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Kaura npegna3znadeHa ajis UCMOJIb30BAHUS B KaU4e€CTBE YUEOHOTO M3IaHUS
JUI ¥ BBITIOJTHEHHs JTaOOpaTOpHBIX paboT B (opMe AEIOBOM WUIPHI M CaMo-
CTOATEIHLHOTO O0YYCHHUS.

ConepXuT TeOpeTUIECKU MaTepHall, CHUCKU JIUTEPATYPhl, METOIUICCKUE
yKa3aHUs 0 MPOBEACHHUIO 1 9acTu AEIOBON UTPHI MO U3YyUYEHUIO KOMITHIOTEP-
HBIX TEXHOJIOTHH 1o o0muM Ha3zBanueM "Paborta ayrcopcepom”. 1 gacth mo-
CBsIIeHa paboTe ¢ MUPPOBBIMHU JOKyMeHTaMH. J[aH mepedeHbh KOHTPOJIbHBIX
BOTIPOCOB, TIPSIMBIE CCHIJIKM Ha MU(PPOBbIE TEKCTOBbIC MAOIOHBI U IU(PPOBBIC
oOydarorie MaTepHuaibl, pa3MeNIEHHbBIC HA WHTEPHET-CaliTax, B TOM YHCIIE —
CO37JaHHBIX aBTOPOM KHHTH.
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Cnucok Tabnuu

Cnucok nnnrocrtpauumn

OT aBTOpa

HeoOxoaumocTh 3TOro M3aHus BbI3BaHA TE€M, YTO C MOMEHTa BbIXOJa Iep-
BOH myOnuKanuu o aenoBoit urpe "Padora ayrcopcepom” (2007 .) [1] Hakomu-
JOCh 3HAYUTEIHHOE KOJMYECTBO YTOYHEHHH U JOMOJHEHUH, KOTOpbIe 00s13a-
TEJNBbHO CIEAOBAJO Obl OMyOJMKOBATh IS JIYYIIEro MOHUMAaHUS CTyIEHTaMU
PacCMOTPEHHBIX TEM KOMITBIOTEPHBIX TEXHOJOTUH, B TOM YHCIIE — C/I€JIaHbl He-
o0xoauMble 100aBJIEHUs, AJI1 BO3MOXHOCTH IIPOBEJIEHUS JEIIOBOM WIPBI CO
crtyneHtamu 1 kypca.

HoBsie cBeaeHMs CyIIECTBEHHO MOMOTAIOT CTYJEHTaM CaMOCTOSITENBHO pa-
300paThCs co creuu(prUKONd MPUMEHEHHS] KOMITBIOTEPHBIX TEXHOJIOTHI U HOBOTO
HaIpaBJICHUS JEIOBOW aKTUBHOCTH — ayTcopcunra. [10SBUINCH U TOTIOJTHEHUS K
JIJIOBOM UIpe, Kacaroluecss MPOYMX HANpPaBICHUM KOMIBIOTEPHBIX TEXHOJIO-
I'Mii, B YaCTHOCTH — clietu(UKU pabOThI € AIEKTPOHHON NOYTOM, CO3AAHUIO TEp-
COHAJIBHOTO BEO-TTOPT(OINO U CO3TAHNIO CAMOIIPE3CHTAIIHH.

OTO U37aHUE SIBISIETCS MEPBBIM B CEPUM U3 YETHIPEX YUEOHBIX MOCOOMM ISt
KOMIUIEKCHOM JiejoBoil urpbl  "Paborta aytcopcepom'. Kaxmoe mnocoOue
HOCBSIIIEHO OTAEIbHONW TEME — NPUMEHEHHUIO0 U(PPOBBIX TEKCTOBBIX 1Ia0JIOHOB,
UCIOJIb30BAHUIO  DJIEKTPOHHBIX  KOMMYHHUKALIMH, CO3JAaHUI0  LU(PPOBBIX
UH(POPMAILIMOHHBIX PECYPCOB ISl TJI00aNbHON HMHPOPMAIMOHHON CeTH U
CO3/IaHUIO CAMOTIPE3CHTALINU.

Uro6bl ynTaTtenu ObUIM B Kypce HOBOCTEH U JOMOJHEHUH K YKa3aHHBIM HU3-

JaHUSM ~ CO3/aH  CICIHAM3MpOBaHHBIA  BeO-cait  http://www.rabota-

autsorserom.narod.roae myOoNIHKYIOTCS BCe U3IaHUs ¥ OOHOBJICHHUS K JCJIOBOM




5

urpe "Padora ayrcopcepom”. TaM ecTh crieruaibHbIi pazaen " JlokymMeHThI" B
KOTOPOM OITyOJIMKOBaHbI IIA0JOHBI Pa3HOOOPA3HBIX HU(POBBIX TOKYMEHTOB
JUISL IETIOBOM UT'PHI M CBEICHUS O MyOJUKALUAX 110 ITON TeMe.

Mou rnaBHbIE YCUITUS 10 MOAJEPKKE 3TOr0 MHPOPMAIIMOHHOTO pecypca Ha-
IpaBJIeHbl Ha TO, YTOOBI OMyOJMKOBaHHAs HHQOpMAIMS Oblla MaKCHMAaJIbHO
noJsie3HO#. Ecniu BbI 0OHApyXHUTE KaKnue-TO UHTEPECHbIE (DaKThl WIIA PEIICHHUS, O
KOTOPBIX MOJIE3HO 3HAThH JAPYTUM JIFOJISIM, WM €CJIM Y BaC €CTh CCHUIKU Ha JIPYy-
rie MHTEPHET-CTPaHMIIbl, MOCBSIICHHbIE 3TUM TeMaM, s C OJaroJapHOCTHIO
npuMy cooOIIeHHsI 00 3TOM U pa3Melly UX B COOTBETCTBYIOIIEM pa3jelie caifTa
C YKa3aHHMEM MMEHH HaIIeIIIeT0 CChUIKY.

XoTenoch Obl MOSICHUTh HECKOJIEKO HEOOBIYHBIX YEPT, MPUCYIINX HACTOSIIE-
MY W3JIaHUIO, TTIOTOMY YTO OHO MOJKET MOKa3aThCsl HEOOBIYHBIM 3a CUET CIIeIIH-
anmpHOTO (popmatupoBanus (momyxupHelii mpudt Arial B 3aronoBkax) u He-
0ObIYHAas KOMIIOHOBKA TEKCTA, a TAaKXKe — BKIIOYCHHE CIMCKOB WILTIOCTpALUNA U
TaOJIMI] CO CIMUCKOM MPEIMETHOrO yKasaress, KOTOpble B TPEOOBAaHUAX K IO-
n00HBIM TekcTaM, m3nnokeHHbIX B [[OCT 7.32-2001 [12]ne mpemycMOTpeHbI
WIH JpyTHE.

Jleno B TOM, 4TO yKa3aHHbIE HOBOBBEJICHUS YK€ TPEOYIOTCS COBPEMEHHOMY
oOmiectBy. KpoMe TOro, B TEKCTOBBIX MPOILIECCOPAaX HOBblE MH(POPMALMOHHBIE
OJIOKH JENal0TCs aBTOMAaTHUECKH U 0€3 KaKuX-TuO0 3aTpaT CHil. A KpyNHeHIme
U3JIaTeNIbCTBA YK€ 0oJiee JECATKA JIEeT UCIONb3YIOT 3TH HOBOBBEICHHSI B BHIITYC-
KaeMbIX yueOHUKaX U MPOYNX KHUTAX.

N3naTenbcTBa UCMONB3YIOT TaKHME€ HOBOBBEICHHS MOTOMY, YTO OHM IOMOTa-
IOT YWTATENI0 MPOAYKTUBHO M OBICTPO paboOTaTh ¢ UCTOYHHKAMH, PA3bICKUBAs
HY>KHBIM TEKCT, TaOJIUIy, WUTIOCTPAIMIO WIM TEPMHUH. A TMOCIETHUE TOCTHKE-
HUS B 00J1aCTH CKOPOYTEHHUS W BOCTIPHUATHUS TEKCTOB JTOKA3adl HEOOXOAUMOCTh
NIPUMEHEHHUS TaKuX aTprOyTOB K TEKCTy KakK, HalpUMep, YBEITMYCHHBIN pazMep
3aroJIOBKOB, CTPOTUN HIpU(DT sl aKieHTa BHUMaHHUS Ha OTIENIBHBIX CIOBaX,
3ameHa mpudra Times New Romanna Arial B 3arosioBkax, B3aMeH KpacHOMH
CTPOKHU — IPUMEHEHHE YBEIIMYEHHOTO HHTEPBaJIa o] ab3aramMu u ap.

Takue HOBOBBEJIEHUS YXKE MPUKIINCh B MHTEPHET-UCTOYHUKAX HO HE B Oy-
MakHbIX. OTHAKO U OyMa)KHbI€ UCTOYHHUKH TOXKE MEHSIFOTCS, TIOCTENIEHHO pa3-

BHBAsi CBOU TPAJIUIIUH.
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He Bce coBpemMeHHBIE JOCTH)KEHHS U HOBOBBEIICHHUS MOXKHO cpa3y MpuMe-
HUTh B OYMaXXHBIX M3/IaHUSAX. B YHUBEPCUTETCKUX M3JAHUSIX €CTh CBOU JaBHUE
TpaJWIINY, OMUPAIONTUECS HA CTAPUHHBIC CTAHAAPTHI, TJ¢ HE YIIOMUHACTCS BbI-
IIeYKa3aHHBIX XapaKTEPUCTUK TEKCTa, KaK U JAPYTHX OCOOCHHOCTEH JOKyMEH-
TOB, B&XHBIX COBPEMEHHOMY YHUTATEIIO-CTYJEHTY, YK€ aKTUBHO YHUTAIOIIEMY
U POBBIE HICTOYHHUKH, HEXKEIN OyMaXKHBIC.

C npyroii cTOpOHBI — €CTh COBPEMEHHBIE MTPOTPAMMHBIE MTPOYKTHI JJIsI BEP-
CTKH TEKCTOB — TEKCTOBBIEC MPOIIECCOPHI, KOTOPHIE TIPOYHO BOILIH B KU3HBL 00-
miecTBa. OHM MOJTHOCTHIO BHITECHWIH MEYATHBIE MAIIMHKU ¥ UMEIOT MHOTO aB-
TOMATUYECKUX BO3MOXKHOCTEH IJIsi CO3JaHMsS TEKCTOB. X WMCmOIn30BaHME Ha-
pyILIaeT TPAIUIIMOHHBIE U CTAPUHHBIE MPEACTABICHUS O TEKCTE, a HE MCIIOIb30-
BaTh UX YK€ yOBITOYHO.

He Bc€ uro panbIiie ObUTO TIPUBBIYHO I OPMATUPOBAHUSI TEKCTOB HA IIe-
YaTHOW MAIMHKE MOKHO BOIUIOTUTH C TOMOIIBIO COBPEMEHHBIX TEKCTOBBIX
nporueccopoB. [locnennue UMEIOT CBOIO JIOTHKY MOCTPOCHHSI MACCUBOB TEKCTA,
CBOIO OMHUCATENbHYIO MPOTPAMMHYIO YacTh M Jp., HA YTO JIFOJIA paHbIlle BHUMA-
HUs He oOpamani. YenoBeuecTBO, HAXOSICh B ATIOXE KOMITBIOTEPHBIX TEXHOJIO-
TUH, YKE BBIHYKJEHO MOACTPAUBATHCS MO BOBMOXXHOCTH KOMIBIOTEPHOUN TEX-
HUKH U TIPOTPAMMHBIX TPOAYKTOB. OHO BBIHYXKJEHO MEHSITh CBOU MPUBBIYKU H
CTEPEOTHUIIBI B YTOAY COBPEMEHHOTO PAIMOHATIN3Ma U SKOHOMHUYECKOM IIeIeco-
00pa3HOCTH.

Haxonsmeecss mepen Bamm m3nanuwe chopMupoBaHO MyTEM NPUMEHEHUS
CTHJIEH TEKCTa M BCEX MPOYMX HOBBIX BO3MOXKHOCTEH, JOCTYITHBIX COBPEMEHHO-
My MHCATEI0, CO3A0meMy MU(GPOBbIC PYKOIIMCH Ha KOMITBIOTEPE C IPUMEHE-
HUEM MTPOTPaMMBbl TEKCTOBOTO MPOIECCOPA.

ABTOp TIOTBITAJNICS BHEIPUTH B ATO TOCOOME AJIEMEHTHI (HOpMATUPOBAHHMS
TEKCTa, YIyYIIaloIrue BOCIPHUSITHE YIeOHOTO MaTepHralia COBPEMEHHBIMU CTY-
JEHTAaMU M ¢ y4ETOM TMOJYyYEHUS] BO3MOXKHOCTH JTATbHEUIIIETO MCIIOIb30BaHUS
ATOTO AIEKTPOHHOTO TEKCTA JJIA €r0 OYIyIIero pa3BUTHS U ISt ITUGPOBOIMA my0-
JIMKAITIU BepCcUsIMH (Harojo01e BEPCHA HOBBIX TIPOTPAMMHBIX IPOTYKTOB).

CTunm TeKCTa, MPUHATHIE B 3TOM H3JaHHUH, MO3BOJISIOT YIYUIIUTh HE TOJIBKO

BO3JIEHICTBHE Ha OOYYAIOMIMXCS 4Yepe3 aKIEHThl CHelHalIbHOrO (opMaTupoBa-



v

HUSI, HO U IPUMEHSTH IIa0JIOH TOTO IU(PPOBOTO M3IaHUS KaK I1a0JIOHA CTUJICH
JUISL CO3/IaHUS MPOYUX TOJOOHBIX MyOTHMKAIIHIA.

[TpumeHeHne crienraibHOro (POPMATUPOBAHUS B COBOKYITHOCTH C aBTOMATH-
YECKUMHU BO3MOYKHOCTSIMH, 3aJI0KECHHBIMU B IPOTPaAMMy TEKCTOBOTO IPOIIECCO-
pa, MO3BOJISICT MHE W JIIOOOMY M3 3aMHTEPECOBAHHBIX IperojaBaTesieii ObICTPO
npeoOpa3oBbIBaTh BECh TEKCTOBBIM MCTOYHHMK B IU(POBYIO KHUTY, IEPCHOCHUTH
OTJCNIbHBIC €r0 YacTH B HOBBIC M3JIaHMsI WJIM MIPEBpallaTh 4YaCcTh CTPAHUII B BEO-
caiiT (WM Jaxke B MyJbTUMEIHA-UCTOYHUK), @ TAKXKE — B TIPE3CHTALMIO JJIS BBI-
CTYIUICHHS Tiepe]] cTyAeHTaMu. Y Bc€ 3T0 MOXKHO c/Ie/iaTh aBTOMAaTHYECKH, TT0Y-
T MraoBeHHo! Ho ecim He ucnob30BaTh MPUMEHEHHBIE B 3TOM ITOCOOWH MPO-
IPaMMHBIC BO3MOXKHOCTH, TO 3TH MPeoOpa3oBaHusi OyIyT HE TOCTYITHBI.

Jlpyrasi OTJIMYUTENIbHAS OCOOCHHOCTh HOBOTO M3JaHUS — HAJTMYUE OOJIBIIOTO
KOJIMYECTBA CCHUIOK Ha IU(PPOBBIE TEKCTOBBIE HM3AHHS W MYJIbTUMEIUHHBIC
oOydJarorue Kypchl. 9TO 0COOCHHO BaXKHO IS CAMOCTOSTEILHON pabOThI CTY-
JICHTOB Y TOJIIICPKKU TEXHOJIOTHIA JUCTAHIIMOHHOTO O0YUCHHHI.

CBou 3ameyaHusi, MPEJIOKEHHSI ¥ BOIIPOCHI HAINPABIINTE, MOXKATYHCTa, IO

ajipecy 3JIEKTpOHHOM mouThl rabota-autsorserom@ya.€ieprero BsuecnaBoBu-

yy Kanurtnny.

C YAOBOJBCTBHUCM IIPOYTY BAll€ MHCHHUC.



BBepeHue

YuebHoe nocobue K nenoBoit urpe "PaboTa ayrcopcepom’ COAEPKHUT IMO/I-
poOHoe omucanue nudpoBbix 1admoHoB: "Pe3rome”, "CompoBoauTebHOE
nucsmo", "®akc”, "Kanennaps"', "Bykier" u 1p., KOTOpbIE aKTUBHO UCIOJb-
3yIOTCSI B ayTcopcuHre (HOBOM (hopMe paboOThl MPEANPHSITAN, MCHOIB3YIOIINX
COBPEMEHHBIC BO3MOXKHOCTH MH(OPMAIIMOHHBIX TEXHOJIOTUH, CM. cTp. 18)u Bo-
00111 B COBpEeMEHHOM OHM3Hece. DTH 11abJIOHbI CBOOOIHO OMYyOJUKOBAaHbBI B MH-
¢dopMarmoHHbIX ucTouHUKaX ['J106aabHOM MHGOPMALMOHHOI ceTH, a TAKXKE —
B KOMITHIOTEPHBIX MPOTPaMMax MOMYJISIPHBIX TEKCTOBBIX MPOIECCOPOB.

[Tomumo omwmcanusi pabOTHI ¢ yKa3aHHBIMH IIa0JOHAMHU TTOCOOME COACPIKUT
npaBuia ux 3anojgHeHus. OcBauBaTh 3TU MpaBUia HEOOXOJUMO HE TOJBKO IS
paboThl ayTCOpcepoM, HO U ISl JOCTHXKEHMSI ycrexa Ha COBPEMEHHOM PBIHKE
Tpyna.

B pesynbTaTte BBITTONTHEHHS ETOBOM UTPHI CTYACHTHI MPHUOOPETAIOT OCHOB-
HBbIC MPAKTUYECKUE HABBIKM Pa0OTHI ¢ MabJoHaMH IUGPOBBIX JOKYMEHTOB H
MPUBBIKAIOT K JIETIOBOMY BUPTYaJbHOMY B3aMMOJIEUCTBHUIO CO CIY>KalUMHU CO-
BPEMEHHBIX MPEANPUITHH.

Kaxnas 3amaga cOOpHHKA COMEPKHUT OOIMIMUPHYI0 TEOPETUYECKYIO YacTh C
WUTIOCTPAIUSIMU, PYKOBOJCTBO K BBITIOJTHEHHUIO 33/1a4d M MEPEYHU TUITUIHBIX
OIHOOK.

JIOCTOMHCTBOM JTaHHOTO W3/aHMS SIBJISIETCA €ro MpakTUYecKas HarpaBlICH-
HOCTh Ha HCIOJb30BAHUE BUPTYAIBHOIO B3aUMOJACHCTBUS MOCPEICTBOM 3IIEK-
TPOHHBIX CPEJICTB CBSI3U C PAaOOTHUKAMHU COBPEMEHHBIX MPEANPUSTHNA, COOTBET-
cTBytomass mpodmiro oO0ydeHHs CTYACHTOB MPOTpaMM IO HAMpPaBICHUSIM
080200.62 Menemxment" u 080100.62 Sxonomuka".

COOpHHK MOATOTOBJIEH [IJISl CTYIEHTOB BY30B, YK€ 3HAKOMBIX C TEXHOJIOTUEH
MOMCKA HYKHBIX 1IA0JIOHOB TECTOBBIX JOKyMEHTOB B I'100a1bHOI HHpOpMa-

lII/IOHHOﬁ CE€TH, HO HC NUMCIOIIINX HABBIKOB pa60TBI C HUMMU.



1. PykoBoacTBa Ana paboTtbl ¢ nocoouem

1.1.Pa6oTa ¢ yue6HbIM Nocobuem

Y4eOHoe mocoOue CONEpKUT TEOPETHUECKHW MaTepwal, 3ajadd, PyKOBO-
JICTBA JIJIs1 BBITIOJIHEHHUS 33]1a4 U KOHTPOJIbHBIE BOTIPOCHI.

TeopeTtnueckuii MmaTepuai U 3aJaud NpPEAHA3HAYEHBI IS BHIIOJHEHUS B ay-
IUTOPUSAX IO/ PYKOBOJCTBOM TMpernojaBaTelnisi (BEIyIIETO IEIOBOW HWIPHI), a
KOHTPOJIBHBIE BOIMPOCHI — JUISI CAMOTECTUPOBAHUS TIOMYYEHHBIX 3HAHUA W IS
MOJITOTOBKH K 3aIIMTE OTYETOB IO BBHITTOJHEHHBIM paboTam.

B nmomours nHaMBUAYaNbHON paboTe MPUBOAUTCS CIUCOK CCHUIOK HAa UCTOY-
HUKH, pacnoJiokeHHble B I'100a/1bH0i1 HH(POPMALMOHHOM CeTH.

[TepBbiit MPOCMOTP TEOPETUUECKOTO MaTepHaa JIydlle BbIMOIHATh HAKaHyHE
nabopaTopHO# paboThl (3a JACHD WJIM HECKOJILKO JHel). [Tocne o3HaKOMIICHUS C
TEOPETUYECKIM MAaTEpHUaJiOM CJIETyeT BBIMOJTHUTH CAaMOTECTUPOBAHUE IO KOH-
TPOJBHBIM BOIIPOCAM.

Ecnu nonoxenust TeOpETUUECKON YaCTH HE JOCTATOYHO MOHATHBI, CIEAYET B
NEPBYIO OYEpeNb BOCIOIb30BATHCS MOMCKOBBIMH cucTeMamu [nobanbHOM WH-
DOpPMAIMOHHO CeTH, MPHMEHHB $I3bIK INOMCKOBBIX 3ampocoB  (cM.
[Ipunoxenue A), ¢ TOMOIIBIO KOTOPOTO MOXHO TOYHEe c(hopMysMpoBaTh 3a-
IpOC AJIsi HOUCKOBOTO poOOTa M ObICTpEe HAMTU HY>KHBIM HCTOUHUK.

Hapsiny ¢ atum cnemgyetr oOpaTUThCS B OMOTUOTEKY JJISI CAMOCTOSTEILHOTO
MOWICKA JIMTEPATYPHI, INOO BOCIOIH30BATHCS PEKOMEHIAUSIMH OUOIHMOTEKApS
10 MTOI00PY aHAJIOTUYHOH JINTEPATYPHI.

3apaHee 03HAKOMHBIIHNCH C TEOPETHYECKUM MAaTEPHAIOM M, €CIIM BO3HHUKIU

BOIIPOCHI, KOTOPBIC HC YAAJIOCHh PCIINTL CAMOCTOATCIBHO, MOXHO 34/1dTh HX

! SI3bIK MOMCKOBBIX 32MPOCOB — CIICIMAIBHBIC IPABIIIA HAMMCAHNUS 3aIIPOCa U3
KJIIOYCBBIX CJIOB, IO3BOJISIONIME Hanbojiee TOYHO (HOPMYJIHPOBATH 3ampoc
OMCKOBOM cucTteMe. [IpuMeHeHune s3bIKa 3aMpocoB AaéT BO3MOKHOCTh PEIlaTh
camble CIIOKHBIE ITOMCKOBbIE 3amadyu. IlompoOHee O NpUMEHEHHH S3bIKa
TIOMCKOBBIX 3aIIPOCOB CM. B UCTOYHHKE [3].
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npernogaBaTciiro Ha 3aHATHH I10 Ha60paT0pHOﬁ pa60Te IMoCJec BBO,Z[HOﬁ qacCTH,

KOTOPYIO OI'JIaCUT IIPEIIoaAaBaTCib B HAYAJIC 3aHATHA.

1.2.YcnoBHble 0603Ha4YeHus

B mocobun IMPHUHATBI YCJIOBHBIC 0603Ha‘ICHI/I}I, AKCHTUPYIOIINEC BHUMAHHUC
Ha Ba’XHbIX Ha3BaHHUAX U ITOCICIOBATCIBHOCTAX KOMAaH/I. OHu noka3aHbI B Ta0-

nure (Tabmuma 1.1).

Taboauua 1.1 —Ycji0BHbIE 0003HAYEHUSI, TPUHSITHIE B OCOOHH

Oo0o3HaYeHHue IMosicHenue

Aupexc Ha3zBanust nporpaMMHBIX IIPOAYKTOB,
CEpPBEPOB, NPEANPUATUI, UMEH UCCIIE-

JOBaTeJel, TEPMUHOB

"ITomomn" Ha3zBanus namnok, JOruHOB, pa3/iesioB B

nporpammax

("Hacrpoiiku/JInunbie HacTpoiiku”) | [TociieqoBaTebHOCTH KOMaH/

JIns pa3bsCHEHUsI NESATEIBHOCTH, KOTOPYIO HAJO0 BBINOJHUTh YYaCTHHUKAM
JIEJIOBOM UTPhl B COOTBETCTBUU C 3aJaHUSIMU, IPUBEAECHBI CIICHIMATBHBIE CXEMBI,
HAa3bIBAEMbIE MHTEJUICKT-KapTaMH.

HHTeNIeKT-KapPTA — CXEMA BBINOJIHEHU JaeucTBui. [IpuMenserca nisa co-
CTaBJICHUS KOHCIIEKTOB JICKITUI ¥ YIIOPSIOYMBAHUS WHPOPMAITUH.

NuTennexkr-kapTol JEMOHCTPUPYIOTCS BEIYILIUM bi (S (0):10) UTPBI
(mpemnogaBaTeieM) B Havajie 3aHATHS Ha dKpaHe I Pa3bsICHEHHs y4aCTHHKAM
3aJa4 M X0Jia BBITTIOJHEHUS 3aIaHUH.

[Ipy OTCYTCTBUHU MPOEKIIMOHHOTO O00PY/I0BAHUS MOKHO IMOJIb30BATHCS yUe-
HAYECKOU JOCKOW, BOCIIPOM3BO/I HA HEM MHTEIUIEKT-KAPTHI B YIIPOIIEHHOM BU-

A€ OJI 00BACHEHHS X0J4a BBITIOJTHCHUA 3a4a4.
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2. Llenb v 3apgayum nenoBou Urpbl

eab 1€0BOM UIPhl 3aKIIOYAETCS B PA3BUTUM MPAKTUYECKUX HABBIKOB pa-
00ThI ¢ TTU(POBBIMHU JOKYMEHTAMH U JCJIOBOTO B3aWMOJCHCTBUS IMOCPEICTBOM
AJIEKTPOHHBIX CPEJICTB CBSI3U C JAPYTMMH JIFOAbMH, HAIIPUMED, CO CIyKAIIUMHU
IPEAIPUATHN.

3amayu J1eJ0BOM UIPbl — HAYYUTh YYaCTHUKOB HCIIOJIb30BaTh Pa3HOOOpa3-
Hble IU(pOBBIC MIA0IOHBI JJI1 CO3JAaHUS MPOU3BOJCTBEHHBIX JOKYMEHTOB H
HAYYUTh UX 3TUKETY B3aUMOJECHUCTBUSA C COTPYAHUKAMHU COBPEMEHHBIX KOMIIBIO-
TEPU3UPOBAHHBIX MPEANPUITUN IOCPEICTBOM ICKTPOHHBIX CPEACTB CBSI3H.

WHTemiekT-kapTa BBITOJTHEHHS 3aJaHUH JISTIOBOM UTPHI MMOKa3aHa B TaOIUIEe
(Tabmuua 2.1).

Tabauna 2.1 —AHTeJIeKT-KapTAa AejIoBOM Urpsl ' Padora ¢ madjoHamMu

unGpoBbIX TOKYMEHTOB"

3aganus IMosicuenue YciaoBHOE 0003HAYECHHE

3amanue 1 | Padora ¢ mrabimonom "Pesrome”

3aganue 2 | Pabota ¢ madmonom "ComnpoBoau-

TEJIBLHOE MMHUCHhMO

3amanue 3 | Padora ¢ nradimonom "dakcuMUIIbHOE

cooOmrenue”

3ananue 4 | Pabota ¢ mabnonom "Kanengapp"”

3aganue 5 | Co3naHue BUBUTHBIX KaPTOUEK

3amanue 6 | Cozmanue nHOOPMAITMOHHOTO OyKJIeTa

3agaua 7/ | Co3naHue pekiIaMHON JTUCTOBKHU m— RS

3amaya 8 | IleuaTs agpecoB Ha OyMaXKHBIX KOH- o #

BEpTax
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3. CueHapuu 0enoBou Urpbl

[Tpenmoinaraercs, 4To CymiecTByeT Hekas kommanus, "N" (HazBaHue mpuIy-
MBIBaCT TNPEIOJaBaTelb), KOTOpas HIIET ayTCOPCEPOB ISl OpraHH3aIiy €
MIPEICTABUTEBCTB B HECKOIBKUX TOPOJIAX.

[Ipeamonaraercst Tak e, YTO KaXKIbI CTyACHT y4eOHOW TPYMIbl >KelaeT
CTaTh ayTCOPCEPOM ISl 3TOM KOMITAHUU U YYaCTBYET B KOHKYpPCE Ha 3aMEIICHHE
BAaKaHTHBIX JIOJDKHOCTEH (HAmpuMep, perHOHAbHBIX MEHEIPKEPOB UJIM MECTHBIX
YIPABJISIONUX JIEATSIIEHOCTHIO KOMIIAHHH B CBOEM TOPOJIE).

Jlnst ygacTusi B KOHKYpCe HEOOXOIMMO COCTAaBUTh PE3IOME, COMPOBOAUTEIb-
HOE€ MTUCHMO, U OTOCJIATh 3TH JOKYMEHTHI JICKTPOHHBIMU CPEJICTBAMU CBS3U (B
JAHHOU Urpe — pakCUMHIBHOM CBSA3BIO ¢ (hakc-ammapaTta Ha (akc-anmnapar Uiu
C KOMITBIOTEPA Ha KOMITBIOTED).

[Ipeamonaraercsi, 4T0 Y9aCTHUKUA KOHKYpca OYIyT MPUHSTHI HA UCIIBITATEIb-
HBI CPOK, B TEYCHHE KOTOPOTO OHM JOJKHBI BBHITIOJHUTH HECKOJIBKO MOpYydUe-
HUI. CO31aTh NPOU3BOJACTBEHHBIN KAJICHAAPh U KAJICHAAPh PEKJIaMHBIN, CO3/1aTh
BU3UTHBIE KAPTOUKH JJIsI BBIIIOJHEHUS JIEJIOBBIX (QYHKUIMNA OT UMEHH KOMITAaHUU
"N". ITocne aToro — co3narh HHOOPMALIMOHHBIA OYKIIET OJTHON U3 MPOIaBaEMBbIX
yCIIyT, a Takke — ¢iaep (PEKIAMHYIO JIHCTOBKY) JUIS pEKJIaMUPOBAHUS TPOJIa-
&U 3ToM ycmyru. s Oykiera u praepa HeoOxoaumMo OyJeT MOArOTOBUTH Ma-
KeT OyMa)XHOTO KOHBEPTA C BO3MOXKHOCTBIO aBTOMATHYECKOW TMeYaTH Ha HEM
aJipecoB KJIMEHTOB, KOTOPHIM OYIyT OTNPAaBIATh OyMa)KHbIe OYKIIETHI U (Iiaepsl

110 OOBIYHOM TOYTE, CM. HHTEJUIEKT-KapTy JenoBoi urpsl (Tabmuma 2.1).
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4. PekomeHaauum BeayliemMy AenoBomn Urpbil

[IpenonaBaTens, BeXyLUil 1€JI0BYIO UTPY, MOKET BOCIIOJIb30BaThCSI TOTOBBIM
CIIeHapueM, OIyOJIMKOBAaHHBIM BhIe (CTp. 12), mub0 camMoCTOSTENbHO H3Me-
HUTH €€ CIIEHapHil, YCIOXKHHUB WIH YIPOCTHB B 3aBUCUMOCTH OT CTENEHH MOJrO0-
TOBJICHHOCTH CIylIaTeNe U 1enei o0yueHusl.

[lepen HayamoM AEIOBOI UIPHI CEIyeT O3HAKOMUTH CiylIaTenel ¢ uuhop-
MAaIMOHHBIM HAIIOJHEHHEM 3TOTO PYKOBOJACTBA. Pa3biCHUTH MOHATHE ayTCOp-
cunra (ctp. 18)u npeumyIecTBa UCIOIB30BaHUS 3TOM (HOPMBI IEITOBOW aKTHB-
HocTu. [losicHUTh Ha3HaueHHe MIA0JIOHOB M MX BHIOB B TEKCTOBBIX MPOIECCO-
pax, (cTp. 25). O0bscHUTH crieHapuii AenoBoi urpel (ctp. 12),e€ nenu u 3ana-
4M, a TaK )K€ yJeIUTh BHUMaHHE MOPAAKY (popMHUpOBaHUS OTYETA IO JIEIOBOU
urpe (ctp. 71)um 3ammre cAETaHHBIX PELICHUH, B TOM YUCIE — CAMOTECTHPOBa-
HUIO 110 KOHTPOJIBHBIM Bomipocam (ctp. 58).

[Tocne 3amuTel OTYETOB BEAYIIEMY CIEAyeT cielaTh 00OOIIEHHE HTOTOB:
OOBSCHUTH XapaKTepHbIe OMIMOKH, OTMETUTh WHTEPECHbIE PEIICHUS U Ha3BaTh
MMEHa yYaCTHHUKOB, YCICIIHO BBIMOJHUBIINX 3aJaHus 1e7a0Boi urpsl. Ilo3npa-
BUTh BCEX YYACTHUKOB U OOBSBUTH UIMEHA MPUHATHIX Ha BAKAHTHBIE TOJHKHOCTU

ayTCOPCEpOB.



14

5. OcHalweHne AenoBou Urpbl

Jlnst nenoBoit Urpel nMoTpedyeTcs: crenuaibHoe 000pyA0BaHUE U MPOTPAMM-

HOE 00€ecCIeYeHHE.

5.1. O6opynoBaHue ansi 4enoBon Urpbl

JUi 1enoBoi Urpbl MOTPEOYIOTCA MEPCOHAIBHBIE KOMIBIOTEPHI M0 KOJIUYE-
CTBY YYaCTHHMKOB (32 HMCKIIIOYCHHEM IIPEoJaBaTeisi) M BBICOKOCKOPOCTHOE
nonkmoueHue k Murepuery. [lonamoburcs ydeHuueckas JOCKa IS 3amucei
uHbOpMaInH, U CIANI-TIPOEKTOP C IKPAHOM.

XapakTepucCTUKH HEOO0XOJUMOTO OOOpyAOBaHUS TIOKa3aHbl B TabuLe

(Tabmuua 5.1).

Tabauna 5.1 —XapakTepucTuKU 000py10BAHUSA ISl 1€J10BOIi UTPbI

ITapamerp, He
Ha3zBanue KosuvecTtBo | Xapakrepucruka
MeHee
Kommsrorep Jliis kaxxaoro | I[Iporeccop Celeron 500 Mhz
y4acTHUKA 17001
Athlon 1500 Mhz
OnepaTtuBHas 256 M6
aMsTh
JKécTrkuit nuck 4010
Bricokockopoctnoe | s kaxkaoro | CkopocThb 30Kowut/c
nojkiaroueHue k MH- | yuacTHuKa Tpaduxk 30M06
TEPHETY
Crnai1-mpoexkTop Caetocuna 3000JIroke
OKpaH 1 Pasmep Am°
VYyenuueckas J0cKa Pasmep 2 M
(bnomacTepHas uu
MeJIoBas)
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BaxabIM, HO HEe 00s3aTEILHBIM 000PYIOBAHKEM JUIS Ka)KIOTO 3aHATHS SBJISI-
eTCs yYeHHYeCcKas JOCKa, IO3BOJISIOIIAs HCIIOIB30BaTh (DJIOMACTEPHI MM MEJ, a
TaKXKe — CIAANI-TIPOEKTOP C IKPAHOM.

YueHndeckas J0CKa MOHATOOUTCS MPEMOAaBaTENIO ISl BEACHUS XPOHOMET-
paka, IEMOHCTpAI[MK Pe3yJIbTaTOB U Y4ETa PEHTHHra YCHEIHOW paboThl (eciu
TaKOBOH BenéTcs).

Cnaiig-mpoeKkTop M SKpaH IMOHAZOOSTCS IPEOJABATEN0 I OObICHCHHS
TEXHOJIOTUH BBITIOJHEHHS 33aHUi U OOBSICHEHUS CTpaTeruu paboThl Y4aCcTHU-

KOB, BOBJICYEHHBIX B UTDPY.

5.2.MNporpammHoe obecnevyeHne Ans AenOBON Urpbl

[TporpamMMHOe obecrieueHue sl ACTOBOM UTPHI MpeAyCMaTpUBaeTCs JI000e
U3 TIPUTOTHBIX JUTS JOCTHKEHHUS IIeJIeH BCeX 3aj1ad.

MO’XHO HCTOJIB30BaTh KOMMEpUYECKOe JIMO00 HEKOMMepUecKoe (CBOOOIHOE)
IporpaMMHOE 0OecTieueHHe.

HampumMep, KoOMMepdecKoe NpOrpaMMHOe obecledeHHe  KOMIIAHHH
Microsoft, cm. Tabauny (Tadmuna 5.2), 10OTOMY 4TO OHO YpE3BBIYAMHO pacHpo-
CTPaHEHO B OpTaHM3AIMAX M y4eOHBIX 3aBeneHusx Poccuiickoit deneparum.
Kpome TOro stu mporpaMMmHble HpOAYKTHI cepTtuduuupoBansl B Poccuiickoit
denepanun, a TOITOMY pa3peuieHbl 11 OQUITHATBHOTO UCTIONH30BAHUS B By3aX
Y OpTaHU3AIHSIX.

B Tabmune (Tabnwma 5.2) moka3aHbsl Ha3BaHUS W BEPCUU KOMMEPYECKOTO

POTPAMMHOTO 00ECIIEUEHUS U UX KOJIMYECTBO.

! KomMmepueckoe nporpaMMHoe ofecneueHne — MPOAAOIINECs IPOrPAMMHBIE
NPOAYKThI,  MpEIHA3HAUYCHHbIE  JUIsl  YJOBJIETBOPEHHS  MOTpeOHOCTEM
noib3oBartene. MX MOXKHO UCIONB30BaTh NPU HAJIUYHMHU JIMLEH3MOHHOTO
COTJIAlIeHMs, a TaKXXe JOKYMEHTOB, MOJATBEPKAAIOMIMX (aKT MpUOOPETCHUS
IporpaMM. TOBapHOM HAKIAIHOW U TOBapHOro u4eka. Ilpm orTcyTcTBUM
YKa3aHHBIX JIOKYMEHTOB TaKHW€ NPOTrpaMMHBIE IPOAYKThl HCIOJIb30BaTh B
Poccuiickon denepanum 3anpeiieHo, Tak Kak 3TO HapyliaeT aBTOPCKUE MpaBa U
HAHOCHT yIIepO rocyapCTBY.
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JlJiss AOCTYKEHUS TeNIel eTOBOW UTPBI IPUTOTHO TAKXKE W CBOOOHOE MPO-
rpaMMHOe oGecneuenne’ npousBoAuTencH, Hanpumep, Google Mozilla, IBM,
Apple u ap. mo cBoiicTBaM U BO3MOXKHOCTSM aHAJIOTHYHBIX KOMMEpPUYECKOMY,
ykazaHHoMy B TaOymie (Tabmmma 5.2). Ux ycnenrHoe npuMeHeHUe 3aBUCUT OT
MIOJITOTOBJICHHOCTH | OIBITA MPETOaBaTEIIs, BEIYIIETO JACIOBYIO UTPY, & TAaKKe
— CKPOMHBIX (PMHAHCOBBIX BO3MOXHOCTEH By3a. Hampumep, MOKHO HCIIOIB30-
BaTh CIeayloliee CBOOOAHOE MPOrpaMMHOE OOecrieueHue, oKa3aHHOe B TabIu-

e Hwke (Tabmwmma 5.3).

Tabauna 5.2 —Kommepueckoe mporpaMMHoe odecnedyeHue sl Kaskaoro

YYACTHHUKA 1eJI0BOH UTPbI

Bup Ha3zBanue Bepcusi, He HuKe
Omneparonnas cuctema | MS Windows XP
TexcroBslit iporieccop | MS Word 2003
daxc-mporpamma Mopayasb B 2003
MS Outlook
Venta ZVoice 5.0
ApxuBarop ZIP Berpoennsiit B MS Windows

Ta6mauna 5.3 —CB00601HOE POrpaMMHoOe OfecnedeHne I KaKI0ro y4acTHUKA

A€JIOBOH MIPBI

Bun Ha3Banue HUcTouHukK
OmnepannoHHast Linux Mandriva [27]
cucremMa Linux Ubuntu [30]
TekcToBbIi TIPO- AbiWord [23]

! CpoGomnoe mnporpaMMHoe ofecieuyeHHe — POrPAMMHBIC POLYKTEL,

npeHa3HAYEHHbIC U YIOBJICTBOPEHHS MMOTPEOHOCTEH TONb30BaTENCH U
pacrnpocTpanstonecs oecruiatHo Ha ycnopusx nuiensun GPL (General Public
Licence).lix MO>KHO KCIOJIB30BATh ....
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Bun Ha3Banue HUcTouyHuk
1eccop Google TokymeHTbI [24]
KWord [26]
LibreOffice Writer [31]
Lotus Symphony [25]
OpenOffice.org Writer [29]
[R]Software Editor [21]
dakc-nporpamma []
ApxuBarop 7-zip [22]

CBoOoHOE MporpaMMHOe obecreueHue, ykazanHoe B TaOmuie (TaOnuia
5.3), npuBOAUTCS B BUJIEC Pa3HOOOPA3HBIX aJbTEPHATUB KAKIOTO BHIA: HE-
CKOJIBKO BAapHUaHTOB ONEPAIMOHHON CHUCTEMbI, TEKCTOBBIX IPOIECCOPOB U AP.
Ho mpu ucnosib30BaHUM 3TOTO TPOrPaAaMMHOTO 00€CTICUCHUS BEAYIIIEMY CIICTYET
OTKOPPEKTHUPOBATH Pa3AEibl X0O/1a BBIIOJIHEHHS 3aJaHUM, KOHTPOJbHBIE BOIPO-
Chl 1 OCHOBHbBIE OLIMOKH, MOCKOJIbKY 3TH MPOTrpaMMHBIE TPOYKThI UMEIOT CBOU
0COOEHHOCTH M OTJIMYAIOTCS BOZMOXHOCTSIMU U TEXHOJIOTHUEN pabOThl C HUMH.

JIns ycnemHoro pemeHuss HEKOTOPBIX CIIOXKHBIX 3a7ay, PEUICHUE KOTOPBIX
3aBUCHUT OT OCHAIIEHHOCTH By3a MPOTPAMMHBIM OOECTICYCHHEM U OT MOJTOTOB-
JICHHOCTH YYaCTHHKOB, MPUBEICHBI HECKOJIBKO CIOc000B ux pemieHus. [locme
00CYX/I€HHSI ATUX CIIOCOOOB C YYAaCTHUKAMH JIEJIOBOM UTPhl MOXKHO BbIOPATH
J1000M TPUTOHBIN WM TOHPABUBIIMKUCSI. TakuM 0Opa3oM MOXKHO JOCTHYb

FHY6OKOFO IIOHMMAaHUA BBIITOJTHCHHBIX ﬂCﬁCTBHﬁ.
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6. BBogHble TeopeTnieCKkmne noHATUA

BBOIHBIMUM TEOPETUUECKUMHU MOHATUSAMH, TOMOTAIOIIMMH YYaCTHUKAM pa3o-
OpaThCsl B CLIEHApUH JEJIOBOM WIPBI, SBIAIOTCS MOHATHS "ayTcopcuHra’, "uH-
copcunra”, "kpayncopcunra”, "mab6monos" u "MacTtepoB madimoHoB" s M-
POBBIX TOKYMEHTOB.

Oco0eHHO Ba)XHBIM MOHSATHEM sl pabOTHI ¢ madbjoHaMu UGPOBBIX JTOKY-
MEHTOB SIBJISIETCS IOHATUE CTUIIL opopmiieHus Tekcrta. [Ipumenenue crumeil ra-
paHTHpyeT CTaOUIBHOCTh (POPMATHPOBAHUS LU(PPOBBIX TEKCTOB B JHOOBIX LU(D-
POBBIX JOKyMeHTax. FIMEHHO CTUIIM TEKCTa SBJISIOTCS OCHOBOHM (hopMaTHpoBa-

HUS J1I000TO IU(PPOBOTO TOKYMEHTA.

6.1. AyTcopcuHr

Jlst Toro 4TOOBI pa3IMYHbIE OPTAaHU3AIUU W MPEANPUATAS MOTIIA aKTUBHO
pa3BUBATLCSA B OOIIECTBE, OXBAUCHHOM IMPOIECCAMU KOMIBIOTEPHBIX TEXHOJIO-
T'Wid 1 BCeoOIel riodanu3anum, He JOCTAaTOYHO MPOCTO JETIOBON XBAaTKU U CMe-
KaJIK{, HEOOXOAMMBI CTICIIMATILHBIC 3HAHUS U y3Kas CIICIHAIA3aIIHs.

[Tpornuto Bpems, Korma OM3HECOM Ha3bIBAIHM SJIEMEHTAPHYIO MEPErpOaaKy.
busnecom cranmu Ha3pIBaTh MPEANPUHUMATEIBCKYIO IEATEIHLHOCTH, JAIONIYIO
MaKCUMaJIbHYIO TPHOBUTh TIPW HAMMEHBIINX 3aTpaTax pecypcoB. UToOwr moc-
TUYh TAKOTO COOTHOINEHHS, PYKOBOIUTENSM OpTaHU3alMid HEOOXOAMMO HC-
TI0JIb30BaTh HOBBIE MIYTH HapanuBaHus d3PPEKTUBHOCTH.

