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BBEJAEHHUE

Metoanyeckue ykazaHus 0 Kypcy «/leJonpon3BOACTBO U PEXKUM
CEKPETHOCTU» MPEAHAZHAYECHBI JJIsI TPAKTUUECKOTO U3YyUYEHUs OJTHOU W3
OCHOBHBIX JUCHUIUIMH B OPUANIECKOM 00pa30BaHUMU.

K kaxaoMy CeMHMHaApCKOMY 3aHSATHIO NPEIIAraercs NEPEUYCHb
BOIIPOCOB, HEOOXOAMMBIX [JIi TOJHOTO U BCECTOPOHHETO M3y4ECHUS
TEMBI.

[lens ceMuHApPCKUX 3aHATUA — (POPMHUPOBAHHE TEOPETUUECKUX
3HaHUN CTYACHTOB, OOyueHHe paboTe ¢ 3aKOHOJIATEIbLCTBOM IS
MPaBWIbHOM KBaTU(PUKAIIMK XapaKTepa BO3HUKIIUX MMPABOOTHOIICHUN U
HaXOXJICHUS COOTBETCTBYIOIIUX CIIYYarO MPABOBBIX HOPM.

JIyist ycrenHo MOATOTOBKM K CEMUHApy HEO0OXOAMMO TMOCEIIaTh
JEKIUW, W3y4YaTb HOPMATUBHBIE AaKThl, KOTOPHIE O3BYUYHMBAIOTCS
MPENOIABATENEM Ha JEKUUH. lIpakTHdeckue 3aHATHUA IPOBOISTCA C
MOJATOTOBKOW CTYJEHTaMHU JOKJIAJO0B, C NMPUIJIAMICHUEM IPAKTAYECKHUX
PabOTHUKOB U € 0053aTEILHBIM O0CYKJIEHUEM MTOCTABJICHHBIX TTPOOJIEM.

Kpome »3TOro, mimd mMOATOTOBKH K NPAKTUYECKOMY 3aHATHUIO
CTYJICHTBl JOJKHBI, TPEABAPUTEIHHO H3YUHUTh Y4YEOHYI0 W HAyYHYIO
JUTEPATYPY, IEPEYEHb KOTOPOU MPUIATAETCS K KOKIOMY 3aHATHIO.

B cBa3u ¢ mpoucXomsmuMMHM  M3MEHEHUSIMA B JEHUCTBYIOLIEM
3aKOHOJATENIbCTBE  CTYACHTHI  JIOJDKHBI ~ TPOSIBIATH  OOJIBIIYIO
CaMOCTOSITEJIBHOCTh B HM3YYEHUU COOTBETCTBYIOIIUX HOPMATUBHBIX
aKTOB, CIICIUTh 3a NU3MEHEHUEM TEKYILETO 3aKOHOJATENIbCTBA. BhICTymnas
Ha CEMUHApe, clielyeT 4eTKO (hOPMyIUpPOBaTh OTBETHI HA TIOCTABIICHHBIE
BOIIPOCHI, 00OCHOBATh MX CChUIKAMU Ha 3aKOHOAATEIBCTBO, JIOTMUECKHU
MIPaBUJIILHO CTPOUTH OTBET.
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1. OPTAHU3AINOHHO-METOANYECKHUE ITOJIOKEHUSA

1.1. O0uue mos10KeHus
Llenv Oucyunaunvl — GopMUpOBaHHE Yy OOYUYAIONIUXCS 3HAHUW, YMEHHH,
HABHIKOB M KOMITETCHIMH, HEOOXOAMMBIX I YCHEIIHON mpodeccruoHaIbHON
NOJATOTOBKM  IOPHCTOB, OTBEYAIOIIMX COBPEMEHHBIM  KBaJU()UKALMOHHBIM
TpeOOBaHUSM, oOnamaromx  0a30BbIMH ~ 3HAaHUAMH O creruQuke
JICIIONPOU3BO/ICTBA U OOECIIEUEHHUSI PEKMMa CEKPETHOCTH B MPABOOXPAHUTEIHHON
JESITEIbHOCTH.

1.2 3agavu u3yyeHus: AMCUUIIMHBI

- popMUpOBaHME 3HAHUU O TMpaBWiIaxX pa3pabOTKU U OQPOPMIICHUS
IOPUJIUYECKUX U CITYKEOHBIX JOKYMEHTOB;

- (popmupoBaHMEe 3HaHUI O TPeOOBAaHUSAX HOPMATUBHBIX IIPABOBBIX AKTOB B
00JIaCTH 3alUThl TOCYJaPCTBEHHON TallHbI U UH(POPMALIMOHHON 0€3011aCHOCTH ;

- opMupoOBaHUE HABBIKOB IPUMEHEHHS] TpeOOBaHUI HOPMATUBHBIX
OpaBOBbIX aKTOB B  00OJACTH  3alIUThl TOCYJAapCTBEHHOW TallHBl H
nH(pOpPMAITMOHHOM 6E30MTaCHOCTH;

- bopMHpOBaHHE  HABBIKOB  oOOecrleyeHUs:  COONIOJICHUS  pexuma

CEKPETHOCTH;
- IOATOTOBKA K OCYIIECTBICHUIO NPOPECCHOHAIBHON AESTEIbHOCTH B
COOTBETCTBUU c MPaBOBBIMHU u OpTraHu3allMOHHBIMU OCHOBaMU

MPaBOOXPAHUTEIBLHOU IEATEIBHOCTH

[lepeuenb KoMIETEHIIMM, KOTOpPbIE (GOPMUPYET NUCITUTIIINHA:

I[IK-1.3  OcymecTBisiTh  peaau3alid  HOPM  MaTE€pUaJbHOIO U
MPOIIECCYaTbHOTO MpaBa.

[1K-1.10 Wcnonb3oBaTh B mpodhecCuOHATBHON NeATeTbHOCTH HOPMATUBHBIC
MPaBOBBIE AaKThl W JOKYMEHTBHI IO OOECIEUCHHIO PEXHUMa CEKPETHOCTH B
Pocculickon ®@enepanumu.

[IK-1.11 O0ecrieunBaTh 3aIUATY CBEJICHHUM, COCTAaBJISIOIIHNX
rOCyJIapCTBEHHYIO TailiHy, CBEACHUN KOH(MUICHIIUAIBLHOTO XapakTepa M WHBIX
OXPAHSIEMBIX 3aKOHOM TaiiH.

B pe3ynbprare nuzydeHus: IUCIUTLIAHbBI

OOyuatonuecst J0JKHBI

3HATh:

- YCTaHOBIICHHBIM  MOPSAOK  OPTraHU3aludHd  JEJIONPOU3BOJICTBA,
MCIOJIb30BaHUs CBEJICHUH, COAEPKAIIUXCS B JOKYMEHTaX.

- OcHOBHBIE TIpaBWJIa H TMOPSJAOK TOATOTOBKH U OGOPMIICHHUS
JIOKYMEHTOB.

- OpraHu3alMOHHO-NIPABOBBIE  OCHOBBI ~ PEXKUMA  CEKPETHOCTH B
MPAaBOOXPAHUTEIBHBIX  OpraHax,  IOPSJOK  OTHECEHMS  CBEACHHM K
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rOCyJapCTBEHHOM TaiiHe, TOPSJIOK 3aCEKPEUMBAaHUS U  PACCEKPEUMBAHUS
HOCUTEJIEN CBEJCHUM, COCTABIIIOIIMX TOCYAAPCTBEHHYIO TallHYy, OPSIOK AOMyCKa
K TOCYJapCTBCHHOM TalH.
- IlpaBuna monp30BaHMs U OOpalICHHS C CEKPETHBIMH JOKYMEHTaMU H
U3JICIIASIMU
yMeThb:
- CocraBnsaTh ciyxeOHbIe rpaduuecKkue JOKYMEHTHI.

