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%B@C:BC@0 8 A>45@60=85 48AF8?;8=K 

1. &5;8 8 7040G8 48AF8?;8=K, 55 <5AB> 2 CG51=>< ?@>F5AA5 
Ц5ли 87CG5=8O 48AF8?;8=K «�=D>@<0F8>==K5 B5E=>;>388» – CA2>8BL 

107>2K5 7=0=8O ?> B5>@88 8=D>@<0F88, CAB@>9AB2C :><?LNB5@>2, ?> >A=>20< 
A>2@5<5==KE 8=D>@<0F8>==KE B5E=>;>389 8 B5=45=F89 8E @0728B8O; 
=0CG8BL ?@8=F8?0< 8A?>;L7>20=8O 8=D>@<0F8>==KE @5AC@A>2 2 A@540E 
?@>3@0<<=>3> >15A?5G5=8O >D8A=KE B5E=>;>389; ?@828BL =02K:8 
?@8<5=5=8O A>2@5<5==KE 8=D>@<0F8>==KE B5E=>;>389 2 1C4CI59 
?@>D5AA8>=0;L=>9 45OB5;L=>AB8; @072820BL B2>@G5A:89 ?>B5=F80; 1C4CI53> 
A?5F80;8AB0 4;O 53> 40;L=59H53> A0<>>1@07>20=8O, A0<>@0728B8O 
8 A0<>@50;870F88 2 CA;>28OE 2KA>:>@0728B>9 B5E=>;>38G5A:>9 A@54K. 

За4ачи:  

 2K@01>B0BL F5;>AB=>5 ?@54AB02;5=85 > A>2@5<5==KE =0?@02;5=8OE 8 
>1;0ABOE 8A?>;L7>20=8O 8=D>@<0F8>==KE B5E=>;>389; 

 87CG8BL 70:>=><5@=>AB8 8=D>@<0F8>==KE ?@>F5AA>2 2 A8AB5<0E 
>1@01>B:8 8=D>@<0F88, CAB@>9AB20 :><?LNB5@=>9 B5E=8:8 8 >1;0AB8 8E 
?@8<5=5=8O; 

 >A2>8BL ?@8=F8?K @01>BK B5E=8G5A:8E 8 ?@>3@0<<=KE A@54AB2 
2 8=D>@<0F8>==KE A8AB5<0E, =02K:8 8A?>;L7>20=8O A>2@5<5==KE 
8=D>@<0F8>==KE B5E=>;>389 8 8=AB@C<5=B0;L=KE A@54AB2 4;O @5H5=8O 
@07;8G=KE 7040G 2 A2>59 ?@>D5AA8>=0;L=>9 45OB5;L=>AB8; 

 ?>43>B>28BL >1CG0NI8EAO : ?@0:B8G5A:><C 8A?>;L7>20=8N 
8=D>@<0F8>==KE B5E=>;>389 2 A8AB5<5 >1@07>20=8O. 

 

2.  5AB> 48AF8?;8=K 2 AB@C:BC@5 ""# �" 

'G51=0O 48AF8?;8=0 «�=D>@<0F8>==K5 B5E=>;>388» >B=>A8BAO : 
107>2>9 G0AB8 CG51=>3> ?;0=0 ?> ?@>3@0<<5 10:0;02@80B0 
37.03.01 #A8E>;>38O (�1.".06). �8AF8?;8=C @50;87C5B :0D54@0 
8=D>@<0F8>==KE >1@07>20B5;L=KE B5E=>;>389 8 A8AB5< (4) �=AB8BCB0 
D878:>-<0B5<0B8G5A:>3> >1@07>20=8O, 8=D>@<0F8>==KE 8 >1A;C6820NI8E 
B5E=>;>389 (��"' �" «�C30=A:89 3>AC40@AB25==K9 ?5403>38G5A:89 
C=825@A8B5B».  

"A=>2K205BAO =0 1075 48AF8?;8=: :C@A 8=D>@<0B8:8 A@54=59 
>1I5>1@07>20B5;L=>9 H:>;K. 