3auacTyro ciydaeTcs TakK, YTO KOMIaHUs, BMECTO TOTO YTOOBI HAPaBUTh BCE
yCWIIHSI Ha pelieHue 3a1a49, HeTOCPEACTBEHHO OTBEYAIONTUX €€ MPUOPUTETHOMY
HaIpaBJICHUIO, BRIHYXJCHA 3HAYUTEILHYIO YacTh PECYpCOB TPATUTh HAa MEHEE
Ba)XXHBIE MPOIIECCHI, COMPOBOXKIAONUE e€ JesITebHOCTh, TaKHe Kak Oyxraire-
pusi, TEXHUYECKOe 00CTyKMBAaHUE U IPOTPAMMHOE 00ECTICUCHHE.

J{nst Toro uTo6s! Harbosee 3PPEeKTUBHO UCIIOIB30BaTh UMEIOIINECS PECYPChI
U TIOJTy49aTh HAMOOJBIIYI0 MPHUOBLIH, IEIeCO00pa3HBIM SBISIETCS ACJICTUPOBATH
WCITOJTHCHHE MEHEE BAXKHBIX OIEpariuii HeMOCPEACTBEHHO KOMIAHUSAM, CIIEIra-
JU3UPYIOLIUMCS Ha TIOJJOOHBIX OTEPAIUsIX U BBHITIOJHEHUE KOTOPHIX SIBISIETCS UX
CTpaTerMuecKuM HarpaBieHueM. J[aHHBII TpoIlecC pasleleHUus MPOU3BOJCT-

BCHHBIX onepauﬂﬁ IMOJIYYHMJI Ha3BaHUEC ayTCOPCHUHIA.
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AyTcopeunr® (0T aHriI. OUtSOUrCING -BHEIIHM} HCTOYHHUK) — IIepe/ada Tpa-
JTUIIMOHHBIX HEKJIFOYEBBIX (YHKIMIA OpraHu3anuu (Takux, Hampumep, Kak Oyx-
TAITEPCKUI yUeT WM PEeKJIaMHas AESTeIbHOCTH JIJIi MalluHOCTPOUTEIBHON
KOMIIaHWK) BHEIIHUM HCIOJHUTEIISIM — ayTcopcepaM, CyOmoJpsadukam, crie-
[UAINCTaM CTOPOHHEH (UPMBI;, OTKa3 OT COOCTBEHHOro OHM3HEC-TIpoliecca, Ha-
IpUMEp, M3TOTOBIICHUSI OTIMBKUA WJIM COCTABJICHHWs OallaHca, U MPHOOpeTeHue
YCIyT TIO peaju3alii 3TOro OM3HEC-TpoIecca y APYrou, CrenraaTu3upoOBaHHON
opraHu3anyu. Pa3HOBHIHOCTH KOOTICPUPOBAHUSI.

[TpOTHUBOMOIOKHOCTEIO ayTCOPCHHTA SIBJISICTCS HMHCOPCHHIr (OT aHri. INn-
SOUrcing —BHYTPEHHHUI WCTOYHHK) — HUCIIOJb30BaHNE BHYTPEHHUX HCIIOJTHUATE-
Jielt coOOCTBEHHOT0 OM3HEC-TIpolecca.

OmHMM W3 TIEPBOOTKPHIBATEICH COBPEMEHHOTO ayTCOPTHHTA SIBISETCS BCE-
mupHO m3BectHas ¢pupma Kodak.B nagane 90x romoB XX Beka pyKOBOJCTBO
KOMIIAaHUM CJIEJIAI0 HEOXKUJIAHHBIA BBIBOJ, YTO JIOCTMIKEHHWE MHUPOBOTO JIUACP-
cTBa B c(hepe BBHICOKMX TEXHOJIOTHI HE SBJISCTCS OCHOBHOW IIEJIBIO KOMITAHUMU.
Takum oOpa3oM, TON-MEHEIKEPhl PENIMIn TepeaaTh Bce WH(GOPMAIMOHHO-
TEXHOJIOTHYECKOe 3BEHO mNpeanpusitus kommanuu IBM, kotopas kak pa3 u
CTpeMHUJIach K JIMJCPCTBY B TaHHOU chepe.

[Tpouecc nepenaun HEKIIOUEBBIX (QYHKIMI CTOPOHHEH OpraHU3alluu OKa3aj-
cs B3amMoBbITOAHBIM. Kodak obecrieunna cebe oTinmyHOe WHGOPMAIMOHHO-
TeXHOJIoTnYeckoe ooOciyxupanue, |IBM monyuuna odeHb BBITOIAHBIN J1OJTO-
CpOYHBI KOHTpakT, a corpyanuku Kodak momy4uin BO3MOXHOCTH JalibHEH-
IIETO IMOBBIIICHUS KBATU(UKAIIHH.

Emte oqHUM 3HAYUTEIBHBIM MPUMEPOM BHEIPCHHS AyTCOCHHTA SIBJISICTCS
xommnanus Nike. OHa monmia emie nanbpiine, epeaB Ha ayTCOPTHHT HE TOJBKO

IMPpONU3BOACTBO CHOpTI’IBHOﬁ OACKAbI, HO U paCIIpOCTPAHCHUC, a TAKKC — pCaJln-

Paitzoepr b.A., Jlozorckuit JLII., CrapoaybueBa E.b. CoBpemeHHBII
PKOHOMMYECKHUN CJIOBaph. S-€ U3l., nepepad. u gomn. — M. : UHOPA-M, 2007. —
495c¢.
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3anuio. Cama KOMIaHMS CTajla 3aHMMAThHCS JIUIIb JAM3aHHOM IMPOU3BOAUMOM
OJIeKIbl. DTH KIIt0UeBbIe (PYHKIIMU ObUIM 3aKpETICHBI 32 HHCOPCEPAMHU.

Bpewms mokasano, uro Takoe pemnienne O0buto npaBmwibHbIM. Celiuac Nike mpu-
3HAHHBIM JUAEp B MUpPE CHOPTUBHON onexbl. Ee pa3Butue HabupaeT Bmedat-
JISIFOIIME TEMITBI.

PeanbHas BbITOAa ayTCOPCHHTA 3aKJIOYaeTcs emé U B TOM, YTO TO3BOJISIET
IpY YBEIUYEHHH O0OBEMOB MPOU3BOJICTBA COXPAHUTh YMCIEHHOCTh CIYKaIUX
KOMIIAaHUH Ha MPEKHEM YPOBHE WM JIaXe COKpaTuTh e€. JlaHHbIi mpoiiecc, mo-
3BOJISIET 0OecreuynBaTh pOCT KOMIIAHUU O€3 yBEIMUYEHUs, a BMECTE C TeM U 0e3
YCIIOKHEHHUA €€ OPraHU3allMOHHOM HepapXuH.

Kakue BuabI ayTcopcuHra BCTpedarorcs amie Bcero? J[oBoJbHO 4acTO MOX-
HO BCTPETUTH MH(OPMAIMOHHO-TEXHOJOTUYECKUN ayTCOPCUHT, IOPUANYECKUI,
KaJpoBbI (KaIpoBbIe areHTCTBa), OyXranTepckuil (BHEUIHHWI ayJauT), TPaHC-
HOPTHBIN (TPaHCIOPTHBIE KOMIIAHHUH) H JIP.

Bwmecre ¢ TeMm y ayTcopcuHTa €CTh CYIIECTBEHHbIE HEIOCTATKH:

1. HemoJHOE MCHOJB30BAHUE PECYPCOB 3aKa3uMKa, TaK KaK €CTh PUCK B Iie-
penade MoJHOro 00beMa PeECypcoB UCIOTHUTEIIIO,

2. PUCK MOJYYUTh YCIYTH HEYIOBICTBOPUTEIHLHOTO KaueCTBa, MM B HEMOJ-
HOI Mepe 0TBEYAIOLIUE TOCTABICHHBIM TPEOOBaHHUSIM,

3. MOXHO TOTEPSITh HEOOXOAMMBIM OMBIT B MEpeaHHON ayTcopcepy chepe
NesITeTbHOCTH,

4. 3aBUCUMOCTH 3aKa3yMKa OT IMPOM3BOJUTENS, — PUCK TOTO, YTO, 3aKIIOYUB
COTJIalllEHUE O MPOU3BOJCTBE, MPOU3BOAUTENb MOXKET CO BPEMEHEM MOIHSThH
[IEHBI Ha BBIMTYCKAEMYIO MPOAYKIIHUIO,

5. ecnu KoMImaHus TiepenaéT Ha pa3pabOTKy KaKue-JIu00 CUCTEMBI, €CTh PUCK
HONACTh B 3aBHCHUMOCTb OT MCHOJHMTENS 3aka3a. KommaHwusi, koTopas Bener
pa3paboTKy CUCTEMBbI, CTAHOBUTCS O0JsafiaTeseM BaxHene nHpopMaIuu.

Ho yka3zanHble HETOCTaTKM MOTYT OBITh YCHEIIHO PEIICHbI MPaBUIbHO U
rMOKO COCTaBJICHHBIMU JIOTOBOPHBIMH 00S3aTebCTBAMU B3aUMOIECHCTBYIOIINX
ctopoH. [loaTomy 00 ayTcOpcHHTE TOBOPST KaK O MPOIEcCce, UMEIOIIEM HEIIo-
XH€ MEePCIEKTUBBI JIs1 Pa3BUTHA OM3HECa, M KOTOPHIN B OYIyIeM 10 MPOTrHO3aM

CIICHHUAJINCTOB 6yI[CT TOJIBKO Pa3BHUBATLCA.
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AyTCOPCHHIOBOW IEATEIBHOCTBIO MOTYT 3aHUMATHCSI HE TOJIBKO OTHEJIbHBIC
IPEANPUATHS, HO M OJMHOYHBIE CIIENUANNCTHL. FIX Ha3pIBaIOT ayTcopcepamu.

AyTcopcep — BHEIIHUI HCIIOIHUTENh, CTOPOHHUI CIEUATIUCT, CyOrnoaps-
YUK, BHICOKOKBAJIM(ULIMPOBAHHBIN CHEILMAIUCT, BBHITOJHAIOMNNA YacTh TPaau-
IIUOHHBIX HEKIIOUEBBIX (DYHKIUI OpraHu3allnu.

daxkTHUECKH ayTCOPCEP MOXKET BBIIIOJHATH PadOTy, AJIUTENBHOE BpEMs, Ha-
XOJSICh WJIM IIPOXUBas B IPYyroM ropoje, WIA Jaxe B APYyrol CTpaHe, B3auMo-
JEHCTBYS C 3aKa3YMKOM IOCPEICTBOM AJIEKTPOHHOM IMOYTHI, TenedoHa u ¢ak-
CUMWJIBHOM CBSI3H, NIOJIy4as OIUIATy 3a TPYJ 3JIEKTPOHHBIMH ILIATEKAMM.

[Tporueccrl 3nekTpoHHOr0 0OMeHa uHpOopMaIuel MEXTy 3aKa3YuKOM U ayT-
COpPCEPOM JIOJKHBI OBITH CTPOTO PEryIaMEHTUPOBAHBI CIELUAIBHBIM 3TUKETOM

SJICKTPOHHOI'O ACJIOIIPOU3BOACTBA U OJICKTPOHHBIMHA 11a0JIOHAMH JOKYMCHTOB.

6.2. KpayacopcuHr

B 2006 roay aBroputeTHbId xypHan "Wired" omy6nmkoBan crateio "Pac-
uBer kpayzncopcunra” ("The rise of crowdsoursing)'asropa Jeff Howe. B cra-
The pacckasbiBaeTcs o caite "IStockPhoto", koTopslit mo3Boaun HaxoAUTh (o-
Torpadun 1Mo IEemEBLIM IIeHaM, HEXKETU 3aKa3bIBaTh Y MpodeccruoHanbHbIX (Ho-
torpados. [To3ke 3Ty poJib cTayM BHIONHATH nomy sipHbii cait "Flickr " u ero
MHOT'OYHMCIICHHBIC CANTHI-KJIIOHBI. Tak MOMHMO ayTcOpPCHHIa (repeaadr HEKo-
TOpPHIX (YHKIMA OpraHHU3allH, HAmpuMep, OyXraaTepcKkoro ydera, BHEITHUM
UCTIOJTHUTEIISIM) TIOSIBHJIACH €r0 Pa3HOBHUIHOCTHh — KpayacopcuHr (anri. crowd
and sourcing FoJra U HCI0JIb30BaHUE PECYPCOB).

OtnuareM OT OOBIYHOTO ayTCOPCUHTA SBISIETCS TO, YTO HUKAKUX JOTOBOPOB
C WCIIOJIHUTEISIMU KOMITaHWsI HE TOMAMUCHIBACT, HO OOemaeT pa3HooOpa3HbIe
npu3bl WM OOHYCHI IJisi oOeAuTeNnell KOHKypca Ha JIydIlyr uaer. Bce oc-

TAJIbHBIC YYaCTHUKH I10JIYHaT TOJBKO 6HaFOI[apHOCTB 3a y4acCTHe.

! Jeff Howe. The Rise of Crowdsourcing. Wired. 1s§4€06 - June 2006. URL :
http://www.wired.com/wired/archive/14.06/crowds.htm (mara  oOpareHus
13.01.2012).
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HmeHnHO M0OpOBOJIBHOE ydacTHe 0€3 rapaHTUPOBAHHOTO BO3HATPAXKIACHUS U
JISKUT B OCHOBE KPay/ICOPCUHTA.

CnoBo "KpayacopcuHr’ HOBOE, HO SIBJIEHHE HE HOBoe. B ucropuu yenoseue-
CTBa €CTh MHOXKECTBO MPHUMEPOB KpayncopcuHra. Hampumep, 6ubmus paccka-
3BIBAC€T O CTPOUTENbCTBE BaBUIIOHCKOM OairHu, T/Ie TIOAN O0BEIMHIINCH PaH
OJIHOM 1€ U 0€3BO3ME3/IHO 3aHMMAJIUCh TOYEUHOU 3acTpoiikoi. Mmm apyroit
npumep, OMM3KUi HaM B 0003pUMOI MCTOPUH, CTPOUTENHCTBO KOMMYHHU3Ma B
OTHENBHO B3ATOM cTpaHe. [10M00HBIX TPUMEPOB KpayJACOPCUHTA B UCTOPHH Ue-
JIOBEYECTBA IOCTATOYHO MHOTO.

Y CI0BHO MOKHO OTACNATH COBPEMEHHOTO TTOHSATHS KPAYJACOPCHUHT OT JAPYTO-
ro copemennoro noustus — User Generated ContetdGC) — koHTeHT, cO3-
JIAHHBIH M0JIb30BaTENIIMU (ITOJIB30BATEIISIMU CaiiTa WK COlMabHOM cetn). Cun-
taercs, uro UGC BO3HMKAET CTUXUIHO, a 32 KOHKPETHBIM KpPayJICOPCHHTOM
CTOUT KOHKPETHBIM 3aKa34yMK, KOTOPBIM AaeT 0OBbsBICHHE O Habope uaen moja
KOHKPETHBIN 3aka3. ['panb 3Ta y3Kas, ¥ Korja OAHO SIBICHHUE TIEPEXOIHT B JAPY-
roe, ONpeIenTh ObIBAET HEBO3MOXKHO.

Hanpumep, co3marenb HM3BECTHOM colMabHON cetn (caiita) "FacebooK
Mapk IlykepOepr He MIaHUPOBAJ CTAHOBUTHCA MWJUIMAPAEPOM, CO3/1aB He-
OOJBITYIO COIMANTBHYIO CETh TOIBKO I cBoMX. Ho Korja HaribiB MoJIb30BaTe-
aeit ¢ ux dororpadusMu, ITUTATAMH, 3aMETKaMH U rpynmaMu gan Mapky MHO-
ro IpUOBLIX, B X0 MOIUIA "KPayJICOPCUHIOBbIE" MOTHUBAIIUU YIEPKAHUS TOJTb-
30Bareje BCSIKUMH TMPUMaHKaMH{, TIOOIIPEHHUS K AaKTUBHOW KU3HU B
"FacebooK, moOpoBOIbHO-TIPUHYAUTEILHBIM CO3IaHUEM MAaKCHMAaJIbHOW OT-
KPBITOCTH JTAHHBIX MOJIb30BaTeNIel (He ISl CIIEICTy k0, a Il MapKETOJIOTOB).

Taxkum 00pazoM, eciii IPOEKT CTAHOBUTCS YCIICUTHBIM Oraromapst Oecruiat-
HOMY YYaCTHIO TI0JIb30BaTENEH, TO JabIlle HAYMHACTCS YUCTHINA KpayICOPCHUHT.

Tor xe "FacebooK mokasan u riaBHBIN HEIOCTATOK KPAYACOPCHHIA — HH3-
KO€ Ka4eCTBO BBIABAEMOTO MPOAYKTa. M3BecTeH ciydaid, KOTJa dTa COIUalb-
Has CEeTh Hadajia MPOIeCC JIOKATM3AIMU U MPUBJIEKIA BOJIOHTEPOB K MEPEBOTY
CBOMX JIOKYMEHTOB Ha SI3BIKH JPYTUX HapogoB mupa. [lomydeHHbIN pe3ynbTart

BbI3BAJI MOIIHYIO KPUTHUKY 3a HCTOYHOCTH U MHOI'OYHUCIICHHBIC OITNOKH.
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Ilykep6epr He cam ctan muumapaepoM. Ero caenamm mummuapaepom 700
MUJTHOHOB Toib3oBarenei "FacebooK, OecriatHo BOBIEUEHHBIX B pa3BUTHE
ero camra.

Crnenyromasi mpoGiemMa KpayacopcuHTa, Kak HOBOTO METOJ1a pabOThI ¢ 0OBIY-
HBIMH I10JIb30BaTEISIMHU, B TOM, UTO JIOOUTEIb (MM OOBIYHBIN ITOJIH30BATEb) —
9TO BCE-TaKH JIFOOMTENIb, KOTOPBI HHUKOTJAa HE OYJET TaK € BIYMYHUB, Kak
npodeccuonan. Y moOutenss HET 0a30BBIX 3HAHWKA I TIOHMMaHHS 3aa4dl |
cnocobax e€ pemenus. Kpome Toro, npuBiieYeHHE KIMEHTOB (OOBIYHBIX IOJIb-
30BaTeleii) U JIIoOUTeNeld K OU3HEeC-TIpoIleccaM MOXKET MPUBECTH K OJHOOOKUM
pe3yybTaTam.

B xakoil mMepe KpayJCOpPCHHI BPEIHT CaMHM IpoQecCHOHAIaM, OIECHUTH
CIIOXKHO. A /1 OM3HECaA HUCITOIB30BaHNE KPAYJACOPCHHTA MOYKET OBITh XOPOIIHM
WHCTPYMEHTOM, YTOOBI YIIYUIINTh, HAPUMEP, 0TOOP KaapoB. TOIKOBYIO HIICIO
MOKET MPEJIONKUTh TOJIBKO TOJKOBBIN YEOBEK. A €CIH eIle Ha CTYACHYECKOM
CKaMbe€ KTO-TO TOTOB IMOTPATUTh BPEMS Ha MPEJIOKEHUE TI0 pa3BUTHIO OHU3HECA,
TO 3HAYMUT, HAJIO 3TOMY CTYJCHTY HaJIO JaTh IAHC MIPOSIBUTH CEO.

OTKpOBEHHBIX MPUMEPOB YPE3BBIYANHO YCIICITHOTO WCIOJIB30BAaHUS METOJa
KpayJICOPCHHTA B COBPEMEHHOM MHUPE HE TaK YK MHOTO (10 BIOJHE MOHSITHBIM
NpUYUHAM KOMIIAaHUH O HHUX IIMPOKO HE COOOIIAIOT), XOTS B CITUCKE TAKHX KOM-
nanuii ectb oueHb aBroputetHeie: "Nike", "Procter and Gamble', "Apple",
"Microsoft", "Starbucks" u mp.

Ho ecTh u Takne KOMIIaHUH, KOTOPBIE JKUBYT TOJIBKO 3a CUET KpayICOPCHHTA.

Ill (vl v
. Uepes cBoM calT KOMIIa-

Hampumep, smoHckast meOenpHast komranus "Muji
HUS COOMpAeT WAEH IS HOBBIX M3JIEIUH, a MMOTOM OTHAaéT MX Ha OLEHKY MpO-
dbeccroHaNbHBIM TU3aifHEpaM, YTOOBI T€ OICHUIIU JIFOOUTEIIbCKHUE MOJIENN CTO-

JOB M HpO‘ICﬁ meoOeau. Camble HHTCPECHBIC MOACIIN UAYT B IIPOU3BOJACTBO.

! Muji Life. URL : http:/life.muji.net/ (zata o6pamenust 13.01.2012)
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Henocrarkamu KpayAcopcUHTa SIBJISIIOTCS CIIEAYIONIME. POCT KOJUYECTBA
Oecrosie3HbIX UeH, MOCTENEeHHbIN Craj] MOTUBUPOBAHHOCTU Y TMOJIb30BaTENEH,
a TaKKe HU3KOE Ka4e€CTBO BHIJJaBAEMBIX HUJICH.

[MomynsipHast ceth KodeiHpx "Starbucks' ucmonb3yer cBOW CalT s MOJTY-
YeHUsI HOBBIX HJeH. 3a 1Ba roa paboThl cBoero caiita "Starbucks' Baeapun 50
kuentckux uaer n3 20000. CoenuaiucTsl OTMEYAIOT, YTO 3TO JOCTATOYHO
OoJbioN pe3ynbrar — 25%,0C00€HHO YYMUTHIBAs, YTO BCE WJEH MPpUILINA Oec-
wiatHo. K wectu " Starbucks' crout oTMeTuTs, 4T0O BCe MPEIJIOKEHUS, ITOCTY-
MAIOIIE HA CANT, OTKPBITHI BCEM >KEAIONIUM, a 3HAYUT U KOHKYPEHTHI MOTYT
VMU TI0JTH30BATHCH.

"Microsoft", obmagast orpomHoii 60a30i mareHTOB (0OJbIIIE, BEPOSTHO, TOJb-
ko y IBM ), akTUBHO HCIIOJIB3yeT KPAyJICOPCHHT JIJISl BBISBIICHHS MEPEIOBBIX U
MAaTEHTOCTIOCOOHBIX Hiei. Koproparuss akTMBHO MPUBIEKAET SHTY3UACTOB K
pEIICHUIO CBOMX MpoOJieM, pa3BUBAET U aKTUBHO TMATEHTYET IApOBBIC WICU B
BU/IC 3aKOHYCHHBIX PEIICHUI U COOCTBEHHBIX Pa3pabOTOK.

OaHUM M3 cambIX YJAQYHBIX MPUMEPOB COBPEMEHHOI'O HCIIOJIb30BaHUS Kpa-
yJICOPCHUHTa CUATAETCS CIIy4aid, CBI3aHHbIN ¢ koMmmanueit "Apple”. B 1988roay
CtuB x00c m CtuB Bo3usik (ocHoBarenu xommnanuu "Apple") npunum Ha
BCTpedy co crynaentamu WnnmuHolickoro yauBepcureta (CIIA). B xone xonde-
pEHIIMU CTyACHTaM ObLI 3a/aH Bompoc: "KakuM BBl BUAWTE KOMIBIOTEP Oymy-
niero?". I3 oTBETOB CTYAEHTOB CJIOXKHIICS 00pa3 HbIHE MOMYJISIPHOIO KOMIIbIO-
tepa "lpad". OcHoBarenssm "Apple" ocraBagoch JMINb BOIUIOTHTh MEYTHI B
KU3Hb, Ha 4TO Y10 oKoso 20 neT.

Ectp mu mepcnekTuBsl y Kpayacopcunra Ha 3anaae u B Poccun? Cam Jeff
Howe yxe He pajoCTHO OIICHMBAET MEPCIEKTHBBI KpayACOpCHHra Ha 3amaje
(xoTs u mepezenan CBOK HEOONBIIYI0 CTaThi0 B KHUTY). BO3MOXHO, 4TO 3TO
CBS3aHO C OTCYTCTBHEM JOCTATOYHO TJIIYyOOKO MpOpabOTaHHBIX TEXHOJIOTHM
MPUMEHEHUS KPayJACOPCUHTA Ha MTUPOKUX MACCaxX JIFOCH.

3a cuér KpayacopcuHTa OW3HEC JKEJNaeT MOJYYHTh OECIUIATHYIO IOMOIIIb,
9TOOBI 3apab0TaTh HA CBOMX ITOMOIIHUKAX (TeX ke KIMeHTax) emle Oosbime. J{is
KpYHHBIX KoMnaHuii, B Poccu 1 3a pyOexxoM, KpayJICOPCUHT 4YacTO ObIBAeT Mpo-

CTO OqCpC,Z[HOﬁ HHap-KOMHaHHCﬁ NI AOOIIOJIHUTCIBHBIM I/IH(I)OpMaHI/IOHHBIM
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JIOBOJIOM, KOTOpBIM, B 3Py MacCOBOW KOMMYHMKAllMM JUIIHUM He Oyner. Ho
€CTb U T€, KTO UCMOJIb3yeT BO3MOKHOCTH HOBOI'O METO/IA B TIOJIHYIO CHUILY.
CunTaercs, 4TO KpayACOPCHHT MO3BOJseT 3KOoHOMHUTH 10 80% 3arpar Ha
MapKEeTHHT U pekiaMy Ha 3anajae. CMOTyT JId pocCUiCKUe OM3HECMEHBI UCTIOIb-
30BaTh 3amaJHbIi OIBIT KPayJICOPCUHTA JUISl POCCUMCKON 3KOHOMHUKH, OKAXKET

BpEMH.

6.3. llabnoHbl n MacTepa ans co3gaHnsa OOKYMEHTOB

B nenomnpousBoacTBe mosb3ytoTcs HA0OpaMu OAHOTHIHBIX TOKyMEeHTOB. [1o-
ATOMY IIpUMEHEHHUE MIabJIOHOB BIOJIHE OMPABIAHO.

B KoMIbIOTEPU3UPOBAHHOM JEJIONPOU3BOJCTBE MPUMEHEHHE UDPOBBIX
11abJIOHOB SIBJIsIETCA HanbOosiee pallMOHAIBLHBIM IPUEMOM CO3JaHUs U UCTIOJb30-
BaHUs HUGPOBBIX JOKYMEHTOB.

TepmuH "HH(PPOBOH" HE TOKAECTBEHEH TEPMUHY ' IJIEKTPOHHBIH'', HECMOT-
ps Ha TO, 4TO B 3MOXY co3naHus ['o0anbHON MHGOPMAIIMOHHON CETU U DJIEK-
TPOHHOM MOYTHI ATH 2 MOHATHUS ObUIH TOXKJEeCTBEHHbI. OJIHAKO C U300pETEHUEM
CHEIUAJIbHBIX KOMIBIOTEPHBIX YCTPOUCTB, MPEAHA3HAYEHHBIX TOIBKO ISl pado-
ThI ¢ (ailnaMu, Harpumep, s YTeHus (HaiaoB BUPTYalIbHBIX KHHUT, TAKHE YCT-
pONCTBA CTaIM HA3bIBAaTh FJIEKTPOHHBIMU KHUIaMH, a caMy (haiijibl BUPTYyalib-
HBIX KHUT — HM(POBBIMH KHUTaMH Wik HUPPOBBIMU JOKYMEHTAMU. Takum
00pa3oM, MOHATHE "JIEKTPOHHBIM CIEIyeT MPUMEHSTh TOJIBKO JJISI KOMIIbIO-
TEPHBIX YCTPOICTB, a IOHATHE "IbPOBOH" — TOIBKO s (aiinos”.

Co3naB 1 poBoil MAGIOH OJUH pa3, U UCIOJIb3Ysl €r0 MHOTOKPATHO B TO-
CJIETyIOIIEeM, IKOHOMUTCS BpeMsI U MOKHO M30€XaTh OMMOOK MPHU MOATOTOBKE
CJEYIOIUX OJHOTUITHBIX JOKYMEHTOB.

C nomoipio 1U@POBBIX MIA0JOHOB MOXKHO OBICTPO CO37aBaTh JIOKYMEHTHI,

4aCcTO UCIIOJIb3YCMEIC B JIMYHOMU ACATCIIbHOCTHU U HA NPCATIPUATHUAX.

1
B cooTBeTcTBUM € 3TMMHU COBPEMEHHBIMHU IOHSTHUSMU JJIEKTPOHHYIO IMOYTY
crienoBao Obl Ha3BaTh MU(PPOBOM MOUTOH, a HE DICKTPOHHOM.
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[[TaGnoHb! HUPPOBBIX TOKYMEHTOB, PACIIPOCTPAHSAEMbBIX BMECTE C TEKCTOBBI-
MU TPOIIECCOPAMU, AKTUBHO UCIOJIb3YIOTCS JIJISl YCKOPEHUS CO3[IaHus U 0PopM-
JICHUSI TOKYMEHTOB. 3a CU€T WX NPUMEHEHUS O0eCredynmBaeTCs 3HAYUTEIbHAs
DKOHOMHSI BPEMEHH U JIOCTUTACTCS KeTaeMoe eIMHO00pa3ue OIHOTHUITHBIX
(dbopM JOKYMEHTOB.

Ia6a0H nudpoBoil — 3aroroBka, 0Opaszel Wik MOJEIb AJIA CO3/IaHUs HO-
BbIX IIU(POBBIX JOKYMEHTOB, COAEPKAIIUN HY>XHbIE HHCTPYMEHTBI, CTPYKTYPY
U CTUIM TekcTa. HekoTopeie 1udpoBbie MabIoOHBI HE COoepKaT TEKCTa, mpeia-
ras IyCTOW BUPTYaJbHBIM JINCT C 3apaHEE 3aJaHHBIMU CTUJISIMU TeKCTa. Eciu
rpyIa JOKyMEHTOB OCHOBaHA Ha OJHOM M TOM ke ITu(POBOM I1abJIOHE, TO BCE
OHU OyAyT UMETh eANHBIN yHUDUIIMpOBaHHBIN BUA. [{ndpoBbie 1m1ada0Hb MOX-
HO CO3/1aBaTh CAMOCTOSTEIBHO JIJISi CBOMX HYXKJI U JUISl HY XK IPEIPUSTHUS.

Ctuiab Tekcra — HaboOp mapamMeTpoB (GOpMaTUPOBAHUS, KOTOPHIA TTPUMEHSI-
eTCsl K TEeKCTy, TabJuIlaM M CIUCKaM, 4TOObI OBICTPO M3MEHUTh WX BHEITHHMA
BUJI. B 00memM ciydae —3To 1mada0HbI HY>)KHOTO 0(OPMIICHUS TEKCTA.

Ha wmmroctparnuu (cM. Pucynok 6.1) mokasana kimaccubukanus uGpOBBIX

111a0JIOHOB AJIs1 TEKCTOBBIX TOKYMCHTOB.

[ Lndposblie wabnoHbl TEKCTOBbIX 4OKYMEHTOB ]

/I.I.Ia6n0H obwmn (Mun- LWabnoH odopMieHuns LLabnoH coaep-
HUManbHbIN Habop CTU- (4YUCTbIM NNCT 1 BCe XaHusa (Bce cTumn
nen ans odopMneHus HY>XXHbl€ CTU/IN TEKCTA) | | U HYXHbIN TEKCT)

\_ TekcTa)

TekcT B BUAe pyKOBOACTBa A1 3aMoSIHEHUS AOKYMEHTA

(. J

( )

TekcT B BMAe o6pa3u,a AnAa aHaNorM4HOro TeKCra

Vs
(.

®opMa (3NeKTpoHHasa UM neyaTtHas).

Pa3peluaeTcsa BBOA AAHHbIX TOSIbKO B Noas ¢hopM

Pucynok 6.1 —Buasbl m1a6/10H0B 11 (PpPOBbIX JOKYMEHTOB
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Ila6a0H o6mumii (1a0J0H YKCTOTO JIUCTA) — MOIXOAMT YIS JIF0O0Tro nudpo-
BOTO JIOKyMeHTa. Ha skpaHe OH BBIMISAUT KaK YMCTHIM JIUCT, HO COJIEPKUT B
CBOEH BHYTPEHHEH CTPYKTYype pa3sMeTKy, 0a30BbIi CTHIb TeKCTa — "OObIYHBII"
¥ HECKOJBKO CTWJIEH 3aroJIOBKOB, Hampumep, "3arojioBok 1", "3arosioBok 2",
"3aros0Bok 3", a Tak)Ke MOXKET COJIEPKATh JOMOJHUTEIHHBIC HY)KHBIE TTOJTH30-
BaTEJIO CTUJIM TEKCTa, MAaKpOCHI U JP.

Maxkpoc — MakpoKOMaHJ1a Wi HabOp KOMaHJ, UCIOJIb3yEeMbIN AJi aBTOMa-
TUYECKOTO BBITIOJHEHUS Orepanuii. Makpochl 3alUCHIBAIOTCS Ha SI3bIKE TIPO-
rpammupoBanus (dacto Visual Basic) Hanmpuwmep, B makere NpuKIaIHBIX MPO-
rpamm MS Office mist aToro mperycMOTpeHbI crieuaibHbIe MPOTPaMMHBIC HH-
CTPYMEHTHI.

126,101 opopmJIeHHsT UCTIOJIB3YIOT IIPHU CO3AAHUU IIU(POBBIX JOKYMEHTOB,
B KOTOPBIX 3apaHee MpeayraaaTh TEKCT WK TeEMAaTUKy HEBO3MOkHO. Ho Bcerma
M3BECTHO KaK JOKYMEHT JOJKEH ObITh OOPMIIEH.

II1a6s10H copepskaHMsl IPUMEHSIIOT, KOTJa U3BECTHO HE TOJBKO KaK JOJIKEH
ObITh OopMIIeH 1TU(PPOBOM TOKYMEHT, HO U KakoW B HEM OyAeT TEKCT WJIH, 1O
KpaiiHel Mepe, U3BeCTHA TeMaTrKa OyAylIero TeKcra.

[Tocnenuuii By 1mabg0HOB HanboJiee BaXKEH IS IPOM3BOICTBEHHBIX IIETICH.
Co3naBaTh UX ropaszo cioXxHee, YeM 1ada0Hbl odopMIIeHHS U 00IIMe 1M1adiao-
HBI.

[ITaGnoHbI cosiepKaHUsI MOTYT BKJIIIOUATh B KAUECTBE TEKCTA!

* PYKOBO/JICTBA U MPUMEPHI ISl 3aMI0JIHEHUS 11a0JI0HA,

* TOTOBBIH OOpa3ell I aHATOTUIHOTO (IIOX0XKEr0) TeKCTa,

 neyaTHyro (GopMmy OO 3aMMIIEHHYIO MJIEKTPOHHYIO (Gopmy (mocien-
HIOI0 OOBIYHO 3aIUIIAIOT IMAPOJIEM JJII COXPAHEHUSI HEM3MEHHBIX JTaHHBIX, Pa3-
pelias BBOJ| IaHHBIX TOJBKO B TOJIS (JOpM).

dopma mevyaTHass — OyMaKHbI OJIAHK, coAep KAl MycThie MecTa (MmoJst
(¢opMbI), TpeHA3HAYCHHBIC IS 3alOJHCHUS HYXXHBIMH JAQHHBIMH BPYYHYIO
(pyukoii mam kapanpaamom). biaHk medaTHod (GOpMbI OOBIYHO CO31aéTCs Ha
KOMITBIOTEPE.

dopMa 3JIEKTPOHHAA — DJIEKTPOHHBIA JOKYMEHT, COAEP)KAIUMMK ITyCThIE

MecTa (moJisi popMbl), TIpeTHA3HAYCHHBIE JIJIS 3aII0THCHUS HY)KHBIMU JTaHHBIMU
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yepe3 KOMIbloTep. MHOrma naHHbIe MOTYT BBIOMPATHCS W3 PACKPBIBAOIIUXCS
CITUCKOB.

Ecnu snextponHas opma CIy>KUAT TOJIBKO JJIsS BBOAA JAHHBIX B MOJsS Gopm,
a TIevaTaTh 9TU JaHHBIC HAJI0 HA TOTOBBIX OYMa)KHBIX OJIaHKAX, TO B MapaMeTpax
neyaTy HaJl0 YCTaHOBUTH onuuio IleyaraThs TOJBKO JaHHBbIE 115 (hopm".

Pa3nooOpa3uTh M1abiI0HBl TOKYMEHTOB, UMEIOIIMECS B TEKCTOBBIX IPOIEC-
copax, Mo3BoJIsIIoT "MacTtepa 1madI0HOB" .

MacTtep mada0HOB — CPEJCTBO CO3/1aHUS ITU(POBBIX MIAOIOHOB, KOTOPOE B
JMAJIOTOBOM pEXHME, MO0 OTBETaM IOJb30BaTeNsl CO3MAET MIAOIOHBI Pa3HOO0-
pa3HbIX IU(POBBIX JOKYMEHTOB W3 BCTPOCHHBIX 00pa3oB. DaKTHYECKH 5TO
CHEIMAM3UPOBAHHBIN 11a0JI0OH, COEP AN MaKpOChI, HAIMCAHHBIC Ha S3bIKE
nporpammupoBanus (dacto Visual Basig. "Macrepa 1mab10HOB" B OTJIIMYKE OT
MPOCTHIX ITa0JIOHOB HE MOTYT OBITh M3MEHEHBI OOBIYHBIMH TOJIH30BATEIISIMHU.
Jl;st aTOTO TpEeOyeTCs MPOrPaMMHUCT, XOPOIIIO 3HAIOIINUNA S3BIK MPOTPAMMHUPOBA-
HUS, HA KOTOPOM HanucaH 'Mactep ma0aoHOB" .

Hanpumep, TectoBsiii nmporeccop, MS Word coaepkuT 111abia0HbI s CO3-
JaHUS Pa3IUYHbIX [U(PPOBBIX JOKYMEHTOB. mmuceM, (hakcos, OykiaeToB u ap. [1,
2,5,6,7,8,9, 10, 11, 13, 14, 1HpnosHUTEIbHBIE TTIA0JIOHBI B MacTepa MOXK-
HO HaliTu Ha caiite [18] kommanuu Microsoft.

Hanpumep, nznarensckas cucrema Adobe PageMakerumeer corau nudpo-
BBbIX IIa0JIOHOB, CO3/IaHHBIX MPO(ECCHOHATFHBIMY TU3aliHEpaMu, KOTOPhIE MO-
I'yT OBITh MCIOJB30BaHBI B Ka4€CTBE OCHOBBI ISl JICJIOBBIX IHCEM, OpOIIOp,
MHOTOCTPAaHUYHBIX OTYETOB, (PMPMEHHBIX OJIAHKOB M APYTOW TEYaTHOW MPO-
TYKITHH.

B  ortkpeiThIX  (OecriaTHBIX) TEKCTOBBIX  IIpoOIleccopax, HaIpuMep,
LibreOffice unun OpenOffice.org Writer comepskutcst MeHbIIIE 111a0JI0HOB, YeM
B KOMMEPYECKHX, HO 3TOT HEJJOCTATOK KOMIIEHCUPYETCs IpeumMyIiecTBamMu Oec-
IJIATHOTO MCIOJIb30BaHUSI MMPOTPAMMHOTO MPOAYKTa M1 OOMEHOM I1a0JIOHAMH C
3aMHTEPECOBAHHBIMU JIMIIAMH, OCYIIECTBIsIEMbIM udepe3 [nmobanbayo uHbOp-
MaIMOHHYIO CETh.

B o6miem citydae, korja mpH 3ammycke TeKCTOBOTO TMpoIleccopa WM HaKaTus
kHonku Co3aaTh cO3/1a€TCsl HOBBIM MyCTOM HU(PPOBOM TOKYMEHT — [0 YMOJI4a-

HUIO 3T0 "O01mmii Iada0H", UMEIOIUN TOTOBBIE CTUII U PA3METKY.



29

JIro60# mabIoH MOXKET CIY>KUTh ISl XpaHEHHUS 9acTO MCIOJIb3YeMbIX 00b-
eKTOB aBTOMATH3AIlMH, HAIIPUMED, MIEMEHTOB aBTOTEKCTa, MaKpOCOB, MaHEJCH
UHCTPYMEHTOB, HACTPAUBAEMbIX MEHIO U COYETAHUN KIJIABUIII,

Kaxapiii 1iudpoBoil mabioH MOXHO peJakTUPOBaTh, YTOOBI U3MEHUTH €T0
dbopmaTupoBaHue WK TeKCT. HacTpoeHHbIE MOIb30BATENIEM AJIEMEHTHI, XpaHu-
MbI€ B IIa0JIOHE, TOCTYIHBI B JJOKYMEHTaX, CO3/1aBaéMbIX Ha ero ocHose. [lo-
3TOMY B HH(PPOBOM MIAOJIIOHE IIEIECO00pa3HO XPaHUTh TOJIBKO HEU3MEHHBIE
JaHHbIE: HANMEHOBAHNE OPTaHU3aIMH, aJpEeCHbIE CBEJICHUS, JIOTOTHII U AP.

B TekcToBBIX mporieccopax Bce madiIoHbl JOKYMEHTOB HaXxOasATCsl B OuOno-
TeKkax II1a0J0HOB. BHONMMOTEKY MOMXHO OTKPBITH CIEUUATIbHOW KOMaHIOW.
OOBIYHO TakoM KoMaHJ0H siBiseTcss koManaa "Co3aath'. Ecnu HyXHOTO 11120-
JIOHA HET B OMOIMoTeKe 1M1abJI0HOB, TO HYKHO OOpaTUThCS Ha CalT pa3paboTyu-
Ka MMPOrpaMMHOT0 MPOAYKTA JIJIsl TIOMCKA HY)KHOTO 1Ia0JIOHa, WM 4Yepe3 TOouc-
KOBYIO CHCTEMY IOCTApaThCsl pa3bICKaTh HYXHBIA HUPPOBOM 1mabIoH cpenu
OITyOJINKOBAHHBIX, HO CACIAHHBIX JIIOOUTEISIMH JTUO0 MpodeccCHoHaIaMH.

Kakue mudposbie 1madgoHbl MOXKHO HaWTH B [ T1006abHOM MH(DOPMAITMOHHOM
CETH M UCIOJIb30BaTh, COKpaIas CBOM Tpyao3arpaTel? Cpenu HUX —

* O0mme TOKyMeHTHI (pe3toMe, TOBECTKH, OJTAaHKH, BU3UTKH, JIUCTOBKH);

e 3anucKku 1 0TYETHI (Pa3HOOOpA3HbBIE 3aITUCKU U OTUYETHI);

e ITucbma u ¢akcel (TUTYJIBHBIC TUCTHI (AKCUMUIIBHBIX COOOIICHUH, OY-
Ma)XKHBIX KOHBEPTOB, 3arOTOBKHM IMOYTOBBIX HAKJIEEK U pa3HOOOpa3Hble OJaHKU
TUCEM);

 Ily6aukamuu (Oporrtopsl, OyKIEThI, TUCCEPTALUHU, CIIPABOYHUKH, PYKO-
BOJICTBA).

Ecnu Oynet Haiiien MacTep mabiioHa, TO MPH 3allyCKe €ro Ha SKpaH BbIXO-
JUT CepUs CHELMAIbHBIX TUANOrOBBIX OKOH. [l mepemMenieHusi Mo HUM Haa0
HaxuMaTh KHOTIKY Jlasiee). B kaxxjoM OKHE clielyeT BRIOMpaTh MapamMeTphbl CO3-
JaBaeMoro MUQpoBOro JOKYMEHTa M B COOTBETCTBYIOIIME IMOJISI BBOJIUTH HYXK-
HBIM TEKCT 151 Oy ymiero mudpoBoro TOKyMEHTA.

Ha winmoctpammu (PucyHok 6.2) mokaszan npumep padoTsl "Mactepa

pe3tome”.
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Ecnu 4t0o-TO OBUIO IPONYIIEHO IMOJIB30BATEIEM MJIM TPeOYeTCs UCHPaBUTH
BBEJIEHHOE paHee, To Haxkatue kHonku Ha3zax mo3BosisseT BEpHYThCS B MpEbl-
JyIUE OKHA.

MoskHO TpoIycKaTh OKHA, HUYETO B HUX HE yKasbiBasd. B 11060M OkHE MOX-
HO Ha)kaTh KHONIKY ['0TOBO 1151 mpekparienus padotel "MacTepa” U moaydeHUs
1 pOoBOro MadJI0Ha C MECTAMU, 10 YMOJIYAHHUIO HE 3alI0JIHEHHBIMU TECTOM.

Jlia OpIcTporo mepexoja MEXIy AajJeKO PacloyOKEHHBIMU OKHAMH MOYKHO
NI0JIb30BAThCS KapTO pasnenoB "Mactepa”, MoKa3aHHOU B JIEBOM YaCTH KaXJ10-

'O 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

FoHew

[oToED

Pucynok 6.2 —OxHo " Mactep pe3iome”. Hauasio pa6oTbi

Pesynbrarom paboter "MacTepa" sBIsIeTCS aHKETa ¢ YaCTUYHO BBEIEHHBIM U

O(I)OpMJ'ICHHLIM TEKCTOM, a TaAK)XKXC — YCTAHOBJICHHBIMH ITIOJISIMU CTPAHUIIBI.
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Kak 1 npu ucnosib30BaHUM JIOOBIX HU(PPOBBIX MIA0JIOHOB, B TOKYMEHTE MO-
I'yT OBITH TPEAYCMOTPEHBI MOJIS JJIsl BBOJA TeKCTa (OHM OTOOPAKAIOTCS CePhIM
IIBETOM) M 9aCTO C aBTOMATHYECKH MOSBIISIFOIIIUMUCS MOICKa3KaMH.

Ecnu ankera, cnenanHas, HanpuMep, ¢ moMolibio Macrepa pe3tome He Oy-
JIET COOTBETCTBOBATH TPEOOBAHKSIM PEATbHOr0 OTACHA KaApOB. (ECIIM TAKOBBIE
TpeOOBaHHUS CYIIECTBYIOT), TO BCE MOXKHO OBICTPO MEPeoPOPMHUTH, U3MECHHB
TOJIKO COOTBETCTBYIOIIME CTWJIM TEKCTa, B TOM YHUCJIE€ — OTPEAAKTUPOBATh
TeKCT pe3tome. Ho Takue ciydan ObIBAlOT PEKO MOCKOJIBKY TJIaBHOE B pe3loMe
(ma m B mOOBIX OJlaHKaX) — ATO MAaKCUMAJIBHO TIOJHOE U OJHOBPEMEHHO KOM-
MAKTHOE U3JI0KEHHUE CBEICHUN.

