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2. К?4EE<H<>4J<S ED98EF6 B5GK9A<S 79B7D4H<< (F9IA<K9E><9, 
FD48<J<BAAO9 ED98EF64 < 8D.). "9IA<K9E><9 ED98EF64 B5GK9A<S: 
C9847B7<K9E><= < F9IA<K9E><= 4EC9>FO.  

3. �DB7D4@@AB-C9847B7<K9E><= >B@C?9>E A4 BEAB69 Smart Board.  

4. !D46A<F9?PAO= 4A4?<; CDB7D4@@AB-C9847B7<K9E><I ED98EF6 CB 
79B7D4H<< (@G?PF<@98<=AO9 GK95A<><, Q?9>FDBAAO9 4F?4EO, QAJ<>?BC98<<, 
GK95AO9 Q?9>FDBAAO9 CBEB5<S, <AF9D4>F<6AO9 >4DFO). 

5. �484A<S 8?S E4@BEFBSF9?PAB= D45BFO GK4M<IES, A4CD46?9AAO9 A4 
<ECB?P;B64A<9 CDB7D4@@AB-C9847B7<K9E><I ED98EF6 CD< <;GK9A<< F9@ CB 
79B7D4H<<.  

6. �D<9@O 4>F<6<;4J<< GK95AB-CB;A464F9?PAB= 89SF9?PABEF< GK4M<IES 
ED98EF64@< <AHBD@4J<BAAO@< F9IAB?B7<S@< 6B 6D9@S CD98EF46?9A<S 
79B7D4H<K9E>B= <AHBD@4J<<.  

7. �9FB8<>4 CDB6989A<S 6A9>?4EEAB7B @9DBCD<SF<S CB 79B7D4H<< E 
<ECB?P;B64A<9@ ED98EF6 <AHBD@4J<BAAOI F9IAB?B7<=.  

8. �9847B7<K9E><9 G@9A<S GK<F9?S 79B7D4H<< 6 D45BF9 EB ED98EF64@< 
<AHBD@4J<BAAOI F9IAB?B7<= CD< CB87BFB6>9 @4F9D<4?B6 > GDB>4@ 
79B7D4H<<.  



8 

9. �9FB8<>4 <ECB?P;B64A<S F9>EFB6B7B CDBJ9EEBD4 Microsoft Word 8?S 
EB;84A<S @9FB8<K9E><I @4F9D<4?B6 > GDB>G 79B7D4H<<.  

10. �9FB8<>4 <ECB?P;B64A<S Q?9>FDBAAOI F45?<J Microsoft Excel 8?S 
CB87BFB6>< 8<84>F<K9E><I @4F9D<4?B6 CB 79B7D4H<<.  

11. �DB7D4@@4 Power Point >4> <AHBD@4J<BAA4S F9IAB?B7<S A47?S8AB7B 
CD98EF46?9A<S GK95AOI @4F9D<4?B6 CB 79B7D4H<<.  

12. !FDG>FGD4 CBDFHB?<B GK95AB7B CDB9>F4. �9FB8<>4 EB;84A<S 
GK95AB7B CDB9>F4 CB 79B7D4H<< E CB@BMPR EB6D9@9AAOI ED98EF6. 

13. �4;A4K9A<9 < HGA>J<< C9847B7<K9E>B7B >BAFDB?S. $BD@<DB64A<9 
F9EFB6OI ;484A<= CB 79B7D4H<< E CB@BMPR ED98EF6 <AHBD@4J<BAAOI 
F9IAB?B7<=. 

14. �5D4;B64F9?PAO= CBF9AJ<4? <AHBD@4J<BAAOI D9EGDEB6 E9F< 
�AF9DA9F < <I <ECB?P;B64A<9 8?S D94?<;4J<< ;484K 79B7D4H<K9E>B7B 
B5D4;B64A<S. 15. �5D4;B64F9?PAO9 E4=FO, Q?9>FDBAAO9 5<5?<BF9><, 
CB<E>B6<> Nigma. 

