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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.

[arta npoBepenus: OTKpbiTasa garta

Bup o6yuenus: Kypc noBblilleHusi kBanudukaumm

®dopmart obyueHuss: OHNalH-TpaHCAsAUMS

Cpok obyyeHusi: 2 fHA

MpopomkuTenbHocTb obyyeHus: 164acos

[Ans yyacTHMKOB npeflycMoTpeHo: MeToauueckuit matepuarn.

J[I0KyMeHT no oKoH4YaHUU o6yyeHus: o nToram obyyeHus cnyliaTenu, yCnewHo nNpoLleaLline UTOroByo aTTecTaLuto No NporpaMme
06y4eHus, MolyyatoT Y 4OCTOBEPEHME O NOBbIWEHUU KBanudukaumm B o6bemMe 16 4acos (B COOTBETCTBUM C NIULIEH3UEN Ha NpaBo
BefleHVsi o6pa3oBaTesibHON AesTeNbHOCTH, BblAaHHOM [enapTaMeHTOM 06pa3oBaHusi U Hayku ropoga Mocksbl).

Ina Koro npegHasHayeH

locyAapCTBEHHbIX MPaXAaHCKUX M MYHULMMANbHBIX CAy>KaluX, COTPYAHUKOB FOCYAapCTBEHHbIX M MHbIX OpraHu3aLui, 3aHMMaroLwmxcs
NMOArOTOBKOW JeNOBbIX MUCEM, CIY>KEGHbIX 3anMCOK, MOPYYEHU, OTBETOB Ha 06paLLEHNS rpaXaaH.

Lienb o6y4yeHus

MprobpecTn HaBbIKKN COCTaBNEHUS, 0POPMIIEHUS, PeAaKTUPOBaHNUSA Pas3fIMYHbIX BUA0B O0hULIManbHbIX AEN0BbIX MUCEM,
yCOBEpLUEHCTBOBATb HaBbIKM PaboTbl CO CYXXe6HON AOKYMeHTaLuel, NOBbICUTb YPOBEHb BlafieHNsi COBPEMEHHbIM PYCCKUM A3bIKOM B
Pa3fIMYHbIX CUTYaLMAX MMCbMEHHOIO [1e/T0BOr0 O6LLEHUS.

Ocob6eHHOCTH NporpaMmsil

O6yyeHue Ha NporpaMMe NpeaycMaTpuBaeT 0TPaboTKY HaBbIKOB NMOAFOTOBKM AefIOBbIX MCEM OCHOBHbIX TUMOB (MHOpPMaLMOHHOE
NUCbMO, MUCbMO-3aMpoC, OTBET Ha NPETEH3UMN U BO3PAXKEHUS, STUKETHOE NUCbMa, MHULMATUBHOE MUCbMO M MUCbMO — OTBET) U aHaNu3
[leNoBbIX TEKCTOB M3 MPAKTUKWU FOCYyJapCTBEHHOW CNyX6bl.

PesynbTaT 00y4YeHus

B pe3ynbTaTe 06yyeHNst Ha NporpamMme cyluaTenu y3HatoT:

o CoBpeMeHHble TpeboBaHUs, NpeAbsBNseMble K IETOBOMY TEKCTY.

e XapaKTepuCTUKN M OCOBEHHOCTU BCEX BUAOB CIY>KEBHbIX MUCEM.

¢ ocnepHve BEpCUM HOPMATUBHBIX JOKYMEHTOB, COepXXallunx Tpe6oBaHUs K CIyXXe6HOMY NCbMy; ohopMeHKE NMUCEM, BKOYas
pasnuUyYHble NPUOXKEHUS.

e Han6onee pacnpocTpaHeHHble OLWNGKM MPU COCTaBNEHUN MUCEM.
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e VNHCTPYMEHTbI apryMeHTauuu.

¢ [pMeMbl cBOpauMBaHuUs TekcTa 6e3 noTepy cMbicna.

¢ HoBble rpaMMaTUYecKmne U IEKCUYECKUE HOPMbI, HarnUCcaHWe MHOCTPaHHbIX UMEeH U reorpaduyecknx HasBaHum, a Takxe
cneunduyeckme cnyyam NPUMEHEHUs MPaBuI PYCCKOro si3blka B 1€M0BbIX TEKCTaX.

9TO MeponpuaTMe MOXHO 3aKa3aTb B KOpNopaTuBHOM opmaTe (06y4eHne COTPYAHUKOB OLHOM KOMMNaHuK).

[TporpamMmma oby4yeHus

[eHb 1

HopmaTuBHo-MeToANYeCKasn 6a3a Od)OPMﬂeHMﬂ AeNoBbIX NUCeM.

