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3@C??0E 

4.7 &5<0 4.7. &5:AB>2K9 @540:B>@ MS Word. 
$540:B8@>20=85 8 D>@<0B8@>20=85 B5:AB0. 
%>740=85 A=>A>: 8 AAK;>:. $01>B0 A >1J5:B0<8 2 
Word 

/#@/ 

2 2   

-1 -2 -5 
$01>B0 2 <0;KE 
3@C??0E 

4.8 &5<0 4.8. &5:AB>2K9 @540:B>@ MS Word. 
%>740=85 B01;8F. �KG8A;5=85 2 B01;8F0E. 
%>740=85 4803@0<< 2 Word. /#@/ 

2 2   

-1 -2 -5 
$01>B0 2 <0;KE 
3@C??0E 

4.9 &5<0 4.9. &5:AB>2K9 @540:B>@ MS Word. 
%>740=85 <0B5<0B8G5A:8E 2K@065=89 2 Word. 
/#@/ 

2 2   

-1 -2 -5 
$01>B0 2 <0;KE 
3@C??0E 

4.10 &5<0 4.10. &5:AB>2K9 @540:B>@ MS Word. 
 =>3>C@>2=52K5 A?8A:8. /#@/ 

2 2   

-1 -2 -5 
$01>B0 2 <0;KE 
3@C??0E 

4.11 &5<0 4.11. &5:AB>2K9 @540:B>@ MS Word. 
-;5:B@>==K5 D>@<K. /#@/ 

2 2   

-1 -2 -5 
$01>B0 2 <0;KE 
3@C??0E 

4.12 &5<0 4.12. &01;8G=K9 ?@>F5AA>@ MS Excel. 
�=0:><AB2> A Excel. %>740=85 B01;8F. /#@/ 

2 2   

-1 -2 -5 
$01>B0 2 <0;KE 
3@C??0E 

4.13 &5<0 4.13. &01;8G=K9 ?@>F5AA>@ MS Excel. 

$01>B0 A <0B5<0B8G5A:8<8 DC=:F8O<8. 
�803@0<<K 2 Excel. 
/#@/ 

2 2   

-1 -2 -5 
$01>B0 2 <0;KE 
3@C??0E 

4.14 &5<0 4.14. &01;8G=K9 ?@>F5AA>@ MS Excel. 
$5H5=85 ?@8:;04=KE 8 <0B5<0B8G5A:8E 7040G A 
?><>ILN Excel. 
/#@/ 

2 2   

-1 -2 -5 
$01>B0 2 <0;KE 
3@C??0E 

4.15 &5<0 4.15. &01;8G=K9 ?@>F5AA>@ MS Excel. 
$01>B0 A @01>G8<8 ;8AB0<8. /#@/ 

2 2   

-1 -2 -5 
$01>B0 2 <0;KE 
3@C??0E 

4.16 &5<0 4.16. &01;8G=K9 ?@>F5AA>@ MS Excel 
�K?>;=5=85 2KG8A;5=89 =04 <0AA820<8. 
$5H5=85 A8AB5< ;8=59=KE C@02=5=89. $5H5=85 
C@02=5=89. /#@/ 

2 2   

-1 -2 -5 
$01>B0 2 <0;KE 
3@C??0E 

4.17 &5<0 4.17. &01;8G=K9 ?@>F5AA>@ MS Excel. 
$01>B0 A 1070<8 40==KE (��). %2>4=K5 B01;8FK. 
/#@/ 

2 2   

-1 -2 -5 
$01>B0 2 <0;KE 
3@C??0E 

4.18 &5<0 4.18. �070 40==KE MS Access. %>740=85 ��. 
%>740=85 B01;8F. �A?>;L7>20=85 A8AB5<K 
C?@02;5=8O 1070<8 40==KE 4;O 2K?>;=5=8O 
CG51=KE 7040=89 87 @07;8G=KE ?@54<5B=KE 
>1;0AB59. /#@/ 

