IIpakTyeckas padora Nel (o0si3aTeIbHAS YaCTh)
no kypcy «MudgopmaTuka» yacrsb 2.

Yacrs |.
1.1. Co3naiiTe HOBBIM TEKCTOBBIA JOKYMEHT
1.2. YcranoBute mapameTpsl mpudra:
IapauTypa: Times New Roman
Pazmep (kernp) mpudra: 12
1.3. BBenuTe TEKCT:

Texcrosrrit mporieccop WORD nipennaznadex a1 00pab0OTKH TEKCTOB

1.4.Cnenaiite 7 KOIIUNA JaHHOTO TEKCTA

1.5.0¢opmute nonyueHHbIE KOMUHU B COOTBETCTBUH € IIapaMeTpaMH YKa3aHHBIMU B KOJIOHKE
"TTapameTpsl".

Ycnoenwvie oo603nauenua napamempos wipughpma:

JK-nonyscupnwiii wipughm, K - kypcus, 4 - noouepkrymoiti wupugm

JI- svipasHusanue no negomy Kpaio, I1-evipasHusamnie no npagomy Kpaio,

1]-svipasnusanue no yewmpy, Ll - gvlpasanueanue no wupune

ITapameTtpsl

Pasmep | Bug | BelpaBHu- TekcT

mpudTa BaHHE
12 JI TexcroBriit nporieccop WORD npennasHaden asst 00pabOTKH TEKCTOB
14 K I1 TexcroBbiit mporieccop WORD nipennaznades it 00pab0OTKH TEKCTOB
16 K 11 TexcroBeiit nponieccop WORD npennasnader asnst o00paboTKu TEKCTOB
18 q JI Texcropbii iporteccop WORD niperaaznaden i o00pabOTKH TEKCTOB
20 K I1 TexcroBbiit mporieccop WORD nipenraznadeH st 00pab0TKH TEKCTOB
16 11 TexcroBeiit mponieccop WORD npennasnaden asst 00pabOTKH TEKCTOB
14 Y JI Tekcrosiii iporteccop WORD nipernasnaden i 00pabOTKH TEKCTOB

1.6. JIns Bcex komuit Yactu | ycTaHOBUTE MEKAYCTPOUYHBINH HHTepBa: 1,5
1.7. ]1ns Bcex xonuii Yactu | ycranosure Oteryn 1 cm.

1.8. Bemmonuute B Yactu | 3aMBKY nIepBbIX 3-X CTPOK CHHUM LIBETOM

1.9. CoxpaHuTe MOJyYCHHBIN TEKCT B CBOCH mamke moa umenem: Word-1-1-3

Yacrs 1.
2.1. YcranoBuTe mapameTpsl mpudra:
[apautypa: Arial
Pasmep (kernp) mpudra: 14
2.2. BBenure TEKCT:

We have recieved an order for $ 5.000 from Messrs. Roger Blake and Co. they have given us
your name as a reference.

2.3. Cnemaiite 3 KOIUM JaHHOI'O TEKCTA
2.4.0¢opmMuTE MOITYYEHHBIE KOIMU B COOTBETCTBHH C IapaMeTpaMy YKa3aHHBIMU B KOJOHKE
"[TapameTpnr".




IHapameTpsl

Pasmep | Bun | BripaBHu- TekcT
mpudra BaHHUC

12 K J We have recieved an order for $ 5.000 from Messrs. Roger Blake and Co.
they have given us your name as a reference.

16 q I1 We have recieved an order for $ 5.000 from Messrs. Roger Blake and Co.
they have given us your name as a reference.

18 X 111 We have recieved an order for $ 5.000 from Messrs. Roger Blake and Co.
they have given us your name as a reference.

2.5. JIns Bcex xonuit Yactu |l ycraHoBUTE MeKAyCTPOUHBbIH HHTepBaj: 1,15
2.6.1ns Bcex xoruii Yactu |l ycranoBute OTeryn 1,5 cMm.

