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B5N9>FB6. %B;84A<9 >B@CPRF9DAB= CD9;9AF4J<<. 

 2  

24 

#D4>F<K9E>4S D45BF4 № 15. %B;84A<9 >B@CPRF9DAB= CD9;9AF4J<< 8?S 6OCB?A9A<S 
D4;?<KAOI GK95AOI ;484A<=.  

 2  

$4;89? 6. &9IAB?B7<< EB;84A<S < CD9B5D4;B64A<S  <AHBD@4J<BAAOI B5N9>FB6 
   

&9@4 6.1. 

&9>EFB6O= 
D984>FBD 
MSWord, 

A4;A4K9A<9 < 
>?4EE<H<>4J<S, 
HGA>J<BA4?PAO
9 6B;@B:ABEF<:  
D45BF4 E 
F9>EFB@, 
F45?<J4@<, 
HBD@G?4@<, 
EEO?><, EABE><, 

25 &9>EFB6O= D984>FBD MS Word, A4;A4K9A<9 < >?4EE<H<>4J<S, HGA>J<BA4?PAO9 
6B;@B:ABEF<:  D45BF4 E F9>EFB@, F45?<J4@<, HBD@G?4@<, EEO?><, EABE><, B7?46?9A<9. 
$45BF4 E 7D4H<>B= F9>EFB6B7B D984>FBD4. 

2   

26 #D4>F<K9E>4S D45BF4 № 16. !4EFDB=>4 C4D4@9FDB6 8B>G@9AF4. $45BF4 E C4D4@9FD4@< 
8B>G@9AF4, >B?BAF<FG?O, AG@9D4J<S EFD4A<J. 

 2  

27 #D4>F<K9E>4S D45BF4 № 17. (BD@4F<DB64A<9 8B>G@9AFB6 6 F9>EFB6B@ D984>FBD9 MS Word  2  

28 #D4>F<K9E>4S D45BF4 № 18. �D4H<K9E><= <AF9DH9=E F9>EFB6B7B D984>FBD4  MS Word. 

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

29 #D4>F<K9E>4S D45BF4 № 19. $45BF4 E F9>EFB@ 6 F9>EFB6B@ D984>FBD9 MSWord. �B;@B:ABEF< 
E<EF9@ D4ECB;A464A<S F9>EFB6. 

 2  

30 #D4>F<K9E>4S D45BF4 № 20.  �D4H<K9E><9 6B;@B:ABEF< F9>EFB6B7B D984>FBD4. $45BF4 E 
7D4H<>B=. 

 2  
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B7?46?9A<9. 
$45BF4 E 
7D4H<>B= 
F9>EFB6B7B  
D984>FBD4. 

31 

#D4>F<K9E>4S D45BF4 № 21.  $45BF4 E F9>EFB@. %C<E><. %ABE><. "7?46?9A<9. 

 2  

$4;89? 6.�AHBD@4J<BAAO9 EFDG>FGDO (Q?9>FDBAAO9 F45?<JO < 54;O 84AAOI)    

&9@4 6.2. 

�B;@B:ABEF< 
Q?9>FDBAAOI 
F45?<J. 
 4F9@4F<K9E>4S 
B5D45BF>4 
K<E?B6OI < 
EF4F<EF<K9E><I 
84AAOI 6 
F45?<KAB@ 
CDBJ9EEBD9. 
%FDG>FGD4 
Q?9>FDBAAB= 
F45?<JO. 
�8D9E4J<S. 
(BD@G?O. 
%F4A84DFAO9 
HGA>J<<. 
�<47D4@@O. 

32 �B;@B:ABEF< Q?9>FDBAAOI F45?<J.  4F9@4F<K9E>4S B5D45BF>4 K<E?B6OI < EF4F<EF<K9E><I 
84AAOI 6 F45?<KAB@ CDBJ9EEBD9. %FDG>FGD4 Q?9>FDBAAB= F45?<JO. �8D9E4J<S. (BD@G?O. 
%F4A84DFAO9 HGA>J<<. �<47D4@@O.  

2   

33 #D4>F<K9E>4S D45BF4 № 22. �EFDB9AAO9 HGA>J<<, D45BF4 E HBD@G?4@<.   2  

34 #D4>F<K9E>4S D45BF4 № 23. %D98EF64 7D4H<K9E>B7B CD98EF46?9A<S EF4F<EF<K9E><I 84AAOI.  2  

35 #D4>F<K9E>4S D45BF4 № 24. #D98EF46?9A<9 D9;G?PF4FB6 6OCB?A9A<S D4EK9FAOI ;484K 6 
F45?<KAB@ CDBJ9EEBD9 MS Excel. 

