ITpunoxenue 10 OIT BO

AHHOTAIIASA PABOYE ITPOTrPAMMBI TUCHUIIINHBI
(MOJIYJIST)/ TIPAKTUKH

b1.B.04 [Iesionpon3BOACTBO M PEKUM CEKPETHOCTH
HAuMeHOoBaHue OUCYUNIUH (MOOYIS)/NPAKMUKU

ABtop: Asrtop: KypaxoB Auekceii BacwibeBud, KaHAUAAT FOPUAMYECKUX HAayK,
3aBenyrouuii kadeapoi IpaBoBOro odecrnedeHust HalMOHAIbHOM 0e30MacHOCTH

Koax m HaumeHoBaHMe HampaB/ieHusi NoArotoBku, npoguias: 40.05.01 ITIPABOBOE
OBECIIEYEHUE HAILIMOHAJILHOM BE30OITACHOCTMH crenmanu3sauus «IocyrapcTBeHHO-
IIpaBOBasH

KBannduxanus (crenensb) BHITYCKHUKA: CIIELAATIUCT

®opma 00y4eHusi: OUHAS

eab ocBOeHUsI AMCHUIIIMHBI:
Chopmuposams komnemenyuio 6 ooracmu...(IT-mexuonoeuii.....)

Ilnan kypca:

Tema 1. BBenenue. OcHOBHbIe MOHATUS JUCHUILIUHBI. Tepmunosorus. Cnennpuka
HACTOHALLEr0 Kypca.

Onucanue yueOHOM TMCUUIUIMHBI U METOJIMKHU €€ 0cBoeHus. Pacniiicanue u TpeOoBaHUs K
OCBOGHHMIO Marepuajia Kypca (Ha OCHOBE CTaHJapTa CHEeLUaTbHOCTH). PacKpbITHE OCHOBHBIX
MOHATUM: JIEJONPOU3BOJACTBO, JIOKYMEHTUPOBAHHE, CpPEICTBA JOKYMEHTHUPOBAHHWSA, 3alauH,
dbopMBI  TOKYMEHTHpPOBaHHUS, CHCTeMa  JOKyMeHTauuu. IIpaBoBoe  perymupoBaHue
nenonpousBojacTBa. HopmatuBHasg 06a3a [JeJIONPOU3BOACTBA M €€ OCHOBHBIE KOMIIOHEHTBI.
Cnyxo6a J10Y.

Tema 2. JlokymeHT, ero cBoiictBa. Kinaccudukanus 10KyMeHTOB

[Tonsitue noxkymenta. COOTHOLIEHHE MOHITUH «UH(OpPMALUA» U «IOKYMEHT).
OOmeHayuynble OCHOBaHMA Kiaccupukauuu. Kpurepuun kinaccupukanuu, UX HAOMYCTUMOCTb.
[IpaBuna xnaccudunmpoBanus (neneHus oObéma moHATHA). Kiaccudukanus TOKyMEHTOB.
IIpaBuiia cocraBienus. PexBusursl. IOpuanueckas cuia 10KyMeHTA.

Tema 3. Buabl JOKYMEHTOB B YIIPaBJCHYECKOM 1esiTeIbHOCTH

[lonsiTue  ympaBIEHUYECKOW JEATETbHOCTH, OOBEKTHI, CYOBEKTBI, LU, BHIBIL.
Odopmnenue ynpaBieHUeCKOW AoKyMeHTanuu. CHCTeMBbl JOKYMEHTAlMH. SI3bIK U CTHIIb
OopUIMANBHBIX  JOKYMEHTOB. BuHIBl JTOKYMEHTOB B  YIpaBICHYECKOW JEATEIbHOCTHU:
OpraHU3alIOHHO-TIPABOBbIC, PACHOPSAUTENIBHBIE, CIPABOYHO-UH(POPMALMOHHBIE, CIIPABOYHO-
aHAJIUTUYECKUE, 110 JINYHOMY COCTaBY, OyXrajiTepcKoro yuera 1 OTUETHOCTH.

