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PABOYAS MHCTPYKIMA

HOAT'OTOBKA TEKCTOBBIX MATEPHAJIOB
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1. BBEJJIEHHUE

1.1 Omnpenesnenne nousiTusi «IloAroToBKa TEKCTOBBIX MATEPHATOB)

[ToaroToBKa TEKCTOBBIX MATEPHUATIOB — MOJTYYCHHE TPEOYESMBIX IS NaNbHEHIIEH pab0oThl TEKCTOBBIX MAaTEPHAJIOB B
ANEKTPOHHOU Qopme B Buze JoKkymMeHTOB Microsoft Word. IToaroroBka TeKCTOBBIX MaTEpUAIOB MOKET BKIIFOYATh B ceOs
cienyroume 1eicTBUs:

1. Pacno3naBanue TekcTa (B TOM YHCIIE TAOJIHII C YHCIOBHIMU JAHHBIMH), UMEIONIETOCS B BUEC OTCKAaHUPOBAHHOM
OyMa)KHOU KOTIHH.

2. Pacro3naBaHue TeKcTa (B TOM YHCIIE TaONINI] C YHCIOBBIMH JAaHHBIMH), UMEIOIIETOCS B BUE (haitna ¢popmara
PDF.

3. U3Bieuenue (konupoBaHue) TeKcTa U3 (BaitaoB, He sBisrommxcs daiinamu popmara Microsoft Word, Ho
CoJIeprKallliX TEKCT B 3JIEKTPOHHOM (He pacTpoBoM) Buze (Harnpumep, PDF, Microsoft PowerPoint, u npou.).

4. Oo0pabotka daitmoB Microsoft Word, mosrydeHHBIX ITOCIIE pacTIO3HABAHUS WA U3BJICUCHUS TEKCTa U3 (ailyioB.
5. Habop TekcTa (B TOM YHUCIie TaOIUI] C YACTOBBIMHU JTaHHBIMHU).

6. HaGop maremarnueckux GopmyiI.

7. Tloarortorka ¢aiinos ¢popmara Microsoft Office k mepeBomy: obGecreuenne peaakTHPYEMOCTH TEKCTa.

2. OCHOBHBIE IOHATHUA U TPEBOBAHUSA

2.1 Onucanune

HcxonHbIMU MaTepHaIaMu JIJIs Hadyajia MOATOTOBKH TEKCTOB MOTYT OBITh!
1. Marepuaisl 3aka3unka B OyMa)KHOM BHJIe (KOTIHS OpHTHHAIA OO0 pacnedarka daiina).

2. Marepuaibl 3aKa3yrKa B 3JIEKTPOHHOM BHJIE (IS paCIIO3HABAHUS WIIN M3BJICUSHHUS TEKCTa) — (aiIibl
OpUTrHHaNa, 1100 OTCKAHUPOBAHHEIE (JUIsl pacriO3HaBaHMs JINOO W3BJIEUEHUsI TEKCTA KOTMPOBAHHUEM).

3. ﬂOHOJ’IHI/ITeHLHLIG TpeGOBaHI/IH K IMOJATOTOBKE TECKCTA, YKa3aHHbIC MCHC/PDKEPOM IIPOCKTA.

PesynpTaToM oAroToBKHM TekcTa siBysietcs dain(-1) B popmate Microsoft Word u unbIX hopmarax Microsoft
Office, conepskamiuii TeKCT, TAOIMIBI C YUCIOBBIMH JaHHBIMH M ypaBHEHHs (IPU HEOOXOJUMOCTH), YIOBICTBOPSIOIINE
W3JI0’)KEHHBIM B JTAaHHOW MHCTPYKIMHK TpeOoBaHMUsAM. Ha ocCHOBE 0ZJHOTO OpHIrHHaa MOXKET CO3aBaThes 0ojiee OHOTO
daiina, Hanpumep, (1) daiin ¢ TekcTOM U1 JadbHEHIIEro KCHOb30BaHus B cucteMax TranslationMemory, (2) daiin,
COJIepIKaIUi TAOJIMIIBI C YUCIOBBIMU JaHHBIMU U (3) daiis, conepikaiinii ypaBHEHHs st JajbHEHIIEro ux
UCIIONB30BaHMS B TIpoIiecce BepcTKH. Eciy criennanbHO HE yKa3aHO, TO Pe3yJIbTaTOM JOJDKEH OBITH TOJIBKO OXUH (aii..

Texkct B pe3ynpTHpYyIOmEM (aiiiie He JOIKEH CONepKATh MPOIYCKOB H/MIIM CHMBOJIOB, OTCYTCTBYFOIITHX
B OpPHUTHHAJIE, €CIIM MHOE CIEHATIbHO HE YKa3aHO B 3a/laHHU.

2.1.1 Ha6op Tekcra (Ta0JHMIbI ¢ YHCJIOBBIMH JAHHBIMHU, YPABHEHHS1)

Habop Tekcra (B TOM 4ncIie TabauIl C YUCIOBBIMU JaHHBIMU M YPaBHEHUH ) IPOU3BOIUTCS IIPH OTCYTCTBUH
BO3MOXKHOCTH TIOJIyYUTh TEKCT KAKUM-THOO0 IpYrUM CIIOCOO0M, HalIpUMep, PH IUIOXOM KauecTBe OyMa>KHOH KOTIHU
OpHUTrHHANA, KOT/a Paclio3HaBaHHe HEBO3MOXKHO. TeKCT (B TOM uucie TaOJIUIbl) HAOMpaeTcs ¢ KJIaBHaTyphl B IIpOrpaMMe
Microsoft Word Ha tpebyemom si3bike ¢ cobiroaeHreM opdorpaduu opurnHaia. CTHIb 0)OPMICHUS TEKCTa COOMIOAATD
HE CJI/IYET, 32 UCKIIIOUEHHEM COXPAaHEHUsI BbIJEJICHUS SJIEMEHTOB TeKCTa (KypCHUB, MOy )KUPHOE HaYepTaHHE,
MOMYEPKUBAHHIE | T. 11.). Y paBHEHHS HAOUPAIOTCS TOJIBKO MPH MTOMOIIH MITATHOM GyHKIMK TIporpammMel Microsoft Word
(Bcraka — ®opmyiia), TIpH 3TOM CIIEIyeT COOMI0NaTh HauepTanue mpudTa opuruHaia (pyoIeHHBIH JIHO0 ¢ 3aCeTKaMM)
u pazmMep mipudTa. Tabmuirs! cneqyeT HaOUPATh ¢ COXpaHEHUEM CTPYKTYPHI TAOJIUI] OPUTHHAIA U C COXPaHCHHEM
BBIICJICHHUS DJIEMEHTOB TeKcTa. [Ipn HaGope TaOIHL M ypaBHEHHUH ClielyeT yYUThIBaTh, HA KAKOU S3BIK OyneT
BBINIOJIHATBCS IIEPEBOJI, U COOTBETCTBYIOLINM 00pa3oM BBIIOJIHATH PACCTAHOBKY 3HAKOB JACCSTHYHOM 3aITON (TOUKH) U
pasnenuTerneil pa3psaaoB ThICSY (TP HEOOXOIMMOCTH).
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2.1.2 KonupoBaHue TeKcTa

Tekct MokeT OBITH CKOTTMPOBaH U3 (aita opuruHana B gaitn Microsoft Word B cirydae, eciii 370 HEOOXOAMMO U
SIBIIICTCS 00JIee MPOIyKTHBHBIM, YeM PacliO3HABAHUE.

