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6.2.4 !B89D:4A<9 E4@BEFBOF9?PAB= D45BFO 

 

№ 
C/C 

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

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

1 

"5:AB>2K9 ?@>F5AA>@ 
WORD. !B8;8 8 
H01;>=K. 

�0@0<5B@K H@8DB0. �0@0<5B@K 0170F0. !B0=40@B=K5 AB8;8. 
 540:B8@>20=85 AB0=40@B=KE AB8;59. !>740=85 
?>;L7>20B5;LA:8E AB8;59.  

2 �5@AB:0 4>:C<5=B0 
 07;8G=K5 A?>A>1K ?5@5<5I5=8O 8 :>?8@>20=8O B5:AB0. 
�>?8@>20=85 <564C ?@8;>65=8O<8 8 4>:C<5=B0<8. �>8A: 



 

 

8 70<5=0. 

3 !?8A:8 8 B01;8FK. 
!>740=85 =C<5@>20==KE 8 <0@:8@>20==KE A?8A:>2. 

!>740=85 8 D>@<0B8@>20=85 B01;8F. �@0=8FK 8 70;82:8 

4 
�AB02:0 3@0D8G5A:8E 
>1J5:B>2 

�@0D8G5A:85 >1J5:BK 2 4>:C<5=B0E.  07<5I5=85 
8;;NAB@0F89 2 B5:AB5. �5;>20O 3@0D8:0.  540:B>@ D>@<C;. 
�C:28F0. %C4>65AB25==K9 B5:AB 

5 $>@<0B8@>20=85 B5:AB0. 
 07;8G=K5 A?>A>1K 2K45;5=8O D@03<5=B>2 B5:AB0. 
�5@5<5I5=85 8 :>?8@>20=85 B5:AB0. �7<5=5=8O H@8DB0 8 
?0@0<5B@>2 0170F0. �>?8@>20=85 D>@<0B0. 

6 "01;8G=K9 @540:B>@ Excel 

�A=>2=K5 >1J5:BK Excel: :=830, ;8AB, OG59:0. �A=>2=K5 
M;5<5=BK M:@0=0 Excel, @568<K 2K1>@0 0:B82=KE OG55: 8 
22>40 8=D>@<0F88. !8AB5<K 04@5A0F88 OG55:. 

7 
�2>4 8 @540:B8@>20=85 
8=D>@<0F88 

�2>4 8=D>@<0F88 2 OG59:8 Excel: G8A5;, B5:AB0 8 40B. 
�A?>;L7>20=85 02B>70?>;=5=8O 4;O A>740=8O @O4>2. 
�G8I5=85 8 C40;5=85 OG55:, AB@>: 8 AB>;1F>2. 

8 
�KG8A;5=8O: D>@<C;K 8 
DC=:F88 

�2>4 D>@<C;, >B=>A8B5;L=K5 8 01A>;NB=K5 04@5A0 OG55:. 
�AB@>5==K5 DC=:F88 (<0B5<0B8G5A:85 8 D8=0=A>2K5). 
�=0;87 «GB> - 5A;8». 

9 
$>@<0B8@>20=85 B01;8F. 

!>740=85 4803@0<< 

�7<5=5=85 2K@02=820=8O, >@85=B0F88 H@8DB0 8 F25B0 
B5:AB0; G8A;>2K5 D>@<0BK; @0<:8 8 70;82:0; CA;>2=>5 
D>@<0B8@>20=85. !>740=85, 8 D>@<0B8@>20=85 4803@0<<.  

10 
�@0D8G5A:89 @540:B>@ 
PhotoShop 

�A=>2=K5 M;5<5=BK 8=B5@D59A0. "8?K 3@0D8G5A:8E 
D09;>2. &25B>2K5 AE5<K. �0AB@>9:0 87>1@065=8O. 
$8;LB@K. �A?>;L7>20=85 A;>52.  

11 
�A=>2=K5 8=AB@C<5=BK 
@01>BK A 87>1@065=8O<8 

�0=5;L 8=AB@C<5=B>2 8 �0=5;L >?F89. �=AB@C<5=BK 
2K45;5=8O, @8A>20=8O 8 70:@0H820=8O, 2>AAB0=>2;5=8O, 
@540:B8@>20=8O&  

12 
�@85<K :>@@5:F88 
87>1@065=8O 

&25B>:>@@5:F8O D>B>3@0D88. �0<5=0 D>=0 D>B>3@0D88. 

