
 



 



 

1. *9?< < ;484K< 8<EJ<C?<AO 

*9?< <;GK9A<S 8<EJ<C?<AO «&9IAB?B7<< J<HDB6B7B B5D4;B64A<S» 3 
CB?GK9A<9 EFG89AF4@< 54;B6OI ;A4A<= CB F9BD<< <AHBD@4J<<, GEFDB=EF6G 
>B@CPRF9DB6, CB BEAB64@ EB6D9@9AAOI <AHBD@4J<BAAOI F9IAB?B7<= < 
F9A89AJ<= <I D4;6<F<S; A4GK<FP CD<AJ<C4@ <ECB?P;B64A<S <AHBD@4J<BAAOI 
D9EGDEB6 6 ED984I CDB7D4@@AB7B B59EC9K9A<S BH<EAOI F9IAB?B7<=; CD<6<FP 
A46O>< CD<@9A9A<S EB6D9@9AAOI <AHBD@4J<BAAOI F9IAB?B7<= 6 5G8GM9= 
CDBH9EE<BA4?PAB= 89SF9?PABEF<; D4;6<64FP F6BDK9E><= CBF9AJ<4? 5G8GM97B 
EC9J<4?<EF4, A9B5IB8<@O= 9@G 8?S 84?PA9=L97B E4@BB5D4;B64A<S, 
E4@BD4;6<F<S < E4@BD94?<;4J<< 6 GE?B6<SI 6OEB>BD4;6<FB= F9IAB?B7<K9E>B= 
ED98O. 

�484K<: 
− 6OD45BF4FP J9?BEFAB9 CD98EF46?9A<9 B EB6D9@9AAOI A4CD46?9A<SI < 

B5?4EFSI <ECB?P;B64A<S <AHBD@4J<BAAOI F9IAB?B7<=; 
− <;GK<FP ;4>BAB@9DABEF< CDBF9>4A<S <AHBD@4J<BAAOI CDBJ9EEB6 6 

E<EF9@4I B5D45BF>< <AHBD@4J<<; 
− <;GK<FP GEFDB=EF64 >B@CPRF9DAB= F9IA<>< < B5?4EF< <I CD<@9A9A<S;  
− BE6B<FP CD<AJ<CO D45BFO F9IA<K9E><I < CDB7D4@@AOI ED98EF6 6 

<AHBD@4J<BAAOI E<EF9@4I; 
− CD<B5D9EF< A46O>< <ECB?P;B64A<S EB6D9@9AAOI <AHBD@4J<BAAOI 

F9IAB?B7<= < <AEFDG@9AF4?PAOI ED98EF6 8?S D9L9A<S D4;?<KAOI ;484K 6 
E6B9= CDBH9EE<BA4?PAB= 89SF9?PABEF<; 

− CD<B5D9EF< A46O>< BJ9A<64A<S EGM9EF6GRM97B CDB7D4@@AB7B 
B59EC9K9A<S < 6O5BD4 BCF<@4?PAB7B 8?S D9L9A<S CDBH9EE<BA4?PAOI ;484K; 

− CB87BFB6<FP B5GK4RM<IES > CD4>F<K9E>B@G <ECB?P;B64A<R 
<AHBD@4J<BAAOI F9IAB?B7<= 6 E<EF9@9 B5D4;B64A<S. 

 

2.  9EFB 8<EJ<C?<AO 6 EFDG>FGD9 "#"# 

'K95A4S 8<EJ<C?<A4 6IB8<F 6 B5S;4F9?PAGR K4EFP 8<EJ<C?<A 
CB87BFB6>< EFG89AFB6.  