Ecnu B uHTepdelice mporpaMMbl TEKCTOBOTO IMpOIlEcCOpa €CTh CChUIKA Ha
noJiydeHue 1abIoHOB ¢ BeO-y3i1a pa3padborurka, Hanpumep, Microsoft ciemyer
HIETKHYTh 1O 3TON CCBUIKE, YTOOBI aBTOMATHYECKU OTKPBITh HY)KHBIH CAalT U
OecruiaTHO 3arpy3uTh BHIOpaHHBIN M1a00H. OOBIYHO MPHU STOM aBTOMATHYECKH
3aIrycKaeTcs mporpamma obo3peBatens MHTepHeTa 1 OTKpoeTCs cTpaHuna nud-
POBBIX 11A0JIOHOB.

Jlst co3ganust cBOMX HU(MPOBBIX TOKYMEHTOB MOHO MOJIB30BATHCS HE TOJIb-
KO I1a0JIOHaMH, YCTAHOBJICHHBIMU B TEKCTOBOM MPOIIECCOPE U Ha caiTe paspa-
O00TYMKa TECTOBOTO MpoIecopa, HO W MabiioHaMu, OmyOJuKOBaHHBIME B [ J10-
0anpHOM MH(POPMAIIMOHHOM CETH Ha caiiTe MOAAEPKKU ITOr0 MOcoOus 1o aape-
cy: http://www.rabota-autsorserom.narod.(Ricynok 6.3).

! Cospemennsie kamposbie ciyxOsl B CIIIA HaspiBatoT "xemxaxrtep” (aHri.
headhunter -exoTHHK 3a roJloBaMHu).



32

n"fﬂ‘f' Pabora AYTCOPCEPOM
/il )

JononHeHnA 1 naMeHeHnA K denoeoil urpe "Pabota ayTcopcepom”
< Moura @/ locresan

Mpeancnosue JokymenThl Befi-nouta Beb-noprionua CamonpeaeHtauna

O npoekTte ObpalleHue K YyuTaTensm

VHGOpMAaLNORHBII pecypc CO3AaH ANA PA3MELLEHNA 370 SNEKTPOHHOE W3NAHHE BXOLMT B CEPHH MO

LONCMHEHWA 1 NCNPaBNEHN K cepun yuebHo- nocobuii noa obuwyeid Tematukoi 4enoeoii urpw "Pabora

METOANUECKUX paspaloTok no genoeoil urpe "Pabora ayTcopcepom”

ayTcopcepom’, COCTOALWLEN N3 CNeAYHLLNX HagaHuil:

e Pabota ¢ wabnoHamn UMdpoBklx AokyMeHTos Kaxpoe nocobue noceALLeHO DAHOR M3 TeM:

* Pafiota ¢ 3nekTpoHHOIl NouToil + pabote ¢ nonynApHeEIMY WabnoHamu udpoBex

¢ Coanaune Bef-noptdonuo D0KYMEHTOB,

¢ Coanaune camonpeseHTauun *  NPUMEHEHUH SNEKTPOHHLIX KOMMYHUKALMA
*  CO3A3HNH INSKTPOHHEX UHHOPMALMOHHLIX

CBOM 3aMeUaHuA, NPEANOKEHIA 1 BONPOCK! pecypcog

HanpagenAiTe. NoxanyicTa, MHe No ZAPecy 3NeKTPOHHOR

nouTHl Yka3aHHble TEMaTUKK DLICTPD pa3BuBaKITCA B KanutuH CEPreﬁ BadyecnaBoBUY
COBPEMEHHOM NHJIOpMaLMoRHOM ofLecTBe, NoaTomy

C YAOBONCTBUEM NPOYTY BALLE MHEHNE. yuefHee U30aHIA, NOCBALLEHHEIE 3TUM TEMAM, ’Elonrn"qoea:h

HYA#AAHTCA B YacTblX 0BHOBREHWAX U AONOMHEHUAX.

[larta cosnannA npoekra — 31.12.2010r. Vil

Y1obel yuTaTeny NOCTOAHHO BHINK B KypCe HOBOCTEN W ol

JAONONHEHUI K YKA33HHEIM W3AaHNAM, BeiN CO3AaH 3TOT
BeB-caiiT, rae nyBRUKYIOTCA WX SMNEKTPOHHEIE BEPCHM U

oBHOBNEHUA. Mecto paboTe

¢ ratheapa: "MHdopmauroHHEIE TexHonorn”
* Bya: Xabaposckan MocydapcTeeHHan akagemna

Mon rnagHbie yCHnuA No NoALepHKe 3T0ro
¥ aeH SroHomukn 1 Mpaea

VH(OPMALMOHHOrD PECYPCa HanpaBneHsl Ha To, utofel
onyfnukoeaHHanA nHpopMauna Duina makcnmMansHo
none3Hoil.

Ecnu BeI DEHEpy}KMTE KaKkne-10 UHTepecHsle ¢laKTbI wuan

iz

Pucynok 6.3 —MHTepHET-CANT NMOAIEPIKKH ITOT0 MOCOOUA

[ToapoOHee 0 co3aHuK JOKYMEHTOB Ha OCHOBE IIA0JOHOB cM. B [1].

6.4.Ctunu TekcTa

CoBpeMeHHBIN JOKYMEHT (JIEKTPOHHBIA M YK€ HAlleUaTaHHBIM Ha Oymare)
HE MOXO0XX Ha MPUBBIYHBIA OyMa)KHBIM JOKYMEHT MPOLUIOro Beka. OH U3MEHUII-
Csl HE TOJIBKO BHEIIIHE, HO U BHYTpeHHe. BHemHee oopmiieHue crano 4pe3Bbl-
YailHO BBIPA3UTEJIBHBIM, YUYUTBHIBAIOIIMM IIOCIEAHUE JOCTHKEHUSA IU3alHA U
IICUXOJIOTUH BOCHPUATHS TEKCTOB, @ BHYTPEHHEE COJAEPKAHUE CTAJIO JIAKOHUY-
HBIM U TPUOOPENO CTPYKTYPHOCTh U TOYHOCTH OT MPOrPaMMHOTO KOJa MpuMe-
HSAIOLUXCS IPOTPAMMHBIX ITPOAYKTOB ISl BEPCTKU TEKCTOB.

[TostBunuch HOBbIE MOHATHUSA ISl 0003HAUYEHUSI YPOBHS TOTOBHOCTH JIOKYMEH-
Ta U crocoba ero nmyonukanuu. Tak, HampuMmep, CO3AAOIIMNCA U elE He 3a-
BEPIIEHHBIN TOKYMEHT MPHOOpEN Ha3zBaHue HU(POBOiIi pykonucH. [[oKyMeHT,
ommy0JIMKOBaHHBIN B ['o0anbHON MH(POPMAIIMOHHON CETH CTajil Ha3bIBaTh Bed-
CTPaHMLIeN WM MHTEePHeT-CTPAaHMIel, a TaKKe MOSBUIIMCh Ha3BaHUS HU(PPoO-
BOM MNpe3eHTAUUM, UMPPOBON KHUIM, 3JEKTPOHHOIO0 PEUECH3UPOBAHMA U
madJoHa HU(PPOBOIo JOKYMEHTA.

OmubKoil sBISeTCS YTBEP)KIEHHUE, YTO TEKCTOBBIN (Daiis, KOTOpHI aBTOP

co34all B KOMHBIOTCpHOfI nporpamMme TCKCTOBOI'O PCAAaKTOpa MM TCKCTOBOTO
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nporeccopa (nanpumep, B MS Word, LibreOffice unun OpenOffice Writer)
CTAaHOBHUTCS TJOKYMEHTOM TOJIBKO ITOCJIE TIEYaTH €r0 Ha MPUHTEPE WM JaKe 3a-
SIBIICHHE, O TOM, 4TO (haii1 TOJbKO C pacmmperneM *.dOC sBIsSeTCS TOKyMEH-
TOM.

Omubo4YHOEe YTBEP)KIACHUE OCHOBAHO HA CTAPUHHON NPUBBIYKE UMETh BCE
JOKYMEHTHI TOJIbKO B OyMa)KHOM BHJI€ M IyTAHWUIICW B TIOHATHUU PACIIMPEHUS
daiina (hopmar daiina *.doc — ot anrmuiickoro cioa documenty yctaHOBKO#A
napajuienel MexJ1y Ha3BaHHEM paclIMPEHHs U Ha3BaHHUEM ' JOKYMEHT . Y Tek-
cToBbIX (haiiioB ecth W Apyrue pacmmpenus (popmarer), Hampumep, *.SVf,
*.rtf, *.txt wu np.

BymaskHasi pykonuch (Hanpumep, OpoIIopa WM KHUTA) €CIU CYIIECTBYET
B OJIHOM WJIM XOTS ObI IPUMEPHO B YETHIPEX dK3eMIuIsgpax (MmevyarHas MalluHKa
3a OJTUH pa3 OOBIYHO OOJIBIIE JTUCTOB HE MPHOMBAIa) — HA3bIBAIOT PYKOMKCHIO,
MOTOMY YTO THUPaX WM MX KOJIHMYECTBO FK3EMIUISIPOB OUEHb MAJIIEHBKOE U 32 €€
COJIEpKaHHUE TIOTHOCTHIO OTBETCTBEHEH aBTOP.

Pykonuchi0 Ha3bIBAIOT U HEOOJBIIOE KOJTMYECTBO IK3EMIUISPOB, OPOIIIOp U
KHUT, KOTOpBIE JENAl0TCS B TUNOrpaduu MajbIMUA THpa)kaMH 3a CYET aBTOpA.
Ho, eme Oomnee BaxHOE CBOWCTBO PYKOIIMCH COCTOWT B TOM, YTO OHA MOTJa
HOJIBEPraThCs aBTOPCKOW IMpaBKe M HE ObUIA OKOHYATEIHHBIM, 3aKOHYCHHBIM,
3aBEPIIEHHBIM, ITOCIIEAHUM U KOHEYHBIM PO yKToM. OHa MorIia OBITh KOT/1a-TO
JIETKO MCIpaBIIeHa MIepe]] TeM, Kak OyJIeT C/IaHa JUIsi MacCOBOTO THPAXKUPOBAHUS
B TUNOrpaduro s myOJuKaIluu.

B Ttunorpaguu TEeKCT PyKONHMCH TPOXOAWI IOPAOOTKY — HCIIPABIISIIMCH
OIMOKH, MOT JIa)Ke U3MEHUTHCS TEKCT B CBS3H C MOXKEIAHUSIMH PENaKInH, J10-
0aBUTHCS WILUTFOCTPAIMU U TIOCJIE MAaCCOBOTO TUPAXKUPOBAHHS CTaTh OyMa)KHON
OpOoUTIOPOH MU KHUTOM.

CoBpeMmeHHas 1u(poBas pyKONUCh JOKYMEHTa (TEKCTOBOTO WIJIM M300pa3u-
TEJILHOTO MaTepuaia) co3laéTcs He pydyKoil Ha Oymare W He Ha NEYaTHOW Ma-
IIMHKE, a HA KOMITBIOTEPE U 00sI3aTEFHO ¢ MPUMEHEHHEM MPOTPAMMHOTO TIPO-
JyKTa — TECTOBOTO MPOIECCOPa, MO0 HACTOIHHOU U3ATEIhCKONH CHCTEMBI, JIU-
00 MyJTBTUMEIUIHOTO TPOIeccopa.

Takue mporpamMmHbIe TPOAYKTHI PE3KO YBEIWYUBAIOT MPOU3BOAUTEIHLHOCTD

Tpyaa U 3HAYUTCIIBHO COKpallaroT CPOK BbIXOJAa IroTOBOTO JOKYMCHTA, OJJHAKO
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BHOCSIT PsiJl CYIIECTBEHHBIX U3MEHEHHWI BO BHEIIHUI BUJI 1 BHYTPEHHEE HAIOJI-
HEHHUE JOKYMEHTA.

B xagecTBe mporpaMMHBIX TTPOYKTOB JJISI HAMMMUCAHUS UG POBBIX PYKOMHACEH
JIOKyMEHTOB Han0oJiee YacTO HCIONB3YIOTCS TEKCTOBBIE MPOIECCOPHI M Ha-
CTOJIbHBIE M3aTEIbCKUE CUCTEMBI. TakuM o0pa3oM, MEXIy COBPEMEHHOH py-
KOITMCBIO M YEJIOBEKOM TOSIBIIACTCS 2 MOCPEIHUKA: KJIaBUATypa U MPOTPaMMHBIIM
npoaykT. OHH, B CHJIy CBOUX TEXHUYECKUX U aJTOPUTMHUYECKUX OCOOCHHOCTEH
BHOCSIT B PYKOIIHCh CBOM COOCTBEHHBIE OrpaHWYeHHs. Tak, uro nudposas py-
KOIKCh MPUOOPETAET CYIIECTBEHHBIE OTIMYHUS OT PYKOMHUCH, KOTOPAst BHITTOTHS-
Jach TOJIBKO C TPUMEHEHUEM YEePHUILHOW PYYKHU MO Oymare Win ¢ IpUMEHEHH-
€M IIEYaTHOM MAaIINHKH.

[To »ToMy MOBOJy B MCTOPUM M3BECTEH CIIydail, MPOU3OLIEAIINN C U3BECT-
HeIM (punocopom Dpuapuxom Hurme. byayun crapukom, punocod Ppuapux
Humme momyunn B momapok medaTHyro mammHKy. OHa momoria ¢uinocody
MPOJIOTIKUTH MUCATENIBCKYIO IEATEIHbHOCTb.

Tepsitomuii 3penue Huirme ocBous cienoi MeTo Meyatd ¥ MOr HaOupaTh
TEKCT C 3aKpBIThIMU TIa3amMu. OHAKO MEPEX0]l OT MUChbMa PYYKOM K MevaTy Ha
NIEYaTHOM MaITWHKE U3MEHW (KaK YTBEpKIaIH pelakTopsl Hule) cTuiib ero
COYMHEHHM — CJENal €ro yIpOomEHHBIM, U MOYTH TenerpadgubiM. dunocod co-
TJIACHIICS C 3aMEUaHUSIMU U OOBSICHUI HOBOE SIBJICHUE TIPUMEHEHUEM IEYaTHOMN
MaIllMHKH.

OH 00BSCHUII 3TO TEM, YTO MPU MUCBME PYUYKON WM KapaHAAIIOM JIFOAU CBsI-
3BIBAIOT MBICIIb U HAMTMCAaHHOE CIIOBO (DM3UYECKH, Yepe3 PYKY, B TO BpeMs Kak
KJIaBHATypa JIO00TO MEeYaTHOTO YCTPOWCTBA CTAHOBUTCS MOCPEIHUKOM MEXKITY
aBTOPOM M €ro TekcToM. [locpeaHuk 00s3aTeIbHO MPUBHOCUT CBOM U3MEHEHUS
B OTHOIIICHHS JIBYX CyOBEKTOB, Oy/Ib TO MPOAABEIl U MOKyMnaTeab (POCT LEeH) KU
aBTOp ¥ My3a (YMEHBIIICHUE pa3Mepa COUMHECHHS).

UenoBek BBIHYXK/IEH MPHUCIOCAOINBATHCS K TMOCPEIHUKY, OTKA3bIBAsSICh OT
CTaporo W MPUBBIYHOIO, & 3TO CKAa3bIBAETCS HA PE3yJbTAaTaX TBOPUECKOW JEs-
TENBHOCTH (M B OOJIBIIEH CTEIICHH KaK I10JIAral0T MHOTHE — B IOJIOXKUTCIIEHYIO
CTOPOHY).

Hannuune mporpamMMHOro MpoOAyKTa MPUBOJUT K TMOSABIECHUIO BTOPOrO IIO-

CpPeMHHMKA MEXIYy 4YeTOBEKOM W TpousBereHueM. COOTBETCTBEHHO MHU(pOBas
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PYKOIIUCH 00s13aTeNbHO OYAET OTIMYATHCS OT PYKOMHMCH, CAETAHHON Ha medar-
HOM MammHke W enié OoJblle — OT PYKOIHUCH, CIACITAHHOW HEMOCPEIACTBEHHO
pyuKoii mo 6ymare.

Otnuyust tudpoBol PyKONMUCH OT OyMa)KHOM WJIM BBITIOJIHEHHOM HA TevaT-
HOW MaIMHKE OYAyT MPOSBIATHCS HE TOJIBKO B CTHIIE TOTOBOIO COYMHEHUS (Ha
4TO BJIMSET KJIABUATypa), HO U B € BHEIIHEM BHUje —o(opmicHun, GopMaTHpO-
BaHUM (HA YTO BJIMSET MPOTPAMMHBIN IPOIYKT).

Ha wmmoctpanuu (PucyHok 6.4) mokasaHa cxema 3BOJIIOIMH  IPOIECCOB
CO3/1aHU JIEKTPOHHOM PYKOIMKUCH B JOKOMIIBIOTEPHOW U B KOMITBIOTEPHOU 3I10-
xax. BepxHsist MMHUA MOKa3bIBAET MPOLIECC CO3aHMs PYKOIHCH C IPUMEHEHUEM
NeYaTHOW MAILIMHKH, & HUKHSA — C MPUMEHEHHEM MPOrPaMMHOTI0 MPOIYKTA.

Cnosom "Word" o603HaueH BTOpO#l MOCPEIHUK — MPOrPAMMHBIA MPOIYKT
(TEKCTOBBII TPOIIECCOp WU M3JATENBCKAsi CUCTEMA), YCTAHOBIICHHBIN B KOMITb-
I0TEP.

PesynpTarom Habopa TeKCTa Ha KJIaBHAType TNevyaTHOW mammukw (1- 1mo-
CPEIHHMK) CTAHOBHJIACh TI€YaTHAs PYKOIKCh, KOTOpasi MOTJIa ObITh OIyOJHMKOBA-
Ha B BUJIC IEYaTHOW KHUTH.

Pe3ynbpTaTrom Habopa TeKCTa Ha KOMIIBIOTEPE, B KOTOPOM €CTh 2 MOCPEIHUKA
— KJIaBHATypa U TEKCTOBBIN MpoIeccop (MM U3IaTeNIbCKasi CUCTeMa), CTAaHOBHT-

Csl MHOTO(YHKIIMOHAIBHBIN MPOTPaMMHBIA IPOAYKT — U(PPOBasi PyKOIHUCH.

@e:ﬁ%
2@@&”@ .

PI/ICYHOK 6.4 —3BO.]'IIO].[I/IH CO31aHUS TEKCTOBOI'O IOKYMEHTA




36

Ha mmoctpanun (Pucynok 6.5) mokazaHo MHOroo0Opasue BUIO0B COBPEMEH-
HBIX JOKYMEHTOB, H3rOTaBIMBAEMbBIX C TIOMOIILIO IIU(PPOBON PYKOIIHCH.

CoBpeMeHHbIIT MHOTO(QYHKIIMOHATBHBIA TPOAYKT IUGPOBON PYKOMHCH MO-
KeT ObITh MPUMEHEH M OMYOJIMKOBAH HE TOJILKO TPAJAMIUOHHBIM CIOCOOOM —
neyaTHOW KHUrou (1), HO ¥ HOBBIMU COBPEMEHHBIMU JJICKTPOHHBIMU CPEICTBA-
mu (Pucynok 6.5): momHonBeTHoM komueit (2), mudposoit kuuroi (3), mudpo-
BO#1 mpe3eHTtanueii (4), BeO-crpanuieit (5), MUCbMOM 3JeKTPOHHOMN mOYTHI (6),

9JIEKTPOHHBIM pelieH3upoBaHueM (7), TuppoBbIM madioHoM (8).

Pucynok 6.5 —MHorooopa3ue BU/10B COBPeMEHHBIX IOKYMEHTOB,

HU3r0TAaBJIMBaeMbIX ¢ MIOMOIIbIO HU(PPOBOH PYKONIUCH

M3-3a Hanuuusl yKa3aHHBIX BBIIIE MOCPEIHUKOB (KIaBUATYpPhI M MPOrPaMM-
HOTO MPOAYKTa) HU(POBasi PYKOMHUCh 3HAYUTENHFHO OTIMYAETCS OT PYKOIIHCH,
CO3/1aBaeMO MPEXHUMH CPEJICTBAMH MTPOU3BOJACTBA — MEYaTHOM MAIIMHKOH, a
TeM Oosiee — pyukoil. Ecnu kiaBuatypa npuBOIUT K MOSIBJICHUIO YITPOIIEHHOCTH
U TenerpaguyHOCTH B mpousBeneHnH (Kak ykasbiBad ¢uinocod Hurine, o0bsic-
HsISl BO3JCHCTBUE TEYaTHOW MAIIMHKU HAa CBOM TPOW3BEACHUS), TO MPOrpaMM-
HBII TIPOAYKT OKa3bIBaeT BO3JeiicTBME Ha BHemHWi Bua (popmarupoBaHme)
TEKCTa U JaXKe Ha €r0 CTPYKTYpY U HAIOJHEHHE.

B uudpoBoM TekcTe MOSBISIOTCS MEPEKPECTHBIE CCHUIKM B UMEHHUTEIHHOM

naJie’ke U C 3aryIaBHOM OYKBBI, HOBBIE OJIOKM TekcTa (KOTOpBIE paHee He Jelia-
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JIMCh Ha TICYAaTHOW MAIIMHKE W3-3a YPE3BBIYAHON TPYIO0EMKOCTH), TUIIEPCChLI-
K1 (MMEIOIIUE BHJ JJIMHHOTO CJIOBAa, KOTOPOE MEPEHOCUTh HA HOBYIO CTPOKY
HEJb3s, a BCIEICTBUE ITOTO — YBEIIMYCHHOE PACCTOSIHUE MEXKIY CIOBAMH), HO-
BbIe 00O3HaueHusi (Hampumep, Ha3BaHus (opmyi), obwmmue mpudTOB, HOBHIHA
I3aiiH OOBEKTOB U YPOBHEH TEKCTa U AP.

[TosiBUTMCH HOBBIE IOHATHUS O CTPYKTYPE U YPOBHAX HU(PPOBOTO TEKCTA, CTU-
JSX TEKCTa U TeMax ero opopMiieHus, 0 Bepcusax IUGpoBOro TOKyMEHTa U Ba-
pHaHTax MyOJMKaIMK JOKYMEHTA.

[TostBunMCH MOHATHS BEPCHOHHOCTH LU(MPOBBIX KHHUT M TOCTOSHHO H3Me-
HSIOMIUXCSI MUPPOBBIX KHUT (B KOTOPBIE MOCTOSIHHO BHOCST M3MEHEHUS U JI0-
MOJIHEHUSI M PACIIPOCTPAHSAIOT HAmoJ00Me HOBBIX BEPCHM MPOrpaMMHBIX MPO-
IYKTOB). MI3MEHMIMCHh M CIOCOOBI TIOCTaBKH IHU(POBBIX JOKYMEHTOB K MOTpE-
OUTENSIM.

TexcT undpoBoii pyKOnUcH cTan MHOTO(PYHKIIMOHATIBHBIM U TPeIHA3HAYCH-
HBIM HE TOJIBKO I IeYaTH Ha Oymare, HO M AJis OOJIBIIOTO KOJIMYECTBA HOBBIX
U(POBBIX UCTOYHUKOB MH(POpMaLUU: U(GPOBOM KHUTH, HHTEPHET-CTPAHULIBI,
G pPOBOK Mpe3eHTalMK, [UPPOBOro 1adjaoHa U MUPPOBOro muchbMa (IUchma
DJICKTPOHHOM TIOYTHI).

CoBpeMEHHBIN JTOKyMEHT, CTaB HE TOJIbKO OyMa)XHbIM, HO M LH(POBBIM,
3HAYUTENbHO YCIOXKHUICA. OIHAKO caMO€ CIOXKHOE€ 3aKJII0YaeTCs B TOM, 4YTO
HOBBIE TEXHUYECKHUE TOCTHXKEHHMSI, KaCaIolMecs COBPEMEHHOTO IU(POBOro J10-
KYMEHTa, HE COIJIacylOTCsl CO CTapbIMU TEXHUYECKMMH HOpPMAaMH, JEUCTBYIO-
mmMu 10 cux nop (aampumep, ¢ FOCT 7.32-2001),a 3T0 0OCTOSATENBECTBO HE
M03BOJIIET UCIOJIb30BaTh B MOJHOW Mepe HOBEHIIIME KOMITbIOTEPHBIE MPOrpaM-
MBI TEKCTOBBIX MPOIECCOPOB U U3AATEIBCKUX CUCTEM.

EAVMHCTBEHHBIM BBIXOJIOM W3 CO3JABIIEHCS CUTYyallUU SIBJISIETCS CO3/IaHHE U
NPUMEHEHUE BHYTPHOTPACIEBBIX U BHYTPHUBEAOMCTBEHHBIX CTaHAAPTOB IS
CO3aHUS JTOKYMEHTOB, HA OCHOBAaHHHM TOTO, YTO CPEICTBO MPOU3BOICTBA TEK-
CTOBBIX pyKOMHCeNH M3MEHUJIOCh. Jla U cama pyKONUCh TOXKE U3MEHUIIACh, CTaB
1 pOBOH U MOATOMY NPHUOOpPENa HOBBIE 10 ITOIO HEM3BECTHHIE CBOMCTBA.

[Tepemén ckaukooOpa3HbIM MEPEX0] OT MEYATHON MAITMHKHU Ha CIIeIHATbHOE
porpaMMHOE oOecriedeHrne (TEKCTOBBIM MPOIeCcCop, U3IATEIbCKYI0 CHCTEMY) U

JIOKYMEHTBI CTaJIl HE TOJBKO OyMaKHBIMHU, HO U LIU(PPOBBIMH.



38

CBOEBpPEMEHHO M OBICTPO YYECTh I'OCYIAPCTBEHHBIMU CTAHJAPTaMU TAKOE
MHOroo0pasue U3MeHeHul He Bceraa yaaérca. Ho mocrenenHoe coriacoBaHue
BHYTPEHHUX MEXIyBEJIOMCTBEHHBIX CTaHAAPTOB NPUBENET K HEOOXOAMMOCTHU
pa3pabOTKu HOBOT'O TOCYAApCTBEHHOTO CTaHJApTa IS IU(PPOBBIX TEKCTOBBIX
JIOKYMEHTOB.

['maBHBIM TEXHUUYECKUM OTIMYMEM LHU(POBBIX PYKONUCEH OT PYKOIHCHOIO
TEKCTa U TEKCTa, CO3JaHHOTO Ha MeYaTHON MAallIWHKE, ABJIACTCS HAIUYUE CTUIIEH
TEKCTa U TeM 0(OPMIICHHUS.

B 1oxoMmbOTEpHYIO 3MOXYy TaKMX MHOHATHHA Kak CTHJIb TEKCTa U Tema
o(opMIIeHHS HE CYIIECTBOBAJIO, KaK HE OBLIO CPEACTB JUISI UX MPUMEHEHHUS.

Ctuip Tekera — Habop nmapamMeTpoB (OpMATUPOBAHUS, KOTOPBIA MPUMEHS-
€TCsl K TeKCTy, TabiuuaM U cnuckaM. Vcrnonb3oBaHue CTUIIEH TapaHTUPYET Lie-
JOCTHOCTh (pOopMaTHpOBaHHs JOKyMeHTa. BHOcHMBbIE B CTHIIb MU3MEHEHHUS He-
MEJIEHHO MPUMEHSIOTCS] KO BCEM MECTaM, €T0 UCIIOJIb3YIOIIUM.

Tema odopmiienust — HaOOp U3 HECKOJIBKUX CTUJIEH TeKCTa ISl U(POBOTrO
JOKYMEHTA.

3ameHa TeMbl 0OPMIJIEHMSI Ha HOBYIO NPUBOAUT K MTHOBEHHOMY H3MEHE-
HUIO (POPMATUPOBAHUS BCETO TEKCTA BO BCEM TOKYMEHTE.

Ha wmumroctpanuu (Pucynok 6.6) moka3aHa cxema HCIOJB30BaHUS CTHJICH

TEKCTa B IU(PPOBBIX JOKYMEHTaX.
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7. 3apaHusa

Hwxe omyOnMKOBaHbI 3a/laHusl, CBSI3aHHBIC C TIPUMEHEHUEM IabI0OHOB IH]-
POBBIX JOKYMEHTOB.

Kaxxnmass 3amada mocBsiiieHa TPUOOPETEHUIO HABBIKOB PaOOTHI C OJHUM H3
BUJIOB IIa0JIOHOB, TIOKa3aHHBIX Ha wnmocTpanuu (Pucynok 6.1). Ilpu sTom ka-
KIast HOBas 3a7a4a sSBIISIETCS CTYIIEHBIO K CIIeAYIOIIe — 601ee CI0KHOM.

B 3amagax mpucyTCTByeT OOIIMpHAsh BBOJHAS TEOpETUYECKas W Pa3BUBAIO-
masi 4acTh, BayKHASA ISl MPOGECCUOHATBHOU JEATeTbHOCTH, X0 BBITIOJHCHUS

3aJ1a491 U YKA3aHWC Ha TUIITMYHBIC OIIIMOKH.

3apaHue 1. Pabota c wabnoHoM "Pe3rlome"

Kak 01 mapamokcaqbHO 3TO HU 3BYYajo, HO KaXAbIA M3 HAC MPEICTABISET
co0oif Hekuil "ToBap" Ha pbIHKE Tpyaa. JIMUHBINA TOBap, KOTOPHIA MBI BHICTABIIS-
eM "I MpoJaXku' Ha PBIHOK, — 3TO HAIIM 3HAHWS M CIIOCOOHOCTH, HAIllU pe-
3yIbTAThl U JOCTIKEHUS, IETIOBAsl pEIyTaIus U y3HaBaeMOCTb.

VIMeHHO 3TH TapaMeTpbl, a TaKK€ WX TpaMOTHAas W WHTEJUIMTEHTHas 'yria-
KOBKa" OMNpEAENsAtOT YPOBEHb HAIIETO MPOABUXKEHUS. Takol "ynakoBKOU" sBIIs-
eTCsl pe3loMe.

Pestome (dp. réSumé) -amkera, 3aronHseMas KaHIMAATOM JUIS HaiiMa Ha
paboty, conepskamas nHGOpPMAIMIO O ero HaBbIKaX, OMBITe PaboOThI, 0Opa3oBa-
HUU U 1p. B cTpanax EBpombl 3TOT JOKyMEHT HA3bIBAE€TCS JIATUHCKUM TEPMU-
HOM "curriculum vitae", 4ro J0CIOBHO TEPEeBOIUTCS Kak ''qopora >KH3HH',
">xu3Heonucanue”, "kparkas aproororpadpus .

3anofHeHUEe TaKOW aHKEThl ISl MpUeMa Ha paboTy HE MPEeayCMOTPEHO TpPY-
JIOBBIM 3aKOHOJaTeNbcTBOM Poccuiickoit denepau 1 MOKET OBITH OCYILIECTB-
JICHO TOJBKO IO KEJTaHWIO MpeTeHAeHTa. Ho Takue aHKeThl naroT paboTomare-
JISIM ITUPOKYI0 WHOOPMAITUIO O TTOTEHITMATBHBIX KaHAUIaTax Mepe MpOBeIeHHU-
eM co0eceloBaHUs U MOMOTal0T OBICTPO BBHIOPATH HYKHOTO COTPYAHHKA CPEAU
MHOTOYHUCJICHHBIX MpPEeTeHAECHTOB. [l03TOMYy pe3toMe aKTUBHO HCIOJIb3yeTCs
UMU JJII OCYIIECTBIICHUSI KOHKypca TOKYMEHTOB MpHU HallMe COTPYIHHKOB Ha
pabory.

JI1si MOTeHIMAIbHOTO KaHAWaTa Ha BaKaHTHYIO JOJDKHOCTh PE3OME — HE

CPENCTBO MOJIyYUTh paboTy. DTO CPEACTBO CO37aTh O cebe MepBOe BredaTie-
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Hue. [IpaBUIbHO COCTaBIEHHOE pe3lOMe — TJIABHBIA apryMeHT ISl MOJy4YeHUs
paboTbI cBoel MeuThl. OT TOTO, HACKOJIBKO MPAaBHIIBHO COCTABIIEHO pE3IOME, 3a-
BUCHUT KaKO€ pelIeHre OTHOCUTENbHO KaHuAaTa IpUMeT padoToaaTeNb.

[lepen Hayaiom cocTaBiIeHUs PE3IOME CIEAYET PEUINTh, UTO U KaK CIIEAYyeT B
HEM HaIUCaTh, U OBITh TOTOBBIM K 3TOMY 3apaHee, YTOObI MMOIyYHBIIAsCS B pe-
3yJbTaTe aHKEeTa BBITOJHO OTJIMYAJIach OT aHAJIOTUYHBIX, COCTABICHHBIX KOHKY-
peHTaMu, BO3MOKHO OoJiee MOArOTOBIECHHBIMU WK OoJiee SHepruyHbIMU. Hazmo
3apaHee XOpOIIO MOArOTOBUTHCS M HAMKCATh €r0 TaKWM, YTOOBI U3 BCEX TMpe-
TEHJCHTOB BbIOpaJIi UMEHHO Bac.

[TpaBuiia 3amoiaHeHHs pe3toMe €CTh Ha KaXKIOM caiiTe moucka paboTsl. Bee
COBpPEMEHHBIE COMCKATeNH 00s3aTelbHO BOCIONIB3YIOTCA MU ke. [loaTomy Ta-
KMMU TpaBUJIaMU HeNb3si orpaHnunBathes. [locrapaiitecs HaiTH HOBBIE XOJBI,
KOTOPBIE BBIICIISIT BAC CPEAN OCTAIbHBIX.

Jlis AOCTHKEHHST COOTBETCTBYIOIIETO BHYTPEHHEr0 HACTPOs, Mepen 3amod-
HEHHEM pe3ioMe, KOTopoe OyaeTe OTChUIaTh paboTOAATENIO, BOCIHOJIB3YHTECH
TpaBHIAMH

6. Cobepute Kak MOXHO OoJbIie uHGoOpMaIu o upme, B KOTOPOMl XOTe-
J0chk Ob1 paboTath. M3 M100BIX TOCTYNMHBIX HICTOYHUKOB: MIHTEpHETA, MOCEIIEHUS
ojuca KOMIIAHUY B KaUE€CTBE KJIMEHTA, JIMYHBIX PA3rOBOPOB C MEPCOHATIOM KOM-
nanuu u 1p. [lonyuennas nndopmanus Oyner camoi neHHoi. Bo3moxHO, 4TO
yJacTcs y3HaTh Takoe, YTO pa3yOeIuT ycTpauBaThCs MMEHHO TyJa. A BO3MOXK-
HO, U HaoOopoT. Ocobo Hago 0OpaTUTh BHUMaHHE Ha JETald, KOTOPbIE Tpea-
OPUSTUS CTAPAIOTCS CKPBITh OT MOCTOPOHHETO B3rjsAa. Menouei ObITh HE MO-
xeT. Bc€, uTo y3Hamu, HyHO 3ammucath U CHCTEMAaTU3HPOBATh.

7. BonbIIMHCTBO cTaTeil, I7ie paccKa3bplBaeTCs, KakK MPaBHIBHO 3alOJHUTH

pe3toMe, He COBETYIOT npuiarath cBo€ goro. Ho eciiv oHO BCE e MpUiloKeHo,

! PexoMeHaluy CO3IaHBI HA OCHOBE CTAThH. MHEXam ['py3neB. Manenbkue
XUTPOCTH COCTaBieHUs pe3tome. Kak BbigeauThCS U3 'cepod  Macchl'
nperenaeHToB? Illkona sxu3uu. http://shkolazhizni.ru/archive/0/n-3600§haTa
obopamenus 13.01.2012).
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paboTonarenb 00s3aT€IBLHO €ro MOCMOTPHUT, IOTOMY YTO OHO €r0 OYeHb 3auH-
tepecyeT. Kak ObiTh? Ecinu wyBcTBYeTE, 4TO (POTO HYKHO M AACT JOMOJHUTEIb-
HBIE MTPEUMYIIIECTBA, TOCTYIUTE OCOOEHHO JEIUKATHO, IOTOMY 4TO ()OTO MOXKET
U CHWJIBHO NOMOYb, U CUJIBHO HaBpeAuTh. [Ipexne Bcero — pasmep GoTo momkeH
OBITh HEOOJBIIIUM U IO TEOMETPHUECKUM pa3zMepam (eciii BKICHBACTCS B PE3k0-
Me) U B GaiiTax (eciu pe3toMe OTIIPABISETCS MO HIEKTPOHHOI MoUTe” — IOMHUMO
TOTO, YTO ATO CO3AACT JUIIHUIA TpadhuK pabOTOAATEINO, 3TO €lIe U JYPHOU TOH).
CHUMOK JOJKEH OBITh NMOPTPETHBIM, 0€3 MOCTOPOHHUX IMPEAMETOB U JIIOJIEH.
OTO0T opMaT crenuaNrucTaM 1o MepcoHany Hanbosnee nmpuBbiueH. Jlydie, eciu
Ha CHUMKe OyJeTe B 0/IeKe TOrO CTUJIS, KOTOPBIN MPUHAT, TJIACHO WJIM HerJiac-
HO, B KOMIIAHHH, KyJla XOTHTE YCTPOUTHCS. Y3HATh, KaKyl0 OAEKAY HOCAT B
JaHHOM KOMIIaHWH, HETPYIHO, AJIS 3TOTO M €CTh IpeABapUTENbHBINA 3Tan coopa
uHpopManuu. J{ns ornpaBku 1o ¢akcy pestome ¢ pororpadueil He TOJOUIET:
KauecTBO OyaeT o4eHb mioxoe. Ha aToT cimydait Hy)HO UMeTh pe3tome 0e3 ¢o-
torpadguu. B o0mem cinyyae Hanumuue ¢otorpaduu BeIIEIsIET pe3toMe Ha poHe
octanbHbIX. braronapst pororpaduu pezroMe MOTyT JIydllle 3allOMHUTH U OBICT-
pee HallTH cpelr Macchl IPYTHX B cilydyae HeoOXoaumMocTu. Y gauHoe (GoTo B pe-
3I0M€ TTOMOJKET YCTPOUTHCS Ha palOoTy, €CIH JJIA TaHHOW BaKaHTHOW JTOJKHO-
CTH BHEIIHOCTh BaxkHa. Hampumep, amns cekperapeid, mpoMOYyTEpOB, MPOIaBLIOB-
KOHCYJBTAaHTOB U T.N. Takke Ha MHOTHX MO3UIUAX, Ie Tpedyrorcs Ooiee
OTIBITHBIE W B3pOCJbIE COTPYIHUKH, Mpe3eHTa0eNbHasi BHEIIHOCTh pabOTHHKA,
TEM HE MEHee, OYeHb BaXKHa /I paboTonaTeleH.

8. MoxHO yKa3aTh B pPE3IOME CBOM MaJIeHbKHE CIIA00CTH. ITO BBIICITUT Bac
U3 TPYMNbI TeX, KTO MUIIET O ce0e TOMBKO MOJOKUTENbHYI0 HHpopMaruio. OT
3TOTO JIOBEpHUE K BaM pe3ko Bo3pacTéT. OmHaKo MmocTapalTech MoKa3aTh B pe-
3I0M€, KaK 3TH MaJleHbKHe c1ab0CTH KOMIEHCUPYIOTCS OOJIBIIMMHU MPEeUMyIie-

CTBaMH.

1

N3-3a Gospmioro pasmepa dJIEKTPOHHOE MUCHMO MOXKET TOMAacTh B CIIaM-
bunetp Pasmep snexkrponHoi dotorpaduu He mopkeH mpesBbimaTh 30-40
KHJIOOQMT.
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9. Kparko ymomsiHuTe 0 XO000M W JMYHBIX MpUBS3aHHOCTAX. Jlydiue, ecrnu
OHHU OYIyT COBIAJaTh C YBJICYCHUSIMHU PYKOBOJIUTENCH W Biajaesbia (BIaaeib-
1eB) KoMITaHuu. (OTy HH(POPMAIIHIO TOXKE KeIATeIBHO TOOBITh emE 10 COCTaB-
JICHHSI pE3IOMe).

10.Henp3s ymoMuHaTh HA B JTOKYMEHTax, HU NpH COOECETOBAHUN HETATHB-
HBIX CBEJICHUM, HAITpUMED —

* 0 IUIOXHUX CTOPOHAX MPEIBIIYIIETO MECTa pabOTHI,
* 0 TOM, KaK JIaBHO HILETe paboTy U 1.

11 He npeyBenuuuBaiTe CBOU JOCTHKEHUS (IPEYBEINYMBAOT OOJIBITMHCTBO
npereHeHToB). [loroMy uTo npu cobecenoBaHUM 3a1aAyT 005A3aTEIBHO BOIPOC
0 TOM, KaKUMH IMyTSIMU 3TOTO JOCTUTIN. Eciu 3apaHee coctaBuTe yOenuTems-
HBIM ¥ MPABAUBBIN OTBET, 3TO TOXKE BBIACIUT BAC U3 BCEX MPETEHAECHTOB. [IpaB-
JTUBBIM OTBET JOJKEH OBITh MMOTOMY, YTO Korja OyaeTe MpUHATBIMH Ha padoTy,
JOJKHBI OyzieTe ObICTPO MOATBEPIUTH 3asiBICHHbIC JJOCTUXKEHUS.

12 Ecnu ecTh 3HAaKOMBIH PYKOBOIUTEND (KaKUM ObI MEJIKHM OH HU OBbLT B Ba-
KX TJIa3ax) 005A3aTeIbHO MOKAKHUTE €My CBOE pe3loMe — IYCTh IMOKPHTUKYET.
3amevanusi, KOTOPbIE BBHICKAXKET PYKOBOAUTENb-IIPAKTUK, MOTYT OKa3aThCs Oec-
LHEeHHBbIMU. Eciin ke pyKOBOJIUTENIEN HECKOJIBKO, OCTAPAUTECh TOKA3ATh BCEM.

13 ITogymaiite 0 TOM, KaKk OyieTe OTBeUaTh Ha "3ampeTHble BOmpock™ (eciu
OHU OYJIyT): O MOJUTHKE, PEJIUTHH, HAIIMOHAILHOCTH, MAaTEPUATIBHOM TOJIOMKE-

HUM, OBIBILIEM PYKOBOJCTBE, JMUHBIX pobOIeMax u Ap.

! JInst cripaBKH: €CIM MHTEPBBIOEP aMEPUKAHCKOM KOMIIAHWUU CIIPOCUT, KaKOTO
BEPOUCIOBEIAHUS TIPUICPKUBACTCS KaHIUAAT, €ro MOTyT OOBHHHUTH B
JUCKPUMUHALIMM U TIPEIbIBUTH CyleOHBINM UCK. A BO MHOTUX JPYIMX CTpaHax
ClipalliiBaTh [PO  BO3pPACT, HAUMOHAIBHOCTb, CEMEHWHOE  IIOJIOKEHUE,
BEPOUCIIOBEJAHUE U  IIOJIMTUYECKHE B3IJIAABI MOXHO, HE  oOIacasich
IOpPUJIMYECKON OTBETCTBEHHOCTH. OJHAaKO HENMMCAHbIE 3aKOHBI JEIOBOU ITHUKH
HE OJOOpSIOT Takoe JHOOMBITCTBO CO CTOPOHBI HHTEpBbloepa. lloatomy
3aTparuBaHu€ CTOJIb  JECJNMKATHBIX TEM, KakK [MpaBUio, OOBICHIETCS
HEMpo(PEeCCHOHATTM3MOM KaJApPOBOH CIIyk)Obl. VICKITIOUeHHE COCTaBISET CIIyxk0a
[IponomkeHrne CHOCKH Ha CIECIYIOIIEN CTpaHuLEe >>
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C ToukM 3peHHUs 3aKOHOAATEIHCTBA COUCKATENh HE 0053aH OTBEYaTh Ha IO-
N00HBIE BONPOCHL. HO 3aKpBITOCTh COMCKATENsI MOXET HACTOPOXKUTH paboToaa-
Tenst. Ecnu BBl 3aMHTEpecoBaHbl MMEHHO B JAaHHOM pabOTe U BaM HEYErO CKPHI-
BaTh, TO B MOJAOOHON CUTyallMu JIydllle OTBETUTH Ha 3allPpeTHHIE BOIPOCHI, BEIh
npu MpreMe Ha paboTy BCE TIIATENBHO CKPHIBAEMOE PAHO HJIM MO3JHO BBIAJET
HapyxXy.

Onmnako monpoOyiTe MOCTaBUTh ce0s1 Ha MECTO PabOTOoAaTENsI: BOIIPOCHI, Ha-
IpUMeEp, O 3A0POBbE U BPEIHBIX MPUBBIYKAX 3a4aCTYIO CBSI3aHBI JINOO ¢ 0COOEH-
HOCTSIMH OpPTaHU3alluK TPylla B KOMIIAHUH, JINOO C YCTAHOBKAMHU, IIPUHATHIMH B
KoJuiekTuBe. OOBIYHO KaJpOBUKU PACHEHUBAIOT HEXEJIaHWE OTBEYATh HA IO-
JO0OHBIE BOMPOCHI KaK MOMBITKY YTO-THO0 CKPBITH OT pabotoxarens. Pazymeer-
s, €CIM Ha JBa-TPU BOIMPOCA BBl B KOPPEKTHOU (opMe OTKaXKETeCh OTBEUATh
(HanmpuMep, OTMETHUB, YTO JIaHHAsI TeMa JUIS BaC CIMIIKOM JIMYHAS, WIH, YTO TI0-
Ka 110 KOHKPETHOMY BOIIPOCY HE BCE SICHO JIaXKe I BaC CaMOro), HUYEro IIIO-
Xoro He mpousoiaer. Hekoropele crenuanuctsl Mo MOA00pY MepcoHania Hc-
MOJIL3YIOT MOAOOHBIC BOIIPOCHI IS TIPOBEPKHU JTMYHOCTHBIX Ka4eCTB KaHIUAATA,
ero peakiuy Ha HECTaHIapTHhIE cuTyanuu. Ecim BBl mpeTeHmyere Ha padoTy,
HAnpsSIMYIO CBSI3aHHYIO C OOIIEHHEM, TO Ball SMOLMOHANbHBIN, TUOO TpyObIi
OTBET MOXKET MOCITY>KUTh TOBOJIOM JUIsSl OTKa3a.