16. �EB59AABEF< CD9CB8464A<S 79B7D4H<< E <ECB?P;B64A<9@ ED98EF6 
<AHBD@4J<BAAOI F9IAB?B7<=. �9FB8<>4 CDB6989A<S D4;?<KAOI F<CB6 
GDB>B6 79B7D4H<< E <ECB?P;B64A<9@ EB6D9@9AAOI ED98EF6. 

17. �EAB6AO9 A4CD46?9A<S @B89DA<;4J<< 79B7D4H<K9E>B7B 
B5D4;B64A<S.  

18. �B?B:<F9?PAO9 4EC9>FO < A974F<6AO9 CBE?98EF6<S CD<@9A9A<S 
EB6D9@9AAOI ED98EF6 A4 GDB>4I 79B7D4H<<. 

 

КD<F9D<< BJ9A><: 
2 54??4 – EF46<FES, 9E?< 6OCB?A9AO 6E9 FD95B64A<S > A4C<E4A<R 

8B>?484 < @G?PF<@98<=AB= CD9;9AF4J<<: B5B;A4K9A4 CDB5?9@4 < B5BEAB64A4 
99 4>FG4?PABEFP, E89?4A >D4F><= 4A4?<; D4;?<KAOI FBK9> ;D9A<S A4 
D4EE@4FD<649@GR CDB5?9@G < ?B7<KAB <;?B:9A4 EB5EF69AA4S CB;<J<S, 
EHBD@G?<DB64AO 6O6B8O, F9@4 D4E>DOF4 CB?ABEFPR, 6O89D:4A B5N9@, 
EB5?R89AO FD95B64A<S > 6A9LA9@G BHBD@?9A<R, 84AO CD46<?PAO9 BF69FO 
A4 8BCB?A<F9?PAO9 6BCDBEO. 

1,5 54??4 – BEAB6AO9 FD95B64A<S > 8B>?48G, CD9;9AF4J<< < 97B ;4M<F9 
6OCB?A9AO, AB CD< QFB@ 8BCGM9AO A98BK9FO. � K4EFABEF<, <@9RFES 
A9FBKABEF< 6 <;?B:9A<< @4F9D<4?4; BFEGFEF6G9F ?B7<K9E>4S 
CBE?98B64F9?PABEFP 6 EG:89A<SI; A9 6O89D:4A B5N9@ 8B>?484; <@9RFES 
GCGM9A<S 6 BHBD@?9A<<; A4 8BCB?A<F9?PAO9 6BCDBEO CD< ;4M<F9 84AO 
A9CB?AO9 BF69FO. 

1 54?? – <@9RFES EGM9EF69AAO9 BFEFGC?9A<S BF FD95B64A<= > 
CB87BFB6>9 @G?PF<@98<=AB= CD9;9AF4J<< < 8B>?484. � K4EFABEF<, F9@4 
BE69M9A4 ?<LP K4EF<KAB; 8BCGM9AO H4>F<K9E><9 BL<5>< 6 EB89D:4A<< 
8B>?484 CD< BF69F9 A4 8BCB?A<F9?PAO9 6BCDBEO; 6B 6D9@S ;4M<FO 
CD9;9AF4J<< BFEGFEF6G9F 6O6B8. 

0,5 54??4 – F9@4 8B>?484 A9 D4E>DOF4, B5A4DG:<649FES EGM9EF69AAB9 
A9CBA<@4A<9 CDB5?9@O.  

0 54??B6 – 8B>?48 < CD9;9AF4J<S EFG89AFB@ A9 CD98EF46?9AO. 
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�BCDBEO 8?S CDB6989A<S F9EF<DB64A<S: 
 

1. К4>B9 GF69D:89A<9 S6?S9FES CD46<?PAO@ < <EK9DCO64RM<@? 

