AHHOTAIIAAA PABOYEH TPOT'PAMMBI JTUCIUILIUHBI
b1.B.04 «/lenonpon3BoaCTBO U PEKUM CEKPETHOCTH

Astop: Kypaxos A.B.
Koax m HammeHOBaHWe HampaB/ieHMs NOATroToBKH, npoduiasi: 40.05.01 IIpaBosoe

o0ecrneyeHre HALIMOHAJIbLHOI 0€30MIACHOCTH, MEe:KIyHAPO/IHO-IIPABOBAs
KBanudukanus (creneHn) BHIMNYCKHUKA: HOPHUCT
®opma o0yyeHusi: O4HasA

Ileab ocBOeHHST AUCHMIIJIMHBI:

COICWCTBOBAaTh NPUOOPETEHHIO TIYOOKMX W YIHOPSIOYCHHBIX 3HaHUM B oOmactu
JIE€JIOTPOU3BOCTBRA

Ilnan kypca:

Tema 1. BBenenue. OcHOBHbIE NOHATHUSA TUCHUILUIMHBI. Tepmunosorus. Cneunduxa
HACTOSIIIEro Kypca.

Onucanue yuyeOHON JUCITUIUTMHBI U METOJMKU €€ OCBOeHUs. Pacrincanue u TpeGoBaHUs K
OCBOCHHMIO MaTepHalia Kypca (Ha OCHOBE CTaHJapTa CHEHUATbHOCTH). PacKpbITHE OCHOBHBIX
MOHATUH: JCJIONPOU3BOACTBO, JTOKYMEHTHPOBAHHE, CPEJCTBA JOKYMEHTHPOBAaHHWs, 3a/auH,
GopMBI  TOKyMEHTHpPOBaHWsI, CHCTeMa  JOKyMEHTaluu. [IpaBoBoe  peryimpoBaHHE
nenornpoun3BoAcTBa. HopmaruBHas 0a3a ACIIONPOM3BOACTBA M €€ OCHOBHBIC KOMIIOHCHTHI.
Cnyxb6a JI0Y.

Tema 2. lokymeHT, ero csoiictBa. Kinaccudukanus 10KkyMeHTOB

[lonsatue poxymenta. COOTHOIIEHHE TOHATUH «UH(DOpPMAIUS» U <«IOKYMEHT».
OO6menayunsie OCHOBaHUS Kiaccubukanuu. Kpurepun kimaccudukaiuu, wX JOMYCTUMOCTb.
MpaBuna knaccuouumpoBaHus (geneHns obbémMa noHsaTus). Krnaccubukamnms TOKYMEHTOB.
[IpaBuna cocraBnenus. PexBuzutel. FOpuanueckas cuia 10KyMeEHTa.

Tema 3. Buabl JOKyMEHTOB B YIIPaBJICHYECKOH AeATeJbHOCTH

[lonsTre ymnpaBneHYECKOW AEATETBHOCTH, OOBEKTHI, CYOBEKTHI, IETH, BH/IBI.
Odopmierne ympaBieHYeCKOH JokymMeHTaruu. CHCTeMBbl JTOKyMEHTAIluu. SI3bIK W CTHIIb
opUIMATBHBIX JOKYMEHTOB. BHIBI TOKyMEHTOB B  yNPaBICHUYECKOH JESTEIHHOCTH:
OpraHU3alMOHHO-TIPABOBBIC, PACIIOPSAUTEIBHBIC, CIPABOYHO-UH(POPMAIIMOHHBIC, CIPABOYHO-
aHAIMTUYECKHE, [0 TUYHOMY COCTaBY, OYXTaNTepCKOTo yueTa U OTYETHOCTH.

Tema 4. JIo0KyMeHTO00OPOT.

[TonsTHe MOKYMEHTOOOOpOTA, 3aqauyd, MPHHIHUILI, O0bEM, CTaauu, BHYTPCHHHHA U
BHEITHUA  KOHTYPBI  JIOKyMEHTOO0OpOoTa. JlOKYMEHTONOTOKH, OpraHW3amus CO3/JIaHUsA,
00paboTKu, MpuemMa ¥ nepeayu JOKyMEHTOB. THIIOBBIE perUCTPAIMOHHO-KOHTPOIbHBIE (DOPMEI,
WX PEKBU3HUTHL. YUeTHAs MOJUTHKA opranu3anuu. [ padguk qokymeHT0000pOTA.

