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BBenenue

COopHuk 3amau Kk JenoBod wurpe "PabGora aytcopcepoM" coaep:kut
noApoOHoe onucanue madnoHos: "Pe3ome"”, "ConpoBoaureibHoe MUCHMO'",
"®akc", "Kagengaps'" u "bpourropa', KOTopble UCIIONIB3YIOTCS B AyTCOPCUHTE
YU HAXOIATCA B KOMIBIOTEPHOW NIporpaMMe TeKCcToBoro pemakropa Microsoft
Word.

[Tomumo onucanusi pabOThI C YKa3aHHBIMU I1A0JIOHAMH COOPHHUK COJEPIKUT
npaBuia uX 3anonHeHus. OcBauBaTh 3TU MpaBUiia HEOOXOJUMO HE TOJIBKO JUIs
pabotel  aytcopcepoM  (HOBOM  (opmoit  paboThl B MPEANPHUATHUSX,
UCIOJIB3YIOUIEH COBPEMEHHbBIE BO3MOXKHOCTH MH(POPMAIIMOHHBIX TEXHOJIOTHH),
HO M JUISl JOCTHIKEHUS yCIeXa Ha COBPEMEHHOM PBIHKE TPY/a.

Ayrcopeunr' (or aHrm.  outsourcing) — mepegada  TPaIULMOHHBIX
HEKJIIOUEBBIX (DYHKIMN OpraHu3aluu (TakuX, HaOpuMep, KaK OyXralTepCKHii
y4eT WM peKIaMHas AESITeNbHOCTh JUIsl MallMHOCTPOUTEIBHON KOMIIAHUM)
BHEIIHUM HCIIOJIHUTENSIM — ayTcopcepaM, CyOmoapsiaiuuMKaM, CHelUaInucTaM
CTOPOHHEN (UPMBI; OTKa3 OT COOCTBEHHOI0 OHW3HEc-Ipoliecca, HarpuMmep,
M3TOTOBJICHUSI OTJIMBKHM WJIM COCTaBJICHUsl OajlaHca, U MPUOOpETeHUEe yCIyT 1o
peanuzanuu  3TOro OM3Hec-Mpoliecca y  JPYro, crenuaIn3upoBaHHOM
opranusanuy. Pa3HOBUIHOCTE KOOIIEPUPOBAHUS.

AyTcopcep — BHEIIHUH  HCHOJHUTENb, CTOPOHHUM  CIELUANUCT,
CyONOJIpsIIUUK, BBICOKOKBATU(UIMPOBAHHBIA CHEIUAIUCT, BbIIOIHIIOLIHNIMA
4acTh TPAJAULMOHHBIX HEKIIIOUEBbIX (DYHKIUN OpraHU3alHH.

dakTHUECKH ayTCOpCEP MOXKET BBIIOIHATH paboTy, MOCTOSHHO MPOXKUBAs B
IPYTrOM TOpPOJAE, WIN AaXe B IPYrol CTpaHe, B3aMMOAECHUCTBYS C HAHSBILEH €ro
OpraHu3alMel MOCPEICTBOM 3JIEKTPOHHOM MOYTHI, TeJdepoHa U (HaKCUMHUIBLHOM
CBSI3H, MOJIy4asl OIUIATy 32 TPY]l ANEKTPOHHBIMU IIATEKAMH.

B pe3ynbTaTe BBINOJHEHUSA JI€JIOBOM MIPhl CTYACHTBHl MPUOOpETAIOT
OCHOBHBIE€ TPAKTUYECKUE HABBIKA PAOOTHI C 3JIEKTPOHHBIMH JOKYMEHTaMHU H
MPUBBIKAIOT K JIETOBOMY BHUPTYaJbHOMY B3aUMOJECUCTBUIO CO CIIyKalllUMH
MPEANIPUITUH.

Kaxnass 3amaua cOOpHHMKA  COIEPKHUT  TEOPETUYECKYI0 4acTb C
WUTIOCTPALUSMH, PYKOBOJACTBO K BBINOJHEHUIO 3314l U NEPEYHU TUIUYHBIX
OIINOOK.

JIOCTOMHCTBOM ~ JTaHHOTO  HW3JaHMS  SIBIIETCA  €r0  IPaKTUYecKas
HaIpPaBJIE€HHOCTh, COOTBETCTBYIOIIAs MPO(PECCUOHATIBHOMY NMPOGUII0 00yUYeHHUs
CTYJIEHTOB.

COOpHHUK MOATrOTOBJIEH MJIsi CTYJIEHTOB, YK€ 3HAKOMBIX C TEXHOJIOTHMEN
MOMCKA HY>KHBIX I1a0JIOHOB TECTOBBIX JOKYMEHTOB, HO HE MMEIOIUX HABBIKOB
UX 3aII0JIHEHHUS.

! Paiiz6epr B.A., Jlozosckuit JLIII., Crapony6uesa E.B. CoBpeMeHHBIN 3KOHOMUYECKHMI CIIOBAaph. 5-€ W3,
nepepa0. u gomn. — M. : UHOPA-M, 2007. — 495 c.



HIa0sioHb1 M MacTEpa

B nenonpous3BoACTBE MOIB3YIOTCS HA0OpaMHU OJHOTUIIHBIX JOKYMEHTOB,
MOATOMY MPUMEHEHHE AIEKTPOHHBIX 11a0JIOHOB M MACTEPOB SIBJISICTCS Hanbosee
palMOHAIbHBIM MPUEMOM PabOTHI C IOKYMEHTaMHU.

Co3naB 1m1abyiIoH OJIUH pa3, SKOHOMHUTCS BPEMS U MOXKHO M30€XKaTh OIMIMOOK
MpU TOJTOTOBKE CIICIYIOMIUX OJHOTHUIIHBIX JOKYMEHTOB. O4eHb YI00HO C
MOMOIIBIO IA0JIOHOB U MAaCTEPOB CO3/1aBaTh JOKYMEHTBI, YaCTO UCIIOIb3yEMbIE
B JIMYHOU JEATEIHHOCTU U HA NIPEANPUATHUSIX.

la6aonbl u Mactepa mad/joHOB ucnoibdyiorcs B MS Word nmns
YCKOpEeHHs co3faHusg U O0GOpMIICHHS JOKYMEHTOB. 3a CU€T NPUMEHEHHUS
mabJIOHOB U MacTEPOB OOECIICUMBACTCS 3HAUYMTENbHAS HKOHOMHSI BPEMEHU H
JOCTUTAETCS KEIaeMoe eAMHO00pa3ue opopMIICHUS JOKYMEHTOB.

IIa6aoHbl — 3TO (ailbl, cofepKamue CTPYKTYPY M HHCTPYMEHTHI ISt
CO3/IaHUSI B TOTOBBIX (haiijlax TAKUX PJIEMEHTOB, KaK CTHUJIM U MAaKET CTPAHUIIBI.

Macrepa ma0JIOHOB — 3TO IIPOTrpaMMBbl, 3aJAOIIKE BOMPOCH], & 3aTEM IO
OTBETaM CO3/al0l1e Pa3HOOOpa3HbIE TA0JIOHBI.

MHoro HyXHbIX 1a0JOHOB coAepkuTcs B mporpamme MS Word u3 nakera
Microsoft Office. B wactHocTu, nporpamma MS Word conepxuT 1mala0HbI IS
CO3JaHMs Pa3INYHbIX JOKYMEHTOB, HAalpuMep, muceM, (pakcos, Opomrop u Ap.
[6, 7, 4, 1]. lonosHUTENIbHBIEC IIA0JIOHBI 1 MacTepa MOXKHO HaWTH Ha caifte [12]
KoMmmaHuu Microsoft.

B obmem ciyuae, xorna mpu 3amycke Jiro6oi mporpammbl Microsoft Office
u Haxatud KHONMKUA Co3aaTh CcO3Ma€TCd HOBBIM IMYCTOM JOKYMEHT — MO
YMOJTYAHUIO OH YK€ ITa0JIOH, IMEIOIITUI TOTOBBIE CTUITU U Pa3METKY.

KpoMe Toro, malOmoH CIyXKUT [ XpaHEHUs YacTO HCIOIb3YEeMbIX
O0OBEKTOB aBTOMATHU3allUU: DJEMEHTOB aBTOTEKCTa, MAaKpOCOB, TaHenen
MHCTPYMEHTOB, HACTPAUBAEMbIX MEHIO U COUECTAHUI KJIABUIIL.

Kaxnplii 1mabioH MOXHO pPEIaKTUPOBATh, YTOOBI M3MEHUTH CTaHJIAPTHOE
dbopmaTupoBaHue WM J100aBUTH TeKCT. HacTpoeHHble mMoJib30BaTEIEM
AJIEMEHTHI, XpaHUMbIE B I1a0JI0OHE, JOCTYIHBI B JOKYMEHTax, CO3JaBaeMbIX Ha
ero ocHoBe. [loaTomy B 1mabjoHe LenecoO0pa3HO XpaHUTh HEU3MEHsSIEMbIC
JaHHbIC: HAMMEHOBAHUE OPraHU3alluU, AJPECHbIE CBEJICHUS, JIOTOTHIT U JIP.

B nporpamme MS Word maGioHbBI MOKHO OTKpBITH uepe3 MeHio Paiil,
koMmanga Co3parb. Ha manenu Co3nanme nokyMeHTa BbiOpaTh myHKT Ha
MOEM KoMmbIOTEpe (cM. puc. 1).
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Puc. 1. [laneas "Co3nanue nokymenra'

Otkpoetcs okHo IIaba0HBI ¢ BKIagkamu (M. puc. 2):

O6mmue. (Conepxut mabinonsl: HoBblii moxkymeHT, Web-cTpanuua,
Coo0uienue 3J1eKTPOHHOM MOYTHI);

Jpyrue noxkymentbl. (Coaepxut 1maldaoHbl: pe3ome, Macrtep pe3iome,
Macrep noBectok, Macrtep npeo6pa3zoBaHuii);

3anucku. (ComepKuT a0IOHbBL: 3anMcoK 1 MacTep 3aNucoK);
OT1uéTnl. (CoepKUT 1a0JI0HBI OTYETOB);

IMucema u paxcwl. (ComepxkuT 1mada0HbL: (HAKCUMIIBHBIX COOOIIECHUH,
Macrtep ¢axco, Macrep KoHBepTOB, MacTep MOYTOBBIX HaKJIECK,
Mactep nucem u pa3HOOOpa3HbIE MIAOIOHBI TUCEM);

Myomukanmu. (Coxepxut  mabMOHBL:  OpOLIIOPBI,  JUCCEPTALMH
CIPAaBOYHHUKA, PyKOBOJICTBA);
Causinme (ConepxuT 1IaONOHBI JUIA  CIMSHMS:  (PAKCUMMJIBHBIX

COOOIIEHU, aJIPECOB, MTUCEM).

HyxHblil 1m1a0J0H JUIsi KaXJI0M 3aJaud HAaxXOJIUTCA B COOTBETCTBYIOIIEH
BKJIAJIKE.

[Ipu co3ganuu JOKyMEHTa C UCIIOJIb30BAHUEM MACTEPOB HA 3KPAH, BBIXOAUT
cepusi CHEHUAIbHBIX OKOH (I 3TOr0 HAJ0 MOCIEI0BATEIbHO HAXKUMATh
KHonKy /Jlajiee), B KOTOpBIX CleIyeT BBIOMpaTh MapaMmeTphbl CO31aBaEMOro
JOKYMEHTA, BBOJIUTh TEKCT B COOTBETCTBYIOILIUE MO U T. A. (CM. pHc. 3).

Ecnu yto-TO HE ObUIO yKa3aHO WK TpeOyeTCsl UCIPAaBUTh BBEAEHHOE PaHEE,
¢ noMmouipro kHonku Ha3ax Bcerga MOKHO BEPHYTHCS B IPEABIIYIIUE OKHA.
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Puc. 2. Oxno "lla6aoub1"

MoHO mpoIycKkaTh OKHA, HUYEro B HUX HE yKas3biBas. B m1r000M okxHe
MOKHO OCTaHOBUTBHCS W HaxaThb KHoOnKy I'oroBo. [[ns ynobctBa mepexoma
MEXAY OKHaMH MOYHO I10JIb30BaThCs 3ar0JOBKaMHU B JIEBOM YaCTH OKOH.

