
ȿɛɜɌɎɗɱəəɫ ɚɝɎɱɞɔ ɱ əɌɟɖɔ ȳɌɖɌɜɛɌɞɝɨɖɚɲ ȺȰȬ 

 

ȻȱȼȱɃȴȹȽɈȶȴȵ ȻȼȺɀȱȽȣȵȹȴȵ ȷȣɂȱȵ 

ȸȬɂȺ ȡ.Ɋ. 

ȽȺɁȬȹȴɃ Ȭ.Ɋ. 

ȾȱɁȹȺȷȺȯȣȤ ȶȺȸȻ'ɊȾȱȼȹȺȤ 

ȺȭȼȺȭȶȴ ȣȹɀȺȼȸȬɂȣȤ 

ȷȬȭȺȼȬȾȺȼȹȺ-ȻȼȬȶȾȴɃȹȣ  

ȼȺȭȺȾȴ 
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ʇʇɽɽʈʈɽɽɼɼʆʆɺɺɸɸ  

 

 

ɹʫʨʭʣʠʚʠʡ ʨʦʟʚʠʪʦʢ ʽʥʬʦʨʤʘʮʽʡʥʠʭ ʪʝʭʥʦʣʦʛʽʡ ʚʠʤʘʛʘʻ ʚʽʜ 

ʧʝʜʘʛʦʛʽʚ ʥʘʜʘʪʠ ʢʦʞʥʽʡ ʤʦʣʦʜʽʡ ʣʶʜʠʥʽ ʨʽʚʥʽ ʤʦʞʣʠʚʦʩʪ ̔ ʜʣʷ 

ʚʩʝʙʽʯʥʦʛʦ ʨʦʟʚʠʪʢʫ, ʧʽʜʚʠʱʝʥʥʷ ʟʘʛʘʣʴʥʦ ï ʢʫʣʴʪʫʨʥʦʛʦ ʽ 

ʧʨʦʬʝʩʽʡʥʦʛʦ ʨʽʚʥʷ, ʩʘʤʦʦʩʚʽʪʠ ʽ ʩʘʤʦʚʠʭʦʚʘʥʥʷ. 

ʊʘʢʘ ʧʦʪʨʝʙʘ ʩʦʮʽʘʣʴʥʦʛʦ ʟʘʤʦʚʣʝʥʥʷ ʩʧʦʥʫʢʘʣʘ ʧʝʜʘʛʦʛʽʚ  ʜʦ 

ʧʦʰʫʢʽʚ ʨʽʟʥʦʤʘʥʽʪʥʠʭ ʪʝʭʥʦʣʦʛʽʡ ʥʘʚʯʘʥʥʷ, ʷʢʽ ʟʦʩʝʨʝʜʞʫʶʪʴ ʩʚʦʶ 

ʫʚʘʛʫ ʥʘ ʦʩʦʙʠʩʪʦʩʪʽ ʫʯʥʷ, ʩʪʚʦʨʶʶʪʴ ʫʤʦʚʠ ʜʣʷ ʡʦʛʦ ʨʦʟʚʠʪʢʫ, 

ʩʘʤʦʚʠʨʘʞʝʥʥʷ. 

 ɺ ʩʫʯʘʩʥʦʤʫ ʩʫʩʧʽʣʴʩʪʚʽ ʢʦʤʧôʶʪʝʨʠ ʚʠʢʦʨʠʩʪʦʚʫʶʪʴʩʷ ʚ 

ʫʩʽʭ ʩʬʝʨʘʭ ʞʠʪʪʷ ʽ ʚʯʠʪʠʩʴ ʧʨʘʮʶʚʘʪʠ ʥʘ ʥʠʭ ʥʝʦʙʭʽʜʥʦ ʷʢʦʤʦʛʘ 

ʨʘʥʽʰʝ, ʧʦʩʪʽʡʥʦ ʚʜʦʩʢʦʥʘʣʶʶʯʠ ʩʚʽʡ ʨʽʚʝʥʴ ʟʥʘʥʴ. 

ʃʘʙʦʨʘʪʦʨʥʦ-ʧʨʘʢʪʠʯʥʽ ʨʦʙʦʪʠ ʟ ʧʨʝʜʤʝʪʫ "ʊʝʭʥʦʣʦʛʽʾ 

ʢʦʤʧôʶʪʝʨʥʦʾ ʦʙʨʦʙʢʠ ʽʥʬʦʨʤʘʮʽʾ" ʨʦʟʨʦʙʣʝʥʽ ʟʛʽʜʥʦ ɼʝʨʞʘʚʥʠʭ 

ʩʪʘʥʜʘʨʪʽʚ ʧʨʦʬʝʩʽʡʥʦ-ʪʝʭʥʽʯʥʦʾ ʦʩʚʽʪʠ ʜʣʷ ʧʽʜʛʦʪʦʚʢʠ 

ʢʚʘʣʽʬʽʢʦʚʘʥʠʭ ʨʦʙʽʪʥʠʢʽʚ ʟ ʧʨʦʬʝʩʽʾ "ʆʧʝʨʘʪʦʨ ʢʦʤʧôʶʪʝʨʥʦʛʦ 

ʥʘʙʦʨʫ" ɯɯ ʢʘʪʝʛʦʨʽʾ. 

ɺʠʢʦʥʫʶʯʠ ʟʘʧʨʦʧʦʥʦʚʘʥʽ ʣʘʙʦʨʘʪʦʨʥʦ-ʧʨʘʢʪʠʯʥʽ  ʨʦʙʦʪʠ 

ʫʯʥʽ ʟʘʢʨʽʧʣʷʪʴ ʦʪʨʠʤʘʥʽ ʪʝʦʨʝʪʠʯʥʽ ʟʥʘʥʥʷ ʪʘ ʚʜʦʩʢʦʥʘʣʷʪʴ  

ʧʨʘʢʪʠʯʥʽ ʥʘʚʠʢʠ ʨʦʙʦʪʠ ʥʘ ʢʦʤʧôʶʪʝʨʽ ʟ ʨʦʟʜʽʣʽʚ: 

ʦʙʨʦʙʢʠ ʪʝʢʩʪʦʚʦʾ ʽʥʬʦʨʤʘʮʽʾ (ʚʚʝʜʝʥʥʷ, ʨʝʜʘʛʫʚʘʥʥʷ, 

ʬʦʨʤʘʪʫʚʘʥʥʷ ʪʝʢʩʪʦʚʦʾ ʽʥʬʦʨʤʘʮʽʾ; ʟʘʩʦʙʠ ʦʬʦʨʤʣʝʥʥʷ ʜʦʢʫʤʝʥʪʽʚ;  

ʧʝʨʝʚʽʨʢʘ ʦʨʬʦʛʨʘʬʽʾ ʪʘ ʛʨʘʤʘʪʠʢʠ; ʧʦʙʫʜʦʚʘ ʪʘ ʬʦʨʤʘʪʫʚʘʥʥʷ 

ʪʘʙʣʠʮʴ); 

ʦʙʨʦʙʢʠ ʪʘʙʣʠʯʥʦʾ ʽʥʬʦʨʤʘʮʽʾ (ʚʚʝʜʝʥʥʷ ʪʘ ʨʝʜʘʛʫʚʘʥʥʷ 

ʜʘʥʠʭ ʟʘ ʜʦʧʦʤʦʛʦʶ ʝʣʝʢʪʨʦʥʥʠʭ ʪʘʙʣʠʮʴ; ʚʠʢʦʨʠʩʪʘʥʥʷ ʪʘ 

ʩʪʚʦʨʝʥʥʷ ʬʦʨʤʫʣ ʧʨʠ ʦʙʯʠʩʣʝʥʥʷʭ; ʨʝʜʘʛʫʚʘʥʥʷ ʪʘ ʬʦʨʤʘʪʫʚʘʥʥʷ 

ʝʣʝʤʝʥʪʽʚ ʜʽʘʛʨʘʤ ʪʘ ʩʪʚʦʨʝʥʥʷ ʤʘʢʨʦʩʽʚ); 

ʨʦʙʦʪʠ ʚ ʙʘʟʘʭ ʜʘʥʠʭ (ʦʩʥʦʚʠ ʧʦʙʫʜʦʚʠ ʩʠʩʪʝʤ ʫʧʨʘʚʣʽʥʥʷ 

ʙʘʟʘʤʠ ʜʘʥʠʭ; ʩʪʚʦʨʝʥʥʷ ʬʦʨʤ, ʟʘʧʠʪʽʚ, ʟʚʽʪʽʚ); 

ʦʙʨʦʙʢʠ ʛʨʘʬʽʯʥʦʾ ʽʥʬʦʨʤʘʮʽʾ (ʩʪʚʦʨʝʥʥʷ ʝʣʝʢʪʨʦʥʥʠʭ 

ʧʨʝʟʝʥʪʘʮʽʡ; ʨʝʜʘʛʫʚʘʥʥʷ ʪʘ ʢʦʨʝʢʪʫʚʘʥʥʷ ʬʦʪʦʟʦʙʨʘʞʝʥʴ; ʨʦʙʦʪʘ ʟ 

ʚʝʢʪʦʨʥʦʶ ʛʨʘʬʽʢʦʶ). 

 

 

 

ʎʝʡ ʟʙʽʨʥʠʢ ʤʦʞʝ ʙʫʪʠ ʚʠʢʦʨʠʩʪʘʥʠʡ ʚʠʢʣʘʜʘʯʘʤʠ  ʪʘ 

ʫʯʥʷʤʠ, ʷʢʽ ʥʘʚʯʘʶʪʴ ʪʘ ʥʘʚʯʘʶʪʴʩʷ ʧʨʦʬʝʩʽʾ "ʆʧʝʨʘʪʦʨ 

ʢʦʤʧôʶʪʝʨʥʦʛʦ ʥʘʙʦʨʫ". 

 

 

 

 

 

 

 

 

 

 

  

  

  

ʅʅʘʘʚʚʯʯʘʘʪʪʠʠ  ʽ̔ʥʥhh ʠʠʭʭ  

ʯʯʦʦʤʤʫʫ--ʥʥʝʝʙʙʫʫʜʜɹɹ  ïï  

ʦʦʟʟʥʥʘʘʯʯʘʘ̒̒  ʧʧʦʦʢʢʘʘʟʟʘʘʪʪʠʠ  

ʾʾʤʤ,,  ʱɦʦʦ  ʚʚʦʦʥʥʠʠ  

ʧʧʦʦʚʚʠʠʥʥʥʥ̔̔  ʨʨʦʦʙʙʠʠʪʪʠʠ,,  

ʱɦʦʦʙʙ  ʥʥʘʘʚʚʯʯʠʠʪʪʠʠʩʩ̫̫  

ʪʪʦʦʤʤʫʫ,,  ʯʯʦʦʤʤʫʫ  ʾʾʭʭ  

ʥʥʘʘʚʚʯʯʘʘʁʁ ʪʪɹɹ ..  

  

ɾɾ..ɾɾʘʘʢʢʦʦʪʪʦʦ  
 

 

 

 

 

 

 

 

ɺɺʯʯʠʠʪʪʠʠʩʩ̫̫  ʪʪʨʨʝʝʙʙʘʘ  

ʚʚʝʝʩʩʝʝʣʣʦʦ..  

ʄʄʠʠʩʩʪʪʝʝʮʮʪʪʚʚʦʦ  

ʥʥʘʘʚʚʯʯʘʘʥʥʥʥ̫̫  ïï  ʮʮʝʝ  

ʤʤʠʠʩʩʪʪʝʝʮʮʪʪʚʚʦʦ  

ʟʟʙʙʫʫʜʜʞʞʫʫʚʚʘʘʪʪʠʠ  ʚʚ  

ʶʁʥʥʠʠʭʭ  ʜʜʫʫhh ʘʘʭʭ  

ʜʜʦʦʧʧʠʠʪʪʣʣʠʠʚʚ̔̔ʩʩʪʪɹɹ ,,  ʘʘ  

ʧʧʦʦʪʪ̔̔ʤʤ  

ʟʟʘʘʜʜʦʦʚʚʦʦʣʣɹɹʥʥ̫̫ʪʪʠʠ  ʾʾʾʾ..  

  

ɸɸ..  ʌʌʨʨʘʘʥʥʩʩ  
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ʆʆʙʙʨʨʦʦʙʙʢʢʘʘ  ʪʪʝʝʢʢʩʩʪʪʦʦʚʚʦʦʾʾ  ʽ̔ʥʥʬʬʦʦʨʨʤʤʘʘʮʮ̔̔ʾʾ  

  
ʇʨʦʛʨʘʤʥʽ ʟʘʩʦʙʠ, ʷʢʽ ʟʘʙʝʟʧʝʯʫʶʪʴ ʩʪʚʦʨʝʥʥʷ, ʨʝʜʘʛʫʚʘʥʥʷ ʪʘ 

ʬʦʨʤʘʪʫʚʘʥʥʷ ʧʨʦʩʪʠʭ i ʢʦʤʧʣʝʢʩʥʠʭ ʪʝʢʩʪʦʚʠʭ ʜʦʢʫʤʝʥʪʽʚ ʥʘʟʠʚʘʶʪʴʩʷ 

ʪʝʢʩʪʦʚʠʤʠ ʧʨʦʮʝʩʦʨʘʤʠ. ʄiʩrosoft Word ð ʮʝ ʧʦʪʫʞʥʠʡ ʪʝʢʩʪʦʚʠʡ 

ʧʨʦʮʝʩʦʨ, ʱʦ ʧʨʠʟʥʘʯʝʥʠʡ ʜʣʷ iʥʜʠʚiʜʫʘʣʴʥʠʭ ʢʦʨʠʩʪʫʚʘʯʽʚ i ʢʦʤʧʘʥʽʡ, ʚʽʥ 

ʜʦʟʚʦʣʷʻ ʧʽʜʛʦʪʫʚʘʪʠ ʧʨʦʬʝʩʽʦʥʘʣʴʥʦ ʦʬʦʨʤʣʝʥʽ ʜʨʫʢʘʨʩʴʢʽ ʡ ʝʣʝʢʪʨʦʥʥʽ 

ʪʝʢʩʪʦʚʽ ʜʦʢʫʤʝʥʪʠ: ʟʚʽʪʠ, ʣʠʩʪʠ, ʙʽʟʥʝʩ-ʧʣʘʥʠ ʪʦʱʦ i ʦʧʫʙʣʽʢʫʚʘʪʠ ʾʭ ʚ 

ɯʥʪʝʨʥʝʪʽ.  

Word ʜʦʟʚʦʣʷʻ ʚʢʣʶʯʠʪʠ ʚ ʜʦʢʫʤʝʥʪ ʛʨʘʬiʯʥi ʟʦʙʨʘʞʝʥʥʷ, ʪʘʙʣʠʮʽ, 

ʟʚʫʢʦʚʠʡ ʩʫʧʨʦʚʽʜ, ʬʨʘʛʤʝʥʪʠ ʚiʜʝʦʬiʣʴʤiʚ. ʊʝʢʩʪʦʚʠʡ ʧʨʦʮʝʩʦʨ ʧʨʠʩʢʦʨʶʻ 

ʩʪʚʦʨʝʥʥʷ ʜʦʢʫʤʝʥʪʘ ʟʘ ʨʘʭʫʥʦʢ ʩʢʦʨʦʯʝʥʥʷ ʢiʣʴʢʦʩʪi ʜʽʡ, ʚʠʢʦʥʫʚʘʥʠʭ 

ʢʦʨʠʩʪʫʚʘʯʝʤ. ʘʚʪʦʤʘʪʠʟʫʻ ʥʘʙʽʨ ʪʝʢʩʪʫ, ʦʬʦʨʤʣʝʥʥʷ ʟʤʽʩʪʫ, ʧʝʨʝʚʽʨʢʫ 

ʧʨʘʚʦʧʠʩʫ ʪʘ iʥ. ʄʦʞʣʠʚʽʩʪʴ ʚʠʢʦʨʠʩʪʘʥʥʷ ʯʠʩʣʝʥʥʠʭ ʬʫʥʢʮʽʡ, ʪʦʯʥʦʛʦ 

ʬʦʨʤʘʪʫʚʘʥʥʷ ʥʘʙʣʠʞʘʶʪʴ Word ʜʦ ʥʘʩʪʽʣʴʥʠʭ ʚʠʜʘʚʥʠʯʠʭ ʩʠʩʪʝʤ. Word 

ʤʦʞʥʘ ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠ ʜʣʷ ʩʪʚʦʨʝʥʥʷ i ʨʝʜʘʛʫʚʘʥʥʷ ʜʦʢʫʤʝʥʪʽʚ ʝʣʝʢʪʨʦʥʥʦ ʾ

ʧʦʰʪʠ, ʧʨʠ ʢʦʣʝʢʪʠʚʥʽʡ ʨʦʙʦʪʽ ʥʘʜ ʜʦʢʫʤʝʥʪʘʤʠ.  

ʊʝʢʩʪʦʚʠʡ ʧʨʦʮʝʩʦʨ ʄiʩrosoft Word, ʜʢ̫ʫʶʯʠ ʥʘʣʝʞʥʽʡ ʘʜʘʧʪʘʮʽʾ ʜʦ 

ʧʦʪʨʝʙ ʢʦʨʠʩʪʫʚʘʯʽʚ, ʻ ʥʘʡʙʽʣʴʰ ʨʦʟʧʦʚʩʶʜʞʝʥʠʤ ʪʝʢʩʪʦʚʠʤ ʧʨʦʮʝʩʦʨʦʤ ʚ 

ʋʢʨʘʾʥʽ.  
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ʇʇʝʝʨʨʝʝʣʣ̔̔ʢʢ  ʣʣʘʘʙʙʦʦʨʨʘʘʪʪʦʦʨʨʥʥʦʦ--ʧʧʨʨʘʘʢʢʪʪʠʠʯʯʥʥʠʠʭʭ  ʨʨʦʦʙʙ̔̔ʪʪ  ʜʜʦʦ  ʪʪʝʝʤʤʠʠ::  

ççʆʆʙʙʨʨʦʦʙʙʢʢʘʘ  ʪʪʝʝʢʢʩʩʪʪʦʦʚʚʦʦʾʾ  ʽ̔ʥʥʬʬʦʦʨʨʤʤʘʘʮʮ̔̔ʾʾèè  

  
  

  

1. ʆʟʥʘʡʦʤʣʝʥʥʷ ʟ ʚʽʢʥʦʤ ʪʝʢʩʪʦʚʦʛʦ ʨʝʜʘʢʪʦʨʘ    (1 ʛʦʜ.) 

2. ʅʘʩʪʨʦʡʢʘ ʽʥʪʝʨʬʝʡʩʫ ʧʨʦʛʨʘʤʠ                        (2 ʛʦʜ.) 

3. ɺʚʝʜʝʥʥʷ ʪʘ ʨʝʜʘʛʫʚʘʥʥʷ ʪʝʢʩʪʫ                          (3 ʛʦʜ.)  

4. ʌʦʨʤʘʪʫʚʘʥʥʷ ʜʦʢʫʤʝʥʪʫ                                     (4 ʛʦʜ.) 

5. ɿʘʩʦʙʠ ʦʬʦʨʤʣʝʥʥʷ ʜʦʢʫʤʝʥʪʽʚ                           (4 ʛʦʜ.) 

6. ʈʦʙʦʪʘ ʟ ʢʦʣʦʥʢʘʤʠ                                               (2 ʛʦʜ.) 

7. ʇʦʙʫʜʦʚʘ ʪʘ ʟʘʧʦʚʥʝʥʥʷ ʪʘʙʣʠʮʴ                        (2 ʛʦʜ.) 

8. ʈʝʜʘʛʫʚʘʥʥʷ ʪʘ ʬʦʨʤʘʪʫʚʘʥʥʷ ʪʘʙʣʠʮʴ           (2 ʛʦʜ.) 

9. ʇʦʣʷ ʟʣʠʪʪʷ                                                         (2 ʛʦʜ.) 

10.  ʈʦʙʦʪʘ ʟ ʛʨʘʬʽʯʥʠʤʠ ʦʙôʻʢʪʘʤʠ                       (2 ʛʦʜ.) 

11.  ʇʦʧʝʨʝʜʥʽʡ ʧʝʨʝʛʣʷʜ ʽ ʜʨʫʢ ʜʦʢʫʤʝʥʪʽʚ            (2 ʛʦʜ.) 
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ʃʘʙʦʨʘʪʦʨʥʦ-ʧʨʘʢʪʠʯʥʘ ʨʦʙʦʪʘ 

 

ʊʝʤʘ: ʆʟʥʘʡʦʤʣʝʥʥʷ ʟ ʚʽʢʥʦʤ ʪʝʢʩʪʦʚʦʛʦ ʨʝʜʘʢʪʦʨʘ (1 ʛʦʜ.) 
ʄʝʪʘ: ʦʟʥʘʡʦʤʠʪʠʩʷ ʟ ʚʽʢʥʦʤ ʧʨʠʢʣʘʜʥʦʾ ʧʨʦʛʨʘʤʠ MS Word. ʈʦʟʛʣʷʥʫʪʠ 

ʦʩʥʦʚʥʽ  ʤʦʞʣʠʚʦʩʪʽ ʨʝʜʘʢʪʦʨʘ 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ, ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ. 

 

ʍʽʜ ʨʦʙʦʪʠ 

 

1. ɺʽʜʢʨʠʪʠ ʪʝʢʩʪʦʚʠʡ ʨʝʜʘʢʪʦʨ (ʟʘ ʜʦʧʦʤʦʛʦʶ ʇʋʉʂ, ʷʨʣʠʢʘ ʥʘ 

ʨʦʙʦʯʦʤʫ ʩʪʦʣʽ, ʯʝʨʝʟ ʢʦʥʪʝʢʩʪʥʝ ʤʝʥʶ).  

2. ʈʦʟʛʣʷʥʫʪʠ ʢʥʦʧʢʫ ʩʠʩʪʝʤʥʦʛʦ ʤʝʥʶ ʥʘ ʨʷʜʢʫ ʟʘʛʦʣʦʚʢʫ.  

3. ʈʦʟʛʣʷʥʫʪʠ ʨʷʜʦʢ ʚ ʷʢʦʤʫ ʻ ʥʘʟʚʘ ʧʨʦʛʨʘʤʠ ʽ ʥʘʟʚʘ ʜʦʢʫʤʝʥʪʫ ʪʘ 
ʢʥʦʧʢʠ ʢʝʨʫʚʘʥʥʷ ʚʽʢʥʦʤ (ʟʘʧʠʩʘʪʠ ʚ ʟʦʰʠʪ ʜʝ ʚʽʥ ʟʥʘʭʦʜʠʪʴʩʷ).  

4. ʈʦʟʛʣʷʥʫʪʠ ʨʷʜʦʢ ʛʦʣʦʚʥʦʛʦ ʤʝʥʶ (ʦʧʝʨʘʮʽʡʥʦʛʦ ʤʝʥʶ). ʇʫʥʢʪʠ 
ʟʘʧʠʩʘʪʠ ʚ ʟʦʰʠʪ  

5. ʈʦʟʛʣʷʥʫʪʠ ʧʘʥʝʣʽ ʽʥʩʪʨʫʤʝʥʪʽʚ ʉʪʘʥʜʘʨʪʥʘ ʪʘ ʌʦʨʤʘʪʫʚʘʥʥʷ. 

ɿʘʧʠʩʘʪʠ ʚ ʟʦʰʠʪ ʾʭ ʧʨʠʟʥʘʯʝʥʥʷ.  

6. ɿʘ ʜʦʧʦʤʦʛʦʶ ʧʫʥʢʪʫ  ɺʠʛʣʷʜ/ʇʘʥʝʣʴ ʽʥʩʪʨʫʤʝʥʪʽʚ ʜʦʙʘʚʠʪʠ ʧʘʥʝʣʽ 

ʽʥʩʪʨʫʤʝʥʪʽʚ ʊʘʙʣʠʮʽ ʽ ʛʨʘʥʠʮʽ, ʈʠʩʦʚʘʥʠʝ (ʈʠʩʫʚʘʥʥʷ).  

7. ɺʠʢʦʥʘʪʠ ʟʘʚʜʘʥʥʷ ʥʘ ʨʦʟʜʘʪʢʦʚʠʭ ʢʘʨʪʦʯʢʘʭ  

 

 
 

 

 

 

 
                                       ʂʥʦʧʢʘ ʩʠʩʪʝʤʥʦʛʦ ʤʝʥʶ        ʈʷʜʦʢ ʟʘʛʦʣʦʚʢʫ          ʈʷʜʦʢ ʛʦʣʦʚʥʦʛʦ ʤʝʥʶ 

               

                                                                           ɯ         ʇʘʥʝʣʴ ʽʥʩʪʨʫʤʝʥʪʽʚ ʉʪʘʥʜʘʨʪʥʘ  

                                                                                     ʇʘʥʝʣʴ ʽʥʩʪʨʫʤʝʥʪʽʚ ʌʦʨʤʘʪʫʚʘʥʥʷ  

 

ʂʥʦʧʢʠ ʢʝʨʫʚʘʥʥʷ ʚʽʢʥʦʤ ʧʨʦʛʨʘʤʠ 

ʂʥʦʧʢʠ ʢʝʨʫʚʘʥʥʷ ʚʽʢʥʦʤ ʜʦʢʫʤʝʥʪʫ 

ʈʦʙʦʯʘ ʦʙʣʘʩʪʴ 

ɺʝʨʪʠʢʘʣʴʥʘ ʣʽʥʽʡʢʘ          ɻʦʨʠʟʦʥʪʘʣʴʥʘ ʣʽʥʽʡʢʘ 

                                      ɺʝʨʪʠʢʘʣʴʥʘ ʣʽʥʽʡʢʘ ʧʨʦʢʨʫʪʢʠ                ɻʦʨʠʟʦʥʪʘʣʴʥʘ ʣʽʥʽʡʢʘ ʧʨʦʢʨʫʪʢʠ 

                                                                                                                      ʄʝʞʽ ʦʙʣʘʩʪʽ ʪʝʢʩʪʫ 

 

ʂʥʦʧʢʠ ʧʝʨʝʢʣʶʯʝʥʥʷ ʨʝʞʠʤʽʚ ʧʝʨʝʛʣʷʜʫ 

ʈʷʜʦʢ ʩʪʘʥʫ 

ʊʝʢʩʪʦʚʠʡ ʢʫʨʩʦʨ 

ʇʦʚʟʫʥʦʢ 

ʄʘʨʢʝʨ ʚʽʜʩʪʫʧʫ ʧʝʨʰʦʛʦ ʨʷʜʢʘ 

                                      ʄʘʨʢʝʨ ʣʽʚʦʛʦ ʚʽʜʩʪʫʧʫ                                            ʄʘʨʢʝʨ ʧʨʘʚʦʛʦ ʚʽʜʩʪʫʧʫ 

 
 

 

 

 

8. ʆʬʦʨʤʠʪʠ ʚʠʩʥʦʚʢʠ ʽ ʟʘʧʠʩʘʪʠ ʚ ʟʦʰʠʪ. 
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ʃʘʙʦʨʘʪʦʨʥʦ-ʧʨʘʢʪʠʯʥʘ ʨʦʙʦʪʘ 

 

ʊʝʤʘ: ʅʘʩʪʨʦʡʢʘ ʽʥʪʝʨʬʝʡʩʫ ʧʨʦʛʨʘʤʠ (2 ʛʦʜ.) 

ʄʝʪʘ: ʨʦʟʛʣʷʥʫʪʠ ʦʩʥʦʚʥʽ ʤʦʞʣʠʚʦʩʪʽ ʨʝʜʘʢʪʦʨʘ. ʅʘʚʯʠʪʠ ʫʯʥʽʚ 

ʥʘʣʘʰʪʦʚʫʚʘʪʠ ʽʥʪʝʨʬʝʡʩ ʨʝʜʘʢʪʦʨʘ 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ, ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ. 
  

 

ʍʜ̔ ʨʦʙʦʪʠ 

 

1. ɿʘʚʘʥʪʘʞʠʪʠ ʪʝʢʩʪʦʚʠʡ ʨʝʜʘʢʪʦʨ  

2. ɿʘ ʜʦʧʦʤʦʛʦʶ ʧʫʥʢʪʫ ʤʝʥʶ ɺʠʛʣʷʜ/ʇʘʥʝʣʴ ʽʥʩʪʨʫʤʝʥʪʽʚ ʜʦʙʘʚʠʪʠ 

ʧʘʥʝʣʽ ʽʥʩʪʨʫʤʝʥʪʽʚ (ʚʽʜʤʽʪʠʪʠ V ʧʦʪʨʽʙʥʽ ʧʫʥʢʪʠ) ʊʘʙʣʠʮʽ ʽ ʛʨʘʥʠʮʽ, 

WordArt  
3. ɿʘ ʜʦʧʦʤʦʛʦʶ ʧʫʥʢʪʫ ʤʝʥʶ ɺʠʛʣʷʜ / ʇʘʥʝʣʴ ʽʥʩʪʨʫʤʝʥʪʽʚ / 

ʅʘʩʪʨʦʡʢʘ ʟʘʢʣʘʜʢʘ ʂʦʤʘʥʜʠ ʜʦʙʘʚʠʪʠ ʥʘ ʧʘʥʝʣʴ ʽʥʩʪʨʫʤʝʥʪʽʚ 

ɺʩʪʘʚʢʘ /  (ʚʠʦʢʨʝʤʠʪʠ ʩʠʤʚʦʣ ʽ ʧʝʨʝʪʷʛʥʫʪʠ ʥʘ ʧʘʥʝʣʴ 

ʽʥʩʪʨʫʤʝʥʪʽʚ ʫʪʨʠʤʫʶʯʠ ʣʽʚʫ ʢʣʘʚʽʰʫ ʤʠʰʽ)  

4. ʇʫʥʢʪ 3 ʚʠʢʦʥʘʪʠ ʜʝʢʽʣʴʢʘ ʨʘʟʽʚ (5)  

5. ɺʠʜʘʣʠʪʠ ʟ ʧʘʥʝʣʽ ʽʥʩʪʨʫʤʝʥʪʽʚ ʩʠʤʚʦʣ  (4 ʰʪ.) ʜʣʷ ʚʠʢʦʥʘʥʥʷ 

ʮʴʦʛʦ ʟʘʚʜʘʥʥʷ ʥʝʦʙʭʽʜʥʦ ʟʥʦʚʫ ʚʠʙʨʘʪʠ ʧʫʥʢʪ ʤʝʥʶ ɺʠʛʣʷʜ / ʇʘʥʝʣʴ 

ʽʥʩʪʨʫʤʝʥʪʽʚ / ʅʘʩʪʨʦʡʢʘ ʟʘʢʣʘʜʢʘ ʂʦʤʘʥʜʠ ʽ ʚʽʜʤʽʪʠʪʠ 

ʥʝʧʦʪʨʽʙʥʠʡ ʽʥʩʪʨʫʤʝʥʪ ʪʘ ʧʝʨʝʪʷʛʥʫʪʠ ʡʦʛʦ ʫ ʜʽʘʣʦʛʦʚʝ ʚʽʢʥʦ ʘʙʦ 

ʙʫʜʴ-ʷʢʝ ʽʥʰʝ ʤʽʩʮʝ.  

6. ɺʩʪʘʚʠʪʠ ʥʘ ʧʘʥʝʣʴ ʽʥʩʪʨʫʤʝʥʪʽʚ ʩʣʽʜʫʶʯʽ ʝʣʝʤʝʥʪʠ: , , , , 

 ʪʘ ʽʥʰʽ ʟʘ ʙʘʞʘʥʥʷʤ.  

7. ɿʘ ʜʦʧʦʤʦʛʦʶ ʧʫʥʢʪʫ ʤʝʥʶ ɺʠʛʣʷʜ / ʇʘʥʝʣʴ ʽʥʩʪʨʫʤʝʥʪʽʚ / 

ʅʘʩʪʨʦʡʢʘ ʟʘʢʣʘʜʢʘ ʇʘʨʘʤʝʪʨʠ ʚʽʜʤʽʪʠʪʠ  Rɿʘʚʞʜʠ ʧʦʢʘʟʫʚʘʪʠ 

ʧʦʚʥʝ ʤʝʥʶ (ʟʘʧʠʩʘʪʠ ʚ ʟʦʰʠʪ ʚ ʯʦʤʫ ʧʦʣʷʛʘʻ ʨʽʟʥʠʮʷ  Rɿʘʚʞʜʠ 

ʧʦʢʘʟʫʚʘʪʠ ʧʦʚʥʝ ʤʝʥʶ, 0ɿʘʚʞʜʠ ʧʦʢʘʟʫʚʘʪʠ ʧʦʚʥʝ ʤʝʥʶ).  
8. ɿʘ ʜʦʧʦʤʦʛʦʶ ʧʫʥʢʪʫ ʤʝʥʶ ɺʠʛʣʷʜ / ʇʘʥʝʣʴ ʽʥʩʪʨʫʤʝʥʪʽʚ / 

ʅʘʩʪʨʦʡʢʘ ʟʘʢʣʘʜʢʘ ʇʘʨʘʤʝʪʨʠ ʚʽʜʤʽʪʠʪʠ  Rɺʢʣʶʯʠʪʠ ʚ ʧʽʜʢʘʟʢʠ 

ʢʦʤʙʽʥʘʮʽʾ ʢʣʘʚʽʰ (ʟʘʧʠʩʘʪʠ ʚ ʟʦʰʠʪ ʚ ʯʦʤʫ ʧʦʣʷʛʘʻ ʨʽʟʥʠʮʷ  

Rɺʢʣʶʯʠʪʠ ʚ ʧʽʜʢʘʟʢʠ ʢʦʤʙʽʥʘʮʽʾ ʢʣʘʚʽʰ,     0ɺʢʣʶʯʠʪʠ ʚ 

ʧʽʜʢʘʟʢʠ ʢʦʤʙʽʥʘʮʽʾ ʢʣʘʚʽʰ).  
     9. ʆʬʦʨʤʠʪʠ ʚʠʩʥʦʚʢʠ ʜʦ ʨʦʙʦʪʠ. 
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ʃʘʙʘʨʘʪʦʨʥʦ-ʧʨʘʢʪʠʯʥʘ ʨʦʙʦʪʘ 

 

ʊʝʤʘ: ɺʚʝʜʝʥʥʷ ʪʘ ʨʝʜʘʛʫʚʘʥʥʷ ʪʝʢʩʪʫ (1 ʛʦʜ.) 

ʄʝʪʘ: ʥʘʙʫʚʘʪʠ ʥʘʚʠʢʽʚ ʨʦʙʦʪʠ ʟ ʪʝʢʩʪʦʚʦʶ ʽʥʬʦʨʤʘʮʽʶ 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ, ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ. 

 

ʍʽʜ ʨʦʙʦʪʠ 

 

1. ɺʽʜʢʨʠʪʠ ʪʝʢʩʪʦʚʠʡ ʨʝʜʘʢʪʦʨ 

2. ʅʘʜʘʪʠ ʬʘʡʣʫ ʥʘʟʚʫ ɺʚʝʜʝʥʥʷ ʪʘ ʨʝʜʘʛʫʚʘʥʥʷ ʪʝʢʩʪʫ   ʪʘ ʟʙʝʨʝʛʪʠ ʡʦʛʦ 

ʌʘʡʣ / ʉʦʭʨʘʥʠʪʴ ʢʘʢé 

3. ɺʚʝʩʪʠ ʥʘʩʪʫʧʥʠʡ ʪʝʢʩʪ 
 

ʑʝ ʥʝ ʪʘʢ ʜʘʚʥʦ, ʧʽʜ ʯʘʩ ʧʽʜʛʦʪʦʚʢʠ ʣʠʩʪʘ, ʨʝʬʝʨʘʪʫ ʯʠ ʪʚʦʨʫ, ʧʽʩʣʷ ʨʝʜʘʛʫʚʘʥʥʷ ʪʝʢʩʪʫ 

ʜʦʚʦʜʠʣʦʩʷ ʥʝ ʨʘʟ ʧʝʨʝʧʠʩʫʚʘʪʠ ʡʦʛʦ. ʉʴʦʛʦʜʥʽ, ʚʠʢʦʨʠʩʪʦʚʫʶʯʠ ʢʦʤʧ'ʶʪʝʨ ʽ ʪʝʢʩʪʦʚʽ ʨʝʜʘʢʪʦʨʠ 

(ʊʈ), ʤʦʞʥʘ ʦʙʽʡʪʠʩʷ ʙʝʟ ʨʫʯʢʠ, ʛʫʤʢʠ ʪʘ ʚʠʪʨʘʯʘʥʥʷ ʧʘʧʝʨʫ. ɿʚʠʯʥʝ ʫʷʚʣʝʥʥʷ ʧʨʦ ʩʪʽʣ 

ʞʫʨʥʘʣʽʩʪʘ, ʧʠʩʴʤʝʥʥʠʢʘ ʯʠ ʽʥʞʝʥʝʨʘ, ʟʘʚʘʣʝʥʠʡ ʧʘʧʝʨʘʤʠ, ʚʽʜʞʠʚʘʻ. ʊʝʧʝʨ ʥʘ ʾʭʥʴʦʤʫ 

ʧʠʩʴʤʦʚʦʤʫ ʩʪʦʣʽ ʩʪʦʾʪʴ ʢʦʤʧ'ʶʪʝʨ. 

ʊʝʢʩʪʦʚʠʡ ʨʝʜʘʢʪʦʨ(TP) ð ʮʝ ʧʨʦʛʨʘʤʘ, ʧʨʠʟʥʘʯʝʥʘ ʜʣʷ ʩʪʚʦʨʝʥʥʷ ʪʘ ʦʬʦʨʤʣʝʥʥʷ ʪʝʢʩʪʫ. 

ʊʈ ʧʨʠʟʥʘʯʝʥʽ ʜʣʷ ʦʧʨʘʮʶʚʘʥʥʷ ʪʝʢʩʪʽʚ. ɿʘ ʜʦʧʦʤʦʛʦʶ ʢʦʤʧ'ʶʪʝʨʘ ʢʦʨʠʩʪʫʚʘʯ ʩʪʚʦʨʶʻ ʪʝʢʩʪʠ, 

ʨʝʜʘʛʫʻ ʾʭ, ʽʣʶʩʪʨʫʻ, ʟʙʝʨʽʛʘʻ ʽ ʧʝʨʝʩʠʣʘʻ ʥʘ ʚʽʜʩʪʘʥʴ. ʋ ʪʝʢʩʪ ʤʦʞʥʘ ʚʥʝʩʪʠ ʜʦʧʦʚʥʝʥʥʷ, 

ʚʩʪʘʚʠʪʠ ʘʙʦ ʚʠʢʠʥʫʪʠ ʣʽʪʝʨʫ ʯʠ ʘʙʟʘʮ ʽ ʟʘʧʠʩʘʪʠ ʡʦʛʦ ʚ ʧʘʤ'ʷʪʴ.  

ɿ ʯʘʩʦʤ, ʢʦʣʠ ʤʦʞʣʠʚʦʩʪʽ ʪʝʢʩʪʦʚʠʭ ʨʝʜʘʢʪʦʨʽʚ ʨʦʟʰʠʨʶʚʘʣʠʩʷ, ʾʭ ʩʪʘʣʠ ʥʘʟʠʚʘʪʠ ʪʝʢʩʪʦʚʠʤʠ 

ʧʨʦʮʝʩʦʨʘʤʠ. ʈʽʟʥʠʮʷ ʤʽʞ ʨʝʜʘʢʪʦʨʘʤʠ ʪʘ ʧʨʦʮʝʩʦʨʘʤʠ ʫʤʦʚʥʘ, ʧʨʦʮʝʩʦʨʠ ʟʚʠʯʘʡʥʦ ʤʘʶʪʴ 

ʙʽʣʴʰʝ ʟʘʩʦʙʽʚ ʜʣʷ ʩʪʚʦʨʝʥʥʷ ʩʢʣʘʜʥʠʭ ʟʘ ʬʦʨʤʦʶ ʪʝʢʩʪʽʚ. ʋʩʽ ʩʫʯʘʩʥʽ ʩʠʩʪʝʤʠ ʦʙʨʦʙʣʝʥʥʷ 

ʪʝʢʩʪʽʚ ʥʘʣʝʞʘʪʴ ʜʦ ʪʝʢʩʪʦʚʠʭ ʧʨʦʮʝʩʦʨʽʚ. 

ʅʘ ʩʴʦʛʦʜʥʽ ʧʦʰʠʨʝʥʠʤʠ ʻ ʜʝʢʽʣʴʢʘ ʜʝʩʷʪʢʽʚ ʪʝʢʩʪʦʚʠʭ ʧʨʦʮʝʩʦʨʽʚ, ʥʘʧʨʠʢʣʘʜ: Microsoft Word, 

WordPerfect, WordStar, ʍʫWrite, LaTeX ʪʦʱʦ. ʇʦʧʫʣʷʨʥʠʤʠ ʪʘʢʦʞ ʻ ʨʝʜʘʢʪʦʨʠ ʃʝʢʩʠʢʦʥ, ʊʚʽʨ. 

ʇʨʦʤʽʞʥʦʶ ʤʽʞ ʊʈ ʽ ʧʨʦʮʝʩʦʨʘʤʠ ʻ ʧʨʦʛʨʘʤʘ WordPad, ʷʢʘ ʧʦʩʪʘʯʘʻʪʴʩʷ ʨʘʟʦʤ ʟ ʆʉ Windows 

95/98/ʄɽ/ʍʈ. 

ʆʜʠʥ ʟ ʥʘʡʧʨʦʩʪʽʰʠʭ, ʩʪʚʦʨʝʥʠʭ ʱʝ ʜʣʷ ʨʦʙʦʪʠ ʚ ʦʧʝʨʘʮʽʡʥʽʡ ʩʠʩʪʝʤʽ MS DOS ð ʮʝ ʪʝʢʩʪʦʚʠʡ 

ʨʝʜʘʢʪʦʨ ʃʝʢʩʠʢʦʥ, ʧʨʠʟʥʘʯʝʥʠʡ ʜʣʷ ʩʪʚʦʨʝʥʥʷ ʪʘ ʦʧʨʘʮʶʚʘʥʥʷ ʜʦʢʫʤʝʥʪʽʚ ʫʢʨʘʾʥʩʴʢʦʶ, 

ʨʦʩʽʡʩʴʢʦʶ, ʘʥʛʣʽʡʩʴʢʦʶ ʪʘ ʽʥʰʠʤʠ ʤʦʚʘʤʠ. ɺʽʥ ʜʦʟʚʦʣʷʻ ʚʥʦʩʠʪʠ ʟʤʽʥʠ ʚ ʜʦʢʫʤʝʥʪ, 

ʘʚʪʦʤʘʪʠʯʥʦ ʬʦʨʤʫʚʘʪʠ ʘʙʟʘʮʠ, ʟʘʛʦʣʦʚʢʠ, ʟʤʽʩʪ, ʨʦʟʙʠʚʘʪʠ ʪʝʢʩʪ ʥʘ ʩʪʦʨʽʥʢʠ, ʧʝʨʝʥʦʩʠʪʠ 

ʬʨʘʛʤʝʥʪʠ ʪʝʢʩʪʫ ʟ ʦʜʥʦʛʦ ʤʽʩʮʷ ʚ ʽʥʰʝ. 

ʈʝʜʘʢʪʦʨ LaTeX ʤʘʻ ʰʠʨʦʢʽ ʤʦʞʣʠʚʦʩʪʽ ʱʦʜʦ ʨʦʙʦʪʠ ʟ ʤʘʪʝʤʘʪʠʯʥʠʤʠ ʬʦʨʤʫʣʘʤʠ ʽ ʧʽʜʛʦʪʦʚʢʠ 

ʜʦ ʜʨʫʢʫ ʥʘʫʢʦʚʠʭ ʩʪʘʪʝʡ ʽ ʢʥʠʛ, ʱʦ ʟʫʤʦʚʠʣʦ ʡʦʛʦ ʰʠʨʦʢʝ ʧʦʰʠʨʝʥʥʷ ʩʝʨʝʜ ʥʘʫʢʦʚʮʽʚ. 

ʋʥʽʚʝʨʩʘʣʴʥʠʤʠ ʻ ʪʘʢʽ ʪʝʢʩʪʦʚʽ ʧʨʦʮʝʩʦʨʠ ʷʢ Microsoft Word ʪʘ WordPerfect. 