Tema S. D1eKTPOHHBINH TOKYMEHTO00OOPOT.
ABTOMAaTH3aIMsl MPOLECCOB JOKYMEHTAIMOHHOTO OOECTeUYeHUsl YIpPaBICHHUS.
TepMuHBI 371€KTPOHHOTO JeNONpou3BoAcTBa. [loHATHE 3JEKTPOHHOTO JOKyMEHTa. ATpUOYTHI
IOPUAMYECKON 3HAYMMOCTH DJIEKTPOHHOTO JOKyMeHTa. lloHsATHE CHCTEMBI 3JIEKTPOHHOTrO
nokymentooobopora (C3OJ). Crpykrypa C3OJI. IlpenmymiectBa CHCTEMBI 3JIEKTPOHHOTO
nokymMeHToobopoTa. IIpobrembl GopMHpOBaHUS M BENCHUS €AMHOW CUCTEMBI SJIEKTPOHHOTO
nokymentoobopora. Buasl CO/I. IIponecc u stanst BHeapenus CO/I.



Tema 6. CucremMaTH3anusa M y4eT JOKYMEHTOB B OPraHu3anuu (HOMEHKJIATypa JaeJ).

Howmenknarypa nen. @opmupoBanue u opopmieHue aen. YuerHole Gopmsl. Ilouckosbie
CUCTEMBbI. OKCIEepTU3a LIEHHOCTH JOKyMeHToB. ®dopmupoBanue u odopMieHHE JeIl.
OmnepatuBHoe xpaHeHue. [loAroroBka k ciade B apxuB. Y HIUTOXKEHHUE.

Tema 7. Opranuszauusi padoTbl ¢ 00palIeHUSIMHA TPAKIAH.

Hcropus uHcTuTyTa OOpallleHus rpakjaH K BiaacTH. Buubl oOpamieHuii rpaxkiaH U UX
ocoOeHHocTH. DopMbl OOpalieHuil. OTanbl BeAEHUs JAEIONPOU3BOJACTBA 110 OOpaIIEHUSIM
rpaxaan. Cpoku u crmocoObl 00paboTKH MUCHMEHHBIX 0OpaIieHuii rpaxaan. opMupoBaHUe e
1o oOpaleHusM TpaxkaH. AHaIUTH4YecKas padoTa ¢ MUCHbMEHHBIMU OOpAIIECHUSMHU TPaXIaH.
PaGota ¢ ycrtHeiMHM oOOpameHusiMu Tpaxkgad. OpraHuzanus JHYHOTO TNpUEMa TpakIaH B
aJIMMHHCTPALIHH.

Tema 8. Ilopsamxok oOpameHusi ¢ JOKYMEHTaMH,
HHpopManHIo

[Tonsitue Taitubl. ['ocynapcTBeHHasi, BOEHHas, cCiy)keOHasi, Hajoromas, OaHKOBCKa,
KoMMepueckasi TaifHa. OCHOBHBIEC MOHSTHSI CEKPETHOTO JICIONPOM3BOJICTBA: CEKpeTHas padoTa,
CEeKpPEeTHOE W3JIelHe, CEeKpeTHbI JokyMeHT. CremeHb cekpeTHocTH, rpudsl. CekpeTHOE
nenornpousBoactBo (C/II): mopsaok pa3paboTku, ohopMIIeHHs, yueTa, XpaHeHHs, 00paleHus,
Pa3MHOXKEHUs, IEPEChUTKA U YHUUYTOXKEHUS CeKPEeTHBIX JoKyMeHToB (CJ]).

[lonaTue pexuma, pexUMa CEKPEeTHOCTH, PEeXHMa KOH(QUACHIHATBLHOCTH. PexumHO-
cexkpetHbie opranbl (PCO). [lomyck k rocyaapcTBeHHoi TaitHe. [IponmyckHoi pexxum. KoHTpoib
3a COOJIOZICHUEM YCTaHOBJICHHBIX TpPEOOBAaHUI pEXHMa CEKPETHOCTH B TOCYAApPCTBEHHBIX
yupexaeHusX (KOH(UICHIMATbHOCTY W KOMMEpPYECKOM TalHbl B HEroCyJdapCTBEHHBIX
yupexaenusx). [Ipopunakruueckas pabora ¢ mepcoHasoM. OTBETCTBEHHOCTh 3a HapyLICHHE
peXuMa ToCy1apCTBEHHOU TalHBI, CITYKEOHON, KOMMEPUYECKOHN TailHBI.

COIePKANUMH  CJIYKEeOHY 10

DopMbI
arTecTalMu.

