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BeneHune nenoBomn Nepenmckn n NnoaroToBka Cny>XXebHom
AOKYMeHTaLunm

YyacTtue B Kypce No3BOUT cnywatesiaM ynyywmnTb Ka4eCcTBO HanncaHna AenoBbiX NMCeM, pa3BUTb yMeHUe ACHO, JTAKOHUYHO n
CTPYKTYpPUpPOBAHHO MU3naratb CBOU MbiC/11 B NMUCbMEHHON d)opme, BbICTpanBaTb NO3NTUBHYKO KOMMYHUKaALUIO, COCTaBNATb U
OCbOpMJ'IFlTb CJ'Iy)K96HbIe AOKYMEHTbI C y4eTOM Tpe6OBaHMﬁ 3aKoHOoJaTenNnbCTBa. I'IonyquHble HaBbIKW MOMOTYT cnyllaTensam B
noaroToBke Od’.)VILlVIa}'IbeIX AenoBbIX MUCEM, OTBETOB Ha 06paLLI,eHI/IF|, HOpPMaTUBHbIX MpaBOBbIX aKTOB, OTYETOB, A0K/1aA0B,
AJIEKTPOHHbIX NMUceMm, AenoBbix KOMMyHVIKaLI,VIVI B MecceHXKepax.

Jata npoBepeHusn: 4 -5 uona 2024 ¢ 10:00 go 17:30
ApTtukyn: MC21759

Bup o6yuenus: Kypc noBblilleHust KBanudukaumm

®dopmart obyueHus: OHNalH-TpaHCAAUMSA

Cpok obyyeHus: 2 fHs

MpogomkutTenbHocTb 06yyeHus: 16yacoB

CtoumocTb yyacTtus: 33 800 py6.

[ina yyacTHMKOB NpefycMoTpeHo: MeToanyeckuii MmaTepuann.

J[lOKyMeHT no oKoOH4YaHuM obyyeHus: o ntoram obyyeHus cnyLiaTenu, ycnewHo npoLleaLine UTOroByo aTTecTaumio No nporpaMme
o6yJyeHusi, nosyyaroT YLOCTOBEpEHNE O NOBbILEHUUN KBanudukauum B o6beMe 16 Yacos (B COOTBETCTBUM C JIMLIEH3UEI Ha NPaBo
BefieHusi o6pa3oBaTesibHOM AesATeIbHOCTH, BblAaHHON [lenapTaMeHTOM 06pa3oBaHus 1 Hayku ropoaa MocKBbl).

Ilna koro npegHasHa4veH

locyAapCTBEHHbIX MPaXAaHCKUX Y MYHULIMMANbHBIX CIY)KaluX, COTPYAHUKOB FOCY[apCTBEHHbIX M MHbIX OpraHu3aLuii, 3aHMMaroLwmxcs
NOArOTOBKOW AENOBbIX MUCEM, CIY)KEGHbIX 3anMCcoK, MOPYYEHUit, OTBETOB Ha O6paLLEeHNUs rpaXaaH.

Llenb o6yyeHus

Mpuno6pecTn HaBbIKN COCTaBMEHUs], OPOPMIIEHUS], peAaKTUPOBaHUA PasfiMyHbIX BULOB 0duLMaNbHbIX AENOBbIX MUCEM,
yCOBEepLUEHCTBOBATb HaBbIKW PaboTbl CO CNY)XeBHOM AOKYMeHTaLU e, MOBbICUTb YPOBEHD BflaleHNUs1 COBPEMEHHBIM PYCCKUM SI3bIKOM B
pas3nunyHbIX CUTYaLUSIX MUCbMEHHOTO LEe/TOBOro O6LLEHMS.

