AHHOTAIIMSI PABOYEW ITPOT'PAMMBbBI TUCIUTITAHBI
J1eI0NpOM3BOICTBO U PEKHM CEKPETHOCTH

ABTop: Kypaxos A.B.

Kon 1 HanMeHOBaHHe HANIPABJIEHHUs MOATOTOBKH, MPoduJisi:

40.05.01 TIIpaBoBoe oOecrmeueHrne HAIMOHAIBHOW OE30MACHOCTH, CIIEeIUATH3AIHS:
l'ocynapcTBeHHO-IpaBOBast

KBanundukanus (creneHnb) BHITYCKHUKA: IOPUCT

®opma 00y4eHHsi: OUHAS

Ieab ocBoOeHMsI AMCIMIIJIMHBI:
dopMHUpoBaHUE KOMIIETEHIIMM B OOJNACTH TMOATOTOBKH IOPUAUYECKUX JOKYMEHTOB,
JIEIOTIPOU3BOICTBA U OOPAIIEHUS ¢ JOKYMEHTaMH Pa3HOTO cTaTyca

Ilnan kypca:

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

Onwucanue y4eOHON AUCIUILTUHBI M METOAMKH €€ OCBOeHUs. Pacnincanue u TpeOoBaHUs K
OCBOEHHIO MaTepuayia Kypca (Ha OCHOBE CTaHJapTa CIEUHaIbHOCTH). PackpbITHe OCHOBHBIX
MOHSITHI: JI€JONPOU3BOACTBO, JOKYMEHTUPOBAHME, CPEICTBA JOKYMEHTHPOBAHHA, 3a]1ayH,
GbopMBl  JIOKYMEHTHpPOBaHMSA, cuUcTeMa  JokyMeHTanuu. IlpaBoBoe  perymupoBaHue
nenornpou3BojacTBa. HopmatuBHas 06a3a JelONPOU3BOACTBA U €€ OCHOBHBIE KOMIIOHEHTHI.
Cmyx6a J1IOVY.

Tema 2. JlokymeHT, ero cBoiictBa. Kiaccndukanus 10kymMmeHTOB

[Tonsitue poxkymenta. COOTHOLIEHHE MOHIATHH «WHGMOpPMaLUSs» U «JOKYMEHTY.
OOueHay4Hble OCHOBaHUsA KIIacCU(pUKaIUH. Kpurepuu KIIacCU(UKAIIH, ux
pomyctumocTb.[IpaBmna knaccubunupoBanus (nenerus obvéMa moHsATHA). Kimaccubukamms
nokymeHToB. IIpaBuna cocraBnenus. PexkBusnutel. FOpuanueckas cuna 10KyMeHTa.

Tema 3.Bubl JOKYMEHTOB B YIIPABJIEHYECKOH AeATEIbHOCTH

[lonatue ynpaBiIeHYECKOM JEATENbHOCTH, OOBEKThl, CYOBEKTBI, II€TH, BUJIbI.
Odopmienue ynpapieHUYecKOl gokyMeHTauuud. CucTeMbl [TOKyMEHTaluu. SI3bIK U CTUJIb
ouIMaNBbHBIX  AOKYMEHTOB. BHIBl JOKYMEHTOB B  YyNpaBIEHUYECKOW  JEATEIHHOCTH:
OpraHU3allMOHHO-TIPABOBbIE, PACHOPSAUTEIbHbIE, CIIPABOYHO-UH(OPMAIIMOHHBIE, CIPABOYHO-
aHAJTUTUYECKUE, [0 TMYHOMY COCTaBY, OyXIaJTepCKOro yuyera U OTYETHOCTH.

Tema 4. lokymeHT0000pOT.

[TonsTHe mOKyMEeHTOOOOpOTa, 3adaud, MPUHIMMBI, O0BEM, CTaJAUHU, BHYTPEHHUH U
BHEUTHUI KOHTYPBbI JOKYMEHTO000pOoTa. JIOKYyMEHTONOTOKH, OpraHU3alusl co3aHusl, 00paboTKH,
npueMa M Tepefauyd JIOKYMEHTOB. THIIOBbIE PErHCTPallMOHHO-KOHTPOJIbHBIE (OPMBI, HX
PEKBU3UTHI. YUETHAs MOJIUTHKA opraHu3anud. [ paduk 1o0KkymMeHTOOO00pOTA.