2.1.3 Pacno3HaBaHHe TEeKCTAa

Jlis pacrio3HaBaHUs TEKCTa MOTYT IPUMEHSTHCS JIFOOBIC IPOTPAMMBI, €CJIM OHH 00CCIICYUBAIOT BBITIOTHCHUEC
TpeboBaHwMii 3a1aHKs HAa pacro3HaBaHme. PexoMeHyeTcst nemosb3oBath mporpammy ABBY'Y FineReader, Tak kak 1o
CPaBHEHHIO C IPYTHMH aHAIOTHYHBIMHA MIPOTPaMMaMH, a TaKXke TI0 CpaBHEHHIO ¢ mporpammoit Microsoft Word, ona
nMeeT HanboJree TOJTHBINA CITUCOK CIIOBapel A1 MpoBepku opdorpadui pacrio3HaHHOTO TEKCTA.

[Tpu HEOOXOTUMOCTH BO3MOKHO BBIITOJTHEHNE CIICAYIOMINX MTOTOTOBUTEIBHBIX JCHCTBUIA:

1. CkanmpoBaHHe OyMa)kKHOH KOIIHMH I1eJIeCO00pa3HO BHIOIHATE OTACIHHBIM JIEHCTBHEM IIPHU IIOMOIIH IPOTPAMM,
MOCTABISIEMBIX CO CKAHEPaMH, B COOTBETCTBUH C MHCTPYKIIHUEH 110 CKAHMPOBAHHUIO, & HE KaK ONEpaltio, BHIMOIHIEMYIO B
MporpamMme pacro3HaBaHusl.

2. Ilpm HeoOxoauMmocTH (aiiibl, MOJTyUYEHHBIE B pe3y/bTaTe CKAHUPOBAHHS, MOTYT OBITh IOMOJIHUTEIBHO
00paboTaHbl B porpaMmax 00paboTKK pacTpOBBIX TpaduuecKrx H300pakeHui (HanpuMep, st HOBBIICHHS
KOHTPACTHOCTHU TE€KCTa M YETKOCTH (Pe3KOCTH) TeKCcTa MpH paboTe ¢ OPUTHHAIOM IJIOXOr0 KauecTBa, I pa3BopoTa
n300paXeHHs TaK, YTOOBI CTPOKH TEKCTa PACIOJIAraIiCh CTPOTO TOPU30HTANBHO, U T. I1.) JUISl CHIDKCHHUS KOJIMYECTBa
BO3MOJKHBIX OIIMOOK pacIO3HABaHUS.

3. TIlpu pacmo3HaBaHWU pacTPOBHIX (ailyIoB ¢ TEKCTOM, pa3Mep mpudTa KOTOPOro paBeH 6 pt u MeHee (€ciu TeKCT
TaKOBOTO pa3Mepa 3aHuMaeT He MeHee ~20%), normyckaeTcst (peKOMEHAYETCsI) IPEIBAPUTENBHO YBEININTD Pa3peIIeHUE
pactpoBoro (aiina 10 BenuurHsl He Menee 500 dpi.

4. Tlpwn Hannumu B rpadudeckux dainax (oHa 0] TEKCTOM, 3aTPYAHSIOIIETO PACIO3HABAHHUE, HOITyCKACTCs
(pexoMeHIyeTCsT) BBIIOIHNTD MPEABAPUTEIbHYIO 00paO0TKyY Takux (ailiioB I yCTpaHeHHs BIUSHUS (oHa.

5. Tlpu ucnonb3oBanuu nporpammsl ABBYY FineReader crienyet:

5.1. Pa3ameTtky OJIOKOB pacro3HaBaHUsI pEKOMEHAYETCS BBIIIOJHUTE BPYYHYIO Ha Ka)JIOH CTpaHHILE, IpU
pacrio3HaBaHUU TaONHUI] CIEYET YIOCTOBEPUTHCS B IPABUIIBHOM OIPEAEICHHH CTPYKTYPhI TaOJIUIIbI TPOTPaMMOH, IpU
HEOO0XOIUMOCTH UCIIPABUTH.

5.2 B kauecTBe mapaMeTpoOB COXpaHeHuUs pacrno3HanHoro daiina (ABBY'Y FineReader sepcuu 12 u Gosiee HOBBIE)
BbIOpaTh At (aitnoB DOCX «Odopmienue nokymenta — [Ipocroii Texct, CoXpaHsITh NOTYKUPHBIN WPHPT, KypCUB 1
NOTYEepKUBaHUEY, MapaMeTp «CoXpaHATh KapTHHKH» JOJDKEH OBITh OTKITIOUYeH. Vcrosp3oBaHue mapamerpa «CoXpaHsTh
noyiHoe oopMIIeHHE JOKYMeHTa» He nonyckaercs. «Lpudr, ucnonesyemsiid B pesxume Ilpocroit Teker — Arial». Qs
Oosiee cTapbIX BepCH IPOrpaMMBI CISAYeT BEIOHpaTh HauboJIee «IIPOCTOM» PeXKUM COXpaHEHHs, O3BOJISIOIIUH
COXPaHHTb TEKCTOBBIC BBLICIICHUS OPHTHHAA.

5.3 TalOmuIbl ¢ YUCIOBEIMA JaHHBIMU CIICAYET MPOBEPUTH ITOCIIE paco3HaBaHus B mporpamve ABBYY
FineReader, oOpainas BHUMaHHE Ha MAPKUPOBKY «HEYBEPEHHO PaCHO3HAHHBIX CHMBOJIOBY.

5.4 Cnenyet npoBeputh opdorpaduro pacmo3HaHHOTO TeKCTa (HE YUCIOBBIX JAHHBIX) CPEACTBAMH MPOTPAMMBI
ABBYY FineReader, npu 3ToM clienyeT BKIIOYNTH NapameTp npoBepkn «OcTaHaBIMBAThCS Ha HECIIOBAPHBIX CIIOBAX» U
OTKJIIOYHTH BCE OCTAJbHBIE.

6. [lpu npuMeHEeHUM UHBIX TPOTPAMM PACIIO3HABAHUS CIIEAYET BBIOPATh HACTPONKH U BBITIOJIHUTH ICHCTBUS,
aQHAJIOTHYHBIC IPUBEIACHHBIM B I1.5 10 pe3ybTaTaM MPUMEHEHHs. JTO 3aMeYaHue ClIelyeT IPUMEHATh JJIs BCeX
JaTbHEHITNX HACTPOCK/MeHcTBUi, ecii oHM ykasaHsl st [I0 ABBY'Y FineReader.
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2.14 TpeOoBaHusl K TEKCTY, MOJY4YEeHHOMY B pe3yJbTaTe Ha00pa WM Pacno3HABAHUSA

1. [Ilpeodsapumenvuas obpabomka mexcma, NOIYYEHHO20  pe3yTbmame pacno3HaAGaAHUsL

[Mocne pacrio3naBanus TekcTa npu nomouu nporpammel ABBY'Y FineReader, npoBepku opdorpadun
PacIio3HaHHOTO TEKCTa CPEACTBAMU 3TOM MPOrpaMMbl (IIpU HEOOXOMMOCTH) M COXpaHeHHs ero B daii popmara DOCX
(Bepcus Microsoft Office ne ke 2010, kakue-1u60 Apyryue NPOrpaMMbl HE IPUMEHUMBI) CIIEIYET IPOBEPHUTH U