2 2   

-1 -2 -5 
$01>B0 2 <0;KE 
3@C??0E 

4.19 &5<0 4.19. �070 40==KE MS Access. %>@B8@>2:0, 
?>8A: 8 D8;LB@0F8O 40==KE. /#@/ 

2 2   

-1 -2 -5 
$01>B0 2 <0;KE 
3@C??0E 

4.20 &5<0 4.20. �070 40==KE MS Access. %>740=85 
>4=>B01;8G=KE 70?@>A>2 =0 2K1>@:C 40==KE. 
/#@/ 

2 2   

-1 -2 -5 
$01>B0 2 <0;KE 
3@C??0E 

4.21 &5<0 4.21. �070 40==KE MS Access. 
(>@<8@>20=85 70?@>A>2. /#@/ 

2 2    

4.22 &5<0 4.22. �070 40==KE MS Access. %>740=85 
<=>3>B01;8G=KE 70?@>A>2. /#@/ 

2 2    

4.23 &5<0 4.23. �070 40==KE MS Access. %>740=85 8 
@540:B8@>20=85 <=>3>B01;8G=KE D>@<. /#@/ 

2 2    

4.24 &5<0 4.24. Microsoft Office Visio. %>740=85 
>@30=870F8>==KE  AE5<  8 4803@0<<. /#@/ 

2 2    

4.25 &5<0 4.25. Microsoft Office Visio. #>AB@>5=85 
3@0D8:>2 8 4803@0<< . /#@/ 

2 2    

4.26 &5<0 4.26. Microsoft Office Visio #>AB@>5=85 
3@0D8:>2 8 4803@0<< . /#@/ 

2 2    

 $0745; 5. &5;5:><<C=8:0F8>==K5 B5E=>;>388      
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5.1 &5<0 5.1. #@54AB02;5=8O > B5E=8G5A:8E 8 
@>3@0<<=KE A@54AB20E B5;5:><<C=8:0F8 >==KE 
B5E=>;>389. �=B5@=5B-B5E=>;>388, A?>A>1K 8 
A:>@>AB=K5 E0@0:B5@8AB8:8 ?>4:;NG5=8O, 
?@>20945@. #>8A: 8=D>@<0F88 A 8A?>;L7>20=85< 
:><?LNB5@0. #@>3@0<<=K5 ?>8A:>2K5 A5@28AK. 
�A?>;L7>20=85 :;NG52KE A;>2, D@07 4;O ?>8A:0 
8=D>@<0F88. �><18=0F88 CA;>28O ?>8A:0. 
#5@540G0 8=D>@<0F88 <564C :><?LNB5@0<8. 
#@>2>4=0O 8 15A?@>2>4=0O A2O7L. /�5:/ 

2 2   

-1 -2 -5 
$01>B0 2 <0;KE 
3@C??0E 

5.2 &5<0 5.2. �=B5@=5B-B5E=>;>388. �=B5@=5B- 
B5E=>;>388, A?>A>1K 8 A:>@>AB=K5 
E0@0:B5@8AB8:8 ?>4:;NG5=8O, ?@>20945@. /#@/ 

2 2   

-1 -2 -5 
$01>B0 2 <0;KE 
3@C??0E 

5.3 &5<0 5.3. �=B5@=5B-B5E=>;>388. "1J548=5=85 
:><?LNB5@>2 2 ;>:0;L=CN A5BL. "@30=870F8O 
@01>BK ?>;L7>20B5;59 2 ;>:0;L=KE 
:><?LNB5@=KE A5BOE. /#@/ 

2 2   

-1 -2 -5 
$01>B0 2 <0;KE 
3@C??0E 

5.4 &5<0 5.4. �=B5@=5B-B5E=>;>388. �;>10;L=0O 
:><?LNB5@=0O A5BL Internet. �4@5A0F8O 2 
�=B5@=5B5. #@>B>:>; ?5@540G8 40==KE TCP/IP/ 
/#@/ 

