AHHOTAIIMS PABOYEM ITPOT'PAMMBbBI TUCHUTITAHBI
J1eI0NpON3BOICTBO U PE:KUM CEKPETHOCTH

ABTop: Kypaxos A.B.

Kon 1 HamMeHOBaHHe HANIPABJIEHHS MOATOTOBKH, MPoQuJisi:

40.05.01 TIIpaBoBoe oOecrmeueHrne HAIMOHAIBHOW OE30MACHOCTH, CIIEeIUATH3AIHS:
YTOJIOBHO-TIPABOBAsI

Kpanunduxkanus (cTeneHs) BHITYCKHUKA: IOPUCT

®opma 00y4eHusi: OUHAS

Ieab ocBoOeHMsI AMCIMIIJIMHBI:
dopMHUpoOBaHUE KOMIIETEHIIMM B OOJNACTH TMOJATOTOBKH IOPUAWYECKUX JOKYMEHTOB,
JIEIOTIPOU3BOICTBA M OOPAIIEHUS ¢ TOKYMEHTaMH Pa3HOTO CTaTyca

Ilnan kypca:

Tema 1. Beenenue. OcHOBHbIC NOHATHS JUCHUILIHHBI. Tepmunosorus. Cnennpuka
HACTOSIIIIEr0 Kypca.

Onwucanue yueOHON AUCIUITUHBI M METOAMKH €€ OCBOeHHUs. Pacnincanue u TpeboBaHMs K
OCBOCHHIO MaTepuayia Kypca (Ha OCHOBE CTaHJapTa CIEUHUaIbHOCTH). PackpbITHe OCHOBHBIX
MOHSITHI: JI€JONPOU3BOACTBO, JOKYMEHTHUPOBAHME, CPEICTBA JOKYMEHTHPOBAHHA, 3aJ1ay,
GbopMBl  JIOKYMEHTHpPOBaHMSA, cuUcTeMa  JokyMeHTanuu. IlpaBoBoe  perymaupoBaHue
nenornpou3BojacTBa. HopmatuBHas 06a3a JelONPOU3BOACTBA U €€ OCHOBHBIE KOMIIOHEHTHI.
Cnyx6a J1IOVY.

Tema 2. JlokymeHT, ero cBoiictBa. Kinaccuukanus 10KyMeHTOB

[Tonsitue poxkymenta. COOTHOLIEHHE TMOHITHH «WMHGMOpPMALUSA» U «JOKYMEHT).
OOuieHay4Hble OCHOBaHUsA KJIaccu(UKaIum. Kputepun KIIacCU(UKAIIH, ux
ponyctuMmocTb.[IpaBmna knaccubunupoBanus (neneHus ob6véMa moHsATHA). Kimaccudukamms
noxkymeHToB. [IpaBuna cocraBnenus. PexkBusutel. FOpuanueckas cuna 10KyMeHTa.

Tema 3.Bubl JOKYMEHTOB B YIIPABJIECHYECKOH AeATEIbHOCTH

[lonatue ympaBieHYECKOM JEATENbHOCTH, OOBEKThl, CYOBEKTBI, II€TH, BUJIBI.
Odopmienue ynpaBieHUYecKol gokyMmMeHTauud. CucTeMbl [TOKyMEHTalUu. SI3bIK U CTUJIb
ouIMaNBbHBIX ~ AOKYMEHTOB. BHIBI  JOKYMEHTOB B  YIpaBICHUECKOW  JESATEIBHOCTH:
OpraHU3allMOHHO-TIPABOBbIE, PACHOPSAUTEIbHbIE, CIIPABOYHO-UH(OPMAIIMOHHBIE, CIPABOYHO-
aHAJTUTUYECKUE, M0 TMYHOMY COCTaBY, OyXTaJTepPCKOro yuyeTa U OTYETHOCTH.

Tema 4. lokymeHT0000pOT.

