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B>@=O9 
@45>BO  

И=O9 

1. 
�2545=85. $01>B0 2 
>D8A5. %>AB02 ?0:5B 
?@>3@0<< MS Office. 

2   4   4 

2. 

&5E=>;>38O A>740=8O 8 
>1@01>B:8 B5:AB>2>9 
8=D>@<0F88. MS Word 
(G0ABL 1). 

2   4   4 

3. 

&5E=>;>38O A>740=8O 8 
>1@01>B:8 B5:AB>2>9 
8=D>@<0F88. MS Word 
(G0ABL 2). 

2   4   4 

4. 

&5E=>;>38O A>740=8O 8 
>1@01>B:8 G8A;>2>9 
8=D>@<0F88 MS Excel 
(G0ABL 1). 

2 

 

 4   4 

5. &5E=>;>38O A>740=8O 8 2   4   4 



 
 

>1@01>B:8 G8A;>2>9 
8=D>@<0F88 MS Excel 
(G0ABL 2). 

 
6. 

&5E=>;>38O A>740=8O 8 
>1@01>B:8 
<C;LB8<5489=>9 
8=D>@<0F88. MS 
PowerPoint. 

2 

 

 4   4 

7. 

Э;5:B@>==0O ?>GB0.  
П>GB>6O9 A9@68AO: 
mail.ru, gmail.com, 
yandex.ru 

2   4   4 

8. 
#0:5B ?@>3@0<< 
:><?0=88 Adobe 
Systems 

2   4   4 

9. 

"?B8G5A:>5 
@0A?>7=020=85 B5:AB0 
(OCR) ABBYY 

FineReader 

2   4   4 

 
#@><56CB>G=0O 
0BB5AB0F8O 18 

 �B>3> 18   36   36 

 

  

6.1 #DB7D4@@4 8<EJ<C?<AO, EFDG>FGD<DB64AA4S CB F9@4@ / D4;89?4@ 

 

6.2.1 СB89D:4A<9 ?9>J<BAAB7B >GDE4 

 

№ 
C/C 

!4<@9AB64A<9 F9@O 
(D4;89?4) 8<EJ<C?<AO 

%B89D:4A<9 ?9>J<BAAB7B ;4ASF<S 

1. �2545=85. $01>B0 2 
>D8A5. %>AB02 ?0:5B 
?@>3@0<< MS Office. 

"A=>2=K5 E0@0:B5@8AB8:8 8 A>AB02 8=B53@8@>20==>9 A@54K 
MS Office.  �@0B:> > :C@A5. 
�7CG5=85 =5:>B>@KE >D8A=KE ?@>3@0<< 2K=5A5=K 2 
>B45;L=K5 48AF8?;8=K: 
�07K 40==KE. #@>3@0<<0 MS Access. #>4@>1=> @0AA<>B@5=0 
2 :C@A5 «�=D>@<0F8>==K5 A8AB5<K 8 107K 40==KE»; 
�@0D8G5A:85 @540:B>@K. #@>3@0<<0 PhotoShop. #>4@>1=> 
@0AA<>B@5=0 2 :C@A5 «�><?LNB5@=0O 3@0D8:0». 
"D8A=K5 ?@>4C:BK 4@C38E ?@>872>48B5;59. 

2. &5E=>;>38O A>740=8O 8 
>1@01>B:8 B5:AB>2>9 
8=D>@<0F88. MS Word 
(G0ABL 1). 

�=B5@D59A ?@>3@0<<K MS Word. ,01;>=K 8 AB8;8. 
!0AB@>9:0 ?@>3@0<<K. %>740=85 4>:C<5=B0.  >48D8:0F8O 
H01;>=0 «"1KG=K9». %>740=85 A>1AB25==>3> H01;>=0. 
�2>4 8 @540:B8@>20=85 B5:AB0. $07185=85 4>:C<5=B0 =0 
AB@0=8FK 8 @0745;K. �A?>;L7>20=85 :>;>=B8BC;>2 
(=C<5@0F8O AB@0=8F). %>740=85 
<0@:8@>20==>3>/=C<5@>20==>3> A?8A:>2. %>740=85 
<=>3>C@>2=52>3> A?8A:0 



 
 

3. &5E=>;>38O A>740=8O 8 
>1@01>B:8 B5:AB>2>9 
8=D>@<0F88. MS Word 
(G0ABL 2). 

%>740=85 8 @540:B8@>20=85 B01;8F. �A?>;L7>20=85 B01;8F 
4;O D>@<0B8@>20=8O 4>:C<5=B0. �KG8A;5=8O 2 B01;8F0E 
%@54AB20 @01>BK A 3@0D8:>9. �AB02:0 @8AC=:>2, D83C@, 
87>1@065=89 87 �=B5@=5B0, >1J5:B>2 SmartArt 8WordArt 
!01>@ D>@<C;. �AB02:0 38AB>3@0<<. 

4. &5E=>;>38O A>740=8O 8 
>1@01>B:8 G8A;>2>9 
8=D>@<0F88 MS Excel 
(G0ABL 1). 

�=B5@D59A ?@>3@0<<K MS Excel. �=5H=89 284 @01>G59 
:=838. '?@02;5=85 ;8AB0<8 @01>G59 :=838. '?@02;5=85 
@01>G59 :=83>9. �2>4 40==KE. �2B>70?>;=5=85. 
(>@<0B8@>20=85 G8A5; 8 B5:AB0. 'A;>2=>5 D>@<0B8@>20=85. 
&8?K E@0=8<KE 40==KE. (>@<C;K. "B=>A8B5;L=K5 8 
01A>;NB=K5 04@5A0 OG55:. #>=OB85 DC=:F89. #@8<5=5=85 
<0AB5@0 DC=:F89 ?@8 70?8A8 D>@<C;. 

5. &5E=>;>38O A>740=8O 8 
>1@01>B:8 G8A;>2>9 
8=D>@<0F88 MS Excel 
(G0ABL 2). 

