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1. #0A?>@B :><?;5:B0 :>=B@>;L=>->F5=>G=KE A@54AB2 
 

� @57C;LB0B5 >A2>5=8O CG51=>9 48AF8?;8=K "#.11 �=D>@<0B8:0 
>1CG0NI89AO 4>;65= >1;040BL ?@54CA<>B@5==K<8 (�"% ?> A?5F80;L=>AB8 
23.02.01 "@30=870F8O ?5@52>7>: 8 C?@02;5=85 =0 B@0=A?>@B5 (?> 2840<) 
(107>20O ?>43>B>2:0) A;54CNI8<8 7=0=8O<8, C<5=8O<8, :>B>@K5 
D>@<8@CNB ?@>D5AA8>=0;L=K5 :><?5B5=F88, 8 >1I8<8 :><?5B5=F8O<8: 

'1 - 8A?>;L7>20BL 87CG5==K5 ?@8:;04=K5 ?@>3@0<<=K5 A@54AB20; 
�1 - >A=>2=K5 ?>=OB8O 02B><0B878@>20==>9 >1@01>B:8 8=D>@<0F88;  
�2 - >1I89 A>AB02 8 AB@C:BC@C ?5@A>=0;L=KE M;5:B@>==>-

2KG8A;8B5;L=KE <0H8= (Э� ) 8 2KG8A;8B5;L=KE A8AB5<;  
�3 - 107>2K5 A8AB5<=K5 ?@>3@0<<=K5 ?@>4C:BK 8 ?0:5BK ?@8:;04=KE 

?@>3@0<<. 
"� 02. �A?>;L7>20BL A>2@5<5==K5 A@54AB20 ?>8A:0, 0=0;870 8 

8=B5@?@5B0F88 8=D>@<0F88 8 8=D>@<0F8>==K5 B5E=>;>388 4;O 2K?>;=5=8O 
7040G ?@>D5AA8>=0;L=>9 45OB5;L=>AB8. 

#� 1.1. #;0=8@>20BL, 2K?>;=OBL 8 :>=B@>;8@>20BL ?5@52>7>G=K9 
?@>F5AA =0 B@0=A?>@B5, 2 B>< G8A;5 A ?@8<5=5=85< A>2@5<5==KE 
8=D>@<0F8>==KE B5E=>;>389 C?@02;5=8O ?5@52>7:0<8. 

#� 1.2. "D>@<;OBL 4>:C<5=BK, @53;0<5=B8@CNI85 >@30=870F8N 
?5@52>7>G=>3> ?@>F5AA0 =0 B@0=A?>@B5. 

#� 2.3. "?@545;OBL 8 0=0;878@>20BL 2K?>;=5=85 ?>:070B5;59 
M:A?;C0B0F8>==>9 @01>BK. 

#� 3.1. #;0=8@>20BL 8 >@30=87>2K20BL @01>BC ?> B@0=A?>@B=>-
;>38AB8G5A:><C >1A;C6820=8N 2 AD5@5 3@C7>2KE ?5@52>7>:. 

#� 3.2. #;0=8@>20BL 8 >@30=87>2K20BL @01>BC ?> B@0=A?>@B=><C 
>1A;C6820=8N 2 AD5@5 ?0AA068@A:8E ?5@52>7>:. 

 

(>@<>9 0BB5AB0F88 ?> CG51=>9 48AF8?;8=5 O2;O5BAO 8<HH9D9AJ<DB64AAO= 
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:><?;5:A=0O ?@>25@:0 A;54CNI8E C<5=89 8 7=0=89, 0 B0:65 48=0<8:0 
D>@<8@>20=8O >1I8E, ?@>D5AA8>=0;L=KE :><?5B5=F89: 
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(>@<0 :>=B@>;O 8 
>F5=820=8O 

'1 - 8A?>;L7>20BL 87CG5==K5 
?@8:;04=K5 ?@>3@0<<=K5 
A@54AB20 
"� 02 
#� 1.1, #� 1.2, #� 2.3, #� 3.1, 
#� 3.2 

A2>1>4=>5 
>@85=B8@>20=85 2 
?0:5B0E ?@8:;04=KE 
?@>3@0<<, 2;045=85 
>A=>2=K<8 ?@85<0<8 
@01>BK A 87CG5==K<8 
?@8:;04=K<8 
?@>3@0<<0<8 

M:A?5@B=>5 =01;N45=85 
?@8 @01>B5 
>1CG0NI53>AO =0 #�, 
>F5=:0 =0 ?@0:B8G5A:8E 
70=OB8OE 

�1 - >A=>2=K5 ?>=OB8O 
02B><0B878@>20==>9 
>1@01>B:8 8=D>@<0F88 
"� 02 
#� 1.1, #� 1.2, #� 2.3, #� 3.1, 
#� 3.2 

A8AB5<0B870F8O 7=0=89 
>1 02B><0B878@>20==>9 
>1@01>B:5 8=D>@<0F88 

CAB=K9 >?@>A, ?@>25@:0 
4><0H=8E 7040=89, 
?@>2545=85 B5AB>2>3> 
:>=B@>;O  

�2 - >1I89 A>AB02 8 AB@C:BC@C 
?5@A>=0;L=KE M;5:B@>==>-
2KG8A;8B5;L=KE <0H8= 
(Э� ) 8 2KG8A;8B5;L=KE 
A8AB5< 
"� 02 
#� 1.1 

?5@5G8A;5=85 
?@8=F8?>2 ?>AB@>5=8O 
Э�  8 
2KG8A;8B5;L=KE 
A8AB5<; >?8A0=85 
>A>15==>AB59 
DC=:F8>=0;L=>9 AE5<K 
#�, =07=0G5=8O 8 
E0@0:B5@8AB8: 
>A=>2=KE CAB@>9AB2 
:><?LNB5@0 

CAB=K9 >?@>A, ?@>25@:0 
4><0H=8E 7040=89, 
?@>2545=85 B5AB>2>3> 
:>=B@>;O 

�3 - 107>2K5 A8AB5<=K5 
?@>3@0<<=K5 ?@>4C:BK 8 
?0:5BK ?@8:;04=KE ?@>3@0<< 
"� 02 
#� 1.1, #� 1.2, #� 2.3, #� 3.1, 
#� 3.2 

>?8A0=85 8 2KO2;5=85 
>A>15==>AB59 
?@8<5=5=8O A8AB5<=KE 
?@>3@0<<=KE ?@>4C:B>2 
8 ?0:5B>2 ?@8:;04=KE 
?@>3@0<< 

M:A?5@B=>5 =01;N45=85, 
>F5=:0 =0 ?@0:B8G5A:8E 
70=OB8OE, ?@>2545=85 
@>;52KE 83@  

  



  

3. "F5=:0 >A2>5=8O CG51=>9 48AF8?;8=K: 
 

3.1. (>@<K 8 <5B>4K :>=B@>;O. 
#@54<5B>< >F5=:8 A;C60B C<5=8O 8 7=0=8O, ?@54CA<>B@5==K5 (�"% ?> 
48AF8?;8=5 "#.11 �=D>@<0B8:0, =0?@02;5==K5 =0 D>@<8@>20=85 >1I8E 8 
?@>D5AA8>=0;L=KE :><?5B5=F89. 
 
 



 

 
�>=B@>;L 8 >F5=:0 >A2>5=8O CG51=>9 48AF8?;8=K ?> B5<0< (@0745;0<) 

 

Э;5<5=B '� (>@<K 8 <5B>4K :>=B@>;O 
&5:CI89 :>=B@>;L $C156=K9 :>=B@>;L #@><56CB>G=0O 0BB5AB0F8O 

(>@<K 
:>=B@>;O 

#@>25@O5<K5 
"�, #�, ', � 

(>@<K 
:>=B@>;O 

#@>25@O5<K5 
"�, #�, ', � 

(>@<0 
:>=B@>;O 

#@>25@O5<K5 
"�, #�, ', � 

$0745; 1. 
�2B><0B878@>20==0O 
>1@01>B:0 
8=D>@<0F88 

    �� '1, �1, "� 02, 
#� 1.1  

&5<0 1.1. 
�=D>@<0F8O, 
8=D>@<0F8>==K5 
?@>F5AAK, 
8=D>@<0F8>==>5 
>1I5AB2> 

&, 
%$ №1 
�0I8B0 
@5D5@0B0 

31, "� 02,  
#� 1.1  

    

&5<0 1.2. &5E=>;>38O 
>1@01>B:8 
8=D>@<0F88 

& 

%$ №2 
'1, �1, "� 02, 
#� 1.1  

    

$0745; 2. "1I89 
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M;5:B@>==>-
2KG8A;8B5;L=KE 
<0H8= 8 
2KG8A;8B5;L=KE 
A8AB5< 

    �� '1, �1, �2, �3, 
"� 02, #� 1.1, 
#� 1.2, #� 2.3, 
#� 3.1, #� 3.2  

&5<0 2.1. �@E8B5:BC@0 &, 31, 32, "� 02,     



 

Э�  8 
2KG8A;8B5;L=KE 
A8AB5< 

%$ №3 
#@54AB02;5=85 
A>>1I5=8O 

#� 1.1  

&5<0 2.2. 'AB@>9AB2> 
?5@A>=0;L=>3> 
:><?LNB5@0 

'", & 

%$ №4 
�2, "� 02, 
#� 1.1  

    

&5<0 2.3. 
"?5@0F8>==K5 
A8AB5<K 8 >1>;>G:8 

&, #� №1 
%$ №5 

'1, �3, "� 02, 
#� 1.1  

    

&5<0 2.4. 
#@>3@0<<=>5 
>15A?5G5=85 
?5@A>=0;L=>3> 
:><?LNB5@0 

&, #� №2 
%$ №6 

'1, �3, "� 02, 
#� 1.1, #� 1.2, 
#� 2.3, #� 3.1, 

#� 3.2  

    

$0745; 3. �07>2K5 
A8AB5<=K5 ?@>4C:BK 
8 ?0:5BK 
?@8:;04=KE 
?@>3@0<< 

    �� '1, �3, "� 02, 
#� 1.1, #� 1.2, 
#� 2.3, #� 3.1, 

#� 3.2  

&5<0 3.1. &5:AB>2K5 
?@>F5AA>@K 

&, #� №3-6,  

%$ №7 

'1, �3, "� 02, 
#� 1.1, #� 1.2, 
#� 2.3, #� 3.1, 

#� 3.2  

#$ '1, �3, "� 02, 
#� 1.1, #� 1.2, 
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#� 3.2  

  

&5<0 3.2. 
Э;5:B@>==K5 B01;8FK 
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#� 1.1, #� 1.2, 
#� 2.3, #� 3.1, 

#� 3.2  

#$ '1, �3, "� 02, 
#� 1.1, #� 1.2, 
#� 2.3, #� 3.1, 

#� 3.2  

  

&5<0 3.3. $01>B0 A '", &,  '1, �3, "� 02,     



 

1070<8 40==KE #� №10-11 
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#� 1.1, #� 1.2, 
#� 2.3, #� 3.1, 

#� 3.2  
&5<0 3.4. �@0D8G5A:85 
@540:B>@K 

'", &,  
#� №12-13 

%$ №10 

'1, �3, "� 02      

&5<0 3.5. #@>3@0<<K 
A>740=8O ?@575=B0F89 

&, #� №14 
%$ №11 

'1, �3, "� 02      

$0745; 4. %5B52K5 
8=D>@<0F8>==K5 
B5E=>;>388 

    �� �1, �2, �3, 
"� 02, #� 1.1, 
#� 1.2, #� 2.3, 
#� 3.1, #� 3.2  

&5<0 4.1. �>:0;L=K5 8 
3;>10;L=K5 A5B8 

& 

%$ №12 
�1, �2, "� 02      

&5<0 4.2. "1@01>B:0, 
E@0=5=85, 
@07<5I5=85, ?>8A:, 
?5@540G0 8 70I8B0 
8=D>@<0F88. 
�=B828@CA=K5 
A@54AB20 70I8BK 
8=D>@<0F88 

&, #� №15 
%$ №13 

�2, �3, "� 02      

&5<0 4.3. 
�2B><0B878@>20==K5 
A8AB5<K 

&, 
%$ №14 

#@54AB02;5=85 
A>>1I5=8O 

�1, "� 02, 
#� 1.1, #� 1.2, 
#� 2.3, #� 3.1, 
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3.2 �>48D8:0B>@ >F5=>G=KE A@54AB2 
 

(C=:F8>=0;L=K9 ?@87=0: 
>F5=>G=>3> A@54AB20 (B8? 
:>=B@>;L=>3> 7040=8O) 

�>4 >F5=>G=>3> A@54AB20 

'AB=K9 >?@>A '" 
#@0:B8G5A:>5 70=OB85 № n #� № n 
#@>25@>G=0O @01>B0 #$ 

&5AB8@>20=85 & 
�040=8O 4;O A0<>AB>OB5;L=>9 @01>BK %$ 
�8DD5@5=F8@>20==K9 70GёB �� 
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4. �040=8O 4;O >F5=:8 >A2>5=8O 48AF8?;8=K 

&��'-�� �"!&$"�0 

 

&5<K @5D5@0B>2 
 
1. �>48@>20=85 8=D>@<0F88. %8AB5<K :>48@>20=8O 40==KE. 
2. %>F80;L=K5 D0:B>@K 8=D>@<0B870F88 >1I5AB20. 
 
�>=B@>;8@C5<K5 :><?5B5=F88 "� 02, #� 1.1 
 
�@8B5@88 >F5=:8 @5D5@0B>2: 
«5» 10;;>2 2KAB02;O5BAO >1CG0NI5<CAO, 5A;8 2K?>;=5=K 2A5 

B@51>20=8O : =0?8A0=8N 2 A>>B25BAB288 A 2=CB@5==8< AB0=40@B>< 8 70I8B5 
@5D5@0B0: >1>7=0G5=0 ?@>1;5<0 8 >1>A=>20=0 5ё 0:BC0;L=>ABL, A45;0= 
:@0B:89 0=0;87 @07;8G=KE B>G5: 7@5=8O =0 @0AA<0B@8205<CN ?@>1;5<C 8 
;>38G=> 87;>65=0 A>1AB25==0O ?>78F8O, AD>@<C;8@>20=K 2K2>4K, B5<0 
@0A:@KB0 ?>;=>ABLN, 2K45@60= >1Jё<, A>1;N45=K B@51>20=8O : 
>D>@<;5=8N, 40=K ?@028;L=K5 >B25BK =0 4>?>;=8B5;L=K5 2>?@>AK. 
«4» 10;;0 2KAB02;O5BAO >1CG0NI5<CAO, 5A;8 >A=>2=K5 B@51>20=8O : 

@5D5@0BC 8 53> 70I8B5, C:070==K5 4;O >F5=:8 «5», 2K?>;=5=K, => ?@8 MB>< 
4>?CI5=K =54>G5BK. � G0AB=>AB8, 8<5NBAO =5B>G=>AB8 2 87;>65=88 
<0B5@80;0; >BACBAB2C5B ;>38G5A:0O ?>A;54>20B5;L=>ABL 2 AC645=8OE; =5 
2K45@60= >1J5< @5D5@0B0; 8<5NBAO C?CI5=8O 2 >D>@<;5=88; =0 
4>?>;=8B5;L=K5 2>?@>AK ?@8 70I8B5 40=K =5?>;=K5 >B25BK. 
«3» 10;;0 2KAB02;O5BAO >1CG0NI5<CAO, 5A;8 B5<0 >A25I5=0 ;8HL 

G0AB8G=>; 4>?CI5=K D0:B8G5A:85 >H81:8 2 A>45@60=88 @5D5@0B0 8;8 ?@8 
>B25B5 =0 4>?>;=8B5;L=K5 2>?@>AK; =5 2K45@60= >1J5< @5D5@0B0; 8<5NBAO 
C?CI5=8O 2 >D>@<;5=88. 
«2» 10;;0 2KAB02;O5BAO >1CG0NI5<CAO, 5A;8:  
1) B5<0 >A2>5=0 ;8HL G0AB8G=>; 4>?CI5=K 3@C1K5 >H81:8 2 A>45@60=88 

@5D5@0B0 8;8 ?@8 >B25B5 =0 4>?>;=8B5;L=K5 2>?@>AK; =5 2K45@60= >1J5< 
@5D5@0B0; 8<5NBAO C?CI5=8O 2 >D>@<;5=88; 2> 2@5<O 70I8BK >BACBAB2C5B 
2K2>4;  
2) B5<0 @5D5@0B0 =5 @0A:@KB0, >1=0@C68205BAO ACI5AB25==>5 

=5?>=8<0=85 ?@>1;5<K; >1CG0NI89AO =5 3>B>2 : 70I8B5. 
  