%>45@60=85 48AF8?;8=K «�=D>@<0F8>==K5 B5E=>;>388» O2;O5BAO 
>A=>2>9 4;O 87CG5=8O <>4C;59 «#A8E>4803=>AB8:0», « 5B>48:0 ?@>2545=8O 
M:A?5@B87K 2 @07;8G=KE >B@0A;OE ?A8E>;>388», 2K?>;=5=8O ?@0:B8:: 
«'G51=>->7=0:><8B5;L=0O ?@0:B8:0», «!0CG=>-8AA;54>20B5;LA:0O @01>B0 
(?>;CG5=85 ?5@28G=KE =02K:>2 =0CG=>-8AA;54>20B5;LA:>9 @01>BK)», 

«#@>872>4AB25==0O ?@0:B8:0 2 ?@>D8;L=KE >@30=870F8OE» 8 «#>43>B>2:0 
: ?@>F54C@5 70I8BK 8 70I8B0 2K?CA:=>9 :20;8D8:0F8>==>9 @01>BK». 

 

3. &@51>20=8O : @57C;LB0B0< >A2>5=8O A>45@60=8O 48AF8?;8=K 

"1CG0NI85AO, 7025@H82H85 87CG5=85 48AF8?;8=K «&5E=>;>388 
F8D@>2>3> >1@07>20=8O» 4>;6=K: 
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7=0BL: >A=>2=K5 B5=45=F88 @0728B8O 8=D>@<0F8>==KE B5E=>;>389; 
A>45@60=85 107>2KE >?@545;5=89 8 ?>=OB89 ?@54<5B0 8=D>@<0B8:8 :0: 
=0C:8 8 55 >A=>2=KE @0745;>2; =07=0G5=85 8 284K B5E=>;>389 F8D@>2>3> 
>1@07>20=8O; > A>2@5<5==KE 4>AB865=8OE 2 >1;0AB8 B5E=8G5A:8E 
8 0C48>287C0;L=KE A@54AB2 >1CG5=8O 8 8=D>@<0F8>==KE B5E=>;>389 (�&); 
A>AB02, AB@C:BC@C, ?@8=F8?K @50;870F88 8 DC=:F8>=8@>20=8O 
8=D>@<0F8>==KE B5E=>;>389; 107>2K5 8 ?@8:;04=K5 8=D>@<0F8>==K5 
B5E=>;>388; 8=AB@C<5=B0;L=K5 A@54AB20 8=D>@<0F8>==KE B5E=>;>389; 
> ?@028;0E B5E=8:8 157>?0A=>AB8 8 ?>60@=>9 157>?0A=>AB8 ?@8 @01>B5 A �&; 
>A=>2=K5 ?>=OB8O, =07=0G5=85 :><?LNB5@=KE A5B59; 8=D>@<0F8>==K5 
@5AC@AK 3;>10;L=>9 A5B8 8=B5@=5B, 284K 04@5A0F88 ?5@540G8 40==KE 
2 8=B5@=5B; >A>15==>AB8 A>2@5<5==KE >1@07>20B5;L=KE >=;09=-:>=AB@C:B>@>2; 

C<5BL: >1@010BK20BL B5:AB>2CN 8 G8A;>2CN 8=D>@<0F8N; ?@8<5=OBL 
<C;LB8<5489=K5 B5E=>;>388 >1@01>B:8 8 ?@54AB02;5=8O 8=D>@<0F88; 
>1@010BK20BL M:>=><8G5A:CN 8 AB0B8AB8G5A:CN 8=D>@<0F8N, 8A?>;L7CO 
A@54AB20 ?0:5B0 ?@8:;04=KE ?@>3@0<<; 8A?>;L7>20BL A>2@5<5==K5 
B5E=8G5A:85 A@54AB20 >1CG5=8O; 

2;045BL: >A=>2=K<8 <5B>40<8, A?>A>10<8 8 A@54AB20<8 ?>;CG5=8O, 
E@0=5=8O, >1@01>B:8 8=D>@<0F88; =02K:0<8 @01>BK A :><?LNB5@>< :0: 
A@54AB2>< C?@02;5=8O 8=D>@<0F859; =02K:0<8 >1A;C6820=8O 8 
:><?;5:A=>3> 8A?>;L7>20=8O A>2@5<5==KE B5E=8G5A:8E A@54AB2 >1CG5=8O; 
=02K:0<8 8A?>;L7>20=8O B5E=>;>389 F8D@>2>3> >1@07>20=8O, 
>15A?5G820NI8E 2KA>:89 C@>25=L ?@>D5AA8>=0;L=>9 :><?5B5=B=>AB8; 
=02K:0<8 >15A?5G5=8O 157>?0A=>AB8 8=D>@<0F88 A ?><>ILN B8?>2KE 
?@>3@0<<=KE A@54AB2 (0=B828@CA>2, 0@E820B>@>2). 