4) �AHBD@4J<BAAO9 F9IAB?B7<< – CDBJ9EEO, >BFBDO9 D94?<;GRFES 
ED98EF64@< 6OK<E?<F9?PAB= F9IA<><. 
5) �AHBD@4J<BAAO9 F9IAB?B7<< – QFB CDBJ9EEO, >BFBDO9 D94?<;GRFES 
ED98EF64@< 6OK<E?<F9?PAB= F9IA<>< < B59EC9K<64RF 6OCB?A9A<9 ;484AAOI 
FD95B64A<= > CB<E>G <AHBD@4J<<. 
6) �AHBD@4J<BAAO9 F9IAB?B7<< – QFB CDBJ9EEO, >BFBDO9 D94?<;GRFES 
ED98EF64@< 6OK<E?<F9?PAB= F9IA<>< < B59EC9K<64RF 6OCB?A9A<9 ;484AAOI 
FD95B64A<= > CB<E>G, CD98EF46?9A<9, CD9B5D4;B64A<S, C9D984K< < 
<ECB?P;B64A<S <AHBD@4J<<  

2. �?46AO@ Q?9@9AFB@ <AF9DH9=E4 BC9D4J<BAAB= E<EF9@O Windows 
S6?S9FES 

4) H4=? 

5) B>AB  
6) C4C>4 

3. �9EP F9>EF 8B>G@9AF4 Word 6O89?S9FES E CB@BMPR >?46<L 

4) Ctrl + S 

5) Ctrl + � 

6) Ctrl + А  
4. �OD9;4A<9 HD47@9AF4 F9>EF4 8B>G@9AF4 Word BEGM9EF6?S9FES 

A4:4F<9@ >?46<L 

4) Ctrl + V 

5) Ctrl + X  
6) Ctrl + N 

5. МG?PF<@98<4 – QFB 

4) CDB7D4@@4 89?B6B= 7D4H<>< 

5) <AHBD@4J<BAA4S F9IAB?B7<S  
6) >B@CPRF9DAO= ED98EF6B 

6. &9>EF 6 8B>G@9AF Excel 66B8<FES 

4) 46FB@4F<K9E>< 

5) CD< A4:4F<< >?46<L Enter  
6) 6 4>F<6AB= SK9=>9 

7. КB@CPRF9DA4S CDB7D4@@4 – QFB 

4) CBE?98B64F9?PABEFP >B@4A8, CB >BFBDB= >B@CPRF9D B5D454FO649F 84AAO9 

5) CBE?98B64F9?PABEFP >B@4A8 8?S D9L9A<S CBEF46?9AAB= ;484K<  
6) ;4C<EP 4?7BD<F@4 D9L9A<S ;484K< 6 6<89 CBE?98B64F9?PABEF< >B@4A8 <?< 

BC9D4FBDB6 S;O>B@ CDB7D4@@<DB64A<S. 
8. %D98EF64 B5GK9A<S – QFB 

4) EB6B>GCABEFP @4F9D<4?PAOI ED98EF6, >BFBDO@ CD<EGM< BCD989?9AAO9 
8<84>F<K9E><9 HGA>J<<  
5) EB6B>GCABEFP 6;4<@BE6S;4AAOI 89=EF6<=, >BFBDO9 A9B5IB8<@O 8?S 
D9L9A<S BCD989?9AAB= ;484K< 

6) EB6B>GCABEFP 6;4<@BE6S;4AAOI G@9A<=, >BFBDO9 CB;6B?SRF D9L<FP 



10 

E<EF9@G ;484K. 
9. &45?<KAO= CDBJ9EEBD Excel – QFB 

4) C4>9F CD<>?48AOI CDB7D4@@, CD98A4;A4K9AAO= 8?S CBEFDB9A<S 7D4H<>B6; 
5) C4>9F CD<>?48AOI CDB7D4@@, CD<@9AS9FES 8?S 6OCB?A9A<S 6OK<E?9A<=  
6) C4>9F CD<>?48AOI CDB7D4@@, BD<9AF<DB64AAO= A4 B5D45BF>G 84AAOI. 

