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%B89D:4A<9 GK95AB7B @4F9D<4?4  "� 01, "� 02,  
"�.03, "� 04, "� 05, 
"�06, "� 07, "� 08, 
"�.09, "� 10, "� 11 

1. �4;B6B9 CDB7D4@@AB9 B59EC9K9A<9: EBEF46, >?4EE<H<>4J<S, A4;A4K9A<9. 
2. #D<>?48AB9 CDB7D4@@AB9 B59EC9K9A<9: EBEF46, >?4EE<H<>4J<S, A4;A4K9A<9. 
3. "C9D4J<BAAO9 E<EF9@O E9@9=EF64 Windows. "D74A<;4J<S D45BFO 6 ED989 

6 
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F9IAB?B7<= Windows. ">BAAO= <AF9DH9=E. %CD46BKA4S E<EF9@4  

#D4>F<K9E>B9 ;4ASF<9 №2 2 

 

 
�;GK9A<9 BC9D4J<BAAB= E<EF9@O Windows 

&9@4 5. 
"C9D4J<S A48 H4=?4@< 
< >4F4?B74@< 

%B89D:4A<9 GK95AB7B @4F9D<4?4  

"� 01, "� 02,  
"�.03, "� 04, "� 05, 
"�06, "� 07, "� 08, 
"�.09, "� 10, "� 11 

 

1. (4=?. �@S H4=?4. &<CO H4=?B6. (4=?B64S E<EF9@4.  
2. "8ABGDB6A964S H4=?B64S E<EF9@4. �9D4DI<K9E>4S H4=?B64S E<EF9@4.  
3. #GFP > H4=?G. (4=?B6O9 @9A98:9DO 

4 

#D4>F<K9E>B9 ;4ASF<9 №3 

2 
"C9D4J<< A48 H4=?4@< < >4F4?B74@< (EB;84A<9 >4F4?B74, >BC<DB64A<9, 
C9D9@9M9A<9, G84?9A<9, C9D9<@9AB64A<9, <;@9A9A<9 4FD<5GFB6 H4=?4, EB;84A<9 
>4F4?B74, D45BF4 E 7DGCC4@< H4=?B6) 
�OCB?A9A<9 8B@4LA<I ;484A<= CB D4;89?G 1. �;GK9A<9 EC9J<4?PAB= ?<F9D4FGDO, 
Q?9>FDBAAOI D9EGDEB6 < CB87BFB6>4 D9H9D4FB6 CB 6BCDBE4@: #9D9K<E?<F9 
BEAB6AO9 QF4CO D4;6<F<S 6OK<E?<F9?PAB= F9IA<><. �<8O "%, <I A4;A4K9A<9 < 
BEB59AABEF<. $45BF4 E D4;?<KAO@< Q?9@9AF4@< CB?P;B64F9?PE>B7B <AF9DH9=E4 < 
97B A4EFDB=>4. #DB7D4@@O GCD46?9A<S H4=?4@<. %B;84A<9 < D984>F<DB64A<9 
C4CB>, H4=?B6 < SD?O>B6. !4EFDB=>4 D45BK97B EFB?4, D45BK97B @9EF4. %CBEB5O 
CD98EF46?9A<S <AHBD@4J<<. �B8<DB64A<9 <AHBD@4J<<. "EAB6AO9 QF4CO D4;6<F<S 
<AHBD@4J<BAAB7B B5M9EF64. 1F4CO D4;6<F<S F9IA<K9E><I ED98EF6 < 
<AHBD@4J<BAAOI D9EGDEB6. %CBEB5O >B8<DB64A<S <AHBD@4J<<. �<8O 
CDB7D4@@AB7B B59EC9K9A<S >B@CPRF9DB6.  AB7BB5D4;<9 6A9LA<I GEFDB=EF6, 
CB8>?RK49@OI > >B@CPRF9DG. #9D<H9D<=AO9 GEFDB=EF64 #�: A4;A4K9A<9, 
CD<@9A9A<9, BEAB6AO9 I4D4>F9D<EF<><. �?46<4FGD4 #�, 89?9A<9 A4 5?B><, 
BEAB6AO9 >?46<L<. �D4H<K9E><= <AF9DH9=E Windows (D45BK<= EFB?, @9AR, B>AB, 
C<>FB7D4@@4, D45BF4 E @OLPR). "% Windows. %F4A84DFAO9 CDB7D4@@O Windows: 
�4?P>G?SFBD: 4D<H@9F<K9E><9 < 4?795D4<K9E><9 BC9D4J<<. %?G:95AO9 CDB7D4@@O 
Windows .#DB7D4@@4 �BD;<A4 

