MMWHUCTEPCTBO HAYKHA U BBICIIETI'O OBPA3OBAHUSA P®
depepaibHOE rOCy/JapCTBEHHOE 0I0/pKeTHOe 00pa3oBaTe/ibHOE yUpeKAeHHe
BbICIIero o0pa3oBaHMs
«JATECTAHCKUH I'OCYJAPCTBEHHbLIN YHUBEPCUTET»
HOpuanuecKuii HHCTUTYT
Kadeapa agMmuancTpaTHBHOTO0, (UHAHCOBOT0 W TAMO)KEHHOT'0 MpaBa

PABOYASA ITPOT'PAMMA JNCHUIINHBI

AEJIOITPOU3BO/JCTBO IITPABOOXPAHUTEJ/IBHBIX OPI'TAHOB 1
PEXXM CEKPETHOCTHA

O6pa3oBaTe/nbHas MporpaMma

40.05.01 ITpaBoBoe obecrieueHHe HAIHOHA/TLHON 0€30MaCHOCTH

YpoBeHb BbICIIEro 00pa3oBaHus
Chneuuanurer

dopma o0yueHus
ouHasi

CTaTyc JUCIIMIIVIMHBI:
BXOAUT B 4d(CTh, (l)OpMI/IpyEMYIO Y4daCTHUKAMHU OﬁpaBOBaTEJIBHI)IX OTHOIIIeHUH

Maxaukaia —2021 ropg,



Pabouasi mporpamMma JJUCLIMIUIMHBI «/]enorpon3Bo/[CTBO MPaBOOXPaHUTEIbHbIX
OPraHOB U PeKUM CeKpPeTHOCTU» cocTasjieHa B 2021 rogy B COOTBETCTBUU C
tpeboBanussMu @I'OC BO 1o criermansHocT 40.05.01 [TpaBoBOe obecrieueHue
Hal[MoHaIbHOM Oe3oracHOCTU (YpoBeHb crieljuanuteT) oT 19 gekabpst 2016 1. Ne
1614.

Pa3pabotunk(u): Kadeapa aJMHUHHACTPATUBHOTO, (PMHAHCOBOTO W TaMOXXEHHOTO
rpaBsa, AnveBa JibMupa ballvpoBHa, K. 3. H., JOLIeHT.

PaGouas mporpaMma AUCHUMUILTHHBI 000peHa:
Ha 3acemaHuH kKadeapbl aJAMHHHCTPATHBHOrO, (PHHAHCOBOrO W TaMOKEHHOIO
npasa ot «26» ¢espans 2021 r., nporokos Ne 6

3aB. kadenpoi ﬂ’f//‘; ~Apcaanbexosa A.3.

(noAanuMchb)

Ha 3acefaHHH MeTOAMYECKOH KOMMCCHM IOPHAMYECKOro HMHCTHTyTa OT «20»
mapta 2021 r., npotokosn Ne7

[Ipencenarens ,ﬂ%’ ApcnanbekoBa A.3.

(rmoamucs)

PabGouass nporpamma AHUCLUMIUIMHBI  COTJIACOBAHA %?HO-MGTOHHHCCKHM
-~

ynpasjieHHEM « %4 » y2ZZ4 2021 .

(ﬁOJHHCb)



AHHoTanus padoyeil MpOorpaMMbl JUCIUATUTAHBI

OuciynivHa — «/lesIonpou3BO/ICTBO  TPaBOOXPAHUTENBHBIX OPraHOB U PeXUM
CEeKPeTHOCTW» BXOJWUT B 4YacTh 00IleoOpa3oBaTeNbHBIX AUCLMIVIAH  TIO
CreLuaJbHOCTH 40.05.01. «ITpaBoBoe obecnieueHue HaL[MOHA/IbHOU
6e3oracHoCTH» ( YPOBEHb CIIEIMa/IUTeTa).

OucuunnuHa  peanusyeTcsi B IOpDUAWYECKOM  MHCTUTYTe  Kadeapou
aZIMUHUCTPATUBHOTO, (PUHAHCOBOT'O U TAMOXXEHHOTO MpaBa.

CopepkaHyde  JUCLMIUIMHBI ~ OXBaTbIBaeT KPYr  BOIIPOCOB, CBSI3aHHBIX C
HeoOXOAUMOCTBI0O paboThl C AOKYMEHTaMH , BeJileHHMeM [Ie/IoTIPOU3BO/ICTBA B
1jesioM, obecrieueHHeM KOHTPOJISI HaJl PEXXKMMOM CEeKPeTHOCTH B OTHOIIEHHH
KOHGbUIeHIUATBHBIX TOKYyMEHTOB.

OucuunvHa HauesneHa Ha  (opMUpOBaHWe — CAeAYIOLIUX — KOMIETeHLUH
BBIMYCKHUKA: YHHUBepCa/lbHbIX —YK-1, ob1ienpodeccroHanbHbIX -OIK-5.

[NperofjaBaHyie JUCIUIIMHBI TIpeAyCMaTpPUBAeT MPOBeJeHUe CelyIOIUX BHU/IOB
yueOHBIX 3aHATHN: /eKyuu, Npakmuueckue 3aHAMusi, CamocmosimenbHble U,
KOHMPO/bHble pabombi.

Pabouass mporpaMMa [AWCLIMIIIMHBI TIpeycMaTpHBaeT TMPOBeeHUe CJIeYOIUX
BUJIOB KOHTPOJISI YCIIeBaeMOCTU B (popMe TMpoOBeieHUs] TeCTHPOBaHUs, OMpOCa,
TIPOBeJieHUsT KOHTPOJBHBIX paboT, B TOM uUHC/le, pelleHus 3aJad |
TIPOMEXXYTOUHBIM KOHTPOJIb B (hOpMe 3aueTa.

O6bem JUCLIUTIIMHBI 23a4eTHBIX e[IMHUL], B TOM uKc/ie 16 MeKIIMOHHBIX 3aHATHH,
16 nmpaktnueckux 3anstuu, 40 yacoB CPC. Cemectp — V.

Cemec YueOHbIe 3aHATHS dopma
TP B TOM 4MCJIe IIPOMEe)XYTOYHOU
KoHTakTHast paboTa 00y4aroIuxcsi C Ipero/jaBartesieM CPC, | arrectauyui (3aver,
Bcer U3 HUX BTOM | AuddepeHLMpoBaH
0 Jlekty | JTabopatopH | ITpaktnue | KCP | KoHCy/bTa | YHC/IE HBIN 3auer,
15171 ble 3aHATHUS CKue 115151 9K3am 9K3ameH
3aHATUS eH
5 72 16 16 40 3auer

1. Ileiu ocBOeHMSA M CLIUTLTAHbI




«/1enornpor3BOACTBO  MPAaBOOXPAHUTEIbHBIX  OPraHOB U PEXUM
CEeKPeTHOCTU»  TIPeroflaeTCs B pa3/IMuUHBIX By3ax [/Is1 CTyZeHTOB Bcex ¢opM
o0OyueHus B C/IeJYIOIIUX TIeJIsX:

1) o0y4YeHMs1 CTyJI€HTOB 3HAHMSM, YMEHUSIM M HaBbIKaM, HEO0XOOUMbIM
B paboTe C JOKyYMEHTaMU;

2) NpUBUTHAE OOy4YarOIIMMCS 4YyBCTBA BBICOKOW OIUTEIBHOCTH,
OTBETCTBEHHOCTH 3a COXPAaHHOCTb TOCYJAapCTBEHHOM TaillHbI, CTPOroro M
HEYKOCHUTEJIBHOTO COOJIIONEHNS peXKMMa CEKPETHOCTH.

3aauu AUCIUI/IAHBI:

1) BeneHue KOH(PUIEHIMAILHOTO IeJI0IPOU3BOJICTBA;

2) obecrieyeHre KOHTPOJIS Hall pesKMMOM KOH(MUIEHIIUATbHOCTH;

3) opraHuzanysi W BedeHUE  BJEKTPOHHOIo  KOH(UIEHIIMAJIbHOIO
TeJI0IPOM3BOJICTBA;

4) BHeceHUe OOOCHOBAHHBIX IIPEIJIOKEHUI PYKOBOJICTBY YUpPEXKIEHUS I10
BOIIpOCaM;  OpraHM3allid W  COBEPILIEHCTBOBaHWS  KOH(PUIEHINAJIbHOTO
TeJI0IPOM3BOJICTBA;

5) u3ydeHue HampaBjIeHU M HOPMATHBHO-METOOUYECKUX TOKYMEHTOB IIO
MH(POPMAILIMOHHOM 6€30MacHOCTU U 3allUTe MHPOPMALINK;

6) BocmMTaHue KYJbTYpbl pabOThl ¢ TOKYMEHTHpPOBaHHOI MHoOpMaIueit,
TpeOyrolIeil 3alUTHI.

2.Mecto gucnuiuimHbl B cTpyKTrype OOII cienpmanurera
«/1esIoNpOn3BOICTBO  TMPAaBOOXPAHUTE/IBHBIX ~ OPraHOB U PEXUM
CEeKPeTHOCTW» BXOAWUT B 4YacThb 00Ieo0pa3oBaTeNbHBIX AWCLUIUIAH — TI0
CreLuaJbHOCTH 40.05.01. «ITpaBoBoe obecnieueHue HaL[MOHA/ILHOU
6e30I1acHOCTI».
HuciurivHa BeaeTcs B 5 ceMecTpe U 6a3upyeTcsl Ha BXOIHBIX 3HAHMSIX TI0

cleoyrolM IUcHUmanHaM: Pycckuii sI3bIK B JgenoBoii pernyTanuu; MapopmaTuka
1 uHPOPMAILIMOHHbIE TEXHOJOTMM B MOpodecCuoHaJbHON  HEeSITeIbHOCTU,
HMudbopmalimoHHoOe obecrieueHre BbISIBJCHUSI IPECTYIIeHUIA.

CryneHTbl HOJKHBI 3HATh IOPUIMYECKHE OCHOBBI OEJIONPOM3BOJCTBA U
BeJIEHUSI CEKPETHOro MOeJIONpPOUu3BOACTBA o00jamaTh YMEHUWEM aHaJIMTU4YeCKOM
NIesITeJIbHOCTH, MO3BOJISIIONIEN  pa3pabaThiBaTh U IPaBUJIBLHO  OQOPMISITH
opugudecKue U CIyKeOHble JOKYMEHThbl, TIpPaMOTHO JOKYMEHTHUPOBATh,
MNpecTyIUieHUsT W  aAMUHUCTpATUBHBIE  IIpaBOHApylleHUs, CcoOJoaaTh B
npodeccruoHalIbHOMN NesATeIbHOCTU TpeOOoBaHUS HOPMATUBHBLIX MPaBOBLIX aKTOB B
o0JlacTU 3alIUThl TOCYJapCTBEHHOM TaliHbI M MH@MOpPMAIMOHHOK 0€30MacHOCTH,
obecrieunBaTh COOIIOIEHNE PEKMMA CEKPETHOCTH.

