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1. #�%#"$& #$"�$�  / ��%&�#��!/ 

 

�=D>@<0F8>==K5 B5E=>;>388 2 ?@>D5AA8>=0;L=>9 45OB5;L=>AB8 

 

1.1. "1;0ABL ?@8<5=5=8O ?@>3@0<<K 

#@>3@0<<0 48AF8?;8=K «"#.05 �=D>@<0F8>==K5 B5E=>;>388 2 ?@>D5AA8>=0;L-
=>9 45OB5;L=>AB8» O2;O5BAO G0ABLN ?@8<5@=>9 >A=>2=>9 ?@>D5AA8>=0;L=>9 >1@07>20-
B5;L=>9 ?@>3@0<<K 2 A>>B25BAB288 A (�"% ?> A?5F80;L=>AB8 13.02.11 &5E=8G5A:0O 
M:A?;C0B0F8O 8 >1A;C6820=85 M;5:B@8G5A:>3> 8 M;5:B@><5E0=8G5A:>3> >1>@C4>20=8O 
(?> >B@0A;O<). 
 

1.2.  5AB> 48AF8?;8=K 2 AB@C:BC@5 >A=>2=>9 ?@>D5AA8>=0;L=>9 >1@07>20B5;L=>9 
?@>3@0<<K: 48AF8?;8=0 O2;O5BAO G0ABLN >1I5?@>D5AA8>=0;L=>3> F8:;0. 
 

1.3. &5;8 8 7040G8 48AF8?;8=K 3 B@51>20=8O : @57C;LB0B0< >A2>5=8O 48AF8?;8-
=K: 

� @57C;LB0B5 >A2>5=8O 48AF8?;8=K >1CG0NI89AO 4>;65= C<5BL: 
ý 2K?>;=OBL @0AG5BK A 8A?>;L7>20=85< ?@8:;04=KE :><?LNB5@=KE ?@>3@0<<; 
ý 8A?>;L7>20BL A5BL �=B5@=5B 8 55 2>7<>6=>AB8 4;O >@30=870F88 >?5@0B82=>3> 

>1J5<0 8=D>@<0F859; 
ý 8A?>;L7>20BL B5E=>;>388 A1>@0, @07<5I5=8O, E@0=5=8O, =0:>?;5=8O, ?@5>1@07>-

20=8O 8 ?5@540G8 40==KE 2 ?@>D5AA8>=0;L=> >@85=B8@>20==KE 8=D>@<0F8>==KE A8A-
B5<0E; 

ý >1@010BK20BL 8 0=0;878@>20BL 8=D>@<0F8N A ?@8<5=5=85< ?@>3@0<<=KE A@54AB2 8 
2KG8A;8B5;L=>9 B5E=8:8; 

ý ?>;CG0BL 8=D>@<0F8N 2 ;>:0;L=KE 8 3;>10;L=KE :><?LNB5@=KE A5BOE; 
ý ?@8<5=OBL 3@0D8G5A:85 @540:B>@K 4;O A>740=8O 8 @540:B8@>20=8O 87>1@065=89; 
ý ?@8<5=OBL :><?LNB5@=K5 ?@>3@0<<K 4;O ?>8A:0 8=D>@<0F88, A>AB02;5=8O 8 >D>@<-

;5=8O 4>:C<5=B>2 8 ?@575=B0F89. 
� @57C;LB0B5 >A2>5=8O 48AF8?;8=K >1CG0NI89AO 4>;65= 7=0BL: 
ý 107>2K5 A8AB5<=K5 ?@>3@0<<=K5 ?@>4C:BK 8 ?0:5BK ?@8:;04=KE ?@>3@0<< (B5:AB>-

2K5 @540:B>@K, M;5:B@>==K5 B01;8FK, A8AB5<K C?@02;5=8O 1070<8 40==KE, 3@0D8G5A:85 @5-
40:B>@K, 8=D>@<0F8>==>-?>8A:>2K5 A8AB5<K); 

ý <5B>4K 8 A@54AB20 A1>@0, >1@01>B:8, E@0=5=8O, ?5@540G8 8 =0:>?;5=8O 8=D>@<0F88; 
ý >1I89 A>AB02 8 AB@C:BC@C ?5@A>=0;L=KE M;5:B@>==>-2KG8A;8B5;L=KE <0H8= (1� ) 8 

2KG8A;8B5;L=KE A8AB5<; 
ý >A=>2=K5 <5B>4K 8 ?@85<K >15A?5G5=8O 8=D>@<0F8>==>9 157>?0A=>AB8; 
ý >A=>2=K5 ?>;>65=8O 8 ?@8=F8?K 02B><0B878@>20==>9 >1@01>B:8 8 ?5@540G8 8=D>@-