 2  

36 #D4>F<K9E>4S D45BF4 № 25. �ECB?P;B64A<9 D4;?<KAOI 6B;@B:ABEF9= 8<A4@<K9E><I 
(Q?9>FDBAAOI) F45?<J. $9L9A<9 ;484K. 

 2  

37 #D4>F<K9E>4S D45BF4 № 26. Microsoft Excel-HGA>J<BA4?PAO9 6B;@B:ABEF<. �8D9E4J<S. 
(BD@G?O.  

 2  

38 #D4>F<K9E>4S D45BF4 № 27. �B@C?9>EAB9 <ECB?P;B64A<9 6B;@B:ABEF9= MS Excel. $9L9A<9 
;484K. 

 2  

39 

#D4>F<K9E>4S D45BF4 № 28. $9L9A<9 ;484K. %F4A84DFAO9 HGA>J<<. #BEFDB9A<9 8<47D4@@. 
 2  

�A8<6<8G4?PAO= CDB9>F  2   

�BAEG?PF4J<< (9E?< HBD@4 CDB@9:GFBKAB= 4FF9EF4J<< Q>;4@9A)  2   

1>;4@9A  6   

�FB7B: 88 
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&."- F9BD9F<K9E>B9 B5GK9A<9  
#.� - CD4>F<K9E><9 ;4ASF<S 
%.$-E4@BEFBSF9?PA4S D45BF4  
 

�?S I4D4>F9D<EF<>< GDB6AS BE6B9A<S GK95AB7B @4F9D<4?4 <ECB?P;GRFES E?98GRM<9 B5B;A4K9A<S: 
1. – B;A4>B@<F9?PAO= (G;A464A<9 D4A99 <;GK9AAOI B5N9>FB6, E6B=EF6);  
2. – D9CDB8G>F<6AO= (6OCB?A9A<9 89SF9?PABEF< CB B5D4;JG, <AEFDG>J<< <?< CB8 DG>B6B8EF6B@) 
3. – CDB8G>F<6AO= (C?4A<DB64A<9 < E4@BEFBSF9?PAB9 6OCB?A9A<9 89SF9?PABEF<, D9L9A<9 CDB5?9@AOI ;484K) 
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3. '%�"��3 $������*�� '+��!"� ��%*�#��!/ 

 

3.1 �48DB6B9 B59EC9K9A<9 B5D4;B64F9?PAB7B CDBJ9EE4 

#D9CB8464F9?P, BEGM9EF6?SRM<= D94?<;4J<R GK95AB= 8<EJ<C?<AO 8?S 

B5GK4RM<IES >B??98:4, 8B?:9A <@9FP 6OEL99 CDBH9EE<BA4?PAB9 

B5D4;B64A<9, EBBF69FEF6GRM<9 CDBH<?R CD9CB84649@B= 8<EJ<C?<AO 

(@B8G?S), 8BCB?A<F9?PAB9 CDBH9EE<BA4?PAB9 B5D4;B64A<9 CB CDB7D4@@4@ 

CB6OL9A<S >64?<H<>4J<<, 6 FB@ K<E?9, 6 HBD@9 EF4:<DB6>< 6 CDBH<?PAOI 

BD74A<;4J<SI A9 D9:9 1 D4;4 6 3 7B84. "COF 89SF9?PABEF< 6 BD74A<;4J<SI 

EBBF69FEF6GRM9= CDBH9EE<BA4?PAB= EH9DO S6?S9FES B5S;4F9?PAO@ 8?S 

CD9CB8464F9?9= CDBH9EE<BA4?PAB7B GK95AB7B J<>?4. 