Tema 4. JIokyMeHTO060pPOT.

[Tonstre moxkymMeHTOOOOpOTa, 3adayd, MNPUHIMIMBI, OO0bEM, CTaJAUHU, BHYTPEHHUU U
BHEITHUH KOHTYPBI JOKYMEHTO000pOTa. JIOKYMEHTOIIOTOKH, OpTaHU3AIIHsI CO3aHMs, 00paOOTKH,
npueMa U TepeJadyd JOKYMEHTOB. THIIOBBIE PETUCTPAIMOHHO-KOHTPOJBHBIE (DOPMBI, HX
PEKBU3UTHI. YUeTHas MmoiuThKa opranusanun. I'paduk qokymentoobopora.

Tema 5. DJIeKTPOHHBII TOKYMEHTO00OPOT.
ABTOMaTH3aIUsl MPOIECCOB JOKYMEHTAIIMOHHOTO OOECTeUeHHsl YIpaBieHus. TepMUHbI
AJIEKTPOHHOTO  Jeonpou3BoAcTBa.  lloHATHE  2IEKTPOHHOro  JAOKyMeHTa.  ATpUOYTbI



IOPUINYECKOM 3HAUYUMOCTH OJEKTPOHHOTO JOKyMeHTa. I[lOHSATHE CHCTeMBI JIIEKTPOHHOTO
nokymentoobopora (C3OJI). Crpykrypa C3JI. IlpemmymiecTBa CHCTEMBI 3JIEKTPOHHOTO
nokymeHToobopota. Ilpobnemsl popmupoBaHHS W BEICHUS €IUHONW CHUCTEMBI SJIEKTPOHHOTO
nokymeHTtoobopota. Buasr CO/I. IIponecc u stanst BHeapenus CO/1.

Tema 6. CuctemaTu3auus U yuyeT JOKYMEHTOB B OPraHu3aluu (HOMEHKJIATypa aeJ).

Homenknarypa nen. @opmupoBanue u ohopmieHue nen. Ydernole Gpopmbl. [lonckoBsie
CUCTEMBI. ODKCIEepTH3a IIEHHOCTH JokyMeHToB. ®dopmupoBanue u odopmieHUE JeIl.
OnepatuBHoe xpaHeHue. [loaroToBka K cjjaue B apXuB. YHUUTOXKEHUE.

Tema 7. Opranusanus padoTsl ¢ 00palIeHUsIMH T'PAKAAH.

HcTtopust uHCTUTYTa OOpalieHus rpaxkaaH K BiacTU. Buasl oOpaiieHuil rpakiaH U UX
ocobeHHoctu. Dopmbl oOpamieHuid. DTanbl BeACHUS AEJONPOU3BOJCTBA IO OOpalleHHUSIM
rpaxaad. Cpoku u criocoObl 00pabOTKH MHUCHhbMEHHBIX 00paleHni rpakaan. @opMupoBaHue e
no oOpaleHusM TpakaaH. AHaauTH4YecKass padoTa ¢ MUCbMEHHBIMU OOpAICHUSMHU T'paX<IaH.
PabGora c ycrtHbIME oOOpamieHusiMM Tpaxaad. OpraHuzanus JMYHOTO TpHEeMa TpaxJIaH B
aJIMMHUCTpALIH.

Tema 8. Ilopsanok oOpameHuss ¢ JOKYMEHTAMH,
uHdopmanmio

Ilonatue taiinbl. locymapcTBeHHas, BOEHHas, CIy)XeOHas, Hayoropas, OaHKOBCKas,
KoMMepueckas TaiiHa. OCHOBHbIE MOHSITHUS CEKPETHOTO JEJIONPOM3BOJACTBA: CEKpeTHas padora,
CEeKpEeTHOE H3JIeNIne, CEeKpeTHBhIH JOKyMeHT. CrTemeHb CeKpeTHOCTH, Trpudbl. CekpeTHOe
nenornponsBoactBo (CII): mopsgok pa3zpabotku, opopmieHus, yuera, XpaHeHHUs, 0OpaIeHus,
Pa3MHOKEHMSI, IEPECBHITIKA U YHUUTOKEHUS CEKPETHBIX TOKyMeHTOB (C/I).

