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8?S 4A4?<;4 C9847B7<K9E><I <;@9D9A<= 6 ED989 MS Office Excel 2010; 

B5D45BF>4 D9;G?PF4FB6 C9847B7<K9E><I <EE?98B64A<= EF4F<EF<K9E><@< 
@9FB84@< 6 ED989 Microsoft Excel 2010. 

 

4.3. �9>J<< 
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C/C 

!4;64A<9 F9@O 
"5N9@ K4EB6 
"KA4S HBD@4 

1 
�AHBD@4J<BAAB- >B@@GA<>4J<BAAO9 F9IAB?B7<< 6 A4G>9 
< B5D4;B64A<<.  2 

2 
#DB7D4@@AO9 ED98EF64 6 CDBH9EE<BA4?PAB= 
89SF9?PABEF<.  2 

3 "EAB6O D45BFO E Q?9>FDBAAO@< D9EGDE4@<. 2 

ИFB7B: 6 

 

4.4. #D4>F<K9E><9 / E9@<A4DE><9 ;4ASF<S  
!9 CD98GE@BFD9AO. 

 

4.5. �45BD4FBDAO9 D45BFO 

 

4.6. %4@BEFBSF9?PA4S D45BF4 EFG89AFB6 

 
№ 
C/C 

!4;64A<9 F9@O �<8 %$% 
"5N9@ K4EB6 
"KA4S HBD@4 

№ 
C/C 

!4;64A<9 F9@O 
"5N9@ K4EB6 
"KA4S HBD@4 

1.  
"5D45BF>4 < D984>F<DB64A<9 5B?PL<I F9>EFB6OI 
8B>G@9AFB6 6 ED989 Microsoft Word 2010 

6 

2.  
$45BF4 E F45?<J4@< < 8<47D4@@4@< 6 ED989 Microsoft Word 
2010. 

4 

3.  
%?<SA<9 8B>G@9AFB6 CD< D4;D45BF>9 GK95AB-
8<84>F<K9E><I @4F9D<4?B6 6 Microsoft Word 2010. 2 

4.  
"EAB6O D45BFO E Q?9>FDBAAO@< F45?<J4@< Microsoft 
Office Excel 2010 

6 

5.  
�ECB?P;B64A<9 Q?9>FDBAAOI F45?<J 8?S 4A4?<;4 
C9847B7<K9E><I <;@9D9A<= 6 ED989 MS Office Excel 2010 

6 

6.  
"5D45BF>4 D9;G?PF4FB6 C9847B7<K9E><I <EE?98B64A<= 
EF4F<EF<K9E><@< @9FB84@< 6 ED989 Microsoft Excel 2010 

6 

ИFB7B: 30 



№ 
C/C 

!4;64A<9 F9@O �<8 %$% 
"5N9@ K4EB6 
"KA4S HBD@4 

1. 

�AHBD@4J<BAAB- 
>B@@GA<>4J<BAAO9 F9IAB?B7<< 
6 A4G>9 < B5D4;B64A<<.  

D45BF4 E D9>B@9A8B64AAB= 
BEAB6AB= < 8BCB?A<F9?PAB= 
?<F9D4FGDB= 

6 

2. 
"J9A>4 >4K9EF64 �AF9DA9F-
D9EGDEB6. 

D45BF4 E D9>B@9A8B64AAB= 
BEAB6AB= < 8BCB?A<F9?PAB= 
?<F9D4FGDB= 

6 

3. 

#DB7D4@@AO9 ED98EF64 6 
CDBH9EE<BA4?PAB= 
89SF9?PABEF<.  

D45BF4 E D9>B@9A8B64AAB= 
BEAB6AB= < 8BCB?A<F9?PAB= 
?<F9D4FGDB= 

6 

4. 

 <DB6O9 5<5?<BF9><. $45BF4 6 
Q?9>FDBAAOI >4F4?B74I 
5<5?<BF9>. 

D45BF4 E D9>B@9A8B64AAB= 
BEAB6AB= < 8BCB?A<F9?PAB= 
?<F9D4FGDB= 

6 

5. 

