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ȨȨȫȪȫȳȮȫ 

ɺ ʥʘʩʪʦʷʱʝʝ ʚʨʝʤʷ ʠʥʬʦʨʤʘʮʠʦʥʥʳʝ ʪʝʭʥʦʣʦʛʠʠ ï ʥʝʦʪʲʝʤʣʝ-

ʤʘʷ ʯʘʩʪʴ ʫʯʝʙʥʦʛʦ ʧʨʦʮʝʩʩʘ. ɺʣʘʜʝʥʠʝ ʨʘʙʦʪʥʠʢʦʤ ʩʬʝʨʳ ʦʙʨʘʟʦʚʘ-

ʥʠʷ ʧʨʠʢʣʘʜʥʳʤ ʠ ʠʥʩʪʨʫʤʝʥʪʘʣʴʥʳʤ ʧʨʦʛʨʘʤʤʥʳʤ ʦʙʝʩʧʝʯʝʥʠʝʤ 

ʜʣʷ ʨʝʰʝʥʠʷ ʧʨʠʢʣʘʜʥʳʭ ʟʘʜʘʯ ï ʵʪʦ ʧʦʢʘʟʘʪʝʣʴ ʵʬʬʝʢʪʠʚʥʦʩʪʠ ʠ 

ʢʦʤʧʝʪʝʥʪʥʦʩʪʠ ʩʧʝʮʠʘʣʠʩʪʘ. ʅʘʠʙʦʣʝʝ ʚʦʩʪʨʝʙʦʚʘʥʥʳʤ ʷʚʣʷʝʪʩʷ 

ʦʧʳʪ ʨʘʙʦʪʳ ʩ ʦʬʠʩʥʳʤʠ ʧʘʢʝʪʘʤʠ, ʧʨʝʜʥʘʟʥʘʯʝʥʥʳʤʠ ʜʣʷ ʨʘʟʨʘʙʦʪ-

ʢʠ ʵʣʝʢʪʨʦʥʥʦʡ ʜʦʢʫʤʝʥʪʘʮʠʠ. 

ʆʜʥʘʢʦ ʟʘʯʘʩʪʫʶ ʩʦʚʨʝʤʝʥʥʳʝ ʩʪʫʜʝʥʪʳ, ʫʯʠʪʝʣʷ ʠ ʧʨʝʧʦʜʘʚʘ-

ʪʝʣʠ ʩʪʘʣʢʠʚʘʶʪʩʷ ʩ ʪʨʫʜʥʦʩʪʷʤʠ ʚ ʧʦʜʛʦʪʦʚʢʝ ʢʦʤʧʣʝʢʩʥʳʭ ʜʦʢʫ-

ʤʝʥʪʦʚ ʙʦʣʴʰʦʛʦ ʦʙʲʝʤʘ. ʕʪʦ ʩʚʷʟʘʥʦ ʩ ʪʝʤ, ʯʪʦ ʤʥʦʛʠʝ ʧʦʣʴʟʦʚʘʪʝʣʠ 

ʚʣʘʜʝʶʪ ʣʠʰʴ ʙʘʟʦʚʳʤʠ ʥʘʚʳʢʘʤʠ ʨʘʙʦʪʳ ʩ ʪʝʢʩʪʦʚʳʤʠ ʨʝʜʘʢʪʦʨʘʤʠ. 

ʂʨʦʤʝ ʪʦʛʦ, ʙʦʣʴʰʠʥʩʪʚʦ ʧʦʣʴʟʦʚʘʪʝʣʝʡ ʥʝ ʟʥʘʢʦʤʳ ʩ ʧʨʦʬʝʩʩʠʦ-

ʥʘʣʴʥʳʤʠ ʩʠʩʪʝʤʘʤʠ ʚʝʨʩʪʢʠ ʵʣʝʢʪʨʦʥʥʦʡ ʜʦʢʫʤʝʥʪʘʮʠʠ, ʢʦʪʦʨʳʝ 

ʠʩʧʦʣʴʟʫʶʪʩʷ ʧʨʠ ʧʦʜʛʦʪʦʚʢʝ ʥʘʫʯʥʳʭ ʩʪʘʪʝʡ, ʤʦʥʦʛʨʘʬʠʡ, ʢʥʠʛ. 

ʄʘʪʝʨʠʘʣ ʧʦʩʦʙʠ ̫ʚ ʜʦʩʪʘʪʦʯʥʦʡ ʤʝʨʝ ʧʦʜʨʦʙʥʦ ʨʘʩʢʨʳʚʘʝʪ ʢʘʢ 

ʙʘʟʦʚʳʝ, ʪʘʢ ʠ ʧʨʦʬʝʩʩʠʦʥʘʣʴʥʳʝ ʧʨʠʝʤʳ ʚʝʨʩʪʢʠ ʜʦʢʫʤʝʥʪʦʚ ʠ ʧʨʝ-

ʟʝʥʪʘʮʠʡ ʚ ʥʘʠʙʦʣʝʝ ʧʦʧʫʣʷʨʥʳʭ ʩʠʩʪʝʤʘʭ. 

ɺ ʛʣʘʚʝ 1 ʨʘʩʩʤʘʪʨʠʚʘʶʪʩʷ ʚʦʟʤʦʞʥʦʩʪʠ ʪʝʢʩʪʦʚʦʛʦ ʨʝʜʘʢʪʦʨʘ 

MS Word. ʏʠʪʘʪʝʣʴ ʧʦʟʥʘʢʦʤʠʪʩʷ ʩ ʬʫʥʢʮʠʦʥʘʣʦʤ ʧʨʦʛʨʘʤʤʳ, ʧʨʦ-

ʮʝʩʩʦʤ ʧʦʜʛʦʪʦʚʢʠ ʪʝʢʩʪʦʚʦʡ ʜʦʢʫʤʝʥʪʘʮʠʠ ʩʦʛʣʘʩʥʦ ʪʨʝʙʦʚʘʥʠʷʤ ʠ 

ʩʪʘʥʜʘʨʪʘʤ, ʠʟʫʯʠʪ ʨʘʟʣʠʯʥʳʝ ʤʝʭʘʥʠʟʤʳ ʘʚʪʦʤʘʪʠʟʘʮʠʠ ʦʬʦʨʤʣʝʥʠʷ 

ʙʦʣʴʰʠʭ ʜʦʢʫʤʝʥʪʦʚ. 

ɻʣʘʚʘ 2 ʧʦʩʚʷʱʝʥʘ ʧʦʜʛʦʪʦʚʢʝ ʧʨʝʟʝʥʪʘʮʠʦʥʥʳʭ ʤʘʪʝʨʠʘʣʦʚ ʚ 

ʨʝʜʘʢʪʦʨʝ MS PowerPoint. ʂʨʦʤʝ ʚʦʟʤʦʞʥʦʩʪʝʡ ʨʝʜʘʢʪʦʨʘ ʚ ʵʪʦʡ ʛʣʘ-

ʚʝ ʧʦʜʨʦʙʥʦ ʟʘʪʨʘʛʠʚʘʶʪʩʷ ʨʝʢʦʤʝʥʜʘʮʠʠ ʧʦ ʨʘʟʨʘʙʦʪʢʝ ʧʨʝʟʝʥʪʘʮʠʡ 

ʫʯʝʙʥʦʛʦ ʭʘʨʘʢʪʝʨʘ. 

ɻʣʘʚʘ 3 ʩʦʜʝʨʞʠʪ ʢʫʨʩ ʧʦ ʦʩʥʦʚʘʤ ʚʝʨʩʪʢʠ ʜʦʢʫʤʝʥʪʦʚ ʠ ʧʨʝ-

ʟʝʥʪʘʮʠʡ ʚ ʥʘʩʪʦʣʴʥʦʡ ʠʟʜʘʪʝʣʴʩʢʦʡ ʩʠʩʪʝʤʝ LaTeX. 

ʇʨʠ ʠʟʫʯʝʥʠʠ ʤʘʪʝʨʠʘʣʘ ʯʠʪʘʪʝʣʴ ʧʦʟʥʘʢʦʤʠʪʩʷ ʩ ʜʚʫʤʷ ʢʦʥ-

ʮʝʧʮʠʷʤʠ ʨʘʟʨʘʙʦʪʢʠ ʜʦʢʫʤʝʥʪʘ: ʩ ʠʩʧʦʣʴʟʦʚʘʥʠʝʤ ʚʠʟʫʘʣʴʥʦʛʦ ʨʝ-

ʜʘʢʪʦʨʘ ʠ ʥʘ ʙʘʟʝ ʣʦʛʠʯʝʩʢʦʡ ʨʘʟʤʝʪʢʠ ʜʦʢʫʤʝʥʪʘ. 
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ʂʘʞʜʦʝ ʟʘʥʷʪʠʝ ʩʦʜʝʨʞʠʪ ʥʝʦʙʭʦʜʠʤʳʡ ʪʝʦʨʝʪʠʯʝʩʢʠʡ ʤʘʪʝʨʠ-

ʘʣ, ʤʥʦʞʝʩʪʚʦ ʧʨʠʤʝʨʦʚ ʠ ʠʣʣʶʩʪʨʘʮʠʡ. ɼʣʷ ʬʦʨʤʠʨʦʚʘʥʠʷ ʦʧʳʪʘ 

ʨʘʙʦʪʳ ʩ ʢʘʞʜʦʡ ʪʝʭʥʦʣʦʛʠʝʡ ʪʝʦʨʝʪʠʯʝʩʢʠʡ ʤʘʪʝʨʠʘʣ ʩʦʧʨʦʚʦʞʜʘʝʪ-

ʩʷ ʧʨʘʢʪʠʯʝʩʢʠʤʠ ʟʘʜʘʥʠʷʤʠ. 

ʀʟʜʘʥʠʝ ʧʨʝʜʥʘʟʥʘʯʝʥʦ ʜʣʷ ʧʦʜʛʦʪʦʚʢʠ ʩʪʫʜʝʥʪʦʚ ʧʝʜʘʛʦʛʠʯʝ-

ʩʢʠʭ ʩʧʝʮʠʘʣʴʥʦʩʪʝʡ ʚ ʨʘʤʢʘʭ ʜʠʩʮʠʧʣʠʥ çʀʥʬʦʨʤʘʮʠʦʥʥʳʝ ʪʝʭʥʦ-

ʣʦʛʠʠ ʚ ʦʙʨʘʟʦʚʘʥʠʠè, çʀʥʬʦʨʤʘʮʠʦʥʥʳʝ ʪʝʭʥʦʣʦʛʠʠ ʚ ʧʨʦʬʝʩʩʠʦ-

ʥʘʣʴʥʦʡ ʜʝʷʪʝʣʴʥʦʩʪʠè, çʀʥʬʦʨʤʘʮʠʦʥʥʳʝ ʪʝʭʥʦʣʦʛʠʠ ʚ ʥʘʫʯʥʦʡ ʜʝ-

ʷʪʝʣʴʥʦʩʪʠè; ʪʘʢʞʝ ʤʘʪʝʨʠʘʣʳ ʧʦʩʦʙʠʷ ʤʦʛʫʪ ʙʳʪʴ ʨʝʢʦʤʝʥʜʦʚʘʥ r

ʜʣʷ ʦʨʛʘʥʠʟʘʮʠʠ ʢʫʨʩʦʚ ʧʦʚʳʰʝʥʠʷ ʢʚʘʣʠʬʠʢʘʮʠʠ ʠ ʩʘʤʦʦʙʫʯʝʥʠʷ. 
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ȩȱȦȨȦ 1 
ȸȫȰCȸȴȨɁȯ ȵȶȴȼȫȷȷȴȶ MS WORD 

1.1  Ȯɓɘɋɖɚɋɏɗ ɖɋɊɆɐɘɔɖɆ MS Word  

1.1.1  ȨɔɍɒɔɌɓɔɗɘɎ MS Word  

ȴɕɖɋɊɋɑɋɓɎɋ 

Microsoft Word ï ʪʝʢʩʪʦʚʳʡ ʧʨʦʮʝʩʩʦʨ, ʧʨʝʜʥʘʟʥʘʯʝʥʥʳʡ ʜʣʷ 

ʩʦʟʜʘʥʠʷ, ʧʨʦʩʤʦʪʨʘ ʠ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ ʪʝʢʩʪʦʚʳʭ ʜʦʢʫʤʝʥ-

ʪʦʚ. ɺʳʧʫʩʢʘʝʪʩʷ ʢʦʨʧʦʨʘʮʠʝʡ Microsoft ʚ ʩʦʩʪʘʚʝ ʧʘʢʝʪʘ 

Microsoft Office [6] . 

 

MS Word ʧʦʜʜʝʨʞʠʚʘʝʪ ʩʣʝʜʫʶʱʠʝ ʚʦʟʤʦʞʥʦʩʪʠ [7]: 

¶ ʦʧʝʨʘʮʠʠ ʩ ʪʝʢʩʪʦʚʦʡ ʠ ʛʨʘʬʠʯʝʩʢʦʡ ʠʥʬʦʨʤʘʮʠʝʡ (ʥʘʙʦʨ, 

ʨʝʜʘʢʪʠʨʦʚʘʥʠʝ, ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ ʪʝʢʩʪʘ ʠ ʪʘʙʣʠʮ, ʚʩʪʘʚʢʘ 

ʠʟʦʙʨʘʞʝʥʠʡ ʠ ʠʥʳʭ ʦʙʲʝʢʪʦʚ ʦʬʦʨʤʣʝʥʠʷ); 

¶ ʩʣʦʞʥʦʝ ʠ ʥʝʩʪʘʥʜʘʨʪʥʦʝ ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ ʜʦʢʫʤʝʥʪʦʚ, ʦʧʝ-

ʨʘʮʠʠ ʨʝʮʝʥʟʠʨʦʚʘʥʠʷ; 

¶ ʨʘʙʦʪʘ ʩʦ ʩʪʠʣʷʤʠ ʦʬʦʨʤʣʝʥʠʷ, ʰʘʙʣʦʥʘʤʠ ʠ ʤʘʩʪʝʨʘʤʠ ʘʚ-

ʪʦʤʘʪʠʟʘʮʠʠ ʧʨʦʮʝʩʩʦʚ; 

¶ ʪʝʭʥʦʣʦʛʠʷ OLE, ʧʦʟʚʦʣʷʶʱʘʷ ʦʙʨʘʙʘʪʳʚʘʪʴ ʨʘʟʥʳʝ ʦʙʲʝʢ-

ʪʳ ʠ ʩʠʥʭʨʦʥʠʟʠʨʦʚʘʪʴ ʠʭ ʩ ʜʨʫʛʠʤʠ ʧʨʠʣʦʞʝʥʠʷʤʠ ʧʘʢʝʪʘ 

Microsoft Office; 

¶ ʠʥʩʪʨʫʤʝʥʪʳ ʨʘʙʦʪʳ ʚ ʩʝʪʠ ʀʥʪʝʨʥʝʪ; 

¶ ʢʦʥʚʝʨʪʠʨʦʚʘʥʠʝ ʜʦʢʫʤʝʥʪʘ ʚ ʜʨʫʛʠʝ ʬʦʨʤʘʪʳ. 

ʆʜʥʠʤ ʠʟ ʩʫʱʝʩʪʚʝʥʥʳʭ ʜʦʩʪʦʠʥʩʪʚ ʚ ʧʦʣʴʟʫ ʚʳʙʦʨʘ MS Word 

ʷʚʣʷʝʪʩʷ ʧʨʦʩʪʦʡ ʠ ʠʥʪʫʠʪʠʚʥʦ ʧʦʥʷʪʥʳʡ ʛʨʘʬʠʯʝʩʢʠʡ ʠʥʪʝʨʬʝʡʩ. 

ʇʨʠʣʦʞʝʥʠʝ ʨʝʘʣʠʟʫʝʪ ʥʘʠʙʦʣʝʝ ʯʘʩʪʦ ʚʦʩʪʨʝʙʦʚʘʥʥʳʝ ʬʫʥʢʮʠʠ ʨʝ-

ʜʘʢʪʠʨʦʚʘʥʠʷ ʠ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ ʪʝʢʩʪʦʚʳʭ ʜʦʢʫʤʝʥʪʦʚ [1]. 
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1.1.2  Ȯɓɘɋɖɚɋɏɗ ɕɖɎɑɔɌɋɓɎɥ 

MS Word ɐɆɐ ɈɎɍəɆɑɢɓɡɏ ɖɋɊɆɐɘɔɖ 

MS Word ̫ ʚʣʷʝʪʩʷ WYSIWYG -ʨʝʜʘʢʪʦʨʦʤ (ʦʪ ʘʥʛʣ. çWhat You 

See Is What You Getè ïçʯʪʦ ʚʠʜʠʰʴ, ʪʦ ʠ ʧʦʣʫʯʘʝʰʴè). ʕʪʦ ʩʚʦʡʩʪʚʦ 

ʦʟʥʘʯʘʝʪ, ʯʪʦ ʠʥʪʝʨʬʝʡʩ ʧʨʦʛʨʘʤʤʳ ʦʩʥʦʚʘʥ ʥʘ ʚʠʟʫʘʣʴʥʦʤ ʨʝʜʘʢʪʠ-

ʨʦʚʘʥʠʠ ʜʦʢʫʤʝʥʪʘ [41]. ʂʘʢ ʧʨʘʚʠʣʦ, ʧʦʣʴʟʦʚʘʪʝʣʴ ʚʠʜʠʪ ʨʝʜʘʢʪʠʨʫ-

ʝʤʳʡ ʜʦʢʫʤʝʥʪ (ʩ ʫʯʝʪʦʤ ʤʘʩʪhʘʙʠʨʦʚʘʥʠʷ ʦʙʣʘʩʪʠ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ) 

ʚ ʪʦʡ ʬʦʨʤʝ, ʢʦʪʦʨʘʷ ʙʫʜʝʪ ʧʦʣʫʯʝʥʘ ʚ ʠʪʦʛʝ ʧʨʠ ʧʝʯʘʪʠ ʜʦʢʫʤʝʥʪʘ 

ʠʣʠ ʚʳʚʦʜʝ ʚ ʵʣʝʢʪʨʦʥʥʦʡ ʬʦʨʤʝ (ʥʘʧʨʠʤʝʨ, ʚ ʬʦʨʤʘʪʝ PDF, ʠʟʦʙʨʘ-

ʞʝʥʠʷ, ʙʨʘʫʟʝʨʝ). 

 

ʈʠʩ. 1.1. ɼʦʢʫʤʝʥʪ, ʦʪʢʨʳʪʳʡ ʜʣʷ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ ʚ ʧʨʠʣʦʞʝʥʠʠ  

MS Word 2010. 

ʅʝʦʙʭʦʜʠʤʦ ʦʪʤʝʪʠʪʴ, ʯʪʦ ʜʘʣʝʢʦ ʥʝ ʚʩʝ ʪʝʢʩʪʦʚʳʝ ʨʝʜʘʢʪʦʨʳ 

ʧʦʜʜʝʨʞʠʚʘʶʪ ʚʠʟʫʘʣʴʥʦʝ ʨʝʜʘʢʪʠʨʦʚʘʥʠʝ (ʚʧʨʦʯʝʤ, ʵʪʦ ʩʧʨʘʚʝʜʣʠʚʦ 

ʥʝ ʪʦʣʴʢʦ ʜʣʷ ʪʝʢʩʪʦʚʳʭ ʨʝʜʘʢʪʦʨʦʚ). ɺ ʧʨʦʪʠʚʦʚʝʩ WYSIWYG-

ʨʝʜʘʢʪʦʨʘʤ ʩʫʱʝʩʪʚʫʝʪ ʠʥʦʡ ʧʦʜʭʦʜ ʢ ʧʦʜʛʦʪʦʚʢʝ ʜʦʢʫʤʝʥʪʦʚ ï 

ʚʝʨʩʪʢʘ ʜʦʢʫʤʝʥʪʘ ʥʘ ʙʘʟʝ ʷʟʳʢʘ ʨʘʟʤʝʪʢʠ [3]. 

ʗʟʳʢ ʨʘʟʤʝʪʢʠ (ʪʝʢʩʪʘ) ʢʨʦʤʝ ʪʝʢʩʪʘ ʩʦʜʝʨʞʠʪ ʩʧʝʮʠʘʣʴʥʳʝ 

ʩʠʤʚʦʣʳ ʠʣʠ ʢʦʤʘʥʜʳ, ʢʦʪʦʨʳʝ ʦʧʨʝʜʝʣʷʶʪ ʨʦʣʴ ʠ/ʠʣʠ ʬʦʨʤʘʪʠʨʦʚʘ-
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ʥʠʝ ʪʦʛʦ ʠʣʠ ʠʥʦʛʦ ʵʣʝʤʝʥʪʘ ʚ ʜʦʢʫʤʝʥʪʝ. ʂʘʢ ʧʨʘʚʠʣʦ, ʪʝʢʩʪ ʨʘʟʤʝʪ-

ʢʠ ʧʨʝʦʙʨʘʟʫʝʪʩʷ ʚ ʠʪʦʛʦʚʳʡ ʜʦʢʫʤʝʥʪ ʩʧʝʮʠʘʣʴʥʦʡ ʧʨʦʛʨʘʤʤʦʡ [39]. 

