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"G=0O D>@<0 >1CG5=8O 
№ 

?/? 
&5<K ?@0:B8G5A:8E (;01>@0B>@=KE, A5<8=0@A:8E) 70=OB89 

 

�>;8G5AB2> 
G0A>2 
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$0745; 1. &5E=8G5A:85 8 ?@>3@0<<=K5 A@54AB20 @50;870F88 

8=D>@<0F8>==KE ?@>F5AA>2 
1. "A=>2=K5 A2545=8O > ?5@A>=0;L=KE :><?LNB5@0E 8 >?5@0F8-

>==KE A8AB5<0E. 
2 

2. %>AB02 2KG8A;8B5;L=>9 A8AB5<K. 2 

$0745; 2. &8D@>2K5 8=D>@<0F8>==K5 A8AB5<K 8 B5E=>;>388 

6. "?5@0F8>==0O A8AB5<0 3  Windows 7 3 %B0=40@B=K5 ?@8;>-
65=8O «�0;L:C;OB>@», «�;>:=>B» - ?@0:B8G5A:0O @01>B0 =0 
#�. 

 

2 

7. �=B5;;5:BC0;L=K5 F8D@>2K5 B5E=>;>388 3 ?@>3@0<<0 A:0-
=8@>20=8O 8 @0A?>7=020=8O >1@07>2 ABBYY Fine Reader. 

 

2 

8. #@>3@0<<K ?5@52>4G8:8. 2 

9. �% «%5;LE>7B5E=8:0». 2 

$0745; 3. &8D@>2K5 B5E=>;>388 A>2@5<5==>3> >D8A0 
10. -;5:B@>==K9 B5:AB>2K9 ?@>F5AA>@  Word 2010 3 >A=>2K @0-

1>BK. #@0:B8G5A:0O @01>B0 =0 #�. 
2 

11. -;5:B@>==K9 B01;8G=K9 ?@>F5AA>@  Excel 2010 -  >A=>2K @0-
1>BK. #@0:B8G5A:0O @01>B0 =0 #�. 

2 

12. #@>3@0<<0 ?@575=B0F8>==>9 3@0D8:8 Power Point. %>740=85 
?@575=B0F89. 

2 

13. �@E820F8O 40==KE. #@>3@0<<K-0@E820B>@K. 2 

$0745; 4. �=B5@=5B-B5E=>;>388 

14. �=B5@=5B-B5E=>;>388.  #>8A:>2K5 A8AB5<K �=B5@=5B0. -;5:-
B@>==0O ?>GB0. 

 

15. �><?LNB5@=K5 28@CAK. �0I8B0 8=D>@<0F88 2 :><?LNB5@-
=KE A8AB5<0E >1@01>B:8 40==KE (�%"�). 

2 

�A53> G0A>2                                                                                                        16 

 

 

"G=>-70>G=0O  D>@<0 >1CG5=8O 
№ 

?/? 
&5<K ?@0:B8G5A:8E (;01>@0B>@=KE, A5<8=0@A:8E) 70=OB89 

 

�>;8G5AB2> 
G0A>2 

$0745; 1. &5E=8G5A:85 8 ?@>3@0<<=K5 A@54AB20 @50;870F88 

8=D>@<0F8>==KE ?@>F5AA>2 
1. "A=>2=K5 A2545=8O > ?5@A>=0;L=KE :><?LNB5@0E 8 >?5@0F8-

>==KE A8AB5<0E. 
2 

2. %>AB02 2KG8A;8B5;L=>9 A8AB5<K. 2 

$0745; 2. &8D@>2K5 8=D>@<0F8>==K5 A8AB5<K 8 B5E=>;>388 

6. "?5@0F8>==0O A8AB5<0 3  Windows 7 3 %B0=40@B=K5 ?@8;>-
65=8O «�0;L:C;OB>@», «�;>:=>B» - ?@0:B8G5A:0O @01>B0 =0 
#�. 

