MPUEMBI CO3JAHUSI 1 O®OPMJIEHUS TPE3EHTALIAN

Tema: Texuosorus co3nanusi npesenranuu B MS POWER POINT 2010

Mpeamer: Undpopmaruka

Kypc: 1-b1ii KypC

O0opynoBanme: KOMIIbIOTEpHBIN KabuHeT, mporpammbl Microsoft Office Word u PowerPoint.

Tun 3ansiTUsA: Tab0opaTOpHas padora.

@opMmbI padoThl: HHANBUAYAIbHAS paboTa 32 KOMIIBIOTEPOM.

ean paboThl. M3ydenne nHGOpMAIIMOHHON TEXHOJIOTUH pa3padoTKu npe3eHTanuu B MS Power
Point.

3aganne. Co3naTh MPE3CHTAIMIO, COCTOSITYIO U3 8 ciaiinoB. Tema npe3eHTanuu — n3yu4eHHbIE
nakera nporpamm Microsoft Office.

[Ipe3enTarysi 10HKHA UIMETh CIEAYIOIIYIO CTPYKTYPY:

1-i1 cnaiig — TUTYJIbHBIN;

2 — OrJIaBJIEHHE;

3, 4, 5,6-# cnaiinel mocBsmieHsl mporpammam MS Word, MS Excel, MS Access, MSPower Point;

7-¥ cnaii — CTpyKTypHas cxema HH()pOpMaIMOHHOTO 0OMEHA MIPU CO3/IaHUH MTPE3CHTAIUH;

8-ii cmaiig — pesrome.

B nipe3enTanum ycTaHOBHTH Ha 00BEKTHI (D (PEKTH aHUMAIIHH, THIICPCCHIIKH.

YcTaHoBUTh 3G GEKTHI CMEHBI CIIAIOB.

3ananue 1. Co3ganne TUTYJBHOIO CJIali1a MPe3eHTAUMN.

Hopsinok padoThbI

1. 3anycrute nporpammy Microsoft Power Point. [{ist atoro Beimonaute [Tyck/IIporpammser/ Microsoft
Office/ Microsoft Power Point.

2. Ilpwm 3amycke nporpamma PowerPoint oTkpbIBaeTCs B peKuMe, Ha3bIBAEMOM OOBIYHBIM PEKHUMOM,
KOTOPBIH MMO3BOJISIET CO3/1aBaTh Claiiibl U paboTaTh ¢ HUMH. CiaiiJ, KOTOPBI aBTOMAaTUYECKH
MOSIBIISICTCSI B IPE3CHTAIMH, Ha3bIBACTCSI TUTYJIBHBIM U COJICPIKHT JBA MECTO3AIIOIHUTES, OIUH U3
KOTOPBIX OT()OpPMaTHUPOBAH IS 3ar0JI0BKA, @ BTOPOM — /IS 10A3aroJI0BKa.
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Puc. 1 Cnaiig ¢ pa3mMeTkoil A BBOJIa TEKCTA
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3. BsiOepure uBeroBoe oopmiienue cnaiinos. Power Point 2010 npenocTaBisieT MHOKECTBO TEM,
yIpolas u3MeHeHHe 00Iero BUIa Mpe3eHTauu. TeMa npeacTaBiseT co00i Habop AIEMEHTOB
oopmieHus, MpUAAIOLIHIA 0COObIH, eAMHOOOPA3HBIN BHEIIHUI BT BCEM JOKYMEHTaM, UCIOJIb3Ys
KOHKpETHBIE COYETaHUsI LIBETOB, MIpU(pTOB U 3dekToB. Bridepem Temy ConHilecTosIHIE BO BKIIAIKE
Jwn3aiiH.

