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Xabaposck 2014 Honatko Tatesina HukomnaeBHa,
npenoaasatenb KI'AIIOY XTK

1 OCOBEHHOCTU HUCIIOJIb3OBAHHMA [IABJIOHOB B
[TPOTPAMME MICROSOFT WORD

Hcnonp3oBanue mrabnona Microsoft Word — yno0HbIit 1 OBICTPBIH CITOCOO
CO3/IaHUsI JIOKYMEHTa C 3aJlaHHBIMM TapamerpamMu. Jlis co3jgaHusi JTOKYMEHTa
HEOOXOJIMMO TPOCTO OTKPBITh HYKHBIN 1IA0JIOH U MPOU3BECTU BCE HEOOXOIUMBIE
W3MEHEHHS U 3aliCH, BHECTU UHJWBHUyalbHbIC NaHHbIE. [lo okoHUaHUU pabOTHI
MIPU MOMBITKE 3aKPBITh WM COXPAHUThH CO3JaHHBIN Ha OCHOBE I1a0JIOHA JOKYMEHT
nporpamma Microsoft Word NPEMJIOKUT  COXPAHUTh BCE BBIIOJHEHHbIE
U3MCHCHHMS B KadecTBe HOBOro jgokymenrta Microsoft Word, nate emy HOBOE
Ha3BaHue. HeoOXoauMO BBIMOJHUTH JTU JedcTBusA. Ilpu 3ToM 1m1abyioH
COXpPaHUThCS HEM3MEHHBIM B TAlKe C [MAOJOHAMU JI0  CIEAYIOIIETo
WCIIOJIb30BaHUS.

B npemioxxeHHOW i MCHONB30BAHUS JJIEKTPOHHOM MAINKe  HaXOMATCS
maboOHbl JJIs1 CIEAYIONIMX JOKYMEHTOB, SBIISIFOIIUXCS COCTaBHBIMH YacTSIMHU
[TOSICHUTEJIBHOM 3AITMCKU:

1 TuTynpHBIN TUCT
2 Jluct c 3aganuem Ha BKP
3 Jluctel «Conepxanue» 1itoc «BegomMocTs» B 0JJHOM (aitne

4 CrpaHulila C paMKOU ISl TEKCTa



5 TekcToBBbIH AOKYMEHT C TMOSICHEHUSIMH K HCIHOJB30BAaHUIO IIA0JIOHOB U
OCHOBHBIMH TIpaBUJIaMU paboTHl ¢ TeKcToM B mporpamme Microsoft Word
npu ycnoBun codmrogenust mpasmn ECKT

[IpenyioxkeHHass B JaHHOM MMOCOOMM Tanka I1abJIOHOB COXpaHEHa B
dopmare Ila6ion WORD 97-2003. [dns Microsoft Word 2010 taxoit ¢popmar

MOXKHO HCIIOJIb30BaTh JUIIL B PexxnMe orpaHnueHHON (YHKIIMOHAJIBLHOCTH.

OTOT peXHUM SBIACTCA ONTUMAJIBHBIM Jii HabOpa TEKCTOBOTO JOKyMEHTa

[TOACHUTEJIbBHAA 3AIIMCKA K IUMIIOMHOMY ITPOEKTY.

! Ha ocrosammu noxymentos TOCT 2.105 — 95 ECKJI OBIIUE TPEBOBAHUS K TEKCTOBBIM
JOKYMEHTAM, I'OCT 7.32 - 2001 CucteMa ctanaapToB 110 HHGOpMaLuy, ONOIMOTEUHOMY U H3ATEILCKOMY
neny OTYHET O HAYUHO-UCCIEAOBATEJILCKOU PABOTE Crpykrypa 1 npasuia opopmiieHHs
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2 CTPYKTYPA IOKYMEHTA

I[OKYMCHT «IIOSAICHUTECIIbHAS 3AaIIMCKa» COCTOMUT M3 CICAYIOIIUX 3JICMCHTOB.

TUTYJIBHBIN JTUCT
3aganue Ha BKP

Conepxxanue

H~ W0 N

Tekcrt (BBCI[CHI/IG, pasacibl U IoApa3acibl OCHOBHOI'O TCKCTA, 3aKIHOYCHHC,
CIIMCOK HCITIOJIB30BaHHBIX I/ICTO‘-IHI/IKOB) " IIPUITIOKCHU A

5 Bemxomocts

2.1 TuTynpHBIN JIUCT

TUTYABHBIA JTUCT BBINOJHSAETCA NpU noMomy maodinoHa. Odopmienne u
BCs HeoOxoaumasi HHPOpMaIHs O KOJUIEIKE y>KE BHECEHBI.

