AHHOTAIIMSI PABOYEW ITPOT'PAMMBbBI TUCIUTITAHBI
J1eJ1I0npon3BOACTBO U PEKUM CEKPETHOCTH

ABTop: Kypaxxos A.B.

Kon m HamMeHoBaHMe HampasbJjieHHsl NoAroToBku, nmpo¢pmiasi: 40.05.01 IIpasosoe
o0ecreyeHne HallMOHaNbHOM 0€30MacHOCTH, YTOJIOBHO-TIPaBOBas CIELUAIN3aLus

KBanundukanus (cTeneHsb) BHITYCKHUKA: IOPUCT

®opma 00yuyeHHsA: OUHAS

Henar ocBoeHUs] AUCHMIUVIMHBI: COJCHCTBOBATh NPHOOPETECHUIO TIIYOOKHX H
YHOPSAOYEHHBIX 3HAHUM B 0ONAacTH JOKYMEHTHpPOBaHHUS NpOodecCHOHATBHON NeATeIbHOCTH U
BEJIOMCTBEHHOTO (CITy>K€OHOT0) TOKYyMEHTO000pOTA.

Ilnan kypca:

Tema 1. BBenenue. OcHOBHbIE€ OHATHA TUCHUILIMHBI. Tepmunosorus. Cnenuduka
HACTOSIIIIEr0 Kypca.

Onucanne yuyeOHOM TUCITUTIIIMHBI M METOAMKHU €€ OCBOeHUs. Pacrincanue u TpeboBaHus K
OCBOCHHUIO MaTepuajia Kypca (Ha OCHOBE CTaHJapTa CIEUUATbHOCTH). PackpeiTHE OCHOBHBIX
MOHATUH: JIEJIOMPOU3BOJCTBO, JIOKYMEHTHPOBAHHE, CPEICTBA JTOKYMEHTHPOBAHHUS, 3ajauH,
(GOpMBI  JIOKYMEHTHPOBAaHHS, CHCTEMa  JOKyMeHTanuu. lIpaBoBoe  peryaupoBaHHE
nenornpoun3BoAcTBa. HopmaTuBHas 0asza JEJONPOM3BOJICTBA U €€ OCHOBHBIC KOMIIOHCHTHI.
Cnyx6a J1OVY.

Tema 2. JlokymeHT, ero cBoiictBa. Kiaccudukanus 10kymMmeHTOB

[lonatne poxymenta. CoOOTHOIIEHHE TOHATHA «UHPOPMALUS» M «IOKYMEHT).
OOmmeHay4Hple OCHOBaHMS Kiaccudukauu. Kpurepun kinaccuHKamuu, MX AOIMYCTHMOCTb.
MpaBuna kKnaccupunumpoBaHua (oeneHms obbéMa NOHATUA). Kraccudukamus
nokyMeHToB. [IpaBuia coctaBnenus. PekBusutel. Opuandeckas cuia JOKyMEHTA.

Tema 3. Buabl 10KyMEHTOB B YIIPABJIeHYECKOH 1eATeJIbHOCTH

[TonsiTne  ympaBieHUYECKOW JEATETbHOCTH, OOBEKTHI, CYOBEKTBI, 1€, BHJIBIL.
Odopmnenue ynpaBieH4YeCKol mgokyMeHTanmud. CHCTEMBI JTOKyMEHTAllMu. SI3BbIK U CTUIh
opUIMATBHBIX JOKYMEHTOB. BHIBI TOKyMEHTOB B  YIPAaBICHUYECKOW JCATEIHHOCTH:
OpraHU3AIMOHHO-TIPABOBBIE, PACHOPSAUTEIbHBIC, CIPABOYHO-WH(OPMAIIMOHHEIE, CIPABOYHO-
aHATTMTHYECKHUE, TI0 IMYHOMY COCTaBY, OyXTaJITEpPCKOTO Y4eTa U OTYETHOCTH.

Tema 4. lokymeHT0000pOT.