Ilepeyenb KoMIeTeHUMH ¢ YKa3aHHMeM 3TanoB UX (OPMHPOBAHUSA B Ipolecce
OCBOeHUsI oOpa3oBarebHO mporpammbl. Iloka3atesm uM KpUTepUH OLEHHMBAHUA
KOMIIETEHIUI ¢ y4eTOM 3Tana ux GopMupoBaHus

U MeTOAbl TEeKYIIero KOHTPOJIA YCINeBAeMOCTH M IPOME:KYTOUYHOM

Ko HaumenoBanue Kon HaumeHoBaHue 3Tana 0CBOCHHUS
hi} KOMIIETEHIINH JTana KOMIIETEHIIUN
KO OCBOEHUS
MIETEHIIH KOMIIETEHI]
" U
OIIK-2 CIOCOOHOCTBIO oIl CIIOCOOHOCTH OCYLIECTBIIATh
peann30BbIBATh HopMmbI | K-2.2.1 nojJepKaHue Mupa U 0e30MacHOCTH,
MaTepUaIbHOTO u pa3BUTHE APY>KECTBEHHBIX OTHOIIECHUMN
IIPOLIECCYATIbHOTO  IIpaBa, MEXIY rocyapcTBamy,
3aKOHO/1aTEIbCTBO COTPYJIHUYECTBA B paspelieHun
Poccniickon denepanuu, MEKTyHapOAHBIX npobiieM "
oOuienpu3HaHHbIe o0ecreyeHny 3aluThl MpaB 4YeJOBEKa,
MIPUHLIMATIIBI U HOPMBI PYKOBOJICTBYACh  OOIIENpPU3HAHHBIMU
MEXIyHapOAHOIO IpaBa B NPUHLIAIIAMU u HOpMaMu
npodeccuOHATBLHON MEXIyHapOJHOIO IIpaBa, OCHOBHBIMHU
JeSITeIbHOCTU M0JIO’KEHUSIMU KOHCTUTYLIUI




3apyOC)KHBIX CTPaH
0) CITIOCOOHOCTh OI1 CIOCOOHOCTh MPUMEHSITh
I[IK OC-4 | o6HapyxwuBath peanbHbie u | K OC-4.1.3 | METObI MPOTUBOACHCTBHS PEATbHBIM U
CKPBIThIE yTPO3bl CKPBITBIM YIpO3aM B HPaKTUYECKOU
0e30macHoOCTH JIeATEILHOCTH OPTaHOB U OpraHu3aIuil
NEeSTeNIbHOCTU OpPraHoB U
opraHuzanui
IT CIOCOOHOCTHIO K- CIIOCOOHOCTD MPUHUMATD
K-18 MpUHUMATh  onTuMaliibHbie | 18.1.2 ONTUMAJIbHBIC YIIPABIICHUYECKUE
yIpaBlIeHUYECKHE PEIICHHUS pelieHus B OpraHH3aIiH
JIEJIOTIPOU3BOJICTBA M YKPETUICHUU
pEeKHMMa CEKPETHOCTH

1. Onpoc — mnonydeHue HHGOPMAIMM Ha 3aJaHHYI0 TeMy, B XOJe coOeceloBaHHs ¢
00yYaroImuMCsl C IENbI0 BBISICHEHHSI €T0 TIO3UIIUU, MHEHHSI, 00beMa TTO3HAHUH.

2. Jloxna mpoIyKT CaMOCTOSITEIIbHON paboThl 00yJaroIIerocs, MpeACTaBIISIONNi co00it
nyOJIMYHOE BBICTYIUICHHE TI0 TPEICTABICHUIO IOJYYCHHBIX pe3yJbTaTOB HCCIICIOBAHUS
OTIpeIeNIeHHON y4eOHO-TIPaKTHIECKOH, yaeOHO-HCCIIeIOBATEIbCKOM HITH HAyYHON TEMBI.

3. CuryanmonHas 3ajada -

COBOKYIIHOCTb  YCJIOBMIA,

CBEJICHNH, HWMUTHUPYIOIIAs

CUTyallUlO, MOT'YHIYIO BO3HHUKHYTH B peaﬂBHOﬁ HeﬁCTBHTCHBHOCTH, Tpe6y}oma;1 A1 CBOCTO

peuIeHus NPAKTUKO-OPUEHTUPOBAHHBIX 3HAHUM.
DopMOH TPOMEKYTOUHOM ATTECTALMU BBICTYIIAET: 3a4ET

Ixana oneHuBaHusd.

