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BeneHune nenoBomn Nepenmckn n NnogroToBkKa Cny>XebHomn
AOKYMEHTaLnm

YyacTue B Kypce NO3BOMUT CJyLIATENSAM YNYULIUTb KaYeCTBO HaNncaHus AefIoBbIX MUCEM, Pa3BUTb YMEHUE CHO, TaKOHUYHO U
CTPYKTYPUPOBAHHO M3naraTb CBOW MbIC/IM B MUCbMEHHON hOpMe, BbICTPauBaTh NO3UTUBHYIO KOMMYHUKALIMIO, COCTaBNATb U
ohopMAATb cy)Ke6Hble JOKYMEHTbI C y4eTOM Tpe6oBaHMii 3aKoHoAaTeNbCTBa. MoJly4eHHble HaBbIKM MOMOTYT C/yLIaTeNsM B
noarotoBske oduuUManbHbIX AeNI0BbIX MMCEM, OTBETOB Ha 06palLeHNs, HOPMaTUBHbIX NMPaBOBbIX aKTOB, OTYETOB, AOK/1af10B,
3N1eKTPOHHbIX NUCEM, AENOBbIX KOMMYHUKALMIA B MECCEHIKEPAX.

[ata npoBepeHus: 2 -3 utona 2026 ¢ 10:00 go 17:30
ApTtukyn: MC27275

Bup, 06yyenus: Kypc noBbilleHus KBanmdukaumm

dopmart obyyeHus: OHNalH-TpaHCAAUMSA

Cpok obyueHus: 2 fHs

MpoponxutenbHocTb 06yyeHus: 164yacos

CtoumocTb yuacTtus: 43 600 py6.

[ns y4yacTHUKOB NpefycMOTPeHo: MeToAnYecKunii MaTepuarn.

[lOKYMEHT 1o OKOH4YaHuM 06ydeHus: o nToram obydeHus ciyLiaTeny, yCrnewHo npoLuejLime UTOroByto aTTecTaluto no nporpaMmMe
06yyeHus, MoslyyatoT Y 40CTOBEepEHME O NOBbIWEHUM KBanudukaumm B o6bemMe 16 4acos (B COOTBETCTBUM C NIULIEH3UEN Ha NPaBo
BefleHUsi o6pa3oBaTesibHOM AesTeNIbHOCTY, BblAaHHON [lenapTaMeHTOM 06pa3oBaHus U Hayku ropoaa MocKBbl).

Ilna koro npegHasHaveH

rOCyp,apCTBeHHbIX rpaXKgaHCKuUX n MyHuUUMnanbHbIX cayXawuxX, COTPYAHNKOB rocyaapCTBEeHHbIX U UHbIX opraHmsauMVl, 3aHnMarLwmnxeca
NOArOTOBKOW AeNOBbIX NMUCEM, CJ'Iy)KeéHbIX 3anuncok, nopyquMﬁ, OTBETOB Ha 06pa|.|.|,eHVIF| rpaxxgaH.

Lienb o6y4yeHus

Mpro6pecTn HaBbIKKU COCTaBMIEHNS, 0DOPMIIEHNS, PelaKTMPOBaHUSA Pa3NNYHbIX BUAOB 0hULMANbHbBIX AENOBbIX MUCEM,
yCOBepLUEeHCTBOBATb HaBbIKW Pa6OThbl CO CYXXEBHOM AOKYMeHTaLMel, MOBbICUTL YPOBEHDb BlaAeHUS COBPEMEHHBIM PYCCKUM A3bIKOM B
pa3fIMYHbIX CUTYaLMSIX MMCbMEHHOTO [1€/T0BOMO O6LLEHUS.

