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TOKYMEHTa
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: . Komannnbie ITomoca
HHCTPYMEHTO OpU3OHTAIIbHAS KHOTIKH IPOKPYTKH

- s NTMHENKA Texymeii

: aHeNH

Beprukanbnuas
JUHEHKa

Knomnku BeIGOpa
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COCTOAHUA
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%I[JI}I nmpocMoTpa nokyMmenrta B WORD
MOKHO UCIOJIb30BaTh Pa3INYHbIN
MaciTao. J[js 3Toro MO>XKHO OTKPBITh
MIAHEJIb MTHCTPYMEHTOB Bua quanoroBoe
okHO MacmTa0, 1 BOCHOJIb30BaThCs
oerynkom MacmrTada B HJKHEM IIPaBOM
YOIy OKHA JJOKYMEHTA.

*Maciita6 BHIGHPAOT B 3aBUCHMOGTH OT
TOT0, HY>KHO IIPOCMOTPETH HECKOJIBK
CTpaHUI] Cpa3y, WK OJIHY CTPAHUILY
JOKYMEHTA; CTPAHUILY LIEJIMKOM, UJIU €€
(parMeHT.

AokymeHTl - Microsoft Word

PeueHznposaHue Bug | Hagcrponku

ﬁﬂ OpaHa cTpaHuua JS Hogsoe okHO

NQ L

e @Ase CTPaHULEI E Y¥nopsago4ynTh BCE
Macwraé 100%
=] Mo wupuHe crpanuupl || [ Pasgenunts

MacwTab

*MacLuTtab




@ Ha nepsom orare paGoOTHI C IEYATHHIM H3IAHIEM HAI0 YCTAHOBHUTH HAPAMETPBI
ero crpanull. K HUM OTHOCATCS pa3Mep U OPUEHTALMS JINCTA, BEJIMYMHA TIOJIEH,
PacCTOSTHUE OT KOJIOHTUTYJIOB JIOJ BEPXHETO M HUKHETO KPAacB CTPAHUIIBL.
YcTaHOBIIEHHBIE TTapaMeTPbl MOTYT OBITh U3MEHEHBI B IMpoliecce paboThl Haj
U3IAHHUEM.

@ [Ipu suiGope pasMepa CTpaHHUIBI OPUEHTHPYHTECH HA IEYATAIOLIEE YCTPOMCTRO.
Tak, nuct dopmara A4 MOXKHO pacredyararb Ha JIHOOOM M3 COBPEMEHHBIX
INPUHTEPOB, Torjaa Kak (opmar A3 MOAIEPKUBACTCS TOJIBKO CIEIHaIbHBIMHU
Mo pUKaUAMU OPUHTEPOB. OpUEHTAIMS CTPAHUIIBI MOXKET ObITh BbIOpaHa
KHUYKHAsI U aIbOOMHasl.

® IIpu YCTAaHOBKE BEJIMYMHBLI TOJIEH MPEXKIE BCEro HEOOXOAMMO OMPEICIIHTH,
OJTHOCTOPOHHSISI WJIA JBYXCTOPOHHSIA IeuaTh OydeT ucIojb3oBarbes. [Ipu
OJTHOCTOPOHHEM TI€YaTH COJIECPKUMOE II€YaTHOTO W3JaHMSl Pacloiaracrcs
TOJIbKO Ha OJTHOM CTOPOHE MEYaTHOTO JucTa (TP IeYaTu JOKIJIAaA0B, pedeparos,
aYccepTaud U T.I0.). B 3TOM ciiydae pa3nuyarT BEpXHEe, HUKHEE, JIEBOE U
npaBoe 1moja. [Ipy MOArOTOBKE IKypHaJIbHBIX W KHIDKHBIX HW3JaHUMN
UCIOJI3YETCSI JIBYXCTOPOHHSISI I€4Yarh. 3/I€Ch Pa3IMYalOT TAaK HA3bIBAEMBIC
3EpKAIbHBIE TIOJISI, @ TAKXKE BMECTO JIEBOTO M IPABOTO TOJIEM MCIOJb3YIOT
MOHSITHSI BHYTPEHHUX W BHEIIHUX IOJICH.