3.2   4F9D<4?PAB-F9IA<K9E>B9 B59EC9K9A<9 

$94?<;4J<S GK95AB= 8<EJ<C?<AO BEGM9EF6?S9FES CB FD95B64A<S@ (�"% < 

D94?<;G9FES 6 >45<A9F9 <AHBD@4F<>< 

"5BDG8B64A<9 GK95AB7B >45<A9F4:  

 >B@CPRF9DAO= >?4EE, EB89D:4M<= 12 >B@CPRF9DB6, B5N98<A9AAOI 6 

?B>4?PAGR E9FP; 

 D45BK99 @9EFB CD9CB8464F9?S, B5BDG8B64AAB9 >B@CPRF9DB@, 

@G?PF<@98<=AB= 8BE>B= E CDB9>FBDB@; 

 4G8<FBDA4S 8BE>4 8?S C<EP@4 H?B@4EF9DB@  E @47A<FAB=  

CB69DIABEFPR; 

 L>4H 8?S ID4A9A<S GK95AOI CBEB5<=, >B@C4>F-8<E>B6 E B5GK4RM<@< 

CDB7D4@@4@<; 

 GK95AB-@9FB8<K9E><= >B@C?9>E 8<EJ<C?<AO. 
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3.3 �<F9D4FGD4, <AF9DA9F- <;84A<S  
#9D9K9AP GK95AOI <;84A<=, <AF9DA9F-D9EGDEB6, 8BCB?A<F9?PAB= ?<F9D4FGDO 

"EAB6A4S ?<F9D4FGD4: 
)?95A<>B6 �.�. �AHBD@4F<>4: GK95A<> / �. �. )?95A<>B6 

-�;8. 6-9,<ECD.< 8BC.-$BEFB6 A/�: (9A<>E,2015.-445, (1)E. - 1�%  ' * 
��& znanium.com �B7B6BD №4220 Q5E BF 09.01.20207. 
�BCB?A<F9?PA4S ?<F9D4FGD4: 
 

�AHBD@4F<>4: 'K95A<> / %.$. �GD<>B6. -  .: (BDG@: !�* �!($�- ,  
2020. - 124 E.. (1�%  ' * ��& znanium.com �B7B6BD №4220 Q5E BF 

09.01.20207..) 
 

�?S E4@BEFBSF9?PAB= CB87BFB6>< B5GK4RM<IES 
 

Fs01\�484A<S\�4A<?B64\�DGCCO 1 >GDE\ 9FB8<K9E><9 D9>B@9A84J<< > 

E4@BEFBSF9?PAO@ D45BF4@. 
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4. �"!&$"�0 � "*�!�� $��'�0&�&"� "%�"�!�3 '+��!"� 
��%*�#��!/  

�BAFDB?P < BJ9A>4 D9;G?PF4FB6 BE6B9A<S GK95AB= 8<EJ<C?<AO 
BEGM9EF6?S9FES CD9CB8464F9?9@ 6 CDBJ9EE9 CDB6989A<S CD4>F<K9E><I 
;4ASF<=, F9EF<DB64A<S, 4 F4>:9 6OCB?A9A<S B5GK4RM<@<ES <A8<6<8G4?PAOI 
;484A<=, CDB9>FB6, <EE?98B64A<=. 
 

$9;G?PF4FO B5GK9A<S (BE6B9AAO9 G@9A<S, 
GE6B9AAO9 ;A4A<S) 

(BD@O < @9FB8O >BAFDB?S < 
BJ9A>< D9;G?PF4FB6 B5GK9A<S 

1) EHBD@<DB64AABEFP CD98EF46?9A<= B DB?< 

<AHBD@4J<< < E6S;4AAOI E A9= 

CDBJ9EEB6 6 B>DG:4RM9@ @<D9; 

2) 6?489A<9 A46O>4@< 4?7BD<F@<K9E>B7B 

@OL?9A<S < CBA<@4A<9 A9B5IB8<@BEF< 

HBD@4?PAB7B BC<E4A<S 4?7BD<F@B6; 

3) 6?489A<9 G@9A<9@ CBA<@4FP CDB7D4@@O, 

A4C<E4AAO9 A4 6O5D4AAB@ 8?S <;GK9A<S 

GA<69DE4?PAB@ 4?7BD<F@<K9E>B@ S;O>9 

6OEB>B7B GDB6AS; ;A4A<9@ BEAB6AOI 

>BAEFDG>J<= CDB7D4@@<DB64A<S; 

G@9A<9@ 4A4?<;<DB64FP 4?7BD<F@O E 

<ECB?P;B64A<9@ F45?<J; 

4) 6?489A<9 EF4A84DFAO@< CD<9@4@< 

A4C<E4A<S A4 4?7BD<F@<K9E>B@ S;O>9 

CDB7D4@@O 8?S D9L9A<S EF4A84DFAB= 

;484K< E <ECB?P;B64A<9@ BEAB6AOI 

>BAEFDG>J<= CDB7D4@@<DB64A<S < 

BF?48>< F4><I CDB7D4@@; <ECB?P;B64A<9 

7BFB6OI CD<>?48AOI >B@CPRF9DAOI 

CDB7D4@@ CB 6O5D4AAB= EC9J<4?<;4J<<; 