2.7. Bemomnute B Yactu |l 3aMBKY cpeHEH CTPOKH KPaCHBIM IIBETOM

2.8. IIoBTOpHO COXpaHUTE MOTYUCHHBIH TEKCT

Yacrs I1.
3.1. YcranoBute napameTpsl WpudTa:
Iapuautypa: Calibri
Pa3smep (kernp) mpudgra: 12

3.2. Beequre TekcT:

Hiermit mochte Ihnen das Smolensker College fuir Wirtschafts- und Rechtswissenschaft die
Zusammenarbeit zwischen unseren Lehranstalten in VVorschlag bringen.

3.3. Cpenatite 3 KOIIUU JAHHOTO TEKCTA
3.4. OdopMuTe TOTyYECHHBIC KOMMH B COOTBETCTBUHU C IapaMeTpaMH YKa3aHHBIMH B KOJIOHKE
"TTapamerpsl".

ITapameTpsl
Pasmep | Bug | BelpaBHu- Texer
mpudra BaHHUC
14 J Hiermit mAchte Ihnen das Smolensker College fur Wirtschafts- und

Rechtswissenschaft die Zusammenarbeit zwischen unseren Lehranstalten
in Vorschlag bringen.

14 XK I1 Hiermit mAchte Ihnen das Smolensker College fur Wirtschafts- und
Rechtswissenschaft die Zusammenarbeit zwischen unseren Lehranstalten
in VVorschlag bringen.

16 K m Hiermit mdchte Ihnen das Smolensker College fur Wirtschafts- und
Rechtswissenschaft die Zusammenarbeit zwischen unseren Lehranstalten
in VVorschlag bringen.

3.5. JIns Bcex xonuid Yactu |1l yctanoBUTE MexkaycTpouHbIii uHTepBas: 2,0
3.6./y1s Bcex xonmii Yactu Il ycranosute Orteryn 0,5 em.

3.7. Bemounaute B YacTu |11 3ajmBKY mocieiHel CTPOKH KPAaCHBIM I[BETOM
3.8. [ToBTOpHO COXpaHUTE MOTyYEHHBII TEKCT



Yacts IV.

4.1. Co3naiiTe HOBBIN TEKCTOBBIN JOKYMEHT
4.2. YcTaHOBUTE apaMeTpsl HIpUQTa:

Iapautypa: Times New Roman

Pasmep (kerns) mpudgra: 12
4.3. 115 mpeyioyKEeHHbBIX (paMuIiii COCTaBbTE HYMEPOBAHHBIH CITUCOK:
Usanos A.A., [lerpos C.1., Cunopos H.K., IBanosa C.I., [lerpoBa A.K., Cunoposa M.IL.,
Kosanes 1.H., Cemenona E.II., CeerioBa M.C., Huxkudopos U.C.
4.4. YcraHoBUTE 1S CIMCKAa MEAKAYCTPOYHbIN nHTepBa: 1,15
4.5. Jlnsa daMunuidi  pacmoSIOKCHHBIX I10J UYETHBIMH HOMEPAMH YCTAaHOBHTE MIPUPT:
MOJIY’KMPHBIH, KYPCUB
4.6. CoxpaHuTe MOJy4IeHHBIH TEKCT B CBOEH marnke moja umenem: Word-1-4

Yacts V.
5.1. YcranoBuTe mapameTpsl mpudra:
Iapuautypa: Arial
Pazmep (kernp) mpudra: 14
5.2. JInst mpeAsiosKeHHBIX TEPMUHOB COCTaBbTe MAPKUPOBAHHBIN CIHCOK:

Microsoft Office WORD, Microsoft Office EXCEL, Microsoft Office ACCESS, Microsoft
Office POWERPOINT, Microsoft Office OUTLOOK, Microsoft Office ONENOTE, Microsoft
Office FRONTPAGE, Microsoft Office INFOPATH, Microsoft Office PUBLISHER, Microsoft
Office VISIO, Microsoft Office PRQOJECT, Microsoft Office GROOVE, Microsoft
Office System, Microsoft Office SHAREPOINT, Microsoft Office COMMUNICATOR

5.3. YcraHoBHTE AJIS CNIMCKA MEAKAYCTPOUHBI nHTEpBa: 1

5.4.Beiienute B CIUCKE 3eJIeHbIM LBETOM Ha3BaHHE MPOTPamMMbl, ¢ KOTOpoil Bel B maHHBIN
MOMEHT paboTtaete

