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KoMMepueckoe npeajio:KeHne
0 00yUeHHI0
IJIS1 KOMITAHUH «»

IIo Teme:

«TIOKYMEHTUPOBAHMUE,
TOKYMEHTOOBOPOT U IEJIOBOE
MUCbMO»

Ot International Business Academy

2024

International Business Academy 6siarogaput Bac 3a BHUMaHHe K HamIeil KOMIaHUI
U npe/JiaraeT 03HAKOMHUTHCS ¢ KOMMepueCKIM Npe/JI0KeHneM [0 OPpraHn3aninu
U IPOBe/IeHHI0 ceMUHapa

Hamm KOHKYPE€HTHbLIC IIPpeuMyliecraa:

e UnauBuayajbHas pa3padoTKa mporpamMm mo/i 3aKas

e Mini acceccMeHT + oTYeT (IO JOTOBOPEHHOCTH C KJIHMEHTOM)

¢ BoJbIoii BLIOOP TPEeHEPOB

¢ IlepcoHanbHbIN MeHeIKepP, KyPHUPYIOUIUI P OeKT

e ITocTTpeHnHroBas noj/jiep:kKKka 6 mecsien

¢ [IporpamMmpbl JIOSLIbHOCTH JIJIS1 IIOCTOSIHHBIX KJIHEHTOB

¢ Boicokas penyranusi komnannu IBA u pekomenganyuu oT Be ylux KOMIaHU
Ka3zaxcrana

e OOyuyeHne B paMKax Me:K/YHAPOHBIX CTAHJAPTOB

E-mail: info@iba.kz
Caiit: http://www.iba.kz/ Tea.: +7 (727) 328-02-02/03; Mo6. Tex.: +7 702 777 4411
Anpec: PK, r. Aimarel yi. 7Kapokosa 318 ocuc 23 (yr. npocnekra Ajib-®Papaou)
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YCJIOBUS COTPYIHUYECTBA:

TOO «International Business Academy» npuriamniaer Bac npuHsATh yyactie B 00y4eHHH IO TeMe:
" JJokyMEeHTHPOBaHUE, TOKYMEHTOOOOPOT U JIEIOBOE MHCHMO".

Croumoctn 00yuenusi: 215700 renre 6e3 HIC (Mcnonaurens He saBisercs miareasimukom HIC).
Llena Ha 2025 rox ¢ yuetom unaekcarmu 10% cocrasut 237270 tenre 6e3 HIC (Mcnonnurenb
He saBisercs mareabmukoM HJIC).

MecTo npoBeaenusi: ouHo teppuropus Ilocrasimyka/ onnaits margpopma ZOOM
JlaThl NpoBeIeHNSI:

Anmatsr:

11-12 mrona 2024
16-17 cenrs6ps 2024
7-8 Hos10ps1 2024
13-14 ¢epansa 2025
22-23 wona 2025
27-28 Hos10ps 2025

Omnnaiin:

25-26 wions 2024
8-9 aBrycra 2024
14-15 Hos16ps 2024
30-31 auBaps 2025
7-8 anpeisa 2025
20-21 aBrycra 2025
11-12 nekadps 2025

IIpoao/KuTEBLHOCTD: 16 akaleMHUYecKUX 4acoB

Bpewms: ¢ 10:00 o 17:30.

KoanuecTBO y4yacTHHKOB: | yenoBek

B croumocTh 00y4yeHHsA BXOUT: 00yUYeHHE, KOMIUIEKT IKCKJIIO3UBHBIX 00YYaIOIIMX MaTepHasoB,
OJIOKHOT, pyuka, ceprrdukat International Business Academy, mocTTpeHUHrOBast NoAepKKa (6 Mecsien),

o0en 1 2 Kope-Opeiika B KaxIblil AeHb 3aHATUH (IIPU YCJIOBUH, YTO OOyUYEHUE OUHOE).

[TpocuM 3aKJTIOUUTH JOTOBOP 3apaHee Kak MUHUMYM 32 1-2 MecsIa 10 Hayana o0ydeHus: U 3a0pOHUPOBATh
IaThl C TPEHEPOM.