- IlpaBUnabHO COCTaBIATH U OPOPMIISTH CITyKEOHBIE TOKYMEHTHI, B TOM YHCTIE
CEKpETHBIE, COACPIKAIINE CBEACHHUS OTPAHUYEHHOIO MTOJIb30BAHUS.
- BBIINOJHATH CIOYK€OHbIE OO0S3aHHOCTH B CTPOrOM COOTBETCTBHHM C
TpeOOBaHUSAMU pEXKUMA CEKPETHOCTH
BJIA/IETh:
- HaBbIKaMU pa3pabOTKU M OQOPMIIEHHUS PE3YyIbTATOB MPOPECCHOHATBHON
JESITEIBHOCTH B MTPOLIECCYATILHOM U CITyKEOHOM TOKyMEHTALIUN;
- HaBbIKaMU TIPUMEHEHHsI TpeOOBaHMII HOPMATHBHBIX IPAaBOBBIX aKTOB B
00J1aCTH 3alIUThI TOCYAAPCTBEHHOM TaiiHbl M HTH(MOPMALIMOHHON 0€30MacHOCTH,
- 00ecIeueHMs pexXrMa CEKPETHOCTH.

O0beM NpaKTHYECKUX 3aAHATHI

Ne HanmeHnoBaHHe MPAKTUYECKOTO 3aHITHUS O0bemM, yac.
1 2 3
1 [Ipenmer, 3a1aun U cucTEMa AUCLMUILUIMHBL: «/{eT0npOnu3BOACTBO U 6
PEXUM CEKPETHOCTH.

2 [WcTtopus opraHu3anyy IejI0Npou3BoacTBa B Poccnn. 6

3 [[loHsiTHE U BUIBI CIIYKEOHBIX TOKYMEHTOB, 00pa3yIOIIUXCs B 8
MPaBOOXPAHUTEIBHBIX OpraHax.

4 [[MpaBuna NOArOTOBKHU M 0(hOPMIIEHHUS OTAEIbHBIX JOKYMEHTOB B 8
PaBOOXPAHUTEIBHBIX OpraHax (JOKyMEHTHPOBAHHUE).

5 [[lopsimok oOparieHus JOKYMEHTOB B IPABOOXPAHUTEIBHBIX OpraHax 8
(TOKYyMEHTOO00pOT).

6 [KoHTpOJb UCMIOTHEHUS TOKYMEHTOB. [Topsiaok paccMOTpeHus 8
oOpallleH!# rpaskJiaH B IPaBOOXPAHUTENIbHBIX OpraHax.

7 [lepenada JOKyMEHTOB B apXUBBI. DKCIEPTU3a U YHUUTOKEHHUE JIEIL. 8

8 |OcyiiecTBiaeHue padoT ¢ TOKYMEHTaMU OTPAaHUYEHHOTO 8

acCIpOCTPaHEHHSI.

9 [lonsATHE, 3HAUECHHE U IPABOBOE PETYINPOBAHNUE PEKAMA 8

CEKPETHOCTH B IOPUCIPYIECHLHUH.
Toro 68

1. MeToauveckue peKOMeHIAIUMN
M0 OPraHU3aNMU U3YUEeHUs TUCITUTITIHHBI



B pamkax wu3yueHus AUCHUIUIUMHBI «JleTOmpou3BOJICTBO U PEKUM
CEKpPETHOCTH» paboTa CTYJIEHTOB OpPraHU3yeTCs B CIEAYIOMUX hopmax:

e paboTa C KOHCIIEKTOM JIEKIIMM W JIOMOJHHUTEIILHOM JIUTEepaTypoil 1o
TeMaM Kypca;

® M3yYECHHE BOIPOCOB, BBIHOCHUMBIX 32 PAaMKHU JICKIMOHHBIX 3aHITHI
(IMCKYCCHOHHBIE BOMPOCHI JJIsl AOMOJHUTEIBHOTIO U3YUEHUS );

® [IOArOTOBKA K CEMUHAPCKOMY 3aHATHIO;

® BBINOJHEHUE TPYNIIOBBIX M HWHAWBUAYAIbHBIX JIOMAIIHUX 3aJaHUN, B
TOM YUCJIE:

— MpoBeJEHUE coOeCceIOBaHUs MO0 TEME JICKIIHH;

— MOATrOTOBKA KPATKOIo JOKJIana (pe3roMe, 3¢Cce) M0 TEME CEMHHAPCKOTO
3aHATHS U pa3padOTKa MyJIbTUMEIUMHON TPE3EHTALNN K HEMY;

— BBINOJHEHUE MPAKTUYECKUX 3aJaHUi (pelieHue 3aJad, BBIIOJHEHHE
pacUeTHBIX U TAOOPATOPHBIX PaboT);

— MHOJATOTOBKA K TECTUPOBAHHUIO;

® CaMOKOHTOPOJIb.

PexoMeHlyeMbIii HUXKE PEKUM CaAMOCTOSATEIBHOW pPadOThl IMO3BOJIUT
CTyJIEHTaM TJIyOOKO pa3o0paThCsi BO BCEX M3yYaeMbIX BOMPOCAX, AKTHUBHO
Y4aCTBOBATh B JIMCKYCCHUAX HA CEMHHAPCKUX 3aHATUSAX MU B KOHEYHOM HTOrE
YCHEIIHO CAaTh 3a4eT [0 JUCHMIUIMHE «JleTonpou3BOICTBO U PEXKUM
CEKPETHOCTI.

1. Jlexyus siBnsiercs (pyHIaMEHTaIbHBIM HCTOYHUKOM 3HAHUM M JIOJDKHA
CIIOCOOCTBOBATh TJIYyOOKOMY YCBOCHHIO MaTrepuaia, aKTHBU3UPOBATH HHTEPEC
CTYJIEHTa K U3y4aeMOU TUCIUILIINHE.

PaboTy ¢  KOHCHEKTOM  JIGKOMH  II€JecO00pa3sHO  IPOBOJUTH
HETOCPEACTBEHHO Mocie €€ npocaymmBanns. OHa NpeanogaracT nepeunuTbIBaHNE
KOHCIIEKTa, BHECEHUWE B HEro, Mo HEOOXOAMMOCTH, YTOUHEHHH, TOMOJIHEHUM,
pa3bsCHEHN U U3MEHEHUH. O3HAaKOMJIEHHE C JONOJIHUTENBHOMN JINTEPATYPOU MO
TeMe, MpOoBEAEHUE 0030pa MHEHMH APYrMX YYEHHBIX [0 H3y4YaeMOM TeMe.
Heo6xonumpiM sIBIsIETCS TIIyOOKOE OCBOCHHUE COJCpPKaHMS JICKIIMU U CBOOOJIHOE
BJIAJICHUE UM, B TOM YHCJIE€ KCMOJb30BAHHOM B HEMl TEPMUHOJOTHH (MTOHSATHIA),
KaTeropuid M 3aKOHOB (TJoccapuil K KaXKJIOW TeME COAEPXKHUTCA B pazuene 2
HACTOSALIMX  METOAWYECKMX  ykazaHuil). CTyneHTy  peKOMEHIyeTcsl  He
OTPAaHUYMBATHCA MPU HU3YUYEHUU TEMbI TOJIBKO KOHCIEKTOM JIEKIMN WA OJHHM
y4eOHUKOM; HEOOXOIMMO HE TOJHKO KOHCIEKTUPOBAThH JIEKIIMH, HO W YWUTATh
JOTIOJIHUTENbHYIO ~ JIUTEpPATypy, H3ydaTb METOAUMYECKHE  PEKOMEHJAlNH,
n3/1aBaeMble Kaheapoi.

