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14. �2B><0B878@>20==K9 :>=B@>;L 8A?>;=5=8O @0A?>@O48B5;L=KE 4>:C<5=B>2. 
15. «-;5:B@>==K9 >D8A» 8 53> >B;8G85 >B B@048F8>==>9 <>45;8 «1C<06=>3>» 4>:C<5=B>>1>@>B0. 
16. %8AB5<0 02B><0B870F88 45;>?@>872>4AB20 8 M;5:B@>==>3> 4>:C<5=B>>1>@>B0 «���"». 
17. %8AB5<0 C?@02;5=8O 4>:C<5=B0<8 «-DD5:B "D8A». 
18. �AB>@8G5A:85 MB0?K 02B><0B870F88 0@E82=>3> 45;0 2 $>AA88. 
19. -;5:B@>==K5 0@E82K. 
 

�@8<9@=O9 6>?@>AO 8;S ?>87>B>6:8 : A9<8=4@A:8< 74=SB8S<:  
1. #>=OB85 4>:C<5=B0, 4>:C<5=B>>1>@>B0 8 ?>B>:0 4>:C<5=B>2. 
2. *5;8 2=54@5=8O M;5:B@>==>3> 4>:C<5=B>>1>@>B0. 
3. &5=45=F88 @0728B8O A8AB5< M;5:B@>==>3> 4>:C<5=B>>1>@>B0. $K=>: %-�. 
4. %B0=40@BK 2 >1;0AB8 M;5:B@>==>3> 4>:C<5=B>>1>@>B0 (EDI). 
5.  5AB> %-� 2 8=D>@<0F8>==>9 A8AB5<5 ?@54?@8OB8O. 
6. &8?K %-�. %8AB5<0 45;>?@>872>4AB20 8 A8AB5<0 M;5:B@>==>3> 4>:C<5=B>>1>@>B0. 
7. �;0AA8D8:0F8O 02B><0B878@>20==KE A8AB5< 45;>?@>872>4AB20 8 M;5:B@>==>3> 4>:C<5=B>>1>@>B0. 
8. &8?K B5E=>;>389 M;5:B@>==>3> C?@02;5=8O 4>:C<5=B0<8 (-'�). 
9. �>:C<5=B 2 8=D>@<0F8>==>9 A8AB5<5. &8?K 4>:C<5=B>2 2 8=D>@<0F8>==>9 A8AB5<5: 1C<06=K9 

4>:C<5=B, >1@07 4>:C<5=B0, M;5:B@>==K9 4>:C<5=B, AB@C:BC@8@>20==K5 4>:C<5=BK, XML 3 ?@54AB02;5=85. 
10. %?5F8D8:0 4>:C<5=B0 2 %-�. %;>6=K5 4>:C<5=BK. �>:C<5=B 2 45;>?@>872>4AB25. 
11. �>:C<5=B 2 %-�. $>645=85. %B0=>2;5=85. #C1;8:0F8O. �@E828@>20=85. 
12. #>445@6:0 687=5==>3> F8:;0 2 @07;8G=KE %-�. )@0=8;8I5 0B@81CB>2 4>:C<5=B>2. )@0=8;8I5 A0<8E 

4>:C<5=B>2. 
13. �>=F5?F88 1571C<06=>9 B5E=>;>388 C?@02;5=8O. 
14. &8?>2K5 :><?>=5=BK %-�: E@0=8;8I5 :0@B>G5: (0B@81CB>2) 4>:C<5=B>2; E@0=8;8I5 4>:C<5=B>2; 

:><?>=5=BK, >ACI5AB2;ONI85 187=5A-;>38:C A8AB5<K. 
15. �><?>=5=BK DC=:F8>=0;L=>AB8 %-�. '?@02;5=85 4>:C<5=B0<8 2 E@0=8;8I5. #>8A: 4>:C<5=B>2. 

 0@H@CB870F8O 8 :>=B@>;L 8A?>;=5=8O. "BG5BK. �4<8=8AB@8@>20=85. 
16.  5B>4K A>@B8@>2:8 4>:C<5=B>2 2 %-�. 
17. "A=>2=K5 DC=:F88 %-�. &8?>2K5 B@51>20=8O : %-�. 
18. #@58<CI5AB20 2=54@5=8O A8AB5<K M;5:B@>==>3> 4>:C<5=B>>1>@>B0. 
19. #@8G8=K 02B><0B870F88. �K1>@ A8AB5<K 02B><0B870F88. 
20. �0@80=BK @5H5=8O 7040G 02B><0B870F88 4>:C<5=B>>1>@>B0. #@>1;5<0 548=AB20 8=D>@<0F8>==>9 

A8AB5<K 8 8=B53@0F88 %-� 2 8=D@0AB@C:BC@C :>@?>@0B82=>9 �%. 
21. �@0B:89 >17>@ @K=:0 8 :;0AA8D8:0F8O ?;0BD>@<, ?@54AB02;5==KE =0 @K=:5. 
22. (0:B>@K, 2;8ONI85 =0 2K1>@ 107>2>9 ?;0BD>@<K. 
23. ECM-A8AB5<K. 
24. BPM 3 A8AB5<K. 
25. "B5G5AB25==K5 %-�. 
26. (0:B>@ Microsoft SharePoint. 
27. #>4A8AB5<K 02B><0B870F88 4>:C<5=B>>1>@>B0. 
28. %8AB5<K 02B><0B870F88 45;>?@>872>4AB20. 
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29. #>4A8AB5<0 0@E820 4>:C<5=B>2, C?@02;5=8O :>=B5=B>< 8 A@54AB20 AB@C:BC@870F88. ("@30=870F8O 
E@0=8;8I0 D09;>2; "@30=870F8O <5B040==KE; �=B53@0F8O A >D8A=K<8 ?@8;>65=8O<8; %@54AB20 AB@C:BC@870F88 
8=D>@<0F88 2 0@E825; %@54AB20 703@C7:8 4>:C<5=B>2 Data Capturing; #@8<5@K A@54AB2 >@30=870F88 0@E820 
4>:C<5=B>2 2 @07;8G=KE :;0AA0E #").  

30. %8AB5<K 22>40 4>:C<5=B>2 8 A8AB5<K >1@01>B:8 >1@07>2 4>:C<5=B>2 
31. #>4A8AB5<0 <0@H@CB870F88 4>:C<5=B>2 8 C?@02;5=8O 7040=8O<8. (#@8<5@K 8A?>;L7>20=8O 

<0@H@CB870F88 4>:C<5=B>2 2 @07;8G=KE ?@8:;04=KE A8AB5<0E; �84K 8 A?>A>1K <0@H@CB870F88 4>:C<5=B>2; 
�48=0O 8=D@0AB@C:BC@0 7040=89, DC=:F88; %@54AB20 >@30=870F88 70<5I5=89; %@54AB20 C254><;5=89 8 
02B><0B870F8O >1@01>B:8 7040=89; #@8<5@K A@54AB2 <0@H@CB870F88 8 ?>4A8AB5<K 7040=89 2 @07;8G=KE :;0AA0E 

#"). 
32. %8AB5<K :><?;5:A=>9 02B><0B870F88 187=5A-?@>F5AA>2. 
33. &8?K ?@8;>65=89, 2=54@O5<KE 2 @0<:0E :>@?>@0B82=>9 %-�: 0@E82K M;5:B@>==KE 4>:C<5=B>2; 

02B><0B870F8O ?@>F5AA>2 :;0AA8G5A:>3> @>AA89A:>3> 4>:C<5=B>>1>@>B0 (?>445@6:0 4>:C<5=B0F8>==>3> 
>15A?5G5=8O C?@02;5=8O 4 �"'); 02B><0B870F8O ?@>F5AA>2 A>3;0A>20=8O 4>:C<5=B>2; 02B><0B870F8O C?@02;5=8O 
1C<06=K< 0@E82><; 02B><0B870F8O ?@>F5AA>2 >1I504<8=8AB@0B82=>3> 4>:C<5=B>>1>@>B0; 02B><0B870F8O 
A?5F8D8G5A:8E >B@0A;52KE 7040G; 02B><0B870F8O ?@>F5AA=>3> C?@02;5=8O; 02B><0B870F8O 4>:C<5=B>>1>@>B0 2 
C?@02;5=88 ?@>5:B0<8; 02B><0B870F8O B5E=8G5A:>3> 4>:C<5=B>>1>@>B0. 

34. �@E82K M;5:B@>==KE 4>:C<5=B>2. 
35. �2B><0B870F8O ?@>F5AA>2 :;0AA8G5A:>3> @>AA89A:>3> 4>:C<5=B>>1>@>B0 (?>445@6:0 

4>:C<5=B0F8>==>3> >15A?5G5=8O C?@02;5=8O - �"'). 
36. �2B><0B870F8O ?@>F5AA>2 A>3;0A>20=8O 4>:C<5=B>2. 
37. �2B><0B870F8O C?@02;5=8O 1C<06=K< 0@E82><. 
38. �2B><0B870F8O ?@>F5AA>2 >1I504<8=8AB@0B82=>3> 4>:C<5=B>>1>@>B0. 
 

�@8<9@=O9 :><?;9:A @47=>C@>6=96OE 7484=89 (=4 >A=>69 ?@4:B8G9A:>9 A8BC4F88):  
�040=85 1. 
�;O 20H59 >@30=870F88 A>AB028BL ?5@5G5=L 8A?>;L7C5<KE 284>2 4>:C<5=B>2. �A5 4>:C<5=BK @0718BL =0 B@8 

:0B53>@88: 
- 2E>4OI85 4>:C<5=BK; 
- 2=CB@5==85 4>:C<5=BK; 
- AE>4OI85. 
�;O :064>3> 2840 4>:C<5=B0 A>AB028BL >?5@03@0<<C ?> >1@07FC.  
�45AL =C6=> >?@545;8BL: 
- ?5@5G5=L 8 ?>A;54>20B5;L=>ABL >?5@0F89 ?> >1@01>B:5 4>:C<5=B0; 
- >B25BAB25==>3> 8A?>;=8B5;O :064>9 >?5@0F88; 
- A@>: 2K?>;=5=8O :064>9 >?5@0F88.  >6=> C:07K20BL ?@8<5@=K9 A@>: 8;8 <0:A8<0;L=K9 A@>:. 

)0@0:B5@8AB8:C C:070==>3> A@>:0 =5>1E>48<> >1>A=>20BL 
 

�040=85 2. 
#5@5G8A;8B5 :;NG52K5 ?>=OB8O 2 >1;0AB8 >@30=870F88 M;5:B@>==>3> 4>:C<5=B>>1>@>B0. #@82548B5 

?@8<5@K M;5:B@>==KE 4>:C<5=B>2. 
 

�040=85 3.  
�7CG8B5 =>@<0B82=>-?@02>2CN 107C, :0A0NICNAO M;5:B@>==>3> 4>:C<5=B>>1>@>B0. �=0;87 ?C1;8:0F89 2 

?5@8>48G5A:>9 ?5G0B8 8 =0 ?@>D8;L=KE �=B5@=5B-A09B0E, ?>43>B>2:0 A>>1I5=89 8 4>:;04>2. 
 

