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1. TIACIIOPT ITIPOI'PAMMBbI VYEBHO! JUCIUATIINHBI
«J1e10NPOM3BO/ACTBO H PEKIM CEKPeTHOCTH

TIporpamma y4eOHOU JMCLATUTHHBL «Jlenonpon3BOACTEO ¥ PEXUM CEKPETHOCTHY ABJISETCS
4aCTHIO TPUMEPHOH IPOrpaMMEL [10IFOTOBKH CIEIHAIHCTOB CPE/HETO 3peHa B COOTBETCTBUHM C
®IOC 1o crenuanbHOoCTH (cneuuanbnocmm) CTIO 40.02.02 TIpaBoOXpaHHTEIBHAA IEATENBHOCTD
(6azoBas [10/ITOTOBKA).

TIporpamma y4eGHOH JUICTIATUTMHBI MOXKET OBITE HCIIONB30BaHa [Uls pa3paboTKH porpaMMEl
yueOHOMH MUCIMILTHHEL B TTOTIOTHUTEIEHOM npo¢ecCHoHATBHOM oGpaszoBaHuy (B MpOrpaMMam
[TOBBIIIEHHS KBUIM(pUKALIH H nepeno,urommcﬁ) " npofpeccnonanbuoﬁ MOJIroTOBKE MO
cremuansrocta CIIO 40.02.02 TIpaBooXpaHHTEIbHAA NesTenbHOCTD (OasoBast MOJIrOTOBKA).

1.2. MecTo QHCIMILTAHBI B CTPYKTYPE 0CHOBHOM npocbeccuoua.rlbﬂoi‘i oGpa3oBaTeabHOI
nporpamMmal

VyeOHas AUCIATUIMHA «Jlenonpon3BOACTBO 1 PEHKIM CEeKpEeTHOCTH ABIISCTE;
MeSKIUCITHIITHHAPHBIM KypCOM MJIK.01.05. mpodecCHOHATLHOTO moysst [IM.01 OnepaTHBHO
ciyxeOHas 1esTebHOCTD.

1.3. Ilenu u 3aga4u yqe0Hoii AHCIHILIHHEL - TpeboBaHHsA K pe3yabLbTATaM 0CBOCHHH y4eOHoil
AU CIUNIHHBI

B pe3ynbraTe OCBOCHUA yueOHOM [IUCIUTUIHHBL oGyuaroIuifcs IOTDKCH yMETh:

- MpaBUIBHO COCTABIATL 1 ohopMIIATH ciryxeGHBIE JOKYMEHTBL, B TOM YHCIE
CeKpeTHBIE, COEPIKAIIMC cBeIeHHs OrPaHUYEHHOTO MOJIb30BaHUS;

oo BEITOJHSTH CIIy)XeOHble 00A3aHHOCTH B CTpPOTOM COOTBETCTBHH C TpeOOBaHUAMHU
peKuMa CEKPETHOCTH.

B pesynpTate OCBOCHUA yueOHOM AMCIHUIIIHHEI o6 yuaromuics 10/DKEH 3HATH:

- YCTAHOBJICHHBIN  TOPAIOK opraHu3anuy JeTIONPOU3BOACTBA, MCIIOJIb30BaHHA
cBeeHHii, CONePKAIMXCs B IOKYMEHTaX;

- OCHOBHBIE PABHJIA H MOPSIOK MOArOTOBKH H ohopMIeHHS JOKYMEHTOB;

OpraHu3alOHHO-TIPABOBbIC OCHOBBI PEXKHMAa CEKPETHOCTH B IIPaBOOXPAHUTEIBHBIX OPraHax,
MOPAZIOK  OTHECEHMS CcBelCHMHl K TOCYJapCTBEHHOH TaiiHe, NOPANOK 3acEKpeuMBAaHUA U
pacceKpeunBaHMs HOcHTeNel CBeICHHH, COCTAaBILIONIINX roCyapCTBEHHYIO TaHHY, HOPSIIOK
JIOITyCKa K rocyapcTBEHHON TaHHE,

- TpaByJIa NOJb30BaHHUA 1 obpareHus ¢ CeKpeTHBIMHU JOKyMEHTaMH U H3IeTHAMH.

