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- =0@CH5=85< 02B>@A:8E ?@02 8 48A:@8<8=0F859 ;N459; 
- @0AAK;:>9 A?0<0; 
- >1@0I5=85< A 682>B=K<8? 
6. �0:>3> <0:A8<0;L=>3> >1J5<0 <>3CB 1KBL D09;K 8 0@E82K, @07<5I05<K5 ?>;L7>20B5;O<8 ?@8 

8A?>;L7>20=88 A;C61K 15A?;0B=>3> E>AB8=30? 
7. �0H ?>GB>2K9 OI8: =0 #>GB5 /=45:A0 1C45B C40;5=, 5A;8 �K =5 ?>;L7>20;8AL 8< 1>;55 ___. 

 

#D<@9DAO= C9D9K9AP ;484A<= 8?S F9D@<AB?B7<K9E>B7B 8<>F4AF4:  
& - >?8A0=85 ?>A;54>20B5;L=>AB8 459AB289, AB@>3>5 8A?>;=5=85 :>B>@KE ?@82>48B : @5H5=8N 

?>AB02;5==>9 7040G8 70 :>=5G=>5 G8A;> H03>2. 
& - 2>A?@>872545=85 ?>A;54>20B5;L=>AB8 :0@B8=>:, A>740NI55 2?5G0B;5=85 4286CI53>AO 87>1@065=8O. 

%0<K5 @0A?@>AB@0=ё==K5 D09;K 0=8<0F88 8<5NB D>@<0B GIF. 
& - ?@8=F8?K ?>AB@>5=8O 8 DC=:F8>=8@>20=8O 0??0@0B=>3> 8 ?@>3@0<<=>3> >15A?5G5=8O M;5<5=B>2 A5B8. 
& - (C?0:>2I8:) MB> ?@>3@0<<0, ?>72>;ONI0O E@0=8BL 8=D>@<0F8N =0 48A:0E 2 A60B>< A>AB>O=88, 0 B0:65 

>1J548=OBL :>?88 =5A:>;L:8E D09;>2 2 >48= 0@E82=K9 D09;. �@E820B>@ ?>72>;O5B C<5=LH0BL @07<5@ D09;0, 5A;8 
D09; =5 A>E@0=ё= C65 2 A60B>< D>@<0B5. 

& - 548=8F0 87<5@5=8O 8=D>@<0F88. 1 �09B=8 �8B. �;O E@0=5=8O 1 A8<2>;0 =0 :><?LNB5@5 =5>1E>48< 1 
�09B. 

& - >48= 8;8 =5A:>;L:> D09;>2 40==KE, ?@54=07=0G5==KE 4;O E@0=5=8O, 87<5=5=8O 8 >1@01>B:8 1>;LH8E 
>1J5<>2 2708<>A2O70==>9 8=D>@<0F88. 

& - ?@>3@0<<0, A;C60I0O 4;O ?@>A<>B@0 web-4>:C<5=B>2, 8 >15A?5G820NI0O ?5@5E>4 A >4=>9 web-

AB@0=8FK =0 4@C3CN 2 A>>B25BAB288 A 38?5@AAK;:>9. 
& - @07<=>60NI0OAO ?@>3@0<<0, =0?8A0==0O G5;>25:>< 4;O =0=5A5=8O CI5@10 #�. "=0 <>65B =0E>48BLAO 

2 2K?>;=O5<KE D09;0E, 703@C7>G=KE 70?8AOE 8 <0:@>A0E. #@8 A2>5< 2K?>;=5=88 28@CAK <>48D8F8@CNB ?@>3@0<<C 
B0:, GB> >=0 45;05B =5GB> >B;8G=>5 >BB>3>, GB> 4>;6=0 1K;0 45;0BL. #>A;5 @5?;8:0F88 A51O 2 4@C385 ?@>3@0<<K 
28@CA <>65B A45;0BL GB>-;81> - >B 2K2>40 :0:>3>-=81C4L A>>1I5=8O 4> C40;5=8O 2A5E 40==KE =0 48A:5. 

& - 2K45;5==K9 >1J5:B, A2O70==K9 A 4@C38< D09;>< 8 @5038@CNI89 =0 I5;G>: <KH8. 
& - ?@>3@0<<0 8;8 :><?;5:A ?@>3@0<<, ?>72>;ONI8E A>74020BL 8 @540:B8@>20BL 87>1@065=8O =0 M :@0=5 

:><?LNB5@0: @8A>20BL ;8=88, @0A:@0H820BL >1;0AB8 M :@0=0, A>74020BL =04?8A8 @07;8G=K<8 H@8DB0<8, 
>1@010BK20BL 87>1@065=8O, ?>;CG5==K5 A ?><>ILN A:0=5@>2. !5:>B>@K5 @540:B>@K >15A?5G820NB 2>7<>6=>ABL 
?>;CG5=8O 87>1@065=89 B@ёE<5@=KE >1J5:B>2, 8E A5G5=89 8 @072>@>B>2. 

& - :;028H0 8;8 A>G5B0=85 (>4=>2@5<5==>5 =060B85) =5A:>;L:8E :;028H =0 :;0280BC@5 4;O 2K?>;=5=8O 
>?@545;ё==>9 :><0=4K, 70?@>3@0<<8@>20==>9 =0 2K7>2 ?> =060B88 MB>3> A>G5B0=8O. �A?>;L7>20=85 A>G5B0=89 
:;028H 7=0G8B5;L=> CA:>@O5B @01>BC 8 C25;8G8205B :>;8G5AB2> 2>7<>6=KE 459AB289, 2K?>;=O5<KE A ?><>ILN 
:;0280BC@K. %>G5B0=8O :;028H >A>15==> H8@>:> 8A?>;L7CNBAO 2 :><?LNB5@=KE 83@0E, 2 :>B>@KE 206=0 1KAB@>B0 
@50:F88 83@>:0 =0 @0728B85 A>1KB89 - 2 G0AB=>AB8, 2 AB@0B538OE. 
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& - =5:89 ;>38G5A:89 C@>25=L �=B5@=5B0, B> 5ABL 3@C??0 A5B52KE @5AC@A>2, 8<5NI0O A>1AB25==>5 8<O 8 
C?@02;O5<0O A2>59 A5B52>9 AB0=F859. 