[lonatue nOKyMEHTOOOOPOTa, 3ajaud, HPUHIMIBLIL, OOBEM, CTagUHM, BHYTPEHHUH H
BHEUTHUI KOHTYpPBI JOKYMEHTO000pOoTa. JIOKYyMEHTONIOTOKH, OpraHU3alusl co3aHusl, 00padoTKH,
npueMa M Tepefauyd JIOKyMEHTOB. THIOBBIE PErHCTPAllMOHHO-KOHTPOJbHbIE (DOPMBI, HX
PEKBU3UTHI. YUETHas MOJIUTHKA opraHu3anud. [ paduk 10KkymeHTOOO00pOTA.

Tema 5. DJIeKTPOHHBII T0KYMEHTO000POT.

ABTOMaTH3aIUsl MPOLECCOB JOKYMEHTAIIMOHHOTO OOecreyeHus yIpaBieHus. TepMUuHbI
ANIEKTPOHHOTO  JEJONpOoM3BOACTBA.  [lOHATHE  ANEKTPOHHOTO  JOKyMeHTa.  ATpuUOYTHI
IOPUIMYECKOM 3HAUUMOCTH 3JIEKTPOHHOTO JOKyMeHTa. [loHSTHE CHCTEMBI 3JIEKTPOHHOTO
nokymentoobopora (C3Jl). Crpykrypa C3JI. IlpeumymiectBa CHUCTEMBI SJIEKTPOHHOTO
nokymeHToobopota. [IpobneMbr hopmMupoBaHUS M BEIEHUS €IWHON CHUCTEMBI SJIEKTPOHHOTO
nokymenToobopota. Buast CO/1. Ilpouecc u stans! BHenpenus CO/1.

Tema 6. CucremaTu3anus v yueT JOKYMEHTOB B OPraHu3anuu (HOMEHKJIATypa aeJ).

Howmenxknarypa nen. @opmupoBanue u opopmieHue aen. YuerHsle ¢popmbl. [lorckoBbie
CUCTEMBI. DKCIEepTH3a IIEHHOCTH JokyMeHToB. ®dopmupoBanue u odopMmieHUE Jedl.
OneparuBHoe xpaHeHue. [loaroroBka k ciade B apXuB. YHUUTOXKEHHE.

Tema 7. Opranuszanusi padéoThbl ¢ 00palIEeHUAMH TPAXKIAAH.



Hctopusa uHcTuTyTa OOpaleHus TpakAaH K BIacTU. Bunabl oOpameHuid rpaxkiaan U ux
ocobenHocTu. DopMbl OOpareHUid. OTambl BENCHUS JETOMPOU3BOJICTBA IO OOpaIIEHUSIM
rpaxaad. Cpoku u croco0bl 00pabOTKH MUCbMEHHBIX 00paleHuii rpakjad. @opMupoBaHue Jei
o oOpamieHusM rpaxiaaH. AHanuTU4Yeckas padoTa ¢ MUCHbMEHHBIMU OOpAILlEHUSIMU TPakJaH.
PaGota ¢ ycTHeIMH oOOpameHusiMu TpaxaaH. OpraHuzanusi JUYHOTO IpHEMa TpaXJaH B
aJIMMHUCTpAIHIH.

Tema 8. Ilopsanok oOpameHHss ¢ [JOKYMEHTAMH, COAEpPKAIMUMH CJIYKeOHYI0
uHdopmanmio

[lonarue taiinel. [ocynapcTBeHHas, BOEHHas, ciyxeOHas, HaJoromas, OaHKOBCKas,
KoMMepueckas TaiiHa. OCHOBHbIE MOHSITHUS CEKPETHOTO JEJIONPOU3BOJACTBA: CEKpeTHas padora,
CEeKpPEeTHOE W3JIeNine, CEeKpeTHBhIH JOKyMeHT. CremeHb CeKpeTHOCTH, rpudbl. CekpeTHOe
nenornponsBoactBo (CII): mopsigok pa3zpabotku, opopmieHus, yuera, XpaHeHHUs, 0OpaIeHus,
Pa3MHOKEHMSI, IEPECBHITIKA U YHUUTOKEHUS CEKPETHBIX TOKyMeHTOB (C/I).

