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1. O0uIe moJI0KeHus

K ocHOBHBIM BHJIaM Y4YEOHBIX 3aHSITHI HapsAy C IPYTUMU OTHECEHBI
nabopatopHeie  pabOThl W MpakTHUYeCKWe 3aHATHs. HampaBieHHble Ha
HKCIIEPUMEHTAIBHOE  TOATBEPXKIECHUE  TEOPETUUECKHX  TOJIOKEHUH |
(dopMupoBaHue y4eOHBIX W MNPO(PECCHOHANBHBIX MPAKTUYECKUX YMEHUN OHH
COCTaBJIIIOT BAXXHYIO YacCTh TEOPETUUYECKOW M MpodecCHOHATbHOW MPaKTUYECKOU
MOJIFOTOBKH yYaIIUXCA.

Brimonnenue CTyACHTAMHU Ha60paTOpHBIX H  TPAKTUYCCKUX pa60T
HaIpaBJICHO:

- Ha00001IeHNE,CHCTEMATH3AITUIO, YTTYOJIeHHE,3aKPETIICHUE TTOJTyISHHBIX
TEOPETUYECKUX 3HAHUN 1TO0 KOHKPETHBIM TeMaMm aucuuiuid u MJIK;

- Ha GOpPMHUPOBAHNE YMECHHUU IIPHUMEHSTH MOJIYYCHHBIC 3HAHUS H allpaKTHUKE;
2

- Ha pPasBUTUC HHTCIUICKTYAJIbHBIX yMeHI/II;'I y 6y,HYIIII/IX CIICIINAJINCTOB:
AHAIIUTUYCCKUX, ITPOCKTUPOBOYHBIX, KOHCTPYKTUBHBIX U JIP.;

- Ha BI)Ipa6OTKy Inpn  pCUHICHUU ITIOCTABJICHHBIX  3aJa4  TaKHX
HpO(1)€CCI/IOHEUILHO3Ha‘II/IMBIXKaLIeCTB,K&KC&MOCTOHTGHBHOCTL,OTBCTCTBGHHOCTB,
TOYHOCTb, TBOPUYCCKAA MHUIIHUATHBA.

Juctururae, M JIKnokoTopbIiM TIaHUpYIOTCS J1abopaTOpHBIE PabOTHI
UTNIPAKTUYECKUE 3aHATHUS,H UX O0BEMBI OMPEACISIOTCS pabOuYuMHU MporpaMMaMu U
y4eOHBIMU TUIAHAMH 110 CIICITUATBHOCTSM.

[Ipu mpoBeneHWU 1a0OPATOPHBIX PAOOT M NPAKTUUYECKUX 3aHATHM
ydeOHasi TpyIIna MOXET JACIUTHCA Ha TOATPYIIbl YUCICHHOCThIO HE MEHEE BOCEMU
YeIIOBEK.

2. Opranuszanmsi ¥ NpoBeieHHe J1a00pPaTOPHBIX padoT

N MIPAKTHYCCKHX 3aHATHH

JlabopatopHass paboTra Kak BHI Y4YeOHOTO 3aHSATUS JIOJDKHA
MPOBOJUTECS B  CHEHUAIBHO  OOOpPYJOBAaHHBIX  Y4YEOHBIX J1abopaTopHUsX.
[TponomKUTETLHOCT, — HE MEHEE ABYX akaJeMudeckux dacoB. HeoOxomumbiMu
CTPYKTYPHBIMU 3JI€MEHTaMH J1a00paTopHON padOThl, MOMUMO CaAMOCTOSITEIBHOMN
NEATENIbHOCTU CTYJIEHTOB, SIBIISIIOTCS MHCTPYKTAXK, TPOBOJIMMBIN MPENOaBaTelieM,
a TaK)Ke OopraHu3aiusi o0CyX JACHUS UTOTOB BBITIOJHEHUS 1a00paTOPHOIl pabOTHI.



Hp&KTPI‘I@CKOG 3aHATHC OOJIZKHO IIPOBOAUTLCA B y‘I€6HBIX KaGI/IHCTaX,
CIICouaJIbHO O6OPYI[OBaHHBIX IMOMCHICHHUAX, MACTCPCKUX, ITOJIMT'OHAX.

[IponOMKUTENBHOCTD 3aHATHS — HE MEHEE JBYX aKaJEeMHUYECKUX 4YaCOB.
HeoOxonuMbIMU CTPYKTYPHBIMH 3JIEMEHTAMU MPAKTHUECKOTO 3aHSATHS, MOMUMO
CaMOCTOSITEIbHOMAEATENbHOCTUCTYICHTOB, IBISIOTCIMHCTPYKTAXK, TIPOBOAUMBII
IIPENOJABaTeIeM, a TAKXKE aHAIW3 U OLICHKA CTENEHU OCBOCHHS CTyIECHTaMU
3aIUIAHUPOBAHHBIX HABBIKOB, YMEHHI.

BoinosnHeHuto 1abopaToOpHbIX pabOT M MPAKTUYECKUX 3aHATUN
NOpeIIECTBYET MPOBEpPKa 3HAHUN CTYJIEHTOB — UX TEOPETHYECKON TOTOBHOCTH K
BBIMOJTHEHUIO 3a/1aHMS.

[To xaxmoit maGopatopHOd paboTe W NPAKTUYECKOMY 3aHSITHIO
JOJKHBI OBITh pa3pabOTaHbl M YTBEPXKIACHBI METOJMYCCKHE YyKa3aHUS IO WX
IPOBEICHHUIO.

PaboTe1,HOCSIIIME PEPOAYKTUBHBIN XapaKTep,0TIIMYAIOTCS] TEM,4TO
IpyU HUX TPOBEICHUHU CTYJACHTHI TOJB3YIOTCS TMOAPOOHBIMU WHCTPYKIUSIMHU, B
KOTOPBIXYKa3aHbI: 11eTbPA0O0THI, TOSICHEHUS(TEOPUSI,0CHOBHBIEXaPAKTEPUCTHUKH ),
o0opyaoBaHHMe, amnmapaTrypa, Marepuaibl M HUX XapaKTEPUCTHKH, MOPSIOK
BBIMIOJTHEHUSI PaOOThI, TaOJMUIIBI, BHIBOJABI (0€3 (GOpMYIHpPOBKH), KOHTPOJILHBIE
BOMPOCHI, yueOHas U crieliualibHas JUTepaTypa.

PaboTer,HOCSIIIME YaCTHYHO TIOMCKOBBIN XapaKTep,0TINYAIOTCS TEM,
9TO MPHU UX TMPOBEACHUH CTYJICHTHI HE MOIB3YIOTCS MOAPOOHBIMU HHCTPYKIIUSIMH,
UM HE JaH TIOPSJOK BBHIMOJTHEHUS HEOOXOJMMBIX ICHCTBHMA, WM TPeOYIOT OT
CTYJICHTOB CaMOCTOSITEILHOTO Iof0opa o0opyJaoBaHUs, BbIOOpa CIIOCOOOB
BBITTOJTHCHUS PaOOTHl B UHCTPYKTUBHOW U CIIPABOYHOU JIUTEPATYPE H JP.

PaGoTbl,HOCSIIIME TTOMCKOBBIM XapaKTep,XapaKTepU3yrTCs TEM,UYTO
CTYJICHTHI IOJDKHBI PEIIUTh HOBYIO JIJISl HUX MPOOJIEMY,0NMHUpasiCh HA UMEIOIITUECS Y
HUX TEOPETUYECKHUE 3HAHUA.

[Ipn mnnaHupoBaHuM J1aOOPATOPHBIX PAOOT W TPAKTUYECKUX 3aHITHI
HEOOXOIMMO HAXOJHWTHh ONTHUMAIBHOE COOTHOIIEHUE PENPOTYKTUBHBIX, YACTHUHO
MOMCKOBBIX M TOUCKOBBIX paboT, YTOOBI OOECNEeYUTh BBHICOKUNA YpPOBEHB
VMHTEIJUICKTYaJIbHOU 1€ TEIbHOCTH.

@opMbl  OpraHU3allMU CTYACHTOB Ha Ja0OpaTOpHbIX pabdoTax H
MPAKTUYECKUX 3aHATUAX: (DPOHTAIIBHASI, TPYIINIOBAS U WHIUBUTyaIbHAS.

[Ipu ¢ponTanbHO QopMe oOpraHuzanuu 3aHATHUN BCE CTYIAEHTHI
BBITIOJIHSIIOT OJTHOBPEMEHHO OJIHY U TY K€ padoTy.

[Ipu rpynnoBo#t popme OopraHuzaivu 3aHATHI OJHA U Ta e paboTa
BBITIOJIHSIETCS OpUrajgaMu 1o 2—>5 4esnoBexk.



