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BBEAEHHUE

Mertonuueckre yka3aHUs K MPAKTUYECKUM 3aHATUSIM 10 KYypCy
«J1lenonpon3BOJACTBO U PEXKUM CEKPETHOCTH B aAJMUHHUCTPATUBHOU
NEATEIIbHOCTH MOJIULANY MPEIHA3HAYECHBI IS IPAKTHYECKOTO U3YUYCHHUS
OJIHOM U3 OCHOBHBIX JIUCIUILJIMH B IOPUIUUECKOM 0Opa30BaHUMU.

K xaxaoMy CceMHHapCKOMY 3aHATHIO NPEIIAracTcs MNEPEeYeHb
BOIIPOCOB, HEOOXOAMMBIX [JIsi TOJHOTO W BCECTOPOHHEI0 M3yYECHUS
TEMBL.

[lenb mpakTUYECKUX 3aHATHH — (OPMHUPOBAHHE TEOPETHUUECCKUX
3HAHUW CTyACHTOB, oOOydeHHe pabdoTe ¢ 3aKOHOJATEIbCTBOM JIJIS
NpPaBWIbHOM KBaM(PUKAIIMU XapaKTepa BO3HUKIINX MPABOOTHOIICHUN U
HaXO0XJAEHUS COOTBETCTBYIOIIUX CIy4aro MPABOBBIX HOPM.

s ycmeniHod TMOATOTOBKM K 3aHSATHIO HEOOXOJMMO TOCEIIaTh
JEKIMU, u3y4yaTh HOPMATUBHBIE AaKThl, KOTOpPHIC€ O3BYUYHBAIOTCS
npernojaBaresieM Ha JieKuud. [IpakTudeckue 3aHATHS TPOBOASATCS C
MOATOTOBKOW CTYJIEHTaMHU JIOKJIAJIOB, C MPUIVIAIIEHUEM MPAKTUYECKUX
PabOTHUKOB U € 00s3aTEIbHBIM OOCYKJICHUEM MTOCTABJIECHHBIX MTPOOJIEM.

Kpome »3roro, nnsi MNOATOTOBKM K MPAKTUYECKOMY 3aHSATHIO
CTYJIEHTBl JIOJDKHBI, TPEABAPUTEIBHO H3YUUTh Y4YEOHYIO M HAyYHYIO
JUTEPATYPY, EPEUYEHb KOTOPOU MPUIATAETCS K KAKIOMY 3aAHATHIO.

B cBsi3u ¢ npoucxonsdiiiMU U3MEHEHHUSIMUA B aIMHUHUCTPATUBHOM
3aKOHOJATENIbCTBE  CTYJAEHTHl  JOJDKHBI  MPOSBISTH  OOJBIIYIO
CaMOCTOATEJIbHOCTh B HU3YUYEHUU COOTBETCTBYIOIIUX HOPMATUBHBIX
aKTOB, CJIEJUTh 3a U3BMEHEHUEM TEKYIIErO 3aKOHOIATENbCTBA. BhICcTymas
Ha CEMHUHApeE, CIEIyEeT YeTKO (hOPMYJIMPOBATH OTBETHI HA TIOCTABJICHHBIE
BOIPOCHI, 000OCHOBATh X CChUJIKAMHU Ha 3aKOHOJIATENIbCTBO U CYJCOHYIO
MPAKTUKY, JOTHYECKH MPABUIBHO CTPOUTH OTBET.
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[Toamucano B meyath . ®opmart 60%80 1/16.
Yeu. ned. 1. Yda.-uza. a. Tupax 100 3k3. 3akaz  becnartHo.
FOro-3anaiabiil TOCY 1apCTBEHHBIM YHUBEPCUTET
305040, r. Kypck, yia. 50 net Oxtsa0ps, 94.



OI'JIABJIEHHUE

1. OPTAHU3AIIMOHHO-METOANMYECKUE ITOJIOXKEHUA ........ 5
R B 01031117 (S 1 (031 (07 K<) 1 ¢ (O 5
1.2 O0beM NPAKTUUCCKHUX 3AHITHM ...vvvviiieeeieeeiiiiiiiiiineeeaiaenness. 7
1.3 MeToauueckue peKOMEH1alluu

10 OPTaHU3ALMNU U3YUYECHHS JUCITTUTIIIHDBL «..'vnieeeeeeeineeeeannnns 7
2. TUVTAHBI [TIPAKTUYECKUX BAHATUM ........ooeveeieiiein, 14
3.1lepeyeHb BOPOCOB ISl IOTIOJTHATEIBHOTO U3YUYEHHUS ... ... ......... 30
4. YHEBHO-METOJMYECKOE U THO®OPMAIITMOHHOE
OBECIIEYHEHUE JUCHUIUIMHBI ..., 33
4.1 IlepeyeHb OCHOBHOM M IOTIOJHUTEIHHON y4eOHOM IUTEpaTyPHI,
HEOOXOAUMOM JJIs1 OCBOCHUS TUCHUATIIMHBL .. .uvvveeenieeeennneeennnnenn, 33
4.2 IlepeyeHb METOIUUECKUX YKABAHMM .. .vvveerennnnnnnneeeeennnnnnnenss 34
4.3 Ilepedens pecypcoB HHGOPMAITMOHHO-TEIIEKOMMYHHUKAITMOHHOM.
cetu «ITHTEepHET», HEOOXOUMBIX JIJIs OCBOCHUS JUCHMUIUIUHEI .........35
5. OCHOBHBIE TEPMUHGBI U OTTPEJEJIEHUA ..................... 36



1. OPTAHU3AIIMOHHO-METOJINYECKMUE ITOJTOXEHUSA

1.1. O01mue moJ10;KeHUs

1.1 Heab npenogaBaHus AU CIUILIMHBI

dopmupoBaHrue y OOydYarONIUXCS 3HAHWUW, yYMEHUM, HAaBBIKOB M
KOMIIETCHITUH, HEOOXOAUMBIX JUIS  YCIEIHOW TpodeCCHOHATbHOM
IMOJATOTOBKH CHEIMAINCTOB, OTBEUAIOIIHNX COBPEMEHHBIM
KBaJTU(DUKAIIMOHHBIM TPeOOBaHMAM, 00Iadar0MNX 0a30BBIMU 3HAHUSMHU
0 cnenudurKe AETOTPOU3BOJCTBA U OOCCIIEUCHHS PEKHUMa CEKPETHOCTH
B AIMUHUCTPATUBHOM JIEATEIILHOCTU MOJIHUIIHH.

1.2 3agaum u3y4yeHust JUCUUILIMHbBI

1. ®opmupoBanue 3HAHUKW O MOpaBUiIax pa3pabOTKU U
odopMIICHUS IOPUANIECKUX U CIYKEOHBIX TOKYMEHTOB.

2. ®opMupoBaHuE 3HAHUM O CHOCO0AX JOKYMEHTAIIMOHHOTO
COITPOBOXICHUS BBISIBJICHUS KOHTUHICHTA, B npejenax
TEPPUTOPUATBHBIX MMOJHOMOYUN OTIENIa MOJUIUU, B LEISIX BbISBICHUS
JMI, BEIYUIMX aMOpPaJIbHBbIA 00pa3 >KU3HHU, CKIOHHBIX K COBEPILICHHUIO
MPOTUBOMPABHBIX JEAHUW, BOBJICKAIOIINX HECOBEPIICHHOJIETHUX B
MPECTYITHYIO U UHYIO IPOTUBOIIPABHYIO JIEATEIBHOCTb.

3. ®opmupoBaHHUE HABBIKOB MIPUMEHECHHUS TpeOoBaHU I
HOPMATUBHBIX MPABOBBIX aKTOB B 00JIACTU 3alIUTHI IOCYIapPCTBEHHOU
TaiiHbl 1 UHOOPMAIIMOHHON 0€30MMacHOCTH.

4. ®opMHUpPOBAHNE HABBIKOB 0OECIICYEHHSI COOIOICHUS PEKUMa
CEKPETHOCTH.

5. I[loaroroBka K OCYILIECTBIICHUIO npodecCuOHATBLHOM
NEATEIbHOCTH o npoduIaKTUKE aIMHUHUCTPATUBHBIX
IIPABOHAPYIICHUN U IPECTYIIICHUM.

IlepeyeHb KOMIIETEeHIUH, KOTOPbIEe (POPMUPYET AUCHMUIIJINHA:

[IK-7.1 - aHanu3upyeT KOHTUHIE€HT, B MPEAEIaxX TEPPUTOPHUATBHBIX
MOJTHOMOYMM OT/ENa MOJIMIMU, B LENSAX BBIABICHUSA JIAL, BELYIIUX
aMopajbHbIA 00pa3 )KU3HU, CKIIOHHBIX K COBEPIICHUIO TPOTUBOINPABHBIX
NESHUM, BOBJICKAIOIINX HECOBEPIICHHOJIETHUX B MPECTYIHYI0 U WHYIO
POTUBOIPABHYIO JIESITENBHOCTD;

[IK-7.2 - OCYIIECTBISIET OPraHU3alUI0 JCATEIBHOCTH IO
npoQUIaKTUKE aAMUHUCTPATUBHBIX MTPABOHAPYIICHUH U IPECTYIUICHU;



[IK-7.3 - mnpuMmeHseT aJIMUHHUCTPATUBHO-IIPABOBBIE CPEJCTBA,
HaIpaBJICHHBIE Ha npOPUITAKTUKY aIMAHHUCTPATUBHBIX

IIPABOHAPYIICHUN U IIPECTYILICHUM.

1.2 O0bemM NpaKTHYECKUX 3AHATHI

Ne HanMeHoBaHME MPAKTUYECKOTO 3aHITHUS O0BeM,
qac.
1 2 3

I | TIpeamer, 3agaun U cucTeMa AUCUUILINHEL 4
«J1enonmpou3BOACTBO U PEKUM CEKPETHOCTH B
aIMUHUCTPATUBHOM JEATEILHOCTH MOJULIUU

2 | Ucropus opraHM3aliiy JeJI0IPOnu3BOACTBa B Poccuu 4
[ToHsaTHE U BUIBI CITYKEOHBIX IOKYMEHTOB B OpraHax 4
BHYTPEHHUX JI€J

4 | TIIpaBuja moArOTOBKU M O(OPMIIEHHS OTAEIbHBIX 4
JOKYMEHTOB B ITOAPA3ICICHUSIX HOJIUIAN
(IOKYyMEHTHUPOBAHUE)

5 | Tlopsaok oOpalieHHs TOKYMEHTOB B OpraHaX BHYTPEHHHX 4
nen (JOKyMeHTO000pOT)

6 | KouTpoap UCHOIHEHUA JOKYMEHTOB. [Topsaok 4
PacCMOTPEHUS B OpraHax BHYTPEHHUX e oOpalieHui
rpaxJiaH

7 | Ilepenaua JOKYMEHTOB B apXUBBI. DKCIIEPTH3a U 4
YHUUYTOXEHUE T

8 | OcymecTBieHne paboT ¢ JOKYMEHTAMHU OIPAaHHYECHHOTO 4
pacupoCTpAHEHUS

9 | [lonsTHE, 3HAYCHHUE U TIPABOBOE PErYIMPOBAHUE PEIKUMA 4
CEKPETHOCTH B IMUHUCTPATUBHOM JESITEILHOCTH MOJUIUN

Hroro 36

1.3 MeTtoauyeckne peKOMeHIANUN
[0 OPraHU3aANUN U3YyYeHUs TN CIUTLTHHBI

B paMkax n3zydeHus AUCIUILUIMHBI «/[e10mporn3BOACTBO U PEKUM
CEKPETHOCTH B aJIMHUHUCTPATUBHOM JEATEIHPHOCTH MOJHUIMU» paboTa

CTYJICHTOB OpPTaHU3YEeTCA B ClIeyIOMUX hopmax:

- paboTa C KOHCIIEKTOM JICKIIMI U JOTOJHUTEILHON JTUTEpPATypOit

0 TeMaM Kypca;




- I3yYCHHE BOMPOCOB, BBIHOCHMBIX 3a pPaMKH JICKITMOHHBIX
3aHATUH (IUCKYCCHOHHBIC BOIIPOCHI ISl IOMTOJTHUTEILHOTO N3YUSHHS );

- IOJITOTOBKA K IMPAKTUYECKOMY 3aHATHIO;

- BBIIOJIHEHWE TPYNIOBBIX M HWHIWBHAYAJIbHBIX JOMAIITHHX
3aJIaHAi, B TOM YHCJIE. MPOBEJACHUE COOCCEIOBaHUS 110 TEME JICKIIHH,
MOJITOTOBKA KPaTKOTo Jokiaaza (pe3roMe, 3cce) MO TeMEe 3aHATHS U
pa3paboTka MYJIbTHUMEIMMHOW MpE3eHTAllMH K HEMY; BBIITOJTHCHUE

MpPaKTUYECKUX  3aJaHuil  (pelleHue  3aaay); MMOJAIOTOBKA K
TECTUPOBAHUIO;
- CAMOKOHTOPOJIb.

PexoMeHayeMbIil HHKE PEXKHUM CaMOCTOATEIBHOM  pabOTHI
MO3BOJIUT CTYJIEHTaM TJIYyOOKO pa3o0paThCsd BO BCEX M3Yy4aeMbIX
BOIIPOCax, AKTHUBHO YYacTBOBAaTb B JHMCKYCCHUSX Ha MPAKTHYECKUX
3aHATUSIX U B KOHEYHOM HUTOT€ YCIIEIIHO C/IaTh 3a4€T MO JUCHUILIAHE
«J1eonpou3BOJACTBO U PEXKUM CEKPETHOCTH B aJIMUHHUCTPATUBHOU
NEATEIIbHOCTH TTOTULIAN.

Jlexyusa saBnseTcs GyHAAMEHTaIbHBIM HCTOYHUKOM 3HAHUU W
JOKHA ~ CIOCOOCTBOBAaTh  INTyOOKOMY  YCBOGHMIO  MaTepualia,
aKTUBU3UPOBATH MHTEPEC CTYJICHTA K U3y4aEMOM JUCIUIUINHE.

PaboTry ¢ KOHCHEKTOM JIEeKIUH I1eJecO00pa3HO MPOBOJAUTH
HETMOCPEJICTBEHHO Tocie €€ mnpociaymuBanus. OHa mpeamnosiaraet
NepeUYUThIBAHUE KOHCIIEKTa, BHECEHHWE B HEro, Mo HEO0OXOJIUMOCTH,
YTOUYHEHUH, JOMOJHEHUH, Pa3bsICHEHUA U U3MEeHEHU. O3HAKOMIIEHUE C
JOTIOJTHUTEILHOM JIUTEPAaTypoOd MO TeMme, MPOBEJCHUE 0030pa MHEHMI
IPYTUX YYEHHBIX M0 wu3ydaemoil Teme. HeoOXonumbIM sIBISIETCS
rIyOOKO€ OCBOEHHUE COJCpPKaHMs JICKIIMU U CBOOOJHOE BIaJICHUE UM, B
TOM UHCJIE UCIOJb30BAHHON B HEW TEPMUHOJOTUU (TOHSTHUI),
KaTEropuid M 3aKOHOB (TJIOCCApUM K KaXKJAOM TEME  COICPKUTCS B
HACTOAIIMX METOJIMYECKUX YyKazaHusX). CTylIeHTy pPEKOMEHIYeTCsl He
OTPaHUYMBATHCS TIPU W3YUYEHUU TEMbI TOJbKO KOHCIIEKTOM JICKIIUA WU
OJIHUM Y4E€OHUKOM; HEOOXOIUMO HE TOJIbKO KOHCIEKTUPOBATH JICKIIUH,
HO W 4YUTaTh JONOJHUTEIbHYIO JIUTEPATypy, U3y4aThb METOJIMYECKUE
pEKOMEH/IallNK, U3/1aBaeMbie Kadeapoil.