[TonsiTue pexuma, pexuma CEKPETHOCTH, PEKMMa KOHQHUAECHUHATbHOCTU. PexumHO-
cekpetHble opransl (PCO). [lonyck k rocynapctseHHo# Taiine. [IpomyckHoil pexxum. KoHTponb
3a COONIOJICHMEM YCTAHOBJIEHHBIX TpPEeOOBaHMI pEKMMa CEKPETHOCTH B TOCYAapCTBEHHBIX
yupexaeHusX (KOHQUAECHIMATPHOCTH U KOMMEpPYECKOW TalHbl B HErocyJapCTBEHHBIX
yupexnaenusx). [Ipopunakruueckas pabora ¢ nepcoHanoM. OTBETCTBEHHOCTh 3a HapylEHUE
pekuMa rocyaapcTBEHHON TalHBbI, CIIy:K€OHOM, KOMMepUeCKOW TaiHBbI.

COAEPKAIMUMHU  CJIYKeOHYI0

®opMBbI TEKYILIEr0 KOHTPOJISI M MPOMEKYTOUHOI aTTecTAlMHU:

B xome peanmzanmuy AUCHUILUIMHBI HMCIONB3YIOTCS CICIYIOIIWE METOIbl TEKYIIErOo KOHTPOIIS
YCIEeBAEMOCTH O0YUYAIOIINXCS:

- IIpY IIPOBEJICHUY 3aHATUI JIEKIIMOHHOIO TUIA: OIIPOC.

- NpH TPOBEJACHUM TNPAKTUYCCKUX 3aHATHH: ONPOC, PEIICHHE Keic-3aaul, TEeCT, MPOCKT,
CHUTYaI[OHHBIC 3a]Ia4H.

3a4et IpoBOIUTCS C IPUMEHEHHEM CIIEAYIOIINX METOIOB (CPEICTB):

METOJl YCTHOTO OTBETa Ha BONPOCHI OWiieTa W JAanbHeimieil Oecepl O MPaBOBBIM HOpMaM, a
TAKXKE PEIICHUE TECTOBBIX 3a/IaHUM.

Oran ocBOeHus IToka3zarenb onieHUBaHUS Kpurepuii onieHuBaHus CpencrtBa
KOMIIETEHIIN U (MeTomBI)
OLICHUBaHUs
OIIK-2.3.2 — | mpumensroTcs HOpM#I | KBaTH()UIIIPOBAHO Keiic-3amanmus
CIIOCOOHOCTH YIOJIOBHO- IIPUMEHSIET HOPMBI CI/ITyaI_II/IOHHLIC
pCan30BbIBATE  HOPMBI | [porieCCyalIbHOTO IpaBa | yroJIOBHO-IMPOLECCYAIbHOTO | 3a1a49u
YTOJIOBHO- B pCLICHUWU CUTYyalUi | IpaBa B PEIICHUHU CUTyalUl
HpONECCYalbHOro IpaBa | cBsi3aHHBIX c UX | CBA3AHHBIX c ux
u HOPMBI | peanu3anueit Ha | peanu3anuei Ha IPaKTUKE;
MaTcprUajbHOIO  IIPABA, | paKTHKE; — | camocTOATEABHO 5
PETyJIMPYIOLIHE — | IPUMEHSAIOTCS HOPMBI | 6€30IMO0YHO  TIPUMEHSIET

