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1. OBIIHUE ITOJIOKEHUSA

[Mporpamma moBsiienust kBanmmbukanun «Google Docs + MS Wordy (manee —
[Iporpamma) pazpadorana OO0 «DIIIOUIKYPCy.

[Iporpamma cdopMupoBaHa B COOTBETCTBUHM C TpPeOOBAHUAMU  CIEAYIOLINX
HOpPMaTUBHO-IIPaBOBBIX AKTOB:

Oenepanpublii 3akoH PO ot 29.12.2012 Ne 273 «O06 obpazoBanuu B Poccuiickoii
denepanumy;

[MocranoBnenne Muntpyna P® N 3, Muno6pazoBanust PO N 1 or 13.01.2000 «O6
yTBepkaeHun [lonoxkeHust o0 opraHuzanuu Npo(ecCHOHAIBHONW MOATOTOBKH, MOBBILICHUS
KBaJIM(DUKALIMK U TIEPETIOATOTOBKU 0€3pabO0THBIX IPakJaH U HE3aHATOIr O HaCENIECHUSY;

[Tpuka3z Munmnpocsenierus Poccun ot 26.08.2020 N 438 «O06 yrBepxkaenuu [lopsiaka
OpraHu3allM 1 OCYIIECTBIECHUS 00pa30BaTeIbHON J1€ATEILHOCTH IO OCHOBHBIM IIPOrpaMMaM
po(heCCHOHATILHOTO 00YUEHUSI;

IIpuka3z MuHucTepcTBa TpyAa U coluanbHoM 3amuThl Poccuniickoit denepanuu ot oT

15.06.2020 N 333u "O0 yrBepxaeHuu mpodeccuoHaabHOro cranaapra «CrnenuanucT
10 OpPraHU3allMOHHOMY U JJOKYMEHTAI[MOHHOMY 00€CTIEUEHUIO YIIpaBICHHs OpraHu3aluen.;

[Ipuka3 MunucrepcrBa obpaszoBanuss u Hayku PD ot 1 utong 2013 r. Ne 499 «O6
yTBepkaeHun Ilopsiika opraHu3aluy U OCYILECTBIEHUS 00pa30BaTEIbHON AEATEIbHOCTH 110
JIOMOJIHUTENBHBIM MPOPECCHOHANBHBIM MPOrpaMmmMam»;

[Mucemo MunucrepctBa odpazoBanust u Hayku P® ot 30.03.2015 N AK-820/06 «O
HaNpaBJICHUU METOIUYECKUX PEKOMEHAAIUI 110 UTOTOBOM aTTECTAllMU CIyIIaTenen».

TpynoemkocTb ocBoeHMsI — 16 akageMUUECKHX YacoB.

Hens Ilporpammel: pa3BUTHE TPYIOBBIX PECYPCOB, oObOecreyeHHe MNPOAYKTUBHOM,
CBOOOJHO W30paHHOW 3aHATOCTH TPaXKJaH, YCHIEHHE WX COIHMAIBHON 3alIUIICHHOCTH
MOCPEJICTBOM TOBBIIIEHUSI POCTa MPO(PECCHOHATBHOITO MAacTepCTBa, MPOhECCHOHATBLHON
MOOUJIBHOCTH W KOHKYPEHTOCIIOCOOHOCTH Ha DPBIHKE TpPYZAa, MOCIENyIoIlas OpraHu3allus
MpEeANPUHUMATEIbCKON J1eATEIbHOCTH, YAOBJIETBOPEHUE WHIUBUIYAIbHBIX IMOTpeOHOCTEN
ciymaresnei B nmpoecCuOHaTbHONW OPHUEHTAIMH, BHICTPAMBAHUE HJIEMEHTOB MHIUBUAYaIbHON
pohecCHOHAIbHOW TPAGKTOpUU B 00JAaCTH CcO3JaHHsl WH(GOPMAIMOHHBIX PECYpCOB U
yIpaBICHUS UMH.

3agaun mporpaMMbl: (OPMHPOBAHME AKTUBHOW JKM3HEHHOM MO3MLIMU TPaKIaH;
MpUOOpEeTEeHNE HOBBIX NPOPECCHOHANBHBIX 3HAHWW, YMEHUW, HABBIKOB, CIIEIHUATbHBIX
KOMIIETEHIIMH B 00J1aCTH CO3JaHUsI HH(POPMAIIMOHHBIX PECYPCOB U YIPABIICHUS UMHU.

[Inanupyemble  pe3ynpTaTbl ~ OOy4eHMs ~ HampaBleHbl Ha  (OpPMHUPOBaHUE
poeCCHOHATILHBIX KOMITETEHIIMH CHEIUaINCTa, €ro MpodecCuOHANIBHBIX 3HAHUHN, YMEHUH,
HaBbIKOB.