10. П9D98 EB;84A<9@ Q?9>FDBAAB= CD9;9AF4J<< A9B5IB8<@B 

4) BCD989?<FP J9?P < A4;A4K9A<9 CD9;9AF4J<<, EB;84FP 99 EJ9A4D<=, 
BCD989?<FP EF<?P <I BHBD@?9A<S 

5) BCD989?<FP J9?P < A4;A4K9A<9 CD9;9AF4J<<, EB89D:4A<9 6E9I E?4=8B6, 
ECBEB5 99 89@BAEFD4J<< 

6) BCD989?<FP J9?P < A4;A4K9A<9 CD9;9AF4J<<, ECBEB5 99 89@BAEFD4J<<, 
EB;84FP EJ9A4D<= CD9;9AF4J<<, BCD989?<FP EB89D:4A<9 6E9I E?4=8B6 < EF<?P 
<I BHBD@?9A<S  
 

КD<F9D<< BJ9A><: ;4 >4:8O= CD46<?PAO= BF69F F9EF4 EFG89AF @B:9F 
CB?GK<FP 0,2 54??4. �4>E<@4?PAB9 >B?<K9EF6B 54??B6 – 2.  

 

2.1. �J9ABKAO9 ED98EF64 8?S CDB@9:GFBKAB= 4FF9EF4J<< 
(Q>;4@9A) 
 

1. К4> 6O CBA<@49F9 F9D@<AO: <AHBD@4F<;4J<S, <AHBD@4F<;4J<S 
B5D4;B64A<S, <AHBD@4J<BAA4S F9IAB?B7<S?   

2. К4><9 >4A4?O CD<9@4 <AHBD@4J<< 6O EK<F49F9 BEAB6AO@<?  

3. К4><9 HBD@O CD98EF46?9A<S <AHBD@4J<< 6O EK<F49F9 BEAB6AO@<?  

4. К4>GR HBD@G CD98BEF46?9A<S <AHBD@4J<< 6O EK<F49F9 A4<5B?99 
BCF<@4?PAB=?  

5. К4>B9 6D9@S GK9A<> ECBEB59A A9CD9DO6AB >BAJ9AFD<DB64FP 
6A<@4A<9 A4 GK95AB@ @4F9D<4?9?  

6. �B >4><@ CD<;A4>4@ GK<F9?P @B:9F BCD989?<FP BE?45?9A<9 
6A<@4A<S GK4M<IES 6B 6D9@S CDB6989A<S GDB>4?  

7. К4><9 @9FB8<K9E><9 CD<9@O <ECB?P;G9F GK<F9?P 79B7D4H<< 8?S 
C9D9>?RK9A<S 6A<@4A<S GK4M<IES?  

8. К4><@< 8<84>F<K9E><@< 6B;@B:ABEFS@< B5?484RF F9IA<K9E><9 
ED98EF64 B5GK9A<S?  

9. К4>GR DB?P ;4A<@4RF "!� 6 7G@4A<;4J<< < 89@B>D4F<;4J<< 
GK95AB-6BEC<F4F9?PAB7B CDBJ9EE4?  

10. К4> E CB@BMPR "!� D94?<;GRFES CD<AJ<CO A4GKABEF< < 
8BEFGCABEF< 6 GK95AB@ CDBJ9EE9?  

11. К4> 6O CBA<@49F9 CD<AJ<C E<EF9@4F<KABEF< <ECB?P;B64A<S "!�?  

12. К4> EF<@G?<DB64FP 4>F<6ABEFP @OL?9A<S GK4M<IES E CB@BMPR 
"!�?  

13. � K9@ ;4>?RK49FES CD<AJ<C A47?S8ABEF< 6 CD<@9A9A<< 
F9IA<K9E><I ED98EF6?  

14. � >4><I BEAB6AOI HBD@4I GK<F9?P 79B7D4H<< EBK9F49F E?B69EAB9 
B5NSEA9A<9 < ED98EF64 A47?S8ABEF<? 
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15. К4> >?4EE<H<J<DGRF F9IA<K9E><9 ED98EF64 B5GK9A<S CB 
HGA>J<BA4?PAB@G A4;A4K9A<R?  

16. К4><9 5O64RF GK95AO9 CDB7D4@@O?  

17. �?S >4><I J9?9= CD98A4;A4K9AO FD9A4:9DAO9 F9IA<K9E><9 
ED98EF64?  

18. "9IA<K9E><9 ED98EF64 BFABESFES > 6ECB@B74F9?PAO@? �?S >4><I 
J9?9= BA< <ECB?P;GRFES?  

