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1.

HepequL INIAHUPYEMBIX PpPE3yJabTaTOB Oﬁy'leHI/lﬂ nmo AUMCHHUIIJINHE

(Mony.110),

COOTHECCHHBIX C INIAHUPYEMbIMHU pe3yJbTaTaMHu OCBOCHHUSA NMPOIrpaMMbl

1.

CJICAYIIUMHA KOMIIETCHIUUAMMU C YIYE€TOM I3TAIIOB:

Jucuunimna «/1eJ1onpou3BoACTBO U PEXKUM CEKPETHOCTH» 00ecneunBaeT OBJIajieHHe

Kon Haumenosanue Kox sTama HaunmenosaHue >Tama 0OCBOCHUS
KOMIIETEHII KOMIIETEHIINH OCBOCHMS KOMIIETEHIINH
7078 KOMIICTCHITH
u

OIIK-2 CrniocobHOCTH OIIK-2.3.4 | criocoOHOCTH PeaIr30BbIBATh HOPMbI
peaTn30BbIBATH HOPMBI MaTepUaIbHOIO MpaBa, peryIupyrolne
MaTepuaibHOrO 1 3aKOHOJIaTEIbCTBO PA3IMYHbBIX OTpacieu
MPOIIECCYaTBLHOTO TIPaBa, u(WIK) MoAO0Tpaciel mpasa
3aKOHO/ATEIbCTBO
Poccuiickoit ®exnepanuu,
oOmIenpu3HaHHbIE
MIPUHIIAITE © HOPMBI
MEKIyHapOIHOTO MpaBa B
npo¢eCcCuOHAIBHON
JeSATEeIbHOCTH

OIIK OC-4 | Cnocobnocts obHapyxwuBath| OIIK ~ OC-| cnoco6HOCTh MIPUMEHSTH METO/IbI
peabHbIE U CKPBIThIE yTpo3bl| 4.1.3 MPOTUBOJCHUCTBUS PEATIBHBIM H CKPBITHIM
0€30MacHOCTH JIeITETLHOCTH yrpo3aMm B MPaKTUYECKOW NIEeATeIbHOCTH
OpPraHOB M OpraHU3alnN OpraHOB W OpraHU3ALMI

IK-5 Crnoco6HocTh pa3pabateiBarh| [1K-5.1.4 CIIOCOOHOCTh MOJITOTOBUTH
Y IPaBUILHO 0OPMIISTH IOPUAMYECKUN JOKYMEHT
IOPUINYECKUE U CITyKeOHbIe
JTIOKYMEHTBI

[IK-16 Cnocobuocts coomomars B | [1K-16.1.2 CIIOCOOHOCTH aHATM3UPOBATh n
npodeccuOHATBLHON TOJIKOBaTh 3aKOHOJATENILCTBO B 001acTH
NesITeNIbHOCTU TpeOOBaHUS 3aIIATBl TOCYJAPCTBEHHOW TaWHBl U
HOPMAaTUBHBIX TPABOBBIX WHPOPMAIMOHHON  0E30MacHOCTH  TpHU
aKTOB B 00JIACTHU 3aLIUTHI MIPUHITHA PEIICHUH
rOCyJIapCTBEHHOM TaliHbI U
nH(pOPMAaLIOHHON
0e30ImacHOCTH, 00eCIIeYBATh
coOoIeHne pexxnma
CEKPETHOCTH




2. O0beM U MeCTO TUCHUILTHHBI (MoayJis1) B cTpykType OII BO

O0BbeM TUCHUILIMHEI

OO6m1ast Tpy10EMKOCTh TUCHUIUTMHBI COCTaBigeT 72 a.u. (2 3.e.)

KonnuecTBo akaieMU4ecKuX 4acoB, BBIICIEHHBIX HA KOHTAKTHYIO pa0oTy ¢ mpernoaaBaTeneM (1o
BHJIaM YUYCOHBIX 3aHATHN) U HA CAMOCTOSTEIIbHYIO Pa00Ty 00ydJaromuXcs:

- oyHas (hopma oOyueHus: JeKuu — 16 a.4., mpakTH4eckue 3aHsATus — 16 a.4., caMOoCTOsATeIbHAS
pabora — 40 u.

Mecto nucuuniaunsl B ctpykrype OII BO

Huctunnuna b1.B.04 «JlemonpousBoactBo u pexxum cekperHoct» ([JuPC) Bxoaut B
BapuatuBHy0 4Yacth (B.04) mpodeccuonampHoro mukina aucuuiinH (biok 1) B kauecTse
00s13aTeIbHON  AWCIUTLITMHBI no cneunanbHoctd  40.05.01 IIpaBoBoe oOecrieueHue
HaIMOHaJIbHOU Oe3omacHocTH. U3yyaercsa Ha 2 Kypce B 3-OM ceMecTpe.

CymiecTByeT MEXIUCUUIUIMHAPHAS JIOTHYECKas U CoJepKaTeIbHO-METOANYecKast
B3auMocBs3b  JIMPC ¢ JpyrumMu  AMCHUMIUIMHAMM  HPO(ECCHOHANBHOIO IMKJIA: TEeOopHuei
rocyJapcTBa U mpaBa, KOHCTUTYIITMOHHBIM MPABOM, aIMUHUCTPATUBHBIM MPABOM, YTOJIOBHBIM U
YTOJIOBHO-TIPOIIECCYANIbHBIM MPABOM, TPYIOBBIM ITPABOM.

MexxaucuurinHapHas JIOTHueckasi U coJiepkaTesibHO-MeToAnueckast B3aumMocBsizb JuPC
CYIIECTBYET C Yy4€OHBIMU TUCIHUIUIMHAMU TYMaHUTapHOTO, COLMATbHOTO U SKOHOMHYECKOTO
LMKJIA:
b1.5.02 Jloruka
b.1.5.15 Pycckuii A3bIK U KyJlbTypa peuu;
b1.B.JIB.12.01 AnBoxkarypa. [IpaBoBbIe aCIEKThI aIBOKATCKOMN AEATEILHOCTU

I[I/IPC ABJIACTCA OHOpOﬁ U1 YCBOCHUA MAaTCpHajla TAKUX JUCHOUIIINH, KaK:

b.1.5.34.03 FOpunuueckas TEXHUKA.
b1.B.09 YnpaBnenue u NpuHITHE yIPaBICHYECKUX PEILICHUI.
b1.B.11 IlpaBoBoe peryaupoBaHue TOCYAapCTBEHHONW U MyHHUITUTIATBHOM CITYKOBI.
b1.B./IB.02.01 Cratuctuueckuii aHaiu3 B IOPUCTIPY/ICHIIUU.
b1.B./IB.02.02 PaGoTa B cipaBOYHBIX MPAaBOBBIX CHCTEMax
Tabnuna 1
CTpyKTypa IMCUHNIHHBI



O0beM TMCUHUNIHHBI, YaC. ®opma
KonTakTHas padora TEKymero
o0yuarommxcs ¢ KOHTPOJIA
No i/nt HaumeHnoBaHue Tem IpernogaBaresiemM ycneBz:eMOCT
(pasnesioB) Bcero 10 BH/AaM Yy4eOHbIX CP w,
3aHATHH TPOMEKYTOT
HOM
J JP 13 | KCP aTTeCcTaluu
Ounas ¢popma o0ydeHus
Benenune. OcHOBHBIE
TIOHSTUS JTUCIUILTAHBIL.
TepmuHonorus.
Temal | P 8 2 2 4 |0
Crienin¢uka Kypca.
IIpaBoBOE
peryIHpOBaHUE.
JIOKyMeHT, ero CBOWCTBa.
Tema 2 | Knaccuduxarus 8 2 2 4 |10
JIOKYMEHTOB
Buagel  1OKymMeHTOB B
Tema 3 | ynpaBieHYECKOU 8 2 2 4 10
JESTEIIbHOCTH
JloKkyMeHT0000pOT
Tewma 4 8 2 2 4 |0
Tema 5 Cucremaruzanus M y4er 10 ) ) 6 O
JIOKYMEHTOB.
PaGota c oOpamieHusMu
Tema 6 pattt 10 2 2 6 |0, 11
rpakJaaH
[Mopsimox  obparienus ¢
OKYMEHTaMH
Tema 7 | 7O : 20 4 4 12 |0, ]I, C3
COJIep KaIMH
CITYKeOHYIO TalHy
[TpoMerxxyToUHasT aTTeCTaIHS 3aver
Bcero: 72 16 16 40

[Tpumeuanue: 1 — hopmbl Tekylero KoHTpoJia ycneBaemoctu: onpoc (O), moknax ([1), pemenue
CUTYalMOHHBIX 3a1a4 (C3).

Conepxanue TMCUMILVIMHBI (MO1YJIs1)



Tema 1. BBenenme. OcHOBHble mNOHATHH AUcHUILIMHBI. [IpaBoBoe peryaupoBanue
J1eJIOTPOU3BO/ICTBA.

Onucanne y4eOHOW TUCIMIUIMHBI U METOJMKH €€ OCBOCHHWs. Pacrmcanue um TpeOOBaHUS K
OCBOCHHI0 MaTepuasia Kypca (Ha OCHOBE CTaHJapTa CICIUATBLHOCTH). PacKpbITHE OCHOBHBIX
TOHSITHIA:  JTEJIONPOU3BOJICTBO, JIOKYMEHTUPOBAHHUE, CPEJICTBAa JOKYMECHTHPOBAHHWS, 3a/ladyH,
GbopMBI  TOKYMCHTHUPOBAHHS, CHCTEeMa  JIOKyMeHTanuu. [IpaBoBoe  peryiupoBaHHE
aenonpou3BojacTBa. HopmaTtnBHas 0a3a /J€IONPOM3BOJICTBA M €€ OCHOBHBIE KOMIIOHEHTHI.
Cnyx06a J10V.

Tema 2. JlokymMeHT, ero cBoiicTa. Kitaccupukanusi J0KyMeHTOB

[Tonsitne moxymenTta. COOTHOIICHHE MOHATUI «WMHpOpMAIHD» U «IOKyMEeHT». OOIeHay4HbIC
OCHOBaHUs Kiaccupukanuu. Kpurepunm KiaccupuKanuu, WX AOMyCTUMOCTh. [IpaBuia
knaccuduipoBanus (meneHus oObéma moHATHA). Kiaccudukamus moxkymenToB. IlpaBuia
cocraBieHwus. PexkBusutel. KOpuanueckas cuia TOKyMeHTa.

Tema 3. Buabl AOKYMCHTOB B praBJIqueCKOﬁ HCATCJIbHOCTH

[TonsiTHe yIpaBICHYECKOW AEATEIBHOCTH, OOBEKTHI, CYOBEKTHI, Ienu, BHUABL OdopmicHue
yopaBlieHYecKod JokyMeHTanuu. CHCTeMbl JOKyMEHTAlMU. SI3bIK U CTHIb O(UIHATIBHBIX
JIOKYMEHTOB. BUIbl JOKYMEHTOB B YIPABJIEHYECKOW AEATEIBHOCTH: OPraHU3ALMOHHO-TIPABOBBIE,
pacrnopsauTeIbHble, CHPaBOYHO-MH(POPMAIIMOHHBIE, CIPABOYHO-aHAIUTUYECKUE, IO JUIYHOMY
COCTaBY, OyXTaJTepCKOrO yueTa U OTYETHOCTH.

Tema 4. IokyMeHT0000POT.

[Tonsitue MOKyMEHTOOOOpPOTa, 3a]a4yM, MPUHIMIBI, O00bEM, CTAaJIWW, BHYTPEHHUN W BHEIIHUN
KOHTYPBI JOKYMEHT0000poTa. JIOKyMEHTOIIOTOKH, OpraHU3aIis co3/1anus, o0paboTKu, mpuemMa 1
nepefadyd JOKYMEHTOB. THUIOBBIE PErMCTPALlMOHHO-KOHTPOJIbHBIE (DOPMBI, MX PEKBHU3UTHI.
Y4erHas nonuTHKa opranuzanuu. ['paduk 1okymMeHTo000poTA.

ABTOMAaTH3aIMsl MPOIECCOB JIOKYMEHTAIIMOHHOTO OOecrneueHust ymnpaBieHus. TepMHuHbI
ANIEKTPOHHOTO  JIETIONPOU3BOJACTBA.  [lOHATHE  SJEKTPOHHOTO  JOKYMEHTa.  ATpUOYTHI
IOPUIMYECKON 3HAYMMOCTH DJIEKTPOHHOTO JIOKyMeHTa. [loHsTHE CHCTEeMBI 3JIEKTPOHHOIO
nokymentooobopora (COJI). Crpykrypa CDOJI. IlpenmymiecTtBa CHCTEMBI 3JIEKTPOHHOTO
nokyMmeHntoobopora. [IpoGiembl (opMupoBaHHsS W BEIACHHS CIMHON CUCTEMBI JJICKTPOHHOTO
nokymeHToobopota. Buaet CO/I. Ipouecc u stansl BHeapenus CO/I.

Tema 5. CucremaTusanmsi M y4eT JOKYMEHTOB B OpraHu3annu (HOMEHKJIaTypa jaeJ).
Homenxnarypa nen. ®@opmupoBanue u odopmieHue nen. YdetHole ¢opmbl. [louckoBsie
CHCTEMBl. DKCHepTH3a IEHHOCTH JOKyMeHTOB. ®opMmupoBanne u oQopMmIeHHE Jedl.

OHepaTI/IBHOG XPaHCHHUC. IloaroroBka k ciaue B ApPXHB. YHMUYTOXEHUE.

Tema 6. Opranuszaunusi padoTbl ¢ 00palIeHUSIMHA TPAKIAH.



