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1.1  5B>48G5A:85 @5:><5=40F88 ?> >@30=870F88 @01>BO ABC45=B>2 2> 2@5<O 
?@>2545=8O ;5:F8>==OE 70=OB89 

� IB89 ?9>J<BAAOI ;4ASF<= EFG89AFG A9B5IB8<@B 69EF< >BAEC9>F<DB64A<9 GK95AB7B 
@4F9D<4?4. "5D4M4FP 6A<@4A<9 A4 >4F97BD<<, HBD@G?<DB6><, D4E>DO64RM<9 EB89D:4A<9 
<;GK49@B= 8<EJ<C?<AO, A4GKAO9 6O6B8O < CD4>F<K9E><9 D9>B@9A84J<<, CB?B:<F9?PAO= 
BCOF 6 BD4FBDE>B@ <E>GEEF69.  
�9?4F9?PAB BEF46<FP 6 D45BK<I >BAEC9>F4I CB?S, A4 >BFBDOI 89?4FP CB@9F><, 
CB8K9D><64RM<9 BEB5GR 64:ABEFP F9I <?< <AOI F9BD9F<K9E><I CB?B:9A<=. 
$9>B@9A8G9FES 4>F<6AB ;48464FP CD9CB8464F9?R GFBKASRM<9 6BCDBEO E J9?PR GSEA9A<S 
F9BD9F<K9E><I CB?B:9A<=, D4;D9L9A<S ECBDAOI E<FG4J<=. 

 

1.2  5B>48G5A:85 @5:><5=40F88 ?> ?>43>B>2:5 : A5<8=0@A:8< 
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� IB89 CB87BFB6>< > E9@<A4DE><@ (CD4>F<K9E><@) ;4ASF<S@ E?98G9F <;GK<FP BEAB6AGR < 
8BCB?A<F9?PAGR ?<F9D4FGDG, GK9EFP D9>B@9A84J<< CD9CB8464F9?S < FD95B64A<S D45BK9= 
CDB7D4@@O.  
 B:AB CB87BFB6<FP E6B= >BAEC9>F BF69FB6 CB D4EE@4FD<649@B= F9@4F<>9, CB87BFB6<FP 
F9;<EO 8?S 6OEFGC?9A<= CB 6E9@ GK95AO@ 6BCDBE4@, 6OABE<@O@ A4 ;4ASF<9. %?98G9F 
CDB8G@4FP CD<@9DO E J9?PR B59EC9K9A<S F9EAB= E6S;< <;GK49@B= F9BD<< E D94?PAB= 
CD4>F<>B=.  B:AB 8BCB?A<FP EC<EB> D9>B@9A8B64AAB= ?<F9D4FGDO EB6D9@9AAO@< 
<EFBKA<>4@<, A9 CD98EF46?9AAO@< 6 EC<E>9 D9>B@9A8B64AAB= ?<F9D4FGDO. 
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1.$9H9D4F 6OCB?AS9FES 6 F9>EFB6B@ D984>FBD9 Microsoft Word, HBD@4F ?<EF4 � 4. 
2.%FDG>FGD4. $9H9D4F 8B?:9A <@9FP 66989A<9, BEAB6AGR K4EFP (2-3), ;4>?RK9A<9 < 

EC<EB> <ECB?P;B64AAOI <EFBKA<>B6 (>A<7<, :GDA4?O, 74;9FO, �AF9DA9F - CG5?<>4J<<, 
Q?9>FDBAAO9 D9EGDEO < 8D.). 



3.%FD4A<J4. !G@9D4J<S 6OCB?AS9FES EB 2-B= EFD4A<JO, 6A<;G («BF J9AFD4» <?< 
«ECD464»). $4;@9D LD<HF4: BEAB6AB= 3 14, EABE>< (6A<;G EFD4A<JO 6 46FB@4F<K9E>B@ 
D9:<@9) 3 12. �5;4J (>D4EA4S EFDB>4) 3 BFEFGC 3 1, 25 E@.  9:EFDBKAO= <AF9D64? 3 
CB?GFBDAO=.  

