AHHOTAIIMSA PABOYEH TPOT'PAMMBI JTUCIIUILIVHBI
«/lenonpon3BoACTBO U PEXUM CEKPETHOCTH

ABTop: Kypaxxos A.B.

Kon m HamMeHoBaHMe HampasbJjieHHsl NoAroToBku, nmpo¢pmiasi: 40.05.01 IIpasosoe
obecreyeHne HallMOHaIbHOM 0€30MacHOCTH, MPaXIaHCKO-IIPaBOBasi ClIeLUaIn3alus

KBanundukanus (cTeneHsb) BHITYCKHUKA: IOPUCT

®opma 00yuyeHHsA: OUHAS

I_Ie.]'lb OCBOCHUSA NTUCHHUIIJIMHBI:

®dopMUpOBaHUE KOMIETEHIIMA B OOJACTH TOATOTOBKUA IOPUAMYECKUX JIOKYMEHTOB,
JIEIOTPON3BOICTBA M OOpaIlleHHsI ¢ JOKYMEHTaMH Pa3HOTO cTaTyca

Ilnan kypca:

Tema 1. BBenenne. OcHOBHbIE NOHATHS TUCHMILINHBI. TepMunosorus. Cneunduxa
HACTOSILIIETr0 Kypca.

Ornucanue y4eOHOM TUCITUTUITMHEBI B METOJTMKY €€ OCBOeHUs. Paciicanue u TpeOoBaHMS K
OCBOCHHIO MaTepuana Kypca (Ha OCHOBE CTaHJapTa CIENHUaTbHOCTH). PacKkpbITHEe OCHOBHBIX
MOHATHI: JI€JIONPOU3BOJICTBO, JIOKYMEHTUPOBAHUE, CpPEACTBA JTOKYMECHTHPOBAHUS, 3aJ]ayH,
GbopMBI  TOKYMEHTUPOBaHMS, CHCTeMa  JOKyMeHTanuu. IIpaBoBoe  perymupoBaHHE

nenorpon3BoacTBa. HopmatmBHass 0a3a JEONPOU3BOACTBA M €€ OCHOBHBIE KOMIIOHEHTHI.
Cnyxba 10Y.

Tema 2. JlokyMeHT, ero cBoiicTa. Kitaccupukanusi 10KyMeHTOB

[Tonsitue nmoxkymenta. COOTHOLIEHHE TOHITUNA «UHGOpPMALUS» U «IOKYMEHTY.
OOmenay4ynple OCHOBaHMA Kiaccupukamuu. Kpurepunm kinaccupukanuu, WX HAOIMYyCTUMOCTb.
MpaBuna KnaccnpuumpoBaHna (oeneHns obbémMa MoHATUA). Knaccudukanms
nokyMeHToB. [IpaBuna coctaBnenus. PekBusutel. KOpuandeckas cuia JOKyMEHTA.

Tema 3. Buabl J0KYyMEHTOB B YIIPABJIeHYECKOH 1eATeJIbHOCTH

[lonsiTue ymnpaBlIeHYECKOM NEATENbHOCTH, OOBEKTHI, CYOBEKTBI, €M, BUJIBL.
Odopmnenue ynpaBieHYEeCKOH mgokyMeHTanmuu. CHCTEMBI JTOKyMEHTAllMu. SI3BIK U CTHUIIb
opUIMANBHBIX  JOKYMEHTOB. BHIBl JTOKyMEHTOB B  YyNpaBICHYECKOW JAESITEIbHOCTHU:
OpPraHU3AIMOHHO-TIPABOBBIE, PACHOPSAUTEIbHBIC, CIIPABOYHO-WH(OPMAIMOHHEIE, CIPABOYHO-
aHAJIUTUYECKUE, 110 JIMYHOMY COCTaBY, OyXraiaTepcKoro yuyera U OTYETHOCTH.

Tema 4. /lokymMeHT0000pOT.

[TonsiTe MOKyMEHTOOOOpOTa, 3aga4d, NPHUHIMIEL, OOBEM, CTaJAWH, BHYTPEHHHH W
BHEIIHUI KOHTYPBI JOKYMEHT0000poTa. JJOKyMEHTONOTOKH, OpraHU3alysl co3/1aHusi, 00paboTKH,
npueMa M TepeJadd JIOKYMEHTOB. THIIOBBIE pErMCTPalMOHHO-KOHTPONBHBIE (opMbI, HX
PEKBU3UTHL. YUeTHas MOJIUTUKA OpraHu3anuu. I paguk 10KyMeHTOO00pOTA.