ɺʚʘʞʘʻʪʴʩʷ, ʱʦ ʜʦ ʬʫʥʢʮʽʡ ʩʫʯʘʩʥʦʛʦ ʪʝʢʩʪʦʚʦʛʦ ʧʨʦʮʝʩʦʨʘ ʥʘʣʝʞʘʪʴ ʪʘʢʽ:  

ʦʨʛʘʥʽʟʘʮʽʷ ʚʚʝʜʝʥʥʷ ʪʝʢʩʪʫ ʟʘ ʜʦʧʦʤʦʛʦʶ ʢʣʘʚʽʘʪʫʨʠ ʪʘ ʟʙʝʨʝʞʝʥʥʷ ʡʦʛʦ ʚ ʧʘʤ'ʷʪʽ;  

ʨʝʜʘʛʫʚʘʥʥʷ ʪʝʢʩʪʫ (ʢʦʧʽʶʚʘʥʥʷ, ʧʝʨʝʤʽʱʝʥʥʷ, ʚʠʣʫʯʝʥʥʷ ʪʦʱʦ);  

ʧʽʜʛʦʪʦʚʢʘ ʜʦʢʫʤʝʥʪa ʜʦ ʜʨʫʢʫ ʪʘ ʡʦʛʦ ʜʨʫʢʫʚʘʥʥʷ;  

ʨʝʜʘʛʫʚʘʥʥʷ ʜʝʢʽʣʴʢʦʭ ʜʦʢʫʤʝʥʪʽʚ ʦʜʥʦʯʘʩʥʦ;  

ʬʦʨʤʘʪʫʚʘʥʥʷ ʪʝʢʩʪʫ (ʦʬʦʨʤʣʝʥʥʷ ʪʝʢʩʪʫ, ʟʤʽʥʘ ʡʦʛʦ ʧʘʨʘʤʝʪʨʽʚ);  

ʧʝʨʝʚʽʨʢʘ ʧʨʘʚʦʧʠʩʫ (ʦʨʬʦʛʨʘʬʽʾ ʪʘ ʩʠʥʪʘʢʩʠʩʫ);  

ʚʠʢʦʨʠʩʪʘʥʥʷ ʛʨʘʬʽʯʥʠʭ ʟʦʙʨʘʞʝʥʴ ʫ ʪʝʢʩʪʽ;  

ʚʠʢʦʨʠʩʪʘʥʥʷ ʪʘʙʣʠʮʴ ʫ ʪʝʢʩʪʽ.  

ɼʝʷʢʽ ʩʫʯʘʩʥʽ ʪʝʢʩʪʦʚʽ ʧʨʦʮʝʩʦʨʠ ʜʦʟʚʦʣʷʶʪʴ ʪʘʢʦʞ ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠ ʤʘʢʨʦʩʠ (ʧʨʦʛʨʘʤʥʽ ʢʦʜʠ) 

ʚ ʪʝʢʩʪʦʚʠʭ ʜʦʢʫʤʝʥʪʘʭ. 

4. ɺʠʧʨʘʚʠʪʠ ʛʨʘʤʘʪʠʯʥʽ ʧʦʤʠʣʢʠ ʩʢʦʨʠʩʪʘʚʰʠʩʷ ʧʽʢʪʦʛʨʘʤʦʶ  

5. ɿʙʝʨʝʛʪʠ ʜʦʢʫʤʝʥʪ ʫ ʚʣʘʩʥʽʡ ʧʘʧʮʽ. 

6. ʆʬʦʨʤʠʪʠ ʚʠʩʥʦʚʢʠ ʜʦ ʨʦʙʦʪʠ 
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ʃʘʙʦʨʘʪʦʨʥʦ-ʧʨʘʢʪʠʯʥʘ ʨʦʙʦʪʘ 

 

ʊʝʤʘ : ɺʚʝʜʝʥʥʷ ʽ ʨʝʜʘʛʫʚʘʥʥʷ ʪʝʢʩʪʫ (1 ʛʦʜ.) 

ʄʝʪʘ: ʨʦʟʛʣʷʥʫʪʠ ʦʩʥʦʚʥʽ ʧʨʠʡʦʤʫ ʨʝʜʘʛʫʚʘʥʥʷ ʜʦʢʫʤʝʥʪʽʚ 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ, ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ 

 

ʍʽʜ ʨʦʙʦʪʠ 

 

1. ɿʘʧʫʩʪʽʪʴ ʪʝʢʩʪʦʚʠʡ ʧʨʦʮʝʩʦʨ ʢʦʤʘʥʜʦʶ ʇʫʩʢ / ɺʩʽ ʧʨʦʛʨʘʤʠ / Microsoft 

Word 2003. 

2. ʉʪʚʦʨʽʪʴ ʥʦʚʠʡ ʪʝʢʩʪʦʚʠʡ ʜʦʢʫʤʝʥʪ (ʌʘʡʣ / ʉʪʚʦʨʠʪʠ). 

3. ʂʣʘʮʥʽʪʴ ʥʘ ʧʦʩʠʣʘʥʥʽ ʅʦʚʠʡ ʜʦʢʫʤʝʥʪ ʥʘ ʜʽʣʷʥʮʽ ʟʘʜʘʯ, ʷʢʘ ʚʽʜʢʨʠʣʘʩʷ 

ʚ ʨʝʞʠʤʽ ʉʪʚʦʨʝʥʥʷ ʜʦʢʫʤʝʥʪʘ. 

4. ɺʽʜʢʨʠʡʪʝ ʜʽʘʣʦʛʦʚʝ ʚʽʢʥʦ ʇʘʨʘʤʝʪʨʠ ʩʪʦʨʽʥʢʠ (ʌʘʡʣ / ʇʘʨʘʤʝʪʨʠ 

ʩʪʦʨʽʥʢʠ). 

5. ʅʘ ʚʢʣʘʜʮʽ ʈʦʟʤʽʨ ʧʘʧʝʨʫ ʚʠʙʝʨʽʪʴ ʫ ʩʧʠʩʢʫ, ʱʦ ʨʦʟʢʨʠʚʘʻʪʴʩʷ ʨʦʟʤʽʨ 

ʧʘʧʝʨʫ ʧʫʥʢʪ ɸ4 (210Ĭ297ʤʤ). 

6. ʅʘ ʚʢʣʘʜʮʽ ʇʦʣʷ ʟʘʜʘʡʪʝ ʦʨʽʻʥʪʘʮʽʶ ʧʘʧʝʨʫ (ʂʥʠʞʢʦʚʘ). 

7. ʅʘ ʮʽʡ ʞʝ ʚʢʣʘʜʮʽ ʟʘʜʘʡʪʝ ʨʦʟʤʽʨʠ ʧʦʣʽʚ. 

     Å ʚʝʨʭʥʻ ʧʦʣʝ ï 2 ʩʤ; 

     Å ʥʠʞʥʻ ʧʦʣʝ ï 2 ʩʤ;  

     Å ʧʨʘʚʝ ʧʦʣʝ ï 3 ʩʤ; 

     Å ʣʽʚʝ ʧʦʣʝ ï 1,5 ʩʤ. 

8. ɿʙʝʨʝʛʪʠ ʜʦʢʫʤʝʥʪ ʧʽʜ ʩʚʦʾʤ  ʽʤʝʥʝʤ ʫ 
ʧʘʧʢʫ ʄʦʾ ʜʦʢʫʤʝʥʪʠ / ʇʘʧʢʘ ʧʽʜ 

ʚʣʘʩʥʠʤ ʽʤʝʥʝʤ / Word, ʚʠʢʦʨʠʩʪʘʚʰʠ 

ʢʦʤʘʥʜʫ ɿʙʝʨʝʛʪʠ ʟ ʤʝʥʶ ʌʘʡʣ. 

9. ʉʢʦʧʽʶʚʘʪʠ  ʚ ʩʪʚʦʨʝʥʠʡ ʜʦʢʫʤʝʥʪ 

ʪʝʢʩʪ ʧʦʧʝʨʝʜʥʴʦʾ ʣʘʙʦʨʘʪʦʨʥʦʾ ʨʦʙʦʪʠ 

ɺʚʝʜʝʥʥʷ ʪʘ ʨʝʜʘʛʫʚʘʥʥʷ ʪʝʢʩʪʫ 
(ʚʽʜʢʨʠʡʪʝ ʧʦʪʨʽʙʥʠʡ ʜʦʢʫʤʝʥʪ, 

ʚʠʦʢʨʝʤʪʝ ʪʝʢʩʪ ʟʘ ʜʦʧʦʤʦʛʦʶ ʤʠʰʽ 

ʘʙʦ ʂ.ʂ.Ctrl+A ; ʥʘʪʠʩʥʽʪʴ ʥʘ ʧʘʥʝʣʽ 

ʽʥʩʪʨʫʤʝʥʪʽʚ - ʢʦʧʽʶʚʘʪʠ ʘʙʦ ʂ.ʂ.  

Ctrl+ʉ; ʚʽʜʢʨʠʪʠ ʜʦʢʫʤʝʥʪ ʟ ʷʢʠʤ 

ʧʨʘʮʶʻʪʝ ʽ ʚʩʪʘʚʠʪʠ ʪʝʢʩʪ ʥʘʪʠʩʥʫʚʰʠ 

ʥʘ ʧʘʥʝʣʽ ʽʥʩʪʨʫʤʝʥʪʽʚ  -ʚʩʪʘʚʠʪʠ ʘʙʦ 

ʂ.ʂ. Ctrl+V)  

10. ɿʤʽʥʽʪʴ ʦʨʽʻʥʪʘʮʽʶ ʧʘʧʝʨʫ (ʥʘ ʚʢʣʘʜʮʽ ʇʘʨʘʤʝʪʨʠ ʩʪʦʨʽʥʢʠ  ʚʠʙʝʨʽʪʴ 

ʦʨʽʻʥʪʘʮʽʶ ɸʣʴʙʦʤʥʘ ʪʘ ʟʘʜʘʡʪʝ ʨʦʟʤʽʨʠ ʧʦʣʽʚ ʟʛʽʜʥʦ ʧʫʥʢʪʫ 7. 

11.  ʇʝʨʝʛʣʷʥʫʪʠ ʪʝʢʩʪ ʜʦʢʫʤʝʥʪʘ, ʟʘ ʥʝʦʙʭʽʜʥʦʩʪʽ ʚʠʧʨʘʚʠʪʠ ʧʦʤʠʣʢʠ. 

12.  ɿʙʝʨʝʛʪʠ ʚʥʝʩʝʥʽ ʟʤʽʥʠ ʚ ʜʦʢʫʤʝʥʪ (ʢʦʤʘʥʜʘ ɿʙʝʨʝʛʪʠ ʟ ʤʝʥʶ ʌʘʡʣ). 

13.  ʇʽʩʣʷ ʟʘʚʝʨʰʝʥʥʷ ʨʦʙʦʪʠ ʟʘʢʨʠʪʠ ʧʨʦʛʨʘʤʫ 

14. ʆʬʦʨʤʠʪʠ ʚʠʩʥʦʚʢʠ ʜʦ ʨʦʙʦʪʠ. 
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ʃʘʙʦʨʘʪʦʨʥʦ-ʧʨʘʢʪʠʯʥʘ ʨʦʙʦʪʘ 

ʊʝʤʘ: ʌʦʨʤʘʪʫʚʘʥʥʷ ʜʦʢʫʤʝʥʪʽʚ (2 ʛʦʜ.) 

ʄʝʪʘ: ʥʘʚʯʠʪʠʩʷ ʦʩʥʦʚʥʠʤ ʧʨʠʡʦʤʘʤ ʬʦʨʤʘʪʫʚʘʥʥʷ ʜʦʢʫʤʝʥʪʽʚ 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ, ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ 

  

ʍʽʜ ʨʦʙʦʪʠ 

 
1. ɿʘʧʫʩʪʽʪʴ ʪʝʢʩʪʦʚʠʡ ʨʝʜʘʢʪʦʨ. 

2. ɿʘʜʘʡʪʝ ʚʠʛʣʷʜ ʜʦʢʫʤʝʥʪʘ ʈʦʟʤʽʪʢʘ ʩʪʦʨʽʥʢʠ ʟ ʤʝʥʶ ɺʠʛʣʷʜ. 

3. ɿʘʜʘʡʪʝ ʧʘʨʘʤʝʪʨʠ ʩʪʦʨʽʥʢʠ: ʨʦʟʤʽʨ ï ɸ4, ʦʨʽʻʥʪʘʮʽʷ ï ʢʥʠʞʢʦʚʘ, ʧʨʘʚʝ 

ʧʦʣʝ ï 1ʩʤ, ʽʥʰʽ ï ʧʦʣʷ 2ʩʤ., ʩʢʦʨʠʩʪʘʚʰʠʩʴ ʤʝʥʶ ʌʘʡʣ / ʇʘʨʝʤʝʪʨʠ 

ʩʪʦʨʽʥʢʠ 

4. ɿʙʝʨʝʞʽʪʴ ʜʦʢʫʤʝʥʪ ʫ ʬʘʡʣʽ ʫ ʚʣʘʩʥʽʡ ʧʘʧʮʽ ʚʠʢʦʥʘʚʰʠ ʢʦʤʘʥʜʫ ʌʘʡʣ / 

ɿʙʝʨʝʛʪʠ ʷʢé 

5. ʉʪʚʦʨʽʪʴ ʪʠʪʫʣʴʥʫ ʩʪʦʨʽʥʢʫ ʜʦ ʨʝʬʝʨʘʪʫ ʟ ʽʥʬʦʨʤʘʪʠʢʠ ʟʘ ʟʘʜʘʥʠʤ 

ʥʠʞʯʝ ʟʨʘʟʢʦʤ (ʫʚʦʜʴʪʝ ʜʘʥʽ ʧʨʦ ʩʝʙʝ): 

 
ʄʽʥʽʩʪʝʨʩʪʚʦ ʦʩʚʽʪʠ ʽ ʥʘʫʢʠ ʋʢʨʘʾʥʠ 

ʇʝʨʝʯʠʥʩʴʢʠʡ ʧʨʦʬʝʩʽʡʥʠʡ ʣʽʮʝʡ 

 

ʈʝʬʝʨʘʪ ʟ ʽʥʬʦʨʤʘʪʠʢʠ 

ʥʘ ʪʝʤʫ: 
çɺʠʢʦʨʠʩʪʘʥʥʷ ʨʝʜʘʢʪʦʨʘ Word  

ʜʣʷ ʩʪʚʦʨʝʥʥʷ ʪʝʢʩʪʦʚʠʭ ʜʦʢʫʤʝʥʪʽʚè 

ɺʠʢʦʥʘʚ: 

ɿʝʡʢʘʥ ʈʫʩʣʘʥ 

ʇʝʨʝʚʽʨʠʚ: 

(ʇʨʽʟʚʠʱʝ ʫʯʠʪʝʣʷ) 
 

ʉʽʤʝʨ 2012 ʨ. 

 

6. ʉʬʦʨʤʫʡʪʝ ʾʾ ʷʢʥʘʡʢʨʘʱʝ, ʚʠʢʦʨʠʩʪʦʚʫʶʯʠ ʰʨʠʬʪʠ ʨʽʟʥʠʭ ʨʦʟʤʽʨʽʚ ʽ 

ʚʠʛʣʷʜʽʚ: ʞʠʨʥʽ, ʢʫʨʩʠʚʠ, ʧʽʜʢʨʝʩʣʝʥʽ, ʢʦʣʴʦʨʦʚʽ. 

7. ɿʘʩʪʦʩʫʡʪʝ ʨʽʟʥʽ ɸʥʽʤʘʮʽʡʥʽ ʝʬʝʢʪʠ ʜʦ ʧʨʽʟʚʠʱʘ ʪʘ ʽʤʝʥʽ ʟ ʤʝʥʶ 

ʌʦʨʤʘʪ / ʐʨʠʬʪ / ɸʥʽʤʘʮʽʷ 

8. ʊʝʢʩʪ ʧʦʚʠʥʝʥ ʟʘʧʦʚʥʠʪʠ ʚʩʶ ʩʪʦʨʽʥʢʫ. ɼʣʷ ʮʴʦʛʦ ʚʚʝʜʽʪʴ ʜʦʩʪʘʪʥʶ 

ʢʽʣʴʢʽʩʪʴ ʧʦʨʦʞʥʽʭ ʨʷʜʢʽʚ, ʘ ʟʘʡʚʽ ʚʠʣʫʯʽʪʴ. ʑʦʙ ʧʝʨʝʛʣʷʥʫʪʠ 

ʨʦʟʪʘʰʫʚʘʥʥʷ ʪʝʢʩʪʫ ʥʘ ʩʪʦʨʽʥʮʽ, ʩʢʦʨʠʩʪʘʡʪʝʩʷ 

ʢʥʦʧʢʦʶ ʇʦʧʝʨʝʜʥʽʡ ʧʝʨʝʛʣʷʜ.  

9.   ɿʘʢʨʠʡʪʝ ʚʽʢʥʦ ʧʝʨʝʛʣʷʜʫ ʢʥʦʧʢʦʶ ɿʘʢʨʠʪʠ. 

10. ʆʬʦʨʤʽʪʴ  ʩʪʦʨʽʥʢʫ ʚ ʨʘʤʢʫ ʟ ʤʘʣʶʥʢʦʤ (ʢʦʤʘʥʜʘ ʌʦʨʤʘʪ / ʄʝʞʽ ʽ 

ʟʘʣʠʚʢʘ / ʟʘʢʣʘʜʢʘ ʉʪʦʨʽʥʢʘ / ʩʧʠʩʦʢ ʄʘʣʶʥʦʢ). 

11. ɿʘʤʽʥʽʪʴ ʨʘʤʢʫ ï ʤʘʣʶʥʦʢ ʥʘ ʟʚʠʯʘʡʥʫ ʨʘʤʢʫ ʰʠʨʠʥʦʶ 1 ʧʫʥʢʪ. 

12. ʃʽʚʝ ʽ ʧʨʘʚʝ ʧʦʣʝ  ʟʙʽʣʴʰʽʪʴ ʥʘ 1ʩʤ.  

13.  ɿʙʝʨʝʞʽʪʴ ʜʦʢʫʤʝʥʪ ʫ ʬʘʡʣʽ ʫ ʚʣʘʩʥʽʡ ʧʘʧʮʽ. 

14. ɿʘʢʽʥʯʽʪʴ ʨʦʙʦʪʫ ʪʘ ʦʬʦʨʤʽʪʴ  ʚʠʩʥʦʚʢʠ. 
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ʃʘʙʦʨʘʪʦʨʥʦ - ʧʨʘʢʪʠʯʥʘ ʨʦʙʦʪʘ 

ʊʝʤʘ: ʌʦʨʤʘʪʫʚʘʥʥʷ ʜʦʢʫʤʝʥʪʽʚ (1 ʛʦʜ.) 

ʄʝʪʘ: ʥʘʚʯʠʪʠʩʷ ʦʩʥʦʚʥʠʤ ʧʨʠʡʦʤʘʤ ʬʦʨʤʘʪʫʚʘʥʥʷ ʜʦʢʫʤʝʥʪʽʚ 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ,  ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ. 

 

 

ʍʽʜ ʨʦʙʦʪʠ 

 

1. ɺʽʜʢʨʠʪʠ ʪʝʢʩʪʦʚʠʡ ʨʝʜʘʢʪʦʨ 

2. ʉʪʚʦʨʠʪʠ ʜʦʢʫʤʝʥʪ ʟʛʽʜʥʦ ʟʨʘʟʢʘ ʚʠʢʦʨʠʩʪʦʚʫʶʯʠ ʤʘʨʢʝʨʠ ʪʘʙʫʣʷʮʽʾ  ʟ 
ʩʣʽʜʫʶʯʠʤʠ ʧʘʨʘʤʝʪʨʘʤʠ: 

ʇʦʣʷ: ʚʝʨʭʥʻ ï 30 ʤʤ, ʥʠʞʥʻ ï 30 ʤʤ, ʣʽʚʝ ï 30 ʤʤ, ʧʨʘʚʝ ï 15 ʤʤ 

ʐʨʠʬʪ: Arial Narrow, ʨʦʟʤʽʨ ʰʨʠʬʪʫ ï 13 

 

ɿʄɯʉʊ 
ɻʪʫʬʨ 3 
ʈʧʦʸʫʫʸ ʨʩʧ ʾʦʭʧʩʥʙʯʾʷ. ʍʙʢʤʡ ʾ ʭʙʢʤʧʛʙ ʪʫʩʬʣʫʬʩʙ 6 
  
 1. ʉʠʛʥʘʣʠ ʽ ʜʘʥʽ 6 
 2. ʇʦʥʷʪʪʷ ʧʨʦ ʽʥʬʦʨʤʘʮʽʶ 7  
 3. ɺʣʘʩʪʠʚʦʩʪʽ ʽʥʬʦʨʤʘʮʽʾ 8 

4. ɼʘʥʽ  9 
4.1. ʆʧʝʨʘʮʽʾ ʧʨʝʜʩʪʘʚʣʝʥʥʷ ʜʘʥʠʭ 10  
4.2. ʂʦʜʫʚʘʥʥʷ ʜʘʥʠʭ 12 
4.3. ʆʩʥʦʚʥʽ ʩʪʨʫʢʪʫʨʠ ʜʘʥʠʭ 13 

5. ʌʘʡʣʠ ʽ ʬʘʡʣʦʚʘ ʩʪʨʫʢʪʫʨʘ 15 
5.1. ʆʜʠʥʠʮʽ ʧʨʝʜʩʪʘʚʣʝʥʥʷ ʜʘʥʠʭ 18 
5.2. ʆʜʠʥʠʮʽ ʟʙʝʨʽʛʘʥʥʷ ʜʘʥʠʭ 20 
5.3. ʇʦʥʷʪʪʷ ʧʨʦ ʬʘʡʣʦʚʫ ʩʪʨʫʢʪʫʨʫ 21 

 
ʇʚʰʡʪʤʷʛʙʤʵʦʙ ʪʡʪʫʞʥʙ, ʣʧʥʨõʷʫʞʩ 22 

1. ʇʨʠʥʮʠʧ ʜʽʾ ʢʦʤʧôʶʪʝʨʘ 24 
2. ʃʦʛʽʯʥʽ ʦʩʥʦʚʠ ʢʦʤʧôʶʪʝʨʘ 25 
3. ʄʘʪʝʤʘʪʠʯʥʽ ʧʝʨʰʦʜʞʝʨʝʣʘ 27 
4. ʄʝʪʦʜʠ ʢʣʘʩʠʬʽʢʘʮʽʾ ʢʦʤʧôʶʪʝʨʽʚ 28 
4.1. ʂʣʘʩʠʬʽʢʘʮʽʷ ʟʘ ʧʨʠʟʥʘʯʝʥʥʷʤ 30 
4.2. ɯʥʰʽ ʚʠʜʠ ʢʣʘʩʠʬʽʢʘʮʽʾ  32 

 
ʊʨʡʪʧʣ ʛʡʣʧʩʡʪʫʙʦʧʿ ʤʾʫʞʩʙʫʬʩʡ 
 

3. ɿʙʝʨʝʛʪʠ ʜʦʢʫʤʝʥʪ ʫ ʚʣʘʩʥʽʡ ʧʘʧʮʽ ʧʽʜ ʥʘʟʚʦʶ ɿʤʽʩʪ. 

4. ɿʘʚʝʨʰʠʪʠ ʨʦʙʦʪʫ. 

5. ʆʬʦʨʤʠʪʠ  ʚʠʩʥʦʚʢʠ ʜʦ ʨʦʙʦʪʠ. 
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ʃʘʙʦʨʘʪʦʨʥʦ-ʧʨʘʢʪʠʯʥʘ ʨʦʙʦʪʘ 

ʊʝʤʘ: ʌʦʨʤʘʪʫʚʘʥʥʷ ʜʦʢʫʤʝʥʪʽʚ (1 ʛʦʜ.) 

ʄʝʪʘ: ʥʘʚʯʠʪʠʩʷ ʦʩʥʦʚʥʠʤ ʧʨʠʡʦʤʘʤ ʬʦʨʤʘʪʫʚʘʥʥʷ ʜʦʢʫʤʝʥʪʽʚ 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ, ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ 

 

ʍʽʜ ʨʦʙʦʪʠ 

 

1. ɿʘʧʫʩʪʽʪʴ ʪʝʢʩʪʦʚʠʡ ʨʝʜʘʢʪʦʨ. 

2. ɺʽʜʢʨʠʡʪʝ ʜʦʢʫʤʝʥʪ çɺʝʜʝʥʥʷ ʪʘ ʨʝʜʘʛʫʚʘʥʥʷ ʪʝʢʩʪʫè 

3. ɼʣʷ ʪʝʢʩʪʫ ʜʦʢʫʤʝʥʪʘ ʚʩʪʘʥʦʚʠʪʠ ʧʘʨʘʤʝʪʨʠ ʰʨʠʬʪʫ: 

    Times New Roman, ʨʦʟʤʽʨ ʰʨʠʬʪʫ ï 13, ʤʽʞʩʠʤʚʦʣʴʥʠʡ ʽʥʪʝʨʚʘʣ ï 

ʨʦʟʨʽʜʞʝʥʠʡ ʥʘ 0,5 ʧʪ.  (ʤʝʥʶ ʌʦʨʤʘʪ  / 

ʐʨʠʬʪ ʘʙʦ ʟʘ ʜʦʧʦʤʦʛʦʶ ʧʘʥʝʣʽ 

ʽʥʩʪʨʫʤʝʥʪʽʚ)  

4. ɼʣʷ ʘʙʟʘʮʽʚ ʜʦʢʫʤʝʥʪʘ ʚʩʪʘʥʦʚʠʪʠ 

ʚʠʨʽʚʥʶʚʘʥʥʷ ï ʟʘ ʰʠʨʠʥʦʶ, ʚʽʜʩʪʫʧ 

ʧʝʨʰʦʛʦ ʨʷʜʢʘ  ï 2 ʩʤ, ʤʽʞʨʷʜʢʦʚʠʡ 

ʽʥʪʝʨʚʘʣ ï 2,5 (ʤʝʥʶ ʌʦʨʤʘʪ / ɸʙʟʘʮ 

ʘʙʦ ʟʘ ʜʦʧʦʤʦʛʦʶ ʧʘʥʝʣʽ ʽʥʩʪʨʫʤʝʥʪʽʚ ʯʠ 

ʤʘʨʢʝʨʽʚ) 

5. ɼʣʷ ʚʠʜʽʣʝʥʥʷ ʚʠʟʥʘʯʝʥʴ ʫ ʪʝʢʩʪʽ 

ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠ ʢʫʨʩʠʚ. 

6. ɿʙʝʨʝʞʽʪʴ ʬʘʡʣ. 

7. ɺʚʝʜʽʪʴ ʥʘ ʥʦʚʽʡ ʩʪʦʨʽʥʮʽ ʪʝʢʩʪ ʜʝʷʢʦʛʦ 
ʚʽʨʰʘ ʯʠ ʧʽʩʥʽ ʟ ʯʦʪʠʨʴʦʭ ʢʫʧʣʝʪʽʚ (ʧʦ 

ʯʦʪʠʨʠ ʨʷʜʢʠ ʫ ʢʦʞʥʦʤʫ). ɼʦʧʫʩʢʘʻʪʴʩʷ 

ʟʽ ʟʥʠʞʝʥʥʷʤ ʦʮʽʥʢʠ ʩʢʦʧʽʶʚʘʪʠ ʦʜʠʥ ʢʫʧʣʝʪ ʪʨʠʯʽ ʧʽʜʨʷʜ. ʊʝʢʩʪ 

ʚʠʨʽʚʥʷʪʠ ʜʦ ʣʽʚʦʛʦ ʢʨʘʶ. ʐʨʠʬʪ ï 12 ʧʫʥʢʪʽʚ. 

8. ɺʩʪʘʚʪʝ ʧʦʨʦʞʥʽ ʨʷʜʢʠ ʤʽʞ ʢʫʧʣʝʪʘʤʠ. 

9. ʋ ʧʝʨʰʦʤʫ ʢʫʧʣʝʪʽ ʟʘʜʘʡʪʝ ʤʽʞʨʷʜʢʦʚʠʡ ʽʥʪʝʨʚʘʣ ï ʦʜʠʥʘʨʥʠʡ.  

10. ɼʣʷ ʜʨʫʛʦʛʦ ʢʫʧʣʝʪʫ  ʟʘʜʘʡʪʝ ʤʽʞʨʷʜʢʦʚʠʡ ʽʥʪʝʨʚʘʣ ï ʧʽʚʪʦʨʘ. ɿʤʽʩʪʽʪʴ 

ʢʫʧʣʝʪ ʧʨʘʚʦʨʫʯ ʚʽʜʥʦʩʥʦ ʧʝʨʰʦʛʦ ʥʘ 1 ʩʤ ʽ ʟʘʜʘʡʪʝ ʢʦʣʽʨ ʰʨʠʬʪʫ ï 

ʯʝʨʚʦʥʠʡ.  

11. ʋ ʪʨʝʪʴʦʤʫ ʢʫʧʣʝʪʽ  ʟʘʜʘʡʪʝ ʤʽʞʨʷʜʢʦʚʠʡ ʽʥʪʝʨʚʘʣ ï ʧʦʜʚʽʡʥʠʡ. ɿʤʽʩʪʽʪʴ 

ʧʨʘʚʦʨʫʯ ʚʽʜʥʦʩʥʦ ʜʨʫʛʦʛʦ ʢʫʧʣʝʪʫ ʥʘ 1 ʩʤ., ʚʽʟʴʤʽʪʴ ʫ ʨʘʤʢʫ ʽ ʟʘʣʠʡʪʝ 

ʙʣʘʢʠʪʥʠʤ ʢʦʣʴʦʨʦʤ.  

12.  ʏʝʪʚʝʨʪʫ ʩʪʨʦʬʫ ʟʤʽʩʪʽʪʴ ʜʘʣʽ ʧʨʘʚʦʨʫʯ. ɯʥʪʝʨʚʘʣ ʤʽʞ ʩʠʤʚʦʣʘʤʠ ï 

ʨʦʟʨʽʜʞʝʥʠʡ ʥʘ 0,5 ʧʪ. ʐʨʠʬʪ ï 14 ʧʫʥʢʪʽʚ, ʢʫʨʩʠʚ, ʧʽʜʥʷʪʠʡ, ʢʦʣʽʨ - 

ʟʝʣʝʥʠʡ. 

13. ʇʝʨʝʛʣʷʥʴʪʝ  ʪʝʢʩʪ ʜʦʢʫʤʝʥʪʘ, ʟʘ ʥʝʦʙʭʽʜʥʦʩʪʽ ʚʠʧʨʘʚʪʝ ʧʦʤʠʣʢʠ ʯʠ 
ʚʥʝʩʽʪʴ ʟʤʽʥʠ ʥʘ ʚʣʘʩʥʠʡ ʩʤʘʢ. 

14. ɿʙʝʨʝʛʪʠ ʚʥʝʩʝʥʽ ʟʤʽʥʠ ʚ ʜʦʢʫʤʝʥʪʽ ʙʝʟ ʟʤʽʥʠ ʥʘʟʚʠ. 

15. ɿʘʢʽʥʯʠʪʠ ʨʦʙʦʪʫ ʪʘ ʦʬʦʨʤʠʪʠ ʚʠʩʥʦʚʢʠ. 
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ʃʘʙʦʨʘʪʦʨʥʦ-ʧʨʘʢʪʠʯʥʘ ʨʦʙʦʪʘ 

ʊʝʤʘ:  ɿʘʩʦʙʠ ʦʬʦʨʤʣʝʥʥʷ ʜʦʢʫʤʝʥʪʽʚ (1 ʛʦʜ.) 

ʄʝʪʘ:  ʥʘʚʯʠʪʠʩʷ ʩʪʚʦʨʶʚʘʪʠ ʢʦʣʦʥʪʠʪʫʣʠ, ʦʬʦʨʤʣʷʪʠ ʽ ʥʫʤʝʨʫʚʘʪʠ 

ʩʪʦʨʽʥʢʠ 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ,  ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ. 

 

ʍʽʜ ʨʦʙʦʪʠ 

1.  ɿʘʧʫʩʪʽʪʴ ʨʝʜʘʢʪʦʨ Microsoft Word. 

2.  ʉʪʚʦʨʽʪʴ ʜʦʢʫʤʝʥʪ ʟʛʽʜʥʦ ʟʨʘʟʢʘ ʪʘ ʚʩʪʘʥʦʚʽʪʴ ʧʘʨʘʤʝʪʨʠ: 

      ʧʦʣʷ: ʚ-20 ʤʤ, ʥ-20ʤʤ, ʧ-15 ʤʤ, ʣ-25 ʤʤ; ʦʨʽʻʥʪʘʮʽʷ ʢʥʠʞʢʦʚʘ, ɸ4, 

ʚʽʜʩʪʘʥʴ ʚʽʜ ʢʨʘʶ ʜʦ ʚʝʨʭʥʴʦʛʦ ʢʦʣʦʥʪʠʪʫʣʫ ï 12 ʤʤ, ʚʽʜʩʪʘʥʴ ʚʽʜ ʢʨʘʶ 

ʜʦ ʥʠʞʥʴʦʛʦ ʢʦʣʦʥʪʠʪʫʣʫ ï 12 ʤʤ 

3. ʉʪʚʦʨʠʪʠ ʚʝʨʭʥʽʡ ʢʦʣʦʥʪʠʪʫʣ (ɺʠʛʣʷʜ / ʂʦʣʦʥʪʠʪʫʣʠ), ʚ ʷʢʦʤʫ ʚʢʘʟʘʪʠ 

ʩʚʦʻ ʽʤôʷ ʪʘ ʧʨʽʟʚʠʱʝ ʐʨʠʬʪ ï 10, Arial, ʥʘʧʽʚʞʠʨʥʠʡ, ʢʫʨʩʠʚ, 

ʚʠʨʽʚʥʶʚʘʥʥʷ ï ʧʦ ʧʨʘʚʦʤʫ ʢʨʘʶ, ʬʦʥ ʟʘʣʠʚʢʠ ï ʩʽʨʠʡ 10%. 

4. ʉʪʚʦʨʠʪʠ ʥʠʞʥʽʡ ʢʦʣʦʥʪʠʪʫʣ, ʚ ʷʢʦʤʫ ʚʩʪʘʚʠʪʠ ʧʦʪʦʯʥʫ ʜʘʪʫ ʧʦ ʮʝʥʪʨʫ, 
ʪʘ ʥʦʤʝʨ ʩʪʦʨʽʥʢʠ ï ʩʧʨʘʚʘ. ʇʘʨʘʤʝʪʨʠ ʬʦʨʤʘʪʫʚʘʥʥʷ ʪʘʢʽ ʞ ʷʢ ʽ ʜʣʷ 

ʚʝʨʭʥʴʦʛʦ ʢʦʣʦʥʪʠʪʫʣʫ, ʙʝʟ ʟʘʣʠʚʢʠ. 

5. ʉʪʚʦʨʠʪʠ ʪʣʦ ʩʪʦʨʽʥʢʠ (ʟ ʪʝʢʩʪʫʨʦʶ çʚʦʜʷʥʽ ʢʘʧʣʽè) (ʌʦʨʤʘʪ / ʌʦʥ / 

ʉʧʦʩʦʙʠ ʟʘʣʠʚʢʠ / ʊʝʢʩʪʫʨʘ / ɺʦʜʷʥʽ ʢʘʧʣʽ) 

6. ɼʣʷ ʪʝʢʩʪʫ ʟʘʜʘʪʠ ʥʘʩʪʫʧʥʽ ʧʘʨʘʤʝʪʨʠ ʬʦʨʤʘʪʫʚʘʥʥʷ:   

     ʐʨʠʬʪ - Bookman Old Style, 12;  ʄʽʞʨʷʜʢʦʚʠʡ ʽʥʪʝʨʚʘʣ ï 1,5; ɺʽʜʩʪʫʧ 

ʧʝʨʝʜ ʘʙʟʘʮʝʤ ï 6 ʧʪ; ʇʽʩʣʷ ʘʙʟʘʮʫ ï 6 ʧʪ;   ʇʝʨʰʠʡ ʨʷʜʦʢ ʚʽʜʩʪʫʧ ï 2 ʩʤ; 

ɺʠʨʽʚʥʶʚʘʥʥʷ ï ʧʦ ʰʠʨʠʥʽ;    ʈʽʚʝʥʴ ï ʦʩʥʦʚʥʠʡ ʪʝʢʩʪ 

7. ɼʣʷ ʧʝʨʰʦʛʦ ʘʙʟʘʮʫ ʩʪʚʦʨʠʪʠ ʙʫʢʚʠʮʶ ʟʘ ʟʨʘʟʢʦʤ (ʌʦʨʤʘʪ / ɹʫʢʚʠʮʷ / 

ʅʘ ʧʦʣʽ / ɺʠʩʦʪʘ ʚ ʨʷʜʢʘʭ 2 ʩʤ) 

 

ʩʥʦʚʦʶ ʘʙʦ, ʷʢ ʱʝ ʢʘʞʫʪʴ, ʩʝʨʮʝʤ ʢʦʤʧôʶʪʝʨʘ  ̒ʡʦʛʦ ʮʝʥʪʨʘʣʴʥʠʡ ʧʨʦʮʝʩʦʨ 

(ʎʇ). ʎʝʥʪʨʘʣʴʥʠʤ ʧʨʦʮʝʩʦʨʦʤ ʩʫʯʘʩʥʦʛʦ ʢʦʤʧôʶʪʝʨʘ  ̒ʜʫʞʝ ʤʘʣʠʡ (ʟ ʥʽʛʦʪʴ 

ʣʶʜʠʥʠ) ʢʨʝʤʥʽʻʚʠʡ ʢʨʠʩʪʘʣ ʟ ʚʝʣʠʯʝʟʥʦʶ ʢiʣʴʢiʩʪʶ (ʢiʣʲʢʘ ʤiʣʴʡʦʥiʚ) 

ʨʦʟʤʽʱʝʥʠʭ ʫ ʥʴʦʤʫ ʪʨʘʥʟʠʩʪʦʨʽʚ. ʏʝʨʝʟ ʡʦʛʦ ʨʦʟʤʽʨʠ ʎʇ ʥʘʟʠʚʘʶʪʴ 

ʤʽʢʨʦʧʨʦʮʝʩʦʨʦʤ, ʘʙʦ ʯiʧʦʤ (ʚʽʜ ʘʥʛʣ. Chip- ʪʦʥʢʠʡ ʰʤʘʪʦʯʦʢ).  

ʉʣʦʚʦ ʯʽʧ ʥʠʥʽ ʚʞʠʚʘʻʪʴʩʷ ʥʝ ʣʠʰʝ ʫ ʟʚôʷʟʢʫ ʟ ʎʇ ʢʦʤʧôʶʪʝʨʘ. ʅʘ 

ʪʝʣʝʬʦʥʥʽʡ ʘʙʦ ʢʨʝʜʠʪʥʽʡ ʢʘʨʪʮʽ ʪʘʢʦʞ ʻ ʯʽʧ ð ʧʣʘʩʪʠʥʢʘ ʟ ʫʤʦʥʪʦʚʘʥʠʤ 

ʟʘʧʘʤôʷʪʦʚʫʶʯʠʤ ʧʨʠʩʪʨʦʻʤ i ʤʽʢʨʦʧʨʦʮʝʩʦʨʦʤ. ʊʦʤʫ ʪʘʢʽ ʢʘʨʪʢʠ ʯʘʩʪʦ 

ʥʘʟʠʚʘʶʪʴ ʯiʧ-ʢʘʨʪʘʤʠ.  

ʎʝʥʪʨʘʣʴʥʠʡ ʧʨʦʮʝʩʦʨ ʢʦʤʧôʶʪʝʨʘ ʤʽʩʪʠʪʴʩʷ ʥʘ ʩʧʝʮiʘʣʴʥiʡ ʧʣʘʪʽ, 

ʱʦ ʟʚʝʪʴʩʷ ʤʘʪʝʨʠʥʩʴʢʦʶ. ʊʘʤ ʞʝ ʨʦʟʪʘʰʦʚʘʥʽ ʨʦʟôʻʤʠ  (ʩʣʦʪʠ) ʜʣʷ 

ʫʩʪʘʥʦʚʢʠ ʧʣʘʪ ʽʟ ʤʽʢʨʦʩʭʝʤʘʤʠ ʧʘʤôʷʪʽ ʪʘ ʽʥʰʠʭ ʧʨʠʩʪʨʦʾʚ.  

 

8. ʆʬʦʨʤʽʪʴ ʨʦʙʦʪʫ ʪʘ ʚʠʩʥʦʚʢʠ 

ʆ 
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ʃʘʙʦʨʘʪʦʨʥʦ-ʧʨʘʢʪʠʯʥʘ ʨʦʙʦʪʘ 

ʊʝʤʘ:  ɿʘʩʦʙʠ ʦʬʦʨʤʣʝʥʥʷ ʜʦʢʫʤʝʥʪʽʚ (1 ʛʦʜ.) 

ʄʝʪʘ:  ʨʦʟʛʣʷʥʫʪʠ ʤʝʭʘʥʽʟʤʠ ʦʬʦʨʤʣʝʥʥʷ ʜʦʢʫʤʝʥʪʽʚ 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ,  ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ. 

 

ʍʽʜ ʨʦʙʦʪʠ 

1. ɿʘʧʫʩʪʽʪʴ ʪʝʢʩʪʦʚʠʡ ʨʝʜʘʢʪʦʨ 

2. ɺʽʜʢʨʠʡʪʝ ʬʘʡʣ ʧʽʜ ʥʘʟʚʦʶ çɺʚʝʜʝʥʥʷ ʪʘ ʨʝʜʘʛʫʚʘʥʥʷ ʪʝʢʩʪʫè 

3. ɺʩʪʘʚʪʝ ʚ ʥʝʦʙʭʽʜʥʦʤʫ ʥʘ ɺʘʰ ʧʦʛʣʷʜ ʤʽʩʮʽ ʷʨʣʠʢ  ʜʦʢʫʤʝʥʪʫ  Microsoft 

Word ɺʩʪʘʚʢʘ / ʆʙʲʝʢʪ / ʉʦʟʜʘʥʠʝ  ʪʠʧ ʦʙʲʝʢʪʘ ɼʦʢʫʤʝʥʪ Microsoft 

Word ʫ ʚʠʛʣʷʜʽ ʟʥʘʯʢʘ 
Ȫɔɐəɒɋɓɘ Microsoft 

Word  

4. ɺʩʪʘʚʪʝ ʚ ʜʦʢʫʤʝʥʪ ʧʽʩʣʷ ʧʝʨʰʦʛʦ ʘʙʟʘʮʫ ʚʽʢʥʦ ʨʝʜʘʢʪʦʨʘ Microsoft Word.  
     ɼʣʷ ʮʴʦʛʦ ʚʠʢʦʥʘʡʪʝ ʥʘʩʪʫʧʥʝ: ʥʘʪʠʩʥʽʪʴ 

ʢʣʘʚʽʰʫ 
SysRq

tScPr
 ʨʦʟʪʘʰʫʡʪʝ ʢʫʨʩʦʨ ʚ 

ʥʝʦʙʭʽʜʥʦʤʫ ʤʽʩʮʽ ʜʦʢʫʤʝʥʪʫ ʽ ʥʘʪʠʩʥʽʪʴ  

  ʘʙʦ Ctrl+V  . 