3. Komnerenuuu odyuaromerocs, popmupyemMbie B pe3y/ibTaTe 0CBOEHUs
AMCIUIUINHGI (MepeYeHb IVIAHUPYEMbIX Pe3y/IbTaTOB 00ydYeHusl) .

| Kog u | Kog u | IInanupyeMsle | ITpoiemypa |




HauMeHOBaHU | HAaUMEeHOBaHHUE pe3ynbTaThl O0YYEeHUsT | OCBOEHUS
e MHOWKaTopa
YHUBEPCAJIbHO | JOCTUXKEHUS
u YHUBEPCAaJIbHOU
KOMIIETEHIIUU | KOMIIETEHIIUHU
BBITYCKHUKA BBIIYCKHUKA
YK-1 YK-1.1. HaxoauT u 3HaeT: cucTemy yvyeta n | YCTHHIH
Criocobex KPUTNYECKN NPUHLNNbI 0IIpOC,
OCYILIeCTB/ISITh aHaJINSNPYET UH- KaJlbKyJInpoBa- TEeCTHPOBAH
KpUTHUECKHiA dopmauutio, HUA ncMcTeMaTusa- ue
AHA/IN3 Heobxooumyto unn,cnctemoobpasytowim
TTPOOIEMHBIX AN PELIEHNA N
. nocTaBNeH- 3/1IEMEHTbI NPUHLMNMbI NX

CUTyallX Ha o

HOW 3aja4u; dopmMumpoBaHmA
OCHOBE YK-1.2. YMeeT:aHanM3npoBsaThb,
CHCTEMHBIX AHanusupyer 3a- TOJIKOBaTb U MPaBUJIbHO
NO0AX0N0B, Navy, Bbloensasa ee NMPUMeEHSTb NpaBoBbIe
BpraGaTbIBaTb 6a3OBbIe HOop-
CTpaTeruto cocTaBifawoume. Mbl;OCYLLLECTBNATbL KOM-
NerCTBUN PaccmaTpuBaeT MAEKCHbIN

pa3finyHble CpaBHUTENbHO-

BapuaHTbl peleHns | MpPaBoBON aHan3

3a4a4un, oueHnBas HOpMa-

NX OOCTOMHCTBA U
HefoCTaTKM.
YK-1.3. 'paMOTHO,
JIOFNYHO,
aprymMeHTUpOBaHHO
dhopmynupyet
cobCTBEHHbIE
CYyXXAEHUA n
oueHkun. OTnn4yaeT
daKTbl OT MHEHUHN,
WHTepnpeTauun,
OLLEHOK U

T.0.B
pacCy>XAeHNAX
APYruX y4aCcTHUKOB
NesATeNIbHOCTMU.

TUBHbIX aKTOB
BnapoeeT: OCHOBHbIMW
HaBblKaMWn NPaBOBOro
aHa-

JIn3a;HaBblKaMun
aHanm3a

pPa3/InYHbIX NPaBOBbIX
AB-

JIEHUN, IOPUONYECKUX
dhak-

TOB, MPaBOBbLIX HOPM U
MPaBOBbIX OTHOLLUEHUN,
ABNAOLWMNXCA
obbekTamu
npoeccnoHaNbHOW
nes-

Te/IbHOCTN

3HaeT: NpaBuJIbHO U No-
FMYHO paccyxnaThb,
oTNun-

4aTb (PaKTbl OT MHEHUNA.
YMmeeT: Onpenensatb u
OLEeHNBaTb
npakTnyeckmne
rnocnencTeuns
BO3MO>XHbIX

peweHnin 3aga4dn.
BnapeeT: HaBblkaMu N0-
FMYHO U
apryMeHTUpoBaH-




HO paccy>KaaThb.

OIIK-5

CriocobeH
pa3pabaTtbIBaTh
TripolieccyasibHble
u cnyxebOHbIe
JIOKYMEHTbI B
chepe cBOeM
rpogeccuoHabH
O JlesiTeTbHOCTU

OlK-5.1. NMNoHumaeT
ocobeHHOoCTHn
CoCTaBJiIeHUs
npoueccyasbHbIX U
CNy>XebHbIX
NOKYMEHTOB

nna obecnevyeHus
OCYLLLECTBIEHUS
npogecCcMoHaIbHON
NEeATeNIbHOCTMW.
ONK-5.2.
OdopmnseT
npoueccyasibHble U
cnyxebHble
NOKYMEHTbI C
y4yeToMm
ocobeHHoCTEN
NPUMEHEHNS
NMUCbMEHHOI 0 NN
3/IEKTPOHHOr 0
AOKyMeHToobopoTa
OMNK-5.3. CnocobeH
KOHTPOIMPOBaTb
NPaBUIbLHOCTb U
CBOEBPEMEHHOCTb
COCTaB/IeHUA n
3anoJsIHeHns
IOPUONYECKNX
NOKYMEHTOB.

3HaTb: TpeboBaHuA,
npeanbsBAseMble

K OCHOBaHUAM, NMopsaaKy
N CpOKaM COCTaB/IEHMUSA
rnpoueccyasnbHbIX U
cnyebHbIx
OOKYMEHTOB, B TOM
yncne n K

CeKpeTHbIM, B chepe
obecnevyeHus
HaUWOHaIbHON
6e3onacHocTHn

YMeTb: pa3pabaTbiBaTbh
rnpoueccyasbHble U
cny>xebHble LOKYMeHTbI
B TOYHOM COOTBETCTBUU
C NpeabABSAEeMbIMUA
TpeboBaHuaMN B chepe
obecneyeHus
HaLMOHaIbHOW
be3onacHocTKn
BnapoeTb: HaBblIKaMun
CoCTaB/ieHus
npoueccyanbHbIX U
cny>XebHbIX OOKY-
MEHTOB ANS
obecnevyeHus
OCYLLEeCTBNEHNS
npoceccnoHaNbHOW
nesaTeNlbHOCTH.

3HaTb: BUAb
npoueccyanbHbIX U
cnyebHbix
OOKYMEHTOB, MOPSALAOK U
CPOKM

coBepLueHuns
npoueccyasnbHbIX
0EeNCTBUN, NOJIHOMOYUNSA
YMNOJIHOMOYEHHbIX
OpraHoB U
DOJIPKHOCTHbIX SINLL MO
COCTaBJIEHUIO
npoueccyanbHbIX n
cnyebHbix
OOKYMEHTOB; OCHOBHbIE
TpeboBaHug,
npenbsaBasgeMble K
DOKyMeHTaM

YMeTb: MmogennpoBaTb U
onuncbiBaTb B

TeKCTax lpnanvecknx
OOKYMEHTOB

YcTHBIN
OIpoc,
TECTUPOBaH
ue




BO3MOXXHble U3MEHEHUS;
NMPUMEHSATb
MoJsly4eHHble
TeopeTnyeckme 3HaHus
K

KOHKPETHbIM
CUTyaumsam, CBA3aHHbIM
C

0eAaTeNbHOCTbIO
OpraHos,
obecnevnBatoLLnx
HaUNOHaNbHYIO
be3onacHoOCTb;
NpaBUJbLHO MPUMEHSATb
MoJsly4eHHble

3HaHWUS Npun
pa3peweHnmn Konan3ni
HOPMaTUBHbIX MPaBOBbIX
aKTOB; COCTaBNATb
opuanyeckmne um
npoueccyasbHble
DOKYMEHTbI, B TOM
4yucsae NPoeKThl
HOPMaTUBHbIX NPaBOBbIX
aKTOB

BnageTb: HaBblKkaMWu
NCNoJib30BaHUSA
3NEKTPOHHbIX
TeXHOoJIornum npu
OoKymeHToobopoTe,
HaBblkaMu paboTbl C
KOMMbIOTEPOM

3HaTb: hopMbl, BUAbLI U
MeTOoAbl KOHTPOJIA, Lenn
W 3afa4vun, cogepxaHue
KOHTpPOJI4,
OCYyLWeCTBNATb
KOHTPOJ1b
0OCTOBEPHOCTM
CBeOEHUNN, OTParKEHHbIX
B IOPMANYECKOM
OOKyMeHTe

YMeTb: COCTaBATb
opuanyeckmne
OOKYMEHTbI, BbISABAATb
ownbkun npm nx
COCTaB/IEHUMN.
BnapeTb: topngnyeckon
TepMUHONOrnen;
HaBblkaMun paboTbl C
npaBoBbIMU

aKTaMW; HaBblkaMu
aHaNn3a pasINYHbIX
MpPaBOBbIX ABJIEHUN,




topNANYECKNX

M NMpaBoOBbIX
oTHOLUeHUN,
ABNAKOLLUNXCA
obbekTamm

HaBblKaMu Mo
pa3paboTke un

COCTaBJIEHUN
NOKYMEHTOB

(haKTOB, NMPABOBbLIX HOPM

npoeccnoHaNbHON
DeATeNbHOCTH,

BbISIBJIEHNIO OLLMOOK npu

4. O0beM, CTPYKTYypa U Co/iep)KaHue JUCLUIINHBI.
4.1. O6beM JUCLMIUIMHBI COCTAB/ISIeT 2 3aUeTHbhIe eIMHMIILI, 72aKaJleMHUUYeCKUX

Yacd.

4.2. CTpyKTypa AUCLUIIUHBI.

Pa3penbl U TeMbl

Bupb1 yueoHoM
padoThI, BK/IIOYas

DopMBbI TeKy1ero
KOHTPOJIA

€
o
No JUCLUILIUHBI a CaMOCTOSATEe/IbHYI0 9 ycrieBaemMocTu (no
n/n 3] paboTy CTYy/IEHTOB U ‘:" Hede/151M ceMecmpa)
? g TPYA0EMKOCTh (B e dopma 3
asa bt yacax) é NPOMEeXyTOUHOU
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1 Mopayas 1 3 6 YcTHBIN ompoc,
Haznauenue cinykeOHBIX CprHTaHbHBIﬁ omnpoc,
IoKyMeHTOB. OCHOBHBIE KOHTP p ab WU
TpeboBaHMsI,
TeCTUpOBaHue
NpEeabABISICMBIC K
COCTaBJICHUIO U
0(pOPMJIEHUIO CITY3KeOHBIX
JOKYMECHTOB.
2 | Cucrema 2 4 Y CTHBIH OrIpOoC,
OPTaHU3aUNOHHO- GbpoHTaNMBHBIA  OMpOC,
ACIIOPAOIUTEIIBHON
bactiopaz KOHTp.  pab.  wm
JOKYMECHTaALWN.
PexkBU3UTHI ClTy:KeOHBIX TECTUpOBAHNE
JOKYMCHTOB
3 | MokymenToobopor. 2 4 YCTHBIH OIIpOoC,
Opranuzanus paboTHI ¢ (prHTaJIbeIf/'I orpoc,
JOKYMEHTaAMU U UX
KOHT]. pab. W
xpanenne. ConepskaHue
OHSITHSI TeCTUpPOBaHUe
«IOKyMEHTOO000POT», €Tro
cragun. O6paboTKa




OTIIPABJISIEMBIX
TIIOKYMEHTOB.
dopmupoBaHre u
odopMIIeHrE He.
INonroroBka men K
XpaHEHMIO U Mepeaada ux
B Monpa3eneHne
crienMaJbHBIX (OHIOB.

4 ITopsnok cocraBieHus 2 2 4 YCTHBIM 0OMpOC, TeCTHI,
OpraHn3allMOHHBIX KOJUIOKBUYM.
JOKYMECHTOB.

Jlenonpon3BOACTBO IO
MMMCbMEHHBIM
obpallleHusIM rpakiaH B
MPaBOOXpPaHUTETbHbIE
OpraHbl

Hmoeo no mooynio 1: | 36 9 9 18

5 | Moxyas2 3 |3 6 Y CTHBIM 0npoc,
IlomstTre, CyIHOCTS, (bpOHTaNBHBIA  OMpOC,
3HAYCHUEC, IIPABOBOC

KOHT]. pab. W

peryJrpoBaHue 1
SJIEMEHTHI peXXnMa TeCTUpOBaHUE

CEKPETHOCTH B OpTraHax
BHYTPEHHUX TeJI.
IIpaBoBOE peryimpoBaHue
3aIIATHI THGOPMALIIN.
O6s13aHHOCTHI
COTPYIHUKOB
MIPaBOOXPaHUTETHLHBIX
OpPTraHoOB MO COOIIOIEHUIO
pekrMa CeKpeTHOCTH B
cucreme MBJI Poccun.

6 | Mousarue 3 3 8 Y CTHBIH OIIpOoC,
TOCYHapCTBEHHOM TalHBI. (prHTaJIbeIﬁ oripoc,

Cucrema 3alIUThI
. KOHTP. pab. W
rocynapCTB€HHOU TaWHLBI B
TeCTUPOBAHHE

opraHax BHYTPEHHUX OCJI.