[Iponecc M3y4eHHs MMCIAILIMHEL HarpapjieH Ha (OpMHPOBaHHE 9IIEMEHTOB CJIEIYIONIHX
commeTernmmit B coorserctBun ¢ ®I'OC CI1O u IITICC3 1o JaHHOMY HalpaBICHHIO MOATrOTOBKH:

OO6mMX KoMIIeTEeHIHi (OK), BKIIOYAIOIKX B cebs crnocOOHOCTh:

OK 1. TlouuMaTh CYyIIHOCTb M COLHMAIBHYIO aHAYMMOCTH CBOEll Oyayuiedt mpodeccuy,
NPOSIBIIATE K HEel yCTOHYMBBIHA HHTEPEC.

OK 2. TlouuMaTh ¥ aHAJIM3APOBATh BONPOCHI IeHHOCTHO-MOTHBAIMOHHOH chepsl.

OK 3. Opranu30BbIBaTH cOOCTBEHHYIO JEATEIBHOCTD, BHLIOMpATE THUIIOBBIE METOZIBI H
CT10cO6H] BHITOTHEHHS TPodecCHOHATBHBIX 3a/at, oneHuBaTh UX 3G (HEeKTHBHOCTD ¥ KAIECTBO.

OK 4. TlpuauMaTh pEIIeHHs B CTaHIAPTHBIX ¥ HEecTAHJAPTHBIX CHTyalMsX, B TOM HHCIC
CHTYyaIUsX PHCKa, H HECTH 32 HUX OTBETCTBEHHOCTb.

OK 5. TlposBisiTh TICHXOJIOTAYCCKYIO YCTOHYMBOCTH B CIIOXKHBIX H 9KCTpeMallbHBIX
CHTyalUsX, TNPeRynpexaars H paspemaTh KOHQIHKTBL B mpouecce npoeccHOHaTBHOM
JIeSTENTbHOCTH.

OK 6. OcymecTBIsTh NOHUCK H FCIIONB30BaHNe  MH(OpMAIMK, HeoOXOoauMoH I
3)(peKTHBHOTO BBITIOTHEHHA npodecCHOHAIBHBIX  3371at, npo¢ecCHOHATLHOTO M NWYHOCTHOTO
pa3BUTHA.

OK 7. Hcnonb30Barhk uH(OPMAIMOHHO-KOMMYHUKAIIHOHHBIE TEXHOJIOTHH B
npodecCHOHATBHOMN JeATEIBHOCTH.

OK 8. IIpaBHIBbHO CTPOHTH OTHOLICHHA C KOJUTEraMH, ¢ Pa3THYHBIMH KaTerOpUAMi rpax/IaH,
B TOM YHCJIE ¢ MIPEACTABUTE/SAMHU PasINIHbIX HAIMOHATBHOCTEH U KOH(DECCHH.
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OK 9. YcranaBiuBath [ICHXOJIOrMYECKHI KOHTAKT C OKPY KAFOLIHMH.

OK 10. AzanTHpoBaThcs K MEHAIOIHMEA YCIOBHSM npodhecCHOHATBHOM AeATENBHOCTH.

OK 11. CaMOCTOSITEIBHO ONPEIENATE 3aaTH npod)eccHOHATBHOTO 1 AMYHOCTHOTO Pa3BHTHS,
3aHUMATHCA CAMOOOPa30BaHHEM, OCO3HAHHO [TaHAPOBATh NOBBIIICHHE KBa(pUKaIHH.

OK 12. BpimonuaTth TNpodeccHoHANbHbIC jamaqdl B COOTBETCTBAM C HOpMaMi MOpaJIH,
po)ecCHOHATIBHON STHKH 1 cnyKeOHOro STHKETa.

OK 13. IlposBisTh HETEPIAMOCTL K KOpPYTIIMOHHOMY MOBEICHMIO, YBAKHTCIBHO
OTHOCHTBCS K MpaBy U 3aKOHY.