4."5Nё@ D9H9D4F4 3 1 C9K4FAO= ?<EF (40 FOE. ;A4>B6 E CDB59?4@<). 
 

«$9H9D4F» (BF ?4F. «reffere» 4 8B>?48O64FP, EBB5M4FP) 3 >D4F>B9 <;?B:9A<9 6 
C<EP@9AAB= HBD@9 BCD989?9AAB7B A4GKAB7B @4F9D<4?4: EB89D:4A<S >A<7<, A4GKAB= 
F9BD<<, A4GKAB= CDB5?9@O < F.8. 

$9H9D4F CD98EF46?S9F EB5B= <FB7 E4@BEFBSF9?PAB7B <;GK9A<S EFG89AFB@ B8AB= 
(@BAB7D4H<K9E><= D9H9D4F) <?< A9E>B?P><I (B5;BDAO= D9H9D4F) A4GKAOI D45BF < 8B?:9A 
BFD4:4FP <I BEAB6AB9 EB89D:4A<9. 

&4><@ B5D4;B@, 6 FD48<J<BAAB@ <?4F<AE>B@= E@OE?9 D9H9D4F 4 QFB F6BDK9E><= 
8B>?48 <?< <;?B:9A<9 EB89D:4A<S A4GKAB= D45BFO. �@9AAB 6 QFB@ E@OE?9 D9H9D4F >4> 
F6BDK9E>4S HBD@4 <A8<6<8G4?PAB= D45BFO EFG89AF4 L<DB>B <ECB?P;G9FES 6B 6E9I 
7G@4A<F4DAOI A4G>4I. 
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1). «$5D5@0B 4 =0CG=>5 8AA;54>20=85» ($!�) 

«$9H9D4F 4 A4GKAB9 <EE?98B64A<9» 4 A4<5B?99 D4ECDBEFD4A9AAO= F<C 
EFG89AK9E>B= D9H9D4F<6AB= D45BFO. (BD@4 < EB89D:4A<9 84AAB7B F<C4 D9H9D4F4 
F6BDK9E>< <;?474RF EB89D:4A<9 FB= <?< <AB= F9@O A4GKAB7B >G?PFGDB?B7<K9E>B7B 
<EE?98B64A<S. &9@O CD98?474RFES CDB7D4@@B= >GDE4 < F6BDK9E>< @B8<H<J<DGRFES 6 
EB6@9EFAB= D45BF9 CD9CB8464F9?S < EFG89AF4 6 ;46<E<@BEF< BF ;A4A<=, <AF9D9EB6, 
ECBEB5ABEF9= < 6B;@B:ABEF9= EFG89AF4, 97B E>?BAABEF< > A4GKAB@G CB<E>G. 

"CD989?<6 F9@G D9H9D4F4, 46FBD <EE?98B64A<S 8B?:9A B7D4A<K<FP 97B CD98@9F. 
&6BDK9E>< D45BF4RM<= EFG89AF @B:9F G7?G5<FP <?< D4;6<FP A9>BFBDO9 <89< D4;89?S9@B= 
<@ FBK>< ;D9A<S, EGM9EF6GRM9= 6 A4G>9, AB @B:9F 84FP E6BR EB5EF69AAGR BD<7<A4?PAGR 
FD4>FB6>G, <EIB8S BF CDBF<6AB7B, F.9. BFD<J4S EGM9EF6GRM<9 CB;<J<< < CD98?474S E6BR 
<AF9DCD9F4J<R CDB5?9@O. 