7 | OCHOBBI CEKPETHOTO 1 1 8 TecTsl,

ACJIOTIPOM3BOACTBA 1 KOJIJIOKBUYMYCTHBIHT
CO6J'[IOI[€HI/IH peXunuma
or1poc.

CEKPETHOCTH B
MIPaBOOXPAaHUTEIBHOIM
NEeATeIbHOCTU U OpraHax
BHYTPEHHHUX JEI.

Hmozo no modyao 2: | 36 7 7 22

3auer

NTOrI'O: 72 16 | 16 40
Mopyns 1.

Tema 1. /lokyMeHTHPOBaHHe yIIPaB/1eHYeCKOM AeATe/IbHOCTH.

O6si3anHocTH YMB/I Poccuu B cdepe aenonpounsBo/cTBa. [TomHoMouMst
OTZe/a [e/OoNpOU3BOACTBA U pexrma Ha Ipumepe YMB/] Poccuu no P/I.
HopmaTuBHasi 3aKOHO/jaTe/ibHasi 0a3a, perjaMeHTUPYHoIllasi OpraHu3al|io paboThl
Jle/IoNpor3BOuTeNs1 B MPaBOOXpaHUTe/IbHOU cdepe Ha mpumepe YMB/I Poccuu




o r. Maxaukasie. Ha3HaueHue ciy>keOHBIX OKyMeHTOB. OCHOBHbIe TpeboBaHUS,
TIpeIbsIB/IsIEMble K COCTAB/IEHHIO U 0OpM/IeHUIO CyKebHbIX goKymeHTOB. ['OCT
P. 6.30-2003.([eiicTByeT [0 HacTosIero BpeMeHu 0e3 pemakuumii) Cucrtema
OpraHU3alMOHHO-PACTIOPSAUTETbHON  JOKYMeHTalui. PeKBU3UTBHI  CTy»KeOHBIX
JNOKYMeHTOB. JlokymMeHTOOOOpOT. OpraHu3aiys paboTbl C JOKYMEHTaMHd U HX
xpaHenue. Coziep>kaHue TIOHATHS «JOKYMEHTO0000poT», ero craguu. Ob6paboTka
OTMpaB/sieMbIX 1OKYyMeHTOB. @opMupoBaHue 1 odhopmieHue Aen. [logroroBka e
K XpaHeHUI0 U Tiepeflaya UX B TMojpa3zesieHue crieldaibHbIX (HoHA0B. [Topsiziok
COCTaB/IeHUs] OPraHU3ALMOHHBIX JOKYMeHTOB. OCHOBHbIE T0JIOKEeHUsI pPabOThI
J1e7I0TIPOU3BOAUTEIS TPYMIbl [eJ0NPOU3BO/CTBA U PEXUMa Ha MpUMepe OTAesa
nomuyu  (OIT) YMBJZ Poccuu mno r. Maxaukane. [lesionpou3BOACTBO TI0
MUChbMeHHBIM OOpallleHusIM TpaXk/laH B TMPaBOOXpaHUTe/bHbIe opraHbl. PaboTa c
oOpall[eHusIMU TpaXklaH Ha TIpuMepe OT/esa [e/IONPOU3BO/ICTBA U peXHUMa
(OuP) YMB/ Poccuu o P/I.

Tema 2.Pe)XiM CeKpeTHOCTH B NPABOOXPAaHUTE/TbHOH /IeATe/TbHOCTH

[ToHsiTHe, CYLIHOCTb, 3HAaueHWe, TPAaBOBOE peryjMpOBaHUE U 3/I€MEHThI
peXkrMa CeKpPeTHOCTM B OpraHax BHYTpPeHHUX /Jes. IIpaBoBoe perysvpoBaHue
3anuThl  vHGopMaiuu. OO0s3aHHOCTH  COTPYAHMKOB  ITPABOOXPAHUTE/BHBIX
OpraHOB TIO COO/MIOZIEHWIO peXXUMa CeKpeTHOCTH B cucreMe MBJI Poccum.
[ToHaTHe rocyfapCcTBeHHOW TakiHbl. CHCTEMa 3allUThl TOCYJapCTBEHHOW TaWHbI B
opraHax BHYTpeHHUX Jiefl. OCHOBBI CEKPeTHOTO /Ie/IOTIPOU3BO/ICTBA U COOIOIeHUs
peXkuMa CeKPeTHOCTU B TIPaBOOXPAHUTENBHOM [IeATeJIbHOCTM W OpraHax
BHyTpeHHUX fen. ['pymma OJuP Ha mpumepe OII YMB/] Poccuu 1o .
Maxaukaiie.

Tema 3. IlonsaTue, poab W 3a7aYu JAeJONPOU3BOIACTBA B I0PHAMYECKOI
nesATeJbHOCTH.

YHuduxkauusa u craHmaptuzanus nokyMeHToB. HopmatuBHasg 6a3a 1o
JTOKYMEHTALMOHHOMY obecrneueHnIo TeJIONPOM3BOICTBA. CraHpapThl
IeJonpon3BoacTBa. JIOKyMEHT KakK HOCUTEIb IOpUIUYecKoll UMHOOpMaIvun.
ITonsitue, PyHKUMM M crHocodObl moKyMeHTUpoBaHus. [loHSITHE «3IEeKTPOHHBIN
IokyMeHT». KOpunnueckas cuna mokymeHTa. PexkBusuthl. IlpaBuia odopmieHus
pexkBu3nuTOB. bnank gokymeHrta. Kiaccudwukamyss HOKyMeHTOB. SI3BIK M CTUJIb
opuIIaIbHBIX JOKYMEHTOB.

Tema 4. CucreMa opraHM3anMoOHHO-NIPABOBOW W pacHmopsIMTENbHOM
JTOKYMEeHTaluu.

Iopsimox pa3paboTKM OpraHM3alMOHHO-TIPABOBOM M  PAaCIOPSIIATEIbHON
TOKyMEHTAlluN. Y4YpeIUTeIbHBII ITOTOBOp, yCTaB, MOJOXEHNWEe 00 OpraHm3amun,
CTPYKTYypa U IITaTHas YMCIEHHOCTD, ITOJOKEHNE O CTPYKTYPHOM ITOJpa3lieIeHIN,
IITAaTHOE paclrCaHue, MOJDKHOCTHAS MHCTPYKIMS WX Ha3HaueHue, TpeOOBaHUS K
odbopmirennio. CyObeKThl BeIeHMSI IEJIONPOU3BOICTBA B TOCYIAapCTBEHHBIX WM



MYHHIIUITAJIBHBIX opraHax Poccuiickoit Penepanuy 1 uX IMpaBoBOii CTATyC. AKTHI,
m3nasaemble Ilpesunentom PO. IIpaBurennctBoMm PP, denmepanbHbIMU opraHamMu
WUCIOJHUTEJIbHOM BJIACTU; pacHOPSOUTEbHbIE NTOKYMEHTHI YUpeXIeHU U
opraHmu3auuii (IIpukas, pacnopszKeHUe )

Tema 5. Cucrema cnpaBoYHO-MHGOPMANMOHHOH M CHpPaBOYHO-
AHAJMTHYECKON TOKYMEHTAIlHH.

OcobeHHOCTH pa3pabOTKM HOKYMEHTalluM oTpazkarolleii MHPOopMallMOHHO-
COpPaBOYHOM JOKYMEHTALlMM W COPaBOYHO-aHAIUTUYECKON NOKYyMEHTallUu:
MPOTOKOJI, aKT, MJOKJagHas 3alMcKa, TMpeljioKeHue, Cciay:KeOHas 3aImcka,
00BSICHUTEJIbHAS 3alliCKa, CIIpaBKa, CBOJKa, 3aKJIIUeHNe, TIepeueHb U CIMCOK

Tema 6. CucTteMa JOKYMEHTAIMH 0 JHYHOMY COCTaBY.

KoMmmiekc KaapoBoil HOKYMEHTALMU: IIOHSATHE W €€ COCTaBJISIIOLIUE.
YunopunmpoBaHable GOpMBI IEPBUYHON YUETHON TOKYMEHTAIMU I10 YYeTy Tpyna
1 ero omjaaTbl. TpymoBoii HOroBOp: colAep:KaHWE U TIOPSIIOK 3aKJIHOUYEHMUS.
Ocob6eHHOCT MOKYMEHTUpPOBaHUSI ATaloB TPYMOBOM MOeSITeJIbHOCTH paboTHMKA
(mpueMm, TepeBoI, OTIIYCK, KOMaHIUPOBKA, YBOJbHEHME U 1p.). TpydoBasi KHIKKA:
npaswia BeneHus U opopmieHusa. OdopMiieHMe U BeleHUE JIMUHOW KapTOUYKU U
JIMUHBIX OeJ.

Moayab 2.

Tema 7. Opranu3zanus 10KyMeHTOOOOpOTA.

CnyxebHast mnepermmcka OopMbl oOpraHuzalnuy IeJIONPOM3BOICTBA Ha
Mpe OIPUSTUN. 3amaun u dyHKIMN CITY3KOBI TeJIOTIPOU3BOICTBA.
JloKyMeHTOOOOpOT: TOHSATHE, IIPUHIMILI, KOJIWYECTBEHHbIE M KadeCTBEHHbBIC
xapakTepucTuku. OCHOBHBIE 3Talbl HTOKYMeHTO000poTa. JIOKyMEHTOIIOTOKM:
BXONSIIAsi, MCXOMsIIasi, BHYTPEHHSSI IOKyMeHTamus. TexHonorus o0paboTKm
TOKYMEHTOITIOTOKOB. Crnienmduueckre TEXHOJOTHMM 00paboTKM ITOKYMEHTAIVN:
KOHbMOeHIINaIbHAs JOKYMEHTALMS; JOKyMEHTALIMS 10 00pallleHUsIM IrpakiaH.

Tema 8. IlopsinoK oTHeceHHsA CBeleHHiI K rocylapCTBeHHO# TaiiHe HX
3aCeKpeYyrBaHUe U pacCeKpeYyrBaHue.

PacrniopstckeHue cBeIeHMSIMU, COCTaBJISIIOLIMMU TOCYyIapCTBEHHYIO TaliHYy.
3aKOHONATEAbCTBO O 3alllUT€ TOCyIJapCTBEHHOM TailHbl. OpraHbl 3alllAThI
rocyaapcTBeHHoO# TaiiHbl. [IpMHLIMIBI OTHEeCEHUSI CBENEHM K rocylIapCTBEHHOM
TaliHe M 3aceKpeuuBaHUe 3TUX cBeleHUil. IlepedyeHb CcBemeHUIl, COCTABISIOIINX
roCyJapCTBEHHYIO TaliHYy, II€peYeHb CBEIEHUI, OTHECEHHBIX K IOCyIapCTBEHHOM
TaliHe, TepedyeHb CBEIeHMI, MoajiexXallnx 3acekpeunBaHuio. [IpaBuiia oTHeceHUs:
CBEIICHUIA, COCTABJISIIOIIMX TOCYIApPCTBEHHYXO TallHy, pa3JIMYHbIM CTEIIEHIM
CEKPETHOCTHU. PexBu3uthl HOCUTEJIEN CBEIICHUM, COCTAaBJISIOIINX
rocyJapCTBEHHYIO TaillHy. YCTQHOBJIEHME W M3MEHEHME CTEeNeHU CEKPEeTHOCTU



CBeleHUi, comepxkaliuxcs B paboTax, HOKyMeHTax U uznenausx. IIpucBoeHue
rpuda cekpeTHOCTH paboTaM, HOKyMeHTaM U usneausiMm. M3meHeHue rpuda
ceKpeTHOCTU. B3ammHas mepenada CBeIeHUII, COCTaBJISIIOLIMX T'OCYIapCTBEHHYIO
TaliHy, OCYILIECTBJISIETCS OpraHaMM T'OCYJapCTBEHHOU BJIACTH, IIPEeINPUSITUSIMU,
YUPEXKIECHUAMU U OpTaHU3alUsIMUA OPYTUM TOCydapcTBaM WJIM MEXIYHapOIHBIM
opraHm3auusM. YciaoBusl s Takoir mnepegauu IloHsaTme «pacceKkpeunBaHUe
cBeneHuil». OCHOBaHMS MIJIs1 paCCEeKpeUrMBaHUSI CEKPETHBIX CBEIEHMIA, TOKYMEHTOB
U U3IEINA.