[TonsiTue nOKyMEHTOOOOPOTa, 3aJayd, MPUHIMIBL, O0bEM, CTaJAUM, BHYTPEHHUH U
BHEIIHUI KOHTYPBI JOKYMEHT0000poTa. JJOKyMEHTONOTOKH, OpraHU3alysl co31aHusi, 00paboTKH,
npueMa W Tepefayd JOKyMEHTOB. THUIOBBIE PErHCTPallMOHHO-KOHTPOJIbHBIE (OPMBI, UX
PEKBU3UTHL. YUeTHas MOJIUTUKA OpraHu3anuu. I paguk 10KyMeHTO000pOTa.

Tema 5. DJIeKTPOHHBII JOKYMEHTO000POT.
ABTOMaTH3aIMs TPOIECCOB JIOKYMEHTAIIMOHHOTO OOeCIeueH s yIpaBICHUSI.
TepMuHBI >JEKTPOHHOTO AETIONPOU3BOJCTBA. IIOHATHE HJIEKTPOHHOTO TOKyMEHTa. ATpUOYTHI
IOpH}IH‘-IGCKOfI 3HAYMMOCTH DOJICKTPOHHOT'O JOKYMCHTA. ITonsaTHE CHCTEMBI SJICKTPOHHOT'O
nokymentoobopora (C3J]). Crpykrypa C3JI. IIpeumymiecTBa CHUCTEMBI 3JIEKTPOHHOTO

1



nokymeHToobopota. IIpobnemsl hopmupoBaHHMsS W BEICHUS €IUHONW CHUCTEMBI SJIEKTPOHHOTO
nokymeHTtoobopota. Buasr CO/I. IIponecc u stanst BHeapenus CO/1.

Tema 6. CucremaTnzanms 1 y4eT JOKYMEHTOB B OPraHM3anuN (HOMEHKJIATypa JaeJ).

Howmenknarypa nen. @opmupoBanue u opopmieHue aena. YuerHsle ¢popmbl. [lorckoBbie
CHCTEMBI. ODKCIEpTH3a LEHHOCTH JOKyMeHTOB. opmupoBanune u odopmieHue mIed.
OmneparuBHoe xpaHeHue. [lonroroka k cjaye B apxuB. YHUUTOXKEHHUE.

Tema 7. Opranuzanusi padoThbl ¢ 00palIeHUSAME IPAXKIAH.

Hctopus mHCTUTYTa OOpamieHus TpaKAaH K BIacTU. Buabl oOpameHuid rpaxkaan v MX
ocobeHHocTtu. Dopmbl oOpamieHui. OTanbl BeAEHUs JAEJIONPOU3BOJICTBA IO OOpallleHHUSIM
rpaxaad. Cpoku u crioco0sl 00pabOTKM MMUCbMEHHBIX 0OpaleHnii rpakjan. @opMupoBaHue Jei
1o oOpaleHusaM TpakaaH. AHaauTH4YecKass padoTa ¢ NMUCbMEHHBIMU OOpAICHUSMHU TPaX</IaH.
PaGota ¢ ycrtHeiMH oOOpameHusiMu TpaxgaH. OpraHuzanusi JUYHOTO TpHEMa TPaXaaH B
aZMMHHCTpPALUH.

Tema 8. Ilopsinoxk oOpameHusi ¢ JOKYMEHTAMH, COAEPKAMUMH CJIYKeOHYI0
HHpopmanuIo

[Tonsitue Taiinel. ['ocymapcTBeHHas, BOEHHas, CIy>KeOHas, Hajoropas, OaHKOBCKas,
KoMMepueckass TaiiHa. OCHOBHBIE MOHATHUS CEKPETHOTO JIEIONPOM3BOCTBA: CEKpeTHasi padora,
CEKpPETHOE W3JeNe, CEKpPEeTHbIH JoKyMeHT. CrerneHb cekpeTHOCTH, Tpudsl. CekpeTHoe
nenorpousBonactBo (CUII): mopsaok pazpaboTku, opopmieHHs, yueTa, XpaHeHHs, oOpaleHus,
Pa3MHOKEHHUSI, IEPECHUIKUA U YHUUTOXKEHUSI CEKPETHBIX ToOKyMeHTOB (C/I).