!9B5IB8<@O@< GE?B6<S@< 8?S BE6B9A<S GK95AB= 8<EJ<C?<AO 
S6?SRFES ;A4A<S >?RK96OI 6BCDBEB6 < BEAB6AOI EBEF46?SRM<I Q?9@9AFB6 
<AHBD@4F<><, G@9A<S D9L4FP F<CB6O9 CD4>F<K9E><9 ;484K<, I4D4>F9DAO9 8?S 
<ECB?P;B64A<S @9FB8B6 < <AEFDG@9AF4D<S CD98@9FAB= B5?4EF< <AHBD@4F<>4, 
6?489FP A46O>4@< CB?GK9A<S <AHBD@4J<< <; <EFBKA<>B6 D4;AOI F<CB6, 
E4@BEFBSF9?PAB BEGM9EF6?SFP CB<E>, 4A4?<;, E<EF9@4F<;4J<R <  

<AF9DCD9F4J<R <AHBD@4J<< D4;?<KAOI 6<8B6 <  HBD@ CD98EF46?9A<S. 
%B89D:4A<9 8<EJ<C?<AO BEAB6O649FES A4 54;9 8<EJ<C?<A: >GDE 

<AHBD@4F<>< ED98A9= B5M9B5D4;B64F9?PAB= L>B?O < E?G:<F BEAB6B= 8?S 
6OCB?A9A<S 6OCGE>AB= >64?<H<>4J<BAAB= D45BFO, CDBIB:89A<S 
CDB<;6B8EF69AAOI < GK95AOI CD4>F<>.  

 

 



 

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

�B8 CB (�"% �" �A8<>4FBD 8BEF<:9A<S 
$9;G?PF4FO B5GK9A<S CB 

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

'�-1 %CBEB59A 
BEGM9EF6?SFP 
CB<E>, >D<F<K9E><= 
4A4?<; < E<AF9; 
<AHBD@4J<<, 
CD<@9ASFP 
E<EF9@AO= CB8IB8 
8?S D9L9A<S 
CBEF46?9AAOI ;484K 

'�-1.1. �9@BAEFD<DG9F 
;A4A<9 BEB59AABEF9= 
E<EF9@AB7B < >D<F<K9E>B7B 
@OL?9A<S, 4D7G@9AF<DB64AAB 
HBD@<DG9F EB5EF69AAB9 
EG:89A<9 < BJ9A>G 
<AHBD@4J<<, CD<A<@49F 
B5BEAB64AAB9 D9L9A<9.  
'�-1.2. #D<@9AS9F 
?B7<K9E><9 HBD@O < 
CDBJ98GDO, ECBEB59A > 
D9H?9>E<< CB CB6B8G 
EB5EF69AAB= < KG:B= 
@OE?<F9?PAB= 89SF9?PABEF<.  
'�-1.3. �A4?<;<DG9F 
<EFBKA<>< <AHBD@4J<< E 
J9?PR 6OS6?9A<S <I 
CDBF<6BD9K<= < CB<E>4 
8BEFB69DAOI EG:89A<= 

�A49F: CD<AJ<CO BJ9A>< 
<AHBD@4J<<, D45BFO EB6D9@9AAOI 
<AHBD@4J<BAAOI F9IAB?B7<=.  
'@99F: BEGM9EF6?SFP 6O5BD 
EB6D9@9AAOI <AHBD@4J<BAAOI 
F9IAB?B7<= 8?S D9L9A<S 
EF4A84DFAOI ;484K 
CDBH9EE<BA4?PAB= 89SF9?PABEF<.  
�?4899F: A46O>4@< 4A4?<;4 
<EFBKA<>B6 <AHBD@4J<< E J9?PR 
6OS6?9A<S <I CDBF<6BD9K<= < 
CB<E>4 8BEFB69DAOI EG:89A<=, 
<ECB?P;B64A<S EB6D9@9AAOI 
<AHBD@4J<BAAOI F9IAB?B7<= 8?S  
D9L9A<S EF4A84DFAOI ;484K 
CDBH9EE<BA4?PAB= 89SF9?PABEF< 

"5M9CDBH9EE<BA4?PAO9. 