Komnerennuu  (TpynoBble  (yHKLIMH), MpHOOpETaeMble B  COOTBETCTBUU C
npoeccuoHaIbHBIM CTaHAapTOM «Cneuunanuct o OpraHU3allMOHHOMY u
JOKYMEHTAIIMOHHOMY 00€CIIEYeHHIO YIIPABIECHUSI OpraHu3auei»:

B/02.5: Opranuzanus TeKyIero XxpaHeHus JOKyMEHTOB

B/03.5: Opranuzamnus o0pabOTKH e IS TOCIETYIONMEro XpaHSHH

D/02.6: Ananu3 wuHpOpMANMU W MOJArOTOBKA WH(OPMAIMOHHO-AaHATUTHUSCKIX
MaTepUaos;



B/01.5: Opranuzamus paboTsl ¢ JOKyMEHTaMH.
C/10.6: CocraBienue 1 0popMIICHHE yIIPaBIEHYECKOH TOKyMEHTalluN

OyHKIMOHANIbHAS KapTa BUa TpodecCHOHabHON NeSTEIbHOCTH 110
npodeccuoHanbHOMY CTaHIapTy «CIEeNUaINCT 10 OPraHU3alHOHHOMY U
JIOKYMEHTAI[MOHHOMY 00€CIIeUeHHI0 YIPaBJICHUs OpraHu3anuein»

O000111eHHBIE TPYOBBIE TpynoBslie QyHKIIH
byHKIIUH

KOO HaMMCHOBAHHC YpOBEC HaNMMCHOBAHHC Ko
Hb
KBaJIn

¢bukar
15071

YpOBEHb
(moxypo
BCHbD)
i:ENI))
UKaIluu

B JlokyMeHTaImo 5 Opranuzanus paboThI ¢ | B/01.
HHOE JIOKyMEHTaMu1 5
oOecrieueHue
JIEATETLHOCTH
OpraHu3aliH

5

C Opranu3anuon 6 CocraBnenne u  odopmienue | C/10.
HOE, YIIPaBJICHYECKON TOKYMEHTAIIUU 6
JOKYMEHTAIIMOH
HOE U
nH(pOpMAIMOHH
oe obecrieueHue
JeATEIbHOCTH
PYKOBOAUTEIISI
OpraHu3aIu

D Nupopmanmon 6 Awnanu3 napopmanuu u noaroroska | D/02.
HO- WH(}OpPMAITMOHHO-aHATUTHICCKUX 6
aHaIUTHYECKas MaTepuaaoB
u
OpraHU3aIOHH
o-
aJIMUHHUCTPATUB
Hasl TOJIJICPKKA
IeATeTbHOCTH
PYKOBOJHTEIS
OpraHu3aIiH

XapakTepucTHKa TPYAOBBIX (QYyHKIUN

«Oprasu3zaloHHOe, JOKYMEHTAIMOHHOE U MH(OpMAIIMOHHOE 00ecrieueHue eI TeNbHOCTH

PYKOBOAUTEIIA OpraHU3alium»

Tpynosas ¢pynkuus B/01.5: Opranuzanus paboTsl ¢ JOKyMEHTaMU

TpynoBeie Benenune nagopmMaoHHO-CIIpaBOYHON paboThl

IEUCTBUSA Benenne 60a3bl JaHHBIX JOKYMEHTOB OPraHU3allHH

Opranu3zanus paboThl 0 PETUCTPALIMU, YUETY, XPAHEHHIO U Iepeiade B
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COOTBETCTBYIOLLIME  CTPYKTYpHBIE  TOIpa3feNeHus  JOKYMEHTOB
TEKYLIETro JeJIONPOU3BOJICTBA

HeoOxoanmele
YMCHHS

[lpumeHsTH  COBpeMEHHBIE  HH(POPMAIMOHHO-KOMMYHHUKAIIIOHHBIE
TEXHOJOTMM [UId paboThl C JOKYMEHTaMH, B TOM 4YHCIE Ul €€
ONTHUMM3ALIMHU U MOBBIIICHUS Y3PPEKTUBHOCTU

[Tonp3oBaThCs aBTOMATU3UPOBAHHBIMU cucTeMaMu ydera,
perucrpanuu, KOHTpoJsi U HH(OPMAIIMOHHO-CIIPABOYHBIMU CHCTEMaMU
pH paboTe ¢ JOKYMEHTaMHU OpTraHU3aliH

Pa6orath co BCEH COBOKYITHOCTBIO MH(}OpPMaIMOHHO-
JIOKYMEHTAIIMOHHBIX PECYPCOB OpraHU3aluu

Heo0xoaumbie
3HAaHUA

CoBpeMeHHbIe HHPOPMAIIMOHHBIC TEXHOJIOTHH PA0OTHI C JOKYMEHTAMH

[IpaBuna cocraBienust u odhopmieHUsT MHHOPMALOHHO-CIIPABOYHBIX,
OpPTraHU3AIMOHHBIX, YIPABJICHYECKUX JOKYMEHTOB

[IpaBuna co3nanus u BeaeHus: 0a3 TaHHBIX CIYKEOHBIX TOKYMEHTOB B
OpraHu3aIH

Tpynosas ¢pynakuust C/10.6: CoctaBnenue u opopMiieHHE YIIPaBICHYECKON

JOKYMEHTAIHH
Tpynosbie CocraBieHne IPOEKTOB PACHOPSAUTENBHBIX (IPUKa3bl, PACIIOPSIKEHUS)
JIEUCTBUSA U HMH(QOPMALMOHHO-CIPABOYHBIX JOKYMEHTOB (CIy>KeOHBbIE MHCHMA,