* HapaMeTpbl CTPaHMLbI



* st yCTaHOBKH IapaMeTPOB
CTPAHHUIIbI UCITOIB3YIOT MTAHEIb
UHCTPYMEHTOB Pa3dmeTka cTpaHULbI
komaHa IlapameTpsl cTpaHubI.

|C!a‘ qu =

I'nasnaa Bcraska Pasmetka cTpaHuuel | Ceblakun Pacceinkmn

BE ) B 5
...... d Homepa crpok ~

rlona Opuem’auua Pa3Mep Kononxu
- ' ‘ be~ PaccraHoBKa NEPEHOCOE ™

MapameTpel CTPaHMLE | )|

> ==

B sTtom okne 4 paznena: Iloas,
Bbymara, Maxker u CeTka
JTOKYMEHTA.

g Pa3smep u Buj 1iosien, a Takxke
OpUEHTaIMs OyMarv yCTaHaBJIUBAIOTCS
B pazaeine Ioast. Pazmep Oymaru
yCTaHaBIMBAIOTCA B pazacne bymara.
[TomoxeHne KOMOHTUTYJIOB B pa3acie
Maker.

| TlapaMeTphbi CTpaHHL{bI

Monsa lsynara | Maxer | Cerxamoxymerta

Mong
BepxHee: »273 @ HiwkHee: ivz ™ @
Nesoe: 3: ™ [5 Mpasoe: |175 ™ T;"
MepenneT: 0 ™ rg MonoxeHue nepenneTa: Cnesa ‘ v

OpueHTaws

A =

KHWKHas  anbbomHas

CTpaHuub!

-
HECKONBKO CTPaHNLL | OBbI4HEI 13

Obpaseu

MpuUMeHUTL: |ko BCEMY AOKYMEHTY |v
o] [Comes

* YcTaHOBKa napaMeTpoB CTPaHMLbI.



KnaBuia Ilepemenienue
[ Ha onny cTpoky BBEpX
[] Ha onny cTpoky BHU3
[ Ha onny no3unuro BiIeBO
[] Ha ogHy nmo3unuio BopaBo
Ctrl+[ Ha onuH aG3ar BBepX
Ctri+[] Ha ogun a03a1r BHU3
Ctrl+[ Ha omHO CcJ10BO BIEBO
Ctrl+C Ha omHO c1moBo Brparo
PgUp Ha onuH 3KpaH BBepX
PgDn Ha onun 3xpaH BHU3
Ctrl+PgUp B Hauano npenpiayieil cTpaHuiibl
Ctrl+PgDn B Hauano ciemyromieii cTpaHuIlbl
End B koHer cTpoku
Home B Hauasno cTpoku
Ctrl+Home B Havano nqoxkymeHTa
Ctrl+End B xoHeI 10KyMeHTa

*YnpaBaeHue Kypcopom



Penaxrop Microsoft Word nmo3BosisieT nmpocMaTpuBarh JOKYMEHT B Pa3IMYHBIX
peKUMax:

OO0bI1uHbBIi — HanOoIee YIOOHBIHN 71 BBIITOIHECHUS OOJBIIIMHCTBA OICPAIIHiA;

DJIEKTPOHHBIN JOKYMEHT — Hanbosiee yao0eH s YTEHUsS JOKYMEHTa ¢ SKpaHa:

CJIEBA MOABISETCS CTPYKTYpa TOKYMEHTA, C OMOIIBIO KOTOPOH MOXKHO OBICTPO
MEPEIBUTATHCS 110 JOKYMEHTY;

Pa3merka cTpaHull — 0TOOpa)kaeT JOKyMEHT B TOYHOM COOTBETCTBHUU C TEM, KaK
OH OyJIeT BBIBEJICH Ha MI€YaTh; B TOM PEXUME YIO0OHO paboTath C
KOJIOHTUTYJIaMH, (hpeiMaMKi 1 MHOTOKOJIOHHOW BEPCTKOM JIOKYMEHTA; TOJIBKO B
3TOM PEXUME OTOOpak)KaeTCsl BEpTUKAJIbHAS KOOPAUHATHAS JTUHEUKA;

