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HeoOxomumMocTh BTOPOro M3JaHusl BbI3BaHA TE€M, YTO C MOMEHTa MEpPBOU
nyonukaruu (2007%.) HakOMMIOCh 3HAYMUTEIBHOE KOJUYECTBO YTOYHEHHH U
JIOTIOJIHEHUH, KOTOpBIE 00SI3aTENIBHO CJIEJ0BAIO Obl MPUMEHSTH IS JIyYILEro
NOHMMAaHUS CTYJEHTaMH 3aTpPOHYTOM TEMbl, B TOM 4YHUCIE — CJEJIaHbl
HEoOXOouMble 100aBIEHUs, Uil BO3MOKHOCTH MPOBOJIUTH JEJIOBYK) WUIPY CO
crynenramu 1 kypca.

DJeKTpOHHAs! KHUTA, KOTOopasi Oblia BBIMYIEHA B TOM € IOy, MOCTOSHHO
NOMOJHSIACh, BMEILIAs  HOBbIE  CBEACHMs, IOMOTalIMe  CTyIEHTaM
CaMOCTOSITEJIBHO pa3o0paThCsl €O CHEUMPUKON NPUMEHEHHUs IAa0JIOHOB U
HOBBIM HalpaBJICHUEM JI€JI0BOM aKTUBHOCTH — ayTCOPCUHIroM. HacTtan MoMeHT,
KOTJla CTYACHTHl CTalId NPEANOYUTaTh OOHOBJIEHHYIO SJIEKTPOHHYIO KHHTY
cTapoil OyMa)kHOHM, a HEKOTOpBIE CTalM Ja)Ke pacleydarhiBaTh 3JICKTPOHHYIO
KHUTY Ha IPUHTEPE, YTOOBI M10JIb30BAThCA OyMa)KHOM KHUIOM ¢ OOHOBIEHHBIMU
CBEICHUSIMH.

OTO0 U3/1aHNUE BXOJIUT B CEPUIO MOUX Y4€OHO-METOJANYECKUX pa3pabOTOK MOJ
oOuM Ha3BaHHEM JenoBoi urpel "Pabota ayrcopcepom”. Kaxnas paspaborka
NOCBSIIEHA  OTAENbHOM  TeMme:  NPUMEHEHHIO  IIA0JIOHOB  TEKCTOB,
UCIIOJIb30BAHUIO AJIEKTPOHHBIX KOMMYHHUKAIMH, U CO3JAAHUIO DJIEKTPOHHBIX
MH(POPMALIMOHHBIX PECYPCOB.

Vka3aHHble ~ TEeMaTHMKUH  OBICTPO  pa3BUBAIOTCS B COBPEMEHHOM
UHPOPMAITMOHHOM OOIIECTBE, MOITOMY Yy4YeOHBbIE MaTepHalbl, MOCBSIIEHHbIE
3TUM T€MaM, HYJAl0TCs B YACThIX OOHOBJIEHUSIX U JOMOJIHEHUSX.

YroObl unTaTeNM OBUIM B KypCce€ HOBOCTEW U JAOIMOJIHEHUH K MOMM U3AaHUSIM,

OBLIT CO31aH CHCIHATN3UPOBAHHBIN BeO-caliT http://www.rabota-

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

urpe "Pabota ayrcopcepom”. Aapec BeO-CTpaHUIIBI 10 MPUMEHEHHIO IIa0JI0HOB
— http://www.rabota-autsorserom.narod.ru/shablon.htm
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Mowu rnaBHble ycWIMS TO MOAJEPKKE 3TOro MH()OPMALMOHHOTO pecypca
HanpaBJIeHbl Ha TO, 4TOObI onmyOirMKoBaHHast MH(OpMaIKs Oblsla MAaKCUMAaJIbHO
noJsie3Hoi. Ecnu BbI 0OHapyKHUTE KaKkre-TO UHTEPECHbIE (DAaKThl WA PEIICHHUS, O
KOTOPBIX TOJE3HO 3HATh APYTMM JIIOJSM, HJIM €CJIM y Bac €CTh CCBhUIKM Ha
JIpyTrue WHTEPHET-CTPAHUIIbI, TTOCBSIIEHHBIE 3TUM TeMaM, s ¢ OJaroJapHOCTHIO
OpUMy COOOIIEHHS M pa3Melly WX B COOTBETCTBYIOIIEM pasjeie caiTa ¢
yKa3zaHHEeM MUMEHH HaIIE/IIero CChUIKY.

XoTenoch OBl TMOSCHUTH HECKOJBKO HEOOBIYHBIX YEpT, MNPUCYLIUX
HACTOAIIEMY HM3JaHUIO, MOTOMY YTO OHO MOKET IOKa3aThCsl HEOOBIYHBIM 3a
cu€T crnenuasbHOro OQOpPMIICHMS, a TAaKKe — BKIIIOUEHUS B HEro CIHCKOB
WITIOCTpAIMiA ¥ TaOIUIl U CIUCKA MPEIMETHOTro ykasarensd. J[eno B ToM, 4To
3TH HOBOBBEJCHUS YK€ TpeOyroTCsi coBpeMeHHOMY obmiectBy. Kpome Toro B
TEKCTOBBIX  Ipolieccopax AT  HUHGPOPMAIMOHHBIE  OJIOKU JIeNarTCs
aBTOMATUYECKHU U 0€3 KaKuX-I100 CYIIECTBEHHBIX 3aTpaT CUJL.

VYka3aHHbIE HOBOBBEACHHs Oojiee AecsITKa JEeT MPUMEHSIOT MPU BBITYCKE
y4eOHUKOB KpyIHEWIINe U3aTenabcTBa. VICIONB3yIOTCSl TaKue HOBOBBEICHHS
IOTOMY, YTO TOMOTAalOT YUTATEII0 IUIOJOTBOPHO paboTaTh C HMCTOYHHKAMH,
OBICTPO pa3bICKUBasi HYXHBIA TEKCT, TAOIUIy, WUIIOCTPALMIO WIM TEPMUH. A
NOCJIEAHUE JOCTHXKEHUS B OOJACTH CKOPOUTEHUS U BOCHPUATUS TEKCTOB
J0Ka3anu HEOOXOAMMOCTh NPUMEHEHHs TaKUX aTpuOyTOB K TEKCTYy Kak,
HampuMep, YBEIUYEHHBIH pa3Mep 3arojioBKOB, TMONYKUPHBIH MPUPT WK
apyroit Bun mpudTa Ui aKIeHTa BHUMAaHUA Ha OTIENbHBIX CJIOBaX, a B3aMeH
KpacHOU CTPOKU — MPUMEHEHHE YBEIMUEHHOTO UHTEpBasia BHU3Y ab3aleB u Jp.

Taxue HOBOBBeIeHUS OBICTPEE MPHKUIUCH B MHTEPHET-UCTOUHUKAX HEXETU
B OymakHbIX. OIHaKO U OyMa)KHbIE MUCTOYHUKU TOXKE MEHSIOTCS, MOCTETIEHHO
pa3BUBasi CBOU TPAAULIUU.

He Bce coBpeMeHHbIE JOCTHKEHHMS W HOBOBBEICHUS MOXKHO IMPHUMEHUTbH
cpady. B yHuBepcuTeTCKMX OyMaKHBIX U3JAaHUSX €CTh CBOM TpPaJULIUH,
OMHMparoUIrecs: Ha TOCyIapCTBeHHbIEe cTaHaapThl, Hampumep, [[OCT 7.32-2001,
I7Ie He YIOMMHAETCSl BBIIICYKa3aHHBIX XapaKTEPUCTUK TEKCTa, KaK U JPYrHx
0Cc0OEHHOCTEH TeKCTa, BAXKHBIX COBPEMEHHOMY YHTATENIO-CTYICHTY.

C npyroii CTOpOHBI — €CTh COBPEMEHHBIE TEKCTOBBIE MPOLIECCOPHI, KOTOPbIE

INPpOYHO BOHOIIM B KH3Hb O6I].[€CTB3. OHU TOJHOCTBIO BBITECHHIIM II€UATHBIE
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MaIlMHKH W HMMEIT MHOTO aBTOMATHUYECKHUX BO3MOXKHOCTEH ISl CO3JaHUS
TeKCTOB. MX wWCmonbp30oBaHWE HapyllaeT TPaAWIMOHHBIE W CTapUHHBIC
NPECTaBICHHUS O TEKCTE, a HE UCIOIh30BATh UX yXKE 3aTPATHO.

OT0 M3AaHne 0POPMIICHO CTHIISIMH TEKCTa, MAKCHMAJIbHO MPHOIMKEHHBIMU
k ['OCT 7.32-2001,H0 B TO *e BpeMsi — C COOJIIOJICGHUEM COBPEMEHHOTO
BOCTIPUATHS U C BOBMOXXHOCTSIMHU JAJIbHEHIIIETO MCIIOJIB30BAHMSI SJIEKTPOHHOTO
TEKCTa JJIS1 €r0 TOCIISAYIONIETO Pa3BUTHS.

CTwim TeKCTa, MPHUHATHIC B OTOM W3JaHHUH, TO3BOJISIOT MPENOIABATEII0 HE
TOJIBKO MAaKCHMAaJIbHO MPHUMEHSATh aBTOMATHYECKHE BO3MOXKHOCTH TEKCTOBOTO
mpoiieccopa, Ho U OBICTPO MPEOOPa3OBBIBATH BECh MCTOYHHUK B AJICKTPOHHYIO
KHUTY, TIEPEHOCUTH OTJCNIbHBIC €r0 YacTH B HOBBIE M3JIaHUS WU MPEBPAIATh
4acTh CTPaHUI] B BeO-caiiT (MM B MyJIbTHMEIHA-UCTOYHMK), a TaKKe — B
NPE3CeHTAIINIO ISl BEICTYIUICHUS Tiepel] CTyAeHTaMu. 1 BC€ 3TO MOXKHO clienarth
aBTOMATHYECKH, IoYTH MrHOBeHHO! Ho ecim He MCmonp30BaTh MPUMEHEHHBIC
CTHJTH, TO 9TH BO3MOKHOCTHU OYAyT HE JTOCTYITHBI.

Jlpyras oTIn4YuTeNnbHas 0COOCHHOCTh HOBOTO M3/IaHUSI — HATTMYKE OOJIBIIIOTO
KOJIMYECTBA CCHIJIOK HA AJICKTPOHHBIC TEKCTOBBIC M3/IaHUS U MYJIbTUMEINITHBIC
oOydJarorue Kypchbl. OTO OCOOCHHO Ba)XXKHO JII CAaMOCTOSTEIBHOW pPabOThI
CTYZICHTOB H TIOJICP>KKH TEXHOJIOTUH TUCTAHIIMOHHOTO O0Y4EHUSI.

CBou 3aMeyaHus, IPEAJIOKEHHSI U BOMPOCH! HANPABIISAITE, TOXKAIYHCTA, TIO

azpecy DIIEKTPOHHOM HOYThI rabota-autsorserom@ya.ru Cepreio

BsiuecnaBoBuuy Kanutuny.

C YAOBOJBCTBHUEM ITPOYTY BalllI€ MHCHUC.



BBepeHue

COopHuK 3ama4 W METOAMYECKHE yKa3zaHus K jaenoBoi urpe "Paborta
ayTcopcepoM’  COJIEPXKUT TMOApoOHOe onucaHue 1adjaoHOB: "Pe3iome”,
"ConpoBoguteabHoe mnucbmo”, "®dakc”, "Kagengapn" u "Bpomopa”,
KOTOpPhIE AaKTUBHO WCIIOJIB3YIOTCS B ayTCOPCHHTE U OMyOJIMKOBaHBI B
KOMITBIOTEPHO TIporpaMMme TeKCToBOTo miporieccopa Microsoft Word .

[Tomumo omnucanusi paboThI ¢ YKa3aHHBIMU I1a0JIOHAMU COOPHUK COJEPIKUT
npaBuiia uX 3amnoiHeHus. OcBanBaTh 3TH MpaBWIa HEOOXOIUMO HE TOJBKO IS
paboTtel  ayrcopcepom  (HOBoW  ¢opMmol  pabOTBl B MPEANPHUITHSIX,
UCTIOJIB3YIONICH COBPEMEHHBIC BO3MOXKHOCTH MH(DOPMAIMOHHBIX TEXHOJIOTHH),
HO | JIJISl TOCTHIKEHUS yCTieXa Ha COBPEMEHHOM PBIHKE TPY/Ia.

B pesynpTaTe BHIIOJHEHWS] NEJTOBOM WIPhI CTYIAEHTHI MPUOOPETAIOT
OCHOBHBIC TPAKTHYECKHE HABBIKM PaOOTHI C AJNEKTPOHHBIMU JTOKYMEHTAMU H
NPUBBIKAIOT K JIEJIOBOMY BHUPTYJIbHOMY B3aMMOJICHCTBHIO CO CIIY)KAaIllUMHU
MPEANPUATHHA.

Kaxnas 3amada cOOpHHKA CONEPXKUT OOLIMPHYIO TEOPETUUYECKYIO YacTh C
WUTIOCTPALUSIMHU, PYKOBOJACTBO K BBITIOJTHEHHUIO 33/1a4d M MEPEYHU THUITHIHBIX
OIHOOK.

JIOCTOMHCTBOM  JaHHOTO  W3JaHUsl  SBISETCS  €ro  MpaKTU4YecKas
HaNpPaBIEHHOCTh, COOTBETCTBYIOMIAS TPOMUITIO O0yUEHUs CTYICHTOB.

COOpHHMK TOATOTOBJIEH ISl CTYACHTOB, YK€ 3HAKOMBIX C TEXHOJIOTHEH
MOVCKA HYKHBIX MIA0JIOHOB TECTOBBIX JOKYMEHTOB, HO HE MMEIOIINX HABBHIKOB

HX 3aI10JTHCHHA.

PekomeHpauuun BeaAyuwemy AenoBon Urpbl

Ileap nenoBOM WIphl 3aKIIOYAETCS B Pa3BUTUM NPAKTUYECKUX HABBIKOB
paboOTBl € DJIEKTPOHHBIMU JIOKYMEHTAMM U JIEJIOBOTO B3aUMOJEHUCTBHUSA
IIOCPEACTBOM DJIEKTPOHHBIX CPEACTB CBA3U C APYTMMM JIFOABMH, HAIIPUMEP, CO
CIIY’KalllUMH TIPEATPUATHUN.

3agaum  €I0BOM  MIPhl — HAy4YUThb YYAaCTHHKOB  HMCHOJIb30BATh

p33H006p33HbIe 111a0JIOHBI IJis1 Co3aaHusl IMPOU3BOACTBCHHBIX IOKYMCHTOB U
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HAy4YUTh WX DOTUKETY B3aUMOJEHUCTBUS C COTPYAHHKAMU [OCPEACTBOM
AIIEKTPOHHBIX CPEACTB CBS3H.

[IpenonaBarenb, Beayluuid KOMIUIEKC JaOOpaTOpPHBIX padOT MO 3TOU
TEMaTUKE, MOXET CaMOCTOSITENIbHO W3MEHHUTh CLEHApUN JI€JIOBOMl HWIPBHI,
YCIIOKHUB WJIH YHPOCTUB €€ B 3aBUCUMOCTH OT CTEIEHH MOATOTOBJIEHHOCTH
ciaymaTesned u uenel oOydeHwus, WM BOCIOJb30BAThCSI TOTOBBIM CIIEHAPHEM,
ony0arMKoBaHHBIM HIKE (cM. CueHapuii 1e10Boii Urpsbl, cTp. 9).

Ilepen Hayanom JAENOBOM WIPHI CIEAYET O3HAKOMWTH CIyLIaTelend ¢
UH(POPMAIIMOHHBIM HAIMOJHEHUEM JTOr0 PYyKOBOJACTBA. [losICHUTH mOHATHE
aytcopcunra (cm. AyrcopcuHtr, crp. 10) u npenmymiecTBa HCIOIb30BAHUS ITON
dbopmbl 1e710BOM aKTUBHOCTH. [TosICHUTH HAa3HaueHHE 11A0JOHOB U UX BHUJIOB B
TekctoBoM mporeccope MS Word, (cm. Illadaonsl m macrtepa, ctp. 13).
OOBACHUTH CLIEHApH NEJOBOM WIpbI, €€ IeNd U 33Jayd, a TaK K€ yACTUTh
BHUMaHuE TOPAAKY (GOpMUPOBAaHHUA OT4ETAa IO JEJIOBOW HWIPe U 3alluTe
CHEJIAHHBIX PEUICHWIl, B TOM YHCJIE — CAMOTECTHPOBAHUIO IO KOHTPOJIbHBIM
BorpocaM (cM. IlepeueHb KOHTPOJIBLHBIX BONPOCOB, cTp. 58).

[locne 3ammThl OTYETOB PEKOMEHIAYETCS caenaTb OOOOIEHHWE HTOIOB:
OOBSCHUTH XapaKTepHbIe OMIMOKH, OTMETUTh WHTEPECHbIE PEIICHUS U Ha3BaTh
MMEHAa YYAaCTHHKOB, YCICIIHO BBINOJHUBIIMX 33JaHUS JECJIOBOM WIPHI.
[To3mpaBuTh Bcex W OOBSIBUTH MMEHA MPUHATHIX HA BAKAHTHBIC JOJKHOCTH

ayTCOpCepOB.

CueHapumn oenoBoun Urpbl

[Ipenmomnaraercst, uro cymecTtByer Hekas kommanus, "N" (Ha3BaHue
IPHUIyMBIBAET MPEIO/IaBaTeib), KOTOpas HMINET ayTCOPCEPOB JJIs OpraHU3alliu
e€ IpeCTaBUTENILCTB B HECKOJIBKHUX Tropojiax Poccun.

[Ipeanonaraercst Tak e, YTO KaXAbld CTyJAEHT YYEOHOW Ipynmbl >KEIaeT
CTaTh AyTCOPCEPOM JUISI 3TON KOMITAHWU U yY9aCTBYET B KOHKYPCE Ha 3aMEIICHHE
BaKaHTHBIX JOJDKHOCTEH (Hampumep, peruoHaIbHBIX MEHEIHKEPOB HIIM MECTHBIX
YIPABJISAIONUX ASATSIILHOCTHIO KOMIIAHHH B CBOEM TOPOJIE).

JIngs  ydactuss B KOHKYypCc€  HEOOXOJAMMO  COCTaBUTh  peE3loMe,
COTIPOBOAMTEIIBHOE THUCHMO, W OTOCIATh JTH JIOKYMEHTHI 3JIEKTPOHHBIMH

CPEIICTBAMU CBSI3H.
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[Ipennonaraercs, 4dYTO YYaCTHUKM KOHKypca OyayT TpPHUHATBI Ha
UCTIBITATEIbHBI CPOK, B TEYEHHE KOTOPOTO OHM JOJDKHBI  BBITIOJIHUTH
HECKOJIBKO TMOPYYEHM: CO3/1aTh MPOU3BOJCTBEHHBIM KaleHIaph M KaJeHAAPh
peKJIaMHBIN, a Takke — HWH(QOPMALUMOHHBIA OYKIET TOJBKO OJHOM H3

IIPOIABAEMBIX YCIIYT.

AyTCcopCuHr

JIyist TOrOo 9TOOBI pa3IMYHBIC OPTAHU3ANMN U MPEAIPHUSATHS MOTJIA aKTHBHO
pa3BuBaThCcsi B OOIIECTBE, OXBAaYCHHOM TMPOIECCAMU  KOMITBIOTEPHBIX
TEXHOJOTHA M BceoOmmell rimobanmu3aiuu, HE JOCTaTOYHO MPOCTO JI€JIOBOM
XBaTKM W CMEKaJK{, HEOOXOAWMBI CHEIHalbHbIE 3HAaHUS H  y3Kas
CrieruaIn3amus.

[Ipomo Bpemsi, Koraa OM3HECOM HA3BIBAIH JIEMEHTAPHYIO MEPEIPOIaxKy.
buzHecoM cranu Ha3pIBaTh NPEAIPUHAMATENBCKYIO ACSITEILHOCTD, AIOIILYIO
MaKCUMaJbHYI0 TpUOBLTL TPH HAWUMEHBIINX 3aTpaTrax pecypcoB. YToOb
JOCTUYh TAKOTO COOTHOIICHHWS, PYKOBOJUTEISIM OpTaHU3alHid HEOOXOAMMO
WCITIOJIb30BATh HOBBIC ITyTH HapamuBaHus 3QGEeKTHBHOCTH.

3adacTyio ciaydaercs Tak, 4TO KOMIIAHWS, BMECTO TOTO YTOOBI HAMPABHUTH
BCE YCWIHMS Ha peEIIeHWEe 3aJad, HEeMOCPEJACTBEHHO OTBeUalomux e€
NPUOPUTETHOMY HANpaBICHUIO, BBIHYXKJCHA 3HAYUTENIBHYIO YacTh PECypcoB
TPaTUTh HAa MEHEE BaKHBIC TPOIECCHI, COMPOBOXKAAMOIINE €€ NeITeTbHOCTS,
Takue Kak OyXranTepusi, TEeXHHYECKOEe OOCIy)XHMBaHWE | MPOTPAMMHOE
oOecrnieuyeHue.

Jlns toro utoObl Haubosnee 3PGEKTUBHO UCIOIL30BaTh HMEIOIIUECS
pecypcsl M TONydaTh HAuOOJBIIYI0 MPHOBUIB, 1E1eCO00pPa3HBIM SIBISECTCS
JICNIETUPOBATh HWCIIOJIHEHUE MEHEe BaXKHBIX OINepaldii HEeMOCPEIACTBEHHO
KOMITAaHUSIM, CIICIIHATTU3UPYIONTUMCS Ha TIOJIOOHBIX OIEpaIUsSX W BBHIOTHCHHE
KOTOPBIX SBISIETCS WX CTpaTeTMUECKWM HampaBieHueM. J[aHHBIA MmpoIiecc

PasaciICHUs IMPOU3BOACTBCHHBIX onepauﬂﬁ IMOJIYUHJI HA3BAHUC ayTCOPCHHIA.
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AyTtcopeunr (0T aHri. OULSOUrCING —BHEIIHHII HCTOYHHK) — Iepenada
TPAIUIIMOHHBIX HEKJIIOYEBBIX (DYHKIMIA opraHu3aiuu (Takux, Hampumep, Kak
OyXTanTepCKUi yueT WM peKJiaMHas AeSTEIbHOCTD ISl MAITMHOCTPOUTEIHHOM
KOMIIAaHWM) BHEIIHUM HCIOJHUTEIIIM — ayTcopcepaM, CyOIoapsIauKaM,
CHEIMAIMCTaM CTOPOHHEH (QUPMBI;, OTKa3 OT COOCTBEHHOTO OHM3HEC-TIpoliecca,
HanpuMep, U3TOTOBJICHUS OTJIMBKY WM COCTaBIIEHUS OaaHca, U MPUOOpEeTeHNE
yCIIyT TIO peaju3alii 3TOro OM3HEC-TpoIecca y APYrou, CrenraaTu3upOBaHHON
opranuzanuu. Pa3sHOBUIHOCTH KOOTIEPUPOBAHUS.

[TpOTHBOMONOKHOCTEIO AYTCOPCHHTA SIBJISCTCS HMHCOPCHHI (OT aHIJL
Insourcing — BHYTPEHHMH WCTOYHHMK) — HCIOJB30BAaHHE BHYTPEHHHX
UCTIOJTHUTEIIEH COOCTBEHHOTO OM3HEeC-TpoIiecca.

OmHMM W3 TEPBOOTKPHIBATENICH COBPEMEHHOTO AayTCOPTHHTA SIBIISETCS
BceMupHo wu3BecTHas ¢upma Kodak. B mawane 90x romoB XX Beka
PYKOBOACTBO KOMIIAHUHM CJII€Jal0 HEOXKMJIAHHBIM BBIBOJ, 4YTO JOCTH)KEHUE
MUPOBOTO JUAEPCTBA B c(epe BBHICOKMX TEXHOJIOTUN HE SIBISETCS OCHOBHOM
[EeNbI0 KOMMaHuH. TakuM 00pa3oM, TONM-MEHEIKEPhl el TepenaTh BCe
WH(POPMAITMOHHO-TEXHOJOTUUECKOE 3BEHO mpennpusTtus kKommnanuu |BM,
KOTOpas Kak pa3 ¥ CTpEMIIIACh K JTUAEPCTBY B JaHHOU cdepe.

[Ipouecc mepemaun HEKIIOUEBBIX (PYHKIMNA CTOPOHHEW OpraHu3aluu
okazaicss  B3aumMoOBBITOAHBIM.  Kodak obOecreumna  cebe  oriamuHOE
WH(POPMAIIMOHHO-TEXHOJIOTUUeCcKoe obOciyxuBanue, |IBM mnonyuuna oueHb
BBITOJTHBIA  JTOJITOCPOYHBIA KOHTPaKT, a cotpyanuku Kodak mnomyuwmim
BO3MOYKHOCTH JTaJTbHEHIIIETO MOBBIMICHUS KBaTU(UKAITUH.

Eme omHuM 3HAaUMTENHLHBIM TPUMEPOM BHEIPEHUS AyTCOCHHTA SIBIISACTCS
xommanus Nike. Ona momnuia eme ganbine, mepeaaB Ha ayTCOPTHHT HE TOJIBKO
MIPOM3BOJICTBO CHOPTHUBHOW OAEKIBI, HO M pACHpOCTpaHEHHE, a TaKKe —
peammzammio. Cama KOMIAHUS CTaja 3aHUMAThCS JIMIIb  JH3AHHOM
MPOU3BOJAMMON OASKABl. OTH KIIOYEBbIE (PYHKIIMKA OBUIM 3aKPEIUICHBI 3a

UHCOPCEPAMH.