Tema 9. Ilpouenypa oopMiieHHsT TIONYCKAa K TocyJapCcTBeHHOM TaiiHe U
NOPSAA0K A0CTYNA K CeKpeTHOM nHGopManuu.

ITonarue «IOMyCcK K TOCYIapCTBEHHON TaiiHe». MOpMbI IOMYCKOB, WX
Ha3zHaueHMe U Kiaccudukamys. OCHOBHbIE IPUHLUMNBI JONYCKHOU pabOTHI.
Homenknatypa moJKHOCTe pabOTHMKOB, MOIJIeKalIuX 0(pOpMIEHHUIO Ha NOITYCK,
U TIOpSJOK €€ cocTaBieHus1 M yTBepxkneHus. IIpouenypa odopmieHuss wun
nepeoopmyieHdsT  OOONYCKOB U €€  JOKYMEHTHpOBaHME,  MHOIjiexkallue
COTJIaCOBAHMIO C OpraHaMHu TocylIapcTBeHHOU 0e3omacHocTU. (OcobeHHOCTU
WHCTPYKTaXKa M OOKyMeHTaJlbHOe oOQopMIeHHe KOHTpakTa 00 odopMIeHUN
Jomycka K rocygapcTBeHHoil TaiiHe. CHmkeHue @QopMbl  OOIMycka U
BOCCTaHOBJeHUEe uMeBlIerocsa nomycka. IIpekpainenue npomycka. IlonsiTue
«IOCTYI K IOCyIJapCTBEHHOI TaliHe». Y CJIOBHUS MPaBOMEPHOTO IOCTyMa. 3amauyu
pexXrMa 3alluThl UH(pOpMalKM, pelllaeMble B MpoLecce peryJaupoBaHUs NOCTYyIIA.
OcobeHHOCTM [OOCTylla K TOCYyIJapCTBEHHOM TaliHe pa3audHbIX KaTeropuii
paboTHUKOB. O0S13aHHOCTH JIULI, JOMYIIEHHBIX K 3alAIIaeMbIM CBEIECHUSIM.

Tema 10. Opranm3anusi NOATOTOBKH M NpPOBENEeHHS COBEMIAHUN M
neperoBopoB no KoH¢puIeHIHATbHBIM BONIPOCAM.

OcHoBHBIE TpeOoOBaHUS, MpeIbsBIAsieMble K MOATOTOBKE M IIPOBEIESHUIO
COBEIIaHWIA M TIEPeroBOPOB II0 KOHGPUIOECHLMAJIbLHBIM BompocaM. Ilopsimok
Ha3HaueHMsI OTBETCTBEHHBIX JIUIl U UX OO0SI3aHHOCTU I10 MPOBENEHUIO COBELIAHUIA
u neperoBopoB. IloaroroBka mporpaMMbl IIpOBeOEHUSI 3aKPBLITOTO COBEIIaHUS.
CoctaBieHne CIIMCKOB  YYaCTHUKOB coBellaHus. OrmpeneneHue cocTaBa
KOHpUOeHIMaAbHOII  uHOpPMALIMM, WCIOJb3YeMOH B  XOI€ COBEIaHWUA,
neperopopoB. Ilopsimok  MOATOTOBKM  MepedyHsI  BOIIPOCOB, MOJJIEXKAILMX
00CYXIIEHUIO TI0 CTeIleHM BaxKHOCTU (KoHumeHuMaabHocTH). Ilopsimok mpoxona
MpUrJallleHHbIX JIMI Ha COBELIAaHWsS U IIeperoBOphI; BedeHWE MMM 3alllcei;
OCOOEHHOCTM  MCHOJb30BaHUS TEXHUYECKUMX CpPEIACTB  JITOKYMEHTHUPOBAHUS
nHpopmanuu. JJoKkyMeHTUpOBaHUE XOla COBEILIAaHUI 1M uX pe3yabTaTtoB. Ilopsmok
perucTpauuy IpUIIalleHHbIX JIML, HeOOXOOMMBbIe IOKYMEHTHI, MpelbsBisieMble
nMu. TpeboBaHMSI K MOMEILLEHUSIM, TIe IPOBOISITCSI COBELIAHUS 1 MEePEroBOphl MO
KOH(UIeHIINaJbHLIM BomlpocaM. Ilopsimok peanuzanuy peXMMHBIX Mep B XOJe
MOATOTOBKM U MPOBEIEHUS 3aKPHIThIX COBEIAHUI U TIEPETOBOPOB.



Tema 11.J/Iunen3supoBaHune B 00JaCTH 3alIUTHl TOCYAApPCTBEHHOI
TalHBbI.

ITonatue nuIeH3UMpPOBAaHUS IO POCCHUMCKOMY 3aKOHOIATeJAbCTBY. Bumbl
IeSITEJIbHOCTA B 00JIJaCTM 3allldThl TOCYIAapCTBEHHOW TalHBbI, IOJJIexXKallre
JINLIEH3UPOBAHUIO. Jlunensupyroiue OpraHsbl B obiactu 3aIUTHI
rocyIapCTBEHHOM TalHBI M UX MojJHoMouus. llopsamok JuIeH3UpOBaHUS:
3asIBJICHUE COUCKATEJIS, CIIeLMalbHAs SKCIIEpTU3a, TOCYyIapCTBEHHAsI aTTeCcTalys
PYKOBOIOMTEJIS, Bblgada JM00 OTKA3 B BbIOAYM JIMLIEH3UMU.

5.00pa3oBare/IbHbIE TeXHOJIOTUH

B cootBercTBUM C TpeboBaHusAMH PezepasbHOTO TOCYJapCTBEHHOTO
oOpa3oBaTe/lbHOTO  CTAaHZApPTa BBLICIIETO 00pa30BaHUS TIO  CITEL[HAIbHOCTH
40.05.01. « [TpaBoBOe obecrieueHre Hal[MOHATBHOW 0€30MacCHOCTU» U peanu3aljuu
paboueil mporpamMmbl «/leONPOU3BOCTBO  MPABOOXPAHUTE/LHBIX OPraHOB WU
PEKUM CEKPETHOCTH» KOMIIETeHTHOCTHBIM TTO/IX0[, TIpeAyCMaTpPUBAeT IIMPOKOe
UCMO/Mb30BaHHe B YyueOHOM TIPOI[eCcCe AaKTUBHBIX W MHTEPAKTUBHBIX (HOpM
TIpOBeJieHUsT 3aHATHH. B CBs3M ¢ 3TMM B yueOHOM Tipoiiecce IITMPOKO
WCTIOJTB3YIOTCSI KOMITbIOTEpHBbIE CUMYJISILIUU, [le/IOBble W POJieBble WIPhI, pa3dop
KOHKPETHBIX CHUTYalldi, TICUXOJIOTUUeCKre W HHble TpeOOBaHWS B COUETAHUU C
BHeayIUTOPHOM paboToi C 11e/1bi0 (POPMUPOBAHKS M Pa3BUTHS OOITEKY/IbTYPHBIX,
npodheCCHOHAIBHBIX HABLIKOB oOOyuvaromuxcsi. B pamMkax yueOHOro Kypca
IIpelyCMOTPEHb BCTPeUd C TPEeACTaBUTENSAIMH POCCHUUCKUX U 3apyDOeKHBIX
KOMIIaHWM, TOCY/JapCTBEHHBIX U OOIIEeCTBEHHBIX OpraHW3alldid, MacTep-KIacChl
SKCTIePTOB W CIEIMa/MCTOB. YZenbHBbI BeC 3aHATUM, T[POBOAWMBIX B
WHTEPaKTUBHBIX  (opMax, ompefensercs 1eibl0  pabouedl  MporpaMMbl
«[1e/10TIpOM3BOACTBO TPAaBOOXPAHUTETLHBIX OPraHOB M DPEXHUM CEKPeTHOCTU»,
0COOEeHHOCTSIMM KOHTHHTeHTa 00y4Jaroluxcsl.

6. YueOHO-MeToUUYeCKOe oO0ecreueHHe CaMOCTOATE/TLHOH PabdOTHI
CTY/I€eHTOB.

IIpumepHasi TeMaTHKa pecdepaToB (TBOPYECKHX PadoOT)

1. IIpegmer, 1jesiv U 3a7jaUv JUCLIUTIIMHBI.

2. Ilonsitre 0 fokymeHTe. DYHKIUU JOKYMEHTOB.

3. CpezctBa 06paboTKY JOKYMEHTOB.

4. ®opMbI OpraHu3alim J1e/I0Npou3BO/CTBA.

5. Bubl ¥ Ha3HaueHUe JOKYMEHTOB, COoCTaB/isseMbix B OB/I.



6. HopmaTuBHO-MeTOiuecKasi 6a3a /1e/I0rpor3Bo/ICTRa.

7. T'ocymapcTBeHHasi cCTeMa JJOKYMeHTAI[MOHHOTO 00ecTieueHus! yrpaB/ieHUs]
(rcgoy).

8. Hasznauenwue u obnacts ipumeHenust 'OCT P 630-2003 YC/. YCOP/I.
TpeboBaHMs K 0(hOPMJIEHHIO JIOKYMEHTOB.

9. Oopmnenue ciyxeOHbIX OTMETOK Ha JIOKYMeHTe.

10. TekCT " 3/1eMeHThI TeKCTa JOKYMeHTa.

11. CornacoBanue, TioAnucaHue U YyTBepXAeHUe JOKYMeHTa.

12. Knaccudukaiysi JOKyMeHTOB.

13. Yaudukaiys yrpaB/ieHUeCKOM JOKyMeHTaLUH.

14. CtangapTr3anus yIripaBjieHYeCKOW JOKYMeHTaL1H.

15. CocTaB 1 cXembl pacrioyioKeH!s: peKBU3UTOB, COriacHO VIHCTPYKLUM 110
JesioripousBo/cTBy B OB/I.

16. HopmbI 1 TpeOoBaHMS K pa3MeliljeHHI0 PEKBHU3UTOB.

17. TpeboBanus ripu odopmsieHNH OKyMeHTOB B OB/I.

18. Omnpesienenyie «6yiaHK JOKyMeHTa», BUbI O/IaHKOB.

19. OcobenHoctu odhopmeHus 6J1aHKOB

20. TpeboBaHMS K U3rOTOBJIEHHIO, YUETY U XpaHEHHUIO TepOOBbIX O/IAHKOB.
21. Knaccudukaliys opraHu3aliioOHHO-paciopsiiuTe/TbHON JJOKyMeHTalluu
22. 3HaueHue U (DYHKI[MY OpPraHU3allMOHHO-TIPaBOBBIX JOKYMEHTOB.

23. YcragB: ornpefienieHre, peKBU3UThI, TPeOOBAHUS K TEKCTY.

24. Buzpl yCTaBOB.

25. TMonoxxenue: TpeboBaHUS K COCTaBAEHUIO U 0(OPM/IEHUIO

26. ®opmyissp-obpa3sel] MooXKeHUst CTPYKTYPHOT'O TI0/[pa3zie/ieHust

27. TpeboBaHUs K CO/IeP>KaHUIO U 0(POPMIIEHHUIO JO/DKHOCTHOM WHCTPYKLIWH.
28. ®opmynisp-obpa3zer] JO/HKHOCTHOW MHCTPYKILIWU.