�A:CAAB25==>5 AB0@5=85. -DD5:B :0@0=40H=>3> @8AC=:0. 

 

7. ФBA8 BJ9ABKAOI ED98EF6 8?O CDB6989A<O CDB@9:GFBKAB= 4FF9EF4J<< B5GK4NM<IEO 
CB 8<EJ<C?<A9 (@B8G?N) 

 

�@54CA<>B@5=K A;54CNI85 284K :>=B@>;O :0G5AB20 >A2>5=8O :>=:@5B=>9 
48AF8?;8=K: 
- B5:CI89 :>=B@>;L CA?5205<>AB8 

- ?@><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?O CDB6989A<O F9>GM9= 4FF9EF4J<< CB 
8<EJ<C?<A9 (@B8G?N) 
№ 
C/C 

�BAFDB?<DG9@O9 D4;89?O 
(F9@O) 

 !4<@9AB64A<9 BJ9ABKAB7B ED98EF64 

1. "5:AB>2K9 ?@>F5AA>@ �>?@>AK : A5<8=0@C, @5D5@0B 



 

 

WORD. !B8;8 8 H01;>=K.  

2. �5@AB:0 4>:C<5=B0  �>?@>AK : A5<8=0@C, B5AB8@>20=85 

 

3. !?8A:8 8 B01;8FK. 
�>?@>AK : A5<8=0@C, B5AB8@>20=85 

 

4. 
�AB02:0 3@0D8G5A:8E 
>1J5:B>2 

�>?@>AK : A5<8=0@C B5AB8@>20=85 

 

5. $>@<0B8@>20=85 B5:AB0. �>?@>AK : A5<8=0@C B5AB8@>20=85 

 

6. "01;8G=K9 @540:B>@ Excel 
�>?@>AK : A5<8=0@C, @5D5@0B 
 

7. 
�2>4 8 @540:B8@>20=85 
8=D>@<0F88 

�>?@>AK : A5<8=0@C B5AB8@>20=85 

 

8. 
�KG8A;5=8O: D>@<C;K 8 
DC=:F88 

�>?@>AK : A5<8=0@C B5AB8@>20=85 

 

9. 
$>@<0B8@>20=85 B01;8F. 

!>740=85 4803@0<< 

�>?@>AK : A5<8=0@C B5AB8@>20=85 

 

10. 
�@0D8G5A:89 @540:B>@ 
PhotoShop 

�>?@>AK : A5<8=0@C, @5D5@0B 
 

11. 
�A=>2=K5 8=AB@C<5=BK 
@01>BK A 87>1@065=8O<8 

�>?@>AK : A5<8=0@C B5AB8@>20=85 

 

12. 
�@85<K :>@@5:F88 
87>1@065=8O 

�>?@>AK : A5<8=0@C B5AB8@>20=85 

. 

 

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 > E9@<A4D4@ 

1. �040=85 ?0@0<5B@>2 0170F0. 
2. #AB0=>2:0 ?0@0<5B@>2 AB@0=8FK. 
3. �K1>@ H@8DB0. 
4. !?>A>1K 2K45;5=8O 0170F0. 
5. �K45;5=85 1>;LH>3> D@03<5=B0 B5:AB0. 
6. !?>A>1K :>?8@>20=8O D@03<5=B0 B5:AB0. 
7. !?>A>1K ?5@5<5I5=8O D@03<5=B0 B5:AB0 

8.  0AAB0=>2:0 =><5@>2 AB@0=8F. 
9. �A?>;L7>20=85 :>;>=B8BC;>2. 
10. �@>25@:0 >@D>3@0D88. 
11.  01>B0 A 3@0D8G5A:>9 8=D>@<0F859.  
12. �A?>;L7>20=85 DC=:F89.  
13. !B@C:BC@0 @01>G59 :=838. 
14. �0@80=BK 02B>70?>;=5=8O OG55:. 
15. �@028;0 70?8A8 D>@<C;. 

16. �1A>;NB=0O 8 >B=>A8B5;L=0O 04@5A0F8O. 
17. !>@B8@>2:0 8=D>@<0F88.  
18.  0AB@>20O 3@0D8:0. 
19. &25B>2K5 <>45;8. �0:>=K �@0AA<0=0. 
20. �5:B>@=K5 8 D@0:B0;L=K5 87>1@065=8O  

21. &25B>:>@@5:F8O D>B>3@0D88. 