4. Bsenute ¢ kaaBuaTypsl TeKCT 3aronoka — Microsoft Office u moazaromoska — Kpatkas
XapaKTepUCTHKA U3YYEHHBIX MporpamMm. it 3TOro J0CTaTOYHO MIEIKHYTh MBIIIBIO TIO
MECTO3aMOJIHUTEI0 U BBECTH TEKCT, KOTOPBI aBTOMaTH4ECKH Oy1eT opopmileH B COOTBETCTBHUH C

yCTaHOBKaMH BBIOPaHHOTO M1a0sioHa (puc. 2).
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Microsoft Office

Kparkan XapakTepucTuka U3yHeHHbIX nporpamm
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Puc. 2 Bei6op nBeToBOr0o 0(hopMIIeHUS CIIaiiI0B

5. CoxpanuTte co3/laHHBIN (haii c nMeHeM «aaTa, ['pynna, @amuinsy» B cBoe manke KOMaHI0u
Mento ®aitn /CoxpaHUTb.

3ananue 2. Co3gaHue BTOPOro ¢JIaiiia mpe3eHTAMU — OTJIABJICHUSI.

IHopsimok padoTbI

UT0OBI OTHOBPEMEHHO C T0OABJICHUEM CJIaii/la B IPE3CHTAIINIO BHIOPATh MAaKET HOBOTO CJIaif/ia,
MO>KHO BBITIOJIHUTD CJIEYIOIINE JeHCTBUS:

1. B rpynne Cnaiinel Bknagku ['1aBHast MENKHUTE CTPEIKY psAAOM ¢ KHONKoM Co3aarth ciaiin.

=) MakeTt ~
= e

i==) BoccTaHosuTe
Cospatb .
cranipg~ ) Pasaen~
Craabl

IlosBuTcs KOJIJICKIIHA, B KOTOpOI)’I OT06pa}KaIOTC$I OCKHU3LbI Pa3JIMYHBIX JOCTYIIHBIX MAKCTOB CH&fI}IOB.
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3aros0BOK cnanaa
» TekcT chamnaa
me omT gy B
Puc. 3 Beibop MmakeTa HOBOTO ciaiiia.
2. Bri6epute MakeT — 3aroioBoK U 00ObEKT
3. B BepxHIOI0 CTpOKY BBeauTE CI0BO «OriiaBIcHHE
4, B HWKHIOO paMKy BBEIHMTE TEKCT B BUjIE ciucka. 11[e90K MBIIIH 110 MECTO-3aIOTHUTEITIO

MO3BOJISIET BBECTH MapKUPOBAHHBIN CITUCOK. [lepexo 1 Kk HOBOMY a03aIly OCYIIECTBISICTCS HaXKaTHEM
kiasumu Enter.

. TekcroBeiii mponeccop MS Word
. Tabnuuneiii npoueccop MS Excel
. CYBJ MS Access

. MS Power Point

5. BemonnuTte Tekyiiee coxpaHeHue Qaiina.

3aganue 3. Co31aHue TPeThero CJaiaa Mpe3eHTAlUN — TEKCTA CO CIIMCKOM.
IHopsimok padoTbI

1. Coznath HOBBIH craiia. BeiGepute MakeT — 3arojloBOK U OOBEKT.
2. B BepxHIOIO CTPOKY BBeAHTE Ha3zBaHue Mporpammbl «TekcToBsiii poreccop MS Word».
3. B HIKHIOIO paMKy BBEAMTE TEKCT B BUAE ciHcKa. [1[e90K MBI 110 MECTO-3aII0THUTEIIO

MO3BOJISIET BBECTH MapKUPOBaHHBIN criucok. [lepexos k HOBOMY a03ally OCyIIECTBISIETCS HaXKaTHEM
knaBumm Enter.

Oopasen Tekcra

TekcToBBIN IIPOLIECCODP MO3BOJISET:

. CO03/1aBaTh TEKCTOBbIE TOKYMEHTHI;
. dopmatupoBaTh TEKCT U 0OPMIIATEH a03allbl JOKYMEHTOB;
. BBOJUTH KOJIOHTUTYJIBI B TOKYMEHT;

. co3zaBaTh U (hOpMaTHPOBATH TAOJIUIIBI,

. O(QOPMIISITH CIIUCKU B TEKCTOBBIX JIOKYMEHTAX;

. IIPEJICTABIISITh TEKCT B BUJIE HECKOJIBKUX KOJIOHOK;

. BCTABJIATh B IOKYMEHT PUCYHKHU;

* TOTOBUTH JOKYMCHT K II€YaTH.