JUig nanpHENRero 3anoJHeHHs TUTYJIBHOTO JINCTAa HEOOXO0AUMO:

- ykazarb TeMy BKP xupubiMm mpudptom Times New Roman 16
MpONMUCHBIMU OykBamu 0Oe3 KaBblueK (3aMeHUTh 3Haku X u cioBa HASBAHUE
TEMBbI, cnoBo TEMA He nucats);

- B CTpOKe mudpa

BKP JO XX.XX.XX XX XX I13
3HaKM XX HAJAO 3aMEHUTh WHAUBUAYaTbHOHM 1U(poBO HHPOpMaLIUEH,
HaIpumep:
BKP 10 54.02.01 03 14 113
rae BKP o3naudaer «BblllyCKkHasi KBanupuKauuoHHas padota», O — «aHeBHOE
otneneHuey (mHeBHas (opma oOyuenus), 54.02.01 — Homep crmenuaabHOCTH (B
naHHoM mnpumepe JluzakiH (mo otpacisam)), 03 — HOMeEp CTyAeHTa B CIHCKE

rpynisbl, 14 — HOMep Tekyuiero rojaa, [13 — «nosicHuTenbHas 3anucKay;



- BHECTH (pamMWIMKM W WHUIIUATBI UCTIOMHUTENS U PYKOBOJIUTENEH MPOEKTa
BMecTO 3HAaKOB X. X. XXXXXX;

- OTpPEryJHMpoBaTh MOJIOKeHUE Haamucu «XabapoBck 20  » 1O BBICOTE,
yTOOBI OHA pacmoJiarajJach OKOJIO HMXKHETO MOJIs JIUCTA, MOCKOJIbKY TP BHECEHUU
HOBOM MH(OpPMAIIMHU B TUTYJIBHBIHN JIMCT MOJIOKEHNE HAJIMUCH MOXKET COUTHCS;

- BHCCTH ITIOCJICOHHUC HI/I(prI B HOMCp TCKYILICI'O roaad, 3aMCHHUB UMH 4YCPTY.

MusHCTEpCTEO 0Dpaz0BaHHA H HAVKH XabapoBCKOro Kpas

Kpaeroe rocygapcTeerHOe arToHOMEOE
npodeccCHONATEHOE 0OpAI0OBATENEHOE VIPEXIEHHE
«XabapoBCKHHA TEXHOIOTHISCKHEH KOIUIE A

YTBEPAIAIO

SamectaTens gEpextopa KTATIOY XTE
1O H. EsTymenKko
“_» 20 T

BHITYCKHA KBATTHPHKAITHOHHA A PABOTA

JTH3ZAWMHEPCKAS KOHIENIIHASA HHTEPBEPA B ®OPMATE
«JIO®T» B MOPCKOM CTHJIE H CO3JJAHHE
APT-OBBEKTA B KAUYECTBE X¥YJOXECTBEHHO-
CTHIHCTHUECKOI'O KJIFOYA K HEMY

TMoscuuTensHAY 3aMHCcKa

BKP JO 54.02.01 05 1513

Brnommmn H A Hnatos
maTa TIOATHCE

IIpeacenatens npeaMeTHO-

IMHKIOBOH KOMECCHH H. b. Kocuuen
Jara DoOmECE

Pyrosomutems BKP T. H. Jopatko
IaTa DOOIECE

Koutponep ECK]I] H. b. Kocuren
gara utchaun - uy

Xabaposck 2015




2.2 3anganue Ha BKP

3aI[aHI/Ie Ha I[HHJIOMHBIfl IIPOCKT 3aI10JIHACT IperoaaBaTciib -
PYKOBOIUTCIb IMPOCKTA U YTBCPIKAACT HA 3aCCHAHUU HI/IKJ'IOBOI‘;1 KOMHUCCHH IIOCJIC

YTBCPKIACHUA TEM ITPOCKTOB.

2.3 CoaeprxkaHue MOSICHUTEIbHOM 3alIMCKUA U BEIOMOCTb

CopepxaHue 3amoiHsIeTCs BHYTPU HEBUIUMOW Tabmuibl mpudToM Times
New Roman 14 niocie 3aBepiiieHust BBIMOIHEHUS MOSICHUTEIIBHON 3aIUCKU.

Buu3zy nucra copepkaHus HEOOXOJUMO 3aMOJIHUTh TabJIUIy — OCHOBHYIO
Haanucek. Ecin pamunuu wim TemMa He NOMENIAI0TCs NPEIJI0KEHHBIM B IA0IOHE
mpudrTom, pasMep wmpudpTa HaAO0 YMEHbIIUThb. [Ipu 3amolHEHWHM OCHOBHBIX
Hajnuce B mosicnutenbHoM 3amucke BKP ucnonwiyercs mpudt Arial Narrow
(KkypcuB) Kak HamOosiee MPUOIMKEHHBIM K YepTekHOMYy mpudTy. B BepxHIOIO
IpaBylo SYEHKY TaOIHIBI HEOOXOAMMO BHECTH IIH(P aBTOpa, KaK Ha TUTYJIbHOM
JIUCTE, 3aMEHUB 3HaKU XX WHIMBHyaIbHOU HU(DPOBOI HHPOpMALIUEH.

