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ITACITIOPT ®OHJIA OHEHOYHbIX CPEJICTB

1. Ha3HaueHne KOHTPOIBLHO-N3MEPHUTEIbHBIX MaTepuanoB (KUM)

KontponbHo-u3meputenbibie Matepuanbl (KMM) mnpenHasHadyeHbl i KOHTPOJIA H
OLICHKH 00pa30BaTeIbHBIX JTOCTHXKEHUN OOYy4arolMXcs MPU OCBOCHHM IMPOrpPaMMbl y4eOHOI
muctuminibl « MTHbOpMamoHHbIE TEXHOIOTHU B TPOGECCHOHATBHON AeSITENEHOCTIY.

KM BkitoyaeT KOHTpOJIbHBIE MaTepuaibl JUIsl MPOBEICHHUS TEKYIIEro KOHTPOJIS U
MIPOMEKYTOUYHOU aTTecTanuu B popme oughghepenyuposannozo 3auéma.

2. Hepeqenb OCHOBHBIX noxkasaresjen OICHKH pe3yjabTaToB, 3JEMCHTOB
NMPaKTUYIECKOro omnbiTa, yMeHHﬁ Hu 3HaHHi7[, nmoaJiekalmmx TEKYHIEMY KOHTPOJIIO H
HpOMe)RyTO‘lHOﬁ aTTeCTallumn

N3yuenne yuebHOl aucuuiuinHbl « THPOpMaLmOHHbIE TEXHOJIOTUU B IPO(ECCHOHATBHOM
NesITeIbHOCTH» HalpaBiieHo Ha popmupoBanue ciaenyromux OK:

OK 1. [loHuMaTh CyIIHOCTh M COLMAJBHYIO 3HAUUMOCTh CBOEW Oyayied npodeccuu,
IIPOSIBIIATH K HEW YCTOWYMBBIN UHTEPEC.

OK 2. OpranuzoBbiBaTb COOCTBEHHYIO J€ATEIbHOCTb, BBIOMpATh THUIIOBBIE METOABI U
CHOCOOBI BHIMTOJIHEHUS TPO(ECCHOHANBHBIX 3a/1a4, OLIEHUBATh UX 3(P(PEKTUBHOCTD U Ka4E€CTBO.

OK 3. [IpyHuMaTh perieHus B CTAaHAAPTHBIX U HECTAHJAPTHBIX CUTYALMUSIX U HECTH 33 HUX
OTBETCTBEHHOCTb.

OK 4. OcymecTBiasaTh IMOMCK U HCHOJIb30BaHME HH(OpMaALMK, HEOOXOIUMOM Ui
3¢ (EeKTUBHOIO BBINOJIHEHHS NMPO(ECCHOHAIBHBIX 3a/1a4, IPOPEeCcCCHOHATBHOIO M JMYHOCTHOIO
pa3BUTHSL.

OK 5. Hcnonb3oBaTh  HMH(GOPMALMOHHO-KOMMYHHUKALIUOHHBIE  TEXHOJOTMU B
pohecCuOHATILHON e TENbHOCTH.

OK 6. Paborath B KOJUIEKTHMBE U KOMaHze, 3()(PEeKTUBHO oOHIaThCsl € KOJUIEraMu,
PYKOBOJICTBOM, TOTPEOUTEISAMHU.

OK 7. Bbpath Ha ce0sl OTBETCTBEHHOCTh 3a pabOTy WIEHOB KOMaHJbl (IIOJYMHEHHBIX),
pE3yJIbTAT BBIOJIHEHNS 3aJaHUI.

OK 8. CamocTosTeNnbHO OMNpeneniaTh 3aAayd Mpo(ecCHOHAIBHOTO M JMYHOCTHOTO
pasBUTHS, 3aHUMaTbcd  caMOOOpa3OBaHMEM, OCO3HAHHO  IIJIAHUPOBATh  IOBBIIIEHHUE
KB (DUKALIHH.

OK 9. OpueHTupoBatbcs B YCIOBHUSX YAaCTOW CMEHBI TEXHOJOTHMH B NpodeccroHalIbHON
JeSITEIbHOCTH.

N3yuyenue yueOHOU JUCLUIIINHBI «MHpopmarnmonHble TEXHOJIOTUU B
npodeccuoHaIbHOM AeATeNbHOCTH» HallpaBlieHO Ha popMupoBanue cienyromux [1K:

1K 1.1. Boibupats cbipbe U MaTepuaibl Ui 3alaHHOTO MPOLecca MPOU3BOJICTBA U3AETHMA
u3 Oymaru v KapToHa.

IIK 1.2. CocraBisATh TEXHOJOIMYECKHE KapTbl Ipolecca MPOM3BOACTBA M3IEINN U3
Oymaru u KapToHa.

IIK 1.3. TlonGupaTh peKUMBI U TEXHOJOTUUECKOE 000PYyIOBaHHE TPOU3BOICTBA M3EITHI
u3 OyMaru ¥ KapToHa 110 331aHHBIM YCIOBUSM.

[IK 1.4. IIpoBoauTh HUCHBITAaHUS 1O ONPENEICHUIO (DU3MKO-XUMHUYECKHX IMOKa3aTesel
CBOMCTB CBIPbsl, MATEPUAIIOB U TOTOBOM MPOIYKIIUH.

[1IK 1.5. IIpoBonuTh aHanu3 NpUYMH Ae)EeKTOB M Opaka BBITYCKAeMON HpPOAYKIUH U
pa3pabaTbIBaTh MEPONPHUATHS 10 UX MPETYTPEKICHUIO.



[IK 2.1. Co3pmaBarh XyJ105KECTBEHHO-KOHCTPYKTOPCKUN IPOEKT Tapbl M YNAaKOBKH AJIs
Pa3IMYHBIX BUJIOB MTPOIYKIIUH.

[IK 2.2. Ilpou3BoauTh KOHCTPYKTHBHBIE pacueTbl NPU INPOECKTUPOBAHUU H3ACIUN U3
OyMaru 1 KapToHa.

[1K 2.3. BbINoNHATh TEXHUYECKHUE, ICTETUUECKUE U PEKIaMHbIE TPeOOBaHUS K U3JIETHIM
u3 Oymaru v KapToHa.

IIK 2.4. Tlonb30BaThCsi HOPMATUBHO-TEXHUYECKOW JOKYMEHTAIMEN TIPU MPOEKTUPOBAHUU
u3JIenuii U3 Oymaru ¥ KapToHa.

I1K 3.1. YyacTBOBaTh B IUIAHMPOBAHUM U aHAJIM3€ OCHOBHBIX IOKa3aTesiel MPOU3BOJCTBA
NPOAYKIUH M OKa3aHUS YCIyr B 00JacTH NMpo(hecCHOHATBHOU JESTEIBHOCTH B CTPYKTYpHOM
[0JIpa3/IeJICHUU OPraHU3aLUH.

[IK 3.2. IlnmanupoBaTh W OPraHU30OBLIBATH BBHIMOJTHCHHE pPa0OT U OKa3aHHWE YCIyT
VCIIOJIHUTEIISIMH.

IIK 3.3. KoHTponupoBaTh XOJ U OIEHWBATH PE3YyJbTAT BBIITOJHEHHS PAa0OT M OKa3aHUS
YCIIYT UCTIOJIHUTEISIMU.

I[IK 3.4. Bectu yTBEpXKIECHHYI YYETHO-OTUETHYIO JOKYMEHTAIMI0 OpraHU3allMH,
CTPYKTYPHOTI'O NIO/Ipa3/ie/IeHNs OPraHu3aluu OTPaCiH.



PesyabTaTsl 00y4yeHus
(ocBOEHHbBIE YyMEHUS,
YCBOEHHbIE 3HAHNS)

Kon
1 HAUMEHOBAHHE JJIeMEHTa
YMeHHU#

Kon
M HAUMEHOBaHHE DJIEMEHTA
3HAHUM

1. ®opMyaupyrOT OCHOBHBIE
METOJIBI U CPENICTBA 00paboT-
K{, XpaHEHUs], TIepeIauu 1
HaKOIICHUS HHPOpPMALIUU

31 OcHOBHEIE METOBI U
cpencTBa o0paboTKH,
XpaHCHUs, TIepelavun U
HaKOIJICHUs HHPOPMALIUU

2. IlepedncisitoT OCHOBHBIE
KOMITOHEHTBI KOMIIBIOTEPHBIX
CeTel, MPUHIUITBI TAKETHON
nepeaaun JaHHBIX,
OpraHU3aINI0 MEXCETEBOIO
B3aUMOJICHCTBHUS

32 OCHOBHBIE KOMIIOHEHTEI
KOMIIBIOTEPHBIX CETEN

33 IIpuHUUNBI TAKETHOU
nepeaavn JaHHbIX

34 Opranu3zaiusi MeKCeTeBO-
0 B3aUMOJEUCTBUS

3. OOBACHAIOT HA3HAYEHHE U
MIPUHIIAITH] KCTIOTH30BAHHMS
CHUCTEMHOTO U TTPUKJIAIHOTO
POrPaMMHOTO 00ECTICUSHUS

35 Cucremuoe I1O0
36 [Ipuknagnoe 110

4. OOBACHSIOT TEXHOJOTHUIO
NOWCKa MHPOPMALIUH B CETH
NuTepuer

37 TexHoaorust mnoucka
uH(popmanuu B aTepHeT

5. [lepeuncrsOT TPUHITUIIBI
3aIUTHl THPOPMAITUH OT
HECaHKI[TMOHHUPOBAHHOTO
JIOCTyna