'A;>2=K5 2KG8A;5=8O.  0AA82K 2 D>@<C;0E. 'A;>2=K5 
DC=:F88. (>@<8@>20=85 CA;>2=KE DC=:F89. %>@B8@>2:0. 
(8;LB@K. %>740=85 38AB>3@0<< 8 3@0D8:>2 DC=:F89, 8E 
@540:B8@>20=85. 

6. 

&5E=>;>38O A>740=8O 8 
>1@01>B:8 
<C;LB8<5489=>9 
8=D>@<0F88. MS 

PowerPoint. 

�=B5@D59A ?@>3@0<<K MS PowerPoint. %>740=85 
?@575=B0F88 A @07=K<8 2840<8 A;094>2. �A?>;L7>20=85 
H01;>=>2 8 F25B>2KE AE5<. �>7<>6=>AB8 0=8<0F88. 
�A?>;L7>20=85 02B>D83C@, 8E ?0@0<5B@K. #5@5E>4K <564C 
A;0940<8. !02830F8O ?> A;0940< ?@575=B0F88. 
$5:><5=40F88 ?> A>740=8N 8 48709=C A;094>2. 

7. Э;5:B@>==0O ?>GB0.  
#>GB>2K5 A5@28AK: 
mail.ru, gmail.com, 

yandex.ru 

%>740=85 M;5:B@>==>3> A>>1I5=8O, >B25B0, :>?88. 
"BA;56820=85 A>>1I5=89. $01>B0 A 2;>65=8O<8. %>740=85 
?>4?8A59 A>>1I5=89, A>740=85 H01;>=>2 A>>1I5=89. 
$01>B0 A 04@5A=K<8 :=830<8. $0AAK;:0 A>>1I5=89. 
%>740=85 ?>4?0?>:, ?5@5<5I5=85 ?8A5< <564C ?0?:0<8. 
%>@B8@>2:0, 3@C??8@>2:0, D8;LB@0F8O, @0AH8@5==K9 ?>8A: 
?8A5< 

8. #0:5B ?@>3@0<< 
:><?0=88 Adobe Systems 

"?8A0=85 >A=>2=KE ?@>3@0<< ?0:5B0 Adobe Systems: 

Illustrator ‒ 25:B>@=0O 3@0D8:0 8 8;;NAB@0F88; 
After Effects ‒ A>740=85 287C0;L=KE MDD5:B>2; 
Dreamweaver ‒ $07@01>B:0 >B7K2G82KE A09B>2; 
Acrobat Reader ‒ ?@>A<>B@ PDF-D09;>2. 

9. 
 
"?B8G5A:>5 
@0A?>7=020=85 B5:AB0 
(OCR) ABBYY 

FineReader 

�=B5@D59A ?@>3@0<<K ABBYY FineReader. �>ABC?=K5 
@568<K @01>BK. #@5420@8B5;L=>5 A:0=8@>20=85. �040=85 
>1;0AB8 A:0=8@>20=8O. %:0=8@>20=85. $0A?>7=020=85. 
#5@540G0 40==KE 2 MS Word. 

 

6.2.2 СB89D:4A<9 CD4>F<K9E><I ;4AяF<= 

 

№ 
C/C 

!4<@9AB64A<9 F9@O 
(D4;89?4) 8<EJ<C?<AO 

%B89D:4A<9 CD4>F<K9E>B7B ;4ASF<S 

 
1. 

�2545=85. $01>B0 2 
>D8A5. %>AB02 ?0:5B 
?@>3@0<< MS Office. 

"A=>2=K5 E0@0:B5@8AB8:8 8 A>AB02 8=B53@8@>20==>9 
A@54K MS Office. 

2. &5E=>;>38O A>740=8O 8 
>1@01>B:8 B5:AB>2>9 
8=D>@<0F88. MS Word 
(G0ABL 1). 

"A=>2K @01>BK 2 MS Word. %>740=85 4>:C<5=B0. 
 >48D8:0F8O H01;>=0 «"1KG=K9». %>740=85 
A>1AB25==>3> H01;>=0. �2>4 8 @540:B8@>20=85 B5:AB0. 
$07185=85 4>:C<5=B0 =0 AB@0=8FK 8 @0745;K. 
�A?>;L7>20=85 :>;>=B8BC;>2 (=C<5@0F8O AB@0=8F). 

https://www.adobe.com/ru/products/illustrator.html
https://www.adobe.com/ru/products/illustrator.html
https://www.adobe.com/ru/products/aftereffects.html
https://www.adobe.com/ru/products/dreamweaver.html
https://www.adobe.com/ru/products/dreamweaver.html
https://acrobat.adobe.com/ru/ru/acrobat/pdf-reader.html
https://acrobat.adobe.com/ru/ru/acrobat/pdf-reader.html


 
 

%>740=85 <0@:8@>20==>3>/=C<5@>20==>3> A?8A:>2. 
%>740=85 <=>3>C@>2=52>3> A?8A:0. 

3. &5E=>;>38O A>740=8O 8 
>1@01>B:8 B5:AB>2>9 
8=D>@<0F88. MS Word 
(G0ABL 2). 

%>740=85 8 @540:B8@>20=85 B01;8F. �A?>;L7>20=85 B01;8F 
4;O D>@<0B8@>20=8O 4>:C<5=B0. �KG8A;5=8O 2 B01;8F0E 
%@54AB20 @01>BK A 3@0D8:>9. �AB02:0 @8AC=:>2, D83C@, 
87>1@065=89 87 �=B5@=5B0, >1J5:B>2 SmartArt 8WordArt. 
!01>@ D>@<C;. �AB02:0 38AB>3@0<<. 

 
4. 

&5E=>;>38O A>740=8O 8 
>1@01>B:8 G8A;>2>9 
8=D>@<0F88 MS Excel 
(G0ABL 1). 