1 Paiizoepr B.A., Jlozoeckuii JIL.III., CraponyOueBa E.b. CoBpeMcHHBIH 3KOHOMUYECKHN CIIOBaph. S5 u3.,
nepepab. u gom. —M. : UTHOPA-M, 2007. — 49%.
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Bpewmst mokaszano, uro Takoe pemieHue Obuto npaBuibHbIM. Ceiiuac Nike
NPU3HAHHBIA JHJIEp B MHUpE CHOPTUBHOM onexasl. Ee pa3Butue HabOupaet
BIICYATJISIOLIUE TEMITBI.

PeanbHas BpIrofa ayTCOPCUHIA 3aKIIIOYAETCS €€ U B TOM, YTO MO3BOJISIET
IpY YBEIUYCHUH OOBEMOB MPOM3BOJCTBA COXPAHUTh YMCICHHOCTH CITY>KaIUX
KOMIIaHUM Ha NPEKHEM YPOBHE WIIM JaXKe COKpaTtuTh e€. [laHHBIA mpolecc,
MO3BOJISIET 0OecneYrBaTh POCT KOMMAHUM 0€3 yBEIMYEHHs, a BMECTE C TEM U
0e3 yCIoXKHEeHHs €€ OpraHu3alMOHHON HepapXuu.

Kakue Bumbl ayTCOpCHMHra BCTpeyaroTcsi daie Bcero? J{oBOIpHO YacTo
MOYXHO BCTPETUTD WH()OPMAITMOHHO-TEXHOJIOTHUECKHUI ayTCOPCHHT,
IOPUIMYCCKUN, KaJpoBbIi (KaapoOBbIC areHTCTBA), OyxraaTepckuii (BHEIIHUI
ayJIMT), TPAHCTIOPTHBIN (TPaHCIOPTHBIC KOMIIAHUH) | JIP.

BwmecTe ¢ TeM y ayTCOPCUHTIA €CTh CYILIECTBEHHBIE HEJIOCTATKU:

1. HenoJiHOE UCIOJI30BAHUE PECYPCOB 3aKA34HKA, TAK KAK €CTh PUCK B
nepeaave MmoJIHOro 00bemMa pecypcoB UCIIOIHUTENIO,

2. PUCK MOJYYUTh YCIYTH HEYJOBJIETBOPUTEIHHOTO KaYECTBA, WIH B
HEIOJIHOM Mepe OTBEUAIOIINE MOCTAaBICHHBIM TPEOOBAHUSM,

3. MOXHO MOTEPATH HEOOXOIUMBIH OTBIT B TIEPETAHHON ayTcopcepy chepe
JEATEeIIbHOCTH,

4. 3aBUCHUMOCTb 3aKa3uMKa OT MPOU3BOAUTEINS, —PUCK TOTO, UTO, 3aKIHOUYUB
COTJIAILIEHHUE O MPOU3BOJICTBE, TPOU3BOINUTEIL MOKET CO BPEMEHEM
MOAHSATH LIEHBI HA BBIMTYCKAEMYIO MPOIYKIIHIO,

5. ecnu KOMIaHUA nepeaaéT Ha pa3pabOTKy KaKHe-TH0O0 CUCTEMBI, €CTh PUCK
MONAacTh B 3aBUCUMOCTb OT UCIIOJIHUTENS 3aKa3a. KoMmmanusi, kotopas
BeJIET Pa3pabOTKy CUCTEMBI, CTAHOBUTCS 00JIajaTeIeM BaKHEHIIIEH
nHpopmaruu.

Ho yka3zaHHble HEAOCTATKM MOTYT OBITh YCHEIIHO pPEUIeHbl MPABWIBHO U
THOKO COCTaBJICHHBIMH JTOTOBOPHBIMU OOS3aTEIHCTBAMHU B3aMMOICHCTBYIONINX
ctopoH. [loaTomMy 00 ayTcopcuHre TOBOPAT Kak O MpOIEecce, HMEIOIEM
HEIJIOXUE TEePCIEKTUBBI, U KOTOPHIH B OyayIIeM MO MPOrHO3aM CIEIUAINCTOB
OyJeT TOJIBKO Pa3BUBATHCH.

AyTCOPCHUHIOBOM AEATEIBHOCTBIO MOXKET 3aHUMATHCSI HE TOJIBKO OTJIEJIbHbBIC

NpCANpHrATHA, HO U OJMHOYHBIC CIICHUAJIMCTHI. Mx Ha3bpIBaoT ayTCopccpamMu.



13

AyTcopcep — BHEUIHMH  HCIOJHUTENIb, CTOPOHHHHA  CIELHAIUCT,
CyOnOJpsAIUMK, BBICOKOKBATU(HUIIMPOBAHHBIA CIEIUAIUCT, BBITOJHIIOMINN
94acTh TPAJAULIMOHHBIX HEKIIIOUEBbIX (DYHKIIUN OpraHU3alHH.

@DaKTHYECKH ayTCOPCEP MOXKET BBIMOJHATH PaboTy, AJIUTENBHOE BpeEMs
HAXOsCh WM TPOXKHUBask B JIPYrOM TOpOJE, WU Jaxe B JPYrol CTpaHe,
B3aMMOJICHCTBYS C 3aKa3YMKOM TOCPEJCTBOM 3JIEKTPOHHON MOYTHI, TeJaedoHa 1
(paKCUMHUIIBHON CBSI3M, MOJTy4as OIJIaTy 3a TPYJ SJICKTPOHHBIMHU IIIaTEKAMHU.

[Ipoueccel 3neKTpOHHOTO OOMeHa HHGpopManuell MEeXIy 3aKa3uhuKoOM U
ayTCoOpCcepoM JOJKHBI OBITh CTPOTO PETIAMEHTUPOBAHBI  CHEIHAIBHBIM
TUKETOM DJJIEKTPOHHOTO JEJONPOU3BOJACTBA M BJICKTPOHHBIMU IIa0JIOHAMU

JOKYMCHTOB.

LLlabnoHbl N MacTepa AOKYMEHTOB

B anekTpoHHOM Jenonpou3BOJICTBE MOJB3YIOTCS HAa0OpaMu OJXHOTUITHBIX
JOKYMEHTOB, TIOCKOJIbKY NPHUMEHEHHE JJIEKTPOHHBIX IIa0JIOHOB SBISETCS
HaunOoJiee paroOHAIbHBIM IPUEMOM CO3/IaHUS U UCTIOIb30BAHUS TOKYMEHTOB,

Co3aaB mabyoH O/IMH Pa3, M UCIOIB3YsI €r0 MHOTOKPATHO B TIOCJICIYIOIIEM,
KOHOMHTCS BpeMsSI M MOXHO M30€XKaTh OMMUOOK MPH TMOATOTOBKE CIEIYFOIINX
OJTHOTUITHBIX TOKYMEHTOB.

Ouenp OBICTPO C TMOMOLIbIO IMIAOJOHOB C€O37aBaTh JOKYMEHTBI, YacTo
UCTIOJIb3yeMbI€ B JINYHOH JIEATENILHOCTH U Ha MPEANIPHUITUAX .

[ITaGtoHBI, copepkamuecss B TeKCToBOoM mporieccope Microsoft Word , u3
nakeTa npukiaaaeix nporpamm Microsoft Office, aktuBHO ncnonb3yroTes s
YCKOpEeHHs co37aHus U OQOpMIICHUS JOKYMEHTOB. 3a CUET MHpPUMEHEHHS
11a0JI0HOB O00ecreuynBaeTCs 3HAYUTEIbHAS SKOHOMUS BPEMEHH U JOCTHraeTcs
&KellaeMoe eIMHO00pa3ue OAHOTHITHBIX TOKYMEHTOB.,

Ilabjaonubl — 3T0 (aiiibl, coaepkaliie CTPYKTYpY M HHCTPYMEHTBI ISt
CO3JIaHUs B TOTOBBIX (DaiIax TaKMX 3JIEMEHTOB, KaK CTHJIM M MAKeT CTPAHHMIIBI.

Pa3zHoo0Opa3ute mabaoHbl, UMEIOUIHEcss B TEKCTOBOM peaakrope Microsoft
Word, no3possitor "Mactepa 111ada0H0B".

MacTepa mad/J0HOB — 3TO MPOrPaMMBI, 3aJa0LIHE BOIPOCHI, a 3aTEM II0

OTBETaM CO3/IAf0IINE PA3HOOOPA3HBIC TA0IOHBI.
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Tecrossiii mporueccop Microsoft Word coaepxut miaGiaoHbl A1 CO3IaHMS
pa3IMYHBIX JTOKYMEHTOB, HalpuMmep, muceM, (akcos, Opomrop u ap. [1 — 10].
JloroTHATE IbHBIE MA0IOHBI B MacTepa MOXHO HalTh Ha caite [12] koMmmanuu
Microsoft.

B obOmem citydae, korjma npu 3amycke TeKCTOBoro mpoieccopa Microsoft
Word unun Haxkatus kHorkd Co31aTh co31aETCsI HOBBIW MyCTOW JIOKYMEHT — IO
YMOJYaHUIO OH YK€ Ma0JIOH, UMEIOIINI TOTOBBIE CTUITU M PA3METKY.

Kpome TOro, mabimoH CIyXUT [Js XpaHEHUS YacTO HCIOJIb3YEMBIX
00OBEKTOB aBTOMATH3AaI[MU. JJIIEMEHTOB aBTOTEKCTa, MAaKpOCOB, TMaHeNeil
MHCTPYMEHTOB, HACTPAUBAEMbIX MEHIO U COYETAHUN KIIABUIII,

Kaxxapiii 1mabioH MOXHO peJakTHpOBaTh, YTOOBI M3MEHHTH CTaHIApPTHOE
dopmatupoBanne wiu 100aBUTH TekcT. HacTpoeHHBIE TMOJIb30BaTEIEM
AJIEMEHTHI, XpAaHUMBIE B IIA0JIOHE, HOCTYIHbBI B TOKYMEHTaxX, CO3/JaBaeMbIX Ha
ero ocHoBe. [loaTromy B maGioHe 1eneco0Opa3HO XpaHUTh HEU3MEHSEMbIe
JaHHbIE. HANMEHOBAHUE OPTaHU3aINH, aJJpEeCHbIE CBEJICHUS, JIOTOTHII U AP.

B tekcroBom mporeccope Microsoft Word (MS Word) ma6i1oHbl MOXKHO
OTKpbITh 4epe3 MeHio Daiy, komaHna Co3mars. Ha nanenu Co3panue
JAoKyMeHTa BbIOpaTh MyHKT Ha Moém komnbroTepe (Pucynox 1).

Otkpoercst okHo Hla6aoubI ¢ BKIaakamu (PucyHok 2):

* O6mue. (Conepxur madnons: HoBslii fokyment, Web-crpanuna,
Coo011eHne 3JIeKTPOHHOM MOYTHI);

o Jlpyrue nokymeHntsl. (Comepxurt mabdnonsl: Pe3rome, Macrtep
pe3iome, Mactep noBectok, MacTtep npeodpa3oBaHuii);

e 3anucku. (CoaepKuT a0IOHBI; 3aNMCOK 1 MacTep 3alHCOK);

*  Otuértnpl. (Comepxut MmabdIOHBI OTYETOB);

e IIucsma u dpaxcsl. (ComepkuT madIoHB (PaKCHMUIBHBIX
coo0menunii, Macrep paxcos, Macrep kouBepToB, Macrtep
NMOYTOBBIX HaKJIeeK, MacTep nucem u pazHooOpa3HbIie MIaOIOHbBI
ITUCEM);

» Ily6amkamuu. (Conepxur madnons: bpouropsl, Iuccepranuu
CnpaBounuka, PykoBoacrpa);

o Chausnue (ComepxuT mabIOHBI IS CIUASHUS: (PAKCUMIITBHBIX

COOOIIIEHUH, aJIPpeCcOB, ITUCEM).
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HIApTHOE W] Bef-cTpariua ) BeO-y3ie
FOBATEneM ] CooflweHHe 3neKTROHHOR NoYTEl Microsoft Office
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MEeHAeMEIE WabnoHb!
MoKCK B CeTH:
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MoCREAHHYE HCNONb30BABIIMECH
wabnoHbI

Pucynok 1. Ilaneas " Co3nanue nokymeHra"

Bxnaaku ¢ rpynnamu 1ma0a0HOB ’

[HabaoHb

| Dfiwme | APYrve AOKYMEHTE! | 3anmcki | OTHETE! | MHobma bdakcel | MyBarkauim | CvaHmre |

@—I S E:_I & |EEE
MpocMoTh
M3BICKaHHOE MacTep B MacTep NOEECTOK —
pESHIME KaneHaaper PR 1

N @ g

MacTep MacTep pesHIME SRS = ia TN =T Sal]

[[Tabmonb! HA BEO-y3I1E
Microsoft Office

npenfpasosaHuA PESHIME
C034aTe
CTaHAapTHOE --
PEsHIME o () aokyment () watnod
p
[ LafnoHer Ha wane Office Online ] [ Ik, ] [ CTMEHA J

Pucynok 2. Oxno " llla610Hb1"

HyxHp1il mabnoH A KaxIod 3alayd HaxOJUTCS B COOTBETCTBYIOIEH

BKJIQJIKE.
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IIpr co3maHuM [OOKyMEHTa C UCIIOJIb30BAaHUEM MACTEPOB Ha DJKpaH,
BBIXOJHMT CEpUsl CIEIHAIbHBIX OKOH (A1 3TOro HAAO0 TOCIEAOBATEIbHO
HaKMMaTh KHOMKY Jlajee), B KOTOpPBHIX CJeIyeT BBIOMpATh NapaMETPhI
CO3/1aBa€MOI0 JOKYMEHTAa, BBOJIUTH TEKCT B COOTBETCTBYIOUIME MOJA U T. 1.

(Pucynok 3).

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

OTHEHS { flanee = [oToED

Pucynok 3. Oxkno "Mactep pe3tome”. Havano padoTsl

Ecnu 4to-TO He ObLIO YKa3aHO WUiU TpeOyeTCsl UCTIPABUTh BBEJIEHHOE paHee,
¢ moMo1nbo kHonky Ha3zaa Bceryna MOKHO BEPHYTHCS B IPEABIAYIINE OKHA.

MosHO mpormycKkaTh OKHa, HUYEr0 B HUX HE yKasbiBas. B mo0Oom okHe
MOXHO OCTAaHOBHUThCA M HaxaTh KHONKYy IL'oroBo. s ynoOctBa mepexona
MEXIy OKHaMH MOYHO TOJIb30BaThCsl 3ar0JI0OBKaMHU B JIEBOM YaCTH OKOH.

JUist co3nanusi TOKYMEHTOB MOKHO TIOJIb30BaThCsl HE TOJBKO I1abJ0OHaMHU,
YCTaHOBJICHHBIMH Ha KOMIIbIOTEpE, HO U IIA0JIOHAMM, HMEIOIIUMHUCA B
Hurepuere Ha BeO-y3ne Microsoft Office caiita xopropamuu Microsoft. dis
sToro Hazo Haxarh kHonky Illaémonbl Ha y3ae Office Online (Pucynok 2)

1
(koMIIBIOTED JIOJDKEH OBITH TIOAKIIOUEH K MIHTEepHeTY) "

! lononuuTenbHas mommepxkKa dnTareleii — no agpecy: http://www.rabota-autsorserom.narod.ru/shablon. htm
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Jlpyroii cmoco6 monydeHus madiioHoB ¢ BeO-y3ma Microsoft Office — B
obnactu 3amau Co3manme nokymeHTa (PucyHok 1) ciemyer MICIKHYTH IO
ccouike Llla6aonbl Ha y3ae Office Online.

[Mpu Hamuunu NONKIIOYEHHUS K VIHTEpHETY aBTOMATHYECKH 3aIlyCTUTCS
nporpamma o6o3peBareist lareprera u Oyzer 3arpyxena crpanuna LHadaonbl
Microsoft Office — nomamnsis crpaHuna.

Pesynbprarom paboTel MacTepa sIBISETCS aHKETa C YaCTUYHO BBEACHHBIM U
0()OPMIICHHBIM TEKCTOM, & TAK)KE — YCTAHOBJICHHBIMH MOJISIMH CTPAHUIIBI.

Kak u npu wucnomp3oBaHuM MmAOIOHOB, B JOKYMEHTE MOTYT OBITh
IPEIyCMOTPEHBI TOJIST ISl BBOJA TEKCTa (OHM OTOOPaXKaroTCsS CEPhIM IIBETOM),
BO3MOJKHO, C TTOJICKa3KaMHU.

Ecnu ankera, chnemaHHas, HampuMmep, ¢ moMolnbio Macrepa pe3iome He
OyIeT COOTBETCTBOBATH TPEOOBAHMSM pEanbHOrO OTAETa KampoB' (ecim
TaKOBBbIE TPEOOBAHMS CYIIECTBYIOT), TO BCE MOXKHO OBICTPO MepeodOpMUTH,
U3MEHHB TOJBKO COOTBETCTBYIOIIME CTHJIM TEKCTa, B TOM 4YHCIE —
OTPEIAKTUPOBATh TEKCT pe3toMe. Ho Takue ciaydam OBIBAlOT PEAKO TOCKOJIBKY
rJaBHOE B pe3toMe (Ia ¥ B JIIOOBIX OJIaHKaX) — 3TO MAKCUMAJIbHO IOJIHOE U
OJTHOBPEMEHHO KOMITAKTHOE U3JI0KCHHUE CBEICHUI.

[TonpoOHee 0 co3maHuu JOKYMEHTOB Ha OCHOBE IIA0JIOHOB CM. B UCTOUYHUKE

[1].

3agava 1. Pabota c wabnoHom "Pe3ome"

Kax 0»I mapagokcanbHO 3TO HHM 3BYYaJiO, HO KaXKIbI W3 HAC MPEACTABISIET
coboif Hekui "ToBap" Ha pbIHKE Tpyaa. JIMYHBIM TOBap, KOTOPBIA MBI
BBICTABJISIEM MU MPOJAXHU Ha PHIHOK, — 3TO HAIM 3HAHUS U CIIOCOOHOCTH,
HaIIU pe3yJbTaThl U JOCTHXKEHHUSI, IEJI0Bas peryTalus U y3HaBaAE€MOCTb.

NMeHHO ATH TapameTpbl, a TaKkKe HX TPaMOTHAas W WHTEIUIUTCHTHAS
"ynakoBka' ONpENEssOT YPOBEHb HAILIErO NPOABUMKEHUsS. Takol "ymakoBKOM"
SIBJISIETCSI pE3IOME.

Pestome (pp. résumeé) -aHkera, 3amojHseMasi KaHIMIATOM Ul HaiiMa Ha

paboty, couepxamas HWHOOPMAIMIO O €ro HaBbIKaxX, ONBITE PadOTHI,

! CoBpemennbie kampossie cyx6bl B CILIA HaspiBatot "xeaxantep” (anri. headhunter exoTHuK 3a rooBamu).
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oOpasoBanum U Jp. B cTrpanax EBpombl 3TOT JOKYMEHT Ha3bIBACTCS JIATHHCKHM
TepMuHOM “curriculum vitae", 4to a0CIOBHO NIEpEeBOAMTCS Kak 'aopora
KU3HU', ">KU3Heonucanue", "Kparkas aproonorpadpus’.

3anosHeHWe TaKOW aHKEThl JJIA TpuemMa Ha PaboTy HE MPeayCMOTPEHO
TPYJIOBBIM 3aKOHOJIATEILCTBOM Poccmiickoit ®Denepanmni U MOXKET OBITH
OCYIIECTBJICHO TOJBKO IO JKEJIaHHWIO MpeTeHicHTa. Ho Takue aHKeThl JaroT
paboToaaTeNsiM MUPOKYI MH(OPMAITUIO O MOTEHIINAILHBIX KaHIUIaTaX Mepe;t
npoBeJeHHEM co0OeceoOBaHUS M IOMOTaloT OBICTPO BHIOpaTh HYKHOTO
COTPpYJHMKA CpeAr MHOTOYMCIICHHBIX TMpeTeHAeHTOB. [loaToMy pestome
aKTUBHO HCTOJB3YETCS MMM JJII OCYIIECTBJICHHS KOHKYpCa JOKYMEHTOB TIPH
HaliMe COTPYAHUKOB Ha paboTy.

JIJIsl TOTEHIMANBHOTO KaH/AHWIaTa Ha BaKaHTHYIO JOJDKHOCTH PE3IOME — HE
CPENCTBO TMOMY4YuTh paboTy. DTO CpeACcTBO co3marh O cebe TmepBoe
BrieuaTieHue. [IpaBuIbHO COCTaBIIGHHOE PE3IOME — TJIABHBIA apTyMEHT IS
MOJTy4eHHsT paboThl cBoel MeuThl. OT TOT0, HACKOJIBKO MPaBUIBLHO COCTABIICHO
pe3loMe, 3aBHUCUT KaKOe pCIIeHWE OTHOCHTEIIbHO KaHAWJIaTa IPUMET
paboToarelnsb.

[Tepen HauaaOM COCTaBJICHHS pe3tOME MO MIA0JIOHY CIEAYyeT PelInuTh, YTO U
KaK cleayeT B HEM Hamucath, W OBITh TOTOBBIM K ATOMY 3apaHee, YTOOBI
MOJIYYHBIIIASICS. B PE3YJIbTATE aHKETAa BHITOAHO OTIMYAIACh OT AHAJIOTHYHBIX,
COCTaBJICHHBIX KOHKYPEHTaMH, BO3MOXHO 00Jiee MOATOTOBICHHBIMHU WK OoJiee
SHepruyHbIMM. Haso 3apaHee XOpOIIO MOATOTOBUTHCS M HAIMCATh €r0 TaKHM,
9TOOBI M3 BCEX MPETECHICHTOB BEIOpAT MMEHHO Bac.

[IpaBuna 3amoHEHUS pEe3IOME €CTh Ha KaKJIOM caiTe momcka padoTel. Bee
COBPEMEHHBIC COMCKATeNn OO0S3aTEIhHO BOCIONB3YIOTCS UMU ke. [loaromy
TaKUMH TpaBWJIAMH HEJIb3s OrpaHu4YuBaThbes. I[locTapaiiTech HAaWTH HOBBIC
XOJTbI, KOTOPBIE BBIACIIAT BaC CPEIN OCTAIbHBIX.

JIIst  MTOCTHMKEHUST COOTBETCTBYIOIIETO BHYTPEHHETO HACTPOS, TMepen
3alOJTHEHUEM  pe3loMe, KOoTopoe  Oymere  OTChUIaTh  paboToaaTelNto,

o 1.
BOCIIOJIB3YUTCCH ITpaBUJIaMU .

! Pexomennaimu co3nanel Ha ocHOBe craThbu: Muxaun [ py3aeB. MajieHbKHE XUTPOCTH COCTABICHUS PE3IOME.
Kak Beiienutbest u3 “cepoit maccel" mperengentoB? Illkona xwusnu. http://shkolazhizni.ru/archive/0/n-36006/
(IIposepeno na 06.01.2011).
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1. Cobepure kak MOKHO OoJibIlie HHGOpPMALIUK O (pupmMe, B KOTOPOIt
X0Ten0ch Obl paboTaTh. M3 J1I00BIX JOCTYMHBIX UCTOUYHUKOB: MHTEpHETA,
nocemieHus orca KOMIaHUH B KAU€CTBE KIMEHTA, TMUYHBIX Pa3rOBOPOB C
nepcoHanoM kommnanuu u ap. [lomydennas nundopmarus Oyner camoi
1eHHOW. BO3M0XXHO, 4TO yacTcs y3HaTh TaKoe, 4TO pa3yoenuT
yCTpauBaThCsi UMEHHO TyJa. A BO3MOKHO, U Ha000poT. Ocobo Haa0
00paTuTh BHUMAHKE HA JIETAIH, KOTOPbIEC MPEANPUATHS CTAPAIOTCS
CKPBITh OT IMOCTOPOHHETO B3rsiAa. Menoueii Ob1Th HE MOXET. Be€, uto
y3HAJIH, HY>KHO 3alicaTh U CUCTEMAaTU3UPOBATh.