 

5. ɺ ʢʽʥʮʽ ʪʨʝʪʴʦʛʦ ʘʙʟʘʮʫ  (ʧʽʩʣʷ ʩʣʽʚ 

ʪʝʢʩʪʦʚʠʭ ʧʨʦʮʝʩʦʨʽʚ) ʚʩʪʘʚʪʝ ʧʘʥʝʣʴ 

ʽʥʩʪʨʫʤʝʥʪʽʚ ʬʦʨʤʘʪʫʚʘʥʥʷ. ɼʣʷ ʮʴʦʛʦ 

ʚʠʢʦʥʘʡʪʝ ʥʘʩʪʫʧʥʝ: ʩʢʦʧʽʶʡʪʝ ʚʽʢʥʦ 

ʨʝʜʘʢʪʦʨʘ (ʷʢʝ ʫ ʚʘʩ ʚʞʝ ʨʦʟʤʽʱʝʥʦ 

ʚʠʱʝ). ʅʘ ʦʙôʻʢʪʽ ʚʠʢʣʠʯʪʝ ʢʦʥʪʝʢʩʪʥʝ ʤʝʥʶ, ʚʠʙʝʨʽʪʴ  ʧʫʥʢʪ 

ʦʪʦʙʨʘʟʠʪʴ ʧʘʥʝʣʴ ʥʘʩʪʨʦʡʢʠ ʠʟʦʙʨʘʞʝʥʠʷ, ʚʠʙʝʨʽʪ ɹ ʢʥʦʧʢʫ - 

ʦʙʨʝʟʢʘ ʽ ʟʘ ʾʾ ʜʦʧʦʤʦʛʦʶ ʦʙʨʽʞʪʝ ʟʦʙʨʘʞʝʥʥʷ ʪʘʢ, ʱʦʙ ʫ ʚʘʩ ʟʘʣʠʰʠʣʘʩʷ 

ʪʽʣʴʢʠ ʧʘʥʝʣʴ ʬʦʨʤʘʪʫʚʘʥʥʷ. 

 

 
 

6. ɺ ʢʽʥʮʽ ʜʦʢʫʤʝʥʪʫ ʚʠʢʦʥʘʡʪʝ ʥʘʩʪʫʧʥʝ ɺʩʪʘʚʢʘ / ʈʠʩʫʥʦʢ / 

ʂʘʨʪʠʥʢʠ  ʚʠʙʝʨʽʪʴ ʂʦʣʣʝʢʮʠʠ Microsoft Office / ʇʨʦʬʬʝʩʠʠ 

ʚʠʙʝʨʽʪʴ ʟʘʧʨʦʧʦʥʦʚʘʥʠʡ ʤʘʣʶʥʦʢ.                             

   ʂʣʘʮʥʽʪʴ ʇ.ʂ.ʄ. ʥʘ ʦʙôʻʢʪʽ ʚʠʙʝʨʽʪʴ ʧʫʥʢʪ ʌʦʨʤʘʪ ʨʠʩʫʥʢʘ / 

ʇʦʣʦʞʝʥʠʝ. ʈʦʟʪʘʰʫʡʪʝ ʦʙôʻʢʪ ʚ ʪʝʢʩʪʽ (ʟʘ ʙʘʞʘʥʥʷʤ ʤʦʞʝʪʝ ʚʠʙʨʘʪʠ 

ʙʫʜʴ-ʷʢʠʡ ʩʧʦʩʽʙ ʦʙʪʽʢʘʥʥʷ ʦʙôʻʢʪʘ ʪʝʢʩʪʦʤ) 

7. ɿʘʢʽʥʯʽʪʴ ʨʦʙʦʪʫ. 

8. ʆʬʦʨʤʽʪʴ ʚʠʩʥʦʚʢʠ.
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ʃʘʙʦʨʘʪʦʨʥʦ-ʧʨʘʢʪʠʯʥʘ ʨʦʙʦʪʘ 

ʊʝʤʘ:  ɿʘʩʦʙʠ ʦʬʦʨʤʣʝʥʥʷ ʜʦʢʫʤʝʥʪʽʚ (1 ʛʦʜ.) 

ʄʝʪʘ: ʥʘʚʯʠʪʠʩʷ ʩʪʚʦʨʶʚʘʪʠ ʽ ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠ ʰʘʙʣʦʥʠ ʜʦʢʫʤʝʥʪʽʚ, 

ʦʬʦʨʤʣʷʪʠ ʪʝʢʩʪʠ ʟʘ ʜʦʧʦʤʦʛʦʶ ʩʪʠʣʽʚ ʪʘ ʨʝʜʘʢʪʦʨʘ ʬʦʨʤʫʣ 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ,  ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ. 

 

ʍʽʜ ʨʦʙʦʪʠ 

 

1. ɺ ʪʝʢʩʪʦʚʦʤʫ ʨʝʜʘʢʪʦʨʽ ʩʪʚʦʨʽʪʴ ʰʘʙʣʦʥ ʜʦʢʫʤʝʥʪʫ ʣʘʙʦʨʘʪʦʨʥʦ-

ʧʨʘʢʪʠʯʥʦʾ ʨʦʙʦʪʠ ʥʘʟʚʦʶ ʃʇʈ 

(ʌʘʡʣ / ʉʦʟʜʘʪʴ / ʐʘʙʣʦʥʳ / ʅʘ  ʤʦʝʤ ʢʦʤʧʴʶʪʝʨʝ ʟʘʢʣʘʜʢʘ ʆʙʱʠʝ / 

R ʐʘʙʣʦʥ / ʅʦʚʳʡ ʜʦʢʫʤʝʥʪ / ʆʢ) 

2. ɺʠʢʦʨʠʩʪʦʚʫʶʯʠ ʱʦʡʥʦ ʩʪʚʦʨʝʥʠʡ ʰʘʙʣʦʥ ʚʚʝʜʽʪʴ ʪʝʢʩʪ ʜʘʥʦʾ 

ʣʘʙʦʨʘʪʦʨʥʦ-ʧʨʘʢʪʠʯʥʦʾ ʨʦʙʦʪʠ (ʫ ɺʘʩ  ʧʦʚʠʥʝʥ ʟôʷʚʠʪʴʩʷ ʜʘʥʠʡ 

ʜʦʢʫʤʝʥʪ). ɼʣʷ ʮʴʦʛʦ ʚʠʢʦʥʘʡʪʝ ʩʣʽʜʫʶʯʽ ʢʨʦʢʠ: ʌʘʡʣ / ʉʪʚʦʨʠʪʠ ʚ 

ʦʙʣʘʩʪʽ ʟʘʜʘʯ ʚʠʙʝʨʽʪʴ ʧʫʥʢʪ ʰʘʙʣʦʥ / ʃʇʈ. ɺʽʜʢʨʠʻʪʴʩʷ ʜʦʢʫʤʝʥʪ ʟ 

ʰʘʙʣʦʥʦʤ ʃʇʈ. 

3.  

  

4. ɺʠʢʦʨʠʩʪʦʚʫʶʯʠ ʚʙʫʜʦʚʘʥʠʡ ʨʝʜʘʢʪʦʨ Microsoft Equation ʚʚʝʜʽʪʴ 

ʬʦʨʤʫʣʠ:     

      
2

24

c

c

T

l
g

p
= ,   

g

l
T p2= , 

P

P

F

F

T

T
pFT

D
=

D
=== eeem , gmFʪʷʞ

CC
=  

5. ʉʪʚʦʨʽʪʴ ɻʽʧʝʨʧʦʩʠʣʘʥʥʷ Perechin_lizej13@ua.fm 

6.  ɿʘʢʽʥʯʽʪʴ ʨʦʙʦʪʫ   

7.  ʆʬʦʨʤʽʪʴ ʨʦʙʦʪʫ ʪʘ ʚʠʩʥʦʚʢʠ 

 

ʆʧʠʰʽʪʴ ʚʠʢʦʥʘʥʥʷ ʧ.3___________________________________________ 

_______________________________________________________________ 

 ʆʧʠʰʽʪʴ ʚʠʢʦʥʘʥʥʷ ʧ.5__________________________________________ 

_______________________________________________________________ 

  

 

 

 

 

mailto:Perechin_lizej13@ua.fm
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ʃʘʙʦʨʘʪʦʨʥʦ-ʧʨʘʢʪʠʯʥʘ ʨʦʙʦʪʘ 

ʊʝʤʘ:  ɿʘʩʦʙʠ ʦʬʦʨʤʣʝʥʥʷ ʜʦʢʫʤʝʥʪʽʚ (1 ʛʦʜ.) 

ʄʝʪʘ:  ʟʘ ʜʦʧʦʤʦʛʦʶ ʢʦʤʧôʶʪʝʨʘ ʥʘʚʯʠʪʠʩʷ ʧʝʨʝʚʽʨʷʪʠ ʦʨʬʦʛʨʘʬʽʶ ʪʘ 

ʛʨʘʤʘʪʠʢʫ. ʅʘʚʯʠʪʠʩʷ ʟʘʤʽʥʶʚʘʪʠ ʪʝʢʩʪ ʧʨʠ ʥʘʙʦʨʽ 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ,  ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ. 

 

ʍʽʜ ʨʦʙʦʪʠ 

1. ɿʘʧʫʩʪʽʪʴ ʪʝʢʩʪʦʚʠʡ ʧʨʦʮʝʩʦʨ. 

2. ɺʽʜʢʨʠʡʪʝ ʜʦʢʫʤʝʥʪ ʜʦ ʧʦʧʝʨʝʜʥʴʦʾ ʣʘʙʦʨʘʪʦʨʥʦʾ ʨʦʙʦʪʠ. 

3. ʇʝʨʝʚʽʨʪʝ ʦʨʬʦʛʨʘʬʽʶ ʽ ʛʨʘʤʤʘʪʠʢʫ ʟʘ ʜʦʧʦʤʦʛʦʶ ʤʝʥʶ ʇʨʘʚʢʘ / 

ɺʠʜʽʣʠʪʠ ʚʩʝ,  ʉʝʨʚʽʩ / ʇʨʘʚʦʧʠʩ  

4. ɿʘ ʜʦʧʦʤʦʛʦʶ ʉʝʨʚʠʩ / ʗʟʳʢ / ʇʝʨʝʚʦʜ  ʧʝʨʝʢʣʘʜʽʪʴ ʜʝʷʢʽ ʨʦʩʽʡʩʴʢʽ 

ʩʣʦʚʘ ʥʘ ʫʢʨʘʾʥʩʴʢʫ ʤʦʚʫ 

5. ɿʥʘʡʜʽʪʴ ʫ ʪʝʢʩʪʽ ʩʣʦʚʦ ʆʙʲʝʢʪ ʽ 

ʟʘʤʽʥʽʪʴ ʡʦʛʦ ʥʘ ʆʙôʻʢʪ 

(ʚʽʜʤʽʪʴʪʝ  ʩʢʽʣʴʢʠ ʟʨʦʙʣʝʥʦ 

ʟʘʤʽʥ) 

 

6. ɿʙʝʨʝʞʽʪʴ ʟʤʽʥʠ ʚʥʝʩʝʥʽ ʜʦ 
ʜʦʢʫʤʝʥʪʫ . 

7. çʅʘʚʯʽʪʴè ʢʦʤʧôʶʪʝʨ ʧʨʠ ʥʘʙʦʨʽ ʪʝʢʩʪʫ 

ʟʘʤʽʥʶʚʘʪʠ: 

         ʢ. ï ʢʦʤʧôʶʪʝʨ  

         ʄɺ. - Microsoft Word 

         ʊʈ. ï ʪʝʢʩʪʦʚʠʡ ʨʝʜʘʢʪʦʨ  

         ɺ-ʩ ï Windows 

         ɯʥʪʝʨʥʝʪ ï Internet 

          

8. ɿʘʢʽʥʯʽʪʴ ʨʦʙʦʪʫ  ʪʘ ʟʙʝʨʝʞʽʪʴ ʚʩʽ ʚʥʝʩʝʥʽ 

ʟʤʽʥʠ 

9. ʆʬʦʨʤʽʪʴ ʨʦʙʦʪʫ ʪʘ ʚʠʩʥʦʚʢʠ 

 

 

ʆʧʠʰʽʪʴ ʚʠʢʦʥʘʥʥʷ ʧ.3: __________________________________________ 

_______________________________________________________________ 

ʆʧʠʰʽʪʴ ʚʠʢʦʥʘʥʥʷ ʧ.4:__________________________________________ 

_______________________________________________________________ 

ʆʧʠʰʽʪʴ ʚʠʢʦʥʘʥʥʷ ʧ.5___________________________________________ 

_______________________________________________________________ 

ʆʧʠʰʽʪʴ ʚʠʢʦʥʘʥʥʷ ʧ.6___________________________________________ 

_______________________________________________________________ 

ʆʧʠʰʽʪʴ ʚʠʢʦʥʘʥʥʷ ʧ.7___________________________________________ 

_______________________________________________________________
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ʃʘʙʦʨʘʪʦʨʥʦ-ʧʨʘʢʪʠʯʥʘ ʨʦʙʦʪʘ 

 

ʊʝʤʘ:  ʈʦʙʦʪʘ ʟ ʢʦʣʦʥʢʘʤʠ (1 ʛʦʜ.) 

ʄʝʪʘ:  ʥʘʚʯʠʪʠʩʷ ʦʬʦʨʤʣʷʪʠ ʪʝʢʩʪʦʚʽ ʜʦʢʫʤʝʥʪʠ ʟʘ ʜʦʧʦʤʦʛʦʶ ʢʦʣʦʥʦʢ 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ,  ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ. 

 

ʍʽʜ ʨʦʙʦʪʠ 

1. ɺʽʜʢʨʠʡʪʝ ʪʝʢʩʪ ʜʦ ʃʇʈ çɺʚʝʜʝʥʥʷ ʪʘ ʨʝʜʘʛʫʚʘʥʥʷ ʪʝʢʩʪʫè 

2. ʉʢʦʧʽʶʡʪʝ ʪʝʢʩʪ ʽ ʟʙʝʨʝʞʽʪʴ ʜʦʢʫʤʝʥʪ ʧʽʜ ʥʘʟʚʦʶ ʈʦʙʦʪʘ ʟ 

ʢʦʣʦʥʢʘʤʠ. 

3. ʂʦʤʘʥʜʦʶ ʌʦʨʤʘʪ / ʂʦʣʦʥʢʠ ʩʪʚʦʨʽʪʴ ʪʨʠ ʢʦʣʦʥʢʠ ʦʜʠʥʘʢʦʚʽ ʟʘ 

ʰʠʨʠʥʦʶ. ʆʬʦʨʤʽʪʴ ʟʘʛʦʣʦʚʦʢ ʜʦ ʪʝʢʩʪʫ ʊʝʢʩʪʦʚʠʡ ʨʝʜʘʢʪʦʨ. 

ɿʘʛʦʣʦʚʦʢ ʚʠʢʦʥʘʡʪʝ ʫ ʩʽʨʦʤʫ ʪʣʽ (ʩʢʘʩʫʡʪʝ ʢʦʣʦʥʢʠ ʜʣʷ ʟʘʛʦʣʦʚʢʫ) 

4. ʉʪʚʦʨʽʪʴ ʙʫʢʚʠʮʶ ʫ ʧʝʨʰʦʤʫ ʘʙʟʘʮʽ. 

 

ʊʝʢʩʪʦʚʠʡ ʨʝʜʘʢʪʦʨ. 

ʝ ʥʝ ʪʘʢ 

ʜʘʚʥʦ, ʧʽʜ 

ʯʘʩ ʧʽʜʛʦʪʦʚʢʠ ʣʠʩʪʘ, 

ʨʝʬʝʨʘʪʫ ʯʠ ʪʚʦʨʫ, ʧʽʩʣʷ 

ʨʝʜʘʛʫʚʘʥʥʷ ʪʝʢʩʪʫ 

ʜʦʚʦʜʠʣʦʩʷ ʥʝ ʨʘʟ ʧʝ-

ʨʝʧʠʩʫʚʘʪʠ ʡʦʛʦ. 

ʉɹ ʦʛʦʜʥʽ, ʚʠʢʦ-

ʨʠʩʪʦʚʫʶʯʠ ʢʦʤʧ'ʶʪʝʨ ʽ 

ʪʝʢʩʪʦʚʽ ʨʝʜʘʢʪʦʨʠ (ʊʈ), 

ʤʦʞʥʘ ʦʙʽʡʪʠʩʷ ʙʝʟ 

ʨʫʯʢʠ, ʛʫʤʢʠ ʪʘ 

ʚʠʪʨʘʯʘʥʥʷ ʧʘʧʝʨʫ. 

ɿʚʠʯʥʝ ʫʷʚʣʝʥʥʷ ʧʨʦ 

ʩʪʽʣ ʞʫʨʥʘʣʽʩʪʘ, 

ʧʠʩʴʤʝʥʥʠʢʘ ʯʠ 

ʽʥʞʝʥʝʨʘ, ʟʘʚʘʣʝʥʠʡ 

ʧʘʧʝʨʘʤʠ, ʚʽʜʞʠʚʘʻ. ʊʝʧʝʨ 

ʥʘ ʾʭʥʴʦʤʫ ʧʠʩʴʤʦʚʦʤʫ ʩʪʦʣʽ 

ʩʪʦʾʪʴ ʢʦʤʧ'ʶʪʝʨ. 

ʝʢʩʪʦʚʠʡ 

ʨʝʜʘʢʪʦʨ (TP) ð ʮʝ 

ʧʨʦʛʨʘʤʘ, ʧʨʠʟʥʘʯʝʥʘ ʜʣʷ 

ʩʪʚʦʨʝʥʥʷ ʪʘ ʦʬʦʨʤʣʝʥʥʷ 

ʪʝʢʩʪʫ. 

 ʧʨʠʟʥʘʯʝʥʽ ʜʣʷ 

ʦʧʨʘʮʶʚʘʥʥʷ ʪʝʢʩʪʽʚ. ɿʘ 

ʜʦʧʦʤʦʛʦʶ ʢʦʤʧ'ʶʪʝʨʘ 

ʢʦʨʠʩʪʫʚʘʯ ʩʪʚʦʨʶʻ ʪʝʢʩʪʠ, 

ʨʝʜʘʛʫʻ ʾʭ, ʽʣʶʩʪʨʫʻ, 

ʟʙʝʨʽʛʘʻ ʽ ʧʝʨʝʩʠʣʘʻ ʥʘ 

ʚʽʜʩʪʘʥʴ. ʋ ʪʝʢʩʪ ʤʦʞʥʘ 

ʚʥʝʩʪʠ ʜʦʧʦʚʥʝʥʥʷ, ʚʩʪʘʚʠʪʠ 

ʘʙʦ ʚʠʢʠʥʫʪʠ ʣʽʪʝʨʫ ʯʠ 

ʘʙʟʘʮ ʽ ʟʘʧʠʩʘʪʠ ʡʦʛʦ ʚ 

ʧʘʤ'ʷʪʴ.  

ʨʦʮʝʩ ʚʥʝʩʝʥʥʷ 

ʟʤʽʥ ʫ ʪʝʢʩʪ ʥʘʟʠʚʘʻʪʴʩʷ 

ʨʝʜʘʛʫʚʘʥʥʷʤ. ʊʝʢʩʪʦʚʽ 

ʤʦʞʥʘ ʥʘʜʘʪʠ ʙʘʞʘʥʦʛʦ 

ʚʠʛʣʷʜʫ, ʥʘʧʨʠʢʣʘʜ, ʷʢ 

ʚʘʰʽʡ ʫʣʶʙʣʝʥʽʡ ʢʥʠʞʮʽ ʘʙʦ 

ʮʴʦʤʫ ʝʣʝʢʪʨʦʥʥʦʤʫ 

ʧʦʩʽʙʥʠʢʫ. 

ʨʦʮʝʩ ʦʬʦʨʤʣʝʥʥʷ 

ʪʝʢʩʪʫ ʟ ʤʝʪʦʶ ʥʘʜʘʥʥʷ 

ʡʦʤʫ ʥʝʦʙʭʽʜʥʦʛʦ ʚʠʛʣʷʜʫ 

ʥʘʟʠʚʘʻʪʴʩʷ ʬʦʨʤʘʪʫʚʘʥʥʷʤ 

ʪʝʢʩʪʫ.  

 

5. ɺʽʜʬʦʨʤʘʪʫʡʪʝ ʪʝʢʩʪ. ɺʠʤʦʛʠ: ʙʫʢʚʠʮʷ, ʘʙʟʘʮʠ, ʪʝʢʩʪ ʧʦ ʰʠʨʠʥʽ, 

ʪʝʨʤʽʥʠ ï ʢʫʨʩʠʚʦʤ, ʽʥʪʝʨʚʘʣʠ ʧʝʨʝʜ ʽ ʧʽʩʣʷ ʘʙʟʘʮʽʚ, ʧʝʨʝʥʦʩʠ. 

6. ʇʝʨʝʪʚʦʨʽʪʴ ʪʝʢʩʪ ʫ ʜʚʽ ʢʦʣʦʥʢʠ ʟ ʨʦʟʜʽʣʶʚʘʯʝʤ. ʅʘ ʩʚʽʡ ʨʦʟʩʫʜ 

ʧʦʟʤʽʥʶʡʪʝ ʢʽʣʴʢʽʩʪʴ ʢʦʣʦʥʦʢ ʫ ʪʝʢʩʪʽ ʪʘ ʟʘʜʘʡʪʝ ʨʽʟʥʫ ʰʠʨʠʥʫ 

ʢʦʣʦʥʦʢ. 

7. ɿʘʢʽʥʯʽʪʴ ʨʦʙʦʪʫ. ʆʬʦʨʤʽʪʴ ʚʠʩʥʦʚʢʠ 
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ʃʘʙʦʨʘʪʦʨʥʦ-ʧʨʘʢʪʠʯʥʘ ʨʦʙʦʪʘ 

ʊʝʤʘ:  ʈʦʙʦʪʘ ʟ ʢʦʣʦʥʢʘʤʠ (1 ʛʦʜ.) 

ʄʝʪʘ:  ʥʘʚʯʠʪʠʩʷ ʦʬʦʨʤʣʷʪʠ ʛʘʟʝʪʥʽ ʧʫʙʣʽʢʘʮʽʾ  ʟʘ ʟʨʘʟʢʦʤ 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ,  ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ. 

 

ʍʽʜ ʨʦʙʦʪʠ 

 

ɿʘʚʜʘʥʥʷ: ʦʬʦʨʤʽʪʴ ʧʫʙʣʽʢʘʮʽʶ ʟʛʽʜʥʦ ʟ ʧʽʜʽʙʨʘʥʠʤ ʟʨʘʟʢʦʤ ïʚʠʨʽʟʢʦʶ ʟ 

ʛʘʟʝʪʠ ʯʠ ʞʫʨʥʘʣʫ (ʘʙʦ ʟʘ ʥʠʞʯʝ ʧʨʠʚʝʜʝʥʠʤ ʟʨʘʟʢʦʤ).  

 

ɺʠʤʦʛʠ: ʪʨʠ ʢʦʣʦʥʢʠ, ʜʚʽ ʢʘʨʪʠʥʢʠ, ʧʦʚʥʘ ʩʪʦʨʽʥʢʘ, ʟʘʛʦʣʦʚʢʠ ʥʘ ʪʣʽ.  

 

ʈʦʙʦʪʘ ʟ ʢʦʣʦʥʢʘʤʠ 
 
ʑʦʙ ʟʨʦʙʠʪʠ ʪʝʢʩʪ 

ʢʦʤʧʘʢʪʥʽʰʠʤ ʽ 

ʧʨʠʚʘʙʣʠʚʽʰʠʤ, ʡʦʛʦ 

ʨʦʟʙʠʚʘʶʪʴ ʥʘ ʢʦʣʦʥʢʠ. ʊʝʢʩʪʠ 

ʫ ʚʠʛʣʷʜʽ ʢʦʣʦʥʦʢ ʜʨʫʢʫʶʪʴʩʷ 

ʥʘ ʩʪʦʨʽʥʢʘʭ ʛʘʟʝʪ, ʞʫʨʥʘʣʽʚ, 

ʜʦʚʽʜʢʦʚʠʭ ʚʠʜʘʥʴ. ʈʦʟʛʣʷʥʝʤʦ 

ʧʨʦʩʪʽ ʧʨʠʡʦʤʠ ʩʪʚʦʨʝʥʥʷ 

ʪʘʢʠʭ ʢʦʣʦʥʦʢ ʫ ʜʦʢʫʤʝʥʪʽ 

Microsoft Word. 

ʉʪʚʦʨʠʪʠ ʙʘʛʘʪʦ 

ʢʦʣʦʥʢʦʚʠʡ ʪʝʢʩʪ 

ʥʘʡʧʨʦʩʪʽʰʝ ʟʘ 

ʜʦʧʦʤʦʛʦʶ ʢʥʦʧʢʠ ʉʪʦʣʙʮʳ 

ʧʘʥʝʣʽ ʽʥʩʪʨʫʤʝʥʪʽʚ 

ʉʪʘʥʜʘʨʪʥʘʷ. ʋʩʪʘʥʦʚʽʪʴ ʨʝʞʠʤ 

ʨʦʟʤʽʪʢʠ ʪʝʢʩʪʫ ʽ ʚʠʜʽʣʽʪʴ 

ʯʘʩʪʠʥʫ ʪʝʢʩʪʫ, ʷʢʫ ʧʦʪʨʽʙʥʦ 

ʨʦʟʙʠʪʠ ʥʘ ʢʦʣʦʥʢʠ. ʗʢʱʦ ʥʝ 

ʚʠʜʽʣʠʪʠ ʙʫʜʴ-ʷʢʠʡ ʪʝʢʩʪʦʚʠʡ 

ʬʨʘʛʤʝʥʪ, ʨʦʟʙʠʪʪʷ ʥʘ ʢʦʣʦʥʢʠ 

ʙʫʜʝ ʟʘʩʪʦʩʦʚʘʥʦ ʜʦ ʧʦʪʦʯʥʦʛʦ 

ʨʦʟʜʽʣʫ ʘʙʦ ʜʦ ʚʩʴʦʛʦ ʜʦʢʫʤʝʥʪʘ. 

ʂʣʘʮʥʽʪʴ ʧʦ ʢʥʦʧʮʽ ʉʪʦʣʙʮʳ 

ʧʘʥʝʣʽ ʽʥʩʪʨʫʤʝʥʪʽʚ 

ʉʪʘʥʜʘʨʪʥʘʷ. ʅʘʪʠʩʢʘʶʯʠ ʣʽʚʫ 

ʢʥʦʧʢʫ ʤʠʰʽ, ʚʠʜʽʣʽʪʴ ʫ ʩʧʠʩʢʫ 

ʧʦʪʨʽʙʥʫ ʢʽʣʴʢʽʩʪʴ ʢʦʣʦʥʦʢ ʽ 

ʚʽʜʧʫʩʪʽʪʴ ʢʥʦʧʢʫ ʤʠʰʽ. 

ʂʦʣʦʥʢʠ, ʩʪʚʦʨʝʥʽ 

ʪʘʢʠʤ ʯʠʥʦʤ, ʤʘʪʠʤʫʪʴ 

ʦʜʥʘʢʦʚʫ ʰʠʨʠʥʫ. ɼʣʷ 

ʩʪʘʥʜʘʨʪʥʠʭ ʘʨʢʫʰʽʚ ʬʦʨʤʘʪʫ 

ɸ4 ʟ ʤʽʥʽʤʘʣʴʥʠʤʠ ʧʦʣʷʤʠ ʪʘ 

ʧʦʨʪʨʝʪʥʦʶ ʦʨʽʻʥʪʘʮʽʻʶ ʤʦʞʥʘ 

ʩʪʚʦʨʠʪʠ ʚʽʜ 2 ʜʦ 7 ʢʦʣʦʥʦʢ. 

 

  

 

ɺʽʜʢʦʨʠʛʫʚʘʪʠ ʰʠʨʠʥʫ ʩʪʚʦʨʝʥʠʭ 

ʢʦʣʦʥʦʢ, ʘ ʪʘʢʦʞ ʧʨʦʧʫʩʢʠ ʤʽʞ ʥʠʤʠ ʤʦʞʥʘ 

ʣʽʥʽʡʢʦʶ. ɺʢʣʶʯʽʪʴ ʣʽʥʽʡʢʫ (ʤʝʥʶ ɺʠʜ Ÿ 

ʃʠʥʝʡʢʘ) ʪʘ ʨʦʟʤʽʩʪʽʪʴ ʢʫʨʩʦʨ ʫ ʦʜʥʽʡ ʟ ʢʦʣʦʥʦʢ. 

ʅʘ ʛʦʨʠʟʦʥʪʘʣʴʥʽʡ ʣʽʥʽʡʮʽ ʚʽʜʦʙʨʘ-

ʞʘʪʠʤʫʪʴʩʷ ʤʝʞʽ ʢʦʣʦʥʦʢ. ɺʠ ʤʦʞʝʪʝ ʟʤʽʥʠʪʠ 

ʧʦʣʦʞʝʥʥʷ ʙʫʜʴ-ʷʢʦʾ ʤʝʞʽ ʽ ʚʽʜʧʦʚʽʜʥʦ ʰʠʨʠʥʫ 

ʢʦʣʦʥʢʠ, ʷʢʱʦ ʤʠʰʝʶ ʧʝʨʝʪʷʛʥʝʪʝ ʤʝʞʫ ʫ ʥʦʚʝ 

ʧʦʣʦʞʝʥʥʷ. 

ʊʝʢʩʪ ʜʦ ʢʦʣʦʥʦʢ ʤʦʞʥʘ ʚʚʦʜʠʪʠ ʽ 

ʨʝʜʘʛʫʚʘʪʠ ʟʚʠʯʘʡʥʠʤʠ ʧʨʠʡʦʤʘʤʠ.

 

 

 

 

ɿʘʢʽʥʯʽʪʴ ʨʦʙʦʪʫ. ʆʬʦʨʤʽʪʴ ʚʠʩʥʦʚʢʠ 
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ʃʘʙʦʨʘʪʦʨʥʦ-ʧʨʘʢʪʠʯʥʘ ʨʦʙʦʪʘ 

 

ʊʝʤʘ:  ʇʦʙʫʜʦʚʘ ʪʘ ʟʘʧʦʚʥʝʥʥʷ ʪʘʙʣʠʮʴ (2 ʛʦʜ.) 

ʄʝʪʘ:  ʥʘʚʯʠʪʠʩʷ ʩʪʚʦʨʶʚʘʪʠ ʪʘʙʣʠʮʽ ʨʽʟʥʠʤʠ ʩʧʦʩʦʙʘʤʠ 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ,  ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ. 

 

ʍʽʜ ʨʦʙʦʪʠ 

ɿʘʚʜʘʥʥʷ:  ʩʪʚʦʨʽʪʴ ʪʘʙʣʠʮʽ ʟʘ ʟʨʘʟʢʦʤ ʨʽʟʥʠʤʠ ʩʧʦʩʦʙʘʤʠ ʪʘ ʟʙʝʨʝʞʽʪʴ 

ʜʦʢʫʤʝʥʪ ʧʽʜ ʥʘʟʚʦʶ ʈʦʙʦʪʘ ʟ ʪʘʙʣʠʮʷʤʠ (ʜʣʷ ʧʦʜʘʣʴʰʦʛʦ ʚʠʢʦʨʠʩʪʘʥʥʷ).  

 

ʉʪʚʦʨʶʶʯʠ ʪʘʙʣʠʮʽ ʚʠʢʦʨʠʩʪʦʚʫʡʪʝ ʧʫʥʢʪ ʤʝʥʶ ʊʘʙʣʠʮʽ  ʘʙʦ ʜʣʷ ʙʽʣʴʰ 

ʟʨʫʯʥʦʾ ʨʦʙʦʪʠ ʨʦʟʪʘʰʫʡʪʝ ʥʘ ʧʘʥʝʣʽ ʽʥʩʪʨʫʤʝʥʪʽʚ ʧʘʥʝʣʴ ʊʘʙʣʠʮʽ ʽ ʛʨʘʥʠʮʽ 

(ɺʠʛʣʷʜ-ʇʘʥʝʣʴ ʽʥʩʪʨʫʤʝʥʪʽʚ) 

 

 ̄ ʇɯɹ ʫʯʥʷ 

ʋʩʧʽʰʥʽʩʪʴ 

ʌʽʟʠʢʘ ʄʘʪʝʤʘʪʠʢʘ ɯʥʬʦʨʤʘʪʠʢʘ 

1 ʩʝʤ. 2 ʩʝʤ. 1 ʩʝʤ. 2 ʩʝʤ. 1 ʩʝʤ. 2 ʩʝʤ. 

        

 

 ̄ ʇɯɹ ʫʯʥʷ ʋʩʧʽʰʥʽʩʪʴ 

ʌʽʟʠʢʘ ʄʘʪʝʤʘʪʠʢʘ ɯʥʬʦʨʤʘʪʠʢʘ 

1 ʩʝʤ. 2 ʩʝʤ. 1 ʩʝʤ. 2 ʩʝʤ. 1 ʩʝʤ. 2 ʩʝʤ. 

        

        

 

 ̄ ʇɯɹ ʫʯʥʷ ʋʩʧʽʰʥʽʩʪʴ 

ʌʽʟʠʢʘ ʄʘʪʝʤʘʪʠʢʘ ɯʥʬʦʨʤʘʪʠʢʘ 

1 ʩʝʤ. 2 ʩʝʤ. 1 ʩʝʤ. 2 ʩʝʤ. 1 ʩʝʤ. 2 ʩʝʤ. 

        

        

        

        

        

        

 

 

ɿʘʢʽʥʯʽʪʴ ʨʦʙʦʪʫ. ʆʬʦʨʤʽʪʴ ʚʠʩʥʦʚʢʠ
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ʃʘʙʦʨʘʪʦʨʥʦ-ʧʨʘʢʪʠʯʥʘ ʨʦʙʦʪʘ 

ʊʝʤʘ:  ʈʝʜʘʛʫʚʘʥʥʷ ʪʘ ʬʦʨʤʘʪʫʚʘʥʥʷ ʪʘʙʣʠʮʴ (1 ʛʦʜ.) 

ʄʝʪʘ: ʨʦʟʛʣʷʥʫʪʠ ʤʝʭʘʥʽʟʤʠ ʦʬʦʨʤʣʝʥʥʷ ʜʦʢʫʤʝʥʪʽʚ, ʷʢʽ ʤʽʩʪʷʪʴ ʪʘʙʣʠʮʽ. 

ʅʘʚʯʠʪʠʩʷ ʨʝʜʘʛʫʚʘʪʠ ʪʘ ʬʦʨʤʘʪʫʚʘʪʠ ʪʘʙʣʠʮʽ 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ,  ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ. 

 

ʍʽʜ ʨʦʙʦʪʠ 

1. ɿʘʧʫʩʪʽʪʴ ʪʝʢʩʪʦʚʠʡ ʨʝʜʘʢʪʦʨ 

2. ʉʪʚʦʨʽʪʴ ʬʘʡʣ ʧʽʜ ʥʘʟʚʦʶ ʨʝʜʘʛʫʚʘʥʥʷ ʪʘ ʬʦʨʤʘʪʫʚʘʥʥʷ ʪʘʙʣʠʮʴ 

3. ʉʪʚʦʨʽʪʴ ʪʘʙʣʠʮʶ ʟʘ ʧʦʜʘʥʠʤ ʥʠʞʯʝ ʟʨʘʟʢʦʤ (ʚʠʢʦʨʠʩʪʦʚʫʡʪʝ 

ʨʦʟʤʽʱʝʥʥʷ ʪʝʢʩʪʫ ʧʦ ʮʝʥʪʨʫ ʢʦʤʽʨʢʠ, ʨʦʟʨʠʚʠ ʪʘʙʣʠʮʽ ʪʘ ʥʝʚʠʜʠʤʽ 

ʣʽʥʽʾ) 

 

ˉ 

ʟ/ʧ 

ʇʝʨʝʣʽʢ 

ʧʨʝʜʤʝʪʽʚ 

ɺ
ʠ
ʚ
ʯ
ʘ
ʣ
ʠ
 
ʧ
ʨ
ʝ
ʜ
ʤ
ʝ
ʪ

 

ɸ
ʪ
ʝ
ʩ
ʪ
ʦ
ʚ
ʘ
ʥ
ʦ

 

ʅ
ʝ
 
ʘ
ʪ
ʝ
ʩ
ʪ
ʦ
ʚ
ʘ
ʥ
ʦ

 

ʈʽʚʥʽ ʢʦʤʧʝʪʝʥʪʥʦʩʪʽ ʫʯʥʽʚ 

ʉ
ʝ
ʨ
ʝ
ʜ
ʥ
ʽ
ʡ
 
ʙ
ʘ
ʣ

 

ʧʦʯʘʪʢʦʚʠʡ ʩʝʨʝʜʥʽʡ ʜʦʩʪʘʪʥʽʡ ʚʠʩʦʢʠʡ 

ʂ
-ʩ
ʪ
ʴ

 

%
 
ʜ
ʦ
 
ʘ
ʪ
ʝ
ʩ
ʪ

 

ʂ
-ʩ
ʪ
ʴ

 

%
 
ʜ
ʦ
 
ʘ
ʪ
ʝ
ʩ
ʪ

 

ʂ
-ʩ
ʪ
ʴ

 

%
 
ʜ
ʦ
 
ʘ
ʪ
ʝ
ʩ
ʪ

 

ʂ
-ʩ
ʪ
ʴ

 

%
 
ʜ
ʦ
 
ʘ
ʪ
ʝ
ʩ
ʪ

 

1 
ɽʣʝʢʪʨʦ-

ʪʝʭʥʽʢʘ 
138 137 1 20 14,6 79 57,7 34 24,8 4 2,9 4 

 
2 ʂʨʝʩʣʝʥʥʷ 52 52 - 6 11,5 26 50 20 38,5 - - 4,5 

 
3 ʆʭʦʨʦʥʘ ʧʨʘʮʽ 189 189 - 18 9,5 103 54,5 57 30,2 11 5,8 5,5 

 
4 ɯʥʬʦʨʤʘʮ.ʪʝʭʥ 186 186 - 27 14,5 107 57,5 40 21,5 12 6,5 4,5 

 

5 ʆʩʥʦʚʠ 

ʝʢʦʥʦʤʽʢʠ 
186 186 - 25 13,4 109 58,6 39 21 13 7 5,5 

 

 

ɺʩʴʦʛʦ 

(ʩʝʨʝʜʥʽʡ 

ʧʦʢʘʟʥʠʢ) 

150 150 1 19 12,7 85 55,7 38 27,2 8 4,4 4,8 

 

4.  ɿʘʢʽʥʯʽʪʴ ʨʦʙʦʪʫ. 

5. ʆʬʦʨʤʽʪʴ ʚʠʩʥʦʚʢʠ. 
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ʃʘʙʦʨʘʪʦʨʥʦ-ʧʨʘʢʪʠʯʥʘ ʨʦʙʦʪʘ 

ʊʝʤʘ:  ʈʝʜʘʛʫʚʘʥʥʷ ʪʘ ʬʦʨʤʘʪʫʚʘʥʥʷ ʪʘʙʣʠʮʴ (1 ʛʦʜ.) 

ʄʝʪʘ:  ʨʦʟʛʣʷʥʫʪʠ ʤʝʭʘʥʽʟʤʠ ʦʬʦʨʤʣʝʥʥʷ ʜʦʢʫʤʝʥʪʽʚ, ʷʢʽ ʤʽʩʪʷʪʴ ʪʘʙʣʠʮʽ. ʅʘʚʯʠʪʠʩʷ ʨʝʜʘʛʫʚʘʪʠ ʪʘ ʬʦʨʤʘʪʫʚʘʪʠ 

ʪʘʙʣʠʮʽ 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ,  ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ. 
 

ʍʽʜ ʨʦʙʦʪʠ 

1. ɿʘʧʫʩʪʽʪʴ ʪʝʢʩʪʦʚʠʡ ʨʝʜʘʢʪʦʨ 

2. ʉʪʚʦʨʽʪʴ ʬʘʡʣ ʧʽʜ ʥʘʟʚʦʶ ʨʝʜʘʛʫʚʘʥʥʷ ʪʘ ʬʦʨʤʘʪʫʚʘʥʥʷ ʪʘʙʣʠʮʴ2 

3. ʉʪʚʦʨʽʪʴ ʪʘʙʣʠʮʶ ʟʘ ʧʦʜʘʥʠʤ ʥʠʞʯʝ ʟʨʘʟʢʦʤ 
 

ˉ ʧ/ʧ ʅʘʚʯʘʣʴʥʽ ʧʨʝʜʤʝʪʠ  

ʟʘ ʚʠʜʘʤʠ ʧʽʜʛʦʪʦʚʢʠ 

ʈ
ʦ
ʟ
ʧ
ʦ
ʜ
ʽ
ʣ
 
ʝ
ʢ
ʟ
ʘ
ʤ
ʝ
ʥ
ʽ
ʚ

 

ʂʽʣʴʢʽʩʪʴ 

ʛʦʜʠʥ 

ʈʦʟʧʦʜʽʣ ʧʦ ʢʫʨʩʘʭ ʽ ʩʝʤʝʩʪʨʘʭ (ʢʽʣʴʢʽʩʪʴ ʛʦʜʠʥ ʥʘ ʪʠʞʜʝʥʴ) 

1 ʢʫʨʩ 2 ʢʫʨʩ 3 ʢʫʨʩ 

1 ʩʝʤ 2 ʩʝʤʝʩʪʨ 1ʩʝʤ 2 ʩʝʤʝʩʪʨ 1  2 ʩʝʤʝʩʪʨ 

15 2 10 5 3 1 4  

ʢʦʥʩ 

ɺʩʴʦʛʦ 17 10 4 1  

ʢʦʥʩ 

2 

ɼʇɸ 

6 

 

ʚʩʴʦʛʦ 17 5 3 1 1  

ʢʦʥʩ 

1 

 ̔

12 

ʆʂʅ 1 ʢʘʪ 

ʚʩʴʦʛʦ 

1 ɺʠʜʠ ʧʽʜʛʦʪʦʚʢʠ ʜʣʷ ʟʜʦʙʫʪʪʷ ʧʦʚʥʦʾ ʟʘʛʘʣʴʥʦʾ 

ʩʝʨʝʜʥʴʦʾ ʦʩʚʽʪʠ 
ɺʩʴʦʛ

ʦ 

ʊʝʦʨʝ

ʪʠʯʥ 
ʃʇɿ 

                          

1.1 ʇʨʠʨʦʜʥʠʯʦ-ʤʘʪʝʤʘʪʠʯʥʘ ʧʽʜʛʦʪʦʚ.  781   11 11 12 12 10 10   407 13 10 11 9 6 6  374          

1.1.1 ɸʣʛʝʙʨʘ, (ʚ ʪ.ʯ. ʛʝʦʤʝʪʨʽʷ 130 )  260   4 4 4 4 4 4   144 4 4 2     116          

1.1.2 ʌʽʟʠʢʘ   209 194 15 3 3 3 3 3 3   108 3 3 4 4    101          

1.1.3 ɸʩʪʨʦʥʦʤʽʷ   17            1       17          

1.1.4 ʍʽʤʽʷ  110 104 6 2 2 1 1 1 1   53 2 1 3 1    57          

1.1.5 ɯʥʬʦʨʤʘʪʠʢʘ 2 70   1 1 1 1 1 1   36 1 1 1 3 6 6  34          

1.1.6 ɹʽʦʣʦʛʽʷ, ʦʩʥʦʚʠ ʝʢʦʣʦʛʽʾ ï 15  85 80 5 1 1 1 1 1 1   36 2 1 1 1    49          

1.1.7 ɻʝʦʛʨʘʬʽʷ  30     2 2     30                  

1.2 ɻʫʤʘʥʽʪʘʨʥʘ ʧʽʜʛʦʪʦʚʢʘ  653   9 8 10 8 8 7   322 10 9 10 14 12 10  314 1        17 

1.2.1 ʋʢʨʘʾʥʩʴʢʘ  ʤʦʚʘ 2 140   2 2 2 2 2 2   72 2 2 3 2 6 4  68          

1.2.2 ʋʢʨʘʾʥʩʴʢʘ  ʣʽʪʝʨʘʪʫʨʘ  70   1 1 1 1 1 1   36 1 1 1 3    34          

1.2.3 ɿʘʨʫʙʽʞʥʘ ʣʽʪʝʨʘʪʫʨʘ  70   2 1 3 1 1    70                  

1.2.4 ɯʩʪʦʨʽʷ ʋʢʨʘʾʥʠ 2 70   1 1 1 1 1 1   36 1 1 1 3 6 6  34          

1.2.5 ɺʩʝʩʚʽʪʥʷ ʽʩʪʦʨʽʷ  70   1 1 1 1 1 1   36 1 1 1 3    34          

1.2.6 ɯʥʦʟʝʤʥʘ ʤʦʚʘ  130   2 2 2 2 2 2   72 2 2 1     58          

1.2.7 ʆʩʥʦʚʠ ʧʨʘʚʦʚʠʭ ʟʥʘʥʴ  34            1       17 1        17 

1.2.8 ʆʩʥʦʚʠ ʬʽʣʦʩʦʬʽʾ  35            1 1 2     35          

1.2.9 ʆʩʥʦʚʠ ʨʠʥʢʦʚʦʾ ʝʢʦʥʦʤʽʢʠ  34            1 1 1 3    34          

 

7. ɿʘʢʽʥʯʽʪʴ ʨʦʙʦʪʫ. 