OK 14. Oprauu3oBblBaTh CBOIO KH3HB B COOTBETCTBMH C COLMANBHO 3HAYUMBIMH
[IpeJICTaBIeHUIMH O 3JI0POBOM oGpase KU3HHM, MOJIEPKHBATD JIOJDKHBIH yPOBEHb puzuueckon
[10/IrOTOBJIEHHOCTH, HEOBGXOMMMBII VISl COLMATBHOH 1 npodeccHoHaNbHOM AEATeNbHOCTH.

IpodeccHoHANTBHBIX rommerenmuii (1TK), BKOYaroOIuX B cebs crmocoOHOCTb:

MK 1.1. FOpuauuecku xpanuduuEpoBaTh HaKTH, coGurtis 1 obcTosrenbeTsa. [IpHHIMATE
peleHus 1 COBEpLIATh OpHIHYECKHE JCHCTBIS B TOYHOM COOTBETCTBHH C 32KOHOM.

[1K 1.2. OGecneuuBaTh cOOI0IeHIE 3aKOHOIATETIbCTBA cyOBeKTaMH Npasa.

[IK 1.3. OcymecTBIAT Peann3atuio HOpPM MaTeprabHOTO U pOLECCYaIbHOrO Mpasa.

1K 1.4. O6ecrneunBarh 3aKOHHOCTb H IIPaBOTOPSIOK, Oe30MacHOCTE JIMYHOCTH, 001ecTBa 1
rocyapcTsa, OXpaHsTh o0OImecTBEHHBIH MOPAMIOK.

[IK 1.5. OcyuiecTBIsTh onepamaﬂo-cnyxeﬁﬂme MEpOIpPHATHSA B COOTBETCTBHH C npoduieM
MOATOTOBKH.

[K 1.6. IIpuMeHATH MEPEI aIMHHHACTPATHBHOTO TPECeCHIA ipaBOHAPYIEHHH, BKIIOHAT
IpUMEHEHUE dusnuecKoil CHIIbI 1 CIIEIHATBHBIX CPE/ICTB.

[IK 1.7. ObecrieunBarh BBIABICHHE, pacKphITHE H paccre/ioBaHue MpecTyIICHHH ¥ HHBIX
TIpaBOHApyIEeHHH B COOTBETCTBHHM C IPO(HIIEM NOATOTOBKH.

[TIK 1.8. OcymecTBIATH TeXHUKO-KPHMUHATUCTHIECKOE  H crienuaTbHOe TEXHHYECKOC
obecneyeHne onepamaﬂo—cny}fceﬁﬂoﬁ NIeSITeTbHOCTH.

[1K 1.9. Oxa3piBaTh NEPBYIO (moBpadedHyI0) MEIUIHHCKYIO MOMOIIIb.

[1K 1.10. Ucnione30BaTh B npodeccHOHATBHOH NesATeTbHOCTH HOPMATHBHEIC IpaBOBBIE AKTHI
J OKYMEHTBI 110 00eCTIeueHHIO PEKIMA CEKpEeTHOCTH B Poccuitckoit Penepaivu.

[IK 1.11. OGecreunBaTh 3alIUTY CBeJIeHHi, COCTaBIIIONIHX rocyJIapcTBEHHYIO TaHHY,
cBeeHHi KOHOUICHIMAILHOTO XapaKTepa 1 HHBIX OXpaHAEMBIX 3aKOHOM TalH.

[IK 1.12. OcymecTBIsTh MPEIyNPEKICHHE mpecTyIUIeHHi U HHBIX nmpaBoHapyIIeHHH Ha
OCHOBE MCIIONB30BAHMS 3HAHHH O 3aKOHOMEPHOCTAX TPECTYIHOCTH, IpecTyIHOTO TOBEACHUA U
METOZIOB MX TpEIyIpeKIeHHs, BBIBIATE U yCTpaHsATh TPHYMHBL M yCIOBHA, criocoOCTBYHOIIHE
COBEPIIEHAIO [IpaBOHAPYIEHH.