YCTaHOBUTH:

1.1 s Bcero TeKCTa CeAyeT YCTAHOBHUTD CIIEAYIONINE apaMeTpsl GopMaTHpoBaHUS ab3areB:

OTETYME! M HHTEPEANE! | MonNoM#EHHE Ha CTPAHHLE | OTCTYNEl W MHTEPEaNEl  MONOMEHHE HA CTRaHHLE |
OflHe PasfiEka Ha CTPaHkLE!
BrIpaEHHEAHHE: II'ID NEEOMY KPaH VI
= [ He oTpEIBaTE OT CREAYOWErD
¥poEeHs! IOCHDBHDM TEKCT hi I
[ He paspeiBath abzau
Hanpagnedke: § cnpasa Haneso ¥ cnega Hanpaso [ £ Hogoii cTpamus
OTCTYN
McknroueHns opMaTHPOEaHHA
== o cm R e A ha: [ 38NpETHTL HyMEPALMID CTROK
nocoe: 0 cH = I(HeT) j I ﬁ [ 8npeTHTE SETOMATHHECKKI NEpEHOC CNoE
[T 3epransHele oTeTybl MapameTPe! HAAMHCEH
OGTEKSHHME MO KOHTYPY:
MHTepBan IHET j
Mepea: 0T = MENAYCTROUHEIA: 3HAYEHHE!
Mocne: ot = OAHHPHEI j | ﬁ
[~ He aofiaenate uHTEpEan Meway ab3auaMH DAHOMD CTHASA
Ofpazey Qfpazel
\Oiipaey TewcTa Opiszey Tencra Ofnssey nescra Ofpasey TescTa Cfinaney Tencra Ofnssey TencTa Texer uowe Guma comaporm x fakas cparmia v ks MicoicEWend # cryvas, oone e xcfome
Ofpaney TexcTa Ofpasey TexcTa OSpasey Texcra OSpasey Texcta OSpasey Texcra OSpasey TexcTa = . - el - - -
Ofpasey TaxcTa Ofpasasy TencTa Ofpasey TexcTa OODazsyY TEXCTA
Tafynauma. .. o ¥MaN4aHHI | (0.4 I OTMEHa Tabynauna, .. Mo ¥ManHaHHHD | [o),4 I OTHEHE
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1.2 Jlns Bcex TaOJMI[ B TEKCTE CICAYET YCTAHOBHUTH CIIEAYIOIIUE apamMmeTpbl (OPMaTHPOBAHUSI:

(IToxazano mis Microsoft Word 2010):

CeoMcTEa Tabnvubl ﬂil CEOACTEa Tabnuubl ﬂﬂ
Tadmvua  CTpoka | CTongew I Aueika I FAMELLSHOWHA TEKCT I TafnuHua I CTpOKa I CTonfen  Adedka | JaMELLAMILMA TEKCT I
CTpaoka 1: Pazmep

" it MpHHa: |2.14” ﬂ EAHHHLEL I,ﬂ,mﬁrﬂbl VI
Ta: IEI" 5‘ DEHHM; IMMHMWM - I
ELIPSEHHESHHE

MapameTpel

[ IDaspEMTE NEREHOC CTHOK HA CNEAYHOLLYHD CTRAHHLY

[~ nMOBTOPATE Kak 3ArONOBOK HA Ka¥ADH CTRAHHLE

CHHZY
4 MpeARAYWaA CTROKS W CneAvHLWaa CTpoKa

MapaMeTpEL. .. |
QK I OTHEHS ok I OITHEHS |

B cBoiicTBax Ta6J'II/IIII>I JOJIDKHO OBITH OTKIIFOUEHO CBOHCTBO ((aBTOHOZ[60p Pa3MEpoOB IO COACPIKUMOMY»,
«0OTeKaHue» Ta6J'II/IIII>I CICAYCT OTKIIIOYHNTh.

[Mpn nanpHeieit 00paboTKe TeKCTa, MOIYYSHHOTO B pe3yJIbTaTe paclo3HaBaHus, nporpamMmoit Microsoft Word,
Jlonyckaercs: (peKOMEHLyeTcst) BKIIIOYNTh B Word pexkuM aBTOMaTH4eCcKOH NMpoBepKH opdorpaduu, YTo 03BOJIUT
BBITIOJTHUTD JIOTIOJIHUTENEHYIO TIPOBEPKY opdorpaduu, He BHIIIOIHSS IIPH 3TOM JOTIOJIHUTEIEHOH OT/IeNIbHOM Oleparyy.

KpoMe yka3aHHBIX BBIIIE TPEOOBAHHMIA, TEKCT JOJKCH YIOBICTBOPSITH IPUBOJIUMBIM B CIICAYIOIIEM ITYHKTE OOIIIM
TpeOOBaHUSM.

2.  Obwue mpebosanus

Tekcr, MOJIyYeHHBIH B pe3ysibTare Habopa MM PACIIO3HABAHHS, IOJDKEH YIOBJICTBOPSThH CIACAYIOIINM TPEOOBaHUSIM
K 0(hOpMIICHHIO:

2.1 Dnexrponuslit popmar daiira — Microsoft Word, popmat mokymernrta — DOCX, ecnu nHOE He yKa3aHo.

2.2 Pa3mep Oymaru B fokymenTe — A4 (A3 npu HeoOXOAMMOCTH TaONHIl C OOJBITAM KOJTHISCTBOM JaHHBIX),
OCHOBHOE PacIoJIOXKeHHe JINCTa — BepTHKajbHOE. [10J1s1 JOKyMeHTa — CUMMETpHYHbIE, 10 1 aroiimy (nmu 2,5 cm).

2.3 PaszpeneHue Ha pa3zesbl OTCYTCTBYET 32 HCKIIOYEHUEM HE0OX0IMMOCTH Pa3BOpOTa JIMCTA, JIM00 100aBICHUS
JIUCTOB JIPYTroro pazMepa Oymaru (Hanpumep, JIMcT A3 ropu30HTILHON OpPUEHTALMH TP HEOOXOJUMOCTH ISl TAOJIHIIBI
B JIOKYMEHTE C OCHOBHBIM pa3MepoM Oymaru «A4, BEpTHKAJILHOE PACIIOIIOKEHHUEY).

2.4 Tlpumensiemble mpudTel — ToNbKO Arial, Arial Narrow, Times New Roman uiu Courier New ¢ cobnmtonennem
pasneseHus mpudTa Ha «pyOICHHBIN)/ «C 3aceUKaMu», €CIH B OPUTHHATIBHOM JJOKYMEHTE MPUCYTCTBYET KaKoe-TH00
BBIJICJICHHE TEKCTAa METOIOM M3MeHeHus Tuma mpudra. [pudT Arial Unicode MokHO PUMEHSTE TONBKO B CTydae
SI3BIKOB, COICPIKAIMX CHMBOJIBI, OTCYTCTBYIOLINE B OOBIYHBIX MIPU(TAX, HAIIPUMED ISl HEPOTIU(OB.

2.5 Pasmep mpudra — 10-12 pt, eanHBIH 1718 BCero TEKCTa, KpoMe TabJIHII, B KOTOPBIX TEKCT TAHHOTO pa3Mepa
HE MOXXET OBITh pa3MelleH 0e3 pacCTaHOBKH IepeHOCcoB. MaciuTtabupoBaHHe H H3MEHEHHE MEKOYKBEHHOTO HHTEpBaa
HE JIOMyCKarOTCSL.