TekcroBbi npoueccop MS Word

TekCcToBbIN NPOLECcop NO3BONSET:
* CO34aBaTh TEKCTOBLIE AOKYMEHTDLY,

* (hopmMaTHpOBaTL TEKCT W odopmnaTs ablauw
AOKYMEHTOS;

S * BBOAWTH KOMOHTUTY bl B JOKYMENT;
* CO3AaBaTL M GOPMATUPOBATL TABAUULY

® OqJOpMﬂFITb CNUCKKU B TEKCTOBBIX A0KYMEHTaX;

* NPpeACTaBNATe TEKCT B BUWAE HECKONbKUX KONOHOK;
* BCTaB/NRTb B AOKYMEHT PUCYHKW;

* roToBUTbL AOKYMEHT K Nevatu

.
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Puc. 4. TexcToBbIl cl1ali]] CO CIUCKOM
4. I'oToBhIi crnaiij OyneT uMeTh BU, Kak Ha puc. 4.
S. BeinonnuTe Tekyiee coxpaHenue Qaiina.

3ananue 4. Co3qaHue 4eTBEPTOroO CJIaii1a NMpe3eHTAlNN — TEKCTA B /IBE
KOJIOHKH.
IHopsimok padoTbI

1. Bremmonnute komanny Co3aate ciaiin. Beibepute aBTopasmMeTKy — iBa 00bEKTA.

2. B BepxHIOIO CTPOKY BBEAUTE Ha3BaHUE MporpamMmbl « Tadmmuanabiid iporieccop MS Excel».
[Tpu HEOOXOAUMOCTH YMEHBIIUTE pazMep mpudra.

3. Benure coneprxanue B KOJIOHKH. [1[eT90K MBIITHU IO METKE-3aITOJIHUTEIO KOJIOHKH

MO3BOJISIET BBOJUTH B HEE TEKCT (pHC.5).
Oo0pa3sen Tekcra
BosmoxHOCTH TaOIMYHOTO TpoIieccopa:

. BBOJI TAHHBIX B STUCHKMH;

. aBTO3AII0JHEHUE STUEEK;

. MIPUMEHEHNE OTHOCUTENIbHOM U aOCOIIOTHOM ajpecauii;
. OpraHH3alys pacyeToB;

. COPTUPOBKA JaHHBIX;

. MOCTPOCHHE U (OPMATUPOBAHHE JHATPAMM;

. UCIIOJIb30BaHue (QYHKIIMM B pacuerax;

. (GuIbTpanus JaHHBIX U YCIOBHOE (hOpMATHUPOBAHUE.




Tabanuubii npoyeccop MS Excel

) - * BBOA AdHHbLIX B * COPTUPOBKE AAHHbBIX;
RYenKW; * NOCTPOEHUE U
* ABTO33aN0NHEHME bopmaTuposaHue
fveex; Auarpamm;
* NpUMereHue * UCNO/b30BaHKe
= OTHOCUTENBHOW M byHKUMI B
S abconoTHOM pacyeTax;
appecaymniy; * GUNbTpaUMa AaHHBIX
iR cyea * OpraHn3aums M YCNOBHOE
—lE pac4eTos; popmaTupoBaHue,
S—pr——
e omT -

Puc. 5.Cnaiig npe3eHTanuu — TEKCT B ABE KOJIOHKH.

4. BeInoiaHUTE TEKyllee coxpaHeHue (aiina.

3ananue 5. Co3qanue NATOrO CJaiaa Npe3eHTAIMU — TEKCTA ¢ Ta0JIuIeH.

IHopsimok padoTbI
1. Brimonaute komanay Co3nath ciaiin. Beideprute MakeT — 3arojloBOK U OOBEKT.
2. B BepxHIo10 cTpoKy BBeauTe Ha3zBaHue nporpammsl «CYBJl MS Access». Ilpu
HE0OXO0IMMOCTH U3MEHHUTE pa3Mep HpudTa.
EE

Bcrasute Tabauuy

3. B HmxHelt pamke BeIOepuTe KoMaH 1y BetaBuTh TabmuIly — MOSABUTCS OKHO
3aJJaHMs TapaMeTPOB TAOIUIIBI JaHHBIX. 3a/1aiiTe KOJIMYECTBO CTOIOLOB — 2, CTpOK — 5. Bo Bkiaake
Konctpykrop — B rpynme Ctunu Tabauil — BBIOEPUTE «HET CTHIISI, CETKA TaOJIUIIBI».

