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ʉ 302 

 

 

ʉ 302 

 

ʉʝʤʝʥʦʚʘ, ʆ.ʃ. 

ʄʝʜʠʮʠʥʩʢʘʷ ʠʥʬʦʨʤʘʪʠʢʘ: ʫʯʝʙʥʦʝ ʧʦʩʦʙʠʝ ʚ 2 ʯʘʩʪʷʭ: 

ʏʘʩʪʴ 1/ ʆ.ʃ. ʉʝʤʝʥʦʚʘ, ʅ.ʖ. ʏʘʩʦʚʩʢʠʭ, ɸ.ʖ. ɻʨʝʯʠʰ-

ʥʠʢʦʚʘ. ï ʊʦʤʩʢ: ʀʟʜ-ʚʦ ʉʠʙɻʄʋ, 2021. ï 79 ʩ. 

 

  

ɺ ʧʦʩʦʙʠʠ ʧʨʝʜʩʪʘʚʣʝʥʳ ʦʩʥʦʚʥʳʝ ʧʦʥʷʪʠʷ ʦʙ ʠʥʬʦʨʤʘʪʠʢʝ ʠ 

ʤʝʜʠʮʠʥʩʢʦʡ ʠʥʬʦʨʤʘʪʠʢʝ, ʩʪʘʥʜʘʨʪʥʳʝ ʧʨʦʛʨʘʤʤʳ, ʠʩʧʦʣʴʟʫʝʤʳʝ 

ʜʣʷ ʨʘʙʦʪʳ ʥʘ ʧʝʨʩʦʥʘʣʴʥʦʤ ʢʦʤʧʴʶʪʝʨʝ. ɹʦʣʴʰʦʝ ʚʥʠʤʘʥʠʝ ʦʪʚʦ-

ʜʠʪʩʷ ʚʦʧʨʦʩʘʤ ʧʨʘʢʪʠʯʝʩʢʦʛʦ ʠʩʧʦʣʴʟʦʚʘʥʠʷ ʧʨʦʛʨʘʤʤʥʳʭ ʧʘʢʝʪʦʚ 

ʜʣʷ ʧʨʝʜʩʪʘʚʣʝʥʠʷ ʠ ʦʙʨʘʙʦʪʢʠ ʤʝʜʠʮʠʥʩʢʦʡ ʠʥʬʦʨʤʘʮʠʠ. ʊʝʦʨʝʪʠ-

ʯʝʩʢʫʶ ʯʘʩʪʴ ʟʘʚʝʨʰʘʶʪ ʧʨʘʢʪʠʯʝʩʢʠʝ ʟʘʜʘʥʠʷ ʧʦ ʪʝʤʘʤ (ʚʢʣʶʯʝʥʳ 

ʟʘʜʘʥʠʷ ʩ ʧʦʜʨʦʙʥʳʤ ʨʘʟʙʦʨʦʤ ʠʭ ʚʳʧʦʣʥʝʥʠʷ ʠ ʟʘʜʘʥʠʷ, ʧʨʝʜʥʘʟʥʘ-

ʯʝʥʥʳʝ ʜʣʷ ʩʘʤʦʩʪʦʷʪʝʣʴʥʦʡ ʧʨʦʨʘʙʦʪʢʠ), ʘ ʪʘʢʞʝ ʚʦʧʨʦʩʳ ʜʣʷ ʩʘʤʦ-

ʢʦʥʪʨʦʣʷ. 

ʋʯʝʙʥʦʝ ʧʦʩʦʙʠʝ ʧʦʜʛʦʪʦʚʣʝʥʦ ʧʦ ʜʠʩʮʠʧʣʠʥʝ çʄʝʜʠʮʠʥʩʢʘʷ 

ʠʥʬʦʨʤʘʪʠʢʘè ʚ ʩʦʦʪʚʝʪʩʪʚʠʠ ʩ ʌʝʜʝʨʘʣʴʥʳʤ ʛʦʩʫʜʘʨʩʪʚʝʥʥʳʤ ʦʙʨʘ-

ʟʦʚʘʪʝʣʴʥʳʤ ʩʪʘʥʜʘʨʪʦʤ ʚʳʩʰʝʛʦ ʦʙʨʘʟʦʚʘʥʠʷ ʜʣʷ ʩʪʫʜʝʥʪʦʚ, ʦʙʫʯʘ-

ʶʱʠʭʩʷ ʧʦ ʦʩʥʦʚʥʳʤ ʦʙʨʘʟʦʚʘʪʝʣʴʥʳʤ ʧʨʦʛʨʘʤʤʘʤ ʚʳʩʰʝʛʦ ʦʙʨʘʟʦ-

ʚʘʥʠʷ ï ʧʨʦʛʨʘʤʤʘʤ ʩʧʝʮʠʘʣʠʪʝʪʘ ʧʦ ʥʘʧʨʘʚʣʝʥʠʷʤ ʧʦʜʛʦʪʦʚʢʠ: 

31.05.01 ï ʃʝʯʝʙʥʦʝ ʜʝʣʦ ʠ 31.05.03 ï  ʉʪʦʤʘʪʦʣʦʛʠʷ. 
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ʈʝʮʝʥʟʝʥʪ:r 

ʊ.ʇ. ʂʘʣʘʯʝʚʘ ï ʢʘʥʜʠʜʘʪ ʤʝʜʠʮʠʥʩʢʠʭ ʥʘʫʢ, ʜʦʮʝʥʪ, ʜʝʢʘʥ ʬʘʢʫʣʴʪʝʪʘ 

ʜʠʩʪʘʥʮʠʦʥʥʦʛʦ ʦʙʨʘʟʦʚʘʥʠʷ ʌɻɹʆʋ ɺʆ ʉʠʙɻʄʋ. 

ɺ.ɸ. ʌʦʢʠʥ ï ʜʦʢʪʦʨ ʪʝʭʥʠʯʝʩʢʠʭ ʥʘʫʢ, ʧʨʦʬʝʩʩʦʨ ʢʘʬʝʜʨʳ ʤʝʜʠʮʠʥʩʢʦʡ 

ʠ ʙʠʦʣʦʛʠʯʝʩʢʦʡ ʢʠʙʝʨʥʝʪʠʢʠ ʌɻɹʆʋ ɺʆ ʉʠʙɻʄʋ. 

 
ʋʪʚʝʨʞʜʝʥʦ ʠ ʨʝʢʦʤʝʥʜʦʚʘʥʦ ʢ ʧʝʯʘʪʠ ʋʯʝʙʥʦ-ʤʝʪʦʜʠʯʝʩʢʦʡ ʢʦʤʠʩʩʠʝʡ 

ʃʝʯʝʙʥʦʛʦ ʬʘʢʫʣʴʪʝʪʘ ʉʠʙɻʄʋ ʄʠʥʟʜʨʘʚʘ ʈʦʩʩʠʠ (ʧʨʦʪʦʢʦʣ ˉ 109 ʦʪ 8 ʦʢ-

ʪʷʙʨʷ 2020 ʛ.). 

 
É ʀʟʜʘʪʝʣʴʩʪʚʦ ʉʠʙɻʄʋ, 2021 

É ʉʝʤʝʥʦʚʘ ʆ.ʃ., ʏʘʩʦʚʩʢʠʭ ʅ.ʖ., ɻʨʝʯʠʰʥʠʢʦʚʘ ɸ.ʖ., 2021  



3 

 

ȻȼȱȰȴȽȷȺȮȴȱ 

 

ʇʦʩʦʙʠʝ çʄʝʜʠʮʠʥʩʢʘʷ ʠʥʬʦʨʤʘʪʠʢʘè ʷʚʣʷʝʪʩʷ ʚʩʧʦʤʦʛʘʪʝʣʴ-

ʥʳʤ ʩʨʝʜʩʪʚʦʤ ʚ ʦʙʫʯʝʥʠʠ ʩʪʫʜʝʥʪʦʚ,ʦʙʫʯʘʶʱʠʭʩʷ ʧʦ ʦʩʥʦʚʥʳʤ ʦʙ-

ʨʘʟʦʚʘʪʝʣʴʥʳʤ ʧʨʦʛʨʘʤʤʘʤ ʚʳʩʰʝʛʦ ʦʙʨʘʟʦʚʘʥʠʷ ï ʧʨʦʛʨʘʤʤʘʤ ʩʧʝ-

ʮʠʘʣʠʪʝʪʘ ʧʦ ʥʘʧʨʘʚʣʝʥʠʷʤ ʧʦʜʛʦʪʦʚʢʠ: 31.05.01 ï ʃʝʯʝʙʥʦʝ ʜʝʣʦ ʠ 

31.05.03 ï ʉʪʦʤʘʪʦʣʦʛʠʷ. 

ɼʘʥʥʳʡ ʤʘʪʝʨʠʘʣ ʩʦʦʪʚʝʪʩʪʚʫʝʪ ʫʯʝʙʥʦʡ ʧʨʦʛʨʘʤʤʝ ʢʫʨʩʘ çʄʝ-

ʜʠʮʠʥʩʢʘʷ ʠʥʬʦʨʤʘʪʠʢʘè, ʩʦʜʝʨʞʠʪ ʪʝʦʨʝʪʠʯʝʩʢʫʶ ʯʘʩʪʴ ï ʢʨʘʪʢʠʡ 

ʦʙʟʦʨ ʣʝʢʮʠʦʥʥʦʛʦ ʤʘʪʝʨʠʘʣʘ ʠ ʧʨʘʢʪʠʯʝʩʢʠʝ ʟʘʜʘʥʠʷ ʩ ʧʦʜʨʦʙʥʳʤ 

ʠʟʣʦʞʝʥʠʝʤ ʧʦʨʷʜʢʘ ʠʭ ʚʳʧʦʣʥʝʥʠʷ. ɺʳʧʦʣʥʝʥʠʝ ʟʘʜʘʥʠʡ ʨʘʩʩʤʘʪ-

ʨʠʚʘʣʦʩʴ ʚ MicroSoft Word 2007, 2010, 2013. 
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ȾɑɘɌ 1. ȼȬȭȺȾȬ Ȯ ȾȱȶȽȾȺȮȺȸ ȼȱȰȬȶȾȺȼȱ 

MICROSOFT WORD  

 
ʎʝʣʴ: ʦʟʥʘʢʦʤʠʪʴʩʷ ʩ ʦʩʥʦʚʥʳʤʠ ʚʦʟʤʦʞʥʦʩʪʷʤʠ MS Word ʜʣʷ 

ʩʦʟʜʘʥʠʷ ʠ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ ʪʝʢʩʪʦʚʳʭ ʜʦʢʫʤʝʥʪʦʚ. 

 

ɺʦʧʨʦʩʳ ʜʣʷ ʩʘʤʦʧʦʜʛʦʪʦʚʢʠ 

1. ʉʧʦʩʦʙʳ ʩʦʟʜʘʥʠʷ ʥʦʚʳʭ ʜʦʢʫʤʝʥʪʦʚ. 

2. ɺʦʟʤʦʞʥʦʩʪʠ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ ʜʦʢʫʤʝʥʪʦʚ. 

3. ʇʘʨʦʣʴʥʘʷ ʟʘʱʠʪʘ ʜʦʢʫʤʝʥʪʦʚ. 

 

ʊɽʆʈɽʊʀʏɽʉʂɸʗ ʏɸʉʊʔ 

 

ʉʦʚʨʝʤʝʥʥʳʡ ʪʝʢʩʪʦʚʳʡ ʧʨʦʮʝʩʩʦʨ MS Word ʧʨʝʜʥʘʟʥʘʯʝʥ ʜʣʷ 

ʧʨʦʩʤʦʪʨʘ, ʩʦʟʜʘʥʠʷ, ʧʝʯʘʪʠ ʠ ʤʦʜʠʬʠʢʘʮʠʠ ʪʝʢʩʪʦʚʳʭ ʜʦʢʫʤʝʥʪʦʚ.  

ʆʥ ʧʨʝʜʫʩʤʘʪʨʠʚʘʝʪ ʚʳʧʦʣʥʝʥʠʝ ʤʥʦʛʠʭ ʦʧʝʨʘʮʠʡ, ʢʘʢ ʥʘʜ ʪʝʢ-

ʩʪʦʚʦʡ, ʪʘʢ ʠ ʥʘʜ ʛʨʘʬʠʯʝʩʢʦʡ ʠʣʠ ʪʘʙʣʠʯʥʦʡ ʠʥʬʦʨʤʘʮʠʝʡ.  

ɹʣʘʛʦʜʘʨʷ MS Word ʚʦʟʤʦʞʥʦ ʙʳʩʪʨʦ ʠ ʢʘʯʝʩʪʚʝʥʥʦ ʧʦʜʛʦʪʦʚʠʪʴ 

ʜʦʢʫʤʝʥʪ ʣʶʙʦʡ ʩʣʦʞʥʦʩʪʠ. 

 

ɺʦʟʤʦʞʥʦʩʪʠ MicrosoftWord: 

¶ ʉʦʟʜʘʥʠʝ ʥʦʚʦʛʦ ʜʦʢʫʤʝʥʪʘ ʩ ʧʦʤʦʱʴʶ ʰʘʙʣʦʥʦʚ (ʨʠʩ. 1). ɺ 

MS Word ʚʢʣʶʯʝʥʳ ʰʘʙʣʦʥʳ ʩʪʘʥʜʘʨʪʥʳʭ ʧʠʩʝʤ, ʧʦʟʜʨʘʚʠʪʝʣʴ-

ʥʳʭ ʟʘʧʠʩʦʢ, ʦʪʯʝʪʦʚ, ʬʘʢʩʦʚ ʠ ʨʷʜ ʜʨʫʛʠʭ ʜʦʢʫʤʝʥʪʦʚ. 

¶ ʆʜʥʦʚʨʝʤʝʥʥʦʝ ʦʪʢʨʳʪʠʝ ʠ ʨʘʙʦʪʘ ʩ ʙʦʣʴʰʠʤ ʢʦʣʠʯʝʩʪʚʦʤ ʜʦʢʫ-

ʤʝʥʪʦʚ. 

¶ ɸʚʪʦʤʘʪʠʯʝʩʢʘʷ ʧʨʦʚʝʨʢʘ ʦʨʬʦʛʨʘʬʠʠ, ʛʨʘʤʤʘʪʠʢʠ ʠ ʩʪʠʣʠʩʪʠʢʠ 
ʧʨʠ ʚʚʦʜʝ ʜʦʢʫʤʝʥʪʘ (ʨʠʩ. 2). 

¶ ɸʚʪʦʤʘʪʠʯʝʩʢʘʷ ʢʦʨʨʝʢʮʠʷ ʥʘʠʙʦʣʝʝ ʯʘʩʪʦ ʧʦʚʪʦʨʷʶʱʠʭʩʷ ʦʰʠ-

ʙʦʢ. 

¶ ʈʘʩʰʠʨʝʥʥʳʝ ʚʦʟʤʦʞʥʦʩʪʠ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ ʜʦʢʫʤʝʥʪʘ. 

¶ ʀʩʧʦʣʴʟʦʚʘʥʠʝ ʩʪʠʣʝʡ ʜʣʷ ʙʳʩʪʨʦʛʦ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ ʜʦʢʫʤʝʥʪʘ. 

¶ ɸʚʪʦʤʘʪʠʟʘʮʠʷ ʚʚʦʜʘ ʧʦʚʪʦʨʷʶʱʠʭʩʷ ʠ ʩʪʘʥʜʘʨʪʥʳʭ ʵʣʝʤʝʥʪʦʚ 
ʪʝʢʩʪʘ. 

¶ ɺʳʨʘʚʥʠʚʘʥʠʝ ʜʦʢʫʤʝʥʪʘ ʧʦ ʦʙʦʠʤ ʢʨʘʷʤ, ʤʥʦʛʦʢʦʣʦʥʦʯʥʘʷ 
ʚʝʨʩʪʢʘ (ʨʠʩ. 3). 
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ʈʠʩ. 1 

 

 

 

 

 
 

ʈʠʩ. 2 
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ʈʠʩ. 3. 

 

¶ ʋʜʦʙʥʳʝ ʤʝʭʘʥʠʟʤʳ ʨʘʙʦʪʳ ʩʦ ʩʩʳʣʢʘʤʠ, ʩʥʦʩʢʘʤʠ, ʢʦʣʦʥʪʠʪʫ-

ʣʘʤʠ (ʨʠʩ. 4). 

 

 
 

ʈʠʩ. 4. 

 

¶ ɺʢʣʶʯʝʥʠʝ ʚ ʪʝʢʩʪ ʵʣʝʤʝʥʪʦʚ, ʩʦʟʜʘʥʥʳʭ ʚ ʜʨʫʛʠʭ ʧʨʦʛʨʘʤʤʘʭ 
Microsoft Office ï ʛʨʘʬʠʯʝʩʢʠʭ ʠʟʦʙʨʘʞʝʥʠʡ, ʵʣʝʢʪʨʦʥʥʳʭ ʪʘʙʣʠʮ 

ʠ ʛʨʘʬʠʢʦʚ, ʟʚʫʢʦʚ, ʚʠʜʝʦʠʟʦʙʨʘʞʝʥʠʡ ʠ ʪ.ʜ. 

¶ ɸʚʪʦʤʘʪʠʯʝʩʢʦʝ ʩʦʟʜʘʥʠʝ ʫʢʘʟʘʪʝʣʝʡ ʠ ʦʛʣʘʚʣʝʥʠʷ ʜʦʢʫʤʝʥʪʘ 

(ʨʠʩ. 5). 
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ʈʠʩ. 5. 

 

¶ ʆʪʧʨʘʚʢʘ ʛʦʪʦʚʦʛʦ ʜʦʢʫʤʝʥʪʘ ʥʝʧʦʩʨʝʜʩʪʚʝʥʥʦ ʠʟ MS Word ʧʦ 

ʵʣʝʢʪʨʦʥʥʦʡ ʧʦʯʪʝ (ʨʠʩ. 6). 

 

 
 

ʈʠʩ. 6. 