#5@5G8A;5==K5 @57C;LB0BK >1CG5=8O O2;ONBAO >A=>2>9 4;O 
D>@<8@>20=8O :><?5B5=F89. 

"1I5?@>D5AA8>=0;L=KE: 
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M<?8@8G5A:8E 40==KE 2 A>>B25BAB288 A ?>AB02;5==>9 7040G59, >F5=820BL 
4>AB>25@=>ABL M<?8@8G5A:8E 40==KE 8 >1>A=>20==>ABL 2K2>4>2 =0CG=KE 
8AA;54>20=89 ("#�-2); 

%?>A>15= ?>=8<0BL ?@8=F8?K @01>BK A>2@5<5==KE 8=D>@<0F8>==KE 
B5E=>;>389 8 8A?>;L7>20BL 8E 4;O @5H5=8O 7040G ?@>D5AA8>=0;L=>9 
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4.1. "1J5< CG51=>9 48AF8?;8=K 8 284K CG51=>9 @01>BK 

�84 CG51=>9 @01>BK 

"1J5< G0A>2 (70G. 54.) 
"G=0O 
D>@<0 

�0>G=0O 
D>@<0 

"1I0O CG51=0O =03@C7:0 (2A53>) 72 

(2 70G. 54) 
72 

(2 70G. 54) 
"1O70B5;L=0O 0C48B>@=0O CG51=0O 
=03@C7:0 (2A53>)  
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2 B>< G8A;5: 
�5:F88 8 2 

%5<8=0@A:85 70=OB8O –  

#@0:B8G5A:85 70=OB8O (2 B>< G8A;5 
8=B5@0:B82) 

16 10 

�01>@0B>@=K5 @01>BK – – 
�>=B@>;L=K5 @01>BK (<>4C;8) – – 
�%$ – – 
�C@A>20O @01>B0 (:C@A>2>9 ?@>5:B) – – 
%0<>AB>OB5;L=0O @01>B0 ABC45=B0 (2A53>) 44 56 

�B>3>20O 0BB5AB0F8O – 70G5B 4 4 

 

4.2. %>45@60=85 48AF8?;8=K 

 

&5<0 1. "A=>2K A>2@5<5==KE 8=D>@<0F8>==KE B5E=>;>389. 
�07>2K5 ?>=OB8O A5B52KE B5E=>;>389. #>=OB85 8=D>@<0F88 8 
8=D>@<0F8>==KE B5E=>;>389, A>45@60=85 8=D>@<0F8>==>3> >15A?5G5=8O. 
%8AB5<K ?@54AB02;5=8O >1@01>B:8 8 E@0=5=8O 40==KE. �57>?0A=>ABL 2 
>1;0AB8 8=D>@<0F8>==KE B5E=>;>389. #@>1;5<0 ?>8A:0. #>8A:>2K5 
A8AB5<K. #>8A: ?> @C1@8:0B>@C ?>8A:>2>9 A8AB5<K. #>8A: ?> :;NG52K< 
A;>20<. #@028;0 D>@<8@>20=8O 70?@>A>2 2 ?>8A:>2KE A8AB5<0E. $01>B0 2 
A5B8 Internet. %>2@5<5==K5 B5E=8G5A:85 A@54AB20 >1<5=0 40==K<8. 
�>7=8:=>25=85 8 A>2@5<5==K5 E0@0:B5@8AB8:8 2A5<8@=>9 8=D>@<0F8>==>9 
A8AB5<K Internet. %B@C:BC@0 Internet. #5@540G0 40==KE 2 A5B8. #@>B>:>; 
?5@540G8 40==KE TCP/IP. �4@5A0F8O :><?LNB5@>2 2 A5B8. �><5==0O A8AB5<0 
8<5=. #>8A: 40==KE 2 A5B8 Internet. -;5:B@>==0O ?>GB0 (e-mail). "A=>2K 
B5E=>;>388 World Wide Web (WWW). "17>@ >A=>2=KE A5@28A>2 �=B5@=5B0. 
%;C61K �=B5@=5B0. #@>3@0<<K-1@0C75@K. Internet Explorer: 8=B5@D59A, 
>A=>2=K5 DC=:F8>=0;L=K5 2>7<>6=>AB8. #>8A:>2K5 A8AB5<K. "17>@ =081>;55 
7=0G8<KE @5AC@A>2 A5B8 �=B5@=5B. 