19. К4><9 F9IA<K9E><9 ED98EF64 BFABESFES > >B@5<A<DB64AAO@? �?S 
>4><I J9?9= BA< <ECB?P;GRFES?  

20. К4> >?4EE<H<J<DGRF F9IA<K9E><9 ED98EF64 CB CD<AJ<CG GEFDB=EF64 
< D45BFO?  

21. К4> >?4EE<H<J<DGRF F9IA<K9E><9 ED98EF64 CB DB8G B5GK9A<S?  

22. К4> >?4EE<H<J<DGRF F9IA<K9E><9 ED98EF64 CB ?B7<>9 D45BFO?  
23. К4> >?4EE<H<J<DGRF F9IA<K9E><9 ED98EF64 CB I4D4>F9DG 

6B;89=EF6<S A4 BD74AO KG6EF6?  

24. К4> >?4EE<H<J<DGRF F9IA<K9E><9 ED98EF64 CB I4D4>F9DG 
CD98BEF46?9A<S <AHBD@4J<<?  

25. К4><9 FD95B64A<S CD98NS6?SRF > F9IA<K9E><@ ED98EF64@ 
B5GK9A<S?  

26. К4><9 HGA>J<< 6OCB?ASRF F9IA<K9E><9 ED98EF64 B5GK9A<S? 
�5NSEA<F9, 6 K9@ <I EGMABEFP. 

27. 'FB B;A4K49F CD<AJ<C ?4>BA<KABEF< BHBD@?9A<S 8<84>F<K9E><I 
@4F9D<4?B6? 

28. 'FB CD98CB?4749F CD<AJ<C GA<H<>4J<< BHBD@?9A<S 8<84>F<K9E><I 
@4F9D<4?B6? 

29. � K9@ ;4>?RK49FES CD<AJ<C CD<6OKAOI 4EEBJ<4J<= CD< 
BHBD@?9A<< 8<84>F<K9E><I @4F9D<4?B6? 

30. � K9@ ;4>?RK49FES CD<AJ<C E<@@9FD<KABEF< BHBD@?9A<S E?4=8B6? 

31. К4><9 B5M<9 CD46<?4 59;BC4EABEF< CD<@9A9A<S F9IA<K9E><I 
ED98EF6 B5GK9A<S EGM9EF6GRF 6 B5D4;B64F9?PAOI GKD9:89A<SI? 

32. �4;B6<F9 BEAB6AO9 FD95B64A<S CD46<? CB:4DAB= 59;BC4EABEF< CD< 
CD<@9A9A<< F9IA<K9E><I ED98EF6 B5GK9A<S. 

33. К4>GR CB@BMP A9B5IB8<@B CD98BEF46<FP GK9A<>G, >BFBDO= 
CBD4:9A Q?9>FD<K9EF6B@? 

34. ! >4>B= J9?PR GK<F9?P 79B7D4H<< <ECB?P;G9F GK95AO9 CDB7D4@@O? 

35. �?S >4><I J9?9= CD98A4;A4K9AO CDB7D4@@O-FD9A4:9DO? 
36. �?S >4><I J9?9= CD98A4;A4K9AO >BAFDB?<DGRM<9 CDB7D4@@O? 

37. �?S >4><I J9?9= CD98A4;A4K9AO 89@BAEFD4J<BAAO9 CDB7D4@@O? 

38. �?S >4><I J9?9= CD98A4;A4K9AO <@<F4J<BAAO9 < @B89?<DGRM<9 
CDB7D4@@O? 

39. �?S >4><I J9?9= CD98A4;A4K9AO <AHBD@4J<BAAB-ECD46BKAO9 
CDB7D4@@O? 

40. К4> GK<F9?P 79B7D4H<< @B:9F <ECB?P;B64FP @G?PF<@98<4-
GK95A<><? 
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41. К4><9 79B7D4H<K9E><9 CDBJ9EEO @B:9F CDB89@BAEFD<DB64FP 
GK<F9?P A4 GDB>4I 79B7D4H<<? 

42. К4><9 8<84>F<K9E><9 ;484K< D9L49F GK<F9?P CD< CB>4;9 
79B7D4H<K9E><I CDBJ9EEB6? 