 

ɺ ʧʨʦʛʨʘʤʤʝ MS Word ʤʦʞʥʦ ʥʝ ʪʦʣʴʢʦ ʥʘʧʝʯʘʪʘʪʴ ʪʝʢʩʪ, ʥʦ ʠ 

ʩʜʝʣʘʪʴ ʪʘʙʣʠʮʫ. ɺʦʟʤʦʞʥʦ ʚʳʙʨʘʪʴ ʜʣʷ ʪʘʙʣʠʮʳ ʥʫʞʥʦʝ ʢʦʣʠʯʝʩʪʚʦ 

ʩʪʨʦʢ ʠ ʩʪʦʣʙʮʦʚ, ʨʝʜʘʢʪʠʨʦʚʘʪʴ ʝʝ ʢʘʢ ʫʛʦʜʥʦ ï ʨʘʩʰʠʨʷʪʴ, ʩʫʞʘʪʴ, 
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ʦʙʲʝʜʠʥʷʪʴ ʷʯʝʡʢʠ, ʫʜʘʣʷʪʴ, ʧʝʯʘʪʘʪʴ ʚʥʫʪʨʠ ʪʝʢʩʪ ʠ ʤʥʦʛʦʝ ʜʨʫʛʦʝ 

(ʨʠʩ. 7). 

 

 
 

ʈʠʩ. 7. 

 

MS Word ʧʦʟʚʦʣʷʝʪ ʚʩʪʘʚʠʪʴ ʤʘʪʝʤʘʪʠʯʝʩʢʠʝ, ʬʠʟʠʯʝʩʢʠʝ ʣʠʙʦ 

ʭʠʤʠʯʝʩʢʠʝ ʬʦʨʤʫʣʳ (ʨʠʩ. 8-9). 

 

 
 

ʈʠʩ. 8. 
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ʈʠʩ. 9 

 

MS Word ʧʦʟʚʦʣʷʝʪ ʧʨʝʜʩʪʘʚʣʷʪʴ ʯʠʩʣʦʚʳʝ ʜʘʥʥʳʝ ʚ ʛʨʘʬʠʯʝ-

ʩʢʦʤ ʬʦʨʤʘʪʝ, ʧʦʜʜʝʨʞʠʚʘʷ ʨʘʟʣʠʯʥʳʝ ʪʠʧʳ ʜʠʘʛʨʘʤʤ (ʨʠʩ. 10). 

ʇʨʠ ʩʦʟʜʘʥʠʠ ʥʦʚʦʡ ʠʣʠ ʠʟʤʝʥʝʥʠʠ ʩʫʱʝʩʪʚʫʶʱʝʡ ʜʠʘʛʨʘʤʤʳ 

ʤʦʞʥʦ ʚʳʙʨʘʪʴ ʦʜʠʥ ʠʟ ʨʘʟʥʦʦʙʨʘʟʥʳʭ ʪʠʧʦʚ. 

 

 
 

ʈʠʩ. 10 
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ɼʣʷ ʩʦʟʜʘʥʠʷ ʨʘʟʣʠʯʥʳʭ ʩʭʝʤ ʚ MS Word ʩʫʱʝʩʪʚʫʝʪ ʜʚʘ ʩʧʦʩʦʙʘ: 

V ʚʩʪʘʚʢʘ ʬʠʛʫʨ (ʨʠʩ. 11); 

V ʠʩʧʦʣʴʟʦʚʘʥʠʝ Smart Art (ʨʠʩ. 12). 

 

 
 

ʈʠʩ. 11 

 

 
 

ʈʠʩ. 12 
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ʇʘʨʦʣʴʥʘʷ ʟʘʱʠʪʘ ʜʦʢʫʤʝʥʪʦʚ MS Word 
ʅʘ ʜʦʢʫʤʝʥʪ MS Word ʤʦʛʫʪ ʙʳʪʴ ʫʩʪʘʥʦʚʣʝʥʳ ʧʘʨʦʣʠ (ʨʠʩ. 13): 

Å ʇʘʨʦʣʴ ʜʣʷ ʦʪʢʨʳʪʠʷ ʜʦʢʫʤʝʥʪʘ ʦʙʝʩʧʝʯʠʚʘʝʪ ʟʘʱʠʪʫ ʦʪ ʥʝʩʘʥʢ-

ʮʠʦʥʠʨʦʚʘʥʥʦʛʦ ʜʦʩʪʫʧʘ. 

Å ʇʘʨʦʣʴ ʜʣʷ ʦʛʨʘʥʠʯʝʥʠʷ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ ʠ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ ʦʙʝʩ-

ʧʝʯʠʚʘʝʪ ʢʦʣʣʝʢʪʠʚʥʫʶ ʨʘʙʦʪʫ ʥʘʜ ʜʦʢʫʤʝʥʪʦʤ. 

 

 
 

ʈʠʩ. 13 

 

ɺʦʧʨʦʩʳ ʜʣʷ ʩʘʤʦʢʦʥʪʨʦʣʷ 

1. ʇʨʝʜʥʘʟʥʘʯʝʥʠʝ ʪʝʢʩʪʦʚʦʛʦ ʧʨʦʮʝʩʩʦʨʘ MS Word. 

2. ʅʘʟʚʘʪʴʧʘʨʦʣʠ, ʢʦʪʦʨʳʝʤʦʛʫʪ ʙʳʪʴ ʫʩʪʘʥʦʚʣʝʥʳ ʥʘ ʜʦʢʫʤʝʥʪ MS 

Word. 

3. ʇʝʨʝʯʠʩʣʠʪʴ ʵʣʝʤʝʥʪʳ, ʩʦʟʜʘʥʥʳʝ ʚ ʜʨʫʛʠʭ ʧʨʦʛʨʘʤʤʘʭ Microsoft 

Office, ʢʦʪʦʨʳʝ ʤʦʛʫʪ ʙʳʪʴ ʚʢʣʶʯʝʥʳ ʚ ʪʝʢʩʪʦʚʳʡ ʜʦʢʫʤʝʥʪ MS 

Word. 
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ȾɑɘɌ 2. ȼȬȭȺȾȬ Ƚ ȾȬȭȷȴɂȬȸȴ 

Ȯ MICROSOFT WORD  

 

ʎʝʣʴ: ʦʟʥʘʢʦʤʠʪʴʩʷ ʩ ʦʩʥʦʚʥʳʤʠ ʚʦʟʤʦʞʥʦʩʪʷʤʠ MS Word ʜʣʷ 

ʩʦʟʜʘʥʠʷ ʠ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ ʪʘʙʣʠʮ, ʠʟʫʯʠʪʴ ʬʦʨʤʘʪʳ ʠ ʦʩʦʙʝʥʥʦʩʪʠ 

ʧʨʝʜʩʪʘʚʣʝʥʠʷ ʠʥʬʦʨʤʘʮʠʠ ʚ ʪʘʙʣʠʮʘʭ, ʦʩʚʦʠʪʴ ʧʨʝʜʣʘʛʘʝʤʳʝ ʧʨʦ-

ʛʨʘʤʤʦʡ ʬʫʥʢʮʠʠ, ʧʦʟʚʦʣʷʶʱʠʝ ʨʝʜʘʢʪʠʨʦʚʘʪʴ ʪʘʙʣʠʮʳ. 

 

ɺʦʧʨʦʩʳ ʜʣʷ ʩʘʤʦʧʦʜʛʦʪʦʚʢʠ 

1. ʇʦʥʷʪʠʝ ʪʘʙʣʠʮʘ. 

2. ʆʩʥʦʚʥʳʝ ʩʧʦʩʦʙʳ ʩʦʟʜʘʥʠʷ ʪʘʙʣʠʮ. 

3. ʆʩʥʦʚʥʳʝ ʙʣʦʢʠ ʤʝʥʶ ʧʨʠ ʨʘʙʦʪʝ ʩ ʪʘʙʣʠʮʘʤʠ. 

 

ʊɽʆʈɽʊʀʏɽʉʂɸʗ ʏɸʉʊʔ 

 

ʊʘʙʣʠʮʘ ï ʵʪʦ ʩʦʚʦʢʫʧʥʦʩʪʴ ʷʯʝʝʢ, ʨʘʩʧʦʣʦʞʝʥʥʳʭ ʚ ʩʪʨʦʢʘʭ ʠ 

ʩʪʦʣʙʮʘʭ, ʢʦʪʦʨʳʝ ʤʦʞʥʦ ʟʘʧʦʣʥʷʪʴ ʧʨʦʠʟʚʦʣʴʥʳʤ ʪʝʢʩʪʦʤ, ʬʦʨʤʫ-

ʣʘʤʠ ʠ ʛʨʘʬʠʢʦʡ. 

ʉʦʟʜʘʪʴ ʪʘʙʣʠʮʫ ʤʦʞʥʦ ʩ ʧʦʤʦʱʴʶ ʢʦʤʘʥʜʳ çʊʘʙʣʠʮʘè ʤʝʥʶ 

çɺʩʪʘʚʢʘè ʥʝʩʢʦʣʴʢʠʤʠ ʩʧʦʩʦʙʘʤʠ (ʨʠʩ. 14): 

¶ ʩ ʧʦʤʦʱʴʶ ʚʳʜʝʣʝʥʠʷ ʢʫʨʩʦʨʦʤ ʚʳʙʨʘʪʴ ʥʝʦʙʭʦʜʠʤʦʝ ʢʦʣʠʯʝ-

ʩʪʚʦ ʩʪʦʣʙʮʦʚ ʠ ʩʪʨʦʢ. ʄʘʢʩʠʤʘʣʴʥʳʡ ʨʘʟʤʝʨ ʪʘʙʣʠʮʳ ʧʨʠ ʵʪʦʤ ʩʧʦ-

ʩʦʙʝ 10x8; 

¶ ʚʳʙʨʘʪʴ ʧʫʥʢʪ ʤʝʥʶ çʚʩʪʘʚʠʪʴ ʪʘʙʣʠʮʫè ʠ ʟʘʜʘʪʴ ʥʫʞʥʦʝ ʢʦʣʠ-

ʯʝʩʪʚʦ ʩʪʨʦʢ ʠ ʩʪʦʣʙʮʦʚ. ʄʘʢʩʠʤʘʣʴʥʦʝ ʢʦʣʠʯʝʩʪʚʦ ʩʪʦʣʙʮʦʚ ʧʨʠ 

ʜʘʥʥʦʤ ʩʧʦʩʦʙʝ 63. ʂʨʦʤʝ ʪʦʛʦ, ʜʘʥʥʦʝ ʤʝʥʶ ʧʦʟʚʦʣʷʝʪ ʚʳʙʨʘʪʴ ʰʠ-

ʨʠʥʫ ʩʪʦʣʙʮʦʚ: 

- ʧʦ ʩʦʜʝʨʞʠʤʦʤʫ, 

- ʧʦ ʰʠʨʠʥʝ ʦʢʥʘ, 

- ʤʦʞʥʦ ʟʘʜʘʪʴ ʧʦʩʪʦʷʥʥʫʶ ʰʠʨʠʥʫ ʩʪʦʣʙʮʦʚ, ʫʢʘʟʘʚ ʝʝ ʨʘʟʤʝʨ; 

¶ ʥʘʨʠʩʦʚʘʪʴ ʪʘʙʣʠʮʫ ʩ ʧʦʤʦʱʴʶ ʢʘʨʘʥʜʘʰʘ; 

¶ ʚʩʪʘʚʠʪʴ ʪʘʙʣʠʮʫ Excel; 

¶ ʚʩʪʘʚʠʪʴ ʵʢʩʧʨʝʩʩ-ʪʘʙʣʠʮʫ ʠʟ ʧʨʝʜʣʦʞʝʥʥʳʭ ʚʘʨʠʘʥʪʦʚ. 
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ʈʠʩ. 14 

 

ʇʦʩʣʝ ʩʦʟʜʘʥʠʷ ʪʘʙʣʠʮʳ ʧʦʷʚʣʷʝʪʩʷ ʚʢʣʘʜʢʘ çʈʘʙʦʪʘ ʩ ʪʘʙʣʠʮʘ-

ʤʠè, ʢʦʪʦʨʘʷ ʚ ʩʚʦʶ ʦʯʝʨʝʜʴ ʩʦʜʝʨʞʠʪ ʜʚʝ ʚʢʣʘʜʢʠ çʂʦʥʩʪʨʫʢʪʦʨè ʠ 

çʄʘʢʝʪè. 

ɺʢʣʘʜʢʘ çʂʦʥʩʪʨʫʢʪʦʨè (ʨʠʩ. 15) ʩʦʜʝʨʞʠʪ 3 ʙʣʦʢʘ, ʢʦʪʦʨʳʝ 

ʥʘʧʨʘʚʣʝʥʳ ʚ ʦʩʥʦʚʥʦʤ ʥʘ ʦʬʦʨʤʣʝʥʠʝ ʪʘʙʣʠʮʳ: 

¶ çʉʪʠʣʠ ʪʘʙʣʠʮʳè ʚʢʣʶʯʘʝʪ ʚ ʩʝʙʷ ʛʦʪʦʚʳʝ ʩʪʠʣʠ ʪʘʙʣʠʮ. ʊʘʢʞʝ 

ʟʜʝʩʴ ʤʦʞʥʦ ʠʟʤʝʥʠʪʴ ʩʪʠʣʴ ʠʣʠ ʜʦʙʘʚʠʪʴ ʩʚʦʡ ʩʪʠʣʴ. 

¶ çʇʘʨʘʤʝʪʨʳ ʩʪʠʣʝʡ ʪʘʙʣʠʮʳè ʧʦʟʚʦʣʷʝʪ ʜʦʧʦʣʥʠʪʝʣʴʥʦ ʨʝʜʘʢʪʠ-

ʨʦʚʘʪʴ ʚʳʙʨʘʥʥʳʡ ʩʪʠʣʴ. ɼʘʥʥʳʡ ʙʣʦʢ ʩʣʫʞʠʪ ʜʣʷ ʚʳʜʝʣʝʥʠʷ ʦʧʨʝ-

ʜʝʣʝʥʥʳʭ ʩʪʨʦʢ ʠʣʠ ʩʪʦʣʙʮʦʚ ʪʘʙʣʠʮʳ. ʅʘʧʨʠʤʝʨ, ʤʦʞʥʦ ʚʳʜʝʣʠʪʴ 

ʩʪʨʦʢʫ ʟʘʛʦʣʦʚʢʘ ʠʣʠ ʩʪʨʦʢʫ ʠʪʦʛʦʚ, ʧʝʨʚʳʡ ʠʣʠ ʧʦʩʣʝʜʥʠʡ ʩʪʦʣʙʝʮ, 

ʯʝʨʝʜʫʶʱʠʝʩʷ ʩʪʨʦʢʠ ʠʣʠ ʩʪʦʣʙʮʳ. 

¶ çʆʙʨʘʤʣʝʥʠʝè ʩʣʫʞʠʪ ʜʣʷ ʦʬʦʨʤʣʝʥʠʷ ʦʧʨʝʜʝʣʝʥʥʳʭ ʛʨʘʥʠʮ 
ʪʘʙʣʠʮʳ. ɼʣʷ ʵʪʦʛʦ ʚʳʟʳʚʘʝʪʩʷ ʢʦʥʪʝʢʩʪʥʦʝ ʤʝʥʶ çɻʨʘʥʠʮʳ ʠ ʟʘʣʠʚ-

ʢʘè (ʨʠʩ. 16). 
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ʈʠʩ. 15 

 

 
 

ʈʠʩ. 16 

 

ɼʘʥʥʦʝ ʤʝʥʶ ʩʦʜʝʨʞʠʪ 3 ʚʢʣʘʜʢʠ: 

V çɻʨʘʥʠʮʘè - ʧʨʠʤʝʥʠʤʘ ʢ ʪʘʙʣʠʮʝ. 

V çʉʪʨʘʥʠʮʘè ʧʦʟʚʦʣʷʝʪ ʦʬʦʨʤʣʷʪʴ ʩʪʨʘʥʠʮʳ ʚʦ ʚʩʝʤ ʜʦʢʫʤʝʥʪʝ. 

V çɿʘʣʠʚʢʘè ʧʦʟʚʦʣʷʝʪ ʚʳʙʨʘʪʴ ʬʦʥ ʪʘʙʣʠʮʳ. 

ɺʢʣʘʜʢʘ çʄʘʢʝʪè (ʨʠʩ. 17) ʩʦʜʝʨʞʠʪ 6 ʙʣʦʢʦʚ: ʊʘʙʣʠʮʘ, ʉʪʨʦʢʠ ʠ 

ʩʪʦʣʙʮʳ, ʆʙʲʝʜʠʥʝʥʠʝ, ʈʘʟʤʝʨ ʷʯʝʡʢʠ, ɺʳʨʘʚʥʠʚʘʥʠʝ ʠ ɼʘʥʥʳʝ. 

 

 
 

ʈʠʩ. 17 
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1. ɺ ʙʣʦʢʝ çʊʘʙʣʠʮʘè: 

¶ ʄʦʞʥʦ çʚʳʜʝʣʠʪʴè ʪʝʢʫʱʫʶ ʷʯʝʡʢʫ, ʩʪʦʣʙʝʮ, ʩʪʨʦʢʫ ʠʣʠ ʚʩʶ 

ʪʘʙʣʠʮʫ (ʨʠʩ. 18). 

 

 
 

ʈʠʩ. 18 

 

¶ ʌʫʥʢʮʠʷ çʦʪʦʙʨʘʟʠʪʴ ʩʝʪʢʫè ʧʨʠʤʝʥʷʝʪʩʷ ʚ ʩʣʫʯʘʝ, ʝʩʣʠ ʫ ʪʘʙʣʠ-

ʮʳ ʩʢʨʳʪʳ ʛʨʘʥʠʮʳ, ʥʦ ʥʫʞʥʦ ʟʥʘʪʴ ʠʭ ʨʘʩʧʦʣʦʞʝʥʠʝ.  

ʇʨʠʤʝʨ: ʥʫʞʥʦ ʚʳʜʝʣʠʪʴ ʥʝʩʢʦʣʴʢʦ ʷʯʝʝʢ, ʦʪʢʨʳʪʴ ʚʢʣʘʜʢʫ çʢʦʥ-

ʩʪʨʫʢʪʦʨè ʠ ʚʳʙʨʘʪʴ çʥʝʪ ʛʨʘʥʠʮè, ʟʘʪʝʤ ʚʝʨʥʫʪʴʩʷ ʥʘ ʚʢʣʘʜʢʫ çʤʘ-

ʢʝʪè ʠ ʥʘʞʘʪʴ çʦʪʦʙʨʘʟʠʪʴ ʩʝʪʢʫè. 

