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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 npoeegeHus: 3 -4 okTabpsa 2024 ¢ 10:00 go 17:30
ApTtukyn: MC21760

Bup o6yuenus: Kypc noBblilleHust KBanudukaumm
dopmart obyyeHus: [1HeBHOM

Cpok obyyeHus: 2 fHs

MpogomkutTenbHocTb 06yyeHus: 16yacoB

MecTo npoeegeHus: r. MockBa, yn. 3onoTas, 4. 11, 6Bu3Hec-LeHTp «30/10TO», 5 aTax. Bcem yyacTHMKaM BbicblnaeTcsl NoApo6Has cxema
npoesfa Ha ceMuHap.

CtoumocTb yyacTtus: 33 800 py6.
[N yyacTHUKOB NnpefycMoTpeHo: MeToandeckuii MaTepuarn, kode-naysbi.

[loKyMeHT no oKoH4YaHuu o6y4eHmns: o nToram obyyeHns cryliaTenu, yCnewHo nNpoLiefLline UTOroByto aTTecTaluto nNo nporpamMmme
06y4eHus, NoslyyatoT Y 4OCTOBEPEHME O MOBbIWEHUN KBanudukaumm B o6bemMe 16 4acos (B COOTBETCTBUM C NIULEH3UEN Ha NpaBo
BefleHVs1 06pa3oBaTesibHON AesTeNbHOCTH, BbliaHHO [enapTaMeHToM 06pa3oBaHusi U Hayku ropoaa MockBbl).

Ilna koro npegHasHaveH

locyAapCTBEHHbIX MPaXAaHCKUX Y MYHULIMMANbHBIX CIy)alluX, COTPYAHUKOB FOCYfapCTBEHHbIX U MHbIX OpraHu3aLuuii, 3aHMMaroLwmxcs
NOArOTOBKOW AEN0BbIX MUCEM, CITY)KEGHbIX 3anMCoK, MOPYYEHUI, OTBETOB Ha O6paLLEHNUS rPpaXkAaH.

Lienb o6y4yeHus
anI06peCTVI HaBblKW COCTaBJ1EHUA, OdJOPMJ'IeHVIH, penakTnpoBaHUA pas3siniyHbiX BUAOB O(bVILl,VIaﬂbeIX AeNioBbIX NMUcem,

yCOBEepLUEHCTBOBATb HaBbIKW PaboTbl CO CNY)XXeBHOM AOKYMeHTaLUWel, MOBbICUTb YPOBEHb BNlafleHUs1 COBPEMEHHBIM PYCCKUM SI3bIKOM B
pas3nnYHbIX CUTYaLMUSIX MUCbMEHHOIO LENTOBOro O6LLEHMSI.

OCcob6eHHOCTH NporpaMmmsil

O6y4eHune Ha-Kypce npefycMaTpuBaeT 0TPaboTKy HaBbIKOB NMOATOTOBKM [ENOBbIX MMCEM OCHOBHbIX TUMOB (MHpOPMaLMOHHOEe NUCbMO,
NMUCbMO-3anpoc, OTBET Ha-NPETEH3UU U-BO3PAXKEHWS, ITUKETHOE NUCbMA, MHULMATUBHOE MUCbMO U-NUCbMO-— OTBET) U-aHaNu3 AenoBbIX
TEKCTOB U3-NPaKTUKM FOCYAaPCTBEHHOMN CYXO6bI.

CtpaHuua: 113 3
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PesynbTaTt 06y4YeHus

B-pe3ynbTaTe 06yueHNs Ha-Kypce CNyLuaTeNn y3HaloT:

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

e XapaKTepuUCTUKM N-0COBEHHOCTU BCEX BUA,OB CNY>KEGHBIX MUCEM.

o NocnepHve BepcUM HOPMATUBHBIX JOKYMEHTOB, COepXXallux TpeboBaHUs K-CryxXe6HOMYy NcbMy; ohopMeHre NMceM, BKIOYast
pasnunyHble NPUIIOXKEHNS.

e Hanbonee pacnpocTpaHeHHbIe OLMOKM MPU COCTaBIEHUN NMUCEM.

e VMHCTpPYMEHTbI apryMeHTaLuu.

o [pyeMbl cBOpauMBaHusl TekcTa 6e3 NoTepu CMblichna.

¢ HoBble rpaMmMaTUyecKkmne N-NeKCMYECKUE HOPMbI, HaNMCaHWe MHOCTPAHHbIX UMEH K-reorpadunyecknx HasBaHWM, a-Takxe
cneunduyeckre cryyam NpUMMEHeHUs MpaBuI PYCCKOrO si3blKa B-AEeM0BbIX TEKCTAX.

