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BeneHune nenoBomn Nepenmckn n NnogroToBkKa Cny>XebHomn
AOKYMEHTaLnm

YyacTve B nporpamMme no3BoJIMT C/yLLaTeNsaM YyylinMTb Ka4eCcTBO HanucaHus AesoBbiX MUCEM, Pa3BUTb YMEHME AICHO, TaKOHWUYHO
W CTPYKTYpPUPOBAHHO M3/1araTb CBOM MbIC/TU B MUCbMEHHOI GopMe, BbICTpauBaTb NO3UTUBHYIO KOMMYHUKALMIO, COCTaBISATb 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.

Jata npoBegeHus: 8 -9 okTabpsa 2026 ¢ 10:00 go 17:30
ApTtukyn: MC27276

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: 43 900 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 nporpamMmme npegycMmatpumBaeTt 0Tpa60TKy HaBbIKOB NOATOTOBKM Aie/IOBbIX MMCEM OCHOBHbIX TUMNOB (VIH(bOpMaLWIOHHoe

NMNCbMO, MUCbMO-3arnpoc, OTBET Ha NPETEH3NN N BO3PaXKeHUA, 9TUKETHOe NUCbMa, UHUMLUKUATUBHOE NUCbMO 1 NNCbMO — OTBeT) naHanus
AENOBbIX TEKCTOB U3 NPaKTUKKU FOCYﬂ,apCTBEHHOVI CJ'Iy)K6bI.

PesynbTaT 06y4YeHus
B pe3ynbTaTte 06y4eHnss Ha NporpaMMe ciyLlaTenu y3HaloT:
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o CoBpeMeHHble Tpe6oBaHus, NpeabsBsieMble K JeN0BOMY TEKCTY.

o XapaKTepuCTUKMU U OCOBEHHOCTU BCEX BUAOB CITYXKEBHbIX MUCEM.

e lNocnepHve BepcUM HOPMATUBHDBIX JOKYMEHTOB, COZEpXKaLLuX TPe6oBaHUs K CNYXe6HOMY NucbMy; ohopMIIeHHe NUCeM, BKtoYas
pasnnyHble NPUOXKEHUS.

e Hanb6onee pacnpocTpaHeHHble OLINGKK NPU COCTaBNEHUN MUCEM.

o VIHCTPYMEHTbI aprymeHTauumu.

o [NpuemMbl cBOpauMBaHns TekcTa 6e3 NoTepu CMbICNa.

e HoBble rpaMmaTtinyeckue 1 nekcuyeckme HopMbl, HaNMCaHNe MHOCTPaHHbIX UMEH U reorpadnyecKkmx HasBaHuii, a TaKkxe
cneunduyeckme cnyyam NPUMMEHeHUs NMpaBu PYCCKOro sfidblka B feN0BbIX TEKCTaX.

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

[TporpamMmma oby4yeHus

OeHb 1
HopmaTtuBHo-MeToauuyeckas 6a3a opopmieHns feNoBbiX NUceMm.

o Knaccudukaumsa n oCO6eHHOCTH pasnnyHbIX BUAOB CNyXeBHbIX MUCeM.

¢ lOpnamnyeckasn 3Ha4MMOCTb NMMCbMa.

o OdopMIieHNE OCHOBHbIX BUAOB NUCEM B COOTBETCTBMM C TpeboBaHusmu FOCT P 7.0.97-2025.

o [TpaBuna agpecoBaHunsa [eNoBbIX MMCEM B OpraHbl rocyjapCTBEHHON BAACTU U ApYrM OpraHu3auusam.
e HanpaeneHune nnucbma HECKOSIbKUM agpecaTam.

e 3HauYMMOCTb 3arosoBKa K TEKCTaM [1efI0BbIX MUCEM B CUCTEMAX 3/IEKTPOHHOIo JOKyMeHToo60poTa.

o [TpaBuna ohopMneHNs NPUNOXEHUIN K AeNOBbIM MUCbMaM, B T.4. B 3/IEKTPOHHOI dopme.

e [NpaBuna cornacosaHus (BU3UPOBaHUA) LENOBbIX MUCEM.

o [paBuna nognucaHusa AenoBbiX MUCEM.