�040=85 4.  
�7CG8B5 @5:2878BK 4>:C<5=B>2 8 ?@028;0 8E >D>@<;5=8O. ':068B5 2 :>=A?5:B5: A>45@60=85 @5:2878B>2 8 

?@028;0 8E >D>@<;5=8O; B5:AB 4>:C<5=B0, 53> AB@C:BC@0 8 B@51>20=8O : A>AB02;5=8N. #@82548B5 ?@8<5@K 
A>AB02;5=8O ?@8:07>2, 45;>2KE ?8A5<. 

 

�040=85 5. �7CG8B5 �"%& $ �%"/ -�15288-2005. !0F8>=0;L=K9 AB0=40@B $>AA89A:>9 (545@0F88. 
�=D>@<0F8>==0O B5E=>;>38O. %8AB5<=0O 8=65=5@8O. #@>F5AAK 687=5==>3> F8:;0 A8AB5<; �"%& $� 51987-2002. 
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�=D>@<0F8>==0O B5E=>;>38O. �><?;5:A AB0=40@B>2 =0 02B><0B878@>20==K5 8=D>@<0F8>==K5 A8AB5<K. &8?>2K5 
B@51>20=8O 8 ?>:070B5;8 :0G5AB20 DC=:F8>=8@>20=8O 8=D>@<0F8>==KE A8AB5<. #> @57C;LB0B0< 87CG5=8O A>AB02LB5 
B5@<8=>;>38G5A:89 0??0@0B 2 2845 B01;8FK 

&01;8F0. &5@<8=K 8 >?@545;5=8O. 
&5@<8= "?@545;5=85 
1. �=D>@<0F8>==0O B5E=>;>38O  

2. �87=5==K9 F8:; A8AB5<K  

3. �=D>@<0F8>==0O 157>?0A=>ABL  

4. !5A0=:F8>=8@>20==K9 4>ABC? : 8=D>@<0F8>==K< 
@5AC@A0< (%�# 

 

5. &  

 

 

 

�040=85 6.  
#@>2548B5 A@02=8B5;L=K9 0=0;87 F5=B@0;87>20==>3> 8 45F5=B@0;87>20==>3> ?>4E>40 : M;5:B@>==><C 

4>:C<5=B>>1>@>BC. 
 

�040=85 7. #@>0=0;878@C9B5 AE5<K 42865=8O 4>:C<5=B>2 =0 ?@54?@8OB88 ?> MB0?0<: �>:C<5=B>>1>@>B 2 
>@30=870F88. '?@02;5=85 42865=85< 4>:C<5=B>2. #@85< M;5:B@>==KE 4>:C<5=B>2. &5E=>;>38O <0AA>2>3> 22>40 
1C<06=KE 4>:C<5=B>2 2 8=D>@<0F8>==CN 107C 40==KE. )@0=5=85 M;5:B@>==KE 4>:C<5=B>2. $0745;5=85 ?@02 
4>ABC?0 0CB5=B8D8:0F8O ?>;L7>20B5;59. 

 

�040=85 8. 
"1>A=C9B5 =5>1E>48<>ABL ?5@5E>40 : 1571C<06=>9 B5E=>;>388 C?@02;5=8O; 
 

�040=85 9.  
"17>@ >A=>2=KE A8AB5< M;5:B@>==>3> 4>:C<5=B>>1>@>B0, ?@54AB02;5==KE 2 $>AA88; 
 

�040=85 10. 
�K45;8B5 >A=>2=K5 7040G8 >@30=870F88 A8AB5<K M;5:B@>==>3> 4>:C<5=B>>1>@>B0 (%-�). 
 

�040=85 11. 
�7CG8B5 =>@<0B82=>-?@02>2CN 107C, :0A0NICNAO M;5:B@>==KE A8AB5< C?@02;5=8O 4>:C<5=B>>1>@>B><. 

�=0;87 ?C1;8:0F89 2 ?5@8>48G5A:>9 ?5G0B8 8 =0 ?@>D8;L=KE �=B5@=5B-A09B0E, ?>43>B>2:0 A>>1I5=89 8 4>:;04>2. 
 

�040=85 12.  
�7CG8B5 AB0=40@B ISO 15489 8 >?8H8B5 2>7<>6=>AB8 53> ?@8<5=5=8O 4;O @01>BK A M;5:B@>==K<8 

4>:C<5=B0<8. 
 

�040=85 13.  
"@30=87C9B5 M;5:B@>==K9 0@E82 4>:C<5=B>2 8 ?@>F5AA C?@02;5=8O =>@<0B82=>-A?@02>G=>9 8=D>@<0F859 2 

A8AB5<0E 4>:C<5=B>>1>@>B0. 
 

�040=85 14.  
#@>25AB8 0=0;87 @K=:0 M;5:B@>==KE A8AB5< C?@02;5=8O 4>:C<5=B>>1>@>B>< 2 $>AA88 8 70 @C156><. 

$57C;LB0BK >D>@<8BL 2 2845 8;;NAB@0F89. (?> 2K1>@C). 
 

�040=85 15.  
�K45;8B5 8 :;0AA8D8F8@C9B5 ?>B@51=>AB8 8 A?@>A ?>;L7>20B5;59 =0 8=D>@<0F8>==K5 B5E=>;>388 4;O 

4>:C<5=B0F8>==>3> C?@02;5=8O. 
 

�@8<9@=O9 ?9@9G9=P 88A:CAA8>==OE B9< 8;S ?@>6989=8S :@C7;>7> AB>;4: 
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1. &@51>20=8O <564C=0@>4=KE 8 @>AA89A:8E AB0=40@B>2 : >D>@<;5=8N M;5:B@>==KE 4>:C<5=B>2. 
%@02=8B5;L=K9 0=0;87 A>740=8O 8 8A?>;L7>20=8O M;5:B@>==KE 4>:C<5=B>2 2 70@C156=KE AB@0=0E 8 $>AA88.  

2. #@8=F8?K 8 CA;>28O @07<5I5=8O M;5:B@>==KE 4>:C<5=B>2 4;O >B:@KB>3> 4>ABC?0. 
3. -;5:B@>==K5 4>:C<5=BK 2 =0CG=>9 8 ?@>A25B8B5;LA:>9 45OB5;L=>AB8 0@E82>2. 

 

�@8<9@=O9 :><?;9:A B9AB>6OE 7484=89 8;S B9:Cщ97> :>=B@>;S:  

1. +B> 2 A51O =5 2:;NG05B M;5:B@>==>5 45;>?@>872>4AB2>: 
0) >15A?5G5=85 A2>52@5<5==>3> 8 ?@028;L=>3> A>740=8O 4>:C<5=B>2; 
1) >@30=870F8O @01>BK A 4>:C<5=B0<8; 
2) E@0=5=85 A8AB5<0B878@>20=85 8 ?>43>B>2:0 4>:C<5=B>2 4;O A40G8 2 0@E82; 
3) ?>@O4>: ?5@540G8 4>:C<5=B>2 87 >4=>3> >@30=0 2;0AB8 2 4@C3>9. 
 

2. +B> <>6=> >B=5AB8 : <5E0=8G5A:8< A?>A>10< D8:A0F88 A@54AB2 4>:C<5=B8@>20=8O: 
0) :0@0=40H 8 @CG:0; 
1) ?8HCI85 <0H8=:8; 
2) 48:B>D>=; 
3) ?5@A>=0;L=K9 :><?LNB5@. 
  

3. �0:>9 =>@<0B82=>-?@02>2>9 0:B @53C;8@C5B >1@0I5=85 4>:C<5=B>2 2 8=D>@<0F8>==>9 AD5@5: 
0) (� «"1 -*#»; 
1) (� «"1 1CE30;B5@A:>9 CG5B5»; 
2) (� «"1 8=D>@<0F88, 8=D>@<0B870F88 8 70I8B5 > 8=D>@<0F88»; 
3) (� «" <5AB=>< A0<>C?@02;5=88 2 $(». 
 

4. � :><?LNB5@=KE ?@>3@0<<0E, ?@54=07=0G5==KE 4;O =01>@0 8 >D>@<;5=8O B5:AB>2, B8?>2K5 D>@<K 
4>:C<5=B>2, =07K20NBAO: 

0) 8<59;; 
1) 0?459B; 
2) H01;>=K; 
3) 0@E820B>@. 
 

5. +B> =5 2E>48B 2 A>AB02 >A=>2=KE 2708<>459AB2CNI8E G0AB59 8=D>@<0F8>==>9 A8AB5<K: 
1) A8AB5<0 C?@02;5=8O :>@?>@0B82=>9 107>9 40==KE; 
2) A8AB5<0 C?@02;5=8O M;5:B@>==K<8 4>:C<5=B0<8, M;5:B@>==K9 0@E82; 
3) A8AB5<0 M;5:B@>==>3> ?5@52>40 B5:AB>2>9 8=D>@<0F88; 
4) A8AB5<0 22>40 ?5G0B=>9 8=D>@<0F88 2 :><?LNB5@. 
 

6. �0:85 ?@>3@0<<=K5 A@54AB20 =5 8A?>;L7CNBAO 4;O A>740=8O 4>:C<5=B>2: 
1) B01;8G=K9 ?@>F5AA>@; 
2) B5:AB>2K9 ?@>F5AA>@; 
3) SILK-8=B5@D59A; 
4) 3@0D8G5A:89 ?@>F5AA>@. 
 

7. �0:85 A@54AB20 A8AB5<K C?@02;5=8O 4>:C<5=B>>1>@>B>< ?>72>;ONB 2 ;N1>9 <><5=B 2@5<5=8 
?5@5@0A?@545;8BL 7040=8O: 

1) A@54AB20 <>=8B>@8=30; 
2) A@54AB20 :>=B@>;O; 
3) A@54AB20 A;565=8O; 
4) ?@>3@0<<=K5 A@54AB20. 
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8. %>2@5<5==>5 45;>?@>872>4AB2> 3 MB>: 
1) =01>@ B5E=8G5A:8E >?5@0F89; 
2) A8AB5<0 8=D>@<0F8>==>3> >15A?5G5=8O C?@02;5=G5A:>3> 0??0@0B0; 
3) A8AB5<0 �"%&>2 8 AB0=40@B>2; 
4) A>2>:C?=>ABL B5E=8G5A:8E A@54AB2 8A?>;L7C5<KE 4;O 2545=8O 45;. 
 

9. � :0:>< =>@<0B82=>-?@02>2>< 0:B5 70;>65=0 ?@02>20O >A=>20 M;5:B@>==>3> 4>:C<5=B>>1>@>B0: 
1) (� «"1 >1O70B5;L=>< M:75<?;O@5 4>:C<5=B>2»; 
2) �@0640=A:89 :>45:A $(; 
3) (� «"1 -*#»; 
4) (� «"1 8=D>@<0F88, 8=D>@<0F8>==KE B5E=>;>38OE 8 > 70I8B5 8=D>@<0F88». 
 

10. +B> =5 2E>4OB 2 A>AB02 8=D>@<0F8>==>9 A8AB5<K: 
1. %8AB5<0 C?@02;5=8O :>@?>@0B82=>9 107>9 40==KE (%'��). 
2. %8AB5<0 02B><0B870F88 45;>2KE >?5@0F89 8 4>:C<5=B>>1>@>B0 (WorkFlow). 
3. %8AB5<0 C?@02;5=8O M;5:B@>==K<8 4>:C<5=B0<8, M;5:B@>==K9 0@E82 (EDMS). 
5. �><?LNB5@ 8 ?5@8D5@8O. 
 