43. К4><9 CDB7D4@@O <ECB?P;G9F GK<F9?P 79B7D4H<< CD< CDB69D>9 
;A4A<= GK4M<IES? 

44. К4><9 ;484K< @B:9F CD98?B:<FP GK<F9?P 79B7D4H<< GK9A<>G 8?S 
E4@BEFBSF9?PAB= D45BFO A4 >B@CPRF9D9? 

45. �4;A4K9A<9 CDB7D4@@AB-F9IAB?B7<K9E>B7B >B@C?9>E4 A4 BEAB69 
Smart Board.  

46. �9D9K<E?<F9 BEAB6AO9 FD95B64A<S > F9IA<K9E><@ ED98EF64@ 
B5GK9A<S. �4;B6<F9 BEAB6AO9 HGA>J<<. 

47. �4;B6<F9 BEB59AABEF< B5D45BF>< A4C9K4F4AAOI @4F9D<4?B6 
ED98EF64@< F9>EFB6B7B CDBJ9EEBD4 Microsoft Office Word.  

48. �9D9K<E?<F9 6B;@B:ABEF< F9>EFB6B7B D984>FBD4 8?S EB;84A<S 
8<84>F<K9E><I @4F9D<4?B6. 

49.  4E>DB=F9 A4;A4K9A<9 < 6B;@B:ABEF< 8?S CD98EF46?9A<S 
79B7D4H<K9E>B= <AHBD@4J<< E CB@BMPR F45?<KAB7B CDBJ9EEBD4 Excel.  

50. �D98EF46?9A<9 8<47D4@@ < 7D4H<>B6 E CB@BMPR F45?<KAB7B 
CDBJ9EEBD4. �9D9K<E?<F9 BEB59AABEF< <ECB?P;B64A<S Q?9>FDBAAOI F45?<J 
8?S EB;84A<S F9EFB6 CB 79B7D4H<<. 

51. �ECB?P;B64A<9 F9EFB6OI E<EF9@. !D98EF64 F9EFB6B7B >BAFDB?S. 
ЭF4CO D4;D45BF>< F9EFB6OI ;484A<=. $BD@O F9EFB6OI ;484A<=.  

52. �4=F9 BCD989?9A<9 CBASF<R «F9IAB?B7<S @G?PF<@98<4». 
�9D9K<E?<F9 ED98EF64 @G?PF<@98<=AOI F9IAB?B7<=. 

53. �ECB?P;B64A<9 CDB7D4@@O Power Point 8?S EB;84A<S GK95AOI 
CD9;9AF4J<=. �4;B6<F9 BEB59AABEF< <ECB?P;B64A<S CDB7D4@@O 8?S EB;84A<S 
CD9;9AF4J<= 6B 6D9@S D4;D45BF>< >BAFDB?PAOI ;484A<=.  

54. �9D9K<E?<F9 BEB59AABEF< <ECB?P;B64A<S ED98EF6 >B@CPRF9DAB-

<AHBD@4J<BAAOI F9IAB?B7<= 8?S CD98EF46?9A<S >4DFB7D4H<K9E>B= 
<AHBD@4J<<.  

55. �9D9K<E?<F9 6<8O >B@CPRF9DAOI CDB7D4@@, 4 F4>:9 BEB59AABEF< 
<I <ECB?P;B64A<S 6 CDBJ9EE9 CD9CB8464A<S 79B7D4H<<. 

56. �4;B6<F9 BEB59AABEF< <ECB?P;B64A<S @G?PF<@98<=AOI GK95A<>B6 
6B 6D9@S ;4ASF<= CB 79B7D4H<<. �D98?B:<F9 A9E>B?P>B 64D<4AFB6 
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6B 6D9@S CB87BFB6>< 8<84>F<K9E><I @4F9D<4?B6 E <ECB?P;B64A<9@ ED98EF6 
>B@CPRF9DAB-<AHBD@4J<BAAOI F9IAB?B7<=. 
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79B7D4H<< 6B 6D9@S BD74A<;4J<< GDB>B6 E <ECB?P;B64A<9@ <AHBD@4J<BAAOI 
< >B@CPRF9DAOI F9IAB?B7<=. 
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