Tpe6OBaHm| K TeKCTaM [eJsioBbIX NUcCeM.

o CTpyKTypa AefnioBoro nucbMa, npuHaTas B Poccuiickon Gepepauun.

o O6palleHune 1 3aknrunTebHas Gopmyna BEXIMBOCTH.

e [lpaBuna cocTaBfieHWs TEKCTa B COOTBETCTBUM C TpeboBaHWUAMU obULMaNbHO-AEN0BOr0 CTUNIS.
e YCTOM4YMBbIE CI0BA M C/IOBOCOYETAHMUS B [e10BbIX MUCbMaXx.

e OWKNOKM B TEKCTaxX AENOBbIX NUCEM, MPUBOASLLME K ABYCMbIC/IEHHOCTMU TEKCTA.

e OWKMOKM B A€NOBbIX NMCbMaX, 3aTPYAHSOLME NOHMMAaHWE CMbIC/a MMCbMa.

o OCO6EeHHOCTU CTWUNISA NMMCbMa NPU OTBETE Ha O6paLLeHUs FpaXKaaH.

Mcuxonornyeckne 0co6eHHOCTH KOMMYHUMKaLUU NpU oTBeTax Ha HeraTUBHble COO06LLeHMs.

o [pueM NpUcoeauHeHus], UICMOoNb30BaHMe NMO3UTUBHbIX CNIOB U BbIPaXKEHW BMECTO OTPULLAHUI.
o VIHCTPYMEHTbI HOPMUPOBAHMS MOSUTUBHOIO MMUAXKA.
¢ MucbMa-oTBeTbl. Kak HanucaTb OTBET Ha MMCbMO-NPETEH3UIO, XXanoby Uiv peknaMaumio.

MpaBuna nepennckm no 3/1IeKTPOHHOI MoYTe U AJI0BOro 06LLEHNS B MeCCEHAKepaXx.
CoBpeMeHHble TPe60BaHUSA K COCTaBeHNI0 M 0(hOPMIEHUIO CNYXKE6HbIX AOKYMEHTOB.

e Buabl JOKYMEHTOB, NPUMEHSEMbIX B FOCYAapCTBEHHOM U MYHULMNAaNbHOM ynpaBieHuu.
e MNMofroToBkKa rocyfapCcTBEHHOro/MyHULMMNANbHOrO HOPMaTUBHOIO NPaBOBOIo akTa: BUAbl, CTPYKTYpa 1 npasunia ohopMeHus.

MpaKTUKYMbI: HanMcaHWe 1 opopMIEHNE OCHOBHbIX TUNOB 0 ULUMabHbIX AENOBbLIX MUCEM.
AeHb 2
[lenoBoii pyccKuii A3bIK NPU NOATOTOBKE CNYXE6HbIX fOKYMEHTOB. CTUIMCTUKA PYyCCKOro A3blKa B e/I0BbIX MUCbMaXx.

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

o TUNUYHbIE OLLIMGKM B TECTax AOKYMEHTOB: HerpaBu/ibHOe YNoTpe6/ieHne NapoHUMOB, HernpaBWUbHOe ynoTpebieHne CUHOHVMOB,
peyeBasi U36bITOYHOCTDb (N1EOHA3M), TABTONIOTUS.

e TUNUYHbIE OLIMGKKN B HarMMCaHM NPUCTaBOK, COIO30B, MpUnaratenbHbIX, NPUYacTUiA, NPON3BOLHbIX MPeAsorax, 3Hakax NpenuHaHus.

e OCO6EHHOCTM NPUMEHEHUSI OCHOBHbIX YacTel peun B oduLmanbHbIX MMCbMax.

o paBonucaHune UMEH, oTyecTB, pamunuii. MponucHas u cTpoyHas 6yKBbl NPKU 06PaLLEHUN.