C Touku 3penus TpynoBoro konekca Poccuiickoit @enepauny BOMPOCHI O
CeMbeE, 3JI0POBBE, YBICUCHHSIX HE SBIAIOTCS 3ampeTHbIMU. Ho paboTromartento
OHH TIO3BOJISIFOT COCTaBUTH 0OJiee YETKHH JIMYHOCTHBIA MOPTPET COMCKATEIIS.
[ToaTomy, eciau KaHAUAAT 3aMHTEPECOBAH B paboTe, JIydllle YECTHO OTBETUTH Ha
BCE TPYAHBIE BOIPOCHI. DTO MO3BOJUT €Ille Ha dTane cobecenoBaHus U30€KaTh
MHOTHUX OIIMOOK, 1aCT BO3MOXKHOCTh MPUHSATH MPABUIbHOE PEIICHUE HE TOJIBKO
paboTonaTento, HO U caMOMy COMCKaTeno. K ToMy ke mpu MpaBUIBHOM MOIXO0-
ne r000# "3ampeTHbI BOMPOC MOXKHO OOpaTUTh B CBOIO MOJIB3Y, MOIUYEPKHYB

IIPU OTBETE CBOM CUJIBHBIE CTOPOHBI. Hampumep, BOIpoC O HaIM4YUU CEMBH Y

6630HaCHOCTI/I, B 3aaa4y KOTOpOﬁ BXOIUT IIPOBEPKa ICPCOHAJIBHBIX JaHHBIX
COHUCKATCJIA.
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MY>KUMHBI SIBJISIETCA BaKHBIM ISl pa00TOAATENS, TOCKOJIBKY KEHAThI MyXYMHA
cyuTaeTrcsi Oojiee 3aMHTEPECOBAHHBIM B IOCTOSHHOW pabOTe, a HEXKEHATHIH
OompIlie HaIEJICH Ha JCHBTU W Kapbepy. [103ToOMy B JaHHOM Cily4ae KEHATHIH
COMCKATEeh MOXET YKa3aTh CBOM JOCTIKCHHUSI, KOTOPHIE MOKAKYT €r0 CUIIbHBIC
CTOPOHBI, HAIIPUMEP, OTBETCTBEHHOCTh, TIOCTOSIHCTBO M CTAOUIILHOCTH, a HEXe-
HAThI — MOAYEPKHYTh CBOIO MOOUIIBHOCTH, TOTOBHOCTh K KOMaHJIUPOBKAM H
HEHOPMHUPOBAHHOMY I'paduKy padoT.

MHorue coucKkaTean He 3HAIOT U JTaKe HE 33 TyMBbIBAIOTCS O TOM, YTO OJTHUM
W3 MOITHEHIITNX MAapKETHHTOBBIX KAaHAJOB TPOIABUKEHUS WX YHHKAJIHBHOCTH H
KOMITETCHIIUH SIBIIICTCS JIMYHOE W MPO(PECCHOHAIBHOE OKPYKEHUE — JIIOJIH, KTO
3HAeT UX U KOro 3HAIOT OHM. JIMUHasg KOHKYPEHTOCIOCOOHOCTh CPEIU MPOUUX
KaHJIUJIATOB 3aBUCUT HE TOJBKO OT MOCIYKHOTO CIHUCKA, BHYUIUTEIHHOCTU pe-
3I0M€ U BOCTPEOOBAHHOCTH 3HAHWM, YMEHUW W HABBIKOB, KOTOPBIMH 00JIaacT
coWCKaTenb. B COBpeMEHHOM MHpE JMYHAs KaUTAIW3aIys 3aBHCUT OT TOTO,
KTO C KEM 3HAKOM.

Ecnu umst couckarenst Ha cliyXy — TO €ro ¢ yJOBOJbCTBUEM OyAyT IMpHIJIa-
1IaTh Ha pa3inyHble TpodeccuoHaIbHbIE BCTPEUH, TPOCUTH BBICTYIUTH HA KOH-
dbepeHIusax, MPOKOMMEHTHPOBATh MOCJICIHUE TCHACHIIMA M COOBITHS U BBICKA-
3aTh CBO€ MHECHHE CO CTPAHMII TA3€T U KYpPHAJIOB.

Ecnu xe couckarens HUKTO U3 "BECOMBIX B OOIIECTBE JIIOAEH HE 3HAET, TO
ero pe3roMe 0e3Ha/IeKHO MPOJICKUT CPeId COTEH MOJOOHBIX COMCKaTelel mpe-
CTHKHOM BakaHcHUU. TakuM CKPOMHBIM COMCKAaTensiM OyJIeT KpaiHe CIO0XKHO
BBIUTPATH KETAHHBIA TEHEP WU TIOJYYUTh JTOJTOCPOUHBIN 3aKa3.

[ToaTOMy TIpu COCTaBICHUH PE3IOME, TIOJIE3HO MOyMaTh, KOTO U3 U3BECTHBIX
B OOIIIeCTBE JIFOJIEH MOXKHO ObLIO OB yKa3aTh B YHCIIE CBOMX 3HAKOMBIX, KOTO-
pble MpHU CiIy4yae MOTJIM Obl MOJIOKUTENIBHO Bac OXapakTepu3oBarth. DaMuiauu
ATUX JIIOJIEH, TOJDKHOCTH, MecTa paboThl U ClyKeOHble TeleQOoHHbIE HOMEpa
CIeNyeT yKa3aTh B pe3toMe, JIMOO B COMPOBOAUTEIIHHOM MHUCHME.

CocTaBuB pe3toMe, MOJIe3HO OMpoOOBaTh cedsi MpU BUPTYyaJbHOM cobeceno-
BaHUU — IIEpe]l 3epKaIoM paccka3aTh cede ke o cede.

st aToro 6epércs auct Oymaru, Ha KOTOPOM MUIIETCS TEKCT MPUMEPHOTO
comepxaHusi: 'Pazpelinre npejacTaBUTh BaM MEPCHEKTUBHOTO U MHTEPECHOTO

YeJIOBEKa, Y HET0 eCTh CJCAYIONINE JOCTHKECHHS..." (He CKYIMUTeCh Ha MPHSIT-



9

HbIE CJIOBA M HE JlyMailTe, YTO BalllM JAOCTUXKEHHUS HE 3HAYUTEIbHBIC;, HAUAUTE
UX KaK MOXHO 0oJbiie). TeKCT Takol caMOpeKIaMbl CHavYalla MHUIIETCs, a 3aTeM
YUTAETCA Mepe]l 3ePKajIoM.

Ota mpocroe, HO 3((HEKTUBHOE YHNpaKHEHUE MOMOXKET CABHUHYTh C MecCTa
MAaIIMHY aJeKBaTHOTO BOCHpUATUS camoro cebs. M, kak crmeactBue — cTaTh
BHYTPEHHE FOTOBBIM K COOECEOBAHUIO U MOJYUYUTh HOBBIE UJIEU JJI1 BHECEHHUS
uX B pe3toMe (4TO MOXKET MOBBICUTH YPOBEHb €0 KOHKYPEHTOCIIOCOOHOCTH).
Kpome »TOro Takoe ymnpaxHEHHE MOMOXET HAWTH WUIEH ISl COCTABIIEHUS CO-
IIPOBOJIMTEIHLHOTO MUChMa K pe3toMe (cM. cTp. 23).

3anonHAS KXl ITYHKT PE3IOME, CIEIyeT CTapaThCs MPEACTaBUTH WITU
MPEANOJIOKUTD, CeAyIolIee:

* YTO MOJAYMAET O BaC YEJOBEK, YUTAIOLIUHN €ro?

* TIOBEpUT JIU 3asIBJICHHON CIIOCOOHOCTH pa3BUBATHCS, AE€PKATh CEOS B py-
KaX B YCJIOBUAX CTpecca, YCHEIIHO B3aUMOJIEUCTBOBATh C APYTMMU, STUYHOCTH
WIM IPYTUX TOJOKUTEIbHBIX KauecTBax?

* OyayT 1 B pe3toMe (HaKThl, KOTOPbIE MOTYT IPUBECTH K TOMY, YTOOBI Bac
HE BBIOpanu?

B cBs3u ¢ 3TUM BO3HUKAaET HOBBIM BONPOC — CIEAYET JIM MHUCaTh B pe3toMe
npaBay? OtBeT — Tosibko "Jla", W ATO ciaedAyeT nenarh Mo CIEAYIOIMUM MPUYH-
HaM:

1. Bo BpeMsi HCHIBITATENILHOTO CpPOKa Bac 00s3aTENbHO OYIyT MPOBEPATH Ha
HAJIMYUE CHOCOOHOCTEH, 0 KOTOPBIX 3asBWIM B pe3tome. Eciu Hagexasl pado-
TOJATENIsl HE OMPABAAIOTCS, C BAMU HE 3aKJII0YAT KOHTPAKT WJIU I0TOBOP.

2. Ecnu oOHapyXuTCS JIOKb, O Bac MOWAET AypHas CiiaBa, IPU KOTOPOW Hai-
TH HOBOE MECTO pabOThI CTAHET €IIIe CIOXKHEE.

3. Ecnu B Bac pa3yBepATcs MPHU UCTIBITATEILHOM CPOKE, TO JIsl Bac 3TO OyAeT
noTepel GUHAHCOB, YIYIIEHHBIMA BO3MOXKHOCTSIMH M ITyCTOW pacTpaToil CBOMX

(bU3MYECKUX U UHTEJUIEKTYaJIbHBIX PE3EPBOB.
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daiin pe3oMe MOXHO CO3[aTh B CIELMANIbHON NporpaMme, Hampumep,
"ResumeMaket' [32], "CV"* [34] "Couckatenn" [35] u map., pacopocTpatsie-
MBIX 4epe3 [ nobanbHyro HH)OPMALMOHHYIO CETh, MO0 UCHOIB30BaTh LUBPO-
BOW IIa0JIOH B MMEIOLIEMCSI TEKCTOBOM TIpolieccope (M ormyOIMKOBaHHOTO Ha

caiiTe moaepkku 3toro mocodus: http://www.rabota-autsorserom.narod.ru

['oToBBIN (haiin pe3roMe MOXKHO NepeciiaTh MPSIMO C KOMITbIOTEpa MOTEHIIU-
albHOMY paboTroaaTento Ha (PaKCUMUJIBHBIM amnmapar, Ha KOMIBIOTEp, UMEIo-
M paKCUMIIIBHYIO TPOTpaMMy, Ha aJipec 3JIEKTPOHHOM MOYTHI INOO pacreya-
TaTh HA MPUHTEPE, YTOOBI MepeciiaTh B OyMaXXHOM KOHBEPTE OOBIYHON MOYTOM.

B GompmmHCTBE citydaeB pe3toMe cocTaBisieTcss He Oosiee yeM Ha 1 cTpanu-
y. Ho nHorna tpebyercst cocTaBiaTh 0oJjiee OOLIMPHBIE pe3toMe — Ha 2 CTpa-
HUIBI (€CIIM MPEINPUATHE TEPESUUCIHIIO MHOTO O0sI3aTEeIbHBIX MYHKTOB, JINOO
pe3tome mumiercs A 0aHKa TaHHBIX B KaKylO-JIIMOO CITy:K0y 3aHsTOoCTH). Eciu
TaKoe pe3roMe OYIET OTCHIIATHCS OOBIYHON OyMaKHOU MOYTON, TO TIEYaTaTh €TO0
Jydlle Ha 00euX CTOpOHAX OYMa)KHOTO JIHCTA.

VYyacTHUKaM J1eJI0BOM UTPbI JAETCS 3aJJaHue CO37aTh OOLUIMPHOE PE3IOME Ha 2
CTPaHMUIIBI.

[Tpu BBIOOpE OdopMmileHHs TEKCTa B pe3loMe€ HEOOXOAWMO OTAaBaTh Mpen-
nouyTeHue mabioHy, Hanbosee pa30opUMBOMY, YETKOMY, CTPOTOMY C HaMEHb-
MM KOJIMYECTBOM CTHJIEH TekcTa (C TaKMMHU pa3MepaMH W BUJaMH MPU(TOB,
4YTOOBI YEJIOBEKY C OCJIa0JIEHHBIM 3pEHUEM HE MPUIILIOCH HANPATaThCs MPHU YTe-
aun’). OfMH U3 YOAa4uHBIX, C 9TOM TOYKH 3pEHHs, WH(pPOBOH MIAGIOH pe3roMe
MOKHO B35ITb Ha CAWTE MOIICPKKU STOrO ocoous”. Hampumep, mudposoii

nrabsoH wim "Mactep"”, co3maHHbIi koMmmanueii Microsoft. Ero Bun Ha3biBaeT-

1 CV — (auru. curriculum vitaeyum pesrome.

2 CornacHo HaGIIOIEHUAM BOCIIPHUATHS, TOKYMEHT Oy/JeT MaKCUMaJIbHO YCBOCH
TOJILKO B TOM Cllydae, €CJd B HEM HCIOJb30BaHO He Oojee 5-7 pasimmuHbIX
CTUJIEH TEKCTA.

3 CrpaHuIia HOAAEePKKH 3TOro mocodus B ['11o0anbHOM HHPOPMAIIMOHHOMN CETH:
http://www.rabota-autsorserom.narod.ru/Pa3agen  1maba0HOB  IU(PPOBBIX
JTOKYMEHTOB.
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cs "cranaapTHbiid”. B HEM comepikaTCcs XOPOIIO YMTAEMbIE€ CTHIIM TEKCTa U UX

Kak pa3 He Oosee 7.

Uenb

Hayuutbcs co3mpaBaTh pe3toMe 1o 1udpoBomy madiiony uin Macrepy.

3apgaHue

[To mabmony mnu MacTtepy MOArOTOBUTH pe3ioMe AJis HaliMa Ha paboTy.

TexHonorma paboTbl C NPOrpaMMHbIM NPOAYKTOM

1. 3arpy3ska nudposoro mabdiona win Mactepa — u3 OMOJIUOTEKH 1a0JI0HOB
TEKCTOBOTO MPOLIECCOPa WIIM MHTEPHET-CaiiTa MOAIEPKKH 3TOTO MOCOOUSI.
2. [lpumeHeHue cTUIIeH TEKCTa — U3 MTAHEIH CTHIICH.

3. OroOpakeHne WM CKpBITHE HereyaTaeMmbix 3HakoB — "Hemeuataemble

3HAKH'" .

4. OrtobOpaxeHHue WM CKPHITHE TPaHUI] TaOIHUIBl — KOMaHAbl: "OTOOpPa3uTh
ceTky , "CKpBITh CETKY .
5. Jlob6aBienne ctpok B Tabmuiy - "BeraBuTh/CTpokm Hmke', "Bcera-

BUTHL/CTPOKH BbIlIE".

6. Komuposanue ctuieit — "KonupoBath popmat” .

Xopa BbINONHeHWsA 3agaHus

1. IlpencrtaBuTh cebe npeAnpusTHe, B KOTOPOE MeUTaIu Obl HAHSTHCS Ha pa-
6oty. IlompoOyiiTe OTBETHTH caMOMy ceO€ Ha BOIMPOC. Paad YEeTrO BbI XOTHTE
YCTPOUTHCS pabOTaTh HA 3TO MECTO?

2. B TekcToBOM Mpolieccope OTKphITh " MacTep pe3toMe” WM 11abJIoH pe-
3t0Me (MOYKHO B3SITh HX C CaifTa moiepkku 3toro nocodus [3]). Ecmu 3amycka-
ercst 'MacTep pe3roMe”, TO HaJJ0 OTKJIFOUYUTH 3aIHUTY OT MAKPOCOB.

3. OtBetuTth Ha Bompockl "MacTtepa pe3iome”.

4. TpebGoBaHUs K CO3JaHUIO PE3IOME:!

* CTHJIb O()OPMIICHUS — CTAHIAPTHBIIA;
* THUI pe3IoMe — OObIYHBI;
* aJ[pec MecTa MPOKUBAHUS MOXKHO HE YKa3bIBaTh, OTPAHUYHUBIINCH TEJE-

¢doHOM, (hakcoM (eciii OH €CTh) M aJPECOM DIICKTPOHHON TOYTHI.
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* BpIOpaTh Bce MyHKTHI (BKiouas "CranpapTHbie’ u "JlomoJaHHTENb-

Ill

ubie"), kpome myHkToB: "HanmonansHocrs"' 1 "dopma romycka".

* JIOTIOJHUTEIBHO BBECTU IYHKTHI: 'MOsl camasi NMOJIOKHTeJNbHAsl Yep-
Ta", "Mos camasi oTpunarejbHasi yepta'. [lepeMecTUTh 3TH MYHKTHI B KOHEII
pestome. CloxkHbIE U1 OTBETOB ITyHKTHI, T0JI00HBIE STUM, MHOI'/1a BKJIIOYAIOT B
pe3itoMe, 4TOoObI JIydllle y3HaTh NMpeTeHAeHTa. PabOTHUKM KaapoBbIX CIyk0 00-
paiarT BHUMaHHE Ha TO, YTO MUILIET KAaHIUAAT B MOJOOHBIX 3TOMY pa3jenax o
JUYHOCTHBIX KauecTBax. HekoTopble OTBETHI 3aCTaBISAIOT 3alyMaThCsl 00 aJieK-
BAaTHOCTHU Y€JIOBEKA U O TOM, CTOUT JIM BOOOILIE MPUTIJIAIATh €r0 HA HHTEPBBIO.
5. Iy yCHEIIHOro 3aloJIHEHUs] TaOJUIbl PE3IOME CIIEAYET BBINOJIHUTD Clie-
TyIole HACTPOiKu uHTepderica:
* TOTOBOE pe3toMe pasmeraercss B Tabmuie. E€ rpanunsl ckpbiThl. s
IPABWJIBHOTO 3alOJIHEHUs TaOJIMLbl CIEAYET BKIIOUUTH KoMaHAy ' Otoldpa-

KaTh CETKY KOTOpas OTHOCUTCS K paboTe ¢ TabiuilaMu W TMOKa3 HemedyaTae-

MBIX 3HaKOB , 9YTOOBI OBUTH BUIHBI CUMBOJIBI TAOYJISLIMYA U CUMBOJIBI a03al1IEB,;
* yToObl TOJIA (OPM TPABUIBHO OTOOPAXKAJIUCH CEPHIM 3aTEHEHHEM,
BKJIFOUUTh HACTPOMKY MHTEpdeiica 0 MOCTOSIHHOM OTOOpaKEHHH STUX MOJIEH.
Ecnu BUaHEBI KOIBI ITOJIEH, TO OTKIIOYUTE UX IIOKAa3,
* BECh TEKCT PE3IOME CO3JaH Ha OCHOBE Pa3HOOOPA3HBIX W TOYHO HA3HA-
YeHHBIX CTUJIEeH TekcTa. YToObl MpaBUIBLHO MPUMEHSATh CTUIIM TEKCTAa HAJl0 BU-
JeTh WX Ha3BaHuA. st 3TOro Ha/o BKIHOYUTH NaHens "Ctuian u popmaTupo-

BaHue'.

! Bonpoc 0 HanMOHAIIBHOW MPUHAJIEXKHOCTH B HbIHEIIHEN Poccum — 310 n1emo
BbIOOpA M CAMOCTOSITENBHOTO pelleHus TpaxaanuHa. Iloatomy rpada
"HaIMOHAJIBLHOCTL OTMEHEHA B POCCUMCKHUX IAcIopTax HOBOTO oOpasiia.
dopMa Jomycka K CEKpEeTHOM JOoKyMeHTaluu. JTa rpada OYeHb PEAKO
NPUCYTCTBYET B pe3lOMe, IOTOMY YTO MCHOJIb3yeTcd NpH HailimMe B
CTIeIUaTN3UPOBAHHBIC OPTAHU3AINH, TJI€ ITH CBEJCHUS BaXKHBI.
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6. B nynkre "CBenenusi o cede" jonucarh OTBEThl Ha 0003HAUEHHBIE MYHK-
ThI, CM. OOpa3selnl Ha wutroctparyu (Pucynok 7.1). J{1st BeIpaBHUBaHMSI 3aIuCeit
MOJKHO UCIIOJIB30BaTh BCTaBKY No3unuu Tadymsiun B staeiiky (CTRL+TAB ).

7. B nmynakTe "Heap" (umeercs B BUAY KapbepHas 11€JIb) HATUCATh [IEJTh Haii-
Ma Ha paboTy B mpeanpusTie, Iae Meuraere padoTaTh. 37eCh yKa3bIBaeTCs OT-
BET Ha 3apaHee 3aJaHHBII camMmoMy ce0e BOIpPOC — JIJIsl Yero Bbl XOTUTE YCTPO-
uThcs paborars?. Ha nmpucyrcTtBue wim orcyTcTBUe cTpoku "llens moucka pa-
60ThI", 0cCOOEHHO Ha €€ cojepkaHune, 0OpanalT BHUMaHUE paOOTHUKA Kaapo-
BBIX CIIy’k0, HauMHAas 3HAKOMUTHCS C pe3toMe, TaK Kak uHpopMalus B HEH Mo-
MOTaeT Cpasy OIEHHTh YPOBEHb MBIIUICHNS COMCKATENS M €ro CTPEMICHHS .
Ecnu noka TpynHo copMyupoBaTh 11eJib, PEKOMEHIYIOT MPOCTO HAIUcaTh ye-
IO Bbl XOTUTE JOCTUTHYTb WU KaKyl JIOJDKHOCTh WJIM pabOTy XOTUTE MOJIy-

yuTh. Hanpumep, noaydeHune nOMKHOCTH JIOTHCTA.

= [of U MecTo poxgeHus: 1978, . XabapoBck
CeepneHun o cebe = CeMelHoe NoMNoMKeEHNE: He 3aMYKeEM
= [len: HEe NMEet
= Pogutenun: [eTpoB AHOpen BaHOBWUY,
MeTtpoea MpuHa MakcrmoBHa.

Pucynok 7.1 —O6pa3sen 3anoiHenns nyHkra " CeneHus o cede”

Pekomenpanusi: mpu  YCTpOHCTBE HAa HOBYI pabOTy OYEHb Ba)KHO
U3YYUTh...CBOETO OYIyIlIero HayajJbHUKA, MIPEICTAaBUTh, UTO CMOXKETE JOCTUYD
MOJT €r0 PYKOBOJICTBOM, KaK OYZIET JUIEPCTBO ITOTO YEJIOBEKa OTPaXKaThCs Ha
Ballledl JINYHOM JKW3HM, Kak IIOMOXET B pealu3alMd Kapbepbl, B
CaMOCOBEpILEHCTBOBaHUM. M eciin Oyay1ero cBOero He BUJUTE, €CJIU MOHSTHO,
4TO PSIIOM C HUM BaM OBITh KaTErOPUYECKH HEXKENATEIbHO, €CIM Ija3aMu C
YIOBOJBCTBUEM HE BCTPEUYAETECh — CIEAYET NIOAYMATh O APYTOM IPEINPUATHH,
4100 HE NPUOOPECTH HEHY)KHbIE MPUBBIYKK U COXPAHUThH 3/10POBbE, NAXKE €CIIU
JABHO MeE4YTajJd UMEHHO 00 3Toi pabore M 3apmiate. B Takux ciydasx
PEKOMEHAYIOT — UIIUTE HOBYIO pabOTy, IOTOMY YTO IPH JKEJIaHUU HANUTH CBOE
BCET1a MOXHO.
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8. B mynkte "OOpa3zoBanue” naércs unadopmaius o GyHIaMEHTAIHLHOM U
JOTIOJTHUTEILHOM 00pa30BaHUM, B TOM YMCIIE€ — KypcaxX, TPEHUHIaX, CTAKUPOB-
kax. Ha kaxxnoe yueOHOe 3aBe/ileHHE HAJ0 CO37aTh OTJACIbHYIO CTPOKY B TaOJIu-
ne. [lomectuts cBenennst 00 00pa3oBaHUU B OOPATHOM XPOHOJOTUYECKOM II0-
psjake (OT HACTOSAIIETO K MPOIIIOMY), HalPUMEp, CHavajia Jiisl By3a, HIKE — JIJIs
TEXHUKyMa, Jajgee — Uil MIKOJbl. BcTaBka HOBOWM CTPOKM B MMEIOULYIOCS Taod-
JMYHYIO Pa3METKY BBIMIOJHIETCS YCTAaHOBKOM Kypcopa B sYEMKY C JaHHBIMH U
BbIOOpa B MeHIO KoMmaHnbl: "BeraBuTh/CTpoku Huke". [Ipumep 3anomHeHus
nyHkra "Oo6pa3oBanue” (PucyHnok 7.2).

9. B none [cBeaeHnsi 0 MPOABUKEHHH MO CJIYK0e, HArpajaax W moompe-
HUSIX| TUIIYTCS JOCTIKEHUs B yu€0e. VX pacrosaralor MapKHMpPOBaHHBIM CITH-
ckoM, obopmiieHHBIM cTiiieM "JlocTHakenue”. PabotonaTenn BHUMATENIBHO YH-
TAlOT PE3IOME M CTApaAIOTCS BBISICHUTH, KAKUX PE3yJbTaTOB CMOT JOCTUYB Ipe-
TEHJIEHT BO BpeMs y4€Obl. ITO moMoraeT uM c(hopMuUpoOBaTh MHEHHE O CITOCO0-
HOCTH COHMCKaTelsi 00ydaThCs U €ro ypoBHE 00pa3oBaHHOCTU. B 3ToM myHKTE
PEKOMEHTyeTCs YKa3bIBaTh CIEAYIOIINE CBEJICHUSI, HAIIPUMED,

* "VcTHBIE MOOILIPEHUsl MpenojaBaTesie Mo CIeAYIOIUM JAUCIUILUIMHAM:
(ykaszaTp Ha3BaHMS TUCITUILIAH)",

 "[Tomyuasn(a) TONBKO OTIMYHBIC OIEHKHU IO CIICIYIOIIUM JHCITUTUTHHAM:
(ykasath JUCIMILIMHBI)",;

 "3aBepiieHue oOy4eHHs C aTTeCTaTOM 0e3 Tpoek';

* "VYyactBoBasi(a) B olMMIHaAax I110...(yKa3aTh Ha3BaHUS IUCIUIUINH, Ha-
3BaHHUS OJUMITHA[], TOJIbl YYACTHS B OJUMITHAJIAX M PE3ybTaT ydacTus)";

 "brnaromapHocTh pekTopa 3a... (yKa3aTh, 3a 4TO OBLIM MOJYYECHBI Oyaro-
JTAPHOCTH U TOJIBI TTOJTyUEHHUs 0JIar0JapHOCTEH)"

 "bnaromapHocTh AMPEKTOpa MIKOJBI 3a...(YyKa3aTh, 32 YTO MOJYYCHBI
OJIaroapHOCTH W TOBI TIOJy4eHUs OJlarogapHoCTei)";

o " JluCIMIUIMHAPHBIX B3BICKAHWUN HE ObUTO M Tak jaiee. (MHOTO HOCTHXKE-
HUW yKa3bIBaTh HE CJIEAYeT, JOCTaTOUYHO He Oojiee 3-X, HO YTOObI 3TO OBLIU ca-

MbI€ CYILIECTBEHHBIE)".
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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"—I ancA no BCem QJUCUUNITUHAM TONBED Ha OTIHYHOD.

» 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"-I ancAa No BCem JUCUUNITUHAM TONBED Ha OTIHYHD.

Pucynok 7.2 —@parment pe3iome. Paznen " O6pazoBanue”

10.Paznensr: "UHTepechl u yBjedenus', "Xooou", "TBopuecTBO" OTIIMUA-
I0TCSL TEM, YTO YBJIEUEHHS] — 3TO TO, YEM 3aHUMAETECh KOPOTKOE BpeMsi, HaIlpu-
Mep, He Oosiee rona. Xoo60u — yBlieueHUe, IPoJoJDKaroleecs JIUTENIbHOE Bpe-
Msi, HarpuMep, 6osee roga. TBoOpuecTBO —KOra B pe3ysibrare X000u Uin yBiie-
YEHUST POXKIACTCS HOBBIM MPOAYKT, HAMPUMEP, PUCYHOK, BBHIMIHMBKA, (poTorpa-
¢bus, CTUXOTBOPEHUE U T.A. YCTAJIOCTh, TPEBOTY, PA3APAKUTEILHOCTh U JaXKe
CTpax MOKHO CHSITh C TIOMOIIbIO 0€300UIHBIX YBJICUCHUHN U X000MU.

11B paznen "3Hanme sI3bIKOB" HAJI0 HAMWUCATh HA3BaHUS JAPYTHX SI3BIKOB,
KpOME POJIHOTO, U YPOBEHb MX 3HaHWs, HApUMEp, AHIVIMICKANA — YUTAIO CO
cloBapéM, MOTYy TIOJIIEPKAaTh HECIOKHYIO Oeceny Ha ObITOBBIE TeMbl win " Ku-
TallCKUIl — YNUTal0 U MEPEeBOXKY Oe3 cioBaps, CBOOOIHO pazroBapuBaro”. "SmoH-
CKHMI — YHUTAaI0 CO CJIOBApEM, pa3roBaprBar0 Ha OBITOBBIC TEMbI CBOOOIHO".

12 Paznen "OnbIT padoThl" 3aM0IHSAETCS MO TAKOM e METOJIUKE, KaK pa3je
"Obpa3oBanue”. Vcrnons3ytorces Te ke cTrim abd3ares. st Kaxaoro Mecra pa-
OOTBI CleyeT BCTABISATh B TAOJHILy JOMOJHUTENbHYIO cTpoKy (PucyHok 7.3).

Mecta paboT yka3bIBarOTCS B OOPAaTHOM XPOHOJOTHYECKOM TOpsiake (0T Ha-
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CTOAIIEro K mporuioMy). O0sS3aTeNIbHO YKa3aTh JOCTUKCHUS B KaXJIOM MECTE
paboThl, HapUMeEp,

* "2 nucbMeHHbIE 0JaroAapHOCTH OT MOKyMaTeneil';

* "3a oTMuHY0 paboTy moaydmi(a) yCTHOE MOOIPEHUE OT AUPEKTOpa’;

* "3a OTIMYHYIO paboTy moay4mi(a) IeHeKHOE BO3HATpaXxaeHue

* "NMero mpuriamieHue OT IMPEKTOpa Ha MOCTOSTHHYIO paboTy B JTOJKHO-
CTH MEHeKepa";

e "3a MHMIMATUBHOCTH Moyyumii(a) MOBBIIICHHE IO Cayx)Oe (Oyaromap-
HOCTB 1 1p.)".

PaGotomareny BHUMATENbHO YUTAIOT PE3IOME U CTAPAIOTCS BBISICHUTD, KAKUX
pe3yAbTaTOB CMOT JOCTUYb MPETEHACHT Ha MPEbIIYIINX MECTaX palbOoThl; 3TO
oMoraer uM cpopMUpPOBATH NMPABUIBLHOE MHEHHUE O MPETEHIEHTE Ha BaKaHT-
HYIO JTOJKHOCTb.

He crout nucarte, Hanpumep: "Ilpopadoran B kommanuu 3 roga” — 6e3 yka-
3aHMS CBOMX AOCTHKeHUM. ClielyeT yKa3aTh, HAapUMep: ' 3a TPU ToJa MOIydul
[IOBBIIIEHUE B JOJIKHOCTH' .

[IpennounTaiiTe mo3UTUBHYIO MH(pOpMaruio HeratuBHOW. KoHIeHTpupyiite
BHUMaHUE Ha CBOMX JIOCTIDKEHUsX. He ymomuHaiiTe HeyaauyHble MPOEKTHI WU
IPUYUHBI, IO KOTOPBIM YXOAMIN C pabOTHI.

13 B nynkre "OOmecTrBeHHass padora” yka3aTh, Kakoil OOIIECTBEHHOI pa-

00TOI 3aHMMAJIMCh M KaKOM 3aHNUMAaeTEeCh TCIICPb.

OnbITr pabortbl [ natsl ] [ opraHuzauus/ydpexaeHne ][ obrnacTe/fopoq |
[ AomkHocTb ]
» [ cBEOEHWA O MPOABWMEHWUM MO CMy>K0e, Harpafax U MNOOLLPEHNAX |

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

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

Pucynok 7.3 —@parmenT pe3iome. Paznen " OnbIT padoThl”
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14 B nynkrte "PexoMeHaamum” YIMOMHHAIOT O HAJUYUU UM BO3MOXKHOCTH
NOJTydyeHus] peKoMeHanuii. Yamie Bcero — BO3MOXHOCTU MOJIYYEHHUS YCTHBIX
pexoMeHanuii. B 3TOT MyHKT Hajo BNMCaTh HE MEHee 3-X YelIOBEK, KOTOpbIe
MOTJIM OBl OXapaKTepU30BaTh BAC MOJOXKUTEIBHO. JTO MOTYT OBITh HAJEKHbBIE
HAYaJIbHUKH, CIELMATIUCTBl WK MEHEIKEPhl, KOTOPbIE MOT'YT IOJITBEPAUTDH Ba-
1M JIMYHbIE U Npo(deccroHalbHbIE KauecTBa. YKa3aThb UX MecTa paboT, TOJK-
HOCTH, CTENEHU W 3BaHUS, HOMepa TenepoHoB. PekoMeHaaImm, eciiu TakoBbIe
UMEIOTCS B MMMCbMEHHOM BHJI€, MOKHO MPUJIOKUTH K pe3ioMe, yKa3aB, YTO KO-
OUM pEeKOMEHAAlUWN mpuiaraiorca. PaboTonaTens MOHMMAaeT, YTO OBLIO ObI
OUEHb HAaMBHBIM COCTABJIATh MHEHHUE O YEJIOBEKE TOJIBKO C €ro COOCTBEHHBIX
cioB. [loaToMy OHM OXOTHO paccCHpalluBaIOT TE€X, C KEM paHblle COTPYIHUYAI
npereHaeHT. Ecnu npu peanbHOM HaiiMe Ha paboTy mOTpeOyeTcsl COKpaTUTh
JUITUHY pe3loMe, TO 3Ta MHPOpMAIIHs B pe3lOMe HE pa3MEIIaeTcs, a YKa3bIBaeTCs
B COMPOBOUTENBHOM MUCbME WU MPEABSIBIACTCS MIPU COOECETOBAHHH.

15Paznen "Kpanudukauust” coaepXuT cBeaeHuss o0 ypoBHe mnpodeccuo-
HaJIbHOM MOJATOTOBKHU. JTOT pa3zell ClIeyeT 3al0IHUTh 10 TAKUM K€ ITpaBUIIaM,
Kak pazzaen "OoOpasoBanme”. IlonydyeHHON KBanuduKame MOXKET CUMTATHCA,
Hanpumep, "Bomutens kareropun B", wim "Oneparop DBM" u np. (Pucynok
7.4). CBUOETEIHCTBOM TOJIYYCHUST KBATU(PUKAIMK SIBIISIETCS KBATH(DHUKAIIMOH-
HOe ynocTtoBepeHue. O0s3aTeNbHO yKa3aTb HE TOJBKO MECTO IOJyYyEHUsl KBa-
AU(pUKaLUU, HO U JOCTUKEHUS B Ipoliecce ITON yueOHOM, a 3areM U npodec-
CHOHAJIBHOU AesTeNnbHOCTU. [ BoauTenel — ctax BoxaeHus. Kpammdukanus
MOJKET OBITh MOJIy4€Ha HE TOJIBKO B IIKOJE, B pe3yibTare 3ausaTuil YIIK, Ho u B
Oosnee mo3aHUKA Mepuo. YKaxute He Ooyiee 4-5 cBomx kBanmmdukanuii (eciau
OHHU ecTb). He cieayer oTHpaBisiTh BMECTE C pe3loMe KOIHU CBUICTENBCTB U
yIOCTOBEpEHUil (3a MCKIIOYEHUEM CIIy4aeB, KOrJa 3Toro TpedyeT paboToja-
Tenb. Kak npaBuio, mogo6HOro poja TOKyMEHTHI MPEAbSBISIOTCS COMCKATENS-

MU BO BpEM CO6CC€I[OB3HI/I$I.
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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 pesome. Pazgen " Kpaanpukanus”

16.B paznene "/lpyrue HaBbIkn" (PucyHox 7.5M0HO HamucaTh, HalIpUMeED,
0 TOM, YTO BBl yMEETE, U MOTJIO ObI MOTPEOOBATHCSI UMEHHO HA 3TOM TPEAIPH-
STHH — BJIAJICHUEC KOMITBIOTEPHBIMUA TPOTpaMMaMHU WA JAPYTHMH HaBBIKAMH,
HaIpumep:

* TIeYaTaro TeKCTHl HA PYCCKOM U aHTJIMHACKOM SI3BIKE CIICTIBIM JIECATUTIATb-
IIEBBIM METOJIOM CO CKOPOCTBIO...(YKaKHUTE CKOPOCTh IEUaTH JeCATHIAIIbIIC-
BBIM METOJIOM B 3HaKax B MUHYTY,

* YMEI0 PEIaKTUPOBATH POTOCHUMKH B Iiporpamme "Gimp";

* MOT'y BECTH CKJIQJICKOH yueT B nporpamme "1C ckaanx”, u ap.

OApyr1ue HaBbIKMU = [leyartard TEKCTEl HA PYCCKOM M aHITIMMCKOM A3bIKe OeCATUNarbLEBEIM
cnenbiM METOOOM.

= YMEK pefaktMpoBaTth OTOCHUMKM B Nporpamme Adobe Photoshop.
= Mory BecTu cknagckoin yueT B nporpamme "1C cknan”, n ap.

Pucynok 7.5 —®parment pesome. Pazges " JIpyrue HaBbikn"

17 Ilpu oTCyTCTBUHM OTBETA Ha KaKOW-TO MYHKT pe3toMe Hajlo nucath. ' Het",
"He nmer", "He cocTor" miu "He 3aHMMaloch" U T.II. B COOTBETCTBUH C Ha-
3BaHueM IyHKTa. Hampumep, B nyHkre "Ce30HHasi padora”, eciu 3TUM BUIOM
paboT He 3aHMMaeTech, MOXKHO HamucaTh. "'He 3aHuMaloch”’. A 0 YICHCTBE B
npodcor3e — COCTOI0 B CTYACHUYECKOM Mpodcoro3e (yka3zaTh Ha3BaHHUE By3a) C
... (ykasatp ronu).

18I 0TOBBIII JOKYMEHT COXpaHUTh B CBOEW JHMYHOW Namke Ha (Ieib-
HAKOIHUTEJIE IO/ UMEHEM, TI0 KOTOPOMY BHJIHO O 4€M (aiiil M KTO ero BIajerell,

Hanpumep, "UBanoB_Auexkcanap MBanosuu_(Pe3iome)". B nanbHeiiieM ero
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OyJeT Jerko HalTH W peJaKTHUPOBATh MPHU peajbHOM HailMe Ha paboTy. A pa-
OOTHHKaM KaJpOBbIX CIy:KO OyJIeT JIerko HaKaruiuBaTh Takue ¢ailibl Ha CBOUX
komnbioTepax. Kpome Toro, 3ToT (paitnm moHamoOUTCS AJs BBINOJHEHUS Clie-
JTYIOIINX 33IaHAK JIEJIOBOU UTPHI, OTYOTMKOBAHHOMN B 3TOM ITOCOOHH.
19Iloka3aTe (aiil BBIMOIHEHHON pabOTHI MpemnoAaBaTeNio s MPOBEPKH,
WIN HareyaTaTh Pe3toMe Ha mpuHTepe (€ciau 3TOro morpedyer BEAyIIHi JeIo-

BOI UI'PHI).

TUNUYHBbIE OLLNOKM

1. IIpu pabote B "MacTtepe pe3romMe" He YCTaHaBIMBAIOT (JIAXKKU HAIPOTHB
BCEX TPEOYIOLUXCS MyHKTOB, CUNTAs!, UTO €CIU MYHKT TPYJAHBIN U1 OTBETa WU
Ha HEro He4Yero OTBETUTh, TO €r0 U HE HaJ0 YKa3bIBaTh B pe3toMe. B aTol 3ana-
4ye Halo BHIOpaTh Bce MyHKTHI (Bkiouas "CrangaptHble” u "JlOMOTHHUTENb-
Hble"), kpome myHKTOB: "Hammonaasnocts" u "®@opma gomycka”. [Ipu BbI-
NOJIHEHUM 3aJauM 10 COCTABJICHHUIO PE3IOME Ba)XHO HAYUYMTHCS BHUMATEIIBHO
YUTATh MHCTPYKLUUHU K 33JIaHUIO U IPABWJIBHO OTBEYAaTh HA TPYJHbIE IIyHKTHI U
Ha MyHKThI, HA KOTOpPbIE HEYETO OTBETUTh. ECIIM BO3HUKAIOT TPYyIHOCTH € (op-
MYJTUPOBKOW OTBETOB Ha CIJIOKHBIE MYHKTHI Pe3lOME, TO HaJ0 CPOYHO obOpa-
IIaThCA 3a MMOMOIIBIO K BEIYIIEMY JI€JI0BOM UTPHI.

2. BMecTo rosna poxaeHus yKas3blBaroT JaTy.

3. Ypanenue TekcTa NPUBOAUT K yIAJEHUIO CTHIIEH TEKCTa, PACIIONOKEHHbBIX
B 3TUX MecTax Iu@poBoro madaoHa. OTCyTCTBUE CTUIIEH NPUBOAUT K HapyIlle-
HUIO AM3aiiHa TOKyMEHTa W HEMPaBUILHOMY BOCIPHUSATHIO TEKCTa. A fanee — K
HECTaOUJILHOCTH €r0 BHEIIHETO BHJA IMpPH MeyaTH Ha npuHTepe. s mpaBuiib-
HOTO 3aIOJIHEHUS LIU(PPOBOTO 1abJI0HA HEOOXOJUMO BBIIEIATh HYKHBII TEKCT,
a 3aT€M BIMCHIBATh BMECTO HErO CBOM TEKCT.

4. TpeOyromeecst n3MeHeHUe (popMaTUpOBaHMsI HAAO BBITOJIHATH 3@ CUET IO-
TOBBIX CTUJIEH BhIOpaHHOTO mabnoHa Pe3lomMe, a He uepe3 maHenb HHCTPYMEH-
TOB WK JieHTy PopmaTtupoBanue. BriOupas otaensHo mpudr, pasmep uipud-
Ta UHTEpBAJI U JIp. HapaMeTpsl sl (POPMATUPOBAHUS TEKCTA, HEOCO3HAHHO CO3-
JIAl0T HOBBIE HEXKEJATENIbHbIE CTHIIM, KOTOPHIE M0 MOX0XHU HAa OPUTHHAJIbHbBIE
U HapyLaT cTa0WIbHOCTh 1oKyMeHTa. CTuiM Haao BeIOMpATh U3 001acTu 3a-

nay Ctuiam 1 opMaTHpPOBaHUE WIM KOMUPOBATh CTHIIM U3 APYIHMX MECT J0-
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KyMeHTa HHCTpyMeHTOM KomupoBars ¢opmar . Jlnsa aToro cHavama Hago
BBIIETIUTh TEKCT, (POPMATUPOBAHHME KOTOPOTO HAIO CKOMHUPOBAaTh, & MOTOM
WENKHYTh OJWH Pa3 WM JIBAXJbl HA YKAa3aHHOW KHOIKE. J|BOWHOM WIETYOK
BKJIFOYA€T MHCTPYMEHT KOMMPOBAHHUA JUIsI MHOTOKPATHOT'O HCIOJIb30BaHUS, a
€AMHUYHBIN — JUIsl OTHOKPATHOTO. UTOOBI CKONMMpPOBaTh CTUJIbL a03alia He TpeOy-
€TCsl €ro BBIIETATh MOJHOCTHIO. JJ0CTaTOUHO yCTaHOBUTH Kypcop B JIF0OOM Mec-
Te 3TOro ab3aia, HaXKaTh UHCTpyYMeHT KonmpoBath ¢opmar, a 3ateM — ménk-
HYTb TE€KCT, KOTOPBIi J0KEH ObITh 0ThopMaTupoBaH. JlJisi KOMMPOBAHUS CTUTIS
3HaKa HaJl0 BBIICIUTh HYXHBIM TEKCT, a 3aT€M MPUMEHUTh UHCTPYMEHT KOIU-
poBanus popmara.

5. Ecnu Ha3BaHus opraHus3anuil U ropofOB HE CABUTAKOTCS BIPABO MOCIE
KonupoBaHus (opmara, Kak IMOKa3aHo Ha wwunoctpanusx (PucyHok 7.2 u
Pucynox 7.3),T0, BEpOATHO, HE HAXKAJI KJIABUIIY TAOYISIIIUA TEePe STUMH Ha-
3BaHUSIMHU. YCTAaHOBHUTE KypCOp CJlieBa OT Ha3BaHMS W HAKMUTE KIIABUIIU
CTRL+TAB . TekcT nomKeH CIBUHYThCA. BKIIOUMTE TOKa3 HemedaTaeMbIX
3HAKOB, YTO JaCT BO3MOXHOCTh YBUIETh 3Haku TaOynauuu. He cnexyer BMecTo
TaOYJSIIMN BCTaBJISTh MHOXKECTBO MPOOENOB. YCTaHOBKA MPOOETIOB HE BHIPaB-
HUBAET TEKCT TAKUM € TOYHBIM U CTPOTUM 00pa3oM, Kak TadyIsaTop.