2 2   

-1 -2 -5 
$01>B0 2 <0;KE 
3@C??0E 

5.5 &5<0 5.5. �=B5@=5B-B5E=>;>388. �@0C75@. 
#@8<5@K @01>BK A 8=B5@=5B-<03078=><, 
8=B5@=5B-% �, 8=B5@=5B-181;8>B5:>9. /#@/ 

2 2   

-1 -2 -5 
$01>B0 2 <0;KE 
3@C??0E 

5.6 &5<0 5.6. �=B5@=5B-B5E=>;>388. %>740=85 OI8:0 
M;5:B@>==>9 ?>GBK 8 =0AB@>9:0 53> ?0@0<5B@>2. 
(>@<8@>20=85 04@5A=>9 :=838. /#@/ 

2 2   

-1 -2 -5 
�:B82=>5 
A;CH0=85 
�5:F8O- 

287C0;870F8O 
5.7 &5<0 5.6. �=B5@=5B-B5E=>;>388. %>740=85 OI8:0 

M;5:B@>==>9 ?>GBK 8 =0AB@>9:0 53> ?0@0<5B@>2. 
(>@<8@>20=85 04@5A=>9 :=838. /#@/ 

2 2   

-1 -2 -5 
$01>B0 2 <0;KE 
3@C??0E 

5.8 &5<0 5.7. #>8A: 8=D>@<0F88 A 8A?>;L7>20=85< 
:><?LNB5@0 
"ACI5AB2;5=85 ?>8A:0 8=D>@<0F88 8;8 
8=D>@<0F8>==>3> >1J5:B0 2 B5:AB5, D09;>2KE 
AB@C:BC@0E, 1070E 40==KE, A5B8 �=B5@=5B. 
/#@/ 

2 2   

-1 -2 -5 
$01>B0 2 <0;KE 
3@C??0E 

5.9 &5<0 5.8 �>7<>6=>AB8 A5B52>3> ?@>3@0<<=>3> 
>15A?5G5=8O 4;O >@30=870F88 :>;;5:B82=>9 
45OB5;L=>AB8 2 3;>10;L=KE 8 ;>:0;L=KE 
:><?LNB5@=KE A5BOE: M;5:B@>==0O ?>GB0, G0B, 
2845>:>=D5@5=F8O, 8=B5@=5B-B5;5D>=8O. 
%>F80;L=K5 A5B8. -B8G5A:85 =>@<K 
:><<C=8:0F89 2 �=B5@=5B5. �=B5@=5B-6C@=0;K 
8 % �. #@8<5@K A5B52KE 8=D>@<0F8>==KE 
A8AB5< 4;O @07;8G=KE =0?@02;5=89 
?@>D5AA8>=0;L=>9 45OB5;L=>AB8 (A8AB5<K 
M;5:B@>==KE 18;5B>2, 10=:>2A:8E @0AG5B>2, 
@538AB@0F88 02B>B@0=A?>@B0, M;5:B@>==>3> 
3>;>A>20=8O, A8AB5<K <548F8=A:>3> 
AB@0E>20=8O, 48AB0=F8>==>3> >1CG5=8O 8 
B5AB8@>20=8O, A5B52KE :>=D5@5=F89 8 D>@C<>2 8 
?@.). /�5:/ 

2 2   

-1 -2 -5 
$01>B0 2 <0;KE 
3@C??0E 

5.10 &5<0 5.9. &5;5:><<C=8:0F8>==K5 B5E=>;>388. 
�>7<>6=>AB8 A5B52>3> ?@>3@0<<=>3> 
>15A?5G5=8O 4;O >@30=870F88 :>;;5:¬B82=>9 
45OB5;L=>AB8 2 3;>10;L=KE 8 ;>:0;L=KE 
:><?LNB5@=KE A5BOE: M;5:B@>==0O ?>GB0, G0B, 
>@30=870F8O D>@C<>2. 
/#@/ 

