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OT aBTOpa

Heo6xoaumocTs co3gaHusi KOMIUIEKCHOM J€JI0BOM UTPbI, MOCBAIIEHHOW pa3jiny-
HBIM aCleKTaM KOMIIBIOTEPHBIX TEXHOJOTUM, BbI3BaHA TE€M, YTO PA3HOOOpPA3HbIE KOM-
MBIOTEPHBIE TEXHOJIOTUU CYIIECTBYIOT TOJBKO BO B3aMMOCBSI3U M MPHUHOCST OILYTH-
MbIE MIPEUMYIIECTBA UX MOJIb30BATEISIM TOJIBKO MPHU KOMILIEKCHOM MPUMEHEeHUH. Pa3-
PO3HEHHOE WJIM YaCTUYHOE MPUMEHEHUE HEKOTOPBIX 3BEHbEB KOMITBIOTEPHBIX TEXHO-
JIOTUN Ha TPEINPHUITHSAX HE MPUBOAMUT K MOJTYYEHUIO OUYTUMBIX (DMHAHCOBBIX TIpe-
MMYIIECTB M MHOT/A Ja)Xe€ MOXET BbI3BaTh TOPMOXKEHHE CKOPOCTH Pa3BUTUSI COBpE-
MEHHOTO MPEANPUATHS UIIA OPraHU3aLMHU.

KommuiekcHbie cBefieHUsI O Pa3IMYHBIX ACHEKTaX HCIOJIb30BaHUS KOMIIBIOTEPHBIX
TEXHOJIOTHH, U3JI0KEHHBIX B 3TOM JIEJIOBOW UIPE, CYIIECTBEHHO MTOMOTAK0T CTYJICHTaM
pa3obpathcst co crienu(PUKo MPUMEHEHUsT KOMITBIOTEPHBIX TEXHOJIOTUH B COBPEMEH-
HBIX MPEIIPUATUSAX.

DTO W3JaHue SBISETCS TMEPBBIM B CEPUU M3 YETHIPEX YUEOHBIX IMOCOOWM s
KOMILJIEKCHOW nenoBoi urpel "Pabota ayrcopcepom”. Kaxkmoe mocobue moOCBSIIECHO

OT/CIBHOM TEME — IIPUMCHCHHUIO HI/I(l)pOBI)IX TCKCTOBBIX Hla6J'IOHOB, HUCIIOJIBb30BaHUIO



AIIEKTPOHHBIX KOMMYHHUKAIIMM, CO3AaHHIO LUQPPOBBIX HMHPOPMALMOHHBIX PECypCoB
JUIsl T100aIbHON MH(GOPMALIMOHHOM CETH U CO3aHHI0 CAaMOIIPE3EHTALIUU.
Uto06b! unTaTenu ObUIM B Kypce HOBOCTEH M JIOMOJHEHUHN K YKa3aHHBIM W3JIaHUAM

CO3/1aH CIlelHaIN3MPOBaHHbBIN BeO-calT hitp://www.rabota-autsorserom.narod.rie

MyOJIMKYIOTCS BCe M3JaHUs U OOHOBJIIEHUS K JeoBoi urpe "Padora ayrcopcepom”.
Tam ecTh cnieranbHBIN pa3aen "Jl0OKyMeHTbI' B KOTOPOM OIMYOJUKOBAHBI IIaOJIOHBI
pa3HooOpa3HbIX MUPPOBBIX JOKYMEHTOB JUISl JI€JIOBOH WIPhl U CBEACHHUS O TPOYMX
myOIMKAIUSAX TI0 STOU TEME.

Mowu riaBHBIE YCHUIIHS IO TIOJIEPKKE yKa3aHHOTO MH(OPMAIMOHHOTO pecypca Ha-
MIPABJICHBI HA TO, YTOOBI MyOHKyemas HHpopMaIus OblJIa MAKCUMATBLHO MTOJIE3HOM.

Ecnu BeI 0OHApYX)UTE KaKue-TO HHTEPECHBIC (DAKTHI WM PEIICHHUs, O KOTOPHIX T0-
JIE3HO 3HATHh JAPYTUM JIFOASM, WIH €CJIH y Bac €CTh CChUIKA Ha JPYrHWe WHTEPHET-
CTPAHHUIIBI, MTOCBSAIICHHBIC ITHM TeMaM, si ¢ OJaroJapHOCTBHIO MPUMY COOOIIEHUs 00
3TOM M pa3MeIly X B COOTBETCTBYIOILIEM pa3jelie caiiTa C yKa3aHUEM WMEHH Hallle[-
IIETO CCHUIKY.

XoTenock Obl MOSICHATH HECKOJIBKO HEOOBIYHBIX YEPT, MPUCYIIUX HACTOSIIEMY H3-
JAHWIO, TIOTOMY YTO OHO MOXKET IMOKa3aTbCs HEOOBIYHBIM 32 CUET CHEIHaIbHOTO (op-
MatupoBaHus (moxyxupHbiii mpudt Arial B 3aroigoBkax) u HeOObIYHAS KOMITOHOBKA
TEKCTa, a TAK)KE — BKIIOYEHHUE CIMCKOB WIUTIOCTPAIUN W TAOJUI[ CO CIHCKOM IPeJ-
METHOTO yKasaressi, KOTOpble B TPeOOBAaHUSAX K MOJOOHBIM TEKCTaM, U3JIOKEHHBIX B
I'OCT 7.32-2001 [12he npexycMOTpEHBI.

Jleno B TOM, 4TO yKa3aHHbIE HOBOBBEJICHHS YK€ TPEOYIOTCS COBPEMEHHOMY 00II1e-
cTBy. Kpome TOT0, B TEKCTOBBIX MpoIieccopax HOBbIE WH(OPMAIIMOHHBIC OJIOKH Jelia-
IOTCSl aBTOMATHYECKU U 0€3 KaKuX-JIMOO 3aTpaT CHUJI CO CTOPOHBI aBTOpa. A KpyIHEH-
IME W3/IaTeIhCTBA YXKe OoJiee AecsITKa JIET UCIOIB3YIOT 3T HOBOBBEJICHUS B BBIITYC-
KaeMbIX Y4eOHUKAX M MPOYNX KHUTAX.

W3naTenscTBa MCIONB3YIOT TAKKE HOBOBBEICHHUS TIOTOMY, YTO OHU TIOMOTAIOT YH-
TaTeI0 MPOAYKTUBHO U OBICTPO paboOTaTh ¢ COBPEMEHHBIMH KHIKHBIMUA MCTOYHHKA-
MU, Pa3bICKUBasi HY>KHBIH TEKCT, TaOJIUILy, WLTFOCTPAIIMIO MM TEPMHUH. A MOCIIEIHHIE
JOCTH)KEHUSI B O0JIACTH CKOPOYTEHHUS W BOCIHPHSATHS TEKCTOB JOKa3ald HEOOXOIu-
MOCTh NMPUMEHEHUS TAKHX aTpUOYTOB K TEKCTY Kak, HAIpUMeEp, YBEIHUEHHBIN pa3mep
3aroJIOBKOB, CTPOTHi mpU(dT /U aKIleHTa BHUMaHHs HAa OTAEIBHBIX CJIOBaX, 3aMEHA
mpudTa Times New Romanua Arial B 3arosoBkax, B3aMeH KPacHOH CTPOKH — MPH-
MEHEHHE YBEJIMYCHHOTO HHTEpBaJia 1Mo ad3aramMu H Jp.

Ctunm TeKcTa, IPUHATHIE B 3TOM HM3JaHUH, IMO3BOJISIFOT YJIYYIIUTh HE TOJBKO BO3-

JICMCTBHUE Ha 06yqafonmxc;1 qgcpe3 aKICHTHI CIICOHUAJIbBHOI'O q)OpMaTI/IPOBaHI/I}I, HO U
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NPUMEHSTh A0JOH 3TOro IUGPOBOro M3JaHUS KaK IIa0JIoHA CTHUJICH JUIs CO3JTaHUs
MPOYUX TOTOOHBIX MyOJIHKAIIAMN.

Takve HOBOBBEIEHHUS Y€ JaBHO MPWXKHIUCh B WHTEPHET-UCTOYHHMKAX HO IOKa
enié He MPUMEHSIOTCS B OyMakHbIX KHUTaX. OJIHAKO U OyMa)kKHbIE MCTOUYHUKH TOXKE
MOCTETICHHO MEHSIOTCS, Pa3BUBAs M YJIy4Illas CBOU TPAIUIINH.

He Bce coBpeMeHHBbIC TOCTHIXKEHUS M HOBOBBEICHHS MOXKHO Cpa3y NPUMCHHUTH B
OyMaXXHBIX M3JaHUSAX. B YHHBEPCUTETCKHUX HM3JaHUSAX €CTh CBOW JaBHUC TPATUIIUH,
OTHPAIOIINECS HA CTAPUHHBIC CTAHAAPTHI, TJ¢ HE YIIOMHUHACTCS BBIICYKA3aHHBIX Xa-
PaKTEPUCTHK TEKCTa, KaK M JPYTHX OCOOCHHOCTEH JOKYMEHTOB, BR)KHBIX COBPEMECH-
HOMY YUTATENIO-CTYACHTY, YK€ aKTUBHO YUTAIOMIEMY U(PPOBbIE UCTOUYHUKH, U TIPE/I-
NOYUTAIOMIETO IIU(PPOBHIE KHUTH OyMa>KHBIM.

C npyroii CTOPOHBI — €CTh COBPEMEHHBIE MPOTPAMMHBIC TPOIYKTHI JUISI BEPCTKU
TEKCTOB — TEKCTOBBIE MPOIECCOPHI BBICOKOTO YPOBHS, KOTOpHIE MPOYHO BOILIH B
KU3HB 0011ecTBa. OHHM IOJIHOCTHIO BRITECHUJIN IIEYATHBIC MAIIIMHKA M UMEIOT MHOXE-
CTBO aBTOMAaTHYECKHX BO3MOXKHOCTEH JUIS CO3aHUS TEKCTOB. VX MCIOb30BaHUE Ha-
pylIaeT TPaIuIIMOHHBIE W CTAapUHHBIE TPEICTaBICHUS O (OPMUPOBAHHH TEKCTOB, a
UCKITIOYUTh WX U3 UCIOJB30BaHUS YK€ HEBO3MOXHO, TaK KaK 3TO CTAHOBUTCS HE BbI-
TOJTHBIM U YOBITOUHBIM JIJIS aBTOPOB PYKOITHCEH.

He Bcé uto panbiie ObUTO IPUBBIYHO IS (POPMATHPOBAHUS TEKCTOB Ha IMEYATHOU
MAaIIMHKE MOXHO BOILIOTHTH C TIOMOIIBIO COBPEMEHHBIX TEKCTOBBIX MPOIECCOPOB BbI-
cokoro ypoBHs. [locneHre IMEIOT CBOO JIOTUKY TIOCTPOCHUSI MACCHBOB TEKCTA, CBOIO
OMHCATEIHLHYIO MPOTPAMMHYIO YacTh U JIP., O YE€M paHbIIe JIFOAN HE UMETN HU KaKOTO
PEICTAaBICHUS.

OkazaBIINCh B AMOXE KOMITBIOTEPHBIX TEXHOJOTHH, YEIIOBEYECTBO BBIHYXKICHO
MOJICTPAMBATRLCS TI0JT BO3MOXXHOCTH KOMITBIOTEPHON TEXHUKH M MPOTPAMMHBIX TPO-
nykToB. OOIIECTBO BBIHYKJIECHO MCHSTH CBOW IPHUBBIYKK U CTEPEOTHUIIBI B YIOJYy CO-
BPEMEHHOT'O palOHAIM3Ma U SKOHOMHUYECKOW IEJIeCO00Pa3HOCTH AIIOXHU, B KOTOPOH
NPHUBBIYHBIMH CPEACTBAMHU MPOU3BOJICTBA CTAIM KOMITBIOTEPHI C 3alIUCAHHBIMUA B HUX
POrPaMMHBIMHU TIPOYKTaMH.

Haxopnsmieecst nepe Bamu u3faHue CHOPMHUPOBAHO IMYTEM MPUMEHEHHUS CTHIICH
TEKCTa U BCEX MPOYUX HOBBIX BO3MOXKHOCTEH, JIOCTYITHBIX COBPEMEHHOMY MHCATEIIO,
co3zaronieMy nu(poBbie PYKOIMCH Ha KOMITBIOTEPE C IPUMEHEHHEM TPOTPAMMBbI TEK-
CTOBOTO MPOIIECCOPa BBICOKOTO YPOBHS.

ABTOp TIOBITAJIICS BHEJIPHUTH B 3TO MOCOOHME 3JIEMEHTHI (DOpMATHPOBAHUS TEKCTa,
yJIYYIIAIOMKAE BOCIPHIATHE HM3JIaraeMoro MaTepuaja CHCIHAIBHO IS COBPEMEHHBIX

CTYACHTOB, a TAKXKC JIA ITOJYUYCHHA BO3MOXHOCTH HCIIOJIb30BAHUA 3TOI'O HI/I(prBOFO
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TEKCTa B JaJbHEHUIIIEM JUIS €0 TOCISYIONIeTo pa3BUTHS B BHJE M(POBOH MmyOHKa-
I[H BEpCUsAMHE (Harmomo0ue BepCcHii HOBBIX MPOIPAMMHBIX MPOYKTOB).

[TpumeHeHe criennaaIbHOr0 POPMATUPOBAHUS B COBOKYITHOCTH C aBTOMATHUECKHU-
MU BO3MOXXHOCTSIMH, 3aJI0)KCHHBIMH B TIPOTPaMMy TEKCTOBOTO MPOIIECCOpPa BHICOKOTO
YPOBHSI, TIO3BOJIMIIO aBTOPY OBICTPO MPeoOpa3oBaTh BCIO PYKOMHCH B U(POBYIO KHU-
Ty, IEPEHECTH OTENbHBIEC €€ YacTH B CIANA-TIPE3CHTALUU ISl BBICTYIUICHUS Tepe]
CTYJICHTaMH W TIPEBPATUTh YaCTh CTPAHUI] B MHTEPHET-CTpaHUIBI. Bc€ 3T0 menaercs
ABTOMATHYECKH U TouTH MrHOBeHHO! Ho ecnu ObI aBTOp HE MCIOIB30BaN MPUMEHEH-
HBIE B 3TOM TOCOOWH MPOTPaMMHBIC BO3MOXXHOCTH, 3aJI0KEHHBIE B TEKCTOBOM IPO-
IIECCOpPE BHICOKOTO YPOBHS, TO 3TH IIPe0Opa3oBaHus ObUTH ObI HEBO3MOXHBI.

Jlpyrast oTnuauTenbHas 0COOEHHOCTh ATOTO W3JaHUSl — HAIMYUE OOJBIIOTO KOJH-
YeCTBa CCHUIOK Ha NMU(POBBIE TEKCTOBBIC W3IaHUS U MYIbTHMEIUIHBIE 00ydaronue
KypChl. DTO 0COOEHHO BaKHO ISl CAMOCTOSTEIHLHOM paOOTHI CTY/ICHTOB U TTOIEPIKKU
TEXHOJIOTUH JUCTAHIIMOHHOTO O0yUYEHUSI.

CBou 3amMevaHusl, MPEUIOKEHUS U BOMTPOCHI HATIPABIISIUTE, MOXKAIYICTA, TI0 apecy

AIIEKTPOHHOM mmouTh fabota-autsorserom@ya @é¢prero BsiuecnaBosuuy Kanutuny.

C YAOBOJIBCTBHUEM IIPOUTY BalllC MHCHHC.



BBepeHue

YuebHoe nocobue "PaGora ¢ madaoHaMu UM@POBBIX TOKYMEHTOB" SBIISCTCS
MEepBOI YacThIO JIEIOBOM KOMIUIEKCHOW urpsl 'PaGora ayrcopcepom”. Co3naHo aJis
0o0y4eHHUsI CTYJIEHTOB HaBbIKaM paloOThI C MabIoHAMU LU(PPOBBIX JOKYMEHTOB Ha OC-
HOBAHUM CTWJIEH TEKCTA, YTO SIBISIETCS] BaXKHBIM 3JIEMEHTOM HMH(OPMAIMOHHBIX TeX-
HOJIOTHH.

Ha ocHoBe pykoBOJCTB, OMyOJMKOBAHHBIX B 3TOM MOCOOWH, CTYACHTBI 00y4YaroTcs
TEXHOJIOTUSIM CO3JaHMsI HOBBIX IIHU(PPOBBIX JOKYMEHTOB HAa OCHOBE CTWJIEHM TEKCTa 1o
pa3sHoOOpa3HbIM BHAAM TOTOBBIX IH(PpoBbIX 1mabsoHOB: "Pe3tome”, "ComnpoBoau-
TeJbHOe muchmo', "@akc”, "Kagenaaps", "Bykier” u ap.

OTH Ma0JI0HBI IIUPOKO PACIPOCTPAHEHBI U AKTUBHO UCIIOJIB3YIOTCS JUISl IOCTHKE-
HUS yCIIeXa Ha COBPEMEHHOM PBIHKE Tpy/Ja. YKa3aHHbIE 1a0JIOHBI CBOOOIHO OMyOIIu-
KOBaHbl B MHGOPMAIMOHHBIX UCTOYHHMKAX ['100ajJbHON MH(OPMAIMOHHOW ceTH, a
TaK)K€ — B KOMITBIOTEPHBIX MPOTPaMMaXx MOMYJISIPHBIX TEKCTOBBIX MPOIIECCOPOB.

[TomMumoO omMcaHus TEXHOJIOTUU PabOThI ¢ YKa3aHHBIMH IA0JIOHAMHU MTOCOOUE CO-
JIEPKUT TIPABUIIA UX 3ATIOJTHEHUSI.

B pesynbTare BBITIOJIHEHUS JEIOBOM WIPHI CTYACHTHI HE TOJIBKO MPUOOpPETAOT
MPAKTUYECKUE HABBIKA Pa0OTHI C MIabJOHaMH MUQPPOBBIX JTOKYMEHTOB, HO W MPHUBHI-
KalOT K JCIIOBOMY BHUPTYaJbHOMY B3aMMOJEHCTBUIO CO CITYXAIIMMH COBPEMEHHBIX
IPEATPUATHI.

Kaxxnast 3amaua cOOpHHUKA COMEPKUT OOMIMPHYIO TEOPETUUYECKYIO YacTh C MILTIOCT-
parusaMu, pyKOBOJICTBO K BBITIOJIHEHHUIO 33/1a41 U TIEPEYHU THUIHMYHBIX OMIHOOK.

JIOCTOMHCTBOM 3TOTO WM3JAaHUS SIBISETCS €ro MpPaKTHYeCKas HApaBICHHOCTH IO
UCIIOJIb30BAHUIO COBPEMEHHBIX ITU(POBBIX JOKYMEHTOB M METOJIOB WX 3aIOTHEHHS Ha
OCHOBE CTHJICH TEKCTa, a TAK)KE — MOJISTUPOBAHNE B JIEJIOBOW UTPE peabHBIX IMPOU3-

BOJICTBEHHBIX CUTYallUi MEXy paOOTHHUKAMH COBPEMEHHBIX MPEATIPUITHH.



1. PykoBoacTBa Ana paboTtbl ¢ nocoouem

1.1. Pa6oTa c yue6HbIM nocobuem

VY4yebHOoe mocodue ConepKUT TEOPETUUECKUN MaTepHall, 3aJaul, pyKOBOACTBA JAJIs
BBITNIOJIHEHUS 33]1a4 U KOHTPOJIbHBIE BOIIPOCHI.

Teopernueckuil MaTepuall U 3aadd NPEJHA3HAYCHBI Ui BBIIOJHEHUS B ayIHUTO-
pHSX O]l PyKOBOJCTBOM IperoaaBaTelis (BeAyIIero IeJIOBON HIPhI), a KOHTPOJILHBIE
BOIIPOCHI — JIJI1 CAMOTECTUPOBAHUS MOJYYCHHBIX 3HAHUW U JUIS IIOATOTOBKM K 3aILUTE
OTYETOB 1O BHITIOJTHEHHBIM paboTaMm.

B nomoms nHAMBUAYaTbHOW pabOTe MPUBOAMUTCS CHUCOK CCHIJIOK HA MCTOYHUKH,
pacnosoxeHHble B ['100a1bH0M nHGOPMALIMOHHOM CeTH.

[IepBblli IPOCMOTP TEOPETUYECKOIO MaTepuaia Jydlle BBINOJIHATh HaKaHyHE Ja-
OopaTopHOii paboThI (3a JIeHb MM HECKOJbKO JHei). [locne o3HakoMIIeHHs ¢ Teope-
TUYECKUM MATEPHUAIIOM CJIEIYET BBIITOJIHUTH CAMOTECTUPOBAHKE 110 KOHTPOJIBHBIM BO-
IpOCaM.

Ecnu nonoxeHuss TeOpeTUYECKON 4aCcTh HE AOCTATOYHO IOHATHBI, CIEAYET B IEp-
BYIO OYepeb BOCIIOJIb30BATHCS MOWCKOBBIMH cHucTeMamu [1obanbHON mHGpOpMaIu-
OHHO#l CETH, TPHUMEHHB $I3BIK NOMCKOBBIX 3ampocoB’ (cM. ITpumioxenne A n
[Mpunoxenue b), ¢ MOMOIIBI0 KOTOPOTO MOKHO TOYHEE CHOPMYITHPOBATH 3aMPOC IS
HOMCKOBOTO po0O0Ta U ObICTpee HAWTH HY)KHBIN HCTOUHUK.

Hapsiny ¢ atum cienyet oOpatutbesi B OMOIMOTEKY Ui CAaMOCTOSITENIBHOTO TIOMCKA
JUTEPaTypbl, MO0 BOCIONB30BATHCA PEKOMEHAAMSAMU OMOTHMOTEKaps MO MOI00pY
AHAJIOTMYHOM JINTEPaTYPHI.

3apaHee 03HaKOMHUBILIHNCH C TEOPETUYECKUM MATEPUAJIOM H, €CJIM BO3HUKIIN BOIIPO-
Cbl, KOTOPBIE HE yaJIOCh PEUIUTh CAMOCTOSATEIBHO, MOXKHO 3a/1aTh UX IIPENOJaBaTENI0
Ha 3aHATHM 110 JJaOOPaTOpHON padoTe mociie BBOAHOM 4acTH, KOTOPYIO OIJIACHUT Ipe-

[moaaBaTcCJIb B HA4YaJIC 3aHATHSA.

! SI3bIK MOMCKOBBIX 3aIMPOCOB — CIICHHATBHBIC NPABHIA HAIMCAHHS 3alpoca W3
KJIFOYEBBIX CJIOB, NMO3BOJIIONINE HanOosIee TOYHO (GOPMYITHUPOBATh 3aMPOC MOUCKOBOM
cucreMe. [IpuMeHeHHE sI3bIKa 3aPOCOB AaéT BO3MOKHOCTH PEIIATh CaAMbIC CIIOKHBIE
MOUCKOBBIC 3a1a4u. [loapoOHee O MPUMEHEHHWHU sI3bIKa MOMCKOBBIX 3alPOCOB CM. B
uctounuke [3].
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1.2.YcnoBHble 0603HaYeHuUs

B mocobun TpUHSATHI YCIOBHBIE 0003HAYCHHUS, AKIEHTUPYIONIHME BHUMAaHHE Ha
BOKHBIX HA3BAHHMAX M IOCJIEIOBATENbHOCTIX KoMaHa. OHM MOKa3aHbl B TaOJHIlE
(Tabmuma 1.1).

Tadauua 1.1 —YcjaoBHbIE 0003HAYEHUS], IPUHSATHIE B IOCOOMH

O0o3HauYeHHUe IMosicuenue

SAnpexc Ha3zaHust nporpaMMHBIX IPOAYKTOB, CEPBE-
POB, IPEANPUATHI, UMEH UCCIIEIOBATEIIEH,

TCPMHUHOB

"IMMomomn" Ha3BaHus mamnok, JIOTHHOB, pa3eioB B MPO-

rpamMmax

("Hacrpoiikn/JInunbie HacTpoiiku") | [TocienoBaTeIbHOCTH KOMaHI

st pazbacHEHUs JeATeIbHOCTH, KOTOPYIO HaJ0 BBITIOJIHUTh YYaCTHUKAM JEIOBOMN
UTPbl B COOTBETCTBUM C 3aJaHUSIMU, TIPUBEACHBI CHEHUAIBHBIE CXEMbl, Ha3bIBAEMbIC
MHTEIUJICKT-KapTaMHu.

HHTe/sIeKT-KapTa — CXeMa BBINIOJIHEHHS AelcTBUM. [IpruMensiercs 1 cocraie-
HUS KOHCTIEKTOB JIEKIIUH U YIOPSAI0YUBAHUS HH(POPMALIIH.

WHTemIeKT-KapThl IEMOHCTPUPYIOTCS BEIYIIUM JIEJIOBOM UIPhI (IperogaBaTesieM)
B HayaJie 3aHATUA Ha YKpaHe ISl pa3bACHEHUS yYaCTHUKAM 3a7]a4 U X0/a BBITTOJTHEHUS
3aJ1aHUH.

[Ipu OTCYTCTBUM TPOEKIIMOHHOTO O0OPYIOBAHMS MOXHO IOJIB30BAThCS yUEHUYE-
CKOM JIOCKOM, BOCITPOM3BO/Is HA HEM MHTEJICKT-KApThl B YIPOIIEHHOM BUJE NI 00B-

SICHCHHA XO0Ja BBIIIOJITHCHUS 3a1a4.
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2. Llenb v 3apgayum nenoBou Urpbl

He.]'lb bi (S (0):10) HUI'PpbI 3aKIIIOYACTCA B PA3BUTHH IMPAKTUYCCKHX HABBIKOB pa6OTI>I C

HI/I(prBBIMI/I JOKYMCHTAaMH1 U ACJIOBOI'O B3aUMOICUCTBUS MMOCPCACTBOM IJICKTPOHHBIX

CPEJICTB CBS3U C IPYTUMHU JIIOAbMH, HAIPUMED, CO CIYKAIKUMU MPEATNPUATUH.

33[{2‘[1/1 JIEIIOBOM HUI'Ppbl — HAYUYUTb Y4YaCTHUKOB HCIIOJIB30BATH pa3H006pa3HI>1e

HI/I(i)pOBBIe 111a0JIOHBI I CO3AaHuA IMPOU3BOACTBCHHBIX HTOKYMCHTOB U HAYUUTH HUX

9TUKCTY B3aUMOJICUCTBUS C COTpYAHUKAMHU COBPCMCHHBLIX KOMIIBIOTCPU3UPOBAHHBIX

HpeI[HpI/IHTI/Iﬁ IIOCPCACTBOM JJICKTPOHHBIX CPCACTB CBA3U.

MHTeIeKT-KapTa BBIMOJHEHHs 3aJaHUil JIEJIOBOM WIPHI MMOKa3aHa B TaOHMIlE
(Tabmuma 2.1).

Tabauua 2.1 —UuTes1eKT-KapTa 1e10Boii urpol " Padora ¢ madjaonamu

M (poOBbIX JOKYMEHTOB"

3aganus

IHosicnenue

YcaoBHoe

o0o3HaYeHHEe

3ananue 1

Pa6ora ¢ mradinonom "Pe3rome”

3ananue 2

Pa6ota c mrabnonom "ConpoBoauTeIbHOE TUCEMO"

3amganue 3

Pabora ¢ ma6imonom "dakcuMmiibHOE CO00IIEHE"

3ananue 4

PaGora ¢ mabnonom "Kanennaps"

3aganue 5

Co3nanue BUBUTHBIX KapTOYEK

3aganue 6

Coznanue nHGOPMAIMOHHOTO OYKIIeTa

3ananue 7

CO3I[3HI/Ie peKHaMHOﬁ JIMCTOBKH

3amganue 8

Ileyats agpecoB Ha OyMaKHBIX KOHBEpPTaX
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3. CueHapuu 0enoBou Urpbl

[Ipeanonaraercst, 4To CymiecTByeT Hekas kommanus, "N (Ha3BaHHe MPHIYMBIBAET
NPEro/aBarelib), KOTOpas MIIET ayTCOPCEPOB JIJIsl OPraHU3alnu € MPeICTaBUTEIILCTB
B HECKOJIbKUX TOpOAaX.

[Ipenmomnaraercss Tak ke, YTO KaXIbIi CTYIEHT y4eOHOUM TpyMIbl *KelaeT CTaTh
ayTcopcepoM AJIs 3TOM KOMIIAaHUU U y4acTBYET B KOHKYpCE Ha 3aMellleHne BaKaHTHBIX
JIOJDKHOCTEH (HarmpuMep, PerHOHaIbHBIX MEHEKEPOB WIIM MECTHBIX YIPABJISIONIHX
JIeSTEIbHOCTHIO KOMITAHHH B CBOEM TOPO/IE).

Jlnst yqactusi B KOHKypce HEOOXOAMMO COCTaBUTh PE3IOME, COMPOBOJIUTEIHHOE
MKCBMO, U OTOCJIaTh TH JOKYMEHTBI JJICKTPOHHBIMH CPEACTBAMH CBs3H (B TaHHOM
urpe — (hakCUMIIBHOM CBsI3bI0 C (hakc-amnmapara Ha ¢akc-anmnapaT Wik ¢ KOMIIbIoTepa
Ha KOMITBIOTED).

[Ipenmnonaraercsi, 4YTO Y4aCTHUKUA KOHKypca OyAyT HMPHUHSTHl HA UCHBITATEIbHBIN
CPOK, B TEUCHHE KOTOPOTO OHU JIOJDKHBI BBIMIOTHUTH HECKOJIBLKO MOPYUYCHUN: CO371aTh
MIPOM3BOJICTBEHHBIN KaJCHIaph U KaJleHJIaph PEKJIaMHBIA, CO31aTh BU3UTHBIE KapTOU-
K{ JUIsl BBITIOJTHEHUS JeNOoBhIX (yHKIuK oT mMmeHn kommanwu "N". Tlocie storo —
co3nate HH()OPMALMOHHBIN OyKJIET OAHOHN M3 MPOJaBaeMbIX yCIyT, a Takke — (iaep
(pexyTaMHyO JTUCTOBKY) JUIS PEKJIAMUPOBAHUS MPOJAXKH 3TOH ycimyru. s Oykiera u
¢dnaepa HEOOX0AMMO OyAET MOATOTOBUTH MAaKET OYMa)KHOTO KOHBEpPTa C BO3MOXKHO-
CTBIO aBTOMATHYECKOW TeYaTh Ha HEM aJPECcOB KIMEHTOB, KOTOPHIM OYIyT OTIpaB-
J5Th OyMakHbIe OYKIIETHI U (1aephl M0 OOBIYHON MOYTE, CM. HHTEJUICKT-KapTy J1eJI0-

Boit urpsel (Tabmuma 2.1).
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4. PekomeHaauum BeayliemMy AenoBomn Urpbil

[IpenonaBaTens, BeAYIUN AEIOBYIO UTPY, MOXKET BOCIOIb30BaThCSI TOTOBBIM CIIE-
HapueM, onyoaukoBaHHbIM Bbile (ctp. 13), 1100 caMOCTOSITEIBHO U3MEHHUTD €€ Clie-
Hapuil, YCJIOXXHHUB WM YIPOCTHUB B 3aBUCHUMOCTH OT CTENEHHU IOATOTOBIEHHOCTH
ciymaresne u 1enaei ooydeHus.

[lepen HayanoM J1€J0BOM WUTPbHI CIEAYET O3HAKOMHUTH Ciyliateneil ¢ nHpopmaiu-
OHHBIM HAIOJIHEHHEM 3TOTO PYKOBOJCTBA. Pa3bsiCHHUTH MOHATHE ayTcopcHHTa (CTp.
19) ¥ npeuMyIecTBa MCIOJIb30BaHUs 3TON (HOPMBI JeT0BOM aKTUBHOCTU. [10SCHUTH
Ha3HauCHHE MAa0JIOHOB M MX BHJOB B TEKCTOBBIX Impoleccopax, (ctp. 25). O0bsICHUTH
ciieHapuil aeoBoi urpel (cTp. 13), e€ menu W 3a7a4M, a Tak K€ YACIUTh BHUMaHUC
nopsiaky (GopmupoBaHus oTu€ra mo aenoBoi urpe (ctp. 104) u 3ammre CACTaHHBIX
pEIICHUH, B TOM YHCIIe — CAMOTECTUPOBAHHUIO IO KOHTPOJIbHBIM Bompocam (cTp. 90).

[Tocne 3ammThl OTYETOB BENYyIIEMY CIEAYeT caenarh 0000IIEHUE UTOTOB: 00ObsIC-
HUTh XapaKTepHBIC OIIMOKH, OTMETHTh MHTEPECHBIC PEIICHUS W Ha3BaTh UMEHA yda-
CTHHKOB, YCIIEIIHO BBITIOJHUBIINX 3aJaHUs JEJI0BOM urpsl. [lo3apaBuTe Bcex ydacr-

HHUKOB U O0BSBUTH UMEHA IMPUHATBIX Ha BAKAHTHBIC JOJDKHOCTH ayTCOPCCPOB.

14



5. OcHalweHne AenoBou Urpbl

Jlnst nenoBod urpbl moTpedyeTcsi crenuanibHoe 000pYAOBaHHME U MPOTPaMMHOE

obecrieueHue.

5.1. O6opynosaHue ans nenoBown Urpbl

I[J'I}I bi (S (0):10) HI'PbI HOTpe6y1-OTC}I MCPCOHAJIBHBIC KOMIIBIOTCPBI I10 KOJUYCCTBY

Y4aCTHHUKOB (321 HCKIIIOUCHHUECM Hpenoz[aBaTenﬂ) H BBICOKOCKOPOCTHOC IMOAKIIIOUCHHUC K

Nutepuery. [lonagobutcs ydeHudeckass JOCKa JJis 3amuced mHGopManuu, U Claani-

MPOEKTOP C IKPAHOM.

XapakTepucTHKH HeoO0XoauMoro o0opymoBaHus nokasanel B Tabuuie (Tabsiuna

5.1).

Ta6auna 5.1 —XapakTepucTHKH 000py/10BaAHMA 1JISl 1€JI0BOIl UIPHI

ITapamerp, He mMe-

HazBanmue KoanuectBo | Xapakrepucruka Hee
KommneroTep s xaxmgoro | IIpomeccop Celeron 500 Mhz
y4acTHHKA WIH
Athlon 1500 Mhz
OmnepaTuBHas 256 M6
naMmsTh
JKéctkuil nuck 4010
BricokockopocTHOE Jns xkaxaoro | CKOpocThb 30Ko6wut/c
nojkitoueHue Kk Mutep- | yuacTHUKa Tpadux 30M06
HETY
Crnaii1-mpoeKTop Caetocuiia 3000JIrokc
DKpaH Pazmep 4 m°
VYyennueckas nocka Pa3zmep 2M°

(dbomactepHas wiu Me-

JI0Bas)

Ba)KHBIM, HO HE 00s3aTeIbHBIM O6OPYI[OBaHI/ICM JJIA KaXKA0Io 3aHATHUA ABJIACTCA

YUCHHUYCCKAA OOCKA, ITO3BOJIArOIIAss MCIIOJIb30BATh q)HOMaCTepBI i MCJ, a TaKXKC —

CIIAMI-TTPOEKTOP C IKPAHOM.
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Vuenunueckass JOCKa IMOHAIO00UTCS IPENoAaBaTeNio s BEICHHS XPOHOMETpAKa,
JIEMOHCTPALIUK PE3YJILTATOB M Y4ETa PEUTHHIra YCIIEMIHOM paboThl (€Cii TaKOBOM Be-
néres).

Cnaiii-mpoeKTOp M 3KpaH MOHAM00ATCS MPENoJaBaTEN0 I O0BICHEHUS TEXHO-
JIOTMU BBHITOJIHEHMS] 3aaHUi U OOBSCHEHHUS CTPATETHH PabOThI YYaCTHHKOB, BOBJIE-

YEHHBIX B UTPY.

5.2.NMporpammHoe o6ecneuyeHune ons [enosomn Urpbl

[IporpammHoe obecrieueHue A AEIOBOM MIpPbI MpeaycMaTpUBaeTCs JIr00e U3
IOPUTOJHBIX JUIsl JOCTUKEHMS Lieel Beex 3a/1ad.

MoOXHO HCIONB30BaTh KOMMEpUYecKoe JH00 HeKoMMepueckoe (cBoOOaHOE) mpo-
rpaMMHOE oOecreueHue.

HarpuMep, KoMMepuecKoe IporpaMmHoe obecnedenne’ kommanuu Microsoft,
cM. Tabauny (Tabnuna 5.2), mOTOMy 4TO OHO YPE3BBIYAHHO PACIPOCTPAHEHO B Opra-
HU3ausaX U ydeOHbIX 3aBefeHusix Poccuiickoit ®@enepauuu. Kpome toro stu mpo-
rpaMMHbIE MPOJYKTHI cepTuduIpoBansl B Poccuiickoit @enepannu, a mo3romMy pas-
pereHs! A1 0pUIHNATHHOTO HCTIONH30BAHUS B By3aX U OPTaHU3ALIUAX.

B Tabnume (Tabmumna 5.2) nmoka3aHbl Ha3BaHHWS M BEPCHH KOMMEPUYECKOI'O IPO-
rpaMMHOTO 00€CIeYeHHUs U UX KOJINIECTBO.

Jlnst noctrkeHus 1Liesied JEN0BOM WIpbl MPUTOJHO TaKKe M CBOOOAHOE Mpo-
rpaMMHoOe obecreyenne? npousBoauTene, Hanpumep, Google Mozilla, IBM, Ap-
ple u op. mo cBoi¥cTBaM W BO3MOXKHOCTSIM aHAIOTUYHBIX KOMMEPYECKOMY, YKa3aHHO-
My B Tabnune (Tabnuma 5.2).1x ycnemHoe mpuMeHEHNE 3aBUCHT OT MOrOTOBJICHHO-

CTH ¥ OTIbITA MPENoaBaTesi, BEAYLIETO JAEJIOBYIO HIPY, a TAaKXKe — CKPOMHBIX (PUHAH-

Kommepueckoe mnporpammHoe oOecrnedeHMe — IPOJAIOLIMECS IPOrPaMMHbIE
HPOJYKTHI, MpPEIHA3HAYCHHBIC ISl yJOBICTBOPCHUS MOTPEOHOCTEH MOIb30BaTEICH.
X MOXXHO HCIOJNB30BaTh MPU HAIUYMK JIMIECH3UOHHOTO COIMJIANICHHUS, a TaKKe
JOKYMEHTOB, MOATBEPXKAAIOINX (akT OpUOOpeTeHHs MpOrpaMM:  TOBApHOI
HAKIAMHONH M TOBApHOrO Yeka. [IpH OTCYTCTBHM YKA3aHHBIX JOKYMEHTOB TaKhe
HporpaMMHbIe MPOAYKTHI MCIIOIB30BaTh B Poccuiickoit Depepannu 3amnpenieHo, Tak
KaK 3TO HapylllaeT aBTOPCKHE MpaBa M HAHOCUT YIIEpO rocyaapCcTBy.

2 CpoGoxHOoe mporpaMMHOe o0ecrmeueHHe — [POrPAMMHBIC  IIPOLYKTHI,
npelHa3HAYCHHbIC [UIS  YIOBJICTBOPCHUS  MOTPEOHOCTEW  MmOJb30BaTenedl u
pacnpocTpansiomuecs OecriatHo Ha ycrmoBusix nunensun GPL (General Public
Licence).x MOXHO KCIIOJIB30BATb ...
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COBBIX BO3MOXKHOCTEH BYy3a. Haan/IMep, MOJXHO HCIIOJIB30BATH CICAYIOIICC CBO60I[HOG

porpaMMHoOE oOecreucHue, mokazanHoe B Tabsuie Hwke (Tabmuna 5.3).

Tabauua 5.2 —-KomMepueckoe nporpaMmMHoe odecriedeHue 111 KaKIaoro

YiaCTHUKA J1eJI0OBOM HUTPBbI

Bun HaszBanmue Bepcusi, He HUKe
OnepanuoHHas cucTemMa MS Windows XP
TekcTOoBBIN MPOIECCOp MS Word 2003
daxkc-nporpamMma Moayas B 2003
MS Outlook
Venta ZVoice 5.0
ApxuBatop ZIP Bcerpoennsiii 8 MS Windows

Tabauua 5.3 —CBo001HOE NPpOrpaMMHoe o0ecneyeHne AJsl KaxKI0ro y4acTHUKA

A€JIOBOH MIPBI

Bun Ha3zBanue HUcTounuk
Omneparmonnas cuc- | Linux Mandriva [28]
TeMa Linux Ubuntu [31]
Texcronsrii mporiec- | AbiWord [24]
cop Google/lokymeHTbI [25]

KWord [27]
LibreOffice Writer [32]
Lotus Symphony [26]
OpenOffice.org Writer [30]
[R]Software Editor [22]
dakc-nporpamma [
ApxuBarop 7-zip [23]

CBobOoaHOe mporpamMmHoe oOecrneuenue, ykazanHoe B Tabmuie (Tabmuma 5.3),
MPHUBOJIUTCS B BUJIC Pa3HOOOPA3HBIX aJIbTEPHATHB KaXKJIOTO BHJIa. HECKOJIBKO BapHaH-
TOB OICPAIIMOHHON CHCTEMBI, TEKCTOBBIX MPOIIECCOPOB U Jip. Ho mpu ucmonbp3oBaHUuU
ATOTO MPOTPAMMHOTO OOECTICUeHHUsT BEIYIIEMY CIeAyeT OTKOPPEKTUPOBATH Pa3feiibl
XO0/J1a BBITIOJIHEHUS 3aJaHHI, KOHTPOJIbHBIE BOMTPOCHI M OCHOBHBIE OIMIMOKH, TIOCKOJIBKY
9TH MPOTPAMMHBIE MPOIYKTHI UMEIOT CBOM OCOOCHHOCTH M OTJIMYAIOTCS BO3MOXKHO-

CTSIMU M TEXHOJIOTHENW padOThI C HUMH.
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Jl71st ycreniHoro penieHusi HEKOTOPBIX CIOXHBIX 3a/1ad, pelIeHHe KOTOPBIX 3aBUCHUT
OT OCHAIIEHHOCTH By3a MPOrPaMMHBIM OOECIE€UYE€HHUEM U OT MOATOTOBIEHHOCTH yya-
CTHUKOB, MPHUBEACHBI HECKOJIBKO CIOco00B ux pemieHud. [lociae oOcyxaeHUs 3TUX
CIOCOOOB C YyYaCTHHMKAaMU J€JIOBOM UTPbl MOKHO BbIOpaTh JHO0OW MPUTOIHBIA WU
noHpaBuBIIUkca. TakuM 00pa3zoM, MOXKHO JOCTUYb TTTyOOKOro MOHUMAaHHUS BBITOJ-

HEHHEIX NEeHCTBUU.
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6. BBogHble TeopeTnieCKkmne noHATUA

BBOIHBIMU TEOPETHYECKUMH TTOHATHSIMHE, TIOMOTAIONIMMH YYaCTHHKAM Pa300paTh-
Csi B CIICHApWUM JIETIOBOM WTPHI, SIBISIOTCS MOHATHS "ayTCOpCcHHra", "HHcopcHHra',
"kpayacopcunra”, "ma6aoHoB" 1 "MacTepoB 11a0J10HOB".

[TpuMeHUTENFHO K TOCIEIHUM, OCOOCHHO BaXHBIM 3Haue€HUEM OO0JamaeT Mpen-
CTaBJIeHHE O "CTWJIe TeKcTa", IpUMEHSIoNeecs g 0003HauUeHUs TPYIIBI apameT-
poB opmatupoBanust ipu opopmIIeHUH JTHO00U IUdpoBoi pykomnucH. [IpumeHeHune
CTHJICH TapaHTUPYET CTAOMIBLHOCTh (hOpMATHPOBAHHS B Mpoliecce Habopa UupPOBHIX

TCKCTOB HAa KOMIIBIOTCPC.

6.1. Ayrcopcunr

JUis TOro 4ToObl pa3IMyHbIE OpPraHU3alUK U MPEANPUATHS MOTJIM AaKTUBHO pa3BU-
BaThCsl B OOILECTBE, OXBAUEHHOM IPOLECCAMU KOMIBIOTEPHBIX TEXHOJOTUN U BCEOO-
el riaodanu3anny, He J0CTaTOYHO MPOCTO AEJIOBOM XBAaTKU M CMEKAJIKH, HEOOXOAH-
MBI CHEIIMATIbHBIE 3HAHUS U Y3Kasl ClIelaIn3alius.

[Tpomo Bpems, koraa OGM3HECOM Ha3bIBAIM 3JIEMEHTApHYIO Iepenpoaaxy. busne-
COM CTaJM Ha3blBaTh MPEANPUHUMATEIBCKYIO AESITEIbHOCTh, AAIOIIYI0 MaKCHMAallb-
HYI0 IpUOBLIL NIPU HAaUMEHBIIUX 3aTparax pecypcoB. UToObl AOCTHYb TaKOI'O COOT-
HOILIEHMSI, PyKOBOJIUTEIISIM OpraHu3aluil He0OOXOMMO HCII0JIb30BaTh HOBbIE ITyTH Ha-
patuBanus 3 (HEKTUBHOCTH.

3ayacTyro ciay4yaeTcs Tak, 4YTO KOMIaHMsI, BMECTO TOTO YTOOBI HAaIIPaBUTh BCE yCHU-
JMsl Ha pelleHHe 3a/1ay, HEMOCPEACTBEHHO OTBEYANOIUX €€ NPUOPUTETHOMY HaIlpaB-
JICHUIO, BBIHYK/IEHA 3HAYUTEIbHYIO YacTh PECYPCOB TPATHUTh HA MEHEE Ba)KHBIE MPO-
IIECCHI, COMPOBOXKIAIONINE €€ NeATeNbHOCTh, TaKMe Kak OyXraaTepus, TeXHHYECKOe
o0cCITy>)KHBaHKE U IPOTPAMMHOE 00eCIIeUeHNE.

Jns toro uroObl Hanbonee 3PPEKTUBHO HCIIOIB30BATH WMEIOUINECS PECypChl U
NOJy4YaTh HAHOOJBIIYI0 MPUOBLIH, 1IETIeCO00pPa3HbIM SBIISETCS JEIETHPOBATH HCIIOJN-
HEHHE MEHEee BaKHBIX ONEpaluil HEeMOCPEICTBEHHO KOMIIAHHAM, CIHEIHATN3UPYIO-
IIMMCSl Ha MOJOOHBIX ONEpalUsiX M BBIOJHEHUE KOTOPBIX SIBISETCS UX CTpaTeTrnde-
CKMM HamnpasJIeHHEM. JlaHHBIA IpolLiecC pa3leseHUs IPOU3BOJACTBEHHBIX OIEPALUN

IMMOJIY4YXJI Ha3BAHUC ayTCOPCHUHTA.
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AyTcopeunr’ (OT aHII. OUtSOUrCING -BHEIIHMI HCTOYHKK) — Mepeaada TPaIrLii-
OHHBIX HEKIIOYEBbIX (DYHKIMH OpraHu3aiuu (Takux, HaMpUMep, Kak OyXraaTepCKuil
y4eT WU PeKJIaMHasl JeATeIbHOCTh I MAIIMHOCTPOUTEIbHON KOMITAHUH) BHEITHUM
UCIIOJIHUTENSIM — ayTcopcepam, CyOroapsIurKaM, CrieluagucTaM CTOpOHHER (pupMsr,
0TKa3 OT COOCTBEHHOT'0 OM3HEC-TIpollecca, HapUMeEp, U3TOTOBJICHHS OTIMBKHU UM CO-
CTaBJIeHMs OajlaHca, U MPUOOPETEHHE YCIIYT M0 pPeau3aliy 3TOro Ou3Hec-mpolecca y
JIpYroM, crielaln3upoBaHHON opranu3aii. Pa3HOBUAHOCTH KOOTIEpUPOBAHHUS.

[TpOTHBOIOJIOKHOCTHIO AyTCOPCHHTA SIBJIICTCS MHCOPCHHT (OT aHrJj. insourcing —
BHYTPEHHHI UCTOYHUK) — UCIIOJIb30BAHNE BHYTPEHHHUX HCIIOJHHUTENIEH COOCTBEHHOTO
Ou3Hec-mpoIecca.

OnHuM U3 NEPBOOTKpHIBATENEH COBPEMEHHOIO ayTCOPTHHIA SIBISETCS BCEMHUPHO
u3BectHas ¢upma Kodak.B nagame 90x romoB XX Beka pyKOBOACTBO KOMIIAHUHU
C/IEeTIANI0 HEOKUIAHHBIN BBIBOJI, YTO JOCTIKEHHE MUPOBOTO JTUAECPCTBA B c(hepe BBICO-
KUX TEXHOJIOTUW HE SIBJIICTCS OCHOBHOHM II€NIbI0 KOMIIAHWU. Takum 00pazoM, Tom-
MEHEeDKEephl PEeIIId NepeaaTb Bce MH()OPMAMOHHO-TEXHOJIOTHUECKOE 3BEHO TPE-
npusatus komnanuu |IBM, koTopas Kak pa3 u CTpeMHIach K JUAEPCTBY B JaHHOU ce-
pE€ eATEIbHOCTH.

[Ipomecc mepemaun HEKITIOUEBHIX (YHKIHWHA CTOPOHHEH OpraHM3alMy OKa3alcs
B3auMOBBITOHBIM.  Kodak obecrneumsia cebe  omimuHOe  WHGPOPMAIMOHHO-
TexXHoJIornyeckoe obcnyxuBanue, |IBM monydyuna oueHb BBITOAHBINA J10JATOCPOUYHBII
KOHTpPAaKT, a corpyaaukn Kodak momydmuiny BOZMOKHOCTH JabHEHINETO MMOBBIIICHHS
KBaJTM(UKAIUH.