6. B paznene "Oo6pa3oBanue”, o0y4asich Ha IEPBOM WJIM BTOPOM Kypce BY3a,
HE YKa3bIBAIOT CBEJICHUS O BY3€, CUMTAsl, YTO By30BCKOI0 00Opa3oBaHus elIE HET,
a ecThb TOJbKO 00pa3oBaHUe, MOJIYYEHHOE B cpefHei mkone. CBeneHus o Byse,
Jake €CIM CTYJEHT TOJbKO Hauaj 00y4yaThCsl HAa IEPBOM Kypce, BCE paBHO HAJ0
yKa3biBaTh. [locTynuTh B By3 — yKe JOCTH)KEHUE, U C TIEPBBIX JHENH 00yueHus B
BYy3¢ MOT'YT MOSIBUTHCS TEPBBIC TOCTHKCHUS B yu€Oe (MycTh HE OCOOCHHO 3Ha-
YHUTENBbHBIC), O KOTOPBIX CIEAYeT YIMOMSHYTh B PE3lOME, Hampumep, "Hapylie-
HUll yyeOHOM aucuumiauHbel He ObuI0". Ilocie OkoHYaHMSI By3a CBENEHHUS O
CpeIHeH IIKOoJIe MOXKHO BOOOIIIE HE yKa3bIBaTh, 0COOEHHO €CJIM OHHU ObLIIN MEHEe
3HAYUTENILHBIMU YEM B BY3e€.

7. B paznene "O0pa3oBanme”, 1py BIUCHIBAaHUU J1aT 00y4YeHUs B BY3€, €CIIU
o0y4eHHue MpOAODKAETCS U ell€é HEe 3aKOHYEHO, /ATy OKOHYaHUs By3a YyKa3bl-
BaTh Henlb3s. OHa e He HacTynuiIa, BmecTo naTel okoHYaHUS 00y4YeHUs B BY-
3¢ ClIeJlyeT yKas3aTh COKpalleHHe — Mo H/B" — 4TO O3HAYaeT — [0 HACTOSIIee

BpeMH.
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8. B paznenax: "Oo6pa3zoBanue” u "OnbIT padoThl’ pacrojaraloT CBEJICHUS
B MIPSIMOM XpOHOJIOrHueckoM mopsiiake. Hamo pacnonarate cBeieHus B 00Opart-
HOM XPOHOJIOTUYECKOM TOPSIKE. CHaudaja ISl By3a, HIDKE — JJIs TEXHUKyMa,
nanee — JIs KOJBl. B paszmene ombita pabOTHI CHAYalla YKa3bIBACTCS MOCIIE/T-
HEee MeCTO paboThl, TOTOM IPEAbIAYIIEE, a 3aTeM — 00Jiee paHHUE.

9. B mons "Opranm3anusi/yupe:kaenne’, pacroiOKEHHbIX B pasjeiax:
"Oopa3zoBanue”, "OnbIT padoThl’ U Ap. rae TpeOyeTcs, peKOMEHAYETCs BIIH-
ChIBAaTh HA3BaHMs OPTaHU3AIMN U YUPESKICHUA B COKPAIIEHHOM BUJE, HAINPH-
mep, XI'ADIT, MOYCOII Ne5, OO0 "Pacceet” u jap. Ilone "obaacto/ropon”
TOXKE PEKOMEHYETCsI 3aMOJIHITh MUHIMYMOM HEOOXOJMMBIX CBEIACHUI, YTOOBI
9T JIaHHbIE BMECTE C JaTOW M Ha3BaHMEM OpPraHU3allMU WK YUPEXKJIECHUS yme-
HjaJIuch Ha oJHOM cTpoke. Ecnu paboTomarento moHanoOUTCs mnoiHas UHQOp-
MaIys, TO 3TO OyJIeT BBIACHITHCS NPH COOECEIOBAaHWUU U TIPH MOCIEAYIOIIEM
odopMIIEHUN JOKYMEHTOB B OTJEJIE KaJIPOB.

10.Ecnu o0pa3oBaHMe TOJYy4EeHO B HECKOJBKMX MecTax (BY3, TEXHHUKYM,
IIKOJIA...), TO B TAOJIMILy PE3IOMe HaJl0 BCTABUTh COOTBETCTBYIOIICE KOJIHMUYECTBO
JOTIOJTHUTENBHBIX CTPOK U KOIMHUPOBATh TyJa TEKCT 3allOJHEHHOM sYeiKu, Ka-
carolerica oopazoBanus. TakuMm 00pa3oM, HYKHbIE CTHJIA OYIyT CKOIUPOBAHBI
B JIOTIOJTHUTEIHHBIC CTPOKH, PACIIOIOKEHHBIE HIDKE.

11 Bmecto otBetoB: "Her" nnu "He mMerw" u ap. yaanasitoT COOTBETCTBYIO-
e pasnensl. Ecnu pasznenst TpeOyroTes B 3aJaHUM WJIM B 3alpaliiBaeMoM pa-
OooromareneM pe3toMe, TO YAAIITh UX Henb3sl. Hajo orBedars kopoTkumu ¢pa-
3aMH KakK yKa3aHO BbIIIe. [Ipw 3TOM yJnamsitoTCs TOJNBKO MeCTa ISl yKa3aHWS
JIaT, MECT, TOJIPOOHOCTEN U JOCTMIKEHU, a BMECTO HUX BIUCATh KOPOTKUH OT-

BeT: "Het", "He umer”, "He cocTorw”, "He 3anumasica” "He yuacTBoBad"
WU Ap. oJ00HBIe. DTH OTBETHI clieayeT ohopmMuTh ctuiieM ' Lledn”, KOTophIii
COJIEPKUTCS B CITUCKE JIOCTYIHBIX CTHUJIEH I1abjI0Ha pe3toMe.

12B paznene "Xo60u" u "YBiaedenust" yacto mumyT "My3bika'. DTO He
noaHbld oTBeT. [IpaBuiibHee ObUIO ObI HaNKMcCaTh KOHKPETHO, HampuMmep, ' Koi-
JEKIIMOHUPYIO My3bIKaJIbHBIE MTPOU3BeeHHs B cTiiie Electronoca'ium "Urparo
Ha (opTenuaHo MpPOU3BEACHUS JIFOOUMBIX aBTOPOB: ...(YKa3aTh aBTOPOB MY3bI-
KaJbHBIX Tpou3BeaeHuil)”. To ke kacaercs HemoaHoro orsera "Tanipr”. Jlydrie

yKa3aTh, YTO B TaHIaX MHTEPECYET, Hampumep, 'llocear CTyau0 COBPEMEH-
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Horo tanna MUPAX", unu "JIro6110 cMOTpeTh BBICTYIUICHHS TaHIIEBaIbHBIX
KOJJICKTHBOB: ... (yKa3aTh Ha3BaHUs TAHIICBAJIbHBIX KOJUICKTHBOB)". BMmecTo OT-
Beta: "Jlro6mo untate” wim "Utenue", cienyeT ykaszaTh JIFOOMMBII XKaHp JIUTE-
paTypbl WM JIOOMMBIX aBTOPOB, HANPUMED, ' YBJIEKAIOCh YTEHHEM JIFOOOBHBIX
KEHCKHMX POMAHOB U JAeTeKTuBOB" min "Jlto6mro kauru lapeu J{oHI0BOM" .
13.He cnenyer nucaTth B pe3ioMe JIKUBBIX CBEICHHMH WM yMallyuBaTh, Ha-
npuMep, O mepuojaax, korga He paboranu. [IpoBepka JTaHHBIX MOKET BCKPBIThH
oOMaH M MOCTaBUTh KPECT HA BO3MOKHOCTH IMOJIYUYUTD KeEJIaeMyto padoTy.

14 He cnenyer mucaTh. OBICTPO ycBamBaio HOBbIE 3HaHUA. ClieyeT MucaTh:
YCBOMUJI HOBBIE MPOIEAYpPHI, KACAIOUIMXCS CIy)KeOHON NeATeabHOCTH B 2-
HEJICIBHBIN CPOK.

15.IToguépkuBaiiTe TOCTUTHYThIE pE3YyIbTaThl, UCIOIb3YS TJIAr0JIbl IEUCTBUS.
He cnenyer nucate: "oTBeuan 3a BblIoOJIHEHHUE... . Cieayer mucatb: ''BBIIOJI-
HUI...".

16 Ilepen Tem, Kak OTHPAaBUTH PAOOTOJATENIO PE3IOME, PEKOMEHIYEeTCS BHH-
MaTeJIbHO €ro MPOYUTATh U MPOBEPUTH, HET JIU B HEM OpdorpaduyecKux OIIu-
O0ok. OHH, Kak, BOPOYEM, U HapyUIEHUE CTUJIEH TEKCTa, Cpa3y MOTYT BbI3BATh
HEraTHUBHYIO peakuuo y padboroaarens. Koraa pesroMe yxe HanmucaHo, NONpo-
CUTE KOro-HHUOYIb, XOPOIIO BIAJCIOIIETO S3bIKOM, Ha KOTOPOM HAamHMCaHO pe-
3I0M€, TTPOBEPUTH €TO0.

17 He Bkimrouaiite B pe3toMe 3aroioBok: "Pestome” wim "CV" (13 Buga 10Ky-
MEHTAa BUIHO O YéM peyb).

18. CrapaiiTecr He UCIIOJIB30BATH B PE3IOME MECTOUMEHHUE "SI

191lpu coxpanenun (aiina pestoMe Ha (ielb-HaKonuTene, gailny ciegyer
IPUCBOUTH NMOAPOOHOE HA3BaHUE, a HE CIlydyallHOE WJIM KPaTKoe Kak, Harpumep,
"Mactep pe3tome”. Jlydiie Ha3Bath ¢aiis, Kak ObLIO MOKa3aHo BeIlie — "HBa-
HOB_AJnekcanap_HNBanoBuu_(Pe3rome)" niam eciivi aBTop pe3roMe Mperoa-
raet B OyAylleM MMETh HECKOJBKO pe3loMe JJisl OTIPaBKU B Pa3HbIC MPEAIpuU-
atug To ums ¢aina moxer ObiTh, Hampumep, "2011.01.30Pe3tome B OO0
PaccBer”. Uto o3nauaet — pestome, otocnmanHoe B OO0 "Paccrer” 30 sHBaps
2011r. Takoe Ha3BaHUE MTOMOXKET aBTOMATHUYECKH CTPYKTYpPUPOBATh Ballld pas-

JIMYHBIC PE3IOMC IJIA HaliMa Ha pa60Ty 10 AaTaM HUX OTIIPABKH U 110 HA3BAHUAM
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NpEANPUATHN, TPU HAKOIUIGHUH uX B mamnke "Peswome”. [1o3xe u3 mo60ro tako-

ro pe3tome OyAeT JIETKO CIeNIaTh HYKHOE.

MNepeyeHb KOHTPONbHbLIX BONPOCOB

1. YTo Takoe ayTCOPCUHT U YeM OTJINYACTCSI OT HHCOPCHUHTA?

2. Kakue 1ienu y kpayacopcuHra?

3. UeMm otnuvaercs madaoH oopmiieHns OT A0JI0HA COTePKAHUSA?

4. JIns ygero TpeOyrorcsa madaoHbl 1 MacTtepa mad/J0HOB B Iporpamme
TEKCTOBOTO Tpolieccopa’?

5. Kak nonb3oBarbcst MacTrepom ma610HOB?

6. I'me naxoastcs Macrtepa ma610HOB?

7. Jlng Yero WCHONB3YIOTCS CTHIM TEKCTa TMPH CO3JaHUU IU(POBBIX
JIOKyMEHTOB?

8. Kakwue BuabI cTUIIEH TEKCTa MPUMEHSIIOTCS B IU(PPOBBIX JOKYMEHTaX ?

9. Kakwue rpynimsl CTUICH TeKCTa IPUMEHSIOTCS B IU(DPOBBIX TOKyMEHTaX ?

10I ' ne nHaxoauTes mabj0H pe3rMe B IMporpaMmMe TeKCTOBOTO Tpoleccopa?

11I'ne B3sTH mabMOH UPPOBOrO JOKYMEHTA, €CJIM €ro HET B CIHUCKE I11a0-
JIOHOB IPOTPaMMBbI TEKCTOBOTO Mpolieccopa’?

12 Kakue cnenuain3upoBaHHbIE TPOrpaMMbl MOKHO MCTOJIB30BaTh JJISl CO3-
naHus pe3ome 6e3 udpoBoro madiaoHa?

13.B kakoM XpOHOJIOTHYECKOM IMOPSIKE pa3MEIIAloTCs TaHHBIC B pe3ioMe 00
00pa3oBaHUM MPETEHACHTA?

14 B kakoM XpOHOJOTHYECKOM IMOPSIIKE pa3MEeIaloTCs TaHHbIE B pe3ioMe 00
OTbITE pabOTHI MPETEHIEHTA?

15 Kak n3mMeHuTh TeMy O(popMIICHHUSI pe3loMe, COCTABICHHOTO B TIpOrpaMme

TEKCTOBOIO Ipoiieccopa?

3apaHue 2. PaboTta ¢ wabnoHom "ConpoBoautesnibHOe NUCbLMO"

B PE3IOME HEBO3MOXXHO HAIIUCATbh BCé, 4YTO IIOJOXHUTCIIbHO XapaKTCPHU3YCT
KOHKPETHOI'O0 NPETCHACHTA HAa JOJIKHOCTD. Yacro 6BIBaeT, 4TO Ha XM3HCHHOM
IIyTH NpETCHACHTA €CTh HCYTO OCO6€HHOC, 4YTO HC BXOJUT B JIAKOHUYHBIC ITYHK-
ThI Ta6J'II/II_IBI PE3IOME, HO MOKCET OBITH Ba)KHBIM A1 OPCANpUATUS U MOKET
OBITH BOCITPHUHATO Ka,Z[pOBOﬁ KOMUCCHEM C OHpCI[CJIéHHLIM BHUMAaHHECM U UHTC-

peCoOM. HOG)TOMy COIMPOBOAUTEJIBbHOE€ MUCbMO, HAIITMCAHHOC K PE3IOME, BBIIIOJI-
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HSIET BOXKHYIO (PYHKIIMIO: OHO JIOTIOJIHSIET PE3IOME PaCIIMPEHHBIMU CBEICHUSIMH,
OJIaronpuATHO XapaKTepU3yIOIIKe MPETEHIEHTA Ha TI0KHOCTb.

K pestome o00s3aTenbHO PEKOMEHIYIOT MpuiaraTb CONMPOBOAMTEIbHOE
nMcbMO. B HeM conckaTenb yKa3bIBAET KEJIAEMYIO JOKHOCTh U U3JIaraer Ipe-
MMYILIECTBA CBOEH KaHAUAATYPHI.

ComnpoBoauTeibHOe MNMHCbMO K PE3IOME TMO3BOJUT BBIPa3UTh CBOIO
3aMHTEPECOBAHHOCTh B BAKAHTHOW JOJDKHOCTH M IIMUPOKO OCBETUTH CaMbIE
BaKHBIE ACTIEKTHI MPEBIIYIIECH TPYIOBON ACSITEIBHOCTH U MPO(HECCHOHATHLHOM
HOJATOTOBKH.

ConpoBoauTENbHOE MUCHMO JOJKHO OBITh HAMHCAHO B JEJIOBOM CTHJIE U
(kenmaTeNbHO) aJPECOBAHO KOHKPETHOMY 4elioBeKy. OO0beM CONMPOBOIUTEIHLHO-
ro NMCbMa HE JI0JHKEH NIPEBBIIATH OJHOW CTPAHUIIBI.

ConpoBoanTebHOE MUCHMO JIETYE MTUCATh MO MIA0JI0HY.

[{udpoBoii mabaoH COMPOBOAUTENHHOTO MMChMA K PE3IOME CIEeTaH C YYETOM
TpeOOBaHUil, MPEABIBIAEMbIX K JeJI0BON nepenucke. OH COAEPKUT HE TOJIBKO
MUHUMAJIbHO HEOOXOJIUMBIE 3JIEMEHThI ()OPMATUPOBAHUS, HO U MPUOIU3UTEb-
HBIM TEKCT, B KOTOPOM HamKMcaHo oOpallieHne K paboToaaTelto.

ConpoBoauTesibHOE MUCBMO MPUHECET MPETEHACHTY OLIYTHMYIO MOJb3Y,
€CIIi €ro TIIATEIBHO COCTaBUTh, COOOIIMB B HEM PabOTOAATENIO YTO-TO JCUCT-
BUTEJILHO JIOCTOMHOE BHUMAaHMUS.

[Ipu 3TOM ciienyeT 3HaTh, UTO COMPOBOAMTEIbHOE MUCHMO, SIBIISISCH JI0MOJ-
HUTEJIBHBIM 3JIEMEHTOM K PE3IOME, 0053aTeNIbHO IPOUTYT U MPUMYT K CBEJICHHUIO
npu GOPMUPOBAHNU OKOHYATEIHHOTO PEUICHHs O MPETEHICHTE Ha BAaKaHTHYIO
JOJIKHOCTb.

Uro xe Hamo Hamucatb B COMPOBOAUTENbHOM MHCbMe, YTOOBI OHO TMpH-
BJIEKJIO pa0OTOIaTeNsl HACTOJIBKO, YTOOBI eMy 3aX0TeNIOCh, KAK MUHUMYM BCTpe-
TUTBHCA C MIPETEHACHTOM JTUYHO?

Heobxonumo mpeniarate ce0si Ha KOHKPETHYIO JOJKHOCTh. PaGoromarens,
MHTEPECYET TOT NPETEHJEHT, KOTOPbIM MOJHOCTHIO TOTOB K IpeajaraéMoi KOH-
KpPETHOU paboTe 1 TIOOUT UMEHHO 3TY JCSITEIBHOCTb.

B nepByto ouepenb ero OyJeT MHTEpECOBaTh CTENIEHb TOTOBHOCTH COMCKATE-
751 K paboTe, ero JOCTHKEHUSIMH Ha MpebIAyIel JOKHOCTH, a TaKKe TeM, Ka-

KY10 JICTITY COUCKATCJIb T'OTOB BHCCTH B YCIICHIHOC PA3BUTUC KOMIIAHWH.
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B mr000¥i koMITaHWM BCeria HaWJIeTCs MECTO 4YelIOBEeKY, KOTOPBIM JOKaXeT,
YTO CIIOCOOEH JaBaTh ATOT PE3YJbTaT.

Jlyst Toro 94TOOBI HAWTH MYTh K PElIeHuo Bompoca: "Kak TpyaoycTpoUuThCs B
KOMITAaHUIO CBOEH MEUTHI?" Ha/0 OTBETUTH HA Bompoc: "Kak mokaszaTs, 4T0 cMO-
Ty IPUHECTH Moyb3y Komnanuu?". Caenath 3To oueHb TpyaHo. [Ipunercs npu-
JIOKUTH YCUIIHSI, HY’KHBIM 00pa30M COCTaBUB COMPOBOAUTEILHOE TUCHMO.

BaxHo 3apanee THIATEIbHO W3YyYUTh KOMIAHUIO HA MPEIMET MOUCKA y HUX
po0IeM WM HEOOXOTUMBIX YIIYUIICHHH, KOTOPhIE MOXHO BHEAPUTH, MO Ba-
eMy HaIpaBJICHUIO NEATeILHOCTH. VcTouHMKaMu Takoil WH(OpMAIMU MOTYT
CIIy>)KHTh CalT KOMMaHWW U nyonukauuud B I'1o0anbHoOl MH(OpManHOHHOIM
CeTH, KIIMEHThl KOMITAHWH, ra3eThl, OQUC KOMIIAaHWH, CAMH COTPYIAHHUKH (B TOM
YHCJIC — OXPAHHUKHU M JIaXKe IBOPHUKH), KOHKYPEHTBI, Ballld 3HAKOMbBIC U PEK-
JaMa caMOW KOMITaHUH.

[TpoGieMbl ecTh y BCceX KOMIAHUN, TeM Oojiee B MepHoJ Kpusuca. Tak yTo
BBl JIETKO WX Hainere. Mmmre nMeHHO Ty mpoOieMy, yCTpaHEHHE KOTOPOM
MPUHECET KOMIIAHUU JOMOJTHUTENbHYIO IPUOBLIb.

B nucemeHHOM Buje pa3paboTaiiTe pelieHre HalIeHHOW MpoOsieMbl. ITO,
CaMblil CJIOXKHBIN 3Tan. FIMEHHO OT HETrO 3aBUCUT BECh YCHEX ONEPALUU TPYHO-
ycTpoiicTBa. [1ockobKy OOJMBITUHCTBO MPOOJIEM BCETAa HAXOAUTCS HA TIOBEPX-
HOCTH, HO, KaK UX PEIINTh, HE 3HAIOT 3a4aCTYIO U B CAMOM KOMITAHUH.

Jlyymie moTpaTUTh HEKOTOPOE KOJIMYECTBO BPEMEHH, YTOOBI MOJArOTOBUTH
JNEUCTBUTEILHO HACTOSIIIUI IJIaH, KOTOPbIA MPOOBET JOPOTY B KOMIIAHUIO Ba-
meilt Mmeutbl. CIemuTh He CTOUT, MMOTOMY YTO TIpOoOIeMa XOpOIINX KaJpoB BCe-
r/1a CTOUT Tepe 000, Taxe TUIOTHO YKOMIUIEKTOBAHHOW KOMITAHHEH.

BrisBuB mpobiieMy, HaJ0 MOTPATUTh JOCTATOYHOE KOJIMYECTBO BPEMEHH Ha
e aHaJu3 M Ha OCHOBE CBOETO OMbITA, a TAKXKE JHOOBIX UCTOYHUKOB pa3pado-
TaTh IUIAH €€ HEUTPATU3ALINH.

[Toce TOro Kak 3aKOHYEHO MHCHMO W PE3IOME, HAJT0 OCOOEHHO TIATEIIHHO
IPOBEPUTH, HET JIU TaM Kakux-In0o ommbOok. Ocoboe BHUMaHWE HAIO YIACIHUTh
opdorpaduu. IT0 BaXKHBIN MMOKa3aTEh 00PAa30BAaHHOCTH, M €CITU pabOTOIATENb
YBUIUT OLIMOKHU, TO MOJ] COMHEHHE MOKET ObITh MTOCTaBJIEHO BCE HAMMKMCAHHOE.

BeposiTHOCTH BbI30Ba Ha co0ece0BaHUE 3aBUCUT OT TOTO, HACKOJIBKO HaBbl-

KH, YKa3aHHBIC B TMCbMC U B PE3IOMC COOTBCTCTBYIOT npez[naraeMoﬁ BAaKaHCHU.
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W1 rmaBHOE — XOpoIllee MUCHMO B COBOKYITHOCTH C PE3IOME — JIMIIh MOJIOBUHA
nena. Ycmnex jKIeT TOIBKO MOCIe MPEo0JICHUs CISMYIOIeTo dTamna — codeceno-
BaHMS.

B muceme BaXKHO OJTHO3HAYHO COOOIIUTH, TOUYEMY XOTHUTE paboTaTh UMEHHO
B 9TON KommaHuu. OTKPOBEHHO COOOMIUTE, CKOJBKO MOTPATUIU BPEMEHH Ha
aHaIM3 IeATEIHPHOCTH KOMIIAaHUH, KaKyl0 MPOOJIeMy HalUIM U K KaKUM BBIBOJIaM
npunuia. Tam ke cieayeT CpoCUTh, KOTJIa MOXKHO BCTPETUTHCS ¢ paboToaare-
JeM, 4TOObl OOCYANTD Ballli MPEII0KEHUS 110 €€ PEIICHUI0?

Ha cobecenoBanuu He peKOMEHAYETCS PacKpbIBaTh Bee aetanu. [Ipubeperu-
T€ KaKylo-HHOyab faeTanb Ha Oymymiee. [IpsMo Tak U ckaxuTe B KOHIIE Oecebl:
"IJ10 He Bech miaH. Eciii Bel roTOBEI B35Th MEHS Ha paboTy, Y MEHs HalJeTCs
€IIIe HECKOJIBKO JICJIbHBIX MPEIIOKESHHUM

Ecnmu naiinennas Bamu mpoOiiemMa OyneT JOCTaTOYHO CEepbe3Ha, W MPEIIo-
YKEHHBIN BaMU TUIaH Oy/IeT COAepKaTh IEHHYI0 HHPOPMAIIHIO TT0 €€ PEIICHUI0 —

pabouee MecTo Bam OyaeT 00ECIIeYeHO.

Uenb

HayuuTscs co3paBath CONpOBOAUTEIBHOE TUCHMO O HU(PPOBOMY 1IA0IOHY.

3agaHvue
B r[porpaMMe TEKCTOBOT'O npoueccopa MMoAroTOBUTH 110 IHa6JIOHy COl'[pOBO-

AUTCIIbHOC NMCbMO K PC3HOMC.

TexHonorma paboTbl C NPOrpaMMHbIM NPOAYKTOM
1.

Xopa BbINONHeHWsA 3agaHus

1. Haiitu B ['no6anbHo# HHPOPMAIIMOHHON CeTH AbIOH COMPOBOAUTEIHHO-
ro muchMa. MOXKHO BOCTIONB30BATHCS ITUGPOBHIM IIa0JIOHOM, OITYOJIMKOBAHHBIM
Ha caiiTe MOIACPIKKH 3TOro mocoous [3].

2. OTKpBITH B MpOTpaMMe TEKCTOBOTO Mporeccopa nudpoBoi 1MabiaoH co-

IPOBOUTEIHHOTO MMChMa, HAIPUMEP, TIOKa3aHHBIA Ha WiuTtocTpanun (PucyHok
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 conpoBOaAMTEIbHOI0 MMCHMA

3. 3amaya COMpoOBOIUTENHFHOTO MUChMa yOeauTh Oyaymiero padboTogaTens B
MOJIE3HOCTH MPETEH/IEeHTa. BHUMATENbHO MPOYTUTE U BOIUIOTHTE CIEAYIOLINE
PEKOMEH AN

* MpeXJe BCEro 3ayMalTeCh O TOM, YTO UIMEHHO KOMIAHHs MPHOOPETET,
HaHSB Bac Ha paboOTy U MOCTapalTeCch JOKa3aTh B MUCHME CBOIO MOJIE3HOCTH;

* eCclid BBl 3apaHee MHTEPECOBAIHUCH ACSITENbHOCTHIO 3TOW KOMIIAHUU H,
CMOKETe B MMMCbME yKa3aTh 'HAayaJbCTBY' Ha HEIOCTAaTKU U MPOOJIEMBI, & TAKXKE
NPEUIOKUTE MyTHU MX MCIPABIEHUS, TO BAlll LIAHCHI CTaTh COTPYAHUKOM 3TOU
KOMIIAHUH CYIIECTBEHHO YBEINYATCS;

» m000# paboToAaTenab MOCTOSHHO AYMAaeT O TOM, YTOOBI HE MOTPATUTh
mumHuX JeHer. [loaToMy Ha 3apaHee mpeamnonaraeMblii Borpoc: "A uto Hamia
KOMITaHHUS C ATOTO MOJIYYHUT?" —UMEHHO B TUCbME JOJDKEH OBITh 1aH KPaTKUi 1
KOHKPETHBIN OTBET. YMECTHO B MUCHME 3apaHee JaTh OTBET M HA BTOPOW oue-
BUJHBIN BOIPOC: "A Kak BbI 3TOTO pe3ynbTara JocturHeTe?". OTBET TOXE Hallo
HaMMcaTh KPaTKO U MPEesIbHO MOHATHO.

4. Heo06X0aMMO BHUMATEIbHO O3HAKOMUTHCS C TEKCTOM MHUCHhMA, JAHHOTO B
mabyoHe. 3aMEHUTh TEKCT 11a0I0Ha MUChMa CBOMM TEKCTOM. CBOW TEKCT J0J-

JKCH COJCPIKATh NPABAUBLIC U BA’KHBIC CBCACHMA, KOTOPLIC HC BOIJIN B PE3IOMC
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WIH TIOJIHEE PACKPBHIBAIM BOLIEIIINE B HETO CBEJICHUS, U XapaKTEpU30BaIU Obl
BaC KaK XOpOIIero paboTHUKA, 001aJalolero 00ibIUM NOTEHIUAIOM U 3auH-
TE€PECOBAHHBIM B JIEATEIIbHOCTH KOMITAHUU.

5. B nucbMe Hago HanmucaTh O TeX MPOo(PecCHOHANBHBIX 00JACTIX, O KOTOPBIX
uMeete npezacraBieHne (padoTtanyu B 3T0H cepe, YnTaam KHUTH, 3HAETE KOTO-TO
u3 370l npodobIacTH, WIK MPOCTO HPaBUTCS 3Ta cepa AeATeIbHOCTH, XOTe-
J0ch Obl paboTaTh B KOJUIEKTHBE MPO(PECCHOHATIOB U €IUHOMBIIUICHHUKOB U
T.J.).

6. Yka3arh cChUIKY Ha CBOM BeO-TIOPTQomo (BeO-CalT, €CIIM OH CYIIEeCTBYET,
WIA pe3yJbTaT ACSITeNbHOCTH, 3a(UKCUPOBAHHBI B KaKOM-THMOO HHTEPHET-
pecypce), 4TOObl 3aWHTEPECOBAHHBIM JIUIIAM MOXKHO OBUIO 3apaHee OLICHUTH
Bally AESITEIbHOCTb UM BaC, KAK MHTEPECHYIO U MHOTOTPaHHYIO JTUYHOCTD.

7. Ilpu cocraBneHUH MHCbMa MOJE3HO 3HATH OCOOEHHOCTH YEJIOBEKa, KOTO-
poMy OHO ajpecoBaHO. JlenoBoe MUCHbMO BOCIPUHUMAETCS JIy4llle, €CIH IO-
CTpOEHO cyxo U (opmanbHO. [1110X0 BocprHUMaeTCss MUCbMO, €CJIM OHO Hallu-
CaHO CBOOOJHBIM CTHJIEM, HAOJOOUE IPY’KECKOT0 MUChMa.

8. He cnenyer u3meHsTh B mabJOHE TOTOBbIE CTHIIM TeKcTa (CTWM ab3areB
¥ CTWIH 3HAKOB). OHAKO €CII M3BECTHBI TPEOOBAHUS MPEATPHUATHI K 0POPM-
JICHUIO BHYTPEHHUX IMHCEM LIEJIEBOr0 MPEANpUATHs, TO OyAeT XOpOoIIo MOoKa-
3aTh, YTO COMCKATeNlb OCBEAOMJIEH 00 3TOM. /{51 3TOro morpedyeTcsi TOIBKO
U3MEHUTh F'OTOBbIE CTUJIM NHMCHbMA, & TAK)KE€ BBECTH JOIOJIHUTENIBHBIE CTUIIN Ye-
pe3 maHesb CTUIEH, HO HE MCKaXaTh MMEIOLIUECS MYTEM MPUMEHEHUS! UHCTPY-
MEHTOB TaHeu popmatupoBanus (pudt, pasMep, MOTYKUPHOCTD U IIp.).

9. I'oTOBBIE NOKYMEHT COXPaHUTb B JUYHOM TManKe Ha CBOEM (puiemib-
HakomuTene (B JaimbHEWIIEM ero OyJeT JIeTKO PeJakTHpPOBATh MPH PealbHOM
HaiimMe Ha pa0doTy).

10 HaneuataTh cONMpOBOAUTENBHOE MUCHMO Ha IMPUHTEPE AJS CAAYU MPEIo-
naBareno (eciu oH 3Toro Tpedyer). Ecnu npenonasatens He TpeOyeT pacreya-

THIBaTh MUCHhMO Ha MPUHTEPE, —IPEIBIBUTH €My IIU(PPOBOI JOKYMEHT MUCHMA.

TunnyHble oWNOKKN
1. Vnansior TekcT B mabjaoHe, a TOTOM HHIIYT CBOM TEKCT. DTO MPUBOIUT K
ynajgeHuro u3 (aiia ctuieil ab3aleB U CTUJICH 3HAKOB, PACHOJIOKEHHBIX B CO-

OTBETCTBYIONIMX MecTax mabioHa. OTCYTCTBHE CTHIICH MPUBOAWT K Hapyle-
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HUIO JIM3aiiHa TOKyMEHTa U HENPaBWJIBHOMY BOCHpPHUATHIO TekcTa. Heobxonumo
BBIJIEISATh HYXXHBIA TEKCT B IIA0JIOHE, @ 3aTEM BIUCHIBATH BMECTO HErO CBOIl
TEKCT.

2. CKpOMHUYAIOT WUJIM CTECHSIOTCS, HE YIIOMUHAs BaXXHBIE TOMOJHUTEIbHbIC
cBeZieHHsI 0 ceOe, He yKa3blBasi CBOM JOCTHXKEHUS M YCIIEUTHO OCYIIECTBICHHbBIE
IPOEKTHI, @ TAK)KE HaBBIKU, KOTOPHIE MOTJIM Obl MPUTOJUTHCS BO BpEeMs padOThI
Ha NPEANpPUATUH.

3. He yka3pIBaloT CChUIKM Ha IU(PPOBbIE CEpTU(PUKATHI, pa3MELIEHHBIE B
['moGanpHON MHGOPMAIIMOHHON CETH, a TaKKe — Ha MHTEPHET-CAlThl, OTpa-
KalolINe NeITeIbHOCTh COMCKATENsI, B TOM YWCJE — JIMYHO BBITIOJHEHHBIE WH-
TEPHET-NIPOEKThI. CANThI, CTAaThH, (poTOorpaduu, 610ru, TBUTTEPHI.

4. IluuyT JKUBBIE CBEIEHUS O ce0€ U NMPEYBETNYUBAIOT CBOU JOCTUKEHMUS.

5. VBruekatorcs upe3MepHbIM (opMaTtupoBaHueM TekcTa. I[IpumeHeHue
OO0JBIIIOTO KOJMYECTBA Pa3HBIX MIPU(PTOB MOXKET MPEBPATUTH CTPOTUil mpodec-
CHUOHAJIbHBIA JJOKYMEHT, B IOKYMEHT, O(pOPMIICHHBIH JTIOOUTENBCKIUM CIIOCOOOM.

6. IIpu coxpaneHuun nucbMma, (ailily cieayeT MpUCBauBaTh MOJPOOHOE Ha-
3BaHue (4TOOBI KaapOBOM CITy)0Oe OBUIO JIETKO MX COXPaHATh), Il ecTh Bara
damumus u Tema (aiina, Hanpumep, "UBanos U.HU. (compoBoa. mucbM0 K pe-
3iome)". UTo 03Ha4aeT — CONMPOBOAUTEIIFHOE MUCHMO K pe3tome oT VBaHOoBa
N.N.

NMepeyeHb KOHTPOSbHbLIX BOMNPOCOB

1. T'me MOXHO B3Th IU(PPOBOH MIA0IOH COMPOBOJAMTENBHOr0 MUCHBMA K
pestome?

2. Jlns gero TpeOyeTcs COMPOBOAUTEIBLHOE MUCbMO K pe3roMe?

3. Kakue npeumyniecTBa MOXKET MOJIYYUTh MPETEHACHT MPU OTIPAaBKE BMe-
CTE C pe3loMe CONMPOBOANTEIBHOT0 MUChMA U 32 CYET Yero?

4. Yrto Hao MHUCcaTh B CONPOBOAUTEIbHOM MUCbMeE K pe3ioMe?

3apaHue 3. PaboTta ¢ wabnoHom "®dakcumunbHoe coobleHue"

dakCUMUIIBHBIC COOOIIECHHUS MEPEIAIOTCS CHEIMATbHBIM MPUOOPOM, KOTO-
phlIii Ha3bIBaeTCs PaKCHMMWIbHBIN anmapaT Wik cokpaménto — ¢akce (at. fac
simile —cuenait nomoOHOe). TakuM ke COKpaIIEHHBIM TEPMUHOM Ha3bIBAIOT CO-

06H_ICHI/IC, OTOCJIAHHOC HUJIM ITOJTYYCHHOC C IOMOIIBIO OTOI'O aIrrapara.
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CuuTaror, yTto (PaKCUMWIBHBINA amnmapar OTCUUTHIBAET CBOI HCTOPUIO C
1843. xorma uzooOperatens u3 llloTmanauu Anekcanap Boiin® 3amareHTOBaN
MIPOTOTUI COBPEMEHHOTO CKaHHepa. A (aKCHUMIUIBHBIN ammapaT — 3TO codyeTa-
HUE CKaHHEpa, MOJIeMa U MIPUHTEPA.

[TepBoii ¢akc-mammuoi “"IlanTenerpagom”, M300peTEHHON HTATBIHCKUM
cBameHankoM JlxoBanau Kacemnu, nmone3oBancs Hamoneon I, u B 187Q. on
pazocinan 6osiee 5000coo0b61IeHUT.

B 1924, xorma Puuapa Panmkep oTKpbul OecipoBOIHOM criocob mepemaadn
n300paxkeHuit, mosBuiCs paanodakc wim Tenedortorpaduueckas mammuna. C eé
MOMOIIBIO MOYKHO OBLIIO MOCHIIATH (PoTOrpadu.

CoBpeMeHHas TEXHOJIOTHS MEPECHUTKH (PaKCOB CYLIECTBYET ¢ cepeaurnbl /0x
rosoB. Pakcel cCHavYasa BeITeCHWIN B SImoHuK TenenpuHTeps! (B Poccuu nx Ha-
3BIBAJIM TEJICTAMUIIBI), a K cepeauHe 80X pacnpoCTpaHUINCh TOBCEMECTHO.

Ceiiyac (akcel MPOU3BOAAT B COYCTAHNUU C TeJC(POHHBIM armapaToM (TeJie-
¢akc) u gaxe ¢ nazepHbIM NpuHTEpOoM. [locienHe Ha3bIBAIOTCSI MHOTO(YHK-
HMOHAJIBbHBIMH YCTPOMCTBAMH, COJAEpKAIIMMHU (pakc, TeaePoH, KOMUPOBaAIb-
HBIM anmapar, CKaHep U JIa3epHbIA MPUHTEP C JBYXCTOPOHHEH meuatbio Ha Oy-
MakKHBIX JTUCTax opmarta A4.

Hcrionb3yroTest Takke U 3JIeKTPOHHbIE (paKchl — CIEIUATbHBIC MPOTPAMM-
HBIE TIPOAYKTHI, KOTOPHIE MOTYT OBITH 3arPy>KE€HBI B IEPCOHATBHBIA KOMITBIOTED,
YTO JieJaeT BO3MOXKHBIM MPUEM U MEPECHUIKY HUPPOBBIX JOKYMEHTOB 0€3 Mpe/I-
BapUTEJILHON MeYaTH UX Ha MIPUHTEPE.

[Ipumenenue Qakc-anmapaToB UMEET CBOIO CHEIU(UKY, CBI3aHHYIO C OT-
CBUIKOW ¥ MPUEMOM KOMUH JTOKYMEHTOB. JTa crienuuka HOCUT Ha3BaHHUE ITH-

KeTa (aKCUMWIBHOM CBA3H. DTHKET 3aKIIOYAeTCs B TEXHOJOTHH PabOTHI C

! Usobperenne daxcummibHoro ammapata. AHO "PaguodyacTOTHBIA LEHTp
MOQO". MUctounuk — ITUNEWS. IlepeBonq Ha pycckuit s3wik:  LleHTp
TEXHUYECKOTO nepesoja AHO "PULL MO". — URL
http://www.rfcmd.ru/page/206Giata oopamenns Ha 13.01.2012).
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anmnapaToM, a TakKe — B MpaBUWiIax O(OPMIICHUS IMEPECHUIAEMBIX C €r0 MOMO-
b0 KOIMH JOKYMEHTOB.

[Tpu mepechiTke KOMUNA JOKYMEHTOB MO (PaKCUMUIIBHOW CBSI3U 003aTENBLHO
CO3/IaHU€ TUTYJBHBIX JHUCTOB. TUTYNBHBIN JHMCT HYXEH MOJydaTento (akcos,
YTOOBI MPHU OOJIBIIOM KOJIUYECTBE MPUHATHIX COOOIICHUN, HE BHUKAS B COJEP-
KaHUE Ka)XJ0ro, CEKpeTapb MOI OBICTPO UX 00padoTaTh U HAIPaBUTh UCIIOIHU-
TEJSIM, HE TIEPEIyTaB CTPAHUIIBI.

[MudpoBbie Ma0IOHBI 11 TUTYJIBHBIX JUCTOB (PAKCUMHIIBHBIX COOOIICHUN
CKOMIIOHOBAHBI TakK, YTO MX MOXHO HCIOJb30BaTh HE TOJBKO JAJISl CO3JaHUS THU-
TYJBHBIX JTUCTOB K COOOIIEHUSM, HO U JJI1 KOPOTKUX MHUCbMEHHBIX COOOIICHUH,

pPasMEpPoOM, OKOJIO IMOJIOBHUHBI CTPAHUIIBI.

Uenb
HayuuThscsi co3maBaTh TUTYJIBHBIA JUCT K (PaKCUMHIBHOMY COOOIICHHUIO U
nepeaBaTh COOOIIEHHS CpeACTBaMH (DAKCHUMIIIBHOM CBSI3H, a TaAKXKE — C IpUMe-

HCHHECM KOMIIBIOTEpPA.

3apgaHue

Co3naTh TUTYIBHBIN JTUCT K (PaKCUMUIBHOMY COOOIIEHUIO ISl OTCHUIKU Pe-

3I0MC 1 COIIPOBOAUTEIILHOTO ITIMCbMaA CPE€ACTBaAMU (I)&KCHMHHLHOﬁ CBJI3H.

TexHonorusa pa6oTbl C NPOrpaMMHbLIM NPOAYKTOM
1.

Xopa BbiNONHeHWsA 3aaaHus

1. B tekcroBom mporeccope MS Word, Ha ocaoBe "Mactepa ¢akcoB”,
co31aTh OJIaHK TUTYJIBHOTO JHCTa (PaKCUMUIBHOTO COOOIIEHUS 7Sl OTHPaBKU
JOKYMEHTOB (CONPOBOJUTEIHLHOTO ITUChMA B PE3IOME).

2. PexomeHnpaanum K co3JaHUIO TUTYJIBHOTO JIUCTA (hakca!

* B "Macrepe ¢akcoB” BriOpath "Co3aaHue TUTYJIBHOIO JIUCTA C 3a-
MeTKaMHu'. B yueOHbIX LesaX MpeanogaraeTcs Haneyararb JOKYMEHT Ha IPUH-
Tepe, YTOOBI OTIIPABUTH €T0 HE C KOMIBIOTEPA, a C 0OBIYHOTO (hakc-ammapara.

» Hamucath MM BBIMBIIINIEHHOTO aJipecara u ero (axc.

e Ctuiib TUTYJIbHOTO JUcTa — CTaHAaPTHBIM.
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e CeneHus 00 OTIIpaBUTEIIE!

O (amMuIusl, UM U OTYECTBO OTIIPABUTEIIS;

o mone "OpraHuzanus” OCTaBJIsETCS MyCTHIM, TaK Kak (pakCHUMUIIb-
HOE COOOIIEHNE OTIPABISIETCS OT Ce0s1 JIMYHO,

O TI0JI€ MOYTOBOI0 ajpeca, 3aM0IHIETCS CBOMMU CBEICHUSMUY;

o mojs TejedoHa 1 (pakca 3anoNHAIOTCS, €M TeaePOoH U pakc y Bac
€CTb.

3. IoxyunB roroBeiii mabiaoH otodpasuth cetky ("Tadauma/OTodpakaTh
ceTKy").

4. BKIIOYUTh TI0Ka3 HeredaTaeMbIX CUMBOJIOB (kHomka "Hemeuaraemble

3HAKHU" ).

5. YroObI mosst popM MpaBUIIBHO OTOOPaXKaTUCh CEPhIM 3aTCHEHUEM, BKITIO-
yuTh HAcTpoiiky mHTepdeiica — "Cepmuc/Ilapamerpnl/Bua/ 3aTeHenue mo-
aeit/Bcerna”. Ecmu BuaHbI KOAbl Moyield, TO cHATH (aaxkok "Cep-
Buc/Ilapamerpnl/Bua/Koabl mosteii".

6. B 1mrab;10H BnucaTh CIICIyIOIINE CBEACHHMS, TIOKa3aHHBIC HAa WILTIOCTPAIUH
(Pucynok 7.7):

* TeMy (PaKCUMUIILHOTO COOOIIICHMUS,

* KOJMYECTBO CcTpaHul — 4, Tak Kak (pakCUMUIbHOE cooOmeHue Oymer
COCTOSITh M3 2 CTPAHUIL pe3toMe, 1 cTp. muchMa B 1 cTp. TUTYJILHOTO JINCTA,

* HOMep TeseoHA OpraHu3aIiH, Ky1a OTChlIaeTCs (haKc,

* KOMy Tiepenarh Konui GakcummibHOro coobmenus. [lone Konus mo-

JKCT HC COJACPIKATh aJIpCCaTOB 1100 COJCPIKATh OJHOI'O UJIN Oonee aJIpCCaToB.



33
Ten: (42121333338
ek (4212) 31-35-37
-l iy AN AL,

Homy:  |[EEequTe umA] o lMeanoe Mean MeaHoeuy

®axkc:  [eeelMTe HOMep dakcal Aara: 3 okrAfpa 2007 r

Ten.: [EEEAMTE HOMep TenedioHa) CTp.: [EEBAWTE YMCNO CTPAHML)

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

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

«3aMeTKM: [EESOMTE NPUMEYAHHA]

Pucynok 7.7 —I11a6/10H TUTYJIBHOTO JIHCTA GAKCMMUIBHOTO COOOIIEHUST

7. B obnmacTyi BaXKHOCTH YCTAHOBUTH (MIKKH (JBOWHBIM IIEITYKOM MBIIIIH)
(Pucynok 7.8),Ha cBO€ yCMOTpEHHUE, B 3aBUCHMOCTH OT Ba)KHOCTH COOOIICHHUS,

OTCBHLIIACMOTI O 110 (I)aKCHMHHLHOﬁ CBsI3H.