1  

&5<K A>>1I5=89 

 

1. �AB>@8O 8 ?5@A?5:B82K @0728B8O 2KG8A;8B5;L=>9 B5E=8:8. 
2. ЭAB5B8G5A:85 8 ?@02>2K5 =>@<K 8=D>@<0F8>==>9 45OB5;L=>AB8 G5;>25:0. 
 

�>=B@>;8@C5<K5 :><?5B5=F88 "� 02, #� 1.1 
 

�@8B5@88 >F5=:8 A>>1I5=89: 

1. +5B:>ABL ?>AB0=>2:8 F5;8 (max 3 10;;0): 
1.1. =5B F5;8; 
1.2. F5;L =5G5B:0O; 
1.3. F5;L G5B:> >1>7=0G5=0. 
2. �0G5AB2> 4>:;040 (max 5 10;;>2): 
2.1. 4>:;04G8: 70G8BK205B; 
2.2. 4>:;04G8: @0AA:07K205B, => =5 >1JOA=O5B ACBL @01>BK; 
2.3. G5B:> 2KAB@>5= 4>:;04; 
2.4. 4>:;04 A>?@>2>6405BAO 8;;NAB@0B82=K< <0B5@80;><; 
2.5. 4>:;04 ?@>872>48B 2K40NI55AO 2?5G0B;5=85. 
3. +5B:>ABL 2K2>4>2, >1>1I0NI8E 4>:;04 (max 3 10;;0): 
3.1. 2K2>4K 8<5NBAO, => >=8 =5 4>:070=K; 
3.2. 2K2>4K =5 G5B:85; 
3.3. 2K2>4K ?>;=>ABLN E0@0:B5@87CNB @01>BC. 
4. �0G5AB2> >B25B>2 =0 2>?@>AK (max 3 10;;0): 
4.1. 4>:;04G8: =5 <>65B G5B:> >B25B8BL =0 2>?@>AK; 
4.2. =5 <>65B >B25B8BL =0 1>;LH8=AB2> 2>?@>A>2; 
4.3. >B25G05B =0 1>;LH8=AB2> 2>?@>A>2. 
5. '<5=85 45@60BLAO ?5@54 0C48B>@859 (max 3 10;;0) 
 
"*�!��:  

«5»- 17- 14 10;;>2, 
«4» - 13-9 10;;>2, 
«3»  3 8-5 10;;>2, 
«2» 3 <5=55 5 10;;>2 
  



2  

'AB=K9 >?@>A ?> B5<5 2.2. 'AB@>9AB2> ?5@A>=0;L=>3> :><?LNB5@0 

1. !07>28B5 A>AB02=K5 :><?>=5=BK <8:@>?@>F5AA>@0. 
2. #5@5G8A;8B5 E0@0:B5@8AB8:8 ?@>F5AA>@0. 
3. � G5< A>AB>OB >A=>2=K5 @07;8G8O #�' 8 "�'? 
4. !0 :0:85 3@C??K <>6=> @0745;8BL 2=5H=85 CAB@>9AB20 #�? 

#@82548B5 ?@8<5@K. 
5. #5@5G8A;8B5 284K <>=8B>@>2. �0:>2K 8E >A=>2=K5 E0@0:B5@8AB8:8? 
6. � G5< A>AB>8B ?@8=F8? @01>BK AB@C9=KE ?@8=B5@>2? 
7. �0:85 =54>AB0B:0<8 AB@C9=KE ?@8=B5@>2 2K 7=05B5? 
8. � G5< A>AB>8B ?@8=F8? @01>BK ;075@=KE ?@8=B5@>2? 
9. �;O G53> ?@54=07=0G5= ?;>BB5@? 
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3) :=>?:0 #CA: 8 7=0G:8 A25@=CBKE 8 @01>B0NI8E ?@>3@0<<. 
 
13. ":=> 3 MB>: 
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0) @01>G0O >1;0ABL; 
1) >A=>2=>5 A@54AB2> >1I5=8O A Windows; 
2) ?@8;>65=85 Windows; 
3) A>1KB85 Windows. 
 
14. +B>1K ?@>A<>B@5BL A>45@68<>5 >:=0, =5 ?><5AB82H53>AO 2 @01>GCN 
>1;0ABL, =C6=> 2>A?>;L7>20BLAO: 
0) 703>;>2:><; 
1) ?>;>A>9 ?@>:@CB:8; 
2) AB@>:>9 <5=N; 
3) :=>?:>9 A25@=CBL. 
 
15. �025@H5=85 @01>BK A :><?LNB5@>< ?@>8AE>48B ?> :><0=45: 
0) #CA:\#@>3@0<<K\�025@H5=85 @01>BK; 
1) #CA:\�025@H5=85 @01>BK; 
2) =060BL Reset; 
3) Ctrl+Alt+Delete. 

 

&5AB>2K5 7040=8O  
?> B5<5 2.4 #@>3@0<<=>5 >15A?5G5=85 ?5@A>=0;L=>3> :><?LNB5@0 

 

�>=B@>;8@C5<K5 :><?5B5=F88  "� 02, #� 1.1, #� 1.2, #� 2.3, #� 3.1, #� 3.2 
 

1. #@>3@0<<K, ?@54=07=0G5==K5 4;O >1A;C6820=8O :>=:@5B=KE 
?5@8D5@89=KE CAB@>9AB2 
0) �@0925@K 
1) 'B8;8BK 
2) �81;8>B5:8 
3) "1>;>G:8 
 
2. %>2@5<5==K5 >?5@0F8>==K5 A8AB5<K :><?0=88 Microsoft =>AOB =0720=85 
& 
0) Windows 
1) Linux 
2) Microsoft 
3) MacOS 
 
3. "?5@0F8>==0O A8AB5<0 3 MB>: 
0) ?@8:;04=0O ?@>3@0<<0 
1) A8AB5<0 ?@>3@0<<8@>20=8O; 
2) A8AB5<=0O ?@>3@0<<0 
3) B5:AB>2K9 @540:B>@. 
 
4. �><?;5:A A8AB5<=KE 8 A;C651=KE ?@>3@0<< =07K205BAO: 
0) B5:AB>2K9 @540:B>@ 
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1) >?5@0F8>==0O A8AB5<0 
2) 3@0D8G5A:89 @540:B>@  
3) 4@0925@. 
 
5. � >?5@0F8>==K< A8AB5<0< >B=>AOBAO: 
0) MS-Office 
1) MS-Word, Word Pad 
2) MS-DOS, Windows XP 
3) �A5 >B25BK 25@=K 
 
6. &5:AB>2K9 @540:B>@ ?@54AB02;O5B A>1>9 ?@>3@0<<=K9 ?@>4C:B, 2E>4OI89 
2 A>AB02: 
0) A8AB5<=>3> ?@>3@0<<=>3> >15A?5G5=8O 
1) A8AB5< ?@>3@0<<8@>20=8O 
2) ?@8:;04=>3> ?@>3@0<<=>3> >15A?5G5=8O 
3) >?5@0F8>==>9 A8AB5<K 
 
7. !07=0G5=85 >?5@0F8>==>9 A8AB5<K: 
0) >@30=87>20BL 2708<>459AB285 ?>;L7>20B5;O A :><?LNB5@>< 8 2K?>;=5=85 
2A5E 4@C38E ?@>3@0<< 
1) @540:B8@>20=85, A>E@0=5=85 B5:AB>2KE 4>:C<5=B>2 
2) <>=B8@>20BL 2845>, D>B> 8 72C:>2CN 8=D>@<0F8N 
3) 2K2>48BL 8=D>@<0F8N =0 M:@0= 8;8 ?5G0B0NI55 CAB@>9AB2> 
 
8. �;O G53> =C6=K ?@8:;04=K5 ?@>3@0<<K 
0) @5H0BL :0:85-;81> 7040G8 2 ?@545;0E 40==>9 ?@>1;5<=>9 >1;0AB8 
1) @5H0BL <0B5<0B8G5A:85 7040G8 4;O >?@545;5==>3> :;0AA0 
2) 4;O ?>8A:0 8 C40;5=8O :><?LNB5@=KE 28@CA>2 
3) 4;O @0A?>7=020=8O B5:AB0 8 3>;>A0 
 
9. �;O G53> =C6=K 8=AB@C<5=B0;L=K5 ?@>3@0<<K 
0) 4;O @07@01>B:8, :>@@5:B8@>2:8 8;8 @0728B8O 4@C38E ?@8:;04=KE 8;8 
A8AB5<=KE ?@>3@0<< 
1) 4;O C?@02;5=8O CAB@>9AB20<8 22>40 8 2K2>40 :><?LNB5@0 
2) 4;O >@30=870F88 2708<>459AB28O ?>;L7>20B5;O A :><?LNB5@>< 8 
2K?>;=5=8O 2A5E 4@C38E ?@>3@0<< 
3) @5H0BL :0:85-;81> 7040G8 2 ?@545;0E 40==>9 ?@>1;5<=>9 >1;0AB8 
 
10. +B> B0:>5 ?@>3@0<<0? 
0) ?>A;54>20B5;L=>ABL 8=AB@C:F88 4;O "%; 
1) ?>A;54>20B5;L=>ABL :><0=4, :>B>@CN 2K?>;=O5B :><?LNB5@ 2 ?@>F5AA5 
>1@01>B:8 40==KE; 
2) =01>@ 8=AB@C:F89 =0 <0H8==>< O7K:5; 
3) =01>@ 8=AB@C:F89, ?>72>;ONI89 ?5@525AB8 O7K:8 2KA>:>3> C@>2=O 2 
<0H8==K5 :>4K. 
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11. %8AB5<0 ?@>3@0<<8@>20=8O ?>72>;O5B 
0) =5?>A@54AB25==> @5H0BL ?>;L7>20B5;LA:85 7040G8 
1) 70?8AK20BL ?@>3@0<<K =0 O7K:0E ?@>3@0<<8@>20=8O 
2) 8A?>;L7>20BL 8=AB@C<5=B0;L=K5 ?@>3@0<<=K5 A@54AB20 
3) >@30=87>20BL >1I5=85 G5;>25:0 8 :><?LNB5@0 =0 D>@<0;L=>< O7K:5 
 
12. %@54AB20 :>=B@>;O 8 4803=>AB8:8 >B=>AOBAO : 
0) >?5@0F8>==K< A8AB5<0<  
1) A8AB5<0< ?@>3@0<<8@>20=8O 
2) ?0:5B0< ?@8:;04=KE ?@>3@0<< 
3) A5@28A=><C ?@>3@0<<=><C >15A?5G5=8N 
 
13. � ?@8;>65=8O< A?5F80;L=>3> =07=0G5=8O <>6=> >B=5AB8: 
0) <C;LB8<5489=K5 ?@>83@K20B5;8; 
1) B5:AB>2K5 @540:B>@K;  
2) 1CE30;B5@A:85 ?@>3@0<<K; 
3) A8AB5<K C?@02;5=8O 1070<8 40==KE;   
4) 35>8=D>@<0F8>==K5 A8AB5<K;  
5) ?@>3@0<<K :><?LNB5@=>3> <>45;8@>20=8O;  
6) 3@0D8G5A:85 @540:B>@K 
 
14. � A8AB5<=K< ?@>3@0<<0< >B=>AOBAO: 
0) BIOS 
1) MS Windows 
2) MS Word 
3) Paint 
4) Linux 
5) �@0925@K 
6) �=B828@CAK 
 
15. C>?>AB02LB5 B8?0< ?@>3@0<< 8E =0720=8O 

1) Android 
2) WordPad 
3) Photoshop 
4) Avast 
5) Winamp 
6) Excel 
7) Access 
8) Pascal 
 

0) %8AB5<0 C?@02;5=8O 1070<8 40==KE 
1) "?5@0F8>==0O A8AB5<0 
2) &01;8G=K9 ?@>F5AA>@ 
3) �=B828@CA=0O ?@>3@0<<0 
4) �@0D8G5A:89 @540:B>@ 
5)  5480 ?@>83@K20B5;L 
6) &5:AB>2K9 @540:B>@ 
7) C8AB5<0 ?@>3@0<<8@>20=8O 
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&5AB>2K5 7040=8O  
?> B5<5 3.1 &5:AB>2K5 ?@>F5AA>@K 

 

�>=B@>;8@C5<K5 :><?5B5=F88  "� 02, #� 1.1, #� 1.2, #� 2.3, #� 3.1, #� 3.2 
 

1. �;O ?5@5<5I5=8O D@03<5=B0 B5:AB0 87 >4=>3> <5AB0 4>:C<5=B0 2 4@C3>5 
=5>1E>48<> 2K?>;=8BL :><0=4K: 
0) �>?8@>20BL, �AB028BL 
1) �K@570BL 
2) �K@570BL, �AB028BL 
3)   %>E@0=8BL, �AB028BL 
 
2. �;028H0, :>B>@0O 7025@H05B 22>4 AB@>:8 8 =0G8=05B A;54CNICN AB@>:C A 
=>2>3> 0170F0: 
0) Enter 
1) Esc 
2) Space 
3)   End 
 
3. � >?5@0F8O< D>@<0B8@>20=8O 0170F0 >B=>AOBAO: 
0) 2K@02=820=85, <56AB@>G=K9 8=B5@20;, 7040=85 >BABC?0 
1) =0G5@B0=85, @07<5@, F25B, B8? H@8DB0 
2) C40;5=85 A8<2>;>2 
3)   :>?8@>20=85 D@03<5=B>2 B5:AB0 
 
4. � >?5@0F8O< D>@<0B8@>20=8O A8<2>;>2 >B=>AOBAO: 
0) 2K@02=820=85, <56AB@>G=K9 8=B5@20;, 7040=85 >BABC?0 
1) =0G5@B0=85, @07<5@, F25B, B8? H@8DB0 
2) C40;5=85 A8<2>;>2 
3)   :>?8@>20=85 D@03<5=B>2 B5:AB0 
 
5. #@8 7040=88 ?0@0<5B@>2 AB@0=8FK CAB0=02;8205BAO: 
0) 30@=8BC@0, @07<5@, =0G5@B0=85 
1) >BABC?, 8=B5@20; 
2) ?>;O, >@85=B0F8O 
3)   AB8;L, H01;>= 
 
6. �2B><0B8G5A:>5 ?>4G5@:820=85 A;>20 2 4>:C<5=B5 MS Word :@0A=>9 
2>;=8AB>9 ;8=859 >1>7=0G05B: 
0) A8=B0:A8G5A:CN >H81:C 
1) =5?@028;L=>5 A>3;0A>20=85 ?@54;>65=8O 
2) >@D>3@0D8G5A:CN >H81:C 
3)   =5?@028;L=> ?>AB02;5=K 7=0:8 ?@5?8=0=8O 
 
7. !08<5=LH8< M;5<5=B>< 2 B5:AB>2>< 4>:C<5=B5 O2;O5BAO: 
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0) OG59:0 
1) ?>;5 
2) ?8:A5;L 
3)   A8<2>; 
 
8. $540:B8@>20=85 B5:AB0 ?@54AB02;O5B A>1>9: 
0) ?@>F5AA 2=5A5=8O 87<5=5=89 2 8<5NI89AO B5:AB 
1) ?@>F54C@C A>E@0=5=8O B5:AB0 =0 48A:5 2 2845 B5:AB>2>3> D09;0 
2) ?@>F5AA ?5@540G8 B5:AB>2>9 8=D>@<0F88 ?> :><?LNB5@=>9 A5B8 
3)   ?@>F54C@C AG8BK20=8O A 2=5H=53> 70?><8=0NI53> CAB@>9AB20 @0=55 
A>740==>3> B5:AB0 
 
9. �>?8@>20=85 B5:AB>2>3> D@03<5=B0 2 B5:AB>2>< ?@>F5AA>@5 
?@54CA<0B@8205B 2 ?5@2CN >G5@54L: 
0) C:070=85 ?>78F88, =0G8=0O A :>B>@>9 4>;65= :>?8@>20BLAO D@03<5=B 
1) 2K45;5=85 :>?8@C5<>3> D@03<5=B0 
2) 2K1>@ A>>B25BAB2CNI53> ?C=:B0 <5=N 
3)   >B:@KB85 =>2>3> B5:AB>2>3> >:=0 
 
10. �0: C40;8BL D@03<5=B B5:AB0? 
0) CAB0=>28BL :C@A>@ 2 =C6=>5 <5AB> B5:AB0 8 =060BL :;028HC ENTER  
1)  2K45;8BL D@03<5=B B5:AB0 8 =060BL :;028HC DELETE 
2) 2K45;8BL D@03<5=B B5:AB0 8 =060BL :;028HC Insert 
3)   2A5 20@80=BK 25@=K 
 
11. �0: <>6=> 87<5=8BL @07<5@ @8AC=:0? 
0) A ?><>ILN <KH8 8;8 480;>3>2>3> >:=0  
1)  B>;L:> A ?><>ILN <KH8 
2) B>;L:> A ?><>ILN 480;>3>2>3> >:=0 
3)   A ?><>ILN <KH8 8 :;0280BC@K 
 