2. B cBs3u ¢ OonbIMM OOBEMOM H3ydyaeMoro marepuana, WHTEPEecCOM
KOTOPbIA OH TPEACTABISIET JJIE COBPEMEHHOIO OOpa3oBaHHOTO 4YEIOBEKa,
HEKOTOPbIE BOMPOCHI BEIHOCATCS 32 PAMKH JIEKIIUH. DTO MPEeyCMOTPEHO pabounum
y4eOHBIM MJIAaHOM TOJTOTOBKH OaKalaBpoOB. M3yueHue 80npocos, bIHOCUMBIX 3d
pamMKu  1eKYuoHHvlx  3aHamuti  (JUCKYCCHOHHBIX BOIIPOCOB  pazjaena 2),
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MpeAnoiiaraeT CaMOCTOSITENIbHOE  M3YYEHHWE CTYJEHTaMU  JOMOJHUTEIbHOU
JUTEPATYPHI U €€ KOHCIIEKTUPOBAHUE IO 3TUM BOIIPOCAM.

4. B xome npakmuueckux — 3aHAmMul  TPOBOJUTCA  Pa3bSICHECHHUE
TEOPETUUYECKUX TMOJIOKEHUHN Kypca, YTOUHEHUS MEKIUCIUTIIIMHAPHBIX CBS3EH.

llooecomoska Kk npakmuyeckomy (CeMuHapckomy) 3ansamuto Tpeanoaaraet
OOJIBIIYIO CAMOCTOSITENBHYIO pa0OTy U BKIIIOYAET B CEO4:

e 3HAKOMCTBO C TUIAHOM CEMHHAPCKOTO 3aHATUS W MOJ00p MaTepuaia K
HEMYy TI0 YKa3aHHBIM HCTOYHHUKAM (KOHCIEKT JICKIIMHM, OCHOBHAs, CIIPABOYHAS U
JOTIOJIHUTENIbHAS TUTEPaATypa, dJIECKTPOHHbIE U UHTepHET-pecypcChl).

e 3anoMHHAHHE MOAOOPAHHOIO MO IJIaHY MaTepuaa.

e (OcBoeHue TEPMHUHOB, IEPEYUCICHHBIX B TJIOCCAPHUHU.

e OTBeThI Ha BOMPOCHI, TPUBEJCHHBIC K KaXI0U TEME.

e OOmyMbIBaHHE BOTIPOCOB I 00CYyXacHUS. BhIIBIKEHHE COOCTBEHHBIX
BapUAHTOB OTBETA.

e BrInoyiHeHHE 3a/1aHUI TTPENOIaBaTeNs.

e [loaroroBka (BEIOOPOYHO) MHIMBUIYAIBHBIX 3aJJaHUM.

3amaHus, TPUBEICHHBIC B TUTAHAX 3aHSITHH, BBITIOJHIIOTCS BCEMH
CTYJICHTaMU B 0053aTEJIbHOM TOPSIJIKE.

5. Bwinonnenue epynnosvix u uUHOUBUOYANLHLIX OOMAUIHUX 3A0AHUL
ABIIAETCS 00s3aTeNbHOM  (POpPMOM camMoCTOATENbHOM paboThl cTyaeHToB. [lo
JUCHUIUIMHE «/[eJ0mpOn3BOACTBO M PEXUM CEKPETHOCTH» OHA IpeArnojiaraer
MOATOTOBKY WHIWBUIYAJTBbHBIX WM TPYNIOBBIX (Ha YCMOTPEHHE IPETOIaBaTeIs)
JOKJ1a/10B (COoOOIIeHUH, pedepaToB, Icce, TBOPUSCKUX 3aJIaHUN) HA CEMUHAPCKUX
3aHATHSAX U Pa3pabOTKy MYJIbTUMEIUINHON MPE3CHTAIIUNU K HEMY.

Jloxnao - IpOAYKT CaMOCTOSITENIbHOU paOOThl CTY/IEHTA, MPEICTaBISIONINN
co00# MyOJMYHOE BBICTYIUICHHE IO TMPEJCTABICHUIO TOJYYCHHBIX PE3yIbTaTOB
peIIeHUs ONpeeICHHON yUeOHO-TTPAaKTUIECKOM, YUeOHO-UCCIIeI0BATEIIbCKON HITH
HAay4YHOU TEMBI.

Occe - CpencTBo, MO3BOJSIONIEE OLIGHUTh YMEHHE O0Oydarolerocs
MHUCHbMEHHO U3J1araTh CyTh MOCTABJICHHON MPOOJIEMBbI, CAMOCTOSITEILHO MPOBOIUTH
aHaau3 TpoOJieMbl C  HUCIOJB30BAaHMEM KOHIECNIMH ¢ aHAJTUTUYECKOTO

WHCTPYMEHTApUS  COOTBETCTBYIOIICH  JUCIUIUIMHBI,  JIeJIaThb  BBIBOJBI,
000011aI011I1e ABTOPCKYIO MO3UITUIO MO MOCTABJICHHOM Mpodieme.
Pepepam -  mOpoaykT  camMoOCTOSITENIbHOM ~ pabOThl  CTYy/CHTA,

MPECTABISAIONIUNA COO0M KpaTKOe U3JI0KEHHE B MUCHMEHHOM BHJE MOJYyUYECHHBIX
pE3YNIbTaTOB TEOPETHUECKOTO aHalh3a OIpeACICHHOW HaydHoW (yueOHO-
WCCJIEIOBATENLCKOW) TEMBI, TJI€ aBTOP PACKPBIBAET CYTh UCCIEAYEeMON MPOOIEMBI,
MPUBOJUT PaA3IMYHBIC TOYKUA 3PEHMs, a TaKXKe COOCTBEHHBIC B3IJIANbI Ha HEe,
MIPUBOJUT CITUCOK KCIIOJIb3YEMbBIX HCTOUHUKOB.

Teopueckoe 3a0anue - YaCTUYHO PETIIAMEHTUPOBAHHOE 3aJlaHKe, UMEIOIIee
HECTAaHJAPTHOE  PEUICHHWE W  MO3BOJLIOLIEE  JIMArHOCTUPOBATH  YMEHUS,
WHTETPUPOBATh 3HAHUS PA3IUUYHBIX O00JACTEH, apryMEHTHUPOBATh COOCTBEHHYIO
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TOUKY 3peHHs. MOXKET BBINOJIHATHCS B WHIAMBUAYATHHOM MOPSAKE WM TPYHION
oOy4Jarommxcs.

[IpenonaBarens cam QopMUpyeT 3aJaHUE WM CTYIEHTHl HMEIOT
BO3MOXKHOCTh ~ CaMOCTOSATENIbHO  BBIOpAaTh  OJHY M3  MpeAroJiaraeMbIxX
IpernojiaBaresieM TeM M BBICTYNHUTh Ha CEMUHApCKOM 3aHsATuu. Jloknan (pestome,
3cce W THA.) Kak (GopMa CaMOCTOATEIbHON Yy4eOHOM MAeSTeIbHOCTH CTYICHTOB
MpeacTaBisIeT coOOM paccyXIEHHE Ha OIpPEACIICHHYI0O TEMY Ha OCHOBE 0030pa
HECKOJIbKMX HCTOYHHMKOB B IIENIAX JOKAa3aTeNbCTBA HJIM OMPOBEPKEHHUS KaKOTO-
anbo Te3zuca. MHpopmanus HCTOUYHUKOB HCIONB3YETCS MM apryMEHTAllHH,
WUTIOCTpAllMM U T.JA. CBOMX MbIciei. Llenp HammcaHusi Takoro pacCyXIeHUs He
nyOnupoBaHHE UMEIOLICICS TUTepaTyphl Ha 3Ty TEMY, a TIOJITOTOBKA CTYACHTOB K
NPOBEJCHUIO COOCTBEHHOTO HAYYHOTO  HCCIEAOBAHMUS, K  IPABHIBHOMY
0(OpMIIEHUIO €ro OMHUCaHUs B COOTBETCTBUU C TPEOOBAHUSMHU.