3aKOHOJATCJIILCTBO




OpTaHu3aIHi MaTepHaJbHOTO TpaBa, B | HOPMBI MaTepruasbHOTO
peleHnH CUTyaluH, | mpasa, B pelLeHnn
CBSI3aHHBIX C PETYISIHEN | CHTyalluid, CBS3aHHBIX  C
3aKOHO/IAaTEIbCTBA perymsuuei
OpTaHu3aIii 3aKOHOJIATEIhCTBA
OpraHu3aluii
OIIK 0OC-4.1.3: | nemoncTparms — | mposiBisier Omnpoc
CIIOCOOHOCTB npodeccHoHaIbHON po¢eCCHOHAIBHYIO Tecr
NPUMEHATD METOIB! | spyuuMK B MeTojax | spymuumio B Merozax | Kefic-3ananus
IPOTHBOJCHCTBHUS MIPOTUBOJAECHCTBHUS IIPOTUBOJACHCTBHUS
pCabHBIM W CKPBITBIM | peabHBIM M CKPBITBIM | p€albHBIM U CKPBITBIM
yrposaMm, a  TaKXC | yrpo3aM B IIPAKTUYECKOM | yrpo3aM B IPaKTHYECKOU
OCYIECTBIATD NEATEIbHOCTH OPTaHOB; | IEATEIbHOCTH OPraHOB;
JIOKyMEHTOO00pOT M JEMOHCTpAIIHS — | npodeccuonansHO
COXpaHiITh PEKAM | podeccnoHabHOM SPYIMPOBaH B  METOJAx
CCKPCTHOCTH Blspymumuun B Meromax | mpotusozeiicTBus
HPaKTAICCKON MPOTUBOIEHCTBHS peanbHbIM M CKPBITHIM

ACATCIIBHOCTH OpPIraHOB

Y OpraHu3aIui;

peanbHbIM M CKPBITHIM
yrpo3am B IPAKTHYECKOU

eATEeIIFHOCTH Hu
OpraHu3aluii; -
MPUMEHSIIOTCS ~ METOJbI
MIPOTUBOACUCTBHS

p€ajibHbIM H  CKPBITBIM
yrposam ACATCIIBHOCTH
OpraHoB MW OpraHu3alvuun

yrpo3aM B IPaKTHYECKOU

NEeATEIbHOCTH u
OpraHu3aIuil;
rpaMOTHO MPUMEHSIET

METO/bl  MPOTHUBOACHCTBUS
peaJbHbIM U CKPBITBIM
yrpo3am NeSATETLHOCTH
OpraHoB U OpraHu3alud B
pereHnn

B peleHnH | mpoeCCUOHAIBHBIX 3a/1a4;
npoeCCHOHANBHBIX  — | B pa3bope KelcoB, 3aiaHus
3anadq, KOTOPBIX OPUEHTHUPOBAHBI HA
— | ocymectBisier OCYIIECTBIICHUE
JIOKyMEHTOO000POT U | TIOKyMEHTOOOO0pOTa "
COXpaHseT PEXUM | pexKuMa CEKPETHOCTH,
CEKpPETHOCTHU B | IEMOHCTPUPYET 3HAHUA IO
MIPAaKTUYECKON BEJICHUIO
JeSITeIbHOCTH OPraHoB U | JOKYMEHTOO0OpOoTa B
OpraHM3alnui OpraHu3alysIX,
OTHOCSIIIUXCSL K  PEKUMY
CEKPETHOCTHU
IK-18.1.1: OpUEHTUPYETCS B | yBepeHo opueHtupyercs B | Ompoc
CIIOCOOHOCTH BEICHUU BEICHUN JEJIONPOU3BOACTBA Tect
MIpUHAMATD IEeI0MPOU3BOACTBA um mnpaBmwiax coOmroaenus | Kelic-3ananus
ONTUMAJILHBIC [IpaBUJIaX COOJIOZICHHUSI [peKUMA CEKPETHOCTH;
yIpaBJICHYECKUE PEKMMa CEKPETHOCTH; KBaJIM(ULIUPOBAHO
PCIICHHA B | mpuHnMaeT [IPUHAMAeT  ONTUMAaJIbHBIC
OpraHH3alnH O THMAaJIbHBIE yIIPaBJIEHYECKUE PEIICHUS B
ACTONPOU3BONCTBA M lyyipagiieHuecKUe PEIICHHs (OpPraHUu3aluu
YKpCIUICHAN  PEXNMA 1 OpraHU3aInH [TeTOIPOU3BOICTBA u
CCKPETHOCTA 1eJT0NPOM3BOICTBA ¥ [yKpEIUICHUH pexnma
[YKpETJIEHUU peXHUMa |[CEKPETHOCTH