<0F88; 
ý >A=>2=K5 ?@8=F8?K, <5B>4K 8 A2>9AB20 8=D>@<0F8>==KE 8 B5;5:><<C=8:0F8>==KE 

B5E=>;>389 2 ?@>D5AA8>=0;L=>9 45OB5;L=>AB8. 
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1.4. $5:><5=4C5<>5 :>;8G5AB2> G0A>2 =0 >A2>5=85 ?@>3@0<<K: 

3 <0:A8<0;L=>9 CG51=>9 =03@C7:8 >1CG0NI53>AO 32 G0A>2, 2 B>< G8A;5: 
3 >1O70B5;L=>9 0C48B>@=>9 CG51=>9 =03@C7:8 >1CG0NI53>AO 30 G0A>2; 
3 A0<>AB>OB5;L=>9 @01>BK >1CG0NI53>AO 2 G0A0. 
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2. %&$'�&'$� � %"��$��!�� ��%&�#��!/ 

 

2.1. "1JU< 48AF8?;8=K �=D>@<0F8>==K5 B5E=>;>388 2 ?@>D5AA8>=0;L=>9  
45OB5;L=>AB8 8 284K CG51=>9 @01>BK 

 

�84 CG51=>9 @01>BK 
�5NU<  
G4E>6  

 0:A8<0;L=0O CG51=0O =03@C7:0 (2A53>) 32 

"1O70B5;L=0O 0C48B>@=0O CG51=0O =03@C7:0 (2A53>)  30 

2 B>< G8A;5:  

?@0:B8G5A:85 70=OB8O 30 

%0<>AB>OB5;L=0O @01>B0 >1CG0NI53>AO (2A53>) 2 

�B>3>20O 0BB5AB0F8O 2 D>@<5 48DD5@5=F8@>20==>3> 70GUB0 2 6->< A5<5AB@5. 
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2.2. &5<0B8G5A:89 ?;0= 8 A>45@60=85 48AF8?;8=K �=D>@<0F8>==K5 B5E=>;>388 2 ?@>D5AA8>=0;L=>9 45OB5;L=>AB8 

 

!08<5=>20=85  
@0745;>2 8 B5< 

%>45@60=85 CG51=>3> <0B5@80;0, ?@0:B8G5A:85 70=OB8O,  
A0<>AB>OB5;L=0O @01>B0 >1CG0NI8EAO 

"1J5<  
G0A>2 

'@>25=L  
>A2>5=8O 

$0745; 1. "@30=870F8O ?@>D5AA8>=0;L=>9 45OB5;L=>AB8 A ?><>ILN A@54AB2 Microsoft Office 26  

&5<0 1.1. 

"1@01>B:0 8=-
D>@<0F88 A@54AB-
20<8 Microsoft 

Word 

%>45@60=85 CG51=>3> <0B5@80;0:   

1. !0AB@>9:0 ?>;L7>20B5;LA:>3> 8=B5@D59A0.    

2. %>740=85 8 @540:B8@>20=85 B5:AB>2>3> 4>:C<5=B0.   

3. !0AB@>9:0 8=B5@20;>2. �170F=K5 >BABC?K.   

4. %>740=85 8 D>@<0B8@>20=85 B01;8F.   

5. $8A>20=85 2 4>:C<5=B5. "1J5:BK WordArt. �803@0<<K.   

#@0:B8G5A:85 70=OB8O: 
1. �7CG5=85 ?@>3@0<<=>3> 8=B5@D59A0 Microsoft Word. �K?>;=5=85 @540:B8@>20=8O 8 
D>@<0B8@>20=8O 4>:C<5=B>2. 

2. �7CG5=85 A@54AB2 8 0;3>@8B<>2 A>740=8O B01;8F Microsoft Word. 

3. $540:B8@>20=85 B5:AB0 8 D>@<0B8@>20=85 0170F52. 
4. $8A>20=85 2 4>:C<5=B5. "1J5:BK WordArt. �803@0<<K. 

6  

%0<>AB>OB5;L=0O @01>B0 ?@8 87CG5=88 B5<K: 
1. $01>B0 A CG51=8:>< ?> B5<5 «"1@01>B:0 8=D>@<0F88 A@54AB20<8 Microsoft Word», 
A>AB02;5=85 :>=A?5:B0 4>?>;=8B5;L=>3> <0B5@80;0. 

  

&5<0 1.2. 

"1@01>B:0 8=-
D>@<0F88 A@54AB-
20<8 Microsoft Ex-

cel 

%>45@60=85 CG51=>3> <0B5@80;0:   

1. !07=0G5=85 8 8=B5@D59A.    

2. �2>4 40==KE 2 OG59:8. �K45;5=85 >1;0AB59 2 B01;8F5.   

3. %>740=85 8 @540:B8@>20=85 B01;8G=>3> 4>:C<5=B0.   

4. �K?>;=5=85 >?5@0F88 ?5@5<5I5=8O, :>?8@>20=8O 8 70?>;=5=8O OG55:. �2B>70?>;-
=5=85. 