38 [IpuHIHUIIBI 3aIIATHI
uHpopMaIuu oT
HECaHKIIMOHUPOBAHHOTO
JIOCTYTIa

6. [TepeyncisioT npaBoBbIe
aCHEKTHI UCIIOJIH30BAHUS
UH(OPMAIHOHHBIX
TEXHOJIOTHI U TPOrPaMMHOTO
obecrneyeHus

39 [IpaBoBbIE acIEKThI
HCIIO0JIb30BaHUS
MH(OPMALIMOHHBIX
TEXHOJIOTHI ¥ IPOTPaMMHOTO
obecrieueHus

7. I3mararoT OCHOBHBIE
HIOHSTHSA
ABTOMAaTU3UPOBAHHON
00paboTKK MHPOPMALIUU

310 UudopmarmonHbie
IIPOLIECCHI

311 Mudopmanionssie
IIPOJYKTBI

312 Buasl uHGOpMaIMOHHBIX
CUCTEM

313 Buasl uHpOpMaIMOHHBIX
TEXHOJIOTUI1

8. IlepeuncrnstoT HanpaBlIeHUS
aBTOMATH3alMU JESITeIbHOCTH

314 Hanpasnenus
aBTOMATHU3ALMH JESTEIbHOCTH

9. O0BACHSAIOT Ha3HAUCHHE,
MIPUHIIUITBI OPTaHU3ALUN U
IKCILTyaTaIluu
WH(GOPMAIIMOHHBIX CUCTEM

315 Uudopmarmonusie
CUCTEMBI

10. ITepeuncnsitor OCHOBHBIE
yIPO3bI U METOBI 0Oecreye-
HUSl ”HPOPMAITMOHHOMN
0e301acHOCTH

316 UndopmanronHas
0e301acHOCTb
317 3ammra uHpopmanuu

11. Ucnonb3yroT
UH(POPMALIMOHHBIE PECYPCHI
JUTSI TIOUCKA ¥ XpaHEHHSI
uHpopMauu

VY1 Ilouck nunpopmanuu B
HNHurepHer
V2 Xpanenue nadpopmanuu

37 TexHoJIOTUSA ITONCKA
uHpopmanuu B IHTEpHET

12. O6pabateiBatoT
TEKCTOBYIO M TaOJIMYHYIO
uH(pOpMaLIHIO

V3 Co3maHue TEKCTOBOIO
JOKYMEHTa

V4 UnmoctprupoBanue
JTIOKYMEHTa




V5 Coznanue u opopmiieHHE
TaOJINII

V6 [IpumeHeHne pacueTHbIX
onepanuii u popmyn

13. Ncnonb3yroT JeoByIO
rpaduKy U MyJIbTHMEIHA-
uHpOpPMALIUIO

VY7 [enosas rpaduka

14. Co3/aroT npe3eHTanuu

Y8 Coznianue npe3eHTanuu

15. IlpumensitoT
AHTUBUPYCHBIE CPEIICTBA
3aIIUThHI

Y9 AHTHUBUpYCHBIE CpEACTBA
3alUThl HH(pOpMALUU

38 [IpuHLMIIBI 3aITUTHI
nH(pOpMaIIUK OT
HECaHKIIMOHHUPOBAHHOTO
JOCTYyTIa

316 MndopmanmonHas
0e30macHOCTb

317 3amuTa uadopmarmu

16. Yurarot
(MHTEpIPETUPYIOT)
uHTepderic
CHEeHATH3UPOBAHHOTO
POrpPaMMHOTr0 0OecTeyeHus,
HAXOJAT KOHTEKCTHYIO
MOMOIIb, pabOTaIOT C

V10 ITouck B cripaBOYHBIX
CHCTEMAX
VY11 Pabora ¢ nokymeHTanuen

31 OCHOBHEIE METOMBI U
cpenctBa o0paboTKH,
XpaHeHusl, Iepeaadn u
HAKOTUICHHUS HHPOPpMAIHN

JIOKYMEHTalHen
17. IlpumensitoT VY12 Coop, xpaHeHnue u 310 Mudopmanmonnsie
CIIELUATTU3UPOBAHHOE o0paboTka nHpOopMaITUN MIPOIIECCHI

pOoTrpaMMHOE 00ecTICueHHE
I1st coopa, XpaHEeHUs U
00paboTku nHopmauu

18. ITonb3ytorcs
aBTOMATHU3UPOBAHHBIMU
CUCTEMAaMH
JIeJIONIPOU3BOICTBA

V13 IlpaBuiia nonb30BaHUsA
AC nemonpousBOACTBA

313 Buapl nHGOpMAaIIMOHHBIX
TEXHOJIOTUHI

19. ITpumeHs0T METOBI U
Cpe/ICTBa 3aIUTHI
uHpOpMaLun

VY14 Metonae! u cpencraa
3alIUTHI UH(OPMAIH

38 [TpuHLIMIIBI 3a1UTHI
nHpOpMaIUU OT
HECaHKI[MOHHUPOBAHHOTO
JI0CTyTIa

315 Undopmannonssie
CUCTEMBI

316 NnpopmanmonHas
0€e30MmacHOCTb

317 3amuTa uapopmauu




3. Pacnpeuene}me OCHOBHBIX MOKAa3aTeJIed OLEeHKH PE3yJbTAaTOB 10 BUAaAM aTTeCTAllUH

Koa n HaumeHoBaHuUe 3JIeMeHTAa yMEeHU I WIn
3HAHUH

Texkymmi
KOHTPOJIb

IIpome:xyTouHast
arrecranus

VY1 INouck nnpopmanuu B aTEpHET

VY2 Xpanenune nHGOpMaIuu

Y3 Co3naHue TEKCTOBOTO JOKYMEHTA

Y4 NnntoctpupoBaHue JOKYMEHTA

VY5 Coznanne u opopmiieHHE TaOJINI

Y6 [IpuMeHeHne pacueTHBIX Onepanuii u Gopmy

Y7 JlenoBas rpaduka

Y8 Co3gaHue npe3eHTalum

Y9 AuTHBHpYCHBIE CPEACTBA 3aIIUTHI HHPOPMALUU

VY10 ITouck B cipaBOYHBIX CUCTEMAX

VY11 Pabora ¢ 1oKyMeHTauuen

VY12 Coop, xpanenue u o0padboTka nHGOpMAIH

VY13 [IpaBuna nosb3oBanusi AC

Y14 Metojibl U cpe/icTBa 3aILUThI HHPOPMALIUU

F [+ [+ [+ [+ ||+ +]|+]|+]+

31 OcHOBHBIEC METOJIBI M CPEJICTBA 0OPAOOTKH,
XpaHEHUs, TIepeaui U HAKOIUICHUS] HHPOPMAIIH

+

32 OCHOBHbBIE KOMIIOHEHTbl KOMIIBIOTEPHBIX CETEH

33 [IpuHUHMIIBI TAKETHOM NEepeiavn JaHHBIX

34 Opr aHu3alus MCKCCTCBOI'O BSaHMOﬂeﬁCTBHH

35 Cucremuoe I1O

36 [Ipuknagnoe 110

+

37 Texnonorus noucka uadopmaru B aTepHET

+ 4+ [+ [+ ]|+ ]|+

38 [IpuHIUIIBI 3a1IUTH HKHPOPMAIIMH OT
HECAaHKIITMOHUPOBAHHOTO JTIOCTYIIA

+

39 I1paBoBbIEC aCMEKThI UCIIOIb30BAHUS
MH(OPMALIMOHHBIX TEXHOJIOTHH U MPOrpaMMHOTO
obecreueHus

+

310 MudopmarimoHHbIe MPOIECCHI

311 MHdpopmanroHHbIe TPOAYKTHI

312 Busapl ”HPOPMAIIMOHHBIX CUCTEM

313 Buapl ”HGOPMAIIMOHHBIX TEXHOJIOTHM

314 HanpasieHusi aBTOMaTU3alMH A€ TEIbHOCTH

315 UudopmaimoHHbIe CUCTEMBI

316 MHdopmanronHas 6€30acHOCTh

317 3amura undopmanuu

4+ [+ |+ [+ ]+ ]+




4. Ctpykrypa 6anka KOC 115 Tekyero KOHTpOJisi H IPOMeKYTOYHOM aTTecTAlNu

OpueHTHPOBOYHOE
BpeMs
Kon KoanuecTBo p
THun oueHoYHOr 0 BBINOJIHEHU S Oo0wee Bpemst
OLIEHOYHOT'O OIIEHOYHBIX
cpeacTBa O0/IHOTO BBINOJTHEHUS
cpeacTsa CpeacTB
OLIEHOYHOI'0
cpeacTBa
Texyuuii KOHTPOJIb
5 AnanuTuyeckoe 4 1 gac (60 muH) 4 gaca
3aJaHue
IIpome:kyTouHAas aTTecTANNS
8 | Tect 1 1 ac (60 Mun) 1 uac
5 gacoB

Bcero




KOMILUIEKTHBI OHEHOYHBIX CPEACTB
MO YYEBHOW JUCIUILJINHE
«MTH®OPMALMOHHBIE TEXHOJIOTYMM B TPO®ECCUOHAJIBHOM
NEATEJBHOCTW»