Eme ofHMM 3HAUUTENBHBIM NPUMEPOM BHEAPEHUS ayTCOCHUHIA SIBIISIETCS KOMIIA-
Hust Nike. Ona momnuia emre gajipiie, nepeaaB Ha ayTCOPTUHT HE TOJBKO IPOU3BOACTBO
CIIOPTUBHOM OJ€X/bl, HO U paclpocTpaHeHHe, a Takke — peannsanuto. Cama Komna-
HUSl CTaja 3aHUMAThCS JUIIb JAU3AHHOM MPOU3BOJUMON OJEXKIbl. DTH KIIOUEBbIE
GbyHKIMY ObUTH 3aKPETUICHBI 32 HHCOPCEPAMH.

Bpewms mokasano, 4to Ttakoe peiieHre Obuto npaBuibHbiM. Ceiivac Nike npusnaH-
HBI JUAep B MHUpE CHOPTUBHON onexnabl. Ee pa3BuTue HaOupaeT BHEHATIISIONINE

TCMIIBI.

Paiiz6epr B.A., JlozoBckuit JLII., Craponybuesa E.b. CoBpemeHHBII
SKOHOMHYECKHH CIIOBaph. S5-€ u3j., nepepad. u gom. —M. : UHOPA-M, 2007. — 49%.
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PeanbHas BbIroJla ayTCOpPCHHIA 3aKJIKOYAETCSA €€ M B TOM, YTO MO3BOJISET IMPHU
YBEJIMUEHUU OOBEMOB MPOU3BOJICTBA COXPAHUTH YUCICHHOCTh CIYKAIUX KOMIAHUU
Ha MPEKHEM YPOBHE WJIM Jake COKpaTuTh e€. JlaHHbBIN mpoliecc, Mmo3BojsieT odecre-
YUBaTh POCT KOMIAHUU 0€3 yBEJIMYEHHs, a BMECTE C TeM M 0e3 ycIoKHeHus e€ opra-
HU3aL[MOHHOUN HEPAPXUMU.

Kakue Buabl ayTcopcuHra BCTpeuaroTcs yaimie Bcero? J[oBoJbHO 4acToO MOXKHO
BCTPETUTHh HH(POPMAITMOHHO-TEXHOJIOTMYECKUI ayTCOPCUHT, FOPUINYECKUN, KaJpOBbIT
(kampoBbIe areHTCTBA), OyXTajaTepCKUi (BHEIIHWN ayauT), TPAHCIOPTHBIA (TpaHc-
MOPTHBIC KOMITAHUH) U JP.

Bwmecte ¢ TeM y ayTcOpcuHIa €CTh CYIIECTBEHHbIE HEJOCTATKU:

1. HenosHOE MCIONIB30BAHUE PECYPCOB 3aKa3uMKa, TaK KaK €CTh PUCK B Iepeaaue
MOJIHOTO 00hEMa PEeCypCOB UCITOJIHUTEIIO,

2. PHCK MONYYUTHh YCIYyTW HEYIOBIETBOPUTEIHHOTO KAauecTBa, WJIM B HEMOJIHOU
Mepe OTBEYAIOIINE MOCTABJICHHBIM TPEOOBAHUSM,

3. MOXHO TOTEpsATh HEOOXOIMMBIN OMBIT B MEPEIaHHON ayTcopcepy chepe mes-
TEJIBHOCTH,

4. 3aBUCHMOCTH 3aKa34MKa OT IPOU3BOJAUTENS, — PUCK TOrO, YTO, 3aKIIIOYUB CO-
[JIALIEHUE O MPOU3BOJACTBE, MPOU3BOJUTEIL MOXKET CO BPEMEHEM IOJHATH LIEHBI Ha
BBIIIyCKaEMYIO MPOAYKIIHIO,

5. ecnu komnaHus nepenaéT Ha pa3pabOTKy KaKue-TH0O CHCTEMBI, €CTh PHCK TO-
1acTh B 3aBUCHUMOCTH OT MCIIOMHUTENS 3aKka3za. Kommnanwus, KkoTopas BeneT pa3padoTKy
CHCTEMBI, CTAHOBUTCS O0JIagaTeNieM BaKHEH e nH(POPMAIIH.

Ho yka3anHble HETOCTaTKM MOTYT OBITh YCIEIIHO PEIICHBI MPAaBUIIHBHO U THOKO CO-
CTaBJICHHBIMU JIOTOBOPHBIMU 00s3aTEIbCTBAMHU B3aUMOJIEHCTBYIOUX CTOpOH. Ilo-
3TOMY 00 ayTCOpPCHHI€ FOBOPAT KaK O MPOLECCE, UMEIOIIEM HEIUIOXHUE MEPCIEKTUBbI
JUIsl pa3BUTUsL OU3HEca, U KOTOPbI B OyAylieM Mo MPOrHO3aM CIEHHATIUCTOB OyneT
TOJIbKO pa3BUBAThCA.

AYTCOPCUHTOBOM AESATEIbHOCTBIO MOT'YT 3aHUMAThCA HE TOJIBKO OTIEIbHBIE MpPE.-
NPUATHUSA, HO U OJIMHOYHBIE CIENUATUCThI. VIX Ha3bIBalOT ayTCOPCEPaAMHU.

AyTcopcep — BHEIIHUN HCHOJHUTENb, CTOPOHHUHN CHELHAIUCT, CYOMOIPSIAYHK,
BBICOKOKBATH(UIIUPOBAHHBINA CHEIUAINCT, BBIOJHSAIOMNUNA YacTh TPAJUIIMOHHBIX HE-
KITFOUEBBIX (DYHKIMI OpraHu3aiyi.

DaKTUYECKU ayTCOPCEP MOKET BBHINOJHATH PaboTy, JUIMTEILHOE BpEMsi, HaXOIsCh
WIM TPOXHUBAsl B APYIOM IOpoOJE, WIH J1ake B IPYroil CTpaHe, B3aUMOJEHCTBYs C 3a-
Ka34UKOM TMOCPEJCTBOM 3JIEKTPOHHOM MoYTHI, TeaedoHa u GaKCUMHUIBHOM CBSI3H, I0-

Jydasd OIlIaTy 3a TPYA 3JICKTPOHHBIMU ILIATCIKAMMU.
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[Tpouecchl 3neKTpOHHOrO 0OMeHa MHPOpMalMel MEeXay 3aKa3uyuKoOM U ayTcopce-
POM JOJKHBI OBITH CTPOTO PETIaMEHTHPOBAHBI CIIEUATBHBIM ITUKETOM AJIEKTPOHHO-

ro acJornnpoun3BoACTBa U HI/I(l)pOBBIMI/I m1abJIoHaMHU JOKYMCHTOB.

6.2. KpayacopcuHr

B 2006 roay aBropuretHbiii xypHan “Wired" omyOmukoBan crathio “Paciser
kpayacopeurra” (“The rise of crowdsoursing)' asropa Jeff Howe. B crarbe paccka-
3piBaeTcs o caite "IStockPhoto", koTopslii MO3BOIMI HAXOAUTH (oTOorpaduu Mo ae-
HIEBBIM 1I€HAM, HEXeJIM 3aKa3blBaTh y MpodeccronanibHbix Gororpadosn. Ilozxke sty
POJIb CTalld BBIMOJHATEL momyisapHbiid caidt "Flickr " u ero MHOroumcieHubie caiThl-
KioHbl. Tak momMuMo ayTcopcuHra (meperavyd HEKOTOPBHIX (YHKIMN OpraHU3allvy,
HanpuMep, OyXTrajTepCcKoro y4era, BHEIITHUM HCIOJIHUTEISAM) MOSBUIIACH €r0 pa3Ho-
BUIHOCTh — KpayacopcuHr (anri. crowd and sourcing #oJma u UCIob30BaHUE Pe-
CYpCOB).

OTnuuueM OT OOBIYHOTO ayTCOPCUHTA SIBISIETCS TO, YTO HUKAKUX JIOTOBOPOB C HC-
MOJIHUTEIISIMU KOMITAaHHSI HE TOJIUCHIBACT, HO o0OemaeT pa3HooOpa3Hble MPU3bl WU
OOHYyCHI sl MOOeauTeNell KOHKypca Ha JIYYIIyIO Haer. Bce ocranbHble y4acTHUKH
MOJIy4YaT TOJBLKO OJIAr0TapHOCTD 32 YIaCTHE.

NmenHo no00poBoIbHOE yuacTe 0€3 rapaHTHPOBAHHOTO BO3HATPAXKICHUS U JICKHUT
B OCHOBE KPay/JACOPCHHIA.

CnoBo "kpayacopcuHr" HOBOE, HO SIBIEHHE HE HOBoe. B mcropum yenoBeuecTBa
€CTh MHOXECTBO MPHUMEPOB Kpayncopcunra. Hampumep, Oubmusi paccka3bBacT O
CTpOUTENbCTBE BaBMIIOHCKOH OairHu, rie JIoAn OO0BEANHIINCh Paay OJHON LETH U
0€3B03ME3/IHO 3aHUMAJIUCh TOYEYHOU 3acTpoiikoil. nu apyroit npumep, 6au3kuil Ham
B 0003pHUMOI UCTOPUH, CTPOUTEIHLCTBO KOMMYHHU3Ma B OT/EJIbHO B3siTOM cTpane. [lo-
TOOHBIX TPUMEPOB KPAyICOPCHHTA B UCTOPUH YEIIOBEYECTBA IOCTATOYHO MHOTO.

VY CIOBHO MOXHO OTAENATH COBPEMEHHOTO TIOHSITHS KPayACOPCUHT OT JPYroro co-
BpemenHoro nousatus — User Generated ContettGC) — koHTEeHT, CO3TaHHBIH MOJTb-
3oBaTesisiMU (MOJIB30BATEISIMKM CaiiTa WK conuanbHol cetu). Cumtaercs, uto UGC

BO3HMKAET CTUXMMHO, 4 32 KOHKPETHBIM KpayJCOPCUHIOM CTOUT KOHKPETHBIN 3aKa3-

! Jeff Howe. The Rise of Crowdsourcing. Wired. I1sd4e06 - June 2006. URL :
http://www.wired.com/wired/archive/14.06/crowds.htm (mata oOparteHus
04.09.2012).
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YUK, KOTOPBIN JlaeT 0ObsIBICHHE O HAabope uel Mo KOHKpPeTHBIM 3aka3. I'paHb 3Ta
y3Kasi, 1 KOT/Ia OJIHO SIBJIEHUE TIEPEXOJIUT B APYroe, ONpeAeuTh ObIBA€T HEBO3ZMOXKHO.

Hanpumep, co3garenb W3BECTHOM colpaibHOM cetu (caiira) "FacebooK Mapk
Lykep6epr He MIaHUPOBAJ CTAHOBUTHCS MHJLTHAPIEPOM, CO37aB HEOOJBIIYIO COLU-
aNbHYIO CETh TOJBKO JUIsl cBoMX. Ho Koria HamibIB mosib3oBateneit ¢ ux gororpadusi-
MU, UTaTaMH, 3aMEeTKaMu U rpymnnamu nai Mapky MHOro nmpuObUIH, B XOJ MOILIN
"KpayZCOPCUHIOBbIE" MOTHBAIIMU YJEp>KaHUS MOJIb30BaTelleld BCAKUMU MPUMaHKaMH,
MOOIIPCHHS K aKTUBHOM xu3Hu B "FacebooK, n1o6poBoabHO-IPUHYAUTEIBHBIM CO3-
JaHUEM MaKCHMaJbHON OTKPBITOCTH JAHHBIX IMOJb30BaTeNed (HE IS CHercnyxo, a
IS MAPKETOJIOTOB).

Takum 00pa3oM, eciu MPOEKT CTAHOBUTCS YCHEHIHBIM Onarogapsi OecIrjiaTHOMY
YUYaCTHIO TOJIH30BATENEH, TO JaNbIIe HAYMHAETCS YUCTHIA KPayJACOPCHHT.

Tot xe "FacebooK mokasan u riaBHBI HEJOCTATOK KPayACOPCHHIAa — HU3KOE
Ka4eCTBO BBIAABAEMOTO MPOIyKTa. M3BecTeH ciydaii, KOraa 3Ta ColuanbHas CeTh Ha-
YaJa Ipolecc JOKAIM3aluy U MPHUBIIEKIIA BOJIOHTEPOB K EPEBOAY CBOMX JOKYMEHTOB
HA SI3BIKK JIPYTUX HApOJOB MUpa. [loydeHHBIN pe3ynbTaT BRI3BAI MOIIHYIO KPUTHKY
32 HETOYHOCTH U MHOTOUYHMCIIEHHBIE OIIUOKH.

HyxepOepr He cam cran mwnrapaepoM. Ero caenamn mumumapaepom 700 mu-
JIMOHOB MoJib3oBaTeei "FacebooK, decrtatHo BOBICUEHHBIX B pa3BUTHE €T0 CaiTa.

Crnenyromias npobiemMa KpayIcopCcuHra, Kak HOBOrO METo/1a paboThl ¢ OOBIYHBIMU
M0JIb30BATEIISIMHU, B TOM, YTO JIFOOUTEIb (MJIM OOBIUHBIN [T0JIb30BATENb) — 3TO BCE-TAKU
Tr00HTENh, KOTOPHIA HUKOTAA HE OyAeT Tak ke BAYMYHB, Kak mpodeccuoHant. Y Jro-
Outens HeT 0a30BBIX 3HAHUH JJIS MOHUMAHUS 3a/1a4M U criocobax e€ pemenus. Kpome
TOTO, TPUBJICYCHNUE KIUEHTOB (OOBIUHBIX TIOJIB30BATENCi) W JMrOOMTENeH K Ou3Hec-
nporieccaM MOKET MPUBECTH K OAHOOOKHUM PE3yIbTaTaM.

B kakoil Mepe KpayACOPCUHT BpeIUT caMUM MpodeccruoHanaMm, OUEHUTh CIO0XKHO.
A 1 Ou3HEca HUCTONb30BAaHUE KPAYACOPCHUHTA MOXKET ObITh XOPOIIMM HHCTPYMEH-
TOM, 4TOOBI YIY4IIUTh, HAIPUMEpP, OTOOp KaJapoB. TOJKOBYIO HICI0 MOXKET MpPensio-
YKUTh TOJIbKO TOJKOBBIM YeJIOBEK. A €CliU ellle Ha CTYJEHYECKOM CKaMbe KTO-TO TOTOB
NOTPAaTUTh BpPEeMs Ha MpEJIOKEHHE 10 Pa3BUTHIO OM3HEca, TO 3HAYUT, HAJ0 ITOMY
CTYJIEHTY HaJI0 JIaTh IIAHC MPOSIBUTH CeOs.

OTKpOBEHHBIX MPUMEPOB YPE3BBIYANHO YCIEUTHOTO HCIIOJIb30BaHUS METOJa Kpa-
YJICOPCHHTA B COBPEMEHHOM MHPE HE TaK Y’ MHOTO (10 BIOJHE HOHATHBIM MPHYHUHAM
KOMITAaHHH O HHX IIHPOKO HE COOOIIA0T), XOTS B CIMCKE TAKUX KOMIIAHUN €CTh OYCHb

aropuretneie. "Nike", "Procter and Gamble', "Apple", "Microsoft”, "Starbucks"
U Jp.
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Ho ecTh 1 Takre KOMITaHUU, KOTOPBIE )KUBYT TOJIBKO 3a CUET Kpayncopcunra. Ha-
npuMep, SIOHCKas MeGenbHas kommanus "Muji ", Uepes cBoil caiiT KoMnaHus coOu-
paeT uaeu A HOBBIX M3/ENUH, a MOTOM OTAAET UX Ha OIEHKY IpodeccroHaIbHBIM
nu3aiiHepaM, 4yToObl T€ OLICHWJIU JIFOOUTENbCKHUE MOJIEIN CTOJIOB U Mpouei MeOenu.
Campble UHTEpeCHbIE MOJIENIH UIYT B TPOU3BOICTBO.

Henocratkamu KpayacopcuHra SIBJISIOTCS CIEAYIOIIHUE: pOCT KOJIMYecTBa Oecro-
JIE3HBIX HUJEH, MOCTENEeHHBIH CMaji MOTUBUPOBAHHOCTU Yy TOJb30BaTENeH, a Takxke
HU3KOE KaueCTBO BBIIaBACMBIX HJICH.

[Momynsipuas ceth KodeitHpix "Starbucks' ucmonb3yeT cBoi callT mjs MONTydeHUs
HOBBIX HJIei. 3a aBa roaa paboThel cBoero caita "Starbucks' saenpun 50 kueHTCKIX
uaeit 3 20000.CriennanucTsl OTMEUAIOT, YTO ATO JIOCTATOYHO OOJBIION pe3yibTaT —
25%, 0cOOCHHO Y4HTBIBasi, 4YTO BCe miew mpunuim oecriatao. K yectn " Starbucks'
CTOUT OTMETHUTH, YTO BCE MPEIJIOKEHUS, TOCTYIAONINE HA CANT, OTKPHITHI BCEM JKe-
JAIOMINM, & 3HAYUT U KOHKYPEHTHI MOTYT UMH TOJIb30BATHCSI.

"Microsoft", ob6nanas orpomHol 0a3oi maTeHTOB (0OJIbIE, BEPOSATHO, TOJIBKO Y
IBM ), akTHMBHO HUCHOJIB3yeT KPayJICOPCHHT JJIsS BBISBICHUS MEPEIOBBIX U MATCHTO-
criocoOHbBIX uel. Kopropanus akTUBHO TPUBIIEKAET YHTY3UACTOB K PEIICHUIO CBOUX
npo0OJieM, pa3BUBAET U aKTUBHO IMATEHTYET JApOBbIC UICH B BHUJEC 3aKOHYCHHBIX pe-
IICHU U COOCTBEHHBIX pa3pabOTOK.

OnHUM W3 CaMbIX yJIA4HBIX NMPUMEPOB COBPEMEHHOT'O MCIOJIB30BAHMS KpPayacop-
CHHra CUuTaeTCs Cilydad, cBsi3aHHbIA ¢ kommnanuweu "Apple”. B 1988 rony Ctus
Jxod6c m CtuB Bo3usik (ocHoBatenu kommanuu "Apple") nmpunuin Ha BeTpedy co
cryneatamu Wmunoiickoro yauBepcuteta (CILIA). B Xo1e KoHpepeHIHH CTyIeHTaM
Obu1 3a1an Bonpoc: "Kakum Bel BUIuTe KOMIbIOTep Oyaymiero?". M3 oTBeTOB CTynEH-
TOB CIIOXHJICS 00pa3 HbIHE MOMyJsIpHOTO KoMItkioTepa "lpad”. OcuoBarensam "Apple”
OCTaBaJIOCh JIUIIb BOTUIOTUTH MEUTHI B )KM3HB, Ha YTO YILIO OKojo 20 jeT.

Ecth Jn mepcnekTuBbl y Kpayacopcunra Ha 3amnane u B Poccun? Cam Jeff Howe
yXKe He paJloOCTHO OIICHMBACT MEPCIEKTHBBI KpayacopcuHra Ha 3amaje (XOTs U mepe-
Jie1al CBOKO HEOOJIBIIYIO CTAThIO B KHUTY). BO3MOXHO, 4TO 3TO CBSI3aHO C OTCYTCTBHU-
€M JO0CTAaTOYHO TIyOOKO MpopabOTaHHBIX TEXHOJOTHMH NMPUMEHEHMs KpayJICOpPCHUHTa

Ha IIUPOKUX MacCax JIIOAEH.

! Muji Life. URL : http://life.muji.net/ (nara oopamenus 04.09.2012)
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3a cuér KpayAcopcHHIra OM3HEC jKelaeT MOJIY4YUTh OECIIaTHYI0 MOMOIb, YTOOBI
3apaboTaTh Ha CBOMX IOMOIIHHMKAx (TeX ke KiIueHTax) emie Oombie. [t KpYHMHBIX
KoMmnaHuii, B Poccu u 3a pyGexxoMm, KpayACOPCHHI 4acTO ObIBaE€T IPOCTO OYEPETHOU
nuap-KOMIIAHUEH WM JIONOJHUTENbHBIM HH()OPMALMOHHBIM JOBOJOM, KOTODBIH, B
3Py MaccoBOM KOMMYHUKaIMH JIMIIHUM He OyzaeT. Ho ecTh U Te, KTO UCHOIB3YET BO3-
MO’KHOCTH HOBOT'O METO/1a B IIOJIHYIO CUILY.

Cunraercs, YTO KpayACOPCHUHI NO3BOJseT S3KOHOMUThH 10 80% 3aTpaT Ha Mapke-
TUHT ¥ pekiamy Ha 3amajge. CMOryT JId pocCUilcKue OM3HECMEHBI UCII0JIb30BaTh 3a-

aJIHBINA OMBIT KPAYJICOPCHHTA I POCCHMCKON 3KOHOMHUKH, IMTOKAXKET BPEMSL.

6.3. lWa6noHbl n MacTepa Ans cO3[aHUSA AOKYMEHTOB

B nenonpousBoacTBe MOIb3yHOTCS HAOOpaMH OJJHOTUIIHBIX JOKYMEHTOB. IloaTomy
IpUMEHEeHHe 11a0J0HOB BIIOJIHE OMPABIAHO.

B KOMIIBIOTEPU3UPOBAHHOM JEJIONPOU3BOJICTBE MPUMEHEHUE LUQPPOBBIX MI1a0iI0-
HOB SIBJISIETCS HauOoJsiee palOHAIbHBIM IPUEMOM CO3JaHMs M UCHOJIb30BaHUS LH(D-
POBBIX JOKYMEHTOB.

TepmuH "nmppoBoi” HE TOKIESCTBEHEH TEPMHHY '3JIEKTPOHHBIH , HECMOTPS Ha
TO, UTO B 310Xy co3aaHus [ 1o6anpHON MHPOPMAIIMOHHON CETH U AJIEKTPOHHOM MOYTHI
9TH 2 OHATHUS ObUTH TOXKIECTBEHHBI. OHAKO C N300pETEeHHEM CIEIHAIbHBIX KOMIIb-
IOTEPHBIX yCTPOWCTB, MPEAHA3HAYCHHBIX TOJIBKO JJIs paboThl ¢ (ailinaMu, Hampumep,
Ui 9TeHus (HaiiioB BHPTYalbHBIX KHHT, TaKHE YCTPOMCTBA CTAJId HA3bIBaTh JJIEK-
TPOHHBIMU KHUTaMHM, a caMU (aillibl BUPTYaTbHBIX KHUT — HU(PPOBBIMH KHUTAMU
WA HU(PPOBLIMH TOKYMeHTaMu. TakuM 00pa3oM, MOHITHE "IIIEKTPOHHBIA" CIIeTyeT
IPUMEHSTh TOJBKO JUISI KOMITBIOTEPHBIX YCTPOUCTB, a MOHATHE "'IU(POBOH" — TOIBKO
urs dpaiinos’.

CoznaB mudpoBoil MmabIoH OAWH pa3, M UCIOIB3YS €ro MHOTOKPATHO B IOCIE-
IYIOIEM, SKOHOMHUTCSI BPEMs U MOKHO M30€XaTh OMMOOK MPH MOATOTOBKE CIEIYIO-
IIMX OJHOTUITHBIX JIOKYMEHTOB.

C momompio UGPOBHIX MIA0JIOHOB MOKHO OBICTPO CO3/1aBaTh JIOKYMEHTHI, YacTO

HCIIOJIb3YCMBIC B JIMYHOU ACATCIBHOCTHU U HA IPCAIIPUATUAX.

1
B cootBeTcTBUM C ATUMH COBPCMCHHBIMU TMOHATHUAMU JBJICKTPOHHYIO IIOYTY

cietoBaio Obl HA3BaTh MU(PPOBOM MOUYTOM, a HE IEKTPOHHOM.
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[IIabmoHBI 1TUGPOBBIX TOKYMEHTOB, PAaCHpPOCTPAHSIEMBIX BMECTE C TEKCTOBBIMH
IpOIeCCOpPaMH, aKTUBHO MCIOIB3YIOTCS Ui YCKOPEHUS CO3JaHus U 0(OPMIICHUS J10-
KYMEHTOB. 3a CUET MX NMPUMEHEHHUsI 00eCIIeYBACTCS 3HAYUTEIbHAS YKOHOMUS BpeMe-
HU U JOCTUTAETCS JKeTaeMoe equHO00pa3nue O JHOTUITHBIX (POPM JJOKYMEHTOB.

Iladnon uudpoBoii — 3arotoBka, oOpas3el] WM MOJENb IS CO3/IaHUS HOBBIX
UQPPOBBIX JOKYMEHTOB, COJACPXKALINA HYXHBIE WHCTPYMEHTBI, CTPYKTYPY U CTHIJIH
Tekcta. Hexotopbele 1udpoBbie MA0IOHBI HE COJIEpXAaT TEKCTa, Mpeasiaras IyCTOW
BUPTYAJIBHBIN JIUCT C 3apaHee 3aJJaHHBIMU CTUJISIMU TeKcTa. Eciu rpymma 10KyMeHTOB
OCHOBaHa Ha OJTHOM U TOM e u(ppoBoM 1mabiaoHe, TO Bce OHU OYAYT UMETh €IMHBIN
yau(unupoBanueiii Buf. LlndpoBeie mabioHsl MOXKHO CO371aBaTh CaMOCTOSITEIHHO
JUTSL CBOUX HYXI U JUTSI HY KT IPEATPUSTHS.

Ctuab Tekcra — HabOp mapamMeTpoB (HOpMATHPOBAHUS, KOTOPBIM MPUMEHSETCS K
TEKCTY, TaOIHIIAM W CIIHCKaM, 4TOOBI OBICTPO U3MEHHUTH WX BHEIIHWH BUA. B 00mem
cllydae — 3TO MIa0JIOHBI HY>KHOTO O(OPMIICHHUS TEKCTA.

Ha wmoctpanuu (cM. Pucynok 6.1) nokaszana kinaccugukaius 1udpoBbIx 1m1adIio-

HOB IJIsI TCKCTOBBIX TOKYMCHTOB.

[ Lndposblie wWabnoHbl TEKCTOBbIX 4OKYMEHTOB ]

/I.I.Ia6n0H obwmn (Mn- LWabnoH odpopmneHus LWabnoH coaep-

HUManbHbIN Habop CTuU- (YNCTBIM NNCT K BCe XaHua (Bce cTunu
nen ans odopMneHus HY>XHbl€ CTUIN TEKCTA) | | U HYXHbIN TEKCT)
\_ TekcTa)

TekcT B BUAe pyKOBOACTBa A1 3aMoSIHEHUS AOKYMEHTA

(. J

( )

TekcT B BUAe o6pa3u,a AnAa aHa1orM4HoOro TeKCTa

Vs
(.

®opMa (3NeKTpoHHasa UM rneyaTtHas).

Pa3pellaeTcsa BBOA AAHHbIX TOSIbKO B Noas ¢hopM

Pucynok 6.1 —Buabl m1a6,10H0B HM(PPOBBIX TOKYMEHTOB

I1a6s0H o6mmii (m1aba0H YMCTOrO JIKCTA) — MOIXOAUT IS JTF000ro HU(pPOBOro
JnokyMeHTa. Ha 3kpaHe OH BBITJISAMT KaK YUCTBIN JIUCT, HO COACPKHUT B CBOCH BHYT-
pEHHEH CTPYKType pa3MeTKy, 0a30BBIM CTHUIb TeKcTa — "OOBIYHBIA" U HECKOJIBKO

CTWJICH 3arojIOBKOB, Hampumep, 3arojoBok 1', "3arososok 2', "3arosoBok 3", a
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TaK)K€ MOXET COJIepXKaTh JOMOJHUTEIbHBIE HYXKHBIE MOJBb30BATEII0 CTHUJIM TEKCTa,
MakKpOCHI H JIp.

Makpoc — MakpokoMaHAa WM HA0Op KOMaH]I, UCIOJIb3YEMbIN i aBTOMaTHye-
CKOT'O BBITIOTHEHUS orepanuii. Makpochl 3alMChIBAIOTCS Ha S3BIKE MPOrpPaMMHUpPOBa-
uus (uacto Visual Basic) Hampumep, B makere mpukiaanbix nporpamm MS Office
JUIS1 3TOTO MPETyCMOTPEHBI CIIeIMATbHBIC MPOTPAMMHBIC HHCTPYMEHTHI.

Ia6,10H odopMJIeHUS UCTIONB3YIOT P CO3JIaHUU ITUPPOBBIX TOKYMEHTOB, B KO-
TOPBIX 3apaHee MpeayraaaTh TEKCT WM TeMaTHKy HeBO3MOKHO. Ho Bcerma u3BecTHO
KaK JIOKYMEHT JIOJDKEH OBITh 0(OpMIICH.

II1a6Ji0H coJep:KaHUsI IPUMEHSIOT, KOT/Ia U3BECTHO HE TOJHKO KaK JOJDKCH OBITh
odopmiieH UG POBOH TOKYMEHT, HO U KaKO B HEM Oy/leT TeKCT WU, IO KpaitHel me-
pe, U3BECTHA TeMAaTHKa OYIyIIEero TEKCTa.

[Tocneanuit B 1mada0HOB HaMOOIEE BaXKEH AJIsl MPOU3BOJICTBEHHBIX 1eneit. Co3-
JaBaTh UX TOPa3JI0 CIOKHEE, YeM MA0IOHBI 0(OPMIICHUS U OOIIHE MA0IOHBI.

[ITaGioHBI cofepKaHUs MOTYT BKITIOYATh B KAYECTBE TEKCTA!

* PYKOBOJICTBA Y IPUMEPHI JIJISl 3aIIOJTHEHHS MA0JI0HA,

* TOTOBBIN 00Opa3ell sk aHATOrMYHOTO (TTOX0XKEro) TEKCTa,

e meyatHyro (Gopmy IHO0 3AIMUIIEHHYIO 3JIEKTPOHHYIO (Gopmy (TOCIEIHIOK
0OBIYHO 3AIIMIIAIOT TApoJieM ISl COXpaHEHUS HEM3MEHHBIX JTaHHBIX, pa3pelasi BBO
JAHHBIX TOJBKO B MMOJISI (hopM).

®opma neyaTHass — OyMaXkKHBIH OJIaHK, COACpIKaIIuil MycThie MecTa (mojs gop-
MBbI), TIpeAHAa3HAYCHHBIC IS 3aM0JHCHHS HYXKHBIMU JaHHBIMHU BPY4YHYIO (pPyduKOil min
KapaHaiiom). biaank rnedatHoi hopMbl 0OBIYHO CO31aETCS HAa KOMITBIOTEPE.

dopmMa IIEKTPOHHAsI — DJICKTPOHHBIM JOKYMEHT, COJACpPKAIllUi IMyCThIE MecTa
(moJist popMBbI), TIpeHA3HAUYECHHBIE IS 3aI0JIHEHUS HY)XHBIMU JTaHHBIMU Yepe3 KOM-
neloTep. HOTIa TaHHBIE MOT'YT BBIOUPATHCS U3 PACKPBIBAIOIINUXCS CITUCKOB.

Ecnu snextponHas ¢opma CiyXKUT TOJIBKO JJIS BBOJIAa JaHHBIX B moJis Gopm, a 1e-
JyaTaTh ATH JaHHBIC HAJ0 HAa FOTOBBIX OyMaKHBIX OJaHKaX, TO B MapamMeTpax MedaTH
HaJ0 ycTaHOBUTH omniuio "[leyaraTs TobKO JaHHBIE 115 (hopm”.

Pa3nooOpa3uth 1mabsoHbI JOKYMEHTOB, UMEIOIIMECS B TEKCTOBBIX IPOIlECCOpax,
NO3BOJISIIOT "MacTepa 1madioHoB".

MacTep ma6JI0HOB — CPEICTBO CO3/1aHus NMU(PPOBBIX MIAOJIOHOB, KOTOPOE B JHa-
JIOTOBOM PEXHUME, TI0 OTBETAM TOJIh30BaTENS CO3MAET MIa0I0HBI Pa3HOOOPA3HBIX MU(D-
POBBIX JIOKYMEHTOB M3 BCTPOEHHBIX 00pa3moB. DaKkTUYECKH ITO CHEIUATH3UPOBAH-
HBIM MA0JIOH, COACP AIIN MaKpOChl, HAlMCAHHBIE HA S3BIKE MPOTPAMMHUPOBAHUS

(uacto Visual Basiq. "Mactepa 111abioHOB" B OTJIMYKE OT MPOCTHIX MAOJIOHOB HE MO-
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I'yT OBITh M3MEHEHBbI OOBIYHBIMHU TOJIb30BaTelsaMU. [[1st 3TOro Tpedyercs mporpam-
MHCT, XOPOIIIO 3HAIOIIUK S3BIK MMPOrPaMMHUPOBAaHUS, HA KOTOPOM HamucaH "Macrtep
m1abJI0HOB".

Hanpumep, tectoBbiii mporieccop, MS Word comepskut mabaoHbI I CO3TaHHS
pasanuHbIX HHQPOBHIX JOKYMEHTOB. muceM, (akcos, Oykieros u ap. [1, 2, 5, 6, 7, 8,
9, 10, 11, 14, 15, 16JlonoaHuTenbHBIE MIAOJOHBI U MAacTepa MOKHO HAMTH Ha calTe
[19] xommanuu Microsoft.

Hanpuwmep, uznatensckas cuctema Adobe PageMakerumeer cotHu 1udpoBbix
1abJI0HOB, CO3JaHHBIX MPO(ECCHOHAIBHBIMU AW3aliHEpaMH, KOTOPbIE MOTYT OBITh
WCIIOJIb30BAaHBI B KAYECTBE OCHOBHI IS JICJIOBBIX MHUCEM, OPOIIIOP, MHOTOCTPAaHUYHBIX
OTYeTOB, PUPMEHHBIX OJTAHKOB ¥ IPYTOM IMEYATHOU MPOTYKIIUH.

B oTKpBITBIX (OecIulaTHBIX) TEKCTOBBIX Ipoleccopax, Hampumep, LibreOffice wmu
OpenOffice.org Writer coaepuTcsi MeHbIIIE MA0JOHOB, YeM B KOMMEPUYECKUX, HO
ATOT HEJOCTATOK KOMIIEHCUPYETCS MPEeUMYIIecTBaMU OECIIaTHOTO HCIIOJIb30BAHUS
MPOrPaMMHOTO TPOAYKTa M OOMEHOM IMIA0JIOHAMU C 3aWHTEPECOBAHHBIMU JIUIAMH,
OCYIIECTBISIEMBIM Yepe3 [ 100anbHy0 HHPOPMAITMOHHYIO CETh.

B obmiem cirydae, korja mpu 3amycke TeKCTOBOTO MPoIeccopa WM HaKATUS KHOTI-
ku Co3aaTh cO37aETCS HOBBIA MyCTOW HMU(POBOW ITOKYMEHT — IO yYMOJIYAHUIO 3TO
"OO0mumit madJoH", UMEIOLUI TOTOBBIE CTUIIN U Pa3METKY.

JIro6oi mabJoH MOXKET CIYKUTh JJI XPaHEHUS 4acTO MCIOJIb3YE€MbIX OOBEKTOB
aBTOMATH3aIlM{, HAIIPUMEp, DJIEMEHTOB aBTOTEKCTa, MAaKpOCOB, MaHENIed WHCTPYMEH-
TOB, HACTPAUBAEMbIX MECHIO M COYETAHUN KIIABHIIL.

Kaxxaprit indpoBoii mabioH MOKHO peIaKTHPOBATh, YTOOBI H3MEHUTH €ro (popma-
TUPOBAHHE WA TEKCT. HacTpoeHHBIE TIOJIB30BATENIEM IJIEMEHTHI, XpPAHUMbIE B 1a0J10-
HE, JIOCTYITHBI B JOKYMEHTaX, CO3/1aBaeMbIX Ha ero ocHoBe. [losTomy B mudpoBom
11a0JIoHe 11eJ1Ieco00pa3HO XPaHUTh TOJIBKO HEU3MEHHBIC JaHHbIC. HAMMCHOBAHHE Op-
TaHHU3aIuH, aJIPECHBIC CBEJICHUS, JIOTOTHUII U JIp.

B TekcToBBIX Ipolieccopax Bce MIadJ0HBI JOKYMEHTOB HaXOAATCs B OMOIMOTEKaxX
111a0JI0HOB. BUOIMOTEKY MOXKHO OTKPBITH CIEIUATbHOW KOMaHa0H. OOBIYHO TaKOH
KoMaH101 siBisieTcss komanaa "Co3aare”. Ecnu Hy)HOTO 1m1a0j0Ha HET B OMOJIHOTEKE
111a0JI0OHOB, TO HY)KHO OOpaTHTBhCS Ha CaWT pa3paboT4yHMKa MPOrPaMMHOIO MPOJYKTa
JUTSI TIOMCKa HY)KHOTO MIA0JIOHA, WIM Yepe3 MOUCKOBYIO CHCTEMY IOCTapaThCsl Pa3bl-
CKaTh HY)KHBIH IIU(PPOBOH IIa0JIOH Cper OMyOJMKOBAHHBIX, HO CIICJIaHHBIX JIFOOUTE-
JssMU 100 podhecCHOHaIaMH.

Kakue nudpossie madiioHbl MOKHO HaiTH B ['J100ansHOM MH(DOPMAIIMOHHON ceTH

H UCIIO0JIB30BATh, COKpalllas CBOA pr,HOSanaTBI? CpCI[I/I HUX —
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* O0mue TOKyMeHTBI (pe3toMe, MOBECTKH, OJaHKH, BU3UTKH, JIUCTOBKH);

e 3anmucku 1 0TYETHI (Pa3HOOOPA3HBIC 3aIMCKH U OTYETHI);

e [Incema u Paxcwbl (TUTYIIBHBIC TUCTHI (PAKCUMHIBHBIX COOOIICHHM, OyMax-
HBIX KOHBEPTOB, 3arOTOBKH ITOYTOBBIX HAKIICEK M PA3HOOOPa3HbIC OJIAHKH MTUCEM);

o [Myoauxamuu (Oporrropbl, OYKJIETHI, AMCCEPTALUMH, CIPABOYHUKH, PYKOBO-
JICTBA).

Ecnu Gynet naiinen mactep mabiaoHa, TO IPU 3ayCKe €ro Ha SKpaH BBIXOJUT ce-
pUsl CHEIUANTBHBIX JIUAJOTOBBIX OKOH. [[s1 mepemelneHus mo HUM HaJ0 HaXUMAaTh
kHornky [lasee). B kax oM OKkHE ciiefyeT BHIOMPATh MapaMeTphbl CO3/1aBaeMoro mud-
POBOTO IOKYMEHTAa U B COOTBETCTBYIOIIHE MOJISl BBOJUTH HY>KHBIN TEKCT 17151 Oy TyIiie-
ro upoBOro JOKyMeHTa.

Ha nwmroctpanuu (Pucynok 6.2)mokasan nmpumep pabotsl "Mactepa
pestome”.

Ecnu 4To-T0 ObLJI0 MPOMYIIEHO MOJIb30BATENEM WIH TPEOYeTCs UCTIPABUTh BBEAEH-
HOE paHee, To HaxkaTtue kHonku Ha3zaja mo3BosisieT BEpHYThCS B IPEAbIAYIINE OKHA.

Mo>KHO MpoIycKaTh OKHA, HUYETO B HUX HE yKa3biBas. B 1r060M OKHE MOXKHO Ha-
)aTh kHOTKY ['0TOBO 17151 TIpekparenus padoTel "Mactepa” u monxyueHus MudpoBoro
11abJ0Ha ¢ MECTaMu, 10 YMOJIYAHHUIO HE 3alI0JTHEHHBIMH TECTOM.

Jlnst GpIcTpOro mepexoja MeXy JajieKo pacroyioKEHHBIMA OKHAMHU MOKHO TOJb-

30BaThCs KapTOM paszenoB "MacTepa”, moKka3aHHOH B JICBOM YacTH KaXKJOTO OKHA.

MacTep peanme

Havwano MacTep pesioMe

CTHNE
SToT MACTER IOMOEET COZHATE ERATHOE,

THn TOYHOE H BEEIDASHTEIEHOE PESEIDIE.

Aapec

CEEAEHHA O cebe

'::T-EIH,EI,EIFITHI:-IE MyHETEI

ﬂ,l:lI'II:I.I'IHHTE.I'II:-HI:-IE
NYHETEI

NoOpA40E

FoHew

OTHMEHA : CoToED
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Pucynok 6.2 —Okno " Mactep pe3tome”. Hauano padoTnl

Pesynbratrom paboTel "Mactepa” sBIseTCS aHKeTa C YacCTUYHO BBEACHHBIM H
0OpMIICHHBIM TEKCTOM, & TAKXKE — YCTAHOBJICHHBIMU TTOJISIMHA CTPAHUIIBI.

Kak u npu ucrons30BaHUM JHOOBIX MUMPOBBIX IMA0JIOHOB, B JOKYMEHTE MOTYT
OBITh MPEIYCMOTPEHBI OIS JIJIsl BBOJIA TEKCTA (OHM OTOOPAXKAIOTCS CEPBIM LIBETOM) U
4aCTO C aBTOMAaTUYECKH MOSBIISTFOIIMMUCS TTOJCKa3KaAMHU.

Ecnu ankera, caenanHasi, HampuMmep, ¢ ToMoinsio Macrtepa pe3lome He OyAeT co-
OTBETCTBOBATh TPEOOBAHMSAM PEATHHOrO OTIENA KagpoB. (ECTH TaKOBBIC TPEOOBAHMS
CYIIECTBYIOT), TO BCE MOXHO OBICTPO HepeoOpMUTh, U3MEHHB TOJILKO COOTBETCT-
BYIOIIME CTHJIM TEKCTa, B TOM YHCJIE — OTPEJAKTHPOBATh TEKCT pe3tome. Ho Takme
cilydan OBIBAIOT PEAKO IOCKOJBbKY TIIaBHOE B pe3ioMe (a 1 B JIFOOBIX OJIaHKax) — 3TO
MaKCHUMAJIbHO MOJIHOE U OJTHOBPEMEHHO KOMITAKTHOE M3JI0KEHNE CBEACHUN.

Ecnu B nHTEpdeiice mporpaMMbl TEKCTOBOTO MPOLIECCOPa €CTh CChIJIKA Ha IMOJTyde-
HHe mabjIoHOB ¢ BeO-y3na pa3paborunka, Hampumep, MiCrosoft cienyer menkHyTh
10 TON CCBUIKE, YTOOBI aBTOMATUYECKH OTKPBITHh HYKHBIA CAaliT U OecriaTHO 3arpy-
3UTh BHIOpaHHBIN ma00H. OOBIYHO PHU 3TOM aBTOMATUYECKH 3aITyCKAeTCs Mporpam-
Ma obo3peBatensi lHTepHeTa 1 0TKpoeTcs cTpaHua nu(poBbIX I1abI0HOB.

Jis co3maHusl CBOMX IM(PPOBBIX JOKYMEHTOB MOKHO MOJB30BaThCS HE TOJIBKO
11abJIOHaMH, YCTAaHOBIIEHHBIMUA B TEKCTOBOM IIPOLIECCOPE M Ha calTe pa3paboTumka

TECTOBOTO IpOIEccCOpa, HO M MIadJI0OHaMH, OIMyOJIMKOBAaHHBIMH B [ 106ansH0M HHOpOP-

MAaI[MOHHOW CETH Ha CcaiiTe MOAJCPIKKU 3TOro mocodus mo aapecy: http://www.rabota-
autsorserom.narod.r(Pucynok 6.3).

! Copemennbie kagpossie cinyx6bl B CIIIA HassBator "xenxanrep” (anri. headhunter
— OXOTHHK 32 TOJIOBAMH).
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Pabora AYTCOPCEPOM

A
LU

<] Movra
Mpeancnosue JokymenThl

&/ Tocresan

Befi-nouta

Beb-noprionua

JononHeHnA U naMeHeHnA K denoeoil urpe "Pabota ayTcopcepon”

CamonpeasHTauna

O npoekTe

AH(opMaLNOHKBIT pecype CO30aH ANRA PasMELL EHNA
LONCMHEHWA 1 NCNPaBNEHN K cepun yuebHo-
METoANUECKUX paspalotok no genoeoii urpe "Pabora
ayTcopcepom’, COCTOALWLEN N3 CNeAYHLLNX HagaHuil:
¢ Pabota ¢ wabnoHamn UndpoBklx fokyMeHTos

* PafioTa ¢ snekTpoHHoil nouToi

Coananne Beb-noprhonno

Coafanne camMonpeseHTaumm

.
.
CBOM 3aMeuaHuA, NPEANOKEHIA 1 BONPOCK!
HanpagenAiTe. noxanyicTa, MHe No ZApecy 3NeKTPOHHOR
NoUTE

B YAOBONLCTEBUEM NPOUTY BALLe MHEHWE.

[larta cosnannA npoekra — 31.12.2010r.

ObpalleHue K YyuTaTensm

370 SNEKTPOHHOE W3NAHHE BXOLMT B CEPHH MO
nocobuii nod obuwyeid Tematukoi 4enoeoii urpw "PaboTa
ayTcopcepom”

Kaxpoe nocofine nocEALLEHD OAHOM W3 TEM:

+ pafote ¢ nonynApHeIMK WabnoHami LwdpoBsx
D0KYMEHTOB,

*  NPUMEHEHUH SNEKTPOHHLIX KOMMYHUKALMA

*  CO3A3HNH INSKTPOHHEX UHHOPMALMOHHLIX
pecypcog

YRka3aHHEIE TEMATUKK BLICTPO pa3BMEaITCA B
COBPEMEHHOM NHfIOpMaLMorHOM o0l ecTBe, NoaTomy
yuefHee U30aHIA, NOCBALLEHHEIE 3TUM TEMAM,
HYKAAKTCA B 4aCThix 00HOBNEHNAX W A0NONHEHNAX.

Y1obel yuTateny NoCTOAHHO BEINK B KypCe HOBOCTEN |
JAONOMNHEHUI K YKA3aHHEIM W3AaHNAM, BeiN CO3AaH 3TOT

ABTOp

KanutuH Cepreii BayecnaBoBuY
HonxHocTe
*  LOUEHT

YuéHan cTeneHb
¢ KTH.

BeB-caiiT, rae nyBRUKYIOTCA WX SMEKTPOHHEIE BEPCHM U

oBHOBNEHUA. Mecto paboTe

& pateapa: "MHdopmauMoHHEIE TexHonorn”
¢ Bya: Xabaposckan MocydapcTeeHHan akagemna

Mon rnagHbie yCHnuA No NoAAepHKe 3Toro
¥ aeH SroHomukn 1 Mpaea

VH(IOPMALMOHHOrD PECYPCa HANpaBneHsl Ha To, utobel
onyfnukoeaHHan nHpopMauna Deina makcnmMansHo
None3Hoil.

Ecnu Bel 0BHapy#UTE KaKNe-TO UHTEPECHEIS QAEKTE AN

iz

Pucynok 6.3 —AHTepHeT-caliT MOA/IePKKH ITOr0 NOCOOUSs

[ToapoGHee 0 co31aHNK JOKYMEHTOB Ha OCHOBE MIa0JI0HOB CM. B [1].

6.4.Ctunu TekcTa

CoBpeMeHHBIN TOKyMeHT (HU(pPOBOW M yXe HaledaTaHHbBIH Ha Oymare) He TIOX0XK
HA TPUBBIYHBIA OyMaXXHBIM JOKYMEHT NpOnuioro Beka. OH HM3MEHWICS HE TOJBKO
BHEIIHE, HO U BHYTpeHHe. BHemrHee odopmiieHne cTajao 4pe3BbIYaiiHO BBIPA3UTEINb-
HbIM, YYHUTBIBAIOUIUM MOCIEJHUE JIOCTUKEHUS JU3aiiHA U ICUXOJIOTMU BOCIPUSATHUS
TEKCTOB, a BHYTPEHHEE COJCPKAHUE CTAJIO JAKOHUYHBIM U MPHUOOPENIO CTPYKTYPHOCTh
Y TOYHOCTh OT MPOrPAMMHOIO KOJa MPUMEHSIOUIUXCS TPOrPaMMHBIX MPOIAYKTOB IS
BEPCTKHU TEKCTOB.

[TosiBUAKMCH HOBBIE MOHATHUS AJIE 0003HAYEHUS! YPOBHS FOTOBHOCTH JIOKYMEHTa U
crocoba ero mybOnukanuu. Tak, Hampumep, CO3MAMOIIMICA U enié He 3aBepIIEHHBIN
JIOKYMEHT MpuoOpén HazBaHue HUGPOBOH pykomucH. JJOKyMeHT, onmyOJIUKOBAaHHBIN
B ['MoGanpHON MHGOPMAITMOHHON CETH CTaM Ha3bIBaTh BeO-CTPaHMLEil WId UHTEP-
HET-CTPAHMIEH, a TAKXKE MOSIBUWINCh Ha3BaHUs HU(PPOBOM Mpe3eHTaluu, HuPppoBoi
KHHUTH, 3JICKTPOHHOI'0 PeleH3MPOBaHM 1 IIa0/JI0Ha HU(PPOBOI0 JOKYMEHTA.