2. BonbIIMHCTBO cTaTel, Iie pacCKa3bIBAeTCsl, KaK MPAaBHIIbHO 3aMOJHUTh
pe3ioMe, He COBETYIOT IpujaraTth cBoé poto. Ho ecim oHO BCE ke
MPUIOKEHO, paboTOAATENb 00513aTEIBHO €r0 IOCMOTPUT, MOTOMY YTO OHO
ero o4yeHsb 3auHTepecyeT. Kak 0p1Th? Eciiu uyBcTBYETE, UTO (DOTO HYKHO U
JaCT JOTOJIHUTEIbHBIE TPEUMYIIECTBA, MOCTYIUTE OCOOEHHO JEIUKATHO,
OTOMY YTO ()OTO MOKET ¥ CUIILHO [TIOMOYb, U CUJIIBHO HABPEIUTb.
[Ipexne Bcero —pasmep GoTo T0KEH ObITh HEOOJBIIIUM U 110
reOMETPHUUECKUM pa3Mepam (€ciid BKICUBACTCS B pe3loMe) U B OalTax
(ecim pe3ioMe OTIPABIIACTCS MO HIEKTPOHHOM MouTe’ — IOMHUMO TOTO,
YTO 3TO CO3/ACT JIMITHUN TpaduK pabOTONATEIO, 3TO €IIe U JYPHOU TOH).
CHUMOK J0JKEH ObITh MOPTPETHBIM, O€3 MOCTOPOHHUX MPEIMETOB U
aroaed. ToT popMar crienragIucTaM Mo nepcoHanry Haubosee NpPUBbIUEH.
Jlyuie, ecniu Ha CHUMKe OyzIeTe B OJI€Xk/I€ TOrO CTUJISl, KOTOPBINA MPUHSIT,
TJIACHO WJTU HETJIaCHO, B KOMIIAHUHM, Ky/1a XOTUTE YCTPOUTHCA. Y3HATh,
KaKyl0 OJIKIy HOCST B JaHHOW KOMIIAHUH, HETPYJHO, AJI 3TOTO U €CTh
npeaBapUTeNbHBIN 3Tan coopa uHbopmaruu. /i oTnpaBku no pakcy
pe3tome ¢ dpoTorpadueit He MOJOIAET: KauecTBO OyAeT oueHb mioxoe. Ha
ATOT ClIy4aill Hy>)KHO UMETh pe3toMe 6e3 ¢oTorpaduu. B obdiiem cirydae
Hanuuue Gpororpaduu BeIACISICT pe3toMe Ha (oHE OCTaNbHBIX. braromaps
dboTorpaduu pe3roMe MOTYT JTyUIlle 3aIOMHUTh U OBICTPEe HANTH Cpen
MAaccChl APYTUX B cllydyae HE0OXOAUMOCTHU. Y 1agHoe (HOTO B pe3toMe

IOMOXKET YCTPOUTHCS Ha pa60Ty, €CJIn AJid HaHHOﬁ BaKaHTHOM JOJDKHOCTHU

! U3-3a Gonbiroro pazMepa JBJICKTPOHHOC MHCbMO MOKET NOIMACTh B Cl'IaM'q)I/IJ'II)Tp PasMep 3HeKTp0HHOﬁ

¢dhororpadun He nomkeH npepbimars 30-40KkuT00aiT.
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BHEITHOCTh BakHa. Hampumep, 71s cexperapeid, mpoMOyTepoB,
IPOAABIIOB-KOHCYJIFTAHTOB M T.I. Tak)ke HA MHOTHX TO3UIIHSIX, T/Ie
TpeOyroTCs 00JIee OMBITHBIC U B3POCIBIC COTPYAHUKH, TTPE3eHTA0CTbHAS
BHEIITHOCTh paOOTHUKA, TEM HE MEHEE, OUEHb Ba)KHA ISl pa0OTOaTENICH.
. MoXHO yKa3aTh B Pe3IOME CBOM MAJICHbKUE CIIA00CTH. ITO BBIJEIHT BaC
U3 TPYMIBI TeX, KTO MUAIIET O ceOe TOIBKO MOJOKUTENbHYIO HH(OPMAIIUIO.
Ot sTOrO MOBEpHE K BaM pe3ko Bo3pactéT. OMHAKO mocTapaiTech
MOKa3aTh B Pe3IOME, KaK 3TH MAJICHBKUE CIIA00CTH KOMIIEHCUPYIOTCS
OOJBIIMMU TIPEUMYIIIECTBAMH.
. Kparko ynmomsiauTe 0 X0001 1 THYHBIX MPUBS3aHHOCTSX. Jlyure, ecnu
OHHM OyIyT COBIAAATh C YBICUCHHUSIMHU PYKOBOIUTEINICH U BIIaIENIbIIa
(BnazmenbiieB) KoMImaHuu. (ITy HHGOPMAIIHMIO TOXKE JKEIATEIbHO TOOBITH
eIIé 0 COCTABIICHUS Pe3toMe).
. Henb3s ymoMuHath HUA B TOKyMEHTAX, HHA MPU COOECEIOBAHUH ABYX
HETaTUBHBIX CBEJICHUMN:

* 0 IUIOXUX CTOPOHAX MPEIBIIYIIEro MecTa paboThI,

* 0 TOM, KaK JaBHO uIIeTe padoTy.
. He npeyBenuunBaiite cBoM q0oCTH)EHUS (TPEYBETUIHBAOT OOJIBITUHCTBO
npereHeHToB). [ToToMy 4TO Mpu codbece0BaHUM 3a1aAyT 00sI3aTeIBLHO
BOTIPOC O TOM, KaKHMH ITyTsIMH 3TOTO nocTuriu. Ecnm 3apanee coctaBute
yOemUTeNbHBIN 1 MPaBIUBBIA OTBET, 3TO TOXKE BBIJICIIUT BaC U3 BCEX
npeTeHaeHTOB. [IpaBIuBBEIM OTBET NOKEH OBITH MOTOMY, YTO KOTJa
OyzneTe mpuHITHIMA Ha PabOTY, TOJDKHBI OyAeTe OBICTPO MOATBEPIUTH
3asIBJICHHBIC TOCTHKEHUSI.
. Eciiu ecTh 3HaKOMBIH pyKOBOAMTENb (KAKUM OBl MEJIKUM OH HH ObLIT B
BaIIMX TJ1a3ax) 00s3aTEIbHO TIOKAKUTE €My CBOE pe3foMe — ITYCTh
MOKPUTUKYET. 3aMeUaHus, KOTOPhIE BEICKAXKET PYKOBOIUTEIb-TIPAKTHK,
MOTYT OKa3aThcsi OeClieHHBIMU. Eciin sKe pyKOBOIUTENEH HECKOIIBKO,

HOCTapaﬁTCCB ITOKa3aTh BCCM.
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8. IogyMaiiTe 0 TOM, KaKk GyeTe OTBeUaTh Ha "3alpeTHbIC BOIPOCH!' ~ (eciu
OHU OY/yT): O MOJIMTHKE, PSIUTUN, HALIMOHATIBHOCTH, MaTEPHUATLHOM
MOJIO’KEHUH, OBIBIIEM PYKOBOJCTBE, TMUHBIX Mpobiemax u Ap. C Touku
3pEeHUs 3aKOHOIaTEIbCTBA COMCKATENb HE 0053aH OTBEYATh Ha MOJO0HBIE
Bonpockl. Ho 3aKpbITOCTh coMCKATENst MOKET HACTOPOKHUTh
pabotonarens. Eciu BbI 3auHTepecoBaHbl MMEHHO B JAHHOW paboTe U BaM
HEYEro CKPhIBaTh, TO B MOJAOOHON CUTYaIIUH JIy4Ille OTBETUThH Ha
3aIllpeTHbBIE BOMPOCHI, BE/Ib MIPH MpUEME Ha paboTy BCE TIIATEIHHO
CKpBIBAEMOE PaHO WJIU TIO3/IHO BBIWAET HapyxKy. OgHaKo monpooyiTe
MIOCTAaBUTH C€0s1 HA MECTO PabOTOIATENS: BOIIPOCHI, HAIIPUMED, O 3I0POBHE
Y BPEIIHBIX TPUBBIYKAX 3a9aCTYIO CBSI3aHbI TUOO C 0COOCHHOCTSIMU
OpTraHM3aliy TPYyJa B KOMIIAHHUH, JTHOO0 C YCTAHOBKAMH, TPUHSITHIMU B
KoJuiekTuBe. OOBIYHO KaJpOBUKH PACIICHUBAIOT HEKEJIaHHE OTBEYATh Ha
10/I00HBIE BOIIPOCHI KaK MOMBITKY YTO-THOO CKPBITH OT pabOTOAaTElIs.
Pa3zymeercs, ecnu Ha 1Ba-TpU BOMpoOca Bbl B KOPPEKTHOM popme
OTKa)XETEeCh OTBEYaTh (HampuMep, OTMETUB, UTO JJAHHASI TEMa IS Bac
CJIMIITKOM JIMYHAS, UJTH, YTO TTOKA TI0 KOHKPETHOMY BOIIPOCY HE BCE SICHO
JlaKe JIJIsl BaC CaMoro), HUYEro TUI0OXOTo He mpou3oiaet. Hekoropsie
CHEIHMAMCTHI M0 MOAOOPY MepcoHaia UCHOIb3YIOT MOJOOHBIE BOIIPOCHI
JUIS IPOBEPKU JIMYHOCTHBIX KaueCTB KaHUAaTa, €ro peakluy Ha
HECTaHIapTHBIE cuTyaruu. Eciu Bbl mpeTeHayeTe Ha paboTy, HAPSMYIO
CBSI3aHHYIO C OOIICHHEM, TO Balll IMOIIMOHATIBHBIN THOO TPyOBIid OTBET
MOJKET MOCTYXUTh MOBOAOM i oTKa3a. C Touku 3penust TpymnoBoro
kozekca Poccuiickoit denepannu BOMPOCH! O CEMbE, 3I0POBbE,
YBJICUEHUSX HE SBISAIOTCS 3anpeTHbIMU. Ho paboTomaTento oHu
MIO3BOJISIIOT COCTaBUTh 00JIee YeTKHA TMIHOCTHBIN TOPTPET COUCKATETIS.

HOC—)TOMy, CCJIM KaHANAAT 3aMHTCPCCOBAH B pa60Te, Jy4dme 4€CTHO

! I[Hf[ CIOpaBKMU. €CJIIM HHTECPBBLIOCD aMCpHKaHCKOﬁ KOMIIAHUU  CIIPOCUT, KAKOI'O BCPOUCIIOBCAAHUA

NPUACPKUBACTCS KAHAUIAT, €[0 MOTYT OOBHHHUTH B IUCKPUMHUHAIIMY U NPEABIBUTH CyAcOHBIN UCK. Bo MHOrHX
IpYTUX CTpaHaX MOJXHO, HE OIacasich IOPHUIMYECKOW OTBETCTBEHHOCTH, CIIpAalIMBaTh MIPO BO3PACT,
HAIIMOHAJIFHOCTh, CEMEWHOE TOJI0KEHHE, BEPOMCIIOBENAaHNE W IOJIMTHYECKHE B3TIinbl. OmHAKO HETHCaHBIC
3aKOHBI JICJIOBOW ATHKH HE OJOOPSIFOT TaKoe JIFOOOMBITCTBO CO CTOPOHBI MHTEPBBIoepa. [loaTomy 3aTparuBaHue
CTOJIb JICIIMKATHBIX TEM, KaK MPABUIIO, OOBSICHIETCS HEMPO(ECCHOHATU3MOM KaJapOBOW CITyKObI. MckioueHne

COCTaBIISIET CIyxk0a 6€30IacHOCTH, B 3a/1a9y KOTOPOU BXOAUT MPOBEPKA IMIEPCOHATBHBIX JAHHBIX COMCKATEI.
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OTBETUTH Ha BCE TPYIHBIE BOMPOCHI. ITO MO3BOJIUT €IIIE Ha dTare
cobecenoBaHus U30€KaTh MHOTMX OMIMOOK, JACT BO3MOKHOCTD MPUHSATH
IPaBUIILHOE PEIICHUE HE TOJIBKO pab0OTOIATENI0, HO U CAMOMY
couckaremnto. K Tomy ke mpu mpaBrIIBHOM MTOAXO0/€ JT000H "3anmpeTHBIN"
BOIIPOC MOKHO OOPATUTh B CBOIO MOJIB3Y, OTYEPKHYB IIPH OTBETE CBOU
CUJIbHBIE CTOpOHBI. Hanpumep, BONpOC 0 HATMYUU CEMBU Yy MYKUUHBI
SBJIIETCS] BAXKHBIM 7151 pa00TOIaTENs, TOCKOJBKY KEHATBIM MyKYHHA
cunTaeTcs 00jee 3aMHTEPECOBAHHBIM B IIOCTOSTHHOM pa0boTe, a HeKEHATHIN
OoJbITIe HATICNICH HA ACHBIH U Kapbepy. [[oaToMy B maHHOM Citydae
YKEHATBIA COMCKATENIb MOXKET YKa3aTh CBOU JOCTHIKEHUS, KOTOPbIE
MOKaXYyT €r0 CUJIbHbIE CTOPOHBI, HAITPUMEP, OTBETCTBEHHOCTD,
MOCTOSIHCTBO U CTa0MJIBHOCTD, & HEXKEHATBIA — MOTYEPKHYTH CBOIO
MOOWMIIBHOCTh, TOTOBHOCTh K KOMaHIUPOBKAaM U HEHOPMHUPOBAHHOMY
rpaduky paboT.

MHorue couckaTeau He 3HAIOT U JIaXKe HE 3aJlyMbIBAIOTCSA O TOM, YTO OJHUM
U3 MOILIHEHIINX MAapKETHUHTOBBIX KaHAJOB MPOABUKEHUS WX YHUKAJIBHOCTH U
KOMITETEHIIUU SIBJIIETCA JIMYHOE U MPO(PECCHOHAIBHOE OKPY)KEHUE — JIIOJIU, KTO
3HAET UX U KOTO 3HAIOT OHH.

JlndHas KOHKYPEHTOCTIOCOOHOCTH 3aBUCHT HE TOJBKO OT MOCITYXHOTO
CIIUCKA, BHYMIUTEIHLHOCTH PE3IOME M BOCTPEOOBAHHOCTH 3HAHWM, YMECHHUA H
HABBIKOB, KOTOPBIMU OO0JaJaeT COUCKaTelb. B COBpeMEHHOM MHpE JIHYHAS
KalnuTalInu3aius 3aBUCUT OT TOTO, KTO U KOT'O 3HAET.

Ecnim wms comckatenss Ha CIIyXy — TO €ro C YJIOBOJBCTBHEM OYyIyT
pUrianaTh Ha pa3IudHbie TPOodheCCHOHATBHBIE BCTPEUH, MPOCUTH BBICTYIHTH
Ha KOH(MEPEHIUAX, MPOKOMMEHTHUPOBATh MOCICAHUE TCHICHIIMA U COOBITHS H
BBICKA3aTh CBO€ MHEHHUE CO CTPAHUI] T'a3eT U KypHAJIOB.

Ecnu ke conckaresass HUKTO U3 "'BeCOMBIX" B OOIIECTBE JIFOAEH HE 3HAET, TO
ero pe3roMe OEe3HANEeKHO MPOJICKHUT CPEIH COTEH IMOJOOHBIX COMCKATEIeH
NPECTHKHOW BaKaHCUU. TaKUM CKPOMHBIM COUCKATENsIM OyleT KpalHe CII0KHO
BBIUTPATH KETAHHBIA TEHEP WU TIOJYYUTh TOJTOCPOUHBIN 3aKa3.

[loaToMy Tmpu COCTaBIEHUU peE3IOME, I[OJIE3HO TMOAyMaTh, KOro U3
U3BECTHBIX B OOIIECTBE JIOJEH MOXKHO ObUIO OBl yKa3aTh B 4MCIE CBOUX

3HAaKOMBIX, KOTOPLIC Ipu ciy4dac MOIJIN OBI IMOJOXHUTCIIBHO Bac
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oxapakTtepuszoBarb. PaMUIUK ATUX JHOJIEH, AOJKHOCTH, MecTa paboThl U
ciyxeOHble TeneoHHbIE HOMepa CcJeayeT yka3aTh B pe3iome, JuO0O B
COTPOBOUTENILHOM MHCHME.

CocTtaBuB pe3ioMe, TIOJIE3HO ONpoOoBaTh c€e0s MpuU  BUPTYAIbHOM
co0ece0BaHMH — IIEpe]l 3epKajioM paccka3aTh cebe xe o cede.

Jiist aToro 6epércs muctT Oymaru, Ha KOTOPOM TMHILIETCS TEKCT MPUMEPHOTO
comepxaHusi: 'Pazpeninre nmpeacTaBUTh BaM MEPCHEKTUBHOTO UM MHTEPECHOTO
YeNoBeKa, y HEro €cTh CIEAYIoUIHe AOCTIKeHus..." (He CKynmuTech Ha
IOPUSTHBIE CJIOBA M HE QyMaiTe, 4TO Ballld JOCTWKEHHUS HE 3HAUUTEIbHBIC,
HalluTe WX Kak MOXHO Ooubie). TekcT Takod caMopeKiiaMbl CHadvajia
MUIIETCS, a 3aTEM YUTAETCS MEepe] 3€PKaJIOM.

Ota npocroe, HO 3PPEKTUBHOE yIpakKHEHHE MOMOXKET CIBUHYTH C MECTa
MAaIIMHY aJeKBaTHOTO BOCHpUATUS camoro cebs. M, kak crmeactBue — craTh
BHYTPEHHE TOTOBBIM K COOECEJOBAHUIO U TOJYYUTh HOBBIE UCH I BHECEHUS
UX B pe3toMe (4TO MOXKET MOBBICUTH YPOBEHb €0 KOHKYPEHTOCIIOCOOHOCTH).
Kpome »TOoro Ttakoe ynpaxxHEHUE TMOMOXET HaWTU HJEU JUIsl COCTaBIICHUS
COIIPOBOJIUTENILHOTO MUChMa K pe3toMe (cM. cTp. 34).

@aily1 pe3roMe MOXHO CO3[1aTh B CHEHHAIbHOW IMPOrpaMMe, Hampumep,
"ResumeMaket' [15], "CV"' [16] "Comckarean" [17] wu 1p.,
pacripocTpansieMbix 4depe3 [nmobanbHyro mHpopMmannonnyio ceth (MHTepHeT),
1100 MCIOJIB30BaTh MA0JIOH, HAIIPUMEp, TEKCTOBOro mpoieccopa MS Word.

['oToBbIl  Qaitn pe3toMe MOXKHO IMepeciarb MpsSMO C KOMIIbIOTEpa
NOTEHLUAIBLHOMY paboTojaTento Ha (PaKCUMHIIBHBIM anmapar, Ha KOMIIbIOTED,
UMEIoONN (HaKCUMUIBHYIO MPOrpaMMy, Ha aapec 3JIEKTPOHHOM MOYTHI JHOO
pacrieyaTaTh Ha MPUHTEpE, YTOOBI Iepeciarh B OyMa)KHOM KOHBEPTE OOBIYHOM
IIOYTOM.

B OonbpminHCTBE cilyyaeB pe3loMe COCTaBisgeTcss He Ooyiee ueM Ha 1
ctpanuity. Ho nnornga tpebyercst cocTaBisTh OoJiee 0OIMUpHBIE pe3toMe — Ha 2

2
CTPaHULBI .

1 CV — (aura. curriculum vitaeyum pesiome.
2 Ecnu Takoe pesioMe OyJeT OTCHUIATHCS OOBIMHOM GyMaKHOH I0YTOM, TO IedaTaTh €ro Tydiie Ha 0OEHX

CTOpPOHAX OYMa)KHOTO JIMCTA.
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YyacTHUKaM J1e7I0BOM Wrpbl OyneT JaHo 3aJaHue CO3[aTh OOLIMPHOE
pe3toMe Ha 2 CTpaHUIIbI.

3amonHsIs KaXIbld MYyHKT pE3IOME, CIEAyeT cTapaThCsl MpPEICTaBUTh U
IPENOJIOKUTD, 33JJaBIINCh BOIIPOCAMHU!

* YTO MOJYMAET O BAaC YEJIOBEK, YUTAIOIIUN €ro?

* [IOBEPUT JIU 3asIBJICHHOUN CIIOCOOHOCTH pa3BUBAThCS, AEPKATh CEOs B
pYKax B YCIOBHSIX CTpecca, YCIEITHO B3aUMOIeIICTBOBATD C
JIPYTUMU, STUIHOCTH WIIA JPYTUX MOJIOKUTEITHHBIX KaueCTBAX ?

* YKaXeT JIM HAalTMCAaHHOE B PE3IOME, UTOOBI BaC HE BHIOpaun?

B cBsi3u ¢ 3TUM BO3HHMKAaEeT HOBBIM BOIPOC — CIIEAYET JIM MHUCATh B PE3IOME
npaBay? OtBer — Tonbko "Jla", m 3TO cremyeT nmenmaTh MO CIEAYIOIIAM
IPUYUHAM

1. Bo BpeMs UCTIBITAaTEIbHOTO CPOKa Bac 00s13aTeNbHO OyayT IPOBEPATH Ha
HaJM4Ke CIOCOOHOCTEHN, O KOTOPBIX 3asBUIIM B pe3tome. Eciu Hajexabl
paboToaTens He ONpaBAAOTCs, C BAMU HE 3aKJII0YaT KOHTPAKT WK
JIOTOBOP.

2. Ecnm oOHapyKuTCS J0Kb, O BaC MOWAET AypHAs CilaBa, MPU KOTOPOH
HAWTH HOBOE MECTO PabOThI CTAHET €LIE CIIOMKHEE.

3. Ecnu B Bac pa3yBepsTCsl IpU UCIBITATEILHOM CPOKE, TO JIJISl Bac 3TO OyneT
norepeil PUHAHCOB, YIYIIEHHBIMH BO3MOXXHOCTSMU U IIYCTOM pacTpaToii

CBOHX (1)PI3H‘-I€CKI/IX N UHTCJUICKTYAJIbHBIX PC3CPBOB.

Uenb

Hayuutbcs co3aaBaTh pe3toMe 10 AIEKTPOHHOMY IA0JIOHY.

3apgaHue

[loaroroBuTh pe3toMe g HaiiMa Ha paboTy MO MAOIOHY MPOTPaMMbI
MS Word.

Xop BbINOSIHEHUSA 3a4aHUA

1. IlpeacraButh cebe MpeANpPUITHE, B KOTOPOE MEUTaIN Obl HAHATHCS Ha
paborty. [TormpoOyiiTe OTBETUTH caMOMy ceOe Ha BOTIPOC: PaJId YETO BbI
XOTUTE YCTPOUTHCS paboTaTh Ha 3TO MECTO?

2. B texkcroBom pempaktope MS Word otkpeiTh "Mactep pe3iome”.

3. OTBetuth Ha Bompockl "'MacTepa pe3iome”.
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4. TpebGoBaHUs K CO3aHUIO PE3IOME:!

Ctunb opopMIIEHUS — CTAHAAPTHBII;

Tun pesrome — 00bIYHBII;

Anpec MecTa pOKMBaHUS MOKHO HE YKa3bIBaTh, OTPAaHUYMBIINCH
Tenedonom, pakcoM (eciii OH €CTh) U aJPECOM JICKTPOHHOM ITOYTHI.
Bri6path Bce myHKTHI (BKIto4as "CTaHngapTHble” U

" HonmoauutenbHbie"), kpome myHKToB: "Hanmonanabnocrs" u
"Mopma gomycka'’,

JIOMOTHUTENBHO BBECTH MYHKTHI: ' Mos1 caMasi 0JIOKUTeIbHAs
yepra’, "Mos camas oTpuuarTeabHas yepra’. [lepemectuTs 3TH
IYHKTBI B KOHEI] pe3tome. CII05KHbIE JIJIs1 OTBETOB ITYHKTBHI, 1000HbBIE
3TUM, UHOTJa BKJIIOYAIOT B PE3IOME, YTOOBI JIy4llle y3HATh
npereHeHTa. PaboTHUKH KapOBBIX CIy>KO 0OpaniatoT BHUMaHUE Ha
TO, YTO MUIIET KaHIUAAT B MOJOOHBIX 3TOMY pa3jesax o
JUYHOCTHBIX KauecTBax. HekoTopbie OTBETHI 3aCTaBISIOT 33 JyMaThCs
00 aJIeKBaTHOCTHU Y€JIOBEKA U O TOM, CTOUT JIK BOOOLIE NMPUTJIAIIATh
€ro Ha UHTEPBBIO.

["oToBOE pe3tome pasmeraercs B Tabmuiie. E€ rpanutist ckpbIThl. s
MPABUJIBHOTO 3aNIOJHEHUS TaOIMIIBI CIIEAYET BKIOUYUTh KOMAaHy

"OTto0paxaTh ceTky" B MeHIo ""Tadanma" u mokas HereyaTaeMbIxX

3HAKOB (manens uHCTpYMEeHTOB "CTaHAapTHas'"), 4TOOBI ObUTH
BUJIHBI CUMBOJIBI TAOYJISAIIUN ¥ CUMBOJIBI a03a11eB.

YrtoObI mosist popM MPaBUILHO OTOOPAXKATIMCH CEPHIM 3aTEHEHHEM,
BKITIOYHTH HacTporky uHTepdeiica — "Cepsuc/Ilapamerpsl/Bun/
3arenenne moJieit/Beerna”. Ecim BUIHEI KOIBI OJIEH, TO CHATH

¢axok "CepBuc/Ilapamerpol/Bua/Koasl moseii'.

5. B nynkre "CBenenusi 0 cede" n1onucatbh OTBETHl HA 0003HAUYCHHbBIC

IMYHKTBI, CM. 00pasel] Ha wutroctparuu (PucyHok 4). s BeIpaBHUBaHUS

! Bompoc o HanmoHaNBHON MPUHAIJICKHOCTH B HBIHEIIHEH Poccnn — 3TO 1erio BBIOOpa M CaMOCTOSTEIBHOTO

pemienns rpaxgaHuHa. IlodTomy rpada "HaIMOHAILHOCTE' OTMEHEHa B POCCHHCKHX IACMOpTaX HOBOTO

oOpa3a.