[TK 1.13. OcyumecTBiIsTh CBOIO npodeccHOHANBHYIO eATENBHOCTE BO B3aMMOJIEHCTBHHU C
COTpYAHHKaMHU [IPaBOOXPAHUTENPHBIX  OPTaHoB, OpraHoB MECTHOTO caMOyIpaBleHud, ©
TpeCTaBUTe MK oGIIeCTBEHHBIX OOBEIMHEHUH, C MYHUIAATGHBIMA  OpraHaMy OXpaHBbI
06IIeCTBEHHOTO MOPA/IKa, TPYAOBRIMH KOJUIEKTHBAMH, TpakKiaHaMH.

JIM9YHOCTHBIX Pe3yJIbTATOB 0CBOCHMS NpOrpaMMbl BOCHUTAHUS (JIP):

JIP7. OcosHalomu|il IPHOPHTETHYIO [IeHHOCTh JIMYHOCTH UCJIOBCKA, yBaKaOIAH
COGCTBEHHYIO M UYXYIO YHHKQIbHOCTH B pa3NUUHBIX CHTyaUMsX, BO pcex (Qopmax M BHAAX
,I[CHTCIIBHOCTH.

JIP25. YMeHHe peanu30BbBaTh JIHACPCKUC KauecTBa Ha IPOMU3BOJICTBE

JIP26. CTpeccoyCTOHIUBOCTD, KOMMYHHUKa0EeTbHOCTh

JIP27. OTKpBITHIA K TEKYIHM H TIepCrieKTHBHBIM H3MEHCHUAM B MUpe Tpy/Ja " npodeccuit

JIP29. COXpaHSIOLME ICHXOIOrHYECKYHO yCTOHYHBOCTh B CHTYaTHBHO CJIOXKHBIX HIIH
CTpPEMHTENIBHO MEHSIONIMXCs CHTYALHAX

JIP30. MoTHBawus K caMoo0pa3oBaHHIO H Pa3BHTHIO

JIP31. CaMOCTOATENBHBIN H OTBETCTBEHHBIH B IMPHHATHH perieHyi BO BCEX cpepax cBoeH



JIeSTeTbHOCTH, FOTOBBIA K HCIIOJTHCHHIO pa3HOOGpPA3HBIX COIHATBHBIX POJIEH, BOCTpeOOBaHHBIX

Hu3HecoM, 00IIECTBOM M IOCY1apCTBOM
JIP32. TotoBbli K mpodecCHOHAIBHONH KOHKYPECHLHMH H KOHCTPYKTHBHOM peakiuy Ha

KPHUTHUKY

1.4. PexoMenayemMoe KOJIHYECTBO 4aCOB HA 0CBOCHHE npuMepHoil NPOrpamMmel yuebHoi

AHCHHILTHHBI:
MaKCHMATbHOM ydeOHON Harpy3Ku 00y4aromerocs 201 yac, B TOM YHCJIE: 00s3aTeNbHON

ayATOPHOM y4eOHOM Harpy3Kn obyuaromierocs 134 daca; CaMOCTOATEBHON paboTEl
obyuaromerocs 67 4acos.



2. CTPYKTYPA M COJEPKAHUE YYEBHOM M CUMILIMHBI

2.1. O06bem yueOHOI THCUHIIHHEBI U BU/BI yuebHoii paboTsI

Buja yue6noii paboThl

Q0beM 4acoB

MakcuMaabHAasi yaeOHas Harpy3Ka (Beero) 201
OGs3aTe/bHAS AYAHTOpHAsS y4eOHas Harpy3Ka (BCEro) 134
B TOM YHCIIE:
JAEKIMOHHBIE 3aHATUSA 64
IpaKTHYECKHE 3aHATHS 70
CamocTosiTeIbHAs padoTa o0y4anierocs (BCero) 67

B TOM YHCJIC:

JomarnHsist pabora:
1s
2.
8
4.
5.

Pa6oTa ¢ HOpMATHBHBIMH JIOKYMEHTaMH.

AHanuTHYeckas 06paboTKa TeKcTa yueOHOH TuTepaTyphl.
CocraBl/ieHde TIaHa B TEe3MCOB OTBETA IO TeMaM.
BhIMOIHEHNE HH/IHBHYATBHBIX 3aaHiH 10 TEMaM.
Hamnucanue pedeparoB 10 TEMaM.