  

5. %?>A>1K A>740=8O 4803@0<< =0 >A=>25 22545==KE 2 B01;8FC 40==KE. $540:B8@>20-   
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!08<5=>20=85  
@0745;>2 8 B5< 

%>45@60=85 CG51=>3> <0B5@80;0, ?@0:B8G5A:85 70=OB8O,  
A0<>AB>OB5;L=0O @01>B0 >1CG0NI8EAO 

"1J5<  
G0A>2 

'@>25=L  
>A2>5=8O 

=85 4803@0<<. (>@<0B8@>20=85. &8?K 8 >D>@<;5=85.  
6. %AK;:8. �AB@>5==K5 DC=:F88. %B0B8AB8G5A:85 DC=:F88.    

7. �K?>;=5=85 <0B5<0B8G5A:8E @0AG5B>2.   

8. (8;LB@0F8O (2K1>@:0) 40==KE 87 A?8A:0. �>38G5A:85 DC=:F88. (C=:F88 40BK 8 
2@5<5=8. 

  

9. %>@B8@>2:0 40==KE.   

#@0:B8G5A:85 70=OB8O: 
1. �7CG5=85 ?@>3@0<<=>3> 8=B5@D59A0 Microsoft Excel. 

2. #>AB@>5=85 4803@0<<. 
3. �K?>;=5=85 02B><0B8G5A:8E @0AGUB>2 A ?><>ILN <0AB5@0 DC=:F89. 
4. %>@B8@>2:0, D8;LB@0F8O 40==KE, ?@><56CB>G=K5 8B>38. 
5. $5H5=85 7040G A ?>41>@>< ?0@0<5B@0. 
6. #>8A: @5H5=8O. 
7. �>=A>;840F8O 40==KE. 
8. $5H5=85 ?@8:;04=KE 7040G 2 Microsoft Excel. 

9. $5H5=85 ?@8:;04=KE 7040G 2 Microsoft Excel. 

10. $5H5=85 ?@8:;04=KE 7040G 2 Microsoft Excel. 

12  

%0<>AB>OB5;L=0O @01>B0 ?@8 87CG5=88 B5<K: 
1. "D>@<;5=85 <C;LB8<5489=>9 ?@575=B0F88 ?> B5<5 «%@54AB20 8 B5E=>;>388 >1@0-
1>B:8 G8A;>2>9 8=D>@<0F88. 1;5:B@>==K5 B01;8FK» 

2. $01>B0 A CG51=8:>< ?> B5<5 «"1@01>B:0 8=D>@<0F88 A@54AB20<8 Microsoft Excel», 
A>AB02;5=85 :>=A?5:B0 4>?>;=8B5;L=>3> <0B5@80;0. 

2  

&5<0 1.3. 

$01>B0 A 1070<8 
40==KE Microsoft 

Access 

%>45@60=85 CG51=>3> <0B5@80;0:   

1. �07K 40==KE. "A=>2=K5 ?>=OB8O.   

2. �@E8B5:BC@0 107K 40==KE.   

3. #>AB0=>2:0 7040G8. &@51>20=8O : 8=D>@<0F8>==K< A8AB5<0< (�%).   
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!08<5=>20=85  
@0745;>2 8 B5< 

%>45@60=85 CG51=>3> <0B5@80;0, ?@0:B8G5A:85 70=OB8O,  
A0<>AB>OB5;L=0O @01>B0 >1CG0NI8EAO 

"1J5<  
G0A>2 

'@>25=L  
>A2>5=8O 

4. #@>5:B8@>20=85 107K 40==KE.   

#@0:B8G5A:85 70=OB8O: 
1. $01>B0 A> A2O70==K<8 B01;8F0<8. 

2. $01>B0 A D>@<0<8. 

3. %>740=85 B01;8F 8 >?@545;5=85 A2O759. 

4. "?5@0F88 ?>8A:0 8 D8;LB@0F88 40==KE. 
5. %>740=85 70?@>A>2. �KG8A;O5<K5 ?>;O. 
6. #>AB@>5=85 >BG5B0. 

6  

%0<>AB>OB5;L=0O @01>B0 ?@8 87CG5=88 B5<K: 
1. $01>B0 A CG51=8:>< ?> B5<5 «"1@01>B:0 8=D>@<0F88 A@54AB20<8 Microsoft Access», 
A>AB02;5=85 :>=A?5:B0 4>?>;=8B5;L=>3> <0B5@80;0. 

  

$0745; 2. %@54AB20 02B><0B870F88 =0CG=>-8AA;54>20B5;LA:8E @01>B 4  

&5<0 2.1. 

#@85<K @01>BK A 
A8AB5<>9 Mathcad 

%>45@60=85 CG51=>3> <0B5@80;0:   

1. �><?LNB5@ :0: 8=AB@C<5=B =0CG=>9 @01>BK.   

2. #@85<K @01>BK A A8AB5<>9 Mathcad.   

#@0:B8G5A:85 70=OB8O: 
1. �7CG5=85 ?@>3@0<<=>3> 8=B5@D59A0 Mathcad. �2>4 D>@<C;. �KG8A;5=85 2K@065-
=89. 