Tema 5. DJIeKTPOHHBII JOKYMEHTO00OPOT.

ABTOMaTH3aIUsl MPOLECCOB JOKYMEHTAIIMOHHOTO OOecreyeHus yrpaBieHus. TepMUHbI
ANIEKTPOHHOTO  JEJONpOM3BOACTBA.  [IOHATHE  ANEKTPOHHOrO  JOKyMeHTa.  ATpuUOYTHI
IOPUIMYECKOM 3HAUUMOCTH 3JIEKTPOHHOTO JOKyMeHTa. I[loHSTHE CHCTEMBI 3JIEKTPOHHOTO
nokymentoobopora (C3Jl). Crpykrypa C3JI. IlpeumymiectBa CHUCTEMBI SJIEKTPOHHOTO
nokymeHToobopota. [IpobneMbl hopmMupoBaHUS M BEIEHUS €IWHON CHUCTEMBI SJIEKTPOHHOTO
nokymeHToobopota. Bunst CO/I. TIpouecc u stanbl BHeapenus CO/I.

Tema 6. CucremaTu3anus v yueT JOKYMEHTOB B OPraHu3anuu (HOMEHKJIaTypa jaeJ).

Howmenxknarypa nen. @opmupoBanue u opopmieHue aen. YuerHsie ¢popmsl. [TorckoBbie
CUCTEMBI. DKCIEepTH3a ILIEHHOCTH JokyMeHToB. ®dopmupoBanue u odopMmieHUE JeIl.
OneparuBHoe xpaHeHue. [loaroroBka k ciade B apXuB. YHUUTOXKEHHE.

Tema 7. Opranuszanusi padoThl ¢ 00palIeHUSIMH TPAKIAH.



Hctopusa uHcTuTyTa OoOpalieHus TpakaaH K BIAacTU. Bunael oOpameHui rpaxkaan U MX
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.
Pabota ¢ ycTHeIMH oOOpameHusiMu TpaxigaH. OpraHuzanus JUYHOTO TpHEMa TpaxaaH B
aJIMMHUCTpAIHIH.

Tema 8. Ilopsanok oOpameHHss ¢ [JOKYMEHTAMH, COAEpPKAIUMH CJIYyKeOHYI0
uHpopmanmio

[lonarue taiinel. [ocymapcTBeHHas, BOEHHas, clyxeOHas, HaJoromas, OaHKOBCKas,
KoMMepueckas TaiiHa. OCHOBHbIE MOHSITHUS CEKPETHOTO JEJIONPOU3BOJACTBA: CEKpeTHas padora,
CEeKpEeTHOE W3JleNIne, CEeKpeTHBhIH JOKyMeHT. CremeHb CceKpeTHOCTH, rpudbl. CekpeTHOe
nenornponsBoactBo (CII): mopsigok pa3zpabotku, opopmieHus, ydera, XpaHeHuUs, 0OpalieHus,
Pa3MHOKEHM S, IEPECBHITIKA M YHUUTOKEHUS CEKPETHBIX TOKyMEHTOB (C/I).

[TonsiTue pexuma, pexuMa CEKPEeTHOCTH, PEKHMMa KOHPHUIECHUUATbHOCTU. PexumHO-
cekpetHble opransl (PCO). [lonyck k rocynapctBeHHo# TaiiHe. [IpomyckHoil pexxuM. KoHTpoib
3a COONIOJICHUEM YCTAHOBJIEHHBIX TpPEeOOBaHMI pEKMMa CEKPETHOCTH B TOCYIApCTBEHHBIX
yupexaeHusXx (KOH(QUACHIMATIbHOCTH U KOMMEpPYECKOW TallHbl B HErocyJapCTBEHHBIX
yupexnaenusx). [Ipopunakruueckas pabora ¢ nepcoHanoM. OTBETCTBEHHOCTh 3a HapyllIEHUE
pekuMa rocyaapcTBEHHON TalHBbI, CIIy:KeOHOM, KOMMepUeCKOW TaiHBbI.