CTpykTypa — nipeiHa3Ha4YEH JJ11 padO0ThI CO CTPYKTYPOM JTOKYMEHTA, MO3BOJISIET
MTOKa3bIBaTh M CKPBIBATh TEKCT U 3ar0JIOBKH PA3IMYHOM ITyOUHBI BIOKEHHOCTH;

[y1aBHBIM JOKYMEHT — UCIIOJIb3YETCs B Cy4yae, KOrga OCHOBHOU JOKYMEHT
CJIEIYET Pa3eIuTh Ha YACTH U MPEACTABUTH €TI0 B BUJAE HECKOIBKUX
ITOJTIOKYMEHTOB.

[Tepexom Mexay pexruMaMu OCYIIECTBISIETCA C TIOMOIIBE) COOTBETCTBYIOIIUX
KOMaH/1 naneau Bua u J aIpaBa OT TOPU30HTATIbHOU

TIOJIOCKI IPOKPYTKH
* PexmnMbl 0TOGpaXkeHMA AOKYMEHTa
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* JInA COXpaHHOCTM AOKYMEHTa HEOBXOAMMO Bbi3blBaTb KOMaHAy COXpaHMTb
(HaxkaB KHonKy Office) uau WenKHyTb KHOMKY =

i an NnepBoM COXpaHEHUU MOABUTCA AMNA/IOTOBOE OKHO CoxpaHeHme

pl'\l_l\lk A/AlLITTA

COXpaHEH HE IORYMEHTd

MNanka: 19 Mou A0KYMEHTLI

S HanexHbie | |C3)3dsmax
= wabnoHo! ) Adim
L.§ HeaasHue () CyberLink
AOKYMEHTBI | |~ NeroVision
@ Fc’:g:"‘““"' |C)Presentations
IL2) 3anucHbie kKHnkKKM OneNote

9 rngyMEHTbl EBMon suaeosanicn
Moit ﬂ} MoK pUCYHKM
M :
3 KoMnstoTED FMos myzena
R EeTenoe @Hosbxﬁ roa
9 OKDYXEHHE i_-'{l_1r|ono>KEHME
l_“—_"_] PacrmcaHune

@]pewenme TPEHCNOPTH-33234M
@_’]cunenbl 0BpazosaHia 06A3aTENEHOCTM BBEASHIA EMD ANA BCEX BbINYCKHUKOE LWKON

@CuEHapufd Hosoro Moaa
) oopma oLeHKki NpeacTaBNeH NopThONHO NPoeKTa
) 106unet wkonsi

Una daitna: | MApukpacHas i_\:l

‘ Tun daita: OoxkymeHT Word vl

‘_goxpaﬂmb ‘ [ OTmMeHa l

*CoxpaHeHHe JOKYMEHTa




*B none Manka cneayet BblbpaTb AMUCK, B NoJie, pacrnoloKEHHOM
HUXKe - NanKy, B KOTOPOM HEOBXOAMMO COXPaHMTb AOKYMEHT. B none
Tun damna - popmart, B KOTOPOM BYAET COXpaHEH AOKYMEHT. B
none UMa pamna - BBECTM MMA bamia JOKYMEHTA U LEJIKHYTb
KHONKY CoXpaHUTb.

*Tpy NOBTOPHOM COXPaHEHMM AManorosoe okHo CoxpaHeHue
AOKYMEHTA He BblBOAMUTCA, JOKYMEHT aBTOMATMYECKM COXPaHAeTCA
B TOM e damne. YTobbl COXpaHMTb JOKYMEHT Noj ApYrMM MMEHEM
MW B APYroM nanke, cneayet B meHto damn BbiGpaTb KOMaHay
CoxpaHMUTb KaK, nocsie yero noaspnaseTtca okHo CoxpaHeHue
AOKYMEHTa.

w ¥ CoxpaHeHMe JOKyMeHTa



*Kypcop yKa3biBaeT MecTo, B KOTopoe 6yAeT BBOAUTHLCA
TeKCT. JloCTUrHYB KpaA CTpaHMULbl, Kypcop
aBTOMaTMYECKM NEPEXOAMT B HAYai0 cneayoLlen
CTPOKU. [lnAa nepexoja B Ha4yao ciaeaywuero ab3aua
cnepyet HaxkaTtb Enter.