¶ ʄʦʞʥʦ ʟʘʜʘʪʴ çʩʚʦʡʩʪʚʘ ʪʘʙʣʠʮʳè (ʨʠʩ. 19), ʪʘʢʠʝ ʢʘʢ: ʝʝ ʨʘʟʤʝʨ, 

ʨʘʩʧʦʣʦʞʝʥʠʝ, ʛʨʘʥʠʮʳ ʠ ʟʘʣʠʚʢʘ (ʵʪʦ ʤʝʥʶ ʙʳʣʦ ʧʨʝʜʩʪʘʚʣʝʥʦ ʚʳ-

ʰʝ) ʠ ʧʘʨʘʤʝʪʨʳ ʪʘʙʣʠʮʳ, ʫʩʪʘʥʦʚʠʚ ʧʦʣʷ ʷʯʝʝʢ ʠ ʠʥʪʝʨʚʘʣʳ ʤʝʞʜʫ 

ʷʯʝʡʢʘʤʠ. ʂʨʦʤʝ ʪʦʛʦ, ʜʘʥʥʦʝ ʤʝʥʶ ʧʦʟʚʦʣʷʝʪ ʫʩʪʘʥʦʚʠʪʴ ʨʘʟʤʝʨʳ 

ʩʪʨʦʢ, ʩʪʦʣʙʮʦʚ ʠ ʷʯʝʝʢ. 

 

2. ɹʣʦʢ çʉʪʨʦʢʠ ʠ ʩʪʦʣʙʮʳè (ʨʠʩ. 20) ʧʦʟʚʦʣʷʝʪ ʜʦʙʘʚʣʷʪʴ 

ʩʪʨʦʢʠ ʠ ʩʪʦʣʙʮʳ: ʤʦʞʥʦ ʚʩʪʘʚʠʪʴ ʥʦʚʫʶ ʩʪʨʦʢʫ ʩʚʝʨʭʫ ʠʣʠ ʩʥʠʟʫ 

ʚʳʜʝʣʝʥʥʦʡ ʩʪʨʦʢʠ, ʣʠʙʦ ʚʩʪʘʚʠʪʴ ʥʦʚʳʡ ʩʪʦʣʙʝʮ ʥʝʧʦʩʨʝʜʩʪʚʝʥʥʦ 

ʩʣʝʚʘ ʠʣʠ ʩʧʨʘʚʘ ʦʪ ʚʳʜʝʣʝʥʥʦʛʦ ʩʪʦʣʙʮʘ. ʇʨʠ ʥʝʦʙʭʦʜʠʤʦʩʪʠ ʤʦʞʥʦ 

ʫʜʘʣʠʪʴ ʥʝʥʫʞʥʫʶ ʩʪʨʦʢʫ, ʩʪʦʣʙʝʮ ʠʣʠ ʷʯʝʡʢʫ. ʇʨʠ ʫʜʘʣʝʥʠʠ ʷʯʝʡʢʠ, 

ʥʫʞʥʦ ʫʢʘʟʘʪʴ, ʢʘʢ ʝʝ ʫʜʘʣʠʪʴ çʩʦ ʩʜʚʠʛʦʤ ʚʣʝʚʦè ʠʣʠ çʚʚʝʨʭè.  
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ʈʠʩ. 19 

 

 
 

ʈʠʩ. 20 

 

3. ɹʣʦʢ çʆʙʲʝʜʠʥʝʥʠʝè (ʨʠʩ. 21) ʧʦʟʚʦʣʷʝʪ: 

¶ ʦʙʲʝʜʠʥʠʪʴ ʚʳʜʝʣʝʥʥʳʝ ʷʯʝʡʢʠ; 

¶ ʨʘʟʜʝʣʠʪʴ ʚʳʜʝʣʝʥʥʫʶ ʷʯʝʡʢʫ ʥʘ ʥʫʞʥʦʝ ʢʦʣʠʯʝʩʪʚʦ ʩʪʨʦʢ ʠ 
ʩʪʦʣʙʮʦʚ; 

¶ ʨʘʟʜʝʣʠʪʴ ʪʘʙʣʠʮʫ ï ʧʨʠ ʥʝʦʙʭʦʜʠʤʦʩʪʠ ʠʟ ʦʜʥʦʡ ʪʘʙʣʠʮʳ ʧʦʣʫ-

ʯʠʪʴ ʜʚʝ (ʧʨʠ ʨʘʟʜʝʣʝʥʠʠ ʪʘʙʣʠʮʳ, ʥʫʞʥʦ ʧʦʤʝʩʪʠʪʴ ʢʫʨʩʦʨ ʚ ʪʫ 

ʩʪʨʦʢʫ, ʢʦʪʦʨʘʷ ʙʫʜʝʪ ʜʝʣʠʪʴ ʪʘʙʣʠʮʫ). 
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ʈʠʩ. 21 

 

4. ɹʣʦʢ çʈʘʟʤʝʨ ʷʯʝʡʢʠè (ʨʠʩ. 22) ʧʦʟʚʦʣʷʝʪ ʫʩʪʘʥʘʚʣʠʚʘʪʴ ʠ 

ʧʦʜʙʠʨʘʪʴ ʥʝʦʙʭʦʜʠʤʫʶ ʰʠʨʠʥʫ ʩʪʦʣʙʮʦʚ ʠ ʚʳʩʦʪʫ ʩʪʨʦʢ. ɿʘʜʘʚ 

ʨʘʟʤʝʨ ʩʪʨʦʢ ʠ ʩʪʦʣʙʮʦʚ, ʤʦʞʥʦ ʚʳʨʦʚʥʷʪʴ ʚʳʩʦʪʫ ʚʩʝʭ ʩʪʨʦʢ ʠ ʰʠ-

ʨʠʥʫ ʚʩʝʭ ʩʪʦʣʙʮʦʚ, ʠʩʧʦʣʴʟʫʷ ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʝ ʬʫʥʢʮʠʠ. ʂʨʦʤʝ ʪʦ-

ʛʦ, ʤʦʞʥʦ ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ ʬʫʥʢʮʠʝʡ çɸʚʪʦʧʦʜʙʦʨè (ʧʦ ʩʦʜʝʨʞʠʤʦ-

ʤʫ, ʧʦ ʰʠʨʠʥʝ ʦʢʥʘ ʣʠʙʦ ʚʳʙʨʘʪʴ ʬʠʢʩʠʨʦʚʘʥʥʫʶ ʰʠʨʠʥʫ ʩʪʦʣʙʮʘ). 

 

 
 

ʈʠʩ. 22 

 

5. ɹʣʦʢ çɺʳʨʘʚʥʠʚʘʥʠʝè (ʨʠʩ. 23) ʧʦʟʚʦʣʷʝʪ ʚʳʨʘʚʥʠʚʘʪʴ ʪʝʢʩʪ 

ʚʥʫʪʨʠ ʪʘʙʣʠʮʳ, ʠʟʤʝʥʷʪʴ ʦʨʠʝʥʪʘʮʠʶ ʪʝʢʩʪʘ ʚ ʚʳʜʝʣʝʥʥʳʭ ʷʯʝʡʢʘʭ, 

ʘ ʪʘʢʞʝ ʫʩʪʘʥʘʚʣʠʚʘʪʴ ʧʦʣʷ ʷʯʝʝʢ ʠ ʠʥʪʝʨʚʘʣʳ ʤʝʞʜʫ ʷʯʝʡʢʘʤʠ (ʜʘʥ-

ʥʦʝ ʤʝʥʶ ʧʨʝʜʩʪʘʚʣʝʥʦ ʚʳʰʝ ʧʨʠ ʨʘʩʩʤʦʪʨʝʥʠʠ ʙʣʦʢʘ çʊʘʙʣʠʮʳè). 

 

 
 

ʈʠʩ. 23 
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6. ɹʣʦʢ çɼʘʥʥʳʝè (ʨʠʩ. 24) ʧʦʤʦʛʘʝʪ ʨʘʙʦʪʘʪʴ ʩ ʜʘʥʥʳʤʠ ʪʘʙʣʠ-

ʮʳ: 

¶ ʢʦʤʘʥʜʘ çʩʦʨʪʠʨʦʚʢʘè ʧʦʟʚʦʣʷʝʪ ʩʦʨʪʠʨʦʚʘʪʴ ʢʘʢ ʯʠʩʣʦʚʳʝ ʜʘʥ-

ʥʳʝ, ʪʘʢ ʠ ʪʝʢʩʪ ʚ ʥʫʞʥʦʤ ʧʦʨʷʜʢʝ; 

 

 
 

ʈʠʩ. 24 

 

¶ ʢʦʤʘʥʜʘ çʧʦʚʪʦʨʠʪʴ ʩʪʨʦʢʠ ʟʘʛʦʣʦʚʢʦʚè ʠʩʧʦʣʴʟʫʝʪʩʷ, ʝʩʣʠ ʪʘʙ-

ʣʠʮʘ ʟʘʥʠʤʘʝʪ ʙʦʣʝʝ ʦʜʥʦʡ ʩʪʨʘʥʠʮʳ; 

¶ ʢʦʤʘʥʜʘ çʬʦʨʤʫʣʘè ʧʦʟʚʦʣʷʝʪ ʚʩʪʘʚʣʷʪʴ ʚ ʪʘʙʣʠʮʫ ʬʦʨʤʫʣʳ. 
ʌʦʨʤʫʣʘ ʤʦʞʝʪ ʚʧʠʩʳʚʘʪʴʩʷ ʚʨʫʯʥʫʶ (ʧʨʦʩʪʳʝ ʬʦʨʤʫʣʳ) ʠʣʠ ʚʳʙʠ-

ʨʘʪʴʩʷ ʠʟ ʨʘʩʢʨʳʚʘʶʱʝʛʦʩʷ ʩʧʠʩʢʘ ʬʦʨʤʫʣ. ʌʦʨʤʫʣʘ ʦʙʷʟʘʪʝʣʴʥʦ 

ʥʘʯʠʥʘʝʪʩʷ ʩʦ ʟʥʘʢʘ ç=è; 

 

 
 

ʈʠʩ. 25 

 

¶ ʢʦʤʘʥʜʘ çʧʨʝʦʙʨʘʟʦʚʘʪʴ ʚ ʪʝʢʩʪè (ʨʠʩ. 26) ʧʨʝʦʙʨʘʟʫʝʪ ʪʘʙʣʠʮʫ ʚ 

ʦʙʳʯʥʳʡ ʪʝʢʩʪ. ɼʣʷ ʵʪʦʛʦ ʥʝʦʙʭʦʜʠʤʦ ʚʳʜʝʣʠʪʴ ʚʩʶ ʪʘʙʣʠʮʫ, ʥʘʞʘʪʴ 
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çʧʨʝʦʙʨʘʟʦʚʘʪʴ ʚ ʪʝʢʩʪè, ʚʳʙʨʘʪʴ ʨʘʟʜʝʣʠʪʝʣʴ, ʢʦʪʦʨʳʡ ʙʫʜʝʪ ʠʩ-

ʧʦʣʴʟʦʚʘʪʴʩʷ ʜʣʷ ʨʘʟʜʝʣʝʥʠʷ ʜʘʥʥʳʭ ʠʟ ʨʘʟʥʳʭ ʩʪʦʣʙʮʦʚ, ʧʨʠ ʵʪʦʤ 

ʥʦʚʳʝ ʩʪʨʦʢʠ ʙʫʜʫʪ ʥʘʯʠʥʘʪʴʩʷ ʩ ʥʦʚʦʛʦ ʘʙʟʘʮʘ. 

 

 
 

ʈʠʩ. 26 

 

ʇʈɸʂʊʀʏɽʉʂɸʗ ʏɸʉʊʔ 

 

ɿʘʜʘʥʠʝ. ʇʦʩʪʨʦʝʥʠʝ ʪʨʝʫʛʦʣʴʥʦʡ ʪʘʙʣʠʮʳ ʚ Word. 

ʈʘʩʩʤʦʪʨʠʤ ʧʦʩʪʨʦʝʥʠʝ ʪʨʝʫʛʦʣʴʥʦʡ ʪʘʙʣʠʮʳ ʥʘ ʧʨʠʤʝʨʝ, ʨʘʩʧʦ-

ʣʦʞʝʥʥʦʤ ʥʠʞʝ (ʨʠʩ. 27). 

 

 

ʈʠʩ.27 
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1 ʩʧʦʩʦʙ 

ɺʩʪʘʚʴʪʝ ʧʨʷʤʦʫʛʦʣʴʥʫʶ ʪʘʙʣʠʮʫ ʥʝʦʙʭʦʜʠʤʦʛʦ ʨʘʟʤʝʨʘ 

(ʨʠʩ. 28). 

 

 
 

ʈʠʩ. 28 

 

ʋʜʘʣʠʪʝ ʣʠʰʥʠʝ ʷʯʝʡʢʠ. ɼʣʷ ʵʪʦʛʦ ʚʳʜʝʣʠʪʝ ʵʪʠ ʷʯʝʡʢʠ (ʨʠʩ. 29) 

ʠ ʚʳʙʝʨʠʪʝ ʫʜʘʣʝʥʠʝ ʩʦ ʜʚʠʛʦʤ ʚʣʝʚʦ. 

 

 
 

ʈʠʩ. 29 

2 ʩʧʦʩʦʙ 

ʉʦʟʜʘʡʪʝ ʥʘ ʨʘʙʦʯʝʤ ʧʦʣʝ ʩʪʨʘʥʠʮʳ ʩʝʪʢʫ. ɼʣʷ ʵʪʦʛʦ ʦʪʢʨʦʡʪʝ 

ʚʢʣʘʜʢʫ ɺʠʜ ï ʉʝʪʢʘ (ʨʠʩ. 30). 
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ʈʠʩ. 30 

 

ʆʪʢʨʦʡʪʝ ʚʢʣʘʜʢʫ ɺʩʪʘʚʢʘ ï ʊʘʙʣʠʮʘ ï ʅʘʨʠʩʦʚʘʪʴ ʪʘʙʣʠʮʫ 

(ʨʠʩ. 31). 

 

 
 

ʈʠʩ. 31 
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ʅʘʨʠʩʫʡʪʝ ʥʝʦʙʭʦʜʠʤʦʝ ʯʠʩʣʦ ʩʪʨʦʢ, ʟʘʪʝʤ ʚʝʨʪʠʢʘʣʴʥʳʝ ʣʠʥʠʠ 

(ʨʠʩ. 32). 

 

 
 

ʈʠʩ. 32 

 

ʋʙʝʨʠʪʝ ʩʝʪʢʫ ʠ ʟʘʧʦʣʥʠʪʝ ʪʘʙʣʠʮʫ (ʨʠʩ. 33). 

ʊʨʝʙʦʚʘʥʠʷ ʢ ʦʬʦʨʤʣʝʥʠʶ ʪʘʙʣʠʮʳ: 

Å ʰʨʠʬʪ Times New Roman, ʨʘʟʤʝʨ 12, ʚʳʨʘʚʥʠʚʘʥʠʝ ʧʦ ʮʝʥʪʨʫ, 

Å ʜʣʷ ʪʝʢʩʪʘ ʧʝʨʚʦʡ ʩʪʨʦʢʠ ʠ ʧʝʨʚʦʛʦ ʩʪʦʣʙʮʘ ï ʰʨʠʬʪ Times New 

Roman, ʧʦʣʫʞʠʨʥʳʡ, ʢʫʨʩʠʚ, ʨʘʟʤʝʨ 12, ʚʳʨʘʚʥʠʚʘʥʠʝ ʧʦ ʮʝʥʪʨʫ. 

 

 

ʈʠʩ. 33 

 

ɼʣʷ ʷʯʝʡʢʠ çʈʘʩʩʪʦʷʥʠʝ, ʢʤè ʧʦʤʝʥʷʡʪʝ ʥʘʧʨʘʚʣʝʥʠʝ ʪʝʢʩʪʘ. ɼʣʷ 

ʵʪʦʛʦ ʚʳʜʝʣʠʪʝ ʩʣʦʚʘ çʈʘʩʩʪʦʷʥʠʝ, ʢʤè, ʥʘ ʚʢʣʘʜʢʝ ʈʘʙʦʪʘ ʩ ʪʘʙʣʠ-

ʮʘʤʠ ï ʄʘʢʝʪ ï ʅʘʧʨʘʚʣʝʥʠʝ ʪʝʢʩʪʘ ʚʳʙʝʨʠʪʝ ʅʘʧʨʘʚʣʝʥʠʝ ʪʝʢʩʪʘ 

ʠ ɺʳʨʘʚʥʠʚʘʥʠʝ ʧʦ ʮʝʥʪʨʫ (ʨʠʩ. 34). 

ɿʘʜʘʡʪʝ ʚʳʩʦʪʫ ʩʪʨʦʢ ʠ ʰʠʨʠʥʫ ʩʪʦʣʙʮʦʚʥʘ ʚʢʣʘʜʢʝ ʈʘʙʦʪʘ ʩ 

ʪʘʙʣʠʮʘʤʠ ï ʄʘʢʝʪ ï ʈʘʟʤʝʨ ʷʯʝʡʢʠ (ʨʠʩ. 35). 
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ʈʠʩ. 34 

 

 
 

ʈʠʩ. 35 
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ʋʜʘʣʠʪʝ ʛʨʘʥʠʮʳ ʫʧʝʨʚʦʡ ʩʪʨʦʢʠ ʠ ʧʝʨʚʦʛʦ ʩʪʦʣʙʮʘ. ɼʣʷ ʵʪʦʛʦ 

ʚʳʜʝʣʠʪʝ ʩʪʦʣʙʝʮ ʠ ʥʘ ʚʢʣʘʜʢʝ ʈʘʙʦʪʘ ʩ ʪʘʙʣʠʮʘʤʠ ï ʂʦʥʩʪʨʫʢʪʦʨ 

ï ɻʨʘʥʠʮʳ ï ʅʝʪ ʛʨʘʥʠʮʳ (ʨʠʩ. 36). 