Hmozosas ammecmayus 6 opme OughhepenyuposarHo2o saiema
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3. YCJOBWUS PEAJIM3ALIMA YYEBHON U CLIATNIIMHBI

3.1. TpeGoBaHusi K MHHHMAJbHOMY MAaTepHAIbHO-TEXHHIECKOMY obecnedeHHIO

Peayiu3arys IPOrpaMMBI JHCLHIUIHHE] «J]eT0NPON3BOICTBO H PEKHM CEKPETHOCTHY Tpebyer
HaTMuKs Y4eOHOro KaGHHeTa 1o IPpaBOOXPaHUTENIBHON AEATEIBHOCTH.

O6GopyaoBaHue yueOHOro Kabunera:

- yueGHbIH KaGHHET C YMCIIOM MOCATOTHBIX MECT IO KOIHYIECTBY o0y4Jaromuxcs,

- ayauTOpHAas I0CKa C MArHUTHOH IOBEPXHOCTRIO H HaGOPOM MPHUCIIOCOGTEHHA JUTsl TaOHIl 1
KapT.

TexHWUECKHE CpeCTBA O0YICHUS!

- KOMIIBIOTEP, 9KpaH, My/IbTHMEIMAHbIH IPOEKTOP;

- yuyeGHbIE BUICOQHIBMBI;

- KapThl, CXeMBI, y4eOHO-HATJISTHBIE nocoOus.

3.2. Undopmannonuoe odecnedenne o0yIeHus

IlepeueHb peKOMEHIYeMbIX yHeOHBIX w3naunii, VI repHeT-pecypcoB, A0TOAHHTEIbHOI
JIATEPATYPhI

HopMaTHBHO-NIPABOBbIE AKThI:

1. Tlocranonenue [occranmapra P@ ot 03.03.2003 N 65-ct "O NpUHATHH ¥ BBEJCHHH B
NefiCTBHE rOCYAapCTBEHHOTO CTaHIapTa Poccuitckoit @eneparmu”

2. "TOCT P 6.30-2003. ['ocyrapcTBEHHBIH CTaHAAPT Poccuiickoit Denepanuu.
VHHQHUIMPOBAHHBIE CUCTEMBI IOKYMCHTAIMH. VHubuIEpoBaHHas CHCTEMa OpraHA3alHOHHO-
pacropsIMTeNbHOMH JOKYMEHTALHH. Tpe6osarus K 0GOPMICHHIO JIOKYMEHTOB"

OcHoBHasi IATEpaTypa:

1. Kysueuos,W.H. Jlenonpon3BoACTBO [DnexTpoHHBIH pecypcl: YyebHO
cripaBousoe mocobue / U. H. Ky3HewoB. - 6-¢ u3]1., nepepad. H JIO1L. - M. : U3naTrenscKo-Toprosas
xopropamus «Jlamkos 1 K%, 2013. - 520 c.

2. OCHOBBI JIEJTONPOU3BO/ICTBA. SI3BIK cIryeOHOr0 IOKYMEHTA. VyeGHUK U NPaKTUKYM JUISA
aKaIeEMHIYECKOTO 6axanappuara/ [llysanosa H.H., Visarosa A.1O. - M.: U31aTebCcTBO [Opaiit, 2015
r..-375 c.

3. JIoKyMeHTAIHMOHHOE O0ecIe eHNe YIPAB/ICHI. JIokyMeHTOOOOpOT U J€NI0NPOU3BOJCTEO.
VyeGHHUK U IIPAKTHKYM JUTA IPUKIIATHOTO axamapuara/ Kysuenos ML.H. - 2-e u31. nepepad. u JO1L. -
M.: UsnarensctBo FOpaiit, 2015 1., -

447 c.