 

$4;89? 2. "H<EAO9 F9IAB?B7<<   

&9@4 6. 
"5D45BF>4 F9>EFB6B= 
<AHBD@4J<< 

%B89D:4A<9 GK95AB7B @4F9D<4?4  

"� 01, "� 02,  
"�.03, "� 04, "� 05, 
"�06, "� 07, "� 08, 
"�.09, "� 10, "� 11 

 

1. "EAB6O D45BFO 6 F9>EFB6B@ D984>FBD9 MS Word.. 
2. %<EF9@O B5D45BF>< F9>EF4, CD<AJ<CO EB;84A<S < B5D45BF>< F9>EFB6OI 84AAOI. 
(BD@4F H4=?4 

4 

#D4>F<K9E>B9 ;4ASF<9 №4 
4 %B;84A<9 89?B6OI 8B>G@9AFB6 6 D984>FBD9 MS Word 

#D4>F<K9E>B9 ;4ASF<9 №5 4 
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"HBD@?9A<9 F9>EFB6OI 8B>G@9AFB6, EB89D:4M<I F45?<JO 

#D4>F<K9E>B9 ;4ASF<9 №6 
4 %B;84A<9 F9>EFB6OI 8B>G@9AFB6 A4 BEAB69 L45?BAB6. %B;84A<9 L45?BAB6 < HBD@. 

#D4>F<K9E>B9 ;4ASF<9 №7 
4 "D74A<;4J<BAAO9 8<47D4@@O 6 8B>G@9AF9 MS Word 

&9@4 7. 
"5D45BF>4 K<E?B6B= 
<AHBD@4J<< 

%B89D:4A<9 GK95AB7B @4F9D<4?4   

"� 01, "� 02,  
"�.03, "� 04, "� 05, 
"�06, "� 07, "� 08, 
"�.09, "� 10, "� 11 

 

1. "EAB6O D45BFO 6 Q?9>FDBAAOI F45?<J4I MS Excel. "D74A<;4J<S 6OK<E?9A<= 6 
Q?9>FDBAAOI F45?<J4I: BD74A<;4J<S HBD@G?, <ECB?P;B64A<9 HGA>J<=. 

2. �D4H<K9E>B9 CD98EF46?9A<9 84AAOI 6 Q?9>FDBAAOI F45?<J4I 
4 

#D4>F<K9E>B9 ;4ASF<9 №8 
4 "D74A<;4J<S D4EK9FB6 6 F45?<KAB@ CDBJ9EEBD9 MS Excel 

#D4>F<K9E>B9 ;4ASF<9 №9 
4 �EFDB9AAO9 HGA>J<< 6 MS Excel.  4F9@4F<K9E><9 D4EK9FO 6 MS Excel 

#D4>F<K9E>B9 ;4ASF<9 №10 
4 #BEFDB9A<9 8<47D4@@ 6 MS Excel 

&9@4 8. 
�B@CPRF9DAO9 
CD9;9AF4J<< 

%B89D:4A<9 GK95AB7B @4F9D<4?4   

"� 01, "� 02,  
"�.03, "� 04, "� 05, 
"�06, "� 07, "� 08, 
"�.09, "� 10, "� 11 

 