Oco6eHHOCTH NporpaMmmsil

O6y‘4€HMe Ha-Kypce npegycmMmaTtpuBaeT 0Tpa60TKy HaBbIKOB NOAroOTOBKWU AeN0BbIX MUCEM OCHOBHbIX TUMNOB (I/IHCbOpMaLlI/IOHHoe NMUCbMO,
NMUCbMO-3anpoc, OTBET Ha-NMPETEH3UN N-BO3PaXKEHUA, 3TUKETHOE NMUCbMa, UHULMNATUBHOE NMUCbMO U-MTNCbMO-— OTBeT) n-aHanns3 4enioBbIX
TEKCTOB U3-MPAaKTUKKU FOCWJ,apCTBeHHOIZ CJ'Iy)K6bI.

PesynbTaT 06y4yeHus

CtpaHuua: 113 3
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B-pe3ynbTaTe 06yueHNs Ha-Kypce CNyLuaTeNn y3HaloT:

e CoBpeMeHHble TpeboBaHWsl, NpeabsBNseMble K-1e/I0BOMY TEKCTY.

e XapaKTepuCTUKM N-0COBEHHOCTU BCEX BUA,OB CNY>KEGHbIX MUCEM.

e ocnepHve BepcUM HOPMATUBHBIX JOKYMEHTOB, COepXXallux TpeboBaHUs K-CryXXe6HOMYy NcbMy; ohopMeHre NUceM, BKOYast
pasnunyHble NPUIIOXKEHNS.

e Hanbonee pacnpocTpaHeHHbIe OLMOKM MPU COCTaBIEHUN NMUCEM.

e MHCTpPYMEHTbI apryMeHTaLuu.

o [pyeMbl cBOpauMBaHusl TekcTa 6e3 NoTepu CMblicna.

¢ HoBble rpaMmMaTUyecKmne N-NeKCMYECKUE HOPMbI, HaNMCaHWe MHOCTPAHHbIX UMEH K-reorpaduyecknx HasBaHWM, a-Takxe
cneunduyeckre cryyam NpUMMEHeHUs MpaBuI PYCCKOrO si3blKa B-AeM0BbIX TEKCTAX.

3TO MeponpuATMEe MOXHO 3aKasaTb B KOpNopaTMBHOM thopmaTe (06yyeHne COTPYAHUKOB OAHOM KOMMaHuu).

[TporpamMmma oby4yeHus

AeHb-1.
HopmaTuBHO-MeToAUYecKas 6a3a 0popMIIeHUs AENOBbIX MUCEM.

e Knaccudukaums n-oco6eHHOCTU pasnNyHbIX BUAOB CNYXEOHbIX MUCEM.

o lOpuanyeckas 3Ha4MMOCTb NUCbMa.

e OdopMIieHNe OCHOBHbIX BUAOB NMUCEM B-COOTBETCTBMUU C-TpeboBaHnamu FOCT P7.0.97—2016.

o [lpaBuna agpecoBaHuUs [eNoBbIX MMCEM B-OpraHbl rocylapCTBEHHOMN BNACTU U-APYrM OpraHu3auusim.
e HanpaBneHune nuCbMa HECKONbKUM agpecaTaMm.

e 3HAUMMOCTb 3arosIoBKa K-TEKCTaM [efI0BbIX MUCEM B-CUCTEMAX 3JIEKTPOHHOI0 JOKYMeHTOo060poTa.

e [MpaBuna ohopMnIeHUsi NPUNOXEHUI K-AeN0BbIM NMUCbMaM, B-T.Y.-B-3JIEKTPOHHON hopMme.

e lNpaBuna cornacoBaHus (BU3UPOBaHUA) LEMNOBbIX MUCEM.

e [lpaBuna nognucaHus 4enoBbIX NMUCEM.