Jnst co3naHusi TOKyMEHTOB MOKHO TOJIb30BAaThCsl HE TOJBKO IIA0JIOHAMM,
YCTAaHOBJIICHHBIMU Ha KOMIbBIOTEPE, HO M 1IabJOHAMH, HMEIOIIMMHCS B
HNurtepnere Ha BeO-y3ne Microsoft Office caiita kopnopauun Microsoft. s
aTOrO HaJO HaxaTh KHONKY Illabsonbl Ha y3ie Office online (cMm. puc. 2).

Hpyroit croco6 moaydeHus 1madioHOB ¢ Beb-y3nma Microsoft Office — B
obnactu 3amau Co3naHme JOKyMeHTa (cM. puc. 1) cieAyer WIENKHYTh IO
ccouike Hladsonbl Ha y3ie Office Online.

[lpn wanuuuu noakimtoueHus K WHTepHETY aBTOMATHUYECKH 3allyCTUTCA
nporpamma obo3peBarens Muateprera u Oyner 3arpykena ctpanuia HladaoHbI
Microsoft Office — nomamnsisi crpaHuua.

Pe3synbpratom paboThl MacTepa SBISETCS 3aroTOBKA JOKyMEHTa C YAaCTHYHO
BBEJICHHBIM U O(POPMIICHHBIM TEKCTOM, YCTAHOBJICHHBIMH TTOJISIMU CTPAHHUIIHI.

Kak u mnpu wucnonb30oBaHWM IIA0JIOHOB, B JIOKyMEHTE€ MOTYT OBITh
MIPEAYCMOTPEHBI TIOJIST 71l BBOJIa TEKCTa (OHU OTOOPa)KaroTCsl CEPhIM 1IBETOM),
BO3MOJKHO, C MOJICKa3KaMu (CM. puc. 6).
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Puc. 3. Okno ""Macrep ¢axcos". Hauano pa6ornbi

Ecnu 3aroroBka, mpeayoKEeHHass MacTepOM, HE HPABUTCS, TO MOXHO BCE
0(pOpMUTH NTO-CBOEMY, B TOM YHUCJI€ — UCTIPABUTH TEKCT.

3axaua 1. Patdora ¢ mmadaonom ""Pe3zrome"

Pe3toMe ucnonb3yercs ajsl MPOX0XKIeHU KOHKYpca JOKYMEHTOB MpU HaliMe
Ha pabory.

Qaiinn pe3toMe MOXKHO CO3/aTh B CIHELHUAJIBHOM MPOTPaAMME, HAIPUMED,
"ResumeMaker" [1], "CV" [9] "Couckareas" [10] u ap., pacnpocTpaHsieMbIX
yepe3 MHWHrepHer, nuOO UCMONB30BaTh MIA0JOH, HANpUMEp, TEKCTOBOTO
penakropa MS Word.

['oToBBI  (aitm pe3toMe MOXKHO TepeciiaThb MpsIMO € KOMITbIOTEpa
MOTEHIIMAIBHOMY paboTojaTeNto Ha (aKCUMWIBHBINA ammapar, Ha KOMIIBIOTED,
uMerImuid (HaKCUMWIBHYIO TPOTPaMMy, Ha aApec DJIEKTPOHHOW MOYTHI JINOO
pacneydararb Ha IPUHTEPE, YTOOBI IIEPECIATh €ro Mo OOBIYHOM OYTE.

Pe3tome 00bIuHO cocTaBisieTcs He Ooisiee ueM Ha 1 nuct. B peakux cimydasx
TpedyeTcs COCTaBIATh 00Jiee OOLIMPHBIE PEZIOME.

Heanb
HayuuTbcs co3naBath pe3toMe 1Mo JIeKTPOHHOMY I1a0JIOHY .



3aganue
[TogroroButh pe3roMe g HaiiMa Ha paldoTy MO IA0JIOHY IPOrpaMMBbl
MS Word.
X0/ BLINOJTHEHHUS 3aJaHus]
1. IIpencraButh cebe MpEANPUATHE, B KOTOPOE MeYTaau Obl HAHATHCS Ha

pabory.

2. B tekcTroBom penakrope MS Word oTkpsITh "MacTtep pe3iome".

3. OtBetuth Ha Bompockl "Macrepa pe3ome'.

4. TpeboBaHUS K CO3[JaHUIO PE3IOME:

*  Crunb ohopMIIeCHUS — CTAHAAPTHBIN;

e Tun pe3rome — 00bIYHBIN;

* BriOparth Bce MyHKTHI, KpoMe MyHKTa HaumoHaabHOCTD.

* JlomomHUTENHLHO BBECTH MYyHKTH: MoOSI camMasi MOJIOKUTEILHAS YepTa,
Mosi camasi oTpunarejabHasi yepta. [loMecTUTh 3THU MYyHKTHI B KOHEIL
pestoMe. CHOXHbIE I OTBETOB IYHKThI, IMOJOOHBIE 3THM, HHOT]A
BKJIIOUYAIOT B PE3IOME, YTOOKI JIyUllle y3HATh NPETCHACHTA.

e ToToBoe pe3toMme pazmeniaercs B TaOiuie. E€ rpaHunbl CKpbIThL s
MPAaBWIBHOTO 3allOJHEHUs TaOJIUIbl JIaHHBIMH CIIEyeT BKIIOYUTH
komanay "OroOpasute cerky' B wMeHo 'Taduumpma" w  mokas
HerneyaTaeMbIX 3HaKOB (maHesnb MHCTpyMeHTOB "CrangapTHas'), 4YTOOBI
ObLIIM BUIHBI CUMBOJIBI TAOYJISILIMK U CUMBOJIBI a03a1eB.

* UroOwl monst (opM MNpaBWIBHO OTOOpa)XKaliuCh CEPhIM 3aTCHEHUEM,
BKJIIOUUTH HAcTpodky wuHtepdeiica — "Cepsuc/Ilapamerpsl/Bua/
3arenenue noJieit/Beerna". Eciu BUIHBI KO MOJIEH, TO CHATH (IIAXKOK
"Cepsuc/Ilapamerpsl/Bua/Koabl mosei".

5. B nynxte CBenenusi o cede nomucaTh OTBETHl Ha 00O3HAYEHHBIC IMYHKTHI
(cM. obOpaserr Ha puc. 4). 1y1st BeIpaBHUBAaHMSI 3aMMCEel MOKHO UCIOJIb30BaTh
BCTaBKY 1o3uiuu tadyssiiuu B stueiiky (CTRL+TAB).

i = [og n mecTo poxaeHus: 1978, r. XabapoBck
CeeneHun o cebe = CeMelHoe NosioXKeHWe: He 3aMyKeM
= [etw: HE UMEID
= Poguternm. [leTpos AHgpei VBaHOBWY,
MNeTtpoBa KpuHa MakcumoBHa.
Puc. 4. O6pasen 3anoHenus nyHkra '""Csenenus o ceoe"

6. B nynkre Ilean» Hammcath 1enb HaiiMa Ha pabOTy B MPEANPHUATHE, TIE
MeuTaeTe padoTaTh.

7. B nynkre O0pa3oBaHMe Ha KaX0€ YUeOHOE 3aBeJIeHUE CO3aTh OTIEIbHYIO

A4YEKy: CHayana IJis By3a, HIDKE — U1 TEXHUKyMa, Jajee — JJIs IIKOJbI.
[Ipumep 3anonHeHus myHkra O0pa3oBaHue (CM. puc. 5);



O6pazosarHwe 2002 - no Hie XA3M XabapoBsck

CrygeHT 3-ro Kypca no cneyMansHocTi " IKOHOMMKS™

* YCTHHIE NOOWPEHUA OT  MPEencfasatensi  no  SWCLMIAWHAN:
"JroHomuia", "Breicwan matemarika”, "Cratnctuea’

* BuicTynneHue ©  AOKNAGAMM HA  CTYOEHYBCKMX  HAYUHbIX
koHpeperyrax (2002, 2003, 2004 rr)

2000-2002 MOYCOLL Maj XabapoBsck
AtTecrar o sakoH4YeHHoM cpegHeM oGpagoBaHMm

* YoTHElE  NOOWPEHMA  MpEnDgasateneidl  no SWUCLMIAWHAM:
"Marematuka”, "Tpaeo”, AHrnuickuii Az

" GEI‘)I"—IE.I'ICH no BCer JUCUWNIWHAM TONBKD Hg OTNHUYHO.

* YyacTue Bonumnuagax Pycokni Azwik (2000 ), Madopmaruka (2001
r.), AHrmuicknid Asek (2002 1)

1993-2000 MOYCOLL Ma10 BrnaroeeweHck
Cnpaeka ob okoH4aHMKM 70 Knacca

* YoTHelE  NOOWPEHMA  MpEnogaBateneidl  no SWUCLMIAHHAM:
"Matemarika”, AHrnuickni Azse"

" OEI‘)I"—IE.I'ICH no BCer JUCUMNIWHAM TONBKD Hg OTNWYHO.

Puc. 5. ®parment pesrome. Pazgen ""O0pazoBanue"

B mnone [darel] mumiyTcs ToAapl Havajda M OKOHYAaHHS OOyYEeHHS B
KOHKPETHOM YyueOHOM yupexaeHuu. Ecnu yu€ba mpomormmkaercs, TO
BMECTO I'0JIa OKOHYAHHUS IMUIIeTcs "mo H/B";

B none [Opranusanusi/yupexaeHue]| MUIIETCS COKPAIIEHHOE HAa3BaHUE

y4eOHOTr0 3aBEICHUS;

B none [cTenennb/3BaHue] MUIIETCS, HAPUMED:

e CryaeHT BTOPOro Kypca 1o cneuajJbHOCTH ""IKOHOMHUKA",

* I TEXHHKyMa, Hampumep, JunaoM no cnemuajabHOCTH OyXrajarep-
Pac4Y€TUHK,

* 1 WIKOJbI — ATTECTAT 0 3aKOHYEHHOM CpedHeM O00pa30BaHUM,
6o — "CopaBka 00 oOKOHYaHMHM (Takoro-to) kJacca" (eciu
YeJIOBEK 00ydalics B HECKOJIbKUX IIIKOJIaxX);

B 1mone [cBeneHMsi 0 NPOABH:KEHHUM M0 CJay:k0e, Harpagax H

NMOOLIPEHUsiX| MNUIIYyTCA JAOCTIKEHUsT B yu€be. Mx pacnonaraiot

MapKUpOBaHHBIM  CHHUCKOM, oQopmiieHHbIM cTuieM JlocTH:keHme.

Hanpuwmep,

* VYCTHBIE MOOIIPEHUS npenoaaBaTenen o CIEAYIOIIUM
JUCUUIUIMHAM: ...

* [lonydan(a) TOJABKO  OTJIMYHBIE  OLEHKM MO  CIEAYIOIIUM
JTUCHHUIUIMHAM: ...(yKa3aTh TUCIUIUINHBI).



8.

0.

* VYwyacTBoBaj(a) B 0IMMIUaAaxX M0...(yKa3aTh oAbl y4acTHs).

* brnaromapHocTh pekTopa 3a... (M yKa3aTb TOJbl MOJYyYECHUS
OyarolapHOCTEH).

* braroiapHOCTh JUPEKTOpa IIKOJBI 3a...(M yKa3aTh TofAbl MOTYYCHHS
OyarolapHoCTEM).