 

 
 

ʈʠʩ. 36 

 

ʀʟʤʝʥʠʪʝ ʬʦʥ ʷʯʝʝʢ ʪʘʙʣʠʮʳ. ɼʣʷ ʵʪʦʛʦ ʚʳʜʝʣʠʪʝ ʷʯʝʡʢʠ ʠ ʥʘ 

ʚʢʣʘʜʢʝ ʈʘʙʦʪʘ ʩ ʪʘʙʣʠʮʘʤʠ ï ʂʦʥʩʪʨʫʢʪʦʨ ï ɿʘʣʠʚʢʘ ʚʳʙʝʨʠʪʝ 

ʮʚʝʪ (ʨʠʩ. 37). 

ʇʦʜʧʠʰʠʪʝ ʥʘʟʚʘʥʠʝ ʪʘʙʣʠʮʳ. ɼʣʷ ʵʪʦʛʦ ʚʳʜʝʣʠʪʝ ʚʩʶ ʪʘʙʣʠʮʫ, 

ʥʘʞʤʠʪʝ ʧʨʘʚʫʶ ʢʥʦʧʢʫ ʤʳʰʠ ʠ ʚʳʙʝʨʠʪʝ ɺʩʪʘʚʠʪʴ ʥʘʟʚʘʥʠʝ 

(ʨʠʩ. 38). ʋʢʘʞʠʪʝ ʩʣʝʜʫʶʱʠʝ ʧʘʨʘʤʝʪʨʳ: ʧʦʜʧʠʩʴ ï ʪʘʙʣʠʮʘ, ʧʦʣʦ-

ʞʝʥʠʝ ï ʥʘʜ ʚʳʜʝʣʝʥʥʳʤ ʦʙʲʝʢʪʦʤ, ʟʘʪʝʤ ʜʦʧʠʰʠʪʝ ʥʘʟʚʘʥʠʝ ʪʘʙ-

ʣʠʮʳ çʊʘʨʠʬʥʘʷ ʩʝʪʢʘ ʤʘʨʰʨʫʪʘ ˉ10è (ʨʠʩ. 39). 

 

ɺʦʧʨʦʩʳ ʜʣʷ ʩʘʤʦʢʦʥʪʨʦʣʷ 

1. ʇʝʨʝʯʠʩʣʠʪʴ ʩʧʦʩʦʙʳ ʩʦʟʜʘʥʠʷ ʪʘʙʣʠʮ ʚ MS Word. 

2. ʇʝʨʝʯʠʩʣʠʪʴ ʙʣʦʢʠ, ʩʦʜʝʨʞʘʱʠʝʩʷ ʚʦ ʚʢʣʘʜʢʝ çʂʦʥʩʪʨʫʢʪʦʨè, ʠ 

ʠʭ ʦʩʥʦʚʥʳʝ ʬʫʥʢʮʠʠ. 

3. ʇʝʨʝʯʠʩʣʠʪʴ ʙʣʦʢʠ, ʩʦʜʝʨʞʘʱʠʝʩʷ ʚʦ ʚʢʣʘʜʢʝ çʄʘʢʝʪè, ʠ ʠʭ ʦʩ-

ʥʦʚʥʳʝ ʬʫʥʢʮʠʠ. 
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ʈʠʩ. 37 

 

 
 

ʈʠʩ. 38 
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ʈʠʩ. 39 
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ȾɑɘɌ 3. ȼȬȭȺȾȬ Ƚ ȺȭɆȱȶȾȬȸȴ  

Ȯ MICROSOFT WORD  

 
ʎʝʣʴ: ʦʟʥʘʢʦʤʠʪʴʩʷ ʩ ʦʩʥʦʚʥʳʤʠ ʚʦʟʤʦʞʥʦʩʪʷʤʠ MS Word ʧʨʠ 

ʨʘʙʦʪʝ ʩ ʦʙʲʝʢʪʘʤʠ (ʚʩʪʘʚʢʠ ʠ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ), ʠʟʫʯʠʪʴ ʦʩʦʙʝʥʥʦʩʪʠ 

ʧʨʝʜʩʪʘʚʣʝʥʠʷ ʠʥʬʦʨʤʘʮʠʠ ʚ ʩʭʝʤʘʭ, ʦʩʚʦʠʪʴ ʧʨʝʜʣʘʛʘʝʤʳʝ ʧʨʦ-

ʛʨʘʤʤʦʡ ʬʫʥʢʮʠʠ, ʧʦʟʚʦʣʷʶʱʠʝ ʦʩʫʱʝʩʪʚʣʷʪʴ ʨʘʙʦʪʫ ʩ ʦʙʲʝʢʪʘʤʠ (ʚ 

ʪʦʤ ʯʠʩʣʝ ʩʭʝʤʘʤʠ). 

 

ɺʦʧʨʦʩʳ ʜʣʷ ʩʘʤʦʧʦʜʛʦʪʦʚʢʠ 

1. ʇʦʥʷʪʠʝ ʙʣʦʢ-ʩʭʝʤʘ. 

2. ʆʩʥʦʚʥʳʝ ʩʧʦʩʦʙʳ ʩʦʟʜʘʥʠʷ ʙʣʦʢ-ʩʭʝʤ. 

3. ʆʩʥʦʚʥʳʝ ʙʣʦʢʠ ʤʝʥʶ ʜʣʷ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ ʦʙʲʝʢʪʦʚ. 

 

ʊɽʆʈɽʊʀʏɽʉʂɸʗ ʏɸʉʊʔ 

 

ʇʦʩʪʨʦʝʥʠʝ ʙʣʦʢ-ʩʭʝʤ ʚ MS Word 

ɹʣʦʢ-ʩʭʝʤʘ ʧʨʝʜʩʪʘʚʣʷʝʪ ʩʦʙʦʡ ʪʠʧ ʩʭʝʤ, ʦʧʠʩʳʚʘʶʱʠʭ ʘʣʛʦ-

ʨʠʪʤʳ ʠʣʠ ʧʨʦʮʝʩʩʳ (ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʴ ʜʝʡʩʪʚʠʡ), ʘ ʪʘʢʞʝ ʚʟʘʠʤʦ-

ʦʪʥʦʰʝʥʠʷ ʤʝʞʜʫ ʵʣʝʤʝʥʪʘʤʠ. ʂʘʞʜʳʡ ʰʘʛ (ʵʣʝʤʝʥʪ) ʪʘʢʦʡ ʩʭʝʤʳ ï 

ʙʣʦʢ, ʩʦʝʜʠʥʝʥʥʳʡʩ ʜʨʫʛʠʤʠ ʩ ʧʦʤʦʱʴʶ ʥʘʧʨʘʚʣʝʥʥʳʭ ʣʠʥʠʡ. 

MS Word ʧʨʝʜʣʘʛʘʝʪ ʩʧʝʮʠʘʣʴʥʳʝ ʚʦʟʤʦʞʥʦʩʪʠ ʜʣʷ ʚʠʟʫʘʣʴʥʦʛʦ 

ʧʨʝʜʩʪʘʚʣʝʥʠʷ ʠʥʬʦʨʤʘʮʠʠ ï ʛʨʘʬʠʯʝʩʢʠʝ ʵʣʝʤʝʥʪʳ SmartArt. ʆʥʠ 

ʤʦʛʫʪ ʙʳʪʴ ʢʘʢ ʧʨʦʩʪʳʤʠ ʛʨʘʬʠʯʝʩʢʠʤʠ ʩʧʠʩʢʘʤʠ ʠ ʩʭʝʤʘʤʠ ʧʨʦʮʝʩ-

ʩʦʚ, ʪʘʢ ʠ ʙʦʣʝʝ ʩʣʦʞʥʳʤʠ ʦʙʲʝʢʪʘʤʠ, ʥʘʧʨʠʤʝʨ, ʦʨʛʘʥʠʟʘʮʠʦʥʥʳʤʠ 

ʜʠʘʛʨʘʤʤʘʤʠ. ɺ ʨʘʟʜʝʣʝ ɺʩʪʘʚʢʘ ï SmartArt ʤʦʞʥʦ ʚʳʙʨʘʪʴ ʪʠʧ ʨʠ-

ʩʫʥʢʘ: ʩʧʠʩʦʢ, ʧʨʦʮʝʩʩ, ʮʠʢʣ, ʩʚʷʟʴ, ʤʘʪʨʠʮʘ, ʧʠʨʘʤʠʜʘ (ʨʠʩ. 40). 

ʈʠʩʫʥʦʢ çʉʧʠʩʦʢè ʦʪʦʙʨʘʞʘʝʪ ʙʣʦʢʠ ʠʥʬʦʨʤʘʮʠʠ, ʢʦʪʦʨʳʝ ʤʦʛʫʪ 

ʙʳʪʴ ʥʝʧʦʩʣʝʜʦʚʘʪʝʣʴʥʳʤʠ ʠʣʠ ʩʛʨʫʧʧʠʨʦʚʘʥʥʳʤʠ. 

ʈʠʩʫʥʦʢ çʇʨʦʮʝʩʩè ʩʣʫʞʠʪ ʜʣʷ ʦʪʦʙʨʘʞʝʥʠʷ ʭʦʜʘ ʩʦʙʳʪʠʡ ʠʣʠ 

ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʳʭ ʰʘʛʦʚ ʟʘʜʘʯʠ, ʧʨʦʮʝʩʩʘ ʠʣʠ ʨʘʙʦʯʝʛʦ ʧʨʦʮʝʩʩʘ. 

ʈʠʩʫʥʦʢ çʎʠʢʣè ʠʩʧʦʣʴʟʫʝʪʩʷ ʜʣʷ ʧʨʝʜʩʪʘʚʣʝʥʠʷ ʥʝʧʨʝʨʳʚʥʦʛʦ 

ʮʠʢʣʘ ʵʪʘʧʦʚ, ʟʘʜʘʯ ʠʣʠ ʩʦʙʳʪʠʡ, ʠʣʠ ʜʣʷ ʜʝʤʦʥʩʪʨʘʮʠʠ ʠʭ ʦʪʥʦʰʝ-

ʥʠʷ ʢ ʮʝʥʪʨʘʣʴʥʦʡ ʠʜʝʝ. 

ʈʠʩʫʥʦʢ çʀʝʨʘʨʭʠʷè ʧʨʠʤʝʥʷʝʪʩʷ ʜʣʷ ʦʪʦʙʨʘʞʝʥʠʷ ʠʝʨʘʨʭʠʯʝ-

ʩʢʦʡ ʠʥʬʦʨʤʘʮʠʠ ʠʣʠ ʦʪʥʦʰʝʥʠʡ, ʚ ʨʷʜʝ ʩʣʫʯʘʝʚ ʜʦʩʪʫʧʥʘ ʛʨʫʧʧʠ-

ʨʦʚʢʘ ʧʦ ʫʨʦʚʥʷʤ ʠʝʨʘʨʭʠʠ. 
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ʈʠʩʫʥʦʢ çʉʚʷʟʴè ʩʣʫʞʠʪ ʜʣʷ ʦʪʦʙʨʘʞʝʥʠʷ ʛʨʫʧʧ ʚʟʘʠʤʦʩʚʷʟʘʥ-

ʥʦʡ ʠʥʬʦʨʤʘʮʠʠ, ʣʠʙʦ ʜʣʷ ʜʝʤʦʥʩʪʨʘʮʠʠ ʚʟʘʠʤʦʩʚʷʟʠ ʩ ʮʝʥʪʨʘʣʴʥʦʡ 

ʠʜʝʝʡ. 

 

 
 

ʈʠʩ. 40 

 

ʈʠʩʫʥʦʢ çʄʘʪʨʠʮʘè ʧʨʠʤʝʥʷʝʪʩʷ ʜʣʷ ʜʝʤʦʥʩʪʨʘʮʠʠ ʦʪʥʦʰʝʥʠʷ 

ʢʦʤʧʦʥʝʥʪʦʚ ʢ ʮʝʣʦʤʫ ʚ ʚʠʜʝ ʢʚʘʜʨʘʥʪʦʚ, ʣʠʙʦ ʨʘʩʧʦʣʦʞʝʥʠʝʤ ʧʦ 

ʦʩʷʤ, ʠʣʠ ʚ ʮʠʢʣʠʯʝʩʢʦʤ ʧʨʦʮʝʩʩʝ. 

ʈʠʩʫʥʦʢ çʇʠʨʘʤʠʜʘè ʠʩʧʦʣʴʟʫʝʪʩʷ ʜʣʷ ʧʨʝʜʩʪʘʚʣʝʥʠʷ ʦʪʥʦʰʝʥʠʡ 

ʧʨʦʧʦʨʮʠʦʥʘʣʴʥʦʩʪʠ, ʚʟʘʠʤʦʩʚʷʟʠ ʠʣʠ ʧʦʜʯʠʥʝʥʥʦʩʪʠ. ʂʦʤʧʦʥʝʥʪʳ 

ʤʦʛʫʪ ʩʫʞʘʪʩʷ ʩʥʠʟʫ ʚʚʝʨʭ ʠʣʠ ʥʘʦʙʦʨʦʪ ï ʩʚʝʨʭʫ ʚʥʠʟ. 

ɺ ʨʘʟʜʝʣʝ çʈʠʩʫʥʦʢè ʤʦʞʥʦ ʚʳʙʠʨʘʪʴ ʦʙʲʝʢʪ, ʢʦʪʦʨʳʡ ʩʣʫʞʠʪ 

ʜʣʷ ʦʪʦʙʨʘʞʝʥʠʷ ʨʠʩʫʥʢʦʚ ʩ ʪʝʢʩʪʦʤ (ʚ ʩʦʦʪʚʝʪʩʪʚʠʠ ʩʦ ʩʪʨʫʢʪʫʨʘʤʠ, 

ʧʨʝʜʣʘʛʘʝʤʳʤʠ ʚ ʨʘʟʜʝʣʘʭ, ʧʨʝʜʩʪʘʚʣʝʥʥʳʭ ʚʳʰʝ). 

ɼʣʷ ʪʦʛʦ, ʯʪʦʙʳ ʚʠʜʦʠʟʤʝʥʷʪʴ ʚʳʙʨʘʥʥʫʶ ʩʭʝʤʫ, ʧʦʣʴʟʫʶʪʩʷ ʠʥ-

ʩʪʨʫʤʝʥʪʘʤʠ ʚ ʨʘʟʜʝʣʝ ʂʦʥʩʪʨʫʢʪʦʨ ï ʟʜʝʩʴ ʤʦʞʥʦ ʜʦʙʘʚʣʷʪʴ ʬʠʛʫ-

ʨʳ, ʤʝʥʷʪʴ ʩʪʠʣʴ, ʚʳʙʠʨʘʪʴ ʤʘʢʝʪ ʩʭʝʤʳ (ʨʠʩ. 41). 

ɺ ʨʘʟʜʝʣʝ ʌʦʨʤʘʪ ʤʦʞʥʦ ʠʟʤʝʥʷʪʴ ʚʠʜ ʩʭʝʤʳ ï ʜʦʙʘʚʣʷʪʴ ʵʬ-

ʬʝʢʪʳ, ʤʝʥʷʪʴ ʮʚʝʪ, ʢʦʥʪʫʨʳ ʬʠʛʫʨ ʠ ʪʝʢʩʪʘ (ʨʠʩ. 42). 

ʇʦʤʠʤʦ SmartArt, ʚ MS Word ʩʫʱʝʩʪʚʫʶʪ ʜʨʫʛʠʝ ʚʦʟʤʦʞʥʦʩʪʠ 

ʜʣʷ ʩʦʟʜʘʥʠʷ ʩʭʝʤ, ʨʠʩʫʥʢʦʚ. ɼʣʷ ʵʪʦʛʦ ʠʩʧʦʣʴʟʫʶʪʩʷ ʦʧʮʠʠ ʠʟ ʨʘʟ-

ʜʝʣʘ ɺʩʪʘʚʢʘ ï ʌʠʛʫʨʳ ʚʝʨʭʥʝʛʦ ʤʝʥʶ (ʨʠʩ. 43). 
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ɼʣʷ ʚʩʪʘʚʢʠ ʤʦʞʥʦ ʚʳʙʨʘʪʴ ʣʠʥʠʠ, ʦʩʥʦʚʥʳʝ ʬʠʛʫʨʳ (ʧʦʤʠʤʦ 

ʨʘʩʧʨʦʩʪʨʘʥʝʥʥʳʭ ʬʠʛʫʨ ʚʢʣʶʯʘʶʪ ʨʘʟʣʠʯʥʦʛʦ ʚʠʜʘ ʩʢʦʙʢʠ), ʙʦʣʴ-

ʰʦʝ ʢʦʣʠʯʝʩʪʚʦ ʚʘʨʠʘʥʪʦʚ ʬʠʛʫʨʥʳʭ ʩʪʨʝʣʦʢ, ʙʣʦʢ-ʩʭʝʤʳ, ʚʳʥʦʩʢʠ, ʘ 

ʪʘʢʞʝ ʟʚʝʟʜʳ ʠ ʣʝʥʪʳ. 

ʏʪʦʙ rʚʩʪʘʚʠʪʴ ʢʘʢʫʶ-ʣʠʙʦ ʬʠʛʫʨʫ ʠʟ ʧʨʝʜʣʦʞʝʥʥʳʭ ʚ ʬʘʡʣ, 

ʥʝʦʙʭʦʜʠʤʦ ʩʥʘʯʘʣʘ ʦʪʢʨʳʪʴ ʨʘʟʜʝʣ ʌʠʛʫʨʳ, ʢʣʠʢʥʫʪʴ ʥʘ ʦʙʲʝʢʪ, ʘ 

ʧʦʪʦʤ ʢʣʠʢʥʫʪʴ ʚ ʪʦ ʤʝʩʪʦ ʬʘʡʣʘ, ʛʜʝ ʧʨʝʜʧʦʣʘʛʘʝʪʩʷ ʨʘʟʤʝʩʪʠʪʴ ʬʠ-

ʛʫʨʫ. 