*CylecTByeT ABa pexuma BBOAa TEKCTA - BCTaBKM U
3aMeHbl. B pexkMme BCTaBKM Npu BBOZE HOBbIX
CMMBOJIOB, TEKCT, COAEPKALLMMICA B JOKYMEHTE,
nepemeLlaeTcsa BnpaBo OoT MecTa BBoJa. B pexnme
3aMeHbl CTapblM TEKCT 3aMEHSETCS HOBbIM.

[lepeKknoyeHne Mexay perMmamm ocyLlecTBIAeTCA
Ha*kaTuem kKnasuwum Insert

* BBopg TeKcTa
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*
[Ipexae yeMm BBIMOJIHUTH KaKyr-HUOYAb OMepalnuio Haja (PparMeHTOM TEKCTa, €ro HeoOXOAMMO BBIICIUTH
OJTHUM U3 CIEAYIOIIUX CIIOCOOOB:

*
YCTAaHOBUTH YKa3aTelb MBI B JIEBOE MOJE (OH MPEBPATUTCS B CTPEIKY, HAMPABICHHYIO BIPABO), NpH
HAKaTUH KJIABUIIM MBIIINA BBIJEIUTCS OJHA CTPOKA, MPU IBOWHOM Ha)XKaTWu — ab3all, pu TPOUHOM — BECh
JIOKYMEHT;

* .
YCTAaHOBUTH YKa3aTellb MBIIIH B JICBOE I0JIE€ HAIIPOTUB MEPBOM CTPOKHU (PparMeHTa, HAKATh KIABUIITY MBIIIH
U, HE OTITyCKasl €€, pacTAHYTh BhIIeJICHNE HA BECh (PparMeHT;

*
YCTAaHOBUTH YKa3aTellb MBIIIH B Hadyasie ()parMeHTa, HaXKaTh KJIABHIILY MBIIIN U, HE OTIYCKas €€, pacTIHYTh
BEIJICJICHHUE HA BECh ()PArMEHT;

*
JUTSI BBIZICTICHUST OJTHOTO CJIOBA JIOCTATOYHO JIBAXK/BI MEIKHYTh HA HEM MBIIIBIO;

* .
JUTS BBIZICTICHUS] OHOTO ab3ara MOXKHO ClIelaTh B HEM TPOMHON MIETYOK;

*
JUTSL BBIJICTICHUST OJTHOTO MPEUIOKECHHSI ClIeAyeT Haxarh KiaBuiny Ctrl 1 MEeTKHYTh MBIIIBIO B MIPEIIOKECHNN;

*
JUTSL BBIZIGTICHUST BCETO TEKCTa ciieayeT Haxkath KiaBuiry Ctrl v menKHyTh MBIIIBIO B JICBOM I10JIE;

*
YTOOBI BBIJICIUTH (PPArMEHT TEKCTa C TTIOMOIIBIO KJIABUATYPbI, HEOOXOUMO YCTaHOBUTH KypCOp B Ha4aJio WU
KoHer ¢parMeHTa u, HakaB kiaBumry Shift, kmaBumaMu ynpaBieHHusl KypcoOpoM pacTsSHYTh BbIIEICHUE Ha
BECh ()parMeHT.

*

CHATB BBIACIICHHUC MOXXHO IMICIYKOM MBIIIHN B JI000M MECTE TEKCTa. HpI/I BBIACIICHHUHN HOBOI'O (bparMeHTa
MPCAbIAYIICC BBIACICHUC CHUMACTCA.

