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BeneHune AenoBoi Nepennucky n noaroToBkKa cnyXebHoun
JOKYMeHTauumu

YuacTue B nporpamMMe Nos3BOJIMT CAyLLATENSAM YYULWWUTb KAYeCTBO HanucaHus AenoBbiX MUCEM, Pa3BUTb YMEHUE SICHO, TAKOHUYHO
M CTPYKTYPUPOBAHHO M3MaraTb CBOM MbIC/IM B MMCbMEHHOMN (OpMe, BbICTPanBaTb NO3UTUBHYIO KOMMYHUKaLMIO, COCTaBSATb U
0hopMNATb CcNyXXebHble fOKYMEHTbI C y4eTOM Tpe6oBaHMWil 3aKoHOAATENbCTBA. [1oNyyYeHHble HaBbIKM MOMOTYT CAyLwaTeNsaM B
NoAroToBKe ohuuManbHbIX AeN0BbIX MMCEM, OTBETOB Ha 06paLLeHNsl, HOPMaTHBHbIX MPAaBOBbIX aKTOB, OTYETOB, AOK/1aA0B,
3N1eKTPOHHbIX MUCEM, AENOBbIX KOMMYHUKALIMIA B MECCEHKepaXx.

Jata npoBegeHusn: 8 -9 okTabpsa 2026 ¢ 10:00 go 17:30
ApTtukyn: MC27277

Bup ob6yueHus: Kypc noBblilleHusi kBanudukaumm

®dopmart obyueHus: OHNaiH-TpaHCAAUMS

Cpok obyyeHus: 2 fHA

MpopomkuTenbHocTb obyyeHus: 164acoB

CtoumocTb yyacTtus: 43 900 py6.

[AnsA y4acTHUKOB npeaycMoTpeHo: MeToaunyeckuin matepuarn.

[IOKYMEHT no OKOHYaHuM o6yyeHus: Mo nToram obydyeHus cnyliaTenu, yCnewHo npoLleaLlne UTOroBYyO aTTeCTaLUIO MO NporpaMme
06y4eHus, MoslyyatoT Y [,OCTOBEPEHME O NOBbILWEHUN KBanudukaumm B o6bemMe 16 4acos (B COOTBETCTBUM C NIULIEH3UEN Ha NPaBo
BefleHusi 06pa30oBaTesibHOM AesiTeNIbHOCTY, BblaHHON [lenapTaMeHTOM 06pa3oBaHus U Hayku ropoaa MockBbl).

[lna koro npegHasHa4veH

["ocyaapCTBEHHbIX rpa)gaHCKMUX U MyHULMNAbHbBIX Cry)almX, COTPYAHUKOB rocyAapCTBEHHbIX U UHbIX Opl'aHVI3aLIMVI, 3aHuMarLwmnxeca
NnOAroTOBKOW AeNOBbIX MNUCEM, Cﬂy)Ke6HbIX 3anuncok, nopyquMH, OTBETOB Ha o6pau.leH|/|;| rpaxxgaH.

Llenb o6yyeHus

anO6peCTVI HaBblKU COCTaBJ1IeHUA, Od)OpMﬂeHVIﬂ, pefakTnpoBaHUA pas3iniyHbiX BUAOB Od)MLlVIaﬂbeIX AenoBbixX nNucem,
ycoBepLeHCTBOBATb HaBblKN pa6OTbI co CJ'Iy)KE6HOl7I ,D,OKyMEHTaLLMeVI, NOBbICUTb YpOBEHb BJlafeHNA COBPEMEHHbIM PYCCKUM A3bIKOM B
Pa3ZINYHbIX CUTYyaUnAX NMCbMEHHOIro AenoBoro 06LLEeHMSA.

