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1. ITACIIOPT NIPOT'PAMMBI YYEBHOI JUCHHATIIINHBI
«/le/I0NPOH3BOACTBO H PeKHM CEeKPETHOCTHY

IIporpamma y4e6HOM MUCTIUILIHHEL «J1eNONPOU3BOJICTBO H PEXUM CEKPETHOCTHY SBISETCS
HacThIO NPHMEPHOH NPOrPaMMBI IOATOTOBKH CIIEMATHCTOB CPEIHETO 3BEHA B COOTBETCTBHH ¢ O oC
1O CenranbHOCTH (cnenuansaocTsaM) CITO 40.02.04 «lOpucnpynenuus» (6azosas IOJIrOTOBKA).

Ilporpamma y4eGHOMN AHCIUILTHHBI MOXKET GBITh HCIIOIb30BAHA 111 pa3paboTKy IIPOrpaMMbl
y4€OHOM TUCIUIUIHHEL B JOIOTHATEILHOM poQeccHoHaTEHOM 06pa3oBaHuy (B MPOrpaMManm
TOBBIIIEHHS KBATH(HKALMH H TIEPEIOATOTOBKH) M IPO(ECCHOHATEHON TIOArOTOBKE 110
cnennanerocT CI1O 40.02.04 «FOpucnpynenmus» (6a3osas MOATOTOBKA).

1.2, MecTo THCUMILIMHBI B CTPYKTYpe 0CHOBHO npodeccuonaabHOI 06pasoBaTeIbHOI
NporpaMmabIl
Yyebnas mucnunimna «Jlenonpon3BoacTBO 1 PEXHUM CEKPETHOCTHY SIBIISETE;

MexucIuTIHHApHBM KypcoM MJIK.04.03. npodeccroransroro momynst [IM.04 OmnepatuBHO
ciryxeOHas 1eATeIbHOCTS.

1.3. Ilean n 3apaun y4eGHOIM JHCHMILIMHDI - TPeOOBAHMA K Pe3yIbTATAM 0CBOCHHS yueGHOM
JHCHUTLTHHbI

B pesyneTate ocBOoeHUs yueGHOM NHCIUILIMHEL 00y4aroNMifcs JOIDKEH YMeTh:

- NPaBHIIBHO COCTABIIATh U OQOPMIIATE CIIyKeOHBIE JOKYMEHTEI, B TOM YHCIIE CEKpeTHEIE,
COZIepIKalIue CBEeIECHHS OrPaHUYEHHOT0 MOJIb30BaAHKS;

- BBITIOJTHATE CITyXeOHbIe 00S3aHHOCTH B CTPOrOM COOTBETCTBHH C TPEGOBAHUSIME pexxuMma
CEKPETHOCTH.

B pesynbTare ocBoeHHMs y4eGHOM AUCIMILTHEBI 06YYAOMIMICS JOKEH 3HATE:

- YCTaHOBJICHHEBIH IOPSOK OPraHU3alHy JENONPOU3BOACTBA, HCIIONBb30BAHUS CBEICHHUI,
COJIEpIKAIUXCSH B TOKYMEHTAX;

- OCHOBHBIE IPaBHJIa H NOPSAIOK MOJATOTOBKH ¥ 0GOPMIICHHS JOKYMEHTOB;

OpraHH3allHOHHO-IIPABOBBIE OCHOBBI PEXXHMa CEKPETHOCTH B IPABOOXPAHUTEILHBIX OpraHax,
IOpANIOK  OTHECEHWs CBEICHMH K TOCYJapCcTBEHHOH TaifHe, MOPANOK 3aceKpeuyMBAHHSA W
pacceKkpevrBaHusA HOCUTENCH CBEICHUM, COCTABIIAIOIMX IOCYIapCTBEHHYIO TaliHy, MOPAIOK JOIMyCKa K
roCy1apCTBEHHOM TaifHe;

- IIpaBHJIa MOJIb30BaHUs M 00paIleHus C CEeKPETHRIMU JOKYMEHTAMYU U H3JETHIMH.

