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1. KOHCHEKT JEKOUM
Jlexuust Ne 1 (1 gac)
Tema: Couepmafme ACJTONPOU3BOACTBA B OpraHusalusax. Oﬁllll/le HOPMBI H
npaBuJIa 0(popMIIeHUS IOKYMEHTOB.

1.1.1. Bonpocsbl JieKIum:

1.1 TloHsTMe nenonpou3BOJCTBA M €r0 OCHOBHBIE 3JIEMEHTHI. 3aKOHOJATENbHOE MU
HOPMAaTHBHO-METOJJMUECKOE PErYIMPOBAHUE JIEIOIPOU3BOJICTBA.

1.2.Bunel, 3anauu, GopMbI OpraHU3aliy JeJIONPOU3BOACTBA B oprann3anusax. CyObeKTs
JIeJIONPOU3BOICTBA U UX 00SI3aHHOCTH.

1.3. Mcropus BOSHUKHOBEHHUS U Pa3BUTHS J1€JI0NPON3BOICTBA B Poccun.

1.1.2. KpaTtkoe coep:kaHue BOIPOCOB

1 IlonsiTHe neJONPOU3BOACTBA M €ro OCHOBHBIE JJIeMEHThbI. 3aKOHOJATe/lbHOE U
HOPMATHBHO-METOAUYECKOE PeryJHpoBaHue 1eJ0NPON3BOCTBA.

«JlenonpousBoacTBO» — pycckuid TepMuH. OH HE MMEET aHAJIOTrOB B JIPYTHX fA3BIKAX U
Oeper CcBOe HAYaJl0 OT CTaporo TMOHATHUS «IPOU3BOACTBO Jeid». B TrocyaapCcTBEHHBIX
YUPEXKIIEHUSAX OPEBONIOIMOHHOI Poccum mporecc paccMOTpeHUs: M PEIICHUs TeX WM HWHBIX
BOITPOCOB, «JI€JD» HA3bIBAJICS «IIPOU3BOJICTBOM JIEI.

I'oCT P 7.0.8-2013. HaumonansHubiii crangapt Poccuiickoit ®enepaunu. Cucrema
CTaHIapPTOB MO WH(OpMANHH, OMOTMOTEYHOMY M W3JIaTeIbCKOMY neiy. Jlemomnpou3BoacTBo u
apxuBHoe neno. Tepmunsl u onpenenenus. (yrB. [Ipukazom Poccranmapra ot 17.10.2013 Ne
1185-cT) 3akpersier:

AEJOINPOU3BOJACTBO — »T10 oOTpacinb JeATEIBHOCTH, 0OecIeunBaroIas
JIOKYMEHTHPOBAHUE M OPTaHU3ALUI0 pa0OTHI C OPUITHATHEHBIMHU TOKYMEHTAMH.

B 3akoHOnmaTensCcTBO M 00MXO/€ MPUMEHSETCS TakKKe TEPMUH — JOKYMEHTAIIHOHHOE
obecrieueHre yrpaBieHHUs, KOTOPBIM CUUTAIOT TOXKIECTBEHHBIM JIEJIONPOU3BoACTBY. Ho 3TO HE
COBCEM MPABUIIBHO, TaK KAK BEICHHE €I YIPABICHYECKON JOKYMEHTAlMU OTINYAETCs OT JAel B
CyJIONTPOU3BOJICTBE, B CJICICTBEHHBIX OpraHax, B HOTapuaTe u T.J.

Hcxons 3 geuHUIMM JETOTPOU3BOCTBA BBIACIAIOT 2 OCHOBHBIX DJIEMEHTA:

1. JIokyMeHTHpOBaHHE, TO €CTh 3aMUCh MHPOPMAIIUA HA MaTEPUATHLHOM HOCUTETIE.

2. JIokyMeHTOOOOPOT — 3TO JBIKEHUE JIOKYMEHTa BHYTPU OpraHa, TO €CTh COBEPIICHUE
TEXHUYECKUX OIEepaluil Mo MOJIYYCHHIO, PETUCTPALNH, XPAaHEHUIO, UCIIOTHEHUIO, CIIUCAaHUIO B
apXMB WJIHA OTIPABKE JOKYMEHTOB.

PanmionaneHass opraHuzanusi JeIONMPOU3BOJICTBA TO3BOJISIET CYIIECTBEHHO TOBBICHUTH
3¢ (HEeKTUBHOCTH MPOIIECCOB YIPABICHHUS.

Opranms3anys W BEJACHHUE JIEJOMPOU3BOJCTBA PETJIAMEHTUPYETCS COOTBETCTBYIOIIMMH
HOPMAaTUBHBIMH aKTaMH, CTAaHIAPTAMH U UHCTPYKIUSMHU.

3aKOHOJATENbHYIO OCHOBY JIEJONPOU3BOACTBA COCTABIISET:

1. ®enepanbhblil 3akoH PO «O6 unHbopmanuu, nHOOPMAMOHHBIX TEXHOJIOTUIX U
3amuTe uHpopMmammu» ot 27.07.2006r. Ne 149-@3. 3akpemsiseT mNoHATHE HH(DOpMAINH,
HOCHUTENH WHQOpMAIUHU, OO0IIHe NPUHIMIBI JOKYMEHTUPOBaHUS HH(OpMAILIUU, OMpeAesnseT
MOPSAOK 3aIIUTHI HH(POPMALIUU, TO €CTh HHPOPMAIIMOHHYIO 0€30M1aCHOCTb.

2. 3akoH P® ot 21.07.1993r. Ne 5485-1 «O rocynapcTtBeHHOU TaiiHey». Onpeaenser
MOHSITHE TOCYJAPCTBEHHON TailHBI, TIEPEUYCHb CBEJACHUMN, COCTABJISIONIUX TOCYTAPCTBEHHYIO
TaliHy, CTENIEH! CEKPETHOCTH CBEICHMI, COCTABISAIONINX TOCYAAPCTBEHHYIO TallHy U T.1.

3. OenepanbHbiii 3akoH P® «O06 0053aTeTbHOM JK3eMIUIBIpE JOKYMEHTa» OT
29.12.1994 r.

4, ®denepanbHbiii 3aKk0H PO «O mopsike paccMoTpeHus oOpaimieHnii rpaxiaad PDy
o1 02.05.2006 T.

5. [Topsimok odopMileHHsT TMPOIECCYyaIbHOW JTOKYMEHTAllMH periamMeHTHpYoT YK
P®, VIIK PO, KOall P® n apyrue HopMaTUBHBIE aKThI.



B mHactosimee Bpemsi CIIOKWIACH CHUCTEMA OCHOBHBIX HOPMATHUBHO-METOJUYECKUX
JIOKYMEHTOB MEKOTPACIeBOr0 XapakTepa, ¢ MOMOIIbI0 KOTOPOil obecreynBaeTcsl MpaBUiIbHOE
JIOKYMEHTUPOBAHUE YIIPABIEHUECKOH 1€ATEIbHOCTH.

K HUM MOKHO OTHECTH CIEAYIOLIHE:

1. - Obmepoccuiickuii kiaccudukarop ynpasieHueckor mpokymentamuu. OK 011-
93.YcranaBnuBaeT koAbl (POpPM JTOKYMEHTOB. ITOT JOKYMEHT COJEPKUT HOMEHKIATypy
(cucTeMaTHU3WPOBAHHBIN  TMEpeueHb)  YHHU(PUIIMPOBAHHBIX  CHUCTEM  JIOKYMEHTAllUd |
YHU(PHUIIUPOBAHHBIX (OPM JTOKYMEHTOB.