#B87BFB6>4 > B5GK9A<R < 
CD9CB8464A<R E 
<ECB?P;B64A<9@ ED98EF6 ��&. 

D45BF4 E D9>B@9A8B64AAB= 
BEAB6AB= < 8BCB?A<F9?PAB= 
?<F9D4FGDB= 

6 

6. 
"EAB6O D45BFO E 
Q?9>FDBAAO@< D9EGDE4@<. 

D45BF4 E D9>B@9A8B64AAB= 
BEAB6AB= < 8BCB?A<F9?PAB= 
?<F9D4FGDB= 

6 

7. 

"5D45BF>4 < D984>F<DB64A<9 
5B?PL<I F9>EFB6OI 
8B>G@9AFB6 6 ED989 Microsoft 
Word 2010 

D45BF4 E D9>B@9A8B64AAB= 
BEAB6AB= < 8BCB?A<F9?PAB= 
?<F9D4FGDB= 4 

8. 

$45BF4 E F45?<J4@< < 
8<47D4@@4@< 6 ED989 Microsoft 
Word 2010. 

D45BF4 E D9>B@9A8B64AAB= 
BEAB6AB= < 8BCB?A<F9?PAB= 
?<F9D4FGDB= 

4 

9. 

%?<SA<9 8B>G@9AFB6 CD< 
D4;D45BF>9 GK95AB-
8<84>F<K9E><I @4F9D<4?B6 6 
Microsoft Word 2010. 

D45BF4 E D9>B@9A8B64AAB= 
BEAB6AB= < 8BCB?A<F9?PAB= 
?<F9D4FGDB= 

4 

10. 

"EAB6O D45BFO E 
Q?9>FDBAAO@< F45?<J4@< 
Microsoft Office Excel 2010 

D45BF4 E D9>B@9A8B64AAB= 
BEAB6AB= < 8BCB?A<F9?PAB= 
?<F9D4FGDB= 

4 

11. 

�ECB?P;B64A<9 Q?9>FDBAAOI 
F45?<J 8?S 4A4?<;4 
C9847B7<K9E><I <;@9D9A<= 6 
ED989 MS Office Excel 2010 

D45BF4 E D9>B@9A8B64AAB= 
BEAB6AB= < 8BCB?A<F9?PAB= 
?<F9D4FGDB= 

5 

12. 

"5D45BF>4 D9;G?PF4FB6 
C9847B7<K9E><I <EE?98B64A<= 
EF4F<EF<K9E><@< @9FB84@< 6 
ED989 Microsoft Excel 2010 

D45BF4 E D9>B@9A8B64AAB= 
BEAB6AB= < 8BCB?A<F9?PAB= 
?<F9D4FGDB= 

6 

ИFB7B:  63 

 

4.7. �GDEB6O9 D45BFO  

!9 CD98GE@BFD9AO. 



 

 

5.  9FB8<K9E>B9 B59EC9K9A<9, B5D4;B64F9?PAO9 F9IAB?B7<<  

�?S 8BEF<:9A<S C?4A<DG9@OI D9;G?PF4FB6 BE6B9A<S 8<EJ<C?<AO 
«�AHBD@4J<BAAO9 F9IAB?B7<< 6 CDBH9EE<BA4?PAB= 89SF9?PABEF<» 

<ECB?P;GRFES E?98GRM<9 B5D4;B64F9?PAO9 F9IAB?B7<<: 
 <AHBD@4J<BAAB-D4;6<64RM<9 F9IAB?B7<<: <ECB?P;B64A<9 Q?9>FDBAAOI 
B5D4;B64F9?PAOI D9EGDEB6 (Q?9>FDBAAO= >BAEC9>F, D4;@9M9AAO= 6B 
6AGFD9AA9= E9F< <?< F.C.) CD< CB87BFB6>9 > ?9>J<S@, CD4>F<K9E><@ 

;4ASF<S@; 
 D4;6<64RM<9 CDB5?9@AB-BD<9AF<DB64AAO9 F9IAB?B7<<. 
 ?<KABEFAB BD<9AF<DB64AAO9 F9IAB?B7<< B5GK9A<S. 