IIponecc u3yYeHns nUCHUIIMHEI HanpaBneH Ha (OPMHPOBAHHE 3IIEMEHTOB CIEAYIOLIHUX
koMneTeHIH#A B cooTBeTcTBHM ¢ ®I'OC CIIO 1 ITNCC3 1o ganHOMY HanpaBJIEHHIO OTOTOBKH:

O6mmux komnerenuuii (OK), Bxmouaromux B cebs crmoco6HOCTS:

OK 1. IlonuMaTh CyIHOCTE H COLMANBHYIO 3HAYHMOCTE CBOE# Gy aymieit npodeccrn, mposBIsSTh
K HeH yCTOHYMBEIN UHTEpEC.

OK 2. [TonuMaTs 1 aHATM3HPOBATE BONMPOCHI LIEHHOCTHO-MOTHBALIMOHHOM cepsr.

OK 3. Oprann3oBbIBaTh COOCTBEHHYIO JIEATEIBHOCTD, BEIOMPATh THIIOBBIE METOIBI H CIIOCOOBI
BBIIIOJIHEHUS NMPO(PECCHOHATBHBIX 3a/1a4, OLEeHHBATh MX 3G (GEKTUBHOCTL H Ka4eCTBoO.

OK 4. IlpuHuMaTh peleHHs B CTAHAAPTHBIX W HECTAHJAPTHBIX CHTYaIUSX, B TOM YHCIE
CHTYyalUsIX PUCKA, H HECTH 32 HUX OTBETCTBEHHOCT.

OK 5. IIposiBIATh IICHXOTOTHYECKYIO YCTONYHBOCTD B CIIOMKHBIX M 3KCTPEMATBHBIX CHTYaIHsX,
NpeAynpexaaTe U pa3perarh KOHQIUKTE B Ipouecce MpodecCHOHANBHOM AeITeIbHOCTH.

OK 6. OcymiecTBaATS IOMCK U HCIIONB30BaHHE HHOPMALIKH, HE06X0AUMO# 1 3 (EKTHBHOTO
BBITIONIHEHHS IPO(ecCHOHANBHEIX 3a/1aY, TPO(eCCHOHATBEHOrO ¥ TMYHOCTHOTO PA3BHTHAL

OK 7. Ucnosp3oBars HHGOPMAIHOHHO-KOMMYHHKAIHOHHEIE TEXHOJIOTHH B IPO(hecCHOHATHHOH
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JAEATCIIBHOCTH.

OK 8. ITpaBunbHO cTpoHTH OTHOMIEHUS ¢ KOJLICraMu, ¢ pa3/IMYHbIMH KaTerOpHsSMH IPac/IaH, B
TOM HHCII€ C IPEICTABUTENIAMH Pa3IMYHBIX HAHOHATIBHOCTEH U KOH(ecCHi.

OK 9. VcranapnuBath ncuxonornyeckuii KOHTAKT ¢ OKPY’>KalOLIHMH.

OK 10. AnantupoBatbcs K MEHSIOIHMCS YCIOBHSM MPO(ECCHOHATBLHOM NeSTeNBHOCTH.

OK 11. CamocTosTensHO onpenensTs 3agaun NPO(ECCHOHATEHOTO M THYHOCTHOTO Pa3BUTH,
3aHMMAThCs CaMO0Opa3oBaHHEM, OCO3HAHHO IIAHHPOBATE TIOBBIIICHHE KBaIUPHKAIIHH.

OK 12. BemonHsts npodeccHOHaTbHEE 3a7a49W B COOTBETCTBHH C HOpPMaMH MOpaJH,
NPO(ECCHOHANBHOM THUKH U CITY)KeGHOTO 3THKETA.

OK 13. TposiBsTs HeTepIUMOCTE K KOpPPYNIIHOHHOMY IOBEICHHIO, YBAXHTEIbHO OTHOCHTELCS
K IIPaBy M 3aKOHY.

OK 14. OpraHu3oBBIBaTE CBOIO XH3Hb B COOTBETCTBHH C COLMaIbHO 3HAYUMBIMHU
HPCICTABICHUAMH O 3/I0DOBOM 00pase JKH3HH, TOIEP)KHBATH JO/DKHEIA YPOBEHE bu3nyeckoii
TIOArOTOBJICHHOCTH, HEOOXOXUMBIH /ISl COHAIBHOMN M MIPO(ECCHOHATEHOMN /IS TeTBHOCTH.