Knaccudumkaumsa n 0CoO6eHHOCTU pasfiyHbIX BUAOB CNY>XXEBHbIX MUCEM.

lOpupgmyeckas 3Ha4UMMOCTb NUCbMa.

OdopmneHne OCHOBHbIX BUIOB MUCEM B COOTBETCTBUM ¢ TpeboBaHusaMM FOCT P 7.0.97-2025.
lMpaBuna agpecoBaHUs Len0BbIX MMCEM B OpraHbl FoOCyfapCTBEHHOW BNacTU U APYrMM OpraHm3aumsam.
HanpaBneHne nncbMa HECKONbKUM agpecaTam.

3HaYMMOCTb 3arofoBKa K TEKCTaM [1ef10BbIX MUCEM B CUCTEMAX 3/IEKTPOHHOI0 JOKYMeHToo60poTa.
MpaBuna opopmMieHUst MPUNOXKEHNM K AENOBBIM MMCbMaM, B T.4Y. B 3/IEKTPOHHOW dopme.

MpaBuna cornacoBaHus (BU3NPOBaHWS) AEMOBbIX MUCEM.

MpaBuna nognucaHuns 4enoBbiX MUCEM.

TpeﬁOBaHMﬂ K TeKCTaM [eJioBbIX NUCEM.

CTpyKTypa AenoBoro nucbma, npuHaTas B Poccuiickon Gepepauum.

O6palleHure 1 3akounTeNbHast opMyna BEXUBOCTY.

MpaBuna cocTaBneHUsi TEKCTa B COOTBETCTBUU C Tpe6OBaHUsIMU 0MLMaNbHO-AEN0BOIO CTUNS.
YcTonumBble CNI0Ba U C/I0OBOCOYETAHNUA B [eN1I0BbIX MUCbMaX.

OwWK6KM B TEKCTAX AeNI0BbIX NMUCEM, MPUBOASILLME K IBYCMbIC/IEHHOCTU TEKCTA.

OwWwu6KM B AeNoBbIX NUCbMaXx, 3aTPYAHSOLLME NOHMMaHWE CMbIC/a MMCbMa.

Oco6eHHOCTM CTUAS MMCbMa NPU OTBETE Ha 06paLLEeHNs rpaXaaH.

Mcuxonornyeckue 0co6eHHOCTH KOMMYHUKaL UM Npu oTBeTax Ha HeraTuBHble coo6u.|,eHMﬂ.

Mprem npucoenHeHNs, UICNONb30BaHNe NO3UTUBHbBIX CNOB U BbIPaXXeHWUIn BMECTO OTPULIaHWIA.
WNHCTpyMeHTbI hOpMUPOBaHUSI MO3UTUBHOIO UMUAXKA.
MucbMa-oTBeTbl. Kak HanncaTb OTBET Ha MUCbMO-NPETEH3MIO, XKanoby Uan peknamaumto.

MpaBuna nepenucku no SneKTPOHHOﬁ noyTe u genoeoro 06I.I.l,eHMﬂ B MecCCeHaXKepax.

CoBpeMeHHble Tpe60oBaHUA K COCTaBNIEHNIO U OPOPMIIEHNIO CNY)XKEGHDBIX AOKYMEHTOB.

Bubl LOKYMEHTOB, MPUMEHSIEMbIX B FOCYAapCTBEHHOM U MyHULMNANbHOM YrpaB/ieHnu.
MoAroToBKa rocyfapCTBeHHOro/MyHULMMNAanbHOr0 HOPMaTUBHOMO NPaBOBOMO akTa: BUAbI, CTPYKTypa 1 npasusia obopMIIeHNS.

npaKTMKyMbII HanucaHue n Od)OpMJ'IeHI/Ie OCHOBHbIX TUNOB OdJMLl,I/IaJ'IbeIX AenoBbIX MUcCeMm.

HOeHb 2

,D,enosov'l pyCCKMﬁ A3bIK NPU NOAroToBKE Cﬂy)KeﬁHle AOKYMEHTOB. CTunuctuka PYCCKOro fidblka B Ae/1I0BbIX NUCbMaXx.

OduumanbHO-AeN0BO CTUIb B cUcTEMe (BYHKLIMOHaNbHbIX CTUJe PYCCKOro s3biKa.

TUNUYHbIE OLLMGKU B TECTAX AOKYMEHTOB: HEMpaBU/ibHOE YyNnoTpebieHne NapoOHUMOB, HeENpaBuibHOe yNnoTpebieHne CUHOHUMOB,
peyeBasi U36bITOYHOCTb (M1eOHA3M), TAaBTOOTUSL.

TUnNMYHbIe OLUMBKKN B HanNncaHMn NpUcTaBoK, COKO30B, NpuiaraTenbHbIX, MPMYacTiin, NPOU3BOAHbIX NPeAnorax, 3Hakax npenuHaHus.
0Oc06eHHOCTM NMPUMEHEHNA OCHOBHbIX YacTei peun B oduumanbHbiX MMCbMax.

