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BBEAEHHUE

Mertonuueckre yka3aHUs K MPAKTUYECKUM 3aHATUSIM 10 KYypCy
«/1eIonpon3BOACTBO M PEXUM CEKPETHOCTH B  MNOAPA3IEICHUIX
oOecrieueHusi 0€30MACHOCTH B YTOJIOBHO-HUCTIOJHUTEIBLHOM CHCTEMEY
NpeHa3HAYEHbl JJIsI MPAKTUYECKOTO0 HM3YYEHUSI OJHOW M3 OCHOBHBIX
TUCHUILUIMH B FOPUANYECKOM 00pa30BaHUMU.

K xaxaoMy CeMHHapCKOMY 3aHATHIO NPEIIAracTcs MNEpPEeUYeHb
BOIIPOCOB, HEOOXOJUMBIX JJIsl TOJHOTO M BCECTOPOHHETO H3YyYEHUS
TEMBL.

[lenb mpakTUYECKUX 3aHATHH — (OPMHUPOBAHHE TEOPETUUECCKUX
3HAHUU CTYJACHTOB, OOy4YeHHE pabdOTe C 3aKOHOJATEIbCTBOM IS
MpaBUIBLHON KBamu(UKALIUKA XapaKTepa BOSHUKIINX MPABOOTHOIICHUHN U
HaXO0XJIEHUS COOTBETCTBYIOIIUX CIy4Yaro MPABOBBIX HOPM.

s ycneniHo MOATOTOBKM K 3aHSTUI0 HEOOXOJIMMO MOCEIaTh
JEKIMW, W3y4YaTb HOPMATUBHBIE AaKThl, KOTOpPBIE O3BYYMBAIOTCS
npernojaBaresieM Ha JieKuud. [IpakTudeckue 3aHATHS TPOBOASATCS C
MOATOTOBKOW CTYJICHTaMU JIOKJIAJIOB, C MPUIJIAIICHUEM MPAKTUYECKUX
PabOTHUKOB U ¢ 00s3aTEIbHBIM O0CYKICHHEM TTOCTABJICHHBIX TTPOOJIEM.

Kpome »3roro, nnsi MNOATOTOBKM K MPAKTUYECKOMY 3aHSATHIO
CTYJCHTHI JIOJKHBI, MPEIBAPUTEILHO H3YYWUTh YYEOHYI0O U HAY4YHYIO
JUTEPATYPY, IEPEUEHb KOTOPOU MPUIIAraeTCs K KaXI0My 3aHSITHUIO.

B cBsi3u ¢ npoucxoisdiiuMU U3MEHEHHUSIMUA B aIMHUHUCTPATUBHOM
3aKOHOJIATENIbCTBE  CTYACHTHI  JIOJDKHBI ~ TPOSIBISATH  OOJIBIIYIO
CaMOCTOSITEJIBHOCTh B HW3YYEHUM COOTBETCTBYIOIIUX HOPMATHUBHBIX
aKTOB, CJIEJAUTh 32 U3BMEHEHUEM TEKYIIIErO 3aKOHOIATENbCTBA. BhICcTymas
Ha CEMUHApe, clielyeT 4eTKO (hOPMYIUPOBATH OTBETHI HA TTIOCTABIICHHBIC
BOIPOCHI, 00OCHOBATh WX CChUIKAMH HA 3aKOHOAATENILCTBO U CYACOHYIO
MPaKTUKY, JOTUYECKU MPABUIIBHO CTPOUTH OTBET.

TekcT mevaraercs B aBTOPCKOW peNaKIuy
ITonnucaHo B revaTh . ®opmat 60%80 1/16.
Yeu. ned. 1. Yda.-uza. i, Tupax 100 3k3. 3akaz  becniartho.
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1. OPTAHU3AIIMOHHO-METOANYECKHUE IMOJOKEHUSA
1.1. O0mue moJ10KeHU

1.1 Heab npenogaBaHus AU CIUILIMHBI

dopmupoBaHrue y OOydYarONIUXCS 3HAHWUW, yYMEHUM, HAaBBIKOB M
KOMIIETCHITUH, HEOOXOAUMBIX JUIS  YCIEIHOW TpodeCCHOHATbHOM
MTOATOTOBKH CIICIIUAJIUCTOB, OTBEYAKOIINX COBPEMEHHBIM
KBaJTU(DUKAIIMOHHBIM TPeOOBaHMAM, 00Iadar0MNX 0a30BBIMU 3HAHUSMHU
0 crnenuuke ASTONPOU3BOJCTBA U 00ECIIEUEHUS PEKUMa CEKPETHOCTH
B ToJpa3ieiicHusAX oOecneyeHus Oe30MacHOCTH B yTOJIOBHO-
VICTIOJTHUTEIIbHON CUCTEME.

1.2 3agaum u3y4yeHust JUCUUILIMHbBI

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

2. ®opMupoBaHuE 3HAHUM O CHOCO0AX JOKYMEHTAIIMOHHOTO
COIIPOBOXKICHUS BBISIBJICHUSI KOHTUHTEHTA, B npejenax
TEPPUTOPUATBHBIX MMOJHOMOYUN OTIENIa MOJUIUU, B LEISIX BbISBICHUS
JMI, BEIYUIMX aMOpPaJIbHBbIA 00pa3 >KU3HHU, CKIOHHBIX K COBEPILICHHUIO
MPOTUBOINPABHBIX JICSTHUM, BOBJIEKAIOIIMX HECOBEPIICHHOJECTHUX 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 aIMUHUCTPATUBHBIX
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
No/Ipa3AeiCHUAX 00eCIIeueHHsI OE30IMaCHOCTH B YTOJIOBHO-
VICTIOJTHUTEILHON CUCTEME)

2 | UcTopus opraHu3anui AeJIONPon3BoacTBa B Poccun 4
[ToHsiTHE ¥ BUABI CIY>KEOHBIX TOKYMEHTOB B OpraHax 4
BHYTPEHHUX JEJ

4 | IIpaBuia MoAroTOBKU ¥ 0(OPMIICHHS OTACIbHBIX 4
JOKYMEHTOB B ITOAPA3ICICHUSIX HOJIUIAN
(IOKyMEHTHUPOBAHUE)

5 | I[lopsmok oOpaliieHus: JOKYMEHTOB B OpraHax BHYTPECHHHUX 4
nen (JOKyMeHTOO000pOT)

6 | KoHTpOIIb UCIIOIHEHHS JOKYMEHTOB. ITopsmok 4
pacCMOTpEHUS B OpraHax BHyTPEHHUX JieNl oOpaleHui
rpaxJiaH

7 | [lepenaua JOKYMEHTOB B apXUBBI. DKCIIEPTH3a U 4
YHUYTOKEHUE AEN

8 | OcymecTrieHne padoT ¢ JOKYMEHTaMH OI'PaHUYCHHOTO 4
pacrnpoCTpaHEHUs

9 | [loHsATHE, 3HAYCHUE U ITPABOBOE PETYJIMPOBAHUE PEKUMA 4
CEKPETHOCTHU B MOJIpa3/ICIICHUAX 00€CIeUCHUS
0€30IMaCHOCTH B YTOJIOBHO-UCIOJIHUTEILHON CUCTEME

Htoro 36

1.3 MeToauueckne peKOMeHIauum
10 OPraHM3ANUU U3YYeHUS] JUCUUTLIMHbBI

B pamMkax m3ydeHHs TUCHMILUIMHBI «J[eIOIPOM3BOICTBO U PEIKUM
CEKPETHOCTH B IOJpa3jieJieHUsIX oOecreueHuss Oe30MacHOCTH B




YTOJIOBHO-UCTIOJIHUTEIILHOW CHCTEME» padoTa CTyACHTOB OPraHu3yeTcCs
B CIIeIyIOIMMX (hopmax:

- paboTa ¢ KOHCIIEKTOM JICKIIMI U JOTOJHUTEILHON JTUTEPATypOut
10 TeMaM Kypca;

- U3yYEHUE BONPOCOB, BBIHOCHUMBIX 34 PAaMKH JIEKIMOHHBIX
3aHSTUM (IUCKYCCUOHHBIE BOIIPOCHI JIJIsl IOMOJTHUTEIBHOTO U3YUCHUS );

- IOATOTOBKA K MPAKTUYECKOMY 3aHATHIO;

- BBIIIOJIHEHUE TPYNIOBBIX Y HWHIWBUAYAJIBHBIX JOMAIIHUX
3alaHUM, B TOM YMCJIE: POBEJCHUE COOECEOBaHUS MO TEME JICKIIUH;
MOATOTOBKA KpaTKOro Jaokiaga (pe3rome, 3CCe) MO TEME 3aHATUS U
pa3paboTka MYJIbTUMEIUMHOM Mpe3eHTAllMh K HEMY; BBIIIOJIHEHUE
NpakKTUYECKUX  3aJaHui  (pemieHue  3ajad);  MNOJArOTOBKa K
TECTUPOBAHUIO;

- CAMOKOHTOPOJIb.

PexoMeHIyeMblil HUXKE PEKUM  CaAMOCTOSTEIBHOM  PabOTHI
MO3BOJIUT CTYyJIeHTaM TJIyOOKO pa3o0paTbCsi BO BCEX H3yYaeMbIX
BOIIPOCAaX, AKTHMBHO Yy4YaCTBOBATb B JUCKYCCHUSAX Ha IIPAKTUYECKUX
3aHATUSAX U B KOHEYHOM MTOT€ YCHEIIHO CIAaTh 3a4e€T MO AUCLUIIINHE
«J1lenonpou3BOACTBO M PEXKUM CEKPETHOCTH B NOAPA3ACIECHUSIX
oOecrieueHns1 6€30NMaCHOCTH B YTOJIOBHO-UCIIOJHUTEIIBHON CUCTEMEY.

Jlexyus siBnsgeTcs (PyHIaMEHTAIbHBIM HMCTOYHUKOM 3HAHUU U
JOJDKHA ~ CIOCOOCTBOBaTh  TUIYOOKOMY  YCBOCHHIO  MaTepuala,
AKTUBU3UPOBATH MHTEPEC CTYJECHTA K U3y4aEMOW TUCUUIUINHE.

PaboTy ¢ KOHCHEKTOM JEKIUiA IeJIeco00pa3HO MNPOBOJAUTH
HEIMOCPEJCTBEHHO Tocie €€ mnpociaymuBanusa. OHa mnpeamnosaraet
NepeUYnThIBAHUE KOHCIIEKTa, BHECEHHWE B HEro, Mo HEO0OXOJIUMOCTH,
YTOYHECHUH, TOMOJHEHNM, Pa3bICHEHUN U n3MEHECHUN. O3HaKOMIICHUE C
JOTIOTHUTEILHON JINTEPATypoOd MO TeMe, MpOBeAcHHE 0030pa MHEHHI
JIpYyTUX YYEHHbIX MO wu3ydaeMoi Teme. HeoOXomumbiM sIBIsETCS
rIyOOKO€ OCBOEHHUE COJIEpXKaHUS JIEKIIMU U CBOOOJIHOE BJIaJICHUE UM, B
TOM 4YHUCJI€ HCHOJIb30BAHHOW B HEW TEPMHUHOJIOTHU (MOHATHH),
KaTEeropuid M 3aKOHOB (TJIOCCApUM K KaXKJIOM TeMe  COJSP)KUTCS B
HACTOAIIMX METOJIMYECKUX YyKazaHusX). CTylIeHTy pPEKOMEHIYeTCs He
OTPAHUYMBATHCSA MPU U3YUYEHUU TEMBI TOJIBKO KOHCIIEKTOM JIEKIIUN WIIH
OJIHUM YYEOHUKOM; HEOOXOJUMO HE TOJBbKO KOHCIEKTUPOBATH JICKIIHH,
HO M YWUTaTh JONOJHUTEIBbHYK JIUTEPATYpPy, HM3ydaThb METOAUYECKHUE
PEKOMEHIaINH, U3/1aBaeMbie Kadeapon.



B c¢Bm3u ¢ OonpmiiM  00BEMOM HM3y4aeMOro MaTepuala,
MHTEPECOM  KOTOPBI OH  TpPEACTaBiIsieT [JIi  COBPEMEHHOTO
00pa3oBaHHOTO YEJIOBEKa, HEKOTOPHIE BOMPOCHI BBIHOCATCS 3a pPaMKH
JeKUMi. H3yueHue 60npocos, BbIHOCUMBIX 304 PAMKU JIeKYUOHHBIX
3anamui (AMCKYCCUOHHBIX BOIPOCOB), MPEINOIaraeT caMoCTOATEIbHOE
U3y4YeHUE  CTYJACHTAaMH  JIOTIOJTHUTEIBHOW  JIMTEpAaTyphl H €&
KOHCIIEKTUPOBAHUE 110 ITUM BOIIPOCAM.

B xome npakmuueckux 3anamuil TPOBOIUTCS pa3bICHECHUE
TEOPETHUYECKUX TOJIOKEHUNM Kypca, YTOUHCHUS MEKIUCIUIUTMHAPHBIX
CBSI3EM.

lloocomoska Kk  npakmuueckomMy 3aHAmuro  TPEANoaraet
OOJIBIITYIO0 CAMOCTOSTENIbHYIO0 pabOTy M BKJIIOYAET B CEOs:

- 3HAKOMCTBO C ILJIJAHOM 3aHATHS M MOJA00p Marepualia K HEeMy IO
yKa3aHHbIM UCTOYHHKaM (KOHCHIEKT JIEKIIMH, OCHOBHAs, CIIpaBOYHas U
TOTIOJTHUTEIIbHASI INTEpATypa, dJIEKTPOHHbIE 1 HTepHET-pecypchl);

- 3alIOMUHAHKE MOJI0OPAHHOTO 10 IJIaHy MaTepuaa;

- OCBOCHHE TEPMHUHOB, MIEPEUUCICHHBIX B TJIOCCAPUU;

- OTBETHI HA BOIIPOCHI, TPUBEICHHBIC K KAXKI0H TEME;

- 00AyMbIBaHUE  BOINPOCOB  JJII  OOCYXXJIEHHS;  BBIIBI)KCHHE
COOCTBEHHBIX BapHAHTOB OTBETA;

- BBITIOJTHEHUE 3aJJaHUH TIPEno1aBaTers.