2 o
CDopMa J0IyCKa K CEKPETHOU AOKYMCHTALMU. OTta rpana O4YCHb PCAKO MPUCYTCTBYET B PE3IOMEC, IOTOMY 4YTO

HCIIOJIB3YETCA IPU HaliMe B CIICTUAIU3UPOBAHHBIC OpraHU3alnuu, I'/I€ OTU CBECACHUA BaXXHBI.
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3anucel MOKHO MCIIOJIb30BaTh BCTABKY MO3ULIMU TaOyJIALIUU B SYEHKY
(CTRL+TAB).

6. B nmynkre "Heas" (nMeeTcs B BUYy KapbepHas 11€J1b) HAMMCATH LETh
HaiiMa Ha paboTy B mpeAnpusITHE, TJe MeuTaeTe padboTarth. (31ech
yKa3bIBAeTCs OTBET Ha 3apaHee 3aJaHHbI caMoMy ce0e BOIpocC — ISt
4ero Bbl XOTUTE YCTPOUTHCS paboraTh?). Ha mprcyTcTBHE MM OTCYTCTBUE
ctpoku "llens moucka paboTel', 0COOEHHO OOpaIal0T BHUMAHHE
pabOTHHUKH KaJpOBBIX CIIYyX0, HAaUWHAasi 3HAKOMUTHCS C PE3IOME, TaK KaK
uHbopMaIus B HEMl MOMOTaeT cpas3y OLEHUTh YPOBEHb MBIILICHUS

COHUCKATCJIA U €TI0 CTpeMJIeHI/Iﬂl.

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

Pucynok 4. O6pa3en 3anosiHeHusi myHkTa "' CeeHus o cede”

7. B nmynkte "O0pa3zoBanue” naércst nuHbopmalys Kak o pyH1aMeHTaIbHOM
o0pa3oBaHMH, TaK U O JOTOJTHUTEILHOM: Kypcax, TPEHUHTaxX,
cTaxxupoBkax. Ha kaxmoe yueOHOe 3aBe/iIeHIE CO3/1aTh OTACIBbHYIO CTPOKY
Tabnuipl. [TomecTuTh cBeeHUS 00 00pa3oBaHNM B 0OpaTHOM
XPOHOJIOTUYECKOM TOPsIIKE (OT HACTOSIIIETO K MPOIILIOMY), HAallpuMep,
CHayaja Jjisl By3a, HWKe — JAJI1 TEXHUKYMa, J1ajiee — IS IIKOJIbl. BeTaBka
HOBOU CTPOKHU B UMEIOIIYIOCS TAOIMYHYIO Pa3METKY BBITIOTHSIETCS
YCTaHOBKOHM Kypcopa B SYEHKY ¢ JaHHBIMU M BBIOOpA B MEHIO KOMAHIbI!
"Taoanua/ BcraButs/CTpoku Huzke". [IprMep 3amoaHEeHUs TyHKTa

"Oopa3zoBanme” (Pucynox 5).

! PexoMeHaIys: [P yCTPOHCTBE HA HOBYIO paGoTy OYEHb BAXKHO M3Y4HTh...CBOSIO OYYIIEro HayaibHHKA,
NPEJICTaBUTh, YTO CMOXKETE JOCTHYB O] €r0 PYKOBOJICTBOM, KaK OyJET JTUICPCTBO 3TOTO YEIIOBEKA OTPaKATHCS
Ha Balllei JTMYHON )KU3HHM, KaK TOMOXKET B peasTU3alliy Kaphephl, B CAMOCOBEPIICHCTBOBaHNH. 1 ecnn Oymyriero
CBOETO HE BUAWTE, CIU MMOHATHO, YTO PAJOM C HHUM BaM OBITh KaTETOPUYECKH HEXKENAaTEeNbHO, €CIIH TJla3aMH C
YIOBOJBCTBHEM HE BCTPEUYACTECH — CIICAYET MOYMATh O APYrOM MPEIIPUATHH, 4YT00 HE MPHOOPECTH HCHYKHBIC
NPUBBIYKYA U COXPAHUTH 3I0POBbE, JaXKE €CIM JAaBHO MEUYTAIM MMEHHO 00 3Toi padore m 3apruiate. B Takmx

CIIydasix peKOMEHAYIOT — HIUTE HOBYIO paboTy, MOTOMY YTO IIPH JKE€JTaHUW HaWTH CBOE BCETIa MOYKHO.
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8. B mnoJsie [cBeaeHHs1 0 MPOABUKEHUH TI0 CJIy:K0e, HATpaaax u
MOOIIPEHUAX]| MUIITYTCS TOCTHXKEHU B yu0e. X pacnonararot
MapKAPOBAHHBIM CITHCKOM, OpopMIIeHHBIM cTuiieM JlocTiKeHue.
PabGoTonmarenn BHUMATEILHO YATAIOT PE3IOME U CTAPAIOTCS BHISICHUTD,
KaKUX pe3yIbTaTOB CMOT JOCTUYb MIPETEHICHT BO BpeMs y4EObl. DTO
nomMoraetr uM choOpMHPOBATH MHEHHE O CIOCOOHOCTH COMCKATEIs
00y4aThCsl U €ro ypoBHE 00pa30BAHHOCTU. B 3TOM MyHKTE pEKOMEHIyeTCs
YKa3bIBaTh CICIYIOIIME CBEACHUS, HAIIPUMED,

* YCTHBIE NOOLIPEHUS MPENOAABATEIIEH IO CIEAYIOIIUM

NUCHUIUIMHAM. ...

O6pasosaHme 2002 - no ye XIASN Xabapoeck
CrygenT 3-ro Kypca no cneymansHocT ' JKoOHOMMKS™

* YCTHble MOOWPEHWA OT  MpenogaBaTteneil no  GUCLMIIHHANM:
"JroHomued’, "Beicwas maremaruea”, "Cratuctiea’

* Brictynnedue ©  JoKnagjami Ha  CTYAEHYECKMX  HAYUHBIX
koHpepeHunAx (2002, 2003, 2004 rr)

2000-2002 MOYCOLL MNe5 Xabaposck
Arrecrar o sakoHYeHHOM cpegHem obpasoraHMK

* YCTHele  NOOWPEHWA — MpenofaBaTensid  no  GUCLMNIHHAM:
"Matemarika”, "Tlpago”, AHmMUACKWA A3bIK"

. GEI“I.I"-IH.I'ICH no BCem JUCUNNANHAM TONEKD Ha OTIHYHO.

» Yyactue B onumnnagax: Pyccrwi Asek (2000 ), Mhdopmaruea (2001
r.), Anrnuiicenii Az (2002 1)

1993-2000 MOYCOLW Ma10 EnaroeeweHck
Cnpaexa o6 okoHuaHuM 7o kKnacca

* YCTHele  NOOWPEHWA — MpenogaBaTeneil  no  GUCLMAMMHANM:
"Matemarmka”, AHmMWACKWA Aask”

. OE‘}.I"—IE.I'ICH no ecem JUCUUNAWHAM TONEKD Ha OTIHYHD.

Pucynok 5. ®parment pestome. Paznen " O6pasoBanue”

* Tlonyuan(a) TONMBKO OTIMYHBIC OLIEHKH TIO CIICAYIOIIMM
JUCIMIUTAHAM: ...(YKa3aTh TACIUTUITHHBI).
» 3aBeprieHre 00yUeHHUS C aTTecTaToM 0e3 TPOeK.

* VYuacrBoBaj(a) B 0JMMIIHAAAX 10...(yKa3aTh T'ObI y4aCTHSI).
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* brnaromapHOCTh pekTopa 3a... (M yKa3aTh oJIbl OJYUYCHHUS
OJaroapHOCTEH).

* brnarogapHocTh TUpEKTOpa IIKOJIBI 3a... (1 YKa3aTh rOJbI OTYICHUS
OJarogapHOCTEH).

e JIMCIUIUIMHAPHBIX B3bICKAHUN HE ObLIO M Tak Aanee. (MHOTO
JTOCTIKCHUH YKa3bIBaTh HE CIIEYET, JOCTATOYHO HE Ooiiee 3-X, HO
9TOOBI 3TO OBLIM CaMbl€ CYIIECTBEHHBIE).

9. Paznensl: "UHTepechl u yBiaeuenus”, "Xooou", "TBopuecTBO"
OTJIMYAIOTCS TE€M, YTO YBJICUEHHS —HTO TO, YEM 3aHUMAETECh KOPOTKOE
BpeMsi, HarpumMep, He OoJiee roga. Xo00u — yBiedeHue, MpoJoDKaroIeecs
JUTUTETIBLHOE BpeMsi, Harpumep, Oosee roga. TBOpuecTBO —KOTJa B
pe3ynbTare X000U Wi YBICUEHUS POXKIACTCS HOBBIN MPOIYKT, HAIIPUMED,
PHUCYHOK, BBIIIMBKA, GOTOrpadus, CTHXOTBOPEHHE U T.1. Y CTAJIOCTb,
TPEBOTY, Pa3APAXKUTEIHHOCTD U JJAXKE CTPAX MOKHO CHATH C TOMOIIBIO
0€300uAHBIX YBICUECHUH U X000U.

10.B pazznen "3nanue A3bIKOB" HA/JI0 HAMKMCATh HA3BAHUS JPYTHX S3BIKOB,
KpOME POJHOIr0, U YPOBEHb MX 3HAHUS, HAPUMED, AHIIUNACKHIA — YUTAIO
Co cioBapéM, MOTY TIOJJIepKaTh HECIOXKHYI0 Oeceny” wiM "Kurtalckuii —
YUTAI0 U MIEPEBOXKY 03 clioBapsi, CBOO0IHO pazroBapuBaro’ . " AnoHCKuil —
YUTAIO CO CJIOBAPEM, Pa3rOBapUBAI0 Ha OBITOBBIC TEMBI CBOOOIHO" .

11 Paznen "OnbIT padoThI" 3aN0JIHIETCS 110 TAKOW K€ METOJIUKE, KaK pa3en
O6pazoBanue. Mcnons3yrorces Te ke cTuinm ad3ares. [ kaxmoro mecra
paboThI ClIeIyeT BCTABIATh B TAOJIUILY AOMOTHUTENIBHYIO CTPOKY
(Pucynox 6). Camoe mocieHee MecTo paboThl YKa3bIBalOT B BEPXHEH
KJIETKE TaOJIMIIBI 3TOTO pa3jielia, a IepBoe MECTO pabOThl — B CaMOM
HIDKHEN kieTke. O0s3aTeNbHO YKa3aTh JOCTHXKEHHUS B KaXI0M MECTE
paboThI, HaIpUMEp,

* 2 nUChbMEHHBIE 0JIAr0JAPHOCTU OT MOKYTAaTeNeH;

* 3a ommuHy0 padboTy moyumii(a) yCTHOE MOOIIPEHUE OT TUPEKTOPa,;

* 3a ommMuHYy0 padboTy mosryunii(a) JCHEKHOE BOSHATPAKICHHE;

e HMmero npuriamnieHue oT AUPEKTOpa Ha MOCTOSHHYIO paboTy B

JOJDKHOCTH MEHEIDKEpa,
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* 3a MHUIMATHBHOCTH MOTy4YnII(a) NOBBIIICHUE 1O CIYX0e
(6maromapHOCTB U 1Ip.).

PabGotomareny BHMMATEIbHO YHTAIOT PE3IOME U CTApalOTCs BBISCHUTD,
KAKUX pE3yJbTaTOB CMOI JOCTHYb IPETEHAEHT Ha MNPEIbIAYLHIMX MeCTax
paboThl; 3TO MOMOTaeT UM C(HOPMHUPOBATH NPABUIBHOE MHEHHE O MPETEHACHTE
Ha BAaKaHTHYIO JIOJKHOCTb.

He croutr ykaspiBaTh BCIO TpyAOBYI0 Ouorpaduio. Paboronmareneit
MHTEPECyeT TOJIbKO Nocheanne 3-5mect paboTsl ui nepuos He 6onee 10 ner.

He crout nucate: nmpopaboran B komnanuu 3 roga. Criemayer mucatb. "3a
TPH roJ1a OJYYHUJI TOBBIILIEHUE B IOJPKHOCTH .

[IpennouyunTaiiTe MO3UTHUBHYIO UHPOPMAIMIO HeraTuBHOW. KoHLIeHTpupyiTe
BHUMAaHHE Ha CBOMX JOCTI)KEHMsX. He ynomuHaiite, Hanmpumep, HEyJlayHbIe

MPOEKThI WU MPUIHHBI, IO KOTOPBIM YXOAUIIHU C PabOTHI.

OnbIT pabotbl [ mnaTel ] [ opraHusauuna/yypexperre ][ obnacte/ropon |
[ mormmkHocTb ]
= [ cBefeHMs 0 MPOABMKEHUM Mo cnyxbe, Harpagax M NOOLLPEHNAX ]

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

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

Pucynok 6. ®parment pe3tome. Paznen " OnbiT paéoThI”

12 B nynkre "Ob61mecTBeHHasi padora” yka3aTh, Kakoi 00IIECTBEHHON
paboTOl 3aHUMAJINCh U KaKOW 3aHMMAETeCh Teepb.

13 B nyukre "PekomMenganumu” yrmoMrUHAIOT O HATMYUU WA BO3MOXKHOCTH
NOJIy4eHHs] pekoMeHaanuii. Yaiie Bcero — BO3MOKHOCTH TOJTyUEHHUSI
YCTHBIX peKOMEHAAIMi. B 3TOT MyHKT HaJ0 BNHcaTh HE MEHee 3-X
YeJIOBEK, KOTOPBIE MOTJIA Obl 0XapaKTEpU30BaTh BAC MOJIOKHUTENBHO. ITO
MOTYT OBITh HAAEKHBIE HAYAIbHUKH, CIICIIUAIMCTHI UM MEHEKEPHI,

KOTOPBIC MOT'YT INIOATBCPANTDH Balllk JIMYHBIC U HpOCbeCCI/IOHaJIBHBIe
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KauecTBa. YKa3aTh UX MecTa padoT, JOJKHOCTH, CTETIEHU U 3BaHUS,
HOoMepa TenedoHOB. PexoMeHanuu, eciii TaKOBble UMEIOTCS B
MHACbMEHHOM BH/JI€, MOKHO MPUJIOKUTH K PE3IOME, YKa3aB, YTO KOMUH
pexoMeHaIui npuiaratorcs. PaboTogarens moHUMaeT, 9To ObUTO ObI
OYE€Hb HAMBHBIM COCTABJISITh MHEHUE O YEJIOBEKE TOJIBKO C €ro
coOCTBEHHBIX CJIOB. [103TOMY OHM OXOTHO pacCHpallMBaIOT TE€X, C KEM
paHblle COTpyAHUYAJ NpeTeHIeHT. Eciii npu peanbHOM HaiiMe Ha padoTy
noTpeOyeTCsi COKPATUTD JIJTMHY PE3OME, TO ATa HHGOPMAIIHS B pe3IOME HE
pa3MenaeTcs, a yKa3blBaeTCs B CONPOBOIUTEILHOM MUCHME WU
MPEIBIBISIETCS PU COOECETOBAHNUM.

14 Paznen "Kpanudukanusa' ciieyeT 3aMoJHUTH M0 TAKKUM K€ MPaBHIIaM,
kak pasnen OOpaszoBanue. [lonyueHHol kBamupuKammein MoxeT
CUMTaThCs, HapuMep, 'Boaurens kareropuu B", nmm "Oneparop 9BM" u
ap. (Pucynox 7). CBHIETEIIBCTBOM MOTYICHUS KBATH(PUKAIIAN SBISICTCS
KBATM(PUKAIMOHHOE Y0cTOBepeHne. O0sA3aTeIbHO yKa3aTh HE TOJIBKO
MECTO MOJyYeHUs KBATU(PUKALIMK, HO U TOCTUKEHUS B MIPOLIECCE ITON
y4eOHOM AesTenbHOCTH. JJIsT BOAUTENIEH — CTa)K BOXK/ICHHUS.
KBamudukanmst MOXKeT ObITh TTOJTy4eHa HE TOJHKO B IIIKOJIC, B PE3YJIHTATE
sanatuit YIIK, Ho u B 60onee mo3auuii nepuosa. He cienyet oTnpaBisTh
BMECTE C pe3fOMe KOITMU CBUICTEILCTB U YI0CTOBEpEeHUH (32
UCKIIIOUEHHEM CITydaeB, Korja 3Toro Tpedyer padoroaarens. Kak
paBuiIo, MOJA0OHOTO poAa TOKYMEHTHI MPEIbBISIOTCS COUCKATENSIMU BO

BpeMs cOOeCeTI0BaHMS .

Keanudukaumn 2007T. XTI 1 r XabapoBck
Bogurensb kateropun "B"
s KpanudukaUWOoHHbIE 3K3aMeHbI cAaHbl Ha OTIMYHBIE OLIEHKHN.

2006r. LLikona MABEH r XabapoBck
Oneparop 3BM

»  KBanndpukauMoHHbBIN TECT CAaH Ha OTIMYHO.
* YCTHblE NOOLLPEHNA 3a YCNEXM MPW PeLLEHnN 3aau.

Pucynok 7. ®parment pe3ome. Paznen " Kpanudpuxanus”
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15B paznene "Apyrue HaBbIkn" (PrcyHok 8)MOXKHO HamMcaTh, HAIPUMED, O
TOM, YTO BbI YMEETE, U MOTJIO OBl TOTPEOOBATHCS UMEHHO HA 3TOM
MPEANPUATANA — BIAJICHIE KOMITBIOTEPHBIMY MPOTPAMMAMHU W JPYTUMHU
HaBBIKAMH, HallpUMeED:

* [IeYaTar TeKCThl HA PYCCKOM U aHTJIMICKOM SI3BIKE CIIETIBIM
JECATHUITATIBIIEBEIM METOJIOM,

* YMEIO peJaKkTUpoBaTh (HOTOCHUMKH B mporpamme "Adobe
Photoshop;

* MOTY BECTH CKJAJCKON yueT B mporpamme " 1C ckjaaa’, 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 8. ®parment pe3tome. Paznen " /Ipyrue HaBbIkn'

16.I1pu oTCcyTCTBUM OTBETA HA KaKON-TO IMyHKT pe3tomMe Hajo nucath. " Het",
"He umero”, "He cocToro” nnu "He 3anumarocs” u 1.11. Hanmpumep, B
nyHkTe "Ce30HHasi paboTa”, eciiu 3TUM BHAOM padOT HE 3aHUMAETECH,
MO>XHO Hamnucath: "He 3aHuUMaCh".

17 I'oTOBBII TOKYMEHT COXPaHUTh B CBOEH JIMYHOM Manke (B JajJbHEHIIIeM
ero OyJeT JIeTKO peAaKTUPOBATh MPHU PEaIbHOM HaiiMe Ha padoTy). OH
TIOHAT00UTCS AJI BBHITTOTHEHUS CIICTYIONTUX 3aaHUI 1eTOBOU UTPHI,
OITy0OJINKOBAHHOM B 3TO OporuItope.

18 HaneuaTaTh pe3toMe Ha MPUHTEPE U MMOKA3ATh MPENOJaBATEIIO.

TUNMYHbIE OLLUOKM

1. IIpu pabote B "MacTepe pe3toMe” He YCTaHABIUBAIOT (DJIAXKKU HAIIPOTUB
BCEX TPEOYIOUIUXCS MYHKTOB, CUNTAsA, YTO €CJIM MYHKT TPYAHBIN IS
OTBETA WJIM Ha HETO HEYEro OTBETUTh, TO €r0 U HE HAJI0 YKa3bIBaTh B
pestome. B 3T0# 3a1a4ue Hafo BRIOpATh BCE MyHKTHI (BKIIOYAs
"Crangaprtable” 1 "JlonoaHuTeNbHBIE"), KPOME ITYHKTOB:
"HanuonanbHocTh' 1 "®opma gomycka”. [Ipu BeINOJIHEHUH 33a/1a4U 110

COCTABJICHUIO PE3IOMC BAXKHO HAYUUTHCA IIPAaBUJIbHO OTBCYATh Ha
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TPYJHBIE MYHKTHI U HA TyHKTHI, HA KOTOPbIE HEYETO OTBETUTh. Eciu
BO3ZHMKAIOT TPYTHOCTH C 3aMOJIHEHHEM pEe3toMe, TO HaJl0 CPOYHO
oOpalnaTthcs 32 MOMOIIBIO K BEAYLIEMY MTPENOJaBaTENIO.

. BmecTto roaa poxaenus ykasbBaloT JaTy.

. YjaneHue TeKCTa MPUBOAUT K YIAJCHUIO CTUIIEH TEKCTa, PACTIONIOKEHHBIX
B ATUX MecTax mabsoHa. OTCyTCTBUE CTUJIEH IPUBOJIUT K HAPYIICHHUIO
JM3aifHa TOKYMEHTa U HEMPaBUJIBHOMY BOCIPUATHIO TekcTa. Heobxoanmo
BBIICIISTh HYKHBIM TEKCT 11a0JI0HA, a 3aTeM BIHCHIBATH BMECTO HETO CBOM
TEKCT.

. B paznene "O0Opa3oBanue”, HaX0/Ch HAa IEPBOM UJIM BTOPOM KypCeE BY3a,
HE YKa3bIBAIOT CBEACHUS O By3€, CUUTAs, YTO By30BCKOTO 00pa3oBaHus
emi€ HeT, a €CTh TOJIBLKO 00pa3oBaHUE, MOTYYEHHOE B CPEIHEN IIKOJIE.
CBeneHus 0 By3e, Ia)Ke €ClId CTYJEHT TOJIbKO Hadyasl 00y4aThCsl Ha TIEPBOM
Kypce, BCE paBHO HAO yKa3biBaTh. [IoCTynnTh B By3 — y’K€ NOCTHIKEHHUE,
U C TIEPBBIX JTHEW 00yUEHHUS B By3€ MOTYT MOSBUTHCS TIEPBBIC JOCTHKCHHUS
B yu€0e (mycTh He 0COOCHHO 3HAYUTEINIbHBIC), O KOTOPBIX CIEAYET
YIOMSIHYTh B pe3tOMe, HallpuMep, 'HapyluIeHUuN yueOHON TUCIUILITUHBI HE
obu10". Ilociie okoHUaHUS By3a CBEICHUS O CPEAHEN IIKOJIE MOKHO
BOOOIIE HE YKa3bIBaTh, 0COOEHHO €CJIM OHU OBLTM MEHEE 3HAYUTEIIbHBIMU
9YeM B BY3€.

. B paznene "O0Opa3oBanue”, nmpu BOIUCHIBAHUM JaT OOy4YE€HUS B By3e, €CIIU
o0y4eHHre NpoAO0JIKAETCS U ellI€ He 3aKOHUEHO, 1aTy OKOHYAaHUS By3a
yKa3bIBaTh Henb3s1. OHa eni€ He HacTynuiIa, BMecTo naTel OKOHUaHUs
oOydYeHHs B By3e ClIeJIyeT yKa3aTh COKpalieHue — "o H/B" — 4To 03HaYaeT
— IO HACTOSAIIEE BPEMH.

. B paznenax: "Oopa3zoBanue” 1 "OnbIT padoThl" pacnoiararoT CBEICHUS
B IIPSIMOM XPOHOJIOTUYECKOM mopsinke. Hano pacnonarars cBeieHus B
00paTHOM XpPOHOJIOTHYECKOM MOPSIKE: CHavasa sl By3a, HUKe — AJis
TEXHUKYyMa, Jajiee — i IIKoJibl. B paznene ombiTa paboThl cCHavana
YKa3bIBAETCs MOCJeIHEE MECTO padOThI, IOTOM IMpEAbIAYyIIee, a 3aTeM —
OoJiee paHHUE.

. B monst "Opranuzamus/yqapesxkaeHue”, pacioioKEHHBIX B pa3jiesax:

"Oopa3zoBanue”, "OnbIT padoTsl” U 1p. T11€ TpeOyeTCs, PEKOMEHIYeTCs
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BITMCHIBATh Ha3BaHUs OPraHU3aIMi M YIPEKICHUH B COKPAIIEHHOM BHJIE,
Hanpumep, XI'ADII, MOYCOII Ne5, OO0 "Paccpet” u np. [Tone
"00J1acTh/TOpoa” TOXXE PEKOMEHIYETCS 3aMOHATH MUHUMYMOM
HEeOOXOIMMBIX CBEJIEHUH, YTOOBI 3TH JJaHHBIE BMECTE C JATOH U
HA3BaHUEM OPTaHU3AIMH WIN YUPEKIACHUS YMEIIAINCh HA OJTHON CTPOKE.
Ecnu paboroaaTesnto nmoHaao0uTcs nojaHas nHpopmalus, To 3To OyaeT
BBISICHATBCS IPU COOECEI0BAHUN U TIPH TIOCTIEAYIOIIEM 0(OpPMIICHUH
JIOKyMEHTOB B OTJIEJI€ KapPOB.

8. Eciim oOpa3oBaHUE MOYICHO B HECKOJIBKHX MeCTax (By3, TEXHHUKYM,
IIKOJIA...), TO B TAOJHILy pe3toMe HaJI0 BCTABUTh COOTBETCTBYIOIICE
KOJMYECTBO JOTIOJHUTEIBHBIX CTPOK M KOITMPOBATH TYJ1a TEKCT SUCHKH,
Kacarorieics oopazoBanus. Takum 00pa3oM, HY)KHBIE CTHITH OYIyT
CKOITMPOBAHBI B IOTIOJHUTEILHBIE CTPOKH, PACTIONIOKEHHBIE HIKE.