ITpodeccnonanbubIx KoMmeTeHmii (IIK), Bmoqaromux B ce6s Crioco6HOCTE:

[IK 1.1. ¥Opunuuecku xsanupumuposars (akTbl, cobbITHA U o6GcTosTenbeTBa. [IpHHEMATE
PCIICHUSA H COBEPIIATh IOPUANIECKHE NCHCTBHS B TOYHOM COOTBETCTBHHU C 3aKOHOM.

[IK 1.2. O6ecnieunBats co6oeHHE 3aKOHOIATEIBCTEA cyObexTamu mpasa.

IIK 1.3. OcymecTBIsiTh peamusanuio Hopm MaTepHaIbHOTO U IIPOLECCYaTbHOTO NpaBa.

IIK 1.4. ObecneunBars 3aKOHHOCTD H NIPaBONIOPAZIOK, O€30IacCHOCTh JIMYHOCTH, 00IecTBa U
FOCyAapcTBa, OXPaHATh OOLIECTBEHHBIH MTOPSIOK.

IIK 1.5. OcymecTBisITh OnepaTHBHO-CIIyXKeGHEIE MEPOIIPHATHS B COOTBETCTBUHU C MPOGHIEM
MOATOTOBKH.

I[IK' 1.6. IlpuMeHsaTH MepHl aIMHHHCTPATHBHOTO MpecedeHus IpaBOHApPYIIEHUH, BKIIIOYAs
NpPEMEHEHHE (YH3UYECKOH CHIIBI M CIIENUAIBHBIX CPE/ICTB.

IIK 1.7. O6ecneunBark BbISBIEHHE, PacCKpHITHE W pacciieIOBaHHE NPEeCTYIUIEHHH M MHBIX
NPaBOHAPYIICHHUHA B COOTBETCTBUH C MPOBHIIEM ITOATOTOBKH.

[IK 1.8. OcymecTBIaTh TeXHHKO-KDUMMHAIHCTHYECKOE H CHENMATBHOE TEXHHIECKOE
obecrieueHne OIepaTHBHO-CITYXKeOHOMH JIesTeIBHOCTH.

11K 1.9. OxassBath nepByo (J0BpaueGHYI0) MEIUIMHCKYIO IOMOIIE.

[1K 1.10. Mcnions30Bath B npod)ecCHOHANBHOMN IeSTebHOCTH HOPMaTHBHBIE IIPABOBEIE aKTHI U
JIOKYMEHTEI 110 00eCTIeYeH IO pexXuMa CeKpeTHOCTH B Poccuiickoit Deneparu.

[IK 1.11. OGecneumBare 3alMTy CBEAEHHH, COCTABJISIONIUX rOCy/IapCTBEHHYIO TaiiHy,
CBEJICHHI KOHUICHIIMATLHOTO XapaKTepa W WHBIX OXPaHAEMBIX 3aKOHOM TaifH.

ITK 1.12. OcymecTBisTh MpeAynpexIeHHe NPECcTyIUICH I H HHBIX [IpaBOHapyLICHUIT Ha OCHOBE
MCIIOJIE30BaHUs 3HAHUH O 3aKOHOMEPHOCTSX NPECTYITHOCTH, IIPECTYITHOTO MOBEICHUS H METOJOB MX
NPEAYNPEXICHNS, BBIABIATE W YCTPAHATh NPHYMHBI M YCIOBHS, CIIOCOOCTBYIOIIME COBEPIICHHIO
IIpaBOHAPYIIECHUMA.

[IK 1.13. OcymecTBisTh CBOIO NPO(ECCHOHANBHYIO AEATENBHOCTH BO B3aUMOJEHCTBHH C
COTPYAHMKAMM  IIPaBOOXPAHHUTENBHBIX OpPraHOB, OpPraHOB MECTHOTO  CAaMOYIpAaBjIeHHs, C
NPENCTABUTENSIME  OOLIECTBEHHBIX OOBEIMHEHHH, C MYHHIUOATBGHBIME OpPraHAMH  OXPAaHBI
00IIeCTBEHHOT0 MOPA/IKA, TPYIOBBIMH KOJUIEKTHBAMM, TPaXKIaHAMH.