- MOJTOTOBKA (BEIOOPOYHO) MHIMBUAYAIBHBIX 3aJaHUN.

3ananus, MpUBEACHHBIC B TUIAHAX 3aHSATUMN, BBITIOJHIIOTCS BCEMU
CTYJICHTaMH B 00s13aT€IILHOM TOPSIKE.

Buinonnenue epynnosvix u uHOusudyaibHuvlx 0OMAUWHUX 3a0AHULL
SBJISIETCS 00s3aTeIbHON (hOPMOM CaMOCTOSITEILHOM PabOThI CTY/ICHTOB.
[lo ngucnumiuae «Jlemonmpou3BOACTBO M PEKUM CEKPETHOCTH B
noApa3IeIeHUsIX oOecrieueHus 0€e30IaCHOCTH B YTOJIOBHO-
UCTIOJTHUTEIPHOM ~ CHUCTEME»  OHa  MpeAmoJjiaraeT  MOJATOTOBKY
WHIUBUIYaJIbHBIX WM TPYIIOBBIX (Ha YCMOTpPEHHE IpernoaaBaTess)
nokJIaaoB (cooOuieHuid, pedeparoB, 3cce, TBOPUECKUX 3aJaHUI) Ha
CEMUHAPCKHUX 3aHATHIX B Pa3pabOTKy MYJbTUMEIUHHON Mpe3eHTaAINH
K HEMY.

Jlokxnao - TPOIYKT CaMOCTOSITEIbHOW pPabOThl CTYACHTA,
MPECTABIISIONINI OO0 MyOJIMYHOE BBICTYIJICHHE IO MPECTABICHUIO
MOJIYYEHHBIX ~ pE3yJbTaTOB  PEIICHUS  OMNpeNeseHHONW  ydeOHo-
MPaKTUIECKOM, Y4eOHO-UCCIIeIOBATEILCKOW T HAYyYHON TEMBI.



Dcce - CpelcTBO, MO3BOJISIONIEE OIICHUTh YMEHHE 00YyUaroIerocs
MMCHbMEHHO HW3JaraTh CyTh MOCTaBJICHHOW MPOOJEMBI, CAMOCTOATEIHHO
IMPOBOAUTh aHAIM3 IMPOOJEMBI C HCIOIL30BAaHUEM KOHICIIIUA H
AHAJIUTUYECKOTO HWHCTPYMEHTApHUs COOTBETCTBYIOIICH JUCIMILIMHBI,
JieJaTh BBIBOJIBI, 0000IIAOIIE aBTOPCKYIO MO3UIIHMIO TT0 TTOCTABICHHOM
npoobJieme.

Pegpepam - mpomykT camMoOCTOSTETbHOM pabOThI CTYACHTA,
MPEACTABIISIIOMMUN COO0M KpaTKoe H3J0KEHHE B THCbMEHHOM BHJIC
MOJTYYCHHBIX PEe3yJbTaTOB TEOPETUUECKOTO aHalM3a OIpeaeIeHHOM
Hay4dHON (y4eOHO-HCCIeA0BATEIbCKONM) TEMBI, TJ¢ aBTOP pPAaCKpPHIBACT
CyTh HCCIEAyeMON TPoOJIeMbl, TPUBOJAUT PA3TUYHBIC TOYKH 3PEHUS, a
TaKXe COOCTBEHHBIC B3IJISIbI HA HEE, MPUBOJAUT CIHUCOK HCIOJB3YEMBIX
MCTOYHHKOB.

Teopueckoe 3a0aHue - YaCTUYHO PETIIAaMEHTHPOBAHHOE 3ajJaHueE,
UMeEIOIee HECTaHAAPTHOE PEIISHHE W TO3BOJIIONIECE AUATHOCTUPOBATH
yMEHHS, WHTETPUPOBATH 3HAHUS Pa3IMYHBIX obOmacre,
apTyMEHTHUPOBATh COOCTBEHHYIO TOUKY 3peHHS. MOKET BBITIOIHATHCS B
WHIWBUIYaTbHOM IOPSJIKE WU TPYIIION 00yJarOIuXCl.

[IpenogaBaTens cam GhopMUPYET 3aJaHUE WM CTYJACHTHI UMEIOT
BO3MOXHOCTh CaMOCTOSITEJIbHO BBIOpAaTh OJIHY W3 IIPEAIoiaracMbIX
IperogaBaTeieM TeM U BBICTYIIUTh Ha CEMHHAPCKOM 3aHATHH. JloKian
(pe3tome, occe W TA.) Kak ¢opMa CcaMOCTOSITEIbHOW  ydeOHOM
NEATeIbHOCTH CTYAEHTOB TMPEACTABIsACT COOOM pacCyXJIeHHe Ha
OTpPEACIICHHYI0O TeMYy Ha OCHOBE 0030pa HECKOJBKHX HCTOYHHUKOB B
IeJsAX JIOKa3aTeabCTBA MM OIPOBEPXKECHUS KaKOro-mubo Te3wmca.
Nudopmariusi  MCTOYHUKOB  HMCIIOJB3YETCS Il apryMEHTAIlUH,
WUIKOCTPAllMM W T.A. CBOMX MbIcinen. llenp HamucaHusa Takoro
paccyXIeHus He NyOaupoBaHUE UMEIOIICHCS TUTEepaTyphl Ha 3Ty TEMY,
a TOJArOTOBKA CTYASGHTOB K IIPOBEJACHHIO COOCTBEHHOI'O HAYYHOTO
UCCIICJIOBAaHUSA, K IIPaBWIBHOMY OGMOPMIICHHIO €ro OIIMCAaHUS B
COOTBETCTBHUU C TPEOOBAHUSIMH.

Pabotra cTyAeHTOB 1O TMOJATOTOBKE JOKJIaaa (cooOlieHus,
pedepaToB, 3cce, TBOPUYSCKUX 3aJaHMil) 3aKIIOYaeTCS B CIEIYIOMIEM:
noA0Op Hay4dyHOW JHTEpaTypbl IO BBIOpaHHOW Teme; paboTa C
JUTEpaTypou, oTOOp HH(OpMAIUU, KOTOpas COOTBETCTBYET TEeME H
IIOMOTaeT J0Ka3aTh TE3UChl, aHalu3 IpoOJeMbl, (HhaKTOB, SBICHHU;
cucTeMaTusals U 0000IIeHNe MTaHHBIX, (POPMYIHPOBKA BBIBOJIOB;



OILICHKA TEOPETUYECKOr0 U MPAKTUYECKOr0 3HAYEHUSI pacCMaTpUBAEMOM
npoOJeMbl; apryMEHTalMsi CBOETO MHEHHMs, OIEHOK, BBIBOJIOB,
NpEeUIOKEHUN;  BBICTPAMBAHUE  JIOTMKU  HW3JIOKEHUS,  yKa3aHHE
UCTOYHUKOB MH(pOpPMAIIMU, AaBTOPOB H3JIAra€MbIX TOUYEK 3pPEHHUS;
npaBuUibHOE OQOopMIIeHHE PabOThl (CCHUIKH, CIUCOK MCIOJIb30BAaHHOMN
JUTEPATYPhl, PUCYHKHU, TAOJIUIIbI) TIO CTAHIAPTY.

CaMOCTOATENbHOCTh ~ CTYJ€HTAa NPU  MOJrOTOBKE JOKJIaja
(cooOmmieHne, 9cce) TMpOsBISETCS B BbIOOpE TeMbl, pakypca eé
pacCMOTPEHUSI, HUCTOYHUKOB IS  PACKPBITUSL  TEMbI, TE3HCOB,
apryMEHTOB JJIsI WX JI0KAa3aTeIbCTBA, KOHKPETHOM HWH(oOpManuu u3
HUCTOYHUKOB, CIIOC00a CTPYKTYpUPOBAHUSA U 0000IIeHUs] WHPOPMAIIHH,
CTPYKTYphl M3JIOKE€HMS, a TakKe B OOOCHOBaHMU BHIOOpA TEMBI, B
OILICHKE €€ aKTyaJIbHOCTH, MIPAKTUUYECKOTO U TEOPETUUECKOTO 3HAUCHHS,
B BBIBO/JIAX.

BricTymienne ¢ gokiaaoMm (pe3roMe, 3CC€) Ha CEeMHHape He
IOJDKHO npeBbiath 7-10 MuHyT. [locine yCTHOTO BBICTYIUJIEHUS aBTOP
OTBEYAET Ha BOMPOCH! ayJUTOPHUH (CTYAECHTOB, IPENOAaBATENS) [0 TEME
U COJEP>KaHUIO CBOETO BBICTYILJICHHUS.

[lenp w 3amaud JaHHOTO BHUJIA CAMOCTOSTEIBHONW PpabOTHI
CTYJICHTOB OIPEACISIIOT TpeOOBaHUsA, NPEAbIBIsSEMbIe K JIOKJIATy
(pe3toMe, 0dcce), U KpUTEpHUU €ro OIGHKH: 1) Joruueckas
MOCJIEIOBATEIIBHOCTh M3JI0KEHUS; 2) apryMEHTHUPOBAHHOCTh OILICHOK U
BBIBOJIOB, JOKA3aHHOCTh Te3uca; 3) SICHOCTh W MPOCTOTA H3JIOKECHUS
MBbICTIEH (OTCYTCTBME MHOTOCIOBUSI U HW3JIMIIHEr0 HaykooOpasus); 4)
CaMOCTOSITEIbHOCTh U3JIOKEHUSI MaTepualia UCTOYHUKOB; 5) KOPPEKTHOE
yKa3aHue B TEKCTE JOKJaJa HWCTOYHUKOB HH(OpMAIMHM, aBTOPOB
MPOBOJUMBIX TOUYEK 3peHUs; 6) CTUIMCTUYECKAas TMPABUILHOCTh H
BBIPA3UTENLHOCTh (BBIOOpP SI3BIKOBBIX CPEACTB, COOTBETCTBYIOLIUX
HAyYHOMY CTHUJIIO pE€UH); 7) YMECTHOE UCIIOIb30BAHUE WILTHOCTPATUBHBIX
CpeaCTB (IIUTAT, CHOCOK, PUCYHKOB, TaOJIMII, CJIaiI0B).

W3noxenve wmaTepuanoB JOKJIaJa MOXKET COIPOBOXKIATHCS
MyTbmumeouiHou  npezenmayueti. Pa3zpaboTka  MyJbTUMEIUHHOM
MpPE3CHTAlMN BBIMOJHSETCS MO TPEOOBAHUIO TPEINojaBaTeis WU IO
KEJTaHUIO CTYJICHTA.

[Ipe3enTanusi JokHA OBITH BBINOJHEHA B mporpamme Power
Point 1 BKJIIOYaTh TaKOE€ KOJIMYECTBO CJIAI0B, KAKOE HEOOXOIUMO JIJIsI
WUTIOCTPUPOBAHUS MaTepuraia JoKjIaja B IOJHOM 00beMeE.
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OcHOBHbIE MeETOAUYECKHE TpeOOBaHMs, MPEIBABISIEMbIE K
NpPE3EHTAUUMU: JIOTUYHOCTh  MPEJCTABICHUA C  COINIACOBAHHOCTH
TEKCTOBOIO W BHU3YAJIbHOTO MaTepuasa; COOTBETCTBUE COJICPHKAHUS
Mpe3eHTAllMM BBIOPAHHOM Te€Me M BBIOPAHHOTO MPHHIIUIA W3JIOKCHUS /
pyopukanuu uHpoOpMaIu (XpOHOJIOTHYECKUH, KIIacCU(DUKAITMOHHBIH,
(YHKIMOHAIBHO-IIEJIEBOM M JIp.); COpa3MEpHOCThb (HeoOXoaumas Hu
JOCTAaTOYHAs MPOMOPUMOHAIBHOCTh) TEKCTA W BHU3YaJbHOrO psja Ha
KaxaoM crnaiiae (ae meree 50% - 50%, unu Ha 10-20% Oosee B CTOpOHY
BU3YaJIbHOIO Psijfia); KOMPOPTHOCTh BOCHPUATHUS C 3KpaHa (1BeT (oHa;
pa3Mep M YEeTKOCTh MIpU(TA); ICTETUYHOCTh 0OpMIICHUS (BHYTpPEHHEE
€MHCTBO MCIOJIb3YEMbIX IIA0JOHOB MPEIbABICHUS UH(OpMaLny;
yHIOPSIAOYEHHOCTh u BBIPA3UTEIBLHOCTD rpaduuecKux u
M300pa3UTENIbHBIX AJIEMEHTOB); MOMYCKAETCs HAJIUYMe aHUMAIIMOHHBIX
Y 3BYKOBBIX 3(PheKTOB.

Ounenka ngoknaga (pe3rome, 3cce) MPOU3BOJUTCA B paMKax
OaJITBHOTO TBOpYECKOro peutuHra neictBytomeid B FO3['Y OanbHO -
PEUTUHTOBOM OLICHKHA YCIIEBAEMOCTH W KAayeCTBA 3HAHWUM CTYIECHTOB.
HNtoroBas olleHKa SBJSIETCA CyMMOW  OallJioB, BBICTaBIISIEMBIX
MPENOJABATENEM C YYETOM MHEHHS JPYTHX CTYJICHTOB IO KaXJIOMY W3
NEPEUYHCICHHBIX BBIIIE METOAUYECKUX TpeOOBaHMM K JOKIaAy U
MpEe3CHTAIIUH.

