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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: MC27274

Bup, 06yyenus: Kypc noBbilleHus KBanmdukaumm
dopmart obyyeHus: [IHeBHOM

Cpok obyueHus: 2 fHs

MpoponxutenbHocTb 06yyeHus: 164yacos

MecTo npoBegeHus: r. MockBa, yn. 3onoTas, 4. 11, 6usHec-LeHTp «30/10TO», 5 3Tax. BceM yyacTHMKaAM BbicblnaeTcs noAapobHas cxema
npoesga Ha ceMuHap.

CtoumocTb yyactus: 43 600 py6.
[Ana yyacTHMKOB nNpefycMoTpeHo: MeToanyeckuit maTepuan, Kode-naysbi.

[lOKYMEHT o OKOH4YaHuM 06yyeHus: o nToram obydeHus cyLlaTeny, yCrnewHo npoLlejLime UTOroByto aTTecTaluto No nporpaMmMe
06ydeHus, MoslyyatoT Y 40CTOBEepeHME O NOBbIWEHUN KBanudukaumm B o6bemMe 16 4acos (B COOTBETCTBUM C NIULIEH3UEN Ha NPaBo
BefleHusi o6pa3oBaTesibHOM AesTeNIbHOCTY, BblfaHHON [lenapTaMeHTOM 06pa3oBaHus U Hayku ropoAa MocKBbl).

Ilna koro npegHasHaveH

locyAapCTBEHHbIX MPaXKAAHCKUX Y MYHULIMNANbHBIX CYXaLLuX, COTPYAHUKOB roCyapCTBEHHbIX U UHbIX OpraHW3aLuiA, 3aHMMatoLLMXCA
NOArOTOBKOW AEN0BbIX MUCEM, CIY>KEGHbIX 3anuCoK, MOPYYEHU, OTBETOB Ha O6paLLEeHNUs rpaXkaaH.

Lienb o6y4yeHus
Mpro6pecTn HaBbIKN cCOCTaBNeHUs, 0POpPMNEHNS, peAaKTUPOBAHUS Pas3IMUHbIX BUAOB 0bULManbHbIX Ae0BbIX MUCEM,

ycoBepLeHCTBOBATb HaBblKU pa6OTbI co cny)|(e6H017| D,OKyMeHTaLWIeVI, NOBbICUTb YPOBEHb BNnageHNUA COBpEeMEHHbIM PYCCKUM A3bIKOM B
Pas3nnyHbIX CUTyaunax NMCbMeHHOro AesioBoro 06LIJ,€HI/IF|.

Oco6eHHOCTN NporpaMmmbil
O6yquMe Ha-Kypce npegycmMmaTtpuBaeT 0Tpa6OTKy HaBblKOB NOATOTOBKU Aes1I0BbIX NMMCEM OCHOBHbIX TUMNOB (VIHCbOpMaLl,I/IOHHOG NMUCbMO,

NUCbMO-3arnpoc, OTBET Ha-NPETeH3UN U-BO3PaXKEHUS, ITUKETHOE MUCbMA, UHULMATUBHOE NCbMO U-TMCbMO-— OTBET) U-aHaNu3 AefloBbIX
TEKCTOB U3-NPaKTUKN FOCYAaPCTBEHHOM CYXO6bI.

PesynbTaT 06y4YeHus
B-pe3ynbTaTte 06y4eHuss Ha-Kypce ciyLluaTeNu y3HaloT:
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o CoBpeMeHHble Tpe6oBaHus, NpeabsBisieMble K-1e0BOMY TEKCTY.

o XapaKTepuCTUKU N-OCOBEHHOCTU BCEX BUAOB CITYXKEBHbIX MUCEM.

e lNocnepHve BepcUM HOPMATUBHDBIX JOKYMEHTOB, COZEPXKaLLuUX TPe6oBaHUs K-CNYXe6HOMY NucbMy; ohopMIIeHUE NUCeM, BKtOYas
pasnnyHble NPUOXKEHUS.

e Hanb6onee pacnpocTpaHeHHble OLINGKK NPU COCTaBNEHUN MUCEM.

o VIHCTPYMEHTbI aprymeHTauumu.

o [NpuemMbl cBOpauMBaHns TekcTa 6e3 NoTepu CMbICNa.

e HoBble rpaMmaTinyeckue n-nekcuyeckme HopMbl, HaNMCaHNe MHOCTPaHHbIX UMeH K-reorpadnyecKmMx HasBaHWiA, a-TaKkxe
cneunduyeckme cnyyam NPUMMEHeHUs NMpaBuI PYCCKOro sidblka B-AEMN0BbIX TEKCTaX.

9TO MeponpuaTMe MOXHO 3aKa3aTb B KOpnopaTuBHoM opmaTe (06y4YeHne COTPYAHUKOB OfHOM KOMMaHuK).