Paznensi: MHTEpechl M yBiaeuyeHuss, X000u, TBopuecTBO OTINYAIOTCS TEM,
YTO YBJEYEHHSI — 3TO TO, YEM 3aHMMAETECh KOPOTKOE BpPEMS, HAIIPUMED, HE
Oonee roma. Xo00m — yBiEUEHHE, MPOJOJDKAIOIIEECS JJIUTEILHOE BpeMs,
Hanpumep, Oonee roga. TBopyecTBO — Korjga B pesyibpTaTe Xxo00M WU
YBJICUECHHS] POXKIAETCA HOBBIM NPOJYKT, HANpHUMEp, PHUCYHOK, BBIIIMBKA,
doTorpadusi, CTHXOTBOPEHHE U T.1.;

B pa3nen 3nanue si3bIKOB HAJI0 HANMKMCATh HA3BaHUS JIPYTUX S3BIKOB, KPOME
POJIHOTO, M YPOBEHb UX 3HAHUS;

10.Paznen OnbIT padoThl 3aMOJHAETCS MO TAKOW K€ METOJMKE, Kak pas3jen

Oo0pa3oBanme. Vcnonb3yrorcs Te xe cTuiu ab3aunes. g Kaxaoro mecra
paboThl cieAyeT BCTaBISATh B TaONMIYy JOMOJHHUTEIBHYIO CTPOKY
(cm. puc. 6). Camoe mocienHee MecTo pabOThl pa3MeNialoT Ha BepxXHEH
KJIETKE TaOJIULIBI ATOTO pa3jiena, a IEpPBOe MECTO padOThl — B CaMOil HIKHEN
kietke. OOs3aTeNbHO yKa3aTh JOCTIDKEHUS B KaXKIOM MecTe paldoThl,
Harpumep,
* 2 NIUChMEHHBIE OJIar0JapHOCTH OT MOKYMaTeei;
* 3a OTIMYHYIO pabOTy MONy4YWI(a) YCTHOE MOOIIPEHUE OT JUPEKTOPA;
* 3a oTnyHyI0 paboTy nmonyuus(a) IeHE)KHOE BO3HATPAKICHUE;
* Hmero mnpuriameHue OT JUPEKTOpa Ha TMOCTOSHHYIO paboTy B
JOJDKHOCTH MEHEJDKEPA;
e 3a MHUIMATUBHOCTh MOJy4YyWs(a) TOBBILIEHHE 1O  ciyx0e
(6;aromapHOCTh | JIp.).

OnbiT pabortbl [ patsl ] [ opranmsauusa/yupexgeHue [ obnactb/ropon ]
[ aomxHocTs ]
= [ cBedeHWsA O NPOABMKEHUU Mo CNyx0e, Harpagax U NMOoLLUPEHUAX |

[ patsl ] [ opraHusauusa/yupexaeHue ][ obnacte/ropod ]
[ momxHocTb ]|
» [ cBEOEHWH O MPOABWKEHWM MO Cry0e, Harpagax v NoOLLPEHNUAX |

[ natel ] [ opraHusauua/ydpexaeHne ][ obnacte/ropon |
[ momxHocTs ]
= [ cBeOeHWs O MPOABWMKEHUM MO CNyDe, Harpagax U NMOOLUPEHNUAX |

Puc. 6. ®parment pe3rome. Pazaen "OnbiT padors!"



11.B nynkre O0mecTBeHHasi padoTa yka3arh, Kakoil 00IIeCTBEHHOM paboTON
3aHMMAJINCh U KaKOM 3aHUMAETECh TEIEPb.

12.B nyskT PexomeHnaanmu BmHcaTth HE MEHEE 3-X UYEJIOBEK, KOTOPHIC MOTJIH
Obl OXapakTEpH30BaTh Bac IIOJOXKUTENBHO. YKa3aTh KX MecTa padoT,
JNOJDKHOCTH, CTENEHW U 3BaHuA. PekoMmMeHmanu, €ciu OHM €CThb B
MUCbMEHHOM BHJE€ — MOXKHO HPWIOKHUTh K pPE3IOME, yKa3aB, YTO KOIUHU
PEKOMEHIAIMNA [IPUIIATrat0TCs;

13.Paznen Kpasmpukanus cieayeT 3aloIHUTh 1O TaKUM K€ IPaBHJIaM, Kak
paznen Oopa3zoBanue. [lonyueHHON KBanMM(pUKAMEH MOXKET CUUTATHCA,
Hanpumep, "Boaurtens kareropuu B", wim "Omneparop IBM" u np.
(cMm. puc. 7). CBUAETENBCTBOM IMOJYYEHHUS] KBaJu(UKALUU  SIBISIETCS
KBAIM(PUKALUOHHOE y1ocTOBepeHne. O0A3aTeNbHO yKa3aTh HE TOJBKO MECTO
MOJIyYeHHUs] KBaIU(pUKALMK, HO U JOCTHXKEHHSI B Mpolecce 3TON yueOHOH
nestenbHOCTU. KBanudukaiys MoxxeT ObITh OJy4€HA HE TOJIBKO B IIKOJIE, B
pesynbrare 3auatuil YIIK, Ho 1 B Oosee mo3iHui Mepuot;

Keanudmkauun 2007T. XTI 1 r XabapoBck
Bogurens kateropumu "B"
s KpanudukalUWoHHbIE 3Kk3aMeEHbI cAaHbl Ha OTMMYHBIE OLIEHKHA.

2006r. LLkona MABEH r XabapoBck
Oneparop 3BM

»  KeBanupukaLumoHHBIN TECT CAaH Ha OTIIMYHO.
* YCTHbIE MNOOLLPEHNA 32 YCMEXWN NPpK PeLLEHUN 3aaau.

Puc. 7. ®parment pe3ome. Paznen "Kpaaupuxanus'

14.B pa3gen JJpyrue HaBbIKH MOXHO HamucaTh, HAIPUMEP, O TOM, UTO BbI €1
yMeeTe, U MOIJI0o Obl TpeOOBaThCSI UMEHHO Ha 3TOM MPEANPUATHH, B TOM
YHclie — 3HaHWE KOMITBPIOTEPHBIX MPOrpaMM WM IPYrHe€ YMEHHUS W HaBBIKH
(cm. puc. 8), HarpuMep:

* [eYyaTrald TEKCThl Ha PYCCKOM U aHTIUHCKOM S3BIKE CJEThIM
JECSITUIAIbIEBBIM METO/IOM;

* yMero pegakTupoBath GoTocHUMKH B riporpamme Adobe Photoshop;

* MOTYy BECTH CKJIAACKOU y4eT B mporpamme "1C ckman', u np.

Apyrue HaBbIKMU = [leyaTato TEKCTbl HA PYCCKOM U aHIMMIACKOM A3bIKe AecaTUnanbUeBbIM
crenbliM METOAOM.

= YMeK pefaktipoBaTth GoTOCHUMKK B Nporpamme Adobe Photoshop.
= Mory BeCcTu cKnagckon yueT B nporpamme "1C cknan”, 1 ap.

Puc. 8 ®parmenrt pesrome. Paznea "Ipyrue HaBbikn"



15.1Tpn oTCyTCTBMM OTBETa Ha KAaKOW-TO MyHKT pe3toMe Hajao nucath: "Hert",
"He mmew", "He cocrow" wiun "He 3ammmarocs" u T1.n. Hanpumep, B
nyHkTe Ce30HHasi padoTa, eciiu 3TUM BUIOM padOT HE 3aHUMAETECh, MOKHO
Hanucats: "He 3aHumaroce".

16.I'0TOBBIIl TOKYyMEHT COXpAaHUTh B CBOCH JUYHOM Mamke (B JajbHEHIIEM ero
OylleT JIeTKO peJakTUpOoBaTh IMpU peaJbHOM Haiime Ha paboty). OnH
MOHAJA00UTCS ISl BBINOJIHEHUS CIEIYIOUUMX 3aJaHui JE€JI0BOW HIPBI,
onmyOJMKOBAaHHOM B 9TOM OPOIIIOpE.

17.HaneuaTaTh pe3toMe Ha MIPUHTEPE U MOKA3aTh MIPETOaBaATEIIO.

TunuuHbie OMIMOKH

1. BMecTo roga poxaeHus yKa3blBatOT JaTy.

2. YpaneHue TEKCTa NMPUBOAUT K YAAICHHUIO CTUJIEH TEKCTa, PACIOJIOKECHHBIX B
THUX MecTax MmabmoHa. OTCyTCTBHE CTWJICH NPUBOAMT K HapyIICHHUIO
Au3aiiHa TOKyMEHTa U HEMpaBHJIBHOMY BOCHpUATHIO TekcTa. HeoOxomumo
BBIJICIIATh HY)KHBIM TEKCT 11a0JIOHA, a 3aTEM BIHMCHIBATH BMECTO HETO CBOM
TEKCT.

3. B pes3tome BMecto orBeToB: "Het" nnm "He nmero" u Ip. yaansroT CTpoKH B
TalIuIe pe3toMe.

4. Ecniu o00pa3oBaHHE IIOJYyYEHO B HECKOJbKHUX MecTaX (BY3, TEXHHUKYM,
IIKOJA...), TO B TaOJMIly pe3loME HaJ0 BCTaBUTh COOTBETCTBYIOLIEE
KOJIMYECTBO JAOIMOJHUTENIbHBIX CTPOK M KONMUPOBATh TyAa TEKCT SYEHKH,
Kacaromieiicss oOpazoBanus. Takum o0Opa3oM, HyXHbIE CTUIUM OyAyT
CKOIIMPOBAHbI B TOTIOJHUTEIBHBIE CTPOKH, PACIIONIOKEHHBIE HIXKE.

3anaua 2. Pabora ¢ madaonom "ConpoBoauresibHOe MUCHMO'

OnexTpoHHble 1Ia0JOHBI THCEM CclelaHbl ¢ y4€ToM TpeOoBaHUM,
IPEABABISIEMBIX K JI€J10BOW nepenucke. OHU COAEPKAaT HE TOJIBKO 3JIEMEHTHI
dbopmaTupoBaHus, HO M OpUOJUBHUTENBHBIA  TEKCT, HaIpuMmep,
CONPOBOJIUTEIIBHOE MHUCHMO K PE3IOME COJNEPKUT TEKCT, B KOTOPOM HAIHCAHO
oOpaiteHue Kk padboToaaTento.

B pe3rome HEBO3MOXHO Hamucarh BCE, YTO IOJIOKUTEIBHO XapaKTEpU3YET
KOHKPETHOT'O MpeTeHAeHTa Ha AOKHOCTh. YacTo ObIBaeT, 4To B JKU3HEHHOM
NyTH TMPETEeHACHTa €CTh HEYTO OCOOEHHOE, YTO HE BXOJUT B JAKOHUYHbBIC
IYHKTBI TaOJIULBI PE3IOME, HO MOXKET OBITh BaJKHBIM /ISl IPEANIPUATHS U MOXKET
ObITh BOCHPHUHATO KaJpOBOM KOMHMCCHEH CO BHUMAaHHEM U HHTEPECOM.
[ToaTOMy CONMpPOBOAUTE/NBHOE NMHCbMO, HAllMCAaHHOE K PE3IOME, BBIIOJHSAET
BaXHYIO (QYHKIMIO: OHO JOMOJHSET pEe3IOME PAaCUIMPEHHBIMHU CBEICHUSMHU,
OJaronpusTHO XapaKTepU3YIOIKe NPETEHACHTa Ha JOKHOCTD.

IIpn sTOM cCnemyeTr NpUHMMAaTh BO BHHMMAaHHE, YTO CONPOBOAUTEIBHOE
NHMCbMO, SBISACH JOMNOJHUTENBHBIM 3JIEMEHTOM K pe3loMe, 00s3aTelbHO



OpOYTYT M MPUMYT BO BHUMaHHE MpU (POPMUPOBAHUU OKOHYATEIHHOTO
peleHns O MPETEHICHTE Ha BAKAHTHYIO JOJDKHOCTb.

Hean

HayuuTbcs co3mgaBaTh CONPOBOAUTEIBLHOE IIMCBMO IO DJESKTPOHHOMY
maoJIoHy.
3aganue

[ToaroToBUTH 1O MAOJIOHY COMPOBOAMUTEIBLHOE IHMCHBMO K PE3IOME B
nporpamme MS Word.
X0/ BBINMOJHEHHS 3aJaHUA

1. Ilepen cocraBieHueM pe3oMe, B TEKCTOBOM peaakTope MS Word, ¢
nomoIsio "MacTtepa pe3oMe" BKIIOYUTH MOKa3 porpamMmbl [IoMOIIHUK).

2. Ilporpamma IIOMOIIHUK TMPEMJIOKUAT HECKOJBKO BApPUAHTOB JICUCTBHIA.
Cnenyer BbIOpaTh TmepBbIM TYHKT — "Jl00aBUTH CONPOBOAMTEILHOE
nucbMo" (cM. puc. 9). [losButcs daiin madaona nmucbma (cm. puc. 10).

CaenaTh C pesoMe ewe Uto-Hybyab?
@ [Jo03BnTe CONPOBOLMTENEHDE MMCEMO

lZMEHMTE CTHNE PezHMEe

L]

@ YMECTWMTE Ha O4HOM NMHCTE

@ OTNpaEWTE pPESHIME &
L)

Moy YATE CAPSEKY N0 4pYrof TemMe

OTMEHS
\ .