12. �;O 703@C7:8 ?@>3@0<<K MS Word =5>1E>48<>& 
0) 2 <5=N #CA: 2K1@0BL ?C=:B #@>3@0<<K, 2 ?>4<5=N I5;:=CBL ?> ?>78F88 
Microsoft Office, 0 70B5< 3 Microsoft Word 
1) 2 <5=N #CA: 2K1@0BL ?C=:B �>:C<5=BK, 2 2K?040NI5< ?>4<5=N 
I5;:=CBL ?> AB@>:5 Microsoft Word 
2) =01@0BL =0 :;0280BC@5 Microsoft Word 8 =060BL :;028HC Enter 
3)   2 <5=N #CA: 2K1@0BL ?C=:B �K?>;=8BL 8 2 :><0=4=>9 AB@>:5 =01@0BL 
Microsoft Word 
 
13. �@0A=0O AB@>:0 2 4>:C<5=B5 =5 70405BAO 
0) !060B85< :;028H8 Tab 
1) � 480;>3>2>< >:=5 �170F <5=N (>@<0B 
2) !5>1E>48<K< :>;8G5AB2>< ?@>15;>2 
3)  0@:5@>< >BABC? ?5@2>9 AB@>:8 ?> 3>@87>=B0;L=>9 ;8=59:5 
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14. "@85=B0F8O ;8AB0 1C<038 4>:C<5=B0 MS Word CAB0=02;8205BAO 
0) 2 ?0@0<5B@0E AB@0=8FK 
1) 2 ?0@0<5B@0E 0170F0 
2) ?@8 7040=88 A?>A>10 2K@02=820=8O AB@>: 
3)   ?@8 2AB02:5 =><5@>2 AB@0=8F 
 
15. � MS Word =52>7<>6=> ?@8<5=8BL D>@<0B8@>20=85 :& 
0) 8<5=8 D09;0 
1) @8AC=:C 
2) :>;>=B8BC;C 
3)   =><5@C AB@0=8FK 
 
16. �>;>=B8BC; <>65B A>45@60BL& 
0) ;N1>9 B5:AB 
1) (.�.". 02B>@0 4>:C<5=B0 
2) =0720=85 4>:C<5=B0 
3)   40BC A>740=8O 4>:C<5=B0 
 
17. #>8A: D@03<5=B0 B5:AB0 2 >B:@KB>< 4>:C<5=B5 MS Word >ACI5AB2;O5BAO 
?> :><0=45: 
0) !09B8 <5=N #@02:0  
1) !09B8 8 2>AAB0=>28BL <5=N %?@02:0 
2) !09B8 2:;04:0 �;02=0O 
3)   #>8A: D09;>2 <5=N (09; 
 
18. �;O ?@>25@:8 ?@02>?8A0=8O 2 4>:C<5=B5 2K?>;=8BL: 
0) �K45;8BL 4>:C<5=B, 40;55 %5@28A 3 #@02>?8A0=85 
1) �A?>;L7CO :><0=4K <5=N �84 
2) -5;G>: ?> :=>?:5 #@02>?8A0=85 ?0=5;8 8=AB@C<5=B>2 %B0=40@B=0O 
3)   �><0=40 #@02>?8A0=85 <5=N $5F5=78@>20=85 
 
19. !0G0;> =>2>3> @0745;0 2 4>:C<5=B5 Word >?@545;O5BAO: 
0) ?5@5E>4>< =0 =>2CN AB@0=8FC 
1) ?5@5E>4>< 2 =>2CN :>;>=:C 
2) 2AB02:>9 ;8=88 @07@K20 @0745;0 
3)   =060B85< :;028H8 <Enter= 
 
20. �0==K5, :>B>@K5 =0E>4OBAO =04 (?>4) B5:AB>< :064>9 AB@0=8FK - MB> 
0) A>45@60=85 
1) 0170F. 
2) :>;>=B8BC; 
3)   :>;8G5AB2> AB@0=8F. 
4) 38?5@AAK;:0. 
 



2  

&5AB>2K5 7040=8O  
?> B5<5 3.2 1;5:B@>==K5 B01;8FK 

 

�>=B@>;8@C5<K5 :><?5B5=F88 "� 02, #� 1.1, #� 1.2, #� 2.3, #� 3.1, #� 3.2 
 

1. ':068B5 ?@028;L=K9 04@5A OG59:8:  
0) �12% 
1) �1256 
2) 123% 
3)    �1� 
 
2. $57C;LB0B>< 2KG8A;5=89 2 OG59:5 %1 1C45B: 

 � � % 

1 5 =�1*2 =�1+�1 
0) 5 
1) 10  
2) 15 
3)    20 
 
3.� M;5:B@>==>9 B01;8F5 =5;L7O C40;8BL: 
0) AB>;15F 
1) AB@>:C 
2) 8<O OG59:8 
3)   A>45@68<>5 OG59:8 
 
4."A=>2=K< M;5<5=B>< Э& O2;O5BAO: 
0) OG59:0 
1) AB@>:0 
2) AB>;15F 
3)   B01;8F0 
 
5. ':068B5 =5?@028;L=CN D>@<C;C: 
0) �2+�4 
1) =�1/%453 
2) =%245* 67 
3)   ="89-�89 
 
6. #@8 ?5@5<5I5=88 8;8 :>?8@>20=88 2 Э& 01A>;NB=K5 AAK;:8: 
0) =5 87<5=ONBAO; 
1) ?@5>1@07CNBAO 2=5 7028A8<>AB8 >B =>2>3> ?>;>65=8O D>@<C;K; 
2) ?@5>1@07CNBAO 2 7028A8<>AB8 >B =>2>3> ?>;>65=8O D>@<C;K; 
3)   ?@5>1@07CNBAO 2 7028A8<>AB8 >B 4;8=K D>@<C;K. 
 
7. �80?07>= 3 MB>: 
0) 2A5 OG59:8 >4=>9 AB@>:8; 
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1) A>2>:C?=>ABL :;5B>:, >1@07CNI8E 2 B01;8F5 >1;0ABL ?@O<>C3>;L=>9 
D>@<K; 
2) 2A5 OG59:8 >4=>3> AB>;1F0; 
3)   <=>65AB2> 4>?CAB8<KE 7=0G5=89. 
 
8. Э;5:B@>==0O B01;8F0 3 MB>: 
0) ?@8:;04=0O ?@>3@0<<0 4;O >1@01>B:8 :>4>2KE B01;8F; 
1) CAB@>9AB2> ?5@A>=0;L=>3> :><?LNB5@0, C?@02;ONI55 53> @5AC@A0<8; 
2) ?@8:;04=0O ?@>3@0<<0, ?@54=07=0G5==0O 4;O >1@01>B:8 
AB@C:BC@8@>20==KE 2 2845 B01;8FK 40==KE; 
3)   A8AB5<=0O ?@>3@0<<0, C?@02;ONI0O @5AC@A0<8 ?5@A>=0;L=>3> 
:><?LNB5@0 ?@8 >1@01>B:5 B01;8F. 
 
9. � Э& D>@<C;0 =5 <>65B 2:;NG0BL 2 A51O: 
0) G8A;0 
1) 8<5=0 OG55: 
2) B5:AB 
3)   7=0:8 0@8D<5B8G5A:8E >?5@0F89 
 
10. � Э& 8<O OG59:8 >1@07C5BAO: 
0) 87 8<5=8 AB>;1F0 
1) 87 8<5=8 AB@>:8 
2) 87 8<5=8 AB>;1F0 8 AB@>:8 
3)   ?@>872>;L=> 
 
11. % ?><>ILN :0:8E :><0=4 <>6=> 70?CAB8BL ?@>3@0<<C Excel? 
0) #CA: 3 #@>3@0<<K 3 Microsoft Office 3 Microsoft Office Excel 
1) #CA: 3 #@>3@0<<K 3 �0B0;>3 Windows 
2) #CA: 3 #@>3@0<<K 3 %B0=40@B=K5 3 �;>:=>B 
3)   #@>3@0<<K 3 Microsoft Office 3 Microsoft Excel 
 
12. �0: =07K205BAO >1J5:B >1@01>B:8 2 ?@>3@0<<5 Excel? 
0) ;8AB 
1) AB@0=8F0 
2) :=830 
3)   B5:AB 
 
13. ':068B5 ?@028;L=K5 459AB28O ?@8 7025@H5=88 22>40 40==KE 2 OG59:C 2 
?@>3@0<<5 Excel. 
0) I5;:=CBL =0 :=>?:5 <"B<5=0> ?0=5;8 D>@<C; 
1) =060BL :;028HC <Enter> 
2) =060BL :;028HC <End> 
3)   =060BL :;028HC <Space> 
 
14. �0: C40;8BL A>45@68<>5 OG55: 2 ?@>3@0<<5 Excel? 
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0) 2K45;8BL OG59:C, =060BL ;52CN :=>?:C <KH8, 2 ?>O282H5<AO 480;>3>2>< 
>:=5 2K1@0BL :><0=4C "G8AB8BL A>45@68<>5 
1) 2K45;8BL OG59:C 8 =060BL <Ctrl>+ <Del> 
2) 2K45;8BL OG59:C 8 =060BL <Del> 
3)   2K45;8BL OG59:C 8 2K?>;=8BL :><0=4K: �84 3 "1KG=K9. 
 
15. �0:85 40==K5 <>6=> 22>48BL 2 OG59:C 2 ?@>3@0<<5 Excel? 
0) G8A;> 
1) D>@<C;0 
2) B5:AB 
3)   2A5 ?5@5G8A;5==K5 
 
16. �0:>5 D>@<0B8@>20=85 ?@8<5=8<> : OG59:0< 2 Excel?  
0) >1@0<;5=85 8 70;82:0   
1) 2K@02=820=85 B5:AB0 8 D>@<0B H@8DB0   
2) B8? 40==KE, H8@8=0 8 2KA>B0   
3)   2A5 20@80=BK 25@=K 
 
17. �0:>9 B8? 4803@0<<K 2 Excel >B@0605B @0728B85 ?@>F5AA0 A B5G5=85< 
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7. �7CG8B5 @0745; A?@02:8 «"1I85 A2545=8O > A>G5B0=8OE :;028H Windows».  
�0=5A8B5 2 >BG5B B01;8FC A>G5B0=8O :;028H.  

 

#@0:B8G5A:>5 70=OB85 № 2. 
&5<0: «%B0=40@B=K5 ?@>3@0<<K. %>740=85 4>:C<5=B>2». 

 
�>=B@>;8@C5<K5 :><?5B5=F88  "� 02, #� 1.1, #� 1.2, #� 2.3, #� 3.1, 

#� 3.2 
 
*5;L: 87CG8BL AB0=40@B=K5 ?@>3@0<<K :><?LNB5@0, =0CG8BLAO 

8A?>;L7>20BL AB0=40@B=K5 ?@>3@0<<K 4;O @5H5=8O  ?>;L7>20B5;LA:8E 7040G.  
 

�0=OB85 1 

)>4 2K?>;=5=8O: 

1.  �K?>;=8B5 7040=8O: 
1) "B:@>9B5 :0;L:C;OB>@ (#CA: 3 �A5 ?@>3@0<<K 3 AB0=40@B=K5 - 

:0;L:C;OB>@). "7=0:><LB5AL A> A?@02:>9 40==>3> ?@>3@0<<=>3> 
?@>4C:B0. �7CG8B5, :0: >ACI5AB2;O5BAO @01>B0 A ?0<OBLN. 

�K?>;=8B5 2KG8A;5=8O, >?8H8B5 ?>4@>1=> ?>A;54>20B5;L=>ABL 
20H8E 459AB289 4;O 2K?>;=5=8O 2KG8A;5=89. ":@C3;8B5 >B25B 4> 6 
7=0:>2 ?>A;5 70?OB>9. "D>@<8B5 2 >BG5B5. E - MB> =><5@ 20@80=B0 (=><5@ 
2 A?8A:5 ?> 6C@=0;C).  
�) (22,38+1,451* E) * 6,3 +28,7/4                                 
�) (sin (1,12 * 42) + tg (180*E / 3,3))* 3,73    
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�)  ø ù
83,0

1,6
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1
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2. "B25BLB5 ?8AL<5==> =0 2>?@>AK. "D>@<8B5 20H8 >B25BK 2 D>@<5 >BG5B0 (=0 
;8AB5 A @0<:>9, A>>B25BAB2CNI59 3>AB).  

 

�>?@>AK : >BG5BC: 
1. #5@5G8A;8B5 AB0=40@B=K5 ?@>3@0<<K, 8<5NI85AO =0 :><?LNB5@5, 70 
:>B>@K< 2K @01>B05B5.  
2. ':068B5 ?>A;54>20B5;L=>ABL 459AB289 4;O A>740=8O B5:AB>2>3> 
4>:C<5=B0 2 ?@>3@0<<5 1;>:=>B. 
3. #5@5G8A;8B5 <5=N 2 ?0=5;8 8=AB@C<5=B>2 ?@>3@0<<K WordPad. 
':068B5, :0:85 2>7<>6=>AB8 40NB MB8 <5=N. 
4. �K?>;=8B5 2KG8A;5=8O A ?><>ILN :0;L:C;OB>@0. #>4@>1=> >?8H8B5 
?>A;54>20B5;L=>ABL 20H8E 459AB289 (?>A;54>20B5;L=>ABL =060B8O :;028H, 
8B>3 2KG8A;5=89). �45 E - MB> =><5@ 20@80=B0 (=><5@ 2 A?8A:5 ?> 6C@=0;C). 
"B25B 70?8H8B5 A B>G=>ABLN 6 7=0:>2 ?>A;5 70?OB>9. 
�) (22,38+1,451* E) * 6,3 +28,7/4                                 
�) (sin (1,12 * 42) + tg (180*E / 3,3))* 3,73    

�) ø ù ÷
ø
ö

÷
ø
ö÷

ø
ö

÷
ø
ö  3

5

10*
22

5
cos/23,6*09,14!5*

6

1 E                     
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4
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7
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5
÷
ø
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ø
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E
 (C:07K20BL C3>; ?8 2 
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ö
÷
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ö
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ø
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
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1
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�0=OB85 2 
)>4 2K?>;=5=8O 

1. �K?>;=8B5 7040=8O ?> A>740=8N @8AC=:>2 2 @0AB@>2>< 3@0D8G5A:>< 
@540:B>@5 Paint, ?>A;5 2K?>;=5=8O ?>:068B5 @57C;LB0B ?@5?>4020B5;N. 
 

�040=85 1 
%>7409B5 ?@>AB59H89 @8AC=>: 2 ?@>3@0<<5 Paint 
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�040=85 2 
%>7409B5 @8AC=>: 2 ?@>3@0<<5 Paint, ?>;L7COAL 8=AB@C<5=B0<8: >20;, :@820O, 
70;82:0. 

 
�040=85 3 
!0@8AC9B5 ?@82545==K9 745AL @8AC=>:. '25;8GLB5 <0AHB01. 
�84/ 0AHB01/�@C3>9 8 2:;NG8B5 A5B:C �84/ 0AHB01/#>:070BL A5B:C. 
$01>G55 ?>;5 AB0=5B ?>E>68< =0 :;5BG0BK9 ;8AB, 345 :0640O :;5B>G:0 1C45B 
>1>7=0G0BL >48= ?8:A5;L. �K15@8B5 8=AB@C<5=B :0@0=40H 8 @8AC9B5 
?>:;5B>G=>.  
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2. "B25BLB5 =0 2>?@>AK : >BG5BC, >D>@<8B5 8E =0 @0<:5, 
A>>B25BAB2CNI59 �"%&. 

 

�>?@>AK : >BG5BC: 
5. "?8H8B5 ?>A;54>20B5;L=>ABL 459AB289 4;O 70;82:8 @8AC=:0 F25B><, 
>BACBAB2CNI8< 2 >A=>2=>9 ?0;8B@5 F25B>2 2 Paint (2K1>@ F25B0 8 A0< 
?@>F5AA 70;82:8).  
6. #5@5G8A;8B5  D>@<0BK 4;O A>E@0=5=8O 3@0D8G5A:8E D09;>2 2 Paint . 

 

#@0:B8G5A:>5 70=OB85 № 3. 
&5<0: «$540:B8@>20=85 8 D>@<0B8@>20=85 B5:AB0». 

 

�>=B@>;8@C5<K5 :><?5B5=F88  "� 02, #� 1.1, #� 1.2, #� 2.3, #� 3.1, 
#� 3.2 

 
*5;L: =0CG8BLAO A>74020BL 8 @540:B8@>20BL 4>:C<5=BK  2 B5AB>2>< 

?@>F5AA>@5 word, ?@>872>48BL D>@<0B8@>20=85  4>:C<5=B>2. 
 