Ucnomuurens: baryxtnna H.E
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Nudopmanus 0 kKoMnaHum.
International Business Academy- 3t0:
1. Pexomennanuu. Boicokas penyranus komnanuu [BA u pekoMeHAaluu OT BeLyINX KOMITAHUI
Kazaxcrana. Kommnanus 6osee 10 JieT Ha pbIHKE 3a 3TO BpeMs 3apeKOMeHI0oBajia ceds, Kak

HAaJEKHOI'O NMMOCTaBIINKaA YCIIYT.

2. IlepcoHanbHBIA MEHEKEP, KyPUPYIOIIMIA MTPOeKT. Kaxaplil MpOEKT KypUpyeT OTAEIbHbIN
MEHeKep, KOTOPbIN 3aKperuieH 3a Baieit komnanuei

3. Jlyumme sxcneptsl. [IpodeccnoHaibHbIN COCTaB MPUBJIEKAEMBIX K MpoIieccy 00ydYeHust
npernoaBatesei, yCreHbIX 9KCIePTOB, KOHCYJIbTAHTOB, TON-MEHEIKEPOB KPYIHBIX KOPIOpaIKi.

4. AKTyaIIbHOCTb U noJib3a. Hamm nporpaMmsal OTpaxKar0T CaMbI€ COBPEMEHHBIE METOUKHU C YIYETOM
HN3MCHCHUA PbIHKA Y 3aKOHOJATCJIbCTBA.

5. ®opmat o0yueHus. Mbl IpesiaraeM HalllMM KJIMeHTaM HEeCKOJIbKO (hopMaToB 00y4eHHMs:
— Ounbiii 1 OHyaiH GOpMaT OTKPBITHIX, KOPIIOPATUBHBIX U UHAUBHYAIbHBIX CEMUHAPOB.

6. [TocT-TpeHUHTOBBIC aHAIM3 U TIOAIJIEPKKA B TeYeHUH 6 MecsiiieB. MOHUTOPUHT pe3yJIbTaToB
TPEHWHIOB B paboueM Ipoliecce, peKOMEH/IAIK OT TPEHepa.

7. nnuBuayanbHbI 1oaxo/. Bee, HauMHas OT cofepkaHusi, MECTa U BpEMEHU MPOBEICHUS
TPEHUHTOB MOXET ObITh HACTPOSHO B COOTBETCTBUM BaiiM notTpeOHOCTAMHU.

8. [IpyHIIMNMATILHO BHICOKUI YPOBEHb cepBHca. Mbl CO3/1aM BCE YCJIOBHS JIJI1 MAaKCUMAIbHOTO
BOBJICUEHHS B 00yUYeHHe: OT YAOOHBIX Kpecesl M COBPEMEHHOTO MPe3eHTAllMOHHOTO 000pyA0BaHUS,

10 YAOOHOM JOKAIHU.

9. MexayHapoaHble cTaHAapThl 00ydeHus. OOydyeHne B paMKax MeKIyHapOAHBIX CTaHIapTOB,
C ajianTanui Moj peayini Ka3aXxCTaHCKOro OM3Heca.

OIIMCAHUME ITPOI'PAMMBI:
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1 neun

Benenue nenornponsBoscTBa B opranmsarmu. HopmaTtuBHast 6a3a J1e/10mpon3BO/ICTBA:

rOCy/IapCTBEHHbIE CTaHJAPTHl U BHYyTPEHHUE HOPMATUBHbBIE

¢ [Tonsatue nokymeHrta. Buapl konuii JOKyMeHTOB. [IpaBriibHOE 3aBEpeHne KOMn

¢ OupMeHHble OJIaHKU

® PexkBU3UTH JOKYMEHTOB, CTAaHAAPTHI U IIpaBWJIa JOKyMeHTHpoBaHus. [Ipuganue JOKyMeHTy
I0PUUYECKON CUIIBI