9. Bmecto otBeroB: "Het" niin "He umero” u nip. yaamsiot
COOTBETCTBYIOIIHE pa3neinbl. Ecium pa3nenst TpeOyrOTCs B 3aJaHUN WU B
3amnpanMBaeMoM paboToaaTesIeM Pe3oMe, TO YIaIaTh UX Helb3sa. Hamo
OTBEYaTh KOPOTKUMH (Ppa3aMu Kak yka3zaHO BbIire. [Ipu aToM ymansroTcs
TOJIBKO MECTa JIJIsl YKa3aHus 1aT, MECT, IOJIPOOHOCTEN M TOCTUKEHUH, a
BMECTO HUX Bnucath kopoTkuii oTBeT: "Het", "He nmero"”, "He cocToro”,

"He 3anumasics” "He yyacTBoBaua" uinu np. mogo0HbIE. DTH OTBETHI
ciaeayet opopmuts ctusieMm Lleab”, KOTOPBIN COACPIKUTCS B CITUCKE
JOCTYIIHBIX CTUJIEH 111a0JI0Ha pe3toMe.

10.B paznene "Xo606u" 1 "YBjeyenus" yacto mumyT "My3bika”. 310 HE
noytHbIN oTBeT. [IpaBuiibHee ObLTO OB HANTMCATh KOHKPETHO, HAIPUMED,
"KonnekmoHupyto My3bIKalbHEIE Tpou3BeeHus B cTmie Electronoca”
unu "Urparo Ha hopTenruaHo mpou3BeaeHuUs JI0OUMBIX aBTOPOB: ... . To
K€ KacaeTcs HEeTOJHOTro oTBeTa ' laHibl . JIydrne yka3aTh, 4TO B TaHIIAX
UHTEpeCyeT, Hanpumep, '1locemaro cTyuo COBPEMEHHOIO TaHIa
MUPAX", unu "JIr061110 CMOTPETh BHICTYIUICHUS TaHIIEBAIbHbBIX
KOJUIEKTUBOB....". Bmecto orBera: "JIro0mro ynrtarte" win "Urenne",
cleyeT yKa3aTh KaKoM KaHp JUTEpaTyphl JHOOMMBIN WA KaKue aBTOPbI
J00UMBIE, HAapUMED, ' Y BIICKAIOCh YTEHUEM JIFOOOBHBIX KEHCKUX

pomaHoOB 1 feTeKThBOoB" niH " Jlro0mo kauru apeu J{oHII0BOM" .
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11 He cnexyeT nmucath B pe3toMe JDKUBBIX CBEJICHUN WM yMaTilBaTh,
HampuMep, 0 TIepruoiax, koraa He padoranu. [IpoBepka TaHHBIX MOXKET
BCKPBITH OOMAaH U MOCTaBUTh KPECT HA BOZMOXHOCTH MOJTYYUTh
XKemaeMyro padoTy.

12 He cnenyet mucaTh: OBICTPO yCBaWBarO HOBBIC 3HaHUS. CleayeT mucarh:
YCBOMJI HOBBIE TIPOIIEAYPHI B 2-HEACTBHBIN CPOK.

13 IToguépkuBaiiTe JOCTUTHYTHIC PE3yIbTaThl, UCTIOIB3YsI T1aroJibl 1eHCTBUS.
He cnenyer mucate: oTBeuan 3a BeimoiaHeHUE. .. ClieIyeT Mucarth:
BBITIOTHHII. . .

14 Ilepen TeM, Kak OTIPABUTHh PAOOTOAATENIO PE3IOME, PEKOMEHIYETCS
BHUMATEJBHO €T0 MPOYNUTATh U MPOBEPUTH, HET I B HEM
ophorpapudeckux omubok. OHH, KaK, BIPOUEM, M HapyIIICHUE CTUIICH
TEKCTa, Cpa3y MOTYT BhI3BaTh HETATUBHYIO PEAKIIUIO Y pabOTOMaTEIIS.
Korna pestome yxe HanmucaHo, monpocuTe KOro-HuOyb, XOpOIIo
BJIAJICIONIETO S3BIKOM, Ha KOTOPOM HAIMMCAaHO Pe3IOMe, TPOBEPUTH €TO0.

15 He Bxirouaiite B pe3roMe 3aroioBok: "Pesrome” naun "CV" (u3 Buaa
JOKYMEHTA BUHO O Y€M pEub).

16. CrapaiiTech He UCIIOJIb30BATH B PE3IOME MECTOUMEHHUE "SI

3agava 2. Paborta ¢ wabnoHom "ConpoBoautenbHoe
nMACbMO"

B pestome HEBO3MOKHO HamucaTh BCE, YTO MOJOXKHUTEIHHO XapaKTepu3yeT
KOHKPETHOTO MpPETEeH/JIEeHTa Ha JOJDKHOCTh. YacTo ObIBaeT, 4To B JKU3HEHHOM
NyTH TPETEHJCHTa €CThb HEYTO OCOOEHHOE, YTO HE BXOAHWT B JIAKOHUYHBIE
MYHKTBI TaOJIMIBI PE3IOME, HO MOXKET OBITh BaXKHBIM JJISl IPEANPHUATHS U MOXKET
ObITh BOCIPHUHATO KaapOBOM KOMHCCHEH C OIpenenéHHbIM BHUMAHUEM H
uHTepecoM. [loaToMy compoBoaMTeIbHOE NMUCHMO, HAIMCAHHOE K pPE3IOMe,
BBITIOJIHSAET BaXHYI (DYHKIUIO. OHO [OIOJIHSET pEe3IOMe pacCIIMPEHHBIMU
CBEJCHUSIMH, OJIarONPUSATHO XapaKTEPU3YIOIINE MPETEHICHTA HA JOJIKHOCTb.

B  OonpmmHCTBE CiiydaeB K  pe3loMe€  00s3aTENIbHO  MPUJIAraioT
COMPOBOJIUTENIbHOE NHUCHhMO. B HeM couckarenb YKa3blBaeT KeIaeMyIo

AOJDKHOCTD U U3J1aracT MpCuMyIICcCTBa CBOEH KaHAUAAaTYPhbI.
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OObeM CONMPOBOIUTENIBHOIO MNHCbMAa HE JODKEH NPEeBbILIATh OJHOM
CTpaHULBI.

ConpoBoauTeabHOE TUCHMO TOKE JIy4Ille THUCATh 10 MA0IOHY.

OnexkTpoHHbIe MabIOHKI ceM B porpamme MS Word cnenanst ¢ yuérom
TpeOOBaHUil, IPEABIBISIEMBIX K JAeT0BOU nepenucke. OHU coaepxKaT HE TOJIBKO
3JIEMEHTHl (POPMATUPOBAHUSA, HO U NPUOIM3UTENBHBIM TEKCT Kak, HalpuMep,
COINPOBOJUTENIBHOE MUCBMO K PE3IOME COJEPKUT TEKCT, B KOTOPOM HAIMCaHO
obparenue K paboTomaTesio.

ConpoBoanTtebHOE MUCbMO NPUHECET MPETEHAEHTY OLIYTUMYIO MOJIb3Y,
ecii B HEM COOOUIUTH pabOTONATENIO YTO-TO JEHCTBUTENIBHO JIOCTOMHOE
BHUMAaHUS.

IIpu sTOM crienyer 3HaTh, 4YTO CONPOBOJAMTE]bHOE MHMCHBMO, SIBISACH
JIOTIOJIHUTEIBHBIM 3JIEMEHTOM K pe3loMe, 005A3aTebHO MPOYTYT U MPUMYT K
CBEICHUIO TIpU (POPMHUPOBAHUM OKOHYATEIBHOTO PELICHHUS O MPETeHJIEHTE Ha
BAaKaHTHYIO JI0JXKHOCTb.

Yro ke Hago HamucaTh B CONPOBOJUTENIBHOM IIMCbME, YTOOBI OHO
IPUBJIIEKJIO pabOTOAATENs] HACTOJIBKO, YTOOBI €My 3aXOTENIOCh, KAK MUHUMYM
BCTPETUTHCSA C PETEHACHTOM JINYHO?

HeoOxomumo mpennarate cedst Ha KOHKPETHYIO JODKHOCTH. PaboTonaTens,
UHTEPECYET TOT MPETEHIEHT, KOTOPBIM IMOJTHOCTBIO T'OTOB K IpeaiaraeMoi
KOHKPETHOM paboTe U JIIOOUT UMEHHO ATY AESTEIbHOCTb.

B nmepByro ouepenp ero OyaeT HHTEpECOBaThb CTENEHb T'OTOBHOCTU
couckarens K paboTe, ero JOCTHKEHUSIMH Ha MPEAbIAYIIeH JOKHOCTH, a TAaKKe
TEM, KaKyI0 JIEITY COMCKATeIb TOTOB BHECTU B YCHEIIHOE PA3BUTHE KOMIIAHUU.

B mo0oit koMmaHuu BcerJia HAAETCSI MECTO YEIOBEKY, KOTOPBIA JOKAXKET,
4TO CIIOCOOEH JaBaTh 3TOT PE3YJIbTAT.

Jliig Toro, 4ToObl HAWTH MyTh K PELIEHUI0 Bonpoca: "Kak Tpyr1oycTpoutbes
B KOMITAHMIO CBOEH MedThI?" HaJ0 OTBETHTH Ha Bompoc: "Kak mokaszaTh, 4TO
CMOTy MPHUHECTU MOJib3y KommaHuu?'. CaenaTs 3T0 oueHb TpyaHo. [Ipumercs
NPUIIOKUTH YCUJIHUS, HY>KHBIM 00pa3oM COCTaBHB COMTPOBOAUTEIHHOE MUCHMO.

TwarenbHO M3ydaiiTe KOMIIAHUIO HA MpEIMET MOMCKA y HUX IPOoOJIeM WM
HEOOXOJUMBIX  yJIy4YIIEHWH, KOTOpPbIE MOXHO BHEIPUThb, IO BallleMy

HANpPaBJIEHUIO JEATENbHOCTH. McTOuHMKaMHU Takol HMHPOpPMAIUM MOTYT
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CIY>KUTh CAalT KOMIAaHUU U NyonuKanuu B ['1o6ansHON HH(POPMAIIMOHHOM CEeTH,
KJIMECHTHI KOMITAHWH, Ta3eThl, OPHC KOMITAHUH, CAMH COTPYJAHUKH (B TOM YHCIIC
— OXpaHHUKM WM JaXe JIBOPHHUKH), KOHKYPEHTHI, Ballld 3HAKOMBIC M PEKJIama
CaMOl KOMIIaHUH.

[IpoGnembl ecTh y BCceX KOMIIaHUM, TeM OoJiee B MEpUoja Kpusuca. Tak 4To
BbI JIETKO uX Haijere. Mmure uMeHHO Ty mpoOieMy, yCTpaHEHHE KOTOPOM
MPUHECET KOMIIAHUU JOMOJTHUTENbHYIO IPUOBLIb.

B nucemeHHOM BHae pa3paboTaiiTe pelieHrne HalaeHHOW mpobiaemsbl. ITo,
CaMblil CJOHBIA JTanm. MIMEHHO OT HEro 3aBHCHUT BECh YCHIEX OIlEpalUu
TpyaoyctpoicTBa. [lockosbKy OOJBITMHCTBO MPOOJIEM BCETaa HAXOAUTCS Ha
MIOBEPXHOCTH, HO, KaK UX PELINTh, HE 3HAIOT 3a4acCTyI0 U B CAMOU KOMITAaHUH.

Jlyynie moTpaTuTh HEKOTOPOE KOJMYECTBO BPEMEHH, YTOOBI MOJATOTOBHUTH
JNEUCTBUTEITLHO HACTOSIIIUKA TUIaH, KOTOPBIA MPOOBET NOpPOTy B KOMITAHHIO
Bamieid MeuThl. CHEmuTh HE CTOWT, MOTOMY YTO MPOOJIEeMa XOPOIIUX KaapoB
BCET/a CTOUT TIepe 000, Taxe TUIOTHO YKOMIUIEKTOBAHHOW KOMITAHHEH.

BoisBuB nipo6riemy, HaJ0 MOTPATUTH JOCTATOYHOE KOJIMYECTBO BPEMEHHU Ha
e¢ aHalM3 M HAa OCHOBE CBOEro OINbITa, a TaKXKe JIOOBIX HCTOYHUKOB
pa3paboTath MJIaH e€ HeUTpaTu3auH.

[Tocne Toro Kak 3aKOHYEHO MUCHMO U PE3IOMe, HaJ0 OCOOCHHO TIIATEIbHO
MIPOBEPUTH, HET JIU TaM Kakux-In0o ommbOok. Ocoboe BHUMaHWE HAIO YIACIHUTh
opdorpaduu. IT0 BaxHBIN MMOKa3aTeb 00PAa30BAHHOCTH, U €CIIU pabOTOaATENb
YBUIUT OLIMOKHU, TO MOJ] COMHEHHE MOKET ObITh MMOCTaBJIEHO BCE HAMKMCAHHOE.

BepositHOoCcTh BbI30Ba Ha coOeceOBaHWE 3aBUCUT OT TOT0, HACKOJIBKO
HABBbIKHM, YKa3aHHbIE B MUCbME M B PE3IOME COOTBETCTBYIOT IMpEIIaracémMoun
BakaHcuu. W riiaBHOE — XOpolllee MUCbMO B COBOKYIHOCTH C PE3IOME — JIUIIb
MOJIOBUHA JIeJIa. Y CIeX KIET TOJIbKO IMOCHE MPEOAOJIEHHS CIEAYIOIIEro dTana —
cobeceoBaHMs.

B nucbMe BaxHO 0JIHO3HAYHO COOONIUTh, TOYEMY XOTUTE PadOTaTh UMEHHO
B 9TON KommaHuu. OTKPOBEHHO COOOIIUTE, CKOJBKO MOTPATUIN BPEMEHH Ha
aHaMH3 JeATEeILHOCTH KOMIIAHUH, KaKyl0 MPoOJIeMy HAIlUTM M K KAKUM BBIBOJIaM
npuuuii. TaM ke cleayer CHOpOCHTb, KOTJa MOYXHO BCTPETUTBCA C

paboToaaresieM, 4TOObI OOCYAUTH Ballll MPEIOKEHUS IO €€ PEIICHUIO?
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Ha cobecenoBaHum He PpEKOMEHAYETCS pacKpblBaTb BCE  JIETalH.
[Tpubeperute kakyro-HHOynb Aetans Ha Oyayumiee. IIpsmo Tak M ckaxxuTe B
KoHIle Oecenpl: D10 He Bech miaH. Eciau Bol roTOBHI B3Th MeHs Ha paboTy, y
MEHS HalJIeTCs elIe HECKOJIBKO JIEJbHBIX MPEAJIOKEHUN

Ecnu wHalimennas Bamu mpoOiema OyaeT JOCTaTOYHO CEPhEe3Ha, W
IpeUIOKEHHBIH BaMU IUIAaH OyJeT colepkaTh LEHHYI0 HH(opmanuio mno eé

peleHuo — padodee MecTo BaM OyeT obecredeHo.

Uenb

Hay‘II/ITBC}I Co3daBaTb COINPOBOAUTCIIBHOC IIMCbMO II0 JJIICKTPOHHOMY

m1a6JIoHy.

3apgaHue

[loaroroButh MO 1IA0NOHY COMPOBOMUTEIBHOE MHCHMO K pE3lOME B
nporpamme MS Word.

Xop BbINOSIHEHUA 3a4aHUA

1. Ilepen coctaBieHneM pe3roMe, B TeKCToBoM peaakrope MS Word, ¢
nomoliplo "Macrepa pe3oMe” BKIIOYUTH OKA3 MPOrPaMMBbl
"Momourauk"). [y aToro —komanel: "CrnpaBka/lloka3aTh
IMomomHuka".

2. Tlporpamma "IloMouHUK" MPEI0KUT HECKOJIBKO BAPUAHTOB JCHCTBUIA.
Crnenyet BbIOpaTh NEPBbIN MyHKT — "J[00aBUTH CONMPOBOANTEIbHOE
mucbMo" (Pucynok 9). [osButcs daiin madimona nmucbma (Pucynok 10).

3. 3azmaya conmpoBOAUTENBHOIO MUChMA YOeaUTh Oyayiero padboroaarens B
MIOJIE3HOCTH KaHauaaTa. BHIMaTeIbHO MPOYTHTE U BOTUIOTHTE
CJIETyIOIINE PEKOMEH IAIINH:

* TPEXKIE BCETO 3ayMalTECh O TOM, YTO HMEHHO KOMITaHHSI
npuoOpeTET, HaHSAB Bac HA pabOTy U MOCTapalTECh 10Ka3aTh B
MTUCHME CBOIO MOJIE3HOCTH;

* ©CJIM BHI 3apaHEE MHTEPECOBAIHCH JEATEIBHOCTHIO ATON KOMITAHHH U,
CMOKETE B MMCbME YKa3aTh 'HAYaJIbCTBY Ha HEJAOCTATKH U
pOOJIeMBI, a TAK)KE TIPEITIOKUTE ITyTH UX UCIIPABIICHUS, TO BAIlIA
IIAHCHI CTaTh COTPYIHUKOM 3TOH KOMITAHUU CYIIIECTBEHHO

YBCINYATCH,
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e 1000 paboToAaTENh MOCTOSIHHO IyMaeT O TOM, YTOObI He
NOTPAaTUTh JUIIHKUX AeHer. [loaToMy Ha 3apaHee mpeanoaaraeMblid
BOMpOC: "A YTO Hallla KOMIOAHHUS C 3TOTO MOJIY4YUT?" —UMEHHO B
MUCHME JIOJKEH OBbITh 1TaH KPaTKUH M KOHKPETHBIM OTBET. Y MECTHO B
NUChME 3apaHee AaTh OTBET U HAa BTOPOM O4EBUIHBIN Bompoc: "A Kak

BBI 3TOTO pe3ynbTara JocTUrHere?". OTBET TOKE HAJI0 HAIKMCATh

KPAaTKO U NPENEIIBHO MTOHATHO.

Caenate C pesoMe ewe Yto-H1byab?

® [Job3EMTE CONPOBOAMTENEHOE MACEMO

lI2MEHIMTE CTMNE pesHMEe

L)
@ YMECTMTE H3 O4HOM NMMCTE
@ OTNpaEKTE PESHIME

L]

MonyYiTE COPSEKY MO AQYTOR TEME

OTMEHS

Pucynok 9. IIporpamma " Ilomomnuk" mnpeasaraer 100aBUTH

CONMPOBOAUTEIBHOC IINCHbMO

4. Heobxon1nMo BHUMATEIHFHO 03HAKOMHUTKCS C TEKCTOM MHCHhMa, TAaHHOTO B
mabsoHe. 3aMEHUTh TEKCT Ma0JI0HA TMChMa CBOMM TeKCTOM. CBOM TEKCT
JOJDKEH CONIepKaTh MPABANBBIC U BAXKHBIE CBEJICHUS, KOTOPHIE HE BOIILIU B
pe3loMe WIIH MOJIHEE PACKPBIBAIM BOIIEIIINE B HETO CBEJCHUS, U
XapaKkTepru30Baju Obl BaC KaK XOPOIIEro paboTHUKA, 00J1a1ar0IIero
OOJBIIMM TOTEHIIMATIOM U 3aUHTEPECOBAHHBIM B JACSITEILHOCTH
KOMITaHHH.

5. B nuceMme Haz0 HanmmcaTh 0 TeX MPOPECCHOHATBHBIX 001aCTSIX, 0 KOTOPBIX
uMeeTe npezcTaBicHue (padoTanu B 3Toi cepe, YNTaId KHUTH, 3HACTE

KOT'0-TO U3 3TOM npodo01acTH, WM IPOCTO HpaBUTCS 3Ta cdepa
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ACATCIBHOCTH, XOTEJIO0Ch OBI pa60TaTB B KOJIJICKTHUBEC HpO(bCCCI/IOHaJIOB )41

¢IMHOMBIIIUICHHUKOB U T.[I.).

Jexadps 16, 2007
Veaskaembrii(as) [1Ms 11 oTaecTBO]

51 xoten O IIpe/IOsITh BarmeMy MpeAnpHATHIO CBOH YCIVTH B KadecTBe BeIyIIero
nporpammucta. Ctaxk moeil paboTel porpaMmicToM IpepriiraeT 10 jreT. 3 mocneqHIx roga
g paboTan BeayImuM mporpammictoM B m3ectHoil gpupme AO "CodpTad".

Moeii mocneHeit paspaboTkoii Obliia crcTeMa aBTOMATHIECKOH MHBEHTAPM3AIIT JIJTT
m3aaTensbCTB. S OB OTBETCTBEHHBIM 3a OOIIMIL AI3aiiH CHCTEMBL, BKIIOUast
TIOMb30BaTe bk MHTepdetic. KpoMe TOro, MHOO OBLIT COCTABIEH TePBBII YePHOBOTT
BapHAHT PYKOBOACTBA I OIePATOPOR STOI CIICTEMEL.

B xawecTBe BemyIIero mporpaMMIICTa Bammel (pIPMBI 4 MOT OBl 3aHATHCS BOTIPOCAMIT
KatvecTBa BAIIX IIPOTPaMMHBIX pa3padoTok. XoTy TakKe 3aMeTHTE, ITO i IPeKPacHo
cpabaTeIBaIOCh ¢ IPYTHIMI JEOIBEMI I HMeI0 OOJBINOI OIBIT B YIIPABISHNI IIPOeKTaMH I10
pazpaloTKe IPOrpaMMHOIO 00eCIIeTeHIIA.

51 6vay owens npisHaTeneH Bam, ecmit M0oé mpenoskeHile ocTaHeTed Mekny Hami. Hameroch
Ha BeTpedy ¢ Bamu B moboe ynoGHoe 111 Bac Bpema. Braropapro 3a BHIMaHIIe.

C yBakeHHeM,

Pucynoxk 10.111ab610H conpoBOANTEILHOIO MHCHMA

6. Yka3aTh CChUIKY Ha CBOW BeO-mopTdoano (BeO-caiiT, €Clii OH CYIIECTBYET,
WIH pe3yJbTaT eATeIbHOCTH, 3a)MKCUPOBAHHBIN B KAKOM-JIL0O
MHTEPHET-pecypce), 9TO0bI 3aMHTEPECOBAHHBIM JIMIIAM MOXHO OBLIO
3apaHee OLEHUThH Ballly JEATEIbHOCTh MM BacC, KAK HHTEPECHYIO U
MHOTOTPaHHYIO JTHYHOCTb.

7. Ilpu cocTaBieHUM MUChMa MOJIE3HO 3HATh OCOOECHHOCTH YEJIOBEKa,
KOTOPOMY OHO aJIpECOBaHO. /[e710BOe MIUChMO BOCTIPUHUMAETCS JIyUIIIE,
€CJIi IOCTPOEHO CyX0 U popMmanbHO. [1110X0 BOCIpUHUMAETCSA TUCHMO,
€CJI OHO HaIKMCaHO CBOOOIHBIM CTUJIEM, HAMIOJ00HE JPYKECKOTO MUCHMA.

8. He ciemyer n3MeHSATH B IIa0JIOHE TOTOBBIE CTUJIM TEKCTA (CTHIIN a03areB
Y CTWJIM 3HAKOB). OJJHAKO €CIIM U3BECTHBI TPEOOBAHMS MIPEIPUATHS K
0(OPMIICHHIO BHYTPEHHHUX MHCEM, TO OYIET XOPOIIIO TOKa3aTh, YTO

coMcKaTeNlb 0CBeIOMIIEH 00 ATOM. J[J151 3TOr0 moTpedyeTcst TONIBKO
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WU3MEHUTh TOTOBBIE CTUJIM IIMCHbMA, @ TAKXKE BBECTU JONOJHUTEIbHBIC
CTWJIM Yepe3 MaHEeIb CTWIEH, HO HE HCKaXaTh UMEIOIINECS ITyTEM
NPUMEHEHHSI MHCTPYMEHTOB TaHenu ¢popmatupoBanus (mpudt, pasmep,
HOJYXKHUPHOCTH | JIP. ).

9. I'oTOBBII JOKYMEHT COXPAaHUTh B JTMYHOU NarnkKe (B JaTbHEHUIIIEM €ro
OyIleT JIeTKO peJaKTUPOBaTh PU pealbHOM HaiiMe Ha padoTy).

10.HaneuataTh CONPOBOAUTENBHOE MUCHMO HA IPUHTEPE [ CLAUYU
npenoaBaTelnto (ecau oH 3Toro Tpedyet). Ecnu npenogaBarens He
TpeOyeT pacrneyaTsiBaTh MUCbMO Ha MIPUHTEPE, — IPEIBSIBUTH EMY

BHCKTPOHHbIﬁ JAOKYMCHT IIMCbMa.

TUNnYHbIE OLUOKM

1. YaansroT TeKCT B mabiioHe, a MOTOM MHIITYT CBOW TEKCT. ITO MPUBOIUT K
yaajneHuro u3 ¢aiina cTuiiei ad3aieB U CTUIIeH 3HAKOB, PACTIOIOKEHHbIX B
COOTBETCTBYIOIIMX MecTax 1madiaoHa. OTCyTCTBUE CTUIIEH MPUBOJIUT K
HapyILICHUIO TW3aliHa JOKYMEHTa U HENPaBUIIbHOMY BOCIIPUSITHIO TEKCTA.
Heo6xoammo BBIEIATh HY)KHBIN TEKCT B IIA0JIOHE, a 3aTEM BITUCHIBATH
BMECTO HETO CBOM TEKCT.

