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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 npoeepeHus: 2 -3 anpens 2026 ¢ 10:00 go 17:30
ApTtukyn: MC27272

Bup ob6yueHus: Kypc noBblilleHusi kBanudukaumm
®dopmart obyuyeHus: [JHeBHOW

Cpok obyyeHus: 2 fHA

MpopomkuTenbHocTb obyyeHus: 164acoB

MecTo npoBegeHus: r. MockBsa, yn. 3onoTas, 4. 11, 6uaHec-LeHTp «30/10TO», 5 aTax. BceM yyacTHMKaAM BbiCcblinaeTcs nogpo6Has cxema
npoesga Ha ceMuHap.

CtoumocTb yyacTtus: 43 900 py6.
[ins yyacTHMKOB npefycMOTpeHo: MeToauueckuii matepuan, kode-naysbl.

JloOKyMeHT no oKoH4YaHuu o6y4eHus: Mo ntoram obyyeHWs ciyliaTenu, yCnewHo nNpoLueaLlne UTOroByto aTTecTaluto No nporpamMmme
06y4eHus, NoNlyyatoT Y JOCTOBEPEHME O NOBbILWEHUN KBanudukaumm B o6bemMe 16 4acos (B COOTBETCTBUM C NIULIEH3UEN Ha NPaBo
BefleHVsi o6pa3oBaTesibHON AeATENbHOCTH, BblAaHHOM [lenapTaMeHTOM 06pa3oBaHus U Haykn ropoaa Mocksbl).

Ilna Koro npegHasHa4veH

rocyﬂ,apCTBeHHbIX rpaXKaaHCKUX  MyHUUUnanbHbIX Chy>Xalwnux, COTPYAHUKOB rocygapCTBEHHbIX U UHbIX Opl'aHVISaLI,VIVI, 3aHuMarLwmnxea
NOArOTOBKOW AeNOBbIX NMUCEM, CJ'Iy)K66HbIX 3anuncok, nopyquMH, OTBETOB Ha o6pau.leH|/|;| rpaxxgaH.

Llenb o6y4yeHus
|-|pM06peCTVI HaBblKW COCTaBJ1IeHUs, ocbopMneva, pefakTnpoBaHUA pas3iniyHbiX BUAOB Od)MLl,VIaﬂbeIX AesioBbiX NUcem,

ycoBepLeHCTBOBATb HaBblKN pa6OTbI co Cﬂy)KE6HOI7I p,OKyMEHTaLlMeIZ, NOBbICUTb YpOBEHb BJlafeHNA COBPEMEHHbIM PYCCKUM A3bIKOM B
pPa3nnYHbIX CUTyaunax NMCbMeHHOro AesioBoro o6LEeHMSA.

OCO6EHHOCTU NPOrpaMmbl

CtpaHuua: 113 3
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O6y4eHne Ha NporpaMMe npeaycMaTpuBaeT 0TpaboTKy HaBbIKOB MOArOTOBKU AeNI0BbIX NMUCEM OCHOBHbIX TUMOB (MHbOpMaLMOHHOE
NUCbMO, MUCbMO-3aMpoC, OTBET Ha NPETEH3WUMN U BO3PAXKEHUS, STUKETHOE NUCbMa, UHULMATUBHOE MUCbMO M MUCbMO — OTBET) U aHanu3
[e/I0BbIX TEKCTOB U3 NPaKTUKN rocylapCTBEHHOMN CNYX6bI.

PesynbTaT 06y4yeHus

B pesynbTaTe 06y4eHUs1 Ha NporpaMMme cnyLuaTesnu y3HaioT:

e CoBpeMeHHble TpeboBaHWsl, NpeabsBAsAeMble K 1e/I0BOMY TEKCTY.

o XapaKTepPUCTUKM M OCOOBEHHOCTU BCEX BULOB CNY)XeB6HbIX MUCEM.

e [locnepgHne BepcUM HOPMATUBHbBIX OKYMEHTOB, COAEPXALLUX TpeboBaHMSA K CNyXe6HOMY MUCbMY; 0popMIeHUe NUCEM, BKIOYas
pa3nunyHble NPUIIOXKEHNS.

e Hanbonee pacnpocTpaHeHHbIe OLMOKM MPU COCTaBEHUN NMUCEM.

e VIHCTPYMEHTbI apryMeHTaLumu.

¢ [pyeMbl cBOpauMBaHusl TekcTa 6e3 NoTepu CMbicna.

e HoBble rpaMmMaTUyecKne 1 neKCuyeckme HOpMbl, HanMcaHne MHOCTPaHHbIX UMeH U reorpadmyecknx HasBaHuii, a Takxe
crneunburyeckue cnyyan NPUMEHEHUSI MPaBuUI1 PYCCKOro s3biKa B AENOBbIX TEKCTaX.