[TporpamMmma oby4yeHus

AeHb-1.
HopmaTtuBHo-MeToauuyeckas 6a3a opopmieHns feNoBbiX NUceMm.

o Knaccudukaumsa n-oco6eHHOCTU pasnnyHbIX BUAOB CNyXeBHbIX MUCeM.

¢ lOpnamnyeckasn 3Ha4MMOCTb NMMCbMa.

e OdopMsieHNEe OCHOBHbIX BUAOB NUCEM B-COOTBETCTBUU C-TpeboBaHnamu FOCT P7.0.97—2016.

o [TpaBuna agpecoBaHuns [eNoBbIX MMCEM B-OpraHbl rocyjapCTBEHHON BAACTU U-APYrM OpraHu3auusam.
e HanpaeneHune nnucbma HECKOSIbKUM agpecaTam.

e 3HaYMMOCTb 3arosloBKa K-TEKCTaM [1efI0BbIX MUCEM B-CUCTEMAX 3/IEKTPOHHOIo JOKyMeHToo60poTa.

o [TpaBuna oopMIeHNs NPUNOXEHUIN K-AeNOBbIM NMUCbMaM, B-T.Y.-B-3/IEKTPOHHON dopme.

e [NpaBuna cornacosaHus (BU3UPOBaHUA) LENOBbIX MUCEM.

o [paBuna nognucaHusa AenoBbiX MUCEM.

Tpe6OBaHm| K-TeKCTaM [ eJIoBbIX NUCeM.

o CTpyKTypa AefnioBoro nucbMa, npuHaTas B-Poccuiickon Gegepauun.

o O6bpalleHune n-3aknrounTebHas Gopmyna BEXIMBOCTH.

e [lpaBuna cocTaBfieHWs TEKCTa B-COOTBETCTBUM C-TpeboBaHUAMU 0bULMaNbHO-AEN0BOM0 CTUNIS.
e YCTOMuYMBbIE CI0BA U-CNIOBOCOYETaHMUS B-Ae10BbIX MUCbMaXx.

o OWKNOKM B-TEKCTaxX AENOBbIX NUCEM, MPUBOASILLME K-ABYCMbIC/IEHHOCTU TEKCTA.

o OWKNOKM B-AENOBbIX NMCbMaX, 3aTPYAHSOLME NOHMMaHWE CMbIC/a MMCbMa.

o OCO6EeHHOCTU CTWUNISA MMCbMa NPU O0TBETE HAa-06paLLeHNUs FpaXKaaH.

Mcuxonornyeckne 0co6eHHOCTH KOMMYHMKaLUU NpU oTBeTax Ha-HeraTuBHbie COO06LLeHMs.

o [pueM NpUcoeauHeHUs], UICMOoNb30BaHMe NMO3UTUBHbIX CNOB U-BbIPaXKEHU BMECTO OTPULLAHUI.
o VIHCTPYMEHTbI HOPMUPOBAHMS MOSUTUBHOIO MMUAXKA.
¢ MucbMa-oTBeTbl. Kak HanucaTb OTBET Ha-MUCbMO-NPETEH3UIO, XXanoby Uv peknaMaumio.

MpaBuna nepennckmn No-B/IEKTPOHHOI MOYTE U-AEJI0BOro 06LLEHNSA B-MeCCEHAKepax.
CoBpeMeHHble TPe60BaHUSA K-COCTaB/IeHNIO M-0(pOPMNIEHUIO CNTYXKe6HbIX AOKYMEHTOB.

e Buabl JOKYMEHTOB, MPUMEHSEMbIX B-TOCYAaPCTBEHHOM U-MYHULMNANbHOM ynpaBieHUu.
e MNMofroToBka rocyfapcTBEHHOro/MyHULMMNANbHOrO HOPMaTUBHOIO NPaBOBOIo akTa: BUAbl, CTPYKTYpa u-npasunia ohopMneHus.

MpaKTUKYMbI: HanMcaHWe N-opopMAIEHNE OCHOBHbIX TUNOB 0 ULUManbHbIX AENOBbLIX MUCEM.
JAeHb-2.
[lenoBoii pyccKuii A3bIK NPU NOATOTOBKE CNYXE6HbIX fOKYMEHTOB. CTU/IMCTUKA PYCCKOro A3blKa B-4e/I0BbIX MMCbMaXx.

o OduuManbHO-[eN0BON CTUIb B-CUCTEME (DYHKLIMOHAMbHBIX CTUMNEN PYCCKOro A3bIKa.

o TUNUYHbIE OLLINGKN B-TeCTax AOKYMEHTOB: HerpaBu/ibHOe YNoTpe6ieHne NapoHUMOB, HernpaBWUbHOe ynoTpebieHne CUHOHVMOB,
peyeBasi U36bITOYHOCTDb (N1EOHA3M), TABTONIOTUS.

e TUNUYHbIE OLIMGKK B-HaMMCaHNM NPUCTaBOK, COIO30B, MpUnaratenbHbIX, NPUYacTUA, NPON3BOLHbIX MPeAsorax, 3Hakax NpenuHaHus.

e OCO6EHHOCTM NPUMEHEHUSI OCHOBHbIX YacTel peun B-oduLmanbHbIX MMCbMax.

o paBonucaHune UMEH, oTyecTB, pamunuii. MponucHasa u-cTpoyHas 6yKBbl MPYU 06PaLLEHUN.