@®opMBI M MeTOABI TEKYLIEro KOHTPOJSI YCIEeBAaeMOCTH H IPOMEKYTOYHOM
aTrecTalMu.

MeTtozp! Tekylero KoHTpous ycneBaemocTu: Ompoc, AOKIaJ, pelIeHHe CUTYyallMOHHBIX
3aja4.

DopMoH IPOMEKYTOYHON aTTECTALUU BBICTYIACT: 3a4ET

Oman(vt) oceoenuss KOMnemeHyuu:

OIIK-2.2.1:crmocOOHOCTh OCYIIECTBIATH MOJIEpPKaHue MUPa U 0€301MacCHOCTH, pa3BUTHE
JpPY’KECTBEHHBIX OTHOUIEHMM MEXIy TOCYAapCTBaMH, COTPYIHHYECTBA B pa3pelieHUuu
MEXIYHAapOAHBIX MpobieM HoOecrneueHUH 3alluThl IpaB  YEIOBEKa, pPYKOBOJCTBYACH
OOIIeTNPU3HAHHBIMM ~ TPUHLUMIIAMH W HOPMaMH MEXIAYHapOIHOIO IpaBa, OCHOBHBIMH
MOJIOKEHUSIMH KOHCTUTYIIMHA 3apyOeKHbBIX CTpaH

Pezynomam ¢popmuposanusn komnemenyuu

Ha YPOBHE 3HAHUI:

- 00 OCHOBHBIX KaT€ropHsX U MOHATHUSAX MPaBa; OTPACiiX U UHCTUTYTaxX MpaBa;

0 JeHCTByroLeM 3akoHozarenscTBe Poccuiickoi  ®Pepepauuu, perympyroleM
pazHooOpa3zHbIe chepbl CONMATBHON AeTETHHOCTH;

- 0 IPUPOJE MEKAYHAPOAHBIX IOPUANUECKUX OTHOIIECHNUI;

- 0 IPUHLHUIIAX, OTPACIISIX U HOPMAX MEXTyHAPOIHOTO IMpaBa.

Ha YPOBHE YMEHMMA:

- ONepupoBaTh MOHSTUAMHU MaTepUaIbHOTO, MIPOLIECCYaNTbHOTO npasa,
IIPABOOXPAHUTEIBHON U NIPaBOIPUMEHUTEIBHON AESATEIbHOCTH;

- COOTHOCUTH HOPMBI Pa3JIMYHOIO MpaBa ¢ pa3InYHbIMU OTPACIsIMU NIPABa;

- IPUMEHATH B OLIEHKE CUTYaIMil U COOBITUI OOIIECTBEHHOM KU3HU O0IETEOpETHIECKHE
IIPaBOBbIE MOCTYJIATHI, EHCTBYIOLIEE 3aKOHOIATEIBCTRO;

- BBIJICJIATE OCOOCHHOCTH MPABOBOTO PETryJIUPOBAHUS B chepe MEXTyHAPOAHOTO MpaBa U
CJIEJIOBATh UM B Ipoliecce NpoQeccHoHaIbHON AeSITENbHOCTH;

- apryMEHTHPOBaTh CBOE MHEHHUE HCIOJb3ys 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 AESATEIHHOCTH OPTaHOB M OPTaHU3aAIIIA

Pesynomam ¢popmuposanus komnemenyuu

Ha YPOBHE 3HAHMIA:

- 0 pa3NIMYHBIX BHJaXx O€30MACHOCTH W TIPABOBOM DPETYJIMPOBAHUHU JIEATEIBHOCTU TIO
0€30I1acCHOCTH;

- 0 BUJaxX yrpo3 6e30MacHOCTH, O OCIEACTBUSIX peaiu3alii 3TUX YIpo3,

- 0 c1oc0o0ax ¥ METOMKE IPOBEACHUS MEPOIIPHUATHIA 110 CHIKEHUIO YPOBHSI OMTACHOCTHU B
JeSTeTLHOCTH OPTaHOB M OPTaHHU3AIUH.