[Ipu wuHOUMBHAYanbHOM (OpME OpraHU3alMU 3aHITHH KaXKIbIid
CTYZACHT BBINOJIHAET HHAUBUAYAIBHOE 3a1aHUE.

4.TpeGoBaHusl K TeXHUKe 0€30MMACHOCTH NPHU BHINOJIHECHUH
JIa00PaTOPHBIX/IPAKTHYECKHUX PAdOT

BBoaHBII HHCTPYKTaX

NuctpyxkumsaNo I TIPABUJTAIIOBEAEHUACTY AEHTOBBKABUHETE
NHOOPMATHUKHU

Kabunet nndopmaTiku 0THOCUTCS K KaOMHETaM MOBBIIIEHHOM OMAaCHOCTH,
HaXO/5Ch B HEM HEOOXOAMMO CO0JII0AaTh TPeOOBaHUS HACTOSIIEH HHCTPYKIUU.

1. He 3axoauTe B kaOuHeT 6e3 pa3penieHus npemnogaBaTes.

2. BoBpewms nmepeMeHbl BCe CTYJEHTHI BBIXOJAT B Kopuaop. Bkabunere
KpOME MpEnoAaBaTessi MOI'yT HAXOAUTHCS TOJIBKO JIEKYPHBIE.

3. 3anpemaeTcs HAXOUTHCS B KAOMHETE B BEpXHEHOAeK/1e,IPsI3HON00YBH.

4. He Geraiite Mo KaOMHET-MOKETE MOJYYUTh TPABMY WJIH MOBPEIUTH
obopyaoBaHue.

5. He 6pocaiite Mmycop BKaOMHETE,3TUM BBl CO3/Ja€TE MOKAPHYIOOMACHOCTb.

6. bynpTe BHHMATENbHBI M AUCIHUIUIMHUPOBAHHBI, TOYHO BBIMOJIHSINTE
yKa3aHUs MPEero1aBaTels.

/. He npucTtynaiiTe K BBIIOJHEHUIO paOOTHI 0€3 pa3pelieHus mpenoaaBaTers.
8. He nmonp3yiiTech 3JEKTPUUECKUMU PO3ETKAMH JIJIS IIIAJIOCTH,3TO OTACHO IS
BallleH )KU3HMU.

HNuctpykraxx  No2  TIPABUJIA  PABOTBI CTYAEHTOB  3A
KOMIIBIOTEPOM  IIEPEJ] BBIIIOJIHEHMEM PABOTBI  Heobxomumo
BricnymaTenn penogaBaTesis 0 €e CoASPKaHUHM M X0 BBITTOTHCHUS.

BOBPEMSIPABOTHI

1. KoMIproTEp MOYKHO BKJIIOYATH TOJIBKO IOCIIE Pa3pelICHHsI MTPET01aBaTelIs.

2. BATIPEILIAETCAI:

-IPUKACAThCS K MMPOBOAAM, TUIIICHHBIX H30JISAINH;

-BKJII0YATh KOMITBIOTEP CO CHATHIM KOPITYCOM;

-IIPOU3BOJIUTH TOJAKIIOUCHHUE YCTPOMCTB K BKIIIOUYCHHOMY KOMITBIOTEPY;

-PUKAcaThCs pPyKaMH M OCTPBIMH MpEAMETaMH K DJKpaHy MOHHTODPA,
BHYTPEHHHUM YacTSIM KOMITbIOTEPA;

-€CTh3 @ KOMIIBIOTEPOM;

-BKJII0OYATh KOMITBIOTEP CPa3y K€ MOCIIC €ro BEIKIIOYCHHUA(HEO0X0 MO TTOA0K/1aTh
10-15 cexyHn).



3. OOHapyXWB HEHUCIPAaBHOCTh B  JJICKTPHUYECKHX  YCTPOMCTBAX,
HaXOJAIUXCS TI0]T HAPSKEHUEM,HE0OX0TUMMO HEMEJICHHO OTKIIOYNTh NCTOYHHUK
AIEKTPOMUTAHUS U COOOIIUTH 00 3TOM MPENOJaBATEIIO.

4. He ocraBnsiite pabouero mMecra 6e3 pa3pelieHus mpenoaaBarers.

ITOCJIE OKOHYAHIA PABOTHI

1. KoppekTHo 3aBepimTe padoTyKOMIIBIOTEPA.

2. CnaiipaboueeMecTonpenoaaBaTelto.

NuctpykraxNo3IIPABUIIATIO K APHOMBE30OITACHOCTU

1. B kabuHeTre [OJDKHBI, OBITh CpEACTBA I TYIICHHS TIOXKapa:
OTHETYIITUTEIb.

2. KaOuHeT JomKeH coepikaThesl B yncToTe. Bech cropaemsiii Mycop
CJIeJTyeT CUCTEeMaTUYECKU BBIHOCHUT.

3. B kabOuHeTe He JOIyCKAaeTCs XpaHEHHE JIETKOBOCILIAMEHSIOIIUXCS
JKUIKOCTEH.

4. BATIPEHIIAETCA:

-JIONyCcKaTh K pabOTe CTYJIEHTOB, HE O3HAKOMJICHHBIX C TIPABHJIAMH TCXHUKH
0e30macHOCTH;

-OCTaBJIsATh 0€3 TMPUCMOTpa BKIYEHHOE B  DJIEKTPUUYECKYIO  CETh

o0opyI0BaHue;
-IIO/IBETIINBATh AIIEKTPOIIPOBOIKY Ha T'BO3JISX, UCTIOJIH30BATh
AJIEKTPOIIPOBOIA C TIOBPEKICHHOM U30JIAIIHCH, HEKaTHOPOBaHHBIC

NpeloXpaHuTeNH, OOEpTHIBATh SJIEKTPUUYECKUE JIaMIlbl OymMarod WIM TKaHbIO,
MIOJIBEIIMBATH CTEHIbI, TAOIHIIBI U TIP. HA AJIEKTPOIPOBOJIA;

-paboTa B kKaOWHETE C HAarpeBaTeIbHBIMU NIPUOOPaAMH;

-IIPOU3BOJIUTH CIIOKHBIA PEMOHT KOMITBFOTEPHON TEXHUKH.

5. Ilo oxonuanuu pabOThl HEOOXOAUMO TIIATEILHO OCMOTPETh MOMEIICHHE,
YCTPaHUTh BCE HEJOYETHI, OTKIIOUHUTH HAIMPSKEHUE DIECKTPOCETH C TOMOIIBIO
pyOMIBbHUKA.

6. B cmyyae BOZHUKHOBEHUS MTOKapa HEOOXOAUMO:

-OTKJTIOYUTD HAIPSHKCHHE DJIEKTPUISCKOMN CeTH;

-HEMEIJIEHHO YBAKyHPOBATh CTY/ICHTOB;

-IPUHSATH MEPHI 110 TYIMIEHUIO TI0Kapa;

-coobmuThonoxkapenorenedony0 lvumm 112.

5. Odopmienue 1a60paTOPHBIX PadOT M NPAKTHYECKUX 3aHATHI



Crpyktypa odopmieHus 1abopaTOpHbBIX pabOT U MPAKTHUYECKUX
3aHATHI TTo AucuuiuinHe, MJIK onpenensercs METOAMYECKUMU KOMUCCUSIMH.

TexcTel OJDKHBI ObITh HameuyataHbl 14 keriieM Times New Roman,
yepe3l,SuHTepBaia,noiis CTpaHUIl:BepxXHee,HKHee—2CM,JieBoe—3cM,ipaBoe — 1,5
cM, a03aIHbIi oTcTyn — 1,5 ¢M (TOJIBKO TEKCT).

OueHku 3a BBINOJHEHUE JA0OPATOPHBIX pabdOT M MPAKTUUYECKUX
3aHATHI MOTYT BBICTABIIATHCS MO MATHOANIBHOM crcTeMe WM B (GOpMe 3a4eTa U
YUUTBHIBATHCS KaK MOKA3aTeNn TEKYIIEH yCIeBaeMOCTU CTYI€HTOB

KpuTepuu oieHKH BBINOJTHEHUSI NPAKTHYECKHUX PadoT

OueHkun Kpurepuu oneHok

«5» - oOyyaromuiicsi moaOupaeT HEOOXOIWMBbIE IS
BBITIOJTHEHUS MPEJTIaraéMbIX pabOT UCTOYHUKH 3HAHUU
(JTuTepaTypa,MaTepUaIIbI, HHCTPYMEHTBI ),[T0Ka3bIBACT
HEOOXOMMBIE IS TIPOBEACHUS MPAKTUIECKONU paOOTHI
TeOopeTHUecKne 3HaHusa. [IpaBWIbHO  odopMICHA
npakTHyeckas padboTa, COONIOJEHAa TEXHOJIOTHYECKast
TIOCTIC/IOBATEIFHOCTh ~ BBHIMIOJTHEHHUS JTaHHOTO BHJA
pabot. PabGora opopmieHa akkypaTHO.