Hctopus wHCTHTYTa OOpaleHWsi TpakJaH K BiacTH. Buasl oOpameHMi TpaxkgaH M UX
ocoOeHHocTH. DopMmbl OOpamieHH. OTambl BeIEHHs JAEIONPOM3BOJCTBA IO OOpaleHUsIM
rpaxaad. Cpoku U criocoObl 00pabOTKH MUCEMEHHBIX oOparieHui rpaxaan. @opMupoBaHue ael
o oOpaleHusM rpaxaaH. AHaauTH4ecKas paboTa ¢ MUCbMEHHBIMU OOpPAILEHUSAMHU TpakJIaH.
Pabota ¢ yctHhIMH oOOpameHusiMH TpaxnaaH. OpraHuzanus JIHUYHOTO TIpUeMa TpaxkIaH B
aIMMHHCTPALIHH.

Tema 7. Ilopsiiok oOpanieHns1 ¢ JTOKYMEHTaAMH, COEPKAIUMH CJIY:KeOHYI0 HH(popManio

[Tonsitue Taiiubl. ['ocymapcTBeHHasi, BOCHHas, Cly)KeOHas, HaJoroBas, OaHKOBCKasi,
KoMMepueckas TaiiHa. OCHOBHBIE MOHSTHS CEKPETHOrO JENOMPOM3BOJACTBA: CEKpeTHast paboTa,
CEKpETHOE W3JeNHe, CEeKPEeTHBhIH JoKyMeHT. CremeHb cekpeTHocTH, Tpudsl. CekpeTHoe
nenonpousBoactBo (C/II): mopsmok pa3zpaboTku, opopMiIeHHS, YUeTa, XPaHEeHUs, OOpaIeHHUs,
Pa3MHOXKEHUS, IEPEChUTKA U YHUUYTOXKEHUS CEKPETHBIX JOKyMeHTOoB (CJ1).

[lonsTHe pexuMma, pexuMa CEKPEeTHOCTH, peXrMa KOH(MUICHIMATBbHOCTU. PeXuMHO-
cekpetHble opranbl (PCO). Jonyck k rocynapctBeHHOH TaitHe. IIponyckHol pexxum. KoHTposas
3a COOJNIOJICHHEM YCTAHOBJICHHBIX TpPeOOBAaHUI pexHMa CEKPETHOCTH B TOCYJIAPCTBEHHBIX
yUIpeKIEHUAX (KOHPUICHIMATIBHOCTA ¥ KOMMEPYECKOM TalHBI B  HETOCYIapCTBEHHBIX
yupexaenusx). IIpopunaktuueckas paborta ¢ mepcoHamoMm. OTBETCTBEHHOCTh 3a HapyIICHHE
pexXuMa TOCyTapCTBEHHOW TalHBI, CITYKEOHON, KOMMEPYECKOMN TailHBI.

4. MaTtepuajibl TeKyIIero KOHTPOJS yclneBaeMocTH oOyuyawmuxcsi U (GoHJ OLEeHOYHBIX
CPeACTB MPOMEKYTOYHOM aTTeCTAIMH 10 JUCHUILIHHE (MOAYJII0)

4.1 Bonpocs! A5 3a4eTa 10 Kypcy «/1eJIonpou3BoACTBO U PeKUM CEKPETHOCTH»

1. denonpousBoactso. [lonstue, uemnu, Gopmsl.

2. IIpaBoBOE peryaMpoBaHue EI0NPONU3BOICTBA.

3. Cucrema NOKyMEHTALMU U €€ KOMIIOHEHTBHI.

4. TocynapcTBeHHas cucTeMa JOKyMeHTarmoHHoro odecrieueHus ynpasienus (I'CIOY).
5. IlonsTue, knaccupuKalys JOKYMEHTOB.

6. Buapl TOKyMEHTOB B YIIPaBJIE€HYECKOM 1€ TEIbHOCTH.

7. Opranu3alliOHHO — IIPaBOBbBIE JOKYMEHTBHI.

8. OpraHu3aMOHHO PaCHOPSAIUTENbHbIE JOKYMEHTHI.

9. CnpaBo4HO-UH(OPMALIMOHHBIE U CIIPAaBOYHO-aHATUTUYECKHE JOKYMEHTHI.

10. IokyMeHTBI IO TUYHOMY COCTaBY.

11. JIokyMEeHTOOOOPOT U €ro CTaHH.

12. I'padux 1okyMeHTOOOO0pOTA.

13. DnexTpoHHbIH JoKyMeHTO000pOoT. [loHsTHE, 0COOEHHOCTH, TPEUMYILIECTBA.
14.Cuctema smekTpoHHOTO AoKyMeHTooOopoTa (CO/1). Buast CO/I.

15. Ilponecc Buenpenus CO/L.

16. HomenknaTtypa nen u ee coaeprkaHue.

17. ®opmupoBaHue 1 opopMIICHHE eIl

18. Pabota ¢ oOpamienusMu rpaxaad. Buasl oOparieHuid, Tamnsl 1€710IMpOU3BOJCTBA IO HUM.
19. Pabora ¢ ycTHBIMU OOparieHussMu rpaxaad. Opranu3zanys JMYHOTO IpueMa rpax/iaH.
20. CekpeTHOE N1ea0mpon3BOACTBO. OCHOBHBIC MOHATHS, OCOOCHHOCTH.

21. T'ocynapcTBeHHas, ciry:keOHas TaiiHa. CoaepkaHue, HOpMaTUBHOE PETyJIMpOBaHHE.
22. Kommepueckas taitHa. ConepxaHue, HOpMaTUBHOE PETYIUPOBAHHME.



23.
24.
25.
26.
27.
28.
29.
30.

[Topsiiok oOparieHus: ¢ CeKPETHBIMU JOKYMEHTAMH.

PexumHo-cexperHble opransl (PCO), HanpaBiieHUs UX 1€STEITbHOCTH.

JIommycK K TOCyAapCTBEHHOW TalHe.

ITpomyckHOM pekuM Ha 00bEKTaX, UMEIOIINX OTHOILIEHHE K FOCYJapCTBEHHOH TaiiHe.
[IpyunHbI, BBI3BIBAIOIINE YTEUKY CEKPETHBIX CBEJICHUN.

KonTposs 3a coOnroieHneM peskuma CeKpeTHOCTH.

OTBETCTBEHHOCTh 32 HapyIlIEHUE PEKUMA KOMMEPUYECKON TalHBI.

OTBETCTBEHHOCTH 32 HapyILICHUE PEKUMA TOCYJapCTBEHHOMN TalHBI.

4.3. OnleHOYHbBIE CPeACTBA ISl IPOMEKYTOYHON aTTeCTALMH.

4.3.1. [lepeyenb KOMIETEHIUI ¢ YKa3aHHeM 3TanoB ux GopMHUpPOBaHUs B Mpolecce
0CBOEHUsI 00pa3oBaTe/ibHOI nporpammbl. [lokazaTen n KpuTepun OLeHUBAHUS
KOMIIETEeHIIUI ¢ y4eToM 3Tana ux opMHUpoOBaHUS

B pe3yJsibTaTe 0cBOeHUSI AUCHMILIMHBI Y CTYAEHTOB JI0JKHBI OBITH COPMHUPOBAHBI:

IIpogeccnonanbHbI Kox 3tana Pe3yabTaTrsl 00yuyeHus
e JelcTBUs OCBOCHHS
KOMIIeTeHIIUH

OIIK -2.3.4 | Ha ypoBHe 3HaHUIi:

- 00 OCHOBHBIX KaTE€TOPUSX U MOHITHSIX MIPABa;
OTpacisix U UHCTUTYTax IpaBa;

- 0 JCUCTBYIOLIEM 3aKOHOJATENbCTBE Poccuiickoit
denepannn, peryJUpyIONIEM pasHOOOpa3Hbie Chepsh
COIIMANIbHON AeSITEIbHOCTH;

0 MPUPOJIE€ OPUINYECKUX OTHOLIEHUH;

Ha ypoBHe ymeHwmii:

- OlmepupoBaTh  MOHATUSMU  MaTEPHUAIBLHOTO,
MPOIECCYATBbHOIO TIpaBa, MNPABOOXPAHUTEIBHON U
MPaBONPUMEHUTEIBHON JEATEIbHOCTH;

-COOTHOCUTh ~ HOPMBI  pA3JIMYHOrO  MpaBa C
Pa3IUYHBIMU OTPaCIISIMU TPaBa;

- TPUMEHSTh B OIICHKE CHUTyalldd W COOBITUH
00I11eCTBEHHOM KHU3HH o0IIeTeOpeTHYEeCKHe
MPaBOBbBIC MOCTYJIATHI, JICUCTBYIOIIIEE
3aKOHOAATCIBECTBO;

- WCIIOJB30BAaTh JJISI TOJKOBAHHS 3aKOHOIIOJIOKCHUM
JIOIIOJIHUTSILHBIC HOPMAaTHUBHO-TIPABOBbHIE
WCTOYHUKHU; - apryMEHTUpPOBAaTb CBOE€ MHEHHUE
UCTIONIb3Ysl  IOPUJIMYECKYIO  TEPMHUHOJOTUIO U
KOHKPETHBIE 3aKOHOIOJIOKEHMUS;

- HAXOIUThb BEPHBIM M JOCTATOYHBIA HOPMATHUBHBIN
Marepuas i OLEHKH u  KBaTu(UKAIUN
IOPUIMYECKUX IEUCTBUN U COOBITHH;

- KBaJU(UIMPOBAHHO OIICHWBATh IOPUIUYECCKUE
JNeHCTBUSL M COOBITHSA, TIPUMEHsSS  BBHIOPAHHBIN




HOPMATHUBHBIM MaTepua;

- (GopMHpOBaTh MO3UIMIO PEIIEHHsS] MOCTaBIEHHOU
FOPUIMYECKOM 3a1a4H;

-IIPOTHO3UPOBATh BO3MOKHBIE KOJUIM3HH.

Ha ypoBHe HaBbIKOB:

- cOopa 3HAUMMOM MJI pELIEHUS IOPUIANYECKON
3a1auu MH(popmMaumy;

- BBIOOpa 3aKOHOINOJIOKEHUH, HENOCPEACTBEHHO
OTHOCSIIIIUXCSL K CHUTyallMsAM, HYXJAOIIHUMCI B
IOPUINYECKOM PETYIMPOBAHUH

OIIK OC-4.1.3

Ha ypoBHe 3HaHMI:

- 0 pa3IMYHBIX BUAAX 0€30MaCHOCTH U MTPABOBOM
PEryJIMpOBaHUU AEATEIBHOCTH 10 0€30MaCHOCTH;

- 0 BHJaX yrpo3 0€301acHOCTH, O TIOCIECTBHIX
peanu3anuy 3TUX YyIpo3, 0 cnoco0ax U METOIUKE
MPOBEICHUS] MEPOTIPUSATHH 110 CHIYKEHUIO YPOBHS
OIAaCHOCTH B JESATEIBHOCTH OPraHOB U OpraHU3aI.
Ha ypoBHe ymeHnmii:

- OLICHUBATh BJIUSHHE BHEIIHUX U BHYTPEHHHUX
(aKTOPOB OMACHOCTH Ha PEANBHYIO JIETEIHHOCTD
opraHuzanuu (Mecta paboThl);

- IPOBOJIUTH aHAJIN3 MIPAKTUIECKOHN e TEITLHOCTH
OpraHu3aly ¢ TO3ULUI ee 6e30acHOCTH;
BBIJICJIATH KITFOUEBBIC ()aKTOPBI OMACHOCTH (BHEIIIHUE,
BHYTPEHHUE) B JIESITEIbHOCTH OPraHU3aINH;

- OIICHUBATh CTETICHb OITACHOCTH BBISIBJICHHBIX
(baxTopoB (Yrpo3), BBICTpauBaTh NIPHOPUTETHOCTD
Mep pearupoBaHus Ha HUX, IPUMEHSATH BO3MOXHOCTH
TEXHUYECKUX CPEJICTB 0€30MacCHOCTH MPOrpPaMMHOT0O
(B TOM 4ymCII€ — BCTPOCHHOT0) OOCCTICUCHHS 1
POTrPaMMHBIX MPOTYKTOB;

- OCYIIECTBJIATH MOHUTOPHHT (C TIO3UIHHA
0€30MaCHOCTH) TEeKYIIEH AeATeIbHOCTH
OpraHu3aINH;

- IPEBUIETH MOCIIEACTBUS IPUHATHS [TPABOBBIX U
aJIMAHUCTPATHUBHBIX PEHICHUH 110 BOIIPOCaM
0e30IMacHOCTH;

- 0)OPMIISITH U COCTABIISATH HEOOXOIMMBIE
JIOKYMEHTBI.

Ha ypoBHe HAaBBIKOB:

- cOopa 3HAYMMOM 7151 aHAIM3a O€30MacHOCTH
opraHu3aiuy HHQopMaIum;

- aHAJIMTUYECKOM paboThl ¢ JOKYMEHTaMH;

I1K-5.1.4

Ha ypoBHe 3HaHMI:
CYIIHOCTh U COAEP>KaHUsI OCHOBHBIX MOHATHIA,
KaTeropuii, ”HCTUTYTOB IIPaBa, 3aKOHOAATEIILCTBA;




METO/IOB U IPABUJI JIOTUKH, FOPUINYECKOTO S3BIKA;
IpaBuI pa3pabOTKU U METOJUKY HalMCaHUS
Pa3INYHBIX JOKYMEHTOB B cpepe I0pUANYECKUX
IIPAaBOOTHOLIECHMI;

Ha ypoBHe ymeHmii:

- TPaMOTHO, C Y4€TOM IPaBUJI FOPUINIECKON
CTWJIMCTHKH, HA OCHOBE HOPM IIPaBa COCTABIIATH
TEKCTHI IOPUUUECKUX JOKYMEHTOB, U OhOpMIATH UX
B COOTBETCTBUH C YCTAHOBJICHHBIMU TPEOOBAHUSAMU;
- (hopMyITUPOBATh YETKO CTPYKTYpPUPOBAHHBIMH,
JIOTUYECKH BBIBEPEHHBIN U IOPUINYECKU IPAMOTHBIN
TEKCT MUCbMEHHOT0, a TAK)KE YCTHOTO IMyOJIUYHOTO
BBICTYIUICHUS B Cy/1I€0HBIX YUPEKICHUSX, YUECOHBIX,
HAaYYHBIX U UHBIX IyOJUYHBIX ayAUTOPHUIX U T.IL.;

- 1aBaTh IOPUINYECKYIO OLIEHKY (aKTaM U
00CTOSTENBCTBAM C 1I€JIbI0 TOATOTOBKU
IOPUINYECKUX JOKYMEHTOB.