4, B nosiBuBIIIEiics Ta0nuIle BHITOTHUTE 00bEIMHEHHUE sTUeeK B IEPBOM CTPOKE TAOIUIIBI U
3QJIUBKY, UCTIONB3YS MMaHENIb UHCTPYMEHTOB.
5. BBenurte ncxomgHble TJaHHBIE

Oo0pa3sen Tekcra
[TpoexTrupoBanue 6a3bl TaHHBIX

Tabaunb! JUTSL XpaHEHUS JTaHHBIX

DopMbI JIUISE BBOJIA TAHHBIX

3anpockl JUIst pabOTHI C TaHHBIMH

OTtuetsl Juis BbIBO/Ia MH(popManuu u3 bJ|

o

KoHneunblit Bu MATOTO Claiifia MpuBeAeH Ha puc. 6.
7. BrimonauTe TeKymee coxpanenue Qaiina.




CYB/A MS Access

Mpoexrnposanne Gazsi AaHHbIX

ANA XPAHOHMA A3NHBIX

ANN EBOAA ASHHEIX

ANR PABOTHI C AFHHEMN
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Pyc. 6 KoneuHslil BUI IATOrO ciaina ¢ Tadauei

3apanue 6. Co3naHue MIECTOro CJaiia Mpe3eHTallui — TEKCTa ¢ PUCYHKOM.

IHopsimok padoThI
1. st miectoro ciaiia BEIOGpUTE MaKeT — JIBa 00BEKTA.
2. B BepxHIOI0 CTpOKY BBeAUTE HazBaHue nporpammsl «MS Power Pointy». I[Ipu Heo6xoaumoctu
W3MEHHTE pa3mep mpudra.
T o asss [1ngemsas fete - Miisact Rt w .3
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B 6onbwnHCTBE Ciyvaes
NPe3eHTaUNA roTOBUTCA
ANA NOKa3a ¢
MCNOMbL30BAHNEM
KOMNbIOTEPa, Beab
MMEHHO NPU TAKOM
noKase npesexTaynm
MOXHO peann3osars Bce
npeMMyuwecTsa
3NEKTPOHHON
npesexTaymuu.
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Puc. 7. llecToii cnaii npe3eHTaluu — TEKCT C PUCYHKOM

3. B neByio pamKy BBeAnTE TEKCT MO 00pasiy. BrimonauTe mpaBocTOpOHHEE BEIpaBHUBAHHUE TEKCTA

(puc.7).

Oo0pa3zen Tekcra




B GonpImHCTBE cy4aeB Mpe3eHTalrs TOTOBUTCS IS MOKa3a ¢ UCIMOJIb30BaHUEM KOMIIBIOTEPa, BEIh
MMEHHO MPH TaKOM IO0Ka3e MPe3eHTAMU MOXKHO PeaTn30BaTh BCE MPEUMYIIECTBA SJEKTPOHHOM
IIpE3EHTALUH.

4. B npaBylo paMKy BBEIUTE PHUCYHOK, BRIOpaB B paMKe KOMaH/1y PUCYHOK. PUCYHOK BCTaBbTe M3
Oo6mias Credanona\ 1 kypc\ MS PowerPoint\ IIpe3enrarus.jpg
5. BeimonHuTe TeKyliee coxpaneHue Qaiiiaa Haxaruem kinapuin Ctrl+S.

3ananue /. Co3nanne cebMOIO0 CJIaiia Npe3eHTANN — CTPYKTYPHOM
CXeMBbl.

