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1. Ц9?< < ;484K< 8<EJ<C?<AO 

*9?S@< CD4>F<>< CB CB?GK9A<R C9D6<KAOI CDBH9EE<BA4?PAOI G@9A<= 
< A46O>B6, 6 FB@ K<E?9 C9D6<KAOI G@9A<= < A46O>B6 A4GKAB-
<EE?98B64F9?PE>B= D45BFO S6?SRFES: HBD@<DB64A<9 >B@C9F9AJ<=, 
A4CD46?9AAOI A4 ;4>D9C?9A<9 < G7?G5?9A<9 F9BD9F<K9E>B= CB87BFB6>< 
B5GK4RM97BES < CD<B5D9F9A<9 <@ CD4>F<K9E><I A46O>B6 < >B@C9F9AJ<= 6 
EH9D9 CDBH9EE<BA4?PAB= 89SF9?PABEF<. 

�484K< CDBIB:89A<S CD4>F<><: 
1 ;4>D9C?9A<9 < G7?G5?9A<9 F9BD9F<K9E><I ;A4A<=, CB?GK9AAOI CD< 

<;GK9A<< 8<EJ<C?<A CDBH9EE<BA4?PAB7B J<>?4; 
2) CB?GK9A<9 A46O>B6 E4@BEFBSF9?PAB7B CB<E>4 <AHBD@4J<< A4 

;484AAGR F9@G 6 5<5?<BF9>4I < 6 E9F< �AF9DA9F; 
3) CB87BFB6>4 < BHBD@?9A<9 ?<F9D4FGDAB7B B5;BD4 A4 ;484AAGR F9@G 6 

EBBF69FEF6<< E <A8<6<8G4?PAO@ ;484A<9@; 
4) E4@BEFBSF9?PAB9 BE6B9A<9 >B@CPRF9DAOI CDB7D4@@; 
5) D4;D45BF>4 < CB87BFB6>4 CD9;9AF4J<BAAOI @4F9D<4?B6 A4 ;484AAGR 

F9@G 6 EBBF69FEF6<< E <A8<6<8G4?PAO@ ;484A<9@; 
6) ;4>D9C?9A<9 < G7?G5?9A<9 F9BD9F<K9E><I ;A4A<= CB CDBE?GL4AAO@ 

;4 6D9@S B5GK9A<S 6 GA<69DE<F9F9 8<EJ<C?<A4@, EC9J>GDE4@; 
7) <AEF4??SJ<S, EBCDB6B:89A<S < A4EFDB=>< CDB7D4@@AB7B 

B59EC9K9A<S B5M97B A4;A4K9A<S < EC9J<4?<;<DB64AAOI CDB7D4@@; 
8) <;7BFB6?9A<9 D4;?<KAB7B DB84 <AHBD@4J<BAAOI @4F9D<4?B6 E 

<ECB?P;B64A<9@ >B@CPRF9DAOI F9IAB?B7<=. 
9) EB;84A<9 GE?B6<= 8?S CD4>F<K9E>B7B CD<@9A9A<S ;A4A<= 6 B5?4EF< 

B5M9CDBH9EE<BA4?PAOI, EC9J<4?<;<DB64AAOI >B@CPRF9DAOI < 
@4F9@4F<K9E><I 8<EJ<C?<A, 

12) HBD@<DB64A<9 < EB69DL9AEF6B64A<9 54;B6OI CDBH9EE<BA4?PAOI 
A46O>B6 < G@9A<= 6 B5?4EF< CD<@9A9A<S EB6D9@9AAOI <AHBD@4J<BAAOI 
F9IAB?B7<=. 

 

2.  9EFB CD4>F<>< 6 EFDG>FGD9 ���� 

!4GKAB-<EE?98B64F9?PE>4S D45BF4 (CB?GK9A<9 C9D6<KAOI A46O>B6 
A4GKAB-<EE?98B64F9?PE>B= D45BFO) (6OK<E?<F9?PA4S CD4>F<>4) BFABE<FES > 
54;B6B= (B5S;4F9?PAB=) K4EF< GK95AB7B C?4A4 (�2.".01.02(')). #D4>F<>4 
D94?<;G9FES >4H98DB= <AHBD@4J<BAAOI B5D4;B64F9?PAOI F9IAB?B7<= < 
E<EF9@ �AEF<FGF4 H<;<>B-@4F9@4F<K9E>B7B B5D4;B64A<S, <AHBD@4J<BAAOI < 
B5E?G:<64RM<I F9IAB?B7<= (��"' �" «��#'».  

