-100 H KALEJTEM VGA 15M

ITPOEKTOP TOSHIBA TOP-D2

MYIABTHME/IHA [IPOEKTOP Toshiba TDP-D?2

HAHEADL KOMMYTALJHOHHAA B CEOPE 0asi nookiouenist HoymovKa u npoeknopd

MNIPOEKTOP Acer H5350 DLP.1280x720

| IKPAH C QVIEKTPOITPHBOAOM 152x203

Ilepevenbs HHPOPMANHOHHBIX TEXHOJIOTHH, HCMO/IL3YEeMbIX NPH OCYLIECTBJIEHHH
00pa30BaTe/JIbHOIO Nponecca no y4eOHoi THCUHIITHHE

Hanmenopanue 10

Kparkas xapakrepucruka Haznauenms 110

[TpouseoauTrenn
1O w/vnm no-
craBiuk 11O

[Tporpammuas cucrte-
Ma ¢ MOLYJISIMHM L5
OOHApYKEHUs TEK-
CTOBLIX 3aUMCTBOBA-
HUIT B yueOHbIX 1
HaV4HbIX paf\o’rax
«Antunaarnat.BY3»

[Tporpammubiii KOMIUIEKE U151 IPOBEPKH TEKCTOB Ha Npei-
MET 3aHMCTBOBAHHUA 13 MHTEPHET-UCTOUHHUKOB, B KOIEK-
umu aHccepraums v aptopedeparos Poccniickoii rocyaap-
cTeeHHOH Oubimotexn (PI'B) u konnekumun nopmarusto-
npasosoi gokymentauun LEXPRO

3A0 "AHTH-
ITnaruat"

Microsoft Office 363

HaGop BeG-cepBUCOB. Npe10CTABIAIOUIMI JOCTYII K pas-

000 "Py6ukon"

2 ' Student Advantage JMYHBIM MPOrPaMMam M YCayYram Ha ocHoBe niaathopmei
| Microsoft Office, 21ekTpoHHON NouTe GU3HEC-KI1acca.
(yHKUKHOHANY 18 OOLIEHHS M YIPABICHHS TOKYMEHTAMM
\
Office Professional ITakeT npunoxeHuit Uit paboTbl ¢ pasIHUHBIMKH THITAMM 000 "Codrr/laiin"
3 | Plus 2013 Russian JIOKYMEHTOR: TEKCTaMM. 3IEKTPOHHLIMU Tabauiamu, 6asa- | (Mockga)
OLP NL Academic. MH JIAHHBIX. NPE3eHTALIHAMH
! Windows 7 Profes- OnepauuoHHas cucTema 000 "Pybukon"
| 4 | sional and Profession-
== al K == =
5 | Kaspersky Endpoint AHTHBUPYCHOE NTPOrpamMMHoe odecrneueHue 000 «Pydukon»
Security 1na0u3Heca
6 | Mudopmaunonnas Cripapouno-nipaBoBas cuctema no sakononarensersy Poc- | OO0 «Koneyin-
cucrema Koneyib- cuiickoil Denepaunu TaHTKupos»
tantllnoc
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7 | Dnekrpounslii nepuo- | CnpaBouHo-TipaBoBas cucTema no sakonoaareabersy Poc- | OOO «l"apant-
AWYECKHUI cnpaBoy- cuiickol @Meaepaunu Ceprucy
: nuk «Cucrema I'A-
' PAHT»
8 | Security Essentials 3auuTa B peskuMe peaibHOro BPEMEHH OT UIMHOHCKOTO Microsoft
(BauwmTuuk Windows) | nporpaMMHOro obecticueHns, BUPYCOB.

4. MaTtepunaJibl, YCTAHAB/AHBAIOLIHE COACPKAHNE H NOPSAIOK NPOBEIeHHSI
MPOMEKYTOUYHBIX ATTeCcTAluiH

Cl)opma KOHTPOJIs IO JUCHHUTIJIMHE — 3a4eT.

