MopmaTnpoBaHNE JOKYMEHTOB
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CnM Bbl COCTaBnsieTe oULMaNbHbINA

JOKYMEHT, Hanpumep, [OTOBOP WM

pedepar, KoTopblii cobupaeTech
npeacTaBuTb Ha PacCMOTPeHUe Kyaa-116o, To
npexae BCero Heo6xo0aMMOo 03HAKOMUTLCS CO
creumanbHeiMK TpeboBaHUAMY, NpeabABAse-
MbIMW K €ro COAEpXaHWio U 0(hopMIEeHUIO.
Cywecteyet Hemano I0OCToB, B KOTOpbIX NO-
Apo6HO yKaszaHa 3Ta UHbopMauus, — ux
MOXHO HaiiTu B 6ubnnoteke unu NHtepHere.
Kpome Toro, Bbl MOXETE YTOUHUTL ee y CBOe-
r0 HayyHOro pykoBoauTens (ecnu nuuwete
KypcoByio paboTy Unu fUNAOM) UAW topucTa
(B cnyyae cocTaBneHus 0hULMaNbLHOTO 4Oro-
BOpa uAn foeepeHHocTn). W HakoHel, cero-
JHs B NPOAAKe MMEETCA HEMANOo CNpaBoOYHOM
JMTEpaTypbl, MOMOratleil B COCTaBAEHUM
JOKyMeHTOB filoboro poga. Ho ecTb u obuwme

npasuna odopmieHus TekcTa. B nepsyio
04epefib OH J0JKeH ObiTb €4UMHO06Pa3HbIM I
yno6ountaembiM. HecMoTps Ha Kaxyuyiocs
CNOXHOCTB, ¢ nomolybto Word Bbl ierko cnpa-
BMTECH C 3ajayeil oopmneHus — B pefak-
TOpe WMeKlTCs BCe HeobXoAuMble MHCTPY-
MEHTBI, C MOMOLLbI0 KOTOPbIX Bbl IETKO COCTa-
BUTE OMAB/NIEHUE U KOIOHTUTYIbI, PAaCCTaBUTE
CHOCKM M HOMepa CTPaHM1L, U MHOTOe ipyroe.

./ » Bctune

' Word

[ins 6bicTporo v ypo6Horo GpopmatupoBaHus
Tekcta Word uMmeeT cneumanbHblil UHCTPY-
MeHT — Ctuau. MaHenb ans paboTbl ¢ HUMU
pacnonoxeHa cnesa OT CnUCKa WpUQTOB.
Ka bl cTunb BKIOYaeT B cebs n3MeHeHue
MapKepa i CNUCKOB, BMAA wpudTa (Tvn,

PABOYMIA cTON

Mepnsenesa Hatanba
CemeHOBHa, Hayanb-
HUK KaHuenspuu 3A0
«ML®IP», yneH pe-
AaKLMOHHOIi Konne-
rum Xyphana «Gnpa-
BOYHMK CeKpeTaps

1 othuc-meHemxepa»

Mpuctynas K co3gaHunio JOKyMeHTa nt060-
ro BUAa, Npexae Bcero HeobxoanMo
KnaccuduLMpoBaTb €ro — OT 3TOoro 6yayT
3aBUCETb OCHOBHble TpebOBaHMA K
odopmneHuto (NpaBuna coctaBneHus ao-
KYMEHTOB, yCTaHOBKa dopmata 6ymaru v
pa3mMepoB Mosiei; OCHOBHbIE PEKBU3UTLI
1 TaK pganee). 3Ty MHbGOPMaLUIO MOXKHO
HaWTM B HOpMaTWBHOM 6a3e 4enonpouns-
BO/CTBA, B 3aKOHOAATENbHbIX U NPaBo-
BbIX akTax PP, B focygapCTBEHHbIX CTaH-
aptax (TOCTax) Ha JOKYMeHTauuio, B