6. (BD@O >BAFDB?S BE6B9A<S GK95AB= 8<EJ<C?<AO. 
�BAFDB?P < BJ9A>4 D9;G?PF4FB6 BE6B9A<S GK95AB= 8<EJ<C?<AO 

BEGM9EF6?S9FES CD9CB8464F9?9@ 6 CDBJ9EE9 CDB6989A<S ?45BD4FBDAOI D45BF. 
&9>GM4S 4FF9EF4J<S EFG89AFB6 CDB<;6B8<FES 6 8<E>D9FAO9 6D9@9AAO9 
<AF9D64?O 6 E?98GRM<I HBD@4I:  

 6OCB?A9A<9 ?45BD4FBDAOI D45BF; 
 BHBD@?9A<9 ?45BD4FBDAOI D45BF; 
 ;4M<F4 ?45BD4FBDAOI D45BF; 
 6OCB?A9A<9 E4@BEFBSF9?PAOI D45BF; 
 BF69F A4 6BCDBEO A4 Q>;4@9A9 / ;4K9F9.  
�?S 8BCGE>4 > Q>;4@9AG @47<EFD4AF B5S;4A 6OCB?A<FP 6E9 

?45BD4FBDAO9 D45BFO < ;4M<F<FP <I. 
�FB7B6O= >BAFDB?P CB D9;G?PF4F4@ BE6B9A<S 8<EJ<C?<AO CDBIB8<F 6 

HBD@9 Q>;4@9A4. 
%<EF9@4 A4>BC?9A<S 54??B6 CB 6<84@ D45BF BFD4:49FES 6 F45?<J9: 

%<EF9@4 BJ9A<64A<S GK95AOI 8BEF<:9A<= EFG89AFB6 

 BKAB= HBD@O B5GK9A<S 

�<8 F9>GM9= GK95AB= D45BFO �B?<K9EF6B 54?B6 
1 E9@9EFD  

�OCB?A9A<9 ?45BD4FBDAOI D45BF 60 

!4C<E4A<9 D9H9D4F4 / E4@BEFBSF9?PA4S D45BF4 5 

#DB6989A<9 Q>;4@9A4 35 

�FB7B ;4 E9@9EFD: 100 

 

!4>BC<F9?PA4S E<EF9@4 BJ9A<64A<S CB 100-54??PAB= L>4?9 
 

'9FOD9I54?-

?PA4S E<EF9@4 
BJ9A<64A<S 

100-

54??PA4S 
L>4?4 

�G>69AA4S L>4?4, EBBF69FEF6GRM4S  
100-54??PAB= L>4?9 

%<EF9@4  
BJ9A<-

64A<S 



Q>;4@9A4  ;4K9F4 
"F?<KAB 90–100 � 3 BF?<KAB 3 F9BD9F<K9E>B9 EB89D:4A<9 

>GDE4 BE6B9AB CB?ABEFPR, 59; CDB59?B6; 
A9B5IB8<@O9 CD4>F<K9E><9 A46O>< D45BFO E 
BE6B9AAO@ @4F9D<4?B@ EHBD@<DB64AO; 6E9 
CD98GE@BFD9AAO9 CDB7D4@@B= B5GK9A<S 
GK95AO9 ;484A<S 6OCB?A9AO, >4K9EF6B <I 
6OCB?A9A<S BJ9A9AB K<E?B@ 54??B6, 5?<;><@ 
> @4>E<@4?PAB@G 
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)BDBLB 83–89 � 3 BK9AP IBDBLB 3 F9BD9F<K9E>B9 EB89D:4A<9 
>GDE4 BE6B9AB CB?ABEFPR, 59; CDB59?B6; 
A9B5IB8<@O9 CD4>F<K9E><9 A46O>< D45BFO E 
BE6B9AAO@ @4F9D<4?B@ 6 BEAB6AB@ 
EHBD@<DB64AO; 6E9 CD98GE@BFD9AAO9 
CDB7D4@@B= B5GK9A<S GK95AO9 ;484A<S 
6OCB?A9AO, >4K9EF6B 6OCB?A9A<S 
5B?PL<AEF64 <; A<I BJ9A9AB K<E?B@ 54??B6, 
5?<;><@ > @4>E<@4?PAB@G 