2. "?5@0F88 A <0B@8F0<8. 

3. $5H5=85 A8AB5< ;8=59=KE C@02=5=89. 

4. $5H5=85 =5;8=59=KE C@02=5=89. 

5. #>AB@>5=85 3@0D8:>2. 
6. $5H5=85 ?@8:;04=KE 7040G. 

4  

%0<>AB>OB5;L=0O @01>B0 ?@8 87CG5=88 B5<K: 
1. $01>B0 A CG51=8:>< ?> B5<5 «"1@01>B:0 8=D>@<0F88 A@54AB20<8 Mathcad, A>AB02-
;5=85 :>=A?5:B0 4>?>;=8B5;L=>3> <0B5@80;0. 
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!08<5=>20=85  
@0745;>2 8 B5< 

%>45@60=85 CG51=>3> <0B5@80;0, ?@0:B8G5A:85 70=OB8O,  
A0<>AB>OB5;L=0O @01>B0 >1CG0NI8EAO 

"1J5<  
G0A>2 

'@>25=L  
>A2>5=8O 

  �A53>: 30  
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3. '%�"��/ $������&�� #$"�$�  / ��%&�#��!/ 

 

3.1. &@51>20=8O : <8=8<0;L=><C <0B5@80;L=>-B5E=8G5A:><C >15A?5G5=8N 

$50;870F8O ?@>3@0<<K 48AF8?;8=K �=D>@<0F8>==K5 B5E=>;>388 2 ?@>D5AA8>-
=0;L=>9 45OB5;L=>AB8 ?@54?>;0305B =0;8G85 :018=5B0 «�=D>@<0F8>==KE B5E=>;>389 2 
?@>D5AA8>=0;L=>9 45OB5;L=>AB8». 

"1>@C4>20=85 CG51=>3> :018=5B0: ?>A04>G=K5 <5AB0 ?> :>;8G5AB2C >1CG0NI8E-
AO, @01>G55 <5AB> ?@5?>4020B5;O, :;0AA=0O 4>A:0. 

&5E=8G5A:85 A@54AB20 >1CG5=8O: :><?LNB5@K A ;8F5=78>==K< ?@>3@0<<=K< 
>15A?5G5=85<, :><?LNB5@K A 2KE>4>< 2 8=B5@=5B, <C;LB8<5480 ?@>5:B>@, M:@0=, :>;>=-
:8, ;>:0;L=0O A5BL, A5B52>5 ?@>3@0<<=>5 >15A?5G5=85. 

'AB0=>2;5==>5 #": 
- MSWindows 7 3 ;8F. Dreamspark Premium; 
- MS Office 2007 3 ;8F. 4>3>2>@ 20090903 >B 15.10.2009; 
- MSOffice 2013 3 ;8F. 61343341 >B 27.12.2012; 
- WinRAR 3 ;8F. 4>3>2>@ 20091015/08 >B 15.10.2009; 
- Radmin 3 ;8F. 4>3>2>@ 20091015/08 >B 15.10.2009; 
- SunRavTestOfficePro 3 0:045<. ;8F5=78O >B 05.05.2011. 

 

3.2. �=D>@<0F8>==>5 >15A?5G5=85 >1CG5=8O 

#5@5G5=L @5:><5=4C5<KE CG51=KE 8740=89, �=B5@=5B-@5AC@A>2 

"A=>2=0O ;8B5@0BC@0 
 �=D>@<0F8>==K5 B5E=>;>388 2 ?@>D5AA8>=0;L=>9 45OB5;L=>AB8: CG51=8: 
4;O ABC4. CG@5645=89 A@54. ?@>D. >1@07>20=8O / �.�.  8E5520, ".�. &8B>20. 3 4-5 
874., AB5@. 3  .: �740B5;LA:89 F5=B@ «�:045<8O», 2020. 3 416 A.  
 

�>?>;=8B5;L=0O ;8B5@0BC@0 
1.  8E5520 �.�., &8B>20 ".�. �=D>@<0F8>==K5 B5E=>;>388 2 ?@>D5AA8>=0;L-

=>9 45OB5;L=>AB8. &5E=8G5A:85 A?5F80;L=>AB8: CG51=8: 4;O ABC4. CG@5645=89 A@54. 
?@>D. >1@07>20=8O. 3 3-5 874., AB5@. 3  .: �740B5;LA:89 F5=B@ «�:045<8O», 2016 3 416 A. 
- 5 M:7. 

2.  8E5520 �.�. �=D>@<0F8>==K5 B5E=>;>388 2 ?@>D5AA8>=0;L=>9 45OB5;L=>-
AB8: CG51. ?>A>185. 3 14-5 874, AB5@. -  >A:20: �& «�:045<8O», 2016 - 5 M:7. 