ITo mucuunnuHe «Jleaonpou3BOACTBO U PEKUM CEKPETHOCTH B
noApa3IeIeHUsIX oOecrieueHus 0€e30MaCHOCTH B YTOJIOBHO-
UCIIOJTHUTENIBHON CcHUCTEME» Takke (POpMoil caMOCTOATENbHON PabOThI
CTYJICHTOB SIBJISIETCSI GbINOJIHEHUE NPAKMUYECKUX 3A0aHUll (peuleHus
3a0auy), COJIEp)KAHUE KOTOPBIX ONPENEIAECTCS COAEPKAHUEM HACTOSIINX
METOAUYECKUX YKA3aHUMU.

Yacte TmpaKTHYECKUX 3aJaHWl MOXET OBITh BBIMOJHEHA
CTyICHTAMM Ha  ayJAUTOPHBIX  MPAKTHUYECKUX  3aHATUAX  TOJ]
pPYKOBOJCTBOM TmpemnojaBatens. Ilocie Toro, kak rmpenojaBaTeieM
OOBSBIJICHO, YTO PACCMOTPEHUE JAHHOW TEMbl HA ayJIUTOPHBIX 3aHITHUSIX
3aBEPIICHO, CTYACHT MEPEXOAUT K CAMOCTOSITEIbHOMY BBIMOJHEHUIO
NPaKTUYECKUX 3aJaHul, TOJIb3YSACh HACTOSIIIIUMUA METOJUYECKUMHU
YKa3aHUSIMHU, KOHCIIEKTOM JIEKIIMM 10 COOTBETCTBYIOIIEH TEME,
3aMUCSAMHU, CJICJIAaHHBIMU Ha MPAKTUYECKUX 3aHSITHUSAX, JTOMOJHUTEIbHOM
auTepaTtypoil mo TeMe. Bce  mpakThueckue — 3adaHuA IS
CaMOCTOSITEJIBHOTO  BBINIOJIHEHUSI ~ CTYJEHTAMH, IPUBEACHHBIE B
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HACTOSIIIUX METOJUYECKUX YKa3aHUSAX 00A3aTEIbHBI JJIsl BHITIOJHEHUS B
MIOJTHOM 0OBbeMe.

Iloocomosxka k mecmuposaruio TPETyCMATPUBAET MOBTOPCHUE
JEKIIMOHHOTO MaTepuajla W  OCHOBHBIX TEPMHHOB, a TaKXe
CaMOCTOSATEJIPHOE  BBITMIOJIHEHUWE 3aJaHU B  TEKCTOBOM  (popme,
MIPUBEJICHHBIX B HACTOSIINX METOJIUYECKUX YKA3aHUSIX.

Camoxoumpono SBJISIETCSA 00s3aTeIbHBIM AIEMEHTOM
CaMOCTOATEIbHON paboThI CTyJIEHTa o JUCHUTLTNHE
«Jlenonpou3BOACTBO M PEXKUM CEKPETHOCTH B NOAPA3ACICHUSIX
oOecrieueHnsi 0€30MacCHOCTH B YTOJIOBHO-HMCIIOJHUTEIBLHON CHUCTEMEY.
OH no3BoJisieT POPMUPOBATH YMEHUS CAMOCTOSITEILHO KOHTPOJIUPOBATh
U aJICKBaTHO OIICHUBATh PE3yJIbTaThl CBOCU y4EOHOU NESITEILHOCTU W
Ha OJTOM OCHOBE YyIOPaBIATH IPOLECCOM OBJIAJICHUS 3HAHUSAMMU.
OBnazieHue  yMEHUAMH  CaMOKOHTpoJiA  (OpMHUpYET  HaBBIKH
IJITAHUPOBAHUS YyUEOHOI0 TPYyJa, CIOCOOCTBYET YIiyOJIeHHI0O BHUMAHUSI,
NaMATH U BBICTYNAET KaK Ba)XHbIN (PaKTOp pa3BUTHS MO3HABATEIIbHBIX
CITIOCOOHOCTEH.

Camoxoumpons gxnrouaem.

1.OtBET Ha BOMNPOCHI JJISI CAMOKOHTPOJS IS CaMoOaHaiu3a
[IyOUHBI M MPOYHOCTH 3HAHUN U YMEHUH 1O TUCIUIUINHE.

2.Kputndeckyto OILIEHKY pe3yJbTaTOB CBOEH MO3HABATEIBHOU
NEATEIIbHOCTH.

CaMOKOHTpOJIb YUYUT LIEHUTHh CBOE BpPEMS, IMO3BOJSET BOBPEMS
3aMEHUTH U UCIIPABJISTH CBOU OIIHOKHU.

DopMbI CAMOKOHTPOJISI MOTYT OBITh CJICTYIOIIMMH:

- YCTHBIM TI€pecKa3 TEKCTa JEKIMA U CPAaBHEHHUE €ro C
COAEPKAHUEM KOHCIIEKTA JICKIIHH;

- OTBET Ha BOIPOCHI, TPUBEACHHBIE K KaXKJIOW TEME;

- COCTABJICHUE IUJIaHA, TE3UCOB, (POPMYJIUPOBOK KIFOUEBBIX
MOJOKCHUH TEKCTA 110 IaMSsITH;

- OTBETHI HA BONPOCHI U BBITTOJIHEHHUE 3aIaHUH JIJI1 CAMOTIPOBEPKHU
(HacTosilIME METOJUYECKUE YKa3aHUs MPEANoJaratoT BOMPOCHl IS
CaMOKOHTPOJIA 1O KaXJI0M U3ydaemMoil TeMe);

- CAMOCTOSITEJIbHOE ~ TECTUPOBAHHE MO  MPEIJIOKEHHBIM B
HACTOSIIAX METOAUYECKAX YKA3aHUSIX TECTOBBIX 3a/IaHUM.

CaMOKOHTpPOJIb Y4EOHON JEATeIBbHOCTH TO3BOJSET CTYACHTY
OLICHUBATh d(PPEKTUBHOCTh U PAIMOHATBHOCTh MPUMEHSIEMBIX METOOB
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u GOpM YMCTBEHHOTO TpYJla, HAXOJIUTh JOMyCKaeMble HEJOYETHhl U Ha
9TOM  OCHOBE TPOBOAUTHL  HEOOXOAUMYIO  KOPPEKIIMIO  CBOCH
II03HABATEJIbHOMN AEATEIBLHOCTH.

[Ipy BO3HMKHOBEHHMM CJIO)KHOCTEM IO YCBOCHHUIO IMPOTPAMMHOTIO
MaTepuajga HEOoOXOJAMMO TMOCelaTh KOHCYJIbTAUU MO AUCIUILIIMHE,
3a7aBaTh YTOYHSIIONIME BOIPOCHl HA JIEKOHSAX H IPAKTAYECKUX
3AHATUSIX, YAEHATH BpPEMS CaMOCTOSITEIBHOM MOATOTOBKE (Yachl Ha
CaMOCTOSITEIIBHOE U3Y4YECHHUE), OCYILIECTBIIATh BCE dbopmbl
CaMOKOHTPOJIA.
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2. INTAHBI TIPAKTUYECKUX 3AHATHI

Tema 1. Ilpeanmer, 3agayu W cuUCTeMa JAUCIHUATIMHBI
«/J1eJIONPOU3BOACTBO U PEXKUM CEKPETHOCTH B MNOAPAa3ieJIeHUsX
obecrnedyeHHs1 0€30MACHOCTH B YIrOJIOBHO-UCIIOJIHUTEJILHON CHCTEMeE)
(4 yac.)

1. OcHOBHBIE TIOHATHS JEIONPOU3BOJICTBA, €r0 NPEAMET, 3aJauH,
CUCTEMA.
2. CtpykTypa coliepKaHusi yueOHOW JUCHMIUIMHBL: «/[e1onpon3BoACTBO
U PEXKHUM CEKPETHOCTH B MOApa3eiIeHusIX ooecreueHus: 0€30MacHOCTU B
YTOJIOBHO-UCIIOJIHUTEIIBHOM CHUCTEME» U €€ B3aUMOCBS3b C JPYTUMH
y4€OHBIMU JUCIUIIIINHAMM.
3. Jenonpou3BOACTBO B CHUCTEME IPABOOXPAHUTENIBHBIX OPraHOB —
CYIIIHOCTb U 3HAUYEHHUE.

TecToBBIC 31aHUA
1. Kakoil mnpaBoBoil aKT peryjupyer MNOPSAOK PACCMOTPEHUS
oOpamenuii rpa:xxaan B Poccuiickoii @enepanun:
a) Konctutynusa PO;
0) @enepanbHbiil 3akoH 0T 2 Mast 2006 1. Ne 59-03 «O nopsiake
paccMOTpeHus oopareHuii rpaxaan Poccutickoit denepanmmy;
B) nipruka3 MuHkynsTyphl PO;
r) npuka3 MB/] Poccumn.
2. Ha kakue kareropum Jjui pacnpocrpansiercs OenepajbHbIi
3aKkoH OT 2 Mas 2006 . Ne 59-@3 «O nmopsiike pacCMOTPeHUA
oOpamennii rpa:xkaan Poccuiickon @exepanum»:
a) 1] 6€3 rpaxJaHCTBa;
0) rpaxnan P®;
B) rpakaaH P®, MHOCTpaHHBIX TPpaXKIaH U JIUI] 0€3 TpakJaHCTBA;
I') ”THOCTPAHHBIX IPaXJIaH.
3. B nepBy1o ouepeib BCKPHIBAKOTCS MAKETHI C IOMETKAMU

Tema 2. UcTopus opranusanuu aejaonpoussoacrsa B Poccun (4
qyac.)
1. OcymecTBinenne GyHKIIUU JETOTPOU3BOJICTBA B JOTIETPOBCKYIO
AIIOXY.
2. Pedopmbl B OpraHu3aiigu J1eJ0IPOU3BOICTBA B JJOCOBETCKOE BpEMS.
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3. OCHOBHBIC TCHACHIIUM U OCOOCHHOCTH OpPraHU3aIluH
nenonpousBoacTtea B CCCP.

4. @yHKIIMH ¥ OpTaHU3aLNs JeJIONPOU3BOICTBA B Poccum.

5 Tlonpa3zaeneHus aeI0NpoOnu3BOICTBA B TPABOOXPAHUTEIBLHBIX OpraHax:
3a1a4d U (PYHKITUH.

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

7. Yandukanus MeXIyHapOIHBIX MPABUJ COCTABICHUS TOKYMEHTOB

Tema 3. IlonsatHe uW BHABI CJOYXKEOHBIX JOKYMEHTOB,
00pa3yroIuXCcs B IPABOOXPAHUTEIbHBIX Oprasax (4 yac.)
1. Tlonsitus u ocobeHHOCTU O(OpPMIICHMS: TMPHUKA3bl IO OCHOBHOU
NEATEIbHOCTA W MO JUYHOMY COCTaBYy; PACIOPSIKEHHS; IOJIOXKEHHUS,
NpaBWIa, WHCTPYKUHUH, HACTABICHUS; IPOTOKOJbI; IUIAHBI, OTYETHI,
JOKJIaJIbl, JIOHECEHUs, aKThl, JOKJIAJHbIC 3aMUCKH, 0030PhI, CHPaBKH,
3aKITFOYECHHS.
2. Tlonatuss m o0coOeHHOCTH OGMOPMIICHUS: CIIYyKEOHbIE MHCHMA;
CIy>KEOHbIC  3alMCKH; TeJerpaMMbl, JJIEKTPOHHBIE  COOOIIEHUS,
HampapisieMbIe IO BEJIOMCTBEHHOU CBSI3H, T€JIE(POHOTPAMMBI.
3. Ilonatus u ocoOeHHOCTH OQOpPMIIEHHUSA: PpaNoOPThl JUYHBIE U
CITy>KeOHBIE.

TecToBBIE 3aJaHUA

1. IIpaBo moib30BaHNs repOOBBIMH MEYATAMMU MO J1eHiCTBUTEIbHBIM
U YCJIOBHBIM HAUMEHOBAHUAM NPUHAJICKUT:
a) pyKOBOAUTEIEM OpraHU3alllH;
0) 3aMEeCTUTENSIM PYKOBOJUTENSI OpTraHU3alliu;
B) HaYAJIbHUKY CEKpETapuara;
') HAYaJIbHUKY CTPYKTYPHOTO MOIpa3ACICHUS.
2. IIpaBo nmoJib30BaHusl repOOBBLIMU MEYATAMHU M0 AeHCTBUTEIbHBIM
U YCJIOBHBIM HAUMEHOBAHUAM MOKET ObITh MPEA0CTABJICHO:
a) NPUKAa30M PYKOBOJMTEISI OPraHU3ALMU APYTUM JOJKHOCTHBIM JIMI[AM
3TOW OpPraHu3alnu;
0) HAaYAJIbHUKY CEKpeTapuara;
B) HAYAJIbHUKY CTPYKTYPHOT'O IOAPA3/ICICHHUS;
I') COTPYJHUKY CEKpeTapuara.
3. Y4éT 1 BbI1a4a nevyareid U ITAMIIOB B OPraHU3allui BO3J1araercs
Ha:
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a) CeKpeTapuarhl;

0) CTpYKTypHBIEC MOAPA3/CICHNUS;

B) COTPYJIHUKA CTPYKTYPHOTO IMOIpa3/IeJICHUS;

') TOApa3AeiCHUE ONPENACIICT PYKOBOAUTEIb OpraHU3alliH.

4. IlpoBepka HAJIMYMS MeYATel M MITAMIIOB B OPraHU3alMK
MPOU3BOAUTCSH:

a) OJINH pa3 B IOJ;

0) IBa pa3a B roJ;

B) OJIMH pa3 B TPU Irojia;

') OJIMH pa3 B JiBa roja.