Ha ypoBHe HaBbIKOB:

- IOJITOTOBKH, HAIMCAHUS U O(pOpMIICHHUS
IIPOLIECCYAIbHBIX Y HHBIX IOPUAUUYECKUX
JIOKYMEHTOB;

- IPUMEHEHHUS] OCHOBHBIX ITOHATHH, KATErOpHil,
MHCTUTYTOB MPaBa IPU COCTABICHUM IOPUANYECKUX
JIOKYMEHTOB

[1IK-16

Ha ypoBHe 3HaHUIi:

0 B3aMMOCBSA3M TOCYAapCcTBa M IIpaBa, UX pOJIK B
YKU3HU COBPEMEHHOTO 00IECTBa;

0 IOpUAMYECKOHN CHUJIE Pa3IMYHBIX UCTOYHHMKOB IIpaBa
U MEXaHU3ME UX JIEHCTBUS;

0 Mepax MPOLECCYaJbHOrO NPUHYXACHUS

Ha ypoBHe ymeHnmii:

- NpUHUMATh PELIEHUS, OCHOBaHHBIE HA HOpPMax
paBa;

- HaXOJUTh " IIPaBUWJIBHO BBIOMpPATH
3aKOHOIIOJIOKEHUS, HEMOCPEACTBEHHO OTHOCSIIUECS
K TOMY BHUIY JESATEIBHOCTH, KOTOPBIA HYKIAETCS B
IIPABOBOM OLIEHKE U PETYJIUPOBAHUU;

- KOMMEHTHPOBATh 3aKOHOJATEIbCTBO,
PYKOBOJCTBYSICb TO3HAHMSMHU TEOpPUM TMpaBa U
COBPEMEHHOI'0 3aKOHOJATENIbCTBA;

- NpPUMEHATHb MPABOBbIE 3HAHMSI W MEXaHU3MbI B
CUTyallUsX  IOBCEJHEBHOH  mpodeccHoHaNbHOM
JESATENIbHOCTH, B YCJIOBHSX TOBBIIIEHUS YpPOBHS
COLIMAJbHOW HANpsHKEHHOCTH, B HEIUTAaTHBIX U
Ype3BbIYANHBIX CUTYAIUX;

- 00BEKTHBHO OLICHUBATh pe3yJIbTaThl
IIPEANPUHAMAEMBIX JAEUCTBUM;

- NPEABUJETh TOCJIEACTBUS IPUHSATHUS IPaBOBBIX U




AIMUHUCTPATUBHBIX pCIHeHI/Iﬁ I10 BOIpocamM
npogeccuoHaIbHOM e TeTbHOCTH;

- 'PaMOTHO OTpaXXaTb CBOU I[GI\/'ICTBI/ISI B TOKYMCHTax.
Ha ypoBHe HaBbIKOB:

- ToMcka W BBIOOpa  3aKOHOIIOJIOKEHHIA,
HEINIOCPEACTBEHHO  OTHOCSIIMXCS K  CUTyalusM,
HY>KJIAIOIIMMCS B IPAaBOBOM OLIEHKE, PETYJINPOBAHUY;
- YCTaHOBJIEHUS CYOOpIMHALlUM MPABOBBIX HOPM,
PETYJIHMPYIONIUX PAa3IUYHbIE ACHEKTHl COUUAIBHOU
JESATENIBHOCTH;

- paboThl ¢ JOHOJHSIOIIUMH 3aKOHOJATEIBCTBO
MaTepUalaMH, coJlepKalIuMHU ounmansHoOE
TOJIKOBAHUEC 3aKOHOB M IMOJ3daKOHHBIX HOPMATHBHBIX
aKTOB.

TunoBblie OLlEHOYHBbIE CPEACTBA.

1. Ompoc — mnonyueHue wuHPOpPMAIMM HA 3aJaHHYI0 TeMy, B XoJe coOeceloBaHUs C
00yJaronmmMcs ¢ 1eNbI0 BBIICHEHUSI €T0 TIO3UIINU, MHEHUS, 00beMa IMO3HAHHIA.

2. Jlokmam TPOIYKT CaMOCTOSITEIBLHOM paboThl 00ydaromerocs, MPEACTABISIONUNA CcO00i
myOJMYHOE BBICTYIUIGHHE IO TPEACTABICHUIO IIOJYYCHHBIX PE3yJbTaTOB HCCIEIOBAHUS
OTIpeIeIeHHON y4eOHO-IPaKTHIECKOH, yaeOHO-HCCIIeIOBATEIbCKOM HITH HAyYHON TEMBI.

3. CutyanuoHHas 3aJaya - COBOKYIIHOCTb YCJIOBHM, CBEIEHUH, MMUTHPYIOUIAas CUTYalUIO,
MOTYIIYI0O BO3HUKHYTb B pEaJbHOM JAEHCTBUTENBHOCTH, TpeOyrowias sl CBOETO pEIeHHs
MIPaKTUKO-OPUEHTUPOBAHHBIX 3HAHUU.

TunoBbie olleHOYHBIE MATEPHABI 1O TeMe 1.

BonpocsI 1151 yCTHOT0 onpoca:

PackpeiTe  OCHOBHBIX  IOHSTHH:  JICJONPOM3BOJCTBO, JIOKYMCHTHPOBAHHE, CPEJICTBA
JOKYMEHTUPOBaHUS, 3a7a4, GOPMbI JOKYMEHTUPOBAHHUS, CUCTEMA JOKYMEHTAIUH.

[IpaBoBOE peryampoBaHue IEIONPOU3BOICTBA.

HopMmaTtuBHas 6a3a 1e10mpou3BoJICTBA U €€ OCHOBHBIE KOMITOHEHTHI.

Cnyx06a J1OYV.

TunoBbie OlleHOYHbIE MATEPHAJIBI 10 TeMe 2.
Bonpocs! 115t ycTHOTO ompoca:

[Tousite nokymenta. COOTHOIIEHUE MOHATUN «UH(POPMALUA» U «TOKYMEHT».

OOuieHayynble OCHOBaHHUS Kiaccupukauuu. Kpurepum knaccuduxanuu, HUX JOMYyCTUMOCTD.
IIpaBuna knaccuduupoBanus (eneHus 00bEMa MOHATHSA).

Knaccudukanus nokymenTos. [IpaBuna cocraBieHust JOKyMEHTOB. PEKBU3UTHI.

IOpuanueckas cuna 10OKyMeHTa.

THmoBbIE OLIECHOYHBIE MaTepHaJjJbl 10 TEME 3.



Bomnpocs! 11t ycTHOTO onpoca:

[TonsiTue ynpaBieHUeCKOU IEATeTbHOCTH, O0BEKTHI, CYOBEKTHI, IIEJIU, BUJIBI.

Odopmienne ynpaBieHIecKor JoKyMeHTalui. CHUCTeMbI TOKyMEHTAIIUH.

S3bIK U CTUIIB OPUITHATBHBIX JOKYMEHTOB.

Bunbpl  1OKyMEHTOB B YNpPaBJIEHYECKOM  JEATENIBHOCTU:  OPraHU3ALMOHHO-IIPABOBBIE,
pacTopsiuTeIbHbIE, CIPABOYHO-UH(POPMAIIMOHHBIC, CIPABOYHO-aHAIUTUICCKUE, IO JIMIHOMY
COCTaBy, OyXTraJITepCKOro y4eTa U OTYETHOCTH.

TunoBbie 0O1leHOYHbIE MATEPHAJBI N0 TeMe 4.
Bomnpocs! 11t ycTHOTO ompoca:

[Tonsitue MOKyMEHTOOOOpPOTa, 3a]a4yM, MPUHIMIBI, O00bEM, CTAJIWW, BHYTPEHHUN W BHEIIHUM
KOHTYPBI JOKyMEHTOO0OpOTA.

JIOKyMEHTOIIOTOKH, OpraHu3alusl Co3/laHus, oO0pabOTKH, MpueMa M Tepenayd JOKYMEHTOB.
TunoBsIe pEruCTPaIMOHHO-KOHTPOIBHBIC (POPMBI, KX PEKBU3UTHI.

VYyeTHas MOJUTHKA OpraHU3alUU.

I'padux moxymeHTOOOOpOTA.

Tunosbie OLEHOYHbIC MATEPHAJIBI 10 TEMe S.
Bomnpocs! a1 yCTHOr0 onpoca:

ABTOMAaTH3aIHsI IPOLIECCOB JOKYMEHTAIIMOHHOTO 00ECTICYCHNUS YIIPABIICHHS.

TepMUHBI 371EKTPOHHOTO JEIONPOU3BOICTBA.

[ToHsATHE 2IEKTPOHHOTO JOKYMEHTA.

ATpuOyTHI FOPUINYECKON 3HAYUMOCTHU AJIEKTPOHHOTO JOKYMEHTA.

[TonsiTue cucTeMsbl JIEKTPOHHOTO JoKyMeHTooOopoTta (CO/I).

Crpykrypa CO/l. [Ipenmy1iecTBa CUCTEMBI AIEKTPOHHOTO JJOKYMEHTO000POTA.

[Tpobnemsbl (opMHUpOBaHMS W BEICHUS €IMHON CHCTEMBI JIEKTPOHHOTO JOKYMEHTOOOOpOTA.
Buner CO/I.

IIpouecc u atansl BHeApeHus CO/L.

TunoBbie OlleHOYHbIE MATEPHAJIBI 1O TeMe 6.
Bonpocs! 115t ycTHOTO ompoca:

Howmenxnarypa genn.

dopmupoBaHue u 0GOPMIICHHE JICIT.

YyeTHbie POpPMEI.

[TonckoBbIE CUCTEMBI.

DKcnepTH3a IEHHOCTH TI0KyMEHTOB.

dopmupoBaHue u 0GOPMIICHHE JICIT.

OmneparuBHoe xpaHeHue Aein. [loaroroBka k caaue B apxuB. Y HUYTOKEHHE.

Tunosbie OLEHOYHBIC MATEPHAJIBI 110 TeMe 7.
Bomnpocs! a1 yCTHOr0 onpoca:



Bunel oOpariennii rpaxaaH U ©X OCOOEHHOCTH.

®opMbI 0OpaIIeHHiA.

Oranbl BeJIeHUs JEJI0NPOU3BOICTBA IO OOpAIICHUAM IPaXKIaaH.
Cpoxu 1 crtocoObl 00pabOTKH MIUCHhbMEHHBIX 00paIeHUH TpaXKIaH.
dopmupoBaHUE e 0 OOpAIIEHUSIM IPAXKIaH.

AHanuTtHueckas paboTa ¢ TUCbMEHHBIMU OOpaIEHUsIMH TPaKJIaH.
PaboTta ¢ ycTHBIMU OOpalieHUsIMH TpakJIaH.

OpraHmauI/m JIMYHOT'O IMpUueMa rpaxad B aAMUHUCTPALHH.

IIpumepHBIe TEMBI JOKIAT0B:

PaGora ¢ oOpameHusIMu rpakaH, KaKk aIMUHUCTPATUBHO OJUTHYECKUNA HHCTUTYT
Heo6xoaumMocTh 1 0COOEHHOCTH aHATTMTUYECKON PabOThI ¢ 0OpaIllEHUSIMH TPaKIaH
Pabota ¢ oOpareHus M rpaxiaH U KapbepHbIA pOCT

TunoBbie OlleHOYHbIE MATEPHAJBI N0 TeMe 8.
Bomnpocs! 1151 ycTHOTO ompoca:

[Tonsitue Taiteel. [ocymapcTBeHHas, BOEHHas, ChoykeOHas, Hajoromas, OaHKOBCKasl,
KOMMEpYECKas TalHa.

OcHOBHbBIE TOHSTUSI CEKPETHOTO JEJIONPOU3BOJICTBA: CEKpeTHas paboTa, CEKpeTHOe H3elue,
CEKPETHBIN TOKYMEHT.

CreneHb CEKPETHOCTH, TPUQEI.

Cexpertnoe nenonpousBojctso (CHUII): mopsimok pa3pa®oTku, opOpMIIEHHS, yueTa, XpaHCHHS,
oOpallleHus, pa3MHOKEHHUSI, IEPECHUIKN U YHUUTOXKEHUS CEKPETHBIX TOKyMEeHTOB (CJI).

[TonsiTHE peXHMa, peKUMa CEKPETHOCTH, peXUMa KOH(DUICHIINATbHOCTH.

Pexxumuo-cexkpernsie opransl (PCO).

JIoIyCK K TOCyAapCTBEHHOU TalHE.

KonTtpons 3a coOmtoieHHeM YCTAHOBJIEHHBIX TpeOOBaHMM peXHMa CEKpEeTHOCTH B
TOCYJapCTBEHHBIX  yUYpeXJeHUsX (KOH(PUICHIMANbHOCTH U  KOMMEPYECKOW TaiHbI B
HEroCy/IapCTBEHHBIX YUPEKICHUSAX ).

[Tpodunaktudeckas pabora ¢ MEPCOHATIOM.

OTBETCTBEHHOCTD 3a HapyIICHUE PEKUMa rOCYIapCTBEHHOMN TaiHbI, CITy>)KeOHOH, KOMMEPUYECKON
TalHBI.