Ha YpOBHE YMEHHI:

- OIICHWBATh BJIMSHUE BHENTHMX W BHYTPEHHUX (AKTOPOB OIMACHOCTH HA PEATbHYIO
JeSITeNIbHOCTh OpTaHu3aiuu (MecTa paboThl);

- TMPOBOAWTH aHAJIM3 NPAKTHYSCKOW JEATCIILHOCTH OpTraHW3allid C TIO3HWIHHA ee
0e30I1aCHOCTH;

- BBIJICNIATH KITFOYEBBIC (haKTOPBI OMACHOCTH (BHEIIHWE, BHYTPCHHHE) B JICITCIHLHOCTH
OpraHH3aI;

- OIICHWBATh CTEICHb OIMACHOCTH BBISABICHHBIX (aKTOPOB (yrpo3), BBICTpAMBATh
NPUOPHUTETHOCTh MEpP PEarrupoBaHMs Ha HUX, MPUMEHSITh BO3MOXHOCTH TEXHUYECKHUX CPEIICTB
0€30MacHOCTH MPOTrPAMMHOTIO (B TOM YHCJI€ — BCTPOCHHOI'0) 00€CTIeYeHUS U;

- MPUMEHSATH TEXHOJIOTHUH PACTIO3HABAHUS JIXKH,

- OCYHIECTBJISITh MOHHUTOPHHT (C TO3WIMK O€30MacHOCTH) TEKyIIeH IesATeIbHOCTH
OpTraHH3aIH;

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

- 0(hOpMJISITH M COCTABJISITH HEOOXOIUMBIC TOKYMEHTBI

Oman(vl) oceoenusi KomnemeHyuu:

[TK-5.1.2: crnocoOHOCTh MPOBOIUTH COMOCTABUTENIbHBIM aHAIU3 HOPMAaTHBHBIX AaKTOB,
Kacaroluxcs mpolecca NoAroTOBKY IOPUANYECKUX JOKYMEHTOB

Pesynomam gpopmuposanus komnemenyuu

Ha YPOBHE 3HAHMIA

CYITHOCTh M COJCpPXKaHWS OCHOBHBIX TOHSATHH, KaTerOpuil, MHCTUTYTOB T'PAXKIAHCKOTO
MpaBa, TPaXJIaHCKOTO 3aKOHOIATEIhCTBA;

METOJIOB W TIPABHJI JIOTHKH, FOPUIMYECKOTO SI3bIKA;

OpaBUJI pa3pabOTKM W METOAMKY HAMUCAaHUS Pa3IUYHBIX JOKYMEHTOB B cdepe
IPaXTaHCKUX TIPABOOTHOIICHUH (TPayKIaHCKO-TIPABOBBIX JIOTOBOPOB, HWCKOBBIX 3asiBIICHUM,
JIOBEPEHHOCTEH U T.I1.);

Ha YpPOBHE YMEHUU

IrPaMOTHO, C YY€TOM TMpaBWI IOPUANYECKOM CTWIMCTUKHM, Ha OCHOBE HOpPM IpaBa
COCTAaBIIATh TEKCTHI FOPUIUICCKUX JIOKYMEHTOB, KACAIOIIMXCS TPaXTaHCKHUX MTPABOOTHOIICHHHA H
o OpMIIATH UX B COOTBETCTBUU C YCTAHOBICHHBIMU TPEOOBAHUSIMH;

(bopMyIHpOBaTh YETKO CTPYKTYPUPOBAHHBIW, JIOTHYECKHA BBIBEPEHHBIM W FOPUIMICCKH
TPaMOTHBIN TEKCT MUCHBMEHHOTO, a TakKKe YCTHOTO IMyOJMYHOTO BBICTYIUICHUS B CYACOHBIX
VUPEKICHUAX, YICOHBIX, HAyYHBIX ¥ HHBIX MyOIMYHBIX ayJUTOPUSAX H T.II.;

Ha YPOBHE HABHIKOB

HaBBIKAMHU ITOJTOTOBKHM, HANHUCAaHWS H OQOPMIICHUS TIPOICCCYATbHBIX W HWHBIX
IOPUIMYECKHIX JOKYMEHTOB, KACAIOIIMXCS TPAKJAHCKUX MPABOOTHOIIECHUIA;

HaBBIKAMHU TMPUMCHECHHSI OCHOBHBIX ITOHSATHH, KaTeTOpWUH, MHCTUTYTOB T'PAXKIAHCKOTO
MpaBa MPHU COCTABICHUH IOPUINIECKUX JOKYMEHTOB.