2.6 Jnst ctrinst «OOBIUHBII» cieyeT yKazaTh MIPUQT TOro ke pazmepa U HaYE€PTaHUs, YTO MPUHSTHI ISl OCHOBHOTO
TEKCTa; B Ka4eCTBE HauepTaHus mpudra cieayer BHIOMPATh TOJIBKO OOBIYHOE HauepTaHUe, He AOIyCKaeTcs BBIOOD
MOJTY>)KUPHOT0, KypCcHBa U T. 1. B mapameTpax mpudra cieayeTr OTKIIOYUTh Kakoe-I100 «odopmieHue» («Maibie
nponucHeie», «Bce mponucHeie», «MacitadupoBaHue» U T. I1.), KaK MOKa3aHO Ha CIEAYIOINX HILTFOCTPAIUSX:
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LpmchT | AonanHHTENEHD I
NaTHHALE MesEHaKOER I MHTEpEaN

LLpndT: HaqepTaHHe: Pasmep: Macwrab: IIUU% Vl

Arial | |oBeHHeR 10 = =

I —I I lHTEpEan: IOﬁb\HHbIM j Ha: I j

-~ a8 -
KypcHe El CHELLEHHE! IHeT 'I Ha: E‘
Moy supre | o~ | =
I KepHMHr ANA 3HaKOB pasmepan: I E OYHKTOE W fionee

CNOoMHEIE 3HAKKH

WipkdT: HauepTaHme: Pazmep:

|+OcHanoﬁ TEKCT {CNOMHEIE 3HAKK) j Ioﬁbll—mmﬁ j IID LI Wl Ep=m

TkraTypel: IHeT i

Beck TekcT = o J

LEeT TeKcTa: OoaqepKHEaHHE! LEeT NoAYepkHESHHA: WHTEpEaN M AY WHPaM: II'Io YHONHAHHD j

I AETD LI I(HET) ﬂ I AETo LI doprisl LHR: II'Io YROMHEHHRD j
Buraoi CTHANCTHHECKKE HIBOPEN II'Io WHOAUSHHHD j

I~ saueprry T I~ Manbie nponuckbie [ Mnone30BaTE KOHTEKCTHEIE E3RHAHTEI

™ asoiinoe saqepkHBaHne ™ e nponncHeie

™ HaacTpoqHEIA I~ ckpeimesi

I noacTpounei
Ofpasel OBpazey,

A Sample e s R Sample s

LLpHEGT TEMEl ANA DCHOBHOMD TEKCTA (CA0HHBIE 3HAKH], Monons3yemsiA wpkhT LUpMchT TeMEl ANA DCHOBHOMD TEKCTA (CAOMHEIS 3HAKM], MCnonesyemsiA wpkhT

OMPEAENASTCA TEKYILER TeHoR A0KyMEHTE, OMPEAENAETCA TEKYULEH TEMOR ADKYMEHTA,
Mo yMon4aHHH | TexcToeble sddekTel . . | QK I OTHEHa | Mo yman4aHm | TercToEsie 3hdekThl .. | OK I OTreHa |

2.7 Bech TEKCT I0/DKEH OBITH PACIIONOXKEH B OJHY KOJIOHKY 0€3 0(pOpMIICHHST OTCTYIIOB ab3areB. PacmonoxeHue
TEKCTa «KaK B OPUTHHAJIe» HEe TPeOyeTCsi He3aBUCUMO OT O(OPMIICHHS UCXOIHOTO JIOKYMEHTA, €CJIH TOJIbKO HHOE He
yKa3aHo B 3aiaHuu. CieyeT OTAessITh IyCTOM CTPOKOW IPYT OT pyra TEeKCT, MMEIOIHIA «Pa3HOe 3HAYCHUEY, T. €. TEKCT
a03alieB OT TeKCTa HAAMKCEH U1 MILTIOCTPALUiA U T. 1. CIMsSIHUE PAa3HBIX M0 CMBICITY TEKCTOBBIX €IUHHUI] B OJIHY
He Jonyckaercs. JleneHne TeKcTa Ha CTPAHHUIIBI, €CIIH ATO UMEET CMBICI, CJICAYeT BBIOIHATH CAMBOJIOM KOHIA
crpanuis (Ctrl+Enter). Kakue-mi6o winmrocTpaniu (pUCYHKH, OJIOK-CXEMBI H T. I1.) He TPEOYIOTCS, HO TEKCTOBBIC
HAJIHCH JIOJDKHBI OBITH PACIO3HAHBI.

2.8 MeXCTpOYHBIN HHTEPBAN J0JKEH OBITh PaBeH eAuHHIE. JJOmycKaeTcsi HCMOIb30BATh SIUHBIN ISl BCETO
JOKYMEHTA OTCTYII IOCTIe W JI0 ab3ara.

2.9 Bce ocoOble mo3unuy TabysIsiTOPOB B TEKCTE JTOJDKHBI OBITh yIaJICHBI.
2.10 B xauecTtBe mapameTpoB ab3ara cieayeT YCTaHOBUTD «3aIpeT BUCSYUX CTPOKY.

2.11 B xauecTBe CTHIISI BEIPABHUBAHUS HE JIOMTYCKACTCS HCIOIB30BaTh BRIPABHUBAHHE «II0 IIUPHUHEY, TOJIBKO «II0
JIEBOMY Kparo BI€BO» (OCHOBHOW CTHJIb BEIPaBHHBAHHSA, PEKOMEHIYETCS HE TI0JIb30BAaThCS BBIPABHIUBAHUEM «IIO TIPABOMY
Kpakoy, «I10 LEHTPY»).

2.12 He pexoMeHIyeTCS UCTIONB30BATh JIFOOBIE CTAHAAPTHBIC CTHIIHN 33 UCKITIOUeHHEeM CTHIIS «OOBIYHBIN» 1
3aroJIOBOYHBIX CTUJICH (TOJIBKO ITPU HEOOXOMMOCTH aBTOMATHIECKON cOOpku ornasiienus) [3aronosok NJ.
He nonyckaercsi co3naBarh B JOKyMeHTe cTHIH. CTHITH, aBTOMATHYECKU CO3/IaHHbBIe POrpaMMaMH PACIO3HABAHHUS,
JIOJDKHBI OBITh YAAJeHBl U3 JOKYMEHTa C TeM, YTOOBI YHCIIO CTHIIeH OBLIIO MUHMMAIIbHO BO3MOXHBIM. B cityuae, ecnu
nporpaMma pacro3HaBaHHs CO37[aeT CTOPOHHHUE CTHIIH, UX CIIEAYET YAAIUTh U HA3HAYUTh TEKCTY CTHIIb «OOBIYHBIN.

2.13 He cnenyer BHINOIHATH J1000€ (hOpMaTHPOBAHUE MIPU IIOMOILH POOEIIOB U TaOyISITOPOB:
a) B Tekcre He M0DKHO OBITH TOAPST GOJIEe OAHOTO MPobesa uiu Tabyasropa
b) He momxHO BeTpeyatses coueTaHue «IPOOETINKTAOYIISITOP» WK «TabyIITOPH«IIPpoOeIT».
C) B cepemuHe npetoKeHHs HE JOMKEH BCTPEUATHCS 3HAK «TabyIsaTop».