PaboTa cTyneHToB Mo moAroToBke Aokianaa (coodimienus, pedeparos, scce,
TBOPYECKUX 33/1aHUI) 3aKIIIOYAETCS B CIAEAYIOLIEM:

e 11000p HAY4YHOH JINTEPATYPHI IO BEIOPAaHHOHU TEME;

e paborta c JuTeparypoid, oTOOp HMH(OpMAaLMH, KOTOpask COOTBETCTBYET
TEME M TIOMOTaET JI0Ka3aTh TE3UCHI,

e aHayu3 MpoOJieMbl, (DAKTOB, SBJICHUI;

e cucTeMatu3anus u 0000IEeHNE TaHHBIX, POPMYIUPOBKA BHIBOJIOB;

® OILIEHKAa TEOPETUYECKOr0 M MPAKTUYECKOTO 3HAYEHMsI paccMaTpUBaeMOMN
poOJIEMBI;

® apryMEeHTallusi CBOETO MHEHHUS, OIICHOK, BBIBOJIOB, MPEIIOKEHUH;

® BBLICTPAaUBAHUE JIOTUKH U3JI0KECHUS;

® yKa3aHUE MHCTOYHUKOB HH(POpMAIMU, aBTOPOB M3JIaraéMblX TOYEK
3peHus;

e mpaBuiIbHOE OdopmiieHHE paldOThl (CCBUIKH, CIHMCOK HCHOJIb30BAHHOU
JUTEPATYPbI, PUCYHKH, TAOIUI[I) IO CTAHJAPTY.

CaMocCTOSITENBHOCTh CTYJIEHTa NpPH TOATOTOBKE J0KJaAa (CoOOUIeHHE,
3CcCe) MPOSIBISIETCA B BHIOOPE TEMBI, paKkypca €€ pacCMOTPEHHsI, HCTOYHUKOB JIJIS
pPacKpbITUSI TEMbI, TE3UCOB, apPryMEHTOB JUIsl UX J0Ka3aTelbCTBA, KOHKPETHOU
uHOpMAIIMU U3 MCTOYHUKOB, CHOCO0a CTPYKTYPUPOBaHHS U 0000IIeHus
uH(pOpMaIK, CTPYKTYPHI U3JIOKEHHS, a TaK)kKe B 00OCHOBaHUHM BBHIOOpA TEMBI, B
OLICHKE €€ aKTyaJbHOCTH, NPAKTUYECKOTO M TEOPETHMYECKOTO 3HAYECHMs, B
BBIBOJIAX.

BricTymienne ¢ JokiagoM (pe3roMe, 3CCE) Ha CEMUHApE HE JOJHKHO
npesbiiath 7-10 MunyT. Ilocie ycTHOro BBICTYIUIEHHS aBTOp OTBEYAaeT Ha
BOTIPOCHI ayAUTOPUH (CTYJIEHTOB, MPETIOaBATEINS) MO TEME B COACPKAHUIO CBOETO
BBICTYIUICHUS.

Ilenp W 3amaum JAHHOTO BHJA CAMOCTOSTEIHHOW pPabOTHl CTYIACHTOB
OTIPENETSIOT TPeOOBaHMS, MPEABIBIAEMBIC K JOKIATy (pe3toMe, 3cce), U KPUTEPUH
€ero  OLEeHKU: 1) Jjorumyeckas  MOCIENOBATEIBbHOCTh  M3JIOXKEHUS;,  2)
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apryMEHTHUPOBAHHOCTh OIIEHOK M BBIBOJOB, JIOKA3aHHOCTh TE€3UCA; 3) SACHOCTh U
IPOCTOTAa H3JIOXKEHUSI MbICed (OTCYTCTBME MHOTOCJIOBUS W M3JHUIIHETO
HayKkooOpa3us); 4) caMOCTOSITENBHOCTh W3JIOKEHUSI MaTepHalla MCTOUYHUKOB; 5)
KOPPEKTHOE YKa3aHHWE B TEKCTE JOKJIaJa HCTOYHUKOB WHGOpMAIMH, aBTOPOB
MPOBOJUMBIX ~ TOYEK  3peHus; 6)  CTWIHCTUYECKas  NpaBUWIBHOCTb U
BBIPA3UTEIBHOCTh (BBIOOD SA3BIKOBBIX CPEJCTB, COOTBETCTBYIOUIUX HAYYHOMY
CTWJIIO peuu); 7) YMECTHOE HCIOJIb30BAaHWE WJUIIOCTPATUBHBIX CPENCTB (LIUTAT,
CHOCOK, PUCYHKOB, TaOJuIl, CIai0B).

N3noxenue MaTepuaioB JOKJIaaa MOXET COMPOBOK/IAThCS
MYTomumMeoutinou npesenmayueti. PazpaboTka MyJIbTUMEIUNHON Mpe3eHTaluu
BBITIOJTHSETCSI 110 TPEOOBAHUIO MPETIOIaBATENS U 110 JKEJIAHUIO CTY/ICHTA.

[IpesenTanmst qoimkHAa OBITH BBIMOJIHEHa B mporpamme Power Point u
BKJIIOYATh  TaKO€  KOJHMYECTBO CIAJIOB, Kakoe HEeoOXOIuMO  JUIs
WUTIOCTPUPOBAHUS MaTepuaia I0Kjaaaa B OJTHOM O00beME.

OcHOBHBIE METOIUYECKHE TPEOOBAHMUSI, IPEABIBISIEMbIC K TIPE3CHTAIUU:

® JIOTMYHOCTh TMPEJICTABICHUS C COINIACOBAHHOCTh TEKCTOBOTO U
BU3yaJIbHOTO MaTepUana;

® COOTBETCTBUE COJIEp)KaHUsI MPE3EHTAMM  BBHIOpAaHHON TeMe U
BBIODAaHHOTO  TOpPHUHIMIA  H3JIOXKEHUus /  pyOpuUKanuu uH(popmManuu
(XpOHOJIOTHYECKH, KIaCCU(PUKAIIMOHHBIN, PYHKIIMOHAIBHO-1IEJIEBOU U JIp.).

® COpa3MepHOCTh (HEOOXOaUMMasi W JIOCTaTOYHAas MPOIMOPIUOHAILHOCTD)
TEKCTa U BU3YaJbHOIO psAla Ha KaxzaoM cnaiae (He menee 50% - 50%, nnu Ha 10-
20% Goiee B CTOPOHY BU3YAJILHOTO PsJIa).

e KOM(OPTHOCTH BOCHPUATHA C IKpaHa (UBET (PoHa; pa3Mep M UYETKOCTh
mpudra).

® OCTETUYHOCTh OQOpMIICHUSI (BHYTPEHHEE €IUHCTBO MCIOIb3YEMbIX
1a0JIOHOB MPEIbSABICHUS MH(DOPMALUK; YIOPSIOYCHHOCTh M BBIPA3UTEIBLHOCTD
rpaduueckux U U300pa3uTEIbHBIX AJIEMEHTOB).

® JIOMYCKAETCs] HAIMYUE aHUMAIMOHHBIX U 3BYKOBBIX 3(P(HEKTOB.

Ornenka nokiaga (pe3rome, 3¢ce) MPOU3BOAUTCS B paMKax 12-0amabHOro
TBOpYecKoro peiitunra neicryromieii B FO3['Y GanbHO- PEUTHHTOBOM OICHKH
YCIIEBAEMOCTH Y KaueCTBa 3HAHUMU CTYJeHTOB. ITOroBas oleHka sBJISIETCS CyMMOM
0aJJIOB, BBICTABIIIEMBIX MPEMOIaBaTEIEM C YUETOM MHEHHUS JIPYTUX CTYJIEHTOB IO
KOKJIOMY M3 TMEPEUMCIICHHBIX BBIINIE METOAMYECKUX TpPeOOBaHUM K JOKJIAny M
Mpe3CHTAIUH.