& - >3;02;5=85 D09;>2. �>ABC?5= ?>;L7>20B5;N G5@57 :><0=4=K9 O7K: >?5@0F8>==>9 A8AB5<K. �3> <>6=> 
?@>A<0B@820BL, ?5@58<5=>2K20BL 70@538AB@8@>20==K5 2 =ё< D09;K, ?5@5=>A8BL 8E A>45@68<>5 =0 =>2>5 <5AB> 8 
C40;OBL. +0AB> 8<55B 85@0@E8G5A:CN AB@C:BC@C. 

& - >?8A0=85 >?5@0F88, :>B>@CN 4>;65= 2K?>;=8BL :><?LNB5@. �0: ?@028;>, C :><0=4K 5ABL A2>9 :>4 
(CA;>2=>5 >1>7=0G5=85), 8AE>4=K5 40==K5 (>?5@0=4K) 8 @57C;LB0B. 

& - =5:89 =>2K9 >1J5:B, :>B>@K9 >B@0605B ACI5AB25==K5 >A>15==>AB8 87CG05<>3> >1J5:B0, O2;5=8O 8;8 
?@>F5AA0 

& - MB> 70<5=0 @50;L=>3> >1J5:B0, O2;5=8O 8;8 ?@>F5AA0 53> ?>4E>4OI59 :>?859. 
& - MB> A>G5B0=85 72C:0, <C7K:8, B5:AB0, 3@0D8:8 8 2845> A 2>7<>6=>ABLN C?@02;5=8O. 
& - A>2>:C?=>ABL ?@>3@0<<=KE A@54AB2, >15A?5G820NI8E C?@02;5=85 0??0@0B=>9 G0ABLN :><?LNB5@0 8 

?@8:;04=K<8 ?@>3@0<<0<8 :0: 548=K< F5;K<, 0 B0:65 8E 2708<>459AB285 <564C A>1>9 8 ?>;L7>20B5;5<. 
& - ;N1>5 ?@5>1@07>20=85 8=D>@<0F88 87 >4=>3> 2840 2 4@C3>9, ?@>872>48<>5 ?> AB@>38< D>@<0;L=K< 

?@028;0<. 
 

#D<@9DAO= C9D9K9AP ;484A<= 8?S D9L9A<S ;484K / 6OCB?A9A<S ;484A<= CB B5D4;JG:  
 

�D4>F<K9E>4S D45BF4 1. �6B8 < D984>F<DB64A<9 F9>EF4. 
 

"D95B64A<S > BFK9FG 

$57C;LB0BK ;01>@0B>@=>9 @01>BK 4>;6=K 1KBL ?@54AB02;5=K 2 2845 D09;0 A 8<5=5<: 
�D_Word_1_(4@<?<S_7DGCC4 

 

"9BD<S: 
�A<@4A<9 C9D98 6OCB?A9A<9@ D45BFO D9>B@9A8G9FES 6>?RK<FP D9:<@ BFB5D4:9A<S A9C9K4F49@OI 

E<@6B?B6. 
 

�0==K9 @568< >B>1@0605B A8<2>;K @07<5B:8 4>:C<5=B0 ?@8 MB>< >=8 =5 ?5G0B0NBAO ?@8 @0A?5G0B:5 
4>:C<5=B0. 

 

 

 <EGAB> 1 -  9:<@ A9C9K4F49@OI E<@6B?B6 

 

�EAB6AO@< QF4C4@< EB;84A<S (CB87BFB6><) F9>EFB6OI 8B>G@9AFB6 6 Word S6?SRFES: 
 =01>@ B5:AB0; 
 @540:B8@>20=85 B5:AB0 (2 B>< G8A;5 8 ?@>25@:0 ?@02>?8A0=8O); 
 D>@<0B8@>20=85 (A8<2>;>2, 0170F52, AB@0=8F); 
 2AB02:0 =0AB@>9:0 @8AC=:>2, B01;8F. �AB02:0 =04?8A59 : =8<. %>740=85 ?5@5:@5AB=KE AAK;>:; 
 ?5G0BL B5:AB0 =0 ?@8=B5@5; 
 A>E@0=5=85; 
�064K9 MB0? A>AB>8B 87 2K?>;=5=8O >?@545;5==KE >?5@0F89. $0AA<>B@8< >A=>2=K5 <><5=BK :064>3> 

MB0?0. 
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�45BD F9>EF4 

�2>4 B5:AB0 <>6=> >ACI5AB2;OBL ?>A@54AB2>< 53> =01>@0 A :;0280BC@K 8;8 2AB02;OBL 2 4>:C<5=B @07;8G=K5 
B5:AB>2K5 D@03<5=BK, A:>?8@>20==K5 87 4@C38E 4>:C<5=B>2. 

#@8 =01>@5 ?>;57=> 2:;NG0BL @568< >B>1@065=8O =5?5G0B05<KE 7=0:>2. -B> ?>72>;8B >BA;56820BL 
?@028;L=>ABL =01>@0 C65 =0 MB0?5 22>40 B5:AB0. !081>;55 206=K<8 O2;ONBAO @0AAB0=>2:8 0170F52, =5@0ABO68<KE 
?@>15;>2, ?@8=C48B5;L=K5 @07@K2K AB@>:. 

 

А5;4JO 

�>;LH85 B5:AB>2K5 D@03<5=BK B@C4=> G8B0NBAO, ?>MB><C B5:AB A;54C5B @071820BL =0 >B45;L=K5 0170FK 
=060B85< =0 :;028HC ENTER. �A;8 B@51C5BAO 7025@H8BL AB@>:C 157 A>740=8O =>2>3> 0170F0, 8A?>;L7CNB A>G5B0=85 
:;028H Shift+Enter. 