OCcO6eHHOCTM NpOrpaMmbl

O6yyeHue Ha NporpaMMe NpeaycMaTpuBaeT 0TPaboTKY HaBbIKOB MOAFOTOBKM AENOBbIX MMCEM OCHOBHbIX TUMOB (MHOpMaLUOHHOE
NUCbMO, MUCbMO-3anpoc, OTBET Ha NPETEH3UU U BO3PaXKeHUs, STUKETHOE MUCbMa, MHULMATUBHOE NCbMO U MUCbMO — OTBET) U aHanu3

e/10BbIX TEKCTOB U3 NPaKTUKN rOCYyAapCTBEHHOW CIYXXObl.
A P yhap y CtpaHuua: 113 3
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PesynbTaTt 06y4YeHus

B pe3synbTaTe 06y4eHUs1 Ha NporpaMMme cnyLiaTenu y3HaioT:

e CoBpeMeHHble TpeboBaHWsl, NpeabsiBNAEMbIE K 1€/I0OBOMY TEKCTY.

e XapaKTepuUCTUKM U OCOBEHHOCTU BCEX BUA,OB CIY>KEGHbIX MUCEM.

o NocnepHve BepcUM HOPMATUBHBIX JOKYMEHTOB, COepXXallunx TpeboBaHUs K CryxXe6HoMy NcbMy; ohopMeHre NUceM, BKOYas
pasnunyHble NPUIIOXKEHNS.

e Hanbonee pacnpocTpaHeHHbIe OLMOKM MPU COCTaBIEHUN NMUCEM.

e VMHCTpPYMEHTbI apryMeHTaLuu.

o [pyeMbl cBOpauMBaHusl TekcTa 6e3 NoTepu CMblichna.

e HoBble rpaMmMaTUyecKmne N NeKCMYECKUE HOPMbI, HaNMCaHWe MHOCTPAHHbIX UMEH U reorpaduyecknx HasBaHWi, a Takxe
cneunduyeckre cryyam NpUMEHeHUs MpaBuI PYCCKOrO si3blka B 1€M0BbIX TEKCTAX.

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

[TporpamMmma oby4yeHus

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

e Knaccudukaumsa 1 0cO6eHHOCTU pasnNYHbIX BUAOB CNYXEOHbIX MUCEM.

o lOpunanyeckas 3Ha4MMOCTb NUCbMa.

e OdopMmIieHNEe OCHOBHbIX BUAOB NUCEM B COOTBETCTBMM C TpeboBaHusmu FOCT P 7.0.97-2025.

o [MpaBuna agpecoBaHuUs [eNoBbIX MMCEM B OpraHbl rocylapCTBEHHOMN BNACTU U ApYrM OpraHu3auusim.
e HanpaBneHune nuCbMa HECKONbKUM agpecaTaMm.

e 3HAUMMOCTb 3arosloBKa K TEKCTaM [efI0BbIX MUCEM B CUCTEMAX 3JIEKTPOHHOI0 JOKYMEHTO060poTa.

e [MpaBuna ohopMeHUsi NPUNOXEHUI K feNI0OBbIM NMUCbMaM, B T.4. B 3JIEKTPOHHON opMme.

e lNpaBuna cornacoBaHus (BU3UPOBaHUA) LENOBbIX MUCEM.

e [lpaBuna noanucaHus 4enoBbIX NMUCEM.

Tpe60oBaHUA K TEKCTaM JeN0BbIX MUCEM.

o CTpyKTypa fAefnioBoro nucbMa, npuHaTas B Poccuiickon Gepepaunn.

o O6palleHue 1 3aknounTenbHas GopMyna BEXINBOCTU.

e [IpaBuna cocTaB/ieHNs TEKCTa B COOTBETCTBUM C TpeboBaHUAMMN 0bULMANbHO-A,EM0BOM0 CTUNISA.
e YCTONYMBbIE CNOBA U CNIOBOCOYETAHUS B A€N0BbIX MUCbMaXx.

e OWWGKHM B TEKCTaX AeNIOBbIX NMUCEM, MPUBOASALLME K ABYCMbICIIEHHOCTU TEKCTA.

e OWKNOKM B AENOBbIX NMCbMaXx, 3aTPYAHAOLME NOHMMAaHWE CMbIC/a MUCbMa.

e OCOBEHHOCTU CTWUNISAA NMMCbMa NPU OTBETE Ha O6paLLeHNUs rpaXK aaH.