29. OcHoOBHbIe (DYHKIUM U CTa/IUW TIOATOTOBKY PaCopsiUTeIbHbIX JOKYMEHTOB
TIPY eJMHOJIMYHOM TIPUHATUU peLleHUsl.

30. TpeboBaHUs K TEKCTY PaCIIOPSAUTENbHBIX JOKYMEHTOB.

31. OnpepenieHue ¥ XxapakTepUCTUKA PaCOPSAUTe/bHbIX JOKYMEHTOB:
II0CTaHOBJIEHNUe.

32. ®opmyJissp obpasel] TOCTaHOB/IEHMUSI.

33. OrnpepesieHre ¥ XapakKTepUCTUKA PaCrOpSiAUTe/IbHbIX JOKYMEHTOB: pelleHue.
34. ®opmynsap-obpasel] pereHus.

35. OnpepeneHve U XapakTepUCTHUKA PACIIOPSALUTE/bHBIX JOKYMEHTOB: yKa3aHue
pacriopsiKeHue.

36. ®opmyisip-o6paser] pacropsyKeHHs.

37. KpaTkasi XxapakTepyuCTUKa pacriopsiiuTe/IbHbIX JOKYMEHTOB.

38. Ilpuka3. [IoHsiTWe ¥ BU/bI TIPUKA30B.

39. ®opmysip-obpasel] rprKasa 1o OCHOBHOM /1eATe/IbHOCTH.

40. DNeKTPOHHBIN JOKYMEHT: ero J0CTOMHCTBA U HeJOCTATKHU.

41 Ha3HaueHue UH(OPMalLMOHHO-CIIPaBOYHBIX JOKYMEHTOB

42. KpaTkas XxapakTepucTuKa UH(GOPMal[MOHHO-CIIPaBOYHBIX JOKYMEHTOB
43. TpeboBaHus K COCTaB/IeHHUIO U 0(POPMJIEHHUIO CITPABOK

44. [loknagHble U 00bICHUTETbHBIE 3alTMCKA



45. TpeboBaHus K COCTaB/IeHHIO U 0(POPMJIEHHIO aKTOB

46 CnykeOHoe ichbMO. ETo MecTo B mepernucKe opraHA3aiiu

47. Knaccudukaiiys ciny>KeOHbIX MrUceM

48. OcobeHHOCTH 0OpPMIIEHUS MTHCEM, TIepeJjlaBaeMbIX 3/IeKTPOHHOM TIOUTOM
49. TpeboBaHusi, pebsiB/sieMble K 0(hOPMIEHUIO TIPOTOKO/Ia

50. AkT, TpebOBaHUS K TEKCTY

AynuTopHbIE W BHeEayAUTOPHBIE (CaMOCTOATe/bHbIE) (OPMbI yueOHOM
paboThI CTyZieHTa IOPUANUECKOTO MHCTUTYTa UMEIOT CBOEH Iie/iblo TIpruoOpeTeHue
WM CHCTeMbl 3HaHUH M0 AUCLUTIIHHE «]le/IoNpOn3BOICTBO TTPABOOXPAaHUTE/TbHBIX
OpPraHOB U PEXXHUM CEKPETHOCTH». B 3TOT KypcC BXOZST JIEKIIMHA, OPUEHTHPOBAHHbIE
Ha BBISICHEHWE KapAWHAIbHBIX, CTEp)KHEBbIX MpobjemM JaHHOW  yueOHOM
JUCIUIUIMHBL.  VICTIO/Ib3ysl JIEKIIMOHHBIA MaTepuan, AOCTYITHBIM yueOHWK WU
yueOHOe mocobue, TOTIOTHUTETLHYIO JTUTePaTypy, MPOSIB/ISAsS TBOPUECKUM TTOAXO[,
CTYJEHT TOTOBUTCS K TIPAaKTHUECKUM  3aHATHSAM, pacCMaTpvBas HMX Kak
TIOTIO/IHEeHYe, Yriyb/ieHre, cicTeMaTH3al[|si CBOUX TeOPeTUUeCKHUX 3HaAHUM.

CamocrtosiTeibHass paboTa CTy/leHTa HaudHAeTCsi C BHUMATeIbHOTO
O3HAKOMJIEHMSI C KaXJOU TeMOM Kypca, C H3ydyeHHWeM BOMpocoB. OHHU
OPHEHTUPYIOT CTYy[eHTa, MOKa3bIBalOT, UYTO OH /IO/DKEH 3HaTh I0 JAHHOW TeMme.
Bomnpock! TeMbl Kak ObI HaK/IabIBAIOTCS HA COOTBETCTBYIOIIYIO TJIaBy W30paHHOTO
yueOHMKa WM yueOHOTo 1ocobusi. B utore 10/KHO OBITE SICHBIM, KaKHe BOTIPOCHI
Tembl [IporpamMmMbl yueOHOTO Kypca, U C Kakoid TJIyOMHOM pacKphITHI B IaHHOM
yueOHOM MaTepuasie, a Kakve BOOOI1Ie OMyIlijeHbl.

Jlrobast HaykKa, C/iej0BaTe/bHO, 17} «[1e10npon3BOACTBO
IIPABOOXPAHUTE/ILHLIX ~OPraHOB W  DPEKUM  CEKPeTHOCTW», HMeeT CBOU
KaTeropua/ibHO-TIOHATUMHBIN armapar. HayuHble MOHSATHS - 3TO Ta 0Oasza, Ha
KOTOPOH «CTOUT» KaXkfiasi Hayka. be3 sicHOro roHuMaHus TIOHATHH yueba KpaiiHe
3aTpyJHsSIeTCs, a  Ccojep)KaHue  TIpPUOOpeTeHHbIX  3HAHWW  CTAHOBUTCS
pacIuibiBUaThiM. Takue oripefiesieHUs] BaXXKHO TOHSITh, OCMBICJIUTh W 3allOMHUT.
Korga BaM BCTpeTATCSI HOBbIe TIOHSITUS U KaTeropvu, 06si3aTe/IbHO BBISICHUTE, UTO
OHU O3HayaroT. Ec/ii oTBeTa HeT B BailleM yueOHMKe WM yueOHOM MOCOOWH, TO
obparurech K cyioBapro. [anbHellasi caMoCTosiTe/ibHasi paboTta 0e3 BbISICHEHUS
CMBIC/Ia HOBBIX TIOHSTUN 1 KaTeropu OyzieT 3aTpyJHeHa WKW HauHeT TIpuobpeTaTh
YyepThl HEHY>KHOU (DOPMa/IbHOCTH.

HenuiitHe ©MeThb B BUZIy U TO, UTO KaXK/Ibli yueOHUK WK yuebHOe rocobue
VMeeT CBOIO JIOTMKY MOCTPOeHUsi, KOTopasi, eCTECTBEHHO, He COBIMAa/laeT C JIOTUKOM
nanHoi ITporpammbl yue6HOro Kypca. OfHM aBTOphI Oosiee ITUPOKO, a Apyrve
Oosiee y3KO pacCMaTpUBAalOT Ty WIM WHYIO mpobsjemy. YueOHUK WM ydyeOHOe
rocobue 1iesiecoobpa3HO M3yuaTh IOC/EOBaTe/NbHO, T/IaBy 3a I71aBOM, KakK 3TO
caenaHo B Hux. [Ipu atom, obpaiasice K IIporpamme yuyeGHOro Kypca, ciefyet
MOCTOSSHHO OTMedYaTb, Kakuhe ee BOMpockl (MyCTb B HWHOW JIOTUUECKOU
roc/iefiloBaTe/lbHOCTH) pacCMOTpeHbl B JaHHOW TJaBe YyuyeOHHKa, yuyeOHOTO
rmocobusi, a Kakue oryieHbl. [1o 3aBepiiieHnr paboThl Haf yueOHMKOM y Bac
J0/DKHA OBITH SICHOCTh B TOM, KaKue TeMbl, BOMPOCHI [IporpaMMbl yueOGHOTO Kypca
BbI yoke U3yumsid, a Kakve TIpeJCTOUT U3YUUTh TI0 APYTUM HCTOUHHKAM.



[TpopaboTKa /eKIMOHHOTO Kypca SIBJISIETCS OAHOW W3 Ba)KHBIX AKTUBHBIX
dbopM camocTosiTennbHOM  paboThl. JleKiMs TiperiofiaBaTensi He  SIBSIETCS
O3ByUEHHbIM y4YeOHHUKOM, a TIpe/CTaBisieT IUI0[ €ro WHAWBUYa/IbHOTO
TBOpYeCTBa. B CBouX JeKUSIX MpernofiaBaTe/lb CTPEMUTCS TPeoZoJieTb MHOTHe
HEeZIOCTaTKH, TIPUCYIIMe OIyO/JIMKOBaHHBIM YyueOHMKaM, yueOHBIM I0Co0usIM,
NEeKIIMOHHBIM KypcaM. B JleKiusix HaxoZAsT OCBellleHWe CJI0XXHble BOIMPOCHI,
KOTOpbI€ BBI3bIBAIOT 3aTPYAHEHHUS Y CTY/IeHTOB.

CTysieHTy BaXHO TOHATb, UTO JEKIUs ecThb CBoeobOpa3Has TBOpuecKas
dopma camocTosiTesibHOM  paboTbl. Hazso  mbITaThCsi  CTaTh  AKTUBHBIM
COYYaCTHUKOM JIEKLIUU: JyMaTb, CPaBHHMBAaTh M3BECTHOE C BHOBb I0JIyYaeMbIMU
3HaHUSIMM, BOWTH B JIOTUKY W3/I0)KEHUSI MaTepuasa JIeKTOPOM, 10 BO3MOXXHOCTU
BCTyIaTb C HUM B MBICJIEHHYIO TI0JIEMUKY, C€IUTh 3@ XOJJOM ero MbIC/Iel, 3a ero
apryMeHTal[1el, HaX0[UTh B Hel Ka)KyIluecs BaM CabO0CTH.

7. @OH], OLIEHOUHBIX CpPeJCTB /I IpPOBeJeHHA TeKyLlero KOHTPOJIA
yClieBaeMOCTH, TMPOMEXYTOUHOM aTTecTaliud [0 UTOraM OCBOEeHMs
JUCIUIITUHBbI.

7.1. TunoBble KOHTPOJ/IbHbIE 3a/JaHUS

IIpuMepHbIe TeCTOBBIE 3a/JaHUA /i/ISl IPOBeJAeHUsA TeKyLero u
NMPOMEXXYTOYHOIr'0 KOHTPOJISA
1. 3aKoHUMTE HauaTOe MpeJIoKeHre OJHUM M3 TPeX BapUaHTOB OTBeTa:
1oKyMeHT0000pOT — ABW)KeHHe JOKYMEHTOB B OpraHM3allid C MOMeHTa X
Co3JaHus [0:
1. mepefauv Ha UCIIO/THEHUE
2. IOAIIVBKY B JI€710
3. 3aBepLLeHrs UCTIOJTHeHUS UK OTIIPaBKU

2. Kem ycCraHaB/IuMBaKlOTCA WHAWBHUJYa/lbHble CPOKU  HCIIOJHEHUs
[IOKYMEHTOB?

1. pykoBozuTesieM CTPYKTYpPHOIO IIOApasfjesieHus, TIZe UCIOJHIeTCs
JOKYMEHT

2. KaHLlesipyuen

3. pyKoBOJuUTe/IeM OpraHu3aLvu

3.Kakue opmbl peructpanyu JoKymeHToB B Poccun?
1. )KypHanbHas

2. KapToyHas

3. aBTOMAaTU3UpOBaHHas

4. BCe BbILLIeTIepeyurC/ieHHbIe

4. Ilpy perucTtpauMv KakKuWX [OKYMEHTOB BMeCTe C [OpSAJKOBBIM
PErucTpaljuoOHHbIM HOMEpPOM IPOCTaBJISeTCs HOMep 7Ziesia, B KOTOPOM XPaHUTCS
KOMUs JOKyMeHTa?

1. npukassi



2.
3.
4.

5.

TIPOTOKOJIbI
aKThI
NMcbMa

B kakux AJOKYMEHTAaX psAaoM C peruCTpaljuOHHBIM HOMEDPOM YKd3bIBA€TCA

OykBa «JI» n«K»?