[lonatne pexuma, peKUMa CEKPETHOCTH, peKMMa KOH(UACHIMAIBbHOCTH. PexumHO-
cekpetrnbie opransl (PCO). Jlonmyck k rocymapcTBeHHou TaiiHe. [Ipomycknoi pexxum. KoHTpob
3a COOJIONICHHEM YCTAHOBIICHHBIX TpPEOOBaHMI peXHMa CEKPETHOCTH B TOCYIapCTBEHHBIX
yupexaeHusx (KoHQUIACHIMATbHOCTH W KOMMEPUECKOM TalHbI B HEroCyIapCTBEHHBIX
yupexaenusx). [Ipopunakruueckas pabora ¢ mepcoHasioM. OTBETCTBEHHOCTh 3a HapyIICHUE
peXuMa ToCyIapCTBEHHOM TalHBI, CITYKEOHON, KOMMEPUYECKON TaHBbI.

@®opMbI M MeTOAbI TeKYILIero KOHTPOJISI YCIeBAaeMOCTH M IPOMEKYTOYHOI
arrecTaluu.

Ilepeyenbr KoOMIeETEHIHUI € yKa3aHueM 3JTanoB uX (GOpMUPOBaHHS B MpoLecce
oCcBOeHHUsI oOpa3oBarejibHOIi mnporpammbl. Iloka3zaTtein W KpuTepuM OUEHUBAHUSA
KOMIIETEHLUI ¢ y4eToM 3Tana ux GopMupoBaHus

1. Onpoc — momydenue uHpOpMALMK Ha 3aJaHHYIO TeMy, B XOne coOecelqoBaHUs ¢
00yYaromMMcs C 1ENbI0 BBIICHEHUS €r0 MO3ULIMU, MHEHHS, 00beMa MO3HaHUM.

2. Jlokymax mpoAayKT CaMOCTOSITEIbHON paOoThl 00y4aromerocsi, MpeacTaBISIONIMN OO0
myOMMYHOE BBICTYIUICHHE [0 MPEACTABICHUIO TIOJYYCHHBIX PE3yJIbTaTOB HCCIICIOBAHUS
OTpe/ieJICHHON y4eOHO-IIPaKTUYECKON, yueOHO-ICCIIe0BaTeNIbCKOM NN HAyYHOU TEMBI.

3. CuryallmoHHasg 3ajada - COBOKYIHOCTb YCJIOBUHM, CBEICHHUM, HMUTHPYIOLIAS
CUTYAIlMI0, MOTYIIYK) BO3HUKHYTh B peajbHOW JEHCTBUTEIHLHOCTH, TpeOyromas A CBOETO
pelIeHHS TPAKTUKO-OPUEHTUPOBAHHBIX 3HAHUM.

DopMOH IPOMEKYTOYHOM aTTECTALMU BBICTYIIAET: 3a4€ET.

Jducnunimnna «/le1onpon3BoacTBo U pesKUM CEKPETHOCTH» 00ecreduBaeT OBJIAJeHUe
CJIeAYIOINMHU KOMIIETEHIIUSIMH € Y4€TOM ITAINOB:



Kon HaumenoBanne Kog srana HaumeHnoBanue sTana 0CBOCHUS
KOMITETEHI] KOMITETEHIIUU OCBOCHHUS KOMITETEHIIUU
un KOMITETEHIT!
u
OIIK-2 Cnoco6HOCTh OIIK-2.3.4 | cnocoOHOCTh peaTu30BbIBATH HOPMBI
peanu30BbIBATH HOPMBI MaTepHAJIbHOTO TMpaBa, PEryIUpYyIOIINe
MaTepHalibHOTO u 3aKOHOJATENbCTBO PA3IMUYHBIX OTpaCiei
IIPOLIECCYATIBHOTO paBa, u(um) nogoTpaciei npasa
3aKOHOJATEIbCTBO
Poccuiickoit ®denepauuu,
oOI1Ienpu3HaHHbBIC
TIPUHIIHAITBI " HOPMBI
MEXIyHapOJHOTO TIpaBa B
npodeccruoHaIbHON
NEeSITeIbHOCTH
OIIK OC- | Croco0HOCTB OIIK  OC- | crtocoO0HOCTE MIPUMEHSATH METOIBI
4 oOHapyxuBaTh peanbHbie U |4.1.3 MIPOTUBOJACUCTBHUS pealbHbIM u
CKPBIThIE YIpO3bI CKPBITBIM YIpo3aM B MPaKTHYECKOU
0€30IMacCHOCTH AEATEIHHOCTU JIESITEIIbHOCTU OPTaHOB M OpTraHU3alun
OpraHoOB M OpraHu3alun
IK-5 Cnoco6HOCTh [IK-5.1.4 CITOCOOHOCTH MOATOTOBUTH
pa3pabarbiBaTh U MPABUIBLHO IOPUMYECKUIA TJOKYMEHT
0hOPMIISATh IOPUTUIECKHUE H
CITykeOHBIE JOKYMEHTBI
TIK-16 Cnocobnocts coomomarse B | I1K-16.1.2 CH0COOHOCTH aHAJIU3UPOBATh u
npo¢eCcCHoHATBHOM TOJIKOBaTh 3aKOHOAATEIHCTBO B 00JIACTH
NEeSTEIbHOCTH  TpeOOBaHHUS 3alUThl TOCYJAPCTBEHHOW TaWHBI W
HOPMATUBHBIX IIPaBOBBIX nH(GOPMAIIMOHHON 0e30macHOCTH  IpH
aKTOB B OONACTH 3alllUTHI MPUHIATUU PEIICHUI
rOCYyJapCTBEHHOW TaWHbI H
MH(POPMALMOHHON
0e30IaCcHOCTH,
obecrneunBaTh COOJNIOJICHHE
pexuMa CEeKpEeTHOCTH
HIxkana Iloka3arenn Kpurepuii ouennBanus
OLlEHUBAHMS.JTaN OLlEHUBAHMS Kax (c kakum kauecmeom)
O0CBOEHHSI Ymo denaem BINOJIHAEMCS Oelicmaue.
KOMIEeTEeHHH ooyuarowutics (kakue Coomeemcmeyem oyenke «OMAUUHOY 8
oeticmeust cnocoben wkane oyenusarus 6 PII/.
8bINOJIHUMD),