OmuOKoii sBIsIETCS YTBEPKIEHUE, YTO TEKCTOBBIN (paiisl, KOTOPBI aBTOp co3/1aji B
KOMITBIOTEPHOU MPOrpaMMe TEKCTOBOTO PelaKTOpa WM TEKCTOBOTO mpoieccopa (Ha-
npumep, B MS Word, LibreOffice unmu OpenOffice Writer) cranoBuTcst 10KyMeH-
TOM TOJIBKO IOCJI€ TE€YaTH €ro Ha MPUHTEpE WIM Ja)ke 3asiBICHHE, O TOM, 4TO (haiin

TOJIBKO C PaCIIUPCHUCM * . doc saBasercs JOKYMCHTOM.
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OmmnbovHoe yTBEepXk ACHHE OCHOBAHO HAa CTAPUHHOM NMPUBBIYKE MUMETh BCE JOKY-
MEHTBI TOJILKO B OyMa)XHOM BHJIC U MyTaHUIICH B MOHATHH paciuperus ¢aiina (pop-
mart (aiina *.doc — ot anrmuiickoro cioBa documenty ycTaHOBKOW mapauiesieid Me-
Ky Ha3BaHHWEM PACIIMPCHHS U Ha3BaHUEM ' JTOKYMEHT'. Y TEeKCTOBBIX (pailjioB eCcTh U
npyrue pacimpenus (Gopmatsr), Harpumep, *.Svf, *.rtf, *.txt u ap.

Bymaxknasi pykonuch (Harnpumep, OpoIIOpa WM KHUTA) €CIi CYIIECTBYET B OJI-
HOM WJIM XOTSI ObI MPUMEPHO B YETHIPEX dK3eMIUIsIpax (MeyaTHas MallldHKa 3a OJUH
pa3 00BIYHO OOJIbINE JIMCTOB HE MPHOMBAIa) — HA3bIBAIOT PYKOITUCHIO, IIOTOMY YTO TH-
pPaX MM WX KOJIMYECTBO SK3EMIUIIPOB OYEHb MAJICHBKOE U 3a €€ CoAep KaHHe MOTHO-
CTBIO OTBETCTBEHEH aBTOP.

Pykommceio Ha3bIBalOT U HEOOJBIIOE KOJUYECTBO SK3EMIUIAPOB, OPOIIIOp U KHWUT,
KOTOPBIE JIETAIOTCS B THIOTpadui MabIMUA TUpakaMu 3a cuéTt aBTopa. Ho, eme 6omnee
BaYXHOE CBOIMCTBO PYKOIIMCH COCTOUT B TOM, YTO OHA MOTJIA MTOABEPraThCs aBTOPCKOU
npaBKe U He OblJla OKOHYATENbHBIM, 3aKOHYEHHBIM, 3aBEPIIEHHBIM, TOCIETHUM U KO-
HEYHBIM TpoaykToM. OHa Moria OBITh KOTZIa-TO JIETKO HMCIpaBJI€HA TEpea TeM, Kak
Oyzer ciaHa sl MacCOBOTO TUPAKUPOBAHUS B TUIIOTPAHIO ISl ITyOIUKALIUH.

B Tumorpadum TeKCT pyKOMUCH MPOXOAMI TOPAaOOTKY — MUCHPABISUINCH OMIMOKH,
MOT JIa)K€ M3MEHHUTHCS TEKCT B CBSI3U C MOXKEIAHUSAMH PEAAKINH, JOOaBUTHCS WUILTIO-
CTpalH ¥ TIOCJE€ MAaCCOBOTO THPAKUPOBAHUS CTaTh OyMaXHOH OpOLIIOPOI MM KHH-
roM.

CoBpemeHHast MUPPOBasi PYKOIUCH JOKYMEHTa (TEKCTOBOTO WIIM M300pa3UTEIIbHO-
ro mMarepuajia) co3JaéTcsi He PydyKoW Ha Oymare ¥ He Ha MEYaTHOW MAIIWHKE, a Ha
KOMITBIOTEpE U 00s3aTENIbHO C MPUMEHEHHEM MPOTPaMMHOIO MPOIYKTa — TECTOBOTO
npoiieccopa, JMOO HACTOIBHOM H3JaTEIbCKOM CHUCTEMbI, JUOO MYIbTUMEIUMHOTO
nporieccopa.

Takue mporpaMMHbIE MPOIYKTHI PE3KO YBEIUUYHMBAIOT MPOU3BOIUTEIBHOCTD TPY/Ia
U 3HAQYUTEIBHO COKPAIAIOT CPOK BBIXOJA TOTOBOTO JOKYMEHTA, OJHAKO BHOCAT PsI
CYILECTBEHHBIX U3MEHEHHUI BO BHEIIHUM BUJ U BHYTPEHHEE HAMOIHEHUE TOKYMEHTA.

B kadecTBe mporpaMMHBIX MPOJYKTOB JJIsi HAallUCaHUA HU(PPOBBIX PYKOMUCEH T0-
KYMEHTOB Han0oJiee 4acTO HCIOJIb3YIOTCS TEKCTOBbBIE MPOIECCOPBI U HACTOJIbHBIE U3-
JaTelbckue cucTteMbl. TakuM 00pa3oM, MEXay COBPEMEHHOW PYKOIMCHIO U 4elIOBe-
KOM TOSIBJISIETCS] 2 TOCPEHUKA: KJIaBUATypa U MPOrpaMMHbINA MpoayKT. OHU, B CHILY
CBOMX TEXHMYECKHX U QJITOPUTMUYECKUX OCOOEHHOCTEH BHOCAT B PYKOIUCH CBOU
coOcTBeHHbIE orpaHnyeHus. Tak, 4To 1UdpoBas pyKOMUCh MPUOOpPETAET CYIIECTBEH-
HBIE OTJIMYMS OT PYKOIMCH, KOTOpas BBIMOJIHSIIACH TOJIBKO C TPUMEHEHHUEM YEPHUIIb-

HOM pyuKH 10 Oymare Wiv ¢ IpUMEHEHUEM MeYaTHOW MalIMHKU.
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[To aTOMYy MMOBOY B UCTOPUU U3BECTEH Cy4yai, MPOU3OLIEAIINNA C U3BECTHBIM (PU-
nocopom @puapuxom Hunme. byayuun crapukom, ¢unocod @puapux Humme moy-
YUJI B TMOJAPOK MeYaTHylo MamuHKy. OHa momoria ¢uiaocody MpoaoJKUThH MuUca-
TENbCKYIO AESITENbHOCTb.

Tepsrommii 3penre Hutiie ocBous cienoi METo ] meyaT ¥ MOr HabupaTh TEKCT €
3aKpBITBIMU THa3aMu. OJHAKO TMepexoj OT MHUCbMa PYYKOM K MeyaTH Ha Te4aTHON
MalllMHKe M3MEHWI (Kak yTBEpXKAaau penaktopsl Hwuilie) cTUab ero COYMHEHUN —
CeNall ero ympouEHHBIM, U MouTh TenerpadubiM. Oumocod cormacuics ¢ 3aMeda-
HUSIMU U OOBSICHUIJI HOBOE SIBJICHHE MPUMEHEHUEM MeYaTHONW MAIIHHKH.

OH OOBSICHIII 3TO TE€M, YTO IIPHU MUChME PYUKOU HIIM KapaHIAIIOM JIFOAM CBS3bIBA-
IOT MBICITb M HAIIMCAaHHOE CIIOBO (PU3UYECKH, Yepe3 PYKY, B TO BpeMs KakK KIaBHATypa
TF000T0 MEYaTHOTO YCTPOICTBA CTAHOBUTCS IMMOCPETHIUKOM MEXKIY aBTOPOM H €T0 TEK-
ctoMm. [locpenHuk o00s3aTeNbHO NMPUBHOCHT CBOM HM3MEHEHHUS B OTHOIIEHUS JIBYX
CyOBEKTOB, OyJb TO MpOJABEI] M MOKyHareab (POCT LEH) WKW aBTOp U My3a (YMEHb-
IICHUE pa3Mepa COUMHEHUS).

YenoBek BBIHYKICH MPUCTIOCAOIUBATHCS K MOCPETHUKY, OTKA3bIBasICh OT CTApOTrO
Y TIPUBBIYHOTO, & TO CKa3bIBAETCS HA PE3yNIbTaTaX TBOPUYECKOW NeATENbHOCTH (A B
OOJIbIIIEH CTENICHN KaK MOJIAarafoT MHOTHE — B TIOJIOXKHUTEILHYIO CTOPOHY).

Hanwane mporpaMMHOTo MpoayKTa MPUBOAUT K MOSBICHUIO BTOPOTO MOCPETHUKA
MEXy 4eJIOBEeKOM M mpou3BeneHrneM. COOTBETCTBEHHO HU(POBas PyKOMHCH 00s13a-
TEJIBHO OyIeT OTIMYAaThCS OT PYKOIHUCH, CACNAHHOW Ha MEYaTHOM MaIllMHKE U emIé
OoutblIle — OT PYKOIHCH, CIETAHHON HEMOCPEACTBEHHO PYUKOil 1o Oymare.

Otnmuunst tudpoBoil PyKONMUCH OT OyMa)KHOW WIJIM BBIMOJIHEHHOW HA IEYaTHON
MaIllMHKe OYIyT MPOSBISATHCS HE TOJIBKO B CTUJIC TOTOBOTO COUYMHEHUS (Ha YTO BIIMSET
KJIaBUaTypa), HO ¥ B €€ BHEIIHEM BHUjae —odopmieHuH, dpopMaTupoBaHuu (Ha YTO
BJIMSICT MMPOTPAMMHBIH MTPOIYKT).

Ha wtroctpanuu (PucyHok 6.4) moka3aHa cxema 3BOJIOIUN MPOIECCOB CO3IaHHUsI
AIIEKTPOHHOM PYKOMHUCH B JOKOMIIBIOTEPHOW U B KOMIIBIOTEPHOM 3roxax. BepxHsis
JIMHUS TIOKAa3bIBAET MPOLECC CO3JaHMs PYKONUCH C MPUMEHEHHEM MeYaTHOW MallluH-
KU, a HIDKHSIST — C IPUMEHEHHEM MPOTrPaMMHOT0 MPOAYKTA.

Cnosom "Word" 0603HaueH BTOPOIl MOCPEIHUK — MPOrPAMMHBIA MPOAYKT (TEK-
CTOBBIN MPOLIECCOP MIIM U3/ATENIbCKAsI CHCTEMA), YCTAHOBJICHHBIH B KOMITBIOTED.

PesynpTaTomM HabOpa TeKCTa Ha KilaBUAType rnedatHor MammHkd (1-i mocpeHuk)
CTaHOBHJIACh MeyYaTHas pyKOMUCh, KOTOpas Morja ObITh OMyOJIMKOBaHA B BUJIE T€Yat-

HOU KHUTH.
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PCSYJ'IBTB,TOM Ha60pa TCKCTa Ha KOMIIBIOTCPEC, B KOTOPOM CCTb 2 IIOoCpCAHUKA —
KiIaBHaTypa u TEKCTOBBIN npoueccop (I/IJ'II/I n31aTcIbCKasa CI/ICTeMa), CTaHOBHUTCA MHO-

ro)yHKIMOHAJIBHBIA MPOTPAMMHBINA POAYKT — LU(POBask pyKOMUCH.

g . @T@i .

Pl/lcyHOK 6.4 —3B0.]'IIOI[I/IH CO31aHUS TEKCTOBOI'O IOKYMEHTA

Ha wmoctpaiuu (Pucynok 6.5) mokazaHo MHOroo0Opasue BHIOB COBPEMEHHBIX
JTOKYMEHTOB, H3TOTABINBAEMBIX C TIOMOIIBIO IIU(PPOBOI PYKOMHUCH.

CoBpeMeHHBI MHOTO()YHKIHOHAIBHBIA MPOAYKT IM(POBONH PYKOIMHMCH MOKET
OBbITh MPUMEHEH M OMYOJMKOBAH HE TOJNBKO TPAAMIIMOHHBIM CIIOCOOOM — MEYaTHOM
kauroi (1), Ho ¥ HOBBIMHU COBPEMEHHBIMHU 3JICKTPOHHBIMU cpencTBamu (Pucynok 6.5):
HOJHOLBETHOU Komuel (2), udposoit kuuroit (3), nudposoii npesenranueii (4), Beo-
crpanuieit (5), MTUCBMOM 3JIEKTPOHHON TOYTHI (6), 37EKTPOHHBIM PELCH3UPOBAHHEM

(7), mudpossiM 11abiaonom (8).
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Pucynok 6.5 —MHorooopa3ue BUI0B COBPeMEHHBIX IOKYMEHTOB,

HU3r0TaBJIMBaeMbIX ¢ MIOMOIIbIO HU(PPOBOH PYKONIUCH

W3-3a Hamuums yKa3aHHBIX BBIIIEC TMOCPEIHUKOB (KJIaBHATYPHI U HPOTPAMMHOIO
NPOAYKTa) IU(PPOBasi PyKOIUCh 3HAYUTEIBHO OTIIMYACTCS OT PYKOITUCH, CO3/IaBaeMOi
MPEKHUMHU CPEJICTBAMH MPOU3BOJICTBA — IIEYATHOW MAIIMHKOMU, a TeM Oojiee — pydKoi.
Ecnu knaBuatypa NpUBOAUT K MOSIBJICHHIO YIPOIIEHHOCTH M TellerpauuHOCTH B
npousBeneHnn (kak ykasbiBan ¢uinocod Hwurtine, oObsACHssSI BO3IeHCTBHE MEUATHOM
MAaIlIMHKK Ha CBOU MPOM3BEACHUS), TO MPOrPAMMHBIN MPOIYKT OKa3bIBAET BO3JCHCT-
BUC Ha BHEIIHUH BHJ ((hopMaTHpOBaHKE) TEKCTA U JaXe Ha €ro CTPYKTYPY M HaroJi-
HEHUE.

B nudpoBom TekcTe NosBISAIOTCS NEPEKPECTHBIE CCHIIKA B UMEHUTEIILHOM MaJexKe
U C 3arjiaBHOW OYKBBI, HOBbIC OJIOKM TEKCTa (KOTOpbIC paHee He JealuCh Ha revat-
HOW MaIllMHKEe W3-3a YPE3BBIYAWHONW TPYAOEMKOCTH), THIIEPCCHUIKU (MMEIOIINE BHU]I
JUIMHHOTO CJIOBAa, KOTOPOE MEPEHOCUTh HA HOBYIO CTPOKY HEJIb3sl, a BCIEJICTBUE ITOTO
— YBEJIMYCHHOE PACCTOSIHUE MEXIy CIIOBaMHM), HOBble 00O3Ha4yeHus (Hampumep, Ha-
3BaHus popmMyi), oOmiIne mpuTOB, HOBBIN AU3aliH OOBEKTOB U YPOBHEH TEKCTA U JIp.

[TosiBUIMCH HOBBIE MOHSATUSL O CTPYKTYpPE M YPOBHSX LU(PPOBOTO TEKCTA, CTHIISIX
TEeKCTa U TeMax ero o(opmiieHus, 0 BEepCHsIX HUPPOBOTO JOKYMEHTa M BapHaHTax
nyOJIMKaluu JOKYMEHTA.

[TosiBUIMCH MOHATHUS BEPCUOHHOCTU LU(PPOBBIX KHUT U MOCTOSIHHO U3MEHSIOIINXCS
1POBBIX KHUT (B KOTOPBIC MOCTOSIHHO BHOCSAT W3MEHEHHUS U JIOMOJHEHUS U PacIpo-
CTPAHSIOT HAMOJ00Me HOBBIX BEPCHIA MPOrPAMMHBIX MTPOAYKTOB). MI3MEHMIIHUCH U CHIO-

coOBbI 10CTaBKU HU(POBBIX JOKYMEHTOB K TOTPEOUTEIISAM.
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TekeT 1 poBoii pyKONKUCH cTajl MHOTO(QYHKIIMOHAIBHBIM U MPeHA3HAYEHHBIM HE
TOJIBKO JIJIsl TIeYaTy Ha Oymare, HO U JUIsl OO0JIBIIOrO KOJIMYECTBA HOBBIX IIU(PPOBBIX HUC-
TOYHUKOB MHpOpManuu: MUGPOBON KHUTH, UHTEPHET-CTPAHULIbI, IIUPPOBON Mpe3eH-
Taru, tupoBOro madioHa U HUPPOBOro MUchMa (MUChbMa dJICKTPOHHOM MOYTHI).

CoBpeMeHHBII JOKYMEHT, CTaB HE TOJbKO OyMa)kKHbIM, HO M LHU(POBBIM, 3HAYU-
TeNbHO YCHOXKHMICH. OHAKO caMO€e CIOXHOE 3aKIJIF0UaeTCsl B TOM, YTO HOBbIE TE€XHHU-
YeCcKUe JOCTHUKEHUS, Kacarolluecss COBPEMEHHOTO U(pPOBOro AOKYMEHTa, HE COorJia-
CYIOTCSI CO CTapbIMU TEXHHYECKHMMH HOPMaMH, JACUCTBYIONIMMHU IO CUX mop (Hampu-
mep, ¢ 'OCT 7.32-2001)a 370 00CTOSTENLCTBO HE MO3BOJISCT UCIOIB30BATh B MOJI-
HOW Mepe HOBEHIINE KOMIBIOTEPHBIE MPOTPaMMbI TEKCTOBBIX MPOILIECCOPOB U H3Ma-
TETHCKUX CHCTEM.

EnvHCTBEHHBIM BBIXOJAOM M3 CO3JABIIEHCS CUTyallUW SBISETCS CO3AaHHUE W TPU-
MEHEHHE BHYTPUOTPACIEBBIX U BHYTPUBEJOMCTBEHHBIX CTAHIAPTOB IS CO3JaHUS J10-
KYMEHTOB, Ha OCHOBAHHWHU TOTO, YTO CPEICTBO MPOU3BOJACTBA TEKCTOBBIX PYKOMHCEN
U3MEHWIOCh. Jla W caMa PYKONMUCh TOXKE M3MEHWIAch, CTaB HU(POBON U MOITOMY
nproOperia HOBBIE /10 3TOTO HEU3BECTHBIE CBOMCTRA.

[lepemén ckaukooOpa3HBIN MEPEX0/ OT MeYaTHONW MAIIMHKH Ha CTIEeNHaIbHOe Mpo-
rpaMMHOE oOecrieueHre (TEeKCTOBBIH MPOIEcCcop, U3AATEIBCKYIO CHCTEMY) U JJOKYMEH-
THI CTAJIM HE TOJIBKO OyMa)KHBIMH, HO U ITU(POBBIMHU.

CBOEBpEMEHHO U OBICTPO y4EeCTh rOCYIapCTBEHHBIMH CTaHAAPTAMH TaKO€ MHOTO-
oOpa3ue u3MeHeHn He Bceraa ynaéres. Ho mocTenenHoe corimacoBaHue BHYTPEHHHX
MEXXTyBEIOMCTBEHHBIX CTaHIAPTOB MPHUBEIET K HEOOXOIMMOCTH pa3pabOTKH HOBOTO
rOCyIapCTBEHHOTO CTAaHIapTa U HU(POBBIX TEKCTOBBIX JOKYMEHTOB.

['MaBHBIM TEXHUYECKUM OTIUYHEM MU(PPOBBIX PYKOMUCEH OT PYKOIMUCHOTO TEKCTA
¥ TEKCTa, CO3/JaHHOTO HA NIEYaTHOW MAIlIMHKE, SBJSIETCA HATMYUE CTUJICH TeKCTa U TeM
odopmIIeHHUS .

B 1okoMIBIOTEpHYIO ATIOXY TaKUX MOHATUNA KaK CTUJIb TEKCTa U TeMa 0(hopMIIeHUs
HE CYUIECTBOBAJIO, KaK HE ObLIO CPEACTB JJIsl UX PUMEHEHUS.

Ctuab Tekera — Habop mapamMeTpoB (HOpMaTUPOBAHUS, KOTOPBIM MPUMEHSETCS K
TeKCTy, Tabiauiam u cnuckaM. Vcronb3oBaHUE CTHIIEH TapaHTUPYET LIETOCTHOCTh
dbopMaTupoBaHus JOKyMeHTa. BHOCMMBbIE B CTHJIb M3MEHEHUS HEMEJJICHHO IMpuMe-
HSIIOTCS KO BCEM MECTaM, €ro UCTOIb3YIOIIUM.

Tema ogopmiaenuss — HaOOp U3 HECKOJIBKMX CTHJIEH TEKCTa JJisi HU(PPOBOTo JOKY-
MEHTA.

3amena Tembl O(GOpPMIIEHHS HAa HOBYIO MPUBOJUT K MTHOBEHHOMY HM3MEHEHUIO

(I)OpMaTI/IpOBaHI/IH BCETO TEKCTa BO BCEM JOKYMCHTC.
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Ha wuttoctparuu (Pucynok 6.6) moka3ana cxema MCIOJIb30BaHMsI CTUJICH TEKCTA B

U (PPOBBIX TOKYMEHTAaX.
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Pucynok 6.6 —Cxema HCNO/1b30BaHUSA CTHJIEH TeKCTAa B IU(PPOBBIX TEKCTOBBIX JOKYMEHTaX



7. 3apaHusa

Huxe onyO0ianKkoBaHbI 3a/1aHus, CBA3aHHBIE C IPUMEHEHHEM A0IOHOB HU(PPOBBIX
JIOKYMEHTOB.

Kaxxnas 3amaua mocssileHa NpuoOpETEHUI0 HABBIKOB pabOThI C OJJHUM M3 BHJIOB
111abJIOHOB, TIOKa3aHHBIX Ha wiuttocTpanuu (Pucynok 6.1). [lpu 3ToM Kaxkaas HOBas
3a/1aya sIBJSIETCS CTYIEHBIO K cleyrolei — 0oee CIoKHO.

B 3amayax mpucyTcTByeT OOUIMpHAs BBOJHAs TEOpPETHUYECKas W pa3BUBAIOILAs
4acTh, BakKHas g Mpo(ecCHOHAIbHON NEeATEIbHOCTH, XOJ BBIMOJIHEHHS 3aladdl U

YKa3aHUuC Ha TUIIUYHBIC OIITNOKH.

3apgaHue 1. Paborta c wabnoHom "Pe3rlome”

Kak Obl mapajokcaibHO 3TO HU 3BY4aJlo, HO Ka)bli U3 HAC MPEJCTaBISET cOOOM
Hekuil "ToBap" Ha peIHKE TpyAa. JINUHBINA TOBap, KOTOPHIH MBI BBICTaBJISIEM ' JIJISl TIPO-
AW Ha PHIHOK, — 3TO HAIIM 3HAHUS U CIIOCOOHOCTH, HAIIM PE3YJIbTAThI U TOCTHKE-
HUS, 1€JI0Basl peryTalus U y3HaBaeMOCTb.

NMeHHO 3TH mapaMeTpsl, a TaKK€ MX I'pPaMOTHasi U MHTEJJIMT€HTHas 'yIaKoBKa'
OIPEEIIAI0T YPOBEHD HAILIEIO MPOABUKEHUS. Takoil "ynmakoBKOI'" SBISIETCS pE3IOME.

Pestome ((pp. résumeé) -ankera, 3amoiHseMas KaHIHaTOM JUIs HaiiMa Ha paGoTy,
coneprkaimas MH(QOPMALKI0O O €ro HaBbIKaxX, OMbITE padoThl, 0Opa3oBaHuu U Ap. B
crpanax EBpombl 3TOT JOKYMEHT Ha3bIBaeTCs JIATHHCKAM TEPMHHOM "Curriculum
vitae", 4To J0CIIOBHO MEPEBOUTCS Kak "Iopora )u3Hu", "Ku3Heonucanue", "KpaTkas
aBToOHMorpadus”.

3anojaHeHne TaKoW aHKEThI JJI IIpHUeMa Ha padoTy HE NMPEAYCMOTPEHO TPYAOBBIM
3aKOHOJATEIbCTBOM Poccuiickoit Denepanuu U MOXKET OBITh OCYIIECTBICHO TOJBKO
10 JKEJaHUI0 NpeTeHjaeHTa. Ho Takue aHkeThl JaroT paboTodaTelsiM IMIMPOKYH HH-
dopmanmio 0 MOTEHIHMATBHBIX KaHIUAATAX IEpel NPOBEACHHEM COOECEeOBaHHS U
IIOMOTatoT OBICTPO BBIOPATh HYKHOI'O COTPYJHUKA CPEIU MHOTIOYHMCIIEHHBIX MPETEH-
neHToB. [loaTOMy pe3roMe aKTHBHO HUCIIONIB3YETCSl UMH I OCYILECTBIIEHUSI KOHKYypca
JIOKYMEHTOB IIPU HaliMe COTPYAHHMKOB Ha padoTy.

JIJ1sl MOTEeHIMANIBHOTO KaHAM/1aTa Ha BAKAaHTHYIO JOJKHOCTh PE3IOME — HE CPEJCT-
BO IIOJIYYUTh paboTy. DTO CPENCTBO CO3JaTh O cede nepBoe BrevatieHue. IlpaBuibHo
COCTaBJICHHOE PE3I0OME — [IaBHBIM apTyMEHT I OTy4eHHs paboThl cBoei MeuThl. OT
TOT0, HACKOJbKO MPABUIBLHO COCTABJICHO pe3lOME, 3aBUCUT KAaKO€ PELICHUE OTHOCH-

TCJIbHO KaHAWaTa IMIpUMET pa60T0z[aTenb.
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Ilepen HauamoM COCTaBIEHUS PE3IOME CIIEAYET PELINUTh, YTO U KaK CIENYET B HEM
Hanucath, ¥ ObITh TOTOBBIM K 3TOMY 3apaHee, 4YTOObl MOTYUYHMBILASCSA B pE3yJIbTaTe aH-
KETa BBITOJHO OTJIMYAJIACh OT AHAJIOTMUYHBIX, COCTAaBICHHBIX KOHKYPEHTaMH, BO3MOXK-
HO 0oJjiee MOATOTOBICHHBIMHU MM Oosee sHepruuHbiMU. Hano 3apanee xopormo noa-
TOTOBUTBHCS U HamUcaTh €ro TakUM, YTOOBI U3 BCEX MPETEHIEHTOB BbIOpaJl MMEHHO
BaC.

[TpaBuna 3amoyiHeHUs pe3loMe €CcTh Ha KaXJI0M caiiTe noucka padotsl. Bee cospe-
MEHHBIE COMCKATENH 00s13aTENbHO BOCIOJIB3YIOTCA MU k€. [1lo3ToMy Takumu npaBu-
JaMH HeNb3sl orpaHnuuBathes. [locrapaiiTecs HATH HOBBIE XO/bl, KOTOPbIE BBIAEIAT
BaC CpeJld OCTAIbHBIX.

JI1st TOCTUKEHUS COOTBETCTBYIOIIETO BHYTPEHHETO HACTPOS, MEPE] 3al0JHEHUEM
pe3toMe, KoTopoe GyeTe OTChUIATh PabOTONATEINO, BOCIIONb3YHTECh IPABUIAMH

6. Cobepute Kak MOXXHO Oobie nHpOpMAIUN O hUpmMe, B KOTOPOH XOTEIOCh OBl
paborats. 3 mo0OBIX JOCTYNMHBIX HCTOUYHUKOB: MHTEpHETa, Mocemenus opuca Kom-
[IAaHUU B Ka4€CTBE KIIMEHTA, JIMYHBIX PA3rOBOPOB C MEPCOHAIOM KOMIaHuu u ap. Ilo-
JTy4deHHas uHpopmanus Oyner caMmoil eHHOW. Bo3MoOXHO, 4TO y#acTcst y3HATh Takoe,
9TO pa3yO0eanuT ycTpamBaThCsi MMEHHO TyAa. A BO3MOXHO, M Hao00opoT. Ocobo Hamo
0o0paTUTh BHUMAHME HA JIETaIM, KOTOpPbIE NIPEANPUATHUS CTAPAIOTCA CKPBITh OT MOCTO-
poHHero B3riAna. Menodeil ObITh HE MOXET. BCE, uTO y3HaNM, HYKHO 3amucaTh U
CUCTEMAaTU3UPOBATD.

7. BOJNBIIMHCTBO CTaTEM, /1€ pacCKa3bIBAECTCS, KAK MPABUIIBLHO 3aIIOJIHUTH PE3IOME,
HE COBETYIOT mpmiarath cBoé (oro. Ho eciu oHO BCE jxe MpHiIokeHo, padboToaaTesb
00s13aTeIbHO €ro MOCMOTPHUT, IOTOMY YTO OHO €ro O4eHb 3amHTepecyeT. Kak ObITh?
Ecnu gyBcTByeTe, 9TO (OTO HY)KHO M AACT JONOJHUTEIbHBIE MPEUMYIIECTBA, TOCTY-
UTE OCOOEHHO JEMMKATHO, TOTOMY YTO (DOTO MOKET U CHIIBHO TIOMOYb, U CHIIBHO Ha-
BpenuTh. Ilpexne Bcero — pasmep GoTo 10ykeH ObITH HEOONBIIUM U 110 FEOMETpUYE-
CKHMM pa3Mepam (eciii BKIIEMBAeTCs B pe3toMe) U B OaiiTax (eciu pe3toMe OTIpaBisier-
CS1 110 DIEKTPOHHOM MOUTe” — IOMHMO TOTO, YTO 3TO CO3AACT JIHIIHMH TpaduK paboTo-

JaTesIro, 3TO elle U AypHoil ToH). CHUMOK J0JKEH OBITh MMOPTPETHBIM, 0€3 MOCTOPOH-

! Pexomenpanuu co3nansl Ha OCHOBE cTarbu: Muxaun [ py3aes. MajieHbKHuE XUTPOCTH
cocraBienus pestome. Kak Beimenutbes u3 “cepoit mMaccwl” mpereHaentoB? Illkona
xwu3uu. http://shkolazhizni.ru/archive/0/n-3600@tara oopamenus 04.09.2012).

2 U3-3a GOIBIIOTO pas3Mepa dJIEKTPOHHOE MUCHMO MOXKET MOMacTh B CHamM-(PHIBTP
Pa3smep snextponHoit ¢pororpadun He gomwkeH npesbimats 30-40kunolaiT.
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HUX TPEIMETOB U JItoJIel. DTOT GopMaT clienuaInucTam o nepcoHainy Hanbosee npu-
BblueH. Jlyuine, eciiu Ha CHUMKe OyneTe B OJEXKIE TOTO CTHJIA, KOTOPBIA MPHUHST,
IJIACHO WJIM HETJIACHO, B KOMITAHUHU, KyJ]a XOTUTE YCTPOUTHCS. Y3HATh, KAKYI0 OJEXKIY
HOCSIT B JaHHOW KOMMaHUM, HETPYAHO, IS 3TOTO U €CTh MpeBapUTENbHbBIN 3Tan cOo-
pa undopmanuu. [{ns ornpasku no ¢akcy pestome ¢ poTorpadueil He moIOMAET: Ka-
4yecTBO OyzeT oueHb mioxoe. Ha 3ToT citydail HyKHO UMeTh pe3tome 0e3 poTorpadumu.
B obuiem cinyuae Hanuume dortorpaduu BoIAEIsIET pe3toMe Ha poHe ocTanbHbIX. bia-
rogaps pororpadun pe3roMe MOTYT JTy4Ille 3alIOMHUTh U ObICTpEe HAUTH CPeN MacChl
JIPYTHX B Cy4ae HEOOXOAMMOCTH. Y JauHoe OTO B pe3tOMe MIOMOXKET YCTPOUTHCS Ha
paboty, eciu AJisl JaHHOM BaKaHTHOM JOJDKHOCTU BHELIHOCTH BaxkHa. Hampumep, st
CeKpeTapeid, MPOMOYTEPOB, MPOJIABIIOB-KOHCYJIFTAHTOB U T.M. TakKe Ha MHOTHX IIO-
3UNUSIX, T/I€ TpeOyroTcst 60yiee ONMBITHBIE U B3POCIBIE COTPYIHUKH, TIpe3eHTa0eIbHas
BHEIIIHOCTh paOOTHHKA, TEM HE MEHEE, OUEHb BaXKHA JIJIsl paboToaaTeneil.

8. MoXHO yKka3aThb B pPe3lOME CBOM MAJICHBKHE CIIa00CTH. DTO BBIIEIHUT Bac U3
TPYIIBI T€X, KTO MHIIET O ce0e TOJIBKO MOJOKUTENbHYI0 HHpopManuio. OT 3TOro J0-
BEpHE K BaM pe3ko Bo3pacTéT. OgHako nocrapaiTech NoKa3aTh B pe3lOMe, Kak 3TH Ma-
JICHbKUE CITA00CTH KOMIICHCUPYIOTCS OOJIBIITMMHE MPEUMYIIIECTBAMH.

9. Kpatko ynmomstHATE 0 X000M M IMYHBIX MPUBA3AHHOCTSX. Jlydmie, eciu oHuU Oy-
JyT COBIIJaTh C YBJICUCHUSIMH PYKOBOAMTEICH U Bajaesblia (BJIaaebleB) KOMIAHUH.
(Ory uHpOpMAaIIO TOXE KETATEIHHO JOOBITH €MIE 10 COCTABICHUS PE3IOME).

10.Henp3s ynoMuHaTh HA B JOKYMEHTAaX, HH MPU COOECEIOBAHUU HETATUBHBIX CBE-
JICHUH, HAaIlpuMep —

* 0 IUIOXMX CTOPOHAX MPEABIIYIIEr0 MecTa padoThI,
* 0 TOM, KaK JIaBHO UIIETe paboTy U JIp.

11.He npeyBenuyuBaiTe CBOM JOCTIOKEHHS (MPEYBETMYMBAIOT OOJIBIIMHCTBO TIpe-
TeHIeHTOB). [loTOMy 4TO mpHu cobOece0BaHUU 3aalyT O0S3aTEIBHO BOMPOC O TOM,
KaKMMH IYTSAMHU 3TOro A0CTUINU. Eciu 3apaHee cocTaBuTe yOeAUTENbHBIN U TIPaBAU-
BbIil OTBET, 3TO TOXE BBIJCIIUT BaC U3 BCEX MPETEHIEHTOB. [IpaBauBBIM OTBET JOJIKEH
OBITh MOTOMY, YTO KOTJa OyJeTe MPUHATHIMH Ha paboTy, JOJKHBI Oymere OBICTPO
NOJITBEPAUTD 3asIBJICHHBIE JOCTUKEHUSI.

12.Ecnu ecTh 3HAKOMBIA PYKOBOJMTENb (KaKUM Obl MEJIKMM OH HM ObLI B BalllUX
rja3ax) 00s3aTeIbHO MOKAKUTE €My CBOE pe3loMe — MYCTh MOKPUTHUKYET. 3aMeUyaHus,
KOTOPBIE€ BBICKAXET PYKOBOJIUTENb-TIPAKTUK, MOTYT OKa3aTbcs OeclieHHbIMU. Ecim xe

pYKOBOHHTeHCﬁ HCCKOJIBKO, HOCTapaﬁTCCB I10Ka3aTb BCCM.
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13.IToxymaiite 0 TOM, KaK GyeTe OTBedaTh Ha “3alpeTHbIC BOIPOCH" . (eciu OHHM
OyayT): O MOJMTHUKE, PEIUTHH, HAIIMOHAIBHOCTH, MAaTePHAIbHOM MOJIOKEHHHU, ObIB-
IIEM PYKOBOJICTBE, IMYHBIX IpobIemMax u JIp.

C TOuYKM 3peHMsI 3aKOHO/IaTEeJIbCTBA COMCKATENb HE 00s13aH OTBEYaTh HA MOJ00HbIE
Bonpockl. HO 3aKpbITOCTh cOMCKATENsI MOXKET HACTOPOXKUTh padoroxarens. Eciau Bbl
3aMHTEPEeCOBaHbl UMEHHO B JJAHHOH paboTe M BaM HEYEro CKPbIBaTh, TO B MOJ00HON
CUTYaIMH JIy4llle OTBETUTh Ha 3allPpETHBIE BOIPOCH, BEJlb NPH IIpHeMe Ha paboTy Bcé
TIIATEIHHO CKPBIBAEMOE PAHO MJIU TO3HO BBIMIET HAPYKY.

Opnako monpoOyiiTe mocTaBUTh ceOs Ha MecTO padoTomaTess: BOMPOCH], HANpH-
Mep, O 3A0POBbE U BPEAHBIX MPHUBBIYKAX 3a4aCTyI0 CBS3aHBI JTUOO C OCOOCHHOCTAMHU
OpraHu3aliy TPyJa B KOMIIAHWH, JTUOO C yCTaHOBKAaMH, IPUHSATHIMUA B KOJUIEKTHBE.
OOBIYHO KaJPOBUKM PACIICHHWBAIOT HEXEJaHHWE OTBEYATh Ha MOJOOHBIE BOMPOCHI Kak
HOMBITKY YTO-THOO CKPBITH OT paboTonarens. Pasymeercs, ecnu Ha Ba-Tpu BOIpoca
BBl B KOPPEKTHOH (hopMe OTKa)XeTeCh OTBEYaTh (HAIpuUMep, OTMETHB, YTO JIaHHAS Te-
Ma JUIsl BaC CJIIMIIKOM JIMYHAs, MJIM, YTO TIOKa M0 KOHKPETHOMY BOIPOCY HE BCE SICHO
JaXKe JUTsl BAC CaMOro), HUYEro IIOXO0ro He Mpou3oiaeT. HexoTopeie cCriennaiucThl Mo
noa00py nepcoHaia UCHOIB3YIOT MOJ00OHBIE BOPOCH IS MPOBEPKU JTUIHOCTHBIX Ka-
4YeCcTB KaHJUAATa, €r0 PeakMi Ha HEeCTaHJapTHbhIC cuTyanuu. Ecim Bbl mpereHmyere
Ha paboTy, HAMPSMYIO CBS3aHHYIO C OOIIEHHWEM, TO Balll IMOIMOHAIBHBIN, JINOO TPYy-
ObIil OTBET MOXKET MOCTYKHUTH ITOBOJOM JJIsI OTKa3a.

C touku 3penus TpynoBoro koaekca Poccuiickoit @enepanuu BOIpockl O CEMbE,
3I0pOBBE, YBICUCHUAX HE SBISIFOTCS 3anpeTHbIMU. Ho paboTomarento oHM MO3BOJISIOT
COCTaBUTH O0Jiee YETKHIA TMUYHOCTHBIN MOPTpeT couckarens. [loatomy, ecim kanauaat
3aMHTEPECcOBaH B padoTe, Jydllle YECTHO OTBETUTH HA BCE TPYAHBIE BOMPOCHI. JTO I0-

3BOJIMT €Il Ha JTarne codeceqoBaHus N30€KaTh MHOTUX OLIMOOK, JaCT BO3MOXKHOCTH

! Jlns chpaBKM: eCIM MHTEPBBIOED AMEPMKAHCKON KOMIAHHH CIPOCHT, KAKOTO
BEPOWCIIOBEJAHNSI ~ NPUACPKUBACTCA  KaHAMJAT, €ro MOTYT OOBHHHUTH B
JUCKPUMHHAIIMA W TPEIbSIBUTh CYHEOHBIH HMCK. A BO MHOTHX JPYTUX CTpaHax
CIIPaIIMBaTh PO BO3PACT, HAMOHAIBHOCTh, CEMEHHOE MOJI0KEHHE, BEPOUCIIOBEJAHUE
¥ TOJUTHYECKUE B3MIISABI MOXKHO, HE OIAcasch IOPUIAMYECKOW OTBETCTBEHHOCTH.
OnHako HemnwcaHble 3aKOHBI JICJIOBOW ITUKU HE OMOOPSIOT TAaKOE JOOOMBITCTBO CO
CTOPOHBI HHTEpBbIOepa. [loaToMy 3aTparuBaHHE CTOJNb JCTHKATHBIX TEM, Kak
HpaBuiIoO, OOBSACHAETCS HENpo(ecCHOHAIN3MOM KaJpoBOW CiyxObl. MckiroueHue
cocTaBisieT ciayx0a Oe30macHOCTH, B 3a7ady KOTOPOM BXOAHWT IPOBEpKa
NIePCOHATLHBIX JJAHHBIX COMCKATEIIS.
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NPUHSTH MIPaBUIILHOE PELIEHUE HE TOJIBKO paboToAATEeNt0, HO U CAMOMY COMCKATEINIO.
K Tomy e mpu nmpaBUJIbHOM MOAXOE 000 "3alpeTHBIN BOMPOC MOXHO OOPATHTh
B CBOIO T0JIb3Y, MOJYEPKHYB MPU OTBETE CBOU CHIIbHBIE CTOpOHBI. Hampumep, Bompoc
0 HaJM4YMU CEMbU y MY>KUMHBI SIBJISIETCS] BAXKHBIM JJIs1 pab0OTOaTeNsl, TOCKOJIbKY Ke-
HATBIA MYXXYMHA CUMTAETCsl OoJiee 3aMHTEPECOBAHHBIM B TIOCTOSTHHOM paboTe, a Hexe-
HATBIA OOJIbIlle HAlleNIEeH Ha JCHbIW U Kapbepy. [losToMy B JaHHOM ciyyae >KeHaTbhIi
COMCKaTeNIb MOXET yKa3aTh CBOU JOCTHXKEHHUS, KOTOPbIE MOKAXYT €ro CUJIbHBIE CTO-
POHBI, HANPUMEP, OTBETCTBEHHOCTH, MOCTOSHCTBO U CTaOWMIBLHOCTH, & HEKCHATHIN —
MOTYEPKHYTHh CBOI0 MOOWJIBHOCTh, TOTOBHOCTh K KOMaHIAMPOBKAM W HEHOPMHPOBAH-
HOMY rpaduky pador.

MHorre couckaTelu He 3HAIT W JaXKe HE 3a[yMBIBAIOTCS O TOM, YTO OJHHUM U3
MOIITHEHUIITUX MAPKETUHTOBBIX KaHAJIOB MPOJBIKCHUS UX YHUKATBHOCTH U KOMIIETCH-
IIUU SIBIISIETCS TMYHOE U MPO(PEeCCHOHATHHOE OKPYKEHHUE — JTFOH, KTO 3HAET UX U KOTO
3HAIOT OHU. JIMYHAsT KOHKYPEHTOCIIOCOOHOCTh CPEeIM MPOYNX KaHIUIATOB 3aBUCHT HE
TOJIBKO OT TOCITY’>KHOTO CITMCKA, BHYIIUTEILHOCTH PE3IOME U BOCTPEOOBAaHHOCTH 3HA-
HUHM, YMEHHIA W HABBIKOB, KOTOPBIMH O0JIaJIa€T COWMCKATENb. B COBpEeMEHHOM MHUpeE
JMYHAS KaUTAIN3aIHs 3aBUCUT OT TOTO, KTO C KEM 3HAKOM.

Eciu umst couckarenst Ha CIIyXy — TO €r0 ¢ YJOBOJLCTBHEM OyAyT MpUIIIAlaTh Ha
pasnuuHble TpodeccrHoHaIbHbIe BCTPEUYH, MPOCUTHh BBICTYIMUTh Ha KOH(EPEHIHSX,
IPOKOMMEHTHPOBATH MOCIIETHIUE TEHACHIIMA U COOBITHS U BBICKAa3aTh CBOE MHEHHUE CO
CTpPAHHII Ta3eT U )KYPHAIIOB.

Ecnu e counckaTenst HUKTO U3 "BECOMBIX" B OOIIECTBE JIFOJICH HE 3HAET, TO €T0 pe-
3t0Me OE3HAJIe)KHO MPOJICKHUT CPEN COTEH MOJOOHBIX COMCKATENIe MPECTHKHON Ba-
KaHCHUU. TakuM CKPOMHBIM COMCKATENSIM OyJIeT KpailHe CIIOKHO BBIMTPATh KEITAHHBIN
TEHIEP WM MOTYYUTh JOITOCPOYHBIN 3aKa3.

[ToaToMy mpu cOCTaBlI€HUWH pe3lOME, MOJE3HO MOAYyMaTh, KOIO U3 W3BECTHBIX B
oOmrecTBe Jr0Ae MOXHO ObUIO OBl yKa3aTh B YHMCIE CBOMX 3HAKOMBIX, KOTOPBIE MPHU
cily4ae MOIVIM OBl TOJOXKUTEJNBHO Bac OXapakTepu3oBaTh. DamMWIMM 3TUX JIOJIEH,
JOJKHOCTH, MecTa paboThl U ciy)eOHble TeaeOHHbIe HOMEpa CIEeyeT yKa3aTh B pe-
310Me, JIN0O B COMPOBOAUTEILHOM MHUCHME.

CocTaBuB pe3rome, MoJIe3HO onpoOoBaTh ce0s MPU BUPTYaJIbHOM COOECeOBAHUU —
nepeJl 3epKkajoM pacckaszaTh cede ke o cebe.

Jlnst aToro O6epércst muct Gymard, Ha KOTOPOM MUIIETCS TEKCT MPUMEPHOTO COJEp-
xaHus: "PaspemmuTe mpencTaBUTh BaM MEPCHEKTUBHOIO M MHTEPECHOIO YEJIOBEKa, Y

HCTO CCTh CIICAYIOIIUC I[OCTI/I}KeHI/ISI..." (He CKYIIUTCCh HA MPUATHBIC CJIOBA U HC Y-
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MaiiTe, Y4TO Ballld JOCTH)KCHUS HE 3HAYMTENIbHBIC; HAHINTE MX KaK MOXKHO OOJbIIE).
TekcT Takoil camopekIaMbl CHayaia MUIIETCs, a 3aTeM YUTAeTCs Mepe]] 3epKajIoM.

Ota npocToe, HO 3P PEeKTUBHOE YIPAXKHEHHE TOMOXET CABUHYThH C MECTa MAIIUHY
aJIeKBaTHOTO BOCIpUATHUSI camoro ceds. I, kak cienctBue — ctatb BHYTPEHHE TOTO-
BBIM K COOECEIOBAHUIO U MOJYYHTh HOBBIC HJICH JJIsl BHECEHUS UX B pe3tome (4To Mo-
’KET MOBBICHTh YPOBEHb €ro KOHKYpeHTocrnocoOHocTH). Kpome 3Toro Takoe ympaxHe-
HUE MOMOKET HAWTU HJEU JJIsi COCTaBJICHHUS CONMPOBOAMTENHLHOTO MUCHhMA K pe3roMe
(cMm. cTp. 57).

3amoHsAs KaKIbI MYHKT Pe3loMe, CIENYeT CTapaThCs MPEACTaBUThH WM TPEIo-
JIOKUTh, CIIEYIOIICE:

* YTO MOAYMAaET O BAC YEJIOBEK, YATAIOIIUN €ro?

* TOBEPUT JIM 3asBJICHHOU CIIOCOOHOCTH Pa3BUBATHCS, JACPKATh CeOsl B PyKax B
YCIIOBUSIX CTPECCA, YCIENIHO B3aUMOACHCTBOBATh C IPYTUMU, STUYHOCTH WIH JAPYTHX
MOJIO)KUTEITLHBIX KAUueCTBaX ?

e OyayT nu B pe3tomMe (GakThl, KOTOPbIE MOTYT MPUBECTU K TOMY, YTOOBI Bac HE
BBIOpan?

B cBsi3u ¢ 3TUM BO3HHMKAET HOBBIN BOIIPOC — CIEAYET JIU MMHUCATh B pe3tOMe MpaBay?
OtBet —TonbKo "Jla", ¥ 3TO cieayeT AenaTh MO CICAYIOMUM MPUYUHAM:

1. Bo BpeMst UCHBITATENLHOTO CPOKa Bac 00s3aTeNbHO OyIyT MPOBEPATh HA HAJIU-
yre crocoOHOCTeH, 0 KOTOPBIX 3asBIWIIM B pe3tome. Ecnu Hagexpl paboTtoaarens He
OMpaBJIAIOTCA, C BaMU HE 3aKJII0YaT KOHTPAKT WX AOTOBOP.

2. Ecnu oOHapyXHUTCS JI0Kb, O Bac MOWAET AypHas cliaBa, P KOTOPOM HAWTH HO-
BOE MECTO Pa0OTHI CTAHET €IlIe CIOMKHEE.

3. Ecnm B Bac pa3yBepsATcs MPH UCIBITATEILHOM CPOKE, TO VIS Bac 3TO OyAeT mo-
Tepeil (UHAHCOB, YIYIIEHHBIMU BO3MOXHOCTSIMH M IIyCTOM pacTpaToil cBoux (husmye-
CKUX M MHTEJUIEKTYaJIbHBIX PE3EPBOB.

@ailn  pesroMe MOXKHO C€O37aTh B CIELMAIBHOM MporpaMme, Harpumep,
"ResumeMaket' [33], "CV"* [35] "Couckarexnn" [36] u 1p., pacrpocTpaHsieMbIx de-
pe3 I'mobanbHy0 MHOOPMAIMOHHYIO CETh, JIMOO MCIOIL30BaTh U(PPOBOH MA0IOH B
UMEIOIIEMCST TEKCTOBOM Iporieccope (MM OMyOJMKOBAHHOTO Ha CalTe MOIICPIKKH
aToro mocodust: http://www.rabota-autsorserom.narod.ru

1 CV — (aurm. curriculum vitaeyum pesiome.
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['oToBBIN (paiisn pe3toMe MOKHO IepeciaTh MPsIMO C KOMIbIOTEpa MOTEHIUATILHOMY
paboronarento Ha (aKCUMIIBHBIN almapaT, Ha KOMIbIOTEP, UMEIOUINN (PaKkCUMUIb-
HYI0 IPOrpaMMy, Ha aJpec 3JIEKTPOHHOM MOUTHI JIMOO pacreyaTaTh Ha MPUHTEPE, YTO-
ObI epecnaTh B OyMaXHOM KOHBEpTE OOBIYHON MOUYTOM.