* BoigeneHune dparMeHTa TEeKCTa



3 .
CumMmBoOII cripaBa OT Kypcopa ynajisercs kinasuiiei Delete, ciMBoJ ciieBa OT Kypcopa

— knaBuieid Backspace. JI1s1 ynanenus parmeHTa TeKCTa ClISAyeT BhIACIUTh €ro U
HakaTh kiaBuily Delete. Eciau BeiaeanTh (hparMeHT TEKCTa U HaOpaTh Ha
KJIaBHAType HOBBIM TEKCT, OH BCTABUTCS BMECTO BBIJICJICHHOTO (pparMeHTa.

3
YTo0nI pazaenuTh ad3all Ha JiBa, HEOOXOIUMO YCTaHOBHUTH Kypcop B
IperoaaraeMblii KOHEI IIEpBOTo abd3alia U HaxkaTh KiaBuinry Enter.

3
CoOpartb /1Ba ab3a1ia B OJJMH MOKHO JIBYMsI CIIOCOOAMU:

%
YCTaHOBHUTH KypCOp 3a IOCJIEIHUM CHMBOJIOM IIEPBOIo a03alia U Ha)KaTh KJIABUIILY
Delete;

3
YCTaHOBUTbH KypCOp I€pe/ IEPBHIM CUMBOJIOM BTOPOTO ad3aila U HaKaTh KJIABHUIIY
Backspace.

& [Ipu Haxxatuun knasuiu Enter B TEKYIYIO MO3ULIMIO KypCcOpa BCTABJISAECTCS
HereyaraeMblid cuMBOJ Y. {151 BKITFOU€HUS)/ OTKIIIOYEHHS PEXMUMA TPOCMOTPA
HEIIEYaTaeMbIX CUMBOJIOB HUCIIOJIb3yeTCs KHOIKA . HeneyaraeMble CUMBOJIBI
yIAISIOTCS Kak 0ObIuHbIC, Kiaapuiiiamu Delete 1 Backspace.

* PepakTMpOBaHMWe TEKCTa
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KonupoBanue Texcra
*
st konupoBaHus (pparMeHTa TEKCTa HEOOXOIUMO:
3
BBIJICTIUTh ()ParMEHT TEKCTA;
3
HICJIKHYTh KHOMKY WK BhIOpaTh B MeHI0 IIpaBka xomanny KonupoBars;
*
YCTaHOBUTH KypCOp B MECTO, Ky/la CII€yeT BCTABUTh ()PAarMeHT;

3
HICJIKHYTh KHOTIKY WJIK BhIOpaTh B MeHI0 IIpaBka xomany BecTaBuTh.

Ilepemelnenue Tekcra

i Jliist mepemenieHus: parMeHTa TeKCTa HEOOXOIUMO:

E BBIJACIIUTH (ppaFMCHT TEKCTA,

o HICJIKHYTh KHOTIKY WJIK BhIOpaTh B MeHI0 IIpaBka xomanny Beipe3ars;
g YCTaHOBUTbH KypCOp B MECTO, KyJla CJI€yeT BCTABUTh ()PArMeHT;

3
HICJIKHYTh KHOIIKY WJIK BhIOpaTh B MeHI0 IIpaBka xomany BcTaBuTh.

[TepemecTuTh (hparMeHT TEKCTA MOKHO CJICTYIOLIUM CIIOCOOOM:
¥

BBIJICIUTH ()parMeHT TEKCTA;
¥

MEPETAHYTh BBIJICJICHUE B HY>)KHOE MECTO.

E%H FI/I [IEPETATUBAHUHN BBIICIICHUS JIepxKaTh Haxkaron kinasuiry Ctrl (mpu 3ToM Bo3ie

yKasafC g Mvalo@sltbprMﬁH@&MM PRI T fosan.



* PelaKTHPOBATH - MPOBEPITH M HCHPABIATH TEKCT
IPU MOATOTOBKE K MEYaTH.