2. CKpOMHHUYAIOT WJIM CTECHSIFOTCS, HE YIIOMUHAs BaKHbBIE JOMOJTHUTEIIbHbBIE
CBeJIeHHUs 0 ceOe, He YKa3bIBasi CBOM JIOCTHXKEHHS U YCIIEIIHO
OCYIIECTBJICHHBIE MPOEKTHI, a TAK)KE HABBIKH, KOTOPbIE MOTJIN OBl
MPUTOIUTHLCS BO BpeMsi paOOThI HA IPEATPUSITHH.

3. He yka3wIBatoT CChUIKHM Ha 3JIEKTPOHHBIC CEPTUHUKATHI, pa3MEIIEHHBIC B
['nmo6anpHOM MHMOPMAIIMOHHOM CETH, a TaK)Ke — Ha UHTEPHET-CaNTHI,
OTpAXKAIOILIUE AEATEIbHOCTh COUCKATENSA, B TOM YUCIIE — JINYHO
BBITIOJIHEHHbBIE UHTEPHET-TIPOEKTHI: CANTHI, CTaThH, PoTorpaduu, 6101y,
TBUTTEPHL.

4. TIviryT JOKUBBIE CBEJIEHUS O CE0€ U MPEYBEIMYNBAIOT CBOU JIOCTHKEHHUS.

3agava 3. Pabota c wabnoHom "®dakcmmMmunbHoe
coobLleHue"

dakCUMUJIBHBIE  COOOIICHHUSI TEpeatoTCs  CIeHUaIbHbIM  MPUOOPOM,

KOTOPBIM Ha3bIBACTCA (PAKCHMMJIBHBIA anmapar WM COKpalléHHO — ¢akc
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(mat. fac simile —cnenait momoOHoe) . TakuMm e COKpAIIEHHBIM TEPMHUHOM
Ha3bIBAIOT COOOIIEHUE, OTOCIAHHOE WM TMOJYYEHHOE C IOMOIIbIO ATOrO
amrmapara.

Cuntaror, 4To (PaKCUMMIIBHBIM anmmapaT OTCUYUTHIBAET CBOIO HCTOPHUIO C
184%. xorma m3obperarens u3 Illortmanann Anekcanap boitn’ 3amarentoBan
IPOTOTUII COBPEMEHHOrO0 CKaHHepa. A (aKCUMUIBHBIM anmapar — 3TO
cOoueTaHHue CKaHHEpa, MoJeMa U MPUHTEpa.

[lepBoii daxc-mamunoii "I[lanTenerpagom”, n300peTEHHON HUTATBIHCKUM
cBameHankoM JlxoBannu Kacermnu, mone3oBaiics Hamoneon I, u B 187Q. on
pazocnan 6osee 5000coo0meHNH.

B 1924 ., xorna Puuapa Panmkep oTKpblT O€CIpOBOIHOM CIOCO0 mepenadn
n300pakeHut, mosiBuiIcs paguodaxc wim Teraedororpadgudeckas mammHa. C eé
MOMOIUIBI0 MOYKHO OBLIIO MOCHIIATh (PoTOrpadu.

CoBpeMeHHas TEXHOJIOTHS MEePEChUTKH (PaKCOB CyIIEeCTBYET ¢ cepenunbl /0-
X To10B. Dakchl cHavaja BeITeCHWIM B Slnonuu tenenpuntepsl (B Poccum mx
Ha3bIBAJIM TEJIETalIbI), a K cepeanne 80X pacnpocTpaHUIMCh TOBCEMECTHO.

Ceifuac (Qakcbl NPOU3BOJAT B COYETAHHHM C TeNe(OHHBIM armapaTom
(Tesmedake) um gaxke ¢ JasepHbIM NpUHTEpOM. llocienHue Ha3bBIBAIOTCS
MHOTO()YHKIMOHAJIBHBIMH YCTPOiicTBaAMM, conaepxamumu (akc, tenedow,
KOIMPOBAJIBHBIM anmnapar, CKaHep M JIA3€pHbIM NPHUHTEP C JBYXCTOPOHHEU
nevyaTbio Ha OyMakHBIX JucTax hopmara A4.

Hcnons3ytoTcss Takke U 3JIeKTPOHHbIe ¢akchbl —  CIELUaTIbHBIC
IPOrpaMMHBIE MPOIYKTHI, KOTOPbIE MOTYT OBITh 3arpy>KE€Hbl B MEPCOHATbHBIN
KOMIBIOTEp, YTO JENaeT BO3MOXKHBIM MPUEM M MEPECHUIKY 3IEKTPOHHBIX
JIOKYMEHTOB 0€3 MpeABapuTeIbHON NeYaT UX Ha PUHTEPE.

[Ipumenenue @Qakc-anmnapaToB UMEET CBOI CHEIU(UKY, CBSI3aHHYIO C
OTCBUIKOM M MPUEMOM KOMHUH JOKYMEHTOB. JTa crnenuduka HOCUT Ha3BaHHE
ITHKETA (PAKCMMHUIbHON CBAI3U. DTUKET 3aKII0YAETCS B TEXHOJIOTUHU PaOOTHI C
anmapaToM, a TaKke — B IMpaBWiIax O(OPMIICHHS TMEPECHUIAEMBIX C €ro

IIOMOIIBIO KOITU M JAOKYMCHTOB.

! Mzo6perenne daxcumumsroro ammapata. AHO "Pagmouactorsbii mentp MO". Hcrounnk — ITUNEWS.
IlepeBox Ha pycckuit s3bik: IlenTp TtexHmyeckoro mepesoga AHO "PULl MO". — Pexum poctyna :
http://www.rfcmd.ru/page/2069lTposepeno na 06.01.2014.).
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[Tpu mepecbuike KONMUH TOKYMEHTOB 10 (PAaKCHMUIIBHOHN CBSI3M 00513aTEILHO
CO3JIaHUE TUTYJBHBIX JINCTOB. TUTYJIBHBIH JUCT HYXKEH IOJydaTeNro (aKcoB,
9TOOBI TPU OOJIBIIIOM KOJIMYECTBE TPUHSITHIX COOOIIEHWH, HE BHUKAas B
COJIep)KaHuEe Ka)J0ro, CeKpeTrapb MOr OBICTpO HMX 00paboTaTh M HaIPaBUTh
VCIIOJTHUTEIISIM, HE TIEPETyTaB CTPAHUIIHI.

DneKTpoHHBbIC IIA0JOHBI JJII  THTYJIBHBIX JIMCTOB  (PaKCHMHMIIBHBIX
COOOIIEHNHA CKOMIIOHOBAHBI TaK, YTO MX MOKHO HCIIOJIb30BaTh HE TOJBKO IS
CO3JIaHUS TUTYJIBHBIX JINCTOB K COOOIICHHSIM, HO U JJISI KOPOTKUX MTUCHMEHHBIX

COOOIIIEHNH, pa3MepPOM, OKOJIO TIOJIOBUHBI CTPAHUIIHI.

Uenb

HayuuThcsi co3maBath TUTYJIBHBIA JIUCT K (PAaKCUMUIBHOMY COOOUICHHUIO U
nepenaBaTh COOOLIEHUS cpeAcTBaMH (AaKCUMUIBHOW CBSI3M, a TaKkKe — C

IIPUMCHCHUEM KOMIIBIOTEPA.

3agaHue

Co3naTh TUTYNIBHBIM JUCT K (PAKCUMHIBHOMY COOOIICHUIO JUIS OTCHUIKH

PE3IOME U COIIPOBOAUTEIIBLHOI'O ITMCbMaA CPEACTBaAMU q)aKCHMHHBHOﬁ CBsI3H.

Xop BbINONMHeHUA 3agaHuA

1. B texcroBoM pemakrope MS Word, na ocnose "Macrepa akcoB”,
co31aTh OJIaHK TUTYJIBHOTO JINCTa (DaKCUMUIBHOTO COOOIIICHUS ISt
OTIPaBKH JOKYMEHTOB (COIPOBOAMUTEIBHOIO MUChMA U PE3IOME).

2. PexomeHnaamnum K CO37aHUIO TUTYJIBHOTO JIUCTA (hakca!

* B "Macrepe ¢paxcoB" BbiOpaTs "Co31aHue TUTYJIbHOIO JIHMCTA C
3aMeTKaMHu . B yueOHBIX 1eNsIX MpeoaracTcs HarnevyaraTh
JOKYMEHT Ha MPUHTEPE, YTOOBI OTIPABHUTH €T0 HE C KOMITBIOTEPA, a C
00bI4HOTO (hakc-ammapara.

* Hamwmcars nMs BEIMBIIIIICHHOTO ajipecaTta u ero ¢akc.

e CTuib TUTYNBHOTO JIicTa — CTAHAAPTHBIM.

» CseneHnus 00 oTIIpaBUTENE:

O (haMHIIHs, UMS U OTYECTBO OTIIPABUTEIIS;
o0 mnoje "Opranu3amus’ OCTaBIISETCS MyCThIM, TaK KaK
(hakCUMMIIIBHOE COOOIIIEHNE OTIPABIISAETCS OT ce0sl INYHO;

O TII0JIC MOYTOBOI0 aJApeca, 3a0JIHACTCI CBOMMU CBCACHUSIMU,
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o mons TenedoHa u pakca 3aNOTHAIOTCS, eciiu TenedoH U (akc y Bac
eCTb.

. [Momy4uB rotoBsiii madion 0To0pasuth cetky ("Tadauma/OTodpaxkaTh

ceTKy").

. BrimrounTh 1okas HemevyaraeMbix cuMBOJIOB (KHomKa "HemeuaTaembie

3HAKHU" ).

. Uto6bI o5t GopM IPaBUILHO OTOOPAXKAINCH CEPHIM 3aTEHEHUEM,
BKIIIOYHTH HacTporky uHTepdeiica — "Cepsuc/Ilapamerpsl/Bun/
3arenenne noueii/Beerna"”. Eciy BUAHBI KOABI MOJCH, TO CHATH (JIaXKOK
"Cepsuc/Ilapamerpsl/Bun/Koabl mosei'”.

. B mabnon Bnucate cienyromme cBeeHus, MOKa3aHHbIE Ha WIUTIOCTPALIUH
(Pucynok 11):

* TeMy (haKCUMUIBHOTO COOOIICHHUS;

* KOJHMYECTBO cCTPpaHMI — 4,Tak Kak (paKCUMUILHOE COOOIICHHE
Oyzaet cocTosATh U3 2 cTpanuil petome, 1crp. nucema u 1 ctp.
TUTYJBHOTO JIUCTA,

e HOMep TejedoHa opraHu3aIiy, KyJaa OTchiiacTcs Qaxc,

* KOMY Iepeaarh Konui hakcumMuiabHOro coodmenus. [Tone Konus
MOJKET HE CoAepkaTh apecaToB JIU0O0 coAepkKaTh OAHOTO WK Oojee
azipecaToB.

. B 00iacti BaXKHOCTH yCTAaHOBUTH ()JIAXKKH (TBOWHBIM IISTYKOM MBIIIIH)
(Pucynoxk 12),Ha cBO€ yCMOTpEHUE, B 3aBUCUMOCTH OT BaXKHOCTHU
COOOIIIEHUs, OTCHIIAEMOT0 M0 (aKCUMUIIBHON CBS3H.

. HamucaTp conmpoBOAUTENbHYIO 3aMETKY, KOTOpasi SBISETCS aHHOTAIUeH
Ha (aKCUMUIIBHOE cooOIeHue. B Heil yka3aTh Kakue TOKyMEHTHI U JIJIsI
KaKHX IeJIel IePEeChUIaeTCs, a TaK)Ke CIIOc00 COOOIICHUS OTIPABUTEINIO O
pe3ynpTaTax npruema (pakCUMIIBHOTO COOOIIEHHS U O pe3yIbTaTax
y4acTusi B KOHKypce pe3ioMe Ha 3aMEIIeHNe BAKAaHTHOM JTOMKHOCTH

cnenuaarcta. OOpaserr 3aIoJHEHHS 3aMETOK CM. Ha MILTIOCTPAIIUH
(Pucynok 13).
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Ten. (4212)3335-5
e (4212) 313537
B-miil: teano@yas

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]

Pucynoxk 11.111a0J10H TUTYJIBHOTIO JTUCTA (PAKCUMUIBHOTO COOOIICHUS

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

Pucynok 12.1Ipumep yctanoBKH (JIaKKOB HA TUTYJIbHOM JIMCTE

(pakcuMHIBbHOTO COO0IIEHUA

9. I'oTOBBIN AOKYMEHT HameyaTaTh Ha IPUHTEPE U COXPAHUTD B JTMUHOM
TIaIKe.

10.(3TOT MyHKT BBIMOJHSIETCS, €CJIM €CTh BOBMOYKHOCTh OTIIPABIISITH U
NpUHUMATh (pakCUMIIIbHBIE co0OIIeHus ). PaboTy Ha/lO BHIMOIHSATH
napamu. OAMH y4aCTHUK OTHPABISAET PaKCUMUIBHOE COOOIIEHUE, a
npyroi — npunuMaeT. Pabota MOkeT ObITh BBITIOJHEHA TPEMSI

criocodbamu:
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dakcmvunbHoe

coobweHue

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

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

Ha: Pesii e CONPOBOMMTENEHOE MMCEMD  Kemma:  HEdanbHWKY OTOENA FEOR0E

¥ Cpoune [ Cemperms O Ha yrecpwaoemse F TpeSyeromera [ Pazscrats

*Zamern: [|SQECEINAKTCA OOKYMEHTH (PESOME W COMPOBOOMTENLHOS MWCEMO)] ONA YYacTA B
KOHKYDCE HA S8MELLEHWNE BAKAHTHOW QOITHHOCT MEHEOHEDAND PaloTEC KMEHTaMI.

MHopMaLA 0 koHKYPCE Gbina pasMellsHa Denyen cTpOKDA Ha TenetaHans THT 280807 r. w e
razere «M= pyk B pyrie oT 280807 1.

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

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

C yBameHnen,

Mecoukan OB

PucyHok 13. BHemHuii BU/ rOTOBOI0 TUTYJIbHOI0 JIMCTA (PJAKCUMUIBHOTO

COOOIIeHUS

e Cnocob 1. (TpeOyrotcs cienyrolre TeXHHYECKUEe YCTPOMCTBa: 2
(hakCHMMUIIBHBIX ammapaTta, MOJKIIOUEHHBIX K Pa3HbIM Tesle(hOHHBIM
auHMsSIM). OTHPaBHUTh € OJTHOTO (paKc-armapaTa Ha JpyTroi
MOITOTOBJICHHBIE OYMa)KHBIE TOKYMEHTHI: TUTYJIbHBIHN JINCT
(aKCHMUIBHOTO COOOIICHHUS, COTIPOBOTUTENFHOE MMUCHMO U PE3IOME.

e Cnocob 2. (Tpebyrotcs ciemyrolire TeXHHYECKre ycrpoiicTaa: 1
(baKCUMUIBHBIN arapaT ¥ KOMIBIOTEP C MOJIEMOM, TTOIKTIOYEHHBIC

K pa3HbIM TeJaeQOHHBIM JIMHUSAM). OTIPaBUTH C KOMITBIOTEpA Ha
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(akCHMMUIBHBIN anmapat MOATOTOBJICHHBIEC AJICKTPOHHBIC
JIOKYMEHTHI. TUTYJIbHBIN JTUCT PAKCUMUIBHOTO COOOIIECHUS,
COIMPOBOIUTENBHOE MUCHMO U pe3tome. [omydunTs 3TH TOKyMEHThI
yepe3 ¢akc-ammapar.

e Cnocod 3. (TpeOyrorcs cienyronme TeXHHIECKUe yCTPOCTBa: 2
KOMIIBIOTEpA U 2 MOZIeMa, TTOAKIIIOUEHHBIC K PAa3HBIM Tele()OHHBIM
auHMSIM). OTHPaBHUTh C OJTHOTO KOMIThIOTEpA Ha IPYTron
MOJIFOTOBJICHHBIE 3JIEKTPOHHBIE JOKYMEHTHI: TUTYJIBbHBIHN JTUCT
(aKCHUMUIIBHOTO COOOIIEHHUS, COTIPOBOIUTENBHOE MMUCHMO U PE3IOME.
[TomyduTh 3TH JOKYMEHTHI Yyepe3 BTOpor KoMmbioTep. COXpaHUTh X

B DJICKTPOHHOM BHJAC B OT,Z[CJ'IBHOﬁ ITaIIKe.

11 IToka3ath UTOTH MPENOJABATEIIIO.

TUNMYHbIE OLLUOKMN

1.

WcnpapnisioT qu3aitH TUTYJIBHOTO JUCTa. B 3TOM HeT HEOOX0AUMOCTH, TaK
KAaK €ro CO34alu IU3aiHepbl. TUTYJIBHBIN JINCT UMEET
HEMPOIOJDKATEIBHYIO )KU3Hb. Ha3HaueHne ero COCTOUT TOIBKO B TIOKA3€e
COIIPOBOJIUTENILHBIX CBEJICHUH K MEPEChlIaeMbIM JOKYMEHTaM, ITO3ITOMY
HET CMbICJIa TPATUTh CUJIbI HA U3MEHEHHUE ATOro OJIaHKa.

VY nansroT TeKCT B 1m1abjioHe, a TOTOM MUIIYT TeKCT, YTO MPUBOJUT K
yIAJICHUIO CTHIICH a03alleB M CTUJICH 3HAKOB, PACIIONIOKEHHBIX B ATUX
MecTax 1mabiaona. OTCyTCTBUE CTHIICH MPUBOAUT K HAPYIICHUIO TU3aitHA
JIOKYMEHTa ¥ HEMPaBUIILHOMY BOCIIPUSTHIO TEKCTa B 3TUX MECTax
nokyMeHTa. HeoOxoauMo BBIACIATh HY)KHBIN TEKCT 111a0JI0Ha, a 3aTeM
BIIMCATh BMECTO HETO CBOM TEKCT.

[Tone "Konus" B TUTYIbHOM JHCTE (PAKCUMHIIBHOTO COOOIIICHUS
03HAYaeT, KOMY CEeKpeTaph JOHKEH MepeaTh KOMUIO MOTyYEeHHBIX
nokyMeHToB. [lonie "Konusi" MoxeT He cofepkaTh ajpecaToB MO0
COJIEpKaTh OJTHOTO WK O0JIee aJpecaToB.

Ha tutynsHOM nucTe HakCUMUIBHOTO COOOIICHHS HE TTUIITYT 3aMEeTKU. A
OHM OYEHBb BAXHBI JIJIsl CEKpeTapsi, MPUHUMAOIIETO (aKc.

[Tockuas hakcumMuIbHOE COOOIIEHNE OT Ce0sT TNYHO, OTMUOOTHO
YKa3bIBAIOT BBEPXY TUTYJIBHOIO JKCTA (B YEPHOM MPSAMOYTOJIBHHUKE)

Ha3BaHUC MPCAIPUATHA, B KOTOPOC €0 OTChUIAIOT WJIN MPCAIIPUATHUC, U3
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KOTOPOTO OTCHUTAIOT. MecTo pe3epBUpYETCs Uil Ha3BaHUS MPEIIPUSITHS,
OT UMEHH KOTOPOTO OTchIIaeTcs pakcummibHoe coodmenne. Ho moceinas
JOKYMEHTHI OT ce0sl IMYHO, B YEPHOM NPSIMOYTOIBHUKE HUYETO ICATh He
HAJIO.

6. He 3amonHstoT 1oje TeMbl (PaKCUMITBHOTO COOOIIEHHS. ITO TOJIE BAYKHO
IUISL IEJIOTIPOM3BO/ICTBA B IPUHUMAIOIIEM TIPEPUSTHH.

7. 3ameTku K (aKCUMUIILHOMY COOOIICHUIO CIeyeT nmucath (0T TPEThEro
JIMIIA, €TUHCTBEHHOTO YHCIIA) HE TUPEKTOPY MPEATIPHUITHS, &
abcTpakTHOMY paOOTHHKY, (CEKPETAPIO MK IPYTOMY UCTIOTHHUTEINIO),
KOTOPBII MpUMET (aKCUMIIILHOE COOOIICHHE U IOJKECH MOHATH, YTO
npucliay B pakCUMIIBHOM COOOILEHHH, YTO C TUM COOOIEHHEM HA0
crenath (HaIo JIM AeNaTh KOMUI0, KOMY IepeaaTh, CPOYHOE JIH OHO,

TpeOyeT JIu OTBETA U JIp.)

3agava 4. Paborta ¢ wabnoHom "KaneHgapb"

Kanennaps MoxeT ObITh MCIOJIB30BAH B KAUE€CTBE OpraHU3aropa Tpyja npu
pabote ayrtcopcepa aMOO A CO3AAHUS TOAAPOYHOTO MM PEKIAMHOIO

KaJICH1apA.

Uenb

HayuuTthcs co3gaBath 1o mabioHy KajdeHaaph Ha TI000# MecsIl.

3apaHue
B nmporpamme MS Word co3nath oucHBINH 1 peKJIaMHBIH KaJleHIapu Ha
ocHoBe 'Macrepa kaJjgeHgapei’. O¢ucHbII — Ha ClEAyIOWUNA MECHL.

PexnaMHBIii — cO cleayroIero Mecsiia, Ha 3 Mecsiia BIepe.

Xopa BbINONMHEHUs1 3agaHus
1. 3anyctuts "Mactep kajenaapeii’. ("®aiin/Co3nats/B pazaene
Co3nanne nokymenta — Illadonsl/Ha MoéM KoMIbIOTEpe/BKIATKA
Jlpyrue nokymenTol/Macrtep KkajeHaapeii").
2. TpeOoBaHMs K CO3/1aHNIO0 O(UCHOTO KaJlEHAApA:
e MHHTepBaJ LI KAICHAAPS —HA CICIYIOIIUNA MECHILI.

e OpuenTranus ivcra —Jo0as.
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Jm3aiin — mro00i u3 npeaararomuxcs B mabnonax "Macrtepa
KaJleHaapeit'.

MecTo /151 KApTHUHKH (PUCYHKA) HE OCTABIISITh.

[Toanucars B KajgeHAape JHU HECKOIBKUX HAaMOOJIee 3HAYUMBIX
NIPa3IHUKOB (ITPa3THUKU MOXHO B35Th ¢ IHTEpHET-CalTOB:
OtkpoiTku Angekca [13] wim Kagenpaps nmpasgaukos [11]).
[ToanuchiBaTh Mpa3aHUKY, JIy4Ille HE U3MEHSSI CTHUIIH TEKCTa B
JIOKYMEHTE, a BBOJISI HOBbIE 00BEKTHI [Isl TekcTa. Hanpumep, o
HOMepOoM JHs HapucoBaTh "[IpsaMoyroabHuK" (maHennb
UHCTpYMeHTOB "PucoBanme") u 700aBUTH B HETO TEKCT — HA3BaHUE
npa3aHuKa. [ paHuIlbl BOKPYT IPSMOYTOJIbHIKA MOKHO OTMEHUTH H
caenatb (POH MPSMOYTOJIbHUKA TTPO3pauHbIM. [IpaBriIbHO
MOATOTOBJIEHHBIN MPSIMOYTOJILHUK MOKHO MHOTOKPATHO KOMMPOBAThH
Ha HOBBIE MECTA B KaJICHIape, IPU HEOOXOAMMOCTH U3MEHSIS €ro
pasMepsl U1 JJIMHHBIX Haanuceu. [l Haanucen Hao
WCITIOJIB30BATh CAMHBINA CTUJIb.

[Tox HEKOTOPBIMU AHSIMH B KaJieHaape (Ha BBIOOP) HAIUCATh, B
JOTIOJTHUTENBHO CIETaHHBIX MPSIMOYTOJIbHUKAX, Pa3TUYHbIC
IPOM3BOCTBEHHBIE MeponpusaTus, Hanpumep, "08:30I1nanépka c
meHemkepoM B yare”, "10:00Bcrpeua ¢ kuenramu”, "15:000Tuér
no nmpoxaxkam”, "15:0006padoTka mpaiic-nmucra”, "18:00
[Toznpasienue MiBaHoBa ¢ AHEM POXKJICHUS U JIp. DTU CBEACHUS
HEO0OXOAUMBI JUIsl TJIAHUPOBAHUS MHIUBUYAIbHON pabOThl HA MECSII]
¥ HAaTIOMUHAHUS O BOXKHBIX O(PHCHBIX cOObITHIX. Ha3Banus u BpeMs

coObITHIA (B y4EOHBIX IIEJISIX) HA3HAYAFOTCS CAMOCTOSTEIBHO.

3. TpeOoBaHMs K CO3/IaHUIO PEKIAMHOTO KaJeHAaps:

HuTepBa 115 KaneHaaps —Ha 3 MecsIia BIepe Mociie TeKyIIero;
OpuenTanus 1ucTa — JIr00asl.

OcTaBUTh MECTO I KAPTUHOK.

BcTaBUTh KapTUHKH, pEKIIAMUPYIOIIHIE EATEIHHOCTD MPEANPUSITHS,
Ha KOTOPOE BbI, HAPUMED, PUHATHI AyTCOPCEPOM TI0 pe3ybTaTamM

KOHKYpCa pe3ioMe.
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e B xanenpape oTMeTUTh BBIXOAHBIE JHU. DOpMaTHPOBAHKE HAIIUCH
JEJAeTCs 10 yCMOTPEHHUIO UCTIOJIHUATENA. /{1 Haamcen Hano
UCIIOJIb30BaTh €UHBIN CTUJIb.