CyIIecTBYIOT ClIeAYIOUINe YHH(PHUIUPOBAHHBIE CHCTEMBbI JOKYMEHTALWMHU: OaHKOBCKas,
OTUYETHO-CTATHUCTUYECKAs, TOKYMEHTAlU 110 TPYyy, JoKyMeHThI [lencnonnoro ¢honaa u apyrue.

Ho ocoboe 3nauenue sl HaC UMeeT YHU(UIIMPOBAHHAS CUCTEMa OPTraHU3ALMOHHO-
pacniopsiautensHoit  mokymentanuu (YCOPJI). Drta cuctema BKIIOYAET TOCYIapCTBEHHBIC
CTaH/apThl 110 COCTABJICHUIO U IPUMEHEHHUIO OPraHU3aMOHHO-PACIIOPAIUTENIBHBIX JOKYMEHTOB.

-T'OCT P 51141-98. «/lenonpou3BoACTBO U apXUBHOE J1€710. T€pPMUHBI U ONPEICTICHUS.
3aKkperisieT MOHSTHE JIENONPOU3BOJCTBA, JOKYMEHTa, BHJAbI JOKYMEHTOB, apXUBHOE [I€JO,
JOKYMEHTHUPOBAaHUE U TOKYMEHTOOOOPOT.

- TOCT P 6.30-2003. «YHuPUUUpPOBAHHBIE  CHCTEMbl  JIOKYMEHTALIUU.
YHubunupoBanHas cucTeMa OpraHu3allMOHHO-PaCcIOPSANTEIbHON JoKyMeHTauuu. TpeboBanus
K opopmieHHIO TOKyMeHTOB.».IlpunstT u BBeneH B neiicteue ¢ 1.07.2003r. [TocranoBneHHEM
l'occranmapra Poccum ot 3.03.2003r. VYHudumupoBaHHas cuCTeMa — 3Ta CHCTEMa
JIOKYMEHTAIlMH, CO3/JaHHasi HA OCHOBE €IUHBIX MpaBWl, TPeOOBAaHUM, CTaHAPTOB, COAEp KAl
uH(pOopMaILIKI0, HEOOXOIUMYIO Ul YIIpaBJIeHUs B onpeeseHHoi chepe. Ha Hactosmmii MOMEHT
CYIIECTBYET psii YHUQUIMPOBAHHBIX CHUCTEM JOKYMEHTAalUWHU: Y/C IUIAHOBOM, OTYETHO-
CTaTHCTUYECKOM, pacueTHO-IeHeXKHOM u apyrue. Mspl ¢ Bamum Oyagem wusyyats y/c
OpraHU3aIMOHHO-PACTIOPSAIUTEIFHON JOKYMEHTAIMK, TaK KaK C TaKUMH BUJAMU JTOKYMEHTOB
BbI Oy/IeTe yallle BCEro CTaIKMBAThCs B CBOEH OyIylIel 1eaTeIbHOCTH B KAaUeCTBE COTPYAHUKOB
OpraHOB BHYTPEHHUX JIEI.

VYkazaunsiit [[OCT BBenen B aetictBue ¢ 1.07.2003r. B3amen npexxnero 'OCT P 6.30-97,
YHacleZoBaB OT MPEXKHEro JOKYyMEHTa CTPYKTypy M OOJIBLIIMHCTBO IIOJIOKEHUN, HO BCE
CYILLIECTBYIOT OTIUYHS.

- ['ocynapcTBeHHass cucreMa JOKYMEHTAllMOHHOTO OO€eCleYeHUsl YIpaBJIeHUS
(I'CAO0Y). OO6mme mnonoxenus. OOmue TpebOOBaHUS K JOKYMEHTaM U ciayx0am
JIOKYMEHTAIlMOHHOT'O 00eCIeUeHNsI.

Jlns  nemonpous3BOACTBA B OpPraHM3alldd  XapakTEpHO M JIOKAJIbHOE HOPMAaTHUBHOE
perynupoBaHue OCPEACTBOM MHIUBUIYATbHBIX OpPraHU3a[MOHHBIX TOKYMEHTOB: [lonoxeHue o
kaHuensipun (ciayx6e JAOVY), WHCTPYKUIMH MO JAEJIONPOU3BOJICTBY KOHKPETHOTO OpraHa WU
OpraHu3aIiy, JOJKHOCTHBIE 00I3aHHOCTH.

2. Buabl, 3apaum, (opMbI OPraHM3alMU AeJONPOU3BOACTBA B OPraHU3aALMAX.
Cy0beKThI 1eJI0NPOU3BOICTBA U UX 00513aHHOCTH

Buioensrom cnedyrowue udvi denonpouzsoocmea.:

A) B 3aBUCHMOCTH OT JIOKYMEHTOB, SIBJISIFOIINXCS OOBEKTOM JI€JIONPOU3BOJICTBA;

1. VYrpaBieHdecKkoe JAeTONPOU3BOCTBO PETYIUPYETCS CHCTEMON 3aKOHOIATEIbHBIX
AKTOB U OCYIIECTBIISIET OIMEpalil C YIpPaBICHYECKOH TOKyMEHTalued (pacrnopsaInTenbHOH,
OpraHW3aIlMOHHOW, chpaBouHO#). CucremMaTu3amusi JOKYMEHTOB B JieJla OCYIICCTBIISIETCS
COOTBETCTBYIOIIMMH CITy:KOaMHU JJOKYMEHTAI[MOHHOTO 00eCTIeueH s, a epeueHb HauMEHOBaHUI
JIeJ YTBEPXKAACTCS B CIIEIIMAILHOM JIOKYMEHTE — HOMEHKJIAType Je.

2. CnenuanbHOE  JENONPOU3BOACTBO  PEryJIUPYETCSs  3aKOHAMHU, HCIOJHEHUE
KOTOPBIX  CBSI3aHO C  peajm3anueld  OCHOBHOM  (pyHKmum  (IIpaBOOXPAHUTEIIHHOM,
paBoOOECIICUNTENHHON, Han30pHOH U Apyrux). Co3maHue W CHUCTeMaTHU3alus JOKYMEHTOB B
Jlena  OCYIIECTBIIAETCS 10 CHELUAIbHBIM IIpaBUjaM, a 3aBEJCHHE [J€J1 HE CBS3aHO C
YIPaBJICHUYECKUM JEJIONPOU3BOIACTBOM.




b) B 3aBUCHMOCTH OT CEKPETHOCTH CBEJEHUI, COAEPIKALUXCS B TOKYMEHTAX.

1. CekperHoe  [eNONPOM3BOJACTBO, TO  €CTh  JIOKYMEHTHPOBAaHUE  CBEJAEHUH,
COCTAaBIIIIONINX TOCYJApCTBEHHYIO M CIYXKEOHYIO TailHBI M OpraHu3auuss paboThl C
JOKYMEHTaMH, COACpXKaIllMMHU Takue CBeAcHUs. OCyIIecTBISETCS JNaHHOE HaIlpaBJIICHHE
JESATEIbHOCTH B OpraHax BHYTPEHHUX J[€J1 [0 CIEeLHaJbHbIM IpaBwiaM. Tak, MHoOrue
JIOKYMEHTBI, CO3/laBaeéMble B Ipolecce (PUHAHCOBO-XO3SHCTBEHHOW, KaJpOBOH [eATEIbHOCTH
OBJl, odopmisoTcs, XpaHATCS, IEPEChUIAIOTCS MO0 TMpaBWIaM BEJICHHUA CEKPETHOTO
JIEJIONIPOU3BO/ICTBA.