B GonpmivHCTBE ciydaeB pe3loMe cocTaBiisgeTcs He Oonee yem Ha 1 crpanuiry. Ho
UHOTIa TpeOyeTcsi COCTaBiIATh 0ojiee OOUIMpHBbIE pe3toMe — Ha 2 CTPaHUIlbI (eciu
OPEANpUsATHE MEPEUUCTHIIO MHOTO 00s13aTelNbHBIX MYHKTOB, JTUOO pe3loMEe MUIIETCS
Uit OaHKa TAaHHBIX B KaKyI0-JIIMOO CITy:k0y 3aHsaToCcTH). Ecnn Takoe pesrome OyIer oT-
CBUIATHCSI OOBIYHON OyMa)KHOUW MOYTOM, TO TMeYaTaTh €ro JIydlille Ha 00eHX CTOpPOHAX
OYMa>KHOTO JIUCTA.

YyacTHHKAM JeNOBOW Wrpbl Aa€Tcsl 3aJaHue co3/aTh OOMIMpHOE pe3toMe Ha 2
CTpaHUIIBI.

[Tpu BeIOOpE OopMIIEHHUS TEKCTa B pE3I0OME HEOOXOIMMO OTAABaTh MPEANOYTEHUE
mrabiony, Hanbosee pazdopUnBOMY, YETKOMY, CTPOTOMY C HAMMEHBUINM KOJIHYECT-
BOM CTHIJIEH TeKcTa (C TaKUMH pa3MepaMH B BHIAMH MIPUPTOB, YTOOI YEIIOBEKY C OC-
JTabIICHHBIM 3PEHHEM HE MPHIIIOCH HAIIPATATHCS TMPH YTeHHH ). OXMH U3 YAAYHbIX, C
ATOW TOYKHU 3peHUs, MU(PPOBON MIA0IOH pe3roMe MOXKHO B35ITh Ha CAWTe MOIICPKKU
3TOrO MOCO6Us’. Hampumep, nudpooii madion win "Mactep”, CO31aHHBIN KOMITaHU-
eit Microsoft. Ero Bux HaszpiBaetcs "crangapTHsblii’. B HEM comepikaTcs XOpoIIo 4u-

TaeMbl€ CTUJIM TEKCTa U UX Kak pa3 He Oonee /.

Uenb

HayuuTbcs co3naBaTh pe3toMe 1o nudpoBomy mabioHy uin Macrepy.

3apgaHue

[To mwabnony uim MacTtepy NoAroTOBUTh pe3toMe Ui HaliMa Ha paloTy.

TexHonorma paboTbl C NPOrpaMMHbIM NPOAYKTOM

1. 3arpyska mudpooro mabiaona win Mactepa — u3 OUOIMOTEKH MIaOJIOHOB TEK-

CTOBOI'O IPOLIECCOPa UM UHTEPHET-CaiiTa MOJAEPHKKU ITOTO IOCOOHUS.

! CornacHo HaGMOZEHMAM BOCTIPHATHS, AOKYMEHT OyJeT MAKCHMAIbHO YCBOCH
TOJILKO B TOM CJy4dae, €CJId B HEM KCIOJIb30BaHO HE 0oiiee 5-7 pa3NuyHBIX CTUIEH
TEKCTA.

2 Crpanuna mnojaepxku 3Toro mocobus B [obanbHON WHGOPMAMOHHOW CETH:
http://www.rabota-autsorserom.narod. ®Rd3xen mab10HOB HPPOBHIX JOKYMEHTOB.
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2. TlpumeHeHue cTuiiel TeKCTa — U3 TTAaHETN CTHIICH.

3. OtoOpaxeHue WK CKpBITHE HEMeYaTaeMbIX 3HaKOoB — "HemeuaTtaemble 3HAKH"
1],

4. OtobpakeHHE WJIH CKPBITHE TPAaHHI] TaOIHUIbI — KoMaH bl "OToOpa3uTh ceT-
KY", "CKpBITH CETKY".
5. JloGaBinenue cTpok B Tabaumy - “BeraButh/CTpokm Huxke', "Bcera-

BUTH/CTPOKH BhIIIE".

6. Konuposanwue ctuieii — "KonupoBath popmat” .

Xopa BbINONHEHUA 3aaaHusA

1. IlpeacraButh cebe npeanpuaTue, B KOTOPOE MEUTAIN Obl HAaHATHCS HA paldoTy.
[TonpoOyiiTe OTBETUTH CAaMOMY ce0€ Ha BOIPOC: PaJy YEro Bbl XOTUTE YCTPOUTHCS pa-
00TaTh HA 3TO MECTO?

2. B rtekcroBoM mporeccope OTKpbITh "MacTtep pe3oMe” winm mabioH pe3ioMe
(MOXHO B35Th MX C caiiTa moanepkku 3Toro nocoodus [3]). Ecnu 3anmyckaercs "Mac-
Tep pe3oMe”, TO HAJ0 OTKIKOYUTH 3AIUTY OT MaKpOCOB.

3. OtBetutsb Ha Bompockl "MacTepa pe3ome”.

4. TpeOoBaHHS K CO3TAHHUIO PEIOME:

* CTWIb OOPMIICHUS — CTAHAAPTHBIN;

* THUI pe3IOMe — OOBIYHBII;

* aapec MecTa MPOKWBAHUS MOXKHO HE YKa3bIBaTh, OTPAHUYHMBINKCH TeIe()OHOM,
(akcom (eciu OH €CTh) U aIPeCOM JIEKTPOHHOM MOYTHI.

* BIOpaTh Bce MyHKTHI (BKao4as "CraHmapTHble” u "JlomoJHHTEJbHbIE"),

"1y "dopma gomycka">.

KpoMme yHKTOB: "HanuoHaibHOCTH

* JIOTIOJTHUTEIBHO BBECTH NYHKTHL. "Mosi camasi MOJIOKUTeJbHasi 4epra’,
"Mosi camasi oTpuuaTejibHas deprta”. [lepeMecTuTh 3T MYHKTH B KOHEIl pe3lOMeE.
CnoxHbIe 7151 OTBETOB MYHKTHI, IMOJI00OHBIE STUM, HHOT/A BKIIOYAIOT B PE3IOME, UTO-

Obl JIydie y3HaTh MpeTeHJeHTa. PaOOTHUKN KaapOBBIX CIYX O 0OpalialoT BHUMaHUE

! Bompoc 0 HAIMOHATBHOMN IPHHAISKHOCTH B HBIHEIIHEil POCCHH —3T0 €10 BEIGOpa
M CaMOCTOATEIBHOTO pemeHus TpaxnanuHa. [loatomy rpada "HammoHambHOCTH"
OTMEHEHA B POCCHICKMX MacnopTax HOBOTro obpasia.

% dopma I0MycKa K CeKPETHOH JOKYMeHTaIuH. ITa rpaha 04eHb PEIKO IPUCYTCTBYET
B pE3loMe, IOTOMY 4YTO HCIOIb3YETCSl NpH HailMe B CHEUUAIM3UPOBAHHBIE
OpraHu3aluy, I 3TU CBEJICHUS BayKHBI.
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Ha TO, YTO MUIIET KaHAUAAT B MOJOOHBIX 3TOMY pa3ziesiaXx O JIMYHOCTHBIX KauecTBax.
HekoTopble OTBETHI 3aCTaBISIOT 3ayMaThbcsl 00 aJEKBAaTHOCTH YEJIOBEKA U O TOM,
CTOWUT JIM BOOOIIIEe TPUTJIAIIaTh €r0 Ha HHTEPBbIO.
5. [JIns ycmeurHoro 3amoJIHEHHUs TaOJIMLBI pe3loMe CIeNYEeT BBIMOIHUTH CIEAYI0-
IMe HaCTPOWKHU uHTepdeiica:
* rOTOBOE pe3tome pasMmeniaercss B Tabnuie. E€ rpanunsl ckpeitel. s mpa-

BUJILHOTO 3alOJIHEHUs TaOJIUIbI CIEAyeT BKIIOYUTh KoMaHAy ' OTo0pakaTh CeTKY'

KOTOpPast OTHOCUTCS K paboTe ¢ TaOiaMIIaMU U [TOKa3 HereyaTaeMbIX 3HAKOB , 4TOOBI
ObUIM BUAHBI CUMBOJIBI TAOYJISALIMU U CUMBOJIBI a03aLIEB;

* yTOOBI MOJIA (POPM MPaBUIBHO OTOOPaAXKAIUCh CEPhIM 3aTEHEHUEM, BKIIOUUTh
HACTPOUMKY HHTEpdeica 0 MOCTOSTHHOM OTOOpaXeHUH ATUX TNoJei. Ecinu BUIHBI KOIBI
1oJied, TO OTKJIFOYMUTh UX TOKa3;

* BECh TEKCT PE3IOME CO3/l1aH Ha OCHOBE Pa3HOOOPAa3HbIX U TOYHO HA3HAYEHHBIX
cTwiiel Tekcta. UToObl MpaBUIBHO NPUMEHATHh CTHIM TEKCTa HaJ0 BUIETh MX Ha3Ba-
Hus. J{ns 3TOro Hajo BKIIOYMTH NaHens  CTuiau u popmaTupoBanue’.

6. B nynkTe "CBenenus o cede" qommcath OTBETH Ha 0003HAYCHHBIC MMYHKTHI, CM.
obpazenr Ha wmocTpanuu (PucyHok 7.1). [lis BbIpaBHUBaHUS 3allUCeil MOXKHO HC-
HI0JIb30BaTh BCTABKY MO3uIHK TaOysuu B stueiiky (CTRL+TAB ).

7. B mynkte "Heas" (umeercs B BUAY KapbepHas I1ellb) HAIMCATh IeJIb HallMa Ha
paboTy B IpEeNNpUATHE, [J€ MeuTaeTe paboTaTh. 31€Ch YKa3bIBAETCSA OTBET HA 3apaHee
3aJaHHBI caMoOMy cebe BONpPOC — JJIsl Yero Bhl XOTUTE YCTpOUThCsA paborats?. Ha
NPUCYTCTBUE WM OTCYTCTBHE cTpoku "Llenmp momcka paboTsl’, ocoOeHHO Ha €€ co-
JepKaHue, o0pamarT BHUMaHue pa0OTHUKH KaJIpOBBIX CIIY>X0, HaunHasi 3HAKOMHUTHCS
C pe3ioMe, Tak Kak MH(opmMalus B HEl TOMOraer cpa3y OLIEHUTh YPOBEHb MBIIUICHUS

1
couckaTelss U ero crpemieHus . Eciu noka TpynHo copmMynupoBath 1eNb, peKOMEH-

! PexoMeHmaLus: IPH YCTPOHCTBE HA HOBYIO PAbOTY OUYEHb BAXKHO H3YUHTh...CBOETO
Oyaylero HadajabHMKA, IPEJICTABUTh, YTO CMOXKETE JIOCTUYb I10J] €r0 PYKOBOJCTBOM,
Kak Oy/leT JUAEepPCTBO 3TOrO YEIOBEKAa OTPaKaThCsl Ha Ballel JMYHOM >KU3HM, Kak
NOMOXKET B pealln3alid Kapbepbl, B CaMOCOBEpIIEHCTBOBaHMU. M ecnu Oymymiero
CBOETO HE BUAWTE, €CJIHM TOHSATHO, YTO PSJAOM C HUM BaM OBITh KAaTETOPHYECKU
HEXKEJIaTeIbHO, €CIIM IJ1a3aMHU C yI0BOJILCTBUEM HE BCTPEUYAETECH — CIEAYET OyMaTh
0 JIpYroM MpennpusTHH, 4YToO0 He MpUoOpecTH HEHY)KHBIE NMPUBBIYKA U COXPAHHUTH
3I0pOBBE, JTAXKE €CIHM JaBHO MEUYTaIH MMEHHO 00 3Toil pabore u 3apmiate. B Takux
[TponomkeHne CHOCKM Ha CIEAYIOLEH CTpaHuLe >>
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AYIOT IIPOCTO HAIIMCATh 4YCro Bbl XOTUTC JOCTUTHYTH WUJIN KAaKYIO HOJDKHOCTb WJIM pa-

60Ty XOTHUTC IIOJIYYUTD. Haan/IMep, IMOJIYUYCHHUC JOJDKHOCTH JIOTUCTA.

= [op v mecTo poxxaenus: 1978, r. Xabaposck
CeepeHua ocebe = CemeilHoe MONoOXKEHME: He 3aMyHeM
= [leTn: He UMer
= Pooutenu: [leTpos AHOpen MeaHoBW,
MeTpoa MpuHa MakcrmoBHa.

Pucynok 7.1 —O6pa3en 3ano/iHenns nyHkrTa "' CeneHus o cede”

8. B mynkte "O0pa3oBanue” naércsa mHpopmaius o GyHIaMEHTAIbHOM U JOTIOJI-
HUTEJIIBHOM 00pa30BaHWU, B TOM UUCIIE — KypcaxX, TPEHHHTaX, CTAXXHpPOBKax. Ha kax-
noe yaeOHOe 3aBeJIeHHE HaJl0 CO3AaTh OTIENbHYIO CTPOKY B Ta0nwuie. [lomecTuTs cBe-
neHuss 00 oOpa3oBaHMKM B OOPaTHOM XPOHOJOTHYECKOM IMOpSAKe (OT HACTOSIIEro K
NPOIILJIOMY), HAIIPUMEp, CHavalia i By3a, HUKE — [T TEXHUKYMa, Jajiee — JUIs KO-
7b1. BcTaBka HOBOW CTPOKM B UMEIOIIYIOCS TAOIUYHYIO Pa3METKY BBITIOJHSIETCS yCTa-
HOBKOW Kypcopa B S4Y€WKy C JaHHBIMH U BbIOOpa B MeEHIO KomaHiwl: "Bcra-
BUTH/CTpoku Hu:ke". [Ipumep 3amonnenus nynkra "Oopa3oBanune” (Pucynok 7.2).

9. B nose [cBeneHUs1 0 MPOABHKEHUH MO CJIy:K0e, HArpagax M MOOLIPEHHUSX]
MUNIYTCS TOCTHKEeHMs B yu€Oe. VX pacroaratlor MapKUpPOBaHHBIM CIIHCKOM, 0opM-
neHHbIM ctuiieM " JlocTuskenue”. PaborogaTeny BHUMATEIbHO YUTAIOT PE3IOME U CTa-
paroTCsl BBIACHUTH, KAKUX PE3YJIHTATOB CMOT JIOCTHYb MPETEHICHT BO BpeMs y4EOBbl.
D10 momoraer UM c(hopMUPOBATH MHEHUE O CIIOCOOHOCTH COMCKATENs 00ydaThbCs U
€ro ypoBHE 00pa30BaHHOCTH. B 3TOM MyHKTE PEKOMEHIYETCSl YKa3bIBaTh CICIYIONIUE
CBEJICHUSI, HATIPUMED,

* "VCTHBIC TOOIIPEHHSI MPEMOAaBaTeIel M0 CISAYIONMM AucuuIuTMHaM: (yka-
3aTh Ha3BaHUS JAUCIUILINAH)";

 "Tlonyuasn(a) TOMBKO OTIIMYHBIC OLIEHKHU IO CICAYIOIIUM JUCHUIUTMHAM: (yKa-
3aTh AMCHUIUIMHBI)";

» "3aBepieHue 00yueHus ¢ aTTecTaTom 0e3 Tpoek',

cly4yasX PEKOMEHIYIOT — HILIUTE HOBYIO pabOTy, MOTOMY YTO MPHU >KEIAHUU HAUTH
CBO€ BCerjga MOKHO.
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* "VyacreoBai(a) B omuMnuaaax mo...(ykasath Ha3BaHHUs TUCIUIUINH, HA3BAHUS
OJIMMITHAJI, TOJIbI YYACTHS B OJIUMITHAIAX U PE3yabTaT ydacTus)";

 "BiaromapHocTh pekTopa 3a... (ykasaTh, 3a 4TO OBUIM MOJTYYEHBI OJarogapHo-
CTH Y TOJIbI MOTYYCHHS OJlarogapHocTei)";

 "BiiaromapHoCcTh JUPEKTOpa HIKOJBI 3a...(YKa3aTh, 32 4TO IOJyYeHBI Olaro-
JAPHOCTHU M TOJIbI MOJIyYeHUs OJ1aroapHoCcTeit)";

o "JIMCUMIUIMHAPHBIX B3BICKAHWUH HE OBLIO M Tak ganee. (MHOro MOCTHIKCHUI
yKa3bIBaTh HE CIEAYET, JOCTATOYHO He Oojee 3-X, HO YTOOBI 3TO OBLIM CaMbI€ CyIIe-

CTBCHHBIC)".

06pazoraHue 2002 - no p/e XIASN Xabapoeck
CrygeHT 3-ro Kypca no cneuMansHocTH ' JKOHOMMKSR

* YCTHble MOOWPEeHUA OT  MpPenogasarteneid  no  gWCLMIAMHAM:
"JkoHoMUER', "Beicluan maremaruka”, "CTatucTies”

* Boictynnenne c  goknagamu Ha  CTYLEHYECKMX  HAYUHbIX
koHpepenynax (2002, 2003, 2004 rr)

2000-2002 MOYCOLL Maj Xabapoeck
AtTecTar o saKoH4YeHHOM cpegHeM obpasoraHMK

* YCTHelE  NOOWPEHWA  Npenofasateneidl  no  GUCLMIMMHAM:
"Marematuka”, "Mpaea”, AHMWACKWA A36IE"

. GE‘}.I"-IH.I'I[‘.H no BCEM JUCUMNNHUHAM TONBKD Ha OTNHYHO.

» YyacTue B onumnuagax: Pycckui Az (2000 r), Mhdopmarnka (2001
r.), AHrnuiicknii Azer (2002 1)

1993-2000 MOYCOLL Me10 EnaroeeweHCE
Cnpaeka ob oKOHYAHWMK 70 KNacca

* YCTHElE  NOOWPEHWA  Npenojaeareneid  no  GUCLMIAMHAM:
"Maremaruka”, AHrnUACkHA A3k

. GE“-.I"-IELI'ICH no BCer JUCUMNNINHAM TONBKD Ha OTNHYHO.

Pucynok 7.2 —@parment pe3iome. Paznen " O6pazoBanue”

10.Pa3nensr: "MuTepechbl U yBjaedenus”, "Xooou", "TBopuecTBO" OTIMYAIOTCS
TEM, YTO yBJIEYEHHUS — 3TO TO, YEM 3aHMMAETECh KOPOTKOE BPEMsI, HAIlpUMeED, He Oojee
roga. Xo60u — yBiedeHne, IpoAoIDKaloieecs UIUTEIbHOE BpeMsi, Harpumep, Ooiee
roga. TBopuecTBO — Korja B pe3ysibraTe X0O0M MM YBJIEUEHUS POXKJIAETCsI HOBBIN
HPOAYKT, HalpuMep, PUCYHOK, BBIIIMBKA, (oTorpadusi, CTHXOTBOPEHUE U T.1. YCTa-
JOCTh, TPEBOT'Y, Pa3pa)KUTEIBHOCTh U JJaK€ CTpaX MOYKHO CHSTh C IOMOILBIO Oe3-

OOMIHBIX YBJICUCHUU U X000U.
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11.B pazaen "3HaHue SA3bIKOB" HaJ0 HamuMcaTh HAa3BaHUS JAPYTHX SI3bIKOB, KPOME
POJIHOTO, U YPOBEHb UX 3HAHUS, HApUMep, "AHTTUNUCKUNA — YUTAIO CO CIIOBApEM, MO-
Iy TIOJJIepXKaTh HECI0XHYI0 Oeceny Ha OBITOBBIC TeMbI' WU "KUTalCKUN — 4yUTal0 H
nepeBoxy 0e3 ciaoBapsi, CBOOOIHO pa3roBapuBar”. "SMOHCKHUI — YUTArO CO CIIOBapeM,
pasroBaprBar0 Ha OBITOBBIC TEMBI CBOOOIHO".

12.Paznen "OnbIT padoThl”’ 3amoNHIETCS MO TaKOH XK€ METOJMKE, KaK pas3fen
"Oobpa3oBanue”. Vcrnonas3yroTcs Te ke cTuiu ad3ares. s kaxmoro Mmecta paboThI
CIIEyeT BCTABJISATH B TAOJHUITy IOMOIHUTEIbHYIO CTPOKY (Pucynok 7.3).Mecra pabot
YKa3bIBAIOTCS B 0OPAaTHOM XPOHOJOTHYECKOM MOPSIKE (OT HACTOSIIETO K MPOIILIOMY).
O0s13aTenbHO yKa3aTh TOCTUKEHUS B KAXKJI0M MeCTe pabOThl, HAIPUMED,

"2 nmuchbMeHHbIE 0J1aroJapHOCTH OT MOKYyTMAaTeIen'

* "3a oTIMYHYIO pabOTy MOJyuni(a) yCTHOE MOOIIPEHHE OT AUpEeKTopa’;

* "3a oTIMYHYIO pabOTy MoJTyunsi(a) IeHE)KHOE BOSHArpaXKAcHUE

* "NMero mpurnamieHde OT JUPEKTOpa Ha MOCTOSHHYIO paboTy B JOJIKHOCTHU
MeHeKepa',

* "3a MHUIMATUBHOCTH MOJTyuwi(a) MOBBILICHUE MO Chyx0e (OJaromapHOCTh U
ap.)".

PaGoTonarenu BHUMATENbHO YUTAIOT PE3IOME U CTAPAIOTCS BBISICHUTH, KAKUX pe-
3yJbTaTOB CMOT JOCTUYb MPETEHACHT Ha MPEIbIAYIINX MeCTax paboThl; 3TO MOMOTAET
uM chOpMUPOBATH MPABUIILHOE MHEHHE O MPETEHICHTE Ha BAKAHTHYIO JOKHOCTb.

He crout nucars, Hampumep: "Ilpopabotan B kommanuu 3 rojga” — 06e3 yka3zaHUsI
CBOMX JIOCTHKeHM. ClelyeT yka3aTh, HallpuMep: "'3a TpU roja MOJy4drsl NOBBIILIEHUE
B JOJDKHOCTH' .

[IpennounTaiiTe MO3UTHBHYIO MH(pOpPMANHIO HeraTuBHON. KoHueHTpupyiiTe BHH-
MaHUE Ha CBOWX JIOCTIKEHHsIX. He ynmomuHaiiTe HeymauHble MPOCKTHI WU MPUIHHBI,
10 KOTOPBIM yYXOJIHJIU C paOOTHI.

13.B mynkre "OOmecTBeHHasi padora” ykazarh, Kakoil OOIIECTBEHHOW pabOTOi

3aHUMAJIMCh U KaKOl 3aHMMAeTeCh TCIICPb.
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OnbIT pabotbl [ mnaTel ] [ opraHusauuna/yypexperre ][ obnacte/ropon |
[ mormmkHocTb ]
= [ cBefeHMs 0 MPOABMKEHUM Mo cnyxbe, Harpagax M NOOLLPEHNAX ]

[ natsl ] [ opraHuzauus/ydpexaeHne ][ obnacTe/ropoq |
[ momkHocTb ]|
= [ cBefeHus 0 MPOABMKEHUM Mo cyxbe, Harpagax M NOOLLPEHNsAX ]

[ natsl ] [ opraHuzauus/ydpexaeHne ][ obrnacTe/fopoq |
[ AomkHocTb ]
» [ cBeAeHMA O MPOABMKEHUW MO cyxbe, Harpagax M NOOLLPEHNAX ]

Pucynok 7.3 —@parmenT pe3iome. Paznen " OnbIT padoThl”

14.B nynkre "Pexkomenaamuu” ymoMHHAIOT O HAJUYUU WU BO3MOXKHOCTH TOJY-
YeHUs peKoMeHanwmii. Yarie Bcero — BO3MOKHOCTH TOJIYYCHHUsSI YCTHBIX PEKOMEH/Ia-
Ui, B 3TOT MyHKT HaJ0 BIHCaTh HE MEHEe 3-X YeJIOBEK, KOTOPhIE MOTJIH ObI OXapak-
TEPU30BaTh BAC MOJOKUTEIBHO. ITO MOTYT OBITh HAJEKHBIC HAYaIbHUKH, CIICIIHAIH-
CTBI WJIM MEHEIDKEPHI, KOTOPbIE MOTYT MOATBEPAHUTH BAIHM JIMYHBIE U TPOPECCHOHATD-
HbIC KayecTBa. YKa3aTh UX MecTa padoT, TOMKHOCTH, CTETICHU U 3BaHUs, HOMepa Te-
nedoHoB. PekomeHnanuu, ecim TakoBble UMEIOTCSI B TUCBMEHHOM BHJIE, MOYKHO TIPH-
JOXHUTh K PE3IOMe, yKa3aB, UYTO KOMHH PEKOMEHAAIui mpuiaratotcs. Paboromarens
MIOHUMAET, YTO ObUIO OBl OUYEHb HAMBHBIM COCTABIIATH MHEHHE O YEJIOBEKE TOJIBKO C
€ro coOCTBEHHBIX CJIOB. [109TOMY OHM OXOTHO pacCHpalIMBaIOT TeX, C KEM paHBIIe
COTpYIHHYAN MPEeTeHAeHT. Eciin ipu peabHOM HaliMe Ha paboTy moTpedyeTcst CoKpa-
TUTH JUTHHY pE3IOMe, TO 3Ta HH(OpMAaIIUs B Pe3IOME HE Pa3MeIaeTcs, a YKa3bIBacTCs B
COIPOBOAMTEIHLHOM MHChME WIIH MPEIBbSBISICTCS MTPH cOOECeT0BaHUH.

15.Paznen "KBanudukauus' coaepxut cBeleHus 00 ypoBHE NpodeccuoHaIbHOM
MOJITOTOBKH. DTOT pa3ziel CeayeT 3aloJHUTh MO TaKUM JKe MpaBWJIaM, KaK pasfeln
"Oopa3oBanue”. [TonyueHHol kBanu(pUKAIIMECH MOXKET CUUTATHCS, HAIIpuMep, "Boau-
tenb Kareropun B", mam "Omnepatop DBM" u ap. (Pucynok 7.4). CBUACTEIBCTBOM
NONy4YeHHs] KBAIM(UKAUK SBISICTCS KBaTU(pUKAIIMOHHOE ymoctoBepeHune. O0s13a-
TEIHHO yKa3aTh HE TOJHKO MECTO TOJyYeHUs KBaTH(PUKAIWW, HO W JOCTHKCHHUS B
mpolecce ATo y4eOHOH, a 3aTeM U MpodeCCUOHATBHON AesITeNbHOCTH. J[s1 BoamTe-
aeit — crax BoxaeHus. KBanmudukarus MoxkeT ObITh MOIy4eHa HE TOJIBKO B IIKOJIE, B
pesynbTare 3anatuil YIIK, HO u B Gomnee mo3muuil mepuoa. Ykaxure He Oonee 4-5

cBOMX KBanudukaiuii (eciu oHu ecth). He cienyer oTnpaBisiTh BMECTE C PE3IOME KO-
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U1 CBUACTCIILCTB U y,HOCTOBepeHI/Iﬁ (33 HCKIIIOUCHHUECM CJIYy4acB, KOraa 3TOro Tpe6yeT
pa6OTOI[aTeJ'II). Kak IMpaBuUJIo, HOI[O6HOFO poda OOKYMCHTHI IIPCABABIIAIOTCA COHUCKA-

TCJIIMU BO BpEM:A CO6€CCI[OBaHI/I}I.

Keanudukauumn 2007T. XTI 1 r Xatapogck
Boaurenb Kateropum "B"
»  KBanudukaLUWOHHbIE 3K3aMeHbl CAaHbl Ha OTIIMYHbIE OLIEHKHN.

2006r. LLkona MOBEH r XabapoBcK
Oneparop 3BM

»  KBanuduKaLMOHHbIA TECT CAaH Ha OTIMYHO.

" YCTHblE NOOLUPEHNA 3a YCNEXMN MPW PeLleHnn 3a4au.

Pucynok 7.4 —@parment pe3iome. Paznen " Kpanudpukanus"

16.B pa3gene "/lpyrue HaBbiku" (PucyHok 7.5MoXHO Hammcarth, Halpumep, O
TOM, YTO BBl yMeeTe, M MOIJIO Obl MOTPEOOBATHCA MMEHHO HA STOM MPEANPHUSITHH —
BJIaJICHUE KOMITBIOTEPHBIMH MPOTPAMMaMH HIIM APYTUMHU HaBBIKAMH, HAIIPHUMED:

* [€YaTar TEKCThl Ha PYCCKOM M aHTJIMACKOM SI3bIKE CIICIBIM JIECSTHIIAIbIIEBHIM
METOJIOM CO CKOPOCTBIO...(YKaKUTE CKOPOCTh MEYaTH IECSITUNAIBICBHIM METOIOM B
3HaKaxX B MUHYTY;

* YMECIO peAaKTHPOBaTh POTOCHUMKH B Iporpamme "Gimp"™;

* MOTY BECTHU CKJIaJICKOH yueT B nporpamme "1C ckaan”, u ap.

Apyrue HaBbIkuU = [levyaTard TEKCTLI Ha PYCCKOM WM aHIMMIMCKOM A3blke OecaTunanbUeBbiM
CreneliM METOAOM.

= YMeK pefaktiporatb GoTOCHUMKM B Nporpamme Adobe Photoshop.
= Mory BecTu cKknagckon yueT B nporpamme "1C cknan”, n ap.

Pucynok 7.5 —@parment pe3iome. Paznen " [[pyrue HaBbIKH"

17.ITpu oTCYTCTBUM OTBETA HA KAKOW-TO IMYHKT pe3tome Hajo nucate. "Het", "He
umero", "He cocroro”" wim "He 3anmMarocp” U T.II. B COOTBETCTBUU C HAa3BAHUEM
nyHkTta. Hanpumep, B nyHkre "Ce3onHas padora”, eciiv 3TUM BUAOM padOT HE 3aHU-
MaeTech, MOKHO Hammcath. "He 3aHuUMawCch”. A 0 4iIeHCTBE B MTPOJCOI03e — COCTOIO
B CTYJICHUECKOM Ipodcorose (yka3aTh Ha3BaHKE BY3a) € ... (YKa3aTh rof).

18.I'0TOBBIN JOKYMEHT COXPaHUTh B CBOEW JIMYHON IManke Ha (hIemb-HaKOIHUTEe

0JT IMEHEM, 110 KOTOPOMY BUIHO O 4éM (haiist 1 KTO ero Biajaenern, Hanpumep, "UBa-
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HoB_AJiekcanap HsanoBuu_(Pe3rome)”. B nanpHeliniem ero Oyaer jerko HaTh u
peNakTUPOBaTh MPHU pealbHOM HaiiMe Ha paboTy. A paObOTHHKAM KaJpOBBIX CIYKO
OyzeT Jerko HakaluMBaTh Takue (paiapl Ha CBOMX KOMIbIOTepax. Kpome Toro, 3ToT
daiin moHamoOUTCS IS BBIIOJIHEHUS CIEIYIOIINUX 3aJaHHid JIeJI0BOM UTPHI, OMyOJIHn-
KOBaHHOH B 3TOM ITOCOOUH.

19.T1oka3atp ¢aitn BBITOJIHEHHONW paObOTHI MPENoJaBaTeIto sl IPOBEPKH, UM Ha-

rieyaTath pe3oMe Ha IpUHTepe (€M 3TOro MOTPeOyeT BEAYIIUI ICTIOBON UIPHI).

TUNUYHBbIE OLLNOKM

1. Ilpu pabore B "MacTtepe pe3loMe” HE YCTaHABIMBAIOT (PJIaKKM HAIPOTHUB BCEX
TpeOyIoUMXCsl MyHKTOB, CUMTAs, YTO €CIU MYyHKT TPYJIHBIA JJIs OTBETa WJIM HAa HETO
HEYero OTBETHTh, TO €r0 M HE HaJ0 yKa3bIBaTh B pe3toMe. B 3Toil 3amaue Hamo BbI-
Opath Bce myHKTHI (Bkiaodas "CrangapTabie” u "JlomosHUTEIbHBIE"), KPOME MTYHK-
ToB. "HaumonajabHocTs" 1 "®opma gomycka”. [Ipy BeIMOTHEHNN 33724 TIO COCTaB-
JICHUIO PE3IOME Ba)KHO HAYYUTHCS BHUMATEJIBHO YUTATh MHCTPYKLUUU K 3aJaHUI0 U
NPaBWIBHO OTBEYATh HAa TPYJAHBIE MYHKTHl U HAa IYHKTHI, HA KOTOpPbIE HEYETO OTBE-
TUTh. EClli BO3HHMKAIOT TPYIHOCTH C (OPMYIUPOBKONH OTBETOB HA CIOMXHBIE IMYHKTHI
pe3roMe, TO HaJIo CPOYHO 00paIiaThest 3a MOMOUIBIO K BEIYIIEMY AEJIOBOM UIPHI.

2. BwmecTo roga poxaeHus yKa3bIBatOT ATy .

3. Ynanenue TekcTa MPUBOAUT K YAAJEHUIO CTHIJIEH TEKCTa, PACIOJIOKEHHBIX B
THX MecTax IudpoBoro mabdaona. OTCyTCTBHE CTHIIEH MPUBOIUT K HAPYIICHUIO JTU-
3aifHa JOKYMEHTa M HEMpaBUJIHLHOMY BOCIPHUSTUIO TEKCTA. A Jajiee — K HeCTaOUIbHO-
CTH €ro BHELIHEro BHJa IpHU Ne4YaTh Ha npuHTepe. i mpaBUIBHOTO 3amOJHEHUS
nupoBoro mabdioHa HEOOXOJUMO BBIIEIATh HYXKHBIM TEKCT, a 3aTEM BIIUCHIBATh
BMECTO HETO CBOM TEKCT.

4. Tpebyromeecs n3MeHeHue GopMaTUPOBAHKS HAJO BBIMNOJIHATH 32 CUET TOTOBBIX
cTuiieil BeiOpaHHoro mabnona Pe3ome, a He yepe3 maHen b HHCTPYMEHTOB WIIH JICHTY
®opmaTupoBanue. BeiOupas oraensHo mpudT, pasmep mpudTa HHTEpBAI U JIp. Ta-
pameTpsl g GOopMATHPOBAHHUS TEKCTa, HEOCO3HAHHO CO3IA0T HOBBIC HEXKEaTelb-
HBIC CTUJIU, KOTOPBIC MAJIO TIOXO0KU HA OPUTHHAIBHBIC U HAPYIIAIOT CTAOMILHOCTH JI0-
kymeHTa. CTuiu Hazo BeIOMparh U3 o0nacTH 3a1a4y CTHIN U (POPMATHPOBAHME WU

KOIIMPOBATh CTWJIA U3 IPYTUX MECT NOKyMeHTa nHctpymeHToM Konuposarts popmar

. Jl71st 9TOTO CHavasa HaJo BBIJACIUTH TEKCT, hOpMAaTUPOBAHUE KOTOPOTO HAJO CKO-
MUPOBATH, a MOTOM IIEJKHYTh OJIUH Pa3 WX ABAXKIbl HA YKa3aHHOM KHOMKE. JIBOMHOM
HIETYOK BKJIIOYAET MHCTPYMEHT KOMUPOBAHMS JJIsi MHOTOKPATHOTO MCITOJIB30BaHUs, a

€IUHUYHBIN — JIJIsI OIHOKPATHOIO. YT1o0kI CKOIIMPOBATh CTHIIb 3633113 HC Tp66yeTC§I
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€ro BBLACIATH MOJHOCTHIO. J|0CTaTOYHO YCTAHOBUTH KypCOp B JIF0OOM MeCTe 3TOro ad-
3a1ia, HaxkaTh UHCTpyMeHT KonupoBaTts dopmar, a 3atreM — METKHYTh TEKCT, KOTO-
pHIit JomKeH ObITh oTopMaTrpoBaH. st KOMUPOBaHUS CTUIISL 3HAKa HAJIO BBIJCIUTD
HY>KHBII TEKCT, a 3aTeM MPUMEHUTh HHCTPYMEHT KOMUpPOBaHus hopmara.

5. Ecnu HazBaHus opraHu3aluil U TOPOAOB HE CABUTAIOTCS BIPABO MOCJIE KOMHUPO-
BaHus GopmaTa, KaK MoKa3aHo Ha wutrocTpaiusax (Pucynok 7.2 u Pucynok 7.3), To,
BEPOSTHO, HE HAXaJIM KIJIABUINY TaOyJIsLUMU TEpell STUMHU Ha3BaHUSIMHU. Y CTaHOBUTE
Kypcop cieBa oT Ha3zBaHus U Haxwmurte kiaaBumm CTRL+TAB . Tekct nomkeH ciBH-
HYThCsI. BKIIFOUMTE MOKa3 HEmeyaTaeMbIX 3HAKOB, YTO JAacCT BO3MOXKHOCTH YBUIETh
3HaKu TaOymnsiuu. He cinemyer BMecTo TaOyssiIMK BCTABIATH MHOXECTBO MPOOEIIOB.
YcraHoBKa poOeioB HE BRIPABHUBAET TEKCT TAKUM K€ TOYHBIM M CTPOTHM 00pazoM,
KakK Ta0ymsITop.

6. B pazgene "O0Opa3oBaHue”, 00y4asich Ha IEPBOM HIJIM BTOPOM Kypce By3a, HE
YKa3bIBaIOT CBEJIEHUS O BY3€, CUMTAasl, YTO BY30BCKOTO 0Opa3oBaHMs €€ HET, a eCTb
TOJIBKO 00pa3oBaHMe, MOITYYCHHOE B cpeaHel mkosne. CBeAeHHus O By3e, JaXKe eCIH
CTYJIEHT TOJIbKO Hadayl o0ydaTbcs Ha MEPBOM Kypce, BCE paBHO HAJ0 yKa3biBaTh. [lo-
CTYIIUTH B BY3 — YK€ JIOCTH)KEHHE, U C TIEPBBIX JTHEH 00yYEHUS B By3€ MOTYT MOSIBUTh-
Cs1 TIEPBBIC JIOCTIOKEHUS B yu€Oe (ycTh HE OCOOCHHO 3HAYUTENBHBIC), O KOTOPBIX Cle-
NyeT YIOMSIHYTh B PE3IOMe, HalpuMep, "HapyIIeHu y4eOHON AUCIUIUIMHEI He ObUIo".
[Tociie okoHuUaHUsI By3a CBEIEHUS O CPEIHEH IKOJIEe MOXKHO BOOOINE HE YKa3hIBATh,
0COOEHHO eCJTM OHU OB MEHEE 3HAUYUTEIILHBIMH YEM B BY3€.

7. B paznene "O0Opa3zoBaHue”, pu BIUCBIBAHUM JaT 00y4eHMs B By3e, eciid 00y-
YeHHE MPOJIOJDKAETCS M elé He 3aKOHYEHO, AaTy OKOHYaHUS By3a YKa3bIBaTh HEJIb3S.
Omna emé He HacTymwia, BMecTo naThl OKOHYAHHS OOYYCHUS B BY3€ CIEAYyEeT yKa3aTh
COKpalieHue — "o H/B" — 4TO 03HAYaeT — 110 HACTOSIIEE BPEMSI.

8. B paznenax: "OopazoBanue” u "OnbIT padoThl’ pacrnojaraloT CBEICHHS B
npsIMOM XpOHOJIOTMYecKoM mopsiake. Hano pacronarats cBeneHUs B 0OpaTHOM Xpo-
HOJIOTUYECKOM TMOPSJIKE. CHayajia JUIsl By3a, HIDKE — JUIS TEXHUKyMa, Janee — JUIs
mKkoJibl. B paznene ombiTa paboThl CHayana yKa3bIBAaeTCsl MOCJIEIHEE MECTO paboThI,
OTOM TIpeblayIee, a 3aTeM — 0ojiee paHHUE.

9. B mons "Opranuzanus/yape:kaenue”, pacioyioKeHHbIX B pasaenax: "Oopa3so-
BaHue", "OnbIT padoThl” U Ap. T1e TpeOyeTCs, pEKOMEHIYeTCs BIIUCHIBATh HA3BAHUS
OpraHu3alui U y4pekJIeHUM B CoKkpalm€éHHoM Bujae, Hanpumep, XI'ADII, MOYCOIII
Ne5, OO0 "Paccet” u ap. Ilose "obaacTb/ropoa” ToXe pEeKOMEHAYETCS 3alOIHSATD
MUHUMYMOM HEOOXOIUMBIX CBEJIEHUH, YTOOBI 3TU JJaHHBIE BMECTE C JaTOW M Ha3Ba-

HHUCM OpraHu3allkuH WK YUPCIKIACHUA YMCUIAJIUCH Ha OJIHOU CTPOKC. Ecau pa60Toz[a-
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TEJII0 TTOHAI00UTCS TIoJIHAsE HH(OopMaIusi, TO 3TO OyJeT BRISICHATHCS MPU cobOeceoBa-
HUU Y TIPU TIOCJIeIyIoneM o) OpMIICHHU JOKYMEHTOB B OT/IENI€ KaJpOB.

10.Ecau oOpa3oBaHue MOJYyYEHO B HECKOIBKUX MecTaX (By3, TEXHUKYM, IIKOJIA...),
TO B TAaOJHIy pe3lOME HaJI0 BCTAaBUTh COOTBETCTBYIOIIEE KOJIMYECTBO JOMOJHUTEIb-
HBIX CTPOK M KOIHUPOBATH TyJa TEKCT 3allOJIHEHHOM SYCHKM, Kacaroliencs odopa3oBa-
HUsA. Takum oOpa3oM, HY)KHBIE CTUIIM OyIyT CKOIUPOBAHBI B JOMOJIHUTEIBHBIE CTPO-
KH, PaCIOJIOKEHHBIE HUXKE.

11.Bmecto otBeroB: "Het" mwnu "He umero" u 1p. ymansiOT COOTBETCTBYIOIIHE
pasnenbl. Ecnu paznensr TpeOyrOTCS B 3aJJaHUU WJIM B 3alpaliiBaeMoOM padoTojare-
JIeM pe3roMe, TO yIalsTh UX Helb3s. Hamo oTBeyaTh KOpOTKMMHU (hpazaMu Kak yKa3aHO
BhIre. [Ipu 3TOM ynanstoTes TOIbKO MECTa JUIsl yKa3aHus J1aT, MeCT, MOAPOOHOCTEH u
JTOCTH>KEHUH, a BMecTo HHMX Bnucath kKopoTkuid otBeT. "Het", "He nmer”, "He co-

cror”, "He 3anumaJics” "He yyacTBoBax" uinn ap. Hogo0HBIE. DTH OTBETHI CIETYET
oopmuts ctunem "Llesib", KOTOPBIA COAEPKUTCS B CIIUCKE AOCTYIHBIX CTHIIEH m1ab-
JIOHA pPE3IOME.

12.B paznene "Xo00u" u "YBiaedenus" yacto mumyt "My3bika". DTO HE MOIHBIHI
otBeT. IIpaBunbHee ObuTO OBI HamMCaTh KOHKPETHO, Hampumep, "KomneKmuoHupyro
My3bIKaJIbHBIC ITpou3BeneHus B ctuie Electronoca'tmu "Urpato Ha goprenuano mpo-
W3BE/ICHUS JIIOOUMBIX aBTOPOB: ...(yKa3aTb aBTOPOB MY3BIKAJIBHBIX IPOU3BEICHUN)".
To >xe kacaeTcsi HEMOJIHOrO OTBeTa ' laHubl . Jlydille yka3aTh, 4TO B TaHIIAX WHTEpe-
cyet, Hanpumep, "[locemaro crynuto coBpemennoro tana MUPAX", wiu "JlroOmro
CMOTPETh BBICTYIJICHHSI TAHIICBAJbHBIX KOJUICKTHUBOB....(yKa3aTh Ha3BaHUS TaHIIC-
BaJIbHBIX KOJUIEKTHBOB)". Bmecto orBera: "JIroOmio uutate” wim "Urtenue", ciemyer
yKa3aTh JIIOOMMBIN JKaHp JMTEpaTyphbl WIH JIIOOMMBIX aBTOPOB, HallpUMeEp, ' YBIEKa-
I0Ch YTEHHEM JIIOOOBHBIX JKEHCKMX POMAaHOB U J1€TeKTUBOB" wiH "JIro0mo kHuru Jla-
pbu oH110BOI".

13.He cnenyet nucath B pe3toMe JLKUBBIX CBEICHUN UM yMaT4UBaTh, HAIIPUMED, O
nepuojax, korga He pabortanu. [IpoBepka JaHHBIX MOXET BCKPBITH OOMaH M MOCTa-
BUTH KPECT Ha BO3MOKHOCTH MOJTYYUTh JKETaeMYyI0 paldoTy.

14.He cnenyeT nucath: OBICTPO yCBauBalo HOBbIE 3HAHUS. CieayeT mucaTh. yCBOUI
HOBBIE MTPOLIEYPHI, KaCAIOUINXCS CIY>KEOHOM e TeNbHOCTH B 2-HEIeIbHBINA CPOK.

15.1ToquépkuBaiiTe JOCTUTHYTHIE PE3yJIbTaThl, UCIOJIB3Ys TJaroisl aerctBus. He
cleayeT MucaTh. ' OTBeuas 3a BhIMOIHEHUE..." . ClielyeT mucaTh: "BBITIOTHUI..." .

16.Tlepen Tem, Kak OTHPABUTH PabOOTOAATENIO PE3IOME, PEKOMEHAYETCS BHHUMAa-
TEJIBHO €r0 MPOYUTATh U MPOBEPUTH, HET JIU B HEM opdorpaduueckux omudok. OHu,

KakK, BIIPOYCM, U HAPYHICHUC CTHUJIEH TEKCTa, Cpa3y MOI'yT BbI3BAaTh HCIaTHBHYIO PCaK-
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o y pabotonarens. Korma pestoMe yxe HamMcaHo, MOMPOCUTE KOTO-HUOY b, XOPO-
110 BJIAJICIOIIETO S3BIKOM, Ha KOTOPOM HAIMCaHO PE3IOME, IIPOBEPUTH €TO0.

17.He Bxirouaiite B pe3tome 3aroioBok: "Pesrome” win "CV" (U3 Buaa JOKyMEHTa
BUHO O Y€M peub).

18. Crapaiitech He UCTIOJIB30BATh B PE3IOME MECTOUMEHHE "SI

19.11pu coxpanenuu (aitna pesrome Ha (renipb-Hakonurene, Gainy cieayeT npu-
CBOWTH MOPOOHOE HA3BaHKE, a HE CIydyaifHOe MM KpaTKoe Kak, Hampumep, "Mactep
pestome”. Jlyume w©Ha3Bath (aiinm, kak Obuto TOKazano Beime — 'HBa-
HOB_Aunekcanap_MBanoBuu_(Pe3ome)" wim ecnu aBTop pe3roMe NpEAIoiaracT B
OyaylieM MMETh HECKOJBKO PE3IOME I OTIPABKH B Pa3HbIC MPEINPUSTHS TO UMS
¢aiina moxet ObITh, Hanpumep, "2011.01.30Pe3rome B OO0 PaccBer”. Uto 03Haua-
eT — pestome, orocnanHoe B OO0 "Pacceer” 30 staBaps 201Tr. Takoe HazBaHue mo-
MOYKET aBTOMATHYECKH CTPYKTYPHUPOBAThH BallM Pa3IUYHbIE pe3loMe sl HailiMa Ha pa-

60Ty Mo JaTtaM UX OTIIPABKH W I1O HA3BAHUAM Hpe,[[HpI/IHTHﬁ, IIPpHU HAKOIUICHUU UX B

nanke "Pe3rome". [1o3xe u3 110060T0 TaKOTO pe3tomMe OyIeT JIETKO CAeNaTh HyKHOE.

MNepeyeHb KOHTPONbHbLIX BONPOCOB

1. Yro Takoe ayTCOPCUHT U YeM OTIUYAETCSI OT HHCOPCHHIa?

2. Kakwue 1ienu y kpayJacopcunra?

3. Uewm orinuaercs mada10H oGopMiIeHHs OT IIA0JI0HA COIePKAHUSA?

4. ]Jlns gyero TpeOyrorcs madaoHbl 1 Mactepa mada0HOB B IPOrpaMMe TEKCTO-
BOT'O Tporeccopa?

5. Kak nonb3oBatbcs MacTepom madJI0HOB?
I'ne naxoxstcs Macrepa mao/10HOB?
J1J1s 4ero UCHoJb3YIOTCS CTUIIM TEKCTA MPU CO3JaHUM LIU(PPOBBIX TOKYMEHTOB?

Kakue Buabl cTUIIEH TEKCTa MPUMEHSIOTCSA B IU(PPOBBIX JOKYMEHTAX ?

© ® N

Kakue rpynisl cTuiieit Tekcta MpUMEHSIOTCS B IU(PPOBBIX JOKYMEHTaX ?

10.T e HaxoauTCs MA0JIOH pe3loMe B TIPOrpaMMe TEKCTOBOTO TpoIeccopa?

11.T'ne B3aTh mabiaoH nudpoBOro JOKYMEHTa, €CIH €ro HeT B CHHUCKE MIa0JIOHOB
IpOTpamMMBbl TEKCTOBOTO Tpoieccopa?

12.Kakue cnienuaan3upoBaHHBIC MTPOrpaMMBbl MOXKHO HCIIONB30BATh JUIS CO3JaHHS
pe3tome 6e3 nmudposoro mabdaona?

13.B kakoM XpOHOJOTHYECKOM TOPSAKE Pa3MENIatoTCs JaHHbIC B pe3rome 00 oOpa-
30BaHUU MPETCHICHTA?

14.B kakoM XpOHOJOTHYECKOM MOPSAIKE Pa3MEIaloTcs JaHHBIE B pe3loMe 00 OIbl-

Te pabOTHI IPETEHICHTA?
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15.Kak u3MeHuTh TeMy OQOpMIICHHS pe3l0Me, COCTABIIEHHOTO B MPOrpaMMe TeK-

CTOBOTO Ipolieccopa’?