"#�-2. %CBEB59A 
GK4EF6B64FP 6 
D4;D45BF>9 
BEAB6AOI < 
8BCB?A<F9?PAOI 
B5D4;B64F9?PAOI 
CDB7D4@@, 
D4;D454FO64FP 
BF89?PAO9 <I 
>B@CBA9AFO (6 FB@ 
K<E?9 E 
<ECB?P;B64A<9@ 
<AHBD@4J<BAAB-
>B@@GA<>4J<BAAOI 
F9IAB?B7<=) 

"#�-2.1. $4;D454FO649F 
CDB7D4@@O GK95AOI 
CD98@9FB6, >GDEB6, 8<EJ<C?<A 
(@B8G?9=), CDB7D4@@O 
8BCB?A<F9?PAB7B B5D4;B64A<S 
6 EBBF69FEF6<< E ABD@4F<6AB-
CD46B6O@< 4>F4@< 6 EH9D9 
B5D4;B64A<S.  
"#�-2.2. #DB9>F<DG9F 
<A8<6<8G4?PAO9 
B5D4;B64F9?PAO9 @4DLDGFO 
BE6B9A<S CDB7D4@@ GK95AOI 
CD98@9FB6, >GDEB6, 8<EJ<C?<A 
(@B8G?9=), CDB7D4@@ 
8BCB?A<F9?PAB7B B5D4;B64A<S 
6 EBBF69FEF6<< E 
B5D4;B64F9?PAO@< 
CBFD95ABEFS@< B5GK4RM<IES.  
"#�-2.3. "EGM9EF6?S9F BF5BD 
C9847B7<K9E><I < 8DG7<I 
F9IAB?B7<=, 6 FB@ K<E?9 
<AHBD@4J<BAAB-
>B@@GA<>4J<BAAOI, 
<ECB?P;G9@OI CD< D4;D45BF>9 

�A49F: CD<AJ<CO D45BFO 
EB6D9@9AAOI <AHBD@4J<BAAOI 
F9IAB?B7<=.  

'@99F: BEGM9EF6?SFP 6O5BD 
EB6D9@9AAOI <AHBD@4J<BAAOI 
F9IAB?B7<= 8?S D9L9A<S 
EF4A84DFAOI ;484K 
CDBH9EE<BA4?PAB= 89SF9?PABEF<.  

�?4899F: A46O>4@< <ECB?P;B64A<S 
EB6D9@9AAOI <AHBD@4J<BAAOI 
F9IAB?B7<= 8?S  D9L9A<S 
EF4A84DFAOI ;484K 
CDBH9EE<BA4?PAB= 89SF9?PABEF<. 



BEAB6AOI < 8BCB?A<F9?PAOI 
B5D4;B64F9?PAOI CDB7D4@@ < 
<I Q?9@9AFB6 

"#�-9 %CBEB59A 
CBA<@4FP 
CD<AJ<CO D45BFO 
EB6D9@9AAOI 
<AHBD@4J<BAAOI 
F9IAB?B7<= < 
<ECB?P;B64FP <I 
8?S D9L9A<S ;484K 
CDBH9EE<BA4?PAB= 
89SF9?PABEF< 

"#�-9.1. �O5<D49F 
EB6D9@9AAO9 
<AHBD@4J<BAAO9 F9IAB?B7<< 
< CDB7D4@@AO9 ED98EF64, 6 
FB@ K<E?9 BF9K9EF69AAB7B 
CDB<;6B8EF64, 8?S D9L9A<S 
;484K CDBH9EE<BA4?PAB= 
89SF9?PABEF<.  
"#�-9.2. �9@BAEFD<DG9F 
ECBEB5ABEFP <ECB?P;B64FP 
J<HDB6O9 D9EGDEO 8?S D9L9A<S 
;484K CDBH9EE<BA4?PAB= 
89SF9?PABEF<. 

