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1. OPTAHUBAIIMOHHO-METOANYECKHUE
HHOJIOXKEHUA

1.1. O0mue moJ10:keHU st

[ens JUCHUIUIMHBI — U3YYEHUE CTYACHTAMH JIUCIUIUIMHBI
ABIIIETCS. (POPMHUPOBAHHUE Yy CTYACHTOB CHUCTEMBbI 0a30BBIX 3HAHUU B
00J1aCTH IOKYMEHTAIIMOHHOTO 00€CIIeYeHUs YIIPABICHHUS U HABBIKOB UX
UCIOJIb30BaHUA B MPAKTUYECKON MTPOPeCcCUOHAbHON AeATETbHOCTH.

[Ipeamer aucturmimuHbel — cdepa ACATESIBHOCTH 4YEJIOBEKa IO
pa3pabotke U opopMIICHUIO O(UITHATIBHBIX JIOKYMEHTOB, OpraHU3aIllUuU
UX JIBIDKCHUS, YU€Ta U XpaHEHUS.

Ocnosnvle 3a0a4u OUCYUNTUHDL:

- W3y4YeHHWE, CHCTeMaTH3alds ©  3aKpelyieHHe  3HaHUU
TEOPETHUECKUX U METOJUYECKUX OCHOB MPUHSATHS PEIICHUN B 00IacTH
JI€J0TPOU3BOJICTBA;

- pa3BUTHE MPAKTHYECKUX HABBIKOB PA0OTHI C JOKYMEHTAMHU;

- yCBOEHHE TPeOOBaHMUI 3aKOHOJATEIHLCTBA 1 HOPMATHUBHBIX aKTOB
B 001acTH JEJONMPOU3BOJICTBA W B cdepe oOecreueHus pexuMa
CEKpPETHOCTH M  BBIpaOOTKa HABBIKOB WX  HEYKOCHHTEIBHOTO
COOIOEHUS.

B pe3ynemame uzyuenus 0anno2o Kypca cmyoennvl 00NH#CHbL:

3HATD:

- mpaBuiia pa3paboTku U O(OpPMIIECHUS IOPUJIUYECKUX U
CITYKEOHBIX JJOKyMEHTOB;

- TpeOOBaHUSI HOPMATHUBHBIX MPABOBBIX AKTOB B OOJACTH 3aIlIUThHI
rOCYIapCTBEHHOW TallHbI U MHPOPMAIMOHHOW 0€30MaCHOCTH,

- TpeboBaHUSg  TO  OOECHEUEeHHI0  COONIONECHHS  pexuMa
CEKPETHOCTH

yMeTh:

- pa3zpabaTbiBaTh U OQOPMISTH PE3yJbTaThl MPOPECCUOHATBHON
NEATEIIHHOCTH B MIPOIIECCYaTbHOU U CIYKEOHON JOKYMEHTAIIUH;

- obecneunBaTh COONIIOICHUE PEXUMA CEKPETHOCTH

BJIA/IETh:

- HaBbIKaMU  pa3paboOTKu W OMOpMIICHUS  Pe3YyJIbTaToOB
npodeCCUOHATILHOM AESTEIbHOCTU B MPOLECCYAIbHON U CIIy>KeOHOMU
JOKYMEHTAIUU;

- HaBBIKAMU TPUMEHEHUs TPeOOBaHMI HOPMATUBHBIX IMPABOBBIX



aKTOB B 00JIaCTH 3alIUTHl TOCYAapPCTBEHHOUN TailHBI M MH(POPMAIMOHHON
0e30ITaCHOCTH,
- obecrnieueHus peKuMa CEKpPETHOCTH.

1.2. MeTonn4ueckue peKoMeHIaluu
10 OPraHU3aluu U3y4YeHHU s JTUCUUILINHbI

B pamkax u3zyueHusi TUCHUIUIMHBI «J[€TOMPON3BOJCTBO U PEKUM
CEKPETHOCTH» paboTa CTYJICHTOB OPraHU3yeTCs B CIAEAYIOMINX PopMax:

e paboTa ¢ KOHCHEKTOM JIEKIIMH ©  JOTMOJHUTEIHHOMN
JIUTEPATYPOU IO TEMAM KypcCa;

® HM3y4YCHHUE BOIPOCOB, BBIHOCUMBIX 33 PaMKH JICKIIMOHHBIX
3aHATUN (JIMCKYCCUOHHBIE BOIIPOCHI JISl IONOJIHUTEIBHOTO U3YUYEHUS);

® [IOJrOTOBKA K CEMUHAPCKOMY 3aHSTHUIO;

® BBINIOJHEHHUE TPYIIOBBIX W WHAUBUIYAJIbHBIX JOMAIIHUX
3aJaHuM, B TOM YHCJIE:

— TMPOBEICHUE COOECEIOBAHUS 110 TEME JICKIIUH;

— TIOATOTOBKA KpAaTKOTO JOKJajga (pe3toMe, 3cce) MO Teme
CEMHUHAPCKOTO 3aHATHS U pa3padOoTKa MyJIbTUMEIUIHON TPe3eHTAINH K
HEMY;

— BBINOJHEHUE TMPAKTUYECKUX 3aJaHuil  (pelieHue 3ajaad,
BBITTOJIHEHHE PACUETHBIX U JJa00OpaTOPHBIX padoT);

— MOJATOTOBKA K TECTHPOBAHHUIO;

® CaMOKOHTPOJIb.

PekoMeHIyeMBlii HI)KE PEXKHUM  CaMOCTOSITEIbHOM  pabOThI
MO3BOJIUT CTYJICHTaM TJyOOKO pa3o0parbCcsi BO BCEX H3YYaeMbIX
BOIPOCAX, AKTUBHO Yy4YaCTBOBaThb B JHUCKYCCHSIX Ha CEMUHAPCKHUX
3aHATUSAX U B KOHEUHOM MTOT€ YCIENIHO CAATh 3a4€T MO JAUCHUILIMHE
«J1enompon3BOACTBO U PEKUM CEKPETHOCTH.

1. Jlexuust siBnsiercss GyHAAMEHTAIbHBIM HMCTOYHUKOM 3HAHHUU U
JOJDKHA ~ CMOCOOCTBOBAaTH  IIIYOOKOMY  YCBOGHHMIO  Marepuana,
AKTUBU3UPOBATh HHTEPEC CTYJACHTA K U3y4aeMON JTUCIUTUINHE.

PaboTy ¢ KOHCHEKTOM JIEKIMI I€JIeCO000pa3HO MPOBOAUTH
HEMOCPEACTBEHHO Tociie €€ mnpocaymuBanuga. OHa mnpeamnosaraer
NEePEYUTHIBAHUE KOHCIIEKTA, BHECEHHME B HEro, MO0 HEOOXOAMMOCTH,
YTOYHEHUM, JOMTOJTHECHUH, pa3bICHEHUN U U3MEHEHNN. O3HAKOMIICHUE C
JOTIOJIHUTEIBFHON JIUTEpaTypod MO TeMe, MpoBeAeHUEe 0030pa MHEHUM
JIPYTUX y4€HBIX MO u3ydaeMon Teme. HeoOXoIuMbIM SIBIIIETCS IITyOOKOE



OCBOCHHE CO/ICp>KaHUs JICKIIMU U CBOOOJIHOE BJIAJICHUE UM, B TOM UYHUCIIC
UCIIOJIb30BAaHHOM B HEW TEPMHUHOJOTUM (TOHSTUN), KaTEeropul u
3aKOHOB (IJIOCCapWil K KaXKJOW TEeM€  COACPXKUTCA B pazjaene 2
HACTOSIIIUX METOAMYECKUX YyKa3zaHui). CTyJIeHTy PEKOMEHIYETCS He
OTPaHUYMBATHCS MPU U3YUYEHUH TEMBI TOJBKO KOHCHEKTOM JIEKIUN WIU
OJIHUM YYEOHHUKOM; HEOOXOIMMO HE TOJBKO KOHCIEKTHUPOBATh JICKIUH,
HO W YUTATh JIONOJHUTEIbHYIO JIUTEpaTypy, HM3ydaTb METOAUYECKHUE
pEKOMEHAAIH, N3jaBaeMbie Kadeapoi.