Puc. 9. IIporpamma "Ilomomnuk'" npeasiaraer 100aBUTH
CONMPOBOAUTEIbHOE MUCHMO

3. Pexomenpamuu K co3JaHUIO MUCHMA:

* Heo06xoaquMo BHMMATEIbHO O3HAKOMHUTBLCS C TEKCTOM IIAa0JIOHA MHChMA.
3aMEeHHUTH TEKCT Ha CBOM.

 CBOHIl TEKCT [OJDKEH CoOJepkaTh TMpaBIWBbIE W BaKHBIC CBEICHUS,
KOTOpbIE HE BOIIJIM B PE3IOME, M XapaKTepHU30BaTh BAC KaK XOPOIIETO
paboTHHUKA, 001a1aI0MIEr0 OOJIBIITUM ITOTSHIIHAIOM;

 [lpu cocraBieHMM MHChMa TIIOJE3HO 3HATH OCOOEHHOCTH YEJIOBEKA,
KOTOpPOMY OHO ajpecoBaHo. JlemoBoe mucbmo Gojee 3PPeKTUBHO, €CIH



noctpoeHo (QopmaneHo. IlnoX0 BocHpUHHMAaeTcs THUCHMO, €CIU OHO
HaIlMCaHO CBOOOJAHBIM CTUJIEM, HAIIOJIOOHUE JIPYKECKOT0 MUChMa.

* He cnenyer u3meHsATh B 11a0JIOHE TOTOBBIE CTHIIM TEKCTa (CTUIIM a03alleB
U CTHIN 3HaKoB). OJHAKO €cIu M3BECTHBI TPEOOBAaHUS MPENNPHUATHS K
opopMIIEHUIO TIHCEM, TO CIIEAyeT W3MEHUTh TOTOBBIE CTHIIM, a TaKXKe
BBECTH JONOJHUTENbHBIE CTWIM Yepe3 MaHeNb CTHIIEH, HO HE HCKaXaTh
MMEIOIINECS, MOJIb3YSCh NaHENbI0 (POPMATUPOBAHHUS.

Hexabpe 16, 2007
YBakaeMbIii(ad) [1MA 11 OTUECTBO]

51 xoTen Obl mpeoAaITe BameMy IpeIpHATHIO CBOI YCIYTH B KaUecTBe BeIVIIero
nporpammiceTa. CTax Moeil padoTEl IporpaMMucToM IpesrimaeT 10 neT. 3 nocneqHIX roga
g paboTan BeIyIIIM TIPOTPaMMICTOM B 13BecTHOT rpme AO "CodpTad".

Moeii mocmenHei paspaboTroil ORITA cHICTeMa aBTOMATHYMECKON MHBEHTAP AT JTs
I30aTelLeTB. S OLLT OTBETCTBEHILIM 3a OOIIILT AIr3aiil CIICTEMDL, BKIIOTAL
HoJb30BaTe ekl nHTepdeiic. Kpome Toro, MHOKO OBLI COCTABIIEH I1€PBBLI YepHOBOIT
BaApHaHT PYKOBOJACTRA ATA OMEPATOPOB 3TOH CHCTEMBI.

B xauecTBe Bemymiero mporpaMMucTa Batreit pUpMEL S MOT OB 3aHATECA BOTPOCAMIT
KawdeCTRa BalIX TIPOT PAMMHBIX paspaboToK. XoTy TakkKe 3aMeTHTh, UTo i MPeKpacHo
CpadaTEIBAIOCE C APYTTIMI JEOABMII I IIMeO OOJBIION OIBIT B VIIPABISHII IPOeKTaMII [0
Pa3paboTke IPOrpaMMHOTO 00eCIIeTe I,

51 dyny ouens npuzHaTeneH Bam, ecii Moé IIpeioKeHIle ocTaHeTes Mexxny Hamu. Hanerocs
Ha BCTpeuy ¢ Bamu B moboe yaooroe nng Bac pemsa. Braaromapio 3a BHIMaHIE.

C ypaxeHIIeM,

Puc. 10. II1a6/10H cCONPOBOAUTEIBHOI0 NUCHMA

['OTOBBIN TOKYMEHT COXPAaHUTH B JINYHOW manke (B JaidbHEHIIEM ero OyaeT
JIETKO peJaKTUPOBATh IIPU peaTbHOM HaiiMe Ha paboTy);

Hanewarare conmpoBOAMTENbHOE MNMHCBMO HA MPUHTEPE IS CAAYMU
MPEIOIaBaTEIO.

Tunuuabie OMIUOKH

1.

VY aansroT TeKCT B 11a0JOHE, a MOTOM MHUIIYT CBOM TEKCT. DTO MPHUBOJUT K
yaaneHuto u3 (aitna crtunei ab3aleB U CTUJIEH 3HAKOB, PACIOJIOKEHHBIX B
3TUX MecTax MmabnoHa. OTCyTCTBHE CTHIEH MPUBOAUT K HAPYIICHHUIO
IU3aliHa JIOKyMEHTa W HEMpaBUJIBHOMY BOCIHPHUATHIO TekcTa. HeoOxomumo
BBIJICTISITH HY)KHBIM TEKCT B IIa0JIOHE, a 3aTeM BIUCHIBATH BMECTO HETO CBOU
TEKCT.

CKpOMHHYAIOT U HE THUIIYT Ba)KHBIE JOMOJHUTEIBHBIE CBEJCHUS 0 cebe, He
yKa3bIBasi CBOM JIOCTHKEHUS U YCIICIITHO OCYIICCTBICHHBIC TPOCKTHI, & TAKKE
HABBIKH, KOTOPHIE MOTJIU OBl TPUTOAUTHCS HA TPEIPUSITHH.



3. IMumyT ;oKuBbIe CBEeIeHUs 0 ceOe U MPEYBETUIUBAIOT CBOU JOCTH)KCHHUS.

3agaua 3. Padora ¢ maodaonom "@PakcuMuiabHoe coodmenue'

DOnexkTpoHHbIC MIA0IOHBI I (PAaKCUMWIBHBIX COOOIIEHUN YCTPOEHBI Tak,
YTO WX MOKHO HCIOJIb30BaTh HE TOJBKO JJIS CO3/IaHUS TUTYJIBHBIX JINCTOB K
COOOIMICHHSIM, HO | JIJIS aBBTOMATUYECKON MEPECHIIKA dJICKTPOHHBIX JOKYMEHTOB
gepe3 KOMIBIOTEP MOCPEICTBOM (haKCUMUITHLHOU CBSI3H.

Hean

Hayuutbest co3naBath TUTYJIBHBIC JUCTHI K (DAKCUMUIILHOMY COOOIIEHUIO U
Iepe1aBaTh UX Y€pe3 KOMIIBIOTED.

3aganue

COB)I&TL THTyHBHBIﬁ JUCT K (l)aKCI/IMI/IJ'IBHOMy COO6III€HI/IIO A1 OTCBIIIKH
PE3TOMC 1 COIMPOBOAUTCIIBHOT'O ITMCbMaA CPCIACTBAMU (I)aKCHMHHBHOfI CBs3H.

Xo/1 BLINOJTHEHHUS 3aJaHuS

1. B TekcroBoM penakrope MS Word, Ha ocHoBe "Macrtepa ¢akcoB", co3narb
OJlaHK  TUTYJBHOTO  Jucta  (akca Uil  OTHPAaBKM  JOKYMEHTOB
(CONpOBOIUTENBLHOTO TUCHhMA U PE3IOME).

2. PexomeHganuu K CO3JJaHUIO TUTYJILHOTO JIMCTa (hakca:

* B "Macrepe ¢akcoB" BbiOpath "Co3maHue THTYJBLHOIO JIMCTA €
3amMeTkamMu'". B y4eOHBIX Henax Mmpearnojaraercsl Hameyararb JOKYMEHT
Ha TPUHTEpPE, YTOOBI OTHPABUTH €r0 HE C KOMIIBIOTEPA, a ¢ OOBIYHOTO
(akc-ammapara.

* Hanwucarb uMs BBIMBILUIEHHOTO aJipecaTa U ero (akc.

*  Crunp TUTYABHOTO JUCTa — CTaHAAPTHBIM.

* (Caenenust 00 OTIpaBUTENE:

* (paMuiIusA, UM M OTYECTBO OTIIPABUTEIIS;

e mone OpraHu3amusi OCTaBISETCSA IMyCTHIM, TaK KakK (haKCUMUJIHHOE
COOOIIICHHE OTITPABISETCS OT Ce0sl JTUYHO;

* II0JIE MOYTOBOIO ajpeca, 3al0JIHIETCSI CBOMMH CBEIACHUSAMU;

* moJis TejdeoHAa U (paKca 3aMoNHAIOTCA, eciu TeaedoH u (akc y Bac
€CTb.

3. IonyuuB rotoBbiii mabioH o0TOOpa3uTh ceTky ("Tadauma/OTobdpaxkaTh
ceTky").

4. BxmoudTh T1OKa3 Hemevyaraemblx CcuUMBOJOB (kHomka '"HemeuaTtaemble
3HaKH").

5. YUro6sr mons ¢GopM MPaBWIBHO OTOOPAXAIUCh CEPHIM 3aTEHEHUEM,
BKIIIOUYNTh  HacTpohky  uHTepdeiica —  "Cepsuc/Ilapamerpsl/Bua/
3aTrenenue mnoJieii/Beerga". Eciu BUAHBI KOABI MOJEH, TO CHATH (PIAXKOK
"Cepsuc/Ilapamerpsl/Bua/Koabl mosen".

6. B ma6mnon Bnucath (cM. puc. 11):



* TeMy (haKCUMUIIBHOTO COOOIIEHNS;

* KOJHUYECTBO cTpaHull — 4, Tak Kak (PakCUMUIBLHOE COOOIIeHHE OyIeT
COCTOSITh M3 2 CTpaHul] pe3tome, | cTp. mucbmMa u 1 CTp. TUTYJIBHOIO
JIUCTA;

* HoMep TejedoHa OpraHU3alNM, KyJa OTChIIaeTCs Pakc;

* KOMY OTChIJIaeTCsl KOs (HaKCUMUILHOTO COOOIIICHHS.

Ten: (4212) 33-33-5
Dake (4212) 31-35-37
e-mail iyanc@yar

Komy:  |[EEeguTe MmA] oT. MeaHoe HMeaH MEAHOEWY

®aKke: | [EEsAMTE HOMER dakca) Aaral 3 okrabpa 2007 .

Ten.: [eBEOMTE HOMER TenedoHa| cTp.: [EBEBAMTE YMCNO CTRAHML]

Ha: [eEsnMTE TEMY COOBLLEHMA] Homum:  [EEROMTE MMA]

O Cposmio [0 CexperHo O Ha yreepmnenwe [ Tpebyer oteera [0 Pazocnam

*3AMeTKH: [BEEOHTE NPMMEYAHKA]

Puc. 11. IIIa0,10H TUTYJBHOI0 JTUCTA (PAKCHMMUIBHOIO COOOLICHUS

7. B o0nacTu BaXHOCTH YCTaHOBUTH (PIIAXKKHU (IBOMHBIM IIEITUKOM MBIIIHN) (CM.
puc. 12), Ha CBOE yCMOTpEHHE, B 3aBUCUMOCTH OT Ba)XHOCTH COOOIICHMUS,
OTChIJIAEMOT0 MO (PaKCUMUIIBLHOMN CBSI3U.

Eil':pﬂll-ln O Cexperro O Ha yreepmpeHse [ Tpebper oTeeta O Pazocnmats

Puc. 12. IIpumep ycTaHOBKH ()JI22KKOB HA TUTYJbHOM JIHCTE
(pakcuMHJIBLHOTO COO0OIIEHUA



8. Hammcatrb cOmpoBOIUTENBHYIO 3aMETKy, KOTOpas sIBIsSIeTCS aHHOTalueill Ha
(dakcummibHOE cooOleHue. B Hel yka3aTh Kakue JOKYMEHTBI U I KaKux
Helel IMepechlIaeTcs, a TakkKe CIocod COOOIeHHs OTHPAaBUTENIO O
pe3ynbTaTax npueMa (paKCUMUIBHOTO COOOIIEHUS U O Pe3yabTaTax y4acTHs
B KOHKypCE IO IOKyMEHTaM pe3l0Me Ha 3aMelIeHHe BaKaHTHOU JOJDKHOCTU
cnieuuanucta. [Ipumep 3anonnenus 3ametok (cM. puc. 13).