dran IMoka3zareanb Kpurepunii oueHuBanust
OCBOEHHUS OLleHUBAHMS Kax (c kaxum kavecmeom) svinonnaemcs
KOMIIETeHIHT Ymo denaem oeticmeue. Coomseemcmeyem oyenke
o6yualowuiics (kaxue «omau4Hoy 6 wikane oyenueanus é PI1J].
Oeticmeust cnocobern
BHINONIHUMD),
noomeepicoas Iman
0CBOeHUsA KOMNEemMeH YU
OIlK-2.2.1 - [IPUMEHEHUE - YBEPEHO U I'PaMOTHO IPUMEHSET
CIOCOOHOCTD 3HaAHUHI 3HAHUA O0ILLENPU3HAHHBIX PUHIIUIIOB U
OCYHICCTBJIATD O6U.ICHpI/13HaHHLIX HOpM MCKAYHAPOAHOT'O IpaBa B
NoJIEpKaHUEe MUpPA U | IPUHLUUIOB W HOPM | pELIEHUU CUTYyalui nmpodeccnoHanbHOMl
6C3OHaCHOCTI/I, MCKAYHAPOAHOI'O IIpaBa | ACATCIIbHOCTH,
pa3BuTHE B pEUICHUH CUTYalMH |- IIPOEKTUPYET  MEXAYHAPOIHBIN
APYKCCTBCHHBIX HpO(beCCHOHaHBHOﬁ AOroBop C OHOpOﬁ Ha OCHOBHBIC
OTHOILUEHUN MEXY | AESITEIBHOCTH; MIOJIO’KEHUSI KOHCTUTYLUH 3apyOeKHBIX
rocyaapCTBaMu, = OATOTOBJICH CTpaH H Poccuu B COOTBETCTBHE C
COTPYAHUYECTBA B | IPOEKT MOCTABJICHHOM IIEJTBIO
paspeleHun MEX1yHapOJIHOI O
MEXIYHApPOIHBIX JIOTOBOpPA € OMNOpOM Ha
HpO6HeM Hn | OCHOBHEIC ITOJIOKCHHUA
o0ecrieueHnH 3alUThl | KOHCTUTYIUI
npaB YeNOBEKa, | 3apyOeKHBIX CTpaH W




Jran Iloka3zarennb Kpurepuii ouennBanus
OCBOCHHNHA OILICHUBAHUA Kax (C‘ KaxKkum Kaqecmeom) 6blNOJIHAEMCA
KOMIIETEHIUI Ymo denaem oeticmeue. Coomeemcemeyem oyenke
obyualowuiics (KaKue «omauyHoy 6 wikane oyenueanus 6 PIIJ].
Oelicmeusi cnocobex
BbINOTHUNMD),
noomeepaicoas dman
OCBOEHUSl KOMNnemeHyuu
PYKOBOJCTBYSCH Poccun
o01Ienpru3HaHHBIMU
MPUHLMIIAMHA u
HOpMaMHU
MEKTYHapOAHOTO
1pasa, OCHOBHBIMHU
MOJIOKEHUSIMHU
KOHCTUTYILIUH
3apyOCIKHBIX CTPaH
OIIK OC-4.13 |- JEMOHCTpPALINSA - NpOSIBIISIET TMPO(EeCCHOHAIBHYIO
CIOCOOHOCTh npo¢eCCuOHATLHON APYIHUIINIO B MeToaax
MIPUMEHSTh METOJIbI | 3pYAULUMHA B  METOJAX | IPOTUBOACHCTBUS pEaIbHBIM u
MIPOTUBOJEHCTBUS MPOTUBOICUCTBUSA CKpBITBIM yTpO3aM B MPAKTUYECKOM
PEAIBHBIM U CKPBITHIM | pEAUIBHBIM W CKPBITBIM | J€ATEIIBHOCTH OPraHOB;
yrposam B | yrpo3am B|- npodeccCuoHaNbHO  3PYIHUPOBAH
[IPaKTUYECKON IIPaKTUYECKON B METOJaX IIPOTUBOJAEHCTBUS PEAILHBIM
JIEATEIbHOCTH OpPraHOB | AEATEIbHOCTH OPTAHOB; | U CKPBITBIM yIpo3aM B IMPaKTHUYECKOU
Y OpraHu3aui - JIEMOHCTpALIUS JIEATEIIbHOCTH U OpraHU3aLnii;
npodeccnoHanbHOM - IrPaMOTHO IIPUMEHSAET METO/bI
SPYAMIMM B  METOJAx | IPOTHUBOAECHCTBHUS pEaIbHBIM u
MIPOTUBOICHCTBUS CKpBITBIM  yrpo3aMm  JeATEJIbHOCTH

peanbHBIM M CKPBITHIM
yrpo3am B
MPAKTUYECKOU
NEeATENbHOCTH
OpraHM3aLNii;