2. B cBa3u ¢ OonpliiM  00BEMOM H3ydyaeMoro Marepuana,
UHTEPECOM  KOTOPBIH  OH  MPEACTaBIsA€T JJIsI  COBPEMEHHOIO
00pa30BaHHOIO0 YE€JIOBEKAa, HEKOTOPBIE BOMPOCHI BBIHOCATCS 3a PaAMKHU
JEKIUA. DTO MPEAYCMOTPEHO pabouyrM YUeOHBIM IJIAHOM IOATOTOBKH
OakanaBpoB. M3yueHnue 80NpOCO8, bIHOCUMBIX 34 PAMKU JIEKYUOHHBIX
3anamuy (IACKYCCUOHHBIX BOINPOCOB pasiaeia 2), MNOpeanojaraet
CaMOCTOSTEIbHOE U3YYEHHE CTYJACHTAMU JIOMOIHUTEIBHON JTUTEepaTyphl
U €€ KOHCIIEKTUPOBAHUE IO ATUM BOMPOCAM.

3. B xome mnpakmuueckux 3auamuii TPOBOAUTCA Pa3bsICHEHUE
TEOPETUUYECKUX TOJIOKEHUM Kypca, YTOUHEHUS MEXKIUCIUTUIMHAPHBIX
CBSI3EH.

Iloocomoska K npakmuueckomy (CeMuHapckomy) 3aHAmuro
npeamnosiaraetT OOIbIITYI0 CaMOCTOSTENIbHYIO padOTy 1 BKJIIOYAET B CEO:

e 3HAKOMCTBO C IUIAHOM CEMHHApPCKOTO 3aHATHUS W MOA00p
MaTepuajia K HEeMy [0 YyKa3aHHbIM HCTOYHUKAM (KOHCHEKT JIEKIUH,
OCHOBHasl, CIPaBOYHAS U JOTOJHUTEIbHAS JIUTEPATYpa, SJICKTPOHHBIC U
HNHTepHeT-pecypchl).

e 3anoMuHaHHUE NO00PAHHOIO MO IUIaHy MaTrepuania.

e (OcBoeHHE TEPMHUHOB, TIEPEIUCIICHHBIX B INIOCCAPHH.

e (OTBeTHI HA BOMPOCHI, TPUBEJIEHHBIE K KaXI0U TEME.

e OOaymbIBaHHE BOMPOCOB IS OOCYXJCHUS. BbIIBUXKEHUE
COOCTBEHHBIX BApMAHTOB OTBETA.

e BrimonHeHue 3a1aHUM MpenoaBaTes.

e [loaroroBka (BRIOOPOYHO) UHANBUIYATIbHBIX 3aIaHUMN.

3agaHus, TPUBEIEHHBIC B IJIaHAX 3aHSITUMN, BBINOJHIIOTCS BCEMHU
CTYICHTaMU B 00s513aT€JILHOM TOPSJIKE.

4. Boinonnenue epynnosvix u UHOUBUOYAIbHBIX OOMAUHUX 3A0AHUL
ABJISIETCS 00s3aTeIbHON (DOPMON CaMOCTOSITEILHONW Pa0OThI CTY/ICHTOB.
[lo mucuumnube «J/lenonpous3BOACTBO M PEXUM CEKPETHOCTH» OHA



npeArnojiaraeT  MOJATOTOBKY MHAMBHUAYAJbHBIX WJIM TPYNIOBHIX (HA
YCMOTpPEHHE MpeToaaBaTeisi) 00k1a0os (coodwenutl, pepepamos, scce,
MeopuecKux 3a0anuli) Ha CEMHHAPCKUX 3aHITUSAX U pa3paboTKy
MYJIBTUMEIUNHON IPE3CHTALIUU K HEMY.

Hoknao - TPOAYKT CaMOCTOSTEIbHOM pabOThl  CTYyACHTA,
pEeACTABISIONNUN COO0M MyOJUMYHOE BBICTYIUICHUE IO TPEACTABICHUIO
MOJIYyYEHHBIX  PE3yJIbTaTOB  PEIICHUS]  ONpenesiéHHOW  y4eOHOo-
MPaKTUYECKOM, yueOHO-UCCIEA0BATENbCKON NI HAYYHOUN TEMBI.

Occe - CPeACTBO, MO3BOJISIONIEE OLEHUTh YMEHHE 00y4aromierocs
MUCbMEHHO M3JlaraTh CyTh MOCTABJICHHOW MPOOJIEMbI, CAMOCTOSTEIBHO
IPOBOJUTH AaHAJIU3 MPOOJEMBI C HCIOJIb30BAHUEM KOHIICTIUN |
AHAJIUTUYECKOTO HWHCTPYMEHTApHUs COOTBETCTBYIOIIEH NUCIUILIUHBI,
7ienaTh BBIBO/IBI, 000OIIAIOIIME aBTOPCKYIO MO3UIIMIO MO MOCTaBICHHOU
npobieme.

Pegepam - mnpomykT camMOCTOSTENILHOM pabOThl CTYIEHTA,
PEACTABISIONUN COOOM KpaTKoe W3JIOKEHWE B THUChbMEHHOM BHUJIC
MOJIyYEHHBIX PE3YJIBTATOB TEOPETHUUYECKOTO aHaJIN3a OINPEAeIEHHOU
HaydyHOU (y4eOHO-HCCIIeIOBATEIbCKOM) TEMBI, TJI€ aBTOP PACKpHIBACT
CYyTh HMCCJIEAYEeMOW MpOOJIEMBbI, IPUBOJIUT Pa3IUUHbIC TOYKHU 3pPEHUS, a
TakXe COOCTBEHHbIC B3IUISIJIbl HA HEE, TPUBOJUT CIIUCOK MCIOJIb3yEMbIX
HMCTOYHUKOB.

Teopueckoe 3adanue - 4aCTUYHO PEINIAMEHTHPOBAHHOE 3aJaHue,
UMEIOIIEEe HECTAHIAPTHOE PEIICHUE U MO3BOJISIONIEE JUArHOCTUPOBATH
yMEHUSI, WHTETPUPOBATH 3HAHUSA Pa3IMYHBIX oOnacrei,
apryMEHTUPOBATh COOCTBEHHYIO TOYKY 3pEHHUsI. MOXKET BBINOIHATHCS B
WHJIMBUIYIbHOM WJIU TPYIIIOBOM MOPSIIAKE.

[IpenogaBarens cam (GOpMUPYET 3aJlaHUE WU CTYIACHTHI UMEIOT
BO3MOKHOCTh CaMOCTOSTEIBHO BBIOpAaTh OAHY W3 MPEANOJIaraeMbIX
MpEnoaBaTeIeM TEM U BBICTYNUTh HA CEMUHAPCKOM 3aHsTuu. Jlokian
(pe3tome, 3cce W T.J.) Kak ¢dopMa CaMOCTOATEIbHON Yy4ueOHOU
NEATEIbHOCTA CTYJAEHTOB TMPEJACTaBIsIET CcO0OM pacCcykIeHUE Ha
ONpPENeIEHHYI0O TEMY Ha OCHOBE 0030pa HECKOIbKMX HCTOYHUKOB B
HEesSX JIoKa3aTelbCTBAa WJIM OIPOBEPKEHUS] KaKOTO-THOO Te3uca.
Nudopmanys  HUCTOYHUKOB  HCHOJB3YeTCA  JUIsi  apryMEHTallUH,
WUIIOCTpallMM M T.J. CBOMX MbIcie. llenbp HamuMcaHus Takoro
paccyxJieHusl He TyOIupoBaHUE UMEIOIIEHUCS JIUTepaTyphl Ha 3Ty TEMY,
a TMOJrOTOBKA CTYACHTOB K TMPOBEICHUI0O COOCTBEHHOTIO HAYYHOIO



UCCJEIOBAHUS, K TNPABUIBHOMY O(OPMIICHUIO €ro ONHCaHud B
COOTBETCTBUU C TPEOOBAHUSAMH.