* PeakTHpOBAHHE TEKCTA BOSMOXHO  OCYIIECTBIJTH fo@ H9-0 )
HEIIOCPEJICTBEHHO BO BpeMs BBOAAa TekcTa. s 3TO el Roaee, EMERacRnl
YCTAaHOBIICH  PEXUM  aBTOMAaTHYECKOW  MPOBEPKHU

43\, CnpasouHbie maTepuanel (24~

opborpadmm mpum BBOome. Ecimm HeoOXomumo  €ro e %

4% MNepesog :
aKTUBUPOBATh, TO BhIOMpaeTcs komaHaa [lpaBonucanue ’r’] e

pagonucaHuKe
Ha TaHeJI HHCTpyMEHTOB PenieH3npoBaHue.
Word aBromarmdecku mpoBepseT opdorpaduo U calbaiRasjitis A & A
=ap. A . iEsE:
K2)KJI0¢ HCBEDHO BBCICHHOC WM HEM3BCCTHOC CIOBO . f . XK&EZ -4 -FF:
ABTOMAaTHUY€CKH MOIYEPKUBACTCS BOJITHUCTOU YEPTOM.
MNpekpacHaa

+* MponycTuTe
I[JISI HCIIPpAaBJIICHUA CJIOBA A0CTATOYHO YCTAHOBUTHL Ha

MponycuTe BCe

HEM Kypcop, HaXaTb MpaByl KJIABUIIY MBbIIINA OJI

BbI3OBA KOHTCKCTHOI'O MCHIO, KOTOPOC MPCAJIOKHUT A
ETO3aMeHa

BapHUaHTBI UCTIPABJICHUA OIITHOKH. AsbiK

Jo6asnTb B CN0Bapb

Opdorpadus...

v
&, Douck...
% | Beipesate

=3 | &
4 Bcrasue

* PepaKTMpOBaHMe TEKCTa



[Ipu BBO/IE TEKCTA HEOOXOAMMO COOMIOATH CIEAYIONIME ITPaBUIIA.

3
Bo Bcex COBPEMEHHBIX TEKCTOBBIX PEIAKTOPAX MEPEXO] HA HOBYKO CTPOKY B
polecce Habopa TEKCTa MPOUCXOAUT aBTOMATUYECKHU.

¥
OkoHuanue abO3ama wmapkupyeTcs HaxkarueM kinaBuium <ENTER>,
MO3BOJISIOLICH IIEPEUTH HA HOBYIO CTPOKY.

3
[IpoGen oOs3aresieH Mocie 3HaKa MPENUHAHUS; Mepe] 3HAKOM IpeUHAHUSA

npobOen He cTaBUTCA. JIJISI YCTAHOBKHM CIEIHATbHBIX 3HAKOB HCIIOIB3YHOTCS
CIIEAYIONIME KOMOMHAIIMHN KJIaBHIIL:

Hedpuc <->
HepaspsiBubiii neduc <Ctrl>+Shift>+<neduc>
Tupe <Ctrl>+Shift>+<cepsiit Munyc>

HepaszpeiHeiil ipoden <Ctrl>+Shift>+<mpober>

* OcCHOBHble NnpaBuJia BBOA4a TEKCTa
16



°3Hak «jaeduc» craBuTcsa 0e3 mpoOenoB, Hampumep: (Qaii-cepBep, KTo-
HUOY/b, TEMHO-CUHUH.

© Jlma yAyylIEHWs] BHELUIHEr0 BHUIA JOKYMEHTAa MOXHO HCIIOJIb30BaTh
«HEPa3pbIBHBIN J1e(UC», KOTOPBIN MPEMATCTBYET HEXKEIaTeIbHOMY TIEPEHOCY
CJIOB, coiepKalux aedurc (B MECTE €ro pacIioI0KeHUs).

°©3HaK «TUpEe», HWIW KaK €ero Ha3bIBalOT <«JJIMHHOE THPE», CTABUTCS C
npoberaMyd A0 M IOCJIE 3HAKa, Halpumep, «CISAYIONMM JTam -
(opMaTupoOBaHUE.