3.  8E5520 �.�. #@0:B8:C< ?> 8=D>@<0F8>==K< B5E=>;>38O< 2 ?@>D5AA8>-
=0;L=>9 45OB5;L=>AB8: CG51. ?>A>185. 3 15-5 874, AB5@. -  >A:20: �& «�:045<8O», 2015 
- 5 M:7. 

4.  8E5520 �.�. �=D>@<0F8>==K5 B5E=>;>388 2 ?@>D5AA8>=0;L=>9 45OB5;L=>-
AB8: CG51. ?>A>185. -  >A:20: #@>A?5:B, 2014. - 448 A. 3 300 M:7. (1�% «�>=AC;LB0=B ABC-
45=B0»). 

5.  8E5520 �.�. #@0:B8:C< ?> 8=D>@<0F8>==K< B5E=>;>38O< 2 ?@>D5AA8>-
=0;L=>9 45OB5;L=>AB8: CG51. ?>A>185. -  >A:20: #@>A?5:B, 2015. - 288 A.- 300 M:7. (1�% 
«�>=AC;LB0=B ABC45=B0»). 
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6. !5<F>20 &.�., !070@>20 ..�. #@0:B8:C< ?> 8=D>@<0B8:5. '.1. - �� «("-
$' »: �!($� 3  ., 2008. - 308 A.+ M;5:B@. >?B 48A: - 3 M:7. 

7. !5<F>20 &.�., !070@>20 ..�. #@0:B8:C< ?> 8=D>@<0B8:5. '.2. -  .: �� 
«("$' »: �!($�- , 2008. 3 288 A. + M;5:B@. >?B. 48A: - 3 M:7. 

8. %5@35520 �.�. 8 4@. �=D>@<0B8:0. -  .: �� «("$' »: �!($�- , 2007. 3 
336 A. - 1 M:7. 

9. �=D>@<0B8:0 4;O AAC7>2 /#.#. �5;5=L:89. -  .: �!"$'%, 2007. 3 448 A.- 1 

M:7. 
10. �C:>20 �.�., �C@40 �.�. �=D>@<0B8:0. -  .: �740B5;LA:>-B>@3>20O :>@?>@0-

F8O «�0H:>2 8 �»; $>AB>2 =/�: !0C:0-#@5AA, 2007. - 272 A. - 1 M:7. 
11. �>;4052 �.�., #02;>20 �... %1>@=8: 7040G 8 C?@06=5=89 ?> 8=D>@<0B8-

:5. -  .: �� «("$' »: �!($�- , 2007. - 256 A. - 3 M:7. 
12. "AB@59:>2A:89 �.�. �=D>@<0B8:0: CG51. 4;O 2C7>2 -  .: �KAH. H:., 2007.-

511 A - 1 M:7. 
13. �@8H8= �.!., #0=D8;>20 �.�. �=D>@<0F8>==K5 B5E=>;>388 2 ?@>D5AA8>-

=0;L=>9 45OB5;L=>AB8. -  .: �� «("$' »: �!($�- , 2007. 3 416 A - 1 M:7. 
14. �;>G:8=  .�. �=D>@<0F8>==K5 B5E=>;>388. -  .: �74-2> «"=8:A», 2007. -

256 A. - 1 M:7. 
15. $C<O=F520 �.�., %=NA0@L �.�. �=D>@<0F8>==K5 B5E=>;>388 3  .: �� 

«("$' »: �!($�- , 2007. 3 256 A. - 1 M:7. 
 

�=B5@=5B-@5AC@AK: 
1. !0CG=>->1@07>20B5;L=K9 8=B5@=5B-@5AC@A ?> B5<0B8:5 ��& "�48=>5 >:=> 4>A-

BC?0 : >1@07>20B5;L=K< @5AC@A0<" (http://window.edu.ru). $0745;K: ""1I55 >1@07>20=85: 
�=D>@<0B8:0 8 ��&", "#@>D5AA8>=0;L=>5 >1@07>20=85: �=D>@<0B8:0 8 8=D>@<0F8>=-
=K5 B5E=>;>388". 

http://window.edu.ru/
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4. �"!&$"�0 � "&�!�� $��'�0&�&"� "%�"�!�/ ��%&�#��!/ 

 

�>=B@>;L 8 >F5=:0 @57C;LB0B>2 >A2>5=8O 48AF8?;8=K >ACI5AB2;O5BAO ?@5?>40-
20B5;5< 2 ?@>F5AA5 ?@>2545=8O ?@0:B8G5A:8E 70=OB89, B5AB8@>20=8O, 0 B0:65 2K?>;=5-
=8O >1CG0NI8<8AO 8=48284C0;L=KE 7040=89. 