PaGora cCTyaeHTOB 10 TMOATOTOBKE JOKJaga (cooOleHus,
pedeparos, 3cce, TBOPUECKUX 3aJaHUIN) 3AKITIOYAETCS B CIACAYIOUIEM:

e 110100p HAYYHOU JIUTEPATYPHI 11O BHIOPAHHOU TEME;

e pabota ¢ JuTeparypod, OTOOpP HUHPOpPMALMK, KOTOpas
COOTBETCTBYET TEME U IIOMOTAET J10KA3aTh TE3UCHI;

e aHanu3 MpoOsIeMbl, (PaKTOB, SIBJICHUA;

e cucreMaruzaluss U 0000IIeHHE JaHHBIX, (OPMYIUPOBKA
BBIBOJIOB;

® OIICHKAa TEOPETHYECKOT0 W  MPAKTUYECKOTO  3HAYCHUS
paccMaTpuBaeMoi MpoOJIEMBI;

® aprymMeHTaluuss  CBOEr0  MHEHHMs,  OIIEHOK,  BBIBOJOB,
IPEAJIOKEHUN;

® BBLICTpPAaMBAHUE JIOTUKHU U3JIOKCHHUS;

® YKa3aHWE€ HCTOYHUKOB HH(POpPMalMM, aBTOPOB H3JIaraeMbIX
TOYEK 3PEHUS;

e mpaBwibHOE odopmiieHHE  pabOThl  (CCBUIKH,  CIHCOK
UCIIOJIb30BAaHHOM JTUTEPATYPhI, PUCYHKHU, TAOJIHIIBI) IO CTAHIAPTY.

CaMOCTOATENPHOCTh ~ CTYJIGHTAa MpPHU  MOATOTOBKE  JOKJIAJAa
(coobmienue, »scce) MposBIsETCS B BBIOOpE TEMbI, pakypca e€
pacCMOTpEHUsI, HCTOYHHKOB JJISI  PACKpPBITHUS  TEMbl, TE3UCOB,
apryMEeHTOB JJisi MX JI0Ka3aTelIbCTBA, KOHKPETHOW HHGOpMalLUd U3
MUCTOYHUKOB, CI0cO0a CTPYKTYPUPOBaHUS U 0000IIEHUST HHPOPMALIHH,
CTPYKTYPBhl M3JIOKE€HHUS, a TakXke B OOOCHOBAaHMU BBHIOOpa TEMBI, B
OLICHKE €€ aKTyaJlbHOCTH, IPAKTUYECKOTO U TEOPETHUECKOTO 3HAUYCHHS,
B BBIBOJIAX.

BricTynienne ¢ JoknagoM (pe3tomMe, 3CCE€) Ha CEeMHUHApe He
O0JKHO TipeBbliaTh 7-10 mMuHyT. [lociie yCTHOrO BBICTYIUIEHHUS! aBTOP
OTBEYaeT Ha BOMPOCHI ayTUTOpUH (CTYACHTOB, MPEIOAaBaTelisl) MO TEME
U COJEP>KaHUIO CBOETO BBICTYILJICHUS.

[lenp ® 3amayum  JaHHOTO BHUJA CAMOCTOSITEILHOW PpPabOTHI
CTYICHTOB OIPEACNSIOT TpeOOBaHUs, TMPEAbABIAEMbIE K JOKJIAIy
(pe3toMe, dcce), U KpUTEpUM €ro OLeHKu: 1) Jorudeckas
NOCJIEI0BATEIbHOCTD M3JIOKEHUS; 2) apryMEHTHPOBAHHOCTh OLIEHOK W
BBIBOJIOB, JOKAa3aHHOCTh Te3Hca; 3) SACHOCTh M MPOCTOTA HM3JIOKEHUS
MBbICJIEH (OTCYTCTBHE MHOTOCJIOBUSI U M3JIMIIHETO HaykooOpaszus); 4)



CaMOCTOSITEIbHOCTh U3JIOKEHUS MaTepurajia HCTOYHUKOB; 5) KOPPEKTHOE
yKa3aHue B TEKCTE [OKJIaga HMCTOYHUKOB HHGOPMAIIMU, aBTOPOB
OPOBOJAMMBIX TOYEK 3peHHus; 6) CTWIMCTUYECKas MPaBWILHOCTh U
BBIPA3UTEIBHOCTh (BBIOOP SI3BIKOBBIX CPEJICTB, COOTBETCTBYIOIIUX

HAy4YHOMY  CTHIIIO  PEYH); 7)  YMECTHO€  HCIOJIb30BAHUE
WUTIOCTPATUBHBIX  CPEACTB  (LIMTAT, CHOCOK, PHUCYHKOB, TaOHuIl,
CJIAJIOB).

N3noxxeHne MarepuagoB JIOKJIaga MOXET COMPOBOXKAATHCS
MYyTbmumeoutinou  npesenmayuer. Pa3paboTka  MyJIbTUMEIUNHON
MPE3CHTAIIMU BBITIOJIHIACTCS 10 TPeOOBAHUIO MpenojaBaresis WiId 0
KEJIAHUIO CTYJCHTA.

[Ipe3enTarus n1omkHA OBITH BBITIOHEHA B Tporpamme Power Point
¥ BKJIOYaTh TaKO€ KOJIMYECTBO  CJAWJIOB, Kakoe€ HEOOXOIUMO IS
WJUTFOCTPUPOBAHUS MaTepHaia J0KIaga B MMOJITHOM 00bEME.

OCHOBHBIE METOAMYECKHE TpeOOBaHUS, TMPEABSIBIIEMBIE K
pe3eHTAIINH:

® JIOTUYHOCTh MPEACTABICHUSI C COTIACOBAHHOCTHIO TEKCTOBOTO
U BU3yaJIbHOTO MaTepuala;

® COOTBETCTBHUE COJIEp)KAHUS TMPE3CHTAIUM BBIOpAHHOW TeMe U
BBIODAHHOTO TIPUHIIMIA U3JIOKEHUsT / pyOpukanuu uHGOPMALIUU
(XpOHOJIOrHYECKHH, KiIacCCU(PUKAIIMOHHBIN, (DYHKIIMOHAJIBHO-1IEJICBON U
7p.).

® COpPa3MEpPHOCTH (HEOOXOAMMAS U JIOCTAaTOYHAs
IPONOPIIMOHATBLHOCTD) TEKCTA M BU3YAJIBHOIO Psijla Ha KaXJ0M ciaije
(ae menee 50% - 50%, unu Ha 10-20% Oonee B CTOPOHY BU3YaJIbLHOIO
psna).

e KOMQOPTHOCTb BOCIpHUATHUS C dKpaHa (uBeT ¢GoHa; pa3mep U
YETKOCTh mpudTa).