8. ʆʬʦʨʤʽʪʴ ʚʠʩʥʦʚʢʠ.
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ʃʘʙʦʨʘʪʦʨʥʦ-ʧʨʘʢʪʠʯʥʘ ʨʦʙʦʪʘ 

 

ʊʝʤʘ:  ʇʦʣʷ ʟʣʠʪʪʷ (2 ʛʦʜ.) 

ʄʝʪʘ: ʫʤʽʪʠ ʛʦʪʫʚʘʪʠ ʜʽʣʦʚʽ ʣʠʩʪʠ ʦʜʥʘʢʦʚʦʛʦ ʟʤʽʩʪʫ ʜʣʷ ʨʦʟʩʠʣʘʥʥʷ 

ʜʝʢʽʣʴʢʦʤ ʘʜʨʝʩʘʪʘʤ, ʧʽʜʧʠʩʫʚʘʪʠ ʢʦʥʚʝʨʪʠ, ʩʪʚʦʨʶʚʘʪʠ ʰʘʙʣʦʥʠ 

ʙʣʘʥʢʽʚ. 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ,  ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ. 

 

ʍʽʜ ʨʦʙʦʪʠ 

 

1. ɿʘʧʫʩʪʽʪʴ ʪʝʢʩʪʦʚʠʡ ʨʝʜʘʢʪʦʨ ʽ ʩʪʚʦʨʽʪʴ ʥʦʚʠʡ ʜʦʢʫʤʝʥʪ. 

          ɺʠʤʢʥʽʪʴ ʨʝʞʠʤ ʂʦʜr ʧʦʣʝʡ ʥʘ ʟʘʢʣʘʜʮʽ ɺʠʜ ʢʦʤʘʥʜʠ ʉʝʨʚʠʩ / 

ʇʘʨʘʤʝʪʨér 

2. ɺʠʢʦʥʘʡʪʝ ʢʦʤʘʥʜʫ ʉʝʨʚʠʩ / ʇʠʩʴʤʘ ʠ ʨʘʩʩʳʣʢʠ / ʉʣʠʷʥʠʝ 

3. ɺʠʢʦʥʘʡʪʝ ʟʘʧʨʦʧʦʥʦʚʘʥʽ ʰʽʩʪʴ ʢʨʦʢʽʚ: 

 

-  ɺʠʙʨʘʪʠ ʪʠʧ ʜʦʢʫʤʝʥʪʘ (ʚʠʙʠʨʘʻʤʦ ʧʽʜʢʨʝʩʣʝʥʝ): ʣʠʩʪʠ, ʢʦʥʚʝʨʪʠ, 

ʧʦʚʽʜʦʤʣʝʥʥʷ, ʢʘʪʘʣʦʛʠ, ʥʘʢʣʝʡʢʠ Ÿ ʚʠʢʦʥʘʪʠ ʢʦʤʘʥʜʫ ɼʘʣʽ. 

-   ɺʠʙʨʘʪʠ ʜʦʢʫʤʝʥʪ: ʧʦʪʦʯʥʠʡ, ʰʘʙʣʦʥ, ʽʩʥʫʶʯʠʡŸ ɼʘʣʽ. 

-  ɺʠʙʨʘʪʠ ʦʜʝʨʞʫʚʘʯʽʚ: ʚʠʢʦʨʠʩʪʘʥʥʷ ʩʧʠʩʢʫ, ʩʪʚʦʨʝʥʥʷ  ʩʧʠʩʢʫ. ɺʠʢʦʥʘʪʠ 

ʢʦʤʘʥʜʫ ʉʪʚʦʨʠʪʠ ʩʧʠʩʦʢé ʋ ʚʽʢʥʽ ʅʦʚʠʡ ʩʧʠʩʦʢ ʘʜʨʝʩ ʥʘʪʠʩʥʫʪʠ ʥʘ 

ʦʩʪʘʥʥʶ ʢʥʦʧʢʫ  ʅʘʣʘʰʪʫʚʘʥʥʷé ʽ ʢʦʨʠʩʪʫʶʯʠʩʴ ʽʥʰʠʤʠ ʢʥʦʧʢʘʤʠ, 

ʜʦʜʘʪʠ, ʚʠʣʫʯʠʪʠ ʯʠ ʧʝʨʝʡʤʝʥʫʚʘʪʠ ʥʘʟʚʠ ʧʦʣʽʚ ʜʘʥʠʭ ʜʣʷ ʟʣʠʪʪʷ, ʘ 

ʪʘʢʦʞ ʚʧʦʨʷʜʢʫʚʘʪʠ ʾʭ ʫ ʧʦʨʷʜʢʫ ʚʠʢʦʨʠʩʪʘʥʥʷ (ʟʘ ʜʦʧʦʤʦʛʦʶ ʢʥʦʧʦʢ 

ɺʚʝʨʭ, ɺʥʠʟ) Ÿ ʆʂ. ɺʚʝʩʪʠ ʘʜʨʝʩʫ ʪʘ ʽʥʰʽ ʜʘʥʽ ʜʨʫʛʦʾ ʦʩʦʙʠ ʽ ʪ.ʜ. 

ɿʘʢʨʠʪʠ ʚʽʢʥʦ. ɿʙʝʨʝʛʪʠ ʩʧʠʩʦʢ ʷʢ ʙʘʟʫ ʜʘʥʠʭ ʫ ʬʦʨʤʘʪʽ .mdb  ʧʽʜ 

ʥʘʟʚʦʶ ʉʧʠʩʦʢ. ʇʝʨʝʛʣʷʥʫʪʠ ʩʧʠʩʦʢ ʫ ʚʽʢʥʽ ʆʜʝʨʞʫʚʘʯʽ ʟʣʠʪʪʷ, ʚʥʝʩʪʠ 

ʟʤʽʥʠ, ʷʢʱʦ ʧʦʪʨʽʙʥʦ Ÿ ʆʂ Ÿ ɼʘʣʽ. 

-  ʉʪʚʦʨʠʪʠ ʛʦʣʦʚʥʠʡ ʜʦʢʫʤʝʥʪ, ʥʘʙʠʨʘʶʯʠ ʥʝʟʤʽʥʥʫ ʯʘʩʪʠʥʫ ʪʝʢʩʪʫ ʣʠʩʪʘ ʽ 

ʚʩʪʘʚʣʷʶʯʠ ʧʦʣʷ ʙʘʟʠ ʜʘʥʠʭ ʟʘ ʜʦʧʦʤʦʛʦʶ ʢʦʤʘʥʜʠ ɯʥʰʽ ʝʣʝʤʝʥʪʠé 

ɺʽʜʧʦʚʽʜʥʝ ʚʽʢʥʦ ʧʦʪʨʽʙʥʦ ʱʦʨʘʟʫ ʟʘʢʨʠʚʘʪʠ, ʱʦʙ ʧʨʦʜʦʚʞʠʪʠ 

ʥʘʙʠʨʘʪʠ ʣʠʩʪ Ÿ ɼʘʣʽ. 

-  ʇʝʨʝʛʣʷʥʫʪʠ ʣʠʩʪʠ. ʅʘ ʮʴʦʤʫ ʝʪʘʧʽ ʤʦʞʥʘ ʚʠʣʫʯʠʪʠ ʜʝʷʢʠʡ ʣʠʩʪ, 

ʩʢʦʨʠʛʫʚʘʪʠ ʩʧʠʩʦʢ ʘʜʨʝʩʘʪʽʚ, ʟʥʘʡʪʠ ʢʦʥʢʨʝʪʥʦʛʦ ʘʜʨʝʩʘʪʘ Ÿ ɼʘʣʽ. 

-  ɿʘʚʝʨʰʠʪʠ ʟʣʠʪʪʷ. ʅʘ ʮʴʦʤʫ ʝʪʘʧʽ ʤʦʞʥʘ ʚʥʝʩʪʠ ʟʤʽʥʠ ʫ ʣʠʩʪʠ, ʚʠʢʦʥʘʪʠ 

ʢʦʤʘʥʜʫ ʜʨʫʢʫʚʘʥʥʷ ʚʩʽʭ ʯʠ ʚʠʙʨʘʥʠʭ ʣʠʩʪʽʚ, ʟʙʝʨʝʛʪʠ ʩʪʚʦʨʝʥʠʡ ʬʘʡʣ 

ʥʘ ʜʠʩʢʫ. 

                   ʂʦʥʚʝʨʪʠ ʪʘ ʥʘʢʣʝʡʢʠ ʩʪʚʦʨʶʶʪʴ ʧʦʜʽʙʥʠʤ ʩʧʦʩʦʙʦʤ. 

4.  ɿʘʚʝʨʰʽʪʴ ʨʦʙʦʪʫ. ʆʬʦʨʤʽʪʴ ʚʠʩʥʦʚʢʠ 
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ʃʘʙʦʨʘʪʦʨʥʦ-ʧʨʘʢʪʠʯʥʘ ʨʦʙʦʪʘ 

 

ʊʝʤʘ:  ʈʦʙʦʪʘ ʟ ʛʨʘʬʽʯʥʠʤʠ ʦʙôʻʢʪʘʤʠ  (1 ʛʦʜ.) 

ʄʝʪʘ:  ʥʘʚʯʠʪʠʩʷ ʙʫʜʫʚʘʪʠ ʛʨʘʬʽʯʥʽ ʦʙôʻʢʪʠ ʪʘ ʚʠʢʦʥʫʚʘʪʠ ʜʽʾ ʥʘʜ ʥʠʤʠ 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ,  ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ. 

 

ʍʽʜ ʨʦʙʦʪʠ 

 

1. ɿʘʧʫʩʪʽʪʴ ʪʝʢʩʪʦʚʠʡ ʨʝʜʘʢʪʦʨ 

2. ɺʠʙʝʨʽʪʴ ʢʦʤʘʥʜʫ ɺʩʪʘʚʢʘ / ʈʠʩʫʥʦʢ / ʆʙʲʝʢʪ WordArt 

3. ɺʠʙʝʨʽʪʴ ʪʨʝʪʽʡ ʟʨʘʟʦʢ ʚ ʯʝʪʚʝʨʪʦʤʫ ʨʷʜʫ. ɺʽʜʤʽʪʴʪʝ ʡʦʛʦ ʽ ʥʘʪʠʩʥʽʪʴ 

ʆʂ ʥʘ ʝʢʨʘʥʽ ʟôʷʚʠʪʴʩʷ ʜʽʘʣʦʛʦʚʝ ʚʽʢʥʦ 

ʀʟʤʝʥʝʥʠʝ ʪʝʢʩʪʘ WordArt. 
4. ɺʚʝʜʽʪʴ ʩʣʦʚʦ ʂʥʠʛʠ (ʚ ʮʴʦʤʫ ʚʽʢʥʽ ʚʠ ʪʘʢʦʞ 

ʤʦʞʝʪʝ ʟʤʽʥʠʪʠ ʰʨʠʬʪ,  ʨʦʟʤʽʨ ʰʨʠʬʪʫ, ʩʪʠʣʴ 

ʥʘʧʠʩʘʥʥʷ) ʽ ʥʘʪʠʩʥʽʪʴ ʆʂ. 

 
Word ʚʩʪʘʚʠʪʴ ʥʘʜʧʠʩ ʚ ʪʝʢʩʪ ʜʦʢʫʤʝʥʪʘ. ʗʢ ʽ ʙʫʜʴ-ʷʢʠʡ ʛʨʘʬʽʯʥʠʡ ʦʙôʻʢʪ, ʥʘʜʧʠʩ 

WordArt ʤʦʞʥʘ ʚʠʜʽʣʷʪʠ, ʟʤʽʥʶʚʘʪʠ ʨʦʟʤʽʨ, ʚʠʜʘʣʷʪʠ ʪʘ ʽʥ. 
 

5. ʂʣʘʮʥʽʪʴ ʚ ʙʫʜʴ-ʷʢʦʤʫ ʤʽʩʮʽ ʜʦʢʫʤʝʥʪʘ, ʱʦʙ ʟʥʷʪʠ ʚʠʜʽʣʝʥʥʷ 

ʥʘʜʧʠʩʫ. 

6. ʇʝʨʝʡʜʽʪʴ ʥʘ ʧʘʥʝʣʴ ʈʠʩʦʚʘʥʠʝ. 

7. ʂʣʘʮʥʽʪʴ ʥʘ ʢʥʦʧʮʽ ɸʚʪʦʬʠʛʫʨr (ʧʝʨʝʛʣʷʥʴʪʝ ʟʘʧʨʦʧʦʥʦʚʘʥʽ ʟʨʘʟʢʠ). 

ɺʠʙʝʨʽʪʴ ʟʘʢʣʘʜʢʫ ɿʚʝʟʜʳ ʠ ʣʝʥʪʳ ʢʣʘʮʥʽʪʴ ʥʘ ʧʝʨʰʦʤʫ ʟʨʘʟʢʫ ʚ 

ʯʝʪʚʝʨʪʦʤʫ ʨʷʜʽ.  

 
ʅʘ ʝʢʨʘʥʽ ʟôʷʚʠʪʴʩʷ ʥʘʜʧʠʩ ʉʦʟʜʘʡʪʝ ʨʠʩʫʥʦʢ. ʇʦʢʘʞʯʠʢ ʤʠʰʽ 

ʧʝʨʝʪʚʦʨʠʪʴʩʷ ʥʘ ʭʨʝʩʪʠʢ. ʇʝʨʝʪʷʛʘʶʯʠ ʧʦʢʘʟʥʠʢʦʤ, ʟʘʜʘʡʪʝ ʥʝʦʙʭʽʜʥʽ 

ʨʦʟʤʽʨʠ ʬʽʛʫʨʠ. ʅʘʚʢʦʣʦ ʟʦʙʨʘʞʝʥʥʷ ʟôʷʚʣʷʪʴʩʷ ʤʘʨʢʝʨʠ ʙʽʣʦʛʦ ʢʦʣʴʦʨʫ, 

ʷʢʽ ʜʦʟʚʦʣʷʶʪʴ ʟʤʽʥʶʚʘʪʠ ʨʦʟʤʽʨ ʬʽʛʫʨʠ. ʂʨʽʤ ʙʽʣʠʭ ʤʘʨʢʝʨʽʚ ʥʘ ʝʢʨʘʥʽ 

ʟôʷʚʠʪʴʩʷ  ʞʦʚʪʠʡ ʢʚʘʜʨʘʪʥʠʡ ʤʘʨʢʝʨ. ʗʢʱʦ ʡʦʛʦ ʧʝʨʝʪʷʛʘʪʠ 

ʤʠʰʢʦʶ, ʬʦʨʤʠ ʬʽʛʫʨʠ ʙʫʜʫʪʴ ʟʤʽʥʶʚʘʪʠʩʷ. ɿʝʣʝʥʠʡ ʢʨʫʛʣʠʡ ʤʘʨʢʝʨ 

ʩʣʫʞʠʪʴ ʜʣʷ ʧʦʚʦʨʦʪʫ ʬʽʛʫʨʦʶ.  
 

8.  ʂʣʘʮʥʽʪʴ ʥʘ ʢʥʦʧʮʽ ɸʚʪʦʬʠʛʫʨʳ / ʌʠʛʫʨʥʳʝ ʩʪʨʝʣʢʠ.  

ɺʠʙʝʨʽʪʴ ʧʝʨʰʫ ʬʽʛʫʨʫ ʦʩʪʘʥʥʴʦʛʦ ʨʷʜʫ. ɼʦʙʘʚʪʝ ʾʾ ʚ 

ʜʦʢʫʤʝʥʪ ʧʦʚʝʨʭ ʽʥʰʠʭ ʬʽʛʫʨ. 

9. ʂʣʘʮʥʽʪʴ ʃ.ʂ.ʂ. ʥʘ ʮʽʡ ʬʽʛʫʨʽ ʽ ʚʠʙʝʨʽʪʴ ʚ 

ʢʦʥʪʝʢʩʪʥʦʤʫ ʤʝʥʶ ʢʦʤʘʥʜʫ ʈʠʩʦʚʘʥʠʝ / ʇʦʨʷʜʦʢ / 

ʅʘ ʟʘʜʥʠʡ ʧʣʘʥ.  ʇʦʤʽʥʷʡʪʝ ʬʽʛʫʨʠ ʤʽʩʮʷʤʠ ʟʘ ʩʚʦʾʤ 

ʙʘʞʘʥʥʷʤ. 

10. ɿʘʢʽʥʯʽʪʴ  ʨʦʙʦʪʫ. ʆʬʦʨʤʽʪʴ ʚʠʩʥʦʚʢʠ. 
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ʄʽʡ 

ʙʫʜʠʥʦʢ 
 

ʃʘʙʦʨʘʪʦʨʥʦ-ʧʨʘʢʪʠʯʥʘ ʨʦʙʦʪʘ 

ʊʝʤʘ:  ʈʦʙʦʪʘ ʟ ʛʨʘʬʽʯʥʠʤʠ ʦʙôʻʢʪʘʤʠ (1 ʛʦʜ.) 

ʄʝʪʘ:  ʥʘʚʯʠʪʠʩʷ ʙʫʜʫʚʘʪʠ ʛʨʘʬʽʯʥʽ ʦʙôʻʢʪʠ ʪʘ ʚʠʢʦʥʫʚʘʪʠ ʜʽʾ ʥʘʜ ʥʠʤʠ 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ,  ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ. 

 

ʍʽʜ ʨʦʙʦʪʠ 

1. ɿʘʧʫʩʪʽʪʴ ʪʝʢʩʪʦʚʠʡ ʨʝʜʘʢʪʦʨ 

2. ɿʘʩʦʙʘʤʠ ʧʘʥʝʣʽ ʈʠʩʫʚʘʥʥʷ ʧʦʙʫʜʫʡʪʝ ʤʘʣʶʥʦʢ ʟʘ ʟʨʘʟʢʦʤ 

(ʚʠʢʦʨʠʩʪʦʚʫʶʯʠ ʦʙôʻʤʥʝ ʟʦʙʨʘʞʝʥʥʷ) ʪʘ ʩʪʚʦʨʽʪʴ  ʟʘʧʨʦʧʦʥʦʚʘʥʠʡ 

ʥʘʜʧʠʩ (ʚʠʜʽʣʠʪʠ ʦʙôʻʢʪ ʪʘ ʥʘʪʠʩʥʫʪʠ ʧʨʘʚʫ ʢʣʘʚʽʰʫ ʤʠʰʽ ï ʜʦʙʘʚʠʪʠ 

ʥʘʜʧʠʩ). 

3. ɿʛʨʫʧʫʡʪʝ ʤʘʣʶʥʦʢ (ʥʘʪʠʩʥʽʪʴ ʢʣʘʚʽʰʫ Ctrl  ʽ ʚʠʜʽʣʷʡʪʝ  ʧʦ ʦʜʥʦʤʫ 

ʦʙôʻʢʪʫ. ʂʦʣʠ ʚʩʽ ʦʙôʻʢʪʠ ʤʘʣʶʥʢʘ ʙʫʜʫʪʴ ʚʠʜʽʣʝʥʽ ʥʘʪʠʩʥʽʪʴ ʃ.ʂ.ʄ.. 

ʥʘ ʦʙôʻʢʪʽ  ʽ ʚʠʙʝʨʽʪʴ ɻʨʫʧʧʠʨʦʚʢʘ ï ɻʨʫʧʧʠʨʦʚʘʪʴ) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. ʇʦʙʫʜʫʡʪʝ ʜʝʢʽʣʴʢʘ ʤʘʣʶʥʢʽʚ ʥʘ ʚʣʘʩʥʠʡ ʨʦʟʩʫʜ ʪʘ ʨʦʟʤʽʩʪʴ ʪʝʢʩʪ ʜʘʥʦʾ 

ʃʇʈ ʟʘ ʣʽʚʠʤ ʢʨʘʻʤ ʚʽʜʥʦʩʥʦ ʤʘʣʶʥʢʫ. 

 

5. ɿʘʢʽʥʯʽʪʴ  ʨʦʙʦʪʫ. ʆʬʦʨʤʽʪʴ ʚʠʩʥʦʚʢʠ 
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ʃʘʙʦʨʘʪʦʨʥʦ-ʧʨʘʢʪʠʯʥʘ ʨʦʙʦʪʘ 

ʊʝʤʘ:  ʇʦʧʝʨʝʜʥʽʡ ʧʝʨʝʛʣʷʜ ʽ ʜʨʫʢ ʜʦʢʫʤʝʥʪʽʚ (1 ʛʦʜ.) 

ʄʝʪʘ: ʥʘʚʯʠʪʠʩʷ ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠ ʦʜʥʫ ʟ ʤʦʞʣʠʚʦʩʪʝʡ ʊʈ çʧʦʧʝʨʝʜʥʽʡ 

ʧʝʨʝʛʣʷʜè ʧʝʨʝʜ ʜʨʫʢʦʤ ʜʦʢʫʤʝʥʪʘ  

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ,  ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ. 

 

ʍʽʜ ʨʦʙʦʪʠ 

 

1. ɿʘʧʫʩʪʽʪʴ ʊʈ 

2. ʉʪʚʦʨʽʪʴ ʙʫʜʴ-ʷʢʫ ʪʠʪʫʣʴʥʫ ʩʪʦʨʽʥʢʫ ʘʙʦ ʚʠʢʦʨʠʩʪʘʡʪʝ ʟʨʘʟʦʢ ʟ ʃʇʈ 

çʌʦʨʤʘʪʫʚʘʥʥʷ ʜʦʢʫʤʝʥʪʽʚè. 

3. ʂʣʘʮʥʽʪʴ ʥʘ ʢʥʦʧʮʽ ʇʦʧʝʨʝʜʥʽʡ ʧʝʨʝʛʣʷʜ ʟ ʤʝʥʶ ʌʘʡʣ ʘʙʦ  ʥʘ 

ʩʪʘʥʜʘʨʪʥʽʡ ʧʘʥʝʣʽ ʽʥʩʪʨʫʤʝʥʪʽʚ 
 

ʋ ʚʽʢʥʽ ʧʦʧʝʨʝʜʥʴʦʛʦ ʧʝʨʝʛʣʷʜʫ ʜʦʢʫʤʝʥʪ ʚʽʜʦʙʨʘʞʘʻʪʴʩʷ ʚ ʪʘʢʦʤʫ ʞ ʚʠʛʣʷʜʽ, ʷʢ 

ʚʽʥ ʙʫʜʝ ʚʠʚʝʜʝʥʠʡ ʥʘ ʜʨʫʢ. ɿʚʝʨʥʽʪʴ ʫʚʘʛʫ, ʱʦ ʧʦʢʘʞʯʠʢ ʤʠʰʽ ʧʨʠʡʤʘʻ ʚʠʛʣʷʜ 

ʟʙʽʣʴʰʫʚʘʥʦʛʦ ʩʢʣʘ (ʣʫʧʘ) ʟ ʩʠʤʚʦʣʦʤ ç+è ʫ ʩʝʨʝʜʠʥʽ ʗʢʱʦ ʢʣʘʮʥʫʪʠ ʧʦʢʘʞʯʠʢʦʤ ʥʘ 

ʩʪʦʨʽʥʮʽ, ʪʦ ʟʦʙʨʘʞʝʥʥʷ ʟʙʽʣʴʰʠʪʴʩʷ, ʘ ʣʫʧʘ ʙʫʜʝ ʟ ʩʠʤʚʦʣʦʤ ç-è.  ʗʢʱʦ ʟʥʦʚʫ 

ʢʣʘʮʥʫʪʠ ʥʘ ʩʪʦʨʽʥʮʽ ï ʟʦʙʨʘʞʝʥʥʷ ʟʤʝʥʰʠʪʴʩʷ. ʗʢʱʦ ʢʣʘʮʥʫʪʠ ʥʘ ʢʥʦʧʢʫ 

ɿʙʽʣʴʰʝʥʥʷ ʚ ʨʝʞʠʤʽ ʧʦʧʝʨʝʜʥʴʦʛʦ ʧʝʨʝʛʣʷʜʫ ï ʧʦʢʘʞʯʠʢ ʧʨʠʡʤʘʻ ʚʠʛʣʷʜ 

ʚʝʨʪʠʢʘʣʴʥʦʾ ʩʪʨʽʣʢʠ ʽ ʚ ʜʦʢʫʤʝʥʪ ʤʦʞʥʘ ʚʥʦʩʠʪʠ ʟʤʽʥʠ. ɺ ʤʘʩʰʪʘʙʽ 100% ʪʝʢʩʪ 

ʜʦʢʫʤʝʥʪʘ ʙʫʜʝ ʚʽʜʦʙʨʘʞʘʪʠʩʷ ʥʘ ʝʢʨʘʥʽ ʪʘʢ, ʷʢ ʽ ʥʘ ʧʘʧʝʨʽ. ɼʣʷ ʟʤʽʥʠ ʤʘʩʰʪʘʙʫ 

ʩʪʦʨʽʥʢʠ ʤʦʞʥʘ ʚʠʙʨʘʪʠ ʧʦʪʨʽʙʥʝ ʟʥʘʯʝʥʥʷ ʚ ʩʧʠʩʢʫ ʄʘʩʰʪʘʙ ʥʘ ʧʘʥʝʣʽ 

ʧʦʧʝʨʝʜʥʴʦʛʦ ʧʝʨʝʛʣʷʜʫ. ɺ ʮʴʦʤʫ ʞ ʩʧʠʩʢʫ ʤʦʞʥʘ ʚʠʙʨʘʪʠ, ʜʝʢʽʣʴʢʘ ʩʪʦʨʽʥʦʢ. 

(ɿʤʽʥʶʶʯʠ ʤʘʩʰʪʘʙ ʧʝʨʝʛʣʷʜʫ ʚʠ ʥʝ ʟʤʽʥʶʻʪʝ ʨʦʟʤʽʨʠ ʩʠʤʚʦʣʽʚ). 
 

4. ɺʠʡʜʽʪʴ ʟ ʨʝʞʠʤʫ ʇʦʧʝʨʝʜʥʽʡ ʧʝʨʝʛʣʷʜ (ʢʥʦʧʢʘ ɿʘʢʨʠʪʠ ʥʘ ʧʘʥʝʣʽ 

ʽʥʩʪʨʫʤʝʥʪʽʚ).  

5. ʗʢʱʦ ʥʝʦʙʭʽʜʥʦ ʚʥʝʩʽʪʴ ʟʤʽʥʠ ʚ ʜʦʢʫʤʝʥʪ.  

6. ɺʩʪʘʚʪʝ ʚ ʜʦʢʫʤʝʥʪ ʪʝʢʩʪ ʟ ʃʇʈ çɺʝʜʝʥʥʷ ʪʘ ʨʝʜʘʛʫʚʘʥʥʷ ʪʝʢʩʪʫè (3-

4 ʩʪʦʨ.) 

ʂʣʘʮʥʽʪʴ ʥʘ ʢʥʦʧʮʽ ʇʦʧʝʨʝʜʥʽʡ ʧʝʨʝʛʣʷʜ. ʇʝʨʝʪʷʛʥʽʪʴ ʧʦʢʘʞʯʠʢ ʤʠʰʽ ʚʥʠʟ 

ʽ ʚʧʨʘʚʦ. ʅʘ ʝʢʨʘʥʽ ʟôʷʚʠʪʴʩʷ ʧʘʣʽʪʨʘ ʟ ʟʦʙʨʘʞʝʥʥʷʤ ʜʦʩʪʫʧʥʠʭ ʩʪʦʨʽʥʦʢ ʽ 

ʚʠ ʤʦʞʝʪʝ ʚʠʙʨʘʪʠ ʢʽʣʴʢʽʩʪʴ ʩʪʦʨʽʥʦʢ ʷʢʽ ʤʘʶʪʴ ʚʽʜʦʙʨʘʞʘʪʠʩʷ ʥʘ 

ʝʢʨʘʥʽ ʦʜʥʦʯʘʩʥʦ. 

7. ʂʣʘʮʥʽʪʴ ʥʘ ʢʥʦʧʮʽ    ʇʦʜʛʦʥʢʘ ʩʪʨʘʥʠʮ.  

ʎ  ̫ʢʥʦʧʢʘ ʩʢʦʨʦʯʫʻ ʜʦʢʫʤʝʥʪ, ʷʢʱʦ ʮʝ ʤʦʞʣʠʚʦ. (ʊʈ ʟʤʽʥʶʻ ʨʦʟʤʽʨʠ ʰʨʠʬʪʫ, 

ʤʽʞʨʷʜʢʦʚʽ ʽʥʪʝʨʚʘʣʠ, ʧʦʣʷ ʩʪʦʨʽʥʦʢ ʪʦʱʦ.) 

8. ɿʙʝʨʝʞʽʪʴ ʜʦʢʫʤʝʥʪ ʧʽʜ ʥʘʟʚʦʶ ɼʨʫʢ ʫ ʚʣʘʩʥʽʡ ʧʘʧʮʽ. 

9. ɿʘʚʝʨʰʽʪʴ ʨʦʙʦʪʫ. ʆʬʦʨʤʽʪʴ ʚʠʩʥʦʚʢʠ 
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ʃʘʙʦʨʘʪʦʨʥʦ-ʧʨʘʢʪʠʯʥʘ ʨʦʙʦʪʘ 

 

ʊʝʤʘ:  ʇʦʧʝʨʝʜʥʽʡ ʧʝʨʝʛʣʷʜ ʽ ʜʨʫʢ ʜʦʢʫʤʝʥʪʽʚ (1 ʛʦʜ.) 

ʄʝʪʘ: ʥʘʚʯʠʪʠʩʷ ʜʨʫʢʫʚʘʪʠ ʜʦʢʫʤʝʥʪʠ, ʢʦʥʚʝʨʪʠ, ʥʘʢʣʝʡʢʠ. ɿʘʜʘʚʘʪʠ ʽ 

ʟʤʽʥʶʚʘʪʠ  ʧʘʨʘʤʝʪʨʠ ʜʨʫʢʫ. 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ,  ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ. 

 

ʍʽʜ ʨʦʙʦʪʠ 

 

1. ɿʘʧʫʩʪʽʪʴ ʊʈ 

2. ɺʽʜʢʨʠʡʪʝ ʜʦʢʫʤʝʥʪ ʧʽʜ ʥʘʟʚʦʶ ɼʨʫʢ ʟ ʧʦʧʝʨʝʜʥʴʦʾ ʨʦʙʦʪʠ. 

3. ʂʣʘʮʥʽʪʴ ʥʘ ʢʥʦʧʮʽ ʧʦʧʝʨʝʜʥʽʡ ʧʝʨʝʛʣʷʜ ʽ ʧʝʨʝʢʦʥʘʡʪʝʩʷ, ʱʦ ʜʦʢʫʤʝʥʪ 

ʛʦʪʦʚʠʡ ʜʦ ʜʨʫʢʫ (ʚʩʽ ʥʝʦʙʭʽʜʥʽ ʟʤʽʥʠ ʚʠʢʦʥʘʥʽ) 

4. ɺʠʢʦʥʘʡʪʝ ʢʦʤʘʥʜʫ ʌʘʡʣ / ɼʨʫʢ.  

5. ʈʦʟʛʣʷʥʴʪʝ ʚʽʢʥʦ  ɼʨʫʢ  

6. ʈʦʟʛʣʷʥʴʪʝ ʩʧʠʩʦʢ 
ʟʘʧʨʦʧʦʥʦʚʘʥʠʭ ʚʘʤ 

ʧʨʠʥʪʝʨʽʚ ʽ ʚʠʙʝʨʽʪʴ 

ʽʤôʷ ʧʨʠʥʪʝʨʘ ʟʘ 

ʜʦʧʦʤʦʛʦʶ ʷʢʦʛʦ ʚʠ 

ʭʦʯʝʪʝ ʜʨʫʢʫʚʘʪʠ 

ʜʦʢʫʤʝʥʪ 

7. ʇʝʨʝʛʣʷʥʴʪʝ ʚʘʨʽʘʥʪʠ ʽ 
ʚʠʙʝʨʽʪʴ ʜʽʘʧʘʟʦʥ 

ʩʪʦʨʽʥʦʢ ʜʣʷ ʜʨʫʢʫ, ʷʢʽ 

ʚʠ ʭʦʯʝʪʝ 

ʨʦʟʜʨʫʢʫʚʘʪʠ 

(ʥʘʧʨʠʢʣʘʜ, ʩʪʦʨʽʥʢʫ ʥʦʤʝʨ 1.) 

8. ɿʘʜʘʡʪʝ ʯʠʩʣʦ ʢʦʧʽʡ (1). 

9. ʂʣʘʮʥʽʪʴ ʥʘ ʢʥʦʧʢʫ ɺʣʘʩʪʠʚʦʩʪʽ ʽ ʧʝʨʝʛʣʷʥʴʪʝ  ʚʩʽ ʚʢʣʘʜʢʠ. ɿʘʧʠʰʽʪʴ 

ʨʝʟʫʣʴʪʘʪ ʫ ʚʠʩʥʦʚʢʘʭ. ʈʦʟʜʨʫʢʫʡʪʝ ʜʦʢʫʤʝʥʪ. 

10. ʈʦʟʜʨʫʢʫʡʪʝ ʩʪʦʨʽʥʢʠ 2-4 ʪʝʢʫʯʦʛʦ ʜʦʢʫʤʝʥʪʘ. 

11. ʉʘʤʦʩʪʽʡʥʦ ʥʘʜʨʫʢʫʡʪʝ ʢʦʥʚʝʨʪ ʜʣʷ ʣʠʩʪʘ ʩʚʦʻʤʫ ʜʨʫʛʫ (ʤʝʥʶ ʉʝʨʚʽʩ / 

ʃʠʩʪʠé/  ʃʠʩʪʠ ʽ ʥʘʢʣʝʡʢʠé) 

12. * ɿʤʽʥʽʪʴ ʧʘʨʘʤʝʪʨʠ ʩʪʦʨʽʥʢʠ ʜʦʢʫʤʝʥʪʘ  çʙʨʦʰʫʨʘè ʽ ʨʦʟʜʨʫʢʫʡʪʝ ʡʦʛʦ. 

13.  ɿʘʚʝʨʰʽʪʴ ʨʦʙʦʪʫ. ʆʬʦʨʤʽʪʴ ʚʠʩʥʦʚʢʠ 
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ʆʆʙʙʨʨʦʦʙʙʢʢʘʘ  ʪʪʘʘʙʙʣʣʠʠʯʯʥʥʦʦʾʾ  ʽ̔ʥʥʬʬʦʦʨʨʤʤʘʘʮʮ̔̔ʾʾ  

  
Microsoft Excel ï ʥʘʡʧʦʧʫʣʷʨʥʽʰʘ ʧʨʦʛʨʘʤʘ ʦʙʨʦʙʢʠ ʪʘʙʣʠʯʥʦʾ 

ʽʥʬʦʨʤʘʮʽʾ ʫ ʚʠʛʣʷʜʽ ʝʣʝʢʪʨʦʥʥʠʭ ʪʘʙʣʠʮʴ, ʱʦ ʧʨʠʟʥʘʯʝʥʘ ʜʣʷ 

ʤʦʜʝʣʶʚʘʥʥʷ ʦʙʣʽʢʦʚʠʭ, ʝʢʦʥʦʤʽʯʥʠʭ, ʩʪʘʪʠʩʪʠʯʥʠʭ, ʥʘʫʢʦʚʠʭ ʪʘ ʽʥʰʠʭ 

ʪʘʙʣʠʯʥʠʭ ʨʦʟʨʘʭʫʥʢʽʚ. ʈʘʟʦʤ ʟ ʪʠʤ ʮʝ ʛʨʘʥʜʽʦʟʥʘ ʧʨʦʛʨʘʤʘ, ʱʦ ʻ 

ʫʥʽʚʝʨʩʘʣʴʥʦʶ ʩʠʩʪʝʤʦʶ ʦʙʨʦʙʢʠ ʜʘʥʠʭ. 

Microsoft Excel ʦʙʯʠʩʣʶʻ ʙʫʜʴ-ʷʢʽ ʪʘʙʣʠʯʥʽ ʨʦʟʨʘʭʫʥʢʠ ï ʩʫʤʠ ʧʦ 

ʩʪʦʚʧʯʠʢʘʭ ʽ ʨʷʜʢʘʭ, ʚʠʨʘʭʦʚʫʻ ʚʽʜʩʦʪʢʠ, ʩʝʨʝʜʥʴʦʘʨʠʬʤʝʪʠʯʥʽ ʚʝʣʠʯʠʥʠ, 

ʙʘʥʢʽʚʩʴʢʽ ʚʽʜʩʦʪʢʠ, ʜʠʩʧʝʨʩʽʶ ʪʘ ʢʦʨʝʣʷʮʽʶ; ʚ ʥʽʡ ʤʦʞʥʘ ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠ 

ʚʝʣʠʢʫ ʢʽʣʴʢʽʩʪʴ ʬʽʥʘʥʩʦʚʠʭ, ʤʘʪʝʤʘʪʠʯʥʠʭ, ʣʦʛʽʯʥʠʭ ʬʫʥʢʮʽʡ. ʄʦʞʣʠʚʦʩʪʽ 

ʬʦʨʤʘʪʫʚʘʥʥʷ ʪʝʢʩʪʫ ʚ Excel, ʪʘʢʽ ʞ ʷʢ ʫ ʪʝʢʩʪʦʚʦʤʫ ʨʝʜʘʢʪʦʨʽ, ʱʦ 

ʜʦʟʚʦʣʷʻ ʚʠʙʠʨʘʪʠ ʙʫʜʴ-ʷʢʠʡ ʰʨʠʬʪ, ʢʦʣʴʦʨʦʚʫ ʛʘʤʫ, ʨʘʤʢʠ, ʣʽʥʽʡʢʠ. Excel 

ʙʫʜʫʻ ʟʘ ʜʘʥʠʤʠ ʪʘʙʣʠʮʴ ʛʨʘʬʽʢʠ, ʜʽʘʛʨʘʤʠ; ʧʨʘʮʶʻ ʟ ʛʨʘʬʽʯʥʠʤʠ 

ʦʙôʻʢʪʘʤʠ. 
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ʇʇʝʝʨʨʝʝʣʣ̔̔ʢʢ  ʣʣʘʘʙʙʦʦʨʨʘʘʪʪʦʦʨʨʥʥʦʦ--ʧʧʨʨʘʘʢʢʪʪʠʠʯʯʥʥʠʠʭʭ  ʨʨʦʦʙʙ̔̔ʪʪ  ʜʜʦʦ  ʪʪʝʝʤʤʠʠ::  

ççʆʆʙʙʨʨʦʦʙʙʢʢʘʘ  ʪʪʘʘʙʙʣʣʠʠʯʯʥʥʦʦʾʾ    ʽ̔ʥʥʬʬʦʦʨʨʤʤʘʘʮʮ̔̔ʾʾèè  

  
   

1. ʆʟʥʘʡʦʤʣʝʥʥʷ ʟ ʚʽʢʥʦʤ ʧʨʦʛʨʘʤʠ    (2  ʛʦʜ.) 

2. ʈʦʙʦʪʘ ʟ ʘʨʢʫʰʘʤʠ ʢʥʠʛ. ʇʝʨʝʤʽʱʝʥʥʷ, ʚʩʪʘʚʢʘ,  

     ʚʠʣʫʯʝʥʥʷ, ʧʝʨʝʡʤʝʥʫʚʘʥʥʷ ʘʨʢʫʰʽʚ ʢʥʠʛʠ       (2  ʛʦʜ.) 

3. ɺʚʝʜʝʥʥʷ ʜʘʥʠʭ ʟʘ ʪʠʧʘʤʠ (2  ʛʦʜ.) 

4. ʌʦʨʤʘʪʫʚʘʥʥʷ ʢʦʤʽʨʦʢ ʪʘ ʜʽʘʧʘʟʦʥʽʚ ʢʦʤʽʨʦʢ (2  ʛʦʜ.) 

5. ʉʪʚʦʨʝʥʥʷ ʬʦʨʤʫʣ. ɺʚʝʜʝʥʥʷ ʬʦʨʤʫʣ (2  ʛʦʜ.) 

6. ʈʦʙʦʪʘ ʟ ʤʘʡʩʪʨʦʤ ʬʫʥʢʮʽʡ. (4  ʛʦʜ.) 

7. ɿʘʩʦʙʠ çʇʦʰʫʢ ʨʽʰʝʥʥʷè ʪʘ çʇʽʜʙʽʨ ʧʘʨʘʤʝʪʨʽʚè (2  ʛʦʜ.) 

8. ʈʦʙʦʪʘ ʟʽ ʩʧʠʩʢʘʤʠ (2  ʛʦʜ.)  

9. ʌʽʣʴʪʨʘʮʽʷ ʜʘʥʠʭ. ɸʚʪʦʬʽʣʴʪʨ. ʈʦʟʰʠʨʝʥʠʡ ʬʽʣʴʪ. (2  ʛʦʜ.) 

10.  ɿʚʝʜʝʥʽ ʪʘʙʣʠʮʽ (2  ʛʦʜ.) 

11.  ʉʪʚʦʨʝʥʥʷ ʙʘʟʠ ʜʘʥʠʭ ʚ ɽʊ  (2  ʛʦʜ.) 

12.  ʇʦʙʫʜʦʚʘ ʜʽʘʛʨʘʤ ʚ ɽʊ  (2  ʛʦʜ.) 

13.  ʈʝʜʘʛʫʚʘʥʥʷ ʪʘ ʬʦʨʤʘʪʫʚʘʥʥʷ ʝʣʝʤʝʥʪʽʚ ʜʽʘʛʨʘʤ (2  ʛʦʜ.) 

14.  ʉʪʚʦʨʝʥʥʷ ʤʘʢʨʦʩʽʚ (2  ʛʦʜ.) 
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ʃʘʙʦʨʘʪʦʨʥʦ-ʧʨʘʢʪʠʯʥʘ ʨʦʙʦʪʘ 

 

ʊʝʤʘ: ʆʟʥʘʡʦʤʣʝʥʥʷ ʟ ʚʽʢʥʦʤ ʧʨʦʛʨʘʤʠ Excel (1 ʛʦʜ.) 

ʄʝʪʘ: ʦʟʥʘʡʦʤʠʪʠʩʷ ʟ ʚʽʢʥʦʤ ʧʨʠʢʣʘʜʥʦʾ ʧʨʦʛʨʘʤʠ MS Excel. ʈʦʟʛʣʷʥʫʪʠ 

ʦʩʥʦʚʥʽ   ʤʦʞʣʠʚʦʩʪʽ ɽʊ 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ, ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ. 

 

ʍʽʜ ʨʦʙʦʪʠ 

 

1. ɺʽʜʢʨʠʪʠ ɽʊ (ʟʘ ʜʦʧʦʤʦʛʦʶ ʇʋʉʂ, ʷʨʣʠʢʘ ʥʘ ʨʦʙʦʯʦʤʫ ʩʪʦʣʽ, ʯʝʨʝʟ 

ʢʦʥʪʝʢʩʪʥʝ ʤʝʥʶ). 

2. ʈʦʟʛʣʷʥʫʪʠ ʢʥʦʧʢʫ ʩʠʩʪʝʤʥʦʛʦ ʤʝʥʶ ʥʘ ʨʷʜʢʫ ʟʘʛʦʣʦʚʢʫ. 

3. ʈʦʟʛʣʷʥʫʪʠ ʨʷʜʦʢ ʚ ʷʢʦʤʫ ʻ ʥʘʟʚʘ ʧʨʦʛʨʘʤʠ ʽ ʥʘʟʚʘ ʜʦʢʫʤʝʥʪʫ ʪʘ 

ʢʥʦʧʢʠ ʢʝʨʫʚʘʥʥʷ ʚʽʢʥʦʤ. 

