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1. TTacnopr KUM

1.1. O6aacTh npuMeHEeHUsA

KoMIUIEKT ~ KOHTPOJBHO-U3MEPUTENBHBIX ~ MAaTEpUaJOB  IPEAHA3HAYEH IS
IPOBEPKH pe3ysbTaToB oOcBoeHus yuyeOHou nucuuruinHel OIIL.07 KommnbrorepHas
0o0paboTKa JOKYMEHTOB OCHOBHOH IpO(ecCHOHAIbHON 00pa30BaTENIbHOM MpOrpamMMbl
— IporpaMMbl MOATOTOBKM CHELMATUCTOB cpeaHero 3BeHa (manee - IIIICC3) mo
cneruanbHOCTH (cniermanbHOCTsIM) CITO 46.02.01 «/lokymeHTanmonHoe obecrnedeHme
yIOpaBICHUS U apXUBOBEICHUE

1.2. KowmmiekT  KOHTPOJbHO-U3MEPHUTENbHBIX  MaTepHaliOB  IO3BOJISIET
ouleHuBaTh ymeHus u 3HaHus no guctummuHe OIIL.07 KommnerorepHas o6pabotka
JOKYMEHTOB

B pesynprare ocBoeHHS y4eOHOW AMCHUMIUIMHBI OOYYaIOLIUICS JOJKEH
obmamate mnpexycmorpeHHbiMu  DPI'OC  CIIO mno cmeumanbHoctu  46.02.01
JIOKYMEHTAIlMOHHOE O00ECIEUEeHUE YIPABICHUS W apXUBOBEACHUE CIELYIOIINMU
YMCHUSIMH:

V1 BBINOJHATH TpeOOBaHUS 110 OXpaHE TpyAa U TEXHUKE 0€30MaCHOCTH;

VY2 opranu3oBbIBaTh paboyee MECTO ISl MAKCUMaJIbHO 3(P(PEKTUBHOM pPabOTHI;

V3 npodeccuoHallbHO OCYIIECTBIATh Habop, (QopMartupoBaHUE, BBIBOJA Ha
neyaTh, COXpPAaHEHHWE TEKCTOBOM M 1u(dpoBOl HHPOpMANUMKU Ha M[EPCOHAIBHOM
KOMIIBIOTEPE;

VY4 uyurtaTh, NIOHUMATh M UCIPABIATh MPOEKTHI TOKYMEHTOB, C UCIOJIb30BaHUEM
CIPaBOYHO-IIPABOBBIX CHUCTEM;

V5 nnanupoBaTh pabouee BpeMs, UCHOIb3ys MPEICTABICHHBIC 3a/laHusl,
POrpaMMHOE 00ECTIeYeHUE U UCXOHYIO IOKYMEHTAIINIO;

VY6 BbIOMpPATH TEXHOJIOTUIO CO3JIaHUS TOKYMEHTA.

3HATh:

31 mpaBwi1 o 0XpaHe TpyAa U TEXHUKE 0€30MaCHOCTH;

32 mpaBuJ OpraHu3anuy paboyero Mecra cekperapsi U pyKOBOAUTES;

33pyCCKOM U JIATHHCKOM KJIABUATYPBI IEPCOHAIIBLHOIO KOMIIBIOTEDA;

34npaBuit 0opopMIIEHUS TEKCTOBBIX TOKYMEHTOB Ha MEPCOHATBHOM KOMIIBIOTEPE.

Kortopele  ¢opmupyror npodeccrnoHaNbHYI0  KOMIETEHLHMIO, M OOLIMMHU
KOMIETEHLIUSMU:

OK 02 Hcnonp3oBaThb COBpPEMEHHBIE CpEACTBA IIOMCKA, aHaIW3a U
UHTEpIpeTanud UHPopMaIuu, U UHGOPMAIIMOHHBIE TEXHOJOTHH JJIsl BBITOJIHEHUS
3a/1a4 mpodeccuoHaIbHON NeITeTbHOCTH

[IK 1.7. OdopmiisiTh OpraHU3aIllMOHHO- PACIOPSIUTEIbHBIC JOKYMEHTHl U
OpraHM30BbIBaTH PabOTy C€ HUMHM, B TOM 4YHUCJIE€ C  HCIOJb30BAHUEM
aBTOMATHU3UPOBAHHBIX CUCTEM.

1.2.0neHuBaHue YPOBHS OCBOECHHS YUeOHOM JUCHMIITTUHBI
[IpenqmeToM OLIEHMBAHUA CIYKAT YMEHHUA U 3HaHUS, npexycmorpeHHbie OI'OC

CIIO mno gucumumumuae OIIL.07 KowmmnbioTepHas o00paOoTka JAOKYMEHTOB,
HamnpaBJICHHbIE Ha (OpMHUpOBaHWE OOMMX U MPOPECCUOHATBHBIX KOMIIETEHITUH.



[IpomexyTouHass arrectanus MO Y4eOHOM MMCHUIUIMHE TPOBOIUTCS B dopme
3a4yeTa ¢ OL[CHKOM.



KOHTpOJ'II) M OLICHUBAHWEC YPOBHS OCBOCHUSA y‘lC6H0ﬁ JUCHUITIIIMHBI I10 TCMaM

Inemenm yuebHoi Dopmbl u Memoobl KOHMPOJIA
OUCUUNTTUHDL
N Ilpomesrrcymounana ammecmauyus
Tekyuyuit KonmpoJiop
@ Ilpogepsemoie @ Ilposepaemoie
0pMa KOHmMPOA OK, V, 3 0pMa KOHmMPOA OK,Y,3

Tema 1 CoBpemenHbIe [IpakTHYeCcKOE 3aHATHE
TeXHHYECKHE CPecTBA V1-V6, 31-34,
CO3JaHUS TEKCTOBbIX OK 02, IIK 1.7.
AOKYMEHTOB
Tema 2 OcBoeHue HpaKTI/I‘-IeCKOC 3aHATHUC
KJIAaBHATYPbI yl _y6 3 1 _34
I1epCOHATLHOTO ’ ;
KOMIbIOTEpa (PyccKuii OK 02, IIK 1.7.
mpu¢T)
Tema 3 Odopmirenune IIpakTrueckoe 3aHsTHE V1-V6, 31-34,
uuppoBOro Marepuaia OK 02, IIK 1.7.
Tema 4 TpeGoBanus K [IpakTHyeckoe 3aHsATHE V1-Ve, 31-34,
0()OPMJICHHIO CTPAHHIIBI OK 02, IIK 1.7.