® SCTETUYHOCTh odopmIieHuUs (BHYyTpEeHHEE €IMHCTBO
UCIIOJIb3YEMBIX 11abJI0HOB pPEABSABICHUS uHpopmanuu;
YHOPSAI04EHHOCTh U BBIPA3UTEIILHOCTD rpaguyecKux U

M300pa3UTEIbHBIX AIIEMEHTOB).
® JIONYCKAeTCsl HAJIMYME aHUMAIIMOHHBIX U 3BYKOBBIX 3(D(PEKTOB.
Ouenka nokinaga (pe3roMe, dcce) MPOM3BOJAMTCS B paMkax 12-
OaJITLHOTO TBOpPYECKOTO peltuHra aeiictByromied B IO3['Y GaniabHO-
PEUTUHIOBOM OLICHKU YCIEBAEMOCTH W KauyeCTBAa 3HAHUW CTYICHTOB.
HNtoroBasi oleHKa SBISETCS CyMMOW OajsioB, BBICTaBIISIEMBIX



MPENOJABaTEEM C YYETOM MHEHUS JAPYTUX CTYACHTOB IO KaXJIOMYy W3
NEPEUUCICHHBIX BBIIIE METOJAUYECKUX TpeOOBaHUN K JOKJIaAy H
MPE3CHTALNH.

[To mucuumnuHe «Jlenonponu3BOACTBO U PEKUM CEKPETHOCTH
Takke (OpMOIl CcaMOCTOSTENIBHOM pabOThl CTYIEHTOB SIBIISAETCS
8bINOJIHEHUEe NPAKMUYeCcKUxX 3a0aHull (peuwieHusi 3aoav), COJep>KaHUE
KOTOPBIX OMNPEJEIACTCS COJCPKAHUEM HACTOAIIMX METOAUYECKHUX
ykazaHui. YacTp MNpakTUYECKUX 3aJlaHU MOXXET OBITh BBITIOJIHEHA
CTyJ€HTaMM Ha  ayJIUTOPHBIX MPAKTHYECKUX  3aAHATUSAX  TOJ
PYKOBOACTBOM TipenojaBarens. llocie Toro, kak mpenojiaBaTeaem
O0OBSBIIEHO, YTO PACCMOTPEHUE TAHHOM TEMBI Ha ayAUTOPHBIX 3aAHSATHUSIX
3aBEPIICHO, CTYACHT MNEPEXOJUT K CAMOCTOATEILHOMY BBIIIOJHEHHIO
NPAKTUYECKUX 3aJaHUM, TMOJb3YACh HACTOSIIUMUA METOANYECKUMHU
YKa3aHUAMHU, KOHCIIEKTOM JIEKIAM TI0 COOTBETCTBYKOLIEH TEME,
3alMCSIMHU, CACTAHHBIMUA Ha MPAKTUYECKUX 3aHATHUSAX, JTOMOJTHUTEILHOU
auTeparypod 1mo Teme. Bce  mpaktudeckue — 3adaHUS IS
CaMOCTOSITEJIBHOTO  BBINIOJIHEHUSI  CTYJICHTAMH, IPUBEAEHHBIE B
HACTOSIIIIUX METOJIMUYECKUX yYKa3aHUSIX 0053aTeNIbHBI JJIsl BHITIOJIHECHUS B
MIOJITHOM 00BEME.

5. Iloocomoska k mecmupoganuto NPenyCMaTPUBAET MOBTOPEHUE
JEKIUOHHOTO Marepuajia W  OCHOBHBIX TEPMHHOB, a TakKXKe
CaMOCTOSITEJIbHOE  BBIMOJHEHUE 3aJaHUi B  TEKCTOBOM  (opme,
MPUBEAEHHBIX B HACTOAIINX METOAUYECKUX YKAa3aHUSX.

6. Camoxoumponb  SBASETCS  O0s3aTEIBHBIM  BJIEMEHTOM
CaMOCTOSITEIbHOU paboThI CTyIECHTa o JTUCIUTUIAHE
«J1lenonpous3BOACTBO H  pPEXUM  CEKpeTHOCTH». OH  MO3BOJSAET
dbopMupoBaTE YMEHHSI CaMOCTOSITEIbHO KOHTPOJIMPOBATh M aJIEKBAaTHO
OIICHMBATh PE3YJIbTaThl CBOCH yUEOHOM JIEATEIbHOCTH U Ha ATOH OCHOBE
YIPaBJISITh MPOLECCOM OBJAACHUS 3HaHUSAMHU. OBJaJICHUE YMEHUSIMHU
CaMOKOHTPOJIs1 (OPMUPYET HABBIKK IIJIAHUPOBAHHUS y4YEOHOTO Tpyaa,
CIIOCOOCTBYET yIyOJIEHWIO BHUMAaHMS, MHaMATH M BBICTyNAeT Kak
BaXKHBIA (PAKTOP pa3BUTHUSI O3HABATEIBHBIX CIOCOOHOCTEM.

CaMOKOHTPOJIb BKJIIOYAET:

1. OTBeT Ha BOMNPOCHI JJIsI CAMOKOHTPOJIS ISl caMOaHalln3a
[TyOWHBI U IPOYHOCTH 3HAHUN U YMEHUM MO TUCIUILIUHE.

2. KpuTHYECKYIO OLIEHKY pE3yJbTaTOB CBOEH IMO3HABATEIBLHOU
NEATENbHOCTH.



CaMOKOHTPOJIb YYUT IIEHUTh CBOE€ BpEMS, IMO3BOJISIET BOBpPEMS
3aMEHUTH U UCIIPABIISATH CBOU OIITHUOKH.

DopMbl CAMOKOHTPOJISI MOTYT OBITH CIETYIOIIUMHU:

® YCmHbIU Nepecka3 mekcma JeKyuu U CpagHeHue e20 C
COAECPKAHMEM KOHCIIEKTA JIEKLINU;

® OTBET HAa BONPOCHI, MPUBEJAECHHBIE K KAXKAOW Teme (CM. pasiel
2 HACTOSIIIIUX METOIMYECKUX YKa3aHUM);

® COCTaBJEHHE IUIaHa, TE3UCOB, (HOPMYIUPOBOK KITFOUEBBIX
MOJIOKEHUHU TEKCTA MO MaMSITH;

® OTBETHl HA BONPOCHI W  BBINOJHEHHWE 3aJaHUU  JJIS
CaMOIIPOBEPKU (HACTOSIIIIME METOJUYECKHUE YKa3aHUs Mpearonarator
BOITPOCHI JJIs1 CAMOKOHTPOJIS 110 KXKJI0W U3y4aeMOU TEME);

® CaMOCTOATEIbHOE TECTUPOBAHUE II0 MNPEAIOKEHHBIM B
HACTOAIINX METOAUYECKUX YKAa3aHUSAX TECTOBBIX 3aJaHUM.

CaMOKOHTPOJIb Y4€OHOM JACSATENbHOCTH TIO3BOJISIET CTYACHTY
orieHUBaTh 3PHEKTUBHOCTD U PAIIMOHATBHOCTH MPUMEHSIEMBIX METO/IOB
1 (HOopM YMCTBEHHOTO Tpyda, HAXOAUThH JOMYyCKaeMble HEAOUYETHI U HA
ATOM  OCHOBE MPOBOAUTH  HEOOXOAMMYIO  KOPPEKIMIO  CBOEH
II03HABATEJIbHOU JAEATEIbHOCTH.

[Ipy BO3HMKHOBEHUHU CJIOKHOCTEW MO YCBOCHUIO IPOrPAMMHOIO
MaTepuajia HEoOXOAMMO TOCEIIaTh KOHCYNbTAIMU IO JUCIUILINHE,
3a7]aBaThb yYTOYHSIIOIIME BONPOCHI HA JIEKIUAX W NPAKTUYECKUX
3aHATUSIX, YIETSATH BPEMsS CaMOCTOSITEILHOW MOATOTOBKE (Yachl Ha
CaMOCTOSITEIIbHOE U3y4eHHE), OCYILECTBIISATh BCE bopMBI
CaMOKOHTPOJIAL.