1. �B@CPRF9DAO9 CD9;9AF4J<<: A4;A4K9A<9, B5?4EFP CD<@9A9A<S, F9IAB?B7<S 
EB;84A<S CD9;9AF4J<=  4 

#D4>F<K9E>B9 ;4ASF<9 №11 

8 %B;84A<9 CD9;9AF4J<<: CB85BD @4F9D<4?4, 6O5BD BHBD@?9A<S, 6EF46>4 
<;B5D4:9A<= 

 

&9@4 9. 
%<EF9@4 GCD46?9A<S 
54;4@< 84AAOI. 
&45?<KAO9 54;O 
84AAOI 

%B89D:4A<9 GK95AB7B @4F9D<4?4   

"� 01, "� 02,  
"�.03, "� 04, "� 05, 
"�06, "� 07, "� 08, 
"�.09, "� 10, "� 11 

 

1. %<EF9@4 GCD46?9A<S 54;4@< 84AAOI.  
2. "EAB6AO9 B5N9>FO %'��: F45?<JO, HBD@O, ;4CDBEO, BFK9FO  4 

#D4>F<K9E>B9 ;4ASF<9 №12 

4 %B;84A<9 F45?<J 54;O 84AAOI E <ECB?P;B64A<9@ >BAEFDG>FBD4 < @4EF9D4 F45?<J 6 
%'�� MS Access 
#D4>F<K9E>B9 ;4ASF<9 №13 

2 $45BF4 E 84AAO@< E <ECB?P;B64A<9@ ;4CDBEB6 6 %'�� MS Access. %B;84A<9 
BFK9FB6 6 %'�� MS Access 
�OCB?A9A<9 8B@4LA<I ;484A<= CB D4;89?G 2. �;GK9A<9 EC9J<4?PAB= ?<F9D4FGDO, 
Q?9>FDBAAOI D9EGDEB6 < CB87BFB6>4 D9H9D4FB6 CB 6BCDBE4@: &9>EFB6O= CDBJ9EEBD 
Word. �D4H<K9E><9 6B;@B:ABEF< D984>FBD4. !4;A4K9A<9 < B5?4EF< CD<@9A9A<S 
Q?9>FDBAAOI F45?<J. "EAB6AO9 6B;@B:ABEF< CDB7D4@@O. �4CB?A9A<9 F45?<J < <I 
HBD@4F<DB64A<9. #DB6989A<9 D4EK9F4 CB HBD@G?4@. #D98EF46?9A<9 B5 

 

 



13 

 

BD74A<;4J<< 54; 84AAOI < E<EF9@4I GCD46?9A<S 54;4@< 84AAOI. �A4>B@EF6B E 
%'�� Access. %BDF<DB6>4, CB<E>. "F5BD 84AAOI <; 54;O. %B;84A<9 54;O 84AAOI E 
<ECB?P;B64A<9@ @4EF9D4 %'�� MS Access. %B;84A<9 54;O 84AAOI E 
<ECB?P;B64A<9@ >BAEFDG>FBD4. Power Point . #D<@9A9A<9 QHH9>FB6 4A<@4J<< < 
GCD46?. >?46<L 6 CD9;9AF4J<< 
$4;89? 3. &9?9>B@@GA<>4J<BAAO9 F9IAB?B7<<   

&9@4 10. 
�B@CPRF9DAO9 E9F< 

%B89D:4A<9 GK95AB7B @4F9D<4?4   

"� 01, "� 02,  
"�.03, "� 04, "� 05, 
"�06, "� 07, "� 08, 
"�.09, "� 10, "� 11 

 

1. "EAB6AO9 >B@CBA9AFO >B@CPRF9DAOI E9F9=, >?4EE<H<>4J<S E9F9=, ED98EF64 
C9D984K< 84AAOI.  