Keiic-3agaua Ne 1.

Odopmute NHUCHMEHHO pamnopT 00 OOHApPYKEHUH MPU3HAKOB
npectymieHuss B coorBeTrctBun co cT. 143 VIIK P® u Ilpukazom
Munrocta PO ot 11.07.2006 N 250 «O6 yTBepxaeHuu MHCTpyKIUHU O
pUEME, PETUCTPAlMM W MPOBEPKE B YUYPEKACHUSIX M OpraHax
VYTroJ0BHO-UCTIONHUTEILHON CUCTEMBI COOOIIEHUN O MPECTYIUICHUSAX U
MPOUCIHIECTBUIX).

Keiic-3agaua Ne 2

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

Keiic-3agaua Ne 3

OdopmuTe NTUCbMEHHO MJIaH paboThI OTHIENa (CITYKOBI) Ha
KBapTal.

Keiic-3agaua Ne 4

Odopmute mNUCHBMEHHO CiaykeOHOe mucbMo  (3ampoc B
BBIIECTOSIIYIO ~ OpraHu3anuto, Hanpumep B [ YOCHUH, o
NPEAOCTABICHUM  MaTEpPUAJbHBIX MIIH JIIOACKHX PECYpCOB, CIIEIl.
CpeAcTB, MHPOpMAIUU U T.]I. )

Keiic-3agaua Ne 5

Odopmute  NHUCBMEHHO  JOJDKHOCTHYIO  HWHCTPYKLHIO B
coorBercTBUU C Ilpukazom ®CHUH P® ot 05.06.2008 Ne 379 «OO06
yTBepxkaeHun [lopsiaka TOATOTOBKM  JIODKHOCTHOM — MHCTPYKIIMHU
pabOTHHKA YTOJIOBHO-UCIIOJIHUTEIHLHON CUCTEMBIY.

Keiic-3agaua Ne 6

CoCTaBUTHIIUCHMEHHO aKT MpUeMa-Nepeaun CIIyKEOHBIX /eI,

JOKYMEHTOB.
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Tema 4. IIpaBuia moAroToBKM " O(GOpMIIeHHUS OTAEJIbHBIX
JTOKYMEHTOB B MPABOOXPAHUTEJIbHBIX opranax
(moxymenTupoBanue) (4 yac.)

1. IlpaBuna u mnopsanok odopmieHUS U Yy4y€Ta: NPUKA3bl U
pPaCIOpSKEHUS; PENIAMEHTHI, IIOJOKEHHS, IpaBWId, HWHCTPYKIIUH,
NOPSAKY, HACTABJICHUS W JIPyTME HOPMATHMBHBIE IMPABOBBIE aAKTHI;
MPOTOKOJIBI;, TJIAHBI, OTYETHI, JIOKJIAAbl, JOHECEHUS, aKThl, JIOKJIaJHBIC
3aMKUCKU, 0030pbl, CIPaBKH, 3aKJIFOUEHHUSI, PAllOPTHI; CIyKEOHbIE TUCHhMA;
CIy)KeOHBIC  3alMCKH; TeJerpaMMbl, JJICKTPOHHBIC  COOOIICHUS,
HaIpaBJIsiEeMbIE TI0 BEIOMCTBEHHOM CBSI3U, T€JI€()OHOTPAMMBL.

2. TloHsTHs pa3aWYHBIX JOKYMEHTOB M OCOOCHHOCTH HX
odopmIICHUS.

TecTOBBIC 32aJaHUA
1. HomeHKIaTypa OpraHu3anuu COCTABJISIETCH:
a) Ha KaXJ bl KaJCHIapHBIN TOI;
0) Ha JBa roja;
B) Ha TpH rojia;
') Ha YeThIpE roja.
2. HoMeHKJIaTypa OpraHu3anuy yTBepPKIaeTcs:
a) pyKOBOJMUTEIEM (HAYaIbHUKOM) OpTraHU3alliu;
0) HaYaJIbHUKOM CTPYKTYPHOTO MOAPA3IACICHHUS;
B) HaYaJIbHUKOM CEKpeTapuara;
') HE YTBEPKIACTCHI.
3. OTBETCTBEHHOCTH 32 COXPAHHOCTH U MPABWIbHOE UCIOJIb30BAHUE
repOOBBIX MeYyaTe BO3JIAraeTCs HEMOCPEeACTBEHHO HA:
a) HaYaJIbHUKA CEKPETAPUATa;
0) COTpYyIHHKA CTPYKTYPHOTO MOApa3/IeJICHNUS;
B) HayaJIbHUKA CTPYKTYPHOTO MOJIpa3/ICICHUS;
') pyKoBoAuTENs (HavaJbHUKA) OpraHa 0€30MacHOCTH.
4. ConpoBoanTe/ibHbIE MUCbMA COCTABJISIOTCS TOJbKO K
HOKYMEHTaM:
a) TpeOYyIOLUM JOTIOJIHUTENIbHBIX YKa3aHUN WU TOSICHEHUH;
0) TOJBKO K PaCHOPSAIUTEIIbHBIM JOKYMEHTaM;
B) KO BCEM MCXOJISIINM CEKPETHBIM JJOKYMEHTaM;
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T') HAIIPaBJIATh JOKYMEHTBI 0€3 COMMPOBOINUTEIBHBIX IMHUCEM
3amnperniacTcs.
5. Ciucok pacchblJIKM COCTABJISIETCH NMPU HANIPABJIEHNH IOKYMEHTA
OoJiee yem:
a) YETBIPEM ajipecaram;
0) TpéM azpecaTam;
B) JIByM ajipecaTam;
) ST aJpecaram.
6. I'pud cormacoBanmns BKJIOYAET B ce0s1 CeyIOIIMEe 3JIeMEHThI:
a) CnoBo «CorjiacoBaHo», HaMUMEHOBAHUE JIOJDKHOCTH, BOMHCKOE
3BaHUE, JTUYHYIO TTOANUCH, UHUITHABI U (DAMUJIUIO JIUIA, C KOTOPHIM
MPOEKT JIOKYMEHTA COTJIaCOBBIBAETCS, JIATy COTJIACOBAHMS;
0) CimoBo «CoriacoBaHO», HAHMEHOBAHHUE JOIKHOCTH;
B) CioBo «Cory1acoBaHO», MHUIMAIGI ¥ (PaMIUTHIO JIUIIA, C KOTOPBIM
MPOEKT JIOKYMEHTA COTJIAaCOBBIBACTCS,
r) CioBo «CoriaacoBaHO», BOMHCKOE 3BaHUE, TUYHYIO MMOAMHUChH.
7. Kosin4ecTBO 0THEYATAHHBIX IK3eMILISIPOB JOKYMEHTOB
yKa3bIBaeTcsl:
a) Ha JIMIIEBOM MJIM OOOPOTHOM CTOPOHE MOCIEAHETO JINCTA IK3EMILIIpa
JTOKYMEHTA, OCTAIOIIETOCs B JEJIC;
0) Ha MOCIeTHEM JIUCTE TIEPBOT0 IK3EMILISAPA JTOKYMEHTA;
B) Ha JIMIIEBOM CTOPOHE MOCJIEAHETO JINCTA MOCAETHEr0 IK3EMILIIpa
JTOKYMEHTA,;
r') Ha 00OPOTHOM CTOPOHE MOCJEIHETO JIMCTA BCEX IK3EMILISPOB
JTOKYMEHTA.

Keiic-3agaua Ne 1.

CocTaBUTh MUCHMEHHO 3aKJIIOYEHUE O MaTepuayiam ClyxKeOHOH
MPOBEPKH (HAmpUMeEp, MO HAPYIICHHUIO CIIYKEOHOW MUCIUIUIMHBI HIIH
YpE3BbIYANTHOMY MPOUCIIECTBUIO IPU HECEHUU CITYKOBI).

Kenc-3agaua Ne 2,

OdopmMuTh NUCHMEHHO CTyke0HOE MUChbMO (OTBET Ha 3anpoc Y BJ]

O MPEJIOCTABICHUM CIIPABKU 0 JUYHOMY JIENTYy OCYyXkJeHHOro MBaHOBa).

Tema 5. opsaok oOpameHus JOKYMEHTOB B
NMPAaBOOXPAHUTEJIbHBIX OPraHax (10KyMeHTo000por) (4 yac.)
1. Buasl 1OKyMEHTOIOTOKOB.

1.1. O6paboTKa BXOAAIINX TOKYMEHTOB.
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1.2. O6paboTKa UCXOAAMMNX TOKYMEHTOB.
1.3. O6paboTka BHYTPEHHUX JOKYMEHTOB.
1.4. OOpaboTka OpraHM3aIMOHHO-PACTIOPSIAUTEIBHBIX JIOKYMEHTOB H
JIOTOBOPOB (COITIAIICHUN).
2. [Ipuém n 06paboTKa JOKYMEHTOB, MTOCTYIAIOIINX 10 BEIOMCTBEHHOM
CETH CBsI3U; 00pabOTKa TelerpamMM; NpueM u nepeaada teiaedoHorpamm.
3. Ileyaranue ¥ TUPA)KUPOBAHUE TOKYMEHTOB.
4. CrenorpadupoBanue.
TecTOBBIC 32aJaHUA
1. Ha noxymeHnTe, moaJjiexkaniemM nNpuoOIIeHnIo K 1ej1y, oTMeTka «B
aesno Ne ...» 3aBepsieTcsi MOANMCHIO:
a) HEMOCPEJCTBEHHOTI'O0 HAYAJIbHUKA UCTIOJTHUTEIIS;
0) UCTIOTHUTENS JOKYMEHTA;
B) COTPYJHUKA, BEAYIETO TaHHOE JIETI0;
') Ha4aJlbHUKA CeKpeTapuara opraHa 0€30MacHOCTH.
2. OTBeTCTBEHHBIN COTPYAHUK 32 Pa3MHOKEHHE TOKYMEHTOB
onpeessieTca:
a) IpUKa30M PyKOBOJUTEIIS (HauajJbHUKA) opraHa 0€301acHOCTH;
0) HaYaJLHUKOM CEKpeTapuara;
B) HAYaJIbHUKOM CTPYKTYPHOTO MOAPA3ACICHUS;
') pyKoBOoAuUTENEM (HAYAIbHUKOM) OpraHa 0€30MacHOCTH.
3. Ilpu cMeHe HAYAJIBHUKA CEKPeTAPHUATA MPOBEPAETC:
a) HAJIMYME BCEX CEKPETHBIX JOKYMEHTAJIbHBIX MaTEpPUAJIOB,
YUCISIIUXCA Ha YUETE BO BCEX CTPYKTYPHBIX MOAPA3/ICICHUSX;
0) HalTMYue CEKPETHBIX JOKYMEHTAIbHBIX MAaTEPUATIOB, YUCIISAIIUXCS B
CEeKpeTapuare;
B) HAJIMUUE CEKPETHBIX JOKYMEHTAIbHBIX MAaTEPUAIIOB, YUCIISIIIIUXCS B
CTPYKTYpPHOM TMOAPA3CICHUY;
') HAJIMYUE CEKPETHBIX IOKYMEHTAJIbHBIX MAaTEPUATIOB HA OTJECIbHOM
y4acTKe.
4. B Hepa®ouee BpeMsi KOPPeCHOH/ICHIIMSI IPUHUMACTCS:
a) NCKYPHBIM MO MOAPa3ACICHUIO;
0) COTpYIHUKOM CEKpeTapHuara;
B) COTPYJHUKOM CTPYKTYPHOTO MOApPA3CICHUS;
') HAaYaJIbHUKOM CTPYKTYPHOT'O MOAPA3/EICHUS.
5. JIucThl BHYTPEHHEH OMUCH JIeJIa:
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a) HyMEpYIOTCSl pUMCKUMHU IIU(paMu B IPABOM BEPXHEM YTy OTIAEIHHO
OT JIUCTOB JJOKYMEHTOB, HaXO/ISIINXCS B JCIIE;
0) MUCTHI BHYTPEHHEN OMKUCU HyMEPYIOTCS apaOCKuMu nudppamu;
B) BEJIETCS CKBO3HAsI HyMepalys JUCTOB BHYTPEHHEH ONMUCH U
JIOKYMEHTOB B JIETIE;
T') JIUCThl BHYTPEHHEW OMKUCU MOTYT HE HYMEPOBAThCHI.
6. Uro Biaeyér 3a o000l mpekpamieHHe IeATEJIbHOCTH
dbonmxoodOpasoBaresn?
a) TEPEUMEHOBAHUE OpraHU3alUM WM YACTUYHOE W3MEHEHUE €ro
Ha3BaHUS;
0) mnepedhopMupoBaHue, CIUSHUE JBYX H 0OoJjiee TOApa3IeIeHUM
OpraHu3allvu B OJIUH;
B) M3MEHEHHE MOAYMHEHHOCTH B TIpeJesiax CHCTEMbl OpraHH3aluHu,
MecTa JUCIOKAllUU, CTPYKTYPbl 0€3 U3MEHEHHUSI OCHOBHBIX (DYHKIUH;
I') I3BMEHEHHE YCIIOBHOTO HAaMMEHOBaHUs (POHI000pa3oBaTelIsl.
7. Bayrpu ¢oHaa cucremMaruzanuu el NMPOBOAUTCHA € YUYETOM
CJeYIOIUX MPU3HAKOB:
a) CTPYKTYPHOTO WUJIA XPOHOJIOTUYECKOTO;
0) pyHKIIMOHATIHLHOTO WJIM HOMHUHAJIBHOTO;
B) KOPPECIIOHAEHTCKOT0, Fe0TpapuecKoro Uix aBTOPCKOro;
') BCEX MEPEUUCIICHHBIX.
Keiic-3agaua Ne 1.