Tpe60BaHUA K-TEKCTaM JeN0BbIX MUCEM.

o CTpyKTypa fAefnioBoro nucbMa, npuHaTas B-Poccuiickon Gepgepaunn.

o O6palleHune n-3aknounTesnbHas GopMya BEXINBOCTU.

e [IpaBuna cocTaB/ieHNs TEKCTa B-COOTBETCTBUM C-TpeboBaHNAMMN 0bULMANbHO-AEN0BOM0 CTUNISA.
e YCTONYMBbIE CNOBA U-CTOBOCOYETAHUS B-AE€N0BbIX MUCbMaXx.

o OWNGKHM B-TEKCTAX AeSIOBbIX NMUCEM, MPUBOASALLME K-ABYCMbICIIEHHOCTU TEKCTA.

o OWKN6KM B-A€N0OBbIX NMCbMaX, 3aTPYAHSAOLWME NOHMMAHWE CMbIC/a MUCbMa.

e OCOBEeHHOCTU CTWUNSA NMMCbMa NPU OTBETE Ha-06paLLeHNs rpaXKaaH.

Mcuxonornyeckne 0co6eHHOCTH KOMMYHMKaLUU Npu oTBeTax Ha-HeratTuBHbie coo6LLeHus.

o preM NpuUcoeanHEHHs, UCMOSIb30BaHME NO3UTUBHbIX CJIOB U-BblPaXKEHWIN BMECTO OTpULIaHWIA.
o VIHCTPYMEHTbI HOPMUPOBaHMS MO3UTUBHOIO MMULXKA.
¢ MucbMa-oTBeThI. Kak HanucaTb OTBET Ha-NMUCbMO-NPETEH3MIO, XXanoby Uau peknaMmauuio.

MpaBuna nepenuckn No-0NeKTPOHHOM NOYTe N-AeN0BOro o6LLeHUs B-MecCeHaKepax.
CoBpeMeHHble Tpe60BaHUA K-COCTaBIEHNIO U-0POPMIIEHNIO CNY)XKE6HbIX AOKYMEHTOB.

e Buabl AOKYMEHTOB, NPUMEHAEMbIX B-TOCyAapCTBEHHOM U-MYyHULUMNAJIbHOM ynpaBJiEHUMN.
e [logroToBka FocyAapCTBeHHOFO/MyHMLl,I/II'IaJ'IbHOFO HOPMaTUBHOIO NPaBOBOro akTa: BuAbl, CTPYKTYpa U-npasuna Od)OpMJ'IEHMﬂ.

MpaKTUKyMbI: HanMcaHne N-opopmMaeHNE OCHOBHbIX TUNOB OpULUManbHbIX AENOBbLIX MUCEM.
AeHb-2.
Jenoeoii pycckuii A3bIK NPU NOArOTOBKE CNY)Xe6HbIX JOKYMEHTOB. CTUIIMCTMKA PYCCKOro si3blKa B-4,e/10BbIX NUCbMaX.

o OduLManbHO-LENOBON CTUIb B-CUCTEME (YHKLMOHAMNbHBIX CTUMNEN PYCCKOTO A3bIKa.

o TUNUYHbIE OLUNGKK B-TeCTax JOKYMEHTOB: HerMpaBu/IbHOE YNoTpe6/ieHne NapoOHMMOB, HernpaBWUbHOe ynoTpebieHne CUHOHVMOB,
peyeBasi U36bITOYHOCTD (MIEOHA3M), TaBTOJIOTUSI.

e TUNUYHble OLUINGKK B-HaAMMCaHWM NPUCTaBOK, COO30B, MpUnaraTenbHblX, NPUY4acTUiA, NPON3BOAHbIX NPeAnorax, 3Hakax npenuHaHus.

e OCO6EeHHOCTM NPUMEHEHNSI OCHOBHbIX YacTel peun B-ohuLManbHbIX MUCbMax.

CtpaHuua: 2 M3 3



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

e [lpaBonucaHne HanMeHOBaHWIt OpraHW3aLuii, LOKHOCTEN U-AOKYMEHTOB B-AEMOBbIX TEKCTAX.

o [lpaBonucaHue YNCAUTENbHbIX B-AENOBbIX TEKCTAX.

o CokpalyeHus. MNpaBonncaHue nekcnyeckmx abépesmnatyp n-rpadmyecknx cokpaileHuin. NMpasonucaxue reorpadmyeckmnx
HauMeHOBaHWN.

o [Ipepnoru n-ux-aHauyeHue B-TeKCcTe AeNOoBbIX MUCEM.

o BrimsiHue CTpYKTYpbl NPEANIOXEHWSA Ha-TEKCT AOKYMEHTA.

e Kak ymeTb GopMynnpoBaTb MbIC/ib B-MOHATHbIE NPEeASIOXEHNS.