)BDBLB 75–82 % 3 IBDBLB 3 F9BD9F<K9E>B9 EB89D:4A<9 
>GDE4 BE6B9AB CB?ABEFPR; A9>BFBDO9 
CD4>F<K9E><9 A46O>< D45BFO E BE6B9AAO@ 
@4F9D<4?B@ EHBD@<DB64AO A98BEF4FBKAB;  
6E9 CD98GE@BFD9AAO9 CDB7D4@@B= B5GK9A<S 
GK95AO9 ;484A<S 6OCB?A9AO, >4K9EF6B 
6OCB?A9A<S A< B8AB7B <; A<I A9 BJ9A9AB 
@<A<@4?PAO@ K<E?B@ 54??B6, A9>BFBDO9 
6<8O ;484A<= 6OCB?A9AO E BL<5>4@< 

'8B6?9F6B- 
D<F9?PAB 

63–74 D 3 G8B6?9F6BD<F9?PAB 3 F9BD9F<K9E>B9 
EB89D:4A<9 8<EJ<C?<AO BE6B9AB K4EF<KAB, 
AB CDB59?O A9 ABESF EGM9EF69AAB7B 
I4D4>F9D4; A9B5IB8<@O9 CD4>F<K9E><9 
A46O>< D45BFO E BE6B9AAO@ @4F9D<4?B@ 
6 BEAB6AB@ EHBD@<DB64AO; 5B?PL<AEF6B 
CD98GE@BFD9AAOI CDB7D4@@B= B5GK9A<S 
GK95AOI ;484A<= 6OCB?A9AB, A9>BFBDO9 
<; 6OCB?A9AAOI ;484A<=, EB89D:4F BL<5>< 

'8B6?9F6B-
D<F9?PAB 

50–62 E 3 CBED98EF69AAB 3 F9BD9F<K9E>B9 
EB89D:4A<9 >GDE4 BE6B9AB K4EF<KAB; 
A9>BFBDO9 CD4>F<K9E><9 A46O>< D45BFO 
A9 EHBD@<DB64AO, @AB7<9 CD98GE@BFD9AAO9 
CDB7D4@@B= B5GK9A<S GK95AO9 ;484A<S 
A9 6OCB?A9AO ?<5B >4K9EF6B 6OCB?A9A<S 
A9>BFBDOI <; A<I BJ9A9AB K<E?B@ 54??B6, 
5?<;><@ > @<A<@4?PAB@G 

!9G8B6?9F6B-
D<F9?PAB 

21–49 FX 3 A9G8B6?9F6BD<F9?PAB 3 F9BD9F<K9E>B9 
EB89D:4A<9 >GDE4 BE6B9AB K4EF<KAB; 
A9B5IB8<@O9 CD4>F<K9E><9 A46O>< D45BFO 
A9 EHBD@<DB64AO; 5B?PL<AEF6B 
CD98GE@BFD9AAOI CDB7D4@@B= B5GK9A<S 
GK95AOI ;484A<= A9 6OCB?A9AB ?<5B 
>4K9EF6B <I 6OCB?A9A<S BJ9A9AB K<E?B@ 
54??B6, 5?<;><@ > @<A<@4?PAB@G; CD< 

 