CTPaBKH, IOKJIAJHbIE U CITY>KEOHbIE 3aICKN)
[ledats ciyxkeOHBIX TOKYMEHTOB M MaTEpUaOB
KoHTpob mpOXOXKIeHUsT TOKYMEHTOB B OpraHHM3aliH (COrjacoBaHHE,
HOANUCAHUE U YTBEPKACHUE TOKYMEHTA)
Heobxonumbie PengakTupoBaTh TEKCTHI CIIYKEOHBIX JOKYMEHTOB
yMEHUs
[Tonp3oBaTbcst yHUGUIMPOBAHHBIMU (POPMAMU JOKYMEHTOB
ITonp3oBaThcst OQUCHBIM MAKETOM (TEKCTOBBINA PEIaKTOp, TaOIHIIbI)
[Tonb30BaThCsl CHCTEMAaMH AIIEKTPOHHOTO TOKYMEHT0000pOTa
Heobxonumbie IIpaBuna JOKYMEHTAILlMOHHOT O obecrieyeHus JeSITeTbHOCTH
3HaHUS OpraHU3aINH

TpeGoBanus, npeabsBIsSieMble K JOKyMEHTaM B COOTBETCTBUU C
HOPMaTUBHBIMH  TIPAaBOBBIMM  aKTaMM M T'OCYJapCTBEHHBIMU
CTaHJapTaMu

[IpaBuna cocraBieHus u ohopMICHHUS HHPOPMAIIIOHHO-CIIPABOYHBIX,
YIIPABICHYCCKHUX JTOKYMEHTOB U CITY’)KEOHBIX TTHCEM

OCHOBBI ,HOKYMGHTHOﬁ JIMHI'BUCTHUKH




Buapl 1oKkyMeHTOB, UX Ha3HAYEHUE

Tpynosas ¢pynkuus: D/02.6 Ananu3 nuadopmMaiuu 1 NoAroToBKa HHPOPMAIIMOHHO-
AQHATUTHYECKUX MaTEPHAIOB

TpynoBeie C6op, mepepaboTka W aHaiM3 HH(GOpPMAIMM IS pelIeHHs 3ajaad,
NeCTBUS MTOCTABJIICHHBIX PYKOBOJUTEIEM

[ToaroroBka MH(OpMAIIMOHHO-aHATUTHYECKIX MaTepHaIoB
Heobxonumbie [Tonp30BaThCss MHPOPMAITMOHHBIMU PECYypCaMH M CHCTEMAaTU3UPOBAThH
YMEHHS MH(OPMANHUIO O 3a/JaHHBIM KPUTEPHSIM

I/IHTepHpCTI/IpOBaTB INOJTYYCHHBIC JAaHHBIC W IMPCACTABIIATL HX B
CUCTCMATU3HUPOBAHHOM BHJIC

[IpuMeHSATh  BBIYMCIUTENBHYIO TEXHUKY U HHGOpPMAalHOHHBIE
TEXHOJIOTMM JUIsI JKOHOMMYHOM M palMOHAIBHOM OpraHU3aliH
UH(POPMAIIMOHHBIX  TPOIECCOB, TIOBBIIICHUS WX THOKOCTH W

JMHAMUYHOCTH
Heobxonumbie [TpuHLIMTBI OpraHu3aly HHGOPMAITMOHHBIX 0a3 JaHHBIX
3HaHUSA OcHoBbl 3akoHOAarenbcTBa Poccuiickoit @Penepanuun B - o0nactu

XpaHCHUA 1 pacCIpOoCTpaHCHUA ICPCOHAJIBHBIX JAaHHBIX

CoBpemeHnHble  cpenctBa cbopa, 00pabOTKH, CHUCTEeMAaTHU3AlUH
nH(pOpMaIUU

Metonsl 00paboTku HH(OpPMAUKU € MPUMEHEHHUEM COBPEMEHHBIX
TEXHUYECKUX CPEACTB KOMMYHHMKALIMM W CBS3H, BBIYMCIUTEIHLHON
TEXHHUKHU

Kareropus cinymarenei.

TpeboBaHus k 00pa3OBaHUIO:

Cpennee mpodeccuoHabHOE 00pa30BaHUE - MPOTrPAMMEBI TTOJITOTOBKU CIICIIUATHCTOB
CpEIHEro 3BeHa WM cpeaHee MpodeccroHanbHoe 00pa3oBaHue (HenpouiIbHOE) - IPOrpaMMbl
MOATOTOBKH CHENHMAIMCTOB CPEJHEr0 3B€HAa M JIONOJHUTEIbHOE MPOQEeCcCHOHATIHHOE
o0pa3oBaHHNE MO JOMOJHUTEIBHBIM MPO(ECCHOHATHHBIM TpOrpaMMaM MpoQecCHOHATbHOMI
MEPEnOArOTOBKHU TI0 TPOQHITIO IEATEIEHOCTH.

Cpok peanmuzanuu: 5 MecsitieB

VYuebubiii muan [Iporpammsbl: ormpenenseT cocTaB HM3ydaeMOW TeMbl C YKa3aHUEM
TPYLOEMKOCTH, 00BbEMa, MOCIENOBATEIbHOCTH U CPOKOB M3Y4EHHs, YCTaHABIMBAET (POPMBI
OpraHu3alnMy y4eOHOro Ipolecca U MX COOTHOLIEHUE, KOHKPETU3UPYET (POpMbI KOHTPOJIS
3HaHUHU U yMEHHUH 00y4Yarommxcsl.