ʗʨʢʠʤ ʧʨʠʤʝʨʦʤ ʷʟʳʢʘ ʨʘʟʤʝʪʢʠ ʷʚʣʷʝʪʩʷ HTML, ʠʩʧʦʣʴʟʫʝʤʳʡ 

ʚ ʨʘʟʤʝʪʢʝ ʚʝʙ-ʩʪʨʘʥʠʮ [65]. ʄʝʥʝʝ ʠʟʚʝʩʪʥʳʤ ʰʠʨʦʢʦʤʫ ʢʨʫʛʫ ʧʦʣʴ-

ʟʦʚʘʪʝʣʝʡ ʷʚʣʷʝʪʩʷ ʠʟʜʘʪʝʣʴʩʢʘʷ ʩʠcʪʝʤʘ LaTeX, ʧʨʝʜʥʘʟʥʘʯʝʥʥʘʷ ʜʣʷ 

ʚʝʨʩʪʢʠ ʨʘʟʥʦʦʙʨʘʟʥʳʭ ʜʦʢʫʤʝʥʪʦʚ; ʦʩʦʙʫʶ ʧʦʧʫʣʷʨʥʦʩʪʴ ʩʠʩʪʝʤʘ 

ʧʦʣʫʯʠʣʘ ʚ ʥʘʫʯʥʦʡ ʦʪʨʘʩʣʠ [28,65]. 

 

ʈʠʩ. 1.2. ʌʨʘʛʤʝʥʪ LaTeX-ʨʘʟʤʝʪʢʠ ʜʦʢʫʤʝʥʪʘ ʠ ʝʝ ʦʢʦʥʯʘʪʝʣʴʥʳʡ ʚʠʜ, 

ʦʪʢʨʳʪʳʝ ʚ ʩʨʝʜʝ ʨʘʟʨʘʙʦʪʢʠ TeXstudio. 

ȭɆɒɋɝɆɓɎɋ 

ɺ ʪʝʢʫʱʝʤ ʢʫʨʩʝ ʤʳ ʨʘʩʩʤʘʪʨʠʚʘʝʤ ʧʘʢʝʪ MS Office 2010. ʅʝ-

ʩʤʦʪʨʷ ʥʘ ʪʦ, ʯʪʦ ʥʘ ʤʦʤʝʥʪ ʥʘʧʠʩʘʥʠʷ ʧʦʩʦʙʠʷ ʙʳʣʠ ʜʦ-

ʩʪʫʧʥʳ ʙʦʣʝʝ ʥʦʚʳʝ ʚʝʨʩʠʠ Office (ʚ ʪʦʤ ʯʠʩʣʝ ʚʝʙ-ʩʝʨʚʠʩ 

Office 365), ʚʝʨʩʠʷ 2010 ʷʚʣʷʝʪʩʷ ʦʜʥʦʡ ʠʟ ʥʘʠʙʦʣʝʝ ʨʘʩʧʨʦ-

ʩʪʨʘʥʝʥʥʳʭ ʠ ʩʪʘʙʠʣʴʥʳʭ. ʆʚʣʘʜʝʚ ʧʨʠʥʮʠʧʘʤʠ ʨʘʙʦʪʳ ʩ ʧʨʠ-

ʣʦʞʝʥʠʷʤʠ ʵʪʦʡ ʚʝʨʩʠʠ, ʯʠʪʘʪʝʣʴ ʚ ʜʘʣʴʥʝʡʰʝʤ ʙʝʟ ʦʩʦʙʦʛʦ 

ʪʨʫʜʘ ʤʦʞʝʪ ʧʝʨʝʡʪʠ ʥʘ ʨʘʙʦʪʫ ʩ ʥʦʚʳʤʠ ʚʝʨʩʠʷʤʠ ʧʘʢʝʪʘ 
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ȷɔɍɊɆɓɎɋ ɓɔɈɔɉɔ ɊɔɐəɒɋɓɘɆ 

ʇʦʩʣʝ ʫʩʪʘʥʦʚʢʠ MS Office ʧʨʠʣʦʞʝʥʠʷ ʩʠʩʪʝʤʳ ʜʦʩʪʫʧʥʳ ʚ 

ʢʦʥʪʝʢʩʪʥʦʤ ʤʝʥʶ ʧʨʘʚʦʡ ʢʥʦʧʢʠ ʤʳʰʠ. ɼʣʷ ʩʦʟʜʘʥʠʷ ʥʦʚʦʛʦ ʜʦʢʫ-

ʤʝʥʪʘ ʚ ʣʶʙʦʤ ʢʘʪʘʣʦʛʝ ʩʠʩʪʝʤʳ ʪʨʝʙʫʝʪʩʷ ʱʝʣʢʥʫʪʴ 

ʇʂʄ / ʉʦʟʜʘʪʴ / ɼʦʢʫʤʝʥʪ Microsoft Word: 

 

ʈʠʩ. 1.3. ʉʦʟʜʘʥʠʝ ʥʦʚʦʛʦ ʜʦʢʫʤʝʥʪʘ ʧʦʩʨʝʜʩʪʚʦʤ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ ʇʂʄ. 

ɼʨʫʛʦʡ ʩʧʦʩʦʙ ï ʥʘʧʨʷʤʫʶ ʚʳʟʚʘʪʴ ʧʨʠʣʦʞʝʥʠʝ MS Word. ɼʣʷ 

ʵʪʦʛʦ ʜʦʩʪʘʪʦʯʥʦ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ʇʫʩʢ ʠ ʚʙʠʪʴ ʢʣʶʯʝʚʦʝ ʩʣʦʚʦ çwordè 

ʚ ʩʪʨʦʢʫ ʧʦʠʩʢʘ: 

 

ʈʠʩ. 1.4. ʉʦʟʜʘʥʠʝ ʥʦʚʦʛʦ ʜʦʢʫʤʝʥʪʘ ʧʦʩʨʝʜʩʪʚʦʤ ʚʳʟʦʚʘ ʧʨʠʣʦʞʝʥʠʷ MS Word. 
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ȴɗɓɔɈɓɔɋ ɔɐɓɔ ɖɋɊɆɐɘɔɖɆ 

ʋʧʨʘʚʣʷʶʱʠʝ ʵʣʝʤʝʥʪʳ ʨʝʜʘʢʪʦʨʘ ʨʘʩʧʦʣʦʞʝʥʳ ʚ ʚʝʨʭʥʝʡ ʯʘ-

ʩʪʠ ʦʢʥʘ, ʥʘʟʳʚʘʝʤʦʡ ʣʝʥʪʦʡ. ʃʝʥʪʘ ʩʦʜʝʨʞʠʪ ʚʢʣʘʜʢʠ, ʨʘʟʙʠʚʘʶ-

ʱʠʝ ʬʫʥʢʮʠʦʥʘʣ ʨʝʜʘʢʪʦʨʘ ʥʘ ʨʷʜ ʢʘʪʝʛʦʨʠʡ. ʂʘʞʜʘʷ ʚʢʣʘʜʢʘ ʪʘʢʞʝ 

ʤʦʞʝʪ ʩʦʜʝʨʞʘʪʴ ʛʨʫʧʧʳ ʵʣʝʤʝʥʪʦʚ, ʚʳʧʦʣʥʷʶʱʠʭ ʦʧʨʝʜʝʣʝʥʥʫʶ 

ʟʘʜʘʯʫ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ ʠʣʠ ʨʘʙʦʪʳ ʩ ʜʦʢʫʤʝʥʪʦʤ [9]. 

 

ʈʠʩ. 1.5. ʆʩʥʦʚʥʳʝ ʵʣʝʤʝʥʪʳ ʨʝʜʘʢʪʦʨʘ MS Word 2010. 

ɺʚʦʜ ʠ ʨʝʜʘʢʪʠʨʦʚʘʥʠʝ ʪʝʢʩʪʘ, ʠʟʦʙʨʘʞʝʥʠʡ, ʪʘʙʣʠʮ ʠ ʠʥʳʭ 

ʦʙʲʝʢʪʦʚ ʦʩʫʱʝʩʪʚʣʷʝʪʩʷ ʚ ʦʙʣʘʩʪʠ ʣʠʩʪʘ. 

ʕʣʝʤʝʥʪʳ ʚʢʣʘʜʦʢ ʜʦʧʫʩʢʘʶʪ ʥʘʩʪʨʦʡʢʫ, ʛʨʫʧʧʳ ʤʦʛʫʪ ʙʳʪʴ 

ʨʘʩʰʠʨʝʥʳ ʜʦʧʦʣʥʠʪʝʣʴʥʳʤʠ ʬʫʥʢʮʠʷʤʠ. ɼʣʷ ʵʪʦʛʦ ʧʝʨʝʡʜʠʪʝ ʧʦ 

ʩʣʝʜʫʶʱʝʡ ʮʝʧʦʯʢʝ ʢʦʤʘʥʜ: 

ʌʘʡʣ / ʇʘʨʘʤʝʪʨʳ / ʅʘʩʪʨʦʡʢʘ ʣʝʥʪʳ 

Ȱɔɓɘɋɐɗɘɓɡɋ Ɏɓɗɘɖəɒɋɓɘɡ 

ʂʦʥʪʝʢʩʪʥʳʝ ʠʥʩʪʨʫʤʝʥʪʳ ʩʦʜʝʨʞʘʪ ʥʘʠʙʦʣʝʝ ʯʘʩʪʦ ʚʳʟʳʚʘʝ-

ʤʳʝ ʬʫʥʢʮʠʠ ʠ ʧʦʟʚʦʣʷʶʪ ʨʘʙʦʪʘʪʴ ʩ ʚʳʜʝʣʝʥʥʳʤ ʚ ʪʝʢʫʱʠʡ ʤʦʤʝʥʪ 

ʵʣʝʤʝʥʪʦʤ. ʇʨʠ ʱʝʣʯʢʝ ʇʂʄ ʧʦʷʚʣʷʝʪʩʷ ʢʦʥʪʝʢʩʪʥʦʝ ʤʝʥʶ ʩ ʜʦʧʫ-

ʩʪʠʤʳʤʠ ʦʧʝʨʘʮʠʷʤʠ: 
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ʈʠʩ. 1.6. ʂʦʥʪʝʢʩʪʥʦʝ ʤʝʥʶ ʧʨʘʚʦʡ ʢʥʦʧʢʠ ʤʳʰʠ. 

ʇʨʝʜʣʦʞʝʥʥʳʝ ʬʫʥʢʮʠʠ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ ʪʘʢʞʝ ʜʦʩʪʫʧʥʳ ʠ 

ʚʦ ʚʢʣʘʜʢʘʭ ʣʝʥʪʳ [11]. 

ȴɕɎɗɆɓɎɋ ɈɐɑɆɊɔɐ 

ɺʢʣʘʜʢʘ ʌʘʡʣ 

ʇʨʝʜʦʩʪʘʚʣʷʝʪ ʦʩʥʦʚʥʳʝ ʦʧʝʨʘʮʠʠ ʜʣʷ ʩʦʟʜʘʥʠʷ, ʩʦʭʨʘʥʝʥʠʷ, 

ʧʝʯʘʪʠ ʜʦʢʫʤʝʥʪʘ, ʘ ʪʘʢʞʝ ʝʛʦ ʥʘʩʪʨʦʡʢʠ. ʉʦʦʪʚʝʪʩʪʚʫʶʱʠʝ ʧʫʥʢʪʳ 

ʨʘʟʜʝʣʘ ʧʦʟʚʦʣʷʶʪ ʥʘʩʪʨʦʠʪʴ ʦʪʦʙʨʘʞʘʝʤʳʝ ʥʘ ʚʢʣʘʜʢʘʭ ʵʣʝʤʝʥʪʳ. 

ɺʢʣʘʜʢʘ ɻʣʘʚʥʘʷ 

ʉʦʜʝʨʞʠʪ ʬʫʥʢʮʠʠ ʜʣʷ ʨʘʙʦʪʳ ʩ ʜʦʢʫʤʝʥʪʦʤ: ʦʬʦʨʤʣʝʥʠʝ 

ʰʨʠʬʪʘ, ʩʚʦʡʩʪʚʘ ʘʙʟʘʮʝʚ, ʩʪʠʣʝʚʳʝ ʥʘʩʪʨʦʡʢʠ ʠ ʪ.ʜ. 

ɺʢʣʘʜʢʘ ɺʩʪʘʚʢʘ 

ʇʨʝʜʦʩʪʘʚʣʷʝʪ ʬʫʥʢʮʠʠ ʜʣʷ ʚʩʪʘʚʢʠ ʦʙʲʝʢʪʦʚ ʚ ʜʦʢʫʤʝʥʪ: ʠʟʦʙ-

ʨʘʞʝʥʠʷ, ʪʘʙʣʠʮʳ, ʩʭʝʤʳ, ʬʦʨʤʫʣʳ, ʢʦʣʦʥʪʠʪʫʣʳ ʠ ʪ.ʜ. 

ɺʢʣʘʜʢʘ ʈʘʟʤʝʪʢʘ 

ʇʦʟʚʦʣʷʝʪ ʥʘʩʪʨʘʠʚʘʪʴ ʧʘʨʘʤʝʪʨʳ ʣʠʩʪʘ ʠ ʪʝʤʳ: ʦʬʦʨʤʣʷʪʴ 

ʨʘʟʤʝʨ ʠ ʦʨʠʝʥʪʘʮʠʶ ʩʪʨʘʥʠʮʳ, ʩʚʦʡʩʪʚʘ ʬʦʥʘ, ʧʝʨʝʥʦʩʳ ʩʣʦʚ, ʨʘʩ-

ʩʪʘʥʦʚʢʫ ʢʦʣʦʥʦʢ, ʨʘʟʨʳʚʦʚ ʠ ʨʘʟʜʝʣʦʚ. 

ɺʢʣʘʜʢʘ ʉʩʳʣʢʠ 

ʉʦʜʝʨʞʠʪ ʬʫʥʢʮʠʠ ʜʣʷ ʘʚʪʦʤʘʪʠʯʝʩʢʦʡ ʛʝʥʝʨʘʮʠʠ ʦʛʣʘʚʣʝʥʠʡ, 

ʩʥʦʩʦʢ, ʧʨʝʜʤʝʪʥʳʭ ʫʢʘʟʘʪʝʣʝʡ. 

ɺʢʣʘʜʢʘ ʈʘʩʩʳʣʢʠ 

ʇʨʝʜʥʘʟʥʘʯʝʥʘ ʜʣʷ ʦʨʛʘʥʠʟʘʮʠʠ ʨʘʙʦʪʳ ʩ ʜʦʢʫʤʝʥʪʦʤ ʯʝʨʝʟ 

ʧʦʯʪʦʚʳʝ ʠʣʠ Web-ʩʝʨʚʠʩʳ. 
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ɺʢʣʘʜʢʘ ʈʝʮʝʥʟʠʨʦʚʘʥʠʝ 

ʇʦʟʚʦʣʷʝʪ ʧʨʦʚʝʨʷʪʴ ʪʝʢʩʪ ʥʘ ʥʘʣʠʯʠʝ ʦʨʬʦʛʨʘʬʠʯʝʩʢʠʭ ʠ 

ʛʨʘʤʤʘʪʠʯʝʩʢʠʭ ʦʰʠʙʦʢ, ʧʝʨʝʚʦʜʠʪʴ ʝʛʦ, ʜʦʙʘʚʣʷʪʴ ʧʨʠʤʝʯʘʥʠʷ ʢ 

ʪʝʢʩʪʫ ʠ ʪ.ʜ. 

ɺʢʣʘʜʢʘ ɺʠʜ 

ʆʪʚʝʯʘʝʪ ʟʘ ʥʘʩʪʨʦʡʢʫ ʩʚʦʡʩʪʚ ʨʘʙʦʯʝʛʦ ʦʢʥʘ: ʬʦʨʤʘ ʦʪʦʙʨʘʞʝ-

ʥʠʷ, ʤʘʩʰʪʘʙ, ʤʥʦʛʦʦʢʦʥʥʦʝ ʨʘʟʜʝʣʝʥʠʝ. ʅʝʢʦʪʦʨʳʝ ʦʧʝʨʘʮʠʠ ʜʦ-

ʩʪʫʧʥʳ ʪʘʢʞʝ ʥʘ ʥʠʞʥʝʡ ʧʘʥʝʣʠ ʵʣʝʤʝʥʪʦʚ: 

 

ʈʠʩ. 1.7. ʌʦʨʤʘ ʦʪʦʙʨʘʞʝʥʠʷ ʠ ʤʘʩʰʪʘʙ ʜʦʢʫʤʝʥʪʘ. 

ɺʢʣʘʜʢʘ ʅʘʜʩʪʨʦʡʢʠ 

ʍʨʘʥʠʪ ʜʦʧʦʣʥʠʪʝʣʴʥʳʝ ʥʘʜʩʪʨʦʡʢʠ ʠ ʬʫʥʢʮʠʠ ʜʣʷ ʨʘʙʦʪʳ ʩ 

ʜʦʢʫʤʝʥʪʦʤ. ɺ ʯʘʩʪʥʦʩʪʠ, ʜʦʙʘʚʣʝʥʥʳʝ ʧʦʣʴʟʦʚʘʪʝʣʝʤ. 

ɼʨʫʛʠʝ ʚʢʣʘʜʢʠ 

ɺ ʧʨʦʮʝʩʩʝ ʨʘʙʦʪʳ ʩ ʦʙʲʝʢʪʘʤʠ (ʥʘʧʨʠʤʝʨ, ʪʘʙʣʠʮʘʤʠ) ʤʦʛʫʪ 

ʧʦʷʚʣʷʪʴʩʷ ʚʢʣʘʜʢʠ ʄʘʢʝʪ, ʂʦʥʩʪʨʫʢʪʦʨ, ʌʦʨʤʘʪ, ʦʪʚʝʯʘʶʱʠʝ ʟʘ 

ʥʘʩʪʨʦʡʢʫ ʩʦʜʝʨʞʠʤʦʛʦ ʦʙʲʝʢʪʘ ʠ ʝʛʦ ʦʬʦʨʤʣʝʥʠʝ. 

ȨɐɑɆɊɐɆ ȺɆɏɑ 

ɺʢʣʘʜʢʘ ʌʘʡʣ ʩʦʜʝʨʞʠʪ ʬʫʥʢʮʠʠ ʜʣʷ ʦʪʢʨʳʪʠʷ, ʩʦʟʜʘʥʠʷ, ʩʦ-

ʭʨʘʥʝʥʠʷ ʜʦʢʫʤʝʥʪʘ, ʘ ʪʘʢʞʝ ʥʘʩʪʨʦʡʢʠ ʨʝʜʘʢʪʦʨʘ. 

ʆʧʮʠʷ ʉʦʭʨʘʥʠʪʴ ʧʦʟʚʦʣʷʝʪ ʩʦʭʨʘʥʠʪʴ ʚʩʝ ʧʦʩʣʝʜʥʠʝ ʠʟʤʝʥʝ-

ʥʠʷ ʚ ʬʘʡʣʝ. ʈʘʩʰʠʨʝʥʥʘʷ ʦʧʮʠʷ ʉʦʭʨʘʥʠʪʴ ʢʘʢ ʧʦʟʚʦʣʷʝʪ ʜʦʧʦʣʥʠ-

ʪʝʣʴʥʦ ʟʘʜʘʪʴ ʥʦʚʦʝ ʠʤʷ ʬʘʡʣʘ ʠ ʜʠʨʝʢʪʦʨʠʶ, ʚ ʢʦʪʦʨʫʶ ʙʫʜʝʪ ʩʦʭʨʘ-

ʥʝʥ ʜʦʢʫʤʝʥʪ. 

ʆʧʮʠʷ ʆʪʢʨʳʪʴ ʧʦʟʚʦʣʷʝʪ ʦʪʢʨʳʚʘʪʴ ʨʘʥʝʝ ʩʦʟʜʘʥʥʳʝ ʜʦʢʫ-

ʤʝʥʪʳ. ʊʘʢʞʝ ʣʶʙʦʡ ʜʦʢʫʤʝʥʪ MS Word ʤʦʞʝʪ ʙʳʪʴ ʦʪʢʨʳʪ ʜʚʦʡʥʳʤ 

ʱʝʣʯʢʦʤ ʃʂʄ. ɼʣʷ ʟʘʢʨʳʪʠʷ ʪʝʢʫʱʝʛʦ ʨʝʜʘʢʪʠʨʫʝʤʦʛʦ ʜʦʢʫʤʝʥʪʘ 

ʜʦʩʪʫʧʥʘ ʦʧʮʠʷ ɿʘʢʨʳʪʴ. 

MS Word ʢʵʰʠʨʫʝʪ ʩʩʳʣʢʠ ʥʘ ʨʘʥʝʝ ʨʝʜʘʢʪʠʨʦʚʘʥʥʳʝ ʬʘʡʣʳ, 

ʧʦʵʪʦʤʫ ʠʭ ʤʦʞʥʦ ʦʪʢʨʳʪʴ ʚ ʨʘʟʜʝʣʝ ʇʦʩʣʝʜʥʠʝ (ʧʨʠ ʫʩʣʦʚʠʠ, ʯʪʦ 

ʬʘʡʣ ʥʝ ʫʜʘʣʝʥ/ ʧʝʨʝʤʝʱʝʥ). 