IIpumepHBIe TEMBI JOKIAT0B:

PexxuMHO-CEKpeTHbIE OpraHbl B KOMMEPUYECKHUX CTPYKTypaxX (IOMyCTHMOCTh, OCOOEHHOCTH
(YHKIIMOHUPOBAHUS )

MeToqukyn pacdera pPEHTA0CNbHOCTH HAIWYUS B JEATEIILHOCTH OpPTaHM3aIlMH  PEeKHUMa
CEKPETHOCTH (KOH(PHUACHITUATHFHOCTH, KOMMEPUYECKOW TalHBbI)

[IpaBoMepHOCT, TPUMEHEHHUS TEXHOJOTHH paclo3HaBaHWS JDKA TPU  PACCIICTOBAHUH
MHIMJICHTOB C pas3riameHneM HHPOPMAIUU OrpaHHYEHHOTO JIOCTYTIa



OTUYecKMe U TIPaBOBbIE AaCHEKThl KOMIUIEKCHOIO KOHTpPOJIS 3a COOJIOACHMEM pEKuUMa
CEKPETHOCTH

IOpuanueckne  KOMIM3MKM  OTBETCTBEHHOCTH 332  HApyIIEHHE  PEXKHMMa  CEKPETHOCTH,
KOH(HIEHIIMATbHOCTH

IIpumepHbIe cUTYallHOHHBIE 3a/1a4M.

B otkpsITOM focTyrie B cetd IHTEpHET NOSBUIIMCH IyOIUKAIIMK O 3aCEKPEUYEHHBIX pa3paboTKax
KOMITIaHUH, B KOTOpOil Bel 0TBedaeTe 3a coOM0ieHNEe pekuMa CeKpeTHOCTH. Batu aelicTBus.
Bam nopydeHO WCHOJHEHME NHCbMa, IOCTYIHBIIETO U3 IMPABOOXPAHUTEIBHBIX OPIaHOB, C
TpeOOBaHUEM TPEJOCTAaBUTh WH(OPMAIIMIO, SBISIONLYIOCS TOCYJAapCTBEHHOHN TaifHON. Barm
JEUCTBUSL.

CoTpyAHUK, NOMYLIEHHBIH K HH(POpPMAIMH OTPAHUYEHHOTO JIOCTYMA, CKOMHPOBAN CBEACHUS,
COCTaBJIAIOLIME KOMMEPUYECKYIO TaliHYy Ha BHEIIHUN HOCUTENb. DakT KONMMPOBAHUS BBISBIECH U
3aUKCUPOBAH CHUCTEMHBIM aIMHUHUCTPATOPOM, KOTOpPBIH JOJOXKuI 00 »ToM Bam —
OTBETCTBEHHOMY 3a PEKHM CEKPETHOCTH. Baim eiicTBus.

Bb1 — cotpynnuk Cb ToproBoii KOMIIaHWW. Mara3uHbl Baliei (UPMBbI pacroioKeHbl B TOPTOBBIX
LEHTpax psJoM C MarasuHaMd KOHKYpeHTOB. COTpyAHMKHM KOMMEPYECKOTO OTJena
HEOJIHOKPATHO c000IIaloT BaM 0 TOM, 4TO KOHKYpPEHTHI C MOJO3PUTEIbHBIM MOCTOSTHCTBOM
ONEPEXKAIOT UX B MPOBEICHUM PA3TUYHBIX MApPKETUHIOBBIX AKIIMH U MEPONPHUATHN, JUIIAs HUX
TE€M CaMbIM ’KOHOMUYECKOM BBITO/bl. Bamm neiictBus.

Bam nopyueHo pa30uparenbCTBO MO 3asBJICHUIO COTPYAHHKA, B KOTOPOM OH YKa3bIBaeT, YTO €ro
3aceKpedyeHHass pa3paboTKa HCIOJNb30BaHA JIPYTUM COTPYJIHUKOM JUid MyONUKallUd B
«3aKpbITOM» COOpHUKE cTaTeil. Bamu neiictaust.

BbI - cOTpyAHHMK pEXHMMHO-CEKpeTHOro opraHa. Bam moctynuia uHboOpManus O TOM, YTO Y
OJIHOTO W3 COTPYAHMKOB OpraHU3alluH, JOMYLIEHHOIO K padoTe ¢ CEKPETHBIMH CBEIECHUSMU
MOSIBUJIMCH POJICTBEHHHUKH 3a TPaHUIIEH (J0Yb BBIIILIA 3aMYyX 3a HHOCTpaHla). Bamu neiictBus.

IIIxana oneHuBaHuA.

JTan 0cBOCHUs! Iloka3zarennb Kpwurepuii ouennBanus
KOMIIeTEeHI[UH OlLlEHNBAHMS Kax (¢ xaxum xauecmeom)
Ymo oenaem 8bINOIHAEMCS Oelicmeue.
ooyuarowuiics (kakue | Coomeemcmeyem oyenke «OMIAUUHOY 8
Oeticmeust cnocooem wkane oyerusarus 6 PIIJ].
BbINOIHUMD),
noomeepicoas Sman
0CBOEHUSL KOMNEemeHyuu




OIlK-2.3.4 - JIEMOHCTPUPYIOTC | - YBEPEHHO M TPAMOTHO IPUMEHSET
CnocoGHOCTh A 3HAHUS HOpM | 3HAHUS OOIIETPU3HAHHBIX MPUHIIUIIOB U
peann30BbIBaTh HOPMBI| MAaTEPUATILHOTO  TIpaBa,| HOPM TMpaBa B PEIIEHWU CUTyalluil
MaTepuaIbHOro 1| peryiupyouue npodhecCuoHaTbHON AesITEeNbHOCTH;
MPOIIECCYaTBLHOTO 3aKOHOIATEHCTBO - IPOEKTUPYET IOKYMEHTHI C OMOPO Ha
npasa, pa3IMYHBIX OTpaciied M| OCHOBHBIE MOJIOKEHUS
3aKOHOJIaTEIHCTBO (nnn) MOJ0TpAcIel | 3aKOHOIATENIbCTBA B COOTBETCTBUU C
Poccniickon 1paBa; IIOCTaBJIEHHOM! I1EJIBIO
®denepanuu, - B PEIICHUU CUTyaluH,
oOmIenpu3HaHHbIE CBSI3aHHBIX c
MPUHIUIIBI U HOPMBI| 3aKOHOJIATEILCTBOM
MEKyHApOIHOTO pa3IUYHBIX oTpacieit
rpaBa B| mpaBa MIPUMEHSIOTCSI
npodeccnoHanbHOM HOPMBl MaTEPHUATILHOTO
NEeSATETLHOCTH npaBa
OIIK OC-4.1.3 JIEMOHCTpALIMS - TOposBISET  MPOPECCHOHATHHYIO
CIOCOOHOCTD npodeccuoHaIbHOM SPYAULMIO B METOJaX MPOTUBOACHCTBUS
MIPUMEHSATH METOJBI| HPYAULIMK B METOAAaX| peaibHbIM M CKPBITBIM yIrpo3aM B
MPOTUBOJICUCTBUSA MPOTUBOICHCTBUSA MPAKTUYECKON JIESITEIbHOCTH OPTraHOB;
pEATbHBIM M CKPBITBIM | PEaIbHBIM M CKPBITBIM| - TPO(ECCHOHATBHO JPYAUPOBAaH B
yrpo3am B| yrposam B| MeTOAaX MPOTHUBOJACHCTBUS peaTbHBIM U
MPaKTUYECKON MPaKTUYECKON CKpPBITBIM yTpo3aM B MPAKTHUYECKOMN
JESATETFHOCTH OPTaHOB| JAESATEIHPHOCTH OPTAHOB; | MEATEIHLHOCTH M OpPTaHU3aIUi;
Y OpraHu3aiui JIEMOHCTpALIMS - TpaMOTHO  TMPUMEHSAET  METOJbI
npodeccuoHaIbHOM IIPOTHUBOJICHCTBHS pealbHBIM u
SPYIMLMHA B METOAAaX| CKPBITBIM  yrpo3aM  JIeAT€IbHOCTH
MIPOTUBOICHCTBHS OpPraHOB W OpraHU3aIMH B PEIICHUU
pEabHBIM ¥ CKPBITHIM | TPO(EeCCHOHANBHBIX 33124
yrpo3am B
[IPaKTUYECKON
NIeATeTLHOCTH u
OpraHu3aluii;
MPUMEHSIOTCSI  METOJIBI
MIPOTUBOICHCTBHS

pC€aJIbHBIM U CKPBITBIM
yrpozamM - ACATCIBbHOCTH
OpraHoB W OpraHu3aluu

B pelieHun
poeCCHOHATTBHBIX
3a1aq

IIK -5.1.4

- OpUEHTHUPYETCS B
MOPSIIKE COCTABJICHUS
OTJIEIbHBIX BUJIOB
IOPUTUYECKUX
JIOKYMEHTOB;

- CIIPOEKTUPOBAH MpoLece
MOJITOTOBKU
IOPUUYECKUX

NPaBHJIBHO COCTABIISIET OT/ICIBHBIC
BUJIOB FOPUINYECKHUX JOKYMEHTOB:
JIOTOBOPBI, CIIPABKH, JIOBEPEHHOCTH,
MPOEKTHI HCKOBBIX 3asBICHUIA,
00BSICHEHHH 0 (PaKTHIECKUM
00CTOSTEILCTBAM JI€Na, COTJIAICHUMN,
TPOEKTHl HOPMaTHBHBIX U
HEHOPMATHBHBIX MPABOBBIX aKTOB M T.I1.;




JIOKYMEHTOB
- OPUEHTHUPYETCS B
MOPSITIKE COCTABIICHUS
OTIEJIbHBIX BUIOB
IOPUIHYECKUX
JIOKYMEHTOB: JIOTOBOPOB,
CIIPaBOK, JOBEPEHHOCTEH,
MPOEKTOB UCKOBBIX
3asBJICHUI, O0BICHEHUI
1o pakTHUecKUM
00CTOSITENNLCTBAM JIENA,
COTJIaIlIEHUH, TPOEKTOB
HOPMATHUBHBIX U
HEHOPMATHBHBIX
MIPABOBBIX AKTOB U T.II.

- MPOEKTUPYET MPOIIECC OATOTOBKU
IOPHIUYECKUX JJOKYMECHTOB;

- TIPH MTOJITOTOBKE JJOKYMEHTOB
JIEMOHCTPHPYET HEOOXOIUMOE YMEHHUE U
HaBBIKH, HE JIOMYCKAET CEPhE3HBIX
OIIIHOOK;

- MpoeCCHOHATEHO 3PYIUPOBAH B
TIOPSIJIKE COCTABJICHUS OTACIbHBIX BUIOB
IOPHIUYECKUX TOKYMEHTOB

IIK 16.1.2

I'pamoTHO TOJIKYET M
aHAIIM3UPYET PABOBbIE
HOPMBbI HA OCHOBE 3HAHUU
HOPM JEHUCTBYIOIIETO

CooTHOCHUT U pa3anvacT IIpaBOBbLIC
HOPMEBI B 3aBUCUMOCTH OT UX UCPAPXUH.
Ha3zriBaet Bce CHCTCMBI, B KOTOPBIC
BCTPOCH 00BEKT Kak noacucTeMa.

pOCCHﬁCKOFO Ilonumaet u HCIIOJIB3YCT OCHOBHBLIC
3aKOHOJATCIIbCTBA U IMOHATHA, COOTBECTCTBYIOIIUC HOpMaM
HpaBOHOJIO)KeHI/Iﬁ 3aKOHOAAaTCIbCTBA.

CcyneOHOM IPAKTUKH.
Tonkyet npaBoBble
HOPMBI C yUETOM UX
BHYTPEHHEH CBA3U
(KOHKYpEeHLUS U
KOJUIM3HUs), a TAKIKE
MecTa B CUCTEME
VCTOYHHUKOB IpPaBa.

Ornpenensier cynecTBEHHbIE
XapaKTePUCTHUKU MpaBa U UX 3HAYCHHE
JJIA HpI/IHSITI/ISI IOpI/I)II/IIIGCKI/IX pe[HeHHfI.

4.4. MeTonnuyeckne MaTepHaJIbl

Opranmsamusi  00pa30BaTEIBLHOTO  TPOIECCAa  PETIAMEHTHPYETCS yYeOHBIM  IIJITAHOM U
pacriucaHueM y4eOHbIX 3aHATUH. SI3bIK 00ydeHus (mpemnogaBaHusi) — pycckuil. J[ist Bcex BUIOB
ayAMTOPHBIX 3AHATUN AKAJEMHUYECKUN Yac YCTAHABIMBACTCS MPOAOJIKUTEIBHOCTHIO 45 MUHYT.
IIpu ¢dopmupoBaHMM CBOEH MHIAMBHIYaJbHOH 00pa3oBaTeIbHON TPaeKTOpUU OO0yYaromuiics
UMeeT MpaBO Ha Iepe3adeT COOTBETCTBYIOUIMX IUCHMIUIUH M MPOPECCHOHANBHBIX MOIYJEH,
OCBOCHHBIX B MPOIIECCEe MPEIIECTBYIONIEr0 00yUYeHHs, KOTOPBIH OCBOOOXkAaeT 00yyaromerocs
OT HEOOXOJUMOCTH UX MOBTOPHOTO OCBOECHHSI.