2 2   

-1 -2 -5 
$01>B0 2 <0;KE 
3@C??0E 

5.11 &5<0 5.10. %09BK. %@54AB20 A>740=8O 8 
A>?@>2>645=8O A09B0. /#@/ 

2 2   

-1 -2 -5 
$01>B0 2 <0;KE 
3@C??0E   
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5.12 &5<0 5.11. %09BK. 
%>740=85 A>1AB25==>3> A09B0. "@30=870F8O 
>1@0B=>9 A2O78. 
/#@/ 

2 2    

5.13 �>=AC;LB0F8O /�>=A/ 1 2   

-1 -2 -5 
 

5.14 �>=AC;LB0F8O /�>=A/ 1 2   

-1 -2 -5 
 

5.15 �>=AC;LB0F8O /�>=A/ 2 2   

-1 -2 -5 
 

            

5. "*�!"+!/�  �&�$���/ ��/ #$"����!�/ #$" ��'&"+!"� �&&�%&�*�� 

$07<5I5= 2 ?@8;>65=88 

            

6. '+��!"- �&"��+�%�"� � �!("$ �*�"!!"� "��%#�+�!�� ��%*�#��!/ ( ��, # ) 
6.1. $5:><5=4C5<0O ;8B5@0BC@0 

6.2. #5@5G5=L @5AC@A>2 8=D>@<0F8>==>-B5;5:><<C=8:0F8>==>9 A5B8 "�=B5@=5B", =5>1E>48<KE 4;O >A2>5=8O 
48AF8?;8=K ( ��, # ) 

-1 �OE>28G, �.(. "A=>2K 8=D>@<0B8:8 [-;5:B@>==K9 @5AC@A]: CG51=8: / �.(. �OE>28G, 
�.�.  >;>4F>2, !.�. $K68:>20. 4  >A:20 : �=>$CA, 2020. 4 348 A 

www.BOOK.ru 

-2 '3@8=>28G, !.�. �=D>@<0B8:0. (%#") [-;5:B@>==K9 @5AC@A]: CG51=8: / !.�. 
'3@8=>28G. 4  >A:20: �=>$CA, 2020. 4 378 A. 4 ISBN 978-5-406-07314-8. 

www.BOOK.ru 

-3 '3@8=>28G, !.�. �=D>@<0B8:0. #@0:B8:C<. (%#") [-;5:B@>==K9 @5AC@A]: CG51=>5 
?>A>185 / !.�. '3@8=>28G. 4  >A:20: �=>$CA, 2020. 4 264 A. 4 ISBN 978-5-406- 

07320-9 

www.BOOK.ru 

-4 (8;8<>=>20, �.�. �=D>@<0B8:0 8 8=D>@<0F8>==K5 B5E=>;>388 2 
?@>D5AA8>=0;L=>9 45OB5;L=>AB8 [-;5:B@>==K9 @5AC@A]  : CG51=8: / (8;8<>=>20 
�.�. 4  >A:20 : .AB8F8O, 2019. 4 213 A. 4 ISBN 978-5-4365-2703-1. 

www.BOOK.ru 

-5 �02@8;>2,  . �. �=D>@<0B8:0 8 8=D>@<0F8>==K5 B5E=>;>388 [-;5:B@>==K9 @5AC@A] 
: CG51=8: 4;O %#" /  . �. �02@8;>2, �. �. �;8<>2. 4 4-5 874., ?5@5@01. 8 4>?. 4 

 >A:20 : .@09B, 2019. 4 383 A. 4 (#@>D5AA8>=0;L=>5 >1@07>20=85). 4 ISBN 

www.biblio-online.ru 

6.3. #5@5G5=L 8=D>@<0F8>==KE B5E=>;>389, 8A?>;L7C5<KE ?@8 >ACI5AB2;5=88 >1@07>20B5;L=>3> ?@>F5AA0 ?> 
48AF8?;8=5 ( ��, # ), 2:;NG0O ?5@5G5=L ?@>3@0<<=>3> >15A?5G5=8O 8 8=D>@<0F8>==KE A?@02>G=KE A8AB5< 