[lepevyenb NPHMEPHBIX BONIPOCOB H 3aJaHMH K 324eTy
Zadanue 1. PopmaTipoBaHie TeKCTa

HabepuTe no obpasiy cienyrouuii Teker

1. TipaBuia renepaunu napoJiei

1.1 Hepeonaronsie napoaut QOINCHbI CeHEPUPOSAIMbCA CRENUATLHBIMU RPOSPAMM-
HOLMI CPEOCHBAMU AOMUHUCTIPUNTHGHON CTVHCODI.
a.  Jrna napoia 00ancHa Obinb He Menee 8 CuMB0.106.
b. B cocmase napoas Q0aCHbL NPUCYIICIIBO8ANb OVKEHI .
v’ B BEpPXHEM U HUKHEM PEerucTpax.
v uM(Ipbl U CelinalbHbIe CHMBOJIbLI YA,
c.  [lapoias ne doaxcen exnovans 6 ces

LEEN

3adanue 2. Gurypbl U pUCYHKH

Pucynox crpynmnuposats U3 GUIYp pash.  pOPMbI C FPAAMCHTI™
HOH 3aJIUBKOH

«/lvnamurxoe» nem na Jlvne. Ouens dxeais!
Muumes pakema e 6e30pedcHyIo dats.

K Mapcy menepo ceoti nanpasum noaem,

[ 1s0uus, ¢ «xviapeuanamuy nav nogesem!




3adanue 3. Paborta B Excel
BpinonHUTh pacueT 3apriiarthl ¢ yHeTOM Ha/10aBKH 3a BpejHble yciosus Konuge-
CTBO padouMX JHEH NMPUHATH PaBHbIM 24.
BpinosinuTh uIbTpaUMIo JaHHBIX 110 cTon0Ly «Hauncneno» ¢ ycaosuem
700< HAYUCJIEHO <1300.

{ Hanbaska |
: Taf ®amuauna | Okaan OTp‘dﬁO;!‘aHO Crax | 2 *PY 'Hauncaeno
HoMep AHEH HbI€ YCJI0-
S BUs =

101 MBaHoB 1200 22 | 6 20%

102 [TeTpos 1000 1] 3 10%

103 | Cunopos 1600 16 4 0%
104 | Ilbiperosa 1300 | 12 | 15 | 20% |

MeTo1HuecKHe PEKOMEH/IALHH 10 0/IN0TOBKE H NPOBE/1eHHI0
NPOMERYTOYHOH aTTecTaluHH
Ilpakmuueckoe 3adanue

Texcrossblii npoueccop Word. (3azanue 1)
BeinonHuTe cieayrolllee 3aJaHue Ha KOMIbIOTEpE.

I. Coznarb Ha Pabouem cronie nanky UMS (umsa ciylarens).

2. 3anycTtuTh TeKcTOBbIM npoueccop Word. Onpenenuts napamerpbl CTPaHHULbI
(moJist) 1OKyMeHTa: JieBoe — 3 ¢M, npasoe — | cM, a BepxHee W HuxHee — 2 cM. (Cnpas-
ka: ®aiin/l lapameTpsl ctpanuusl.../Briaaka — [losas).

3. 3amaTh BHA JOKYMEHTAa Ha SKpaHe — “‘pasMeTka CTpaHulbl (cHpaska.:
Buo/Pasvemxa cmpanuyer), a maciitad oroOpakeHuss — “Mo ILHPUHE CTPaAHULBL
(cnpaska.: Bud/Macuimad.../Ilo wupune cmpanuiyst). Y CTAaHOBUTH PeKUMBI 0TOOpake-
HUsl rpaHKLL 00JacTH TeKeTa (OrpaHMYMTeIeH TeKCTa) U BCeX He BbIBOJMMBIX Ha Me4YaTh
cumBonos (cnpaska. Cepsuc/llapamempo .../Braaoxa — Buo).

4. 3anate wpudt (Times New Roman Cyr) u pazmep cumosioB (14). (Cnpaska.
Dopyam/LUpugpm.../Brraoxka — Hpugpm).

5. YeTaHoBUTBE OTCTYN (“KpacHyl CTpOKY') Havana adzaueB — 1,5 cM, Mex-
CTPOU4HbIM HHTepBas — 1,6; BblpaBHMBaHHE — «I0 JeBOMY Kpaww. (Cnpasxa: Pop-
mam/Aozay.../Braadka — Omemynot u unmepsdot).

6. HaOpatb nyHkThI | — 6 HacTOsLLErO 3a1aHUS.

7. IlocnenoBarenbHO BBIACIUTE MPOM3BOIBHBIH CUMBOII, C/IOBO, CTPOKY, ad3all, a
TAK/Ke BECh JOKYMEHT.

8. Bbiaenuts myHKTh! | 1 2. Y 1anuTh BbIACICHHYIO 4acTh A0KyMeHTa. OTMEHUTD
Mocjie/IHee BbINOJAHEHHOE aeiicTBUe (yaaneHue). Ckonuposath B Oydep BblIeIeHHYIO
4acTh JIOKYMEHTA.