5.5. JImst Bcero crnucka yCTaHOBUTE MIPU(DT: KYPCHUB.

5.6. CoxpaHuTe MOTy4YEeHHBII TEKCT B CBOSH mamke 1oa umenem: Word-1-5

Yacrs VI.
6.1. YcranoBute mapameTpsl mpudra:
I'apauTypa: Times New Roman
Pazmep (kernp) mpudra: 12
6.2. BBeauTe npeanoKeHHBIN TEKCT:

Net: ABC+X?-Y3:S*E/(A-C)*+(G-H)?
Ne2: CH4+20,=C0,+2H,0

6.3.Beienure cTpoKy ¢ 3a4€pKHYTHIM HOMEPOM KPacHBIM I[BETOM
6.4. Tonbko anst GopMyN yCTaHOBUTE MIPU(PT: MOTYKUPHBIIi, KYpCHUB.
6.5. CoxpaHuTE MMOy4CHHBIN TEKCT B CBOEH mamke moa umenem: Word-1-6



Yacts VII.

7.1. Co3naiiTe HOBBII TEKCTOBBIN TOKYMEHT
7.1. YcranoBuTe nmapameTpsl mpudra:
Iapuautypa: Calibri
Pasmep (kernp) mpudgra: 12
7.3.Ycranoute PaccTaHOBKY nepeHOCOB: ABTO
7.4. BBenure npeyioKEHHBIA TEKCT:

Microsoft Office Word — 310 TekcTOBBI mpomeccop, NpeIHA3ZHAYEHHBIH  JIsi
HHIUBHIYAJbHBIX  MOJIb30BaTeleii M  KOMIAHMi, MO3BOJSIONIHI  TOATOTOBUTH
npogeccnoHaIbHO O(opMJIeHHDbIE MeYaTHbIE U IJIEKTPOHHBbIE TEKCTOBbIE TOKYMEHTHI:
0TYeThl, MMCbMA, OM3HEC-TUIAHBI U T.A. U OMy0JuKoBaTh UX B UHTepHeTe. OH MO3BOJIsSIeT
BKJIIOYMTH B JOKYMEHT rpauieckue u300pakeHus, Ta0Juubl, Meauadaiiibl.

Texcmosulii npoyeccop yckopsem co30aHue OOKYMEeHmA 3d CYem COKPAUWjeHUs KOIUYecmed
oelicmeuti, 6bINOTHAEMbIX NOTb308AMENEM.

Word asmomamusupyem nabop mexcma, ogpopmierue 021a8eHus u nPeOMemHo20 YKa3amers,
NPO6epKY NPAGONUCAHUSL.

Boszmoocnocmb  UCNONb306AHUS  MHOCOUUCTIEHHBIX — (DYHKYUL, MOYHO20  (HOPpMAmMupoB8aHus
npubnuxcarom Word Kk HACMOIbHBIM UZ0AMENbCKUM CUCTNEMAM.

Word moocno ucnonvzoeamsv 015t €O30aHusi U pedakmuposanusi OOKYMEHMO8 3NeKMPOHHOU
nOYmbl, NPU KOJLLEKMUBHOU pabome HA0 OOKYMEeHMAaAMU.

7.5. YcTraHoBUTE /TSI CIIMCKA MEKAYCTPOUHbI nHTepBan: 1,15

7.6.Bpineniute B TEKCTE MONYKUPHBIM HIpU(TOM oOmpeleieHne Ha3HAYeHHs] MPOTrpaMMBbl
Microsoft Word

7.7. JInst OCTAIBHOTO TEKCTa YCTAHOBUTE MIPUQT: KYPCHB.

7.8. Cnenaiite erie 1Be KOTUU BCEro TEKCTa

7.9. Bo 2-it xonmuu ISl TEKCTa BBIICJICHHOTO MOJYKUPHBIM MpUPTOM ycTaHOBUTE CTHJIb:
IHox3aro/ioBoxk

7.10. B 3-it xomuu ISl TEKCTa BBIICICHHOTO TOJYKHPHBIM MpUPTOM ycTaHOBUTE CTHJIb:
CuibHas cChLIKA

7.11. CoxpaHuTe MOIy4IEeHHBINH TEKCT B CBOEH mamnke mojx umenem: \Word-1-7

PE3YJIbTAT NOKAXKUTE NNPENNIOJJABATEJIIO