¢ [IpriMeHeHue SA3bIKOB B JEJIONPOU3BOCTBE

* Yyer 1 XpaHeHHe NieyaTel, TaMIoB 1 OJJaHKOB

¢ [IpaBuia HanucaHue OTAEIbHBIX HAMMEHOBAHUI OPraHOB rOCYJApPCTBEHHOI'O yIIPaBJIEHUs,
aJIMUHUCTPATUBHO-TEPPUTOPUAJILHBIX HA3BAHUM, YUPEKACHUIN, HA3BAHUM IOKyMEHTOB,
IOJIKHOCTEN

* Bubl JOKyMEHTOB, IPAaBWJIA U OCOOEHHOCTH X O(hOpMIICHU S

0. OpraHu3alMOHHBIE JOKYMEHTHI (CTPYKTYpa M LITaTHAsl YUCIEHHOCTD, OJI0KEHUS
O CTPYKTYPHBIX [TO/Ipa3AeJeHUSIX, JOJKHOCTHBIE UHCTPYKIIMU U T.1.)

0. PacniopsinurenbHble JOKYMEHTHI (MTPUKa3bl, pACHOPSKEHNs, PELIeHUs, [IOCTAaHOBJICHH )

0. NnpopmaninoHHO-CIIpaBOYHbIE JOKYMEHTHI (IIMChbMa, aKThl, IPOTOKOJIBI, CIIPABKH,
YBEJOMJICHHS U T.[.)

2 eHb

® JIoKyMEHTOOOOPOT B OpraHU3alUH
0. ObpadoTKa BXOAsAIIeN 1 UCXOAAIEH JOKyMeHTauun. JKypHasbl perucTpaiyy JOKYMEHTOB.
KOHTpOJIb MCHIOTHEHN S TOKYMEHTOB
0. Homenkunatypa aen, npasuia ee coctaBieHusl. CpokM XpaHEHHs TOKYMEHTOB
0. ®opmMupoBaHue JOKYMEHTOB B Jiesa
0. [TonroroBka u nepegava Jes B apXyB
¢ [loHaTuA AEI0BOM MEPENUCKH U IUChMA, clieliidrKa nepeaayr nHGopMalui B MMCbMEHHON
KOMMYHUKALIUU
¢ OrnpeneneHue Lesiei U 3a1a4 pa3InyHbIX BUJIOB [TUCEM
¢ Kommnosuuus, CTpyKTypa TEKCTa, I3bIK U CTUJIb JEJIOBBIX MHCEM
® DTUKETHbIE HOPMBI ISl pa3HbIX BUJOB NMCEM: O(DUIIMAIBHBIX U JIEKTPOHHBIX
0. OcHOBHBIE 3TUYECKHME TPUHLIUIBI O(PULIMATBHON U 3JIEKTPOHHOM [1€JI0BOW NEPENUCKU
0. Cpoku oTBeTa Ha nucbMa (OpUIMATbHBIE U JIEKTPOHHBIE)
0. Kak cozpgarb xopoliee BrieyaT/ieHUe
0. ObpaieHre 1 NPUBETCTBHE
0. PeueBble ke u (popmyibl
0. Kak rpaMOTHO 3aKOHYHTH IIACBMO
* Pa3sHOBUIHOCTH /IETOBBIX MUCEM, OCOOEHHOCTU COCTaBJIEHHUS] HEKOTOPBIX U3 HUX
0. Kak cocTaBUTh KOMMEPUYECKOE IIPE/IOKEHHE
0. leioBOE MUCHMO O COTPYIHUYECTBE
0. Kak oTBETUTH Ha arpecCUBHOE MTUCHMO
0. ITpopatoriee MucbLMo
0. Kak rpaMOTHO COCTaBUTh IMCbMO-OTKA3
0. BrarogapcTBeHHOE MMCbMO
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o CTUIMCTHYECKHE KOHCTPYKIIUK, OCOOEHHOCTH CJIOBOYMOTPEOICHHS B IEJIOBOM MEPENUCKe

° MG)K,HYHaPOIIHLIe CTaHJapTbL ,I[CJIOBOﬁ MEPETINCKHU
o YHpa)KHeHI/IH IO COCTABJICHHUIO PA3JIMYHBIX BUJOB IMMCEM, dHAJIU3 TEKCTOB U UX KOPPEKTUPOBKA
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