[IpakTueckoe 3ansATHE
Lo Odopuacnme : YI-¥6,31:34
moA3aroJI0BKOB K TEKCTY OK 02’ HK 17
3‘::;4; S;‘g;g;;lr I]:;I;Ililf;])I;Hl/lﬂ [TpakTuyeckoe 3aHsaTHE V1-Y6, 31-34,
TeKeTa OK 02, IIK 1.7.
Tema 7 IpaBuna [IpakTrueckoe 3aHsTHE
¢opmaTupoBanus VI1-Y6,31-34,
OTIEJbLHBIX PEKBU3NTOB OK 02, IIK 1.7.
TEKCTa




Tema 8 OcBoenue

HpaKTI/I‘ICCKOC 3aHATHC

KJIaBHATYPBI V1-V6, 31-34,

MepPCOHATBLHOr0

KOMIIbIOTEPA (JIATUHCKUH OK 02, IIK 1.7.

mpudT)

Tema 9 MopMaTHpOBaHHe [IpakTyeckoe 3aHsATHE V1-¥e, 31-34,

PEKBH3HTOB TAGIHIbI OK 02, IIK 1.7.

Tema 10 KomnbioTepHbie IIpakTideckoe 3aHATHE V1-V6.31-34

TEXHOJIOTMH OATOTOBKH ’ ’
OK 02, IIK 1.7.

AOKYMEHTOB

IIpomexyTounas
aTTecTanus

3a4eT ¢ OLICHKOM

V1-Ve6, 31-34,
OK 02, IIK 1.7.




2. KUM paist Tekyueii aTrecranumn
2.1.IlpakTnyeckue 3aaanus (I13)

3ananue 1 TectupoBanue

BapuanT 1
bnox A

No 3amanue (BOmpoc) OtanoH
OTBETa

HNucTpykuus no BeinosHeHn1o 3aganus Ne 1- 4: cootHecure cogep:xanue croidua 1 ¢
cojeps;kaHMeM cT0Ji01a 2. 3anMIIuTe B COOTBETCTBYIOIIME CTPOKH 0JIAHKA OTBETOB
OyKBY M3 cT0/1011a 2, 0003HAYAKOIYI0 IPABUJILHBIN OTBET Ha BONPOCHI U3 cTosdna 1. B
pe3yJbTaTe BbINOJHeHUus: Bbl mosryunTe nocienopareqabHocTs nugp - 0yxks. Hanpn-
mep:

Ne 3aganus BapuanTorBera
1 1-A, 2-b,3-B
1 YcTaHOBUTE COOTBETCTBUE MOHATUNA U UX ONPEAECIEHUN 1-B
Cronber 1 Cronbery 2 2-b
1) Crapenue 1oKyMeHTA. A) BOCCTaHOBJICHHE TIEPBOHAYATBLHBIX WITH
2) KoHcepBanust TOKyMEHTA. ONMU3KUX K MEPBOHAYAIBHBIM CBOICTB U
BHEUTHUX MPU3HAKOB apXUBHOTO TOKYMEH-
Ta;

b) coznanue ycrnoBuii, 06ecrieunBaroOnnx
JIIATENBHYIO UIIOJIHYIO COXPAHHOCTD IOKY-
MEHTOB;

B) u3menenune nepBoHaYaIbHBIX (PU3HKO-
XAMHYECKHUX CBOMCTB IO/

BO3HeﬁCTBH€M BHCIIHUX U BHyTpeHHI/IX

(hakTOpOB.

2 | YcTaHOBUTE COOTBETCTBHUE KJIABUINIEH U 30HBI padOTHI ABIEB PYK Npu aecatu- | 1 - B,
[1aJIBIIEBOM METOJIE II€YaTH 2-b,
Cronber 1 Cronber 2 3-T
1) @, 51, B, a. A) OcHOBHAas MMO3UIMS TAIBIEB TIPaBOH py-

2) K, e,a, o,Mm, u. KH.

3) H,r,p,0,T,b. b) 3ona ykazaTeapHOTO nanbIia JICBOW PYKH.
B) OcHoBHast mo3uniys nanbleB JIEBOU py-
KH.
I') 30Ha yka3aTesnbHOrO Najlblia MpaBou py-
KH.

3 | YcTaHOBUTE COOTBETCTBUE BHJIOB JICIIOBBIX TOKYMEHTOB U (popmaToB Oymaru st | 1 — b,

ux opopmieHus 2-T,
Cronber 1 Cronbern 2 3-A
1) TIpuka3sbl, TUCbMa U IPYIHE A) A3.
OpraHU3alMOHHO- b) A4.
pacnopsaIuTENIbHbIE JOKYMEHTHI. B) Al.
2) CupaBku pa3nuuHoro xapakre- [') A6.
pa

3) IpusoxeHus, TuarpaMmel,
CXEMBI, OO0JIbIITNE TAOIHIIBI

4 YcTaHOBUTE COOTBETCTBUE COKPAIICHUI CJIOB U CJIOBOCOYETAHUM M UX BUJIOB 1-b,




Cronbern 1 Cronber 2 2-A,
1) ', em., 1., WL A) O6menpuHITHIC COKpPAICHUS. 3-1
2) T.e., H.3., 1 Op. b) Ccpiiku Ha yacTu TEKCTa, WIUTIOCTPALIUH,

3) 'OCT P, OP/1, IIK TaOIUIBI (C yKa3aHHEM HOMEPA).

B) Coxkpaiienus npu Ha3BaHUSX.
I') Cokpamenns npu mudpax.
J1) A6GpeBuaTypsbl.

HMHceTpyKkuus no BHINOJHEHHIO 3aaHuii Ne 5 - 20: BbioepuTe OYKBY, COOTBETCTBYIOLIYIO MPa-
BWJIBHOMY BAPHAHTY OTBETa M 3allUIINTE ee B 0JJAHK OTBETOB.