ɼʘʣʝʝ ʤʦʞʥʦ ʢʦʨʨʝʢʪʠʨʦʚʘʪʴ ʨʘʟʤʝʨ, ʮʚʝʪ ʠ ʨʘʟʣʠʯʥʳʝ ʵʬʬʝʢʪʳ 

ʜʘʥʥʦʡ ʬʠʛʫʨʳ, ʠʩʧʦʣʴʟʫʷ ʦʧʮʠʠ ʤʝʥʶ ʌʦʨʤʘʪ (ʨʠʩ. 44). 

 

 
 

ʈʠʩ. 44 

 

ʈʘʟʜʝʣ ʉʪʠʣʠ ʬʠʛʫʨ ʧʦʟʚʦʣʷʝʪ ʚʳʙʠʨʘʪʴ ʧʦ ʛʦʪʦʚʦʤʫ ʦʙʨʘʟʮʫ 

ʚʠʜ ʬʠʛʫʨʳ ï ʟʘʣʠʚʢʫ, ʧʨʦʟʨʘʯʥʦʩʪʴ, ʪʦʣʱʠʥʫ ʠ ʮʚʝʪ ʢʦʥʪʫʨʘ ʣʠʙʦ 

ʟʘʜʘʪʴ ʠʭ ʚʨʫʯʥʫʶ (ʨʠʩ. 45). 

 

 
 

ʈʠʩ. 45 
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ɼʦʧʦʣʥʠʪʝʣʴʥʦ ʤʦʞʥʦ ʚʳʙʠʨʘʪʴ ʚʠʜ ʠ ʵʬʬʝʢʪʳ ʪʝʥʠ (ʨʠʩ. 46), 

ʦʙʲʝʤʘ ʬʠʛʫʨʳ (ʨʠʩ. 47-48). 

 

 
 

ʈʠʩ. 46 
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ʈʠʩ. 48 
 

ʀʟʤʝʥʷʪʴ ʧʘʨʘʤʝʪʨʳ ʬʠʛʫʨʳ ʤʦʞʥʦ, ʢʣʠʢʥʫʚ ʥʘ ʥʝʝ ʧʨʘʚʦʡ 

ʢʥʦʧʢʦʡ ʤʳʰʠ. ʇʨʠ ʵʪʦʤ ʦʪʢʨʦʝʪʩʷ ʦʢʥʦ, ʚ ʢʦʪʦʨʦʤ ʤʦʞʥʦ ʚʳʙʨʘʪʴ 

ʥʝʦʙʭʦʜʠʤʫʶ ʬʫʥʢʮʠʶ (ʨʠʩ. 49). 

ɽʩʣʠ ʥʘ ʨʠʩʫʥʢʝ ʧʨʝʜʧʦʣʘʛʘʝʪʩʷ ʥʝʩʢʦʣʴʢʦ ʬʠʛʫʨ, ʩ ʧʦʤʦʱʴʶ 

ʦʧʮʠʡ ʅʘ ʧʝʨʝʜʥʠʡ ʧʣʘʥ, ʅʘ ʟʘʜʥʠʡ ʧʣʘʥ ʠʭ ʤʦʞʥʦ ʥʘʢʣʘʜʳʚʘʪʴ ʜʨʫʛ 

ʥʘ ʜʨʫʛʘ (ʨʠʩ. 50). 

ʆʧʮʠʷ ɼʦʙʘʚʠʪʴ ʪʝʢʩʪ ʧʦʟʚʦʣʷʝʪ ʩʜʝʣʘʪʴ ʥʘʜʧʠʩʴ ʥʘ ʩʘʤʦʡ ʬʠ-

ʛʫʨʝ, ʧʨʠ ʵʪʦʤ ʭʘʨʘʢʪʝʨʠʩʪʠʢʠ ʜʘʥʥʦʛʦ ʪʝʢʩʪʘ ʤʦʞʥʦ, ʢʘʢ ʠ ʜʣʷ ʣʶ-

ʙʦʛʦ ʪʝʢʩʪʘ ʚ ʬʘʡʣʝ MS Word, ʤʝʥʷʪʴ ʚ ʨʘʟʜʝʣʘʭ ʐʨʠʬʪ ʠ ɸʙʟʘʮ 

(ʨʠʩ. 51). 
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ʆʧʮʠʷ ʌʦʨʤʘʪ ʬʠʛʫʨʳ (ʨʠʩ. 52) ʧʦʟʚʦʣʷʝʪ ʤʝʥʷʪʴ ʝʝ ʩʚʦʡʩʪʚʘ ï 

ʟʘʣʠʚʢʫ, ʣʠʥʠʠ, ʵʬʬʝʢʪʳ (ʘʥʘʣʦʛʠʯʥʦ ʚʝʨʭʥʝʤʫ ʤʝʥʶ ʌʦʨʤʘʪ). 

 

 
 

ʈʠʩ. 52 

 

ʇʈɸʂʊʀʏɽʉʂɸʗ ʏɸʉʊʔ 

 

ɿʘʜʘʥʠʝ 1. ʇʦʩʪʦʨʝʥʠʝ ʙʣʦʢ-ʩʭʝʤʳ ʩ ʧʦʤʦʱʴʶ SmartArt . 

ʇʦʩʪʨʦʡʪʝ ʙʣʦʢ-ʩʭʝʤʫ (ʨʠʩ. 53) ʚ MS Word, ʠʩʧʦʣʴʟʫʷ ʚʦʟʤʦʞʥʦ-

ʩʪʠ SmartArt. 

 

 
 

ʉʭʝʤʘ ʥʘʯʘʣʴʥʳʭ ʵʪʘʧʦʚ ʛʝʤʦʧʦʵʟʘ 
 

ʈʠʩ.53 
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ʏʪʦʙʳ ʩʦʟʜʘʪʴ ʙʣʦʢ-ʩʭʝʤʫ, ʩʦʦʪʚʝʪʩʪʚʫʶʱʫʶ ʨʠʩʫʥʢʫ 53, ʚʳ-

ʧʦʣʥʠʪʝ ʩʣʝʜʫʶʱʠʝ ʜʝʡʩʪʚʠʷ:  

1. ʅʘ ʚʝʨʭʥʝʡ ʧʘʥʝʣʠ ʚ ʨʘʟʜʝʣʝ ɺʩʪʘʚʢʘ ʢʣʠʢʥʠʪʝ ʥʘ SmartArt 

(ʨʠʩ. 54). 

 

 
 

ʈʠʩ.54 

 

2. ɺ ʦʪʢʨʳʚʰʝʤʩʷ ʦʢʥʝ ʚ ʨʘʟʜʝʣʝ ʀʝʨʘʨʭʠʷ ʢʣʠʢʥʠʪʝ ʥʘ ʨʠʩʫʥʦʢ 

SmartArt, ʢʦʪʦʨʳʡ ʙʫʜʝʪ ʩʦʦʪʚʝʪʩʪʚʦʚʘʪʴ ʧʨʠʚʝʜʝʥʥʦʤʫ ʚʳʰʝ 

ʦʙʨʘʟʮʫ (ʨʠʩ. 55) ʠ ʥʘʞʤʠʪʝ ʆʂ. 

 

 
 

ʈʠʩ. 55 

 

3. ʇʦʷʚʠʪʩʷ ʟʘʛʦʪʦʚʢʘ ʙʣʦʢ-ʩʭʝʤʳ, ʢʦʪʦʨʫʶ ʤʦʞʥʦ 

ʢʦʨʨʝʢʪʠʨʦʚʘʪʴ (ʨʠʩ. 56). ʏʪʦʙʳ ʜʦʙʘʚʠʪʴ ʙʣʦʢ ʥʘ ʪʨʝʪʠʡ (ʥʠʞʥʠʡ 

ʫʨʦʚʝʥʴ ʩʭʝʤʳ), ʢʣʠʢʥʠʪʝ ʇʂʄ (ʧʨʘʚʦʡ ʢʥʦʧʢʦʡ ʤʳʰʠ) ʥʘ ʩʦʩʝʜʥʠʡ 
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ʙʣʦʢ, ʧʦʷʚʠʪʩʷ ʦʢʥʦ, ʚ ʢʦʪʦʨʦʤ ʚʳʙʝʨʠʪʝ ɼʦʙʘʚʠʪʴ ʬʠʛʫʨʫ, ʘ ʚ ʥʦʚʦʤ 

ʦʢʥʝ ï ɼʦʙʘʚʠʪʴ ʬʠʛʫʨʫ ʧʦʩʣʝ (ʨʠʩ. 57), ʨʷʜʦʤ ʧʦʷʚʠʪʩʷ ʥʦʚʳʡ ʙʣʦʢ 

(ʨʠʩ. 58). 

 

 
 

ʈʠʩ.56 

 

 
 

ʈʠʩ. 57 
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ʈʠʩ. 58 

 

ʏʪʦʙʳ ʜʦʙʘʚʠʪʴ ʝʱʸ ʦʜʠʥ ʙʣʦʢ ʥʘ ʪʨʝʪʠʡ (ʥʠʞʥʠʡ ʫʨʦʚʝʥʴ ʩʭʝ-

ʤʳ), ʢʣʠʢʥʠʪʝ ʇʂʄ ʥʘ ʩʦʩʝʜʥʠʡ ʙʣʦʢ, ʧʦʷʚʠʪʩʷ ʦʢʥʦ, ʚ ʢʦʪʦʨʦʤ 

ʦʧʷʪʴ ʚʳʙʝʨʠʪʝ ɼʦʙʘʚʠʪʴ ʬʠʛʫʨʫ, ʘ ʚ ʥʦʚʦʤ ʦʢʥʝ ï ɼʦʙʘʚʠʪʴ ʬʠʛʫʨʫ 

ʧʦʩʣʝ (ʨʠʩ. 59), ʨʷʜʦʤ ʧʦʷʚʠʪʩʷ ʥʦʚʳʡ ʙʣʦʢ (ʨʠʩ. 60). 

 

 
 

ʈʠʩ. 59 
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ʈʠʩ. 60 

 

ɽʩʣʠ ʥʝʦʙʭʦʜʠʤʦ ʩʦʟʜʘʪʴ ʩʭʝʤʫ ʩ ʙʆʣʴʰʠʤ ʯʠʩʣʦʤ ʫʨʦʚʥʝʡ, 

ʥʝʦʙʭʦʜʠʤʦ ʚʳʙʨʘʪʴ ɼʦʙʘʚʠʪʴ ʬʠʛʫʨʫ ʥʠʞʝ, ʪʦʛʜʘ ʧʦʷʚʠʪʩʷ ʝʱʸ 

ʦʜʠʥ ʫʨʦʚʝʥʴ ʠ ʩʭʝʤʘ ʧʨʠʤʝʪ ʜʨʫʛʦʡ ʚʠʜ (ʨʠʩ. 61). 

 

 
 

ʈʠʩ. 61 
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4. ɿʘʧʦʣʥʠʪʝ ʙʣʦʢʠ ʩʭʝʤʳ ʪʝʢʩʪʦʤ: ʃʂʄ ʢʣʠʢʥʠʪʝ ʥʘ ʚʝʨʭʥʠʡ 

ʙʣʦʢ, ʥʘʧʠʰʠʪʝ ʪʝʢʩʪ çʉʪʚʦʣʦʚʘʷ ʢʨʦʚʝʪʚʦʨʥʘʷ ʢʣʝʪʢʘè, ʚʳʜʝʣʠʪʝ ʝʛʦ 

ʤʳʰʢʦʡ, ʚ ʦʪʢʨʳʚʱʝʤʩʷ ʦʢʥʝ ʚʳʙʝʨʠʪʝ ɺʳʨʘʚʥʠʚʘʥʠʝ ʧʦ ʮʝʥʪʨʫ, 

ʰʨʠʬʪ Times New Roman, ʢʝʛʣʴ 10 (ʨʠʩ. 62).  

 

 
 

ʈʠʩ.62 

 

ɸʥʘʣʦʛʠʯʥʦ ʚʥʝʩʠʪʝ ʪʝʢʩʪ ʚ ʦʩʪʘʣʴʥʳʝ ʙʣʦʢʠ ʩʭʝʤʳ. ʆʪʬʦʨʤʘʪʠ-

ʨʫʡʪʝ ʪʝʢʩʪ ʚ ʙʣʦʢʘʭ: ɺʳʨʚʥʠʚʘʥʠʝ ʧʦ ʮʝʥʪʨʫ, ʰʨʠʬʪ Times New 

Roman, ʢʝʛʣʴ ï ʚʳʙʝʨʠʪʝ ʚ ʟʘʚʠʩʠʤʦʩʪʠ ʦʪ ʨʘʟʤʝʨʘ ʪʝʢʩʪʘ, ʯʪʦʙʳ ʦʥ 

ʧʦʣʥʦʩʪʴʶ ʚʭʦʜʠʣ ʚ ʙʣʦʢ. 

ɽʩʣʠ ʧʨʠ ʥʘʞʘʪʠʠ ʃʂʄ ʥʘ ʧʫʩʪʦʡ ʙʣʦʢ ʚ ʥʝʤ ʢʫʨʩʦʨ ʥʝ ʤʠʛʘʝʪ, 

ʢʣʠʢʥʠʪʝ ʥʘ ʜʘʥʥʳʡ ʙʣʦʢ ʇʂʄ, ʚ ʧʦʷʚʠʚʰʝʤʩʷ ʦʢʥʝ ʚʳʙʝʨʠʪʝ ʀʟʤʝ-

ʥʠʪʴ ʪʝʢʩʪ (ʨʠʩ. 63). 

ɺ ʨʝʟʫʣʴʪʘʪʝ ʟʘʧʦʣʥʝʥʠʷ ʵʣʝʤʝʥʪʦʚ ʪʝʢʩʪʦʤ ʙʣʦʢ-ʩʭʝʤʘ ʧʨʠʤʝʪ 

ʩʣʝʜʫʶʱʠʡ ʚʠʜ (ʨʠʩ. 64). 
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ʈʠʩ. 63 

 

 
 

ʈʠʩ. 64 

 

5. ʆʬʦʨʤʠʪʝ ʙʣʦʢ-ʩʭʝʤʫ ʮʚʝʪʦʤ, ʜʣʷ ʯʝʛʦ ʢʣʠʢʥʠʪʝ ʥʘ ʚʝʨʭʥʝʡ 

ʧʘʥʝʣʠ ʚ ʨʘʟʜʝʣʝ ʈʘʙʦʪʘ ʩ ʨʠʩʫʥʢʘʤʠ SmartArt ʥʘ ʌʦʨʤʘʪ (ʨʠʩ. 65). 

6. ʂʣʠʢʥʠʪʝ ʥʘ ʚʝʨʭʥʠʡ ʙʣʦʢ, ʚ ʨʘʟʜʝʣʝ ʉʪʠʣʠ ʬʠʛʫʨ ï ɿʘʣʠʚʢʘ 

ʬʠʛʫʨʳ ʚʳʙʝʨʠʪʝ ʮʚʝʪ ʃʠʣʦʚʳʡ (ʩʘʤʳʡ ʩʚʝʪʣʳʡ) ʚ ʦʪʢʨʳʚʰʝʤʩʷ ʦʢʥʝ 

(ʨʠʩ. 66). ɹʣʦʢ ʩʭʝʤʳ ʦʢʨʘʩʠʪʩʷ ʚ ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʡ ʮʚʝʪ. 
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ʈʠʩ. 65 

 

 
 

 

ʈʠʩ. 66 

 

ɸʥʘʣʦʛʠʯʥʦ ʠʟʤʝʥʠʪʝ ʮʚʝʪ ʜʣʷ ʜʨʫʛʠʭ ʙʣʦʢʦʚ ʩʭʝʤʳ ʩʣʝʜʫʶʱʠʤ 

ʦʙʨʘʟʦʤ: ʙʣʦʢʠ ʚʪʦʨʦʛʦ ʫʨʦʚʥʷ ï ʮʚʝʪ ʆʣʠʚʢʦʚʳʡ (ʩʚʝʪʣʳʡ), ʙʣʦʢʠ 

ʪʨʝʪʴʝʛʦ ʫʨʦʚʥʷ ï ʮʚʝʪ ʃʠʣʦʚʳʡ (ʩʚʝʪʣʳʡ). 
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ʉʜʚʠʥʴʪʝ ʚʝʨʭʥʠʡ ʙʣʦʢ (ʢʣʠʢʥʫʚ ʥʘ ʥʝʛʦ) ʥʘ ʮʝʥʪʨ ʩʭʝʤʳ, ʘ ʙʣʦ-

ʢʠ ʚʪʦʨʦʛʦ ʫʨʦʚʥʷ ʨʘʩʧʦʣʦʞʠʪʝ ʩʠʤʤʝʪʨʠʯʥʦ ʦʪʥʦʩʠʪʝʣʴʥʦ ʚʝʨʭʥʝʛʦ 

ʙʣʦʢʘ. 

ʇʦʜʧʠʰʠʪʝ ʨʠʩʫʥʦʢ ʠ ʦʪʬʦʨʤʘʪʠʨʫʡʪʝ ʧʦʜʧʠʩʴ: ɺʳʨʘʚʥʠʚʘʥʠʝ 

ʧʦ ʮʝʥʪʨʫ, ʰʨʠʬʪ Times New Roman, ʧʦʣʫʞʠʨʥʳʡ, ʢʝʛʣʴ 14. 

 

ɿʘʜʘʥʠʝ 2. ʇʦʩʪʨʦʝʥʠʝ ʨʠʩʫʥʢʦʚ ʚ MSWord 

ʈʘʩʩʤʦʪʨʠʤ ʧʦʩʪʨʦʝʥʠʝ ʨʠʩʫʥʢʘ ʥʘ ʧʨʠʤʝʨʝ, ʧʨʝʜʩʪʘʚʣʝʥʥʦʤ 

ʥʠʞʝ (ʨʠʩ. 67):  

 

 
 

Cʪʘʜʠʠ ʜʠʬʬʝʨʝʥʮʠʨʦʚʢʠ ʊ-ʣʠʤʬʦʮʠʪʦʚ 
 

ʈʠʩ. 67 

 

ɺ ʪʦʤ ʤʝʩʪʝ ʜʦʢʫʤʝʥʪʘ, ʛʜʝ ʥʝʦʙʭʦʜʠʤʦ ʩʦʟʜʘʪʴ ʨʠʩʫʥʦʢ, ʩʥʘʯʘʣʘ 

ʟʘʜʘʶʪ ʦʙʣʘʩʪʴ ʨʠʩʦʚʘʥʠʷ ï ʧʦʣʦʪʥʦ: ʚ ʨʘʟʜʝʣʝ ʤʝʥʶ ɺʩʪʘʚʢʘ ʚʳʙʝ-

ʨʠʪʝ ʌʠʛʫʨʳ - ʅʦʚʦʝ ʧʦʣʦʪʥʦ (ʨʠʩ. 68). 