1.4.Pexomenjtyemoe KOJIMYeCTBO 4HacOB HA OCBOEHHE NPHMEPHOii NporpamMMbl y4eGHOI

JAMCHHILIHHBI:
MaKCHMaJIbHOM yueOHoM Harpy3ku obydaromerocs 170 4acoB, B TOM uHclie: 0653aTeNbHOMN

ayIMTOpPHOMN y4eGHOM Harpy3ku oOydatommerocs 110 yacos; camocTosTeIEHOM PabOTHI
obyuaromierocst 60 gacos.



2. CTPYKTYPA U COAEPKAHHE YYEBHOH TUCITUTLIAHBI

2.1. Obwem yuebHoii AHCHHMUIHAL] H BH/IBI y4e0HOIi padoThI

Buj yueGnoii pa6orsi Obexisacos
MakcumaibHasn yaeGuas Harpyska (Bcero) 170
Obsi3aTennnas ayanropuas y4ebHas Harpyska (Bcero) 110
B TOM YHCJIE:
JIEKIIHOHHEIE 3aHATUS 60
NPaKTHYECKHE 3aHATHS 50
CamocronTeabnas pa6ora o0yuaromerocs (Bcero) 60

B TOM YHCJIE:

JlomammHsis pabora:

Pabota ¢ HopMaTuBHEIME fOKYMenTAME.

AHanuTHYecKas 06paboTKa TekcTa y4eOHO# TuTeparypsl.
Cocrasnenue 1mana u Te3MCOB OTBETA 1O TeMaM.
Brinonuenne unmBuyanbHBIX 3a1aHMi O TeMan.
Hanucanue pedeparos 1o temam.

S a3 et

Hmozosas ammecmayus ¢ popme ougpghepenyuposantozo 3auema
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3. YCJIOBUSI PEAJIM3ALIAY YYEBHOI JAUCIUATILIAHBI

3.1. TpeboBanus k MHHHMAJTBHOMY MATePHAILHO-TEXHHYECKOMY 06ecredeHuio

Peamusanus mporpamMmer quctummmae: «J1eNIoNpON3BOICTBO M PeXUM CEKPETHOCTHY TpebyeT
HaM4IMs y9eOHOro kabHHeTa [0 IPaBOOXPaHHTENBHOM AesSTeTbHOCTH.

OG6opynoBanue yueGHOro KaGuHeTA:

- y4eOHbI KaOWHET C YHCIIOM ITOCANOYHBIX MECT IO KOJIMYECTBY 00yJaromuxcs;

- @yAuTOpHas 0CKA C MArHUTHOH NMOBEPXHOCTBIO U HAGOPOM NpHCIOcoOIeHus s TabauI 1
Kapr.

Texnuyeckue cpenctpa 06yueHus:

- KOMIBIOTEP, 3KpaH, MyJIbTHMENHHBINA IPOEKTOP;

- y4eOHble BUACODHIBMEL;

- KapTel, CXeMEI, y4eOHO-HarJIAHbIE T0COOUs.

3.2. UndopmanmonHoe obecnevenne obyueHus

Ilepevens pexomenayeMbix yuebHBbIX m3gaumii, Un repHEeT-pecypcoB, AOMOJHHTEIbLHOI
JIMTEpPATYpbI

HopmaTuBHO-IpaBoOBbIe aKThI:

1. Tlocranopnenue I'occranmapra P® ot 03.03.2003 N 65-cT "O NPVHSATHA ¥ BBEJECHHH B
JieiicTBHE roCyapCcTBEHHOTO cTannapta Poceuiickoii ®egeparun”

2. '"TOCT P 6.30-2003. TocynapcTeHHBIH cTaHmapT Poccuitckoii Deneparym.
YHHOQHUIMIPOBAHHEIE CHCTEMBI JOKYyMEHTAlMH. YHH(HIHPOBaHHAS CHCTEMa OpraHu3alHOHHO-
pacnopsAuTeNnbHON JoKyMeHTauuu. TpeGoBanus K 0OPMIEHHIO TOKYMEHTOB"

OcHoBHas TuTepaTypa:

1. Kysnenos,.H. JlenonpousBoacTeo [D1eKTpOHHBIH pecypc]: YygebHo

cripaBoyHOe nocobue / Y. H. Kysnenos. - 6-¢ u3., mepepab. u gor. - M. : Manarenscko-Toprosas
xopriopauus «Jlamkos u K%, 2013. - 520 c.