TecTbl MO0 TeKCTOBOMY pepakTopy Word
1. KakuX CIHCKOB HET B TEKCTOBOM peaakTope?
a) HyMEpPOBaHHBIX;
+ 0) TOYEUHBIX;
B) MapKHUPOBAHHBIX.
2. IIpu 3aganun napamMeTpPoOB CTPAHHULBI B TEKCTOBOM pPeJaKTOpe YCTAHABJIMBAIOTCS:
+ a) moJis, OpueHTALMsA U pa3Mep CTPAHUIIbL;
0) uHTEepBaa MEXK1y ab3amamMu U BUJ mpudTa;
B) QOH M rpaHULIBI CTPAHULBI, OTCTYII.
3. Kakyo KOMOMHAIMIO KJIABHII CJIeyeT NPUMEHHUTh, YTOObI BCTABUTH B TOKYMEHT
CeroAHsIHIOK 1aTy?
a) Ctrl + Alt + A;
6) Shift + Ctrl + V;
+ B) Shift + Alt + D.
4. Kakoe u3 3THX yTBepKAeHH NpaBHJbHOe?
+ a) KepHUHT — 3TO U3MeHEHHE UHTEpBaja MeXy OyKBaMU OJHOTO CJIOBA.
0) Eciu maposp K 3alIMIIEHHOMY JOKYMEHTY yTpau€H, €r0 MOKHO BOCCTAHOBUTH C
MOMOIIbIO KIFOYEBOTO CJIOBA.
B) Coueranue knaBum Shift + Home nmepeHocHT Ha epBYyIO CTPAaHHUIY TOKYMEHTA.
5. Kakoe u3 3TUX yTBep:KJ1eHUl HenmpaBuJabHoe?
a) borpmyro OykBYy MOKHO HamedaraTh ABYMS CIIOCOOaMu.
6) [Ipu nomomu knaBumu Tab MOXHO clienaTh KPaCHYIO CTPOKY.
+ B) KnaBuma Delete ynanser 3Hak nepen MUTAIOIIUM KypPCOPOM.
6. Ha kakyo KJIaBHIIY HY’KHO HA3KaTh, YTOObI HANIEYATATH 3aANATYI0, KOTAAa HA
KOMIIbIOTEpe YCTAHOBJIEH aHIJANcKui andgaBut?
+ a) rae HanMcaHa pycckas OykBa b;
0) rne Hanucana pycckas Oyksa lO;
B) rie HanucaHa pycckas Oyksa XK.
7. KonoHTHTYJ — 3TO:
+ a) ob6yiacTh, KOTOpask HAXOJUTCS B BEPXHEM U HUI)KHEM I0JI€ U MpeaHa3HadaeTcs s
MOMEIIEHUs Ha3BaHUs pabOThl HaJl TEKCTOM KaXJ0W CTpaHUIIbI;
0) BHEIIHUI B NEYAaTHBIX 3HAKOB, KOTOPBIN MOJb30BaTEIb BUIUT B OKHE TEKCTOBOIO
penakropa;
B) BEpXHs CTpOKa OKHa penakTopa Word, KoTopasi COAEpKHUT B ceOe MaHeab KOMaH I
(manpumep, «BcraBkay, «KoHcTpykTop», «MakeT» u T. 1.).
8. UTo0bI B TEKCTOBBI JOKYMEHT BCTABUTh CCHLIKY, HY’KHO NEepPeiTH MO CJIeyI0NHM
BKJIAAKaM:
a) Bcmaexa — Bcmasumo ccwinky — Cozoanue ucmouHuka,
0) @aiin — I[lapamempor cmpanuyvl — Bcmasums ccoliky,
+ B) Ccbiiku — Bcmagums ccolaky — J{o6asume HO8bIU UCMOYHUK.
9 - Tect. Kakoii mpudTt nmo ymosauanuiw ycranosjen B Word 20077
a) Times New Roman;
+ 0) Calibri;
B) MicrosoftYaHei.
10. B BepxHe# cTpoOKe MaHeJ M 32124 U300pakeHAa MKOHKA ¢ qucKeToil. Uto
NMPOMN30ii1eT, eCJIM HA Hee HAXKATH?
a) TOKYMEHT yJIaJIuTCH;
+ 0) TOKyMEHT COXpaHHUTCS;
B) JOKYMEHT 3alUIIETCs Ha TUCK WU (QJENIKy, BCTaBJICHHBIE B KOMIBIOTED.



11. Kakyo KJIaBHIIY HY’KHO YAepP:KHBAaTh NIPH KONMPOBAHUH Pa3HBIX 3J1eMEHTOB
TEKCTa OJIHOI0 JOKyMeHTa?

a) Alt;

+0) Ctrl;

B) Shift.

12. YUTo MOKHO c1ejIaTh ¢ MOMOIIBIO IBYX H30THYTBHIX CTPEJIOK, Pa3MellleHHbIX B
BepPXHell CTPOKe HaJ CTPaHULell Tekcra?

a) meperTH Ha 0JHY OYKBY BIIPABO WUJIM BIIEBO (B 3aBUCUMOCTH OT TOTO, Ha KAKyIO CTPEJIKY
HaXXaTh);

0) mepeiTH Ha OJIHY CTPOKY BBEPX HJIM BHU3 (B 3aBUCHUMOCTH OT TOTO, Ha KAKyI0 CTPEIKY
HaXXaTh);

+ B) mepeiTu Ha OJJHO COBEpIIECHHOE JIeiCTBUE Ha3ad Ui Blepe]a (B 3aBUCUMOCTH OT
TOr0, Ha KaKyl0 CTPEJIKY HaXaTh).

13. YTo mo3BoJisieT yBHAeTh BKJIOYeHHasi KHoNka «HeneyaraeMmble CHMBOJIBI) ?

+ a) mpoOeJibl MEXY CIIOBAaMU M KOHEI a03aria;

0) BCce 3HAKM MpPENUHAHUS;

B) OIIMOKH B TEKCTE.

14. O0beaMHUTH UM PAa30UTh TYEli KM HAPMCOBAHHOW Ta0JIHIBI BO3MOKHO BO
BKJIAJIKE:

a) «Koncrpykrop»;

+ 0) «Maket»;

B) «IlapameTpbl TabIHIBI».

15. Uto mo3BoJIsieT cAeJIaTh HAJOKEHHBI HA TEKCTOBBIA JOKYMEHT BOJASIHON 3HAK?
+ a) OH JenaeT JOKYMEHT YHUKAJIbHBIM;

0) OH 3alMIIAeT JOKYMEHT OT NOPaXKECHUS BUPYCAMU;

B) OH pa3peuiaeT CTOPOHHUM I0JIb30BaTEIIM KONUPOBATh Pa3MEIIEHHBIA B TOKYMEHTE
TEKCT.

16. UT0o0bI BKJIWYUTH ABTOMATHYECKYI0 PACCTAHOBKY IIEPEHOCOB, HY’KHO NepeiTH 1o
CJEAYIINM BKJIAJIKaM:

+ a) Makem — Ilapamempul cmpanuysvl — Paccmanoska nepenocos;

0) Bcmaska — Texcm — Bcmaska neperocos;

B) Ccouinku — /[ononinumenvnvie mamepuanvl — Becmasums nepenoc.

17. YUTo0BI cO31aTh HOBYIO CTPAHHMIY, HEOOXO0AMMO OJITHOBPEMEHHO HAKATh HA TAKHeE
KJIaBMIIHU:

+ a) Ctrl u Enter;

6) Shift u mpoben;

B) Shift u Enter.

18. UT006bI OBICTPO BCTABUTH CKOMUPOBAHHBIH 3JIEMEHT, cjedyeT BOCNOJIb30BaThCS
TaKO KOMOMHANMEH KJIAaBHII:

+a) Ctrl + V;

0) Ctrl + C;

B) Ctrl + X.

Tect - 19. Ilepevyenb HHCTPYKUMIi, KOTOPBIi coobmaer \Word 3anucanHblii 3apaHee
MOPAIOK AeCTBUM JJISl JOCTHKEHUS ONpeAeIeHHOM 1eJId, HA3bIBAeTCH:

a) KOJIOHTUTYJIOM;

+ 6) Mmakpocowm;

B) MHCTPYKILIUEN.

20. C 1oMOIbI0 KAKUX FTOPAYUX KJIABUII HEBO3MOKHO U3MEHUTH A3bIK B TEKCTOBOM
peanakrtope?

a) Alt + Shift;

0) Ctrl + Shift;

+ B) Alt + Ctrl.

21. Yto0bI caeaTh cojep:KaHue B JOKYMEHTe, HE00X01UMO BbINOJTHHUTD P
cJeayIMuX qeiicTBUIl:

a) BBIJICNIUTH HECKOJIBKO CJIOB B TEKCTE ¢ nmomoItnbio knaumu Ctrl (oHu OyayT
3aryiaBHsIMM), IEPEUTH Ha BKJIaaKy «BcTraBka» u HaxkaTh Ha UKOHKY «CoaepkKaHHey;



+ 0) BBLACIUTH B TEKCTE 3ar0JOBKH, MepeiTH Ha BKIaAKy « CCBUIKM» U TaM HaXXaTh Ha
UKOHKY «OrnaBieHue;

B) KXY HOBYIO I'JIaBy HauaTh C HOBOM CTpaHUIIbI, IEPEUTH HA BKIaAKY «BcraBkay,
HAalTH TaM UKOHKY «BcTaBuUTh copepkaHue» U HaXaTh HA HEeE.