&6BDK9E><= I4D4>F9D CB8B5AB7B F<C4 D9H9D4F4 A9 EFB?P>B 6 E4@BEFBSF9?PAB@ 
EBJ<B7G@4A<F4DAB@ A4GKAB@ CB<E>9 EFG89AF4 (KFB BK9AP FDG8AB 8?S C9D6B>GDEA<>4), 
E>B?P>B 6 97B F6BDK9E>B@ <AF9D9E9, E4@BEFBSF9?PAB@ 6O5BD9 F9@O, FB@ D4>GDE9 
<;?B:9A<S <AB784 B5M9<;69EFAOI CB?B:9A<=, >BFBDO= @B:9F A4=F< FB?P>B 
E4@BEFBSF9?PAB @OE?SM<= K9?B69>. 

�O5BD F9@O 8B?:9A 5OFP B5NSEA9A 46FBDB@. �4:AGR DB?P 6 CB8B5AB@ F<C9 
D9H9D4F4 <7D49F B5;BD ?<F9D4FGDO < 97B G>4;4F9?P 6 >BAJ9 D45BFO. #B EC<E>G ?<F9D4FGDO, 
9ё AB6<;A9 < B5N9@G @B:AB 6E9J9?B EG8<FP B ;A4A<SI, <AF9D9E4I < QDG8<J<< 46FBD4, 97B 
:9?4A<< E9DP9;AB BE@OE?<FP F9@G. "5;BD ?<F9D4FGDO E6S;O649F 46FBD4 E EB5OF<S@< 
E97B8ASLA97B 8AS < CB;6B?S9F BF69F<FP A4 6BCDBE 4 CBK9@G <EE?98G9FES 84AA4S F9@4, KFB 
6;6B?AB64?B 6 A9= 46FBD4, >4> BA CBA<@49F 4>FG4?PAO9 CDB5?9@O E97B8ASLA97B 8AS.  

� «D9H9D4F9 4 A4GKAB@ <EE?98B64A<<» B5OKAB D4ECDBEFD4A9AB L<DB>B9 
J<F<DB64A<9. � QFB@ E?GK49 46FBD 6 >BAJ9 EFD4A<JO 849F CB?AB9 G>4;4A<9 A4 J<F<DG9@GR 
?<F9D4FGDG. �E?< J<F<DB64A<9 A9CD46<?PAB <?< A95D9:AB BHBD@?9AB, D9H9D4F 6O;O649F 
5B?PL<9 EB@A9A<S 6 C?4A9 E9DP9;ABEF< D45BFO A48 A<@. 

"EB5O@ 6<8B@ $!� S6?S9FES F4> A4;O649@O= «>B@C9AE4FBDAO= D9H9D4F». ЭFB 
A95B?PL4S EFG89AK9E>4S D45BF4 4 BFKёF CB CDBCGM9AAB= <?< E?45B<;GK9AAB= F9@9. � 
BF?<K<9 BF $!�, B5N9@ >BFBDB7B EBEF46?S9F 15420 EFD4A<J, D9H9D4F, >B@C9AE<DGRM<= 
A9;A4A<9 D4A99 <;GK9AAB7B @4F9D<4?4, @B:9F A9 ABE<FP F6BDK9E><-CB<E>B6B7B I4D4>F9D4 < 
<@9FP @9APL<= B5N9@. "54 F<C4 D9H9D4F4 B5OKAB BHBD@?SRFES ?<5B 6 D4EC9K4F4AAB@ 
6<89, ?<5B 6 Q?9>FDBAAB@ 64D<4AF9. 
2). «$5D5@0B-48A:C@A» ($�) 