"A=>2K @01>BK 2 Excel. %>740=85 @01>G59 :=838. 
(>@<0B8@>20=85 M;5:B@>==KE B01;8F. 
$540:B8@>20=85 M;5:B@>==KE B01;8F. �2>4 D>@<C;. 
�A?>;L7>20=85 >B=>A8B5;L=KE, 01A>;NB=KE, A<5H0==KE 
04@5A>2 8 8<5= OG55:. �KG8A;5=8O 2 Excel. �A?>;L7>20=85 
<0AB5@0 DC=:F89. 

5. &5E=>;>38O A>740=8O 8 
>1@01>B:8 G8A;>2>9 
8=D>@<0F88 MS Excel 
(G0ABL 2). 

'A;>2=K5 2KG8A;5=8O.  0AA82K 2 D>@<C;0E. 'A;>2=K5 
DC=:F88. (>@<8@>20=85 CA;>2=KE DC=:F89. %>@B8@>2:0. 
(8;LB@K. %>740=85 38AB>3@0<< 8 3@0D8:>2 DC=:F89, 8E 
@540:B8@>20=85. 

6. &5E=>;>38O A>740=8O 8 
>1@01>B:8 
<C;LB8<5489=>9 
8=D>@<0F88. MS 

PowerPoint. 

%>740=85 ?@575=B0F89 2 MS PowerPoint. &5:AB 8 4@C385 
>1J5:BK =0 A;0940E ?@575=B0F88. &5<K ?@575=B0F89 8 
<0:5BK A;094>2. �=8<0F8O 8 MDD5:BK A<5=K A;094>2. 
!02830F8O ?> A;0940< ?@575=B0F88. �8?5@AAK;:8. 
 

7. Э;5:B@>==0O ?>GB0.  
#>GB>2K5 A5@28AK: 
mail.ru, gmail.com, 

yandex.ru 

%>740=85 M;5:B@>==>3> A>>1I5=8O, >B25B0, :>?88. 
#@8:@5?;5=85 : A>>1I5=8N D09;>2. !0AB@>9:0 
?0@0<5B@>2 �0;5=40@O. %>740=85 @07>2KE 8 
?>2B>@ONI8EAO 2AB@5G 8 A>1KB89. $01>B0 A :0B53>@8O<8. 
!0AB@>9:0 ?0=5;59 8=AB@C<5=B>2. $01>B0 A >1I8<8 
?0?:0<8. $01>B0 A :>=B0:B0<8. $575@2=>5 :>?8@>20=85 
8=D>@<0F88. �<?>@B 8 M:A?>@B 40==KE. $01>B0 A 
0@E820F859 40==KE. 

8. #0:5B ?@>3@0<< 
:><?0=88 Adobe Systems 

#@>1=0O @01>B0 A >A=>2=K<8 ?@>3@0<<0<8 ?0:5B0 
:><?0=88 Adobe Systems: Illustrator, Acrobat Reader, After 

Effects, Dreamweaver. 

9. "?B8G5A:>5 
@0A?>7=020=85 B5:AB0 
(OCR) ABBYY 

FineReader 

%G8BK20=85 PDF- 4>:C<5=B0. �3> @0A?>7=020=85 8 
:>?8@>20=85 40==KE 2 MS Word. 
 

 

6.2.3 СB89D:4A<9 E4@BEFBяF9?PAB= D45BFO 

 

№ 
C/C 

!4<@9AB64A<9 F9@O 
(D4;89?4) 8<EJ<C?<AO 

%B89D:4A<9 E4@BEFBSF9?PAB= D45BFO 

1. �2545=85. $01>B0 2 
>D8A5. %>AB02 ?0:5B 
?@>3@0<< MS Office. 

'3;C1;5==>5 87CG5=85 E0@0:B5@8AB8: 8 A>AB020 
8=B53@8@>20==>9 A@54K MS Office. 

2. &5E=>;>38O A>740=8O 8 
>1@01>B:8 B5:AB>2>9 
8=D>@<0F88. MS Word 
(G0ABL 1). 

$01>B0 A 1>;LH8< 4>:C<5=B><. %>740=85 B8BC;L=>3> ;8AB0, 
>3;02;5=8O, A=>A>:. 

3. &5E=>;>38O A>740=8O 8 
>1@01>B:8 B5:AB>2>9 

$01>B0 A 1>;LH8< 4>:C<5=B><. (>@<8@>20=85 ?@54<5B=>3> 
C:070B5;O, A?8A:0 ;8B5@0BC@K 8 A=>A>:.  



 
 

8=D>@<0F88. MS Word 
(G0ABL 2). 

4. &5E=>;>38O A>740=8O 8 
>1@01>B:8 G8A;>2>9 
8=D>@<0F88 MS Excel 
(G0ABL 1). 

#@>AB59H85 107K 40==KE 2 MS Excel, =0 ?@8<5@5 04@5A=>9 
:=838 

5. &5E=>;>38O A>740=8O 8 
>1@01>B:8 G8A;>2>9 
8=D>@<0F88 MS Excel 
(G0ABL 2). 

%>740=85 4>:C<5=B0 A;8O=8O, =0 ?@8<5@5 8=D>@<0F8>==>3> 
?8AL<0. 

6. &5E=>;>38O A>740=8O 8 
>1@01>B:8 
<C;LB8<5489=>9 
8=D>@<0F88. MS 

PowerPoint. 

%>740=85 CG51=>9 ?@575=B0F88 =0 A2>1>4=CN B5<C A CG5B>< 
87CG05<KE @5:><5=40F89 ?> D>@<8@>20=8N 48709=0 
A;094>2. 

7. Э;5:B@>==0O ?>GB0.  
#>GB>2K5 A5@28AK: 
mail.ru, gmail.com, 

yandex.ru 

�A?>;L7>20=85 ?>GB>2KE A5@25@>2 4;O >B?@02:8 
?@5?>4020B5;N 4><0H=8E 7040=89. �7CG5=85 :>@?>@0B82=>9 
?>GBK C=825@A8B5B0. 