&5<0 2. �??0@0B=0O G0ABL :><?LNB5@0. #@>3@0<<=>5 >15A?5G5=85 
:><?LNB5@0. %>AB02 2KG8A;8B5;L=>9 A8AB5<K. #>=OB85 0??0@0B=>3> 
>15A?5G5=8O. �@E8B5:BC@0 -� . )@0=5=85 8 >1@01>B:0 8=D>@<0F88. 
'AB@>9AB20 22>40-2K2>40 8=D>@<0F88. #5@540G0 8=D>@<0F88. 

�;0AA8D8:0F8O ?@>3@0<<=>3> >15A?5G5=8O. �07>2>5 #". %8AB5<=>5 
#". %;C651=>5 #". #@8:;04=>5 #". "17>@ >?5@0F8>==KE A8AB5<. 
�;0AA8D8:0F8O >?5@0F8>==KE A8AB5<. "?5@0F8>==K5 A8AB5<K MS DOS, 
Windows, Linux. #0:5BK ?@8:;04=KE ?@>3@0<<. �;0AA8D8:0F8O ?@8:;04=KE 
?@>3@0<<=KE A@54AB2. #0:5BK >D8A=KE ?@>3@0<<. �0I8B0 8=D>@<0F88. 
�=B828@CA=K5 ?@>3@0<<K. 

&5<0 3. &5E=>;>388 >1@01>B:8 8=D>@<0F88. &5E=>;>388 >1@01>B:8 
B5:AB>2>9 8=D>@<0F88. &5:AB>2K5 ?@>F5AA>@K 8 8740B5;LA:85 A8AB5<K. 
!07=0G5=85 8 2>7<>6=>AB8. (>@<0B8@>20=85 B5:AB>2 2 ?@>3@0<<5 Microsoft 
Word. %B@C:BC@0 8 AE5<0 4>:C<5=B0. (>@<0B8@>20=85 AB@0=8FK. �AB02:0 
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>1J5:B>2 2 4>:C<5=BK Microsoft Word. "D>@<;5=85 0170F0. %?8A:8. %B8;8. 
$07@K2K. $0745;K. �>;>=:8. %>740=85 8 >D>@<;5=85 B01;8F. �AB02:0 
>1J5:B>2 2 B5:AB>2K9 4>:C<5=B (D>@<C;0, 4803@0<<0, @8AC=>:). $01>B0 A 
3@0D8G5A:8<8 >1J5:B0<8. $01>B0 A 1>;LH8<8 4>:C<5=B0<8 2 MS Word. 
&8BC;L=K9 ;8AB, >3;02;5=85, A?8A>: ;8B5@0BC@K. "D>@<;5=85 1>;LH8E 
4>:C<5=B>2. �0:;04:8 8 AAK;:8 2 B5:AB>2KE 4>:C<5=B0E. %2O7L <564C 
4>:C<5=B0<8 Microsoft Word.  