2. Hecekpernoe. MHorue OKYMEHTHI, co37aBaeMble B mpouecce aestensHoctd OB/,
MOTYT OBbITh HECEKPETHBIMU M HE TPEOYIOT COOIOCHNS KaKUX -IN0O0 IPaBUII IPU U3TOTOBIICHUH,
XPaHEHUU WJIM OTIpaBKe. /JJOKyMEHTHPOBAHHE YrOJOBHO-IIPOLECCYaTbHON, aIMUHUCTPATUBHO-
IOPUCIAMKIIMOHHOM  JCSATEIBHOCTH  OCYILECTBISETCS IO IIpaBWJIaM  HECEKPETHOTO
JIEJI0NIPOU3BO/ICTBA.

B opraHax BHYTpEHHUX J€Jl CYILECTBYIOT CJEIYIOIIME CHCTEMbl OpraHM3alud U
OCYILIECTBIICHUS JI€JIONPOU3BO/ICTBA!

- LeHTpanu3oBaHHOe. Bece nenonpousBoacTseHHble onepanuu B OB/ ocymecTBiastores
B OJHOM MecTe (B eanHON KaHuemsipuu).llprmensiercs B HEOONBIIMX U CPEAHHUX IO OOBEMY
nepenucku opranax MBJ] Poccumn.

- Jleuentpanu3oBaHHoe. Bce nenonpon3BOACTBEHHbIE ONEpPAlUU PACCPEAOTOUYEHBI 10
OTJIIEbHBIM KaHUEJSPUAM CTPYKTYPHBIX IOIPA3ACICHUI.

- CwmewanHas. YacTe J1el10NpOM3BOJACTBEHHBIX ONEpaluil LEeHTpaau3oBaHa ( Ipuema,
OTIIpaBKa, pa3MHOXEHHME JOKYMEHTOB), a Jpyras 4YacThb OCYLIECTBISAETCS CTPYKTYpHBIMHU
nojpasaeneHusMu. llpumeHseTcss co  CIOXKHOM  CTPYKTypo U OojJplIMM  00BEMOM
JIOKYMEHTO0000pOTa.

Jlyig enonpou3BOCTBa, BBIAEISIOTCS 3a7a4l, KOTOPble HEOOXOJUMO PEIUTh!

- Oo0ecnieueHne mnpuema, yuyeTa u OTHPAaBKU JOKYMEHTAIUH.

- OO0ecrnieueHne KOHTPOJISI 3a CBOEBPEMEHHBIM M IPAaBWIBHBIM O(OpMIIEHUEM
JIOKYMEHTOB, TO €CTb KOHTPOJIb HaJl CPOKaMHU UCIIOJIHEHMSI TOKYMEHTOB.

- Cucremaruzanys M XpaHEHUE JIOKYMEHTOB, HaXOJALIUXCS B JIEJIONPOU3BOJICTBE.
XpaHEeHHE TOJKHO NPOU3BOAUTHCSA B Ji€NaX, BHYTPH KOTOPBIX JTOKYMEHTBHI PACIIONaraloTcsi B
OTIpEeIEIEHHOM IOPSIJIKE — CHCTEMaTU3UPOBAHO B COOTBETCTBHUHU C ONKCHIO.

- Oo0ecnieueHre COXpaHHOCTU T'OCYJApCTBEHHOM M ciayxeOHOW TaifH, colepkaliuxcs B
JIOKYMEHTAaX.

- Ob6ecneueHne OBICTPOro HaXOXKICHUS HEOOXOIUMOM i peanuzauuu GyHkuuit OBJ]
nH(pOpMalLlUU B TEKYIUX JIeNaxX U apXUBeE.

- IlpaBunbHOoe U OBICTpPOE OTpaXKeHHWE B JOKyMEHTax paboTbl OpraHu3aluu, ee
CTPYKTYPHBIX MOJIpa3ieIeHui U COTPYIHUKOB.

- OKOHOMHS 3aTpaT BPEMEHM M CHJI COTPYAHHMKaMH OpraHM3alliM Ha COCTaBJICHHUE,
M3TOTOBJICHHE U TTOUCK IOKYMEHTOB.

CyOBexTamMu AEJIONPOU3BOICTBA B OpraHax BHYTPEHHUX JIEJ SBIISIOTCS:

1. PykoBoguTenu.

2. CrnenuanbHble Moipa3ieseHus AeI0NPOU3BOACTBA U PEKUMA.

3. Ilepcona.

4. PykoBoauTenb  HECET  IEPCOHAIBHYIO  OTBETCTBEHHOCTh 32  OpraHHU3alMio

JIEJIONPOU3BOJICTBA U UMEET CleAYIolue 00s3aHHOCTH B 3TOM cdepe:

- o0ecrieyeHue HEOO0XOAUMBIX YCIIOBHM U1 COTPYJIHHKOB, BEYIINX
JIETOTPOU3BOJICTBO;

- OCYIIECTBJIEHME KOHTPOJSA 3a BEACHHUEM JEIONPOM3BOACTBA,  YTBEP)KIECHUE
HOMEHKJIATypHI JIET;

- NpUHATHE MEp, UCKIIIOYAIOLIUX YTpaTy JOKYMEHTOB, pa3riallleHue ToCyJapCTBEHHON
U CITYy)KE€OHOU TalHBI;



- paccMOTpEHHUE KOPPECHOHICHIINHU, ONpEAesIeHUEe HUCIOMHUTEICH, CPOKOB M TOPSIKA
UCTIOJTHCHUSI.

CrnenmanbHble TOAPA3ISTCHHS IEIONMPOU3BOJCTBA U PEXKHUMA, UX CTPYKTYpa W IITaTHAs
YHCIICHHOCTb, 3aBUCAT 00beMa JOKYMEHTOO00POTA.

Ha noapasnenenus AeI0mporu3BOACTBA U PEKIMA BO3JIATACTCs BHITOJHEHNUE CIIETYIOLIIX
OCHOBHBIX 33J1au:

- TpUEM, PETUCTpAlMsl M pacHpeiesieHHe BXOIAMMX (TOCTYMAIOMUX) IOKYMEHTOB,
nepeaada JIOKyMEHTOB Ha pPAacCMOTPEHHUE PYKOBOJHWTEII OpraHa BHYTPEHHUX Jel |
HETOCPECTBEHHO UCTIOIHUTEIIO, TIOCIIE TIOTYYEHHUsI COOTBETCTBYIOLINX YKa3aHUH (PE30IIOLHUi).

- KOHTpPOJb 32 TMPOXOXKIECHHEM U CPOKAMH pPAacCMOTPEHHS JOKYMEHTOB, 3a
NPaBUIBHOCTBIO OPOPMIICHHS JTOKYMEHTOB, MPEICTABIIEMBIX Ha MOANUCH PYKOBOJICTBY OpraHa
BHYTPECHHUX JICII.

- perucTpauuss HCXOISAIUX (OTIPaBIEMBIX) JOKYMEHTOB, WX OKCHEIUIIUOHHAS
00paboTKa M OTIpaBKa aJpecaTaM.

- OpraHu3alus CIPAaBOYHO-MH(POPMAITMOHHON PaOOTHI IO BOIPOCAM JICTIOIPON3BOJICTBA.

- BEJICHHE CEKPETHOT'O JICJIONPOU3BOJICTBA U KOHTPOJIb 32 HUM.

- BBIJIaYa COTPYTHHUKAM HOPMAaTHUBHBIX IPABOBBIX aKTOB, JOKYMEHTOB H JI€JI, KOHTPOJIb 32
UX BO3BPATOM.