#@8<5@ 

 

�DB59?O. 
<�5AB:85= ?@>15;K 2=>AOBAO 2 B5:AB ?@8 =060B88 :;028H8 #@>15; =0 :;0280BC@5 #�. #@87=0:>< >B45;5=8O 

A;>20 >B A;>20 O2;O5BAO «�5AB:89» ?@>15;, ?>MB><C <564C A;>20<8 =5>1E>48<> CAB0=02;820BL >48= «�5AB:89» 
?@>15;. �=0: ?@5?8=0=8O =5 =04> >B45;OBL ?@>15;>< >B ?@54H5AB2CNI53> A;>20, 0 ?>A;5 7=0:0 ?@5?8=0=8O 
=5>1E>48<> >1O70B5;L=> 22>48BL ?@>15;. �A:;NG5=8O A>AB02;ONB >B:@K20NI85 :02KG:8 8 A:>1:8, 2 =8E ?@>15; 
AB028BAO ?5@54 7=0:><, 0 40;L=59H89 B5:AB ?8H5BAO A@07C ?>A;5 :02KG:8 8;8 A:>1:8. 

#@8<5@ 

 

�ABL A;>2>A>G5B0=8O, 2 :>B>@KE =565;0B5;L=> AB028BL «65AB:85» ?@>15;K ?> B>9 ?@8G8=5, GB>1K 70?@5B8BL 
?5@5=>A =0 4@C3CN AB@>:C. � MB>< A;CG05 ?@8 =01>@5 B5:AB0 AB02OB «=5@07@K2=K5 ?@>15;K» A>G5B0=85< :;028H 
Ctrl+Shift+#@>15;. &0:>9 ?@>15; ?>B><C 8 =07K205BAO =5@07@K2=K<, GB> B5:AB>2><C @540:B>@C 70?@5I05BAO 
8A?>;L7>20BL 53> <5AB> 4;O @07@K20 AB@>:8 ?@8 02B><0B8G5A:>< D>@<0B8@>20=88 B5:AB0. #@8 2:;NG5==>< @568<5 
>B>1@065=8O =5?5G0B05<KE 7=0:>2. 

#@8<5@ 

 

�>B E0@0:B5@=K5 A;CG08 8A?>;L7>20=8O MB>3> A8<2>;0: 
  564C 8=8F80;>< 8 D0<8;859: �64AB6 �. �.; 
 � <=>3>A;>2=KE A>:@0I5=8OE: < F. 8., < F. C.; 
  564C 7=0:>< =><5@0 8;8 ?0@03@0D0 8 G8A;><, >B=>AOI8<AO : =5<C: № 13, § 45; 

  564C <0@:5@>< ?C=:B0 8 B5:AB><, A;54CNI8< 70 =8<: 4) C9D6B9 CD46<?B, 5) 6FBDB9; 
  564C G8A;>< 8 548=8F59 87<5@5=8O, >B=>AOI59AO : =5<C: 15 @<A, 46 >7; 
 #5@54 B8@5, 2 A5@548=5 ?@54;>65=8O (?>A;5 B8@5 845B >1KG=K9 ?@>15;):  BE>64 3 EFB?<J4; 
  564C :;0AA0<8 <=>3>7=0G=KE G8A5;, =0G8=0O A ?OB87=0G=KE: 456 506 DG5; 
 #5@54 =><5@0<8 25@A89 ?@>3@0<<=KE ?@>4C:B>2 8 G0ABO<8 8E =0720=89: Photoshop 2021 

 

 984>F<DB64A<9 F9>EF4 6 Word 

#>A;5 22>40 B5:AB ?>425@305BAO @07;8G=K< 87<5=5=8O<. $540:B8@>20=85 4>:C<5=B0 2 Word >ACI5AB2;O5BAO 
:><0=40<8 <5=N #@02:0 (�K@570BL, :>?8@>20BL, 2AB028BL) 8;8 =060B85< :;028H =0 :;0280BC@5 #� (Ctrl +X, Ctrl +C, 

Ctrl +V). 



8 

 

#@54CA<>B@5==0O 2 Word 2>7<>6=>ABL ?>8A:0 8 70<5=K B5:AB0 7=0G8B5;L=> CA:>@O5B ?@>F5AA 
@540:B8@>20=8O (?@02:8) 1>;LH>3> B5:AB0. �@><5 B>3>, A ?><>ILN MB>9 :><0=4K <>6=> >ACI5AB2;OBL ?>8A: 8 
70<5=C >?@545;5==KE ?0@0<5B@>2 D>@<0B8@>20=8O, A?5F80;L=KE A8<2>;>2 8 4@C38E >1J5:B>2 4>:C<5=B0. 

 

 

 <EGAB> 2 - �4@9A4 F9>EF4 

 

 

 <EGAB> 3 - �4@9A4 F9>EF4 

 

�DB69D>4 CD46BC<E4A<S 

#@>25@:0 ?@02>?8A0=8O O2;O5BAO 206=>9 G0ABLN A>740=8O B5AB>2>3> 4>:C<5=B0. &5:AB>2K9 ?@>F5AA>@ Word 

8<55B 2 A515 DC=:F8N 02B><0B8G5A:>9 ?@>25@:8 ?@02>?8A0=8O, 2:;NG5==CN ?> C<>;G0=8N. � A;CG05 
=5>1E>48<>AB8 5ё <>6=> 4>?>;=8B5;L=> =0AB@>8BL. -B> 45;05BAO G5@57 <5=N ((09;-#0@0<5B@K-#@02>?8A0=85) 
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 <EGAB> 4 - �4@9A4 F9>EF4 

 

�6B8 E<@6B?B6 

#@8 =01>@5 A8<2>;>2, @0A?>;>65==KE =0 :;0280BC@5, 8A?>;L7C9B5 :;028HC Shift. !5:>B>@K5 A8<2>;K 
(=0?@8<5@, {8;8 @) =018@0NBAO >?@545;5==>9 @0A:;04:5 RUS 8;8 ENG. 