&5E=>;>388 >1@01>B:8 G8A;>2>9 8=D>@<0F88. "@30=870F8O 
2KG8A;5=89 A 8A?>;L7>20=85< DC=:F89 Microsoft Excel.  0AB5@ DC=:F89 2 
Excel. (C=:F8O 8 D>@<C;0. "B=>A8B5;L=K9 8 01A>;NB=K9 04@5A OG59:8. 
%B@C:BC@8@>20=85 8 >B1>@ 40==KE 2 B01;8F0E Excel. %>@B8@>2:0 70?8A59 
A?8A:0. �K1>@ 40==KE A 8A?>;L7>20=85< D8;LB@0. %2>4=K5 B01;8FK. 
�@C??8@>2:0 40==KE 2 A2>4=KE B01;8F0E. �A?>;L7>20=85 B01;8F Excel 4;O 
@5H5=8O ?@8:;04=KE <0B5<0B8G5A:8E, D878G5A:8E, AB0B8AB8G5A:8E 8 4@C38E 
7040G. #@>AB59H85 107K 40==KE 2 :=830E Microsoft Excel. (C=:F88 @01>BK A 
1070<8 40==KE. !03;O4=>5 >B>1@065=85 40==KE 2 B01;8F0E Microsoft Excel. 
(>@<0B8@>20=85 4803@0<<.  

�=D>@<0F8>==0O B5E=>;>38O >1@01>B:8 40==KE. Microsoft Access – 
@5;OF8>==0O A8AB5<0 C?@02;5=8O 1070<8 40==KE. &5E=>;>38O A>740=8O 107K 
40==KE. #@>5:B8@>20=85 D>@<. �=AB@C<5=BK 4;O A>740=8O D>@< ((>@<0, 
#CAB0O D>@<0,  0AB5@ D>@<, �>=AB@C:B>@ D>@<). -;5<5=BK 3@0D8G5A:>3> 
8=B5@D59A0 D>@<. #@>5:B8@>20=85 >BG5B>2. %>740=85, ?@>A<>B@ 8 M:A?>@B 
>BG5B>2. $568<K @01>BK A >BG5B0<8 (#@54AB02;5=85 >BG5B0, 
#@5420@8B5;L=K9 ?@>A<>B@, $568< <0:5B0, �>=AB@C:B>@). (>@<8@>20=85 
70?@>A>2 =0 2K1>@:C 40==KE. �>7<>6=>AB8 70?@>A>2. &8?K 70?@>A>2. "1I0O 
B5E=>;>38O ?@>5:B8@>20=8O 70?@>A>2 ($568< B01;8FK, �>=AB@C:B>@). 
�2B><0B870F8O @01>BK A ��. �84K <0:@>A>2. "1I0O B5E=>;>38O A>740=8O 
<0:@>A>2. 

 C;LB8<5489=K5 B5E=>;>388 >1@01>B:8 8 ?@54AB02;5=8O 8=D>@<0F88. 
�@0D8G5A:85 @540:B>@K. Microsoft PowerPoint – <C;LB8<5480 A8AB5<0 
?@54AB02;5=8O 8=D>@<0F88. #@8ё<K @01>BK A MS PowerPoint. %>740=85 
AB@C:BC@K ?@575=B0F88. "D>@<;5=85 8 ?>:07 ?@575=B0F88. �=8<0F8>==K5 
MDD5:BK 2 ?@575=B0F8OE. %>740=85 ?@575=B0F89 =0 >A=>25 H01;>=>2. 

&5<0 4.  &8D@>2K5 B5E=>;>388 2 >@30=870F88 A>2@5<5==>9 
8=D>@<0F8>==>->1@07>20B5;L=>9 A@54K. -;5:B@>==0O 8=D>@<0F8>==>-
>1@07>20B5;L=0O A@540 (-�"%). -;5:B@>==K5 181;8>B5G=K5 A8AB5<K (-�%). 
&5E=>;>38O <>18;L=>3> >1CG5=8O. &5E=>;>38O >1;0:0. "=;09=-:C@AK. �51-
:25AB. &5E=>;>38O 1;>:G59= 2 >1@07>20=88. "A>15==>AB8 A>2@5<5==KE 
>1@07>20B5;L=KE >=;09=-:>=AB@C:B>@>2. �>7<>6=>AB8 F8D@>2KE 
>1@07>20B5;L=KE ?;0BD>@< 4;O >@30=870F88 CG51=>3> ?@>F5AA0 8 >F5=820=8O 
CG51=KE 4>AB865=89 («'G8.@C», «/=45:A.CG51=8:», «�=52=8:.@C», «/�;0AA»). 

 

4.3. �5:F88 

№ 
?/? 