1.
. IOKJIaJIHbIe 3aMMUCKU

. TIpMKa3bl 110 OCHOBHOM J1eSITe/IbHOCTH
. TIPUKa3bl T10 JINYHOMY COCTaBYy,

. CTIpDaBKHU

Uk WD

6.

dKThbI

[Tpu perucTpaim Kakoro JOKyMeHTa /1aTy perucTpaljiy yKa3blBatoT He B

JleHb ero roAnvMcaHus?

1.
2.
3.
4.

7.

TIpYKa3
MIPOTOKOJT
pelleHue
MOCTaHOBJIEHHE

Ecnu [OKyMeHT OTIpaB/sieTCsl B JiBa ajipeca IO TOUTe, TO CKOJIbKO

He0OXO0MMO TIOATOTOBUTh 3K3eMIUISIPOB 3TOT0 TOKYyMeHTa?

1.
2.
3.

A W N -

A WON R O

yeTbipe
JBa
TpH

. Kakvie MoryT ObITh HOMEHK/IATyPHI Jie/1?
. KOHKpeTHas

. IpUMepHast

. TUTIOBas

. BCe BbILLIENepeurC/IeHHbIe

. B HoMeHK/1aType fies1 JOKyMeHTbl CUCTeMaTHU3UPYIOTCS:
. TIO BU/IaM JIOKYMEHTOB

. TIO COZleP’KaHUIO

. TI0 CpOKaM XpaHeHUst

. BCe BbIllIeTNepeurcieHHbIe

10. Kto mokeT paboTaTh C [JOKyMeHTaM{, UMENIMMHA KOMMepPUeCKYHO

TauHy?

1.
2.
3.
4.

TOJIBKO PYKOBOZAUTE b
BCe pabOTHUKM OpraHU3aI[ix

PYKOBOAUTENMU CTPYKTYPHBIX TO/Ipa3zieieHuk, OpraHru3aljii
pabOTHUKM, OTpe/ie/ieHHbIe pYKOBOAUTE/IeM

11. PeKBU3UT JOKYyMeHTa — 3TO:



1. ero oTze/NbHBIN 371EMEHT
2. 9acThb CaykKebHOTO MMChMa
3. bvpMeHHbIH 0/1aHK

12. B pekBusure «Azpecar» VHULUAJIbI CTaBAT:
1. nepep, ¢pamumen agpecara
2. mocsie pamuiny azipecara

13. C kakoil 1e/fbl0 Ha COy)keOHOM TMMHMCbMe YKa3bIBalOT (GaMuINi0 U
TenedOH UCIIOTHUTes?

1. #yig oriepaTUBHOM CBSA3M C UCTIOJTHUTEIEM

2. [sl IpUAAHUA JOKYMEHTY FOPUANYECKON CUJTBI

14. B KakoM cJiydae TpaBUIbHO oopmiieH peKBU3UT «[loArice» Ha baHKe
JOKyMeHTa?

1. IupekTop 1ikosibl Ne 25 B.A. TleTtpoBa

2. Oupexrtop mkossl [TetpoBa B.A.

3. dupektop B.A.IleTpoBa

15. IToHsATHE «/lenonpou3BoACTBO» — 3TO:

1. cucrema XpaHeHHs JOKYMEHTOB

2. coCcTaB/ieHue JOKYMEeHTOB

3. JOKyMeHTUpOBaHHe U OpraHu3al[usi paboThl C JOKYMeHTaMu

16. Kakast yacTh TeKCTa IpHUKa3sa sIB/sieTCs 00si3aTeTbHO ?
1. KoHCTaTHpYyOLLas
2. pacriopsiauTe/ibHast

17. 3aBepsieTcsi Jiv MOANUCH PyKOBOAUTEJISI HA TIPUKAa3e MevaTbro?

1. na

2. HeT

18. Kakoii HOpMaTUBHBLIM JOKYMEHT B OpraHW3allid OripejiessieT TOPsoK
paboThI C

JOKYMeHTaMu?

1. MHCTPYKLMA 110 [e/I0IPOU3BOACTBY

2. pernaMeHT pabOThI

19. Kem yTBepskzaeTcsi CBOAHasi HOMEHK/1aTypa e/l OpraHu3anuu?

1. pykoBOaUTEIEM CTPYKTYPHOIO IO pa3esieHrs OpraHu3aruu

2. PYKOBOJIUTEISIMH CJTy>KOBI ZIe/IOTIPOM3BO/ICTBA

3. PYKOBOAUTE/ISIMU OPraHu3aLiu

4. 3aMecTUTe/leM DPYKOBOJWTE/s] OpraHW3al[iM, OTBEUaIoIIUM 3a CIy»KOy
[1e/I01IPOU3BO/CTBA

20. TIpukas3ssbl 110 MpreMy, YBOJbHEHHIO paOOTHHUKOB IMTOMEIT[al0TCS:



1. B iesie BMecCTe C TIPHKa3aMH O KOMaHIUPOBAaHHUH PabOTHHUKOB
2. OT[IeJIbHO OT MPUKA30B O KOMaHIUPOBaHUU
3. BMeCTe C TprMKa3aMu 10 OCHOBHOM JieITe/IbHOCTU

21. TIporokosbl cobpaHMii KO/JIEKTHBA W 3ace[JaHUM  KOJUIeTHH
PerucTpupyroTCS:

1. BMecTe

2. OTAeBbHO

22. CpOK UCIIO/THeHUs JOKYMeHTa UCUUCISeTCH:
1. co mHA NOCTyI/IeHUs JOKYMeHTa
2. CO [IHA HalUCaHUs PYKOBOJHUTe/IeM Pe30JII0LUU

23. Kakoli HOPMaTHBHBIA AOKYMEHT B OpPTraHW3alliU OTIPe/iefisieT MOPSAOoK
paboThI C JOKyMEeHTaMU?

1. MHCTPYKIWS TIO /IeJIONPOU3BO/ICTBY

2. peryiaMeHT paboThI

24. KeM yTBep>KJaeTcs CBOJAHasi HOMeHK/aTypa el OpraHu3aluu?

1. pykoBoguTeieM CTPYKTYPHOTI'O MO pa3zeieHus OpraHv3aluu

2. PYKOBOJIUTE/ISIMU C/Ty>KOBbI [1e/I0NPOM3BO/ICTBA

3. PYKOBOAUTE/IIMU OpraHu3alyuu

4. 3amMecTUTe/ieM DPYKOBOZWTEJISi OpraHW3al[ii, OTBEuaroluM 3a CIy»KO0y
[1eJIONIPpOM3BO/CTBA

25. TIpuka3ssl 110 TIpyeMy, YBOJTbHEHUIO paOOTHHUKOB TIOMEIIAF0TCS:
1. B ieie BMecTe C MpUKa3aMHU 0 KOMaHIMPOBaHWY PaOOTHUKOB

2. OT[IeJIbHO OT MPUKA30B O KOMaHIUPOBaHUU

3. BMecTe C TIpMKa3aMU M0 OCHOBHOU [1eATe/IbHOCTU

7.2. Metoanueckue MarTepuasbl, OIpeje/AIIUe  IpoLefYPY
OlleHUBAHUA 3HAHUHN, yMEeHHMH, HABHIKOB U (W/IM) ONbITa [AeATEebHOCTH,
XapaKTepu3yUUX 3Tanbl (JOPMHUPOBAHUA KOMIIETEHI|MH.

OrleHKa 3a MOJyJb OMpefesiseTcss Kak cymMMma 0a/iioB 3a TeKYIIy0 U
KOHTpO/MbHYIO pabory. Koadduiment Becomoctu 6asnnoB, HabpaHHBIX 3a
TEKYIIyI0 ¥ KOHTPOJIbHYIO paboty, coctassset 0,5/0,5.

Tekyijass paboTa BK/IHOUaeT OIeHKY ayJUTOPHOM M CaMOCTOSITe/IbHOU
pabotbl. OlleHKa 3HAHWUW CTy/leHTa Ha TIPaKTUUeCKOM 3aHSTUX (ayguTopHas
paborta) mpousBoautcsa 1o 100-OamnpHOM MmiKame. OlleHKa CaMOCTOSTE/TbHOMN
paboThI CTyJeHTa (HalMcaHWe 3Cce, TIOAT0TOBKA /I0K/Ia/ia, BLITIOJTHEHHE JJOMaIlTHeH
KOHTPOJIbHOM paboThl U [[p.) Takxke ocyljecTysieTcs 1o 100-6a/iibpHOM 1IKare.

s onpezneneHusi cpefHero Oaryia 3a TeKYI[yH0 pabOTy CyMMHPYHOTCS
Gasibl, TIONyYeHHbIe 3a ayJMTOPHYI0 M CaMOCTOSITe/IbHYI0 paboTy, MmomyueHHast
CyMMa Jie/TUTCSI Ha KOJINUeCTBO MOJyYeHHbBIX OL[€HOK.

WtoroBeiti Oann 3a Tekyluii paboTy oripejesnsieTcss Kak TpPOM3BejleHue



cpegHero Oasia 3a TeKyIyto paboty u KoadduimernTa Becomocty. Ecmu cTygeHT
TIPOITYCTU/ 3aHATHe 0e3 YBa)KUTE/bHOM MPUUMHBI, TO 3TO 3aHSITHE OL[eHHUBAEeTCs B
0 GasioB U yuWThIBAeTCS TIPU ToJCcUeTe cpeAHero Oasija 3a TeKyllyro paboTy.
Ecnu cTygeHT MpomyCTUI 3aHSITHE TI0 YBaKUTE/IbHOU TIPUUYMHE, TOATBEP>XKAeHHOU
JOKYMEeHTaslbHO, TO TIperiofjaBaTe/lb MOJKET TIPUHATh y Hero oTpaboTKy u
TIOCTaBUTh OTpejie/ieHHOe KOMMuecTBO OasijioB 3a 3aHsiTve. Ec/u mperojaBaresnb
10 TeM WIM WHBIM TpUYMHAM He TIPUHUMaeT OTPabOTKy, TO 3TO 3aHATHE TIpU
Jle7leHMM CyMMapHOTO 0asijia He YUHUThIBAeTCsl.

KonTposibHast paboTa 3a MoAaynab Takxke orjeHWBaeTcsi mo 100-6amibHOM
mKane. WrToroBeii 6asin  3a KOHTpPOJIbHYHO paboTy orpefensieTcss  Kak
npour3BefieHre 0asi/ioB 3a KOHTPOJIbHYIO paboTy u Ko3dduiieHTa BeCOMOCTH.
KpuTtepuu olleHOK ayJuTOpHOU paboThl cTyaeHTOB 110 100-6a1bHOM miKarie:

- «0 6anioB» - CTy/IeHT He CMOT OTBETUTb HU Ha OJIMH W3 TOCTAB/IEHHBIX
BOIIPOCOB

- «10-50 bGanmoB» - obOHapy>KeHO He3HaHUWe OObIllel YacTH HU3y4aemMoro
MaTepuasna, ecTb cjlabble 3HAHUS TI0 HEKOTOPBIM acTieKTaM pPacCMaTpPUBAeMbIX
BOIIPOCOB

- «51-65 6GaIoB» - HEMOTHO PacKphITO COJiepyKaHHe MaTepuasa, CTYJeHT
JlaeT OTBeThl Ha HEKOTOpble pacCMaTpHBaeMble BOIIPOCHI, TOKa3biBaeT o0biijee
TIOHUMaHKe, HO ZIOMTyCKaeT OIMOKH

- «66-85 6annoB» - CTy/IeHT JaeT MOYTH TOJIHbIe OTBEThI Ha MOCTaB/IeHHbIE
BOMIPOCHI C HebosbIMMU MpobsieMaMH B M3/I0)KeHHH. [leflaeT caMOCTOsITe/IbHbIe
BBIBO/IbI, IMeeT COOCTBeHHbIe CYKAEHUsI.