«d» -MpakTU4eckas paboTa BBITIOJHAECTCS 00Yy4YarOIIMMCS B
MOJIHOM 00BEME M camMocToATeNbHO. OOydaroniuics
UCTIOJB3YeT YKa3aHHbBIC IpErojaBaTesieM HCTOYHUKH
uHpopmanmu.  Moryr  OBITh  HETOYHOCTH H
HeOpex)kHOCTh B odopmienun pabotel. Pabora
MOKAa3bIBa€T 3HAHUSA OOYYAIONIMMUCS  OCHOBHOTO
TEOPETUYECKOTO Marepuania, HO UMEIOTCS
HE3HAYUTENbHBIE  OMUOKK  mpu  OhOpPMIICHUU
MPAKTUYECKON YacT POOOTHI.

«3» - oOyvarouiuiica  BBINOJHSIET U odopmisier
NPAKTHYECKYI0 pabOTy TOJTHOCTHIO C TIOMOIIBIO
IpernoaBaTess Wi XOPOIIO TOATOTOBICHHBIX U yKE
BBITIOJTHUBIIUX HA «OTIMYHO» JTAHHYIO pabOTy APYTrHUX
00yJaroIuxcs.

«2» - IPAaKTUYCCKasd pa60Ta HC BBIIIOJIHCHA ITOJIHOCTBIO 3a
OTBCACHHOC BPEM 110 HGYBa)I(HTeHBHOﬁ IIPpUYHHC.




IlepeyeHb NpaKTHYECKUX PadoOT

Ne HaumeHnoBaHnue pasgena, TeMbl,3aHATHS Komn-Bo
n/n 4acoB
Tema2.1.TekcToBBIlipEIAKTOP
1 | [p.p.Nel TekcToBsiiinipouieccop.@opmaTupoBaHreTeKcTa
5 [Tp.p.Ne2 TekcToBsritnpoiieccop.Padboracrabiumamuu 2
U300pKCHUSIMU
3 IIp.p.Ne3  TekctoBblid  mpoueccop. MHOrOypOBHEBBIE  CIHCKH, 2
(bOpMYITBIN KOJTTOHTUTYJIBI
Tema2.29/1eKTPOHHBIETAGIUIIBI 8
1 [Ip.p.NedDnexTponnbieTabnuisl. PabotacsueiikamunoiokamMu 2
2 | [p.p.Ne5Dnexrponnbietabnuisl. DopmynbiudyHkunm 2
3 | IIp.p.Ne6DnexTponnbieTabauist. [ 'padrkun uarpaMmMbl 2
4 [Tp.p.Ne79nexTporHbieTabMUIIBL. DUHAHCOBBICUCTATUCTUYECKHE 2
pacyeTsl
Tema2.3MyJabTHMeIUHHBIETEXHOJIOT UU 6
1 | p.p.Ne8Co3nanue,HacTpoiKanmoKa3Npe3eHTAIUN 2
2 | IIp.p.Ne9HacTpoiikaannmanmun3ByKaBIpe3eHTALUN 2
3 | lIp.p.NelOTpurrepsiBnpe3eHTanu 2
Tema2.40cHoBbirpadpuieckoiinngpopmannu 8
1 [Tp.p.Nel 1Co3nannenpenakTupoBaHuEN300 pakKeHUICPEICTBAMU 2
PactpoBoro rpaduueckoro pegakropa
2 [Tp.p.Ne12Co3nannedorokosiakaBpacTpoBoMIpahuuecKom 2
penakrope
3 [Tp.p.Nel13Co3nannenpenakTupoBaHuEN300 paXKeHUICPEICTBAMU 2
BexTopHoro rpaduyueckoro penakropa
4 [Ip.p.Nel4Hcrionbp30BaHUENHTEPAKTUBHBIX MUHCTPYMEHTOB 2
BexTopHoro rpadudeckoro pemakropa
Tema3.1KomnbrorepubieceTu, UHTEpHET 2
1 | IIp.p.Nel5PaboTaBceTUMHTEPHET,IIEKTPOHHASIOUTA 2
Tema4.10cHOBHBIEBO3M 0:KHOCTHIIPOrpaMMHBIXTeXHOTOruiCIIC 2
1 | p.p.Nel6PaboraBCIICKoncynbranTlIntoc 2
Hroro 32




Ilepedyens y4eOHbIX M3gaHuM,MHTEpHET-pecypcoB,10MOTHUTEIbHOM
JIUTEpaTyphbl

OcHOBHbIE IEYaTHBIE U3TAHUS

1.Konomeituenko,A.C.MlHpopMallMOHHBIE TEXHOJIOTHH: y4eOHOE mocooue
s CITIO / A. C. Konomeituenko, H. B. TloapmakoBa, O. B. Uexa. — 2-e¢ u3x.,
nepepad. — Cankr-IlerepOypr: Jlanb, 2021. — 212 c¢. — ISBN 978-5-8114-7565-
0

2. NndopmannoHHbIe TEXHOJIOTUM B TMPOPECCHOHATIBHON AESITETbHOCTH:
yueOHuk / E.B. ®unumonosa. - Mocksa :KuoPyc, 2018. - 482 c. [21eKTpOHHBIM
pecypc]

3. IHOPA-M,2021.-367c.-(Cpennee npodeccruonambHoe 00pa3oBaHue).
- ISBN 978-5-8199-0752-8. TekcT 3JIEKTPOHHBIH. URL:
https://znanium.com/catalog/product/1189329. - Pexwum gocTyma: 1Mo moaIucKe

OcHOBHBIE JICKTPOHHLIC U3 IAHUSA

1. Bacunwes, A. H. YUucnoBeie pacuetsl BExcel: yueOHOE mocodue ais cro /
A.H.BacunweB.—Cankr-IletepOypr:Jlans,2021.—600c.—ISBN978-5-8114-
6912-3. — TekcT: a5ekTpoHHBIH // JIaHb: 2JIEKTPOHHO-OMOIMOTEYHAsI CUCTEMa. —
URL.: https://e.lanbook.com/book/153668

2. bypuaeBa, D. I'. Ob6paboTka u mpeacrtaBieHue naHHblx B MS Excel:
yuebHoe nocobue s cno / D. I'. bypuaea, C. H. Jleopa. — Cankr-IletepOypr:
Jlanw, 2021. — 156 ¢. — ISBN 978-5-8114-6919-2. — TekcT: 3MeKTPOHHBIN //
Jlans: AJIEKTPOHHO-OMOIMOTEYHAS cucrTema. — URL:
https://e.lanbook.com/book/153673

3. TampirmHa, U. B. UndopmaTtuka. JlabopaTopHbIii MPaKTHKyM: ydeOHOE
nocobue st crio / Y. B. Tlanbiruna, JI. B. Tansiruna. — Cankr-IletepOypr: Jlans,
2021. — 124 c¢. — ISBN 978-5-8114-6979-6. — Texkcrt: anmekTpoHHbIA // JlaHb:
2JIEKTpOHHO-OMOmoTeunas cuctema. — URL: https://e.lanbook.com/book/153942

4. 3y6osa, E. I. Uadopmatuka u UKT: yuebHoe mocobue nns cmo / E. .
3yboBa. — 2-e u3z., crep. — Cankr-Iletepoypr: Jlans, 2021. — 180 c. — ISBN
978-5-8114-7330-4. — Texct: anexkTpoHHbIH // JlaHb: 37IeKTPOHHO-ONOIMOTeUHAS
cucrema. — URL: https://e.lanbook.com/book/158945

5. Ilpaktukym mo wuHpOpMaThke: ydeOHOe mocobue misa crmo / H. M.
Annpeesa,H.H.Bacumtok,H.N.ITak,E.K. Xennep.—Cankrt-IlerepOypr:Jlans, 2021.
— 248 c¢. — ISBN 978-5-8114-6923-9. — TekcT: smekTpoHHbId // JlaHb:
AJIEKTpOHHO-OMOMoTeunas cuctema. — URL: https://e.lanbook.com/book/153677

6. Anekcees, B. A. Nudopmaruka. [Ipaktudeckne pabOThI: METOIUYECKUC
ykazanus/B.A. AnekceeB.—Cankr-IletepOypr:Jlanp,2020.—256¢c.—ISBN