4. T'0TOBBIE KAJIEHJAPU COXPAHUTH B JINYHOM MAarKe.

5. HaneuaTath kaneHnapy Ha IpuHTEpE IS Cauy MPErojaBaTeto (eciau OH
storo Tpedyer). Eciu npenonasarenp He TpeOyeT pacredaThBaTh
KaJICHAapHu Ha MPUHTEpE, —PEIbIBUTH eMy AJisl IpoBepku 2 (aiina

KaJIeHJIapeu.

TUNMYHbIE OLLUOKMN

1. Ucnonb3ytoT HE BbIPA3UTENbHBIE IIBETHBIE KAPTUHKH, KOTOPBIE TTPU
y&pHO-0eoi neyatu TepsroT Bua. Hanmpumep, potorpadum xoporero
Ka4yecTBa JJIsl KaleHaaperd MOKHO B3Th ¢ IHTepHeT-caiiTa
"SInpexc.@orku” [14]. [Tpu 3T0M 00513aTEIIBHBI CCHUIKH Ha aBTOPOB
dboTtorpaduii.

2. He moryTt HaliTu Ha3BaHUs U JaThl OJMMKANIINX MPa3AHUKOB. J{71s1 3TOTO
CIIeMyeT BKIIOUUTH MporpamMmy o0o3peBateis luTepreTa u BBECTH B

aJipeCcHyI0 CTPOKY, Hampumep, http://www.calend.rufimu

http://www.cards.yandex.ruHaiitu npa3qHUKHA HY>KHOTO MeCSIIa.

3. He moryTt HaliTu JTOMOJIHUTEIbHBIE JHU OTABIXA €CIIM MPa3IHUKN
BBINIAJAIOT HA BBIXOAHBIE. [IJI 3TOTO CleIyeT BKIOUUTD IPOrpaMMy
o0o3peBatens HTepHeTa, BBECTH B aJIpECHYIO CTPOKY, HAIIPUMED,

http://www.calend.ry/u HaiiTu Ha 3TOM caiiTe KaJeHIaph BBIXOIHBIX

JTHEH.

3apava 5. CozgaHue nHdopmaLMoHHOro byknera

NudopmanuoHHblid OyKJIeT — COBCEM HE IOX0X Ha TOT PEKJIAMHBIN
WHCTPYMEHT, KOTOPBIM MPHU3bIBAET MOKYyIaTeJael K ACHCTBUIO — MPHOOpETaTh
ToBap wiu ycayry. OH CHYXUT I8 TOro, YTOOBI JOOWUTHCS XOPOIIETO
MMOHMMAaHHS MTOKYMATEISMU CBOVCTB M Ka4€CTB MPOAYKTA WU YCIYTH.

bnaromapst aToMy J101M HaYWHAIOT NOHUMATh PA3HULY MEXIY XOPOLIUM U
IJIOXUM TPOAYKTOM WM YCIYyrOM U, B pe3yJbTaTe MNpPOJABEL] IOJy4aeT

’KeJTaeMblil MHTepEC U BHUMAaHUE HY>KHOU IPyIIIbI MOKYIaTesne.
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s cozmaHusi MHGOPMAIMOHHOTO OYKJIeTa MOKHO TPUMEHHUTH MI1a0JIoH,
KOTOpBIM Ha3piBaeTcs ' bpomopa”. OH mnpeaHasHadeH [JIs  OBICTPOM
MOATOTOBKM HH(POPMAIMOHHBIX JMOO PEKIIAMHBIX MaTEPHAIOB [T Majioro
ousHeca.

B pycckoM u aHrImiickoM s3pIKaX €CTh pa3HHWIlA B TOHMMAaHUU CJIOB:
Oporitopa u OyKJerT.

Bpommopa — (pp. brochure). Henepuoanueckoe KHHIXKHOE H3IaHHE
00BEMOM OT 6 10 48 (96)c. B 00105KKE B BUI€ HECKOIBKUX COPOIIIOPOBAHHBIX U
CKPEILICHHBIX JIICTOB 3alIe4aThIBAEMOT0 MaTepraa’.

Bykier (ot ¢p. bouclette —xoneuko) — Hemepuoamueckoe JMCTOBOE
U3JlaHue, KakK MpaBWJIO, MHOTOKPAaCOYHOE, OTIEYaTaHHOE Ha OJHOM JIHCTE,
chaiabllOBaHHOM JIIOOBIM CIOCOOOM B JBa M 0Oosee cruba (rapMOIIKOH,
JebTao0pa3Ho, ¢ MOmNepeYHbIM (ayiblieM H T. J1.). B Buae Oykiiera OOBIYHO
BBITTYCKAIOTCS pEKIIaMHBIC MIPOCTICKTHI, KpaTKHe MyTEBOIUTEIH,
reorpaduyecKkue KapThl M CXEMBI TOPOJIOB Il TYPUCTOB W T. M. lIBeTHas c
dotorpadusMu u wunOCTpanuaMu  uHpopmarus o dupme, e€ TOBapax,
yCIIyrax, 3HAMEHATEIbHBIX COOBITUSAX H T. 1. .

B ToMm Buze, Kak ATOT ma0JIOH MPEACTaBICH B KOMIBIOTEPHOW MpPOrpaMme
MS Word,cienyer monumaTh OyKJIeT.

BykJier, noarotosieHHsnid o madnony MS Word, moxer ObITh OBICTPO
Pa3MHOXXEH HEOOJBIINM THPaXOM HE TOJBKO B THUIOTpaduu, HO M B MajoM
odrice Ha 0OBIYHOI KOMMUPOBAILHON TEXHUKE.

3a cu€T TOro, YTO pa3MeTKa JIMCTOB W CTHUJIM TEKCTa B OyKIIETe CO3aHBI
3apaHee, MPOIECC €ro CO3MaHWsl YIPOIIeH W He TpeOyeT ydJacTHsl TaKuxX
CTIEIUATMCTOB, KaK JTU3aiHEp U XYI0KHHUK.

['OTOBBI DNEKTPOHHBIM JOKYMEHT TIedaTaeTcs Ha O00eMx CTOpOoHax
OyMa)kKHOTO JICTa, 3aTeM JINCT crudaeTcs B 3 pa3a 1Mo IrpaHuIlaM KOJIOHOK TaKHM

00pa3oM, 4TO NoJydaeTcs OyKJeT CO CTpaHULIAMHU.

Uenb

[To mabnoHy Hay4YUuThCS CO3/1aBaTh MH(GOPMAIIMOHHBIN OYKIIET.

! Credanos C. U. Pexnama 1 nonurpadus: onsIT ciioBaps-cripaBouHuka. PekinaMuble TexHooruun. —M. : 'emna-
npunTt, 2004. — 32@.
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3agaHuve

B mporpamme MS Word co3nate wuHGOpPMAnMOHHBIA OYKIET IS
NPOABWKEHHSI OJHOW YCIYyTU MpeAnpusTus. TekcT roroBoro Oykiera JI0JIKeH

ObITH OT(OPMATUPOBAH CTUIISIMU TEKCTA, MPUJIAralOIMMHUCA K 111a0JI0HY.

Xop BbINONMHEeHUA 3agaHusA

1. Ilepen coznanuem OyKieTa HaJO TIIATEIBHO cOOpaTh MaTepHal o
HOTPEOUTEIBCKUX CBOMCTBAX U MOTPEOUTEIBCKUX XapaKTEPUCTUKAX
HOBOM yCJIYTY MJIY @HAJIOTMYHOU CYLIECTBYIOIIEHN yciyru. Ecin
MaTepuajoB HEJOCTATOUHO, MPUAYMaTh (PAHTACTUYECKYIO YCIYTY.

2. B nndopmannoHHOM OyKIIeTe U3JI0KEHNE MaTepralia JOKHO ObITh
peeIbHO KOHKPETHBIM M HATJISIIHBIM, BIJIOTH JJO UCIIOJIb30BAHUS CXEM,
TabsuL, rpapMKOB, UM AUAarpaMM, 4YTOObl Y NOTEHLUAIBHOTO OKYyNaTeNs
MOCJIE O3HAKOMJICHUS C OYKJIETOM HE BO3SHUKAIO HUKAKUX BOIIPOCOB.
[TpoTuBOMOKAa3aHO MCIOJIB30BATh JIO3YHTH U IPU3BIBBI MOKYIATh YCIYTY, a
TaKXe — BOCXBAJICHUS YCIYTM Kak camou Jiydiier. Hampumep, Tam He
JIOJDKHO OBbITh — "BeiOepu nyumee”, "He uau Ha komnpomucc”, "Benb Th
aTOTO JAocToMHA", "He xyxe ueMm y mrozieil” 1 Tak aaiee.

3. OtkpsiTh mabaon "bpomrtopa”. B HEM 3apanee HamKMcaH TEKCT
PYKOBOJCTBA TEXHOJOTUH pabOThI ¢ 3TUM mmadioHoM. [Ipourure ero.

4. TekcT pyKOBOACTBAa OPOPMIIEH pa3HOOOpa3HbIMU CTHIIIMU. MIX Hamo
UCIIOJIb30BaTh IPU CO3AaHUU MH(OPMALMOHHOTO OykiieTa. BHUMaTenbpHO
IPOCMOTPUTE UX Ha3BAaHUS U BHEIIHWNA BUJ] U BBIUIINTE B TETPAb
HA3BaHUS HYKHBIX U IOHpaBUBILIMXCA cTuiei. [lpu cozganuu Gykiera
TEKCT Ha10 OPOPMIIATH TOJIBKO CTHIISIMU, PUJIATaOIIMMUCS K IIa0JIOHY .
W3MeHATh UX HeNb3s, HO MECTa UX PACTIONOKEHHS B OyKJIETe — MOXKHO.
TexcT pyKkoBOJICTBA Ha/10 aKKYPaTHO YJAJIATh U, B OCBOOOJUBIIEMCS
MECTe MOMENIATh CBOH TeKCT. [lociie 3TOro npuMeHATh K BBEIEHHOMY
TEKCTY HY>KHbBIN CTHJIb.

5. Ilepen Hauamom 3amoiaHEeHUs MAOIOHA HY>KHBIM TEKCTOM HEOOXO0UMO
BBITIOJIHUTH CIIEAYIOIINE HacTpoiku nporpammbl MS Word:

* BKJIIOYUTH MaHenb cTriiel popmatupoBanus ("@opmar/CTuiu u

¢popmaTupoBanue");
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OTKJIFOUMTH MIaHEIbh HHCTPYMEHTOB "®opMaTupoBanme”. J[Jis sToro
BBITIOJTHUTH KOMaH bl: "Bua/Ilaneau mHcTpyMeHTOB/
®opmaTupoBanue”. Eciin KoMaH1bl OBLIN MPABUIIBHO BHITIOJHEHHI,
TO (pIa’KOK cleBa OT Ha3BAHUS MMAHEITN WHCTPYMEHTOB

"dopmaTupoBaHue" HCUE3HET.

. TpebGoBanus k ohopmieHnO OyKieTa:

HEJb3S U3MEHSATH CTaphie U JOOABISATH HOBBIE CTHIIN TEKCTA;
MIPOTHUBOIIOKA3aHO UCIIOIH30BaTh KHOMKHU (hOPMATHPOBAHUS,
pacIojioKeHHBIC Ha TTAaHEJIM HUHCTPYMEHTOB "dopMaTHpoOBaHue"
(ecm €€ o KaKUM-JIMOO MPUYMHAM HE OTKITIOUMIIH). ITO MIPUBOJIUT K
ITI0JIOMKE TOTOBBIX CTHJIEH M K CO3/IaHUIO HOBBIX CTHJIEH TEKCTA,
TaKKe HeJb3sl MoJib30BaThbes koManaamu: "Ipugt”, "Ad3an" u
"Cnmcok"”, pacnoJIO)KEHHBIMHA B MEHIO KoMaH]1 "®dopMart’;

1u1st pOpMATUPOBAHUS BBEIEHHOTO TEKCTA HAJIO TIOJIb30BATHCS
TOJIBKO TOTOBBIMH CTUJISIMU, PACTIONIOKEHHBIMU HA TIAHETN

uHcTpyMeHTOB "CTHiIN ¥ (popmMaTHpoBaHue” (KHOIMKA JIJIs BbI30BA
A

WM CKPBITHSI TaHeNn — =2, niu komaHael: "@opmat/CTunu u

¢opmaTupoBanue”);

B Ka4eCTBE WIUTFOCTpaIuid (€CiIM OHM HEOOXOAMMBI [Tl OYKIIeTa)
HAJI0 BCTaBJIATH YE€PHO-O€Tble KapTHUHKH, JIJIsI BO3MOYKHOCTHU
pPa3MHOKEHUSI TOTOBON OpOIIIOpEI Ha 00BIYHOM 0(UCHOM
KONIUPOBAJIbHON TEXHUKE, UCTIOJIb3YIOIEN YETHBIN TOHED;

rOTOBBIN OYKJIET HOJKEH ObITh HaleyaTaHa Ha OAHOM JIUCTE ¢opmMara
A4 ¢ obeux ctopoH. Ha kaxk1oif cropoHe OyMa)KHOTO JIUCTa — O TPU

KOJIOHKU. DTO CTpaHMIIbI OyAyIiero Oykiera.

. TemaTuka pa3zienoB (kKoja0HOK) Oykiera cM. wintrocTpanuto (Pucynok 14):

(xosionka 1). TUTYIBHBIN JIHCT;

(xosoHKa 2). CBeneHus o nmpoodseme;

(kosmonka 3). Uto mpeaaraeTcs UIs PEIIeHUs STOM MPOOIEMBI;
(kosronka 4). KakumMu BO3MOXXHOCTSIMH MPEIIPUATHS 3Ta IpodIiemMa
pemaeTcs, Kakue TEXHHUECKUE, TEXHOJIOTHYECKHE,

OpraHu3alilMOHHBIC MCPOIIPUATUSA U PE3CPBLI UCITOJIB3YIOTCA
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NPEANPUATHEM JJIs OKa3aHHS ITON YCIIYTH, KaKas OCHAIIEHHOCTh
NPEANPUATHS U KBaTH(PHUKAIIHS IEPCOHANA;

* (komonka 5). OT3bIBBI OKYIIATEJICH WIIH SKCIIEPTOB O MpeaiaraeMoi
yCIyTe;

e (kosoHKa 6). BosmoxxHOCTH TIpHoOpeTeHus u 1ieHbl. KoHTakTHas

uHpopMaIus.
Komonka 5 Komonka 6 Komonka 1
Kononka 2 Komnonka 3 Komouka 4

Pucynox 14.Maket cTpanun OykJjera

8. B undopmaiuu 0 BO3MOXHOCTSIX NPEANPUSITHS, 332 CUET KOTOPBIX
oKa3bIBaeTcs 3Ta yciyra (KojJoHka 4) peKOMEHIyeTCsl yKa3aTh —
* KakKue JMIEH3UHU WM NaTEHThl UMEIOTCS JIsl BBIIOJIHEHUS 3TOMN
yCIIyTH,
* KaKWe UCIOJIb3YIOTCS PE3EPBbI U MPUMEHSIIOTCS MEPOTIPUATHUS IS
MOJIYYEHHUSI YCIYTH MPEIJIaraeéMoro KauecTna,

¢ KaKHC TCXHHUYCCKHC CPCACTBA UCIIOJIb3YIOTCA,
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e Kakas KBaju(uKalus IepcoHasna, OCyIeCTBISIONIas 3Ty
NEeSATEeTbHOCTh, U KAaKOE CTICIUATM3UPOBAHHOE 00YUEHUE TTOTYIHIIN
VCTIOJTHUTEIH,

* UMEIOT JIU OHHU NMPO(EeCCHOHANBHBIE HArPa/ibl, MOOEKIANIN JIU B
CHelUaIN3UPOBAHHBIX KOHKYpCax,

* KaK Ha MPEANPUATAU TPOBEPSIETCS KAYECTBO YCIYTH,

* KaKWe FapaHTHH Ka4eCcTBa JJIs MOTpeOuTe,

* Ha KaKuX BBICTaBKax M KOHKypcax Oblja mpe/IcTaBlieHa yciyra, u
KaKuX Harpaj yJIoCTOeHa U Jp.

9. B kosoHke 1 ciaemxyeT coxpaHUTh MECTOTIONOKEHHUE TEKCTA JIJIs1 Ha3BaHUS
NPEANpUATHS, 3ar0JI0BKa OyKIleTa U JUIsl MoJ3aroyioBka Oykiera. YToObl
MPaBUJIBLHO PACCTABUTh TEKCT B 3TOM KOJIOHKE Ha/J0 PYKOBOJICTBOBATHCS
Ha3BaHUAIMU cTuiieil a03aieB. [1o Ha3BaHKUSAM CTHIIEH MOKHO HOHSITH, YTO
HAJI0 MMACATh B TOM WJIM HHOM MECTE€ B KOJIOHKE 1, a BMecTO mabioHHOM
KapTUHKH BCTABUTh HYKHYIO.

10.B kosoHKke 5 yka3zaTh He MeHee TPEX OT3bIBOB. [IpousutocTprpoBath
KaXJIbI OT3bIB MaJIeHbKOU (poTorpadueit mu6o kapTuHKOi. UTOOBI
KapTUHKH M TEKCT PacIioiarajuch TApMOHUYIHO, JUTsI KAPTHHOK MOKHO
YCTaHOBUTH OOTEKaHHME TEKCTOM CIIPaBa, WM CIEIATh TAOJIUIHYIO
pa3MeTKy ¢ OECIIBETHBIMU TPAHUIIAMH.

11 B koJionke 6 11eHbI Tyullle yKa3aTh Ta0Onauiel. BHu3y kogoHKH 6 cieayer
COXPaHUTh PACMOJIOKEHHUE TEKCTa C PEKBU3UTAMU MPEANPUITHS U
IMOJIEMOH, KaK J1aHO B 1abyioHe OykieTa. OMOiIeMy MOXKHO MOMEHSITh Ha
HyXkHY10. OOpaTuTe BHUMaHUE HA CTHJIh TEKCTa, MPUMEHEHHOTO K 9TON
amoIIeMe.

12 B xax 0¥ KOJOHKE, KpOME KOJIOHKM 1, pa3MeCTUTh 110 OJHOMY
3aroJIOBKY MEepPBOr0 YPOBHS U, €CIIU TPeOYIOTCS, 3ar0JIOBKH BTOPOTO
ypoBHs (€CITU MX CTaBsT, TO HE MeHee 2-X B paszeine). OcTtaabHbie
JIOCTYITHBIE CTHJIA IPUMEHSATD JJIS1 CTPYKTYPHOU KOMITOHOBKH H
BBIICJICHHS] HH(OPMAIIHH.

13.Ha3Banus pa3nenos cieayeT THIaTeNbHO MPOoyMaTh U HE UCIOJb30BaTh

BMECTO HUX Ha3BaHUA, UMCIOIUECA B madJIoHeE.
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14 HazBanwus pa3nenoB ciaeayetr opopMiaTh CTHIIEM ' 3arojoBok 1'. Eciu B
HA3BaHWUHU pa3zelia u3-3a BEJIMUMUHBI MPUQTA KaKOe-HUOYIh CIIOBO HE
MOMEIIAETCs M0 IMUPUHE CTPAHUIIBI, €T0 HE CIEeIYeT MePEHOCUTD, a
3aMeHUTh CHHOHUMOM. O0pasert opopmMileHrs OyKiIeTa CM. Ha
wmoctpanusx: (Pucynok 15u Pucynok 16). O6paTute BHUMaHUE, 4TO Ha
pUBEIEHHON HIDKE WILTIOCTPAIIUY TTOKa3aH OYKIIET TOBapa, a He YCIyTH.

15.06paboTaTh BCTaBICHHBIC B OYKJIET KAPTUHKHU C TIOMOIIBIO ITAHEH
uHctpymeHtoB "Hactpoiika uzodpaxenus”. Hanpumep, oOpe3ats Kpast
KapTHUHOK, YBEJIIMYUTH, NI YMEHBIIUTH IPKOCTh (KOHTPACTHOCTB),
YCTAaHOBHTH NPO3PAaYHBIA IBET U Jp. cM. 1 (PucyHok 17)u Tabmuiry
(Tabmuua 1).

16 IIpuMeHuUTH CoKaTHE KAPTUHOK JJIsl TOTO, YTOOBI (haiisl OyKjeTa cTtajil KaK
MO’KHO MEHbIIEro o0béma. B TakoM Buje ero jerye XpaHuTh U
nepeaaBaTh MO ANEKTPOHHBIM KaHanaM cBs3u. CrkaTue KapTHHOK B
OykJeTe Il yAaJeHus: uX 00pe3aHHbIX KpaéB M YMEHBIICHUS UX pa3Mepa
B 0aiiTax BBINOJIHSAETCS HHCTPYMEHTOM "CikaTHe PUCYHKOB" Ha MaHEIu
unctpymeHToB "HacTpoiika uzoopaxenus”, (Pucynok 17).

17 J1ns coxatusi KapTHHOK PEKOMEHIYeTCsl IPUMEHUTh HACTPONKH,
noka3aHHble Ha wurroctpanuu (Pucynok 18).

18 bykier coxpaHUTh B TUYHOM MArke.

19 HaneuaraTh OyKJIET Ha IPUHTEPE JJIS ClIA4M TpernoiaBaTesto (eciau oH
atoro Tpedyer). Ecnu npenonasatens He TpeOyeT pacnedaThiBaTh OYKIET
Ha IPUHTEPE, —PEABSIBUTH MY JIJIsI TPOBEPKHU AJICKTPOHHBIN TOKYMEHT.
[Tpu nmeyaTtu OykieTa Ha MPUHTEPE OH JOJDKEH ObITh pa3MelIEH Ha 00enx
CTOpPOHAX JIUCTA, TIOCTIE YETO JIUCT JOJIKEH OBITh COTHYT B 3 pa3a, YTOOBI
TOJTy4rJICs OYKJIET CO CTpaHHUIaAMH.

20 Iloka3aTp BBITIOIHEHHYIO PA0OTY MPEIOIaBaTEelo.
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MEATHAT end MpUROp P eEparger paboTare.

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

BOZAEVICTBME HA HEACOBEKA

Mo panvsEM Becnefossqed HecTeryTa Om M
MEHWETEPCTRR AADABOOXPRHEHNT

*

el

@ 1 3 %3 4 B B T B B W W 11T T

PucyHnok 16.O6pa3en BTOpoii cTOPOHBI OyKjIeTa ToBapa

LS
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SIpkocth

Copoc

napameTpoB

BceraButh pucyHok KonTtpactHocTs

b

HacTpoW:a H3o00pNxeHHa
3 | B 01 L 1 sl

Nl e e WY
-O6pe31<a

dopmar

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

Pucynok 17.11anenn uncrpymentoB " HacTrpoiika uzoopaxenus”

Tabouua 1 —Ha3HayeHne KHONOK NMaHeJ I MHCTPYMeHTOB ' HacTpoiika

u3oopaxenus”
Knonka IMosicHenue
ﬂ Bcerasnser nzobpaxenue B JOKYMEHT C IIOMOIIBIO TTPOTPAMMBI

"TIpoBoHUK"

OTKpbIBaET MEHIO U300pAXKEHUS: aBTOMATHYECKOE OTOOpaXKEHUE
EH n300pakeHust (Kak BBITJISIUT M300paKEHHE B OpUTHHAIIE, O3
npeoOpa3oBaHuii), mpeoOpa3oBaHue H300PAKCHHS B OTTEHKH CEPOTO
[[BETa, MPUBECHIE U300paKEHUS B UepHO-0eIioe, peBpalleHue

U300paXKEeHUsI B TOJIOKKY

YBennuuBaet KOHTPAaCTHOCTb I/I306pa)K€HI/IH

]

YMeHbII1aeT KOHTPACTHOCTh N300paKEHUS

VYBenuuuBaeT ApKOCTh U300paKEHUS

&1
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Knonka

Iosicuenue

‘,l

YMeHbIIaeT SPKOCTh U300PAKEHUS

OOpe3aeT JUIIHUE YaCTH U300paKECHUS

[ToBopaunBaeT n300pakeHNE BIECBO

s

OTKpbIBaeT BEIOOP THITA U TOJIIMHBI BHIACICHHON TMHUH (€CITH OHA

HApUCOBaHA C UCIOJB30BAaHUEM TTAaHET HHCTPYMEHTOB "PucoBanue")

¥
"

;}_

Coxumaet 00beM KapTHUHOK B OalTax 3a CY4ET HE3aMETHOI'O CHUKCHUS

HX Ka4€CTBa

VYcranaBnuBaeT o0TekaHHE N300paKEHUSI TEKCTOM

l:.1

OTKpBIBa€T MEHIO HACTPOIKK (hopMaTa N300paKEeHHUS.