B c¢Bm3u ¢ OonpmiiM  00BEMOM HM3ydaeMOro MaTepuala,
UHTEPECOM  KOTOPbIH  OH  TMPEJCTABISICT JJIsI  COBPEMEHHOTO
00pa30BaHHOTO YEJIOBEKAa, HEKOTOPHIE BOMPOCHI BBIHOCITCSA 3a PAMKHU
JEeKIUn. H3yuenue B60npoco8, BbIHOCUMBIX 34 PAMKU JIEKYUOHHbLIX



3ansamul (IUCKYCCHOHHBIX BOMPOCOB), MPEAINOJIAracT CaMOCTOSTEILHOE
U3YUYCHUE  CTYJCHTAMU  JIONOJHUTEIBHOM  JUTEepatyppl U €€
KOHCIIEKTUPOBAHUE MO 3TUM BOIPOCAM.

B xome mnpakmuueckux 3anamuii TPOBOAUTCA Pa3bICHEHUE
TEOPETUYECKUX TOJOKEHUNA Kypca, YTOUHEHUS MEXIUCIUIIIMHAPHBIX
CBsI3€EM.

lloocomosxka Kk  npakmuueckomy 3aHAmuro  TPEANnoaraet
OOJIBIIIYIO CAMOCTOSATENIBHYIO pa0OTy U BKJIIOYAET B CEOs:

- 3HaKOMCTBO C IUIAHOM 3aHSITUS U MOJ00p MaTepuaja K HEeMy MO
YKa3aHHBIM MCTOYHUKAM (KOHCIEKT JIEKIIMM, OCHOBHAs, CIIPABOYHAS U
JTOTIOJIHUTENbHAS JINTEPATYPA, JIEKTPOHHBIE U UHTEpHET-PECYPCHI);

- 3alIOMUHAHKE MOI00PAHHOIO 10 MIaHy MaTepuana;

- OCBOEHUE TEPMHUHOB, IIEPEUHUCICHHBIX B TJIOCCAPHH;

- OTBETHI HA BOIIPOCHI, IPUBEICHHBIE K KAXKIO0N TEME;

- O0JlyMbIBaHUE  BOMPOCOB  JUIsi  OOCYXXJICHUSA;  BBIJBH)KCHUE
COOCTBEHHBIX BapHaHTOB OTBETA;

- BBINIOJIHEHUE 3aJJaHUI MPEnoaaBaTelis.

- MOJITOTOBKA (BBIOOPOYHO) MHIUBUYATbHBIX 3a/IaHUMH.

3ajaHus, NPUBEJACHHBIC B IUIAHAX 3aHITUU, BBINOJIHSIIOTCS BCEMHU
CTYJICHTaMH B 00s13aT€IbHOM TMOPSAKE.

Boinonnenue epynnoswvix u uHOUBUOYAIbHLIX OOMAWHUX 3A0AHULL
SBJISIETCS 00s3aTeNIbHON (hOPMOM CaMOCTOSITEILHONM PabOThI CTY/ICHTOB.
[Io pmucuuruHe «J/[eIONpPOU3BOACTBO M PEXHUM CEKPETHOCTH B
aIMUHHUCTPATUBHON JIESATENLHOCTH TOJMUIMKA» OHA MPEAnoJaraet
NOATOTOBKY HWHJMUBUAYAIbHBIX WJIM TPYIIOBBIX (HA YCMOTpPEHHE
npenojaBaTensi) J0KIaaoB (coobieHuii, pedepaToB, 3cce, TBOPUECKUX
3a/1aHUM) HA CEMUHAPCKUX 3aHATUAX U Pa3pabOTKy MYJIbTUMEIUUHOU
MPE3EHTALNU K HEMY.

Jloknao - TPOIYKT CaMOCTOSITEIbHOW pPabOThl CTYJCHTA,
MPECTABIISIONINI OO0 MyOJIMYHOE BBICTYIICHHE IO MPECTABICHUIO
MOJIY4EHHBIX ~ pe3yJIbTaTOB  PEIICHUsS]  OMNpeJeseHHONW  ydeOHo-
MPaKTUYECKOU, y4eOHO-UCCIIEI0BATEHCKON I HAYYHOM TEMBI.

Dcce - cpelicTBO, MO3BOJISIIONIEE OLIEHUTh YMEHUE 00YyUaroIIerocs
NUCbMEHHO H3JIarath CyTh MOCTAaBJICHHON MPOOJIEMBI, CAMOCTOSTEIBHO
OpPOBOJAUTh AHAIN3 MPOOJEMbI C UCIOJIb30BAHUEM KOHIICNIUA U
AHAJIUTUYECKOTO HWHCTPYMEHTApUsi COOTBETCTBYIOIIECH JUCHMIUINHBI,



JieJaTh BBIBOJIBI, 0000IIAOIIE aBTOPCKYIO MO3UIIMIO TT0 TTOCTABICHHOM
npobJieme.

Pegpepam - mnpoayKT camMOCTOSITEILHOM pPabOThl CTYJECHTA,
MPEJACTABIISIIOMNN COO0M KpaTKoe H3JI0KEHHE B THCHbMEHHOM BHJIC
MOJYYCHHBIX PEe3yJIbTaTOB TEOPETUUYECKOTO aHalM3a OIpeaeIeHHOU
HaydyHOM (y4eOHO-HCCIIeIOBATEIbCKOM) TEeMbI, TJIC aBTOP pPacKphIBacT
CyTh HCCJIEAyeMON TpoOJIeMbl, IPUBOJUT PA3TUYHBIC TOYKH 3PEHUS, a
TaKXe COOCTBEHHBIC B3IJISbI HA HEE, MPUBOJAUT CIUCOK UCTOJIBb3YEMBIX
HMCTOYHHKOB.

Teopueckoe 3a0aHue - YaCTUYHO PETIAMEHTHPOBAHHOE 3aJaHue,
UMEIOIIee HECTaHAAPTHOE PEIIeHUE W TO3BOJISIONIECE JUATHOCTUPOBATH
YMEHHS, UHTETPUPOBATh 3HAHUS Pa3IMYHBIX obiacreit,
apTyMEHTHUPOBAaTh COOCTBEHHYIO TOUKY 3peHHsS. MOKET BBITIOIHATHCS B
WHIUBUIYaTBHOM MOPSJIKE WU TPYIION 00yUYarOITuXC.

[IpenonaBatens cam GOpMUPYET 3aJaHUE WIH CTYACHTHI UMEIOT
BO3MOXHOCTh CaMOCTOSITEJIbHO BBIOpAaTh OJIHY W3 IIPEAIoiaracMbIX
IpernojaBaTeieM TeM U BBICTYIIUTh Ha CEMUHAPCKOM 3aHATHU. Jlokman
(pe3toMe, ascce U TA.) Kak (opma CcaMOCTOSTEIbHON y4ueOHOM
NEATeIbHOCTH CTYASHTOB TMPEACTABIsACT COOOM pacCyXJIeHHe Ha
OTIPEICIICHHYI0O TeMY Ha OCHOBE 0030pa HECKOJBKMX HCTOYHUKOB B
HEsAX JI0Ka3aTeabCTBA WJIM OINPOBEPKEHUSI KAKOro-inbo Te3uca.
Nudopmariusi  MCTOYHUKOB  HMCIIOJB3YETCS Il apryMEHTAllUH,
WUTIOCTpAllMd W T.J. CBoMX Mbicied. llear Hamucanus Takoro
paccyXJeHusl He nyOIupoBaHUE UMEIOIIEHCS JTUTEpaTyphl Ha 3Ty TEMY,
a TOJArOTOBKA CTYIEHTOB K TMPOBEACHUIO COOCTBEHHOI'O HAy4YHOTO
UCCIICJIOBaHUSA, K TPaBWIBHOMY OGOPMIICGHHIO €ro OIMCAaHus B
COOTBETCTBUU C TPEOOBAHUSIMH.

Pabotra cTyaeHTOB 10 TMOJATOTOBKE JOKJIaaa (CooOIIeHus,
pedepaToB, 3cce, TBOPUYECKUX 3aJlaHMIl) 3aKIIOYAETCS B CIEIYIOIIEM:
noA0Op Hay4yHOU JHUTEpaTypbl IO BBIOpaHHOW TeMme; paboTa C
auTepaTypou, oTOO0p HH(MOpMaIMU, KOTOpas COOTBETCTBYET TeME U
IIOMOTraeT J0Ka3aTh TE3UChl, aHalu3 IpoOJeMbl, (HhaKTOB, SBICHUH;
cucreMaTtusanus U 0000IIeHUe MaHHBIX, (OPMYIHUPOBKA BBIBOJIOB;
OIICHKAa TEOPETHUYECKOTO M MPAKTUYECKOTO 3HAYEHHUS pacCcMaTpruBaeMoOun
npoOJieMbl; apryMEHTalusl CBOETO MHEHHMs, OIICGHOK, BBIBOJIOB,
NPEVIOKEHUN;  BBICTPAMBAaHUE  JIOTUKM  M3JIOKCHUS;  YKa3aHHE
UCTOYHUKOB WHGOpPMAIIMK, aBTOPOB H3JIAra€éMbIX TOYEK 3PEHUS;



npaBUiIbHOE OQopMIIeHHE PabOThl (CCHUIKH, CIUCOK HCIOJIb30BaHHOMN
JUTEPATYpPhl, PUCYHKH, TAOJIUIIBI) IO CTAaHAAPTY.

CaMOCTOSITENNbHOCTh ~ CTYJIGHTAa TMpPU  MOJTOTOBKE  JIOKJIada
(cooOmmieHne, 9cce) TMpOsABISETCS B BbIOOpE TeMbl, pakypca eé
pacCMOTpEHUsI, HMCTOYHHUKOB JJi1 PACKPBITHS  TEMbl, TE3HCOB,
apryMEHTOB IS UX JOKa3aTelbCTBA, KOHKPETHOW WHHMOpMAIMU U3
HUCTOYHUKOB, CIIOC00a CTPYKTYpHUPOBaHUSA U 0000IeHUsS] WHPOPMAIIHH,
CTPYKTYpbl HU3JIOKEHHUS, a Takke B OOOCHOBAaHMHM BHIOOpAa TEMBI, B
OIICHKE €€ aKTyaJIbHOCTH, PAKTUYECKOTO U TEOPETUUECKOTO 3HAUYCHUSI,
B BBIBO/JIAX.

BricTynienne ¢ gokiiagoMm (pe3roMe, 3CCE) Ha CEMHUHApe HeE
JOJKHO TipeBbimiath 7-10 munyT. [lociie yCTHOTO BBICTYIUICHUSI aBTOP
OTBEYAET Ha BOMPOCH! ayJUTOPHUH (CTYAECHTOB, IPENOAaBATENs) [0 TEME
U COJIEPKAHUIO CBOETO BBHICTYILJICHUS.

[lenp W 3amauyud JaHHOTO BHUJIA CAMOCTOSITEIBHOM PpabOThHI
CTYJICHTOB OIPEACISIIOT TpeOOBaHUsA, NPEAbIBIsSEMbIe K JIOKJIATy
(pe3toMe, 0dcce), U KpUTEPHUU €ro OIEHKH: 1) Joruueckas
MOCJIEA0BATEIbHOCTh M3JIOKEHUS;, 2) apryMEHTHUPOBAHHOCTh OIICHOK U
BBIBOJIOB, JOKA3aHHOCTh Te€3Mca; 3) SICHOCTh W MPOCTOTA H3JI0KECHUS
MBbICIeH (OTCYTCTBHE MHOTOCJOBUS W HW3JIMIIHEr0 HaykooOpasus); 4)
CaMOCTOATEJIbHOCTh U3JI0KEHUS MaTepralia ICTOUHUKOB; 5) KOPPEKTHOE
yKa3aHWe B TEKCTE JOKJaJa HWCTOYHUKOB HH(OpMAIMHM, aBTOPOB
IPOBOJMMBIX TOUYEK 3peHus; 6) CTUIMCTUYECKas NPaBUIBLHOCTh U
BBIPA3UTEIBHOCTh (BBIOOpP SI3BIKOBBIX CPEICTB, COOTBETCTBYIOIIUX
HAy4YHOMY CTHUJIIO peuH); 7) YMECTHOE UCTIOIb30BaHUE WIUTFOCTPATUBHBIX
cpeAcTB (IIUTaT, CHOCOK, PUCYHKOB, TaOJIHII, CJIAN]IOB).

N3noxeHue wmarTepuagoB JOKJIAJa MOXET COMPOBOXKIATHCS
MynomumeoutiHou  npesenmayuel. Pa3zpaboTka  MyJIbTHMEIUWHOM
MpPE3CHTALMN BBIMOJHSETCS MO TPEOOBAHUIO TPEINojaBaTeis WU IO
KEJIaHUIO CTYJICHTA.

[Ipe3enTamuss g0DKHA OBITH BBITIOJHEHA B Iporpamme Power
Point 1 BKJIIOYaTh TaKOE€ KOJIMYECTBO CJIAI0B, KAKOE HEOOXOIUMO JIJIsI
WUTIOCTPUPOBAHUS MaTepuaia JoKjIaaa B IOJHOM 00beME.

OcHOBHBIE METOAUYECKHE TpeOOBaHMs, MPEIBABISIEMbIE K
MpE3CHTAlUU:  JIOTUYHOCTh  MPEJCTABICHUS C  COINIACOBAHHOCTH
TEKCTOBOIO W BHU3YAJIbHOTO MaTepuasa; COOTBETCTBUE COJICPHKAHUS
Mpe3eHTAllMM BHIOPAHHOW TE€M€ M BBIOPAHHOTO MPHHIIUIA W3JIOXKCHUS /
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pyopukanuu  uHPopMaIu (XpOHOJIOTHYECKUH, KIIacCU(DUKAITMOHHBIH,
(GYHKITMOHAJIBHO-IICJICBON M [Ip.); COPa3MEPHOCTh (HEoOXoauMmas W
JIOCTATOYHAs TMPOMOPIMOHATIBHOCTh) TEKCTa W BHU3YaJbHOrO psija Ha
KaxaoM crnaiiae (e meree 50% - 50%, unu Ha 10-20% Oosee B CTOpOHY
BU3YaAJIbHOTO PsiJia); KOMGOPTHOCTh BOCHPUATHS C dKpaHa (1LBET (oHa;
pasMep U YeTKOCTh HIpUTa); 3CTETUIHOCTh 0hopMIIeHUS (BHYTPEHHEE
€MHCTBO MCIOJIb3YEMbIX IIA0JOHOB MPEIbABICHUS UHOpMaLny;
YIOPSI0YEHHOCTh U BBIPA3UTEILHOCTD rpauyecKux U
M300pa3UTENbHBIX DJIEMEHTOB); JIOMYCKAETCS HAJIU4YUE aHUMAIIMOHHBIX
Y 3BYKOBBIX 3(PheKTOB.