PakcumMmubHoe

coobLwieHue

Konmy:  [dupesmopy 000 «[0B BocToks Or: Mecouran Qapsa MeaHoBHA
@ams: (4242)7427-1 Bara: 20 okmROpR 2007 T

Ten.: (4242742702 Crp.: 4

Ha: PestoMen conpoBogMTENbHOE MACEMO  Konwma:  HadansHAKY oTAENa kKAOpOE
Fopeune [0 Cemperne [0 Ha yrespwoermwe [ Tpebyer oteera [ PazocraTe

*3ameT: [1EDECHINAKTCA OOKYMEHTH (DESHME 1 COMPOBOOMTENBHOE MWCEMO) ANA YY4acTUA B
KOHEYPCEHA 38M el EHNE BAKAHTHOW AOMHEHOCTI MEHEIHED A N0 paboTe C MWeHTami.
WMHGopMALYA 0 KoHKYPCe ObiNa pasMeleHa Deniyei cTpokoi Ha TeneraHane THT 250807 r. v e

rasere «Ms pyk B pyiis 0T 260907 .

Mpowy nepefats ookyMeHTsl gupekTopy OO0 «[0B Bocroks Metposy MeaHy BaneHTAHOBIMY W
HAYAN BHWKY OTOENA KAODOE.

) pesynbTaTax NMPOXOEAEHNA KOHEYPCA A0KYMEHTOE MPOoLWy coofUyTh SMexTRpoHHON NouYTon no
appecy —d-pesotekaya@y andex.ru, NGo HA aBTOOTEETYME —(4212) 31-54-80

C yBasmeHnen,

Mecouxan [.B.

Puc. 13. BHemiHMii BHJ rOTOBOI0 TUTYJIBHOI0 JINCTA (PAKCUMHJIBLHOIO
co001eHus

9. T'0oTOBBIN JOKYMEHT HaIle4yaTraTb Ha IPUHTEPE U COXPAHUTH B JIMYHOU IATIKE.

10.(3TOT MYHKT BBITIOJHAETCA, €CIW €CThb BO3MOXHOCTh OTHPABIATH U
npuHUMaTh (haKCUMUIbHbIE coOOLIeHus1). PaboTy Haj0 BHINOJIHATH MMapaMu.
OavH y4acTHHMK OTHpaBisieT (AKCUMUIBHOE COOOLIEHHE, a Apyro —
[IPUHUMAET.



* Cnocod 1. (TpebOyroTcs cieayrolre TEXHUYECKUE YCTpOHCTBa: 2
(bakCUMIWIBHBIX amnmnapara, MOJKIIOYEHHBIX K pPa3HBIM Telle(OHHBIM
muHusM).  OtnpaButh ¢ oaHOro  (pakc-ammapara Ha JApyrou
MOATOTOBIICHHbIE ~ OyMaKHbI€  JIOKYMEHTBHI:  THUTYJbHBIM  JIUCT
(haKCUMITBHOTO COOOIIIEHNS, COMPOBOANTEIIHLHOE MTMCEMO U PE3IOME.

* Cnocod 2. (TpebOyroTcs cieayroole TEXHUUYECKUE YycTpoicrtBa: 1
(haKCUMIIBHBIN anmapaT ¥ KOMITBIOTEP C MOACMOM, TIOJIKITFOUEHHBIC K
pa3HbIM TeleOHHBIM JIMHUAM). OTHOpaBUTh C KOMITbIOTEpPA Ha
(baKCUMWIBHBIN ammapaT IMOArOTOBICHHBIC AICKTPOHHBIC JTOKYMCHTHI:
TUTYJIbHBIA JIUCT (PAKCUMHJIBHOTO COOOIICHUS, COMPOBOIUTEIHHOE
MUCHbMO U pe3toMe. [1omyduTs 3Ti TOKyMEHTHI uepe3 (hakc-amnmnapar.

* Cpnocod 3. (TpeOyroTcs crneayromue TEXHHYECKHE YCTpOHCTBa: 2
KOMITBIOTEpA W 2 MojeMa, MOAKIIOYEHHBICE K Pa3HBIM Telle(pOHHBIM
auHusaM).  OTnpaBuTh € OJHOTO  KOMIBIOTEpAa Ha  JAPYrou
MOJATOTOBIICHHBIE  JJIGKTPOHHBIE  JOKYMEHTBHI: THUTYJBHBIM  JIUCT
(hakCUMIIBHOTO COOOIIEHHUS, COMPOBOAUTEIBHOE MTMCHMO U PE3IOME.

e [lomyuuTs 3TH TOKYMEHTHI 4Yepe3 BTOpPOi KoMmbioTep. COXpaHUTh WX B

AJIEKTPOHHOM BHUJIE B OT/IETHHOM MaIKe.

11.I1oka3aTe UTOTM MPENOAABATEIIIO.

TunuuHbie OMIMOKH

1.

2.

HcnpapisitoT Au3aiiH TUTYJIBLHOTO JUCTA. B 3TOM HET HEOOXOIWMOCTH, TaK
KaK €ro co3Jajiv IU3anHepBbl.

VYnanaoT TekcT B mIa0JOHE, a MOTOM HHUIIYT TEKCT. OTO IPUBOIUT K
yIaJICHUI0 CTUJIeH al3aleB W CTWJCH 3HAKOB, PACIOJIOKEHHBIX B ATHUX
MecTtax mabnoHa. OTCYTCTBHE CTWJIEH MPUBOJIUT K HAPYIICHUIO JW3aiHA
JTOKYMEHTa W HENPaBWJIBHOMY BOCIIPHATHIO TEKCTa B O3THUX MeECTax
nokymeHTa. HeoOxoammo BBIIENATH HYKHBIH TEKCT MIa0JioHA, a 3aTeM
BITMICATh BMECTO HETO CBOM TEKCT.

[Tone Komusi B TUTYJIbHOM JHUCTE (PAKCUMHUIBLHOTO COOOIECHHS O3HAYaeT,
KOMY CEKpETapb JOJLDKEH MEpPeIaTh KOIMHIO0 MOJTYYEHHBIX JOKYMEHTOB. [lose
KOITHSI MOJKET HE COoAep)kKaTh aapecaToB JIMOO CoaepKaTh OJHOTO MU Oojee
aJpecaToB.

Ha tutynbHOM nHcTe (HaKCUMHIBHOTO COOOIEHUS HE MUINYT 3aMETKU. A
OHM OYEHb BAXKHBI JIJI CEKpeTaps, MPUHUMAIOIIETOo (akc.

[Tockutas akcUMUIBHOE COOOIIEHHE OT CeOsl JIMYHO, YKa3bIBalOT BBEPXY
TUTYJIBHOTO JIKCTa (B YEPHOM MPSMOYTOJbHUKE) Ha3BaHUE MPEANPUSITHUS, B
KOTOpPOE €ro OTCHUIAKOT. DTO MECTO CAENAHO JJI1 Ha3BAHUS NPEAIPUATHS, OT
MMEHHM KOTOpOTOo oOTchbuiaeTcs (akcuMmuiibHOe cooOiienue. Ilockutas
JOKYMEHTBI OT Ce0sl TMYHO, B YEPHOM MPSMOYTOJbHUKE HUYETO MUCATh HE
HAaJo.

He 3amonnstoT mojie TeMbl (PAKCUMHIIBHOTO COOOIIEHHS. DTO TOJIe BaKHO
IS IEJIOTTPOU3BO/ICTBA B IPUHUMAIOIIEM MTPEATTPUSITHH.



7. 3ameTKd K (aKCUMHIILHOMY COOOILIEHHIO CIIEYET MUcaTh (OT TPEThETO JIMLA,
€IMHCTBEHHOI0 4YHUCJIa) HE JUPEKTOpY MpeAnpusitTusi, a abCTpaKTHOMY
paboOTHUKY, (CEKpeTapio WU JPYroMy HCIIOJIHUTENI0), KOTOPBIA MpUMET
(bakcuMUIbHOE COOOIIEHNE U JOJDKEH MOHATH, YTO MPUCTAIU U YTO C 3TUM
COOOIICHUEM HAJ/IO CAENaTh (CPOUHOE JI OHO, TPEOyeT JIn OTBETA U JIP.)

3anaua 4. Pabora ¢ mabdaonom "Kanennapn"

[[Ta6mon "Kanenaapp" MOKeT ObITh UCIOJIL30BaH B KAUECTBE OpPraHU3aTOpa
Uis paboThl ayTcopcepa JauOO Uil CO3JaHUsT MakeTa MOJapOYHOrO WIIH
PEKIIAMHOTO KaJleHJapsl.

Hean

Hayuuthcs co3naBath no mabiaoHy KajieHIapb Ha JI000H MecsIl.

3agaHnue

B nporpamme MS Word co3nath oucHBIN 1 peKkIaMHbIN KaJleHIapH.

Xo/1 BLINOJTHEHUS 3aJaHus

1. Ha ocnoBe "Macrepa kajeHaapeil" co3maTh KajeHIapb Ha CIEAYHOLIUN
MeECSIL.
2. TpebGoBanus K co3gaHn0 0(PUCHOTO KaJeHIAP:

HNuTepBad s kaneHaaps — Ha TEKYLIAW MECHLI.

OpueHTanMs JUCTa — JIF00As.

Ju3aiin — 000 M3 mpemararomuxcs B ImabrmonHax  "Macrtepa
KaJIeHaapen'".

MecTo 1J1s1 pUCYHKA HE OCTaBJIATh.

Yrobsl mosiss (HopM MPaBUIBHO OTOOpaXalHCh CEPhIM 3aTEHEHUEM,
BKJIIOUUTH HAcTpoiky wuHtepderica — "Cepsuc/Ilapamerpnsl/Bua/
3arenenue noJieit/Beerna". Eciu BUIHBI KOBI TOJIEH, TO CHATH (IIaXKOK
"Cepsuc/Ilapamerpsl/Bua/Koabl moJeit".

OT™MeTUTh B KaJICHAAPE [HU MPA3THUKOB (MPa3THUKU MOXKHO B3SITh C
uHTepHeT-caiToB: OTkpbiTkKH HAHgekca [13] wm  Kagenpapsb
Npa3gHuKoB [1]).

B cBOOOmHBIX MecTax KJIETOK ¢ JHSMHU (Ha BHIOOp) HAmMcaTh, M3MEHUB
CTUJIb TEKCTa, Pa3IMYHbIe MPOU3BOJCTBEHHBIC MEPONPUSLTHS, HAIIPUMED,
"08:30 [Lmanépka ¢ menemxkepoMm B uare”, "10:00 Berpeua ¢ knuentamu",
"15:00 Otuér no npomaxam", "15:00 OOpaboTka mnpatic-mucra”, "18:00
[lo3npaBnenne HMBaHoBa ¢ OHEM poOXAeHUA' W Ap. OTH CBEICHUS
HEOOXOIMMBI ISl TUIAHUPOBAHUSI MHIWBHUAYyadbHOU pPabOTHl Ha MeECSIl U
HAIIOMHUHAHUS O APYTUX BaXXHBIX COObITUAX. HazBaHus u Bpemsi COOBITUI
(B yueOHBIX 1eJIsIX) HA3HAYAIOTCSI CAMOCTOSTEIBHO.

3. TpeboBaHMs K CO3JJaHUIO PEKJIAMHOI0 KaJeHIaps:

HNurepBasn s kaneHaaps — Ha 3 Mecsilia Boepéa HauuHasi OT TEKYLIETO;



*  OpueHTanus jucTa — Jirooas.

*  OcTaBUTh MECTO JIJI1 KAPTUHOK.

* BcCTaBUTh KAPTUHKH, PEKIAMHUPYIOLINE IEATENBHOCTh MPEANPUATHS, HA
KOTOpO€ BbI, HAlpUMEpP, MPUHATHI aAyTCOPCEPOM MO pe3yJibTaTaM
KOHKYpCa pe3roMe.

* B kanenaaph BNUcaTh Ha3BaHMS MPa3THUKOB.