ʇʦʜʨʦʙʥʦʝ ʦʧʠʩʘʥʠʝ ʠʥʬʦʨʤʘʮʠʠ ʦ ʜʦʢʫʤʝʥʪʝ ʩʦʜʝʨʞʠʪʩʷ ʚ 

ʨʘʟʜʝʣʝ ʉʚʝʜʝʥʠʷ. 
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ɺ ʨʘʟʜʝʣʝ ʉʦʟʜʘʪʴ ʧʨʝʜʩʪʘʚʣʝʥʳ ʚʦʟʤʦʞʥʦʩʪʠ ʚʳʙʦʨʘ ʥʘʯʘʣʴ-

ʥʦʛʦ ʰʘʙʣʦʥʘ ʦʬʦʨʤʣʝʥʠʷ ʜʦʢʫʤʝʥʪʘ. ʄʦʞʥʦ ʚʳʙʨʘʪʴ ʦʜʠʥ ʠʟ ʧʨʝʜ-

ʣʦʞʝʥʥʳʭ ʰʘʙʣʦʥʦʚ, ʣʠʙʦ ʟʘʛʨʫʟʠʪʴ ʝʛʦ ʩ ʦʬʠʮʠʘʣʴʥʦʛʦ ʩʘʡʪʘ Mi-

crosoft. ʇʦ ʫʤʦʣʯʘʥʠʶ ʩʦʟʜʘʝʪʩʷ ʧʫʩʪʦʡ ʜʦʢʫʤʝʥʪ ʙʝʟ ʢʘʢʠʭ-ʣʠʙʦ 

ʩʪʠʣʝʚʳʭ ʥʘʩʪʨʦʝʢ. 

ʌʫʥʢʮʠʷ ʇʝʯʘʪʴ ʧʦʟʚʦʣʷʝʪ ʚʳʙʨʘʪʴ ʧʨʠʥʪʝʨ ʠ ʦʧʨʝʜʝʣʠʪʴ 

ʥʘʩʪʨʦʡʢʠ ʧʝʯʘʪʠ ʜʦʢʫʤʝʥʪʘ. 

ɼʦʢʫʤʝʥʪ ʤʦʞʝʪ ʙʳʪʴ ʚʳʩʣʘʥ ʧʦ ʵʣʝʢʪʨʦʥʥʦʡ ʧʦʯʪʝ, ʦʧʫʙʣʠʢʦ-

ʚʘʥ ʥʘ ʨʝʩʫʨʩʘʭ Microsoft ʠʣʠ ʩʦʭʨʘʥʝʥ ʚ ʜʨʫʛʦʡ ʬʦʨʤʘʪ ʚ ʨʘʟʜʝʣʝ 

ʉʦʭʨʘʥʠʪʴ ʠ ʦʪʧʨʘʚʠʪʴ. 

ʇʦʣʫʯʠʪʴ ʜʦʧʦʣʥʠʪʝʣʴʥʫʶ ʠʥʬʦʨʤʘʮʠʶ ʦ ʨʘʙʦʪʝ ʩ ʨʝʜʘʢʪʦʨʦʤ 

ʠʣʠ ʝʛʦ ʬʫʥʢʮʠʷʤʠ ʤʦʞʥʦ ʚ ʨʘʟʜʝʣʝ ʉʧʨʘʚʢʘ. 

ʆʧʮʠʠ ʥʘʩʪʨʦʡʢʠ ʨʝʜʘʢʪʦʨʘ ʩʦʜʝʨʞʘʪʩʷ ʚ ʨʘʟʜʝʣʝ ʇʘʨʘʤʝʪʨʳ. 

ɺʦʟʤʦʞʥʦʩʪʠ ʨʘʟʜʝʣʘ ʜʦʩʪʘʪʦʯʥʦ ʦʙʰʠʨʥʳ, ʧʦʵʪʦʤʫ ʦʛʨʘʥʠʯʠʤʩʷ 

ʣʠʰʴ ʨʝʢʦʤʝʥʜʘʮʠʷʤʠ: 

¶ ʚ ʧʫʥʢʪʝ ʇʨʘʚʦʧʠʩʘʥʠʝ ʩʣʝʜʫʝʪ ʘʢʪʠʚʠʨʦʚʘʪʴ ʨʘʙʦʪʫ ʧʦ 

ʧʨʦʚʝʨʢʝ ʛʨʘʤʤʘʪʠʢʠ ʠ ʦʨʬʦʛʨʘʬʠʠ (ʨʝʜʘʢʪʦʨ ʙʫʜʝʪ ʧʦʜ-

ʯʝʨʢʠʚʘʪʴ ʪʝʢʩʪ ʩ ʚʦʟʤʦʞʥʳʤʠ ʦʰʠʙʢʘʤʠ); 

¶ ʚ ʧʫʥʢʪʝ ʉʦʭʨʘʥʝʥʠʝ ʤʦʞʥʦ ʫʩʪʘʥʦʚʠʪʴ ʧʦʨʷʜʦʢ ʘʚʪʦʩʦʭʨʘ-

ʥʝʥʠʷ ʜʦʢʫʤʝʥʪʘ, ʯʪʦʙʳ ʥʝ ʧʦʪʝʨʷʪʴ ʙʦʣʴʰʦʡ ʦʙʲʝʤ ʨʘʙʦʪʳ 

ʚ ʩʣʫʯʘʝ ʥʝʧʨʝʜʚʠʜʝʥʥʦʛʦ ʚʳʢʣʶʯʝʥʠʷ ʨʝʜʘʢʪʦʨʘ; 

¶ ʚ ʧʫʥʢʪʘʭ ʅʘʩʪʨʦʡʢʘ ʣʝʥʪʳ ʠ ʇʘʥʝʣʴ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ 

ʧʦʣʴʟʦʚʘʪʝʣʴ ʤʦʞʝʪ ʥʘʩʪʨʦʠʪ ʧʦʜ ʩʝʙʷ ʚʥʝʰʥʠʡ ʚʠʜ ʣʝʥʪʳ 

ʠ ʛʦʨʷʯʠʭ ʢʣʘʚʠʰ, ʜʦʙʘʚʣʷʷ ʠʣʠ ʫʜʘʣʷʷ ʦʧʮʠʠ. 

 

ʈʠʩ. 1.8. ʅʘʩʪʨʦʡʢʘ ʦʧʮʠʡ ʣʝʥʪʳ. 
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Ȩɔɕɖɔɗɡ Ɋɑɥ ɗɆɒɔɕɖɔɈɋɖɐɎ 

1. ʇʝʨʝʯʠʩʣʠʪʝ ʦʩʥʦʚʥʳʝ ʚʦʟʤʦʞʥʦʩʪʠ ʨʝʜʘʢʪʦʨʘ MS Word. 

2. ʏʪʦ ʧʨʝʜʩʪʘʚʣʷʶʪ ʩʦʙʦʡ WYSIWYG-ʨʝʜʘʢʪʦʨʳ? 

3. ɺ ʯʝʤ ʩʦʩʪʦʠʪ ʦʩʦʙʝʥʥʦʩʪʴ ʨʘʙʦʪʳ ʩ ʷʟʳʢʦʤ ʨʘʟʤʝʪʢʠ ʜʦ-

ʢʫʤʝʥʪʘ? 

4. ʇʝʨʝʯʠʩʣʠʪʝ ʦʩʥʦʚʥʳʝ ʢʦʤʧʦʥʝʥʪʳ ʨʝʜʘʢʪʦʨʘ MS Word. 

ȵɖɆɐɘɎɐəɒ 

1. ʆʪʢʨʦʡʪʝ ʧʨʠʣʦʞʝʥʠʝ MS Word. 

2. ʉʦʟʜʘʡʪʝ ʥʦʚʳʡ ʜʦʢʫʤʝʥʪ ʠ ʥʘʙʝʨʠʪʝ ʚ ʥʝʤ ʣʶʙʦʝ ʯʝʪʚʝʨʦ-

ʩʪʠʰʠʝ. 

3. ʉʦʭʨʘʥʠʪʝ ʜʦʢʫʤʝʥʪ ʧʦʜ ʥʘʟʚʘʥʠʝʤ çʇʦʵʟʠʷ.docxè. 

4. ɼʦʧʦʣʥʠʪʝʣʴʥʦ ʩʦʭʨʘʥʠʪʝ ʜʦʢʫʤʝʥʪ ʚ ʬʦʨʤʘʪʝ PDF. 

1.2  ȾɖɎɚɘ Ɏ ɆɇɍɆɜɡ 

1.2.1  ȳɆɗɘɖɔɏɐɆ ɗɈɔɏɗɘɈ ɞɖɎɚɘɆ 

ȩɖəɕɕɆ ȾɖɎɚɘ 

ɼʣʷ ʥʘʩʪʨʦʡʢʠ ʰʨʠʬʪʘ ʤʦʞʥʦ ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ ʛʨʫʧʧʦʡ ʐʨʠʬʪ 

ʥʘ ʚʢʣʘʜʢʝ ɻʣʘʚʥʘʷ: 

 

ʈʠʩ. 1.9. ʆʧʮʠʠ ʥʘʩʪʨʦʡʢʠ ʰʨʠʬʪʘ ʥʘ ʚʢʣʘʜʢʝ ɻʣʘʚʥʘʷ. 

ɺʪʦʨʦʡ ʩʧʦʩʦʙ ï ʥʘʞʘʪʠʝʤ ʇʂʄ: 
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ʈʠʩ. 1.10. ʆʧʮʠʠ ʥʘʩʪʨʦʡʢʠ ʰʨʠʬʪʘ ʚ ʢʦʥʪʝʢʩʪʥʦʤ ʤʝʥʶ ʇʂʄ. 

ʈʘʟʜʝʣʳ ʛʨʫʧʧʳ ʐʨʠʬʪ (ʨʠʩ. 1.9): 

1. ɻʘʨʥʠʪʫʨʘ (ʩʝʤʝʡʩʪʚʦ ʰʨʠʬʪʘ) ʠ ʨʘʟʤʝʨ. 

2. ʋʚʝʣʠʯʝʥʠʝ/ʫʤʝʥʴʰʝʥʠʝ ʨʘʟʤʝʨʘ, ʥʘʯʝʨʪʘʥʠʝ ʠ ʦʯʠʩʪʢʘ 

ʬʦʨʤʘʪʦʚ. 

3. ʉʚʦʡʩʪʚʘ ʰʨʠʬʪʘ. 

4. ʅʘʩʪʨʦʡʢʘ ʵʬʬʝʢʪʦʚ ʠ ʮʚʝʪʘ ʰʨʠʬʪʘ (ʠʣʠ ʟʘʜʥʝʛʦ ʬʦʥʘ). 

Ȱɔɓɘɋɐɗɘɓɔɋ ɒɋɓɤ ȾɖɎɚɘ 

ɼʣʷ ʚʳʟʦʚʘ ʨʘʩʰʠʨʝʥʥʦʛʦ ʦʢʥʘ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ ʰʨʠʬʪʘ ʠʩʧʦʣʴ-

ʟʫʝʪʩʷ ʢʥʦʧʢʘ  (ʚ ʫʛʣʫ ʛʨʫʧʧʳ) ʠʣʠ ʨʘʟʜʝʣ ʐʨʠʬʪ ʠʟ ʢʦʥʪʝʢʩʪʥʦʛʦ 

ʤʝʥʶ ʇʂʄ. 
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ɺʢʣʘʜʢʘ ʐʨʠʬʪ 

 

ʈʠʩ. 1.11. ɺʢʣʘʜʢʘ ʐʨʠʬʪ. 

ɺ ʪʝʢʫʱʝʡ ʚʢʣʘʜʢʝ ʤʦʞʥʦ ʚʳʙʨʘʪʴ ʰʨʠʬʪʘ, ʝʛʦ ʨʘʟʤʝʨ (ʢʝʛʣʴ), 

ʥʘʯʝʨʪʘʥʠʝ ʠ ʮʚʝʪ. ɼʦʧʦʣʥʠʪʝʣʴʥʦ ʤʦʞʥʦ ʫʢʘʟʘʪʴ ʦʧʮʠʠ ʚʠʜʦʠʟʤʝʥʝ-

ʥʠʷ ʠ ʪʝʢʩʪʦʚʳʝ ʵʬʬʝʢʪʳ. ʉʣʝʜʫʝʪ ʦʪʤʝʪʠʪʴ, ʯʪʦ ʧʦʩʣʝʜʥʠʝ ʤʦʛʫʪ 

ʦʧʨʝʜʝʣʷʪʴʩʷ ʦʩʦʙʝʥʥʦʩʪʴʶ ʰʨʠʬʪʘ [10]. 

ʀʟʤʝʨʝʥʠʝ ʨʘʟʤʝʨʘ ʰʨʠʬʪʘ ʚʝʜʝʪʩʷ ʚ ʩʧʝʮʠʘʣʴʥʳʭ ʝʜʠʥʠʮʘʭ ï 

ʧʫʥʢʪʘʭ (1/72 ʜʶʡʤʘ). 

ɺʢʣʘʜʢʘ ɼʦʧʦʣʥʠʪʝʣʴʥʦ 

 

ʈʠʩ. 1.12. ɺʢʣʘʜʢʘ ɼʦʧʦʣʥʠʪʝʣʴʥʦ. 
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ʆʧʮʠʷ ʀʥʪʝʨʚʘʣ ʧʦʟʚʦʣʷʝʪ ʫʚʝʣʠʯʠʚʘʪʴ ʠʣʠ ʫʤʝʥʴʰʘʪʴ ʨʘʩʩʪʦ-

ʷʥʠʝ ʤʝʞʜʫ ʩʠʤʚʦʣʘʤʠ ʚ ʩʣʦʚʝ. ʉʤʝʱʝʥʠʝ ʧʦʜʥʠʤʘʝʪ ʠʣʠ ʦʧʫʩʢʘʝʪ 

ʪʝʢʩʪ ʦʪʥʦʩʠʪʝʣʴʥʦ ʙʘʟʦʚʦʡ ʣʠʥʠʠ ʩʪʨʦʢʠ. ʂʝʨʥʠʥʛ ï ʚʦʟʤʦʞʥʦʩʪʴ 

ʠʟʤʝʥʝʥʠʷ ʠʥʪʝʨʚʘʣʘ ʤʝʞʜʫ ʙʫʢʚʘʤʠ ʚ ʟʘʚʠʩʠʤʦʩʪʠ ʦʪ ʠʭ ʬʦʨʤʳ (ʥʝ 

ʚʩʝ ʰʨʠʬʪʳ ʝʛʦ ʧʦʜʜʝʨʞʠʚʘʶʪ) [9]. 

 

Ƀɘɔ ɕɔɑɋɍɓɔ ɍɓɆɘɢ! 

ɿʘʧʦʤʥʠʪʝ ʩʣʝʜʫʶʱʠʝ ʢʦʤʙʠʥʘʮʠʠ çʛʦʨʷʯʠʭè ʢʣʘʚʠʰ MS Word: 

¶ Ctrl + C ï ʢʦʧʠʨʦʚʘʪʴ ʚʳʜʝʣʝʥʥʳʡ ʪʝʢʩʪ; 

¶ Ctrl + V ï ʚʩʪʘʚʠʪʴ ʩʢʦʧʠʨʦʚʘʥʥʳʡ ʪʝʢʩʪ; 

¶ Ctrl + Z ï ʦʪʤʝʥʠʪʴ ʧʦʩʣʝʜʥʝʝ ʜʝʡʩʪʚʠʝ; 

¶ Ctrl + S ï ʩʦʭʨʘʥʠʪʴ ʜʦʢʫʤʝʥʪ. 

ʂʩʪʘʪʠ ʛʦʚʦʨʷ, ʦʥʠ ʨʘʙʦʪʘʶʪ ʧʦʯʪʠ ʜʣʷ ʚʩʝʭ ʩʦʚʨʝʤʝʥʥʳʭ 

ʧʨʠʣʦʞʝʥʠʡ. 

 

Ƀɘɔ ɕɔɑɋɍɓɔ ɍɓɆɘɢ! 

ɽʩʣʠ ʟʘʞʘʪʴ ʢʣʘʚʠʰʫ Ctrl, ʪʦ ʤʦʞʥʦ ʚʳʜʝʣʠʪʴ ʦʜʥʦʚʨʝʤʝʥʥʦ 

ʥʝʩʢʦʣʴʢʦ ʬʨʘʛʤʝʥʪʦʚ ʪʝʢʩʪʘ. ʕʪʦ ʦʯʝʥʴ ʫʜʦʙʥʦ, ʢʦʛʜʘ ʠʤ 

ʪʨʝʙʫʝʪʩʷ ʟʘʜʘʪʴ ʦʜʠʥʘʢʦʚʦʝ ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ. 

1.2.2  ȳɆɗɘɖɔɏɐɆ ɗɈɔɏɗɘɈ ɆɇɍɆɜɋɈ 

ɸʙʟʘʮ ï ʵʪʦ ʯʘʩʪʴ ʪʝʢʩʪʘ, ʩʦʩʪʦʷʱʘʷ ʠʟ ʦʜʥʦʛʦ ʠʣʠ ʥʝʩʢʦʣʴʢʠʭ 

ʧʨʝʜʣʦʞʝʥʠʡ. 

ɸʙʟʘʮ ʦʙʦʟʥʘʯʘʝʪ ʢʘʢ ʣʦʛʠʯʝʩʢʦʝ, ʪʘʢ ʠ ʩʪʨʫʢʪʫʨʥʦʝ ʨʘʟʜʝʣʝʥʠʝ 

ʪʝʢʩʪʦʚʦʡ ʠʥʬʦʨʤʘʮʠʠ ʥʘ ʙʣʦʢʠ, ʧʨʝʜʧʦʣʘʛʘʶʱʠʝ ʟʘʚʝʨʰʝʥʥʦʩʪʴ ʥʝ-

ʢʦʪʦʨʦʡ ʠʜʝʠ, ʤʳʩʣʠ, ʩʶʞʝʪʘ [4]. 

ʈʘʟʜʝʣʝʥʠʝ ʪʝʢʩʪʘ ʥʘ ʘʙʟʘʮʳ ʧʦʟʚʦʣʷʝʪ: 

¶ ʫʩʠʣʠʪʴ ʩʤʳʩʣʦʚʦʡ ʘʢʮʝʥʪ ʬʨʘʛʤʝʥʪʦʚ ʪʝʢʩʪʘ; 

¶ ʩʧʦʩʦʙʩʪʚʦʚʘʪʴ ʵʬʬʝʢʪʠʚʥʦʤʫ ʚʦʩʧʨʠʷʪʠʶ ʠ ʧʦʥʠʤʘʥʠʶ 

ʩʤʳʩʣʘ. 
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ȳɋɐɔɘɔɖɡɋ ɕɖɆɈɎɑɆ ɈɋɖɗɘɐɎ ɆɇɍɆɜɋɈ 

MS Word ʧʦʜʜʝʨʞʠʚʘʝʪ ʢʦʤʧʣʝʢʩ ʥʘʩʪʨʦʝʢ ʘʙʟʘʮʝʚ. ɺ ʧʝʨʚʫʶ 

ʦʯʝʨʝʜʴ, ʧʝʨʝʯʠʩʣʠʤ ʦʧʨʝʜʝʣʝʥʥʳʝ ʧʨʘʚʠʣʘ ʚʸʨʩʪʢʠ ʘʙʟʘʮʝʚ [4,5]. 

1. ʂʘʞʜʳʡ ʘʙʟʘʮ ʥʘʯʠʥʘʶʪ ʩ ʥʦʚʦʡ ʩʪʨʦʢʠ. 

2. ʅʘʯʘʣʦ ʘʙʟʘʮʘ ʯʘʩʪʦ ʦʪʙʠʚʘʶʪ ʦʪʩʪʫʧʦʤ ʧʝʨʚʦʡ (çʢʨʘʩʥʦʡè) 

ʩʪʨʦʢʠ, ʣʠʙʦ ʜʦʧʦʣʥʠʪʝʣʴʥʳʤ ʚʝʨʪʠʢʘʣʴʥʳʤ ʘʙʟʘʮʥʳʤ ʦʪ-

ʩʪʫʧʦʤ ʤʝʞʜʫ ʩʦʩʝʜʥʠʤʠ ʘʙʟʘʮʘʤʠ (ʩʚʝʨʭʫ ʠ/ʠʣʠ ʩʥʠʟʫ). 

3. ɺ ʜʦʢʫʤʝʥʪʘʭ ʜʣʷ ʧʝʯʘʪʠ, ʢʘʢ ʧʨʘʚʠʣʦ, ʠʩʧʦʣʴʟʫʝʪʩʷ ʦʪʩʪʫʧ 

ʢʨʘʩʥʦʡ ʩʪʨʦʢʠ ʜʣʷ ʪʝʢʩʪʘ, ʘ ʜʦʧʦʣʥʠʪʝʣʴʥʦʝ ʨʘʩʩʪʦʷʥʠʝ 

ʤʝʞʜʫ ʘʙʟʘʮʘʤʠ ʦʙʳʯʥʦ ʥʝ ʜʝʣʘʶʪ. 