MpaBonuncaHne UMEH, oTYeCTB, hamMunuii. NMponucHas n cTpoyHas 6yKBbl MPU 06paLLEHNN.

MpaBonucaHne HaMMeHOBaHWI OpraHn3aLUni, JOMKHOCTEN U JOKYMEHTOB B Ae/I0BbIX TEKCTAX.

MpaBonuncaHne YNCIUTENbHbIX B AEN0BbIX TEKCTAX.

CokpalueHus. [MpaBonucaHne nekcuyecknx abopesnaTyp U rpaguyeckmx cokpalleHuin. NMpaeBonncaHune reorpapuyeckmx
HaMMeHOBaHMMN.

Mpepnorn n ux sHayeHue B TEKCTE AeN0BbIX MUCEM.

BnusiHne cTpyKTypbl NpeasoXKeHMs Ha TEKCT AOKYMEHTA.
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e Kak ymeTb opMynnpoBaTb MbICSlb B NMOHATHbIE NPEANOXEHMS.

MpaKTUKyMbI: TUNNYHbIe opdorpaduryeckne 1 MyHKTyaLnoHHbIe OWMOKM B MMCbMEHHOK KOMMYHUKaLMW U METOAbI UX YCTPaHeHus,
aHanus JefoBbIX TEKCTOB U3 NPaKTUKM FOCYAapCTBEHHOMN CNyXO6bl.

[lpenogaBaTtenu

NMEPMAKOBA EkaTepuHa CTaHMCNaBOBHa

MpoteccuoHanbHblii Gunosor, npenogasaTtesib PYCCKOro si3blka, 3KCnepT B chepe odulmnanbHo-AeN0BbIX, TMCbMEHHbIX KOMMYHUKaLW,
yneH Coto3a XXypHanucTos Poccuu, HOMUHAHT NpeMun «3NeKTpoHHasa 6ykBa»-2021, aBTOp YHWUKaNbHOW METOAMKM NpenoaBaHus
pycckoro si3blka.

HNOPOHWNHA JTapuca AnekceeBHa

KaHaupaTt SKOHOMUYECKMX HayK, fOUeHT Kadeapbl rocyapCTBEHHOIO YNpaBieHUst U KagpoBoW nonutuku MIYY MpaBuTenbcTBa
MoCKBbI, aBTOp y4e6HbIX NOCO6UIA MO JOKYMEHTOBeeHUIo, aKkcnepT HaumoHanbHoM accoumaumm oUCHbIX CNeunanucTos U
aAMMHUCTPATMBHbIX paboTHUKOB Npu Mpe3sungeHTe Poccuitckon Geaepaunm, copaspaboTumk npodeccnoHanbHbIX CTaHAAPTOB.

Cdepa npoeccoHanbHbIX UHTEPECOB:

MpodeccroHanbHblie KOMMETEHLUN: ONTUMMU3aLUsi 6BU3HEC-NPOLIECCOB NpeanpusaTUs, paspaboTka HOPMATUBHbIX MaTepuanos rno
[OKYMEHTMPOBAHUIO YNpaBfeHYeCKoM AeATeNbHOCTH, ayANT KagpoBOro Aenonpon3BoAcTBa, KOHCYIbTUPOBaHMeE No BblGopy
nporpaMMHOro NpoaykTa rno asTomMaTusaunm 4enonpous3BoACcTBEHHbIX NMpoLeccoB. YyacTBoBana B NpoeKTax no aBTomarmsawmm
[OKyMeHToo60opoTa komnanum IKT, IBS, BecTb MeTa-TexHonorunu.

O6pasoBaHue:

OkoHuuna rOCYﬂ,apCTBEHHyK) aKageMuio ynpasseHna UMeHU C.Opﬂ,)KOHVIKVIﬂ,Se, Kad)ep,pa AOKYMeHTOBEAEHUA U JOKYMEHTALMOHHOIO
obecneyeHuns ynpaBneHusa, OKyMeHTOoBeA, cneynanunct no VIHCbOpMaLl,I/IOHHbIM TEeXHOJ/1I0IrMAM ynpasieHUA.

My6nukauun:

ABTOp 60nee 150 ny6nvKauuii, B TOM Y1Che cTaTeil B XXypHanax «CnpaBoYHMK CEKpeTaps U opuc-meHegxepar, «CnpaBoYHUK
KagpoBuvKay, «[lenonpon3BoacTBO», «CeKpeTapcKoe fefoy, «<YnpaBneHue nepcoHanom», «Cnyxba kagpos», «[ouck: oT npoekTa 4o
KfoYa» u ap.
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