4.4.1 Odpa3oBaTesibHbIE TEXHOJIOTHH

VYyeOHbIl Mpolecc Mpu MPEenoiaBaHuu Kypca OCHOBBIBAETCSI HA UCTIOJIb30BAaHUM TPAJAUIIMOHHBIX,
MHHOBAIlMOHHBIX U HMH(POPMALMOHHBIX OOpa30BaTeNbHBIX TEXHOJOrui. TpaguuMOHHbIE
o0pa3zoBaTeNbHbIE TEXHOJIOTUU TPEJICTABICHBI JICKIUAMU M CEMHHAPCKUMHU (TPAKTHUYECKUMHM)
3aHATHSMU. VIHHOBallMOHHBIE 00pa30BaTeNbHbIE TEXHOJIIOTMU HCHOJIb3YIOTCA B BUIE IIHMPOKOTO
NPUMEHEHUsI AKTUBHBIX W HMHTEPAKTHBHBIX ()OpM mpoBelaeHHsS 3aHATHH. VHpopmannoHHbIE
0o0pa3oBaTeNbHbIE TEXHOJOTHMHM PEANTU3YIOTCS IMyTeM aKTHUBH3aLMU CaMOCTOSITEIbHON pPabOThI
CTY/ICHTOB B MH(OPMALIMOHHOM 00pa30BaTENbHON Cpeie.



4.4.2 Jlekuun

JIeKIIMOHHBIN Kypc MpearnoiaraeT CHUCTEMaTH3MPOBAHHOE W3JIOKEHHE OCHOBHBIX BOIIPOCOB
y4eOHOro IJIaHa.

Ha mepBoii nekmum JEKTOp O00s3aH TMPenyNnpelnuTh CTYACHTOB, MPUMEHHUTEIBHO K KaKOMY
6a30BoMy yueOHHKY (YueOHUKaM, yueOHbIM T0coOUsIM) OyeT MpOYUTaH Kypc.

JlexumoHHBIN Kypc AOKEH AaBaThb HauOonplIMi 00beM MH(pOpMaunuu U obecrneuuBaTh Oosee
ri1y0oKoe MOHUMAaHKe Y4eOHBIX BOIIPOCOB IIPU 3HAUUTEIILHO MEHBIIEH 3aTpaTe BPEMEHHU, YeM 3TO
TpeOyeTcsi OOJBIIMHCTBY CTYACHTOB HA CAMOCTOSITEIILHOE H3YUCHHE MaTepHaa.

4.4.3 CeMuHapcKkue 3aHATHS

CeMuHapcKkue 3aHSATHS TPEICTABISIOT COOOW JEeTalu3aldio JIEKIHMOHHOTO TEOPETHYECKOTO
MaTepHaa, MPOBOISATCS B LENSIX 3aKPEIUICHUST Kypca M OXBaTHIBAIOT BCE OCHOBHBIE Pa3/ICIbL.
OcHoBHOU (hopMOI TIPOBEICHHSI CEMHHAPOB SIBISETCS OOCYXKICHHE HauOoJiee MPOOIIEMHBIX U
CIIO)KHBIX BOIIPOCOB IO OTAENBHBIM TeMaMm, a TaKke pa30op NPHUMEpPOB M CHTyalud B
ayIUTOPHBIX YCIOBUAX. B 00s3aHHOCTH TperojaBareiss BXOMT: OKa3aHWE METOTUYECKON
MOMOIIIM ¥ KOHCYJIBTUPOBAHHUE CTYJICHTOB 110 COOTBETCTBYIOIIMM TEMaM Kypca.

AKTHBHOCTh Ha CEMUHAPCKUX 3aHITHSIX OIIEHUBACTCS IO CICAYIOUINM KPUTEPHSIM:

OTBETHI Ha BOIPOCHI, MpeTaraeMble MPETo1aBaTeleM;

y4acTue B IUCKYCCHUSX;

BBITTOJIHEHHUE MTPOSKTHBIX U MHBIX 33aHUH;

ACCHCTHPOBAHHE MPETIOABATEI0 B IPOBEICHUH 3aHSATHH.

Jloknamel W ONIOHUPOBAHHME JOKJIAIOB TPOBEPSIOT CTEMECHb BJIAJCHHS TEOPETUYECCKUM
MaTepuaIoM, a TAKKe KOPPEKTHOCTh U CTPOTOCTh PACCYKICHHIA.

OueHvBaHMe 3aJlaHUN, BBIMOTHEHHBIX HAa CEMUHAPCKOM 3aHSITHH, BXOJUT B HAKOILUIEHHYIO
OIICHKY.

OneHuBanue OOydaromMXCsl B MPOIECCe TOATAHOIO OCBOCHMS UMM  KOMIIETEHIIHH,
(bopMHpYEMBIX JaHHOW JUCHUIUIMHON OCYIIECTBIIAETCS B (hopMe 3aueTa, KOTOPBIN MpeArnoiaraet
OLIEHMBAHNE 3HAHUI C MOMOILBIO YCTHOTO COOECEOBAaHUS IO Y3JIOBBIM BONPOCAM U YMEHHUS C
IIOMOILBI0 YCTHOI'O PEIICHNS CUTYallMOHHBIX 3a/1a4.

3HaHUA U yMEHUs 00yYarolerocsi Ha 3a4eTe OLEHUBAIOTCS KaK «3aUTEHO» U «HE 3aU4TCHO.

K 3avery nmomyckaroTcs oOyuaromuecs, BBITIOJIHHBINHE BCe TpeOOBaHUSA YYEOHOW IMPOTpamMMBblI,
BBIIIOJIHUBIIME B YCTAHOBJICHHBIC CPOKM BCC BHJbI 3al[aHI/Iﬁ )41 pa60T, HE HWMCHIIHNC
3aJI0JKEHHOCTEH 10 UTOraM TEKYLIero KOHTPOJISl yCIIeBAEMOCTH.

[ToaroroBka K 3a4eTy MpeaycMaTpruBaeT yCTHOE TOBTOPEHHE MPOWUIEHHOTO Y4eOHOTO MaTepuana
M0 JUCUUIUIMHE (C HCIOJIb30BAHUEM KOHCIIEKTOB, YUY€OHBIX MOCOOMI, TOMOIHUTEIHHON
JII/ITepaTypBI), a TaKKC JOMOJHUTCIBHOC KOHCIICKTHUPOBAHUC 3THUX HWCTOYHUKOB II0 NECPCHHIO
BOIPOCOB, BHIHOCUMBIX Ha K3aMEH.

3ayer NUpPUHUMAET JIEKTOp, JHUOO TpernoAaBareNb, NPOBOAMBIINN CEMHHAPCKHE 3aHATHA
MapajuleIbHO C JIEKTOPOM. YMEHMsSI M HaBBIKM OOYYaroIIerocss Ha 3aueT OLEHHBAIOTCS Kak
«32UTEHOY» WIIH «HE 3aUTEHO».

OueHuBaHne 00y4awIerocs Ha 3a4eTe Mo JUCHHUILVIAHE:

OueHka Kpurepun oueHkun

3auTeHo - YBEPEHHO M I'PaMOTHO NPUMEHSET 3HAaHUS OOIIENPU3HAHHBIX MPUHILIUIIOB U
HOPM IIPaBa B PEIICHUHU CUTYalui podecCHOHATbHON AesITENbHOCTH;




- IIPOEKTHUPYET JOKYMEHTBI C OIOpPOM Ha OCHOBHBIE IIOJIOXKECHUS
3aKOHOJIaTEJILCTBA B COOTBETCTBUH C ITOCTABJICHHOM I1€JIBIO;

- MposiBIsieT MPO(EeCCUOHATBHYIO JPYAMIMI0 B METOJAX MPOTHUBOACUCTBUS
peanbHbIM M CKPBITBIM YIpo3aM B IPaKTUYECKOM JEATE€IbHOCTH OpraHoB,
OpraHH3aLHnii;

- TpodeCCHOHANBHO IPYIUPOBAH B METOJaX MPOTHBOJCHCTBHUS pEalbHBIM H
CKPBITBIM YI'PO3aM B MPAKTUYECKOW IEATEIbHOCTH U OpraHU3allni;

- TPAaMOTHO MPUMEHSIET METOJbl MPOTUBOJEHUCTBHS PEATbHBIM U CKPBITHIM
yrpo3aM  JI€ITEJIbHOCTH  OPraHOB W OPraHu3ald B PEIICHHH
npoecCHOHATBHBIX 3a7a4;

- HpI/I IIOATOTOBKEC I{OKYMGHTOB IlGMOHCTpI/IpyeT HCO6XOI[I/IMOG YMCHI/IC 158
HABBIKH, HE JIOMYCKAET CEPbE3HBIX OIMUOOK;

- npodeccHoHAIbHO 3pYyIMPOBAH B MOPSAJIKE COCTABIEHHS OTIENIbHBIX BUIOB
IOPUINYECKUX JOKYMEHTOB;

- COOTHOCUT "N pa3nnqaeT HpaBOBI)IG HOpMBI B 3aBUCHUMOCTH OT UX Hepapxpm.

- IOHUMAET U UCIIOIb3YET OCHOBHbBIE TOHATHUS, COOTBETCTBYIOIINE HOPMaM
3aKOHOIATEIIHLCTBA.

- OIpenensieT CYIIECTBEHHbIE XapaKTEPUCTUKU NpaBa M WX 3HAUCHHUE IS
MIPUHATHUS FOPUINYECKUX PEIICHUN

He 3auTeno - HEYBEpEeHHO WIM Oe3rpaMOTHO MpPHUMEHSET 3HaHWA OOIIENpPU3HAHHBIX
NPUHLIMIIOB M HOPM IIpaBa B pELIEHUM CUTyaluud MpodeccHOHaNIbHON
NESTENbHOCTH;

- HE CIIOCOOEH CIIPOEKTUPOBATh JOKYMEHT C OMOPOI HAa OCHOBHBIE IOJO0XKEHUS
3aKOHOJIaTEIbCTBA B COOTBETCTBUE C ITOCTABICHHOU LIEIIBIO;

- HE MPOosBISET MpodecCHOHATBbHON 3PYIUIMK B METOJIaX MPOTUBOACUCTBUSA
peanbHBIM U CKPBITBIM YIPO3aM B IIPAKTUYECKOMN JEATEIBHOCTA OPraHOB;

- HE MPOSBISET MpodecCHOHATBbHON 3PYIUIMK B METOJaX MPOTUBOACUCTBUSA
peanbHbIM M CKPBITBIM yrpo3aM B IPAaKTHUYECKOW JEATEIBHOCTH U
OpraHu3aLMNi;

- HE JEMOHCTPUpPYET 3HAHUA METONOB IPOTUBOACHCTBUSA PEAIBHBIM W
CKPBITBIM yI'pOo3aM JCATCIbHOCTH OpPraHoB H opraHmauHﬁ B PpCUICHUHA
npodeCCUOHATBHBIX 3aa4;

- TIpU TMOJATOTOBKE JOKYMEHTOB HE JEMOHCTPUPYET HEOOXOIUMOE yMEHHE U
HaBBIKH, JIOIYCKAEeT CEPbE3HbIE OIINOKHY;

- HC OCBCIAOMIICH O MNOPAAKE COCTABJICHHA OTACIBHBIX BHUAOB IOPUAUYCCKHUX
JOKYMEHTOB;

- HE COOTHOCHT U HE Pa3au4acT PaBOBbIE HOPMBI B 3aBUCUMOCTH OT UX
HepapxXuu.

- HC UCIIOJIb3YET OCHOBHBIC MMOHATHA, COOTBCTCTBYIOIIMEC HOpMaM
3aKOHOJIaTEIbCTBA;

- HC OonpeCacsA€T CYHICCTBCHHBIC XapaKTCPUCTUKU IMpaBa U UX 3HAYCHHUEC IJIA
MIPUHATUS FOPUIUYECKUX PEILICHUMN.

5. MeToau4yeckue yKazaHus 1 00y4al0UIUXCS 10 OCBOEHUIO JUCHUIIIMHBI (MOIYJIA)

[IpenoaBanre yuyeOHOM IUCHMIUIMHBL «JleTONpPOM3BOJACTBO U PEXUM CEKPETHOCTH» HOCHT
TEOPETUKO-TNIPUKIAJHON  XapakTep W  MpearnosiaraeT O3HAaKOMJICHHE  OOydYaroluxcsi ¢
HOPMATHUBHBIMU TPABOBBIMHM aKTaMU M CTaHAApTaMu B OOJIACTH JAEJONPOU3BOJCTBA, a TaKXKe




OCHOBaMHM 3akoHozarenbcTBa Poccniickoit denepanuu, peryjaupyromero peKuM CEKPETHOCTH, C

y4eTOM NPAKTHUKH €ro MpPUMEHEHHUS | JOCTIDKEHUH MpaBOBOM HAyKW, HANpaBlIeHO Ha

dbopMupoBaHUE y OOYYaIONIMXCS CHUCTEMBI 3HAHW, YMCHHA M HAaBBIKOB, HEOOXOIMMBIX JIJIs

npoecCHOHaNBHOM NESTENIbHOCTH B COOTBETCTBUU C KBAaTU(PUKAIMOHHBIMU XapaKTePUCTUKAMU

CHEIUATNCTa IOPUCTIPYICHIIUH.