�0=OB85 1 
)>4 2K?>;=5=8O: 

1. �K?>;=8B5 7040=85 2 word. $57C;LB0B A>E@0=8B5 2 A2>N ?0?:C 8 2 
:>=F5 70=OB8O ?>:068B5 ?@5?>4020B5;N 

�484A<9: 
%:>?8@>20BL 2 A2>N ?0?:C =0 48A:5 D 8;8 E 4>:C<5=B «�=B5@=5B», 

>D>@<8BL 4>:C<5=B «�=B5@=5B», ?@>87254O 2 =5< D>@<0B8@>20=85: 
 

  703>;>2:8 B5AB0 >D>@<8BL  2K@02=820=85< ?> F5=B@C, @07<5@ 
H@8DB0 1>;LH5, G5< >A=>2=>3> B5:AB0, F25B  >B;8G5=  >B >A=>2=>3> B5:AB0 
(2:;04:0 �;02=0O, 3@C??K �170F 8 ,@8DB) 
 40BK 2 4>:C<5=B5 2K45;8BL ?>;C68@=K< =0G5@B0=85< (2:;04:0 
�;02=0O, 3@C??0 ,@8DB), 2K45;8BL F25B>< 
  2K45;8B5 A5@28AK �=B5@=5B (:C@A82, 68@=K9, ?> 65;0=8N 
CAB0=>28B5 F25B B5:AB0) 
  >D>@<8B5 ?5@5G8A;5=85 ?@>B>:>;>2 2=5 B01;8FK (2 2845 A?8A:0) 
  87<5=8B5 <0@:5@K A?8A:>2 (2:;04:0 �;02=0O, 3@C??0 �170F, 
:=>?:0  0@:8@>20==K9 A?8A>: 8;8, 2K45;82 B5:AB, I5;:=8B5 ?@02>9 
:;028H59 <KH8, 2 :>=B5:AB=>< <5=N 2K1@0BL ?C=:B %?8A>:) 
  2K45;8B5 >?@545;5=8O F25B>< 8;8 87<5=5=85< =0G5@B0=8O 
  'AB0=>28B5 2>;=8AB>5 ?>4G5@:820=85 4;O >?@545;5=89 (2:;04:0 
3;02=0O, 3@C??0 ,@8DB, :=>?:0 #>4G5@:820=85) 
  #> A2>5<C CA<>B@5=8N 2K15@8B5 H@8DBK 4;O B5:AB0 (4>;6=> 
?@8ACBAB2>20BL =5 <5=55 B@5E @07;8G=KE H@8DB>2) 
  �K15@8B5 @07<5@ H@8DB0 B5:AB0 (=5 <5=55 B@5E @07;8G=KE) 



4  

  �K?>;=8B5 2K@02=820=85  >A=>2=>3> B5:AB0 ?> H8@8=5 (2:;04:0 
�;02=0O, 3@C??0 �170F) 
  CAB0=>28B5 >BABC? :@0A=>9 AB@>:8 (2:;04:0 �;02=0O, :=>?:0 3@C??K 
0170F) 
  2K?>;=8BL CAB0=>2;5=85 F25B0 D>=0 AB@0=8FK (�> 2:;04:5 
$07<5B:0 AB@0=8FK 2 3@C??5 (>= AB@0=8FK I5;:=8B5 ?> :=>?:5 *25B 
AB@0=8FK 8 2K15@8B5 =5>1E>48<K9 F25B 8;8 A?>A>1 70;82:8) 
 4>102LB5 @8AC=:8 ?> A2>5<C CA<>B@5=8N 87 :>;;5:F88 :;8?>2 
(2:;04:0 �AB02:0,  :=>?:0 �;8?) 

 

2. "B25BLB5 ?8AL<5==> =0 2>?@>AK. "D>@<8B5 20H8 >B25BK 2 D>@<5 >BG5B0 (=0 

;8AB5 A @0<:>9, A>>B25BAB2CNI59 3>AB).  

�>?@>AK : >BG5BC: 
1. �09B5 >?@545;5=85 B5:AB>2>3> ?@>F5AA>@0. 
2. ':068B5 >A=>2=K5 2>7<>6=>AB8 @01>BK A B5:AB>< 2 Word. 
3. ':068B5 D>@<0BK D09;>2, 4>ABC?=K5 4;O A>E@0=5=8O 4>:C<5=B0 2 Word 
2007. 
4. "?8H8B5 =5 <5=55 B@5E @07;8G=KE A?>A>1>2 87<5=5=8O @07<5@0 H@8DB0 2 
Word 2007. 
5. #5@5G8A;8B5 :=>?:8 3@C??K �170F, 8E =07=0G5=85 8 3>@OG85 :;028H8 4;O 
8E ?@8<5=5=8O. 
6. ':068B5 =5 <5=55 42CE A?>A>1>2 CAB0=>2;5=8O >BABC?0 :@0A=>9 AB@>:8 2 
4>:C<5=B5. 

 

�0=OB85 2 
 

�K?>;=8B5 7040=8O 2 word. $57C;LB0B A>E@0=8B5 2 A2>N ?0?:C 8 2 :>=F5 
70=OB8O ?>:068B5 ?@5?>4020B5;N 

�040=85 1. !01>@ B5:AB0 
!015@8B5 420 0170F0 B5:AB0 ?> ?@82545==><C >1@07FC, @0A?>;>65==><C 

=865 (2> 2:;04:5 �;02=0O 2 3@C??5 ,@8DB  CAB0=>28B5 =0G5@B0=85 H@8DB0 3 
Times New Roman, @07<5@ H@8DB0 14, :C@A82).  

"1@075F 4;O =01>@0: 
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�040=85 2. �AB02:0 A8<2>;>2. 
�AB02LB5 2 4>:C<5=B A;54CNI85 A8<2>;K (2:;04:0 �AB02:0, :><0=40 

%8<2>;)  
#@8<5G0=85. #@8 2K1>@5 =5A:>;L:8E A8<2>;>2 >:=> %8<2>; <>6=> =5 

70:@K20BL: ?>A;54>20B5;L=> 2K18@09B5 <KH:>9 2AB02;O5<K5 A8<2>;K 8 
=068<09B5 :=>?:C �AB028BL. 

 
 

�040=85 3. (>@<0B8@>20=85 B5:AB0. 
1. 'AB0=>28B5 2 ?5@2>< 0170F5 =0?5G0B0==>3> 
B5:AB0 @07;8G=K5 @07<5@K H@8DB0 (2K45;OO 
A;>20 <KH:>9 8;8 :;028H0<8 [Shift], [Ctrl] 8 
): ?5@2>5 A;>2> 3 22 ?B., 2B>@>5 3 18 ?B., 
B@5BL5 3 14 ?B.,  G5B25@B>5 3 10 ?B. (2:;04:0 
�;02=0O/ 3@C??0 ,@8DB/ :=>?:0 3@C??K 
H@8DB). 

 
 
 
2. "D>@<8B5 2> 2B>@>< 0170F5 2 ?5@2>9 AB@>:5 :064K5 420 A;>20 @07=K< 
F25B>< (2:;04:0 �;02=0O/ 3@C??0 ,@8DB). 

3. #@>872548B5 2> 2B>@>< 0170F5 A;54CNI85 ?@5>1@07>20=8O, 2K45;OO 
=C6=K5 A;>20 (2:;04:0 �;02=0O/ 3@C??0 ,@8DB): 

?5@2K5 420 A;>20 >D>@<8BL ?>;C68@=K< H@8DB><; 
2B>@K5 420 A;>20 3 :C@A82><; 
B@5BL8 420 A;>20 3 ?>4G5@:820=85<; 
A;54CNI85 420 A;>20 3 :C@A82>< + ?>;C68@=K<  + 
?>4G5@:820=85<. 

4. �0409B5 2 ?5@2>< 0170F5 @07=K5 284K ?>4G5@:820=8O (2:;04:0 �;02=0O/ 
3@C??0 ,@8DB/ ?>4G5@:820=85): 

?5@2>5 A;>2> 3 A >48=0@=K< ?>4G5@:820=85<, 

2B>@>5 - A ?C=:B8@=K< ?>4G5@:820=85<, 
B@5BL5 3 A 42>9=K< ?>4G5@:820=85<. 

5. !015@8B5 A;>2> «ЭDD5:B». %:>?8@C9B5 53> ?OBL @07 8 =0;>68B5 
A;54CNI85 284>87<5=5=8O (2:;04:0 �;02=0O/ 3@C??0 ,@8DB /:=>?:0 3@C??K 
,@8DB): 
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6. !0 A;>20 « 5=N :=>?:8 Office» CAB0=>28B5 2>;=8AB>5 ?>4G5@:820=85 8 
A8=89 F25B H@8DB0. 

7. �K45;8B5 2B>@>9 0170F B5:AB0 8 87<5=8B5 30@=8BC@C H@8DB0 =0 Arial. 
 

�040=85 4. "1@0<;5=85 8 70;82:0 B5:AB0. 
1. #@>872548B5 >1@0<;5=85 ?5@2>9 AB@>:8 B5:AB0. �;O MB>3> 2K45;8B5 
?5@2CN AB@>:C, I5;:=8B5 ?@02>9 :=>?:>9 <KH8,  2 :>=B5:AB=>< <5=N 
2K15@8B5 ?C=:B �170F,  2K15@8B5 2:;04:C �@0=8FK 8 70;82:0, 70409B5 F25B 
;8=88 3 A8=89, B>;I8=C 31,5 ?B., B8? ;8=88 3 A?;>H=0O ;8=8O; ?@8<5=8BL 3 
: B5:ABC, B8? 3@0=8F 3 @0<:0. 

#@8<5G0=85. #@8 ?@8<5=5=88 @0<:8  «: B5:ABC», @0<:0 >:09<8B B>;L:> 2K45;5==K5 
A;>20, 0 ?@8 ?@8<5=5=88 «: 0170FC» 3 @0<:0 ?@8<5B @07<5@K ?> H8@8=5 ;8AB0 157 CG5B0 
?>;59. 

2. #@>872548B5 70;82:C F25B>< 2B>@>3> 0170F0 B5:AB0. �;O MB>3> 2K45;8B5 
2B>@>9 0170F, 2> 2:;04:5 3;02=0O, 2 3@C??5 �170F 2K15@8B5 :><0=4C  
�@0=8FK, 2K15@8B5 2 <5=N ?>A;54=89 ?C=:B �@0=8FK 8 70;82:0,  2K15@8B5 
F25B 8 =06<8B5 OK. 

3. %>E@0=8B5 =01@0==K9 4>:C<5=B 2 A2>59 ?0?:5 A 8<5=5< 
«(0<8;8O1.doc». 

4. %>7409B5 A2>N 2878B:C 70:;NG5==CN 2 @0<:C: 

КBDB5<JOA �4>E<@ А?9>E4A8DB6<K 

      35-56-09 
 
  3.�8@>2, C;.%>25BA:0O 9-18 

 

�040=85 5. 
#@8<5=OO 2A5 8725AB=K5 20< ?@8ё<K A>740=8O, :>?8@>20=8O 8 

D>@<0B8@>20=8O B5:AB>2KE 4>:C<5=B>2, 2K?>;=8B5 7040=85 2 MS World ?> 
>1@07FC, AB0@0OAL A>740BL ?> 2=5H=5<C 284C 4>:C<5=B :0: <>6=> 1;865 : 
>@838=0;C 7040=8O. 
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�0=OB85 3 
 

�K?>;=8B5 7040=85 2 word. $57C;LB0B A>E@0=8B5 2 A2>N ?0?:C 8 2 :>=F5 
70=OB8O ?>:068B5 ?@5?>4020B5;N 

 
   �040=851. (>@<0B8@>20=85 0170F52 B5:AB0. 

1. �0?CAB8B5 B5:AB>2K9 @540:B>@ Microsoft Word. 
2.'AB0=>28B5 ?0@0<5B@K H@8DB0: 30@=8BC@0 H@8DB0 3 Times New 

Roman, @07<5@ H@8DB0 3 14, =0G5@B0=85 3 >1KG=>5. 
3. !015@8B5 >48= 0170F B5:AB0 ?> >1@07FC. 
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"1@075F B5:AB0 

 
 4. %:>?8@C9B5 =01@0==K9 0170F B5:AB0 

?OBL @07. 
 5. �K45;82 ?5@2K9 0170F B5:AB0, 

CAB0=>28B5 A;54CNI85 ?0@0<5B@K 0170F0 
(2:;04:0 �;02=0O, 3@C??0 �170F, :=>?:0 
3@C??K, 2:;04:0 "BABC?K 8 8=B5@20;K): 

  ?5@20O AB@>:0 3 >BABC? AB0=40@B=K9 
(1,25 A<) 

  <56AB@>G=K9 8=B5@20; 3 ?>;CB>@=K9 
  2K@02=820=85 3 ?> H8@8=5 

 �@0B:0O A?@02:0. �K45;5=85 0170F0 
B5:AB0 ?@>872>48BAO 42>9=K< I5;G:>< 
<KH8 A;520 >B 0170F0. 

 6. �K45;82 B@5B89 0170F B5:AB0, 
CAB0=>28B5 A;54CNI85 ?0@0<5B@K 0170F0: 

?5@20O AB@>:0 3 >BABC? AB0=40@B=K9 
<56AB@>G=K9 8=B5@20; 3 >48=0@=K9 
2K@02=820=85 3 ?> ;52><C :@0N. 
 7. �K45;82 ?OBK9 0170F B5:AB0, CAB0=>28B5 A;54CNI85 ?0@0<5B@K 

0170F0: 
 ?5@20O AB@>:0 3 =5B 
 <56AB@>G=K9 8=B5@20; 3 42>9=>9 
 2K@02=820=85 3 ?> ?@02><C :@0N  
 8. �K45;82 H5AB>9 0170F B5:AB0, CAB0=>28B5 A;54CNI85 ?0@0<5B@K 

0170F0: 
?5@20O AB@>:0 3 >BABC? =0 2,5 A< 
<56AB@>G=K9 8=B5@20; 3 <=>68B5;L 1,3 
2K@02=820=85 3 ?> F5=B@C 
 9.  �K45;82 2B>@>9 0170F B5:AB0 CAB0=>28B5 A;54CNI85 ?0@0<5B@K 

0170F0: 
?5@20O AB@>:0 3 >BABC? =0 1,5 A<  
>BABC? A?@020 3 4 A< 
<56AB@>G=K9 8=B5@20; 3 <=>68B5;L 1,8 
2K@02=820=85 3 ?> H8@8=5  
 10. �K45;82 G5B25@BK9 0170F B5:AB0, CAB0=>28B5 A;54CNI85 ?0@0<5B@K 

0170F0: 
?5@20O AB@>:0 3 >BABC? =0 2 A<  
>BABC? A?@020 3 3 A< 
>BABC? A;520 3 6 A< 
<56AB@>G=K9 8=B5@20; 3 <=>68B5;L 2,5  



9  

2K@02=820=85 3 ?> H8@8=5. 

�040=85 2. "1@0<;5=8O 0170F52. 
�K45;OO 0170FK B5:AB0, CAB0=>28B5 A;54CNI85 ?0@0<5B@K @0<:8 

(2:;04:0 �;02=0O, 3@C??0 �170F, �@0=8FK/ �@0=8FK 8 70;82:0). 
#5@2K9 0170F: 

&8? ;8=88 3 >1KG=0O ;8=8O; 
*25B - 02B>; 
,8@8=0 3 0,5 ?B; 
#@8<5=8BL 3 : 0170FC; 
&8? >1@0<;5=8O 3 @0<:0. 
&@5B89 0170F : 

&8? ;8=88 3 >1KG=0O ;8=8O; 
*25B - A8=89; 
,8@8=0 3 2,25 ?B; 
#@8<5=8BL 3 : 0170FC; 
&8? >1@0<;5=8O 3 ;8=88 A;520 8 
A?@020. 

�040=85 3. �0;82:0 0170F52. 
�K45;OO 0170FK B5:AB0, CAB0=>28B5 A;54CNI85 ?0@0<5B@K 70;82:8 

(2:;04:0 �;02=0O, 3@C??0 �170F, �@0=8FK/ �@0=8FK 8 70;82:0 /2:;04:0 
�0;82:0).  
�B>@>9 0170F: 

�0;82:0 3 A25B;>-6ё;BK9 F25B; 
'7>@ 3 10% 

#@8<5=8BL 3 : 0170FC; 
+5B2ё@BK9 0170F: 

�0;82:0 3 A8@5=52K9 F25B; 
'7>@ 3 A25B;K9 ?> 4803>=0;8 2=87; 
#@8<5=8BL 3 : 0170FC. 
,5AB>9 0170F: 

�0;82:0 3 A25B;>-3>;C1>9; 
'7>@ 3 =5B; 
#@8<5=8BL 3 : B5:ABC.             
 