- «B86-90 6amIoB» - CTYAEHT TIOTHO pacKpbUT CO/lep>KaHWe MaTepuaa, Ha
BCe TIOCTaBJieHHble BOIPOCHI TOTOB [laTh aOCOJIIOTHO TIOJIHbIE OTBETHI,
JIOTIOTHEHHbIe COOCTBEHHBIMU CY)KI€HUSIMU, BBIBO/[aMHU.

Ouenka o aucurivHe: 0-50 - He 3auTeHo

51-100 - 3aureHo

8. IlepeueHb OCHOBHOW M [JOTO/IHUTE/TbHOM Y4eOHOUW J/IATEpPATYpBHI,

He00X0JUMOI /I/IAA 0CBOEHUSI AN CIUIL/TMHBI.
HOpMaTMBHO-npaBOBbIe adKThbl

1. Konctutyuus Poccuiickon ®@egepauuu. M., 1993.

2. 3akoH Poccurickor Pegepaummu «O rocynapcTBeHHOM TaviHe»//C3 P®.
1997. Ne 41. Cr. 4673.

3. ®egepanbHbd 3aKoH «O0 orepaTMBHO-PO3BICKHOM AesTelbHOCTH» //C3
P®. 1995. Ne 33. Cr. 3349.

4. ®enepanbHbli 3akoH Poccuiickoii @enepariuu ot 28 aekabpst 2010 1. Ne
390-®3 «O 6e3omacHocTr» // C3 Pd.2011.N 1. cT. 2.

5. ®enepanbhbiii 3akoH Poccuiickor ®epepanym ot 27.07.2006r. Nel52-D3
«O nepcoHanbHBIX AaHHbIX»// C3 P®.2006, N 31 (1 u.), cT. 3451.

6. ®enepanbHbIi 3aK0H OT 27 utosist 2006 1. Ne 149-d3 «O6 uHbopmarymy,
MH(OPMAaILIMOHHBIX TeXHOJIOTHSIX U O 3aluTe WHpopmaiun» //C3 Pd. 2006. N 31
(1 4.). cT. 3448.



7. Tlpuka3 MBI ot 20 wmions 2012 r. Ne 615 «O6 yTBepXKIeHUH
VHCTpyKLMM 1O [1e/I0ONPOU3BOACTBY B OpraHax BHYTPeHHUX Jen Poccuiickou
®epepauun» (B pef. [1pukaza MBJI P® 28.05.2013 N 296).

8. Ilpuka3s I'enepanbHOi mpokypatypbl PO ot 29 nekabpsi 2011 r. Ne 450 «O
BBeJleHUM B JelcTBUe WHCTPYKUMM 10 [e/0NpPOM3BOACTBY B OpraHax Wu
yupeK/IeHUsiX MpoKypaTypbl Poccuiickor @efjepaiium».

9. TOCT P.6.30-2003.YHuduiipoBaHHble CUCTEMbI [TOKYMeHTal[1H.
YHuduuypoBaHHas cucreMa OpraHu3aLOHHO-PaCopSAUTE/TbLHON
JOKyMeHTal[uu. TpeboBaHusi K odopmiaeHuro AokymeHToB. M., MUIIK
N3parenscTBO cTraHgapTos. 2003.

OCHOBHa#f JIUTepaTypa

10. KysnerjoBa T.B., Cankuna JI.B., beikoBa T.A. u fp. [les0ornpousBoCTBO
(Opranusanss ¥ TeXHOJIOTUM [JOKYMEHTALMOHHOTO obecrieueHusl yTIpaB/IeHUs):
yuebHUK A/is By30B. M., 2011.

11. KwupcanoB M.B., AkceHoB FO.M. Kypc [esornpousBojCTBa.
IokymeHTal[MOHHOe 0becrieueHue yripaB/ieHUs: yueOHoe rocobue. 6-e u3f., UCTIp.
u non. HoBocubupck, 2006.

12. BacakoB M.U. [lenornpousBoAcTBO. JOKyMeHTal[MOHHOe obecrieueHre
ynpasyiedust Ha ocHoBe 'OCT P 6.30-2003: yue6GHoe riocobue. 6-e u3f,., epepa0.
u por. M., 2007.

AOIO/IHUTE/IbHAs JIuTeparypa

13. lokymeHnToBejeHue : yueb. rocobue / coct. C. I'. KmoeB. KpacHogap :
KpacHogapckuit yauBepcurer MB/I Poccuu, 2015. 268 c.

14. lokyMeHTaI[MIOHHOe obecrieueHre yIipaBieHUs U JeJIOTPOM3BOZCTBO
[DnekTpoHHbIM pecypc] : yueb. ass OakanaBpoB : 3/meKTpoH. Komwus / U. H.
Ky3nerjos. M. : FOpaiit, 2014.

15. BepumwmnuHa, E. C. [Jenorpou3BOACTBO U PEXUM CEKPEeTHOCTHU B
opraHax BHYTPeHHMX fieJ1 [D/IeKTpoHHbIN pecypc]: yueb.—metoz. rocobue / E. C.
Bepuvnvna. H. Hosropoa: Hukeropozckas akagemuss MBI Poccun, 2014.

16.Ckpunko, IT.b. OcHOBbI Jenonpou3BOACTBa [DNIEKTPOHHBIM pecypc] :
yueb6.—mipakTiu. nocobue / I1. B. Ckpunko. Xabaposck : [IBHOM MB/] Poccuy,
2014.

17.OenuncoB, C.A. KpaTkoe 1ocobrve 1o odopmMIeHHI0 CTy>KeOHbIX
JOKYMEHTOB [DJieKTPOHHBIM pecypc] : mpakt. nmocobue / C. A. [enucos, M. O.
XabapuH. M. : MockoBckuii yauBepcuteT MB/I Poccun, 2015.

18. [OiokapeB, H.H. JlokymeHTal[ioHHOe oOecrieueHHe yIIpaB/ieHUSI B
OB/l [Tekcrt] : yueb. mocobue / H. H. diokapeB. M. : JOKP MBI Poccuu, 2010.
144 c.

9.IlepeueHs pecypcoB MH(OPMaAIHMOHHO-TE/IEKOMMYHUKAI[MOHHOM CeTH
«HTEepHEeT», HE0OXO0JUMBIX /I/IAA 0CBOEHUS AUCIMILIMHBI.

1. CIIC «I'apant». URL: http://www.garant.ru.

2. CIIC «Koncynbrant Ilnroc». URL:http://www.consultant.ru

3. CIIC «IIpaBo». URL: http://www.pravo.ru



http://www.pravo.ru/
url:http://www.consultant.ru

4 YOpunnuecknit moptan "Ilpasonopsimok”. URL: http://www.oprave.ru.
7. @enepanpHblii moptan  «Poccuiickoe  ob6pasoBanme».  URL:
http://www.edu.ru/
8. ®denmepanpHoe  xpanwimine «EonHag < kowtekumsa — HU@PPOBBIX
obpazoBaTenbHBIX pecypcoB». URL: http://school-collection.edu.ru/
9. Poccumiickmii  mopran  «OTkpeITOro  obpaszoBaHus». URL:
http://www.openet.edu.ru
10. Caiitr ob6Opa3zoBaTenbHbIX pecypcoB JlarrocynmBepcutera. URL:
http://edu.icc.dgu.ru
11. HMudbopmalimoHHbIE pecypchl Hay4YHOI OoubanoTeKN
Harrocynusepcuteta. URL: http://elib.dgu.ru (moctym uepe3 miardopmy HayuHoi
3JIEKTPOHHON O6MbamoTeku elibrary.ru).
12. denepanbHblii 1IeHTp obOpa3oBaTelbHOro 3akoHomaTeabcTBa. URL:
http://www.lexed.ru.
13. OTkprIiTasg snekrpoHHas 6ubanoreka. URL: http://www.diss.rsl.ru/.
14. Hayunas snektponHas 6ubauoreka. URL: http: www.eLIBRARY .ru.
15. Bce o npase. URL: http:www.allpravo.ru.
16. FOpunuueckas nmureparypa no npay. URL: http: www.okpravo.info.
17. Kypnan «tOpunnueckuii BectHuk HAI'Y». URL: http://jurvestnik.dgu.ru

10. MeToauuecKre YyKa3aHHsA [jisi OOydYalIUXCA IO OCBOEHHIO
AUCIIUIL/TUHBI.

Bo BpeMs camocTOSTe/TbHOM pPAOOTBI CTYAEHTBI W3Y4YalOT BOIIPOCKHI
COOTBETCTBYIOIIIEM  TeMbl,  pPEKOMeH/JOBaHHble  (efepasbHble  3aKOHBI,
HOPMaTHBHbIe NIPABOBBIE aKThl U IUTEPATYPY, UCIIOIb3Ysl IPU 3TOM MeTOJUYEeCKUe
pPeKOMeH/IalluM, ¥ Te3UCHO KOHCIEeKTHPYIOT H3ydaeMbli yueOHBIM MaTepuan B
pabouyto TeTpajib.

Borpockl, CBsi3aHHbIe C 3alllUTOM CeKpeTHOM WHMOpMalUM, a Takxke
CBeJleHus], COCTaBJISIFOLLINE roCy/lapCTBEHHYHO TalHYy, Heob6X0AUMOo
KOHCITIeKTUPOBaTb B  Clel[dajbHYI0 pabouyio TeTpajb, IIpeBapUTeTbHO
3aperuCTpUPOBaHHYIO B MOApPa3/ie/ieHuH [1e/I0NPOM3BO/CTBA U PeXKrMa.

[Ipy wu3yueHMM KaXK[JOrO BOIpOCa TeMbl, CTyZEeHTaMm, IIpeXKJe BCero,
HeoOXOIMMO  O3HAKOMHUTHCA C O00beMOM 3HAaHMM TI0 JAHHOM  TeMme,
TIpelyCMOTPEeHHbIM paboueii yueOHOM ITpPOrpaMMOM AUCLUTIIMHLL. B CBSI3U C 3THM,
B TIPOI[eCCe MOATOTOBKH K 3aHSATHIO CTYJEHTY CaMOCTOSITe/bHYI0 paboTy ciiefyeT
HauvHaTb C pacCMOTpeHUs (yHJaMEHTa/bHbIX, K/IHOUEBbIX TMOHATUM U
ompejie/ieHUM, a TakXe H3yueHUs] PEeKOMEHJOBaHHOM JIUTepaTypbl, MPU 3TOM
ocoboe BHHMMaHHe HeOOXOAUMO Y/eMUTh W3yUeHUI0 HOPMaTUBHOTO MaTepHasa
(MpYKa3oB, WHCTPYKLIWWA, YKa30B, T[IOCTAaHOB/IEHWM, PpacroOpsbKeHUHW U T.[.).
CrefiyloyM 1I1aroM SIBJISIeETCS TIOBTOPHOe oOpailleHre K KOHCIIEeKTY JIeKI[UH.
Benen, 3a 3TMM 1iesiecoobpa3HO COCTaBUTh KpaTKUM TMHMCbMEHHBIA OTBET Ha
KaXXJbIM BOIPOC, TIpeA/IOKEHHbIM [/I1 CaMOCTOSITeJIbHOTO UW3ydeHus. [jis
TIPOBEPKH KaueCTBa YCBOEHHOT0 yueOHOro Marepuasa, CTyJeHTaM peKOMEeHyeTCst
HCM0JIb30BaTh BOMPOCHI /1711 CAMOKOHTPOJIS.


http://www.okpravo.info/
http://www.eLIBRARY.ru/
http://www.diss.rsl.ru/
http://www.lexed.ru/
http://edu.icc.dgu.ru/
http://www.openet.edu.ru/
http://school-collection.edu.ru/
http://www.edu.ru/
http://www.oprave.ru/

Bo BpeMss caMOCTOSATe/NbHOM TIOATOTOBKA K WTOTOBOM arTecTalyu
CTyJleHTaM peKOMEeH/J0BaHO MCI0JIb30BaTh B TIOJIHOW Mepe KOHCYJ/IbTaTUBHYIO
TIOMOIIb  BeAyIIero TiperiofaBaTesis, BO3MOXKHOCTh yueOHO-MeTOANUeCKOTO
KabuHeTa Kadeapsl, JIEKIMOHHBIA (OH 00Imeid W crieldanbHON OUOMMOTEKH,
pa3faTOUHbIM MaTepurall.