Ilenp 0OydyeHus cocTouT B (hOPMHUPOBAHUH HAYUYHO-OOOCHOBAHHOTO MpECTaBieHUs 00 OCHOBAaX

JIEJIONPOU3BOJICTBA U PEXUMaA CeKpeTHOCTH B Poccuiickoit ®denepanv M €ro 3HAYCHUH B

NS TeNIbHOCTU TOCYIapCTBEHHBIX U MYHHUIIUIIATBFHBIX OPTaHOB, a TAK)KE PA3IMYHBIX OPraHU3aluN
3anaun 00y4eHHUs:

- YCBOUTH OCHOBHBIE MOHATHS U TEPMUHBI JUCIUITIINHBL;

- U3Yy4YUTh HOPMATHBHYIO IIPaBOBYIO 0a3y JeNONpPOM3BOJACTBA W TpeOOBaHMS TOCTOB K

0 OpMIIEHUIO IOPUANUYECKUX TOKYMEHTOB;

- O3HAKOMUTH OOYYAIOIIUXCS C OOMIMMH MPABUIAMH COCTABJICHUS W O(QOPMIICHUS IOPUINICCKU

3HaYUMBIX JOKYMEHTOB, OpraHH3alueil JOKyMeHTO000pOTa, TEXHOJIOTUEH AEeTONpPOU3BOICTBA U

MOPSIIKOM XpaHEHUsI JOKYMEHTOB;

- OBJIAJIETh METOJIUKON pa3pabOTKHM OCHOBHBIX BHJOB IOPUAMYECKUX JOKYMEHTOB U HX

MIPaBUIHHOTO 0(OPMIICHUS;

- OpHUEHTUPOBaTh OOYYAIOIIMXCS B CHUTyalMsIX, TpeOYIOIUX W3AaHUS COOTBETCTBYIOIIMX

IOPUUYECKUX JTOKYMEHTOB;

- U3YYHUTh 3aKOHOJATENHCTBO O 3aIIUTE FOCYIapCTBEHHON TailHbI;

- OCBOHUTH TOPAJIOK JOIMYyCKa M JOCTyIa JOJKHOCTHBIX JIMIl W TpaxaaH K TOCYJapCTBEHHOU

TalHe;

- M3YYUTh TIOPSJIOK 3aCEKPEUMBAHUS W PACCEKPEUMBAHUS CBEIEHUM, COCTaBIISIONINX

roCy/IapCTBEHHYIO TaiiHy;

- O3HAKOMUTKCS € MIPOLIETY PO JTUIIEH3UPOBAHUS B 00IaCTH 3aIUTHI TOCYJaPCTBEHHOM TaHBI.

- TOATOTOBUTH CIEUUATHCTOB C LIMPOKON mpodecCHOHATbHOW OpHEHTaIuell, CrocOOHBIX

MBICITUTh MAacCIITa0HO, TPaMOTHO B3aMMOJICHCTBOBATh C TMPEACTABUTEISIMU JPYTUX cdep

OOIIECTBEHHO 1eATeIbHOCTH.

AKTYyalTbHOCTh W3YYCHHS OCHOB JICTIONPOM3BOJICTBA U PEXKHMA CEKPETHOCTH OOYCIIOBICHA

MOBBILICHUEM  POJIHU CTpaTEerMyecKkoro IUIAHUPOBaHUST B cdepe TOCYJapCTBEHHOTO H

OOIIIECTBEHHOTO Pa3BHUTHSA, HEOOXOIUMOCTHIO KOHCTPYKTUBHOTO B3aMMOJICHCTBHS B 3TOH cepe

cul obecriedeHHsi OOIIECTBEHHOM O€30MacHOCTH W WHCTUTYTOB TPaKJaHCKOTO OOIIecTBa,

onpenensiemoit  Crparerueid HanumoHabHOW Oe3omacHocTu Poccuiickoit ®denepanuu 10

2020 roma, Konmenuuei g0JroCpOYHOro COLMAIBHO-2KOHOMHUYECKOTO pa3BUTHs Poccuiickoi

®enepauuu Ha nepuoa 10 2020 rona, Konnenmuei odmectTBeHHoM O0e3onacHocTy B Poccuiickoit

Odenepanuu, yrepxaeHnou [Ipesunentom PO 20 nHos6ps 2013 rona.

K 3auery no aucuuminune «/lenonpou3BoACTBO U PEKUM CEKPETHOCTHY HEOOXOAUMO TOTOBUTHCA
[[EJICHAIIPABJICHHO, PETYJIIPHO, CHCTEMAaTHYeCKH W C TIEPBBIX JHEW OOydYeHUsS 10 JaHHOU
nucuuriuHe. [1onbITKH OCBOUTH NUCHUIUIMHY B TIEPUOJ 3a4E€THO-IK3aMEHAIIMOHHOM CEeCCHH, KakK
MPaBUJIO, MOKA3BIBAIOT HE CIUIIKOM YJIOBJICTBOPUTEIBHBIC PE3YyJIbTATHI.

B camoM Hauane ocBOeHUS JUCHMILIMHBI TO3HAKOMBTECH CO CIEAYIOLIEH yueOHO-METOINYECKON
JNOKyMEHTaIUEH:

- paboueii mporpaMMoil TUCIMIUIUHBI «/]eT0mpOu3BOJICTBO U PEKUM CEKPETHOCTHY;

- nepeyHeM 3HaHHUM, YMEHUH KOTOPBIMHU 00YYaroIIUiics TOJIKEH OBJIaIeTh,

- TEMaTUYECKUMU TJIAHAMU 3aHATUH,

- KOHTPOJIbHBIMU MEPONPUATHIIMH,



- y4eOHUKOM, YIeOHBIMH ITOCOOUSIMH, a TAKXKE AIIEKTPOHHBIMH peCypcami,
- IIEPEYHEM BOIIPOCOB U 33JaHUH K TEKyLIEMY KOHTPOJIIO M TPOMEXYTOYHOM aTTeCTaluHy.

[Tocne aToro y Bac mOMKHO c(hOpPMUPOBATHCS YETKOE MpeicTaBlieHue 00 o0beMe U XapakTepe
3HAaHWW, YMEHUH, KOTOPBIMH Haao OyAeT OBmaneTh mo aucuuiuinHe. CHcTeMaTHYecKoe
BBITIOJTHEHHE 3aJjaHuil y4uyeOHON paboThl Ha JIGKIMSIX M CEMHHAPCKUX 3aHATHUAX IMO3BOJIUT
YCIIEITHO OCBOMTH AUCIUILTUHY M CO3AaTh XOPOIIYy0 0a3y /Ui CAa4yH 3a4yeTa.

[IpomexyTouHas arrectanusi MO AUCHUIUIMHE «/leTOnmpou3BOACTBO U PEXHUM CEKPETHOCTID)
MIPOBOJIUTCA B COOTBETCTBUHU C YUEOHBIM ILJITAHOM IO CeMecTpaM — B 4-M CeMeCTpe Il OYHOM
(dhopmbl 00yUYEHUS B BHJIC 3aUeTa.

OOyuwaromumiicss JOMycKaeTcss K 3a4eTy MO JUCIUIUIMHE B CIydYae BBITIOJHEHUS MM Y4eOHOTO
IUIaHa MO JWCUUIUIMHE: BBIMIOJHEHHBIX paboT. B ciyyae Hanmuuus y4eOHOM 3a10KEHHOCTH
oOydaromuiicss  oTpabaThiBacT  MPOMYIICHHBIE  3aHATUS B (opme, MPEIIOKEHHOU
MpernoaaBaTenemM.

OOyyenrne 10 AWCHUIUINHE «JIeIOTMPON3BOACTBO U PEXKHUM CEKPETHOCTH» TpEeJIoaraet
KOHTakTHYI0 (QopMy paloThl (JEKIMOHHBIE, CEMUHAPCKUE 3aHATHS, a TaKKe KOHCYJbTAIlluh) U
CaMOCTOSITENTFHYIO pa0oTy 00yUYarOIIIXCS.

5.1. Memoouueckue pexomenoayuu no nOO20MOBKe K JEKYUOHHLIM U CEMUHAPCKUM
3aHAMUAM

[Ipenmonaraercs ciaeayomnias Mociae10BaTeIbHOCTh B MOATOTOBKE 00YYAIOIIMXCS K JCKIUH:

- 03HAKOMJICHHE C MaTePUAIOM TIPE/IBITYIICH JICKIIHH;

- 3HAKOMCTBO C TEMaTUKOM MPeICTOsIIEeH JeKIUH (TI0 TeMaTHUYeCKOMY IUIaHy, MPeACTaBICHHOMY
B HACTOSAIICH paboueii mporpaMme TUCITUTUINHEI);

- IPOYTEHHE U aHAIHU3 Y4eOHBIX MOCOOUH, yUeOHMKOB, HAyUHBIX CTaTel MO TeMe MPEACTOSIIETO
JICKITMOHHOTO 3aHSATHS;

- TMOATOTOBKA BOIPOCOB, KOTOpbIE BBl MpeANoiiaraeTe 3agaTh JIEKTOpYy IO mpodiieMe
MIPEACTOAIIEH JIEKIUN.

Ilenp ceMHHApCKUX 3aHATHHA 3aKIIOYaeTcsl B O3HAKOMIICHHMH OOY4YalomUXCsl € HOBBIMH
MOJXOJaMU K HCCIICIOBAHHIO MPOOJIEMHBIX BOMPOCOB «JIeIONPON3BOACTBA U PEeKHUMA
ceKpeTHOCTH». [1oAroToBKa K MPaKkTUYECKUM 3aHSATHUSM IPEANoyaracT mpopaboTKy OTBETOB Ha
BOTIPOCHI, TIPE/UIOKCHHBIC B KAXKJIOW TeME Ka)JIOTO pasjeia HacTosIeld padoueid mporpamMmbl
JTUCIUIUTNHBI, a TakKe BBIPAOOTKY HAaBBHIKOB pabOTHI C HAYYHOUW IOPUAMYECKOM JHUTEpaTypod H
oubnmorpadueil, CipaBOYHUKAMH, CITPABOYHO-TTPABOBBIMU Oa3aMH.

Bomnpoce! 11 caMOCTOATEILHON MOATOTOBKHU K MPAKTHYECKUM 3aHATHAM (CeMHHAapaMm).
Tema 1. BBenenue. OcHOBHbIE NOHATHUS JUCHUIIMHBI. TepMuHoJI0TH.

Cemunap 1.

Yro Takoe JeNONpOU3BOACTBO, JOKYMEHTHPOBAHHE, CPEICTBA JIOKYMECHTHPOBAHWs, 3aJauH,
(OopMBI TOKyMEHTHPOBAHHUS, CHCTEMA TOKYMEHTAIUH.

[IpaBoBOE peryMpoBaHUE EIONPOU3BOJICTBA.

HopmaruBHhas 6a3a 1enornpon3BoICTBA M €€ OCHOBHBIE KOMIIOHEHTHI.

Cnyx06a J1OV.



Tema 2. JlokymeHT, ero ceoiicrBa. Kiiaccupukanmus 10kyMeHTOB

Cemunap 2.

[Tonsitne noxymenTta. COOTHOLICHNE TOHATHH «MHPOPMAHSI» U «JOKYMEHT».

OOmieHayunble OCHOBaHHUS Kiaccupukanmu. Kpurepun KiraccupUKaIMM, UX AOMYCTUMOCTb.
[IpaBuna xknaccudunmpoBanus (IeneHUS 00bEMa MOHATHS ).

Knaccugukarus 10KyMeHTOB.

[TpaBuna cocraBieHHUs JOKYMEHTOB.

PexBHU3UTHI TOKyMEHTA.

IOpuanyeckas cuna JoKyMeHTa.

Tema 3. Buabl J10KyMeHTOB B yNpaBJieHYeCKO¥ /1eiTeJIbHOCTH

Cemumnap 3.

[TonsiTue ynpaBieHUeCKOU IEATeTbHOCTH, O0BEKTHI, CYOBEKTHI, IIEJIU, BUJIBI.

Odopmienne ynpaBieHYeCKONH JOKYMEHTAIIHH.

CucreMbl AOKYMCHTAIIUH.

SI3bIK ¥ cTHIIb OQUIIUATBHBIX TOKYMEHTOB.

BI/IZIBI JOKYMCHTOB B ynpaBnqueCKoﬁ JACATCIBbHOCTH: OpraHnu3allMOHHO-ITPAaBOBELIC,
pacnopsauTeabHble, CHPaBOYHO-MH(POPMAIIMOHHBIE, CIPABOYHO-aHAIUTUYECKUE, IO JUIYHOMY
COCTaBY, OyXTaJTepCKOTO yueTa U OTYETHOCTH.

Tema 4. IokyMeHT0000POT.

Cemumnap 4.

[TonsiTe nOKyMEeHTOOOOpOTa, 3ahadd, NMPHUHIUIELI, 00BEM, CTaJuH, BHYTPCHHUH M BHEUIHHUN
KOHTYpPBI JOKYMEHTO000pOTA.

JIOKyMEHTOIIOTOKH, OpTaHHM3alUsl CO3/laHHs, O0pabOTKM, MpHeMa W TepeJaddl JOKyMEHTOB.
Tunosble perucTpaliMOHHO-KOHTPOJIbHBIE (POPMBI, UX PEKBU3HUTHI.

VueTHas MOTUTHKA OpTraHU3aIHH.

I'padux noxymeHTooO0poTa.

Tema 5. D1eKTPOHHBIN JOKYMEHTO000POT.

Cemunap 5. ABTOMaru3alys MPOLECCOB JIOKYMEHTALMOHHOTO OO0ECIeYeHUsl YIpaBJICHUs.
TepMuHBI 371€KTPOHHOTO JEIONPOU3BOICTBA.

IToHsATHE 37IEKTPOHHOIO JOKYMEHTA.

ATpuOYyTHI IOPUANYECKON 3HAUNMOCTH 3JIEKTPOHHOIO JOKYMEHTA.

[ToHsATHE CHCTEMBI 3JIEKTPOHHOTO JOKyMeHTooOopoTa (CO/).

Crpyxrypa CO/.

[IpenmyniecTBa CUCTEMBI JIEKTPOHHOTO IOKYMEHTO000pOTA.

[Tpobnemsbl (opMHUpOBaHMS W BEICHUS €IMHON CHCTEMBI JIEKTPOHHOTO JOKYMEHTOOOOpOTA.
Buner CO/I.

IIpouecc u atansl BHeApeHus CO/L.

Tema 6. CucremaTu3aums U yueT JOKYMEHTOB B OpraHu3anu (HOMeHKJIaTypa jeJ).

Cemumnap 6.
Howmenxknarypa nmen.



®opmupoBaHue U 0POPMIIEHHE JEII.
VYdertHble popmbl. [ToMCKOBBIE CHCTEMBI.
DKcnepTu3a HEHHOCTH JOKYMEHTOB.
dopmupoBanue U 0hopMIIEHHUE JIEI.
OnepaTtuBHOE XpaHEHHUE.