- ”HQOPMUPOBAHHE PYKOBOIUTENS OpraHa BHYTPEHHHX e 00 HCIOJHEHUN JOKYMEHTOB
U TOpYyYeHHH 1O HHUM, aHajdW3 M TOJArOTOBKA HAa €ro OCHOBE MPEIJIOKCHUU TI0
COBEPILIEHCTBOBAHUIO pAOOTHI C TOKYMEHTAMHU.

- ONpeJeNiCHUE TOPSIKa MPOXOXKACHUS U 00pabOTKH JIOKYMEHTOB, BHEJAPEHHE HOBBIX
TEXHOJIOTUYECKUX ITPHEMOB pabOTHI ¢ JOKYMEHTaMH, COKPAIIAONUX 00beM JOKYMEHTOO00POTA.

- KOOpJMHAIUS JIEATSIbHOCTH CTPYKTYPHBIX MOJpa3/IeIICHUI OpraHa BHYTPCHHUX e
MOJYMHEHHBIX OPraHOB BHYTPEHHHUX JEN IO BOMPOCaM JOKYMEHTAIIMOHHOTO OOecredeHus
yIpaBIeHUsI.

- KOHTPOJb 3a COOJIOJCHHEM YCTAHOBIIEHHOTO IOpsAIKa paboThl C JTOKYMEHTAMH B
cUCTeMe OpraHa BHYTPEHHHUX JIEll.

CoTpyqHMKH HECYT TIEpCOHAIBHYIO OTBETCTBEHHOCTh 32  COOJIOJACHHWE HMH
YCTQHOBJICHHOT'O MOpsAKa pabOThl ¢ TIOKYMEHTAMH M MX COXPAHHOCTH, a TaKXKe 3a pa3rialleHne
coJiepskanieiicst B HUX HHpOpMaIiu.

ITpu oOHapykeHUM yTpaThl JOKYMEHTOB COTPYIHHK JIOJKEH HEMEUIEHHO JOJI0XKUTh 00
ATOM TPOUCHIECTBUH PYKOBOJUTEIIO COOTBETCTBYIOMIETO CTPYKTYPHOTO IIO/pa3ieICHHUS,
KOTOpPbII 0053aH MPUHATH MCUEPIBIBAIOIIME MEPbI K MOMCKY JOKYMEHTOB, U PYKOBOJIUTEIIO
TIOIpa3 IeIICHUS IETONPON3BOJICTBA U PEKIMA.

[lepenaya NMOKYMEHTOB M WX KOMWI pabOTHUKaM APYTUX OPTraHU3AIMKA JOMMYCKaeTCs
TONBKO C THCHhMEHHOTO pa3pelIeHUs] PYKOBOAWTENS OpraHa BHYTPEHHHX [ell WU €ero
3aMecTHuTeNnel mo 3ampocy. O mepenaye JOKyMEHTOB JEIAalOTCS COOTBETCTBYIOIIME OTMETKHU B
yYeTHBIX (hopMax M Ha TOTMHHHUKAX JOKYMEHTOB (€CIIH MepeqaroTcs WX KOMHH) C YKa3aHHEM,
KaKUM JOJDKHOCTHBIM JIMIIOM pa3pelieHa rnepeaayda J0KyMeHTa.

C yderoM pa3BUTHS KOMITBIOTEPHBIX TEXHOJIOTHH BO3HUKAET HEOOXOIUMOCTh WX
BHE/IPEHHUsS B IPOLIECC JIEIONPOM3BOJACTBA B IENAX CO3JaHHUS JOKYMEHTOB C TIOMOIIbIO
KOMITHIOTEPHON TEXHHKH, Iepeadd JOKYMEHTa Ha PAcCTOSHHWE M C ATOW IENbI0 CO3/IaHue
CpeACTB Mepefaud MHPOPMALUU: 3IEKTPOHHOHN MOUTHI, ()aKCOB, PETUCTpAIMs U KOHTPOJb 32
UCTIOJTHEHUEM JIOKYMEHTOB C TIOMOIIBIO CHEIHAaIbHBIX KOMITBIOTEPHBIX MPOTPaMM, a TaKxke
COXpaHEeHHe U ObICTPHII MOMCK UH(OPMAIIMH C TIOMOIIBIO CO3aHUs IIEKTPOHHOTO apXHUBa.

3. UcTopusi BOBHUKHOBEHUS] M Pa3BUTHS Jies10npou3BoacTBa B Poccuu.

B pa3Butum genonpon3Boactsa B Poccuu BbIAENSIOTCS CIEAYIOUIUE ATAlbl: MPUKa3HOE
JIEIONPOU3BOJICTBO, KOJUIEAKCKOE, MUHUCTEPCKOE (MCIIOIHUTEIBHOE), COBETCKOE.

IIpuxa3snoe nenonpousBoacrso. (XY1-XVII Bek)



Ha pannem »stame pasButus JlpeBHepycckoro rocyaapctBa (1o KoHuma 15 Beka)
rOCyJapCTBEHHBIX YUYPEXKJIEHHH He CyLIecTBOBaNoO. YIpaBieHUYECKHE (YHKLHU Yalle BCEro
BBIIOJHSUIM OT/JEJIbHBIE JOJDKHOCTHBIE JIMIA WM OpraHbl, OCYIIECTBISAIOIINE JIEATEIbHOCTh
BOOO11IE 0€3 COTPYAHUKOB, IMOO C OrPAHNYECHHBIM IITATOM YHHOBHHUKOB.

C oOpa3oBaHueM LEHTPAIU30BAaHHOIO MOCKOBCKOTO KHSKECTBA CKJIAJbIBACTCS U
amnmapar TrocyJapCTBEHHOI'O YIPaBJIEHUS U OJHOBPEMEHHO TpeOyercs U (QopMupyeTcs Ha
JAHHOM 3Tare CUcTeMa JJOKyMEHTAlMOHHOTO 00eCIeueH sl 3TOro anrmapara.

Jlenonpon3BOACTBO 3TOr0 IMEPHOAA XAPAKTEPU3YETCs MCIOJIb30BAaHMEM «CTOJIOLOBOM
TEXHUKHU JEeI0NpOU3BOACTBaY. COCTaBISUINCH «CTOJIOIBDY - CBUTOK U3 MOJKIEEHHBIX APYr K
npyry nuctoB. Hanmpumep, «cobopHoe Yioxkenuey», 1649 roma 6bu10 mmmHOM okosio 309 MeTpoB.
Kpome Toro, ecnu paHHee JOKYMEHTBI COCTABIISUIMCh Ha IIEpraMeHTe, To B 15 Beke MosBiseTcs
Oymara. ITpouenypa NMoAroTOBKM TOKYMEHTOB B IIPUKA3HOM JIEJIONPOU3BOJICTBE COCTOSIIA
U3 CIENYIOIINX 3TAIOB!

- IOCTYIUIEHHE JOKYMEHTa Ha paCCMOTPEHHUE;

- MOJArOTOBKA JIeNIa K «I0KIaay»;

- pPaCCMOTPEHME U PELLEHUE JIENa;

- oopMIIeHHE JOKYMEHTA, COIEPIKAIIIETro pelIeHuE.

Bunel 10OKyMEHTOB 3TOro Hnepuoja: TIpaMoOThl, IPUTOBOPBI, YKa3bl, JOKJIAAbl, MAMATH,
YeJI0OUTHBIE.

KoJsuiexckoe nesonpounssoacrso. ( XYIII Bek)

Hpyryto cucremy aenonpousBoactsa Been lIletp 1 B 1720 rony, mnpexHue
TOCYIapCTBEHHBIE YUPEKACHUS - IIPUKa3bl 3aMEHAIOTCSA HA KOJUIETUH, KaHLEISPUU, KOHTOPHI,
paryum. Iletp 1 BBoautr B 1720 rony «l'eHepanbHBIM periiaMeHT», KaxJaas KOJUIeTus
PYKOBOJCTBYETCSI CBOMM PETJIAMEHTOM.