[TonsiTue pexuma, pexuMa CEKPEeTHOCTH, PEKHMMa KOHPHUIECHUUATbHOCTU. PexumHO-
cekpetHble opransl (PCO). [lonyck k rocynapcrseHHo# Taiine. [IpomyckHoil pexxuM. KoHTponb
3a COONIOJICHUEM YCTAHOBJIEHHBIX TpPEeOOBaHMH pEKMMa CEKPETHOCTH B TOCYAapCTBEHHBIX
yupexaeHusX (KOHQUACHIMATbHOCTH U KOMMEpPYECKOW TalHbl B HErocyJapCTBEHHBIX
yupexnaenusx). [Ipopunakruueckas pabora ¢ nepcoHanoM. OTBETCTBEHHOCTh 3a HapylEHUE
pekuMa rocyaapcTBEHHON TalHBbI, CIIY:K€OHOM, KOMMEepUeCKO! TaiHBbI.

@®opMBI M MeTOABI TEKYLIEro KOHTPOJS YCHEBAaeMOCTH H IPOMEKYTOYHOM
aTrecTalMu.

MeTtozap! Tekylero KoHTpoisi ycneBaemocTu: Onpoc, AOKIaJ, pelleHHe CUTYallMOHHBIX
3aja4.

DopMoH IPOMEKYTOYHON aTTECTALUU BBICTYIACT: 3a4ET

Oman(vt) oceoenuss KOMnemeHyuu:

OIIK-2.2.1:crmocOOHOCTh OCYIIECTBIATH MOJUIEp)KaHNe MUPa U 0€30MacCHOCTH, pa3BUTHE
JIPY’KECTBEHHBIX OTHOUIEHMM MEXJIy TOCyAapCTBaMH, COTPYIHHYECTBAa B pa3pelieHUuu
MEXIYHApOAHBIX MpobieM HoOecrneueHUH 3alluThl IpaB  YEIOBEKa, PYKOBOJICTBYACH
OOIIeNPU3HAHHBIMM ~ TPUHLUMIIAMH W HOPMaMH  MEXAYHapOIHOTO IpaBa, OCHOBHBIMH
MOJIOKEHUSIMM KOHCTUTYLIMH 3apyOeXHBIX CTpaH

Pezynomam ¢popmuposanusn komnemenyuu

Ha YPOBHE 3HAHHUI:

- 00 OCHOBHBIX KaT€rOpHsIX U MOHATHUSAX MPaBa; OTPACAX U UHCTUTYTaX MpaBa;

0 JeHcTByloLeM 3akoHozarenscTBe Poccuiickoii  ®Pexepauuu, peryaupyroleM
pazHooOpa3zHbIe chepbl CONMATBHON AeTETHHOCTH;

- 0 IPUPOJE MEKIAYHAPOAHBIX IOPUANUECKUX OTHOIIECHNUI;

- 0 IPUHLHUIIAX, OTPACIISIX ¥ HOPMAX MEXTyHAPOIHOTO IpaBa.

Ha YPOBHE YMEHUM:

- ONepupoBaTh MOHSTUAMHU MaTepUaIbHOTO, MIPOLIECCYATTBHOTO Ipasa,
IIPABOOXPAHUTEIBHON U NIPaBOIPUMEHUTEIBHON AESATEIbHOCTH;

- COOTHOCUTH HOPMBI Pa3JIMYHOIO MpaBa ¢ pa3InYHbIMU OTPACIsIMU NIPABa;

- IPUMEHSATH B OLIEHKE CUTYaIMi U COOBITUI OOIIECTBEHHOM KU3HU 00IETEOpETHIECKHE
IIPaBOBbIE MOCTYJATHI, JEHCTBYIOIIEE 3aKOHOIATEIBCTRO;

- BBIJICJIATH OCOOCHHOCTH MPABOBOTO PETrYIMPOBAHUS B chepe MEXTyHAPOAHOTO MpaBa 1
CJIEJIOBATh UM B Ipoliecce NpoQeccHoHaIbHON AeSITENbHOCTH;