4. ʕʣʝʢʪʨʦʥʥʳʡ (WEB) ʜʦʢʫʤʝʥʪ ʯʘʱʝ ʚʩʝʛʦ ʨʝʢʦʤʝʥʜʫʝʪʩʷ 

ʦʬʦʨʤʣʷʪʴ ʙʝʟ ʦʪʩʪʫʧʦʚ ʢʨʘʩʥʦʡ ʩʪʨʦʢʠ, ʦʜʥʘʢʦ ʧʨʠ ʵʪʦʤ 

ʥʝʦʙʭʦʜʠʤʦ ʫʩʪʘʥʦʚʠʪʴ ʜʦʧʦʣʥʠʪʝʣʴʥʦʝ ʨʘʩʩʪʦʷʥʠʝ ʤʝʞʜʫ 

ʘʙʟʘʮʘʤʠ (ʠʥʘʯʝ ʪʝʢʩʪ ʪʨʫʜʥʦ ʯʠʪʘʪʴ). 

5. ɹʫʤʘʞʥʘʷ ʚʝʨʩʠʷ ʜʦʢʫʤʝʥʪʘ ʧʨʝʜʧʦʣʘʛʘʝʪ ʚʳʨʘʚʥʠʚʘʥʠʝ ʧʦ 

ʰʠʨʠʥʝ (ʜʦʧʦʣʥʠʪʝʣʴʥʦ ʤʦʞʥʦ ʚʢʣʶʯʠʪʴ ʘʚʪʦʧʝʨʝʥʦʩ 

ʩʣʦʚ); ʜʣʷ ʵʣʝʢʪʨʦʥʥʦʡ ï ʯʘʱʝ ʧʦ ʣʝʚʦʤʫ ʢʨʘʶ. 

 

ʈʠʩ. 1.13. ʆʩʦʙʝʥʥʦʩʪʠ ʦʬʦʨʤʣʝʥʠʷ ʢʣʘʩʩʠʯʝʩʢʦʛʦ ʜʦʢʫʤʝʥʪʘ ʠ ʜʦʢʫʤʝʥʪʘ ʜʣʷ 

ʚʝʙ-ʙʨʘʫʟʝʨʘ. 
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ȩɖəɕɕɆ ȦɇɍɆɜ 

ɼʣʷ ʥʘʩʪʨʦʡʢʠ ʩʚʦʡʩʪʚ ʘʙʟʘʮʘ ʤʦʞʥʦ ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ ʛʨʫʧʧʦʡ 

ɸʙʟʘʮ ʥʘ ʚʢʣʘʜʢʝ ɻʣʘʚʥʘʷ: 

 

ʈʠʩ. 1.14. ʆʧʮʠʠ ʥʘʩʪʨʦʡʢʠ ʘʙʟʘʮʘ ʥʘ ʚʢʣʘʜʢʝ ɻʣʘʚʥʘʷ. 

ɺʪʦʨʦʡ ʩʧʦʩʦʙ ï ʥʘʞʘʪʠʝʤ ʇʂʄ: 

 

ʈʠʩ. 1.15. ʆʧʮʠʠ ʥʘʩʪʨʦʡʢʠ ʘʙʟʘʮʘ ʚ ʢʦʥʪʝʢʩʪʥʦʤ ʤʝʥʶ ʇʂʄ. 

ʈʘʟʜʝʣʳ ʛʨʫʧʧʳ ɸʙʟʘʮ: 

1. ʈʝʞʠʤ ʚʳʨʘʚʥʠʚʘʥʠʷ ʪʝʢʩʪʘ ʚ ʘʙʟʘʮʝ. 

2. ʄʝʞʜʫʩʪʨʦʯʥʳʡ ʠʥʪʝʨʚʘʣ (ʠʥʪʝʨʣʠʥʴʷʞ). 

3. ɿʘʣʠʚʢʘ ʠ ʛʨʘʥʠʮʳ. 

4. ʇʨʝʦʙʨʘʟʦʚʘʪʴ ʚ ʩʧʠʩʦʢ (ʤʘʨʢʠʨʦʚʘʥʥʳʡ, ʥʫʤʝʨʦʚʘʥʥʳʡ, 

ʤʥʦʛʦʫʨʦʚʥʝʚʳʡ). ʇʦ ʫʤʦʣʯʘʥʠʶ ʵʣʝʤʝʥʪʳ ʩʧʠʩʢʦʚ ʘʚʪʦ-

ʤʘʪʠʯʝʩʢʠ ʥʫʤʝʨʫʶʪʩʷ ʠʣʠ ʧʦʤʝʯʘʶʪʩʷ ʤʘʨʢʝʨʦʤ, ʟʘʜʘʶʪʩʷ 

ʜʦʧʦʣʥʠʪʝʣʴʥʳʝ ʦʪʩʪʫʧʳ (ʠʭ ʤʦʞʥʦ ʥʘʩʪʨʘʠʚʘʪʴ). 

5. ʆʪʩʪʫʧ ʚʩʝʛʦ ʘʙʟʘʮʘ ʦʪ ʣʝʚʦʛʦ ʢʨʘʷ (ʜʣʷ ʤʥʦʛʦʫʨʦʚʥʝʚʦʛʦ 

ʩʧʠʩʢʘ ʩʦʟʜʘʝʪ ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʧʦʜʫʨʦʚʝʥʴ). 

6. ʉʦʨʪʠʨʦʚʢʘ ʪʝʢʩʪʘ. 

7. ʈʝʞʠʤ ʥʝʧʝʯʘʪʘʝʤʳʭ ʟʥʘʢʦʚ. ʆʪʦʙʨʘʞʘʝʪ ʧʨʦʙʝʣʳ, ʘʙʟʘʮʳ, 

ʪʘʙʫʣʷʮʠʠ ʠ ʜʨʫʛʠʝ ʩʧʝʮʠʘʣʴʥʳʝ ʨʘʟʜʝʣʠʪʝʣʠ. ʀʩʧʦʣʴʟʫʝʪ-

ʩʷ ʚ ʧʨʦʮʝʩʩʝ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ ʜʦʢʫʤʝʥʪʘ (ʜʘʣʝʝ ʜʘʜʠʤ ʧʦ-

ʜʨʦʙʥʦʝ ʦʧʠʩʘʥʠʝ). 
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ȶɋɌɎɒ ɓɋɕɋɝɆɘɆɋɒɡɛ ɍɓɆɐɔɈ 

ɺ MS Word ʧʨʝʜʫʩʤʦʪʨʝʥʘ ʦʧʮʠʷ ʥʝʧʝʯʘʪʘʝʤʳʭ ʟʥʘʢʦʚ, ʚʢʣʶ-

ʯʘʶʱʘʷ ʦʪʦʙʨʘʞʝʥʠʝ ʜʦʧʦʣʥʠʪʝʣʴʥʦʡ ʠʥʬʦʨʤʘʮʠʠ ʦ ʪʝʢʩʪʝ [8]. 

 

ʈʠʩ. 1.16. ʈʝʞʠʤ ʥʝʧʝʯʘʪʘʝʤʳʭ ʟʥʘʢʦʚ. 

ʇʦ ʥʘʞʘʪʠʶ ʥʘ ʢʥʦʧʢʫ  ʚ ʨʘʟʤʝʪʢʝ ʜʦʢʫʤʝʥʪʘ ʧʦʷʚʣʷʶʪʩʷ 

ʩʧʝʮʠʘʣʴʥʳʝ ʩʠʤʚʦʣʳ, ʧʦʟʚʦʣʷʶʱʠʝ ʦʪʩʣʝʞʠʚʘʪʴ: 

¶ ʢʦʥʝʮ ʘʙʟʘʮʘ (ʦʙʦʟʥʘʯʘʝʪʩʷ ʩʠʤʚʦʣʦʤ ); 

¶ ʯʠʩʣʦ ʧʨʦʙʝʣʦʚ ʤʝʞʜʫ ʩʣʦʚʘʤʠ (ʦʜʠʥ ʧʨʦʙʝʣ ʦʙʦʟʥʘʯʘʝʪʩʷ 

ʪʦʯʢʦʡ  ); 

¶ ʯʠʩʣʦ ʪʘʙʫʣʷʮʠʡ (ʦʜʠʥ ʪʘʙʫʣʷʪʦʨ ʦʙʦʟʥʘʯʘʝʪʩʷ ʩʪʨʝʣʢʦʡ ); 

¶ ʨʘʟʨʳʚ ʩʪʨʦʢʠ ʘʙʟʘʮʘ (ʦʙʦʟʥʘʯʘʝʪʩʷ ʩʠʤʚʦʣʦʤ ); 

¶ ʩʠʤʚʦʣʳ ʨʘʟʨʳʚʘ ʢʦʣʦʥʦʢ, ʟʘʚʝʨʰʝʥʠʷ ʩʪʨʘʥʠʮ ʠ ʨʘʟʜʝʣʦʚ. 

 

ʈʠʩ. 1.17. ʊʝʢʩʪ ʚ ʨʝʞʠʤʝ ʥʝʧʝʯʘʪʘʝʤʳʭ ʟʥʘʢʦʚ. 
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Ƀɘɔ ɈɆɌɓɔ ɍɓɆɘɢ! 

ʈʝʜʘʢʪʠʨʫʡʪʝ ʜʦʢʫʤʝʥʪ ʚ ʨʝʞʠʤʝ ʥʝʧʝʯʘʪʘʝʤʳʭ ʟʥʘʢʦʚ! 

ʆʥ ʧʦʟʚʦʣʷʝʪ ʠʩʢʣʶʯʠʪʴ ʣʠʰʥʠʝ ʧʨʦʙʝʣʳ, ʧʨʦʩʣʝʜʠʪʴ ʟʘ ʢʦʨ-

ʨʝʢʪʥʦʩʪʴʶ ʨʘʟʤʝʪʢʠ ʜʦʢʫʤʝʥʪʘ ʥʘ ʨʘʟʜʝʣʳ, ʢʦʣʦʥʢʠ, ʩʪʨʘ-

ʥʠʮʳ, ʠ ʧʦʥʷʪʴ, ʧʦʯʝʤʫ ʦʬʦʨʤʣʝʥʠʝ çʧʦʝʭʘʣʦè. 

 

ʅʘʧʨʠʤʝʨ, ʚ ʩʣʝʜʫʶʱʝʤ ʬʨʘʛʤʝʥʪʝ ʜʦʧʫʱʝʥʦ 3 ʥʝʜʦʯʝʪʘ:  

1. ʧʨʠʩʫʪʩʪʚʫʶʪ ʣʠʰʥʠʝ ʧʨʦʙʝʣʳ; 

2. ʜʚʘ ʧʫʩʪʳʭ ʘʙʟʘʮʘ ʧʝʨʝʜ ʥʘʯʘʣʦʤ ʥʦʚʦʛʦ ʧʫʥʢʪʘ; 

3. ʢʨʘʩʥʘʷ ʩʪʨʦʢʘ ʨʝʘʣʠʟʦʚʘʥʘ ʪʘʙʫʣʷʮʠʝʡ. 

 

ʈʠʩ. 1.18. ʆʪʩʣʝʞʠʚʘʥʠʝ ʥʝʜʦʯʝʪʦʚ ʚ ʦʬʦʨʤʣʝʥʠʠ ʚ ʨʝʞʠʤʝ ʥʝʧʝʯʘʪʘʝʤʳʭ 

ʟʥʘʢʦʚ. 

ʆʪʤʝʪʠʤ, ʯʪʦ ʥʝʧʝʯʘʪʘʝʤʳʝ ʟʥʘʢʠ ʥʝ ʦʪʦʙʨʘʞʘʶʪʩʷ ʧʨʠ ʧʝʯʘʪʠ 

ʠʣʠ ʩʦʭʨʘʥʝʥʠʠ ʜʦʢʫʤʝʥʪʘ ʚ ʜʨʫʛʦʡ ʬʦʨʤʘʪ: ʦʥʠ ʚʠʜʥʳ ʪʦʣʴʢʦ ʚ ʧʨʦ-

ʮʝʩʩʝ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ. 

Ȱɔɓɘɋɐɗɘɓɔɋ ɒɋɓɤ ȦɇɍɆɜ 

ɼʣʷ ʚʳʟʦʚʘ ʨʘʩʰʠʨʝʥʥʦʛʦ ʦʢʥʘ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ ʘʙʟʘʮʘ ʠʩʧʦʣʴ-

ʟʫʝʪʩʷ ʢʥʦʧʢʘ  (ʚ ʫʛʣʫ ʛʨʫʧʧʳ) ʠʣʠ ʨʘʟʜʝʣ ɸʙʟʘʮ ʠʟ ʢʦʥʪʝʢʩʪʥʦʛʦ 

ʤʝʥʶ ʇʂʄ. 

ɺʢʣʘʜʢʘ ʆʪʩʪʫʧʳ ʠ ʠʥʪʝʨʚʘʣʳ 

ɺ ʪʝʢʫʱʝʡ ʚʢʣʘʜʢʝ ʤʝʥʶ ʥʘʩʪʨʦʡʢʠ ʘʙʟʘʮʘ ʧʨʝʜʩʪʘʚʣʝʥʳ ʚʦʟ-

ʤʦʞʥʦʩʪʠ ʥʘʩʪʨʦʡʢʠ ʚʳʨʘʚʥʠʚʘʥʠʷ ʠ ʦʪʩʪʫʧʦʚ ʘʙʟʘʮʘ. 



29 

 

ʈʠʩ. 1.19. ɺʢʣʘʜʢʘ ʆʪʩʪʫʧʳ ʠ ʠʥʪʝʨʚʘʣʳ. 

ʇʫʥʢʪ ɺʳʨʘʚʥʠʚʘʥʠʝ ʧʦʟʚʦʣʷʝʪ ʫʢʘʟʘʪʴ ʩʧʦʩʦʙ ʚʳʨʘʚʥʠʚʘʥʠʷ 

ʪʝʢʩʪʘ ʚ ʘʙʟʘʮʝ. 

ʇʫʥʢʪ ʋʨʦʚʝʥʴ ʥʝʦʙʭʦʜʠʤ, ʝʩʣʠ ʘʙʟʘʮ ʙʫʜʝʪ ʟʘʛʦʣʦʚʢʦʤ ʠ ʝʛʦ 

ʥʫʞʥʦ ʦʪʦʙʨʘʟʠʪʴ ʚ ʦʛʣʘʚʣʝʥʠʠ (ʵʪʦʪ ʚʦʧʨʦʩ ʤʳ ʨʘʩʩʤʦʪʨʠʤ  

ʦʪʜʝʣʴʥʦ). 

ʆʪʩʪʫʧʳ ʫʩʪʘʥʘʚʣʠʚʘʶʪ ʩʜʚʠʛ ʣʝʚʦʛʦ ʠ ʧʨʘʚʦʛʦ ʢʨʘʷ ʘʙʟʘʮʘ, ʘ 

ʪʘʢʞʝ ʦʪʩʪʫʧ ʢʨʘʩʥʦʡ ʩʪʨʦʢʠ. ʀʭ ʪʘʢʞʝ ʤʦʞʥʦ ʨʝʛʫʣʠʨʦʚʘʪʴ ʧʦʣʟʫʥ-

ʢʘʤʠ ʥʘ ʛʦʨʠʟʦʥʪʘʣʴʥʦʡ ʣʠʥʝʡʢʝ. 

ʀʥʪʝʨʚʘʣʳ ʧʦʟʚʦʣʷʶʪ ʟʘʜʘʪʴ ʜʦʧʦʣʥʠʪʝʣʴʥʳʡ ʦʪʩʪʫʧ ʩʚʝʨʭʫ ʠ 

ʩʥʠʟʫ ʘʙʟʘʮʘ. ʄʝʞʜʫʩʪʨʦʯʥʳʡ ʠʥʪʝʨʚʘʣ ʜʦʧʫʩʢʘʝʪʩʷ ʚʳʙʠʨʘʪʴ ʠʟ 

ʩʪʘʥʜʘʨʪʥʳʭ ʟʥʘʯʝʥʠʡ ʠʣʠ ʫʩʪʘʥʘʚʣʠʚʘʪʴ ʚʨʫʯʥʫʶ, ʚʳʙʨʘʚ ʠʟ ʚʳʧʘ-

ʜʘʶʱʝʛʦ ʩʧʠʩʢʘ ʧʫʥʢʪ ʄʥʦʞʠʪʝʣʴ. 

 

Ƀɘɔ ɈɆɌɓɔ ɍɓɆɘɢ! 

ɼʦʧʦʣʥʠʪʝʣʴʥʳʡ ʦʪʩʪʫʧ ʤʝʞʜʫ ʘʙʟʘʮʘʤʠ ʥʘʩʪʨʘʠʚʘʡʪʝ ʚ 

ʛʨʘʬʝ çʀʥʪʝʨʚʘʣè. ʅʝ ʠʩʧʦʣʴʟʫʡʪʝ ʜʣʷ ʵʪʦʛʦ ʧʫʩʪʳʝ ʘʙʟʘʮʳ! 
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ɺʢʣʘʜʢʘ ʇʦʣʦʞʝʥʠʝ ʥʘ ʩʪʨʘʥʠʮʝ 

 

ʈʠʩ. 1.20. ɺʢʣʘʜʢʘ ʇʦʣʦʞʝʥʠʝ ʥʘ ʩʪʨʘʥʠʮʝ. 

ʅʘ ʵʪʦʡ ʚʢʣʘʜʢʝ ʜʦʩʪʫʧʥʳ ʦʧʮʠʠ, ʢʦʪʦʨʳʝ ʧʦʟʚʦʣʷʶʪ ʘʚʪʦʤʘʪʠ-

ʟʠʨʦʚʘʪʴ ʥʝʢʦʪʦʨʫʶ ʨʫʪʠʥʥʫʶ ʨʘʙʦʪʫ ʧʦ ʥʘʩʪʨʦʡʢʝ ʘʙʟʘʮʘ ʠ ʝʛʦ ʨʘʟ-

ʤʝʱʝʥʠʷ ʦʪʥʦʩʠʪʝʣʴʥʦ ʩʦʩʝʜʥʠʭ ʘʙʟʘʮʝʚ. 

ɿʘʧʨʝʪ ʚʠʩʷʯʠʭ ʩʪʨʦʢ 

ɺʠʩʷʯʘʷ ʩʪʨʦʢʘ ïɻ ʪʦ ʩʪʨʦʢʘ ʘʙʟʘʮʘ, ʢʦʪʦʨʘʷ çʦʪʦʨʚʘʥʘè ʦʪ ʥʝʛʦ ʠ 

çʚʠʩʠʪè ʚ ʦʜʠʥʦʯʝʩʪʚʝ ʥʘ ʧʨʝʜʳʜʫʱʝʡ ʠʣʠ ʧʦʩʣʝʜʫʶʱʝʡ ʩʪʨʘʥʠʮʝ. 

ʆʪ ʚʠʩʷʯʠʭ ʩʪʨʦʢ ʩʣʝʜʫʝʪ ʠʟʙʘʚʣʷʪʴʩʷ. 

ʅʝ ʦʪʨʳʚʘʪʴ ʦʪ ʩʣʝʜʫʶʱʝʛʦ 

ʊʝʢʫʱʠʡ ʘʙʟʘʮ ʩʤʝʩʪʠʪʩʷ ʥʘ ʥʦʚʫʶ ʩʪʨʘʥʠʮʫ, ʝʩʣʠ ʩʣʝʜʫʶʱʠʡ 

ʟʘ ʥʠʤ ʘʙʟʘʮ ʦʪʦʙʨʘʞʘʝʪʩʷ ʥʘ ʥʦʚʦʡ ʩʪʨʘʥʠʮʝ. ʆʧʮʠʶ ʫʜʦʙʥʦ ʠʩʧʦʣʴ-

ʟʦʚʘʪʴ ʜʣʷ ʧʦʜʧʠʩʝʡ, ʥʘʧʨʠʤʝʨ, ʪʘʙʣʠʮ, ʟʘʛʦʣʦʚʢʦʚ. 

ʅʝ ʨʘʟʨʳʚʘʪʴ ʘʙʟʘʮ 

ʊʘʢʦʡ ʘʙʟʘʮ ʚʩʝʛʜʘ ʧʝʯʘʪʘʝʪʩʷ ʚ ʦʜʥʦʡ ʢʦʣʦʥʢʝ ʠʣʠ ʥʘ ʦʜʥʦʡ 

ʩʪʨʘʥʠʮʝ. ʇʦʣʝʟʥʘʷ ʬʫʥʢʮʠʷ ʜʣʷ ʦʬʦʨʤʣʝʥʠʷ ʟʘʛʦʣʦʚʢʦʚ, ʟʘʥʠʤʘʶ-

ʱʠʭ ʥʝʩʢʦʣʴʢʦ ʩʪʨʦʢ. 
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ʅʘʯʘʪʴ ʩ ʥʦʚʦʡ ʩʪʨʘʥʠʮʳ 

ʕʪʠʤ ʬʣʘʞʢʦʤ ʫʜʦʙʥʦ ʧʦʤʝʯʘʪʴ ʟʘʛʦʣʦʚʢʠ (ʥʘʧʨʠʤʝʨ, ʥʘʟʚʘʥʠʝ 

ʛʣʘʚ, ʯʘʩʪʝʡ), ʢʦʪʦʨʳʝ ʜʦʣʞʥʳ ʥʘʯʠʥʘʪʴʩʷ ʩ ʥʦʚʦʡ ʩʪʨʘʥʠʮʳ. 