2. OCHOBBI JIENIONIPOM3BOACTBA. SI3BIK CITyXkeGHOro JTOKYMeHTa. YdeGHHUK u NPaKTUKYM ISt
akanemuyeckoro bakanaspuara/ lllysanosa H.H., Marosa A 1O. - M.: Usnatenscrso IOpaiit, 2015 r.,-
375¢c.

3. JlokyMeHTauMoHHOE obecneyeHne ynpasieHus. JJoKyMeHT00G0pOT M AeNONpPOU3BOACTEO.
Y4eOHUK U IIPaKTAKYM IS IpUKJIanHoro Gakanaspuara/ Kysuenos W.H. - 2-e w3z, mepepa6. u morm. -
M.: U3parensctBo FOpaiir, 2015 ., -

447 c.

4. OcHOBEI JeN0NPOU3BOICTBA. YUeOHHK U npakTukyM s CITO/ Illysanosa H.H, WBanosa
AIO. - M.: U3narensctBo FOpaiit, 2015 1., - 375 c.

5. JloxymenToBeneHue. YueOHuK u npaktukyMm it CI10/ Jloponuna JLA. - M.: U3natenscTBo
FOpaiit, 2015 ., - 309 c.

6. JlokymeHTalmOHHOEe obecreueHre ympasiieHus. J[OKyMEHTOO60POT M JAEI0NPOU3BOICTRO.
Vuebnuk g CIIO/ Kysnenos U.H.— M.: UsparensctBo FOpaiit, 2015 r., 576 c.

IIporpammuoe o6ecnieuenne u HTepHET-pecypenbl:

- Cnpasoynad nmpaBoBas cucreMa «Koncynsrant Ilmocy. -

CnpaBoynas npaBoBasi cucteMa «I"apanm.
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Pesyabrater o6yqenus
(ocBoennbIe ymenus, yepoennnie 3HAHHSA)

DopMbI B MeTOBI
KOHTPOJISI H OLlEHKH Pe3y/ILTATOB

B pesynsrare ocoenus y4eOHOH nucHumnIMHLL

00yyaromuiics nomkes 3HaTE:
YCTaHOBJICHHBIH MOPSIOK OpraHu3aluu
1EJIONPOU3BO/ICTBA, UCIIOJIb30BaHH A CBEJICHHIA,

CONCPXKAIMXCSA B IOKYMEHTAX:

- OCHOBHBIE IPABUJIA H IIOPANOK MOATOTOBKH H
0OPMIICHHS IOKYMEHTOB;

- OpraHu3allMOHHO-TIPABOBHIE OCHOBBI pexuma
CCKPCTHOCTH B INPaBOOXPAHHTEIBHBIX OpraHax, IOpSIOK
OTHECCHHS CBENCHHH K TIOCYNapCTBEHHOMH TailHe, HOpsIOK
BACCKPEYMBAHHUSA M PacCEKpeYHBAHUS HOCHTENIeH CBeeHMIA,
COCTABIIIONIMX IOCYJaPCTBEHHYIO TalHy, IOPANOK MonycKa K
[OCYyNapCTBEHHOM TaifHe;

- TpaBHIa  NONB30BaHHA M  oOpameHus ¢
CCKPETHBIMH JOKYMEHTAMH M H3JIETHIMH.