OdopmuTe NUCEMEHHO CIIPaBKy IO JIMYHOMY €Ty OCYKJIEHHOTO
(B cmpaBke [IOJDKHA COJEPXKATHCS — COLMAIBHO-AeMOrpaduueckas
XapaKTEPUCTUKA  OCYXKACHHOTOo, MWHMOpMalUs O  COBEPUICHHOM
OPECTYIUICHUM W  HaKa3aHWM, JUCLUUIUIMHE B  HUCIPaBUTEIHLHOM
YUPEIKICHUN).

Keiic-3agaua Ne 2.

OdopMuTe TUCHBMEHHO PanopT O BO3HMKHOBEHUHU YPE3BBIYANHOMN
CUTyallud TIPU HECEHUM CIIykObl (MOMbITKA MoOera 3aKIHYEHHOTO,
HamnaJieHUe Ha MOCT, HETIOBUHOBEHUE OCYKJICHHOTO U T.II.).

Tema 6. KoHTpouab wucnosHeHusi JA0KkymeHToB. Ilopsiazok
PacCMOTpeHUus OOpalleHUMHd TPaxkIaH B NPABOOXPAHUTEIbHBIX
opranax (4 gac.)

1. IToHATHA 1 3TaIBl KOHTPOJIS UCIIOJTHEHUS TOKYMEHTOB.
1.1. llenTpann3oBaHHbIA KOHTPOJIb.
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1.2. IIpenBapuTenbHbIA KOHTPOJIb.
1.3. [IpenynpeauTenbHbIN KOHTPOJIb.
1.4. AHAaTUTUYECKU KOHTPOJIb.
1.5. CHsiTHE TOKYMEHTOB C KOHTPOJIS.
1.6. CpoKu UCTIOJTHEHHS! KOHTPOJIBHBIX JIOKYMEHTOB.
2. Buasl oOpaltieHuil rpakaaH: TpeaoKeHus, 3asBIeHMs, )Kano0bl. Hx
CYIIHOCTHBIE XapaKTEPUCTUKH.
2.1. Drtanbsl paccMOTpPEHHS HHAWMBHAYAIbHBIX M  KOJUIEKTUBHBIX
NpEIJIOKEHUM, 3adBICHUA U KAI00 TpaxigaH B  YUPEKICHUSIX
PABOOXPAHUTEIBHBIX OPTaHOB.
2.2. Komuccun 1o pabore ¢ MUCbMEHHBIMU U YCTHBIMU OOpaIlleHUSIMHU
TpaX</JaH.
2.3. KonTposnp mopsiika pacCMOTpPEHHs OOpallleHuii TpaK/iaH B CUCTEME
IPABOOXPAHUTEIBHBIX OPTaHOB

TecToBbIC 3a1aHUA
1. dena, :xKypHaJIbl U KAPTOTEKH, 3AKOHYCHHBIE IPOU3BOJICTBOM,
CPOK KOTOPBIX B MOJAPAa3/IeJeHUNAX B COOTBETCTBHH C NEPEUYHEM
HUCTEK, CAAOTCHA B aPXMB:
a) OJINH pa3 B IOJ;
0) Ba pa3a B rof;
B) TpH pasa B I'OJ;
T') OJIMH pa3 B TPH Tojia.
2. ApxuBHbIE U 3aKOHYECHHbIE IPOU3BOACTBOM HOMEHKJIATYPHbIE
JeJia, J)KYPHAJIbl H KAPTOTEKH YHHYTOKAKOTCH:
a) MOCJIE 3aKIIOYCHUS SKCIEPTHON KOMUCCHU U TTOJTYUYECHUS Pa3pelICHUs
PYKOBOJIUTEIISI OPraHU3alNH, HA3HAYMBILIETO 3Ty KOMHCCHIO;
0) mocJe MoJay4YeHHs pa3peIieHs] 3aMECTUTEINST PYKOBOIUTEIS
OpraHHU3alNY;
B) MIOCJIE MTOJYyUYECHUS pa3pelieHUs pyKOBOJUTENSI CTPYKTYPHOTO
MOJIpa3ACICHUS;
I') HOCJIE MOJIYYEHHUS] pa3pELICHNs HaYaJbHUKA CEKpeTapuara.
3. K kpurepusiM npoucxoKIeHUs, IPUMEHSIEMbIM IMPHU MPOBEICHUN
IKCHEPTHU3bI HEHHOCTH JOKYMEHTOB B OPraHU3alHi, OTHOCUTCSH:
a) pyHKIIMOHATIBHO-IIEJIEBOE HA3HAYEHHE Oprana 0e30MacHOCTH;
0) NOJIMHHOCTh JOKYMEHTA;
B) 1yOJETHOCTh JOKYMEHTA;
) pU3NUECKOE COCTOSTHUE TOKYMEHTA.
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4. BoiBepKa ;KypHAJIOB Y4€Ta BbIAAUM JeJ1 U3 ApXUBOXPAHUIUILA U
KOHTPOJIbHBIX KAPTOYEeK NMPOBOAUTCS:

a) OJIMH Pa3 B HEJICIIO;

0) oguH pa3 B MECHIII;

B) OJWH pa3 B KBapTaj WUJIU B MOIYTOAUE;

') OJIUH pa3 B TOJ.

5. Cpok paccMOTpeHHs 3alpoca Mo apXUBHOMY JIOKYMEHTY:

a) HE JTOJbKEH npeBbimath 30 THEH ¢ aThl €ro perucTpaiuu;

0) He 1oKeH npeBbimarh 30 JHEN ¢ 1aThl €0 PErucTpaiu, HO B
UCKJTFOYMTEILHOM CITydae MOKET OBITh IPOJJIEH He Oonee vem Ha 30
JTHEH;

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

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

6. Cpok  MOATrOTOBKH u HanpaBJeHUS oTBeTa  HA
MEKBEIOMCTBEHHBI 3ampoc O TMpeacTaBJIeHMH JOKYMEHTOB U
uHpopManuMu Il NPeIOCTaABJEHHSI TOCYJIApPCTBEHHOH  WJIH
MYHHIIUNIAJIBHOH YCJAYIHM C HCHOJb30BAHHEM MeKBEIOMCTBEHHOIO
HH(OPMAIIMOHHOI0 B3AMMOAEICTBUA HE MOYKET NMPEBLIIATD:

a) 3 pabounx JHEH 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 JHA MOCTYIUICHUS MEKBEIOMCTBEHHOTO 3alipoca B
apXUBHOE TOApa3/ieJICHHe OpraHu3alliu, €CJIU UHbIE CPOKH ITOJATOTOBKHU
Y HaMpaBJICHUS OTBETA Ha MEKBEJIOMCTBEHHBIN 3alIpOC HE YCTAHOBJICHBI
3akoHOJaTeNbCTBOM Poccutickon denepanuu;

r) 7 pabounx JIHEH co HS MOCTYIJICHUS] MEKBEIOMCTBEHHOTO 3arpoca B
apXUBHOE TMOApPa3ICICHUE OPraHU3aI[MU, €CJIU UHBIE CPOKH MTOATOTOBKHU
Y HampaBJICHUs OTBETA Ha MEKBEJIOMCTBEHHBIHN 3alIpOC HE YCTAHOBJICHBI
3akoHOJarenbCcTBOM Poccurickon denepanuu.

Tema 7. Ilepenaya JOKYMEHTOB B apXMBbI. JKCIEPTH3A H
YHUUYTOXKeHHe e (4 yac.)
1. Dkcneprh3a LEHHOCTH U OTOOp JOKYMEHTOB [JIi XPaHEHHS WIH
yauutoxkeHus. [lopsimok U ocHoBanusi €€ mpoBeaeHus. OdopmieHue
pE3YJIbTATOB €€ MPOBEICHUS.
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2. Onuce nena. Ilopsamok nepegayn 10KyMeHTOB B apxuB. [loarotoBka k
nepeiaye JOKYMEHTOB B apXUB.
3. YHUUTOXKEHUE JIe]l. AKT 00 YHUUTOXKEHUH.

TecToBBIE 3a7aHUA
1. ApxusHoe ges0 B Poccuiickoin Degepanuu peryjampyercs:
a) denepanbHbIM 3aKOHOM OT 22 okTs0pst 2004 1. No 125-D3 «O6
apxvuBHOM Jiesie B Poccuiickont Denepannmy;
0) ®enepanbHbIM 3ak0HOM OT 20 deBpanst 1995 . Ne 15-d3 «O6
uHpopMaruu, HHGOPMATH3AIUHU 1 3alTUTe HHPOPMAITUN;
B) ®enepanbHbIM 3akOHOM OT 27 mronst 2010 . Ne 210-D3 «O6
OpraHu3alvy MPEAOCTABICHUS TOCYIaPCTBEHHBIX U MYHUIIUTIATBHBIX
YCIYI»;
r) 3akoHoM Poccuiickoit @enepanuu ot 21 uronst 1993 1. Ne 5485-1 «O
TOCYIapCTBEHHOW TaMHE.
2. ApXuBHBI JOKYMEHT — 3TO:
a) 11000 TOKYMEHT, 00pa3yIolIMiics B AESITEIbHOCTH MOApPa3ACICHUS-
dhoHmoo0pa3oBarers;
0) M000M TOKYMEHT MOCTOSSHHOTO CPOKa XpaHEHUS;
B) JIOKYMEHT, MOJJICKAIIN BKJIIOYEHUIO B COCTaB ApXUBHOro ¢GoHaa
Poccuiickon @enepanuu;
') MaTepUaJIbHBIM HOCUTEIH C 3a(DUKCUPOBAHHON HAa HEM HMH(MOpPMAIIHEH,
KOTOPBIM MMEET PEKBU3UTHI, MO3BOJAIONINE €r0 MACHTU(UIIMPOBATH, U
MOJJIC)KUT XPAHCHUIO B CHUJy 3HAYUMOCTH YKAa3aHHBIX HOCHUTENS H
uH(popMaruu s rpakaaH, oOIIecTBa U roCyaapCcTBa.
3. ApXuBHas ONKCHh ABJIACTCH:
a) YUETHBIM IOKYMEHTOM;
0) JIEeMEHTOM HAy4YHO-CIIPABOYHOTO arapara apXxuBa;
B) OJTHOBPEMEHHO YUETHBIM JIOKYMEHTOM U 3JIEMEHTOM Hay4HO-
CIIPAaBOYHOTO arapara apxuBa;
I') TOKYMEHTOM, MOJJIeKAIIM BKIIFOUEHHUIO B COCTaB ApXUBHOTO (hoHa
Poccuiickon @enepanuu.
4. ApXMBHOE€ /1eJ10 B OPraHU3alMH PeryJJupyeTrcs:
a) Uuctpykmueit o mopsiake npuéma, yaéra, 00ecredeHusl COXpaHHOCTH
Y UCIIOJB30BaHUS apPXUBHBIX JOKYMEHTOB B OpTraHe UCIIOJIHUTEILHON
BJIACTH;
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0) MHCTpyKIIMEH 110 AEI0TPOU3BOCTBY B OpraHe NCIIOTHUTEIHHOMN
BJIACTH;

B) AJIMUHUCTPATUBHBIM PEIJIAMEHTOM OpraHa UCIIOJIHUTEIbHOU BIACTH
10 TIPEAOCTABIICHUIO TOCYJaPCTBEHHOM YCIYTH 10 OpraHu3aluuu
VCIIOJTHEHHS 3aPOCOB MO apXUBHBIM JIOKYMEHTAM;

) OpaBUiiaMi pabOTHI BEIOMCTBEHHBIX apXHUBOB.

5. Kakne 10KyMeHTbI, OTHOCATCHA K apxuBHomy ¢onay Poccuiickoit
Denepanuu:

a) BCE IOKYMEHTBI IOCTOSTHHOTO CPOKA XPaHCHUS;

0) apXUBHbIE JOKYMEHTBI, IPOIIE/IIINE IKCIIEPTU3Y IEHHOCTH
JOKYMEHTOB, IOCTABJICHHBIE HA TOCYAAPCTBEHHBIN YUET U MOJIEHKAIINE
MOCTOSIHHOMY XPaHEHUIO; B) BCE IOKYMEHTHI, MPOIIEIIINE SKCIEPTU3Y
LEHHOCTH;

I') BCE JOKYMEHTBI, 00pa3yroniecs B mpoliecce AesiTeIbHOCTU
dbonmooOpazoBarers.

6. B mnpenenax apxuBHOro ¢oHaa y4YE€THO-KIACCU(PUKANUOHHOU
eIMHHUIIEH ABJsSIeTCH:

a) €IMHUIIA XPAHCHUS;

0) OIHUCH;

B) JI€JIO;

') TOKYMEHT.

7. JOKYMEHTbI JIMYHOTO MPOUCXOKIEHNSI IPUHUMAIOTCS B APXUB
no:

a) IOrOBOPY JapeHUs, KYTUIH-IPOJIaXKH, 10 3aBEIIAHUI0, [0 PEIICHUIO
CyJla WJIM HOTapUaJbHBIX OPTaHOB O MPU3HAHUU JOKYMEHTOB
0€CXO3HBIMU,

0) TOJBKO MO JIOTOBOPY KYIUIU-TIPOIAXKHU;

B) 110 3aBEILIAHUIO WIIH IOTOBOPY JAApECHUS;

I') TOJIBKO TIO PEIICHUIO Cy/Ia.

8. IlpaBoBo# cTaTyC apXuBa 3aKpenJseTcs:

a) Uuctpykmueii 06 apxuse;

0) IlonoxxeHueM 00 apxuBE WJIM YCTaBOM apXUBa;

B) AJIMUHUCTPATUBHBIM PETJIAMEHTOM;

') HE 3aKPEIIACTCS.