22. YT0o0BbI BCTABUTH TMIIEPCCHLIIKY, CJIeAyeT BbIACJUTh HYKHOE CJI0BO U HAKATh:
+ a) NpaByI0 KHOIKY MBIIIU C MOCJIEAYIOMHUM BRIOOPOM BKIaAKU «I HIIepcCchlIKay;

0) JIeBYIO0 KHOIIKY MBIIIH C MOCIEIYIOIMHUM BEIOOPOM BKIaAKH «I Hmepcchlikay;

B) ABaXK/Ibl HA JIEBYIO KHOIKY MBIIIU C MOCIEAYIOIHUM BIOOPOM BKJIAIKH
«I'mnepccpuikay.

23. YT00bI B TEKCTOBbIN JOKYMEHT BCTABUTH GOpPMYJy, HEOOX0AUMO NePeTH MO
TAKHM BKJIAJAKaM:

a) @aiin — [lapamempol cmpanuyvl — Bcmasumov ghopmyny;

+ 0) Bcmaska — Cumsonvt — Qopmyaa;

B) Bcmasxa — Hnnrocmpayuu — Bcmasums popmyny.

24. Kakoii opyeHTaluM CTPAHUIbI He CylecTByeT?

+ a) OJIOKHOTHOM;

0) KHUXKHOM;

B) a1b00MHO.

25. Kakyo onuuio peryjupyert 3T0 AMaJ0roBoe OKHO?

OTCTYNb! M nHTEpBaNne! | MonoMEeHWe Ha CTPaHWue

Obwme
BoipasHHUBaHHE: v | YposeHb: |OCHOBHON TEKCT W
orcTyn
. 0 A
caesa: M v NepBag cTpoKa:  Ha:
cnpasa: 0cm - {HeT) v °
WHTepsan
nepea: onr - >
: v MENAYCTPOYHLI:  3HAYEHHe:
nocne: onT s OAMHapHBI W >

+ a) u3MeHeHue ab3alHOTO OTCTYIIA;

0) n3MeHeHune mpudTa TeKCTa;

B) UI3MEHEHHUE pa3Mepa MoJjen Jucra.

26. Kakoe 3 JaHHBIX HUKe NPEII0KEHUN COOTBETCTBYET MIPABHJaM PACCTAHOBKH
npoodeoB MexKAy CIOBAMH M 3HAKAMHU NMpPeNnUuHAHUA?

a) Word—uneanbHblil TOMOIIHUK JJIsl CTYJJEHTA:0H MO3BOJISIET CO3/1aBaTh, IPOCMAaTPUBATh
U pelaKTUPOBATh TEKCTOBBIE JOKYMEHTHI;

+ 0) Word — uneanbHblii HOMOIIHUK AJ CTYAEHTa: OH MO3BOJISIET CO3/1aBaTh,
IpOCMaTPUBATh U PEAAKTUPOBATH TEKCTOBBIE IOKYMEHTBHI;

B) Word — uaeanbHbIi MOMOIIHUK JUIS CTYACHTA: OH IO3BOJISIET CO3/aBaTh,
NpOCMaTPUBATh U PEAAKTUPOBATH TEKCTOBbIE TOKYMEHTHI.

27. Pewmuume npaxmuueckyio 3adauy. AJleKCaHAP HAMKUCAJ KYPCOBYIO padoTy Ha 53
crpaHuubl. Tenepb eMy HYKHO CKONIMPOBATH MH(POPMALHUIO B IPYIroi JOKYMEHT.
ITapens 2 pa3a HaxaJ1 Ha JIeBYI0 KHOIIKY MbIIIHM U NOTAHYJI... [TocoBeryiiTe
AJleKcaHApPY, KaK B 0/IUH KJIMK BbI/IeJIUTh BeCh TEKCT.

a) HaXKaTh Ha BKJIAAKY «Dailm» u BeIOpaTh TaM QyHKIHIO0 « CKOMMUPOBATh BCEY;

0) HaBECTU KypCOp MBIIIH HA MOJ€ U KIUKHYTh OJIUH pa3;

+ B) Ha)kaTh Ha couetanue knapum Ctrl u A.

28. Kak cOXpaHUTh HANNMCAHHBIN JOKYMEHT C IOMOIIBIO FOPAYUX KJIaBuI?

a) Alt + Ctrl + F2;

6) Ctrl + Shift + F2;

+ B) Alt + Shift + F2.

29. MS Word - 3To:



+ a) TeKCTOBBIN PEIAKTOD;

0) sJIeKTpOHHAs TabauIa;

B) yIpaBiieHUE 0a3aMy JaHHBIX.

30. llymounwtii 6onpoc. CoBpeMeHHAasi MOJ10/1e:Kb Ha3bIBAaeT 3TUM CJIOBOM
aKceccyapbl K KOMNBIOTEPY AJI AyAHOCBA3H, 2 IPOrPAaMMHCTBI HCHOJIb3YOT TO XKe
caMoe CJIOBO J1Jisi 0003HaYeHUsI CTHJISA 0AHOT0 Buaa mpudra. Uro 310 32 cI10BO?

a) Kerib;

+ 0) rapHuTYypa;

B) YHIHAJI.

Tecm no meme MSEXcel
1. DiekTpoHHas TabauIa - 3TO:

1. mpukiamHas mporpamma, npeaHasHavueHHas 1k 00pabOTKU CTPYKTYPHUPOBAHHBIX B BUJIE
TaOIUIBI JAHHBIX

2. TpUKJIaJHAS MporpaMma Jijisi 00pabOTKH KOJAOBBIX TaOJIHII,

3. ycrpotictro I1K, ympapisioriee ero pecypcamu B rpoiiecce 00pabOTKH JaHHBIX B
Tabnu4Hou hopme;

4. cuctemHas nporpamma, ynpasisomas pecypcamu [1K npu o6paboTtke Tadmmi.
2. Beipaxenue 5(A2+C3):3(2B2-3D3) B 2IeKTpOHHON Ta0JIMIIE UMEET B
1. 5(A2+C3)/3(2B2-3D3);
5*(A2+C3)/3*(2*B2-3*D3);
3. 5*(A2+C3)/(3*(2*B2-3*D3));
5(A2+C3)/(3(2B2-3D3)).

N

&

3. Uemy OyneT paBHO 3HaucHue stuckiku Cl, ecin B Hee BBecTH hopmyiry =A1+B1:
izly_HLCJ)_J_I'IJIHI—EIL-L q)pyy

CYMM * X A=A
A | B c |
1 20)=A1/2

1. 20; 2. 15; 3. 30; 4. 10?
4. DnekTpoHHas TabyMLa NpeJHa3HAYeHA JUIS:

1. 00paboTku MPEenMyIIECTBEHHO YHUCIOBBIX JAHHBIX, CTPYKTYPHPOBAHHBIX C TOMOIILIO
Ta0IUIL;

2. YIOPSI0YEHHOTO XpaHEHHs U 00pa0OTKN 3HAYUTELHBIX MACCHBOB JaHHBIX;
3. BM3yalIM3alluu CTPYKTYPHBIX CBA3€H MEXIYy JaHHBIMHU, PEICTABICHHBIMU B Ta0JINIAX;
4. penakTupoBaHHs rpauUecKUX MpeCTaBIeHUH 00X 00BEeMOB HH(OPMAIIIH.
5. Ilpu mepeMenieHny WM KOTIMPOBAHUH B DJIEKTPOHHOHN Ta0JIMIE aOCOTIOTHBIE CCHUTKH:
1. He U3MEHSIOTCH,
2. mpeobpa3yroTcs BHE 3aBUCHUMOCTH OT HOBOTO MOJIOKEHUS (DOPMYJIBI;
3. mpeobpa3yroTcs B 3aBUCUMOCTH OT HOBOT'O TIOJIOXKEHUS (POPMYJIBI;
4. npeoOpa3yroTcsi B 3aBUCUMOCTHU OT JTMHBI (POPMYJIbI;
5. mpeoOpa3yroTcs B 3aBUCUMOCTH OT MPABHII yKa3aHHBIX B (hopmyIie.

6. Anpec STUEHKH JIEKTPOHHON TaOJIHUIBI — 3TO
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. 1100ast OCIE0BATEIbHOCTh CUMBOJIOB;

. HoMep OaiiTa orepaTuBHON MaMsITH, OTBEIEHHOTO MO STUCHKY;

. UM, COCTOSIILIEE U3 UMEHH CTOJI0La M HOMEpa CTPOKH;

. axgpec OaliTa OMepaTUBHOMN MaMsITH, OTBEICHHOTO O] STYCHKY;

. aZipec MAIIMHHOTIO CJIOBA ONEPAaTUBHON NIaMATH, OTBEACHHOIO IO TYCHKY.

A

B

=CYMMAT AT

7. Uemy OyneT paBHO 3HAYCHHE STYCHKU A8, eciii B Hee BBECTH POpMYITy

=CYMM(A1:A7)/2:

A w0 o

280;
40;
140;
357

8. B obmiem ciydae cTonObl SIEKTPOHHON TaOIHIIbL:

1
2.
3

4.

0003HavaroTcsi OyKBaMU JTATUHCKOTO aln(aBuTa;
HYMEPYIOTCS,
0003Havar0TCs OyKBaMU PyccKoro ayidapura;

HMCHYIOTCA ITOJIB30BATCIAMU IMTPOU3BOJIbHBIM o6pa30M;

9. J11st monib30BaTeNs siueiika 3JeKTPOHHOM TabauIIbl UACHTU(DUIUPYIOTCS:

1.