IlepeyeHb BONPOCOB /ISl MOATOTOBKH K 3a4€Ty € OLIEHKOM 110
AMCUUILINHE:

1. IIpenmer, 3agaun U CUCTEMA JUCIUILIMHBI «/[e10mpOon3BOICTBO
U PEKUM CEKPETHOCTH.

2. UcTopus pa3BUTHS OTEYECTBEHHOTO JEJIOMPOU3BOICTRBA.

3. HopmaruBHO-TIpaBOBas 6a3a J1eI0MpPOU3BOICTRA.

4. Opranu3zaiysa 1 BEJICHUE JICIIONPOU3BOJICTBA B YUPEKICHUSAX U
OpraHu3alusX.

5. Ilonstue «aokyMeHT». Buasl jokyMeHToB. FOpuanyueckas cuia
JIOKYMEHTA.



6. OyHKIIUM TOKYMEHTOB.

7. O0uue mpaBuiia MOATOTOBKU U O(POPMIICHHUSI IOKYMEHTOB.

8. [loHsATHE «PEKBU3UT TOKYMEHTa», COCTaB PEKBU3UTOB.

9. IlpaBuna odopMieHUS PEKBU3UTOB (TOCYJApCTBEHHBIN TepO
P®, nazBanue opranuzaiiyiu, ClipaBO4YHbIC JJAHHBIE 00 OPTaHU3ALINH).

10. IIpaBuiia opopmMieHus peKBU3UTOB (JaTa JOKYMEHTA, aJipecar,
rpud YTBEPKICHUS JOKYMEHTA).

11. IlpaBuna odopmieHuss PEKBU3UTOB (MOANMKHCH, OTMETKa OO0
UCIIOJIHUTEJIEC, OTMETKA O HAJTUYUU PUIIOKECHUS).

12. TlpaBuna odopmieHuss peKBU3UTOB (PE30JIIOIUS, OTMETKA O
3aBEPEHUU KOIMHU, OTMETKA 00 MCIOIHEHUHU IOKYMEHTA U HAlpPaBICHUU
€ro B JICJO0).

13. Bungbl ciyxeOHBIX JOKYMEHTOB, MCHOJb3YIOMINXCA B
JESATEILHOCTA TMPABOOXPAHUTEIBHBIX OPraHOB.

14. TloHsiTUE «IIPOTOKOI» M OCOOCHHOCTH €ro TOJATOTOBKH H

odopmIICHUS.

15. TloHAaTtHe «akT» © OCOOEHHOCTH €ro TMOATOTOBKU W
odopmIICHUS.

16. ITonATHS «IIaH», «paropT» U 0OCOOCHHOCTH UX MOATOTOBKHU U
odopMIICHUS.

17.IloHsiTHE <« JIOKYMEHTOOOOpOTa» U €ro  COCTAaBIISIOLIUE.
[Tpo6iiemMbl €ro COBEpPIIEHCTBOBAHHS.

18.0Oprannszanus 1O0CTaBKHA TOKYMEHTOB.

19.I1paBusia 00pabOTKU MOCTYNUBILEH TOKYMEHTAIINH.

20. IIpaBuna 00pabOTKK OTHPABISAEMBIX TOKYMEHTOB.

21. ITopsimok mpOXOXKAECHUSI BHYTPEHHUX JTOKYMEHTOB.

22. KoHTpoib UCMOTHEHHUS JOKYMEHTOB B MPaBOOXPAHUTEIHHBIX
OpraHax.

23. CpOKMY UCTIOJIHEHUS JOKYMEHTOB.

24. Peructpanysi JOKyMEHTOB, €€ BU/IBI.

25.11epenaya 31€KTPOHHOTO COOOIIICHHS.

26. ®akCUMWIIbHAS CBSI3b.

27. Ilpuém u 06paboTka TenedoHorpamm.

28. ITpuém u 06paboTKa TeaeTalmorpaMm.

29. Haznauenne u (PyHKUIUM CeKpeTapuaToB (KaHIEISpU) B
VUPEXKACHUAX U OPraHU3alUAX.

30. [TonsiTue «aenoy», npaBuia ero GopMUpOBaHUSI.



31. IlpaBuna obopMiieHus Jena.

32. [IpaBusia moArOTOBKY U 0(hOPMIICHUSI HOPMATUBHBIX MPABOBBIX
aKkTOB (0OITUE MTOHSTHS).

33. ITloHsTue «rocymapcTBeHHas TauHa». llepedeHb CBeleHUU,
COCTAaBIISIIOIIMX TOCYIApCTBEHHYIO TaiHy B 0O0JacTH OMNEPaTUBHO-
PO3BICKHOU AEATEIIBHOCTH.

34. IIpuHIMITBI OTHECEHUS CBEACHHUM K TOCYIapCTBEHHOW TallHE.

35. CBenenusi, HE TMOMJICKAIINE OTHECEHUIO K TOCYAapCTBEHHOU
TalHE.

36.CreneHb CEKPETHOCTHU CBEJICHUM, COCTAaBIIAIOIINX
TOCYJIapPCTBEHHYIO TaliHy U TPU(]PBI CEKPETHOCTU ITUX HOCUTENECH.

37. llopamok 3aceKpeuMBaHHSl CBEICHUM, COCTABJISIOIIAX
TOCYJIApCTBEHHYIO TAWHY.

38. Ilopsmok nomycka K rOCyIapCTBEHHOM TalHE.

39. OcHoBaHus LI OTKa3a B JOMYCKE K TOCYJJlapCTBEHHOMW TalHE.

40.  OrpanuyeHuss  OpaB  TpaxJaH, JONYIIEHHBIX K
rOCyIapCTBEHHOM TalHE.

41. OTBETCTBEHHOCTh 3a HApPYUICHUE  3aKOHOJATEIbCTBA
Poccuitckont @enepannu 0 roCyIapCTBEHHON TalHE.

42. CoumanpHble TapaHTUW, YCTAHOBIICHHBIC JIOJKHOCTHBIM
JIMIIaM U TPaK1aHaM, TOMYIIEHHBIM K TOCYJIapCTBEHHOM TailHE.

43. JlomyCck mnOpeanpusATHWA, YUYPEKICHUW ¢ OpraHu3aldil K
OpPOBEJACHUIO paldOT, CBS3AHHBIX C HCIOJb30BAHUEM CBEACHUI,
COCTABJISIFOIIMX FOCYJaPCTBEHHYIO TANHY.

44. VYcmoBus TpEKpalleHUs JOIMYyCKa JOJKHOCTHOTO JIMIA HWIIH
rpakJIaHWHA K TOCYIapCTBEHHOM TalHE.

45. Opransl 3a1IUTHI TOCYITapCTBEHHOW TANHBI.

46. OOs3arenbcTBa pabOTHHKA, JOMYIIEHHOTO K CBEACHUSM,
COCTAaBIIAIOIINX I'OCYIAPCTBEHHYIO TalHY.

47. TpeOoBaHUsl, NPEABABISAEMbIE K PEKUMHOMY TTOMEIICHUIO.

48. HopmaTuBHBIE JOKYMEHTBI, PEMNIAMEHTHPYIOIIAE PEKUM
CEKPETHOCTH.

49. OO0s3aHHOCTH PaOOTHUKA, MPU TOJYYCHUH OTIEUYATAHHOTO
CEKPETHOTO JOKYMEHTA.

50.IIpaBuia ymakoBKM CEKPETHBIX JOKYMEHTOB B TIAKET JJIsS
OTHPABKH.

51.3anpeTsl, CBA3aHHbBIC C POBEICHUEM CEKPETHBIX PadoT.



52. OdopmiieHrE CEKPETHBIX TOKYMEHTOB.

53. 1lopsAIOK MOJIy4EeHUs CEKPETHBIX JOKYMEHTOB B PEXKHUMHO-
CEKPETHOM IOJIPA3ACICHUMN.

54. JlocTaBKa CEKpETHBIX JOKYMEHTOB.

55.1ToHATHSA «PEXUM CEKPETHOCTHY, «CEKPETHBIE PAOOTHD.