!9B5IB8<@O@ GE?B6<9@ 8?S CDBIB:89A<S CD4>F<>< S6?SRFES ;A4A<S 
F45?<KAOI CDBJ9EEBDB6 (Q?9>FDBAAOI F45?<J); G@9A<S D4E>DO64FP 
;4>BAB@9DABEF< < CD<AJ<CO BD74A<;4J<< <EE?98B64F9?PE>B= 89SF9?PABEF<; 

A46O>4@< CB<E>4, EBDF<DB6>< < 6O5BD4 84AAOI CB D4;?<KAO@ >D<F9D<S@, 
<ECB?P;GS F45?<KAO= CDBJ9EEBD 6 >4K9EF69 54;O 84AAOI. 
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%B89D:4A<9 CD4>F<>< S6?S9FES ?B7<K9E><@ CDB8B?:9A<9@ EB89D:4A<S 
8<EJ<C?<A «*<HDB6O9 F9IAB?B7<< B5D4;B64A<S» < BEAB6B= 8?S <;GK9A<S 
E?98GRM<I 8<EJ<C?<A: «#DB9>F<DB64A<9 < <ECB?P;B64A<9 54; 84AAOI 
B5D4;B64F9?PAOI BD74A<;4J<=», «&9IAB?B7<S EB;84A<S Q?9>FDBAAOI GK95AOI 
@4F9D<4?B6», «�;5D4AAO9 7?46O <AHBD@4F<><», «#D4>F<>G@ CB D9L9A<R 
;484K A4 -� », «�EFBD<S <AHBD@4F<><». 

 

3. �9D9K9AP C?4A<DG9@OI D9;G?PF4FB6 B5GK9A<O CB 8<EJ<C?<A9 
(@B8G?N), EBBFA9E9AAOI E <A8<>4FBD4@< 8BEF<:9A<O >B@C9F9AJ<= 

�B8 CB (��! �� ИA8<>4FBD 8BEF<:9A<O 
 9;G?PF4FO B5GK9A<O CB 

8<EJ<C?<A9 
'A<69DE4?PAO9 

   

"5M9CDBH9EE<BA4?PAO9 
   

#DBH9EE<BA4?PAO9 

#�-3 

#�-3.1; 

#�-3.2; 

#�-3.3; 

 

#�.3.1. %CBEB59A HBD@<DB64FP 
< D94?<;B6O64FP CDB7D4@@O 
D4;6<F<S GA<69DE4?PAOI 
GK95AOI 89=EF6<= CB 
<AHBD@4F<>9 
#�.3.2. �9@BAEFD<DG9F ;A4A<9 
EB89D:4A<S B5D4;B64F9?PAOI 
CDB7D4@@ CB <AHBD@4F<>9  
#�.3.3. %CBEB59A 
CDB9>F<DB64FP B5D4;B64F9?PAO9 
CDB7D4@@O D4;?<KAOI GDB6A9= 
< Q?9@9AFO B5D4;B64F9?PAOI 
CDB7D4@@ 6 CD98@9FAB= B5?4EF< 
«�AHBD@4F<>4» 

 

4. !FDG>FGD4 < EB89D:4A<9 8<EJ<C?<AO 

�OK<E?<F9?PA4S CD4>F<>4 (GK95A4S) CDB6B8<FES 6 F9K9A<9 2 A989?P 6 
>B?<K9EF69 108 K4EB6 (3,0 >D98<FB6). 

О@74=874F8>==O9 QB4? 

1.1.'EF4AB6BKA4S >BAH9D9AJ<S 
1.2.�AEFDG>F4: CB F9IA<>9 59;BC4EABEF< 

ОA=>6=>9 QB4? 

2.1. ";A4>B@<FPES < <;GK<FP F9BD9F<K9E><9 E6989A<S GK95AB7B CBEB5<S 
CB 6OK<E?<F9?PAB= CD4>F<>9. 

2.2. �OCB?A<FP D4EK9FO 6 CDB7D4@@9 Microsoft Excel: 
− D9L<FP CD<>?48AGR ;484KG, EB;84FP Q>;4@9A4J<BAAO9 698B@BEF< CB 

A9E>B?P><@ 8<EJ<C?<A4@, 4 F4>:9 698B@BEFP A4;A4K9A<S EF<C9A8<<, 
EB89D:4MGR EF4F<EF<K9E><9 D4EK9FO: >B?<K9EF6B E84AAOI Q>;4@9AB6 
>4:8O@ BF89?PAO@ EFG89AFB@, ED98A<= 54?? CB D9;G?PF4F4@ E84K< Q>;4@9AB6 
CB >4:8B@G EFG89AFG, EF<C9A8<4?PAO= HBA8 CB 7DGCC9 6 J9?B@; 