5 | ApXUBHBII JOKYMEHT—ITO: b
A)  3adukcupoBaHHas Ha MaTepualbHOM HOCUTENE HH(pOpMALIUA C
PEKBU3UTAMM, [TO3BOJIAIOIIUMHU €€ UIEHTU(ULUPOBATS;

b)  nmoKyMeHT coxpaHseMbli WM MOJUIEKAINNA COXPAHEHUIO B CH-
Jy €ro 3Ha4YMMOCTH J1JIs1 OOIIEeCTBa;

B)  yuernas u knaccuUkanMoOHHAs €AUHUIIA, TIPEICTABISIIOIIAS
co0oi1 puznueckn 060c00IEHHBIN JOKYMEHT, UMEIOIIUN CaMOCTOsI-
TEIbHOE 3HAUYCHHUE;

r 4. TOKYMEHT, OTHOCSIIIMICS K OJTHOMY BOIIPOCY WJIU YYaCTKY
JEATEeIIbHOCTH, IIOMEIIICHHBIN B OTACIBHYIO O0JIOKKY.
6 IIpu «cnenom» AecATUNANTBIEBOM METOJAE MeYaTH OCHOBHOW MO3ULIMEN JJIs Jie- B
BOU PYKU SIBJISIIOTCSI OYKBBI:
A)m, a, B, Bl
b)u,vy,k,e.
B) &, B, B, a.
) sa,4,c, M.
7 | YcranoBka nojeii jokymeHTa B nporpamme MSWord naxoaurcst B MEHIO: b
A) I'maBHas.
b) Pazmerka cTpaHuiibl.
B) Bcragka.
I') Hactpoiiku.
8 | Huns BeImeneHus 1eaoro ab3ama He peKOMEHAYETCS UCTIOIb30BaTh. B

A) mICHMO TIPOMTUCHBIMUA OyKBaMHU.
b) moguepkuBanue.

B) nuceMo Bpaspsaaky

I') kypcus.

J1) mucbMO KUPHBIM TIPUGTOM.

9 | Ot 3arosoBKa TEKCTA JI0 TEKCTA JIEJIAETCSI OTCTYII pa3MEpOM: B
A) OTMH MEXTYCTPOYHBIN HHTEPBAT,

b) nonTopa MeXycTpOUHBIX UHTEPBAJIA;
B) nBa MexayCcTpOYHBIX HHTEPBAIA;

I') Tpu MexAyCTPOYHBIX HHTEPBAJIA.

10 | Cpenm nmevararonux yCTpOKWCTB B HACTOSAIIEE BpeMs Hanbosee mupokoe pactpo- | b
CTpaHEHHE TOTYUHIIH:

A) XuMUYeCcKue, TEPMUIECKHE U (DOTOTIPUHTEPHI.
b) maTpuuHble, CTpyiiHbIE U JIa3€pHBIE IPUHTEPHI.
B) mpunTtepsr Samsung, Epson, Hewlett Packard

11 | MHOro¢pyHKIHOHAIBLHOE YCTPOWCTBO OOBIYHO COBMENIAET B ceOe: A
A) cxaHep, IpUHTEp, KOTIHP.

b) ckanep, mpuHTEp, TUTHUTAI3EP.

B) cBeroBoe mepo, MOHUTOP, KOJIOHKH.




I') HaymiHuKH, MUKPOGOH, KOJIOHKH.

12

Cpenu npuHTEpOB Hanboee 6€30MaCHBIM /IS 3710POBBS SBIISETCS:
A) MaTpu4HBIN IPUHTED.

b) cTpylinblii mpuHTEp.

B) nasepHslil npunHTeEp.

13

B GokoBuKe TaOIUIIBI pacnonaraloTes:

A) 3aronoBku rpad TaOIMIIbL.

b) mopsinkoBeie HOMEpa CTPOK.

B) Homepa ctpok.

') nopsiikoBbIe HOMEpPA CTPOK U UX 3ar0JIOBKH.

14

B aHI1053bIYHBIX TEKCTAX, 1€ CPEIHSA JUIMHA CI0BA O — 7 CUMBOJIOB Yallle BCETO
UCIIOJIb3YEeTCsl BHIPABHUBAHHUE TEKCTA:

A) 1o 1eBOMy Kparo JOKyMEHTA.

b) mo nenTpy nokymeHTa.

B) no npaBomy kparo JOKyMEHTAa.

I') mo 1ByM KpasiM TOKyMEHTa OTHOBPEMEHHO.

15

OO0bIuHO HyMepalus CTpaHHUIl HAUMHAETCs co BTropoidl. Homep nmpocrasisiercs:
A) pumcko# 1udpoit Ha BEpXHEM I0JIe JOKYMEHTA I10 IIEHTPY.

b) apaGckoit nngpoit 6e3 JOMOTHUTENBHBIX 3HAKOB (TOYKA, THPE) PSAIAOM IO LEH-
TPY BEPXHET0 MO TOKYMEHTA.

B) pumckoii in¢poii Mo HeHTpy BEpXHEro MK HIKHETO MOJIS TOKYMEHTA.

') apabckoit udpoit mo BepXHEMY WU HUKHEMY TIOJTI0 TOKYMEHTA.

J1) apabckoit 1udpoii ¢ TOUKOH B MpaBOi YaCTH BEPXHETO MOJISI JOKYMEHTA.

16

[Tpu ucnonp3oBanuu (aaroBoro crocoda ohopMIICHHs TOKYMEHTa 3ar0JI0BOK
MUTIETCS:

A) OT IeBOTO TOJIS TOKYMEHTA.

b) ot 1 mo3unmu Tabynstopa.

B) ot cepenuHbl cTpOKH.

I') oT mpaBoro moJist JOKyMeHTAa.

17

Cpoxk xpaHeHUs1 JOKYMEHTOB 3arca U JJIOKYMEHTOB JIMYHOI'O COCTaBa, 3aMKuCcei HO-
Tapuara u CyJeOHbIX JIeJl, HEX03SiCTBEHHbBIX KHMUT!

A) 15 nmer;
b) 75 ner;
B) 25 ner;
) 10 ner.

18

JIoKyMEHTHI B BEIOMCTBEHHBIN apXUB NEPEAAIOTCS U3 CTPYKTYPHBIX MTOApa3e-
JICHUU.

A) 1o mepe obopmIeHUS 1eT,

b)  depes rox mocnie ux 3aBepiieHUs JEIOMPOU3BOJICTBOM;
B)  omun pa3 B 5 jer;

I')  exemecsiuHo.

19

B siaeiike TabamuHoro mporeccopa MSEXcel He MOkeT HaXOIUThCS:
A) dbopmymna.

b) uucno.

B) Tekcr.

I') pucynox.

