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I. IlosicHuTeIbHAA 3aNMCKa

[Iporpamma Microsoft Excel mpeanaznadena ans paboThl ¢ 3JIEKTPOHHBIMU
Ta0JauIlaMH, MO3BOJISIONIMMU COOMPATh, BHIYUCIIATH, aHATU3UPOBATh U HATJSIHO
MPECTABIATh KOJUYECTBEHHYIO U TEKCTOBYIO MH(popmaluio. Excel mpakruuecku
He3aMEeHHUMas IporpaMmma B J1r000i mpodeccuu.

3HaHUA W TMPAKTUYECKHE  HABBIKM  HMCIOJIb30BAHUS  PACIIUPEHHBIX
Bo3MoxkHOcTell Microsoft Office Excel mosBomsitor sddexktuBHO paborath ¢
OOoJIBIIMMHU 00BEMaMU JAHHBIX, MTPOU3BOJIUTh UX CIOXKHBIA aHan3, 3(hPEKTUBHO
UCIOJb30BaTh BCTpoeHHble ¢GyHkImu MS Excel u Makpocbl, a Takxke
MMIIOPTUPOBATH JIaHHbIC, 3aIHUIIATH U HATJISIIHO MPECTaBISIThH UH()OpMAIIHIO.

Pabounii yueOHbIN I1aH COAEPIKUT MEPEUEHb YUEOHBIX MOIYJIEH C yKa3aHUEM
BPEMEHHM, OTBOJMMOIO Ha OCBOCHHME YYEOHBIX MOAYJEH, BKIOYas BpeMs,
OTBOJMMOE Ha TEOPETUUECKUE U MPAKTUUECKHUE 3aHATHS:

Monynsb 1. «OcnoBbl Excely.

Monyib 2. «DopMybl U GYyHKIIHI.

Monynsb 3. «PaboTa ¢ JTaHHBIMUY.

Monynsb 4. «Pacuimpennbie Bo3moxkHocTH Excely.
Monyns 5. «IIponBunyTtas pabora ¢ popmynamu B Excely.

VYcnoBusa peanuzanuu paboyedl mporpaMMbl COAEPKAT OPraHU3alMOHHO-
MeJarornueckue, KajapoBble, WHPOPMAIIMOHHO-METOJAMYECKHE U MaTepHalbHO-
TeXHUYECKUE TpeOOoBaHUS. YueOHO-METOAUYECKHE MaTepualibl 00ecleurnBaroT
peanuzaiuio paboudeil mporpamMmel.

Pabouas nporpamma MpeayCMaTPUBAET JIOCTaTOYHBIN IS
COBEPIICHCTBOBaHUS  MPOPECCHOHANBHBIX  KOMIIETEHIMA W pa3BUTHUSA
MPAKTUYECKUX HABBIKOB CIyIIATENIe 00BbEM MPAKTUKH.

I1. Paboumii y4yeOHBbIN IJIAH

Tabmuua 1
KonnuecTBo yacos
YyeOHbIe MOIYIH B ToM uucne
Bceero
Teopernueckue | Ilpaktudeckue
3aHATHUS 3aHATHUS

Mopaysb 1. «OcHoBbI Excel». 14 7 7
Monaynb 2. «@opMyIibl U GYHKLIHNY. 14 7 7
Monyib 3. «PaboTa ¢ TaHHBIMIY. 14 7 7
Monyns 4. «PacmmpeHHblE  BO3MOYKHOCTH 14 7 7
Excel».
Monyns 5.  «llpomBunyras  pabora ¢ 14 7 7
dopmynamu B Excely.




Htorosas arrecranus 2 2
HUTOI'O: 72 35 37
Kanennapubiii yueOHbId rpadguk
Tabnuua 2
Buner pabot Kon-Bo yacos
Teopernueckue NUCTAHIMOHHbIE 3aHIATUS 35
[TpakTHYeckue JUCTAaHIIMOHHbBIC 3aHITUS 35
Htorosas arrecranus 2
HUTOI'O: 72
II1. Pabouune nporpaMMbl y4eOHBIX MOIY 1€l
3.1. Moayas 1. «OcnoBbl Excel».
Pacnpezle.ﬂelme yqeﬁﬂmx qacoB 110 TeMaM
Tabmuua 3
KonnuecTBo yacos
HaumenoBanue rem B ToM uncne
Bcero | Teopernueckue | IIpaktuueckue
3aHATHUS 3aHATHUS
Ocnogsl Excel. 14 7 7
14 7 7
HUTOTIO:

3.1.1. OcuoBbl Excel.

3HakomcTBO c Excel. Co3gaHue 1 oTKpbITUE paboumx KHUT. COXpaHEeHME KHUT U
obwwmi goctyn. OcHoBbl paboTbl ¢ AYeMKamn. M3meHeHUe cToNbL0B, CTPOK U AYEEK.
®opmaTtmpoBaHue syeeKk. OCHOBHble cBeaeHMA 0 nucTe Excel. PasameTKa cTpaHuubl.