3apaHue 2. PaboTta ¢ wabnoHom "ConpoBoautesnibHOe NUCbLMO"

B pestomMe HEBO3MOXHO HamucaTh BCE, YTO IOJOKUTEIBHO XapaKTepU3yeT KOH-
KPETHOTO MPETeH/IeHTa Ha JOJDKHOCTh. YacTo ObIBaeT, UTO Ha )KM3HEHHOM ITYTH Ipe-
TEHJICHTA €CTh HEYTO OCOOEHHOE, YTO HE BXOAUT B JJAKOHUYHbIE MMYHKTHI TAOIUIIBI pe-
3I0M€, HO MOKET OBbITh BaXKHBIM JUISl IPEINPUATHS U MOXKET ObITh BOCIIPUHATO KaJIpo-
BOM KOMHCCHEHN C ONpENeNEHHbIM BHUMaHMEM M uHTepecoM. [loatomy compoBoam-
TeJIbHOE MHCHbMO, HAMMCAaHHOE K PE3IOME, BBIMOJIHSIET BAXKHYIO (DYHKLIHIO: OHO JI0-
NOJTHSET PE3IOME PACIIMPEHHBIMH CBEACHHUSAMH, OJAroMpHUSATHO XapaKTePU3YIOIIHE
IIPETEHACHTA Ha JOJKHOCTD.

K pes3tome 00s13aTeIbHO PEKOMEHAYIOT IIPUJIAraTh CONPOBOAUTEIbLHOE MUCHbMO. B
HEM COMCKATEJIb YKa3bIBACT JKEJIAEMYIO JOJDKHOCTh M M3J1araeT IPEUMYIIECTBA CBOEH
KaHIUAaTypBhl.

ConpoBoagutenbHOe NHCBMO K  pE3IOME  MO3BOJIMT  BBIPA3UTh  CBOIKO
3aMHTEPECOBAHHOCTh B BAKAHTHOW JOJDKHOCTH M IIMPOKO OCBETUTH CaMbIE Ba)KHBIE
ACTIEKTHI MPEABITYIIEH TPYAOBON AEATEIBHOCTH U MPOGECCUOHATILHOM MOTOTOBKH.

ComnpoBouTENFHOE MUCHMO JIOJDKHO OBITh HAIMCAHO B JIEJIOBOM CTHIE M (Kela-
TENIFHO) a/IPECOBAHO KOHKPETHOMY uelioBeKy. O0beM COMPOBOAUTEIHLHOI0 MUCHMA
HE JIOJDKEH IIPEBBIIATh OJHON CTPaHULIBI.

ConpoBoaurtenbHOe NMCHMO JIETYE NTUCATH 110 LAOJIOHY.

Hudposoii mabdiaoH COMPOBOAUTENHHOTO MUCHMA K PE3IOME CHIETaH C YIETOM Tpe-
OOBaHUM, MPEABABIAEMbIX K J1€710BOM nepenucke. OH COAEPKUT HE TOJIBKO MHUHH-
MaJIbHO HEOOXOAMMBIE AJIEMEHTHI (pOpMaTHPOBAHUS, HO M TIPUOIU3UTEIBHBINA TEKCT, B
KOTOPOM HAIMKCaHO oOpanieHne K paboToaaTeto.

ConpoBoauTte/ibHOE MUCBMO NPUHECET MPETEHACHTY OLIYTUMYIO MOJIb3Y, €CIH
€ro TIIATEJBHO COCTAaBUTh, COOOIIMB B HEM pPAOOTOATENIO YTO-TO ACHCTBUTEIIBHO
JIOCTOMHOE BHUMAHUS.

[Ipu sTOM creayer 3HaTh, YTO CONMPOBOAUTEIbHOE NMHUCbMO, SBISACH JOIOIHU-
TEJIbHBIM AJIEMEHTOM K pe3loMe, 00s13aTelNbHO MPOYTYT U MPUMYT K CBEIEHUIO MPHU
(dbopMUpOBaHMHM OKOHYATEJILHOTO PEILIeHUs O MPETEHICHTE Ha BAKAHTHYIO JIOJKHOCTD.

Uro e Ha/Jl0 HANUCaTh B CONPOBOAMTEIbHOM MUCbMe, YTOObI OHO MPHUBJIEKIIO pa-
0oTonaTessl HACTOJNIBKO, YTOOBI €My 3aXO0TeJI0Ch, KaK MUHHUMYM BCTPETHTBCS C Ipe-

TCHACHTOM JINYHO?
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HeoOxonumo npennarath ce0si Ha KOHKPETHYIO JOKHOCTh. PabGoronarens, uHTe-
pecyeT TOT IPETEHAECHT, KOTOPBIN MOJTHOCTHIO TOTOB K MPEIaraéMoil KOHKpETHOW pa-
00Te 1 IOOUT UMEHHO 3Ty JIeATEIbHOCTD.

B mnepByro ouepenp ero OydeT MHTEpPECOBATh CTENEHb TOTOBHOCTU COMCKATeNs K
pabore, ero JOCTHKEHUSMU Ha MPEeAbIAYIIEH TOJDKHOCTH, a TaKKe TeM, KaKylo JIENTy
COMCKATeJIb TOTOB BHECTHU B YCIIEIIHOE Pa3BUTHE KOMIIAHUU.

B nro0oif komMmaHuM Bcerjga HaWJeTcsi MECTO YEelIOBEKY, KOTOPBIH JOKaXeT, YTo
CIOCOOEH /1aBaTh 3TOT pe3yibTar.

Jlyist Toro 4TOOBI HANTH MYTh K pemeHuto Bonpoca: "Kak TpynoycTpouTbes B KOM-
MAHUIO CBOSH MEUThI?" HAJl0 OTBETUTH Ha Bompoc: "Kak mokaszark, 4To cCMOTy MpUHEC-
TH TOJB3y KommaHuu?". Coenats 3TO 04eHb TPYAHO. lIpuaercs MpuIoKUTh yCUIHS,
HY>XHBIM 00pa30M COCTaBUB COMPOBOAUTEIHHOE MTHCHMO.

BaxxHo 3apaHee TIIATENBHO M3YYUTh KOMIIAHHMIO HA IIPEAMET MOMCKA Yy HHUX MPO-
0seM WM HEOOXOJIMMBIX YJIy4YIIEHHH, KOTOPblE MOYXHO BHEIPUTH, [0 BaILIEMYy Ha-
NPaBICHUIO AesITeabHOCTH. McTOuHMKamMu Takoi MH()OPMALMU MOTYT CIIY)KHTb CalT
KoMnaHuu u nyonukauuu B ['y1o0anbHol MHGOPMALIMOHHOM CeTH, KIIMEHTHl KOMIIa-
HHH, Ta3eThl, 0pHUC KOMIIAaHUU, CAMH COTPYAHUKHU (B TOM YHCJIE — OXPAaHHHUKH M JaXKe
JBOPHUKH), KOHKYPEHTHI, BAIllM 3HAKOMBIE M PeKJIaMa caMOi KOMITAaHHH.

[IpoGnemsl ecTh y BceX KOMITAHUM, TeM Oolsiee B epuoJl Kpusuca. Tak 4To BbI Jier-
KO uXx Haiinere. Murte uMeHHO Ty npoOsemMy, yCTpaHEHHE KOTOPOW NPUHECET KoMIa-
HUU JIONOJIHUTEIBHYIO IPUOBLIb.

B nucemeHHOM BuJie pa3paloTaiiTe perieHne HalJeHHOUM mpoOiaemMbl. DTO, cambli
CJIOKHBIN 3Tan. UMEHHO OT HEro 3aBUCUT BECHh YCIIEX OIEpallU TPYAOYCTPOMCTBA.
[TockosibKy OOJBIIMHCTBO NPOOJIEM BCEr/la HAXOAUTCS Ha MOBEPXHOCTH, HO, KaK HMX
pELINTh, HE 3HAIOT 3a4aCTyl0 U B CaMOW KOMIIaHUMU.

Jlyuynie moTpaTUTh HEKOTOPOE KOJIMYECTBO BPEMEHH, YTOObI MOATOTOBUTH IEHCT-
BUTEJIBHO HACTOAIIMHN TUIaH, KOTOPBIA MPOOBET JOPOTY B KOMIIAHUIO Ballleid MEYThI.
CremuTh HE CTOUT, MOTOMY YTO MPOOJIeMa XOPOIIUX KaJIpOB BCEria CTOUT Mepe/ Jro-
00, JaXke TUIOTHO YKOMIIJIEKTOBAHHOM KOMITAHUECH.

BrisiBUB mpoOiemMy, Haao MOTPATUTh JOCTATOYHOE KOJIMYECTBO BpPEMEHM Ha €€
aHaJIM3 U HAa OCHOBE CBOETO OIBITA, a TAKXKE JTIOOBIX HCTOUHUKOB pa3paboTath IjaH eé
HEUTpaIn3aluu.

[Tocne TOro Kak 3aKOHYEHO MUCHMO U pe3loMe, HaJl0 OCOOEHHO TIIATENBLHO MPOBe-
pUTh, HET U TaM Kakux-1ubo omubok. Ocoboe BHUMaHUE HAJO0 yAETUTH opdorpa-
¢bun. 310 BaXKHBIN NOKa3zaTenb 00pa30BaHHOCTH, M €CJIM padOTOAATENb YBUIUT OIINO-

KH, TO 1o COMHCHUC MOXKCT OBITH MIOCTABJICHO BCE HAITMCAHHOE.
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BeposiTHOCTh BbI30Ba Ha cobeceloBaHUE 3aBUCUT OT TOrO, HACKOJIBKO HAaBBIKH,
yKa3aHHbIE B MMMCbME U B PE3IOME COOTBETCTBYIOT IpejjaraeMoi Bakancuu. M rias-
HOE — XOpOUIEEe MUCbMO B COBOKYIHOCTH C PE3IOME — JIMIIb MOJOBUHA Jena. YCHex
JET TOJIBKO IMOCJIE MPEOJI0JICHUS CIAEAYIOIIEro 3Tana —codece10BaHusl.

B nucbme BaXkKHO OTHO3HAYHO COOOIIUTE, TOUYEMY XOTUTE paboTaTh UMEHHO B 3TOU
koMnaHuu. OTKPOBEHHO COOOIIUTE, CKOJBKO MOTPATHJIM BPEMEHM Ha aHAIMU3 Jiesi-
TEIHHOCTH KOMIIAHUH, KaKylo MpoOJeMy HAILIU M K KaKMM BBIBOJIaM MPHUILIU. Tam ke
ClIelyeT CIpPOCHUTH, KOT/Ia MOKHO BCTPETUTHCS ¢ paboTomareneM, 4yToObl OOCYAHTH
BAIlIN MIPEIOKEHUS TT0 €€ PELICHUIO?

Ha cobecenoBannuu He peKOMEHIyeTCs pacKpbIBaTh Bce Aetanu. [Ipubeperure ka-
Kylo-HHOyb netans Ha Oynymiee. [Ipsamo Tak m ckakure B KoHIE Oecempl: "ITO HE
Bech TuaH. Ecniu Bel TOTOBBI B34Th MeHS Ha padoTy, Y MEHS HaiiIeTCsl eI1e HeCKOJIBKO
JEAbHBIX MPEIOKEHUN .

Ecnu naiinennast Bamu mnpobiema OyJIeT HOCTATOYHO Cephe3Ha, W MPEIOKCHHBIN
BaMU TUJIaH OyeT cofepKaTh IEHHYI0 NHPOPMAIIHIO TI0 €€ PelIeHnu0 — pabodyee MecTo

BaM OyzieT o0ecreueHo.

Uenb

HayuuTbcs co3aBaTh CONMPOBOAUTEIBLHOE MUCHMO MO HU(POBOMY HIAOIOHY.

3apgaHue

B nmporpamMme TeKCTOBOTO TIpolieccopa MOATOTOBUTE IO MAOIIOHY COMPOBOIUTETh-

HOE IHCHhMO K PE3IOME.

TexHonorma paboTbl C NPOrpaMMHbIM NPOAYKTOM
1.

Xopa BbINONMHEHUA 3aaaHus

1. Haiitu B I'moGanpHON HMH(OPMAIMOHHON ceTH MAabJOH COMPOBOIUTEIHLHOTO
nucbMa. MOXXHO BOCIIOJIb30BaThCS LU(POBHIM 1IAa0JIOHOM, ONYOJMKOBAaHHBIM Ha caii-
TE MOAAEPKKH 3TOr0 mocodus [3].

2. OTKpbITH B IIpOrpaMMe TEKCTOBOI'O Ipoleccopa HU(POBOH 11a0JII0OH CONPOBO-

JMTEJILHOTO MUChMa, HallpuMep, MoKa3aHHbI Ha wuttoctpaiuu (PrucyHok 7.6).
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02 aueapa 2012 .
Ipaxasyeliifan [umA 0 oTIECTEO]

A xoten b npepnoXUTE BalleMy IpelNpHATHIY CECH YOIYTH B Ka4ecTBe BELYIIErs
OporpaMMucTa CTax MoeH paboTH OporpaMMECTeM OpeBrmasT 10 neT. 2 nocleQHEY roga A
paboTal EEOYVINHM OpoTPaMMHCTOM B H3BecTHOR dupue OO0 "CodFlolL".

Moeit nocneguedi paspaboTioli BHNa cHoTEMA ABTOMATHYECKOT HHEEHTAPHSAHH T4
HEOaTeAECTE. A ORI OTECTCTECHHEIM 32 obIHA fuzafiH CHCTEMEl, BITIOYAA TONESOEATENE CKRE
naTepthefic. Kpoue Toro, MERK BRI COCTABNEE NEpEEE YepHOEOHR BapHalT PYKOEONCTEA ANA
OTEPATOROE STOH CHCTEMH.

E padecTEe Begyero Oporp aMMHCTa Bamed dHpMEl A Mor G 3aHATECA BEONPOCAME KaYeCTEA
EAIIHE TpoTpaMMERE pazpaboTok Hody TaCKe $aMETHTE, 4TO A NPEEPACHO cpabaTEEAROCE ©
OPYTHME NIOOEME H HMER GoNbUIold oNEHT E YIPpaEIeHEH OPpOEKTAME 10 paspaboTwe
OpOrpaMMEero obeCIedeHEA

A byny odeHE npHsHaTeNeH Bam, ECIH Moe IpefIoXeHHe OCTaHeTCA Mexny Haumu. Hanemocs Ha
BCTpedy ¢ Bamu B moboe yaobHoe gina Bac epema Bnarogapic sa BHEMaHHE.

C yEaXEHHEM,
Damunua Hua Otaecteo

Pucynok 7.6 —111a6/10H conpoBOAMTEIbLHOI0 MMCHMA

3. 3amava cOmpOBOIUTENHHOTO MHUCHhMa yOeauTh Oyaymiero padoromarenst B TO-
JIE3HOCTH MPETeHICHTa. BHUMATETbHO MPOUYTUTE M BOIJIOTUTE CIIEAYIONIUE PEKOMEH-
JIALHAH.

* MIPEXJIe BCEro 3aJyMalTech O TOM, YTO UMEHHO KOMITAaHUSI MPUOOPETET, HAHSB
Bac Ha paboTy U MOCTapaTeCh IOKA3aTh B MUChME CBOIO MOJIE3HOCTD;

* €CIIM BbI 3aPaHEE MHTEPECOBAIINCH JESATEIHHOCTHIO TOW KOMITAHUH H, CMOXKETE
B MUChbME YyKa3aTh 'HA4YaJIbCTBY Ha HEJOCTATKU U MPOOJIEMbl, a TaKXKe MPEIIIOKUTE
yTH WX UCTIPABIICHUS, TO BAIIM MIAHCHI CTATh COTPYAHUKOM ATOW KOMIAHUU CYIIECT-
BEHHO YBEIIUYATCS;

0001 paboTomaTeNb MOCTOSHHO TyMAaeT O TOM, YTOOBI HE IOTPATUTH JIMIITHUX
nener. [ToaTomy Ha 3apaHee mpe/noiaraeMplii BOIpoc: A 4To Hallla KOMIaHUs C 3TO-
ro MoJy4yuT?" — UMEHHO B MUChME JOJDKEH OBITh JaH KPaTKUM M KOHKPETHBIN OTBET.
YMeCcTHO B MUCHhME 3apaHee JaTh OTBET U Ha BTOPOM OYEBHMJIHBINA BOIPOC: "A KakK BbI
ATOro pesynbTaTa JocTUrHeTe?'. OTBET TOXKE HAJ0 HAMUCaTh KPaTKO W MPEeaeiabHO
ITOHSTHO.

4. Heo0xoauMO BHMMATEIHLHO O3HAKOMMTBHCS C TEKCTOM ITMChbMa, JAHHOTO B I1a0-
JI0OHE. 3aMEHUTh TEKCT Ma0JIOHa MHCbMa CBOMM TeKCTOM. CBOM TEKCT JOJIKEH COJIep-
JKaTh MPaBIUBBIC M Ba)KHbBIE CBEJICHMSI, KOTOPHIE HE BOIILJIM B PE3IOME HJIM MOJHEEe pac-

KPBIBAJIKM BOLICAIINEC B HCI'O CBCACHUA, U XapPAKTCPU30BAJIU OBl Bac Kak xXopomero pa-
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0oTHMKa, 00afarouIero OOJIbIIMM NOTEHIMAIOM U 3aUHTEPECOBAHHBIM B JESTEIbHO-
CTH KOMITaHWH.

5. B nuceme Hajno Hamucath O TeX NPO(ECCHOHANbHBIX 00JacTAX, O KOTOPBIX
uMeeTe mpezacraBieHue (pabotanu B 3Toi cdepe, UNTAIM KHUTH, 3HAETE KOTO-TO W3
3TOl po¢o0racTu, NI MPOCTO HPABUTCS 3Ta cepa AesITeNbHOCTH, XOTEeJIOCh ObI pa-
00TaTh B KOJUICKTHBE MPOPECCUOHATIOB M €ANHOMBIIIJICHHUKOB H T.11.).

6. Yka3aTh CChUIKY Ha CBOW BeO-mopTdonuo (BeO-caiiT, eciiu OH CYIIECTBYET, HITH
pe3yNbTaT ACATENbHOCTH, 3a()UKCUPOBAHHBIA B KAKOM-THOO MHTEPHET-pecypce), UTo-
Obl 3aMHTEPECOBAHHBIM JUIIAM MOXXKHO OBUIO 3apaHee OICHWTh Bally AESTEIbHOCTH
WM BaC, KAK HHTEPECHYIO0 U MHOI'OTPAaHHYIO JIUYHOCTb.

7. Ilpu cocrtaBneHNH MHCHbMa MOJE3HO 3HATh OCOOEHHOCTH YEJIOBEKa, KOTOPOMY
OHO aApecoBaHoO. JleI0BOE MUCbMO BOCIIPUHHUMAETCA Jy4lIE, €CIHU IIOCTPOEHO CyX0 U
¢dopmanbho. [Im0X0 BOCIpHHMMAETCS] TUCHMO, €CJIM OHO HAIMCAaHO CBOOOJHBIM CTH-
JeM, Hanogo0ue IpyKEeCKOro Nuchbma.

8. He cienyer M3MeHATH B IIa0JIOHE TOTOBBIE CTHIIN TeKcTa (CTHIIN ab3aleB U CTu-
nu 3HaKoB). OJIHAKO €CITU W3BECTHBI TPEOOBAHUS NPEANPHUITHS K 0)OPMIICHUIO BHYT-
PEHHHUX THCEM IIENIEBOTO MPEANPHUITHSA, TO OyAET XOPOIIO MOKa3aTh, YTO COMCKATENb
ocBeoMI€H 00 3ToMm. [l sTOro morpedyeTcss TONBKO W3MEHUTh TOTOBBIE CTHIIH
IIMCHbMA, a TaK)K€ BBECTH JIOIIOJIHUTEIIbHBIE CTHIIN 4YE€pe3 NaHEeIb CTUJIEH, HO HE HCKa-
XKaTh HMMEIOIIMEecs MyTEM NPUMEHEHHs WHCTPYMEHTOB MaHeNu (OpMaTHPOBAHUS
(pudrt, pazmep, MOITYKUPHOCTH U IP.).

9. T'oTOBBIIl TOKYMEHT COXPAaHUTH B JINYHOW MamKe Ha CBOEM (IIelIb-HAKOMUTEINE
(B manpHeHIIIEM ero OYET JIETKO peAaKTUPOBATh IIPH PeaTbHOM HaiiMe Ha pabory).

10.Hameyarath cOmpoBOANUTENBHOE MUCHMO Ha MPUHTEPE ISl CAAYM TPEroiaBaTe-
nro (ecam oH dToro Tpedyet). Eciu npernonaBatens He TpeOyeT pacnedaThiBaTh HCh-

MO Ha MPUHTEPE, —MPEAbIBUTH €My HU(PPOBON JOKYMEHT MUCHMA.

TuUnu4yHble OWNOKHK

1. Vaansior TeKCT B mabioHe, a MOTOM MUIIYT CBOM TEKCT. ITO MPUBOJIUT K yja-
neHuto u3 (aiina cruield ab3aleB W CTHICH 3HAKOB, PACIOJIOKEHHBIX B COOTBETCT-
BYIOIIUX MecTax mabimoHa. OTCYTCTBUE CTUIICH MIPUBOIUT K HAPYIICHUIO AW3aiiHA J0-
KYMEHTAa U HENpaBUJIBbHOMY BOCHPUSITHIO TeKcTa. HeoOXOauMO BBIAENATH HYKHBIM
TEKCT B 11a0JIOHE, a 3aT€M BIIMCHIBATH BMECTO HETO CBOM TEKCT.

2. CKpOMHHYAIOT WIW CTECHSIOTCS, HE YIIOMUHAsl BaXKHBIE JOIMOJHUTEIHHBIC CBE-

JACHUA O ce6e, HC yKa3bIBasi CBON JOCTHIKCHHSA U YCIICIIHO OCYHICCTBJICHHBIC ITPOCKTHI,
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a TaKk)Ke HaBbIKU, KOTOpbIE MOIIM Obl MPUTOJUTHCS BO BpeMsi pabOThl Ha IMpearpu-
ATUU.

3. He yxa3bIBaroT cChUIKM Ha LU(POBbIE CepTUPHUKATHI, pa3MeIlEHHbIE B [ 100ab-
HOW MH(pOPMAILMOHHON CETH, a TaKK€ — Ha MHTEPHET-CalThl, OTPAXKAIOLIUE EATENb-
HOCTb COMCKATEJsl, B TOM YHUCJI€ — JINYHO BBIIOJHEHHbIE MHTEPHET-IIPOEKThI: CANUTHI,
ctathH, hoTorpaduu, 6JI0TH, TBUTTEPHI.

4. TlnmyT JKUBBIE CBEACHHUS O ce0e U IPeyBEeINYMBAIOT CBOU JTOCTHKEHUS.

5. VYBuekaroTcst upe3MepHbIM (opMaTHpPOBaHUEM TeKcTa. [IpumeHenne 0oIbIIOro
KOJIMYECTBA PA3HBIX MIPUPTOB MOKET MPEBPATUTH CTPOTUH MPOo(ecCHOHATBHBINA N10-
KYMEHT, B IOKYMEHT, 0(pOPMIICHHBIH JIFOOUTEIECKUM CIIOCOOOM.

6. Ilpu coxpanenun muceMma, (ailry ciemyeT mpHCBaWBaTh MOAPOOHOE HA3BAHUE
(4T0OBI KaIPOBOIA cIyx)0e OBLIO JIETKO MX COXPAHsTh), TAe ecTh Bama gpamums u te-
Ma (aiina, Hapumep, "UBanoB U.U. (conpoBoa. mucbMo K pe3ome)”. Uto o3HavaeT

— COIPOBOAUTEINIBHOE MUCHMO K pe3tome ot MBanosa U.1.

MNepeyeHb KOHTPONbHbLIX BONPOCOB

1. Tne MOxHO B3Th IHM(POBOM IIA0JIOH CONPOBOAUTEIBHOI0 MNHCHBMA K
pe3tome?

2. Jlns gero TpeOyeTcsi CONPOBOAUTEILHOE MUCHMO K pe3ioMe?

3. Kakme mpeumyIiecTBa MOXET IMOJYYUTh MPETEHICHT TPHU OTIPABKE BMECTE C
pe3toMe COMPOBOAUTEIBLHOT0 MUCHhMA U 33 CUET Yero?

4. Yro Haao nrucaTtb B COMPOBOAUTEIBHOM ITUCBbME K pGSIOMe?

3apaHue 3. PaboTta ¢ wwabnoHom "®dakcumunbHoe coobLieHue"

dakcUMHIIBHBIE COOOIICHHUS MEPEeNaloTCsl CIISUAIBHBIM PUOOPOM, KOTOPBIA Ha-
3bIBacTCs (PAKCHMMJIBLHBIN anmapaT win cokpaiiénto — ¢ake (nat. fac simile —cae-
nai momoOHoe). TakuM ke COKpamEHHBIM TEPMHHOM Ha3bIBAIOT COOOIIEHHE, OTO-
CJIAaHHOE WJIH TTOJTYYE€HHOE C TIOMOIIBIO ATOTO ammapara.

CuutarT, yTo (PaKCUMIIIBHBIN ammapaT OTCYUTHIBAET CBOIO McTopuio ¢ 1843. xo-

v 1
raa I/1306peTaTeJ'H> nu3 llotnangun AneKcaHz[p boiin™ 3anmaTeHTOBaN IMPOTOTHUITI COBPC-

! Usobperenne ¢axcumunproro ammapata. AHO "PamouactotHeii mentp MO
Ucrounnk — ITUNEWS.TlepeBon Ha pycckuii s3bIK: L[eHTp TEXHHUECKOTO TIEpeBOaa
AHO "PUIl MO". — URL : http://www.rfcmd.ru/page/2069nara oOpamienus Ha
04.09.2012).

62



MEHHOTO CKaHHepa. A (pakCUMUIIBHBIN ammapaT —3TO COYeTaHUE CKaHHEpPa, MOoJeMa U
npUHTEpA.

[TepBoii ¢akc-mammuoii "IlanTteserpagom”, n300peTEHHON HTAIBIHCKUM CBS-
mieHHukoM J[xoBannu Kacemnu, monb3oBaics Hamoneon I, u B8 187@. on pa3zocnan
ooisiee 5000co0001IeHNT.

B 1924., xorna Puuapa Paumkep OTKpBIT OECIPOBOHON CIIOCOO TMepeaavn M30-
OpaxeHui, nmosiBuics paauodakc win tenedororpaduueckas mammna. C e€ momo-
IIbI0 MOXKHO OBLITO MOCHIIATh (hoTOrpaduu.

CoBpemMeHHasi TEXHOJIOTUS TEPEChUIKH (DaKCOB CyiiecTByeT ¢ cepeaunnl 70X ro-
noB. Dakchl cHavana BRITECHWIM B SIMOHMU TenenpuHTephl (B Poccuu mx HasbIBaIH
TeseTaiinsl), a k cepeaure 80X pacnpoCcTpaHUINCh TOBCEMECTHO.

Ceiiyac (akchl MPOU3BOIAT B COUCTAHUU C TeeOHHBIM anmnapaTtoM (Tenedakc) u
Jake C JIa3epHbIM mpuHTEpOoM. [locienHne Ha3bBAIOTCS MHOTO()YHKIHOHAJIbHBIMH
ycTpoiicTBamu, cofepxkamumu (akc, TenedoH, KOMUPOBAIBHBIN armapar, CKaHep U
Ja3epHBIA MPUHTEP C ABYXCTOPOHHEH MevyaTbio Ha OyMakHbIX tucTax popmara A4.

Hcrnonb3yroTcst Takke W IJIEeKTPOHHBbIE (PAKCHI — CIICIUATbHBIC MPOTPAMMHbBIC
MPOYKTBI, KOTOPBIE MOTYT OBITh 3arPY>KEHBI B TIEPCOHATBHBI KOMITHIOTED, UTO JIeJia-
€T BO3MOXHBIM MPHUEM U TIEPECHUIKY IU(GPOBBIX TOKYMEHTOB 0€3 MpeaBapUTeIIbHON
NeYaTH UX Ha PUHTEPE.

[Ipumenenune (axc-anmapaToB UMEET CBOKO CIeNU(HKY, CBI3AHHYIO C OTCHUIKON U
npruéMOM KOIUK JOKYMEHTOB. JTa crenuduKka HOCUT Ha3BaHHE ITHKeTa (hakcH-
MHWJIBHOM CBSA3H. DTHKET 3aKIFOYAETCS B TEXHOJIOTUHU pabOTHI C amnmapaTtoM, a TAKKe —
B IIpaBMIIaX O(POPMIICHHSI IEPECHIIAEMBIX C €T0 TOMOIIBIO KON JOKYMEHTOB.

[Tpu nmepechiIKe KOMUil JOKYMEHTOB 10 (haKCUMUJIBHOM CBS3H 0053aTENBHO CO3/a-
HUE THUTYJIBHBIX JTUCTOB. TUTYJBHBIN JUCT HYXKEH MOIy4daTelro (paxcoB, 4TOOBI Mpu
OO0JIBIIOM KOJMYECTBE MPHUHATHIX COOOLICHUM, HE BHHUKAs B COJAEpPXKAHUE KaxKIOTo,
ceKkpeTapb MOr ObICTpO MX 00paboTaTh M HANPAaBUTh HCIIOJHUTENSIM, HE MepernyTaB
CTpPaHHULIBI.

[MudpoBbie maGIOHBI I TUTYIBHBIX JUCTOB (PaKCUMHJIBHBIX COOOIIEHUN CKOM-
MOHOBAHBI TaK, YTO MX MOXHO HCIIOJIb30BaTh HE TOJBKO AJISi CO3JaHUS TUTYJIbHBIX
JUCTOB K COOOILEHUSAM, HO M Ui KOPOTKHX MHCbMEHHBIX COOOLICHH, pazMepoM,

OKOJIO ITOJIOBUHBI CTPAHUIIBI.
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Uenb
HayuuThcst co3naBath TUTYIBHBIA JTUCT K (PAKCUMIIIBHOMY COOOIICHUIO U TIepeaa-
BaTh COOOIIEHUS cpeacrBamMu (1)8.KCI/IMI/IJ'IBHOI71 CBsI3H, a TaK)KE — C IIPUMEHEHUEM KOM-

IBIOTEPA.

3agaHue

COSIIaTI) THTy.]'IBHBIfI JUCT K (baKCI/IMI/IJ'IBHOMy COO6H_ICHI/II-O JJIA OTCBUIKH PE3IOMC U

COIMPOBOAUTCIIBHOI'O ITMCbMa CPpCACTBAMU (baKCHMHHBHOfI CBs3H.

TexHonorma paboTbl C NPOrpaMMHbIM NPOAYKTOM
1.

Xopa BbINONTHEHUA 3a4aHuA

1. B texcroBoM mpoueccope MS Word, Ha ocHoBe "Macrtepa ¢akcoB”, co3narb
OJaHK TUTYABHOTO JHCTAa (PAKCUMIJIBHOTO COOOIIEHHS IS OTIPABKU JOKYMEHTOB
(compoOBOAUTETHLHOTO TUChMA U PE3IOME).

2. PexomeHmanuu K CO3/IaHUIO TUTYJIBHOTO JICTA (pakca:

* B "Macrepe ¢axcoB" BoiOpars "Co31aHHe TUTYJBHOIO JIMCTA € 3aMeTKa-
Mu". B yueOHBIX IesX MpeJroiaraeTcsi HaneyaTaTb JOKYMEHT Ha MPUHTEPE, YTOOBI
OTIIPABHUTH €ro HE ¢ KOMIBIOTEPA, a ¢ 00BIYHOTO (haKkc-anmapara.

* HamucaTp nMs BEIMBIIIZIEHHOTO a/ipecara u ero (akc.

e Ctuib TUTYNBHOTO JUcTa — CTAaHAAPTHBIIA.

» CseneHust 00 OTIpaBUTETIE!

O (aMuims, UMsI U OTYECTBO OTIIPABUTETIS;
O mose "Opranu3zanms’ OCTaBJISIETCS MyCThIM, TaK Kak (haKCUMUIIBHOE CO-
OOIIeHNE OTIPABIISIETCS OT CeOsT TUIHO;
O T1O0JIe MOYTOBOI0 ajpeca, 3aroIHIETCS CBOMMH CBEJICHUSIMH;
O mous TesgedoHa u pakca 3amoTHIIOTCS, eciin TelaedoH U (akc y Bac
€CTb.
3. TomyuuB roTOBBIA a0I0OH 0TOOpa3uTh cetky (“Tadauma/OTodpaxkats ceT-

Ky").
4. BrIouuTh TIOKa3 HemevaTaeMbIX CMMBOJIOB (kHomKa "HemeuaTaemble 3HaKH"

[T},

5. Uro6sr mons Gopm mpaBHWILHO OTOOpPAKAMCh CEPHIM 3aTEHEHHWEM, BKIIIOYUTH

HacTpoiiky uHTepdetica — "CepBuc/Ilapamerpnsl/Bun/ 3atenenue moJieit/Bceerma”.
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Ecnu BugHBl KOIBI MOJIEH, TO CHATH (uakok "Cepsuc/Ilapamerpnl/Bua/Koabl mo-
Jen".
6. B mabnoH BmMcaTh CHAEAYIOIIME CBEACHHS, IMOKAa3aHHbIE HAa WJLIIOCTPAIUU

(Pucynok 7.7):

* Temy (aKCUMUIIBLHOTO COOOIICHHUST,;

* KOJMYECTBO CTpaHull — 4, Tak Kak (pakCUMUIIBHOE COOOIIeHrne OyIeT cocTo-
STh U3 2 CTpaHuIl pe3tome, 1 cTp. muchbma u 1 cTp. TUTYIBHOTO JINCTA,;

* HOMep TejedoHa opraHU3aNNH, KyJa OTChUTAeTCs (akc;

* KOMY nepenath Konuiw (paxcumuiibHOro coodmenus. [lone Konus moxer He

COACPIKATh a/IpCCaTOB h1%(s0) COACPKATh OJJHOTO UJIN Oounee aJ[pcCaToB.

Ten. (4212)3335-5
e (4212) 313537

B-mail: iganmy @A

Homy:  |[EEequTe umA] o lMeanoe Mean MeaHoeuy
®axkc:  [eeelMTe HOMep dakcal Aara: 3 okrAfpa 2007 r

Ten.: [BEBOUTE HOMEp Tene dioHa] Cm.: [EEBOMTE YMCAO CTPAHML]

Hat [EEEnMTE TeMy coobLLeHKA] Honum:  [EEeauTe MMA)

O Cposio [0 CexperHo O Ha yreepuineHse [ Tpebyer oteera [ Pazocnath

«3aMeTKM: [EESOMTE NPUMEYAHHA]

Pucynok 7.7 —1l1ad;10H TUTYJIBHOTO JTUCTAa (AKCHMHIBHOIO COO0IICHUSA
7. B obOnacti BaXXHOCTHM YCTaHOBUTH (IaKKu (JBOMHBIM MIETYKOM MBIIIIN)

(Pucynok 7.8),Ha cBO€ yCMOTpEHHE, B 3aBUCMOCTH OT BKHOCTH COOOIIEHUS, OTChI-

JJacMOT0 I10 (baKCHMHHBHOﬁ CBsA3U.
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Eil':pﬂll-ln O Cexperro O Ha yreepmpeHse [ Tpebper oTeeta O Pazocnmats

Pucynok 7.8 —IIpumep yctaHOBKH (PJI1a’KKOB HA TUTYJILHOM JIUCTE

pakcMMUIBLHOTO COO0IIIEHUS

8. Hammcatbe conmpoBOAMTENBHYIO 3aMETKy, KOTOpas SIBISIETCS aHHOTAIMed Ha
dakcumubHOE cooOIIeHne. B Hell yka3aTth Kakue TOKYMEHTHI U JJI KaKuX Iee 1e-
pechlIaeTcsl, a TakkKe crmocod COOOIIEHHUS OTIPABUTENIO O pe3yibTaTax mpuema ¢ak-
CUMUJIBHOTO COOOIIIEHUS U O pe3yJIbTaTaX y4acTHsl B KOHKYpCe pe3loMe Ha 3aMeIleHHE
BAaKaHTHOM JOJKHOCTH crienuanucra. O6paszell 3armoJIHeHUsT 3aMETOK CM. Ha MJUTIOCT-

pauuu (Pucynok 7.9).
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KCMMWITIbHOEe

coobweHue

Komy:  [Oupstmopy OO0 «[0B BocToks Or: Mecouran Japes MBaHOEHA
dams:  (4242)74-27-01 Barta: 20 okmbpa 2007

Ten.: (4242)74-27402 Cp.: 4

Ha: Pesii e CONPOBOMMTENEHOE MMCEMD  Kemma:  HEdanbHWKY OTOENA FEOR0E

¥ Cpoune [ Cemperms O Ha yrecpwaoemse F TpeSyeromera [ Pazscrats

*3amerma: [1EDECHINAKTCA OORYMEHTH (PESHME M COMPOBOOQATENLHOE MWCEMO) ANA YYacTWA B
KOHEYPCEHA S8M ELEHNE BAKAHTHON QOMMHHOCTI MEHEIHED A N0 pafoTec KMeHTamu.
MHopMaLA 0 koHKYPCE Gbina pasMellsHa Denyen cTpOKDA Ha TenetaHans THT 280807 r. w e

(]

razere «M= pyk B pyrie oT 280807 1.

Mpowry nepegate AokyMeHTnl gupesTopy OO0 «[0B Bocroke Memposy WeaHy BanmedmaHoBimy W
HAYanbHWKY CTAENA KaJpoB.

O pesynbTaTad NPOXCHOEHWA KOHKYPCA OOKYMEHTOB Npowy cooBWWT: SNETpoHHGA NodToi no
agp ecy —d-p esoskayaifyandex.ru, nubo Ha aBTOOTEETYME — (4212) 31-54-80.

C yBameHnen,

Mecoukan OB

Pucynox 7.9 —BHemnuii BU roroBoro TUTYJILHOIO JIMCTA (PAKCHMUJIBHOTO

Co00IIeHUA

9. T'oTOBBIIl TOKYMEHT HameyaTaTh Ha MPUHTEPE U COXPAHHUTD B TMYHOU MATIKE.

10. (BTOT MyHKT BBIMOJHSAETCS, €CIIH €CTh BO3MOXXHOCTh OTHPABIIATH U IIPHHUMATH
(akcuMuTbHBIE cOo00meH ). PaboTy Hano BHIMONHATH mapaMu. OIUH Y4aCTHHK OT-
npaBisieT (HaKCUMUIBHOE COOOIIeHue, a Apyroid — mpuHuMaeT. Pabora MoxeT OBITH
BBITIOJTHEHA TPEMSI CIoco0amu:

* Cnocob 1. (TpeOyroTcs cieayroniie TeXHIIeCKHe yCTporucTBa: 2 pakCHMUIIb-
HBIX alnapara, MOJKITI0UYEHHBIX K pa3HbIM TelIe()OHHBIM JIMHUAM). OTIIPABHUTH C OJTHO-
ro ¢axc-anmapara Ha JAPYroil MOArOTOBIEHHBIE OyMa)KHBIE HOKYMEHTHI: TUTYJIbHBIN

JUCT Q)aKCHMI/IJIbHOFO COO6IJ.[€HI/DI, COIIPOBOAUTCIIBHOC IMMMCbMO U PC3HOMC.
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e Cnocod 2. (TpeOyroTcs caenyroline TeXHHUECKUe yeTpoicTBa: 1 pakCHMHIIIb-
HBII anmapar u KOMIBIOTEP ¢ MOJIEMOM, MOAKIIOYEHHBIE K pa3HbIM TeIEQOHHBIM JIU-
HUsAM). OTOPaBUTh ¢ KOMIIBIOTEPA Ha (haKCUMUJIBHBIN amnmapaT MOArOTOBICHHbIC U {-
pPOBBIE JOKYMEHTHI. THTYJIbHBIA JIUCT (DAKCUMUIBHOTO COOOIICHUS, COMPOBOIUTEIb-
HOE MHUCHMO U pe3toMe. [1omyunTh 3T TOKyMEHTHI uepe3 dakc-anmapar.

* Cmocod 3. (TpeOyroTcst CeAYIONINe TEXHUUSCKUE YCTPOUCTBA: 2 KOMIIbIOTEpa
U 2 MojieMa, TIOJKIIOUYEHHBIC K Pa3HbIM Tele(OHHBIM JUHHIM). OTIPaBUTh C OJJHOTO
KOMIIBIOTEpA HA JIPYro¥ MOATOTOBIIEHHBIC MU(PPOBBIC TOKYMEHTHI: TUTYJIBHBIA JTUCT
(hakCUMHIIILHOTO COOOIIEHUs, CONMPOBOIUTENHHOE MUCHMO U pe3toMe. [lomyunts 3TH
JIOKYMEHTHI 4epe3 BTOpoil koMmbioTep. COXpaHUTh UX B AJIEKTPOHHOM BHJIE B OTIEIIb-
HOMU Iamnke.

11.TToka3aTh UTOTH IPEMNOIABATENIO.

TUNUYHBbIE OLLNOKM

1. UcnpaBnsitoT Au3ailH TUTYJIBHOTO JIMCTa. B 3TOM HEeT HEOOXOIUMOCTH, TaK Kak
€ro co3fayii Au3aiHepbl. TUTYIBHBIA JIUCT UMEET HEMPOJOKUTEIbHYIO XU3Hb. Ha-
3HAQYEHHE €r0 COCTOMT TOJBKO B IMOKAa3€ COMPOBOJMUTEIBHBIX CBEJICHUM K TIepechliae-
MBIM JTOKYMEHTaM, IIOATOMY HET CMBICJIa TPATUTh CHJIBI Ha H3MEHEHHUE 3TOTO OJIaHKA.

2. Y1ansroT TeKCT B MabJoHe, a MOTOM MUIIYT TEKCT, YTO MPUBOIUT K YAAJICHUIO
CTWJICH a03alleB U CTWJICH 3HAKOB, PACIOJIOKEHHBIX B 3TUX MecTax ImadnoHa. OTcyr-
CTBHUE CTWJIEH MPUBOJUT K HAPYIICHUIO JHU3aliHa JOKYMEHTa U HENpPaBUIHLHOMY BOC-
NPUSITHIO TEKCTa B ATUX MecTaX JMOoKyMeHTa. HeoOXoauMo BBIIENSATh HYXKHBIA TEKCT
ma0JIoHa, a 3aTeM BIIMCATh BMECTO HETO CBOM TEKCT.

3. Tlone "Komusi" B TUTYJIBHOM JiicTe (PaKCHMHIIBHOTO COOOIIEHUST 03HAYAET, KO-
My CEKpeTapb JOJDKEH IepeaTh KOMHUIO MONYy4YeHHBbIX J0KyMeHToB. [lone "Komms"
MOJKET HE COJIEPIKATh aJIpecaToB MO0 COJEPKATh OJHOTO W 00JIee aapecaToB.

4. Ha tuTynapHOM JinCcTe (PAKCUMUIIBHOTO COOONICHHS HE MUIIYT 3aMETKH. A OHU
OYEHb BAXHBI JJISI CEKpeTapsi, IPUHUMAIOIIETO (paKc.

5. Tloceutass pakcuMUIBLHOE COOOIIEHHWE OT Ce0sl JTMYHO, OMMOOYHO YKAa3hIBAIOT
BBEPXY THUTYJBHOTO JincTa (B 4€pPHOM MPSIMOYTOJbHHKE) HAa3BaHHE MPEANPHUITHS, B
KOTOPOE€ €r0 OTCHUIAIOT WM MPEINPUATHE, U3 KOTOPOro OTChUIalT. MecTto pe3epBu-
pyeTrcs JUIsi Ha3BaHUS MPEANPUSATUS, OT UMEHU KOTOPOTO OTChUIAETCS (haKCHMIIIBHOE
coobmienne. Ho moceuias TOKyMEHTBI OT Ce0s JTMYHO, B YEPHOM MPSMOYTOJIBHUKE HU-
4yero ImucaTh He HazO.

6. He 3anonustoT mone TemMbl (PaKCUMUIBHOTO COOOIIEHUsS. DTO TOJIE BAXKHO IS

ACJIOIIPOU3BOACTBA B IPUHUMAIOIICM MTPCAIIPUATHUH.
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7. 3ameTk K (aKCHMUIBHOMY COOOIICHHIO CIIEAYeT MHucaTh (OT TPEThEro JIMIIA,
€IMHCTBEHHOI'0 YHCJIa) HE AMPEKTOPY MPEANpHUsATHs, a aOCTPaKTHOMY pabOTHHKY,
(cexpeTapro WK IPYroMy HCIOIHHUTEI0), KOTOPBIH MpUMeT (HaKCUMIIBHOE COO0IIIe-
HUE U JIOJDKEH MOHATH, YTO MPUCIAIN B PAKCUMUIBLHOM COOOLIEHUH, YTO C ATHUM CO-
oOIeHreM Haao caenath (Haao JU JIenaTh KOIHMI0, KOMY MepeaaTh, CPOYHOE JIH OHO,

TpeOyeT 1 OTBETa U Jp.)

NMepeyeHb KOHTPOSbHbLIX BOMNPOCOB

1. Korna nosiBuscs nepBbiid B Mupe (akc?
2. Yto Takoe ¢hakCUMUIBLHOE COOOIIeHUE?
3. Kakue cBenmenus nmumiytcss B 00JacTH 3aMETOK Ha OJIaHKE TUTYJIBHOTO JIMCTA

(haKCUMUIBLHOTO COOOIIIEHUSI ?

4, I[J'IH Kakux ILiejen CIIYXKUT 00y1acTh Ba)KHOCTHU Ha OJIaHKE TUTYJBbHOI'O JIMCTa

(haKCUMUIBLHOTO COOOIIIEHUSI ?

5. Ckonbko aapecaToB MOXXHO BIucath B mojie "Komy" Ha OlaHKe TUTYJIHHOTO

nucta (PaKCUMUIBHOTO COOOIIICHUS ?

6. Ckonbko ajgpecaToB MOXXHO BmucaTh B mosie "Komwus" Ha OnaHKe TUTYIBHOTO

nucta (PaKCUMUIBHOTO COOOIIICHUS ?
7.

3apaHue 4. PaboTta c wabnoHom "KaneHgapb"
Kanennaps MoXeT ObITh UCIIOJIB30BaH B KaUe€CTBE OpraHU3aTopa Tpyaa mpu padbote

ayTcopcepa 00 AJIA CO3JaHUS ITOAAPOYHOTI'0 NI PCKIIAMHOT'O KaJICHAAPA.

Uenb

Hayuutbcs coznaBath 1o madiioHy KaJleHJapb Ha J000i Mecsil.

3agaHue

B nporpamme MS Word co3nath 0(MCHBI 1 peKJIaMHBII KaJCHIapH Ha OCHOBE
"Mactepa kajnenaapeii”’. O¢pucHblii — Ha cnexyrommii Mecsan. Pexkigamublii — Ha 3

Mecslla BOepéa, HauuHasi Co CIEAYIOUIEro Mecsa.

TexHonorma paboTbl C NPOrpaMMHbIM NPOAYKTOM
1.
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Xopa BbINONMHEHUA 3aaaHus

1. 3amyctutes "Mactep kanenaapeii’. ("d®aiia/Co3nats/B pasaene Co3nanue
nokymenta — Illadsonn/Ha Moém kommnbloTepe/BKiaaaka Jlpyrue J0KyMeH-
Thi/MacTep Kanenaapeii").

2. TpeboBaHus K cO31aHUIO O(DUCHOTO KaJeHIAPS:

* UuTepBaJj s KaneHIaps — HA CIEAYIOUIUNA MECHILI.

* OpueHTanus Jmcra — Jro0as.

 Jlu3aiin — mr000ii u3 mperaramimxcs B mabdnonax "MacTepa kajgeHnaapeii'.

e MecTo AJ151 KAPTHHKH (PHCYHKA) HE OCTaBJISTh.

 [loamucaTh B KalieHAape THU HECKOJBKUX HauOoJiee 3HAYUMBIX MPa3THUKOB
(mpa3mHUKE MOXHO B3siTh ¢ MHTepHeT-caiiToB: OTKphITKN SHaekca [20] wm Ka-
JeHaapb npasaHukoB [17]). [lognuceiBaTh Mpa3IHUKH, JIYYIIC HE M3MEHSS CTUJIH
TEKCTa B JJOKYMEHTE, a BBOJIS HOBBIC O0BEKTHI JIJIs TekcTa. Hampumep, moa Homepom
nus Hapucoath "[IpsiMoyroibHuk” (maHens MHCTpyMeHTOB "PucoBanme”) u moba-
BUTh B HETO TEKCT — HAa3BaHUE Mpa3HKUKA. [ paHUIIBI BOKPYT MPSMOYTOJIbHUKA MOYKHO
OTMEHUTh U cleaaTh (OH MPSAMOYTOJIBHUKA MPO3payHbIM. [IpaBHILHO MOATOTOBJICH-
HBIU IPSIMOYTOJILHUK MOYKHO MHOTOKPAaTHO KOIMMPOBATh HA HOBBIC MECTa B KaJCHIape,
pyU HEOOXOAMMOCTH M3MEHSSI €ro pa3Mepbl Ui JUIMHHBIX Haanuceit. [{ns Hagnucei
HAJI0 MCII0JIb30BaTh CIMHBIA CTHIIb.