ITpu TIOJTOTOBKE K 3aHSTUIO CTy/leHTaM HeoOXoquMo oOpaTUTh BHUMaHHE
Ha C/ie/lytoli[ie OCHOBHbIE TI0JIOKEeHUS:

. Cnctema  3aWnTbl  roOCyOapCTBEHHOM  TaWHbl WU
KOHUAEHUNANBHON NHPOPMALNN B OpraHax BHYTPEHHUX Aen.

. MMoHATME  peXxmma  CEeKPEeTHOCTM Kak cnocoba
COXPaHEHUA rocyaapCTBEHHOW TaMHbl U CNYyXeDbHbIX CBeOeHumn
KOH(MOEeHUMNaIbHOr0 XapakTepa.

o [MToa3aKOHHbIE HOPMaTUBHO-TNpPaBOBbLIE dKThbl,
pernamMmeHTumpytlowme cobniogeHne pexumma CeKpeTHOCTU B
cuncteme MBJ] Poccun.

. 0O653aHHOCTN OOJIKHOCTHbIX N1y U coTpyaHunkos OB/,
OOonMnyweHHbIX K ocobon Ba>XXHOCTUN, CEKPETHbIM N COBepPLUEHHO
CeKpeTHbIM OOKYMEHTaM.

b Ol'paHVI‘-IEHVIﬂ Ana OOJIXXKHOCTHbIX 1y U COTPYAHUKOB
OB, ponyuweHHbIX K o0cobon BaXXHOCTWU, CEKPETHbIM W
coBepweHHO CceKpeTHbIM OOKYMEeHTaM.

. Obecne4yeHne COTPYAHUKOB OPraHOB BHYTPEHHUX Oe B
paboTe C CeKPEeTHbIMN OOKYMEHTaMMN.

hd [MoHATHe «KpPeXMMHblE NoOMeELLEHNA».

o TpeboBaHus, npeabsABNseMble K MOMELWEeHnaM, B
KOTOPbIX XPaHATCA CEKPETHbLIE JOKYMEHTLI, N BEAETCA CEKPETHAA
paboTa.

Llenbto n 3agad4aMm CaMoCTOATENbHOW paboTbl CTYyAEHTOB
ABNAKOTCA:

- YrnybneHHoe W3ydeHue, paclliipeHHe, TIOJTHOe YCBOeHWe U 3aKperjieHue
3HAHWM, TIOJIyUeHHBIX Ha JIeKI[MM W B MpOLiecCe CaMOCTOSITeTbHOW paboThl C
MUTEepaTypHbIMA MCTOUHHMKAMM, HOPMAaTUBHO-TPaBOBLIMU aKTaMH, MaTepuaiaMu
Hay4YHbIX UCC/Ie[JOBaHUM.

- MakcumanbHOe TpUOMKeHWe Co/lep>KaHus yueOHOro MaTepuana K
peasibHbIM ~ TOTPeOHOCTSIM  TIPAKTUKM W YCJAOBUSM  MpodecCroHaTbHON
J1esiTeNTbHOCTU COTPYJHUKOB OPTraHOB BHYTPEHHUX Jie]l.

- ®opMHpOBaHHWE Y CTYZIEHTOB YMEHWM W HaBLIKOB PabOTHI C yueOHOM
TEepaTypod H CIy)XKeOHBIMH IOKYMEHTaMH, aHa/IM3UpOBaTh U  OI|eHUBATh
pa3nMyuHble UCTOUHUKHU WH(MOPMaIMH, apryMeHTUPOBATh BLICTYII/IEHUS, JIOTUUeCKH
TPaBUILHO CTPOWTH CBOM OTBET, I'PAMOTHO U ybOenuTenbHO apryMeHTHPOBATh
CBOIO TOUKY 3pEHUS.

- TIpobGy»xgeHue y CTyIeHTOB WHTepeca K o0cy»kaaeMoii rpobsiemMe myTem
aKTHUBU3aL[MX UX MBICTUTEbHOU [esiTeTbHOCTH.



- Ilomoub cTygeHTaM OB/aZleTb HaBblKAMM  BBICTYIUIEHUS — Tlepef
ayautopuveli, He 0OSATbCS TeX BOMPOCOB, KOTOPble MOTYT BO3HUKHYTH IO XOZAY
coo0i11ieHus1, UyBCTBOBaTh Ce0si «IperoiaBaTesieM — JIEKTOPOM».

- Hayuuth cTygeHTOB CBOOOAHO BBLICTYMATh, BECTH [UCKYCCHIO TIpU
00CyX/IeHUM TeMbl He TOJIbKO Ha YPOBHE BOCIIPOM3Be/leHHs1 yueOHOTro MaTepuarnia,
HO U MCII0/Ib3Ys1 pa3HOOOpa3Hble UCTOYHUKU, JOKYMEHTHI.

- IIpoBepka U oLleHKa 3HaHWM, a TaKKe KaueCTBa YCBOEHUS] TOTO MaTepHara,
Ha KOTOPBIM JIEKL[1SI ODUEHTHPOBAaJa CTYZAEHTOB M0 PaCCMaTpUBAaEMOU TeMe.

B KOHeuHOM cueTe, Kak pellleHVe 3a,ayd, TaK U COCTaB/eHUe [POeKTOB
IOPUIUUECKHX JOKYMEHTOB CIMOCOOCTBYyeT BbIpaOOTKe y CTYZeHTOB HaBBIKOB,
HeOoOXOAUMBIX /Jii CaMOCTOSITe/IbHOM TIOATOTOBKA B OyAyIlleM HOpUIUYeCcKH
000CHOBaHHBIX PelleHHH.

B wenax okasaHusl CTyZeHTaM IIOMOLLM B peLleHUuM NPaKTUYeCKUuX 3ajauy
Tipe/iylaraeTcs rnepeyeHb Ba)KHEUIINX HOPMATHMBHBIX IPABOBBIX aKTOB pPa3/IMYHOU
IOPUIUUECKOM CU/bI C YKa3aHWeM HCTOYHMKAa WX orybiukoBaHusi. OJHAKo B
OOJIBIIIMHCTBE C/ly4yaeB CTyZleHTam 1peJi0CTaB/IseTCs BO3MOYXHOCTb
CaMOCTOSITE/ILHOTO TOMCKa HeoOXOAWMBIX AJisi pellleHWs] Ka3yca WM OTBeTa Ha
KOHKDEeTHBIM BOMPOC MPaBOBbIX akTOB. OpPUEHTHPOM /i1 HUX TPU 3TOM MOXKET
CNYy)KUTh HOBeMIllasg yueOHas JidTepaTypa TI0 Kypcy ' [lenornpou3Bo/CTBO
IpaBOOXPaHUTE/IbHBIX OPraHOB U Pe)KUM CeKPeTHOCTH .

11.ITepeuedr HWH(OPMALUOHHBIX TEXHOJIOTUH, HCMO/Ib3yeMbIX TMPH
OCyILleCTB/IeHHH 00pa30BaTe/IbHOI0 mponecca MO AUCHUIIMHE, BKJ/IIOYas
nepeyeHb MPOrpPaMMHOr0 obecreueHUsi 1 MH(OPMAIHOHHBIX CIPABOYHBIX
CHUCTEeM.

[Ipy dreHMn JeKUMK 10 BCeM TeMaM aKTHUBHO MWCIIOJIb3YeTCs
KOMITbIOTEPHAs TeXHUKA U1 JeMOHCTPalyy CIai/ioB C MOMOLIbIO TTPOrpaMMHOIO
nipuiokeHusi Microsoft Power Point. Ha ceMMHapCKUX U MpaKTAYeCKUX 3aHSITUSX
CTYZeHTbl IIpe[CTaB/IAIT  IIpe3eHTaljuy, IIOArOTOB/IeHHble C  IIOMOLLBIO
rporpaMMHoOro npuaokenust MicrosoftPowerPoint, oiroToB/IeHHbIE UMU B UacChl
CaMOCTOSITe/IbHOU paboThl.

Hugopmayuonubie mexHosnozuu:
—cbop, XpaHeHHe, CcHCTeMaTU3alUsi W BblJaua y4yeOHOM | HayuyHOU

vH(opMaluy;
— 00paboTKa TeKCTOBOM, rpaduueckom v SMITMPHUUECKON HHGMOPMaIUH;
— TMOATOTOBKa, KOHCTPYHPOBaHUe 1 Tipe3eHTaLUs WTOTOB

HCcae0BaTe/IbCKOM U aHAIUTUUeCKOH J1esiTe/IbHOCTH;

— CAMOCTOSITe/TbHBIA TIOMCK  /IOTIOJTHUTE/IbHOTO y4ueOHOTO W Hay4HOTO
MaTepuasna, C MCIIO0Jb30BaHMeM TMOMCKOBBIX CHCTEM M CaWTOB ceTu VIHTepHeT,
3JIEKTPOHHBIX SHIUK/IONIEANH 1 0a3 aHHbBIX;

— WCTIONb30BaHWe 37IeKTPOHHOM TIOUTHI TIperiofjaBaTesield ¥ 00yUaroIuxcs
JUTSL PaCChITIKH, TIePEITMCKY ¥ 00CY KIeHHsT BO3HUKIINX YUeOHBIX TIpo0/ieM.

HHpopmayuoHHble cnpagoyHble cucmembl



B xofe peanu3aru 1iesieit v 3a/1au yueOHOM MpaKTUKKU 00yJaroIiecs MOTyT
npyu HeoOXOAUMOCTU UCII0J/Ib30BaTh BO3MOKHOCTH MH(OPMALIMOHHO-CITPABOYHbIX
CUCTeM, 37IeKTPOHHBIX OHMO/IMOTeK U apXUBOB.

WHbopMalioHHO-CrIpaBOUHbIe U MH()OPMAaLIMOHHO-TIPaBOBbIE CUCTEMBI

— cripaBovyHasi TipaBoBas cuctema ['APAHT (unTepHer-Bepcusi). URL:
http://www.garant.ru/iv/

— Koncynberant ITmroc. URL: http://www.consultant.ru/document/cons_doc_
LAW_160060/

— JlenoBast oHnaiH-6n6mmoTteka. URL: http://kommersant.org.ua/

OJIeKTPOHHbIE apXUBBI.

12.0nucanne MaTepHATbHO-TEXHHUECKOW 0a3bl, He00X0auMON [/IA
0CyLL[eCTB/IeHUSA o0pa3oBaTe/TLHOIO npowecca mno JVICLIUILIMHE,
MarepuaibHO-TeXHHYECKOe o0ecneueHre JUCIUTLTMHBI.

B ropyuguueckoM WHCTUTYTe YHUBEpPCUATETAa UMEKOTCS  ayJAUTOPUH,
o0opy/loBaHHbIe WHTEPAKTUBHBIMH, MY/JIbTUMEJUHHBIMU TOCKaMH, TIPOEKTOpaMH,
YTO I103BOJISIET YWTATh JIeKIMA B (opmare mpe3eHTal[di, pa3pabOTaHHBIX C
MOMOIBbI0 TaKeTa TMpPUKIaAHbIX TporpaMM MSPowerPoint, ucmnosb30BaTh
HarJisiHble, WITOCTPUPOBAaHHbIe MaTepuasbl, OOIIMpPHYI0 HH(OpPMAIM0 B
Tab/MyHOM U rpaduueckoii hopMax, rakeT NMPUKIAJHBIX 00yUarol[uX MPorpaMM, a
TaK’Ke 3JIeKTPOHHbIe pecypchl ceTu IHTepHeT.
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