�A49F: CD<AJ<CO D45BFO 
EB6D9@9AAOI <AHBD@4J<BAAOI 
F9IAB?B7<= < CDB7D4@@AOI 
ED98EF6, 6 FB@ K<E?9 
BF9K9EF69AAB7B CDB<;6B8EF64, 8?S 
D9L9A<S ;484K CDBH9EE<BA4?PAB= 
89SF9?PABEF<. 
'@99F: BEGM9EF6?SFP 6O5BD 
J<HDB6OI D9EGDEB6 8?S D9L9A<S 
;484K CDBH9EE<BA4?PAB= 
89SF9?PABEF<.  
�?4899F: A46O>4@< <ECB?P;B64A<S 
J<HDB6OI D9EGDEB6 8?S D9L9A<S 
;484K CDBH9EE<BA4?PAB= 
89SF9?PABEF<. 

 

4. %FDG>FGD4 < EB89D:4A<9 GK95AB= 8<EJ<C?<AO 

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

�<8 GK95AB= D45BFO 

"5N9@ K4EB6 (3;4K. 98.) 
"KA4S 
HBD@4 

�4BKA4S 
HBD@4 

"5M4S GK95A4S A47DG;>4 (6E97B K4EB6) 108 

(3 ;4K. 98) 
108 

(3 ;4K. 98) 
"5S;4F9?PA4S 4G8<FBDA4S GK95A4S 
A47DG;>4 (6E97B K4EB6), 6 FB@ K<E?9: 36 12 

�9>J<< 12 4 

%9@<A4DE><9 ;4ASF<S - - 

#D4>F<K9E><9 ;4ASF<S (6 FB@ K<E?9 
<AF9D4>F<6) 24 8 

�45BD4FBDAO9 D45BFO - - 

�GDEB64S D45BF4 (>GDEB6B= CDB9>F) - - 

�DG7<9 HBD@O BD74A<;4J<< GK95AB7B 
CDBJ9EE4 (>BAFDB?PAO9 D45BFO, 
<A8<6<8G4?PAO9 ;4ASF<S, >BAEG?PF4J<<  
< 8D.) 

- - 

%4@BEFBSF9?PA4S D45BF4 EFG89AF4 (6E97B 
K4EB6) 68 92 

(BD@4 4FF9EF4J<< 3 ;4KёF 4 4 

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

&9@4 1. "EAB6O EB6D9@9AAOI <AHBD@4J<BAAOI F9IAB?B7<=. 
"EAB6AO9 6<8O <AHBD@4J<BAAOI F9IAB?B7<=; 64D<4AFO 6A98D9A<S 

<AHBD@4J<BAAOI F9IAB?B7<=. "EAB6AO9 CBASF<S: <AHBD@4J<BAAO9 
F9IAB?B7<< EB;84A<S, E5BD4, D97<EFD4J<< <AHBD@4J<<;  



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

�?4EE<H<>4J<S CDB7D4@@AB7B B59EC9K9A<S. �4;B6B9 #". %<EF9@AB9 
#". %?G:95AB9 #". #D<>?48AB9 #". "5;BD BC9D4J<BAAOI E<EF9@. 
�?4EE<H<>4J<S BC9D4J<BAAOI E<EF9@. "C9D4J<BAAO9 E<EF9@O MS DOS, 

Windows, Linux. #4>9FO CD<>?48AOI CDB7D4@@. �?4EE<H<>4J<S CD<>?48AOI 
CDB7D4@@AOI ED98EF6. #4>9FO BH<EAOI CDB7D4@@. "5;BD CD<>?48AOI 
CDB7D4@@ EC9J<4?PAB7B A4;A4K9A<S. �4M<F4 <AHBD@4J<<. �AF<6<DGEAO9 
CDB7D4@@O. 

&9IAB?B7<< B5D45BF>< Q?9>FDBAAB= <AHBD@4J<<; F9IAB?B7<< ID4A9A<S 
< EBID4A9A<S <AHBD@4J<<, EBID4AABEFP < 4DI<6<DB64A<9; F9IAB?B7<<, 
C9D984K< (D4ECDBEFD4A9A<S) <AHBD@4J<<. 