11. +B> O2;O5BAO >1J5:B>< 87CG5=8O M;5:B@>==>3> 45;>?@>872>4AB20: 
1) =>@<0B82=>-?@02>2>9 0:B; 
2) 4>:C<5=B 8 B5E=>;>388 @01>BK A =8<; 
3) AC451=0O ?@0:B8:0; 
4) 2A5 2KH5?5@5G8A;5==>5. 
 

12. �0:85 A8AB5<K =5 2E>4OB 2 A>AB02 «�>:C<5=B>>@85=B8@>20==K5 8=D>@<0F8>==K5 A8AB5<K»: 
1) A8AB5<K 45;>?@>872>4AB20; 
2) A8AB5<K 4>:C<5=B>>1>@>B0; 
3) A8AB5<K C?@02;5=8O 4>:C<5=B0<8; 
4) A8AB5<K E@0=5=8O 4>:C<5=B>2. 
 

�@8<9@=O9 ?9@9G9=P 7484=89 8;S ?>8A:4, 4=4;874 8 A8AB9<4B874F88 8=D>@<4F88:  
�040=85 1. 
1. !09B8 2 A5B8 «�=B5@=5B» >D8F80;L=K5 @5AC@AK @07@01>BG8:>2 45AOB8 @07=KE ?@>3@0<<=KE ?@>4C:B>2, 

>15A?5G820NI8E 02B><0B870F8N 45;>?@>872>4AB20 8;8 M;5:B@>==K9 4>:C<5=B>>1>@>B >@30=870F88. 
2. #@>25AB8 A@02=8B5;L=K9 0=0;87 =0945==KE ?@>3@0<<=KE ?@>4C:B>2. $57C;LB0BK 0=0;870 ?@54AB028BL 2 

2845 B01;8F5, >1@075F :>B>@>9 ?@82545= 40;55. 
&01;8F0 %@02=5=85 A8AB5< M;5:B@>==>3> 4>:C<5=B>>1>@>B0. 

!08<5=>20=85 
A8AB5<K 

 

$07@01>BG8: 
(A09B) 

 

(C=:F8>=0;L=K5 
<>4C;8 

A8AB5<K 

(C=:F8>=0;L=K5 
2>7<>6=>AB8 

A8AB5<K 

#@58<CI5AB20 
 

!54>AB0B:8 

      

3. �K1@0BL 87 @0AA<0B@8205<KE ?@>3@0<<=KE ?@>4C:B>2 B@8 ?@>4C:B0, :>B>@K5 F5;5A>>1@07=> 
8A?>;L7>20BL 2 @07;8G=KE :><?0=8OE: 

#5@2K9 4 4;O <0;KE ?@54?@8OB89,  
2B>@>9 4 4;O A@54=8E >@30=870F89, 
B@5B89 4 4;O :@C?=KE :><?0=89. 
 

�@8<9@=O9 ?9@9G9=P 7484=89 8;S B9@<8=>;>78G9A:>7> 88:B4=B4:  
�040=85 1. 
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& - A>AB>O=85 4>:C<5=B0 2 =5:>B>@K9 <><5=B 53> @07@01>B:8. 
& - ;8F>, =0 8<O :>B>@>3> 2K40= A5@B8D8:0B :;NG0 M;5:B@>==>9 ?>4?8A8 8 :>B>@>5 2;0455B 

A>>B25BAB2CNI8< 70:@KBK< (A5:@5B=K<) :;NG>< M;5:B@>==>9 ?>4?8A8, ?>72>;ONI8< A ?><>ILN %-# A>74020BL 
A2>N M;5:B@>==CN ?>4?8AL 2 M;5:B@>==KE 4>:C<5=B0E. 

& - A>2>:C?=>ABL 2708<>A2O70==KE M;5:B@>==KE 4>:C<5=B>2 8/8;8 <0B5@80;L=KE 4>:C<5=B>2, E@0=OI8EAO 
G0AB8G=> 2 M;5:B@>==>< 45;5 2 %-� 8 G0AB8G=> 2 A>>B25BAB2CNI5< 1C<06=>< 45;5 2=5 %-�. 

& - >48= 8;8 =5A:>;L:> B5@<>2, 0AA>F88@>20==KE A 4>:C<5=B><, :>B>@K5 >?@545;ONB ?@028;0 4>ABC?0 : 
=5<C. 

& - 70D8:A8@>20==0O =0 <0B5@80;L=>< =>A8B5;5 845=B8D8F8@C5<0O 8=D>@<0F8O, A>740==0O, ?>;CG5==0O 8 
A>E@0=O5<0O >@30=870F859 8;8 G0AB=K< ;8F>< 2 :0G5AB25 4>:070B5;LAB20 ?@8 ?>4B25@645=88 ?@02>2KE >1O70B5;LAB2 
8;8 45;>2>9 45OB5;L=>AB8. 

& - C=8:0;L=0O ?>A;54>20B5;L=>ABL 40==KE, 8A?>;L7C5<0O 4;O H8D@>20=8O M;5:B@>==>3> 4>:C<5=B0. 
& - C=8:0;L=0O ?>A;54>20B5;L=>ABL 40==KE, 8725AB=0O 2;045;LFC A5@B8D8:0B0 :;NG0 M;5:B@>==>9 ?>4?8A8 

8 ?@54=07=0G5==0O 4;O D>@<8@>20=8O M;5:B@>==>9 ?>4?8A8 M;5:B@>==>3> 4>:C<5=B0 A 8A?>;L7>20=85< %-#. 
& - 70:@KBK9 (A5:@5B=K9) :;NG M;5:B@>==>9 ?>4?8A8, AD>@<8@>20==K9 2 ?@>F5AA5 @538AB@0F88 =>2>3> 

2;045;LF0 A5@B8D8:0B0 :;NG0 M;5:B@>==>9 ?>4?8A8. 
& - 8=D>@<0F8>==K9 =>A8B5;L, A>45@60I89 :@8?B>3@0D8G5A:85 :;NG8. 
& - >1I55 =0720=85 >B:@KBKE 8 70:@KBKE (A5:@5B=KE) :;NG59 M;5:B@>==>9 ?>4?8A8 8/8;8 H8D@>20=8O. 
& - 4>AB02:0 4>:C<5=B>2 8 7040=89 =0 @01>G55 <5AB> 8A?>;=8B5;O. 
& - 2 :>=B5:AB5 4>:C<5=B>>1>@>B0: AB@C:BC@8@>20==0O 8;8 ?>;CAB@C:BC@8@>20==0O 8=D>@<0F8O, :>B>@0O 

>15A?5G8205B 2>7<>6=>ABL A>740=8O, C?@02;5=8O, 8 8A?>;L7>20=8O 4>:C<5=B>2 2 B5G5=85 2@5<5=8 8 2=CB@8 8 2=5 
>@30=870F88, 2 :>B>@>9 >=8 A>740=K. 

& - C=8:0;L=0O ?>A;54>20B5;L=>ABL 40==KE, A>>B25BAB2CNI0O 70:@KB><C (A5:@5B=><C) :;NGC H8D@>20=8O, 
:>B>@0O 8A?>;L7C5BAO 4;O H8D@>20=8O M;5:B@>==>3> 4>:C<5=B0. 

 

& - C=8:0;L=0O ?>A;54>20B5;L=>ABL 40==KE, A>>B25BAB2CNI0O 70:@KB><C (A5:@5B=><C) :;NGC M;5:B@>==>9 
?>4?8A8, 4>ABC?=0O ;N1><C CG0AB=8:C %-� 8 ?@54=07=0G5==0O 4;O ?>4B25@645=8O A 8A?>;L7>20=85< %-# 
?>4;8==>AB8 M;5:B@>==>9 ?>4?8A8 2 M;5:B@>==>< 4>:C<5=B5. 

& - ?>;>68B5;L=K9 @57C;LB0B ?@>25@:8 ?@028;L=>AB8 -*#, 2K@01>B0==>9 ?@02><>G=K< ;8F>< 87 
8AE>4=>9 8=D>@<0F88 ?CB5< ?@8<5=5=8O ?@8=04;560I53> 5<C 70:@KB>3> :;NG0 -*#, ?>;CG5==K9 A 
8A?>;L7>20=85< 70@538AB@8@>20==>3> 8 A5@B8D8F8@>20==>3> >B:@KB>3> :;NG0 -*#. 

& - ?>A;54>20B5;L=>ABL 8=AB@C:F89, =07=0G5==KE :;0AAC 8;8 45;C GB>1K 7040BL ?@>4>;68B5;L=>ABL 
2@5<5=8, 2 B5G5=85 :>B>@>3> A;C651=K5 4>:C<5=BK 4>;6=K >AB020BLAO 2 >@30=870F88 2 A2O78 A ?>B@51=>ABO<8 
B5:CI59 45OB5;L=>AB8 8 >:>=G0B5;L=CN AC4L1C A;C651=KE 4>:C<5=B>2 ?> 8AB5G5=88 CAB0=>2;5==>3> A@>:0 
E@0=5=8O. 

& - 8=D>@<0F8O > B@0=70:F8OE 8;8 8=KE 459AB28OE, :>B>@K5 >:07K20NB 2;8O=85 =0 ACI=>AB8 8;8 87<5=ONB 
8E (2 B.G. 8 M;5<5=BK <5B040==KE), E@0=8<0O 2 4>AB0B>G=> 45B0;878@>20==>< 2845, GB>1K >15A?5G8BL 
@5:>=AB@C:F8N 2K?>;=5==KE 459AB289. 

& - @538AB@0F8O, :;0AA8D8:0F8O, 4>102;5=85 <5B040==KE 8 A>E@0=5=85 4>:C<5=B0 2 A8AB5<5, :>B>@0O 
C?@02;O5B 4>:C<5=B0<8. 

& - ?@>3@0<<=>5 >15A?5G5=85, :>B>@>5 >15A?5G8205B 22>4, E@0=5=85 8 >1@01>B:C 1>;LH8E >1J5<>2 
8=D>@<0F88 (107 40==KE). 

& - A8AB5<0 02B><0B870F88 @01>BK A 4>:C<5=B0<8 =0 ?@>BO65=88 2A53> 8E 687=5==>3> F8:;0 (A>740=85, 
87<5=5=85, E@0=5=85, ?>8A:, :;0AA8D8:0F8O 8 ?@.), 0 B0:65 ?@>F5AA>2 2708<>459AB28O <564C A>B@C4=8:0<8. #@8 
MB>< ?>4 4>:C<5=B0<8 2 ?5@2CN >G5@54L ?>4@07C<520NBAO =5AB@C:BC@8@>20==K5 4>:C<5=BK (D09;K Word, Excel 8 
?@.). �0: ?@028;>, %-� 2:;NG05B 2 A51O M;5:B@>==K9 0@E82 4>:C<5=B>2 8 A8AB5<C 02B><0B870F88 45;>2KE 
?@>F5AA>2. 

& - A>2>:C?=>ABL ?@>3@0<<=>-B5E=8G5A:8E A@54AB2, >15A?5G820NI8E ?@8<5=5=85 M;5:B@>==>9 ?>4?8A8 8 
H8D@>20=8O ?@8 >@30=870F88 M;5:B@>==>3> 4>:C<5=B>>1>@>B0. %��� <>3CB ?@8<5=OBLAO :0: 2 2845 
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A0<>AB>OB5;L=KE ?@>3@0<<=KE <>4C;59, B0: 8 2 2845 8=AB@C<5=B0;L=KE A@54AB2, 2AB@08205<KE 2 ?@8:;04=>5 
?@>3@0<<=>5 >15A?5G5=85. 