8. #0:5B ?@>3@0<< 
:><?0=88 Adobe Systems 

�7CG5=85 ?@>3@0<< ?0:5B0 :><?0=88 Adobe Systems ?> 
2K1>@C 4;O =0?8A0=8O @5D5@0B0. 

9. "?B8G5A:>5 
@0A?>7=020=85 B5:AB0 
(OCR) ABBYY 

FineReader 

%G8BK20=85 8 @0A?>7=020=85 87>1@065=8O. �3> 
@0A?>7=020=85 8 ?5@540G0 40==KE 2 MS Word 

 

7. (BA8 BJ9ABKAOI ED98EF6 8?S CDB6989A<S CDB@9:GFBKAB= 4FF9EF4J<< B5GK4RM<IES CB 
8<EJ<C?<A9 (@B8G?R) 

 

#@54CA<>B@5=K A;54CNI85 284K :>=B@>;O :0G5AB20 >A2>5=8O :>=:@5B=>9 
48AF8?;8=K: 

3 B5:CI89 :>=B@>;L CA?5205<>AB8 
3 ?@><56CB>G=0O 0BB5AB0F8O >1CG0NI8EAO ?> 48AF8?;8=5 
(>=4 >F5=>G=KE A@54AB2 4;O ?@>2545=8O ?@><56CB>G=>9 0BB5AB0F88 >1CG0NI8EAO ?> 

48AF8?;8=5 >D>@<;5= 2 #$��"��!�� : $��"+�� #$"�$�  � ��%*�#��!Ы 
&5:CI89 :>=B@>;L CA?5205<>AB8 >15A?5G8205B >F5=820=85 E>40 >A2>5=8O 48AF8?;8=K 

2 ?@>F5AA5 >1CG5=8O. 
 

7.1. #4ECBDF HBA84 BJ9ABKAOI ED98EF6 8?S CDB6989A<S F9>GM9= 4FF9EF4J<< CB 
8<EJ<C?<A9 (@B8G?R) 

 

№ 
C/C 

�BAFDB?<DG9@O9 D4;89?O (F9@O)  !4<@9AB64A<9 BJ9ABKAB7B 
ED98EF64 

1. �2545=85. $01>B0 2 >D8A5. %>AB02 ?0:5B 
?@>3@0<< MS Office. 

"?@>A, B5AB8@>20=85. 
 

2.  &5E=>;>38O A>740=8O 8 >1@01>B:8 B5:AB>2>9 
8=D>@<0F88. MS Word (G0ABL 1). 

"?@>A, B2>@G5A:89 ?@>5:B, 
B5AB8@>20=85. 
 

3. &5E=>;>38O A>740=8O 8 >1@01>B:8 B5:AB>2>9 
8=D>@<0F88. MS Word (G0ABL 2). 

"?@>A, 8=D>@<0F8>==K9 ?@>5:B, MAA5. 
 

4. &5E=>;>38O A>740=8O 8 >1@01>B:8 G8A;>2>9 "?@>A, B2>@G5A:89 ?@>5:B, 



 
 

8=D>@<0F88 MS Excel (G0ABL 1). B5AB8@>20=85. 
 

5. &5E=>;>38O A>740=8O 8 >1@01>B:8 G8A;>2>9 
8=D>@<0F88 MS Excel (G0ABL 2). 

"?@>A,  
 

6. &5E=>;>38O A>740=8O 8 >1@01>B:8 
<C;LB8<5489=>9 8=D>@<0F88. MS 

PowerPoint. 

"?@>A, B2>@G5A:89 ?@>5:B, 
B5AB8@>20=85. 
 

7. Э;5:B@>==0O ?>GB0.  
#>GB>2K5 A5@28AK: mail.ru, gmail.com, 

yandex.ru 

"?@>A, B5AB8@>20=85. 
 

8. #0:5B ?@>3@0<< :><?0=88 Adobe Systems "?@>A, B5AB8@>20=85. 
 

9. "?B8G5A:>5 @0A?>7=020=85 B5:AB0 (OCR) 
ABBYY FineReader 

"?@>A, B5AB8@>20=85, @5D5@0B. 
 

 

7.2 &<CB6O9 >BAFDB?PAO9 ;484A<S <?< <AO9 @4F9D<4?O, A9B5IB8<@O9 8?S BJ9A>< 
;A4A<=, G@9A<=, A46O>B6 < (<?<) BCOF4 89SF9?PABEF< 6 CDBJ9EE9 F9>GM97B >BAFDB?S  

 

&<CB6O9 6BCDBEO  
 

1. %B8;8 8 H01;>=K MS Word.  
2. �7<5=5=85 AB8;O "1KG=K9 2 MS Word. 
3. $07<5B:0 AB@0=8FK 2 MS Word.  
4. �K45;5=85 D@03<5=B>2 B5:AB0 2 MS Word. 
5. $540:B8@>20=85 4>:C<5=B0 2 MS Word: :>?8@>20=85 8 ?5@5<5I5=85. 
6. (>@<0B8@>20=85 0170F52 2 MS Word. 
7. �>;>=B8BC;K 4>:C<5=B0 8 8E 8A?>;L7>20=85 2 MS Word. 
8. $0745;K 4>:C<5=B0 MS Word 8 8E 8A?>;L7>20=85. 
9. %>740=85 >3;02;5=8O 4>:C<5=B0 2 MS Word.  
10. #0@0<5B@K H@8DB>2 2 MS Word. 
11.  0@:8@>20==K9 A?8A>: 2 MS Word.  
12. !C<5@>20==K9 A?8A>: 2 MS Word. 
13. �AB02:0 3@0D8G5A:>9 8=D>@<0F88 2 MS Word. 
14. �7<5=5=85 @07<5@0 8 >@85=B0F88 @8AC=:0 2 MS Word. 
15. #@>25@:0 ?@02>?8A0=8O 2 MS Word. 
16. %B@C:BC@0 4>:C<5=B0 MS Excel. 
17. �7<5=5=85 @07<5@>2 OG55: 2 MS Excel. 
18. �AB02:0 AB@>: 2 MS Excel. 
19. �AB02:0 8 C40;5=85 OG55: MS Excel. 
20. �K45;5=85 480?07>=>2 OG55: 2 MS Excel. 
21. �>?8@>20=85 8 ?5@5<5I5=85 8=D>@<0F88 =0 AB@0=8F5 MS Excel. 
22. #5@58<5=>20=85, 2AB02:0 8 C40;5=85 @01>G53> ;8AB0 2 MS Excel. 
23. �2B>70?>;=5=85 OG55: 2 MS Excel. 
24. &8?K 40==KE 2 MS Excel. 
25. #@028;0 22>40 D>@<C; 2 MS Excel. 
26. #@028;0 D>@<8@>20=8O D>@<C; 2 MS Excel. 
27.  0AB5@ DC=:F89 2 MS Excel.  
28. �803@0<<K 2 MS Excel.  
29. �1A>;NB=0O 04@5A0F8O 2 MS Excel.  
30. "B=>A8B5;L=0O 04@5A0F8O 2 MS Excel. 