[TonroroBka k ciaye B apxuB.
YHUYTOXEHHE.

Tema 7. Opranuszanusi padoTbl ¢ 00palieHUsIMU TPAKIAH.

Cemunap 7.

Bunsl oOparenuii rpaxkian 1 ©X OCOOCHHOCTH.

®opmbI 0OparIeHHIA.

DTarbl BeJeHUs JeIOMPOU3BOICTBA MO OOPAIICHHUSIM TPaXKaaH.
Cpoxu 1 crtocoObl 00pabOTKHM MIUCHhbMEHHBIX 00paIeHUH TpaXKIaH.
dopmupoBaHUE 1€ 0 OOPAIEHUSIM TPaXk/IaH.

AHanuTHueckas paboTa ¢ IMCbMEHHBIMU OOpaIeHUsIMH IPaKJIaH.
PaboTa ¢ ycTHBIMU OOpalieHUsIMH TPakJiaH.

OpI‘aHI/I?,aIII/ISI JIMYHOT'O IprueMa rpaxJiad B aAMUHUCTPALIUU.

Tema 8. Ilopsaok oOpaieHusi ¢ JOKYMEHTAMHU, COIEPKAIMMH CIYKeOHYI0 HH(OPMALHIO

Cemumnap 8.

'ocynapcTBeHHas, BOEHHas, CcIlly>)keOHas, Hajoromas, OaHKOBCKas, KOMMepueckas TailHa.
OCHOBHbBIE TOHATHUSA CEKPETHOI'O JAEJIONPOU3BOJICTBA: CEKPETHas paboTa, CEKpPEeTHOE H3ZeIHe,
CEKpEeTHbIH T0KyMeHT. CTeneHb CeKPETHOCTH, IpUQBbI.

Cexpetnoe nenonpousBojctso (CUII): mopsinok pa3pa®oTku, opopMIIEHHs, yueTa, XpaHCHHUS,
oOpallieHus, pa3MHOKEHHUSI, IEPECHUIKH U YHUUTOXKEHUS CEKPETHBIX TOKyMEeHTOB (C/I).

[ToHsiTHE pexnMa, peKuMa CEKPETHOCTH, PeXXUMa KOH(DUIECHIINATbHOCTH.

Pexxumuo-cexkpernsie opransi (PCO).

JIoIyCK K TOCyAapCTBEHHOU TalHE.

KonTtpons 3a coOntoieHueM  YCTAaHOBJIEHHBIX TpeOOBaHM peXHMa CEKpEeTHOCTH B
TOCYJapCTBEHHBIX  YUYpeXJeHUsX (KOH(PUICHIMANbHOCTH UM  KOMMEPYECKOW TaiHbl B
HEroCy/IapCTBEHHBIX YUPEKICHUSAX ).

ITpodunaktuueckas pabora ¢ MEPCOHATIOM.

OTBETCTBEHHOCTh 3a HapyIlICHHUE peXUMa IrOCyIapCTBEHHON TalHBI, CIIy>KEOHOW, KOMMEpPUYECKOH
TalHBI.

5.2. MeToan4eckne peKOMEHIAIUH K CAMOCTOSITeIbHOI padoTe



CamocrosaTenbHas paboTa oOyyaromuxcs BKIIOYAaeT B ceOs BBINOJIHEHHE PA3IMYHOTO POJa
3aJjaHUii, KOTOpbhIE OpPUEHTHPOBaHBl Ha Oojiee TIIyOOKOE YCBOEHHE MaTepuaia H3ydaemMou
mucuuIuinHbl. [lo Kaxkmoil Teme ydeOHON AMCHUIUIMHBI CTYJEHTaM IpeljiaraeTcs IMepeyeHb
3aJJaHUl 17151 CAMOCTOSATEIbHOU PaboTHI.

K BoimonHeHMIO 3aaHUil 11 CAMOCTOSITEIBHOM pabOThl MPEABSBISIOTCS  CIEAYIOIINe
TpeOOBaHUS: 3aJaHUs JOJDKHBI  HUCHOJHATHCS  CaMOCTOSITENIbHO W TMPEACTaBIATHCS B
YCTAaHOBJICHHBIH CpOK, a TaKKe€ COOTBETCTBOBaTb YCTAHOBJIEHHBIM TpEeOOBaHUSAM 11O
0(pOpPMIICHUIO.

OoyuyaommumMmcs cjieayer:

- PYKOBOJICTBOBAThCS TPahrKOM CaMOCTOSITEIIEHOM paboThI, onpeaeieHHbM PT1/T;

- BBINOJHATh BCE IUIAHOBBIE 3a/IaHMS, BBIJIABAEMBIC IPENOJaBaTeNIeM ISl CaMOCTOSATEIbHOTO
BBITIOJTHEHMSI, U Pa30UpaTh HA CEMUHAPAX M KOHCYJIBTAIUSAX HESICHBIC BOIIPOCHI;

- WUCTOJb30BaTh MpPH TOJArOTOBKE METOJWYECKUE pa3paboTKu Kadeapsl IO HaMUCAHHUIO
pedepaTos, 3cce, KOHTPOIBHBIX PadoT;

- pU TOATOTOBKE K TMPOMEXKYTOYHOMY KOHTPOIIO MapajielbHO  MpopadaThiBaTh
COOTBETCTBYIOIIME TCOPETHUSCKUE U MPAKTHUSCKHUE Pa3feiibl NUCIUTUIMHEI, PUKCUPYS HESICHBIC
MOMEHTBHI 17151 X 00CYKJIEHUS Ha MJIaHOBON KOHCYJIbTAIIUU.

5.3 MeToanueckne peKOMEHIAIUN 10 padoTe ¢ JIUTEPATYPOIi.

Jlrobas popma caMocTOSTENbHON pabOTHI CTylIeHTa (MOJATOTOBKAa K CEMHUHAPCKOMY 3aHSTHUIO,
HallMCaHWE »5cCe, KOHTPOJIbHOM paboThl, JOKJIaJa W T.I.) HayuMHAeTCd C U3y4YeHUus
COOTBETCTBYIOIIEH JIUTEPATypPhI Kak B OMOIMOTEKE, TaK U AOMA.

K kax o TeMe yaeOHOM AUCIUIUIMHBI TO100paHa OCHOBHAS U JIOTIOJHUTEIbHAS JTUTEPATypa.
OcHoBHast TUTEepaTypa - 3TO yUeOHUKHU U ydeOHbIe TOCoOusl.

JlonoJHUTENbHAS JTUTEpaTypa - 3TO MOHOTpaguu, COOPHUKH HAYyYHBIX TPY/AOB, )KYpHAIbHBIC H
ra3eTHbIE CTaTbH, Pa3JINYHbIE CIPABOYHUKH, SHIUKIIONEIUN, UHTEPHET PECYPCHI.

Pexomenpauuu o0y4yaromemycs:

- BBIOpAaHHYI0 MOHOTpa(UIO WIN CTAThIO IEeIeCO00pa3HO BHUMATEIHLHO MPOCMOTPETh. B KHUTAX
clieyeT O3HAKOMHUTBCA C OIJIaBIEHMEM U Hay4YHO-CIPAaBOYHBIM ammapaToM, MPOYUTATh
aHHOTALMIO W TpeaucioBue. lLlemecooOpa3sHO ee mNpoiwcTaTh, PACCMOTPETh WILTIOCTPAIHH,
TaOJIMIBI, TUarpaMMbl, MPUIOKEHUS. Takoe MOBEPXHOCTHOE O3HAKOMIIEHHE MO3BOJIUT y3HATh,
KaKuC I'IaBblI CJICAYCT UUTATh BHUMATCIIBHO, 4 KAKUC MTPOYNTATh 6BICTpO;

- B KHHUIe WIHM >KypHaje, MpUHAUIeKAIIUM CaMOMY CTYICHTY, KIIOUYEBbIE MO3UIIUUA MOXKHO
BBIACIATE MApKEpOM WM ACIATh INMOMETKH Ha ITOJIAX. HpI/I pa60Te C I/IHTepHeT-I/ICTOLIHI/IKOM
1e1ecoo0pa3Ho TakKe BHIIEIATH BAXKHYI0 HHPOPMAITHUIO;

- eCd KHUTAa WM XYpHaJ HE SBISIOTCS COOCTBEHHOCTBIO CTYJIEHTa, TO IIelecoo0pa3Ho
3aMuchiBaTh HOMEpa CTPaHMIl, KOTOphIe MPUBJICKIN BHUMaHUe. [lo3ke ciemyeT BO3BpaTUTHCS K
HUM, TIepeuuTaTh WM T[epenucarh HyXHyl0 uHpopmamutoo. Duszndeckoe IeicTBUE 10
3aMKChIBAaHUIO TIOMOTAeT MPOYHO 3aJ0KHUTh TaHHYIO HHPOPMAIIHIO B «0aHK MaMSITH.

Buioensromes credyrowue uovl 3anuceti npu pabome ¢ iumepamypoiu:
Koncnexkm - xpaTkasi cXxeMaTHUECKasi 3alliCh OCHOBHOTO COJICpKaHUsl HaAyYHOUH paboThl. Ilerpro

SABJIICTCA HC IMCPCIUCBIBAHUEC IMTPOU3BCACHUA, a4 BBIABJICHUC €0 JIOTUKHU, CUCTCMbI 10KA3aTCIbLCTB,
OCHOBHBIX BBIBOJOB. XOpOI_HI/Iﬁ KOHCIICKT JOJIDKCH COUCTATh INOJIHOTY U3JI0KCHHUA C KPATKOCTBIO.



Lumama - TOYHOE BOCIPOU3BEIEHHE TEKCTA. 3aK/IIOYAeTCsd B KaBbIYKH. TOYHO yKa3bIBaeTCS
CTpaHMIla UICTOYHUKA.

Te3ucwl - KOHUEHTPUPOBAHHOE U3JI0KEHNE OCHOBHBIX TOJIOXKEHUI IPOYUTAHHOTO MaTepHaa.
Annomayus - 0O4€Hb KpPAaTKOE U3JI0KEHUE COEePIKaHUs MPOUYMTAHHON PabOTHI.

Pe3tome - nHanbomnee o01HIe BEIBOBI U TTOJIOKEHUS pabOTHI, €€ KOHLENTYaIbHBIE UTOTH. 3aITUCH B
TOW WIM HMHOM (opMe HE TOJIBKO CIOCOOCTBYIOT HMOHHUMAHMIO U YCBOEHHUIO M3Y4aeMOro
MaTepuaia, HO ¥ IIOMOTal0T BbIpadaThIBaTh HAaBBIKU SICHOIO M3JIOKEHHS B NMHCbMEHHOUW (opMme
TeX WJIN UHBIX TEOPETUYECKHUX BOIIPOCOB.

6. YdeOHasi JuTepaTtypa M pecypcbl HH(OPMANUMOHHO-TEJIEKOMMYHUKANMOHHOH CeTH
"WHTepHer", BKJIIOYas  INepedYeHb  y4eOHO-MeTOAUYECKOIro  olecmeyeHuss  UIA
CaMOCTOSITE/IbHOM PadoThl 00YYAIOIIUXCS MO TUCIHUIINHE (MOTYJII0)

6.1. OcHOBHas nuTEpaTypa

1. Hemorona A.B. JlenonpousBoactBo opranuzanuu. [loaroroBka, ohopMieHHe U BEICHHE
JOKyMEHTAIMU. 75 00pa3loB OCHOBHBIX JOKYMEHTOB [DnekTpoHHbIH pecypc] / A.B. Henorona,
I1.A. Cemuenko. — DNEKTpOH. TeKCTOBbIE AaHHbIe. — Capartos: Aii [Iu Op Menua, 2009. — 313
c. — 2227-8397. — Pexxum nocrymna: http://www.iprbookshop.ru/1534.html

2. SAnkoBuu III.A. Jlemompou3BOACTBO B KaJpoBOil ciyx0e [DIeKTpoHHBIH pecypc] :
yueOnuk / III.A. SlHkoBHUY. — DnekTpoH. TekcToBbIe nanHbie. — M. : KOHUTU-JAHA, 2012. —
160 c. — 5-238-01076-1. — Pexwum noctyna: http://www.iprbookshop.ru/15353.html

3. Karnmun A.B. OCHOBBI yIpaBiieHUSI U JCJONPOU3BOACTBA B OpraHax BHYTPEHHHUX .
Anp00M cxeM [DIeKTpOHHBIN pecypc] : yueOHoe Tocodue sl CTYACHTOB BY30B, O0YUYaIOITUXCS
no cneruanbHocTH «HOpucnpynennusy / A.B. Xarnun, A.Jl. YIbSIHOB. — DIEKTPOH. TEKCTOBBIC
nanusie. — M. : OHUTU-IAHA, 2014. — 191 c. — 978-5-238-02538-4. — Pexxum gocrtyna:
http://www.iprbookshop.ru/20986.html

4. Hlysanosa, H. H. JlokymeHTanimonHoe obecnieueHne ynpaBieHus : Y4eOHUK U MPAKTHKYM
st CIIO / H. H. lyBanoBa. — M. : UzmatensctBo FOpaiit, 2017. — 221 ¢. — (Cepus :
[Tpodeccuonansuoe obOpazoBanue). — ISBN 978-5-534-00088-7. — Pexum nocryma

www.biblio-online.ru/book/012C672A-DD8A-4082-B4E7-380217EE5CO07.
6.2. JlonoJIHUTENbHAS IUTEpaTypa

Kysnenor U.H. JlemonpousBoacTBo [DIEeKTpOHHBIN pecypc| : yueOHO-cpaBOYHOE TocoOue /
N.H. Ky3HenoB. — DnekTpoH. TekcToBble AaHHble. — M. : JlamkoB u K, 2014. — 460 c. — 978-
5-394-01981-4. — Pexum pocrtyna: http://www.iprbookshop.ru/24781.html

AnnpeeBa B.U. [lenonpousBoACTBO B KaaApoBoii ciayxkoe. [Ipaktuueckoe mocodue ¢ oOpa3namu
nokyMeHTOB. - M.: 3A0 "busnec-mkona "Nuren-Cunres", 2000.

bepesuna H.M., Boponnosa E.II., JIsicenko JI.M. CoBpemeHHOE n€i0mpou3BoACcTBO. M3a-BO
«ITutep», 2005.

bopuckun B.B. CoBpeMeHHBI CHCTEMHBI KOMILJIEKC JICTIONPOM3BOJICTBA B  cdepe
rOCyJapCTBEHHOTO YIPaBIEHUS W TOCYJAApPCTBEHHOW TpaKIaHCKOW Ciy»KObl Poccuiickoii
@enepanyn: yuebd. [Toco6. / B.B. bopuckun, M.H. Ilonmukapnosa, C.I'. Tuxomupos. — CIIG.:
Konmexc, 2008.