& - 0??0@0B=K5 8 (8;8) ?@>3@0<<=K5 A@54AB20, >15A?5G820NI85 @50;870F8N E>BO 1K >4=>9 87 A;54CNI8E 
DC=:F89: A>740=85 M;5:B@>==>9 ?>4?8A8 2 M;5:B@>==>< 4>:C<5=B5 A 8A?>;L7>20=85< 70:@KB>3> (A5:@5B=>3>) :;NG0 
M;5:B@>==>9 ?>4?8A8, ?>4B25@645=85 A 8A?>;L7>20=85< A5@B8D8:0B0 :;NG0 M;5:B@>==>9 ?>4?8A8 ?>4;8==>AB8 
M;5:B@>==>9 ?>4?8A8 2 M;5:B@>==>< 4>:C<5=B5, A>740=85 >B:@KBKE 8 70:@KBKE (A5:@5B=KE) :;NG59 M;5:B@>==>9 
?>4?8A8. %-# <>3CB ?@8<5=OBLAO :0: 2 2845 A0<>AB>OB5;L=KE ?@>3@0<<=KE <>4C;59, B0: 8 2 2845 
8=AB@C<5=B0;L=KE A@54AB2, 2AB@08205<KE 2 ?@8:;04=>5 ?@>3@0<<=>5 >15A?5G5=85. 

& - >48= 8;8 =5A:>;L:> B5@<>2, 0AA>F88@>20==KE A ?>;L7>20B5;5<, :>B>@K5 >?@545;ONB, : 4>:C<5=B0<8 A 
:0:8<8 3@8D0<8 >3@0=8G5=8O 4>ABC?0 40==K9 ?>;L7>20B5;L 8<55B 4>ABC?. 

& - AB@C:BC@0 A>45@60B5;L=>9 G0AB8 M;5:B@>==>3> A>>1I5=8O, =0 >A=>25 :>B>@>3> AD>@<8@>20= 
M;5:B@>==K9 4>:C<5=B. 

& - A>2>:C?=>ABL 2708<>A2O70==KE M;5:B@>==KE 4>:C<5=B>2. 
& 3 @5:2878B M;5:B@>==>3> 4>:C<5=B0, ?@54=07=0G5==K9 4;O 70I8BK 40==>3> M;5:B@>==>3> 4>:C<5=B0 >B 

?>445;:8, ?>;CG5==K9 2 @57C;LB0B5 :@8?B>3@0D8G5A:>3> ?@5>1@07>20=8O 8=D>@<0F88 A 8A?>;L7>20=85< 70:@KB>3> 
:;NG0 M;5:B@>==>9 F8D@>2>9 ?>4?8A8 8 ?>72>;ONI89 845=B8D8F8@>20BL 2;045;LF0 A5@B8D8:0B0 :;NG0 ?>4?8A8, 0 
B0:65 CAB0=>28BL >BACBAB285 8A:065=8O 8=D>@<0F88 2 M;5:B@>==>< 4>:C<5=B5. 

& 3 04<8=8AB@0B82=K9 @53;0<5=B, ?>;=>ABLN @50;87>20==K9 A ?@8<5=5=85< 8=D>@<0F8>==>-

:><<C=8:0F8>==KE B5E=>;>389 (��&). -�$ ?@54?>;0305B D>@<0;L=>5 >?8A0=85 04<8=8AB@0B82=KE ?@>F54C@, 
?@83>4=>5 4;O =5?>A@54AB25==>9 8=B5@?@5B0F88 8 8A?>;=5=8O A@54AB20<8 8=D>@<0F8>==>-:><<C=8:0F8>==KE 
B5E=>;>389. 

& 3 A8AB5<0 E@0=5=8O 4>:C<5=B>2 2 M;5:B@>==>< 2845, >15A?5G820NI0O =0456=>ABL E@0=5=8O, 
:>=D845=F80;L=>ABL 8 @073@0=8G5=85 4>ABC?0, >BA;56820=85 8AB>@88 87<5=5=89, C4>1AB2> 8 A:>@>ABL ?>8A:0. 

& - 4>:C<5=B, A>740==K9 A ?><>ILN A@54AB2 :><?LNB5@=>9 >1@01>B:8 8=D>@<0F88, :>B>@K9 <>65B 1KBL 
?>4?8A0= M;5:B@>==>9 F8D@>2>9 ?>4?8ALN (-*#) 8 A>E@0=ё= =0 <0H8==>< =>A8B5;5 2 2845 D09;0 
A>>B25BAB2CNI53> D>@<0B0. 

& - 548=K9 <5E0=87< ?> @01>B5 A 4>:C<5=B0<8, ?@54AB02;5==K<8 2 M;5:B@>==>< 2845, A @50;870F859 
:>=F5?F88 «1571C<06=>3> 45;>?@>872>4AB20». 

& - 48=0<8G5A:>5 >?@545;5=8O <0@H@CB0 42865=8O 4>:C<5=B0 >B >4=>3> ?>;L7>20B5;O : 4@C3><C, :>B>@>5 
<>65B 1KBL 7040=> ?>;L7>20B5;5<, :>B>@K9 2 40==K9 <><5=B @01>B05B A 4>:C<5=B><. 

& - A8AB5<0 C?@02;5=8O 4>:C<5=B>>1>@>B0, ?@>3@0<<=>5 >15A?5G5=85, :>B>@>5 >15A?5G8205B >@30=870F8N 
4>:C<5=B>>1>@>B0 ?@54?@8OB8O. 

& 3 A8AB5<0 ?>445@60=8O ?>;=>3> 687=5==>3> F8:;0 8=D>@<0F88, >B 55 A>740=8O 8;8 ?>;CG5=8O 872=5 4> 
C=8GB>65=8O, :>340 >=0 ?>B5@O5B 0:BC0;L=>ABL 8 F5==>ABL. 

& - DC=:F8>=0;L=0O A?5F8D8:0F8O ?> C?@02;5=8N M;5:B@>==K<8 4>:C<5=B0<8, @07@01>B0==0O =0 45=L38 
�2@>?59A:>9 :><8AA88 2 2002 3>4C.  

& - O7K: AB@C:BC@8@>20==KE 70?@>A>2. /2;O5BAO AB0=40@B>< 4;O @5;OF8>==KE 107 40==KE, :>B>@K5 H8@>:> 
8A?>;L7CNBAO 4;O E@0=5=8O <5B040==KE 2 %-�. 
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1. �>:C<5=B <>6=> >?@545;8BL :0: <0B5@80;L=K9 =>A8B5;L, A 70D8:A8@>20==>9 =0 =5< 2 ;N1>9 D>@<5 

8=D>@<0F859 2 2845 B5:AB0, 72C:>70?8A8, 87>1@065=8O 8;8 8E A>G5B0=8O, 8<5NI89 _______________, ?>72>;ONI85 
53> 845=B8D8F8@>20BL. 

2. #@8 2=54@5=88 A8AB5< M;5:B@>==>3> 4>:C<5=B>>1>@>B0 2>7=8:05B C25;8G5=85 >1J5<0 1C<06=KE 
4>:C<5=B>2, GB> 2K720=> _________________ : @01>B5 A 1C<06=K<8 4>:C<5=B0<8 (=0 A2>5< MB0?5 @01>BK). 

3. &5:CI89 MB0? @0728B8O %-� <>6=> >E0@0:B5@87>20BL A;54CNI8< >1@07><: @07@01>B:0 =51>;LH8E 
?@8;>65=89 ?>4 >B45;L=K5 187=5A-7040G8, :>B>@K5 ?>445@6820NBAO >1I8< A5@28A>< 4>:C<5=B8@>20=8O 8 
A5@28A0<8 _________________ @01>BK. 
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4. $0AA<0B@820O M2>;NF8N B5E=>;>389 C?@02;5=8O A =5AB@C:BC@8@>20==>9 8=D>@<0F859, <>6=> 
>?@545;8BL ?>A;54>20B5;L=>ABL MB0?>2 A;54CNI8< >1@07><: C?@02;5=85 70?8AO<8 (RM), 
_______________________, C?@02;5=85 :>=B5=B>< (ECM), C?@02;5=85 8=D>@<0F859 (EIM). 

5. %@548 ACI5AB2CNI8E B8?>2 4>:C<5=B>2 A8AB5<K M;5:B@>==>3> 4>:C<5=B>>1>@>B0 2 ?5@2CN >G5@54L 
?>445@6820;8 _______________ 8 C?@02;5=G5A:85 4>:C<5=BK. 

6. (C=:F8O «'?@02;5=85 A>25I0=8O<8» O2;O5BAO 4>?>;=8B5;L=>9 DC=:F859 %-�, @50;87CNI59 A5@28A 
___________________ 2708<>459AB28O. 

7. "1O70B5;L=K9 M;5<5=B >D>@<;5=8O >D8F80;L=>3> 4>:C<5=B0 =07K205BAO __________________. 
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9. -;5:B@>==K9 4>:C<5=B - 4>:C<5=B8@>20==0O 8=D>@<0F8O, ?@54AB02;5==0O 2 M;5:B@>==>9 D>@<5, B> 5ABL 
2 2845, ?@83>4=>< 4;O 2>A?@8OB8O G5;>25:>< A 8A?>;L7>20=85< M;5:B@>==KE 2KG8A;8B5;L=KE <0H8=, 0 B0:65 4;O 
?5@540G8 ?> 8=D>@<0F8>==>-B5;5:><<C=8:0F8>==K< A5BO< 8;8 >1@01>B:8 2 8=D>@<0F8>==KE A8AB5<0E. &0:>5 
>?@545;5=85 ?@82545=> 2 (� «_____________________». 

10. �>:C<5=B <>6=> >?@545;8BL :0: <0B5@80;L=K9 =>A8B5;L, A 70D8:A8@>20==>9 =0 =5< 2 ;N1>9 D>@<5 
8=D>@<0F859 2 2845 B5:AB0, 72C:>70?8A8, 87>1@065=8O 8;8 8E A>G5B0=8O, 8<5NI89 @5:2878BK, ?>72>;ONI85 53> 
________. 

11. �>:C<5=BK >@30=870F8>==>-@0A?>@O48B5;L=>3> E0@0:B5@0 45;OBAO =0 A;54CNI85: >@30=870F8>==K5; 
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12. %B0=40@BK @53;0<5=B8@CNB D>@<C 8 A>45@60=85 1>;LH8=AB20 4>:C<5=B>2. �>:C<5=BK, @07@01>B0==K5 
2 A>>B25BAB288 A> AB0=40@B0<8, =07K20NBAO ______________. 

13. %8AB5<K _______________________ ?@5>1@07CNB 8=D>@<0F8N A 1C<06=KE =>A8B5;59 2 F8D@>2>9 
D>@<0B, :0: ?@028;>, MB> TIFF (Tagged Image File Format), ?>A;5 G53> 4>:C<5=B <>6=> 8A?>;L7>20BL 2 @01>B5 C65 2 
M;5:B@>==>9 D>@<5. 