(?@8 =5>1E>48<>AB8) 
6.3.1 #5@5G5=L ?@>3@0<<=>3> >15A?5G5=8O 

 Microsoft Office Professional 2007 

 AutoCAD Design Suite Ultimate 

 CorelDRAW Graphics Suite X6 

 Photoshop CS6 

 Foxit Reader 

 %?@02>G=>-?@02>20O A8AB5<0 «�0@0=B» 

 �$�!� %<5B0 (25@.6.0) 

 Free Conference Call (A2>1>4=0O ;8F5=78O) 

 Zoom (A2>1>4=0O ;8F5=78O) 

 Kaspersky Endpoint Security 8 

 SunRav TestOfficePro 

6.3.2 #5@5G5=L 8=D>@<0F8>==KE A?@02>G=KE A8AB5< 

            
7. "#�%�!��  �&�$���0!"-&�)!�+�%�"� ���/, !�"�)"�� "� ��/ "%'-�%&���!�/ 

"�$��"��&��0!"�" #$"*�%%� #" ��%*�#��!� ( ��, # ) 
�C48B>@8O !07=0G5=85 "A=0I5=85 
(#@8<��& 
%#") 
�C48B>@8O 
№305 4;O 
A0<>AB>OB5;L 
=>9 @01>BK 
>1CG0NI8EA 

�><?LNB5@K Intel(R) Core(TM)2 Duo CPU E4600 
@ 2.40GHz/2GB/160GB/DVD-ROM/<>=8B>@K LG 
L 1954 TQ; 

�><?LNB5@K  Intel(R) Core(TM)2 Duo CPU E7200 
@ 2.53GHz/1GB/250GB/DVD-RW/<>=8B>@K Acer 
V193; 

#@8=B5@ LBP 800; 

#@>3@0<<=>5 >15A?5G5=85: 
Microsoft Windows XP (%2545=8O >1 Open License 44290841) 
Microsoft Office Professional Plus 2007 (%2545=8O >1 Open License 

66234276); 

Kaspersky Endpoint Security 8 (№ ;8F5=788 
1356-160615-113525-730- 94); 

AutoCAD Design Suite Ultimate (%5@89=K9 №558-41405112); 
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�C48B>@8O !07=0G5=85 "A=0I5=85 
O A 2KE>4>< 2 
A5BL 
�=B5@=5B 

 C;LB8<5480 ?@>5:B>@ Epson EB-31; 

#@>5:F8>==K9 M:@0=. 
Foxit Reader (�5A?;0B=> @0A?@>AB@0=O5<>5 #"); 
CorelDraw Graphics Suite X6 License ML (11-25) (Software Number 

LCCDGSX6MLB); 

Adobe Photoshop CS6 13.0 MLP AOO License RU (65158379) 

(Certificate Number 10354741 >B 3.08.20123.); 
%8AB5<0 B5AB8@>20=8O SunRAW Test Offece Pro. 

Maple Professional 8.05 ©Crystal Office System 20143. 
%>?@>B82;5=85 <0B5@80;>2; 
�8@BC0;L=K5 ;01>@0B>@=K5 @01>BK. �.�. �C7L<8=; 
�01>@0B>@=K5 @01>BK ?> A>?@>B82;5=8N <0B5@80;>2, �.#.  8@>=>2 
���'#%, 20093.; 
%8AB5<0 ��$�!& �-$" 8=D>@<0F8>==>-?@02>2>5 >15A?5G5=85 
20153. """ !## «30@0=B-A5@28A-C=825@A8B5B»; 
1C #@54?@8OB85 8.3 (CG51=0O 25@A8O) ©1% 20153. ($538AB@0F8>==K9 
№801601109) 

 

    