 [Tox HEeKOTOPHIMK AHSIMH B KajieHaape (Ha BbIOOp) HAMUCATh, B JOTIOJHUTEIIb-
HO CJ/ICTIAaHHBIX MPSIMOYTOJbHUKAX, PA3JIMYHbBIE MPOU3BOJICTBCHHBIC MEPOIIPHUSTHS, Ha-
npumep, "08:30 [Tnanépka ¢ menemkepom B yate”, "10:00 Berpewa ¢ kiamentamu”,
"15:00 Otuér mo mpogaxam”, "15:00 O6pabotka mpaiic-nmucta”, "18:00 Ilo3apasie-
Hue VBaHOBa ¢ THEM pOKIACHHS" W JIp. DTU CBEACHUS HEOOXOJMMBI IS TUIAHUPOBA-
HUS MHIUBUAYAIBHON paObOTHl Ha MECAIl M HAIOMHHAHUS O BaXKHBIX OQUCHBIX COOBI-
tusix. Ha3Banust u BpeMst coObITHIA (B yUE€OHBIX 1I€J151X) HA3HAYAIOTCS CAMOCTOSTEIBHO.

3. TpeboBaHUs K CO3AaHUIO PEKIIAMHOTO KaJIeHAApSI:

* UnTepBa 115 KajueHmaps —Ha 3 Mecsla BIepé T mocie TeKYIIEro;

* OpueHTamnus Jimcra — Jro0as.

* OcCTaBUTbH MECTO ISl KAPTUHOK.

* BcTraBuTh KapTHHKH, PEKJIAMHPYIOIIUE ACITCIbHOCTh MPEANPHUATHS, HA KOTO-
poe BBI, HAIIPUMEP, MIPHHSATHI AyTCOPCEPOM I10 pe3yIbTaTaM KOHKYpCa pe3roMe.

* B kanenmape OTMETHTH BbIXOJHBIC AHH. DOpPMATHPOBAHUE HAIUCH JEIACTCS
110 YCMOTPEHUIO UCTIOTHUTES. 1)1 HaAmuced Hal0 NCIOIb30BaTh SIUHBINA CTHIIb.

4. T'oTroBbIC KaJICHAapHu COXPAHUTH B JIMYHOM Mamke.
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5. HamevaraTh KajJeHAapy Ha MPUHTEPE JJIS CAa4YM IpenojaBarento (eciau OH 3TO-
ro Tpedyer). Eciu npenogaBatens He TpeOyeT pacrnevyarbiBaTh KajJeHIApU HA TIPUHTE-

pe, —IpenbsBUTh eMy AJIsl TpOoBepKH 2 daiiina KaleHaapei.

TUnu4yHble OWNOKHK

1. Ucnons3ylOT HE BBIpa3UTENbHBIC I[BETHHIE KAPTUHKH, KOTOPbIE HPU UYEPHO-
Oemoii meuatn TepstoT Bul. Hampumep, Gororpaduu Xopomiero KkauecTra sl KajaeH-
napei MOXKHO B3sTh ¢ HTepHeT-calita "SIumaexc.@orku” [21]. [Tpu 3TOoM 00s3aTesb-
HBI CCBUIKM Ha aBTOPOB (oTorpaduil.

2. He moryt HaliTh Ha3BaHUs U AaThl OMMDKAMIIMX mpa3gHUKoB. st aToro cueny-
€T BKIIIOUUTH Mporpammy obo3peBatens MIHTepHeTa U BBECTH B aAPECHYIO CTPOKY, Ha-
npumep, http://www.calend.rumau http://www.cards.yandex.ruHaiitu npa3aHuku

HYXHOI'O MCCHIia.
3. He MOI'yT HAWTU JOIOJHUTEIbHBIC JHU OTIbIXa €CIIHN IpasaHUKA BbINIAJA0T Ha
BBIXOJHBIC. I[J'I}I 9TOro CICAYCT BKIIOYUTH IIPOIrpaMmMy 0603peBaTeJ1;1 I/IHTepHeTa, BBC-

CTH B aJpeCHYI0 CTPOKY, Hampumep, http://www.calend.ry/u HaiiTu Ha 3TOM caiite

KaJICHJIaph BBIXOHBIX THEH.

3apaHue 5. Co3aaHue BU3UTHBLIX KapToyek

BusutHble KapTouku (bp. Vizite —BU3UT) — BaXKHAs 4aCTh MapKETUHIOBOIO HH-
CTPYMEHTa. DTO MPOCTON CIOCO0 MPEIOCTaBIATh NH(OPMAITUIO O Bac M OM3HECE CBO-
UM 3HAKOMBIM, JICJIOBBIM MapTHEPAM U KiMeHTaM. Ho JOMOTHUTENEHO 3TO elIé U BO3-
MOYKHOCTb TIOJICP>)KMBATh IPUHATHINA B JEIOBOM OOIIIECTBE CTHIIb U IMHK.

CoxpaméHHO BUBUTHBIC KAPTOYKH UMEHYIOTCSI BA3UTKAMM.

M3roraBnuBaroTCsl BU3UTKH M3 Oymard, KapTOHA WIH TUTacTUKa HeOobmioro ¢hop-
MaTa, cymecTBYIOT Takxke CD-BU3MTKH, BBIITOJIHEHHBIC HA 00pE3aHHOM TTOBEPXHOCTH
CD nucka.

Ha Takoii auck (BHEIIHE — 3TO yXKE€ HE JUCK, a IMOYTH MPSMOYTOIbHUK, PHCyHOK
7.10) 3anuCBIBAIOT MPE3CHTAIMH, BUICOPOIUKH, PEKIaMy, GoTorpapuu U Jp. BaXKHbIC

MYJIbTUMEUA-CBEJICHUS, a TAKXKE — HEOOXOIUMBIN TEKCT.
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YVAREL _

NOAUTEXHUKA

T il TEARON (A95) 411 54-83

Pucynok 7.10 — CDBu3urtka

CD-BusuTtka (3a pyoexom e€ HaszpiBatoT CD-card) npezacraBnsieT co0oit koMmakT-
JMCK, UMEIOIui (GopMy U pa3Mepbl OAaHKOBCKOW KPEIUTHON KapTOUYKH M BMECTHMO-
cteio 10 50 MO unpopmaruu, KOTOpas CUUTHIBAETCS C MOMOIIBID 00bryHOr0 CD-
NPUBOJA HA KOMITBIOTEPE.

Ha nunesoit cropone CD-BU3UTKH, Tak XK€ KaK U Ha OyMaKHBIX BU3UTKax, pa3me-
IIaeTCS TEKCT W JIOOBIE IIBETHBIE M300pakeHHs. TONBKO B IIEHTpe €€ 00s3aTenbHO
pacnionaraercs orBepcTre i pukcanuu B CD-npusoze.

[ToMuMO MHPOKO PacCPOCTPAHEHHBIX OYMAXKHBIX U IIACTUKOBBIX BU3HUTOK, CYIIE-
CTBYIOT BU3UTHBIC KAPTOYKH, U3TOTOBJICHHBIC M3 HEOOBIYHBIX MaTEPHUAJIOB, HATIPUMED,
nepeBa (JIepeBSIHHOTO MIMOHA) U Ja)Ke TOHKOTO MEeTallIa.

C mpuxomoM 3pbl IU(PPOBBIX KOMMYHHUKAIUN MOSBUINCH BUPTYaJbHbIE WU
uudpoBbie BU3UTKH. J[JIs1 HUX CYyIIECTBYET CrelualbHblii Gpopmar daitmos VCard.
Coznarotcs OHM MPOTPAMMHBIM CITIOCOOOM B MOYTOBBIX IporpaMMmax-kiueHTax. [lepe-
CBUIAIOTCA 3aMHTEPECOBAHHBIM JIIOJSIM MO 3JeKTpOHHOM mouTe. [loayyuB Takyio Kap-
TOUYKY, aOOHEHT MOXXET MEPEHECTH €€ MBIIIBI0 U3 MUChMa B OKHO CBOEH aIpecHOn
KHUTH. Tak B ajpecHON KHUTE€ aBTOMAaTUYECKU MOSIBUTCS HOBBIM KOHTAKT C OOJBIINM
KOJIMYECTBOM Ba)KHBIX CBEACHHI, KOTOpPbIE HE MOXKET BMECTHTh OObIYHAs OyMaxcHas
WM MJIACTUKOBAsi BU3HUTKA.

CornacHo Bukumenun', epBbie B HCTOPHH YIIOMUHAHHS O BU3HTKAX MOSBHIINCE B

Hpeuem Kutae Bo BTOpoM — TpeTheM BeKax 10 Hamiel spbl. Kutaiickue YMHOBHUKHU

! Busutnas kapTouka. Marepuan u3 Bukunenuu — cBOOOAHON SHIMKIONEANH. Pexum
nocryma : http://ru.wikipedia.org/(nara oopamenus 04.09.2012).
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CHeLMaJIbHBIM YKa30M MUMIIepaTopa 00s3bIBATNCH UMETh KAPTOUKH HAa KpacHOU Oymare
C HAaIlMCAaHHBIMU HA HUX UMEHEM U 3aHMMAaeMOM JOJKHOCTBIO.

B EBporne nepBoe UCTOpHUUECKOE YIIOMHHAHUE O BU3UTKE OTHOCHUTCSI KO BpPEMEHH
npasneHust kopois JlrogoBuka XIV. Bo ®panuuu, BU3UTKA cTana HEOOXOIUMOCTBIO U
00s13aTeNbHBIM aKCEeCCyapoM JUIsl IpPeACTaBUTENeH BbICIIMX clI0€B HaceneHus. OHU
UMeIU BUJ UTPalbHON KapTOUKHU C UMEHEM BU3UTEpA.

IlepBas HamewartaHHas Ha Oymare eBporlieilickas BU3UTKa Obula HalifieHa B ['epma-
HUM 1 oTHOcUTCS K 178G ['epmanckast apucTokpaTus ciiefioBaia (ppaHIy3CKOMY TH-
kety. Bnocnencteum B EBpomne BU3HTKH CTany MOBCEMECTHBIM aTPUOYTOM CPEIHETO
KJIacca U MOJHOCTBIO OTCYTCTBOBAJIM Y MIPOCTHIX COCIIOBUH.

B XVI — XVII Bekax rpaBupoBaHHbIe BU3UTKH ('BU3UTE-OMIerTe") y)Ke HMENIH ro-
poxane ®Onopenunu u Beneunn. imenno tam Oblna pa3Buta nonurpadus. M3roros-
JICHWE BU3HUTOK CTaJl0 OCOOBIM BHUJOM HCKYCCTBA, KOTOPBIM 3aHHMAJHCh JTy4Ille Mac-
Tepa.

®doTorpadpI-mopTPEeTUCTH, YTOOBI YCHEIIHO KOHKYPHUPOBATh C JHTOTpadamMu |
rpaBepaMu, CTPEMUJINCH AeNaTh (poTorpaduueckue BU3UTKU OOJIBIIEro pa3Mepa u 6o-
nee pasHooOpasHeiMu. B 1854rony Anonbd-DOxen Juznepu (1819 — 189fr.) 3ama-
TeHTOBa1 Bo ®panuuu npubop "KapT A€ BU3UT" UIA U3TOTOBICHHS BU3UTOK (OTOTpa-
dugeckum crocobom. DTo OblIa Kamepa ¢ YeThIphMSI 0OBEKTHBAMU, KOTOpas Jelaja
cpa3y BoceMb HeOObIUX GoTorpaduii Ha 0HON PoToruTacTuHe. ITO U ObLTU 8 rOTO-
BBIX BU3UTOK

Jlis XpaHeHUs: BU3UTOK MPOAABAIUCH CIIEUAIbHBIE alb0OMbI. OCOOEHHO oporue
OBLIH TIEPETUIETEHBI XOPOIIO 00pabOTaHHOW U TOPOTrol Kokel. Takue anpbO00MbI ObLTH
BaXKHBIM MIPEAMETOM J1Jis Oece]l B apUCTOKPATUUYECKOU Cpejie.

CoBpeMeHHbIe BUBHTHBIE KAPTOYKU YCIOBHO JEJST HA 3 BUAA:

1. nuyHble,

2. IIEJIOBBIE,

3. KOpIOpaTUBHBIE.

JIMyHasi BM3MTKA B OCHOBHOM MHCIIOJIB3YIOTCS IPU He()OpMaribHOM OOILIEHUU U

I4 1 o
IpykeckoM 3HakoMcTBe. OHM monyispHbl cpeau ¢puiiancepoB . B Takoil BU3UTKE

! CDpHJIeiHcep (aurn. freelancer —€BoOOaHBIN KOMbEHOCEI, HAEMHUK; B IMEPECHOCHOM
3HAYCHHH — BOJIBHBIM XYyI0’)KHUK) — YEJIOBEK, BBITOJIHAIONINI paboTy 0e3 3aKII0UYCHHUS
JIOJITOBPEMEHHOTI0 I0roBopa ¢ paboromareneM. HaHnmaeTcst TOJIBKO 1Ji BBITIOJHEHUS
[IponomkeHne CHOCKU Ha CIEAYIOIIEH CTpaHule >>
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OOBIYHO YKAa3bIBAIOTCA TOJBKO UMS, (haMuiust U TelaeQOHHBIH HOMEp BiaJeNbla.
JIOJKHOCTD U aipec 4acTo He yKa3bIBaroT. J{u3aiiH Takol BU3UTKH pa3pabaThiBaeTcs B
COOTBETCTBUHU C UHAMBUAYAIbHBIMU IIPEANIOYTEHUSAMH BJIAJIENbLIA.

KopnopaTuBHasi BU3MTKA He coJepaT UMEH U Gpamuiauil. B HUX yka3bIBaloT UH-
dopmanMi0O O KOMIAHUH, cepe AesTeNbHOCTH, CIUCOK MPEAOCTaBISIEMbIX YCIYT,
KOHTaKTHbIE Telae(OoHbl, KapTy npoe3aa U aapec BeO-caiira. KoprnopaTuBHas BU3UTKa
oTpakaeT (PMPMEHHBIN CTUIb KOMIIAHUM U UMEET peKIaMHbIi xapakTep. Mcnonb3yet-
Csl HA BBICTAaBKaX, KOH(EPEHIHAX, ChE3/AaX U Jp. MyOJUIHBIX MEPOTIPUATHSIX IS Pa3-
Jla4y IOTEHIIMAIbHBIM KJIMEHTaM.

JenoBasi BU3UTKA HCIIOJB3YIOTCS B OM3HECe, Ha O(UIIMANBHBIX BCTPEYax U mepe-
TOBOpax, ISl MPEAOCTABICHUS JTHYHOW KOHTAaKTHOW WMH(POpPMAIMH CBOUM OYIYIINM
KIueHTaM. Ha 1enoBbIX BH3UTKaX 00s3aTENbHO YKa3bIBAIOTCA MMS, (haMuiIns, JOIDK-
HOCTh, Ha3BaHUE (PUPMBI, a TaKXKe BUJ €€ NeATeIbHOCTH. B COOTBETCTBMU ¢ MHUPOBOU
NPAaKTUKON U MO MPaBUJIaM PYCCKOTO SI3bIKa CHa4yalsla JOJDKHBI OBITh yKa3aHbl UMS, OT-
9eCTBO, a 3aTeM — (haMUIIHSL.

B nu3zaiine nenoBoil BUBUTKU UCHIONB3YeTCS (PUPMEHHBIA CTHIIb KOMITAHUU U JIOTO-
tun. OOBIYHO JENOBBIE BU3UTKH MMEIOT CTPOTHHA AM3aifH. Y TOCYZapCTBEHHBIX CIIy-
KaIUX U JCIMyTaTOB HA BU3UTHOW KaPTOUKE MOXKET HAXOIUTHCS M300paKEHHE rocy-
JApCTBEHHBIX 3HAKOB OTJIMYMIA, TAKUX KaK (piar u repd CTpaHBbI.

JlenoBasi BU3UTHAsA KapToyka 0e3 ajpeca TakKe HE COOTBETCTBYET HOpPMaM JTHKE-
Ta. VICKIIOUEHHEM SBIISIIOTCS AUIUIOMATHI U BBICIINE I'OCYAAPCTBEHHBIE JOJKHOCTHBIE
nuna. J{enoBsie BUBUTKU JOJDKHBI COJIEPKATh MaKCUMAIIbHO YUTA0CNbHBIN (KPYITHBII)
TekcT. He pexoMeHayeTcss B HUX MPUMEHATD CIO0XKHbBIE IEKOPATUBHBIE MPHU(THI U Kyp-
CHUB, IIOTOMY YTO OHH INIOXO YUTAKOTCS.

CoBpemeHHas oTnevyaraHHas Ha Oymare JeoBas BU3UTHAsl KapTOYKa YacTO MMEET
HPOCTO YEPHBIN TEKCT Ha OesloM (hOHE, COACPIKUT UMl BiIajeiblia, KOMIaHuto (00bIy-
HO C JIOTOTUIIOM) U KOHTaKTHYIO MH(OpMaLUIo: axpec, Tene)OHHbIN HOMEpP, COTOBBIN
HOMep, (hakc, aapec 37IeKTPOHHON MOUTHl U ajapec BeO-caifra. Ilmoxum ToHOM cuuTa-

CTCAd IIPUMCHCHHC 6J'I€CTHH_IGFO 30JI0TOIro HJIH CGpGGpHHOFO OBCTa TCKCTa Ha q)OHe

onpeaesn€HHoro nepedyHs pador. PpuiaHcep cam IpeajgaraeT CBOM YCIyrd 4epe3
['moGanbHyr0 MHQOPMALIMOHHYIO CE€Th, Ta3eTHbIE OOBSBIECHUS WM IMOCPEICTBOM
anaHBIX cBsized. Tepmun BmepBeie ynotpeOmsuics Bamsrepom CkoTTOM B pomane
"AiBeHro" Jis onucaHus CPEIHEBEKOBOTO HAEMHOIO BOMHA.
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TJISTHIIEBOTO IBETHOTO ()OHA, TOTOMY YTO MPOYECTh TAKOW TEKCT MOKHO TOJBKO pac-
MOJIOXKWUB BU3UTKY MOJT HY>KHBIM YTJIOM K CBETY.

CymiecTByeT HECKOJBKO CTaHIApTOB pa3MEPOB BU3HUTHBIX KapTouek. B Poccum,
VYkpaune, benapycu, Kazaxcrane — S5cm X 9cm. B CIIIA — 5,08cm x 9 cm. B Anonun
— 5,4cm x 9cm. EcTh 1 npyrue pacnpocTpaHEHHBIE pa3Mepbl, HAllpUMep, pa3Mep —
5,4cm X 8,6¢m u ap.

MS Word mo3BoisieT ObICTPO CO37aBaTh BUHTHBIE KAPTOYKH Ha JIMCTE 3arOTOBOK
¢dopmata A4. Ha omHOM Takom JIMCTE MOTYT pa3MecTUThCst 10 BUSHTHBIX KapTOYEK.
EcTb 1 TOTOBBIC MIA0JOHBI BUSUTHBIX KapTodek i1 MS Word.

OtreyaTaHHbBIN JUCT 3arOTOBKU HA MPUHTEPE pa3pe3aceTcsi Ha OTACNIbHbIE KapTou-
ku. JIMCT 3aroTOBOK JTOJDKEH MeYaTaThes Ha MIIOTHOM Oymare, Maccoii Ooee 10Qr/M2.

Jlyist BpydeHHs BU3UTHBIX KapTOUEK CYIIECTBYIOT MpaBUJIA.

Busutku Bpy4aroT 1u4HO, MEpeat0T Yepe3 TPEThUX JIUI] WM EPEChUIAIOT MO MOoY-
T€ BMECTE C JICJIOBBIM ITHUCHMOM.

[Ipy mMyHOM Bpy4€HUH BU3UTOK JEHCTBYET IPUHLUII IIEpBOOYEpeIHOCTH. Bo Bpe-
Msl 3HAKOMCTBA MEPBBIM Bpy4yaeT CBOIO BU3UTKY TOT, Y€l paHT WU JOJKHOCTHOE IO-
JIO’KEHHUE HUXKE, WM YeJIOBEK MEHEee M3BECTHBIN. Eciiu colnalibHbIN cTaTyC MapTHEPOB
MPUMEPHO PaBHBIN, TO MEPBBIM BPyYaeT BU3UTKY TOT, KTO 00Jiee B 3TOM 3aUHTEPECO-
BaH.

C npyroii CTOpOHBI, NMEPBBIM BU3UTKU BpydaeT MpUHUMAarOIIas ctopoHa. Hampu-
Mep, €CJIM TPUHUMAETE HOBOTO 3HAKOMOT0 B oduce (M 1oMa), TO U Bpy4aeTe BH3UT-
KY TOCTIO TIEPBBIM.

[Tpu mepBOM TOCEEHNN KaKOH-THOO0 OpraHu3aIlii BUSUTKA MOXKET OBITh BpyYeHA
B ouce TpeTheMy JUIy (CEKpeTapro WM MOMOIIHKUKY) JUIS MOCISAYIONICH mepeaavn
COOTBETCTBYIOLLIEMY JOJKHOCTHOMY JIMIy. DTO JCHCTBHE HE TOJBKO MPUBJIEKAECT
BHHMaHUE CEKpeTaps, HO U MOBBINIACT IAHCHI HA TIPHEM.

OnHako BO BCEX CiIy4yasX BH3UTHYIO KapTOUKYy TOJIaraeTcs Bpy4daTh TaK, YTOOBI
MOJTYJaroNui €€ CMOT cpa3y ke MPoUYeCcTh OCHOBHOM TEKCT. A CBOIO (GaMUIIHIO, UMS H

OT4YCCTBO, OCOOCHHO €CJIM OHU TPYAHOIIPONU3HOCUMEIC, uenecoo6pa3Ho IMPOU3HCCTU

BCIIYX.

LUenb

Hayuutbest co3gaBaTh 1Mo 1m1a0I0HY BU3UTHYIO KQPTOYKY B TEKCTOBOM IPOIIECCOPE
MS Word.
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3apgaHue

B TekcroBoM mpomeccope MS Word cosnate mo mabioHy JeNOBYH BU3UTHYIO

KapTOUKY.

TexHonorma paboTbl C NPOrpaMMHbIM NPOAYKTOM
1.

Xopa BbINONMHEHUA 3aaaHus

3ajadya MOXKET ObITh BBIMIOJHEHA IBYMS CIIOCOOaMHU:

1. Tlo roTtoBoMy mIabaOHY BH3UTHON KapTOYKH (€CIM B ayJAMTOPUHU €CTh BBHIXOJ B
WutepHer),

2. C ucronp3oBanneM MacTepa mo4TOBBIX HakJeek (eciu HeT Beixoda B MHTep-
HET).

O BI>I60pe croco0a BBITIOJIHEHHS 3aJadn COO6H_IaCT MMpeCrioaaBaTclib.

Cnoco6 1. Ucnonb3oBaHue wabnoHa ochopMIeHUss BUSUTHON KapTOUKM

1. BBIMOJHHUTH MOUCK MIa0JIOHOB BU3UTHBIX KAPTOYEK HA CAWTE MOIEPKKH ITOTO
nocobus [18] wiu Ha y3ae Microsoft Office Online [19] B cnienmansHOM pasiese 1o
aapecy — http://office.microsoft.com/ru-ru/templates/CT01@B0
9.aspx

2. 3arpy3ute BBIOpaHHBIN M1a0JI0H BUBUTHOU KapTOUKH.

3. 3amenute nanHesie cBonmu. Ha3anue xommanuu "N" mcmonb3yromieit ayrcop-
CEPOB, COOOIIAET MPETO/IaBATEb.

4. Bcrabre sorotun (ecyiv oH Tpebdyercs). OO0 3TOM TOXe COOOMIAeT MperoaaBa-
TENb.

5. Tlocne 3aBepmieHust pabOTBI COXpaHUTE JOKYMEHT C 3arOTOBKAMHU BU3HTHBIX
kapTouek. Ecnu mpenogaBarens coOOMMUT 0 HEOOXOAMMOCTH MeYaTaTh BUSUTHBIC Kap-
TOYKH, CIIeJaiiTe 3TO, yCTAHOBUB HYXKHYIO OyMary B IpuHTEp, U BhiOpaB komany Ile-
yaTh. [locie 3Toro MokHO OyJEeT pa3pe3arh rOTOBBIM JUCT, ¥ MOTYYUTh 10 rOTOBBIX

BU3WUTHBIX KaAPTOYCK.
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Cnoco6 2. Ucnonb3oBaHue MacTepa NOYTOBbLIX HaKneekK

1. Otkpeith "MacTtep moToBbIX Hakjeek" (" @aiia/Co3naTts/Ha Moém koMmbIo-
Tepe/Bkiaaaka [Iucema u pakcol/MacTep mouToBBIX HakJeek'"). Bropoii criocod —
("Cepsuc/ITuchma u pacchlikn/KoHBepTsl 1 Hakeiikn'") .

2. B agmanoroBoM okHe "MacTtep moutoBbIX Hakideek" (Pucynok 7.11)BbIOpaTh

nepekitouarens 'Co31aTh 0JUHAKOBbIE HAKJICHKH' .

MacTe P NOMTOEDBIX HAK/IEEK E]

MacTep NOYTOBLIX HAKNEEK

(% {CozAaTE OAMHEKOBEIE HaKNediH |

(" CozaaTh HAKNEAKK ANA CHAHKA

0,8 OTHEHS

Pucynok 7.11 OkHo MacTepa MOYTOBBIX HAKJIEEK

3. B okne "KonBepToB u Hakjeek' kHomka 'IlapaMeTpsl’, CM. WILTIOCTPAILIHIO
(Pucynok 7.12).
4. Ortkpoercs okHo "Ilapamerpsl Hakeiiku" (Pucynok 7.13).
5. B paznene "llpunTep” ycTaHOBUTH MepeKiIovyaTeNb B mosioxkeHue "JlazepHblii
WM CTPYHHBIN".
6. B pazgene "Hakuielika" BrIOpaTh U3 pacKpBIBAIOIIETOCS CIIMCKA COPT Oymaru —
Avery (A4 u A5) u Tun u kox Hakieliku — L7413 —Bu3uTHAsI KapTOUKa.
7. B uHpOpMaIu 0 HaKJICHKe MOSIBATCS €€ XapaKTePUCTHKU:
e Tun: BU3auTHas KapTO4KA,
* BricoTa: 5,08¢mMm,
e mupuHa: 9 cm,
» pasmep: A4 (21%x29,7cm).

! Ecim ykasaHHBIe crioco6bl OTKpBITH "MacTep HaKiIeeK" OTCYTCTBYIOT, OOPaTUTECH
Ha CalT MmojajepKKu 3Toro u3manus http://www.rabota-autsorserom.narod.syfazaen
HladaoHbI 114 3arpy3Ku HE0OOX0UMOTO MIa0JI0HA.
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KoHEepTEl | Haknekikm |

Anpec: G ~ ] ofpatHend agpec [ MNevaTe ]
= [ Co038aTh ]
) [ CITHMEHS ]
[ MapaMeTpedl. .. ]
e
[ CEOHCTES MapKH. .. ]
Harnefrka
Me4aTe

Bvery (A4 1 A5), L7413

@ CTPaHKMUa C 04HHIK0ERIMH HAaK NEAK.aMH
- BrzmTHaA KapToONKS

) 0T AENEHAA Haknefika

2] cronbew: [17]

Meped Ne4aTeH) NOMECTHTE HAKNSAKK B YCTROMCTED PyqHOR NO4S4H,

Pucynok 7.12 -OxHo " KoHBepTOB U HaKJjeeK"

X

NapameTphl HAKAE HEH

[MpHHTER
) MATPHHHEIR n0434a QYMark;
(%) nasepHEl M CTPYAHEI |I'I|:| WM, w |
Haknefira
CopT: |.ﬁ.very (&4 1 A5) w |
THn: H .
Ak nerka
L7411-6R - ReadyIndex Y
L7411-10R - ReadyIndex N THM: BHznTHaA KapToqka
L7411-12R - ReadvIndex EBICOTA! 5,08 cm
L7413 - BH3MTHAA KapToHES )
L7414 - BH3MTHAA KapTodES — Mgl B
L7415 - BH3MTHaA KapTodEa pazmep: B4 (21 % 29,7 o)
L7416-5M - IndexMaker Labe
[ HacTporka. .. ] [ Co34aTh. .. ] [ Ok ] [ OTMEHA

Pucynok 7.13 “OxHo mapamMeTpoB HaKJeHKHU

8. Kuomka OK Bo3Bpaiaer B quagoroBoe okHO "KoHBepThbI U HaKJIeHKu".

9. B mmanoroBom okHe "KouBepThl M Hakjeilkun" (PucyHok 7.12) B TEKCTOBOM
nosie "AJpec” BBECTH CBEJEHHUS, KOTOPBIE JOJDKHBI ObITh Ha KaKJAOW BU3UTHOM Kap-
Touke. B KOHIIE KaXkJIOM CTPOKHM HaJ0 HAXXUMaTh KiIaBuiry Enter.

10.Csenenus nis BBoja B mojie "Anpec':
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e Uwmsg, OtuectBo 1 ®amunud,
e JIOJDKHOCTB,
e Otnemn,
* Mecrto paboTsl,
» Anpec mecta paboTsl: uHAekc, ['opox, ynuna, aom, oduc,
* Tenedon,
e dakc,
* Anpec >IeKTPOHHOU MOYTHI,
* Anpec BeO-caiiTa.
11. Ilocne BBona cBeneHuil B okHe "KOHBepTBI M HaKJEHKHM' HaXaTb KHOIKY
"Co3aatn'".
12.Coznmactcsi HOBBIN TOKyMEHT, coaepxkamuii 10 BUBHTHBIX KapTOYeK, PacIoJio-
KEeHHBIX B Bue Ta0uibl (Pucynok 7.14).Cepbie TUHUHM CETKH, OTOOpakaeMbIe B OK-
HE JIOKYMEHTA, CIIyKaT ISl pa3METKU BU3UTHBIX KapTOUYEK U HE MEeYaTaroTCs Ha MIPUH-
tepe. Eciau ux He BUAHO, BKIOUKMTe oToOpakeHue cetku ("Tadamma/OTodpaxkarh
ceTKky").
13.TekcT TONBKO MEpBOi (1eBOIT BepXHEH) BU3UTHON KapTOUYKH HAJ0 OTPOpPMATH-
pOBaTh MO CBOEMY YCMOTPEHHIO, BBIOMpas mpudT, €ero pa3Mep, ouepTaHue, HHTepBa-
JIbl, BBIpAaBHUBAHUE U Jp. apameTpsl. [Ipu 3TOM Hago0 y4uTHIBaThH, YTO TEKCT KapTOU-
KU JIOJDKEH JIETKO U OBICTPO 4uTaThes. OCTalbHBIE KAPTOYKA MOKHO 3aMEHHTbH, CKO-
MUPOBaB Ha UX MECTO MepBylo. [locie 3Toro MOXHO pacreyaTaTb TOTOBBIM JTUCT Ha
npunaTtepe. [Ipu popmaTupoBanuu He ciemyeT BoIOUPATh GUTYpHBIC MIPUDTHI, KYPCHB
Y MICTIOJIb30BATh CBETJIBIA TEKCT HA TEMHOM (pOHE. DTO 3aTPYAHIET UTEHNUE BUSHTKH.
14.TTpu hopmaTHpOBAaHUM BUZHTKH MOXXHO HE HCIIOIH30BATh CTHIIH, IIOTOMY YTO
00bEM TekcTa HeOobIIoH. Mcrons3yiTe B MOIHON Mepe MeHIo DopMar.
15./1511 OpUEHTHPOBKU MOKHO UCIIOJIb30BATh, HAIIPUMED —
o it umenud — mpudT Arial (14 nT, monyKupHOe HauepTaHUE),
 JUTS JOJDKHOCTH U Ha3BaHus npeanpusatus — mpudT Arial (10T, oObruHbI#H),

* ocTanbHOM TeKCT - mpudt Arial (9 nt, 0ObIYHBIH).
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Cepreit Bavecnapopiu Kanimin Cepreii Bavecnapopnu Kannrin
K.T.H.. JIOLEHT K.T.H.. JOLIEHT

Kadenpa "HadopmaipoHnie TexHoqorim" Kadenpa "Hudopmanionnsie Texsonorum”
Xabaposekas [Nocvaapersennas Axagenis Xabaposckas I'ocyaapeTBeHHAS AKaeMiIs
Dxonomukn i Lpasa SDxononurn 1 [pasa

Tem.: +8(4212)22-48-99. Dake: +7(4212) 22-48- | Tem.: +8(4212)22-48-99. MDaxe: +7(4212) 22-48-
79 79 |
680042, XaGaposek, yi1. Tuxookeanckas. 134, 680042, XaGaposek, yi1. Tuxookeanekast. 134,
aym. 207. ayn. 207.

E-mail: skaleetien@ya.ru E-mail: skaleetien@ya.ru

DA F bebbn e~ 8 e PR R

Cepreit Bauecnapopnu Kamuitun Cepreit Bauecnapopuu Kamutun

K.T.H.. 1OLCHT K.T.H., JOLEHT

Kadenpa "HupopMaLioHHble TeXHOTOrHH'" Kadexnpa "HupopManuoHHble TeXHOTOrUH"
Xabaposckas 'ocynapcTBeHHasS AKaeMis Xabaposckas [ocymapcTBeHHas AKaTeMus
Oxonomuku u [Ipasa DroHoMuku u [Tpasa

Ten.: +8(4212)22-48-99, Maxkc: +7(4212) 22-48- | Tem.: +8(4212)22-48-99. Makc: +7(4212) 22-48-
79 79

680042, XaGaposck. yi1. Tuxookeanckas. 134, 680042, Xabaposck. yi1. Tuxookeanckas. 134,
e A7 e AR

=B

Pucynok 7.14 —JlokyMeHT ¢ MaKeTOM BH3UTHBIX KapPTOYeK

16.BcraButh HeOombImOe H300pakeHue wiau sorotur. (Ecimm 06 3tom cooOmmumt
npenojaBarelp). JIOroTun ykperuisier UMUK BIIajieiblla BUBUTHON KapTouku. Bera-
BUTH JIOTOTUII MOXHO 4epe3 komanny ("BeraBka/Pucynox/HU3 ¢aiina"). Jlororun
HAaJI0 TIOATOTOBHUTH 3apaHee. BMECTO JOroTuIia MOKHO HCIIONB30BaTh BCTABKY CUMBO-
na w3 mpudTos: Webdings Windings, Windings2 wiu kaptuaky u3 Habopa KapTH-
HOK BO BCTPOSHHON OMOIMOTEKE KapTUHOK, JIMOO U3 KapTUHOK Ha y3ne Microsoft
Office Online. KpoMe 3TOro MO>XHO KCIIOJIB30BaTh KOPOTKUE HAMUCH, COCTOSIIUE U3
OJTHOTO CJIOBA WM a0OpeBHATYPHl U OPOPMIICHHBIE KAaKUM-TO YBEIHYCHHBIM MIpU(-
ToM miH rpadudeckum cpeacrsom Word Art . TIpumepst oopmiteHUs] CM. Ha HILTIO-

crparusax (Pucynok 7.15).

XabapoBckaa NocypapcrBeHHas XrAan
Axapemna SkoHoMmunkn m MNpaea ——
KanutuH Cepreii Bauecnaposuy Kagegpa KanutuH Cepren
HoueHt "Undopm.TexHonorun" BayecnaBoBUY
¥n, TuxookeaHckasn, 134, od, 207 Poccns, 680042,
Xabapoeck, 680042 XaBaposok, TUxookeaHckan,
134, ayp. 207
TenedoH +7(4212) 22-48-99 TenedgoH: +7(4212)22-48-99
dake +7(4212) 22-01-02 dakc: +7(4212)72-02-21
skaleetien@ya.ru
http://www.ael.ru =
3n.noyTa: skaleetien@ya.ru

Pucynok 7.15 —IIpumepsl odopMiIeHHs BUSUTHBIX KapTO4eK

17.Tlocne Toro, Kak mnepBas KapTouka OyneT odopmiieHa, Kak 3TO Bac yCTpauBaer,
BBIJICITUTE €€ MOJHOCTHIO (BCE MoJie sTYeiKn Oe3 MPUCYTCTBHS OCJIbIX MOJICH) W CKOTHU-
pyite B Oydep oOMmeHa. [yt BBIAENEHUS BCETO MOJS KAPTOUKU aKKypaTHO Iepeme-

IIaiiTe yKa3aTellb MBIIIK 4Yepe3 JIEBYI0 TpaHuIly TabmuuHoil pa3merku. Korma ykasa-
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TEJIb U3MEHUTCS Ha MAJICHBbKYIO YEPHYIO CTPEJIOYKY, HAKIIOHEHHYIO BIIPABO, IEITKHUTE
JICBYIO KHOIIKY MBIIIHU. J[pyroi crmoco0 BBIMOJHEHUS 3TOW ONepaliy 3aKIr0vaeTcs B
CJIEIIYIOIIEM — YCTAHOBHUTE YKa3aTelb MBIIIH B TPABOM HUKHEM YTIIy TIEPBOM KapTOd-
KU ¥ IBaXIBI METKHUTE JICBOW KHOMKOW MbIIU. KapTouka Oy/eT BbIIeTIeHA [IETUKOM.
18.Ha MecTO BBIIEICHHOTO TEKCTa BCTABHTE€ CKOIHMPOBAHHBIN TEKCT M3 TEPBOM
KapTo4KH. BeieneHHas siueiika Oyer 3aMeHeHa KOMMeH epBOi KapTOUKH.
19.Haxxmute xiaBuiny TAB 4TOOBI BBIIETUTH CIEAYIONIYIO KapTouky. Ha mecto
BBIJICJICHHOTO TEKCTa CHOBAa BCTaBbTE coaepxkumoe u3 Oydepa odmena. [loBTopure
9TH OTEPAINH JIJIST BCEX OCTAIBHBIX KAPTOYCK, PACIIONIOKEHHBIX HA JIUCTE 3arOTOBOK.
20.TTocne BeIMOTHEHUS PabOT COXpaHUTE JOKYMEHT C 3arOTOBKAMH BU3UTHBIX Kap-
tTouek. Ecu npenogaBatenb cOOOMUT 0 HEOOXOUMOCTH MeYaTaTh KAPTOUKH, CIENIaii-
T€ 3TO, YCTAHOBUB HYXHYIO Oymary B mpHHTEp, U BeIOpaB komaHay Ileuyars. [lorom

MOJKHO OyZeT pa3pe3arb TOTOBBIN JIUCT, U MOTYIUTh 10 TOTOBBIX BU3UTHBIX KAPTOUEK.

TUNUYHBbIE OLLNOKM

1. Ilpu BrI3OBe "MacTepa KOHBEPTOB U HaKJIeeK' JOJKEH ObITh OTKPBIT XOTS OBI
OJMH JOKyMeHT Torma Oyzmer nmoctynHa komanzaa ("Cepsuc/Ilmcbma m pacchli-
ku/KonBepThl M HaKJIeiiKH").

2. 3arpoMoO’KAal0T MOBEPXHOCTh KApTOUYKH OOJBIINM JIoroTUIIOM. Ero Haymo nenatsh
npeaeabHo ManeHbKUM. OH CITY)KUT JIMIIb YKpaIleHHeM U IS OTOOpakeHUs! IpuHaI-
JeXKHOCTH K MpeanpusTuio. Jlydine yBeqIWYuTh pa3Mep TJaBHOM COAep)KaTelbHON
YaCTH KapTOYKH — UMEHHM BJIaJelblia U ero JOKHOCTH.

3. I TOYHOTO CTPYKTYpUPOBaHUS HHYOPMAIIMOHHBIX OJIOKOB B MAaKeTe KapTOUKH
HAJI0 MCIOJNb30BaTh BIIOKEHHBbIE TaONMIBl. be3 HUX comep)KUMoe KapTO4yeK He CTa-
OWJIBHO WM yCTaHABIMBAETCS HE JOCTaTOYHO POBHO.

4. JIns co3maHusl KPACOYHBIX M IIBETHBIX BU3UTHBIX KapTOUYEK U3 OOJBLIOrO KOJHU-
YecTBa Pa3HOOOPA3HBIX MIA0JIOHOB CO3/IaH CIEUUATBHBIN MPOrpaMMHBIN MPOIyKT MS
Publisher. Or moxer npuromutbcst B Oymymem. Eciiu ecTb BO3MOKHOCTB, TO PEKO-
MEHJIyeTCS ¢ HUM O3HAaKOMHUTHCS. HO BBIMONHATH 3aJaHuE MO CO3/IaHUI0 BU3HTHBIX
KapTo4ek Hajo Toiprko B MS Word.

5. Ilocne 3aMeHbl ocaeAHEN KapTOUKKU Ha)KUMatoT Kiasuiy TAB. Oto npuBoaur

K CO3JITaHUIO0 HOBOUM CTPOKH B TaOIUIE KAPTOUEK, U BHJI IOKYMEHTA MOYKET UCTIOPTUTH-

cs1. OTMEHHUTHh HEBEPHOE JCHCTBHE MOKHO KHOMKON "OTMEHUTD" .

81



3apaHue 6. CosznaHne nHopmMmauuoHHOro 6yknera

NudopmannonHblii 0yKJIeT — COBCEM HE MOXO0XK Ha TOT PEKJIAMHBIN MHCTPYMEHT,
KOTOPBIN NpU3bIBAET MOKYNaTeNlel K JeHCTBUIO — IpUoOpeTaTh ToBap win yciyry. OH
CILY>)KUT AJISL TOrO, YTOOBI JOOUTHCSI XOPOILIEro MOHUMAaHMS MMOKYNATeIsIMU CBOICTB U
Ka4ecTB MIPOAYKTA WM YCIYTH.

bnaronapst aToMy JitoI1 HAUMHAIOT MOHUMATh PA3HUILY MEXy XOPOILLIUM U MJIOXUM
IPOAYKTOM MJIM YCIYIOM M, B pe3yJbTaTe MpoJaBel] MOoIy4aeT XKeJaeMblii HHTepeC U
BHMMAaHUE HY)>KHOU IPYMNIIbI IOKYIIATEIIEH.

s co3nanust ”HPOPMAIMOHHOTO OYKJIeTa MOKHO MPUMEHHUTH IMA0JIOH, KOTOPBIH
Ha3bpiBaeTcs "bpomnopa”. OH npeana3HaueH as OBICTPO MOATOTOBKK MH(POpPMAIIH-
OHHBIX JIUOO PEKJIAMHBIX MaTEpPHAJIOB JIJIsl MaJloro OM3HEca.

B pycckom m aHTTIMICKOM fA3BIKaX €CTh pa3HUIlA B MOHMMAHWU CIIOB. Opomopa u
OyKJIeT.

Bpourtopa — (pp. brochure) Heneproandeckoe KHIKHOE U3aHHE 00BEMOM OT 6
10 48 (96)c. B 0010KKe B BUIEC HECKOJIBKAX COPOIIIOPOBAHHBIX M CKPETUICHHBIX JIHC-
TOB 3aIIEUATHIBAEMOT0 MaTepHana .

Bykaer (ot ¢p. bouclette «oneuko) — HenepuoauUecKoe TUCTOBOE U3AHKE, KaK
NPaBUJIO0, MHOTOKPACOYHOE, OTIIEYaTaHHOE HA OJHOM JIUCTE, CATBLIOBAHHOM JIIOOBIM
criocoboMm B 1Ba u Oonee cruba (rapMOIIKOW, JembTa00pa3Ho, C MONEePEUHbIM (alib-
IeM | T. J1.). B Buzme Oykiera 0OBIYHO BBITYCKAIOTCSI PEKJIAMHBIC IIPOCHEKTHI, KPATKUE
NyTEBOAUTENH, TeorpadudecKre KapThl U CXeMbI TOPOAOB I TYPHCTOB U T. 1. L[BeT-
Has ¢ portorpadusmu u wLTFOCTpanusMu nHpopmanus o pupme, e€ ToBapax, ycayrax,
3HAMEHATENBHBIX COOBITHSIX H T. 1. .

B Tom Buze, Kak 3TOT maOIOH MPEACTaBICH B KOMIBIOTEpHOW mporpamme MS
Word, cieayet moHuMaTh OyKJIeT.

BykJier, oAroToBaeHHbIH M0 11abinony MS Word, Moker ObITh OBICTPO Pa3MHO-
’KEH HeOOJIbIIMM TUPAKOM HE TOJBKO B TUHOrpaduu, HO U B MajoM oduce Ha 0ObIY-
HOM KOIIMPOBAJILHOW TEXHUKE.

3a c4€T TOro, 4To pa3MeTKa JHMCTOB U CTUJIM TEKCTa B OYKIIETEe CO3JaHbl 3apaHee,
IPOLIECC €r0 CO3JaHMsl YIPOUIEH U He TpeOyeT yyacTHs TaKUX CHELHATIUCTOB, KaK JAU-

3aifHep U XyA0KHUK.

! Credanos C. 1. Pexnama u nonurpadusi: ONbIT CIOBaps-CIpaBOYHUKA. PekmamMHbIe
texHonoruu. —M. : I'emma-npunTt, 2004. — 32@.
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['oToBBIN 3HeKTpOHHBII>’I JOKYMCHT IICYATACTCA Ha o0enx CTOpOHAax 6YM3)KHOFO
JIUCTa, 3aTCM JIHUCT crubaercsa B 3 pasa I10 rpaHruiaM KOJIOHOK TaKUM O6p330M, qToO II0-

Jy4aeTcsi OyKIIET CO CTpaHHUIIAMH.

Uenb

[To mabnony Hay4nTHCS CO3/1aBaTh HH(POPMALIMOHHBIN OYKIIET.

3agaHvue

B nporpamme MS Word co3nats nHOOPMAMOHHBIN OYKJIET AJIS MPOJBHKCHHS
OJTHOH ycIyTd mpeanpusiThs. TeKkcT roTroBoro Oykiera JOJDKEeH ObITh 0T(opMaTHPO-

BaH CTUJIIMU TCKCTA, NpUIarartonuMucs K ma6n0Hy.

TexHonorma paboTbl C NPOrpaMMHbIM NPOAYKTOM
1.

Xopa BbINONMHEHUA 3aaaHus

1. Ilepen cozmanmem OykiieTa HaO TIIATEIHFHO COOpATh MaTepHal O MOTPEOUTEIb-
CKHX CBOWMCTBAX M MOTPEOUTENBCKUX XapaKTEPUCTUKAX HOBOM YCIyrd WM aHAJIOTUY-
HOW CYyIIECTBYIOIEH yciayrd. Ecim maTtepuasioB HEJIOCTaTOYHO, MPUAyMaTh (aHTa-
CTHUYECKYIO YCIYTY.

2. B urdopmannonHoM OyKieTe H3JI0KEHNE MaTepuaia JOKHO OBITh MpeneabHO
KOHKPETHBIM M HATJISITHBIM, BIUIOTH J0 MCIOJB30BAaHUS CXeM, TaOIull, rpaduKoB, WIH
qyarpamMM, 4To0bl Y NOTEHLIMAJIBHOTO MOKYIATeNs M0C/Ie 03HAKOMIIEHUS ¢ OyKJIeTOM
HE BO3HMKAJIO HUKAaKUX BOIPOCOB. [IpoTHBOIIOKAa3aHO KCIIOIB30BATh JIO3YHIH U IPU-
3BIBBI ITOKYIIATh YCIIYT'y, @ TAKXKE — BOCXBAJICHUs YCIYIM Kak camou nydmen. Hampu-
Mep, TaM He J0JKHO ObITh — "BbiOepu nyuinee”, "He uau Ha kommnpomucc”, "Beap Tl
3Toro jfocroiHa", "He Xyxe ueM y nmojieil” U Tak Janee.

3. OtkpeiTs mabnon "bpomropa”. B HEM 3apaHee HammcaH TEKCT PYKOBOJCTBA
TEXHOJIOTUHU paboThI ¢ 3TUM 1adioHoM. [Ipourute ero.

4. TexcT pykoBoAcTBa ohopmMieH pa3HOOOpa3HbIMU CTUISIMH. VX Ha10 ucnomib3o-
BaTh NPU CO3JaHUM MH(OPMALMOHHOTO Oykiera. BHMMaTeapHO MpOCMOTpUTE UX Ha-
3BaHUS U BHEIIHUM BUJI U BBITUIIUTE B TETPAJb Ha3BaHUS HY)KHBIX U IIOHPABUBILINXCS
ctuneil. [lpu coznanuu Oykiera TEKCT Haa0 0(GOPMIISITh TOIBKO CTHIISIMHU, IIPUIIATraro-
IIUMUCS K 11a0JIOHY. VI3MEHATh UX Helb3sl, HO MEeCTa MX paclojioKeHus B Oykiiere —
MOHO. TeKcT pyKkOoBOJCTBA HaJ0 aKKypaTHO YJalATh U, B OCBOOOJMBIIEMCS MeCTe
IIOMEIATh CBOM TeKCT. Ilociie 3TOro NmpuMEHATh K BBEAEHHOMY TEKCTY HYKHBIN

CTHJIb.
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5. Ilepen Hauvanom 3amoJjiHEHHUs 1A0JIOHA HY>KHBIM TEKCTOM HEOOXOJUMO BBIMOJ-
HHUTH CJIEIYIOIINe HAacTpoiiku mporpammel MS Word:

* BKJIIOYHTH MaHed b ctuiiel popmatuposanus (“®opmar/Ctuiau u popmaru-
poBaHnue");

* OTKJIIOUUTH MaHENb UHCTPYMEHTOB '®opmaTtupoBaHue’. /[ 3TOro BBINOII-
HUTH KoMaHabl: "Bua/llanesn unctpymentos/ @opmarupoBanue”. Eciu koMaHIbI
OBUTH TIPaBWJIBHO BBITIOJTHEHBI, TO (JIAKOK CJIEBa OT HAa3BAHUS MAHEIX MHCTPYMEHTOB
"MopmaTupoBaHue” MCUE3HET.