9. BBecTH IOMONHHUTENBHYIO MYCTYIO CTPOKY Mocie MyHKTa 4 M YCTAHOBMTDH B
Ha4auo TOH CTPOKH Kypcop TekcTa. BeTaBUTh B 10KYMEHT, HaunHas ¢ 3a1aHHON M03M-
1K, coepxuMoe Oydepa. OTMEHUTE MociieiHee BRINOJHEHHOE JIeHCTBHE.



10. Ilpeobpa3oBaTh HauepTaHHUe MepBbIX ABYX CTPOYEK 3a7aHUs B MOJTYKHPHbIN
KYPCHUB C pa3MepOM CMMBOJIOB 15 H BbIPOBHATH O LIEHTPY.

1. CMeHHUTh HavyepTaHHE BCeX HaOpaHHBIX aHMIMHCKHX CJO0B ¢ “00bIMHOrO” Ha
MOJTYKUPHBIH.

12. Hauepranue rnepBbIX C/IOB B KQKIIOM M3 MYyHKTOB 3a/laHus 1peodpa3oBarh B
KYPCHB.

13. Bropsle npeaioxeHus B MyHKTax 3 U 4 — MOA4YEPKHYTh.

14. HaGpats nyHkTel 8 — 10 HacTosiiero 3agaHus, T0MOJHAS WX MPH HEoOXoau-
MOCTH KOMMEHTApUIMH (cripaBkamu). Y CTaHOBUTD JUIs BCEX BBE/ICHHBLIX NYHKTOB 3a/a-
HUS BbIPABHUBAHUE MO IIUPHHE.

15. TlpousBectu mpeaBapuTeIbHbIH MPOCMOTP JTOKYMEHTa (MOCMOTPETh, Kak Oy-
JET BbITJIS/1€Th HAMEUATaHHbIH JTOKYMEHT).

16. HaOpatb ¢BOW haMuIHi0O U MHHLIMATBI, UCTIOJIb3YS BbIPABHUBAHUE M0 [PaBO-
MY Kpato.

17. Coxpanuth nokymeHT noa umeHem Wordl B nanke MMJSI. Boiiitu U3 Tekcro-
BOI'O Ipoueccopa.

18 . Co3nare Tabdiuiry

TAB/IHIA

[Tpeiickypant 11195
APTUKY IleHa no cebecTOUMOCTH OTnyckHas LeHa

Tun A 19844 22632
Tun b 4344 4952
Tun B 1233000 1405720
Tun I’ 7787 8877
Tun J1 9890 11285
Tun E 12345678 14000768
18 . BctaBuT pucyHoK

PHCYHOK

3ananue no Excel (3ananmue 2)
L. Cosznate Tadbnuiy. Beectn dopmyist B ctodusl «cymmay, «HJIC», «Cym-
Ma ¢ HJIC», «Crnen. nanor». Jlas crondua Criell.Hanor BbIMOJIHUTE pacdeT o Gpopmyie
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Cymma*0,01. Ecau 3nauenue B crondue «Cymma» menee 10000, To cneu. Hanor He

HAYUCATh.
HaumenoBanue  Koa-Bo | Ilena Cymma | HAC C}ll_lMﬂMCa g E;;:r'
Canoru 1200 1000
Jyxu 100 90 B
‘Mouiotok 600 50 )
penb 300 700

2. I'loasectH

MPOMEKYTOUHbIE UTOTH MPOAAXK MO PA3IUUHBIM IPYINaM TOBAPOB

HaseaHue Npofgamu

2 CnanesHa 'OuaHa" 230000
3 CransHa "Cogua' 437860
4 DbepedHan rpynna "Amanmc’ 543900
5 CnansHA "OuaHa' 327600
6 ObegedHan rpynna "Amaguc” 154987
Mpuxoman "PeTpo” 17800
Opuxosan "Petpo” 97630

S QbegedHaa rpynna "Amaguc! 384600
10 CnaneHa "Coguma" 373500
11 CnansHa "Cogma” 598700
12 CnanoHA "Luana" 209780
132 OfegenHaarpynna "Amagmc” 430700
14 Mpuxoxaa "Petpo” 500400