 



 

 

&<CB6O9 D9H9D4FO 

1. !>740=85 >3;02;5=8O 2 1>;LH>< 4>:C<5=B5. 
2. �8709= 8 ?@028;0 8A?>;L7>20=8O H@8DB>2. 
3. �>;CG5=85 A?8A:0 ;8B5@0BC@K. 
4. �A>15==>AB8 ?>43>B>2:8 4>:C<5=B0 : ?5G0B8. 
5. !>740=85 B8BC;L=>9 AB@0=8FK 4>:C<5=B0. 
6. �A?>;L7>20=85 107>2KE D83C@ 8 8E =0AB@>9:0. 
7. �0:@5?;5=85 AB@>: 8 AB>;1F>2 ?@8 ?@>A<>B@5 @01>G53> ;8AB0. 
8. �8709= 8 ?>AB@>5=85 38AB>3@0<<. 
9. !?>A>1K 1>@L1K A MDD5:B>< «:@0A=KE 3;07» =0 D>B>3@0D88 

10. �0: C1@0BL «45D5:BK :>68» =0 D>B>3@0D88 

11.  01>B0 A D>=>< 87>1@065=8O 

 

�BCDBEO A4 CD4>F<K9E><I ;4ASF<SI: 
1. !>7409B5 B01;8FC 20H59 CA?5205<>AB8. � 703>;>2>: B01;8FK 2AB02LB5 ?OBL ?@54<5B>2.  

�0?@8<5@: 

%9@9EFD �AHBD@4F<>4  4F9@4F<>4 �EFBD<S �A. S;O> 

1 4 3 4 5 

2 5 5 4 4 

�>4>20O 5 4 4 4 

2. !>7409B5 @8A>20==K5 >1J5:BK 3 B@8 ?@8<8B820, 4;O ?5@2>3> 70409B5 >:@0A:C, 4;O 
2B>@>3> 3 B5=L, 4;O B@5BL53> 3 >1J5<. 

 

 

3. �K?>;=8B5 20@80=BK 2AB02:8 @8A>20==>3> >1J5:B0 2 B5:AB.  

4. �K?>;=8B5 20@80=BK 87<5=5=8O @07<5@>2 8 >@85=B0F88 3@0D8G5A:>3> >1J5:B0. 
5. �A?>;L7CO 2:;04:C Ш@8DB 70?8A0BL D>@<C;C: 

42223242 SONaOHCOCONaSOH  . 

6. �A?>;L7CO :><0=4C Ф>@<C;4 ;5=BK ВAB46:4, 70?8A0BL D>@<C;C: 

ø ù )(max
24

//

],[

2

01A xfh
ab

h
ba




 
 

7. 'B>1K ?>;CG8BL 4>?CA: : M:70<5=C, ABC45=BK 3@C??K 4>;6=K CA?5H=> A40BL 70G5BK. 
�0?>;=8BL AB>;15F ДBCGE> ?> @57C;LB0B0< 70G5B>2 

№ Ф4@<?<O �4F9@4F<>4 ДBCGE>  
1 �20=>2 �.�. 70GB5=> 4>?CI5= 

2 �5B@>2 �.�. =5 70GB5=> & 

& & & & 

10 �3>@>2 �.�. 70GB5=> & 

8. �>AB@>8BL :@C3>2CN 4803@0<<C ?> 40==K< �4E9?9A<9 EFD4A > 2030 7B8G 
 

№ !FD4A4 �4E9?9A<9 
1 �=48O 1449079000 

2 �8B09 1420296000 



 

 

3 �=4>=578O 270844000 

4 �0:8AB0= 246322000 

5 �835@8O 204265000 

9. �5>1E>48<> 70?>;=8BL 254><>ABL ?>ABC?;5=8O 2 8=AB8BCB, A CG5B>< A;54CNI8E 

CA;>289. �18BC@85=B 70G8A;5= 2 8=AB8BCB, 5A;8 AC<<0 10;;>2 1>;LH5 8 10;;>2 8 
>F5=:0 ?> <0B5<0B8:5 4 8;8 5, 2 ?@>B82=>< A;CG05 3 =5B.  