«$9H9D4F-8<E>GDE» S6?S9FES BEB5B= HBD@B= $!�, CD98CB?474RM9= 6E9 BEAB6AO9 
FD95B64A<S, >BFBDO9 CD98NS6?SRFES > EFG89AK9E>B= D45BF9 < BC<E4AO 6OL9. 
"EB59AABEFPR ($�) 4 «D9H9D4F4-8<E>GDE4» S6?S9FES HBD@4 <;?B:9A<S @4F9D<4?4, 
CD98EF46?SRM4S EB5B= CB85BD J<F4F D4;?<KAOI @OE?<F9?9= < GK9AOI CB 84AAB= F9@9. 
#BASF<9 «8<E>GDE», 66989AAB9 6 E9D98<A9 A4L97B 69>4 HD4AJG;E><@< EFDG>FGD4?<EF4@<, < 
B5B;A4K49F 6 E4@B@ B5M9@ 6<89 «D9KP, 59E98G». %FG89AF >4> 5O 59E98G9F E 69?<><@< 
@OE?<F9?S@< CB 84AAB= CDB5?9@9, EBEF46?SS E6BR ID9EFB@4F<R CB <EE?98G9@B= 
CDB5?9@9. � CDBJ9EE9 D45BFO BA ;A4>B@<FES E FDG84@< GK9AOI. $45BFO F<C4 $� 
CD98CB?474RF CDBKF9A<9 5B?PLB7B K<E?4 <EFBKA<>B6, KFB FD95G9F BF EFG89AF4 IBDBL97B 
;A4A<S ?<F9D4FGDO CB F9@9 <EE?98B64A<S. 

%B@C:BC@0 D9H9D4F4. 
�4> < 6ES>B9 A4GKAB9 <EE?98B64A<9, D9H9D4F 8B?:9A <@9FP KёF>GR EFDG>FGDG. � 

A9= 8B?:AO CD<EGFEF6B64FP E?98GRM<9 >B@CBA9AFO: F<FG?PAO= ?<EF, B7?46?9A<9, 
66989A<9, <EFBD<K9E>4S < F9BD9F<K9E>4S (CD< A9B5IB8<@BEF< < CD4>F<K9E>4S) K4EF<, 
;4>?RK9A<9, EC<EB> <ECB?P;B64AAOI <EFBKA<>B6. �B 66989A<< B5BEAB6O649FES 
4>FG4?PABEFP 6O5D4AAB= F9@O, 9ё AB6<;A4 (CD< A9B5IB8<@BEF< A4GKA4S < CD4>F<K9E>4S 
;A4K<@BEFP), 6O89?S9FES J9?P, EF46SFES ;484K<, B5N9>F <  CD98@9F F6BDK9E>B7B 
<EE?98B64A<S (CD<  A9B5IB8<@BEF< G>4;O649FES 7<CBF9;4); D4EE@4FD<64RFES BEAB6AO9 
?<F9D4FGDAO9 <EFBKA<><. � <EFBD<K9E>B= K4EF< BE69M49FES 6O5D4AA4S QCBI4, 
<AF9DCD9F<DGRFES BEAB6AO9 I4D4>F9D<EF<>< >G?PFGDO FB7B 6D9@9A<, 6 F9BD9F<K9E>B= 3 
D4EE@4FD<64RFES BEAB6AO9 CBASF<S < Q6B?RJ<S 6;7?S8B6 A4 84AAGR CDB5?9@G. � 
;4>?RK9A<< A4 BEAB64A<< CBEF46?9AAB= J9?< < Q>ECBA<DB64AAOI ;484K CD<6B8SFES 
BEAB6AO9 6O6B8O, > >BFBDO@ 6 D9;G?PF4F9 A4C<E4A<S D9H9D4F4 CD<Lё? EFG89AF (CD< 
A4?<K<< 3 7<CBF9;O, CD<6B8<FES CB8F69D:89A<9 <?< BCDB69D:9A<9 CBE?98A9=). � EC<E>9 
<ECB?P;B64AAOI <EFBKA<>B6 G>4;O64RFES <EFBKA<><, E >BFBDO@< D45BF4? EFG89AF CD< 
A4C<E4A<< D9H9D4F4, BA< @B7GF 5OFP >4> ?<F9D4FGDAO9, F4> < <AF9D4>F<6AO9 
(Q?9>FDBAAO9). %C<EB> <ECB?P;B64AAOI <EFBKA<>B6 BHBD@?S9FES 6 EBBF69FEF6<< E 
EGM9EF6GRM<@< 5<5?<B7D4H<K9E><@< FD95B64A<S@<. 
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�<E>GEE<S 4 QFB CG5?<KAB9 B5EG:89A<9 <?< E6B5B8AO= 69D54?PAO= B5@9A ;A4A<S@<, 
EG:89A<S@<, <89S@< <?< @A9A<S@< CB CB6B8G >4>B7B-?<5B ECBDAB7B 6BCDBE4, CDB5?9@O. 
�9 EGM9EF69AAO@< K9DF4@< S6?SRFES EBK9F4A<9 6;4<@B8BCB?ASRM97B 8<4?B74 < 
B5EG:89A<S-ECBD4, EFB?>AB69A<9 D4;?<KAOI FBK9> ;D9A<S, CB;<J<=. �<E>GEE<R 
D4EE@4FD<64RF >4> @9FB8 <AF9D4>F<6AB7B B5GK9A<S < >4> BEB5GR F9IAB?B7<R.  &9@B= 
8<E>GEE<< @B:9F 5OFP A9 ?R5B= 6BCDBE, 4 ?<LP F4>B=, >BFBDO= 8BCGE>49F D4;?<KAO9 
FB?>B64A<S < BJ9A><, F9EAB E6S;4A E EB6D9@9AAB= :<;APR, ?<KAB ;A4K<@ 8?S B5GK49@B7B. 
� CDBH9EE<BA4?PAB@ B5GK9A<< 8<E>GEE<S CD<@9AS9FES 6 F9I E<FG4J<SI, >B784 B5@9A 
;A4A<S@<, @A9A<S@< < G59:89A<S@< @B:9F CD<69EF< > AB6B@G 6;7?S8G A4 
CDBH9EE<BA4?PAGR 89SF9?PABEFP, >4>B9-?<5B S6?9A<9, B>DG:4RM<I ?R89=, 4 F4>:9 8?S 
<;@9A9A<S @B89?9= CB6989A<S, BD74A<;4J<< <AF9AE<6AB= @OE?<F9?PAB= < J9AABEFAB-