3TO MeponpuATMEe MOXHO 3aKasaTb B KOPNopaTMBHOM opmaTe (06yyeHne COTPYAHUKOB OGHOM KOMMNaHuu).

[TporpamMmma oby4yeHus

OeHb 1
HopmaTuBHO-MeToAUYecKas 6a3a 0popMIeHUs AENOBbIX MUCEM.

e Knaccudukaums n o0cO6eHHOCTU pasNyHbIX BUAOB CNYXXEGHbIX MUCEM.

o lOpuanyeckas s3Ha4MMOCTb NUCbMa.

o OdopmieHne OCHOBHbIX BUAOB NMUCEM B COOTBETCTBMM C TpeboBaHusmu FOCT P 7.0.97-2025.

o [MpaBuna agpecoBaHuUs [eNoBbiX MMCEM B OpraHbl rocylapCTBEHHOMN BNACTU U ApYrM OpraHusauusim.
e HanpaBneHune nucbMa HECKONbKUM agpecaTaMm.

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

e [MpaBuna ohopMeHUs1 NPUNOXEHUI K AeNIOBbIM NMUCbMaM, B T.4. B 3JIEKTPOHHOW dopMme.

e lNpaBuna cornacoBaHus (BU3MpPOBaHUA) JEMOBbIX MUCEM.

e [lpaBuna noanucaHus AenoBbIX NMUCEM.

Tpe6osaHm| K TeKCTaM AeJsioBbiX NUCeEM.

o CTpyKTypa fAefioBoro nucbMa, npuHaTas B Poccuiickon Gepepaunn.

o O6palleHne 1 3aKknoYnTeNIbHas hopMyna BEXIUBOCTU.

o [IpaBuna cocTaB/ieHNs TEKCTa B COOTBETCTBUM C TpeboBaHNAMMN 0bULMaNbHO-AEN0BOM0 CTUNSA.
e YCTONYMBbIE CNOBA U CNIOBOCOYETAHUS B A€N0BbIX MUCbMaXx.

o OWKMOKHM B TEKCTaX AENOBbIX NUCEM, MPUBOASLLME K ABYCMbIC/IEHHOCTM TEKCTA.

o OWKN6KM B AENOBbIX NMCbMaXx, 3aTPYAHAOLME NOHMMAHME CMbIC/a MMCbMa.

e OCOBEeHHOCTM CTWUASAA NMMCbMa NPU OTBETE Ha O6paLLeHNs rpaXK aaH.

Mcuxonornyeckne 0co6eHHOCTH KOMMYHUKaLuUu Npu oTBeTax Ha HeraTuBHble coob6LeHus.

e [pueM NpucoeanHeHuns, MICNoNb3oBaHMe NO3UTUBHbIX CNIOB U BblpaXKeHW BMECTO OTpULaHWIA.
o VIHCTPYMEHTbI hOPMUPOBaHMS MO3UTUBHOIO MMULXKA.
¢ MucbMa-oTBeThI. Kak HanucaTb OTBET Ha NMUCbMO-NPETEH3MIO, XXanoby Uiu peknamauuio.

Mpaeuna nepenncKm no 3/1IeKTPOHHOI NOYTe U Ae/I0BOro 06LLeHNs B MeCCeHAKepax.
CoBpeMeHHble Tpe60oBaHUA K COCTaBIEHNIO U 0POPMIIEHNIO CNY)XKE6HbIX AOKYMEHTOB.

o Buabl LOKYMEHTOB, MPUMEHSIEMbIX B FOCYAAPCTBEHHOM M MYHULMMANbHOM YNpaB/ieHNMN.
e MoAroToBKa rocyAapCTBeHHOro/MyHULMMNANbHOO HOPMaTMBHOMO NPABOBOMO akTa: BUAbI, CTPYKTypa 1 npasusia ohopmIeHus.

MpaKTUKyMbI: HanucaHve u opopMeHne OCHOBHbIX TUNOB 0bULMANbHBIX AESTOBbIX MUCEM.

CtpaHuua: 2 M3 3



[eHb 2
[lenoBoii pyccKuii A3blK NPU NOArOTOBKE CNYXE6HbIX JOKYMEHTOB. CTU/IMCTUKA PYCCKOro A3blKa B [1e/I0BbIX MMCbMaXx.

o OduuManbHO-[EN0BON CTUIIb B CUCTEME (DYHKLIMOHAMbHBIX CTUMNEN PYCCKOrO A3bIKa.

o TUNUYHbIE OLUIMGKN B TeCTax AOKYMEHTOB: HerpaBu/ibHOe YNoTpe6/ieHne NapoHMMOB, HernpaBWUbHOe ynoTpebieHne CUHOHVMOB,
peyeBasi U36bITOYHOCTD (MI€OHA3M), TAaBTOJONUS.

e TUNUYHble OLUINGKKN B HaMMcaHM NPUMCTaBOK, COO30B, MpUnaraTenbHbIX, NPUYacTUiA, NPON3BOLHbIX MPeAsorax, 3Hakax NpenuHaHus.

e OCO6EeHHOCTM NPUMEHEHUSI OCHOBHbIX YacTel peun B oduLmanbHbIX MMCbMax.

o paBonucaHune UMEH, oTYecTB, pamunuii. MponucHasa n cTpoyHas 6yKBbl NpKU 06paLLEHUN.