2.14 CrenyeT OTKIIIOUNTH aBTOHYMEpAIHIO B JI060oM Bue (MapkupoBaHHbIe CIMCKH, HyMepoBaHHBIE CITHCKH, 1
T.1L.).

2.15 CuMBOIBI «TPALYCH, KILIFOC-MHHYC» U T. II. CIEAYET BCTABIAThH B TEKCT IIPH HEOOXOANMOCTH CPEJICTBAMH
BCTaBKH criericuMBosioB (BetaBka — CumBout) ninu BBogoM Alt-koma cumBosa. He mormyckaercst BBOA CHMBOJIA Ipayca
IIpU IOMOIIY CUMBOJIOB «0» (HOJB), «O» (OykBa) U T. A., CUMBOJIA «&» IIpU IOMOIIY NMOAYEPKUBAHUS 3HAKA «+» U T. II.

2.16 Ecnu B TeKcTe OpUTrHHaIa UMEIOTCS OYKBBI C IMAKPUTHUECKUMH 3HAKaMH (HanpuMep, «A», «Ex», «i», «O» u
T. I1.) CJICLyET YAOCTOBEPUTHCS, YTO OHH €CTh B PACTIO3HAHHOM TEKCTE C COOIIIOACHIEM €MH000pasns mpudra.
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2.17 Ecnu TEeKCT OpUTHHANA BBIICISAETCS KYPCUGOM, IOAICPKUBAHUEM, MOJYKUPHBIM HAYEPTAHUEM WK HHBIM
crocoOoM (1IBeT, HAACTPOUHBIN CUMBOJI, U T. 1), TO 3TH BBLACIICHUS JOJDKHBI OBITH BRIITOTHEHEI. ECITi Bech TEKCT Ha
CTpaHUIIE BRIJEJIEH OJMHAKOBBIM IIBETOM, TO CJIEAYyEeT IPUMEHTH YePHBIH nBeT TekcTa (ABTO) LIBeTHBIEC 3aIMBKH
(TamKkn) MoK TEKCTOM He Hy KHBI, €CITH TOJIBKO He MPUMEHSIOTCS IS BRIACICHHS ST9€eK B CIIOXKHBIX TaOIUIaX MITH HE
BBIJICJISIFOT OT/CIBHBIC CJIOBA B CIIOBOCOUYCTAHUSX/TIPEIOKECHUSIX.

2.18 He cnenyer nenuTh MpeJIoKEHUE C UCIIONIB30BaHUEM 3HaKa KoHIa naparpacda (Enter) nim xoHna crpoku
(Shift+Enter), naxxe ecu B opuruHaje Ha 3TOM MECTE HAUHMHAETCs HOBas ctpanuia. KoHell Tekcta JoJKeH ObITh
JIOTMYECKH JJOIYCTUMBIM (KOHEI] IpeJIoKeH s, KoHel ab3ana). Eciu opuruHan oOpsiBaeTcst IpH OTCYTCTBUH
JIOTMYECKOT0 3aBepIIeHNUs (HalpuMep, OTCYTCTBYIOT CTPAHUIIBI C KOHIIOM IIPEI0KEHH s, TEKCT OPUTHHAIA HEPa3oopUKB
n3-3a IUIOXOT0 KayecTBa U T. I1.), ClIelyeT YBEJOMHUTh 00 3TOM MEHeKepa NpoeKTa (B 2JIEKTPOHHOM ITHChME), a B TEKCT
BHECTH (hpa3y «oOpBIB OpUTHHATIA» OO0 «HEPA300PUNBOY», BBIJCIHB €€ IPH MOMOIIN HHCTpyMeHTa «LIBeT BbIAeIeHA
TEKCTa».

B cirydae comMHEeHHH, SBISAIOTCS JIH HECKOIBKO CTPOK OHOM CMBICTIOBOM eAMHUIICH (TIPEATIOKEHNEM ), CIIEAYEeT
pa3menuTh UX Ha CTPOKH IpH rmomornn cuMBoioB Shift+Enter, B apyrux cioygasx Shift+Enter He cnexyet npuMeHSTS.

2.19 3ampemaeTtcs pacCTaBIATh IEPSHOCH B TEKCTE TP MOMOIIH CPEICTB aBTOMATHIECKO pacCTaHOBKH
HEePEHOCOB, PACCTAHOBKA NEPEHOCOB BPYYHYIO (COOTBETCTBYIOIIMM CHMBOJIOM) HE PEKOMEHIYETCS M IOIYCTUMA TOJIBKO
B CIIy4asix KpaliHell Heo0X0IMMOCTH.

2.20 DneMeHTbI BEpXHETr0o M HHKHET'0 KOJIOHTHTYJIOB HAOMPAIOTCSI B OCHOBHOM TEKCTE OJIMH Pa3 B MECTE MEPBOTIO
UX TIOSIBJICHHS], HO HE B KOJOHTHUTYJIaX.

2.21 Opdorpadust HabupaeMoro Tekcra JODKHA ObITh POBEPEHA PH MOMOIIM ITATHBIX CPEJICTB MPOBEPKH
opdorpaduu ¢ yueToMm si3blka TeKCTa OpuruHaia. Eciy B opuruHasie BCTpeyaroTcsi OTKPOBEHHBIE OMIMOKH, UX CIIEAYET
UCIIPaBUTb, B CITy4ae KaKUX-TMO0 COMHEHHI B HAIIMCAHUH CJIOB PEKOMCHAYETCS OCTaBUTh HAITUCAHHE «KAK
B OpPUTHHAJIE», PEKOMEHIYETCs BBIICIHTD TAKOE CJIOBO IPH MIOMOIIN HHCTPYMEHTa «LIBeT BeIIeneHus TekcTay (B ciiydae,
€CJIM TAKUX HECJIOBAPHBIX CJIOB OYCHb MHOT'O (HAIIPUMEP, TEKCT ¢ MEAULIMHCKUMH, XHMHICCKHUMH U T. II. TEPMHHAMH,
KOTOpBIE OTCYTCTBYIOT B CJIOBApSX IPOBEPKH IPABOMUCAHMS ), TO MOKHO UX HE BBIICIATH. Ilepes npoBepKoii ciueayer
YIOCTOBEPUTECS B TOM, YTO BHIOpaHHBIH B cTiiIe «OOBIYHBII» U B KAYECTBE AapaMeTpa I TEKCTa S3bIK COOTBETCTBYET
SI3BIKY OPHTHHAJA.