Ouenka noknaga (pe3tome, 3Cce) MPOUBBOJIUTCS B pPaMKax
0a/uIbHOTO TBOpPUYECKOro peutuHra neiictpyromeit B KO3I'Y GanbHO -
PEUTUHTOBOM OLICHKHA YCIIEBAEMOCTH W KAayeCTBA 3HAHWUM CTYAECHTOB.
HUtoroBasi oreHka sBIsSeTCd CyMMOM  OaljioB, BBICTaBISIEMbBIX
MpenojaBaTesieM ¢ YYeTOM MHEHHS JPYTUX CTYJICHTOB MO KaXJIOMY W3
NEPEUYHUCICHHBIX BBIIIE METOAMYECKUX TpeOOBaHMM K JOKIadAy U
PE3CeHTALINH.

[To mucnumnnune «Jlenonpou3BOJICTBO U PEXKUM CEKPETHOCTH B
aIMUHUCTPATUBHOM  JEATETLHOCTH  MOJMIMU»  Takxke  Gopmoit
CaMOCTOSITEIbHOM ~ pabOThl  CTYACHTOB  SBIISIETCA  GblNOJIHEHUE
npakmuyeckux 3a0anuti (peuileHus 3aoay), COACPNKAHUE KOTOPBIX
OTIpeIeTsIeTCA COAEPKaHUEM HACTOAIIMX METOANYECKUX YKa3aHUH.

Yacte mpaKTHYECKUX 3aJaHWl MOXET OBITh BBIMOJHEHA
CTyICHTAMM Ha  ayJAUTOPHBIX  MPAKTHUYECKUX  3aAHATUAX  TOJ]
PYKOBOJCTBOM TipenoaaBarens. Ilocie Toro, kak mnpernojaBareieM
OOBSBJICHO, YTO PACCMOTPEHUE JAHHOW TEMbl HA ayJIUTOPHBIX 3aHITHUSIX
3aBEPIICHO, CTYACHT MEPEXOAUT K CAMOCTOSITEIbHOMY BBIMOJHEHUIO
NPaKTUYECKUX 3aJlaHuM, TOJIb3YSCh HACTOSIIIMMH METOJUYECKUMU
YKa3aHUSIMH, KOHCIIEKTOM JIEKIIUM 10 COOTBETCTBYIOLICH TeEME,
3aMUCSAMHU, CJICIAHHBIMU Ha MPAKTUYECKUX 3aHSITHUSX, JIOMOJHUTEIbHOM
autepatypo mno Teme. Bce  mpakTuyeckne — 3ajaHus IS
CaMOCTOSITEJIbHOTO  BBITMIOJIHEHUSI  CTYJ€HTaMH, TPUBEJACHHBIE B
HACTOAIINX METOJIMUECKUX YKa3aHUSX 00s3aTeNbHbI JJIsl BBIIIOJIHEHUS B
MOJTHOM 0OBbeMe.

lloocomoska k mecmuposaruio TPETyCMATPUBAET MOBTOPEHUE
JEKIIMOHHOTO  MaTepuajla W  OCHOBHBIX TEPMHHOB, a  TaKXe
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CaMOCTOSATEJIbHOE  BBIMIOJIHEHHWE 3aJlaHUi B  TEKCTOBOM  (popme,
MPUBEACHHBIX B HACTOAIINX METOANYECKUX YKA3aHUSAX.

Camoxoumpono ABJISIETCS 00s13aTeNIbHBIM BJIEMEHTOM
CaMOCTOATEIbHON paboThI CTyJICHTa 1o TUCLUILINHE
«J1leTonpon3BOJACTBO U PEXKUM CEKPETHOCTH B aAJMUHHUCTPATUBHOU
NEeATeNIbHOCTU mnoJuiuu». OH TOo3BOJSIET (QOPMUPOBATH yYMEHHUS
CaMOCTOATEIIbHO KOHTPOJUPOBATh U aJI€KBATHO OLICHUBAThH PE3YJIbTATHI
CBOCH yueOHOM JAEATETbHOCTH U Ha 3TOH OCHOBE YIPaBIIATH MPOIECCOM
OBNaJcHUsA 3HaHusAMU. OBlaJeHUE  yMEHUSIMU  CaMOKOHTPOJIA
dbopMUpyeT HaBBIKM IUIAHUPOBAHUS YYEOHOTO TpyJa, CIIOCOOCTBYET
yIIyOJICHUI0 BHUMAHMS, MaMSITH M BBICTYNAeT KaK BaXKHbIA (aKkTop
Pa3BUTHS TTO3HABATEIIHLHBIX CHOCOOHOCTEM.

Camoxoumpons exnouaem.

1.OTtBET Ha BOMNPOCHI JJISI CAMOKOHTPOJS IS CaMoOaHalu3a
TyOUHBI U IPOYHOCTH 3HAHUIN U YMEHHUU 1O TUCIUILIIUHE.

2. KpuTrnueckyro OIEHKY pe3yJIbTaTOB CBOEU IT03HABATEIbHOM
NEATEIIbHOCTH.

CaMOKOHTpOJIb YYHUT LEHUTH CBOE BpEMS, MO3BOJISIET BOBpPEMS
3aMEHUTH U UCIIPABIIATH CBOU OLIMOKH.

DopMBbI CAMOKOHTPOJISI MOTYT OBITh CJICTYIOIIUMH:

- YCTHBIM MEpecKa3 TEKCTa JIEKIMU W CPaBHEHUE €ro ¢
COJIEp:)KaHUEM KOHCIIEKTA JICKIUH;

- OTBET Ha BOIPOCHI, TPUBEACHHBIE K KaXKJI0W TEME;

- COCTABJICHUE IUJIaHA, TE3UCOB, (POPMYJIUPOBOK KIFOUEBBIX
MOJIOKECHUM TEKCTa MO NaMsATH;

- OTBETHI HA BONPOCHI M BBITTOJIHEHHUE 3aIaHUH JIJI CAMOTIPOBEPKHU
(HacTosillIME METOJUYECKUE YKazaHUs MPEANOoJaratoT BOMPOCHl IS
CAMOKOHTPOJIA MO KXKJA0W U3ydaeMoOu TeMe);

- CAMOCTOSITEIBHOE ~ TECTUPOBAHUE IO  MPEHJIOKEHHBIM B
HACTOSIIIUX METOAUYECKHAX YKA3aHUSIX TECTOBBIX 3aIaHUM.

CaMOKOHTPOJb y4eOHOW JIEATEIbHOCTH TO3BOJSET CTYACHTY
o1leHUBaTh 3(PPEKTUBHOCTH U PAIIUOHAIIBHOCTh MIPUMEHSEMBIX METOJIOB
u (HopM yMCTBEHHOI'O TPyJa, HAaXOAUTh JOMYCKAaeMble HEJOYEThl U HA
9TOM  OCHOBE TPOBOAUTH HEOOXOAUMYIO  KOPPEKIIMIO  CBOCH
II03HABATEIbHOMN AEATEIBLHOCTH.

[Ipy BO3HUKHOBEHHUM CJIO)KHOCTEN II0 YCBOCHHUIO IMPOTPAMMHOIO
MaTepuajga HEOOXOJAMMO TMOCeaTh KOHCYJIbTAUUM M0 JAUCIUILIIMHE,
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3a/laBaTh yTOUYHAIONIME BOIMPOCHI HA JIEKIUAX W MPAKTHUYECKUX
3aHATUAX, YACJATH BpPEMs CaMOCTOSITEIbHOM MOJATOTOBKE (4Yachl Ha
CaMOCTOSITEIbHOE U3YyUYEHUE), OCYIIIECTBIIATh BCE bopmbI
CaMOKOHTPOJIA.
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2. INTAHBI TIPAKTUYECKUX 3AHATHI

Tema 1. Ilpeanmer, 3agayu W cuUCTeMa JAUCIHUATIMHBI
«/J1eJIONPOU3BOACTBO M PeKUM CEKPETHOCTH B AIMUHHUCTPATHBHOU
AeSITeJIbHOCTH nmoJuuuun» (4 Jac.)

I. OcCHOBHBIE MOHATHS JEJIONPOM3BOJICTBA, €r0 MNPEAMET, 3aJauH,
cucrema.
2. CrpykTypa coaepxkaHusi yueOHON TUCIMIUIMHBL: «/J]eI0mnpon3BOACTBO
U PEXKHUM CEKPETHOCTU» U €€ B3aUMOCBSI3b C JPYTMMHU Y4E€OHBIMU
JTUCLUTUTMHAMM.
3. Jlenonpou3BOACTBO B CHUCTEME NPABOOXPAHUTENBHBIX OPraHOB —
CYIIIHOCTh Y 3HAUYEHHUE.

TecToBbIC 31aHUSA
1. Kakoil mnpaBoBoil aKT peryjupyer MNOPSAOK PACCMOTPEHUS
oOpamenuii rpasxkaan B Poccuiickoit @enepanuu:
a) Konctutynus P®;
0) ®enepanbHbiil 3akoH 0T 2 Mast 2006 1. Ne 59-03 «O nopsiake
paccMoTpeHus oOpaleHui rpaxian Poccuiickoit deneparuny;
B) Npuka3 MUHKYIbTYpbl PD;
r) npuka3 MB/[ Poccumn.
2. Ha kakue kareropuu Jull pacnpocrpansierca DeaepajabHbId
3aKk0H 0T 2 Mast 2006 r. Ne 59-®3 «O nopsigke paccMOTpeHU s
oOpamennii rpa:xkaan Poccuiickon @enepanum»:
a) nu1l 0e3 rpakJ1aHCTBa;
0) rpaxnan P®d;
B) rpakaaH P®, MHOCTpaHHBIX TPpaKIaH U JIUI] 0€3 TpakJaHCTBA;
I') ”THOCTPAHHBIX IPaXJIaH.
3. B nepByto ouepeap BCKPHIBAIOTCSA NAKETHI C TOMETKAMH

Tema 2. UcTopus opranusanuu aejaonpoussoacrsa B Poccun (4
yac.)
1. OcymiecTBieHne PyHKIMU JIEIONMPOU3BOJICTBA B IONIETPOBCKYIO
AIIOXY.
2. PecdopMbl B opranuzaiiiu JIeJI0MPOU3BOICTBA B IOCOBETCKOE BpPEMSI.
3. OCHOBHbIE TEHACHIIUU U OCOOCHHOCTU OpraHU3alluu
nenonpousBoactea B CCCP.
4. OyHKIIMA U OpraHu3alus JeJI0ONPOU3BoACTBA B Poccum.
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5 Ilogpasnenenus AEIOMPOU3BOACTBA B TPABOOXPAHUTEIBLHBIX OpraHax:
3a1a4d U (PYHKITUH.

6. MexayHapoHbIe CTaHIapThl B 00JIACTH OpraHU3aIuy
JIEJIOTIPOU3BOJICTBA M TIOKYMEHTOOOOPOTA.

7. Yandukanus MeXIyHapOIHBIX MPABUJI COCTABICHUS TOKYMEHTOB

Tema 3. IlonstHe HW BHABI CJOYXKEOHBIX JOKYMEHTOB,
00pa3yroIuXcs B IPABOOXPAHUTEIbHBIX OpraHax (4 yac.)
1. Tlonsitus u ocobeHHOCTU O(OPMIICHMS: MPHUKA3bl IO OCHOBHOU
NEATEIbHOCTA W MO JUYHOMY COCTaBY; PACIOPSIKEHHS; IOJOXKEHHUS,
NpaBWIa, WHCTPYKUHUH, HACTABJICHUS; MPOTOKOJbI; IUIAHBI, OTYETHI,
JOKJIaJIbl, JIOHECEHUs, aKThl, JOKJIAJHbIC 3aMUCKH, 0030PhI, CHPaBKH,
3AKITFOYECHHS.
2. Tlonatus m o0coOeHHOCTH OMOPMIICHUS: CIIYyKEOHbIE TMHChMA,
CIy>KEOHbIC  3alUCKU; TeJerpaMMbl, JJIEKTPOHHBIE  COOOIIEHUS,
HampapisieMbIe IO BEJIOMCTBEHHOU CBSI3H, T€JIE(POHOTPAMMBI.
3. Ilonatus u ocoOeHHOCTH OQOpPMIIEHHUSA: paNoOpPThl JUYHBIE U
CITy’>KEOHBIE.

TecToBbIC 3a1aHUA

1. IIpaBo moib30BaHNs repOOBBIMH MEYATAMU MO €HiCTBUTEIbHBIM
U YCJIOBHBIM HAUMEHOBAHUAM NMPUHAJICKUT:
a) pyKOBOAUTEIEM OpraHU3alllH;
0) 3aMEeCTUTENSIM PYKOBOJUTENSI OpTraHU3allnu;
B) HaUAJIbHUKY CEKpETapuara;
') HAYaJIbHUKY CTPYKTYPHOTO MOIpPa3ACICHUS.
2. IIpaBo noJib30BaHus TepOOBHIMH MEYATAMH MO JeHCTBUTEIbHBIM
U YCJIOBHBIM HAUMEHOBAHUAM MOKET ObITh MPEA0CTABJICHO:
a) NPUKa30M PYKOBOJMTEINS] OPraHU3AMU APYTUM JOJKHOCTHBIM JIMI[AM
3TOW OpPraHu3alnu;
0) HAaYAJIbHUKY CEKpeTapuara,;
B) HAYAJIbHUKY CTPYKTYPHOT'O TIOAPA3/ICIICHHUS;
I') COTPYJHUKY CEKpeTapuara.
3. Y4éT ¥ BbI1a4a neyareid U ITAMIIOB B OPraHU3allui BO3J1araercs
Ha:
a) CeKpeTapuarhl;
0) CTPYKTYpHBIEC TIOJpa3ACICHHUS;
B) COTPYAHUKA CTPYKTYPHOTO MOJAPA3ICIICHUS;
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') HOoApa3AeCHUE ONPEACIICT PYKOBOAUTEIb OpraHU3alliH.

4. IlpoBepka HAJIMYMS MeYATel M ITAMIIOB B OPraHU3aluK
MPOU3BOAUTCSH:

a) OJINH pa3 B IroJ;

0) IBa pa3a B roJ;

B) OJIMH pa3 B TPU r'ojia;

') OJIUH pa3 B JiBa roja.

Keiic-3agaua Ne 1.

Odopmute NHUCHMEHHO pamopT 00 OOHApPYKEHUH MPUZHAKOB
npectymieHuss B coorBeTrctBuu co cT. 143 VIIK P® u Ilpukazom
Munrocta PO ot 11.07.2006 N 250 «O6 yTtBepxaeHuu MHCTpyKIUHU O
NpUEME, PETUCTPAlMM W MPOBEPKE B YUYPEKACHUSIX M OpraHax
VYTroJ0BHO-UCTIONHUTEILHON CUCTEMBI COOOIIEHUM O MPECTYIUICHUSAX U
MPOUCIHIECTBUIX).

Keiic-3agaua Ne 2

CocTaBUTh TUCHMEHHO MPOTOKOJI cOOpaHus (3acenanus) OTaena,
CITYKOBI.

Keiic-3agaua Ne 3

OdopmuTe NTUCbMEHHO MJIaH paboThl OTHIENa (CITYKOBI) Ha
KBapTal.