Tema 5. DJIeKTPOHHBII TOKYMEHTO00OPOT.
ABTOMaTH3aIMsA TPOLECCOB JIOKYMEHTAIMOHHOTO OOECTIeYeHHs YIIPaBICHUS.
TepMuHBI >JEKTPOHHOTO AETIONPOU3BOJACTBA. IIOHATHE AJIEKTPOHHOTO TOKyMEHTa. ATpUOYTHI
IOPUAMYECKOH 3HAYMMOCTH 3JIEKTPOHHOTO JOKyMeHTa. lloHSATHE cHCTeMBI 3JIEKTPOHHOTO
nokymentoobopora (C3J]). Crpykrypa C3JI. IlpeumymiecTBa CHUCTEMBI 3JIEKTPOHHOTO



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. Ilopsimoxk oOpameHusi ¢ JOKYMEHTaAMM,
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.

COEePKAMUMH  CIIYKeOHYI0

DopMbI
arrecTaluu.

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

U MeTOAbl TeKYIIero KOHTPOJISi YCIeBAeMOCTH M IPOMEKYTOYHOM

Ko HanmenoBanne Kon HammenoBanne 3Tana 0CBOSHHS
I KOMIICTCHITUN JTamna KOMIICTCHIUN
KO OCBOCHHS
MIICTCHITU KOMIICTEHI]
)4 474
OIlK-2 CIOCOOHOCTBIO OIl CIIOCOOHOCTH OCYLIECTBIISATh
peanu30BbIBAThH Hopmbl | K-2.2.1 noJiepKaHrue Mupa U 0e30MacHOCTH,
MaTepHaIbHOTO u pa3BUTHE JPYXKECTBEHHBIX OTHOIICHUI
MPOLIECCYaTbHOTO  TpaBa, MEXIY rocyapcTBamu,
3aKOHOJIaTEIIECTBO COTPYIHUYECTBA B paspenieHnu
Poccuiickont Oenepanuu, MEKTyHapOIHbBIX npobiem "
oO1enpu3HaHHbIC obecrieueHUH 3alIUThl MPaB YEIOBEKa,
TIPUHLUIIBI " HOPMBI PYKOBOJCTBYSICh oO0IIeTPU3HAHHBIMH
MEXKIYHApOAHOTO TIpaBa B MPUHITUTIAMA i HOPMaMH
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npodeccruoHaIbHON MEXIYHApOJHOIO IpaBa, OCHOBHBIMU
NeSITeIbHOCTH MOJIOKEHUSIMU KOHCTUTYLIUH
3apyOeKHBIX CTPaH
0) CITOCOOHOCTH OIl CITOCOOHOCTH MIPUMEHSITh
I[IK OC-4 | ob6HapyxuBath peanbHbie u | K OC-4.1.3 | MeToapl MPOTUBOJIEHCTBUS PEAIbHBIM U
CKPBITBIE yTPO3bl CKPBITBIM yIpo3aM B MPaKTUYECKOH
0e301acHOCTH JIeATETLHOCTH OPraHOB U OpraHU3alni
NEeSTeIbHOCTH OpPraHOB U
OpraHu3aluin
IT CITOCOOHOCTHIO ITK- CITOCOOHOCTH MIPUHUMATh
K-18 MpUHUMATh  onTuMayibHble | 18.1.2 ONTUMAJIbHBIE YIIPaBIICHYECKHUE
yIpaBiIeHUYECKHE PEIICHHUs pelieHus B OpraHu3aIiu
JIEJIONPOU3BOACTBA U YKPETUICHUH
pEKHMMa CEKPETHOCTHU

1. Onpoc — momydeHue MHGpOpMALMU Ha 3aJaHHYIO TeMy, B XOze coOeceloBaHUs ¢
00y4JaronIMcs C IETbI0 BBISICHEHHUS €T0 MO3HUIINY, MHEHUS, 00beMa TIO3HAHUH.

2. Jloxyaa mpoAyKT CaMOCTOSITEIbHON paOOThl 00y4aromIerocsi, MpeacTaBISIONINI OO0
nyOJIMYHOE BBICTYIUICHHE IO TMPEICTABICHUIO TMOJYYCHHBIX pPE3yJbTaTOB HCCIICIOBAHUS
OTIpeIeNIeHHON Y4eOHO-TIPaKTHIECKON, Y4eOHO-UCCIIeIOBATEIECKON MITH HAYYHOH TEMBI.