B komiexckoil cucreme Aenonpon3BOACTBA PETUCTPALIUS  COMPOBOXKAANA JOKYMEHTHI B
TE€4YEHHE BCEro Ipolecca MPOU3BOACTBA JI€IIa, a II0CJIE - U B apXuBe. Bce makeTsl, agpecoBaHHbIE
B KOJUJIETHIO, CIABAIMCH I€)KYPHOMY YHHOBHHKY, KOTOPBIM PaCIMCHIBAICS B MOJTYYEHHH.

PazpaOaTbiBatoTcsi 00pas3lbl JOKYMEHTOB, TaK Ha3blBaeMble «reHepasbHbIe
bopmyssipe». TlosBisieTcss OTIENbHBIA PEKBU3UT JOKYMEHTOB - JaTa, KOTOpPask BBIHOCUTCS TOJ
TEKCTOM Ha JIEBOW CTOPOHE JIUCTA.

Boznukator HOBBIE oOpa3s1sl JIOKYMEHTOB - BEKCeJ,
o0Mranuu, panopThl, XKypHaibl, IPOTOKOJIBI U JPYyTHE.

B oOmem, 3TOT mepuoj] XapakTepu3yeTcs 3HAYUTENIbHBIM YBEJIWYEHHEM paboThl ¢
JOKYMEHTaMH U O4Y€Hb MHOTO (popManbHOCTEN MpU 0(OPMIIEHUHN TOKYMEHTOB.

18 Bek xapakTepusyeTcsl JAeTalbHOW perjamMeHTalueld BCeX CTOPOH JeATeIbHOCTU
KAHLETSIPUH YUPEKICHUS.

HcnoanureabHoe geonpou3Boacrso.(X1X — nayano XX Beka)

OTOT MEepUoj XapaKTepU3yeTcss MNPUHATHEM HOPMAaTHBHOIO JOKyMeHTa - «OO1ee
yupexJieHue MUHHUCTepCTB». OH yCTaHABIIMBAJ MOPSAJOK pabOTHI IIEHTPANbHBIX YUPEKICHUU.
WM ompenensyuch CTPyKTypa MHHHUCTEPCTB, MOPSAOK HX B3aUMOOTHOUIEHMH C JpYyrUMHU
YUPEXKICHUSMHU.

MUHUCTEPCTBO BO3INIABIISII MUHHCTP, B €0 OTCYTCTBHE €IUHCTBEHHBINH 3aMECTHTEIb
(ToBapuIl MUHUCTPA). MUHHUCTPHI M TOBApHUIIM MUHUCTPA Ha3HAYAJIUCh UMIIEPATOPOM U ObUIH
OTBETCTBEHHBI TOJIBKO MEPE] HUM.

PaGouuii anmapaT coCTaBIsUIM J€NAapTaMEHThI, KOTOpbIE MEIWJINCh Ha OTIEJEHUS,
OTJICJIEHUS - Ha CTOJIBI.

OCHOBHBIM OpPraHOM, KOTOPBI OCYIIECTBIISLI MMUCbMOBOJCTBO, ObUIM KaHIENSAPUH. DTOT
JOKYMEHT 3aKOHOJIaTEeNIbHO 3aKPEIUIsUT MOPSAOK IPOU3BOJCTBA JI€] BO BCEX YUPEKICHUSIX U UX
CTPYKTYPHBIX nozpasaeneHusx. [Ipouecc aemonpon3BoACcTBa BKIFOYAET CIEAYIOINE STAIIbL:

- TOpSAJOK BCTYIUIEHHUS JEIT;

- JIBUOKCHME JIEIT;



- peBu3us; YKazaHHas CTalus BKIIIOYAlIa KOHTPOJIb 3a IPaBUWJIBHOCTBIO COCTABIECHUS U
CBOCBPEMEHHOCTBIO MCIIOJHEHUSI JOKYMEHTOB.

- OoT4eThl. B KOHIIE OTYETHOrO MepuoJa COCTABIISUIMCH BEJOMOCTH 00 MCIOJHEHHBIX U
HEHCIIOJIHEHHBIX JOKyMeHTaX. Konuu 10KyMeHTOB (OTIyCKH) TOMELAIMCh Ha XpaHEHHUE.

Benocs 2 Buza ciy:xeOHO# nepenucku:

- IepeNKrCcKa MUHHUCTPA;

- IEpENKCKa JIeNapTaMeHTa.

To ecrtp, oOpraHmsyercs npueM [JOKYMEHTOB, HAlpaBIsAETC Ha MCIOJIHCHUE U
HEIOCPEICTBEHHO CAMO HCIIOJHEHHWE, PETUCTpalMs TOKYMEHTOB, KOHTPOJb UX HCIIOJIHEHUS,
OTIIPaBKa JOKYMEHTOB.

3aKOHOJATENbHO YCTaHABIMBAIOTCS ONPEACICHHbIE [TPaBUla COCTABIICHUS IOKYMEHTOB U
PEKBU3UTBHI.

Kpome Toro, ycraHoBiI€H ONpPEIEIECHHBI MOPSIOK XPAHEHUS: CHUCTEMaTU3aLUs
JIOKYMEHTOB B JieJla IO KaKOMY- JIMOO IpU3HAKY (KOPPECHOHIEHTCKUN WiIN reorpapuyueckui -
IIPU [IEPENHCKE, AaBTOPCKUI - BHYTPEHHUE IOKYMEHTBHI).

Cosetckoe aeonpousoactso. (1917-1991rr.)

[Tocne OKTSIOPBCKOTO IepeBopoTa ObLIa YHUYTOKEHA BCSI
cUcTeMa TIOCYJapCTBEHHOW CIyXObl W yOpaBieHMs, A paboTbl B TOCYAAPCTBEHHBIX
YUPEXKJEHUSAX MPUBJIEKATUCh COJAAThl, padoune, KOTOpblE HE MMEIU CIEUUaIbHOIO
oOpa3oBaHus. COOTBETCTBEHHO IOHU3MJICS YPOBEHb JOKYMEHTAIlMOHHOIO obOecredeHus
yIpaBieHUsI.

Bo3Hukia He00X0AUMOCTh YIOPSAA0YEHUS POLIECCOB JOKYMEHTUPOBAHMUSL.

beut npunsito IocranoBnenne «O ¢(opme OJAHKOB TOCYJAapCTBEHHBIX —YUPEXKIACHUII,
BKJII0YAJIO 00513aTelIbHbIE PEKBU3UTHI OJIaHKOB, YIPOILEHHE JeI0NPOU3BOICTBA.

1931r. - «O6mue npaBuiIa JOKYMEHTAMU U JOKYMEHTOO00pOTa».

3arem no 80rr. MpUHUMAIOTCA PaA3IMYHbIE JOKYMEHTHI, PErVIAMEHTUPYIOLIUE IpaBUIIa
apXuBHON paboTel yupexaenuit, 1988r. I['ocynapcTBeHHas cucTeMa JOKYMEHTAI[MOHHOTO
oOecrieyeHns yIpaBlIeHUs,, KOTopas JEMCTBYeT A0 HACTOALIEr0 BPEMEHU C HM3MEHEHHSIMHU U
JIOTIOTHEHUSIMH.