14. �A;8 >A=>2=K< =07=0G5=85< A8AB5< ________________ O2;O5BAO 4>:C<5=B0;L=0O @538AB@0F8O B5E 8;8 
8=KE A25@H82H8EAO 459AB289 8 A>1KB89 (=0?@8<5@, «4>:C<5=B ?@8=OB : 8A?>;=5=8N», «4>:C<5=B ?5@540= =0 
8A?>;=5=85 :>=:@5B=><C A>B@C4=8:C», «=0 4>:C<5=B 40= A>>B25BAB2CNI89 >B25B» 8 B.4.) 2 A>>B25BAB288 A 
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0) ?;0=8@>20=85 8 C?@02;5=85 @5AC@A0<8; 
1) D>@<8@>20=85 8 =0:>?;5=85 107K M;5:B@>==KE 4>:C<5=B>2; 
2) ?@>3@0<<=>-0??0@0B=CN ?;0BD>@<C; 
3) 45;>2CN 3@0D8:C. 
 

3. � 4>:C<5=B0F8>==>9 A8AB5<5, 2K?>;=ONI59 DC=:F88 4>AB02:8 8=D>@<0F88, ?@54JO2;ONB A;54CNI85 
B@51>20=8O& 

0) >?5@0B82=>5 D>@<8@>20=85 C:070=89; 
1) 4>AB>25@=>ABL ?5@540205<KE 4>:C<5=B>2; 
2) ?>43>B>2:0 ?;0=>2KE 4>:C<5=B>2; 
3) @07@01>B:0 ?@>3@0<<=KE 0;3>@8B<>2. 
 

4. &5E=>;>388 :;0AA0 «$01>G0O 3@C??0» (group ware) 4;O 4>:C<5=B0F8>==KE A8AB5<  E0@0:B5@87CNBAO& 

0) >BACBAB285< AB@C:BC@870F88 2 >@30=870F88 @01>B; 
1) =0:>?;5=85< M;5:B@>==KE 4>:C<5=B>2 2 8=D>@<0F8>==>9 1075; 
2) 35=5@0F859 >BG5B>2 87 107K 40==KE; 
3) =0AB@>9:>9 =0 B@51>20=8O 70:07G8:0. 
 

5. &5E=>;>388 :;0AA0 «$01>G89 ?>B>:» (working stream) 4;O 4>:C<5=B0F8>==KE A8AB5< A;C60B 4;O& 

0) 02B><0B870F88 4>:C<5=B>>1>@>B0 2 A@54=8E 8 :@C?=KE >D8A0E; 
1) :>=B@>;O 25@A89 ?@>3@0<<=KE ?@>4C:B>2; 
2) >?@545;5=8O ?@>3@0<<=>-0??0@0B=>9 :>=D83C@0F88 A8AB5<K; 
3) ?@54>AB02;5=8O CA;C3 ?> 8<8B0F8>==><C <>45;8@>20=8N. 
 

6. %@54AB20 >D8A=>9 02B><0B870F88 >15A?5G820NB& 

0) D>@<8@>20=85 0;3>@8B<>2 >1@01>B:8 4>:C<5=B>2 2 >@30=870F88; 
1) >?@545;5=85 ?@>3@0<<=>-0??0@0B=>9 :>=D83C@0F88 4>:C<5=B0F8>==>9 A8AB5<K; 
2) >B:07>CAB>9G82>ABL A8AB5<K (@575@28@>20=85 @5AC@A>2); 
3) >1@01>B:C B01;8G=KE 40==KE. 
 

7. %5B52K5 :><?LNB5@K 2 4>:C<5=B0F8>==KE A8AB5<0E >15A?5G820NB& 

0) M:A?548F8>==CN >1@01>B:C 4>:C<5=B>2;   
1) :>=B@>;L 8A?>;=5=8O ?> ACI5AB2C ?>AB02;5==KE 7040G; 
2) :>;;5:B82=K9 4>ABC? : @5AC@A0< A5B8; 
3) 8AA;54>20=85 7=0:>2KE A8AB5<. 
 

8. �;3>@8B< ?@>E>645=8O 8AE>4OI8E 4>:C<5=B>2 2:;NG05B& 

0) CG5B 8 ?;0=8@>20=85 @01>G53> 2@5<5=8; 
1) A>AB02;5=85 ?@>5:B0 4>:C<5=B0; 
2) >B:07>CAB>9G82>ABL A8AB5<K; 
3) ?@54>AB02;5=85 2KG8A;8B5;L=KE @5AC@A>2. 
 

9. � 4>:C<5=B0F8>==KE A8AB5<0E 4;O ?>8A:0 @538AB@0F8>==>-:>=B@>;L=KE :0@B>G5: ?@8<5=ONB& 

0) 8=B53@0F8N B5E=>;>389 45;>?@>872>4AB20; 
1) 02B><0B870F8N 04<8=8AB@0B82=>-C?@02;5=G5A:8E DC=:F89; 
2) ?@54<5B=>-2>?@>A=K9 ?@87=0: A8AB5<0B870F88; 
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3) A@54AB20 <0:@>?@>3@0<<8@>20=8O. 
 

10. �>=B@>;L=0O   45;L=>ABL 4>:C<5=B0F8>==>9 A8AB5<K >15A?5G8205B& 

0) A8AB5<0B870F8N @538AB@0F8>==KE D>@< ?> A@>:0< 8A?>;=5=8O;   
1) M:A?548F8>==CN >1@01>B:C 2E>4OI8E 4>:C<5=B>2; 
2) 8A?>;L7>20=85 A5B52KE ?@>B>:>;>2; 
3) C?@02;5=85 ?5@540G59 8=D>@<0F88. 
 

11. �;>G=>5 ?@54AB02;5=85 8AE>4=KE 40==KE ?>72>;O5B& 

0) 2KO2;OBL :>=D;8:BCNI85 @5AC@AK; 
1) A>74020BL 8=D>@<0F8>==K5 E@0=8;8I0, >1@07CNI85 548=>5 8=D>@<0F8>==>5 ?@>AB@0=AB2>; 
2) A>74020BL 4>:C<5=BK ?> AB0=40@B=K< H01;>=0<; 
3) ?@54>AB02;OBL CA;C38 ?> 8<8B0F8>==><C <>45;8@>20=8N. 
 

12. �8?5@B5:AB>2K5 B5E=>;>388 ?@8<5=ONBAO 4;O& 

0) 2545=8O :0B0;>3>2 M;5:B@>==KE 181;8>B5:, <C7552, 2KAB02>:, O@<0@>:; 
1) >F5=:8 B5:CI53> A>AB>O=8O >1J5:B0 C?@02;5=8O; 
2) 2KO2;5=8O :>=D;8:BCNI8E @5AC@A>2; 
3) ?@>2545=8O <0B5<0B8G5A:>3> <>45;8@>20=8O. 
 

13. �8?5@B5:AB>2K5 107K 40==KE ?>72>;ONB& 

0) @07@010BK20BL 70?><8=0NI85 CAB@>9AB20, >1;040NI85 1>;LH>9 ?0<OBLN; 
1) 2KO2;OBL :>=D;8:BCNI85 @5AC@AK; 
2) >F5=820BL B5:CI55 A>AB>O=85 >1J5:B0 C?@02;5=8O; 
3) 8A?>;L7>20BL 1;>:8 40==KE, A>45@60I8E B5:AB, 87>1@065=8O, 72C:. 
 

14. �8?5@B5:AB>2K9 3@0D ?5@5E>4>2 ?>72>;O5B& 

0) ?@54AB02;OBL AB0BL8 8 8E 2708<>A2O78; 
1) A=860BL AB>8<>ABL A1>@0, ?5@540G8, E@0=5=8O 8 >1@01>B:8 40==KE; 
2) >15A?5G820BL =5?@>B82>@5G82>ABL 4>:C<5=B>2; 
3) ?@54>AB02;OBL CA;C38 ?> 8<8B0F8>==><C <>45;8@>20=8N. 
 

15. �8?5@B5:AB>20O =02830F8O ?>72>;O5B& 

0) ?@>872>;L=> :><?>=>20BL 8=D>@<0F8>==K5 1;>:8; 
1) D>@<8@>20BL AB0BL8 ?> 3@C??0<, 8<5NI8< >48=0:>2>5 @>4AB2>; 
2) 2K18@0BL H@8DBK, D>@<0BK 8 D>@<K ?@54AB02;5=89 4>:C<5=B>2; 
3) ?@8<5=OBL 25:B>@=K5 87>1@065=8O 8 87>1@065=8O 2 D>@<5 @0AB@0. 
 

16. #@>3@0<<K =02830B>@K 2 A;C610E A>548=5=89 >ACI5AB2;ONB& 

0) @5H5=85 AB@C:BC@8@>20==KE 7040G, 4;O :>B>@KE @07@01>B0=K 0;3>@8B<K; 
1) :0G5AB25==>5 >D>@<;5=85 4>:C<5=B>2 B01;8G=>9 D>@<K;                                                      
2) ?@>2545=85 AB0B8AB8G5A:>3> 0=0;870 M:A?5@8<5=B0;L=KE 40==KE; 
3) 2708<>459AB285 A www-C7;>< A F5;LN ?>;CG5=8O 4>?>;=8B5;L=KE CA;C3. 
 

17. �;O M:A?;C0B0F88 www-C7;>2 8A?>;L7CNB& 

0) <5B>4K <0B5<0B8G5A:>3> ?@>3@0<<8@>20=8O; 
1) ?>2>@>B 87>1@065=8O =0 B@51C5<K9 C3>;; 
2) ?@>B>:>;K ?5@540G8 38?5@B5:AB0 http; 
3) ?@5>1@07>20=85 B5:AB0 2 B01;8FC A D>@<0B8@>20=85< ?>A;54=59. 
 

18. #@8;>65=85 Internet Explorer ?>72>;O5B& 

0) A>74020BL 8=D>@<0F8>==K5 E@0=8;8I0; 
1) ?@>A<0B@820BL web-AB@0=8FK 2 �=B5@=5B5; 
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2) >15A?5G820BL =5?@>B82>@5G82>ABL 4>:C<5=B>2; 
3) :0G5AB25==> >D>@<;OBL B01;8G=K5 40==K5.                                                                               
 

19. �=AB@C<5=B0;L=0O ?0=5;L ?@8;>65=8O Internet Explorer A>45@68B& 

0) :=>?:8 C?@02;5=8O =02830F859; 
1) O7K: @07<5B:8 38?5@B5:AB0 html; 
2) :0B0;>38 M;5:B@>==KE 181;8>B5:; 
3) ?@>3@0<<=>-0??0@0B=CN ?;0BD>@<C. 
 

20. #@8;>65=85 Internet Explorer ?>72>;O5B 02B><0B8G5A:8 ?>;CG0BL 40==K5 87 �=B5@=5B0 A ?><>ILN& 

0) A?5F80;L=KE :0=0;>2; 
1) B01;8G=KE ?@>F5AA>@>2; 
2) <5E0=87<0 ?>4?8A:8; 
3) <5B>4>2 <0B5<0B8G5A:>3> ?@>3@0<<8@>20=8O. 
 

21. �=D>@<0B870F8O 4>:C<5=B0F8>==>9 45OB5;L=>AB8 >@30=870F88 >15A?5G8205B& 

0) C<5=LH5=85 A:>@>AB8 ?@>E>645=8O 4>:C<5=B>2 ?> <0@H@CB0<; 
1) ;8:2840F8N 87;8H=8E 4>:C<5=B0F8>==KE <0@H@CB>2; 
2) AB@C:BC@8@>20=85 @01>B A C:070=85< 8E 85@0@E88; 
3) 2KO2;5=85 :>=D;8:BCNI8E @5AC@A>2. 
 