�040=85 4. �A?>;L7CO :>?8@>20=85 8 D>@<0B8@>20=85 =01@0BL ?> 
>1@07FC: 



0  

 
 

 

#@0:B8G5A:>5 70=OB85 № 4 
&5<0: «%>740=85 8 D>@<0B8@>20=85 B01;8F 2 Word» 

 
�>=B@>;8@C5<K5 :><?5B5=F88  "� 02, #� 1.1, #� 1.2, #� 2.3, #� 3.1, 

#� 3.2 
 
*5;L: 87CG8BL, :0: A>74020BL B01;8FK 2 ?@>3@0<<5 Word 2007, 

?@>872>48BL 8E D>@<0B8@>20=85, 8A?>;L7CO 2AB@>5==K5 AB8;8, 0 B0:65 
?@>872>48BL A>@B8@>2:C 2 B01;8F5.  

 
)>4 2K?>;=5=8O: 

1. �K?>;=8B5 7040=85 2 word. $57C;LB0B A>E@0=8B5 2 A2>N ?0?:C 8 2 
:>=F5 70=OB8O ?>:068B5 ?@5?>4020B5;N 

�484A<9 1. 
%>AB028BL A2>5 @0A?8A0=85 =0 B5:CICN =545;N 0=0;>38G=> 

?@54AB02;5==><C ?@8<5@C, >D>@<8BL, 8A?>;L7CO AB8;8. 



1  

 
 

�484A<9 2. 
%>740BL :0;5=40@L =0 3  1;8609H8E <5AOF0, 8A?>;L7CO H01;>=K B01;8F 8 
AB8;59. �K?8A0BL 3 ;N1K5 40BK 2 :064>< <5AOF5, >D>@<8BL 8E. 



2  

�484A<9 3. 
%>AB028BL A?8A>: ABC45=B>2, 2:;NG8BL 5 ;N1KE :>;>=>:, 70?>;=8BL 8E 
?@>872>;L=K<8 40==K<8. "BA>@B8@>20BL ABC45=B>2 ?> 8<5=8, ?@>8725AB8 
A>@B8@>2:C ?> 4@C38< AB>;1F0<. 

 
 

2. "B25BLB5 ?8AL<5==> =0 2>?@>AK. "D>@<8B5 20H8 >B25BK 2 D>@<5 >BG5B0 (=0 

;8AB5 A @0<:>9, A>>B25BAB2CNI59 3>AB).  

�>?@>AK : >BG5BC: 
1. #5@5G8A;8B5 =5 <5=55 B@5E 20@80=B>2 A>740=8O B01;8FK 2 Word. 

2. "?8H8B5 ?>A;54>20B5;L=>ABL 459AB289 ?@8 =5>1E>48<>AB8 @0A?>;>68BL 
B5:AB 2 OG59:5 B01;8FK 25@B8:0;L=>. 
3. #5@5G8A;8B5 459AB28O 4;O ?5@5=>A0 703>;>2:>2 B01;8FK =0 A;54CNICN 
AB@0=8FC. 
4. #5@5G8A;8B5 =5 <5=55 42CE A?>A>1>2 4;O 87<5=5=8O F25B0 70;82:8 OG59:8 
B01;8FK 2 word. 

5. ':068B5 ?>A;54>20B5;L=>ABL 459AB289, =5>1E>48<KE 4;O A>@B8@>2:8 
B01;8FK 2>7@0AB0=8N 7=0G5=89 >4=>3> 87 AB>;1F>2. 

 
#@0:B8G5A:>5 70=OB85 № 5. 

&5<0: «%>740=85 D>@<C;, 4803@0<<, @8AC=:>2 2 4>:C<5=B5». 
 

�>=B@>;8@C5<K5 :><?5B5=F88  "� 02, #� 1.1, #� 1.2, #� 2.3, #� 3.1, 
#� 3.2 

 
*5;L: 87CG8BL, :0: 2AB02;OBL 2 B5:AB>2K9 4>:C<5=B D>@<C;K, 

4803@0<<K, @8AC=:8, CAB0=02;820BL >1B5:0=85 B5:AB><. 
 
)>4 2K?>;=5=8O: 

1. �7CG8B5 B5>@5B8G5A:89 <0B5@80;, ?@>A<>B@52 B5AB>2K9 4>:C<5=B 
«$01>B0 A 3@0D8:>9 2 Word (B5>@8O)».  



3  

2. �7CG8B5 B5>@5B8G5A:89 <0B5@80;, ?@>A<>B@52 B5AB>2K9 4>:C<5=B 
«�AB02:0 A8<2>;>2 8 D>@<C; (B5>@8O)». 

 
3. �K?>;=8B5 7040=85 2 word. $57C;LB0B A>E@0=8B5 2 A2>N ?0?:C 8 2 :>=F5 
70=OB8O ?>:068B5 ?@5?>4020B5;N 

 

�484A<9: 
�040=85 1. 
�A?>;L7CO ?@8<8B82K =0@8A>20BL G0AK ?> >1@07FC (8A?>;L7C9B5 
3@0485=B=CN 70;82:C, B5=L, F8D@K ?>4?8H8B5 A ?><>ILN 2AB02:8  =04?8A59, 
?>;CG82H85AO >1J5:BK A3@C??8@>20BL). 

 
 
 
 
 
 
 
 

 
 
 

�040=85 2. 
�A?>;L7CO SmartArt A>740BL ;N1CN AE5<C, 8;8 ?>4>1=CN ?@54AB02;5==>9 

=865. 
!5>1E>48<K5 D09;K <>6=> =09B8 2 ?0?:5 A 7040=85<.  
 �;O A<5=K  @8AC=:0 2K18@05B5 M;5<5=B AE5<K, I5;:05B5 ?@02>9 :;028H59 

<KH8, 2 :>=B5:AB=>< <5=N 2K18@05B5 (>@<0B D83C@K, 2:;04:C �0;82:0 / 
$8AC=>: 8;8 B5:ABC@0 8 2K18@05B5 =5>1E>48<K9 @8AC=>:. 
 

 

  

Фото%20для%20схемы


4  

�040=85 3. 
�A?>;L7CO :><?>=5=BK «4803@0<<K» =0@8A>20BL 3@0D8: >B>1@060NI89 

CA?5205<>ABL. �;O 87<5=5=8O F25B>2 8A?>;L7C9B5 ?C=:B  (>@<0B & 2 
:>=B5:AB=>< <5=N. 

 
 

�040=85 4.  
%>7409B5 B5:AB>2K9 

4>:C<5=B A 2AB02:>9 >@30=870-
F8>==>9 4803@0<<K ?> >1@07FC, 
8A?>;L7CO SmartArt.  

 
 

 
 

 

 

 

�040=85 5. 
 

!01@0BL D>@<C;K ?> >1@07F0< (2:;04:0 �AB02:0/ (>@<C;K): 
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4. "B25BLB5 ?8AL<5==> =0 2>?@>AK. "D>@<8B5 20H8 >B25BK 2 D>@<5 >BG5B0 (=0 

;8AB5 A @0<:>9, A>>B25BAB2CNI59 3>AB).  

�>?@>AK : >BG5BC: 
1. "?8H8B5 ?>A;54>20B5;L=>ABL 459AB289, =5>1E>48<KE 4;O B>3>, GB>1K 
A3@C??8@>20BL =5A:>;L:> D83C@ 2 word.  
2. "?8H8B5 ?>A;54>20B5;L=>ABL 459AB289, =5>1E>48<KE 4;O B>3>, GB>1K 
2AB028BL >1J5:B SmartArt. #5@5G8A;8B5 3@C??K H01;>=>2 >1J5:B>2 SmartArt, 
4>ABC?=KE ?@8 A>740=88 B0:8E AE5<. 
3. #5@5G8A;8B5 3@C??K H01;>=>2 4803@0<<, 4>ABC?=KE ?@8 8E A>740=88. 
4. "?8H8B5 ?>4@>1=> ?>A;54>20B5;L=>ABL 459AB289 ?@8 A>740=88 D>@<C;: 

�)  ;  

�)   

%)  
 
 

#@0:B8G5A:>5 70=OB85 № 6. 
&5<0: «"1>1I5=85 2>7<>6=>AB59 Microsoft Word». 

 
�>=B@>;8@C5<K5 :><?5B5=F88  "� 02, #� 1.1, #� 1.2, #� 2.3, #� 3.1, 

#� 3.2 
 
*5;L: ?>2B>@8BL ?@8<5=5=85 >A=>2=KE 2>7<>6=>AB59, ?@54>AB02;O5<KE 

B5AB>2K< ?@>F5AA>@>< Microsoft Word.  
 

�0=OB85 1. 
)>4 2K?>;=5=8O: 
�K?>;=8B5 7040=8O 2 word. $57C;LB0B A>E@0=8B5 2 A2>N ?0?:C 8 2 :>=F5 

70=OB8O ?>:068B5 ?@5?>4020B5;N 

 

�040=85 1. !015@8B5 B5:AB ?> >1@07FC. 
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�040=85 2. "D>@<8B5 B01;8FC.  

 
�040=85 3.  #>AB@>9B5 :@C3>2CN 4803@0<<C ?> 40==K< B01;8FK. 
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�040=85 4. 
!015@8B5 A;54CNI89 B5:AB, 8A?>;L7CO 2AB02:C D>@<C; 8 A8<2>;>2 

(=><5@0 D>@<C; 2K?>;=ONBAO A?8A:>< (=C<5@>20==K<)). 

 
 

�0=OB85 2. 
)>4 2K?>;=5=8O: 
�K?>;=8B5 7040=85 2 word. $57C;LB0B A>E@0=8B5 2 A2>N ?0?:C 8 2 :>=F5 

70=OB8O ?>:068B5 ?@5?>4020B5;N 

 

�040=85 1. %>740BL 4>:C<5=B, >B@060NI89 >D>@<8B5;LA:85 2>7<>6=>AB8 
@540:B>@0 MS Word ?> >1@07FC.  
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�040=85 2. "D>@<8BL B01;8FC ?> >1@07FC. 
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�0=OB85 3 
)>4 2K?>;=5=8O: 

1. �K?>;=8B5 7040=85 2 word. $57C;LB0B A>E@0=8B5 2 A2>N ?0?:C 8 2 
:>=F5 70=OB8O ?>:068B5 ?@5?>4020B5;N 

 

�484A<9: =01@0BL B5:AB > DC=:F88 F5;>9 G0AB8. 
1. �03>;>2>: B5:AB0 - MB> 703>;>2>: C@>2=O 1, A> A;54CNI8<8 

CAB0=>2:0<8 D>@<0B8@>20=8O: H@8DB «Times New Roman»; @07<5@ 
A8<2>;>2 14 ?B; ?>;C68@=>5 =0G5@B0=85; F5=B@0;L=>5 2K@02=820=85.  
2. !5:>B>@K5 A8<2>;K B5:AB0 8<5NB >B;8G=>5 >B 4@C38E =0G5@B0=85 

(:C@A82).  
3. �;O =01>@0 D>@<C; 8A?>;L7C9B5 @540:B>@ D>@<C; (2:;04:0 �AB02:0 / 

(>@<C;0).  
4. �@0D8: DC=:F88 8 :>>@48=0B=K5 >A8 87>1@078B5, 8A?>;L7CO 2AB02:C 

D83C@ (2:;04:0 �AB02:0, 3@C??0 �;;NAB@0F88).  
 4;O @8A>20=8O AB@5;>: 8A?>;L7C9B5 :=>?:C «�84 AB@5;:8»;  



0  

 GB>1K ?>4?8A0BL :>>@48=0B=K5 >A8, 3@04C8@>20BL 8E, =07=0G8BL =><5@ 
@8AC=:0, 8A?>;L7C9B5 :=>?:C «!04?8AL»;  

 ?>A;5 A>740=8O @8AC=:0 >B<5BLB5 2A5 =0@8A>20==K5 >1J5:BK, 
C45@6820N :;028HC Shift 8 2K15@8B5 =0 2:;04:5 (>@<0B :=>?:C 
�@C??8@>20BL;  

 >B<5BLB5 A3@C??8@>20==K9 >1J5:B, =06<8B5 ?@02CN :=>?:C <KH8 4;O 
2K7>20 :>=B5:AB=>3> <5=N 8 A ?><>ILN ?C=:B0 «(>@<0B >1J5:B0&» 
CAB0=>28B5 =C6=K9 A?>A>1 >1B5:0=8O B5:AB><;  

 @0A?>;>68B5 >1J5:B B0:, :0: MB> ?>:070=> 2 ?@54;0305<>< B5:AB5.  

 
 
2. "B25BLB5 ?8AL<5==> =0 2>?@>AK. "D>@<8B5 20H8 >B25BK 2 D>@<5 >BG5B0 (=0 
;8AB5 A @0<:>9, A>>B25BAB2CNI59 3>AB).  
 

�>?@>AK : >BG5BC: 
1. #5@5G8A;8B5 =0720=8O AB8;59 B5:AB0, 4>ABC?=KE ?@8 >D>@<;5=88 
4>:C<5=B0. 
 
2. #5@5G8A;8B5  AB@C:BC@K D>@<C;, ?>72>;ONI85 A>74020BL D>@<C;K 2 
Word 2007 (�:;04:0 �>=AB@C:B>@, 3@C??0 %B@C:BC@K). 
 
3. ':068B5 3>@OG85 :;028H8 4;O 2AB02:8 A;54CNI8E A8<2>;>2 2 B5:AB 
(2:;04:0 �AB02:0 / %8<2>;/ 4@C385 A8<2>;K / H@8DB 3 >1KG=K9 B5:AB):  
 7=0:0 02B>@A:>3> ?@020 ©; 
 B>20@=>3> 7=0:0 #; 
 ?@><8;;8 ‰; 
 7=0:0 �2@> €; 
 ?@8<5@=>3> @025=AB20 ≈.  
 
4. ':068B5 =07=0G5=85 >1J5:B>2 SmartArt. �0:85 5Iё 3@0D8G5A:85 
2>7<>6=>AB8 8<5NBAO 2 Word 2007? 



1  

#@0:B8G5A:>5 70=OB85 № 7. 
&5<0: «%>740=85 8 D>@<0B8@>20=85 M;5:B@>==KE B01;8F». 

 
�>=B@>;8@C5<K5 :><?5B5=F88  "� 02, #� 1.1, #� 1.2, #� 2.3, #� 3.1, 

#� 3.2 
 
*5;L: 87CG8BL, :0: A>74020BL 8 @540:B8@>20BL ;8ABK :=838 M;5:B@>==>9 

B01;8FK, 87<5=OBL D>@<0B OG55:, ?@>872>48BL D>@<0B8@>20=85 ;8AB>2. 
 
)>4 2K?>;=5=8O: 

1. �K?>;=8B5 7040=85 2 excel $57C;LB0B A>E@0=8B5 2 A2>N ?0?:C 8 2 :>=F5 
70=OB8O ?>:068B5 ?@5?>4020B5;N 

 

�040=85 1 
"D>@<8B5 =0 ?5@2>< ;8AB5 D@03<5=B (=015@8B5 B5:AB 2 OG59:8, 87<5=8B5 

F25B, @07<5@, =0G5@B0=85 H@8DB0, 2K@02=820=85 2 OG59:0E, C25;8GLB5 
2KA>BC OG55:).  
�;O MB>3> 20< ?>B@51C5BAO 2:;04:0 �;02=0O 3@C??K ,@8DB 8 

�K@02=820=85. 

 
 
�040=85 2 
"D>@<8B5 =0 2B>@>< ;8AB5 D@03<5=B (=015@8B5 B5:AB 2 OG59:8, 87<5=8B5 

F25B OG55:, C25;8GLB5 2KA>BC OG55:, 2 =5:>B>@KE OG59:0E 2K?>;=8B5 
?5@5=>A B5:AB0 2 OG59:5, 2K?>;=8B5 >1J548=5=85 A>>B25BAB2CNI8E OG55:).  
�;O MB>3> 20< ?>B@51C5BAO 2:;04:0 �;02=0O 3@C??0 ,@8DB :=>?:8 *25B 

70;82:8 8 �@0=8FK,  0 B0:65 2:;04:0 �;02=0O 3@C??0 �K@02=820=85, 
:=>?:8 #5@5=>A B5:AB0, "1J548=8BL 8 ?><5AB8BL 2 F5=B@5. �;O A>740=8O 
3@0485=B=>9 70;82:8 2>A?>;L7C9B5AL ?@02>9 :;028H59 <KH8, 2K15@8B5 
?C=:B (>@<0B OG55:, 2:;04:C �0;82:0, :=>?:C %?>A>1K 70;82:8).  