BD<9AF<DGRM9= 89SF9?PABEF< B5GK4RM<IES, D4;6<F<S A46O>B6 @9:?<KABEFAB7B 
6;4<@B89=EF6<S < B59EC9K9A<S B5D4FAB= E6S;<. 'FB5O 8<E>GEE<S 5O?4 QHH9>F<6AB=, 
GK4EFA<>4@ A9B5IB8<@B B5?484FP BCD989?9AAO@< 54;B6O@< ;A4A<S@<. ЭFB @B7GF 5OFP 
;A4A<S, C9D984AAO9 CBED98EF6B@ <AEFDG>J<<, <?< CB?GK9AAO9 D4A99, BFABESM<9ES > 
BCOFG, CD<B5D9F9AAB@G 8B A4K4?4 ;4ASF<S, <?< BC<D4RM<9ES A4 <AHBD@4J<R, 
<;?B:9AAGR 6B 6D9@S ;4ASF<=. #D<AJ<C4@< BD74A<;4J<< 8<E>GEE<< S6?SRFES EB89=EF6<9 
6B;A<>AB69A<R 4?PF9DA4F<6AOI @A9A<=, CGF9= D9L9A<S CDB5?9@O, >BAEFDG>F<6ABEFP 
>D<F<><, B59EC9K9A<9 CE<IB?B7<K9E>B= ;4M<M9AABEF< GK4EFA<>B6. &9IAB?B7<S 
8<E>GEE<BAAB7B B5M9A<S 6>?RK49F 6 E95S K9FOD9 EGM9EF69AAOI 6;4<@BE6S;4AAOI 
>B@CBA9AF4: @BF<64J<BAAO= (7BFB6ABEFP, :9?4A<9 CD<ASFP GK4EF<9 6 8<E>GEE<<); 