Ocob6eHHOCTH NporpaMmmsil

O6yyeHue Ha-Kypce npefycMaTpyMBaeT oTpaboTKy HaBbIKOB NOANOTOBKM AE€M0BbIX MUCEM OCHOBHbIX TUMOB (MH(bOPMaLMOHHOE MUCbMO,
NUCbMO-3arnpoc, OTBET Ha-NPETeH3UN U-BO3PaXKEeHMUS, ITUKETHOE MUCbMA, UHULMATUBHOE NNCbMO U-TMCbMO-— OTBET) U-aHaNun3 AeNoBbIX
TEKCTOB U3-NPaKTUKN FOCYAaPCTBEHHOMN CYXO6bI.

PesynbTaT 06y4YeHus

B-pe3ynbTaTe 06yueHNs Ha-Kypce ClyLuaTeNin y3HaloT:

. COBpeMeHHbIe Tp66OBaHVIF|, npeabvaBiiseMble K-4e/10BOMY TEKCTY.
o XapaKTepucTuku N-0COBEHHOCTYU BCEX BNAOB CJ'Iy)Ke6HbIX nucem.
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e lNocnepHve BepCUM HOPMATUBHDBIX JOKYMEHTOB, COZlepXKallux Tpe6oBaHUs K-CNyxe6HOMY NucbMy; ohopMIIeHe NUceM, BKoYas
pasnuyYHblE NPUOXKEHUS.

o Hanb6onee pacnpocTpaHeHHble OLUNGKM NPU COCTaBNEHUN MUCEM.

o VIHCTpYMeHTbI aprymeHTaumu.

e [pueMbl cBOpauMBaHus TekcTa 6€3 NOTePU CMbICHA.

o HoBble rpaMmaTinyeckue n-nekCcuyeckme HopMbl, HaNMCaHUe MHOCTPaHHbIX UMeH K-reorpatbnyecKkmMx HasBaHUiA, a-TaKkxe
cneumnduyeckmne cayyam NpUMeHeHUs NpaBusl PyCCKOro A3blka B-Ae/I0BbIX TeKCTax.

9TO MeponpuaTMe MOXHO 3aKa3aTb B KOpNopaTuBHOM opmaTe (06y4eHne COTPYAHUKOB OAHOM KOMMNaHuK).

[Iporpamma o6yyeHus

[AeHb-1.
HopmaTuBHO-MeToaUYecKas 6a3a opopMIeHUs AeNOoBbIX MUCEM.

o Knaccugukaums n-oco6eHHOCTH pasfiMyHbiX BULOB CIY)XEBHbIX MUCEM.

¢ Opuamnyeckasn 3Ha4MMOCTb NMMCbMa.

o OcopMIieHVEe OCHOBHbIX BUAOB MUCEM B-COOTBETCTBUM c-Tpe6oBaHusamu FOCT P7.0.97—2016.

o [lpaBuna agpecoBaHus 4ef0BbIX MMCEM B-OpraHbl FocyAapCTBEHHOW BNAcTW U-APYrM OpraHusaLusam.
e HanpaBneHue nnucbma HeCKOSIbKUM agpecaTam.

e 3HAYMMOCTb 3arosloBKa K-TEKCTaM [1eJ10BbIX MUCEM B-CUCTEMAX 3NIEKTPOHHOI0 JOKYMeHTOo060poTa.

e [MpaBuna obopMIeHUsI NPUNOXEHUI K-AeNTOBbIM NMUCbMaM, B-T.Y.-B-3JIEKTPOHHOW dhopme.

¢ lpaBuna cornacoBaHus (BU3UPOBaHNS) LENOBbLIX MUCEM.

o [paBuna nognucaHusa AenoBbiX MUCEM.