- apryMeHTHPOBaTh CBOE MHEHHUE HCIHOJb3Ys IOPUANYECKYI0 TEPMHUHOJIOTHIO U
KOHKPETHBIE 3aKOHOTIOJIOKEHUS;

- HaxOAWThb BEpPHBIH M JIOCTATOYHBIM HOPMATHBHBIA MaTepuan JUisli OLEHKU U
KBaJIM(UKALIUY IOPUANYECKUX AEUCTBUN U COOBITHI;

- KBAIU(UIUPOBAHHO OLEHUBATh IOPUIUYECKUE JEHCTBUS U COOBITUS, NPUMEHSA
BbIOpaHHBI HOPMATUBHBIN MaTepHall;



- (hopMupoBaTh MO3UIIMIO PELICHUS TOCTABICHHON I0PUINYECKON 3a1a4un

Oman(vt) 0oceoenuss KOMnemeHyuu:

OIIK OC-4.1.3: cnocoOHOCTh NPUMEHATH METOIbl MPOTUBOACUCTBUS pEabHBIM U
CKPBITBIM YTPO3aM B IPAaKTUUECKOW JACATEIHHOCTH OPTaHOB W OPTaHU3aIiA

Pesynomam ¢popmuposanus komnemenyuu

Ha YPOBHE 3HAHMIA:

- 0 pa3MyYHBIX BUAAaX O0€30MacCHOCTH U IMPABOBOM PErYIMPOBAHUU JEATEIBHOCTU IO
0€30I1acCHOCTH;

- 0 BUJaxX yrpo3 6e30MacHOCTH, O OCIEACTBUSIX pealu3allii 3TUX YIpo3,

- 0 crocobax ¥ METOAMKE MPOBEICHHUS MEPONPUATHI O CHIKEHHIO YPOBHS OIACHOCTH B
JeSITeIbHOCTH OPraHOB M OpraHU3aIui.

Ha YPOBHE YMEHHUIA:

- OLEHUBATh BIIMSHUE BHEUIHMX W BHYTPEHHUX (AKTOPOB OMNACHOCTH HAa PEaAIbHYIO
JeSITeNIbHOCTh OpTaHu3aiuu (MecTa paboThl);

- TPOBOAMTH aHAJIM3 NPAKTUYECKOW JESATENbHOCTH OpraHu3alid ¢ TO3UIHM ee
0e30I1aCHOCTH;

- BBIJENIATH KIIOUYEBble (PaKTOPHl OMACHOCTH (BHEIIHUE, BHYTPEHHHE) B JEATEILHOCTU
OpraHH3aI;

- OLIEHUBATh CTENEHb ONAaCHOCTU BBISABICHHBIX (AKTOPOB (Yrpo3), BBICTpauBaTh
NPUOPHUTETHOCTh MEpP PEarrupoBaHMs Ha HUX, MPUMEHSITh BO3MOXHOCTH TEXHUYECKHUX CPEIICTB
0€30MacHOCTH MPOTrPAMMHOTIO (B TOM YHCJI€ — BCTPOCHHOI'0) 00€CTIeYeHUS U;

- MPUMEHSATH TEXHOJIOTHUH PACTIO3HABAHUS JIXKH,

- OCYIIECTBJISITh MOHHUTOPHHT (C TO3WIMK O€30MacHOCTH) TEKYIIEeH IesATeIbHOCTH
OpTraHH3aIH;

- MIPENBHJIETh IOCJCICTBUS TPUHSATHS TPABOBBIX M AIMHHHCTPATHBHBIX PEIICHUH I10
BOIpOcaM 0e30MacCHOCTH

- 0(hOpMIISITH U COCTABIISITh HEOOXOIUMBIE TOKYMEHTBI

Oman(vl) oceoenusi KomnemeHyuu:

[TK-5.1.2: crnocoOHOCTh MPOBOIUTH COMOCTABUTENIbHBIM aHAIU3 HOPMAaTHBHBIX AaKTOB,
Kacaroluxcs Mpolecca NoAr0TOBKH IOPUANUECKHUX JOKYMEHTOB