IyTEeM IOCIIeI0BATENLHOIO YKa3aHUsl UMEHH CTOJI0Ia U HOMepa CTPOKH, Ha MepecedeHnn
KOTOPBIX pacroyiaraercs sueiika;

aZIpe€COM MAIINHHOI'O CJIOBA OHepaTHBHOﬁ naMsaTH, OTBECACHHOI'O 1101 H‘-IeﬁKy;
CricnyaJIbHbIM KOJOBBIM CJIIOBOM;

HMCHEM, ITPOM3BOJIbHO 3a1aBACMBIM I10JIb30BATCIIEM.

10. Beibepute BepHyI0 3anTuCh (HOPMYIIBI I SJIEKTPOHHOM TaOIHIBI:

1.
2.
3.
4.

C3+4*D4
C3=C1+2*C2
A5B5+23
=A2*A3-A4d

11. Tlepen o603HauEeHNEM HOMEPA CTONIOIA UITU CTPOKHU B a0COIFOTHOM aJipece TUeHKU CTaBUTCS

3HaK.

1.$2.=3.%4. &

12. AkTUBHAad g4YeiiKa - DTO TUEHKA:

1. 1y 3amucu KOMaH[;



2. copaepxamias (opMyITy, BKIIOYAIONIYIO B €0l IMsI sTY€HKH, B KOTOPOU BBITIONHSETCS
BBOJI JIaHHBIX;

3. ¢opmyna B KOTOPOIi COIEPIKATCS CCHIIKU HA COJEPIKUMOE 3aBUCHUMOMN STUCHKH;

4. B KOTOPOH BBINOJIHIETCS BBOJ KOMaH/I.

B3 Microsoft Excel - Kumral

@_] ©aiin Opaska EBwa  Brraska  dopmar

RN DERET AT N r - )

CZ - % =FA51"AZ+BZ
A | B [ ¢ | D

12 4 64]
pE! 5

[ 4 | 43 2 13. Kakast popmyina OyneT moxydeHa npu KOMUPOBAHUHN B STUCHKY
C3, dhopmynsl u3 sueiiku C2:

1
2 |
=N

1. =A1*A2+B2,
2. =$A$1*A3+B3;
3. =$A$2*A3+B3,;
4. =$B$2*A3+B4;
5. =$A$1*$A$2+$B$2?
14. OcHoBHBIM 2116eMeHTOM DT sBisieTcs:
1) siuetika 2) ctpoka  3) crombOery 4) Tabimima

15. JIst BbIICICHHST HECKOJIBKUX MHTEPBAJIOB SYEEK YICPKUBAIOT KIIABHIITY:
1. Alt; 2. Ctrl ; 3. Insert ; 4. Ctpenku.

16. Mapkep aBTO3alOJIHEHUS (YEPHBIA KPECTUK) MOSBUTCS, €CIIU KYpPCOpP MMOCTABUTh:
1. B BepXHUH JIEBBII YIOJI SYEHKH;

2. B HWKHMI NTPaBBIA yToJl SYEHKU;

3. Ha cephlil MPSIMOYTOJILHUK Ha IIEPECEUEHUH 3ar0JI0BKOB CTPOK M CTOJIOIOB;

4. o cepeANHE STYEUKHU.

17. lannsle, conepxalunecs B sUeiike, MOXKHO PelaKTUPOBATh:
1. B MeHIO;
2. B cTpoke hopMmy;

3. B gueiike;
4. B crieriuajabHOM OKHE.

18. B OT Henb3s ynannTs:

1) cronberr  2) ctpoky 3) uMs TYeHKA  4) COAEPKUMOE STUCHKHU

19. Kakasa ®@opmyna Oyzaert nonydeHa npu konuposanuu B E4 popmynst uz E2?
1. =$A$2*$C$4;

2. =A2*$C$2;

3. =$A$2*C4;
4, =A4*CA4.

E2 S E a2
A B C D E

i 34 %0 56 9] 6930
2 77 80 B 53[ 1155
3 B £ B0 54| 4312
4 Ex) 53 74 2]




Tecm no meme: Paboma ¢ MicrosoftPowerPoint
IIpaBunbHBIN BapUaHT OTBETA OTMEYEH 3HAKOM +
1. Kaky1o kj1aBuuly HY’>KHO HA’KaTh, YTOObI BEPHYThCS U3 pPeKMMAa MPOCMOTPaA
NMpe3eHTAlUHU:
- Backspace.
+ Escape.
- Delete.
2. BoiOepuTe NpaBUJABHYI0 MOCJIE10BATEJIbLHOCTb NIPU BCTABKE PUCYHKA Ha CJAWI:
+ BcraBka — pUCYHOK.
- [IpaBKka — pUCYHOK.
- @ais — pUCYHOK.
3. EcTb iu B nporpamMe GyHKIMSI U3MeHEeHH s LBeTa (POHA JJI KAXKA0r0 cjaaiaa?
+ Jla.
- Her.
- ToNbKO 17151 HEKOTOPBIX CIANIOB.
4. MicrosoftPowerPoint HyskeHn aJs:
- Co31aHus U peJaKTUPOBAHUS TEKCTOB U PUCYHKOB.
- Jlns co3manus TabauIl.
+ Jlns co3nanus npe3eHTauuii u GuiIbMOB U3 CIaig0B.
5. Uto u3 ceds mpeacraBJasieT caaia?
- AG3all mpe3eHTalNu.
- CTpouKy npe3eHTaluuu.
+ OCHOBHOM 3JIEMEHT NPE3ECHTALUH.
6. Kak y1aJiuTh TEKCT HJIM PUCYHOK €O caaiiga?
- BoiienuTh HEHYKHBIHM 3JIEMEHT U HaXxaTh KiaBuiny Backspace.
- lenkHyTh Mo HeHY)kHOMY 3ieMeHTy [IKM u B mosiBuBIIEMCSI OKHE BBIOpAThH
«Y 1anuThy.
+ BpigenuTh HEHYKHBIN 2JIEMEHT W HaxkaTh kiaBuiny Delete.
7. Kakyio KJIaBUIY/KOMOMHANMIO KJIABUIII HEOOX0UMO HAXKATh IJIA 3alyCKa
AeMOHCTpPalMHu cJaaioB?
- Enter.
+ F5.
- 3axars komOunHanuio kiaasuir Ctrl+Shift.
8. Kaky ki1aBumy/KOMOMHAIMIO KJIABUII HYKHO HAXKATh, YTOOBI 3alIyCTHTh NIOKa3
cJIaifi1oB NMpe3eHTaluM ¢ TeKylero caaiaa?
- Enter.
+ 3axkaTh koMOuHanuio kinaum Shift+F5.
- 3axars komOunHanuio kiaasuir Ctrl+F5.
9. Kakum 00pa3omM MOKHO BBOJAUTH TEKCT B CJIaiiIbl Mpe3eHTANUU?
- KnuknayTes JIKM B m060M MecTe U Ha4aTh MUCATh.
+ TeKCT MOXHO BBOJIMUTH TOJBKO B HAJAIHUCSX.
- O0a BapuaHTa HEBEPHHI.
TecT 10. Kakyo pyHKIMIO MOKHO MCII0JIb30BATh, YTOObI Y3HATH, KaK NMpe3eHTAlus
OyJeT CMOTPeThCS B HAlle4YaTaAHHOM Bujae?
+ OyHKIHSA NPEIBAPUTEIBHOTO IPOCMOTPA.
- OyHKIUS peTaKTUPOBAHMUS.
- OyHKIMS BBIBOJIA HA MEYaTh.
11. Kakoii cmoco0 3aJuBKH NMO3BOJIsIeT MOJYYUTh 3 PexT niiaBHoro nepexoga
OJIHOTI'0 IIBeTa B ApPyrou?
- MeTox y30pHOH 3aJIMBKHU.
- MeTo TeKCTypHOU 3aJIUBKH.
+ MeToa rpalu€HTHON 3aMBKHU.
12. B MicrosoftPowerPoint MoxkHO peasn3oBaTh:
- 3BYKOBO€ COINPOBOXKAEHHUE MPE3CHTALUH.
- OTKpBITH (aiibl, CACIaHHBIE B IPYTHX MpOTrpamMMax.
+ O6a BapuaHTa BEPHHI.



13. BoiOepuTe NyHKT, B KOTOPOM BEPHO YKa3aHbI BCe IPOrPaMMBbl 1JIsl CO3AAHUS
Nnpe3eHTaAluM:

- PowerPoint, WordPress, Excel.

- PowerPoint, Adobe XD, Access.

+ PowerPoint, Adobe Flash, SharePoint.

14. Kak3anycrutbnapamerpbimpudras Microsoft PowerPoint?

- 'maBHas — rpynmna ab63ail.

+ I'maBHas — rpynna mpu@r.

- 'maBHas — rpynmna CMMBOJL.

15. O6bexkTomM 00padoTku MicrosoftPowerPoint siBiasierca:

- JIOKyMEHTBI, UMEIOIIHNE pACIIUPEHUE .tXT

+ JIOKyMeHTBI, UMEIIINE pacuiupeHue .ppt

- O6a BapuaHTa SIBIAIOTCS NPAaBUIbHBIMU.

16. [Ipe3enTanus — 370...

- 'padmyeckuit TOKyMEeHT, UMEIOIUNA pacIIupeHue .tXtuiam .pcx

+ HabGop xkapTHHOK-ClIaliJ0B Ha ONpeeeHHYI0 TeMY, UMEIOIINI pacmupeHue .ppt
- UHCTpyMEHT, KOTOPBIN MO3BOJISIET CO3/1aBaTh KAPTUHKU -CIAUIbI C TEKCTOM.