Tpe60BaHMﬂ K-TeKCTaM [eJioBbIX NUcCeM.

o CTpyKTypa AenoBoro NucbmMa, npuHaTas B-Poccuiickon Gepepaunu.

o O6palleHne n-3aknounTesibHas hopMyna BEXIUBOCTU.

o [TpaBuna cocTaB/ieHNs TEKCTa B-COOTBETCTBUM C-TpeboBaHWUAMMN opULMaNbHO-AENOBOMO CTUNS.
e YCTONYMBbIE CNOBA U-CTOBOCOYETAHUS B-A,E€/0BbIX MUCbMaX.

e OWKMOKM B-TEKCTaxX AENOBbIX NUCEM, MPUBOASILLME K-ABYCMbICIEHHOCTU TEKCTA.

o OWKMEKM B-AENOBbIX NUCbMaX, 3aTPYAHSOLME NOHMMAHWE CMbIC/a MMCbMa.

e OCO6EHHOCTM CTWUIIA NMMCbMa NPpU OTBETE HAa-06paLLeHNs rpaXK aaH.

Mcuxonornyeckne 0co6eHHOCTH KOMMYHUKaLuUu Npu oTBeTax Ha-HeraTuBHble COOﬁLI.I,eHMﬂ.

e [puemM NpucoeauHeHus, MICNoNb3oBaHNe NO3UTUBHbIX CIIOB U-BbIPaXKEHW BMECTO OTPULaHUIA.
e NHCTpyMeHTbl POPMUPOBAHUS NMO3UTUBHOIO MMUAXKA.
¢ MNucbMa-oTBeTHI. Kak HanucaTb OTBET Ha-NMUCbMO-NPETEH3HIO, XXano6y UM peknamauumto.

MpaBuna nepenuckn No-oNIeKTPOHHOM NOYTE N-AeN0BOro o6LLEeHUs B-MecCeHaKepax.
CoBpeMeHHble Tpe6oBaHUA K-COCTaBIEHNIO U-0POPMIIEHNIO CNTY)XKEGHDBIX AOKYMEHTOB.

e Buabl JOKYMEHTOB, MPUMEHSIEMbIX B-TOCYAaPCTBEHHOM U-MYHULMMNANbHOM yNpaBeHuu.
e lNoaroToBKa rocyAapCTBeHHOro/MyHULMMAaNbHOrO HOPMaTUMBHOMO NPaBOBOMO akTa: BUAbI, CTPYKTypa U-Npasusia ohopMIIEHNS.

MpaKTMKyMbI: HanMcaHne n-opopmMIEHNE OCHOBHbIX TUNOB 0dULManbHbIX AENOBbIX MUCEM.
JOeHb2.
[lenoBoii pyccKuiA A3bIK NPU NOATOTOBKE CNY)XE6HbIX OKYMEHTOB. CTU/IMCTUKA PYCCKOrO AA3blKa B-4e/I0BbIX MMCbMaXx.

o OduLManbHO-LENOBOV CTUIb B-CUCTEME (YHKLMOHAMBbHBIX CTUMNEN PYCCKOrO s3blKa.

o TUMWYHbIE OLIMBKU B-TECTAX [JOKYMEHTOB: HENPaBUIIbHOE YNOTpe6ieHne NapoHMMOB, HENPaBUIbHOE ynoTpebieHne CUHOHUMOB,
peueBasi U36bITOYHOCTD (N1IEOHA3M), TAaBTONIOMUS.

o TUNUYHbIE OLUIMGKU B-HAMMCaHWM NPUCTaBOK, COO30B, MpuUnaraTenbHblX, NPUYacTUiA, NPOU3BOLHbIX NPeAnorax, 3Hakax NpenuHaHus.

e OCO6EHHOCTU NMPUMEHEHWSI OCHOBHbIX YacTeil peun B-ohuLmManbHbIX MMCbMax.

o paBonucaHune UMEH, oTyecTB, pamunuii. MponucHas u-cTpoyHas 6yKBbI NPy 06PaLLEHUN.