© 3HaK «HEpa3pbIBHBIN MPOOET» MPEMATCTBYET CUMBOJIAM, MEXKY KOTOPHIMU
OH TMOCTaBJIEH, paclojaraTbCsi Ha Pa3HbIX CTPOYKAX M COXPAHSICTCS
(PMKCUPOBAHHBIM TpPU JIOOOM BBIpAaBHUBaHWU ab3aia. ITOT 3HAK OYEHb
yI00HO MPUMEHSATH MPU BBOJAE AaT (KOTOPhIE HE MPUHATO pacrojaraTb Ha
JIBYyX CTpoukax), (pamwimii ¢ uHunmaidamMu u T. 1n. Hampumep: M. IO.
JlepmoHTOB, 9 Mas, 1682-1696 rr.

© CnoBa, 3aKJIIOYCHHBIC B KAaBBIYKM WM CKOOKH, HE JOJKHBI OTICNIATHCS OT
HuX npobemamu. Hampumep, «EBrenmit Onerun», roctunmiia «HeBckuii

majiacy.
* OcHoBHble NpaBuia BBOAA TEKCTa
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Yopaxuenue. |1 3asBieHue

I'enepanbuomy qupexropy Toprosoro
Homa «Boara» UBanosy U.U
KOMMep4ecKkoro aupexropa Toprosoro
Homa «Boara» Ilerposa Ilerpa IlerpoBuua

3JAABJIEHUE
IIpoiry yBOJIMTH MEHS 110 COOCTBEHHOMY 7KEJIAHUIO B CBSI3H C MEPeX0a0M
Ha HOBYIO padoTy.
11 Hostopst 2011 roga
[lerpos ILII.

1 HaGpatp TekcT nepBoro ad3amna: ['enepanbaomy aupekropy Toprosoro Jloma «Bonra» MBanoBy U.U. kommepueckoro

nupextopa ToproBoro Jloma «Bomnra» Iletposa Ilerpa IlerpoBuua. Haxars Enter mecstsh pa3. Beinenuth HaOpaHHBIN
TEKCT 0e3 MyCThIX CTPOK. Brimonauts komanay ®@opmar/ Adzary

BreipaBuuBanue: Ilo mupune/ OK. Boimomuuts xomanmy Cepsuc/ Ilapamerpsl/ OOuue/ EnuHunbl u3mMepeHwHs:
Cantumerprl/ OK. Beigenuts TekcT. Boimonnuts komanny ®opmar/ A63any/ Otctym cneBa: 9 cm, mepBasi CTpoOKa:
Otctyn (uwet)/ OK. Bwmonnuts xomanay Cepsuc/ f3bik/ PaccTtanoBka mepeHocoB/ ABTOMaTHYeCKash paccTaHOBKA
nepeHocon/ OK.

2 Haxarpb JBa pa3a KJIaBHIIlY MEPEXo/a Ha CISAYIONIYI0 CTPOKY (KJIaBUIIA CO CTPEJIKOM, HampaBieHHOW BHU3). Habparhb
TekcT Broporo abzana: 3AIABJIEHUE. Beinenuts 5TOT TeKCT. 3a/1aTh BIpaBHUBAHUE TI0 IICHTPY, TOTY>KUPHBIN MIpUQT,

BBITIOJTHUTE KoMauay @opmar/ lpudt/ Uatepsan/ Matepsan: Paspexxennsiit Ha 2 nT/OK.

3 Haxxats 1Ba pasza KIaBuUIlly Mepexo/a Ha cieayrollyto cTpoky. Habpare Tekct TpeThero ad3ana: [Ipomry yBoauTh MeHs
0 COOCTBEHHOMY YKEJIAHHIO B CBSI3H C MEPEXO/IOM Ha HOBYIO paboTy. BeIIeTUTh 3TOT TEKCT, 3a/1aTh BHIPAaBHU BaHHUE IO

LIMPUHE.

4 Haxarb J1Ba pa3za KJIaBUIILYy Iepexofia Ha cieayromryto cTpoky. HaGpars TekcT derBeproro abd3arma: 11 HosaOps 2011

rofa. BeigenuTe 3TOT TEKCT, 3a/1aTh BEIPaBHUBAHUE 110 ITpaBoMy Kparo. Haxare Enter.