 

2 

7. �=B5;;5:BC0;L=K5 F8D@>2K5 B5E=>;>388 3 ?@>3@0<<0 A:0-
=8@>20=8O 8 @0A?>7=020=8O >1@07>2 ABBYY Fine Reader. 

 

2 

8. #@>3@0<<K ?5@52>4G8:8. 2 
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9. �% «%5;LE>7B5E=8:0». 2 

$0745; 3. &8D@>2K5 B5E=>;>388 A>2@5<5==>3> >D8A0 
10. -;5:B@>==K9 B5:AB>2K9 ?@>F5AA>@  Word 2010 3 >A=>2K @0-

1>BK. #@0:B8G5A:0O @01>B0 =0 #�. 
2 

11. -;5:B@>==K9 B01;8G=K9 ?@>F5AA>@  Excel 2010 -  >A=>2K @0-
1>BK. #@0:B8G5A:0O @01>B0 =0 #�. 

2 

12. #@>3@0<<0 ?@575=B0F8>==>9 3@0D8:8 Power Point. %>740=85 
?@575=B0F89. 

2 

13. �@E820F8O 40==KE. #@>3@0<<K-0@E820B>@K. 2 

$0745; 4. �=B5@=5B-B5E=>;>388 

14. �=B5@=5B-B5E=>;>388.  #>8A:>2K5 A8AB5<K �=B5@=5B0. -;5:-
B@>==0O ?>GB0. 

 

15. �><?LNB5@=K5 28@CAK. �0I8B0 8=D>@<0F88 2 :><?LNB5@-
=KE A8AB5<0E >1@01>B:8 40==KE (�%"�). 

2 

�A53> G0A>2                                                                                                        16 

 

5.4 %>45@60=85 @0745;>2 48AF8?;8=K 

 

№ 

?/? 
!08<5=>-
20=85 
@0745;0 
(B5<K) 

%>45@60=85 @0745;0 �><?5-
B5=F88 

1.  &5E=8-
G5A:85 8 
?@>-
3@0<<-
=K5 A@54-
AB20 @50-
;870F88 

 8=D>@-
<0F8>=-
=KE ?@>-
F5AA>2. 

   �=D>@<0B870F8O 8 55 @>;L 2 687=8 >1I5AB20. 
�=D>@<0B870F8O, ?>=OB85, ACI=>ABL, ?>B5=F80;. 
   �=D>@<0F8O 8 55 A2>9AB20. 
 #>=OB85 8=D>@<0F88. �=D>@<0F8>==K5 @52>;N-
F88.  
�=D>@<0F8O 8 40==K5. �84K 8=D>@<0F88. %2>9-
AB20 8=D>@<0F88.  5@K 8=D>@<0F88. �=D>@<0F8-
>==K9 ?@>F5AA. 
  %>AB02 2KG8A;8B5;L=>9 A8AB5<K. 
�??0@0B=>5 >15A?5G5=85. 
#@>3@0<<=>5 >15A?5G5=85. '@>2=8 ?@>3@0<<=>3> 
>15A?5G5=8O. �;0AA8D8:0F8O ?@8:;04=KE 8 A;C-
651=KE ?@>3@0<<=KE A@54AB2. 
  �@E8B5:BC@0 ?5@A>=0;L=>3> :><?LNB5@0. 
"A=>2=K5 1;>:8 #� 8 8E =07=0G5=85.  
#5@8D5@89=K5 CAB@>9AB20 #�. 
  �;3>@8B<870F8O 8 ?@>3@0<<8@>20=85. 
#>=OB85 0;3>@8B<0. �84K 0;3>@8B<>2. %2>9AB20 0;-
3>@8B<>2. 
#@>3@0<<0 8 ?@>3@0<<8@>20=85. 
/7K:8 ?@>3@0<<8@>20=8O. 
  "?5@0F8>==K5 A8AB5<K. 