22. �2B><0B870F8O 4>:C<5=B0F8>==>3> >15A?5G5=8O C?@02;5=8O >15A?5G8205B& 

0) A2>52@5<5==CN :>@@5:F8N 8AE>4=KE ?;0=>2; 
1) @>AB ?>B5@L G0AB8 8=D>@<0F88; 
2) 2K1>@ >?B8<0;L=>9 ?@>3@0<<=>-0??0@0B=>9 ?;0BD>@<K; 
3) ?@54>AB02;5=85 CA;C3 ?> 8<8B0F8>==><C <>45;8@>20=8N. 
 

23. �;O ?>2KH5=8O MDD5:B82=>AB8 >@30=870F8>==>3> ?@>5:B0 =5>1E>48<>& 

0) C<5=LH8BL 8=B5=A82=>ABL 8=D>@<0F8>==KE ?>B>:>2; 
1) 2K1@0BL <8=8<0;L=CN 548=8FC 87<5@5=8O 4;8B5;L=>AB8 @01>B; 
2) >15A?5G8BL :>=B@>;L 2K?>;=5=8O ?>AB02;5==KE 7040G; 
3) :>?8@>20BL 40==K5 2 2845 AB0B8G5A:>3> @8AC=:0. 
 

24. % ?><>ILN ?@8;>65=8O Microsoft Outlook <>6=>& 

0) ;8:2848@>20BL 87;8H=85 4>:C<5=B0F8>==K5 <0@H@CBK; 
1) 25AB8 A?8A>: 70?;0=8@>20==KE 7040G; 
2) 2KO28BL :>=D;8:BCNI85 8 ?5@53@C65==K5 @5AC@AK; 
3) A>:@0B8BL B@C4>5<:>ABL @01>BK A 4>:C<5=B0<8. 
 

25. #@8<5=5=85 M;5:B@>==>9 ?>GBK 2 4>:C<5=B0F8>==>< >15A?5G5=88 C?@02;5=8O ?>72>;O5B& 

0) C;CGH8BL :0G5AB2> >1@01>B:8 4>:C<5=B>2 8A?>;=8B5;O<8; 
1) @0F8>=0;L=> @0A?@545;8BL <0B5@80;L=K5 @5AC@AK; 
2) C?@>AB8B 2K1>@ ?@>3@0<<=>-0??0@0B=>9 ?;0BD>@<K; 
3) C<5=LH8BL 2@5<O 4>AB02:8 4>:C<5=B>2. 
 

26. �2B><0B878@>20==K5 A8AB5<K ?;0=8@>20=8O ?@>5:B>2 ?>72>;ONB& 

0) @0AAG8B0BL :@8B8G5A:85 ?CB8; 
1) =0AB@>8BL CG5B=K5 70?8A8; 
2) @07@01>B0BL 0;3>@8B<K >1@01>B:8 4>:C<5=B>2; 
3) A8AB5<0B878@>20BL @538AB@0F8>==K5 D>@<K ?> A@>:0< 8A?>;=5=8O.   
 

27. #@8<5=5=85 AB0=40@B=KE D>@< ?@8;>65=8O Microsoft Project ?>72>;O5B& 

0) A=878BL 25@>OB=>AB8 ?>B5@L G0AB8 8=D>@<0F88; 
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1) @07@01>B0BL 0;3>@8B<K >1@01>B:8 4>:C<5=B>2; 
2) ?@>A<0B@820BL 8 @540:B8@>20BL 8=D>@<0F8N > @5AC@A0E; 
3) ?@54>AB028BL CA;C38 ?> 8<8B0F8>==><C <>45;8@>20=8N. 
 

28. !07=0G5=85 @5AC@A>2 2 ?@8;>65=88 Microsoft Project ?>72>;O5B& 

0) @0A?@>AB@0=OBL 4>:C<5=BK ?@>5:B0 ?> �=B5@=5BC; 
1) >BA;56820BL 70B@0BK =0 @5AC@AK; 
2) ;8:2848@>20BL 87;8H=85 4>:C<5=B0F8>==K5 <0@H@CBK; 
3) ?@>A<0B@820BL 4=52=8: A>1KB89. 
 

29. �A?>;L7>20=85 A2O78 G5@57 �=B5@=5B 2 ?@8;>65=88 Microsoft Project ?>72>;O5B& 

0) 4>102;OBL A>1KB8O 2 :0;5=40@L; 
1) >B:@K20BL :>=B5:AB=>5 <5=N D09;>2; 
2) C:07K20BL B8? A2O78 <564C @01>B0<8; 
3) ?>445@6820BL :><<C=8:0F8>==K5 2>7<>6=>AB8 :>@?>@0B82=KE A5B59. 
 

30. �;O :>@@5:B8@>2:8 ?;0=0 ?@>5:B0 2 ?@8;>65=88 Microsoft Project ?@54CA<>B@5=>&   
0) 22>4 >3@0=8G5=89 =0 7040G8; 
1) @0A?@>AB@0=5=85 >B=>AOI8EAO : ?@>5:BC 4>:C<5=B>2 ?> �=B5@=5BC; 
2) 22>4 4>?>;=8B5;L=KE ?0?>:; 
3) 35=5@8@>20=85 >BG5B>2 A@54AB20<8 4>:C<5=B0F8>==>9 107K. 
 

31. % ?><>ILN 8=D>@<0F8>==KE B5E=>;>389 >?5@0F8>==>9 45OB5;L=>AB8& 

0) 2K?>;=ONB @01>BK 2 02B><0B8G5A:>< @568<5 A <8=8<0;L=K< CG0AB85< G5;>25:0; 
1) D>@<8@CNB >BG5BK =0 B5:CI85 70?@>AK; 
2) @5H0NB AB@C:BC@8@>20==K5 7040G8, 4;O :>B>@KE @07@01>B0=K 0;3>@8B<K; 
3) 2KO2;ONB :>=D;8:BCNI85 @5AC@AK. 
 

32. % ?><>ILN 8=D>@<0F8>==KE B5E=>;>389 C?@02;5=8O& 

0) >ACI5AB2;ONB ?>>?5@0F8>==CN >1@01>B:C 40==KE; 
1) 0=0;878@CNB 2>7<>6=K5 @5H5=8O 8 459AB28O; 
2) 8A?>;L7CNB 45B0;878@>20==K5 40==K5; 
3) 2708<>459AB2CNB A www-C7;>< A F5;LN ?>;CG5=8O 4>?>;=8B5;L=KE CA;C3. 
 

33. % ?><>ILN B5E=>;>389 02B><0B870F88 >D8A0& 

0) @5H0NB AB@C:BC@8@>20==K5 7040G8; 
1) >F5=820NB B5:CI55 A>AB>O=85 >1J5:B0 C?@02;5=8O; 
2) ?@>2>4OB <0B5<0B8G5A:>5 <>45;8@>20=85; 
3) >D>@<;ONB B01;8G=K5 D>@<K ?@54AB02;5=8O 40==KE.                                                       
 

34. �> 2@5<O :><?LNB5@=>9 >1@01>B:8 4>:C<5=B>2& 

0) >1J548=ONB D@03<5=BK 4>:C<5=B>2, ?>43>B>2;5==K5 @07;8G=K<8 @01>B=8:0<8; 
1) >ACI5AB2;ONB ?>>?5@0F8>==CN >1@01>B:C 40==KE; 
2) >F5=820NB B5:CI55 A>AB>O=8O >1J5:B0 C?@02;5=8O; 
3) ?@>2>4OB <0B5<0B8G5A:>5 <>45;8@>20=85. 
 

35. �> 2@5<O @01>BK A B5:AB0<8 =0 :><?LNB5@5& 

0) ?@>2>4OB AB0B8AB8G5A:89 0=0;87 M:A?5@8<5=B0;L=KE 40==KE; 
1) A>740NB 4>:C<5=BK ?> AB0=40@B=K< H01;>=0<; 
2) >F5=820NB >B:;>=5=8O >B ?;0=>2KE ?>:070B5;59; 
3) ?@>2>4OB <0B5<0B8G5A:>5 <>45;8@>20=85. 
 

36. % ?><>ILN B5:AB>2KE @540:B>@>2& 
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0) 2K18@0NB H01;>=K 4>:C<5=B>2; 
1) >F5=820NB B5:CI55 A>AB>O=85 >1J5:B0 C?@02;5=8O; 
2) >@30=87CNB E@0=5=85 4>:C<5=B>2; 
3) ?@54>AB02;ONB CA;C38 ?> 8<8B0F8>==><C <>45;8@>20=8N. 
 

37. (>@<0B8@>20=85 B5:AB0 ?>72>;O5B& 

0) 2K18@0BL H@8DBK, D>@<0BK 8 D>@<K ?@54AB02;5=8O 4>:C<5=B>2; 
1) 3>B>28BL A?@02:8 > 2K?>;=5==KE >?5@0F8OE; 
2) >F5=820BL A>AB>O=85 >1J5:B0 C?@02;5=8O; 
3) ?@>2>48BL AB0B8AB8G5A:85 @0AG5BK.                                                                                       
 

38. % ?><>ILN 3@0D8G5A:8E @540:B>@>2& 

0) 70<5=ONB A8<2>;K =C<5@0F88 8 ?5@5G8A;5=8O; 
1) ?@54>AB02;ONB A?@02:8 > 2K?>;=5==KE >?5@0F8OE; 
2) 8ICB A8=>=8<K 8A?>;L7C5<KE A;>2; 
3) ?>2>@0G820NB 87>1@065=8O =0 =C6=K9 C3>;. 
 

39. %8AB5<K 02B><0B8G5A:>3> ?5@52>40 B5:AB>2 ?>72>;ONB& 

0) A>74020BL 25:B>@=K5 87>1@065=8O; 
1) @540:B8@>20BL ?5@52545==K9 B5:AB; 
2) :0G5AB25==> >D>@<;OBL B01;8G=K5 40==K5;                                                                         
3) ?5@54020BL 4>:C<5=BK <564C 1070<8 40==KE. 
 

40. #@8<5=5=85 45;>2>9 3@0D8:8 2 4>:C<5=B>2545=88 ?>72>;O5B& 

0) ?@5>1@07>2K20BL B5:AB 2 B01;8FC A D>@<0B8@>20=85< ?>A;54=59; 
1) 2K@02=820BL B5:AB ?> C:070==K< 3@0=8F0<; 
2) ?@8<5=OBL 25:B>@=K5 87>1@065=8O 8 87>1@065=8O 2 D>@<5 @0AB@0; 
3) A>74020BL 4>:C<5=BK ?> AB0=40@B=K< H01;>=0<. 
 

К;RG 8;S ?@>69@:8 ?@468;P=>AB8 6O?>;=9=8S B9AB>6OE 7484=89.  
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7. �0:>2K >A=>2=K5 284K @5H5=89 =0 ?5@53>2>@0E?  
8. +B> B0:>5 A8;L=K5 0@3C<5=BK A B>G:8 7@5=8O ;>38:8?  
9. +B> B0:>5 A8;L=K5 0@3C<5=BK A B>G:8 7@5=8O ?A8E>;>388?  
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10. �0: ?@>872>48BAO @0=68@>20=85 0@3C<5=B>2 2 7028A8<>AB8 >B B8?0 >B=>H5=89 <564C ?0@B=5@0<8?  
11. +B> B0:>5 ?@>F5AA @5D@59<8=30 ?@8 0@3C<5=B8@>20=88?  
12. �0:CN 8=D>@<0F8N <>6=> 872;5GL A ?><>ILN ?A8E>;>38G5A:>9 ;C?K 87 2KA:07K20=8O?  
13. �0:85 ?@85<K 8A?>;L7CN 4;O A>740=8O 0BB@0:F88 <564C ?0@B=5@0<8? 
 