978-5-8114-4608-7. — TexkcT: anekTpoHHbIN // JlaHb: 371eKTpOHHO-OUOIMOTEUHAs
cuctema. — URL.: https://e.lanbook.com/book/148244
7.KanmbikoBa,C.B.PaboTa ¢ Tabimiamu Hanpumepe MicrosoftExcel:
yueOHoe nocooue st cno/C.B.Kanvbikora,E.FO. fApomesckas, . A. ViBanoga.
—CasnkT-IlerepOypr:Jlanp,2020.—136¢c.—ISBN978-5-8114-5993-3.—
Texcr: snexkTpoHHblid // JlaHb: 27eKTpoHHO-OMOMMOTEUHas cuctema. — URL:
https://e.lanbook.com/book/147234
8 Jlorynona, O. C. Uudopmaruka. Kypc neknuii: yueonuk mius crno / O. C.
JlorynoBa.—Cankr-IlerepOypr:Jlans,2020.—148c.—ISBN978-5-8114-6569-
9. — TekcT: anekTpoHHbIH // Jlanb: anekTpoHHO-0MOIMOTeYHas cuctema. — URL:
https://e.lanbook.com/book/148962
9. Kypasnes, A. E. Unpopmaruka. [Ipaktukym B cpeae Microsoft Office
2016/2019: yueb6noe mocobue musa cro / A. E. KypasneB. — Cankr-IletepOypr:
Jlanw, 2020. — 124 ¢. — ISBN 978-5-8114-5516-4. — TekcT: 3MeKTPOHHBIN //
Jlans: AJIEKTPOHHO-OUOJIMOTEYHAS cucrema. — URL:
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lpaxmuueckaapabomaNel

TexcroBblil npoueccop. PopMaTHPOBAHHE TEKCTA
Heas pa6oTbl — u3ydyeHue (YHKUUOHAIBHBIX BO3MOXKHOCTEH TEKCTOBOIO
npoieccopa Word 2007 u npuoOpeTeHre HABBIKOB MPAKTUYECKOW pabOThI IO
(bopMaTUPOBAHUIO TEKCTOBBIX JTOKYMEHTOB.

Teopemuueckue ceeoeHu:

PeuenzupoBanue

WNnorpa cinydaercs Tak, YTO C OJHUM U TeM K€ JOKYMEHTOM IPUXOJUTCS
OJIHOBPEMEHHO paboTaTh HECKOJIBKUM IOJIb30BaTeNsiM. B 3ToM ciydae Ham
MIOMOT'YT CpPEJICTBAa PEIEH3UPOBAHUS M PEAAKTUPOBAHMS TEKCTOBOI'O PEAAKTOPA,
cobpaHHbIe Ha JieHTe "Pernien3npoBanue.

TnasHas Bcraska PasmeTka cTpaHuupl Cebinku Pacceinkmn PeueHsuposaHue Bua Haacrpoitku

ly i, cnpasounmkm {2~ | T =N 3% Vicnpasnerus & usmeHeHHOM oKyMeHTE 9 %2 OtknoHMTS ~ ] N
== = - 2N
s o =, S b

S Tesaypyc 5] Mokasate ucnpasneHns ~ ¥} Hasap e
Mpasonucanue s Cosgate Wcnpasnenna BoiHockn CpasHuTe 3awmuTnTe
a3 Mepesoa 23] npumeuaHne | - - 92 Danee hé AOKYMEHT ™

Mpasonmcarime MpumMeyaHis Otcnexusatme VsmeHeHua CpasHuTh SawuTuTs

MpuHaTe
[P] o8nacre nposepku ~ =

Ha mnanemn "OtcnexuBanue" HaXOAATCS MHCTPYMEHTHI IO3BOJISIIOIINE
OTCJIC)KUBATh M3MCHEHHS, BHOCHUMBIC B JIOKYMEHT. [[I 3TOro Haj0 YCTaHOBHTH
kHonKy "HcnpaBnenus" B "Haxkatoe" COCTOSTHUE.

_'_2 & ] 24 WCNpaBneHna & uSMEHEHHOM JOKyMEHTE  ~
= 2] NokazaTe MCrpasneHns ~

'L-IcnpaaneHnﬂ‘BthocKw
- - E OBnacTe NPOEEPKN ™

OTcnexmearne

Kuonka"BeiHocku'":

» "lloka3piBaTh MCTIPABJICHHUS B BBRIHOCKAX'-TIPUMEYAHUS W UCTIPABICHUS
OyayT oToOpa)xaThCsi B BUJI€ BBIHOCOK;

» "lloka3piBaTh BCE WCHPABICHUS B TEKCTE" - BCE HWCHOPABICHUA U
npuMeyaHus OyAyT OTOOpa)KaThCsl HEMOCPEJACTBEHHO B TEKCTE;

» "lloka3piBaTh TONBKO TpUMEUYaHUS HPOpPMATUPOBAHHE BBHIHOCKAX'-B
BBIHOCKaX  OyayT  orToOpaxkaTbCcsi  TOJBKO  NpUMEYaHUs U
dbopmaTupoBaHuE TOKYMEHTA.
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) Osascrs nposepsst -
[loKaZLIBATL MCNPABAEHHA B BBINOCKAX
[10KAIMEATS BCE MCNDABAEHIA B TeXCTe

v | Noxazwears TOARKO NPUMEUINIR W GOPMATHPOBANKE B BMMOCKAX

Knonka "OOGnactb mnpoBepku" OTKPHIBAET JOMOJHUTENIbHYIO MaHeNb, Ha
KOTOPOH OTOOpaXkaroTCsi B XPOHOJOTHUYECKOM TOPSAJIKE BHECEHUE HCIPABICHUN U
n00aByIeHUs] IPUMEYaHU.

ﬂj |r'1CI'IpEER."IEHI.r|ﬂ E MZMEHEHHOM J0EYMEHTE -

=] NokazaTe MCNpPaENEHNA ~ |
I}

E QO&nacTe nposephuq

E BepTukaneHas NaHenk PeueHIMpOEaHNA. ..

g TOpPUIOHTANEHEA NAHENE PELEHIMPOEAHMA. .

* O lesaypyc = Cd lpeasiayuee s — 2] 110Ka3aTb MCPABAEHMS ~
Mpasonucanue Cosaate - Vicnpaenernd BeIHOCKM =
4 MNepesoa Ef] npumeuanme . CrEAVIOWEE ~ - LE] O6nacTb NPOBEPKY| ™
Mpasonucanmne Mpumeyanuns OTcexusanne

Csoaka: 0 ucnpasneHii Q‘AY. g DG IK‘ZVK'_"‘:B:‘:.I
Bcrasku: 0 Yaanenus: 0 Mepemewenns: 0 %
GopmaTuposarie: 0 Mpimeyanua: O :

rer) y Krormka "OG61acTh IPOBEPKH"
I I 2 XPOHOIOTHYECKOM IMOPAIKE BHECEH

HeT) >
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HeT) :
I | -B C NOMOIIBIO BEPXHETO BBIIIAI
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C IIOMOIIBIO  BCPXHCI'O  BBINAAAIOMICTO  CIIMCKA  MOXKHO  HACTPOUTDH
OTO6pa}K€HI/IG W3MEHEHUM B JOKYMCHTC!

» VIcXOmHBIN JOKYMEHT;
» HcnpaBieHus B HICXOJTHOM JOKYMEHTE;
» VI3MEHEHHBIHN TOKYMEHT;
» HcnpaBieHus B ©3MEHEHHOM JIOKYMEHTE.
JI1s1 BBIXOA M3 peKUMa OTCIICKMBAHUS U3MEHEHUM Ha10"0TKaTh"
kHonky"McnpaBnenus".

Ecnmu HEoO0XoauMO CKpBITH UCHPABICHHS, CACIAHHBIE B JIOKYMEHTE, HaJ0
CHATh COOTBETCTByWOImHUe (rnaxxkku B Bbimagaromem croucke "l[lokazatsh
ucrpaBieHus'".

Ha manenu "W3menenus" coOpaHbl KHOIMKH, MO3BOJISIONIAE TMEPEMEIIAThCs
MEX/JY BHECECHHBIMH B JIOKYMEHT MpaBKaMH, a TaKXe€ MPUHUMATh WJIH OTKJIOHATH
cleJIaHHbIE U3MEHEHUS.

L 2 OTKNOHWUTD ~
o B
== ¥} Hasaa

MpuHAaTE

= 92 Aanee

WsmeHeHNa



/lobaBiieHne npuMeYaHui

Jist noOaBieHus (M MOCIEAYIOMIEr0 YIPABICHHS) TPUMEYAHUM B TOKYMEHT
npenHasHaueHa mnaHens "llpumeuanus”. UToObl co3naTh NpUMEYaHUE, HAA0
YCTaHOBUTHh KYpPCOp B HYXHOE MECTO JOKyYMEHTa M Haxarb KHONKY 'Co3aaThk
npumedanue". [Ipu 3ToM (parMeHT TeKCTa BBIAENSETCS KpacHbIM LIBETOM, a Ha
MOJISIX TOSIBJIIETCS TOJIE Uil BBOJA IpUMeEYaHus, a Ha naHenu '[lpumedanus”
CTAHOBATCS TOCTYITHBIMUA KHONIKA HABUTALUW U YAAJICHUS IPUMEUYAHUM. .