5 Habpars Tekct nsroro ad3ana: [lerpos I1LI1. BeigenanTs 3totfrekct, 3anarh BeIpaBHUBAHKUE TI0 IPAaBOMy Kparo. Haxars
Enter.



Yop. 2 BuzutHas kapTodyka

HMBanoB lIBaH l1BaHOBHY
123456 Ka3anbp,
JlexabpuctoB 123-456.
Tenedon: (843) 222-33-44

1 YcTaHOBUTH BhIpaBHUBAHUE MO LIEHTPY. 3a/1aTh paMKy C TOMOIIBIO Clie-
nyromux komana. Tadnua/ BeraButs/ Tabnuna/ Hucno ctonduos: 1/ Yucno
ctpok: 1/ OK. Tabmuua/ Beigenauts/ Tabnuna. Tadnuma/ CBolicTBa TaOIUIIBL,
ycTtaHoBUTh Tabnuua/ [upuna/ 9 cm, Ctpoka/ Beicora/5 cMm, Sueiika/ Beptu-
KaibHOE BhipaBHUBaHuE/ ITo nentpy/OK.

2 HaOparsp Texct nepBoro abd3ama: Misanos MBan MBanoBu4. Beigenuthb

3TOT TEKCT, 33/1aTh BHIPABHUBAHUE 110 LIEHTPY. BhIMOIHUTE KOMaHy Dopmart/
[Ipudt: Times New Roman, Hauepranue: [Tonyxuphsiii, Pazmep: 18/ OK.
Haxars Enter nBa pasa.

3 HaOpars cienyroiiue Tpu adb3ana. BeimonHuTs komMmanay dopmar/

[Ipudt: Times New Roman, Hauepranue: O0brunsiii, Pazmep: 10/ OK.



Yopaxuenue.3 THTEpBbIO

1 HaOpartp 3aronoBok u
TEKCT 3aMETKH.

2 YCTaHOBHUTH KypCOp B
Ha4yaJio MepBoOro ad3ara.

3 BcTaBUTh HOBBIW pa3ieil
Bcraska/ Pa3zpeiB/ HoBbil
pazaen/ Ha texymei
crpanuie/ OK.

4 BeraeanuTh TEKCT IMMOCIE
3aroJIOBKa, OCTaBUB I1OCJIE
TEKCTa HEBBIJICIICH-

HBIMH HECKOJIBKO ITyCTBIX
cTtpok, ®opmar/ Kononku/
Tun/ /Ise/ Kononku oau-
HakoBou mupuHbl/ OK.

MPEAITPA3JHHYHOE HHTEPBbBIO

HoBblii rojg 0e3 eaxku — Bee
paBHoO, 4T0 necHs 0e3 ciaos. ['1e ee
MOKHO KYIIHTH, no4eM? B «kakom
Jecy poauaach ejouka»? C yrumu
CJIOBAMH  Mbl  00paTWIHCL K
HAYAJIBHUKY OT/Je]a JIecono.ib30-
BAHHS MHHUCTEPCTBA JIECHOT'O X0-
saiicTea PT Bacuimio UsanoBuuy
I'yebKoBy:

B Hameii pecnyOnuke umeercs
30 mecxo030B, a TAKKE HALMOHAb-
HbI TPUPOJIHBIH MApK, KOTOPBIH
TOJKE BCEIZIa BbIPYYall HAC B KaHYH
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HOBOro rozga. Ha xonneruu Hamiero
MHHHCTEpCTBA OBLIO NMPHUHATO pe-
LICHHE, YTO LICHA €IKH HE JIOJIKHA
npeBsiaTh 7 — 9 ThicsAu pyodneit 3a
metp. Kpome rocymapcTBeHHBIX
TOPrOBbIX TOYEK, HACKOILKO HaM
M3BECTHO, MX MPOAAKCH 3aliMyTCS
KOMMEPYECKHE CTPYKTYpbl, KOTO-
pBIM paspelieHa 3aroToBKa W TOp-
rOBIIs MPOJYKLHEH Jeca.

A. YBapos