- MIPUMEHSFOTCS
METO/bI
MPOTUBOJICUCTBUSA
peanbHBIM M CKPBITHIM
yrpo3aMm JIeATeIbHOCTH
OpraHOB U OpraHU3alNU

u

B peLIeHU
npodeccrnoHaTbHBIX
3a1a4

OpraHoB M OpraHu3alid B PCIICHHUU
npoecCHOHANBHBIX 3a/1a4

IK-18.1.2: - OpHUEHTHUPYETCS B | - YBEpEHO  OpHUEHTHPYETCS B
CIOCOOHOCTh BEICHUU BEJCHNUU JIeIIONPOU3BOJCTBA U MpaBUIIaxX
IIPUHUMATh NEJIONPOU3BOACTBA U [COOIIOACHHS PEXKUMA CEKPETHOCTH;
ONTUMAJIbHBIE NpaBUIax  COOJIOJECHHUSA | - KBAJTM(HUIUPOBAHO MPUHUMAET
yIpaBIE€HYECKHE pEKHMMa CEKPETHOCTH; ONTHMAaJIbHbIE YIpaBIE€HYECKHE
peleHus B| - HNPUHUMAET pereHus B OpraHu3aIuu
OpraHu3aluu ONTHMAaJbHbIE NEJIONPOU3BOJACTBA M YKPEIUIEHHUU
JIeJIONIPOU3BO/ICTBA U [ypaBIEHYECKHE [peKuMa CEKPETHOCTH
YKPEIUIEHUH  pEeXXuMa [pEeIeHUs] B OpraHHU3aliu
CEKPETHOCTH NIeJIONPOU3BOICTBA u




OCBOEHM S OLICHUBAHUA Kax (c kaxum kauecmeom) evinonnsiemcs
KOMIIETEHIHH Ymo denaem oeticmeue. Coomsemcmeayem oyeHKe
obyualowuiics (KaKue «omauuHoy 6 wikane oyenusanus ¢ PIIJ].

Jran Iloka3zarennb Kpurepuii ouennBanus

Oelicmeusi cnocobex
BbINOTHUNMD),
noomeepaicoas dman
0CB0€CHUsL KOMNEMEHYUU

YKpEIIEHUU pexuma
CEeKPETHOCTH

Hngpopmayuonnvie  mexnonocuu,  npocpammHoe  obecneuenue,  MamepuaibHo-
mexHuueckas 0asa, OYEHOUHble CPedCmed, Heobxooumble Oisl O0CB0CHUs OUCYUNIUHDL
aoanmuposanvl Ol 00YYAOWUXCS  UHBAIUO08 U  O0OYHAIOWUXCA C  OCPAHUYEHHbIMU
BO3MONCHOCHAMU 300POBbSL.

OcHoBHasl JquTepaTypa:

1.

2.
3.

e

Anppeena B.W. JlenonpounsBoAcTBO: opranuzamus u seaenue. - M.: KnoPyc,
2007.

bacosckas T.E. [lenonpousBoctBo: yueOHuk. M., 2009.

JenonpounsBoactBo: O0pa3ibl, TOKyMeHTBI. OpraHu3aIysi ¥ TEXHOIOTHS paOOTHI.
— 3-e m3a. iepepad. u gom. / B.B. I'anaxos, N.K. Kopuees u np., mox pex UK.
Kopneesa, B.A. Kyapsesa. — M., 2010.

Kysnenosa T.B. [enonpoussoactso. - M,: ®OPYM, 2010.

Kynpsies B.A. Opranuzanus pabotsl ¢ fokymeHTamu. - M.: UHOPA-M, 2007
Jlapun M.B. YnpaBnenue fokymMeHTaluel B opranuzamusax. M. Hayunas kuura.
2002

Hekpaxa A.B. Opranusaiusi KoHGUACHIIMAIHLHOTO EIOMPOM3BOJICTBA U 3aIllUTa
uHpopMmaruu: yueb. moc. / A.B. Hekpaxa, I'.A. IlleBnioBa. — M.: AkageMudecKuii
[Ipoekt, 2007.

Pymbianna JI.A. JlokyMeHTaIMOHHOE 0OecIiedeHre yrpaBieHus: yueonuk / JLA.
PymbinnHa. — 6-€ u3a., ctep. — M.: M3patensckuil neHTp «Akaaemus», 2008.
Crenanos E.A., Kopueer U.K. MadopmarmonHas 6€30MacHOCTh U 3alUTa
uH—~popmanuu,- M.r UHOPA-M, 2001.
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