4. OCHOBBI [IEJIOTIPON3BOACTBA. Y4EOHUK H NPAKTHKYM JUIA CI10/ llysasnosa H.H, MiBanosa
AJO. - M.: Usnarensctso Opaiit, 2015 ., - 375 ¢

5. JloxyMeHTOBeJCHHE. Y UCOHHK U IIPAKTAKYM JULA CIIO/ Noponusa JL.A. - M.:
Wsnarenscerso I0paiit, 2015 1., - 309 c.

6. JloKyMeHTAHOHHOE O0ecneyeHue ynpas/eHus. JIoKyMeHTO000POT M AEIONPOH3BOACTBO.
Vye6uuk s CI10/ Kysnenos .H.— M.: Wznarensctso IOpaiit, 2015 1., 576 c.

Iporpammuoe obecneucHne u HurepHer-pecypebl:

- CrmpaBo4Has paBoBas CHCTEMA «Koncynsrant [Lmoc». -

CrpaBo4Hasi IpaBoBasi CHCTEMa «"apaHT».
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4. KOHTPO.JIb M OLIEHKA PE3YJIbTATOB OCBOEHUS YYEBHON

JUCHHUIIINHBI

KOHTPOJIbH OIEHKA Pe3yJIbTaTOB OCBOCHHA yueGHOM AMCIMILTAHEL OCYIIECTBIICTCA
fpenoiapaTesieM B Mporecce NPOBENCHHS yCTHRIX H HCHMEHHBIX OIIPOCOB, MPAKTHIECKHX
3aHATHIl, 2 TAKXKE BbIIOTHEHHS 00y arOHMHCS HHAMBU/IYaIbHBIX 3a/1aHUH, IPOEKTOB,

HCCIeIOBAHMIA.

Pe3yabTaThbl 00yeHHS

(ocBOEHHbIE YMEHHUS, YCBOCHHbIE 3HAHWA)

®opMbl u MeTOoAbI

KOHTPOJIS H OIIEHKH Pe3y/IbTaToB

- OpraHM3alMOHHO-TIPaBOBBIC ~ OCHOBBI pexHuMa
CeKpETHOCTH B IPaBOOXPAaHHTE/BHBIX opraHax, IOPSIOK
OTHEeCeHMs CBEJCHHMH K rocyJapcTBEHHOM TaiHE, IOPANOK
3aceKpeYnBaHHs H PacCeKpeInBaHMA HOCHTENlell CBEIEHHH,
COCTABIISIONMX TOCYIAPCTBEHHYIO TakHy, MOPAIOK IOMyCKa K
rocy1apCTBEHHON TalHe;

- mpaBuia TONB30BaHMA H obpameHust C
CeKpeTHBIMU JOKYMEHTaMH H H3/ICTHAMH.

B pesynbTare OCBOCHHSA yaeOHOH HMCIMILUIAHEI
00y4aIOIHHCs I0JDKCH YMeTh:

- NpaBWIBHO COCTABJATH M O(QOPMIIATH cryeOHbIE|
IOKYMEHTBI, B TOM YHCII€ CEKPETHBIE, COACPHKAIIHE CBeJIeHHUs
OrpaHHYEHHOI'O IT0JTE30BAHU;

-BBINIOJIHATE CIy)KeOHbIe 00A3aHHOCTH B CTPOIOM
COOTBETCTBHHM C TPeOOBAHHAMH peXKHUMA CEKPETHOCTH.

00y4eHHs
B pesynbTare OCBOCHHUA y4eOHO UCIUTUTAHEIY CTHBIH OIIPOC.

o6yuaromuics J0/DKEH 3HATh! uTeprperaus pe3yJIbTaTOB

yCTaHOBJIEHHBIH MOPSJIOK OpraHu3aluu HaOMOIeHUH 32 JIeATEbHOCTBIO
TeI0MpPON3BOJICTBA, MCITOJIb30BaHHA cBe/leHHii, (00yJaroImerocs B
cozlepKalmxcs B IOKYMEHTAX; mpouecce

- OCHOBHBIE TIPABHJIA ¥ TIOPSIOK MOATOTOBKH H OCBOCHMS 06pa3oBaTeIbHOM
odopMIIeHHs TOKYMEHTOB; IpOrpamMMbI
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Temsbl pedepaToB