Eil:poll-m O Cexperrio O Ha yreepwpeHqe F Tpebper oteera O Pazocnmams

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

pakcMMUIBLHOTO COO0IIEHUS

8. HamucaTh COMpOBOIUTENBHYIO 3aMETKY, KOTOpas SBISETCS aHHOTAIUEH
Ha (pakCUMUIIbHOE cooOIeHue. B Hell yka3aTrh Kakue NOKYMEHTBI U JJIsl KaKUX
LeJel MepechlIaeTcs, a TAkKe CII0CO0 COOOIIEHUsT OTIPABUTENIO O Pe3yIbTaTax

npuemMa (pakCUMHIJIBHOTO COOOIIEHUSI M O pe3yJibTaTax y4acTHsi B KOHKypce pe-
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3IOM€ Ha 3aMCIICHUC BaKaHTHOM JOJIZKHOCTH CIICIHMAJIMCTA. O6pa36u 3aI10JIHE-

HUS 3aMETOK CM. Ha wiuttoctpanuu (Pucynok 7.9).

oe, Typeesss 57 = 48

KCMMWITbLHOCe

coobwueHue

Kony:  [Oupetmopy OO0 «[0B BocToks Or: Mecouxas Japes KMeaHoEHA
Sams: (4242742701 Bara: 20 okmipa 2007

Ten.: (4242742702 Cmp.: 4

Ha: Pestomen conpoBogMTENBHOE MMCEMo Kenwa:  HadansHWky oToena kagpoe

F Cpoune [0 Cemperms [0 Ha yreepmperme [ TpeSyerometa [ Pazocrate

s3amermM: [1EDECHINAKTCA OOKYMEHTH (DESHWME W COMPOBOOMTENBHOE MCEMO) ONA YYacTWA B
KOHEYPCEHA S8M ELLEHINE BAKAHTHON JOMTFHOCTI MEHEIHED A N0 PAGOTE ¢ HIMEHTAM.

MH MALYA O KoHEYpCE Obina pasme & GenyuEl cTpokoi Ha TenekaHane THT 260807 r. w e
PrAGLY ¥P P LeH Y TP

razere «Ms pyk B pyrae 0T 280807 1.

Mpowy NepefaTe AoKYMeHTHl gupesTopy 000 «[0B Bocroks Memposy WeaHy BameHmAHoBMY W
HAYaNbHUEY OTLENA KaOpoB.

0 pesynETATA: NPOXGHLEHNA KOHEYPCA A0KYMEHTOE Mpowy CoOSUWTE SNEekTPOHHIA NouToi no
agp ecy —d-pesofskavafyandes.ru, NGB0 Ha GBTOOTEETYWE — (4212) 31-54-80.

C yBEHEEHWEM,

Mecoukan 0B

Pucynox 7.9 —BHemnmuii BU roroBoro TUTYJILHOTO JIMCTA (PAKCHMUJIBHOTO

Coo0IIeHuA

9. I'oTOBBIN JOKYMEHT HamevyaTaTb Ha IPUHTEPE U COXPAHUTH B JTMYHOM Marl-
Ke.
10. (BTOT MYHKT BBITMIOJHSAETCS, €CM €CTh BO3MOXXHOCTh OTIPABISTH U TPHU-

HUMaTh (aKCUMUIIbHBIC cooOmIeHHs). PaboTy Hamxo BBIONHATH napamu. OauH
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YYaCTHUK OTIpaBisieT (PaKCUMHIIIbHOE COOOIICHHE, a Ipyroi — npuHuMaert. Pa-
00Ta MOXKET OBITh BBINOJIHEHA TPEMSI CTIOCOOAMMU:

* Cnocod 1. (TpeOyrorcsi criemyromme TeXHUYECKUE YCTpoucTBa: 2 ¢ak-
CUMWIBHBIX amnmapara, MOJKIIOUEHHBIX K pa3HbIM Teie(OHHBIM JIMHUSIM). OT-
NIPaBUTh C OJHOTO (haKc-ammapara Ha JPYro MOATOTOBICHHBIE OyMaXKHBIE JO-
KYMEHTBI: TUTYJIBHBIA JUCT (PAKCUMIIIBHOTO COOOIIEHHS, COMPOBOIUTEIHHOE
MUCHMO U PE3IOME.

* Cnocod 2. (TpeOyrorcsi criemyromme TeXHUYECKUe ycTpoiricrtpa: 1 ¢ak-
CUMWIBHBIN ammapaT ¥ KOMITBIOTEpP C MOJEMOM, TOJIKIIOYEHHBIE K Pa3HBIM Te-
nedoHHbIM JMHUAM). OTHPAaBUTH C KOMIIbIOTEpa Ha (PaKCUMHJIBHBIN armapar
MOITOTOBJICHHBIE ITU(DPOBBIE JOKYMEHTBI: TUTYJIHHBINA JIUCT (PAKCUMHIBHOTO CO-
oOLIeH I, COMPOBOAUTENHHOE MUCHMO U pe3toMe. [lomyduTh 3TH TOKyMEHTHI
yepe3 ¢akc-ammapar.

* Cnocod 3. (TpeOyroTcst cieAyronue TEXHUYECKHE YCTPOMCTBA: 2 KOM-
nploTepa U 2 MoJieMa, MOJKIIOUYEHHBIC K Pa3HbIM Telle(OHHBIM JIMHUAM). OT-
IPaBUTh C OJHOTO KOMIIBIOTEpA Ha APYro¥l MOATrOTOBIEHHBIE HU(POBBIE JOKY-
MEHTBI. THUTYJIBHBIM JHCT (HAKCUMUIBLHOTO COOOIICHHS, COMPOBOIUTEIHLHOE
MUChMO | pe3tome. [lomyduTs 3T TOKyMEHTHI Yepe3 BTopoil kommbioTep. Co-
XpaHUTh UX B JIEGKTPOHHOM BHUJIEC B OT/ACIHHOM IaIlKe.

11 IToka3aTh UTOTH MPENOJABATEIIIO.

TUNUYHBbIE OLLNOKM

1. UcnpapnstoT aAu3aifH TUTYJIBHOTO JUCTa. B 3TOM HET HEOOX0IUMOCTH, TaK
KaK €ro CO3JaJid Ju3aiHEpbl. TUTYIBHBIM JIUCT UMEET HENMPOAOJLKUTEIBHYIO
*W3Hb. HazHaueHne ero COCTOMT TOJBKO B MOKAa3€ COMPOBOJMUTEIIBHBIX CBEJIE-
HUW K MEpechlUlaeéMbIM JOKYMEHTaM, IO3TOMY HET CMbICIIA TPATUTh CUJIbI HA U3-
MEHEHHE PTOro OJIaHKa.

2. YaaustoT TeKCT B 11a0JI0OHe, a MOTOM IMUIIYT TEKCT, YTO MPUBOJUT K yia-
JICHUIO CTUJIeH a03alleB U CTHIICH 3HAKOB, PACMOJIOKEHHBIX B 3THUX MECTax Iald-
jgoHa. OTCyTCTBHE CTHJIEH MPUBOJIUT K HApYIICHHUIO JU3aiiHAa JOKYMEHTa U He-
MPaBUIILHOMY BOCIIPHUSITHIO TEKCTa B JTHUX MecTax JokymeHTa. HeoOxomumo

BBIJICIATDH Hy}I(HBIﬁ TCKCT HIa6J'IOHa, a 3aTEM BIIMCATh BMECTO HErO CBOM TEKCT.



36

3. Tlone "Konust" B TUTYIbHOM JUCTE (DAKCUMHIIBHOTO COOOIIEHUs] O3HAYa-
€T, KOMY CeKpeTaphb JOJDKEH NepenaTh KOMUIO MOTYyYeHHBIX JoKyMeHTOB. [lone
"Konms" MoxeT He conepkaTb aJpecaToB JUOO coaepKaTh OAHOTO WK Oojee
azipecaToB.

4. Ha tuTynpHOM JUCTE (PAaKCUMIIBHOTO COOOIIEHUS HE MUIIYT 3aMETKH. A
OHM OYEHb BAXKHBI JIJIsl CEKpeTapsi, NPUHUMAIONIETO (akc.

5. Tloceuas dakcummiibHOE COOOIIEHHE OT ce0sl TUYHO, OMMOOYHO YKa3bl-
BAIOT BBEPXY TUTYJBHOTO JiCTa (B YEPHOM MPSAMOYTOJbHUKE) Ha3BaHUE TIPEI-
IPUSATHUS, B KOTOPOE €ro OTCHUIAIOT WIIM MPEANPUATHE, U3 KOTOPOTO OTCHUIAOT.
Mecto pe3epBupyeTcs sl Ha3BaHUS MPEINPUSATHS, OT IMEHH KOTOPOTO OTCHI-
naetcst pakcuMmibHOe cooOuieHne. Ho nmockiias JOKYMEHTBI OT ce0si JIUYHO, B
4EPHOM MPSIMOYTOJIbHUKE HUYEro MucaTh He HAJIO.

6. He 3amonnstor mosie TeMbl (aKCUMIIBHOTO COOOIICHHS. DTO MOJIE BAXKHO
JUTS TETTOTIPOM3BO/ICTBA B MPUHUMAFOIIEM MPEIITPHUSITHH.

7. 3aMeTku K (PaKCHMHUIBHOMY COOOIICHUIO CIIeIyeT MUcath (OT TPEThEero
JIMIIA, SAMHCTBEHHOTO YUCIIA) HE JUPEKTOPY MPEINPUATHS, a aOCTPaKTHOMY pa-
OOTHHKY, (CeKpeTaplo WM IPYroMy HMCIOJHUTEI0), KOTOPbI mpuMeT (akcu-
MUJILHOE COOOIIEHNEe M JTOJDKEH MOHSATh, YTO MPUCTAIA B (PaKCUMUIBHOM CO-
OOILIEHNH, YTO C 3THUM COOOIICHUEM HAIO0 caeiaaTh (Hago JIM JAeiaTh KOIHIO, KO-

My TiepeiaTh, CPOYHOE JIH OHO, TPeOyeT JIK OTBETA U Jp.)

NMepeyeHb KOHTPOSbHbLIX BOMNPOCOB

1. Kornma mosiBuiics nepBblii B Mupe ¢akc?

2. Yto Takoe (pakCcUMUIBLHOE COO0IIeHnE?

3. Kakue cBenmeHusi MUIIyTCsT B OOJIACTH 3aMETOK Ha OJIaHKE TUTYJIHHOTO
aucTta (paKCUMHIBHOTO COOOIIEHUS ?

4. JIns KaKux HeNeH CIy>KUT 00JIaCTh BaXXHOCTH Ha OJaHKE TUTYJIHHOTO JIKC-
Ta (haKCUMUIBHOTO COOOTIIECHUS ?

5. CkonbKo azpecaToB MOXHO BHcaTh B nojie "Komy" Ha OiiaHKe TUTYJIbHO-
ro JucTa GakCUMHIBHOTO COOOIIEHUS ?

6. CKkoJIbKO aJpecaToB MOKHO BIUcaTh B moJie "Komus" Ha OJaHKE TUTYIIb-

HOTO JiucTa (PAKCUMIIBHOTO COOOIIEHUS ?
7.
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3apaHue 4. PaboTta c wabnoHom "KaneHgapb"

KaJ'ICHI[apB MOJKET OBITh MCIOJIL30BaH B KAaueCTBE OpraHu3aTopa Tpyaa I1pu

pa60Te ayTcopcepa 0o AJIs1 CO3JaHHUs IMOAapOYHOro MM PCKIaAMHOI'O KaJICH-

napsi.

Uenb

Hayuutbcs co3aaBaTh 1o mabiioHy KajdeHaaph Ha 0001 Mecsil.

3apgaHue
B mporpamme MS Word co3nats oucHBIH 1 pekIaMHbIii KaJeHIapyu Ha
ocHoBe "Mactepa kajenaapeii’. OducHblii — Ha cienyromuii Mecsi. Pek-

JJAaMHBIN — Ha 3 Mecsla Bepéa, HAaUnHas Co CJICIYIONIETro Mecsiia.

TexHonorusa pa6oTbl ¢ NPOrpaMMHbLIM NPOAYKTOM
8.

Xopa BbINONHeHWsA 3aaaHus
1. 3amyctuth "Mactep kajgenaapeii”’. ("®aiia/Co3nats/B pasaene Co3naa-
Hue aokymenta — lllad6aonbl/Ha Moém kommnbloTepe/Bkiaaaka Jpyrue mo-
KyMeHTbl/MacTep KaJieHaapeii").
2. TpebGoBanus k co31aHu0 O(PUCHOTO KaJICHAaps:
o NnTepBaJj i KaleHaapsl — Ha CICTYIOIUNA MECSII.
e OpueHTaNUs TUCTA — JTIO0Aa.
o JluzaiiH — 11000 M3 Ipeaiaraloniuxcs B madjgoHax ' MacTepa KaJieH-
napeit'.
* MecTo A1 KapTUHKH (PUCYHKA) HE OCTaBIISITh.
 [lognmucaTh B KaleHAape ITHU HECKOJbKUX HanOoJiee 3HAYUMBIX Tpa3j-
HUKOB (Mpa3gHUKH MOXHO B3sTh ¢ VHTepHer-caiiToB: OTKpbITKH SIHAeKca
[19] nn Kanenpapb mpa3aaukoB [16]). [ToanuceiBaTh npa3aHUKH, JIydIe HE
W3MEHSSI CTHJIM TEKCTa B JOKYMEHTE, a BBOJS HOBbIE OOBEKTHI Jisi TekcTa. Ha-
npuMep, Mo HoMepoM JHs HapucoBaTh "IlpsimoyronbHmk" (maHeiab HMHCTPY-
MeHTOB "PHcoBanme") u 100aBUTh B HEr0 TEKCT — Ha3BaHHeE mpasaHuka. I'pa-
HUIIBI BOKPYT MPSIMOYTOJIHHUKA MOXHO OTMEHUTH U cliefiaTh (OH MPSIMOYTOIb-

HUKa NPO3padHbIM. [IpaBuiIbHO MOATOTOBIEHHBIN MPSMOYTOJBHUK MOKHO MHO-



38

TOKpaTHO KOMHUPOBATh HAa HOBBIE MECTa B KaJieHAape, MPU HEOOXOAMMOCTH H3-
MEHSSI €ro pa3Mepsl Uil JUIMHHBIX Haanuceu. Jlyig Haamuceidl Halo MCMOb30-
BaTh €IUHBINA CTUIIb.

* [lox HEKOTOPHIMH JHSIMH B KajieHaape (Ha BbIOOp) HAmUcaTh, B JOIOJ-
HUTEJIBHO CHENAHHBIX MPSAMOYTOJIbHUKAX, Pa3jIMYHbIE MPOU3BOIACTBEHHBIE Me-
ponpusitusi, Hampumep, 08:30 Ilnanépka c menemxepom B uyare”, "10:00
Berpeua ¢ xmmentamu”, "15:00 Otuér mo mpomaxam’, "15:00 O6pabotka
npaiic-mucra”, "18:00 [lo3npaBnenue MBanoBa ¢ mHEM poXaeHUS' © 1p. OTH
CBeJICHUS HEOOXOIUMBI VIS TUTAHUPOBAHUST MHIUBUIYATHbHOU PaOOTHI HA MECSII
Y HaIIOMHHAHUS O BOKHBIX O(DUCHBIX COOBITHsIX. Ha3BaHus u Bpems COObITHI (B
y4eOHBIX I[eJIAX) HA3HAYAIOTCS CAMOCTOSTEIIBHO.

3. TpeboBanHMs K CO3aHUIO PEKIIAMHOTO KaJleHaapsi:

e UnTepBaJj 11 KaneHaaps —Ha 3 Mecsla BIepé mocie TeKyIIero;

e OpueHTanus JUCTa — JTH00Aas.

* OcCTaBUTH MECTO JJII KAPTUHOK.

e BcTaBuTh KapTUHKH, PEKIAMUPYIOIMIUE JEATEILHOCTh MPEIIPUATHS, HA
KOTOpPOE BbI, HAIPUMED, MPUHATHI ayTCOPCEPOM IO pe3yJsibTaTaM KOHKypca pe-
3I0M€.

* B kanenmape OTMETUTh BBIXOJHBIC MHU. DOpMaTHpOBAHUE HAJIUCU JIe-
JaeTcsl MO0 YCMOTPEHUI0 UcToHuTeNd. i1 Haanucel Halo UCOJb30BaTh €/u-
HBIU CTUJIb.

4. T'0TOBBIE KAJIEHJAPH COXPAHUTH B JINYHOM MAarKe.
5. Hamewararp KaJleHAapy Ha MIPUHTEPE JJIS CAYH MPETnoiaBaTeiio (€ciu oH
atoro Tpedyer). Ecnu npenoaaBaress He TpeOyeT pacneuaThiBaTh KaJICHIapU Ha

NpUHTEPE, —NMPEABbIBUTH EMY JJIsl TPOBEPKH 2 (paiiyia kaeHaapei.

TuUnu4yHble OWNOKHK

1. Vcnonp3yroT HE BBIpa3UTENbHbBIE [[BETHBIE KaPTHUHKH, KOTOPBIE MPHU YEP-
HO-Oenoil mevatu tepstoT Bua. Hampumep, ¢ortorpaduu xopomiero kayecta
JUIS KaJleHaaped MOKHO B3iTh ¢ MHTepHer-caiita "Snpexc.®@orku” [20]. [Ipu
ATOM 00s13aTeNIbHBI CCHUIKU Ha aBTOPOB (poTorpaduid.

2. He MoryT HaliTH Ha3BaHMA M AAThl ONMKANIIUX Mpa3AHUKOB. s 3TOTO

CleIyeT BKJIIOYHUTH Mporpammy obo3peBarteis HTepHeTa u BBECTH B aAPECHYIO
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CTpOKy, Hampumep, http://www.calend.ru/wmm http://www.cards.yandex.ru/

Havitu nipa3qHUKM HY>)KHOTO MecCsIa.
3. He moryT HaliTu AOTIOJTHUTENLHBIE THU OTABIXA €CIIM MPAa3THUKHU BHIMA 1a-
10T Ha BRIXOAHBIC. [[J1s1 3TOTO ClieyeT BKIFOUUTH IporpamMmy obo3pesatens HH-

TEpHETa, BBECTH B aJpECHYIO CTPOKY, Hampumep, http://www.calend.ry/w naii-

TH Ha 9TOM CalTe KaJeHJaph BBIXOIHBIX JHEH.

3apaHue 5. Co3aaHue BU3UTHBLIX KapToyek

Busurnble kapTouku ((p. Vizite —BU3UT) — BasKHAs YaCTh MApPKECTHHIOBOTO
UHCTPYMEHTA. JTO MPOCTON crocol MpeaocTaBsaTh HHPOpMALIHIO O Bac U OU3-
HECE CBOMM 3HAKOMBIM, JIEJIOBBIM MapTHEPAM M KineHTaM. Ho 1onmosHuTeNnbHO
3TO elE U BO3MOXKHOCTH MOAIEPKUBATh MPUHATHINA B J€IOBOM OOIIECTBE CTUIIh
Y IMHJIK.

CoxpaiéHHO BU3UTHBIE KAPTOYKH UMEHYIOTCS BU3UTKAMM.

N3roraBnuBaroTCst BUSUTKU U3 Oymaru, KapToHa WU IUIACTHKA HEOOJBIIOTO
dbopmara, cymiecTByIOT Takke CD-BH3UTKH, BHITIOJIHEHHBIE HA O0OPE3aHHOI TT0-
BepxHoctu CD nucka.

Ha rtakoii muck (BHEIIHE — 3TO YK€ HE JUCK, a MOYTU MPSMOYTOJIbHUK,
Pucynok 7.10) 3anuchIBalOT Ipe3eHTALMH, BUACOPOJIMKH, peKiamy, (GoTorpa-

¢buu u 1p. BaKHBIE MyJIbTUMENA-CBEICHUS, a TAK)KE — HEOOXOTUMBII TEKCT.

W VAREL

NOAUTEXHUKA

W Tl TSSO (AS5) 1 54- B3

Pucynok 7.10 — CDBu3urtka

CD-Bm3utka (3a pyOexxom e€ nHaszpiBaioT CD-card) mpexacramsier coboii

KOMITaKT-/IMCK, UMEIoui (hopmMy U pazmepbl 0aHKOBCKON KPEIUTHON KapTOUKH
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1 BMecTUMOCThI0 10 50 M6 uHdopmariu, KoTopas CUMTHIBAETCS C MOMOIIBIO
00bryHOrO0 CD-IIpHBO/Ia HA KOMIIBIOTEPE.

Ha nunesoit ctopone CD-BU3uTKH, Tak k€ Kak U Ha OyMa)kKHBIX BU3UTKAX,
pa3MeIniaeTcsa TeKCT U JitoOble I[BeTHbIe n300paxkeHus. Toapko B IeHTpe e€ 00s-
3aTeNbHO pacnonaraeTcs oTBepcerue 1 pukcannu B CD-pusose.

[ToMrMO MIMPOKO pacnpoCTpaHEHHBIX OyMaKHBIX M IJIACTUKOBBIX BU3HUTOK,
CYLIECTBYIOT BUBUTHBIE KAPTOUKHU, U3TOTOBJICHHBIE U3 HEOOBIYHBIX MaTEpUAJIOB,
Harpumep, J1epeBa (IEpPEeBsIHHOTO MITIOHA) U Ia)Ke TOHKOTO METaJlIa.

C mpuxoa0M 3pbl HUGPOBBIX KOMMYHUKALIUN MOSIBUINCH BUPTYaJdbHbIe WIN
uu¢poBble BU3MTKHU. JlJI1 HUX CYIIECTBYET CHEIHaNbHBIN (QopmaT Qailnon
VCard. Co3naroTrcsi OHH MPOTPAMMHBIM CIIOCOOOM B TOYTOBBIX MPOrPaMMaX-
KkiaueHTax. llepecbuiaroTes 3aMHTEPECOBAHHBIM JIFOJIM IO 3JIEKTPOHHOM IOYTE.
[TomyuuB Takyro KapTOuKy, aDOHEHT MOKET MEPEHECTH €€ MBIIIbIO U3 MHChMa B
OKHO CBOEH aJpeCcHOW KHUTHU. Tak B aApECHOW KHUI'E aBTOMAaTUYECKHU MOSBUTCS
HOBBI KOHTAKT C OOJIBIIMM KOJMYECTBOM Ba)KHBIX CBEJCHUMU, KOTOPBIE HE MO-
KET BMECTUTh OObIYHAsA OyMajkHasi WK IUIACTUKOBAsI BU3UTKA.

CornacHo Bukmmeann', nepBble B UCTOPHH YHOMHHAHHS O BH3MTKAaX IOS-
Bwinch B JIlpeBHeM Kurtae BO BTOpOM — TpeTbeM BeKax 10 Hamewn spbl. Kuran-
CKH€ YMHOBHMKH CIELMAIBHBIM YKa30M HMIIepaTopa OOs3bIBAINCh UMETh Kap-
TOYKM Ha KpacHOW Oymare C HalMCaHHBIMU Ha HUX MMEHEM U 3aHUMaeMOM
JOJIKHOCTBIO.

B EBpore nepBoe UCTOPUUECKOE YIIOMUHAHUE O BU3UTKE OTHOCHUTCS KO Bpe-
MeHHu npasneHus kopois JlronoBuka XIV. Bo ®panuuu, BU3UTKa cTana HEOO-
XOJUMOCTBIO U 0053aTENbHBIM aKCECCYyapoM ISl MIPEICTaBUTENEH BBICIINX CIIO-
¢B HaceneHus. OHM UMENH BU]T UTPATBHON KapTOUKU C IMEHEM BU3HUTEpA.

ITepBast HaneuaTtaHHass Ha Oymare eBponeiickas BU3WUTKa Obula HailiieHa B
['epmanuu u otHocutes k 178G. ['epmaHckas apucTokpartus ciienoBaia ¢GppaH-

IY3CKOMY OTHKCTY. BHOCHCI[CTBI/II/I B EBpone BU3UTKHU CTaJIM IIOBCCMCCTHBIM

! Busurnas KapTouka. Marepuan u3 Bukuneauun — cBOOOIHON SHIMKIIOTIEIUH.
Pexxum noctyna : http://ru.wikipedia.org/(nata oopamennss 13.01.2012).
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aTpuOYTOM CpEeIHEero Kjacca U MOJHOCTHIO OTCYTCTBOBAJIHM y MPOCTBHIX COCIO-
BUI.

B XVI — XVII Bekax rpaBupoBanHble BH3UTKH ('BU3nTE-OmIIeTTE") YyXKE
umMenu ropoxane dmopennuu u Beneruu. IMerHo Tam Obla pa3BuTa IMOJH-
rpadus. M3rotoBneHne BUSUTOK CTaI0 OCOOBIM BUJOM MCKYCCTBA, KOTOPHIM 3a-
HUMAJIHUCH JIy4Ille MacTepa.

doTorpadgbl-MOPTPETUCTHI, YTOOBI YCTIEITHO KOHKYPUPOBATh C JUTOrpadamu
U TpaBepaMi, CTPEMIUIUCH JAeNaTh (PoTorpapuueckre BU3UTKH OOJIBIIET0 pas-
Mepa u Oostee pazHooOpasHsiMu. B 1854rony Anonbsd-Oxen dusnepu (1819 —
189(Qrr.) 3amarenToBan Bo @pannuu npudop "KapT Je BUSUT LIS U3TOTOBIICHHUS
BU3UTOK (hoTOrpaduyeckuM croco0oM. DTo OblJIa KaMmepa C YeThIpbMs O00OBbEK-
THBaMH, KOTOpasl Jiefana cpasy BoceMb HeOobpIux Gororpaduii Ha ogHOU Gdo-
TOTUTACTHHE. DTO U OBLITN 8 TOTOBBIX BU3UTOK

Jlis XpaHeHus BHU3UTOK MPOJABAJNCh ClenuagbHble aib0oMbl. OcoOeHHO
JOpoTHE OBUIH TIEPETUICTEHBI XOPOIIo 00paboTaHHOW U qoporor koxei. Takue
aIbOOMBI OBUTH BYKHBIM MPEAMETOM JIJIsi 6ece/] B apUCTOKPATUYECKON cpeie.

CoBpeMeHHbIE BU3UTHBIC KAPTOYKU YCIOBHO JENAT Ha 3 BUA!

1. anuHBIE,

2. JIeNoBbIE,

3. KOpmopaTHUBHBIE.

JInuHasi BUBMTKA B OCHOBHOM HCIIOJB3YIOTCS TpU HedopMaIbHOM 0OIIe-
HHUH U JPYXECKOM 3HakoMcTBe. OHM TIOMyJISpHBI cpeay (puiancepos’. B ta-

KON BU3HUTKE OOBIYHO YKA3bIBAIOTCS TOJIBKO MMs, (haMUIMs U TeIePOHHBIN HO-

! CDpHJIéHcep (aurn. freelancer —cBoOomHBIM KOIbeHOCEI, HAEMHHK, B

IIEPEHOCHOM 3HA4YE€HUH — BOJBHBIM XYJOKHUK) — YEJOBEK, BBIMOIHSIONINN
paboTy 0e3 3aKIOYEeHMs] JIOJITOBPEMEHHOIO JIOroBOpa ¢ pabOTOJATENIEM.
HanumaeTrcst TONBKO JUIsl BBINOJIHEHUS ONPENCIEHHOTO MepedHs padorT.
@punancep cam  mpemyiaraeT  cBoM  ycayru  depe3  ['nmobanbpHyro
UH(POPMALIMOHHYIO CE€Th, Ta3€THHIE OOBSIBICHUS WU IOCPEACTBOM JIMYHBIX
cBsazeil. TepmuH Bmepsble ynoTpeOmsuics Bamprepom CkoTroMm B poMaHe
"AMBEHr0" 1JI1 ONMCaHUs CPETHEBEKOBOIO HAEMHOI'O BOMHA.
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Mep Biazenbla. JJoJKHOCTh U aapec 4acTo He YKas3blBaroT. /[M3aliH Takon BU-
3UTKU pa3padaThiBaeTCsl B COOTBETCTBUU C MHAMBUAYAJIbHBIMHU MPEANOYTEHUS -
MH BJIaJEIIbLIA.

KopnopatuBHasi BUBMTKA HE cojepkaT UMEH U ¢amunuii. B Hux ykaspiBa-
10T UHGOPMAIUIO O KOMITAHUH, Cepe NeSITeTbHOCTH, CTUCOK MPEA0CTaBIIEMBbIX
yCIIyT, KOHTaKTHbIE TeledoHbl, KapTy mpoe3na u aapec BeO-caiita. Kopmopa-
TUBHAsI BU3UTKA OTpakaeT (PUPMEHHBIA CTUJIb KOMIAHUU U MUMEET PEKJIaMHbIN
xapakrep. VMcnonp3yercss Ha BhICTaBKax, KOH(GEPEHLHUAX, Che3Aax U Ap. MmyO-
JIMYHBIX MEPONPHUATUAX I Pa3aaud MOTCHUUAIbHBIM KIMEHTAM.

JlesioBasi BUSHTKA UCTIOJB3YIOTCS B OM3HECe, HA O(UIIMAIBHBIX BCTpeUYax U
neperoBopax, Uisi NPeJoCTaBICHUS] JUYHOM KOHTAKTHOW MH(POpPMALUU CBOUM
OynymuM knreHTam. Ha nenoBbIX BU3UTKAaX 00s3aTEIbHO YKA3bIBAIOTCS MM,
bamunus, AOKHOCTh, Ha3BaHHE (DUPMBI, a Takke BuA e€ aesrenbHocTU. B co-
OTBETCTBUM C MHUPOBOM IPAKTUKOW M MO INPaBUJIAM PYCCKOIO sI3bIKa CHaJajia
JOJDKHBI OBITh YKa3aHbI UMSI, OTYECTBO, a 3aTeM — (pamuims.

B nuzaiine nenoBoil BU3UTKU MCHOJIB3YEeTCA (DUPMEHHBIN CTUIIb KOMIIAHUU U
jgorotun. OOBIYHO AEJIOBbIE BU3UTKU UMEIOT CTPOTH AU3alH. Y rocyJapcTBEH-
HBIX CIY’KAIlMX M JENyTaTOB HAa BU3UTHOM KapTOUYKE MOYKET HAXOIUTHCSA H30-
OpakeHHe roCcy1apCTBEHHBIX 3HAKOB OTIMYUMN, TAKUX Kak ¢uiar u repO CTpaHBbI.

JlenoBasi BU3UTHAs KapTouka 0e3 ajgpeca TakKe HE COOTBETCTBYET HOpMaMm
aTUKeTa. VCKIIFOUeHHEM SIBJISIIOTCS IUILUIOMATHI M BBICIIME TOCYJAapCTBEHHBIC
JNOJKHOCTHBIE JTMLA. /[e0BbIe BU3UTKHU JOJIKHBI COAEPKATh MAKCUMAJIBHO YU-
tabenbHBIN (KpymHBIH) TekcT. He pekoMeHayeTcss B HUX MPUMEHSTh CIOXKHBIC
JEeKOpaTUBHBIC MIPUPTHI U KyPCUB, TIOTOMY YTO OHH TUIOXO YUTAFOTCSI.

CoBpeMeHHas OTnevyaTaHHas Ha Oymare JenoBas BHU3UTHas KapTOyka 4acTo
UMeeT MPOCTO YEPHBIN TEKCT Ha OesioM (OoHE, COAEPKUT UMSI BJIaJIebIa, KOM-
naHui (0OBIYHO C JIOTOTHUIIOM) M KOHTAKTHYI MH(OPMALHUIO: ajapec, TeedoH-
HBII HOMEp, COTOBBII HOMEp, (akc, aapec IEKTPOHHON MOYTHI U ajapec BeO-
caiita. [lnmoxum TOHOM cuMTaeTcsi MPUMEHEHHE OJECTSIEro 30J0TOr0 WU Ce-
peOpsiHOTO I[BeTa TeKCTa Ha (DOHE TISHIIEBOTO I[BETHOTO (hOHA, MMOTOMY UYTO
MIPOYECTh TAKOW TEKCT MOXHO TOJIBKO PACIIONIOKHUB BU3UTKY IOJ HYXHBIM YI-

JIOM K CBCTY.
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CyliecTByeT HECKOJIBKO CTaHIApTOB pa3MepoB BU3UTHBIX KapTouek. B Poc-
cuu, Ykpaune, benapycu, Kazaxcrane — 5cm X 9cem. B CIIIA — 5,08cm x 9cm.
B Smonun — 5,4cm X 9 cm. Ecth u apyrue pacnpoctpaHEHHBIE pa3Mephl, Ha-
npumep, pasmep — 5,4cm X 8,6¢cm u ap.

MS Word no3BoisieT ObICTPO CO3AaBaTh BU3UTHBIC KAPTOYKH HA JIUCTE 3aro-
TOBOK (popmara A4. Ha ogHOM TakoM Jicte MOryT pazMecTutbesi 10 BUSUTHBIX
KapTouek. ECTh 1 roTOBBIC IMA0JOHBI BU3UTHBIX KapTouek 111 MS Word.

OTnevaTaHHbId JUCT 3aTOTOBKH Ha MPUHTEPE pa3pe3aeTcs Ha OTAEIbHBIE
KapTOYKHu. JIMCT 3aroTOBOK JOJKEH MEeYaTaThCcs Ha TUIOTHOM Oymare, maccoi
Gonee 10Q/m°.

Jl71st BpydeHusi BU3UTHBIX KAPTOUEK CYIIECTBYIOT ITpaBuJa.

Buzutku BpydaroT JUYHO, TIEPEAlOT Yepe3 TPEThbUX JIUI WA MEPechUIatoT
0 TTOYTE BMECTE C JICIOBBIM MTUCHMOM.

[Ipy nTUYHOM BpYYEHUW BU3HUTOK JCHCTBYET MPHUHIIUI MEPBOOUYEPETHOCTH.
Bo Bpemsi 3HakOMCTBa TEPBBIM BpPyYaeT CBOIO BHU3UTKY TOT, Y€H DPaHT WIHU
JOJDKHOCTHOE TIOJIOKEHHE HUXKE, WM YeJIOBEK MEHee M3BeCTHbIA. Ecnu conu-
aIbHBIA CTATYC MAapTHEPOB MPUMEPHO PaBHbBIM, TO MEPBHIM BpPy4YaeT BU3UTKY
TOT, KTO 00JIee B 3TOM 3aWHTEPECOBAH.

C apyro¥i CTOpOHBI, MEPBBIM BU3UTKU BpydaeT MPUHUMArOIIas ctopona. Ha-
IpUMeEp, €CIIM IPUHAMAaETe HOBOTO 3HAKOMOTO B oduce (Wim 1oma), TO U BPY-
YyaeTe BU3UTKY FOCTIO TIEPBBIM.

[Ipyn mepBOM MOCEUIEHUU KaKOH-IMOO OpraHU3allMi BU3UTKA MOXKET ObITh
Bpy4YeHa B oduce TpeThbeMy JHIly (CeKpeTapro WM IOMOIIHUKY) JJIs IOCIIe-
JYIOLIEH Mepeiayd COOTBETCTBYIOIIEMY JOJKHOCTHOMY JIMITY. JTO AEHCTBHE HE
TOJIBKO TPUBIIEKACT BHUMAHUE CEKPETapsi, HO U TOBBIMIACT MIAHCHI HA TIPHEM.

OpaHako BO BCeX Cydyasx BU3UTHYIO KAPTOUKY MOJlaraeTcsl Bpyyarh Tak, 4To-
OBl TOJTyYaroOIIHil €€ CMOT cpa3y e MPOYECTh OCHOBHOM TEKCT. A cBOIO (hamu-
JIMI0, UMSI U OTYECTBO, OCOOEHHO €CIM OHU TPYIHONPOU3HOCHMBIE, I1EJIeCO00-

Pa3HO MPOU3HECTHU BCIYX.

Uenb

HayuuTtbcs co3aaBath MO IMIA0JIOHY BU3HTHYIO KapTOYKY B TEKCTOBOM IIPO-
neccope MS Word.
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3apgaHue

B TexcToBoM mponieccope MS Word coznath mo ma0iioHy J1eI0BYO BU3HT-

HYIO KapTOUKY.

TexHonorusa pa6oTbl C NPOrpaMMHbLIM NPOAYKTOM
1.

Xopa BbINONHEeHUs 3apaHus

3agaya MOXKET OBITh BHIIIOJTHEHA IByMsI CIIOCO0AMHU:

1. o roTroBOMY IIA0JIOHY BH3UTHOW KapTOYKH (€CIH B ayJJUTOPUH €CTh BbI-
xox B UnTepHerT),

2. C ucrnonp3oBanrieM MacTepa MOYTOBBIX HaKJIeeK (€CIIM HET BBIXOAA B
WutepHer).

@) BBI60pC crioco0a BBINOJTHEHUS 3aJauun COO6H_IaCT npenogaBaTclib.

Cnoco6 1. Ucnonb3oBaHue wabnoHa ochopMIeHUs BUSUTHON KapTOUKM

1. BBIMOJHUTD MOKMCK MIA0JOHOB BU3UTHBIX KapTOUEK Ha CAWTE MOMICPIKKH
storo nocobus [17] uau Ha y3ne Microsoft Office Online [18] B cniernansHOM
paszzene no aapecy — http://office.microsoft.com/ru-ru/templates/CT01@30
9.aspx

2. 3arpy3ute BbIOpaHHBIN 11a0JIOH BUSUTHON KapTOUKH.

3. 3amenute naHHble cBouMu. HaszBanwe kommanuu "N" uCHONb3yrOIIEH
ayTCOpCEepOB, COOOIAET MPENOIaBATEb.

4. BcrasbTe sorotuil (eciu oH Tpedyercs). O6 3ToM Toke cOOOIIaeT mpero-
JlaBaTellb.

5. Ilocne 3aBepiieHUst pabOTHI COXPAHUTE TOKYMEHT C 3arOTOBKaMU BHU3UT-
HBIX KapTouek. Eciin nmpenonaBarens cOOOMUT O HEOOXOAUMOCTH I€YaTaTh BU-
3UTHBIE KaPTOUKH, CAETANTE 3TO, yCTAHOBUB HY)KHYIO Oymary B IPUHTEP, U BbI-
opaB komanay Ileuars. Ilocie 3Toro MoxkHo OyneT pa3pe3aTh TOTOBBIN JTUCT, U

nosyduTh 10 TOTOBBIX BU3UTHBIX KapTOUEK.
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Cnoco6 2. Ucnonb3oBaHue MacTepa NOYTOBbLIX HaKneekK

1. OtkpeiTh "Mactep mnorToBbIX Hakjeek' ("®aiin/Co3nate/Ha moém
koMnbloTepe/Bkiaaaka Iucbma m daxcel/MacTep NMOYTOBBIX HaKJeek').
Bropoii cioco6 — ("Cepuc/Ilucbma 1 pacebuikn/KonBepTs! n Hakeiiku'") .

2. B nmuanoroBom okHe "Mactep mouToBbIX Hakjdeek" (Pucynok 7.11)Bbi-

Opath nepexiouatess ' Co3aaTh OIMHAKOBbIE HAKJIEHKH'.

MacTe P NOMTOEDBIX HAK/IEEK @

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 "'[lapamerpsl”, cM. nutrocTpa-
o (Pucynok 7.12).

4. Otkpoertcs okHO "Tlapamerpbl Hakieiiku" (Pucynox 7.13).

5. B paznene "IIpuHTep” ycTaHOBUTH NEpeKIOYaTeNb B MojoxeHue 'Jla-
3epPHBbI UM CTPYIHBII".

6. B paznene "Haxkueiika" BbIOpaTh U3 pacKphIBAIOIIETOCS CIIMCKAa COPT Oy-
maru — Avery (A4 m AS5) u Tun u ko Haknelku — L7413 —BusurHast Kap-
TOYKA.

7. B nndopmannu o HakJIeHKe MOSBATCS €€ XapaKTePUCTUKU:

e Turl: BusuTHas KapTouka,

e BrIcoTa. 5,08 ¢Mm,

1 " n
Ecnu yka3zaHHble cnocoObl OTKpHITH "MacTep HakJieeK' OTCYTCTBYIOT,

oOpathTech Ha CalWT MOJIEPXKKH 93Toro m3manums  http://www.rabota-
autsorserom.narod.rus pasagen IIla6aoHbl IS 3arpy3Kd  HEOOXOIHUMOIO
1ra0I0Ha.
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e mupuHa: 9 cM,
* pasmep: A4 (21x29,7cm).

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 1 HaK/1eeK"

x]

[MapameTphl HaKAE HKH

MpHHTER
) MATPHYHEI noAada Gymaru:
(%) nasepHe M CTPYAHEE |I'I|:| WMo, W |
Haknefrka
CopT! |.¢wary (44 1 AS) v |
Tun: H -
L7411-6R - Readylndex | s
L7411-10R - ReadyInde:x D THM: BH3MTHaA KapTo4ka
L7411-12R - ReadyIndex BLICOTA! 5,08 cM
L7413 - BH3MTHAA KapTodES . 9
L7414 - BHMTHaM KapToOHKa — A A= (0
L7415 - BH3MTHaA KapTodEa pazMep: A4 (21 % 29,7 M)
L7416-5M - IndexMaker Labe
[ HacTpofta. .. ] [ COozAaTE... ] [ OF, ] [ OTHEHA

Pucynok 7.13 “OxHo mapamMeTpoB HaKJeHKHU

8. Kuomnka OK Bo3BpaiiaeT B quajgoroBoe okHO "KOHBepPTHI U HaKJIeHKu".
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9. B nuanorosom okHe "KonBepTnl n Hakjeiiku" (PucyHok 7.12)B Tekcro-
BOM Tiosie "Ajpec’ BBECTH CBEACHUS, KOTOPHIC JOJKHBI ObITh Ha KaXJ0W BH-
3UTHOM KapTOUYKe. B KOHIIE Ka)K10i1 CTPOKM HaJ0 HAKUMATh KiIaBuiry Enter.

10.CBenenus ass BBojzia B mosie "Ajapec'

e Nms, OtuectBO 1 PamMuins,
e JIOKHOCTB,

e Otnen,

Mecto paboThl,

Anpec mecta paboTsl: uHAEKC, ['opoxn, ynuia, qom, oduc,

Tenedon,
e dakc,
* AJZlpec 3IEKTPOHHOM ITOYTHI,
* Anpec BeO-caiiTa.

11.Tlocne BBOAa cBeAeHUl B OkHE 'KOHBepTHI M HAKJIEHKHM' Ha)XaTh KHOII-
Ky "Co3nartp'.

12 Co3nactcst HOBBIM TOKyMeHT, coaepxamunii 10 BUSUTHBIX KapTOYek, pac-
10JIO’KEHHBIX B Buae Tadmuiel (Pucynok 7.14).Cepble JUHHHM CETKH, 0TOOpa-
KaeMble B OKHE JIOKYMEHTA, CIY»KaT JUIsl pa3METKUM BU3UTHBIX KapTOUYEK U HE
neyaTaroTcs Ha npuHTepe. Ecnu MX He BUAHO, BKIIOYUTE OTOOpaKEHUE CETKU
("Tadauma/OTodpakaTh ceTKY").

13.TekcT ToJILKO MepBOi (JIeBOW BEpXHEH) BUSUTHON KapTOYKH HAZ0 OTHOp-
MaTUpPOBaTh IO CBOEMY YCMOTPEHHMIO, BbIOUpas mpudT, ero pazmep, ouepTaHue,
WHTEPBaJbl, BEIpABHUBAHUE U Jp. TapaMmeTphl. [Ipu 3TOM HAaIO yYUTHIBATh, UYTO
TEKCT KapTOUYKH JIOJDKEH JIETKO U OBICTPO YUTaThCs. OCTanbHble KAPTOUKHU MOXK-
HO 3aMEHUTh, CKOTUPOBAB Ha UX MECTO nepByto. [locie 3Toro MoXxHo pacrneua-
TaTh TOTOBBIN JHUCT HA TpuHTepe. [lpu popmaTHpoBaHUM HE CleAyeT BHIOMPATh
¢burypHbie mpudThl, KYpCUB U MCIOJIH30BATh CBETJIbIM TEKCT Ha TEMHOM (OHE.
DTO0 3aTpy/IHSIET YTEHUE BU3UTKHU.

14 ITpu dpopMaTupoBaHUU BU3UTKA MOMKHO HE HUCIOJIB30BATh CTUJIU, TOTOMY
9T0 00BEM TeKCTa HeOoMbIION. Mcnomnb3yiiTe B moyHOM Mepe MeHio dPopmar.

151511 OpHEHTHUPOBKH MOKHO MCIOJIb30BaTh, HAIIPUMED —

o s umenu — mpudt Arial (14 0T, monykupHOe HadepTaHue),
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* JUIA JOJDKHOCTH M HazBaHus npeanpusatus — mpudt Arial (10 or, oObru-

HBIi),

* ocranbHOM TeKCT - mpudt Arial (9 T, 0ObruHBI).