[TeyaTb KHUT.

3.2. Moayab 2. «®@opmyJibl H PYHKIHH»

Pacnpezle.ﬂeﬂne yqeﬁﬂmx YYacCoB 110 TEMaM




Tabnuua 4

KonuuectBo yacoB
HanmeHoBaHue TeM B ToMm uncne
Beero | Teopernueckue | IIpakTuueckue
3aHSTHUSA 3aHSATHS
Dopmynbl U QYHKIUH. 14 7 7
14 7 7
NUTOI'O:

3.2.1. ®opmyJbl 4 PYHKIUH.

MpocTtble popmynbl. CroxkHble popmynbl. OTHOCUTENbHbIE U abCcoNtOTHbIE
CCblNKK. Popmysibl U PyHKLMN.

3.3 MoayJb 3. «Padora ¢ JaHHBIMID)

Pacnpezle.ﬂeﬂne yqeﬁnmx YYacCoB 110 TEMaM

TaOmuna 5
KonnuectBo yacos
HaumenoBanue tem B ToMm uucie
Becero | Teopernueckue | IIpakTuueckue
3aHITHS 3AHSTHS
PaGora ¢ naHHbIMU. 14 7 7
14 7 7
HUTOI'O:

3.3.1 Pa0orTa ¢ 1aHHBIMHU.

YnpaBneHue BHeLWHUM BUAOM pabouyero nncta. CopTmpoBKa AaHHbIX B Excel.
®unbTpayma gaHHbIX B Excel. PaboTa ¢ rpynnamu 1 nogseaeHne ntoros. Tabauvupl B
Excel. Anarpammbl 1 cnapKknamHbl.

3.4 MoayJs 4. «Paciimpennbie Bo3MoxkHOcTH Excel»

Pacnpenenenue yueOHbIX YacoB M0 TeMaM
Tabauna 6

KonnuectBo yacos

Haumenosanue tem ‘ B Tom umncie




Bcero | Teopernueckue | Ilpaktuueckue
3aHATHUS 3aHATHUS
Pacmmpennsie Bo3moxHocT Excel. 14 7 7
14 7 7
HNTOTIO:

3.4.1 PacmupenHbie Bo3mMoxkHocTn Excel.

PaboTa c npumevyaHnaAMun n oTcnexxmnBaHuMe MCI'IpaBJ'IEHVIl;'I. 3aBepLLIEHVIe 7

3aWmTa paboumx KHUr. YcnosHoe dopmaTtnpoBaHme. CBOOHBIC TAOIUIIBI M aHAIN3

JaHHBIX.

3.5 MoayJs 5. «IlIpoasunyrtas padora ¢ popmyaamu B Excel»

Pacnpezle.ﬂeﬂne yqeﬁﬂmx YacCoB 110 TEeMaM

Tabnuua 7
KonnuecTBo yacos
HaumenoBanue rem B ToM uucne
Becero | Teopernueckue | IIpaktuueckue
3aHATHUS 3aHSTHS
[TponBunytas pabora ¢ popmynamu B Excel. 14 7 7
14 7 7
HUTOTIO:

3.5.1 IIpoaBunyras padora ¢ popmyaamu B Excel.

Peliaem 3a4a4um C NOMOLLbIO IOrMYecKkux GyHKUMN. MNoacyeT n cymmmnpoBaHme
B Excel. PaboTa c gatamun n BpemeHem B Excel. [Monck gaHHbIX. PaboTa ¢ maccuBamm
B Excel.

IV. Ilnanupyembie pe3yabTaThbl 0CBOCHUSA Padoveil MporpaMmbl

[IpuoOpeTeHne u COBEPIICHCTBOBAHME HABBIKOB pPaOOTHI
nporpammbl Microsoft Office Excel 2010.