4. T'oToBBIE KaJ€HAPU COXPAHUTH B JIMYHOW MAIIKE Y HANl€YaTaTh Ha IPUHTEPE.
5. TlokazaTh paboTy mpenoaaBaTelto.

TunuuHbie OMIUOKH

1. Ucnonb3ytoT HE BBIPA3UTEIbHBIE LIBETHBIE KAPTUHKHU, KOTOPBIE MPU YEPHO-
Oesoii mewyatu TepsoT Bua. Hampumep, dororpadguu xopoiiero kauecrna
JUISl KaJIeHJaped MOXKHO B35iTh ¢ MHTepHeT-caiita Angexkc.@orkm [14]. TIpu
ATOM 00s513aTeNbHBI CCHUIKUA HA aBTOPOB (oTorpaduii.

2. He Moryr HaiiTh Ha3BaHHMS W JaThl OJFMDKAMIIMX Tpa3gHUKOB. JIJIsi 3TOrO
ClIeyeT BKIIOYHUTH mporpamMmmy oOo3peBarenss WHTepHET W BBECTH B
aapecHyro cTpoky http://cards.yandex.ru/. Ilo runepcchuikaM HalTH CIIUCOK
MPa3IHUKOB HYKHOT'O MECSIIa.

3agaua 5. Pabora ¢ madaonom ""bpouopa

[[Tabmon  "bpomopa" mpegHa3HaueH [ OBICTPOM  MOATOTOBKHU
WH()OPMAITMOHHBIX M PEKJIAMHBIX MaTePHUAJIOB JIJII MaJIOTO OM3Heca.

B pycckoM W aHTJIMIACKOM S3BIKaxXx €CTh pa3HWIIA B TIOHMMAaHHWH CJIOB:
Oporrtopa u OyKJIeT.

Bpoumropa — (¢p. brochure). Henepuomuueckoe KHI)KHOE U3JIaHUE
00BEMOM 0T 6 10 48 (96) c. B 00JI0KKE B BIJIE€ HECKOJIBKUX COPOIIIOPOBAHHBIX U
CKPETUICHHBIX JIMCTOB 3are4yaTbiBaeMoro matepuana [11].

Bbykaer (ot ¢p. bouclette — komedko) — HEMEPUOAUYECKOE JIMCTOBOE
W3JIaHWe, KaK MPaBUII0, MHOTOKPACOYHOE, OTIEYaTAaHHOE Ha OJIHOM JIHCTE,
canapIioBaHHOM JIOOBIM criocoOoM B aBa W Oosiee cruba (TapMOIIKOM,
nenbTao0pa3Ho, ¢ momepeuHsiM (anbileM U T. A.). B Buue Oykiera OObIYHO
BBITTY CKAIOTCSI pEKIIaMHBIC MIPOCIICKTHI, KpaTKHe My TEBOIUTEIH,
reorpauiIecKkue KapThl M CXEMbI TOPOJOB IJIsi TYPHCTOB W T. M. l[BeTHas c
doTorpapusiMu U WUTIOCTpalMsMu  uHopmanuss o ¢upme, e€ ToBapax,
yciyrax, 3HaMeHaTeIbHbIX COOBITUSAX U T. A.[11].

B ToM Buze, Kak 3TOT mIa0JIOH MPEACTABIEH B KOMIBIOTEPHOU MpOrpaMme
MS Word, cnenyer nonumMath OykJieT.

Bykuaer, noaroroieHHsid no mabinony MS Word, MoxeT ObITh OBICTPO
pPa3MHOXEH HEOOJIBIIMM THPAXXOM HE TOJBKO B TUHorpaduu, HO U B MajoM
oduce Ha OOBIYHON KOMUPOBATILHON TEXHHKE.


http://cards.yandex.ru/

3a cuér TOro, 4TO pasMCTKa JIMCTOB U CTWJIIM TCKCTa B 6YKJ'IGTC CO34aHBbI

3apaHee, NPOIECC €ro CO3JaHusl YIPOIIeH W He TpedyeT ydacTus TakKux
CHEIMAITUCTOB, KaK IU3aifHEp U XyI0KHHUK.

Heanb

[To ma6noHy HAyYUTHCA CO3/1aBaTh MHPOPMAIIMOHHBIN OyKIIET.

3aganue

B nporpamme MS Word co3nate wuHGOpMalMOHHBIA OyKIeT s

IMPpOABHKCHUA OJHOI'O TOBApa NN O,HHOﬁ YCIYTa IIPpCAIIPUATHA.

Xo0/1 BLINOJTHEHUS 3aJaHUSI

1.

[lepen co3manuem OykJieTa HaJI0 TIIATEIBHO COOpaTh MaTepuans o

MOTPEOUTENBCKUX  CBOMCTBAX, TEXHHMYECKMX M  IMOTPEOUTEITHCKHUX

XapaKTEepUCTUKAaX CYIIECTBYIOIIETO TOBapa WiH yciyru. Eciu maTtepuainoB

HEJI0CTaTOYHO, MPUAYMaTh (DAHTACTUYECKYIO YCIYTY (TOBap).

B undpopmannonHom OykiieTe H3JIOKEHUE MaTepHala JOJKHO OBITh

MpeNebHO KOHKPETHBIM W HATJIAJIHBIM, BIUIOTH JI0 HMCIOJB30BaHHUS CXEM,

Tabnuil, TpaguKoOB, WIK JUArpaMM, YTOOBI y MOTEHIIMAIBLHOTO TMOKYIATeNs

MocJie 03HAKOMJIEHHs ¢ OYKJIETOM HE BO3HUKAJIO HUKAaKUX BOIMpocoB. He

HAJl0 WMCIOJB30BaTh JIO3YHTM W TPHU3BIBBI TIOKYNAaTh TOBAap, a TaKkKe —

BOCXBAJICHHS TOBAapa WM YCIYTH KaK CaMBIX JIYUIIIHX.

OTtkpeiTh 11a070H "Bpomopa"”. B HEM 3apaHee HamKMcaH TEKCT pyKOBOJICTBA

TEXHOJIOTUH paboThI ¢ 3TUM wadioHoM. [Ipourure ero.

TexcT HammcaH pa3HOOOpPA3HBIMH CTUJISIMH, KOTOpPBIE HAI0 HCIOJIb30BaTh

IIPY CO3/JaHUKM MH(POPMAIMOHHOTO OyKiieTa. BHIMaTeIbHO TPOCMOTPHUTE HX

Y BBINHIINATE B TETPAIb HA3BAHMS HMCIIOIB3YIOMUXCS cTriiel. [Ipu co3nanuu

OykiieTa TeKCT HaJo0 OyAeT oOpMIISTh TOJIBKO CTHIISIMH, MPUJIATalOIIMMUCS

K 11a0JI0HY.

TpeboBanus k ohopmiieHno Oykiera:

* Henb3s u3MeHSTH cTapbie U T0OABISITH HOBBIC CTHUIIM TEKCTA;

* Hanmo wucnonb3oBaTh u€pHO-O€nble KApPTHUHKW, JJIS BO3MOXKHOCTH
Pa3MHOXEHUSI TOTOBOM OpOIITOpHI HA 0OBIYHON O(DUCHON KOTIMPOBATHHOM
TEeXHUKE;

* ToroBhIli OyKJIET NOJDKEH OBITH HANlEYaTaHa Ha OJHOM JucTe popmara A4
c obeux cropoH. Ha kaxmoil cTOopoHE aHCTa — TPU KOJOHKU. ITO
CTpaHUIIbI Oy IyIIero Oykiera.

Tematuka paznenos (ctpanuir) Oykiera (cM. Ha puc. 14):

* (ctp. l). TUTynBHBIN JTUCT;

* (ctp. 2). CBenenus o npobdieme;

e (ctp. 3). Uto mpemnaraeTcs I PEIICHUs dTOH TPOOIeMBI;

* (ctp. 4). Kakue mnpeumylnectBa B CpPaBHEHUHM C TPAJAUIIMOHHBIMU
PELICHUSIMU, WK 32 CUET Yero, HalpuMep, 3TO yCTPONCTBO padoTaeT;



e (ctp. 5). OT13bIBBI MOKYyIAaTEJIEH WM HKCIEPTOB O MpeajaracMom
TOBape WIH yCIYyTE;

* (ctp. 6). Bo3moxnHocTu mnpuoOpereHus U I1eHbl. KoHTakTHas
uHbOopMaIus.

Crp. 5 Ctp. 6 Crp. 1

Crp. 2 Crp. 3 Crp. 4

Puc. 14. MakeTt cTpanuil OykJjera

Ha ctp. 1 cineayer coxpaHUThb MECTOIOJOXEHUE TEKCTa ISl Ha3BaHUS
MPEANPUATHS, 3aroJIOBKa OyKJIeTa M JUIS I0A3arojioBka Oporropsel. BmecTto
Ma0JIOHHOW KapTHHKH BCTaBUTh HYXHYyI0. Hamo pykoBoacTBOBaThbCs
Ha3zBaHuaMu ctwiei. Ilo Ha3BaHMAIM CTHJIIEH MOXKHO IIOHSTH, YTO HAaJo
MKCaTh B TOM WJIM UHOM MeCTe Ha cTp. 1.

Ha ctp. 5 yka3ate He MeHee TPEX OT3BIBOB. [IpOMILTIOCTPUPOBATH KaXKIbIN
OT3bIB MAJICHbKOU oTorpadueit 1mdo KapTUHKOIA.

Ha ctp. 6 uensl nydine yka3aTh TaOnuneid. BHU3Y KOJOHKH clenyeT
COXpPaHUTh pACIOJOKEHUE TEKCTa C PEKBU3UTAMU MPEANPUATUS U
aMOIEMOH, KaK JaHo B 11abjioHe OyKJIeTa.

10.Ha kaxmoit crtpanuiie, Kpome cTp. 1, pa3MecTUTh MO OJHOMY 3aroJIOBKY

NEPBOTO YPOBHS U, €CIH TpeOYyITCs, 3arojOBKM BTOPOTO YPOBHSL.
OcTtanbHble JTOCTYMHbBIE CTUIM TMPUMEHSThH JUIsi KOMIIOHOBKHA U BBIJICICHUS
uHdopmaIuu.

11.Ha3BaHnusa pa3nenoB cleayeT TLATEIbHO MPOAyMaTh U HE HCMOJIb30BaTh

BMCCTO HUX Ha3BaHMU: peKOMeHHOBaHHOﬁ TCMATHUKH CTPAHMII.



12.Ha3Banust pasznenoB cieayeT opopmisate ctuieMm "3arosnoBok 1". Eciu B
Ha3BaHUM pazjielia u3-3a BEIWYUHBI MIpudTa Kakoe-HUOyAb CIIOBO HE
MOMEIIAETCS 110 MUPUHE CTPAHUIIBI, €TO HE CIEIyeT MePEHOCUTh, a 3AMEHHTD
cuHoHuMoM. OOpaser; opopmiieHus: OykieTa cM. Ha puc. 17 u puc. 18.

13.00paborath PUCYHKHM C MOMOINIbIO TaHeau HHCTpyMeHToB "Hacrtpoiika
nzobpaxxenus". Hampumep, oOpe3arb Kpasi PHUCYHKOB, YBEJIMYUTb, WIIU
YMEHBIIUTh SIPKOCTh (KOHTPACTHOCTb), YCTAHOBUTH MPO3PAYHBIA LIBET U AP.
(cm. puc. 15 u Tabnuny 1).

Bcrasuth
PUCYHOK

KoHTtpacTHOCTB ApxocThb C6poc

apaMeTpoB

NacTpoFka N\zobpaxefa1a

| G DT D)kl
42 = 4§ = % L

OO0pe3ka
dopmar
- T YcTaHOBUTH
OBOPOT I Cxarne O6TekaHne IPO3pavHbIH
BJIEBO JIMHUU PHUCYHKOB TEKCTOM IIBET

Puc. 15. ITaneas nacrpymenToB '"Hacrpoiika nzoopaxenus'

Tadauua 1 — HaznaueHue KHONOK naHe i HHCTPyMeHTOB ''HacTpoiika
n3o0paxxenns'

Kuonku | [TogcHenust

= Bcrasnser n3o0pakeHue B JOKYMEHT C IIOMOIIBIO MPOrPaMMbI
f_ﬂ "IIpoBOAHUK"

= OTKpbIBaCT MCHIO HM300pPaKEHUS: aBTOMATHYCCKOE OTOOpaKEHHE
HQ n300pakeHnst (Kak BBITISAUT W300paKEHHWE B OpuUruHaie, 0e3
npeoOpa3oBaHuii), TpeoOpa3oBaHNe N300PAKEHHSI B OTTCHKU CEPOTO
[BETa, NpPUBEICHHUE H300paKEHHS B 4YEepHO-Oeoe, MpeBpalicHue
M300paXKeHUsl B MOJIOKKY

VBenuuuBaer KOHTPAaCTHOCTb I/I306pa)KeHI/I$I

.