[To aucuummuHe «JleTOMpPOU3BOACTBO M PEXKUM CEKPETHOCTHY TaKXKe
dbopMoli  caMOCTOATENBHON  pabOThl  CTYACHTOB  SBISETCS  GblNOJIHEHUE
NpAKmuyeckux  3a0avutl  (peuwieHue  3a0ay, OQOpMieHUe  Omuemos O
camocmosmenvHou pabome), CoOAepKaHUEe KOTOPBIX OMPEAEIAETCS COAep KaHUEM
HACTOSIIINX METOJUYECKUX YKa3zaHWid. YacTh MPAKTUYECKUX 3aTaHUN MOXKET ObITh
BBIIIOJTHEHA CTYJCHTAaMW Ha AayJUTOPHBIX MPAKTUYECKUX 3aHATUAX TOJ
PYKOBOJICTBOM mpernoaaBaTess. [locne Toro, kak mpernogaBareaemM 00bsIBICHO, YTO

pacCMOTPCHHUC I[ElHHOfI TCMbl Ha aAYAUTOPHBLIX 3aHATUAX 3aBCPHICHO, CTYIACHT
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NEPEXOAUT K CaMOCTOSATEIbHOMY  BBIIOJHEHHIO NPAKTUYECKUX  3aJaHUM,
IIOJIB3YSICh HACTOSAIIMMHU METOJWYECKHMM YKa3aHUAMH, KOHCIIEKTOM JIEKIMH I10
COOTBETCTBYIOIIEH TEME, 3allUCAMM, CHCIAHHBIMU HA IPAKTHYECKUX 3aHATHSAX,
JOTIOJIHUTENBHOW JINTEpaTypoll 1o Teme. Bce mnpakTudeckue 3amaHust s
CaMOCTOATEJIBHOTO  BBINOJHEHUS CTYJACHTAaMH, IPHUBEACHHBICE B HACTOALIUX
METOMYECKUX YKa3aHUAX 0053aTeNbHbI 715 BBIIIOJIHEHUS B ITIOJIHOM 00bEME.

6. Iloocomosxka «k mecmuposanuio TPEITyCMATPUBAET IOBTOPEHUE
JIEKIIMOHHOTO MaTepuajga U OCHOBHBIX TEPMHHOB, a TAaKKE€ CaMOCTOSTEIbHOE
BBIMIOJTHEHUE 3a/laHuid B TEKCTOBOW (opMe, NPUBEIEHHBIX B  HACTOSIIMX
METOIMYECKUX YKA3aHUSIX.

7. Camoxonmpons SBASETCS 00S13aTEIbHBIM 3JIEMEHTOM CaMOCTOSITEIbHOU
paboThI CTyIEHTA N0 JUCUUIUIMHE «JleTonpon3BOICTBO U PEXHUM CEKPETHOCTHY.
OH mno3BosiieT (HOPMHUPOBATH YMEHUS CAMOCTOSATEIBHO KOHTPOJIMPOBATh H
aJIeKBaTHO OLICHMBATh pPE3yJIbTaThl CBOEH YYEOHOH MAEATEIbHOCTM U Ha 3TOU
OCHOBE YNPABJATH IPOLIECCOM OBJIaACHUs 3HaHUAMU. OBIajcHUE YMEHUSIMH
CAMOKOHTPOJS ~ (OPMHUpPYET  HaBBIKM  IUIAHUPOBaHMsSI  ydyeOHOro  Tpyna,
CHOCOOCTBYET yriIyOJIEHUIO BHUMAHUS, IaMATH U BBICTYNAET KaK BaXXHbIN (pakTop
pa3BUTHUS TIO3HABATENILHBIX CIOCOOHOCTEH.

CaMOKOHTpPOJIb BKJIKOYAET:

1. OTBeT Ha BOIPOCHI Ui CAMOKOHTPOJIS Ui camMOaHaiu3a IIyOWHbI U
IIPOYHOCTH 3HAHUW U YMEHHU O TUCLUIUINHE.

2. KpuTrnueckyro  OLEHKY  PE3yJbTaTOB  CBOEM  IIO3HABATEIBbHOU
NEeSATETbHOCTH.

CaMOKOHTpPOJIb YYUT LEHUTh CBOE BPEMsI, TO3BOJISIET BOBPEMSI 3aMEHUTH U
UCITPaBJISATh CBOU OLIMOKH.

@DOpMbI CAMOKOHTPOJISI MOTYT OBITh CIEAYIOIIMMHU:

e YCTHBI MEpecKa3 TEKCTa JIEKIMM U CPaBHEHHE €ro C COAEPKaHHEM
KOHCIIEKTA JICKIIVH;

® OTBET Ha BONPOCHI, IPUBEJACHHBIE K KaKIOU TEME;

® COCTaBJIEHME IIaHa, TE3UCOB, (HOPMYIMPOBOK KIIOUYEBBIX IMOJIOKEHUN
TEKCTa M0 NaMsTH;

® OTBEThl Ha BOINPOCHl M BBHIIOJHEHHE 3aJaHUN JJIi CaMOINPOBEPKU
(HacTosiIMe METOAMYECKUE YKa3aHUs MPEIoaraloT BOIPOCH! JIsl CAMOKOHTPOJIS
M0 KaXI0W U3y4aeMoil Teme);

® CaMOCTOSITEJIBHOE TECTUPOBAHHUE IO IMPEIVIOKEHHBIM B HACTOSALIUX
METOJAMYECKUX YKa3aHUSAX TECTOBBIX 3aJaHHIA.

CaMOKOHTpOJIb Yy4eOHOM AESTENbHOCTU MO3BOJSET CTYJIEHTY OLIEHUBATh
3G (HEKTUBHOCTD U PAllMOHATBHOCTD MPUMEHSIEMBIX METOAO0B U (DOPM YMCTBEHHOTO
TpyJa, HAXOJUTh JONMyCKaeMble HEJAOYEThl M Ha JTOW OCHOBE IPOBOJUTH
HEO0OXOIMMYIO KOPPEKIIUIO CBOSH MO3HABATEILHON JIEATEIIbHOCTH.

[Ipy BO3HMKHOBEHHMH CJIOKHOCTEH IO YCBOEHHUIO IPOIPAMMHOIO Marepuaia
HEOOXOJMMO TMOCeNaTh KOHCYJIbTAlMM MO AWCLUHUIUIMHE, 33JaBaTh yTOUHSIOIINE
BOIIPOCHI HA  JIEKIMSAX W NPAKTUYECKUX  3aHATHAX, YIEIATh  BpeMs
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CaMOCTOATENBLHOU

IIOATOTOBKC

(Jacel HA  CaMOCTOSITEIbHOE  U3yYEHHE),

OCYHICCTBJIAATH BCC (I)OpMBI CAMOKOHTPOJIA.

3. INIAHBI CEMUHAPCKHUX 3AHSATUI

/o

Tema CCMHUHAPCKOI'O 3aHATHA

PaCCManI/IBaeMLIC BOIIPOCHI

2

3

[Ipenmer, 3axayum u cucrema
NTCLIUTUIVHBI:
«/]enonpon3BoACTBO U pEXUM
CEKPETHOCTHY.

OCHOBHBIE TIOHSITUS JAEIONPOU3BOJCTBA. Ero
npenMer, 3amgaun U cucreMa. CTpyKTypa)
COJICPIKAHMS yueOHOMI JUCIUTUTUHBL:
«J1emonpon3BOJCTBO U PEKUM CEKPETHOCTHY
u e B3aUMOCBA3b C JPYIMMHU Y4YEOHBIMU
NMUCIUTUTMHAMMU.

Jlenonponu3BOACTBO B MPaBOOXPAHUTEIBHBIX
OpraHax — CylHOCTh Y 3HaYEHUE.

Hctopust opranuzamnuu
NIEeJIONPOU3BOICTBA B Poccum.