20

Co3nanue ycnoBuil, 00eCIeUnBaIOINX JUTUTEIBHYIO U MTOJHYIO COXPAaHHOCTh J10-
KYMEHTOB:

A) pecraBpariusi.

b) namunupoBanue.




B) nepenner.
I') koHCcepBanus.

bnok b
Ne  3aganue (Bompoc) OrtanoH
OTBETA

HHCTpyKUMS 10 BHINOJHEHHIO 3a7aHuii 21 — 25: B COOTBETCTBYIOILYIO CTPOKY OJIAaHKA OTBe-

TOB 3alUIINTE OKOHYAHNE MPeVI0KeHUs WM NMPONYILIeHHbIEe CJI0Ba

21 ... — yupexIeHHE WIN CTPYKTYPHOE Mo/pa3AeiieHue yUpeKICHHs, OpraHnu3anuy, ApXuB
NPEINPUATHS, OCYILECTBIIAIONIEE TPUEM U XpaHEHHE apXUBHBIX JOKYMEHTOB B
HMHTEpecax MoJib30BaATEIICH.

22 ... — U3MCHEHHE MEePBOHAYAIBHBIX (PU3NKO-XUMHUECKUX CBOMCTB TOJ] BO3/CH- Crapeny
CTBUEM BHEIIHUX M BHYTPEHHUX (AaKTOPOB.

23  DnekTpoHHAas MoYTa — ATO yciIyra cetu VIHTepHeT, MO3BOJISIONIasi OTIPABIISATh MOJEM
COOOIIIEHUS Yepe3 ... WIH CeTEBOE COeIMHEHNE C OJJHOTO KOMITbIOTEpa Ha JIpY-
rOM.

24 ... — BOCCTaHOBJICHUE NEPBOHAYAIBHBIX WIIM OJU3KUX K MIEPBOHAYATIHHBIM- Pecras-
CBOWCTB M BHEIIHUX NPU3HAKOB aPXUBHOT'O JOKYMEHTA, TOJIBEPTIIErOCs MOBper  parus
KJICHUIO WU pa3pylICHUIO.

2% Jlns KoppeKuuu onMOOoK U yaaueHHsI HEHYKHBIX CHMBOJIOB MOKHO MCIIOJIb30- Delete
BaTh KiaBuim BackSpase u

BapuanT 2

biiok A

Ne 3ananue (Borpoc) OTanox

OTBETA

Wuctpykuus o BeimoaHeHuto 3aganus Ne 1 - 4: cooTHecute conepxanue cronbua 1 ¢ conepskannem cronbua 2. 3anunTe B COOTBETCTBYIOIINE
CTpOKH OaHKa OTBETOB OYKBY M3 cTOJIOLA 2, 0003HAYAIONIYIO TPaBUIIBbHEII OTBET Ha BOIPOCHI U3 cTondua 1. B pesynbrare BeinoaHeHH Bbl oy
YHTE HOCNIeN0BaTeIbHOCTS u(p 1 Oyks. Hamprmep:

Ne zapanns BapuauT orBeTa
1 1-A, 2-B, 3-b

1 YcraHoBUTE COOTBETCTBUE COKPAIICHUI CJIOB U CJIOBOCOYETAHUM M UX BUJIOB 1-B,
Cronben 1 Cronber 2 2-T,
1) O6m, c.-X, 3-1, T. A) Ha3BaHus y4eHO cTeneHu, 3BaHus, 3-A
2) Mupg, py6., B. JIOJDKHOCTH TIpU (haMUITHH.

3) Anam., 1-p, K.ILH., 3aB. b) Ccplnku Ha 4acTH TEKCTa, UIUTFOCTPALIHH,
TaOJIHIIBI (C yKa3aHHEM HOMEpA).
B) Coxkpaiienust npu Ha3BaHUSX.
I') Coxpamenus npu mudpax.
1) A6GpeBuaTypshl.

2 YcTaHOBUTE COOTBETCTBUE KIIABUIIICH U 30HBI paOOTHI MANBIEB PYK MPU JIECITH- 1-A,
[1aJIBIIEBOM METOJIE II€YaTH 2-T,
Cronber 1 Cronbery 2 3-b
1) O,m m, x. A) OcHOBHAas MO3HIIMS TATBIEB TPABON PYKH.

2) 3,X,b,XK,D. b) 3ona cpeanero nanplia J€BOM pyKHU.
3) V,B,c. B) OcHoBHas mo3uIUs ANBIEB JICBOW PYKH.
I') 3oHa Mu3KHLIA TPABOM PYKHU.

3|  YcraHOBHUTE COOTBETCTBHE aOOpEBHATYPHI TEXHUYECKOMY CPEJICTBY TOJATOTOBKH 1-T,
TEKCTOBBIX JJOKYMEHTOB 2-A,
Cronber 1 Cronber 2 3-1
1) III1. A) IepconanbHast 3JIEKTPOHHO-




2) [I5BM. BBIYMCIIUTENIbHASI MAILLIHA.

3) IIDK. b) JloposxHast mUIIIyIas MariiHa.
B) [lepconanbHbIil KOMIBIOTED.
I') [TopraruBHAas MexaHWYECKasK MAIITYIIIAs
MaIInHa.
) Kanuensipckas snekTpoMexaHnvecKas
MUNTYIIast MalTuHA.

HNHcTpyKnus mo BHINOJTHEHUIO 3a1aHUA 4: Y CTaHOBHTE NPABWIBHYIO MI0CJI€10BATEIbHOCTH
3TanoB (mpoueccos). B pesyiabTaTe Bbl JOAKHBI OJIYYUTH MOCJIEI0BATEIbHOCTH HH(P

4

VYKaXuTe MpaBUIIbHYIO MMOCIIEI0BATEILHOCTD ATANIOB IKCIIEPTU3BI
[IEHHOCTH JOKYMEHTOB:

1) BenoMCTBEHHBIN apXUB,;
2) J1enonpou3BoOACTBO
OpTraHH3aIlHH;

3) l'ocynapcTBeHHBIN
apXxuB.

2,13

HNHCcTpyKUMS M0 BHINOJHEHUIO 3a1aHusA Ne 5 - 20: BbiOepuTe OYKBY, COOTBETCTBYIOIIYIO NPa-
BHJIbHOMY BAPMAHTY OTBETA M 3aNIUIINTE ee B 0JJAHK OTBETOB.