Benomocte pacmosaraercss  mocie  NMPWIOKEHUHM B CaMOM  KOHIE
TTOSICHUTEJIBHOM 3AITMCKH npoekta. B Heil mepeumcisiorcss oOBEKTHI,
SBJISIOLLMECS MaTepUAIbHBIM U IOKYMEHTAJIbHBIMH YacTsIMH IPOEKTa, B TOM UHCJIE
Ha 3JIEKTPOHHBIX HOCUTENAX. JIUCT BEAOMOCTH HYMEPYIOT YUCIIOM, CIEAYIOLINM 32

HOMEPOM THUTYJIBHOTO JINCTA IPWIOKEHHUM, W BKJIIOYAIOT B COAEPKAHUE.



2.4 Tekct

TexcToByIO YacCTh MOACHUTEIBHOMN 3alMCKU BBITIOJHAIOT Ha JHCTax (hopMara
A4 nuuib Ha oiHOM cTopoHe. [1ost KaXK0i CTpaHUIIbl JOJIKHBI ObITH OIrPaHUYEHBI
PaMKOM, MPOBEACHHOW TOJICTOW CIUIOIIHOM JMHHUEN. B HMXKHEW 4YacTu Kaxaou
CTpaHUIIbI PacIoJiaraloT TabJIMIly — OCHOBHYIO Haamnuch (popma 2a). [Tomns (pamka)
U OCHOBHAsl HAJIIUCh YXKE€ OTPEryJIMpPOBaHbl W HMMEIOTCS Ha IIa0JoHe MJis
cTpaHuipl TekcTa. [lpu Habope Tekcra odopMIICHHE CTPAHUIBI aBTOMAaTHYECKH
MPOIOJKAETCA HA KAXIOU MOCIEIYIONIEH CTPAHHUIIE.

B Tabnuity ocHOBHOM Haamucu HEOOXOIUMO BHeCcTH cBOM mudp. Tabmuia
HAXOJUTCS B 30HE HIXKHETO KOJIOHTUTYJA. UTOOBI BHECTH B HEE CBOUM MIM(P, HALO
JBXKIbI IEIKHYTH JICBOM KHOMKON MBIIINA Ha IM0JI€ TaOIUIbl. 30HA KOJIOHTUTYJIA
akTuBHpyeTcs, 3HaKM XXX MOKHO OyJIeT MOMEHATh HAa MHAMBUIYAIbHBIA MUQP
(Takoil >ke, Kak Ha TUTYJIHHOM JIUCT€ B OCHOBHOM HAJIMCH Ha CTpaHUIE
conepskanus). [locne aToro Ha jeHTe UHTEpdeiica MEIKHUTE Ha 3HAKE «3aKpbITh
OKHO KOJIOHTUTYJIOB». OnHaxapl HaOpaHHbIM mudp OyneT aBTOMATHUYECKH
MOBTOPATHCS HAa KAXKJIOM CTPaHULIE TEKCTA.

Homepa cTpaHui] BHOCAT BpYYHYIO IIOCJE€ pacleydaTblBaHUs TEKCTa B
COOTBETCTBYIOIIEM SYEWKE OCHOBHOM HAJNKWCH YEPHOM TEIEBOM PYUYKOU
yepTeKHbIM mpudToM BbICOTOM 3,5 MM. Hymeparus cTpaHul] HauWHaeTcs C
TUTYJIBHOTO JIMCTa, HO HA THUTYJE HOMEp CTpPaHUIbl HE YKa3bIBalOT. BTOpbIM
auctom cuutaercs 3AJJAHUE HA BKP, rie Homep Tak e He yKa3bIBaroT. JIUCT ¢
COJIEPXKAHUEM  cumraercs  TtperbuMm  suctom  ITOSCHUTEJILHON
3AIIMCKH. DtoT HOMEp HAI0 yKa3aTh B COOTBETCTBYIONICH siueiike TaOJUIIbI
OCHOBHOU HAJIIMCH BHU3Y CTPAHULIBI. 32 HUM NOCJIEIYIOT OCTaJIbHbIE HOMEpA.

Texct nabupator mpudrom Times New Roman 14. MuTepBanm Mexay
ctpokamu — 1,5. AG3ambl B TEKCTE HAYWHAIOT C OTCTynoMm 1,25, sBistonumcs
BeJIMYMHOW oTcTyma B nporpamme Microsoft Word mno  ymomuanuto.

BripaBHMBaHME CTPOK NPOU3BOAUTCS IO ITUPHUHE.



3 [IPABWJIA PABOTEI C TEKCTOM B [TPOTPAMME
MICROSOFT WORD B COOTBETCTBUM TPEBOBAHUSIMU
ECK]I

3.1 IIpaBuna odopMiieHHs 3aroJI0BKOB U MO3ar0JI0BKOB

3.1.1 Tekct AOKyMEHTa TpPH HEOOXOAMMOCTH PAa3IeisaioT Ha pasaeibl,
MO/Ipa3iesbl U MyHKTHl. Pa3mensl u moapas3aeiibl MMEIOT Ha3BaHMS — 3aTOJIOBKU U
noa3arojoBKku. [TyHKTHI Ha3BaHUI HE UMEIOT.