5) EHBD@<DB64AABEFP CD98EF46?9A<= B 

>B@CPRF9DAB-@4F9@4F<K9E><I @B89?SI < 

�A8<6<8G4?PAO= BCDBE  
 

 

 

 

 

"J9A>4  6OCB?A9A<S ;484A<= 
CB D4;D45BF>9 4?7BD<F@4 
%@BFD9FP ��  BJ9A>4 
<FB7B6OI D9;G?PF4FB6 
 

 

 

"J9A>4 6OCB?A9A<S ;484A<= 

CD< D4;D45BF>9 CD<?B:9A<= 
CB CD98?B:9AAB= F9@9 
 

 

 

 

 

 

 

"J9A>4 6OCB?A9A<S ;484A<= 

CD< CDB7D4@@<DB64A<< 

 

 

 

 

 

 

 

 

 

"J9A>4 6OCB?A9A<S 
CD4>F<K9E><I ;484A<= < 
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A9B5IB8<@BEF< 4A4?<;4 EBBF69FEF6<S 

@B89?< < @B89?<DG9@B7B B5N9>F4 

(CDBJ9EE4); B ECBEB54I ID4A9A<S < 

CDBEF9=L9= B5D45BF>9 84AAOI; CBASF<S 

B 54;4I 84AAOI < ED98EF64I 8BEFGC4 > 

A<@, G@9A<= D45BF4FP E A<@<; 

6) 6?489A<9 >B@CPRF9DAO@< ED98EF64@< 

CD98EF46?9A<S < 4A4?<;4 84AAOI; 

7) EHBD@<DB64AABEFP 54;B6OI A46O>B6 < 

G@9A<= CB EB5?R89A<R FD95B64A<= 

F9IA<>< 59;BC4EABEF<, 7<7<9AO < 

D9EGDEBE59D9:9A<S CD< D45BF9 EB 

ED98EF64@< <AHBD@4F<;4J<<; CBA<@4A<S 

BEAB6 CD46B6OI 4EC9>FB6 <ECB?P;B64A<S 

>B@CPRF9DAOI CDB7D4@@ < D45BFO 6 

�AF9DA9F9. 

8) 'K95AB-<EE?98B64F9?PE><= CDB9>F 

 

E4@BEFBSF9?PAB= D45BFO CD< 
D4;D45BF>9 CDB7D4@@ 

 

 

 

 

 

 

�OCB?A9A<9 CD4>F<K9E><I 
D45BF. 
 

 
 
"J9A>4 BF69FB6 A4 6BCDBEO 
 

 

 

 

 

"J9A>4 6OCB?A9A<S ;484A<= 
8?S E4@BEFBSF9?PAB= D45BFO 

 

 

 

�OCB?A9A<9 GK95AB-
<EE?98B64F9?PE>B7B CDB9>F4. 

 

#D98?4749@O9 F9@O <A8<6<8G4?PAOI CDB9>FB6: 
 

1. �B>B@CPRF9DA4S <EFBD<S D4;6<F<S 6OK<E?<F9?PAB= F9IA<>< 

2. �AHBD@4J<BAAO9 CB<E>B6O9 E<EF9@O 6 K9?B69K9E>B@ B5M9EF69 
3. �AF9D4>F<6AO= >DBEE6BD8 «�DI<F9>FGD4 >B@CPRF9D4»  
4. %B;84A<9 >?4EEAB7B :GDA4?4 6 &# MS Excel 
5. %B;84A<9 79A94?B7<K9E>B7B 8D964 E9@P< 6 &$ MSWord 
6. �B@CPRF9DA4S CB889D:>4 F9@O «#BEFDB9A<9 < CD9B5D4;B64A<9 
7D4H<>B6 HGA>J<=» 

7. %B;84A<9 <AHBD@4J<BAAB7B EF9A84 B8AB7B <; D4;89?B6 8<EJ<C?<AO 
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5. ��%& �� �!�!�� � �"#"�!�!��, �!�%�!!/) � $��"+'2 
#$"�$�  ' 

№ <;@9A9A<=, 84F4 6A9E9A<S <;@9A9A<=; № EFD4A<JO E <;@9A9A<9@. 
�/�"  %&��"  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 