 

$57C;LB0BK >1CG5=8O (>A2>5==K5  
C<5=8O, CA2>5==K5 7=0=8O): 

(>@<K 8 <5B>4K :>=B@>;O  
8 >F5=:8  

@57C;LB0B>2 >1CG5=8O 

'<5=8O:  

�;0AA8D8F8@>20BL ?@>3@0<<=>5 >15A?5G5=85, 2=54@OBL 
A>2@5<5==K5 ?@8:;04=K5 ?@>3@0<<=K5 A@54AB20. $01>-
B0BL A M;5<5=B0<8 Windows. "ACI5AB2;OBL 70?CA: ?@>-
3@0<<, @01>B0BL A >:=>< ?@>3@0<<K 8 A?@02>G=>9 A8A-
B5<>9 Windows. %>74020BL >1J5:BK. "ACI5AB2;OBL 8E 
:>?8@>20=85, ?5@5<5I5=85, C40;5=85, 2>AAB0=>2;5=85. 

"F5=:0 2K?>;=5=8O 0;3>@8B-
<>2 @01>BK 2 >?5@0F8>==>9 
A8AB5<5 MS Windows. 

 0H8==K9 (?@>3@0<<8@>20=-
=K9) :>=B@>;L 2 D>@<5 B5AB8-
@>20=8O. 

"ACI5AB2;OBL 2K1>@ ?0@0<5B@>2 4;O A>740=8O 4>:C-
<5=B0 2 Microsoft Word. #>;CG0BL A?@02>G=CN 8=D>@-
<0F8N ?> 8=B5@5ACNI59 B5<5. %>74020BL, A>E@0=OBL 8 
>B:@K20BL 4>:C<5=B. $540:B8@>20BL 8 D>@<0B8@>20BL 
4>:C<5=B. "ACI5AB2;OBL ?>8A:, 70<5=C D@03<5=B>2 
B5:AB0, ?@>25@:C ?@02>?8A0=8O. %>74020BL B01;8FK 2 
Microsoft Word. (>@<0B8@>20BL B01;8FC. %2O7K20BL 
B5:AB 38?5@AAK;:0<8. �A?>;L7>20BL D>@<C;K. �AB02-
;OBL 3@0D8G5A:85 >1J5:BK. #@>872>48BL >D>@<;5=85 
AB@0=8FK 4>:C<5=B0 8 2K2>4 =0 ?5G0BL. 

"F5=:0 2K?>;=5=8O 0;3>@8B-
<>2 @01>BK 2 B5:AB>2>< @5-
40:B>@5 Microsoft Word. 

#>;CG0BL A?@02>G=CN 8=D>@<0F8N ?> 8=B5@5ACNI59 
B5<5 8 2K?>;=OBL ?5@2>=0G0;L=K5 =0AB@>9:8 ?0@0<5B-
@>2 ?@>3@0<<K Microsoft Excel. �K?>;=OBL >?5@0F88 ?> 
02B>70?>;=5=8N >B45;L=KE OG55: 8 480?07>=>2. %B@>-
8BL 8 @540:B8@>20BL 4803@0<<K. #@>872>48BL 2KG8A;5-
=8O ?@8 ?><>I8 D>@<C;. #>;L7>20BLAO A@54AB20<8 
<0AB5@0 DC=:F89. %>74020BL ?@>AB59HCN 107C 40==KE 
2 2845 B01;8FK. "ACI5AB2;OBL A>@B8@>2:C 8 ?>8A: 40=-
=KE. �K?>;=OBL 02B><0B878@>20==K5 @0AG5BK. 

"F5=:0 2K?>;=5=8O 0;3>@8B-
<>2 @01>BK A M;5:B@>==K<8 
B01;8F0<8 Microsoft Excel. 

%>74020BL 107C 40==KE 2 Microsoft Access. %>74020BL 
B01;8FK 8 <56B01;8G=K5 A2O78. $540:B8@>20BL 40==K5 
8 AB@C:BC@C B01;8FK. %>74020BL 70?@>AK, D>@<K, 45-
;0BL >BGUBK. 

"F5=:0 2K?>;=5=8O 0;3>@8B-
<>2 @01>BK A M;5:B@>==K<8 
B01;8F0<8 Microsoft Access. 

$01>B0BL 2 A8AB5<5 Mathcad. %>74020BL 4>:C<5=BK, 2K-
?>;=OBL @0AG5BK, AB@>8BL 3@0D8:8, @5H0BL ?@8:;04=K5 

"F5=:0 2K?>;=5=8O 0;3>@8B-
<>2 @01>BK 2 A8AB5<5 
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$57C;LB0BK >1CG5=8O (>A2>5==K5  
C<5=8O, CA2>5==K5 7=0=8O): 

(>@<K 8 <5B>4K :>=B@>;O  
8 >F5=:8  

@57C;LB0B>2 >1CG5=8O 

7040G8. Mathcad. 

�=0=8O:  

"A=>2=K5 7040G8 8 =0?@02;5=8O 8=D>@<0B870F88 >1-
I5AB20. #>=OB8O 8=D>@<0F88.  5B>4K 8 A@54AB20 A1>-
@0, >1@01>B:8, E@0=5=8O, ?5@540G8 8 =0:>?;5=8O 8=-
D>@<0F88. 'AB@>9AB2> ?5@A>=0;L=>3> :><?LNB5@0. 
#@>3@0<<=K5 A@54AB20. 