3.1.2 Kaxnaplii pa3ien TEKCTOBOTO JIOKYMEHTa CIeAyeT HaudWHATh C HOBOTO
naucta (CTpaHMIbl). 3aroJIOBKH pasZieiioB BBIMOJHAIOTCS mipudToM Times New
Roman 16 mpornucHbiMu OykBamMu ¢ a03alleBOTO OTCTyMa. 3aroJIOBKU Pa3/eiioB
JTOJDKHBI ~ MMETh TIOPSIKOBBIE HOMEpa, 00O3HAa4YeHHBIC apaOCKuMu Iudpamu.
Hampumep, B TaHHOM TEKCTE 3aroJIOBKaMU Pa3zIesioB SBJISIOTCS CTPOKH:

1 OCOBEHHOCTHU UCTIOJIb30OBAHI S IIIABJIOHOB
2 CTPYKTYPA IOKYMEHTA

Paccrosinne Mexay 3arojloBKOM pasfiesia ¥ TEKCTOM JOJDKHO OBITh PaBHO
TpeM nHrepBanam 9.

3.1.3 KonndecTBO MHTEPBAIOB MEXKAY CTPYKTYPHBIMU DJIEMEHTAMH TEKCTa
MOKHO OIpENeINTh, BKIIOUMB HHCTPYMEHT 9§ — Omobpadsicenue cKpulmbix
cumeonos ¢hopmamuposanus. 3Hak Y HaxoguTcs Ha JieHTe uHTep(eiica BO
BKutasike AO3ar. Korma MHCTpYMEHT BKIIIOYEH, TO BHJIHBI 3HaKH, MOMOTAIOIIUE
PaBUIBHO (POpPMATUPOBATh TEKCT, HO TMPHU pacledaThIBAHUU JTOKyMEHTa OHHM HE
otobpaxarotcsi. /[Ba 3Haka Y B mpoMexyTKe MEXAY CTPYKTYPHBIMH YacCTSIMH
TEKCTa — OJIMH B KOHIIE 3aKOHYECHHOW CTPOKH M BTOPOW MEXIYy CTPOKAMHU —
O3HAuUal0T PACCTOSHUE JIBa MHTEpBaia. BenmnymHa ogHOTO MHTEpBajia 3aBUCUT OT

BCIIMYMHBI HCIIOJIB3YCMOI'O HIpI/ICI)Ta. B JaHHOM TCKCTC IIPCAYCMATPUBACTCS



BEeIIMYMHA BCEX WHTEPBAJIOB, COOTBETCTBYIOmAas pasmepy mpudpra TimeS New
Roman 14.

3.1.4 Ecnu TeKCT pazzena pa3felieH Ha MoIpa3/iesibl, TO MOAPa3aeiibl UMEIOT
MOA3aroJIOBKM. PaccrossHue Mexay 3arojoBKOM U MOJA3ar0J0BKOM TPU MHTEPBAJIA
499. IoazarosoBky nuIIyT ¢ ab3ameBoro orctyma mpudrom Times New Roman
16 ¢ mepBoi mpomnucHOW OYKBBI, OCTaJbHBbIE CTPOUYHBIC, KAK B MPEIJIOKEHUU.
[Tox3aroyioBKH JOMKHBI UMETH MOPSAKOBBIE HOMEPA, COCTOSIIME U3 JABYX YHCEII,
pa3aeneHHbIX TOuykou. llepBoe wumcino — HOMep paszenia, BHYTPU KOTOPOTO
HaXOJUTCS MOAPa3Aes, BTOPOE — COOCTBEHHO HOMeEp mnoipaszaena. Hampumep, B

JaHHOM TCKCTC IMOA3aroJIOBKaMM SABJIAAIOTCA CTPOKHU:

2.1 TuTynpHBIN JIUCT

2.2 3amanue Ha BKP

Paccrosane mMexay moa3aroiaoBKOM M TeKCToM — aBa uHTepBanayy. Ilpu
3TOM NOA3AroJIOBOK BCErJa pacloyiaracTcs Ha OJHOW CTPAaHUIE C TEKCTOM, K
KOTOPOMY OH OTHOCHUTCS. ECIM mOoa3arojioBOK pacriojaraercsi B KOHIE CTPAHMUIIBI,
TO TIOCJIE HETO JIOJDKHO OBITh HE MEHEE TPeX CTPOK TekcTa. Ecim ske moa3aroioBok
MOIAIAET B HAYAJIO CTPAHHUIIBI, HO HE HA MEPBYIO CTPOKY, TO MEPET HUM JOJLKHO
OBITh HE MEHEE YEThIPEX CTPOK MPEbIAYIIEero TeKcTa. PaccTosiHMEe OT TEKCTa /10
CJIEYIOLIETO MO13aroJIOBKa — 1Ba uHTepBaia 9.