2. COOEP KAHUE JUCIHUITJINHBI

Cmpykmypa (nian)

Haumenosanue pazoenos u
mem

Cooepotcanue yueonozo mamepuana u
dopmut opeanuzayuu oeamenvHocmu
oodyuarowuxcsa

Oobvem
uacoe

Koovt komnemenuuil,
dopmuposanuro
KOmopbix
cnocoocmeyem
INIEMeHm RPOCPAMMDbL

1

2

4

Tema 1 IIpeomem, 3a0auu
u cucmema OUCUUNIUHDBL:
«/[enonpouzeoocmeo u
DeNCUM CeKPEemHOoCmu 6
AOMUHUCMPAMUBHOU
oesmenbHOCHmU ROJTUWUIL).

Coaep:xaHue y4e0OHOro MaTepuaa
OCHOBHBIE ITOHITHSA ACJIOMPOU3BOACTBA.
Ero mnpeamer, 3agaum u cucrtema.
CrpykTypa  comepkaHusi  yueOHOM
JUCHUIUIMHBL:  «Jenonpon3BoacTBO U
PEXKUM CEKPETHOCTH» U €€ B3aUMOCBSI3h
C IPYTUMH Y4eOHBIMH TUCIUIUIMHAMHU.
Jlenonpoun3BoacTBO B
aJIMUHHUCTPATUBHON JIESITEeIIbHOCTH
MOJIMOWU — CYIIHOCTb U 3HAYCHUC.

IIpakTHyeckoe 3anaTHe Ne 1

[Ipenmer, 3a1a4u u cucrema
JUCLUIUIMHBL:  «Jleonpon3BoaCcTBO U
PEXKUM CCKPETHOCTH B
aJIMMHHUCTPATUBHOMN JIeSITENBHOCTH
TOJINIUH

CamocrosTeabHas pabora
o0yuyamuxcst

1 Ilpenmer, 3amaum u cuUCTeMa
JTUCIUIUTMHBL:  «Jeonmpon3BoOICTBO U
pe)KI/IM CereTHOCTI/I B
aJIMUHHUCTPATUBHON JIeSITCIIbHOCTH
IIOJIUITNUHA.

I1K-1.3
I1IK-1.10
IIK-1.11

Tema 2 Hcmopus
opeanuzayuu
denonpou3zeoocmea 6
Poccuu.

Conep:xanue y4ye0OHOro Marepuasa
OcymiecTBienue byHKIIH
JIEJIONPOU3BO/ICTBA B JOINETPOBCKYIO
snoxy. Pedopmel B opranuzanuu
JIEJIONPOU3BO/ICTBA B JIOCOBETCKOE
Bpemsi.  OCHOBHBIE  TEHAECHLUUU H
0COOEHHOCTH OpraHu3aluu
JIETIONIPOU3BOACTBA B CCCP wu
OTEYECTBEHHOW  IPABOOXPAHUTEIBHOMN
CUCTEME.

OyHKINAH 51 opra"usanus
JIEJIONPOU3BOACTBA B Poccuiickou
Oenepanuu. ['OCTei. Ilonpaznenenus
JIEJI0NPOU3BO/ICTBA B CUCTEME
[IPAaBOOXPAHUTENIBHBIX OpraHax: 3aJadu

1 QYHKITUH.

IIK-1.3
IIK-1.10
IK-1.11




Haumenosanue pazoenos u
mem

Cooepotcanue yueonozo mamepuana u
dopmut opeanuzayuu deamenvHocmu
odyuarowuxcs

Oovem
uacoe

Koowvl komnemenuuii,
dopmuposanuro
KOmopbix
cnocoocmeyem
INIEMeHm RPOCPAMMDbL

2

4

MexayHapoHble CTaHAaPThI B 00JacTh
JIeTIOTIPOU3BOJICTBA u
JIOKyMEHTO000pOTa. Yauduxarus
MEXTYHAPOIHBIX TPABHI COCTABICHHS
JOKYMEHTOB.

IIpakTuyeckoe 3ansaTue Ne 2
Ucropus OpraHu3aluu
JIeI0npon3BoACTBa B Poccun

CamocrosTeabHas pabora
o0yvyarmuxcst

Hcropus OpraHu3alnuu
JIeNoNpon3BoACcTBa B Poccun

Tema 3 Ilonsamue u 6uovl
CAYHCEOHBIX OOKYMEHMOB 8
Op2aHax 6HYMpPEeHHUX Oel

Conep:xanue yueOHOro MaTepuaJia
CayxeOHble JTOKYMEHTHI,
pa3pabarbiBaeMble B TOIPA3ICIICHUSIX
OpPTraHOB BHYTPEHHHX J€J: TPHUKA3bI,
pacnopsiKeHus; perIaMeHThlI,
MOJIOKEHUS, TPaBWIa, HHCTPYKIIHH,
NOpSAKY, HAcTaBleHHs M JIpyrue
HOpPMAaTHUBHBIE MIPaBOBBIE aKThI;
MPOTOKOJIBI; TUIaHBl, OTYETHI, AOKJIAJBbI,
JIOHECEHMsI, aKThl, TOKJIAIHbBIC 3AIHCKH,
0030pHl, CIpaBKH, 3aKJIFOUYEHUS,
paropTsr; CITyeOHBIE MUCHMA;
clly’keOHble  3allUCKH;  TEJerpaMMBbl,
AJIEKTPOHHBIE COO0IIeHMS,
HampaBigeMble 10  BEJAOMCTBEHHOMU
CBs13H, TenedoHorpamMmbl. VX MOHITHS 1
0cobeHHOCTH 0(hOpMIIEHUS.

IIpakTnueckoe 3ansaTue Ne3
[TonsaTne u BU/IBI CITY’>KeOHBIX
JIOKYMEHTOB B OpraHax BHYTPEHHUX JIeJl

CamocrosiTe/ibHasA pabora
o0yuyarmuxcst

1. Tlonatne w© BHIBI CIIY)KEOHBIX
JIOKYMEHTOB B OPT'aHAaX BHYTPEHHUX NIl

I1K-1.3
I1IK-1.10
IIK-1.11

Tema 4 Ilpasuna
Nn0020MOBKU U OPOPMIEHUS
OMOenbHbIX OOKYMEHMO8 8
noopaszoeneHusx  NoaUYUuU
(Ooxymenmupogarue).

Conep:xanue yueOHOro MaTepuasia

[IpaBuna u mnopsinok opopMIIEHHUS H
yuéTa: TpUKa3bl W  PaACHOPSHKCHUS,
perIaMeHThI, TOJOXKEHUs, IpaBHJIa,
WHCTPYKLUH, NOPSAOKH, HACTaBICHHUS U
Jpyrue HOPMAaTHBHBIC TPABOBBIC AKTHI;
MPOTOKOJIbI; IUIAHBI, OTYETHI, JOKJIAIBI,

[1K-1.3
I1K-1.10
IK-1.11




Haumenosanue pazoenos u
mem

Cooepotcanue yueonozo mamepuana u
dopmut opeanuzayuu deamenvHocmu
odyuarowuxcs

Oovem
uacoe

Koowvl komnemenuuii,
dopmuposanuro
KOmopbix
cnocoocmeyem
INIEMeHm RPOCPAMMDbL

2

4

JIOHECEHUSI, aKThl, JOKJIAJHbIC 3alHCKH,
0030pHI, CIIPaBKH, 3aKJTFOUEHUS,
parnopTsI; CITy)eOHbIC HChbMa;
CITy)KeOHbIC ~ 3alUCKU;  TEJIerPaMMBbl,
AIEKTPOHHbIC COOOIIeHHS,
HarpaBJIsICMBIC 110 Be[[OMCTBeHHOﬁ
CBsI3H, TeaehoHOrpaMMbl. X MOHATHS U
0COOCHHOCTH OhOpMITCHUSI.