3. CuryanuoHHas 3amada -

COBOKYITHOCTb  YCJIOBHIA,

CUTYallMIO, MOTYIIYI0 BO3HHMKHYTb B pE€aJIbHOW JEeMCTBUTENBHOCTH, TpeOyromas As CBOEro
peuIeHus TPAKTUKO-OPUEHTUPOBAHHBIX 3HAHUM.
Dopmoit IPOMEKYTOYHOU ATTECTALUU BBICTYNAET: 3aUET

MIxajna oneHnBaHusd.

dran IMoka3arenn Kpurepuii oneHuBanust
OCBOCHMS OLlCHUBAHMSA Kax (c kaxum xavecmeom)
KOMIETeHIUH Ymo denaem svinoanaemcs oevicmeue. Coomeememesyem
obyuaiowuiics (kaxue OyenKe «OMIUYHOY 6 WKAJlE OYEHUBAHUSA 6
oeticmeus cnocoben PIIJ.
BbINONIHUMND),
noomeepcoas sman
O0CB0€HUA KoMnemeHyuu

OIlK-2.2.1 - IIPUMEHEHUE - YBEPEHO U I'PaMOTHO IIPUMEHSET

CIIOCOOHOCTH 3HAHUU 3HAHUS OOIENTPU3HAHHBIX PUHITUIIOB U
OCYIICCTBIATD 0OIIeTpU3HAHHBIX HOpPM  MEXAYHAapOOHOrO IIpaBa B
NOJ/ICp’)KaHNE MHPA U | IPUHIUIIOB W HOPM | peIIEHUH CUTYalMil mpodeccCHoHaTbHON
0€30IacHOCTH, MEKIyHAPOJAHOIO IpaBa | AeATEIbHOCTH;
pa3BUTHE B PEUIEHUH CUTyalu# | - MPOEKTUPYET  MEXKIYHAPOIHBIN
JIPYKECTBEHHBIX npodeccruoHanbHON JIOTOBOp C OINOpPOM HAa OCHOBHBIC
OTHOIICHHIT MEXKIY | AEATEILHOCTH, MOJIOXKEHUS] KOHCTUTYLUH 3apyOeKHBIX
rocyz1lapCcTBamu, - HOATOTOBJICH ctpan u Poccum B COOTBETCTBHE C
COTPpYAHHYECTBA B | mpoekTt OCTaBJICHHOM LIEIHIO
paspeuICHNN MEXIYHapOIHOTO
MEKAYyHApOAHBIX JI0OT0BOpa € OIOpOM Ha
npo0ieM 1 | OCHOBHBIE  TIOJOXKECHUS

CBEJICHHI, HWMUTHPYIOIIAS




ran
OCBOCHUS
KOMIIETEHIUU

IToka3zarean

OLICHUBAaHUA
Ymo denaem
obyuarowuics (kaxkue
delicmeus cnocobex
BbINONIHUMY),
noomeepacoas sman
0CB0€EHUsL KOMNEeMEeHYUU

Kpurepuii oueHnBanus
Kax (¢ kaxum xauecmeom)
BbINONHAECMCS Oelicmaue. Coomeemcmeyem

OYEHKe «OMJIUYHO» 6 WKAlle OYEHUBAHUA 6
PIT.

00ECTICYCHNN 3aIUThI | KOHCTUTYLUH
npaB YeJioBeKa, | 3apyO0eKHbIX CTpaH H
PYKOBOJCTBYSCH Poccun
oOuIenpru3HaHHBIMU
MIPUHIUTIAMH u
HOpMaMH
MEXAYHapOAHOTO
npasa, OCHOBHBIMH
IOJIOKEHUSIMU
KOHCTUTYLUI
3apyOeKHBIX CTpaH
OIIK OC4.1.3 |- JIEMOHCTpAaIUs - MPOSIBISIET TPO(HECCHOHANBHYIO
CIIOCOOHOCTD npodeccuoHalIbHON SPYIMLMIO B METOAAX MPOTUBOACHCTBUSA
NPUMEHATH ~ METOIBI | 5pyAMLIMM B  METOJAX | p€ajbHbIM M CKPBITBIM Yrpo3aM B
HPOTHBOJCUCTBHS MPOTUBOACUCTBHUS MIPAKTUYECKON AEATEIbHOCTH OPTraHOB;
PEaJIbHBIM U CKPBITBIM | peajJbHbIM M CKPBITBIM | - npoeccuoOHaNbHO  3PYAUPOBAH
yrpo3am B | yrpo3am B | B METOAAX MPOTUBOJAEHCTBUS peaIbHbIM
MIPaKTUYECKON IIPAKTUYECKOU U CKPBITBIM yrpo3aM B IMPaKTUYECKOI
ACATCIIBHOCTH OPTAHOB | NEATCIIBHOCTHA OPIaHOB; | NEATEIbHOCTH U OpTraHU3aLIHiA;
U OpraHu3alui - JEMOHCTpALus - IrPaMOTHO TPUMEHSET METO/bI
npoQeccroHaIbHOMI MIPOTUBOACHCTBUS peaabHbIM u
Spyadnudn B METOAAX | CKPBITHIM yrposam ACATCIILHOCTH
OPOTUBOJICHCTBHS OpPraHOB M OpraHU3allid B pELICHUU
pealbHBIM M CKPBITBIM | Ipo(eCCHOHATIBHBIX 3a/1a4
yrpo3am B
MPaKTUYECKON
NESTEIbHOCTH u
OpraHMu3allnii;
- IIPUMEHSIOTCS
METO/IbI
MIPOTUBOJAECHCTBUSA