№ Ф�� �4F9@4F<>4 
 GEE><= 
O;O> 

!G@@4 
�4K<E?9A<9 
(84/A9F) 

1 �20=>2 �.�. 3 5 8 =5B 
2 �5B@>2 �.�. 5 4 & & 

& & & & & & 

10 �3>@>2 �.�. 3 5 & & 

 

�AHBD@4J<BAAO= CDB9>F (?@575=B0F8O) 

1. $>@<0B8@>20=85 B5:AB0 
2. �A?>;L7>20=85 B01;8F ?@8 @01>B5 A 4>:C<5=B0<8. 
3. !>740=85 1>;LH>3> 4>:C<5=B0 (A?8A>: ;8B5@0BC@K). 
4. !>740=85 1>;LH>3> 4>:C<5=B0 (=C<5@0F8O B01;8F) 
5. !>740=85 1>;LH>3> 4>:C<5=B0 (=C<5@0F8O @8AC=:>2) 
6. !>740=85 A5@89=>3> 4>:C<5=B0. 
7. !2>4=K5 B01;8FK. 

8. !45;0BL G5@=>-15;CN  D>B>3@0D8N F25B=>9 

9. $>B><>=B06 

10. !>740=85 :0@8:0BC@K 

 

&<CB6O9 F9EFO 

1. 'CBDS8BK<64A<9 ;A4K9A<= 8<4C4;BA4 SK99> 6 BCD989?9AAB= CBE?98B64F9?PABEF< 
A4;O64RF 

a. $>@<0B8@>20=85; 
b. $8;LB@0F8O; 

c. �@C??8@>2:0; 
d. !>@B8@>2:0. 

2. �?S K97B <ECB?P;G9FES HGA>J<S %'  �%��? 
a. �;O ?>;CG5=8O AC<<K <>4C;59 40==KE  C:070==>3> 480?07>=0 OG55:; 
b. �;O ?>;CG5=8O AC<<K 40==KE  C:070==>3> 480?07>=0 OG55:; 
c. �;O ?>;CG5=8O AC<<K =5=C;52KE A@548  C:070==KE G8A5;; 
d. �;O ?>;CG5=8O AC<<K C:070==KE 40==KE, C4>2;5B2>@ONI8E 7040==><C CA;>28N. 

3. �4AAO9 <; >4>B7B >B?<K9EF64 SK99> GED98ASRFES CB HBD@G?9 =%$�!АЧ(A1;C3). 
a. 9; 

b. 2; 

c. 3; 

d. 6. 

4. �4>GR EFDB>G 5G89F ;4A<@4FP ;4C<EP « BE>64» CBE?9 CDB6989A<S EBDF<DB6>< CB 
6B;D4EF4A<R CB EFB?5JG В<8 CDB8G>J<< 

 

�>@>8 �и8 ?@>8C>ции
М>A>64 &6>@>7
%П5 М>?>>>
%4@4B>6 �>7C@B
%4@4B>6 �9Dи@



 

 

a. �5@2CN; 

b. �B>@CN;  

c. "@5BLN; 

d. '5B25@BCN. 

5.  (<?PFD <ECB?P;G9FES 8?S  
a. 2K2>40 >H81>: 2 :=835 
b. >B>1@065=8O AB@>:, A>45@60I8E 7=0G5=85 2K1@0==>3> ?>;O, C4>2;5B2>@ONI8E 

7040==><C CA;>28N 

c. C40;5=8O OG55: ;8AB0 A 40==K<8, C4>2;5B2>@ONI8E 7040==><C CA;>28N 

d. ?>8A:0 OG55: ;8AB0 A  7040==K< D>@<0B8@>20=85< 

6. '>4:<F9 69DAO= ECBEB5 >BC<DB64A<S K4EF< F9>EF4. 
a. �K45;8BL D@03<5=B B5:AB0 - :><0=40 �>?8@>20BL - �>AB028BL :C@A>@, :><0=40 

�AB028BL 

b. �K45;8BL D@03<5=B >1@075F - :><0=40 $>@<0B ?> >1@07FC - �K45;8BL D@03<5=B, : 
:>B>@><C =04> ?@8<5=8BL D>@<0B8@>20=85 

c. �K45;8BL D@03<5=B B5:AB0 - :><0=40 �K@570BL - �>AB028BL :C@A>@, :><0=40 
�AB028BL 

7. '>4:<F9 69DAO= ECBEB5 C9D9@9M9A<S F9>EF4. 
a. �K45;8BL D@03<5=B B5:AB0 - :><0=40 �>?8@>20BL - ?5@5=5AB8 :C@A>@ - :><0=40 