�� 1 '� 1 
 

 



12 

#>=OB85 8 DC=:F88 >?5@0F8>==>9 A8AB5<K. 
"?5@0F8>==K5 >1>;>G:8. "@30=870F8O D09;>2>9 
AB@C:BC@K. "1A;C6820=85 D09;>2>9 AB@C:BC@K. 
#@>G85 DC=:F88 >?5@0F8>==KE A8AB5<. "?5@0F8-
>==0O A8AB5<0 Windows 7. 

2. &8D@>-
2K5 8=-
D>@<0-
F8>==K5 
A8AB5<K 
8 B5E=>-
;>388. 

     �=D>@<0F8>==K5 A8AB5<K. 
#>=OB85 8=D>@<0F8>==>9 A8AB5<K. 
$>;L AB@C:BC@K C?@02;5=8O 2 8=D>@<0F8>==>9 A8-
AB5<5. 
#@>F5AAK 2 8=D>@<0F8>==>9 A8AB5<5. 
%B@C:BC@0 8=D>@<0F8>==>9 A8AB5<K, >15A?5G820-
NI85 ?>4A8AB5<K. 
 #@8<5@K 8=D>@<0F8>==KE A8AB5<. 
     �=D>@<0F8>==K5 B5E=>;>388. 
�=D>@<0F8>==K5 B5E=>;>388 3 ?>=OB85, MB0?K @07-
28B8O. 
%CI=>ABL, :><?>=5=BK, :;0AA8D8:0F8O, >A>15==>-
AB8 2K1>@0 8 8A?>;L7>20=8O 8=D>@<0F8>==KE B5E-
=>;>389. 
�=AB@C<5=B0@89 8=D>@<0F8>==>9 B5E=>;>388. 
     �84K 8=D>@<0F8>==KE B5E=>;>389. 
"A=>2=K5 ?@8=F8?K >1@01>B:8 40==KE 2 ?@>D5AA8-
>=0;L=>9 45OB5;L=>AB8. 
"17>@ <5B>4>2 8 A@54AB2 >1@01>B:8 40==KE. 
      �=B5;;5:BC0;L=K5 A8AB5<K 8 B5E=>;>388. 
     "1I85 ?>=OB8O 8=B5;;5:BC0;L=KE A8AB5<. 
&5E=>;>38O 02B><0B8G5A:>3> @0A?>7=020=8O >1@0-
7>2 ABBYY Fine Reader. 

&5E=>;>38O E@0=8;8I 40==KE 8 8=B5;;5:BC0;L=K9 
0=0;87 40==KE. 
 %8AB5<K ?>445@6:8 8==>20F8>==>9 45OB5;L=>AB8. 
&5E=>;>38O <0H8==>3> ?5@52>40 PROMT. 

      �5>8=D>@<0F8>==K5 F8D@>2K5 B5E=>;>388.  
"?@545;5=85 ��%. -B0?K @0728B8O, DC=:F88, A8-
AB5<=K5 C@>2=8. %D5@K ?@8<5=5=8O. 

�� 1 '� 1 
 

3. &8D@>-
2K5 B5E-
=>;>388 
A>2@5-
<5==>3> 
>D8A0. 

  "1I85 A2545=8O > M;5:B@>==KE @540:B>@0E. 
&5:AB>2K5 @540:B>@K. &5:AB>2K5 ?@>F5AA>@K. �@0-
D8G5A:85 @540:B>@K. $0AB@>2K5 @540:B>@K. �5:B>@-
=K5 @540:B>@K. $540:B>@K B@5E<5@=>9 3@0D8:8. 
Web-@540:B>@K.   -;5:B@>==K9 B5:AB>2K9 ?@>F5A-
A>@ Microsoft Word 2010 3 >A=>2=K5 A2545=8O. 
#@85<K A>740=8O 4>:C<5=B>2. #@85<K @01>BK A 
B01;8F0<8 8 D>@<C;L=K<8 2K@065=8O<8. #@85<K 
@01>BK A 3@0D8G5A:8<8 >1J5:B0<8. %>740=85 A?8A-
:>2, A=>A>:, AE5<. 