5. | [Iporpamma MicrosoftWord siensiercs: b
A) TEKCTOBBIM PETAKTOPOM.
b) TabnuunabiM
MPOLIECCOPOM.
B) rpaduueckum
PEAaKTOPOM.
I') TexkcToBBIM
IPOLIECCOPOM.
6 [Ipu «cnenom» gecaTUnanbUeBOM METOE NIeYaTh OCHOBHOM mo3uuuen s npar [
BOIl pyKU SIBJISIIOTCS OYKBBI:
A)P,o, 1, 1.
b) J1I, n, x, o.
B) I, m, m, 3.
I') O, n, u, x.
7| OOBIYHO JJIs MOIIMBKY B IETIO0 JOKYMEHTA, BBIIIOJIHEHHOTO Ha TUCTe (popmara B
A4 B KHM)KHOM BapHaHTE PACIIOIIOKEHUSI JTUCTA, UCTIONIB3YEeTC:
A) npaBoe noze.
b) BepxHee more.
B) neBoe noue.
I') HmxHEe mose.
8|  VYcraHoBka HymepallMu CTpaHUIl JOKyMeHTa B mporpamme MSWord naxoaures B
A) B MeHI0 «I'1aBHOEY.
b) Ha nanenu uHCTpyMEHTOB «Pa3MeTka CTpaHULIBI».
B) B MeHI0 «BcTaBkay.
') Ha manenu UHCTPYMEHTOB «HacTpoitku».
9 Ot 3aroJioBKa TE€KCTa J0 MO/13aroJIOBKa JIEIAeTCs OTCTYII: B
A) B OIMH MEXIyCTPOYHBIN HHTEPBAJL.
b) B moaTopa MexaycTpOUYHBIX HHTEpBaia.
B) B 1Ba MEXTyCTpOUYHBIX HHTEPBAJIA.
') B Tpu MeXIyCTPOUHBIX HHTEPBAJIA.
10 «Tumorpadckoe» Ka4ecTBO MeYaTH AOCTYITHO MPHU paclieyaThIBAHUU TOKyMeHTd b
Ha!




11

12

13

A) cTpyiiHOM M MaTpU4YHOM IPUHTEpAX.

b) crpyitHOM U 1a3epHOM NPUHTEPaX.

B) MAaTpUvIHOM H JIAa3CPHOM IMPUHTCpaAX.

JlokymeHT — 310. ..

A)  3adukcupoBaHHas Ha MaTepUaIbLHOM HOCUTENE UH(OpMAIIHS C
PEKBU3UTAMH, MTO3BOJISIOMUMHE €€ UICHTU(UITMPOBATS;

b) JTOKYMEHT, COXPaHsSIEMbI WJIK MOJICKAITUNA COXPAHCHUIO B
CUIIy €Iro 3BHAYUMOCTH IJIA O6HICCTB21;

B)  yuernas u xnaccudukanmoHHas €AMHUIIA, TPEACTABIISIONIAS
co0oit puzndecku 000COO0JEHHBIN JOKYMEHT, UMEIOIIUNA CaMOCTOs-
TCJIBbHOC 3HAYCHUC,

I JOKYMEHT, OTHOCSIIMICS K OJHOMY BONPOCY WM YYaCTKYy Aes-
TEJTHLHOCTH, TIOMEIIEHHBIA B OTJACIHHYIO O0JI0KKY.

Haunbounpmmii noTOK U3JIy4eHHUs OT COBPEMEHHBIX, MOHUTOPOB, UMEIOIINX TUTHU-
SHUYECKUI cepTu(UKAT, HAITPABJICH:

A) 1o IBMXKCHHIO JTyda B AJICKTPOHHO-TYyUEBOM TPYOKe (BIEpe]] OT IKpaHa).

b) Hazax ot ’Kkpana.

B) BHU3 0T 3KpaHna.

I') BBepx oT 3kpaHna.

B rosioBKy TaOIUIBI BXOMIST:

A) HamMeHOBaHUE OOKOBHUKA.

b) 3aronoBku cTpokK.

B) nHaumeHoBan#e OOKOBHKA, 3ar0JIOBKH rpad), Mo13arooBKu rpad.

') 3aronoBku rpad, moa3arosoBku rpad.

B pycckosi3pIUHBIX TEKCTaX, IJe cpeaHss anHa ciosa 11 — 13 cumBos0B varie
BCETO MCITOJB3YeTCs BRIpAaBHUBAHUE TEKCTA:A) 0 JICBOMY Kparo IokyMeHTa. b) o
LHEHTPY JOKYMEHTA.

B) no npaBomy Kparo JOKYMEHTA.

I') mo mmpuHe.

B cnenmanbsayio 00paboTKy JOKYMEHTOB HE BXOJIHT. ..

A)  ycTpaHeHHE MPUYUH YCKOPEHHOTO CTApEHUS U Pa3pyIIeHUs
JIOKYMEHTOB;

b) BOCCTaHOBJICHUE CBOMCTB JOKYMEHTOB, TCXHUYECKUX XAPAKTET
PUCTHK, JOJITOBEYHOCTH,

B)  BocmpousBeneHue TOKyMEHTHOU HH(pOpManu Ha 6oJiee
YCTOI>’I‘II/IBBIX HOCUTECIIAX,

[') oOecnpuiMBaHUE TIOKYMEHTOB.

J17ist BCTaBKH B TeKCTOBBII qokyMmeHT MSWord ¢parmMenTa qpyrux nporpamm
MO’KHO HCIIOJIb30BaTh:

A) MexrnporpaMmmHbIii Oydep oOmeHa.

b) mento Bug.

B) mento Cepauc.

I') menro ®opmar.

OCHOBHBIM 3JIEMEHTOM TabarmyHOTro mporeccopa MSEXxcel sBisercs:
A) sueiika.

b) xomonka (croiberr).

B) cTpoka.

I') nucr.

J1) xHura.




18 TIlpwu ¢aroBom pacrosoKeHUH 3arojloBKa TeKCTa ab3arr: B
A) BeIienIIeTCS a03a1tHBIM OTCTyNOM (1-€ mosokeHue TadysiTopa).
B) BeIIENseTCS YBETMYEHHBIM MEKIYCTPOYHBIM HHTEPBAIOM U a03aIHBIM OTCTY-
TIOM.
B) BBIIENSETCS TONBKO YBEIMUYEHHBIM MEXIYCTPOYHBIM HHTEPBAJIOM.