2. #D<@9A9A<9 Q?9>FDBAAOI >B@@GA<>4J<= 6 CDBH9EE<BA4?PAB= 89SF9?PABEF<  
4 

#D4>F<K9E>B9 ;4ASF<9 №14 

2 "EGM9EF6?9A<9 8B>G@9AFBB5BDBF4 6 ?B>4?PAB= E9F<, EB6@9EFAB9 <ECB?P;B64A<9 
E9F96OI GEFDB=EF6 

&9@4 11. 
�?B54?PA4S E9FP 
�AF9DA9F 

%B89D:4A<9 GK95AB7B @4F9D<4?4   

"� 01, "� 02,  
"�.03, "� 04, "� 05, 
"�06, "� 07, "� 08, 
"�.09, "� 10, "� 11 

 

1. %B6D9@9AA4S EFDG>FGD4 �AF9DA9F4.  
2. "EAB6AO9 E9D6<EO �AF9DA9F4 4 

#D4>F<K9E>B9 ;4ASF<9 №15 
4 1?9>FDBAA4S CBKF4. #BKFB64S CDB7D4@@4 MS Outlook Express 

#D4>F<K9E>B9 ;4ASF<9 №16 

4 !4EFDB=>4 5D4G;9D4 MS Internet Explorer. #B<E> <AHBD@4J<< 6 7?B54?PAB= E9F< 
�AF9DA9F 

&9@4 12. 

�B>4?PAO9 E9F< 

%B89D:4A<9 GK95AB7B @4F9D<4?4   
"� 01, "� 02,  

"�.03, "� 04, "� 05, 
"�06, "� 07, "� 08, 
"�.09, "� 10, "� 11 

 

1. "5N98<A9A<9 >B@CPRF9DB6 6 ?B>4?PAGR E9FP.  
2. "D74A<;4J<S D45BFO CB?P;B64F9?9= 6 ?B>4?PAOI >B@CPRF9DAOI E9FSI 4 

#D4>F<K9E>B9 ;4ASF<9 №17 

4 $4;7D4A<K9A<9 CD46 8BEFGC4 6 E9F<, B5M99 8<E>B6B9 CDBEFD4AEF6B 6 ?B>4?PAB= 
E9F<. �4M<F4 <AHBD@4J<<, 4AF<6<DGEA4S ;4M<F4 

&9@4 13. 
#D98EF46?9A<9 B 
CDB7D4@@AOI ED98EF64I 
6OEB>BE>BDBEFAOI < 
F9?9>B@@GA<>4J<BA- 

AOI F9IAB?B7<= 

%B89D:4A<9 GK95AB7B @4F9D<4?4   

"� 01, "� 02,  
"�.03, "� 04, "� 05, 
"�06, "� 07, "� 08, 
"�.09, "� 10, "� 11 

 

 

 

1. �B;@B:ABEF< E9F96B7B CDB7D4@@AB7B B59EC9K9A<S 8?S BD74A<;4J<< 
>B??9>F<6AB= 89SF9?PABEF< 6 7?B54?PAOI < ?B>4?PAOI >B@CPRF9DAOI E9FSI: 
6OEB>BE>BDBEFAO9 F9IAB?B7<= A4 CD9@9D9 CDB7D4@@O Zoom, Q?9>FDBAA4S CBKF4, 
K4F, 6<89B>BAH9D9AJ<S, �AF9DA9F-F9?9HBA<S 
 

 

 

2 
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&9@4 14. 

"EAB6O 
<AHBD@4J<BAAB= < 
>B@CPRF9DAB= 
59;BC4EABEF< 

%B89D:4A<9 GK95AB7B @4F9D<4?4 
 

6 "� 01, "� 02,  
"�.03, "� 04, "� 05, 
"�06, "� 07, "� 08, 
"�.09, "� 10, "� 11 

 

1. �AHBD@4J<BAA4S 59;BC4EABEFP. 
2. �4M<F4 BF >B@CPRF9DAOI 6<DGEB6. 
3. "D74A<;4J<S 59;BC4EAB= D45BFO E >B@CPRF9DAB= F9IA<>B= 