− EB;84FP F45?<JG E <ECB?P;B64A<9@ GE?B6AB7B HBD@4F<DB64A<S, 
F45?<JG, EB89D:4MGR 54;G 84AAOI B C?4A9F4I EB?A9KAB= E<EF9@O, 
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8<47D4@@G @4EE C?4A9F, D4EK9F >B?<K9EF64 8A9=, 6D9@9A<, CDBL98L<I BF 
B8AB7B EB5OF<S 8B 8DG7B7B; 

− ;4C<E4FP 4D<H@9F<K9E><9 6OD4:9A<S < 6OK<E?<FP <I ;A4K9A<S, 
CDBF45G?<DB64FP HGA>J<R A4 ;484AAB@ BFD9;>9 E ;484AAO@ L47B@, 
D4EEK<F4FP EFB<@BEFP ;4>4;4 A4 CD<B5D9F9A<9 >B@CPRF9D4 BCD989?9AAB= 
>BAH<7GD4J<< E <ECB?P;B64A<9@ Q?9@9AFB6 GCD46?9A<S; 

− D9L<FP E<EF9@G ?<A9=AOI 4?795D4<K9E><I GD46A9A<= < 6OK<E?<FP 
;A4K9A<9 >648D4F<KAB= HBD@O; 

− CBEFDB<FP 7D4H<>< ;484AAOI HGA>J<=, 86GI HGA>J<=, CB69DIABEF<, 
A4=F< >BDA< GD46A9A<S; 

− D9L<FP FD4AECBDFAGR ;484KG, ;484KG B A4;A4K9A<SI, ?<A9=AGR 
BCF<@<;4J<BAAGR ;484KG, E<EF9@G A9?<A9=AOI GD46A9A<=, GD46A9A<9 
D97D9EE<<. 

ИB>7>6O9 QB4? 

3.1 "HBD@<FP < ;4M<F<FP BFK9F CB 6OK<E?<F9?PAB= CD4>F<>9.  
"FK9F 8B?:9A EB89D:4FP: F<FG?PAGR EFD4A<JG; B7?46?9A<9 BFK9F4 E 

G>4;4A<9@ A4;64A<= D4;89?B6 < EFD4A<J; 66989A<9; ?<EFO D45BK<I >A<7; BF69FO 
A4 >BAFDB?PAO9 6BCDBEO; 6O6B8O; EC<EB> <ECB?P;B64AAB= ?<F9D4FGDO. 

"FK9F CB87BFB6<FP < A4C9K4F4FP ED98EF64@< CDB7D4@@ MS EXCEL < MS 

WORD: F<FG?PAO= ?<EF: HBD@4F �4, CB?S 6E9 2 E@, >DB@9 CD46B7B – 1 E@; 
?<EFO >A<7 6EF46<FP A4 EFD4A<JO BFK9F4 >4> B5N9>F: �EF46>4\"5N9>F\6>?48>4 
%B;84A<9 <; H4=?4\G>4;4FP CB?AB9 <@S >A<7< <?< �EF46>4\"5N9>F\6>?48>4 
�<EF Microsoft Excel, ;4F9@, <ECB?P;GS 5GH9D B5@9A4, 6EF46<FP 6 EB;84AAO= 
?<EF AG:AO9 84AAO9 <; >A<7<. �OCB?ASFP BC<E4AAO9 89=EF6<S 8?S 6E9I 
;484A<=. 

� D4EC9K4F4AAB@G BFK9FG A9B5IB8<@B CD<?B:<FP A4 >B@C4>F-8<E>9 
Q?9>FDBAAO= 64D<4AF BFK9F4 < EB5EF69AAGR C4C>G E 6OCB?A9AAO@ ;484A<9@. 

 

5.  9FB8<K9E>B9 B59EC9K9A<9. �5D4;B64F9?PAO9 F9IAB?B7<< 

#D9CB8464A<9 8<EJ<C?<AO 6989FES E CD<@9A9A<9@ E?98GRM<I 6<8B6 
B5D4;B64F9?PAOI F9IAB?B7<=. 

!4DS8G E @9FB8<>B= FD48<J<BAAB= ?9>J<BAAB-CD4>F<K9E>B= D45BFO 
CD98GE@BFD9AB <ECB?P;B64A<9 4>F<6AOI HBD@ < @9FB8B6 GK95AB= 
89SF9?PABEF<, 6 FB@ K<E?9: GK95AO9 8<E>GEE<<, 59E98O, @B;7B6B= LFGD@. 