B pesynbrare ocoemms Y4eOHOH JUCHUILIHHEI
O0y4aromuiics: 10/KeH ymeTh:

- TIPAaBUIILHO COCTAaBIATE M OQOPMIATE ClrykeGHBIE
/OKYMEHTEL, B TOM YHCJIE CEKPETHBIE, COIepKaIue CBEJICHHUS|
OTPaHHYCHHOTO MOJIb30BAHMS;

-BBIIOJIHATE CIy)KeOHBIE OOS3aHHOCTH B CTpOroM,
COOTBETCTBUH C TPEOOBAHUSIMHU peXHMa CEKPETHOCTH.

o0yueHus

Y CTHBIH ompoc.
UnTepnperamus pe3ynbTaToB
HaOIIoAenuii 3a AeATEILHOCTRIO
oOy4aromerocs B

rporuecce
OCBOEHHS oOpa3zoBarensHOi
[IPOrPaMMEI
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Teme1 pedpepaTon

SI3bIK ¥ CTHIIB CITY’Ke6HOTO MHCEMA. DTHKET B 1JIOBOM IepenucKe

Tpe6oBanus k opranu3zanuu JOKYyMEHT0000poTa

[IpaBuia opopmienns u BEIaun Komuii JokymenToB. Konus, IyOJIMKAT, BRITUCKA, OTITYCK
CocraBnenne u odopMieHHE pacTOpSAHTEbHBIX AOKYMEHTOB: IIpHKa3a 110 OCHOBHOH
ACATEIBHOCTH, IPHKA3a 110 JIMIHOMY COCTaBY, yKa3aHHUsl, PaCIOPSIKEHHS, IOCTAHOBJICHHAS, PelIeHHS!

5. CrIpykTypa M XapaKTepHCTHKa HCXOISINEro 0KYMEHTOMOTOKA

6. TpeGoBaHHMs K H3TOTOBIIEHHUIO, YYETY, HCIIOMB30BAHHIO H XpaHEHHIO OTaHKOB C BOCIIPOM3BEIEHUEM
I'ocynapcrBenHoro rep6a P®

7. Opranu3anus paGoTEI ¢ JOKYMEHTAMH, HMEFOIUMH rpud orpaHAYEHUS JOCTYIA K HAM

8. O3HaKoMIIeHHE C THIIOBBIMH M IIPHMEPHBIMU HOMEHKJIATYpaMu e, COCTaBIeHHE HOMEHKIIaTyphbl
A€ 111 KOHKPETHOTO MpeANPHATHS

9. ®opmHpoBaHHME Jiela B COOTBETCTBHH C KOHKDETHOM HOMEHKJIaTypo#l nen. CocTaBieHne akra o
BBUIC/ICHHH /el K yHHUTOXeHH!o. [ToAroToska fiena K nepezade B BEIOMCTBEHHbI ApXUB, COCTABICHHE
CIIaTOYHOM OIUCH

10. Homenxknarypa gen

11. Ciyx6a N0KyMEHTaHOHHOTO OBecTIeYeH s YIIPABICHHS

12. CrpykTypa M XapaKTephCTHKa BXOAAMIEro JOKYMEHTOIIOTOKA

13. JlokyMeHTalus 10 TPYAOBEIM IIPaBOOTHOLICHHSIM

14. CranoBineHne W pasBUTHE JAETONPOH3BOACTBA B Poccuu. OGmenpHHSTEe COKpAIlleHHs CJIOB M
CJIOBOCOYETAaHHH B JoKyMeHTaX. OopMiieHre TabIIHUIl H BBIBOJIOB

15. Oprauusanus paGoTs! ¢ 0GpalieHUsIMHA TPaK/IaH

16. Opranusanus onepaTHBHOrO XpaHEHHs TOKYMEHTOB

17. CrpykTypa u XapakTepHCTHKA BHYTPEHHErO JOKYMEHTOMOTOKA

18. KoHTposb HCIONHEHHS JOKYMEHTOB

bl L
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Bonpocesr k IK3aMeHy

1.IToHsTHE W BHAED JOKYMEHTOB.

2.O¢uumasbable JOKYMEHTH! 1 1X IOpHIHYECKAs CHIIA.

3. PexBH3HTHI MOKyMeHTa,

4.Cucrema fokymMeHTaIHH.

5.Cranpaprusanus noxymenTanuy.