IIpakTHyeckoe 3ansaTHE Ned

[IpaBwia TOATOTOBKH H  OGOPMIICHHS
OTACTBHBIX JIOKYMEHTOB B
MOJPA3ICTICHHUSIX MTOJTUITUU
(IOKyMEHTHUPOBAHUE)

CamocrosiTeJibHas padora
o0yuawuuxcsi

[IpaBuna moAroToBKM u 0GOPMIICHUS
OTJEJIbHBIX JIOKYMEHTOB B
MIOJPA3AETICHUSIX MOJTUITUHU
(TOKyMEHTHPOBAHUE)

Tema 5 Tlopsiook
obpawjenusi OOKYMeHmMo8 &
Op2aHax GHYMpeHHUx oei
(Ooxymenmoobopom,).

Conep:xaHue yueOHOro MaTepuasa
Bunsl nokymenrtonorokoB. OOpaboTka
BXOASIIMX  JOKyMeHTOB. OO6paboTka
UCXOMSIMX JIOKyMeHTOB. (O0paboTka
BHYTPEHHUX JI0OKyMeHTOB. OOpaloTka
OpraHU3aIOHHO-PACTIOPSIUTEIBHBIX
JOKYMEHTOB " JIOTOBOPOB
(cormamenuit). Ilpuém wu oOpaboTka
JOKYMEHTOB, MOCTYTIAIOIINX o
BEJIOMCTBEHHOU CETH CBsS3U; 00paboTKa
TelerpaMM; — npuéM M Iepenada
Tesne(hOHOrpamMM. [Teuaranue u
THUPaXUPOBAHNE JOKYMEHTOB.
CrenorpadupoBaHue.

IIpakTnueckoe 3ansaTne NeS

[Topsimok oOpaieHuss JOKYMEHTOB B
oprasax BHYTPEHHUX nen
(1oxymMeHTO000pOT)

CamocrosiTesbHast padora
00y4arouuxcs

[Mopsimox oOpaimieHuss TOKYMEHTOB B
opraHax BHYTPCHHUX Ten
(moKyMEeHTOO00pOT).

IIK-1.3
IIK-1.10
IIK-1.11

Tema 6 Konmponw

Conep:xanue yueOHOro MaTepuaJa

[1K-1.3




Haumenosanue pazoenos u
mem

Cooepotcanue yueonozo mamepuana u
dopmut opeanuzayuu deamenvHocmu
odyuarowuxcs

Oovem
uacoe

Koowvl komnemenuuii,
dopmuposanuro
KOmopbix
cnocoocmeyem
INIEMeHm RPOCPAMMDbL

1

2

4

UCNONIHEHUsL  OOKYMEHMOS.
Tlopsioox paccmompenust 6
Op2aHax GHYMPEeHHUx oei
obpawenuii 2paxicoan

[Tonsatue u
WCIIOJTHEHUS
LlenTpanu3oBaHHbII
[IpenBapurenbHbIi
[IpenynpenutenbHbIN
AHanutuueckuii  KOHTpoib. CHsTHE
JOKYMEHTOB ¢  KOHTpojs.  Cpoku
WCIIOJIHEHUS! KOHTPOJIbHBIX IOKYMEHTOB.
Bunnr oOparnieHui Tpax/aH:
MIpeJIOKEHNS, 3asBICHUSI, Kano0bl. Mx
CYLIHOCTHBIE XapaKTEPUCTUKU. TaIlbl
pacCMOTpEeHMsI  MHIUMBUIYaJIbHBIX U
KOJIJIEKTUBHBIX MPEAIOKEHUN,
3asBJIGHUH M Kamo0 TrpaxigaH B
YUPEXKACHUSAX  [PABOOXPAHUTEIIbHBIX
opraHoB. Komuccun 1o pabore ¢
MUCbMEHHBIMU u YCTHBIMH
oOpamenusimu  rpaxnaad. KoHTpoib
MopsifIka  PacCMOTpeHUst  oOpalieHui
rpaxaaH B CUCTEME
MIPAaBOOXPAHUTENIBHBIX OPTaHOB.

JTarbl KOHTPOJIS
JTOKYMEHTOB.
KOHTPOJIb.
KOHTPOJTb.

KOHTPOIJIb.

IIpakTnyeckoe 3ansaTne Ne6

KOHTpOJ'II) HCIIOJIHCHUSA  OOKYMCHTOB.
Ilopsimoxk paccMOTpeHuss B OpraHax
BHYTPEHHUX JIe] 00pallleHUH rpakiaH

CamocrosiTesabHast padora
o0yuawuuxcsi

KoHTponp McCHONHEHUS JTOKyMEHTOB.
[lopsimox paccMoTpeHuss B oOpraHax
BHYTPEHHHUX J1eJ1 00OpaleHnii TpakjaH

IIK-1.10
IK-1.11

Tema 7 Ilepeoaua
OOKYMEHMO8 8  apXUebl.
Oxcnepmusza u
VHUYMOICeHUe Oeil.

Coaep:xanue yueOHOro MaTepuaa
DkcrepTh3a  [EHHOCTH M 0TOOp
JOKYMEHTOB Ui  XpaHeHHUs WU
YHHUYTOXCHUA. HOpr}IOK N OCHOBaHUA
eé IIPOBEICHMUSL. Odopmnenus
pe3ynbraroB €€ mpoBeneHus. Onuch
nena. [lopsiiok nepeaayn TOKyMEHTOB B
apXuB. [TogrotoBka Kk  mepemaye
AOKYMCHTOB B apXmHB. VHUUYTOXKEHHE
nen. AKT 00 YHHUTOXKECHUH.

IIpakTuyeckoe 3ansiTue Ne7
Ilepenaya OOKYyMEHTOB B  apXUBBHIL.
DKcnepTu3a U YHUUTOKEHHUE J1e

[1K-1.3
I1K-1.10
IK-1.11




Haumenosanue pazoenos u
mem

Cooepotcanue yueonozo mamepuana u
dopmut opeanuzayuu deamenvHocmu
odyuarowuxcs

Oovem
uacoe

Koowvl komnemenuuii,
dopmuposanuro
KOmopbix
cnocoocmeyem
INIEMeHm RPOCPAMMDbL

2

4

CamocTrosiTeqbHast padora
o0yuyawmuxcsi

[lepenaua JOKYMEHTOB B  apXUBBI.
DKcnepTu3a U YHUUTOKEHHUE JIEN

Tema 8 Ocywecmenenue
pabom ¢ OoKymenmamu
02PAHUYEHHO20
Pacnpocmpanenus.

Conep:xanue yueOHOro MaTepuaJia
[lonatue ciyxebHON  wmHDOpMaUK
OrPaHUYEHHOTO pacnpoCTpaHeHHUs..
[IpucBoeHue,  HU3MEHEHHE,  CHSTHE
MIOMETKHU «dns CIIy’ke0HOTO
10JIb30BaHUS». OcoOenHoctu
odopMIIeHUS, yuéra, npuémMa
ci1y>keOHOM uH(popMauu
OTrPaHUYEHHOTO pacnpoCTpaHeHHUs..
[lepenaya, nmnpoBepka Hamuuuss U
YHUUYTOXKEHHE CIyxeOHOH MHpopMau
OTrpaHUYEHHOTO pacnpoCcTpaHeHHUs.
HenictBus COTPYIHHUKOB
MIPaBOOXPAHUTEIBHBIX ~ OpPraHoB B
Cllydae yTparbl JOKyMEHTOB C IIOMETKON
«nst cmykeOGHOTO TOJIB30BaHUSY JTHOO
pasriamieHus ciyxeOHoi uHdopmanun
OTPaHUUYEHHOTO PACIPOCTPAHEHUS.