2.22 Bce TaOnuIBI ClIEAYEST BBIIOIHATE C IIOMOIIBIO CpeCTB co3manus Tadmul (BeraBka — Tabnuma), naxe ecin
CTPYKTYpa TaOJIHIEl He 0003HAYEHA SIBHO JIMHISIMH. He ciiefyeT BBIOIHATE pa30MEeHNe TEKCTa 110 CTPOKaM TaOIHIIBI
IIPY TIOMOIIH «IIYCTBIX CTPOK» (KiaBuim Enter). Eciu TexcT norndyecku AeauTcsa Ha CTPOKHU, TO OH JJOJDKEH OBITh
pa3MelleH B OTAC/IbHBIX CTPOKax Tabsuibl. «CTpoka TabaHIIb» HE 0053aTeIbHO UMECT BUAMMBIC TPAHUIIBI, HATIPUMEDP:

Crpoxka 1 Cmpoxa 1

Crpoxka 2 Cmpoka 2

Crpoxka 3 Cmpoka 3

Crpoka 4 Cmpoxa 4

U

Tabnuuya! He max!!!
Crpoka 1 Cmpoxa 1 Crpoka 19 Cmpoxa 11
Crpoxka 2 Cmpoxa 2 Crpoxa 29 Cmpoxka 2
Crpoxka 3 Cmpoxa 3 Crpoka 39 Cmpoxa 39
Crpoxa 4 Cmpoxa 4 Crpoxka 49 Cmpoxa 49

B nanHOM mpuMmepe cuMBOJIOM «J» 0003HaYCHBI CHMBOJIBI, COOTBETCTBYIOIINE HAXKATHIO HA KiaBuIry Enter.
[TyHKTHpHBIME JTHHUSMH B JIEBOH Tabimie 0003HaueHO pa30neHne Ha CTPOKHU TaOIUIIBI IIPH HEBUAMMBIX TPAHUIIAX.

Tabnuibl JOIKHBI OBITH BBIIOJIHEHBI C COXPAHEHHUEM CTPYKTYpPbI TaOuIbl. B cilydae MOBBIIIEHHON CIIOMKHOCTH
CTPYKTYPBI TaOJIHIBI K IPU MHOTOKPATHBIX OOBETUHEHHBIX 110 TOPU3OHTAIIH SUEEK I0MyCKAeTCsl HECOOI0IeHHE
CTPYKTYPBI TaOIHUIIBI, 8 TOJIBKO CO3/IaHMe «0a30BO» CTPYKTYPHI, C TEM, YTOOBI OKOHUATENFHOE (hopMaTHpOBaHHE OBLIO
BBITIOJTHEHO Ha 3Tale BEPCTKU (COTJIacoBaTh C MEHEIKEPOM ), HAIIPUMED:
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OpurrnHajabHas CTPYKTypa TaOJIHIIbL:

XXX XXX XXX XXX
XXX XXX XXX XXX | XXX

XXX XXX XXX XXX XXX XXX
XXX XXX XXX XXX | XXX

XXX XXX

XXX XXX XXX XXX XXX
XXX XXX | XXX XXX | XXX

Jomnyckaercst (moavko npu npe0sapumenbHom co2naco8aHu).

XXX XXX XXX XXX
XXX XXX XXX XXX XXX

XXX XXX XXX XXX XXX XXX
XXX XXX XXX XXX XXX

XXX XXX

XXX XXX XXX XXX XXX
XXX XXX XXX XXX XXX

2.23 Cruenmyer COXpaHSITh COOTBETCTBUE «IPOIKMCHAS-CTPOYHAN» OYKBa.

2.24 3ampemaetcs HaOUPATh CII0BA «BPa30MBKY» T. €. C MPOOEIaMH BHYTPH CJIOBa, Ja)KE CCIH MOI00HOE HMEET
MecTo B opuruHaie, Hanpumep: «3ATOJIOBOK», Ho He «3 AT O JTO B O K».

2.25 Tlpu KUCIOIb30BaHUM [TPOrPAMM pacro3HaBaHus Tekcra u3 (ainoB PDF Bo3MosxHO mosiBICHHE
B PacIiO3HAHHOM TEKCTE THUIEPCChIIIOK, KOTOPhIE HEBO3MOXKHO YCTPAHUTh TOJIKO HACTPOMKaMH MapamMeTpOB MPOTrPaMMEI
pacrio3HaBaHus. CienyeT 00s3aTeNbHO YAAISTh BO3MOXHBIE TUIIEPCCHUIKH (€CIIN HHOE HE YKa3aHO CIIEIHANIBHO)
B pacno3HaHHbIX ¢aiinax Gpopmara Microsoft Word. [Iyist sToro 8 Microsoft Word Hago BBIIETHTE BECh TEKCT U HAXATh
<Ctrl>+<Shift>+<F9>, nocne 4ero coxpaHuth cJielaHHbIC HU3MEHEHUSL.

3. /Jononnumenvhnvle mpedosanus K HOO20MO6Ke MeKCMa 6 NPe3eHmMauusx popmama
Microsof PowerPoint

I[Tpu noAroToBKe K nepeBoay (pacmo3HaBaHuu) painos Gpopmara Microsoft PowerPoint cienyer 1omnonHuTeIHO
cO0MI0AaTh CleyIOIHe TPeOOBaHHUS:

3.1 He nonyckaeTcs U3MEHSTDH AJIEKTPOHHBIH ()OPMaT NCXOJHOM NPE3SHTAIIMN C CTOPOHY «ITOHMKEHHUSI BEPCHNY
(xoHBepTHpoBath U3 popmara PPTX B popmar PPT), a Taxke BBIIOIHATE paboTy B HECOOTBETCTBYIOLIEH BEPCHU
IpOrpaMMBl, TO €CTh PabOTaTh C (haillaMu B Bepcuu nporpammel Hike PowerPoint 2010.

3.2 Cnenyet IpUMEHSTh TOJIBKO MIPUQPTHI, KOTOPHIE UMEIOT OYKBBI KHPHJUTUIIBI M CTAHIAPTHO MPUCYTCTBYIOT
B OC Microsoft Windows u ITO Microsoft Office (1o ve u3 xomrekmmu mpudtos 1O Microsoft Office). Crenyer
MaKCHMaJILHO BO3MOXHO Hcrons30Bars mpudTer Arial, Arial Narrow, Arial Black, Times New Roman i
Courier New, Tahoma, Verdana, Calibri, Cambria ¢ cobmonernem pasmencHust mpu@Ta Ha «pyOICHHBIN/«C
3aCeYKaMM», €CIIM B OPUTHHAIBHOM JOKYMEHTE MPUCYTCTBYET KAKOE-THOO BBIICICHHE TEKCTa METOJOM M3MEHEHUSI THITA
mpudTa. Crexyer m30erats MUCIONB30BaHMS HE [EJIBIX BEIMIHH pa3Mepa mIpudTa.

3.3 Tabaulibl, BEIMOIHEHHBIC HILTIOCTPALMAMH, Ta0YIATOpaMu, IpodenaMu, OTACIbHBIMI TEKCTOBBIMU GIIOKAMH,
OLE-o06bexTaMu A71st CTPOK/KOJIOHOK | T. II., CIISAYET BBITIOJHUTD B BU/IE «TabnuIbl» cpeacteamu PowerPoint
(BcraBka > Tabnua).