Kanenpapubiii yueOHbIN rpaduk: GopMupyercs HEmOCPEeICTBEHHO MPH pealn3aluu
nporpamMbl. KamenmapHblii y4eOHBIH TrpaduK MpPeIoCTaBIseTCS CiymarensM B (opme
pacrucaHust 3aHATUI pU Habope TPYIIbI Ha 0OyUeHue.

Bxonnble TpeOOBaHUS K CIylIaTeNsM B 4YacTH BJIAJCHUS HABBIKAMHU I10JIb30BaTEls
MEPCOHAIBHOTO  KOMIIbIOTEpA:  HEOOXOOUMO  BIIQJICHMs]  HaBbIKAMU  I1OJIb30BaTElIs
IIEPCOHAIILHOI'O KOMIIBIOTEPA.

Oprann3anMOHHO-NIENarOrMYECKUe yCJIOBUS peanusauuu [IporpamMmsl  BKIIOYarOT
y4eOHO-METOJMYUECKYI0 TOKYMEHTALUIO U MaTEPUAITBI 110 JUCHUTUIAHE.
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®opma 00ydeHHs: 3a04Hasi, C IPUMEHEHHEM TUCTAHIIMOHHBIX TEXHOJIOTUH.

OOpazoBaTenbHass TEXHOJOTHS: TPAAULIMUOHHBIE METOAMKH, MOAYIHHO-OJIOYHBIE
TEXHOJIOTHH.

dopma opraHW3alU COJCPKAHUS M TIpoIecca IeIarormieckKoil JesITeIbHOCTH
TPYIIOBas.

dopma U TUT OpTaHU3alUK PabOThI CIyIIATENeH: TPYIoBas U UHIUBUTyaTbHAasl.

Bupl 3aHSITHI: TEKIUU, TPAKTUYECKUE 3aHIATHSL.

2. YYEBHBIN IJIAH
porpaMMel moBbilieHus kBanudukanuu «Google Docs + MS Wordy.

Ne | HaumeHoBaHue pasnenos O6mas B ToM gucne dopmMma
n/n TpyAoe KOHTPOJIS
MKOCTb, JICKIIU A IMpaKTHU4.
q. 3aHATUA
1 | Monyns Nel BBenenue B Kypc 1 1
2 | Monynb Ne2 2 1 1
Google lokymenTtsl (Google
Docs)
3 | Momynp Ne3 3 1 2
Google Tabmus! (Google
Sheets)
4 | Moaynb Ned 3 1 2
Google ITpe3enranuu (Google
Slides)
5 | Mogynp Ne5 2 0,5 15
Google ®opwmbl (Google Forms)
6 | Momyns Ne6 1 0,5 0,5
Google Tuck (Google Drive)
7 | Momyns Ne7 3 15 15
Microsoft Word
8 | Uroroas arrecrarus 1 0 1 Tect
Uroro: 16 6,5 9,5 -

3. YY4EBHO-TEMATHYECKHWM ILJIAH
nporpamMMel MoBbImeHus kBanudpukanuu «Google Docs + MS Word»

HaumenoBanue pasnenos, Tem | Bceero B ToMm uncne DopMmbI
Ne ,4. | JIGKIIUU | MPaKTH KOHTPOJISI
/1 YEeCKHue
paboThI
1 Monynb Nel 1 1 i -
BBenenue B Kypc
1.1 | 3HaKOMCTBO C TIperoaaBareIem 0,25 0,25 - -
1.2 | Beenenue B makeT nporpaMm 0,25 0,25 - -




Google Docs

1.3 | Perucrpamnus akkaynta B Google 05 05 i
Docs ' ’
2 Monynb Ne2
Google loxymenTtsl (Google 2 1 1
Docs)
2.1 | Co3manue HOBOT'O JIOKYMEHTA 0,25 0,25 i
JHoxymentoB Google
2.2 | 3HaKOMCTBO ¢ uHTEpdeiicom
JoxymentoB Google 0.5 0.25 0.25
2.3 | PepaktupoBaHue u
(dbopmaTupoBaHUE TEKCTA 0.5 0.25 0.25
2.4 | JlobaBneHne u300pa>keHUi 1 05 025 025
JrarpamMmm ’ ’ '
2.5 | CoBmectHas paboTa HaJ 0,25 ) 0,25
JOKYMEHTOM
3 Monynb Ne3
Google Taomuisr (Google 3 1 2
Sheets)
3.1 | Co3naHue HOBOM JICKTPOHHOU
B 0,5 0,25 0,25
3.2 | DnemeHTHl U GOpMATUPOBAHHE 05 025 025
Google Ta0mmuig ' ’ '
3.3 | Pabora ¢ JaHHBIMH 0,75 0,25 0,5
3.4 | BelnmonHeHNe BEIYNCIIEHUH 0,75 0,25 0,5
3.5. 0
Jlo6aBnenue rpakoB u 0.25 ) 0.25
JarpaMmm
36 |C 0 Googl
oBMmecTHas pabora ¢ Google 0.25 ) 0.25
Tabnuamu
4 | Moxynp Ne4
Google TIpezenrammu (Google 3 1 2
Slides)
41. | C 7
037aHHE HOBOI Mpe3eHTalNH 05 05 0.25
Google Slides
4.2. | UuTepdeiic u popmatupoBaHue 1 0.25 0.75