IIpakTHyeckoe 3ansaTHE Ne§
OcymiecTBieHue padoT ¢ TOKyMEHTaMu
OTPaHUYEHHOTO PACIPOCTPAHCHHS

CamocrosTeabHas pabora
o0yuyawmuxcst

OcymecTBienrne paboT ¢ JOKYMEHTaMH
OTPAaHUYEHHOTO PACcTIPOCTPaHEHUS

I1K-1.3
I1IK-1.10
IK-1.11

Tema 9 Ilonamue, 3nauenue
U npasogoe pecyiuposanue
pedxcuma ceKkpemHocmu
AOMUHUCMPAMUBHOT
OesimenbHOCmU NOJUYUU.

Conep:xanue yueOHOIro MaTepuasa
HOHSITI/IG, CYIIHOCTb M 3HAYCHHUC
pexuma  cekpetHocTd.  CBeneHwus,
COCTaBJISIFOIIINE TOCYIapCTBEHHYIO
taifHy. OOS3aHHOCTM W OTPAaHUYCHUS
JIIsL COTPYAHUKOB, JOMYHICHHBIX K
paboTe ¢ CEKpPEeTHBIMH JOKYMEHTaMHU.

Kontpoins coOuroeHUS pexuma
CEKPETHOCTHU B cucreme
MIPaBOOXPAHUTEIBHBIX OpraHoB.

Metoauka opraHu3aluy U IPOBEACHUS
[IPOBEPOK HANWYMs, MOpSAAKAa ydéTa M
XPaHEHUs CEKPETHBIX TOKYMEHTOB.

[IpaBuna  BBIOJIHEHUS  CEKPETHBIX

[1K-1.3
IIK-1.10
IK-1.11




Haumenosanue pazoenos u
mem

Cooepotcanue yueonozo mamepuana u
dopmut opeanuzayuu deamenvHocmu
oodyuarowuxcs

Oovem
uacoe

Koowvl komnemenuuii,
dopmuposanuro
KOmopbix
cnocoocmeyem
INIEMeHm RPOCPAMMDbL

2

4

paboT. OTBETCTBEHHOCTh COTPYAHUKOB
3a HapylIeHHE pPEXHMa CEKPETHOCTH.
OTBETCTBEHHOCTh PYKOBOIUTENEH 3a
oOecrieueHUEe HAJUIEKAIIETO PexXUMa
CEKPETHOCTH  IPOBOAUMBIX  paboT.
OOm1re monoxeHus: ¥ GOPMBI TOITyCKa K
rocyapcTBeHHON TaiiHe. OdopmieHue
u nepeodopmiienne nomycka. [lopsmox
JOIYyCKa TpPaXIaH K CBEACHUSM I0J
rpudom CEKPETHO, COBEPILIECHHO
CEKpPETHO M 0C000i Ba)XHOCTH TIPH
KOMaHIMPOBAaHMM WX B  JIpyrHue
OpraHH3aLuH.

IIpakTnueckoe 3ansaTHe Ne9

[lonsiTe, 3HaYeHWE ©  TNPABOBOE
perynupoBaHue peXUMa CEKPETHOCTU B
aJIMUHUCTPATUBHOM JeSITETbHOCTH
MOJIUIINHA

CamocrosTeabHas pabora
o0yvyarmuxcst

[TonsiTue, 3HaueHWE U  NOPaBOBOE
peryanpoBaHUE PeXUMa CEKPETHOCTH B
aI[MI/IHI/ICTpaTI/IBHOI\/'I JCSATCIIBHOCTHU
MOJIUALIUN

Bcero:

184

3. YYHEBHO-METOANYECKOE U UTHOOPMAIINOHHOE
OBECIHHEYEHUE JUCHUIIJINHBI

3.1. OcHOBHAas ¥ TONOJIHUTE/ILHAS Y4eOHAasl JIUTepaTypa

OcHoBHas y4yeOHas JuTeparypa

1. XKarmnH, A. B. OCHOBBI ynpaBieHHs W AEJONPOU3BOACTBA B
opraHax BHYTPEHHHUX JeJ: ajlb0oM cxeM : ydeOHoe mnocobdue /
A. B. Xarnun, A. . YnaesHOB. — 2-¢ u3n., nepepab. u gom. — Mocksa :
IOnutn-/lana : 3akoH u mpaso, 2021. — 225 c.

J0CTyma:

10 IMOAIINCKE.

cxeM. — Pexum




URL: https://biblioclub.ru/index.php?page=book&id=683085 (nara
obpamienus: 01.08.2021). — bubnuorp. B kH. — TEKCT : AIEKTPOHHBIH.

2. Ky3nenos, . H. [lenonpoun3BoicTBo : yueOHOE nmocodue : [16+]
/ Y. H. Ky3nenos. — 10-e uzn. — Mocksa : [lamkos u K°, 2021. — 406 c. :
Ttabn. — Pexxum nocryna: mo moamucke. — URL: https://biblioclub.ru/
index.php?page=book&id=684221 (nara oOpamenus: 20.08.2021). —
bubnuorp.: c. 312-323. — TeKCT : 3NEKTPOHHBIN.

JlononHuTenpHas IuTepaTypa

1. ApacnanoBa, B. A. CnyxeOHble JOKYMEHTHI: (GOPMYISIPHI U
npumepsl opopmiieHHs. ANBOOM: yueOHO-IIPaKTUYECKOE MOCcoOue :
[12+] / B. A. ApacnanoBa, E. C. bypmuctpoBa. — Mocksa ; bepnus :
Hupexr-Menna, 2020. — 108 c. — URL: https://biblioclub.ru/index.
php?page= book&id=578396 (nara obpamenus: 07.09.2021). — Pexxum
JOCTyTA: MO MOAMUCKE. - TEKCT : JIEKTPOHHBIN.

2. EropoBa, JI. b. Hcropus pnenmomnpounsBoactea B Poccum
yueOHuk : B 2 yactiax : [16+] / JI. b. EropoBa, H. A. PoroxoBa. —
Mocksa ; bepnun : Qupexr-Meaua, 2021. — Y. 1 (konen [X — nHavano
XX B.). — 333 C. ; ui., Ta0J. —
URL: https://biblioclub.ru/index.php?page=book&i1d=602451 (nara
obpamenusi: 25.08.2021). — Pexxum goctyna: mo noamnucke. — TeKcT :
AIIEKTPOHHBIMN.

3. Kabamos, C. IO. JlenonpousBoACTBO W apXHWBHOE JEJIO B
TEpMUHAX M ompeaeneHusx : ydeoHoe mnocodbue / C. FO. Kabamos,
N. T. AchannusipoBa. — 3-e usn., crep. — Mocksa : @JIMHTA, 2018. —
295 C. — Pexxum JIOCTyTa: 10 TIOJIITUCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=69168 (nara
obopamenusi: 22.08.2021). — TekcT : 37EKTPOHHBIM.

3.2. IlepeyeHb pecypcosB HUH(POPMALIOHHO-
TeJIeKOMMYHUKAIMOHHOI ceTu «UHTepHeT», HEOOXOAUMBIX [IJIs
OCBOEHHUS TMCHUTIIHHBI

1. www.elibrary.ru - DnexkTpoHHas 6ubInoTeKa
2. http://www.consultant.ru - OduuuanbHblii CalT KOMMIaHUU
«KoncynbrantlLirocy»



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
http://www.elibrary.ru/

3. http://www.garant.ru - OH-JailH BepcHus CIPaBOYHO-IIPABOBOM
cuctemMbl «l'apaHT» - HOpPMaTHMBHBIC aKThl, CylAeOHas TMpaKTHKa,
KOMMEHTapHH K 3aKOHOJATEIIbCTBY, HAyYHBIC CTAaThU

4. http:// www.gov.ru - CepBep OpraHoB rocyJapCTBEHHON BJIaCTH
Poccuiickon ®Penepanun

5. https://biblioclub.ru/ - DBC «YHuBepcuteTckas OHOIHMOTEKA
OHJIANHY

6. lib.swsu.ru/ - DmexkrponHas oudnauoreka FO3['Y

7. https://e.lanbook.com / - DBC «JIaub»
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