8.  �&"��+�%��� '����!�/ ��/ "�'+�.-�)%/ #" "%�"�!�. ��%*�#��!/ ( ��, # ) 
�5:F8O. #>A5I5=85 8 0:B82=0O @01>B0 ABC45=B0 =0 ;5:F88 ?>72>;O5B AD>@<8@>20BL 107>2K5 B5>@5B8G5A:85 ?>=OB8O ?> 
48AF8?;8=5, >2;045BL >1I59 ;>38:>9 ?>AB@>5=8O 48AF8?;8=K, CA2>8BL 70:>=><5@=>AB8 8 B5=45=F88, :>B>@K5 @0A:@K20NBAO 
2 40==>9 48AF8?;8=5. #@8 MB>< ABC45=BC @5:><5=4C5BAO 1KBL 4>AB0B>G=> 2=8<0B5;L=K< =0 ;5:F88, AB@5<8BLAO : ?>=8<0=8N 
>A=>2=KE ?>;>65=89 ;5:F88, 0 ?@8 >?@545;5==KE B@C4=>ABOE 8 2>?@>A0E, A2>52@5<5==> >1@0I0BLAO : ?@5?>4020B5;N 70 
?>OA=5=8O<8, CB>G=5=8O<8 8;8 ?@8 48A:CAA8>==>AB8 @0AA<0B@8205<KE 2>?@>A>2. $01>B0 =04 <0B5@80;0<8 ;5:F88 2> 
2=50C48B>@=>5 2@5<O ?@54?>;0305B 1>;55 3;C1>:>5 @0AA<>B@5=85 2>?@>A>2 B5<K A CG5B>< B>3>, GB> =0 ;5:F88 =5 2>7<>6=> 
?>;=> >A25B8BL 2A5 2>?@>AK B5<K. �;O 3;C1>:>9 ?@>@01>B:8 B5<K ABC45=B 4>;65=: 
0) 2=8<0B5;L=> ?@>G8B0BL ;5:F8N (2>7<>6=> =5A:>;L:> @07); 
1) @0AA<>B@5BL 2>?@>AK B5<K 8;8 ?@>1;5<K ?> 8<5NI59AO CG51=>9, CG51=>-<5B>48G5A:>9 ;8B5@0BC@5, >7=0:><8BLAO A 
?>4E>40<8 ?> 40==>9 B5<5, :>B>@K5 ACI5AB2CNB 2 A>2@5<5==>9 =0CG=>9 ;8B5@0BC@5. 
�7CG0O B5<C 2 B5>@5B8G5A:>< 0A?5:B5 ABC45=B <>65B ?>;L7>20BLAO :0: ;8B5@0BC@>9 181;8>B5:8, B0: 8 8A?>;L7>20BL 
M;5:B@>==K5 8 �=B5@=5B-@5AC@AK. 
#@>2545=85 CG51=>3> ?@>F5AA0 <>65B 1KBL >@30=87>20=> A 8A?>;L7>20=85< -�"% C=825@A8B5B0 8 2 F8D@>2>9 A@545 (3@C??K 
2 A>F80;L=KE A5BOE, M;5:B@>==0O ?>GB0, 2845>A2O7L 8 4@. ?;0BD>@<K). 
'G51=K5 70=OB8O A ?@8<5=5=85< �"& ?@>E>4OB 2 A>>B25BAB288 A CB25@645==K< @0A?8A0=85<. &5:CI89 :>=B@>;L 8 
?@><56CB>G=0O 0BB5AB0F8O >1CG0NI8EAO ?@>2>48BAO A ?@8<5=5=85< �"&. 
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"*�!"+!/�  �&�$���/ 

?> 48AF8?;8=5 «�=D>@<0B8:0» 
4;O A?5F80;L=>AB8 «08.02.10 %B@>8B5;LAB2> 65;57=KE 4>@>3, ?CBL 8 ?CB52>5 E>7O9AB2> 
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1. "?8A0=85 ?>:070B5;59, :@8B5@852 8 H:0; >F5=820=8O @57C;LB0B>2. 
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