4. ʈʦʟʛʣʷʥʫʪʠ ʨʷʜʦʢ ʛʦʣʦʚʥʦʛʦ ʤʝʥʶ (ʦʧʝʨʘʮʽʡʥʦʛʦ ʤʝʥʶ). ʇʫʥʢʪʠ 
ʟʘʧʠʩʘʪʠ ʚ ʟʦʰʠʪ 

5. ʈʦʟʛʣʷʥʫʪʠ ʧʘʥʝʣʽ ʽʥʩʪʨʫʤʝʥʪʽʚ ʉʪʘʥʜʘʨʪʥʘ ʪʘ ʌʦʨʤʘʪʫʚʘʥʥ.̫ 

ɿʘʧʠʩʘʪʠ ʚ ʟʦʰʠʪ ʾʭ ʧʨʠʟʥʘʯʝʥʥʷ. 

6. ɿʘ ʜʦʧʦʤʦʛʦʶ ʧʫʥʢʪʫ  ɺʠʛʣʷʜ / ʇʘʥʝʣʴ ʽʥʩʪʨʫʤʝʥʪʽʚ ʜʦʙʘʚʠʪʠ 

ʧʘʥʝʣʽ ʽʥʩʪʨʫʤʝʥʪʽʚ ʉʪʨʦʢʘ ʬʦʨʤʫʣ, ʉʪʨʦʢʘ ʩʦʩʪʦʷʥʠʷ. 

7. ʆʧʠʩʘʪʠ ʚʽʢʥʦ Excel. 

 

 
 

8. ɿʘʢʽʥʯʠʪʠ ʨʦʙʦʪʫ. ʆʬʦʨʤʠʪʠ ʚʠʩʥʦʚʢʠ 
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ʃʘʙʦʨʘʪʦʨʥʦ-ʧʨʘʢʪʠʯʥʘ ʨʦʙʦʪʘ 

 

ʊʝʤʘ: ʆʟʥʘʡʦʤʣʝʥʥʷ ʟ ʚʽʢʥʦʤ ʧʨʦʛʨʘʤʠ Excel (1 ʛʦʜ.) 

ʄʝʪʘ: ʦʪʨʠʤʘʥʥʷ  ʜʦʚʽʜʢʦʚʦʾ ʽʥʬʦʨʤʘʮʽʾ  ʧʨʠʢʣʘʜʥʦʾ ʧʨʦʛʨʘʤʠ MS Excel 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ, ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ. 

 

ʍʽʜ ʨʦʙʦʪʠ 
 

1. ɺʽʜʢʨʠʪʠ ɽʊ (ʟʘ ʜʦʧʦʤʦʛʦʶ ʇʋʉʂ, ʷʨʣʠʢʘ ʥʘ ʨʦʙʦʯʦʤʫ ʩʪʦʣʽ, ʯʝʨʝʟ 

ʢʦʥʪʝʢʩʪʥʝ ʤʝʥʶ). 

2. ɼʣʷ ʦʪʨʠʤʘʥʥʷ ʜʦʚʽʜʢʦʚʦʾ ʽʥʬʦʨʤʘʮʽʾ ʥʘʪʠʩʥʽʪʴ ʢʣʘʚʽʰʫ F1 

3. ɿʥʘʡʜʽʪʴ ʽʥʬʦʨʤʘʮʽʶ ʧʨʦ:  

- ʩʪʚʦʨʝʥʥʷ, ʚʽʜʢʨʠʪʪʷ ʽ ʟʙʝʨʝʞʝʥʥʷ ʬʘʡʣʽʚ-ʢʥʠʛ; 

- ʩʪʚʦʨʝʥʥʷ ʽ ʚʠʢʦʨʠʩʪʘʥʥʷ ʰʘʙʣʦʥʽʚ ʨʦʙʦʯʠʭ ʢʥʠʛ; 

- ʬʦʨʤʫʣʠ; 

- ʜʽʘʛʨʘʤʠ; 

- ʘʙʩʦʣʶʪʥʽ ʽ ʚʽʜʥʦʩʥʽ ʘʜʨʝʩʠ 

4. ʈʦʟʛʣʷʥʴʪʝ ʩʪʨʫʢʪʫʨʫ 

ʘʨʢʫʰʘ (ʢʦʞʝʥ ʘʨʢʫʰ 

ʢʥʠʛʠ ʨʦʟʙʠʪʦ ʥʘ ʩʪʦʚʧʮʽ ʽ 

ʨʷʜʢʠ, ʥʘ ʧʝʨʝʪʠʥʽ ʷʢʠʭ 

ʫʪʚʦʨʶʶʪʴʩʷ ʢʦʤʽʨʢʠ). 

5. ʈʦʟʛʣʷʥʴʪʝ ʧʦʟʥʘʯʝʥʥʷ 

ʩʪʦʚʧʮʽʚ, ʧʦʟʥʘʯʝʥʥʷ 

ʨʷʜʢʽʚ ʪʘ ʧʦʟʥʘʯʝʥʥʷ 

ʢʦʤʽʨʢʠ. 

6. ɿʘ ʜʦʧʦʤʦʛʦʶ ʩʤʫʛ 

ʧʨʦʢʨʫʯʫʚʘʥʥʷ 

ʧʝʨʝʤʽʩʪʽʪʴʩʷ ʧʦ ʘʨʢʫʰʫ. 

ɺʠʷʩʥʽʪʴ ʩʢʣʴʢʠ ʩʪʦʚʧʮʽʚ 

ʪʘ ʨʷʜʢʽʚ ʤʽʩʪʠʪʴʩʷ ʚ ʦʜʥʦʤʫ ʘʨʢʫʰʽ.  (ɼʣʷ ʰʚʠʜʢʦʛʦ ʧʝʨʝʤʽʱʝʥʥʷ ʜʦ 

ʢʨʘʾʚ ʘʨʢʫʰʘ ʚʠʢʦʨʠʩʪʦʚʫʶʪʴ ʢ.ʢ.  Ctrl+Ÿ, Ctrl+ŷ, Ctrl+Ŷ, Ctrl+Ź.) 

7. ʂʣʘʮʥʽʪʴ ʧ.ʢ.ʤ. ʫ ʙʫʜʴ ʷʢʦʤʫ ʤʽʩʮʽ ʨʦʙʦʯʦʛʦ ʘʨʢʰʘ. ʊʘʢʠʤ ʯʠʥʦʤ, ʦʜʥʫ ʟ 

ʢʦʤʽʨʦʢ ʚʠʜʽʣʝʥʦ, ʚʦʥʘ ʥʘʟʠʚʘʻʪʴʩʷ ʘʢʪʠʚʥʦʶ. ʈʦʟʛʣʷʥʴʪʝ ʘʜʨʝʩʫ 

ʘʢʪʠʚʥʦʾ ʢʦʤʽʨʢʠ (ʟʘʛʦʣʦʚʦʢ ʩʪʦʚʧʮʷ ʽ ʨʷʜʢʘ ʘʙʦ ʚ ʣʽʚʦʤʫ ʢʽʥʮʽ ʨʷʜʢʘ 

ʬʦʨʤʫʣ). 

8. ɺʠʦʢʨʝʤʪʝ ʜʽʘʧʘʟʦʥ ʩʪʦʚʧʮʽʚ ï ʚʝʨʪʠʢʘʣʴʥʘ ʩʤʫʛʘ ʪʘʙʣʠʮʽ (ʥʘʧʨʠʢʣʘʜ, 

ɺ:ʅ). 

9. ɺʠʦʢʨʝʤʪʝ ʜʽʘʧʘʟʦʥ ʨʷʜʢʽʚ ï ʛʦʨʠʟʦʥʪʘʣʴʥʘ ʩʤʫʛʘ ʪʘʙʣʠʮʽ (ʥʘʧʨʠʢʣʘʜ, 

2:15). 

10. ɺʠʦʢʨʝʤʪʝ ʙʣʦʢ ʢʦʤʽʨʦʢ ï ʧʨʷʤʦʢʫʪʥʠʢ, ʱʦ ʟʘʜʘʻʪʴʩʷ ʘʜʨʝʩʦʶ ʣʽʚʦʾ 

ʚʝʨʭʥʴʦʾ ʽ ʧʨʘʚʦʾ ʥʠʞʥʴʦʾ ʢʦʤʽʨʦʢ (ʥʘʧʨʠʢʣʘʜ, ɺ2:ʅ15) 

 

11. ɿʘʢʽʥʯʠʪʠ ʨʦʙʦʪʫ. ʆʬʦʨʤʠʪʠ ʚʠʩʥʦʚʢʠ. 
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ʊʝʤʘ:  ʈʦʙʦʪʘ ʟ ʘʨʢʫʰʘʤʠ ʢʥʠʛ. ʇʝʨʝʤʽʱʝʥʥʷ, ʚʩʪʘʚʢʘ, ʚʠʣʫʯʝʥʥʷ, 

ʧʝʨʝʡʤʝʥʫʚʘʥʥʷ ʘʨʢʫʰʽʚ ʢʥʠʛ (1 ʛʦʜ.) 
ʄʝʪʘ:  ʥʘʚʯʠʪʠʩʷ  ʧʨʘʮʶʚʘʪʠ ʟ ʘʨʢʫʰʘʤʠ ʢʥʠʛ ʪʘ ʚʠʢʦʥʫʚʘʪʠ ʜʽʾ ʥʘʜ 

ʦʙôʻʢʪʘʤʠ 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ,  ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ. 

 

ʍʽʜ ʨʦʙʦʪʠ 

 
1. ɿʘʧʫʩʪʽʪʴ ɽʭʩʝl. 

2. ɿʘʧʦʚʥʽʪʴ ʙʣʦʢ ʢʦʤʽʨʦʢ  ɺ2:ɽ4 ʜʦʚʽʣʴʥʠʤʠ ʜʘʥʠʤʠ. ʉʢʦʧʽʶʡʪʝ ʡʦʛʦ 

ʚ ʙʫʜʴ-ʷʢʝ ʽʥʰʝ ʤʽʩʮʝ ʚʩʽʤʘ ʚʽʜʦʤʠʤʠ ʚʘʤ ʩʧʦʩʦʙʘʤʠ, ʩʢʘʩʦʚʫʶʯʠ 

ʧʦʧʝʨʝʜʥʻ ʢʦʧʽʶʚʘʥʥʷ ʧʨʠ ʧʝʨʝʭʦʜʽ ʜʦ ʢʦʞʥʦʛʦ ʥʘʩʪʫʧʥʦʛʦ 

ʩʧʦʩʦʙʫ. 

3. ɺʠʢʦʥʘʡʪʝ ʧʫʥʢʪ 2 ʤʝʪʦʜʦʤ Drag and Drop. 

4. ɿʘʧʦʚʥʽʪʴ ʢʦʤʽʨʢʠ ɸ1:ɸ10 ʯʠʩʣʦʤ 25 ʟʘ ʜʦʧʦʤʦʛʦʶ ʤʘʨʢʝʨʘ 

ʟʘʧʦʚʥʝʥʥʷ (ʚʚʝʜʽʪʴ ʫ ʢʦʤʽʨʢʫ ɸ1 ʯʠʩʣʦ 25, ʧʽʜʚʝʜʽʪʴ ʢʫʨʩʦʨ ʤʠʰʽ ʫ 

ʧʨʘʚʠʡ ʥʠʞʥʽʡ ʢʫʪ ʢʦʤʽʨʢʠ, ʟô̫ ʚʠʪʴʩʷ ʯʦʨʥʠʡ ʢʚʘʜʨʘʪ, ʥʘʪʠʩʥʽʪʴ 

ʃ.ʂ.ʄ. ʽ ʥʝʚʽʜʧʫʩʢʘʶʯʠ ʾʾ ʪʷʛʥʽʪʴ ʤʘʨʢʝʨ ʜʦ ʢʦʤʽʨʢʠ ɸ10). 

5. ɿʘʧʦʚʥʽʪʴ ʢʦʤʽʨʢʠ ɺ1:ɺ10 ʯʠʩʣʘʤʠ, ʧʦʯʠʥʘʶʯʠ ʟ 10 ʟʘ ʜʦʧʦʤʦʛʦʶ 

ʤʘʨʢʝʨʘ ʟʘʧʦʚʥʝʥʥʷ. 

6. ɿʘʧʦʚʥʽʪʴ ʢʦʤʽʨʢʠ  ʉ1:ʉ12 ʥʦʤʝʨʦʤ ʧʦ ʧʦʨʷʜʢʫ ʟʘ ʜʦʧʦʤʦʛʦʶ 

ʢʦʤʘʥʜʠ ʇʨʘʚʢʘ / ɿʘʧʦʚʥʠʪʠ / ʇʨʦʛʨʝʩʽʷ ʘʙʦ ʥʘʪʠʩʥʫʪʠ Ctrl  ʽ 

ʫʪʨʠʤʫʶʯʠ ʢʣʘʚʽʰʫ ʧʝʨʝʤʽʱʘʪʠ ʤʘʨʢʝʨ ʘʙʦ  ʟʘ ʜʦʧʦʤʦʛʦʶ ʤʘʨʢʝʨʘ 

ʟʘʧʦʚʥʝʥʥʷ (ʚʚʝʜʽʪʴ ʚ ʢʦʤʽʨʢʫ ʉ1 ʮʠʬʨʫ 1, ʚ ʉ2 ï 2, ʚʠʦʢʨʝʤʪʝ ʜʘʥʽ 

ʢʦʤʽʨʢʠ, ʧʽʜʚʝʜʽʪʴ ʢʫʨʩʦʨ ʤʠʰʽ ʫ ʧʨʘʚʠʡ ʥʠʞʥʽʡ ʢʫʪ ʚʠʦʢʨʝʤʣʝʥʦʛʦ 

ʙʣʦʢʫ ʽ ʧʝʨʝʤʽʩʪʽʪʴ ʤʘʨʢʝʨ ʜʦ ʢʦʤʽʨʢʠ ʉ12) 

7. ɿʘʧʦʚʥʽʪʴ ʢʦʤʽʨʢʠ  ɽ1:ɽ12 ʥʘʟʚʘʤʠ ʤʽʩʷʮʽʚ ʟʘ ʜʦʧʦʤʦʛʦʶ ʤʘʨʢʝʨʘ 

ʟʘʧʦʚʥʝʥʥʷ (ʩʢʦʨʠʩʪʘʡʪʝʩʷ ʧʦʨʘʜʘʤʠ ʧ.6.) 

8. ɿʘ ʜʦʧʦʤʦʛʦʶ ʢʦʤʘʥʜʠ ʇʨʘʚʢʘ / ʉʧʝʮʽʘʣʴʥʘ ʚʩʪʘʚʢʘ ʪʘ ɹʫʬʝʨʫ 

ʦʙʤʽʥʫ  ʢʦʞʥʫ ʢʦʤʽʨʢʫ ʙʣʦʢʘ  ʉ1:ʉ12 ʧʦʤʥʦʞʪʝ ʥʘ ʯʠʩʣʦ 5 (ʚʚʝʜʽʪʴ 

ʯʠʩʣʘ ʚ ʙʣʦʢ ʉ1:ʉ12, ʚʚʝʜʽʪʴ ʯʠʩʣʦ 5 ʚ ʙʫʜʴ-ʷʢʫ ʢʦʤʽʨʢʫ ʪʘ ʩʢʦʧʽʶʡʪʝ 

ʾʾ, ʚʠʢʦʥʘʡʪʝ ʢʦʤʘʥʜʫ ʇʨʘʚʢʘ / ʉʧʝʮʽʘʣʴʥʘ ʚʩʪʘʚʢʘ / ʇʦʤʥʦʞʠʪʠ) 

9. ʅʘʣʘʰʪʫʡʪʝ ʧʘʥʝʣʴ ʽʥʩʪʨʫʤʝʥʪʽʚ ʪʘʢ, ʱʦʙ ʚʩʪʘʚʢʫ ʽ ʚʠʜʘʣʝʥʥʷ 

ʨʷʜʢʽʚ ʽ ʩʪʦʚʧʮʽʚ ʤʦʞʥʘ ʙʫʣʦ ʚʠʢʦʥʫʚʘʪʠ ʟʘ ʜʦʧʦʤʦʛʦʶ ʢʥʦʧʦʢ. 

10. ɿʘʢʽʥʯʽʪʴ ʨʦʙʦʪʫ. ʆʬʦʨʤʽʪʴ ʚʠʩʥʦʚʢʠ 
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ʊʝʤʘ:  ʈʦʙʦʪʘ ʟ ʘʨʢʫʰʘʤʠ ʢʥʠʛ. ʇʝʨʝʤʽʱʝʥʥʷ, ʚʩʪʘʚʢʘ, ʚʠʣʫʯʝʥʥʷ, 

ʧʝʨʝʡʤʝʥʫʚʘʥʥʷ ʘʨʢʫʰʽʚ ʢʥʠʛ (1 ʛʦʜ.) 
ʄʝʪʘ:  ʥʘʚʯʠʪʠʩʷ  ʧʝʨʝʤʽʱʫʚʘʪʠ, ʚʩʪʘʚʣʷʪʠ, ʚʠʣʫʯʘʪʠ ʪʘ 

ʧʝʨʝʡʤʝʥʦʚʫʚʘʪʠ ʘʨʢʫʰʽ ʢʥʠʛ 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ,  ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ. 

 

ʍʽʜ ʨʦʙʦʪʠ 

1. ɿʘʧʫʩʪʽʪʴ Excel. ʉʪʚʦʨʽʪʴ ʜʦʢʫʤʝʥʪ ʧʽʜ ʥʘʟʚʦʶ ɸʨʢʫʰʽ 

2. ɼʦʙʘʚʪʝ ʚ ʢʥʠʛʫ ʣʠʩʪ 4, ʣʠʩʪ 5, ʣʠʩʪ 6 ( ʧʽʜʚʝʜʽʪʴ ʢʫʨʩʦʨ ʤʠʰʽ ʜʦ 
ʷʨʣʠʢʘ ʘʨʢʫʰʘ ʥ.: ʣʠʩʪ 3, ʢʣʘʮʥʽʪʴ ʇ.ʂ.ʄ. ʚʠʙʝʨʽʪʴ ʢʦʤʘʥʜʫ 

ɼʦʙʘʚʠʪʴ) 
 

 
3. ɿʘʜʘʡʪʝ ʘʨʢʫʰʘʤ ʽʤʝʥʘ: ʧʦʥʝʜʽʣʦʢ, ʚʽʚʪʦʨʦʢ, ĿĿĿ, ʥʝʜʽʣʷ (ʧʽʜʚʝʜʽʪʴ 

ʢʫʨʩʦʨ ʤʠʰʽ ʜʦ ʷʨʣʠʢʘ ʘʨʢʫʰʘ, ʷʢʠʡ ʙʫʜʝ ʧʝʨʝʡʤʝʥʦʚʫʚʘʪʠʩʴ, 

ʥʘʪʠʩʥʽʪʴ ʇ.ʂ.ʄ. ʽ ʚʠʙʝʨʽʪʴ ʢʦʤʘʥʜʫ ʇʝʨʝʡʤʝʥʫʚʘʪʠ ʘʙʦ ʜʚʽʯʽ 

ʢʣʘʮʥʽʪʴ ʃ.ʂ.ʄ ʥʘ ʥʘʟʚʽ ʷʨʣʠʢʘ ʘʨʢʫʰʘ., ʟʘʜʘʡʪʝ ʧʦʪʨʽʙʥʝ ʽʤôʷ) 

4. ʇʝʨʝʤʽʩʪʽʪʴ ʘʨʢʫʰʽ ʚ ʪʘʢʦʤʫ ʧʦʨʷʜʢʫ: ʥʝʜʽʣʷ, ʩʫʙʦʪʘ, é, ʧʦʥʝʜʽʣʦʢ 

(ʚʠʙʝʨʽʪʴ ʧʦʪʨʽʙʥʠʡ ʷʨʣʠʢ ʘʨʢʫʰʘ, ʥʘʪʠʩʥʽʪʴ ʣ.ʢ.ʤ ʽ ʫʪʨʠʤʫʶʯʠ ʾʾ 

ʧʝʨʝʪʷʛʥʽʪʴ ʘʨʢʫʰ ʫ ʧʦʪʨʽʙʥʝ ʤʽʩʮʝ) 

5. ɺʠʣʫʯʽʪʴ ʘʨʢʫʰʽ ʧʽʜ ʥʘʟʚʦʶ ʩʫʙʦʪʘ ʪʘ ʥʝʜʽʣʷ. 

6. ɺʚʝʜʽʪʴ ʜʝʷʢʽ ʜʘʥʽ ʚ ʢʦʤʽʨʢʠ ɸ1:ɸ10. ʉʢʦʧʽʶʡʪʝ ʟʥʘʯʝʥʥʷ ʮʠʭ 

ʢʦʤʽʨʦʢ ʥʘ ʽʥʰʽ ʘʨʢʫʰʽ. 

7. ɺʽʜʢʨʠʡʪʝ ʅʦʚʝ ʚʽʢʥʦ ʟʘ ʜʦʧʦʤʦʛʦʶ ʧʫʥʢʪʫ ʤʝʥʶ ɺʽʢʥʦ. ʇʨʦʛʣʷʥʴʪʝ, 

ʱʦ ʩʧʽʣʴʥʝ, ʘ ʱʦ ʚʽʜʤʽʥʥʝ ʫ ʜʘʥʠʭ ʚʽʢʥʘʭ.  

8. ʋ ʥʦʚʦʤʫ ʚʽʢʥʽ ʚʠʜʽʣʽʪʴ ʙʣʦʢ ʢʦʤʽʨʦʢ ɺ20:ʅ40. ɺʠʢʦʥʘʡʪʝ ʢʦʤʘʥʜʫ 
ɺʢ̔ʥʦ / ɿʘʢʨʧ̔ʠʪʠ ʦʙʣʘʩʪ.ɹ ɿʘ ʜʦʧʦʤʦʛʦʶ ʛʦʨʠʟʦʥʪʘʣʴʥʦʾ ʽ 

ʚʝʨʪʠʢʘʣʴʥʦʾ ʧʨʦʢʨʫʪʢʠ ʧʦʣʠʩʪʘʡʪʝ ʘʨʢʫʰ. ɿʘʬʽʢʩʫʡʪʝ ʟʤʽʥʠ. 

9. ɿʘʢʽʥʯʽʪʴ ʨʦʙʦʪʫ. ʆʬʦʨʤʽʪʴ ʚʠʩʥʦʚʢʠ 

 

 



 33 

 

ʃʘʙʦʨʘʪʦʨʥʦ-ʧʨʘʢʪʠʯʥʘ ʨʦʙʦʪʘ 

 

ʊʝʤʘ:  ɺʚʝʜʝʥʥʷ ʜʘʥʠʭ  ʟʘ ʪʠʧʘʤʠ (2 ʛʦʜ.) 
ʄʝʪʘ:  ʨʦʟʛʣʷʥʫʪʠ ʦʩʥʦʚʥʽ ʪʠʧʠ ʜʘʥʠʭ ʪʘ ʩʧʦʩʦʙʠ ʾʭ ʫʚʝʜʝʥʥʷ 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ,  ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ. 

 

ʊʝʦʨʝʪʠʯʥʽ ʚʽʜʦʤʦʩʪʽ 

 

ʋ ʢʣʽʪʠʥʢʠ ʢʦʨʠʩʪʫʚʘʯ ʚʚʦʜʠʪʴ ʜʘʥʽ ʪʨʴʦʭ ʦʩʥʦʚʥʠʭ ʪʠʧʽʚ: ʯʠʩʣʘ, ʪʝʢʩʪʠ, ʜʘʪʠ, ʘ ʪʘʢʦʞ 

ʬʦʨʤʫʣʠ ʜʣʷ ʜʽʡ ʟ ʜʘʥʠʤʠ. ʑʦʙ ʫʚʝʩʪʠ ʚ ʢʣʽʪʠʥʢʫ ʜʘʥʝ, ʾʾ ʚʠʦʢʨʝʤʣʶʶʪʴ, ʥʘʙʠʨʘʶʪʴ ʜʘʥʝ ʥʘ ʢʣʘʚiʘʪʫʨi i 

ʥʘʪʠʩʢʘʶʪʴ ʥʘ ʢʣʘʚʽʰʫ ʚʚʦʜʫ ʘʙʦ ʊʘb. ʇʽʜ ʯʘʩ ʚʚʝʜʝʥʥʷ ʜʘʥʝ ʤʦʞʥʘ ʨʝʜʘʛʫʚʘʪʠ. ʗʢʱʦ ʧʦʯʘʪʠ ʚʚʦʜʠʪʠ 

ʥʦʚʝ ʜʘʥʝ ʫ ʢʣʽʪʠʥʢʫ, ʪʦ ʩʪʘʨʝ ʟʥʠʢʘʻ. ɺʠʣʫʯʠʪʠ ʟ ʢʣʽʪʠʥʢʠ ʜʘʥʝ, ʧʨʠʤʽʪʢʫ, ʬʦʨʤʘʪ ʜʘʥʦʛʦ ʤʦʞʥʘ 

ʢʦʤʘʥʜʘʤʠ ʟ ʤʝʥʶ: ʈʝʜʘʛʫʚʘʪʠ-ʆʯʠʩʪʠʪʠ-ɺʩʝ. 

ʊʝʢʩʪʦʚʽ ʜʘʥʽ ʚʠʢʦʨʠʩʪʦʚʫʶʪʴ, ʟʦʢʨʝʤʘ, ʜʣʷ ʦʬʦʨʤʣʝʥʥʷ ʥʘʟʚ ʪʘʙʣʠʮʴ i ʥʘʟʚ ʨʷʜʢʽʚ ʪʘ ʩʪʦʚʧʮʽʚ 

ʜʘʥʠʭ. ʋʚʝʜʝʥʠʡ ʫ ʢʣʽʪʠʥʢʫ ʪʝʢʩʪ (ʜʦ 255 ʩʠʤʚʦʣʽʚ) ʘʚʪʦʤʘʪʠʯʥʦ ʚʠʨʽʚʥʶʻʪʴʩʷ ʜʦ ʣʽʚʦʛʦ ʢʨʘʶ, ʘ ʯʠʩʣʘ 

ð ʜʦ ʧʨʘʚʦʛʦ. ʑʦʙ ʯʠʩʣʦ ʪʨʘʢʪʫʚʘʣʦʩʴ ʷʢ ʪʝʢʩʪ, ʧʝʨʝʜ ʥʠʤ ʩʣʽʜ ʚʚʝʩʪʠ ʩʠʤʚʦʣ ʘʧʦʩʪʨʦʬʘ (ó2006). 

ʏʠʩʣʘ ʬʦʨʤʫʶʪʴʩʷ ʟ ʮʠʬʨ, ʨʦʟʜiʣʶʚʘʯiʚ, ʘ ʪʘʢʦʞ ʩʠʤʚʦʣʽʚ ɽ ʘʙʦ ʝ, ʟʘ ʷʢʠʤʠ ʟʘʟʥʘʯʘʻʪʴʩʷ 

ʩʪʝʧʽʥʴ ʯʠʩʣʘ (1,2ʝ+6), $ ð ʩʠʤʚʦʣ ʛʨʦʰʦʚʦʾ ʦʜʠʥʠʮʽ (120$), % ʩʠʤʚʦʣ ʚiʜʩʦʪʢiʚ (80%), 

/ ð ʩʠʤʚʦʣ ʧʨʘʚʠʣʴʥʦʛʦ ʜʨʦʙʫ, ʷʢʠʡ ʚʽʜʦʢʨʝʤʣʶʻʪʴʩʷ ʚʽʜ ʮʽʣʦʾ ʯʘʩʪʠʥʠ ʧʨʦʧʫʩʢʦʤ (2 1/2 ð ʮʝ 2,5). 

ʈʦʟʜiʣʶʚʘʯʝʤ ʮʽʣʦʾ i ʜʨʦʙʦʚʦʾ ʯʘʩʪʠʥʠ ʚ ʜʝʩʷʪʢʦʚʠʭ ʯʠʩʣʘʭ ʟʘʣʝʞʥʦ ʚʽʜ ʥʘʣʘʰʪʫʚʘʥʥʷ ʆʉ 

ʤʦʞʝ ʙʫʪʠ ʢʨʘʧʢʘ ʘʙʦ ʢʦʤʘ. ʈʦʟʜʽʣʶʚʘʯ ʤʦʞʥʘ ʧʦʤʽʥʷʪʠ ʥʘ ʟʘʢʣʘʜʮʽ ʏʠʩʣʘ ʫ ʚiʢʥi ʧʨʦʛʨʘʤʠ ʄʦʚʘ i 

ʩʪʘʥʜʘʨʪʠ ʧʘʥʝʣʽ ʢʝʨʫʚʘʥʥʷ ʪʘʢ: ʇʫʩʢ-ʅʘʣʘʰʪʦʚʫʚʘʥʥʷ- ʇʘʥʝʣʴ ʢʝʨʫʚʘʥʥʷ-ʄʦʚʘ i ʩʪʘʥʜʘʨʪʠ. 

ʗʢʱʦ ʧʦʤʠʣʠʪʠʩʴ ʽʟ ʚʠʙʦʨʦʤ ʢʨʘʧʢʠ ʯʠ ʢʦʤʠ, ʪʦ ʧʨʦʛʨʘʤʘ ʤʦʞʝ ʟʨʦʟʫʤʽʪʠ ʚʚʝʜʝʥʝ 

ʜʝʩʷʪʢʦʚʝ ʯʠʩʣʦ, ʥʘʧʨʠʢʣʘʜ (5.4) ʷʢ ʜʘʪʫ (5 ʢʚʽʪʥʷ). ʋ ʮʴʦʤʫ ʚʠʧʘʜʢʫ ʢʣʽʪʠʥʢʫ ʪʨʝʙʘ ʙʫʜʝ ʦʯʠʩʪʠʪʠ 

ʢʦʤʘʥʜʘʤʠ ʈʝʜʘʛʫʚʘʪʠ-ʆʯʠʩʪʠʪʠ-ʌʦʨʤʘʪ ʘʙʦ ɺʩʝ i ʚʚʝʩʪʠ ʯʠʩʣʦ ʧʨʘʚʠʣʴʥʦ ð 5,4. 

ʗʢʱʦ ʚ ʢʣiʪʠʥʮi ʚʞʝ ʻ ʜʘʥʝ ʽ ʡʦʛʦ ʪʨʝʙʘ ʚʽʜʨʝʜʘʛʫʚʘʪʠ, ʪʦ ʢʣʽʪʠʥʢʫ ʚʠʙʠʨʘʶʪʴ ʽ 

ʢʦʨʠʩʪʫʶʪʴʩʷ ʦʜʥʠʤ ʽʟ ʜʚʦʭ ʩʧʦʩʦʙʽʚ: 

1) ʜʚʽʯʽ ʢʣʘʮʘʶʪʴ ʤʠʰʝʶ; 

2) ʥʘʪʠʩʢʘʶʪʴ ʥʘ ʢʣʘʚʽʰʫ F2. 

ʏʠʩʣʘ ʚ ʢʣʽʪʠʥʢʫ ʚʚʦʜʠʪʴ ʟʚʠʯʘʡʥʠʤ ʩʧʦʩʦʙʦʤ, ʘʣʝ ʥʘ ʝʢʨʘʥʽ ʚʦʥʠ ʤʦʞʫʪʴ ʙʫʪʠ ʚiʜʦʙʨʘʞʝʥi 

ʥʝʟʚʠʯʥʦ: ʯʠʩʣʦ ʤʦʞʝ ʚʠʛʣʷʜʘʪʠ ʷʢ ʟʘʦʢʨʫʛʣʝʥʝ, ʽʟ ʩʠʤʚʦʣʦʤ ʛʨʦʰʦʚʦʾ ʦʜʠʥʠʮʽ ($, ʛʨʥ.), ʟ ʢʦʤʘʤʠ ʯʠ 

ʧʨʦʧʫʩʢʘʤʠ, ʷʢʽ ʚʽʜʦʢʨʝʤʣʶʶʪʴ ʪʨʽʘʜʠ ʮʠʬʨ ʪʦʱʦ. 

ɺʽʜʦʙʨʘʞʝʥʥʷ ʜʘʥʦʛʦ ʟʘʣʝʞʠʪʴ ʚʽʜ ʬʦʨʤʘʪʫ ʡʦʛʦ ʟʦʙʨʘʞʝʥʥʷ. ʌʦʨʤʘʪʠ ʯʠʩʝʣ ʫ ʚʠʙʨʘʥʠʭ 

ʢʣʽʪʠʥʢʘʭ ʟʘʜʘʶʪʴ ʢʦʤʘʥʜʦʶ ʌʦʨʤʘʪ-ʂʣiʪʠʥʢʠ-ʚʠʙʠʨʘʶʪʴ ʟʘʢʣʘʜʢʫ ʏʠʩʣʦ. ɼʣʷ ʨʦʙʦʪʠ ʟ ʯʠʩʣʘʤʠ 

ʢʦʨʠʩʥʠʤ ʻ ʬʦʨʤʘʪ ʏʠʩʣʦʚʠʡ, ʜʝ ʤʦʞʥʘ ʟʘʜʘʪʠ ʢiʣʴʢiʩʪʴ ʜʝʩʷʪʢʦʚʠʭ ʟʥʘʢʽʚ ʧʽʩʣʷ ʢʦʤʠ, ʨʦʟʤʝʞʫʚʘʥʥʷ 

ʪʨʽʘʜ, ʚʠʛʣʷʜ ʚʽʜôʻʤʥʠʭ ʯʠʩʝʣ. ɭ ʡ iʥʰi ʬʦʨʤʘʪʠ: ʟʘʛʘʣʴʥʠʡ, ʛʨʦʰʦʚʠʡ, ʬʽʥʘʥʩʦʚʠʡ, ʜʘʪʘ, ʯʘʩ, 

ʧʨʦʮʝʥʪʥʠʡ, ʜʨʦʙʦʚʠʡ, ʝʢʩʧʦʥʝʥʮʽʘʣʴʥʠʡ, ʪʝʢʩʪʦʚʠʡ, ʜʦʜʘʪʢʦʚʠʡ: ʧʦʰʪʦʚʠʡ ʽʥʜʝʢʩ, ʥʦʤʝʨ ʪʝʣʝʬʦʥʫ, 

ʪʘʙʝʣʴʥʠʡ ʥʦʤʝʨ; ʫʩʽ ʬʦʨʤʘʪʠ (ʜʘʻ ʟʤʦʛʫ ʢʦʨʠʩʪʫʚʘʯʘʤ ʚʠʙʨʘʪʠ ʯʠ ʩʪʚʦʨʠʪʠ ʜʣʷ ʚʣʘʩʥʠʭ ʧʦʪʨʝʙ 

ʩʧʝʮʽʘʣʴʥʠʡ ʬʦʨʤʘʪ). 

ʅʘʧʨʠʢʣʘʜ, ʯʠʩʣʦ 1230,5 ʫ ʬʦʨʤʘʪʽ ʢʦʨʠʩʪʫʚʘʯʘ [ʏʦʨʥʠʡ]# ##0,00ʛʨʥ;[ʏʝʨʚʦʥʠʡ]- # # #0,00 

ʛʨʥ. ʙʫʜʝ ʟʦʙʨʘʞʝʥʝ ʥʘ ʝʢʨʘʥʽ ʫ ʛʨʦʰʦʚʦʤʫ ʬʦʨʤʘʪʽ   1 230,50ʛʨʥ ʯʦʨʥʠʤ ʢʦʣʴʦʨʦʤ, ʘ ʚʽʜôʻʤʥʝ ʪʘʢʝ ʞ 

ʯʠʩʣʦ ð ʯʝʨʚʦʥʠʤ ʢʦʣʴʦʨʦʤ. ʇʝʨʰʘ ʧʦʣʦʚʠʥʘ ʬʦʨʤʘʪʫ ʧʨʠʟʥʘʯʝʥʘ ʜʣʷ ʧʦʜʘʥʥʷ ʜʦʜʘʪʥʠʭ ʯʠʩʝʣ i ʥʫʣʷ, ʘ 

ʜʨʫʛʘ ð ʚʽʜôʻʤʥʠʭ. ʑʦʙ ʩʧʝʮʠʬʽʯʥʦ ʚʽʜʦʙʨʘʟʠʪʠ ʯʠʩʣʦ ʥʫʣʴ, ʜʣʷ ʥʴʦʛʦ ʟʘʧʠʩʫʶʪʴ ʪʨʝʪʶ ʯʘʩʪʠʥʫ 

ʬʦʨʤʘʪʫ. 

ʉʠʤʚʦʣ 0 ʫ ʬʦʨʤʘʪʽ ð ʮʝ ʚʢʘʟʽʚʢʘ ʚʽʜʦʙʨʘʞʘʪʠ ʫ ʚiʜʧʦʚiʜʥiʡ ʧʦʟʠʮʽʾ ʢʦʥʢʨʝʪʥʫ ʮʠʬʨʫ ʘʙʦ 

ʥʫʣʴ, ʩʠʤʚʦʣ # ð ʣʠʰʝ ʟʥʘʯʫʱi ʮʠʬʨʠ, ʧʨʦʧʫʩʢ ʟʘʙʝʟʧʝʯʫʻ ʚʽʜʦʢʨʝʤʣʝʥʥʷ ʛʨʫʧ ʮʠʬʨ (ʟʘʟʚʠʯʘʡ ʪʨʽʘʜ). 

ʅʘʟʚʫ ʛʨʦʰʦʚʦʾ ʦʜʠʥʠʮʽ (ʛʨʥ., $ ʪʦʱʦ) ʧʨʠʡʥʷʪʦ ʦʧʠʩʫʚʘʪʠ ʫ ʬʦʨʤʘʪʽ, ʘ ʥʝ ʚʚʦʜʠʪʠ ʚ ʢʣʽʪʠʥʢʠ ʨʘʟʦʤ ʽʟ 

ʯʠʩʣʦʚʠʤʠ ʟʥʘʯʝʥʥʷʤʠ. 

 

ɿɸɺɼɸʅʅʗ: ʧʨʦʝʢʩʧʝʨʠʤʝʥʪʫʡʪʝ ʟ ʚʚʝʜʝʥʥʷʤ ʜʘʥʠʭ ʨʽʟʥʠʭ ʪʠʧʽʚ. 

ɺʠʩʚʽʪʣʽʪʴ ʧʨʦʨʦʙʣʝʥʫ ʨʦʙʦʪʫ ʫ ʚʠʩʥʦʚʢʘʭ. 

 

ʆʬʦʨʤʽʪʴ ʚʠʩʥʦʚʢʠ.  
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ʊʝʤʘ:  ʌʦʨʤʘʪʫʚʘʥʥʷ ʢʦʤʽʨʦʢ ʪʘ ʜʽʘʧʘʟʦʥʽʚ ʢʦʤʽʨʦʢ (2 ʛʦʜ.) 

ʄʝʪʘ:  ʥʘʚʯʠʪʠʩʷ ʬʦʨʤʘʪʫʚʘʪʠ ʢʦʤʽʨʢʠ ʪʘ ʜʽʘʧʘʟʦʥʠ ʢʦʤʽʨʦʢ ʚ Excel 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ,  ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ. 

 

ʂʦʨʦʪʢʽ ʪʝʦʨʝʪʠʯʥʽ ʚʽʜʦʤʦʩʪʽ  
 

ɼʣʷ ʬʦʨʤʘʪʫʚʘʥʥʷ ʚʤʽʩʪʫ ʢʣʽʪʠʥʢʠ ʚʠʢʦʨʠʩʪʦʚʫʶʪʴ ʢʦʤʘʥʜʫ ʌʦʨʤʘʪ-

ʂʣʽʪʠʥʢʠ. ɺʠʢʦʨʠʩʪʦʚʫʯʠ ʚʢʣʘʜʢʫ ɺʠʨʽʚʥʶʚʘʥʥʷ ʤʦʞʥʘ ʚʠʢʦʥʘʪʠ ʛʦʨʠʟʦʥʪʘʣʴʥʝ ʽ 

ʚʝʨʪʠʢʘʣʴʥʝ ʚʠʨʽʚʥʶʚʘʥʥʷ ʪʝʢʩʪʫ ʡ ʯʠʩʝʣ ʫ ʢʦʤʽʨʢʘʭ. ʅʘ ʜʽʣʷʥʮʽ ʆʨʽʻʥʪʘʮʽʷ ʻ 

ʤʦʞʣʠʚʽʩʪʴ ʨʦʟʪʘʰʫʚʘʪʠ ʚʤʽʩʪ ʢʣʽʪʠʥʦʢ ʧʽʜ ʟʘʜʘʥʠʤ ʢʫʪʦʤ.  ɼʣʷ ʩʪʚʦʨʝʥʥʷ ʣʽʥʽʡ 

ʚʠʢʦʨʠʩʪʦʚʫʶʪʴ ʚʢʣʘʜʢʫ ʄʝʞʘ ʜʽʘʣʦʛʦʚʦʛʦ ʚʽʢʥʘ ʌʦʨʤʘʪ ʢʣʽʪʠʥʦʢ, ʜʝ ʚʠʙʠʨʘʶʪʴ ʪʠʧ 

ʣʽʥʽʡ ʽ ʨʘʤʦʢ (ʌʦʨʤʘʪ-ʂʣʽʪʠʥʢʠé-ʄʝʞʘ). 

ʋ ʢʦʤʽʨʢʘʭ ʮʠʬʨʠ ʧʦʚʠʥʥʽ ʙʫʪʠ ʦʜʥʘʢʦʚʦʾ ʢʽʣʴʢʦʩʪʽ ʜʝʩʷʪʢʦʚʠʭ ʟʥʘʢʽʚ. ɼʣʷ 

ʮʴʦʛʦ ʚʠʢʦʨʠʩʪʦʚʫʶʪʴ ʦʢʨʫʛʣʝʥʥʷ ʯʠʩʝʣ ʟʘ ʜʦʧʦʤʦʛʦʶ ʧʘʥʝʣʽ ʽʥʩʪʨʫʤʝʥʪʽʚ. 

 

ʍʽʜ ʨʦʙʦʪʠ 
 

1. ɿʘʧʫʩʪʽʪʴ Excel 

2. ɺʚʝʜʽʪʴ ʫ ʢʦʤʽʨʢʫ ɺ8 ʪʝʢʩʪ çʄʦʞʣʠʚʦʩʪʽ ʬʦʨʤʘʪʫʚʘʥʥʷ ʢʦʤʽʨʦʢ ʚ 

Excelè ʞʠʨʥʠʤ ʢʫʨʩʠʚʦʤ ʯʝʨʚʦʥʦʛʦ ʢʦʣʴʦʨʫ, ʦʙôʻʜʥʘʡʪʝ ʢʦʤʽʨʢʠ, ʷʢʽ 

ʟʘʡʤʘʻ ʪʝʢʩʪ, ʪʘ ʨʦʟʤʽʩʪʽʪʴ ʡʦʛʦ ʧʦ ʮʝʥʪʨʫ . ʆʙʨʘʤʫʡʪʝ ʪʝʢʩʪ 

ʧʫʥʢʪʠʨʥʦʶ ʨʘʤʢʦʶ ʩʠʥʴʦʛʦ ʢʦʣʴʦʨʫ. 

3. ɿʘʧʦʚʥʽʪʴ ʙʣʦʢ ɺ2:ɽ6 ʜʦʚʽʣʴʥʠʤʠ ʯʠʩʣʦʚʠʤʠ ʟʥʘʯʝʥʥʷʤʠ. 

4. ʈʦʟʪʘʰʫʡʪʝ ʚʩʽ ʯʠʩʣʘ ʙʽʣʷ ʧʨʘʚʠʭ ʤʝʞ ʢʦʤʽʨʦʢ, ʧʦʜʘʡʪʝ ʫ ʚʽʜʩʦʪʢʘʭ ʽʟ 

ʪʨʴʦʤʘ ʟʥʘʢʘʤʠ ʧʽʩʣʷ ʢʦʤʠ. 

5. ɺʩʪʘʥʦʚʽʪʴ ʨʦʟʤʽʨ  ʰʨʠʬʪʫ 13. 

6. ʆʙʨʘʤʫʡʪʝ ʙʣʦʢ ʨʘʤʢʦʶ ʯʝʨʚʦʥʦʛʦ ʢʦʣʴʦʨʫ ʽ ʟʘʣʠʡʪʝ ʩʚʽʪʣʦ-ʞʦʚʪʠʤ 

ʢʦʣʴʦʨʦʤ. 

7. ɿʤʽʥʽʪʴ ʰʠʨʠʥʫ ʩʪʦʚʧʮʷ ʪʘ ʰʠʨʠʥʫ ʨʷʜʢʘ ʧʝʨʝʤʽʱʘʶʯʠ ʤʘʨʢʝʨ ʥʘ 

ʟʘʛʦʣʦʚʢʫ ʩʪʦʚʧʮʽʚ  ʘʙʦ ʟʘʛʦʣʦʚʢʫ ʨʷʜʢʽʚ. 