4.2.  �@8<9@=O9 6>?@>AO B9AB>6OE 7484=89 

1. #@8 ;8G=>< >1I5=88 ?5@2>5 2?5G0B;5=85 > G5;>25:5, :0: ?@028;>, A:;04K205BAO 2 B5G5=85 ?5@2KE 

a. 15 A5:C=4 
b. 30 - 40 A5:C=4 
c. 1 <8=CB0 
d. 15 <8=CB 
e. 30 <8=CB 
 

2. �065BAO, GB> 4>3>2>@8;8AL, => 2 :>=F5 >4=0 87 AB>@>= 4>102;O5B =57=0G8B5;L=K5 M;5<5=BK 2 
A>3;0H5=85. 

a. �>?>;=5=85 ?@8 D8:A0F88 @57C;LB0B>2 
b.  5B>4 "�0, =>..." 
c. %>AB02;5=85 70:;NG5=89 

d.  5B>4 1CB5@1@>40 
 

3. �K42865=85 ?@5420@8B5;L=>9 CABC?:8 :0: CA;>28O 4;O =0G0;0 ?5@53>2>@>2 8;8 4;O 8E 40;L=59H53> 
?@>4>;65=8O. 

a.  5B>4 "?@>?CA:=>3> @568<0" 
b.  5B>4 C;LB8<0BC<0 
c.  5B>4 1CB5@1@>40 
d. &5E=8:0 87>;OF88 

 

4. �5@10;L=K5 A@54AB20 :><<C=8:0F88 3 MB> 
a. �:510=0 
b. !0?@02;5==K5 =0 25@1>2:C 
c. "?8A0==K5 �5@15@>< 

d. $5G52K5 
 

5. "??>=5=BC ?@54;0305BAO 2K1>@ 87 42CE 1>;55 =5?@82;5:0B5;L=KE 4;O =53> 20@80=B>2 @5H5=8O 
?@>1;5<K, :>B>@K5 C4>2;5B2>@ONB 20H8< A>1AB25==K< 8=B5@5A0< 3 MB> 

a.  5B>4 1CB5@1@>40 
b.  5B>4 45;5=8O 
c. #@85< ?>402;5=8O 
d. #@85< 0;LB5@=0B82 
 

6. #@8 8A?>;L7>20=88 MB>3> ?@85<0 =5A:>;L:> ?@54;>65=89 8;8 2>?@>A>2 C2O7K20NBAO 8 ?@54;030NBAO : 
@0AA<>B@5=8N 2 2845 «?0:5B0», B> 5ABL >1AC645=8N ?>4;560B =5 >B45;L=K5 ?@54;>65=8O 8;8 2>?@>AK, 0 8E 
:><?;5:A. 

a. �>?>;=5=85 ?@8 D8:A0F88 @57C;LB0B>2 
b.  5B>4 1CB5@1@>40 
c. �>6=K5 ?@8>@8B5BK 

d. #0:5B8@>20=85 
 

7. "  0=8?C;OF8O ")>GC A �0<8 ?>A>25B>20BLAO" ?> ,59=>2C >7=0G05B 
a. #5@5:;04K20=85 >B25BAB25==>AB8 70 @5H5=85 =0 @C:>2>48B5;O 
b. "B:07 >B @01>BK 

c. #5@5:;04K20=85 7040G =0 @C:>2>48B5;O 
d. #>?KB:C 2KA;C68BLAO ?5@54 @C:>2>4AB2>< 
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8. � @0<:0E ?5@53>2>@>2 70?@5I5=K B5<K (C:068B5 2A5 25@=K5 20@80=BK >B25B0) 
a. �4>@>2L5 
b. %5:AC0;L=0O >@85=B0F8O 
c. %?>@B 
d. )>118 

e. $5;838O 
f.  C7K:0;L=K5 ?@54?>GB5=8O 
g. #>;8B8:0 
h. %5<LO 
 

9. #>AB5?5==>5 ?>2KH5=85 A;>6=>AB8 >1AC6405<KE 2>?@>A>2 3 MB> 
a.  5B>4 CAB0=>2;5=8O :>=B0:B0 
b.  5B>4 7025@H5=8O ?5@53>2>@>2 
c. %B@C:BC@=K9 <5B>4 
d.  5B>4 70BO3820=8O 2@5<5=8 

 

10. «&25@4K5» ?>78F88 2 ?5@53>2>@0E (C:068B5 2A5 25@=K5 20@80=BK) 
a. (0:BK 

b. %;CE8 

c. �@0D8:8 

d. !0CG=K5 AB0BL8 

e. %B0B8AB8G5A:85 40==K5 
f. !53;0A=K5 70:>=K 

g.  =5=85 ?@57845=B0 
h. �0==K5 =0CG=>-?>?C;O@=>3> 8740=8O 
 

К;RG 8;S ?@>69@:8 ?@468;P=>AB8 6O?>;=9=8S B9AB>6OE 7484=89. В4@84=B №1 

№ 6>?@>A4 1 2 3 4 5 6 7 8 9 10 

�B69B  
B A A D D D A 

A, B, E 

G, H 
C 

A, C, 

D, E 

 

МДК.01.04 ВO?>;=9=89 @45>B ?> ?@>D9AA88 «�?9@4B>@ Q;9:B@>==>7> =45>@4 8 
69@AB:8» 

4.1. �@8<9@=O9 6>?@>AO : 88DD9@9=F8@>64==><C 74G9BC  
1. !07=0G5=85 8 284K ?@8:;04=KE ?@>3@0<<  
2. !07=0G5=85 B5:AB>2>3> ?@>F5AA>@0 Microsoft Word  
3. Microsoft Word. (>@<0B8@>20=85 8 @540:B8@>20=85 B5:AB0  
4. Microsoft Word. ,01;>=K 8 AB8;8 >D>@<;5=8O  
5. Microsoft Word. #>8A: 8 70<5=0 B5:AB0, A@54AB20 02B><0B870F88 ?@>25@:8 ?@02>?8A0=8O  
6. Microsoft Word. $01>B0 A B01;8F0<8  
7. Microsoft Word. $01>B0 A @8AC=:0<8  
8. !07=0G5=85 M;5:B@>==KE B01;8F MS Excel  
9. MS Excel. &8?K 8 D>@<0B 40==KE  
10. MS Excel. $01>B0 A D>@<C;0<8  
11. MS Excel. $01>B0 A DC=:F8O<8  
12. MS Excel. #>AB@>5=85 4803@0<<  
13. MS Excel. #>AB@>5=85 3@0D8:>2  
14. !07=0G5=85 ?@>3@0<<K MS Power Point. #0=5;L 8=AB@C<5=B>2  
15. MS Power Point. %>740=85, D>@<0B8@>20=85 8 @540:B8@>20=85 A;094>2 
16. MS Power Point. %>740=85 ?@575=B0F89: =0AB@>9:0 0=8<0F88  
17. MS Power Point. %>740=85 ?@575=B0F89: 2AB02:0 38?5@AAK;>:  
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18. MS Power Point. %>740=85 ?@575=B0F89: 2AB02:0 72C:0  
19. &5E=>;>38O @540:F8>==>-8740B5;LA:>3> 45;0.  
20. �=B5@D59A ?@>3@0<<K MS Publisher 
21. MS Publisher. %>740=85, >B:@KB85, A>E@0=5=85 ?C1;8:0F88. 
22. MS Publisher. ,01;>=K ?C1;8:0F88 

23. MS Publisher. ,@8DB>2K5 AE5<K 

24. MS Publisher. *25B>2K5 AE5<K 

25. MS Publisher. #@8=F8?K >D>@<;5=8O 0:F845=B=>3> =01>@0. (>@<0B 1C<038 8 =01>@0 
26. MS Publisher. $01>B0 A 3@0D8G5A:8<8 M;5<5=B0<8 8 8=AB@C<5=B0<8 

27. !0AB@>9:8 ?5G0B8 4;O @07=KE ?C1;8:0F89. #5G0BL 2 MS Publisher 
28. #@>3@0<<0 25@AB:8 PageMaker. �0?CA: ?@>3@0<<K 8 8=B5@D59A ?>;L7>20B5;O.  #0=5;L 8=AB@C<5=B>2, 

?0;8B@K. 
29. #@>3@0<<0 25@AB:8 PageMaker. �7<5=5=85 ?0@0<5B@>2 AB@0=8FK. �A?>;L7>20=85 ;8=55: 
30. #@>3@0<<0 25@AB:8 PageMaker. "A=>2K @01>BK A B5:AB><. $01>B0 A C?@02;ONI59 ?0;8B@>9 

31. #@>3@0<<0 25@AB:8 PageMaker.  0:5B8@>20=85 4>:C<5=B0. $01>B0 A> AB@0=8F0<8-H01;>=0<8 

32. #@>3@0<<0 25@AB:8 PageMaker. (@59<. !0AB@>9:0 ?0@0<5B@>2 D@59<0 
33. #@>3@0<<0 25@AB:8 PageMaker. %;>8. $01>B0 A> A;>O<8 

34. #@>3@0<<0 25@AB:8 PageMaker. $01>B0 A 8;;NAB@0F8O<8 8 3@0D8G5A:8<8 >1J5:B0<8 

35. #@>3@0<<0 25@AB:8 PageMaker. �AB02:0 @07;8G=KE >1J5:B>2 (B01;8FK, D>@<C;K 8 B.4.) 
36. #@>3@0<<0 25@AB:8 PageMaker. �><?>=>2:0 B5:AB0 8 3@0D8:8. %>740=85 <0A:8. �C:28F0 
37. #@>3@0<<0 25@AB:8 PageMaker. $01>B0 A F25B>< 

38. #@>3@0<<0 25@AB:8 PageMaker. $01>B0 A <=>3>AB@0=8G=>9 ?C1;8:0F859. #>78F88 B01C;OF88 8 A>740=85 
>3;02;5=8O 

39. #@>3@0<<0 25@AB:8 PageMaker. $01>B0 A> AB@0=8F0<8 ?C1;8:0F88 

40. �5:B>@=K9 @540:B>@ CorelDraw. "A=>2=K5 ?@8=F8?K @01>BK. 
41. �5:B>@=K9 @540:B>@ CorelDraw. �=B5@D59A ?@>3@0<<K. #0=5;L 8=AB@C<5=B>2 
42. �5:B>@=K9 @540:B>@ CorelDraw. "A=>2K @8A>20=8O >1J5:B>2 8 >?5@0F88 =04 =8<8 

43. �5:B>@=K9 @540:B>@ CorelDraw. $540:B8@>20=85 >1J5:B>2 
44. �5:B>@=K9 @540:B>@ CorelDraw. *25B=K5 :>=BC@K 8 70;82:8 >1J5:B>2 
45. �5:B>@=K9 @540:B>@ CorelDraw. �84K B5:AB0: ?@>AB>9 8 D83C@=K9 

46. �5:B>@=K9 @540:B>@ CorelDraw. �A?>;L7>20=85 A?5FMDD5:B>2 
47. �5:B>@=K9 @540:B>@ CorelDraw. #5G0BL 87>1@065=89 