�AB028BL 

b. �K45;8BL D@03<5=B B5:AB0 - :><0=40 �K@570BL - ?5@5=5AB8 :C@A>@ - :><0=40 
�AB028BL 

c. �K45;8BL D@03<5=B B5:AB0 - :><0=40 �K@570BL - :><0=40 �AB028BL 

d. �K45;8BL D@03<5=B B5:AB0 - :><0=40 �>?8@>20BL - :><0=40 �AB028BL 

8. �?S 8B546?9A<S CGEFB= EFDB>< <ECB?P;G9FES >?46<L4... 
a. Enter 

b. Esc 

c. Tab 

d. Space 

9. �ECB?P;GS >4>B9 EBK9F4A<9 >?46<L @B:AB 6O89?<FP 6E9 84AAO9 6 8B>G@9AF9? 
a. Ctrl + Z 

b. Ctrl + A 

c. Ctrl + C 

d. Ctrl + V 

10.   B:AB ?< 6EF46<FP HBD@G?G 8?S CB8EK9F4 EG@@O CB EFB?5JG? 
a. �0 
b. �5B 

11.  B:AB ?< @9ASFP A4CD46?9A<9 F9>EF4 6 SK9=>4I F45?<JO? 
a. �0 
b. �5B 

12.  B:AB ?< G84?<FP F45?<JG E CB@BMPR >?46<L< Delete? 
a. 1) �0 
b. 2) �5B 

13.  B:AB ?< @O B569EF< K4EFP F9>EF4 D4@>B=, KFB 5O 6O89?<FP 9ё?  
a. �0, 4;O MB>3> =C6=> 2>A?>;L7>20BLAO 3@0=8F0<8 8 70;82:>9. 
b. �0 8 4;O MB>3> =C6=> 2>A?>;L7>20BLAO ?0@0<5B@0<8 AB@0=8FK 

c. -B> <>6=> A45;0BL A ?><>ILN ?C=:B0 �>;O 2 �0@0<5B@0E AB@0=8FK.  
d. �5B, <>6=> A45;0BL @0<:C B>;L:> 4;O F5;>9 AB@0=8FK  

14. '>4:<F9 CBDS8B> EBID4A9A<S BFD984>F<DB64AAB7B 8B>G@9AF4 CB8 8DG7<@ <@9A9@. 
a. �060BL $09;  



 

 

b. �060BL A>E@0=8BL 

c. �K1@0BL <5AB> 8 8<O D09;0 
d. !>E@0=8BL �0:  

15. �?G5<A4 J69F4 QFB& 

a. �>;8G5AB2> F25B>2 

b. �>;8G5AB2> >BB5=:>2 

c. �1J5< ?0<OB8 4;O ?@54AB02;5=8O F25B0 

d. �>;8G5AB2> F25B>2KE :0=0;>2 

16. (BD@4F  JPEG B59EC9K<649F E:4F<9 <;B5D4:9A<S& 

a. �57 ?>B5@L 

b. ! ?>B5@O<8 

c. �028A8B >B 8A?>;L7C5<>3> 0;3>@8B<0 

 

�?RK< > F9EFB6O@ ;484A<S@: 
 

13 d; 2 3 d; 3 3 a; 4 3 d; 5 3 b; 6 3 a; 7 3 b; 8 3 0;  
9 3 b; 103 0; 113 0; 12 3 b; 133 a; 143 d;153 c;163 b 

 

&<CB6O9 ;484A<S > ?45BD4FBDAO@ D45BF4@ 

1. !>740BL D09;, A>45@60I89 8=D>@<0F8N > 2K1@0==>9 20<8 A?5F80;L=>AB8. �0@0<5B@K 
4>:C<5=B0 27OBL ?> =><5@C A2>53> 20@80=B0 87 B01;.1. "5:AB >BD>@<0B8@>20BL �> 
H8@8=9. �1J5< 4>:C<5=B0 ~ 0,5 ;8AB0 D>@<0B0 �4. 

№  
20@. 

�52. 3@. 
[<<] 

�@. 3@. 
[<<] 

�5@E. 3@. 
[<<] 

�86=. 3@. 
[<<] 

�BABC? 

[<<] 
�=B5@20; 

AB@>: 

 07<5@ 

H@8DB 
"8? 

H@8DB0 
1 20 15 15 29 10 1.5 10 Times 

2 20 10 18 18 12 1.3 12 Arial 

3 25 25 20 15 12,5 1.2 14 Courier 

4 25 20 15 29 13 1.1 14 Verdana 
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