~  KnaccudwukaTtopax, B focygapcTBEHHOM

cucTeMe AOKYMEHTaLMOHHOro obecneye-
HUs ynpasnenus (TCAQY). Tak, npu
0hOPMIIEHNM OpraHn3aLMOHHO-pacnops-
[OMTENbHbIX JOKYMEHTOB HEOBXOAMMO PY-
KoBoacTtBoBaTbes NOCTom P 6.30-2003;
COCTaBNAS KapoBble U Byxrantepckne —
YHUOULMPOBAHHBIMU dopMaMu NepBMY-
HOWM Y4E€THOW JOKYMEHTaLuu No y4eTy Tpy-
[la U ero onnatbl, yTBEPKAEHHbIMMU MO-
cTaHoBneHnem fockomctaTa Poccuum
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A Wcnonb3oBatb CTUNN TaK Xe YA06HO,
KaK 1 MaKpocbl: NPOCTO BbIGEPUTE HYXHbINA
NYHKT — W Nporpamma Bce CAesaer cama
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MICROSOFT WORD
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A Knonku «BepxHuii/HXHUii KononTuTyn», «llepexon Kk npeabipywemy>» u «fMepexon K cne-
ayouemy>» NoMoryT Bam nepemelLaTbCsi MeXy pasHbiMu KONIOHTUTYNIaMK

HauepTaHue, pasmep, UBeT), ab3aLHbIX OT-
CTYNOB, MEXCTPOYHOTO PACCTOAHUA W BbIPaB-
HuUBaHuA. MPoCTO BblAENNUTE PParMeHT TeKc-
Ta U BbIGepUTE NOAXOAAWMIA BUA odopmie-
HUA. TIpU 3TOM HYKHO MOMHMUTb, YTO Nto6oe
topmaTupoBaHue, Npou3BefeHHOe BpyYy-
Hy10, ByAeT COXpaHeHO Kak HOBbIN CTUb. Mo-
3TOMY CTapaiiTech 136eratb 3TOr0 U UCMOJIb-
30BaTb yxe cylecTtsywowme. Ecnu xe oHu
BaC He YCTPauBatT, MOXKHO N3MEHUTb WX UK
Jaxe co3patb HoBble, Bbi6paB Popmar >
Crunu n opmatuposaHue.

, fﬁ- OT npocToro

= ff K CNOXXHOMY

3avactyio npocToro hopMaTMpOBaHMA TEKC-
Ta HepfocTato4Ho. Ecin Bbl nuwete obbem-
HYl0 HayuHylo paboTy, Hanpumep, AUMNIOM,
TO BaM ﬂOHaﬂ,06ﬂTCﬂ TaKue MUHCTPYMEHTbI,
kak KonoHntutynbl, ®opmynbl n CHockm.
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A Pasmep nons KONOHTUTYNOB MOXHO pe-
rynupoBaTtb, N3MEHAS 3Ha4YeHUs B COOT-
BETCTBYHLMX NYHKTaX

KonoHTutyn — Hambonee yacTo BCTpeyato-
wuiics anemeHT. Wcnonb3yiiTe ero, 4ToObl Kak
MWHUMYM PacCTaBUTb HOMEepa CTPaHML, a Kak
MaKCUMyM yKa3aTb B HeM WUMs aBTOpa AOKY-
MEHTa W ero Ha3BaHue. BbibepuTe MyHKT MeHIo
Bupa - KonoHTUTYNBI — OTKpOETCA BEPXHMWIA
KoNnoHTUTYA. C NOMOLLbIO KHOMOK NOABMBLLEN-
Cs NAaHeNN UHCTPYMEHTOB Bbl MOXETe BCTaBUTh
B HEro Kak aBTOTEKCT (HoMepa CTpaHWL, AaTbl,
BpEMS, Ha3BaHWe pa3pena), TaK 1 iobyto Apy-
ryto uHdopmaumto. 06parute BHUMAHKE, YTO Y

T cwren 012000

BAaC €CTb, BO-NEPBbIX, BEPXHWUIN U HUXKHWIT KO-
JIOHTUTYAbI, KOTOPbIE MOTYT COAEpXaTb pas-
Hble laHHbl€e, @ BO-BTOPbIX, OHU OYAYT OAMHA-
KOBbI A1 BCEro AOKYMeHTa, TO eCTb BaM He
noHafobuTCs BBOAUTL OfHY U Ty e UHdOp-
MaLMIo Ha KaXA0MN CTpaHuLe.

DopMyna

sToro B [lapameTtpax cTpaHuLbl nepengm-
Te Ha BKnagky McTouHuk Gymaru v B pas-
Aene Pa3nnyatb KONOHTUTYABI OTMETbTe
HYXHbBIA NYHKT.