6. TpeboBaHus K OPOPMIICHHUIO OYKIIETA:

* HEJb35 U3MEHATH CTAapble U JOOABISITH HOBBIE CTHIIN TEKCTA,

* MPOTUBOINOKA3aHO HCIIOJIb30BaTh KHOMKHA (POPMATHPOBAHMS, PACTIOIOKEHHBIE
Ha TMaHead WHCTPyMeHTOB "®opMaTupoBanme” (eciu ¢€ Mo KaKMM-TH00 MpUYMHAM
HE OTKJIIOYMIM). DTO MPHUBOAUT K MOJOMKE TOTOBBIX CTHJICH M K CO3AaHUIO HOBBIX
CTHJIEN TEKCTA,

* Tak)Ke Heb3s moJjib3oBaThesa komanaamu: "Ilpudt”, "A63an” u "Cnucok”,
pacIooKeHHBIMU B MeHIO KoMaH]1 " dopmat”;

e nnsi GOpMaTUPOBAHUS BBEIEHHOTO TEKCTa HAJAO MOJB30BAThCS TOIBKO T'OTO-

BBIMHU CTWJISIMH, PACIOJIOKEHHBIMU Ha MaHeNu MHCTpyMeHTOB 'Ctwin u dopmartu-

4

poBanme” (KHOIKA JJIs BBI30BA WMJIM CKPBITHS MaHEIM — L==| miau KomaHiel: "dop-

Mat/Ctuiu u ¢popMmaTupoBanue”);

* B Ka4yeCTBE MJUTIOCTPAIUil (€CIM OHM HEOOXOIUMBI JUIsl OYKIIeTa) HaJ0 BCTaB-
JSTh 4€pHO-0esble KAPTUHKHU, JIsl BO3MOKHOCTH Pa3MHOKEHHUS TOTOBOM OpOIIIOPHI Ha
00BIYHOM O(PUCHON KOMUPOBATHHON TEXHHUKE, UCIIONB3YIOICH YETHBIN TOHED;

* TOTOBBIM OYKJIET JIOJDKEH ObITh HameudaTaHa Ha OfHOM Jjucte ¢opmara A4 ¢
o0eunx cropoH. Ha kax0il cropoHe OyMa)xXHOTO JUCTa — IO TPU KOJIOHKH. DTO CTpa-
HUILIBI OyyIIero OykieTa.

7. Temaruka pa3zaenoB (KOJIOHOK) OykieTa cM. mintoctpaiuio (Pucynok 7.16):
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Komnonka 5

Komnounka 6

JIuueBas CTOpOHa

JIUCTa

Jlunusa cruda

noa

O6opoTHas cTo-

POHa JIUCTa

Konounka 2

Komnounka 3

Konounka 4

Pucynok 7.16 —MaxkeT cTpaHull OyKJieTa Ha ABYX CTOHAX JucTa popmarta A4

(xosioHKa 1). TUTYIbHBIN JIUCT;

(xosioHKa 2). CBeieHus o npooieme;

(komonka 3). Uto mpeyiaraeTcs JJis peIeHus 3TOH MPOOIIeMBI;

(xosonka 4). KakumMu BO3MOXHOCTSIMHU MPEANPHUATHS 3Ta MpodieMa pemacT-
Csl, KAKHE TEXHHYCCKUE, TEXHOJIOTUYCCKUE, OPTaHU3allMOHHbBIC MEPOTIPUSATHS U pe3ep-
BbI MCIIOJIB3YIOTCS MPEANPHUATHEM JIJISI OKa3aHUS 3TOH YCIyrd, Kakas OCHAIIEHHOCTb
NPEINPUATUS ¥ KBAIM(DUKALIKS TIEpCOHAIA,;

* (kosonka 5). OT3bIBBI MOKYIATEJICH WM IKCIIEPTOB O MpeiaraeMoil yciyre;

* (kosonka 6). BosmoxHocTu mproOpeTeHust U nieHbl. KoHTakTHas uH(OpMAa-
Ul

8. B uH}popMmaImu 0 BOBMOKHOCTSAX MPEATPHUATHS, 32 CUET KOTOPHIX OKAa3bIBACTCS

oTa yciyra (KoioHka 4) peKOMEHIyeTCsl yKa3aTh —

* Kakue JUICH3UHN WU TaTEHTHl UMEIOTCS JIUIsl BBITTOTHEHHSI TOW yCITyTH,

* KaKHe HCIOJB3YIOTCS PE3EPBBI M MPUMEHSIOTCS MEPOTIPUSATHUS TSI TTOTyUSHUS
yCITyTH TPeAIaraeMoro KauecTna,

¢ KaKMuC TCXHHUYCCKUC CPCACTBA UCIIOJIB3YIOTCA,
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* Kakasg KBaJu(UKalus MMepcoHala, OCYIIECTBIAIONIAs Ty IeATeIbHOCTb, U Ka-
KO€ CHelHaTU3UpOBaHHOE 00yUeHUE MOTYUUITN UCTIOTHUTENH,

* UMEIOT JIU OHM MPO(ECCHOHAIBHBIE HATPAJbI, MOOCKIATN JH B CIICHUAINA3H-
POBaHHBIX KOHKYpCax,

* Kak Ha OpeaNpHUSATHH NPOBEPSIETCS KAYECTBO YCIYTH,

* Kakue rapaHTUH KadyecTBa JJIsl MOTpeOuTens,

* Ha KakMX BBICTABKaxX M KOHKypcax Oblia MpEJCTaBI€HA yclyra, U Kakux Ha-
rpaj yIocToeHa H Jip.

9. B kosionke 1 cienyeT COXpaHUTh MECTOIOJOXKEHUE TEKCTa JJIs Ha3BaHUS
OpeaNpUsATHs, 3arojioBka OykieTa U JUIs Mmoj3arojioBka Oykiera. UToObl MpaBUIBHO
paccTaBUTh TEKCT B 3TOW KOJIOHKE HAJ0 PYKOBOJICTBOBATHCS HAa3BaHUSIMU CTHIIEH a0-
3areB. [1o Ha3BaHMAM CTUIIEH MOXKHO MOHSTH, YTO HAJ0 MUCAaTh B TOM HJIM MHOM MEcC-
Te B KOJIOHKe 1, a BMecTO 1m1abJ0HHON KapTUHKK BCTABUTh HYKHYIO.

10.B koJioHke 5 yka3aTh He MeHEe TPEX OT3BIBOB. [IpOMILTIOCTPUPOBATH KaXIBIH
OT3BIB MaJIeHbKOW (oTorpadueit 160 KapTUHKONU. YTOOBI KAPTUHKH M TEKCT PacCIo-
Jarajuch TApMOHUYHO, JJII KAPTUHOK MOXKHO YCTAHOBUTH OOTEKaHUE TEKCTOM CIpa-
Ba, WIN CJENaTh TAOJIUYHYIO pa3METKY C OECIBETHBIMU I'PaHUIIAMHU.

11.B kos0oHKe 6 1eHBI Jydllle yKa3aTh Tabuuieil. BHu3y kogoHku 6 cienyer co-
XPaHUTh PACTIOJIOKEHNE TEKCTa C PEKBU3UTAMH MPEIIPUITHS U SMOJIEMOM, Kak 1aHO B
mrabione Oykiera. OMOIeMy MOXKHO TIOMEHSITh Ha HYKHYI0. OOpaTtuTe BHUMaHuEe Ha
CTHJIb TEKCTa, IPUMEHEHHOTO K 3TOI 3MOieme.

12.B xax/10# KOJIOHKE, KpOME KOJOHKH 1, pa3MecTuTh 0 OJJHOMY 3aroJIOBKY Mep-
BOTO YPOBHS H, €CIIH TPEOYIOTCS, 3ar0JIOBKH BTOPOTO YPOBHS (€CIH UX CTaBAT, TO HE
MeHee 2-x B pasgnene). OcranbHble TOCTYIHBIC CTHJIM MPUMEHSTH ISl CTPYKTYPHOI
KOMITOHOBKH U BBIJICTICHUS HHPOPMAITUH.

13.Ha3Banus pa3zieioB cienyeT THIaTeIbHO MPOIyMaTh U HE UCIOIb30BaTh BMECTO
HUX Ha3BaHUs, UMEIOUIUECS B I1a0JI0HE.

14.Ha3Banus Bcex 5 pa3fenoB cieayeT ohopMisaTh cTuieM "3aronoBok 1'. Eciu B
Ha3BaHWU pa3zeia u3-3a BEIMYUHBI MpU(Ta B CTHIE KaKOe-HUOYAb CIOBO HE MOMeE-
IaeTcs MO IUPUHE KOJIOHKH, €ro HE CIEeNYyEeT MEPEHOCUTh WIIM U3MEHATh CTUJIb, a 3a-
MEHHUTb CHHOHUMOM. OOpaser] roToBoro OyKieTa MOXKET BBITVIAIETh KaK HA WILIIOCT-
pamusx, cMm. (PucyHok 7.17u Pucynok 7.18).O0paThte BHUMaHHUE, YTO Ha 3TUX WJI-
JIOCTpAIMIX MOKa3aH OyKJIeT ToBapa, a He YCIIyTH.

15.006paboTath BcTaBIeHHBIE B OyKIIET KAPTHHKHU C TIOMOIIBIO ITaHEIH HHCTPYMEH-

toB "Hacrtpoiika usodpaxenus’. Hanpumep, odpe3ars Kpasi KApPTUHOK, YBEJIUYUTH,
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WM YMEHBIIUTH SPKOCTh (KOHTPACTHOCTD), YCTAHOBHUTH MPO3PAYHBI IIBET U JP. CM.
(Pucynoxk 7.19)u tabnuiy (Tabmauma 7.1).

16.[IpuMeHHTH Cc)KaTHe KapTUHOK JJISI TOTO, YTOOBI (haiiin OykieTa cTajl Kak MOXKHO
MeHbIIero oobéMa. B TakoM BHIe €ro Jierde XpaHuTh U MepeaaBaTh MO JIEKTPOHHBIM
KaHaaM CcBsi3u. C)kaTue KapTUHOK B OYKIIETe IS yIalIeHUs MX OOpe3aHHbBIX KpaéB 1
YMEHBIIICHHSI UX pa3Mepa B OaiiTaX BBITIOJHICTCS WHCTpyMEeHTOM "CiKaThe pPHCYyH-

KOB" Ha maHenu nHcTpyMeHToB "Hacrpoiika uzoopaxkenus”, (Pucynok 7.19).
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NETEFITTS
DKCITEPTOBR

Ayasneesa E.B., npodreccop,
AOKTOP IKOHOMMYECKHX HAYK
Axasensmn HaposHOT0
XK03AHCTEA PH NP ABMTEAR CIBE

ra

Bro YPEHKZAI:HZ.H TEHHOAOTHE, KDTDPYI—O H’PDCTD
HEDEXDAMN]D ZANATeHIOE3TE EOD BCRH CTPZHZX

MId’Pﬂ.

Baitxos A, soxTop
MEeAMIMECENN HAYE,
mod eccop KANHEES
Hrrrepraes

Verpofierso HEMTPOHE nosnocmkio
CEIMMAET BOSASMCTEME MEAYY eHMA KOMITEF0T epa
¥ mobuspHOro TeasdhoHa Ha HeHIpanbHYED

HEPEHY R CLICT eIy

Beasmcos B.A., kanamaar
bxtosomyecrsms mays I HL,

uncrTyT Brrodhaoarem

HEMTPOHITE, chumaaet aeficTEMe VB EHILT
nobabHOro Teaechora Ha BrDAOTIHEecEIDT

afreenT.

IPITMEHEHITE

YCTAHOBEA

1. AgerareTe HER TROHME 13 FIAKOERL

2, OMA eAMTE OT SAINTITHOTO CAC

3. [IpMeAclTTE HL NEPEAHIO K [IAHEAE
FOPIIYCA B ASBOM YIAY SKPIHA HAM MCHMTORE,

Ha E3AHEH MEHEAN COTOBOTS TeasdoHL

4. He p0TIycracT ol NEpERASHEATE TEMEOD.

ITEHA

IMersa 500 pybaern

Hedimeporar sqpeetenghugosarn 6 1 oopeecnide
wroftemeral DS wawens nawerms
M2 759578,

Char eodrnaas 10 aem

Hageers dee cueners 3duumn: o
RORUPOFARNA 8 ROCHOOMENHEE

[

Komnanwa «Buonmean
50000 Habaponex
yo Baszmrzops, 10
Teiedp o ($213) 24-85-60
Bane: (213 M-55-57

OO0 «BFICHL T Ay
HENTPOHMK

TIERDAATIROD AbEdHEIC

2GR 113 TVUEHIGT

Pucynok 7.17 —-O06pa3en nepBoii cTopoHbI OyKJieTa TOBapa
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BAITAHITE
N3AVUEHITIT HA
YEAOBERKA
VICTOUHLTELT

SAEKTPOMATHIITHELL
MEAVUEHITL

TTPITHOP
HEITTPOHIIK

HAZHAUEHIE

CoToBRIE TEne El:l OFEL I 348K T P OFHO- /A BRI
TEyERIL TeASEIEOR OF M MOHMTOPOE

K OMITE FOT &P OF ABAAHITCA Momﬂein.mmm

HICT OIERE SV 3465 T ORATHLIT HELE FEAY SERIL,

BOZAEMCTBHA MEAYVUEHIL

IIpubop mpearasHader 4nd 3 EMRTE OT
FO3ASMCTEID COTOFEDH T8aeHOHOE M
SACKTPOHHDAYIEFER TPYDOK, YoT SHOEASHHEX B
TEASEISOP S 1 KOMITEEOT 63 HER MOHMTOP 3.

SPOEKTHMEHOCTE

HCCI\EADBZI—MHIVMYCIZHDBAEHD, UTO 3T
mn}rqerms, HPDH:HKZ.H E HEV[BDI:& DPTEI‘]IGBI\'T:
E D3ABI:IGIBYI—OI F13 MeRRASTOHOM VP OFHE,
BEGBEAL PZB:";H‘-IHhIE HBPYLHEHI{H T KaK
CABACTEIE, =ahoAeRAHILL.

5. BAEKTPOMETHMTHEIE MEAFIEHMA A CTRYIOT
Hi HEHTIPAALHVED HEPBHYI0 CHCTEMY,
HMMMYHHYE) CHCTEMY 11 HA MO3TOBEIE
PHIMEL

6. AATEARHOE BOGA EICTENE MEATHEHITT
OPMECAAT K FTOMAAEMOCTH, AETIPECCETH,
HEPBHBIM CPEIBAM, TOADBHBIM DOATM H
DECCOHHMIE. ¥ JATMARTCA CAYIAN
IPOCIYAHELR 1 BHPYVCHELX 320 0 ARBAFIEL

T. Co BpEMEHENM STH Eog EHICTEMA TPHESAAT K
HETIPEPLEIBHOMY HCTOINEHHE, 0ITYX0AAM H
3A0KAUEC TBEHHEIM HOB000PA3 0B AHILAM
CTpaadeT He TOABRRD POACAEMTEABHOCTE
HIEHLL, HO M eE FAYE CTEC,

g. 9.

TenedhoH FREEAIOTEH, TenedomH BrarodeH,

npubopa Het. mpubopa Her

10. 11.

Tenedhon pabotaer ¢ Tenedhon PZEDT“E c
mpubopor 30 o npubopons 30 apert

VMEEBIIT 26T BOSASIICTEMe HA pabodeM MecTe
4epes 3 nomgT nocae yeranosm B 1,5 pasa,

B reuermie 35 apgelt oy ernIe TeHEIITARTCA 1T
BBIp AFHMEAET CA ¢ (DOHOBLIM YPOFHEM.

Tlaomiasy BOSAEHCTENS MEATIEHME COKPALIARTCL
eh5pma

Slapecucrapuposar & Tocoeecrape
wrofgenerai Pocwiocod Pedefiayan,
sadgers naprerms M2 1385 78,

VCTPOIICTBO 11
TTPTTHITITIT
AETTCTBITA

YCTPOMCTEO

Ilpeacrasnger cobor maockrs:
ronorpadere st kEgapar 330 noa Ha
NOAMETHASHOBOM MAM TeK CTOAMTOBOH OCHOBE,
ToarmpEoi 0,2 pea, Ha K0T opoM poneTena
MMEPOCHEMA M= TOHEOTD TOKOHPOEOASILETO
BIAT EfI1AA, MMEEOIILETD BHT [ eHEEORD

KPHCT AnndTie CKY'I—O CTPYKTYPY

He rpebyer suepronorpehaerimm.
TTPITHIIAT I AEFICTELLA

Haurnsaer pabory oapoep emessn ¢

BEAMM SHMEN MEATIAT 64, YMEHBINAT
ASKTPOMATHITIOE [I0AS I MATKOE
PEITEHOB CROE MRAyYesEe. | OTEARTE eHIMeN

MEATHAT end MpUROp P eEparger paboTare.

Ilpubop cozaaer soxpyT ceba moae, xoTopoe
ASIICTEYET B Ip OTMEO(ase SAeKT pOMATHIMTHONMY
HOA DBATIAT 8.

BOZAEVICTBME HA HEACOBEKA

Mo panvsEM Becnefossqed HecTeryTa Om M
MEHWETEPCTRR AADABOOXPRHEHNT

*

o aen Y

—r— ey
@ 1 3 %3 4 B B T B B W W 11T T

Pucynoxk 7.18 “O06pa3en BTopoii cTOpoHbI OyKJieTa ToBapa




BcraButh pucyHok KonTpactHOCTb

SpkocTh

Co6poc na-

pamMeTpoB

H: .‘Tpui?iﬂab mﬁpame ATCT: T,

dopmar

Y CcTaHOBUTE
[ToBopoT Tun Cxxatue IpO3pauHbIii
OOrekanue
BJIEBO JIMHUA PHCYHKOB [IBET
TEKCTOM

Pucynox 7.19 —Ilanean uncrtpymentoB " Hactpoiika uzoopakenus”

Ta6auna 7.1 —HazHavyeHHe KHONOK NMaHeJu MHCTPYMeHTOB " HacTpoiika

u3odpaxenus”

Knonka

TlosscHeHnue

Lﬂ

Bcrasnser nzobpakenue B JOKyMEHT ¢ TOMOIIbIO rporpammsl “TIpoBo-

HUK

v

OTKpBIBaET MEHIO N300paXKeHHS: aBTOMAaTUYECKOE 0TOOpakeHne n3o0pa-
eHusl (Kak BBITJIAMT W300pakeHUE B OpUrHHae, 0e3 mpeoopa3oBaHuii),
npeoOpazoBaHKe H300paKEHUS B OTTEHKU CEPOro [IBETa, IPUBEICHUE H30-

OpaxeHus1 B 4epHO-0es1oe, mpeBpalieHne N300paxeHus B TOIJIOKKY

VYBeanuuBaer KOHTpPaCTHOCTb I/I306pa)KCHI/I$I

YMeHbIaeT KOHTPACTHOCTh N300pakeHNUs

YBeau4uBaeT APKOCTb I/I306pa)KeHI/I}I

YMeHbIIaeT SIPKOCTh N300paKeHUs
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Knonka | IlosgcHenue

OO0pe3aeTt TUIIHKE YaCTH U300pakeHHUsI

HOBOpa‘II/IBaeT I/I306pa)KeHI/Ie BJICBO

OTKpBbIBaeT BHIOOP THITA ¥ TOJIIMHBI BBIJCICHHON JTHHUU (€CIIM OHA HApH-

2
Al

COBaHa C MCIOJIb30BaHHEM ITaHEJIM HHCTPYMEHTOB "PrucoBanue")

«
3

CxnMaeTr 00beM KapTHHOK B 0aliTax 3a CYET HE3aMETHOTO CHUKEHUS UX

L

Ka4dy€CTBa

YcranaBnuBaeT 00TekaHne N300paKeHUSI TEKCTOM

||

OTKpBIBa€T MEHIO HACTPOIKK (hopMaTa W300paskeHuUs.

-
-—

YcraHaBiauBaeT MMpO3PavYHOCTDb 0003HaYCHHBIX MECT Ha I/I306pa}I(eHI/II/I

COpacbIBaeT mapameTpbl H300paxKeHUs

i IN(E

17.Jlna cxxaTtus WUTIOCTPAaLUA pPEeKOMEHJyeTcs MPUMEHUTh HACTPOWMKH, MOKa3aH-
Hble Ha pucyHke (Pucynok 7.20).

18.bykner coxpaHuTh Ha JU4YHOM duienib-HakonuTene. Ha3Bate (aiin mosHbIM
umeneMm, craenytromiero suga: HASBAHUE VYCIIYTI'U 6ykner, rae Bmecte cioB HA-
3BAHUE YCJIIYT'U yka3arh Ha3BaHUE YCJIYTd, a MOCJE€ HUKHEro MOAYEPKUBAHUS
IpUIUCcaTh CI0BO "OykieT". DTo Ha3BaHHE OyAeT Ba)XHO NMPH BBIMOJHEHUU CIIEIYIO-
et 3anaun (Co3manue pekjiaMHOM JINCTOBKH), Ha cTpaHuiie 94.

19.Haneuatats OykJIET Ha MPHHTEpPE U CHAYH IpenoiaBarento (eciad OH 3TOro
Tpebyet). Eciu mpenonaBatens He TpeOyeT pacliedaThiBaTh OYKIET Ha NpPUHTEpE, —
IpEeIbsBUTh €My JUISl MPOBEPKH 3JIEKTPOHHBIM 1oKyMmMeHT. Ilpu medatu Oykiera Ha
NPUHTEPE OH JOJDKEH OBITh pa3MemEH Ha 00eWX CTOPOHAX JIMCTA, MOCIE YEro JIUCT
JIOJDKEH OBITh COTHYT B 3 pa3a, 9ToObI MOIydnICcs OyKIIET CO CTpaHUIIAMH.

20.TTokazaTh BBIMOTHEHHYIO pa0OTY MPENOIaBaTEeIIO.
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CHarHe pHMCYHHOR g|

[MpHMEHHTE

()20 BCEM PHCYHEAM A0KYMEHTA!

MEZMEHMTE PaspeLEHHE
{:} AnA MHTEpHETA K 3KpaHa
'@} ANA NeYaTH PazpeweHye: 200 ToYer Ha AHIAM
{:} HE H3MEHATL
MNapaMeTpel
CHATE PHCYHEH

¥ AAMMTE 0OpEsaHHEIE 0BNaCTH PHCYHEOE

O ] [ OTHEHE

Pucynok 7.20 -MeHI0 C:KaTHSI KAPTUHOK

TUNUYHBbIE OLLNOKM

1. BmecTo oHO# ycnyrd B OYyKJIET MOMEIAT HH(POPMAIIUIO O HECKOIBKHUX YCIIy-
rax, HanpuMmep, o Typax B Kuraii. Creqyer moapoOHO OCBETUTH TOJBKO OJUH Map-
mpyT, Hanpumep, B Kurtaii, n yka3arb 0COOCHHOCTH KOHKPETHOTO Typa, IMporpaMmma
NyTENIeCTBUS MO JHSAM W Yacam, MOKa3aTh NEpeMElIeHHuEe MO MaplIpyTy, OTMETHUTh
TOYHYIO KBIM(UKAIUIO THAOB, MOTPEOUTEIHCKUE XaPAKTEPUCTHUKU TPAHCTIOPTHBIX
CPEICTB, KOHKPETHBIC YCIIOBHSI MPOXXHBAHMS W THTAaHUS, TOYHBIC IICHBI 32 MyTEBKY,
CTPaxoOBKY M JIp. CBOWMCTBa Typa. biaromaps moapoOHBIM ONMMCaHUSM IO 3apaHee
JIOJDKHBI OYEHB XOPOIIIO MPECTABIATh KaK OyAeT MPOXOIUTh IMYTEIIECTBUE U YTO OHH
yBUIAT. ONUCaHKe TOJDKHO OBITh TOYHBIM, KOHKPETHBIM, CYXUM U JIeNOBBIM. be3 Boc-
TOPKEHHBIX MM TyMaHHBIX (OOTEKaeMbIX) BBHIPAKEHHI, HapUMeEp, "BCE BKIIOYEHO"
WM "TIOJTHBIN MaKeT rapaHTuil .

2. B mab6none "bpomopa” 3apanee HanucaHbl CIIPaBOYHBIC MAaTEpUAIIbI O TEXHO-
JIOTUU CO37aHMs HYKHOTO nokymeHTa. OHH 0(pOopMIIEHBI Pa3HOOOPA3HBIMH CTHIISIMHU.
DTO clieaHO TOJIBKO JIJISl HATJISHOTO OTOOpaKeHHsI TOTOBBIX CTHJICH, a HE JUIsl TPH-
BSI3KU KQXKJIOTO CTUJISI K KOHKPETHOMY MECTy OyKJIeTa.

3. Ynansror ctunm ab3areB U CTHIM 3HAKOB MO0 M3MEHSIOT TOTOBBIE CTHIIH ab3a-
IIEB U CTHJIM 3HAKOB HOBBIMH. JTO MPOTUBOPEUUT 3ananuto. [IluprHy KOJOHOK TeKcTa
TOKE U3MCHSIThH HEIb3sI.

4. He ucnonb3ylOT MHOTOOOpa3HBIE CTHJIM TEKCTOB, Pa3MEMIEHHBIX B IMAOJIOHE,
YTO MPUBOJUT K OTCYTCTBUIO HYKHOTO BBIJIEJICHUS HH(DOpPMAIINY U yXyIIIaeT e€ Boc-

IIPUATHE.
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5. CrpemsaTcst BBIMOJHUTH UHOOPMAIIMOHHBIN OYKJIET MO aHAJOTUU C PEKIaMHBIM
OYKJIETOM — SIpKO, HAIlOJHEHHBIM JIO3YHTaMH U PYKOBOJCTBAMHM K JCHCTBHIO (OCyile-
CTBJICHHUIO TIOKYIIKH), 3a0bIBast, 4TO MH(POPMAI[HOHHBIA OYKJIET UMEET APYryI0 CICIH-
¢buKy — OH Ja€T UCUEPIBIBAIOIIYI0 HHPOPMAIINIO, HE TTPU3bIBAs MOKYMaTh. [IpuduHOiA
HETPABUIBHBIX JAEHCTBUI MOXET ObITh HHTCHCHBHOE MOTPEOICHUE PEKIaMbl (0 CTa-
THUCTUKE, B CPEIHEM Ha OOBIYHOTO UeJIOBEKa €KEIHEBHO BO3JACHCTBYET 00Jiee NBYXCOT
PEKIaAMHBIX MOCJIaHUN M3 Pa3IMYHBIX UCTOYHHMKOB) YTO CKA3bIBACTCS HA W3MEHCHHUH
€ro MBIIUICHHS, TUChMa U peun (M Jake Ha MOBEJACHUHN).

6. B KkoHIle 3aroJIOBKOB CTaBSAT TOYKY, WJIM JBOETOUYHE. B KOHIIE 3aroJIOBKOB 3TH
3HAKU MPENUHAHUS HE cTaBsTcs. B nHpOpManimoHHOM OyKJIeTe He CIeAyeT UCIIOIB30-
BaTh B 3ar0JIOBKAX BOCKJIMIIATEILHBIC H BOMIPOCUTEIBHBIC 3HAKH. DTO HE COOTBETCTBY-
€T CTHJIIO U3IaHus.

7. Vcnonp3yroT IBETHBIE KAPTHHKHU, KOTOPBIC MPHU YEPHO-OEION MedyaTH TepsIoT
BHI.

8. TekcT MHOTOCIIOBHBIN, HE KOHKPETHBIM, W30BITOYHBINA. BOJBIIOE KOIUYECTBO
CJIOB MPUBOJUT K M30BITOYHOCTH MHpopManuu. M3 Tekcra ciepayer ynaisaTh JIUITHUE
CJIOBA, KOTOPBIE HE BIUSAIOT HA KOHKPETHOCTH MepeaaBaeMoit nHpopmaIuu.

9. OmHoTunHY0O WHGOPMAIHIO, HAPUMED, IICHBI, XaPAKTEPUCTUKHN YCIYTH CIIEIY-
€T pa3Melarh B TaOJIUIAX, a HE CIUIONTHBIM TEKCTOM.

10.He ucnone3yrotcst rpaduku ¥ auarpammbl. st cokpamieHus: BpeMeHU O3Ha-
KOMJICHHS TIOTPEOUTENISI C TEKCTOM OYKJIeTa ClIeyeT MPUMEHSTh CPEJICTBA HATIISTHOTO
OTOOpaXEHUsI TOTPEOUTENHLCKUX CBOWCTB YCIYTH; MX IH(PPOBBIE XapaKTEPUCTHKHU
Jy4IIie MOKa3bIBaTh B MPOCTHIX rpaduKax, KPYroBBIX HIIA CTOJIOYATHIX JUArPAMMax.

11.He npuMeHSIOT aBTOMaTHYECKOE CXKaTHEe KapTHHOK. DTo popmupyet daiin u3-
OBITOYHOTO pa3Mepa U MOXKET MPHUBECTH K MPOOJIEMaM MPHU MEPEChUIKE 1O AJICKTPOH-
HOU MoYTe WJIM TIepeaud Ha MAarHUTHOM MJTM ONTHYECKOM HOCHUTEE.

12.]1ns1 cozmanus Oykiaera BMecto nmporpaMMmbl MS Word ucmonb3yroT nporpaMmmy
MS Publisher, rae ecth momoOHbI# 11a0I0H, HO TPEAHA3HAYECHHBINA TOJIBKO JUIS PEK-
JIAMHBIX, @ HE IPOCBETUTEIbCKUX IICJICH.

13.Henb3s mpumeHATh B MHOOPMAITMOHHOM OYKIJIETE CIEAYIOIIHE dMOIMOHAIBHO
HaCHIIICHHBIE (Ppa3bl:

e "Cnemmute!" "He ymyctute cBoit manc!" " Cuenaiite 310 1151 cBoero pebenkal”
u ap.;
e "VHukanpHOe TpemioxkeHue”. "YHHKampHas TexHouoruA'. YHHUKalbHas

dbopmyna kpema" u ap.;
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e "DKOJOTHYECKH 4YHUCThle Martepuanbl , "ToJIbKO NPUPOAHBIE MaTepHUabI’,
"T'ubkast cuctema CKUI0K" U Jp.
BmecTo HEX Hamo 000CHOBATH MOJIE3HOCTH YCIYTH M TEXHOJOTHH €€ TMPeoCTaBIIe-
HUSL.
14.CtpemsaTcsi cOXpaHUTh MECTa PacCIOJIOKEHMsI CTHIIEH TeKcTa B IIA0JIOHE, 3aMe-
HSII TEKCT W3 ma0yioHa Ha cBoil. Hampumep, ecnm B mabiioHE 3arojiOBOK IMEPBOTO
YPOBHSI PACIIOJIOKEH B KOJIOHKE 2, TO €ro TaM M OCTaBisioT. Ha mpyrux crpanumax
OyKJjeTa 3arojloBKM MEPBOrO YpOBHS He muiryT. Ecian kooHka 6 B mabmone Oykiera
mycTasi, TO U TEeKCT B TOTOBOM OYKJIETe TaM MO4YeMy-TO He pa3merniatoT. Hamo pazme-
IIaTh TEKCT B COOTBETCTBHHU C 33JaHUEM, Ha KaXAOW cTpanuie Oykiera. [lomoOHoM
e OIIMOKOW SABISETCS pa3MelneHue Tene(oHHOro HoMepa B KOJOHKe 4 Oykierta.
Howmep tenedona B madione opopmieH crmwieM "3aroioBok 3'. [loaTromy 3TOT CcTUIH
MOYKHO TMPUMEHATH U B IPYTHX MECTaX JOKYMEHTA JJIs BBIJICICHUS HY)KHOTO TEKCTa, a
10 3aJJaHMIO JUIA HOMepa TenedoHa MPEeanpUsTUs ONPENEICHO MECTO B KOJIOHKe 6, B

PCKBU3UTAX NMPCANIPUATHS.

3apaHue 7. Co3paaHue peKkrnamMHOM IMCTOBKU

PeknamMHble JUCTOBKHM CTajld Ha3biBaTh uiaepaMu, MOMUYEPKHUBAs WX HUCKITFOYH-
TEJIbHO KOMMEPUYECKYIO HAIPaBJICHHOCTD.

®aep (anri. fly — nerarts) — pekIaMHas THCTOBKA, COEPIKAIAs BAXKHYIO HH(OP-
MAIlMIO O BBIITYCKE HOBOW MPOJYKIIUH, O HEKOTOPOM COOBITHH WJIM OTPAHHUYCHHOM BO
BpeMeHHU mpeioxkeHnn. Yacto maét mpaBo Ha moiydeHue ckuaku. dmaepbl pa3odpa-
CBIBAIOT WJIHM Pa3/Ial0T Yyepe3 MPOMOYTEPOB.

MpomoyTep (anri1. t0O Promote —croco6CTBOBATh, MOMOTaTh, TMOICPKHBATE) —
COTPYIHUK B peKiaMe (4acTo BPEeMEHHbIN), 3aHATBINA B CIICIHATbHBIX AKIUAX, CBSI3aH-
HBIX C TIPOJIBMYKEHUEM UMEHH KOMITAHUH, TPOAYKIMH U JP. U HAXOSIIUICS B IPSIMOM
KOHTAKTE C TIOTpeOUTEIEM.

3ajaHue 1Mo Co3MaHui0 (pyraepa COCTOUT B pa3pabOTKe CrEIUATU3UPOBAHHOM JIKC-
TOBKH, COJIEpIKaIlledl CJCIYIOIIHe DJIEMEHTBhI: OKAHTOBKY, M300paKeHHs U OpOCKoe

dbopMaTupoBaHue TEKCTA.

LUenb

N3yunts BO3MOXHOCTH (pOpMATUPOBAHUS PEKIAMHOMN JHCTOBKH B mporpamme MS
Word.
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3apgaHue

Co3nath peKiIaMHyt0 JIUCTOBKY (¢aep) B mporpamme MS Word.

TexHonorma pa6boTbl C NPOrpaMMHbIM NPOAYKTOM
1.

Xopa BbINONMHEHUA 3aaaHus

3a/1aHle MOKET BBIMOJIHATHCS ABYMS CTOCOOAMMU:

1. Tlo roroBoMy miabjoHy (eciau B ayJAUTOPUU €CTh BO3MOXKHOCTH 3arpy3Kd U3
111a010HOB (uraepoB u3 [106anbHOM HHPOPMAITHOHHOM CETH),

2. Tlo caMOCTOATEIBLHO CO3aHHOMY 11A00HY (eC/ii HET BO3MOXKHOCTHU 3arpyKaTh
11a61oHb! U3 ['106anbHO# HHOOPMAIHOHHOM CEeTH).

O BbIOOpE crtoco0a BHITIOTHEHUS 3a]]a4K COOOLIAET MPENo1aBaTeb.

@naep co3naércs Mo TOW ke TeMaTUKe, 4To OblI co3/aH OykieT. Paznudue B TOM,
41O BO (hraepe momemnraeTcs pexiamMHas nHGOopMalus, MPU3bIBaoIas BOCIOIb30BaTh-
csl yCIIyroi, a B Oykiiere —noapooHas nadopmaius o0 yciuyre.

Ha3Banue xommannu "N" ucnons3yromiei ayrcopcepoB, OCTaETCA MPEKHUM, KOTO-

poc OBLIO IMPUHATO IIPpU COCTABJICHUU PC3HOMC, 6YKJ'ICT3 1 BU3HUTKHU.

Cnocob6 1. Ucnonb3oBaHue wabnoHa ohopmneHns ¢pnaepa

1. Ilabnon odopmueHus (racpa MOKHO B3SITh HA CaiiTe MOAAEPKKH 3TOTO MOCO-
ous [18] nnm Ha y3ne Microsoft Office Online [19].

2. 3arpy3ute BHIOpaHHBIN 1a0I0H Quiaepa.

3. 3aMeHuTe MaHHBIE CBOMMH, YUYUTHIBASA, 4TO (raep — ITO peKIaMHBI HCTOYHUK,
IPU3BIBAIOLINI K COBEPIIEHUIO TOKYIIKH.

4. BcraBbTe JIOTOTUN (€I OH TpeOyeTcs).

5. BcraBbTe HEOOXOUMBIEC UILUTFOCTPALIUU U3 OyKIIeTa.

6. Ilocne 3aBepmieHUss pabOTHI COXpAHUTE IOKYMEHT Ha (IelIb-HAKOMUTENEe M
npeabsiBUTE MpenojaBatento ¢ain ans nposepku. Ecnu mpenogaBatens cooOIHT 0O
HEOOXOAMMOCTH TIedaTu (iaepa, clenanTe 3T0, yCTaHOBUB OyMary B MPUHTEP, U BBI-

OpaB koMaHy Ileyars.

Cnocob6 2. Co3pgaHue wabnoHa ochopmneHus cpnaepa

1. Cosmatb uuctbiii gokymeHt. ([Ipu otkpeiTuu mporpammel MS Word cpasy cos-
Na€TCs YUCTBIA JOKYMEHT).

2. YcranoBuTth "[lapamMeTpbl CTPAHUIBI '
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* "IToas": mpaBoe, IeBOE, BEPXHEE, HIDKHEE — 110 2 CM,

e "Opuentanus”. Kamwxnas,

e "CrpaHuupbl". 2 CTpaHUIIBI HA JIUCTE,

* "Uctounuk dymarn/Beprukannnoe BoipapHuBanue’: [1o nenrpy".

3. 3agare ¢opMaTUpOBaHHME TEKCTa MO YMOJYAHUIO JJsi CTwisl ab3areB "OObIu-
", Tekcr Ha ¢umaepe Oyzaer kpymHbIM. Hamo 100aBUTh HEKOTOPBIN OTCTYI MEpen
KaX/IbIM a03a1eM, 9To0bI JOCTATOYHO OTACIUTH X APYT OT Apyra. DTO CAeTaeT TeKCT
YIOOHBIM JTSI YTECHUSI:

o "IIpudt": Arial,

* "HauepTanue": [TomyXupHBbIii,

* "Pazmep": 18,

e "A63an/OTtcTynbl 1 MHTepBaibl/BoipaBuuBanue”: "Ciepa”,
* "Ad3an/Otcrynsl u nHTepBaiabl/UuTepBai/mepen”: 24rr.

4. OcrtanpHbIe CTHIA HCIPABUTH IO HEOOXoauMocTu. Jlydre, ecii oHU OyayT To-
XOXKH Ha CTHJIM HHPOPMAIMOHHOTO OyKIeTa, O KOTOpPOM HamuMcaHo Ha cTp. 71
(3amanme 5).

5. Kypcop B 1oKyMeHTe MOSBUTCS B CEPEAMHE CTPAHUIBI OKOJIO JIEBOTO Kpas I0-
KYMEHTA.

6. Jlo6aBUTH K CTpaHHIIE OKAHTOBKY:

* "I'panuns u 3anauBka/Briaaaka Crpannua/Tun/Pamka”: Beibepure o0oi
NOJXOJIALINI BaApUAHT OKAaHTOBKH,

o "I'panunnl ¥ 3aiauBka/Bkiaaaka Crpanuna/llpumenurts K" . "BceMy 10-
KYMEHTY".

7. T'paHuiia MOSIBUTCS MO KPasiM IOKyMEHTA.

8. Bmectu TekcT, KOTOpBIA JoikeH ObITh Ha (uaepe. [Ipu HakaTHH KIaBHUILIU
Enter HoBwIit aG3a1] HaUHETCS ¢ OTCTYNOM 24 MyHKTa OT Mpeasiaymiero. Eciu tpedy-
eTCsl HayaThb HOBYIO CTPOKY 0€3 OTcTyma OT MpeablAylleil, HaXMHUTE KIaBUIIU
Shift+Enter. Dta komanaa mpuBeAET K BCTABKE HEMEYaTaeMOro 3HakKa pa3pbiBa CTPO-
KA U TPOU3OHAET MPUHYIUTENbHBIA IEPEHOC CTPOKU B TOM e camoM ab3ane. TekcT
JIOJIO’KEH OBITH CIEAYIOIIETO COAePKAHUS:

* Ha3BaHUE yCIyTH,

* B 4€M COCTOMT YCIIyra,

* YTO KJIMEHT NOJYyYUT OT MPUOOPETEHUS YCIYTH,
* CPOKHM MPEIOCTABICHHS YCIYTH (1aThl, BpeMs),

* Kakas CKHJIKa MPeIbsIBUTENIO (aepa,
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» Kyna oOpariatscs 3a ycnyroi (aapeca u cpeicTBa CBS3H).

9. Ilocne HabGopa TekcTa HAJO OLIEHUTh, KAK OH BHITTSIUT Ha (raepe. s moBbI-
MICHHSI €T0 XYJI0KECTBEHHOTO M 3MOIMOHAIBHOTO BOCIPHUSITHS MOXHO BEPHYTHCS K
OPEBIIYIINM OIEpalusM, YTOOBl 3aHOBO OT(HOPMATHPOBATh CTPOKH, CIEIAaB HX
Oonpire wim MeHbine. [lomyckaercs nsmenenue mpudra, HadepTtanus U nsera. OTt-
¢dopmMaTHpOBaTH TEKCT MO CBOEMY ycMoTpeHuro. [Ipu ¢gopmarupoBaHun Takoro Ko-
POTKOTO TEKCTa MOKHO HE COOIIOAATH CTHIIM, HO JIy4Ile BCE-TaKu COOMIOAATh, TaK KaK
TOTOBBIE CTHJIM MOKHO TIEPEHECTH B IPYrOM JOKYMEHT M 3TUM COKPAaTUTh CBOHU 3aTpa-
THI TPY/IA.

10./106aBuTh MapKHUpPOBaHHBIN CHHCOK, €CIIH BO (hIaepe ecTb KaKOW-TO MepeyueHb.
Jlyist 3TOrO BBIIENWTE HYXKHBIE a03allbl U MPUMEHUTE BHIOPAHHBIN MapKUPOBAHHBIN
CIIHCOK.

11.BcTaBuTh WLTIOCTpANMIO (WM HECKOJBKO) B JIF00OE MecTo (iaepa, €ciu 3TO
HEO00X0IUMO.

12.Eciiu HeoOXOMMMO TOBBICHTH WJIM TIOHU3UTh KOHTPACTHOCTHh HWJUTFOCTPAIIMH, a
TaK )K€ — YBEJIUYHUTh WJIM YMEHBIIUTH €€ IPKOCTh, BOCIIOIH30BATHCS WHCTPYMEHTAMU
na”enu uHcTpyMeHToB "Hacrpoiika nzoopaxenus” (Pucynok 7.19,Tabmuma 7.1).

13.3amaTh WLTIOCTPAITUU CBOMCTBO OOTEKAHUS TEKCTOM.

14.TlpeaBapuTenbHBIA TPOCMOTP MOJTYYAIOMIETOCS MaKeTa MO3BOJIUT CaMOCTOS-
TEJIHO OIICHUTH YPOBEHb CBOEH PabOTHI.

15.Caenath Tak, 4TOOBI KOMUS TOTOBOTO (¢uiaepa Obljla HA U HA BTOPOW IMOJIOBHHE
CTpaHHIIbl (Ha SKpaHe oHa OyneT Huxke). B aTom ciydae Ha ogHOM sncte opmaTta A4
MO3KHO Tle4artathb cpasy 2 ¢uiaepa. A mocie nedatu pa3pe3ath JHUCT MMOIMOoJIaM, MOJTYYHB
2 roToBBIX (haepa.

16.1Tocne 3aBeprieHusi pabOThl COXpPaHUTh TOTOBBIM (aitm Ha CcBOEM (Jenib-
HAKOMUTeNe, aB eMy MOApOOHOE Ha3BaHHWE, COCTOsIIEE, HalpuMep, U3 Ha3BaHUS
daitna Oykiaera (4To0bI 3TH 2 daitna ObuUTH psAAOM B andaBUTHOM crHcKe (aiaoB) u
no6asuB cinoBo "duaep”: HASBBAHUE _BYKIJIIETA ¢uaaep.

17. llpenbsBUTH MpernoaaBaTelo TOTOBYI0 paboTy Ha nmpoBepKy. Ecnu npenojasa-

TeNb TpedyeT, oTreyaTaiiTe TOKyMEHT Ha IPUHTEPE.

TUnnyHbie OWNOKKN

1. Tekct (hnaepa HE OMKEH OBITH MHOTOCIIOBHBIM.

2. UTo0BI TEKCT yMECTHIICS HA OJHOM CTpaHUIIE, €r0 JOJTO MOATOHSIOT 3a CYET
u3MeHeHus opmatupoBaHus. JIJisi 3TOr0 JTOCTATOYHO BOCIOJB30BATHCSI WHCTPYMEH-

TOM IIOATOHKHU CTPAHUIL B PCIKUMCE ITPCABAPUTCIILHOTO ITPOCMOTpaA.
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3. Tekct, pa3MemiéHHbIi HA (pOHE WIUTIOCTpALMU, YUTAETCs OYeHb Mm1oxo. Wmio-
CTpALIMIO JIy4Ille pacrojiarath psoM ¢ TEKCTOM, YCTaHABIUBas JJIsl He€ HY>KHOe o0Te-
KaHUe.

4. VI3ameHeHue pa3MepoB WILTIOCTPAIIMH HENb3s BBITIOJIHATD, 3aXBaThIBas €ro 3a 00-
KOBOW Mapkep. DTO MPHUBOAUT K HEMPOMOPIUOHAILHOMY H3MEHEHUIO (MCKaXECHHUIO)
u3zo0paxenus. Hago uaMeHsTh pazmep, 3axBaThIBasi MILTIOCTPAILIUIO TOJIBKO 32 YIIIOBOM

Mmapkep. Toraa wimoctpaius OyaeT U3MEHSITh CBOM MPOMOPIUHU 0€3 UCKAKEHUI.

3apgaHue 8. ABTOMaTu4yecKkas nevyatb agpecoB Ha GyMaXHbIX
KOHBepTax

Jlis BBIMONHEHHWs 3agad OW3HEca ayTrcopcepaMm MPHUXOAUTCS TOJIb30BAThCA HE
TOJIBKO AJIEKTPOHHBIMH CPEJICTBAMH CBS3H — (PaKCUMUIBHBIMHA COOOIIEHUSIMH U 3JIEK-
TPOHHOU TOYTOM, HO ¥ OOBIYHOM (OyMaXKHOW OYTOBO¥) PaCCHUIKOM.

[lepechlnka 10roBOpOB, PEKIAMHBIX JUCTOBOK U JIp. MOJJMHHUKOB OYMa)XHBIX J10-
KYMEHTOB LIECHHBIMU U 3aKa3HbIMH MMCbMaMH BBITIOIHSIETCS I0BOJIBHO YacToO.

CoxpatuTh BpeMsi OATOTOBKH K OTCBUIKE OOJBIIOTO KOJUYECTBA ITHUX TOKYyMEH-
TOB, MOYKHO HCIIOJIb3Ysl 11a0JIOH KOHBEPTOB.

Kongept (Hem. Kuvert, pp. couvert, COUVrirauri. CoOver) —IokpeIBaTh, 060104Ka
JUIA BKJIQJBIBAHUS, XPaHEHUS M TEPEeChUIKM OyMar WIM IUIOCKAX IPEIMETOB.
Haubonee pacrpocTpaneHbl MOYTOBBIE KOHBEPTHI U3 OyMaru WM MoJimMepa.

Oco0eHHO Ba)XHO, €CJIM IA0JIOH UMEET CIUsIHUE ¢ 0a30i apecoB aOOHEHTOB.

Ha teppuropun Poccuiickoii @enepanun UCIONb3YETCSI HECKOJIBKO CTaHIAPTHBIX
KOHBEPTOB, NPEJHA3HAUYCHHBIX IS BKJIAABIBAHUS B HUX Oymaru pasHeix (opMaTos.
Pasmepsr crannmaptHeix KOHBepTOB yKazansl B [OCT P 51506-99, cm. Tabmuiy
(Tabmuma 7.2).

Tab6auua 7.2 —Pa3mepsi kouepToB no 'OCT P 51506-99

dopmar BeicoTa IIupuna IIpumeyanue

C6 114mm 162vMm B CCCP 6511 ocHOBHBIM (popmMaTom
DL/E65 110mm 220MmMm "EBpormetickuii” popmat

C5 162vm 229MmMm

C4 229vm 324mm

B4 250Mm 353Mm
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Uenb

Haqu/ITI:Cﬂ TCXHOJIOTUMW AaBTOMATU3WPOBAHHOTO 3allOJTHCHUA moyieu 6YMa)KHOFO

KOHBEpTaA JIA TOYTOBOTO OTHPABJICHHA.

3agaHue

3anoaHUThL 6a3y JaHHBIX TPCM:A aaApCCaMM W HAllC4YaTaTb 1 o6pa3eu KOHBCPTA Ha

Oymare.

TexHonorusa pa6oTbl C NPOrpaMMHbLIM NPOAYKTOM

Word LibreOffice

Xopa BbINONHEHUA 3aaaHus

3aaHre MOXET BBITIONHATHCS TpeMsl criocodbamu: crocob 1, cmocod 2 u crmocod 3.
OTiMYaroTCsS OHM TEM, YTO B MEPBOM Cilydae MPUMEHSETCS TOTOBBIM I11a0JIOH, BO BTO-
pOM — 11a0JIOH HAJIO CO3/1aTh CAMOCTOSATEIBHO, @ TPETUH — HaJI0 TPUMEHUTh BCTPOCH-
HbIC BO3MOKHOCTH TEKCTOBOTO Tpolieccopa. BTopoii crmocod ciokHee u B 3 pasza npo-
JOJDKUTENIbHEE mepBoro. TpeTuit crmocod MpocTod, HO 3aBUCUT OT HAJIWYUS HEOOXO-
JTUMOM HAJICTPOMKH K TEKCTOBOMY IPOIECCOPY.