9. lena, 3aKOH4YEHHbIE NIPOU3BOJACTBOM, CPOK XPAHEHUNA KOTOPBIX B
MoApa3aeJIeHUAX UCTEK, CIAIOTCH B ApXMB 110 rpauky:

a) OJIUH pa3 B MECAII;
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0) oguH pa3 B KBapTa;

B) OJWH pa3 B MOJIYTOJIHE;

') OJIUH pa3 B TOJ.

10. PazHoBUAHOCTAMHU apXMBHOIO (POHIA SABJIAKTCH:

a) apXUBHBIN (DOHJT OpraHU3aIIUH, COCTOSIIHNI U3 TOKYMEHTOB,
00pa30BaBIIMXCS B MIPOIIECCE €O AEATEIIbHOCTY;

0) apxuBHBIN (HOH]T TUYHOTO MPOUCXOKIESHUS, COCTOSIIITUHN 13
JIOKyMEHTOB, 00pPa30BaBIIMXCS B MPOIECCE )KU3HU U JIEATEIbHOCTH
OTJICJIHOTO JIUCTA;

B) 00beTMHEHHBIN apXUBHBIN (DOH, COCTOSIINN U3 JOKYMEHTOB,
00pa30BaBIIMXCA B MPOLIECCE ACATEILHOCTH JBYX UK 00Jiee OpraHoB
0€30IacCHOCTH, UMEBIIUX MEXK]1y CO00I UCTOPUYECKU U (UJIN)
JOoTHYeCKU 00yCIOBIEHHBIE CBSI3U — OJJHOPOAHOCTh U TPEEMCTBEHHOCTh
NEeATEIIbHOCTH, MOAYMHEHHOCTh, MECTOHAX0XKAEHUE U JIP.;

T') BCE MEPEYUCITICHHOE.

11. IIpuém 1OKYMEHTOB B ApXHB OCYIIIECTBJIACTCH:

a) 10 CIATOYHBIM OIHUCSIM;

0) MO apXUBHBIM OTUCSAM;

B) [0 COITPOBOAUTENBHBIM MHUChbMaM;

T) 10 JI000MY U3 IEPEUHUCIICHHBIX JOKYMEHTOB.

12. ApxuBHBbI€ [JOKYMEHTbI BbIJIAKTCH /IS JIKCIOHUPOBAHMS
JTOKYMEHTOB M MO 3anpocaM CyleOHbIX W NPaBOOXPAHUTEIbHBIX
OPraHoOB HA CPOK:

a) 1 mecsa;

0) 3 Mecs1a;

B) 6 MecCsIICB;

r) 12 Mecsiues.

13. OcHoBHBIMU (pOpMAMHU HUCIIOJIB30BAHMS TIOKYMEHTOB B apXUBe
SIBJISIFOTCSH

a) nHpOpMaALIMOHHOE 00eCIIeYeHHE T10Ib30BaTeNIe B COOTBETCTBUM C UX
3anpocaMu (3asBJICHUSIMH), 4 TAK)KE B IJIJAHOBOM U HHUIIUATUBHOM
MOPSIIKE;

0) SKCIOHUPOBAHUE JOKYMEHTOB Ha BBICTABKAX, MMyOJIMKAIIHS
JTIOKYMEHTOB;

B) BblJlaya JOKYMEHTOB BO BPEMEHHOE M0JIb30BAHMUE;

I') BCE MEPEUUCIICHHOE.
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14. llTupuHa npoxoaa MeRIy PsiIaMH CTEJJIAKeld B
apXMBOXPAHUJIMIIE JOJKHA COCTABJIATH:

a) 100 cwm;

0) 120 cm;

B) 150 cm;

r) 200 cMm.

Tema 8. OcymecrBieHue padorT ¢  JOKYMEHTAMH
OrPaAaHMYEHHOT0 pacnpocTpaHenus (4 yac.)
. [Tonsarue CITy>KeOHOMU nHpopmaruu OTPaHUYCHHOTO
pacnpocTtpanenus. lIpucBoeHue, W3MEHEHUE, CHATHE TMOMETKH <« [l
CITy’K€OHOTO IMOJIb30BAHUS.
2. Ocobennoctu odopmiieHus, yuéra, mpuéma ciry>xkeOHol uHbOpMaIuu
OTPaHUYEHHOTO PACIPOCTPAHECHUS.
3. [Ilepenaya, mpoBepKka HaIW4YWs W YHUUTOXKEHHE CIIYKEOHOU
uH(dOpMaIMK OTPAHUYEHHOTO PACTIPOCTPAHCHHUS.
4. JleuctBusl COTpPYIHMKA MPABOOXPAHUTEIBHBIX OPraHoOB B Cllyyae
yTpaThl JOKYMEHTOB ¢ MOMETKOM «JIJis1 C1y>k€OHOTO TOJIb30BAHUS» JTMOO
pasriamnieHus CITy>KeOHOMU nHpopmaruu OTPaHUYCHHOTO
pacrnpoCcTpaHEHUs.

TecToBbIE 3a1aHUA

1. Ipud cekpeTHOCTHM YCTAHABJIMBAETCS JJIS  HOCHUTeJEH,
COJlePKAIUX CBEeHUS], COCTABJISIIONIHE TOCYIAPCTBEHHYIO TaliHY:
a) 0c000M BaXKHOCTH, COBEPIIIECHHO CEKPETHO, CEKPETHO;
0) 0co0oli BAXKHOCTH;
B) 0C000M BaXKHOCTH, COBEPILIEHHO CEKPETHO;
r) 0c000i BaXKHOCTH, COBEPIIEHHO CEKPETHO, CEKPETHO, JJIsI
CITY’K€OHOTO MOJIB30BaAHUSI.
2. Ha pasMHOKeHHe CeKpeTHbIE JOKYMEHTHI NepeIalTCs TOJbKO:
a) 3apEeruCTPUPOBAHHBIMU U O(POPMIICHHBIMU B YCTAaHOBJICHHOM
MOPSIKE;
0) 3aperucTpUPOBAHHBIMU B JKypHAJI€ YUETA Pa3MHOKECHNS;
B) IIOCJIE€ pa3pelieHUs] pyKOBOJICTBA;
r) nociie oopMIICHHS 3aKa3a.
3. Ha kamxabIi CeKPeTHBIN JOKYMEHT, MOAJIEKAIMHA Pa3MHOKEHHIO,
opopmisiercsa:
a) 3aKa3 WJIH pa3pelICHHUE;
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0) 3aka3s;

B) 3as5BKa;

T') pa3pelieHue.

4. PykoBoAMTE/IN OPraHU3alUM U UX CEKPeTAPUAThl OCYIIECTBJISIOT
NMPOBEPKH  CEKPETHOI0 JAeJONMPOM3BOJACTBA B  CTPYKTYPHBIX
NojaApasaeJeHUAX OPraHu3aliy U B MOAYUHEHHBIX MOAPA3AeJTeHUsIX:
a) HE PEe’Ke OJHOTO pa3a B TOJ;

0) HEe peke OAHOTO pasa B JBa roja;

B) HE pEeKe OJTHOTO pasza B TPH I'0Jia;

') HE PE’Ke OJHOTO pa3a B YETHIPE rojia.

5. HenocpeacTBeHHble HAYAJBbHHMK O00SI3aHbI NEePUOAUYECKH
NMPOBEPSATH TMNOPSAOK XPAHEHUSA CEKPETHbIX JHOKYMEHTAJbHBIX
MAaTepPHAJIOB Y NOAYUHEHHBIX COTPYIHHKOB:

a) HE PEeKe OJTHOTO pa3a B MECHII;

0) HEe peke OHOTO pas3a B TOj;

B) HE pEe OJIHOTO pasza B KBapTal;

') HE PEKe OJHOIO pa3a B MOITOAA.

6. YcraHoBHMTE COOTBETCTBHE:

1) Ilpu cMeHe HavallbHUKA A) Hanuuue cekpeTHbIX
ceKpeTapuara npoBepseTcs | TOKYMEHTAJIbHBIX MaTEepPHUAaoB,
YUCIISIIUXCS B ApXUBE

2) Ilpu cmene pykoBoautens | b) Hanuune cekpeTHbIX
(HayaJbHUKA) CTPYKTYPHOIO | TOKYMEHTAJIbHBIX MaTepUaJIOB,

NOJIpa3ieNICHUs YUCJISIIIUXCS BO BCEM OpraHe
POBEPSCTCS

3) Ilpu cmene pykoBoaurens | B) Hanmuuune cexkpeTHbIX
apxuBa JTOKYMEHTaJIbHBIX MaTEPUAJIOB,

YUCIIINXCS B CEKpeTapuare

4) IIpu cmene HavanbHuKa | [') Hanuuume Bcex CEKpeTHBIX

opraHa JTOKYMEHTaJIbHBIX MaTEpPUAJIOB,
YUCIISIIUXCS HA YUETE B CTPYKTYPHOM
NoJipas/ieICHuN

Tema 9. IlonsiTue, 3HAYeHHMe M NPaBOBOE PperyJUpoOBaHHe
pexnma CEKPEeTHOCTH B Nnoapa3aeieHusAX odecrneyeHust
0€30IaCHOCTH B YIOJIOBHO-HUCIIOJIHUTEJIbHOM cucTeme (4 yac.)
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1. IlonsiTHe, CYyIIHOCTh M 3HAYEHHE pexXHMa ceKkpeTHOocTH. CBeneHus,
COCTABJISIFOIIKE TOCYIJapCTBEHHYIO TalHY.
2. OOs3aHHOCTH W OTPAHUYCHUS ISl COTPYIHHUKOB, JOMYHIEHHBIX K
paboTe ¢ CEeKPETHBIMU JTOKYMEHTaMHU.
3. Kontponn COOJTIOIEHUS pexuMa CEKPETHOCTH B
MIPAaBOOXPAHUTEILHBIX OpraHax. MeToauka opraHu3alui U MPOBEACHUS
OpPOBEPOK HAIMYMUA, TMOpAAKa Yy4YETa H  XPAHEHUS CEKPETHBIX
JOKYMEHTOB.
4. IlpaBuna BBINOJHEHUS CEKPETHBIX pabOT. (OTBETCTBEHHOCTH
PYKOBOAMTENIEH 3a OOecliedeHue HaJJIekKallero pekuma CEeKpPeTHOCTH
MIPOBOIMMBIX PalOT.

TecToBbIC 3a1aHUA
1. O d¢axkrax yrTparbl CEeKpPeTHbIX HOcCHTeJed UHPopMaAUUKN
TOKJIAAbIBAETCS PYKOBOACTBY MOJAPa3/iejieHus:
a) He3aMEJIUTEIIbHO;
0) He mo3aHee 24 YacoB ¢ MOMEHTa OOHAPY)KEHUS yTPaThl;
B) HE MO3/IHEE TPEX THEN C MOMEHTa OOHAPYKEHUSI YTPAThI;
') HE TIO3/THEE JIBYX JHEW C MOMEHTA OOHAPYKEHUS YyTPAThI.
2. be3B03BpaTHOE U3bSITHE CEKPETHOI0 JOKYMEHTA U3 J1eJia
JTOMYCKAETCHA TOJIBKO:
a) C pa3pelieHns HayaJlbHUKA CTPYKTYPHOTO TO/Ipa3AeieHus, B KOTOPOM
HaxoAUTCs (BEAETCA) ATO JIETI0, C 00s13aTEIbHBIM OCTABJICHUEM B HEM
KOTIUY U3BSITOTO JOKYMEHTA WU CITPABKHU-3aMECTUTEIIS HA U3bSITHIN
JIOKYMEHT;
0) ¢ pa3pelieHrs HadyadbHUKA CTPYKTYPHOTO MOAPA3ICICHUS;
B) C OCTABJIEHUEM CITPABKH-3aMECTHUTEIS HA U3BATHIN TOKYMEHT;
') C OCTaBJICHUEM KOIHUH U3BATOTO JTOKYMEHTA.
3. I1o pa3MHOKEHHUI0 CEeKPEeTHBIX JOKYMEHTOB M31a6TCH:
a) mpuKas;
0) ykazaHHue;
B) MaMSTKa;
') pacnopsiKeHUe.
4. Ilpu cmeHe pykoBoauTedasi (HAYAJIbHHUKA) CTPYKTYPHOIO
noapasaeeHus NPoBepPsieTcH:
a) HAJTMYUE BCEX CEKPETHBIX IOKYMEHTAJIbHBIX MaTEPUAJIOB,
YUCIISIIUXCS HA YUETE B CTPYKTYPHOM MOJPa3/ICIICHUY;
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0) HaATMYKME CEKPETHBIX TOKYMEHTAJIbHBIX MaTepHaIOB, YUCIISAIIAXCS B
CeKpeTapuare;

B) HAJIMYHE CEKPETHBIX JOKYMEHTAIbHBIX MAaTEPHAJIOB, YUCIIAIINXCS 32
pykoBoAuTENIeM (Ha4YaJbHUKOM) CTPYKTYPHOTO TTOAPa3IeIICHNUS;

') HAJIMYUE CEKPETHBIX IOKYMEHTAJIbHBIX MaTEPUAJIOB HA OTAECIBHOM
y4acTKe.

5. CexpeTHble JOKYMEHTHI MOAIINBAKOTCS B J1€JI0 He Mo3/Hee:

a) 10 qHeit co THS X UCIIOJHEHMUS,

0) 15 nHeit co qHS UX UCIIOTHECHUS,

B) 45 nHEW Co AHS UX UCIOJIHCHUS;

r) 30 gHEe# co JHS UX UCIIOJHEHHS.