 [IpaBonucaHne HanMeHOBaHWt opraHn3aLlmnin, 4OKHOCTEN U-AOKYMEHTOB B-A€N0BbIX TEKCTaX.

CtpaHuua: 2 M3 3



o [MpaBonucaHne YNCNUTENbHbIX B-AEN0BbIX TEKCTaX.

o CokpalueHusi. NpaBonucaHue nekcnyeckmx abépeemnatyp u-rpadmyecknx cokpatleHuin. MpaBonucaHue reorpadmyeckmnx
HauMeHoBaHWN.

o [Mpeanorun n-mx-aHavyeHne B-TeKCTe Aef0BbIX MUCEM.

o BnvaHue cTpyKTypbl NPeANOXKEHUS HA-TEKCT AOKYMEHTA.

o Kak ymeTb ¢opMynupoBaTh MbIC/b B-NOHATHbIE NPEAIOXEHUS.

MpaKTMKyMbI: TUMUYHbIEe opdorpaduyeckme U-NyHKTYaUMOHHbIE OLUUGKM B-NTUCbMEHHON KOMMYHMKALMUW U-METOAbI UX-YyCTPaHeHUs,
aHann3 fenoBblxX TeKCTOB M3-NPaKTUKMN roCyAapCTBEHHOM ClyXK6bl.

[lpenogaBaTenu

OBYMEBA lOnua AnekcaHapoBHa

CneumanucT no AOKYMEHTALUNOHHON NMMHIBUCTUKE U AeNOBOW Nepenucky, npernogasartenb [ocyaapcTBEHHOMO YyHUBEpCUTETa
ynpaBJieHus.

HNOPOHWNHA JTapuca AnekceeBHa

KaHaupaTt SKOHOMUYECKMX HayK, foUeHT Kadeapbl rocyfapCTBEHHOIO YNpaBieHUs U KagpoBoW nonutuku MIYY MpaBuTenbcTBa
MoOCKBbI, aBTOp y4e6HbIX NOCO6UIA MO JOKYMEHTOBeeHMIo, aKcnepT HaumoHanbHoM accoumaumm oUCHbIX CreunanucTos u
aAMMHUCTPATMBHbIX paboTHUKOB Npu MpesungeHTe Poccuiickon Gepepaunm, copaspaboTumk npodeccnoHanbHbIX CTaHAAPTOB.

Cdepa npoceccMoHanbHbIX MHTEPECOB:

MpodeccnoHanbHblie KOMMNETEHLMKU: ONTUMMN3aLUS 6U3HeC-NPOLIECCOB NpeanpuATUS, pa3paboTka HOPMATUBHbIX MaTepranos no
[OKYMEHTUPOBaHUIO YNpaBieHYeCKoM AesiTeNbHOCTH, ayAUT KafpoBOro Aenonpon3BoACTBa, KOHCYIbTUPOBaHWeE Mo BbiGopy
nporpaMMHOro NpoAykKTa no aBTomaTusauum AenonpoMsBoACTBEHHbIX MPOLLECCOB. YyacTBOBana B NpoekTax no asToMaTusawmm
[OKyMeHToo60opoTa komnanum IKT, IBS, BecTb MeTa-TexHonorunu.

O6pasoBaHue:

OkoHunna rOCYﬂ,apCTBeHHyK) aKageMuio ynpassieHna UMeHU C.Opﬂ,)KOHVIKVIﬂ,3e, Kad)ep,pa AOKYyMeHTOBeAEHUA U JOKYMEHTALMOHHOIO
obecneyeHuns ynpasneHusa, OKyMeHTOoBe/ 4, cneynanunct no VIHCbOpMaLl,I/IOHHbIM TEeXHOJ/1I0IrMAM ynpasieHUA.

My6nukauum:

ABTOp 60nee 150 ny6nvKauuii, B TOM YMChe cTaTeil B XXypHanax «CnpaBoYHMK CeKpeTaps U opuc-meHegxepar, «CnpaBoYHNK
KagpoBurKay, «[lenonpon3BoacTBO», «CeKpeTapcKoe fenoy, «YnpaBnieHne nepcoHanom», «Cnyxéa kagpos», «[ouck: oT npoekTa 4o
KfoYa» u ap.
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