Keiic-3agaua Ne 4

Odopmute mNUCHBMEHHO CiaykeOHOe mucbmMo  (3ampoc B
BBIIIECTOSIIYIO ~ OpraHu3amnuto, Hanpumep B [ YOCHUH, o
NpPEAOCTABICHUM  MaTEpPUAJbHBIX WM JIIOACKHX PECYpCOB, CIIEIl.
CpeacTB, MHPpOpPMAITUHY U T.]I. )

Keiic-3agaua Ne 5

Odopmute  NHUCBMEHHO  JOJDKHOCTHYIO  WHCTPYKLHIO B
coorBercTBUU C Ilpukazom ®CHUH P® ot 05.06.2008 Ne 379 «OO06
yTBepxaeHun [lopsiika TOATOTOBKU  JIODKHOCTHOM — MHCTPYKIIMHU
pabOTHHKA YTOJIOBHO-UCIIOJIHUTEIHHON CUCTEMBIY.

Keiic-3agaua Ne 6

CoCTaBUTHIIUCHMEHHO aKT MpUeMa-Nepeaun CIIyKEOHBIX /eI,

JOKYMEHTOB.
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Tema 4. IIpaBuia noAroroBKM u 0(opmiieHHUS OTHEJIbHBIX
JTOKYMEHTOB B MPABOOXPAHUTEIbHBIX oprasnax
(nokymenTupoBanmue) (4 gac.)

1. IlpaBuna u mopsamok odopmiIeHUs U y4yéTa: NPHUKa3bl U
pPaCIOpSKEHUS; PENIAMEHTHI, IIOJOKEHHMS, IpPaBWId, HWHCTPYKIIUH,
IOPSIAKY, HACTAaBICHUS W JPyrMe€ HOPMATHUBHBIE IIPABOBBLIE AKTHI,
MPOTOKOJIBI;, IHIAHBI, OTYETHI, TOKJIAAbl, JOHECEHUS, aKThl, JTOKJIAJHBIC
3aMMUCKU, 0030pbl, CIPaBKH, 3aKJIFOUEHHUS, PAllOPThI; CIyKEOHbIE TUCHhMA;
CIy>K€OHbIC  3alUCKH; TeJerpaMMbl, JJIEKTPOHHBIE  COOOIIEHUS,
HampapisieMbIe IO BEJIOMCTBEHHOU CBSI3H, T€JIE(POHOTPAMMBI.

2. TloHsATHS pa3aUYHBIX JOKYMEHTOB M OCOOCHHOCTH HX
ohopMIICHMUS.

TecTOBBIC 3aJaHUA
1. HomeHKkIaTypa OpraHu3anyuu COCTABJISIETCH:
a) Ha KaXXJbIi KaJeHIapHbIN IO
0) Ha /1Ba TOAa;
B) Ha TpH rojia;
') Ha YEThIPE roja.
2. HoMeHKJ1aTypa OPraHU3alu YTBEPKIA€eTCH:
a) pyKOBOJIMTEIEM (HAYaIbHUKOM) OpTraHU3alliy;
0) HAYaJILHUKOM CTPYKTYPHOTO MOJIpa3/IeJICHHUS;
B) HaYaJIbHUKOM CEKpeTapHara;
') HE YTBEPKIACTCH.
3. OTBETCTBEHHOCTD 32 COXPAHHOCTH U NMPABWIbHOE HCIOJb30BAHUE
repOOBBIX MeyaTe BO3JIAraeTcs HEMOCPeJACTBEHHO HA:
a) HaYaJIbHUKA CEKPETAPHUATa;
0) COTpyIHHKA CTPYKTYPHOTO MOApa3/IeJICHNUS;
B) HaYaJIbHUKA CTPYKTYPHOTO MOJPa3ACICHUS;
') pyKoBOoAUTENS (HauadbHUKA) OpraHa 0€30MacHOCTH.
4. ConpoBoanTe/ibHbIE MUCbMA COCTABJISIOTCS TOJbKO K
TOKYMEHTaM:
a) TpeOYIOIIUM JIOTIOJHUTEIbHBIX YKa3aHUHN WU MOSICHEHUH;
0) TOJBKO K PaCHOPSAIUTEIILHBIM JOKYMEHTaM;
B) KO BCEM HCXOJISAIINM CEKPETHBIM JTOKYMEHTaM;
') HAIIPaBJISITh JOKYMEHTBI 0€3 COMPOBOUTEIbHBIX MUCEM
3ampenaeTcs.

17



5. CUCOK pacCblIKH COCTABJISIETCS IPU HANPABJIEHUH TOKYMEHTA
0oJiee yem:
a) 4YEThIPEM ajipecaram;
0) Tpém aapecaTam;
B) JIByM ajipecaTam;
T) OSTU aJipecaram.
6. I'pud cormacoBanusi BKJIOYAET B ce0A CJIeAYIOUIME 3JIEMEHThI:
a) CnoBo «CorjiacoBaHo», HaMUMEHOBAHUE JIOJDKHOCTH, BOUHCKOE
3BaHME, TUYHYIO MTOJMKUCH, MHUIIHAIBI U (haMUJIUIO JIMIIA, C KOTOPBIM
MPOEKT JOKYMEHTA COTJIAaCOBBIBAETCS, ATy COIJIaCOBAHUS;
0) CioBo «CoriacoBaHoy, HAUMEHOBaHWE JTOKHOCTH;
B) CiioBo «CoriiacoBaHO», MHUIIMAIKI U (PaMIJIUIO JIKIIA, C KOTOPBIM
MPOEKT JOKYMEHTA COTJIACOBBIBACTCS;
r) CioBo «CoriaacoBaHo», BOMHCKOE 3BaHUE, TUYHYIO MMOAMHUCH.
7. Kosin4ecTBO OTHEYATAHHBIX IK3€MILISIPOB JOKYMEHTOB
yYKa3bIBaeTCs:
a) Ha JIMIIEBOM MJIM 0OOPOTHOM CTOPOHE MOCIEAHETO JINCTA IK3EMILIIpa
JTIOKYMEHTa, OCTAIOIIErocs B Jeje;
0) Ha OCJIETHEM JIMCTE MIEPBOTO IK3EMILIAPA TOKYMEHTA;
B) Ha JIMIIEBON CTOPOHE MOCJEIHErO JIUCTA MOCICIHETO IK3EMILISIpa
JTIOKYMEHTA;
') Ha 000POTHOM CTOPOHE MOCJEIHETrO JIMCTA BCEX IK3EMILIIPOB
JIOKYMEHTA.

Kenc-3agaua Ne 1.

CocTaBUTh MUCHMEHHO 3aKJIIOYEHHE IO MaTepuaiaM CIyKeOHOM
MPOBEPKH (HAmpUMeEp, MO0 HAPYIICHHUIO CIIYKEOHOW MUCIUIUIMHBI HIIH
YpE3BhIYANTHOMY POUCIIECTBUIO IPU HECEHUU CITYKOBI).

Keiic-3agaua Ne 2,

OdopMuTh MUCBMEHHO CITY>KeO0HOE MUCHhMO (0TBET Ha 3arpoc Y B/l

O MPEAOCTABICHUH CIIPABKH I10 JJUYHOMY JICYy OCYKJACHHOro MIBaHOBA).

Tema S. IHopsinok oOpaleHus JOKYMEHTOB B
NMPAaBOOXPAHUTEJIbHBIX OPraHax (10KyMeHTo000por) (4 yac.)
1. Buabsl JOKyMEHTOTIOTOKOB.

1.1. OOpaboTKa BXOASAIIUX TOKYMEHTOB.
1.2. OOpaboTKa UCXOASIIINX TOKYMEHTOB.
1.3. O6paboTka BHYTPEHHUX JOKYMEHTOB.
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1.4. O6paboTka OpraHuU3aIMOHHO-PACTIOPSIUTENBHBIX JTOKYMEHTOB H
JIOTOBOPOB (COITIAIICHUN).
2. Ilpuém n o6paboTKa TOKYMEHTOB, MOCTYIAIOMIMX 10 BEOMCTBEHHOM
CETHU CBS3M; 00paboTKa TenerpamMM; MpuéM U repeaada TeiaeoHorpaMm.
3. Ileyaranue ¥ TUPa)KUPOBAHUE TOKYMEHTOB.
4. CrenorpadupoBaHHUeE.
TecroBbIC 321aHUSA
1. Ha noxymeHnTe, moaJjiexkanieM nNpuoOIeHnIo K 1ej1y, oTMeTka «B
naesio Ne ...» 3aBepsieTcs MOANUCHIO:
a) HEMOCPEACTBEHHOT'O HAYAJIbHUKA UCIIOJTHUTEIIS;
0) UCTIOTHUTENS JOKYMEHTA;
B) COTpPYAHUKA, BEIYIIETO TAaHHOE JEJ0;
') HA4YaJIbHUKA CeKpeTapuara opraHa 6€30macHOCTH.
2. OTBeTCTBEHHbIN COTPYAHUK 32 Pa3MHOKEHHE TOKYMECHTOB
onpeessieTca:
a) MPUKa30M PyKOBOAMUTENS (HaYaIbHUKA) OpraHa O€30MacHOCTH;
0) HaYaJLHUKOM CEKpeTapuara;
B) HAYAJIbHUKOM CTPYKTYPHOTO MOJIpa3/ICIICHUS;
') pyKoBoAuTEIeM (Ha4aJIbHUKOM) OpraHa 0€30MacHOCTH.
3. Ilpu cMeHe HAYAJIBHUKA CEeKPeTAPHUATA MPOBEPAETCS:
a) HAJIMYUE BCEX CEKPETHBIX JOKYMEHTAJIbHBIX MAaTEPUAJIOB,
YUCISIIHUXCS HA YYETE BO BCEX CTPYKTYPHBIX MOJPA3ACICHUSAX;
0) HalTMYue CEKPETHBIX JOKYMEHTAIbHBIX MAaTEPUATIOB, YUCIISAIIUXCS B
CeKpeTapuare;
B) HAJINYHE CEKPETHBIX JOKYMEHTAJIbHBIX MAaTEPHUAIIOB, YHCIISIIIIUXCS B
CTPYKTYPHOM MOAPa3/ICIICHUY;
') HAJIMYUE CEKPETHBIX JIOKYMEHTAJIbHBIX MAaTEPUATIOB HA OTJECILHOM
y4acTKe.
4. B Hepa0Oouee BpeMs KOPPeCHOHACHIMS MPUHUAMACTCH:
a) NCKYPHBIM MO MOAPa3ACICHUIO;
0) COTPYJTHUKOM CEKpeTapuara;
B) COTPYJAHUKOM CTPYKTYPHOTO MOJPa3ICIICHUS;
') HAaYaJIbHUKOM CTPYKTYPHOT'O MOAPA3/EICHUS.
S. JIucThl BHYTPEHHEH OMUCH J1eJia:
a) HyMEpYIOTCSI pPUMCKUMHU ITU(paMu B PABOM BEPXHEM YTy OT/ACIBHO
OT JINCTOB JJOKYMEHTOB, HAXO/ISIIUXCS B JICJIE;
0) TUCTHI BHYTPEHHEH OMKUCH HyMEPYIOTCS apaOCKUMHU U paMH;
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B) BEIETCSI CKBO3HAsA HyMepalus JINCTOB BHYTPEHHEN ONIUCH U
JOKYMEHTOB B JIEJIE;
I') JIUCThl BHYTPEHHEW OMUCU MOTYT HE HYMEPOBAThCHI.
6. Uro Biaeyér 3a o000l mpexkpamieHHe IeATEJIbHOCTH
dbonmxoodOpasoBaresn?
a) TEPEUMEHOBAHUE OpraHU3alUM WM YACTUYHOE W3MEHEHUE €ro
Ha3BaHMS;
0) mnepedhopMupoBaHue, CIUSHUE JBYX H 0OoJjiee TOApa3IeIeHUM
OpraHu3allvu B OJIUH;
B) M3MEHEHHE ITOJYMHEHHOCTH B IMpEJeNax CHUCTEMbl OpPraHHU3alNH,
MecTa JUCIOKAIllUU, CTPYKTYPhl 0€3 U3MEHEHUSI OCHOBHBIX (DYHKIUH;
I') I3MEHEHHE YCIIOBHOTO HAMMEHOBaHUs (POHI000pa3oBaTeIsl.
7. Bayrpu ¢oHaa cucreMaruzanuu AeJl NMPOBOAUTCHA € Y4YETOM
CJeYIOIUX MPU3HAKOB:
a) CTPYKTYPHOTO WUJIA XPOHOJIOTHUYECKOTO;
0) QyHKIIMOHATHLHOTO WJIM HOMHUHAJIBHOTO;
B) KOPPECIIOHAEHTCKOI0, re0TpayuecKoro Uix aBTOPCKOro;
') BCEX MEPEUUCIICHHBIX.
Keiic-3agaua Ne 1.

OdopmuTe TUCEMEHHO CIIPaBKy IO JIMYHOMY €Ty OCYKJIECHHOTO
(B cmpaBke [IOJDKHA COJEPXKATHCS — COLMAIBHO-AeMOrpaduyeckas
XapaKTEPUCTUKA  OCYXKACHHOTo, MWHMOpMalus O  COBEPUICHHOM
NPECTYIUICHUM W  HAKa3aHWH, JHCIUIUIMHE B HCOPABUTEIHBHOM
YUPEKICHUN).

Keiic-3agaua Ne 2.

OdopmuTe TUCbMEHHO ParopT O BO3ZHUKHOBEHHH UYpE3BBIYANHOM
CUTyallud TIPU HECEHUM CIIykObl (MOMbITKAa MoOera 3aKIHYEHHOTO,
HaIlaJICHUE Ha MOCT, HEMTOBUHOBEHHUE OCYKJICHHOTO U T.IL.).

Tema 6. KoHTpouab wucnosHeHusi JA0KymeHToB. Ilopsiaok
PacCMOTpeHUus OOpalleHUMHd TPaxIaH B NPABOOXPAHUTEIbHBIX
opranax (4 gac.)