 



 
 

&9@O <EE?98B64F9?PE><I, F6BDK9E><I CDB9>FB6 

 

П>87>B>6:4 8AA;98>64B9;PA:8E ?@>9:B>6 ?> B9<4<: 
1. #@54<5B D8;>A>D88. 
2. %>>B=>H5=85 D8;>A>D88 8 =0C:8, D8;>A>D88 8 8A:CAAB20, @5;8388 8 <8D>;>388. 
3. #@54=07=0G5=85 >=B>;>388, 3=>A5>;>388 8 0:A8>;>388, 8E A>>B=>H5=85 8 <5AB> 2 
D8;>A>D88. 
4.  8@>2>77@5=G5A:0O 8 <5B>4>;>38G5A:0O DC=:F88 D8;>A>D88. 
5. � G5< 2K@0605BAO 7=0G5=85 D8;>A>D88 2 687=8. 
6. �0:>2K >A>15==>AB8 D8;>A>DA:>3> =0CG=>3> 7=0=8O 4;O >?@545;5=8O D>@<0B0, B5<0B8:8 8 
>F5=:8 <0B5@80;0 =>2>3> ?@>4C:B0 B5;5@048>25I0B5;L=KE % � 

 

И=D>@<4F8>==O9 ?@>9:B 

#>43>B>2LB5 8=D>@<0F8>==K9 ?@>5:B (?@575=B0F8N) ?> B5<5: 
1. %>740=85 ?>4?0?>:, ?5@5<5I5=85 ?8A5< <564C ?0?:0<8. %>@B8@>2:0, 3@C??8@>2:0, 
D8;LB@0F8O, @0AH8@5==K9 ?>8A: ?8A5<. 

2. Illustrator ‒ 25:B>@=0O 3@0D8:0 8 8;;NAB@0F88; 
3. $568<K A:0=8@>20=8O 4>:C<5=B>2. 
4. #@>1;5<0 :@8B5@852 >1I5AB25==>3> ?@>3@5AA0. 
5. Acrobat Reader Pro 8 53> 2>7<>6=>AB8 ?> @540:B8@>20=8N 4>:C<5=B>2. 
6. %@54AB20 ?@5>1@07>20=8O PDF-4>:C<5=B>2 : D>@<0BC DOC. 

7. (>@<0B8@>20=85 B5:AB0 
8. $01>B0 A B01;8F0<8. 
9. %>740=85 A5@89=>3> 4>:C<5=B0. 
10. %2>4=K5 B01;8FK. 
11. �0I8B0 @01>G59 :=838. 

  
&6>@G9A:>9 7484=89 (A Q;9<9=B4<8 QAA9) 
!0?8H8B5 MAA5 ?> B5<5: 

1. �>7<>6=>AB8 Word. 
2. %>740=85 <=>3>AB@0=8G=>3> 4>:C<5=B0. 
3. $540:B8@>20=85 8 D>@<0B8@>20=8O B5:AB0 2 B5:AB>2>< @540:B>@5 MS Word. 
4. $01>B0 A B5:AB>< 2 @540:B>@5 Word. 
5. �A?>;L7>20=85 3@0D8G5A:8E >1J5:B>2 2 4>:C<5=B0E. 
6. (>@<8@>20=85 A?8A:>2 8;;NAB@0F89, ;8B5@0BC@K 8 B01;8F 2 4>:C<5=B5. 
7. Microsoft Excel, 53> DC=:F88 8 2>7<>6=>AB8. 
8. (C=:F88 2 MS Excel. 
9. #>AB@>5=85 3@0D8:>2 8 4803@0<< 2 B01;8G=>< @540:B>@5 MS Excel. 
10. (>@<C;K 8 DC=:F88 2 MS Excel. 
11. �A?>;L7>20=85 A2>4=KE B01;8F. %>740=85 8 D>@<0B8@>20=85 

 

 

                        &<CB6O9 F9EFO 

 

1. Microsoft Word – QFB& 

a. #@>3@0<<0 4;O >1@01>B:8 107 40==KE 
b. #@>3@0<<0 4;O @540:B8@>20=8O D>B>3@0D89 
d. #@>3@0<<0 4;O A>740=8O 8 >1@01>B:8 B5:AB>2KE 4>:C<5=B>2 
e. "?5@0F8>==0O A8AB5<0 