ɺ ʨʝʞʠʤʝ ʥʝʧʝʯʘʪʘʝʤʳʭ ʟʥʘʢʦʚ ʯʝʨʥʳʡ ʢʚʘʜʨʘʪʠʢ ʦʙʦʟʥʘʯʘʝʪ, 

ʯʪʦ ʚ ʥʘʩʪʨʦʡʢʘʭ ʘʙʟʘʮʘ ʙʳʣʘ ʘʢʪʠʚʠʨʦʚʘʥʘ ʭʦʪʷ ʙʳ ʦʜʥʘ ʠʟ ʦʧʮʠʡ: 

¶ ʥʝ ʦʪʨʳʚʘʪʴ ʦʪ ʩʣʝʜʫʶʱʝʛʦ; 

¶ ʥʝ ʨʘʟʨʳʚʘʪʴ ʘʙʟʘʮ; 

¶ ʩ ʥʦʚʦʡ ʩʪʨʘʥʠʮʳ. 

ɿʘʧʨʝʪʠʪʴ ʘʚʪʦʤʘʪʠʯʝʩʢʠʡ ʧʝʨʝʥʦʩ ʩʣʦʚ 

ʏʘʱʝ ʚʩʝʛʦ ʵʪʘ ʦʧʮʠʷ ʠʩʧʦʣʴʟʫʝʪʩʷ ʜʣʷ ʘʙʟʘʮʘ ʜʣʠʥʥʦʛʦ ʟʘʛʦ-

ʣʦʚʢʘ (ʚ ʥʝʩʢʦʣʴʢʦ ʩʪʨʦʢ): ʚ ʧʦʣʠʛʨʘʬʠʠ ʧʝʨʝʥʦʩ ʩʣʦʚ ʚ ʟʘʛʦʣʦʚʢʘʭ ʥʝ 

ʧʨʠʥʷʪ. 

ȶɆɍɖɡɈ ɗɘɖɔɐɎ 

ɺ MS Word ʜʦʧʫʩʢʘʝʪʩʷ ʫʩʪʘʥʦʚʢʘ ʨʘʟʨʳʚʘ ʩʪʨʦʢʠ: ʦʥ ʧʝʨʝʚʦ-

ʜʠʪ ʢʫʨʩʦʨ ʥʘ ʥʦʚʫʶ ʩʪʨʦʢʫ, ʥʝ ʩʦʟʜʘʚʘʷ ʧʨʠ ʵʪʦʤ ʥʦʚʦʛʦ ʘʙʟʘʮʘ. 

ɼʣʷ ʨʘʟʨʳʚʘ ʩʪʨʦʢʠ ʠʩʧʦʣʴʟʫʝʪʩʷ ʢʦʤʙʠʥʘʮʠʷ ʢʣʘʚʠʰ 

Shift + Enter. 

 

ʈʠʩ. 1.21. ʇʨʠʥʫʜʠʪʝʣʴʥʳʡ ʨʘʟʨʳʚ ʩʪʨʦʢʠ ʚ ʘʙʟʘʮʝ. 

ʈʘʟʨʳʚ ʩʪʨʦʢʠ ʯʘʩʪʦ ʧʦʟʚʦʣʷʝʪ: 

¶ ʫʣʫʯʰʠʪʴ ʦʪʦʙʨʘʞʝʥʠʝ ʘʙʟʘʮʘ; 

¶ ʧʦʜʦʛʥʘʪʴ ʝʛʦ ʨʘʤʢʠ ʧʦʜ ʨʘʟʤʝʨ ʜʦʩʪʫʧʥʦʛʦ ʧʨʦʩʪʨʘʥʩʪʚʘ; 

¶ ʧʨʝʜʦʪʚʨʘʪʠʪʴ ʘʚʪʦʧʝʨʝʥʦʩ ʩʣʦʚʘ. 

ʇʨʠ ʵʪʦʤ ʛʠʙʢʦʩʪʴ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ ʪʘʢʦʛʦ ʘʙʟʘʮʘ ʫʭʫʜʰʘʝʪʩʷ. 
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ȳɋɖɆɍɖɡɈɓɡɏ ɕɖɔɇɋɑ 

ʅʝʨʘʟʨʳʚʥʳʡ ʧʨʦʙʝʣ ʤʝʞʜʫ ʜʚʫʤʷ ʩʠʤʚʦʣʘʤʠ (ʩʣʦʚʘʤʠ) 

ʧʨʝʜʦʪʚʨʘʱʘʝʪ ʧʝʯʘʪʴ ʵʪʠʭ ʩʠʤʚʦʣʦʚ (ʩʣʦʚ) ʚ ʨʘʟʥʳʭ ʩʪʨʦʢʘʭ [16]. 

ɼʣʷ ʫʩʪʘʥʦʚʢʠ ʥʝʨʘʟʨʳʚʥʦʛʦ ʧʨʦʙʝʣʘ ʠʩʧʦʣʴʟʫʝʪʩʷ ʢʦʤʙʠʥʘʮʠʷ 

Ctrl + Shift + ʇʨʦʙʝʣ. 

 

ʈʠʩ. 1.22. ʀʩʧʦʣʴʟʦʚʘʥʠʝ ʥʝʨʘʟʨʳʚʥʦʛʦ ʧʨʦʙʝʣʘ. 

ʅʝʨʘʟʨʳʚʥʳʡ ʧʨʦʙʝʣ ʯʘʩʪʦ ʠʩʧʦʣʴʟʫʶʪ, ʥʘʧʨʠʤʝʨ, ʧʨʠ ʦʧʠʩʘ-

ʥʠʠ ʌʀʆ, ʥʘʟʚʘʥʠʠ ʦʙʲʝʢʪʦʚ, ʘ ʪʘʢʞʝ ʧʦʜʧʠʩʝʡ ʩ ʯʠʩʣʘʤʠ (ʥʘʧʨʠʤʝʨ: 

ʨʠʩ. 1, ʪʝʦʨʝʤʘ 5.1 ʠ ʪ.ʜ.). 

1.2.3  ȸɆɇəɑɥɘɔɖɡ 

ȶɆɇɔɘɆ ɗ ɘɆɇəɑɥɘɔɖɆɒɎ Ɉ MS Word  

ʊʘʙʫʣʷʪʦʨ ï ʵʪʦ ʫʢʘʟʘʪʝʣʴ ʦʧʨʝʜʝʣʝʥʥʦʛʦ ʧʦʣʦʞʝʥʠʷ ʢʫʨʩʦʨʘ ʚ 

ʩʪʨʦʢʝ [13]. 

ʊʘʙʫʣʷʪʦʨʳ ʧʦʟʚʦʣʷʶʪ ʚʳʨʘʚʥʠʚʘʪʴ ʩʦʜʝʨʞʠʤʦʝ ʥʝʩʢʦʣʴʢʠʭ 

ʩʪʨʦʢ ʧʦ ʫʢʘʟʘʥʥʦʤʫ ʦʪʩʪʫʧʫ. ʉ ʧʦʤʦʱʴʶ ʪʘʙʫʣʷʪʦʨʘ ʤʦʞʥʦ ʦʨʛʘʥʠ-

ʟʦʚʘʪʴ ʪʘʙʣʠʯʥʦʝ ʧʦʩʪʨʦʝʥʠʝ ʪʝʢʩʪʘ ʙʝʟ ʚʩʪʘʚʢʠ ʩʘʤʦʡ ʪʘʙʣʠʮʳ, ʘ 
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ʪʘʢʞʝ ʧʦʜʨʘʚʥʷʪʴ ʯʘʩʪʴ ʪʝʢʩʪʘ ʦʪʥʦʩʠʪʝʣʴʥʦ ʦʧʨʝʜʝʣʝʥʥʦʛʦ ʤʝʩʪʘ 

ʩʪʨʦʢʠ, ʥʝ ʧʨʠʙʝʛʘʷ ʢ ʧʨʦʙʝʣʘʤ. 

ɺ ʯʘʩʪʥʦʩʪʠ ʪʘʙʫʣʷʪʦʨʳ ʠʩʧʦʣʴʟʫʶʪʩʷ ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʜʣʷ 

ʦʬʦʨʤʣʝʥʠʷ ʩʧʠʩʢʦʚ. 

¶ ɼʣʷ ʫʩʪʘʥʦʚʢʠ ʧʦʣʦʞʝʥʠʷ ʪʘʙʫʣʷʪʦʨʘ ʱʝʣʢʥʠʪʝ ʃʂʄ ʥʘ 

ʣʠʥʝʡʢʝ (ʧʦʷʚʠʪʩʷ ʯʝʨʥʳʡ ʫʛʦʣʦʢ). ɿʘʞʘʚ ʃʂʄ ʪʘʙʫʣʷʪʦʨ 

ʤʦʞʥʦ ʩʤʝʩʪʠʪʴ ʚʣʝʚʦ/ʚʧʨʘʚʦ. 

¶ ɼʣʷ ʩʤʝʱʝʥʠʷ ʢʫʨʩʦʨʘ ʚ ʩʪʨʦʢʝ ʢ ʧʦʣʦʞʝʥʠʶ ʩʦʦʪʚʝʪʩʪʚʫ-

ʶʱʝʛʦ ʪʘʙʫʣʷʪʦʨʘ ʥʘʞʠʤʘʡʪʝ ʢʣʘʚʠʰʫ Tab. 

¶ ɼʣʷ ʫʜʘʣʝʥʠʷ ʪʘʙʫʣʷʪʦʨʘ ʥʘʚʝʜʠʪʝ ʥʘ ʥʝʛʦ ʢʫʨʩʦʨ, ʟʘʞʤʠʪʝ 

ʃʂʄ ʠ ʩʤʝʩʪʠʪʝ ʢʫʨʩʦʨ ʚʥʠʟ. 

 

ʈʠʩ. 1.23. ʀʩʧʦʣʴʟʦʚʘʥʠʝ ʪʘʙʫʣʷʪʦʨʦʚ ʜʣʷ ʚʳʨʘʚʥʠʚʘʥʠʷ ʪʝʢʩʪʘ ʚ ʢʦʣʦʥʢʠ 

ʠ ʠʭ ʦʪʦʙʨʘʞʝʥʠʝ ʚ ʨʝʞʠʤʝ ʥʝʧʝʯʘʪʘʝʤʳʭ ʟʥʘʢʦʚ. 

ȶɋɌɎɒɡ ɘɆɇəɑɥɘɔɖɆ 

ʇʦ ʫʤʦʣʯʘʥʠʶ ʪʘʙʫʣʷʪʦʨ ʚʳʨʘʚʥʠʚʘʝʪ ʪʝʢʩʪ ʧʦ ʣʝʚʦʤʫ ʢʨʘʶ. 

ʆʜʥʘʢʦ ʜʦʧʫʩʢʘʶʪʩʷ ʠ ʜʨʫʛʠʝ ʨʝʞʠʤʳ ʪʘʙʫʣʷʮʠʠ. 
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ɼʣʷ ʫʩʪʘʥʦʚʢʠ ʥʫʞʥʦʛʦ ʨʝʞʠʤʘ ʱʝʣʢʘʡʪʝ ʃʂʄ ʥʘ ʩʠʤʚʦʣʝ: 

 ï ʧʦ ʣʝʚʦʤʫ ʢʨʘʶ; 

 ï ʧʦ ʮʝʥʪʨʫ; 

 ï ʧʦ ʧʨʘʚʦʤʫ ʢʨʘʶ; 

 ï ʧʦ ʜʝʩʷʪʠʯʥʦʤʫ ʨʘʟʜʝʣʠʪʝʣʶ ʯʠʩʣʘ; 

 ï ʚʝʨʪʠʢʘʣʴʥʘʷ ʯʝʨʪʘ ʥʘ ʚʩʶ ʚʳʩʦʪʫ ʩʪʨʦʢʠ (ʦʙʳʯʥʦ ʦʪʜʝʣʷʝʪ 

ʦʜʥʫ ʢʦʣʦʥʢʫ ʪʘʙʣʠʮʳ ʦʪ ʜʨʫʛʦʡ); 

 ï ʘʥʘʣʦʛʠ ʢʨʘʩʥʦʡ ʩʪʨʦʢʠ ʠ ʦʪʩʪʫʧʘ ʦʩʪʘʣʴʥʳʭ ʩʪʨʦʢ. 

 

ʈʠʩ. 1.24. ɺʳʙʦʨ ʨʝʞʠʤʘ ʚʳʨʘʚʥʠʚʘʥʠʷ ʪʘʙʫʣʷʪʦʨʘ. 

ʅʘ ʩʣʝʜʫʶʱʝʤ ʧʨʠʤʝʨʝ ʧʦʢʘʟʘʥʘ ʨʘʙʦʪʘ ʨʘʟʥʳʭ ʪʘʙʫʣʷʪʦʨʦʚ. 

 

ʈʠʩ. 1.25. ʈʘʙʦʪʘ ʨʘʟʥʳʭ ʪʘʙʫʣʷʪʦʨʦʚ. 
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ȸɔɝɓɆɥ ɓɆɗɘɖɔɏɐɆ 

ɼʚʘʞʜʳ ʱʝʣʢʥʫʚ ʃʂʄ ʧʦ ʪʘʙʫʣʷʪʦʨʫ, ʦʪʢʨʳʚʘʝʪʩʷ ʢʦʥʪʝʢʩʪʥʦʝ 

ʤʝʥʶ: 

 

ʈʠʩ. 1.26. ʂʦʥʪʝʢʩʪʥʦʝ ʤʝʥʶ ʊʘʙʫʣʷʮʠʷ. 

ɺ ʩʧʠʩʢʝ ʙʫʜʫʪ ʧʝʨʝʯʠʩʣʝʥʳ ʚʩʝ ʩʤʝʱʝʥʠʷ ʪʘʙʫʣʷʪʦʨʦʚ ʜʣʷ ʪʝ-

ʢʫʱʝʛʦ ʘʙʟʘʮʘ; ʠʭ ʤʦʞʥʦ ʫʩʪʘʥʘʚʣʠʚʘʪʴ ʪʦʯʥʳʤʠ ʟʥʘʯʝʥʠʷʤʠ. ʂʨʦʤʝ 

ʪʦʛʦ, ʤʝʞʜʫ ʩʦʩʝʜʥʠʤʠ ʪʘʙʫʣʷʪʦʨʘʤʠ ʤʦʞʥʦ ʫʩʪʘʥʦʚʠʪʴ ʠ  

ʟʘʧʦʣʥʠʪʝʣʠ. 

 

Ƀɘɔ ɕɔɑɋɍɓɔ ɍɓɆɘɢ! 

ʊʘʙʫʣʷʪʦʨʳ ʨʘʮʠʦʥʘʣʴʥʦ ʠʩʧʦʣʴʟʦʚʘʪʴ ʚ ʟʘʛʦʣʦʚʢʘʭ ʜʣʷ ʦʪʜʝ-

ʣʝʥʠʷ ʥʦʤʝʨʘ ʠ ʪʝʢʩʪʘ. 

ʕʪʦ ʝʱʝ ʠ ʚʘʞʥʦ ʧʦʪʦʤʫ, ʯʪʦ ʧʨʠ ʛʝʥʝʨʘʮʠʠ ʦʛʣʘʚʣʝʥʠʷ ʧʦʷʚ-

ʣʷʝʪʩʷ ʙʦʣʴʰʝ ʚʦʟʤʦʞʥʦʩʪʝʡ ʜʣʷ ʝʛʦ ʢʘʯʝʩʪʚʝʥʥʦʛʦ  

ʦʬʦʨʤʣʝʥʠʷ. 
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ʈʠʩ. 1.27. ʊʘʙʫʣʷʪʦʨʳ ʠʩʧʦʣʴʟʫʶʪʩʷ ʚ ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʛʝʥʝʨʠʨʫʝʤʦʤ ʦʛʣʘʚʣʝʥʠʠ 

ʧʨʠ ʚʳʨʘʚʥʠʚʘʥʠʠ ʥʦʤʝʨʦʚ ʨʫʙʨʠʢ ʠ ʫʩʪʘʥʦʚʢʝ ʟʘʧʦʣʥʠʪʝʣʝʡ (ʪʦʯʝʢ). 
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Ȩɔɕɖɔɗɡ Ɋɑɥ ɗɆɒɔɕɖɔɈɋɖɐɎ 

1. ʇʝʨʝʯʠʩʣʠʪʝ ʦʩʥʦʚʥʳʝ ʚʦʟʤʦʞʥʦʩʪʠ MS Word ʧʦ ʥʘʩʪʨʦʡʢʝ 

ʰʨʠʬʪʘ. 

2. ɼʣʷ ʯʝʛʦ ʠʩʧʦʣʴʟʫʝʪʩʷ ʨʝʞʠʤ ʥʝʧʝʯʘʪʘʝʤʳʭ ʟʥʘʢʦʚ? 

3. ʂʘʢʠʤ ʦʙʨʘʟʦʤ ʥʘʩʪʨʦʠʪʴ ʦʪʩʪʫʧʳ ʘʙʟʘʮʘ? 

4. ʇʝʨʝʯʠʩʣʠʪʝ ʥʘʟʥʘʯʝʥʠʝ ʦʧʮʠʡ ʚ ʨʘʟʜʝʣʝ çʇʦʣʦʞʝʥʠʝ ʥʘ 

ʩʪʨʘʥʠʮʝè. 

5. ɼʣʷ ʯʝʛʦ ʠʩʧʦʣʴʟʫʝʪʩʷ ʩʠʤʚʦʣ ʪʘʙʫʣʷʮʠʠ? 

ȵɖɆɐɘɎɐəɒ 

1.  ȶɆɇɔɘɆ ɗ ɞɖɎɚɘɔɒ 

1. ʉʦʟʜʘʡʪʝ ʥʦʚʳʡ ʜʦʢʫʤʝʥʪ MS Word ʩ ʥʘʟʚʘʥʠʝʤ çʐʨʠʬ-

ʪʳ.docxè. 

2. ʅʘʙʝʨʠʪʝ ʩʚʦʶ ʬʘʤʠʣʠʶ, ʠʤʷ ʠ ʦʪʯʝʩʪʚʦ. 

 

ʈʠʩ. 1.28. ʈʘʙʦʪʘ ʩ ʰʨʠʬʪʦʤ: ʰʘʛ 1. 

3. ɺʳʜʝʣʠʪʝ ʩʪʨʦʢʫ. ʉʢʦʧʠʨʫʡʪʝ ʝʝ. 

4. ʅʘʞʤʠʪʝ ʢʣʘʚʠʰʫ Enter ʜʣʷ ʧʝʨʝʭʦʜʘ ʥʘ ʥʦʚʫʶ ʩʪʨʦʢʫ. 

ɺʩʪʘʚʴʪʝ ʩʢʦʧʠʨʦʚʘʥʥʳʡ ʪʝʢʩʪ 9 ʨʘʟ. 
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ʈʠʩ. 1.29. ʈʘʙʦʪʘ ʩ ʰʨʠʬʪʦʤ: ʰʘʛ 2. 

5. ɺʳʜʝʣʠʪʝ ʚʝʩʴ ʪʝʢʩʪ. ʋʩʪʘʥʦʚʠʪʝ ʝʤʫ ʰʨʠʬʪ Times New 

Roman, ʨʘʟʤʝʨ ï 14 ʧʪ. 

6. ʀʩʧʦʣʴʟʫʷ ʢʦʥʪʝʢʩʪʥʦʝ ʤʝʥʶ ʥʘʩʪʨʦʡʢʠ ʰʨʠʬʪʘ ʦʬʦʨʤʠʪʝ 

ʢʘʞʜʫʶ ʩʪʨʦʢʫ ʪʘʢ, ʢʘʢ ʧʦʢʘʟʘʥʦ ʥʘ ʠʟʦʙʨʘʞʝʥʠʠ (ʦʨʠʝʥʪʠ-

ʨʫʡʪʝʩʴ ʥʘ ʧʦʜʩʢʘʟʢʠ): 

 

ʈʠʩ. 1.30. ʈʘʙʦʪʘ ʩ ʰʨʠʬʪʦʤ: ʰʘʛ 3. 
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2.  ȶɆɇɔɘɆ ɗ ɆɇɍɆɜɆɒɎ 

ɿʘʜʘʥʠʝ 1 

1. ʉʦʟʜʘʡʪʝ ʜʦʢʫʤʝʥʪ ʥʦʚʳʡ ʜʦʢʫʤʝʥʪ çɸʙʟʘʮʳ.docxè. 

2. ʅʘʙʝʨʠʪʝ (ʩʢʦʧʠʨʫʡʪʝ ʠʟ ʵʣʝʢʪʨʦʥʥʦʛʦ ʢʘʪʘʣʦʛʘ) ʪʝʢʩʪ ʚ ʩʦ-

ʟʜʘʥʥʳʡ ʜʦʢʫʤʝʥʪ. 