noomeepoicoas sman
0CB0EHUs KOMNemeHYuu




OIIK-2.3.4 - JEMOHCTPUPYIOT | - YBEPEHHO W TPaMOTHO IPUMEHSET
CnocoOHOCTE csl 3HAHUSL HOpM | 3HAaHHS OOLIECTPU3HAHHBIX IPUHIMIIOB U
peanu30BbIBATH MaTepUaJbHOTO IIpaBa, | HOPM IIpaBa B DEIIEHMH CUTyalui
HOPMBI perynupyroiune HpO(beCCHOHaHBHOP'I JACATCIIbHOCTH,
MaTepHalbHOTO U | 3aKOHOJATEIbCTBO - POEKTUPYET JOKYMEHTHI C OMOPOM Ha
IpoHecCcCyajibHOIo pa3sInYHbBIX omacneﬁ U | OCHOBHEIC ITIOJIOXKCHU A
1paBa, (mm) HOI[OTpaCHeﬁ 3aKOHOIATECILCTBA B COOTBETCTBUU C
3aKOHO/ATEIbCTBO npasa; MTOCTABJICHHOM LIEJIbIO
Poccwuiickon - B PCILICHUH CHUTYaIHH,
®enepanyy, CBSI3aHHBIX c
OGHIerI/ISHaHHBIG 3aKOHO1AaT€JILCTBOM
NPUHLUIIBL U HOPMBI | pa3au4HbBIX  OTpaciei
MEKyHApOJAHOTO npasa MPUMEHSIOTCS
nnpaBa B | HOpMBI MaTE€pPHUAJIBLHOTO
npodeccruoHaNbHON npasa
JEeATENbHOCTH
OIIK OC-4.1.3 JIEMOHCTpaIus - OposBISIET  MPOo(decCHOHAIBHYIO
CHOCOOHOCTH npodeccuoHanbHON SPYAMLIMIO B METO/aX MPOTUBOACUCTBUS
MPUMEHATh  METOJIbI | APYAMLIMA B METOJAX | peajbHbIM U CKpPBITBIM yrpo3aM B
MPOTUBOJAECHCTBUSA MIPOTUBOACICTBUSA MIPAKTUYECKOM 1€ATEIbHOCTH OPTraHOB;
PEANBHBIM M CKPBITBIM | PEATBHBIM H CKPBITBIM | - TPOGECCHOHATBLHO 3PYAMPOBAH B
yrpo3am B | yrpo3am B | METOJaX MPOTUBOJEHCTBUS pPEaJbHBIM U
MIPaKTUYECKON IIPaKTUYECKON CKPBITBIM YIpO3aM B IPaKTUYECKOU
NEeATENbHOCTH JIeATEIbHOCTH OPraHoOB; | IEATEIbHOCTU U OpraHU3allNii;
OpraHoB U | IeMOHCTpalus - TpaMOTHO  TMPHUMEHSET  METOJbI
OpraHu3alui npodeccuoHanbHON MIPOTHUBOACHCTBUSA peanbHbIM u
SPYAMLMA B METOJAX | CKPBITBIM  YIpo3aM  JIeATEIbHOCTHU
MIPOTUBOACICTBUSA OpPraHOB M OpraHW3alldyd B PEHICHUH
peaNbHBIM H CKPBITHIM | TPO(eCCHOHANBHBIX 3a/1a4
yrpo3am B
MPAKTUYECKON
JIeATEIbHOCTH u
OpraHu3aluii;
MIPUMEHSIOTCS  METOJIbI
MIPOTUBOJACUCTBHUS
peasbHbIM M CKPBITBIM
yrpo3am JesiTEIbHOCTH
OpraHoOB U OpraHU3ALNHU
B pereHumn
npoeccuoHaIbHBIX
3ajau
IIK-5.14 - OpUEHTHpPYETCS B | IPaBWJIBLHO  COCTaBISI€T  OTACJIbHBIE
MOPSIIKE ~ COCTAaBJCHUS | BUAOB  IOPUAMYECKUX  JIOKYMEHTOB:
OTJIEJIbHBIX BHUJIOB | IOTOBOPBI, CIPAaBKH, JOBEPEHHOCTH,
IOPUTUIECKHUX MIPOEKTHI HCKOBBIX 3asIBJICHUM,
JIOKyMEHTOB; 00BsICHEHUI o bakTuuecKuM
- CIIPOCKTUPOBAH | OOCTOSATENLCTBAM  JI€JIa, COIJIAIICHUH,
nporiecc MOATOTOBKH | TPOEKTHI HOPMATHUBHBIX u
IOPUTUIECKHUX HEHOPMATHUBHBIX MPABOBBIX aKTOB U T.I1.;
JIOKYMEHTOB - MPOEKTUPYET TMPOLECC MOATOTOBKHU
- OpHUEHTHPYETCS B | IOPUIUYECKHUX JOKYMEHTOB;

MOpAIAKE COCTAaBJICHU A

- IIpHu IIOAT'OTOBKC JOKYMCHTOB




OTJIEIbHBIX BUJIOB | IEMOHCTPUPYET HEOOXOIMMOE YMEHHE U

IOPUINICCKIX HaBBIKH, HE JOMyCKAET CEPBhE3HBIX
JOKYMEHTOB: JIOTOBOPOB, | OIIHOOK;

CIPaBOK, - TpoQecCHOHATBFHO J3PYAUpPOBaH B
JIOBEPEHHOCTEH, NOPSIIKE  COCTABJICHHS  OTHACIBHBIX
MPOEKTOB HCKOBBIX | BUJIOB IOPUIMUYECKUX JJOKYMEHTOB
3asBIICHUH, OOBICHCHUM

o (hakTHIEeCKUM

00CTOsATENBCTBAM  JIETIA,
COTJIAllICHU, TPOEKTOB

HOPMAaTUBHBIX u
HEHOPMAaTHUBHBIX
MIPaBOBBIX aKTOB U T.II.

I[IK 16.1.2 I'pamotHO  Tonkyer W | COOTHOCHUT U pa3jiuyaeT MpaBOBbIC

AHAJIM3UPYCT IMPABOBBIC | HOPMBI B 3aBUCUMOCTHU OT UX UCPAPXUU.
HOPMBI Ha ocuoBe | HasmiBaeT Bce CUCTEMBI, B KOTOPLIC

3HaHUH HOPM | BCTPOEH OOBEKT KakK MOACUCTEMA.
JEICTBYIOLIETO [lonumaeT W HUCHONIB3YeT OCHOBHbBIE
POCCHUICKOTO HOHATHS, COOTBETCTBYIOIIME HOPMaM
3aKOHOJATeIbCTBA U | 3aKOHOJIATEIbCTBA.