Hemun F0.M. JlenonpousBoacto. [Toaroroska ciysxxe0Hbx nokymentoB CII0.: [Tutep, 2003.
KamaranoB 1O.H. JlemonpousBoactBo u pabora ¢ oOpameHusmu Tpaxaadn B MBJ[ u ero
nonpazaenenusix / Becrauk MBJ[ Poccun, 1999 1., Ne 3-4.


http://www.iprbookshop.ru/1534.html
http://www.iprbookshop.ru/20986.html
http://www.iprbookshop.ru/15353.html

Kupcanosa M.B., Ko6yx C.I1., Akceno KO.M. Jlenonpon3BoAcTBO B OpraHax rocyJaapCTBEHHOM
BJIACTH U MECTHOTO caMOYIIpaBJieHus: yuyeOHoe mocodue. M.: UHOPA, 2004

Kupcanosa M.B., Akcenos FO.M. Kypc nenomnpounsBoacta: [JJokyMeHTalmoOHHOE oOecrieueHne
yrpasiaeHus: yaeoHoe nocooue. — M.: MHO®PA-M, 2000

Kopenes A.Il. OcHoBsl ynipaBnenus B OB/I. - M., 2003.

Kysnenora T.B. JlemonpousBoactBo: yueonuk 11 By3zos M.: MIIOOP,2004.

Abynanze, . I'. JlokyMeHTallMOHHOE OOecCIieueHHe YIMpaBICHUS TMEPCOHATIOM @ Y4YeOHUK H
npaktukym s CITO / JI. T'. AoOynanze, WM. b. Bempsbkkuaa, B. M. Macmoa. — M. :
WznatensctBo KOpaiit, 2017. — 299 ¢. — (Cepus : [Ipodeccuonansnoe oopazoBanue). — ISBN
978-5-534-01543-0. — Pexxum poctyna : www.biblio-online.ru/book/FOB93350-F4BA-44E3-
9EE7-DS8EFF609E7D3.

KysnenoB, M. H. JlokymeHTannoHHoe oOecnedueHue yrpaBieHua. J(oKyMeHTooOOpoT u
JICIIOTIPOU3BOICTBO : YUEOHUK M MPAKTUKYM JUIS TpukiagHoro O6akanaBpuata / 1. H. Ky3uenos.
— 3-¢ usn., nepepad. u gom. — M. : UsnmarensctBo [Opaiit, 2017. — 461 ¢. — (Cepus :
bakanasp. [Ipuknaanoit kypc). — ISBN 978-5-534-04275-7. — Pexum noctyna : www.biblio-
online.ru/book/7873BF4B-A3F7-44E2-8EC0-1E3D6392702A.

KysnenoB, M. H. JokymeHramuoHHoe obecriedueHue ympasieHUs. JokymMeHTooOOpoT W
JeNONpPON3BOACTBO : yueOHUK U npakTukym anst CITIO / W. H. Ky3nenoB. — 3-e uzn., nepepad. u
norn. — M. : HzpmarensctBo FOpaiit, 2017. — 462 c¢. — (Cepust : IlpodeccuonaapHoe
oOpazoBaHue). — ISBN 978-5-534-04604-5. — Pexum JOCTYyTIa
www.biblio-online.ru/book/A7E915F2-DBIB-406C-9ABB-2405SEC3AD7EL.

Konpimkuna, T. b. JlenoBsie KOMMYHHKAIMH, TOKYMEHTOOOOPOT U JEIONPOU3BOACTBO : yueOHOe
nocobue st mpukiaagaHoro Oakamaspuara / T. b. Komprmkuna, U. B. Illyctuna. — 2-e wu3n.,
ucrp. u gon. — M. : U3marensctBo IOpaiit, 2017. — 164 c¢. — (Cepus : bakanasp. [lpuknagHoi
kypc). — ISBN 978-5-534-01064-0. — Pexxum noctyna : www.biblio-online.ru/book/75A23579-
DD7E-46A4-A642-0FEB10FBD853.

[llysanoBa, H. H. OcHOBBI nenonpou3BoOACTBa. SI3bIK CIIy’)KeOHOTO JOKYMEHTa : Y4eOHUK U
MPAKTUKYM JUIsl akagemudeckoro OakanaBpuata / H. H. lllyBanosa, A. FO. VBaHoBa ; moj o0m.
pen. H. H. lllyBanosoii. — M. : U3narensctBo FOpaiit, 2017. — 375 c. — (Cepus : bakanasp.
Axkanemuueckuii kypc). — ISBN 978-5-534-00297-3. — Pexum noctyma : www.biblio-
online.ru/book/E472872E-07FD-4FDA-A714-897DACSE36DA.

6.3. OCHOBHBIE HOPMATUBHBIE JOKYMEHTBI

Koncturynus Poccuiickoit @enepanyu, 1993r.

06 apxuBHOM gene: DenepanbHblil 3ak0H PO ot 22.19.2004 Ne 125-D3 //C3 PD. - 2004. - Ne
43. - Cr. 4169.

06 undopmanuu, UHOOPMALMOHHBIX TEXHONOTUSAX M 3ammre uHpopmanuu: DenaepanbHBINA
3akoH P® ot 27 utons 2006 r. Ne 149-D3 //C3 PD. - 2006. - Ne 31 (4. 1). - Cr. 3448.

006 obGs3arenbHOM dK3eMIUIIpe JoKymMeHToB: denepanbHbiii 3aKk0oH PD ot 29.12.1994r. Ne 77-
@3 //C3 PD. -1995.-Ne 1. -Cr.1.

O oubnmoreunom nene: DenepanbHbiil 3akoH PO ot 29.12.1994 Ne 78-D3 //C3 PD. - 1995. - No
I.-Cr. 2.


http://www.biblio-online.ru/book/F0B93350-F4BA-44E3-9EE7-D8EFF609E7D3
http://www.biblio-online.ru/book/F0B93350-F4BA-44E3-9EE7-D8EFF609E7D3
http://www.biblio-online.ru/book/75A23579-DD7E-46A4-A642-0FEB10FBD853
http://www.biblio-online.ru/book/75A23579-DD7E-46A4-A642-0FEB10FBD853
http://www.biblio-online.ru/book/A7E915F2-DB9B-406C-9ABB-2405EC3AD7E1
http://www.biblio-online.ru/book/7873BF4B-A3F7-44E2-8EC0-1E3D6392702A
http://www.biblio-online.ru/book/7873BF4B-A3F7-44E2-8EC0-1E3D6392702A

VYronosuslil koaekc Poccuiickoit @enepannu ot 13.06.1996 N 63-D3

Konekc Poccuiickoit denepanuyn 06 afiMUHUCTPATUBHBIX MpaBoHapymieHusx ot 30.12.2001 N
195-@3

®enepanpubiit Koncturyunonusiii 3akon ot 30 mast 2001 roga N 3-OK3 " O upesBbrruaiiHOM
0JIOKEeHNUN"

O6 unpopmarmy, UHGOPMAIIMOHHBIX TEXHOJIOTUSAX M O 3amuTe HHpopmarun: dDenepanbHbIA
3akoH oT 27.07.2006 N 149-03

O rocynapctBeHHOI TaiiHe : 3akoH P® ot 21.07.1993 N 5485-1

O 6e3onacHoctr: enepanbHbIii 3akoH OoT 28.12.2010 N 390-03

Vka3 Ilpesupenta PO ot 31.12.2015 N 683 "O Crparernn HaluMOHAIbHON 0€30MAaCHOCTH
Poccuiickoit ®eneparun’

®denepanpubiii 3akoH oT 06.03.2006 N 35-®3 (pen. or 06.07.2016) "O mnpoTHBOIEHCTBUU
Teppopusmy"

®denepanpubiii 3akoH oT 25.07.2002 N 114-®3 (pen. ot 23.11.2015) "O mnportuBoaeicTBUM
AKCTPEMHUCTCKOU JIeATETbHOCTH"

O®enepanpubiii 3akoH ot 07.02.2011 N 3-®3 (pen. ot 18.06.2017) "O nonurun"
3akoH PO ot 11.03.1992 N 2487-1 (pea. ot 03.07.2016) "O yacTHON AETEKTUBHOW U OXPaHHOU
nearenbHocTH B Poccuiickoit denepanun’

@enepanbhblii 3akoH N 256-D3 «O 06e30macHOCTH  OOBEKTOB  TOIIMBHO-3HEPreTHUECKOIO
KOMILIEKCay.

®denepanbHeblii 3akoH 0T 9 deBpaiis 2007 r. N 16-d3 "O TpancnopTHOi 6e30macHoCTH"
YHubunupoBaHHas CUCTEMa OpraHU3aIMOHHO-PACTIOPAIUTENEHON TOKYMEHTAIUH.

TpeboBanus k opopmienuto nokymeHToB: ['OCT P 6.30-2003 (IIpuHsT M BBEICH B JCiCTBHEC
noctaHoByieHreM ['occtangapra P® ot 3 mapta 2003r. Ne 265-cT).

[Mocranonenue IlpaButensctBa Poccuiickoit ®enepammu ot 6 despans 2010 r. N 63 «O6
YTBEP>KICHUM HMHCTPYKIHMU O TOPSAKE JOMycKa OJDKHOCTHBIX JHII U TpaxaaH Poccuiickoii
denepalvy K TOCyIapCTBEHHOM TaliHE)

I'OCT P 6.30-2003 VaubpuuupoBaHHas CHCTEMa OpPTaHU3AIMOHHO-PACTIOPSIUTEIIHHOM
JNoKyMeHTanuu. TpeOoBaHus K opopMIIeHHIO TOKYMEHTOB. - M., ['occtannapt Poccun, 2003.

OO0 yTBepKaeHUN HaIMOHAIBHOTO cTannapTa: [Ipukas Poccranmapra ot 17.10.2013 N 1185-ct
TumoBast MHCTPYKIUS IO OOECTIICUCHUIO PEKUMA CEKPEeTHOCTH Tipu 00paboTke mHpopMmarmu (TI0
obecrnieueHnto 0Oe30macHOCTH HMH(OpPMANMKU) € HCIOJIB30BAHUEM CPEACTB BBIUYUCIUTEIHHON
TexHuKH oT 09.10.2009 Ne 172. — Y HUUU ullT ®CHUH Poccun, 2009.

06 yTBepxkaeHnH MHCTPYKIMU 1O EJIONPOU3BOJICTBY B OpraHax BHYTpPEHHHUX jaen Poccuiickoi
Oenepanuu: [Ipukaz MBJ[ Poccuu ot 20.06.2012 N 615

O6 yrtBepxkaeHun WHCTpYKIMH O TIOpSAOKE JIOMyCKa COTPYIHHUKOB, (penepanbHbIX
TOCYJapCTBEHHBIX TPAXTAHCKUX CIHYXKAalUX U PAOOTHUKOB OpPraHOB BHYTPEHHUX JIET,
BOCHHOCTYXAIIUX U TPaKIAHCKOTO TepcoHalla BHYyTpeHHuX Boiick MBJI Poccunm «
rocynapctBeHHOH TaitHe: [Ipukas MBJ[ P® ot 20.08.2010 N 600

7. MarepuanbHo-TexHU4ecKasi 0a3a, WHGOPMALMOHHBIE TEXHOJIOTMH, INPOrpPaMMHOe
o0ecrnieyeHne M NHGpOPMaLMOHHBIE CIPABOYHbIE CHCTEMbI



1. Chnenuajau3upoBaHHbIC 3ajbl JJIS TMPOBEJACHUS JIGKIUH ¥ ayJUTOPUU ISl TPOBEICHHUS
CEMHHAPCKHUX W MPAKTHUYECKUX 3aHATUH C UCIOJIH30BAHUEM MYJIbTHMEIHMIHHOTO 000PYIOBaHUS U
BO3MOYKHOCTBIO TMPSMOTO BBIX0JIa B C€Th MIHTEpHET.

2. Crenuanu3upoBaHHas MeOellb W OPICpeiCTBa: AayJAUTOPHH M KOMIBIOTCPHBIC KJIACCHI,
000pyI0BaHHBIE TIOCAIOYHBIMU MECTAMH.

3. Texuuueckue cpeuctBa o0yueHus: [lepcoHabHBIE KOMITBIOTEPHI; KOMITBIOTEPHBIC POEKTOPBI;
3BYKOBBIC JIMHAMHKH;, MPOrPAMMHBIC CPEICTBA, OOCCIIEYMBAIONINE MPOCMOTP BHUIACO(DAIIOB B
dbopmarax AVI, MPEG-4, DivX, RMVB, WMV.

4. JluneH3uoHHBIE J3NIeKTpOoHHBIE pecypcebl: Windows, Microsoft Office (Excel, InfoPath,
PowerPoint, Publisher, Word).
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