�OCB?A9A<9 8B@4LA<I ;484A<= CB D4;89?G 3. �;GK9A<9 EC9J<4?PAB= ?<F9D4FGDO, 
Q?9>FDBAAOI D9EGDEB6 < CB87BFB6>4 D9H9D4FB6 CB 6BCDBE4@: #D98EF46?9A<9 B 
F9IA<K9E><I < CDB7D4@@AOI ED98EF64I F9?9>B@@GA<>4J<BAAOI F9IAB?B7<=. 
�ECB?P;B64A<9 F9EF<DGRM<I CDB7D4@@. "EAB6O EB;84A<S F9EF<DGRM9= 
CDB7D4@@O 6 7BFB6B= B5B?BK>9. �AF<6<DGEAO9 CDB7D4@@O < CDB7D4@@O 
4DI<64J<< 84AAOI 
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3. '%�"��3 $������*�� $��"+�� #$"�$�  / 
��%*�#��!/ 

3.1. &D95B64A<S > @<A<@4?PAB@G @4F9D<4?PAB-F9IA<K9E>B@G 
B59EC9K9A<R 

 

�?S D94?<;4J<< CDB7D4@@O 8<EJ<C?<AO <@99FES 6 A4?<K<< GK95AO= 

>45<A9F <AHBD@4F<><, 8B>G@9AF4J<BAAB7B B59EC9K9A<S GCD46?9A<S, 

F9IA<K9E><I ED98EF6 B5GK9A<S.  

"5BDG8B64A<9 GK95AB7B >45<A9F4: 

 - EFB? CD9CB8464F9?S;  

- EFB?O GK95AO9;  

- EFB?O >B@CPRF9DAO9;  

- 4G8<FBDA4S 8BE>4.  

&9IA<K9E><9 ED98EF64 B5GK9A<S: 

         - C9DEBA4?PAO= >B@CPRF9D E ?<J9A;<BAAO@ CDB7D4@@AO@ 

B59EC9K9A<9@ – D45BK99 @9EFB CD9CB8464F9?S;  

- C9DEBA4?PAO9 >B@CPRF9DO E ?<J9A;<BAAO@ CDB7D4@@AO@ 

B59EC9K9A<9@ – D45BK<9 @9EF4 B5GK4RM<IES; 

 - <AF9D4>F<6A4S 8BE>4; 

 - @G?PF<@98<4 CDB9>FBD;  

- CD<AF9D ?4;9DAO=;  

- >B@C?9>F E9F96B7B B5BDG8B64A<S; 

 - >B@C?9>F B5BDG8B64A<S 8?S CB8>?RK9A<S > E9F< �AF9DA9F; 

 - >B?BA><.  

#DB7D4@@AB9 B59EC9K9A<9:  

- BC9D4J<BAA4S E<EF9@4;  

- H4=?B6O= @9A98:9D (6 EBEF469 BC9D4J<BAAB= E<EF9@O <?< 8D.); 

 - CBKFB6O= >?<9AF (6IB8<F 6 EBEF46 BC9D4J<BAAOI E<EF9@ <?< 8D.); 

 - CDB7D4@@4 8?S BD74A<;4J<< B5M9A<S < 7DGCCB6B= D45BFO E 

<ECB?P;B64A<9@ >B@CPRF9DAOI E9F9=;  

- CDB7D4@@AB9 B59EC9K9A<9 8?S BD74A<;4J<< GCD46?S9@B7B 

>B??9>F<6AB7B < 59;BC4EAB7B 8BEFGC4 6 Internet; 
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 - 4AF<6<DGEA4S CDB7D4@@4; 

 - CDB7D4@@4-4DI<64FBD;  

- E<EF9@4 BCF<K9E>B7B D4ECB;A464A<S F9>EF4; 

 - CDB7D4@@4 8?S ;4C<E< CD < DVD 8<E>B6;  

- >B@C?9>F B5M9GCBFD95<@OI CDB7D4@@, 6>?RK4RM<=: F9>EFB6O= 

D984>FBD, CDB7D4@@G D4;D45BF>< CD9;9AF4J<=, Q?9>FDBAAO9 F45?<JO;  

- ;6G>B6B= D984>FBD; 

 - D984>FBDO 69>FBDAB= < D4EFDB6B= 7D4H<><; 

 - @G?PF<@98<4 CDB<7DO64F9?P. 