%8<2>;K 2 B5:AB <>6=> 2AB028BL, 2>A?>;L7>202H8AL ?C=:B>< <5=N �AB02:0 3 %8<2>;. - �@C385 A8<2>;K 

 

 
 <EGAB> 5 - В6B8 E<@6B?B6 

 
 <EGAB> 6 - В6B8 E<@6B?B6 
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� @0A:@K20NI5<AO A?8A:5 ,@8DB 2K18@05BAO 284 H@8DB0, B0: :0: @07=K5 H@8DBK A>45@60B @07=K5 
A8<2>;K. 

 

 

�484A<9 1 �9D4;DO6AO9 CDB59?O 

 

%>7409B5 >B45;L=K9 4>:C<5=B MS Word A =0720=85< «�D_Word_1_(4@<?<S_7DGCC4». � =5< =0?8H8B5 
703>;>2>: «�040=85 1» 8 A =>2>9 AB@>:8 =015@8B5 B5:AB, ?@82545==K9 =865, @0AAB02;OO 2 =C6=KE <5AB0E 
=5@07@K2=K5 ?@>15;K: 

 

 

 

�484A<9 2 КBDD9>J<S BL<5B> 

1. % =>2>9 AB@>:8 2 D09;5 «�D_Word_1_(4@<?<S_7DGCC4» 4>102LB5 703>;>2>: «�040=85 2». %:>?8@C9B5 
?@82545==K9 =865 B5:AB 8 ;N1K< A?>A>1>< 8A?@02LB5 >H81:8. 

"9>EF ;484A<S: 
 

К4> CD46<?B, CBE?98B64F9?PABEFP CB<E>4 <AHBD@4J<< 6 Internet 6O7?S8<F E?98GRM<@ B5D4;B@. 
1. КBA>D9F<;<DG9FES B5?4EFP CB<E>4, 6O89?S9FES >?RK96O9 E?B64, I4D4>F9DAO9 8?S <AF9D9EGRM9= 

B5?4EF<.  9>B@9A8G9FES CB 6B;@B:ABEF< CB85<D4FP F4><9 E?B64, >BFBDO9 A9 <ECB?P;GRFES A< 6 >4><I 8DG7<I 
B5?4EFSI 89SF9?PABEF< <?< ;A4A<S.  

2. �4 CB<E>B6O= E9D69D CBEO?49FES ;4CDBE, EHBD@<DB64AAO= <; >?RK96OI E?B6. �4 @AB7<I 
CB<E>B6<>4I <@99FES 6B;@B:ABEFP >BA>D9F<;<DB64FP B5?4EFP CB<E>4 CGF9@ 6O5BD4 EBBF69FEF6GRM<I CGA>FB6 
CD98?4749@OI @9AR.  

3. "4> <?< <A4K9 BF E9D69D4 CD<IB8<F EC<EB> EEO?B> A4 WWW- EFD4A<JO, 6 >BFBDOI B5A4DG:9AO 
;45DBL9AAO9 E?B64 E >D4F><@ BC<E4A<9@ >4:8B= <; A<I <?< CDBEFB E A95B?PL<@ A4K4?PAO@ HD47@9AFB@ 
EFD4A<JO.  

4. Д4?99 E?98G9F <EE?98B64A<9 CB8IB8SM<I (EG8S CB ;47B?B6>G <?< BC<E4A<R) EFD4A<J. �89EP 
A4K<A49FES <E6B5B8AB9 C?464A<9=, FB 9EFP C9D9IB8 CB EEO?>4@ E F9>EFB@, >BFBDO= B59M49F A9KFB <AF9D9EAB9.  

5. !BID4A9A<9 A4 8<E>9 <AF9D9EGRM97B @4F9D<4?4.  
�FOE>4FP AG:AGR <AHBD@4J<R 6 !98P@B@ B>94A9 – B>94A9 <AHBD@4J<< 5O?B 5O CDBEFB A96B;@B:AB 9E?< 

5O A9 EGM9EF6B64?B CB<E>B6OI E9D69DB6. "4><9 E9D69DO CD98BEF46?SRF 6B;@B:ABEFP CB<E>4 EFD4A<J CB 
>?RK96B@G E?B6G <?< 6 <9D4DI<K9E>B@ 89D969 >4F4?B74. !GM9EF6GRF >4> K<EFB 4A7?BS;OKAO9 < DGEE>BS;OKAO9, F4> 
< E@9L4AAO9 E9D69DO. ДB>G@9AFB6 A4 4A7?<=E>B@ S;O>9 6 Internet 7BD4;8B 5B?PL9, K9@ A4 DGEE>B@, CBQFB@G <@99F 
E@OE? CBE9F<FP F4>:9 < ;4C48AO9 CB<E>B6<><. 

Д?S CB<E>4 <AHBD@4J<< CB >?RK96B@G E?B6G A4 CB<E>B6O= E9D69D CBEO?49FES ;4CDBE. �4CDBE HBD@<DG9FES 
46FB@4F<K9E>< -- AG:AB FB?P>B 669EF< E?B64 6 CB?9 66B84, 6O5D4FP AG:AO9 BCJ<< CB<E>4 < A4:4FP >ABC>G. 
�5D4FAB CD<IB8<F Web- EFD4A<J4 E BFK9FB@ B D9;G?PF4F4I CB<E>4. "4> >4> EC<EB> A4=89AAOI 8B>G@9AFB6 @B:9F 
5OFP BK9AP 5B?PL<@ BA D4;5<649FES A4 HD47@9AFO CB 10-100 Q?9@9AFB6 (A4 >4:8B@ E9D69D9 CB-D4;AB@G) 4 6 >BAJ9 
BFK9F4 CD<6B8SFES EEO?>< A4 E?98GRM<9 HD47@9AFO EC<E>4. 
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К4:8O= Q?9@9AF BFK9F4 WWW HBD@<DG9FES E?98GRM<@ B5D4;B@: 
 6 A4K4?9 <89F ;47B?B6B> 8B>G@9AF4, S6?SRM<=ES F4>:9 < EEO?>B= A4 QFBF 8B>G@9AF (9E?< G 

8B>G@9AF4 A9F ;47B?B6>4 -- @B:9F 5OFP < F4>B9 -- FB ;89EP CB@9M49FES A48C<EP 'No title');  
 84?99 E?98G9F A95B?PLB= HD47@9AF E4@B7B 8B>G@9AF4, CB >BFBDB@G CD4>F<K9E>< 6E9784 @B:AB 

CBASFP, B K9@ <89F D9KP 6 8B>G@9AF9 <, E?98B64F9?PAB, CB8IB8<F BA 64@ <?< A9F;  
 <, A4>BA9J, EC<EB> URL 84AAB7B 8B>G@9AF4 (B8<A < FBF :9 8B>G@9AF @B:9F 5OFP CDB8G5?<DB64A 

CB A9E>B?P><@ IBEF<A74@).  