(H HOCIEAY L0 YIPEBICHHA ) HIDHMCHAHHH B JOKYMCHL LPCAHASHAYCHA LIdHOIb

I cO3/IaTh MpHMeYaHHe, Ha/I0 YCTaHOBHTh KypCop B Hy:KHOE MeCTO JOKYMEHTa H Ha-

> IpHMeTanrne”. TIPH 5TOM (parMeHT TeKCTa BEIISTASTCS KPACHEIM IBETOM, a Ha TI0-
114 BBOJa IPHMEYAHHA, a Ha MaHeTH "TIpHMedaHH" CTAHOBATCA JOCTYIERIMH KHOI-

HHA Eﬂp}mb‘ia}ﬂ{a r’. fipuMeuanHe [I1]: :

3amura J0KyMeHTa
JIns 3aIUThl JOKYMEHTA OT U3MEHEHUI CIYKUT MaHenb '3amuTuth'. Ilocne

Ha)XaTUsl Ha KHOMKY "3alIUTUTh JOKYMEHT" y MpaBOro Kpasi OKHA MOSBISETCS
BepTHKaJIbHas naHenb "Orpannuuts popmatupoBanue.

AHEl2 JaAWMNTHTE
AOKYMEHT ™
3AWKUTHTE

35 Orpanm4nTb GOPMaTHPOBaHN ¥ X

*= | 1.0rpaHHycHHA Ha
dopMaTHpoBaHne

[] OrparimTs Habiop
PaspelWeHHEIX CTHREA

HacTpoiikn. ..

2. OrpannueHns Ha
pEeOaKTHpOBaHHE

[ PazpelwumTe TonbKa YKa3aHHEIR
criocof peaakTHPoBaHHA
AOKYMEHTa:

3. BKNOYNT b 3AIMTY

MPHMMEHMTE YKA33HHEIE HACTPOHKK?
(NozgHee wx momwHo BygeT
OTKIOYMTE)

YcranoBute ¢Gaaxok"OrpaHu4nTh HAOOP Pa3PEIICHHBIX CTHICH'M B OMITUSIX
"Hactpoiiku.." ykaxkuTe, Kakhe OJIEMEHTHl oO(opMiIeHHS MOXHO Oyzaer
dbopMaTrupoBaTh MpH JaJbHEHIIEH paboTe ¢ JOKYMEHTOM.



(OrpaHHueHHa Ha hopMaTHpoBaHHE a J

Crumm

[“]:0rpariunTs Habop paspelweHHsIx cTHRER

OrpaHiyere Hafiopa Pa3PELISHHEIX CTUNEH YCTPAHAET OMNacHOCTL
MZMEHEHWA CTUNEN M MPUMEHEHUA NDAMOTO HOPMTHPOBEHNA K
AOKYMEHTY. BeiBEpUTE CTUAM, KOTOPLIE AONYCKAETCA WINONb30BATE B
AoKyMeHTe,

MoMeYeHHbIE CTUNW AENAKDTCR Pa3PeILEHHEIMUE

A
1/a/fi

ABzaL ciMcka (PeKoMEHAOBEHD)

Aapec HTML (pekoMeHgosaHa)

Anpec Ha KoHeepTe (peKoMerAosaHa)

AKpoHMM HTML {pexoMeHaoBaHo)

Bes uHTepsana (pexomeHnosaHo)

Bef-rabmiua 1

Beb-Tabniua 2 b

[ Bre ] [EeKnmeHnnBaHnmﬁ HAHIMYM ] [ Het ]

DopMaTUpOBaHUe

[] He yunsisaTs 3T1 orpaHiieris Npu aBTOMETIUECKON OpPMATMPOSaHIM
[ zanpetus cveny Tems! unm cemsl
[ 3ampeturs ceny Habopa skenpecc-cTinedt

JUist orpaHMYeHUsT PENAKTUPOBAHHMS HEOOXOJUMO YCTAHOBHUTH (PIIasKOK
"Pa3pemuTh TOJIBKO YKa3aHHBIM CHOCOO0 pedakTUpPOBAaHMS JOKYMEHTa" U U3
BBINA/IAIOIIETO CIUCKA BHIOpaTh MYHKT "3amuch MCIpaBieHuil". DTUM caMbiM MbI
paspemiaeM J100aBisATh KOMMEHTapUM K JIOKYMEHTY, VYAalATb, BCTaBIATH U
nepeMenarb TEeKCT. Ecam e Mbl XOTHM JPYTMM I0Jb30BaTENsIM Pa3pellInTh
TOJILKO OCTaBJISTh MPUMEYaHUs, TO HaJ0 BbIOpaTh MyHKT "[Ipumeuanus".

J{ns1 BKITIOUEHUS 3aIUThl HAKMUTE KHONKY'" Jla, BKIIIOUNTh3aluTy" .

UTOoOBI CHATH 3aIIUTy, HEOOXOAMMO HaXKaTh KHOMKY "3alUTUTh JOKYMEHT" U

B TOSIBUBIIEMCSI CHUCKE CHATh (Quiakok "OrpaHuuuTh (opmMaTUpOBaHHE W
penakTupoBaHue.

]

paswTy Sauprrure

OFpasnnunTs NAPIMETDM DOUCH IRPOSINNE
OfparmtmTe $OPHSTUPOBINME I DEAIKTHPOBINME

OrpasnnTs paspewernns

CpaBHeHHe JOKYMEHTOB

[Tanens "CpaBHUTH" IpeAHA3HAYEHA ISl CPABHEHHUS JOKYMEHTOB, B KOTOpPbIE
BHOCUJIUCHh U3MEHEHUS PA3HBIMU MOJIb30BATEISIMH.

st oObenuHEHUsT WCHpaBIICHUNH Haao BHIOpaTh omuuio "OO0BeAUHUTS..",
yKazaTh (hala-OopuruHaAN, JOKYMEHT C HCIPABICHUSIMHU, BBIOPATh B KaKOM
JOKyMEHTEe OyAyT 0TOOpa)KaThbCsi U3BMEHEHUS.

st cpaBHEeHHs JOKYMEHTOB BbliOepute ommuto "CpaBuuth..". ITlocne
AHAJIOTUYHBIX HACTPOEK OyJeT CcOo37aH TPETHH JOKYMEHT, B KOTOPOM OyIyT
HAXOJUTKLCS BCE UCIIPABIICHUS, BHECEHHBIC B UCXOIHBINA TOKYMEHT.
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IIpaBonucanue

JIns TOpoOBEpKM NPABONMCAHHUS B JIOKYMEHTE CYIIECTBYET BKJIAJKa
[IpaBonncanue Ha neHTe PeneHsnpoBanue

:& &, Cnpasounmkm 2~

& Tesaypyc
ﬂpasonucaHMe o ABC
a4 Mepesog 23]
MNpasonucaHne
KHonku naHHOW MaHenu MHTYUTHUBHO MOHSTHBI, MO3TOMY paccMaTpHUBaTh
noApoOHO UX PYHKIIUU HE UMEET CMBbICTIA.

Ko1oHTHTYJIBI 1 HyMepauusCTPaHHUIL

W3 nonmonHUTENbHBIX BO3MOXKHOCTEW (opMaTupoBaHusi Hauboiee 4YacTo
UCIIONIB3YETCSA ~ BO3MOXHOCTh ~ CO3JaHUS  KOJOHTUTYJIOB.  KoOJIOHTUTYIBI
NPEJICTABISAIOT cOO0M 00acTH, pacroioKeHHbIE HAa BEPXHEM W HIDKHEM TOJISX
CTpPaHUL] JOKyYMEHTa. B KOJIOHTUTyJaX, Kak IpaBUIO, pa3MELIAaeTCs TakKas
UHpOpMaIMs, KaKk Ha3BaHUE JOKyMEHTa, TeMa, UMs aBTOpa, HOMEpa CTPaHUL] WU
nara. 1Ipy ucrnosb30BaHUM KOJIOHTUTYJIOB B JJOKYMEHTE MOXKHO pa3sMellaTh B HUX
PaA3JIMYHBIA TEKCT I YETHBIX WJIM HEYETHBIX CTPAHMULI, I IEPBOM CTPAHMIIBI
JOKYMEHTa, U3MEHSATbH II0JI0KEHHE KOJOHTUTYJIOB OT CTPAaHMIBI K CTPAHULE U
rpouee .