3.1.5 Touxka B KOHIIE 3aroJI0BKa WX IMO03arojioBKa He ctaButTca. OcTaibHbBIE
3HAKM B KOHIIE 3aroJIOBKA WJIM I0J3aroJIOBKa — MHOTOTOYME, BOIPOCUTEIIBHBIMN,
BOCKJIMILIATEIbHBIA — COXPAHSIOTCA. ECiy 3arojloBOK WM MoA3arojaoBOK COCTOUT
W3 JBYX MNPEIJIOKEHUM, UX Pa3ACsA0T TOUYKOM. [IepeHOChl CIIOB B 3arojloBKax W
MO/I3arojioBKax He JomyckaroTcs. Ecim  3aromoBok  (110/13arojiOBOK) OYEHB
KOPOTKUI — 4-5 OYyKB — €ro MOKHO 3alucaTh C UCIOJIb30BAaHUEM Pa3pEKEHHOTO
WHTEpBaJIa MEX1Y CUMBOJIAMU, HAITPUMED:

TEKCT  (cpaBuu: TEKCT)

3.1.6 HammenoBanus ctpykrypHbix snementoB paborst BBEJIEHUE,
COJAEPXAHHME, 3AKJIOYEHUE, CITMCOK MCITIOJIb3OBAHHbBIX



NCTOYUYHUKOB, IIPUJIIOXEHUSA cnyxkar ux 3aronoskamu. OHu He

Hymepyrotcs. VX ciienyer pacnosiaraTe B Hadajle CTPOKH ¢ ab3aleBOro OTcTyma
0e3 Touku B KOHIle W medatarh mpudrtom Times New Roman 16 nponucHbMU
oykBamu. CrtpykrypHbie nsnemeHThl Tekcta BBEJEHUE, 3AKJIFOYEHMUE,
COJEPXXAHUE, CIIMCOK  HUCIIOJB30OBAHHBIX  MCTOYHHUKOB,
I[TPUJIOXKXEHHMS, kak u pasznensl TEKCTOBOIO JIOKYMEHTA, CIEIyeT HauyWHATh C

HOBOT'O JIUCTA (CTPAHUIIBI).

3.2 IIyHKTBI U TIEpEUUCIICHUS

3.2.1 Iloapa3aenbl MOTYT COCTOATh M3 00JIee MEJIKUX YacTel, HE MMEIOITIX
Ha3BaHUSA — MYHKTOB. IIyHKTBI UMEIOT TOJbKO HOMepa. IlepBas cTpoka Kaxmoro
MyHKTa HAYMHAETCs ¢ a03aleBOro OTCTyIA.

3.2.2 Hymepanusi MyHKTOB COCTOUT M3 TPEX YHCET — HOMEpOB pasiena,
nojipaszenia, B COCTaBE KOTOPBIX HAXOAMTCS IYHKT, U COOCTBEHHOTO HOMeEpa,
pa3eICHHBIX TOYKOM. B KOHIIE HOMEpa ITyHKTAa TOYKa HE CTaBUTCA. TeKCT mocie
HOMEpa IMyHKTa HaYMHAETCs C 3arjaBHOM OyKBBI uepe3 mpoOes Ha TOH ke CTPOKe.
Mexy NyHKTaMHd pacCcTOSHUE OJIWH UHTepBan. llpuMepoM Hymepanuu u
PacCTOJI0XKEHHS ITYHKTOB MOXKET CITY>KUTh TEKCT 3TOTO pasea.

3.2.3 BHyTpHY IyHKTOB MOTYT OBITh IPUBEACHBI MEePEeYrCACHHUS:

- IEPEYMCIICHUS] BBITIOIHSAIOTCA ¢ a03a1eBOro OTcTyna 0e3 HyMepaluuu;

- Tepe] KakI0il Mo3uuuel nepedrciaeHus ciaeayeT CTaBuTh aeduc, mocie
3HaKa «J1e(prcy» mepea TeKCTOM BBITIOTHIETCS MPOoOeT;

- TEKCT TMEPEYHCICHHUS] HAYMHAETCS CO CTPOYHOW OYKBBI, 3aKaHUHBACTCS
3HAaKOM «TOYKa C 3alsIToi», B KOHIIE TEKCTa MOCIEIHEr0 MepeUncIeHs] CTaBUTCA
TOYKaA.

[lepen nepeuunciennemM BMecTO Aeduca MOKHO CTaBUTh CTPOUYHYIO OYKBY
PYCCKOTO WJIM JATMHCKOro ayipaBuTa, MOCIE KOTOpOM craBuUTcs ckoOka. Ilocie

CKOOKM TOuKka He cTtaButcs. Hampumep:



a) COAepkKaHUE TEKCTA IEPBOrO MEPEUNCIICHHUS;
0) coneprkaHue TEKCTa BTOPOTo MepeurClIeHHs;
B) COJIEp’KaHUE TEKCTa TPETHETO MEPEUUCIICHHUS,

I') COJEpKaHUE TEKCTa YETBEPTOIO EPEUHCICHUS.