3.4 HepenaktupyeMble WM UMEIONIUE HEJIOMYCTHMOE CMBICTIOBOE pa3jienenue (cMm. 1. 2.18) Haanucu Ha
WLTIOCTPALMSX CIIEAYET paclio3HaTh WM M3BJIeYb HHBIM CIIOCOOOM B COOTBETCTBHHU C OOIIMMH TPaBUIAMHU U Pa3MECTHTh
IIPY MOMOIIM HHCTpyMeHTa «Hanmuces» Ha TOM e MecTe MILTIOCTPAIMH, C COXPaHEHUEM OPHEHTAIMH, TEM e PasMepoM
1 HadepTaHueM (pyOJIeHHBIH/C 3acedKkaMu/MOHOIIMPUHHBIN) mpudTa. Bee «HaAMHCH TOKHBI OBITH BHE «IIOJIOTHA
pucyHkay. C caMOi HIDTFOCTPALMK TEKCT NOJDKEH OBITh YalleH, JOIyCKAeTCsl OCTABUTh OPUTHHAIIBHBIN TEKCT, ClIeIaB
€ro HEBUIMMBIM, €CIIU JIF00ast TIOMBITKA YIAICHNS IPUBOANT K HEHCIPABUMBIM HapyLICHHUM U300paKEHHS.
PenakTupoBaHue WILTIOCTPAIME MOKET OBITh BBIIIOJIHEHO JIFOOBIM CIIOCOOOM € COOFOJICHHEM YCIIOBHIL:
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— IpoIaJjaHue JIFOOBIX 3JIEMEHTOB MILTIOCTPALIMHU, KPOME COOCTBEHHO TEKCTa, HEOIYCTHMO;
— [[BeTa WIUTIOCTPALIMHU HE JOJDKHBI H3MEHSTHCS;

— Ka4eCTBO M300pa’keHUsI He JIOJDKHO yXYIIIUTHCS

— pa3mep ¢aitna PPTX He moynkeH 3HAYNTEIBHO YBEITHIHUTHCS (B Pasbl).

3.5 Cnenyer coxpanuts Bce 3¢ eKTs aHUMaIiH, IPUCYTCTBYIONINE B OPUTHHAIBHON TPE3eHTAINH.

2.15 TpeOoBanus k BepcTke B nporpamme Microsoft Word

1. Odopmnenus daiisa TOIDKHO MTOBTOPATH OPOpMIICHHE opuTHHANA. [Ipu 3TOM CllelyeT UCTI0Ih30BaTh TOIBKO
mIpuQTHI, IMEIOIITHECS B OTiepanonHoit cucreme Microsoft Windows «mo ymomaanuto» (Arial, Arial Narrow, Arial
Black, Times New Roman, Courier New, Tahoma, Verdana, Calibri, Cambria) ¢ co6monennem pasaenenus mpudTa
Ha «pYOJICHHBIN»/«C 3aCEYKAMM», €CIIM B OPUTHHAJIBHOM JIOKYMEHTE MPUCYTCTBYET KaKoe-JIn00 BbIJIEICHUE TEKCTa
METOJIOM M3MeHeHus Tumna mpudTa. Eciin cnennanbHo He yKa3aHo B 331aHHH, TOMYCKACTCsl M3MEHEHUE YHCIIa CTPAHHMIT
JUTSE HOPMAITBHOTO pa3MEIICHHUS TEKCTa, IIPH 3TOM CIIeIyeT 00paTUTh BHUMAHKE, YTO B CIIyYac MPUCYTCTBUS
B BEPCTACMOM TEKCTE CChUIOK/YKa3aHUI Ha HOMEpa CTPAHMI] H3MCHEHUE PACTIONIOKCHHSI TEKCTA MO CTPAHHUIIAM
He momyctumo. Cienyer n30erath UCIOJIb30BaHMS HE IIEIBIX BEIHYUH pa3Mepa mpudTa.

2. Becb TEKCT AOMKEH OBITH HOCTYIICH AU PeAAKTUPOBaHUs cpeacTBamu nporpammel Microsoft Word, nmpu atom
TEKCT HE J0JIKEH CoJiepKaThes B MiLTtocTpauusix 1 MHbIX OLE-00bexTax, 3a HCKIIIOYEHHEM YPaBHEHUH U 2JIEMEHTOB
WordArt npu, HampuMep, pa3MenieHr: TeKeTa Mo OKpy)HOCTH. CleyeT yUuThIBaTh, YTO MOCIE BEPCTKU 0OBEM TEKCTa
B (haiine MOXXEeT OBITh U3MEHEH (MOXKET IPOU30MTH KaK yBEIWUEHHE, TaK 1 yMEHbIICHHE 00beMa, HallpuMep, Ipu
BHECEHHH PEAKTOPCKUX IPABOK B IIEPEBO), TIPH 3TOM HE JOJDKHO IPy00 HApyIIUTHCS 0popMIIEHHE TIOKYMEHTA.

— JIroOble TabIMIIBI CIIETyeT BBINOIHATL CO CTPYKTYPOH «TaOIUIBI», @ HE TPH IOMOIIHN TaOyJISTOPOB, HE3aBUCHMO
OT TOTO, OTPAaHNYEHBI TICHKN TAOIHIIBI KAKUMU-JTOO BUIUMBIMHU JINHASMH WK HET.

— MHOroKOJIOHOYHBIH TEKCT J0JKEH OBITh CO3[]aH CO CTPYKTYPOU «KOJIOHOK», a HE, HAPUMEp, TaOIHIbI.
— He cnenyer pa3memarh TEKCT B TpeOyeMOM MeCTe TP MOMOIIH TPOOETIOB.

— I1o BO3MOXXHOCTH ClieyeT He MPUMEHSTh OoJiee 0THOr0 CUMBOJIA TAOYJISITOPA MOJIPSIL.

— I1o BO3MOKHOCTH CIICyeT HE MPUMEHSITh HECKOJIBKUX CUMBOJIOB KOHIIA a03a1a (MyCThIX CTPOK).

— CrneyeT He JOMYyCKaTh OKOHYAHUS CTPOKH TEKCTAa Ha CUMBOJT Ta0yJIATOpa WK mpobes1, KpoMe CiTydaeB, Koraa
3TOT CUMBOJI BHINOJHsIET PYHKIHIO (OPMATHPOBAHUS, HAIPUMED, TaOYIATOp C NOAYEPKUBAHUEM 10 KOHIIA CTPOKH B
OnaHKax.

— CrnenyeT He JONYCKaTh, 10 BO3MOXKHOCTH, COYETaHHsI CHMBOJIa TadyJIsaTopa U mpodena.

— JIroOoti ab3ar JOJKEH SIBISTHCS LEIOCTHOM CTPYKTYPOH, a He IPECTaBIIsATh CO00i HabOp OTACIBHBIX CTPOK,
OKaHYMBAIOIIMXCS CHMBOJIOM KOHIIA ab3ara (MiIi KOHIIA CTPOKH), a TAKXKe HE JOJDKEH MPUHYAUTEIHHO NPEPHIBATHCS MIPU
nepexojie Ha APYTYIo CTPaHMILY, IIPH HEOOXOANMOCTH pa3MECTHTh HIUTIOCTPALIMIO B TEKCTE ab3ana u T. 1., TeM Ooee
OZI0OHBIM 00pa30M He CIIEAYET Pa3phIBaTh MPETIOKEHHE.

— ITo BO3MOKHOCTH clienyeT u30eraTh pasMeIeHHs TEKCTa 0 IPaBOMY KpPako WITH 110 IIEHTPY IPH TOMOIIN
Tabynaropa, ciIeayeT UCIOIb30BaTh «BEIPABHUBAHHE ab3amay.

— 3arosoBKH JII0O60TO BUA TOMKHBI OBITH «IIPUBS3aHBD) K a03amaM, TabauIam 1 T. T, CIASAYIONINM 32 HUMH
(cBoiicTBO ab3ama «He OTpBIBATH OT CIEAYIOMIETO»). DTO TaAKKE OTHOCUTCS K «CTPOKAM-3arojoBKam» TabIuIl.
AHaOTHYHO, TIOJIIHCH, CIEeIyIoNe 3a 00BEKTOM (HapuMep, MOANNCH K MIUTIOCTPAIIUH), TOJIKHBI OBITh «IIPHUBS3aHBD
K JAaHHOMY OOBEKTY.