1. IToHATHA 1 3TaIBl KOHTPOJISI UCIIOJTHEHUS TOKYMEHTOB.
1.1. llenTpasn3oBaHHbBIA KOHTPOJIb.

1.2. IIpeaBapuTenbHbBIN KOHTPOJIb.

1.3. IlpeagynpenuTenbHblii KOHTPOJIb.

1.4. AHanuTUYECKUN KOHTPOJIb.
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1.5. CHsiTHE TOKYMEHTOB C KOHTPOJISI.
1.6. CpoKu UCTIOTHEHHS! KOHTPOJIBHBIX IOKYMEHTOB.
2. Buasl oOpaltieHuil rpakaaH: TpeaIoKeHus, 3asBIeHMs, )Kano0bl. X
CYIIHOCTHBIE XapaKTEPUCTUKH.
2.1. Drtanbsl paccMOTpPEHHsS HHAWUBHAYAIbHBIX M  KOJUIEKTUBHBIX
NpEIJIOKEHUM, 3adBICHUA U KAI00 TpaxigaH B  YUPEKICHUSIX
IPABOOXPAHUTEIBHBIX OPTaHOB.
2.2. Komuccun 1o pabore ¢ MUCbMEHHBIMU W YCTHBIMU OOpaIlleHUSIMH
Tpa)K/JaH.
2.3. KonTposnp mopsiika pacCMOTpPEHHs OOpallleHuii TpaK/iaH B CUCTEME
PABOOXPAHUTEIBHBIX OPTaHOB

TecToBbIC 3a1aHUA
1. dena, :xKypHaJIbl U KAPTOTEKH, 3AKOHYECHHbIE IPOU3BOJICTBOM,
CPOK KOTOPBIX B MOJAPAa3/ieJIeHUAX B COOTBETCTBHH C NEPeYHEM
HUCTEK, CAAOTCHA B APXMB:
a) OJINH Pa3 B IroJ;
0) Ba pa3a B rof;
B) TpH pasa B I'OJ;
T') OJIMH pa3 B TPH Tojia.
2. ApxuBHBbIE U 3aKOHYECHHbIE IPOU3BOACTBOM HOMEHKJIATYPHbIE
JeJia, J)KYPHAJIbl H KAPTOTEKH YHHYTOKAKOTCH:
a) MOCJIE€ 3aKIIOYECHUS SKCIIEPTHOM KOMUCCHH U TTOJTYUYECHUS Pa3pelIeHUs
PYKOBOJIUTEIISI OPraHU3alNH, HA3HAYMBILIETO 3Ty KOMHCCHIO;
0) mocJe MoJay4YeHHUS pa3peIieHs 3aMECTUTEINS PYKOBOIUTEIS
OpraHHU3alNY;
B) IOCJIE MTOJYYEHUS Pa3pelIeHNs pyKOBOAUTENSL CTPYKTYPHOTO
MOJpa3ACICHUS;
I') HOCJIE€ MOJIYYEHHUSI pa3pElICHNs HaYaJbHUKA CEKpeTapuara.
3. K kpurepusiM npouCXoKIeHUsA, IPUMEHSIEMbIM IPHU MPOBEICHUN
IKCHEPTHU3bI HEHHOCTH JOKYMEHTOB B OPraHU3ali, OTHOCUTCSH:
a) pyHKIIMOHATIBHO-IIEJIEBOE HA3HAYEHHE Oprana 0e€30MacHOCTH;
0) NOJJIMHHOCTh JOKYMEHTA;
B) 1yOJETHOCTh JOKYMEHTA;
) pU3NUECcKOe COCTOSTHUE TOKYMEHTA.
4. BoiBepKa KyPHAJIOB Y4€Ta BbIIA4H JeJ1 U3 APXMBOXPAHUJIUINA U
KOHTPOJIbHBIX KAPTOYEK MPOBOAUTCH:
a) OJIMH Pa3 B HEJEIIIO;
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0) oguH pa3 B MECHIII;

B) OJMH pa3 B KBapTaj WUJIU B MOIYTOAUE;

') OJIUH pa3 B TOJ.

5. Cpok paccMOTpeHHS 3aMpoca M0 APXUBHOMY JOKYMEHTY:

a) HE JTOJKEH NpeBbiath 30 THEH ¢ 1aThl €ro perucTpaiuu;

0) He ToKeH npeBbiarh 30 JHEN ¢ 1aThl €0 PEerucTpaiu, HO B
UCKJTFOYMTEILHOM CITydae MOKET OBITh IPOJIJIEH He Ooee vem Ha 30
JTHEH;

B) HE JOJDKEH IpeBbimarh 10 gHEl ¢ AaThl €ro perucTpalum;

') HE JOJKEH MpeBbiath 60 THEH ¢ 1aThl €r0 PErucTpalluu.

6. Cpok  MmoOAroTOBKH u HanpaBJeHUS OTBeTa  HA
MEKBEIOMCTBEHHBI 3ampoc O TMpeacTaBJIeHMH JOKYMEHTOB U
uHpopManuMu Il NPeIOCTaABJEHHSI TOCYIapPCTBEHHOH  WJIH
MYHHIIUNIAJIBHOH YCJIYIHM C HCHOJb30BAHHEM MeEKBEIOMCTBEHHOIO
HH(OPMAIMOHHOI0 B3AaMMO/EICTBUA HE MOKET NMPEBLIIATD:

a) 3 pabounx JHEW Co JTHS MOCTYIJICHHUS MEKBEIOMCTBEHHOTO 3arpoca B
apXUBHOE TOApPa3/IeJICHUE OpraHU3alliu;

0) 5 pabouux JHEHN cO AHSA NOCTYIUICHUS MEXBEIOMCTBEHHOIO 3apoca
B ApXMBHOE MOJAPA3/ICICHUE OPraHU3aIUY;

B) 5 pabouux gHEN cO JHS MOCTYIUICHUS MEXBEIOMCTBEHHOTO 3a1poca B
apXWBHOE MOAPA3ACICHUE OpraHu3alluy, €CJIM UHBIE CPOKHU MMOJITOTOBKH
Y HalpaBJICHUS OTBETA Ha MEKBEJOMCTBEHHBIN 3alIpOC HE YCTAHOBJICHBI
3akoHOJaTeNbCTBOM Poccutickon denepanuu;

r) 7 pabouux JIHEH co IHS MOCTYIJICHUS] MEKBEIOMCTBEHHOTO 3arpoca B
apXMBHOE TOApPa3ICJICHUE OPraHU3aIiu, €CJIU UHBIE CPOKH TTOATOTOBKHU
Y HampaBJICHUS OTBETA HAa MEKBEJOMCTBEHHBIN 3alIpOC HE YCTAHOBJICHBI
3akoHOJaTenbCTBOM Poccurickon denepanuu.

Tema 7. Ilepenaya JOKYMEHTOB B apXMBbI. JKCIEPTH3A H
YHUUYTOXKeHHe e (4 yac.)
1. Dkcmeptu3a IEHHOCTH U OTOOP JOKYMEHTOB ISl XPAaHCHUS WIIH
yauutoxkenus. [lopsimok U ocHoBanusi €€ mpoBeaeHus. OdopmieHue
pE3YJIbTATOB €€ MPOBEICHUS.
2. Onuch nena. Ilopsamok nepegaun 10KyMeHTOB B apxuB. [loarotroBka k
nepeiaye JOKYMEHTOB B apXUB.
3. YHuuTOXKEHUE J1e]l. AKT 00 YHUUTOXKEHUH.
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TecToBBIE 3aJaHUA
1. ApxuBHoe aes10 B Poccuiickoin Deepanuu peryjaupyercs:
a) ®enepanbHbIM 3aKOHOM OT 22 oKTs0ps 2004 1. No 125-D3 «O6
apxvuBHOM Jiesie B Poccuiickont Denepannmy;
0) ®enepanbHbIM 3ak0HOM OT 20 depans 1995 1. Ne 15-03 «O6
uH(popmaiuu, nHPOPMATU3AIUHU U 3alUTE UHPOPMAITUNY;
B) ®enepanbHbIM 3akOHOM OT 27 mronst 2010 . Ne 210-D3 «O6
OpraHu3alliy MPEA0CTaBICHUS TOCYIApCTBEHHBIX 1 MYHUIIANATbHBIX
YCIyT»;
r) 3akoHoM Poccuiickoit @enepanuu ot 21 uronst 1993 1. Ne 5485-1 «O
rOCyJIapCTBEHHOM TaWHE.
2. ApXMBHBIN JOKYMEHT — 3TO:
a) MO0 TOKYMEHT, 00pa3yIoIIuiics B JIEATCIHbHOCTH TOAPA3AeICHUSI-
dboHT000pa3zoBaTeNs;
0) 0001 TOKYMEHT MOCTOSSHHOTO CPOKa XpaHEHUSI;
B) JOKYMEHT, MOMJIC)KAINN BKIIOUCHHIO B cOCTaB ApxuBHOro (oHaa
Poccuiickont @enepannu;
') MaTepUAIIbHBIN HOCUTEIb C 3a(DUKCUPOBAHHON HAa HEM HH(OpPMaIIEH,
KOTOPBI MMEET PEKBU3HTHI, MO3BOJISIONINE €T0 UIASHTU(HUIIMPOBATH, U
MOJICKUT XPAHCHUIO B CHJIYy 3HAUMMOCTH YKA3aHHBIX HOCHUTEIS H
uH(popMaIuu J1s rpaxkaaH, oOIIecTBa U roCyapCcTBa.
3. ApXxuBHas ONKCHh ABJISACTCH:
a) YYETHBIM JIOKYMEHTOM;
0) 2JIeMEHTOM Hay4YHO-CIPaBOYHOIO anmapara apXuBa;
B) OJHOBPEMEHHO YUYETHBIM JIOKYMEHTOM M 3JIEMEHTOM Hay4HO-
CIIPABOYHOIO aIrlapara apxvBa;
') JOKYMEHTOM, MOJIJICKAIIUM BKJIIOYEHHUIO B COCTaB ApXHUBHOTO (PoHa
Poccuiickoit @enepannm.
4. ApXuBHOE /1€J10 B OPraHU3AIUU PeryJUPyeTcs:
a) HCTpyKLMen o nmopsjake npuémMa, yuéra, 00ecreueHus COXpaHHOCTH
Y WCTIOJIb30BaHUS APXUBHBIX JOKYMEHTOB B OpraHe WCHOJHUTEIbHOMN
BJIACTH;
0) MHcTpyKUMel 1Mo 1eI0NMPOU3BOICTBY B OpraHe UCIIOJIHUTEILHOM
BJIACTH;
B) AJIMUHUCTPATUBHBIM PEIJIAMEHTOM OpraHa UCIIOJIHUTEIbHOU BIACTH
M0 TIPEI0CTABIICHUIO TOCYAPCTBEHHOM YCIIYTH 10 OpraHu3aluu
WCIIOJIHEHUS 3aPOCOB M0 APXUBHBIM JOKYMEHTaM;
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I') MpaBuIaMu pabOThl BEIOMCTBEHHBIX apXUBOB.

5. Kakne 10KyMeHTbI, OTHOCATCH K apxuBHomy ¢onay Poccuiickoit
Degepanuu:

a) BCE€ IOKYMEHThI IOCTOSIHHOTO CPOKA XPaHECHUS;

0) apXUBHbIE JOKYMEHTBI, IPOIIE/IIINE IKCIIEPTU3Y IEHHOCTH
JIOKYMEHTOB, IOCTABJICHHBIE HA TOCYIAPCTBEHHBIN YUYET U MOJIC)KAIIUE
MOCTOSTHHOMY XPaHEHHIO; B) BCE€ TOKYMEHTHI, MPOILIEIIINE SKCIEPTUZY
LIEHHOCTH;

') BCE€ IOKYMEHTBI, 00pa3yIoIuecs B Mpolecce AeaTeIbHOCTU
dboHT000pa3zoBaTeIII.

6. B mnpenenax apxuBHOro ¢oHaa y4YE€THO-KJIACCU(PUKANUOHHOU
eIMHHUILIEH ABJsSEeTCH:

a) €IMHUIIA XPAHECHUSI;

0) OIHUCH;

B) JI€JIO;

') JOKYMEHT.

7. JOKYMEHTbI JIMYHOTO MPOUCXO0KACHHUSI IPUHUMAKTCH B APXUB
no:

a) IOrOBOPY JAape€HUs, KYIUIH-IPOJIaKH, 110 3aBEIIAHUIO, IO PEIICHUIO
CyJa WM HOTapUAJIbHBIX OPTraHOB O NMPU3HAHUU TOKYMEHTOB
0eCX03HBIMU,

0) TOJILKO TIO IOTOBOPY KYILITU-TIPOJIAXKH;

B) 110 3aBEILIAHUIO WIIH IOTOBOPY JAAPECHUS;

I') TOJIBKO TI0 PEIICHUIO CYy/Ia.

8. IIpaBoBoi cTaryc apXuBa 3aKPeENJIACTCH:

a) Uuctpykmuei 06 apxuse;

0) IlonoxxeHueM 00 apxuBe WM YCTaBOM apXUBa;

B) AAMUHUCTPATUBHBIM PEIJIAMEHTOM;

') HE 3aKPEIIAETCS.

9. Jena, 3aKOHYCHHBIE MPOU3BOJACTBOM, CPOK XPAHEHUS KOTOPLIX B
MoJApa3aeJeHUAX UCTEK, CAAKTCH B APXMB 110 rpaduky:

a) OJIMH pa3 B MECHIII;

0) OJIMH pa3 B KBapTall;

B) OJWH pa3 B MOJIYTOJIHE;

') OJIUH pa3 B TOJ.

10. Pa3HOBMAHOCTAMHU apXMBHOI0 (DOH/IA ABJISIOTCH:
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a) apXUBHBIN (DOHJ OpraHU3aIlUH, COCTOSIIHNI U3 TOKYMEHTOB,
00pa3oBaBIINXCA B MPOLIECCE €ro AeATEIbHOCTH;

0) apXuBHBIN (YOH/I JIMYHOTO MPOUCXOKISHUS, COCTOSIIUN U3
JIOKyMEHTOB, 00pPa30BaBIIMXCS B MPOIECCE )KU3HU U JIEATEIbHOCTH
OTJIEIBHOIO JIUCTA;

B) 00bEIMHEHHBINA apXUBHBIN (DOHI, COCTOSIIUNA U3 JJOKYMEHTOB,
00pa3oBaBIIMXCA B MPOLIECCE ACATEILHOCTH JBYX UK 00Jiee OpraHoB
0€3011acHOCTH, UMEBIITHUX MEXKTy COO0 MCTOPUIECCKHU U (WJIH)
JIOTUYECKHU O0YCJIOBJICHHBIE CBSI3U — OJTHOPOAHOCTh U MPEEMCTBEHHOCTD
NEATEIbHOCTH, MOAYMHEHHOCTh, MECTOHAX0XKAEHUE U JIP.;

') BCE MEPEUUCIICHHOE.

11. IIpuémM 10OKYMEHTOB B apXUB OCYIIECTBJIACTCS:

a) 110 CIATOYHBIM OMHUCSIM;

0) MO apXUBHBIM OTIUCSM;

B) [0 COITPOBOIUTEIHHBIM MUChMaM;

T) 10 J000MY U3 IEPEUHUCIICHHBIX JOKYMEHTOB.

12. ApxuBHbIe JOKYMEHTbl BBLIAKTCH /I JIKCIOHUPOBAHUS
AOKYMEHTOB M IO 3ampocaM CyAeOHbIX U NPaBOOXPAHUTEJIbHBIX
OPraHoOB HA CPOK:

a) 1 mecsa;

0) 3 mecsa;

B) 6 MecCsIICB;

r) 12 Mecsies.

13. OcHoBHBIMU (pOpMAMHU UCII0JIH30BAHMS JOKYMEHTOB B apXUBe
SIBJISTFOTCS S

a) UHPOPMAIIMOHHOE 00EeCTIeueHNE MOIb30BaTeIeH B COOTBETCTBUM C MX
3anpocaMu (3asBJICHUSIMH), a TAK)KE B IIJIAHOBOM U UHUIIUATUBHOM
NOPSIKE;

0) SKCIOHUPOBAHUE JOKYMEHTOB Ha BBICTABKAX, IMyOJIMKAIIHS
JIOKYMEHTOB;

B) BblJlaya JOKYMEHTOB BO BPEMEHHOE MOJIb30BAHUE;

T') BCE MEPEUNCIICHHOE.