Hopsixok padoTbI
1. Brmonnute komanay Co3gars cnaiin. Beibepute pazMeTky — 3arojioBOK M OOBEKT.
2. Beeaute Tekct 3aronoBka «Opranuzaius padotsl ¢ uHbopmanuein». [Ipu Heo6X0AUMOCTH U3MEHHUTE
pasmep mpudTa.

m . i - v
Opranuusauusa paboTsl ¢
uHbopmaumen
MS Power
Point

MS Word MS Excel  MS Access

s elamiT e g
Puc. 8. Cnaiiy mpe3eHTaMu co CTPYKTYPHOU CXEMOK
) —
‘Bcrasmb PUCYHOK Smartal'«rtl
3. BcraButh pucyHok SmartArt . Ux rpynnsl «Mepapxusi» BIOpaTh

MakeT «OpraHu3aloHHas quarpaMmay. B nuarpamme ynanute oauH 070K, BBecTr TeKCT (Ha3BaHUs
IIPOrpaMM).

4. BrImonHUTE TEKyIIee coXpaHeHue (Qaitna.

3aganme 8. Co31aHue BOCHMOIO CJIAH/Ia MPe3eHTALIMU — Pe3loMe.

Hopsimok padoThI
1. BcraBbTe HOBBII ciaiin — [lycToil cnaiig u BBeIUTE TEKCT pe3toMe 1Mo 00pasIry.
2. Brxiagka BeraBka — maselns TekecT — kKoMmaHzna Haxamucs

Oopa3sen Tekcra
K nocrouncTBaM cnaiiioBoi Mpe3eHTalMi MOKHO OTHECTHU:




* [I0CIIEI0BATEIBHOCTD U3JIOKEHHUS,

* BO3MO)KHOCTB BOCIIOJIB30BATHCS O(UINAIEHBIMHI IITIAPTaIKaMu;
* MyJIbTUMEUITHBIE () PEKThI;

* KOIIUPYEMOCTb;

* TPaHCIIOPTAOEIBbHOCTb.

K AOCTOMHCTBAM CNAWAOBOW NPE3EHTALMN MOXHO
OTHECTH:

®* NOCNEA0BATERNBHOCLTE M3NOXKEHWURA,

® BOIMOXKHOCTE BOCNCALIANBATLIR 04)1-1qI1deHblPAb|
Wwnaprankamm,

- * MyNBTHMEARIMBIE D deKTbl;
. Kf)T'IprEMO(Tb,

¢ TpancnopTabensHoCT.

TCTR & CANRYY
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Puc. 9. Cnaiin npezeHTanuu ¢ peroMe.

3. BrimonHute TEKyilee coxpanenue ¢aina.

3ananue 9. [Ipumenenne 3¢pPexToB aHUMAITUMN.

IHopsinok padoTbI

1. Vcranosute Kypcop Ha NepBbIi cinai. [l HACTpOMKM aHMMAILIUK BBIIETIUTE 3ar0JIOBOK U Ha
BKJIaJIke AHUMaNUs — MaHenb AHuManus Beioepute Boulet, a B [Tapamerpax s dexra BeiOepute
Cnesa.

2. YcraHoBuTe Ha lcnaiiie Ha TEKCT U Ha 6 cllaiijie Ha PUCYHOK IO 0JJHOMY 3((eKTy aHUMAaLUH.
Y4uTheIBaliTe HAYaI0 aHUMAIIUH: TI0 IETYKY, C MPEABIYINM, MTOCTe MPEIbITYIIEeTO.

3. Hns npocmoTpa 3 dexra aHMMAaITU BHITIOTHATE IEMOHCTPAIUIO CIIAI/IOB, IS YETO BHITOJIHUTE
komanay Bun/Iloka3 cnaiijoB wim Haxxmute Kiasuiry [F5].




v Mlcrosoft Offi ice

* Kparxas xapakTepucTuka M3yueHHBIX NPOrpamMm

Puc. 10. Hactpoiika aHuMaruu mokasa cjaijioB

4. BeInoiaHUTE TEKyllee coxpaHeHue (aiina.

3ananue 10. YcTaHoBKa cnocoda nmepexoaa cjaiioB.
IHopsinox padoThI

Crioco0 nepexo/ia claifioB omnpeeliser, KakuM 00pa3oM OyaeT MPOUCXOIUTH MOSBICHUE HOBOTO
cilaiifia Ipy JEMOHCTPAIIMU TPE3CHTAIIHH.