3. ʆʬʦʨʤʠʪʝ ʪʝʢʩʪ ʧʦ ʩʣʝʜʫʶʱʠʤ ʪʨʝʙʦʚʘʥʠʷʤ (ʨʝʟʫʣʴʪʘʪ 

ʠʟʦʙʨʘʞʝʥ ʥʘ ʨʠʩ. 1.31): 

a. ʦʩʥʦʚʥʦʡ ʪʝʢʩʪ ï ʰʨʠʬʪ Cambria, 14 ʧʪ, ʚʳʨʘʚʥʠʚʘʥʠʝ 

ʧʦ ʰʠʨʠʥʝ; ʠʥʪʝʨʣʠʥʴʷʞ 1.25, ʢʨʘʩʥʘʷ ʩʪʨʦʢʘ 0.8 ʩʤ, 

ʦʪʩʪʫʧ ʚʥʠʟʫ ʘʙʟʘʮʘ ï 6 ʧʪ; 

b. ʟʘʛʦʣʦʚʢʠ ï ʰʨʠʬʪ Arial, 18 ʧʪ, ʞʠʨʥʳʡ, ʚʳʨʘʚʥʠʚʘʥʠʝ 

ʧʦ ʣʝʚʦʤʫ ʢʨʘʶ; ʠʥʪʝʨʣʠʥʴʷʞ ï 1.0, ʦʪʩʪʫʧ ʘʙʟʘʮʘ ʩʣʝ-

ʚʘ ï 0.8 ʩʤ, ʠʥʪʝʨʚʘʣ ʩʚʝʨʭʫ ʘʙʟʘʮʘ ï 36 ʧʪ, ʩʥʠʟʫ ï 

12 ʧʪ, ʟʘʧʨʝʪʠʪʴ ʨʘʟʨʳʚ ʟʘʛʦʣʦʚʢʘ. 

c. ɼʣʷ ʦʬʦʨʤʣʝʥʠʷ ʩʧʠʩʢʘ ʠʩʧʦʣʴʟʦʚʘʪʴ ʩʦʦʪʚʝʪʩʪʚʫʶ-

ʱʫʶ ʬʫʥʢʮʠʶ. 

ɿʘʜʘʥʠʝ 2 

1. ʉʢʦʧʠʨʫʡʪʝ ʬʘʡʣ çʈʝʞʠʤ ʥʝʧʝʯʘʪʘʝʤʳʭ ʟʥʘʢʦʚ.docxè (ʜʦ-

ʧʫʩʢʘʝʪʩʷ ʨʘʙʦʪʘ ʩ ʣʶʙʳʤ ʪʝʢʩʪʦʤ, ʩʢʦʧʠʨʦʚʘʥʥʳʤ ʠʟʚʥʝ). 

2. ɺʢʣʶʯʠʪʝ ʨʝʞʠʤ ʥʝʧʝʯʘʪʘʝʤʳʭ ʟʥʘʢʦʚ. 

3. ʋʜʘʣʠʪʝ ʧʫʩʪʳʝ ʘʙʟʘʮʳ, ʣʠʰʥʠʝ ʧʨʦʙʝʣʳ, ʥʝʫʤʝʩʪʥʳʝ ʨʘʟ-

ʨʳʚʳ ʩʪʨʦʢ ʠ ʪʘʙʫʣʷʮʠʶ. ʊʘʢʞʝ ʧʦʧʨʘʚʴʪʝ, ʛʜʝ ʪʨʝʙʫʝʪʩʷ, 

ʦʬʦʨʤʣʝʥʠʝ ʪʝʢʩʪʘ, ʥʝʢʦʨʨʝʢʪʥʳʝ ʦʪʩʪʫʧʳ ʘʙʟʘʮʝʚ ʠ ʚ 

ʩʧʠʩʢʘʭ. 

4. ʆʨʠʝʥʪʠʨʫʡʪʝʩʴ ʥʘ ʨʝʟʫʣʴʪʘʪ, ʠʟʦʙʨʘʞʝʥʥʳʡ ʥʘ ʨʠʩ. 1.32. 



40 

 

ʈʠʩ. 1.31. ʈʘʙʦʪʘ ʩ ʘʙʟʘʮʘʤʠ: ʦʞʠʜʘʝʤʳʡ ʨʝʟʫʣʴʪʘʪ ʜʣʷ ʟʘʜʘʥʠʷ 1. 
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ʈʠʩ. 1.32. ʈʘʙʦʪʘ ʩ ʘʙʟʘʮʘʤʠ: ʦʞʠʜʘʝʤʳʡ ʨʝʟʫʣʴʪʘʪ ʜʣʷ ʟʘʜʘʥʠʷ 2. 
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3. ȶɆɇɔɘɆ ɗ ɘɆɇəɑɥɘɔɖɆɒɎ 

ʆʬʦʨʤʠʪʝ ʩʣʝʜʫʶʱʠʡ ʜʦʢʫʤʝʥʪ, ʠʩʧʦʣʴʟʫʷ ʪʘʙʫʣʷʪʦʨʳ. 

 

ʈʠʩ. 1.33. ʈʘʙʦʪʘ ʩ ʪʘʙʫʣʷʪʦʨʘʤʠ: ʦʞʠʜʘʝʤʳʡ ʨʝʟʫʣʴʪʘʪ. 

1.3  ȳɆɗɘɖɔɏɐɆ ɗɘɖɆɓɎɜɡ Ɏ ɋɋ ɣɑɋɒɋɓɘɔɈ 

1.3.1  ȵɆɖɆɒɋɘɖɡ ɗɘɖɆɓɎɜɡ 

ʇʦ ʫʤʦʣʯʘʥʠʶ ʨʝʜʘʢʪʦʨ MS Word ʫʩʪʘʥʘʚʣʠʚʘʝʪ ʚʩʝʤ ʩʪʨʘʥʠ-

ʮʘʤ ʧʘʨʘʤʝʪʨʳ ʣʠʩʪʘ ʬʦʨʤʘʪʘ A4 (ʪ.ʝ. ʣʠʩʪ ʠʤʝʝʪ ʰʠʨʠʥʫ 21 ʩʤ ʠ 

ʜʣʠʥʫ 29,7 ʩʤ). ʆʜʥʘʢʦ ʨʘʟʤʝʨʳ ʣʠʩʪʘ ʤʦʛʫʪ ʙʳʪʴ ʠʟʤʝʥʝʥʳ ʧʦʣʴʟʦ-

ʚʘʪʝʣʝʤ. ʇʨʠ ʵʪʦʤ ʚʦʟʤʦʞʥʦ ʨʘʟʙʠʝʥʠʝ ʜʦʢʫʤʝʥʪʘ ʥʘ ʥʝʩʢʦʣʴʢʦ ʨʘʟ-
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ʜʝʣʦʚ, ʢʘʞʜʳʡ ʠʟ ʢʦʪʦʨʳʭ ʜʦʧʫʩʢʘʝʪ ʫʩʪʘʥʦʚʢʫ ʩʚʦʠʭ ʧʘʨʘʤʝʪʨʦʚ 

ʩʪʨʘʥʠʮ [10]. 

ʌʫʥʢʮʠʠ ʜʣʷ ʥʘʩʪʨʦʡʢʠ ʨʘʟʤʝʨʘ ʠ ʦʨʠʝʥʪʘʮʠʠ ʣʠʩʪʦʚ, ʧʦʣʝʡ 

ʨʘʩʧʦʣʘʛʘʶʪʩʷ ʚ ʛʨʫʧʧʝ ʇʘʨʘʤʝʪʨʳ ʩʪʨʘʥʠʮʳ, ʥʘ ʚʢʣʘʜʢʝ ʈʘʟʤʝʪʢʘ 

ʩʪʨʘʥʠʮʳ.  

 

ʈʠʩ. 1.34. ʌʫʥʢʮʠʠ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ ʧʘʨʘʤʝʪʨʦʚ ʩʪʨʘʥʠʮʳ. 

ɺʪʦʨʦʡ ʩʧʦʩʦʙ ʥʘʩʪʨʦʡʢʠ ʫʢʘʟʘʥʥʳʭ ʧʘʨʘʤʝʪʨʦʚ ï ʚʳʟʦʚ ʢʦʥ-

ʪʝʢʩʪʥʦʛʦ ʤʝʥʶ ʇʘʨʘʤʝʪʨʳ ʩʪʨʘʥʠʮʳ: ʜʣʷ ʵʪʦʛʦ ʥʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ 

 ʠʣʠ ʜʚʘʞʜʳ ʱʝʣʢʥʠʪʝ ʃʂʄ ʧʦ ʩʝʨʦʡ ʦʙʣʘʩʪʠ ʧʦʣʝʡ (ʥʘ ʣʠʥʝʡʢʝ): 

 

ʈʠʩ. 1.35. ʂʦʥʪʝʢʩʪʥʦʝ ʤʝʥʶ ʇʘʨʘʤʝʪʨʳ ʩʪʨʘʥʠʮʳ. 
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ȵɔɑɥ ɗɘɖɆɓɎɜɡ 

ɺʢʣʘʜʢʘ ʇʦʣʷ ʤʝʥʶ ʇʘʨʘʤʝʪʨʳ ʩʪʨʘʥʠʮ ʧʦʟʚʦʣʷʝʪ ʥʘʩʪʨʦʠʪʴ 

ʪʦʯʥʳʝ ʟʥʘʯʝʥʠʷ ʦʪʩʪʫʧʦʚ ʧʦʣʝʡ ʩʪʨʘʥʠʮʳ. ʅʘ ʧʦʣʷʭ ʩʦʜʝʨʞʠʤʦʝ 

ʩʪʨʘʥʠʮʳ ʧʝʯʘʪʘʪʴʩʷ ʥʝ ʙʫʜʝʪ. 

ɺ ʩʣʫʯʘʝ ʦʬʦʨʤʣʝʥʠʷ ʢʥʠʛʠ ʠʣʠ ʙʨʦʰʶʨʳ ʤʦʞʝʪ ʧʦʪʨʝʙʦʚʘʪʴʩʷ 

ʫʯʠʪʳʚʘʪʴ ʦʪʩʪʫʧʳ ʜʣʷ ʧʝʨʝʧʣʝʪʘ. ɺ ʨʘʟʜʝʣʝ ʉʪʨʘʥʠʮʳ ʜʦʧʫʩʢʘʝʪʩʷ 

ʚʙrʦʨ ʨʝʞʠʤʘ ʨʘʟʙʠʝʥʠʷ ʩʦʜʝʨʞʠʤʦʛʦ ʥʘ ʩʪʨʘʥʠʮʳ. 

 

ʈʠʩ. 1.36. ʅʘʩʪʨʦʡʢʘ ʧʦʣʝʡ ʩʪʨʘʥʠʮʳ. 

ʆʢʥʦ ʥʘʩʪʨʦʡʢʠ ʧʦʣʝʡ ʪʘʢʞʝ ʤʦʞʥʦ ʘʢʪʠʚʠʨʦʚʘʪʴ ʧʦ ʥʘʞʘʪʠʶ 

ʥʘ ʢʥʦʧʢʫ ʇʦʣʷ: 

 

ʈʠʩ. 1.37. ʌʫʥʢʮʠʷ ʇʦʣʷ. 

ɺ ʵʪʦʤ ʩʣʫʯʘʝ ʥʫʞʥʦ ʚʳʙʨʘʪʴ ʧʫʥʢʪ ʅʘʩʪʨʘʠʚʘʝʤʳʝ ʧʦʣʷ. 
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ȶɆɍɒɋɖ Ɏ ɔɖɎɋɓɘɆɜɎɥ ɗɘɖɆɓɎɜɡ 

ʅʘ ʚʢʣʘʜʢʝ ʈʘʟʤʝʨ ʙʫʤʘʛʠ ʤʦʞʥʦ ʫʢʘʟʘʪʴ ʬʦʨʤʘʪ ʣʠʩʪʘ, ʨʘʟʤʝ-

ʨʳ ʙʫʜʫʪ ʚʟʷʪʳ ʩʦʛʣʘʩʥʦ ʝʛʦ ʩʪʘʥʜʘʨʪʫ. ɽʩʣʠ ʪʨʝʙʫʝʪʩʷ ʫʩʪʘʥʦʚʠʪʴ 

ʥʝʩʪʘʥʜʘʨʪʥʳʝ ʧʘʨʘʤʝʪʨʳ ʰʠʨʠʥʳ ʠ ʚʳʩʦʪʳ ʣʠʩʪʘ, ʠʟʤʝʥʠʪʝ ʠʭ ʟʥʘ-

ʯʝʥʠʷ ʚʨʫʯʥʫʶ. 

 

ʈʠʩ. 1.38. ʅʘʩʪʨʦʡʢʘ ʨʘʟʤʝʨʦʚ ʩʪʨʘʥʠʮʳ. 

ʊʘʢʞʝ ʥʘʩʪʨʦʠʪʴ ʨʘʟʤʝʨ ʣʠʩʪʘ ʤʦʞʥʦ ʥʘʞʘʪʠʝʤ ʥʘ ʢʥʦʧʢʫ  

ʈʘʟʤʝʨ / ɼʨʫʛʠʝ ʨʘʟʤʝʨʳ ʩʪʨʘʥʠʮʳ. 

 

ʈʠʩ. 1.39. ʌʫʥʢʮʠʷ ʈʘʟʤʝʨ. 

ʏʪʦʙʳ ʠʟʤʝʥʠʪʴ ʦʨʠʝʥʪʘʮʠʶ ʣʠʩʪʘ, ʤʦʞʥʦ ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ ʦʧ-

ʮʠʝʡ ʆʨʠʝʥʪʘʮʠʷ ʥʘ ʚʢʣʘʜʢʝ ʇʦʣʷ (ʩʤ. ʨʠʩ. 1.36) ʠʣʠ ʬʫʥʢʮʠʝʡ ʆʨʠ-

ʝʥʪʘʮʠʷ ʥʘ ʛʣʘʚʥʦʡ ʧʘʥʝʣʠ ʤʝʥʶ: 
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ʈʠʩ. 1.40. ʉʤʝʥʘ ʦʨʠʝʥʪʘʮʠʠ ʩʪʨʘʥʠʮʳ. 

Ƀɘɔ ɕɔɑɋɍɓɔ ɍɓɆɘɢ! 

ʀʟʤʝʥʝʥʠʝ ʧʘʨʘʤʝʪʨʦʚ ʩʪʨʘʥʠʮʳ ʜʝʡʩʪʚʫʝʪ ʚ ʨʘʤʢʘʭ ʪʝʢʫʱʝ-

ʛʦ ʨʘʟʜʝʣʘ ʜʦʢʫʤʝʥʪʘ (ʧʦ ʫʤʦʣʯʘʥʠʶ ʦʥ ʦʜʠʥ), ʪ.ʝ. ʨʘʩʧʨʦ-

ʩʪʨʘʥʷʝʪʩʷ ʥʘ ʚʩʝ ʩʪʨʘʥʠʮʳ ʨʘʟʜʝʣʘ. ʇʨʠ ʩʦʟʜʘʥʠʠ ʥʦʚʳʭ ʨʘʟ-

ʜʝʣʦʚ ʧʘʨʘʤʝʪʨʳ ʤʦʞʥʦ ʤʝʥʷʪʴ. 

1.3.2  ȶɆɍɊɋɑɡ Ɏ ɖɆɍɖɡɈɡ ɗɘɖɆɓɎɜ 

ʈʘʟʙʠʝʥʠʝ ʜʦʢʫʤʝʥʪʘ ʥʘ ʥʝʩʢʦʣʴʢʦ ʨʘʟʜʝʣʦʚ ʧʦʟʚʦʣʷʝʪ ʦʬʦʨʤ-

ʣʷʪʴ ʢʘʞʜʳʡ ʨʘʟʜʝʣ ʦʪʜʝʣʴʥʦ (ʥʘʧʨʠʤʝʨ, ʫʩʪʘʥʘʚʣʠʚʘʪʴ ʨʘʟʥʫʶ ʦʨʠ-

ʝʥʪʘʮʠʶ ʠ ʨʘʟʤʝʨ ʣʠʩʪʦʚ, ʥʫʤʝʨʘʮʠʶ, ʢʦʣʦʥʪʠʪʫʣʳ ʠ ʪ.ʜ.) [10]. 

 

Ƀɘɔ ɈɆɌɓɔ ɍɓɆɘɢ! 

ʆʩʫʱʝʩʪʚʣʷʡʪʝ ʨʘʟʙʠʝʥʠʝ ʥʘ ʨʘʟʜʝʣʳ ʚ ʨʝʞʠʤʝ ʥʝʧʝʯʘʪʘʝʤʳʭ 

ʟʥʘʢʦʚ! ʆʥ ʧʦʟʚʦʣʠʪ ʦʪʩʣʝʞʠʚʘʪʴ ʛʨʘʥʠʮʳ ʨʘʟʜʝʣʦʚ. 

ȳɔɈɆɥ ɗɘɖɆɓɎɜɆ 

ʆʧʮʠʷ ʉʪʨʘʥʠʮʘ ʬʫʥʢʮʠʠ ʈʘʟʨʳʚʳ ʦʩʫʱʝʩʪʚʣʷʝʪ ʧʝʨʝʭʦʜ ʥʘ 

ʥʦʚʫʶ ʩʪʨʘʥʠʮʫ, ʧʨʠ ʵʪʦʤ ʥʦʚʳʡ ʨʘʟʜʝʣ ʥʝ ʩʦʟʜʘʝʪʩʷ (ʪ.ʝ. ʧʘʨʘʤʝʪʨʳ 

ʩʣʝʜʫʶʱʠʭ ʩʪʨʘʥʠʮ ʦʩʪʘʶʪʩʷ ʪʘʢʠʤʠ ʞʝ). 

 

ʈʠʩ. 1.41. ʇʝʨʝʚʦʜ ʢʫʨʩʦʨʘ ʥʘ ʥʦʚʫʶ ʩʪʨʘʥʠʮʫ. 
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ɺ ʨʝʞʠʤʝ ʥʝʧʝʯʘʪʘʝʤʳʭ ʟʥʘʢʦʚ ʨʘʟʨʳʚ ʩʪʨʘʥʠʮʳ ʦʙʦʟʥʘʯʘʝʪʩʷ 

ʩʠʤʚʦʣʦʤ, ʠʟʦʙʨʘʞʝʥʥʳʤ ʥʘ ʨʠʩ. 1.42. 

 

ʈʠʩ. 1.42. ʉʠʤʚʦʣ ʨʘʟʨʳʚʘ ʩʪʨʘʥʠʮʳ. 

ʇʝʨʝʜ ʨʘʟʨʳʚʦʤ ʧʨʠ ʥʝʦʙʭʦʜʠʤʦʩʪʠ ʤʦʞʥʦ ʜʦʙʘʚʠʪʴ (ʣʠʙʦ ʫʜʘ-

ʣʠʪʴ) ʪʝʢʩʪ, ʧʨʠ ʵʪʦʤ ʩʦʜʝʨʞʠʤʦʝ ʧʦʩʣʝ ʨʘʟʨʳʚʘ ʙʫʜʝʪ ʚ ʣʶʙʦʤ ʩʣʫ-

ʯʘʝ ʥʘʯʘʪʦ ʩ ʥʦʚʦʡ ʩʪʨʘʥʠʮʳ. 

 

Ƀɘɔ ɈɆɌɓɔ ɍɓɆɘɢ! 

ʅʝ ʩʜʚʠʛʘʡʪʝ ʩʦʜʝʨʞʠʤʦʝ ʥʘ ʥʦʚʫʶ ʩʪʨʘʥʠʮʫ ʥʘʞʘʪʠʝʤ ʢʣʘ-

ʚʠʰʠ Enter! ʅʝʙʦʣʴʰʦʝ ʠʟʤʝʥʝʥʠʝ ʚ ʥʘʩʪʨʦʡʢʘʭ ʰʨʠʬʪʘ ʠʣʠ 

ʩʦʜʝʨʞʠʤʦʤ çʩʜʚʠʥʝʪè ʨʘʟʤʝʪʢʫ ʠ ʧʦʪʨʝʙʫʝʪʩʷ ʥʘʩʪʨʘʠʚʘʪʴ 

ʧʝʨʝʭʦʜʳ ʟʘʥʦʚʦ. ɺʩʝʛʜʘ ʠʩʧʦʣʴʟʫʡʪʝ ʜʣʷ ʵʪʠʭ ʮʝʣʝʡ ʨʘʟʨʳʚ 

ʩʪʨʘʥʠʮʳ. 