19 Knasuma CapsLock ucroms3yercs: A
A) xorga HeoOXoauMO HaOpaTh TEKCT MPOMUCHBIMHA OyKBaMHU.
b) xorga HE00X0IMMO BKIIFOUHTH ITU(GPOBOM PEKUM Ha JTOTIOTHUTEIHPHON KIIaBH-

aType.
B) xorga Heo6xonuMo HaOpaTh 3HAKH, CTOSIIME HAA UG PaMHU B BEPXHEM Py
KJIaBHATYPBIL.
20 Jns BeIgeneHHs a03aI[HOTO OTCTYIAa MOXKHO UCIIOJIB30BaTh KIIABHUIIY: B
A) Shift.
b) Citrl.
B) Tab.
I Alt.
bnok b
HMHceTpyKuMs 1m0 BHINOJHEHHIO 3aJaHuii 21 — 25: B COOTBETCTBYIOLIYIO CTPOKY OJIAHKA OTBe-
TOB 3alIUIINTE OKOHYAHNE MPeVI0KeHUs WM MPONYIIeHHbIEe CJI0BA
21 ... — Qusuyeckas opraHu3alys U yrnopsaoueHue Cucrema-
JJOKYMEHTOB Ha OCHOBE CXEMbI UX KJIACCH(UKAIINU. TU3ALUS
22  IIpunrepsl 6omabinoro gopmata, npeaHa3HAYCHHBIE IS BEIBOJA TEKCTOBOM, Tabr  IJIOTTe-
JUYHOU U rpaduyeckoit HHGOpMAIUK Ha TKaHb, IUIEHKY U Oymary OOJbIInX pamu
¢dopmaToB Ha3bIBAIOTCS rPa(OMOCTPOUTEISIMU HITH ...
23 I'padbl 1 CTPOKH ... JOJDKHBI HMETh 3ar0J0BKH, BEIPAXKCHHBIC HMEHEM CYIIC TaOJIUIIBI
CTBHUTEJIHHBIM B UIMEHUTEIHHOM IaIEKE.
24 CymiecTByeT 1Ba criocoba HarmMcaHus 3ar0JIOBKOB — IICHTPUPOBAHHBIHN H ... (hnaroBbIi
25 ... -2TO 3HAK Ha DKpaHE MOHUTOPA, OTOOPAKAIOIIHNI pabOTy KJIaBHATYyPHI. Kypcop

OlieHKa TeCTUPOBAHMS

MakcuMallbHO 10 TECTy MOXKHO HaOpath 25 OamwioB. Kaxaplii Bompoc
oneauBaercs B 1 Oami. Bompockl, moapasymeBaronme HeCKoJabKo oTBeTOB (1 — 4)
OLICHUBAIOTCS B 1 a1 TOJIBKO MPH MOJHOM COBIIQJICHUU OTBETOB C 3TAJOHOM.
3ananue 2

2.1. CocraBnenue u o¢OpMIECHHE OIHOTO W3 BHAOB OpPraHU3alMOHHO-
pacropsiIuTENbHBIX JTOKYMEHTOB

CocraBbTe MpUKa3 MO KOJUIEIXKY O MPOBEACHUU HHCTPYKTAX,a IO TEXHUKE
0e30macHOCTH B OOIIIECTBEHHBIX MECTaX, Ha BOJE U HA TPAHCIOPTE CO CTYJAEHTaMHU
nepes BbIXOJIOM Ha KaHUKYJbl. HepocTaromye JaHHbIe 3alI0JIHUTE CAMOCTOSITEIbHO

2.2. Peructpanus BXOASIIETO JOKYMEHTA

3apeructTpupyiTe BXOIAIUNA JOKYMEHT. DopMy >KypHaia BOCIHPOM3BEIUTE
CaMOCTOSITEJIbHO

2.3. OdopmiieHre 00IOKKH JieJia B COOTBETCTBUM C HOMEHKIATypoil Beibepute
U3 HOMEHKJIATYPhI JEJI0 U CO3/1aiTe MaKeT O0JI0KKH

2.4. Ananu3 oAroToBKM €A K Nepegaye Ha apXUBHOE XPAHCHUE

[Ipoananu3upyiTe COCTOSIHUE Jiefla, TMOJrOTOBJIEHHOTO K Iepelade Ha
apXMBHOE XpaHeHue (ompe-AeuTe, YTo erle HeoOXOAUMO clenaTh sl MOATOTOBKU
Jiena K apXUBHOMY XPaHEHHIO), COCTaBbTE MEPEeUeHb PEKOMEHIAIMI M0 TOJITOTOBKE
JieTia K Iepelaye Ha apXUBHOE XpaHEHUE



2.5. KonnpoBaHue 10KyMEHTa

CHUMHTE KOIIUIO C IOKyMEHTa

2.6. JlTamuHUpOBaHHE TOKYMEHTA

3anaMUHUPYITE TOKYMEHT

2.7.PenakTupoBaHue TEKCTa C UCIOJIb30BAHUEM CJIOBaper U BO3MokHOCTE T

OTpenakTupyuTe NpeaioKeHHbIA TEKCT

2.8. Opranu3zoBath paboyee MeCTO cekpeTaps (BBIIOJHUTH IJIaH pa3MElIeHUs
TEXHUYECKUX CPEJICTB)

Ha umeromemMcsi miaHe MoMemieHus pa3MecTUTe TEXHUYECKHE CPEJICTBA, Tak,
9TOOBl OpraHu3oBaTh padouee MeCTO CEeKpeTapsi pPYKOBOAMUTENS C YYETOM
COBPEMEHHBIX TPeOOBaHHMI HOPMATUBHOM TOKYMEHTALIUN U TEXHUKU O€30MacHOCTH

2.9.0¢dopmiierre KOMaHAUPOBOYHOTO YAOCTOBEPEHUS

OdopMUTh KOMAaHIUPOBOYHOE YAOCTOBEPEHUE COTPYIHUKA KOJUJIEIXKA,
HaIpaBJIsieMOT0 Ha CTaxupoBky B T. Camapa, cpokoM Ha 3 pans. Hepocraromue
JAHHBIE 3aII0JIHUTE CAMOCTOSITEIIEHO