IPaBOIOJIOKECHUN Omnpenensier CYIIECTBEHHBIC
cyneOHou NPAKTUKH. | XapaKTEepPUCTUKU TpaBa U HUX 3HAYCHUE
Tonkyer NPaBOBBIC | JJISl IPUHATHS IOPUINYECKUX PEIICHUI.
HOPMBI C Yy4Ye€TOM HX

BHYTPEHHEHN CBSI3U

(KOHKYpeHIIUs u

KOJUTM3UsI), a  Takxke

MecTa B cucTeMme

HNCTOYHHUKOB ITpaBa.

Ungopmayuonnuvie  mexnonoeuu,  npocpammuoe  obecneueHue,  MamepuaibHoO-
mexHuyeckas 0a3za, OYeHOYHble CPeocmeda, Heobxooumvle OJisl OCBOEHUs OUCYUNTUHDBL
aoanmuposamvl 0N 0OYUAIOWUXCA  UHBATUO08 U  O0OYYAIOWUXCA C  O2PAHUYEHHbIMU
BO3MONCHOCHAMU 300POBbSL.

OcHoBHas1 iuTEepaTypa:
1. Hemnoroma A.B. [lenonpounsBoactBo opranu3amnuu. [loaroroska, opopmiieHUE U BeCHIE
JOKyMEHTAIMH. 75 00pa3ioB OCHOBHBIX JOKYMEHTOB [ DneKTpoHHBIN pecypc] / A.B. Hemoropa,
IT.A. Cemuenko. — DneKTpOH. TeKCTOBbIE AaHHbIe. — CaparoB: A#t [1u Op Menua, 2009. —

313 c. —2227-8397. — Pexxum noctyma: http:// www.iprbookshop.ru/1534.html
2. SAnkosuy [1.A. Jlenonpou3BoACTBO B KaAPOBOI Ciryxk0e [DneKTpoHHBIH pecypc] :

yueOnuk / lIII.A. SlnkoBuY. — DneKTpoH. TeKkcToBble AanHble. — M. : KOHUTU-AAHA, 2012.

— 160 c. — 5-238-01076-1. — Pexum moctymna: http:// www.iprbookshop.ru/15353.html
3. Karmun A.B. OCHOBBI ylipaBiieHUs U ICTOIPOU3BOJICTBA B OpraHax BHYTPEHHUX JICII.

Anp00M cxeM [DIeKTpOHHBIHN pecypc| : yaeOHOe TocoOue sl CTYJICHTOB BY30B, 00YyUarOIIHXCS

o crneranbHOCTH «IOpucnpynentus» / A.B. XKarmun, A.Jl. YiIbsHOB. — DIIEKTPOH. TEKCTOBBIC
nanabie. — M. : KOHUTU-JJAHA, 2014. — 191 c. — 978-5-238-02538-4. — Pexxum noctyna:

http://www.iprbookshop.ru/20986.html
4. lysanosa, H. H. JlokymeHTaniioHHOE 00ecTiedeHne YIpaBICHUs : YICOHUK U



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

npaktukyMm s CI1O / H. H. Hlysanosa. — M. : U3aarensctBo FOpaiit, 2017. — 221 ¢. —
(Cepus : [IpodeccronanpHoe obpazoBanne). — ISBN 978-5-534-00088-7. — Pexum moctyma :
www.biblio-online.ru/book/012C672A-DD8A-4082-B4E7-380217EES5CO7 .


http://www.biblio-online.ru/book/012C672A-DD8A-4082-B4E7-380217EE5C07

	История института обращения граждан к власти. Виды обращений граждан и их особенности. Формы обращений. Этапы ведения делопроизводства по обращениям граждан. Сроки и способы обработки письменных обращений граждан. Формирование дел по обращениям граждан. Аналитическая работа с письменными обращениями граждан. Работа с устными обращениями граждан. Организация личного приема граждан в администрации.