!9 ;4KF9AB 



8BCB?A<F9?PAB= E4@BEFBSF9?PAB= D45BF9 A48 
@4F9D<4?B@ >GDE4 6B;@B:AB CB6OL9A<9 
>4K9EF64 6OCB?A9A<S GK95AOI ;484A<= 

!9G8B6?9F6B-
D<F9?PAB 

0–20 F 3 A9G8B6?9F6BD<F9?PAB 3 F9BD9F<K9E>B9 
EB89D:4A<9 >GDE4 A9 BE6B9AB; A9B5IB8<@O9 
CD4>F<K9E><9 A46O>< D45BFO 
A9 EHBD@<DB64AO; 6E9 6OCB?A9AAO9 GK95AO9 
;484A<S EB89D:4F 7DG5O9 BL<5><, 
8BCB?A<F9?PA4S E4@BEFBSF9?PA4S D45BF4 A48 
@4F9D<4?B@ >GDE4 A9 CD<6989F > >4>B@G-?<5B 
;A4K<@B@G CB6OL9A<R >4K9EF64 6OCB?A9A<S 
GK95AOI ;484A<= 

 

7. 'K95AB-@9FB8<K9E>B9 < CDB7D4@@AB-<AHBD@4J<BAAB9 
B59EC9K9A<9 GK95AB= 8<EJ<C?<AO 

4) BEAB6A4S ?<F9D4FGD4:  
1. �4I4DB64 �.�. �AHBD@4J<BAAO9 F9IAB?B7<< 6 B5D4;B64A<<: [GK95. CBEB5<9 
8?S EFG8. GKD9:89A<= �#", B5GK. CB A4CD46?. C98. B5D4;B64A<S] / 
�.�. �4I4DB643 7-9 <;8., C9D9D45. < 8BC. 3  . : �>489@<S, 2011. 

2. %<5<DE><= �.�., %F9C4AB6 �.�. �B@CPRF9DAO9 F9IAB?B7<< 6 A4G>9 < 
B5D4;B64A<< // -?9>FDBAAO= >GDE *9AFD4 �<EF4AJ<BAAOI 
"5D4;B64F9?PAOI &9IAB?B7<=  BE>B6E>B7B GA<69DE<F9F4, 2017. 

3. �<E9?96 �. ., �AHBD@4J<BAAO9 F9IAB?B7<< 6 C9847B7<K9E>B@ 
B5D4;B64A<< / �<E9?96 �.  . -  . : �4L>B6 < �, 2014. - 304 E. - ISBN 978-5-

394-02365-1 - &9>EF : Q?9>FDBAAO= // -�% "�BAEG?PF4AF EFG89AF4" : [E4=F]. - 
URL : http://www.studentlibrary.ru/book/ISBN9785394023651.html (84F4 
B5D4M9A<S: 03.02.2020). - $9:<@ 8BEFGC4 : CB CB8C<E>9.  
5) 8BCB?A<F9?PA4S ?<F9D4FGD4:  

1. �;R@B6 �.�. �B@CPRF9DAO9 F9IAB?B7<< 6 A4G>9 < B5D4;B64A<< 
[-?9>FDBAAO= D9EGDE] : GK95AB9 CBEB5<9 / �.�. �;R@B6, �.#. 
�BJG5<AE><=. 4 -?9>FDBA. F9>EFB6O9 84AAO9. 4 &B@E>: &B@E><= 
7BEG84DEF69AAO= GA<69DE<F9F E<EF9@ GCD46?9A<S < D48<BQ?9>FDBA<><, -?P 
�BAF9AF, 2012. 4 150 c. 4 978-5-4332-0024-1. 4 $9:<@ 8BEFGC4: 
http://www.iprbookshop.ru/13885.html 

2. �AHBD@4J<BAAO9 F9IAB?B7<< : GK95A<> / .... �DB@B6, �.�. �<8D<I, 
".�. �64AB64,  < 8D. ;  <A<EF9DEF6B B5D4;B64A<S < A4G>< $BEE<=E>B= 
(989D4J<<, (989D4?PAB9 7BEG84DEF69AAB9 5R8:9FAB9 B5D4;B64F9?PAB9 
GKD9:89A<9 6OEL97B CDBH9EE<BA4?PAB7B B5D4;B64A<S «&4@5B6E><= 
7BEG84DEF69AAO= F9IA<K9E><= GA<69DE<F9F». - &4@5B6 : �;84F9?PEF6B 
(��"' �#" «&�&'», 2015. - 260 E. : <?., F45?., EI9@. - �<5?<B7D. 6 >A. - 
ISBN 978-5-8265-1428-3 ; &B :9 [-?9>FDBAAO= D9EGDE]. - 