—He JOJDKHBI JOITYCKAThCA KBUCAYNUE CTPOKM)).

— Slueiikn TaOIULBI HE JOJDKHBI Pa3phIBATHCS (110 BOZMOXHOCTH) TIPH NIEPEXOIe CO CTPAaHHIBI Ha cTpaHully. Eciu
TabnuIa pacnonaraeTcs Ha HECKOJIBKUX CTPaHHUILAX ¥ UMEET IMOBTOPSIOLIYIOCS CTPOKY-3ar0JIOBOK, TO CJITYET
UCTIONIb30BATh CIEIUAIBHYIO (DYHKIUIO, @ HE KOIMPOBATh CTPOKY HECKOJIBKO Pas.

— Bce TexcToBBIC OJI0KH, cozlepKaIINe HAAITUCH K KaKOH-TH00 MILTIOCTpaliy, rpaduKy | T. I. CIIETyeT
CTPYIIUPOBATH (€CIIM MPOTPaMMa 3TO MO3BOJISIET).
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— JIro06pIe rpadynaeckne 3eMEeHTHI, CO3IaBacMble MIPH MOMOII HHCTPYMEHTOB «BcTaBKay TOIKHBI IMETh
JIOTHYHYIO IPUBA3KY K TEKCTY. [10 BOZMOXKHOCTH Bce TpauuecKie AIEMEHTHI JOJDKHBI PACIIONaraThCs «B TEKCTE», a HE
«ITOBEPX TEKCTa» (PEKUM «OOTEKAHUS » JOJDKEH OBITH BBHIKIIOUEH) U HE JOJDKHBI IOIYCKATh «3aTCKaHU» TEKCTA IO/
9JIEMEHT B MPOLIECCE BHECEHHUSI MMPABOK.

—He CJICAYCT MNPUMCHATH aBTOMAaTHYCCKYIO paCCTAaHOBKY IMEPEHOCOB IPU MOMOIINW BCTPOCHHBIX WM BHCITHUX
MOIlyﬂeﬁ. HpI/I HCO6XOHI/IMOCTI/I PaCCTaHOBKU IMCPCHOCOB CICAYCT PACCTABIATL UX BPYUYHYIO ITPU MOMOIIHN CHICIIUAIIBbHBIX
CHUMBOIJIOB IIEPCHOCA, @ HC CUMBOJIOM ,ueq)nca.

- CI/IMBOJ'ILI, 0603Haqa}omne BCJIMYMHBI €AUMHUL] UBMEPCHUS, JOJIPKHBI OBITE OTACJICHBI OT YHUCECJT «HCPA3PBIBHBIM)
HpO6eHOM. AHELHOFI/I‘IHO, CHUMBOJI HEPA3PLIBHOT'O np06ena JOJDKCH CTOATH NEPE] 3HAKOM THUPC, B COKpAlICHUAX THUIIA
«T. A.», «T. IL.», KBT. Y.» U HO,Z[O6HBIX.

— UncioBble BEMTMYUHBI HE JJOJDKHBI JOIYCKAaTh Pa3pbIBOB YHCIA: TIPH PA3AEICHNH THICSY (€CIIH IPUMEHSETCS)
CIIeAyeT MPUMEHATH HEPa3phIBHBIA NPOOET, IPH HAIMYUH B 4ucie aeduca, HampuMmep «2-1/2», cieayeT npuMeHsITh
Hepa3phIBHBIN Jeduc.

— CHUMBOJIBI CII€yeT BCTABIIATH IIPU IIOMOIIH oreparun BeraBka -> CuMBoII.

— Wnmroctpanus, SBISIOIIMECS YaCThIO MIPEJIOKEHNUS (HApUMep: «...CHMBOJ <& 03Ha4aeT...») A0JDKEH ObITh
BCTaBJIEH, KaK 4acTb MPEJIOKEHNS, a He KaK OTAeIbHAs WITIOCTPAIH.

— OrnaBnenune JOJIKHO, IT0 BO3MOXHOCTH, CO31aBaTHCA ITPH IMTOMOIIN CPEACTB CO3AaHUs OTJIaBJIICHU, 4 HE BPYYHYIO.

3. QHCMCHTH, TIOBTOPSIOIIUECS HAa HECKOJIBKUX CTpaHUIax, CICAYET AC€JIaTh IPU IMTOMOIIH BEPXHUX U HUKHUX
KOJIOHTUTYIJIOB.

4. HepenakTupyeMble HIIM HMEIOIINE HEAOIyCTHMOE CMBICIIOBOE pa3/ielieHHe Ha OTJeIbHbIE CTPOKH HAAIICH Ha
WUTIOCTPALMAX CISAYET PacIo3HaTh MM H3BJICYb HHBIM CIIOCOOOM B COOTBETCTBHU C OOIIMMU MPABHIAMH ¥ Pa3MECTHTD
B BHJIE J1eMeHTa «Haamucs» Ha TOM ke MeCTe HINTIOCTPALMH, C COXPaHEHHEM OPHEHTAIINH, TEM XKe pa3MEpoM H
HauepTaHueM (pyOJeHHBII/C 3aceykaMy/MOHOIIMPUHHBIN) mpudTa. Bee «Haanmucn» NOKHbBI OBITh BHE «II0JIOTHA
pucyHkay. C caMOil WILTFOCTPAMK TEKCT JOJDKEH OBITh Y/aJIeH, JOIyCKAaeTCs OCTABUTh OPUTMHAIBHBIN TEKCT, ClIeIIaB
€ro HEBUIMMBIM, €CITU JTF00ast MOMBITKA yAJICHHS IPUBOANT K HEUCIIPABUMBIM HapYILIEHUSM N300pakeHHSI.
PenaxTupoBaHue WILTIOCTPAIIUU MOXKET OBITH BBIIIOJIHEHO JIFOOBIM CIIOCOOOM C COOIIOEHIEM YCIIOBHUIL:

— [pomaJaHue JOOBIX 3JEMEHTOB WLTIOCTPAIMH, KPOME COOCTBEHHO TEKCTa, HEJOIYCTHMO;
— [[BeTa B HJUTFOCTPALUH HE JOJDKHBI H3MECHATHCS,

— Ka4eCTBO M300paKeHUS HE TOJDKHO yXYALIUTHCS;

— pasmep ¢aitma DOCX He momkeH 3HAaYNTETFHO YBETHMIUTHCS (B pa3bl).

5. Ilpumensiemoe I10: Microsoft Word, Bepcun ne Hmke 2010.

2.1.6 TpeooBaHusi K Ha3BaHUAM (haiijioB

HasBanue ¢aitna 1omKHO OBITH TAKMM K€, KaK Ha3BaHHE OPUIMHAIBHOTO (aiina, nbo, npu pasouenun ¢aiina Ha
YaCTH) COCTOSITh U3 Ha3BaHUs OPUTHHAIBHOTO (paiiyia ¢ IONMCaHHBIM K HeMY 4epe3 Jeduc nmopsikoBbIM HOMEPOM 4YacTH,
€CJIM MHOE HE YKa3aHO B 3aJIaHHU.

Koney pabouei uncmpyrxyuu

ped. 24 anpensa 2019 r.
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