�� 1 '� 1 
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  "1I85 A2545=8O >1 M;5:B@>==KE B01;8F0E. 
"A=>2=K5 ?>=OB8O M;5:B@>==KE B01;8F. %>45@60-
=85 M;5:B@>==KE B01;8F. #@8<5=5=85 M;5:B@>==KE 
B01;8F 4;O @0AG5B>2.   -;5:B@>==K9 B01;8G=K9 ?@>-
F5AA>@ Ms Excel 2010.  "1@01>B:0 40==KE A@54-
AB20<8 M;5:B@>==KE B01;8F. �2B><0B870F8O 2KG8A-
;5=89. �B>3>2K5 2KG8A;5=8O 2 M:>=><8G5A:8E 8 
1CE30;B5@A:89 @0AG5B0E. #>AB@>5=85 4803@0<< 8 
3@0D8:>2. 
   �07K 40==KE 8 A8AB5<K C?@02;5=8O 1070<8 
40==KE. "A=>2=K5 ?>=OB8O 107 40==KE. %B@C:BC@8-
@>20==K5 40==K5. �=D>@<0F8>==K5 <>45;8. �84K 
107 40==KE. %'�� Ms Access. 

4. �=B5@-
=5B-B5E-
=>;>388. 

�>:0;L=K5 8 3;>10;L=K5 :><?LNB5@=K5 A5B8. 
#>=OB85 ��%. "A>15==>AB8 >@30=870F88, D878G5-
A:0O ?5@540NI0O A@540, B>?>;>388 8 <5B>4K 4>-
ABC?0. #@>B>:>;K ��%. �=B5@=5B. %>2@5<5==0O 
AB@C:BC@0 A5B8 �=B5@=5B, A8AB5<0 04@5A0F88. "A-
=>2=K5 A5@28AK.  "A=>20 B5E=>;>388 WWW. #>8A-
:>2K5 A8AB5<K �=B5@=5B0. -;5:B@>==0O ?>GB0.  
�0I8B0 8=D>@<0F88 2 �%"�. 

*5;8 70I8BK 8=D>@<0F88. �;0AA8D8:0F8O A?>A>-
1>2 8 A@54AB2 70I8BK 8=D>@<0F88.  5@K 70I8BK. 
�><?LNB5@=K5 28@CAK. %?>A>1K 1>@L1K. 

 

 

6. 'G51=>-<5B>48G5A:>5 >15A?5G5=85 A0<>AB>OB5;L=>9 @01>BK 

 

                 &5<0B8G5A:89 ?;0= A0<>AB>OB5;L=>9 @01>BK 

№ 

?/? 
&5<0B8:0 A0<>AB>OB5;L=>9  

@01>BK 

�>;8G5-
AB2> G0-
A>2 

$5:><5=4C5<K5 8AB>G=8:8 8=-
D>@<0F88 (№ 8AB>G=8:0) 

>A=>2-
=0O (87 
?.8 
$#�) 

4>?>;-
=8B5;L-
=0O (87 
?.8 
$#�) 

(�=B5@=5B-
@5AC@AK) 
(87 ?.9 
$#�) 

1. �=D>@<0F8O 8 40==K5. 1 1,4,6 10 1,2,5,6,9,10 

2. %8AB5<K AG8A;5=8O. 1 1,4,6 10 1,2,5,6,9,10 

3. �;0AA8D8:0F8O -� .       1 1,4,6 10 1,2,5,6,9,10 

4. #5@8D5@89=K5 CAB@>9AB20 ?5@-
A>=0;L=>3> :><?LNB5@0. 