 0H8==K9 (?@>3@0<<8@>20=-
=K9) :>=B@>;L 2 D>@<5 B5AB8-
@>20=8O. 

�;3>@8B<K 70?CA:0 ?@>3@0<< Microsoft Word. !07=0G5-
=85 AB@>:8 <5=N, ?0=5;59 8=AB@C<5=B>2, @01>G59 >1-
;0AB8, AB@>:8 A>AB>O=8O. #>=OB8O D>@<0B8@>20=8O, @5-
40:B8@>20=8O 4>:C<5=B0. %?>A>1K ?>;CG5=8O A?@02>G-
=>9 8=D>@<0F88 8 2K?>;=5=8O ?5@2>=0G0;L=>9 =0-
AB@>9:8 ?0@0<5B@>2 @540:B>@0. %?>A>1K A>740=8O, A>-
E@0=5=8O 8 >B:@KB8O 4>:C<5=B0. #@028;0 =01>@0 B5:-
AB0. #@85<K C40;5=8O, ?5@5<5I5=8O 8 :>?8@>20=8O 
D@03<5=B>2 4>:C<5=B0, ?>8A:0 8 70<5=K D@03<5=B>2 
B5:AB0, ?@>25@:8 ?@02>?8A0=8O 8 ?5@5=>A0 A;>2, D>@<0-
B8@>20=8O B5:AB0. %?>A>1K A>740=8O B01;8F, ?@5>1@0-
7>20=8O 2 B01;8FC ACI5AB2CNI53> B5:AB0 8 D>@<0B8@>-
20=8O B01;8F. #>=OB8O: 38?5@AAK;:0, AB8;L 4>:C<5=B0. 
�;3>@8B<K A>740=8O <0B5<0B8G5A:8E D>@<C;. "A=>2-
=K5 ?@85<K @01>BK A @8AC=:0<8, WordArt, 3@0D8G5-
A:8<8 >1J5:B0<8. !0AB@>9:C >D>@<;5=8O AB@0=8FK 4>-
:C<5=B0 8 2K2>40 =0 ?5G0BL. 

 0H8==K9 (?@>3@0<<8@>20=-
=K9) :>=B@>;L 2 D>@<5 B5AB8-
@>20=8O. 

�=B5@D59A ?@>3@0<<K Microsoft Excel. %?>A>1K ?>;C-
G5=8O A?@02>G=>9 8=D>@<0F88 8 2K?>;=5=8O ?5@2>=0-
G0;L=>9 =0AB@>9:8 ?0@0<5B@>2 ?@>3@0<<K. #>=OB8O: 
OG59:0, 480?07>=, AB@>:0, AB>;15F M;5:B@>==>9 B01;8-
FK, >B=>A8B5;L=0O 8 01A>;NB=0O AAK;:0. 1B0?K ?>-
AB@>5=8O 8 ?@85<K @540:B8@>20=8O 4803@0<<. #@028;0 
=0?8A0=8O D>@<C;, @01>BK A <0AB5@>< DC=:F89. "A-
=>2=K5 ?@85<K A>@B8@>2:8, D8;LB@0F88 8 ?>8A:0 8=-
D>@<0F88. 'AB0=>2:C ?0@0<5B@>2 AB@0=8FK 8 2K2>40 
=0 ?5G0BL. 

 0H8==K9 (?@>3@0<<8@>20=-
=K9) :>=B@>;L 2 D>@<5 B5AB8-
@>20=8O. 

�=B5@D59A ?@>3@0<<K Microsoft Access. #@8U<K A>7-
40=8O 107 40==KE 8 B01;8F. �;3>@8B< A>740=8O A2O759 
<564C B01;8F0<8. �>7<>6=>AB8 @540:B8@>20=8O 40=-

 0H8==K9 (?@>3@0<<8@>20=-
=K9) :>=B@>;L 2 D>@<5 B5AB8-
@>20=8O. 
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$57C;LB0BK >1CG5=8O (>A2>5==K5  
C<5=8O, CA2>5==K5 7=0=8O): 

(>@<K 8 <5B>4K :>=B@>;O  
8 >F5=:8  

@57C;LB0B>2 >1CG5=8O 

=KE B01;8FK 8 AB@C:BC@K B01;8FK. %?>A>1K A>740=8O 
70?@>A>2, D>@< 8 A>AB02;5=8O >BGUB>2. 

#@8=F8?K @01>BK 2 A8AB5<5 Mathcad. �=B5@D59A ?@>-
3@0<<K. 