ʇʦʣʦʪʥʦ ʥʝ ʜʦʣʞʥʦ ʚʳʭʦʜʠʪʴ ʟʘ ʨʘʤʢʠ ʧʦʣʝʡ ʩʪʨʘʥʠʮʳ. ʉ ʧʦʤʦ-

ʱʴʶ ʧʦʣʦʪʥʘ ʤʦʞʥʦ ʫʧʦʨʷʜʦʯʠʚʘʪʴ ʨʠʩʫʥʢʠ ʚ ʜʦʢʫʤʝʥʪʝ, ʫʜʝʨʞʠʚʘʪʴ 

ʨʠʩʫʥʢʘ ʚʤʝʩʪʝ, ʯʪʦ ʦʩʦʙʝʥʥʦ ʧʦʣʝʟʥʦ, ʢʦʛʜʘ ʦʥ ʩʦʩʪʦʠʪ ʠʟ ʥʝʩʢʦʣʴ-

ʢʠʭ ʬʠʛʫʨ.  

ʏʪʦʙʳ ʧʨʠʩʪʫʧʠʪʴ ʢ ʬʦʨʤʠʨʦʚʘʥʠʶ ʩʘʤʦʛʦ ʨʠʩʫʥʢʘ, ʚʳʙʝʨʠʪʝ 

ɺʩʪʘʚʢʘ ï ʌʠʛʫʨʳ ï ʆʩʥʦʚʥʳʝ ʬʠʛʫʨʳ ï ʆʚʘʣ (ʨʠʩ. 69). 

 

ɼʚʦʡʥʳʝ 

ʥʝʛʘʪʠʚʥʳʝ 

ʪʠʤʦʮʠʪʳ 

ɼʚʦʡʥʳʝ ʧʦ-

ʟʠʪʠʚʥʳʝʪʠ-

ʤʦʮʠʪʳ 

CD4+ CD8+ 
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ʈʠʩ. 68 

 

 
 

ʈʠʩ. 69 
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ɺ ʦʚʘʣ ʚʩʪʘʚʴʪʝ ʪʝʢʩʪ çɼʚʦʡʥʳʝ ʥʝʛʘʪʠʚʥʳʝ ʪʠʤʦʮʠʪʳè: ʜʣʷ ʵʪʦ-

ʛʦ ʧʨʘʚʦʡ ʢʥʦʧʢʦʡ ʤʳʰʠ ʢʣʠʢʥʠʪʝ ʧʦ ʦʚʘʣʫ ï ɼʦʙʘʚʠʪʴ ʪʝʢʩʪ 

(ʨʠʩ. 70). 

 

 
 

ʈʠʩ. 70 

 

ʏʪʦʙʳ ʟʘʜʘʪʴ ʧʘʨʘʤʝʪʨʳ ʦʚʘʣʘ, ʢʣʠʢʥʠʪʝ ʥʘ ʥʝʛʦ ʠ ʚ ʨʘʟʜʝʣʝ 

ʌʦʨʤʘʪ ʚʳʙʝʨʠʪʝ ʎʚʝʪ ʟʘʣʠʚʢʠ ï ʅʝʪ ʮʚʝʪʘ, ʂʦʥʪʫʨ ï ʮʚʝʪ ʉʠʥʠʡ, 

ʊʦʣʱʠʥʘ 2,25 ʧʪ (ʨʠʩ. 71). 

 

 
 

ʈʠʩ. 71 
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ʏʪʦʙʳ ʫʩʪʘʥʦʚʠʪʴ ʧʘʨʘʤʝʪʨʳ ʰʨʠʬʪʘ ʧʦ ʦʙʨʘʟʮʫ, ʥʘʞʤʠʪʝ ʥʘ 

ʪʝʢʩʪ ʧʨʘʚʦʡ ʢʥʦʧʢʦʡ ʤʳʰʠ, ʚ ʨʘʟʜʝʣʝ ʐʨʠʬʪ - ʐʨʠʬʪ Arial, ʚʳ-

ʨʘʚʥʠʚʘʥʠʝ ʧʦ ʮʝʥʪʨʫ, ʢʝʛʣʴ 10,5.  

ʉʦʟʜʘʡʪʝ ʦʚʘʣ ʪʘʢʦʛʦ ʞʝ ʨʘʟʤʝʨʘ, ʨʘʩʧʦʣʦʞʝʥʥʳʡ ʥʠʞʝ. ɼʣʷ ʵʪʦ-

ʛʦ ʤʦʞʥʦ ʩʢʦʧʠʨʦʚʘʪʴ ʫʞʝ ʠʤʝʶʱʫʶʩʷ ʬʠʛʫʨʫ ʠ ʠʟʤʝʥʠʪʴ ʚ ʥʝʡ 

ʪʝʢʩʪ: ʧʨʘʚʦʡ ʢʥʦʧʢʦʡ ʤʳʰʠ ʢʣʠʢʥʠʪʝ ʧʦ ʦʚʘʣʫ ï ʀʟʤʝʥʠʪʴ ʪʝʢʩʪ. 

ɺʧʠʰʠʪʝ ʪʝʢʩʪ çɼʚʦʡʥʳʝ ʧʦʟʠʪʠʚʥʳʝ ʪʠʤʦʮʠʪʳè. 

ɸʥʘʣʦʛʠʯʥʳʤ ʦʙʨʘʟʦʤ ʩʦʟʜʘʡʪʝ ʜʚʘ ʤʝʥʴʰʠʭ ʦʚʘʣʘ, ʨʘʩʧʦʣʦʞʝʥ-

ʥʳʭ ʥʠʞʝ. ʊʝʢʩʪ ʚ ʥʠʭ ʜʦʣʞʝʥ ʙʳʪʴ ʩʦ ʩʣʝʜʫʶʱʠʤʠ ʭʘʨʘʢʪʝʨʠʩʪʠʢʘ-

ʤʠ: ʰʨʠʬʪ Arial, ʚʳʨʘʚʥʠʚʘʥʠʝ ʧʦ ʮʝʥʪʨʫ, ʢʝʛʣʴ 16.  

ɺʩʘʚʴʪʝ ʩʪʨʝʣʢʠ ʤʝʞʜʫ ʬʠʛʫʨʘʤʠ (ʨʠʩ. 72). ʏʪʦʙʳ ʩʦʟʜʘʪʴ ʧʨʷ-

ʤʫʶ ʩʪʨʝʣʢʫ, ʥʘʞʤʠʪʝ ʢʣʘʚʠʰʫ Shift ʧʨʠ ʨʠʩʦʚʘʥʠʠ.  

 

 
 

ʈʠʩ. 72 
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ɺʳʙʝʨʠʪʝ ʮʚʝʪ ʩʪʨʝʣʢʠ (ʏʝʨʥʳʡ) ʠ ʝʝ ʪʦʣʱʠʥʫ: ʌʦʨʤʘʪ ï ʂʦʥ-

ʪʫʨ ʬʠʛʫʨʳ ï ʊʦʣʱʠʥʘ (2,25 ʧʪ). 

ʉʛʨʫʧʧʠʨʫʡʪʝ ʚʩʝ ʜʝʪʘʣʠ ʨʠʩʫʥʢʘ: ʫʜʝʨʞʠʚʘʷ ʥʘʞʘʪʫʶ ʢʣʘʚʠʰʫ 

Ctrl, ʢʣʠʢʥʠʪʝ ʥʘ ʚʩʝ ʬʠʛʫʨʳ ʨʠʩʫʥʢʘ, ʟʘʪʝʤ ʚʳʙʝʨʠʪʝ ʌʦʨʤʘʪ ï 

ɻʨʫʧʧʠʨʦʚʘʪʴ (ʨʠʩ. 73). 

 

 
 

ʈʠʩ.73 

 

ʇʦʜʧʠʰʠʪʝ ʨʠʩʫʥʦʢ ʠ ʦʪʬʦʨʤʘʪʠʨʫʡʪʝ ʧʦʜʧʠʩʴ: ɺʳʨʘʚʥʠʚʘʥʠʝ 

ʧʦ ʮʝʥʪʨʫ, ʰʨʠʬʪ Times New Roman, ʧʦʣʫʞʠʨʥʳʡ, ʢʝʛʣʴ 14. 

 

ɺʦʧʨʦʩʳ ʜʣʷ ʩʘʤʦʢʦʥʪʨʦʣʷ 

1. ʇʝʨʝʯʠʩʣʠʪʝ ʩʧʦʩʦʙʳ ʠʟʤʝʥʝʥʠʷ ʨʘʟʤʝʨʘ ʦʪʜʝʣʴʥʦʡ ʬʠʛʫʨʳ ʚ 

ʩʭʝʤʘʭ SmartArt. 

2. ʇʝʨʝʯʠʩʣʠʪʝ ʪʠʧʳ ʨʠʩʫʥʢʦʚ SmartArt. 

3. ʅʘʟʦʚʠʪʝ ʩʧʦʩʦʙʳ ʜʦʙʘʚʣʝʥʠʷ ʬʠʛʫʨ r ʥʘ ʚʳʙʨʘʥʥʳʡ ʫʨʦʚʝʥʴ 

ʠʝʨʘʨʭʠʯʝʩʢʦʡ ʩʭʝʤʳ SmartArt. 

4. ʅʘʟʦʚʠʪʝ ʦʧʮʠʶ, ʧʦʟʚʦʣʷʶʱʫ ʁʩʜʝʣʘʪʴ ʥʘʜʧʠʩʴ ʥʘ ʬʠʛʫʨʝ. 
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ȾɑɘɌ 4. ȼȬȭȺȾȬ Ƚ ɀȺȼȸȿȷȬȸȴ  

Ȯ MICROSOFT WORD  

 
ʎʝʣʴ: ʦʟʥʘʢʦʤʠʪʴʩʷ ʩ ʦʩʥʦʚʥʳʤʠ ʚʦʟʤʦʞʥʦʩʪʷʤʠ MS Word ʜʣʷ 

ʩʦʟʜʘʥʠʷ ʬʦʨʤʫʣ, ʦʩʚʦʠʪʴ ʧʨʝʜʣʘʛʘʝʤʳʝ ʧʨʦʛʨʘʤʤʦʡ ʬʫʥʢʮʠʠ, ʧʦʟ-

ʚʦʣʷʶʱʠʝ ʨʝʜʘʢʪʠʨʦʚʘʪʴ ʬʦʨʤʫʣʳ. 

 

ɺʦʧʨʦʩʳ ʜʣʷ ʩʘʤʦʧʦʜʛʦʪʦʚʢʠ 

1. ʆʩʥʦʚʥʳʝ ʩʧʦʩʦʙʳ ʩʦʟʜʘʥʠʷ ʬʦʨʤʫʣ. 

2. ʆʩʥʦʚʥʳʝ ʙʣʦʢʠ ʤʝʥʶ ʧʨʠ ʨʘʙʦʪʝ ʩ ʬʦʨʤʫʣʘʤʠ. 

 

ʊɽʆʈɽʊʀʏɽʉʂɸʗ ʏɸʉʊʔ 

 

ɺʚʝʩʪʠ ʠʣʠ ʚʩʪʘʚʠʪʴ ʬʦʨʤʫʣʫ ʚ ʜʦʢʫʤʝʥʪ MicrosoftWordʤʦʞʥʦ ʩ 

ʧʦʤʦʱʴʶ ʢʦʤʘʥʜʳ çʌʦʨʤʫʣʘè ʤʝʥʶ çɺʩʪʘʚʢʘè ʜʚʫʤʷ ʩʧʦʩʦʙʘʤʠ 

(ʨʠʩ. 74): 

¶ ʚʩʪʘʚʠʪʴ ʚʩʪʨʦʝʥʥʳʝ ʩʪʘʥʜʘʨʪʥʳʝ ʤʘʪʝʤʘʪʠʯʝʩʢʠʝ ʬʦʨʤʫʣʳ; 

¶ ʚʩʪʘʚʠʪʴ ʥʦʚʦʝʫʨʘʚʥʝʥʠʝ. ʇʨʠ ʵʪʦʤ ʥʘ ʨʘʙʦʯʝʡ ʩʪʨʘʥʠʮʝ ʧʦ-

ʷʚʠʪʩʷ ʤʝʩʪʦ ʜʣʷ ʚʚʝʜʝʥʠʷ ʬʦʨʤʫʣʳ (ʫʨʘʚʥʝʥʠʷ). 

ʇʦʩʣʝ ʩʦʟʜʘʥʠʷ ʬʦʨʤʫʣʳ ʧʦʷʚʣʷʝʪʩʷ ʚʢʣʘʜʢʘ çʂʦʥʩʪʨʫʢʪʦʨè 

(ʨʠʩ. 75), ʥʘ ʢʦʪʦʨʦʡ ʥʘʭʦʜʷʪʩʷ ʚʩʝ ʥʝʦʙʭʦʜʠʤʳʝ ʠʥʩʪʨʫʤʝʥʪʳ ʜʣʷ 

ʩʦʟʜʘʥʠʷ ʬʦʨʤʫʣ: ʩʪʨʫʢʪʫʨʳ, ʩʠʤʚʦʣʳ ʠ ʩʝʨʚʠʩ. 

¶ çʉʝʨʚʠʩè ʚʢʣʶʯʘʝʪ ʚ ʩʝʙʷ ʫʞʝ ʚʳʰʝʫʧʦʤʷʥʫʪʳʡ ʩʧʠʩʦʢ ʚʩʪʨʦ-

ʝʥʥʳʭ ʬʦʨʤʫʣ ʠ ʚʠʜʳ ʧʨʝʦʙʨʘʟʦʚʘʥʠʷ ʪʝʢʩʪʘ ʚ ʬʦʨʤʫʣʘʭ: ʣʠʥʝʡʥʳʡ 

ʠ ʧʨʦʬʝʩʩʠʦʥʘʣʴʥʳʡ. 

¶ çʉʠʤʚʦʣʳè ʧʦʟʚʦʣʷʝʪ ʚʩʪʘʚʣʷʪʴ ʚ ʬʦʨʤʫʣʳ ʨʘʟʣʠʯʥʳʝ ʩʠʤʚʦ-

ʣʳ, ʢʦʪʦʨʳʝ ʨʘʟʜʝʣʝʥʳ ʥʘ ʛʨʫʧʧʳ (ʨʠʩ. 76). ʂʨʦʤʝ ʪʦʛʦ, ʜʦʧʦʣʥʠ-

ʪʝʣʴʥʦ ʤʦʞʥʦ ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ ʚʢʣʘʜʢʦʡ çɺʩʪʘʚʢʘè - çʩʠʤʚʦʣè - 
çʜʨʫʛʠʝ ʩʠʤʚʦʣʳè. 

¶ çʉʪʨʫʢʪʫʨʳè ʜʣʷ ʩʦʟʜʘʥʠʷ ʬʦʨʤʫʣ. ʇʨʦʮʝʩʩ ʩʦʟʜʘʥʠʷ ʬʦʨʤʫʣ 

ʧʨʝʜʩʪʘʚʣʷʝʪ ʩʦʙʦʡ ʦʧʨʝʜʝʣʝʥʥʫʶ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʴ ʜʝʡʩʪʚʠʡ. 

ʉʥʘʯʘʣʘ ʚ ʛʨʫʧʧʝ çʉʪʨʫʢʪʫʨʳè ʥʫʞʥʦ ʚʳʙʨʘʪʴ ʪʠʧ ʩʪʨʫʢʪʫʨʳ, ʘ ʟʘ-

ʪʝʤ ʥʘʞʘʪʴ ʟʥʘʯʦʢ ʥʝʦʙʭʦʜʠʤʦʡ ʩʪʨʫʢʪʫʨʳ. ʇʨʠ ʵʪʦʤ ʚ ʬʦʨʤʫʣʝ ʧʦ-

ʷʚʷʪʩʷ ʥʝʙʦʣʴʰʠʝ ʧʫʥʢʪʠʨʥʳʝ ʧʦʣʷ (ʨʠʩ. 77), ʚ ʢʦʪʦʨʳʝ ʤʦʞʥʦ ʚʚʝ-

ʩʪʠ ʥʫʞʥʳʝ ʯʠʩʣʘ, ʩʠʤʚʦʣʳ ʠʣʠ ʚʩʪʘʚʠʪʴ ʩʪʨʫʢʪʫʨʫ. 
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ʈʠʩ. 74 

 

 
 

ʈʠʩ. 75 

 

 
 

ʈʠʩ. 76 
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ʈʠʩ. 77 

 

 

ʇʈɸʂʊʀʏɽʉʂɸʗ ʏɸʉʊʔ 

 

ɿʘʜʘʥʠʝ. ʉʦʟʜʘʥʠʝ ʬʦʨʤʫʣʳ ʚ MS Word. 

ʈʘʩʩʤʦʪʨʠʤ ʨʘʙʦʪʫ ʩ ʬʦʨʤʫʣʘʤʠ ʥʘ ʧʨʠʤʝʨʝ (ʨʠʩ. 78). 
 

 

ʈʠʩ. 78 

 

ʆʪʢʨʦʡʪʝ ʚʢʣʘʜʢʫ ɺʩʪʘʚʢʘ - ʌʦʨʤʫʣʘ - ɺʩʪʘʚʠʪʴ ʥʦʚʦʝ ʫʨʘʚʥʝ-

ʥʠʝ. 

ʅʘ ʨʘʙʦʯʝʡ ʩʪʨʘʥʠʮʝ ʧʦʷʚʠʪʩʷ ʤʝʩʪʦ ʜʣʷ ʚʚʝʜʝʥʠʷ ʬʦʨʤʫʣʳ 

(ʨʠʩ. 79).  