2. �B>G@9AF Microsoft Word <89AF<H<J<DG9FES CB D4EL<D9A<R& 

a. ZIP 

https://www.adobe.com/ru/products/illustrator.html


 
 

b. XLS 
c. DOC 
d. JPEG 

3. ЧFB5O 5OEFDB EBID4A<FP BFD984>F<DB64AAO= 8B>G@9AF Microsoft Word 6 FB@ :9 
@9EF9, 789 BA A4IB8<FES, A9B5IB8<@B& 

a. � <5=N «(09;» 2K1@0BL :><0=4C «%>E@0=8BL» 8;8 =060BL :=>?:C «%>E@0=8BL» =0 
?0=5;8 8=AB@C<5=B>2 «%B0=40@B=0O» 

b. � <5=N «#@02:0» 2K1@0BL :><0=4C «%>E@0=8BL» 8;8 =060BL :=>?:C «%>E@0=8BL» =0 
?0=5;8 8=AB@C<5=B>2 «%B0=40@B=0O» 

c. � <5=N «(09;» 2K1@0BL :><0=4C «%>E@0=8BL :0:» 
d. #@>AB> 70:@KBL 4>:C<5=B 

4.  9:8GEFDBKAO= <AF9D64? 6 8B>G@9AF9 Microsoft Word BCD989?S9F& 

a. $0AAB>O=85 ?> 25@B8:0;8 <564C 0170F0<8 4>:C<5=B0 
b. $0AAB>O=85 ?> 25@B8:0;8 <564C AB@>:0<8 4>:C<5=B0 
c. $0AAB>O=85 >B :@0O 4>:C<5=B0 4> =0G0;0 B5:AB0 ?> 25@B8:0;8 
d. $0AAB>O=85 >B :@0O 4>:C<5=B0 4> =0G0;0 B5:AB0 ?> 3>@87>=B0;8 

5. ЧFB5O A4K4FP 66B8 F9>EF4 E AB6B= EFD4A<JO 6 8B>G@9AF9 Microsoft Word, 
A9B5IB8<@B& 

a. !068<0BL :;028HC «Alt» 4> B5E ?>@, ?>:0 :C@A>@ =5 ?5@5945B =0 =>2CN AB@0=8FC 
b. !068<0BL :;028HC «Enter» 4> B5E ?>@, ?>:0 :C@A>@ =5 ?5@5945B =0 =>2CN AB@0=8FC 
c. � <5=N «�AB02:0» 2K1@0BL :><0=4C «$07@K2» 8 2K1@0BL ?C=:B «!>2CN AB@0=8FC» 
d. � <5=N «�AB02:0» 2K1@0BL :><0=4C «$07@K2» 8 2K1@0BL ?C=:B «!>2CN :>;>=:C» 

6. ЧFB5O <;@9A<FP D4;@9D LD<HF4 A4C9K4F4AAB7B F9>EF4 6 8B>G@9AF9 Microsoft Word, 
A9B5IB8<@B& 

a. !0 ?0=5;8 8=AB@C<5=B>2 «(>@<0B8@>20=85» 2K1@0BL =C6=K9 @07<5@ 2 A?8A:5 
«$07<5@ H@8DB0» 

b. !0 ?0=5;8 8=AB@C<5=B>2 «(>@<0B8@>20=85» 2K1@0BL =C6=K9 @07<5@ 2 A?8A:5 
« 0AHB01» 

c. �K45;8BL B5:AB, :>B>@K9 =5>1E>48<> 87<5=8BL, =0 ?0=5;8 8=AB@C<5=B>2 
«(>@<0B8@>20=85» 2K1@0BL =C6=K9 @07<5@ 2 A?8A:5 «$07<5@ H@8DB0» 

d. �K45;8BL B5:AB, :>B>@K9 =5>1E>48<> 87<5=8BL, =0 ?0=5;8 8=AB@C<5=B>2 
«(>@<0B8@>20=85» 2K1@0BL =C6=K9 @07<5@ 2 A?8A:5 « 0AHB01» 

7. ЧFB5O 6 8B>G@9AF9 Microsoft Word <;@9A<FP F9>EF EB EFDBKAOI 5G>6 A4 CDBC<EAO9, 
A9B5IB8<@B& 

a. �K45;8BL B5:AB, :>B>@K9 =5>1E>48<> 87<5=8BL 8 =060BL :;028HC «Caps Lock» 
b. �K45;8BL B5:AB, :>B>@K9 =5>1E>48<> 87<5=8BL, 2 <5=N «(>@<0B» 2K1@0BL :><0=4C 
«$538AB@» 8 2K1@0BL ?C=:B «�%� #$"#�%!Ы�» 

c. '40;8BL B5:AB, :>B>@K9 =5>1E>48<> 87<5=8BL, =060BL :;028HC «Caps Lock» 8 70=>2> 
=01@0BL B5:AB 

d. '40;8BL B5:AB, :>B>@K9 =5>1E>48<> 87<5=8BL, 7060BL :;028HC «Shift» 8 70=>2> 
=01@0BL B5:AB 

8. ЧFB5O CDBAG@9DB64FP EFD4A<JO 6 8B>G@9AF9 Microsoft Word, A9B5IB8<@B: 
a. � <5=N «�AB02:0» 2K1@0BL :><0=4C «!><5@0 AB@0=8F» 
b. � <5=N «�AB02:0» 2K1@0BL :><0=4C «%8<2>;» 8 2 ?>O282H5<AO >:=5 2K1@0BL ?C=:B 
«#@>AB028BL =><5@ AB@0=8F» 

c. � <5=N «%5@28A» 2K1@0BL :><0=4C «!><5@0 AB@0=8F» 
d. �@CG=CN =0 :064>9 AB@0=8F5 ?@>AB028BL =><5@0 AB@0=8F 

9. � E?GK49, 9E?< 6 G>4;4AAB= HBD@G?9 6 Microsoft Excel <@99FES BL<5>4, FB... 
a. � OG59:5 =8G53> =5 >B@078BAO. 
b. �=0G5=85 2 OG59:5 02B><0B8G5A:8 1C45B @02=> =C;N. 
c. � OG59:5 1C45B ?>;=>ABLN >B>1@060BLAO C:070==0O D>@<C;0. 
d. � >:=5 1C45B C:070=0 >H81:0 A >?8A0=85< ?@8G8=K. 