17. Inst Toro uro0bl akTUBUPOBATH JuHelikn B MicrosoftPowerPoint, Hy:xno
BBINOJHHUTH CJIeIyHIIHe TeiCTBUA:

- B MeH10 Bug ormeruts ranoukoil nyHkT Hanpasnsromue.

- B menro ®opmar 3anate GpyHknuto JInHelhka.

+ B meHto Bug orMetuth rajnoukod nyHKT JInHelka.

18. lns1 yero npeaHasHayeHHas faHHas BkJaaaka B MicrosoftPowerPoint?

H - 0 B3~ -+

Mpesentayual - PowerPoint

[naBHan Bcraska AwnzaitH Mepexogbi Arnmanua Chaiig-Lioy PeueHsuposaHmne

\;I D E D@ a+ @ ,.:f\\l r[:] I I &l Marasun

Cospate  Tabnuua Pucynkn Vsobpaxenna CHumok Qotoansbom  Quryper SmartArt Juarpamma & Mou Hagctpoiikn ~
cnang i n3 WiHTtepHeTa i > >
Cnangbl  Ta6nuuel W3o6paxerHna Wnnocrpauymn Hagcrponkn
- 1 co3manus Mepexo 0B MEXKIAy cllaiilaMu, yIaJeHHs ClIai0oB, U3MEHEHUs 1[BeTa PoHa
U HacTpoWKku paboueil oOmacTH.
+ Jlns BCTaBKU B NpE3€HTAIMIO rpapuKoB, N300paxKeHUH, 1uarpaMm U Tak jgajee.
- JIng u3mMeHeHus napameTpoB mpudTa, BpiOOpa mabdI0HOB, HACTPOMKH IBETOBBIX
IapaMeTpOB U Pa3METKH CIAN0B.

19. lag yero npeaHasHayena Januas BrJiaaaka B MicrosoftPowerPoint?

Mpesentaumal - PowerPoint Cpeacrsa pucoBaHna

AOuzanH Mepexogbl AHumayna Chaiig-ioy PeueHsnposanmne Dopmat

[;i] || Nuneiika = q “j’ B User
| Cerka et = am OTtrerku ceporo
Crpanuuel Pexxum  Obpasey Obpasey Obpasey 3ametkn Macwrab Bnucate
33METOK 4YTEHWs CNalgoB Bblgady 3aMeToKk  — Hanpasnatowyne B OKHO mm Yepro-Genbiii
HTaLWK Pexxumbl 06pasyos Mokazatb (P MacwTab LiseT nan OTTEHKK CEpo

- Jlns 3amanus mapaMeTpoB TEKCTa, HACTPOUKH I[BETOBBIX CXeM, J00aBIeHUs MIa0JIOHOB U
pa3MEeTKH CJIai0B.

+ Jlna Bei6Opa cnocoba mpocMoTpa NMpe3eHTalu, COPTUPOBKH CIANWI0B, A1 OKa3a
JMHEEK, CeTKU U HANPABIAIONIIUX.

- Jlns noGaBieHHs KOMMEHTapueB, MPoBEepKU opdorpaduu U cpaBHEHUS PE3CHTAIH.
Tect_20. Uto nmpousoiiger, eciau HaxaTh kaasuiny Delete, Haxoasice B pexume
pelaKTHPOBaHMSA TeKcTa?

- Bech HaOpaHHBIN TEKCT yaaluTCA.

+ Ynanutcs nocneaHss Oyksa cioBa.

- VmanuTcs nmociaengHee CJI0BO.

21. Kakue GpyHKIMH HY’KHO BBINOJHUTDb, YTOOBI 100aBUTh TEKCTOBBbIH 00bEKT B
npe3eHTanunio?



- KinukHyTh J1IeBOM KHONIKOW MBIIIH 110 paboyeit 001acTu U HayaTh nucaTh (kak B Word).
+ [Ipoiitn myTh BecTaBka — O0BeKkT — TEKCT U HaYaTh MUCATh.

- [Ipoiitu nyts [lanens pucoBanus — Hagnuces 1 HadyaTh NUCATh.

22. Menrwo LiBetoBasi cxema B MicrosoftPowerPoint nyxxna nus:

- 3menenus napameTpoB mpudra.

- loGaBneHus y30pa Ha Clai.

+ PenakTupoBaHUs LIBETOBBIX [1apaMETPOB B NIPE3ECHTALUU.

23. llla6s0on opopmiienuss B MicrosoftPowerPoint — 3T1o:

+ @ain, KOTOPBIN COAEPKUT CTHIIM NIPE3ECHTALUH.

- @aiin, KOTOPBIA COAEPKUT HaOOp CTAaHIAPTHBIX TEKCTOBBIX (ppas.

- [IyHKT MeHI0, B KOTOPOM MO>KHO 3aJaTh [1apaMeTphl BETA NIPE3EHTALUH.

24. YTto npou3soijaer, ecau HaxaTh Kaasumy BackSpace, Haxoasich B pexkume
pelaKTHPOBAHUA TeKcTa?

+ Ynanutcsa nepBas OyKkBa cioBa.

- Yanutcs nocneaHss OykBa cioBa.

- Yianutcs nocieaHee cioBo.

25. YTo0bI cO31aTh HOBBIH CJIAM/ B IPEe3eHTAUU, HYKHO NPONTH CJEeAYHOMMHA MYyTh:
- Bknagka Bun — Cnaiin.

- Bximagka Paiin — Co3nats — HoBbIl ciaiin.

+ Bknanka BeraBka — Co3aath ciaiia.

26. Yto u3 ceds npeacrasiasier nporpamma PowerPoint?

+ [Iporpammuoe obecnieuenue MicrosoftOffice nis co3manust CTaTUYHBIX U TUHAMUYHBIX
Mpe3eHTalui.

- [IporpammHOe obecrieueHue s CO3JaHusl U 00padOTKH TaOIUIHBIX JaHHBIX.

- [IporpammHuoe obecrieuenue s pabOThl ¢ BEKTOPHOU T'paduKOi.

27. CocTaBHasl YacTh Npe3eHTALUN, KOTOPas COAEPKUT B cede Bce OCHOBHBIE
00BbEKTHI, HA3bIBAETCH:

-Crnoii.

- KapTunka.

+ Crnaiin.

28. Kakasa kHonka Ha naHeJu PucoBaHue u3MeHseT HBeT KOHTYpa Gurypsi?
- U3meHeHue ngera.

- Tun mrpuxa.

+ IlBer nuHuM.

29. Kak BcTaBuTh AuarpamMmy B npe3eHtanuio PowerPoint?

- Hactpoiiku — Jlo6aBuTh quarpammy.

+ BceraBka — JIuarpamma.

- Bun — J1o6aBuTh guarpamMmmy.

TecT-30. UTto cayunrces, ecan HaxxaTh Kiaapumy FS B PowerPoint?

- OTkpoercss MeHIo cripaBKH.

- OTKpoeTcsi OKHO HAaCTPOMKHU CIai0B.

+ HauHeTcs nmoka3s ciai1oB.

31. Uro Takoe npe3enTanus B nporpamme PowerPoint?

+ Habop cnaiioB, TOATOTOBICHHBIN B MMpoTpaMMe sl TPOCMOTpa.

- 'paduueckue nuarpaMMbl U TaOIUIIBI.

- TekcTOBOM TOKYMEHT, cojepkauiuii Habop u300pakeHui, pucyHkoB, GpoTorpaduit u
JUarpamm.

32. 3anyck nporpammMbl PowerPoint Mo:kHO OCylIeCTBUTH C MOMOIIbIO TAKOM
MOCJeJ0BATEJIbHOCTH AelCTBHIA:

- [lyck — I'maBHOe MeHto — [Iporpammer — MicrosoftPowerPoint.

- [Tanens 3amau — Hactpoiika — [Tanens ynpasnenus — MicrosoftPowerPoint.

+ Pab6ouniicton — [Tyck — Microsoft Power Point.

33. C noMomb10 KaKoii KHONKHU HA naHeJu PucoBanus B PowerPoint MmoxHO
U3MEHUTH IIBET BHYTPeHHeil o0JacTu purypsni?

+ IlBeT 3aIuBKHU.

- CTHJIb 32JIMBKU.



- [IBeT KOHTYDA.

34. Kak npukpenuts poH K caaiiny B npedediranuuu PowerPoint?

- ®opmar — O®oH — [IpuMeHUTSH.

- ®opmat — ®oH — [[puMEHUTH KO BCEM.

+ Bung — Odpopmiienue — DoH.

35. AuumanuoHHbie 3QdeKThI 1/ BLIOPAHHBIX 00HEKTOB Ha cJjaiijie npe3eHTaAllu
3a1a10TCsl KOMaH/A0M:

- [Toka3 cnaiinoB — Hactpoiika aHumManuu.

+ IToka3 cnaiioB — D deKTh aHUMAaIUH.

- [Toka3s cmaiinoB — [Tapamerpsl npe3eHTaNMy U CIaNn0B.

36. B kakoM paclmIMpeHHH 10 YMOJIYAHHIO COXPaHATCS npe3eHTanus B PowerPoint?
+ .ppt

-.Jpg

- -PppsS

37. las Toro 4To6bl ycTaHOBUTH B PowerPoint Hy’kHOe BpeMsi nmepexoja cJjaiaos,
HE00X0AMMO:

- IIpoiitu nyTs Iloka3 ciaiinos — HacTpolika BpeMEHHBIX MHTEPBAJIOB.