OcyuiecTBiieHre (QYHKIUU JEI0MPOU3BOICTBA
B JONETPOBCKYIO 3m0Xy. Pedopmbl B
OpraHu3alHH JIEJIONPOU3BOICTBA B
nocoBeTcKkoe BpeMsi. OCHOBHbBIE TEHJICHLUU U
0COOEHHOCTH OpraHu3alHH
nenonpousBoactea B CCCP u oreuecTBEeHHOM
[IPAaBOOXPAHUTEIbHON CUCTEME.

QOyHKIIMM U OpraHu3alus JIeIONpPOU3BOICTBA
B  Poccuiickoit = ®enepaunun.  ['OCTsL
[TonpasneneHus Iea0NpoOU3BOACTBA B CUCTEME
[PAaBOOXPAHUTEIbHBIX OpraHax: 3ajJaud |
(byHKITUH.
MexayHapoaHble CTaHAapThl B 00JacTH
NEJONPOU3BOICTBA M JOKYMEHTOOOOpOTA.
Yaudukamus MEXIyHApPOJHBIX  MPaBUII
COCTaBJIEHUS] JOKYMEHTOB.

[TonsiTvie 1 BUABI CITY>KEOHBIX
NTOKyMEHTOB, 00pa3yIoluXxcs B
[PABOOXPAHUTEIBHBIX
Oprasax.

Crnyxe0Hble TOKYMEHTHI, pa3padaTbiBacMble B

MOAPA3AECTICHUSIX MIPaBOOXPAHUTEIbHBIX|
OpPraHoB:  TPUKa3bl U  PACHOPSIKEHHUS;
pEriaMeHTHI, MOJIOKEHUS, npaBuia,

WHCTPYKIIUM, TTOPSJIKH, HACTABJICHUS U JPYyTHe
HOpPMAaTHBHBIEC ITPABOBBIEC AaKThl, MPOTOKOJIbI;
MJIaHbI, OTYETHI, JOKIIAAbI, TOHCCEHUS, AKTHI,
ITOKJIQHBIC  3alMCKHA, O0030phI, CIIPABKH,
BaKJIFOUEHUSI, PariopThl; CIIy>)KCOHBbIE TMHUCHMA;
CITy>KeOHbIE 3aIUCKH; TeJIerpaMMBl,

DJICKTPOHHBIC COO6H.I€HI/I$I, HaIIpaBJIsICMBIC II10|
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BEJOMCTBEHHOU CBsi3U, TenedoHorpammsbl. Mx
MOHSTHUS U 0COOEHHOCTH O0(hOpMIICHHS.

[IpaBuia MOArOTOBKY U
o(opMIiIeHUs OTAEIBHBIX
TTOKYMEHTOB B
MIPABOOXPAHUTEIHHBIX OpraHax
(IOKyMEHTUPOBAHHUE).

[lpaBuna u mopsgok odopmileHUS M y4déra:
PUKAa3bl W  PACIOPSDIKEHUS; PEITIaMEHTHI,
MOJIOKEHUS, IPaBUJIa, UHCTPYKIUHU, MOPAJIKH,
HAacTaBJI€HUS W  JApPyru€  HOPMaTUBHBIC
[PaBOBbIC aKThI; MPOTOKOJIbI; IJIAHBI, OTYETHI,
NOKJIAJbl, JIOHECEHUS, aKThl, JIOKJIAJHbIC
BalMMCKU, 0030pbI, CHpPaBKU, 3aKIIOYCHUS,
pamnopThl; CIYXEOHbIE MNHUChMA; CIyKEOHbIC
BaCKH, TEJIErPaMMBlI, AIIEKTPOHHBIE
COOOIICHUS, HaIlpaBJIsieMbIe o
BEJOMCTBEHHOU CBs3U, TenedoHorpammal. Mx
MOHSTHUS U 0COOEHHOCTH OQOPMIICHHUSI.

[Topsinok oOpaieHus
ITOKyMEHTOB B
MPaBOOXPAHUTEIBLHBIX OpraHax
(IOKYMEHTOO0O0POT).

Bubl JIOKyMEHTOTIOTOKOB. O6paboTka]
BXOJSILINX JIOKYMEHTOB. OO6paboTkal
VCXOISIINX JOKYMEHTOB. O6paboTka
BHYTPEHHHUX JOKYMEHTOB. O0paboTka
OpraHU3aIMOHHO-PACTIOPS AU TECITBHBIX
JTOKYMEHTOB M JIOTOBOPOB  (COIVIAIIICHUN).
[Tpném 151 o0paboTka JOKYMEHTOB,
MOCTYNAIOIIMX 1O BEIOMCTBEHHOM CETH
CBs3M; 00pa0oTKa TenerpaMM; MpPUEM H
nepenada Ttenedonorpamm. Ilewaranuwe u
TUPAKUPOBAHUE JOKYMEHTOB.
CrenorpadupoBaHue.

KOHTpOJIb UCTIOJTHEHU ST
TOKyMeHTOB. [Topsnok
paccMOTpeHus oOpalieHui
rpa)<JaH B
[MPaBOOXPAHUTEIIbHBIX
OpraHax.

[TonsiTMe W DJTanbl KOHTPOJISI HCHOJHEHUS
NTOKYMEHTOB. lleHTpann30BaHHBIA KOHTPOJIb.

[IpenBapuTenbHbIN KOHTpPOJIb.
[IpenynpenuTenbHbIi KOHTPOJIb.
AHAIUTUYECKUI KOHTPOJIb. Custue

NOKYMEHTOB C KOHTpoJisi. CPOKM MCITOTHEHUS
KOHTPOJIbHBIX JIOKYMEHTOB.

Bunbl oOpailieHuid TpaKaaH: MNPeIoKEeHHUs,
3asBIEHUS, KaloObl. WX  CyIIHOCTHBIE
XAPAaKTEPUCTUKU.  OTalnbl  PacCMOTPEHUS
WHIUBUYaJIbHBIX U KOJIJIEKTUBHBIX
MPEIOKCHUH, 3asBJICHUHA U ’Kajlod TpakJIaH B
YUPEKICHUIX NTPABOOXPAHUTEIBHBIX OPTaHOB.
Komuccun mo pabore ¢ NHUCHbMEHHBIMH U
YCTHBIMHU oOpaieHusiMu rpaxaad. KoHTposb
MOpsAJIKA PACCMOTPEHHUs OOpalleHUui rpaxaaH

B CUCTEMC IIPABOOXPAHUTCIIbHBIX OPraHOB.
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[lepenaya TOKyMEHTOB B
apXUBbl. JKCIIEPTU3A U
YHUYTOXKEHUE JIE.

JKcrepTu3a LEHHOCTU U OTOOp JOKYMEHTOB
JUISl XpaHEHUs WK YHUUTOXKEeHUs. [lopsnok u
ocHoBaHMsi e mnpoBeneHus. OdopmiieHus
pe3ynbratoB €€ mnpoBenacHus. Onuch Jnena.
[Topsimox mepenayn JIOKYMEHTOB B apXWB.
[ToaroToBka K mepenaye JOKYMEHTOB B apXUB.
'YHuuToXXeHHEe ey, AKT 00 YHUUYTOKEHUH.

OcyiectBieHne padboT ¢
TTOKYMEHTaMH OTPaHUYCHHOTO
pacrpocTpaHeHusl.

[TonsiTHE CIIy>keOHOH uH(popmauy
OTpaHUYEHHOTO pacipoCTpaHEHUS.
[IpucBoeHUEe, HM3MEHEHHE, CHSATHE TIOMETKHU
«Jmst CITy’keOHOTO TIOJTE30BAHMUSIY.

OcoOenHoctu odopmiieHus, ydéra, npuéma
CiIy’)keOHOW  MH(pOpMaluu  OTPaHUYEHHOIO
pacipoctpanenus.  llepenaua,  mpoBepkal
HaJIU4YUsl W YHUYTOXKEHUE  CIIy>KEOHOM
MH(pOpMAIIH OTrPaHUYEHHOTO
pacnipocTpaneHus. JleMcTBUS COTPYIHHKOB
[IPABOOXPAHUTENbHBIX OPraHoOB B  Cllydyae
yTparsl JTOKYMEHTOB C TIOMETKOM  «/[ms
CITy>K€OHOTO MOJIb30BAHUS) 160
pasmameHuss  cioyxkeOHoll — mHpopmaiuy
OTPAaHMYEHHOTO PACTIPOCTPAHEHUSI.