URL: http://biblioclub.ru/index.php?page=book&id=444641  

http://www.iprbookshop.ru/13885.html
http://biblioclub.ru/index.php?page=book&id=444641


3. �96><A4, �.". �B@CPRF9DAO9 F9IAB?B7<< 6 A4GKAB-<EE?98B64F9?PE>B= 
89SF9?PABEF<: GK95AB9 CBEB5<9 8?S EFG89AFB6 < 4EC<D4AFB6 EBJ<4?PAB-

7G@4A<F4DAB7B CDBH<?S / �.". �96><A4. -  BE>64 ; �9D?<A : �<D9>F- 98<4, 
2018. - 119 E. : <?. - �<5?<B7D. 6 >A. - ISBN 978-5-4475-2826-3 ; &B :9 
[-?9>FDBAAO= D9EGDE]. - URL: http://biblioclub.ru/index.php?page=book&id=496112  

4. �E4>B64, �.�. �AHBD@4J<BAAO9 F9IAB?B7<< : GK95AB9 CBEB5<9 / 
�.�. �E4>B64,  .!. �E4>B6 ;  <A<EF9DEF6B B5D4;B64A<S < A4G>< 
$BEE<=E>B= (989D4J<<, &B@E><= �BEG84DEF69AAO= 'A<69DE<F9F %<EF9@ 
'CD46?9A<S < $48<BQ?9>FDBA<>< (&'%'$). - &B@E> : -?P �BAF9AF, 2012. - 
174 E. : <?.,F45?., EI9@. - ISBN 978-5-4332-0036-4 ; &B :9 [-?9>FDBAAO= 
D9EGDE]. - URL: http://biblioclub.ru/index.php?page=book&id=208647  

5. �D4E<?PA<>B64, �.�. �AHBD@4J<BAAO9 < >B@@GA<>4J<BAAO9 F9IAB?B7<< 6 
B5D4;B64A<< : GK95AB9 CBEB5<9 / �.�. �D4E<?PA<>B64. -  BE>64 : �<D9>F-
 98<4, 2013. - 231 E. : <?.,F45?., EI9@. - ISBN 978-5-4458-3000-9 ; &B :9 
[-?9>FDBAAO= D9EGDE]. - URL: http://biblioclub.ru/index.php?page=book&id=209292  

6. �BABC?964, �.�. �AHBD@4J<BAAO9 F9IAB?B7<< : GK95AB9 CBEB5<9 / 
�.�. �BABC?964, ".�. )BI?B64, �.�. �9A<EB6 ; CB8 D98. �.�. �BABC?96B=. - 
2-9 <;8., C9D9D45. < 8BC. -  BE>64 : #DBEC9>F, 2014. - 328 E. - �<5?<B7D. 6 >A. - 
ISBN 978-5-392-12385-8 ; &B :9 [-?9>FDBAAO= D9EGDE]. - 

URL: http://biblioclub.ru/index.php?page=book&id=251652  

7. �AHBD@4J<BAAO9 F9IAB?B7<< : GK95AB9 CBEB5<9 / .... �DB@B6, 
�.�. �<8D<I, �.�. �<8D<I,  < 8D. ;  <A<EF9DEF6B B5D4;B64A<S < A4G>< 
$BEE<=E>B= (989D4J<<, (989D4?PAB9 7BEG84DEF69AAB9 5R8:9FAB9 
B5D4;B64F9?PAB9 GKD9:89A<9 6OEL97B CDBH9EE<BA4?PAB7B B5D4;B64A<S, 
&4@5B6E><= 7BEG84DEF69AAO= F9IA<K9E><= GA<69DE<F9F. - &4@5B6 : 

�;84F9?PEF6B (��"' �#" «&�&'», 2011. - 152 E. : <?., F45?., EI9@. - 
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