2.10. CocraBUTh HWHCTPYKIHMIO MO OOecrneyeHuro Oe30MacHoro TpyJa s
ceKkpeTapsi pyKOBOJIUTEIS

CocTaBbTe HHCTPYKLMIO IO TEXHUKE O€30MacHOCTH mpu padoTe cC
MEPCOHAIILHBIM KOMITBIOTEPOM JJIsSI CEKpeTaps

2.11. CocraBrieHue anropuTMa nepeiadyd U perucTpaluuu TenepoHOrpaMmbl

Ha anpec xomnemxka npunuia tenegoHorpamma. llpuBenute anroputm ee
npHeMa U peructpauuu. Perucrpaunonnyo gopmy pazpaboTaiiTe caMOCTOSTENIBHO

3amaHus 1Jis IPOBeieHHsl 3a4€eTa ¢ OLEeHKOM

3AIAHUS (TPAKTUYECKHE)

3aganue Ne 1

Odopmure wuH(DOpPMAMOHHOE MHCHBMO B TEKCTOBOM mporeccope Word
(oOpasenr mHGOPMAITMOHHOTO TMChMa Ha caite Www.docdelo.ru). Ilpousseaute
Ha0Op TEKCTa METOJOM CIEION IeCATUITATIBIICBOM TTeYaTH.

3aganue Ne 2

OdopmuTe CONPOBOIUTEIBLHOE IMHUCHBMO B TEKCTOBOM mporeccope Word
(oOpaserr COIMPOBOAMTEILHOrO IMchMa Ha caiite Www.docdelo.ru). Ilpousseaute
HA0Op TEKCTa METOAOM CJICTION IeCITUIMAIIBIICBOM TTeYaTH.

3aganue Ne 3

OdopMuTe KOMMEpUYECKOe MpeIIoKEeHHE B TeKCTOBOM mporeccope \Word
(oOpazerr KoMMepUeCcKOro npeajaokeHus Ha carrte Www.docdelo.ru). Ilpousseante
HaOOp TEKCTa METOJIOM CIICTION JECATUIANBIIEBOM MeUaTH.

3ananue Ne 4
Odopmure mnHCBEMO-3ampoc B TekcToBoM mporeccope Word (oOpasen
nuchbMa-3amnpoca Ha caiite Www.docdelo.ru). Ilpoussenure HabOp TEKCTa METOIOM
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CJIENOMN JEeCIATUIIAIBIIEBON ITEYaTH.

3aganue Ne 5

OdopMuTe rapaHTuiiHOe MHUCHMO B TeKcTOoBOM Imporeccope Word (oOpasernn
rapaHTuiiHoro mucbMa Ha caite Www.docdelo.ru). TlpousBeaute HaOOp TekcTa
METOJIOM CJICTION JECSTUIIATBIIEBOM MTEYaTH.

3aganue Ne 6

Odopmure MUCHMO-TIOATBEPKICHHE B TEKCTOBOM mpoieccope  Word
(oOpazenr muchMa-noaTBepKacHUS Ha caiite Www.docdelo.ru). TIpousseaute Habop
TEKCTa METOLOM CJIENON JAECATUIIANIBLIEBOM IIEYaTH.

3axanue Ne 7

Odopmure mnUCbMO-0JarogapHocTh B TeKCTOBOM  mporeccope  Word
(oOpazenr muchMa-OyarogapHocTH Ha caite Www.docdelo.ru). TIpousBemure HaObOp
TEKCTa METOJOM CJICTION J€CITUIIAIbICBOM TICUaTH.

3aganue Ne 8

Odopmure mnucbMoO-0TKa3 B TekcToBoM mporeccope Word (o6pasen
nmuchMa-oTkasa Ha caiite wWww.docdelo.ru). IIpousseaure HaOOp TEKCTa METOIOM
CIICION JIECATUIAIIBIICBOM MEYATH.

3aganue Ne 9

Odopmure mnHcEMO-IpochOy B TekcToBoM Tmporeccope Word (oGpasery
nuchbMa-npockObl Ha caiite Www.docdelo.ru). Ilpousseaure HabOp TEKCTa METOIOM
CJICTION JIECATUIIAIBIECBOM MTEYaTH.

3axanue Ne 10

Odopmute pekoMEeHIATEeILHOE MHCBMO B TeKcTOBOM mporeccope Word
(oOpazenr pekoMeHIATeIbHOrO IMchMa Ha caite Www.docdelo.ru). TlpousBemute
Ha0Op TEKCTa METOJIOM CJICTION JECATUIIATBIIEBON TIEYaTH.

3aganue Ne 11

OdopMuTe akT O BBIACICHUU JTOKYMEHTOB K YHHYTOXCHHIO B TEKCTOBOM
nporieccope  Word  (oOpaser;y  akta O BBIACIEHHH  JOKYMEHTOB K
VHHUYTOXKCHWI0O Ha caiite www.docdelo.ru). ITponsBenure HaboOp TEKCTa METOIOM

CJIETION NECATUIAIILIIEBON MEYATH.

3amanue Ne 12
Odopmure npukaz B TekcroBoMm mporeccope Word (oOpasen mnpukasa
Ha  carre www.docdelo.ru). IlpousBemure HAOOp TEKCTa METOAOM CJICTIOMN

JIECSITUIIAJIBIIEBON I1€4Ya-TH.

3amanue Ne 13
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Odopmure pacrnopsbkeHue B TekcTtoBoM mporeccope  Word  (oGpasery
pacnopsbkeHust Ha caiite Www.docdelo.ru). IIpousseaure HAOOpP TEKCTa METOIOM
CJIENOMN JeCIATUIIAIBIIEBON ITEYaTH.

3aganue Ne 14
Odopmure pemrenne B TekcToBoM Tporieccope Word (oOpasen perieHwHs
Ha carre www.docdelo.ru). IlpousBenure HaOOp TEKCTa METOAOM CJICTION

JICCSITUTIAIBLICBOM MEYaTH.

3aganue Ne 15
Odopmute OOBSICHHUTEIBHYIO 3amUCKy B TekcToBoM mporeccope Word (oOpasen
OOBSICHUTEIIBHOHN 3amucku Ha caiite Www.docdelo.ru). IIpousBenure HabOp Tekcra
METOJIOM CJIENOM JECATUIIAIBIEBOUN NIEYATH.