[lousiTue, 3HaYCHUE U
[MPABOBOE PETYIUPOBAHUE
pEKUMa CEKPETHOCTH B
FOPUCTIPYACHIINH.

[ToHsiTHe, CYIIHOCTh W 3HAYCHUE PEKUMA
cekpetHocTU.  CBeleHUs,  COCTaBISIOIINE
rocyqapcTBeHHy0 TaitHy. OOs3aHHOCTH W
OTPaHUYCHUS JIJISI COTPYIHUKOB, TOMYIIEHHBIX
K paboTe C CEKPETHBIMH JOKYMEHTAMH.
KoHTpoib coOMoaeHnsT pexxuMa CEKPETHOCTH
B CHCTEME TIPABOOXPAHUTEIBHBIX OPTraHOB.
MeToquka OpraHu3allid W MPOBEACHUS
MPOBEPOK  HAJIM4YMs, TOpsAKa ydéra U
XPaHEHHS CEKPETHBIX JOKYMEHTOB.

[IpaBuna BBITOJIHEHHWS CEKPETHBIX PabOT.
OTBETCTBEHHOCTh COTPYITHUKOB 32 HAPYIICHHE
pekuMa  ceKpeTHOCTH.  OTBETCTBEHHOCTH,
pyKOBOAMTENEH 32 0OecTieueHIE HaJIeKAIIIETO
peXrMa CEKPETHOCTH TMPOBOIUMBIX PabOT.
O6mme monokenust u (HOpMbI JOMyCKa K
rocynapctBeHHoW TaiHe. OdopmiieHue o
nepeodopmiienne nomycka. [lopsimok momycka
rpaKJaH K CBEACHHIM IO Tpu(oM CEKPETHO,
COBEpIICHHO CEKPETHO M 0CO00M Ba)KHOCTH
npy  KOMaHJIWPOBAaHUM WX B JIPyTHC
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] oprammzanum.

4. TEMbI JOKJIAJIOB IO JUCHUILIUHE
«Jle10ompoOU3BOCTBO M PEKUM CEKPETHOCTH

1. Ilpeamert, 3amaun W cUCTEMAa AUCHUIUIMHBI «Jl€JIOMPOU3BOICTBO U PEXKUM
CEKPETHOCTHY.

2. Hcropus pa3BUTHS OTEYECTBEHHOTO AEJIONPOU3BOICTBA.

3. HopmaTtuBHO-TIpaBoBas 6a3a Jea0npor3BOICTRA.

4. Opranuzanus 1 BeIeHUE JEIOMPOU3BOICTBA B YUPEKICHUAX U OPTaHU3ALUAX.
5. I[lonsTue «1okymeHT. Buabl fokymeHToB. FOpuanueckas cuina JOKyMEHTa.

6. OyHKIIMU JOKYMEHTOB.

7. O6u1me npaBuiia MOJATOTOBKU U 0(OPMIICHUSI JOKYMEHTOB.

8. IloHATHE «PEKBU3UT JOKYMEHTA», COCTAaB PEKBU3UTOB.

9. IlpaBuna odopmieHHs PEKBU3UTOB (rocynapcTBeHHbI repd P®, Ha3BaHue
OpraHM3aliy, CIPABOYHbIE JaHHBIE 00 OpraHU3aIH).

10. IlpaBuna odopmieHUs PEKBU3UTOB (Aara JOKyMEHTa, ajapecar, TIpud
YTBEPKJICHHUS TOKYMEHTA).

11. IlpaBuna odopmieHUs PEKBU3UTOB (MOIIMUCH, OTMETKAa OO0 WCIIOJIHUTEIE,
OTMETKA O HAJTUYHUH MPUIOKECHHUS).

12. IIpaBuna oopmMiieHUs] PEKBU3UTOB (PE30NIOLINSI, OTMETKA O 3aBEPEHUU KOMHH,
OTMETKa 00 UCIIOJHEHUU JOKYMEHTA U HAIIPAaBJICHHUH €T0 B JIEJ0).

13. Buabl ciayxeOHBIX JOKYMEHTOB, MWCIIOIB3YIOIUXCA B JIEATEIBHOCTH
MPaBOOXPAHUTEIBHBIX OPTraHOB.

14. TIoHsiTHE «IIPOTOKO» U OCOOEHHOCTH €ro MOATOTOBKU M O()OPMIICHHUS.

15. IloHATHE «aKT» U 0COOEHHOCTH €T0 MOJATOTOBKH M O(pOpMIICHHS.

16. TlonsATUS «TIIaH», «PATIOPT» U OCOOCHHOCTH MX MOATOTOBKU U O(hOpMIICHUS.
17.IlonsiTie  «IOKYMEHTOOOOpOTa» U ero coctapistonme. I[IpobGrembr  ero
COBEPILEHCTBOBAHUS.

18.0Opranunzanus 10CTaBKH TOKYMEHTOB.

19.I1paBuna 06pabOTKK MOCTYNHUBIIECH TOKyMEHTAIUH.

20. [IpaBuna oOpabOTKH OTHPABISAEMBIX TOKYMEHTOB.

21. Ilopsamok MpOXOKAECHUSI BHYTPEHHUX JOKYMEHTOB.

22. KoHTpOJIb HCTIOJTHEHHS JOKYMEHTOB B IIPABOOXPAHUTEIBHBIX OpraHax.

23. CpOKH UCIIOITHEHUS TOKYMEHTOB.

24. Peructpanus JOKyMEHTOB, €€ BUJIBI.

25.Ilepenava >ne€KTPOHHOTO COOOIIICHHUS.

26. ®akCUMUIIbHAS CBSI3b.

27. Ilpuém u o6pabdoTka TenedpoHorpamm.

28. [Ipuém u 06paboTKa TeIeTalumorpaMmm.

29. Haznauenune W (QyHKIIMH CEKpeTapuaToB (KaHIENSAPUN) B YUPEKIACHHUSIX U
OpraHu3aLHsIX.

30. IonsiTHe «aenoy», mpaBuia ero GopMUPOBAHUSI.
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31. IlpaBuna opopmieHus aena.

32. IlpaBuia moAroToBKU U 0(hOpPMIIEHUS] HOPMATUBHBIX MPABOBBIX aKTOB (0OIIHE
TIOHSTHUS).

33. llonsiTe «rocymapCcTBEHHas TaiiHa». IlepeyeHb CBENEHMI, COCTABIISIIOLINX
rocyJapCTBEHHYIO TailHy B 00JIaCTH OTIEPAaTUBHO-PO3BICKHOM JIEATETLHOCTH.

34. IlpyHUUIBI OTHECEHUS CBEACHUM K TOCYJapCTBEHHOM TaliHe.

35. CBenenus, He MOAJIEKAIINE OTHECEHUIO K TOCY/IapCTBEHHOM TallHE.
36.CreneHb CEKPETHOCTH CBEIECHMM, COCTaBISIOIIMX TOCYJApCTBEHHYIO TalHy U
rpudbl CEKPETHOCTH ITUX HOCUTEICH.

37. llopAmoK 3aceKpeumBaHMs CBENCHUM, COCTABISIOMIMX TI'OCYJAapCTBEHHYIO
TaMHY.