 

 
 

8. ɺʩʪʘʚʪʝ ʩʪʦʚʮʽ ʘʙʦ ʨʷʜʢʠ ʟʘ ʜʦʧʦʤʦʛʦʶ ɺʩʪʘʚʢʘ / ʈʷʜʢʠ / ʉʪʦʚʧʮʽ. 

9. ɺʠʜʘʣʽʪʴ ʨʷʜʦʢ ʘʙʦ ʩʪʦʚʧʝʮʴ ʟʘ ʜʦʧʦʤʦʛʦʶ ʇʨʘʚʢʘ / ɺʠʜʘʣʠʪʠ. 

7. ʇʦʝʢʩʧʝʨʠʤʝʥʪʫʡʪʝ ʟ ʽʥʰʠʤʠ ʝʣʝʤʝʥʪʘʤʠ ʬʦʨʤʘʪʫʚʘʥʥʷ. 

8. ɺʽʜʦʙʨʘʟʽʪʴ ʚʠʢʦʥʘʥʥʷ ʧ.6 ʫ ʚʠʩʥʦʚʢʘʭ 
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ʊʝʤʘ ʫʨʦʢʫ:  ʉʪʚʦʨʝʥʥʷ ʬʦʨʤʫʣ. ɺʚʝʜʝʥʥʷ ʬʦʨʤʫʣ (1 ʛʦʜ.) 

ʄʝʪʘ ʫʨʦʢʫ:  ʥʘʚʯʠʪʠʩʷ ʚʚʦʜʠʪʠ ʪʝʢʩʪʦʚʽ, ʯʠʩʣʦʚʽ ʜʘʥʽ ʽ ʬʦʨʤʫʣʠ ʚ 

ʪʘʙʣʠʮʶ.  

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ,  ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ. 

 

ʂʦʨʦʪʢʽ ʪʝʦʨʝʪʠʯʥʽ ʚʽʜʦʤʦʩʪʽ 

 
ɸʨʠʬʤʝʪʠʯʥi ʦʧʝʨʘʮiʾ i ʦʧʝʨʘʮiʾ ʟ ʪʝʢʩʪʦʤ. ɽʭʩʝl  ʚʠʢʦʨʠʩʪʦʚʫʻ ʟʚʠʯʘʡʥi 

ʟʥʘʢʠ ʘʨʠʬʤʝʪʠʯʥʠʭ ʦʧʝʨʘʮiʡ +, ð , /, *,^. ɿʘʧʠʩ ʘʨʠʬʤʝʪʠʯʥʠʭ ʦʧʝʨʘʮiʡ 

ʟʜiʡʩʥʶʻʪʴʩʷ ʟʘ ʟʘʛʘʣʴʥʦʧʨʠʡʥʷʪʠʤʠ ʧʨʘʚʠʣʘʤʠ, ʤʦʞʥʘ ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠ 

ʙʘʛʘʪʦʨiʚʥʝʚi ʜʫʞʢʠ. ʅʘʧʨʠʢʣʘʜ, =((F4+ʉ5)/ɽʙ)*(ɺ2-D2)+ʉ4^2. ʑʦʙ 

ʦʙôʻʜʥʫʚʘʪʠ ʘʙʦ ʧʨʠʻʜʥʫʚʘʪʠ ʪʝʢʩʪ ʜʦ ʬʦʨʤʫʣ ʚʠʢʦʨʠʩʪʦʚʫʶʪʴ ʟʥʘʢ & 

(ʘʤʧʝʨʩʘʥʜ). ʅʘʧʨʠʢʣʘʜ, ʦʙʯʠʩʣʝʥʘ ʩʫʤʘ ʚʠʨʘʞʘʻʪʴʩʷ ʚ ʛʨʥ., ʪʦʜi ʬʦʨʤʫʣʘ 

ʥʘʙʠʨʘʻ ʚʠʛʣʷʜ: =(F4+ʉ5)/ɽʙ)*(ɺ2-D2)+ʉ4^2&ôʛʨʥò. 

ʇʨʠʻʜʥʘʥʠʡ ʪʝʢʩʪ ʙʝʨʝʪʴʩʷ ʚ ʣʘʧʢʠ. ʇʨʦʙiʣʠ ʪʘʢʦʞ ʧʦʚʠʥʥi 

ʟʥʘʭʦʜʠʪʠʩʴ ʫ ʣʘʧʢʘʭ. ɼʫʞʝ ʚʘʞʣʠʚʦ ʟʥʘʪʠ, ʱʦ ʮʠʬʨʘ ʟ ʥʘʟʚʦʶ ʥʝ 

ʚʚʘʞʘʻʪʴʩʷ ʯʠʩʣʦʤ i ʥʝ ʤʦʞʝ ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠʩʷ ʷʢ ʘʨʛʫʤʝʥʪ ʚ iʥʰʠʭ 

ʬʦʨʤʫʣʘʭ. ʋ ɽʭʩʝI  ʤʦʞʥʘ ʦʙôʻʜʥʫʚʘʪʠ ʪʝʢʩʪ. ʅʘʧʨʠʢʣʘʜ, ʫ ʢʣiʪʠʥʢʫ ɸ1 

ʚʚʝʜʝʥʦ ʪʝʢʩʪ ʅʘʰ ʛʦʣʦʚʥʠʡ ʧʘʨʪʥʝʨ, ʚ ɸ2 ð ʤʘʩʣʦ, ʚ ɸɿ ð ʟʘʚʦʜ. ɺ ɸ4 

ʚʧʠʩʫʻʪʴʩʷ ʬʦʨʤʫʣʘ = ñʋ 2001 ʨʦʮi ç&ɸ1òʻò&ɸ2&ɸɿ, ʦʜʝʨʞʠʤʦ ñɺ 2001 

ʨʦʮi ʥʘʰ ʛʦʣʦʚʥʠʡ ʧʘʨʪʥʝʨ ʻ ʤʘʩʣʦʟʘʚʦʜò. 
 

ɺʠʢʦʥʘʥʥʷ ʧʨʘʢʪʠʯʥʦʾ ʨʦʙʦʪʠ 
 

ɿʘʚʜʘʥʥʷ 1.  ʇʨʠʢʣʘʜʠ ʨʦʟʛʣʷʥʫʪʽ ʚ ʪʝʦʨʝʪʠʯʥʠʭ ʚʽʜʦʤʦʩʪʷʭ ʚʠʢʦʥʘʪʠ 

ʧʨʘʢʪʠʯʥʦ. ʂʦʤʽʨʢʠ, ʥʘ ʷʢʽ ʽʜʫʪʴ ʧʦʩʠʣʘʥʥʷ, ʟʘʧʦʚʥʠʪʠ ʜʦʚʽʣʴʥʠʤʠ 

ʯʠʩʣʘʤʠ. 

 

ɿʘʚʜʘʥʥʷ 2. ɺʚʝʜʽʪʴ ʫ ʢʦʤʽʨʢʠ ʉ3:ʉ7 ʪʝʢʩʪʠ: çʥʝè, çʽʥʬʦʨʤʘʪʠʢʫè, çʷè, 

çʟʥʘʶè, çʧʦʢʠ ʱʝè, ʘ ʚ ʢʦʤʽʨʢʫ ʉ9 ï ʬʦʨʤʫʣʫ, ʷʢʘ ʧʦʻʜʥʫʻ ʮʽ ʪʝʢʩʪʠ ʚ 

ʦʩʤʠʩʣʝʥʫ ʬʨʘʟʫ. 

 

ɿʘʢʽʥʯʽʪʴ ʨʦʙʦʪʫ. ʆʬʦʨʤʽʪʴ ʚʠʩʥʦʚʢʠ 
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ʊʝʤʘ:  ʉʪʚʦʨʝʥʥʷ ʬʦʨʤʫʣ. ɺʚʝʜʝʥʥʷ ʬʦʨʤʫʣ (1 ʛʦʜ.) 

ʄʝʪʘ:  ʥʘʚʯʠʪʠʩʷ ʚʚʦʜʠʪʠ ʪʝʢʩʪʦʚʽ, ʯʠʩʣʦʚʽ ʜʘʥʽ ʽ ʬʦʨʤʫʣʠ ʚ ʪʘʙʣʠʮʶ,  

ʢʦʧʽʶʚʘʪʠ ʬʦʨʤʫʣʠ. 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ,  ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ. 

 

ɺʠʢʦʥʘʥʥʷ ʧʨʘʢʪʠʯʥʦʾ ʨʦʙʦʪʠ 

 

ɿʘʜʘʯʘ çʊʦʚʘʨʥʠʡ ʯʝʢè 

ʇʽʜʛʦʪʫʚʘʪʠ ʪʦʚʘʨʥʠʡ ʯʝʢ, ʜʝ ʟʘʬʽʢʩʦʚʘʥʘ ʢʫʧʽʚʣʷ ʜʝʢʽʣʴʢʦʭ 

ʥʘʡʤʝʥʫʚʘʥʴ ʪʦʚʘʨʽʚ. ɺʭʽʜʥʽ ʜʘʥʽ: ʧʦʨʷʜʢʦʚʠʡ ʥʦʤʝʨ, ʥʘʟʚʘ ʪʦʚʘʨʫ 

(ʥʘʧʨʠʢʣʘʜ, ʢʘʥʮʪʦʚʘʨʠ), ʮʽʥʘ ʟʘ ʦʜʥʫ ʦʜʠʥʠʮʶ, ʢʽʣʴʢʽʩʪʴ, ʩʫʤʘ. ɺʭʽʜʥʽ 

ʜʘʥʽ ʟʘʜʘʡʪʝ ʩʘʤʦʩʪʽʡʥʦ. 

 

ʍʽʜ ʨʦʟʚôʷʟʘʥʥʷ ʟʘʜʘʯʽ 

 

1. ɺʚʝʜʽʪʴ ʜʘʥʽ ʜʣʷ ʨʦʟʚôʷʟʫʚʘʥʥʷ ʟʘʜʘʯʽ 
 

ɸʜʨʝʩʘ  ɼʘʥʝ  ɸʜʨʝʩʘ  ɼʘʥʝ  

ɸ1 ʊʦʚʘʨʥʠʡ ʯʝʢ C3 0,45 

ɸ2 ʅʦʤʝʨ D3 4 

ɺ2 ʅʘʟʚʘ A4 2 

ʉ2 ʎʽʥʘ B4 ɸʣʴʙʦʤ  

D2 ʂʽʣʴʢʽʩʪʴ C4 0,6 

E2 ʉʫʤʘ D4 5 

A3 1 ɯ ʪ.ʜ. (ʚʚʝʜʽʪʴ ʘʥʘʣʦʛʽʯʥʽ ʜʘʥʽ ʫ ʨʷʜʢʠ 

5,6,7,8,9) 

B3 ɿʦʰʠʪ  C11 ʚʩʴʦʛʦ 
 

2. ʇʝʨʝʤʢʥʽʪʴ ʢʣʘʚʽʘʪʫʨʫ ʥʘ ʘʥʛʣʽʡʩʴʢʠʡ ʘʣʬʘʚʽʪ 

3. ʋʚʝʜʽʪʴ ʬʦʨʤʫʣʠ: 
 

ɸʜʨʝʩʘ  ʌʦʨʤʫʣʘ  

ɽ3 =C3*D3 
 

ɽ4 =C4*D4 

ɽ5 =C5*D5 
 

ɽ6 =C6*D6 
 

ɽ7 =C7*D7 
 

ɽ8 =C8*D8 
 

ɽ9 =C9*D9 
 

ɽ11 =ɽ3+ɽ4+ɽ5+ɽ6+ɽ7+ɽ8+ɽ9  ʘʙʦ =ʉʋʄʄ(ɽ3:ɽ9) 

  

4. ʉʢʦʧʽʶʡʪʝ ʨʦʙʦʯʫ ʪʘʙʣʠʮʶ ʥʘ ʣʠʩʪ 2. ɿʤʽʥʽʪʴ ʮʽʥʫ ʟʘ ʦʜʠʥʠʮʶ 
ʪʦʚʘʨʫ. 

5. ʉʢʦʧʽʶʡʪʝ ʨʦʙʦʯʫ ʪʘʙʣʠʮʶ ʟ ʣʠʩʪ 1 ʥʘ ʣʠʩʪ 3. ɿʤʽʥʽʪʴ ʢʽʣʴʢʽʩʪʴ 
ʧʨʠʜʙʘʥʦʛʦ ʪʦʚʘʨʫ. 

6. ʆʬʦʨʤʽʪʴ ʚʠʩʥʦʚʢʠ 
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ʊʝʤʘ:  ʈʦʙʦʪʘ ʟ ʤʘʡʩʪʨʦʤ ʬʫʥʢʮʽʡ (1 ʛʦʜ.) 
ʄʝʪʘ:  ʫʤʽʪʠ ʢʦʨʠʩʪʫʚʘʪʠʩʷ ʩʪʘʥʜʘʨʪʥʠʤʠ ʬʫʥʢʮʽʷʤʠ. ɺʤʽʪʠ 

ʩʪʚʦʨʶʚʘʪʠ ʟʘʭʠʩʪ ʜʘʥʠʭ ʪʘ ʚʠʢʦʥʫʚʘʪʠ ʾʭ ʢʦʥʩʦʣʽʜʘʮʽʶ 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ,  ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ. 

 

ʍʜ̔ ʨʦʙʦʪʠ 

1. ɿʘʧʫʩʪʽʪʴ ɽʊ, ʚʽʜʢʨʠʡʪʝ ʥʦʚʫ ʢʥʠʞʢʫ ʪʘ ʟʘʜʘʡʪʝ ʾʡ ʥʘʟʚʫ ʊʝʤʧʝʨʘʪʫʨʘ. 

2. ʆʬʦʨʤʽʪʴ ʟʘʛʦʣʦʚʦʢ (ʥ.: ʪʝʤʧʝʨʘʪʫʨʘ ʧʦʚʽʪʨʷ). 

3. ɿʘ ʜʦʧʦʤʦʛʦʶ ʤʘʨʢʝʨʘ ʟʘʧʦʚʥʝʥʥʷ ʚ ʜʽʘʧʘʟʦʥ-ʩʪʦʚʧʝʮʴ ɸ2:ɸ8 ʚʝʜʽʪʴ ʜʥʽ 

ʪʠʞʥʷ. 

4. ɿʘʧʦʚʥʽʪʴ ʜʽʘʧʘʟʦʥ-ʩʪʦʚʧʝʮʴ ɺ2:ɺ8 ʧʦʢʘʟʥʠʢʘʤʠ ʪʝʤʧʝʨʘʪʫʨʠ. 

5. ʋ ʢʦʤʽʨʢʫ ɸ10 ʚʚʝʜʽʪʴ ʩʣʦʚʦ ʤʘʢʩʠʤʘʣʴʥʘ t
0
. 

6. ʋ ʢʦʤʽʨʢʫ ɺ10 ʚʚʝʜʽʪʴ ʬʦʨʤʫʣʫ = ʄɸʂʉ(ɺ2:ɺ8) ʘʙʦ ɺʩʪʘʚʢʘ-ʌʫʥʢʮʽʷ-

ʉʪʘʪʠʩʪʠʯʥʘ-ʄɸʂʉ. 

7. ʋ ʢʦʤʽʨʢʫ ɸ11 ʚʚʝʜʽʪʴ ʩʣʦʚʦ ʤʽʥʽʤʘʣʴʥʘ t
0
. 

8. ʋ ʢʦʤʽʨʢʫ ɺ11 ʚʚʝʜʽʪʴ ʬʦʨʤʫʣʫ = ʄʀʅ(ɺ2:ɺ8) ʘʙʦ ɺʩʪʘʚʢʘ-ʌʫʥʢʮʽʷ-

ʉʪʘʪʠʩʪʠʯʥʘ-ʄʀʅ. 

9. ʋ ʢʦʤʽʨʢʫ ɸ12 ʚʚʝʜʽʪʴ - ʩʝʨʝʜʥʻ ʟʥʘʯʝʥʥʷ. 

10. ʋ ʢʦʤʽʨʢʫ ɺ12 ʚʚʝʜʽʪʴ ʬʦʨʤʫʣʫ =ʉʈɿʅɸʏ(ɺ2:ɺ8). 

11.  ʉʘʤʦʩʪʽʡʥʦ ʟʘʧʦʚʥʽʪʴ ʣʠʩʪ2 ʽ ʣʠʩʪ3 ʧʦʜʽʙʥʠʤʠ ʟʥʘʯʝʥʥʷ ʪʘ ʚʠʟʥʘʯʪʝ 
ʤʘʢʩʠʤʘʣʴʥʫ, ʤʽʥʽʤʘʣʴʥʫ,  ʩʝʨʝʜʥʶ ʪʝʤʧʝʨʘʪʫʨʫ. 

12. ɿʘʢʽʥʯʽʪʴ ʨʦʙʦʪʫ.  

ɿʘʚʜʘʥʥʷ: ʚʠʢʦʥʘʡʪʝ ʢʦʥʩʦʣʽʜʘʮʽʶ ʪʨʴʦʭ ʪʘʙʣʠʮʴ çʊʦʚʘʨʥʠʡ ʯʝʢè  ʥʘ 

ʣʠʩʪ4. ɿôʷʩʫʡʪʝ,  ʩʢʽʣʴʢʠ ʚʩʴʦʛʦ ʦʜʠʥʠʮʴ ʽ ʥʘ ʷʢʫ ʩʫʤʫ ʢʫʧʣʝʥʦ ʪʦʚʘʨʫ ʟ 

ʥʦʤʝʨʦʤ 1? ʉʢʽʣʴʢʠ ʚʩʴʦʛʦ ʟʘʪʨʘʯʝʥʦ ʛʨʦʰʝʡ? 
 

1. ɿʘʧʫʩʪʽʪʴ ɽʊ, ʚʽʜʢʨʠʡʪʝ  çʊʦʚʘʨʥʠʡ ʯʝʢè. 

2. ʈʦʟʚôʷʞʽʪʴ ʟʘʜʘʯʫ ʟʘ ʪʘʢʠʤ ʘʣʛʦʨʠʪʤʦʤ: 

-  ʩʢʦʧʽʶʡʪʝ ʩʪʦʚʧʮʽ ɸ,ɺ,ʉ (ʷʢʽ ʤʽʩʪʷʪʴ ʥʝʟʤʽʥʥʽ ʜʘʥʽ) ʟ ʣʠʩʪ1 ʥʘ 

ʣʠʩʪ4; 

-  ʚʠʦʢʨʝʤʪʝ ʧʦʨʷʜ ʟ ʥʠʤʠ ʩʪʦʚʧʮʽ D,ɽ ʜʣʷ ʟʘʥʝʩʝʥʥʷ 

ʢʦʥʩʦʣʽʜʦʚʘʥʠʭ ʜʘʥʠʭ; 

-  ʚʠʢʦʥʘʡʪʝ ʢʦʤʘʥʜʠ ʟ ʛʦʣʦʚʥʦʛʦ ʤʝʥʶ ɼʘʥʽ-ʂʦʥʩʦʣʽʜʘʮʽʷé 

-  ʧʝʨʝʢʦʥʘʡʪʝʩʷ, ʱʦ ʬʫʥʢʮʽʷ ʢʦʥʩʦʣʽʜʘʮʽʾ ï ʉʫʤʘ; 

-  ʚʠʦʢʨʝʤʪʝ ʩʪʦʚʧʮʽ D,ɽ ʟ ʚʭʽʜʥʠʤʠ ʜʘʥʠʤʠ; 

-  ʚʠʢʦʥʘʡʪʝ ʢʦʤʘʥʜʫ ɼʦʜʘʪʠ ʫ ʚʽʢʥʽ ʢʦʥʩʦʣʽʜʘʮʽʾ; 

-  ʧʦʚʪʦʨʽʪʴ ʧ.6 ʽ ʧ.7 ʜʣʷ ʣʠʩʪʽʚ 2 ʽ 3; 

-  ʚʽʟʫʘʣʴʥʦ ʧʝʨʝʢʦʥʘʡʪʝʩʷ, ʱʦ ʩʧʠʩʦʢ ʜʽʘʧʘʟʦʥʽʚ ʤʽʩʪʠʪʴ 

ʧʦʩʠʣʘʥʥʷ ʥʘ ʪʨʠ ʧʦʪʨʽʙʥʽ ʘʨʢʫʰʽ; 

-  ʅʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ ʆʂ ï ʦʪʨʠʤʘʻʪʝ ʨʝʟʫʣʴʪʘʪ. 

3. ɿʘʢʽʥʯʽʪʴ ʨʦʙʦʪʫ. ʆʬʦʨʤʽʪʴ ʚʠʩʥʦʚʢʠ. 
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ʊʝʤʘ:  ʈʦʙʦʪʘ ʟ ʤʘʡʩʪʨʦʤ ʬʫʥʢʮʽʡ (1 ʛʦʜ.) 

ʄʝʪʘ:  ʫʤʽʪʠ ʟʘʩʪʦʩʦʚʫʚʘʪʠ ʤʘʪʝʤʘʪʠʯʥʽ ʬʫʥʢʮʽʾ ʜʣʷ ʨʦʟʚôʷʟʢʽʚ ʟʘʜʘʯ 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ,  ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ. 
 

ɺʠʢʦʥʘʥʥʷ ʧʨʘʢʪʠʯʥʦʾ ʨʦʙʦʪʠ 
 

ɿʘʜʘʯʘ. çʊʘʙʫʣʶʚʘʥʥʷ ʬʫʥʢʮʽʾ ʪʘ ʦʙʯʠʩʣʝʥʥʷ ʧʣʦʱʽè 
ʇʨʦʪʘʙʫʣʶʚʘʪʠ ʬʫʥʢʮʽʶ ʫ=n(sin n x

2
+1), ʜʝ n ï ʥʦʤʝʨ ʚʘʨʽʘʥʪʘ, ʪʘ 

ʦʙʯʠʩʣʠʪʠ ʧʣʦʱʫ ʧʽʜ ʢʨʠʚʦʶ ʤʝʪʦʜʦʤ ʣʽʚʠʭ ʧʨʷʤʦʢʫʪʥʠʢʽʚ. ɺʽʜʨʽʟʦʢ, ʥʘ ʷʢʦʤʫ 

ʨʦʟʛʣʷʜʘʪʠ ʬʫʥʢʮʽʶ, ʽ ʢʨʦʢ ʪʘʙʫʣʶʚʘʥʥʷ  h ʟʘʜʘʪʠ ʩʘʤʦʩʪʽʡʥʦ (ʫ ʪʘʙʣʠʮʽ ʧʦʚʠʥʥʦ 

ʙʫʪʠ 10-12 ʨʷʜʢʽʚ). 

ʍʽʜ ʨʦʙʦʪʠ 
1. ɿʘʧʫʩʪʽʪʴ ɽʊ, ʩʪʚʦʨʽʪʴ ʢʥʠʛʫ ʧʽʜ ʥʘʟʚʦʶ ʊʘʙʫʣʶʚʘʥʥʷ ʬʫʥʢʮʽʾ ʪʘ 

ʦʙʯʠʩʣʝʥʥʷ ʧʣʦʱʽ 

2. ɺʚʝʜʽʪʴ ʚʭʽʜʥʽ ʜʘʥʽ ʨʦʟʚôʷʟʫʚʘʥʥʷ ʟʘʜʘʯʽ 
ɸʜʨʝʩ  ɼʘʥʽ ɸʜʨʝʩ  ɼʘʥʽ 

ɸ1 ʊʘʙʫʣʶʚʘʥʥʷ ʬʫʥʢʮʽʾ ʪʘ ʦʙʯʠʩʣʝʥʥʷ ɸ5 ʭ 

ɸ2 ʇʣʦʱʽ ʧʽʜ ʢʨʠʚʦʶ  ɺ5 ʫ  

ɸ3 (ʚʢʘʟʘʪʠ ʩʚʦʶ ʬʫʥʢʮʽʶ, ʤʝʞʽ, ʢʨʦʢ) ʉ5 ʧʣʦʱʘ 

3.  ɿʘʜʘʡʪʝ ʨʝʞʠʤ ɼʦʧʫʩʢʘʪʠ ʥʘʟʚʠ ʜʽʘʧʘʟʦʥʽʚ. ʉʝʨʚʽʩ ï ʇʘʨʘʤʝʪʨʠ 

ï ʟʘʢʣʘʜʢʘ ʆʙʯʠʩʣʝʥʥʷ. 
4. ɺʚʝʜʽʪʴ ʫ ʢʣʽʪʠʥʢʫ D4 ʟʥʘʯʝʥʥʷ ʢʨʦʢʫ i ʜʘʡʪʝ ʢʣʽʪʠʥʮʽ ʽʤôʷ h. ɺʚʝʜʽʪʴ 
ʯʠʩʣʦ i ʚʠʙʝʨʽʪʴ ʮʶ ʢʣʽʪʠʥʢʫ. ɿʘʩʪʦʩʫʡʪʝ ʢʦʤʘʥʜʫ ɺʩʪʘʚʠʪʠ - ɯʤôʷ - 

ʇʨʠʩʚʦʾʪʠ - ɺʚʝʜʽʪʴ h - ɼʦʜʘʪʠ -ʆʂ. 

5. ʋʚʝʜʽʪʴ ʬʦʨʤʫʣʠ ʨʦʟʚôʷʟʫʚʘʥʥʷ ʟʘʜʘʯʽ ʪʘʢ: 
ɸʜʨʝʩ  ʌʦʨʤʫʣʘ  ʇʨʠʤʽʪʢʘ  

ɸ6 0 ɿʥʘʯʝʥʥʷ ʣʽʚʦʾ ʤʝʞʽ ʟʘʜʘʡʪʝ ʩʚʦʻ 

ɺ6 =SIN(x^2)+1 ʎʝ ʬʦʨʤʫʣʘ ʦʙʯʠʩʣʝʥʥʷ ʟʥʘʯʝʥʥʷ ʬʫʥʢʮʽʾ, ʘ ʚʠ ʚʚʝʜʽʪʴ ʩʚʦʶ ʬʦʨʤʫʣʫ 

ʉ6 =h*ʫ ʆʙʯʠʩʣʝʥʦ ʧʣʦʱʫ ʦʜʥʦʛʦ ʣʽʚʦʛʦ ʧʨʷʤʦʢʫʪʥʠʢʘ 

ɸ7 =ɸ6+ h  

6. ʉʢʦʧʽʶʡʪʝ ʬʦʨʤʫʣʠ ʟ ʢʣʽʪʠʥʦʢ ɸ7, ɺ6, ʉ7 ʚʥʠʟ ʜʦ ʢʽʥʮʷ ʨʦʙʦʯʦʾ 
ʪʘʙʣʠʮʽ ð ʦʪʨʠʤʘʻʪʝ ʧʣʦʱʽ ʚʩʽʭ ʣʽʚʠʭ ʧʨʷʤʦʢʫʪʥʠʢʽʚ ʫ ʩʪʦʚʧʮʽ ʉ. 

7.  ʋ ʩʪʦʚʧʮʽ ʉ ʚʠʣʫʯʽʪʴ ʦʩʪʘʥʥʻ ʟʥʘʯʝʥʥʷ. ʑʦʙ ʦʪʨʠʤʘʪʠ ʧʣʦʱʫ ʧʽʜ 

ʚʩʽʻʶ ʢʨʠʚʦʶ ʦʙʯʠʩʣʽʪʴ ʩʫʤʫ ʧʣʦʱ ʚʩʽʭ ʣʽʚʠʭ ʧʨʷʤʦʢʫʪʥʠʢʽʚ. ʂʣʘʮʥʽʪʴ 
ʧʽʜ ʩʪʦʚʧʮʝʤ ʉ i ʟʘʩʪʦʩʫʡʪʝ ʢʦʤʘʥʜʫ-ʢʥʦʧʢʫ ɸʚʪʦʩʫʤʘ.  

8. ʋ ʢʣʽʪʠʥʢʫ ʟʽ ʟʥʘʯʝʥʥʷʤ ʧʣʦʱʽ ʚʩʪʘʚʪʝ ʪʘʢʫ ʧʨʠʤʽʪʢʫ: ʎʝʡ ʨʝʟʫʣʴʪʘʪ 
ʦʪʨʠʤʘʚ çɺʘʰʝ ʧʨʽʟʚʠʱʝè 

9.  ʆʙʯʠʩʣʠʪʠ ʩʝʨʝʜʥʻ ʘʨʠʬʤʝʪʠʯʥʝ ʚʩʽʭ  ʟʥʘʯʝʥʴ ʬʫʥʢʮʽʾ. ʈʝʟʫʣʴʪʘʪ 

ʤʘʻ ʙʫʪʠ ʚ ʢʣiʪʠʥʮi ɺ18.  ʅʘʟʚʽʪʴ ʨʦʙʦʯʠʡ ʘʨʢʫʰ ʇʣʦʱʘ. 

10. ʉʬʦʨʤʘʪʫʡʪʝ ʯʠʩʣʦʚʽ ʟʥʘʯʝʥʥʷ ʨʝʟʫʣʴʪʘʪʽʚ, ʱʦʙ ʢiʣʴʢiʩʪʴ ʮʠʬʨ 

ʙʫʣʘ ʦʧʪʠʤʘʣʴʥʦʶ. ʄʘʻ ʙʫʪʠ ʜʚʽ ʮʠʬʨʠ ʧʽʩʣʷ ʜʝʩʷʪʢʦʚʦʾ ʢʦʤʠ. 

11. ʉʬʦʨʤʘʪʫʡʪʝ ʪʘʙʣʠʮʶ, ʱʦʙ ʚʦʥʘ ʤʘʣʘ ʷʢʥʘʡʢʨʘʱʠʡ ʚʠʛʣʷʜ. 

12. ʉʢʦʧʽʶʡʪʝ ʪʘʙʣʠʮʶ ʥʘ ʥʘʩʪʫʧʥʠʡ ʘʨʢʫʰ, ʥʘʟʚʽʪʴ ʡʦʛʦ ʇʣʦʱʘ2,  

ʧʝʨʝʨʦʙʽʪʴ ʪʘʙʣʠʮʶ, ʱʦʙ ʨʦʟʚôʷʟʘʪʠ ʟʘʜʘʯʫ. ɿʤʝʥʰiʪʴ ʟʥʘʯʝʥʥʷ ʫʜʚiʯi ʡ 
ʦʙʯʠʩʣʽʪʴ ʧʣʦʱʫ ʧʽʜ ʢʨʠʚʦʶ ʥʘ ʪʦʤʫ ʞ ʩʘʤʦʤʫ ʧʨʦʤʽʞʢʫ. ʆʩʢʽʣʴʢʠ ʽʤôʷ ʢʣʽʪʠʥʢʠ h ʪʘ ʾʾ 

ʟʥʘʯʝʥʥʷ ʜʽʶʪʴ ʫ ʚʩʽʡ ʢʥʠʟʽ, ʮʝ ʽʤôʷ ʥʝ ʤʦʞʥʘ ʟʘʩʪʦʩʫʚʘʪʠ ʥʘ ʥʦʚʦʤʫ ʘʨʢʫʰʽ ʙʝʟ 

ʜʝʬʦʨʤʘʮʽʾ ʜʘʥʠʭ ʥʘ ʧʦʧʝʨʝʜʥʴʦʤʫ. ʊʦʤʫ ʢʨʦʢʫ ʧʦʪʨʽʙʥʦ ʥʘʜʘʪʠ ʥʦʚʦ ʽʤôʷ, ʥʘʧʨʠʢʣʘʜ v, i 

ʚiʜʧʦʚiʜʥʦ ʟʤʽʥʠʪʠ ʬʦʨʤʫʣʠ ʚ ʪʘʙʣʠʮʽ. 

13. ɿʘʢʽʥʯʽʪʴ ʨʦʙʦʪʫ. ʆʬʦʨʤʽʪʴ ʚʠʩʥʦʚʢʠ 
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ʊʝʤʘ:  ʈʦʙʦʪʘ ʟ ʤʘʡʩʪʨʦʤ ʬʫʥʢʮʽʡ (1 ʛʦʜ.) 

ʄʝʪʘ:  ʫʤʽʪʠ ʟʘʩʪʦʩʦʚʫʚʘʪʠ ʤʘʪʝʤʘʪʠʯʥʽ ʬʫʥʢʮʽʾ ʜʣʷ ʨʦʟʚôʷʟʫʚʘʥʥʷ 

ʟʘʜʘʯ, ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠ ʘʙʩʦʣʶʪʥʽ ʪʘ ʚʽʜʥʦʩʥʽ ʚʝʣʠʯʠʥʠ 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ,  ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ. 

 

ɺʠʢʦʥʘʥʥʷ ʧʨʘʢʪʠʯʥʦʾ ʨʦʙʦʪʠ 

 

ɿʘʜʘʯʘ. çʇʨʦʜʘʞ ʚʽʜʝʦʢʘʨʪè 

ɺʠʟʥʘʯʠʪʠ ʢʽʣʴʢʽʩʪʴ ʧʨʦʜʘʥʠʭ ʚʽʜʝʦʢʘʨʪ ʟʘ ʢʚʘʨʪʘʣ ʨʽʟʥʠʭ ʬʽʨʤ 

ʚʠʨʦʙʥʠʢʽʚ ʚ ʜʦʣʘʨʘʭ ʪʘ ʛʨʠʚʥʷʭ. 

 

ʍʽʜ ʨʦʙʦʪʠ 

 

1. ɺʚʝʜʽʪʴ ʩʚʦʾ ʜʘʥʽ ʟʘ ʧʦʜʘʥʠʤ ʥʠʞʯʝ ʟʨʘʟʢʦʤ: 

 

 
 

2. ɿʘʧʦʚʥʽʪʴ ʢʦʤʽʨʢʫ ʅ4 ʩʣʽʜʫʶʯʦʶ ʬʦʨʤʫʣʦʶ: =$C4*D4. 

Cʢʦʧʽʶʡʪʝ ʜʘʥʫ ʬʦʨʤʫʣʫ ʚ ʜʽʘʧʘʟʦʥ (ʅ5:ʅ9. ʉʢʦʧʽʶʡʪʝ ʢʦʤʽʨʢʫ 

ʅ4 ʜʣʷ ʩʪʦʚʧʮʽʚ ɯ ʽ J. 

3. ɺ ʪʘʙʣʠʮʽ, ʧʨʦʚʝʜʽʪʴ ʧʝʨʝʨʘʭʫʥʦʢ ʛʨʦʰʦʚʠʭ ʩʫʤ, ʷʢʽ ʚʠʨʘʞʝʥʽ ʚ 

ʜʦʣʘʨʘʭ, ʚ ʩʫʤʠ ʚ ʛʨʠʚʥʷʭ. ɿʥʘʯʝʥʥʷ, ʷʢʝ ʚʽʜʦʙʨʘʞʘʻ ʢʫʨʩ ʛʨʠʚʥʽ 

ʜʦ ʜʦʣʘʨʘ, ʨʦʟʤʽʩʪʽʪʴ ʥʘ ʽʥʰʦʤʫ ʘʨʢʫʰʽ ʢʥʠʛʠ. (ɺ ʢʦʤʽʨʢʫ L4 

ʚʚʝʜʽʪʴ ==$C4*ʃʠʩʪ2!$A$1*ʃʠʩʪ1!D4. ) 

4. ɿʘʧʦʚʥʽʪʴ ʚʩʽ ʥʝʦʙʭʽʜʥʽ ʢʦʤʽʨʢʠ ʬʦʨʤʫʣʘʤʠ. ʋ ʚʠʩʥʦʚʢʘʭ 

ʚʽʜʤʽʪʴʪʝ ʟʘʛʘʣʴʥʫ ʢʽʣʴʢʽʩʪʴ ʩʫʤʫ ʧʨʦʜʘʞʫ ʟʘ ʢʚʘʨʪʘʣ ʚ ʜʦʣʘʨʘʭ 

ʪʘ ʛʨʠʚʥʷʭ. 

5. *ɺʽʜʦʙʨʘʟʽʪʴ ʧʨʦʜʘʞ ʚʽʜʝʦʢʘʨʪ ʫ ʥʘʩʪʫʧʥʠʭ ʜʚʦʭ ʢʚʘʨʪʘʣʘʭ (ʢʫʨʩ 
ʛʨʠʚʥʽ ʜʦ ʜʦʣʘʨʘ ʟʤʽʥʶʡʪʝ ʱʦʤʽʩʷʯʥʦ) 

6. ɿʘʢʽʥʯʽʪʴ ʨʦʙʦʪʫ. ʆʬʦʨʤʽʪʴ ʚʠʩʥʦʚʢʠ 
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ʊʝʤʘ ʫʨʦʢʫ:  ʈʦʙʦʪʘ ʟ ʤʘʡʩʪʨʦʤ ʬʫʥʢʮʽʡ (1 ʛʦʜ.) 

ʄʝʪʘ ʫʨʦʢʫ:  ʫʤʽʪʠ ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠ ʣʦʛʽʯʥʽ ʬʫʥʢʮʽʾ ʧʨʠ ʨʦʙʦʪʽ ʟ ʜʘʥʠʤʠ  

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ,  ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ. 

 

ʊʝʦʨʝʪʠʯʥʽ ʚʽʜʦʤʦʩʪʽ  

 

ʃʦʛiʯʥi ʬʫʥʢʮii ʟʥʘʯʥʦ ʨʦʟʰʠʨʶʶʪʴ ʤʦʞʣʠʚʦʩʪi Excel : 

ʂʦʤʘʥʜʘ ɽʉʃʀ ʜʦʟʚʦʣʷʻ ʦʨʛʘʥiʟʦʚʫʚʘʪʠ ʨiʟʥʦʛʦ ʚʠʜʫ 

ʨʦʟʛʘʣʫʞʝʥʥʷ.  

ʌʦʨʤʘʪ ʢʦʤʘʥʜʠ: = ɽʉʃʀ(ʃʦʛiʯʥʘ ʫʤʦʚʘ; ʢʦʣʠ ʧʨʘʚʠʣʴʥʦ; ʢʦʣʠ ʥʝ 

ʧʨʘʚʠʣʴʥʦ). ʃʦʛiʯʥʘ ʫʤʦʚʘ ʤʦʞʝ ʙʫʪʠ ʚʠʨʘʞʝʥʘ ʟʥʘʢʘʤʠ >, <,= , >=, <=,<>. 

ʅʘʧʨʠʢʣʘʜ, (ʉ1>D1*ɺ5; ñʋʈɸ!ò; ñʅɸ ɾɸʃʔ...ò. ɺʠʨʘʟ ʦʟʥʘʯʘʻ, ʷʢʱʦ ʚ 

ʢʣiʪʠʥʮi ʉ1 ʯʠʩʣʦ ʙiʣʴʰʝ, ʥiʞ ʜʦʙʫʪʦʢ D1*ɺ5, ʪʦ ʚ ʥʘʰiʡ ʢʣiʪʠʥʮi 

ʚiʜʦʙʨʘʟʠʪʴʩʷ ʪʝʢʩʪ ʋʈɸ!, iʥʘʢʰʝ ʚ ʢʣiʪʠʥʮi ʙʫʜʝ ʪʝʢʩʪ ʅɸ ɾɸʃʔ... 

ʂʦʤʘʥʜʘ ɯ ʜʦʟʚʦʣʷʻ ʟʘʜʘʪʠ ʜʝʢiʣʴʢʘ ʫʤʦʚ, ʷʢi ʤʦʞʥʘ 

ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠ ʚ ʢʦʤʘʥʜi ɽʉʃʀ. ɺʩi ʫʤʦʚʠ ʚ ʢʦʤʘʥʜi ɯ ʧʦʚʠʥʥi ʙʫʪʠ 

ʚʠʢʦʥʘʥi, ʪiʣʴʢʠ ʪʦʜi ʬʫʥʢʮiʷ ʧʨʠʡʤʘʻ ʟʥʘʯʝʥʥʷ Iʉʊʀʅɸ. ʗʢʱʦ ʭʦʯ ʦʜʥʘ 

ʫʤʦʚʘ ʥʝ ʚʠʢʦʥʘʥʘ, ʪʦ ʾʾ ʟʥʘʯʝʥʠʷ (ʃʆɾʔ). ʌʦʨʤʘʪ ʢʦʤʘʥʜʠ : = ɯ(ʣʦʛiʯʥʘ 

ʫʤʦʚʘ 1; ʣʦʛiʯʥʘ ʫʤʦʚʘ  

ɺʩʴʦʛʦ ʣʦʛiʯʥʠʭ ʫʤʦʚ ʤʦʞʝ ʙʫʪʠ ʜʦ 30. ʊʘʢ, ʥʘʧʨʠʢʣʘʜ, ʨʘʟʦʤ 

ʤʦʞʫʪʴ ʚʠʢʦʥʫʚʘʪʠʩʷ i ɯ. = (ʀ (ɽ1>1; ʉ2 = ʋʈɸ!); ñʋʛʘʜʘʚò; ñʅʝ ʫʛʘʜʘʚò) ð 

ʷʢʱʦ ʚ ʢʣiʪʠʥʮi ɽ1 ʟʥʘʭʦʜʠʪʴʩʷ ʯʠʩʣʦ >1, ʘ ʚ ʉ2 ʩʣʦʚʦ ñʋʈɸ!ò, ʪʦ ʚ ʥʘʰiʡ 

ʢʣiʪʠʥʮi ʚʠʩʚiʪʠʪʴʩʷ ñʋʛʘʜʘʚò (Iʩʪʠʥʘ), ʷʢʱʦ ʞ ʙʫʜʴ-ʷʢʘ ʟ ʣʦʛiʯʥʠʭ ʫʤʦʚ ʥʝ 

ʚʠʢʦʥʘʥʘ ʚ ʥʘʰiʡ ʢʣiʪʠʥʮi ʦʜʝʨʞʠʤʦ ñʅʝ ʫʛʘʜʘʚò. 

ʂʦʤʘʥʜʘ ʀʃʀ ʪʘʢʦʞ ʜʦʟʚʦʣʷʩ ʟʘʜʘʪʠ ʜʝʢiʣʴʢʘ ʫʤʦʚ, ʘʣʝ iʥʰʠʤ 

ʩʧʦʩʦʙʦʤ. ʗʢʱʦ ʭʦʯʘ ʙ ʦʜʥʘ ʟ ʫʤʦʚ ʚʠʢʦʥʫʻʪʴʩʷ, ʪʦ ʬʫʥʢʮiʷ ʥʘʙʠʨʘʻ 

ʟʥʘʯʝʥʥʷ Iʩʪʠʥʘ; ʢʦʣʠ ʚʩi ʟʥʘʯʝʥʥʷ ʫʤʦʚʠ ʥʝ ʚʠʢʦʥʘʥi ʦʜʝʨʞʠʤʦ ʟʥʘʯʝʥʠʷ 

ʅɽʇʈɸɺɼɸ. ʌʦʨʤʘʪ ʢʦʤʘʥʜʠ: = ʀʃʀ (ʣʦʛiʯʥʘ ʫʤʦʚʘ1, ʣʦʛiʯʥʘ ʫʤʦʚʘ2), ʷʢ 

i ʬʦʨʤʘʪ ɯ, ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠʩʷ ʤʦʞʝ ʟ. ʅʘʧʨʠʢʣʘʜ: = ɽʉʃʀ(ʀʃʀ ɺ1>=1; D 

2=òʊɸʂò) ñʇʈɽʄIʗò; ñʅɽʄɸɭ ʇʈɽʄIɰò)ðʷʢʱʦ ʚ ʢʣiʪʠʥʮi ɺ1 ʢʦʝʬiʮiʻʥʪ 

>= 1 ʘʙʦ ʚ ʢʣiʪʠʥʮi ʧʨʠʩʫʪʥiʡ ʪʝʢʩʪ ñʊɸʂò ʚ ʥʘʰiʡ ʢʣiʪʠʥʮi ʚʠʩʚiʪʠʪʴʩʷ 

ñʇʈɽʄIʗò, ʷʢʱʦ ʥi ʦʜʥʘ ʟ ʫʤʦʚ ʥʝ ʚʠʢʦʥʘʥʘ, ʚ ʢʣiʪʠʥʮi ʚʠʩʚiʪʠʪʴʩʷ ñ 

ʅɽʄɸɭ ʇʈɽʄIɰò. 
 