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

[TporpamMmma oby4yeHus

AeHb-1.
HopmaTuBHO-MeToAMUYecKas 6a3a 0popMIIEHUs AENOBbIX MUCEM.

o Knaccudukaumsa n-oco6eHHOCTU pasnyHbIX BUAOB CNYXEOHbIX MUCEM.

o lOpunanyeckas 3Ha4MMOCTb NUCbMa.

e OdopMIieHNEe OCHOBHbIX BUAOB NMUCEM B-COOTBETCTBUM C-TpeboBaHnamu FOCT P7.0.97—2016.

o [paBuna agpecoBaHuUs [eNoBbiX MMCEM B-OpraHbl rocylapCTBEHHOMN BNACTU U-APYrM OpraHu3auusiM.
e HanpaBneHune nuCbMa HECKONbKUM agpecaTaMm.

e 3HAUMMOCTb 3arosloBKa K-TEKCTaM [eJI0BbIX MUCEM B-CUCTEMAX 3JIEKTPOHHOI0 JOKYMeHTO060poTa.

o [MpaBuna ohopMIeHUs NPUNOXEHUI K-AeN0BbIM NMUCbMaM, B-T.Y.-B-3JIEKTPOHHON hopMe.

e lNpaBuna cornacoBaHus (BU3UPOBaHUA) LENOBbIX MUCEM.

e [lpaBuna noanucaHus 4enoBbIX NMUCEM.

Tpe60BaHUA K-TEKCTaM JeNI0BbIX MUCEM.

o CTpyKTypa fAefnioBoro nucbMa, npuHaTas B-Poccuiickon Gepgepaunn.

o O6palleHune n-3aknounTesnbHas GopMyna BEXINBOCTU.

o [IpaBuna cocTaB/ieHNs TEKCTa B-COOTBETCTBUM C-TpeboBaHNAMMN 0bULMANBbHO-A,EN0BOM0 CTUNISA.
e YCTONYMBbIE CNOBA U-CTIOBOCOYETAHUS B-AE€N0BbIX MUCbMaXx.

o OLWNGKHM B-TEKCTaX AeSIOBbIX NMUCEM, MPUBOASALLME K-ABYCMbICIIEHHOCTU TEKCTA.

o OWKNOKM B-AENOBbIX NMCbMaX, 3aTPYAHAOLME NOHMMAHWE CMbIC/a MMCbMa.

e OCOBEHHOCTU CTWUNSAA NMMCbMa NPU O0TBETE Ha-06paLLeHNs rpaXKaaH.

Mcuxonornyeckne 0co6eHHOCTH KOMMYHMKaLUU Npu oTBeTax Ha-HeratuBHbie coo6LLeHus.

o preM NpuUcoeanHeEHHs, UCMOIb30BaHME NO3UTUBHbIX CJIOB U-BblPaXKEHWI1 BMECTO OTpULIaHWIA.
o VIHCTPYMEHTbI HOpPMUPOBaHMS MO3UTUBHOIO MMULXKA.
e MucbMa-oTBeThI. Kak HanucaTb OTBET Ha-MUCbMO-NIPETEH3MIO, XXanoby Uau peknaMmauuio.

MpaBuna nepenuckn No-oNIeKTPOHHOM 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-opopmMaIeHNE OCHOBHbIX TUNOB OdULUManbHbIX AENOBbLIX MUCEM.
AeHb-2.
JenoBoii pycckuii A3biK NPU NOArOTOBKE CNY)Xe6HbIX JOKYMEHTOB. CTUIIMCTMKA PYCCKOro si3blKa B-A,e/I0BbIX NUCbMaX.

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

CtpaHuua: 2 M3 3



o TUNWYHbIE OLIMOKU B-TECTAX AOKYMEHTOB: HEMPaBWUIbHOE YNoTpe6ieHe NapoOHUMOB, HeNpaBubHOe yroTpebieHne CUHOHUMOB,
peueBas U36bITOYHOCTb (M1€0HA3M), TaBTOOTUS.

e TUMWYHbIE OLLUMOBKM B-HanNnMcaHUM NpUCTaBOK, COKO30B, NpunaraTesbHbiX, MpUYacTuii, NPOU3BOAHbIX Npeasiorax, 3Hakax npenuHaHus.

e OCO6E€HHOCTM MPUMEHEHNSI OCHOBHbIX YacTel peun B-oduLmanbHbIX MMCbMaXx.

o [NpaBonucaHne UMEH, 0TYeCTB, pamunuii. MponucHasa U-CTpoYHasn 6yKBbl NPU o6paLLeHUN.