!0720=85 B5<K 
"1J5< G0A>2 

"G=0O �0>G=0O 
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D>@<0 D>@<0 

1. 
&5<0 1. "A=>2K A>2@5<5==KE 8=D>@<0F8>==KE 
B5E=>;>389. �07>2K5 ?>=OB8O A5B52KE B5E=>;>389. 

2 

2 
2. 

&5<0 2. �??0@0B=0O G0ABL :><?LNB5@0. #@>3@0<<=>5 
>15A?5G5=85 :><?LNB5@0. 

2 

3. &5<0 3. &5E=>;>388 >1@01>B:8 8=D>@<0F88. 2 

4. 
&5<0 4. *8D@>2K5 B5E=>;>388 2 >@30=870F88 
A>2@5<5==>9 8=D>@<0F8>==>->1@07>20B5;L=>9 A@54K. 

2 

�B>3>: 8 2 

 

4.4. #@0:B8G5A:85 (A5<8=0@A:85) 70=OB8O 

 

4.5. �01>@0B>@=K5 @01>BK 

!5 ?@54CA<>B@5=K CG51=K< ?;0=><. 
 

№ 
?/? 

!0720=85 B5<K 

"1J5< G0A>2 

"G=0O 
D>@<0 

�0>G=0O 
D>@<0 

1. 
$01>B0 A> A;C651=K<8, AB0=40@B=K<8 

?@>3@0<<0<8 8 A@54AB20<8 04<8=8AB@8@>20=8O 
"% Windows. 

2  

2. 
Microsoft Word. �=B5@D59A. $01>B0 A 
3@0D8G5A:8<8 M;5<5=B0<8. $540:B8@>20=85 8 
D>@<0B8@>20=85 4>:C<5=B0. %?8A:8 8 AB8;8. 

4 2 

3. 

Microsoft Excel. $01>B0 A D>@<C;0<8. 

�1A>;NB=0O 8 >B=>A8B5;L=0O 04@5A0F8O. $01>B0 
A 4803@0<<0<8. $01>B0 A> A?8A:0<8. "D>@<;5=85 
8B>3>2 8 A>740=85 A2>4=KE B01;8F. 

4 2 

4. 

Microsoft Access. &5E=>;>38O A>740=8O 107K 
40==KE A ?><>ILN �>=AB@C:B>@0 B01;8F 8 D>@<. 

#@>5:B8@>20=85 70?@>A>2, >BG5B>2. %>740=85 
<0:@>A>2. 

6 2 

5. 
Microsoft PowerPoint. %>740=85 AB@C:BC@K 
?@575=B0F88. "D>@<;5=85 8 ?>:07 ?@575=B0F88. 
�=8<0F8>==K5 MDD5:BK 2 ?@575=B0F8OE. 

2  

6. 
HTML-4>:C<5=B. %>740=85 Web-A09B>2 O2;O5BAO 
>4=>9 87 206=59H8E B5E=>;>389 @07@01>B:8 
@5AC@A>2 Internet. 

4 2 

7. 
$01>B0 ?@>3@0<<0<8 4;O A>740=8O 
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2 2 

�B>3>: 16 10 
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4.6. %0<>AB>OB5;L=0O @01>B0 ABC45=B>2 
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5. 

$01>B0 2 A5B8 Internet. 
%>2@5<5==K5 B5E=8G5A:85 
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#5@540G0 40==KE 2 A5B8. 

2K?>;=5=85 
8=48284C0;L=>3> 
7040=8O 8 10 

6. 
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�B>3>:  44 56 

�0G5B #>43>B>2:0 : 70G5BC 4 4 
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>1CG0NI8EAO =5>1E>48<> 8A?>;L7>20BL 8==>20F8>==K5 >1@07>20B5;L=K5 
B5E=>;>388 ?@8 @50;870F88 @07;8G=KE 284>2 0C48B>@=>9 @01>BK 2 A>G5B0=88 
A 2=50C48B>@=>9. �A?>;L7C5<K5 >1@07>20B5;L=K5 B5E=>;>388 8 <5B>4K 
4>;6=K 1KBL =0?@02;5=K =0 ?>2KH5=85 :0G5AB20 ?>43>B>2:8 ?CB5< @0728B8O 
C >1CG0NI8EAO A?>A>1=>AB59 : A0<>>1@07>20=8N 8 =0F5;5=K =0 0:B820F8N 8 
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#@5?>4020=85 48AF8?;8=K 2545BAO A ?@8<5=5=85< A;54CNI8E 284>2 
>1@07>20B5;L=KE B5E=>;>389:  