14. lllupuHa npoxoaa Me:xXAy pAAAMH CTeJJIaXKel B
APXUBOXPAHUJIHIIE I0JKHA COCTABJISATD:

a) 100 cwm;

0) 120 cm;

B) 150 cm;
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r) 200 cMm.

Tema 8. OcywecrBieHue pador ¢ JOKYMEHTaMHU
OrPAaHMYEHHOI0 pacnpocTpaHeHus (4 yac.)
1. [Tonsarue CITy>KeOHOMU nHpopmaruu OTPaHUYCHHOTO
pacnpoctpaHenud. l[IpucBoeHne, M3MEHEHUE, CHITUE MNOMETKH «Jld
CITY’K€OHOTO MOJIB30BAHUS.
2. Ocobennoctu odopmiieHus, yuéra, mpuémMa ciry>keOHol nHbOpMaIuu
OTPaHUYECHHOTO PaCIpPOCTPAHCHUS.
3. [Ilepemaua, mpoBepka HaMMYMS W YHUYTOXKCHHE CIy>KCOHOM
uH(}OpMaIMK OTPAHUYEHHOTO PACTIPOCTPAHCHHUS.
4. JIeiicTBUSL COTPYIHUKA MPABOOXPAHUTEIbHBIX OPraHOB B Ciydae
yTpaTbl JOKYMEHTOB C MOMETKOM «J{J1s1 ciry>k€OHOTr0 MOJIB30BaHUS» JTHOO
pasriamnieHus CITy>KeOHOMU nHpopmaruu OTPaHUYECHHOTO
pacnpocTpaHeHus.

TecToBbIC 3a1aHUA

1. Ipud cekpeTHOCTHM YCTAHABJIMBAETCS JS  HOCHUTeJEH,
Co/Iep KAlIUX CBedeHNsl, COCTABJISIOIINE FOCYIAPCTBEHHYIO TAHHY:
a) 0c000i1 BaXKHOCTH, COBEPIIEHHO CEKPETHO, CEKPETHO;
0) 0co0o0l BAXKHOCTH;
B) 0c000M Ba)KHOCTH, COBEPIICHHO CEKPETHO;
') 0c000i1 BaXKHOCTH, COBEPIIIEHHO CEKPETHO, CEKPETHO, IS
CITY’K€OHOTO MMOJIB30BaAHUSI.
2. Ha pa3MHOkeHHE CeKPeTHbIE TOKYMEHThI NMepPeaalTcs TOJAbKO:
a) 3apErUCTPUPOBAHHBIMU U O(DOPMIICHHBIMU B YCTAHOBJICHHOM
MOPSI/IKE;
0) 3aperucTpUPOBAHHBIMU B JKypHAJIC YUETA Pa3MHOKECHNS;
B) IIOCJIE pa3pelIeHus] pyKOBOJICTBA,;
r) nocjie opopMIICHUS 3aKa3a.
3. Ha kamxabIi CeKPeTHBIN JOKYMEHT, MOAJIEKAIMHA Pa3MHOKEHHIO,
odopmiasieTcs:
a) 3aKa3 WUJd pa3pelieHue;
0) 3aKas;
B) 3as5BKa;
T') pa3pelieHue.
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4. PykoBoauTe/ I OPraHU3ANUN U UX CEKPeTApPUAThl OCYIIECTBJIAIOT

MPOBEPKH  CEKPETHOIO

ACJIOIIPON3BOACTBA B

CTPYKTYPHBIX

moaApasacjacHusAX OprauHm3anum 1 B HOII‘-II/IHéHHI)IX nmoapasacjacHusAX:

a) HE peXe OJTHOTO pasa B TOJ;

0) He pexe OJHOTO pa3a B J1Ba roja;
B) HE PEXKE OJHOTO pasa B TPH rojia;
') HE peXKe OJTHOTO pa3a B UeThIpe roja.

5. HemnocpeacrBeHHbIe

HAYaJbHUK
NpPOBEPATHL TMNOPAJOK XpPaHEHHS

00s13aHbI  MEPUOANUYECKH
CEKPETHBIX JOKYMEHTAJIbHBIX

MaTepPHUAJIOB Y MOAYUHEHHBIX COTPYIHUKOB:

a) HE pexe OJTHOTO pa3a B MECHILL;

0) He pexxe OJHOTO pas3a B TOJ;

B) HE pPeXXe OJIHOTO pasza B KBapTall;
') HE peXe OJHOTO pa3a B MOJITo/a.

6. YCTAHOBUTE COOTBETCTBHE:

1) Ilpu cMeHe HavallbHUKA
ceKpeTapuara npoBepseTcs

A) Hanuuue cekpeTHbIX
JOKYMEHTaJIbHBIX MaT€pHaJIOB,
YUCIISIIUXCS B ApXUBE

2) Ilpu cMeHe pyKOBOAUTENS
(Ha4aJIbHUKA) CTPYKTYPHOTO
NOJIpa3ieNICHUs
POBEPSCTCS

b) Hanuuue cekpeTHbIX
JOKYMEHTaJIbHBIX MAaT€pHaJIOB,
YUCJISIIUXCS BO BCEM OpraHe

3) Ilpu cMmeHe pyKOBOIUTENS
apxuBa

B) Hannuue cexpeTHbIX
JTOKYMEHTaJIbHBIX MaTEpPUAJIOB,
YUCJISIIUXCS B CEKpeTapuare

CMCHC

4) Ilpu HadYaJIbHUKA

opraHa

I') Hanmnune Bcex CEKpPETHBIX
JOKYMEHTaJIbHBIX MaTEpPUAJIOB,
YUCIISIIUXCS HA YUETE B CTPYKTYPHOM
noJipa3/ieICHUU

Tema 9. IlonsiTue, 3HAYeHHMEe M NPaBOBOE PperyJHpoOBaHHe

pexxnMa CeKpPeTHOCTH B
nosmuuu (4 yac.)

aI[MI/IHI/ICTpaTI/IBHOﬁ ACHATECJIBHOCTH

1. IlonsiTHE, CYyIIHOCTh W 3HAUYCHUE PEXKHUMa CEKpeTHOCTH. CBeneHus,
COCTABJISIFOIINAE TOCYTAPCTBEHHYIO TaAKHY.

2. OOs3aHHOCTH M OTPAHUYECHUS JII COTPYAHUKOB, JOMYIIEHHBIX K
paboTe C CEeKPETHBIMU JIOKYMEHTaAMH.
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3. Kontponn COOJTIOIEHUS pexuMa CEKPETHOCTH B
IPaBOOXPAHUTEIBHBIX OpraHax. MeTo/uka opraHu3aluyd U IPOBEICHUS
NpPOBEPOK HAIWYUs, TMOpsAAKa Yy4Y€Ta U XPAHEHUS CEKPETHBIX
JIOKyMEHTOB.
4. IlpaBuna BBINOJHEHUSI CEKPETHBIX paboT. OTBETCTBEHHOCTh
PYKOBOJIUTEJICH 3a 00€CIeUeHHE HAJJICKAIIECT0 PEeXUMa CEKPETHOCTHU
MIPOBOIMMBIX Pa0OT.

TecToBbIC 3a1aHUA
1. O d¢axkrax yrTparbl CEeKpPeTHBIX HOcHTeled HHPoOpMaUUn
TOKJIAAbIBAETCS PYKOBOACTBY MOJAPa3/iejieHUs:
a) He3aMeIJIMTEIIbHO;
0) He no37Hee 24 4yacoB ¢ MOMEHTa OOHAPYKEHUS yTPaThl;
B) HE MO3/IHEE TPEX THEW C MOMEHTa OOHAPYKEHUSI YTPAThI;
I') HE MO3/IHEE JIByX JHEH ¢ MOMEHTa OOHAPYKEHUSI YTPAThI.
2. be3Bo3BpaTHOE U3bATHE CEKPETHOIO JOKYMEHTA U3 Jej1a
JTOMYCKAETCHA TOJIBKO:
a) C pa3pellieHns] HadyaJbHUKa CTPYKTYPHOTO MOJpa3/ieieHus, B KOTOPOM
HaxoauTcs (BEAETCS) ATO A0, C 00s13aTeIbHBIM OCTAaBICHUEM B HEM
KOTIMU U3BATOTO JOKYMEHTA UM CIIPaBKU-3aMECTUTENS HA U3bSITHINA
JIOKYMEHT;
0) ¢ pa3pernieHus HauaJlbHUKA CTPYKTYPHOTO MOJpa3/IeJICHHUS;
B) C OCTaBJICHUEM CHPABKHU-3aMECTHUTEISI HA U3BATHIN JOKYMEHT;
') C OCTABJICHUEM KOMUHU U3BATOTO JOKYMEHTA.
3. 110 pa3MHOKEHHUI0 CEKPETHBIX JOKYMEHTOB U31aETCS:
a) IpuKas;
0) yka3zaHmue;
B) aMATKa;
T') pacropspKeHUE.
4. Ilpu cmeHe pykoBoauTedasi (HAYAJIbHHUKA) CTPYKTYPHOIO
noapasaeseHusi NpoBepsIeTCs:
a) HAJIMYHE BCEX CEKPETHBIX IOKYMEHTAJIbHBIX MaTEPHAJIOB,
YUCIISIIUXCS HA YUETE B CTPYKTYPHOM MOJPa3/ICIICHUY;
0) HAIMYKME CEKPETHBIX TOKYMEHTAJIbHBIX MaTepHUaIoB, YUCISIIUXCS B
CeKpeTapuare;
B) HAJINUKUE CEKPETHBIX IOKYMEHTAJbHBIX MAaTEPUAIIOB, YUCIISIIIIUXCS 32
PYKOBOJIUTEIIEM (HAYAJIbHUKOM) CTPYKTYPHOTO TIO/Ipa3/iCICHUs;
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') HAJIMYUE CEKPETHBIX JIOKYMEHTAJIbHBIX MaTEPUAJIOB HA OTAEIBHOM
yYacTKe.

5. CekpeTHbIe JOKYMEHTHI MOANIMBAIOTCS B /1€JI0 He MO3/Hee:

a) 10 gHeit co IHS MX UCTIOJIHEHMUS,

0) 15 gHel co qHA UX UCTIOJHCHUS;

B) 45 mHEN co AHS MX UCIIOJHCHUS,

r) 30 gHEe# co JHS UX UCIIOJHEHHS.

6. YcraHoBHTE COOTBETCTBHE:

1)ITo pa3sMHOXKEHUIO CEKPETHBIX A) mamsiTka
JIOKYMEHTOB U31aETCsA

2)Ha kaxnplii CeKpeTHbIM JOKYMEHT, | b) 3aka3 unu paspeiieHue
TIOJIJICKAIIU A PA3MHOXKEHUIO,
obopMIIsIeTCS

3)Ha corpyaHuka, OTBETCTBEHHOro 3a |B) mpukas
Pa3MHOXEHHE CEKPETHBIXJJOKYMEHTOB
n31acTcs
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3. IEPEYEHDb BOITPOCOB JJ1s JOIIOJHUTEJIBHOI'O
N3YUEHUA

1. Ilpenmer, 3agaum U cUCTEMA NUCHUILIMHBI «/[€10TTpOU3BOACTBO
Y PEXUM CEKPETHOCTHU B AJIMUHUCTPATUBHOMN JEATENBHOCTH MOJULII.

2. Uctopus pa3BUTHUSL OT€YECTBEHHOTO JIEJIONPOU3BOJICTBA.

3. HopmaruBHO-TIpaBOBasi 6a3a 1eI0MpOU3BOICTRA.

4. OpraHuzanus U BEIACHUE AEJIONPOU3BOACTBA B YUPEKICHUIX U
OpraHu3alusX.

5. llonsitne «aokyMeHT». Buasl nokymeHToB. FOpuauueckas cuia
JTOKYMEHTA.

6. OyHKIMU TOKYMEHTOB.

7. O0uue mpaBuiia MOArOTOBKU U OPOPMIICHHUS IOKYMEHTOB.

8. [loHsITHE «PEKBU3UT JOKYMEHTA», COCTAB PEKBU3UTOB.

9. IlpaBuna oopmiieHUs: PEKBU3UTOB (TrOCYIapCTBEHHBIN repd PO,
Ha3BaHUE OpraHMU3alliy, CIIPABOYHBIC TAHHBIC 00 OpraHU3aIim).

10. IlpaBuna oopmiieHrss peKBU3UTOB (J1aTa JOKYMEHTA, ajJpecar,
rpud yTBEPKJICHUS JOKYMEHTA).

11. IlpaBuna odopmieHHs PEKBU3UTOB (IOAMKHCH, OTMETKa OO0
UCIIOJTHUTEIIE, OTMETKA O HAJTMYUU TIPHUIIOKEHUS ).

12. TlpaBuna odopMieHUs PEKBU3UTOB (PE30JIOIUSA, OTMETKA O
3aBEPEHUU KOMHUH, OTMETKA 00 MCTIOJHEHUU JOKYMEHTA U HalpaBICHUU
€ro B JIEJNO).

13. Bunbl chnyXeOHBIX  JOKYMEHTOB, HCIOJIb3YIOIINXCS B
NEATEIIbHOCTHA MPAaBOOXPAHUTEIIBHBIX OPraHOB.

14. IloHaTHE «MIPOTOKOI» M OCOOCHHOCTH €ro IOATOTOBKH U

ohopMIICHHUS.

15. TloHatne «akT» M OCOOEHHOCTH €ro MOATOTOBKH W
ohopMIICHHUS.

16. TlonsaTus «Iian», «parnopT» U 0COOCHHOCTH UX IMOATOTOBKU U
oopmIICHUS.

17.1lonsiTue  «JIOKYMEHTOOOOpPOTa» U  €ro  COCTaBJISIONIME.
[IpobsiemMbl €ro COBEpIIICHCTBOBAHUS.

18.0Opranuzanus 10CTaBKHU TOKYMEHTOB.

19.11paBuna 00pabOTKU MOCTYNUBIIEH TOKYMEHTAIIUH.

20. IlpaBuna 06pabOTKK OTIPABISAEMBIX IOKYMEHTOB.

21. ITopsiiok pOXOKAECHHS BHYTPEHHUX JOKYMEHTOB.
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22. KOHTpOJIb HUCIIOJHEHUSI TOKYMEHTOB B MPAaBOOXPAHUTEIbHBIX
OpraHax.

23. CpOKHY UCTIOJIHEHUS JJOKYMEHTOB.

24. Peructpanusi JOKyMEHTOB, €€ BU/IBI.

25.Ilepenaya 37€KTPOHHOTO COOOIICHHMS.

26. @aKCUMUIIbHAS CBS3b.

27. Ilpuém n 06padoTka TeraeoHorpaMm.

28. Ilpuém 1 06paboTKa TeaeTaumorpamMm.

29. Ha3znaueHue u (QYHKIMM CEKpeTapuaroB (KaHIEISApU) B
YUPEKIACHUSAX U OpraHU3alusX.

30. [lonsTHe «aenoy», mpaBuia ero GopMUpPOBaHUS.

31. IlpaBuiia obhopMiieHus Jena.

32. IlpaBuiia moATOTOBKHM U OQOPMIICHUS HOPMATUBHBIX MPABOBBIX
akTOB (0OIIIMe MOHSATHS).

33. Ilonstue «rocynapcTBeHHasi TakHa». IlepedeHb CBeACHMH,
COCTAaBISIIONIMX TOCYJAapCTBEHHYIO TailHy B 0OJacTH ONepaTUBHO-
PO3BICKHOW AEATEIbHOCTH.