 

 

3.2. �AHBD@4J<BAAB9 B59EC9K9A<9 B5GK9A<S 
 

#9D9K9AP D9>B@9A8G9@OI GK95AOI <;84A<=, �AF9DA9F-D9EGDEB6, 
8BCB?A<F9?PAB= ?<F9D4FGDO 

"EAB6A4S ?<F9D4FGD4:  
1. '7D<AB6<K !.�. �AHBD@4F<>4 < <AHBD@4J<BAAO9 F9IAB?B7<<. 

'K95A<> 8?S 10 – 11 >?4EEB6. –  .: �<AB@. �45BD4FBD<S ;A4A<=, 2017. – 

512E.: <?. 

2. �4DB6  .�. "EAB6O <AHBD@4F<><: GK95AB9 CBEB5<9. –  .:("$' , 

2008. 

3.  <I9964 �.�. �AHBD@4F<>4:  GK95A<> 8?S EFG8. ED98. 

CDBH.B5D4;B64A<S/ - 2 – 9<;8, -  .: �;84F9?PE><= J9AFD «�>489@<S», 

2018. – 352E. 

4. �<E9?96 %.�. "C9D4FBD 1� : GK95A<> 8?S A4K. CDBH. "5D4;B64A<S. – 3 

– 9 <;8. –  .: �;84F9?PE><= J9AFD «�>489@<S», 2017. – 352E. 

5. %B69FB6 �.3. �AHBD@4J<BAAO9 F9IAB?B7<<: GK95. 8?S EEG;B6 / %B69FB6 

�.3., *9I4AB6E><= �.�.- .: 2D4=F, 2017. 

�BCB?A<F9?PA4S ?<F9D4FGD4:  
1. ,4L>B64, �.�. �AHBD@4J<BAAO9 F9IAB?B7<< : GK95. CBEB5<9 

[1?9>FDBAAO= D9EGDE] / �.�. ,4L>B64, �.%. �BA><A4, �.�.  4L>B64. – 
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$S;4AP : $S;4AE><= 7BE. 47DBF9I. GA-F <@. #.�. �BEFOK964, 2012. – 539E. 

// (��"' �" $���'. – $9:<@ 8BEFGC4: http://ebs.rgazu.ru/?q=node/4024 

2. !9@JB64 &.� #D4>F<>G@ CB <AHBD@4F<>9: GK95AB9 CBEB5<9 8?S 

EFG89AFB6 %#".– +4EFP 1/ !9@JB64 &.�., !4;4DB64 2.�..– ; CB8 D98. 

�474D<AB= �.�.. -  .: (BDG@-�AHD4- . 

3. )G5496�.�. �AHBD@4F<>4: [&9>EF]  GK95AB9 CBEB5<9. – $BEFB6 A/�.: 

�;84F9?PE><= J9AFD « 4D&»; (9A<>E, 2016. 

4.  <I9964 �.�. #D4>F<>G@ CB <AHBD@4F<>9: GK95AB9 CBEB5<9 8?S 

A4K4?PAB7B CDBH9EE<BA4?PAB7B B5D4;B64A<S -  .: �;84F9?PE><= J9AFD 

«�>489@<S», 2009. 

5. UPGrade. [&9>EF]  �:9@9ESKAO= :GDA4? B >B@CPRF9D4I < 

>B@CPRF9DAOI F9IAB?B7<SI. 

6. �?7BD<F@ 59;BC4EABEF<. [&9>EF]  �:9@9ESKAO= :GDA4?. 

�AHBD@4J<BAAB-4A4?<F<K9E>B9 <;84A<9, BE69M4RM99 6BCDBEO 

F9IA<K9E>B7B B59EC9K9A<S 59;BC4EABEF< B5N9>FB6. 

7. �G>GL><A4  .%. $45BF4 6 MSOffice 2017. &45?<KAO= CDBJ9EEBD Excel 
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