3.3 Crunuctuueckue TpeOoBaHUA K TEKCTY

3.3.1 TekcT mOKyMeHTa JOHKEH OBITh KPAaTKUM, YETKUM W HE JIOMYCKaTh
pa3IMYHbIX ToJKOBaHUU. [Ipu m3nmoxkeHUH 00s3aTENbHBIX TPEOOBAHUM B TEKCTE
JTIOJKHBI TIPUMEHSITBCS CII0BA «JIOJDKEH», «CIEAYET», KHEOOXOAUMOY, «Tpedyercs,
YTOOBD», «pa3pelIacTCsl TOJIBKO», «HE JOMYCKAETCs», «3alpeliacTcs», «He
cienye™. IIpu W3JI0KEHUU APYTrUX TOJIOKEHUW CIeIyeT NMPUMEHATh CJIOBa —
«MOTYT OBITH», «KaK MPaBWIO», «IIPU HEOOXOJUMOCTH», «MOXKET OBITh», «B
ciaydae» u T.Ja. [Ipu 3TOM JoImycKaeTcs UCIOIb30BaTh MTOBECTBOBATEIIbHYIO (hOpMY
M3JI0’KEHUS TEKCTa JOKYMEHTA, HAIPUMEP «ITPUMEHSIOT», «YKa3bIBAIOT» U T.II.

3.3.2 B TekcTe JOKYMEHTa HE JOITyCKaeTCs:

- MPUMEHSTh 000pOTHI Pa3roBOpHOM peun, TEXHUIIU3MBI,
po¢heCCUOHAIU3MBI;

- IPUMEHATh MHOCTPAHHBIC CJIOBA U TEPMHUHBI MPU HAIUYUHM PABHO3HAYHBIX
CJIOB U TEPMHUHOB B PYCCKOM SI3BIKE;

- MPUMEHSTH MPOU3BOJILHBIE CIIOBOOOPA30BAHMS;

- MPUMEHSATH COKPAIIEHUS CJIOB;

- IPUMEHSITH 0€3 YHCIIOBBIX 3HAYECHUN MaTeMaTUYECKUE 3HAKU, HAIPUMEp =
(paBHO), 3Haku Ne (HOMep), % (TIPOIIEHT).

3.3.3 B TekcTe JOKyMEHTa YMCJIOBBIC 3HAUCHHUS BEIIMYMH C 0003HAYCHHEM
eAUHUL] (PU3UYECKUX BEJIMYMH U €IMHUI] CUETa CIeayeT mucath Iudpamu, a yucia
0e3 0003HaueHUs eAMHUIL (PU3NYSCKUX BEIUYMH W SIUHMI] CUCTa OT CAMHHUIIBI 10
JEBATH — ciioBaMu. Hanmpumep:

1 TIlpoBecTu HcnbITaHUS MATU TPYO, Kaxaas JJIMHON 5 M.

2 Ortobpats 15 TpyO 11t ICTIBITAaHUI HA JaBJICHUE.
10



3.4 Taomursl

3.4.1 Tabmuupl TPUMEHAIOT I Jy4dlled HarfasgHOCTH W yA0OCTBa
CpaBHEHHUs (pakTHUeCKUX WM HU(PPOBBIX MoKa3atenedl. Tabnuily, B 3aBUCHMOCTH
OT €€ pa3Mepa, MOMEIIAIOT 0T TEKCTOM, B KOTOPOM BIIEPBBIE J]JaHA CChLIIKA Ha HEe,
WIM Ha CIENyIIIed CTpaHWlle, a IpU HEOOXOAMMOCTH, B MPWIOKEHUH K
JOKYMEHTY.

CnoBo "Tabmmma"  yka3piBaloT cieBa 0e3  ab3alHOTO  OTCTyMa
HENOCPEICTBEHHO HAaJ HadajgoM Tabmuubl mpudtoM Times New Roman 14 ¢
NepBOM MPOMUCHONW OYKBBI, OCTalbHBIE CTpouHbIe. [lanee uepe3 mpoben — HOMeEp
Ta0IMIBI apaOCKUMU LHUPpamMu 6e3 TOUKH B KoHIe. [Ipu HeoOXoauMOoCTH Aaiee Ha
TOM K€ CTPOKE 4epe3 THpe HaOMparoT Ha3BaHUE TAOJIUIBI C MPONUCHON OykBa U
0€3 TOYKHU B KOHIIE. 3HAK THPE MOITYYaeTCs, €CIM OJJTHOBPEMEHHO HaXXKaTh KJIABUILIU
Ctrl u «MuHYC», «MHHYC» HAXOIUTCS B NPABOM BEPXHEM YTy KJIaBUATYPHL.
Hanpuwmep: §

1

Tabnuua 4 — CpaBHUTENIbHBIE KaYE€CTBEHHBIE TTOKA3aTEIU YCIIEBAEMOCTH
00y4aroIuXxcsl TEXHOJIOTHYECKOTr0 KoJutemka g

1

Bropas crpoka Ha3BaHusA TaOMUIbl JODKHA pACojararbCsi Ha YpOBHE
Hayaja €€ Ha3BaHHUs.

Paccrosinue ot Tekcra g0 cinoa Tabnuiia qBa mHTepBaia. PaccrosHue ot
Ha3BaHMs TaOmuIbl A0 TaOiauikl — 1 uHTepBan. PaccrosiHue oT Tabauubl 10
MOCJIEIYIOIIETO TEKCTA OJIMH UHTEPBAJL.