He meHee yno6Ho B Word opraHusosaHa
¥ npoueaypa AobaBNeHUs MaTeMAaTUYECKUX
tdopmyn. [ins 3Toro ucnonb3yerca cneuyu-
anbHoe npunoxeHue MS Equation. Bribe-
puTe BcTaBka - 06BEKT, a B OTKPbIBIIEM-
cs okHe — nyHKT Microsoft Equation 3.0.
MosaBuTCA HOBaA naHenb, cojepxalias

A\ B nanbHeiwem, 4To6bl 0TpeAaKTUPOBATL (HOPMYNY, NPOCTO ABAXAbI LENKHUTE NO Heil
NeBOi KHOMKOW MbIWIM — NpU 3TOM OTKpoeTcs 0KHO npunoxenus Microsoft Equation

Ecnun xe Bam Heob6xoaMMO CO3AaTh He-
CKOJIbKO Pa3HbIX KOJOHTUTYNOB, HanpuMep,
nepcoHanbHble ANA Kaw4oW rnaBbl, pas-
GeilTe [OKYMEHT Ha pasfensl. [ns atoro
BbiOepute BctaBka - PaspbiB 1 B OT-
KpbIBLIEMCA OKHE YKaXuTe MOAXoAsliee
Havano pasgena, Hanpumep, Co cnepyio-
wen ctpaHubl. Mocne 3T0ro HeobxoAUMO
pa3opBaTh CBA3b MEXAY CYLIEeCTBYIOLWUMM
pasaenamu — BbiGepuTe TOT, Af KOTOPO-
ro HeoOXOANMMO CO3AaTb ApPYroi KONOHTU-
TYNl, U Ha MaHenu UHCTPYMEHTOB HaXMuTe
kHonky Kak B mpepbiaywem (no ymonya-
HWI0 OHa akTuBHa). Kpome TOro, Bbl MO-
XeTe €03[aTb PasfiMyHble KONOHTUTYBI
NS YETHBIX W HEYETHbIX CTpaHuy — Ans

CHocH s

Tzas g
{x: gramrp Barpy CpEeALE (W

.'_.: R LT R Tt

e pEaTE W
Mesrwrerinaiamrriin

[aststern

i pcpers s e e I

LR | [ onem | [Nt |

A\ Y1o6b1 B KauecTBe 0603HAYEHUA CHOCKU
BbIGpaTb KaKOii-Nu60 3HaK, BOCNONb3YATECH
KHoOnKow «Gumeon»

MHOXECTBO MaTeMaTUYeCKUX 3JIeMeHTOB, C
NOMOLLbK KOTOPbIX Bbl CMOXETE COCTaBUTb
No6yI0, CamMyo CIOXHYI0 hopmyny.
Llutnpyete nepBOMNCTOUHMK U XOTUTE YKa-
3aTb MH(OPMALMIO O HEM UK NPOCTO HEOb-
XOAMMO MPOKOMMEHTUPOBATb KaKyl-nn6o
Mblcib? Bam npurogsTtcs cHocku. Pabotats ¢
HUMU OYeHb NpoCTo. BbibepuTe NyHKT MeHI0
BcraBka > Ccbinka > CHOCKa 1 B OTKpbIB-
WemMcs OKHe yKaXuTe HeobOXOAMMble napa-
meTpbl. Bbl MOXeTe pa3mecTUTb CHOCKM B
KOHLIe CTPaHMLbl MU B KOHLIE BCEro TEKCTa,
CO3/aTb OTAENbHYI0 HYyMepaLuio ANs pasHbX
paszenos 1 BbIGpaTh NOAXOAALMIA MapKep.

06bIYHbIE CHOCKM nopolayT Ans
othopMneHns KOMMEHTapueB, KOH-
ueBble — A CCbIIOK HA NCTOYHMU-
KW, UCNONb30BaHHbIE MPU COCTaB-
NIEHUN AOKYMEHTA.