— nasHas Bcraeka PasmeTka cTpaHuubl Cebinkm Paccuinkmn PeueHsuposaHne Buag Haactpoitku

|£] TutyneHas crpanmua ~ j Elg] [f‘j/‘ ZJ ﬁ 'gy funepcceinka j _] j (A _.] Skcnpecc-6nokn ¥ | % Crpoka noanucn ~  JT Gopmy
o = - S #
|_] Nycras crpanuua Bel 1 A 3aknapka = — Al WordArt ~ i?)ilara W Bpema £2 Cumeo
Taénuua | PucyHok Kaun Ourypsl SmartArt Auwarpamma BepxHuit HiokHMi Homep Hagnues | _

Lfx) MepekpecTHas CCuiNka || KonoHTHTYN ™ KONOHTUTYA ™ CTPAHMNLII ¥ v == Byxsnua bgd OB ekt ~
CrpaHuLbl Ta6auusl Wanocrpaunu Ceasun KonoHTtutynst Texker Cumsos

>ﬁ PaspeiE cTpaHnusl

Hnst pabotel ¢ komontutyiamu B Word 2007 mnpenHasHaueHa NaHENb
"Konmontutynsl" nentsl "BeTaBka'.

=5 G

BepxHmi HuscH i Hamep
KOADHTHTYA ™ KONOHTHTYA ™ CTPaHWLEl ™
KonoHTHTYNR

[locne BCTaBKM KOJOHTHUTYJ AOCTYNEH JUIsl PENAaKTUPOBAHUS, MPU 3TOM
nosiBisieTcst KoHTekcTHas JeHnTa "Korcrpykrop" (PaboTta ¢ KOMOHTUTYIaMH).
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Bepxast KonowTwTyn Pazgen 2- HHOH MNAHSTH HHTYHTHBHO MOHATHEL 03T TPHBATL NOAPOGHO HX HEI Kax 8 npeasiaywen

OTpenakTUpOBAaHHBI  KOJOHTUTYT  MOXHO  J00aBUTh B  Taliepero
KOJOHTUTYJIOB mpu momommu onuuu "COXpaHUTh BBIIEIEHHBIN (parMeHT B
KOJUICKIIMIO BEPXHUX/HUKHUX KOJIOHTUTYJIOB".

HacTtpoiika KoJIOHTHTY/I1a

Jlenta  "KoncTtpykTop"  KOHTEKCTHOro  uHcTpyMeHta  "PaGota ¢
KOJIOHTUTYJIaMH" TIO3BOJISIET OBICTPO MPOU3BECTH TaKWE HACTPOUKH KOJIOHTHUTYIIA,
KakK:

PaznuuHble KOJIOHTUTYIIBI 111 YETHBIX M HEYETHBIX CTPAHMII;
OTnenbHbI KOJOHTUTYII 7151 IEPBOM CTPAHULIBI;
CkpbITHE OCHOBHOT'O TEKCTa BO BpeMsl pabOThI C KOJIOHTUTYJIAMH;
BcTaBka u pegaktupoBaHHE HOMEpPA CTPAHULBI;
VYrpasieHne N0JI0KEHUEM KOJIOHTUTYJIA,
BCTaBKa B KOJIOHTUTYJI Pa3JIMYHbIX OOBEKTOB: TEKYIIUE JaTa U BpeMsl,
PUCYHKH, CTaHIAapTHBIE 0710k, 00BheKThI ClipArt.

KosioHTHTYIBI MOKHO HACTpAauBaTh OTAEJIBHO IS Pa3IuyHbIX pa3aenos. Ho,
JUIL 3TOTO HYXHO pPa3opBaTh MEXKJIy HHUMH CBA3b, T.K. IO YMOJIYaHUIO BCE
KOJIOHTHUTYJIbI CBSI3aHBI MEXKY COOOM. /{7151 3TOT0 Ha/l0 EepetTH K TOMy

YVVVVVY



KOJIOHTUTYILY, KOTOPBIM Hago opOopMUTH MO-Apyromy, U "orxkare" kHOonKy "Kak B
NpeabIayIeM pasaene'.

Ecnu e, Ha000poT, €CTh HEOOXOAUMOCTb MTPUBECTU KOJOHTUTYJIBI B Pa3HBIX
paszenax K oJHOMY BuAy, To kHomka "Kak B mpenpiaymiem paszgene” qojxkHa ObITh
"Haxara"

BricTpblii mepexo Mexay KOJOHTUTYJAaMU U OCHOBHBIM TEKCTOM JTOKYMEHTA
MOXHO OCYILIECTBISATH JBOMHBIM ILETYKOM MBIIIM HAa HYXHOM 3JEMEHTE
(BepXHEM/HM)KHEM KOJIOHTHUTYJIE WJIM HA OCHOBHOM TEKCTE).

JIns  ynaneHus — KOJIOHTUTYJIOB — MpEJHA3HAYeH  NYHKT Y IaluTh
BEPXHUU/HIKHUM KOJIOHTUTYJ'" COOTBETCTBYIOUIUX KHOMOK KOJIOHTUTYJIOB.

HyMmepanus crpanuiy
Jlist Hymepauuu CTpaHull clyXuT kHomka "Homep crpanuubl”" (JeHTa
"BceraBka", nanens "Konontutynsr").

BHIE B OPH HeoGX0IHMOC)

Beprumannan twman

HeobOxonumo BeIOpaTh BapuaHT pa3MEIIeHHUs HOMEpa Ha caMO CTpaHHIlE U
MIPU HEOOXOUMOCTH HACTPOUTH (hOpMAT CaMOTO HOMEPA.

[Ipy HEOOXOAMMOCTH 3JIEMEHTHI HOMEPOB CTPAHUIIBI MOXHO COXPaHSTh,
700aBIIsis B KOJUICKIIUIO CTaHIAPTHBIX OJIOKOB. JlJis 9TOr0, BCTAaBUB U HACTPOUB
HOMEp,HaKMUTe KHONKY''Homep ctpanunbl'u BeiOepuTe KOMaHAy''BBepxy/BHU3Y
ctpaHullpl"-"CoXpaHUTh BbIJIETICHHBIA (PparMeHT KaKk HOMEpP CTPaHUIIbI".

Ecnu BO3HUKHET HEOOXOIUMOCTh YOpaTh HOMEP TOJIBKO C IEPBOM CTPAHUIIBI,
HY>KHO CJI€JIaTh CIICYIOIIEe:

» OTKpPBITH JIeHTY"Pa3meTka cTpaHuiisr";

» OTKPBITh OKHO Manenu'"[lapameTpsr cTpaHuIb";

» Ha Bkiaake"lctounnk Oymaru"yctaHoBuTh (hiaxok'"Pa3znmyars
KOJIOHTUTYJIbI IEPBOM CTPAHULIBI' .
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Ortkpoiite co3nanHbiii panee darin Wordl.docx

Bo emopom ab3aue npouzseoume credyrwujue u3MeHeHUs, UCHOIb3YA
pasziuunsvle 603MOMCHOCIU dopmamuposanusn (mpebosanus K
¢opmamuposanuio ykazanvl 6 CKOOKax):

Bsooumsie cumsos (Times New Roman, 14 K) nessamezess zemeczesspana (Anal, 12.xpacHeii, saueprHyTHIi),
e Haxoaurcakvpeop (Arial Namow,10, moguepseyTeri) 070psil crmrasncasmsty Times New Roman, 12, HagcTp OuHEL) gcraznzs 12
cosoi memonsy cnmoncs ( Times New Roman, 12, mogerp oussin) [IPH TOCTHAEHHH ITPABOTO ITO.JIA CTPAHHIIBI (Times New
Roman. 10, noauepsry et . TeMHO-XDACHBILMATEE NDOMHCHEL e, DA speAeHEE Ha 0.2 50T)Kypcop asTOMaTHYeCKH
mepenMemaeTca s cIeayomyo cTpory. ( Monotype Corsiva.saauexa nseronM - xeatsn, 12) 3TOT IIPOIECC
HA3BIBAETCA (Anal Unicode MS, 12 K gce nponucHeie) JTepemeranuen Texcma (Times New Roman,
12 K KpacHEIH,HauHHATE C P OIHCHEIX ), @ Haxcamue Ha kiasuwty (Comic Sans MS, 20)E ( TimesNew Roman,12,

e

HMHTepEaTI —paspeKeHHsIH Ha 21T, CMenleHre KakZ0ro SHaKa BHHS Ha 31T,0THOCHTeIBHO NpeABIAVIIero) coFmersnessmosr( Times
New Roman,12, uarepsas -yILToTHeHHEIN Ha 1.5 OT) sss======—=s—=Times New Roman, 12, gsoifzoe
33YEPFHBAHME VIO SHHEI)