CB;A464F9?PAO= (;A4A<9 B CD98@9F9 ECBD4, CDB5?9@A4S E<FG4J<S); BC9D4J<BAAB-

>B@@GA<>4F<6AO= (G@9A<9 69EF< ECBD, BFEF4<64FP E6BR FBK>G ;D9A<S, 6?489FP ECBEB54@< 
BEGM9EF6?9A<S ?B7<K9E><I BC9D4J<=); Q@BJ<BA4?PAB-BJ9ABKAO= (Q@BJ<BA4?PAO9 
C9D9:<64A<S, CBFD95ABEF<, BFABL9A<S, @BF<6O, BJ9A><, ?<KABEFAO= E@OE?). 
�<E>GEE<BAAO= @9FB8 CB@B749F D9L4FP E?98GRM<9 ;484K<: B5GK9A<9 GK4EFA<>B6 4A4?<;G 
D94?PAOI E<FG4J<=, 4 F4>:9 HBD@<DB64A<9 A46O>B6 BF89?9A<S 64:AB7B BF 
6FBDBEF9C9AAB7B < HBD@G?<DB64A<S CDB5?9@O; @B89?<DB64A<9 BEB5B E?B:AOI E<FG4J<=, 
>B784 84:9 E4@O= ECBEB5AO= EC9J<4?<EF A9 6 EBEFBSA<< 98<AB?<KAB BI64F<FP 6E9 4EC9>FO 
CDB5?9@O; 89@BAEFD4J<S, I4D4>F9DA4S 8?S 5B?PL<AEF64 CDB5?9@ @AB7B;A4KABEF< 
6B;@B:AOI D9L9A<=. #D<9@O 66989A<S 6 8<E>GEE<R: CD98NS6?9A<9 CDB5?9@AB= 
CDB<;6B8EF69AAB= E<FG4J<<; CBEF4AB6>4 CDB5?9@AOI 6BCDBEB6; 89@BAEFD4J<S 
6<89BER:9F4; DB?96B9 CDB<7DO64A<9 CDB5?9@AB= E<FG4J<<; 4A4?<; CDBF<6BD9K<6OI 
6OE>4;O64A<= CB B5EG:849@B= F9@9; 4?PF9DA4F<6AO= 6O5BD (GK4EFA<>4@ CD98?4749FES 
6O5D4FP B8AG <; A9E>B?P><I FBK9> ;D9A<S <?< ECBEB5B6 D9L9A<S CDB5?9@O). &D95B64A<S > 
6O5BDG CDB5?9@O 8<E>GEE<<: CDB5?9@4 B5EG:89A<S 6 IB89 8<E>GEE<< 8B?:A4 
EBBF69FEF6B64FP 6B;D4EFG B5GK4RM<IES, A4>BC?9AAB@G <@< :<;A9AAB@G BCOFG; CDB5?9@4 
8<E>GEE<< 8B?:A4 BC<D4FPES A4 <@9RM<9ES G GK4EFA<>B6 8<E>GEE<< ;A4A<S, G@9A<S, BCOF 
F6BDK9E>B= < Q@BJ<BA4?PAB= J9AABEFAB= 89SF9?PABEF<; ECBD 8B?:9A 5OFP BEAB64A A4 
7?46AOI 6BCDBE4I, A9EF< 6 E959 EGM9EF69AAO9 CDBF<6BD9K<S (8<E>GEE<S 4 ECBD CB 
EGM9EF6G).  BF<64J<BAAO= (CB87BFB6<F9?PAO=) QF4C E6S;4A E CB87BFB6>B= 8<E>GEE<<. !4 
QFB@ QF4C9 A4<5B?99 64:AO@ S6?S9FES EF<@G?<DB64A<9 <AF9D9E4 > CDB5?9@9 4 CD98@9FG 
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