SI3BIK ¥ CTHJIb CIIYXKeOHOTO MHChMa. JTHKET B JIeJIOBOM TEpenucKe

TpeGoBanus K OpraHu3anuy noKyMeHTooOopoTa

IIpasuia ohopMIICHUS B BHIIATH ormit fokymenToB. Komust, IyO/uKar, BEIMACKA, OTIYCK
CocrapjeHue # 0QOpMICHHE PACTIOPAIUTENIBHBIX JIOKYMEHTOB: IIpUKa3a 1o OCHOBHOM
JIeSTebHOCTH, IPHKa3a Mo JIMYHOMY COCTaBY, yKa3aHWs, pACTIOPSIKEHHU, [TOCTAHOBJICHH S, PEIICHHS
5. CTpyKTypa ¥ XapaKTepPHCTHKa HCXOIAIIETO JOKYMEHTOIIOTOKA

6. TpeGoBaHHs K H3rOTOBJICHHIO, y4eTy, HCIIONb30BAHUIO ¥ XpaHEHHIO OJIaHKOB C
BocnpoussezieHneM ['ocy1apCTBCHHOTO repba P®

7. Oprauuzanus paboTsI ¢ IOKyMCHTaMH, MMEIOIIMMY Tpr OrpaHM4eHUs I0CTyNa K HAM

8. (O3HAKOMJICHHE C THIIOBBIMU U IPUMEPHBIMH moMerknarypamu jgen. CocTaBIeHne
HOMEHKJIATYPBI JIEN JUlsl KOHKPETHOTO MPEeAIPUATIA

9. dopMupOBaHHUE /Ie]a B COOTBETCTBHM C KOHKPETHON HoMmeHkaTypoit nen. CocTaBIeHHE aKkTa O
BELIEIEHHH el K yHuaToxkeHuio. IToaroToBka Aena K nepe/iaue B BEJIOMCTBEHHBIH apXHB,
COCTaBJICHHE CIATOYHOH OMUCH

10. Homenknarypa A€l

11. Cayx6a 1OKyMEHTallMOHHOTO obecrnieueHus yrpaBJIeHUA

12. CTpyKTypa H XapaKTepHCTHKa BXOIALIETO JIOKYMEHTOIIOTOKA

13. JloKyMeHTAI|s 110 TPYIOBEIM TpaBOOTHOLICHUSIM

14. CrTaHOBJIEHWE U PA3BUTHE JIEIONPOU3BOACTEA B Poccun. OB1IenprHSTHIE COKpAleHUs CJIOB 1
coBocoueTanuil B jokymenrax. Odopmienue TaOJIHIl ¥ BHIBOJIOB

15. Opranusanus paboTEI € o0OpateHHsAMH TpaKIaH

16. OpraHH3aIHs ONEPaTHBHOTO XPaHCHHUS JIOKYMEHTOB

17. CTpyKTypa H XapakTepHCTHKa BHYTPEHHETO NOKYMEHTOIOTOKA

18. KoHTpoJb HCHIOJIHEHHS TOKyMEHTOB

alial =
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10.
11.

Bomnpocs! K 3K3aMeHy

[ToHsTHE ¥ BHIBI JOKYMEHTOB.
O¢unHaIbHbIE JOKYMEHTE! H HX JOpHIYECKast CHIIA.
PexBU3UTHI JJOKYMEHTA.
CucreMa JOKyMEHTaluH.
CranjapTa3alnys J0KyMEHTalUH.
VuuduKaius JOKyMEHTaluH 1 €€ (hOpMEL.
VupeauTenbHbIe JOKYMEHTEL.
Opraau3aEOHHO-PaCIOPs/IHTCIBHbIC noxymenTsl (OPJD).
Buisi 1 opopMiieHHE OIaHKOB OP/IL.
OGuiue mpaBmia 0GOPMIEHHs PACTIOPSAUTEILHEIX JIOKyMEHTOB.
O61pe npasiia 0popMICHUA cryxebmbx muceM. OcoOeHHOCTH obopMIIEHHS ITHCEM,

nepeaBaeMbIX 3JIeKTPOHHOU TOYTOH.