¢ paBonucaHne HauMeHOBaHWUI OpraHW3aLuii, [OMKHOCTEN U-LOKYMEHTOB B-A,eM0BbIX TEKCTAX.

e [paBonucaHue YNCIUTENbHbIX B-AEN0BbIX TEKCTAX.
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o CokpalleHus. NpaBonucaHue nekcuyecknx abépesmatyp u-rpamyeckux cokpalleHuit. NpasonucaHue reorpamyeckux
HaMMeHOBaHMWMN.

o [peanorun n-ux-3HayeHume B-TEKCTE AEe/0BbIX NMUCEM.

o BnnsiHne CTpYKTYpbl NPeAOXXEHUSA HA-TEKCT [LOKYMEHTA.

o Kak ymeTb (OpMynnpoBaTh MbIC/b B-MOHSTHbIE MPEANIOXEHUS.

MpakTUKyMbI: TUNUYHbIe opdorpaduryeckne U-MyHKTYaLNOHHbIE OLMEBKM B-NMUCbMEHHOW KOMMYHUKaLMUW U-MeTOAbl UX-YyCTPaHeHusi,
aHanus [efloBbIX TEKCTOB U3-PaKTUKN FOCYAapCTBEHHON CNyX6bl.

[lpenogaBaTenu

OBYMEBA lOnua AnekcaHapoBHa

Cneunanuct nNo JOKyMeHTaLMOHHOW JIMHIBUCTUKE W eNIOBOW Nepenucku, npenogasaTesnb [ocyjapCcTBEHHOIO yHMBepcuTeTa
ynpasJieHus.

HNOPOHWNHA Jlapuca AnekceeBHa

KaHanaaT 3KOHOMMYECKUX HayK, AOLEHT Kadeapbl rocyAapCTBEHHOMO yNpaBieHus u kagposon nonutnkn MIrYY MpaeuTtenbctea
MocKBbI, aBTOp y4e6HbIX NOCO6UI MO JOKYMEHTOBeeHMIo, akenepT HaurMoHanbHoM accoumaumm odUCHbIX CNeunanucToB U
aAAMMHUCTPATMBHbIX paboTHUKOB npu Mpe3sugeHTe Poccuitickoin Geaepauum, copaspaboTymk NpoheccroHanbHbIX CTaHAAPTOB.

Ccdepa npodeccrmoHanbHbIX UHTEPECOB:

MpodeccnmoHanbHble KOMNETEHLMU: ONTUMMU3aLMSA BU3HEC-TIPOLLECCOB NPeanpPUaTUs, paspaboTka HOPMATMBHbIX MaTepuanos no
[OKYMEHTMPOBAHUIO YNpaBieHYeCKOM AeATENbHOCTU, ayANT KaapoBOro Aenonpon3BoAcTBa, KOHCYIbTUPOBaHMeE No Bbl6opy
NpPOrpaMMHOro NpoAaykTa no asTomMaTusaumnm 4enonponsBoACTBEHHbIX MPoLEeccoB. YyacTBoBasna B NpoekTax no aBTomatmsawmm
[OoKyMeHToo60poTa koMnanum IKT, IBS, BecTb MeTa-TexHOOMMM.

O6pasoBaHue:

OkoHuuna FocypapcTBeHHYHO akaieMuto yrpaBneHus uMern C.OpaXoHUKkuase, kadbenpa JOKYMEHTOBEeAEHN U JOKYMEHTALMOHHOMO
ob6ecrneyeHmns ynpaB/ieHus, LOKYMEHTOBES, CeumanmucT no MHGOPMaLMOHHBIM TEXHOSIOTUAM yrpaBfieHus.

My6nukauum:

ABTop 60nee 150 ny6nvkauui, B TOM YMChe cTaTeil B XXypHanax «CnpaBoyYHUK cekpeTaps U opuc-meHegxepar, «CnpaBouHUK
KaapoBuKay, «enonponsBoacTBO», «CekpeTapckoe fefo», «YnpaBneHue nepcoHanomM», «Cnyxeéa kaapo», «[ToUckK: OT NpoekTa Ao
KfoYa» n ap.
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