Benymuii 1e0BOH UIphl OnpenesseT, Kakod crnocod OyaeT BBIOJHATHCS. DTOT
BBIOOD JieJIaeTCsl Ha OCHOBAHUHU YPOBHS TEOPETUYCCKOM MOATOTOBICHHOCTH CTYICHTOB
U TEXHUYECKHX BO3MOXXHOCTEH HMMEIOIIETOCs MPOTrPAMMHOIO MPOIAYKTa TEKCTOBOTO

MIPOLECCOPA, a TAKKE — BPEMEHEM, OTBEIEHHOTO JIJISI BBINIOJIHEHUS 3aJaHHS.

Cnoco6 1. Ucnonb3oBaTb roToBbLIN WA6NOH KOHBepTa "C6" n 6a3y
agpecoB Ans CrnusiHus

1. KaxaoMmy cTyaeHTy HEOOXOAUMO 3arpy3uTh 11abjaoH koHBepta dpopmata "C6" ¢
0a30ii JaHHBIX K HEMY C caiTa MOAAePKKHU 3TOro mocobus [18, pasaen "JoKyMeHTHI",
yacTh "1lla6aoHbl nndpoBbIX 10KYyMeHTOB", Ha3BaHue mabioHa "Kousept "C6" ¢

0a3oii agpecoB’].
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2. 3ammcath 3TOT Ia0MoOH (cocTosimuii M3 JBYX (aiyioB) Ha CBOH (ierib-
HAKOIHUTENh B CIEIHMATLHO CO3JJaHHYIO MAIKy, HanmpuMep, ¢ Ha3BaHueM "'KoHBepThI'.
B sty manky usBneus u3 apxuBa 2 ¢daiina: "_¢6" u"_address.

3. 3amyctuth daitn "_c6".

4. Ha 3ampoc mporpamMMbl O MECTE PACIIOJIOKEHHUsT 0a3bl JAHHBIX aJPECOB OTBE-
TUTbh, TTOKA3aB MECTO PACIIOJIOKEHUSI BTOpOro (haina — aiina ¢ tabmuneit 6a3bl naH-

Heix agpecoB (mamka “"Kouseptol”, daitn " _address). Torma cBsA3b OJHOMMEHHBIX

noJiel Ha KOHBEPTE C MOJISIMU 0a3bl TaHHBIX OyJIeT BOCCTAHOBJICHA.

5. Bmucath B 6a3y nanubix ""'_address He MeHee 3-X aJpecaToB, TPETHI U3 KOTO-
PBIX — CO CBOEH (haMHIUEH, HIMEHEM U OTYECTBOM (IIPH ATOM ajapec U OCTaIbHBIC JTaH-
HBIE TOJDKHBI OBITh HE pEalbHBIMH, & BBIIYMAHHBIMH).

6. OtkpoITh ¢aitn koHBepTa " _¢6" M KHOMKaMH MepeMeleHus o 0a3e JaHHBIX
BBIOpATh CBOIO CTPOKY (CO CBOEH (pammimell, UMEHEM M OTYECTBOM), a 3aTeM Hareya-
TaTh KOHBepT Ha npuHTepe. (HeoOXxoauMocCTh meyaTu roToBOro KOHBEpTa Ha TpUHTE-
pe cooOIiaeT npenoaaBaTelib, BEAyIIHi aeaoByto urpy). (Ecnu Oyner nmpuHsTO perie-
HHE O MIE€YaTH, TO MOXKHO BBIIIOJIHHUTH, JIMOO Ha PEaTbHOM ITYCTOM OYMa)KHOM KOHBEp-
TE, TMOO BMECTO HEro Ha OyMa)KHOU Hape3ke pazmepom 114mm * 162 mm).

7. Tloxa3aTh rOTOBYIO0 pabOTy MPEMOAAaBaTENIO W, €CIU O MeYaTh COOOUIHII MPETo-

JaBaTelib, MPUIOKUTh OYMaKHBIA IK3EMIUISIP K OTYETY IO JeNoBOM mrpe (cMm. cTp.

104).

Cnoco6 2. Co3agatb WabnoH KoHBepTa U 6a3y agpecoB K HeMy Ans
CNUAHMNA

1. PaGota BeInojHsIETCS 11 KOHBEpTOB pasmepom DL/E65, C5, C4, B4.

2. I'pynma cryneHTOB pa3OuBaeTcs Ha 4 paBHbIe (MM MPUMEPHO PaBHBIC) YaCTH
TakK, YTOOBI Ka)KJasi MOArPYIINa co3/1aBajia CBOM BapHaHT KOHBEPTA.

3. O3HaKOMHUTBCS C TOTOBBIM I1a0JOHOM KOHBepTa (popmata C6, 3arpy>XeHHOTO ¢
caiita momiepxkku 3Toro mocobus [18, pazmen "JdoxkymeHTnl”', yacth "llladmonbl
nH(poOBBIX JOKYMeHTOB", Ha3BaHue 1abnona "Konsept "C6" ¢ 6a30ii agpecon'].
Taxas >xe cTpykTypa 11t 2 QaityioB 1oKHA OBITH pa3paboTaHa B 3TOH padorTe.

4. B3saTh rotoBsii 00pasen (padpuIHOTO OyMa)KHOTO KOHBEpTa. TIIaTeIbHO U3Me-
pPUTH TUHEHKON BCE MeCTa, KOTOPBIC MPEIHA3HAYCHBI JIJIS 3aIUCHU JIaHHBIX, ¥ BOCIIPO-
U3BECTH WX B TAaOJWYHOU pa3MeTke B HOBOM (haiine. [Ipu orcyTcTBUU peanbHOTO OY-
Ma)KHOTO KOHBEPTa pa3Mepbl MOXKHO B3sTh Ha WwittocTpaiuu (Pucynok 7.21)u B Tad-

nure (Tabmuma 7.3).
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Pucynok 7.21 “OdopmJienne JinueBoii CTOPOHBI KOHBEPTOB /1J151 BHYTPEHHUX

noutoBbIxX ornpasienuii (OCT P 51506-99)

Tabauua 7.3 —3HayeHus1 pa3MepoB, 0003HAYEeHHBIX O0YyKBAMH HA MILTIOCTPALIMU
(PucyHok 7.21)

O0o3HaueHnue O0o3Ha4yeHUEe KOHBEpPTA

pa3MepoB C6 DL/E65 |C5 C4 B4

H/L (BbicoTa/nuHa) 114/162 110/220 | 162/229, 229/324  250/353
hl 75 75 120 180 200
h2/h2' 58,5/52 60,5/54 90/82 145/135  165/155
h3 8 8 10 10

h4 6,5 6,5 8 10 10

n 3 2 3 3 3

h5/h5' 19,5/32,5 | 13/26 19,5/34 19,5/36 19,5/36
Ah 1,5 1,5 1,5 2 2

11 147 205 204 290 320

12 5 5 0 0 0

13 66 95 100 170 190

14 70 95 100 120 120
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O0o3HaueHue O0o3HaueHue KOHBepTAa

pa3MepoB C6 DL/E65 |C5 C4 B4

15 66 80 85 120 120
16 5 20 15 15 15
17 35 35 40 50 50
18 30 30 35 50 50
Al 1,5 2 2 2 2

5. Hogsrit ¢aitn moxHo Ha3BaTh "DL_E65". B HéM co3nmate ¢ moMornipo Taband-
HOW pa3METKH KOMITOHOBKY Oynymiero konepra. COXpaHUTh 3TOT ¢aili Ha CBOEM
¢enp-HaKONMUTENE B CIIENUAIBHON marnke, Hanpumep, "KonBept”.

6. B tekcroBoM mporieccope co3naTh ¢aitn ¢ HazBanueM "address. Boucarthb B He-
ro TabJuIly, COCTOSIIYIO U3 / CTOJNOLOB U OKOJIO D cTpok. Ha3Banus 7 cronduos: Pa-
munust; Umsa; OtuectBo, Unanekc, [N'opoa, Ymuna, [Ipennpustue. [Ipumep 6a3wl qaH-

HBIX aJIPeCOB MMOKa3aH Ha WLIrocTpaiuu (Pucynok 7.22).

®avunusa Uma  (OTyecTBO HNupexc|I'opon Yiauna IIpennp.

[Terpor  |MBan |MBaHOBMY 680250 Xabaposck|bapanosckas, 7, OO0 "Nwm-

oduc 10 myJibC"
Cunopo |[I€rp |[CumopoBuu |680007|Xabaposck|[Ipubpexnas, 1, |[O0O0 "lla-
oduc 20 pyc"
Kamutun |Cepreii|BsituecmaoBnu|680012 | Xabaposck|Jlucosckas, 6, OO0 'Pac-
oduc 280 ceet”

Pucynok 7.22 —IIpuMep BHelIHero Bua 6a3bl JaHHBIX a/PecoB

7. Brnucats B 6a3y maHHBIX HE MeHee 3-X aapecaToB. TpeThs 3amuch JOKHA OBITH
damunueil, ”MEHEM U OTYECTBOM CTYAEHTA, BBINMOJNHAIOMETO padory. OcraiabHbIE
JTAHHBIE U 3aIMCH — BbIIyMaHHBIE.

8. B ¢aitn "DL_EGS" BcTaBuTh MO B HYXKHBIE MECTa JJIS MONY4YCHUS (HOPMBI.
3amaTh KaKIOMY TIOJIIO HY)KHBIE CBOMCTBA. 3allOJIHUTh MECTA COOOLICHHIA: 1T MHCT-
PYKLMHA, BOZHUKAIOIUX B CTPOKE COCTOSIHUSI M CIPABKH, BBI3bIBAEMOMN IPU HAXKATHU
kiasumu F1.

9. Css3aTh mouis moayueHHou hopMbl ¢ 6a30i JaHHBIX aapecos "address.
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10.Knonkamu nepemenieHus: mo 0a3e AaHHBIX BBIOpaTh HYXHBIM aJpec U Hameda-
TaTh KOHBepT Ha Oymare. (HeoOX0auMOCTh MevyaTH Ha MPUHTEPE FOTOBOIO KOHBEPTa
COOOIIIaeT MpenoiaBaTelb, BEAYIIUN IeI0oBY0 urpy). Eciu OyneT mpUHATO pelieHue
0 TeYaTd, TO 3a/laHW€ MOXHO BBIMOJIHUTH, JTHUOO HA PEATbHOM YHUCTOM OYMa)KHOM
kouBepTe (0e3 Tumorpadckoil pasmMerku), JTUOO Ha OyMa)KHOW Hape3Ke COOTBETCT-
BYIOLIETO pa3Mepa, Kak pa3Mep KOHBEpTa.

11.TToka3ath roToBbIe (haliiIbl BHITOJIHEHHON pabOThI MPENo1aBaTeNt0 U, €CIIH O Ie-
YaTU COOOIXI MpenoAaBaTesb, MIPUIOKUTh OYMaXKHYIO KOIHUIO KOHBEPTA K OTUETY IO

nenoBoit urpe (cM. ctp. 104).

Cnoco6 3. Co3gaHne KOHBEPTOB BCTPOEHHbIMU UHCTPYMEHTaMMU
TEeKCTOBOro npoueccopa

1.

TuUnu4yHble OWNOKHK

1. He oTBeuaroT Ha 3ampoc MporpaMMbl O MECTE PACIIOIOKEHUS 0a3bl JAHHBIX, UIU
HEMPABUJIBHO YKAa3bIBAIOT MECTO €€ PACIIONOKEHHS.

2. TpymHocTH ¢ Tpe/CTaBICHUEM TAaOJIWYHOW Pa3METKH IS CO3/MaHus (GOpPMbI U3
nosiel koHBepTa. Heo6XxouMo MCIonb30BaTh pa3ziesl CBOMCTB TaOIUIbI U HA3HAYATh
CBOMCTBA SJYEVKaM B CAHTUMETpPaX.

3. Ilpwu BBITIOIHEHNH 337291 BTOPHIM CIIOCOOOM YKa3bIBAIOT pa3HbIe HA3BAHUS IS

MoJIe B KOHBEPTE U B 0a3e JaHHBIX.
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8. PekomeHgauum no ochopmMneHuro oT4éTa o

pesynkTaTtax AenoBoun Urpbl

OTuér mo nenoBoil urpe odopmisieTcss Ha OCHOBAaHWH BBHIMIOJHEHHBIX 33JaHUH,

pPa3MELICHHBIX B Ka)K/I0U 3aJa4e.

Htorom BBIMOIHEHUS Ka)KZ[OI\/’I 3aJa4u ABJISACTCA HaleuyaTaHHBIA Ha IPHUHTECPC 10-

KYMEHT JH00 3JIeKTPOHHBIN TOKyMEeHT. O He0OXOQMMOCTH meyaTn oTuéTa Ha Oymare

JIOJDKEH COOOIIUTH MpenoaaBaTenb. Eciu npuém Beaércst B 3JIEKTPOHHOM BUJE, TO OT-

4€T MOXET HE IevyaTaThCcsl Ha Oymare.

KomuuectBo crpanuil nudpoBhIX WM OyMaXHBIX JOKYMEHTOB, IPHUBEAEHHBIX K

oymaxxaomy dopmaty A4, ykazano B tabaurie (Tabmuma 8.1).

Tadoauna 8.1 —CocTaB 10KYMEHTOB /IJIsI 0TUYETA 10 /1eJ10BOii Urpe

3amaua Ha3BaHue 0OTYETHOIO IOKYMEHTA Kosaun4vecTBO cTpaHuIy
3ananue 1 | Pestome 2
3aganne 2 | ConpoBOIUTENHFHOE MTUCHMO K PE3IOME 1
3aganne 3 | TurynpHBIH TUCT K (HaKCUMUIBHOMY CO00- 1
HICHUIO
3amanue 4 | Kanengapb opuCHBIM 1
Kanennapp nogapodHbIit 3
3amanue 5 | MadopMannoHHBIN OyKIeT 2 CTpaHUIIbI, HAalleYaTaH-
HBIE C IByX CTOPOH JIMCTa
A4
3ananue 6 | BusutHast KapToUka
3ananue 7 | Pexiiamuast nucroBka (¢uaep)
3amanue 8 | KonBept
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Q. I'Iepeqel-lb KOHTPOJIbHbIX BONMpPoCcoB

1. Kak HaiiTu mali0H TUTYJIBHOTO JUCTA (paKCMMHJIBHOIO COOOIIEHHUsI B IPO-
rpamme MS Word?

2. Kak oTocnarh HECKOJBKO HU(PPOBBIX TOKYMEHTOB (PAKCHMHJIBHBIM COOOIIe-
HHMEM C KOMIIbIOTEpa Ha (akc-anmnapar?

3. Kak oTocnarh HECKOJBKO HU(PPOBBIX TOKYMEHTOB (PAKCHMHJIBHBIM COOOIIe-
HHMEM C KOMIIBIOTEPA HAa KOMIIbIOTEP?

4. Kak npuHsaTh pakCHMMHIbHOE COO0ILIEHHe, OTOCIaHHOE ¢ (PaKCUMUIIBHOTO arl-
napaTta Ha KOMIbIOTep?

5. Jlns yero TpeOyercs TUTYNbHBIN JTUCT aKCHMHUIbHOIO COOOIEeHUsI ?

6. Kakue cBelneHus NUIIYTCsS B 3aMETKax Ha TUTYJIBHOM JIUCTE (PAKCMMHMIIBHOIO
coo0menns?

7. Jlnsg 4ero Ha TUTYJIBHOM JIUCTE (pAaKCMMHMJIBHOM COOOIIeHHM TpeOyeTcs Imojie
"Kormus"?

8. Ml yero B TUTYJIBHOM JHCTE (PaKCHMHIBHOIO COO0IEHHs TPeOyeTCs TOJs:
daxc u Tenedon?

9. Jlns 4ero B TUTYJIBHOM JHCTE (PAKCUMHUIBHOIO CO00IEeHus TpeOyeTcs yKa3bl-
BaTh CBOH Tene(OHHBIN HOMED?

10./17s1 9ero B TUTYABHOM JIUCTE (PAKCMMMIBHOTO COO0IIeHHs TpeOyeTcsl yKa3bl-
BaTh CBOM a/IpeC IEKTPOHHON MOYTHI?

11./511 4ero B TUTYJIBHOM JIUCTE (PAKCMMMJIBLHOIO COO0IIEHUs1 TpeOyeTC s yKa3bl-
BaTh CBOU aJipec OOBIYHOM MOYTHI ?

12.B 4ém cocTOUT ITHKET (paKCUMUIBHOM cBsI3U? J[7151 4ero on HyxeH?

13.T'ne naxoautcs Mactep kajenaapeii 8 MS Word?

14.Ha xakom BeO-caiite B [oOanmpHON HH()OPMALMOHHON CETH B3STh CIHCKH
NPa3IHUKOB JJIs1 CO3IaHUS O()UCHOTO WIIH PEKIIAMHOTO KaJleHaaps?

15.Ha kakom WHTepHeT-caliTe MOKHO B3SITh KPACOUHBIE N300pa)KeHUs ISl KaJleH-
naps?

16.T'ne Haxoautcs 11a0oH 6ykJera B nporpamme MS Word?

17.B 4éM COCTOUT pa3HHIIa MEXTy OPOIIIOPOi 1 OyKJIeTOM?

18.Kak BBINOJTHHUTH C)KaTHE M300paKEHUH, pa3MEMIEHHBIX B IOKYMEHTE MpOrpam-
mbl MS Word?

19.Kak moBepHYTh H300paKkeHHE, pa3MENIEHHOE B JOKyMeHTe mporpamMmmbl MS
Word ua 90 rpagycos?
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20.Kak BBIIOTHHUTH O0TEKaHUE TEKCTOM M300pa)KeHHU, pa3MENIEHHBIX B JIOKYMEH-
te mporpamMmmbl MS Word?

21.Kak o0pe3aTh HEHYXHBIC Kpasi H300paKeHUs, pa3MEIIEHHOTO B JOKYMEHTE IPO-
rpammel MS Word?

22.Kak U3MEHHTD SIPKOCTh U300paKEeHHS, Pa3MEIIEHHOTO B TOKYMEHTE TIPOTPaMMBbI
MS Word?

23.Kak u3MEeHHUTh KOHTPACTHOCTh N300paKeHHS, Pa3MEIIEHHOTO B JOKYMEHTE IPO-
rpammel MS Word?

24 Kak mpeBpaTuTh [BETHOE M300pakeHUE, pa3MEmEHHOE B JOKYMEHTE MPOTpaMm-
Ml MS Word,B uépHo-6enoe?

25.Kak mpeBpaTtuTh IBETHOE M300pakeHUE, pa3MEmEHHOE B JOKYMEHTE MPOTpaMm-
mMbl MS Word,B n3o0paxeHne ¢ OTTEHKaMH CEPBIX [IBETOB?

26.lns yero TpeOyeTcs BBIMONHATH CKaThe H300paKEHUH B TOKyMEHTaxX IMpo-
rpammel MS Word?

27.Kax moctpouts B JokyMeHTe nmporpammbl MS Word muarpamMmy wim rpaduk?

28.Kaxk nmoctpouts B JokyMeHTe nporpammel MS Wordrabnwiy?

29.Yt0 Takoe CTWIb 3HaKa B JOKyMeHTe mporpammbel MS Word u mist gero oH
npeaHa3HavYeH?

30.Yro Takoe cTwib ab3ama B JHoKymeHTe mporpamMmbl MS Word u ans gero on
npeaHa3HavYeH?

31.Kak mpumeHsTh CTHIIM a03alleB ¥ CTHIIM 3HAKOB B JOKYMEHTE mporpammbl MS
Word?

32.Kak uW3MeHUTh CTHIb ab3ama W CTHIb 3HaKa B JOKyMeHTe mporpammsl MS
Word?

33.YeMm ornmuaeTcst OyKJIeT OT OpOIopbI?

34.]Ins gero Tpedyrotcs CD-B3uTKHI?

35.YeM OTAMYAIOTCS JHYHbIE BUSUTKH OT /I€JIOBBIX U KOPTOPATHBHBIX ?

36.4Uto Takoe BUPTyaJbHbIe BUSUTKHU? B uéMm 13 mpeumyiiecTBo?

37.Kakas pa3Huiia B popmaTax BUSUTOK, TpUHATHIX B Poccuu, SAnonun u CIIA?

38.Kakue npaBuia BpyuYeHHs] BUSHUTOK?

39.T'1e B3sTH 1a0JIOH ISl CAMOCTOSITEIBHOT'O U3TOTOBJICHUSI BU3UTOK?

40.KT1o Takue (ppusiaHcepbi?

41.Yto Takoe (psiaep?

42 .Kto Takoii mpomoyTtep? Uem 3aHUMAETCs IPOMOYyTep?

43.Ha kakom caiite B ['moGanbHO#M MHGOPMAIMOHHOMN CETH B3ATh 11absIoH ¢uiaepa?
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MpunoxeHune A. CokpaweHHas namMaTKa no

NCcnoJsib30BaHUKO A3blKa 3anpocoB fAHpekca

Ipumep

3HayeHHe

"K mam Ha yTpeHHHI paccomn”

CrnoBa unyT noapsia B TOUHOM dopme

"TIpubbin * mocon"

HpOHYH_IeHO CJIOBO B IUTATcC

MOJITOpOyIIKA & MOCOJT

CnoBa B nmpeaciiax OqHOro NpecajioxKe-

HUA

cHapskaica && n00yab

CnoBa B npeaciiax OJHOro J0KyMCHTa

rayxaps | KyponaTtky | Koro-HuOyab

ITouck mro00ro u3 cioB

HE cMoreurb << BUHUTH

Hepamxupyromiee "u'": BeipaxkeHue 1mo-
CcJie omepaTopa He BIUSET Ha MO3UIIHUIO

JAOKYMCHTA B BblIa4C

s TOJDKOH /2 Ka3HUTH

Paccrosinue B npenenax qByX CJOB B
000 CTOPOHY (TO €CTh MEXITY 3a/1aH-
HBIMH CJIOBAaMHU MOKET BCTPEUATHCS OJ1-

HO CJIOBO)

rocyaapctBenHoe aeino && /3 ynaBnuBa-

CIIIb HUTb

Paccrosinue B 3 mpeasioskeHus B T00YIO

CTOpPOHY

HEILTO Sl ~~ [IOUMY

HcknroueHue ciioBa HOﬁMy H3 IIOUCKa

npu MoéM /+2 ymy

Paccrosinue B npeaciiax IByx CJI0B B

IMpAMOM IIOPAIAKE

qail ~ JJanTéM

[Touck npejoxxenus, rae CIoBo "Jait"

BCcTpevaeTcs 6e3 cioBa "nmantém”

i /(-1 +2)xaebaro

Paccrosinue ot ogHOTO ClloBa B 06paT-

HOM IIOPAAKE 1O ABYX CJIOB B IIPAMOM

ICoob6paxaro 'aro ldemy

CrnoBa B TOYHO# (hopMme € 3a/1aHHBIM pe-

TruCTpoOM

nonydaercs && (+Ha | Imue)

Cko0xu (hOpMUPYIOT TPYIIIIHI B CIOXK-

HBIX 3aIIpocax

Il monuTuka

CnoBapHas popma cioBa

title: (B crpane)

Tlouck o 3arojoBKam

JIOKYMEHTOB

url:ptici.narod.ru/ptici/kuropatka.htm

TTouck mo URL

OecripemenHo inurl:vojne

[Tonck ¢ yuerom ¢pparmenta URL




IIpumep 3HaueHune

host:lib.ru ITouck mo URL

site:http://www.lib.ru/PXESY/FILATOW | [Touck 1Mo BCEM CTpaHMIIAM 3aJaHHOI'O

canra
mime:pdf [MTowuck mo ogHOMY TUIY (haiiioB
lang:en [Touck ¢ orpaHuYEeHUEM MO A3BIKY, Ha-

npuMep, aHTITUHCKOMY

domain:ru [Towuck ¢ orpaHUYeHHEM 10

JIOMEHY, Harmpumep, "ru

date:200712* [Touck ¢ orpaHMYeHHEM TIO JIaTe
date:20071215..20080101, date:>200912Bbrck ¢ orpaHHYCHHEM 10 HHTEPBATY
nar

T[IpruMepsI HCIIONB30BAHIS SI3BIKA 3aIPOCOB .

 Ilo 3ampocy "ocTpoB aercrBa” OyAyT HaWJEHbI CTPaHUIIbI, T/I€ €CTh MOIPSA
JIBa CJI0OBa — BHAYaJyie "OCTPOB", 3aTeM "JeTcTBAa" UMEHHO B TaKoi popme.

 [lo 3ampocy "mou3éT 3mesi, Kak * IbABOJA" MOXHO HAaWTH CTPAHUIIBI C HE-
JOCTAIOIIKUM CJIOBOM LIUTATHI.

e 3anpoc " kyabTypa & Kuras" Haiinétr cTpaHUIlbI, TI€ €CTh COYETAHUS CJIOB
"kyabtypa [ApeBHero Kuras" win "Kuraii u ero kyabTypa".

 [lo 3ampocy "mpoaaxka & ckaHepoB && HoBocuOupck" HaiigyTcs cTpaHu-
Ibl, T/I€ B OJIHOM MPEIJIOKEHUU JIOJKHBI BCTPETUTHCS CJIOBa 'MpoAaxa” u 'cKaHe-
pbI", ¥ TIIe YrOJHO Ha CTPAHUIIE JOKHO OBITH c10BO "HoBocuOupck".

* Pesynbrarom noucka no 3anpocy 'MockBa && CIIA" panxxupoBaHue mnpo-
UCXoauT no odoum ciioBaM — "Mocksa" u "CIIA".

* Pesynprarom moucka mo 3anpocy "MockBa << CIHA" GyneTr paHXxupoBaHue
TOJIbKO 110 cioBy "MockBa", a "CIIIA" npocTo I0JKHO BCTpEUYaThCsl B TEKCTE JOKY-

MCHTA.

1 o
910 MMPUJIIOKCHUC ITIOJTHOCTBIO B34ATO M3 CaWTa SIHIEeKC-IOMOIIb. I[OHOJ'IHI/ITGJ'IBHBIG

BO3MO>KHOCTH. TTouckosrlit KOHTEKCT. — URL
http://help.yandex.ru/search/?id=11113fara oopamenus 04.09.2012).
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* Ecnu HyxHa uHbOpManus 0 HEMOCKOBCKUX KpPEeMJISIX, MOKHO 3a/laTh 3ampoc
"Kpemab ~~ MockBa". byayT HaiiieHbl BCe CTPAHUIIBI, TJIe €CTh CIOBO "KpeMJlb' H
HeT cioBa 'MockBa'.

* B 3anpoce "Kpemiab ~~ MockBa ~~ MOCKOBCKHII" U3 3amnpoca OyayT yaanie-
HbI 00a cioBa — "MoOCKBa 1 MOCKOBCKHIA".

* B zampoce o r-xe Ky3pkuHOi WH(GOpMaTHBHBIE pE3yNbTaThl JTACT 3arpoc
"Ky3bknHa ~ MaTh', KOTOPBIM UIIET CTPAHUIbI, BKIIOYAIOLIUE TaKUE MPEIIOKEHUS
co cioBoM "Ky3bkHMHA", B KOTOpPBIX OJHOBPEMEHHO HET CJIOBa 'MaTh . MOXHO Tak
K€ YTOYHUTH 3arpoc oreparopoM pacctosHus: "Ky3pkumna ~/+1 mate". Ilo Takomy
3ampocy HaWAyTcsl TOKYMEHTBI, TZie€ CJIOBO 'MaTh' MOET BCTPEUYAThCA B TOM XKE
IpeIOKEHNH, HO He cpa3y nocie cioBa "Ky3bkuna'.

 3anpoc "Beaukuii /2 xypan" Haiin€T cTpaHUIBI, IIe ecTh Qpasbl "XypaJ Be-
JUKHH", U "BeJIMKHA HAPOAHBIN Xypaua', uin "BeJIUKHI rocy1apcTBeHHBIH Xy-
paji”, HO He HaWJET CTPAHMIIBI, TJI€ €CTh 'BEJUKHH TroCyIapCcTBEHHbII HAPOIHbIH
xypana" (paccTosiHuE MEKIy CIIOBaMH PaBHO 3).

* Ecnu Hano Haiitk otyectBo "UBana Typrenesa”, To Bonpoc Hago Gopmynu-
poBath Kak "HMBan /+2 TypreneB". BynyT HaliicHbI CTPAHHUIIBI, TIC MEXIY CIIOBAMH
"UBan u TypreHeB" ecTb pOBHO OJHO TPETHE CIOBO.

 3anpoc "Auekceii /(-1 +2) ToJacroii" Haliaét cTpanuibl ¢ TekcroMm “Toscroi
Aunekceii KoncrantunoBu4" u ¢ TekcToM "AJsiekceil HukosaeBuu
Touscroii".

* [lo 3anpocy "a’pomnan | camonér | mianep | nupu:kadab | adpocrat | Bep-
TOJET | menmesan” OyIyT HaWIEHBI CTPAHHIIBI, IJIE BCTPEUYACTCSA XOTh OJHO M3 ITUX
CIIOB.

* UtoObl HAaWTH NOKYMEHTBHI, HU B OJHOM MPEIJIOKEHUU KOTOPOTO CIIOBa HE
BCTPEYAIOTCS PSIOM (HO TPU 3TOM MOTYT OBITh B COCEAHMUX MPEIJIOKEHHIX), 3a1aiTe
3ampoc B BUjIE: "KpuBOi ~~ (KpuBoii & por)".

 3ampoc "!meHn" HaWIEeT CTPaHUIIBI, TJI€ CIOBO "/IeHb' BCTPEYAETCS TOJIBKO B
Takoi (opMme ¢ 3ariaaBHON WM CTPOYHOU OYKBHI, 3ampoc "!JleHp" — TombKO C 3arias-
HOMU.

» Ecnm omHa mim HECKOJIBKO ()OPM CIIOBA COBIAJAET C APYTUMHU CIIOBAMH, IOMCK
MOJKET HaXOJIUTh JIMIITHUE CTPAHUIIBI. YKa3aB HOPMAIBHYIO (JOPMY CJIOBA C TIOMOIIIHIO

omeparopa "!!", ydoepeTe MHOTHE U3 HEHY)KHBIX CTPaHHUII.
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JTT

NMpunoxeHue b. [lokymeHTHbIEe onepaTopbl AHAeKca

SIHeKc mMo3BOIISIET UCKATh KaK B OTACTBHBIX 2JIEMEHTAX BHYTPH CTPAHMIIBI, TAaK U B OTHOCAIICHCS K HeH ciykeOHOH nHpopManuu

(BHYTpH 3aJIJaHHOTO JIOMEHA, THIIA JOKYMEHTA | T.II.) WIH B CBSI3aHHOW ¢ Hell mH(opMarmu. [Tonck MOKHO BECTH Kak IO CaMHM XOC-

TaM, Tak U IO CJI0BaM, HaXOASIIUMCS Ha 3aJjaHHBIX cTpaHulax. Bo BTopoM ciydae noctatoyHo yka3zath UCKOMbIN xocT win URL mo-

1
CJIe CIIOB 3aIpoca 4epe3 mpooen .

CuHTakcuc oneparopa

Yro o3HauyaeT oneparop

IIpumep 3anpoca

title:zampoc

[Touck Tekcra B 3arosioBke ctpanui (title)
Eciu TEeKCT COCTOUT M3 HECKOJIBKHX CJIOB, BO3BMHTE

UX B CKOOKM.

Makcsenu title:6uorpadus

title: (kusxHa Tapakanosa)

url:www.url.ru/cat/*

ITonck orpann4mMBaeTcs rpynmnoy CTpaHuLl ¢ 3a1aH-
HbeiM URL. Ecnu B koHIIe afipeca CTOUT *, TO yUUTHI-
BAIOTCSl CTPAHUIIbI, aIpeC KOTOPBIX HAYMHAETCS C 3a-
nanHoro URL. Eciu URL conepuT oAuH U3 CUMBO-

aoB ', ", (, ),TO €ro HY»KHO UCKaTh B KaBbIUKaX.

url:"ru.wikipedia.org/wikiDpmuna_(Kamrpy-

Haiipe)"
url:exler.ru/*

site:url

ITouck o Bcem noaaoMeHaMm M CTpaHuIaM YKa3aHHO-

ro caura.

ropojicKue JiereH sl Site:narod.ru

! 9T0 IMPUJIIOKCHUC ITOJIHOCTBIO B34ATO U3 cauTa ﬂHI[eKC-HOMOHIB. I[OHOJ'IHI/ITGJ'IBHBIG BO3MOXHOCTHU. I[OKYMeHTHBIe OIICpaTopbl. —
URL : http://help.yandex.ru/search/?id=1111368ra oopamenus 04.09.2012).




ITT

inurl:url

[Touck orpannumnBaercs rpymmnoi crpanui, URL xo-

TOPBIX COACPKUT 3aJaHHBINA (PparMeHt.

inurl:exler

host:www.host.ru

OnepaTop agajornued url ¢ mmenem xocra.

host:www.yandex.ru

rhost:ru.url.*unu
rhost:ru.url.www

OnepaTop AHAJIOTHYCH hOSt,HO M XO0CTa 3alluChbiBa-
CTCA B O6paTHOM MMOPAAKES — BHAYAJIC TOMCH BCPXHC-
I'o YpOBHA, 3aTCM BTOPOI'O U T.I. Ecau B KoHIIE YKa3a-
HO .*, TO ITOHUCK UACT I10 BCEM IIOAAOMCHAM 3a1aHHOI'O

noMeHa (HO He BKJIIOYas ToMeH ru.url).

nosoctu rhost:com.livejournal.*

mime:rumn_daiina

[Touck orpaHn4rBaeTCs ONMpeAcICHHBIM TUIIOM (aii-
Ja.

PDF (Adobe Portable Document Format),

DOC (Microsoft Word),

PPT (Microsoft PowerPoint),

XLS (Microsoft Excel),

RTF (Rich Text Format),

SWF (Macromedia Flash).

(amkera 3arpaHmacrnopT ~~ OHOMETPHUUECKHUIA)
(mime:pdf | mime:doc)

langs3pik

[Touck orpaHMYUBACTCS CTPAHUIIAMH Ha OTIPEICIICH-
HOM SI3BIKE:

pycckom (ru),

ykpauHckoM (Uk),

oenopycckom (be),

a"riuiickom (en),

¢paniysckom (fr),

BBC lang:en




AN

HemenkoMm (de),
kazaxckoMm (KK).

taTapckoM (tt).

domainmomen

ITouck 1o CTpaHullaM, KOTOPBIC PACIIOJIOKCHBI B 3a-

TAHHOM JOMEHE.

domain:yandex /+1 domain:ru

dateI TTT{*| MM{*| A1}}

ITouck TOJNIBKO MO CTpaHHllaM, AaTa KOTOPBIX YIOBJIC-

TBOPACT 3alaHHOMY YCJIOBUIO.

date:200310*

datel TTT{*| MM{*| I/1}}..
datel TTT{*| MM{*| I1}}

ITouck TOJNIBKO MO CTpaHHullaM, naTta U3BMCHCHUA KOTO-

PBIX HAXOOUTCSA B 3aJdHHOM HUHTCPBAJIC.

xut-napaz date:20090901..20090915

date:<

ITouck TOJNIBKO MO CTpaHuliaM, H3MCHCHHBIM PAHbBIIC

yYKa3aHHOU AaThl. JJOMyCTHUMBI TaKXKe OmepaTopshl (>,
<=, >=

Bakancuu date:>20091101

cat:|D pernona unu cat:1D

TCMBbI

[TorCk TOJIBKO CTPAHMII CAUTOB, 3aPETUCTPHUPOBAHHBIX
B Slunekc.Karayore, rTeMaTudeckas pyopHKa WiIH pe-
T'MOH KOTOPBIX COBIAAAIOT C 3aJaHHBIM. MneHTuduka-
TOp PErroHa MOYKHO IOJIYYUTh, PUOABUB K KOy pe-
ruoHa cmenienrne 11000000 nentudukarop tema-
THYECKOM pyOpPUKH OJTy4aeTCs MPUOABICHHEM K KOy

tembl cmereauss 9000000.

3g901uk cat:11000051




NpeameTHbIN yKa3aTenb

C
CD-card................ Cm. "Busutka CD"
Curriculum Vitae ............eevvvevvvnnnnne 3.
CV o 10
U
UGC e 23
A
AYTCOPCED..civvvviiiiieniiiiieiieiie e 22
AYTCOPCHHT ..vvviiiiiriiiieeeenie e 20
b
Bpomopa ......oeiiiiiin a0
BYKIET ..covviiiiiiiii 50
bykiier "HPOPMAIIMOHHBIHA ............... 50
B
BeO-CTpaHUIIA ......ovvvviiiiiiceiieeeees 33
BUBHTKA.....ccviiiiiiiiiiiiici s 39.
Buznutka BUPTYaTbHAS «..cevveeeeenneee. 40
23737 U0 W1 (Sh1(0):7:5; (T 42
Busutka KOpmopaTuBHAS ................. 42
BusnuTKa THYHAS .....ccvveveiieeeiee, 41
Busutka mudpoBas ...........cevveen... . 40
Buzutka-CD......oovvviiviie, 39
BusnuTHAS KAPTOUKA ....eevvnvevnneennnnn. 39
n
HHCOPCHHT ... 20
MHTETICKT-KAPTA .oevvveeeeieeerieeeennnn 11
MHTEPHET-CTPAHHUIIA ...vuveveveneeeennnnnns 33
K

113

KpayacopCHHT ......cocvvvivivniiiiieeeennn, 22
M

MAKPOC vt 28

MacTep KaleHIAPEH . .ccvvunevernneennnnn. 37

MacTep PE3IOME......uveverneierineaeernnnn. 32

MacTep QaKCOB ...ccvuvevevnneieiineeeennnnn. 31

Mactep MAOTOHOB ..c.uuvevevnneeeenneennn. 29

MHorodyHKIIMOHATKOE yeTpoicTBO . 30

M
[TaHTETmErPad ..uevvvveeeii e 30
[TporpamMmHoOe obecrieueHue
KOMMEPUECKOC ... vevvneeernaennnnnens 16
[IporpammHoe obecrieueHue
16): 1010107115 (01U 17
TIPOMOYTED +.vreveeeeeereeereeeeeneaenareannd 63
P
O o) (- 3
PyKonuch OYMaM]HAs ......cvvvneerennnnnn. 34
C
CTHIID TEKCTA .. euivinirinarienannenas, 27,39
T
Tenedakc .......ooveeevvieeeiiii e 30
Tema oPOPMICHHS .....ooeeevvveeneiin, 39
(O]
DAKC cevneeevnneeeeiaeeeneeeeee e e ee e eenaeees 29,
DaKCUMUIBHBINA AIAPAT .ovvvveeanssn 29
100 & 1<) o PP 63
DOPMA HEUATHAS ...cevvvnnearenreneenennns 28



DOpMa ITEKTPOHHAS ...vvvevenaernnsnnnns 28

1073)78) €21 (615] o SR 41
1
[{rpoBast KHUATA.......cccvuevernneeennnnnn. 26
[{rppoBast PYKOITUCH. .....cvevvneeeernnnnens 33
L I07001) 010):10) / ST 26
[{upOBOM JOKYMEHT ... eeevvennn 26
L
Hla6mon "bpommopa” .........ccvvvvvnnnnnn. a0
[ITa6on "ConpoBOAUTETHLHOE MUCHMO"
.................................................. 23
[I1a6510H BUBUTHBIX KAPTOUEK ........... 43

114

[ITa0JIOH OOIIHM . ... v veeeeeeeeeaeenanns 28

[ITa010H OPOPMIEHUS ...vvevvvnaan. 28

[ITa00H COMCPKAHUS ...ueeevrreerrnnnnns 28

RETON00): 8117(0)]510):70) 7 (AU 27
EC)

DNEKTPOHHAS KHUTA +.vveveneeernneaennnnns 26

1631 ()9 ¥ 0]0)21:11 7 R 26

ONEKTPOHHBIN PAKC....uuveeeerrreennnnnns 30

OTuKeT (PaKCUMUITBHOU CBS3H.......... 30
A

SI3BIK TOMCKOBBIX 3aMIPOCOB ............. 10



Bubnuorpacgpunyeckmm cnucok

Y4yeOHO-MeTOANYECKME pa3paboTKu

1. Pabora c mabnonamu: Pestome, ConpoBoaurensHoe nmucbMo, Pake, Kanennapn
u bpomtopa : cOOpHHK 3a1a4 U METO. YKa3aHHS K BBIMIOJHEHHUIO J€JI0BOM Urpel "Pa-
6ota ayTcopcepom” it CTYJIEHTOB 2 — 5¥0 KypcoB JTHEBHOW M 3a09HON (opMBI 00Y-
yeHus no gucruiumHaaM: "HMubopmanronHbie TexHomorun”, "MeXayHapOIHbIA WH-
dopmarmonHslit 6uzHec" u "Dnekrpornas kommeprus' / coct. C. B. Kamutun . —Xa-
6apogck : PUL] XT'ADII, 2007. — 32.

2. Undopmatuka. Pabora ¢ mabroHamMu | METOJI. yKa3aHUS I CAMOCTOSITEIbHBIX
Y WHJIMBUAYAIBHBIX paboT cryneHToB 1-3 kypcoB Beex ¢opm odyuenwus / coct. C. B.
Kamutun. — Xabaposck : PUL[ XI'ADII, 2008. — 48c. — URL : http://training-

it.narod.ru_lection/rab_s_sh.zifwara oopamenus 04.09.2012).

3. Kamutun C.B. Pabora ayrcopcepom. [lomonHeHus 1 ©I3MEHEHUS K JIEIOBOU UTpe
"Pabora ayrcopcepom”. URL : http://www.rabota-autsorserom.narod {tata o6pa-
menns 04.09.2012).

4. Yro Takoe s3Ik 3ampocoB. SAumekc. Ilomompb: Ilomck. URL
http://help.yandex.ru/search/?id=48198fara oopamenus 04.09.2012).

5. KapueBckuit E.M., ®wmnmos W.E. Word B mnpumepax. — URL
http://cmc.ksu.ru/books/word/index.htniara o6pamerust 04.09.2012).

6. MeTtoaudeckue YKazaHusg il CaMOCTOATCIbHBIX W HWHIAWBUIAYAJIbHBIX pa60T

crynentoB 1-3 kypcoB Bcex ¢opm oOyuenus. Jlekuus: Co3gaHne JOKYMEHTOB C HC-
10JIb30BaHKeM mabaoHOB U MacTepoB. Co3manue nokymentoB B Microsoft Word: 7.
CoBpemennbie oducHbie npuioxeHus uTtepHeT-YHuBepcurer MHDOpManmoHHBIX
Texuomoruii. — URL : http://www.intuit.ru/department/office/odpr/7/odgrhtml (za-
ta obparmenus 04.09.2012).

7. Houcu 1. JIetouc. Busyansnusiii kype. Microsoft Office 2003 B adupe snek-
TpoHHBIX KHHMT. TeachPro. ®opmar : pdf. Pasmep 33,7 Mb. — URL
http://booksefir.ru/office/2154-vizualnyy-kurs-magoft-office-2003.html (gara 006-
pamenus 04.09.2012).

8. OcHOBBI HCIOJB30BaHMs TeKCTOBOro mporeccopa Microsoft Word 2003 .1u-

dbopmaTuka CTyJICHTaM. — URL :
http://yuschikev.narod.ru/Teoria/Word2003/indexVkhht (mata oOparnieHus
04.09.2012).
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9. IMamenko M. Word 2007 Illar 3a marom. 9xcmo, 2008.B adupe s51eKTpoHHBIX
kuur. TeachPro. ®opmatr: pdf. Pasmep 13,2 Mb.— 464 ¢. — URL
http://booksefir.ru/office/2917-word-2007-shag-ze@gom.html (mara oGpamieHus
04.09.2012).

10.Camoyuutens MS Word. TAYPUOH. WnmocTpupOBaHHBIH CaMOYYHUTENb 10
Microsoft Word. — URL http://www.taurion.ru/word(mara oopamierus 04.09.2012).

11.Xomonenko A., Xomonernko H. Camoyuutens Microsoft Word 2003.5XB-

[TeTepOypr. B apupe anexkrponnsix kuur. TeachProdopmar: pdf. Pasmep 10,2 Mb. —
672c. — URL :http://booksefir.ru/office/2703-samouchitel-micrétsaord-2003.html
(mata oopamenus 04.09.2012).

HOpMaTI/IBHbIe NMCTOYHUKUN

12.TOCT 7.32-2001.MexrocynapcTBeHHbI cTaHgapt. CucremMa CTaHAApTOB TIO
uHpopMmarmu, OUOIMOTEYHOMY W HU3JaTeNbcKoMy neny. OrTder O HaydHO-
UCCIIEI0BATEIIbCKON pabore. Crpykrypa u paBmiIa oopmeHwms.
MeXrocy1apCTBEeHHBIH COBET IO CTaHIApTHU3allid, METPOJOTHH M CEPTH(PHUKAIIIH.
MuHck. 200%. - 16 C. URL
http://protect.gost.ru/document.aspx?control=7&i88946 (mata obpareHus

04.09.2012).
13.T'OCT P 51506-99I ocynapcTBeHHBINM cTaHIapT poccuiickor deneparuu. Kon-

BCPTHI IMOYTOBLIC. Texuudeckue Tpe60BaHI/I}I. MeTOI[BI KOHTPOJIA. FOCCTaHIIapT Poc-
CHUH. MockBa. 23 nexaops 1999. ProDTP.ru
http://www.prodtp.ru/index.php?act=recipes&CODE=08&1 (mara obpamicHus
04.09.2012).

MynbTumMeauitHblie oGyvaroLme Kypchbl

14.Microsoft Office Word 2003Camoyuwutens. [IpoaBunyThiii Kypc. MyibTume-
JTUIHBIA 00yuarommii Kypc. B adupe snekrponnsix kaur. TeachPro. — 1006 Pasmep
340 Mb. — URL : http://booksefir.ru/office/2621-teachpro-samoudhitécrosoft-
office-word-2003-prodvinutyy-kurs.htm{mzara o6pamienus 04.09.2012).

15.Microsoft Office Word 2007 MynsruMeauitaeiii o0y4daromuii kypc. B adupe
SJIEKTPOHHBIX  KHHT. TeachPro. Pasmep 476 Mb. - URL :
http://booksefir.ru/office/108-teachpro-microsoftioe-word-2007.html (gara o6pa-
menns 04.09.2012).
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16.MS Office 2007 UutepaktuBHbIi kypc. HoBas 1mikoaa. B adupe 3meKTpoHHBIX
kuur. TeachProPasmep 760 Mb. — URL :http://booksefir.ru/office/786-interaktivnyj-
kurs-ms-office-2007.htmKnarta oopamenus 04.09.2012).

MHdopmaLumnoHHbIe Be6G-canTbl

17.CalendarKanennaps npasauukoB. — URL : http://calend.ru/(nata oGpamieHust
04.09.2012).

18.Kamutuna C.B. Pabota AYTCOPCEPOM. [lonoiHeHHUS U HU3MEHEHHUS K JIEJIOBOM
urpe "Pabora ayrcopcepom”. — URL : http://www.rabota-autsorserom.narod.r{sfara
obpamiennst 04.09.2012).

19.11labnousr gas paborer u goma. Office Online. Microsoft. — URL
http://office.microsoft.com/ru-ru/templates/FX10@891049.aspx (nata obGpamicHus
04.09.2012).

20.SIupexc.Otkpeitkn. — URL : http://www.cards.yandex.ru/ (mara oOpaieHus
04.09.2012).

21 . SIupexc.®otku. — URL : http://www.fotki.yandex.ru/. (mara oOpaienus
04.09.2012).

MporpammMHoe o6ecnevyeHue

22. [R]Software Editor. IIporpamma [R]Software Editor. Bepcus 1.x. URL :
http://www.rsoftware.net/progs/edit.hirfxata oopamenus 04.09.2012).

23.7-zip. ApxuBarop (ailioB ¢ BRICOKOW CTENICHBIO CXKaTHsl. Pycckosi3pIYHas cTpa-
aura. URL : http://7-zip.org.ua/ru/(nata oopamenus 04.09.2012).

24.AbiWord.  AbiWord: Word Processing for Everyone. URL:
http://abisource.conf{fiata oopamenus 04.09.2012).

25.Google DocsCo3nanne JOKyMEHTOB M COBMECTHasi paboTa HaJl HUIMHU C IIOMO-
11133 JlokyMeHTOB Google. URL
https://www.google.com/accounts/ServiceLogin?seweritely&passive=1209600&
continue=http://docs.google.com/&followup=nhttp:/fdogoogle.com/&ltmpl=homepa
ge (mara obpamenus 04.09.2012).

26.1BM Lotus Symphony. Free download. URL
http://symphony.lotus.com/software/lotus/symphooydie.nsf/home (IIpose-pero Ha
04.09.2012).

27.KOffice. The integrated office suite. URLhitp://www.koffice.org/ (mara 06-
pamenus 04.09.2012).
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28.Mandriva Linux. Mandriva Russi@TkpsiTas onepanroHHass CHCTEMa, MOIX0-
nsmas  Kak  WHAMBHIYATbHBIM TIOJB30BaTeNsIM, Tak u kommanusMm. URL
http://mandriva.ru/(nata oopamenus 04.09.2012).

29.Microsoft  Office  Online. [domammusiss  crpanuna Excel.  URL
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Cepreii BauyeciaBouu Kanurun

Pa6ota ¢ wabnoHamm umcpoBbIX AOKYMEHTOB

YueOHOe nocodue 1Jis1 CAMOCTOSITETbHOH Pad0ThHI U BBINOJIHEHHS J1a00PATOPHBIX
pabot B popme aestoBoii urpsl ' Padora ayrcopcepom” yacth 1, 1J1s1 CTY1€HTOB
O0YHOI ¥ 3204HOM opM 00yUeHHs MO HANPABJIEHUSAM " MeHeIKMEHT M

" IkoHOMHKA"
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