- f_,w HaBurauunonubie
=f< _ 3nMeMeHTbI
Jlio6oit 0GBEMHbIN [JOKYMEHT [JOMKEH HAYM-
HaTbCA OrNaBNeHnemM (MNK COfepKaHuem),
KoTOpoe noMoraeT OpMeHTUPOBATLCA B TEKC-
T€ 1 GbICTPO OTHICKMBATbL HyXHyto MH(OPMa-
uuto. B Word ectb cneumanbHblil MHCTpYMeHT
CO3A4aHUA  HABUFaLUMOHHbIX  3JIEMEHTOB
(BctaBka - Ccbinka > OrnasneHue u yKa-
3arenun). Yto6bl CO3[aTb OMMaBieHue, ne-
peiipuTe Ha OJHOMMEHHYI BKNaAKy W Ha-
xmuTe kHonky Mapametpbl. Word crpout
ornaBfieHne onupasch Ha Tabauuy cTunei, To
€CTb OH CYWTAET, YTO BCe PaBHO3HAYHbIE 3a-
roNoBKU 0hOpMAEHbI OANHAKOBBIM 06Pa3OM.
WTak, ecnn Bbl yBepeHbl B NpaBuib-
HOCTU o(OopMNEeHMA 3arofoBKOB, B OKHe
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A MyHKTbl cAUCKA «3anoNHUTbL>» NOMOrYT
BaM O(hOPMMUTL PacCTOSsHUE OT Ha3BaHUSA
pa3pena no Homepa ero CTpaHuubl

lapameTpbl OrNaBNeHUA OTMETbTE CTUAM,
KOTOpble Bbl UCMOAb30BaNN A UX 0DOPM-
JIeHNs, paccTaBNAs HoOMepa ypOBHEN no-
cnepHux (To ectb uudpa 1 cooTBeTCTBYET
Ha3BaHWAM pa3fenios, 2 — NOAPA3JeNoB U
TaK panee). Mpy 3TOM HYXKHO MNOMHUTb, 4TO
ornaBjeHne MNOABUTCA HayuMHasa C Mmecrta
pacnoioXeHUs Kypcopa B MOMEHT Bbi6opa
NYHKTa MeHt0 OrnaBneHue u VKa3sartenu.
Opyrve onuuu BKAAAKM NOMOryT Bam
0opMUTL COaepxKaHue.

Anexkcanap Cropm

MopmaTnpoBaHNE JOKYMEHTOB

Ha 3ameTky

PABOYMIA cTON

3on0Tbie NpaBuaa

B EavHbI WPKUOT NO BCEMY [JOKYMEHTY.
Ecnv B OCHOBHOM TEKCTE MK B 3arofioBKax
O[IHOTO YPOBHS MCMONb3YIOTCA pasHble
LWPUPThI, JOKYMEHT CMOTPUTCH HEaKKypaTHO.
B ExvHoe odopmieHue 3arosoBKOB Mo
BCEMY AOKYMEHTY. ITO KacaeTcs He TO/bKO
WwpudTa, HO M OTCTYNOB A0 W MOcne 3aro-
NIOBKA, MEXCTPOYHOIO0 PacCTOSHUS U pacno-
NOXEHUA Ha CTpaHuLe.

B EavHble MapKepbl Ans Bcex cnuckoB. Cra-
panTecb MCNOMb30BaTb eANHbIN MapKep Ans
CMUCKOB, B KOTOPbIX HE BaXXEH NOPSAOK pac-
NOJOXEHUS MYHKTOB, U LMDPbI TaMm, rae 3ToT
NOPSAOK BaKeH.

B EgvHble 0603HAYEHNs CHOCOK. Bbl MOe-
Te No-pasHoMy 0bDOPMUTL KOMMEHTapUK U
6ubnunorpaduryecKkme CCblIKM, HO KaXKabln
BWJ CHOCOK 0603HavalTe 0AMHaKOBO.

B EgvHoe obopmneHne Bcex rpabuyeckmx
[IOKyMEHTOB: Ta6numL, rpaduKoB, PUCYHKOB,
B TOM YUCNIE€ U NOAMUCEN K HUM.
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* “plll COCTaBJIEHNU CNMUCKOB Bbl MOXXETE
UCNOoNb30BATb KaK MMeLwWwnecs CUMBOJIbI,
TaK U CBOM COOCTBEHHbIE

B EgvHble cneumanbHble 3/1eMeHTbl Mo
BCEMY TEKCTY — Hanpumep, KaBbl4YKK

1 TMpe. Bam pocTynHbl TpU BUAA KaBblYEK
("", @, “") n gBa BMAa Tnpe (—, -). Yoeau-
TeCb, YTO MO BCEMY TEKCTY B OMHAKO-
BblX CUTyaLMaX Bbl UCNONb3yeTe OAHMU

1 Te e 3HaKM.

Ham ecTb 4TO NoKa3aTh KOHKYPEHTaM...
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