MpakTUKyMbl: TUNUYHbIe opdorpaduryeckne U-MyHKTYaLMOHHbIE OLMBKM B-NMUCbMEHHOW KOMMYHUKaLWUW N-METOAbl UX-yCTPaHeHusi,
aHanus [efloBbIX TEKCTOB U3-MPaKTUKN FOCYAapCTBEHHON CNyX6bl.

[lpenogaBaTenu

NMEPMAKOBA EkaTepuHa CTaHMCnaBOBHa

MpodeccunoHanbHbIv Gunonor, npenoaaBaTesib PyCCKOro A3blka, a3KcnepT B cdhepe oduumanbHO-AeN0BbIX, MMCbMEHHbIX KOMMYHUKaLWA,
uneH Cotro3a XypHanucToB Poccumn, HOMUHaHT NpeMum «3nekTpoHHas 6ykea»-2021, aBTOp YHUKaNbHOW METOAMUKHM NpernoAaBaHus
pyCcCcKoro sisbika.

HNOPOHWHA Jlapuca AnekceeBHa

KaHanaaT SKOHOMUYECKMX HayK, foLEeHT KadeApbl roCyAapCTBEHHOIO YNpaBeHUs U KagpoBoW NoanMTMKK MIYY MpaBuTenbcTBa
MocKBblI, aBTOP y4e6HbIX MOCO6UI MO AOKYMEHTOBEAEHUIO, 3KCTepT HauuoHanbHoi accoumalmum obuCHbIX CNeumancTos 1
aAMMWHUCTPaTUBHbIX paboTHMKOB npu MpeangeHTe Poccuitckon deaepavmm, copaspaboTumk NpoheccmoHanbHbiX CTaHAapToB.

Cdepa npoeccmoHanbHbIX MHTEPECOB:

MpodeccnmoHanbHblie KOMNETEHLMU: ONTMMMN3aLMSA BU3HEC-NPOLLECCOB NPeanNpPUaTUs], pasapaboTka HOPMaTMBHbLIX MaTepuanos no
[OKYMEHTUPOBaHUIO yNpaBfeHYeCKol AesiTeNbHOCTY, ayAUT KafpoBOro Aenonpou3BOACTBa, KOHCYbTUPOBaHME Mo BbIGOpPY
NporpaMMHOro nNpoAykTa no asToMaTusauunm 4enonponsBoACTBEHHbIX MPpoLEeccoB. YyacTBoBasna B NpoekTax no aBTomatmsawumm
[OKyMeHToo60poTa komnaHum IKT, IBS, BecTb MeTa-TexHoM0Ormu.

O6pa3oBaHue:

OkoHuynna rOCYﬂ.apCTBEHHYIO aKageMuio ynpasseHUa UMeHU CAOpp,)KOHI/IKVIp,3e, Kad)ep,pa AOKyMeHTOBeAeHUA U LOKYMEeHTaUuNOHHOIo
obecrneyeHus ynpaeneHunsa, LOKyMeHTOoBe/A, cneynanunct no I/IHCbOpMaLWIOHHbIM TEeXHOJI0rMAM ynpasJieHUA.

My6nukauuu:

ABTop 6onee 150 ny6nunkaumii, B TOM YMChe CcTaTen B )KypHanax «CnpaBoYyHUK cekpeTaps U oduc-meHemxepar, «CnpaBoOYHUK
KaapoBuKay, «enonponsBoacTBo», «CekpeTapckoe Aeno», «YnpaBneHue nepcoHanomy, «Cnyx6éa kaapo», «[ToUck: OT NpoekTa Ao
KJtoYa» 1 ap.

CtpaHuua: 313 3
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