 9FB8<>4 CDB5?9@AB-8<4?B7<K9E>B7B B5GK9A<S CD<@9AS9FES 6 CDBJ9EE9 
?9>J<BAAB= D45BFO A48 GK95AO@ @4F9D<4?B@ 6 >4:8B= <; F9@ GK95AB= 
8<EJ<C?<AO. 

 9FB8<>4 B5GK9A<S 6 EBFDG8A<K9EF69 E CD<@9A9A<9@ >B@4A8AOI, 
7DGCCB6OI 6<8B6 D45BFO <ECB?P;G9FES 6 CDBJ9EE9 BD74A<;4J<< ?45BD4FBDAOI 
D45BF. 

 9FB8<>4 <EE?98B64F9?PE>B= 89SF9?PABEF< <ECB?P;G9FES >4> BEAB64 8?S 
BD74A<;4J<< E4@BEFBSF9?PAB= D45BFO EFG89AFB6 6 B5N9@9 GK95AOI F9@. 

#D<@9ASRFES ED98EF64 @G?PF<@98<4: CD9;9AF4J<<, 6<89B, 54;O -"$. 
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И=D>@<4F8>==O9 B9E=>;>788: <ECB?P;B64A<9 Q?9>FDBAAOI 
B5D4;B64F9?PAOI D9EGDEB6 (Q?9>FDBAAO= >BAEC9>F, D4;@9M9AAO= 6B 
6AGFD9AA9= E9F< <?< F.C.). 

Р45>B4 6 :><4=89, ?@>9:B=4я 89яB9;P=>ABP: EB6@9EFA4S D45BF4 
EFG89AFB6 6 7DGCC9 CD< 6OCB?A9A<< CD4>F<K9E><I D45BF. 

 

7. 'K95AB-@9FB8<K9E>B9 < CDB7D4@@AB-<AHBD@4J<BAAB9 
B59EC9K9A<9 8<EJ<C?<AO 

4) "EAB6A4S ?<F9D4FGD4:  
1. �OK<E?<F9?PA4S CD4>F<>4 : GK95.CBEB5<9 CB CD4>F<>9 / 

&.�. �D4@4D9A>B, %.�. "ABCK9A>B; �"' �#" �!$ «�!' <@9A< &4D4E4 
Ш96K9A>B». – �G74AE> : «�A<F4», 2017. – 116 E. 

2. �4DA496 �. .. �ECB?P;B64A<9 Excel < VBA 6 Q>BAB@<>9 < 
H<A4AE4I. – %#5.: �)� – %4A>F-#9F9D5GD7, 2000. – 336 E.: <?. 

3. �G5<A4 &. !.,  4E<A4 ". !., �G5<A  . �. $45BF4 6 Microsoft Office: 
'K95AB-@9FB8<K9E>B9 CBEB5<9. –  : &* %(�$�, �?9J: ��' 
<@. �. �. �GA<A4, 2006. – 170 E. 

4. �G5<A4 �. �, "D?B64 %. �, ШG5<A4 �. .. MS Excel 6 
Q?9>FDBF9IA<>9 < Q?9>FDBA<>9. – %#5. : �)� – %4A>F-#9F9D5GD7, 2001. – 304 

E. 
5. �BDA<9A>B  . . �AHBD@4F<>4. -?9>FDBAAO9 F45?<JO Excel : 

F9BD9F<K9E><9 BEAB6O, CD<@9DO < ;484A<S, CD4>F<K9E><9 D45BFO / 
 .  . �BDA<9A>B, �. �. �64AB64. – ). : �9EF4 : �;8-6B ,,$4AB>’’, 2008. – 48 E.  

 
5) �BCB?A<F9?PA4S ?<F9D4FGD4: 
1. �GDF9D �:.,  4D>6< �. Microsoft Office 2000: GK95AO= >GDE – %#5. : 

#<F9D, 2001. – 640 E. 
2.  4>E<@B6 �. �., �D<A96 �. �. Word 2000. &B?P>B FB, KFB AG:AB. – 

 .: %B?BA-$, 2000. – 346 E. 
3. "EAB6O <AHBD@4J<BAAOI F9IAB?B7<=: Windows, Paint, Word, Excel. 

'K95AB9 CBEB5<9 / #B8 D98. �. �. #46?B64. –  . : �;84F9?PEF6B �EEBJ<4J<< 
EFDB<F9?PAOI 6G;B6, 2001. – 176 E. 

4. #9D<, �D97. "E6B= E4@BEFBSF9?PAB Microsoft Office 2000 ;4 24 K4E4. : 
#9D. E 4A7?.: 'K95.CBEB5<9. –  . : �<?PS@E, 2000. – 368 E. 