3aganue Ne 16

OdopMuTe AOKIAAHYIO 3alUCKy B TekcToBOM mporeccope Word (oGpaser
JOKJIagHOW 3amuckd Ha cadte Www.docdelo.ru). ITlpousBeaure HaObOp TeKcCTa
METOJIOM CJICIION JIeCSATHU-NAJILLICBOM II€YaTH.

3aganue Ne 17

OdopmuTte 3asBIICHUE HA OYEPEIHOW OIUIAYMBAEMBIA OTIIYCK B TEKCTOBOM
npoiieccope Word (oOpaselr 3asBiicHHs] Ha 0Y4EPETHON OTUTAYMBACMBII OTITYCK Ha
caiite  www.docdelo.ru). TlpomsBemute HabOp TEKCTa METOJOM  CJICTIOMN

JIECITUNAIBIEBOM TI€YaTH.

3axanue Ne 18

Odopmute 3asBICHUE HA OTIYCK 3a CBOM CUET B TEKCTOBOM IIPOIIECCOPE
Word (oOpa3ser 3asBiacHHMS Ha OTIYCK 3a CBOWM cyeT Ha caiite Www.docdelo.ru).
[TpousBeauTe HAOOP TEKCTa METOOM CJICTION JAECATHIIAIBIIEBON TTeYaTH.

3aganue Ne 19

OdopmuTe BBITUCKY M3 TpHKa3a B TekcTtoBoM mporeccope Word (obGpaserr
BBIMIMCKK W3 TpuKa3a Ha caidte Www.docdelo.ru). TlpouwsBemure HaOOp TekcTa
METOJIOM CIICTION JIeCS-THIAIbIICBOM MeYaTy.

3aganue Ne 20

Odopmure  mNHCEMO-M3BENIEHHE B TEeKCTOBoM  mporeccope  Word
(oOpazerr mmchMa-u3BenieHUs Ha cadte Www.docdelo.ru). Tlpowsenure HaOOp
TEKCTa METOJIOM CJICIION Je-CATHUIIAIBIIEBON II€YaTH.

3aganue Ne 21

Odopmute NUCHMO-HAIOMHHAHWE B  TEKCTOBOM mporeccope  \Word
(oOpasenr muchrMa-HamoMuHaHUS Ha caiite Www.docdelo.ru). TIpousBemure HAOOP
TEKCTAa METOJIOM CJIENOH IeCATUNAIBIEBON II€YaTH.
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3aganue Ne 22

Odopmute muceMonpoch0y B TekcToBOM mporeccope Word (oOpaserr nmucbMma-
npocObl Ha caiite Www.docdelo.ru). ITpousBeaure HAOOp TEKCTa METOAOM CIEHON
JECSITUTIABIEBOU NIEYATH.

VY ciioBHS TPOBEICHUS ITPOMEKYTOYHOM aTTECTALIUU
KomuuecTBo BapraHTOB 3a1aHuil Asis aTTecTyromuxcs - 30
Bpewms Boinonnenus 3aganus - 1 yac 20 MuHyT.
OGopynoBanue: He mpeOyemcs.

5. Kpurepuu oneHuBaHus JJisl IPOMEKYTOUYHOM aTTeCTAIUN

YpoBeHb
Y4eOHBbIX IToxa3aTenu OLeHKH pe3yJbTaTa
AOCTHKECHUM

«d» OOHapyX1BaeT BCECTOPOHHEE CUCTEMATHYECKOE U TIIyOOKOe
3HaHHUE NPOrPaMMHOI0 MaTepuaia;

JEMOHCTPUPYET 3HAHUE COBPEMEHHOMN yueOHON U HAy4YHOU
JIUTEPATYPHI;

CIOCOOEH TBOPYECKH MPUMEHSTh 3HAHUE TEOPUH K PEIICHHUIO
npodeccuoHaNbHBIX 3a0a4;

BJIAJICET NOHATUIHBIM aIapaToM;

JEMOHCTPUPYET CIOCOOHOCTh K aHAIM3Yy U COIOCTABJICHHIO
Pa3IMYHBIX TMOJIXOAO0B K PEIICHUIO 3asBJICHHON
po0JIeMaTHKH;

IIOATBEPKIACT TEOPETUUECKUE MTOCTYIIAThI IPUMEPAMU U3
[IEJarOrH4eCKOu MPaKTUKH.

«4» oOHapyXMBaeT TBEPI0€ 3HAHKE POTPAMMHOI0 MaTepUaa;
YCBOWJI OCHOBHYIO U Han0oJIee 3HAUMMYIO TOTIOJTHUTEIbHYIO
JUTEPATYPY;

CHocOoO€H NPUMEHATh 3HAHNE TEOPUH K PEILICHUIO 3a/1a4
npoQecCHOHANBHOIO XapaKTepa,;

JIOITYCKAET OT/AEIbHbIE IOTPELIHOCTH U HETOUHOCTHU IIPU
OTBETE.
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«3»

B OCHOBHOM 3HAa€T MPOrpaMMHBIN MaTepuai B 00bEMe,
HEOOXOAMMOM ISl IPEACTOSIIIEH paboThI 10 MPOQeccuu;

B LIEJIOM YCBOMWJI OCHOBHYIO JINTEPATYPY;

JOITyCKAaEeT CYIIECTBEHHBIE IOTPEIIHOCTH B OTBETE HA BOIIPOC.
OTBeT TOJIBKO B paMKax JIEKIIMOHHOT'O Kypca, KOTOPbII
IIOKa3bIBAET 3HAHUE CYIIIHOCTH OCHOBHBIX KaT€TOPUM.

Kaxk npaBuiio, Takoi OTBET KpaToK, IPUBOIUMBIE
(OpMyJIMPOBKH SIBISAIOTCS HEIOCTATOUYHO YETKUMHU, B OTBETAX
JOMYCKAIOTCSl HETOYHOCTU. [lookuTenpHas OLEHKa MOKET
OBITH MTOCTABJICHA MIPU YCJIOBUM MOHUMAHUS CTYJEHTOM
CYLIHOCTH OCHOBHBIX KaTE€ropui

«2»

OOGHapy>KHBaeT 3HAUUTEIbHBIE MPOOEIBI B 3HAHUAX OCHOBHOTO
IIPOrPaMMHOI'0 MATEPHAIIA;

JIOTTYCKAET MPUHIMITHAATIBHBIE OITMOKH B OTBETE Ha BOMPOCHI;
JEMOHCTPUPYET HE3HAHUE TEOPUU U NPAKTUKH.
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