B HacTosiliee Bpemsl MOSBWIMCH pa3iIMyHbIE HOBBIE JTOKYMEHTBHI, YHU(HUIMPOBAHHBIE
CUCTEMBl  pPa3JIMYHBIX (OpPM  JOKYMEHTAllMHM, pa3jiuyHble 3aKOHOJATENIbHbIE  aKTBhI,
pErIaMeHTHPYIOIINE IEI0NPOU3BOACTBO. KpoMe TOro, BBEIEHNE KOMIIBIOTEPHBIX TEXHOJIOTHI B
CBOEBPEMEHHOM [IEJIONPOU3BOJICTBE CIIOCOOCTBYET COKPAILIECHHIO BPEMEHHU JJII COCTaBJICHUS U
UCTIOJIHEHUSI JOKYMEHTOB, a TaKXe OOJIerdaeT OCYILIECTBICHHE KOHTPOJS 3a MCIOJHEHHEM
JIOKYMEHTOB.

1.2 Jlekuus Ne 2 (1 gac)
Tema: TloHsiTMe, CYUIHOCTb, 3HAYeHHEe M TPABOBOE pPeryJHpPOBaHHE PeKUMA
CEeKPETHOCTH B OPraHH3aHsIX.

1.2.1. Bonpocsl JIeKIUH:

1. KonduaeHuumanbHoe JeI0MPOU3BOACTBO - CYIIIHOCTb, 337a4l U 0COOEHHOCTH.

2. Tlomatne rocynapCTBEHHOM TailHbl. HopmaTrnBHOE peryampoBaHUE HWHCTUTYTA
TrOCYyJapCTBEHHONM U Cily>keOHOHM TailiHbl. CBeIeHHs, COCTaBISIONIME TOCYJapCTBEHHYIO U
CIIy)keOHYIO TaiHYy.

3. CremeHu CEKPETHOCTH CBENEHUH U Tpu(bl CEKPETHOCTH HOCUTENIEH CBEICHHUH,
COCTABJISIFOIIUX TOCYIapCTBEHHYIO TalHY.

1.2.2 KpaTtkoe coaep:kaHue BONPOCOB

1. KonpuaeHuuajabHoe 1eJIONPOU3BOICTBO - CYIIIHOCTD, 321241 U 0COOCHHOCTH.

KondunennuanbHoe IeI0NPOU3BOACTBO PACIHPOCTPAHIETCS HAa JIOKYMEHTBI, KOTOpBIE
colepkar B cebe CBEICHUS, COCTaBISIOIIME KOMMEPYECKYI0 M CiyXeOHyio TaiHy. CTouT



VIIOMSIHYTh, 4TO HWH(OpMAIHs, COCTaBJIAIONIas KOMMEPUECKYI0 WM CIy)KEeOHYI0 TailHy, He
cymecTByeT cama mo cebe. OHa oToOpakaeTcss B pa3IUYHBIX HOCHTENSX, KOTOPbIE MOTYT €€
COXpaHsTh, HAKAIUTMBATh W MepenaBarh. M 3amuTa 3THX BHUJAOB TaliHBI B MTOTE€ CBOJUTCSA K
3alUTe €€ HOCUTENCH.

JIOKyMEHTBI, cozieprKaine nHPOPMAIIHIO, COCTABISIONINE KOMMEPUYECKYIO U CIyKeOHYIO
TaliHy, NPUHATO HAa3blBaTh KOH(QUIEHUUAIBHBIMH, a TMPOLECC HX U3TFOTOBICHUS U
OpTaHHU3AINI0 PA0OTH C HUMU — KOH(PUAEHINATBHBIM /1€JI0MPOU3BOJACTBOM.

Opranuzanys U TEXHOJIOTHS KOH(PHUACHIUAIBHOIO JEIOMPOU3BOJCTBA HE OMUCAaHA HU
OJIHUM T'OCY/IapCTBEHHBIM HOPMATHBHBIM aKTOM — TEXHOJIOTHIO 00JIafaTellb TaKoH HH(GOpMaIUn
JOJIKEH OMPEJEIUTh CAMOCTOSITENIBHO.

KonduaenunanbHoe JA€JI0MPOU3BOACTBO OIPEICISICTCS KaK JeSTeIbHOCTbD,
oOecrieunBaromias JOKYMEHTUPOBaHHE KOHGUICHIHMAILHON HH(pOpMaLUM, OpraHU3aIlIo
paboThI ¢ KOHPUACHIIUATHHBIMU JOKYMEHTAMH U 3aIUTY COJEPKAIIECS B HUX HH(POPMAITUH.

[Ipu 3TOM mOJ JOKYMEHTHUpPOBaHHWEM WH(GOPMALMU MOHUMAETCS MPOLECC MOATOTOBKU U
W3TOTOBJICHHSI JTOKYMEHTOB, IIOJ OpraHu3amueil paboThl C JOKYMEHTaMH — WX Y4eT,
pa3MHOXKEHHUE, MPOXOXKICHUE, UCIIOIHEHUEe, OTIPAaBICHUE, YHUYTOKEHUE, PEKUM XPaHEHUS U
oOpareHusl.

VY A3BUMOCTh JOKYMEHTHUPOBAHHOM MH(OPMALIUY TPOSBISETCS B pa3NUYHbIX popmax:

* XUIICHUE HOCHUTENS HH(pOpMaIiK Wil 0TOOpaKEHHOW B HeM WH(pOpMaIuu (Kpaxa);

* IOTeps HocuTeNs HHPopmaruu (yreps);

* HECAHKIIMOHUPOBAHHOE YHUYTOXXCHHE HOCHUTENS WH(POPMAIMU WIH OTOOPAKESHHOU B
HeM HHpopMaIuu (pa3pyuieHue);

* HCKakeHrne WH(pOopMaIu (HECAHKIIMOHUPOBAHHOES M3MEHEHHE, HECAaHKIIMOHHUPOBAHHAS
MoaudUKaIKs, TOIIENKa, (panbCupUKAIIS);

* OJ10KMpOBaHKUe HH(OPMALINK;

* pasrnamienue nHopmanuu (pacrpocTpaHeHHue, pacKphITHE).

KondunennmansHoe 1EI0TPOU3BOICTBO JOJDKHO OCYIIECTBISTh PEIICHHE BYX 3a4a4:

1) noKkyMeHTaIlMOHHOE 0OecTeueHre BCeX BUOB KOH(PHUICHIIUATBHOMN IeATeIbHOCTH;

2) 3ammTa JOKYMEHTHUPOBAaHHOM uHpoOpmanuu, oOpasyroueiics B  Ipolecce
KOH(UICHIIMATBEHON e TEIbHOCTH.

CyumHocTh KOH(PUIEHINATBHOTO JAeJIONPOU3BOICTBA 00YCIIOBIMBACT ero
OpPTaHM3AI[OHHBIE M TEXHOJOTHYECKHEe OCOOEHHOCTH, K YHCIYy OCHOBHBIX M3 KOTOPBIX
OTHOCSITCS:

* THUCbMEHHOE HOPMATHBHOE 3aKpeIUieHWe TEXHOJIOTUHM JOKYMEHTHpPOBAHUS,
OpTraHu3aIH pa0dOTHI ¢ JOKYMEHTAMH U WX 3aIlUTHI,

* JKECTKOE periaMEeHTHPOBAHUE COCTaBa M3aBAEMBIX JOKYMEHTOB M COJAEpKalleics B
HUX HH()OPMAIIHH, B TOM YHCJIE Ha CTAJIMH ITOJATOTOBKH YEPHOBHUKOB U TIPOSKTOB JIOKYMECHTOB;

e 00s3aTeNbHBIA MOJIK3EMIUISIPHBI M TIOMUCTHBIA y4YeT JOKYMEHTOB, MPOEKTOB U
YEPHOBUKOB;