BumozeBauimekcmoonsicenevl2niademsciedyroumumoopazom:

Begooumvle CUME0.TbL AROABAAHOTCA-BFOM-MecTe3kpaHa- [0e HaXOOKTCR KVDCOD, EOTOPEIL CIEMT32TCE HIpa-
?@m 33 00 0 WEMOYEY CHMEQIOE. IIPH JOCTH/KEHHH ITPABOI'O NOJI CTPAHHITBL K)PCop GmOoMAMmuLecKl Nepemeaentca

s credyrowyio cmpoxy. TOT NMPOLIECC HA3BIBAETCA [Tepemexaxuen Texema, @ HAXATUE
Ha Ksasuwy e, ' CORRETHERIAONL, swrerressors

3aganuneNe?2

Tpemuit ao3ay mexkcm a pazdeitme Ha 06e KONOHKU.B umoze mexcm
00J1)1CeH 8bI2TIAOEM b CLeOYIOUUM 00PaA30OM:



TexcT, KoTopeli 0TODpakaeTcd B OKHE J0- | DeHHEI TEKCT, HY:KHO 2aIHMCATE J0KVMEHT B

KYMEHTA, XPAHHTCH B OICPATHEHOH IAMATH KOM- | ij}aﬁj Ha SKecTKHH JHMCK KOMIBIOTepa. 10raa ero |
neroTepa. Ero Mo#HO 0TpeJakTHPOBATE H Halle- | MOMHO OVIET OTKDHITE IOKE H IPOIO/GKHTE Pa- |
HaTaTh. HO IpPH 2aABepIIeHHH padoTel ¢ Word om | aoo*rv :

ovaer vrepsd. [1o3ToMy, 9T0OBI COXPAHHTE BEE- |

3aganneNe3
Bcmaevme 6 0okymenm nHomepa cmpanuy:

BceraBka-Homep crpanunpl- Beepxy crpanunbl- Crpanmna X w3 Y-
[TonyxupHble HOMepa 3

3aganneNed
Bcmagvme ¢ 0oKymenm Konoumumynvi:
BceraBka-Hwxauit komonturyin-KoncepBatuBHbIN

B kononmmumyne ykaxycume (pamunuio aemopa u HaumMeHo8aHue
00Kymenma

3aganuneNe5

B nauane uemeepmoczo aozaya ycmanosume byxeuuyy. B pezynomame
Buvinoayuume cnedyrowuii 6u0 mekcma:

OM COXPAHEHHH JOKYMEHTA OTKPOSTCH AMATOTOROE OKHO COXpaHeHHe JOKYMeHTa, IO3B0- |
IAIOmee VEA2aTE HMA hafina ¥ ero nomoxeHne (manky). $afils, oTHOCAIHECA K 0JHOMY Ipo-|
EKTV HIH 00LETHHEHHEIE TI0 KAKOMY- THOO0 HHOMY IPHMHIMITY, PEKOMEHIVeTCA XPAHHTE B 0JHOH Manke. 31'cr
TI02E0/AET VIOPATOUHTE HHMOPMAIHI H VIIDOCTHTE TOHCK JAHHEIX. ;

l I goﬁm COXPAHHTE JOKVMEHT, BoCTonbsviTeck KoMautod Coxparnte kaomkn Oduwic. [Tpn nep- |

IpaxmuueckaapabomaNel6
Pat6ora BCIICKoncyabTanT Ilimroc

Heab padoThi: co3JaHKE MOUMCKOBBIX 3aPOCOB B KAPTOYKE MOKCKA CIPABOYHO-
npaBoBoii cucteMbl (CIIC) «KoncynbranT Ilmroc» misi moucka AOKYMEHTOB IO
U3BECTHBIM PEKBU3HUTAM.

Oo6opynoBanme:nepcoHabHblil KoMibtoTep,uHTEpHET, CIICKOHCYnbTanTl Littoc.
Conep:xanne padoThI:

3arpy3ute CIIC «Koncynerant Ilmtoc (Ckauats odduaitn Bepcuro«KoHCYIbTaHT
IUTFOC» MOXHO 1o  ccbutke  http://www.consultant.ru/hs/cons_hs.rar, wm

BOCIIOJIb30BaThCSA OHJIAWH BEpCHUEH o
cebuike https://student2.consultant.ru/cgi/online.cgi?req=home)

1.


http://www.consultant.ru/hs/cons_hs.rar

3ananue 1. Halitn neiictByromyro pepakuuio 3akoHa PP Ne 2300-1 «O 3ammure
paB NOTpeOUTENECH».

Kparkas cnpaBka.llpuHanuuuny JOKyMeHTa OOJBIIOTO KOJMYECTBA
M3BECTHBIX PEKBU3UTOB HayWHAWTE (OPMUPOBATH MOUCKOBBIA 3ampocc
3aJlaHAs HOMeEpa JOKYMEHTa, IIOTOMYYTO I[OMCKIIO HOMEpPY HacT CaMbIi
JyYIIUA pe3ynbTar.

ITopsimok moucka:

1) Haxomsice B  mnporpamme«KoncynbranTIlmtoc»,BBIOCpUTE  KOPEMIOK
Kaprouka momcka,B KOTOpPYHO BHOCSATCS PEKBU3WUTHI JOKYMEHTA IS
opraHuzaiuu ero noucka (puc.l).

2)  Ounctute KapTouky MOMCKA, €CIIU 3TO
HeoOxonumo (IlpaBka/YnmanmuTe Bce WM uYepe3 KOHTEKCTHO-3aBHCHUMOE
menro win Haxas [Crtl]+[Del]).

3)  JIBaxnasl mienkaute Ha nojeHomep.
4)  HaOeputenaxiaBuatype2300-1.

5) Haxwure kHOnKy BBIOpaTh, npu 5Tom B KapTouke moncka mo- ssBUTCS
HOMEDP NOKYMEHTA.

6) JdBaxzasl menkHuTe Ha nosie [lonck mo crarycey.

7)  YcraHoBuTe Kypcop Ha 3anucb«Bce aKThI,KpoMe HeIeHCTBYIOIMNX
pelaKuuil ¥ yTPATUBIIUX CHITY».

8) Haxwmure kHONIKY BHIOpaTD.

OOnacTy NOKMOLE | JANCHOSATEMLIRD
TekcT pokymesTa
Hassanne foKymeHTa
Homep 2300-1
Jara
MpyHABWKA Oprax
Bua aoxymenta

Temamnxa

Nowck no crarycy | Bce aktnl, KPOME YTPATHBLUMX CHATY, OTMEHEHHBIX ¥ HE BCTYNMELUNX B CHAY
L

Koraa noayveH

Mana aokymenTos

NOGRATH (PMCOK A0TNENION

[locne wnaxatus kHonku IlocTtpouts cnucok(F9) Oyner BbIBeJEH pe3yibTar
TOWCKA.



3aganme 2. Haiitu pgelcTByrOmyr0 pemakuuio 3akoHa «O 3amure npas
norpedureneit»(MckaTh TOT K€ JOKYMEHT,UTO W B MPEIbIAYIIEM 3aJlaHuH,
NpeArnoaras,4ro ero HoMep HEM3BECTEH).

Iopsinok moucka:

1)  OuncrureKapTouKkynmoucKaaoObIMU3IPHUBEICHHBIXB3aJaHIH |
CIoco0OB.

2) JIBaxkapl MIETKHUTE MBIIIBIO Ha mojic Ha3BaHuemoKkyMeHTA.

3) Habepure cnoBocoueTanue«3anuT*npaB*norpeOuT*y,

4)  Haxwmwure kHonky HaiiTH. (MeXIy CIIOBAMH MOXHO HCIOJIb30BaTh
norudeckue oneparopsi, UJIN)

Cnosa ans noncka (8804MTE NONHOCTbIO):

3awmT* npas* norpebur*

MpuMeps:  3AMUHUCT PATHBHLIR KOAEKC
3axoH 122-¢3 perucrpaums
(3axoH 0 cBsan) \kpome (M3meHeHnid \Win A0NONHEeHMI)

Mapamerpui noncka:
bnusocts cnos Oxonyanue

9 ¢ mobum OKOHYaHHEM
KaK CNOBOCOMETaHNe

TO4HO, KaK B 3anpoce
@ B npeaenax HasBaHuA

Wcnonb3osaTe
Y CnoBapb CHHOHUMOB
/| CBA3b pasHLIX YacTel peyn

[na Noucka nNo Havyany CnoBa WCNONb3YWTE CAMBON *: 0 perucTpaumm lop* nuy

JINf 3303HNA COMHBIX BLIPAKEHWH HCNONLIYIHTE CKOOKN 1 NOTHUECKHE onepaumm:
W, \Wy, \PAAOM, \KPOME

NoapobHoe onucaHue Nowcka U A3bIKa 3anNPocos

5)  JIBaxkapl MICTKHUTE Ha 1moJic BUJ JOKyMeHTa 1 yCTaHOBHUTE KypCop Ha
noJie 3akoH (HabepuTe CIOBO «3aKOH»).