ȶɆɍɖɡɈɡ ɖɆɍɊɋɑɔɈ 

MS Word ʧʦʜʜʝʨʞʠʚʘʝʪ ʥʝʩʢʦʣʴʢʦ ʚʘʨʠʘʥʪʦʚ ʨʘʟʨʳʚʘ 

ʨʘʟʜʝʣʦʚ [12,14]. ɺ ʨʝʞʠʤʝ ʥʝʧʝʯʘʪʘʝʤʳʭ ʟʥʘʢʦʚ ʨʘʟʨʳʚ ʨʘʟʜʝʣʘ ʦʙʦ-

ʟʥʘʯʘʝʪʩʷ ʩʣʝʜʫʶʱʠʤ ʩʠʤʚʦʣʦʤ: 

 

 

ʈʠʩ. 1.43. ʉʠʤʚʦʣ ʨʘʟʨʳʚʘ ʨʘʟʜʝʣʘ ʠ ʨʝʞʠʤʳ ʨʘʟʜʝʣʘ. 
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ʉʣʝʜʫʶʱʘʷ ʩʪʨʘʥʠʮʘ 

ʅʘʯʠʥʘʝʪ ʨʘʟʜʝʣ ʩ ʥʦʚʦʡ ʩʪʨʘʥʠʮʳ. ʂʘʢ ʠ ʚ ʩʣʫʯʘʝ ʨʘʟʨʳʚʘ 

ʩʪʨʘʥʠʮʳ, ʧʝʨʝʥʦʩʠʪ ʢʫʨʩʦʨ ʥʘ ʥʦʚʫʶ ʩʪʨʘʥʠʮʫ. ʂʨʦʤʝ ʪʦʛʦ, ʚ ʵʪʦʤ 

ʩʣʫʯʘʝ ʧʨʠ ʠʟʤʝʥʝʥʠʠ ʨʘʟʤʝʨʦʚ ʠʣʠ ʦʨʠʝʥʪʘʮʠʠ ʣʠʩʪʘ ʚ ʥʦʚʦʤ ʨʘʟʜʝ-

ʣʝ ʚʩʝ ʧʦʩʣʝʜʫʶʱʠʝ ʣʠʩʪʳ ʧʨʠʥʠʤʘʶʪ ʥʦʚʳʝ ʧʘʨʘʤʝʪʨʳ ʬʦʨʤʘʪʠʨʦ-

ʚʘʥʠʷ, ʜʦ ʪʝʭ ʧʦʨ, ʧʦʢʘ ʜʘʣʝʝ ʥʝ ʙʫʜʝʪ ʩʦʟʜʘʥ ʩʣʝʜʫʶʱʠʡ ʨʘʟʜʝʣ. 

ʊʝʢʫʱʘʷ ʩʪʨʘʥʠʮʘ 

ʅʦʚʳʡ ʨʘʟʜʝʣ ʩʦʟʜʘʝʪʩʷ ʥʘ ʪʝʢʫʱʝʡ ʩʪʨʘʥʠʮʝ. ʏʘʩʪʦ ʠʩʧʦʣʴʟʫ-

ʝʪʩʷ ʜʣʷ ʨʘʟʙʠʝʥʠʷ ʪʝʢʩʪʘ ʥʘ ʢʦʣʦʥʢʠ. 

ʏʝʪʥʘʷ (ʥʝʯʝʪʥʘʷ) ʩʪʨʘʥʠʮʘ 

ʄʦʞʝʪ ʙʳʪʴ ʧʦʣʝʟʥʳʤ, ʝʩʣʠ ʚ ʜʦʢʫʤʝʥʪʝ ʪʨʝʙʫʝʪʩʷ ʩʣʝʜʦʚʘʪʴ 

ʥʝʢʦʪʦʨʳʤ ʩʪʘʥʜʘʨʪʘʤ ʦʬʦʨʤʣʝʥʠʷ ʯʝʪʥʳʭ ʠ ʥʝʯʝʪʥʳʭ ʨʘʟʚʦʨʦʪʦʚ 

ʩʪʨʘʥʠʮ (ʩʚʦʡʩʪʚʝʥʥʦ ʜʣʷ ʢʥʠʛ). 

ʏʪʦʙʳ ʫʟʥʘʪʴ ʢʦʣʠʯʝʩʪʚʦ ʩʦʟʜʘʥʥʳʭ ʨʘʟʜʝʣʦʚ ʠ ʥʦʤʝʨ ʪʝʢʫʱʝʛʦ 

ʨʘʟʜʝʣʘ, ʜʚʘʞʜʳ ʱʝʣʢʥʠʪʝ ʃʂʄ ʥʘ ʚʝʨʭʥʶʶ ʣʠʙʦ ʥʠʞʥʶʶ ʯʘʩʪʴ ʣʠ-

ʩʪʘ (ʦʪʢʨʦʝʪʩʷ ʨʝʞʠʤ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ ʢʦʣʦʥʪʠʪʫʣʦʚ). 

 

ʈʠʩ. 1.44. ʀʥʬʦʨʤʘʮʠʷ ʦ ʨʘʟʜʝʣʘʭ ʜʦʢʫʤʝʥʪʘ. 

1.3.3  ȰɔɑɔɓɐɎ 

ȴɗɔɇɋɓɓɔɗɘɎ ɔɚɔɖɒɑɋɓɎɥ ɐɔɑɔɓɔɐ 

MS Word ʩʧʦʩʦʙʝʥ ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʨʘʟʙʠʚʘʪʴ ʪʝʢʩʪ ʥʘ ʢʦʣʦʥʢʠ. 

ɼʣʷ ʵʪʦʛʦ ʠʩʧʦʣʴʟʫʝʪʩʷ ʬʫʥʢʮʠʷ ʂʦʣʦʥʢʠ ʥʘ ʚʢʣʘʜʢʝ ʈʘʟʤʝʪʢʘ ʩʪʨʘ-

ʥʠʮʳ [13]. 
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ʈʠʩ. 1.45. ʌʫʥʢʮʠʷ ʨʘʟʙʠʝʥʠʷ ʥʘ ʢʦʣʦʥʢʠ. 

ʆʩʦʙʝʥʥʦʩʪʴ ʨʘʙʦʪʳ ʵʪʦʡ ʬʫʥʢʮʠʠ ʩʦʩʪʦʠʪ ʚ ʪʦʤ, ʯʪʦ ʦʥʘ ʘʚʪʦ-

ʤʘʪʠʯʝʩʢʠ ʨʘʟʙʠʚʘʝʪ ʪʝʢʩʪ ʥʘ ʢʦʣʦʥʢʠ ʚ ʨʘʤʢʘʭ ʬʨʘʛʤʝʥʪʘ ʪʝʢʩʪʘ ʥʘ 

ʦʜʥʦʡ ʩʪʨʘʥʠʮʝ, ʥʝʩʢʦʣʴʢʠʭ ʩʪʨʘʥʠʮʘʭ ʠʣʠ ʚʩʝʛʦ ʜʦʢʫʤʝʥʪʘ. 

ɽʩʣʠ ʥʘ ʢʦʣʦʥʢʠ ʪʨʝʙʫʝʪʩʷ ʨʘʟʙʠʪʴ ʪʦʣʴʢʦ ʯʘʩʪʴ ʪʝʢʩʪʘ, ʫʜʦʙʥʝʝ 

ʧʨʝʜʚʘʨʠʪʝʣʴʥʦ ʥʘʙʨʘʪʴ ʝʛʦ ʚ ʦʙʳʯʥʦʤ ʨʝʞʠʤʝ, ʚʳʜʝʣʠʪʴ ʠ ʜʘʣʝʝ 

ʧʨʠʤʝʥʠʪʴ ʬʫʥʢʮʠʶ çʂʦʣʦʥʢʠè. 

ɼʣʷ ʨʘʟʙʠʝʥʠʷ ʥʘ ʢʦʣʦʥʢʠ ʬʨʘʛʤʝʥʪʘ ʜʦʢʫʤʝʥʪʘ Word ʚʳʩʪʘʚ-

ʣʷʝʪ ʜʚʘ ʨʘʟʨʳʚʘ ʨʘʟʜʝʣʘ ʥʘ ʪʝʢʫʱʝʡ ʩʪʨʘʥʠʮʝ: ʚ ʥʘʯʘʣʝ ʨʘʟʙʠʝʥʠʷ ʠ ʚ 

ʢʦʥʮʝ. ʀʭ ʤʦʞʥʦ ʦʪʩʣʝʜʠʪʴ ʚ ʨʝʞʠʤʝ ʥʝʧʝʯʘʪʘʝʤʳʭ ʟʥʘʢʦʚ. 

 

ʈʠʩ. 1.46. ʈʘʟʙʠʝʥʠʝ ʬʨʘʛʤʝʥʪʘ ʜʦʢʫʤʝʥʪʘ ʥʘ ʜʚʝ ʢʦʣʦʥʢʠ. 
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ʇʦ ʫʤʦʣʯʘʥʠʶ ʨʝʜʘʢʪʦʨ ʩʪʘʨʘʝʪʩʷ ʨʘʚʥʦʤʝʨʥʦ ʟʘʧʦʣʥʠʪʴ ʩʦ-

ʜʝʨʞʠʤʦʝ ʢʦʣʦʥʦʢ. ʆʜʥʘʢʦ ʧʨʠ ʥʝʦʙʭʦʜʠʤʦʩʪʠ ʦʢʦʥʯʘʥʠʝ ʢʦʣʦʥʢʠ 

ʤʦʞʥʦ ʫʩʪʘʥʦʚʠʪʴ ʚʨʫʯʥʫʶ ʢʦʤʘʥʜʦʡ ʈʘʟʨʳʚ / ʂʦʣʦʥʢʘ: 

 

ʈʠʩ. 1.47. ʋʩʪʘʥʦʚʢʘ ʨʘʟʨʳʚʘ ʢʦʣʦʥʢʠ ʧʦʣʴʟʦʚʘʪʝʣʝʤ. 

ɺ ʨʝʞʠʤʝ ʥʝʧʝʯʘʪʘʝʤʳʭ ʟʥʘʢʦʚ ʦʢʦʥʯʘʥʠʝ ʢʦʣʦʥʢʠ ʦʪʦʙʨʘʞʘʝʪ-

ʩʷ ʩʠʤʚʦʣʦʤ ʨʘʟʨʳʚʘ ʢʦʣʦʥʢʠ: 

 

ʈʠʩ. 1.48. ʉʠʤʚʦʣ ʨʘʟʨʳʚʘ ʢʦʣʦʥʢʠ ʚ ʨʝʞʠʤʝ ʥʝʧʝʯʘʪʘʝʤʳʭ ʟʥʘʢʦʚ. 

ʈʘʟʨʳʚ ʨʘʟʜʝʣʘ ʧʦʟʚʦʣʷʝʪ ʥʘʯʠʥʘʪʴ ʥʦʚʦʝ ʨʘʟʙʠʝʥʠʝ ʥʘ ʢʦʣʦʥʢʠ 

ʠʣʠ ʟʘʚʝʨʰʘʪʴ ʩʪʘʨʦʝ. 

ʇʦ ʣʠʥʝʡʢʝ ʤʦʞʥʦ ʫʟʥʘʪʴ, ʩʢʦʣʴʢʦ ʢʦʣʦʥʦʢ ʚ ʪʝʢʫʱʝʤ ʨʘʟʜʝʣʝ. 

ɼʚʦʡʥʦʡ ʱʝʣʯʦʢ ʧʦ ʵʪʦʡ ʦʙʣʘʩʪʠ ʚʳʟʳʚʘʝʪ ʢʦʥʪʝʢʩʪʥʦʝ ʤʝʥʶ 

ʥʘʩʪʨʦʡʢʠ ʢʦʣʦʥʦʢ. 

 

ʈʠʩ. 1.49. ʂʦʥʪʝʢʩʪʥʦʝ ʤʝʥʶ ʥʘʩʪʨʦʡʢʠ ʩʚʦʡʩʪʚ ʢʦʣʦʥʦʢ. 
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1.3.4  ȰɔɑɔɓɘɎɘəɑɡ 

ȨɔɍɒɔɌɓɔɗɘɎ ɐɔɑɔɓɘɎɘəɑɔɈ 

ʂʦʣʦʥʪʠʪʫʣ ï ʵʪʦ ʩʪʨʦʢʘ, ʨʘʩʧʦʣʦʞʝʥʥʘʷ ʥʘ ʢʨʘʶ ʩʪʨʘʥʠʮʳ, ʠ 

ʩʦʜʝʨʞʘʱʘʷ ʟʘʧʠʩʴ ʟʘʛʦʣʦʚʢʘ, ʠʤʷ ʘʚʪʦʨʘ, ʥʘʟʚʘʥʠʝ ʨʘʙʦʪʳ, ʯʘʩʪʠ, 

ʛʣʘʚʳ, ʧʘʨʘʛʨʘʬʘ ʠ ʪ.ʜ [2]. ʂʘʢ ʧʨʘʚʠʣʦ, ʢʦʣʦʥʪʠʪʫʣʳ ʨʘʟʤʝʱʘʝʪʩʷ ʥʘ 

ʚʩʝʭ ʩʪʨʘʥʠʮʘʭ ʜʦʢʫʤʝʥʪʘ, ʢʨʦʤʝ ʪʠʪʫʣʴʥʳʭ, ʥʘʯʘʣʴʥʳʭ, ʘ ʪʘʢʞʝ 

ʩʪʨʘʥʠʮ ʩ ʠʣʣʶʩʪʨʘʮʠʷʤʠ. 

ʉʦʜʝʨʞʠʤʦʝ ʠ ʦʬʦʨʤʣʝʥʠʝ ʢʦʣʦʥʪʠʪʫʣʘ ʢʦʧʠʨʫʝʪʩʷ ʜʣʷ ʚʩʝʭ 

ʣʠʩʪʦʚ ʚ ʨʘʤʢʘʭ ʜʦʢʫʤʝʥʪʘ ʠʣʠ ʨʘʟʜʝʣʘ. ʇʦʵʪʦʤʫ ʠʭ ʤʦʞʥʦ ʨʝʜʘʢʪʠ-

ʨʦʚʘʪʴ ʥʘ ʣʶʙʦʡ ʩʪʨʘʥʠʮʝ [12]. 

ʏʪʦʙʳ ʦʪʢʨʳʪʴ ʨʝʞʠʤ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ ʢʦʣʦʥʪʠʪʫʣʦʚ, ʜʚʘʞʜʳ 

ʱʝʣʢʥʠʪʝ ʃʂʄ ʥʘ ʚʝʨʭʥʶʶ ʣʠʙʦ ʥʠʞʥʶʶ ʦʙʣʘʩʪʴ ʣʠʩʪʘ. ʃʠʙʦ ʤʦʞ-

ʥʦ ʚʦʩʧʦʣʴʟʦʚʘʪʴʩʷ ʛʨʫʧʧʦʡ ʂʦʣʦʥʪʠʪʫʣʳ ʥʘ ʚʢʣʘʜʢʝ ɺʩʪʘʚʢʘ. 

 

ʈʠʩ. 1.50. ʌʫʥʢʮʠʠ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ ʢʦʣʦʥʪʠʪʫʣʦʚ. 

ʇʨʠ ʘʢʪʠʚʘʮʠʠ ʨʝʞʠʤʘ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ ʢʦʣʦʥʪʠʪʫʣʦʚ ʚ ʧʦʷʚʠʚ-

ʰʝʡʩʷ ʚʢʣʘʜʢʝ ʂʦʥʩʪʨʫʢʪʦʨ ʜʦʩʪʫʧʥʳ ʜʦʧʦʣʥʠʪʝʣʴʥʳʝ ʦʧʮʠʠ  

(ʨʠʩ. 1.51). 

ʆʧʮʠʷ ʆʩʦʙʳʡ ʢʦʣʦʥʪʠʪʫʣ ʜʣʷ ʧʝʨʚʦʡ ʩʪʨʘʥʠʮʳ ʧʦʟʚʦʣʠʪ 

ʥʘʩʪʨʦʠʪʴ ʧʝʨʚʫʶ ʩʪʨʘʥʠʮʫ ʨʘʟʜʝʣʘ ʠʥʳʤ ʩʧʦʩʦʙʦʤ, ʯʝʤ ʚʩʝ ʦʩʪʘʣʴ-

ʥʳʝ (ʥʘʧʨʠʤʝʨ, ʩʢʨʳʪʴ ʥʦʤʝʨ ʩʪʨʘʥʠʮʳ). 

ʆʧʮʠʷ ʈʘʟʥʳʝ ʢʦʣʦʥʪʠʪʫʣʳ ʜʣʷ ʯʝʪʥʳʭ ʠ ʥʝʯʝʪʥʳʭ ʩʪʨʘʥʠʮ 

ʤʦʞʝʪ ʧʦʪʨʝʙʦʚʘʪʴʩʷ ʧʨʠ ʦʬʦʨʤʣʝʥʠʠ ʫʯʝʙʥʳʭ ʧʦʩʦʙʠʡ, ʢʥʠʛ, ʤʦʥʦ-

ʛʨʘʬʠʡ. 

ʆʧʮʠʷ ʇʦʢʘʟʘʪʴ ʪʝʢʩʪ ʜʦʢʫʤʝʥʪʘ ʤʦʞʝʪ ʚʨʝʤʝʥʥʦ ʩʢʨʳʪʴ ʦʩ-

ʥʦʚʥʦʡ ʪʝʢʩʪ, ʦʪʦʙʨʘʞʘʷ ʪʦʣʴʢʦ ʢʦʣʦʥʪʠʪʫʣʳ. 

 

ʈʠʩ. 1.51. ɼʦʧʦʣʥʠʪʝʣʴʥʘʷ ʥʘʩʪʨʦʡʢʘ ʢʦʣʦʥʪʠʪʫʣʦʚ. 
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ɽʩʣʠ ʜʦʢʫʤʝʥʪ ʧʦʜʝʣʝʥ ʥʘ ʨʘʟʜʝʣʳ, ʪʦ ʚ ʢʘʞʜʦʤ ʨʘʟʜʝʣʝ ʜʦʧʫ-

ʩʪʠʤ ʩʚʦʡ ʨʝʞʠʤ ʥʘʩʪʨʦʡʢʠ ʢʦʣʦʥʪʠʪʫʣʦʚ. ʇʨʠ ʵʪʦʤ ʧʦ ʫʤʦʣʯʘʥʠʶ 

ʢʘʞʜʳʡ ʥʦʚʳʡ ʨʘʟʜʝʣ ʙʫʜʝʪ ʢʦʧʠʨʦʚʘʪʴ ʩʚʦʡʩʪʚʘ ʧʨʝʜʳʜʫʱʝʛʦ. ɽʩʣʠ 

ʞʝ ʪʨʝʙʫʝʪʩʷ ʠʥʦʝ ʦʬʦʨʤʣʝʥʠʝ, ʪʦ ʚ ʥʦʚʦʤ ʨʘʟʜʝʣʝ ʩʣʝʜʫʝʪ ʩʥʷʪʴ ʦʧ-

ʮʠʶ ʂʘʢ ʚ ʧʨʝʜʳʜʫʱʝʤ ʨʘʟʜʝʣʝ ʠ ʜʘʣʝʝ ʟʘʜʘʪʴ ʥʝʦʙʭʦʜʠʤʦʝ ʦʬʦʨʤʣʝ-

ʥʠʝ ʠ ʩʚʦʡʩʪʚʘ ʢʦʣʦʥʪʠʪʫʣʘ. ʇʦʚʪʦʨʥʦʝ ʚʢʣʶʯʝʥʠʝ ʵʪʦʡ ʦʧʮʠʠ ʚʝʨʥʝʪ 

ʢʦʣʦʥʪʠʪʫʣ ʠʟ ʧʨʝʜʳʜʫʱʝʛʦ ʨʘʟʜʝʣʘ. 

 

ʈʠʩ. 1.52. ʉʚʷʟʴ ʤʝʞʜʫ ʢʦʣʦʥʪʠʪʫʣʘʤʠ ʚ ʨʘʟʥʳʭ ʨʘʟʜʝʣʘʭ. 

ȳəɒɋɖɆɜɎɥ ɗɘɖɆɓɎɜ 

ɺ ʢʦʣʦʥʪʠʪʫʣʳ ʪʘʢʞʝ ʧʦʤʝʱʘʝʪʩʷ ʥʦʤʝʨ ʩʪʨʘʥʠʮʳ. ɼʣʷ ʚʩʪʘʚʢʠ 

ʥʦʤʝʨʘ ʩʪʨʘʥʠʮʳ ʠʩʧʦʣʴʟʫʝʪʩʷ ʢʥʦʧʢʘ ʅʦʤʝʨ ʩʪʨʘʥʠʮʳ ʥʘ ʚʢʣʘʜʢʝ 

ɺʩʪʘʚʢʘ: 

 

ʈʠʩ. 1.53. ɺʩʪʘʚʢʘ ʥʦʤʝʨʘ ʩʪʨʘʥʠʮʳ. 

MS Word ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʧʨʦʥʫʤʝʨʫʝʪ ʩʪʨʘʥʠʮʳ ʜʦʢʫʤʝʥʪʘ [15]. 

ɺ ʩʣʫʯʘʝ ʥʝʦʙʭʦʜʠʤʦʩʪʠ ʥʘʯʘʣʴʥʦʝ ʟʥʘʯʝʥʠʝ ʩʯʝʪʯʠʢʘ ʤʦʞʥʦ ʠʟʤʝ-

ʥʠʪʴ ʩ ʧʦʤʦʱʴʶ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ ʌʦʨʤʘʪ ʥʦʤʝʨʦʚ ʩʪʨʘʥʠʮ. 

ʏʪʦʙʳ ʫʜʘʣʠʪʴ ʥʫʤʝʨʘʮʠʶ, ʧʝʨʝʡʜʠʪʝ ʚ ʢʦʣʦʥʪʠʪʫʣ, ʚʳʜʝʣʠʪʝ 

ʦʙʣʘʩʪʴ ʥʦʤʝʨʘ ʠ ʥʘʞʤʠʪʝ ʢʣʘʚʠʰʫ Delete. 