1 1,4,6 10 1,2,5,6,9,10 

5. �;0AA8D8:0F8O ?@>3@0<<=>3> 
>15A?5G5=8O. 

2 6 8,14,15 1,2,5,6,9,10 

6. /7K:8 ?@>3@0<<8@>20=8O 2K-
A>:>3> C@>2=O. 

1 6 8,14,15 1,2,5,6,9,10 
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7. (C=:F88 >?5@0F8>==KE A8AB5< 
?5@A>=0;L=>3> :><?LNB5@0. 

1 3 10,12 1,2,5,6,9,10 

8. "A=>2K @01>BK A >?5@0F8>==>9 
A8AB5<>9 Windows 7. 

2 3 10,12 1,2,5,6,9,10 

9. %B0=40@B=K5 ?@8;>65=8O >?5-
@0F8>==>9 A8AB5<K Windows7.  

2 3 9,10,12 1,2,5,6,9,10 

10. %;C651=K5 ?@8;>65=8O >?5@0-
F8>==>9 A8AB5<K Windows7. 

2 3 9,10,12 1,2,5,6,9,10 

11. "A=>2K :><?LNB5@=>9 3@0-
D8:8. $0AB@>20O 8 25:B>@=0O 
3@0D8:0. 

2 6 10 1,2,5,6,9,10 

12.. #@85<K 8 <5B>4K @01>BK A> 
A60BK<8 40==K<8. 

2 4,5 11 1,2,5,6,9,10 

13. �><?LNB5@=K5 28@CAK. 1 4,5 11 1,2,5,6,9,10 

14. �0I8B0 8=D>@<0F88 2 �%"�. 1 4,5 11 1,2,5,6,9,10 

15 #>43>B>2:0 : ?@0:B8G5A:8< 70-
=OB8O< 

28 4,5 11 1,2,5,6,9,10 

 �A53>,G0A. 40    

 

 5B>48G5A:85 @5:><5=40F88 ABC45=BC : A0<>AB>OB5;L=>9 @01>B5 2 <5B>48-
G5A:89 C:070=8O (? 8 $#�) 

 

 

'G51=>-<5B>48G5A:85 <0B5@80;K 4;O A0<>AB>OB5;L=>9 @01>BK: 

 

1. �30;LF>2 �.#. �=D>@<0B8:0 4;O M:>=><8AB>2.: 'G51=8:.:  .: �� ("-
$' , �!($�.-2012.-448 A. 

2. �010H, �. �. �=D>@<0F8>==0O 157>?0A=>ABL [&5:AB] : ;01>@0B>@=K9 ?@0:-
B8:C<: CG51=>5 ?>A>185. - 2-5 874., AB5@. -  >A:20 : �!"$'%, 2013. - 136A. - (�0-
:0;02@80B).  

3. �0B052 �.�. "?5@0F8>==K5 A8AB5<K 8 A@54K: CG51=8:.  : �* «�:045-
<8O», 2014.- 272 A. 

4.  �0A8;L52 �.�. #@0:B8:C< ?> 8=D>@<0B8:5: CG51=>5 ?>A>185 - .: (>@C<, 
2011.-336 A. 

 5. �>;8F8=0 ".�. /7K:8 ?@>3@0<<8@>20=8O: CG51=>5 ?>A>185. %#1:#8B5@, 
2015.- 336 A. 
         6. �=D>@<0F8>==K5 B5E=>;>388 2 >1@07>20=88 [-;5:B@>==K9 @5AC@A] : 
CG51. / �.�. �0@0=>20 [8 4@.]. 4 -;5:B@>=. 40=. 4 %0=:B-#5B5@1C@3: �0=L, 2016. 
4 296 A. 4 $568< 4>ABC?0: https://e.lanbook.com/book/81571 

         7.  5B>48:0 >1CG5=8O 8=D>@<0B8:5 [-;5:B@>==K9 @5AC@A] : CG51. ?>A>185 
/  .#. �0?G8: [8 4@.]. 4 -;5:B@>=. 40=. 4 %0=:B-#5B5@1C@3: �0=L, 2016. 4 392 

