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

1. &9?< < ;484K< 8<EJ<C?<AO, 99 @9EFB 6 GK95AB@ CDBJ9EE9 
Ц5ли 87CG5=8O 48AF8?;8=K «&5E=>;>388 F8D@>2>3> >1@07>20=8O» – 

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. 

З444чи:  

 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.  9EFB 8<EJ<C?<AO 6 EFDG>FGD9 ""# �" 
�C@A 2E>48B 2 >1O70B5;L=CN G0ABL 48AF8?;8= ?>43>B>2:8 ABC45=B>2. 
�8AF8?;8=0 @50;87C5BAO :0D54@>9 8=D>@<0F8>==KE >1@07>20B5;L=KE 

B5E=>;>389 8 A8AB5<.  

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

/2;O5BAO >A=>2>9 4;O CA?5H=>3> 87CG5=8O 48AF8?;8= « 5B>4K 
8AA;54>20B5;LA:>9 8 ?@>5:B=>9 45OB5;L=>AB8», « 5B>4K <0B5<0B8G5A:>9 
>1@01>B:8 40==KE», «�>:C<5=B0F8>==>5 >15A?5G5=85 45OB5;L=>AB8 
?5403>30», ?@>E>645=8O ?@>872>4AB25==KE 8 CG51=KE ?@0:B8:: 
«&5E=>;>38G5A:0O ?@0:B8:0 ?> @07@01>B:5 <5B>48G5A:8E <0B5@80;>2 4;O 
4>H:>;L=>3> >1@07>20=8O», «!0CG=>-8AA;54>20B5;LA:0O @01>B0», 
«�K?>;=5=85 8 70I8B0 2K?CA:=>9 :20;8D8:0F8>==>9 @01>BK». 

 

3. &D95B64A<S > D9;G?PF4F4@ BE6B9A<S EB89D:4A<S 8<EJ<C?<AO 

"1CG0NI85AO, 7025@H82H85 87CG5=85 48AF8?;8=K «&5E=>;>388 
F8D@>2>3> >1@07>20=8O» 4>;6=K: 

;A4FP: 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; 
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> 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 �&; 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; 

G@9FP: >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; 

6?489FP: =02K:0<8: @01>BK A :><?LNB5@>< :0: A@54AB2>< C?@02;5=8O 
8=D>@<0F859; >1A;C6820=8O 8 :><?;5:A=>3> 8A?>;L7>20=8O A>2@5<5==KE 
B5E=8G5A:8E A@54AB2 >1CG5=8O; 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; >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. 

'=825@A0;L=KE: 
– %?>A>15= >ACI5AB2;OBL ?>8A:, :@8B8G5A:89 0=0;87 8 A8=B57 

8=D>@<0F88, ?@8<5=OBL A8AB5<=K9 ?>4E>4 4;O @5H5=8O ?>AB02;5==KE 
7040G ('�-1). 

"1I5?@>D5AA8>=0;L=KE: 
– %?>A>15= CG0AB2>20BL 2 @07@01>B:5 >A=>2=KE 8 4>?>;=8B5;L=KE 

>1@07>20B5;L=KE ?@>3@0<<, @07@010BK20BL >B45;L=K5 8E :><?>=5=BK (2 B>< 
G8A;5 A 8A?>;L7>20=85< 8=D>@<0F8>==>-:><<C=8:0F8>==KE 
B5E=>;>389) ("#�-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 45OB5;L=>AB8 ("#�-9). 

 

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

4.1. "5N9@ GK95AB= 8<EJ<C?<AO < 6<8O GK95AB= D45BFO 

�<8 GK95AB= D45BFO 

"5N9@ K4EB6 (;4K. 98.) 
"KA4S 
HBD@4 

�4BKA4S 
HBD@4 

"5M4S GK95A4S A47DG;>4 (6E97B) 108 

(3 ;4K. 98) 
108 

(3 ;4K. 98) 
"5S;4F9?PA4S 4G8<FBDA4S GK95A4S 
A47DG;>4 (6E97B)  
6 FB@ K<E?9: 

42 12 
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�5:F88 12 4 

%5<8=0@A:85 70=OB8O –  

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

24 8 

�01>@0B>@=K5 @01>BK – – 
�>=B@>;L=K5 @01>BK (<>4C;8) – – 
�%$ – – 
�C@A>20O @01>B0 (:C@A>2>9 ?@>5:B) – – 
%4@BEFBSF9?PA4S D45BF4 EFG89AF4 (6E97B) 68 92 

�B>3>20O 0BB5AB0F8O – 70G5B 4 4 

4.2. %B89D:4A<9 8<EJ<C?<AO 

 

&9@4 1. "EAB6O EB6D9@9AAOI <AHBD@4J<BAAOI F9IAB?B7<=. 
�4;B6O9 CBASF<S E9F96OI F9IAB?B7<=. #>=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. 

&9@4 2. �CC4D4FA4S K4EFP >B@CPRF9D4. #DB7D4@@AB9 B59EC9K9A<9 
>B@CPRF9D4. %>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. 

&9@4 3. &9IAB?B7<< B5D45BF>< <AHBD@4J<<. &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 
>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 
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>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. 

&9@4 4.  &<HDB6O9 F9IAB?B7<< 6 BD74A<;4J<< EB6D9@9AAB= 
<AHBD@4J<BAAB-B5D4;B64F9?PAB= ED98O. -;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. �9>J<< 

№ 
C/C 

!4;64A<9 F9@O 

"5N9@ K4EB6 
"KA4S 
HBD@4 

�4BKA4S 
HBD@4 
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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. 6 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 

�FB7B: 12 4 

 

 

4.4. #D4>F<K9E><9 (E9@<A4DE><9) ;4ASF<S 

 

4.5. �45BD4FBDAO9 D45BFO 

!5 ?@54CA<>B@5=K CG51=K< ?;0=><. 
4.6. %4@BEFBSF9?PA4S D45BF4 EFG89AFB6 

№ !4;64A<9 F9@O �<8 %$% "5N9@ K4EB6 

№ 
C/C 

!4;64A<9 F9@O 

"5N9@ K4EB6 
"KA4S 
HBD@4 

�4BKA4S 
HBD@4 

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 
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