34. IIpyHUMIIBI OTHECEHUS CBEACHHUM K TOCYIapCTBEHHOW TalHE.

35. CBenenus, He MOJJIEKAIIME OTHECEHHUIO K TOCYIapCTBEHHOM
TalHe.

36.CreneHb CEKPETHOCTHU CBEICHUH, COCTaBJISFOLIINX
rOCYJIapCTBEHHYIO TallHy U TPU(]PBI CEKPETHOCTU ATUX HOCUTENCH.

37. llopsaok  3aceKpeuMBaHUsA  CBEACHHUH, COCTaBIISIONIMX
TOCYJIAPCTBEHHYIO TaWHY.

38. [Topsanok momycka K ToOCyJapCTBEHHOM TaMlHE.

39. OcHoBaHus 1J1s1 0TKa3a B JOMYCKE K TOCYJIapCTBCHHOM TailHE.

40. OrpannueHusi  mpaB  TpaxkaaH,  JONYUIEHHBIX K
rOCyJIapCTBEHHOM TaWHE.

41. OTBeTCTBEHHOCTh 3a  HAPYIIEHWE  3aKOHOJIATEILCTBA
Poccuiickoii @enepanunu 0 roCyIapCTBEHHON TalHE.

42. CounaibHble TapaHTUH, YCTAHOBJIEHHBIE TIOJXKHOCTHBIM JIUI[AM
Y TpakJaHaM, JTONMYIIEHHbIM K T'OCYIapCTBEHHOW TalHE.

43. JlomyCcK MNpeANpUATHH, YUYPEKACHUW W OpraHu3aluil K
NPOBEACHUIO PabOT, CBA3AHHBIX C HCIOJb30BAHHEM CBEACHUMH,
COCTABJIAIOIINX FOCYIAPCTBEHHYIO TalHY.

44. YcnoBus TpeKpalieHus AONYyCKa JIOKHOCTHOIO JIMIA WIIA
rpakJIaHNHA K TOCYIaPCTBEHHOW TaWHE.
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45. Oprasbl 3alIUTHI TOCYITAPCTBEHHOW TalHBI.

46. OOs3atenbcTBa pabOTHHKA, JOMYIIEHHOTO K CBEICHUSM,
COCTABJIAIOIINX FOCYIAPCTBEHHYIO TalHY.

47. TpeboBaHuUsl, IPEABIBIIEMBIC K PEKUMHOMY ITOMEIICHHUIO.

48. HopmaruBHbl€ JOKYMEHTBI, PEITIAMEHTUPYIOIIUE PEKUM
CEKPETHOCTH.

49. OO6s3aHHOCTH paOOTHUKA, TPU TMOJYYEHUH OTIIEYaTaHHOTO
CEKPETHOTO JOKYMEHTA.

50.IIpaBuna ynmakoBKM CEKPETHBIX JOKYMEHTOB B TMAKET A
OTIPABKH.

51.3ampeThl, CBA3aHHBIC C MPOBEACHUEM CEKPETHBIX Pa0OT.

52. OdopmiieHrE CEKPETHBIX TOKYMEHTOB.

53. TlopAmok MOJNIydEHHUS] CEKPETHBIX TOKYMEHTOB B PEXKUMHO-
CEKPETHOM MOJIPa3/ICIICHUN.

54. JlocTaBKka CEKPETHBIX JOKYMEHTOB.

55.IToHATUS «pPEXKUM CEKPETHOCTHY, «CEKPETHBIE PaOOTHI».
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4. YHEBHO-METOANYECKOE U UTHOPOPMAIIMOHHOE
OBECIIEYHEHUE JUCIHUIIJIMHbI

4.1 IlepeyeHb OCHOBHOW W JONOJHHUTEJIbHON Y4eOHOM JUTEPATYPHI,
HEe00X0IMMOM IJISl OCBOCHHUS TUCIUILIMHBI

OcHoBHasi yueOHasl JJuTepaTypa

1. bacakoB, M. 1. JlokymMeHTallMOHHOE O0€eCTIeUeHUE yIpaBICHHUS:
(denompousBoactro) / M. . bacakoB. — 2-e u3/i., UCI. U Ji0M. — PocTOB-
Ha-Jlony : ®enuxc, 2013. — 352 c. : w1 — Pexum pocryma: mo
MOJITUCKE. -
URL: https://biblioclub.ru/index.php?page=book&id=271490 (nata
obopamenus: 25.08.2021). — TekcT : 2MEKTPOHHBIN.

2. Xarnun, A. B. OCHOBBI ynpaBieHUSI W JECIONPOU3BOJICTBA B

OpraHax BHYTpPEHHHX Jel. Ajap0oM cxem : ydeOHoe mocobue /
A. B. Xarnun, A. . YipsaHoB. — MockBa : IOnurtu-/lana : 3akoH u
npaBo, 2014. — 191 c. : un. — Pexum poctyma: mo MOAMUCKE. —

URL: https://biblioclub.ru/ index.php?page=book&i1d=447945 (nara
obOpamenus: 25.08.2021). —TeKcT : 37eKTPOHHBIM.

3. Ky3nenoB, M. H. Jlemonmpou3BoJcTBO : y4eOHOE IlocoOue :
[16+] / . H. Ky3nenos. — 9-e u3a., mepepad. — Mocksa : JlamkoB u K°,
2020. — 406 c¢. : wna. — Pexum gocryna: 0o TOANMCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=572967 (nata
obopamenus: 25.08.2021). —TeKCT : 2IEKTPOHHBIH..

JlonosiHuTEe/IbHAA yUeOHasl JJuTepaTypa

4. ApacnanoBa, B. A. CnyxeOHble HOKYMEHTBI: (QOPMYISIpbl U
npuMepbl  oopMiieHHs. ANBOOM: y4eOHO-IPAKTUUECKOE IOCcoOue :
[12+] / B. A. Apacnanosa, E. C. bypmuctpoBa. — MockBa ; bepnun :
Hupexr-Menua, 2020. — 108 c¢. — Pexxum pgocTyma: Mo mHOAIHMCKE. —
URL: https://biblioclub.ru/index.php?page=book&1d=578396 (narta
obopamenus: 07.09.2021). — TekcT : 2MEKTPOHHBIN.

5.T'BaeBa, M. B. JlenonpousBoJACTBO : cOpaBOYHMK : [16+] /
H. B. I'baeBa, C. B. Co6aneBckuii. — Munck : Terpanur, 2014. — 224 c. :
cxeMm., Trpad., wuir. — Pexum pgocrynma: 1O  MOJMUCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=78519 (narta
obOpamenus: 25.08.2021). — TekcT : 2MEKTPOHHBIN.

6. Eropoga, JI. b. Uctopust nenonpounsBojcta B Poccun : yueOHUK
: B 2 yactax : [16+] / JI. b. EropoBa, H. A. PoroxoBa. — Mocksa ;

bepnun : qupekt-Meaua, 2021. — Y. 1 (konen IX — nHavano XX B.). —
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333 ¢. : wum, Tabn. — Pexwum pgocTtyma: 1O TOANHUCKE. —
URL: https://biblioclub.ru/index.php?page=book&1d=602451 (nata
ooparieHus: 25.08.2021). — TeKcT : 2JIEKTPOHHBI.

7. UHCTpYKIIMS O paboTe ¢ OOpalleHUsSMH TPaKJaH B CHCTEME
MBJI Poccuu. — HoBocubupck : Cubupckoe YHUBEPCUTETCKOE
m3aarensctBo, 2007. — 48 c¢. — Pexum JocTyma: Mo MOJAMNUCKE. —
URL: https://biblioclub.ru/index.php?page=book&1d=57480 (nara
obOpamenus: 25.08.2021). — TekcT : 2MEKTPOHHBIN.

8. KonduaeHuanpbHoe  JAEJONPOM3BOJICTBO W 3alUIICHHBIN
AMEKTPOHHBIA JIOKYyMEHTO000poT : yueOHmK / A.I. ®abpuyHoOB,
A. C. Iéemymikun, T. B. Kongpamosa, H. H. Kynsaes. — Mocksa : Jloroc,
2011. — 452 c. — (HoBas ynuBepcuteTckass Oubinorexka). — Pexum
JOCTYTIA: 1o MOJIMUCKE. —
URL: https://biblioclub.ru/index.php?page=book&1d=84996 (nara
ooparieHus: 25.08.2021).— TekcT : 2JIGKTPOHHBIM.

4.2 IlepeyeHb METOANYECKUX YKAZAHUM

1. Jenonpon3BOACTBO U PEKHUM CEKPETHOCTHU B
aIMUHUCTPATUBHOMN NEATEIbHOCTH MOJIULIVU: [ DeKTpOHHBIN
pecypc] : MeToauYecKUe YKa3aHWsl JJisl MOATOTOBKM K IMPAKTUUYECKUM
3QHSTUSIM JIJIE CTYJCHTOB HAINpaBJICHUS MOJATOTOBKHU (CHEIUATILHOCTH)
40.05.02  IIpaBooxpaHuWTENbHAasE  JACATEIBHOCTh, HAMNPaBICHHOCTH
(mpodunb, cnenuanuzanus) «AIMHUHUCTPATUBHAS JCATCIBHOCTH» /
FOro-3amn. roc. yu-T ; coct. H. C. Pakma. — D71€KTpOH. TEKCTOBBIE JIaH. —
Kypcek : FO31'Y, 2022. - 40 c.

2. Jlenonpou3BOACTBO U PEXKHM CEKPETHOCTH B
aIMUHHUCTPATUBHOU JIEATEIBHOCTH TMOJHUIUM: [DIEKTPOHHBIN pecypc] :
METOJINYECKHE YKa3aHUs IJII CaMOCTOSTEIbHOW paboThl CTYJIEHTOB
HaInpaBJICHUS MIOJITOTOBKHU (cenuaIbHOCTH) 40.05.02
[IpaBooxpaHuTeNnbHasl JI€SITEILHOCTh, HAMpPaBICHHOCTh (Mpoduib,
crienuaan3anms) «AIMHHUCTpATUBHAS JeaTeabHOCTh» / FOro-3arm. roc.
yH-T ; cocT. H.C. Pakmia. — DiexkTpoH. TekcToBsie gaH. - Kypck : FO3I'Y,
2022.-29 c.

Jpyrue yueOHO-MeTOAUYECKHE MATEPHUAJIbI
OtpacneBble  HAyYHO-TEXHUYECKUE  JKypHallbl B  OMOIMOTEKE
YHUBEPCUTETA:

Kypnan Mcropust rocynapcTBa u npasa.
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Kypnan FOpucr.
N3Bectus FOro-3amagHoro rocy1apcTBEHHOIO YHUBEPCUTETA

4.3 Ilepeyennb pecypcos HH(OPMALIMOHHO-
TEJIEKOMMYHUKAUUOHHON ceTn «HMHTEepHeT», HE00XO0AMMBIX I
OCBOCHHUSA TUCHUIIHHBI

1. www.elibrary.ru - DnekTpoHHas OUOIHOTEKA

2. http://www.consultant.ru - OdunuansHbplii  CaliT KOMIAHUU
«Koncynprantl limroc»

3. http://www.garant.ru - OH-TaiiH BepcUs CIPaBOYHO-IIPABOBOM
cucteMbl «['apaHT» - HOpPMAaTUBHBIC aKThl, CyJeOHas TPAKTHKA,
KOMMEHTApUH K 3aKOHOJIaTEeJIbCTBY, HAYYHBIC CTATHH

4. http:// www.gov.ru - CepBep OpraHoB TOCyJapCTBEHHOM BJIACTH
Poccuiickon Oenepanuu

5. https://biblioclub.ru/ - 3BC «YHuBepcurerckas OubauoTeka
OHJIAVHY

6. lib.swsu.ru/ - DaekrponHas 6ubauoreka FO3I'Y

7. https://e.Janbook.com / - OBC «Jlaub»
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5. OCHOBHBIE TEPMHUHBI 1 OITPEAEJIEHUA

AHKeTa — c10co0 MpeACTaBIeHUsT YHU(PUIIMPOBAHHOTO IOKYMEHTA
WIM TEKCTa, MPU KOTOPOM MOCTOSIHHAsT MHQOpMalus pacrojiaracTcs B
JIEBOM YACTH JIMCTAa, CTPOKAMHU Jpyr NOA JAPYroM, a IepeMEHHas
BHOCUTCSI B JIOKyMEHT B NIPOILECCE €r0 COCTABICHUS B MPAaBYK YacTb
aucTa. AHKETa PEKOMEHAYETCS JIsl MCIIOJNb30BaHUSA B TEX CIyYasx,
KOT/Ia XapaKTepu3yeTcs OAUH OOBEKT MO POy MapaMeTpOB.

ApXHMBHOE [eJI0 - JCATEIbHOCTh [0 OpPTraHU3alHNU XPAHEHUS
JIOKyMEHTOB, 00JaJal0lIUX 3HAYUMOCTBIO JJI1 OOILIECTBA U HMMEIOIIUX
IIEHHOCTD JIJIs COOCTBEHHUKA.

biankoM J0KyMeHTa Ha3bIBAIOT JMCT OyMaru pa3peréHHOro
dopmara ¢ HaHECEHHHIMM Ha HEM TOCTOSHHBIMU PEKBU3UTAMHU B
coorBercTBuu ¢ ['OCTom.

BocnuraresnbHas QyHKUMS JOKYMEHTA 3aKJIIOYACTCSI B TOM, YTO
JOKYMEHT JAUCIHUIUIMHUPYET WCIOIHUTENS, TpeOyeT TMOBBIIIEHHOTO
YpPOBHA 00pa30oBaTeIbHOM  TMOATOTOBKH. XOpOmio  O(pOpMICHHBIN
JOKYMEHT BOCHUTBHIBAET A3CTETUYECKUN BKYC YIIPABICHUYECKUX KaApPOB,
MOBBIIAET MPECTUXK YUPEKAECHUN U OpTaHU3ALMN.

Boinucka W3 J0OKyMEHTa — 3aBEpEHHas 4YacTh TEKCTa
MMOUTMHHUKA.
I'ocynapcrBeHHass TaWHa -  3alMIIAEMBIE  TOCYAapPCTBOM

CBEIEHHSI B 00JacTM €ro  BOEHHOM, BHENIHECHOJIUTHYECKOM,
DKOHOMHUYECKOU, pa3BEAbIBATEIbHOM, KOHTPPA3BEIABIBATCILHOU U
OTNICPATUBHO-PO3BICKHOW JIESATEIILHOCTH, PACIPOCTPAHEHUE KOTOPBIX
MOXeT HaHeCTH yiiepo 6e3omacHocTu Poccuiickoit deneparuu;

I'pud cexperHOoCTM - PEKBU3UTHI, CBUACTEIBCTBYIOLIUE O
CTEIIEHU CEKPETHOCTH CBEACHUH, COACPKAIIMXCS B HX HOCHUTEIE,
MPOCTAaBJIIEMbIE HAa CaMOM HocuTene U (WiIu) B COMPOBOJUTEIBHOM
JIOKYMEHTAIIMHN Ha HETO;

Jlatra JQOKyMeHTa TMPOCTABIAECTCS  JOKHOCTHBIM  JIMIIOM,
MOAIMCHIBAIOIIMM WJIA YTBEPKIAOIINM JIOKYMEHT.