ЧFB5O C9D9=F< > 8B>G@9AFG, M9?>A<F9 ?<5B CB EEO?>9 E F9>EFB@ ;47B?B6>4, ?<5B CB B8AB= <; EEO?B> E 
URL. КEF4F<, 98<AEF69AAO= CB<E>B6<>, >BFBDO= 84EF 64@ A9 HD47@9AF 8B>G@9AF4, 4 A4EFBSMGR 4AABF4J<R (A4 
4A7?<=E>B@ S;O>9), A4C<E4AAGR ?R8P@< -- QFB Yahoo. 

ВFBDB= @9FB8 CB<E>4 8B>G@9AFB6, CD98BEF46?S9@O= CB<E>B6O@< E9D69D4@< -- CB<E> CB >4F4?B7. 
�D4>F<K9E>< A4 6E9I CB<E>B6OI @4L<A4I 9EFP F4><9 >4F4?B7< (<E>?RK9A<9 -- Altavista, Rambler). В F4><I >4F4?B74I 
6ES B5?4EFP ;A4A<= D4;5<649FES A4 A9E>B?P>B >DGCAOI CB8B5?4EF9=, A4CD<@9D, <E>GEEF6B, 5<;A9E, >B@CPRF9DO, 
B5D4;B64A<9, ECBF, CB?<F<>4, CGF9L9EF6<S, ;8BDB6P9 < F.8. < F.C. Д4?9 >4:84S F4>4S CB8B5?4EFP D4;5<649FES A4 
5B?99 @9?><9 D4;89?O < CB8D4;89?O. "4><@ B5D4;B@ 6 CDBJ9EE9 CB<E>4 6O A4 >4:8B@ L479 5G89F9 GFBKASFP <E>B@B9 
CBASF<9, EG:4S B5?4EFP CB<E>4, CB>4 A9 CB?GK<F9 EC<EB> EEO?B> A4 8B>G@9AFO, G:9 5B?99 EBBF69FEF6GRM<I 
AG:AB= 64@ F9@9. 

 

2. �K?>;=8B5 70<5=C A;>20 «:;NG52><C» =0 7=0: «!». 
 

�484A<9 3 !C9J<4?PAO9 E<@6B?O 

% =>2>9 AB@>:8 2 D09;5 «�D_Word_1_(4@<?<S_7DGCC4» 4>102LB5 703>;>2>: «�040=85 3». �A?>;L7CO 
A?5FA8<2>;K =015@8B5 B5:AB, ?@54AB02;5==K9 =865. 

 

 

#D<@9DAO= C9D9K9AP ;484A<= 8?S CDB9>F<DB64A<S < @B89?<DB64A<S D4;?<KAOI 
>B@CBA9AFB6 CDBH9EE<BA4?PAB= 89SF9?PABEF<:  

�D4>F<K9E>4S D45BF4 1. �HBD@?9A<9 @AB7BEFD4A<KAB7B 8B>G@9AF4 

 

"D95B64A<S > BFK9FG 

$57C;LB0BK ;01>@0B>@=>9 @01>BK 4>;6=K 1KBL ?@54AB02;5=K 2 2845 D09;0 A 8<5=5<: 
�D_Word_4_(4@<?<S_7DGCC4 

 

"9BD<S: 
� HBD@4F<DB64A<< E CB@BMPR EF<?9= 

%;54C5B 871530BL <=>3>>1@078O 20@80=B>2 D>@<0B8@>20=8O <=>3>AB@0=8G=KE 4>:C<5=B>2. &5:AB>2K9 
4>:C<5=B 2 MB>< A;CG05 A;54C5B @0AA<0B@820BL :0: A>2>:C?=>ABL 3@C?? >1J5:B>2. �@C??0 >1J5:B>2 2:;NG05B 
>1J5:BK, 8<5NI85 >48=0:>2K5 A2>9AB20, =01>@ MB8E A2>9AB2 =07K20NB AB8;5<. 

%B8;L 3 MB> =01>@ D>@<0B8@CNI8E :><0=4, A>E@0=O5<K9 ?>4 C=8:0;L=K< 8<5=5< 4;O <=>3>:@0B=>3> 
8A?>;L7>20=8O. (>@<0B8@>20=85 B5:AB0 A ?><>ILN AB8;O 7=0G8B5;L=> 1KAB@55, G5< D>@<0B8@>20BL 2@CG=CN 
:064K9 M;5<5=B B5:AB0, B0: :0: >4=0 :><0=40 (AB8;L) 02B><0B8G5A:8 D>@<0B8@C5B 3@C??C ?0@0<5B@>2 B5:AB0. �@><5 
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B>3>, 5A;8 ?>;L7>20B5;L <5=O5B AB8;L :0:>3>-;81> >1J5:B0 (H@8DB, @0AAB>O=85 <564C AB@>:, 2K@02=820=85, 
?>;>65=85 =0 AB@0=8F5 8 B.?.), B> MS Word ?5@5=>A8B MB8 87<5=5=8O =0 2A5 4@C385 >1J5:BK, 8<5NI85 0=0;>38G=K9 
AB8;L. 