6. YcTaHOBHTE COOTBETCTBHE:

1)ITo pa3sMHOXKEHUIO CEKPETHBIX A) mamsiTka
JIOKYMEHTOB U31AETCS

2)Ha xaxaplii CEeKpeTHbIM JOKYMEHT, | b) 3aka3 unu pasperieHue
TIOJIJICKAIIUIA PA3MHOXKEHUIO,
oopmIsIeTCS

3)Ha corpyaHuka, OTBETCTBEHHOro 3a |B) mpukas
Pa3MHOKEHHUE CEKPETHBIXJOKYMEHTOB
N30aeTCs
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3. IEPEYEHDb BOITPOCOB JJ1s JOIIOJHUTEJIBHOI'O
N3YUEHUA

1. Ilpenmer, 3agaum U cUCTEMA NUCHUILIMHBI «/[€10TTpOU3BOACTBO
U PEXXUM CEKPETHOCTH B MOAPA3ACICHUSIX oOecrneueHns: 0€30MacHOCTU B
YTOJIOBHO-UCIIOJTHUTEILHOU CUCTEME.

2. Uctopus pa3BUTHS OTEYECTBEHHOTO JIEJIOMPOU3BOJICTBA.

3. HopmatuBHO-TIpaBOBast 6a3a 1eI0NmpOU3BOICTRA.

4. Opranuzanus U BEICHUE ACIONPOU3BOACTBA B YUPEKICHUAX U
OpraHHu3alMsIX.

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

6. OyHKIIMU TOKYMEHTOB.

7. O6uue mpaBuiia MOArOTOBKU U OPOPMIICHHUS IOKYMEHTOB.

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

9. IlpaBuna oopmiieHHsT pEeKBU3UTOB (TOCyIapCTBEHHBIN Tepd PO,
Ha3BaHUE OpraHU3alliy, CIIPABOYHBIC TAaHHBIC 00 OpraHU3aIim).

10. IIpaBuna oopmiieHUs] peKBU3UTOB (J1aTa JOKYMEHTA, ajJpecar,
rpud yTBEPKIACHUS JOKYMEHTA).

11. IlpaBuna odopmieHHs PEKBU3UTOB (IOAMKHCH, OTMETKa OO0
UCIIOJTHUTEIIE, OTMETKA O HAJTUYUU PUIIOKEHUS ).

12. IlpaBuna odopmMieHHUs PEKBU3UTOB (PE30JIOIHUSA, OTMETKA O
3aBEPEHUU KOIMHUH, OTMETKA 00 MCIOJHEHUU JOKYMEHTA U HalpaBICHUU
€ro B JeJ0).

13. Bungbl cinyXeOHBIX  JOKYMEHTOB, HCIOJb3YIOIINXCS B
NEATEIIbHOCTHA MPABOOXPAHUTEIIBHBIX OPraHOB.

14. TloHsTHE «HOPOTOKOI» U OCOOEHHOCTH €ro MOATOTOBKH U
oopmIICHUS.

15. Tlonsitue «akT» ©U OCOOEHHOCTHM €ro TMOATOTOBKU U
ohopMIICHHUS.

16. I[ToHATHS «TIIaHY», «PAOPT» U OCOOCHHOCTHU MX MOATOTOBKHU U
ohopMIICHHUS.

17.1lonsiTue  «JIOKYMEHTOOOOpPOTa» U  €ro  COCTaBJISIOINIME.
[IpoOsemMbl €ro COBEpILIEHCTBOBAHUA.

18.0Opranuzanust 10CTaBKH TOKYMEHTOB.

19.11paBuna 00pabOTKH MOCTYNUBIIEH TOKYMEHTAIIUH.

20. IlpaBuna 06pabOTKH OTIPABISIEMBIX TOKYMEHTOB.
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21. ITopsiiok pOXOKAECHHUS BHYTPEHHUX JOKYMEHTOB.

22. KOHTpOJIb HUCIIOJHEHUSI TOKYMEHTOB B MPAaBOOXPAHUTEIbHBIX
OpraHax.

23. CpoKH UCIIOJIHEHUS IOKYMEHTOB.

24. Peructpanusi JOKyMEHTOB, €€ BU/IBI.

25.1lepenaya 3€KTPOHHOIO COOOIIICHHS.

26. @akCUMUIIbLHAS CBS3b.

27. Ilpuém u 06padoTka TenedoHorpaMm.

28. Ilpuém 1 06paboTKa TeaeTaunorpamm.

29. Ha3znauenue u (QyHKIHH CEeKpeTapuaroB (KaHIETApUM) B
YUPEKIACHUAX U OpraHU3alusX.

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

31. IIpaBuna odopmieHus aena.

32. IlpaBusia moATOTOBKH U OQOPMIICHUS HOPMATUBHBIX MPABOBBIX
aKkTOB (0OIIUE TTOHSTHS).

33. IloHsTue «rocynapcTBeHHass TauWHa». llepedeHb CBEACHUH,
COCTaBJISIIOIIMX TOCYIApPCTBEHHYIO TallHy B 00JIaCTH TMOAPA3ACICHUSIX
oOecrnieueHrs 0€30MaCHOCTH B YTOJOBHO-UCTIOJHUTEILHON CUCTEME.

34. IIpyHUMIIBI OTHECEHMS CBEACHMM K TOCYIapCTBEHHOW TallHE.

35. CBenenus, He MOJJIEKAIIME OTHECEHHUIO K TOCYAapCTBEHHOM
TalHe.

36.CreneHb CEKPETHOCTHU CBCICHHMU, COCTABJIAOIIINX
TOCYJIapCTBEHHYIO TallHy U TPU(]PBI CEKPETHOCTU ATUX HOCUTENCH.

37. llopsigok  3aCeKpeuMBaHUA  CBEACHHUH, COCTaBJISIONIUX
TOCYJIAPCTBEHHYIO TaWHY.

38. [Topsanok momycka K ToOCyJapCTBEHHOM TauHE.

39. OcHoBaHus IS 0TKA3a B JOMYCKE K TOCYJIApCTBEHHOM TaMHE.

40.  OrpaHuueHuss  TpaB  TpaxJaH,  JONYUIEHHBIX K
rOCyJIapCTBEHHOM TaWHE.

41. OTBeTCTBEHHOCTh 3a  HAPYIICHWE  3aKOHOJIATEIhCTBA
Poccuiickont @enepannu 0 TOCyIapCTBEHHON TalHE.

42. ConmasibHbIE TapAHTUHU, YCTAHOBIICHHBIC IOJKHOCTHBIM JIMIIAM
Y TpakJaHaM, JTONMYIIEHHbIM K T'OCYIapCTBEHHOW TalHE.

43. JlomyCcK MNpeANpUATHH, YUYPEKACHUM W OpraHu3aluil K
NPOBEJCHUIO PA0OT, CBSI3aHHBIX C UCIOJIL30BAaHUEM  CBEJCHHU,
COCTABJIAIOIINX FOCYIAPCTBEHHYIO TalHY.
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44. YcnoBus TpeKpalleHus JO0MyCKa JOKHOCTHOTO JIMIA WU
rpakJaHWHA K TOCYIapCTBEHHOW TaWHE.

45. OpraHsbl 3alIUTHI TOCYJAPCTBEHHOMN TANHBI.

46. OOs3arenbcTBa pabOTHHKA, JOMYHIEHHOTO K CBEICHUSM,
COCTaBJISIFOIINX FOCYJaPCTBEHHYIO TAHY.

47. TpeboBaHUsl, IPEABSIBISIEMbIC K PEKUMHOMY MOMEIICHUIO.

48. HopmaruBHblE [OKYMEHTBI, PEITIAMEHTUPYIOIIUE PEKUM
CEKPETHOCTH.

49. OO0s3aHHOCTHM PAOOTHUKA, MPU TMOIYUYCHUU OTIEYATAHHOTO
CEKPETHOTO JOKYMEHTA.

50.IIpaBmiia ynmakoBKH CEKPETHBIX JOKYMEHTOB B IIAKET IS
OTIPABKH.

51.3ampeThl, CBA3aHHBIC C MPOBEACHUEM CEKPETHBIX Pa0OT.

52. OdopmiieHrE CEKPETHBIX JOKYMEHTOB.

53. Tlopsimok MOMYyYEHHUSI CEKPETHBIX JITOKYMEHTOB B PEKUMHO-
CEKPETHOM MOJIPa3/ICIICHU Y.

54. JlocTaBKka CEKPETHBIX JOKYMEHTOB.

55.TToHATUS «peXKUM CEKPETHOCTHY, KCEKPETHBIE 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.). —
33



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. denonpou3BOACTBO U PEXKUM CEKPETHOCTH B TMOPA3ICIICHUSIX
oOecrieueHHsi OE€30MaCHOCTU B YTOJIOBHO-UCIIOJHUTEIBLHON CHCTEME:
[D1eKTpOHHBINA pecypc]| : METOAUYECKUE YKazaHUs JJi1 MOATOTOBKH K
NPAKTUYECKUM 3aHSTUSIM JJIsI CTYJICHTOB HAIpPaBJICHUSI MOJTOTOBKHU
(cneumanbHocTH)  40.05.02  IlpaBoOXpaHuTENbHAsT  JACATEIBHOCTD,
HaIpaBJICHHOCTD (mpoduib, CHEeIHATN3a1IM) «ObecnieueHue
0€30IMacCHOCTH B YTOJIOBHO-UCHOJHUTEIRHOU cuctemey»/ FOro-3am. roc.
yH-T ; cocT. H. C. Pakmia. — DnektpoH. TekcTtoBble nmaH. — Kypck :
FO31'Y, 2022. - 40 c.

2. JIenonpou3BOJCTBO U PEKUM CEKPETHOCTU B MOJPa3ACICHUIX
oOecrieueHusi OE€30MaCHOCTU B YTOJIOBHO-HUCIIOJHUTEIBLHON CHCTEME:
[OnekTpoHHBIE  pecypc] : METOAUYECKUE  yKa3aHWsl IS
CaMOCTOAITEJIbHOM  pabOThl  CTYJIEHTOB HAIpaBJICHUS MOATOTOBKHU
(cneumanbHocTH)  40.05.02  IIpaBoOXpaHuTENbHAsT  JACATEIBHOCTD,
HaIpPaBJICHHOCTh (mpodun, cCrielUaIn3aIius) «ObecrnieueHue
0€30IMacCHOCTH B YTOJIOBHO-UCHOJHUTEIRHOU cuctemey/ FOro-3arm. roc.
yH-T ; cocT. H.C. Pakma. — DnektpoH. TekcToBble aH. - Kypck : FO3I'Y,
2022.-29 c.

JApyrue yueOHO-MeTOAUYECKHE MATEPUAIBI
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OTtpaciieBble ~ HAy4YHO-TEXHUYECKHE  JKypHalibl B  OHOJIHOTEKE
YHUBEPCUTETA:

Kypnan Uctopus rocyapcTBa u mmpana.

Kypnan FOpucr.

N3Bectus FOro-3amagHoro rocy1apcTBEHHOIO YHUBEPCUTETA

4.3 Ilepeyennb pecypcoB HH(OPMALIMOHHO-
TEJEKOMMYHUKAUUOHHON ceTn «HMHTEepHeT», HE00XO0AMMBIX A
OCBOCHHUSA TUCIHHUIITHHBI

1. www.elibrary.ru - DnekTpoHHas OUOIHOTEKA

2. http://www.consultant.ru - OdunuanbHbplii  CcaliT KOMIAHUU
«Koncynprantl limrocy

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

4. http:// www.gov.ru - CepBep OpraHoB TOCYyJapCTBEHHOM BJIACTH
Poccuiickon denepanuu

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

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

7. https://e.Janbook.com / - OBC «Jlanb»
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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
noApa3IeIeHUsIX oOecrieueHus 0€e30IaCHOCTH B YTOJIOBHO-
WCIIOJIHUTEJIbHON CUCTEME, PACIIPOCTPAHEHUE KOTOPBIX MOXKET HAHECTH
yiiep6 6e3onacHoctu Poccuiickoit denepaiuu;

I'pud cexkperHOCTM - PEKBU3UTHI, CBUJACTEIBCTBYIOIIAE O
CTEIIEHU CEKPETHOCTH CBEACHHM, COJECPKAINIMXCA B HX HOCUTEIIE,
MpPOCTAaBJIIEMbIE HAa CaMOM HocuTele U (WiIu) B COMPOBOJIUTEIBHOU
JIOKYMEHTAIlUM Ha HETO;

Jlata  HOKyMeHTa TMPOCTABIACTCS  JIOJPKHOCTHBIM  JIMIIOM,
MOAIMCHIBAIOIIMM WJIA YTBEPKAAOIINM JIOKYMEHT.

Jlatoi  JOKyMeHTa  ABIAETCS  Jara  €ro  IOAIKUCaHUA

(pacmiopsi IUTEIbHBIC JIOKYMEHTHI, MHIChMa) WJIN COOBITHS,
3a()MKCUPOBAHHOIO B JIOKyMEHTE (MPOTOKOJ, aKT). [{si yTBepKaaemMoro
JOKYMEHTa (IJiaH, HWHCTPYKIUSA, TMOJOKEHHUE, OT4YeT) - Jara
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YTBePKIACHMUSI.

Je1oNpPOU3BOACTBO — OTO  CHCHU(PUYSCKOE  HampaBiICHUE
NEATEeIbHOCTH, KOTOPOE€ 3aKJII0UuaeTcsi B COCTaBICHUM, O(DOpMIICHUU
JTIOKYMEHTOB, NX 00pa0OTKe U XpaHESHUH.

Jle1onpoU3BOACTBOM HA3bIBAIOT TakXke cdepy AeATeIbHOCTH
4yesjoBeKa Mo pa3paboTke U ohOpMIICHUIO O(UIIUATBHBIX JIOKYMEHTOB,
OpraHu3alliy UX ABMXKEHUS, yUETa U XPAHEHHUS.