3.4.2 Tlpu mepeHnoce 4yacTu TaOMWIIBI Ha JPYTrHe CTPAHUIIBI HAa3BAaHUE HE

ykaspiBatoT. Hax apyrumu gactsimu cieBa 6e3 ab3allHOro OTCTyna MMIIYT CIO0BA
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"l[Ipomomkenne Tabauipl" ¢ ykazanuem Homepa. [lpu nenmeHun Tabnwmpl B
KQKJIOM 9acTH TIOBTOPSIOT €€ TOJIOBKY.

3.4.3 Jlonmyckaercs moMeniaTh TaOJMIy BJIOJb JJIMHHOM CTOPOHBI JIUCTA
JIOKyMEHTa, €CJIM OHa pacrlojlaracTcs Ha OTIACIbHBIX CTpPaHUIAX WIH B
MPUIOKEHUU.

3.4.4 Hywmeparusi Tabauil B TEKCTE [TOSICHUTEJIbHOM 3AIINCKU u B
MPUJIOKEHUSIX — CKBO3HAsA. Ha 6ce mabiuysl 001cHbL OblMb NPUBEOEHbl CCHLIKU 8
mexcme 0OKyMeHma, TIPU CChUIKE CJIEAYyeT MHcaTh CIOBO "Tabiuia" ¢ ykazaHueM
ee HoMepa.

3.4.5 3aronoBku CTOJNOIOB U CTPOK TAOJNUIBI B SUYCHKAX CIEAYyeT MUCATh C
nponucHOM OyKBbl 0€3 TOYKM B KOHIIE B E€JUHCTBEHHOM 4YHUCJE. 3aroJiOBKU
CTOJIOIIOB, KaK MPaBUJIO, 3alMCHIBAIOT TapaJUiedbHO CTpokaMm TaOsmnbl. [lpu
HEOOXOJMMOCTU JIOMYCKAETCsl TEPIECHIUKYISIPHOE PpACIIOJNIOKEHUE 3aroJ0BKOB
CTOJIOLIOB.

3.4.6 Otnenbubli cTonben "Homep no nopaoxy” 6 mabauyy exiouams He
oonyckaemcsa. 1lpu He0OXOIUMOCTH HYMEPYIOT CTPOKU TEKCTa MEPBOro CTOJIOIA
TaOnHIBl apabcKuMu U pamMu 6€3 TOUKH.

3.4.7 Texcr BHYTpH siueek BbimoHsieTcs mpudrom Times New Roman 14

C OIMHAPHBIM MCKCTPOYHBIM HMHTCPBAJIOM.

3.5 Nnntoctpanuu

B Tekcte momyckaeTcs pacrosiaraTh WUTIOCTPAIMU, KOTOPBIE JOJKHBI OBIThH
pacrmoyIOKeHbl KaK MOXHO OJMKe K COOTBETCTBYIOIIMM YacTAM TEKCTa.
NnmrocTpaunu Ha3bIBalOTCS pUCYHKaMu. VX clienyeT HymepoBaTh apaOCKUMU
nudpaMyd CKBO3HOM HyMepaluel, MpoJoJDKAINIeHcss B TpwiIokeHusx. Ecmu
PUCYHOK OJIMH, TO OH 0003HayaeTcst «Pucynok 1». [Ipu ccbuikax Ha WILTIOCTpalUd
B TEKCTE€ CIEAYET MHUCATh «...pUCYHOK 1». Ccbliku Ha pucyHku 6 mexcme

00513ameJibHbl.
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CnoBo PucyHok ¢ ykazaHWeM €ro HOMEpa pacroyiaraloT HEMOCPEACTBEHHO
noa cepenuHor wmoctparuu mpudTom Times New Roman 14 ¢ mponmcHo#
OYyKBBI, OCTaJbHBIC CTPOYHBIC, Yepe3 MpoOes YKa3bIBalOT HOMEp pHCYHKa 0e3
touku. [Ipy HEOOXOAMMOCTH J[ajnee Ha TOW KE CTPOKE 4Yepe3 TUpE HaOHparoT
Ha3BaHUE PHUCYHKA C MPOMHCHOW OYyKBBI M 0€3 TOYKM B KOHIE. 3HAK «TUPE»
MOJIy4aeTcsi, €CIM OJHOBpPEeMEHHO HaxaTh kiaBumu Ctrl U «MHUHYC», «MUHYC»

HAaXOJUTCS B PABOM BEPXHEM yIiIy KiaBuaTypsl. Hampumep: q

PucyHnok 4 — DcKku3 JIETHETrO MIaThs C LHEIbHOKPOCHBIM PYKaBOM
Y JJACTOBULEH, IEPEXOASAIIEN B pyKaBy

1

Bropass cTpoka Ha3BaHMs pUCYHKa JOJDKHA pacnoiaraThCs Ha YPOBHE
Hayaja Ha3BaHWs pucyHka. Hanmuce, Bkatouaromas ciioBo PUCYHOK, ero HoMep U
TEKCT Ha3BaHUs I0JHKHA PACcIoiaraThCsl TaK K€ B LICHTPE OTHOCUTEIIBHO PUCYHKA.