%CI5AB2C5B B@8 >A=>2=KE B8?0 AB8;59: 
 %B8;L A8<2>;0 A>45@68B ?0@0<5B@K D>@<0B8@>20=8O A8<2>;>2, 2:;NG0O H@8DB, @07<5@, =0G5@B0=85, 

?>;>65=85 8 8=B5@20;K 

 %B8;L 0170F0 A>45@68B ?0@0<5B@K D>@<0B8@>20=8O 0170F52, B0:85 :0: <564CAB@>G=K5 8=B5@20;K, 
>BABC?K, 2K@02=820=85 8 ?>78F88 B01C;OF88. %B8;8 0170F52 B0:65 <>3CB A>45@60BL AB8;8 8;8 ?0@0<5B@K 
D>@<0B8@>20=8O A8<2>;>2. �>;LH8=AB2> AB8;59, 8A?>;L7C5<KE 2 Word, O2;ONBAO AB8;O<8 0170F52 

 %B8;L B01;8FK A>45@68B ?0@0<5B@K D>@<0B8@>20=8O B01;8F (?@8 2AB02:5 B01;8FK, 59 ?> C<>;G0=8N 
=07=0G05BAO AB8;L 3 A5B:0 B01;8FK). 

#@8 A>740=88 =>2>3> 4>:C<5=B0 "�>:C<5=B 1" =0 1075 H01;>=0 Normal, >= ?>;CG05B :>?8N =01>@0 AB8;59 
87 107>2>3> =01>@ AB8;59 >1I53> =07=0G5=8O (87 2AB@>5==KE AB8;59): "1KG=K9, �03>;>2:8 1, 2, 3. 

#>A;5 B>3> :0: 22>4 B5:AB0 2 4>:C<5=B 7025@H5=, 8 B5:AB >B@540:B8@>20=, F5;5A>>1@07=> 2>A?>;L7>20BLAO 
:><0=4>9 �2B>D>@<0B 4;O 87<5=5=8O 2=5H=53> 2840 2A53> 4>:C<5=B0. 

#@8 02B><0B8G5A:>< D>@<0B8@>20=88 4>:C<5=B0 :064><C 0170FC =07=0G05BAO >48= 87 AB8;59 Word. 

!0?@8<5@, 703>;>2:C <>65B 1KBL =07=0G5= AB8;L �03>;>2>: 1 8;8 �03>;>2>: 2, 0170FC >A=>2=>3> B5:AB0 3 AB8;L 
"A=>2=>9 B5:AB, 0 0170FC, 2E>4OI5<C 2 A?8A>: - AB8;L %?8A>:. #@8<5G0=8O< =07=0G05BAO AB8;L &5:AB #@8<5G0=85, 
25@E=8< :>;>=B8BC;0< 3 AB8;L �5@E=89 :>;>=B8BC;, 0 =><5@0< AB@0=8F 3 AB8;L !><5@ AB@0=8FK 8 B.4. 

!07=0G5=85 0170F0< 4>:C<5=B0 AB0=40@B=KE AB8;59 Word >15A?5G8205B 1KAB@>5 87<5=5=85 2=5H=53> 2840 
A>740==>3> 4>:C<5=B0 70 AG5B ?@8<5=5=8O AB8;59 87 181;8>B5:8 AB8;59. �AB@>5==K5 AB8;8 >15A?5G820NB 
D>@<0B8@>20=85 703>;>2:>2 @07;8G=KE C@>2=59 8 ?>72>;ONB ?@>A<0B@820BL 85@0@E8G5A:CN AB@C:BC@C 4>:C<5=B0 2 
@568<5 AB@C:BC@0, 0 B0:65 1KAB@> AB@>8BL >3;02;5=85. 

�@><5 B>3>, 5A;8 4;O 1>;LH8=AB20 0170F52 4>:C<5=B0 8A?>;L7C5BAO AB8;L "A=>2=>9 B5:AB, 0 =5 "1KG=K9, 
2K A<>65B5 ;53:> ?5@5D>@<0B8@>20BL B>;L:> AB8;L >A=>2=>3> B5:AB0, =5 70B@03820O ?@8 MB>< AB8;L >AB0;L=>3> 
B5:AB0. 

"?5@0F88 A> AB8;O<8 2 >1;0AB8 7040G %B8;8 8 D>@<0B8@>20=85 
%B8;8 <>6=> 87<5=OBL 8 A>74020BL =>2K5. �@><5 B>3>, <>6=> ?@8<5=8BL 4@C3>9 AB8;L (=0;>68BL AB8;L) : 

C65 >BD>@<0B8@>20==><C B5:ABC, B.5. ?5@5D>@<0B8@>20BL 53>. 

 

 <EGAB> 7 - !F<?< 

�;O ?@8<5=5=8O AB8;O =C6=> 2K45;8BL B5:AB 8 =0 ?0=5;8 AB8;8 2K1@0BL =C6=K9 AB8;L. 
�A;8 =C6=> >B@540:B8@>20BL AB8;L, B> ?@>AB> G5@57 :>=B5:AB=>5 <5=N A;54C5B 2K1@0BL ?C=:B 87<5=8BL.  
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 <EGAB> 8 - �;@9A9A<9 EF<?S 

 

�;O :064>3> AB8;O <>6=> 7040BL >B45;L=K5 ?0@0<5B@K H@8DB0 8 0170F0. 
�;O A>740=8O =>2KE AB8;59 =C6=> 2K720BL @0AH8@5==CN ?0=5;L AB8;8 8 2K1@0BL A>740=85 =>2>3> AB8;O. 
 