2  

 
 
�040=85 3 
!0  B@5BL5< ;8AB5 70?>;=8B5 7=0G5=8O D0:B>@80;>2 =0BC@0;L=KE G8A5;, =5 

1>;LH8E 15 (D0:B>@80; G8A;0 n @025= 1 * 2 * ... *n).  
�;O 1KAB@>3> 70?>;=5=8O 8A?>;L7C9B5 02B>70?>;=5=85 OG55:. � OG59:C %4 

22548B5 D>@<C;C: =(��&$(B4). $0ABO=8B5 5ё =0 OG59:8 %5-%18. 
�0B5< ?>;CG8B5 A;54CNI89 284 ;8AB0.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
�;O MB>3> 8A?>;L7C9B5 70;82:C OG55: F25B><, C:070=85 3@0=8F. �;O 

A>740=8O @0745;5=8O @07@O4>2  2>A?>;L7C9B5AL ?@02>9 :;028H59 <KH8, 
2K15@8B5 ?C=:B (>@<0B OG55:, 2:;04:C +8A;>, 2K15@8B5 G8A;>2>9 D>@<0B 8 
C:068B5 30;>G:C 4;O >B>1@065=8O $0745;8B5;O 3@C?? @07@O4>2).  

 

 

 

 



3  

�040=85 4 
"D>@<8BL =0 G5B25@B>< ;8AB5 40==K5 > @0A?@545;5=88 ACH8 8 2>4K =0 

75<=>< H0@5. "D>@<8B5 B01;8FC, AB>;1FK A ?@>F5=B=K< >B=>H5=85< 
70?>;=8B5 A 8A?>;L7>20=85< D>@<C;. 

 
  
"D>@<8B5 OG59:8 F25B><. �;O OG55: %5,%6, %7, �5, �6, �7, G5, G6, G7 

C:068B5 ?@>F5=B=K9 D>@<0B A C:070=85< 42CE 7=0:>2 ?>A;5 70?OB>9 
(2>A?>;L7C9B5AL ?@02>9 :;028H59 <KH8, 2K15@8B5 ?C=:B (>@<0B OG55:, 
2:;04:C +8A;>, 2K15@8B5 ?@>F5=B=K9 D>@<0B).  
 

 
 
�040=85 5 
!0 ?OB>< ;8AB5  A>740BL B01;8FC A> AB@C:BC@>9, ?@82545==>9 =865. 
 



4  

 
 
1) % ?><>ILN 02B>70?>;=5=8O 70?>;=8B5 3@0DC «№ ?/?» 8 =0720=8O 4=59 
=545;8.  

2) �0?>;=8B5 AB@>:C «40B0». � OG59:C D3 22548B5 A53>4=OH=NN 40BC.  
�;O OG55: D3-J3 CAB0=>28B5 D>@<0B 40BK. �0?>;=8B5 ?>A;54CNI8<8 
G8A;0<8 (02B>70?>;=5=85).  

3) �;O OG55: D6-J7 CAB0=>28B5 D>@<0B 2@5<5=8.  � OG59:C D6 
22548B5 B5:CI55 2@5<O.  % ?><>ILN 02B>70?>;=5=8O 70?>;=8B5 
AB@>:C «�@5<O >B?@02;5=8O». � OG59:C J6 22548B5  ?@>872>;L=>5 
2@5<O.  % ?><>ILN 02B>70?>;=5=8O 70?>;=8B5 AB@>:C «�@5<O 
?@81KB8O». 

4) %B@>:C «#8B0=85 =0@0AB0NI8< 8B>3><» 70?>;=8BL :0: 
0@8D<5B8G5A:CN ?@>3@5AA8N A H03>< 4(2:;04:0 �;02=0O, 3@C??0 
$540:B8@>20=85, :=>?:0 70?>;=8BL/ ?@>3@5AA8O/ 
�@8D<5B8G5A:0O). 

5) � OG59:C D10 2=5AB8 7=0G5=85 300, 70?>;=8BL >AB0;L=K5 OG59:8  
02B>70?>;=5=85<.  

6) �;O AB@>:8 «?C=:B =07=0G5=8O» 70409B5 B5:AB>2K9 D>@<0B 
7) �;O >AB0;L=KE =570?>;=5==KE AB@>: CAB0=>28B5 45=56=K9 
D>@<0B. 

8) �;O AB@>:8 «%CB>G=K5» CAB=>28B5 45=56=K9 D>@<0B. 
 



5  

 
 
#5@58<5=C9B5 ;8ABK :=838 2 A>>B25BAB288 A =><5@0<8 7040=89. 

%>E@0=8B5 4>:C<5=B 2 A2>N ?0?:C, 2 :>=F5 70=OB8O ?>:068B5 ?@5?>4020B5;N.  
 

2. "B25BLB5 ?8AL<5==> =0 2>?@>AK. "D>@<8B5 20H8 >B25BK 2 D>@<5 >BG5B0 (=0 
;8AB5 A @0<:>9, A>>B25BAB2CNI59 3>AB).  
 

�>?@>AK : >BG5BC: 
1. �0:>20 <0:A8<0;L=0O 4;8=0 OG59:8? ':068B5, 345 2K =0H;8 MB> 
7=0G5=85. 
2. �0: >ACI5AB28BL 70?>;=5=85 480?07>=0 OG55: ?>2B>@ONI8<AO 7=0G5=85< 
8;8 ?>A;54>20B5;L=>ABO<8 7=0G5=89? 
3. �0: ?@8A2>8BL 8<O OG59:5 8;8 480?07>=C OG55:?  
4. � G5< @07=8F0 <564C >G8AB:>9 8 C40;5=85< OG59:8. �0: 2K?>;=O5BAO 
>G8AB:0 8 C40;5=85 OG55:? 
5.  "?8H8B5 ?@>F54C@C CAB0=>2:8 70I8BK ;8AB>2 8 :=83 8 A=OB85 MB>9 
70I8BK. 



6  

#@0:B8G5A:>5 70=OB85 № 8. 
&5<0: «#@>2545=85 @0AG5B>2 A 8A?>;L7>20=85< D>@<C;». 

 

�>=B@>;8@C5<K5 :><?5B5=F88  "� 02, #� 1.1, #� 1.2, #� 2.3, #� 3.1, 
#� 3.2 

 
*5;L:  87CG8BL, :0: ?@>872>48BL 2KG8A;5=8O A ?><>ILN Microsoft Excel 

2007, 8A?>;L7CO AB0=40@B=K5 DC=:F88 8 @07;8G=K5 B8?K 04@5A>2. 
 

�0=OB85 1. 
)>4 2K?>;=5=8O: 

1. �K?>;=8B5 7040=85 2 excel $57C;LB0B A>E@0=8B5 2 A2>N ?0?:C 8 2 :>=F5 
70=OB8O ?>:068B5 ?@5?>4020B5;N 

�040=85 1.  

� 3@C??5 15 CG5=8:>2. �KOA=8BL, A:>;L:> 2 3@C??5 CG5=8:>2 A @>AB>< >B 
200A< 4> 180A<, >B 180A< 4> 165A<, >B 165A< 8 =865. 

1) !0 ;8AB5 1 A>7409B5 B01;8FC:  

 
�;O 2KG8A;5=8O 2>A?>;L7C9B5AL DC=:F859 G0AB>B0.  (GA>J<S 'А%&�&А 

3 2KG8A;O5B G0AB>BC ?>O2;5=8O 7=0G5=89 2 8=B5@20;5 7=0G5=89 8 
2>72@0I05B <0AA82 F8D@.  

 

2) �K45;8B5 OG59:C D2, 2K15@8B5 2:;04:C (>@<C;K, 2 3@C??5 
�81;8>B5:0 DC=:F89, �@C385 DC=:F88 /%B0B8AB8G5A:85 2K15@8B5 
DC=:F8N +�%&"&�. �=5A8B5 D>@<C;C. 

 = +�%&"&� (B2:B11;C2:C3), 345 B2:B16 3 MB> <=>65AB2> 40==KE, 4;O 
:>B>@KE 2KG8A;ONBAO G0AB>BK. C2:C3 3 MB> <0AA82 8;8 AAK;:0 =0 480?07>=, 
2 :>B>@>< 3@C??8@CNBAO 7=0G5=8O 2 <0AA825 40==KE, B.5. C2:C3 3 MB> 
480?07>= >B 200A< 4> 180A<.  
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�;O >AB02H8EAO OG55: <=>65AB2> 40==KE 1C45B >48=0:>2K<, 0 480?07>= 

2 D3 1C45B >B 180A< 4> 165A<, 2 D4 >B 165A< 4> 160A<.  
 

3) �K?>;=8B5 CA;>2=>5 
D>@<0B8@>20=85 ?> F25B0<. 
�K45;8B5 :@0A=K< F25B>< 2A5E 
:B> 2KH5 180A< 8 75;ё=K<, :B> 
=865. 

�;O MB>3> =5>1E>48<>: 

 2K45;8BL AB>;15F: $>AB CG5=8:>2 (A<)  
 2K1@0BL 2:;04:C �;02=0O, 3@C??C 
%B8;8, 'A;>2=>5 D>@<0B8@>20=85 
/#@028;0 2K45;5=8O OG55:. 

 >?@545;8BL CA;>285, =0?@8<5@ 1>;LH5 180 
 >?@545;8BL F25B 8 70;82:C OG55: 
 =060BL "� 2 MB>< >:=5 
 0=0;>38G=> >?@545;8BL 
CA;>285 <564C 165 8 180 

 0=0;>38G=> >?@545;8BL 
CA;>285 <5=LH5 165 

 

 

4) #@8<5=8B5 CA;>2=>5 D>@<0B8@>20=85 4;O AB>;1F0 «+8A;> CG5=8:>2 2 
3@C??0E», 2K1@02 3>;C1CN 38AB>3@0<<C (2:;04:0 �;02=0O, 3@C??0 
%B8;8, 'A;>2=>5 D>@<0B8@>20=85 /�8AB>3@0<<K). 
 

5)  "D>@<8B5  B01;8FC, 2K?>;=82 70;82:C OG55: 8 87<5=82 H@8DBK.  
#5@58<5=C9B5 ;8AB 1 2 «�040=85 1». %>E@0=8B5 4>:C<5=B 2 A2>N 
?0?:C ?>4 =0720=85< «�040=85 1». 
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�040=85 2. 
1) !0 ;8AB5 2 A>740BL B01;8FC ?> >1@07FC. 

 

 
 
2) � OG59:8, @0A?>;>65==K5 =0 ?5@5A5G5=88 AB@>:8 «�A53>» 8 AB>;1F>2 A 
=08<5=>20=85< M:70<5=>2, 0 B0:65 =0 ?5@5A5G5=88 AB>;1F0 «�B>3> 
?>;CG5=> 10;;>2» 8 AB@>: A D0<8;8O<8 ABC45=B>2, 225AB8 
<0B5<0B8G5A:CN DC=:F8N AC<<8@>20=8O (2:;04:0 (>@<C;K, 3@C??0 
�81;8>B5:0 DC=:F89,  0B5<0B8G5A:85 DC=:F88 / %'  ). 

 
3) � OG59:8, @0A?;>65==K5 =0 ?5@5A5G5=88 AB@>:8 «%@54=89 10;; ?> 
48AF8?;8=5» 8 AB>;1F>2 A =08<5=>20=85< M:70<5=>2, 0 B0:65 =0 
?5@5A5G5=88 AB>;1F0 «%@54=89 10;; ABC45=B0»  8 AB@>: A D0<8;8O<8 
ABC45=B>2, 225AB8 AB0B8AB8G5A:CN DC=:F8N 2KG8A;5=8O A@54=53> 
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0@8D<5B8G5A:>3> (2:;04:0 (>@<C;K, 3@C??0 �81;8>B5:0 DC=:F89, 
�@C385 DC=:F88 / %B0B8AB8G5A:85/ %$�!�+). 

4) � OG59:8 AB>;1F>2 ?>4 >1I8< =0720=85< «�><<5=B0@88», 225AB8 
;>38G5A:85 DC=:F88 �%��() 4;O ?>;CG5=8O ?@82545==KE 2 B01;8F5 
B5:AB>2KE A>>1I5=89: 

2 J5:  =�%��(I5=5;""B;8G=>";""); 
2 K5: =�%��(�(I5>=4;I5<5);")>@>H>";""); 
2 L5: =�%��(I5<4;"'4>2;5B.";""). 

 �A?>;L7C9B5 02B>70?>;=5=85 4;O >AB02H8EAO AB@>:.  
 

5) � OG59:8, @0A?>;>65==K5 =0 ?5@5A5G5=88 AB@>:8 «�A53>» 8 AB>;1F>2 
«�><<5=B0@88», 225AB8 AB0B8AB8G5A:CN DC=:F8N, ?>4AG8BK20NICN 
:>;8G5AB2> 70?>;=5==KE OG55: 4;O >?@545;5=8O G8A;0 ABC45=B>2, 
?>;CG82H8E >B;8G=K5, E>@>H85 8 C4>2;5B2>@8B5;L=K5 @57C;LB0BK 
(2:;04:0 (>@<C;K, 3@C??0 �81;8>B5:0 DC=:F89, �@C385 DC=:F88 / 
%B0B8AB8G5A:85/ %+Ё&�%��).  
 

6) #@8<5=8BL CA;>2=>5 D>@<0B8@>20=85 : 480?07>=C OG55: A >F5=:0<8 
G5@57 ?@028;0 2K45;5=8O OG55: 8 =01>@K 7=0G:>2. 
 

7) #@8<5=8BL CA;>2=>5 D>@<0B8@>20=85 : AB>;1FC «%@54=89 10;; 
ABC45=B0» A ?><>ILN F25B>2>9 H:0;K. 
 

8) �;O AB>;1F0 «8B>3> ?>;CG5=> 10;;>2» 2K1@0BL CA;>2=>5 
D>@<0B8@>20=85 A ?><>ILN 38AB>3@0<<K. 
 

9) "125AB8 B01;8FC @0<:>9, : =081>;55 206=K< OG59:0< ?@8<5=8BL 
70;82:C ?> 20H5<C CA<>B@5=8N, 87<5=8BL F25B B5:AB0 2 OG59:0E. 

 

 
10) #5@58<5=C9B5 ;8AB 2 2 «�040=85 2». %>E@0=8B5 4>:C<5=B. 



0  

2. "B25BLB5 ?8AL<5==> =0 2>?@>AK. "D>@<8B5 20H8 >B25BK 2 D>@<5 >BG5B0 (=0 
;8AB5 A @0<:>9, A>>B25BAB2CNI59 3>AB).  

 

�>?@>AK : >BG5BC: 
1. �09B5 >?@545;5=85 D>@<C;K 2 Excel. �0:85 M;5<5=BK <>65B 2:;NG0BL 
D>@<C;0?  
2. #5@5G8A;8B5 ?>A;54>20B5;L=>ABL 459AB289 4;O CA;>2=>3> D>@<0B8@>20=8O 
40==KE 2 Excel A ?><>ILN F25B>2 (=0?@8<5@, 2K45;5=85 75;5=K< F25B>< 
40==KE 2 ?@><56CB:5 >B 35 4> 48). 
3. #5@5G8A;8B5 >?5@0B>@K AAK;>:. ':068B5, 4;O G53> =C65= :064K9 87 =8E. 
 

�0=OB85 2. 
)>4 2K?>;=5=8O: 

1. �K?>;=8B5 7040=85 2 excel $57C;LB0B A>E@0=8B5 2 A2>N ?0?:C 8 2 :>=F5 
70=OB8O ?>:068B5 ?@5?>4020B5;N 

 

�040=85 1 
1) !0 ;8AB5 1 A>740BL B01;8FC AB>8<>AB8 B>20@>2 ?> 3>40<. 

 
2) �0?>;=8BL AB>8<>ABL B>20@>2 2 @07=K5 3>4K, 70402 45=56=K9 D>@<0B. 
3) �KG8A;8BL A@54=NN F5=C B>20@0  70 4 3>40 8 =09B8 <0:A8<0;L=> 
7=0G5=85 F5=K 2 MB>  ?5@8>4 (AB0B8AB8G5A:85 DC=:F88 %$�!�+ 8 
 ��%).  
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4) #@>8725AB8 D>@<0B8@>20=85 20H8E 40==KE :0: B01;8FK (2:;04:0 
3;02=0O, 3@C??0 AB8;8, (>@<0B8@>20BL :0: B01;8FC). %:@>9B5 AB@>:C A 
703>;>2:0<8 AB>;1F>2 (2K45;8B5 AB@>:C, I5;:=8B5 ?@02>9 :;028H59 
<KH8 ?> =><5@C AB@>:8, 2 :>=B5:AB=>< <5=N ?C=:B %:@KBL). 

5) �;O AB>;1F>2 «%B>8<>ABL» ?@8<5=8BL CA;>2=>5 D>@<0B8@>20=85 A  
8A?>;L7>20=85< 38AB>3@0<<K. 

6) �;O AB>;1F>2 «%@54=OO F5=0» 8 «<0:A F5=0» ?@8<5=8BL CA;>2=>5 
D>@<0B8@>20=85 A ?>A@54AB2>< F25B>2KE H:0;. 