+ Ilpoiitn nyTts [lepexon cinaiinoB — I[IpoaBukeHue, 3a1aTh napaMeTpbl U IPUMEHUTH
HACTPOUKH.

- [Ipoiitn nyte HacTpoliku anumanuu — Bpemsa — [IpumeHuTs.

Mamepuanwl k ouggepenyuposannomy 3auenty

Teopemultecmm yacmo

1. UadopmanmoHHble TEXHOIOTHH — 3TO. ..

2. Kommsrorep 310 —
a) JIEKTPOHHOE BBIYMCIUTEIBHOE YCTPOICTBO JUIsl 00pabOTKH YKCeN;
0) yCTpOMCTBO ISl XpaHEHUS UHPOPMAIIUK JTF000TO BU/IA;
8) MHO20(VHKUUOHANbHOE DNEKMPOHHOE YCMPOUCMB0 011 pabombl ¢
ungopmayuei;
I') yCTPOHCTBO /7151 00pabOTKU aHATIOTOBBIX CUT'HAJIOB.

3. TlepcoHalIbHBIN KOMITBIOTEP CITYXKHT JJIS:

a) Coopa ungopmayuub) Ilepenaun nupopmanuu
B) Knaccuduxanum nuadpopmannu ) XpaneHuss ”HpopMauu

4. K yctpoiicTBaMm BBOJa MH()OPMAIIMH OTHOCSTCS:

a) Kiasuamypa 0) MOHUTOpP B) TIPUHTEP

2) ckauep 1) MOJeM e) Mblilb
5. K ycrpoiictBaM BbIBo1a HHGOPMAIIUU OTHOCSTCS:

a) npunmep 0) Moaem 8) MOHUMOp

I') MBIIIb J1) BUHYECTEp €) 368VK08ble KOJIOHKU
6. YkaxuTe yCTPOMCTBO sl OIKIIOYSHHS] KOMITbIOTEpa K CETH:

a) Mooenm. 0) MpIb. B) Ckanep. r) Monurop.
7. YKaxwure, KaKue yCTPOMCTBA OTHOCATCS K yCTPOMCTBAM XpaHEHUs

uH(popMaluu:

a) Kecmxuii macnummwvlil OUCKk 0) Monem

B) I[Ipuntep r) Ckanep

8. YkaxuTe, 4TO U3 MEPEUNCICHHOTO SBISETCS "MO3roM" KOMITBIOTEpa

a) Mukponpoueccop6) OnepaTuBHas MaMsTh

B) Knasuarypa r) OnepannoHHas cucTeEMa n) Kecrtknii quck
9. OmeparvBHas MaMATh NpeTHA3HAYCHA!

a) Jlng mrenbHOro XpaHeHus: HHGOopMaIun

6) s xpaneHus: Heu3MeHsieMoi nH(OpMaLUn

8) /lna kpamkospemenHo2o xpanenus ungopmayuu




r) Jlis JIMTenhbHOTO XpaHEeHUsT Hen3MeHsieMol nH(opManuu
10. [Inst moATOBpEMEHHOTO XpaHEHUsT HH(OPMAITUHU CITYXKHUT:
a) orepaTuBHAs MAMSATh; 0) mporueccop;
8) MacHUMmbLU OUCK,T) TUCKOBOI.
11. OcHOBHOI1 XapaKTEpUCTUKON MUKPOIIPOLIECCOpa SIBJISETCS
a) bvicmpooeticmaue; 0) yacTtoTa pa3BepTKH;
B) KOMITAaKTHOCTb; ') paspelarolnas CriocOOHOCTb;
J) €MKOCTh (pa3mep);
12. Kakyto (h)yHKIMIO BBIONHAIOT NepudepuitHble yCTpoiicTBa?
a) XxpaHeHue uHpopmanuu 0) 00paboTKy MHpOPMAITHHI
8) 8600-8b1600 un@dopmayuy T) yIpaBieHUE padOTON KOMITBIOTEpa

13. Cepsep- 310:
a) Komnvromep, NPedoCcmasIAwWuLl 8 00CMYn NOJIb308AMENIM KaKue-1ubo
pecypcul;
0) KOMIIbIOTEP, UMEIOIINI MOJKII0UeHue K ceTu HTepHeT;
B) IIEPEHOCHOM KOMIIbIOTEP;T) paboyasi CTaHLINS;
1) KOMITBIOTEP C MOJIEMOM, TMOJIKJIFOUEHHBIN K TeJae(hOHHOU TUHUU.

14 . Vxaxwure, kKakoMmy Kiiaccy (tury) mporpammuoro odecrieuenus (I10)
OTHOCSITCS OTIepPallMOHHBIE CUCTEMBI:

a) Cucmemnoe 110. B) Cucremsbl IpOrpaMMHUPOBAHHUSL.
0) [Ipuxnannoe I10. r) YaukansHoe [10.

15. OcHOBOI1 OnepalMOHHON CUCTEMBI SIBIISIETCS:
a) s0po OnepayuoOHHOU CUCHeMbl B) OIlepaTHBHAs MaMATh
0) npaiiBep I') MOJb30BATEIb

16. VcnionHsieMblii ¢aiis mporpaMMbl UMEET PACIIHPEHHE:

a) exe o0) dll B) txt r) doc

17. CoBOKymHOCTb IIPOrpaMM, KOTOPbIE MpeHA3HAUYCHBI TS YIIPaBICHUS
pecypcamMmul KOMITBIOTEpPa M BBIYUCIUTEIBHBIMU TIPOIIECCAMH, a TAKKE JIS
OpraHM3aliy B3aUMOJICHCTBUS TOJIB30BATEINS C allapaTypoil Ha3bIBAETCA ....

a) OnepayuoHHOU CUCMeMou B) TIPOLIECCOPOM

0) ¢aiinoBoit cucreMoit I') BUHYECTEPOM

18. ®daiin - sT0:
a) npocpamMma uiu OaHHble Ha OUCKe, UMErUWUe UM,
0) eauHMIIa U3MEPEHUS HH(DOPMAINH;B) IPOTpaMMa;

19. ®aiinosas cucrema - 3TO:
a) cucTeMa eIUMHUI] U3MepeHus nHpopmaImy;
0) cucreMa mporpaMm Juist 0ToopakeHust HHGOpMaLnu;
B) IIporpamMma WIH JJaHHbIC Ha IUCKE, UMCIOIIIHE HMS;
T) cucmema xpanenus ungopmayuu,

20.Kakas nmporpamma siBIsIeTCS TEKCTOBBIM ITpoIieccopom?

a) Excel6) Paint B) Access 2) Word

21. Kakas mporpaMMa sIBJISIETCS] TAOJIMYHBIM ITPOLIECCOPOM?

a) Wordo) Paint B) Access 2) Excel

22. Kakas nporpamma siBisieTcst rpamaeckuM pe1akTopom?

a) Excel6) Word B) Access 2) Paint23. TIporpammaMicrosoftWordnpennasnauena:
a) TOJBKO ISl CO3/TAaHUSI TEKCTOBBIX TOKYMEHTOB;

0) 014 co30anus MeKcmogulxX OOKYMEHMO8 ¢ dIeMEeHmMamu epapuru;

B) TOJBKO JJIA CO3JaHUsI TpaPUUIECKUX N300paKEeHHI;

T) TOJIBKO AJIA CO3/IaHus Tpaduueckux n300pakeHU ¢ SIeMEeHTaMH
TEKCTa;

24. Hcnonb3ys 0ydep oOMeHa MOKHO:

a) BCTaBIIATHh PUCYHKH U3 TPaduIeCcKOro PeaKkTopa B TEKCTOBBIN
pemaxkTop;

0) n1yOnampoBaTh pparMeHThl TEKCTa WIH rpaduKy;

B) KOIMPOBATH WM MepeMeniaTh (Haiibl U Mamnku;




2) ocywecmenamo ce nepeyucieHnble 0eucmsus;
25. DnemMeHTapHBIM 0OBEKTOM JICKTPOHHOM TaOIUIIBI SBISETCS ...
a) JHCTO) Auelika B) CTpOKa r) cronber
26. DnexTpoHHas TabIUIA — ITO:
a) MPUKJIAHAs TporpaMMa 1Jist 00paboTKU KOJOBBIX TAOIIHIL;
0) yCTpOICTBO MEPCOHAIILHOTO KOMIIBIOTEPA, YIIPABIISIONIEE €r0 PeCypCaMu;
8) NPUKIAOHAS NPOSPAMMA, NPEOHA3HAYEHHAs 0151 0OPAOOMKU
CMPYKMYPUPOBAHHBIX 8 8UQe MAOIUYbL OAHHBLX,
') CUCTEMHAs MporpamMma, YIpaBIsoias pecypcaMu MepcoHaATbHOTO
KOMIThIOTEPA MPU 00pabOTKE TAOJIHII.
27. DnexkTpoHHas TabyuIa npexHazHadeHa Jyis:
a) 06pabomKu npeuMyuecmeeHHo YUCI108blX OAHHbIX, CIPYKMYPUPOBAHHBIX
¢ NOMOWbI0 madauy;
0) yIopsiIOYEeHHOTO XpaHEeHUs U 00pa0OTKH 3HAYMUTEIbLHBIX MAaCCHBOB
JAHHBIX;
B) BU3YaJIM3aIlMU CTPYKTYPHBIX CBSI3€H MEXIy TAaHHBIMH,
Npe/ICTaBJICHHBIMU B Ta0IHIIAX;
T') peIaKTHPOBAHUS TPaPUICCKUX MPEICTABICHUA OOJIBIIIX 00BEMOB
uHpopmanuu.
28. I'paduka, popmupyemast u3 00BEKTOB rpaGUUECKUX MPUMUTHBOB U
OIKCHIBAIOIINX UX MATEMaTHYECKUX (HOPMYIT:
a) 6ekmopHast 0) pactpoBas B) MUKCEJIbHAs ') TOYCHHAs
29. JIro6oe n3o0pakeHHe B BUACOMAMAITH IIPEICTABIISCTCS B ... BUJIC.
a) pacmposom ~ 0) BEKTOPHOM  B) KOMOMHUPOBAHHOM  T) JINHEHHOM
30. YkaxuTe, KaKk Ha3bIBa€TCs MMPOrPAMMHBIN KOMIUICKC, MPEIHA3HAYCHHBIN JIJIs
CO3/TaHUS U 00CTYKHBaHUS 0a3bl JTAHHBIX:

a) CVBJL. 0) ACY. B) 1C. r) CV.