 

 

 <EGAB> 9 - !B;84A<9 AB6B7B EF<?S 

 

�484A<9 1. $BD@4F<DB64A<9 E <ECB?P;B64A<9@ EF<?9= 

 

"B:@>9B5 D09; �B84 6 CD<DB89.doc. #@8<5=8B5 : B5:ABC AB8;52>5 D>@<0B8@>20=85.  
� B5:AB5 1C4CB ?@8<5=5=K A;54CNI85 AB8;8 �03>;>2>: 1 C@>2=O (4;O C4>1AB20 703>;>2:8 2K45;5=K A8=8< 

F25B><) 8 703>;>2:8 2 C@>2=O (2K45;5=K 75;5=K< F25B><). 
"9IAB?B7<S 6OCB?A9A<S 

1. �K45;8B5 2A5 703>;>2:8 A8=53> F25B0 8 =07=0GLB5 8< AB8;L �03>;>2>: 1; 
2. �K45;8B5 2A5 703>;>2:8 75;5=>3> F25B0 8 =07=0GLB5 8< AB8;L �03>;>2>: 2; 
3. �A5 703>;>2:8 1 C@>2=O 4>;6=K @0A?>;030BLAO A =>2>9 AB@0=8FK 8 =5 >B@K20BLAO >B 

=865A;54CNI53> B5:AB0. �;O MB>3> 2 >1;0AB8 7040G «%B8;8 8 D>@<0B8@>20=85» 87<5=8B5 2AB@>5==K9 AB8;L 
�03>;>2>: 1, CAB0=>282 4;O =53> =C6=K5 D>@<0B=K5 B@51>20=8O.  
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4. %0<>AB>OB5;L=> 70409B5 AB8;N �03>;>2>: 1 D>@<0B H@8DB0 Times New Roman 16 ?>;C68@=K9; 
5. �7<5=8B5 AB8;L �03>;>2>: 2. %2>9AB2> 0170F0 3 =5 >B@K20BL >B A;54CNI53>, D>@<0B H@8DB0 Times 

New Roman 16 ?>;C68@=K9 :C@A82; 
 

�484A<9 2. $BD@4F<DB64A<9 EFD4A<J 

#>4 D>@<0B8@>20=85< AB@0=8FK 1C45< ?>=8<0BL >@85=B0F8N ;8AB0, 7040=85 ?>;59 8 CAB0=>2:C  
:>;>=B8BC;>2. 

% ?><>ILN :><0=4K « 0:5B 3 #>;O 3 !0AB@08205<K5 ?>;O» AB@0=8FK CAB0=>28B5 :=86=CN >@85=B0F8N 
;8AB0 8 CAB0=>28B5 @07<5@K ?>;59: ;52>5 3 A<, ?@02>5 1 A<, 25@E=55 3 A<, =86=55 1,5 A< 

 

 <EGAB> 10 - �4EFDB=>4 CB?9= 8B>G@9AF4 

% ?><>ILN :><0=4K �AB02:0 3 �>;>=B8BC;K 3 !><5@0 AB@0=8F 70409B5 =86=NN =C<5@0F8N AB@0=8F ?> 
?@02><C :@0N.  

 

 <EGAB> 11 - �G@9D4J<S EFD4A<J 

 

�484A<9 3.  <EGA>< 6 F9>EF9 
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� :>=F5 4>:C<5=B0 ?@82545=K @8AC=:8. �E ?>;>65=85 2 B5:AB5 C65 >?@545;5=> (@>7>2K9 B5:AB @8A 1., 8 
B.4.) 

�;O CA:>@5=8O @01>BK ?@8<5=8B5 A;54CNI85 ?@85<K: 

1. �K45;8B5 @8AC=>: 8 ?><5AB8B5 53> 2 1CD5@ >1<5=0 (Ctrl+X); 

2. !0948B5 <5AB>?>;>65=85 @8AC=:0 2 B5:AB5 (<>6=> A ?><>ILN :><0=4K !09B8 87 <5=N #@02:0); 

3. �K45;8B5 A;>20 @8A <=><5@> 8 2AB02LB5, =0602 A>G5B0=85 :;028H Ctrl+V; 

4.'AB0=>28B5 4;O @8AC=:0 >1B5:0=85 B5:AB><. #> :>=BC@C (2>A?>;L7C9B5AL :>=B5:AB=K< <5=N 4;O 
@8AC=:0, :><0=40 (>@<0B @8AC=:0); 

5. �A;8 @8AC=:8 4>;6=K 1KBL @O4><, ?>4:>@@5:B8@C9B5 8E ?>;>65=85 2@CG=CN. 

�484A<9 4. �B8C<E< > D<EGA>4@ 

�;O C4>1AB20 @8AC=:8 2 B5:AB5 =C<5@CNB. �K45;8B5 @8AC=>: 8 2 :>=B5:AB=>< <5=N 2K15@8B5 :><0=4C 
�AB028BL =0720=85. )>B5;>AL 1K, GB>1K =04?8AL A>AB>O;0 87 A>:@0I5==>3> A;>20 @8A. 8 =><5@0. �;O MB>3>, =0602 =0 
:=>?:C %>740BL 2 >:=5 !0720=85 70409B5 ?>AB>O==CN G0ABL =0720=8O «$8A.» 8 =06<8B5 "�. !><5@0 @8AC=:>2 ?@8 
2AB02:5 1C4CB 4>102;OBLAO 02B><0B8G5A:8. 

 

 <EGAB> 12 - �4<@9AB64A<9 D<EGA>B6 
#@8 7040=88 =0720=8O A;54CNI53> @8AC=:0 A>74020BL =>2>5 =0720=85 =5 ?>=04>18BAO. #@>AB> 2K15@8B5 53> 

87 2K?040NI53> A?8A:0 #>4?8AL. 

�0409B5 =0720=8O 2A5< 2AB02;5==K< @0=55 @8AC=:0<. 

� 40;L=59H5<, 5A;8 20< ?>=04>18BAO 4>1028BL =>2K9 @8AC=>: 2 A5@548=C B5:AB0 8;8 C40;8BL @0=55 
2AB02;5==K9, 2@CG=CN 87<5=5=89 2 =><5@0E @8AC=:>2 45;0BL =5 ?@845BAO. �A5 87<5=5=8O 1C4CB ?@>872545=K 
02B><0B8G5A:8. 

 

�484A<9 5. !B;84A<9 46FB B7?46?9A<S 

�;03>40@O B><C, GB> B5:AB 4>:C<5=B0 @07<5G5= A ?><>ILN AB8;59 AB0;> 2>7<>6=K< ?>AB@>8BL 4;O =53> 02B> 
>3;02;5=85. 