Oman(vt) oceoenuss KOMnemeHyuu:



IIK-16.1.2: cnocoOHOCTh aHAIM3MPOBATh W TOJKOBATh 3aKOHOJATENILCTBO B 00JaCTH
3alUTHl TOCYAaPCTBEHHON TailHbI U HHPOPMAIIMOHHOW O€30MacCHOCTH NP MPUHATUU PELICHHH.

Pezynomam ¢popmuposanus komnemenyuu

Ha YpPOBHE YMEHUU

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

KOMMEHTUPOBaTh 3aKOHOAATENbCTBO, PYKOBOZACTBYSCH IO3HAHMSIMHM TEOPUM IIpaBa M
COBPEMEHHOTO 3aKOHO/IATENIbCTBA

Ha YPOBHE HaBBIKOB

HaBbIK TOMCKa M BBIOOpA 3aKOHOIOJIOKEHHUH, HEMOCPEICTBEHHO OTHOCAIIUXCA K
CUTYaLUsIM, HY>KJAIOLIMMCS B IPABOBON OLICHKE, PETYJIMPOBAHUHI

OcHoBHas uTeparypa:

1. Kysnenos, .H. Jlemonpon3BoacTBo [DNEKTPOHHBIN pecypc] : yued. mocobue —
OnexktpoH. ngaH. — MockBa : [amkoB u K, 2014. — 460 c. — Pexum pgoctymna:
https://e.lanbook.com/book/50237. — 3ari. ¢ sKpaHa.

2. Ky3uenos W.H. [Ienonpon3BoAcTBo [DNeKTpOHHEIHN pecypc] : yaeOHO-CIIpaBoOYHOE

nocobue / I.H. Ky3nenoB. — DnekTpoH. TekcTtoBble AaHHble. — M. : Jlamkos u K, 2014. — 460
c.— 978-5-394-01981-4. — Pexxum poctyna: http:// www.iprbookshop.ru/24781.html
JlonmosHuTeIbHAS JIUTEPATYypa
1. baramaeBa 3.3. [Ienonpou3BOACTBO M PEXKUM CEKPETHOCTU [DJEKTPOHHBIA pecypce] :
ANeKTpOoHHOE yueOHoe mocobue / 3.3. baramaeBa. — DIJIEKTpOH. TEKCTOBBIC JaHHBIC. —
Maxaukana: Cesepo-Kapkazckuii UHCTUTYT (pumman) Bcepoccuniickoro
rocynapcTBeHHoro yuusepcuteta roctuunu (PIIA Muntocta Poccun), 2014. — 202 c. —
978-5-89172-668-0. — Pexxum moctymna: http://www.iprbookshop.ru/49984.html
2. bpese B.A. JlenonpousBoacTBO [DeKTpOHHBIHN pecypc] : yuebHoe nmocoodue / B.A. bpese,
0.3. bpeze. — OnektpoH. TekcToBble JaHHble. — KemepoBo: KemepoBckuii
TEXHOJIOTUYECKUN WMHCTUTYT NUIIEBOM npoMbiinuieHHoctH, 2014. — 286 c¢. — 978-5-
89289-853-9. — Pexxum poctymna: http:/www.iprbookshop.ru/61288.html
3. TI'BaeBa U.B. JlemonpousBoactBo [DnekTpoHHbIN pecypc] : cnpaBounuk / V.B. I'Baesa,
C.B. CobaneBckuif. — DNeKTpoH. TeKcToBble HaHHble. — MuHck: TerpaCuctemc,
Terpamut, 2014. — 224 c¢. — 978-985-7067-96-1. — Pexum nocrtyna:
http://www.iprbookshop.ru/28072.html
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