Pesynomam gpopmuposanus komnemenyuu

Ha YPOBHE 3HAHMIA

CYLIHOCTb M COJEpXaHHUsl OCHOBHBIX MOHSATUH, KaTeropui, MHCTUTYTOB T'Pa’KJaHCKOTrO
MpaBa, TPaXJIaHCKOTO 3aKOHOIATEIhCTBA;

METOZIOB U MPaBUJI JIOTUKH, IOPUINUECKOTO S3bIKa;

NpaBUJI pa3pabOTKM W METOAMKY HAMWCaHUS Ppa3IUYHBIX JOKYMEHTOB B cdepe
IpaX/IaHCKUX TPaBOOTHOIIEHUHN (Ipa’KIaHCKO-MPABOBBIX JIOTOBOPOB, HCKOBBIX 3asiBICHUH,
JIOBEPEHHOCTEH U T.I1.);

Ha YPOBHE YMEHHI

rPaMOTHO, C YYETOM TMpaBWI IOPUAMYECKOM CTWIMCTUKHA, HAa OCHOBE HOpPM IIpaBa
COCTAaBIIATh TEKCThI FOPUIUUYECKUX TOKYMEHTOB, KaCaIOUINXCS IPaXJIaHCKUX [TPaBOOTHOUIEHUH U
o OpMIIATH UX B COOTBETCTBUU C YCTAHOBICHHBIMU TPEOOBAHUSIMH;

(GOpMyIHpOBaTh YETKO CTPYKTYPUPOBAHHBIH, JIOTUYECKH BBIBEPCHHBIA M IOPHIMYECKH
TPaMOTHBIN TEKCT MUCHBMEHHOTO, a TaKK€ YCTHOTO MyOJIMYHOTO BBICTYIUICHUS B CYAEOHBIX
VAPEKICHUSAX, YICOHBIX, HAYYHBIX ¥ HHBIX MTyOITMYHBIX ayJUTOPUSIX U T.II.;

Ha YPOBHE HABHIKOB

HaBBIKAMHU ITOJTOTOBKHM, HANHUCAaHUS © OQOPMIICHUS TIPOICCCYATbHBIX W HWHBIX
IOPUIMYECKHUX JTOKYMEHTOB, KACAIOIIMXCS TPAKJAHCKUX MPABOOTHOIICHHI;

HaBBIKAMHU TMPUMCHCHHSI OCHOBHBIX ITOHSTHH, KAaTerOpWi, HWHCTUTYTOB TI'PaKIAHCKOTO
MpaBa MPU COCTABICHUH IOPUINIESCKUX JOKYMEHTOB.

Oman(vt) oceoenuss KOMnemeHyuu:



IIK-16.1.2: cnocoOHOCTh aHAIM3MPOBATh W TOJKOBATh 3aKOHOJATENILCTBO B 00JaCTH
3alUTHl TOCYAAPCTBEHHON TailHbI U HHPOPMAIIMOHHOW O€30MaCHOCTH NMPHU NPUHATUU PELICHHUH.

Pezynomam ¢popmuposanus komnemenyuu

Ha YPOBHE YMEHHI

HAXOAMUTh U MPABUIBHO BBHIOUPATh 3aKOHOMOJIOKEHHS, HEITOCPEICTBEHHO OTHOCSIIUECS K
TOMY BUAY AESITEIbHOCTH, KOTOPBIM HYKJAeTCs B IPABOBOM OIIEHKE U PETYIUPOBAHUM;

KOMMEHTHPOBAaTh 3aKOHOAATENbCTBO, PYKOBOZACTBYSCH IO3HAHMSMM TEOPUM IIpaBa M
COBPEMEHHOTO 3aKOHO/IATENIbCTBA

Ha YPOBHE HaBBIKOB

HaBbIK TOMCKa M BBIOOpA 3aKOHOIOJIOKEHHUH, HEMOCPEICTBEHHO OTHOCAIIUXCA K
CUTYalMsIM, HY>)KJAIOLIMMCSI B IPABOBON OLICHKE, PETYJIMPOBAHUHI
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