1. Bo Bkiaake [lepexonpt — nanens Bpems mokasa ciiaiiioB. Y CTaHOBUTE CMEHA CJIaiI0B —
aBTOMATHUYECKH Tocye 6 CeKyH]I.

2. Bwibepure ad ekt cMeHbI cnaiinos, Harpumep Casur. [IpuMeHHTH KO BCeM.
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Microsoft Office

KpaTtxan XapakTepucTiKa U3yueHHbIX NporpamMm

Puc. 11. 3aganue ciocoba nepexoja ciaaijoB MpH AEMOHCTPALINN




3. BrmonHuTe TEKyIIee coxpanenue ¢aina.

3ananme 11. BkiloyeHue B cjaii 1aTbl/BpeMeHH M HOMepa cJjaiijaa.

Hopsixok padoThbl
1. Jlns BkIrOYEHUS B Ciaiij HOMepa ciaiia BeImoHUTe KomaHay BeraBka/Homep cnaiina. [loctaBbTe
rajiouky B okowke Homep cnaina.
2. Jlyis BKJIIOUEHUS B CIIAl]] 1aThl/BPEMEHH B 3TOM e OKHE KOJOHTUTYIIBI OTMETHTE MBIIIIBIO
ABtooOHoBieHHE U Jlata/Bpewmsi.
3. Haxwmute xHONKY [I[puMEeHHUTH KO BCEM.
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Puc. 12. Oxno KononTtutynsl cnaiiga

4. BsnonaHHTE TEKyIlee cOXpaHeHHe (aiiia.

3ananue 12. /lo6aBjieHHe rUNEPCCHLIOK.

IHopsimok padoTbI
Jlnst mepexozia ¢ OJHOTO claiiia Ha APYToil, K pecypcy B JIOKalbHOH ceT wiu B IHTepHETe 1160 naxe
K IpyroMy (aiiay wim nporpaMMe MOXKHO BOCHOJIb30BAThCS THIIEPCCHIIKAMH.
1. Belzenure TEKCT, KOTOPBIA HYXHO IIEIKHYTh JUIsl aKTUBALIMHU TUIIEPCCHUIKH, JTMOO MOYKHO BBIJICIUTh
00BeKT (HampuMep, KU WK PUCYHOK SmartArt ).
2. B rpynne Ccpiiku BKiIagku BeTaBka menkHuTe sJaeMeHT [ unepccbuika.
3. B nmamoroBom okHe BcraBka runepcchiiky B mojie «CBs3aTh ©» BEIOEPUTE KHOIIKY «MECTOM B
JOKyMEHTe». YKaXKHUTe Clai]l, K KOTOpoMy OyA€eT OCYIIECTBIATbCS MEPEXO.
4. Ha cnaiine oryiaBaeHne yCTaHOBUTE TUIIEPCCHUIKM K CIIaiiZlaM ¢ COOTBETCTBYIOIIMMH 3ar0JIOBKaMHU.




OrnaBneHue

| ® TekcToBslil pegaktop MS Word

| o TaGanuusii npoueccop MS Excel
|  CYBA MS Access

Puc. 13. OxHo BcraBka runepcchbuiky.

5. Ha3, 4,5, 6 cnaiinax ycranoBure ctpeiky «K orimaBieHHIO».
Hapucyiite ctpenky ¢ nomomibo koMaH bl Purypa Ha BKIIaake BeTaBka, a TEKCT psSaoM co
CTpeNKoOH ¢ momoIbio koman il Haanuce. UToOb! cTpeiaku 1 HaAnucu OblUTH OMHAKOBBIE HA BCEX

cnapmax BOCHOJIBSyI/IT €Ch KOMaHJaMUu KOHPIpOBaHI/I}I/BCTaBKI/I
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B 6onbwnHCTBE Ciyuaes
NpPe3eHTaUnA roTOBMTCA
ANA NOKa3a ¢

Puc. 14. OxHo BcraBka runepcchbuiky.

6. BrimonHuTE TeKyllee coXxpaHeHue Qaiina.
7. Ilpocmotpute coznanHyto npeseHtauuto. Ilokas cnaiinos, C Havana.