48. �@0D8G5A:89 @540:B>@ Adobe Photoshop. �=0:><AB2> A 8=B5@D59A><. #0=5;L 8=AB@C<5=B>2 
49. �@0D8G5A:89 @540:B>@ Adobe Photoshop. $01>B0 A 4>:C<5=B0<8 

50. �@0D8G5A:89 @540:B>@ Adobe Photoshop. "17>@ A?>A>1>2 2K45;5=8O >1;0AB59 87>1@065=8O 
51. �@0D8G5A:89 @540:B>@ Adobe Photoshop. %8AB5<0 F25B>2 2 :><?LNB5@=>9 3@0D8:5. �>@@5:F8O >1;0AB8: 

87<5=5=85 O@:>AB8 8 :>=B@0AB0 
52. �@0D8G5A:89 @540:B>@ Adobe Photoshop. $01>B0 A <0A:0<8 8 :0=0;0<8 

53. �@0D8G5A:89 @540:B>@ Adobe Photoshop. $01>B0 A> A;>O<8. #0;8B@0 A;>52. $568<K =0;>65=8O 
54. �@0D8G5A:89 @540:B>@ Adobe Photoshop. $01>B0 A B5:AB>< 

55. �@0D8G5A:89 @540:B>@ Adobe Photoshop. $5BCH8@>20=85 D>B>3@0D89 

56. �@0D8G5A:89 @540:B>@ Adobe Photoshop. $8A>20=85 8 @0A:@0H820=85 
57. �@0D8G5A:89 @540:B>@ Adobe Photoshop. (8;LB@K Adobe Photoshop 

58. #@>3@0<<0 Adobe In Design. 'AB@>9AB2> ?@>3@0<<K 

59. #@>3@0<<0 Adobe In Design. "A=>2K @01>BK A B5:AB>< 

60. #@>3@0<<0 Adobe In Design. $01>B0 A >1J5:B0<8, @01>B0 A F25B>< 

61. #@>3@0<<0 Adobe In Design. �5:B>@=K5 >1J5:BK. �<?>@B8@>20==K5 >1J5:BK 

62. #@>3@0<<0 Adobe In Design. %B@0=8FK :=838 

63. !0AB>;L=K5 8740B5;LA:85 A8AB5<K. "1I85 A2545=8O > 25@AB:5, 284K 25@AB:8 

64. &5E=8G5A:0O 4>:C<5=B0F8O : 25@AB:5. �84K 8 A?>A>1K ?5G0B8 

65. (>@<0BK :=83 8 >1;0AB8 8E ?@8<5=5=8O. #>;>A0 =01>@0 
66. -;5<5=BK 8740=8O 
67. $0A?>;>65=85 M;5<5=B>2 8740=8O =0 ?>;>A0E =01>@0 
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68. "A=>2=K5 ?@028;0 :=86=>9 25@AB:8. "A=>2=>9 B5:AB 
69. �5@AB:0 M;5<5=B>2 B8BC;0 
70. �5@AB:0 A?CA:>2KE 8 :>=F52KE AB@>: 
71. #@028;0 7025@AB:0 703>;>2:>2 8 ?>4@8AC=>G=KE ?>4?8A59 

72. #@028;0 25@AB:8 2K2>4>2 8 B01;8F 

73. "A=>2=K5 ?>;>65=8O 25@AB:8 AB8E>B2>@5=89 8 4@0<0B8G5A:8E ?@>872545=89 

74. �7CG5=85 >A>15==>AB59 <=>3>:>;>==>9 25@AB:8 A 8;;NAB@0F8O<8 

75. #@028;0 25@AB:8 4>?>;=8B5;L=>3> B5:AB0, A=>A>:, ?@8<5G0=89 8 F8B0B 
76. "A=>2=K5 ?@028;0 25@AB:8 D>@<C; 
77. �;0AA8D8:0F8O 6C@=0;>2. %B8;L 8 <0:5B >D>@<;5=8O 6C@=0;0 
78. "A>15==>AB8 6C@=0;L=>9 25@AB:8 A 8;;NAB@0F8O<8 

79. "1I85 A2545=8O, :;0AA8D8:0F8O, D>@<0BK 3075B. %>AB02=K5 G0AB8 3075B=>3> 8740=8O 
80. �><?>78F8O 3075B=>9 ?>;>AK. "@838=0;K 8 <0:5B8@>20=85 3075B=KE ?>;>A 
81. "A>15==>AB8 B5E=>;>388 3075B=>9 25@AB:8 

82. �84K 0:F845=F88. "1I85 ?@028;0 =01>@0 0:F845=B=KE @01>B 
83. �740B5;LA:0O 0:F845=F8O. #@8=F8?K >D>@<;5=8O 0:F845=B=>3> =01>@0. (>@<0B 1C<038 8 =01>@0 
84. %>G5B0=85 H@8DB>2, ;8=55:. �@C??8@>2:0 AB@>: 2 0:F845=B=>< =01>@5 
85. #@8=F8?K 8 ?@028;0 >D>@<;5=8O 0D8H 

 

4.2.  �@8<9@=O9 6>?@>AO B9AB>6OE 7484=89  

1. %8AB5<0 2708<>A2O78 8 A>?>4G8=5=8O @C1@8: 8740=8O, 2=5H=5 2K@060NI0OAO 2> 2708<>A2O78 8 
A>?>4G8=5=88 703>;>2:>2 @C1@8:, =07K205BAO 

0) $0745; 
1) $C1@8:0F8O 
2) �;020 
 

2. ,<CFB8BC; - MB> 
0) �03>;>2>: =0 >B45;L=>9, =5 70=OB>9 >A=>2=K< B5:AB>< ?>;>A5 8740=8O 
1) �03>;>2>: 225@EC A?CA:>2>3> ?@>15;0 =0G0;L=>9 ?>;>AK 

2) �03>;>2>:, @0A?>;>65==K9 =0 ?>;5 AB@0=8FK 

 

3. &5:AB, :>B>@K9 @0A?>;0305BAO =0 2AN 2KA>BC 8 H8@8=C :=86=>9 ?>;>AK 8 =5 ?5@5<5605BAO A 
8;;NAB@0F8O<8 8 4@C38<8 2840<8 B5:AB0 =07K205BAO 

0) �>?>;=8B5;L=K< 

1) %?@02>G=> - 2A?><>30B5;L=K< 

2) "A=>2=K< 

 

4. -?83@0D - MB> 
0) &5:AB 87 :0:>3>-;81> ?@>872545=8O, 4>A;>2=> 2>A?@>872>48<K9 02B>@>< 2 8740=88, GB>1K >1>A=>20BL 

A>1AB25==K5 CB25@645=8O 8;8 >?@>25@3=CBL F8B8@C5<>3> 02B>@0 
1) !51>;LH>9 B5:AB, ?>A;>28F0 8;8 ?>3>2>@:0 2 =0G0;5 ?@>872545=8O, :>B>@K9 ?>-<5I05BAO 02B>@>< 4;O 

2K@065=8O >A=>2=>9 <KA;8 :=838, AB0BL8 2 3075B5 8;8 6C@=0;5, ;81> 53> D@03<5=B0 
2) �0O2;5=85 02B>@0, GB> >= 45;05B 87 A2>53> ?@>872545=8O ?>G5B=>5 ?>4=>H5=85 B><C 8;8 8=><C ;8FC 8;8 

53> ?0<OB8 8;8 4065 >B2;5G5==><C ?>=OB8N 

 

5. %?>A>1 @0A?>;>65=8O =5?>;=>9 =01@0==>9 AB@>:8 >B=>A8B5;L=> 25@B8:0;L=KE 3@0=8F ?>;>AK =01>@0 
=07K205BAO 

0) �K:;NG:>9 

1) �BO6:>9 

2) �=B5@;8=LO65< 

 

6. "A=>2=K5 ?@028;0 =01>@0 4>?>;=8B5;L=KE B5:AB>2: 
0) �0: 4;O >A=>2=>3> B5:AB0 
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1) #>=865==K9 :53;L H@8DB0, 2K45;5=85 
2) #>2KH5==K9 :53;L H@8DB0, 30@=8BC@0 
 

7. "A=>2=K5 DC=:F88 703>;>2:>2 
0) "@30=87CNB, =0?@02;ONB 8 >1;53G0NB GB5=85; C3;C1;ONB ?>=8<0=85 ?@>872545=8O; CA8;820NB 

A?@02>G=CN DC=:F8N :=838. 
1) �@0D8G5A:8 ?@54AB02;ONB @01>G55 >3;02;5=85 
2) #>:07K20NB A>>B=>A8B5;L=CN 7=0G8<>ABL @C1@8: 
 

8. +B>1K A>740BL A=>A:C 2 B5:AB5, =5>1E>48<> 2K?>;=8BL :><0=4C: 
0) �AB02:0 - %AK;:0 - %=>A:0 - �K1>@ 2840 A=>A:8 - �AB028BL 
1) (>@<0B - %AK;:0 - %=>A:0 - #@8<5=8BL 
2) %AK;:8 - %=>A:8 - �AB028BL 
 

9. #@028;0 =01>@0 ?@8<5G0=89: 
0) �0@=8BC@0, :53;L H@8DB0, :0: 8 C >A=>2=>3> B5:AB0, 2?>41>@ 
1) ,@8DB>< >A=>2=>9 30@=8BC@K, :53;5< =0 2 ? <5=LH5 >A=>2=>3>, =0 >A=>2=>9 D>@<0B 
2) ,@8DB>< >A=>2=>9 30@=8BC@K, :53;5< =0 2 ? <5=LH5 >A=>2=>3>, =0 C<5=LH5==K9 D>@<0B 
 

10. � =5H@8DB>2K< 2K45;5=8O< B5:AB0 >B=>AOBAO: 
0) �0;82:0, 8=B5@;8=LO6, 2BO6:0 
1) !01>@ 2@07@O4:C, 2BO6:0, 70;82:0, ?>4G5@:820=85, @0<:0 
2) �0@=8BC@0, 70;82:0, :53;L H@8DB0, @0<:0 
 

11. ,0?:0 - MB> 
0) �03>;>2>: =0 >B45;L=>9, =5 70=OB>9 >A=>2=K< B5:AB>< ?>;>A5 8740=8O 
1) �03>;>2>: 225@EC A?CA:>2>3> ?@>15;0 =0G0;L=>9 ?>;>AK 

2) �03>;>2>:, @0A?>;>65==K9 =0 ?>;5 AB@0=8FK 

 

12. *8B0B0 - MB> 
0) &5:AB 87 :0:>3>-;81> ?@>872545=8O, 4>A;>2=> 2>A?@>872>48<K9 02B>@>< 2 8740=88, GB>1K >1>A=>20BL 

A>1AB25==K5 CB25@645=8O 8;8 >?@>25@3=CBL 02B>@0 
1) !51>;LH>9 B5:AB, ?>A;>28F0 8;8 ?>3>2>@:0 2 =0G0;5 ?@>872545=8O, :>B>@K9 ?><5-I05BAO 02B>@>< 4;O 

2K@065=8O >A=>2=>9 <KA;8 :=838, AB0BL8 2 3075B5 8;8 6C@=0;5, ;81> 53> D@03<5=B0 
2) �0O2;5=85 02B>@0, GB> >= 45;05B 87 A2>53> ?@>872545=8O ?>G5B=>5 ?>4=>H5=85 B><C 8;8 8=><C ;8FC 8;8 
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