5. $9=;A9D, &DG8<. "E6B= E4@BEFBSF9?PAB Microsoft Excel ;4 24 K4E4.: 
#9D. E 4A7?.: 'K95.CBEB5<9. –  . : �<?PS@E, 2000. – 480 E. 

 

6) �AF9DA9F-D9EGDEO: 
1. -"$ « <D <AHBD@4F<><» > ' � 3-4 >?4EEO ((�"%),  B7<?96 �.�. 

< 8D.; 
2. www.lbz.ru (E4=F <;84F9?PEF64 «��!" . �45BD4FBD<S ;A4A<=»);  
3. kpolyakov.spb.ru (E4=F �BAEF4AF<A4 #B?S>B64: #D9CB8464A<9, A4G>4 

< :<;AP);  
 

http://www.ozon.ru/context/detail/id/1612771/
http://www.ozon.ru/context/detail/id/1612771/
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8.  4F9D<4?PAB-F9IA<K9E>B9 B59EC9K9A<9 8<EJ<C?<AO 

�G8<FBDAB9 BEA4M9A<9: ?9>J<BAA4S 4G8<FBD<S, D45BK99 @9EFB 
CD9CB8464F9?S, BEA4M9AAB9 >B@CPRF9DB@, D45BK<9 @9EF4 EFG89AFB6, 
>4AJ9?SDE>B9 BEA4M9A<9 GK95AB7B CDBJ9EE4. 

�9>J<BAAO9 ;4ASF<S: @G?PF<@98<=A4S 4G8<FBD<S: >B@CPRF9D 
@G?PF<@98<4 E CD<>?48AO@ CDB7D4@@AO@ B59EC9K9A<9@: CDB9>FBD, >B?BA><, 
CDB7D4@@4 8?S CDBE@BFD4 6<89B H4=?B6, E<EF9@4 6<89B@BAF4:4, 
<AF9D4>F<6A4S 8BE>4, Q?9>FDBAAO9 CD9;9AF4J<< CB F9@4@ 8<EJ<C?<AO. 

#D4>F<K9E><9 ;4ASF<S: >B@CPRF9DAO= >?4EE, CD9;9AF4J<BAA4S 
F9IA<>4 (>B@CPRF9D, CDB9>FBD, Q>D4A), 54A> CDBH9EE<BA4?PAB-

C9847B7<K9E><I ;484K. 
� CDBJ9EE9 ?9>J<BAAOI < CD4>F<K9E><I ;4ASF<= <ECB?P;G9FES 

E?98GRM99 CDB7D4@@AB9 B59EC9K9A<9: CDB7D4@@O, B59EC9K<64RM<9 8BEFGC 6 
E9FP �AF9DA9F (A4CD<@9D, «Google», «%hrome»); CDB7D4@@O, 89@BAEFD4J<< 
6<89B @4F9D<4?B6 (A4CD<@9D, CDB<7DO64F9?P «Windows Media Player»);  
CDB7D4@@O 8?S 89@BAEFD4J<< < EB;84A<S CD9;9AF4J<= (A4CD<@9D, «Microsoft 
PowerPoint»). 

#D9CB8464A<9 8<EJ<C?<AO CD98GE@4FD<649F 8BEFGC B5GK4RM<IES > 
Q?9>FDBAAB-5<5?<BF9KAO@ E<EF9@4@ (Q?9>FDBAAO@ 5<5?<BF9>4@) < > 
Q?9>FDBAAB= <AHBD@4J<BAAB-B5D4;B64F9?PAB= ED989 GA<69DE<F9F4, >BFBD4S 
B59EC9K<649F 6B;@B:ABEFP 8BEFGC4 B5GK4RM<IES > <AHBD@4J<BAAB-

F9?9>B@@GA<>4J<BAAB= E9F< «�AF9DA9F». 
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9. �<EF 8BCB?A9A<= < <;@9A9A<= 

 

№  

C/C 

�4F4 
6A9E9A<O 

<;@9A9A<O /  

8BCB?A9A<O  

�EAB64A<9 !B89D:4A<9 <;@9A9A<O /  

8BCB?A9A<O 

�<J4, CB8F69D:84Nщ<9 
<;@9A9A<9 / 8BCB?A9A<9 
�4698GRM<= 

>4H98DB= 
(Ф4<8;8я, 
8=8F84;O, 

?>8?8AP) 

�<D9>FBD / 
89>4A 

(Ф4<8;8я, 
8=8F84;O, 

?>8?8AP) 
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