ИAHBD@4JиBAAO9 F9IAB?B7ии: 8A?>;L7>20=85 M;5:B@>==KE 
>1@07>20B5;L=KE @5AC@A>2 (M;5:B@>==K9 :>=A?5:B, @07<5I5==K9 
2 ;>:0;L=>9 A5B8 >1@07>20B5;L=>9 >@30=870F88) ?@8 ?>43>B>2:5 : ;5:F8O<, 
;01>@0B>@=K< @01>B0< 8 A0<>AB>OB5;L=>9 @01>B5. 
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=5:>B>@KE 87 =8E >F5=5=> G8A;>< 10;;>2, 
1;87:8< : <8=8<0;L=><C 

!5C4>2;5B2>-
@8B5;L=> 

21–49 FX – =5C4>2;5B2>@8B5;L=> – B5>@5B8G5A:>5 
A>45@60=85 :C@A0 >A2>5=> G0AB8G=>; 
=5>1E>48<K5 ?@0:B8G5A:85 =02K:8 @01>BK 
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=5 AD>@<8@>20=K; 2A5 2K?>;=5==K5 CG51=K5 
7040=8O A>45@60B 3@C1K5 >H81:8, 
4>?>;=8B5;L=0O A0<>AB>OB5;L=0O @01>B0 =04 
<0B5@80;>< :C@A0 =5 ?@82545B : :0:><C-;81> 
7=0G8<><C ?>2KH5=8N :0G5AB20 2K?>;=5=8O 
CG51=KE 7040=89 

(>=4K >F5=>G=KE A@54AB2, 2:;NG0NI85 B8?>2K5 7040=8O, :>=B@>;L=K5 
@01>BK, B5ABK 8 <5B>4K :>=B@>;O, ?>72>;ONI85 >F5=8BL $" ?> 40==>9 
48AF8?;8=5, ?><5I0NBAO 2 ' � 48AF8?;8=K. 

�@8B5@88 >F5=820=8O ?@54AB02;ONBAO 2 D>@<5 B01;8FK 8 B0:65 
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1. �0@010H �.�. %0<>CG8B5;L Word 2007, Excel 2007 8 M;5:B@>==0O 
?>GB0. %0<K5 ?>?C;O@=K5 ?@>3@0<<K / �.�. �0@010H. –  . : �CGH85 :=838, 
2015. – 304 c. 

2. �@><>2 .... �=D>@<0F8>==0O 157>?0A=>ABL 8 70I8B0 
8=D>@<0F88 : CG51. ?>A>185 / .... �@><>2, �.". �@0G52, ".�. �20=>20. – 
%B. "A:>; : &!&, 2017. – 384 c. 

3. "A=>2K 8=D>@<0F8>==>9 157>?0A=>AB8. CG51. ?>A>185. / 
%.�. !5AB5@>2. – %#1. : �0=L, 2016. – 324 A. 

4. �0@<0=>20 �.�.  5B>48:0 8A?>;L7>20=8O A5B52KE A>F80;L=KE 
A5@28A>2 Web 2.0 2 CG51=>< ?@>F5AA5 / �.�. �0@<0=>20,  .�. /:>25=:>. – 
 03=8B>3>@A: :  0�', 2008. – 59 A. – -;5:B@>==K9 @5AC@A. – $568< 4>ABC?0 : 
http://window.edu.ru/resource/798/80798/files/Web2.pdf (�0B0 >1@0I5=8O 
11.08.2020). 