YMeHbIIaeT KOHTPACTHOCTh N300pasKEeHUS

J!




Kuaonknu

IosicHeHust

&1

VY Benu4uuBaeT IPKOCTh U300paKeHus

x

YMeHb1aeT SPKOCTH I/I306pa)KCHI/I$I

OOpe3aeT JIMIIHUE YacTH U300paxeHus

IToBopaunBaeT n300paxeHUE BIEBO

OTkphIBaeT BEIOOP THUIIA U TOJIMHBI BBIIEIEHHON JIMHNHU (€CIIH OHA
HapHUCOBaHa C UCIOJIb30BAHUEM ITAHEIN UHCTPYMEHTOB
"PucoBanue")

CxxumaeT 00beM KapTUHOK B OaiiTax 3a CYET HE3aMETHOT'O CHUKECHHUS
UX KauyecTBa

VYcranaBnuBaeT o0TekaHuE N300paKEHUS TEKCTOM

OTKpBIBaET MEHIO HACTPOMKHU (hopmaTa u300paKeHUsI.

YcranaBiuBaeT IMpO3paYHOCTDb 0003HAaYECHHBIX MECT Ha I/1306pa)K€HI/IH

COpacbIBaeT mapamMeTpbl H300pakeHUs

14.1lpuMeHNUTh cKaTUEe KapTUHOK JJsi TOro, 4toObl (ailnl Oykiera craja Kak
MO>XHO MEHbIIEro o0béMa. B TakoMm Buje ero jierde XpaHuTh U NepeaaBaTh
MO0 DJEKTPOHHBIM KaHamaMm cBsi3U. (KaThe KapTUHOK BBIOJIHSIETCS
uHCTpyMeHTOM  "CiKaTHe PHCYHKOB" Ha TIaHENM  HUHCTPYMEHTOB
"Hactpoiika wu300paxkenus”, puc. 15). Jlnug cxaTus PpUCYHKOB
PEKOMEHTyeTCsl IPUMEHUTh HaCTPOMKH, IIOKa3aHHbIE Ha puc. 16.

15.Bbykner coxpaHUTh B JINYHOW Manke W HarmeyaTaTb Ha MPUHTEPE HA OJHOM
mucte ¢popmara A4 ¢ IByX CTOPOH.

16.I'0TOBBI# JTHCT COTHYTH B 3 paza, 4TOOBI MOIYYHIICS OYKJIET CO CTPaHUIIAMHU.

17.1Toka3aTe paboTy mpernoaaBaTero.




CxaTtmve PHCYHHORB EI

MpHMEHHTE

(%)ik0 BCEM PHCYHEAM ADKYMEHTA!

MZMEHHTE paspELIEHHE
{} AnA MHTepHETa M 3KpaHa
G} ANA NeYaTH PaspeweHme: 200 TOYEK Ha AHIHM
{:} HE H3MEHATE
MapameTpel
CaTE pMCYHEM

¥AAMMTE OOPESaHHEIE 0BNSCTH PHCYHEDE

[ QI ] [ CTMEHS

Puc. 16. MeH10 cxxaTusi pUCYHKOB

Tunu4Hbie ONINOKH

1. B mabnoHe 3apaHee HAMUCAaHBl CHPABOYHBIC MaTEpHaibl O TEXHOJIOTUU

co3nanust Opomrtopbl. OHU 0GOpPMIIEHBI Pa3HOOOPA3HBIMU CTUJISIMH. ITO
C/EJIaHO TOJIBKO JUIsl HAIJISIAHOTO OTOOpPa)KE€HUs TOTOBBIX CTHIIEH, a HE IS
MPUBS3KU KAKJIOTO CTHIISI K KOHKPETHOMY MECTY OpOIIIOPBHI.

VYaansior ctuivd ab3aneB M CTHIM 3HAKOB JIMOO M3MEHSIOT TOTOBbIE CTUIIU
ab3a1eB U CTWJIM 3HAKOB HOBBIMU. DTO MPOTUBOpEUHT 3amanuto. [upuny
KOJIOHOK TEKCTa U3MEHATh TOXKE HEIb3sl.

He ucnonb3ytor MHOroOOpa3Hble CTUIM TEKCTOB, Pa3MEIIEHHbIE B 111a0JIOHE,
YTO MPUBOAUT K OTCYTCTBHIO HY)KHOTO BBIJIEI€HUS HWH(POpMalUuu MU
YXYALIAET €€ BOCIPUATHE.

CrtpemsTcss BBINOJIHUTH HMHPOPMAIIMOHHBIM OyKJIET 1O aHaJloTHu ¢
pEKIaMHBIM OYKJIETOM — KpacuBO, SPKO, HAIMOJHEHHBIM JIO3yHTaMU U
PYKOBOJICTBAMH K JEHCTBHUIO (OCYIIECTBICHHIO MOKYIKH), 3a0bIBas, 4TO
MH(}OPMAIMOHHBIN OYKJIET UMEET IPYTyI0 CeUUu(UKY.

Hcnonb3ytoT UBETHBIE KAPTUHKH, KOTOPbIE TPU YEPHO-0EII0M NMeYaTH TEPSIOT
BU/I.

Texct MHOrocioBHbIM. bBoiibllioe  KOJWMYECTBO  CJIOB  MPUBOAUT K
n30bITOYHOCTH MHGpopMaru. M3 Tekcta ciemyeT ynansiTh JUIIHHE CIIOBA,
KOTOpbIE HE BIMSIOT HA NIEpeIaBacMyro HH(HOPMAIIHIO.

OpHoTuNHYIO  MHQOpPMAIMIO,  HampuMep, LEHbl,  XapaKTEePUCTUKU
TOBapa/yCIIyTH CielyeT pa3MellaTh B Ta0JINLAX, a HE CIUIOIIHBIM TEKCTOM.
He wucnons3ytorcss rpapuku u pauarpamMmbl. [l yBelIMuYeHUS CTENEHU
MPOCBEIICHUSI TTOTPEOUTENST ¥ HATJISITHOTO OTOOPaKEHUS MOTPEOUTETHCKUX
CBOMCTB TOBapa (YCIyrH), UX XapakTEPUCTHKU JydYlle I10Ka3blBaTh B
rpadukax wid guarpaMmax.



9. He npuMeHSAOT MPOrpaMMHOE CKATUE KAPTUHOK.
10.Ins1 co3zmanusa Oykiera BmecTo mnporpammbl MS Word wucnons3yror
nporpammy MS  Publisher, rne ectb mnoaoOHbII mabiioH, HO
MPEeIHA3HAYECHHBIN IS IPYTUX LIETEH.
11.He cnenyer npumeHsTb B HH(POpMAUMOHHOM OyKIeTe CJeAyIolne
HMOIIMOHAJIbHBIE 1 HEKOHKPETHBIE (Ppasbl:
e "Cnemute!" "He ynmyctute cBoi mianc!" "CpaenailiTe 3TO 1Sl CBOETO
pebenka!" u np.;
* "VHukanpHoe mpeqioxeHue". "YHuKanbHas TexHoJorua". "YHukaibHas
dbopmyna" u ap.;
* "Dkonoruuecku yucteie matepuansl’, "Toapko npupoaHbie MaTepuabl'”,
"I'mbkast cuctema CKUAO0K" u JIp.
12.CtpeMsTCcs COXpaHUTh MECTa PACIONIOXKEHUsl CTUJIEH TeKcTa B 1IabJIoHE,
3aMeHsIsl TEKCT U3 1abyioHa Ha cBoil. Hanpumep, eciau B 1m1abioHe 3arojoBOK
IIEPBOr0 YPOBHSI PACHOJIOKEH HA CTP. 2, TO €r0 TaM U OocTaBisA0T. Ha nqpyrux
CTpaHMIIaX OyKJIeTa 3aroJIOBKM MepBOro ypoBHs He nuiyT. Ecium ctp. 6 B
mabinoHe OykieTa IMycTas, TO M TEKCT B TOTOBOM OyKJeTe TaM He
pasmemaror. Hajno pa3Memars TEKCT B COOTBETCTBUM C 3aJaHUEM, Ha
KQKJI0M cTpaHulle OyKiera.
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BAITAHITE
T3AVUEHITIT HA
YEAOBEKA
VCTOUHLTELL

BAEKTPOMATHIITHEDL
MEAVUEHI

ITPITHOP
HEITTPOHIIK

HASHAUEHME

COTOBRIE TeAe ¢ OHED M 348K T POHHD- AfI8FES
TPYEKH T EAEBMBDP OF M I\'IDHI’T[DPDB

EOnITE I—OTEP 0OF AEAAFOTCA MC\LLI‘HEI:U.UIH\.M

TICT O HLT 31 BAEKTP OLIATHITT HEDE PBAY‘-I EHVII:I.

BOZAEMCTEMA M3AVUEHI

IIpubop npestasHateH paq sanpmmer o1
BOSAEMCTELIT COTOBBIK TesAe HOHOE 11
BhEKTPDI‘H‘mﬂY‘IEBm T’P}fEUKJ YCTZI‘]'DBJ’).EI‘H‘HJD( b
TEAEBPBDPZX T KDmI—OTEP}EbIX MDI‘]IATDPZX.

BDIEXTHMBHOCTE

HCCAEADBE}WIHI\'IVIYCIEHDBI\EHD, qIO 3T
IEAYHEHDTL, IPOHFKAd B BIECIT OpTarnCM,
BDBAEﬁCIBY}OI F1d MEIATONHOM VP OFHE,
BEGEEAA {2 a5AMMHBIG HAPTIIAHTTT M, KK
CABMCTEITE, BEEDAEBM.

5. BASKIPOMATHITTHELE MEATISHI A CTETOT
Hi HEHTPAALHYH HEPEHYH CHCTEMY,
HMMYHHYH) CHCTEMY 1 H1 MO3T0BBIE
PHTMEL

6. AAMTEARHO & BO5S EIICTEME MEATIEHITT
IPMECAAT . YTOMAACMOCTH, ACTIPECCHI,
HEPBHBIM CPBIBAM, TOADBHBIM D0.AAM H
DeccoHEHIIE. VIAIIAKTC CAIa
TPOCTYAHEIE 1 BHPVCHEIX 3200 ARBAHIIL

7. Co BpeMEHEM 311 BO3A EFICTEIA IpHEOAAT K
HETIPEPRIBHOMY HCTOINSHIH, 0ITYX0AAM H
3AOKAYECTBEHHEIM HOB000PA3 0B AHILAN
CTpasdeT He TOMBRD MPOACAEMTEARHOCTE
KMEHM, HO M £E FAHECTEO.

8. 9.

Tenedor semazoer, LenehoH BEAIONEH,

npubopa Het. npubopa HeT

10. %’?@ 11.

Teaedou paboraer ¢ Tenechon paﬁoraef ¢
mpubopon 30 wom mpubapars 30 sxeit

VYMEHBIIIAeT BOSARMCTEME Ha paboden MecTe

wepes 30 muEyT mocae yeramom 5 1,5 pasa.

E 1euermie 35 apgelt vy eEme YMEEEIIARTCA 1T
BRIp SFHMEA6TCA ¢ (DOHOFEDM TPOEHEN.

TTaomase FOSAEMICTEMA MEAYIEHME CORPAIIALT O
5 L) pma

Sapezscnipuposar & I depeecnsbe
asofpencerut Poccusionoi Dedepayus,
sAdeens namrerns L2 7385 78,

VCTPOIICTBO I
TTPITHITIIT
AETICTBITA

YCTPOMCTEO

IIpescrapager cobom maockim
rosorpadgrre kst kEaapar S0 pma pa
MOAMSTHMABHOEOM MAM TeECTOAMIOEOM OCHOEE,
Toampeni 0,2 v, Ha K0T opoM pasMeneHa
MUEP O CHEMA M5 TOHKOrO TOK ONPOE OAAILETD
MATepHaAd, MIMEEILLEND FHYTPEHHEORD

ELMCT MM BCRTED CTPTRIVEY.