Mcuxonornyeckne 0co6eHHOCTH KOMMYHMKaLUU Npu oTBeTax Ha HeraTuBHbie coo6LLeHus.

o preM NpucoeanHeEHNs, UCMOSIb30BaHME NO3UTUBHbIX CJIOB U BbIpaXKEHWI1 BMECTO OTpULIaHWIA.
o VIHCTPYMEHTbI HOpPMUPOBaHMS MO3UTUBHOIO MMULXKA.
¢ MucbMa-oTBeThI. Kak HanucaTb OTBET Ha NUCbMO-NIPETEH3MIO, XXanoby Uau peknaMmauuio.

MpaBeuna nepenuckm No 3NeKTPOHHOM NouTe 1 AeN0BOro o6LLeHUs B MecCeHaKepax.
CoBpeMeHHble Tpe6oBaHUA K COCTaBIEHNIO U 0POPMIIEHNIO CNY)XKE6HbIX AOKYMEHTOB.

e Buabl AOKYMEHTOB, NPUMEHAEMbIX B rOCyAapCTBEHHOM U MyHULUMNAJIbHOM ynpaBJIEHUMN.
e [logroToBka FocyAapCTBeHHOFO/MyHMLl,I/II'IaJ'IbHOFO HOPMaTUBHOIO NPaBOBOro akTa: BuAbl, CTPYKTYpa 1 npaBuna Od)OpMJ'IEHMﬂ.

MpaKTUKYMbI: HanMcaHne 1 opopMIEHNE OCHOBHbIX TUNOB OpULUMabHbIX AENOBbLIX MUCEM.
AeHb 2
Jenoeoii pycckuii A3biK NPU NOArOTOBKE CNY)Xe6HbIX JOKYMEHTOB. CTUIIMCTMKA PYCCKOro si3blKa B Ae/I0BbIX NUCbMaX.

o OduLManbHO-LENOBON CTUIb B cUCTEME (YHKLMOHAMNbHBIX CTUMNEN PYCCKOrO A3bIKa.

CtpaHuua: 2 M3 3



o TUNWMYHbIE OLIMOKU B TECTAX AOKYMEHTOB: HEMPaBWUIbHOE YNoTpe6ieHe NapoOHUMOB, HENpaBu/bHOe yroTpebeHne CUHOHUMOB,
peueBas U36bITOYHOCTb (M1€0HA3M), TaBTOOTUS.

e TUMWYHbIE OLLIMOBKM B HanNnMcaHWM NPUCTaABOK, COKO30B, MpunaraTesbHbiX, MpUYacTuii, NPOU3BOAHbIX Npeasiorax, 3Hakax npenvHaHus.

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

o [NpaBonucaHne UMEH, 0TYeCTB, pamunuii. MponucHasa 1 CTpoYHasn 6yKBbl NPU 06paLLeHUN.

¢ [NpaBonucaHne HaMMeHOBaHU opraHn3aL i, JODKHOCTEN N JOKYMEHTOB B e/1I0BbIX TEKCTaX.

o [MpaBonucaHne YncnuTenbHbIX B 4ENOBbIX TEKCTaX.

o CokpalyeHusi. NpaBonncaHue neKcuYeckmx abépeemnatyp 1 rpadmyecknx cokpatleHuin. MpaBonucaHne reorpadmyecknx
HauMeHoBaHWN.

o [Mpeanorn n nx aHavyeHne B TeKCTe AEeN0BbIX MUCEM.

o BnvaHue cTpyKTypbl NPEANOXKEHUS HA TEKCT AOKYMEHTA.

o Kak ymeTb ¢opMynupoBaTth MbIC/b B MOHATHbIE NPEAIOXEHUS.

MpaKTMKyMbI: TUMUYHbIE opdorpaduyeckme U NyHKTYaUMOHHbIE OLUUGKM B MUCbMEHHON KOMMYHMKALMU U METOAbI UX YCTPaHeHUs,
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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