6) Haxwmure knonky HaiiTn.
7)  JIBaxxawel menkauTe Ha mosie [louck mo crarycy.

8)  VYcranoBure Kypcop Ha 3aIUCh «Bce aKThl, KpoMme
HeJeHCTBYOIIMX PeAAKIMH U YTPATUBIIUX CHJILY».

9) Haxwmute kHONIKY BoIOpaTh.

10) Haxxmute kHOnKy [Ika3aTh  COHMCOK JOKYMEHTOB JiUIsi  (pOPMHUPOBAHHS
CIIMCKa JOKYMEHTOB.



O0/CTs NONCKE  IACONCIATEMCTIO =
Texcy Aokymenra
Ha2B3HNe 2OKYMENHTA 3aWmT* Npaa* norpedmT*
Homep
flara
MpUHRBIIMA OPraN
Bra AoxymMenTa 3aK0OM

Temaruxa

Nowex no Crarycy Bee axrm, KPOME YTRATHBLUAX CHANY, OTMEHEHMBLIX ¥ He BCTYNMBLUMX B CHay }

Korao nosyqes

Nanxy A0KymenTon

NOCALATS (PCOK JOTyNeNTOR

3apganme 3. Opranuzamus Tmoucka B cioBape mnois ‘“Temartuka’pyOpuku
«HAJIOTHAITPUBBIJIby.

IHopsinok moucka:
1. Ouucrure, ecau 3170 HeoOxonuMo, KapTouky noncka.

2. Borimute B crmoBape mosisi Temaruka. Haxmwute knaBumy [Home] mis
nepexojia B Hauajo cJioBaps (€CIv 3T0 HE0OXO0IUMO).

3. BBegute ¢ kmaBmatypbl mnouckoBeiii pparmeHT «HAJIOIT HA TIPU-
BblJIb».PyOpukaTop aBTOMaTHYeCKH PacKpOeTCs, M Kypcop YCTAHOBHTCS Ha
MIEPBOM BXOXKICHUH 3aJJaHHOTO (hparMeHTa B CJIOBAPh,aMMEHHO: Ha pyOpUKe

«HAJIOTHAITIPUBBIJIby. llenkHuTE MBIIIBIO TT0 HA3BAHUIO PYOPUKHU U
Ha)XMUTE Ha KHONIKY BbIOpaTh.



=
Nowce no nomo 1o

HANCE HA NPV

—

) Compmyrs nce 48 A
e OUHAMOH
» Hanors n cboput
0 DenepanbHe Hanorm u chope:
= Hanor ma npwbeurs
Obuwe BonpoCc
NopRAOK CNpeRRNEHHA NOXON0H
NOPAROK COPEAENEHMA PECHON0E
OCOBesOCTH HANOEOOGNOEHIA NPHGLIN NO OTASNLHEM ONEPALIHAM, OTALNBHEEX O IHIZALIW
NuroTes 1O MANOFY K3 PO

Potpane © wu -

<Mycro>

5.BeiOepureneiic TRy ONMEepEIaKIIMN3aKOHOAaTE b HBIXaKTOB:

e e i T
ToxcT JocymenTa
Haopawue 200yMonTd
Homep
Aata
Nprisgunit OpCan
B A0yweenta

Temanwa Hanor ma npwlaim,

Mowce no cranycy Boe 3T, KPOME YTRATHILUMK CHAY, OTNEHOHR M NE BCTYTIHBLLIKY 0 CHay

KOraa nomyees

Naror soxyvenTos

MRt (Twoe Aovpreesroq Qraeciety o

3ananued.Haittuunctpykuun(B Tom urciie U BpeMeHnHble)[ ockomctata PO.
IHopsinok moucka:

1. Ounctute Kaprouky moucka.

2. CnenaiiTe TBOMHOM MIEITYOK MBIIIBIO Ha ToJie [IpuHsABIIMA opraH.

3. B mosiBuBmiemcs oxxe IIpuHABIINI Opran 3a1aiTe TOMCKOBOE BRIPAKCHUE
«I'OCKOMCTAT»,u mienkHuTe no KHonke BoiOpaThb.



4, I[B&)KI[BI IMICJIKHUTE Ha I1I0JIC BI/I}] AOKYMEHTA; B IMOsABUBIICMCs OKHE B II0JIC

PuiabTp 3a7aliTe IOUCKOBOE BBIPAKCHUE
nonst MHCTPYKHUSA u«BPEMEHHASA

rajJo4dKy HaIpOTHUB

«MHCTPYKIHUSA». IloctaBbTe

NHCTPYKIUSA». Beidbepute noruueckoe yciaosue M.

-
Nowca 70 nomo Bug sceywesns

pOCTL B

7 Bposse i MHCTPYKUMS
JlOMmsHoCTHAR MHCTDYRUMA
< Wncrpyasin
Wucrpyapr (Gopus)
THNOBAR IHCTRYXIDM

[Ea

MHCTDYR LR
BpososHas mncCTpyxLim

.

—

ww o

5. lllenkHuTte Mo KHONKe BuIOpaTh:

TexkcT aokymenTa

Hassanue poxkymenTa

OONacTe NONCKA: | 33KOHOAATEARCTED ¥

Homep

Aarta

MpuHABWWE Oprax Fockomcrar Poccuum

Bua aoxymerta WHCTPYKUMA »av BpeMeHHan HCTpYXumA
Tematvka

Mowex no crarycy
Koraa nonyuen

Manku aoxymeHToB

QuiCTaTh KIPTQNKY

6. Haxwvure kHomky IlocTtpoumTh cnucok wim kinaBuimny [F9] mus dop-

MHUPOBAaHHA CIIMCKA JOKYMCHTOB.



3ananueS. HaTu1OKyMEHTBI, pET YU PYIOIIUETIOPSAOKBCTYINIEHUSI BCUITYHOPMAaTHB
HO-IIpaBOBbIX aKkTOB IIpaBurensctBa PO.

Kpatkas cnpaska. crionb3oBats none Hazpanue Jo0KyMeHTA.

3apanme6.HaittuaelictByromyopenakiunio3akona«Q ®eaepajbHOM O101KeTe
Ha 2021 roa» 1 U3MEHEHHS K HEMY.

Kparkas cnpaska. Mcnonb3oBats cioBa «2021, BHOAZK*», 3anaBasi ux B moJie
Ha3zBanue nokymeHTa, u3HaueHue«3akoH» B moje Bua mgokymeHTa.
Hcnonb3oBath nojie CTatyc A0KyMeHTA.

3ananue7.HaitituBcenncrpykiuusoazegokymentoBcHomepom200. 3ananue
8. HaiiTu Bce neicTByIOIINE 3aKOHBI B 0a3€ JIOKYMEHTOB.

3apanme 9. Haiitu Bce JelicTByromme JOKyMEHTBI ¢ Homepom 182 B 6aze
JIOKYMEHTOB.

3apanme 10.HaiitTu  AJOKyMEHTBHI, HW3JaHHBIE OpraHamu, M[POBOASUIUMU
rOCY/IapCTBEHHYIO MOJUTUKY M OCYIIECTBISIOIMUUYIIpaBiIeHUEBC(HEepeTOproBiIn U
NUTaHUS B CTPAHE.

Kpatkas cnpaBka. B pa3Hbie nepuoasl BpeMEHU COOTBETCTBYIOIME BEOMCTBA
BHaliel cTtpaHe HasbiBaduch mno-pasHoMy(MUHTOPI'CCCP,MUHTOPI'P®,
POCKOMTOPI MUHUCTEPCTBOBHEHIHUX2KOHOMMNYECKHUX
CBSI3EM M TOPTOBJIM P®), cienoBaTeqbHO, 3TO HAAO0 y4ecTh IPH
dbopmMupoBaHuU 3ampoca.

Crnemyer uMeTh B BHIY, YTO Ha3BaHWE OPraHOB TOCYJApPCTBCHHOH BIIACTH U
yrnpaBiaeHuss B cioBape mojss IIpuHSBIIMEA oOpraHMoxxker OBITH JaHO JIHOO
MOJIHOCTBIO, JMOO B OOIICIPUHATOM COKpaIlleHHOM BHE, JUOO0 B BHUJE
oOIIenpruHATON a00pEBUATYPHI.
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