Ha OCHOBC

B peE3yJdbTaTe 0OCBOCHUA paﬁoqeﬁ MnporpamMmasl CaymaTte/Jau 10/J°KHbI 3HATh:

* KaK OOJIETYUTH 3aJayd [0 CO3/IaHUIO CBSI3EH MEXKIY SYEeUKaMU Pa3HbIX
JIMCTOB ¥ KHWUT;
* Ha0Op BCTPOEHHBIX (PYHKIMM, MUHUMAIHLHO HEOOXOAMMBIX ISl PEUICHUS
TTOBCEHEBHBIX 3a]1a4;
* Kak JeyaTh QUIbTPAIUIO HATJISIHOM;
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* KaK 3alUTUTh pPe3yJbTaThl CBOEH pabOTBl W WCKIIOYUTh B HUX
HEXKEJIaTEIIbHBIE JEHCTBHL,
¢ ocuoBbl Microsoft Office Excel 2010.

B pe3yabraTte ocBoeHus padoyeil NporpaMmbl CJIOyIIATEH 10JKHBI YMETh:

* BBIJCIATH TYCHKN aBTOMATHICCKU B 3aBUCUMOCTH OT yCJIOBHIA,

* CO03/1aBaTh BHINAJAIONINE CITUCKH;

® HCIOIh30BATH «YMHBIC TAOIHIIBI»;

* ObICTpO M 0€3 OIIMOOK CO3/1aBaTh HTOTOBBIC TAOIHUIIBI HA OCHOBE OOJIBIIIOTO
KOJIMYECTBA UCXOIHBIX JINCTOB U (DaityioB;

* co3zaaBath npasuia GOpMaTUPOBAHUS C IPUMEHEHUEM (POPMYII.

V. YciaoBus peajusanuu padoyeid nporpamMmMbl

5.1 Opraau3anoOHHO-IIEIArOTMYECKNE yCIOBUSA 00€eCIeuynBarOT
peanuzanuio paboyedl mporpaMMmbl B MOJHOM O0BEME, COOTBETCTBHE KadyecTBa
MOATOTOBKU  CIIylIaTeJIed YCTaHOBJICHHBIM TPEOOBAaHUSIM K IUIAHUPYEMbIM
pe3yiibTataM, COOTBETCTBHE MPHUMEHSEMBIX CpPEACTB M METOJIOB OOy4YeHus,
MHTEpecaM U MOTPEOHOCTAM O0yJarOIIUXCSI.

Jlns  ompeneneHuss COOTBETCTBUSA MPUMEHSIEMBIX CPEICTB M METOJIOB
oOyueHus UHTEpecaM U MOTPEOHOCTSIM 00yYaroIMUXCsl MPOBOJUTCS TECTUPOBAHUE
C IOMOIIIBIO COOTBETCTBYIOIIUX TECTOBBIX MATEPHUAIIOB.

5.2. ®opma 00yuyeHHUs] — NUCTAHIIMOHHAS, CPOK OCBOEHUS MPOrpamMMbl — 72
yaca.

5.3. llepmarormueckue paOOTHUKH, peATU3YyIOLIUE JOMOJHUTEIbHYIO
npodeCCUOHANIBHYIO MporpaMMmy  (TOBBIIMICHHE KBadu(HUKalMK) 1O TEMe
«lloBbiieHHEe  MPO(GECCHOHAIBHOTO  YPOBHSL  MEAAroru4eckoro  pabOTHHKA
nocpeactBoM ucnoib3oBanuss WMKT. Tabmuunbiii nponeccop Microsoft Office
Excel», ynoBneTBOpsitoT KBadu(UKAMOHHBIM TpPEOOBaHUAM, VYKAa3aHHBIM B
KBaJU(UKAIMOHHBIX CIPABOYHUKAX MO COOTBETCTBYIOUIUM JOJKHOCTAM U (WJIM)
npo¢eCCUOHANIBHBIX CTaHIapTaX.

5.4. Jluua, »xenaroline OCBOUTH JOMOJHHUTENbHYIO MNPO(EeCCHOHAIBHYIO
nporpaMMmy, JOJKHBI HMETh CpEHee WM BbIclIee MNPOPecCUOHATBHOE
oOpazoBanue. Hanmume ykazaHHOTO 0Opa30BaHUS JIOJDKHO MOATBEPKAATHCS
JOKYMEHTOM IrOCYJapCTBEHHOI'O WJIM YCTAHOBJIEHHOI'O 00pa3ua.