ICCKPECTHOCTHU




IK

CIIOCOOHOCTH
OCYIIECTBIIATh coop,
aHaJlu3 CBEACHHHA U3
OTKPBITBIX HWCTOYHHUKOB
JUTSL TIPUHSATHS PEIICH A

0C-27.1.2:

0 JIOITyCKe K
KOH(UACHINAIBHOM
uHbopMaIun u
JOKYMEHTaM

OCYLIECTBIIIET CcOOp H
aHaJIu3  CBEICHUU U3
OTKPBITHIX MCTOYHHKOB B
oOecreyeHnn KaapoBOi
0€30I1aCHOCTH;

C  ULeNbl0  INPHUHATUA
peleHuii o Jomycke X
KOH(UIeHINATbHON
uHpOpMaLUU u
JOKYMEHTaM BHOBD
NPUHATBIM Ha  paboty
COTPYOHHKaM,  HW3y4aer
BCIO JOCTYIIHYIO
rH(pOpMaIHIo 0 HEM

IrpaMOTHO OCYIIECTBIISIET
cOOp W B TOJHOM OOBEME
OCYIIECTBIISIET aHaJIN3
CBEIEHUN U3  OTKPBITBIX
HCTOYHUKOB B 00OeCreueHUH
KaJIpOBOM 0€301MaCHOCTH;

C LENbIO IPUHATHUS PELICHUN

0 JIOITyCKe K
KOH(UACHIUAIBHOM
uH(popMaun u
JIOKyMEHTaM, BHOBb
MIPUHATHIM Ha  paboty
COTPYIHUKAM,

JNEMOHCTPUPYET YMEHHUS O
coope, 00001IeHIN u
CUCTEMaTHU3aLuH BCEH
JNOCTYmHOUW HH(OpMaLUU O
HEM

Omnpoc
Keiic-3aganus

HHd)OpMaquHHble mexHoaocuu, npocpammHoe O6€CH€H€HM€, mamepuailbHO-mexHu4ecKas 6a3a,
OYEHOUYHblE cpe()cmea, Heobxooumble OJIsl OCBOEHUs. ()uCl/ﬂ/l}’lJlqul adanmupoeanbz ons O6y1£aIOWMXC}Z
UHBATUOOB U 06_)/‘!(1}0M41/DCC}Z C 0Z2PAHUYEHHbIMU BOZMOINCHOCMAMU 300p06b}l.

OcHoBHas JuTEpaTypa:
baramaeBa 3.3. [1esionpov3BOACTBO U PEXUM CEKPETHOCTU [D/IEeKTPOHHbIN

pecypc]

TEKCTOBblIE [OaHHbIE.

3NeKTpoHHOoe Yy4yebHoe nocobme / 3.3. baramaesa.
CeBepo-KaBKa3CKUM MNHCTUTYT

Maxa4dkana:

DNIeKTPOH.
(dbnnnan)

Bcepoccmnckoro rocypapCTBEHHOro yHuBepcuTeTa woctuumm  (PMA  MuHoCTa
Poccun), 2014. — 202 c. — 978-5-89172-668-0. — Pexum pocTyna:
http://www.iprbookshop.ru/49984.html

Ky3HeuoB W.H. [Lenonpon3BoAcCcTBO [D/eKTPOHHbIM pecypc] y4ebHo-
cnpaBo4Hoe nocobume / N.H. Ky3HeuoB. — D/IEeKTPOH. TEKCTOBbLIE AaHHble. — M. :

HDawkoB mn K, 2014.

460 c.

http://www.iprbookshop.ru/24781.html

978-5-394-01981-4.

Pexxum poctyna:



http://www.iprbookshop.ru/24781.html
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