‘J,‘:e...m .‘.A.’.ﬂx';{gu".;; Bev-AcBla s PR AR |
I £ Voab Bl ool ALELE | e ooy Moy Br: i mes o e 8 o) oo )
. i . . v i v . 1 [ [ . [ T [ [ i E . » [ it fi i . n [ " [ 1 .
Cepreit Bavecnapopi Kanirun Cepreii Bavecnapopnu Kanirin
K.T.H.. JJOLHeHT K.T.H.. JOHEHT
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., JIOLIEHT K.T.H., IOLIEHT
Kadeanpa "HupopMaLioHHble TeXHOTOrHH" Kadeznpa "HupopManuosHble TeXHOIOrUH"
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
R 680042, XaGaposck. yi1. Tuxookeanckas. 134, 680042, Xabaposck. yi1. Tuxookeanckas. 134,
N e A7 e AR

Pucynok 7.14 —JIokyMeHT ¢ MAKeTOM BH3MTHBIX KAPTO4eK

16 BcraButh HeOonbmoe n3odpaxkenue wim jgorotun. (Ecim 06 stom coob-
IIWAJ TIPeroaaBateb). JIOroTun yKperisier UMUK BIIAJeNblla BUSHUTHOW Kap-
TOYkH. BcTaBUTh jorotun MoxkHO Yepe3 komaHny ("BeraBka/Pucynox/W3
¢aiisia”). Jlorotun Hamo MOArOTOBUTH 3apaHee. BMecTo j0rorumna MOKHO HC-
10JIb30BaTh BCTaBKY cuMBoJja u3 mpudTos: Webdings, Windings, Windings2
WIN KapTHUHKY M3 Ha0Opa KapTUHOK BO BCTPOEHHOM OMOIMOTEKEe KapTHHOK, JIU-
060 u3 kaptuHOK Ha y3nme Microsoft Office Online. Kpome storo moxHo uc-
M0JIb30BaTh KOPOTKUE HAJMUCH, COCTOSIINE U3 OJHOTO CIOBa WM abOpeBuaTy-
pel ¥ OQOPMIICHHBIE KaKHMM-TO YBEIWYCHHBIM MIPHPTOM HIU Tpaduueckum

cpeacreom Word Art . [Tpumepst opopmiieHus cM. Ha wutroctpanusix (Pucynok
7.15).

Xabapoeckan NocypapcTBeHHas XrAan
Axapemna DkoHOMUKHK M lNMpaea ——
KanuTnH Cepreii BAuecnaBoBuY Kageapa Kanuntuu Cepren
— Aouent "M opm.TexHonoruun"
7 Zan ¥n. TuxookeaHckas, 134, o, 207 g:’oce;ug, 680042, BauecnasoBu
\\f | %‘,ﬁ XaGaposck, 680042 XaBapoBck, TuxookeaHckan,
%/ ALY 134, ayn. 207
1& )é Tenedou +7(4212) 22-48-99 TenedJr?»H: +7(4212)22-48-99
L dake +7(4212) 22-01-02 Qakc: +7(4212)72-02-21 o
skaleetien@ya.ru /
http://www.ael.ru =
3n.novyta: skaleetien@ya.ru
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Pucynok 7.15 —Ilpumepsl odopMiIeHHs BUSUTHBIX KapTO4eK

17 ITocne Toro, Kak mepBas KapTouka OyAeT oopmiieHa, Kak 3TO Bac ycCT-
pamBaeT, BBIISINTE €€ MOJTHOCTBIO (BCE IMOJIe sTYeKM 0e3 MPUCYTCTBHS OEbIX
noJiell) u ckonupyiite B 0ydep oOMeHa. [t BRIZCIICHUS BCETO TOJS KaPTOUKH
aKKypaTHO TMepeMellaiTe yKa3aTelb MBIIIM Yepe3 JIEBYIO TPaHUILy TaOIHMYHOM
pasmetku. Korja ykazaTtenb U3BMEHUTCS Ha MAJICHbKYIO YEPHYIO CTPEJIOYKY, Ha-
KJIOHEHHYIO BIPAaBO, LIEIKHUTE JIEBYIO KHONKY MbIIIU. J[pyroi cnoco0 BbIMOJI-
HEHUs 3TOM OlEepaluy 3aKJII0YaeTcs B CIEAYIOIIEM — YCTAaHOBUTE YKa3aTelb
MBIIIU B MIPAaBOM HHUKHEM YTJIy MIEPBOM KAPTOUKU U JABAXKIbI IIEIKHUTE JIEBOU
KHONKOM MbItn. KapTouka OyaeT BbieIeHa HETUKOM.

18.Ha MecTo BBIJIEIEHHOTO TEKCTa BCTaBbTE CKOMMPOBAHHBIN TEKCT U3 Iep-
BOM KapTOukH. BrijienneHHas siueiika OyneT 3aMeHeHa KOIUEe mepBOil KapTOYKH.

19.Haxwmute xnaBumnty TAB 4ToOBI BBIIEIUTH CIEAYIONIYIO KapTouky. Ha
MECTO BBIJICJICHHOTO TEKCTa CHOBA BCTaBbTE cojaepxkuMoe u3 Oydepa oOMeHa.
[ToBTOpHTE 3TH OmMEpalMK JIJIsl BCEX OCTAIBHBIX KapTOYEK, PACIOJOKEHHBIX Ha
JIUCTE 3arOTOBOK.

20Ilocne BbIMOJSHEHUS PAa0OT COXPAHUTE JIOKYMEHT C 3arOTOBKAMH BU3HT-
HbIX KapToyek. Ecinu mpenonaBaTenb COOOIIMT O HEOOXOAUMMOCTH I€daTaTh
KapTOYKH, CAENaiTe 3TO, YCTAHOBUB HYXHYIO OyMary B IpUHTEp, U BbIOpaB KO-
mauay [leuars. [loToM MoxHO Oyner pa3pe3aTh rOTOBBIM JUCT, U MOXy4uTh 10

I'OTOBBIX BUBUTHBIX KAPTOUYCK.

TuUnu4yHble OWNOKHK

1. Ilpu Bb130Be "Macrepa KOHBEPTOB M HaKJjeeK' OJDKEH ObITh OTKPHIT
XOTs1 ObI OJTUH JOKYMEHT Toraa oyaeT aoctynHa komanaa ("Cepsuc/IIucbma n
paccolikn/KoHBepThI M HAKJIeHKH").

2. 3arpoMoKJIaf0T MOBEPXHOCTh KAPTOUYKH OOJBIIUM JIorOoTUIIOM. Ero Hamo
JenaTh npeaeabHo MaleHbKuM. OH CIIyXKUT JIMIIb YKpaIrieHueM U st 0ToOpa-
KEHUS MPUHAJISKHOCTH K mpeanpustuto. Jlydine yBenuauTh pasmep TiIaBHON
coJiepKaTeIbHON YaCTH KapTOYKH — UMEHH BJIAJCNbIla M €T0 JIOJDKHOCTH.

3. s TOYHOTO CTPYKTypHpOBaHHUS WH(GOPMAIMOHHBIX OJIOKOB B MaKeTe
KapTOYKHU HAJ0 MCIOJb30BaTh BJIOKECHHBIE TaOIHIIBl. be3 HUX copepuMoe Kap-

TOYEK HE CTAOMIIBHO HMIIH YCTAaHAaBJIIMBACTCA HC NOCTATOYHO POBHO.
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4. JIns co3naHusl KPACOYHBIX M I[BETHBIX BM3MTHBIX KapTOYEK M3 OOJBIIOrO
KOJINYECTBA Pa3HOOOPA3HBIX INAOIOHOB CO3JaH CHEIHAIbHBIA MPOrpaMMHBIN
npoaykt MS Publisher. On moxer npuromutscs B Oymymem. Ecnu ecth BO3-
MO>KHOCTb, TO PEKOMEHAYETCSI C HUM 03HaKOMUThCS. HO BBIMOTHATH 3ajaHKE 110
CO3JIaHUIO BU3UTHBIX KapTo4eK Haao Toibko B MS Word.

5. Tlocne 3ameHbl mocneaHel KapTOYKM HaxuMaroT kinaBumy TAB. DOto
NPUBOJAUT K CO3JIaHUIO HOBOM CTPOKHM B TaOJMIE KapTOYEK, U BHUJ JOKYMEHTA

MOKET UCHOPTUTHCS. OTMEHUTh HEBEPHOE IEUCTBHE MOXHO KHONKOM "OTMme-

HUTH' .

3apaHue 6. CosznaHne nHopmaumoHHOro 6yknera

NudopmanuoHHbIid OYKJIET — COBCEM HE MOXO0X HAa TOT PEKJIAMHBIA WHCT-
PYMEHT, KOTOPBIN MPHU3bIBACT MOKyHaTelel K JeUCTBUIO — MPUOOpETaTh TOBAp
win ycayry. OH CIyXUT JUIsl TOTO, 4YTOOBI JOOUTHCS XOPOIIETr0 MOHUMAaHUs MO-
KyIHaTeIsiMU CBOMCTB M KaU€CTB MPOJYKTA WU YCIYTH.

bnaronapsi sTomMy JIOAM HaYMHAIOT MOHUMATh Pa3HHUIY MEXKIY XOPOIIUM U
IJIOXUM TMPOJYKTOM WJIM YCIYrol U, B pPe3yJsibTaTe MpojAaBel] MOoJIydyaeT Kelae-
MBIM MHTEPEC U BHUMAHHE HY)KHOU I'PYIIIBI IOKYIATENEH.

g co3panus nHGOPMAIIMOHHOTO OyKJIeTa MOKHO MPUMEHUTH MIabJIoH, KO-
TOpbIN Ha3biBaeTcs "bpouopa”. OH npenHa3HadeH M1 OBICTPOM MOITOTOBKHU
MH(OPMAIMOHHBIX JIMOO PEKIAMHBIX MaTEPHAIOB ISl MAJIOTO OM3Heca.

B pycckom M aHTIIMHACKOM f3bIKaX €CTh pa3HUIA B MOHMMAHHUM CJIOB. OpoO-
II0pa u OyKJIeT.

Bpommopa — (pp. brochure) Henepnomnieckoe kHmkHOE M3aHue 00bEMOM
ot 6 10 48 (96)c. B 00y105)KKE B BHJIC HECKOJIBKUX COPOIIFOPOBAHHBIX M CKPETI-
JICHHBIX JIHCTOB 3aII€4aThIBAEMOr0 MaTepuana’.

Bykuaer (ot ¢p. bouclette —«osneuko) — HenepHOAMYECKOE JTUCTOBOE H3/a-

HHUEC, KaK IIpaBuJIO, MHOT'OKPACOYHOC, OTIICYATAHHOC Ha OITHOM JIMCTC, CCbaJIBI_IO'

1 .
Creano C. WM. Peximama u monurpadus. OMBIT CIOBapsA-CIPaBOYHHUKA.
Pexnamusie Texnomorun. —M. : I'emna-npunt, 2004. — 32@.



51

BaHHOM JIIOOBIM CIIOCOOOM B J1Ba U OoJjiee cruda (rapMoOIIKO#, 1e1bTa00pas3Ho, C
nornepevHbIM (GajblieM | T. 1.). B Buge Oykiera 0OBIYHO BBIMYCKAIOTCS peKiiaM-
HBIC MPOCTIEKTHI, KPaTKUE MyTEBOJAUTEINHN, TeorpapuIecKue KapThl U CXEMBI TO-
pOIIOB ISt TypHuCTOB U T. 1. L[BeTHas ¢ pororpadusiMu u WITFOCTpAITUSIMA WH-
dopmarus o bupme, eé ToBapax, yCIyrax, 3HAMEHATEIbHBIX COOBITHSX 1 T. 1. .

B ToMm Buie, KaK 3TOT MIA0JIOH MPEJCTaBICH B KOMIILIOTEPHOMW IMporpamme
MS Word,cienyer monumaTh 0yKJIeT.

Bykaer, noarororinennsii o maodiony MS Word, Moxer ObITh OBICTPO
pPa3MHOXEH HEOOJIBIIUM THPA)KOM HE TOJBKO B TUMOTpaduud, HO U B MaJIOM
oduce Ha 0OBIYHOI KOMUPOBAIBHON TEXHUKE.

3a cuéT TOro, 4TO pa3MeTKa JUCTOB M CTHJIU TEKCTa B OYKJIETE CO3/IaHbI 3a-
paHee, IIPOIIECC €ro CO3JaHMs YIPOIICH U He TPeOyeT ydacTHs TaKuxX CIelra-
JIMCTOB, KaK JU3aHED U XYT0KHHUK.

['OTOBBIN 3MEKTPOHHBIN JOKYMEHT IeyaTaeTcss Ha 00eHX CTOpOHaxXx OyMax-
HOTO JIMCTA, 3aTeM JIUCT crubaercs B 3 pa3a Mo TpaHUIlaM KOJIOHOK TaKuM oOpa-

30M, 4YTO IIOJIy4acTCs 6YKJ'ICT CO CTpaHHULIaMHU.

Uenb

[To mabnoHy Hay4UTHCS CO3/1aBaTh HH(OPMALIMOHHBIN OYKJIIET.

3apgaHue
B nporpamme MS Word coznate nHGOpMaIMOHHBINA OYKJIET IS TPOIBUKE-
HUS OJHOW YCIYTH MpeAnpusitusi. TeKCT TOTOBOrO OyKJeTa JOJKEH OBbITh OT-

dbopMaTHpPOBaH CTUIISIMU TEKCTA, IPUIIATAIONTAMHUCS K 11a0JIOHY .

TexHonorusa pa6oTbl ¢ NPOrpaMMHbLIM NPOAYKTOM
1.

Xopa BbINONHEHUA 3aaaHus

1. Ilepen co3nanuem OykjeTa HajO THIATEIBHO coOpaTh MaTepuall O MoTpe-
OUTENIbCKUX CBOMCTBAX M MOTPEOUTEIBCKUX XapaKTEPUCTUKAX HOBOW YCIyru
WM QHAJIOTMYHOW CYIIECTBYIOLIEH yCiayru. Eciau mMareprnanoB HEZOCTATOYHO,
npUIyMaTh (PAHTACTUYECKYIO YCIIYTY.

2. B undopmanmonHoM OykjeTe U3JI0KEHHE MaTepualia JOJDKHO OBITh Ipe-

ACJIBbHO KOHKPCTHBIM W HArJMAHBIM, BIUIOTH 0 HMCIIOJB30BAHUA CXCM, Ta6J'II/III,
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rpaduKoB, WIK MarpaMM, 4TOObl y MOTEHIUAIBLHOTO MOKYyMNAaTels Mocjae O3Ha-
KOMJIEHUSI ¢ OYKJIETOM HE BO3HMKAJIO HHMKAaKHX BOMPOCOB. [IpoTHBOMOKa3zaHo
WCITOJIB30BATh JIO3YHTH U MPU3BIBBI MOKYIATh YCIYTY, a TAKKE — BOCXBAJICHHUS
yCIyru Kak caMoil myuiuei. Hanpumep, Tam He A0KHO ObITh — "Bb1Oepu myu-
mee”, "He uau Ha xomnpomucc”, "Benp Tl 3TOro gocrtoitHa”, "He Xyxke yeM y
JIFoaei” M Tak Jajee.

3. OtkpeiTh mabdnon "bpomropa”. B HEM 3apaHee HamucaH TEKCT PYKOBO-
JICTBA TEXHOJIOTUU pabOTHI € 3TUM IabnoHoM. [IpouTute ero.

4. Texkct pykoBoJcTBa 0(OpMIIEH pazHOOOpa3HbIMU CTUIsIMU. VX Hamo uc-
M0JIb30BaTh MpPH CO3JaHUU WHGOPMAIMOHHOTO Oykiiera. BHHMaTenbHO Mpo-
CMOTpPUTE X Ha3BaHMS W BHEIIHUM BUJ U BBIMUIIUTE B TETPAJb HA3BaAHUS HYX-
HBIX U MOHpaBUBIIUXCS cTuiel. [Ipu co3ganum Oykiiera TeKCT HaA0 0hOPMIISITh
TOJIBKO CTHJISIMH, MPUJIATAIOIIUMHICS K 1a00Hy. VI3MEHSTh WX HEb3sl, HO Mec-
Ta UX PACMOIOKEHHs B OyKieTe — MOXKHO. TeKCT pyKOBOJACTBA HAJI0 aKKypaTHO
yaajasTh M, B OCBOOOJMBIIEMCS MECTe MOMemath cBoil Tekct. Ilocme storo
NPUMEHSThH K BBEAEHHOMY TEKCTY HY>KHBINA CTUJIb.

5. Ilepen HavanoM 3amofHEHUs IIA0JOHA HY)XHBIM TEKCTOM HEOOXOJIHUMO
BBITIOJIHUTH CIIEAYIOIINE HacTpoiku nporpammbl MS Word:

* BKIIIOYUTH NaHenb ctuiieit opmarupoBanus ("®@opmat/Ctuau u dop-
MaTHpoBaHue");

* OTKJIIOYMTH MMaHEIb HHCTPYMEHTOB "MopmaTtupoBanue’. JIJisi 3TOTO BbI-
nonHuTh KoMaHael: "Bua/Ilanenu uncrpymenros/ @opmarupoBanue”. Eciu
KOMaH/TbI OBLITM TTPaBUJILHO BBITIONHEHBI, TO ()JIAYKOK CJIeBa OT Ha3BaHUS TAHEIH
WHCTPYMEHTOB "dopMaTHpoBaHMe" UCUYEC3HET.

6. TpebGoBanus k opopmieHuro OykieTa:

* HEJb3S U3MEHATH CTAPhIC U JOOABIATH HOBBIE CTHIIA TEKCTA;

* IIPOTHBOINOKA3aHO HCIOJIb30BaTh KHOMKU (hOpPMAaTUPOBAHUS, PACIOJIO-
JKCHHBIC Ha IMaHeJIX MHCTpyMeHTOB "dopMaTrupoBaHue” (eciu e€ Mo KaKuM-
a100 MPUYMHAM HE OTKJIFOYHIIN). DTO MPUBOJIUT K IMOJIOMKE TOTOBBIX CTHJICH U
K CO3JIaHHMIO HOBBIX CTHJIEH TEKCTa,

* TaK)Xe HeJb3s Mnojab3oBaThea kKoManaamu: Hpudt”, "A63an” u "Cnu-

COK'", pacIoJIOKEHHBIMU B MEHIO KOMaH]l ' dopMart’;
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¢ IJId (I)OpMaTI/IPOBaHI/I}I BBCI[éHHOI‘O TCKCTa HaJO IIOJb30BAaThCA TOJIBKO

TOTOBBIMU CTWJISIMHU, PAacHOJIO)KEHHBIMUA Ha IMAHEIM WHCTPYMEHTOB 'CTWIN M

4

¢opmaTupoBanue” (KHOMKA IS BbI30BAa WJIM CKPBITHS MaHENIN — L=2|, UK KO-

MaH bl "@opmat/CTuiu u popMaTHpoOBaHue");

* B Ka4yeCcTBE WJUTIOCTpAIuii (ecay OHM HEOOXOJHMMBI JIJIsi OyKJeTa) Haao
BCTaBJIATh Y€PHO-OETbIe KAPTHUHKH, JJISI BO3MOXKHOCTUA Pa3MHOXKEHUSI TOTOBOM
OpolnItopbl Ha OOBIYHOM O(GUCHOW KOMUPOBAILHONW TEXHHKE, HMCIOJIb3YIOIEH
YETHBIN TOHED;

* TOTOBBIN OYKJIIET JOJKEH OBITH HareyaTaHa Ha OJHOM Jincte popmaTta A4
¢ obeux cropoH. Ha kaxxmoii cropoHe OyMa)kKHOTO JINCTA — IO TPU KOJIOHKH. DTO
CTpaHUILIbl OyayIIero Oykiera.

7. Tematnka pasneioB (KOJOHOK) Oykiera cM. wDIrocTpanuio (PucyHOK
7.16):

. Kononka 6 |

' Komonka 1! JInneBas CTOpPO-

| HAa JIMCTA
JIvaus cruda

O6opoTHas cTO-

1 1 POHA JHCTa

————————————————————————————————————————————————————————————

. Kononka 4 |

Pucynox 7.16 “Maker CTPaHuUIL 6yKJ1IeTa Ha IBYX CTOHaX JiMcTa (popmata A4
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* (kosonka 1). TUTYIbHBIN JIHCT;

* (kosonka 2). CBeneHus o nmpoodieme;

* (rosonka 3). Uto mpeiaraercs AJisi peHIeHuUs 3TOH MPOOIIEMBI;

* (kosonka 4). KakuMu BO3MOXXHOCTSMH MPEANPHUITUS 3Ta Tpodiiema pe-
IaeTCsl, KaKhue TEXHUYECKHE, TEXHOJIOTHUECKUE, OpTaHN3aIIMOHHBIE MEPOIIPHSI-
THUS ¥ PE3EPBBI HCIIOJIB3YIOTCS MPEANPUATHEM JJIsi OKa3aHHsI TOU YCIYTH, KaKast
OCHAIIEHHOCTh MPEANPUATHS U KBAUTU(HUKAIIHS TIEPCOHANIA;

* (kooHka 5). OT3BIBBI MOKyMAaTeNeH HIM 3KCIIEPTOB O MpeiaraeMoin
yCIyTe;

* (rkosonka 6). Bo3moxHocTH mpuoOpereHusi u 1eHbl. KoHTakTHAs WH-
dbopmarus.

8. B nHbopmanum 0 BOSMOKHOCTSX MPEANPHATHUS, 38 CUET KOTOPBIX OKa3bl-
BaeTcs 9Ta yciyra (koinoHka 4) peKOMEeHyeTcsl yKa3aTh —

* KaKue JIMICH3UH WIK TATCHThI UMEIOTCS JUIS BBITIOJTHEHUS 3TOW YCIYTH,

* KaKHe MCIOJB3YIOTCS PE3EPBBl U MPUMEHSFOTCS MEPOTPUSTHS YIS TIOITY-
YEeHUS YCIYTH MPeIaraeMoro Ka4ecTna,

* KaKWe TEXHHYECKUE CPENICTBA HCIIOIB3YIOTCS,

* Kakas KBaIM(UKAIMS [EPCOHANA, OCYIIECTBISIONMAs 3Ty esSTeIbHOCTS,
¥ KaKO€ CIeIHaIn3UPOBAHHOE 00YUICHUE MOTYUMITH UCTIOTHUTEIH,

* MMEIOT JIU OHH MPO(ECCHOHAIBHBIC HATrPalbl, MOOSKIAIN JI B CHEIHa-
JIM3UPOBAHHBIX KOHKYpCaXx,

* KaK Ha MPeINpUsSTHA TPOBEPSIETCS KAa4eCTBO YCIYTH,

* KaKWe rapaHTUH KauecTBa JUIs MOTPeOnTeIs,

* Ha KaKMX BBICTABKAaX W KOHKypcax OblLIa MpEICTaBlICHA YCIIyra, U KaKux
Harpaj yJoCTOCHa | Jp.

9. B koJioHKe 1 cnenyer cOXpaHUTh MECTOIIOJIOKEHUE TEKCTA JIJISl Ha3BaHUS
IpEANPHUATHS, 3ar0JIOBKa Oykjera M JJisi moJ3arojioBka Oykiera. YToObl mpa-
BIJILHO PACCTaBUTh TEKCT B ATOH KOJIOHKE HAJ0 PYKOBOACTBOBATHCS HA3BAHMS-
MU cTriel ab3areB. [1o Ha3BaHHUAM CTHIICH MOYKHO MOHATH, YTO HAJO MHCATh B
TOM WJI THOM MECT€ B KOJIOHKE 1, a BMecTO IIa0IOHHON KapTUHKU BCTAaBUTh
HYXHYIO.

10B kononke 5 ykazath He MeHee TPEX OT3bIBOB. [IpomumocTpupoBarh Ka-

KBl OT3BIB MajieHbKO# ¢oTorpadueit mmbo kapTUHKONW. UTOOBI KapTUHKU U
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TEKCT pacrojiarajuch rapMOHUYHO, JIJIi KAPTUHOK MOXHO YCTaHOBUTH OOTEKa-
HUE TEKCTOM CIIpaBa, UM cJeiaTh TabJIMYHYI0 pa3MeTKy ¢ OeCLBETHBIMU I'pa-
HUIIAMH.

11B xoJi0oHKe 6 11eHBI Ty4llle yKa3aTh Tabnuuei. Buu3y kosonku 6 ciegyer
COXPAHUTH PACIONOKEHHE TEKCTa C PEKBU3UTAMU MNPEANpPUATHS U IMOJIEMOH,
KaK JaHOo B IabsioHe OykieTa. OMOJeMy MOXKHO MOMEHSATh Ha HYxHY10. O0pa-
TUTE BHUMAHHE HA CTUJIb TEKCTA, IPUMEHEHHOTO K 3TOU AMOIeMe.

12 B xaxmoi KOJOHKE, KpOME KOJIOHKH 1, pa3MecTuTh MO OJHOMY 3aroJyioB-
Ky TIEpBOTO YPOBHS H, €CJIH TPEOYIOTCS, 3aroJIOBKM BTOPOTO YpOBHS (eciu MX
CTaBsIT, TO HE MEHee 2-X B paszene). OcTalbHbIe JOCTYITHbIE CTUIIA TIPUMEHSTh
JUTSL CTPYKTYPHOM KOMIIOHOBKH U BBIJICTICHUS] HHPOPMALIHH.

13.Ha3Banus paszzienoB cienyeT TUIATENbHO MPOAyMaTh U HE HCHOJIb30BATh
BMECTO HUX Ha3BaHUs, UMEIOIIKECS B IIa0JIOHE.

14 Ha3Banus Bcex 5 pazznenoB cienyetr ohpopMisaTh cTiieM "3aroaoBok 1"
Ecnu B Ha3BaHUM pa3zena u3-3a BETUYUHBI MIPpUQTa B CTHIIE KAaKOE-HUOYb CIIO-
BO HE MOMENIAEeTCs MO MIMPUHE KOJOHKH, €r0 HE CIeAYyeT MEePEHOCUTh WM H3-
MEHATh CTHJIb, @ 3aMEHUTh CHHOHUMOM. O0Opasel] roToBOro OykiaeTa MOXKET BbI-
TIAIETh KaK Ha WuTIocTparusax, cM. (Pucynok 7.17wu Pucynok 7.18).O6parure
BHHUMAaHUE, YTO HA ATUX WLIIOCTPALUAX MOKa3aH OyKJIeT ToBapa, a He YCIyTH.

15.06paboTaTh BCTaBlIEHHBIE B OYKJIET KAPTUHKU C MOMOIIBIO TAHEIU UHCT-
pymenToB "Hactpoiika uzoopaxenusi’. Hanpumep, obpe3aTs kpasi KapTHHOK,
YBEJIUYUTh, I YMECHBIIUTH SIPKOCTh (KOHTPACTHOCTh), YCTAHOBUTH MPO3pad-
HBII 11BET U JIp. cM. (Pucynok 7.19)u tabmumy (Tabmuma 7.1).

16 IlpuMeHuTs cKaTHe KapTHHOK JJI TOTO, YTOOBI (pailn Oykiera cran Kak
MOKHO MEHbIIIEro o0béma. B Takom BHe ero jierde XpaHuTh U MepeaaBaTh 10
AJIEKTPOHHBIM KaHayiaM cBsi3u. CxaTue KapTUHOK B OyKieTe JJisl yAAJICHHs UX
00pe3aHHbIX Kpa€B M YMEHBIIEHUS UX pa3Mepa B OaillTax BBIMOIHSAETCS UHCTPY-
MeHTOM 'Ci:KaTHe PHCYHKOB' Ha MaHEIW WHCTPYMEHTOB 'HacTpoiika u30-

opaxenns”, (Pucynok 7.19).
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SIpkocth

BceraButh pucyHok KonTtpactHocTs C6poc ma-

paMeTpoB

H.¥W TpoFKka \zobpamefiva ¥
| W DT B st

Fii= 3=

dopmar

YcTaHOBUTE
HOBOpOT Tun Cxatne HpOSpa‘IHHﬁ
OOrekanue
BJIEBO JIMHUHN PHUCYHKOB IIBET
TEKCTOM

Pucynoxk 7.19 —Ilanean uncrtpymentoB " Hactpoiika uzoopakenus”

Tabauna 7.1 —Ha3znayeHHe KHOMOK NMaHeJu HHCTPYyMeHTOB " HacTpoiika

H300paxkeHus"

Kunonka | [logcauenue

ﬂ BceTasnser nzobpaxxeHnue B JOKyMEHT C IIOMOIIBIO TTporpammsl “IIpo-

BOJIHUK"

OTKpBIBAaCT MEHIO H300PAKCHHS: aBTOMATUYECKOE OTOOpaKCHUE
ﬂg n300paxkeHusl (KaK BBINISLIUT N300pakeHNEe B OpUTHHAJIE, O0€3 TPeoo-
pa3oBaHMii), IpeoOpazoBaHue N300pakeHUS B OTTCHKH CEPOTo IBETA,
pUBEACHUE N300paXKEHUS B UEPHO-0eI0e, MpeBpaIleHne n300paxe-

HHA B ITIOAJIOKKY

YBennuuBaet KOHTPAaCTHOCTb I/I306pa)K€HI/IH

]

YMeHbIIaeT KOHTPACTHOCTh N300paKEHUS

VYBennuuBaeT APKOCTb N300paKEHUS

&1
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Knonka

Iosicuenue

x|

YMeHbIIaeT SPKOCTh U300PAKEHUS

4

OO0pe3aert JUITHUE YaCTU U300pKECHUS

[ToBopaunBaeT n300pakeHNE BIECBO

O-.

e
— OTKpbIBaeT BEIOOP THIIA ¥ TOJIIIMHEI BBIACTICHHON TUHUH (€CTTH OHA
—
e HApUCOBaHA C UCIOJB30BAaHUEM TTAaHET HHCTPYMEHTOB "PucoBanue")
% ¥ | CxuMmaeTr 00beM KapTUHOK B 0aliTax 3a CUET HE3AMETHOI'O CHI)KEHUS

1)

HX Ka4€CTBa

YcranaBnuBaet o0TekaHue U300paKEHHsI TEKCTOM

it

-
-——

OTKpBIBaE€T MEHIO HACTPOUKHU (popMaTa U300paKEHUS.

YcranaBnMBaeT Mpo3pavyHOCTh 0003HAYEHHBIX MECT Ha M300paKECHUHU

BN

COpachIBaeT mapameTpbl H300paKESHUSI

17 Jlna cxaTusl WIUTFOCTPALMI PEKOMEHYETCsl IPUMEHUTh HACTPOMKH, MOKa-

3aHHbIC Ha pucyHke (Pucynok 7.20).

18 bykner coxpaHuth Ha JUYHOM (uienib-HaKkonuTene. Ha3parey daiin mosn-

HBIM UMeHeM, cienytoriero suaa: HASBBAHUE _YCIIYI'U Oykiner, rae BMecTe

cioB HABBAHUE YCIIVI'U yka3aTh Ha3BaHUE YCIAYTH, a OCJIE€ HUXKHETO MOJ-

YEPKUBAHUS MPUITKMCATh CIOBO "OyKJIeT . DTO Ha3BaHHE OyJeT BaXXHO MPH BBI-

NOJIHEHUH caeayromieit 3anaun (Co3manue pekjaaMHON JIMCTOBKH), Ha CTPaHHUIIE

63.

19 Hanewarats OykyieT Ha MpUHTEpE IUIA CIAadydl TperojaaBaTenio (ecinu OH

atoro Tpedyet). Ecnu mpenogaBatens He TpeOyeT pacriedarhiBaTh OYKIET Ha

IIPUHTEPE, — IPEABABUTH €MY IS IPOBEPKH DJIEKTPOHHBINA JOKyMeHT. lIpu ne-
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yaTy OyKJIeTa Ha MPUHTEPE OH JIOJDKEH OBbITh pa3MeniéH Ha o0eHux CTOpOHaX
JIMCTA, MOCJIE YEro JUCT JOJIKEH ObITh COTHYT B 3 pa3a, 4TOObI MOTy4Yuics OykK-
JIET CO CTpaHULAMU.

20.I1oka3aTh BHIMOJHEHHYIO pabOTy IMpenoaaBaTeltio.

CHarHe pHMCYHHOR El

[MpHMEHHTE

()20 BCEM PHCYHEAM A0KYMEHTA!

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

¥ AAMMTE 0OpEsaHHEIE 0BNaCTH PHCYHEOE

O ] [ OTHEHE

Pucynok 7.20 —MeHI0 C:kaTHUs1 KAPTHHOK

TUNUYHBbIE OLLNOKM

1. BMmecTo oHOI ycinyru B OyKIJIET MOMEUIal0T MHPOPMAIHIO O HECKOJIBKHUX
yciyrax, Hampumep, o typax B Kuraii. Crnenyer moapoOHO OCBETUTH TOJIBKO
OJIMH MapuIpyT, HarpuMmep, B Kuraii, u ykazatb 0COOEHHOCTH KOHKPETHOTO TY-
pa, mporpamma MyTEUIECTBUS MO JHSIM M Yacam, MOKa3aTh NEepeMElICHHE IO
MapuIpyTy, OTMETUTh TOUHYIO KBAIU(DUKAINIO THAOB, MOTPEOUTENHCKUE XapakK-
TEPUCTUKH TPAHCIOPTHBIX CPEJICTB, KOHKPETHBIE YCIOBUS MMPOKUBAHUS U MHUTA-
HUS, TOYHBIEC LIEHBI 3a MYTEBKY, CTPAXOBKY U JIp. CBOMCTBa Typa. braromaps
NOJPOOHBIM OIMKCAHUSM JIOAU 3apaHee JIOJDKHBI OYeHb XOPOIIO MPEACTABISTH
Kak OyJIeT MpOXOAWTh MyTEIIeCTBUE M 4YTO OHM YBHUAAT. OmHCaHHUE JOIKHO
OBITh TOUYHBIM, KOHKPETHBIM, CYXHUM U JIE€JOBBIM. be3 BOCTOP>KEHHBIX WU TY-
MaHHBIX (00TE€KaeMbIX) BBIPQKCHUH, HApUMED, "'BCE BKIIFOUEHO" WIIH "TIOJIHBIN
MaKeT TapaHTHil .

2. B ma6none "bpomropa"” 3apaHee HanucaHbl CIPABOYHBIC MATEPHANIBI O

TEXHOJOTHH CO3/IaHUs HYXHOTO JOoKymMeHTa. OHU O(opMIIeHBI pa3HOOOPa3HBI-
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MU CTWJISIMH. DTO CAEJIAHO TOJBKO JJIsl HAIrJIIJHOTO OTOOpakKeHUs TOTOBBIX CTHU-
JieH, a He 1S IPUBS3KU KaXKI0ro CTUIISI K KOHKPETHOMY MECTY OyKJieTa.

3. Yaansaot ctuinu ab3aieB v CTHIN 3HAKOB JTHOO M3MEHSIOT TOTOBBIE CTUIIH
a03aleB U CTWJIM 3HAKOB HOBBIMH. JTO MpOTHBOpeuHT 3amanuio. [llupuny ko-
JIOHOK TEKCTa TOKE U3MEHSTh HEJb3S.

4. He ncnonb3ytoT MHOIOOOpA3HbIE CTHIIM TEKCTOB, Pa3MEIIEHHBIX B 1112010~
HE, YTO IPUBOJUT K OTCYTCTBHUIO HY>KHOT'O BBIIEJICHUSI HH()OPMALIUY U yXYyALlIa-
€T €€ BOCIIpUATHE.

5. CrpemsaTcsi BBHINIOTHUTH MHGOPMAIMOHHBINA OYKIET MO aHAJIOTMHU C PEeK-
JaMHBIM OYKJIETOM — SIpKO, HAIIOJHEHHBIM JIO3yHIaMHU U PYKOBOJCTBAMU K J€ii-
CTBHIO (OCYILECTBICHUIO MOKYIKH), 3a0bIBasi, 9TO MH(POPMALUOHHBIN OyKIET
UMEET APYTYyIo clielnu(UKy — OH Aa€T MCUEpNbIBAIOLLYI0 HH(OPMALIKIO, HE TIpU-
3bIBasl MOKyMaTh. [[puuMHON HENpaBUIBHBIX NEHCTBUN MOXKET ObITh NHTEHCHUB-
HOE MOTpedIeHHe peKIambl (10 CTaTHUCTUKE, B CPEAHEM Ha OOBIYHOTO YeJIOBEKa
€XKETHEBHO BO3JIEHCTBYET O0Jiee JBYXCOT PEKIAMHBIX MOCIAHUN U3 Pa3IMYHBIX
VICTOYHHKOB) YTO CKA3bIBACTCSI Ha M3MEHEHHH €ro MBIIUICHUS, TUChbMa U Peun
(1 maxe Ha MOBEJCHUH).

6. B koHIIe 3ar0I0BKOB CTaBSIT TOUKY, HJIM IBO€TOUME. B KOHIIe 3aroj0BKOB
3TH 3HAKH MPEMUHAHUS HE CTaBiTCca. B mHpopManmoHHoM OykieTe He CIeayeT
MCITIOJIB30BaTh B 3aroJIOBKax BOCKJIMUATEIbHBIE U BOIPOCHTENIBHBIE 3HAKU. JTO
HE COOTBETCTBYET CTUIIIO U3/IaHHUS.

7. Vcnonp3yloT LBETHbIE KAPTUHKHU, KOTOPbIE NIPU 4EPHO-OENION mevaTu Te-
PSIOT BHJIL.

8. TekcT MHOTOCJIOBHBIN, HE KOHKPETHBIN, H30BITOYHBINA. boibiioe kommde-
CTBO CJIOB MPUBOAMT K M30BITOUHOCTH MHpopManuu. U3 Tekcra cienyer yna-
JIATH JIAIIHUE CJIOBA, KOTOPBIE HE BIUAIOT Ha KOHKPETHOCTH MEPEIaBaAEMON UH-
dbopmanuu.

9. OgnoTunHy0 HHGOPMAIUIO, HAIPUMED, LIEHbI, XapaKTEPUCTUKU YCIIyTU
CleyeT pa3MeNiaTh B TaOIUIAX, @ HE CIJIOMIHBIM TEKCTOM.

10.He ucnons3yrorcs rpaduku u quarpammsl. [ljis cOKpamieHuss BpeMEeHH 03-
HAaKOMJIEHUsI MOTPEOUTENsI C TEKCTOM OyKJeTa CIeAyeT NPUMEHSATh CpPEeJCTBa

HaIJISIIHOTO OTOOpPaKEeHUS MOTPEOUTETBCKUX CBOMCTB YCIYrd; UX LU(POBBIE
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XapaKTePUCTHKHU JydIllle IMOKa3blBaTh B TPOCTHIX TIpaduKax, KPYTrOBBIX WU
CTONOYATHIX TUarpaMMax.

11 He npumeHSIOT aBTOMAaTUYECKOE CXKaTHE KapTUHOK. ITo popmupyet aiin
U30BITOYHOTO pa3Mepa M MOXKET MPUBECTU K MpodiieMaM MpHU MEPEChUIKE IO
AJIEKTPOHHOM TOUTE WM MEepPeayll Ha MATHUTHOM WJIH ONITUYECKOM HOCHTEIIE.

12 JIns cozmanus Oykiaeta BMecto nporpammbel MS Word ucnons3yroT mpo-
rpammy MS Publisher, roe ects mogoOHbIN 111a0JI0H, HO NpeaHA3HAYCHHBIN
TOJIBKO JIJISl PEKJIAMHBIX, @ HE POCBETUTEIHCKUX TIEJICH.

13 Henb3st mpuMeHsITh B UHYOPMALIMOHHOM OYKJIETE CIEIYIOIINE 3MOIHO-

HAJIBHO HACBHIIICHHBIE (PPa3bI:

e "Cnemmure!" "He ynyctute cBoii manc!" " Caenaiite 3To 111 CBOEro pe-
oenxka!" u mp.;

* "VHuKanbHOE NpeioKeHue". " YHUKaIbHasl TEXHOJOTUS . ' Y HUKalbHas
dbopmyna kpema" u ap.;

e "DKOJIOTHYECKH YUCThIE MaTepualsl , "TONbKO MPUPOAHBIE MAaTEpUATIBI
"I'mbkas cuctema CKUIOK" U Ap.

Bmecto Hux Hag0 000CHOBATH MOJIE3HOCTh YCIYTH M TEXHOJIOTUHU €€ Mpeoc-
TaBJICHUS.

14 CtpeMsaTcs COXpaHUTh MECTa PAaCIOJIOKEHHs CTUJIEH TEeKCTa B IIabJIOHE,
3aMeHAA TEKCT U3 mabioHa Ha cBod. Hampumep, ecnu B mabioHe 3arojlOBOK
MIEPBOTO YPOBHS PACIOJIOKEH B KOJIOHKE 2, TO €ro TaM U ocTaBiisitoT. Ha apyrux
CTpaHulax OykiieTa 3arojOBKHU MEPBOTO YPOBHS He muinyT. Ecin Ko10HKa 6 B
mabsoHe OykjeTa MmycTasi, TO M TEeKCT B TOTOBOM OYKJIeTe€ TaM MOYEMY-TO He
pasmemaoT. Hago pa3meniath TEKCT B COOTBETCTBUM C 3a/IaHMEM, Ha KaXKIO0H
ctpanuue Oykiera. [lonoOHOI ke ommnoOKon sBIgeTCs pa3MenieHne TenedoHHO-
ro HoMepa B KoJIoHKe 4 Oykieta. Homep Tenedona B mabione opopMieH CTu-
aem "3aroaoBok 3'. [Io3TOMy 3TOT CTHIIb MOXKHO MPUMEHATh U B JPYTHX MeEC-
Tax JOKYMEHTa JJIs BbICICHUS HY>KHOT'O TEKCTa, a M0 3aJIaHUI0 JJI1 HOMepa Te-
nedoHa IpeAnpuUATHs ONPEACIICHO MECTO B KOJIOHKe 6, B pEKBU3UTAX MPEAIpH-

ATHUA.
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3apaHue 7. Co3gaHue peKknamMHON NNCTOBKU

PeknamHbIe JTMCTOBKHU CTAJIM HA3bIBaTh (hIaepaMu, OTUEPKUBAS UX UCKITIO-
YUTEITPHO KOMMEPUYECKYIO HAIIPABJICHHOCTb.

®naep (anrn. fly — nerats) — peknamHas JIMCTOBKA, COAEPIKAINAS BAKHYIO
UH(POPMAITHIO O BBITYCKE HOBOW MPOAYKIIHMH, O HEKOTOPOM COOBITHH HIIA OTpa-
HUYCHHOM BO BpEMEHU NpeUIoKeHHH. YacTo MaéT mpaBo HA MONYYCHHE CKHJI-
ku. Daepsl pa30packIBAlOT WK Pa3AaroT Yepe3 IpOMOYTEPOB.

IpomoyTep (anri. t0 Promote —crnoco6CTBOBATH, MOMOraTh, MOAEPHKHU-
BaTh) — COTPYIHHUK B pekiiaMme (J4acTo BPEMEHHBIN), 3aHITHIH B CIICIAATBHBIX
aKIUAX, CBSI3aHHBIX C MPOJBMKCHHEM WMEHU KOMIIAHHMH, TMPOAYKIMH U JAp. U
HAXOSIIANCS B IPSIMOM KOHTAKTE C IMTOTPEOUTEIIEM.

3amaHue 1Mo CO3IaHMI0 (pJIaepa COCTOUT B pa3pabOTKe CIEIMATU3NPOBAHHON
JIMCTOBKH, COJIEpIKAIEH CJCIYIOIIUE SJIEMEHThI: OKAHTOBKY, M300paXKCHUS U

Opockoe hopMaTHPOBAHUE TEKCTA.

Uenb

N3yunuth BO3MOXKHOCTH (POpMATHPOBAHUS PEKJIAMHOM JIMCTOBKH B MPOTpaM-
me MS Word.

3agaHue

Co3naTh pexiiaMHyro JUCTOBKY ((aaep) B mporpamme MS Word.

TexHonorusa pa6oTbl ¢ NPOrpaMMHbLIM NPOAYKTOM
1.

Xopa BbINONHEHUA 3aaaHus

3aaHue MOXKET BBITIOJHATHCS JBYMsI CIIOCOOaMHU:

1. Tlo roroBomy mabJioHy (€ciii B ayJAUTOPHH €CTh BO3MOXHOCTb 3arpy3Ku
u3 mab0HOB (psraepoB u3 ['oOanbHON WHPOPMAITMOHHON CETH),

2. Tlo caMOCTOSTENILHO CO3IaHHOMY IIa0JIOHY (eCiM HET BO3MOYKHOCTH 3a-
rpysKath 11a010HbI U3 [ 100anbHOM HHPOPMAILIMOHHOM CETH).

@) BLI60pC crioco0a BBIOJTHEHMS 3aJa4uun COO6H_IaCT npenogaBaTclib.
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daep coznaérest Mo TOM K€ TEMaTHKe, 4TO ObLT co3/laH OykieT. Pa3znuyue B
TOM, 4TO BO (hjiaepe nmomeliaercs pekiamMaas napopmaius, npu3blBaromias Boc-
MOJI30BATHCS YCIIYTOH, a B OykiieTe —moipoOHas uadopmaiys 06 yciyre.

Ha3anue xommannu "N" uCnosib3yromiei ayrcopcepoB, OCTAETCS MPEKHUAM,

KOTOpOE OBIJIO MPUHSATO TIPU COCTABIICHUU Pe3ioMe, OyKJIeTa U BU3UTKH.

Cnoco6 1. Ucnonb3oBaHue wabnoHa ohopmneHns ¢pnaepa

1. la6mon odopmiieHust praepa MOKHO B3ATh Ha CalTe MOAJEPKKH ITOTO
noco6us [17] wiu na y3ne Microsoft Office Online [18].

2. 3arpy3ute BeIOpaHHbIN 11a0JI0H (utaepa.

3. 3aMeHHWTEe aHHBIE CBOUMHM, YUUTHIBAs, 4TO (jaep — 3TO PEKIAMHBINA HC-
TOYHHK, PU3BIBAIONTUN K COBEPIICHHUIO TTOKYTIKH.

4. BcraBbTe T0rOTUN (€C)IM OH TpeOyeTcs).

5. BcraBbTe HEOOXO0IUMbBIE WILTIOCTPAIIMH U3 OyKJIeTa.

6. Ilocne 3aBepiieHust pabOThI COXPAHUTE JOKYMEHT Ha (JIeIIb-HAKOIUTEE
U TIpenbsBUTE MpenojaBaTento (aiin ans npoBepku. Ecnu mpemnogaBaTens co-
o0UMT 0 He0OXOIUMOCTHU TevyaTu (uiaepa, caenaiTe 3To, yCTaHOBUB Oymary B

npuHTEp, U BbIOpaB komanay Ilevars.