Google Slides




4.3. | AHIManus ¥ IEPeX0/Ibl CITAI0B 0,5 0,25 0,25 -
4.4, | Pabora ¢ oObeKTaMH 0,5 - 0,5 -
4.5. | CoBmecTHas pabota c -
0,5 - 0,25
[IpesenTauusamu
5 | Monmynb Ne5 ) 05 15 -
Google ®opwmel (Google Forms) ’ '
5.1. | Cozmanue ®opm Google 15 0,25 0,75 -
5.2. | AHanu3 pe3ynabTaToB onpoca 0,5 0,25 0,25 -
6 | Momymnb Ne6 1 05 05 -
Google Muck (Google Drive) ' '
6.1. | O630p Google /Iucka 0,25 0,25 - -
6.2. | Yopasienue daiaamu u -
0,25 0,25 -
nankamu B Google Tucke
6.3. | [Touck gaitios B Google /Iucke 0,25 - 0,25 -
6.4. | P -
€3epBHOE KOITUPOBAHUE U 0.25 ] 0.25
cunxponuzanus B Google Jlucke
7 | Mogyns Ne7 Microsoft Word 3 1,5 1,5 -
7.1. | Beenenue B Microsoft Word 0,5 0,25 0,25 -
7.2. | Co3manue TOKyMEHTa 0,5 0,25 0,25 -
7.3. | ®opmaTHpoOBaHUE TEKCTA, 0,25 -
05 | 025
a03a1ieB M CTPAHMUII )
7.4. | Pabora co criuckaMu 0,5 0,25 0,25 -
7.5. | PaGora ¢ TabiauuamMu u 0.5 0,25 0,25 -
JarpaMMamMu ’
7.6. | JobaBneHue n3o0paxeHuii u 05 0,25 0,25 -
rpaguYecKux JIEMEHTOB ’
8 Hrorosas arrecramus 1 0 1 Tect
Hroro: 16 6,5 9,5 -

4. KAJIEHJAPHbBINA YUEBHBIV T'PA®UK
nporpammsbl noBbIeHus kBanudukanuu «Google Docs + MS Word»




1-4 5-8 9-12 13-16 17-20
Ne n/m Tema
HeJes HeJ1eJIst HeJes HeJest HeJes
1 Monynb Nel Beenenue B 1
Kypc
2 Mopnynbs Ne2 Google 2
Hoxymentsl (Google
Docs)
3 Moaynbe Ne3 Google 1 2
Tabmuisr (Google Sheets)
4 Monynbe Ne4 Google 2 1
Ipesenraruum (Google
Slides)
5 Moayne Ne5 Google 2
Dopwmsi (Google Forms)
6 Moayne Ne6 Google uck 1
(Google Drive)
7 Monyib Ne7 Microsoft 3
Word
8 Hrorosas arrectanms 1
5. PABOYAS IIPOT'PAMMA
porpaMMBbI MoBbIeHus kKBanmukanuu «Google Docs + MS Word»
HaumeHnoBanue COI[Cp)KaHI/Ie, KOJI-BO 4aCOB
pa3aenoB, TeM, KOJi-
BO 4aCOB

Moayne NelBeenenue B kypc (1 4)

Tema 1.1
3HAKOMCTBO C
MpenoiaBaTesieM

(0,254)

Pesxxumbl 1 mapameTpsl n3ydenus nporpammsl. (0,25 )

Tema 1.2 Benenue
B MMAKET MPOrpaMm

Google Docs (0,25

4)

Pabora ¢ 1OKyMeHTaMM: CO3JaHHE HOBOTI'O JOKYMEHTa, OTKpBITHE
cyuiecTByrouero qokymenra. (0,25 u)




Tema 1.3 Kak paGorarp ¢ mnpunoxkenuem. Co3maaHHe TOJB30BATEIHCKUX
Perucrpanus aKKayHTOB.

akkayHta B Google Kakue BO3MOXHOCTH IpenocTaBisieT moib3oBaTensiM  Google
Docs (0,5 u) Docs(0,54)

Monynb Ne2

Google Jlokymentsi (Google Docs) (24)

Tema 2.1 Co3znanue
HOBOT'O JIOKyMEHTa

Google (0,25 q)

AJITOPUTM CO3/IaHWsI U PEIAKTHPOBAHHS TEKCTOBBIX JOKYMEHTOB.
(0,25 1)

Tema 2.2
3HAKOMCTBO C
uHTEepdeiicom
HokymenTtoB Google
(0,5 4)

Cocrasstromue uatepdetica. Menro(0,5 )

Tema 2.3
PenakrupoBanue u
dhopmarupoBaHue
tekcta (0,5 9)

W3menenue conepkanus u BHenrHero suaa (0,5 1)

Tema 2.4
Jlo6aBneHue
M300paKCHUH U
muarpamm. (0,5 9)