YcranaBnMBaeT Mpo3pavyHOCTh 0003HAYEHHBIX MECT Ha M300paKECHUHU

N &

COpachIBaeT mapameTpbl H300paKESHUSI

CmarHe pHCYHKOE

[MPHMEHHTE

(%0 BCEM PHCYHEAM A0KYMEHTA

M3MEHHTE paspELEHHE

() AnA MHTEPHETA M 3KpaHa

() He M3MEHATE

MNapamMeTpel
CHaTe PHCYHEH
¥AaNMTE 0OpEezaHHEIe 0ANACTH PUCYHKOE

x)

(%) ana pegatw Faspelwenke: 200 ToHer Ha AHOAM

[ K ] [ CITMEHS

Pucynok 18.MeH10 c:xxaTHsi KAPTHHOK
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TUNMYHbIE OLLUOKM

1. BMecTo oiHOH yCiIyTH B OyKJIET MOMEIatT HHHOPMAIIHUIO O HECKOIBKUX
yclyrax, Harpumep, o Typax B Kurtaii. Cneayet moapoOHO OCBETHTH
TOJIKO OJIMH MapIIpyT, Harpumep, B Kurtai, u yka3atb 0COOEHHOCTH
KOHKPETHOTO Typa, IporpaMma MyTenIeCTBUS 110 JHIM U YacaM, TOKa3aTh
NIePEMEIICHHE 110 MAPIIPYTY, OTMETUTH TOYHYIO KBATU(DHUKAITHIO THIIOB,
NOTPEOUTETHCKIE XapaKTEPUCTUKH TPAHCIIOPTHBIX CPEICTB, KOHKPETHBIE
YCIIOBUS TIPOKUBAHMSI M TMTAHUS, TOYHBIE IIEHBI 32 TTYTEBKY, CTPAXOBKY U
Ip. CBOMCTBa Typa. biaromapst moapoOHBIM OIMMCAHUSM JTFOAH 3apaHee
JIOJDKHBI OYEHB XOPOIIO MPECTABIIATh KaK OyIeT MPOXOIUTh
MyTEMIECTBUE W YTO OHU YBUAAT. OncaHue TOHKHO OBITh TOYHBIM,
KOHKPETHBIM, CYXHM U JIEIOBBIM. be3 BOCTOp)KEHHBIX HIIM TYMaHHBIX
(oOTekaeMbIX) BRIpAKCHHUI, HAITPUMED, "BCE BKIIIOUEHO" MM "TIOJHBIN
MaKeT TapaHTHil .

2. B mabnone "bpouopa” 3apaHee HanucaHbl CIPABOYHbIE MaTepUabl O
TEXHOJIOTHH CO3/IaHUS HY)KHOTO TOKyMeHTa. OHU 0(pOpMIICHBI
Pa3HOOOPa3HBIMU CTHIISIMUA. DTO CIEIAHO TOJBKO ISl HATJISTHOTO
0TOOpaXeHHsI TOTOBBIX CTHJICH, a HE JUIS MPUBSI3KH KKIOTO CTUIIS K
KOHKPETHOMY MecTy OyKJera.

3. Yaanstor ctuiam ab3areB U CTHUIM 3HAKOB JTMOO M3MEHSIOT TOTOBBIE CTHIIH
a03a11eB U CTUJIM 3HAKOB HOBBIMHU. JTO MPOTUBOPEUUT 3ananuto. [llupuny
KOJIOHOK TEKCTa TOKE€ U3MEHSITh HEJIb34l.

4. He ucnons3yloT MHOTOOOpa3HbIE CTHIIN TEKCTOB, Pa3MEIIEHHBIX B
1rabJIoHe, 9TO MPUBOAUT K OTCYTCTBHUIO HY>KHOTO BBIJICICHUS
uH(OpPMAITUHU U YXYIIAeT €€ BOCTIPUSTHE.

5. CtpemsTcs BBIOTHUTH HHOOPMAITMOHHBIA OYKJIET 110 aHAJIOTHH C
pEKIaMHBIM OYKIIETOM — SIPKO, HATIOJTHEHHBIM JIO3YHTaMH U
PYKOBOJICTBAMH K JICHCTBHIO (OCYIIECTBICHUIO TIOKYIIKH), 3a0bIBasi, 4TO
WHGOPMAITMOHHBIN OYKJIET UMEEeT APYTyI0 CHCIU(PUKY — OH JaéT
MCYEPITBIBAIOITY0 HHPOPMAIIHUIO, HE IPU3bIBAsl MOKYMAaTh. [[pudnHOH
HETMPaBUJIBLHBIX JEHCTBUN MOXKET ObITh HHTCHCUBHOE TIOTPEOJICHNE

PECKIaMbI (HO CTaTUCTHKCE, B CPCAHEM Ha OOBIYHOI'O YeJIOBEKa CXKCIHEBHO
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BO3JICHCTBYET O0JIee IBYXCOT PEKIaMHBIX MMOCTAHUN U3 PA3TMUHBIX
MCTOYHUKOB) YTO CKa3bIBACTCS HA M3MEHEHHUH €TI0 MBIIIUICHHSI, TUChMaA U
peun (M 1aXe Ha TTOBEJICHUN).

6. B KxoHIIE 3ar0IOBKOB CTaBAT TOUKY, HJIA JBOETOYME. B KOHIIE 3ar0JI0OBKOB
9TH 3HAKW MPETUHAHUS HE CTaBsATCA. B nHbDOpMarmoHHoM OyKjeTe He
CJIeTyeT UCIOJIb30BaTh B 3ar0JIOBKAX BOCKIIHUIATELHBIC U
BOTIPOCHUTENIbHBIC 3HAKU. DTO HE COOTBETCTBYET CTUJIIIO U3aHUSI.

7. Ucnons3yloT IBETHBIE KAPTUHKH, KOTOPBIE TTPU YEPHO-0EII0N meuatu
TEPSIIOT BH/I.

8. TekcT MHOTOCIIOBHBIN, HE KOHKPETHBIN, N30bITOUHBIN. bobioe
KOJIMYECTBO CJIOB MPUBOAUT K MU30BITOYHOCTH HHPOpMaIu. 13 Tekcra
CJIeTyeT yAamsaTh JIMITHUE CJIOBA, KOTOPBIC HE BIHSIOT HA KOHKPETHOCTD
nepeaaBaeMoi HH(HOPMALIUY.

9. OmHOoTHIHYIO MH(MOPMAITUIO, HATIPUMED, IIEHBI, XapaKTEPUCTUKU YCIIYTH
clemyeT pa3MeniaTh B TaOJIUIAX, a HE CIIOMIHBIM TEKCTOM.

10.He ucnonb3ytores rpaduku v fuarpaMMel. i COKpaiieHus: BpeMEeHH
03HAKOMJICHUS TOTPEOUTENS C TEKCTOM OYKJIETa CIeAyeT MPUMEHSTh
CpencTBa HATISAHOTO OTOOpaKEHUS MOTPEOUTETHCKUX CBOMCTB yCIYTH;
uX MUQPPOBHIE XapaKTEPUCTUKH JIYUIIIe TTOKAa3bIBaTh B IPOCTHIX Ipadukax,
KPYTOBBIX WJIM CTOJIOYATHIX TUAarpamMmax.

11 He npuMeHsSIIOT aBTOMaTHUUECKOE CKaTHUE KapTHUHOK. DTO hopMupyeT daiin
U30BITOYHOTO pa3Mepa U MOXKET MPUBECTHU K TpodIeMaM MpU MEPEChUIKE
0 JIEKTPOHHOM MMOYTE WY TIepeaaur Ha MAarHUTHOM I ONITHYECKOM
HOCHTEIE.

12 Jlns co3nanus Oykiera BMecto nporpammbel MS Word ucnons3yror
nporpammy MS Publisher, rae ects moao0HbIi 1m1adoH, HO
npeaHa3HaYeHHBIN TOJIBKO JIJISl PeKJIAMHBIX, a HE TIPOCBETUTEIBCKIX
LeJeH.

13 Henb3st npuMeHsATh B ”HPOPMAITMOHHOM OYKJIETE CIeAYIOLIIe

HMOLIMOHAIBHO HACHIIIEHHbIE (Ppas3bl:

e "Cnemmure!" " He ynycture cBoit manc!" " Cnenaiite 3T0 1151 CBOETro

pebenkal" u np.;
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* "VHukanbHOE npejioxkeHue”. " YHUKaIbHas TEXHOJIOTHUS
"YHukaneHas ¢popMyna kpema' u ap.;
e "DKOJIOTMYECKH YHCThIE MAaTEPHUAIIBI , ' [ OJIBKO IPUPOJAHBIE
Martepuaisbl , "['mbkas cuctema CKUI0K | JIp.
BmecTto HUX Hamo 0OOCHOBaTh MOJE3HOCTh YCIAYTM M TEXHOJOTHHU €€
IPEI0CTaBICHUS.

14 CtpemsaTcs COXpaHUTh MECTA PACIOJIOKEHHS CTHIIEH TeKCTa B 1Ia0JIOHE,
3aMeHsAs TEeKCT u3 1mabjaoHa Ha cBoil. Hampumep, ecnu B madione
3aroJIOBOK IEPBOr0 YPOBHS PACIOJIOKEH B KOJOHKE 2, TO €r0 TaM U
octaBistoT. Ha apyrux ctpanuiiax Oykiera 3arojoOBKU MEPBOTO YPOBHS HE
nuiryT. Eciiu koJsioHKa 6 B mabione Oykiera mycras, TO U TeKCT B
rOTOBOM OyKJIeTe TaM Mo4YeMy-TO He pa3memnaroT. Hano pasmemaTts TEKCT
B COOTBETCTBUU C 3aJ]aHUEM, Ha KaX0u cTpaHulle Oykiera. [lomo0HO ke
OIIMOKOM SIBJISIETCS pa3MelleHue TeaedOHHOro HOMepa B KOJIOHKe 4
oykneta. Homep Tenedona B madiaone opopmiieH ctuiieM "3arojioBok 3'.
[To3TOMy ATOT CTHJIb MOKHO MPUMEHSTH U B IPYTUX MECTaxX JOKYMEHTa
JUTS BBIIGTICHUSI HY’KHOTO TEKCTa, a 10 3aJaHHI0 AJisl HoMepa TenedoHa
OPEINPUITHS ONIPEEICHO MECTO B KOJIOHKe 6, B pEKBU3UTaX

NPEeANPUATHUS.

PekomeHaauunm no ocpopmneHnto oTY€Ta o pesynbrartax
AenoBON UTPbI

Otu€r mo nemoBoil wurpe odopMIIIeTCS Ha OCHOBAHWHM BBITIOJHEHHBIX
3aJ1aHUN, pa3MEIIEHHBIX B KaXJI0M 3a7ay4e.

HTorom BBIIOTHEHUS KaXI0HM 3a7ja4u SABJISICTCS HANlE€YaTaHHBIN HA PUHTEPE
JOKYMEHT JIM0O 3JIEKTPOHHBINA JOKyMeHT. O HE0OXOAMMOCTH MevyaTu OoTuéTa Ha
Oymare JOJDKEH COOOLIUMTh TMpernojaBarenb. Ecnu npuém Beaércs B
AJIEKTPOHHOM BHUJIE, TO OTYET MOXKET HE IMeUaTaThCs Ha Oymare.

KonuyecTBO cTpaHuWI] SIEKTPOHHBIX WA OYMaXXHBIX JOKYMEHTOB,

IpHUBEIEHHBIX K OyMaxkHoMy opMmaty A4, ykazano B Taduiie (Tabmuma 2).
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Tadoauna 2 —CocTaB JOKYMEHTOB /IJIsl 0TYeTA 1O /1eJI0BOi urpe

3axaua Ha3BaHue 0TYETHOIO JOKYMEHTA KosnvecTBo cTpanui
3amada 1 | Pe3rome 2
3anava 2 | ConpoBOAUTENBHOE MUCHMO K PE3IOMe 1
3agava 3 | TUTYNIBHBIN JIUCT K (PAKCUMUITBHOMY 1
COOOIIEHUTIO
3amaua 4 | Kanennaps opucHBIM 1
Kanengaps nogapoyHslii 3
3agava 5 | UndpopmarmoHHbii OyKieT 2 CTpaHUIIbI,
HaleyaTaHHBIC C JBYX
CTOPOH JINCTA

MNepeyeHb KOHTPONbHBLIX BONPOCOB

1.

9.

Jlnia gero Tpebyrorcs mabdaonsl 1 Mactepa mada0HoB B iporpamme MS
Word?

Kak nonb3oBaThcsi MacTepom 1ab10H0B B porpamme MS Word?

I'ne Haxomstcs Macrtepa madaoHoB B mporpamme MS Word?

Ha xakowm caiite B UHTepHETE coepkarcs madJoHbl pa3HOOOpa3HBIX
JIOKyMEHTOB st mporpamMmel MS Word?

['e B3s1TH 11a0JIOH TOKYMEHTA, €CJIH €T0 HET B CIHCKE MTabIOHOB
nporpammbl MS Word?

. I'me naxoaurcs madioH pe3ome B nmporpamme MS Word?

Kakue cnenuanu3npoBaHHbIE IPOTPaMMBbl MOKHO MCIIOJIB30BATh JJIS
co3naHus pe3rome Oe3 madioHa?

Kak HaiiTu ma6J10H CONPOBOAMTEIbHOI0 MUCHMA K PEIOME B
nporpamme MS Word?

Kak u3MeHHUTh CTUJIb pe3k0Me, COCTaBICHHOTro B mporpamme MS Word?

10.B xaxom nopsiike pa3MeniaroTcs JaHHbie 00 00pa3oBaHUM B pe3lome?

11 JIns yero TpeOyeTcst CONPOBOAUTEIHHOE MTUCHMO K pe3tome?

12I'ne naxoauTcs MabIOH TUTYIBHOTO JINCTa GAKCUMHUJIBLHOTO COOOIIEHUs

B iporpamme MS Word?

13 Kaxk oTocnaTh HECKOJIBKO 9JICKTPOHHBIX JOKYMCHTOB (l)aKCI/IMI/L]'IbeIM

co00IIeHneM C KOMIbIoTepa Ha (akc-anmapar?
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14 Kak oTtociaTh HECKOJIBKO 3JIEKTPOHHBIX JOKYMEHTOB (haKCUMMJIbHBIM
CO00IIeHNeM C KOMIIbIOTEpA HA KOMITBIOTEp?

15.Kak npuHATh (paKCHMUJIBbHOE CO001IEeHNe, OTOCIAHHOE C
(hakCHMUIIBHOTO amnmapara Ha KOMIbIOTEP?

16 J1ns1 yero TpeOyeTcs TUTYAbHBIN JTUCT GAKCUMUIBHOTO COOOIIEHUs1 ?

17 Kakue cBeieHus: MUUIYTCA B 3aMETKAaX Ha TUTYJIbHOM JIUCTE
(hpakcUMMIBHOTO COO0IIEeHUsT?

18 /17151 4ero Ha TUTYJIBHOM JIUCTE (PAKCMMHIBHOM CO001IeHNH TpeOyeTcs
nosie "Komust"?

19 /1151 4ero B TUTYJIBHOM JHUCTE GAKCUMUIBHOTO CO001IeHUsI TpeOyeTCs
noJs: akc u tenedon?

20 /155 yero B TUTYJIBHOM JIUCTE (PAKCHUMHMJIBLHOTO COO0IIEeHHs TPeOyeTCs
yKa3bIBaTh CBOM TeIe(POHHBIN HOMED?

21 J511 9ero B TUTYJILHOM JIMCTE (PAKCHMMJIBHOIO COO01eHUsI TpeOyeTCs
YKa3bIBaTh CBOU aJIpec AJIEKTPOHHOUN MOUYTHI?

22 JIns 4yero B TUTYJILHOM JIUCTE (PAKCHUMMJIBLHOTO COO0IIEeHHs TpeOyeTCs
yKa3bIBaTh CBOU a/ipec OOBIYHON MOYTHI?

23 I e naxonurcs Macrep kajsenaapeii B8 MS Word?

24I'ne B34Th CIIUCKYU TIPA3THUKOB ISl CO3/IaHUS KajleHaapsi?

25 Ha xakom MHTEepHET-CcaiiTe MOKHO B3ATh KPACOYHBIE U300paKEHUS JIJIs
KaJieHaaps?

26 I ne naxoautes mad/oH Oykiera B nporpamme MS Word?

27 B 4ém cocTouT pasHHIla MEeXKAY OpOIIOpoii U OykjieToM?

28 Kaxk BBITIOJIHUTH C)KATHE U300PKEHUN, Pa3MEIEHHBIX B TOKYMEHTE
nporpammel MS Word?

29 Kak noBepHyTh U300paxeHue, pa3MEeIEHHOE B JOKYMEHTE MPOrpaMMbl
MS Wordua 90rpaaycos?

30.Kak BbIMONMHUTH 00TEKaHNE TEKCTOM M300paxeHH, pa3MEeIIEHHbBIX B
nokymente nporpammel MS Word?

31 Kaxk obpe3aTh HEHY»KHBIE Kpasi H300pakeHusI, pa3MEIIEHHOTO B
nokymMmeHte nporpammel MS Word?

32 Kak u3MeHUTh SIPKOCTh U300paKeHUs, Pa3MEIIEHHOTO B JOKYMEHTE
nporpammel MS Word?
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33 Kak n3mMeHUTh KOHTPACTHOCTh M300paKEeHUsI, PA3MEIIEHHOTO B TOKYMEHTE
nporpammbl MS Word?

34 Kak npeBpaTUTh LIBETHOE U300paKeHUE, pa3MEIIEHHOE B JOKYMEHTE
nporpammbl MS Word,B u€pro-6emoe?

35 Kaxk mpeBpaTuTh 1iBeTHOE M300pakeHUe, pa3MENIEHHOE B TOKYMEHTE
nporpammbl MS Word,B n3o0pakeHre ¢ OTTEHKaMH CEePhIX [IBETOB?

36 /151 yero TpeOyeTCs BBIMOJIHATH CKaTUE N300paKeHU B IOKYMEHTaX
nporpammel MS Word?

37 Kak noctpouts B JokymMenTte nporpammbl MS Word nuarpammy mimm
rpaduk?

38 Kak nmoctpouts B 1oKymMeHTe rporpaMmmbl MS Wordrab:uiy?

39.4to0 Takoe CTHIIb 3HaKa B IOKyMeHTe mmporpaMMbl MS Wordu ist yero on
IpeTHa3HAYCH?

40Hto Takoe cTmib ab3ana B foKkymeHTe nporpammbel MS Wordu mist gero
OH MpeTHA3HAYCH?

41 Kak u3MeHuTh CTHJIb ab3alla U CTUJIb 3HaKa B JOKYMEHTE nmporpaMmmbel MS
Word?

42 Kak mpuMeHATh CTUIIU a03alleB U CTUJIN 3HAKOB B JIOKYMEHTE ITPOTPAMMBI
MS Word?

NMpeaMeTHbIN yKa3aTenb

c byknet nundopmaoHHsiii ..........49
Curriculum Vitae.......ccccccvvveeenn. 18 4
CV e 23 MHCOPCHHT ....vevviiiiiieviieeeei 11
A M
AYTCOPCED vvnvernnirernneeiiineeeieaeenns 13 Macrtep KaneHAAPEH.........uveenn... a7
AYTCOPCHHT .....uiiiiiiiieeienine e 11 MacTtep Pe3IOME .....cevvnvrrnniennnnn. 17
5 MacTep GaKCOB.......ccvvvuniieaeinnnn s 42
MacTtep MAOTOHOB ....ccvvveerneennn. 13
BpOIHIOpa ................................... 50 MHOFO(bYHKHHOHaHBOG YCTpOﬁCTBO

BYKIET ..o, A0 s 41,



M

[TaHTemerpad ...ccvvvvvvveeeiieeiiees 41
P

PE3IOME ..., 17
T

TenedakC.....coovvveviiiiiieiiiieeeean, 41
(o)

L7} PR & B
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Bubnuorpacgpunyeckmm cnnucok

DaKCUMUJIBHBIN aIlnapar............. 40
L
10 (0] ST 13
la6son "Bpomrtopa” ................... 50
[la6son "ConpoBoauTenbHOE
1107 (0197 (0 U PTUPPRTTRPRPI 34
EC)
DAEKTPOHHBIA (PAKC ....cvvvvnnneeeee 41

OTukeT GaKCUMIIBHON CBS3H ...... 41

Y4yeOGHO-MeTOANYECKME pa3paboOTKu

1. Uudopmatuka. Pabora ¢ madioHaMu : METOJI. YKa3aHUs JJIs

CaMOCTOSITENIbHBIX U MHAUBHUIyaJIbHBIX Pa0OT CTyIeHTOB 1-3 KypcoB Bcex
¢dopm obOyuenus / coct. C. B. Kanutun. — Xabaposck : PUL XT"'ADII,
2008. — 4&. —Pexxum nmoctyma : http://training-
it.narod.ru_lection/rab_s_sh.ziffIposepeno na 06.01.2011).

2. MCTO,Z[I/I‘{CCKI/IC YKa3aHus OJis1 CaMOCTOSATCIbHBIX U MHAWBUAYAJIbHBIX

pabot ctynentoB 1-3kypcoB Bcex ¢popm obydeHus. Jlekus: Co3nanue

JIOKYMEHTOB C MCIIOJIb30BaHUEM I1a0JI0HOB 1 MacTepoB. Co3naHue

nokymentoB B Microsoft Word: 7 CoBpemenHnbie o(pricHbIC IPUITOKESHUS

Nutepuer-Yuuepcurer Mudbopmarnmonssix TexHomoruii. — Pexxum
nocryma : http://www.intuit.ru/department/office/odpr/7/odgr.html.

(ITpoBepeno na 06.01.2011).

3. Houcu J1. JIstouc. Busyanbhsiii kype. Microsoft Office 2003B a¢upe

anekTpoHHBIX KHHT. TeachProdopwmar : pdf. Pasmep 33,7 Mb. Pexum
nocrtyma : http://booksefir.ru/office/2154-vizualnyy-kurs-masoft-office-

2003.html (ITpoeepeno na 06.01.2011).

4. OcCHOBBI UCIIOJIE30BaHUS TeKCTOBOTO Tporeccopa Microsoft Word 2003.

HNudopmartuka ctyaentam. —Pexxum gocrtymna :
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http://yuschikev.narod.ru/Teoria/Word2003/indexWhht(ITposepero Ha
06.01.2011).

[Mamenko Y. Word 2007 I1Iar 3a marom. Dxcmo, 2008.B adupe
anekTpoHHBIX KHHT. TeachProdopwmar: pdf. Pasmep 13,2 Mb.— 464. —
Pexwum nocryna : http://booksefir.ru/office/2917-word-2007-shag-za-
shagom.html(ITposepeno na 06.01.2011).

Camoyuutenns MS Word. TAYPUOH. UtrocTpupOBaHHbIH CaMOYYHUTEITb

no Microsoft Word. —Pexxum nocryma : http://www.taurion.ru/word
(ITpoBepeno na 06.01.2011).
Xomonenko A., Xomonenko H. Camoyuurens Microsoft Word 2003.

BXB-IletepOypr. B adupe snekrponnsix kaur. TeachProdopmar: pdf.
Pasmep 10,2 Mb. — 672. —Pexum goctyna :
http://booksefir.ru/office/2703-samouchitel-micrftsword-2003.html
(ITpoBepeno na 06.01.2011).

MynbTumMeaunHble oby4yarowme KypcChbl
8.

Microsoft Office Word 2003Camoyuuntens. [TpoaBuHyTHIi KypC.
MynpTuMeauitHbIN 00yuaronuii Kypc. B agupe 31eKTpoOHHBIX KHHUT.
TeachPro. — 1000. Pasmep 340 Mb. —Pexxum focrtyna :
http://booksefir.ru/office/2621-teachpro-samoudhiecrosoft-office-
word-2003-prodvinutyy-kurs.htm(ITposepeno na 06.01.2011).
Microsoft Office Word 2007MynbsTuMe THitHBIN 00y4aromuii Kypc. B

adupe MeKTpoHHBIX KHUT. TeachProPasmep 476 Mb. —Pexxum nocryma :
http://booksefir.ru/office/108-teachpro-microsoffice-word-2007.html
(ITpoBepeno na 06.01.2011).

10MS Office 2007 MutepaktusHbiii kKypc. HoBas mikomna. B adupe

ANIEKTPOHHBIX KHUT. TeachProPa3smep 760 Mb. —Pexum noctyna :
http://booksefir.ru/office/786-interaktivnyj-kursgyoffice-2007.html
(ITpoBepeno na 06.01.2011).

MHdopmMaLMOHHbIe Be6-canTbl

11 CalendarKanennaps nmpa3naukoB. —Pexxum nocryna : http://calend.ru/

(ITpoBepeno na 06.01.2011).
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12 Ila6mons! ans pabotel u goma. Office Online. Microsoft. Pexum
nocryma : http://office.microsoft.com/ru-
ru/templates/FX100595491049.asMposepero na 06.01.2011).

13 Annexc.OTkpeITKH. —Pexxum nocryma : http://www.cards.yandex.ru/
(ITpoBepeno na 06.01.2011).

14 SIupexc.®otku. —Pexum noctyna : http://www.fotki.yandex.ru/
(ITpoeepeno na 06.01.2011).

MporpammHoe obGecneyeHne
15 ITporpamma mist cocraienus pestome "ResumeMaker”. COMZ.RU.
Koms.JIenta. —Pexxum noctyna : http://comz.ru/soft/4644/print
(ITpoBepeno na 06.01.2011).

16 Ilporpamma "CV". ABtop: Anekcannp ®okuH. Peiitunr-karanor

nporpamm. —Pexum moctyna : http://www.wolf-
ware.ru/software/id/27/cv(lTposepeno na 06.01.2011).

17 Ilporpamma "Couckarens”. ABtop: Bnagumup buprokos. Panvasoft.com.
— Pexxum noctymna : http://www.panvasoft.com/rus1/7458Iposepeno Ha
06.01.2011).