JIOKyMeHT — MaTepualbHbI OOBEKT C 3aKperjEHHOW B HEM
uHpopmaruend mys mepegaun €€ BO BPEMEHM U IPOCTPAHCTBE.
JIOKyMEHT BBICTYNAa€T OJHOBPEMEHHO M Kak TMpeaMerT Tpyda
yIpaBJIeHUYECKOTO PaOOTHHUKA, U KaK €Tr0 Pe3yJIbTar.

JIOKyMEHT HECET IOPUANMYECKYI (YHKIHIO, TOCKOJbKY €ro
COJIep)KaHUE  HCHIOJIB3YETCS B KayeCTBE  JOKa3arejibCTBA  IPHU
PacCMOTPEHUU CIIOPHBIX BOINPOCOB CTOPOHAMM OTHOIICHUI, HE TOBOPS
y)ke 00 opraHax CIEJICTBUS, Cylla U TPOKyparypbl. P JOKyMEHTOB
W3HAYaJIbHO  HaJeNEéH  IopuaAndeckod  QyHKumed  (IoroBopHas
JTOKYMEHTAIMs, HOTAPUAIBHO 3aBEPEHHBIC JTOKYMEHTHI, TPABOBBIC AKTHI
OpPraHOB IOCYJIApCTBEHHOTO YIIPABJICHUS U T. 11.).

JIOKyMEeHTO00OpOT - JABIDKCHHE JOKYMEHTOB MEXKIYy HUX
COCTABUTEIIAIMU W HUCIOJHUTEISIMU 1O  UHGPOPMAIMOHHBIM
TEXHOJIOTUYECKUM [[ETIOYKaM, Jaroliee BO3MOXHOCTh

npoUH(POPMHUPOBATH BCEX 3aMHTEPECOBAHHBIX JIUI[ JIOBECTH 1O HUX
IIPUHSATHIE PELUICHUs, OCYIIECTBIATh YYET U KOHTPOJIb UCITOJTHECHUS.

AyOnukar — BTOpPOM HSK3EMIUISIP 3aBEPEHHOIO JIOKYMEHTA,
VMMEIOIIETO OAUHAKOBYIO CUILY C IOJIMHHUKOM.

NupuBuayaibHble JOKYMEHTBI IO CONEPKAHUKO  SIBISIOTCS
cneuu(pUUEeCKUMHU, HOCSIIMMHU  XapakTep pa3oBOTO  JOKYMEHTa,
M3J1araeMoro J€JI0BbIM S3bIKOM.

Konusi OKymMeHTa — HWJIEHTUYHOE, 3aBEPEHHOE JOJKHOCTHBIM
JIMIIOM BOCTIPOU3BEIACHHUE TTOAJTMHHUKA.

JIaKOHMYHOCTb  M3JIOKeHMsl TEKCTa MHCbMa JOCTUTAETCs
SKOHOMHBIM  HCHOJIb30BAHUEM  S3BIKOBBIX CPEACTB, HCKIOUYECHUEM
peyeBOM N30BITOYHOCTH.

HelTpajbHbIil TOH U3JI0KEHHS SBISIETCS HOPMOH OPHUIIMATHHOTO
JIEJIOBOTO  s3bIKA,  MOCKOJBKY  yIpaBlieHUeckas  uHdopMaius,
opunManbHas 1O CBOEMY  XapakTepy, CBOAUT CyObEKTUBHBIN
(JIMTYHOCTHBIN ) MOMEHT B TEKCTaX TOKYMEHTOB K MUHHUMYMY.
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Opranu3zanuonHas QyHKIUS JOYMEHTA 3aKJII0YaeTCsS B TOM, YTO C
MOMOIIbIO JIOKYMEHTa OO0ECIEeYMBAETCS BO3JCHCTBHE HAa KOJJICKTUBBI
JXONEU JJI1 OpTaHU3alUu U KOOPJAWHAIUU UX JEATEIbHOCTU. BHemHue
CBSI3U MPEANPUATUNA U OpraHu3alMil 00ecreYnBaeT KOMMYHUKATHBHASA
GyHKIUS JOKYMEHTOB.

OCHOBHBIMU yepramu 0(pULHMAIBHO-1€]10BOI0 CTUJIA
CUMTAKTCH: HEUTPAIBHBIA TOH U3JIOKEHHUS, JIAKOHUYHOCTh U KPATKOCTh
TEKCTa, TOYHOCTh U SICHOCTh BBIPAYKEHHS MBICIIH.

OcoOble TpeOOBaHUS MPHU H3JI0KECHUU TEKCTa IPEIBSIBISIOTCS B
OTHOILLICHUY TOYHOCTH M SICHOCTH BBIPA'KEHUS MbBICJIN.

Odopmienne e — 5TO TOATOTOBKA JEI K XPAaHEHHUIO B
COOTBETCTBUU C YCTAHOBJIICHHBIMH ITPAaBUJIAMH.

Ilo npomcxoxkAeHHIO JTOKYMEHTHI  KJIAcCU(PUUUPYIOT  HA:
ClIyKeOHbI€ (II€JOBBIC); TMOATOTOBJICHHBIE B OPraHU3alUsIX; JUYHBIC
MHUChMa IPpaKJIaH ¢ U3J0XKEHUEM KaJlo0, MPEITIOKEHUM, TTPOCHO.

Ilo cpokam XxXpaHeHHs JOKYMEHTHI JAEHATCS Ha JOKYMEHTBI
MOCTOSSHHOTO M JIOKYMEHTbl BPEMEHHOIO XpaHeHus. JOKyMeHThI
BPEMEHHOTO XPAaHCHMUS, B CBOK O4YEpedb, MOAPA3ICIAIOTCS HA
JIOKYMEHTBI CO CpOKOM xpaHeHus 10 10 jet u cpie 10 Jiet.

Ilo cremenu o0si3aTesibHOCTH: HHGPOPMALMOHHBIE, COACPXKAIINE
cBellcHUSI U (haKThl O JACATEIbHOCTA OPTraHU3allud, U AUPEKTHBHbIE —
oOsi3aTeNIbHbIC JJISl UCTIOJIHEHUS, HOCAIIME XapaKTep IOPUIUYSCKON WM
TEXHUYECKOU HOPMBI.

ITo CTeleHHU yHUpUKAIH pa3inyaroT JIOKYMEHTBI
WHIUBUIyaJIbHbIE, TUIIOBBIE, TpadapeTHble, TpUMEPHBIE (0Opa3loBbHIC)
¥ YHU(PULIMPOBAHHbBIC B BUEC aHKETHI WJIK TaOIUIIbI.

Ilo xapakTepy coaep:KaHMsi JJOKYMEHTHI ObIBAIOT MEPBUYHBIE U

BrOopuYHbie.  IlepBUYHBIA  JOKYMEHT  COJCPKUT  HCXOIHYIO
uH(popMaInio, KOTOpass CyMMHUpPYETCs, 0000IAaeTCs BO BTOPUYHBIX
JIOKYMEHTaXx.

IIpumepHble TO0KYyMeHTHI (00pa3ibl) HOCAT OPUEHTUPOBOYHBIN
XapakTep MW UCIOJB3YIOTCS JUIsli  COCTaBlIeHUS U 0GOpMIICHUS
JOKYMEHTOB MO aHAJIOTHH.

PexBU3MT - 3TO cCOCTaBHas 4YacTh JOKyMeHTa. Paznmuyaror
PEKBU3UTHI TMOCTOSIHHbIE U TepeMeHHbIE. [loCTOsIHHBbIE PEeKBU3HMTHI
MOBTOPSIIOTCSL B 0053aT€IbHOM TOPSAJIKE BO BCEX JOKYMEHTaX JIaHHOTO
HanMeHOBaHUs. IlepeMeHHBIe — HAHOCITCA HEMOCPEICTBEHHO MpPH
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MOATOTOBKE KOHKPETHOTO TJOKYMEHTA.

CucremMa [JOKYMEHTALIMOHHOIO OO0ecle4YeHUus1 YIpaBJIeHHUS
(cucrema 1eJIONPOM3BOJACTBA) - COBOKYIHOCTh MpaBWi pabOTHl C
JOKYMEHTaMHd B OpPraHU3alud, MOAKPEIUIEHHBIX COOTBETCTBYIOIINM
HOPMAaTHBHO-NPABOBBIM, MAaTEPUATILHBIM U KaJIPOBBIM 00€CIICUCHHUEM.

CiayxeOHass HH(POPMALUA OTPAHUYCHHOI0 PACHIPOCTPAHEHUS -
HeceKpeTHass MHpopMalus, Kacaromascsi ACSTEIbHOCTH OpraHu3alui,
OTpaHWYEHUSI HA PACHPOCTPAHEHHE KOTOPOM AUKTYIOTCS CIIyKEOHOM
HEO0OXOUMOCTBIO.

CiayxeOHbIN AOKYMEHT JOJIZKEeH COOTBETCTBOBAThH
JNEVWCTBYIOIIEMY 3aKOHOAATENIbCTBY W JPYTMM HOPMATHBHBIM aKTam
(mpukazaM,  JHUPEKTHMBAM,  YKa3aHHUSM  BBIIIECTOSIIIETO  OpraHa
ynpaBieHus1); OoQOpMIISITECS B COOTBETCTBUU C CYIIECTBYIOIIMMU
['OCTamu u TpeboBanusMu MHCTpyKIU; OCHOBBIBAThCA Ha (akTax H
COZEpKaTh KOHKPETHBIE W PEANbHBIC MPEIJIOKCHUS WIH YyKa3aHUS,
UCKJIIOYaTh AyOnupoBaHuWE TpeOOBaHWM, COJEpIKAIUXCA B paHee
NPUHATBIX JOKYMEHTaX, a IPU HEOOXOAMMOCTH UMETh CChUIKM Ha HUX;
COCTaBIATHCA, KAaK MPABWIIO, MO OJHOMY BOIIPOCY, IMOCIEAOBATEIbHO,
KpaTko, uéTko, 0Oe3 TMOoMapoK U ymnoTpebneHus G(OpMYyIUPOBOK,
NOPOXKAAIOUIUX PA3JIMYHBIE TOJIKOBAHUS; COJEpKaTh 00s13aTeIbHbIC
PEKBU3UTHI.

CpencrBa 3alUThI uHopmanuu - TEXHUYECKUE,
KpUnrorpapuyeckue, pPOTPAMMHBIE U IpyTHE CPEACTBA,
MpEIHA3HAYEHHbIE I 3al0UThl  CBEACHUM,  COCTABIISIIOIINX

rOCYJJapCTBEHHYIO TailHy, CPEACTBa, B KOTOPHIX OHU pPEaJM30BaHBI, a
TaKXe CpeACTBA KOHTPOIA A(HPEKTUBHOCTH 3aIUTHI HHGOPMAIIHH.

CyTh cTaHAApPTH3AIMU 3aKITI0YAeTCs B pa3pabOoTKe ONMTHMAaTbHBIX
npaBwI M TpeOOBaHHWM TI0 TMOATOTOBKE, O(GOPMIICHUIO, YUYETYy W
XPaHEHUIO JISJIOBOM PeIyTaIiK, MPUHITHIX B YCTAHOBIICHHOM TOPSIIKE U
PEKOMEHIOBAHHBIX JJISI BCEOOIIEro 1 MHOTOKPATHOTO UX MPUMEHEHUS B
Jenonpou3BojicTBe. Pe3ynbrarsl paboThl Ipu 3TOM 0QOPMIISIOTCS B BUJIE
HAIMOHAJBHBIX CTAaHIaPTOB.

CyTb yHM(UKAIUM CBOAUTCA K COKpAIICHUIO HEOMPABIAHHOTO
MHOT000pa3usi JTOKYMEHTOB, MPUBEACHUIO K €IUHO00pa3uio ux ¢opm,
CTPYKTYPBbI, SA3bIKOBBIX KOHCTPYKIIMI U Omepaiuil no oopadoTke, yueTy
U XpaHCHHUIO.

Tabnuuma - dopma mnogaunm MaTepuaja, KOrja IOCTOSHHAS
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uH(popMarus pa3MmelaeTcsi B 3arojoBkax rpad u O0KOBUKE (3arOJIOBKH
CTPOK), a TiepeMeHHasl (B IU(PPOBOM MM CIOBECHOM BBIPAKEHHUU) — HA
NEePECEUCHUN COOTBETCTBYIOIIUX I'pad) U CTPOK.

TUOBBIMM SABJISIOTCS IOKYMEHTBI, PACCUMTAHHBIE HA M3JI0KECHUE
OIHOPOJHBIX TIPOLECCOB U SBICHUW: TUIOBOW TEXHOJOTMYECKUN
MPOILIECC, TUMIOBBIC MPABWIA BHYTPEHHETO PACIIOPSIAKA U T.11.

ToYHOCTH M3/I0KEHUA MPEANOIAracT OAHO3HAYHOCTh TOHUMAaHHUS
COJIEpKaHMs, MPUBEAEHHOTO B JIOKYMEHTE, U aBTOPOM TEKCTa, U €ro
azpecaToM.

TpadaperHbie T0KYMEHTbI UMECIOT 3apAHEE HANICUYATAHHBIN TEKCT
C nmpobesaMu, KOTOPhIE 3aMOTHSAIOTCS MPU OKOHYATEIHbHOM 0(OPMIICHUU
JOKYMEHTA B 3aBUCUMOCTH OT KOHKPETHOM CHUTYaIUHU.

Yuudukauussi B JEJIONPOM3BOJCTBE  MOXET OBITh  Kak
CaMOCTOSITEILHOM pabOTOM, TaK U ATANOM B paboTe MO cTaHAapTU3AIUU.

JKCMepTU3a HEHHOCTH JOKYMEHTOB — 3TO OTOOP IOKYMEHTOB Ha
rOCYIapCTBEHHOE XPAHEHUE UIIA YCTAHOBJIIEHUE CPOKOB X XPAHEHHS.
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