 [IpaBonucaHne HanMeHOBaHWt opraHn3aLuin, 4OKHOCTEN U JOKYMEHTOB B i€NOBbIX TEKCTaX.

o [IpaBonucaHne YNCAUTENbHbIX B AENOBbIX TEKCTaX.

o CokpalleHusi. [paBonvcaHune nekcuyecknx abépesunaTtyp u rpaduyeckux cokpatyeHuit. MpasonucaHue reorpaguyeckmnx
HanMeHOBaHWA.

e [lpepgnoru n ux 3HauyeHue B TeKCTe AeNOBbIX MUCEM.

e BrimsiHne CTpYKTYpbl NPeANIOXEHWS Ha TEKCT AOKYMEHTa.

¢ Kak ymeTb (hopMynvMpoBaTh MbICJlb B MOHATHbIE NPEAN0XEHMS.

MpakTUKyMbI: TUNUYHbIe opdorpaduryeckne n NyHKTYaLNOHHbIe OLMEBKM B MMCbMEHHOW KOMMYHUKaLMUW U METOAbI UX YCTPaHeHUs,
aHanus [enoBbIX TEKCTOB U3 NMPaKTUKW FOCYAapCTBEHHON CNyX6bl.

[lpenogaBaTenu

NEPMAKOBA EkatepuHa CTaHUCnaBoOBHa

MpodeccunoHanbHbIv Gunonor, npenogasaTesib PyCCKOro A3blka, 3KcnepT B cdhepe odurumanbHO-AeN0BbIX, MTUCbMEHHbIX KOMMYHUKaLWA,
uneH Coto3a XypHanucToB Poccumn, HOMUHaHT NpeMum «3neKTpoHHas 6ykea»-2021, aBTOp YHUKaNbHOW METOAMUKHM NpenoAaBaHus
pyCcCKoro sisbika.

HNOPOHWHA Jlapuca AnekceeBHa

KaHaupaT SKOHOMUYECKMX HayK, fOLeHT Kadeapbl roCyAapCTBEHHOIO YNpaB/ieHUs U KagpoBoW NoanTMKK MIYY MpaBuTenbcTBa
MocKBbI, aBTOp y4e6HbIX MOCO6UiIA MO AOKYMEHTOBEAEHUIO, 3KCMNepT HauuoHanbHoM accoumauum obuCHbIX CreumanncTos 1
aJMUHUCTPaTUBHbIX paboTHMKOB npu MpeangeHTe Poccuitckon deaepaumm, copaspaboTumk NpoheccmoHanbHbIX CTaHaapToB.

Cdepa npopeccmoHanbHbIX MHTEPECOB:

MpodeccnmoHanbHblie KOMNETEHLMU: ONTUMMN3aLMSA BU3HEC-NPOLLECCOB NPeANPUATUS], padapaboTka HOPMaTMBHbLIX MaTepuasnos no
[OKYMEHTUPOBaHUIO yNpaBfeHYeCKOM AesiTeNbHOCTH, ayAUT KafpoBOro AeN0onpon3BoACTBa, KOHCYbTUPOBaHME No BbIGOpY
NporpaMMHOro NpoAykTa no asToMaTusaunm 4enonponsBoACcTBEHHbIX MpoLEeccoB. YyacTBoBana B NpoekTax no aBTomatmsawumm
[OKyMeHToo60poTa komnanum IKT, IBS, BecTb MeTa-TexHon0Ormu.

O6pa3oBaHue:

OKoHuynna rOCYﬂ.apCTBeHHy}O aKagemMuio ynpasseHUa NMeHU C.OpA)KOHI/IKVIﬂ,Se, Kad)ep,pa AOKyMeHTOBeAeHUA N AOKYMEHTaUuNOHHOIo
obecrneyeHus ynpasneHua, 4OKyMeHTOoBe/A, cneynanunct no I/IHCbOpMaLWIOHHbIM TEeXHOJI0IrMAM ynpasJieHUA.

My6nukauum:

ABTop 6onee 150 ny6nunkaumi, B TOM YMChe cTaTen B )KypHanax «CnpaBoYyHUK cekpeTaps U opuc-meHemxepar, «CnpaBoOYHUK
KaapoBuKay, «enonponsBoacTBo», «CekpeTapckoe Aeno», «YnpaBneHue nepcoHanomy, «Cnyx6éa kagpo», «[Touck: oT NpoekTa Ao
KNo4a» u ap.

CtpaHuua: 313 3
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