6. Yauukanus noxymenTanuu u ee (bOopMEL.

7.Y4apenurenpHole JIOKYMEHTEI.

8. OpraHH3auuonuo-pacnopmnrensnme JnokymeHTsl (OPJT).

9.Buner 1 odpopmirenne Gnankos OPJI.

10.  OGwwe npasuna O(OpMIICHHS pacTIOpSUTETLHBIX JIOKYMEHTOB.
11. O6mue npasmia opopmiteHHs CyKeGHBIX mHceM. OCOGeHHOCTH opopmnenus mnucem,

NepeaaBaeMbIX 3JIEKTPOHHON MTOYTOA.

12 OGuwe npasuna odopMIIeHHS TOKITaHO, CITy>XeOHOM B 00BACHUTEIBHOI
3aIHCOK.

13. loxymenTSI, Henons3yemsie NpH noadope nepcoHana.

14.0¢opminenne npuema na pabory.

15. JlokyMeHTSI 110 yuery HecuacTHEIX CIy4aeB Ha IIPOU3BOJICTRE.

16.ITonsTHe ¥ NpUHIEANGT OpraHM3alHy J0KYMEHTO0060pOTa.

17.Ctpykrypa ZIOKyMeHTOOOO0pOTA.

18.Opranusanus AOKYMEHTO000pOTa Ha IPeANPUATHH.

19.TTpuntmns: opranmsamuu AOKyMeHTOo060poTa.

20.Opranusanuonnas CTPYKTypa A€TONPOH3BOACTBEHHOM CITYKOBI.

21.3anawm u GyHKUMM ciryK6EI JIEJIONPOH3BOICTBA.

22.HopmaTtuBHas periiaMeHTaIus AO0KyMeHTo000pOTA.

23.OneKTpoHHBbIH JIOKyMEHTO0060pOT.

24.PerucTpanus 10KyMeHTOB.

25.Unnekcanus JOKYMEHTOB.

26.KoHTpois Ha HCIIOTHEHHEM JIOKYMEHTOB.

27.Texymee XpaHeHHe TOKYMEHTOB.

28. XpaHeHue OKyMEHTOB B 3NICKTPOHHOH (opme.

29. Tlonsrre u GyHKIHI HOMEHKJIATYPHI €.

30. Buael HoMeHK ATy fe.

31. ConmeprkaHie HOMEHKIIATYDbI J€.

32. Tloaroroska et K apXMBHOMY XPaHEHHIO H apXHBHOE XpaHEHHE JOKYMEHTOB.

33.  WHpopmauus KaK mpeMeT 3amuThL. 3amuTa KOHQUIECHIHATBHOMN uHpOpManHH.
34. OcHOBBI 3aLIMTE! KOH(HICHIHATLHOIN HH(pOPMAIUY Ha IIPEANPUATHH.

35. Opranuzanust paGoTHI ¢ JOKyMEHTaMH, COJIepXKaIlUMU KOHGbH ICHIIHATILHBIE CBEICHHS.
36. Opranmmzaums goctyma u IOpANIOK  paboThl NepcoHana ¢ KOH(DHICHIUATEHBIMY

JOKYMEHTaMH ¥ 0a3aMH JaHHBIX.

TaiHy.

37. CBeneHnus, cOCTABISIOIHE TOCYapCTBEHHYIO TalHY.

38. CreneHn ceKpeTHOCTH CBe/IeHHUil, COCTaBJIAIOIMX I'OCYAaPCTBEHHYIO TalHYy.

39. Ilomyck K rocynapcTBEHHOI TaiiHe,

40. OTBETCTBEHHOCTD 3a pasrialleHue rOCYJapCTBEHHOM TailHBbl.

41.3akonHomarenbeTBO Poceuniickoit ®ezepanuu o ci1yxeGHOM 1 KOMMEpUecKoii TaitHe.

42.  TlpenocraBienue uHMOPMAIIHH, COCTABITIOMEH CITy’XeOHYIO M KOMMEPYECKYIO TaifHy.
43. OTBETCTBEHHOCTS 3a pasriialieHue CBENCHHS, COCTABIIAIOIIMX CITY)KEOHYIO M KOMMEPYECKYIO
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