 [IpaBonucaHne HanMeHOBaHWt opraHn3aLmnin, 4OKHOCTEN U JOKYMEHTOB B A€NOBbIX TEKCTaX.
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o [MpaBonucaHne YNCNUTENbHbIX B AENOBbIX TEKCTaX.

o CokpalueHusi. NpaBonucaHue nekcnyeckmx abépeemnatyp 1 rpadmyecknx cokpatleHui. MpaBonucaHue reorpadmyeckmnx
HauMeHoBaHWN.

o [Mpeanorn n nx aHavyeHne B TeKCTe AefI0BbIX MUCEM.

o BnvaHue cTpyKTypbl NPeANOXKEHUS Ha TEKCT AOKYMEHTA.

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

MpaKTUKyMbI: TUMUYHbIEe opdorpaduyeckme U NyHKTYaLMOHHbIE OLUINGKM B MUCbMEHHON KOMMYHMKAaLMW U METOAbI UX YCTpaHeHUs,
aHann3 fenoBblxX TeKCTOB M3 NPaKTUKMN roCyAapCTBEHHOM ClyXK6bl.

[lpenogaBaTenu

NMEPMAKOBA EkaTtepuHa CTaHucnaBoBHa

MpodeccunoHanbHbIn dunonor, npenogasaTtesib PyCCKOro A3blka, akcrnepT B chepe opuunanbHO-AEN0BbIX, MTMCbMEHHbIX KOMMYHUKAaLMAA,
yneH Coto3a XypHanucToB Poccuu, HOMUHAHT NpeMumn «3neKTpoHHan 6ykBa»-2021, aBTOp YHMKaNbHON METOAUKM NPeNofaBaHnst
PYyCCKOro s3blka.

HNOPOHWNHA Jlapuca AnekceeBHa

KaHanaaT 3KOHOMMYECKUX HayK, AOLEHT Kadeapbl rocyAapCTBEHHOMO yNpaBieHus u kagposorn nonutnkun MIYY MpaeuTtenbctea
MocCKBbI, aBTOp y4e6HbIX NOCO6UI MO JOKYMEHTOBeeHMIo, akenepT HaumoHanbHOM accoumaumm odUCHbIX CNeunanncToB U
aAMMHUCTPaTMBHbIX paboTHUKOB npu Mpe3ungeHTe Poccuitickoin Geaepaunm, copaspaboTymk NnpoheccnoHanbHblX CTaHAAPTOB.

Cdepa npodeccrmoHanbHbIX UHTEPECOB:

MpodeccroHanbHblie KOMMETEHLUK: ONTUMMU3aLUsi 6GU3HeC-NPOLIECCOB NpeanpusATUs, paspaboTka HOPMaTUBHbIX MaTepuanos Mo
[OKYMEHTUPOBaHMIO ypaBieHYeCKOM AesTeNbHOCTH, ayAnUT KafpoBOro Aenonpon3BoACTBa, KOHCYIbTUPOBaHWE No BbiGopy
nporpaMMHOro NpoAykKTa no aBTomMaTusaunm 4enonpomMsBoACTBEHHbIX MPOLLECCOB. YyacTBOBasna B NpoeKTax no asToMaTusawmm
[OKyMeHToo60poTa koMnaHum IKT, IBS, BecTb MeTa-TexHOOM M.

O6pasoBaHue:

OkoHuuna FocypapcTBeHHYHO akaemMuto ynpasneHus uMern C.OpaKoHUKuase, kadbenpa JOKYMEHTOBEAEHNA U [JOKYMEHTALMOHHOMO
ob6ecrneyeHmns ynpaBrieHus, LOKYMEHTOBES, CreLumanmnct no MHGOPMaLMOHHbIM TEXHOSIOTUAM yrpaBfieHus.

My6nukauum:

ABTOp 60nee 150 ny6nvkauui, B TOM Y1Che cTaTeil B XXypHanax «CnpaBoyYHUK ceKpeTaps U opuc-meHegxepar, «CnpaBoYHNK
KaapoBuKay, «enonponsBoAcTBO», «CekpeTapckoe fefo», «YnpaBneHue nepcoHanom», «Cnyxeéa kaapo», «[ToUcK: OT NpoekTa Ao
KfoYa» u ap.

CtpaHuua: 313 3


http://www.fcaudit.ru/training/teachers/permyakova-ekaterina-stanislavovna/
http://www.fcaudit.ru/training/teachers/doronina-larisa-alekseevna/