&9@4 3. &9IAB?B7<< B5D45BF>< <AHBD@4J<<. &9IAB?B7<< B5D45BF>< 
F9>EFB6B= <AHBD@4J<<. &9>EFB6O9 CDBJ9EEBDO < <;84F9?PE><9 E<EF9@O. 
!4;A4K9A<9 < 6B;@B:ABEF<. (BD@4F<DB64A<9 F9>EFB6 6 CDB7D4@@9 Microsoft 

Word. %FDG>FGD4 < EI9@4 8B>G@9AF4. (BD@4F<DB64A<9 EFD4A<JO. �EF46>4 
B5N9>FB6 6 8B>G@9AFO Microsoft Word. "HBD@?9A<9 45;4J4. %C<E><. %F<?<. 
$4;DO6O. $4;89?O. %B;84A<9 < BHBD@?9A<9 F45?<J. &<FG?PAO= ?<EF, 
B7?46?9A<9, EC<EB> ?<F9D4FGDO. 

&9IAB?B7<< B5D45BF>< K<E?B6B= <AHBD@4J<<. "D74A<;4J<S 
6OK<E?9A<= E <ECB?P;B64A<9@ HGA>J<= Microsoft Excel.  4EF9D HGA>J<= 6 
Excel. (GA>J<S < HBD@G?4. "FABE<F9?PAO= < 45EB?RFAO= 48D9E SK9=><. 
%FDG>FGD<DB64A<9 < BF5BD 84AAOI 6 F45?<J4I Excel. %BDF<DB6>4 ;4C<E9= 
EC<E>4. �O5BD 84AAOI E <ECB?P;B64A<9@ H<?PFD4. (BD@4F<DB64A<9 
8<47D4@@.  

 G?PF<@98<=AO9 F9IAB?B7<< B5D45BF>< < CD98EF46?9A<S <AHBD@4J<<. 
�D4H<K9E><9 D984>FBDO. Microsoft PowerPoint 3 @G?PF<@98<4 E<EF9@4 
CD98EF46?9A<S <AHBD@4J<<. #D<ё@O D45BFO E MS PowerPoint. %B;84A<9 
EFDG>FGDO CD9;9AF4J<<. "HBD@?9A<9 < CB>4; CD9;9AF4J<<. �A<@4J<BAAO9 
QHH9>FO 6 CD9;9AF4J<SI. %B;84A<9 CD9;9AF4J<= A4 BEAB69 L45?BAB6. 

&9@4 4. �4;B6O9 CBASF<S E9F96OI F9IAB?B7<=. $45BF4 6 E9F< Internet. 

%B6D9@9AAO9 F9IA<K9E><9 ED98EF64 B5@9A4 84AAO@<. �B;A<>AB69A<9 < 
EB6D9@9AAO9 I4D4>F9D<EF<>< 6E9@<DAB= <AHBD@4J<BAAB= E<EF9@O Internet. 

%FDG>FGD4 Internet. #9D984K4 84AAOI 6 E9F<. #B<E> 84AAOI 6 E9F< Internet. 

1?9>FDBAA4S CBKF4 (e-mail). "EAB6O F9IAB?B7<< World Wide Web (WWW). 

"5;BD BEAB6AOI E9D6<EB6 �AF9DA9F4. %?G:5O �AF9DA9F4. #DB7D4@@O-

5D4G;9DO. #B<E>B6O9 E<EF9@O. "5;BD A4<5B?99 ;A4K<@OI D9EGDEB6 E9F< 
�AF9DA9F. "EB59AABEF< EB6D9@9AAOI B5D4;B64F9?PAOI BA?4=A->BAEFDG>FBDB6. 

 

4.3. �9>J<< 

№ 
C/C 

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

�4BKA4S 
HBD@4 

2 E9@9EFD  



1 
&9@4 1. "EAB6O EB6D9@9AAOI <AHBD@4J<BAAOI 
F9IAB?B7<=.  2 

2 

2 
&9@4 2. &9IA<K9E><9 ED98EF64 <AHBD@4J<BAAOI 
F9IAB?B7<=. 