A. 4 $568< 4>ABC?0: https://e.lanbook.com/book/71718 

        8.  >A:28B8=, �.�. $5H5=85 7040G =0 :><?LNB5@0E. %?5F8D8:0F8O 7040G8 
[-;5:B@>==K9 @5AC@A] : 2018-07-12 / �.�.  >A:28B8=. 4 -;5:B@>=. 40=. 4 

https://e.lanbook.com/book/81571
https://e.lanbook.com/book/71718
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%0=:B-#5B5@1C@3 : �0=L, 2018. 4 228 A. 4 $568< 4>ABC?0: 
https://e.lanbook.com/book/107947 .  

         9. !5AB5@>2, %.�. "A=>2K 8=D>@<0F8>==>9 157>?0A=>AB8 [-;5:B@>==K9 @5-
AC@A] : CG51. ?>A>185 / %.�. !5AB5@>2. 4 -;5:B@>=. 40=. 4 %0=:B-#5B5@1C@3 : 
�0=L, 2018. 4 324 A. 4 $568< 4>ABC?0: https://e.lanbook.com/book/103908 

      10. #OB81@0B>2, �. #. �KG8A;8B5;L=K5 A8AB5<K, A5B8 8 B5;5:><<C=8:0F88 
[&5:AB] : CG51=8:, @5:.  8=. >1@07>20=8O $( 4;O ABC4. 2C7>2 ?> A?5F. "#@8:;04-
=0O 8=D>@<0B8:0 2 M:>=><8:5" / ?>4 @54. �. #. #OB81@0B>20. - 2-5 874., ?5@5@01. 
8 4>?. -  >A:20 : (8=0=AK 8 AB0B8AB8:0, 2001. - 512A. : 8;. - ISBN 5-279-02301-9 

. 

     11. %8<0=>28G %.�. �=D>@<0B8:0. �07>2K9 :C@A. 'G51=8:. �;O 2C7>2. �;O 
10:0;02@>2 8 A?5F80;8AB>2. %#1.: #8B5@, 2012.- 640 A.   
      12.%>25B>2, �./. �=D>@<0F8>==K5 B5E=>;>388 [&5:AB] : CG51=8: 4;O ?@8-
:;04=>3> 10:0;02@80B0, @5:><. ' " 2KAH53> >1@07>20=8O . - 6-5 874., ?5@5@01. 8 
4>?. -  >A:20 : �740B5;LAB2> .@09B, 2015. - 263A. - (�0:0;02@. #@8:;04=>9 :C@A). 
- ISBN 978-5-9916-4359-7. 

     13. (54>B>20 �.�. �=D>@<0F8>==K5 B5E=>;>388 8 A8AB5<K: CG51=>5 ?>A>185. 
- .: �� ("$' :�!($�- , 2013.-325 A.    
     14.);51=8:>2, �.�. �=D>@<0F8>==K5 B5E=>;>388 [&5:AB] : CG51=8:, @5:><. 
' " ?> >1@07. 2 >1;0AB8 ?@8:;04=>9 8=D>@<0B8:8 4;O ABC4. 2C7>2 ?> A?5F. 
"#@8:;04=0O 8=D>@<0B8:0". -  >A:20: �!"$'%, 2014. - 472A. - (�0:0;02@80B). - 
ISBN 978-5-406-02419-5. 

     15. -;5:B@>==>-181;8>B5G=0O A8AB5<0 «�740B5;LAB2> �0=L» («�=65=5@=K5 
=0C:8» 8 «�=D>@<0B8:0») OOO «�740B5;LAB2> �0=L» %0=:B-#5B5@1C@3 �>3>2>@ 
№ 36 >B 02.03.20183.A 15/04/18 4> 15/04/2019 - http://e.lanbook.com. 
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