Otanbl BHEAPCHUS JIOMOJHHUTEIBHBIX JJIEMECHTOB B JIOKYMECHT.
Bosmoxknbie ommboku (0,5 1)

Tema 2.5
CoBmecTHast pabora

HaJ[ TOKYMEHTOM
(0,2549)

OO6mwmit goctyn. YpoBHu aoctyna. (0,25 1)

Moaynb Ne3 Google Ta6muist (Google Sheets) (3 u)

Tema 3.1 Coznanue
HOBOW 2JIEKTPOHHOU
tabnuuel. (0,5 1)

Otansl cTpykTypupoBanus. Bximagku. Sueiiku (0,5 4)

Tema 3.2 DneMeHTbI
1 popMaTHpOBaHHE
Google Tab6mu (0,5

4)

OcHoBHbIE 3J1eMeHThI aHes. Hacrpoiika u ooHosienue Tabmu. (0,5

q)

Tema 3.3 PaGora ¢
nauubiMu (0,75 9)

Amnanu3s nanneix. @ynknuu. (0,75 9)

Tewma 3.4
Brinonnenue
Bbruuciienuit (0,75 u)

Kak Beimonustores Berunciaenus B Google Taomunax.. (0,75 9)

Tema 3.5
Jlo6aBneHne
rpauKoB 1

CrpykrypupoBanue (rpynmnupoBka) nanabix (0,25 u)
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muarpamm. (0,25 )

Tewma 3.6
CoBmecTHas pabota
¢ Google
Ta6mumamu (0,2549)

Ocobennoctu mgokymenta Google Sheets. CoBmecTHBIH A0CTYI K
OZIHOMY U TOMY ke ¢aitny. (0,254)

Moayne Ned Google Tlpesenranuu (Google Slides) (34)

4.1 Co3maHue HOBOU
npesenrtanuu Google
Slides (0,54)

Kak co3mare wunm wumnoptupoBarh mpe3eHTanuio. [laGmoHsL
KomOunanus knasu (0,54)

4.2 Untepdetic u
dbopmaTupoBaHUE
Google Slides (1u)

PenakrupoBanue daitioB. @opmar ciaiina. Hacrpoiika. (1)

4.3 Auumanus u
MIEPEXOJIbI CIIAMI0B
(0,59)

[Tepexonsl. [lobaBienue nepexoioB Mexay ciaiaamu.(0,59)

4.4 Pabora ¢
oobekTamu (0,549)

Kakwue OpiBatoT 00bekThl. BeTaBka comepskumoro.(0,549)

4.5 CoBmecTHas
pabora ¢
[Ipe3enTaunsamu

(0,549)

[IpenocraBnenue qocrymna K npe3eHTanuu. Pexumsr. (0,549)

Monynbs Ne5 Google ®opmer (Google Forms) (24)

5.1 Cozmanue
®opmer Google
(1,549)

BosmoskHocTr cozmanust onpocoB u popm. Kak cozmars hopmy. (1,549)

5.2 Ananus

pe3yapTaToOB OMpoca
(0,54)

Kax ananusupoBath 1 mpe3eHTOBaTh pe3ybTathl orpoca (0,549)

Moayne Ne6 Google /Tuck (Google Drive) (1)

6.1 O630p Google
Hucka (0,2549)

OcobenHoctu u xapakrepuctuku I'yrn [lpaiiB, kpaTkoe omnucaHue
cepBuca M ero Bo3MokHocTe (0,2549)

6.2 Yopasnenue
¢aiimamMu 1 TankamMu
B Google /Tucke
(0,25q)

3arpy3ka (QaiinoB u mamnok. HacTpoiika mpaB moctyna k ¢aiiigam u
nankam. (0,2549)

6.3 Iouck ¢aiinoB B
Google lucke
(0,25q)

Kax nckats ¢aitnsl Ha Jlucke ¢ moMoribo JIeHThl. Kak HalTH CKpBIThIE
¢aiinel Ha ryrn ducke. (0,2549)

6.4 Pe3epBHoOE

Kakx wucnonszoBate Google Jluck nmns xkommbroTepoB. CriocoObl
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KOITUPOBAHUE U coxpanuTth gaHHeie ¢ Google ducka. (0,254)
CHHXPOHH3AIIHS B
Google lucke
(0,25q)

Monynbs Ne7 Microsoft Word (34)

7.1 Benenue B s gero nyxeH Microsoft Word. OcroBnbie 3aaaun B Word. (0,549)
Microsoft Word

(0,59)

7.2 Co3nanue Kak co3mate goxkyment WORD. Crpykrypa u odopmieHun
nokymenTa (0,54) nokymeHToB (0,54)

7.3 [TapameTpsl hopmarupoBanus Tekcta Ha jJeHTte Word. KonupoBanue
dopmarupoBaHue ¢dopmarupoBanus (0,54)

TEKCTa, ab3aleB U
ctpanwi (0,549)

7.4 Pabota co MapkupoBaHHble M HyMEpOBaHHbIE CHMCKU. lIpeBpaleHue CTpPOK
cnuckamu (0,54) TeKcTa 1 ab3areB B crucok (0,54)