PaccTostHue ot TekcTa 10 pUCyHKa JBa MHTEpBaja. PaccTosiHue OT pUCYHKa
110 clioBa PUCYHOK — OJIMH MHTepBaJl. PaccTosiHME OT pUCYyHKA O MOCIEAYIOIIETO

TCKCTA JIBa HHTCpPBAJIa.

3.6 Coucok MCOab30BAHHBIX UCTOYHUKOB

Cenenus 00 mH()OPMAIIMOHHBIX MCTOYHUKAX HEOOXOJIHUMO pacriojarath B
CJIEIYIOLIEM MOPSIJIKE:

- OCHOBHas JIUTeparypa (yueOHUKH),
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- IOTIOJIHUTENbHAS TUTEpaTypa,

- IEPUOINYECKHE U3AaHUS (KypHAJIbI, Ta3€ThI),

- JIIEKTPOHHbIE UCTOYHUKU UH(POPMALUU (MHTEPHET).

Hctounuku uHOpMAIK CIEIyeT HyMEpoBaTh apabCckumu Iudppamu 6e3
TOYKM M HaOMpaTh MX Ha3BaHMs C ab3alHOrO OTCTyna. BHyTpu kaxmon u3
YeThIpeX TIPyHI HCTOYHUKOB HX CJEAyeT pacroyiaraTb IO andaBUTy, HO

HyMEpaIuio IPOU3BOANTH CKBO3HYIO U pacroiaraTh UX OOLIUM CITHCKOM.

3.7 Ilpunoxenus

3.7.1 Marepuan, AONMONHSIONIUNA TEKCT TOSCHUTEIBLHON  3aIUCKH,
MOMEIIAIOT B MPUWIOKEHUAX. [IpUiIoKeHUSIMU MOTYT OBITh PUCYHKH, YEPTEKH,
doTorpaduu, cxemsl, TaOIUIBI O0NbIIOrO GopMara, pacueTsl U T.J. B Tekcte Ha
BCE MPWIOKEHUS JOHKHBI OBITh JaHbl CChUIKU. [IpuiioxkeHus: oQopmisitoT Kak
IIPOJIOJKEHUE MTOSICHUTEBHON 3aIIMCKA HA MOCIIEAYIOIINX €€ JIUCTaX.

3.7.2 TlpunoxeHus AOHKHBI HAUMHATHCS C TUTYJIBHOTO JINCTA TMPUIIOKCHHI.
OH BBINOJIHSAETCS Ha JIUCTE C PAMKOW M OCHOBHOW HaAmMchio mo ¢opme 2a, Ha
KAKHAX BBINOJHEH TEKCT. B BEpXHEM JIEBOM YIily TUTyJa PAaCHOJIOKUTH CIOBO
[MPMJIOXKEHUA mpudrom Times New Roman 16 mponucHbiMH OykBaMu C
ab3arHorO OTCTyrna. B OCHOBHOW HaANMKMCH yKa3aTh WHIUBUIYAIbHBIN MIHGD, KaK
BO BCEM TeKCTe. BpyudHylo yka3aTb HOMEp CTpPaHMIIbI, BXOJAIIMKA B OOULIYIO
HyMEpALMIO TeKCTa. JlanpHEeWIme JIMCThl NMPUIIOKEHUN HYMEPOBAaThb HE HAIO, U
OHM HE JOJDKHBI UMETh PAMKH M OCHOBHOM HaJMKCH.

3.7.3 IlpunoxkeHusi, Kak TPaBUJIO, BHITIOJIHSIIOT Ha Juctax Qopmara A4.
Jlomyckaetcst opopMiIsTh IpuiiokeHus Ha nuctax dopmara A3, A2 u Al.

3.7.4 Kaxnoe mNpuiaoKeHHWE CIeAyeT HauyMHATh C HOBOM CTpaHUIbl C
yKa3aHUEM HaBepxy B MpaBoM yriy ctpanuilbl mpudTom Times New Roman 14
cnoBa "lIpunokenue" u ero HoMepa 06e3 Touku. Hampumep, repBoe mpuiokeHUe
Oyner 0603HaYaTHCS

[Tpunoxenue 1
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3.7.5 Bce wuzoOpakeHusT B NPUIOKEHHUSIX CIEIyeT HMEHOBATH CJIOBOM
PucyHnok u HymepoBaTh apaOCKUMU IU(ppaMu CKBO3HON HyMepalliei, HauaBIencs
B TEKCTE, €CIIM TyJa ObLIM MOMEIIEHbl WUICTpauuu. Ha éce pucynku 6 mekcme
NOACHUMENbHOU 3aNUCKU OOJICHbL ObiMb OaHbl CCblIKY. B OJHOM INPUIIOKEHUH

MOI'YT OBITH PaCIIOJIOKCHBI OIUH HIJIN HCCKOJIBKO PUCYHKOB. Har[pHMep:

Ipznozesme 2

Pacysox 5 — [ paderecsant meetox
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