He rpebyer srepronorpebaesmm.
TTPPIHI AT AEFICTBIAA

Haurraer pabory oarosp emermn ©

BEAFTY €HMEM ME/A7 AT eAL, FHEHEIAL
2AEKTPOMATHI THOE IT0AE I MATKOE
PeHITEHoBae IDAYIeHIe.  OTEANeHMEN

Ay aTead nprbop npexpamaer paboTar.

IIpmbop cosaaer sarpyT ceba nose, koTopoe
AEﬁCTBYET E HP OTHEQ ¢ e BHEKTPDMMHUNIY
IoARD PBAY"-I aTend.

BOSAEVICTELE HA UEAOBEKA

Mo aammsn wecnaaonared Hecteryta G AN
MuHHCTODCTRS ALDBBO0XDMMENEA
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buoaunorpaduyecknii cnucox

Calendar. Kanennmaps mpaszauuxkoB. http://calend.ru/. (IIpoBepeno Ha
24.12.2007).

AxonstH ApuyH, CromsipoBa Enena, IlorocsH A. B. MynbrumeuiiHbId
camoyuntesnb Ha CD-ROM. Microsoft Office 2003. — (2-e wusnmanwue).
"Mynbrumenua Texnomoruu u luctanumonnoe O0yuenue", 2006. — 318 c.
becnaTHbI ANEKTPOHHBIN y4YEOHUMK MO O(PUCHOMY JTOKYMEHTOOOOPOTY
Kowmmerorepras momoris. http:// www.help-remont.ru/dokument/index.php .
(ITpoBepeno na 24.12.2007).

Kypun Anexceir. Windows XP u Office 2003. CnpaBoYHMK MOJIb30BATENS
ITIK. Camoyuutens. "Bunpamc", 2006. — 464 c.

Jlexuusi: Co3nanue JOKYMEHTOB C HCIOJIb30BaHUEM MIA0JIOHOB U MAacTEPOB.
Coznanne pokymeHtoB B Microsoft Word: 7. CoBpemeHHble o(uCHBIE
npwioxkeHuss HWurepHeT-YHuBepcurer WMHPopMaunoHHBIX TeXHOJOTH.
http://www.intuit.ru/department/office/odpr/7/odpr_7.html (IIpoBepeno Ha
24.12.2007).

Maxk-®enpuc [lon. Packpeitue Taitn Microsoft Office 2003. "HT Ilpecc"
2007. - 608 c.

Maxk-®enpuc Ilon. CkpeiThle U MaJIOW3BECTHBIC BO3MOXXHOCTH Microsoft
Office 2003. "HT IIpecc", 2007. — 608 c.

[Iporpamma mna  coctaBieHusi pestome "ResumeMaker". COMZ.RU.
Kowms.JIenta. http://comz.ru/soft/4644/print (IlpoBepeno na 24.12.2007).
[Iporpamma "CV". ABrop: Anekcanap ®okuH. PeHTHHI-KaTalor mporpaMm.
http://www.wolf-ware.ru/software/id/27/cv/ (Ilpoepeno na 24.12.2007).

10.ITporpamma "Cowuckatens". ABtop: Bnagumup buprokos. Panvasoft.com.

http://www.panvasoft.com/rus1/7455 (IIpoBepeno Ha 24.12.2007).

11.Credanos C. U. Pexnama u nonaurpadusi: onbIT CioBaps-CIpaBOYHUKA. — M.

: l'emma-nipunt, 2004. — 320 c: (PexkyiaMHbIE TEXHOJIOTHH).

12.1Ta6noub! ansg padotel u noma. Office Online. http://office.microsoft.com/ru-

ru/templates/FX100595491049.aspx . (IIpoBepeno Ha 24.12.2007).

13.SIanexc.OTkpeiTkH. http://cards.yandex.ru/ . (ITpoBepeno na 24.12.2007).
14 SAnnexc.®otkm http://fotki.yandex.ru/ . (ITpoBepeno Ha 24.12.2007).
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TpeOoBaHus Kk 0pOPMIICHUIO OTUYETA 1O [1€JI0BOM UIPe

Otuér mo nenoBodt urpe odopmiIsieTcs Ha OCHOBAHUHM BBIMOJHEHHBIX

3a/IaHUH, pa3MEILIEHHBIX B KaXI01 3a7a4e.

HNTorom BeINONMHEHUS KAXKIOM 3a1a4d SBJSCTCA HAIlCYaTAHHBIA HA IPUHTEPE

JOKYMEHT.

KonuuecTBo cTpaHull JOKYMEHTOB yKa3aHO B Ta0IuIE 2.

Taoauna 2 — CocTaB T1OKYMEHTOB /IJIsl OTYETA 110 J1eJI0BOM Urpe

3agaua Ha3BaHue 0TYETHOI0 TOKYMEHTA

KoandecTBoO
CTPaHMIL

3amaua 1 | Pe3rome

3agauya 3 | TUTYABHBIN JIUCT K PAKCUMIJIBHOMY COOOIIEHHUIO

3anauva 4 | Kanengapp oducHbIit

2
3agaya 2 | ConpoBOAUTENBHOE TUCHMO K PE3IOME 1
1
1

Kanengapp nomnapoyHbii 3
3anaua 5 | UadopmannoHHblil Oykier 2 CTpaHUIbI,
HareyaTaHHbIC
C IBYX CTOPOH
JUCTA

W

N o

0.

Hepequb KOHTPOJbHBIX BOIIPOCOB

Jlnst gero TpeOyroTcs 1mabionsl 1 MacTtepa maoJoHoB B miporpamme MS
Word?

Kaxk nonws3oBathcss MacTepom 1m1adaoHoB B iporpamme MS Word?

I'ne naxonsrcss Mactepa maodJonoB B mporpamme MS Word?

Ha kakoM caiiTe B HMHTEpPHETE COJEpKATCS IMAOJOHBI Pa3HOOOPA3HBIX
JOKYMEHTOB Ji1s1 iporpamMmbl MS Word?

['me B34Th 1mabJOH JOKYMEHTa, €CJIM €ro HET B CIHUCKE IIa0JIOHOB
nporpammbel MS Word?

I'ne naxoautcs mabaoH pe3ome B nporpamme MS Word?

Kakue cnenuanu3upoBaHHbIE MPOrpPaMMbl MOXKHO HCMOJB30BaTh  JUIsS
co3JiaHus pe3ome Oe3 madaoHa?

Kak HaiiT madJ/ioH CONMPOBOAUTEIBHOI0 MUCHMA K PE3IOME B MPOTrpaMme
MS Word?

Kak u3MeHHUTh CTUIIb pe3roMe, COCTaBIeHHOro B mporpamme MS Word?

10.B xakoM nopsizike pa3mernaroTcs JaHHbie 00 00pa3oBaHUM B pe3loMe?
11.Jl51s yero TpeOyeTcsi cCONPOBOANTENbHOE MMCHMO K pe3loMe?
12.T'ne HaxoauTcs mabIOH TUTYIHHOTO JHCTA (PAKCUMHMJIBHOIO COOOIIEeHHS B

nporpamme MS Word?
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13.Kak orTocnaTe HECKOJBKO OJIIEKTPOHHBIX JOKYMEHTOB (PAKCHMHIbHBIM
co00IIeHreM C KOMIbIoTepa Ha (akc-ammapar?

14.Kak oTociiaTb HECKOJIBKO 3JEKTPOHHBIX JOKYMEHTOB (haKCHMHMJIbHBIM
C000IIeHNeM C KOMITbIOTEpA Ha KOMIIBIOTEDP?

15.Kak npuHATH (pakCHMHIbHOE COOOIIEeHNEe, OTOCIAHHOE C (PAKCUMUIIBHOTO
amnmnapara Ha KOMIbIOTep?

16./{ns1 uero TpeOyeTcst TUTYIbHBIN TUCT GAKCUMUIBLHOTO COOOIIeHUs?

17.Kakue cBeneHuss NUIIYTCS B 3aMETKaX Ha  TUTYJbHOM  JIUCTE
(pakcuMHIBHOTO CO00IIeHNsI?

18./Ins 4yero Ha TUTYJIBHOM JHCTE (PAKCHMWIBHOM CcOO00UIIeHMH Tpedyercs
noste "Konus"?

19./ln11 4yero B TUTYJBbHOM JIUCTE (PAKCHMMWJIBHOTO COOOIIEHUs1 TpeOyercs
noJist: akc u Tenedon?

20.Jlns1 yero B TUTYJIBHOM JIMCTE (paKCHMHJIBLHOTO €000IIeHHs TpeOyeTcs
yKa3bIBaTh CBOM Tene(OHHBIN HOMEDP?

21.]1ns1 4ero B TUTYJIBHOM JIMUCTE (PAKCHUMUWJIBHOIO cOO0IIeHHs Tpedyercs
YKa3bIBaTh CBOM aJpec 3JIEKTPOHHOU MOYTHI?

22.]11s1 94ero B TUTYJIBHOM JINCTE (PAKCHMMUJIBHOTO COOOIIEHUus1 TpeOyercs
yKa3bIBaTh CBOM a/ipec OOBIYHOMN MOYTHI?

23.I'ne naxonutcs Macrep kajenaapeit 8 MS Word?

24.1" e B34Th CITUCKY MPA3THUKOB JJIS CO3/IaHUs KaJieHaaps’?

25.Ha kakoM MHTEpHET-caliTeé MOKHO B3ATh KpacOYHbIE H300paKeHUS s
Kajenaaps?

26.I' e HaxonuTcs madioH dykiera B nporpamme MS Word?

27.B 4€M cOCTOUT pa3HHUIIa MEXTy OpouIopoii 1 OykJjieTom?

28.Kak BBIONHUTH CXKATHE HW300paXEHHUM, pPa3MEIIEHHBIX B JIOKyMEHTE
nporpammel MS Word?

29.Kak nmoBepHyTh M300paxeHue, pa3MelIeHHOE B JIOKYMEHTE MporpamMmmbl MS
Word na 90 rpagycos?

30.Kak BBIMOTHUTH OOTEKAaHWE TEKCTOM M300paKeHUH, pa3MENIEHHBIX B
noKyMmeHTte nporpamMmmel MS Word?

31.Kak 00pe3aTh HEHY>KHbIE Kpasi U300pa’KeHUs, pa3MEIIEHHOTO B JOKYMEHTE
nporpammbel MS Word?

32.Kak UW3MEHUTh SPKOCTb H300PAKEHUS, Pa3MEIMEHHOTO B JOKYMEHTE
nporpammel MS Word?

33.Kak M3MEHUTb KOHTPACTHOCTb U300pa’KEHUs, pa3MEUIEHHOIO B JOKYMEHTE
nporpammel MS Word?

34 Kak mnpeBpatuth NBETHOE H300paKeHHE, pPa3MEUIEHHOE B JOKYMEHTE
nporpammel MS Word, B u€pHo-06enoe?

35.Kak mnpeBpatuth I1BETHOE H300paKeHHE, pPa3MEHIEHHOE B JOKYMEHTE
nporpammbel MS Word, B u300pakeHue ¢ OTTEHKaMHU CEephIX LIBETOB?
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36.[lns vero TpeOyeTcs BBHINOMHATH CXKATHE H300paXEHU B JOKYMEHTaX
nporpammbel MS Word?

37.Kax moctpouts B gokymeHte mporpamMmbl MS Word amarpammy wnm
rpadux?

38.Kak nmoctpouts B fokymMeHTe nporpammbl MS Word tabmmiry?

39.Uto Takoe cTWiIb 3HaKa B JOKyMeHTe mporpammbl MS Word u s wero oH
IpeHa3HaYeH?

40.YTo Takoe ctuib ab3ara B JOKyMeHTe mporpammbl MS Word u 17151 yero o
npeHa3HauYeH?

41.Kak u3MeHUTh CTWIb ab3alla U CTWIb 3HaKa B JOKYMEHTE MporpamMmmbl MS
Word?

42 Kak NpuUMEHSATh CTWIM a03alleB U CTUJIM 3HAKOB B JOKYMEHTE MPOTrpaMMbI
MS Word?
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