 
 

10. �4>4S EEO?>4 A4 SK9=>G 6 Microsoft Excel S6?S9FES A9CD46<?PAB=? 
a. Y$5 
b. B135 
c. $A7 
d. $D4$R1 

11. (4=?, >BFBDO= EB;849FES 6 CDB7D4@@9 Microsoft Excel, A4;O649FES... 
a. �>:C<5=B 
b. �C@=0; 
c. �8AB 
d. �=830 

12. ЧFB EK<F49F HBD@G?4 "=%'  (A:A)"? 
a. ЭB> >H81>G=0O D>@<C;0. 
b. �>;8G5AB2> OG55: 2 AB>;1F5 �. 
c. �>;8G5AB2> AB@>: 2 AB>;1F5 �. 
d. %C<<C 2A5E 7=0G5=89 2 AB>;1F5 �. 

13. � 8<4C4;BA9 A1:A4 CB CBDS8>G 66989AO ;A4K9A<S 1, 2, 3, 4. �4>B= D9;G?PF4 
CB?GK<FES 6 OG59:5 �1, 5A;8 2 =59 C:070BL D>@<C;C "= ��%(A1:A4)"? 
a. 4 
b. 10 
c. 1 
d. � 

14. �4>B7B HBD@4F4 SK99> A9 EGM9EF6G9F? 
a. �5=56=K9. 
b. �0;NB=K9. 
c. (8=0=A>2K9. 
d. +8A;>2>9. 

15. % CB@BMPR >4>B7B ;A4>4 6 Microsoft Excel @B:AB ;4>D9C<FP ;A4K9A<9 SK9=>< 6 
HBD@G?9? 
a. $ 
b. # 
c. [ ] 
d. { } 

16. �E?< 6 Microsoft Excel > SK9=>9, 6 >BFBDB= G>4;4A4 HBD@G?4, CD<@9A<FP 
>B@5<A4J<R >?46<L Ctrl+C < 6EF46<FP 6 8DG7GR SK9=>G E CB@BMPR >B@5<A4J<< 
>?46<L Ctrl+V, FB 6 <FB7B6GR SK9=>G 6EF46<FES... 
a. �=0G5=85 4;O 40==>9 D>@<C;K. 
b. 0.  
c. � OG59:5 1C45B C:070=0 >H81:0. 
d. �0==0O D>@<C;0. 

17. �4>B9 >B?<K9EF6B SK99> EB89D:<F 8<4C4;BA А1:�4? 
a. 2 
b. 4 
c. 1 
d. 8 

18. (4=?O, EB;84AAO9 6 Microsoft Excel, @B:AB <89AF<H<J<DB64FP CB D4EL<D9A<R... 
a. DBF 
b. PDF 
c. XLS 
d. JPG 

19. !4 KFB EEO?49FES SK9=>4 6 8B>G@9AF9 Microsoft Excel, 9E?< BA4 EB89D:<F E?98GRM99 
;A4K9A<9 ["FK9F.xlsx]�64DF4?!A10 : 
a. !0 ?5@2K5 45AOBL OG55: 2 AB>;1F5 «�», 2 :>B>@KE A>45@68BAO A;>2> «�20@B0;». 



 
 

b. !0 D09; «�20@B0;», 2 :>B>@>< 2 OG59:5 «�10» C:070=> 7=0G5=85 «"BG5B.xlsx». 
c. �0==>5 7=0G5=85 OG59:8 O2;O5BAO >H81>G=K< 8 =5 <>65B ACI5AB2>20BL. 
d. !0 OG59:C «�10» =0 ;8AB5 «�20@B0;» 2 :=835, 8<5NI59 =0720=85 «"BG5B». 

20. Microsoft Excel S6?S9FES CDB7D4@@B=, CD98A4;A4K9AAB= 8?S& 

a. $01>BK A 1070<8 40==KE. 
b. $01>BK A M;5:B@>==K<8 B01;8F0<8. 
c. $01>BK A @8AC=:0<8 8 4803@0<<0<8. 
d. $01>BK A B5:AB>2K<8 4>:C<5=B0<8. 

 

&<CB6O9 6BCDBEO > >BAFDB?PAO@ D45BF4@ 

1. �040BL 2 4>:C<5=B5 A;54CNI85 ?0@0<5B@K ?>;59 AB@0=8FK:  
 25@E=55 3 1 A<;  

 =86=55 3 1,8 A<;  

 ;52>5 3 1 A<;   

 ?@02>5 3 2 A<;  

 >@85=B0F8O 3 :=86=0O; 
 @07<5@ AB@0=8FK 3 �5. 

2. 'AB0=>28BL @568< ?5@5=>A>2 2 B5:AB5 4>:C<5=B0. 
3. �:;NG8BL @568< >B>1@065=8O A:@KBKE A8<2>;>2 D>@<0B8@>20=8O.  
4. �25AB8 2 4>:C<5=B ?5@2K5 G5BK@5 0170F0 87 B5:AB0 2=5H=53> D09;0. 
5. �;O ?5@2>3> 0170F0 B5:AB0 CAB0=>28BL:  

 8=B5@20; H@8DB0 @07@565==K9 =0 6 ?C=:B>2;  
 A<5I5=85 2=87 =0 3 ?C=:B0; 
 2K@02=820=85 ?> ;52>9 3@0=8F5; 
 F25B 1C:2 3 :@0A=K9. 

6. �;O 2B>@>3> 0170F0 B5:AB0 CAB0=>28BL:   
 8=B5@20; ?5@54 0170F5< 6 ?C=:B>2; 
 8=B5@20; ?>A;5 0170F0 6 ?C=:B>2; 
 F25B D>=0 3 65;BK9. 

7. � B@5BL5< 0170F5 ?>;CG5==>3> B5:AB0 CAB0=>28BL:  
3 H@8DB Candara;  
3 @07<5@ 1C:2 15; 
3 B8? 8E =0G5@B0=8O 3 ?>;C68@=K9 :C@A82; 
3 F25B D>=0 0170F0 3 A25B;>-75;5=K9;  
3 F25B 1C:2 3 65;BK9. 