 

 
 

ʈʠʩ. 79 

 

ɺ ʛʨʫʧʧʝ ʉʪʨʫʢʪʫʨʳ ʚʳʙʝʨʠʪʝ ʀʥʜʝʢʩ - ʅʠʞʥʠʡ ʠʥʜʝʢʩ 

(ʨʠʩ. 80) ʠ ʥʘʧʠʰʠʪʝ 2H2. 
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ʈʠʩ. 80 

 

ɼʘʣʝʝ, ʯʪʦʙʳ ʥʘʧʠʩʘʪʴ ç+è, ʚʳʡʜʠʪʝ ʠʟ ʠʥʜʝʢʩʘ, ʥʘʞʘʚ ʥʘ ʢʣʘʚʠʘ-

ʪʫʨʝ ʩʪʨʝʣʦʯʢʫ ʚʧʨʘʚʦ. ɺ ʛʨʫʧʧʝ ʉʪʨʫʢʪʫʨʳ ʚʳʙʝʨʠʪʝ ʀʥʜʝʢʩ - 
ʅʠʞʥʠʡ ʠʥʜʝʢʩ ʠ ʥʘʧʠʰʠʪʝ O2.  

ɺʩʪʘʚʴʪʝ ʩʪʨʝʣʦʯʢʫ, ʠʩʧʦʣʴʟʫʷ Cʠʤʚʦʣʳ (ʨʠʩ. 81), ʠ ʜʦʧʠʰʠʪʝ 

ʬʦʨʤʫʣʫ (ʨʠʩ. 82). 

 

 
 

ʈʠʩ. 81 

 

 
 

ʈʠʩ. 82 
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ʏʪʦʙʳ ʥʘʧʠʩʘʪʴ ʤʘʩʩʫ ʚʝʱʝʩʪʚʘ ʥʘʜ 2H2, ʚʳʜʝʣʠʪʝ 2H2, ʦʪʢʨʦʡʪʝ 

ɼʠʘʢʨʠʪʠʯʝʩʢʠʝ ʟʥʘʢʠ ï ɻʨʫʧʧʠʨʫʶʱʠʡ ʟʥʘʢ ʩʚʝʨʭʫ (ʨʠʩ. 83). 

 

 
 

ʈʠʩ. 83 

 

ʏʪʦʙʳ ʫʙʨʘʪʴ ʬʠʛʫʨʥʫ  ʁʩʢʦʙʢʫ, ʚʳʜʝʣʠʪʝ 2H2 ʚʤʝʩʪʝ ʩʦ ʩʢʦʙʢʦʡ, 

ʥʘʞʤʠʪʝ ʧʨʘʚʫʶ ʢʥʦʧʢʫ ʤʳʰʠ ʠ ʚ ʧʦʷʚʠʚʰʝʤʩʷ ʢʦʥʪʝʢʩʪʥʦʤ ʤʝʥʶ 

ʚʳʙʝʨʠʪʝ çʋʜʘʣʠʪʴ ʟʥʘʢ ʥʘʜ ʪʝʢʩʪʦʤè (ʨʠʩ. 84). 

 

 
 

ʈʠʩ. 84 
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ʏʪʦʙʳ ʜʦʙʘʚʠʪʴ ʯʝʨʪʫ, ʚʳʜʝʣʠʪʝ 2H2, ʦʪʢʨʦʡʪʝ ɼʠʘʢʨʠʪʠʯʝʩʢʠʝ 

ʟʥʘʢʠ ï ʏʝʨʪʘ ʩʚʝʨʭʫ (ʨʠʩ. 85). 

ʇʦʣʫʯʝʥʥʫʶ ʬʦʨʤʫʣʫ ʤʦʞʥʦ ʜʦʙʘʚʠʪʴ ʚ ʩʧʠʩʦʢ ʯʘʩʪʦ ʠʩʧʦʣʴʟʫ-

ʝʤʳʭ ʬʦʨʤʫʣ. ɼʣʷ ʵʪʦʛʦ ʥʫʞʥʦ ʚr ʜʝʣʠʪʴ ʬʦʨʤʫʣʫ, ʥʘ ʚʢʣʘʜʢʝ çʂʦʥ-

ʩʪʨʫʢʪʦʨè ʚ ʛʨʫʧʧʝ çʉʝʨʚʠʩè ʥʘʞʘʪʴ çʌʦʨʤʫʣʘè, ʘ ʟʘʪʝʤ ʚʳʙʨʘʪʴ 

çʉʦʭʨʘʥʠʪʴ ʚʳʜʝʣʝʥʥʳʡ ʬʨʘʛʤʝʥʪ ʚ ʢʦʣʣʝʢʮʠʶ ʬʦʨʤʫʣè (ʨʠʩ. 86). ɺ 

ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʉʦʟʜʘʥʠʝ ʥʦʚʦʛʦ ʩʪʘʥʜʘʨʪʥʦʛʦ ʙʣʦʢʘ  ʚʚʝʩʪʠ ʠʤʷ 

ʬʦʨʤʫʣʳ. ɺ ʩʧʠʩʢʝ ʂʦʣʣʝʢʮʠʷ ʚʳʙʨʘʪʴ ʌʦʨʤʫʣʳ ʠ ʟʘʜʘʪʴ ʜʨʫʛʠʝ ʥʝ-

ʦʙʭʦʜʠʤʳʝ ʧʘʨʘʤʝʪʨʳ (ʨʠʩ. 87). ʊʝʧʝʨʴ ʚʘʰʘ ʬʦʨʤʫʣʘ ʚ ʩʧʠʩʢʝ 

ʚʩʪʨʦʝʥʥʳʭ ʬʦʨʤʫʣ. 

 

 
 

ʈʠʩ. 85 

 

 
 

ʈʠʩ. 86 



 
 

ʈʠʩ. 87 

 

ɺʦʧʨʦʩʳ ʜʣʷ ʩʘʤʦʢʦʥʪʨʦʣʷ 

1. ʇʝʨʝʯʠʩʣʠʪʴ ʧʫʥʢʪʳ ʤʝʥʶ, ʦʩʫʱʝʩʪʚʣʷʁʱʠʝ ʟʘʧʫʩʢ ʨʝʜʘʢʪʦʨʘ 

ʬʦʨʤʫʣ. 

2. ʇʝʨʝʯʠʩʣʠʪʴ ʙʣʦʢʠ, ʩʦʜʝʨʞʘʱʠʝʩʷ ʚʦ ʚʢʣʘʜʢʝ çʂʦʥʩʪʨʫʢʪʦʨè, ʠ 

ʠʭ ʦʩʥʦʚʥʳʝ ʬʫʥʢʮʠʠ. 

3. ʇʝʨʝʯʠʩʣʠʪʴ ʚʠʜʳ ʧʨʝʦʙʨʘʟʦʚʘʥʠʷ ʪʝʢʩʪʘ ʧʨʠ ʨʘʙʦʪʝ ʩ ʬʦʨʤʫʣʘ-

ʤʠ. 

  



54 

 

ȾɑɘɌ 5. ȼȬȭȺȾȬ ȽȺ ȽȻȴȽȶȬȸȴ ȴ 

ȶȺȷȺȹȶȬȸȴ Ȯ MICROSOFT WORD  

 

ʎʝʣʴ: ʦʟʥʘʢʦʤʠʪʴʩʷ ʩ ʦʩʥʦʚʥʳʤʠ ʚʦʟʤʦʞʥʦʩʪʷʤʠ MS Word ʜʣʷ 

ʩʦʟʜʘʥʠʷ ʠ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ ʨʘʟʥʳʭ ʚʠʜʦʚ ʩʧʠʩʢʦʚ ʠ ʢʦʣʦʥʦʢ. 

 

ɺʦʧʨʦʩʳ ʜʣʷ ʩʘʤʦʧʦʜʛʦʪʦʚʢʠ 

1. ɺʠʜʳ ʩʧʠʩʢʦʚ. 

2. ʉʧʦʩʦʙʳ ʩʦʟʜʘʥʠʷ ʩʧʠʩʢʦʚ. 

3. ʉʧʦʩʦʙʳ ʩʦʟʜʘʥʠʷ ʢʦʣʦʥʦʢ. 

 

ʊɽʆʈɽʊʀʏɽʉʂɸʗ ʏɸʉʊʔ 

 

ʉʧʠʩʦʢ ï ʵʪʦ ʩʦʚʦʢʫʧʥʦʩʪʴ ʘʙʟʘʮʝʚ, ʢʦʪʦʨʳʝ ʩʦʜʝʨʞʘʪ ʧʝʨʝʯʠʩ-

ʣʝʥʠʷ ʠ ʦʬʦʨʤʣʝʥʳ ʚ ʚʠʜʝ ʧʫʥʢʪʦʚ. ɺ MS Word ʤʦʞʥʦ ʩʦʟʜʘʪʴ ʩʧʠʩ-

ʢʠ 3 ʚʠʜʦʚ:  

¶ ʤʘʨʢʠʨʦʚʘʥʥʳʡ ï ʵʪʦ ʩʧʠʩʦʢ, ʵʣʝʤʝʥʪʳ ʢʦʪʦʨʦʛʦ ʩʦʧʨʦ-

ʚʦʞʜʘʶʪ ʛʨʘʬʠʯʝʩʢʠʝ ʤʘʨʢʝʨʳ. ʄʘʨʢʠʨʦʚʘʥʥʳʝ ʩʧʠʩʢʠ ʧʨʠʤʝʥʷʶʪ 

ʪʦʛʜʘ, ʢʦʛʜʘ ʥʝ ʚʘʞʝʥ ʧʦʨʷʜʦʢ ʩʣʝʜʦʚʘʥʠʷ ʧʫʥʢʪʦʚ ʩʧʠʩʢʘ. 

¶ ʥʫʤʝʨʦʚʘʥʥʳʡ ï ʵʪʦ ʩʧʠʩʦʢ, ʵʣʝʤʝʥʪʳ ʢʦʪʦʨʦʛʦ ʩʦʧʨʦʚʦʞ-

ʜʘʶʪ ʯʠʩʣʦʚʳʝ ʠʣʠ ʙʫʢʚʝʥʥʳʝ ʤʘʨʢʝʨʳ, ʩʣʝʜʫʶʱʠʝ ʚ ʧʦʨʷʜʢʝ ʚʦʟ-

ʨʘʩʪʘʥʠʷ ʯʠʩʣʦʚʦʛʦ ʠʣʠ ʘʣʬʘʚʠʪʥʦʛʦ ʟʥʘʯʝʥʠʷ. ʅʫʤʝʨʦʚʘʥʥʳʝ ʩʧʠʩ-

ʢʠ ʠʩʧʦʣʴʟʫʶʪ ʚ ʪʦʤ ʩʣʫʯʘʝ, ʝʩʣʠ ʚʘʞʝʥ ʧʦʨʷʜʦʢ ʩʣʝʜʦʚʘʥʠʷ ʧʫʥʢʪʦʚ 

ʩʧʠʩʢʘ. ɺ ʥʫʤʝʨʦʚʘʥʥʳʭ ʩʧʠʩʢʘʭ ʧʫʥʢʪʳ ʩʧʠʩʢʘ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦ 

ʦʙʦʟʥʘʯʘʶʪʩʷ ʩ ʧʦʤʦʱʴʶ ʘʨʘʙʩʢʠʭ ʯʠʩʝʣ (1, 2, 3...), ʨʠʤʩʢʠʭ ʯʠʩʝʣ (I, 

II, IIIé), ʙʫʢʚ ʨʫʩʩʢʦʛʦ (ɸ, ɹ, ɺé) ʠʣʠ ʣʘʪʠʥʩʢʦʛʦ (a, b, cé) ʘʣʬʘʚʠ-

ʪʦʚ. ʇʨʠ ʩʦʟʜʘʥʠʠ, ʫʜʘʣʝʥʠʠ ʠʣʠ ʧʝʨʝʤʝʱʝʥʠʠ ʧʫʥʢʪʦʚ ʥʫʤʝʨʦʚʘʥ-

ʥʦʛʦ ʩʧʠʩʢʘ ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʤʝʥʷʝʪʩʷ ʚʩʷ ʥʫʤʝʨʘʮʠʷ. 

¶ ʤʥʦʛʦʫʨʦʚʥʝʚʳʡ ï ʵʪʦ ʩʧʠʩʦʢ, ʢʦʪʦʨʳʡ ʦʩʥʦʚʳʚʘʝʪʩʷ ʥʘ 

ʦʪʦʙʨʘʞʝʥʠʠ ʩʪʨʦʢ ʩʧʠʩʢʘ ʨʘʟʥʳʤʠ ʫʨʦʚʥʷʤʠ. ʊʦ ʝʩʪʴ ʢʘʞʜʘʷ ʠʟ 

ʩʪʨʦʢ ʩʧʠʩʢʘ ʤʦʞʝʪ ʚʢʣʶʯʘʪʴ ʧʦʜʧʫʥʢʪʳ ʨʘʟʣʠʯʥʳʭ ʫʨʦʚʥʝʡ ʠʣʠ 

ʜʨʫʛʠʤʠ ʩʣʦʚʘʤʠ, ʤʥʦʛʦʫʨʦʚʥʝʚʳʡ ʩʧʠʩʦʢ ï ʵʪʦ ʩʧʠʩʦʢ, ʢʦʪʦʨʳʡ 

ʩʦʜʝʨʞʠʪ ʚʣʦʞʝʥʥʳʝ ʩʧʠʩʢʠ. ɺ ʤʥʦʛʦʫʨʦʚʥʝʚʳʭ ʩʧʠʩʢʘʭ ʤʦʞʝʪ ʙʳʪʴ 

ʥʝʩʢʦʣʴʢʦ ʫʨʦʚʥʝʡ ʚʣʦʞʝʥʥʦʩʪʠ. ɼʣʷ ʦʙʦʟʥʘʯʝʥʠʷ ʚ ʤʥʦʛʦʫʨʦʚʥʝʚʦʤ 

ʩʧʠʩʢʝ ʤʦʛʫʪ ʠʩʧʦʣʴʟʦʚʘʪʴʩʷ ʤʘʨʢʝʨʳ, ʮʠʬʨʳ ʠ ʙʫʢʚʳ. 

ʂʦʣʦʥʢʠ ï ʵʪʦ ʚʝʨʪʠʢʘʣʴʥʳʝ ʪʝʢʩʪʦʚʳʝ ʧʦʣʷ, ʥʘ ʢʦʪʦʨʳʝ 

ʨʘʟʙʠʚʘʶʪʩʷ ʩʪʨʘʥʠʮʳ. ʂʦʣʦʥʢʠ ʠʩʧʦʣʴʟʫʶʪʩʷ ʜʣʷ ʩʦʟʜʘʥʠʷ ʙʦʣʝʝ 
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ʚʳʨʘʟʠʪʝʣʴʥʳʭ ʜʦʢʫʤʝʥʪʦʚ ʠ ʫʜʦʙʥʦʛʦ ʨʘʩʧʦʣʦʞʝʥʠʷ ʙʦʣʴʰʠʭ 

ʦʙʲʝʤʦʚ ʪʝʢʩʪʘ ʥʘ ʩʪʨʘʥʠʮʘʭ. ʗʨʢʠʤ ʧʨʠʤʝʨʦʤ ʢʦʣʦʥʦʢ ʩʣʫʞʘʪ 

ʛʘʟʝʪʥʳʝ ʠ ʞʫʨʥʘʣʴʥʳʝ ʢʦʣʦʥʢʠ. ʈʘʟʙʠʪʴ ʩʪʨʘʥʠʮʫ ʥʘ ʢʦʣʦʥʢʠ ʤʦʞʥʦ 

ʢʘʢ ʫʞʝ ʩ ʥʘʙʨʘʥʥʳʤ ʪʝʢʩʪʦʤ, ʪʘʢ ʠ ʧʫʩʪʫʶ, ʝʱʝ ʧʝʨʝʜ ʥʘʙʦʨʦʤ 

ʪʝʢʩʪʘ. 
 

ʇʈɸʂʊʀʏɽʉʂɸʗ ʏɸʉʊʔ 

 

ɿʘʜʘʥʠʝ. ʉʦʟʜʘʥʠʝ ʨʘʟʣʠʯʥʳʭ ʚʠʜʦʚ ʩʧʠʩʢʦʚ ʠ ʢʦʣʦʥʦʢ. 