ɿʘʤʝʪʠʤ, ʯʪʦ ʜʣʷ ʢʘʞʜʦʛʦ ʨʘʟʜʝʣʘ ʤʦʞʥʦ ʟʘʜʘʪʴ ʩʦʙʩʪʚʝʥʥʫʶ 

ʥʫʤʝʨʘʮʠʶ (ʦʜʥʘʢʦ ʵʪʦ ʪʨʝʙʫʝʪʩʷ ʢʨʘʥʝ ʨʝʜʢʦ). 
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Ȩɔɕɖɔɗɡ Ɋɑɥ ɗɆɒɔɕɖɔɈɋɖɐɎ 

1. ʂʘʢʠʝ ʧʘʨʘʤʝʪʨʳ ʩʪʨʘʥʠʮʳ ʧʦʟʚʦʣʷʝʪ ʥʘʩʪʨʘʠʚʘʪʴ 

MS Word? 

2. ʆʧʠʰʠʪʝ ʧʨʦʮʝʜʫʨʫ ʥʘʩʪʨʦʡʢʠ ʦʪʩʪʫʧʦʚ ʧʦʣʝʡ ʣʠʩʪʘ, ʨʘʟ-

ʤʝʨʘ ʩʪʨʘʥʠʮʳ ʠ ʩʤʝʥʳ ʦʨʠʝʥʪʘʮʠʠ ʣʠʩʪʘ. 

3. ʏʝʤ ʦʪʣʠʯʘʝʪʩʷ ʨʘʟʨʳʚ ʨʘʟʜʝʣʘ ʦʪ ʨʘʟʨʳʚʘ ʩʪʨʘʥʠʮʳ? 

4. ɼʣʷ ʯʝʛʦ ʪʨʝʙʫʝʪʩʷ ʩʦʟʜʘʚʘʪʴ ʥʝʩʢʦʣʴʢʦ ʨʘʟʜʝʣʦʚ ʚ ʜʦʢʫ-

ʤʝʥʪʝ? 

5. ʆʧʠʰʠʪʝ ʘʣʛʦʨʠʪʤ ʩʦʟʜʘʥʠʷ ʥʝʩʢʦʣʴʢʠʭ ʢʦʣʦʥʦʢ ʚ ʜʦʢʫ-

ʤʝʥʪʝ. 

6. ʂʘʢʫʶ ʠʥʬʦʨʤʘʮʠʶ ʤʦʞʥʦ ʨʘʟʤʝʩʪʠʪʴ ʚ ʢʦʣʦʥʪʠʪʫʣʘʭ? 

ȵɖɆɐɘɎɐəɒ 

1.  ȶɆɇɔɘɆ ɗ ɖɆɍɊɋɑɆɒɎ Ɏ ɚɔɖɒɆɘɎɖɔɈɆɓɎɋɒ ɗɘɖɆɓɎɜ 

1. ʉʦʟʜʘʡʪʝ ʥʦʚʳʡ ʜʦʢʫʤʝʥʪ çʌʦʨʤʘʪʠʨʦʚʘʥʠʝ ʣʠʩʪʦʚ.docxè. 

2. ɺʢʣʶʯʠʪʝ ʨʝʞʠʤ ʥʝʧʝʯʘʪʘʝʤʳʭ ʟʥʘʢʦʚ. 

3. ʅʘʙʝʨʠʪʝ ʯʝʪʳʨʝ ʘʙʟʘʮʘ ʩ ʪʝʢʩʪʦʤ çʉʪʨʘʥʠʮʘ 1è, çʉʪʨʘʥʠ-

ʮʘ 2è, çʉʪʨʘʥʠʮʘ 3è ʠ çʉʪʨʘʥʠʮʘ 4è (ʨʠʩ. 1.54). 

4. ʇʦʩʪʘʚʴʪʝ ʢʫʨʩʦʨ ʧʦʩʣʝ çʉʪʨʘʥʠʮʘ 1è ʠ ʧʨʠʤʝʥʠʪʝ ʬʫʥʢ-

ʮʠʶ ʈʘʟʨʳʚʳ / ʉʣʝʜʫʶʱʘʷ ʩʪʨʘʥʠʮʘ. 

5. ʋʜʘʣʠʪʝ ʧʦʷʚʠʚʰʠʡʩʷ ʧʫʩʪʦʡ ʘʙʟʘʮ (ʨʠʩ. 1.55). 

6. ʅʘʭʦʜʷʩʴ ʥʘ ʚʪʦʨʦʤ ʣʠʩʪʝ, ʟʘʜʘʡʪʝ ʝʤʫ ʰʠʨʠʥʫ ʠ ʚʳʩʦʪʫ ʧʦ 

16 ʩʤ (ʨʠʩ. 1.56). 

7. ʇʦʩʪʘʚʴʪʝ ʢʫʨʩʦʨ ʧʦʩʣʝ çʉʪʨʘʥʠʮʘ 2è ʠ ʧʨʠʤʝʥʠʪʝ ʬʫʥʢ-

ʮʠʶ ʈʘʟʨʳʚ / ʉʪʨʘʥʠʮʘ. ʈʘʟʤʝʨ ʪʨʝʪʴʝʛʦ ʣʠʩʪʘ ʦʩʪʘʥʝʪʩʷ 

ʪʘʢʠʤ ʞʝ, ʢʘʢ ʠ ʫ ʚʪʦʨʦʛʦ, ʪ.ʢ. ʚʪʦʨʦʡ ʨʘʟʜʝʣ ʧʨʦʜʦʣʞʘʝʪʩʷ 

(ʨʠʩ. 1.57). 

8. ʇʦʩʣʝ ʟʘʧʠʩʠ çʉʪʨʘʥʠʮʘ 3è ʥʘʯʥʠʪʝ ʥʦʚʳʡ ʨʘʟʜʝʣ ʩʦ ʩʣʝ-

ʜʫʶʱʝʡ ʩʪʨʘʥʠʮʳ (ʨʠʩ. 1.58). 

9. ʋʩʪʘʥʦʚʠʪʝ ʯʝʪʚʝʨʪʦʤʫ ʣʠʩʪʫ ʩʪʘʥʜʘʨʪʥʳʡ ʨʘʟʤʝʨ 

21 x 29.7ʩʤ. ʀʟʤʝʥʠʪʝ ʦʨʠʝʥʪʘʮʠʶ ʣʠʩʪʘ ʥʘ ʘʣʴʙʦʤʥʫʶ, ʦʪ-

ʢʣʶʯʠʪʝ ʨʝʞʠʤ ʥʝʧʝʯʘʪʘʝʤʳʭ ʟʥʘʢʦʚ (ʨʠʩ. 1.59). 
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ʈʠʩ. 1.54. ɿʘʜʘʥʠʝ ʧʦ ʨʘʟʜʝʣʘʤ: ʰʘʛ 1. 

 

 

ʈʠʩ. 1.55. ɿʘʜʘʥʠʝ ʧʦ ʨʘʟʜʝʣʘʤ: ʰʘʛ 2. 
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ʈʠʩ. 1.56. ɿʘʜʘʥʠʝ ʧʦ ʨʘʟʜʝʣʘʤ: ʰʘʛ 3. 

 

ʈʠʩ. 1.57. ɿʘʜʘʥʠʝ ʧʦ ʨʘʟʜʝʣʘʤ: ʰʘʛ 4. 
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ʈʠʩ. 1.58. ɿʘʜʘʥʠʝ ʧʦ ʨʘʟʜʝʣʘʤ: ʰʘʛ 5. 

 

ʈʠʩ. 1.59. ɿʘʜʘʥʠʝ ʧʦ ʨʘʟʜʝʣʘʤ: ʠʪʦʛʦʚʳʡ ʨʝʟʫʣʴʪʘʪ (ʤʘʩʰʪʘʙ ʫʤʝʥʴʰʝʥ). 
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2.  ȶɆɇɔɘɆ ɗ ɐɔɑɔɓɐɆɒɎ 

ɿʘʜʘʥʠʝ 1 

1. ʉʦʟʜʘʡʪʝ ʥʦʚʳʡ ʜʦʢʫʤʝʥʪ çʂʦʣʦʥʢʠ.docxè. 

2. ʆʬʦʨʤʠʪʝ ʝʛʦ ʪʝʢʩʪ ʧʦ ʩʣʝʜʫʶʱʠʤ ʪʨʝʙʦʚʘʥʠʷʤ (ʩʤ. ʨʠʩ. 

1.60): 

a. ʰʨʠʬʪ Tahoma, 10 ʧʪ, ʠʥʪʝʨʚʘʣ ʩʥʠʟʫ ʘʙʟʘʮʘ ï 12 ʧʪ., 

ʠʥʪʝʨʣʠʥʴʷʞ ï 1.05, ʚʳʨʘʚʥʠʚʘʥʠʝ ʧʦ ʰʠʨʠʥʝ; ʘʚʪʦʤʘ-

ʪʠʯʝʩʢʘʷ ʨʘʩʩʪʘʥʦʚʢʘ ʧʝʨʝʥʦʩʦʚ. 

b. ʟʘʛʦʣʦʚʢʠ ʚʳʜʝʣʠʪʴ ʞʠʨʥʳʤ ʥʘʯʝʨʪʘʥʠʝʤ, ʫʚʝʣʠʯʠʪʴ 

ʨʘʟʤʝʨ ʰʨʠʬʪʘ ʜʦ 12 ʧʪ., ʠʥʪʝʨʚʘʣ ʩʚʝʨʭʫ ï 18 ʧʪ., 

ʩʥʠʟʫ ï 6 ʧʪ. 

3. ɺʢʣʶʯʠʪʝ ʨʝʞʠʤ ʥʝʧʝʯʘʪʘʝʤʳʭ ʟʥʘʢʦʚ. 

4. ɺ ʢʦʥʮʝ ʢʘʞʜʦʛʦ ʧʫʥʢʪʘ ʚʩʪʘʚʴʪʝ ʧʫʩʪʦʡ ʘʙʟʘʮ ʠ ʩʦʦʪʚʝʪ-

ʩʪʚʫʶʱʝʝ ʠʟʦʙʨʘʞʝʥʠʝ. ʋʩʪʘʥʦʚʠʪʝ ʢʘʞʜʦʤʫ ʰʠʨʠʥʫ ʚ 

1.8 ʩʤ. ʇʨʠ ʵʪʦʤ ʧʨʦʩʣʝʜʠʪʝ, ʯʪʦʙʳ ʚ ʥʘʩʪʨʦʡʢʘʭ ʨʘʟʤʝʨʘ 

ʩʪʦʷʣʘ ʦʧʮʠʷ ʩʦʭʨʘʥʠʪʴ ʧʨʦʧʦʨʮʠʠ (ʨʠʩ. 1.61). 

5. ɺʳʜʝʣʠʪʝ ʪʫ ʯʘʩʪʴ ʪʝʢʩʪʘ, ʢʦʪʦʨʘʷ ʜʦʣʞʥʘ ʙʳʪʴ ʨʘʟʙʠʪʘ ʥʘ 

ʢʦʣʦʥʢʠ. 

6. ʉ ʧʦʤʦʱʴʶ ʬʫʥʢʮʠʠ ʂʦʣʦʥʢʠ ʨʘʟʙʝʡʪʝ ʪʝʢʩʪ ʥʘ 3 ʢʦʣʦʥʢʠ. 

ɺ ʥʘʯʘʣʝ ʠ ʚ ʢʦʥʮʝ ʧʦʷʚʣʷʶʪʩʷ ʤʘʨʢʝʨʳ ʨʘʟʨʳʚʘ ʨʘʟʜʝʣʘ 

(ʨʠʩ. 1.62). 

7. ʋʩʪʘʥʦʚʠʪʝ ʤʝʞʜʫ ʢʦʣʦʥʢʘʤʠ ʰʠʨʠʥʫ ʚ 1 ʩʤ. 

8. Word ʩʪʘʨʘʝʪʩʷ ʨʘʚʥʦʤʝʨʥʦ ʟʘʧʦʣʥʠʪʴ ʢʦʣʦʥʢʠ ʧʦ ʚʳʩʦʪʝ, 

ʯʪʦ ʥʝ ʚʩʝʛʜʘ ʞʝʣʘʪʝʣʴʥʦ. 

9. ʋʢʘʞʝʤ ʚʨʫʯʥʫʶ ʛʨʘʥʠʮʳ ʢʦʣʦʥʦʢ. ɼʣʷ ʵʪʦʛʦ ʧʦʩʣʝ ʠʟʦʙ-

ʨʘʞʝʥʠʷ ʚ ʧʝʨʚʦʡ ʢʦʣʦʥʢʝ ʩʦʟʜʘʡʪʝ ʥʦʚʳʡ ʘʙʟʘʮ ʠ ʜʘʣʝʝ 

ʧʨʠʤʝʥʠʪʝ ʬʫʥʢʮʠʶ ʈʘʟʨʳʚʳ / ʂʦʣʦʥʢʘ. 

10. ʇʦʷʚʠʪʩʷ ʤʘʨʢʝʨ ʨʘʟʨʳʚʘ ʢʦʣʦʥʢʠ, ʘ ʚʪʦʨʦʡ ʧʦʜʟʘʛʦʣʦʚʦʢ 

ʧʝʨʝʡʜʝʪ ʚʦ ʚʪʦʨʫʶ ʢʦʣʦʥʢʫ. (ʇʦʷʚʠʚʰʠʡʩʷ ʧʫʩʪʦʡ ʧʝʨʚʳʡ 

ʘʙʟʘʮ ʤʦʞʥʦ ʫʜʘʣʠʪʴ). 

11. ʇʦ ʘʥʘʣʦʛʠʠ ʦʪʜʝʣʠʪʝ ʪʨʝʪʴʶ ʢʦʣʦʥʢʫ (ʨʠʩ. 1.63). 
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ʈʠʩ. 1.60. ɿʘʜʘʥʠʝ ʩ ʢʦʣʦʥʢʘʤʠ: ʥʘʙʦʨ ʠ ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ ʪʝʢʩʪʘ. 
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ʈʠʩ. 1.61. ɿʘʜʘʥʠʝ ʩ ʢʦʣʦʥʢʘʤʠ: ʚʩʪʘʚʢʘ ʠʟʦʙʨʘʞʝʥʠʡ. 

 

ʈʠʩ. 1.62. ɿʘʜʘʥʠʝ ʩ ʢʦʣʦʥʢʘʤʠ: ʨʘʟʙʠʝʥʠʝ ʬʨʘʛʤʝʥʪʘ ʪʝʢʩʪʘ ʥʘ ʢʦʣʦʥʢʠ. 
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ʈʠʩ. 1.63. ɿʘʜʘʥʠʝ ʩ ʢʦʣʦʥʢʘʤʠ: ʠʪʦʛʦʚʳʡ ʨʝʟʫʣʴʪʘʪ. 
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ɿʘʜʘʥʠʝ 2 

1. ʉʦʟʜʘʡʪʝ ʜʦʢʫʤʝʥʪ çʇʦʩʦʙʠʝ.ʊʠʪʫʣ.docxè. 

2. ʇʦʜʛʦʪʦʚʴʪʝ ʪʠʪʫʣʴʥʫʶ ʩʪʨʘʥʠʮʫ, ʢʘʢ ʫʢʘʟʘʥʦ ʥʘ ʠʟʦʙʨʘʞʝ-

ʥʠʠ (ʨʠʩ. 1.64). 

a. ʫʩʪʘʥʦʚʠʪʝ ʧʦʣʷ ʩʦ ʚʩʝʭ ʩʪʦʨʦʥ ʧʦ 2 ʩʤ; 

b. ʦʪʩʪʫʧʳ ʤʝʞʜʫ ʘʙʟʘʮʘʤʠ ʫʩʪʘʥʦʚʠʪʴ ʯʝʨʝʟ ʥʘʩʪʨʦʡʢʫ 

ʚʝʨʭʥʝʛʦ (ʥʠʞʥʝʛʦ) ʠʥʪʝʨʚʘʣʦʚ ʘʙʟʘʮʘ. ʇʫʩʪʳʝ ʘʙʟʘʮʳ 

ʟʘʧʨʝʱʝʥʳ; 

c. ʮʚʝʪ ʬʦʥʘ ʠʟʤʝʥʠʪʝ ʦʧʮʠʝʡ ʥʘ ʚʢʣʘʜʢʝ ʈʘʟʤʝʪʢʘ 

ʩʪʨʘʥʠʮʳ / ʎʚʝʪ ʩʪʨʘʥʠʮʳ. 

3. ɼʦʧʦʣʥʠʪʝʣʴʥʦ ʩʦʭʨʘʥʠʪʝ ʜʦʢʫʤʝʥʪ ʚ ʬʦʨʤʘʪʝ PDF 

(ʌʘʡʣ / ʉʦʭʨʘʥʠʪʴ ʢʘʢ ...). 

ɿʘʜʘʥʠʝ 3 

1. ʉʦʟʜʘʡʪʝ ʥʦʚʳʡ ʜʦʢʫʤʝʥʪ çʇʦʩʦʙʠʝ.ʊʝʢʩʪ.docxè. 

2. ʀʟʤʝʥʠʪʝ ʦʨʠʝʥʪʘʮʠʶ ʣʠʩʪʘ ʥʘ ʘʣʴʙʦʤʥʫʶ. 

3. ʋʩʪʘʥʦʚʠʪʝ ʧʦʣʷ ʧʦ 2 ʩʤ ʩʦ ʚʩʝʭ ʩʪʦʨʦʥ. 

4. ʉʢʦʧʠʨʫʡʪʝ ʠʣʠ ʥʘʙʝʨʠʪʝ ʪʝʢʩʪ (ʨʠʩ. 1.65). 

5. ʆʬʦʨʤʠʪʝ ʪʝʢʩʪ ʰʨʠʬʪʦʤ Calibri, ʨʘʟʤʝʨʦʤ 10 ʣʠʙʦ 11ʧʪ. 

ʅʘ ʢʦʣʦʥʢʠ ʧʦʢʘ ʥʝ ʨʘʟʙʠʚʘʡʪʝ. 

6. ɺʢʣʶʯʠʪʝ ʨʘʩʩʪʘʥʦʚʢʫ ʧʝʨʝʥʦʩʦʚ, ʯʪʦʙʳ ʠʟʙʝʞʘʪʴ ʙʦʣʴʰʠʭ 

ʧʨʦʙʝʣʦʚ ʤʝʞʜʫ ʩʣʦʚʘʤʠ ʚ ʢʦʣʦʥʢʘʭ. 

7. ɿʘʤʝʯʘʥʠʝ. ɼʣʷ ʦʬʦʨʤʣʝʥʠʷ ʨʘʤʦʯʝʢ ʫ ʦʧʨʝʜʝʣʝʥʠʷ ʚʩʪʘʚʴ-

ʪʝ ʝʛʦ ʪʝʢʩʪ ʚ ʪʘʙʣʠʮʫ 1ʭ1 ʠ ʦʬʦʨʤʠʪʝ ʝʝ ʣʝʚʫʶ ʠ ʧʨʘʚʫʶ 

ʛʨʘʥʠʮʳ (ʚʝʨʭʥʶʶ ʠ ʥʠʞʥʶʶ ʫʙʝʨʠʪʝ). 

8. ɺʳʜʝʣʠʪʝ ʩʦʜʝʨʞʠʤʦʝ ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʭ ʘʙʟʘʮʝʚ ʠ ʨʘʟʙʝʡʪʝ 

ʠʭ ʥʘ ʪʨʠ ʢʦʣʦʥʢʠ (ʨʠʩ. 1.66). 

9. ʋʩʪʘʥʦʚʠʪʝ ʚʨʫʯʥʫʶ ʛʨʘʥʠʮʳ ʢʦʣʦʥʦʢ, ʠʩʧʦʣʴʟʫʷ ʨʘʟʨʳʚʳ 

ʢʦʣʦʥʦʢ. 

10. ʆʩʪʘʚʰʠʝʩʷ ʚʥʠʟʫ ʘʙʟʘʮʳ ʨʘʟʙʝʡʪʝ ʥʘ ʜʚʝ ʢʦʣʦʥʢʠ, ʥʦ ʨʝ-

ʞʠʤʦʤ ʉʣʝʚʘ (ʨʠʩ. 1.67). ɺ ʵʪʦʤ ʩʣʫʯʘʝ ʥʘ ʣʝʚʫʶ ʢʦʣʦʥʢʫ 

ʦʪʚʦʜʠʪʩʷ ʤʝʥʴʰʘʷ ʰʠʨʠʥʘ. ʊʘʢʞʝ ʚʨʫʯʥʫʶ ʫʩʪʘʥʦʚʠʪʝ 

ʨʘʟʨʳʚ ʢʦʣʦʥʢʠ ʧʦʩʣʝ ʠʟʦʙʨʘʞʝʥʠʷ. 

11. ʀʪʦʛʦʚʳʡ ʚʠʜ ʜʦʢʫʤʝʥʪʘ ʠʟʦʙʨʘʞʝʥ ʥʘ ʨʠʩ. 1.68. 
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