31. daiinel, co3manHbie B iporpaMmme MSACCESS, UMEIOT pacIIupeHHE:
a).doc;06).xls;s) .dbf;2) .mdb;x). mp3.
32. Ilporpamma MSAccessnpenHazHadeHa Jis:
a) 006paboTku rpaduyueckoit nHGoOpMaINH;
6) 00paboTKM TEKCTOBOI MH(OPMaLINY;
B) OCYIIECTBJICHUS PACUETOB;
2) 0na xpaneHus OONbUUX MACCUBOE OAHHBIX U 8b1800A HYHCHBIX
ceedeHull;
1) YIIpaBJeHUsI pecypcamMy KOMITbIOTEpa.
33. Cetb, B KOTOpPOI 00BETUHEHBI KOMITBIOTEPHI B PA3IIUYHBIX CTPaHAaX, Ha
pa3NUYHBIX KOHTMHEHTAaX.
a) ['nobanvnas cemv6) JlokanbHas ceTbB) PernonanbHas cetb
34. Certb, 00beAMHSAIONIAs] KOMIIBIOTEPHI B KOMHATE MM COCETHUX MOMEIIEHUSX.
a) ['mobanpHas cetb 0) Jlokanvnas cemw B) PernonanbHas cethb
35. Cerb, cBs3bIBaAIONIAS KOMIIBIOTEPHI B IpeieIax OMpeIeIEHHOIO PErHoHa.
a) ['mobanpHas cerb 0) JlokanpHas ceTh 8) Pecuonanvuas cemo
36. Anpec pa3Mmerienus cepsepa B Internet. Yacto Tak Ha3bIBalOT BCIO
coBOKymHOCTh Web-cTpaHuil, pacrioioxKeHHBIX Ha CepBepe.
a) Caumb6) Cepsepn) [Ipokounr) Bpayzep
37. CereBoii y3el, coiepKalliii JaHHBIC U MTPETOCTABIISIFOIINHN YCIIyTH APYTHM
KOMIIbIOTEpaM; KOMIBIOTEP, MOJAKIIOYEHHBIH K CETH U MCIIONb3yEeMBbIil JUIs
XpaHeHus: HPOopMaIuu.

a) Caiit 0) Cepsep B) [Ipoxon r) Bpaysep
38. DnekTponHas noura (e-mail) mo3Bossier nepenaBaTh:
a) TOJBKO COOOIIEHNUs;0) TOJIBKO (haiiIbl;

8)  co0OWeHus u npunodicenHble Qaiiivl, T)TOIBKO BUICON300PAKECHHIE;
39. KowmmnbroTep, MOAKIIOUEHHBIN K ceTH MHTepHET, 00s3aTeIbHO UMEET:

a) IP-aodpec;0) WEB - cepgep;




B) nomaiHioo WEB - ctpanuny;r)  J10MEHHOE UMS;
40. KoMIIBIOTEpHBIM BHPYCOM SIBJISICTCS:
a) nro0as mporpamMma, Co3/IaHHas Ha sI3bIKaX HU3KOTO YPOBHS,
0) mporpaMma MpOBEPKH U JICUCHHS TUCKOB;
B) IIporpamma, CKOMPOBAHHAS C II0X0 OTPOPMATUPOBAHHOMN JTUCKETHI,

2)

cneyualbHaAa npocpamma HeO0IbUL020 pasmepa, Komopas moaucem

npunucsledniob cebs K ODVZI/{M npozpammam, oHa obnadaem

CNnocoOHOCmbIO CPDASMHOAHCAMBECA)

1) SpJIBIK.

Hpakmultecmm uacmos

.

No ok

10.

=

No ok

10.

KoHTpo/sibHas npakTuyeckasa pabota

Haiitu B UnTepuere penent 6t01a «KOTIETHI O-KUEBCKU»

Cxomnuposats B word

OtdopMaTupoBaTh TEKCT MO cleAyromuM npapmwiam: mpudt TimesnewRoman, pazmep
12, 3aronoBok — 14, kpacHOTO 1BETa, KpacHasi CTpoka — 1 ¢M, MoJisi CTpaHuUIIbl — 3 ClieBa,
1,5 copaBa, 2 cBepXy M CHHU3Y, MEKIYCTPOUHBIA WHTEPBAT — OIUHAPHBIA, MEXKIY
ab3ariaMu HHTEpBaia HeT

CrpaBa BBepxy 100aBUTh KOOHTUTYT — PMO yueHnka, Kiace

JloGaBUTH CHU3Y M0 IIEHTPY HOMEpa CTPAHUI]

Co3iath Tpu CHOCKHM Ha OTpE/IeIICHHBIEC CTI0Ba, HANTH B IHTEpHETE 3HAUEHUE TUX CJIOB
Jlo6aBuTH N1Ba pUCYHKa ¢ OOTEKaHWEM IO KOHTYpY, ¢ Ao0OaBiieHHeM 3((PEKTOB TCHH U
CTIIaKUBaHUS

[Tocne no6aBuTh TAOIUILY pazMepoM 2x4 ¢ ykazaHHEM KOJIMYECTBa 3HAKOB (C mpobernamu
u 0e3), CIIOB M CTPOK, U3 KOTOPBIX COCTOUT CaMO CTUXOTBOPCHHE (BKJIIOYAs 3ar0JIOBOK),
IpaHULbl TaOMUIBI CAETAaTh JBOMHBIMU, 3aJUTh MEPBYIO CTPOKY C 3ar0JIOBKOM CBETJIO-
CEpBIM IIBETOM, 2 BO BTOPOW M3MEHUTH I[BET MIpU(Ta HA KPACHBIH

JloGaButh pazgen «CHUCOK HCHOIB3YEeMOW JTUTEpaTyphl», YKa3zaB B HEM aJpec caiTa,
OTKyJa ObUIO CKOITUPOBAHO CTUXOTBOPECHHE

JloGaBUTH oOIJIaBIeHHWE, BHECTH B HErO0 3aroJIOBOK CTHUXOTBOPEHHS U  CIHUCOK
HCIIOJIB3YyEMOM JINTEPATypPhI

KonTponbHas npaktudeckas pabora

Haiitu B UHTepHeTe penent 6mtoaa «bedcTporanoy

CxonupoBats B word

OtdopmatupoBaTh TEKCT HO cleAyomuM npasuiaMm: mpudt TimesnewRoman, pazmep
12, 3aronoBok — 14, kpacHOro 1BeTa, KpacHasi CTpoka — 1 cM, IoJIsi CTpaHUIIBI — 3 clieBa,
1,5 cnpaBa, 2 cBepxy M CHHU3Y, MEXKIYCTPOUHBIH HMHTEpBal — OIMHAPHBIM, MEXIY
ab3anamMu MHTEpBaia HET

CrpaBa BBepxy 100aBUTh KOIOHTUTYN — PMO yueHuka, Kiace

JloGaBUTH CHU3Y IO IIEHTPY HOMEpa CTPAHUI]

Co3zniaTh TpU CHOCKM Ha OIIpE/IEIICHHBIE CIIOBA, HAUTH B VIHTEpHETE 3HaUEHNE ITUX CJIOB
JloGaBuTh N1Ba pucyHKa ¢ OOTEKaHHWEM IO KOHTYpY, ¢ 1oOaBieHueM 3((HEKTOB TeHH U
CTJIa)KMBaHU

[Tocne cTuxoTBOpeHHs 00aBUTH TaOMUIly pa3MepoM 2x4 ¢ yKa3aHMEM KOJIMYeCTBa
3HaKoB (¢ mpobenaMu U 6e3), CIOB U CTPOK, U3 KOTOPBIX COCTOMT CaMO CTHUXOTBOpPEHUE
(BKJIFOYAsl 3ar0JIOBOK), TPAHUIIbl TAOIHIIBI CIENATh ABOWHBIMH, 3aJIUTh IEPBYIO CTPOKY C
3aroJIOBKOM CBETJIO-CEphIM I[BETOM, a BO BTOPOM M3MEHUTH LIBET IIpU(Ta HA KPaCHBIH
Jo6aButh paznen «CHUCOK MCIOIB3YEMON JTUTEPATyphl», yKa3aB B HEM ajpec CauTa,
OTKyZa OBLIO CKOITMPOBAHO CTUXOTBOPEHHE

JloGaBuTh oOrJNaBieHUE, BHECTH B HEr0 3aroJIOBOK CTHUXOTBOPEHHS U  CIHUCOK
UCIIOJIB3YEMOM JINTEpaTypPhl