12.
3aIHCOK.
13:
14.
15.
16.
17.
18.
19.
20.
21
22.
23.
24,
25.
26.
27.
28.
29.
30.
31.
32.
33.
34.
33,

s

O6ume npasuia opopMICHAS TOKIAIHOH, ciry)xeOHOM 1 00 BACHUTENBHOH

O6mue npasuia oGOpMICHHS aKTa.

O6upe npasuia ohopMIeHHS NPOTOKOIA.

JloroBopHasi TOKyMEHTaIHA.

JIOKyMEHTBI TI0 TIEpCOHANY OpraHu3altiu.

[IpaBuia BHyTpPEHHEr0 TPYAOBOTO pacropsIKa.
[TonoKeHue O CTPYKTYPHOM 10 pa3IeTICHHH.
JIoJDKHOCTHAS HHCTPYKIUA.

JIoKyMeHTBI, HCTIONb3yEMBIE TIPH no0ope nepcoHana.
OdopmieHue IpuemMa Ha pabory.

JIOKYMEHTBI 110 YUeTy HeCHaCTHBIX CIIyHacs Ha IpOU3BOJICTBE.
[ToHsaTHE ¥ IPUHIMIIEI OpraHA3aliA JOKYMEHTO000pOTA.
Crpykrypa JOKYMeHT0000pOTa.

OpraHu3anus JOKYMEHTO000pOTa Ha NMPENPHATHH.
TIpUHIHMIIEL OpraHU3aluH IOKyMeHTo00O0pOTa.
Opraun3allMoOHHas CTPYKTypa JIeTIONPOH3BOICTBEHHOM CITYKOBI.
3amaun ¥ QYHKLHH CIIyXKOBI 1eI0NPOU3BOACTEA.
HopmaTnBHas periaMeHTaus JOKYMEHT0000pOTa.
DeKTPOHHBIH JOKYMEHTOODOPOT.

PerucTpanus J0KyMEHTOB.

MHgexcanus JOKyMEHTOB.

KOHTpOJIL HA HCNONHEHHEM IOKyMCHTOB.

Texyiee XpaHeHHE JIOKyMECHTOB.

XpaHeHue JOKYMEHTOB B 37IeKTPOHHOH (popMme.



36.
37
38.
39.
40.
41.
42.
43.

[TonsTre ¥ pyHKIMH HOMEHKIIATYPbI A€

Buzsl HOMEHKIATYp €.

ConepixaHue HOMEHKIIATYPhI €.

I[ToAroToBKa e K apXHBHOMY XPaHEHHIO H aDXHBHOE XpaHEHHE IOKYMEHTOB.
Mudopmanys Kak mpeaMeT 3allHThL. 3amuTa KOHGUAEHHATBHON HHpOPMAIIHH.

OCHOBBI 3alIATH! KOH(HAEHIHATBHON HHPOpMAIMK HA MPEIIPHATHH.

Opranusarys paboThI ¢ IOKyMEHTaMH, COCPKAIHMA KOH(HICHIIHAIBHBIC CBEIACHHUSL.
OpraHu3aius JOCTyIa i IMOPAI0K paGoTHI IIEpCOHAa ¢ KOH(HCHIMATBHEIMA

JIOKyMeHTaMH  0a3aMy JaHHBIX.

44,
45.
46.
47.
48.
49.

50.

CBeeHus, COCTABIAIONINE TOCY IapCTBECHHYIO TauHy.

CreleHH CEKPETHOCTH CBECHHUMH, COCTaBIIOIIHNX rocyJapCTBEHHYIO TaifHY.

JIomycK K rocyIapCTBEHHOM TaiHe.

OTBETCTBEHHOCTD 3a pasryalleH e Tocy1apCTBeHHOU TaiHBL

3akoHOIaTeNbCTBO Poccuiickoi deepaltnd O cIryKeGHO 1 KOMMEPYECKO# TaHHe.
[penocrasienne HHGOPMAIHH, COCTABJISIONIEH CIIy)KeOHYI0 i KOMMEPYECKYIO TaifHy.

OTBeTCTBEHHOCTH 32 pasrilalleHHe CBEICHHU, COCTABIIAIOMIHX ciyxebHyIo U

KOMMEpUECKYIO TaiHy.