* MakCHMaJbHO HEOOXOAMMAas TOJHOTA PETHCTPAIMOHHBIX JAaHHBIX O KaXIOM
JOKYMEHTE;

* (pukcarys MpoOXOXKIESHUS M MECTOHAX0XKJICHUS KAXKIOTO TIOKYMEHTA,

* MPOBEJICHUE CHCTEMAaTHICCKUX MTPOBEPOK HATMIHSI IOKYMEHTOB;

* pa3pemmTenpHas CHUCTEMa JOCTyNa K JOKYMEHTaM U JenaM, OOecreyrBaromias
IIPaBOMEPHOE ¥ CAaHKITMOHUPOBAHHOE O3HAKOMIICHUE C HUMU;

* JKecTKHe TpeOOBaHMs K YCIOBHUSIM XpaHEHUS JOKYMEHTOB W OOpalleHHs C HUMH,
KOTOpBIC JIOJDKHBI O0ECIICUNBATh COXPAHHOCTh M KOH(HICHINATHHOCTh JOKYMEHTHPOBAHHOMN
uHpOpMaLnu;

* periamMeHTaIus OO0S3aHHOCTEW JUIl, JOIMYIICHHBIX K paboTe ¢ KOH(HICHIMATbHON
JOKYMEHTHPOBaHHOU MH(OpMaIuei, K ee 3aIuTe;

* MepcoHaNbHasi U 00s3aTe’bHasi OTBETCTBEHHOCTh 32 Y4YET, COXPAHHOCTh JOKYMEHTOB U
HOPSI0K OOpAIeHUsI C HUMHU.



KondpunennuanbHass  OesATEIBHOCTh — JIOJDKHA  OOECeYMBATbc ~ MHUHUMAJIbHBIM
KOJINYECTBOM JOKYMEHTOB IPU COXPAaHEHMM MOJHOThl U JOCTOBEPHOCTH HHPOPMALUU —
IPEJOCTaBIICHUE TOJIH30BATENSAM BCEX HEOOXOAMMBIX TOKYMEHTOB, HO TOJIBKO T€X, KOTOpBIE
JNeHCTBUTENBHO TPEOYIOTCS JUIsl BBITIOJIHEHUS 1OJDKHOCTHBIX 00513aHHOCTEH.

OcobeHHoCcTH KOH(UICHIIMAIBHOTO JeIONPOU3BOACTBA OJHOBPEMEHHO BBICTYMNAIOT U B
KayecTBe TpeOOBaHUM K HEMY.

2. Tlousitue rocynapcrBeHHo# TaiiHbl. HopmaTnBHOe peryjMpoBaHHe WHCTHTYTA
roCy/1apCcTBeHHOH M cJy:KeOHOH TaiiHbl. CBeleHHs, COCTABJAOIINE TOCYIAPCTBEHHYI0 M
CJIY:KeOHYIO TalHY

l'ocynapctBeHHass TaiiHa - 3alIMIAEMble T'OCYIapCTBOM CBEIEHUS B 00JacTH €ro
BOCHHOM, BHEITHECIOIUTHYECKOM, SKOHOMMYECKOM, pa3BeIbIBATEIIHHOM,
KOHTpPpa3BeIbIBaTEIbHON U ONEPaTUBHO-PO3BICKHON J1€ATENbHOCTH, PAaCIpPOCTPAHEHHE KOTOPBIX
MOXeT HaHecTH yiiep0 6e3onacHoct Poccuiickoit @enepanuu.

HopmaTtuBHOE peryinpoBaHue rocyaapCTBEHHOW TalHbI:

- O0 wuHdopmanuy, HHOOPMAIMOHHBIX TEXHOJOTMAX M 3alure HH(QOpMAIMH:
®enepanbublii 3akoH PO ot 27 mronst 2006 1. Ne 149-03 //C3 P®. - 2006. - Ne 31 (u. 1). - Cr.
3448.

- O rocymapcTBEeHHOH TaifHe: (enepaabHbIl KOHCTUTYMOHHBINH 3aK0oH oT 21 urons 2003
r. Ne 2-®K3 ¢ usm. Ha 18 urons 2011 r.//Cobp. 3akonogatensctBa PD. — 1997. - Ne 41. — Cr.
8220; 2011. - Ne 30 (u. 1). — Cr. 4590.

- O0 yrBepxaenuu Ilepeunsi cBeneHuil, OTHECEHHBIX K T'OCYAApCTBEHHOW TaliHe: YKa3
[Mpesunenta P® ot 30.11.1995 Ne 1203 ¢ u3m. ot 01.09.2014//Cobpanne 3aKk0OHOAATEIHCTBA
P®. — 1995. - Ne 49. - Cr. 4775.

- O6 ytBepxnaeHnn MHCTpYKIMH O HOpSAKE OOMYCKa JOJKHOCTHBIX JIMI[ U TpakIaH
Poccuiickoit @denepaunn Kk rocynapctseHHou TtaiiHe: Ilocranosnenue IlpaBurensctBa PO or
06.02.2010 Ne 63 ¢ m3m. ot 01.11.2012// Cobpanue 3akonomarenscTBa PD. — 2010. - Ne 7. - Cr.
762.

IlepedyeHb CBEICHUMN, COCTABIISIIONINX IOCYIAPCTBEHHYIO TalHY:

1) cBeneHHsI B BOCHHOM 00JIaCTH:

2) cBeneHus B 00J1aCTH YIKOHOMUKHU, HAYKU U TEXHUKU:

3) cBeneHus B 001aCTH BHEITHEW MOJUTUKHU U S3KOHOMUKHU:

4) cBexeHust B o0JacTU pa3BeAbIBATEIbHOW, KOHTPPa3BEIbIBATEIBHOW M OIEPaTUBHO-
PO3BICKHON JIeATEIHOCTH, a TakXe B 00JacTH MPOTHUBOAEUCTBHUS TEppOpU3MY U B 00JacTu
oOecrnieueHrs 0€30MaCHOCTH JIMII, B OTHOILIEHUH KOTOPBIX MPUHATO PELIEHUE O IPUMEHEHUU Mep
rOCyIapCTBEHHON 3aLLUTBI:

®enepanbHblil 3akoH "OO0 mHbOpMaluu, UHPOPMAIIMOHHBIX TEXHOJOTHSIX U O 3alIUTe
uHpopManuu" yCTaHABIMBAET, YTO OrPAaHMYEHHE JOCTyNa K MH(POPMALMU YCTaHABIMBAETCS
UCKIIIOYUTENbHO  (eiepalibHbIMU  3aKOHAMH M TOJBKO B IIeNAX  3allUThl  OCHOB
KOHCTUTYLIMOHHOTO CTpPOSl, HPAaBCTBEHHOCTH, 3/J0POBbs, MPaB M 3aKOHHBIX HMHTEPECOB APYTUX
nu1, obecriedyeHust 00OPOHBI CTpaHbl U OE€30MaCHOCTH TOCY1apCTBa.

Ha npakTuke BCTpedaroTCsi Cllydyad, KOT/Ia OTPaHMYEHHs Ha JOCTYN K HH(POpMaLuu
YCTaHABIMBAIOTCA MOJ3aKOHHBIMM akTamMu. OJHMM M3 SpPKUX TOMY IPHUMEPOB SBISETCS
[TocranoBnenue IlIpaBurensctBa P® ot 3 HosOps 1994 r. Ne 1233 "OO yTBepKaeHUU
[TonoxxeHnss o TmopsAnke oOpamieHust co  ciaykeOHoW wuHpopmanmel OrpaHUYEHHOTO
pacrpocTpaHeHus B (eiepalbHbIX OpraHax UCIOIHUTENbHOM BIacTu".