"3;02;5=85 A>74048< =0 >B45;L=>< ;8AB5 =0H53> 4>:C<5=B0, 2AB0282 53> ?5@54 =0G0;>< B5:AB0. �;O MB>3> 

CAB0=>28B5 :C@A>@ ?5@54 ?5@2K< A8<2>;>< ?5@2>3> 703>;>2:0 8 2K15@8B5 :><0=4C <5=N �AB02:0 3 %B@0=8FK 3 
$07@K2 AB@0=8FK; 
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�K15@8B5 :><0=4C %AK;:8 3 "3;02;5=85 3 �2B> A>18@05<>5 >3;02;5=85 1. 

 

 <EGAB> 13 - ВEF46>4 46FB B7?46?9A<S 

 

�>7<>6=>, ?@8 40;L=59H5< @540:B8@>20=88 B5:AB0, <>3CB ?@>87>9B8 87<5=5=8O 8 >3;02;5=85 ?@845BAO 
>1=>2;OBL. !5 45;09B5 MB>3> 2@CG=CN. 'AB0=>28B5 :C@A>@ 2 ;N1>< <5AB5 A>740==>3> >3;02;5=8O 8 2K7>28B5 
:>=B5:AB=>5 <5=N. �K15@8B5 :><0=4C "1=>28BL ?>;5. 

 

�484A<9 7. !B;84A<9 F<FG?PAB= EFD4A<JO 

 

"?8A0==K< @0=55 A?>A>1>< 4>102LB5 5I5 >4=C ?CABCN AB@0=8FC 2 =0G0;> 4>:C<5=B0 8 A>7409B5 B8BC;L=K9 
;8AB ?> >1@07FCM 

%>E@0=8B5 4>:C<5=B, 402 5<C 8<O «�D_Word_4_(4@<?<S_7DGCC4». 
 

#D<@9DAO= C9D9K9AP CD4>F<K9E><I E<FG4J<BAAOI ;484A<=:  
 

#D<@9DAO9 6BCDBEO F9EFB6OI ;484A<= 

1. �025@H8BL AB@>:C 157 A>740=8O 0170F0 2 B5:AB>2>< @540:B>@5 MS Word <>6=> ?@8 ?><>I8 A>G5B0=8O 
:;028H 

Shift+Enter 

Shift+Esc 

Shift+Alt 

Shift+Ctrl 

 

2. !5@07@K2=K9 ?@>15; 2 B5:AB>2>< @540:B>@5 MS Word 2AB02;O5BAO ?@8 ?><>I8 A>G5B0=8O :;028H 

Ctrl+Shift+�DB59? 

Ctrl+Alt+#@>15; 
Alt+Shift+#@>15; 
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Esc+Shift+#@>15; 
 

3. �>7<>6=> ;8 >B:;NG8BL ?@>25@:C ?@02>?8A0=8O 2 MS Word 

�B;@B:AB 

!52>7<>6=> 
 

4. �0:8<8 A?>A>10<8 <>6=> =09B8 4@C385 A8<2>;K 2 ?0=5;8 4>102;5=8O A?5FA8<2>;>2 B5:AB>2>3> 
@540:B>@0 MS Word 

�F>DOFP 8DG7B= LD<HF 

�03@C78BL A?5FA8<2>;K 87 8=B5@=5B0 
"B@540:B8@>20BL 2 AB8;OE 
�0==0O 2>7<>6=>ABL >BACBAB2C5B 
 

5. $CAA:89 B5:AB (�8@8;;8FC) 2 B5:AB>2>< @540:B>@5 MS Word ?>72>;ONB 2K2>48BL 
�A5 H@8DBK 

�9>BFBDO9 LD<HFO 

&>;L:> H@8DBK 3@C??K Times 

 

6. �=AB@C<5=B �8=59:0 2 MS Word 8A?>;L7C5BAO 
�?S D984>F<DB64A<S C4D4@9FDB6 45;4J96 

�;O @540:B8@>20=8O H@8DB>2 
�;O @540:B8@>20=8O A?5F80;L=KE A8<2>;>2 
�;O 87<5=5=8O AB8;59 B5:AB0 
 

7. �87C0;L=K9 AB8;L >:@0A:8 B01;8F, A>740==KE 2 MS Word <>6=> 87<5=8BL G5@57 <5=N 

КBAEFDG>FBD 

 0:5B 
�84 
�AB02:0 
 

8. %B8;L B5:AB0 2 MS Word MB>  
�=5H=89 284 B5:AB0 
�45BD ;4D4A99 ;484AAOI >B@4A8 HBD@4F<DB64A<S F9>EF4 

!01>@ 70@0=55 7040==KE :><0=4 D>@<0B8@>20=8O B01;8F 

!01>@ 70@0=55 7040==KE H@8DB>2 
 

9. �2B> >3;02;5=85 2 MS Word A>7405BAO =0 >A=>25 
#><5B>: ?>;L7>20B5;O 
!F<?9= ;47B?B6>B6 

�K45;5==>3> B5:AB0 
!C<5@>20==KE AB@0=8F 

 

10. �>7<>6=> ;8 A>74020BL A2>8 AB8;8 B5:AB0 2 B5:AB>2>< @540:B>@5 MS Word 

�B;@B:AB  
&0:0O 2>7<>6=>ABL >BACBAB2C5B 
 

11. %B8;L «"1KG=K9» B5:AB>2>3> @540:B>@0 MS Word >B25G05B 70 
�EAB6AB= F9>EF 

�03>;>2:8 

&01;8FK 

 0@:8@>20==K5 A?8A:8 

 

12. �>7<>6=> ;8 87<5=8BL AB8;L ?>4?8A8 : =><5@C @8AC=:0 2 B5:AB>2>< @540:B>@5 MS Word 
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�B;@B:AB 

&0:0O 2>7<>6=>ABL >BACBAB2C5B 
 

#D<@9DAO= C9D9K9AP F9@ 8?S CB87BFB6>< CD9;9AF4J<= / @G?PF<@98<4 EBB5M9A<= < 
F.C.:  

1.  >O 1C4CI0O ?@>D5AA8O  
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