 

ɿɸɺɼɸʅʅʗ: ʧʦʝʢʩʧʝʨʠʤʝʥʪʫʡʪʝ ʟ ʚʚʝʜʝʥʥʷʤ ʨʽʟʥʠʭ ʃʆɻɯʏʅʀʍ 

ʌʋʅʂʎɯʁ. ɺʠʩʚʽʪʣʽʪʴ ʧʨʦʨʦʙʣʝʥʫ ʨʦʙʦʪʫ ʫ ʚʠʩʥʦʚʢʘʭ. 
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ʊʝʤʘ:  ɿʘʩʦʙʠ Ăʇʦʰʫʢ ʨʽʰʝʥʥʷò ʪʘ Ăʇʽʜʙʽʨ ʧʘʨʘʤʝʪʨʽʚò (2 ʛʦʜ.) 
ʄʝʪʘ:  ʨʦʟʛʣʷʥʫʪʠ ʤʝʭʘʥʽʟʤ ʚʠʢʦʨʠʩʪʘʥʥʷ ʟʘʩʦʙʫ çʧʽʜʙʽʨ ʧʘʨʘʤʝʪʨʽʚè 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ,  ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ. 
 

ʍʽʜ ʨʦʙʦʪʠ 

ɿʘʜʘʯʘ 1 

ɺʥʝʩʝʤʦ ʚ ʙʘʥʢ  100 ʛʨʥ. ʧʽʜ 12 % ʨʽʯʥʠʭ ʥʘ 5 ʨʦʢʽʚ. ɺʠʨʘʭʫʚʘʪʠ ʩʫʤʫ, ʷʢʫ ʤʠ 

ʦʪʨʠʤʘʻʤʦ ʯʝʨʝʟ 5 ʨʦʢʽʚ. 

1. ɿʘʧʫʩʢʘʻʤʦ ɽʊ. ʉʪʚʦʨʶʻʤʦ ʪʘʙʣʠʮʶ ʟʘ ʟʨʘʟʢʦʤ ʽ ʚʚʦʜʠʤʦ ʚ ʢʦʤʽʨʢʫ ɸ3 

ʬʦʨʤʫʣʫ =(A2*$B$2)+A2 

 
2. ʂʦʧʽʶʻʤʦ ʬʦʨʤʫʣʫ ʟ ɸ3 ʚ ʜʽʘʧʘʟʦʥ ɸ3:ɸ7 (5 ʢʦʤʽʨʦʢ 
ï 5 ʨʦʢʽʚ). ɺ ʢʦʤʽʨʮʽ ɸ7 ʤʠ ʦʪʨʠʤʘʻʤʦ ʥʝʦʙʭʽʜʥʫ ʩʫʤʫ  

 
3. ʅʝʭʘʡ ʤʠ ʭʦʯʝʤʦ ʦʪʨʠʤʘʪʠ ʩʫʤʫ ʚʠʧʣʘʪʠ 100 000 ʛʨʥ. 

ɿʘʩʦʙʦʤ ʇʽʜʙʽʨ ʧʘʨʘʤʝʪʨʽʚ ʜʽʟʥʘʻʤʦʩʴ, ʷʢʫ ʩʫʤʫ ʥʝʦʙʭʽʜʥʦ ʚʢʣʘʩʪʠ ʚ ʙʘʥʢ 

ʥʘ ʪʠʭ ʞʝ ʫʤʦʚʘʭ. 

4. ɺʠʢʦʥʘʡʪʝ ʢʦʤʘʥʜʫ ʉʝʨʚʽʩ / ʇʽʜʙʽʨ ʧʘʨʘʤʝʪʨʽʚ  ʽ ʚʚʝʜʽʪʴ 

ʟʘʧʨʦʧʦʥʦʚʘʥʽ ʜʘʥʽ 

    
ɿʘʜʘʯʘ 2. ʇʨʦʪʷʛʦʤ ʷʢʦʛʦ ʧʝʨʽʦʜʫ ʯʦʣʦʚʽʢʫ (ʧʝʥʩʽʡʥʠʡ ʚʽʢ 60 ʨʦʢʽʚ) ʧʦʪʨʽʙʥʦ 
ʥʘʢʦʧʠʯʫʚʘʪʠ ʛʨʦʰʦʚʽ ʢʦʰʪʠ ʧʽʜ 12% ʩʪʘʚʢʠ ʥʘ ʚʥʝʩʢʠ, ʱʦʙ ʦʪʨʠʤʫʚʘʪʠ 

ʧʨʠʙʘʚʢʫ ʜʦ ʧʝʥʩʽʾ 1000 ʛʨʥ. ʑʦʤʽʩʷʯʥʘ ʩʫʤʘ ʚʥʝʩʢʫ 50 ʛʨʥ. 

1. ʉʪʚʦʨʽʪʴ ʪʘʙʣʠʮʶ ʟʘ ʟʨʘʟʢʦʤ  

2. ʋ ʢʦʤʽʨʢʫ ɸ2 ʚʚʝʜʽʪʴ ʯʠʩʣʦ 35; ʫ ɺ2 ï 50; ʫ ʉ2 ʚʚʝʜʽʪʴ ʬʦʨʤʫʣʫ =60-ɸ2; 

D2 - =12/100; E2 - =ɹʉ(D2;C2;-B2*12;0;1); F2 - =E2*D2/12 

3. ʐʣʷʭʦʤ ʧʽʜʙʦʨʫ ʧʘʨʘʤʝʪʨʽʚ ʚʠʟʥʘʯʠʤʦ ʟ ʷʢʦʛʦ ʚʽʢʫ ʧʦʪʨʽʙʥʦ ʥʘʢʦʧʠʯʫʚʘʪʠ 

ʛʨʦʰʦʚʽ ʢʦʰʪʠ, ʱʦʙ ʦʪʨʠʤʫʚʘʪʠ ʥʘʜʙʘʚʢʫ ʜʦ ʧʝʥʩʽʾ 1000 ʛʨʥ. ɼʣʷ ʮʴʦʛʦ 

ʚʠʦʢʨʝʤʪʝ ʢʦʤʽʨʢʫ F2  ʽ ʚʠʢʦʥʘʡʪʝ ʢʦʤʘʥʜʫ ʉʝʨʚʠʩ /  ʇʦʜʙʦʨ ʧʘʨʘʤʝʪʨʘ.  

ʋʩʪʘʥʦʚʠʪʴ ʚ ʷʯʝʡʢʝ: F2, ɿʥʘʯʝʥʠʝ: 1000, ʀʟʤʝʥʷʷ ʟʥʘʯʝʥʠʝ ʷʯʝʡʢʠ: $ɸ$2, ʆʢ. 

ɿʘʜʘʯʘ 3. ʋ ʪʨʴʦʭ ʤʽʩʪʘʭ ɺʠ ʧʨʦʜʘʻʪʝ ʧʝʚʥʫ ʢʽʣʴʢʽʩʪʴ ʧʨʠʥʪʝʨʽʚ. ɺʠʟʥʘʯʪʝ 

ʩʝʨʝʜʥʻ ʟʥʘʯʝʥʥʷ ʧʨʦʜʘʞʫ ʪʦʚʘʨʫ ʽ ʧʦʙʫʜʫʡʪʝ ʛʽʩʪʦʛʨʘʤʫ. 

1. ʅʘ ʩʪʦʚʧʯʠʢʫ çʩʝʨʝʜʥʻ ʟʥʘʯʝʥʥʷè ʩʪʚʦʨʝʥʦʾ ʛʽʩʪʦʛʨʘʤʠ ʢʣʘʮʥʽʪʴ ʤʠʰʝʶ ʜʚʘ 

ʨʘʟʠ. ɿôʷʚʣʷʪʴʩʷ ʤʘʨʢʝʨʠ ʽ ʤʠʰʝʶ ʟʙʽʣʴʰʽʪʴ ʚʠʩʦʪʫ ʩʪʦʚʧʮʷ (ʪʦʙʪʦ 

ʟʙʽʣʴʰʫʻʤʦ ʩʝʨʝʜʥʻ ʟʥʘʯʝʥʥʷ ʧʨʦʜʘʞʫ). ɿôʷʚʠʪʴʩʷ ʚʽʢʥʦ çʧʽʜʙʽʨ ʧʘʨʘʤʝʪʨʽʚè ʚ 

ʷʢʦʤʫ ʚʚʝʜʽʪʴ ʥʝʦʙʭʽʜʥʽ ʟʥʘʯʝʥʥʷ.  
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ʊʝʤʘ:  ʈʦʙʦʪʘ ʟʽ ʩʧʠʩʢʘʤʠ (2 ʛʦʜ.) 

ʄʝʪʘ:  ʥʘʚʯʠʪʠʩʷ ʩʪʚʦʨʶʚʘʪʠ ʩʧʠʩʢʠ  ʪʘ ʟʜʽʡʩʥʶʚʘʪʠ ʧʦʰʫʢ ʜʘʥʠʭ ʟʘ 

ʟʘʜʘʥʠʤʠ ʢʨʠʪʝʨʽʷʤʠ 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ,  ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ. 

 

ʍʽʜ ʨʦʙʦʪʠ 

1. ɿʘʧʫʩʪʽʪʴ Excel. 

2. ʉʪʚʦʨʽʪʴ ʢʥʠʛʫ ʧʽʜ ʥʘʟʚʦʶ ʉʧʠʩʢʠ ʫʯʥʽʚ 

3. ɺʚʝʜʽʪʴ ʩʣʫʜʫʶʯʽ ʜʘʥʽ 

 

ɸʜʨʝʩʘ  ɼʘʥʝ 

ɸ1  ̄

ɺ1 ʇʨʽʟʚʠʱʝ 

ʉ1 ɯʤôʷ 

D1 ʇʦ ʙʘʪʴʢʦʚʽ 

E1 ɼʘʪʘ ʥʘʨʦʜʞʝʥʥʷ 

F1 ɸʜʨʝʩʘ ʧʨʦʞʠʚʘʥʥʷ 

ʅ1 ʇʨʦʬʝʩʽʷ  

  

4. ɺʠʦʢʨʝʤʪʝ ʜʽʘʧʘʟʦʥ ʢʦʤʽʨʦʢ ɸ1: F1 ʟʘʜʘʡʪʝ ʰʨʠʬʪ Arial, 12. 

5. ɺʽʜʢʨʠʡʪʝ ʜʽʘʣʦʛʦʚʝ ʚʽʢʥʦ ʬʦʨʤʠ ʜʘʥʠʭ ʟʘ ʜʦʧʦʤʦʛʦʶ ʢʦʤʘʥʜʠ 
ɼʘʥʥʳʝ / ʌʦʨʤʘ ʪʘ ʚʚʝʜʽʪʴ ʥʝʦʙʭʽʜʥʽ ʜʘʥʽ ʽ ʥʘʪʠʩʥʽʪʴ ɼʦʙʘʚʠʪʴ. 

6. ɺʚʝʜʽʪʴ 15 ʟʘʧʠʩʽʚ 

7. ɿʜʽʡʩʥʽʪʴ ʧʦʰʫʢ ʟʘʧʠʩʽʚ ʟʘ ʟʘʜʘʥʠʤʠ ʢʨʠʪʝʨʽʷʤʠ ʥʘʧʨʠʢʣʘʜ:  ʚʠʜʽʣʽʪʴ 

ʫ ʚʘʰʦʤʫ ʩʧʠʩʢʫ ʚʩʽʭ ʫʯʥʽʚ ʧʽʜ ʽʤʝʥʝʤ ɯʚʘʥ, (ʚ ʜʘʥʦʤʫ ʜʽʘʣʦʛʦʚʦʤʫ 

ʚʽʢʥʽ ʚʠʙʨʘʪʠ ʟʘʢʣʘʜʢʫ ʂʨʠʪʝʨʠʠ) 

8. ʅʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ  ɼʘʣʝʝ (Find Next ), ʽ ʚ ʜʽʘʣʦʛʦʚʦʤʫ ʚʽʢʥʽ 

ʚʽʜʦʙʨʘʟʠʪʴʩʷ (ʘʙʦ ʥʝ ʚʽʜʦʙʨʘʟʠʪʴʩʷ) ʧʝʨʰʠʡ ʟʘʧʠʩ, ʷʢʠʡ ʚʽʜʧʦʚʽʜʘʻ 

ʟʘʜʘʥʦʤʫ ʢʨʠʪʝʨʽʶ.  

9. ʇʨʦʝʢʩʧʝʨʠʤʝʥʪʫʡʪʝ ʟ ʧʦʰʫʢʦʤ ʟʘʧʠʩʽʚ ʟʘ ʟʘʜʘʥʠʤʠ ʢʨʠʪʝʨʽʷʤʠ ʥʘ 
ʚʣʘʩʥʠʡ ʨʦʟʩʫʜ. 

10. ɿʘʢʽʥʯʽʪʴ ʨʦʙʦʪʫ,  ʦʬʦʨʤʽʪʴ ʚʠʩʥʦʚʢʠ. 
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ʊʝʤʘ:  ʌʽʣʴʪʨʘʮʽʷ ʜʘʥʠʭ. ɸʚʪʦʬʽʣʴʪʨ. ʈʦʟʰʠʨʝʥʠʡ ʬʽʣʴʪʨ (2 ʛʦʜ.) 

ʄʝʪʘ:  ʨʦʟʛʣʷʥʫʪʠ ʤʦʞʣʠʚʽʩʪʴ ɽʊ ï ʚʧʦʨʷʜʢʦʚʫʚʘʥʥʷ ʜʘʥʠʭ, ʚʽʜʙʽʨ ʜʘʥʠʭ 

ʟʘ ʟʘʜʘʥʠʤʠ ʢʨʠʪʝʨʽʷʤʠ 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ,  ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ. 

 

ʊʝʦʨʝʪʠʯʥʽ ʚʽʜʦʤʦʩʪʽ 

ʉʦʨʪʫʚʘʥʥʷ ʜʘʥʠʭ. 

ʏʘʩʪʦ ʟʨʫʯʥʦ ʱʦʙ ʜʘʥʽ ʫ ʩʪʦʚʧʮʷʭ ʯʠ ʨʷʜʢʘʭ ʙʫʣʠ ʨʦʟʪʘʰʦʚʘʥʽ ʫ ʧʝʚʥʦʤʫ 

ʧʦʨʷʜʢʫ: ʟʘ ʟʨʦʩʪʘʥʥʷʤ ʯʠ ʩʧʘʜʘʥʥʷʤ ʟʥʘʯʝʥʴ, ʚ ʘʣʬʘʚʽʪʥʦʤʫ ʧʦʨʷʜʢʫ. ɼʣʷ 

ʮʴʦʛʦ ʧʦʪʨʽʙʥʦ ʚʠʜʽʣʠʪʠ ʜʽʘʧʘʟʦʥ ʢʦʤʽʨʦʢ ʘʙʦ ʩʪʦʚʧʮʽʚ ʽ ʚʠʢʦʥʘʪʠ 

ʩʦʨʪʫʚʘʥʥʷ ʜʘʥʠʭ. 

ʉʦʨʪʫʚʘʥʥʷ ʜʘʥʠʭ ʟʜʽʡʩʥʶʻʪʴʩʷ ʟʘ ʜʦʧʦʤʦʛʦʶ   ʘʙʦ ɼʘʥʥʳʝ-

ʉʦʨʪʠʨʦʚʢʘ 
ʇʝʨʝʜ ʩʦʨʪʫʚʘʥʥʷʤ ʪʨʝʙʘ ʟʙʝʨʝʛʪʠ ʢʥʠʛʫ, ʱʦʙ ʚʽʜʥʦʚʠʪʠ ʚʠʭʽʜʥʽ ʜʘʥʽ ʫ ʨʘʟʽ 

ʾʭ ʧʦʨʫʰʝʥʥʷ ʧʨʠ ʩʦʨʪʫʚʘʥʥʽ. 

ʉʪʚʦʨʝʥʥʷ ʚʣʘʩʥʦʛʦ ʧʦʨʷʜʢʫ ʩʦʨʪʫʚʘʥʥʷ   ʉʝʨʚʠʩ-ʇʘʨʘʤʝʪʨʠ-ʉʧʠʩʦʢ 

ʌʽʣʴʪʨʘʮʽʷ ʜʘʥʠʭ. 

ɼʣʷ ʘʥʘʣʽʟʫ ʜʘʥʠʭ ʪʘʙʣʠʮʽ ʟʨʫʯʥʦ  ʢʦʨʠʩʪʫʚʘʪʠʩʷ ʬʽʣʴʪʨʘʤʠ. 

ɺʽʜʬʽʣʴʪʨʫʚʘʪʠ  ʜʘʥʽ ï ʮʝ ʦʟʥʘʯʘʻ ʚʠʚʝʩʪʠ ʪʽʣʴʢʠ ʪʽ ʜʘʥʽ, ʷʢʽ ʟʘʜʦʚʦʣʴʥʷʶʪʴ 

ʧʝʚʥʽ ʫʤʦʚʠ. ɼʘʥʽ,  ʷʢʽ ʥʝ ʚʽʜʧʦʚʽʜʘʶʪʴ ʟʘʜʘʥʦʤʫ ʢʨʠʪʝʨʽʶ, ʧʨʠ 

ʬʽʣʴʪʨʫʚʘʥʥʽ ʥʝ ʚʽʜʦʙʨʘʞʘʶʪʴʩʷ, ʘ  ʟʘʛʘʣʴʥʠʡ ʧʦʨʷʜʦʢ ʾʭ ʤʽʩʮʝ 

ʨʦʟʪʘʰʫʚʘʥʥʷ ʟʙʝʨʽʛʘʻʪʴʩʷ. 

ɼʣʷ ʬʽʣʴʪʨʘʮʽʾ ʜʘʥʠʭ Excel ʥʘʜʘʻ ʜʚʽ ʢʦʤʘʥʜʠ: 

ɸʚʪʦʬʽʣʴʪʨ ï ʜʣʷ ʧʨʦʩʪʠʭ ʫʤʦʚ ʚʽʜʙʦʨʫ (ɼʘʥʥʳʝ- ʌʠʣʴʪʨ-ɸʚʪʦʬʠʣʴʪʨ)   

ʈʦʟʰʠʨʝʥʠʡ ʬʽʣʴʪʨ ï ʜʣʷ ʩʢʣʘʜʥʽʰʠʭ. 

 

ʍʽʜ ʨʦʙʦʪʠ 

1. ɿʘʧʫʩʪʽʪʴ Excel. 

2. ɺʽʜʢʨʠʡʪʝ  ʢʥʠʛʫ ʧʽʜ ʥʘʟʚʦʶ ʉʧʠʩʢʠ ʫʯʥʽʚ. 

3. ɺʠʢʦʥʘʡʪʝ ʩʦʨʪʫʚʘʥʥʷ ʜʘʥʠʭ ʚ ʩʪʦʚʧʮʽ ɺ2:ɺ16 ʚ ʘʣʬʘʚʽʪʥʦʤʫ 

ʧʦʨʷʜʢʫ . 

4. ʉʢʦʨʠʩʪʘʚʰʠʩʴ ɸʚʪʦʬʽʣʴʪʨʦʤ ʚʽʜʬʽʣʴʪʨʫʡʪʝ ʚʩʽ ʟʘʧʠʩʠ ʟ  ʽʤʝʥʝʤ 

ɺʘʩʠʣʴ. 

5. ʉʢʦʨʠʩʪʘʚʰʠʩʴ ɸʚʪʦʬʽʣʴʪʨʦʤ ʚʠʚʝʜʽʪʴ ʥʘ ʝʢʨʘʥ ʚʩʽ ʟʘʧʠʩʠ ʟ 

ʘʜʨʝʩʦʶ ʩ. ɿʘʨʽʯʝʚʦ. 

6. ɺʽʜʬʽʣʴʪʨʦʚʘʥʽ ʜʘʥʽ ʩʢʦʧʽʶʡʪʝ ʥʘ ʽʥʰʠʡ ʘʨʢʫʰ.  

7. ɺʽʜʢʨʠʡʪʝ ʢʥʠʛʫ ʧʽʜ ʥʘʟʚʦʶ ʇʨʦʜʘʞ ʚʽʜʝʦʢʘʨʪ. 

8. ɺʠʷʩʥʽʪʴ ʷʢʽ ʤʘʨʢʠ ʚʽʜʝʦ ʢʘʨʪ ʟʘ ʨʝʟʫʣʴʪʘʪʘʤʠ ʧʨʦʜʘʞʫ ʫ  ʪʨʘʚʥʽ 
ʧʨʦʜʘʣʠ ʙʽʣʴʰʝ10 ʰʪ ʽ ʤʝʥʰʝ 25 ʰʪ. 

9. ɿʘʢʽʥʯʽʪʴ ʨʦʙʦʪʫ, ʦʬʦʨʤʽʪʴ ʚʠʩʥʦʚʢʠ. 
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ʃʘʙʦʨʘʪʦʨʥʦ-ʧʨʘʢʪʠʯʥʘ ʨʦʙʦʪʘ 

 

ʊʝʤʘ:  ɿʚʝʜʝʥʽ ʪʘʙʣʠʮʽ (2 ʛʦʜ.) 

ʄʝʪʘ:  ʥʘʚʯʠʪʠʩʷ ʙʫʜʫʚʘʪʠ ʟʚʝʜʝʥʽ ʪʘʙʣʠʮʽ ʟʘ ʜʦʧʦʤʦʛʦʶ ʤʘʡʩʪʨʘ 

ʟʚʝʜʝʥʠʭ ʪʘʙʣʠʮʴ ʪʘ ʜʽʘʛʨʘʤ 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ,  ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ. 

 

ʍʽʜ ʨʦʙʦʪʠ 

 

1. ɿʘʧʫʩʪʽʪʴ Excel. 

2. ɺʽʜʢʨʠʡʪʝ ʢʥʠʛʫ çʇʨʦʜʘʞ ʚʽʜʝʦʢʘʨʪè 

3. ʇʦʙʫʜʫʡʪʝ ʟʚʝʜʝʥʫ ʪʘʙʣʠʮʶ. ɼʣʷ ʮʴʦʛʦ ʚʠʢʣʠʯʪʝ ʤʘʡʩʪʨʘ ʧʦʙʫʜʦʚʠ 

ʟʚʝʜʝʥʠʭ ʪʘʙʣʠʮʴ   ʪʘ ʜʽʘʛʨʘʤ (ʚʠʢʦʥʘʡʪʝ  ʢʦʤʘʥʜʫ ɼʘʥʥʳʝ-ʉʚʦʜʥʘʷ 

ʪʘʙʣʠʮʘ)  

4. ʋ ʜʽʘʣʦʛʦʚʦʤʫ ʚʽʢʥʽ (ʢʨʦʢ 1 ʽʟ 3) ʚʠʙʝʨʽʪʴ ʟʚʝʜʝʥʘ ʪʘʙʣʠʮʷ ʽ ʥʘʪʠʩʥʽʩʪʴ 

ʢʥʦʧʢʫ ɼʘʣʝʝ; 

5. ʋ ʜʽʘʣʦʛʦʚʦʤʫ ʚʽʢʥʽ (ʢʨʦʢ 2 ʽʟ 3)  ʟʘʜʘʡʪʝ ʥʝʦʙʭʽʜʥʠʡ ʜʽʘʧʘʟʦʥ (ʘʙʦ ʧʝʨʝʜ 

ʧʦʯʘʪʢʦʤ ʧʦʙʫʜʦʚʠ ʟʚʝʜʝʥʦʾ ʪʘʙʣʠʮʽ ʚʠʦʢʨʝʤʪʝ ʧʦʪʨʽʙʥʠʡ ʜʽʘʧʘʟʦʥ ʽ ʚ 

ʚʽʢʥʽ ʢʨʦʢ 2 ʽʟ 3 ʚʽʥ ʙʫʜʝ ʚʽʜʦʙʨʘʞʝʥʠʡ ʘʚʪʦʤʘʪʠʯʥʦ) ʽ  ʥʘʪʠʩʥʽʩʪʴ 

ʢʥʦʧʢʫ ɼʘʣʝʝ; 

6. ʋ ʜʽʘʣʦʛʦʚʦʤʫ ʚʽʢʥʽ (ʢʨʦʢ 3 ʽʟ 3)  ʚʠʙʝʨʽʪʴ ʢʦʤʘʥʜʫ ʅʦʚʳʡ ʣʠʩʪ, ʘ ʧʦʪʽʤ 

ʢʦʤʘʥʜʫ ʄʘʢʝʪ; 

7. ʋ ʜʽʘʣʦʛʦʚʦʤʫ ʚʽʢʥʽ ʄʘʢʝʪ 

ʧʝʨʝʪʷʛʥʽʪʴ ʟ ʧʨʘʚʘ  ʥʘʣʽʚʦ 

ʥʘʩʪʫʧʥʽ ʜʘʥʽ: 

  ʫ ʉʪʨʦʢʘ ï ɺʽʜʝʦʢʘʨʪʠ,   

      ʎʽʥʘ  $,  ʪʨʘʚʝʥʴ,  ʯʝʨʚʝʥʴ,     

ʣʠʧʝʥʴ;   

  ʫ  ɼʘʥʥʳʝ ï ɺʩʴʦʛʦ ʽ   ʥʘʪʠʩʥʽʪʴ 

ʢʣʘʚʽʰʫ ʆʂ. 

8.  ʇʝʨʝʛʣʷʥʴʪʝ ʦʪʨʠʤʘʥʠʡ 

ʨʝʟʫʣʴʪʘʪ.  

 

9
*
. ɺʠʢʦʨʠʩʪʦʚʫʶʯʠ ʧʘʥʝʣʴ 

ʽʥʩʪʨʫʤʝʥʪʽʚ ʉʚʦʜʥʘʷ ʪʘʙʣʠʮʘ 

ʤʦʞʝʪʝ ʚʥʝʩʪʠ ʟʤʽʥʠ ʚ ʪʘʙʣʠʮʶ. 

10. ɿʘʢʽʥʯʽʪʴ ʨʦʙʦʪʫ. ʆʬʦʨʤʽʪʴ ʚʠʩʥʦʚʢʠ. 

 

ɺʠʩʥʦʚʢʠ  

______________________________________________________________

______________________________________________________________ 
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ʃʘʙʦʨʘʪʦʨʥʦ-ʧʨʘʢʪʠʯʥʘ ʨʦʙʦʪʘ 

 

ʊʝʤʘ:  ʉʪʚʦʨʝʥʥʷ ʙʘʟʠ ʜʘʥʠʭ ʚ ɽʊ (2 ʛʦʜ.) 

ʄʝʪʘ:  ʥʘʚʯʠʪʠʩʷ ʩʪʚʦʨʶʚʘʪʠ ʙʘʟʫ ʜʘʥʠʭ ʟʘʩʦʙʘʤʠ ʪʘʙʣʠʯʥʦʛʦ ʧʨʦʮʝʩʦʨʘ 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ,  ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ. 

 

ʍʽʜ ʨʦʙʦʪʠ 
 

1.  ɿʘʧʫʩʪʽʪʴ Excel. 

2. ʉʪʚʦʨʽʪʴ ʢʥʠʛʫ ʟ ʥʘʟʚʦʶ ʉʧʠʩʦʢ ʤʦʾʭ ʜʨʫʟʽʚ  

3. ʉʪʚʦʨʽʪʴ ɹʘʟʫ ʜʘʥʠʭ ʟ ʽʤʝʥʘʤʠ ʩʪʦʚʧʮʽʚ:  

 

ˉʟ/ʧ ʇɯɹ  ɸʜʨʝʩʘ 
ʅʦʤʝʨ 

ʪʝʣʝʬʦʥʫ 

ɼʘʪʘ 

ʥʘʨʦʜʞʝʥʥʷ 

 

5.  ʋʚʝʜʽʪʴ ʫ  ʪʘʙʣʠʮʶ ʜʘʥʽ ʜʝʩʷʪʴʦʭ ʩʚʦʾʭ ʜʨʫʟʽʚ. 

6. ɿʘʜʘʡʪʝ ʯʝʨʚʦʥʠʡ ʢʦʣʽʨ ʰʨʠʬʪʫ ʜʣʷ ʩʪʦʚʧʮ ̫ʟ ʧʨʽʟʚʠʱʘʤʠ (ɺʠʙʝʨʽʪʴ 

ʜʽʘʧʘʟʦʥ - ʌʦʨʤʘʪ - ʂʦʤʽʨʢʘ -  ʐʨʠʬʪ: ʢʦʣʽʨ - ʯʝʨʚʦʥʠʡ). 

7. ɺʽʜʮʝʥʪʨʫʡʪʝ ʽʤʝʥʘ ʩʪʦʚʧʮʽʚ ʪʘ ʚʠʜʽʣʽʪʴ ʾʭ ʥʘʧʽʚʞʠʨʥʠʤ ʰʨʠʬʪʦʤ. 

8. ɿʘʜʘʡʪʝ ʤʝʞʽ ʪʘʙʣʠʮʽ. 

9. ʇʦʩʦʨʪʫʡʪʝ ʧʨʽʟʚʠʱʘ ʟʘ ʘʣʬʘʚʽʪʦʤ (ɺʠʙʝʨʽʪʴ ʜʽʘʧʘʟʦʥ ɺ2:ɽ11  ɼʘʥʽ - 

ʉʦʨʪʫʚʘʥʥʷ: ʩʦʨʪʫʚʘʪʠ - ʧʦ ʧʨʽʟʚʠʱʫ; ʧʦ ʟʨʦʩʪʘʥʥʶ  ). 

10. ɿʘʢʨʽʧʽʪʴ ʦʙʣʘʩʪʽ ʪʘʙʣʠʮʽ (ɺʠʙʝʨʽʪʴ ʢʦʤʽʨʢʫ ʉ2 - ɺʽʢʥʦ - ɿʘʢʨʽʧʠʪʠ 

ʦʙʣʘʩʪʽ). ʇʝʨʝʛʣʷʥʴʪʝ ʟʤʽʥʠ. 

11. ɿʥʘʡʜʽʪʴ ʧʨʽʟʚʠʱʘ, ʷʢʽ ʧʦʯʠʥʘʶʪʴ ʥʘ ʙʫʢʚʫ çɺ*è ʘʙʦ ʽʥʰʫ  (ɺʠʙʝʨʽʪʴ 

ʜʽʘʧʘʟʦʥ A1:ɽ1- ɼʘʥ̔ - ʌʽʣʴʪʨ -  ɸʚʪʦʬʽʣʴʪʨ. ʈʦʟʛʦʨʥʽʪʴ ʩʪʦʚʧʝʮʴ ʇɯɹ - 

ʋʤʦʚʘ - ʆʂ) 

12. ɺʽʜʥʦʚʽʪʴ ʥʘ ʝʢʨʘʥʽ ʚʩʶ ʪʘʙʣʠʮʶ (ɼʘʥʽ- ʌʽʣʴʪʨ - ɺʚʽʜʦʙʨʘʟʠʪʠ ʚʩʝ). 

13. ɿʙʝʨʝʞʽʪʴ ʜʘʥʫ  ʣʘʙʦʨʘʪʦʨʥʫ ʨʦʙʦʪʫ ʧʽʜ ʥʘʟʚʦʶ ɹɼ ʚ ɽʊ. 

14.ʆʬʦʨʤʽʪʴ ʚʠʩʥʦʚʢʠ 
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ʃʘʙʦʨʘʪʦʨʥʦ-ʧʨʘʢʪʠʯʥʘ ʨʦʙʦʪʘ 
 

ʊʝʤʘ: ʇʦʙʫʜʦʚʘ ʜʽʘʛʨʘʤ  ʚ ɽʊ (2 ʛʦʜ.) 

ʄʝʪʘ:  ʥʘʚʯʠʪʠʩʷ ʙʫʜʫʚʘʪʠ ʛʨʘʬʽʢʠ ʪʘ ʜʽʘʛʨʘʤʠ ʟʘ ʜʦʧʦʤʦʛʦʶ ʤʘʡʩʪʨʘ 

ʜʽʘʛʨʘʤ 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ,  ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ. 

  

ʍʽʜ ʨʦʙʦʪʠ 

 

1. ɺʽʜʢʨʠʡʪʝ ʢʥʠʛʫ çʇʨʦʜʘʞ ʚʽʜʝʦʢʘʨʪè 

2. ʇʦʙʫʜʫʡʪʝ ʜʽʘʛʨʘʤʫ ʟʘ ʜʦʧʦʤʦʛʦʶ ʤʘʡʩʪʨʘ ʜʽʘʛʨʘʤ. 

ɺʠʙʝʨʽʪʴ ʜʽʘʧʘʟʦʥ D3:F9. ɺʠʢʦʥʘʡʪʝ ʢʦʤʘʥʜʫ ɺʩʪʘʚʢʘ-ɼʽʘʛʨʘʤʘ. 

ɺʠʙʝʨʽʪʴ ʪʠʧ ʜʽʘʛʨʘʤʠ - ɻʠʩʪʦʛʨʘʤʤʘ, ʚʠʜ-ʆʙʯrʥʘ̫ (ʧʝʨʰʫ ʚ ʩʧʠʩʢʫ). 

ʅʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ ɼʘʣʝʝ. ɺʽʜʢʨʠʻʪʴʩʷ ʢʨʦʢ 2, ʦʟʥʘʡʦʤʪʝʩʷ ʟ ʡʦʛʦ 

ʦʩʥʦʚʥʠʤʠ ʧʫʥʢʪʘʤʠ. ɺʠʙʝʨʽʪʴ ʟʘʢʣʘʜʢʫ ʈʷʜʠ ʽ  ʟʘʜʘʡʪʝ ʽʤʝʥʘ ʜʣʷ ʨʷʜʽʚ 

ʪʨʘʚʝʥʴ, ʯʝʨʚʝʥʴ, ʣʠʧʝʥʴ (ʣʝʛʝʥʜʘ). ʅʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ ɼʘʣʝʝ. 

ɺʽʜʢʨʠʻʪʴʩʷ ʢʨʦʢ 3 (ʟʘʢʣʘʜʢʘ ɿʘʛʦʣʦʚʢʠ).  ɿʘʜʘʡʪʝ ʥʘʟʚʫ ʜʽʘʛʨʘʤʠ 

ʇʨʦʜʘʞ ʚʽʜʝʦʢʘʨʪ. ɿʘʜʘʡʪʝ ʜʣʷ ʦʩʽ ʍ ʥʘʟʚʫ ï ʅʘʟʚʘ ʚʽʜʝʦʢʘʨʪʠ, ʜʣʷ ʦʩʽ 

ʋ ï ʂʽʣʴʢʽʩʪʴ. ʅʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ  ɼʘʣʝʝ. ɺʽʜʢʨʠʻʪʴʩʷ ʢʨʦʢ 4. ɺʠʙʝʨʽʪʴ 

ʧʦʪʨʽʙʥʠʡ ʧʫʥʢʪ ʽ ʥʘʪʠʩʥʽʪʴ ɻʦʪʦʚʦ. 

ʇʨʦʜʘʞ ʚʽʜʝʦʢʘʨʪ
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3. ɼʘʥʫ ʟʘʜʘʯʫ ʚʽʜʦʙʨʘʟʽʪʴ ʟʘ ʜʦʧʦʤʦʛʦʶ ʨʽʟʥʠʭ ʪʠʧʽʚ ʜʽʘʛʨʘʤ. 

4. ʇʦʙʫʜʫʡʪʝ ʩʘʤʦʩʪʽʡʥʦ ʜʽʘʛʨʘʤʫ ʜʣʷ ʟʘʜʘʯʽ çʊʦʚʘʨʥʠʡ ʯʝʢè, 

ʢʦʨʠʩʪʫʶʯʠʩʴ ʤʘʡʩʪʨʦʤ ʜʽʘʛʨʘʤ. 

5. ɿʘʚʝʨʰʽʪʴ ʨʦʙʦʪʫ ʽ ʦʬʦʨʤʽʪʴ ʚʠʩʥʦʚʢʠ. 
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ʃʘʙʦʨʘʪʦʨʥʦ-ʧʨʘʢʪʠʯʥʘ ʨʦʙʦʪʘ 

 

ʊʝʤʘ: ʈʝʜʘʛʫʚʘʥʥʷ ʪʘ ʬʦʨʤʘʪʫʚʘʥʥʷ ʝʣʝʤʝʥʪʽʚ ʜʽʘʛʨʘʤ (2 ʛʦʜ.) 

ʄʝʪʘ:  ʥʘʚʯʠʪʠʩʷ  ʨʝʜʘʛʫʚʘʪʠ ʪʘ ʚʥʦʩʠʪʠ ʟʤʽʥʠ ʚ ʦʩʥʦʚʥʽ ʝʣʝʤʝʥʪʠ 

ʜʽʘʛʨʘʤʠ 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ,  ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ. 

  

ʍʽʜ ʨʦʙʦʪʠ 

 

1. ɺʽʜʢʨʠʡʪʝ ʢʥʠʛʫ çʇʨʦʜʘʞ ʚʽʜʝʦʢʘʨʪè ʪʘ ʚʽʜʧʦʚʽʜʥʫ ʜʽʘʛʨʘʤʫ 

       2. ɺʥʝʩʽʪʴ ʟʤʽʥʠ ʚ ʝʣʝʤʝʥʪʠ ʜʽʘʛʨʘʤʠ ʟʘ ʧʦʜʘʥʠʤ ʥʠʞʯʝ ʟʨʘʟʢʦʤ: 
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ʪʨʘʚʝʥʴ ʯʝʨʚʝʥʴ ʣʠʧʝʥʴ
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3. ɺʽʜʢʨʠʡʪʝ ʢʥʠʛʫ çʊʦʚʘʨʥʠʡ ʯʝʢè ʪʘ ʚʽʜʧʦʚʽʜʥʫ ʜʽʘʛʨʘʤʫ. 

4. ɺʥʝʩʽʪʴ ʟʤʽʥʠ: ʧʝʨʝʤʽʩʪʠʪʠ ʥʘʟʚʫ ʜʽʘʛʨʘʤʠ ʚ ʚʝʨʭʥʽʡ ʣʽʚʠʡ ʢʫʪ  ʦʙʣʘʩʪʽ 

ʜʽʘʛʨʘʤʠ. 

5. ɺʩʪʘʥʦʚʠʪʠ ʧʽʜʧʠʩʠ ʜʦ ʩʝʢʪʦʨʽʚ, ʚʠʢʦʨʠʩʪʘʚʰʠ ʤʦʞʣʠʚʦʩʪʽ ʨʝʜʘʛʫʚʘʥʥʷ 

ʪʝʢʩʪʫ ʥʘʜʧʠʩʽʚ ʥʘ ʜʽʘʛʨʘʤʽ. 

6. ʇʝʨʝʤʽʩʪʠʪʠ ʜʽʘʛʨʘʤʫ ʥʘ ʥʦʚʠʡ ʣʠʩʪ ʽ ʚʩʪʘʥʦʚʠʪʠ ʦʧʪʠʤʘʣʴʥʝ 

ʨʦʟʪʘʰʫʚʘʥʥʷ. 

7.ɿʘʚʝʨʰʽʪʴ ʨʦʙʦʪʫ. ʆʬʦʨʤʽʪʴ ʚʠʩʥʦʚʢʠ. 

ʆʧʠʰʽʪʴ ʚʠʢʦʥʘʥʥʷ ʧ. 4  

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________ 
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ʃʘʙʦʨʘʪʦʨʥʦ-ʧʨʘʢʪʠʯʥʘ ʨʦʙʦʪʘ 

 

ʊʝʤʘ:  ʉʪʚʦʨʝʥʥʷ ʤʘʢʨʦʩʽʚ (1 ʛʦʜ.) 

ʄʝʪʘ:  ʥʘʚʯʠʪʠʩʷ   ʩʪʚʦʨʶʚʘʪʠ ʪʘ ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠ ʤʘʢʨʦʩʠ. 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ,  ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ. 

 

ʍʽʜ ʨʦʙʦʪʠ 

1. ɿʘʧʠʰʽʪʴ ʤʘʢʨʦʩ, ʷʢʠʡ ʚʠʢʦʥʫʻ ʬʦʨʤʘʪʫʚʘʥʥʷ ʚʠʜʽʣʝʥʦʛʦ ʬʨʘʛʤʝʥʪʘ 

ʪʝʢʩʪʘ: ʰʨʠʬʪ - Arial Black, ʨʦʟʤʽʨ - 10, ʢʦʣʽʨ ʰʨʠʬʪʫ ï ʟʝʣʝʥʠʡ, 

ʥʘʢʨʝʩʣʝʥʥʷ ï ʥʘʧʽʚʞʠʨʥʠʡ ʢʫʨʩʠʚ, ʚʠʨʽʚʥʶʚʘʥʥʷ ï ʧʦ ʮʝʥʪʨʫ 

ʢʦʤʽʨʢʠ. 

 

 

 

2. ʉʪʚʦʨʽʪʴ ʥʦʚʫ ʧʘʥʝʣʴ ʽʥʩʪʨʫʤʝʥʪʽʚ. 

3. ʈʦʟʤʽʩʪʽʪʴ ʥʘ ʮʽʡ ʧʘʥʝʣʽ ʢʥʦʧʢʫ ʜʣʷ ʟʘʧʫʩʢʫ ʤʘʢʨʦʩʘ. ʂʥʦʧʢʘ ʧʦʚʠʥʥʘ 

ʤʘʪʠ ʥʘʜʧʠʩ, ʷʢʘ ʽʥʬʦʨʤʫʻ ʧʨʦ ʾʾ ʟʥʘʯʝʥʥʷ. 

4. ʄʘʢʨʦʩ ʧʦʚʠʥʝʥ ʟʘʧʫʩʢʘʪʠʩʷ ʧʦ ʢʦʤʘʥʜʽ ʌʦʨʤʘʪ ʪʝʢʩʪʘ ʤʝʥʶ 

ʅʘʩʪʨʘʠʚʘʝʤʦʝ. ɼʣʷ ʮʴʦʛʦ ʩʪʚʦʨʽʪʴ ʮʝ ʤʝʥʶ ʽ ʜʦʙʘʚʪʝ ʚ ʥʴʦʛʦ ʚʢʘʟʘʥʫ 

ʢʦʤʘʥʜʫ. 

5. ɿʫʧʠʥʽʪʴ ʟʘʧʠʩ ʤʘʢʨʦʩʘ. 

6. ʇʝʨʝʚʽʨʪʝ ʡʦʛʦ ʜʽʶ 

7. ʗʢʱʦ ʩʪʚʦʨʝʥʠʡ ʤʘʢʨʦʩ ʚʘʤ ʥʝ ʧʦʪʨʽʙʥʠʡ, ʚʠʜʘʣʽʪʴ ʡʦʛʦ. 

8. ɿʘʢʽʥʯʽʪʴ ʨʦʙʦʪʫ. ʆʬʦʨʤʽʪʴ ʚʠʩʥʦʚʢʠ. 
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ʃʘʙʦʨʘʪʦʨʥʦ-ʧʨʘʢʪʠʯʥʘ ʨʦʙʦʪʘ 

 

ʊʝʤʘ:  ʉʪʚʦʨʝʥʥʷ ʤʘʢʨʦʩʽʚ (1 ʛʦʜ.) 

ʄʝʪʘ:  ʥʘʚʯʠʪʠʩʷ   ʩʪʚʦʨʶʚʘʪʠ ʪʘ ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠ ʤʘʢʨʦʩʠ. 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧôʶʪʝʨʠ,  ʦʧʦʨʥʠʡ ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ. 

 

ʍʽʜ ʨʦʙʦʪʠ 

 

ɿʘʚʜʘʥʥʷ: ʟʘʧʠʰʽʪʴ ʤʘʢʨʦʩ, ʷʢʠʡ ʚʠʢʣʠʢʘʻʪʴʩʷ ʂ.ʂ. Ctrl+ʚ ʽ  ʚʠʢʦʥʫʻ 

ʚʩʪʘʚʢʫ ʫ ʚʠʜʽʣʝʥʫ ʢʦʤʽʨʢʫ ʩʣʦʚʦ ɺʩʴʦʛʦ: ʯʝʨʚʦʥʦʛʦ ʢʦʣʴʦʨʫ, 

ʥʘʧʽʚʞʠʨʥʠʤ ʢʫʨʩʠʚʦʤ, ʚʠʨʽʚʥʶʚʘʥʥʷ ï ʧʦ ʮʝʥʪʨʫ ʢʦʤʽʨʢʠ, ʢʦʣʽʨ 

ʟʘʣʠʚʢʠ ʢʦʤʽʨʢʠ ï ʩʽʨʠʡ 25%. 