38. Ilopsinok nomycka K roCyaapCTBEHHOM TalHe.

39. OcHoBaHUs JJ1s1 OTKa3a B JIOMYCKE K TOCYJapCTBEHHOU TaifHe.

40. OrpaHnnyeHus IpaB IPAXK/IaH, JOMYIIEHHBIX K TOCYJapCTBEHHOW TalHE.

41. OTBETCTBEHHOCTBH 3a HapylICHUE 3aKoHOAaTeNIbcTBa Poccniickoit @eaepannn o
rOCy1apCTBEHHOM TalHe.

42. ConuanpHble TAPAHTUH, YCTAHOBIICHHBIE TOJDKHOCTHBIM JIMIIAM U TPa)XKIaHaM,
JOMYLIEHHBIM K TOCYAapCTBEHHOW TaliHE.

43. Jlomyck TpeanpusTU, YUYpeKIACHUN U OpraHU3aluil K IPOBEICHUIO PadoT,
CBA3aHHBIX C HCIIOJB30BAHUEM CBEICHUM, COCTABIMIOIIMX TIOCYAApCTBEHHYIO
TaMHY.

44. VYcnoBus mOpekpameHus AOMYCKa JOJDKHOCTHOTO JIMIA WM TPAXKIAHWHA K
rOCYIapCTBEHHOM TalHE.

45. Oprassl 3alIATHI TOCYIapCTBEHHON TalHBI.

46. OOs3arenbcTBa pabOTHHKA, JOMYIIEHHOTO K CBEICHUSIM, COCTaBJISIOIINX
rOCyJlapCTBEHHYIO TalHY.

47. TpeboBaHUs, MPEABABISIEMbIE K PEXKUMHOMY TTOMEIIECHUIO.

48. HopmatuBHbBIE JOKYMEHTBI, PEITIAMEHTUPYIOLLINE PEXKUM CEKPETHOCTH.

49. OO0s13aHHOCTH pabOOTHHUKA, TPH TMOJYYCHUH OTIEUAaTAaHHOTO CEKPETHOTO
JIOKyMEHTA.

50.ITpaBuna yrakoBKU CEKPETHBIX JOKYMEHTOB B IMAKET JJISI OTIIPABKHU.
51.3anpeTsl, CBSI3aHHBIE C MPOBEACHUEM CEKPETHBIX PaboT.

52. OdopmiieHrEe CEKPETHBIX TOKYMEHTOB.

53. llopsmok TONMy4YEeHHs] CEKPETHBIX JOKYMEHTOB B PEKHUMHO-CEKPETHOM
MO/IPAa3/ICIICHAH.

54. JlocTaBKa CEKPETHBIX JOKYMEHTOB.

55.I1oHATHUS «PEKUM CEKPETHOCTUY», «CEKPETHBIE PAOOTHI».
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5. IlepeyeHb OCHOBHOI U JONOJHUTEIbHOH Y4eOHOH JTUTEPATYPBHI,
He00XO0AUMOI1 VIS OCBOCHUS IV CLMIIJIMHBI

OcHoBHas ydyeOHas TuTeparypa

1. XKarnmun, A. B. OcHOBBI ymnpaBi€HUsS U JEIONPOU3BOJACTBA B OpraHax

BHYTPEHHHMX Jel:. ainbboM cxeMm : ydeObHoe mocobue / A. B.Xarmms,
A. 1. YnbsiHOB. — 2-¢ u3n., nepepad. u gon. — Mocksa : FOuutu-/lana : 3akoH u
npaBo, 2021. — 225 c. : cxeM. — Pexum JpocTyma: Mo NOIMUCKE. —

URL.: https://biblioclub.ru/index.php?page=book&id=683085 (mara  oOpameHus:
01.08.2021). — bubnuorp. B KH. — TEKCT : AIIEKTPOHHBI.

2. Ky3unenos, U. H. [lemompousBoactBo : ydebHOoe mocobue : [16+] /
. H. Ky3nenos. — 10-e u3za. — Mocksa : Jlamkos u K°, 2021. — 406 c. : Tabn. —
Pexxnm JOCTyTIa: 1o MIOJIINCKE. - URL: https://biblioclub.ru/
index.php?page=book&i1d=684221 (nara o6pamenus: 20.08.2021). — bubmumorp.:
c. 312-323. — TekcT : 3NEKTPOHHBII.

JlononHUTENbHAS TUTEpaTypa

1. ApacnanoBa, B. A. CiyxeOHble TOKYMEHTHI: (DOPMYISPB U MPUMEPHI

opopmiieHusi.  AnbOOM:  ydyeOHO-TIpakThueckoe  mocobuwe @ [12+] /
B. A. ApacnanoBa, E. C. bypmuctpoBa. — MockBa ; bepmun : [upexkr-Menua,
2020. - 108 c. —  URL: https://biblioclub.ru/index. ~ php?page=
book&1d=578396 (mara oOpamenus: 07.09.2021). — Pexum goctyma: 1o

MOANUCKE. - TEKCT : AIEKTPOHHBIN.

2. Eropoga, JI. b. Uctopusi nemonpousBojctBa B Poccuu : ydeOHUK : B 2
yacTsax : [16+] / JI. b. EropoBa, H. A. PoroxoBa. — Mocksa ; bepaun : Jlupekt-
Menuna, 2021. — Y. 1 (konery IX — magano XX B.). — 333 c¢. : ui., tabm. —
URL: https://biblioclub.ru/index.php?page=book&id=602451 (mara  oOparieHus:
25.08.2021). — Pexxum tocTyna: 1o nNoAnucke. — TEKCT : JJIEKTPOHHBIM.

3. Kabamos, C. FO. Jlenonpou3BoiCTBO U apXWBHOE JI€JI0 B TEPMUHAX U
onpenenenusx : yueonoe mocodue / C. ¥0. Kabamos, U. I'. AchanausipoBa. — 3-¢
u3., ctep. — Mocksa : @®JIMHTA, 2018. — 295 ¢. — Pexxum gocTtyna: mo mojamnucke.
— URL: https://biblioclub.ru/index.php?page=book&i1d=69168 (nara oOpaiienus:
22.08.2021). — TekcT : 3JIeKTPOHHBIH.

Jlpyrue yueO0HO-MeTOANYECKHE MATEPHAIbI

OTpaciieBble HAyYHO-TEXHHUUECKHE KypHAJIbl B OMOJINOTEKE YHUBEPCUTETA!
Kypnan «McTopus rocyaapcTBa u rmpasay.
Kypnan «¥Opuct».
N3Bectus FOro-3amaaHoro rocy1apCTBEHHOIO YHUBEPCUTETA.
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https://biblioclub.ru/index.php?page=book&id=683085
https://biblioclub.ru/%20index.php?page=book&id=684221
https://biblioclub.ru/%20index.php?page=book&id=684221
https://biblioclub.ru/index.%20php?page=%20book&id=578396
https://biblioclub.ru/index.%20php?page=%20book&id=578396
https://biblioclub.ru/index.php?page=book&id=602451
https://biblioclub.ru/index.php?page=book&id=69168

Ilepeuennb pecypcoB HHGOPMAITMOHHO-TEIEKOMMYHUKAIMOHHOM CeTH
«HTEpHET», HEOOXOIUMBIX JJI5l OCBOCHHUS TUCHUTLINHBI
1. www.elibrary.ru - DnekTpoHHast OnbGIMOTEKa

2. http://www.consultant.ru - OdunmanbHbIi cauT KOMIaHUU
«KoncynbrantlIrocy

3. http://www.garant.ru - OH-TaliH BepcUs CIPaBOYHO-TIPABOBOW CHCTEMBI
«["apanT» - HOpPMAaTHBHBIE akKThl, CyAcOHas TMpakTUKa, KOMMEHTapHH K
3aKOHOJIATEIhCTBY, HAYYHBIC CTATHU

4. http:// www.gov.ru - CepBep OpPraHoB TOCYAapCTBEHHOW BIACTH

Poccniickon @enepanun
5. https://biblioclub.ru/ - 9bC «YHuBepcurerckas 6nbIMOTEKa OHIIANH
6. lib.swsu.ru/ - Dnekrponnas 6mbmuorexa FO3I'Y
7. https://e.lanbook.com / - DBC «Jlaub»
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