Cnoco6 2. Co3gaHue wabnoHa ocopmneHus dnaepa

1. Co3nath uucthiii jokymeHT. ([Ipu oTkpeiTiH nporpammer MS Word cpa-
3y CO3/1aéTCs YHCThIN JOKYMEHT).

2. YcranoButh '[lapaMeTpbl CTPAHUIBI

* "Ilonss": mpaBoe, JieBOE, BEpXHEE, HUKHEE — 10 2 CM,

* "Opuenranus’: KumxHas,

e "CTpanuusbl". 2 CTpaHUIIbl HA JIUCTE,

* "Ucrounuk 6ymaru/Beprukanbnoe BoipaBuuBanue’: Ilo nenrpy".

3. 3agate (dopmaTUpOBaHME TEKCTa IO YMOJYAHUIO [Jisi CTUJS al3alleB
"O06prunbIi”. Tekct Ha daaepe Oynet kpynmHbiM. Hajo 106aBUTh HEKOTOPHKIHM OT-
CTYN Mepes KaxabpiM ad3aeM, 4ToObl JOCTaTOYHO OTIEIUTh UX APYT OT JApyra.
DTO caenaeT TEKCT YI0OHBIM JISl YTCHHUSL:

 "Mpudt": Arial,

* "Hauepranme": [TonmyXupHbIH,
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* "Pa3zmep”: 18,
* "A03an/OTtcTynsl U uHTepBaJbl/BoipaBuuBanue”: "Ciepa",
* "A03an/OTtcrynsl U unTepBabl/MuTepBan/mepen”: 24rr.

4. OctanbHble CTUIM UCIPABUTH MO HeoOXxoxumoctu. Jlyuiie, ecnu oHu Oy-
IyT TIOXOKM Ha CTUIM MH(OPMAIMOHHOrO OyKJIeTa, O KOTOPOM HAalKCaHO Ha
ctp. 39 Bananue 5).

5. Kypcop B 10KyMeHTe MOSIBUTCS B CEPEAMHE CTPAHUIIBI OKOJIO JIEBOTO Kpast
JOKYMEHTA.

6. Jlo6aBUTh K CTpaHUIIC OKAHTOBKY:

e "I'pannubl U 3aauBka/Bkjiaaaka Crpanuna/Tun/Pamka". BwiOepute
000 MOIXOISAIINI BapUaHT OKaHTOBKH,

o "I'pannubl u 3ajuBka/Bkiaaaka Crtpanuna/llpumennTs K" | "BceMy
AOKYMEHTY .

7. I'panuna nosiBUTCS MO KpasiM JOKYMEHTA.

8. Bectu TekcT, KOTOPHIH Jo/keH ObITh Ha Quiaepe. [Ipu HaXXaTUX KIIABUIIH
Enter HoBeIil ab3ar; HauYHETCSI ¢ OTCTynoM 24 myHKTa OT mpeabiaymiero. Ecnu
TpeOyeTcsi HayaTh HOBYIO CTPOKY 0€3 OTCTyma OT Mpeablayliei, HaKMUTe Kiia-
sutm Shift+Enter. Dra xomanna npuBenéT K BCTaBKE HEMEYaTaeMOro 3HaKa
pa3pbiBa CTPOKU W MPOU3OHAET MPUHYAUTEIbHBIA MEPEHOC CTPOKU B TOM Ke
camoM ab3arie. TeKkcT 107105KeH OBIThH CIEAYIOIIEr0 CONEeP KAHNUS:

* Ha3BaHHE yCIYTH,

* B YEM COCTOUT yCayTa,

* YTO KJIUEHT MOJYYHUT OT MPHOOPETCHUS YCIIyTH,
* CPOKH MPEIOCTaBICHHs yCIyTru (IaThl, Bpems),

* Kakas CKHJIKa MPeIbIBUTEIO (iraepa,

Kyna oOpamarbes 3a yeiayroi (aapeca v CpeicTBa CBSI3H).

9. Ilocne Habopa TekcTa HaJIO OLEHUTH, KaK OH BBITISAUT Ha Quaepe. s
MOBBIIIEHUS €r0 XYJ0XXECTBEHHOTO U 3MOILMOHAIBHOTO BOCHPUSTUS MOXKHO
BEPHYTHCS K MPEABIAYIIAM OTEPAIAsIM, YTOOBI 3aHOBO OT(HOPMATHPOBATH CTPO-
KM, c/iesiaB uxX Oouibliie ik MeHble. JlomyckaeTcss usmeHeHnue mpudra, Hauep-
TaHusa 1 1Beta. OTgopMaTupoBaTh TEKCT MO cBoeMy ycMoTpeHuto. [Ipu popma-

TUPOBAHHWH TAKOI'O KOPOTKOI'0O TEKCTAa MOKHO HE CO6J'IIOI[8,TB CTUJIM, HO JIy4lIC
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BCE-TaKM COOJIIOAATh, TaK KAaK TOTOBbIE CTHJIM MOYHO MEPEHECTU B APYrou Jo-
KYMEHT U 3TUM COKPATUTh CBOU 3aTPaThl TPyAa.

10Jlo6aBUTh MapKUPOBAHHBIN CITUCOK, €CIIA BO (hiraepe eCcTh KaKOW-TO Tepe-
4yeHb. /{711 3TOro BBIAENIHUTE HYKHBIE a03allbl M MPUMEHUTE BHIOPAHHBINA MapKU-
POBAHHBIN CIIHCOK.

11 BcraButh mumocTpanuio (MM HECKOJIBKO) B JIi000e MecTo duiaepa, eciiu
ATO HEOOXOIUMO.

12 Ecnmu HEOOXOIMMO TMOBBICUTH WM TOHHM3UTh KOHTPACTHOCTHh HIJLTIOCTpA-
MU, a TaK K€ — YBEJIMYUTh WU YMEHBIIUTh €€ SIPKOCTh, BOCIIOJIH30BATHCS WH-
CTpyMEHTaMH TaHenn WHCTpyMeHTOB "Hactpoiika n3zo0paxenus” (PucyHok
7.19,Tabnuma 7.1).

13 3anaTh WUTFOCTpALIMKA CBOMCTBO OOTEKAHUS TEKCTOM.

14 ITpenBapuTenbHbI NPOCMOTP MOJYYAIOMIErOCs MakeTa MO3BOJIMT CaMo-
CTOSATEIHHO OIICHUTH YPOBEHb CBOEH PabOTHI.

15.Cnaenatp Tak, 4ToObI KOIUS TOTOBOTO (haepa ObljIa HA U HA BTOPOM MOJIO-
BUHE CTpaHUIlbl (Ha 3KpaHe oHa OyJeT Huke). B 3ToM ciyyae Ha OHOM JIUCTE
dbopmara A4 MOXHO medarath cpasy 2 (uiaepa. A mocie neyaTu paspes3aTh JUCT
MOTI0JIaM, TIOJTyYHB 2 TOTOBBIX (priaepa.

16 Ilocne 3aBepuieHus: pabOTHl COXPAHUTH TOTOBBINA (Daiia Ha CBOEM (hielib-
HaKOMHTeNe, JaB eMy MOJApoOHOe Ha3BaHHUE, COCTOsIee, HalpUMep, U3 Ha3Ba-
Hus (aiina Oykiera (4ToObl 3TH 2 (aiiiga ObUIM pSIaOM B al()aBUTHOM CITHCKE
¢aiinos) u qo6asus ciaoBo "¢uaep”: HASBBAHUE BYKJIETA duaep.

17.1lpenbsaBuTh npenojiaBaTeNo TOTOBYIO paboTy Ha mpoBepky. Ecnu mpe-

nojaBarelib TpeOyeT, OTIevaTaTe JOKyMEHT Ha IPUHTEPE.

TUNUYHBbIE OLLNOKM

1. Tekct dnaepa He JOKEH ObITh MHOTOCJTIOBHBIM.

2. UToOBI TEKCT YMECTHJICS Ha OJHOW CTpaHUIlE, €r0 JIOJIT0 MOJATOHSIOT 3a
c4€T M3MeHeHus1 (opMaTUpoBaHUs. J[Js 3TOTO MOCTATOYHO BOCIOJIH30BATHCS
WHCTPYMEHTOM TIOJITOHKH CTPAHMII B PEKUME TIPEIBAPUTEILHOTO MPOCMOTPA.

3. Tekct, pasMeniéHHbi Ha (HOHE WIUTIOCTPAIMH, YMTAETCA OYEHBb ILUIOXO.
WnmocTpanuio Jydiie pacroyiaraTh psSaoM C TEKCTOM, YCTaHABIMBAs IS HeE

HY>KHOE 00TEeKaHHeE.



67

4. VI3MeHeHue pa3MepoB WJUTIOCTPALIMK HEJIb3Sl BBIMIOJIHATH, 3aXBaThIBasi €ro
3a OOKOBOW Mapkep. DTO MPUBOJUT K HEMPOMOPIIMOHAILHOMY M3MEHEHHIO (MC-
KaXCHHUI0) n300paxenus. Hamo M3MeHsITh pa3mep, 3axBaThIBasi MILUTIOCTPAIIUIO
TOJIKO 3a YIJIoBOM Mapkep. Torga wiumoctpaiusi OyAeT U3MEHATbh CBOM IPO-

nopimu 0€3 UCKAKEHUH.

3apaHue 8. ABTOMaTU4ecKas neyartb agpecoB Ha GyMa)KHbIX
KOHBepTax

Jl7is BBITIOJTHEHUS 3a/1a4 OM3HEca ayTcopcepaM MPUXOAUTCS MOJIb30BaThCs HE
TOJILKO JIEKTPOHHBIMH CPEJICTBAMU CBSI3U — (PAaKCUMUIBHBIMU COOOIICHUSIMH U
9JIEKTPOHHOH TOYTON, HO U OOBIYHOM (OyMaXHOW TTOYTOBOM) PaCCHUIKOM.

[lepechutka JOTOBOPOB, PEKIAMHBIX JUCTOBOK M Jp. TOJJIMHHUKOB OyMa-
HBIX JJOKYMEHTOB IIECHHBIMH M 3aKa3HBIMH MUChMaMH BBITOTHSIETCS JOBOJBHO
9acTo.

CokpaTtuTh BpeMsi MOATOTOBKH K OTCBUIKE OOJBIIOTO KOJMYECTBA 3TUX J0-
KYMEHTOB, MOKHO UCITOJIb3YsI 11a0JI0H KOHBEPTOB.

Konsept (uem. Kuvert, gp. couvert, Couvrir,anri. COVer) —HOKpbIBATH,
0000YKa IS BKJIQJIBIBAHUS, XPAHEHUS W TEPEChUIKM Oymar WM IUIOCKUX
npeaMeToB. Hanbomnee pacnpocTpaHeHBI MOYTOBBIE KOHBEPTHI M3 OyMaru WM
noJmMepa.

Oco0eHHO BaXXHO, €CIM MA0JOH UWMEeT CiIHUsSHUE ¢ 0a30i aapecoB
aOOHEHTOB.

Ha Teppuropun Poccuiickoii @enepanuu MUCHOJb3YETCA  HECKOJIBKO
CTaHIAapPTHBIX KOHBEPTOB, MPEAHA3HAUYCHHBIX IS BKJIAJBIBAHHUS B HUX Oymaru

pasHeix ¢opmaToB. Pazmepsl cTangapTHbIX KOHBEpTOB ykazaHel B 'OCT P
51506-99 cm. Tabmumy (Tabmuna 7.2).

Tadauua 7.2 —Pa3mepsl kouBepToB 1o 'OCT P 51506-99

®opmar | Beicora | Illupuna | I[Ipumeyanue

C6 114mm 162mm B CCCP 6511 0ocHOBHBIM (hopMaToM
DL/E6G5 110mMm 220Mm «EBporneiickuii» Gpopmat
C5 162vm 229Mm

C4 229vMm 324mm
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®opmar | Beicora | lllupuna | I[Ipumeyanue

B4 250mm 353mm

Uenb

Hay‘{I/ITI:CH MCTOJaM aBTOMATU3HUPOBAHHOI'O 3aIIOJTHCHHA 0JICH 6YMa}KHOFO

KOHBCPTA MOYTOBOI'O OTIIPABJICHUA.

3agaHue

3amnoJIHUTh 68,3}7 JaHHBIX TpEeMda aapeCaMu M HaAlCdaTaTb 1 KOHBCPT Ha

Oymare.

TexHonorma paboTbl C NPOrpaMMHbIM NPOAYKTOM
1.

Xopa BbINONMHEHUA 3aaaHus

3amanue MOXKET BBIMOIHITHCS ABYMs criocobamu: crocod 1 u crocob 2. Ot-
JIMYAIOTCSL OHU TE€M, YTO B MIEPBOM Cllyyae MPUMEHSETCS TOTOBBIN 11a0JI0H, a BO
BTOPOM — IIA0JIOH HAJ0 CO3/1aTh CAaMOCTOSATEIbHO. BTOpoi crocol cnoxkHee u
IIPOIOJKUTEIBHEE NTEPBOTO.

Benymuit nenoBoii urpel ompenenser, Kakoi crmocod OyAeT BBITIOTHSATHCS.
OTOT BHIOOP ONpEneNnsieTcs Ha OCHOBAaHHHM TEOPETUUYECKOW MOITOTOBICHHOCTH
YYACTHUKOB M TEXHUYECKHX BO3MOYKHOCTEH HMMEKIIETocs NTPOrpaMMHOIO
MPOAYKTa TEKCTOBOIO IPOIIECCOpPA, & TaKKE€ — BPEMEHEM JMJIS BBIIIOJHEHHUS

3aJaHus.

Cnocob6 1. Ucnonb3oBaTb roTOBLIN WAGNOH U 6a3y agpecoB AN
CNUSAHUSA
1. 3arpy3uTth mabyioH KOHBepTa ¢ 0a30i TaHHBIX K HEMY C CaiiTa MOJACPKKH
sToro nmocoowus [17, pa3aen "JokymeHTHI'"].
2. 3anucath 3TOT MAOJOH, COCTOSAUIMM M3 ABYX (aillioB, HA CBOM (uielib-
HAKOIIUTEIb U 3aIyCTHTH (aiin "envelopé.
3. Ha 3anmpoc nporpaMmbl 0 MecTe pacnoJioKeHHUs: 0a3bl JaHHBIX aJIPECOB OT-

BETHUTh, ITIOKa3aB MECTO PACTOJIOKEHUs BTOporo (aiina — daitna ¢ Tabnuieint 6a-
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3bI IJAaHHBIX aapecoB. Toraa CBsI3b OJHOMMEHHBIX TOJIEH Ha KOHBEPTE W TOJei
0a3bl JaHHBIX OYJEeT BOCCTAHOBIICHA.

4. Brucath B 6a3y JaHHBIX HE MEHee 3-X apecaToB.

5. OTKpbITh KOHBEPT M KHOIMKAMHU IEPEMEIICHUs MO0 0a3e JaHHBIX BBIOPATH
HYXXHBIH ajpec, a 3aTeM HamedaTtath KoHBepT Ha npuHTepe. (HeobxommmocTh
1eyaTd Ha MPUHTEPE TOTOBOIO KOHBEPTA COOOIACT MPEroiaBaTeib, BEAYIIUA
JICIIOBYIO HIPY).

6. IToka3aTh rOTOBBIN KOHBEPT MPENOAABATEII0 MIIH MPUIOKUTEH €r0 OyMaxK-

HBIN 3K3eMIUBIP K OTY4ETY 1O AesoBoi urpe (cm. cTp. 71).

Cnocob6 2. Co3agatb wabnoH koHBepTa hopmata DL/E65 n 6a3y apgpecoB
K HeMy Ans CrUsHUA.

1. O3HaKOMUTBLCS ¢ TOTOBBIM I1a0JIOHOM KOHBEpTA. 3arpy>KEHHOTO C caiTa
HOJIICPXKKH ATOT0 TTocoous [17, pa3men "lokymMeHTHI'"].

2. CoznaTh ¢ MOMOIIBIO TAOJIUYHON pa3MeTKH 0popMIIeHHE KOHBEPTA.

3. BcraButh noss it nojrydeHust PopMBl.

4. Cas3zaTh noJisl ¢ 62301 JaHHBIX aJIPECOB.

5. Brucath B 6a3y JaHHBIX HE MeHee 3-X aJIpecoB.

6. Knonkamu nepemenienns mo 0a3e MaHHBIX BHIOpATh HYKHBINA aJpec M Ha-
nevyarath KOHBepT Ha Oymare. (HeoOXoauMocCTh TiedaTt Ha MIPUHTEPE TOTOBOTO
KOHBEPTA COOOIIaeT IPErnoaaBaTelib, BEAYIIHHA ICIOBYIO HIPY).

7. TlokazaTh TOTOBBIM KOHBEPT U (hailyl mpenoaaBaTesto Uil MPUIOKUTh €T0

OyMa)kKHBIN 3K3eMILISAP K OTUETY M0 jaeioBoi urpe (cm. ctp. 71).

TUNUYHBbIE OLLNOKM

1. He orBeuaroT Ha 3ampoc MpOrpaMMbl O MECTE PaclojIOXKEeHUs 0a3bl AaH-
HBIX, UJIM HETIPABUJIBHO YKA3bIBAIOT MECTO €€ pacloJIOKEHUS.

2. TpyAHOCTH C TPEICTaBICHUEM TAaOJIUYHOU pa3MeTKH ISl co3maHus (op-
MBI U3 TTOJIEW KOHBEPTA.

3. Ilpu BBIMOJIHEHUH BTOPOTO CHOCOOA BBIMOIHEHUS 337a4i YKa3bIBAIOT pa3-

HBIC Ha3BaHUA OJIA MOJICH B KOHBECPTC U B 0aze JaHHBIX.
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Cnoco6 3. CozpaHne KOHBEPTOB BCTPOEHHbIMU UHCTPYMEHTaMMn
TEeKCTOBOro npoueccopa
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8. PekomeHgauum no ochopmMneHuro oT4éTa o
pe3ynbTratax 4efioBou Urpbil

Otuét TO MeoBOM Urpe oPopMIISIETCS HA OCHOBAHWHU BBIMIOJHEHHBIX 3aJa-
HHM, Pa3MEIICHHBIX B KAXKJI0U 3a7a4e.

HTOroM BBINOJHEHUS KaXI0M 3a/1aud ABJISICTCS HAlleYaTaHHbIA HA MPUHTEPE
JOKYMEHT JTUOO AJICKTPOHHBIN TOKyMeHT. O HE0OXOAMMOCTH TIeYaTH OTYéTa Ha
OyMmare MOJDKEH COOOIMMUTH mpenofaBareib. Ecinu mpuém Benércs B 3JEKTPOH-
HOM BHJIE, TO OTYET MOXKET HE TIeyaTaThCsl Ha Oymare.

KonuuectBo cTpanui] nupoBbIX WIM OyMaXKHBIX JOKYMEHTOB, MPUBEIAEH-

HBIX K OymMaxkHoMy popmaty A4, ykazaHno B Tabiuie (Tadmuma 8.1).

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

3agauya | HazBaHMe OTYETHOIO JOKYMEHTA KoimnuyecTBo cTpaHnu
3amaya 1 | Pe3rome 2
3anava 2 | ConmpoBOIUTENBHOE MUCHMO K pe3toMe 1
3anava 3 | TuTynpHBIN TUCT K PAKCUMUIBHOMY CO- 1
OOLIECHUTIO
3anauva 4 | Kanenaaps opucHbIit 1
Kanennaps mogapodHsbIii 3
3amaua 5 | UapopManmoHHbIi OykieT 2 CTpaHHUIIBI, HATIEYa-

TaHHBIE C JBYX CTOPOH

aucta A4
3agayva 6 | BusutHas kapTouka 1
3amada 7 | Pexmamuas smctoBka (duaep) 1

3amaua 8 | KonBepr 1
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Q. I'Iepeqel-lb KOHTPOJIbHbIX BONMpPoCcoB

2. Kak HaiiTu malJoH TUTYJIBHOIO JUCTa (aKCHMHUJIBHOIO COOOLIEHHUsI B
nporpamme MS Word?

3. Kak orocnaTe HECKOIBKO IU(PPOBHIX JOKYMEHTOB (PAKCHMHMJIbHBIM CO-
o0LIeHneM ¢ KOMIIbIOTEpa Ha (hakc-anmapar?

4. Kak orociaTh HECKOJIBKO HU(POBBIX JTOKYMEHTOB (paKCHMMHJIbHBIM CO-
o01IeHneM ¢ KOMIIBIOTEPA Ha KOMIIBIOTEP?

5. Kak mpunsaTh (hpakcuMUIIbHOE CO00IIeHNe, OTOCTaHHOE ¢ (haKCUMIIBHO-
o anmnapara Ha KOMIbIOTep?

6. Jlnis yero TpedyeTcsl TUTYNIbHBIN JTUCT (PAKCHMHIBHOTO COOOIIeHH ?

7. Kakue cBeieHMs MUIIYTCS B 3aMETKaX Ha TUTYJbHOM JIHUCTE (PAKCUMMIIb-
HOI'0 cO00IeHns?

8. Iy 4ero Ha TUTYJIBHOM JIUCTE (PAKCMMHMJIBHOM COOOIIEHUM TpeOyeTcs
nosie "Komust"?

9. lng 4yero B TUTYJAbHOM JUCTe (AKCHMUWIBHOIO COO0IIeHUs1 TpeOyeTcs
noJst: hakc u tenedon?

10, Ins yero B TUTYJIBHOM JUCTE (PaKCHMMUJIBHOTO COOOIIEeHUs1 TpeOyeTcs
yKa3bIBaTh CBOM TeneOHHBIN HOMED?

11/l yero B TUTYJIBHOM JIMCTE (PAKCMMHMJIBHOIO COOOIIEeHHs TpeOyeTcs
YKa3bIBaTh CBOU aJIpec JIEKTPOHHOUN MOUYTHI?

12 JIns 4yero B TUTYJIBHOM JHUCTE (PaKCHMMUIIBHOTO COOOIIEeHUs1 TpeOyeTcs
yKa3bIBaTh CBOM aJpec 0OBIYHON MOYTHI?

13.B uém cocTouT ITHKET (paKCUMHUIbHOM cBA3M? [[7151 Uero oH HykeH?

14 I'ne maxomutcss Mactep kajenaapeid B MS Word?

15Ha xakom BeO-caiite B ' mo6anbHON MH(GOPMALIMOHHON CETH B3SITh CIIMCKU
IPa3AHUKOB JUIsl CO3aHUs O(PUCHOTO WM PEKIAMHOTO KaJleHAaps?

16.Ha xakom MHTepHeT-caliTeé MOKHO B3ATh KpPAaCOUYHBIE M300pa)KeHUS s
KajieHaapa’?

17 I'ne Haxomutcs 11adiioH 6ykJiera B mporpamme MS Word?

18.B uém cocTouT pazHuiia Mex1y OpoLIopoii 1 OyKaeToM?

19 Kak BBITTOJHHUTH CKATHE W300PAKCHUH, Pa3MEIIEHHBIX B JOKYMEHTE IPO-
rpammbl MS Word?
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20Kak moBepHYTh M300pa)KeHUE, Pa3MEIIEHHOE B JOKYMEHTE IPOTPaMMBI
MS Wordua 90rpaaycos?

21 Kak BBIMOTHUTH 00TEKaHWE TEKCTOM H300paK€HUH, pa3MemEHHBIX B J0-
KymeHre nporpammel MS Word?

22 Kak o0pe3aTb HEHYXHbIE Kpasi U300pa’keHus!, pa3MeUIEHHOTO B TOKyMEH-
te nporpammel MS Word?

23 Kak u3MeHUTh SPKOCTh M300paKEHUs, pa3MEIIEHHOTO B JOKYMEHTE MpO-
rpammbl MS Word?

24 Kak u3MEHUTh KOHTPACTHOCTh N300pakeHUs, Pa3MEIIEHHOTO B TOKYMEHTE
nporpammel MS Word?

25Kak nmpeBpaTtuTh MBETHOE M300paKeHNE, pa3MEIIEHHOE B IOKYMEHTE TIPO-
rpammbl MS Word,B uépro-6enoe?

26 Kak mpeBpaTuTh LIBETHOE M300pakeHNE, pa3MEIIEHHOE B IOKyMEHTE Tpo-
rpammbl MS Word,B n3o0pakeHre ¢ OTTEHKaMH CEPBIX IIBETOB?

27 Jlna yero TpeOyeTcs BBIMOJHATH CKAaTHE H300pa)KEHUIl B JOKyMEHTax
nporpammbl MS Word?

28 Kak moctpoutsh B 1oKymeHTe nporpammbl MS Word quarpammy i rpa-
buk?

29 Kak noctpouts B Jokymente nporpammel MS Wordra6mmiry?

30.YTo0 Takoe cTuib 3HaKa B JoKyMeHTe porpammbl MS Wordu mist wero on
npeaHa3HaYeH?

31HYro Ttakoe cTHib ab3aia B JoKymeHTe mporpammbl MS Wordu ans gero
OH MpeTHA3HAYCH?

32 Kak nmpuMeHsTh CTHIIM a03alleB M CTHJIM 3HAKOB B IOKYMEHTE IIPOrPaMMBI
MS Word?

33 Kak nu3MeHuTh cTuiib ab3aiia u CTHIb 3HaKa B JIOKyMEHTEe nporpamMmmbl MS
Word?

34 Yem otnuuaercs OyKJeT OT OPOLIIOPHI?

35 155 yero tpedyrorcs CD-B3uTKH?

36.YeM oTnu4aroTCs JIMYHbIE BUSUTKH OT J1€JIOBbIX U KOPNOPATHUBHBIX ?

37.Yto Takoe BUPTyaJbHbIe BUBUTKH? B uéM u3 npeumyiecTpo?

38Kakas paznuma B gopmaTax BH3UTOK, MPUHATHIX B Poccum, SAmoHuum u
CILIA?
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39 Kakue nmpaBuiia Bpy4eHus BUBUTOK?

40 I ne B3sTH 11a0J0H JIsl CAMOCTOSITEILHOTO U3rOTOBJICHNS BUBUTOK?

41 Kto Takue ppuiancepbl?

42 Yto Ttakoe paaaep?

43 Kto Takoit npomoyTtep? Uem 3aHnmaercs npomMoyrep?

44 Ha xakom caiite B ['1oOanbHOM HMHQPOPMAITMOHHON CETH B3SATh I1a0JIOH

(p1aepa?
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MpunoxeHune A. CokpaweHHas namMaTKa no
MCNoJSib30BaHUIO si3blKa 3anpocoB AHAeKca

IIpumep

3HauyeHHue

"K Ham Ha yTpeHHHI paccom’”

CrnoBa uayT noApsii B TOUHOM

dhopme

"[IpubsL1 * mocon"

IIponyiieHo cioBo B IUTATE

MOTOPOYIIKK & MOCOJ

CrnoBa B mpejiesiax oaHoOTo mpe-

JIOXXCHUA

cHapspkaics && n100yab

CrnoBa B nipezieniax OJJHOTO JI0KY-

MCHTa

riayxaps | Kypomnarky | Koro-HuOyab

ITouck mr0060T0 U3 CIOB

He cMoreuib << BUHUTH

Hepamwxupyroiee "u'": BeIpaxkeHue
TIOCTIe OTepaTopa He BIMSIET Ha T0-

SUIOUI0 JOKYMCHTA B BbIZ1a4C

s JIOJKOH /2 Ka3HUTh

Paccrostnue B npenenax AByX CIOB
B JIFOOYIO CTOPOHY (TO €CTh MEXY
3aIaHHBIMU CJIOBAMH MOKET

BCTPEYATHCS OJTHO CJIOBO)

rocynapcreHHoe neno && /3 ynaBnusa-

¢IIb HUTH

Paccrosinue B 3 mpeasiokeHus B

00YI0 CTOPOHY

HEIITO 5 ~~ [OUMY

Hcknrouenue cinoBa noumy u3 mo-

HCKa

npu MoéM /+2 ymy

PaccrosiHue B npenenax AByx CJIOB

B IIPpAMOM ITOPAIKE

yail ~ JanTéM

[Touck npemioxxeHus, TIAe CI0BO
"yail" BcTpedaercs 6e3 cioBa

"nmamrém"”

i /(-1 +2)xnebato

PaccrosiHue oT 0gHOTO CJI0Ba B
00paTHOM MOPSJIKE 0 JBYX CJIOB B

IpsIMOM

ICoobpaxato !ato lyemy

CrnoBa B TO4HO# (opme ¢ 3a1aH-

HBIM PCTUCTPOM
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IIpumep

3HaueHue

nonydaercs && (+Ha | Imue)

Cko0ku popMHUPYIOT TPYMIILI B

CJIOXHBIX 3aIpocax

Il moymuTUKa

Crnosapnas ¢opma cioBa

title:(B crpane)

ITonck mo 3arojioBKaM

JOKYMCHTOB

url:ptici.narod.ru/ptici/kuropatka.htm

ITouck mo URL

oecripemenso inurl:vojne

[Touck ¢ yuerom pparmenta URL

host:lib.ru

[Touck mo URL

site:http://www.lib.ru/PXESY/FILATOW

ITouck mo BceM CTpaHUIaM 3a/IaH-

HOTI'O caulTta
mime:pdf [Touck no oxHOMY THITY (haiiIoB
lang:en [Touck ¢ OrpaHUYEHUEM 10 SI3BIKY,
HaIlpUMep, aHTIUHCKOMY
domain:ru [Touck ¢ orpaHu4YeHHEM TIO

JIOMEHY, Hanpumep, 'ru

date:200712*

ITowuck ¢ OTPaHHUYCHHUCM II0 AATC

date:20071215..20080101,
date:>20091231

Ilonck ¢ orpaHrYEeHHEM IO UHTEP-

BaJly J1aT

1
HpI/IMCpBI HCITIOJIB30BAHMA A3bIKaA 3aIIPOCOB .

 [lo 3ampocy "ocTpoB aercTBa" OyayT HaWIEHBI CTPAHUIILI, TAC €CTh

NOApsIA JABa CJIOBAa — BHauale OCTPOB’, 3aT€M 'deTCTBA' MMEHHO B TaKOM

dbopwme.

* [lo 3ampocy "moJa3ér 3mesi, Kak * AbSIBOJIA" MOXXHO HAaWTH CTPAHUIIBI C

HCSOOCTAaOIMMM CJIOBOM IIMTATHI.

1 Snnexc-nomonlp. JlOMOJHUATENBHBIE BO3MOXHOCTH. [IOMCKOBBIM KOHTEKCT.
Pexxum moctyna : http://help.yandex.ru/search/?id=11113@7ara obpamieHus

13.01.2012).
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* 3ampoc " kyJabTypa & Kwurtasa' Halinér cTpaHUIlbI, T/I€ €CTh COYETaHUs
cioB "KyJbTypa [ApeBHero Kurasa" nnu "Kuraii u ero kyabTypa'.

e [lo 3ampocy "mponaxa & ckaHepoB && HoBocubupck" HaigyTcs
CTpaHUIIBI, TJI€ B OJJHOM IPEJIOKEHUH JAOJKHBI BCTPETUTHCS CJIOBA "Mpoaaxa’
U "ckaHepbl', U TJIe YTOJHO HA CTPAHUIIE JOJKHO ObITh c10BO "HoBocubupck'.

* PesynpTaTom moucka mo 3amnpocy "MockBa && CIIA" panxupoBanue
POUCXOauT 1o 00oum ciioBam — "Mocksa" u "CIIA".

* PesynpraTom mowucka 1o 3amnpocy "MockBa << CHIIA" 6yner panxupo-
BaHHE TOJbKO MO cioBy "Mocksa”, a "CIIA" npocTto AOMKHO BCTpEUYaThCs B
TEKCTE IOKYMEHTA.

» Ecim HyxHa nH(pOpMAIUs 0 HEMOCKOBCKUX KPEMJISX, MOXKHO 3aJaTh 3a-
npoc "Kpemub ~~ MockBa". byayT HaiiieHbl BCE€ CTpaHUIIbI, TI€ €CTh CJIOBO
"KpeMJb" 1 HET cioBa ' MockBa'.

* B 3anpoce "Kpemib ~~ MockBa ~~ MOCKOBCKMIi" 3 3ampoca OyayT
yaajieHsl 00a cioBa — "MoOCKBa U MOCKOBCKMIA".

* B 3anpoce o r-xe Ky3pkuHoii nHGOpMAaTUBHBIE pE3yJIbTAThI JACT 3aMpOC
"Ky3pkMHa ~ MaTh', KOTOPBII HMILET CTPAHUIIbI, BKIIOYAIOUIUE TaAKUE MPEIIIO-
XKeHus co ciioBoM "Ky3bKkHMHA", B KOTOPBIX OJIHOBPEMEHHO HET CJIOBA 'MATh' .
MOHO TaK € YTOYHHTH 3ampoc oreparopoMm paccrosiaus: "Ky3bkmHa ~/+1
Mathb'. [lo TakoMmy 3ampocy HaWIyTCsi JOKYMEHTHI, IJie CJIOBO "'MaTh' MOXET
BCTPEUATHCS B TOM K€ MPEIIOKEHNU, HO HE cpasy mocJe cioBa 'Ky3bkuHa".

* 3anpoc "Beaukuii /2 xypaa" HaliaET CTpaHHUIIBI, T €CTh Ppasbl "'Xypas
BeJIMKUI', WU "BeJUKHI HAPOAHBI Xypaa', Wik "BeJMKUH rocyaapcTBeH-
HBII XypaJ", HO He HalJIET CTPaHUIIbI, T/Ie €CTh ' BeJIMKHH rocy1apcTBeHHbIH
HAPOJIHBIH Xypaa" (paccTosHHE MEX1y CIOBaMHU paBHO 3).

» Ecim Hano Haiitu otyecTBO "MBana TypreneBa", To Bompoc Hamo ¢op-
mynaupoBath kak "UBan /+2 TypreneB". ByayT HaiiieHbI CTpaHHUIIBI, TJI€ MEKITY
cioBamu "UBan u TypreHeB" ecTb pOBHO OJIHO TPETHE CIIOBO.

e 3anpoc "Auekceii /(-1 +2) ToJjicroii" HaWaET CTPaHMIBI C TEKCTOM
"Toacroii Anexkceid KoHcTaHTHHOBHY' 1 ¢ TeKCTOM "AJiekceil HukonaeBuu

ToJcroii".



78

e [lo 3ampocy "a’pormian | camoaéT | muianep | aupm:kadab | aspocrar |
BepTOJIET | memesian” OyayT HalJCHBI CTPAHMIIBI, TJI€ BCTPEUYACTCS XOTh OJTHO

N3 3THUX CJIOB.
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Bubnuorpacgpunyeckmm cnucok

Y4yeOHO-MeTOANYECKME pa3paboTKu

1. PaGora ¢ mabmonamu: Pesrome, ConpoBoautenpHoe nmuckMo, Pakc, Ka-
JeHaaphb u bporrtopa | COOpHHK 3a/1a4 ¥ METOJ. YKa3aHUS K BBITIOJIHCHHIO JEJI0-
Boi urpel "Pabora ayrcopcepom” ISl CTYJIEHTOB 2 — STO KypCOB JHEBHOHU U
3a04HOM (popMbl 00yueHUs] 1o aucHUIUIMHAM: HMHpoOpMaIlMoOHHbIE TEXHOJIO-
run”, "MexayHapoaueiii “HGOpPMALMOHHBIA Ou3Hec" M "DIEKTPOHHAs KOM-
meprus” / coct. C. B. Kaymtun . — Xabaposck : PULL XT'ADII, 2007. — 32.

2. Undopmartuka. PaGota ¢ mabioHamMu . METOJ. yKa3aHUs JJIsi CaMOCTOS-
TEJBbHBIX U UHAUBUIAYAIBHBIX paboT cTyaeHTOB 1-3 KypcoB Bcex ¢opm o0Oyue-
uus / coct. C. B. Kanutun. — Xao6aposck : PUL] XI"ADII, 2008. — 4&. —Pexum
nocryma : http://training-it.narod.ru_lection/rab_s_sh.zijgnara o6pamenus
13.01.2012).

3. Kamutun C.B. Pabota ayrcopcepoM. JlonosHeHUs U U3MEHEHUsI K JIEJI0-

Boii  wurpe  "Pabora  ayrcopcepom”. URL :  http://www.rabota-
autsorserom.narod.ara oopamenus 13.01.2012).

4. Yto Takoe sa3bIk 3amnpocoB. Snaexc. Ilomomp: Ilomck. URL
http://help.yandex.ru/search/?id=48198fara obpamenus 13.01.2012).

5. Kapuepckuii E.M., ®ununnos U.E. Word B nmpumepax. — Pexxum goctymna
. http://cmc.ksu.ru/books/word/index.htnfiara ooparmenns 13.01.2012).

6. MCTO,Z[I/I‘{CCKI/IC YKa3aHud Ajid CaMOCTOSATCIIbHBIX U MHAWBUAYAJIbHBIX pa-

6ot cryaenToB 1-3 kypcoB Bcex dhopm obydeHus. Jlekums: Co3manue JOKyMeH-
TOB C UCIMOJB30BaHUEM IIa0JIOHOB U MacTepoB. Co3nanue 1oKkyMeHToB B MicCro-
soft Word: 7.CoBpemenHble opucHbIe MpUIoKeHUS VHTepHET-YHHBEPCUTET
NudopmarimoHHbIX TexHonorui. - Pexum JOCTyTa
http://www.intuit.ru/department/office/odpr/7/od@rhtml (mara oOparuenus
13.01.2012).

7. Houcu J1. Jlptouc. Busyansnsiii kype. Microsoft Office 2003.B a¢upe

9JIeKTpOHHBIX KHHUT. TeachPro®opmar : pdf. Pasmep 33,7 Mb. —Pexum noc-
Tymna : http://booksefir.ru/office/2154-vizualnyy-kurs-magoft-office-
2003.html (mata oopamenus 13.01.2012).
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8. OcHOBBI HCMOJB30BaHUs TeKCTOBOro mporeccopa Microsoft Word 2003.
HNudopmarnka CTY/ICHTaM. - Pexum JI0CTyTIa
http://yuschikev.narod.ru/Teoria/Word2003/indexWhht (mata oOpareHus
13.01.2012).

9. IMamenko M. Word 2007 .1ar 3a marom. 9kcmo, 2008.B sdupe amek-
TpoHHBIX KHUT. TeachPro®dopmar: pdf. Pasmep 13,2 Mb.— 464c. — Pexxum
noctyma . http://booksefir.ru/office/2917-word-2007-shag-reaegom.html (xa-
ta oopamenus 13.01.2012).

10 .Camoyuutens MS Word. TAYPUOH. NnmrocTprpoBaHHBIA CaMOYYHUTENh
no Microsoft Word. —Pexum nocrtyma : http://www.taurion.ru/word (zata 06-
pamenus 13.01.2012).

11 Xomonenko A., Xomonenko H. Camoyuutens Microsoft Word 2003.

BXB-IletepOypr. B adupe snekrponnsix kaur. TeachProdopmar: pdf. Pazmep
10,2 Mb. — 672c. — Pexum pmocryna : http://booksefir.ru/office/2703-
samouchitel-microsoft-word-2003.htnflara o6pamenus 13.01.2012).

HopmaTtuBHble NUCTOYHUKU

12T'0CT 7.32-2001.MexrocynapctBeHHblii cTangapt. Cucrema craHgap-
TOB 10 MH(popManyu, GUOINOTEYHOMY U U3JATENbCKOMY Aeny. OT4eT o Hayu-
HO-HUCCclieioBaTeNnbcKoi padote. CTpykTypa 1 npasuia opopmierus. Mexrocy-
JApCTBEHHBI COBET MO CTaHAAPTH3alMM, METPOJOTMH M CepTUUKAILUH.
MuHCK. 2007T. — 16 C. Pexum JOCTyTIa
http://protect.gost.ru/document.aspx?control=7&i88946 (mata oOparieHus
13.01.2012).

MynbTumMeauitHble oGyvaroLme Kypchbl

13 Microsoft Office Word 2003Camoyuwntens. [IpoasunyTsiit Kypc. Myib-
TUMEIUUHBIA o0yJaromuii kypc. B adupe smekrponnsix kuur. TeachPro. —
1000 c. Pazmep 340 Mb. —Pexum mocrtyma : http://booksefir.ru/office/2621-
teachpro-samouchitel-microsoft-office-word-2003grimutyy-kurs.html (zara
obpamenus 13.01.2012).

14 Microsoft Office Word 2007 MynsTumMeauitHbIi oOydJarommii Kype. B

a¢upe 3eKTpoHHBIX KHUT. TeachPro.Pazmep 476 Mb. —Pexum mocryma :
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http://booksefir.ru/office/108-teachpro-microsoftioe-word-2007.html  (gara
obpamenus 13.01.2012).

15MS Office 2007.UnTepaktuBHblii Kypc. HoBas mikona. B adupe smek-
TpoHHbIX KHHUT. TeachPro. Pasmep 760 Mb. — Pexum nocryma
http://booksefir.ru/office/786-interaktivnyj-kursgyoffice-2007.html (zata 06-
pamenus 13.01.2012).

MHdopmaLunoHHbIe Be6G-canTbl

16.Calendar.Kanennapp npasnaukoB. — Pexxum nocryma : http://calend.ru/
(mata oopamenuss 13.01.2012).

17 Kamutua C.B. Pabota AYTCOPCEPOM. JlonmonHeHus U U3MEHEHHUS K
nenoBoit urpe "Pabota ayrcopcepom”. — Pexxum gocrtyma : http://www.rabota-
autsorserom.narod.rufrara oopamenus 13.01.2012).

18 Ila6mons! ais padbotel u qoma. Office Online. Microsoft. Pexum mocty-
na . http://office.microsoft.com/ru-ru/templates/FX108891049.aspx (nata
obpamenus 13.01.2012).

19 Suaexc.OTkpoiTkH. —Peskum noctyna : http://www.cards.yandex.ru/(na-
ta oopamenuss 13.01.2012).

20Sanekc.@otku. — Pexum mocrtyma @ http://www.fotki.yandex.ru/. (nata
obpamenus 13.01.2012).

MporpammMHoe o6ecneyeHune

21.[R]Software EditorIlporpamma [R]Software EditorBepcus 1.X. Pexum
nocryma . http://www.rsoftware.net/progs/edit.ntm (mara  oOpameHus
13.01.2012).

22.7-zip. ApxuBatop (aiijioB ¢ BEICOKOH CTCIEHBIO CIKATUA. PyccKOs3bIYHAS

cTpanunia. Pexum pocryma :  http://7-zip.org.ua/ru/ (mata oOpameHus
13.01.2012).

23 AbiWord. AbiWord: Word Processing for Everyon@exum mocryma :
http://abisource.com(nara oopamenus 13.01.2012).

24.Google DocsCoznanne J0OKYMEHTOB U COBMECTHasi paboTa HaJl HUMHU C
TTOMOIIIBIO JlokymMeHTOB Google. Pexum JocTyna
https://www.google.com/accounts/ServiceLogin?seweritely&passive=1209
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600&continue=http://docs.google.com/&followup=hftdocs.google.com/&ltm
pl=homepage(nara oopamenus 13.01.2012).

25IBM Lotus Symphony. Free download.Pexxum pocryma
http://symphony.lotus.com/software/lotus/symphooyde.nsf/home  (IIpose-
pero Ha 13.01.2012).

26 KOffice. The integrated office suite. Pexxum  goctyma
http://www.koffice.org/ (nata oopamenus 13.01.2012).

27 Mandriva Linux. Mandriva Russi@)TtkpeiTas omnepalioHHas CUCTEMa,

noaxondamas Kak MHANBUAYAJIbHBIM IMOJIb30BATCIIAM, TaK U KOMIIAHHWAM. Pexum
nocryma : http://mandriva.ru/(narta oopamenus 13.01.2012).

28 Microsoft Office Online.lomamnss ctpanuna Excel. Pexxum mocryna :
http://office.microsoft.com/ru-ru/excel/FX100487&2D.aspx (mata obOpariie-
aus 13.01.2012).

29.0penOffice.org. Download OpenOffice.org.Pexxum pocryma
http://download.openoffice.org/index.htnfhara oopamenus 13.01.2012).

30.Ubuntu. ba3zoBast Bepcus omepannoHHoi cuctembl. Ubuntu mo-pycckw.
bonbmas cembs Ubuntu Linux.Pexum mnoctyna : http://ubuntu.ru/family (ITpo-
Bepero Ha 13.01.2012).

31.0 LibreOffice mo-pyccku. Pexxum nocryma : http://ru.libreoffice.org/ (na-
ta oopamenus 13.01.2012).

32.0nline—«oHCTPYKTOp BU3UTHOW KapTOYKH. BHU3WTKa Ha CKOPYIO PYKY. —
Pexxum moctyna : http://www.vizitka.offnote.net/static/editor.htm{zara o6pa-
menns 13.01.2012).

33IIporpamma mnsi coctaBienus pesiome "ResumeMaker'. COMZ.RU.
Kowm3s.JlenTa. — Pesxxum noctyna : http://comz.ru/soft/4644/prinf{nara oGparmie-
aus 13.01.2012).

34 Ilporpamma "CV". ABrop: Anekcannp ®dokuH. PedTuHr-karajior mpo-
rpamm. — Pexxum nocryma : http://www.wolf-ware.ru/software/id/27/cv nara
obopamenus 13.01.2012).

35.IIporpamma "Couckarens”. Aprop: Bmagumup buproxos. Panvasoft.com.

— Pexum pgocryma : http://www.panvasoft.com/rus1/745%nata oOpaieHus
13.01.2012).




Cepreii BaueciaaBouu Kaaurun

Pa6oTta ¢ wabnoHamm umcpoBbIX fOKYMEHTOB

Y4eOHoe mocodue AJisi CAMOCTOATEIbHOI pa0d0ThI M BHINOJTHEHHSA
JadopaTtopHbIx padoT B popme aesioBoii urpsl ' Padora ayrcopcepom”
yacth 1, 151 CTYA€HTOB OYHO U 3204HOI (popM 00yUueHUs 1O
HanpasJjieHussM 080200.62 Menemxxkment" u 080100.62 DxoHomMuka"
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