8. Для х = 3 и y = 4 вычислите: 

0)       
y

x

3

1
2

  (>B25B → 0,8333) 

1)     
54

2

3

2



x

x
y     (>B25B → -30,4118) 

2)      

10

1

2

2

2







x
y

x

y
x

      (>B25B → 0,90476) 

9. �KG8A;8B5 7=0G5=8O :204@0B>2 8 :C1>2 ?5@2KE 10 G8A5;.  
10. +8A;0 (81>=0GG8 >?@545;ONBAO @5:C@@5=B=>9 D>@<C;>9: 

2121
,1,0  

iii
FFFFF

�KG8A;8B5 ?5@2K5 10 G8A5; (81>=0GG8. 



 
 

%>740BL B01;8FC CA?5205<>AB8 ABC45=B>2 A2>59 3@C??K ?> @57C;LB0B0< A5AA88. 
"BD>@<0B8@>20BL OG59:8 B01;8FK B0:, GB>1K A>45@68<>5 1K;> 2K@>2=5=> ?> F5=B@C, :0: ?> 
3>@87>=B0;8, B0: 8 ?> 25@B8:0;8, 0 G8A;0 8<5;8 D>@<0B 42CE 284>2 - ;8G=K5 >F5=:8 A 0 
7=0:>2 ?>A;5 70?OB>9,  0 A@54=85 - 420 7=0:0 ?>A;5 70?OB>9. � OG59:0< A ;8G=K<8 >F5=:0<8 
?@8<5=8BL CA;>2=>5 D>@<0B8@>20=85: 0≤)<60 3 A5@0O 70;82:0, 60≤)<74 3 65;B0O 70;82:0, 
74≤)<83 3 75;5=0O 70;82:0, >AB0;L=K5 3 :@0A=0O 70;82:0. 
 

 

7.3  9FB8<K9E><9 @4F9D<4?O, BCD989?SRM<9 CDBJ98GDO BJ9A<64A<S ;A4A<=, G@9A<=, 
A46O>B6 < (<?<) BCOF4 89SF9?PABEF< 

 
�A5 7040=8O, 8A?>;L7C5<K5 4;O B5:CI53> :>=B@>;O D>@<8@>20=8O :><?5B5=F89 

CA;>2=> <>6=> @0745;8BL =0 425 3@C??K:  
1. 7040=8O, :>B>@K5 2 A8;C A2>8E >A>15==>AB59 <>3CB 1KBL @50;87>20=K B>;L:> 2 

?@>F5AA5 >1CG5=8O =0 70=OB8OE (=0?@8<5@, 48A:CAA8O, :@C3;K9 AB>;, 48A?CB, <8=8-
:>=D5@5=F8O);  

2. 7040=8O, :>B>@K5 4>?>;=ONB B5>@5B8G5A:85 2>?@>AK (?@0:B8G5A:85 7040=8O, 
?@>1;5<=>-0=0;8B8G5A:85 7040=8O, B5AB).  

�K?>;=5=85 2A5E 7040=89 O2;O5BAO =5>1E>48<K< 4;O D>@<8@>20=8O 8 :>=B@>;O 
7=0=89, C<5=89 8 =02K:>2. #>MB><C, 2 A;CG05 =52K?>;=5=8O 7040=89 2 ?@>F5AA5 >1CG5=8O, 8E 
=5>1E>48<> «>B@01>B0BL» 4> 70G5B0 (M:70<5=0). �84 7040=89, :>B>@K5 =5>1E>48<> 2K?>;=8BL 
4;O ;8:2840F88 «704>;65==>AB8» >?@545;O5BAO 2 8=48284C0;L=>< ?>@O4:5, A CG5B>< ?@8G8= 
=52K?>;=5=8O.  

 

1. &D95B64A<9 > F9BD9F<K9E>B@G GEFAB@G BF69FG 
 "F5=:0 7=0=89 ?@54?>;0305B 48DD5@5=F8@>20==K9 ?>4E>4 : ABC45=BC, CG5B 53> 

8=48284C0;L=KE A?>A>1=>AB59, AB5?5=L CA2>5=8O 8 A8AB5<0B870F88 >A=>2=KE ?>=OB89 8 
:0B53>@89 ?> 48AF8?;8=5. �@><5 B>3>, >F5=8205BAO =5 B>;L:> 3;C18=0 7=0=89 ?>AB02;5==KE 
2>?@>A>2, => 8 C<5=85 8A?>;L7>20BL 2 >B25B5 ?@0:B8G5A:89 <0B5@80;. "F5=8205BAO :C;LBC@0 
@5G8, 2;045=85 =02K:0<8 >@0B>@A:>3> 8A:CAAB20. 

�@8B9@88 >F9=864=8я: ?>A;54>20B5;L=>ABL, ?>;=>B0, ;>38G=>ABL 87;>65=8O, 0=0;87 
@07;8G=KE B>G5: 7@5=8O, A0<>AB>OB5;L=>5 >1>1I5=85 <0B5@80;0, 8A?>;L7>20=85 
?@>D5AA8>=0;L=KE B5@<8=>2, :C;LBC@0 @5G8, =02K:8 >@0B>@A:>3> 8A:CAAB20. �7;>65=85 
<0B5@80;0 157 D0:B8G5A:8E >H81>:. 

"F5=:0 «>B;8G=>» AB028BAO 2 A;CG05, :>340 <0B5@80; 87;0305BAO 8AG5@?K20NI5, 
?>A;54>20B5;L=>, 3@0<>B=> 8 ;>38G5A:8 AB@>9=>, ?@8 MB>< @0A:@K20NBAO =5 B>;L:> >A=>2=K5 
?>=OB8O, => 8 0=0;878@CNBAO   B>G:8 7@5=8O @07;8G=KE 02B>@>2. "1CG0NI89AO =5 
70B@C4=O5BAO A >B25B><, A>1;N405B :C;LBC@C @5G8. 

"F5=:0 «E>@>H>» AB028BAO, 5A;8 >1CG0NI89AO B25@4> 7=05B <0B5@80;, 3@0<>B=> 8 ?> 
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