5. �5@<0= !.�. MS PowerPoint 2010 / !.�. �5@<0=, &.�. �>G0@>20, 
!.�. Ш04@8=0. – )010@>2A: : 874-2> &"�', 2013. – -;5:B@>==K9 @5AC@A. – 
$568< 4>ABC?0 : https://pnu.edu.ru/media/filer_public/b7/d1/b7d1ed8a-067b-

4ef0-9a8b-5a451681056e/power_point_berman.pdf (�0B0 >1@0I5=8O 11.08.2020) 
6. �=AB@C:F8O ?> @01>B5 A >=;09=-:>=AB@C:B>@>< 4;O A>740=8O @01>G8E 

?@>3@0<< ?> CG51=K< ?@54<5B0< =0 ?>@B0;5 «�48=>5 A>45@60=85 >1I53> 
>1@07>20=8O» [&5:AB]: / �2B.- A>AB. �.�. �>15;520 – �8@>2: �"�"�' �#" 
«�$" �8@>2A:>9 >1;0AB8», 2022. – 44 A. 

5) 8BCB?AиF9?PA4я ?иF9D4FGD4: 
1. �;5:A552 #. �=B828@CAK. !0AB@08205< 70I8BC :><?LNB5@0 >B 

28@CA>2 / #. �;5:A552, �. �>7;>2; $. #@>:48; %#1 : !0C:0 8 &5E=8:0 –  ., 
2017. – 218 c. 

2. �010H �.�. �=D>@<0F8>==0O 157>?0A=>ABL. �01>@0B>@=K9 
?@0:B8:C< : CG51=>5 ?>A>185 / �.�. �010H, �.�. �0@0=>20, ..!.  5;L=8:>2. – 
 . : �=>$CA, 2016. – 136 c. 

3. �C@;0:>2  . %0<>CG8B5;L ?> :><?LNB5@=>9 3@0D8:5. /  8E08; 
�C@;0:>2. – �852 : �@8=0 ;  . : BHV, 2000. – 639 A. 

4. �8==5@  . �5A?;0B=K5 0=B828@CAK 8 70I8B0 :><?LNB5@0 157 AB@0E0 
4;O B5E, :><C 70& /  0@8=0 �8==5@. –  . : -:A<>, 2014. – 166 c. 

5. %5@28AK web 2.0 4;O CG8B5;O. – -;5:B@>==K9 @5AC@A. – $568< 
4>ABC?0 : https://nsportal.ru/sites/default/files/2018/01/09/servisy_web_2.pdf; 

http://wiki.vspu.ru/web20 (�0B0 >1@0I5=8O 11.08.2020). 
6) иAF9DA9F-D9EGDEO: 

1. https://docplayer.ru/74373384-Samouchitel-microsoft-word-2016-

izuchaem-vord-na-prakticheskih-primerah.html. 

2. http://englishclubbelarus.blogspot.com/p/web-20.html. 

3. https://exceltable.com/uroki-excel/samouchitel-excel-s-primerami. 

4. https://office-guru.ru/excel/samouchitel-excel-dlja-chainikov-1.html. 
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8.  0B5@80;L=>-B5E=8G5A:>5 >15A?5G5=85 48AF8?;8=K 

�5:F8>==K5 70=OB8O: :><?;5:B M;5:B@>==KE ?@575=B0F89/A;094>2, 
0C48B>@8O, >A=0I5==0O ?@575=B0F8>==>9 B5E=8:>9 (?@>5:B>@, M:@0=, 
:><?LNB5@/=>CB1C:) 8 B.?. 

#@0:B8G5A:85 70=OB8O: :><?LNB5@=K9 :;0AA, >A=0I5==K9 
<C;LB8<5489=K< ?@>5:B>@><, 8=B5@0:B82=>9 4>A:>9, A5B52>9 
8=D@0AB@C:BC@>9 8 >@30=87>20==K< 4>ABC?>< 2 �=B5@=5B, ?0:5BK #" MS 

Word, MS Excel, Corel Draw, Adobe Photoshop 8 4@. 
#@>G55: @01>G55 <5AB> ?@5?>4020B5;O, >A=0I5==>5 :><?LNB5@>< A 

4>ABC?>< 2 �=B5@=5B, @01>G85 <5AB0 ABC45=B>2, >A=0I5==K5 :><?LNB5@0<8 
A 4>ABC?>< 2 �=B5@=5B, ?@54=07=0G5==K5 4;O @01>BK 2 M;5:B@>==>9 
>1@07>20B5;L=>9 A@545 8 B.?. 
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