 0H8==K9 (?@>3@0<<8@>20=-
=K9) :>=B@>;L 2 D>@<5 B5AB8-
@>20=8O. 
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5.&$��"��!�/ � $��'�0&�&�  "%�"�!�/ #$"�$�  / #"��"&"��� 
%#�&����%&"� %$��!��" ���!� 

 

5.1. &5E=8: 4>;65= >1;040BL >1I8<8 :><?5B5=F8O<8, 2:;NG0NI8<8 2 A51O A?>-
A>1=>ABL: 
"� 01. �K18@0BL A?>A>1K @5H5=8O 7040G ?@>D5AA8>=0;L=>9 45OB5;L=>AB8 ?@8<5=8-
B5;L=> : @07;8G=K< :>=B5:AB0<;  
"� 02. "ACI5AB2;OBL ?>8A:, 0=0;87 8 8=B5@?@5B0F8N 8=D>@<0F88, =5>1E>48<>9 4;O 
2K?>;=5=8O 7040G ?@>D5AA8>=0;L=>9 45OB5;L=>AB8;  
"� 03. #;0=8@>20BL 8 @50;87>2K20BL A>1AB25==>5 ?@>D5AA8>=0;L=>5 8 ;8G=>AB=>5 @07-
28B85;  
"� 04. $01>B0BL 2 :>;;5:B825 8 :><0=45, MDD5:B82=> 2708<>459AB2>20BL A :>;;530<8, 
@C:>2>4AB2><, :;85=B0<8;  
"� 05. "ACI5AB2;OBL CAB=CN 8 ?8AL<5==CN :><<C=8:0F8N =0 3>AC40@AB25==>< O7K:5 
$>AA89A:>9 (545@0F88 A CG5B>< >A>15==>AB59 A>F80;L=>3> 8 :C;LBC@=>3> :>=B5:AB0;  
"� 06. #@>O2;OBL 3@0640=A:>-?0B@8>B8G5A:CN ?>78F8N, 45<>=AB@8@>20BL >A>7=0==>5 
?>2545=85 =0 >A=>25 B@048F8>==KE >1I5G5;>25G5A:8E F5==>AB59;  
"� 07. %>459AB2>20BL A>E@0=5=8N >:@C60NI59 A@54K, @5AC@A>A15@565=8N, MDD5:B82-
=> 459AB2>20BL 2 G@572KG09=KE A8BC0F8OE;  
"� 08. �A?>;L7>20BL A@54AB20 D878G5A:>9 :C;LBC@K 4;O A>E@0=5=8O 8 C:@5?;5=8O 74>-
@>2LO 2 ?@>F5AA5 ?@>D5AA8>=0;L=>9 45OB5;L=>AB8 8 ?>445@60=8O =5>1E>48<>3> C@>2=O 
D878G5A:>9 ?>43>B>2;5==>AB8;  
"� 09. �A?>;L7>20BL 8=D>@<0F8>==K5 B5E=>;>388 2 ?@>D5AA8>=0;L=>9 45OB5;L=>AB8;  
"� 10. #>;L7>20BLAO ?@>D5AA8>=0;L=>9 4>:C<5=B0F859 =0 3>AC40@AB25==>< 8 8=>-
AB@0==>< O7K:0E;  
"� 11. �A?>;L7>20BL 7=0=8O ?> D8=0=A>2>9 3@0<>B=>AB8, ?;0=8@>20BL ?@54?@8=8<0-
B5;LA:CN 45OB5;L=>ABL 2 ?@>D5AA8>=0;L=>9 AD5@5. 

 

5.2. &5E=8: 4>;65= >1;040BL ?@>D5AA8>=0;L=K<8 :><?5B5=F8O<8, A>>B25BAB-
2CNI8<8 2840< 45OB5;L=>AB8: 
#� 1.1. �K?>;=OBL =0;04:C, @53C;8@>2:C 8 ?@>25@:C M;5:B@8G5A:>3> 8 M;5:B@><5E0=8-
G5A:>3> >1>@C4>20=8O;  
#� 1.2. "@30=87>2K20BL 8 2K?>;=OBL B5E=8G5A:>5 >1A;C6820=85 8 @5<>=B M;5:B@8G5-
A:>3> 8 M;5:B@><5E0=8G5A:>3> >1>@C4>20=8O;  
#� 1.3. "ACI5AB2;OBL 4803=>AB8:C 8 B5E=8G5A:89 :>=B@>;L ?@8 M:A?;C0B0F88 M;5:B@8-
G5A:>3> 8 M;5:B@><5E0=8G5A:>3> >1>@C4>20=8O;  
#� 2.1. "@30=87>2K20BL 8 2K?>;=OBL @01>BK ?> M:A?;C0B0F88, >1A;C6820=8N 8 @5<>=BC 
1KB>2>9 B5E=8:8;  
#� 2.2. "ACI5AB2;OBL 4803=>AB8:C 8 :>=B@>;L B5E=8G5A:>3> A>AB>O=8O 1KB>2>9 B5E=8-
:8;  
#� 2.3. #@>3=>78@>20BL >B:07K, >?@545;OBL @5AC@AK, >1=0@C6820BL 45D5:BK M;5:B@>1K-
B>2>9 B5E=8:8.  
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