2 

3 &9@4 3. &9IAB?B7<< B5D45BF>< <AHBD@4J<<. 4 
2 

4 &9@4 4. �4;B6O9 CBASF<S E9F96OI F9IAB?B7<=. 2 

�FB7B: 12 4 

 

4.4. #D4>F<K9E><9 ;4ASF<S 
№ 
C/C 

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

�4BKA4S 
HBD@4 

2 E9@9EFD  

1 

�AF9DH9=E F9>EFB6B7B CDBJ9EEBD4 Microsoft 
Word. �6B8, D984>F<DB64A<9 < HBD@4F<DB64A<9 
F9>EF4. $4;DO6O. $4;89?O. 

2 2 

2 (BD@4F<DB64A<9 F9>EF4 6 MicrosoftWord. 2  

3 %C<E><. %F<?<. 2 - 

4 %B;84A<9 F45?<J 6 MicrosoftWord. 2 2 

5 %B;84A<9 L45?BA4 D9H9D4F4. 2  

6 

&45?<KAO= CDBJ9EEBD Microsoft Excel. "EAB6O 
<AF9DH9=E4 < D45BFO. �6B8 < D984>F<DB64A<9 
84AAOI 

2 2 

7 
(BD@4F<DB64A<9 SK99> < 84AAOI 6 Microsoft 
Excel. 

2 - 

8 
$45BF4 E HBD@G?4@< < HGA>J<S@< 6 Microsoft 
Excel. 

2 - 

9 
#BEFDB9A<9 8<47D4@@ < 7D4H<>B6. 
$984>F<DB64A<9 8<47D4@@ < 7D4H<>B6 2 2 

10 
Microsoft PowerPoint. %B;84A<9 EFDG>FGDO 
CD9;9AF4J<<. "HBD@?9A<9 < CB>4; CD9;9AF4J<<.  2 - 

11 

!4EFDB=>4 4A<@4J<< < E@9AO E?4=8B6 6 
Microsoft PowerPoint. �<C9DEEO?><, 
GCD46?SRM<9 >ABC><. 

2  

12 
"EAB6O D45BFO E EB6D9@9AAO@< 
B5D4;B64F9?PAO@< BA?4=A->BAEFDG>FBD4@< 2 - 

�FB7B: 24 8 

 

4.5. �45BD4FBDAO9 D45BFO 

!9 CD98GE@BFD9AO. 
 

4.6. %4@BEFBSF9?PA4S D45BF4 EFG89AFB6 
№ 
C/C 

!4;64A<9 D4;89?4 / F9@O �<8 
E4@BEFBSF9?PAB= 

"5N9@ K4EB6 
"KA4S �4BKA4S 



D45BFO HBD@4 HBD@4 

1.  
"EAB6O EB6D9@9AAOI 
<AHBD@4J<BAAOI F9IAB?B7<= 

�BAEC9>F. 
#B87BFB6>4 > 
CD4>F<K9E><@ 
D45BF4@, > ;4K9FG. 

6 12 

2.  

�CC4D4FA4S K4EFP >B@CPRF9D4. 
#DB7D4@@AB9 B59EC9K9A<9 
>B@CPRF9D4 

�BAEC9>F. 
#B87BFB6>4 > 
CD4>F<K9E><@ 
D45BF4@, > ;4K9FG. 

6 12 

3.  
&9IAB?B7<< B5D45BF>< 
F9>EFB6B= <AHBD@4J<<. 

#B87BFB6>4 > 
CD4>F<K9E><@ 
D45BF4@, > ;4K9FG. 

8 12 

4.  
&9IAB?B7<< B5D45BF>< 
K<E?B6B= <AHBD@4J<<. 

#B87BFB6>4 > 
CD4>F<K9E><@ 
D45BF4@, > ;4K9FG. 

8 12 

5.  

 G?PF<@98<=AO9 F9IAB?B7<< 
B5D45BF>< < CD98EF46?9A<S 
<AHBD@4J<<. 

#B87BFB6>4 > 
CD4>F<K9E><@ 
D45BF4@, > ;4K9FG. 

8 12 

6.  

$45BF4 6 E9F< Internet. 
%B6D9@9AAO9 F9IA<K9E><9 
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