pPC€aJIbHBIM ©W CKPBITBIM
yrpos3amM ACATCIbHOCTU
OpraHoB M OpraHu3alun

B pelieHu
npodecCHOHAIBHBIX
3a1a4

I1K-18.1.2:
COCOOHOCTH
PUHUMATh
OIITUMAJIBHBIC
yIPaBICHYCCKHUE
peurenust
OpraHH3alI|H
JICJIONPOU3BOJICTBA

u

- OpUEHTHUpYETCS B
BEICHUU

JACIJIOMMPONU3BOACTBA n
IMpaBUJIax CO6J'II-OI[CHI/IH
PCKXnMa CCKPETHOCTH,

- MMPUHUMACT
OIITUMAJIbHBIC

- YBEPEHO  OpUEHTHpPYETCS B
BEJCHUU JIEIOMPOU3BOACTBA U MPaBUIIaxX
COOITIOICHUS pEXKHUMA CEKPETHOCTH;

- KBAIM(UIUPOBAHO TMPUHUMAET
ONTUMaJIbHbIE yIpaBIEHUYECKHUE
pelieHus B OpraHu3aIiu
EJIONPOU3BOACTBA U YKPEIUIEHHWHU




Jran Iloka3areinn Kpurepuii oueHnBanus

OCBOCHHSA OLlCHUBAHNSA Kax (c kakum kauecmeom)
KOMIIETEeH I Ymo denaem svinonnsiemes oeticmeue. Coomeemcmesyem
obyuarowutics (kakue OYeHKe «OMIIUYHOY 8 WKAJLe OYEeHUBAHUS 8
Oeticmeusi cnocoben PIII.

BbINONIHUMY),
noomeepacoas sman
0CB0eHUs. KOMnemeHyuu

YKPEIUIEHUU  PEKUMa [ylpaBIeHUYECKHUE [pEXKHMMa CEKPETHOCTU
CEKPETHOCTHU peleHus B OpraHu3aluu

IIEJI0NPOU3BO/ICTBA "

YKpEIUIEHU! pexxuma

CEKPETHOCTHU

Unghopmayuonuvie  mexnonocuu, npocpammHoe  obecneuenue,  MaAmMepUAIbHO-
mexHudeckas 0a3a, oOyeHouHvie Cpeocmeda, HeooXooumvle Ons O0CBOCHUS OUCYUNTIUHDL

a()anmupoeaHbl ons 06yllai0WLl)CCﬂ UHBANUOO8 U 06y‘lalOI/L{MXCﬂ C  OZPpAHUHYEHHbIMU
BO3MOIAHCHOCMAMU 3()Op06b}l.

OcHoBHast uTeparypa:

1. Kysnenos, U.H. Jlenonpou3BoacTBoO [DNEKTPOHHBIN pecypc] : yued. mocobue —
OnekTpoH. gaH. — MockBa : JlamkoB u K, 2014. — 460 c¢. — Pexum pgoctyna:
https://e.lanbook.com/book/50237. — 3ari. ¢ sKpaHa.

2. Kysnernor WN.H. Jlenonpon3BoacTBo [INEKTPOHHBIN pecypc] : yueOHO-CIIPaBOYHOE

nocobue / I.H. Ky3nenoB. — DnekTpoH. TekcToBble ganHbie. — M. : Jlamkos u K, 2014. — 460
c. — 978-5-394-01981-4. — Pexxum noctyma: http:// www.iprbookshop.ru/24781.html
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