5.5. HuadopmanmoHHO-METOAMYECKHE YCIOBHUS peainu3aluu pabdodeit
MPOTPaAMMBbI:



- y4eOHBIH IUIaH;

- KaJeHJapHbIi yueOHbIN rpaduK;

- OIIMCaHue y4eOHBIX MOYJIEH;

- METOJUYECKNE MaTEpHaIIbl U pa3pabOTKU.

5.6. MaTepuaibHO-TEXHUYECKHUE YCIOBUS peain3aluu padoueil mporpaMMel.

Tabmuua 8
No HaumenoBanuit Bun 3anarui HaunmeHnoBanue
n/n CIELIMATIM3UPOBAHHBIX o0opyI0BaHus,
ayIUTOpUil, KaOUHETOB IPOTPaMMHOTO
o0ecrneyeHus
1 oucHoe momereHue TEOPETUYECKOE 3aHATHE, KOMIIbIOTEP, 0a30BBII
NPaKTUYECKOE 3aHsTHE, MaKeT MPOrpaMMHOT0
KOHCYJIBTallUOHHOE obecnieuenus s opuca,
3aHsATHE MHTEpHET

VI. Cucrema olieHKH pe3yJibTATOB OCBOeHHsI padoyeil MporpaMmbl

[ToBbilieHKe KBanM(pUKaAIMU 3aBEpPIIACTCS UTOTOBOW arTecTanuei B Gopme
TECTUPOBAHMUSL.

TecTupoBanue NPOBOAUTCS MO y4€OHBIM MOYJISIM:

Monynsb 1. «OcnoBbl Excely.

Monyib 2. «DopMyIbl U GYyHKIIHI.

Monynsb 3. «PaboTa ¢ JTaHHBIMUY.

Monynsb 4. «PacmmpeHnHbie BO3MOXXHOCTH Excely.
Monyns 5. «IIponBunyTtas padbora ¢ popmynamu B Excely.

OO0BeKT OLCHKM: BBIIIOJJHCHHBIC IIPAKTHUYCCKHNEC U TCCTOBBIC 3aJaHM .
ITokazarenu OLICHKM: 3a4TEHO/HE 3a4YTCHO.

OpFaHI/ISaHI/IH OLOCHHMBAHUA: 3JICKTPOHHOC TCCTUPOBAHHUC.

OHpGI[CJ'ICHI/IC pe3yjibTaTa OLCHHMBAHUA: «3a4YTCHO» BBICTABIIICTCA IIPU

YCIIOBHM TPABUIIBHOTO BBITIOJHEHUSI HE MeHee 80% MpakTUYEeCKUX U TECTOBBIX
3aJIaHUH.

IIpakTuyeckue 3aHATHS ISl CAMOKOHTPOJIS BbINOJHSIOTCS B
cBoOOaHOM opme.

TecTOoBBIE 3aJaHudA AJ NPOBCACHUA UTOIOBOI0 KOHTPOJIA

[Io pe3ynpraTaM HTOTOBOTO TECTUPOBAHUSA BBIIACTCS YIOCTOBEPECHHE
YCTaHOBJICHHOT'O 00pa3ua.



VII. Y4eOHO-MeTOAMYECKHUE MaTepHaJbl, o0ecreuynBaKOLIUe
peasu3anulo padodeil MporpaMmmabl.

Y4yeOHO-MeTOANUECKHUE MaTepHalIbl TPEACTABICHBI:

- paboueil TONMOMHUTENBHON NpodeccuoHanbHON TporpaMMoi (TTOBBIIIEHUE
kBanupukauur) 1o Teme  «lloBbiieHHe  OPOPECCHOHATHLHOIO  YPOBHSA
MeIaroruyeckoro padoTHHUKA MmocpeacTBoM wucmoib3oBanus WMKT. Tabmuaabrit
nporieccop Microsoft Office Excel», yTBepxaeHHON B yCTaHOBIEHHOM MOPSIJIKE;

- TECTOBBIMHU BONpPOCAMHU [JIsi TPOBEJICHHUS UTOTOBOM aTTecTaluu

oOyuarommxcs, YTBEPKIECHHBIMU PYKOBOJUTEIEM OpraHu3aIuu,
OCYULIECTBIISIONIEN 00pa30BATENBHYIO AEATENBHOCTD.
- JINTEPATYPOl.

VII. Cucox ucnosib3yemMoii JIuTepaTyphbl.
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