7.5 Pabora ¢ Macrep co3nmaHus TabnWi W TMaHedb HMHCTpyMeHTOB «Talmuia»
TabIMuaMu u Cosznanue u popmarupoBanue Tadbaun 1 nuarpamm (0,54)

muarpammami (0,54)

7.6 Jlob6aBnenue Pa3zmermenue rpaguueckux oObEKTOB, UMIIOPT U BCTaBKa OOBEKTOB.
n300paKeHUN U Bo3MOXHOCTh BU3YaJIbHO U3MEHATH pa3Mep 3aeMeHToB. (0,549)
rpaguIecKux

anemeHToB (0,549)

Urorosas Tect (1 9)
arrectranus (1 9)

6. YCJIOBUS PEAJTIM3ALIUU ITPOT'PAMMBI
MarepuajibHO-TeXHHYeCKOe oOecrnedeHne

VY4eOHblif KaOMHET, OCHAIIIEHHBIN 000pyI0BaHHEM: TOCKOW y4eOHOI, pabodurnM MecToM
npenojaBarens, ImkadgamMud IS XpaHEHHs ~ MyJsDKed  (MHBEHTaps), pa3gaTOYHOro
JUIAKTUYECKOTO Marepuala M Jpyroe; TEXHUYECKHMMM CPEICTBAMHU: KOMIIBIOTEPOM,
CpEICTBaMH ayAMOBU3YAIH3AIMH, MYyJIbTUMEIUIHBIM MPOEKTOPOM; HATJITHBIMUA OCOOUSIMU
(HaTypambHBIMH  OOpaslaMu TMPOJYKTOB, MyJisDKamu, Iutakatamu, DVD  ¢unbsmamu,
MYJIbTUMEIUHHBIMUA TOCOOUSMHU).

HNudopmannonHo — odpa3oBaTesibHbIE pecypchl
Y4eOHbIe N3IaHUs, TOTIOTHUTEIbHAS JIATEPATYPA.
YuyeOHo—-MeTOoAHYECKOE 00ecreYyeHne

VuebOHbIC IJIaHbl, MCTOANMYCCKUC PCKOMCHAAIMK, MCTOAUWYECKAad JIUTECparypa,

KOMILJIEKTHI 3aJjaHui, 00pa31ibl paboT U Jpyroe.
12




Kanposoe obecnieuenue

TpeboBanus K KBadM(pHUKALMKM MENArOTMYECKUX  KaJpoOB, OCYIIECTBISAIOIINX
TEOPETUYECKYIO MOATOTOBKY CIIyIIaTeNel: MpenojaBaTe, UMEIOIUe BbICIIee 00pa3oBaHue
[0 COOTBETCTBYIOIIEMY IPODUIIIO.

TpeboBanus K KBadM(pHUKAIMKM MENArOTMYECKUX  KaJpoB, OCYIIECTBISIOIINX
PYKOBOJCTBO TMPAKTHUKOW: IpernojaBaTeld, HMEIOIIUE BbICIIEE OOpa3oBaHUE, HMEIOIINE
MPAKTUYECKUM OIBIT IEATEIbHOCTH.

Oco0ble ycrnoBHs Jorycka K padore:

OTCYTCTBHE€  OrpPaHMYEHMII Ha  3aHATHE  [EJAarOTMYeCKOM  JIEATEIbHOCTBIO,
YCTaHOBJICHHBIX 3aKOHOAaTenbcTBOM Poccuiickoit denepanuu;

NPOXOXKACHNUE O0s3aTEeIbHBIX MPEIBAPUTENBHBIX M TMEPHOANYECKUX METUIIMHCKUX
OCMOTPOB.

7. ®POPMbI ATTECTALIUA
OneHka kadecTBa OCBOCHHS MPOrpamMMbl CIIyIIATeNed BKIIOYAET MPOMEXKYTOUHYIO

aTTECTALIUIO U UTOTOBYIO aTTECTALUIO.

OneHouHble MaTEpUabl: BOIPOCHI.

dopMa MPOMEKYTOUHOM aTTECTALUU — IIPOMEKYTOYHOE TECTUPOBAHUE.

dopMa UTOroBOM aTTECTALUU — TECTUPOBAHHUE.

Jnsg pOMEXyTOYHOM M WTOrOBOM AaTTeCTallMM Y4YallluXcsi Ha COOTBETCTBHE HX
MEPCOHANIBHBIX JOCTMKEHHH TpeOOBaHUAM MPOrpaMMbl CO3/at0Tcid (POHIBI OLIEHOYHBIX
MaTepHaJIOB, BKIKOYAIOIIUE TECTbl M METOJAbI KOHTPOJS, MO3BOJISIOLIME OLICHUTh 3HAHMS,
YMEHUS M YPOBEHb IPUOOPETEHHBIX KOMIIETEHIIHH.

Kaxxmoe mpomMexyTo4HOE TECTHPOBAHHME BKIIOYACT B CEOSl BOMPOCHI Pa3IMUHBIX
THUIIOB.

Kpurepun oneHuBaHMs NMPOMEKYTOUHBIX TeCTOB: 1 Oayl — mpaBuibHbIM oTBeET; 0
0aJI0B — HETIPaBUJIbHBIN OTBET.