ʄʘʨʢʠʨʦʚʘʥʥʳʡ ʩʧʠʩʦʢ 

¶ ɹʦʣʝʟʥʠ ʥʘʨʫʞʥʦʛʦ ʫʭʘ 

¶ ɹʦʣʝʟʥʠ ʩʨʝʜʥʝʛʦ ʫʭʘ ʠ ʩʦʩʮʝʚʠʜʥʦʛʦ ʦʪʨʦʩʪʢʘ 

¶ ɹʦʣʝʟʥʠ ʚʥʫʪʨʝʥʥʝʛʦ ʫʭʘ 

¶ ɼʨʫʛʠʝ ʙʦʣʝʟʥʠ ʫʭʘ 

ʅʫʤʝʨʦʚʘʥʥʳʡ ʩʧʠʩʦʢ 

1. ɹʦʣʝʟʥʠ ʥʘʨʫʞʥʦʛʦ ʫʭʘ 

2. ɹʦʣʝʟʥʠ ʩʨʝʜʥʝʛʦ ʫʭʘ ʠ ʩʦʩʮʝʚʠʜʥʦʛʦ ʦʪʨʦʩʪʢʘ 

3. ɹʦʣʝʟʥʠ ʚʥʫʪʨʝʥʥʝʛʦ ʫʭʘ 

4. ɼʨʫʛʠʝ ʙʦʣʝʟʥʠ ʫʭʘ 

ʄʥʦʛʦʫʨʦʚʥʝʚʳʡ ʩʧʠʩʦʢ 

I) ɹʦʣʝʟʥʠ ʫʭʘ ʠ ʩʦʩʮʝʚʠʜʥʦʛʦ ʦʪʨʦʩʪʢʘ 

1) ɹʦʣʝʟʥʠ ʥʘʨʫʞʥʦʛʦ ʫʭʘ 

a) ʅʘʨʫʞʥʳʡ ʦʪʠʪ 

b) ɼʨʫʛʠʝ ʙʦʣʝʟʥʠ ʥʘʨʫʞʥʦʛʦ ʫʭʘ 

¶ ʇʝʨʠʭʦʥʜʨʠʪ ʥʘʨʫʞʥʦʛʦ ʫʭʘ 

¶ ʅʝʠʥʬʝʢʮʠʦʥʥʳʝ ʙʦʣʝʟʥʠ ʫʰʥʦʡ ʨʘʢʦʚʠʥʳ 

¶ ʉʝʨʥʘʷ ʧʨʦʙʢʘ 

¶ ʇʨʠʦʙʨʝʪʝʥʥʳʡ ʩʪʝʥʦʟ ʥʘʨʫʞʥʦʛʦ ʩʣʫʭʦʚʦʛʦ ʢʘʥʘʣʘ 

2) ɹʦʣʝʟʥʠ ʩʨʝʜʥʝʛʦ ʫʭʘ ʠ ʩʦʩʮʝʚʠʜʥʦʛʦ ʦʪʨʦʩʪʢʘ 

3) ɹʦʣʝʟʥʠ ʚʥʫʪʨʝʥʥʝʛʦ ʫʭʘ 

a) ʆʪʦʩʢʣʝʨʦʟ 

b) ʅʘʨʫʰʝʥʠʝ ʚʝʩʪʠʙʫʣʷʨʥʦʡ ʬʫʥʢʮʠʠ 

4) ɼʨʫʛʠʝ ʙʦʣʝʟʥʠ ʫʭʘ 

a) ʂʦʥʜʫʢʪʠʚʥʘʷ ʥʝʡʨʦʩʝʥʩʦʨʥʘʷ ʧʦʪʝʨʷ ʩʣʫʭʘ 

b) ɼʨʫʛʘʷ ʧʦʪʝʨʷ ʩʣʫʭʘ 

c) ʆʪʘʣʛʠʷ ʠ ʚʳʜʝʣʝʥʠʷ ʠʟ ʫʭʘ 

¶ ʆʪʘʣʛʠʷ 

¶ ʆʪʦʨʝʷ 

¶ ʂʨʦʚʦʪʝʯʝʥʠʷ ʠʟ ʫʭʘ 
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ʈʘʩʩʤʦʪʨʠʤ ʧʦʜʨʦʙʥʦ ʩʦʟʜʘʥʠʝ ʢʘʞʜʦʛʦ ʩʧʠʩʢʘ. 

1 ʩʧʦʩʦʙ 

ʏʪʦʙʳ ʩʦʟʜʘʪʴ ʤʘʨʢʠʨʦʚʘʥʥʳʡ ʩʧʠʩʦʢ, ʚʚʝʜʠʪʝ ʩ ʢʣʘʚʠʘʪʫʨʳ 

ʩʠʤʚʦʣ * (ʟʚʝʟʜʦʯʢʘ) ʠ ʧʨʦʙʝʣ. ʇʦ ʫʤʦʣʯʘʥʠʶ, ʝʩʣʠ ʚ ʥʘʯʘʣʝ ʘʙʟʘʮʘ 

ʚʚʝʩʪʠ ʟʚʝʟʜʦʯʢʫ ʠ ʧʨʦʙʝʣ, MS Word ʩʦʟʜʘʝʪ ʤʘʨʢʠʨʦʚʘʥʥʳʡ ʩʧʠʩʦʢ. 

ɺʚʝʜʠʪʝ ʥʫʞʥʳʡ ʪʝʢʩʪ, ʘ ʟʘʪʝʤ ʥʘʞʤʠʪʝ ʢʣʘʚʠʰʫ Enter, ʯʪʦʙʳ ʩʦʟʜʘʪʴ 

ʩʣʝʜʫʶʱʠʡ ʵʣʝʤʝʥʪ ʩʧʠʩʢʘ. MS Word ʘʚʪʦʤʘʪʠʯʝʢʠ ʚʩʪʘʚʠʪ 

ʩʣʝʜʫʶʱʠʡ ʤʘʨʢʝʨ. 

ʏʪʦʙʳ ʩʦʟʜʘʪʴ ʥʫʤʝʨʦʚʘʥʥʳʡ ʩʧʠʩʦʢ, ʚʚʝʜʠʪʝ ʩ ʢʣʘʚʠʘʪʫʨʳ 

ʮʠʬʨʫ 1, ʧʦʩʪʘʚʴʪʝ ʪʦʯʢʫ ʠ ʧʨʦʙʝʣ. ɺʚʝʜʠʪʝ ʥʫʞʥʳʡ ʪʝʢʩʪ, ʘ ʟʘʪʝʤ 

ʥʘʞʤʠʪʝ ʢʣʘʚʠʰʫ Enter, ʯʪʦʙʳ ʩʦʟʜʘʪʴ ʩʣʝʜʫʶʱʠʡ ʵʣʝʤʝʥʪ ʩʧʠʩʢʘ. 

MS Word ʘʚʪʦʤʘʪʠʯʝʢʠ ʚʩʪʘʚʠʪ ʩʣʝʜʫʶʱʠʡ ʥʦʤʝʨ. 

ɼʣʷ ʟʘʚʝʨʰʝʥʠʷ ʚʚʦʜʘ ʩʧʠʩʢʘ, ʜʚʘʞʜʳ ʥʘʞʤʠʪʝ ʢʣʘʚʠʰʫ Enter. 

ɽʩʣʠ ʤʘʨʢʝʨʳ ʠʣʠ ʥʦʤʝʨʘ ʥʝ ʧʨʦʩʪʘʚʣʷʶʪʩʷ ʘʚʪʦʤʘʪʠʯʝʩʢʠ, 

ʧʨʦʜʝʣʘʡʪʝ ʩʣʝʜʫʶʱʠʝ ʜʝʡʩʪʚʠʷ: ʦʪʢʨʦʡʪʝ ʚʢʣʘʜʢʫ ʌʘʡʣ ï 

ʇʘʨʘʤʝʪʨʳ ï ʇʨʘʚʦʧʠʩʘʥʠʝ ï ʇʘʨʘʤʝʪʨʳ ʘʚʪʦʟʘʤʝʥʳ. ʅʘ ʚʢʣʘʜʢʝ 

ɸʚʪʦʬʦʨʤʘʪ ʧʨʠ ʚʚʦʜʝ ʚ ʨʘʟʜʝʣʝ ʇʨʠʤʝʥʷʪʴ ʧʨʠ ʚʚʦʜʝ ʫʩʪʘʥʦʚʠʪʝ 

ʬʣʘʞʢʠ ʉʪʠʣʠ ʤʘʨʢʠʨʦʚʘʥʥʳʭ ʩʧʠʩʢʦʚ ʠ ʉʪʠʣʠ ʥʫʤʝʨʦʚʘʥʥʳʭ 

ʩʧʠʩʢʦʚ (ʨʠʩ. 88). 

 

 
 

ʈʠʩ. 88 
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2 ʩʧʦʩʦʙ 

ɺʚʝʜʠʪʝ ʪʝʢʩʪ ʩʧʠʩʢʘ, ʘ ʟʘʪʝʤ ʜʦʙʘʚʴʪʝ ʢ ʥʝʤʫ ʤʘʨʢʝʨʳ ʠʣʠ 

ʥʦʤʝʨʘ.  

ɼʣʷ ʵʪʦʛʦ ʚʳʜʝʣʠʪʝ ʵʣʝʤʝʥʪʳ, ʢ ʢʦʪʦʨʳʤ ʥʫʞʥʦ ʜʦʙʘʚʠʪʴ 

ʤʘʨʢʝʨʳ ʠ ʜʘʣʝʝ ɻʣʘʚʥʘʷ ï ɸʙʟʘʮ ï ʩʪʨʝʣʢʘ ʚʥʠʟ ʨʷʜʦʤ ʩ ʢʥʦʧʢʦʡ 

ʄʘʨʢʝʨʳ. ʀʟ ʙʠʙʣʠʦʪʝʢʠ ʤʘʨʢʝʨʦʚ ʚʳʙʝʨʠʪʝ ʥʫʞʥʳʡ. ɽʩʣʠ ʚ 

ʙʠʙʣʠʦʪʢʝ ʦʪʩʫʪʩʪʚʫʝʪ ʧʦʜʭʦʜʷʱʠʡ ʤʘʨʢʝʨ, ʪʦ ʤʦʞʥʦ ʥʘʞʘʪʴ 

ʆʧʨʝʜʝʣʠʪʴ ʥʦʚʳʡ ʤʘʨʢʝʨ, ʠ ʚʳʙʨʘʪʴ ʚ ʢʘʯʝʩʪʚʝ ʟʥʘʢʘ ʤʘʨʢʝʨʘ 

ʩʠʤʚʦʣ ʠʣʠ ʨʠʩʫʥʦʢ (ʨʠʩ. 89). 

 

 
 

ʈʠʩ. 89 

 

ʏʪʦʙʳ ʜʦʙʘʚʠʪʴ ʥʦʤʝʨʘ ʢ ʩʫʱʝʩʪʚʫʶʱʠʤ ʩʪʨʦʢʘʤ ʩʧʠʩʢʘ ʧʦ 

ʘʥʘʣʦʛʠʠ ʚʳʜʝʣʠʪʝ ʵʣʝʤʝʥʪʳ, ʢʦʪʦʨʳʝ ʥʫʞʥʦ ʧʨʦʥʫʤʝʨʦʚʘʪʴ ʠ ʜʘʣʝʝ 

ɻʣʘʚʥʘʷ ï ɸʙʟʘʮ ï ʩʪʨʝʣʢʘ ʚʥʠʟ ʨʷʜʦʤ ʩ ʢʥʦʧʢʦʡ ʅʫʤʝʨʘʮʠʷ. ʀʟ 

ʙʠʙʣʠʦʪʝʢʠ ʥʫʤʝʨʘʮʠʠ ʚʳʙʝʨʠʪʝ ʬʦʨʤʘʪ ʥʦʤʝʨʘ. ʇʨʠ ʥʝʦʙʭʦʜʠʤʦʩʪʠ 

ʤʦʞʥʦ ʆʧʨʝʜʝʣʠʪʴ ʥʦʚʳʡ ʬʦʨʤʘʪ ʥʦʤʝʨʘ ʠ ɿʘʜʘʪʴ ʥʘʯʘʣʴʥʦʝ 

ʟʥʘʯʝʥʠʝ (ʨʠʩ. 90). 

ʉʦʟʜʘʥʠʝ ʤʥʦʛʦʫʨʦʚʥʝʚʦʛʦ ʩʧʠʩʢʘ (ʨʠʩ. 91). 

ɼʣʷ ʩʦʟʜʘʥʠʷ ʤʥʦʛʦʫʨʦʚʥʝʚʦʛʦ ʩʧʠʩʢʘ ʚʳʜʝʣʠʪʝ ʥʝʦʙʭʦʜʠʤʳʝ 

ʵʣʝʤʝʥʪʳ. ɼʘʣʝʝ ɻʣʘʚʥʘʷ ï ɸʙʟʘʮ ï ʩʪʨʝʣʢʘ ʚʥʠʟ ʨʷʜʦʤ ʩ ʢʥʦʧʢʦʡ 

ʄʥʦʛʦʫʨʦʚʥʝʚʳʡ ʩʧʠʩʦʢ. ʀʟ ʙʠʙʣʠʦʪʝʢʠ ʩʧʠʩʢʦʚ ʚʳʙʝʨʠʪʝ 

ʧʦʜʭʦʜʷʱʠʡ (ʨʠʩ. 92). 
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ʈʠʩ. 90 

 

 
 

ʈʠʩ. 91 

 

ɼʘʣʝʝ ʧʦʣʫʯʝʥʥʳʡ ʩʧʠʩʦʢ ʧʨʝʦʙʨʘʟʫʡʪʝ ʚ ʤʥʦʛʦʫʨʦʚʥʝʚʳʡ 

ʩʧʠʩʦʢ ʧʫʪʝʤ ʠʟʤʝʥʝʥʠʷ ʫʨʦʚʥʷ ʠʝʨʘʨʭʠʠ. ɼʣʷ ʵʪʦʛʦ ʚʳʜʝʣʠʪʝ, 

ʫʜʝʨʞʠʚʘʷ ʢʣʘʚʠʰʫ CTRL, ʵʣʝʤʝʥʪʳ ʩʧʠʩʢʘ, ʫʨʦʚʝʥʴ ʢʦʪʦʨʳʭ 

ʥʝʦʙʭʦʜʠʤʦ ʠʟʤʝʥʠʪʴ (ʨʠʩ. 93).  
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ʈʠʩ. 92 

 

 
 

ʈʠʩ. 93 

 

ɼʘʣʝʝ ɻʣʘʚʥʘʷ ï ɸʙʟʘʮ ï ʩʪʨʝʣʢʘ ʚʥʠʟ ʨʷʜʦʤ ʩ ʢʥʦʧʢʦʡ 

ʄʥʦʛʦʫʨʦʚʥʝʚʳʡ ʩʧʠʩʦʢ ï ʀʟʤʝʥʠʪʴ ʫʨʦʚʝʥʴ ʩʧʠʩʢʘ, ʣʠʙʦ ɻʣʘʚʥʘʷ ï 

ɸʙʟʘʮ ï ʋʚʝʣʠʯʠʪʴ ʦʪʩʪʫʧ (ʨʠʩ. 94), ʣʠʙʦ ʥʘʞʘʪʴ ʢʣʘʚʠʰʫ Tab ʥʘ 

ʢʣʘʚʠʘʪʫʨʝ. 
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ʈʠʩ. 94 

 

ɼʘʣʝʝ ʚʳʜʝʣʠʪʝ ʥʝʦʙʭʦʜʠʤʳʝ ʵʣʝʤʝʥʪʳ ʠ ʠʟʤʝʥʠʪʝ ʫʨʦʚʝʥʴ 

ʩʧʠʩʢʘ (ʨʠʩ. 95). 

 

 
 

ʈʠʩ. 95 
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ʇʦʚʪʦʨʠʪʝ ʘʥʘʣʦʛʠʯʥʳʝ ʜʝʡʩʪʚʠʷ ʜʣʷ ʦʩʪʘʚʰʠʭʩʷ ʵʣʝʤʝʥʪʦʚ 

(ʨʠʩ. 96). 

 

 
 

ʈʠʩ.96 

 

ɼʣʷ ʧʦʣʫʯʝʥʥʦʛʦ ʩʧʠʩʢʘ (ʨʠʩ. 97) ʆʧʨʝʜʝʣʠʪʝ ʥʦʚʳʡ ʩʪʠʣʴ. ɼʣʷ 

ʵʪʦʛʦ ʚʳʜʝʣʠʪʝ ʩʧʠʩʦʢ, ʜʘʣʝʝ ɻʣʘʚʥʘʷ ï ɸʙʟʘʮ ï ʩʪʨʝʣʢʘ ʚʥʠʟ ʨʷʜʦʤ ʩ 

ʢʥʦʧʢʦʡ ʄʥʦʛʦʫʨʦʚʥʝʚʳʡ ʩʧʠʩʦʢ ï ʆʧʨʝʜʝʣʠʪʴ ʥʦʚʳʡ ʩʪʠʣʴ ʩʧʠʩʢʘ 

(ʨʠʩ. 98). 
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ɼʣʷ ʢʘʞʜʦʛʦ ʫʨʦʚʥʷ ʩʧʠʩʢʘ ʟʘʜʘʡʪʝ ʩʚʦʠ ʧʘʨʘʤʝʪʨʳ (ʨʠʩ. 99): 

¶ ʋʨʦʚʝʥʴ 1 ï h ʨʠʬʪ Times New Roman, ʨʘʟʤʝʨ 16, ʮʚʝʪ ʢʨʘʩʥʳʡ, 

ʥʫʤʝʨʘʮʠʷ ʈʠʤʩʢʠʝ ʮʠʬʨʳ. 

¶ ʋʨʦʚʝʥɹ  2 - h ʨʠʬʪ Times New Roman, ʨʘʟʤʝʨ 14, ʮʚʝʪ ʟʝʣʝʥʳʡ, 

ʥʫʤʝʨʘʮʠʷ ɸʨʘʙʩʢʠʝ ʮʠʬʨʳ. 

¶ ʋʨʦʚʝʥɹ  3 - h ʨʠʬʪ Times New Roman, ʨʘʟʤʝʨ 12, ʮʚʝʪ ʩʠʥʠʡ, 

ʥʫʤʝʨʘʮʠʷ ʃʘʪʠʥʩʢʠʝ ʙʫʢʚʳ. 

¶ ʋʨʦʚʝʥɹ  4 - h ʨʠʬʪ Times New Roman, ʨʘʟʤʝʨ 10, ʮʚʝʪ ʣʠʣʦʚʳʡ, 

ʤʘʨʢʝʨ ʪʦʯʢʘ. 
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ʉʦʟʜʘʥʠʝ ʢʦʣʦʥʦʢ 

ʈʘʟʙʠʪʴ ʩʪʨʘʥʠʮʫ ʥʘ ʢʦʣʦʥʢʠ (ʨʠʩ. 100) ʤʦʞʥʦ ʢʘʢ ʧʝʨʝʜ ʥʘʙʦʨʦʤ 

ʪʝʢʩʪʘ, ʪʘʢ ʫʞʝ ʩ ʥʘʙʨʘʥʥʳʤ ʪʝʢʩʪʦʤ. ɼʣʷ ʵʪʦʛʦ ʦʪʢʨʦʡʪʝ ʚʢʣʘʜʢʫ 

ʈʘʟʤʝʪʢʘ ʩʪʨʘʥʠʮʳ ï ʂʦʣʦʥʢʠ ï ɼʨʫʛʠʝ ʢʦʣʦʥʢʠ ʟʘʜʘʪʴ ʏʠʩʣʦ 

ʢʦʣʦʥʦʢ ʠ ʫʩʪʘʥʦʚʠʪʝ ʬʣʘʞʦʢ ʈʘʟʜʝʣʠʪʝʣʴ. ʊʘʢʞʝ ʤʦʞʥʦ ʥʘʩʪʨʦʠʪʴ 

ʰʠʨʠʥʫ ʢʦʣʦʥʦʢ ʠ ʨʘʩʩʪʦʷʥʠʝ ʤʝʞʜʫ ʥʠʤʠ (ʨʠʩ. 101). 
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