 

1. ɿʘʧʫʩʪʽʪʴ ɽʊ. 

2. ɺʠʢʦʥʘʡʪʝ ʢʦʤʘʥʜʫ ʉʝʨʚʠʩ ï ʄʘʢʨʦʩ ï ʅʘʯʘʪʴ ʟʘʧʠʩʴ. 

3. ɿʘʜʘʡʪʝ ʽʤôʷ ʜʣʷ ʤʘʢʨʦʩʘ ɺʩʴʦʛʦ ʪʘ ʧʨʠʟʥʘʯʪʝ ʂ.ʂ. Ctrl+ʚ ʜʣʷ 

ʘʚʪʦʤʘʪʠʯʥʦʛʦ ʟʘʧʫʩʢʫ ʜʽʾ ʤʘʢʨʦʩʘ. 

4. ɺʠʦʢʨʝʤʪʝ ʙʫʜʴ-ʷʢʫ ʢʦʤʽʨʢʫ, ʟʘʣʠʡʪʝ ʾʾ ʢʦʣʴʦʨʦʤ (ʟʘ ʜʦʧʦʤʦʛʦʶ 

ʟʥʘʯʢʘ ʥʘ ʧʘʥʝʣʽ ʽʥʩʪʨʫʤʝʥʪʽʚ  ʚʠʙʝʨʽʪʴ ʢʦʣʽʨ-ʩʽʨʠʡ 25%). 

5. ɺʚʝʜʽʪʴ ʫ ʢʦʤʽʨʢʫ ʩʣʦʚʦ ɺʩʴʦʛʦ: ʽ  ʟʜʽʡʩʥʽʪʴ ʥʝʦʙʭʽʜʥʝ ʬʦʨʤʘʪʫʚʘʥʥʷ 

ʟʛʽʜʥʦ ʟʘʚʜʘʥʥʷ. 

6. ɿʫʧʠʥʽʪʴ ʟʘʧʠʩ ʤʘʢʨʦʩʘ ʉʝʨʚʠʩ ï ʄʘʢʨʦʩ - ʆʩʪʘʥʦʚʠʪʴ  ʟʘʧʠʩʴ. 

7. ʇʝʨʝʚʽʨʪʝ ʡʦʛʦ ʜʽʶ. 

8. ʉʘʤʦʩʪʽʡʥʦ ʩʪʚʦʨʽʪʴ ʤʘʢʨʦʩ, ʷʢʠʡ ʙʠ ʚʩʪʘʚʣʷʚ ʥʦʚʠʡ ʘʨʢʫʰ ʚ ʢʥʠʛʫ ʟʘ 

ʜʦʧʦʤʦʛʦʶ ʂ.ʂ. ʽ ʧʨʦʜʝʤʦʥʩʪʨʫʡʪʝ ʡʦʛʦ ʜʽʶ ʚʠʢʣʘʜʘʯʫ.  

9. ʗʢʱʦ ʩʪʚʦʨʝʥʠʡ ʤʘʢʨʦʩ ʚʘʤ ʥʝ ʧʦʪʨʽʙʥʠʡ, ʚʠʜʘʣʽʪʴ ʡʦʛʦ. 

10. ɿʘʢʽʥʯʽʪʴ ʨʦʙʦʪʫ. ʆʬʦʨʤʽʪʴ ʚʠʩʥʦʚʢʠ. 
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ʈʈʦʦʙʙʦʦʪʪʘʘ  ʟʟ  ʙʙʘʘʟʟʘʘʤʤʠʠ  ʜʜʘʘʥʥʠʠʭʭ  
 

ʇʽʜ ʯʘʩ ʽʥʬʦʨʤʘʮʽʡʥʦʾ ʜʽʷʣʴʥʦʩʪʽ ʣʶʜʠʥʘ ʟʙʠʨʘʻ ʽ ʥʘʢʦʧʠʯʫʻ 

ʚʽʜʦʤʦʩʪʽ ʧʨʦ ʜʦʚʢʽʣʣʷ. ɼʦ ʧʦʷʚʠ ʦʙʯʠʩʣʶʚʘʣʴʥʦʾ ʪʝʭʥʽʢʠ ʚʩʷ ʽʥʬʦʨʤʘʮʽʷ 

ʟʚʠʯʘʡʥʦ ʟʙʝʨʽʛʘʣʘʩʷ ʚ ʧʠʩʴʤʦʚʦʤʫ ʘʙʦ ʥʘʜʨʫʢʦʚʘʥʦʤʫ ʚʠʛʣʷʜʽ. ʆʜʥʘʢ ʟʽ 

ʟʙʽʣʴʰʝʥʥʷʤ ʦʙʩʷʛʽʚ ʽʥʬʦʨʤʘʮʽʾ ʟʘʛʦʩʪʨʶʚʘʣʦʩʷ ʧʠʪʘʥʥʷ ʟʙʝʨʽʛʘʥʥʷ 

ʽʥʬʦʨʤʘʮʽʾ ʪʘ ʾʾ ʦʙʨʦʙʢʠ.  

ɹʘʟʘ ʜʘʥʠʭ ð ʮʝ ʽʥʬʦʨʤʘʮʽʷ, ʱʦ ʻ ʦʙ'ʻʜʥʘʥʦʶ ʫ ʚʟʘʻʤʦʟʚ'ʷʟʘʥʽʡ 

ʩʫʢʫʧʥʦʩʪʽ ʟʘ ʨʷʜʦʤ ʦʟʥʘʢ. 

ɯʥʬʦʨʤʘʮʽʾ, ʱʦ ʤʽʩʪʠʪʴʩʷ ʫ ʙʘʟʽ ʜʘʥʠʭ, ʚʣʘʩʪʠʚʘ ʩʪʨʫʢʪʫʨʦʚʘʥʽʩʪʴ ʪʘ 

ʚʟʘʻʤʦʧʦʚ'ʷʟʘʥʽʩʪʴ. 

ʑʦʙ ʢʦʨʠʩʪʫʚʘʯ ʣʝʛʢʦ ʤʽʛ ʟʥʘʭʦʜʠʪʠ ʧʦʪʨʽʙʥʫ ʽʥʬʦʨʤʘʮʽʶ, ʚʦʥʘ 

ʤʘʻ ʙʫʪʠ ʦʨʛʘʥʽʟʦʚʘʥʘ ʧʝʚʥʠʤ ʯʠʥʦʤ. ʎʝ ʩʪʦʩʫʻʪʴʩʷ ʥʝ ʣʠʰʝ ʽʥʬʦʨʤʘʮʽʾ ʫ 

ʢʦʤʧ'ʶʪʝʨʽ, ʘ ʡ ʙʫʜʴ-ʷʢʦʾ ʽʥʬʦʨʤʘʮʽʾ ʧʨʦ ʦʙ'ʻʢʪʠ ʨʝʘʣʴʥʦʛʦ ʩʚʽʪʫ. ʉʢʘʞʽʤʦ, 

ʟʨʫʯʥʦ ʟʥʘʭʦʜʠʪʠ ʧʦʪʨʽʙʥʫ ʢʥʠʛʫ ʚ ʙʽʙʣʽʦʪʝʮʽ, ʢʦʨʠʩʪʫʶʯʠʩʴ ʢʘʪʘʣʦʛʦʤ. 

ʃʝʛʢʦ ʚʽʜʰʫʢʘʪʠ ʫ ʛʘʟʝʪʽ ʥʝʦʙʭʽʜʥʝ ʦʛʦʣʦʰʝʥʥʷ, ʢʦʨʠʩʪʫʶʯʠʩʴ ʟʤʽʩʪʦʤ 

ʛʘʟʝʪʠ. ʊʘʢʘ ʣʝʛʢʽʩʪʴ ʧʦʰʫʢʫ ʤʦʞʣʠʚʘ ʟʘʚʜʷʢʠ ʪʦʤʫ, ʱʦ ʜʘʥʽ ʫ ʢʘʪʘʣʦʟʽ ʘʙʦ ʚ 

ʛʘʟʝʪʽ ʩʪʨʫʢʪʫʨʦʚʘʥʽ. ɺʩʽ ʢʥʠʛʠ ʦʧʠʩʘʥʽ ʦʜʥʘʢʦʚʦ: ʘʚʪʦʨ, ʥʘʟʚʘ, 

ʚʠʜʘʚʥʠʮʪʚʦ, ʨʽʢ ʚʠʜʘʥʥʷ ʪʦʱʦ. ɺʩʽ ʦʛʦʣʦʰʝʥʥʷ ʨʦʟʤʽʱʝʥʽ ʟʘ ʨʫʙʨʠʢʘʤʠ ʽ 

ʪʘʢʦʞ ʤʘʶʪʴ ʚʠʟʥʘʯʝʥʫ ʩʪʨʫʢʪʫʨʫ: ʢʦʨʦʪʢʠʡ ʦʧʠʩ ʪʦʚʘʨʫ, ʮʽʥʘ, ʪʝʣʝʬʦʥ 

ʪʦʱʦ. 

ʋ ʟʚ'ʷʟʢʫ ʟ ʙʫʨʭʣʠʚʠʤ ʨʦʟʚʠʪʢʦʤ ʦʙʯʠʩʣʶʚʘʣʴʥʦʾ ʪʝʭʥʽʢʠ ʚ 

ʩʝʨʝʜʠʥʽ 1960-ʭ ʨʨ. ʟ'ʷʚʠʣʠʩʴ ʧʝʨʰʽ ʢʦʤʧ'ʶʪʝʨʥʽ ʙʘʟʠ ʜʘʥʠʭ. ʋ ʥʠʭ 

ʚʽʜʙʠʚʘʣʦʩʷ ʧʨʘʛʥʝʥʥʷ ʧʨʦʛʨʘʤʽʩʪʽʚ ʜʦ ʦʜʥʘʢʦʚʦʛʦ ʩʧʦʩʦʙʫ ʧʦʜʘʥʥʷ ʜʘʥʠʭ, 

ʷʢʠʡ ʙʠ ʥʘʜʘʚ ʟʤʦʛʫ ʧʦʣʝʛʰʠʪʠ ʦʙʤʽʥ ʜʘʥʠʤʠ ʤʽʞ ʨʽʟʥʠʤʠ ʧʨʦʛʨʘʤʘʤʠ. 
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ʇʇʝʝʨʨʝʝʣʣ̔̔ʢʢ  ʣʣʘʘʙʙʦʦʨʨʘʘʪʪʦʦʨʨʥʥʦʦ--ʧʧʨʨʘʘʢʢʪʪʠʠʯʯʥʥʠʠʭʭ  ʨʨʦʦʙʙ̔̔ʪʪ  ʜʜʦʦ  ʪʪʝʝʤʤʠʠ::  

ççʈʈʦʦʙʙʦʦʪʪʘʘ  ʟʟ  ʙʙʘʘʟʟʘʘʤʤʠʠ  ʜʜʘʘʥʥʠʠʭʭèè  

  
   

1. ʇʨʦʝʢʪʫʚʘʥʥʷ ɹɼ. ɼʦʩʣʽʜʞʝʥʥʷ ʧʨʝʜʤʝʪʥʦʾ ʦʙʣʘʩʪʽ (2 ʛʦʜ.) 

2. ʇʨʦʝʢʪʫʚʘʥʥʷ ɹɼ. ʅʦʨʤʘʣʽʟʘʮʽʷ ʚʽʜʥʦʰʝʥʴ (2 ʛʦʜ.) 

3. ʈʦʙʦʪʘ ʚ ʉʋɹɼ. ʉʪʚʦʨʝʥʥʷ ʪʘʙʣʠʮʴ (2 ʛʦʜ.) 

4. ʇʨʦʝʢʪʫʚʘʥʥʷ ɹɼ. ʉʪʚʦʨʝʥʥʷ ʩʭʝʤʠ ʜʘʥʠʭ (2 ʛʦʜ.) 

5. ʈʦʙʦʪʘ ʚ ʉʋɹɼ. ʉʪʚʦʨʝʥʥʷ ʬʦʨʤ (2 ʛʦʜ.) 

6. ʈʦʙʦʪʘ ʚ ʉʋɹɼ. ɺʩʪʘʚʣʝʥʥʷ ʢʥʦʧʦʢ ʫ ʬʦʨʤʫ (1 ʛʦʜ.) 

7. ʈʦʙʦʪʘ ʚ ʉʋɹɼ. ʉʪʚʦʨʝʥʥʷ ʟʘʧʠʪʽʚ (2 ʛʦʜ.) 

8. ʈʦʙʦʪʘ ʚ ʉʋɹɼ. ʉʪʚʦʨʝʥʥʷ ʟʚʽʪʽʚ (2 ʛʦʜ.) 

9. ʈʦʙʦʪʘ ʚ ʉʋɹɼ. ʈʦʙʦʪʘ ʟ ʬʽʣʴʪʨʘʤʠ (1 ʛʦʜ.) 

10.  ʈʦʙʦʪʘ ʚ ʉʋɹɼ. ʈʦʙʦʪʘ ʟ ʤʘʢʨʦʩʘʤ (2 ʛʦʜ.). 

11.  ʈʦʙʦʪʘ ʚ ʉʋɹɼ. ɺʠʢʦʨʠʩʪʘʥʥʷ Qɺɽ ʜʣʷ ʟʘʧʠʩʫ  

     ʦʧʝʨʘʪʦʨʽʚ   SQL (2 ʛʦʜ.) 

12.  ʈʦʙʦʪʘ ʚ ʉʋɹɼ. ʆʪʨʠʤʘʥʥʷ ʧʽʜʩʫʤʢʦʚʠʭ ʜʘʥʠʭ (2 ʛʦʜ.) 

13.  ʈʦʙʦʪʘ ʚ ʉʋɹɼ. ʉʪʚʦʨʝʥʥʷ ʫʧʨʘʚʣʷʶʯʠʭ ʟʘʧʠʪʽʚ (2 ʛʦʜ.) 

14.  ʈʦʙʦʪʘ ʚ ʉʋɹɼ. ɺʠʢʦʨʠʩʪʘʥʥʷ ɺʢʣʘʜʝʥʠʭ ʟʘʧʠʪʽʚ (1 ʛʦʜ.) 

15.  ʈʦʙʦʪʘ ʚ ʉʋɹɼ. ʆʨʛʘʥʽʟʘʮʽʷ ʨʽʚʥʽʚ ʜʦʩʪʫʧʫ ʜʦ ʙʘʟʠ 

     ʜʘʥʠʭ ʫ ʣʦʢʘʣʴʥʠʭ ʦʙʯʠʩʣʶʚʘʣʴʥʠʭ ʤʝʨʝʞʘʭ (1 ʛʦʜ.) 

16.  ʈʦʙʦʪʘ ʚ ʘʚʪʦʤʘʪʠʟʦʚʘʥʽʡ ʩʠʩʪʝʤʽ ʦʙʨʦʙʢʠ ʽʥʬʦʨʤʘʮʽʾ (2 ʛʦʜ.) 
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ʊʝʤʘ: ʇʨʦʝʢʪʫʚʘʥʥʷ ɹɼ. ɼʦʩʣʽʜʞʝʥʥʷ ʧʨʝʜʤʝʪʥʦʾ ʦʙʣʘʩʪʽ (2 ʛʦʜ.) 

ʄʝʪʘ: ʜʦʩʣʽʜʠʪʠ ʧʨʝʜʤʝʪʥʫ ʦʙʣʘʩʪʴ  "ʇʝʨʝʯʠʥʩʴʢʠʡ ʧʨʦʬʝʩʽʡʥʠʡ ʣʽʮʝʡ", ʾʾ 

ʦʩʥʦʚʥʽ ʦʙôʻʢʪʠ ʪʘ ʟʚôʷʟʢʠ ʤʽʞ ʥʠʤʠ. 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧ'ʶʪʝʨ, ʢʦʥʩʧʝʢʪ. 

 

ʊʝʦʨʝʪʠʯʥʽ ʚʽʜʦʤʦʩʪʽ 

 

ʉʪʚʦʨʠʪʠ ɹɼ ʤʦʞʥʘ ʜʝʢʽʣʴʢʦʤʘ ʩʧʦʩʦʙʘʤʠ. ʄʦʞʥʘ ʨʦʟʧʦʯʘʪʠ çʟ ʥʫʣʷè, 

ʪʦʙʪʦ ʟ ʧʫʩʪʦʾ ʙʘʟʠ ʜʘʥʠʭ ʽ ʟʘʧʦʚʥʶʚʘʪʠ ʾʾ ʜʘʥʠʤʠ ʽ ʦʙôʻʢʪʘʤʠ. ʄʦʞʥʘ 

ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠ ʤʘʡʩʪʨʘ ʜʣʷ ʬʦʨʤʫʚʘʥʥʷ ʛʦʪʦʚʦʾ ʩʪʨʫʢʪʫʨʠ, ʘ ʧʦʪʽʤ 

ʧʨʠʩʪʦʩʦʚʫʚʘʪʠ ʾʾ ʜʣʷ ʩʝʙʝ. ʄʦʞʥʘ ʪʘʢʦʞ ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠ ʛʦʪʦʚʠʡ 

ʰʘʙʣʦʥ. ɺ ʙʫʜʴ-ʷʢʦʤʫ ʚʠʧʘʜʢʫ, ʧʝʨʝʜ ʪʠʤ, ʷʢ ʧʦʯʠʥʘʪʠ ʨʦʙʦʪʫ ʟ ʬʘʡʣʦʤ 

ɹɼ ʨʦʟʨʦʙʥʠʢ ʧʦʚʠʥʝʥ ʚʠʢʦʥʘʪʠ ʧʝʚʥʫ ʨʦʙʦʪʫ. 

 

1. ɺʠʟʥʘʯʠʪʠ ʧʝʨʝʣʽʢ ʟʘʜʘʯ, ʷʢʽ ʙʫʜʫʪʴ ʚʠʨʽʰʫʚʘʪʠʩʷ ʟʘ ʜʦʧʦʤʦʛʦʶ ɹɼ. 

2. ɺʠʟʥʘʯʠʪʠ ʜʞʝʨʝʣʘ ʜʘʥʠʭ, ʷʢʽ ʥʝʦʙʭʽʜʥʽ ʜʣʷ ɹɼ ʽ ʦʮʽʥʠʪʠ ʦʙôʻʤ ʮʠʭ 

ʜʘʥʠʭ. 

3. ɺʠʟʥʘʯʠʪʠ ʧʝʨʝʣʽʢ ʧʦʣʽʚ (ʩʪʦʚʧʯʠʢʽʚ ʪʘʙʣʠʮʽ), ʷʢʽ ʥʝʦʙʭʽʜʥʽ ʜʣʷ 

ʟʙʝʨʽʛʘʥʥʷ ʜʘʥʠʭ. ɺʠʟʥʘʯʠʪʠ ʧʝʨʝʣʽʢ ʪʘʙʣʠʮʴ, ʷʢʽ ʙʫʜʫʪʴ ʤʽʩʪʠʪʠ ʮʽ ʧʦʣʷ. 

ʇʨʠʜʫʤʘʪʠ ʽʤʝʥʘ ʜʣʷ ʪʘʙʣʠʮʴ ʽ ʧʦʣʽʚ. 

4. ɺʠʟʥʘʯʠʪʠ ʧʨʠʙʣʠʟʥʠʡ ʚʠʛʣʷʜ ʬʦʨʤʠ, ʚ ʷʢʫ ʙʫʜʫʪʴ ʚʚʦʜʠʪʠʩʷ ʜʘʥʽ. 

5. ɺʠʟʥʘʯʠʪʠ ʩʧʦʩʽʙ ʦʪʨʠʤʘʥʥʷ ʨʝʟʫʣʴʪʘʪʽʚ ʚʠʢʦʨʠʩʪʘʥʥʷ ʙʘʟʠ ʜʘʥʠʭ 

(ʥʘʧʨʠʢʣʘʜ, ʚʠʚʽʜ ʥʘ ʝʢʨʘʥ ʯʠ ʧʘʧʽʨ). 

 

ʅʘ ʮʴʦʤʫ ʝʪʘʧʽ ʤʦʞʥʘ ʧʨʠʩʪʫʧʘʪʠ ʜʦ ʙʝʟʧʦʩʝʨʝʜʥʴʦʛʦ ʩʪʚʦʨʝʥʥʷ ʙʘʟʠ 

ʜʘʥʠʭ ʟʘʩʦʙʘʤʠ Access. ɿʜʝʙʽʣʴʰʦʛʦ ʨʦʟʨʦʙʢʘ ʚʢʣʶʯʘʻ ʪʘʢʽ ʝʪʘʧʠ: 

 

1.ʉʪʚʦʨʝʥʥʷ ʪʘʙʣʠʮʴ. ɺʠʟʥʘʯʝʥʥʷ ʢʣʶʯʦʚʠʭ ʧʦʣʽʚ, ʚʠʙʽʨ ʪʠʧʽʚ ʧʦʣʽʚ, 

ʚʠʙʽʨ ʬʦʨʤʘʪʽʚ ʜʘʥʠʭ. 

2. ʋʩʪʘʥʦʚʢʘ ʟʚôʷʟʢʽʚ ʤʽʞ ʪʘʙʣʠʮʷʤʠ. 

3. ʉʪʚʦʨʝʥʥʷ ʟʘʧʠʪʽʚ ʥʘ ʦʩʥʦʚʽ ʪʘʙʣʠʮʴ. 

4. ɿʘʧʦʚʥʝʥʥʷ ʙʘʟʠ ʜʘʥʠʭ ʧʝʚʥʦʶ ʢʽʣʴʢʽʩʪʶ ʽʥʬʦʨʤʘʮʽʾ, ʷʢʘ ʜʦʟʚʦʣʠʪʴ 
ʧʨʦʪʝʩʪʫʚʘʪʠ ʙʘʟʫ. 

5. ʈʦʟʨʦʙʢʘ ʬʦʨʤ ʽ ʟʚʽʪʽʚ. 

6. ɺʠʨʽʰʝʥʥʷ ʧʠʪʘʥʴ ʙʝʟʧʝʢʠ ʜʘʥʠʭ. ʇʽʜʛʦʪʦʚʢʘ ɹɼ ʜʣʷ ʧʝʨʝʜʘʯʽ 

ʢʦʨʠʩʪʫʚʘʯʘʤ. 

 

ɿʘʚʜʘʥʥʷ: ʜʦʩʣʽʜʠʪʠ ʧʨʝʜʤʝʪʥʫ ʦʙʣʘʩʪʴ  ɹɼ "ʇʝʨʝʯʠʥʩʴʢʠʡ ʧʨʦʬʝʩʽʡʥʠʡ 

ʣʽʮʝʡ", ʾʾ ʦʩʥʦʚʥʽ ʦʙôʻʢʪʠ ʪʘ ʟʚôʷʟʢʠ ʤʽʞ ʥʠʤʠ.  ɺʽʜʦʙʨʘʟʽʪʴ ʦʩʥʦʚʥʽ 

ʦʙôʻʢʪʠ ɹɼ ʪʘ ʾʭʥʽ ʚʘʞʣʠʚʽ ʟʚôʷʟʢʠ ʫ ʚʠʛʣʷʜʽ ʩʭʝʤʠ.  
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ʊʝʤʘ: ʇʨʦʝʢʪʫʚʘʥʥʷ ɹɼ. ʅʦʨʤʘʣʽʟʘʮʽʷ ʚʽʜʥʦʰʝʥʴ (2 ʛʦʜ.) 

ʄʝʪʘ: ʥʘ ʝʪʘʧʽ  ʧʨʦʝʢʪʫʚʘʥʥʷ ʧʨʝʜʤʝʪʥʦʾ  ʦʙʣʘʩʪʽ  çʇʝʨʝʯʠʥʩʴʢʠʡ 

ʧʨʦʬʝʩʽʡʥʠʡ ʣʽʮʝʡè ʨʦʟʛʣʷʥʫʪʠ ʧʨʦʮʝʩ ʥʦʨʤʘʣʽʟʘʮʽʾ ʚʽʜʥʦʰʝʥʴ. 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧ'ʶʪʝʨ, ʢʦʥʩʧʝʢʪ. 

 

ʊʝʦʨʝʪʠʯʥʽ ʚʽʜʦʤʦʩʪʽ 

 
ʋ ʧʨʦʮʝʩʽ ʧʝʨʝʪʚʦʨʝʥʥʷ ʟʚôʷʟʢiʚ ʫ ʚiʜʥʦʰʝʥʥʷ (ʪʘʙʣʠʮi) ʤʠ ʚʨʘʭʦʚʫʚʘʣʠ ʚʣʘʩʪʠʚʦʩʪi ʮʠʭ 

ʟʚôʷʟʢiʚ. ɸʣʝ ʙʫʜʴ-ʷʢʝ ʚiʜʥʦʰʝʥʥʷ ʩʘʤʝ ʧʦ ʩʦʙʽ ʪʘʢʦʞ ʻ ʥʝ ʱʦ iʥʰʝ, ʷʢ ʧʝʚʥʠʡ ʟʚôʷʟʦʢ 

ʘʪʨʠʙʫʪiʚ, ʱʦ ʫ ʥʴʦʛʦ ʚʭʦʜʷʪʴ. ʊʦʤʫ ʫʚʘʞʥiʰʝ ʨʦʟʛʣʷʥʝʤʦ ʟʚôʷʟʢʠ ʤiʞ ʘʪʨʠʙʫʪʘʤʠ ʚiʜʥʦʰʝʥʴ. 

ɼʦʩʣiʜʞʝʥʥʷ ʙʫʜʴ-ʷʢʦʛʦ ʚiʜʥʦʰʝʥʥʷ ʧʦʪʨiʙʥʦ ʧʨʦʚʦʜʠʪʠ ʚʠʭʦʜʷʯʠ ʟi ʟʨʫʯʥʦʩʪi ʨʦʟʚôʷʟʫʚʘʥʥʷ 

ʪʨʴʦʭ ʟʘʜʘʯ, ʘ ʩʘʤʝ: ʦʥʦʚʣʝʥʥʷ, ʚʠʜʘʣʝʥʥʷ i ʚʩʪʘʚʢʠ ʟʘʧʠʩiʚ. ʅʝʭʘʡ ʧʨʠ ʘʥʘʣiʟi ʚiʜʥʦʰʝʥʥʷ 

ɻʫʨʪʦʢ ʤʠ ʚʠʟʥʘʯʠʣʠ, ʱʦ ʤiʞ ʘʪʨʠʙʫʪʘʤʠ ɸʜʨʝʩʘ i ʊʝʣʝʬʦʥ iʩʥʫʻ ʧʝʚʥʠʡ ʟʚôʷʟʦʢ ð ʢʦʞʥiʡ 

ʘʜʨʝʩi ʚiʜʣʦʚiʜʘʻ ʦʜʠʥ ʪʝʣʝʬʦʥ. ɿʚôʷʟʢʠ ʤiʞ ʘʪʨʠʙʫʪʘʤʠ, ʧʨʠ ʷʢʠʭ ʢʦʞʥʦʤʫ ʟʥʘʯʝʥʥʶ ʦʜʥʦʛʦ 

ʘʪʨʠʙʫʪʘ (ʘʨʛʫʤʝʥʪʫ) ʚiʜʧʦʚiʜʘʻ ʦʜʥʝ ʟʥʘʯʝʥʥʷ iʥʰʦʛʦ ʘʪʨʠʙʫʪʘ (ʬʫʥʢʮiʾ), ʥʘʟʠʚʘʶʪʴʩʷ 

ʬʫʥʢʮiʦʥʘʣʴʥʠʤʠ. ʎʝ ʟʘʛʘʣʴʥʝ ʦʟʥʘʯʝʥʥʷ ʬʫʥʢʮiʾ. ʌʫʥʢʮiʦʥʘʣʴʥi ʟʚôʷʟʢʠ ʟʦʙʨʘʞʫʶʪʴʩʷ ʟʘ 

ʜʦʧʦʤʦʛʦʶ ʩʪʨiʣʦʢ. ʅʘʧʨʠʢʣʘʜ ɸʜʨʝʩʘŸ ʊʝʣʝʬʦʥ. 

 
ʅʘʟʚʘ ʛʫʨʪʢʘ ʂʝʨʽʚʥʠʢ ɸʜʨʝʩʘ ʊʝʣʝʬʦʥ 

ʅʘʩʪʽʣʴʥʠʡ ʪʝʥʽʩ ɻʫʜʘʢ ʈʦʤʘʥ ɺʘʩʠʣʴʦʚʠʯ ʇʝʨʝʯʠʥʩʴʢʠʡ ʧʨʦʬʣʽʮʝʡ 2-18-97 

ʂʦʤʧôʶʪʝʨʥʘ ʛʨʘʤʦʪʥʽʩʪʴ ɺʠʰʥʝʚʩʴʢʘ ʊʝʪʷʥʘ ɯʚʘʥʽʚʥʘ ʇʝʨʝʯʠʥʩʴʢʠʡ ʧʨʦʬʣʽʮʝʡ 2-18-97 

ʈʫʢʦʜʽʣʴʥʠʮʷ ʈʘʜʝʮʴʢʘ ɺʽʨʘ ɿʦʣʪʘʥʽʚʥʘ ʇʝʨʝʯʠʥʩʴʢʠʡ ʧʨʦʬʣʽʮʝʡ 2-11-63 

ʍʫʜʦʞʥʷ ʦʙʨʦʙʢʘ ʜʝʨʝʚʘ ɻʝʨʦʚʩʴʢʠʡ ɺʽʢʪʦʨ ʂʘʟʠʤʠʨʦʚʠʯ ʇʝʨʝʯʠʥʩʴʢʠʡ ʧʨʦʬʣʽʮʝʡ 2-11-63 

ʆʙʨʦʙʢʘ ʤʝʪʘʣʫ ʈʦʣʠʯ ɯʚʘʥ ʄʠʭʘʡʣʦʚʠʯ ʇʝʨʝʯʠʥʩʴʢʠʡ ʧʨʦʬʣʽʮʝʡ 2-18-97 

 
ɿʘʫʚʘʞʝʥʥʷ. ʇʝʨʚʠʥʥʠʡ ʢʣʶʯ ʚiʜʥʦʰʝʥʥʷ ʬʫʥʢʮiʦʥʘʣʴʥʦ ʚʠʟʥʘʯʘʻ ʚʩi iʥʰi ʥʝʢʣʶʯʦʚi 

ʘʪʨʠʙʫʪʠ ʚiʜʥʦʰʝʥʥʷ, ʪʦʙʪʦ ʤʦʞʥʘ ʟʘʧʠʩʘʪʠ, ʱʦ ʅʘʟʚʘ ʛʫʨʪʢʘ Ÿ ʂʝʨʽʚʥʠʢ, ʅʘʟʚʘ ʛʫʨʪʢʘ Ÿ 

ɸʜʨʝʩʘ, ʅʘʟʚʘ ʛʫʨʪʢʘ Ÿ ʊʝʣʝʬʦʥ. 

ʇʝʨʚʠʥʥʠʤ ʢʣʶʯʝʤ ʚiʜʥʦʰʝʥʥʷ ɻʫʨʪʦʢ ʻ ʅʘʟʚʘ ʛʫʨʪʢʘ. ʇʨʠʧʫʩʪʠʤʦ, ʱʦ ʚ ʣʽʮʝʾ  ʟʤiʥʠʚʩʷ 

ʪʝʣʝʬʦʥ. ʋ ʮʴʦʤʫ ʚʠʧʘʜʢʫ ʧʦʪʨiʙʥʦ ʟʨʦʙʠʪʠ ʟʘʤʽʥʫ ʚ ʫʩiʭ ʟʘʧʠʩʘʭ ʚiʜʥʦʰʝʥʥʷ ɻʫʨʪʦʢ, ʫ ʷʢʠʭ ʻ 

ʮʷ ʘʜʨʝʩʘ, iʥʘʢʰʝ ʧʦʨʫʰʠʪʴʩʷ ʮiʣiʩʥiʩʪʴ (ʧʨʘʚʠʣʴʥiʩʪʴ) ʙʘʟʠ ʜʘʥʠʭ. ʅʘʧʨʠʢʣʘʜ, ʷʢʱʦ ʟʤiʥʠʪʠ 

ʪiʣʴʢʠ ʦʜʠʥ ʟʘʧʠʩ, ʪʦ ʥʝʟʨʦʟʫʤiʣʦ, ʷʢʠʡ ʩʘʤʝ ʪʝʣʝʬʦʥ ʧʨʘʚʠʣʴʥʠʡ ð ʫ ʧʝʨʰʦʤʫ ʯʠ ʜʨʫʛʦʤʫ 

ʟʘʧʠʩi. ʊʘʢi ʥʝʟʨʫʯʥʦʩʪi ʧʨʠ ʨʦʙʦʪi ʟ ʙʘʟʦʶ ʜʘʥʠʭ ʥʘʟʠʚʘʶʪʴʩʷ ʧʨʦʙʣʝʤʘʤʠ ʦʥʦʚʣʝʥʥʷ, 

ʚʠʜʘʣʝʥʥʷ i ʚʩʪʘʚʢʠ. ʜʣʷ ʾʭʥʴʦʛʦ ʫʩʫʥʝʥʥʷ ʥʘ ʝʪʘʧi ʣʦʛiʯʥʦʛʦ ʧʨʦʝʢʪʫʚʘʥʥʷ ʧʨʦʚʦʜʠʪʴʩʷ ʧʨʦʮʝʩ 

ʥʦʨʤʘʣiʟʘʮiʾ, ʱʦ ʧʦʣʷʛʘʻ ʚ ʨʦʟʙʠʚʮi ʚʠʭiʜʥʦʛʦ ʚiʜʥʦʰʝʥʥʷ ʥʘ ʢiʣʴʢʘ ʜʨiʙʥiʰʠʭ ʚiʜʥʦʰʝʥʴ. 

ʅʘʧʨʠʢʣʘʜ, ʚiʜʥʦʰʝʥʥʷ ɻʫʨʪʦʢ ʩʣiʜ ʨʦʟʙʠʪʠ ʥʘ ʜʚʘ ʥʦʚʠʭ ʚiʜʥʦʰʝʥʥʷ ð ɻʫʨʪʦʢ i ʊʝʣʝʬʦʥʠ 

ʛʫʨʪʢʽʚ. ʇʨʠ ʟʤʽʥʽ ʥʦʤʝʨʘ ʪʝʣʝʬʦʥʫ ʜʦʩʠʪʴ ʟʘʤʽʥʠʪʠ ʪʽʣʴʢʠ ʦʜʠʥ ʟʘʧʠʩ ʫ ʚʽʜʥʦʰʝʥʥʷ ʪʝʣʝʬʦʥʠ 

ʛʫʨʪʢʽʚ, ʧʨʠ ʮʴʦʤʫ ʫ ʚʽʜʥʦʰʝʥʥʽ ɻʫʨʪʦʢ ʥʽʯʦʛʦ ʥʝ ʟʤʽʥʠʪʠʩʷ ʽ ʧʨʘʚʠʣʴʥʽʩʪʴ ɹɼ ʟʙʝʨʝʞʝʪʴʩʷ 

 

ɿʘʚʜʘʥʥʷ: ɺ ʛʫʨʪʢʫ çʅʘʩʪʽʣʴʥʠʡ ʪʝʥʽʩè ʟʤʽʥʠʚʩʷ ʥʦʤʝʨ ʪʝʣʝʬʦʥʫ. 

ʇʨʦʚʝʩʪʠ ʧʨʦʮʝʩ ʥʦʨʤʘʣʽʟʘʮʽʾ ʚʽʜʥʦʰʝʥʴ. ʋ ʚʠʩʥʦʚʢʘʭ ʟʦʙʨʘʟʠʪʠ ʥʦʚʝ 

ʚʽʜʥʦʰʝʥʥʷ. 
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ʊʝʤʘ: ʈʦʙʦʪʘ ʚ ʉʋɹɼ. ʉʪʚʦʨʝʥʥʷ ʪʘʙʣʠʮʴ  (1 ʛʦʜ.) 

ʄʝʪʘ: ʥʘʚʯʠʪʠʩʷ ʩʪʚʦʨʶʚʘʪʠ ʪʘʙʣʠʮʽ ʽ ʨʝʘʣʽʟʫʚʘʪʠ ʩʪʚʦʨʝʥʠʡ ʧʨʦʝʢʪ  

ʧʨʝʜʤʝʪʥʦʾ  ʦʙʣʘʩʪʽ  çʇʝʨʝʯʠʥʩʴʢʠʡ ʧʨʦʬʝʩʽʡʥʠʡ ʣʽʮʝʡè ʚ ʙʘʟʽ ʜʘʥʠʭ 

ʆʙʣʘʜʥʘʥʥʷ: ʢʦʤʧ'ʶʪʝʨ, ʢʦʥʩʧʝʢʪ, ʫʥʘʦʯʥʝʥʥʷ 

 

ʍʽʜ ʨʦʙʦʪʠ 

 

1. ɿʘʧʫʩʪʽʪʴ ʧʨʦʛʨʘʤʫ Ms Access. 

1. ʈʦʟʛʣʷʥʴʪʝ ʛʦʣʦʚʥʝ ʚʽʢʥʦ ʧʨʦʛʨʘʤʠ. 

2. ɺʠʢʦʥʘʡʪʝ ʢʦʤʘʥʜʫ ʌʘʡʣ / ʉʪʚʦʨʠʪʠ ʘʙʦ ʢʣʘʮʥʽʪʴ ʥʘ ʧʘʥʝʣʽ 

ʽʥʩʪʨʫʤʝʥʪʽʚ ʟʥʘʯʦʢ .  

ɺʽʜʢʨʠʻʪʴʩʷ ʦʙʣʘʩʪʴ ʟʘʜʘʯ. 

3. ɺʠʙʝʨʽʪʴ ʟʘʢʣʘʜʢʫ ʉʪʚʦʨʝʥʥʷ ʧʫʥʢʪ ʅʦʚʘ ʙʘʟʘ ʜʘʥʠʭ. ʋ ʜʽʘʣʦʛʦʚʦʤʫ 

ʚʽʢʥʽ ʚʠʙʝʨʽʪʴ ʩʚʦʶ ʧʘʧʢʫ ʽ ʩʪʚʦʨʽʪʴ ʬʘʡʣ ʥʦʚʦʾ ʙʘʟʠ ʜʘʥʠʭ ʧʽʜ 

ʥʘʟʚʦʶ ʇʇʃ. 

4. ʈʦʟʛʣʷʥʴʪʝ ʚʽʢʥʦ ɹɼ. ɸʢʪʠʚʽʟʫʡʪʝ ʟʘʢʣʘʜʢʫ (ʥʘʪʠʩʥʽʪʴ ʧʫʥʢʪ) 

ʊʘʙʣʠʮʽ ʽ ʚʠʢʦʥʘʡʪʝ ʢʦʤʘʥʜʫ ʉʪʚʦʨʠʪʠ ʚ ʨʝʞʠʤʽ ʢʦʥʩʪʨʫʢʪʦʨʘ. 

ɺʽʜʢʨʠʻʪʴʩʷ ʚʽʢʥʦ ʢʦʥʩʪʨʫʢʪʦʨʘ ʟ ʥʘʟʚʦʶ ʊʘʙʣʠʮʷ 1. 

5. ʉʪʚʦʨʽʪʴ ʧʝʨʰʫ ʪʘʙʣʠʮʶ ʟ ʧʨʦʝʢʪʫ çʇʝʨʝʯʠʥʩʴʢʠʡ ʧʨʦʬʝʩʽʡʥʠʡ 
ʣʽʮʝʡè. ɺʚʝʜʽʪʴ ʥʘʟʚʠ ʧʦʣʽʚ ʽ ʟʘʜʘʡʪʝ ʾʭʥʽ ʪʠʧʠ: ˉ ʫʯʥʷ (ʣʽʯʠʣʴʥʠʢ), 

ʇʨʽʟʚʠʱʝ (ʪʝʢʩʪʦʚʠʡ), ɯʤôʷ (ʪʝʢʩʪʦʚʠʡ), ʇʦ ʙʘʪʴʢʦʚʽ (ʪʝʢʩʪʦʚʠʡ), ɼʘʪʘ 

ʥʘʨʦʜʞʝʥʥʷ (ʜʘʪʘ/ʯʘʩ), ɸʜʨʝʩʘ (ʪʝʢʩʪʦʚʠʡ), ˉ ʛʨʫʧʠ (ʯʠʩʣʦʚʠʡ).  

6. ɿʘʜʘʡʪʝ ʢʣʶʯʦʚʝ ʧʦʣʝ  ˉ ʫʯʥʷ  ʟʘ ʜʦʧʦʤʦʛʦʶ ʟʥʘʯʢʘ  ʥʘ ʧʘʥʝʣʽ 

ʽʥʩʪʨʫʤʝʥʪʽʚ ʘʙʦ ʇʨʘʚʢʘ / ʂʣʶʯʦʚʝ ʧʦʣʝ (ʚʠʦʢʨʝʤʪʝ ʥʝʦʙʭʽʜʥʠʡ 

ʟʘʧʠʩ ʽ ʢʣʘʮʥʽʪʴ ʂʣʶʯʦʚʝ ʧʦʣʝ). 

7. ʅʘʜʘʡʪʝ ʪʘʙʣʠʮʽ ʽʤôʷ ʉʧʠʩʦʢ ʫʯʥʽʚ, ʜʣʷ ʮʴʦʛʦ ʚʠʢʦʥʘʡʪʝ ʢʦʤʘʥʜʫ 

ʌʘʡʣ / ɿʙʝʨʝʛʪʠ.  
8. ɿʘʢʨʠʡʪʝ ʚʽʢʥʦ ʢʦʥʩʪʨʫʢʪʦʨʘ ʪʘʙʣʠʮʽ (ʥʝ ʧʝʨʝʧʣʫʪʘʡʪʝ ʟ ʚʽʢʥʦʤ 

Access).  

9. ɺʽʜʧʦʚʽʜʥʦ ʜʦ ʧʨʦʚʝʜʝʥʠʭ ʨʘʥʽʰʝ ʝʪʘʧʽʚ  ʧʨʦʝʢʪʫʚʘʥʥʷ ʩʪʚʦʨʽʪʴ ʪʘʢʽ 
ʪʘʙʣʠʮʽ: 

- ʇʨʝʜʤʝʪ  - ˉ ʧʨʝʜʤʝʪʘ (ʣʽʯʠʣʴʥʠʢ, ʢʣʶʯʦʚʝ), ʅʘʟʚʘ ʧʨʝʜʤʝʪʘ 

(ʪʝʢʩʪʦʚʠʡ); 

- ɻʫʨʪʦʢ - ˉ ʛʫʨʪʢʘ (ʣʽʯʠʣʴʥʠʢ, ʢʣʶʯʦʚʝ), ʅʘʟʚʘ ʛʫʨʪʢʘ (ʪʝʢʩʪʦʚʠʡ), 

ʂʝʨʽʚʥʠʢ (ʪʝʢʩʪʦʚʠʡ), ɸʜʨʝʩʘ (ʪʝʢʩʪʦʚʠʡ); 

- ʊʝʣʝʬʦʥʠ ʛʫʨʪʢʽʚ ï ɸʜʨʝʩʘ(ʪʝʢʩʪʦʚʠʡ, ʢʣʶʯʦʚʝ), ʊʝʣʝʬʦʥ (ʯʠʩʣʦʚʠʡ); 

- ʆʮ̔ ʥʢʘ ï ɿʥʘʯʝʥʥʷ ʦʮʽʥʢʠ (ʯʠʩʣʦʚʠʡ, ʢʣʶʯʦʚʝ). 

10. ɺʽʜʢʨʠʡʪʝ ʪʘʙʣʠʮʶ ʉʧʠʩʦʢ ʫʯʥʽʚ. ɼʣʷ ʧʦʣʽʚ ʇʨʽʟʚʠʱʝ, ɯʤôʷ, ʇʦ 
ʙʘʪʴʢʦʚʽ  ʟʤʽʥʽʪʴ ʨʦʟʤʽʨ ʧʦʣʷ ʟ 50 ʩʠʤʚʦʣʽʚ ʥʘ 20. 

11. ɿʘʢʽʥʯʽʪʴ ʨʦʙʦʪʫ. ʆʬʦʨʤʽʪʴ ʚʠʩʥʦʚʢʠ. 