Jlatol  DOKyMeHTa  ABISICTCA nara ero NOoANMUCaHUA

(pacniopsiauTENbHBIE TIOKYMEHTBI, NMChMa) WJIn COOBITHSA,
3a()MKCUPOBAHHOIO B JIOKyMEHTE (MPOTOKOJ, aKT). [{1s yTBepKaaemMoro
JNOKyMeHTa (IUIaH, WHCTPYKLMS, TOJIO)KEHUEe, OT4YeT) - Jara
YTBEP:KICHMS.
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JeJIONPOU3BOACTBO — OTO  CHEUU(PUYECKOE  HaMpaBICHHUE
NEATETLHOCTA, KOTOPOE 3aKJI0YaeTCsd B COCTaBICHHH, O(OPMIICHUU
JIOKYMEHTOB, UX 00pa0OTKEe U XpaHEHUH.

JleJIONPOU3BOACTBOM HA3bIBAIOT Takxke cdepy AesITeIbHOCTH
yesjoBeKka Mo pa3paboTke M 0hOPMIICHUIO O(DHUITMATBHBIX JTOKYMEHTOB,
OpraHU3allNM UX JBWKEHHUS, yU€Ta U XpaHEHUS.

JIOKyMeHT — MaTepualbHbI OOBEKT C 3aKperjIéHHOW B HEM
uHdopmanmend s nepegaud €€ BO BPEMEHM M MPOCTPAHCTBE.
JIOKyMEHT BBICTYIIa€T OJJHOBPEMEHHO M KaK MOpeIMET Tpyaa
yIPaBJICHUYECKOTO paOOTHUKA, U KaK €ro Pe3yJIbTaT.

JIOKyMEHT HecET pUANYecKYl0 (YHKIHMIO, TOCKOJIbKY €ro
COJICp’KaHME UCMOJB3YeTCSl B  KAauyeCcTBE  JIOKA3aTelbCcTBA  IPHU
PAacCCMOTPEHUHU CIIOPHBIX BOIPOCOB CTOPOHAMHU OTHOIIECHUM, HE TOBOPS
y)ke 00 opraHax CJIEACTBHUA, CyJa U MNPOKyparypbl. Pan moKymMeHTOB
W3HAYaJbHO  HajACHEH  IopuaAuYecKod  (QyHKIMed  (JloroBopHas
JIOKyMEHTAllMs, HOTapUaJbHO 3aBEPEHHBIC TOKYMEHTBI, TPABOBHIC aKThl
OpraHOB TOCYIAPCTBEHHOIO YIIPaBJICHUS U T. 1.).

JIOKyMeHT0000pPOT - [BIKCHHUE JIOKYMEHTOB MEXIYy MX
COCTaBUTEISIMU U UCIOJHUTEISAMHU  TIO uH(OpPMAIMOHHBIM
TEXHOJOTUYECKUM LETIOYKaM, Jaronee BO3MOXKHOCTb

npouH()OPMUPOBATH BCEX 3aMHTEPECOBAHHBIX JIMI[ JOBECTH JI0 HUX
MIPUHATHIE PEUICHUS, OCYIIECTBIATh YUYET U KOHTPOJIb UCIIOJTHEHUS.

JAy0aukar — BTOPOM OSK3EMIUIAP 3aBEPEHHOTO JIOKYMEHTA,
VMMEIOIIETO OAUHAKOBYIO CHITY C TTOJIMHHUKOM.

NuauBuayajbHbie JOKYMEHTBI 110 COACPKAHUIO SIBIISIOTCA
cnenu(pUIeCKUMHU, HOCSIIMMHU  XapakTep pa3oBOTO  JOKYMEHTa,
M3J1ara€Moro JEJI0BBIM SI3BIKOM.

Konmust noKymMeHTa — HWIEHTUYHOE, 3aBEPEHHOE JOJKHOCTHBIM
JIMIIOM BOCTIPOU3BEIACHHUE TTOAJITMHHUKA.

JIAKOHMYHOCTh M3JIOKEHHMSI TEKCTa TMHChbMa JOCTUTACTCS
SKOHOMHBIM  HCIIOJIb30BAaHUEM  SI3BIKOBBIX CPEJICTB, HCKJIOYCHUEM
peyeBOM N30BITOYHOCTH.

HeliTpanbHblili TOH U3J10KEHUS SBJISETCS HOPMOU OPHUIIMATBLHOTO
JEJIOBOTO  s3bIKA, TIOCKOJBKY  yIpaBlieHUeckas  uHdOpMaIims,
opunManbHas 1O CBOEMY  XapakTepy, CBOAUT CYOBEKTUBHBIN
(JIMUHOCTHBIN ) MOMEHT B TEKCTaX JIOKYMEHTOB K MUHUMYMY.

OpranuzannonHasi QyHKIHS JOYMEHTA 3aKJII0YAeTCs B TOM, UTO C
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MOMOIIbIO JIOKYMEHTa OO0ECIEeYMBAETCS BO3JECHCTBHE Ha KOJJICKTUBBI
JIOEN Uil OpraHu3allid U KOOPIUHAIIMU UX JIeITeIbHOCTH. BHenHue
CBSI3M MPEANPHUATANA U OpraHU3aIKi 00eCreYnBaeT KOMMYHUKATHBHASA
GyHKIUS TOKYMEHTOB.

OcHOBHBIMH  4YepTaMH  O(PHUIHAIBHO-IEJ0BOI0  CTHJIA
CYUTAKTCS: HEUTPaATbHBIN TOH U3JIOKEHHS, TJAKOHUIHOCTh U KPATKOCTh
TEKCTa, TOYHOCTh U SICHOCTh BBIPAXKEHUS MBICIH.

OcoOble TpeOOBaHUA TMPU H3JIOKEHUU TEKCTa MPEIbSBIAIOTCS B
OTHOIICHUY TOYHOCTH U SICHOCTH BbIPAKEHUST MBbICJIH.

Odopmienne e — 5TO TOATOTOBKA JEI K XPAaHEHHUIO B
COOTBETCTBUU C YCTAHOBJICHHBIMU MTPaBUIIAMH.

Ilo npoucxoxkAeHUI0 JOKYMEHTHl  KJIacCU(DUIMPYIOT  Ha:
ClIyKeOHbI€ (IIEJOBBIC); IMOATOTOBJICHHBIE B OPraHU3aLUSIX; JUYHBIC
MYMChMa TPaKIaH C U3JIOKEHUEM Ka00, MPeI0KeHUH, TPOChO.

Ilo cpoxkam XxpaHeHMsl JOKYMCHTBI JCIATCS Ha JOKYMEHTBI
MOCTOSIHHOTO M JIOKYMEHThI BpPEMEHHOTO XpaHeHHs. JIOKyMEeHTbI
BPEMEHHOIO XpaHEHWsS, B CBOI OYepelb, MOAPA3NEIAIOTCS Ha
JOKYMEHTHI O CpoKoM xpaHeHust 10 10 et u cBbimie 10 Jer.

Ilo cTrenenu 00s13aTeILHOCTH: HH(POPMALIMOHHBbIE, COJIEPKAIIIHE
cBeZicHUsI U (aKThl O JIEATEIIbHOCTH OpPraHU3allliH, U JUPEKTUBHbIE —
o0s13aTebHbIC JIJIs UCTIOJIHEHUS, HOCSIIUE XapaKkTep HPUIUYECKON WU
TEXHUYECKOU HOPMBI.

ITo CTeNeHH! yHUPUKATHT pa3IU4arOT JIOKYMEHTBI
WHJIMBUyaJIbHbIE, TUIOBBIC, TpadapeTHbie, TPUMEpPHbIE (0OPa3IOBHIC)
¥ YHU(ULIMPOBAHHbBIC B BUAEC aHKETHI WJIK TaOIUIIbI.

Ilo xapakTepy comep:kaHusi JTOKYMEHTHI OBIBAIOT MEPBUYHBIC U
BropuuHbie.  [lepBUYHBIIE ~ JHOKYMEHT  COICPKUT  HCXOAHYIO
uH(popMaruioo, KOoTopas CyMMHUpPYETCs, 0000IMaeTcs BO BTOPUYHBIX
JIOKYMEHTaXx.

IIpumepHbie TO0KYyMeHTbI (00pa3ubl) HOCAT OPUEHTUPOBOYHBIN
XapakTep W MCHOJB3YIOTCA JJISI COCTaBJICHHS H  O(OPMIICHUS
JIOKYMEHTOB 110 aHAJIOTHH.

PexkBU3UT - 3TO COCTaBHAas 4YacTh JOKyMeHTa. Paznmuuaror
PEKBU3UTHI MOCTOAHHBIE W TepeMeHHble. IlocTosiIHHBIE PeKBU3UTHI
MOBTOPSIOTCS. B 00513aT€IbHOM TOPSAJIKE BO BCEX JOKYMEHTaX JIaHHOTO
HauMeHoBaHUs. IlepeMeHHBIE — HAHOCITCA HEMOCPEICTBEHHO MpHU
MOJIFOTOBKE KOHKPETHOTO TOKYMEHTA.
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CucremMa [JOKYMEHTALIMOHHOIO oOO0ecCle4YeHUus YIpaBJIeHHUS
(cucrtemMa 1eJIONPOM3BOJACTBA) - COBOKYIHOCTh IIPaBWJI PabOTHI ¢
JTOKYMEHTAMH B OPraHHW3alUMy, MOJKPEIUIEHHBIX COOTBETCTBYIOIIAM
HOPMAaTHBHO-NIPABOBBIM, MAaTEPUATILHBIM U KaJIPOBBIM 00€CIICUCHUEM.

Cay:xxkeOHast uHGOpMaUA OTPAHNYEHHOI0 PACIIPOCTPAHEHHS -
HEeceKpeTHasi MH(OopMaIus, Kacarouascs ACSTEIbHOCTH OpraHU3allni,
OTpaHWYEHUSI HA PACIHPOCTPAHEHHE KOTOPOM AUKTYIOTCS CIIyKEOHOM
HEOOXOIUMOCTEIO.

CayxeOHbINI AOKYMEHT JOJIKEeH COOTBETCTBOBATH
JNEWCTBYIOIIEMY 3aKOHOAATENIbCTBY W JPYTMM HOPMATHBHBIM aKTam
(npuka3aM, JHPEKTHMBAM,  YKAa3aHHSAM  BBINIECTOSIIETO  OpraHa
ympaBiieHus); O(QOpMIIATBCS B COOTBETCTBUM C CYIIECTBYIOIIUMU
['OCTamu u tpeboBanusMu MHCTpyKIU; OCHOBBIBAThCSA Ha (akrax H
COJIEpKaTh KOHKPETHBIE W PEaNbHbIE MNPEIJIOKEHUS WIH YKa3aHUS;
UCKJIIOYaTh JayOnupoBaHue TpeOOBaHUM, COJIEpKAIUXCA B paHee
NPUHATBIX JOKYMEHTaX, a pU HEOOXOAMMOCTH UMETh CChUIKM Ha HUX;
COCTAaBJISITBCS, KaK MPAaBWIO, MO OAHOMY BOIPOCY, MOCIEIOBATENBHO,
KpaTtko, 4€Tko, 0Oe3 TMmoMapok u ynorpebneHus (OpMYIHUPOBOK,
MOPOXKAAIOUIUX PaA3JIMYHBIE TOJIKOBAHUS; COJEpKaTh 00s13aTeIbHbIC

PEKBU3UTHI.

CpenctBa 3alMThI HH(pOPMATUU - TEXHUYECKUE,
KpUnrorpapuyeckue, IIPOrpaMMHBIE 151 IpyTue CPENCTBa,
IIPEIHA3HAYEHHbIE U1  3al0UThl  CBEACHUM,  COCTABIIIOLINX

TrOCYJapCTBEHHYIO TaiHy, CPEJCTBA, B KOTOPHIX OHHU pPEaIM30BaHBI, a
TaKXe CpeACTBA KOHTPOIA A(PEKTUBHOCTH 3aIUTHI HHGOPMAIIHH.

CyTh cTaHZApPTH3AIMU 3aKJII0YAETCs B pa3pabOTKe ONTHUMAaIbHBIX
npaBwil M TpeOOBaHWII 1O TMOATOTOBKE, O(QOPMIICHUIO, YUY€TYy H
XPaHEHUIO JIETIOBOM permyTaluu, MPUHITHIX B YCTAHOBICHHOM MOPSIAKE U
PEKOMEHIOBAHHBIX JJISI BCEOOIIEro 1 MHOTOKPATHOTO WX MPUMEHEHUS B
JIENONPOU3BOJICTBE. Pe3ynbrarsl paboThHI IPH 3TOM 0OPMIISIOTCS B BUE
HAIMOHAJBHBIX CTAHIapTOB.

CyTb yHM(UKAIUM CBOAUTCA K COKpAIICHUIO HEOMPABIAHHOTO
MHOTrooOpasusi JIOKYMEHTOB, MPUBEACHUIO K €AUHO00pa3uio ux ¢opm,
CTPYKTYPBI, SI3bIKOBBIX KOHCTPYKLMM M omepaiuii mo o0paboTke, yuéry
U XpaHECHHUIO.

Ta6auma — dopma mnomaunm wmarepualia, Korja IOCTOSHHAs
uH(popMarus pa3melaeTcss B 3arojoBkax rpad u O0KOBUKE (3arOJIOBKH
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CTPOK), a TiepeMeHHast (B IU(PPOBOM MM CIOBECHOM BBIPAKEHHUU) — HA
NepPeCeYeHUN COOTBETCTBYIOIIUX Ipad U CTPOK.

TUnoOBbIMM ABISIOTCS JOKYMEHTBI, PACCUMTAHHBIE HA U3JI0KECHUE
OIHOPOJHBIX TIPOLECCOB UM SBICHUW: TUIOBOW TEXHOJOTMYECKUN
IIPOLIECC, TUIOBBIE NMPABUIIA BHYTPEHHETO PACIIOPSAKA U T.11.

TouyHOCTH M3J10KEHUSI MIPEINOJIATACT OJJHO3HAYHOCTh IOHUMAHUS
COlEepKaHUsl, MPUBEAEHHOIO B JOKYMEHTE, U aBTOPOM TEKCTa, U €ro
azpecaToM.

TpadaperHbie I0KYMEHTbI UMEIOT 3apaHEe HANlCYaTAHHBINA TEKCT
C nmpobOesaMu, KOTOPhIEC 3aMOTHSAIOTCS NMPU OKOHYATEIHbHOM 0(OPMIICHUU
JOKYMEHTA B 3aBUCHMOCTH OT KOHKPETHOM CHUTYaIUHN.

Yuudukanuss B JEJIONPOU3BOJCTBE  MOXET OBITh  Kak
CaMOCTOSITEILHOM pabOTOM, TaK U ATANOM B pabOTe MO CcTaHAApTU3ALUU.

IKCIepPTH3a HEHHOCTH JTOKYMEHTOB — 3TO 0TOOp JOKYMEHTOB Ha
TOCYJapCTBEHHOE XPAHCHUE WJIH YCTAHOBJICHUE CPOKOB UX XPAHCHUS.
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