¢ [NpaBonncaHne HaMMeHOBaHUM opraHn3aL i, LOHKHOCTEN N-AO0KYMEHTOB B-Ae/10BbIX TEKCTaX.

o [MpaBonucaHne YncnuTenbHbIX B-AEN0BbIX TEKCTaX.

o CokpalueHusi. NpaBonncaHue nekcnyeckmx abépeemnatyp u-rpadmyecknx cokpatleHui. NMpaBonucaxHne reorpadmyecknx
HauMeHoBaHWN.

o [Mpeanorun n-mx-sHavyeHne B-TeKCcTe Aef0BbIX MUCEM.

o BnvaHue cTpyKTypbl NPEANOXKEHUS HA-TEKCT JOKYMEHTA.

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

MpaKTMKyMbI: TUMUYHbIE opdorpatduyeckme U-NyHKTYaLMOHHbIE OLUUGKM B-NTUCbMEHHON KOMMYHMKALUU U-METOAbI UX-YyCTPaHeHUs,
aHanus [efoBbIX TEKCTOB U3-NPaKTUKM FOCYAapCTBEHHOMN CNyX6bl.

[lpenogaBaTenu

NMEPMAKOBA EkaTtepuHa CTaHucnaBoBHa

MpodeccunoHanbHbIn dunonor, npenogasaTtesib PyCCKOro A3blka, aKcnepT B chepe opuumnanbHO-AEN0BbIX, MTMCbMEHHbIX KOMMYHUKaLMA,
yneH Coto3a XypHanucTtoB Poccum, HOMUHAHT NpeMumn «3NneKTpoHHan 6ykBa»-2021, aBTOp YHMKaNbHON METOAUKM NPENofaBaHnst
PYCCKOro f3blKa.

HNOPOHWNHA Jlapuca AnekceeBHa

KaHanpaTt 3KOHOMUYECKUX HayK, AOLEHT Kadeapbl rocyAapCTBEHHOMO yNpaBieHus u kagposorn nonutnkn MIYY MpaeuTtenbctea
MocKBbI, aBTOp y4e6HbIX NOCO6UI MO JOKYMEHTOBeeHMIo, aKcnepT HaumoHanbHoM accoumaumm odUCHbIX CNeunanucTos U
aAMMHUCTPATMBHbIX paboTHUKOB npu Mpe3sungeHTe Poccuitickoin deaepaunm, copaspaboTumk NnpoheccnoHanbHbIX CTaHAAPTOB.

Ccdepa npodeccrmoHanbHbIX UHTEPECOB:

MpodeccroHanbHble KOMNETEHLMU: ONTUMKU3ALUS GU3HEC-IPOLLECCOB NPeAnpUATUSA, pa3paboTka HOPMaTUBHbIX MaTepuanos Nno
[OKYMEHTMPOBAHUIO YyIPaBNEHYECKO AeATeNIbHOCTH, ayANT KaApOBOro Ae/I0NpPOn3BOACTBA, KOHCYbTUPOBaHWE Mo Bbi6opy
nporpaMMHOro NPoAyKTa no aBToMaTmsaLmmn AenonponsBoACTBEHHbIX MPOLLECCOB. YYacTBoBasa B NpoekTax no aBTomaTusauum
[okymeHToo60poTa komnaHum IKT, IBS, BecTb MeTa-TexHonoruu.

O6pasoBaHue:

OkoHuuna FocypapcTBeHHYHO akaemMuto yrpasneHus uMenn C.OpaKoHUkuase, kadbenpa JOKYMEHTOBEeAEHNS U JOKYMEHTALMOHHOMO
obecrneyeHmnst ynpaB/ieHus, LOKYMEHTOBeS, CneumanmucT no MHGOpPMaLMOHHbIM TEXHOSIOMUAM yrpaBfieHus.

My6nukauum:

AsTop 60onee 150 ny6imKauuii, B TOM Yucie cTaTeil B KypHanax «CrnpaBoYHUK cekpeTaps u oduc-meHemxepar, «CnpaBoYHMK
KafpoBwuKa, «[lenonpon3BoAcTBO», «CekpeTapckoe Aeno», «YnpaBneHue nepcoHanom, «Cnyxoéa kaaposy, «Iouck: oT npoekTa fo
KJto4a» u ap.

CtpaHuua: 313 3
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