OreHKa MPOMEXYTOUHBIX TecToB: 3auTeHo / He 3auTeHo. «3auTeHO» BBICTaBIIAETCS
ClIylIaTessiM, OTBETUBIIMM IpaBUiIbHO Ha 80 % oT 001iero yucia BONpocoB U Ooree.

K urToroBoii arrecranuu JOIyCKaeTCs CIyLIaTeNlb, HE UMEIOLIIUHN 3a10J)KEHHOCTH U B
MIOJTHOM 00beMe BBHITOJHHUBIINN Y4€OHBIH MJIaH M0 IPOrpaMmMme.

Kputepuu onenuBanust uToroBoro tecra: 1 6amin — npaBuibHbIM oTBeT; 0 OamioB —
HEINIPAaBUJIbHBIN OTBET.

Onenka wuroroBoro Ttecra: 3auteHo / He 3aureHo. «3a4yTeHO» BBICTABISAETCA
CIIyLIaTessIM, OTBETUBIIMM IpaBUiIbHO Ha 80 % oT 0011ero yucia BONpocoB U Ooree.

IIpuMepbI TECTOBBLIX BOIIPOCOB,
3aIIAaHMPOBAHHBIX K Pa3JIM4YHBIM TeMaM IPOrpaMMbl

1. Kakux cnucKoB HET B TEKCTOBOM peaakrTope?
a) HyMEpPOBaHHBIX;
+ 0) TOYCUHBIX;

B) MapKUPOBAHHBIX.
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2. Ilpm 3ajaHnu mapaMeTpoOB CTPAHUIIBI B TEKCTOBOM pelaKToOpe
YCTAHABJIUBAIOTCSH:
+ a) ToJIs, OpUEHTAIUS M pa3Mep CTPAHMUIIBI,
0) uHTEpBaN MEXKIYy abd3araMu U BUA WpUPTa;
B) (OH U TPaHULBl CTPAHULIBI, OTCTYII.
3. Kakyio koMOMHaNMIO KJaBHII cjledyeT NPMMEeHUThb, YTO0bI BCTABUTDH B
AOKYMEHT CeroJHsIHII 1aTy?
a) Ctrl + Alt + A,
0) Shift + Ctrl + V;
+ B) Shift + Alt + D.
4. CepBHC NOMCKA KAPTHUHOK UMEIOIIMIA caMyI0 00JILIIYI0 B MUPe 0a3y
H300paKeH Ui
a) Google Images
0) Annenxc Kaptunku
B) Opera
5. Kak coxpanuth 1okyMeHT ¢ Google qucka?
a) BeiOpate qokymeHT u Haxatb Ckadyarb
0) OTKpBITh JOKYMEHT M HAXKATh 3arpy3UTh

B) O0a BapuaHTa

1. 8. CIIMCOK MCIOJIb3YEMOM 1 PEKOMEHJIYEMOM JIUTEPATYPBI
HopMaTuBHO-TIpaBOBbIe AKThI H HOPMATHBHO-TEXHUYEeCKHeE JOKYMEHThI

1. @enepanpublii 3akoH Poccuiickoit ®enepanun or 29.12.2012 Ne 273-®3 «O6
obpazoBanumn» (pex. ot 01.09.2016);

2. «[Topsimox opraHM3aid W OCYHIECTBJICHUS 0Opa30BaTEIbHONW ESITEIBHOCTH 10
o0pa3oBaTeNbHBIM  MpPOrpaMMaM  CpelHero  MpodeCCHOHATBLHOIO  00pa3oBaHUS»
YTBEPKIEHHBIN TIprKa3oM MuHucTepcTBa 00pa3oBanus U Hayku PD ot 14 utons 2013 roma Ne
464

3. IIpukaz Munobpuayku ot 01.07.2013 r. Ne 499 «O06 yrBepxknenun Ilopsaka
OpraHM3alli M OCYIIECTBIEHUS O00pa30BaTeIbHOW JESATENBHOCTH MO JIOMOJHUTEIbHBIM
podecCHOHATBHBIM ITPOrpaMMam»;

4. IIpodeccuonanbupiii  cranmapt  «llegaror  mpodeccruoHanbHOrO  O0y4YEeHHH,
podeCCHOHATTLHOTO 00pa30BaHUs U JIOMOJHUTEIHLHOTO MPOPECCHOHAIBHOTO 00pa30BaHUM
peructpanronubiit Homep 38993 ot 24.09.2015 MunucrepctBo toctutiuu PO.

S. [Tucekmo MunucrepctBa oOpasoBanusi u Hayku P® or 21.02.2014 N AK-316/06
«MeToANYECKIM PEKOMEHTAIUSM T10 pa3paboTKe, 3alOHEHUIO0, YIETY U XPaHEHUIO OJIAHKOB
JIOKYMEHTOB O KBaJIU(UKALIUN»;

6. PazpsicHeHHs O 3aKOHOJATEIbHOM M HOPMAaTHMBHOM IIPAaBOBOM OOECIEYeHUHU
JOTIOJTHATEIBHOTO  MPO(eCCHOHABbHOTO 0o0pa3zoBaHus JlemapraMeHTa TOCYAapCTBEHHOU
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MTOJIUTUKHU B chepe moaAroToBku padounx kaapos u JII1O ot 09.10.2013 Ne 06-735.
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