 
7) #5@58<5=C9B5 ;8AB 1 2 «&>20@K». %>E@0=8B5 4>:C<5=B 

 



2  

�040=85 2.  
%>740BL B01;8FC 48=0<8:8 @>7=8G=KE F5= 8 ?@>8725AB8 @0AG5B A@54=8E 

7=0G5=89. 
1. �0?CAB8B5 @540:B>@ M;5:B@>==KE B01;8F Microsoft Excel. 
2. #5@58<5=C9B5 �8AB 2, ?@8A2>82 5<C 8<O «�8=0<8:0 F5=». %>7409B5 

B01;8FC ?> >1@07FC: 

 
 
3. #@>872548B5 @0AG5B 87<5=5=8O F5=K 2 :>;>=:5 «�» ?> D>@<C;5  

�7<5=5=85 F5=K = *5=0 =0 01.06.2003/ *5=0 =0 01.04.2003. 

!5 701C4LB5 7040BL ?@>F5=B=K9 D>@<0B G8A5; 2 :>;>=:5 «�» ((>@<0B 
OG59:8/ +8A;>/ #@>F5=B=K9). 

4. $0AAG8B09B5 A@54=55 7=0G5=85 ?> :>;>=:0<. (C=:F8O %$�!�+ 
=0E>48BAO 2 @0745;5 «%B0B8AB8G5A:85» (2:;04:0 �;02=0O, 3@C??0 
�81;8>B5:0 DC=:F89).  

5. � OG59:5 �2 70409B5 DC=:F8N %��"�!/, >B>1@060NICN B5:CICN 
40BC, CAB0=>2;5==CN 2 :><?LNB5@5 ((>@<C;K/ �81;8>B5:0 DC=:F89/ �0B0 8 
2@5<O/ %��"�!/). 

6. �0409B5 G8A;>2>9 D>@<0B. "D>@<8B5 F25B><. %>E@0=8B5 4>:C<5=B 2 
A2>N ?0?:C. 
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�040=85 3.  
%>740BL B01;8FC @0AG5B0 @5=B015;L=>AB8 ?@>4C:F88. �>=AB0=BK 22>48BL 

2 @0AG5B=K5 D>@<C;K 2 2845 01A>;NB=>9 04@5A0F88. 
 

1) !0 2B>@>< ;8AB5 :=838 A>7409B5 B01;8FC ?> >1@07FC. 
2)  �2548B5 8AE>4=K5 40==K5. #@8 22>45 =><5@>2 2 :>;>=:C «�» (G8A;0 

1, 2, 3 8 B.4.) 8A?>;L7C9B5 ?@85< 02B>70?>;=5=8O @O40 G8A5;.  
3) �K45;8B5 F25B>< OG59:C A> 7=0G5=85< :>=AB0=BK 3 >B?CA:=>9 F5=K 

57,00 @. 
 

 
 
4) #@>872548B5 @0AG5BK 2> 2A5E AB@>:0E B01;8FK. (>@<C;K 4;O @0AG5B0: 
�K?CA: ?@>4C:F88 = �>;8G5AB2> 2K?CI5==KE 8745;89 × "B?CA:=0O F5=0 

>4=>3> 8745;8O, 2 OG59:C %7 22548B5 D>@<C;C =%5*$�$2; 
%515AB>8<>ABL 2K?CA:05<>9 ?@>4C:F88 = �>;8G5AB2> 2K?CI5==KE 

8745;89 ×%515AB>8<>ABL >4=>3> 8745;8O; 
#@81K;L >B @50;870F88 ?@>4C:F88 = �K?CA: ?@>4C:F88 3 

%515AB>8<>ABL 2K?CA:05<>9 ?@>4C:F88; 
$5=B015;L=>ABL ?@>4C:F88 = #@81K;L >B @50;870F88 ?@>4C:F88 / 

%515AB>8<>ABL 2K?CA:05<>9 ?@>4C:F88. 
5) !0 AB@>:C @0AG5B0 @5=B015;L=>AB8 ?@>4C:F88 =0;>68B5 #@>F5=B=K9 

D>@<0B G8A5;. "AB0;L=K5 @0AG5BK ?@>872548B5 2 �5=56=>< D>@<0B5. 
6) (>@<C;K 87 :>;>=:8 «%» A:>?8@C9B5 02B>:>?8@>20=85< (70 <0@:5@ 

02B>70?>;=5=8O) 2?@02> 2 :>;>=:8 «D» 8 «�». 
7) �K45;8B5 OG59:8 F25B><, 87<5=8B5 F25B H@8DB0. #5@58<5=C9B5 ;8AB 

=0 «$5=B015;L=>ABL ?@>4C:F88». %>E@0=8B5 4>:C<5=B. 
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�0=OB85 3. 
)>4 2K?>;=5=8O: 

1. �K?>;=8B5 7040=85 2 excel $57C;LB0B A>E@0=8B5 2 A2>N ?0?:C 8 2 :>=F5 
70=OB8O ?>:068B5 ?@5?>4020B5;N 

 

�040=85 1.  
%>740BL B01;8FC @0AG5B0 4>E>40 A>B@C4=8:>2 >@30=870F88. �>=AB0=BK 

22>48BL 2 @0AG5B=K5 D>@<C;K 2 2845 01A>;NB=>9 04@5A0F88. 

 
 
 
 
 



5  

1. !0 ;8AB5  1 A>7409B5 B01;8FC ?> 7040=8N. 
2. �2548B5 7=0G5=8O :>=AB0=B 8 8AE>4=K5 40==K5. (>@<0BK 40==KE 

(45=56=K9 8;8 ?@>F5=B=K9) 70409B5 ?> >1@07FC 7040=8O. 
3. #@>872548B5 @0AG5BK ?> D>@<C;0<, ?@8<5=OO : :>=AB0=B0< 

01A>;NB=CN 04@5A0F8N. 
(>@<C;K 4;O @0AG5B>2: 

#>4>E>4=K9 =0;>3 = (":;04 3 !5>1;0305<K9 =0;>3>< 4>E>4) × % 
?>4>E>4=>3> =0;>30; 
"BG8A;5=8O 2 1;03>B2>@8B5;L=K9 D>=4 = ":;04 × % >BG8A;5=8O 2 
1;03>B2>@8B5;L=K9 D>=4; 
�A53> C45@60=> = #>4>E>4=K9 =0;>3 + "BG8A;5=8O 2 1;03>B2>@8B5;L=K9 
D>=4; 
� 2K40G5 = ":;04 3 �A53> C45@60=>. 
4. "D>@<8B5 A>3;0A=> >1@07FC. #5@58<5=C9B5 ;8AB M;5:B@>==>9 :=838, 

?@8A2>82 5<C 8<O «�>E>4 A>B@C4=8:>2». 
 

 
 
�040=85 4.  
%>740BL B01;8FC @0AG5B0 :20@B0;L=>9 8 3>4>2>9 ?@81K;8. �>=AB0=BK 

22>48BL 2 @0AG5B=K5 D>@<C;K 2 2845 01A>;NB=>9 04@5A0F88. 
�AE>4=K5 40==K5 ?@54AB02;5=K =0 @8A. � AB>;1F0E ?> :20@B0;0< 

2K?>;=8B5 CA;>2=>5 D>@<0B8@>20=85 OG55: A 8A?>;L7>20=85< F25B>2KE H:0; 
8 =01>@>2 7=0:>2. 
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2. "B25BLB5 ?8AL<5==> =0 2>?@>AK. "D>@<8B5 20H8 >B25BK 2 D>@<5 >BG5B0 (=0 
;8AB5 A @0<:>9, A>>B25BAB2CNI59 3>AB).  

 

�>?@>AK : >BG5BC: 
4. � ?@82545==KE =865 ?@8<5@0E 8A?>;L7>20=8O DC=:F89 Excel =0948B5 
>H81:8, 8 5A;8 >=8 5ABL, 8A?@02LB5 8E, C:068B5, 2 G5< 70:;NG05BAO 
>H81:0 (2 >BG5B ?5@5?8H8B5 8AE>4=CN D>@<C;C 8 8A?@02;5==CN): 
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5. �0?8H8B5 2K@065=85 4;O 2KG8A;5=8O 2 2845 D>@<C;K  2 excel (2 >BG5B 
?5@5?8H8B5 8AE>4=CN D>@<C;C 8 87 excel): 

�) ; 

�) ; 

�) ; 
 

#@0:B8G5A:>5 70=OB85 № 9. 
&5<0: «%>@B8@>2:0, D8;LB@0F8O. #>AB@>5=85 4803@0<<». 

 

�>=B@>;8@C5<K5 :><?5B5=F88  "� 02, #� 1.1, #� 1.2, #� 2.3, #� 3.1, 
#� 3.2 

 
*5;L: =0CG8BLAO A>74020BL 4803@0<<K 2 MS Excel, ?@>872>48BL 

A>@B8@>2:C 8 D8;LB@0F8N 40==KE =0 ;8AB0E. 
 

�0=OB85 1. 
)>4 2K?>;=5=8O: 
�K?>;=8B5 7040=8O 2 excel $57C;LB0B A>E@0=8B5 2 A2>N ?0?:C 8 2 :>=F5 

70=OB8O ?>:068B5 ?@5?>4020B5;N 

 

�040=85 1.  
%>740BL B01;8FC «$0AG5B C45;L=>3> 25A0 4>:C<5=B0;L=> ?@>25@5==KE 

>@30=870F89» 8 ?>AB@>8BL :@C3>2CN 4803@0<<C ?> @57C;LB0B0< @0AG5B>2. 
1. �0?CAB8B5 @540:B>@ M;5:B@>==KE B01;8F Microsoft Excel. 
2. %>7409B5 =>2CN :=83C.  
3. #5@58<5=C9B5 O@;KG>: �8AB 1, ?@8A2>82 5<C 8<O «'45;L=K9 25A». 
4. !0 ;8AB5 «'45;L=K9 25A» A>7409B5 B01;8FC «$0AG5B C45;L=>3> 25A0 

4>:C<5=B0;L=> ?@>25@5==KE >@30=870F89» ?> >1@07FC. 
#@8<5G0=85. #@8 22>45 B5:AB>2KE 40==KE, =0G8=0NI8EAO A> 7=0:0 B8@5 

8;8 4@C3>3> <0B5<0B8G5A:>3> 7=0:0, A=0G0;0 =06<8B5 :;028HC #@>15; 3 
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?@87=0: B5:AB>2KE 40==KE, 0 70B5< 3 B8@5 8 B5:AB (3 3>AC40@AB25==KE, 3 
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"D>@<8B5 �;02=CN :=>?>G=CN D>@<C ?> �0H5<C CA<>B@5=8N, 4>102LB5 
=04?8A8, 2AB02LB5 :0@B8=:8. 
�D<@9K4A<9: =5 C40;O9B5 :=>?:8 MB>9 D>@<K 2 @568<5 :>=AB@C:B>@0! 
 
�040=85 9 

%45;09B5 AB0@B>2>9 �;02=CN :=>?>G=CN D>@<C. 
 �;O MB>3>: 2 :=>?:5 Office 2K15@8B5 :><0=4C #0@0<5B@K Access  

/&5:CI0O 1070 40==KE / (>@<0 ?@>A<>B@0  / 87 A?8A:0 2K18@05< =0720=85 
=C6=>9 D>@<K (:=>?>G=0O D>@<0). 

&5>@5B8G5A:89 <0B5@80; 

&45?<J4 >ABCBKAB= HBD@O  
�0==K5, :>B>@K5 8A?>;L7CNBAO :><0=40<8 3;02=>9 :=>?>G=>9 D>@<K, 

E@0=OBAO 2 B01;8F5 Swichboard Items (Э;5<5=BK :=>?>G=>9 D>@<K), :>B>@CN 
<>6=> =09B8 =0 AB@0=8F5 &01;8FK >A=>2=>3> >:=0 107K 40==KE. "B:@>9B5 
MBC B01;8FC. #5@2K9 AB>;15F B01;8FK A>45@68B =><5@ AB@0=8FK, 2B>@>9 3 
=><5@ M;5<5=B0 =0 AB@0=8F5 (MB>B =><5@ >?@545;O5B ?>@O4>: @0A?>;>65=8O 
M;5<5=B>2 =0 AB@0=8F5), B@5B89 AB>;15F A>45@68B B5:AB, :>B>@K9 ?>O2;O5BAO 
A?@020 >B :=>?:8. #>A;54=85 420 AB>;1F0 >?@545;ONB :><0=4C, A2O70==CN A 
M;5<5=B><: :>4 :><0=4K 8 55 0@3C<5=B (:>4 :><0=4K 0 A>>B25BAB2C5B 
A?5F80;L=><C M;5<5=BC, :>B>@K9 70405B 703>;>2>: AB@0=8FK 8 >?@545;O5B 55 
=0G0;>).  

 
2. "D>@<8B5 >B25BK =0 2>?@>AK : >BG5BC =0 ;8AB5 A @0<:>9, 

A>>B25BAB2CNI59 �"%&. 
 

�>?@>AK 4;O >BG5B0: 
1. �;O G53> =5>1E>48<> A>74020BL >BG5BK? 
2. #5@5G8A;8B5, :0:85 284K >BG5B>2 ACI5AB2CNB. 
3. "?8H8B5 ?@>F54C@C A>740=8O 02B>>BG5B0. 
4. ':068B5, 4;O G53> =C65= <0AB5@ >BG5B>2. 
5. �;O G53> =C6=0 :=>?>G=0O D>@<0? �0: A45;0BL :=>?>G=CN D>@<C 
AB0@B>2>9? 
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#@0:B8G5A:>5 70=OB85 № 12. 
&5<0: «"1@01>B:0 25:B>@=KE 3@0D8G5A:8E >1J5:B>2». 

 
�>=B@>;8@C5<K5 :><?5B5=F88  "� 02 
 

*5;L: 87CG8BL 2>7<>6=>AB8 25:B>@=KE 3@0D8G5A:8E @540:B>@>2, 
=0CG8BLAO A>74020BL 8 @540:B8@>20BL 87>1@065=8O 2 25:B>@=KE @540:B>@0E. 

 

)>4 2K?>;=5=8O: 

1. �7CG8B5 B5>@5B8G5A:89 <0B5@80;, ?@>A<>B@52 B5AB>2K9 4>:C<5=B 
«$01>B0 A 3@0D8:>9 2 Word (B5>@8O)».  
2. �K?>;=8B5 7040=85 2 word. $57C;LB0B A>E@0=8B5 2 A2>N ?0?:C 8 2 

:>=F5 70=OB8O ?>:068B5 ?@5?>4020B5;N 

 

�040=85 1. 
%>7409B5 87>1@065=85 3CA5=8FK ?> >1@07FC, 8A?>;L7CO 2AB02:C D83C@ (>20; 
8 ?@O<0O) 8 =0AB@>9:C 8E D>@<0B0 (3@0485=B, 70;82:0, F25B :>=BC@0). 
#>;CG5==K5 >1J5:BK A3@C??8@C9B5. 
 

 
 

 

 

 

�040=85 2. 
%>7409B5 87>1@065=85  A=53>28:0 ?> >1@07FC, 
8A?>;L7CO 2AB02:C D83C@ 8 =0AB@>9:C 8E 
D>@<0B0. #>;CG5==K5 >1J5:BK A3@C??8@C9B5. 
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�040=85 3. 
%>7409B5 87>1@065=85  ?> >1@07FC, 8A?>;L7CO 2AB02:C D83C@ 8 =0AB@>9:C 

8E D>@<0B0. #>;CG5==K5 >1J5:BK A3@C??8@C9B5. 

 

 

�040=85 4*. 
%>7409B5 87>1@065=85 ?> >1@07FC, 8A?>;L7CO 2AB02:C D83C@ 8 =0AB@>9:C 8E 
D>@<0B0. #>;CG5==K5 >1J5:BK A3@C??8@C9B5. 

 
 
3. "B25BLB5 ?8AL<5==> =0 2>?@>AK. "D>@<8B5 20H8 >B25BK 2 D>@<5 >BG5B0 (=0 

;8AB5 A @0<:>9, A>>B25BAB2CNI59 3>AB).  

�>?@>AK : >BG5BC: 
1. ':068B5, GB> O2;O5BAO <8=8<0;L=K< M;5<5=B>< 87>1@065=8O 2 25:B>@=>9 
3@0D8:5? #5@5G8A;8B5 >A=>2=K5 4>AB>8=AB20 8 =54>AB0B:8 25:B>@=>9 
3@0D8:8. 
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2. #5@5G8A;8B5 =5 <5=55 20 3@0D8G5A:8E ?@8<8B82>2 (D83C@), 8A?>;L7C5<KE 
4;O A>740=8O 25:B>@=>3> 87>1@065=8O 2 Word. 
 
3. #5@5G8A;8B5 ?>A;54>20B5;L=>ABL 459AB289 4;O 7040=8O 3@0485=B=>9 
70;82:8 D83C@K 2 Word. #5@5G8A;8B5 4@C385 2>7<>6=K5 20@80=BK 4;O 
70;82:8 D83C@K. 
 
4. #5@5G8A;8B5 ?>A;54>20B5;L=>ABL 459AB289 4;O A>740=8O B5=8 D83C@K 2 
Word. 
 
5. #5@5G8A;8B5 ?>A;54>20B5;L=>ABL 459AB289 4;O A>740=8O >1Jё<0 D83C@K 2 
Word. �0:85 ?0@0<5B@K 4>ABC?=K 4;O 4>102;5=8O >1Jё<0 : D83C@5 2 Word?  
 
 6. #5@5G8A;8B5 2>7<>6=K5 20@80=BK >1B5:0=8O B5:AB>< D83C@K 8;8 
:0@B8=:8 2 Word. ':068B5, 345 ?@>8AE>48B =0AB@>9:0 >1B5:0=8O B5:AB><. 
 

 7. #@82548B5 ?@8<5@K 25:B>@=KE 3@0D8G5A:8E @540:B>@>2 (=5 <5=55 B@ёE).   
 

#@0:B8G5A:>5 70=OB85 № 13 
&5<0: «"1@01>B:0 @0AB@>2KE 3@0D8G5A:8E >1J5:B>2» 

 

�>=B@>;8@C5<K5 :><?5B5=F88  "� 02 
 
*5;L: 87CG8BL 2>7<>6=>AB8 @0AB@>2KE 3@0D8G5A:8E @540:B>@>2 Paint 8 Gimp, 
?>7=0:><8BAO A 8=AB@C<5=B0<8 :>?8@>20=85, 2AB02:0, =0CG8BLAO A>74020BL 8 
@540:B8@>20BL 87>1@065=8O 2 @0AB@>2KE @540:B>@0E. 
 
)>4 2K?>;=5=8O 
 

1. �K?>;=8B5 7040=8O ?> A>740=8N @8AC=:>2 2 @0AB@>2>< 3@0D8G5A:>< 
@540:B>@5 Paint, ?>A;5 2K?>;=5=8O ?>:068B5 @57C;LB0B 
?@5?>4020B5;N. 

 

�040=85 1 
%>7409B5 ?@>AB59H89 @8AC=>: 2 ?@>3@0<<5 Paint. !0@8AC9B5 87>1@065=85 
101>G:8.  

':070=85: �;O @8A>20=8O :@K;L52 ?@>25AB8 25@B8:0;L=CN ;8=8N. � 
25@E=59 G0AB8 ;8=88 A45;0BL 5 3>@87>=B0;L=KE 70A5G5: =0 @0AAB>O=88 1 A< 
4@C3 >B 4@C30. %>2<5AB8BL C:070B5;L <KH8 A A0<>9 =86=59 70A5G:>9 8 
=0@8A>20BL >:@C6=>ABL A?@020 >B ;8=88. %>2<5AB8B5 C:070B5;L <KH8 A> 
A;54CNI59 70A5G:>9 8 =0@8AC9B5 :@C3 1>;LH53> @07<5@0. #>2B>@8B5 
459AB285 4;O >AB0;L=KE 70A5G5:, A ?><>ILN 8=AB@C<5=B0 4C30 =0@8AC9B5 
:@K;LO. �K?>;=8B5 70;82:C, ?>;CG8B5 ;52>5 :@K;> A ?><>ILN :>?8@>20=8O. 
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�040=85 2 
!0@8AC9B5 2 ?@>3@0<<5 Paint 87>1@065=85 70<:0, 8A?>;L7CO :>?8@>20=85, 
8A:065=85 8 2AB02:C. 

 
 

�K?>;=8B5 A;54CNI85 7040=8O ?> A>740=8N @8AC=:>2 2 @0AB@>2>< 
3@0D8G5A:>< @540:B>@5 Gimp, ?>A;5 2K?>;=5=8O ?>:068B5 @57C;LB0B 
?@5?>4020B5;N. 
 

�040=85 3 
 

1. �0?CAB8B5 ?@>3@0<<C GIMP  
 
2. �7 ?0?:8 A 7040=85< A:>?8@C9B5 D09; «"1;>6:0.jpg» 2 
A2>N ?0?:C (=0 D;5H:5 8;8 ;>:0;L=>9 48A:5). "B:@>9B5 2 
?@>3@0<<5 Gimp A:>?8@>20==>5 87>1@065=85 (<5=N (09;/ 
"B:@KBL).  
 
3. � MB>< D09;5 4 >BA:0=8@>20==0O >1;>6:0 CG51=8:0 
8=D>@<0B8:8 4;O 2C7>2. �0<5BLB5, GB> A0<0 :=830 3>@074> 
<5=LH5 87>1@065=8O, B> 5ABL 87>1@065=85 =5>1E>48<> :04@8@>20BL 
(>1@570BL). �K15@8B5 87 ?0;8B@K 8=AB@C<5=B>2 (A;520) 
8=AB@C<5=B �04@8@>20=85  



39  

 

4. "12548B5 0::C@0B=> MB8< 8=AB@C<5=B>< 87>1@065=85 :=838 B>G=> ?> 
:>=BC@C. �0B5< Iё;:=8B5 <KHLN 2 :>=BC@5 8 :04@8@>20=85 2K?>;=8BAO. 
 
5. &5?5@L ?@8<5=8< 420 D8;LB@0 : 87>1@065=8N. &0: :0: 2 @57C;LB0B5 =0< 
=C6=>  ?>;CG8BL 420 87>1@065=8O 8, A;54>20B5;L=>, 420 D09;0, B> 
?@>4C1;8@C9B5 87>1@065=85, 2K45;82 >:=> A 87>1@065=85< I5;:=8B5 ?> 
87>1@065=8N ?@02>9 :;028H59 <KH8, 2 :>=B5:AB=>< <5=N 2K15@8B5 ?C=:B 
�7>1@065=85/%>740BL :>?8N. 

 

6. #5@5948B5 =0 >4=> 87 42CE 87>1@065=89 8 ?@8<5=8B5 D8;LB@ 
�8=7K (<5=N (8;LB@K / %25B 8 B5=L / �8=70). � >B:@K2H5<AO 
>:=5 =0AB@>9B5 @568< @01>BK ;8=7K 4 A>E@0=OBL 8AE>4=>5 
>:@C65=85. �>MDD8F85=B ?@5;><;5=8O =0AB@>9B5 A0<>AB>OB5;L=> 
2 ?@545;0E >B 1,7 4> 2,8. �;O ?@8<5=5=8O D8;LB@0 =06<8B5 "�.  
 

7. %>E@0=8B5 87>1@065=85 (<5=N (09; / %>E@0=8BL :0:) 2 20H59 ?0?:5 ?>4 
8<5=5< �8=70.tiff. �;O 2K1>@0 B8?0 87>1@065=8O 4 TIFF 2 >:=5 «%>E@0=8BL 
87>1@065=85» @0A:@>9B5 A?8A>: «�K15@8B5 B8? D09;0» 8 2 A?8A:5 B8?>2 
2K15@8B5 B8? TIFF. �0B5< 225@EC >:=0 2K15@8B5 =C6=CN ?0?:C 8 
22548B5 8<O D09;0 �8=70.tiff. !06<8B5 :=>?:C  %>E@0=8BL. 
 
8. #5@5948B5 :> 2B>@><C 87>1@065=8N >1;>6:8 8 ?@8<5=8B5 D8;LB@ 
703=CB>9 AB@0=8FK (<5=N (8;LB@K / �A:065=8O / �03=CB0O 
AB@0=8F0).  
9. %>E@0=8B5 MB> 87>1@065=85 2 D>@<0B5 TIFF 2 20HC ?0?:C ?>4 8<5=5< 
�028B>:.tiff. 

 

�040=85 4 
%>7409B5 0=8<0F8N B5:AB0. 

1. GIF-0=8<0F8O 4 MB> ?>A;54>20B5;L=>ABL 87>1@065=89, E@0=OI8EAO 2 
>4=>< D09;5 8 A<5=ONI8EAO G5@57 >?@545;ё==>5 2@5<O. �48=AB25==>5 
>3@0=8G5=85 4 MB> B>, GB> GIF- 87>1@065=85 <>65B 8<5BL 2A53> 256 F25B>2. 
 
2. %>7409B5 =>2K9 4>:C<5=B. � >:=5 A>740=8O 4>:C<5=B0 22548B5 @07<5@K 
H8@8=0 300 8 2KA>B0 100 B>G5:. %>7409B5 4>:C<5=B. 
3. !0 ?0=5;8 8=AB@C<5=B>2 A;520 2K15@8B5 8=AB@C<5=B �8ABL.  �K15@8B5 
75;5=K9 F25B :8AB8 8, ?>4>1@02 @07<5@ :8AB8, =0@8AC9B5 
:8ABLN =0 @8AC=:5 =04?8AL «#$���&». �K15@8B5 
:@0A=K9 F25B 8 ?>4G5@:=8B5 :8ABLN =0@8A>20==>5 A;>2>. 
 
4. !0 ?0=5;8 «%;>8, :0=0;K, �>=BC@K, >B<5=8BL» A?@020 ?5@5948B5 =0 >:=> 
%;>8  I5;:=8B5 ?@02>9 :=>?:>9 <KH8 =0 A;>5 (>= 8 2K15@8B5 %>740BL 
:>?8N A;>O. #>2B>@8B5 MB> 6 @07, GB>1K 2A53> ?>;CG8;>AL A5<L A;>52.  
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5. #5@5948B5 2 >:=5 %;>8 =0 A0<K9 =86=89 A;>9 - (>= 

8 A>B@8B5 ;0AB8:><  2A5, :@><5 1C:2K «#». +B>1K 
C2845BL =86=89 A;>9 ?>4 25@E=8<8, C15@8B5 C =8E 
@568< 2848<>AB8, I5;:=C2 ?> 87>1@065=8N 3;070.  
 
6. ' 2B>@>3> A=87C A;>O 2:;NG8B5 @568< 2848<>AB8, 
?5@5948B5 2> 2B>@>9 A;>9 8 A>B@8B5 2Aё, :@><5 «#$» 
  
7. #>2B>@8B5 MB8 65 459AB28O 4;O >AB0;L=KE A;>52, 
GB>1K A :064K< 25@E=8< A;>5< =04?8AL >B:@K20;0AL 
=0 1 1C:2C. ' 6 A;>O A>B@8B5 B>;L:> G5@BC. 

 
8. %>E@0=8B5 4>:C<5=B :0: Gif-0=8<0F8N 2 20H59 ?0?:5 ?> 8<5=5< 
�=8<0F8O-1.gif A 2@5<5==K< 8=B5@20;>< <564C :04@0<8 500 <A (<5=N 
(09;/ %>E@0=8BL :0:, 2K15@8B5 B8? D09;0 GIF Image 8 22548B5 =0720=85 
�=8<0F8O-1.gif / %>E@0=8BL / %>E@0=8BL :0: 0=8<0F8N/ Э:A?>@B/ 7045@6:0 
<564C :04@0<8 500<A/ %>E@0=8BL). 
 
9. #@>A<>B@8B5 20HC 0=8<0F8N 2 A2>59 ?0?:5.  

 

�040=85 5 
%>7409B5  @8AC=:8 A B5:AB>2K<8 MDD5:B0<8. 
1. �0?CAB8B5 GIMP. %>7409B5 =>2>5 87>1@065=85: 500×180. 'AB0=>28B5 

G5@=K9 F25B :0: F25B D>=0. �;O MB>3> 42064K Iё;:=8B5 <KHLN =0 2B>@>< 
:204@0B8:5, >?@545;ONI5< F25B D>=0 8 2K15@8B5 Gё@=K9 F25B. �K15@8B5 

8=AB@C<5=B #;>A:0O 70;82:0  8 70:@0ALB5 8< 25AL @8AC=>:.  
 

2. �K15@8B5 8=AB@C<5=B B5:AB0 (�), 2=87C 2 =0AB@>9:0E H@8DB0 2K15@8B5 
H@8DB «Trebuchet MS Bold Italic», F25B 4 15;K9, 
?>AB02LB5 @07<5@ H@8DB0 80 ?8:A5;59 8 
=0?8H8B5 «neon text».  
&5?5@L 2K45;8B5 B5:AB>2K9 A;>9, I5;:=C2 ?> 
=5<C, 2 :>=B5:AB=>< <5=N 2K15@8B5 ?C=:B %;>9 
: @07<5@C 87>1@065=8O. ЭB> @07428=5B 3@0=8FK A;>O A B5:AB>< 4> @07<5@>2 
87>1@065=8O.  
 
3. �>7L<8B5 :8AB>G:C, 2K15@8B5 :8ABL A 
65AB:8<8 :@0O<8 @07<5@>< 11 ?8:A5;59, 
B5?5@L =0@8AC9B5 A2O7L <564C 1C:20<8, :0: 
=0 @8AC=:5. %2O78 =5 4>;6=K 1KBL A;8H:>< 
?@028;L=K<8. ЭB8 A2O78 =C6=K, ?>B><C GB> 
=5>=>2K9 B5:AB 2A5340 A>548=ё=. 
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4. �K15@8B5 <5=N «(8;LB@K / 
$07<K20=85 / �0CAA>2> @07<K20=85» 
8 ?@8<5=8B5 53> A ?0@0<5B@>< 15px. 
&5< A0<K< <K @07<>5< 3@0=8FK 
B5:AB0 8 ?@84048< 5<C =C6=K9 >@5>; 
 
 
 
5. #>A;5 B>3>, :0: ?@8<5=8B5 D8;LB@, 
2K15@8B5 <5=N «*25B 4 �@82K5». � 
>B:@K2H5<AO >:=5 2 2K?040NI5< A?8A:5 
2K15@8B5 :0=0; «�;LD0 :0=0;» 8 
=0AB@>9B5 :@82K5 :0: ?>:070=> =0 @8AC=:5 
=865. 
 
 

 
 
 
 
6. � 70:;NG5=85 ?@8<5=8B5 «(8;LB@K 4 

�;LD0 2 ;>3>B8? 4 !5>=» A 
?0@0<5B@0<8: 
$07<5@ MDD5:B0: 40 
*25B D>=0: G5@=K9 
*25B A25G5=8O: 2K15@8B5 ;N1>9 F25B, :>B>@K9 20< =@028BAO.  

 
7. � @57C;LB0B5 ?@8<5=5=8O D8;LB@0 C 20A 4>;6=K ?>O28BLAO A;>8 «Neon 

Tubes» 8 «Neon Glow». %45;09B5 0:B82=K< A;>9 «Neon Glow» 8 
?@>4C1;8@C9B5 53>. !0 4C1;8:0B5 ?@8<5=8B5 �0CAA>2> @07<K20=85 ((8;LB@K 
4 $07<K20=85 4 �0CAA>2> @07<K20=85): 35px.  
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2. "B25BLB5 =0 2>?@>AK : >BG5BC, >D>@<8B5 8E =0 @0<:5, 
A>>B25BAB2CNI59 �"%&. 

 

�>?@>AK : >BG5BC: 
1. �09B5 >?@545;5=85 3@0D8G5A:>3> @540:B>@0. #@82548B5 ?@8<5@K 
@0AB@>2KE 3@0D8G5A:8E @540:B>@>2.  
 
2. ':068B5, GB> O2;O5BAO <8=8<0;L=K< M;5<5=B>< 87>1@065=8O 2 @0AB@>2>9 
3@0D8:5? #5@5G8A;8B5 >A=>2=K5 4>AB>8=AB20 8 =54>AB0B:8 @0AB@>2>9 
3@0D8:8. 
 
3. #5@5G8A;8B5, :0:85 :=>?:8 A>45@68B ?0=5;L 8=AB@C<5=B>2 ?@>3@0<<K 
Paint. 
 
4.  "?8H8B5 ?>A;54>20B5;L=>ABL 459AB289 4;O ?>2>@>B0 87>1@065=8O 2 Paint. 
 
5. #5@5G8A;8B5 8=AB@C<5=BK  87 ?0=5;8 8=AB@C<5=B>2 2 3@0D8G5A:>< 
@540:B>@5 Gimp (=5 <5=55 12). �;O ;N1KE B@5E 87 =8E  C:068B5 ?0@0<5B@K, 
:>B>@K5 <>6=> =0AB@0820BL ?@8 8A?>;L7>20=88 40==>3>  8=AB@C<5=B0. 
 
6. #5@5G8A;8B5 >A=>2=K5 <5=N 3@0D8G5A:>3> @540:B>@0 Gimp. �@0B:> 
?>OA=8B5, :0:85 459AB28O <>6=> >ACI5AB28BL, 8A?>;L7CO :><0=4K 40==>3> 
<5=N. 
 
7. ':068B5 ?>A;54>20B5;L=>ABL 459AB289, =5>1E>48<KE 4;O @07<KB8O 
87>1@065=8O 2 3@0D8G5A:>< @540:B>@5 Gimp. 
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