CornacHo n. 1.2 TlocraHoBieHuss K cCiyxeOHOM uWHGOpMalMu OrpaHUYEHHOTO
pacrpoCTpaHeHHsT OTHOCHUTCS HECEKpeTHass HMH(oOpManus, Kacaiouasics AeSTeIbHOCTH
OpraHu3alii, OTrpaHWYCHUS Ha PACIPOCTPAHEHUE KOTOPOW JHUKTYIOTCSA  CIYy)KeOHOU
HeoO0xoauMocThI0. T1oCKONIBKY KpUTEpHeM OTHECEHMs TeX WJIM MHBIX CBEACHUH K KaTeropuu
Cily’)keOHOM MH(pOpMalMM OrPaHUYEHHOIO PACHpPOCTPAHEHUs SBIAIOTCA HE KOHKPETHBIE
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00BEKTHBHBIE (DAKTOPHI, @ CYObEKTUBHAS KaTeropus - "ciry:xeOHass HeOOXOJUMOCTh'"', BO3HUKAET
IIOBOJ JUI1 BO3MOXHOCTH IIPUHATHUS IPOU3BOJIbHBIX IPABONPHUMEHUTENBHBIX PEIICHUMH.

Takum oOpa3om, wucnons3dyemas B Ilocranonennmu N 1233 ¢dopmynupoBka
00€CIIEHUBAeT CYIIECTBO KOHCTUTYLMOHHOIO IpaBa TpakJaH Ha JOCTyll K HHQoOpmanuu,
IIOCKOJIBKY CTaBUT €0 PEaJU3alli0 B 3aBUCUMOCTb OT HUYEM HE OIPAaHUYEHHOI'O YCMOTPEHMS
JOJPKHOCTHOTO JIMLA.

TpeGoBanne BBOAWUTH OTPAHUYCHHUS HUCKIIOYUTEIBHO (elepaabHbIMH  3aKOHAMH
COJIEPXKUTCS Takke B 4. 4. | m 2 c1. 5, 4. 4 c1. 8 mw 4. 1 ct. 9 DenepanpHoro 3akona "OO0
uHpopManuy, HHYOPMAIIMOHHBIX TEXHOJOTHSAX W o 3amure uHpopmauuu". Ilpu sTOM
3aKOHOJATeJIeM BBEJIEHO OrpPAaHWYEHHWE M IO DPA3HOBUAHOCTAM TaliH: KOH(UACHLIMAIbHASA
uHpopManus, HaXOAsMmascs B OONaJaHUKM OPraHOB BiacTH (MHOpMAaLUsS O JAEATEIbHOCTH
rOCYyJapCTBEHHbIX OPraHOB M OPIraHOB MECTHOIO CAMOYIPABICHMS), MOXKET ObIThb JHOO
rOCYIapCTBEHHOM, JINOO CITYKEOHOH TaifHOM.

Takum o00pazom, KpUTEpUHM OTHECEHHs KOHKPETHOH HH(pOpMAlMU O JESITEeIbHOCTH
rOCy/IapCTBEHHBIX OPraHOB M OPraHOB MECTHOI'O CaMOYIIPaBJIEHUs K KaTErOpUU OIpaHUYEHHOTO
JIOCTYIIA JIOJKHBI OBITh OIpPEAENCHbl UCKIIOUUTEIBHO CHELUANbHBIM (peepabHbIM 3aKOHOM U
TOJIBKO B OTHOIIIEHUU T'OCYJapCTBEHHOM WU CIIYKEOHOM TalHBbI.

Oenepanbubiii 3akoH "O cmyxeOHON TaliHe" [0 cux mop He npuHAT. Hamuuue
JIOTIOJTHUTETIFHONH ~ CaMOCTOSITETIbHOM  pa3HOBHIHOCTH  HMHGOpMAIMM O  JESTEIHHOCTH
rOCyJapCTBEHHBIX OPraHOB M OPraHOB MECTHOI'O CaMOYIpaBJICHUS, OTHOCAIIEHCS K KaTeropuu
OTPaHUYEHHOTO JIOCTYIIA, MPEACTABISETCS YpPE3MEPHBIM, NTOCKOIBKY XapaKTEpPUCTHKA O0BEKTa,
KOTOpBI OXpaHseTcsl B peXuMe '"cnyKeOHOW TailHBI" B €ro CErofHsIIHEM I[OHUMaHHH,
DKBUBAJICHTHA XapaKTEPUCTHUKE OOBEKTa, OXPAHSIOUIETOCS B pEXUME 'TOCYIapCTBEHHOMN
TalHbI".

Bmecre ¢ Tem cienyer OTMETUTh, YTO IPU OINPEAETICHHBIX OOCTOSTENHCTBAX OpraHbl
BJIACTH CTAHOBSTCS 0ONagaTe s IMU HH(OPMAIIMU, KOTOPask XOTsI U HE SIBIISIETCS TOCY1apCTBEHHON
TallHOM, HO ee KOH(QUACHINAIbHOCTh JOJDKHA OBbITh o0ecrieueHa B COOTBETCTBUU C
(benepaabHBIMU 3aKOHAMU B HHTEpEcax MHbIX JIMLI.

3. CTeneHn CeKpPeTHOCTH cBeleHMil U TPHQBI CEKPETHOCTH HOCHTeJeil cBeleHHId,
COCTABJISIIOIIUX FOCYAAPCTBEHHYI0 TAHHY.

CreneHp CEKPETHOCTH CBEJIEHUM, COCTaBISIONIMX TOCYJAapCTBEHHYIO TalHy, AOJDKHA
COOTBETCTBOBATh CTENEHU TSKECTH YIIepOa, KOTOPbI MOXET ObITh HaHECEH O0e30MacHOCTH
Poccutickoii denepanuu BCIEACTBUE PACIIPOCTPAHEHNS YKa3aHHBIX CBEACHUM.

YCTaHaBIMBAKOTCA  TPU  CTENEHUM  CEKPETHOCTH  CBEACHUM,  COCTAaBJISAOLIMX
rOCYyJapCTBEHHYIO TailHy, M COOTBETCTBYIOIIME 3THM CTEHEHSIM TPHU(BI CEKPETHOCTH IJis
HOCHUTEJIEH YKa3aHHBIX CBEJICHMI: "0c000# BaXHOCTH", ""COBEPIIIEHHO CEKPETHO" U ""CeKpeTHO".

[Topsimok onpeneneHus pasMepoB yiiepOa, KOTOPbI MOXKeT ObITh HaHEeCeH 0€30IacCHOCTH
Poccuiickoit  deneparu BCIEICTBUE  PACHpPOCTPAHEHUS]  CBEICHHH,  COCTaBJISIONIUX
rOCy/IapCTBEHHYIO TaliHY, U [IDaB1JIa OTHECEHUS YKA3aHHBIX CBEIICHUN K TOW MJIM MHOW CTENEHU
cekpeTHOCTH ycraHasiuBaroTcs [IpasurensctBom Poccniickont denepannn.

Vcnonb30BaHue MepedrciIeHHBIX IPU(OB CEKPETHOCTH Ui 3aCEKPEUMBAaHUS CBEACHUH,
HE OTHECEHHBIX K TOCYJIapCTBEHHOM TailHe, He gomyckaercs. (3akoH P® ot 21.07.1993 N 5485-1
(pen. ot 08.03.2015) "O rocynapcreeHHoit TaiiHe" Crarbs 8. CTENEHN CEKPETHOCTU CBEACHUIN U
rpudbl CEeKPETHOCTH HOCUTENEH 3TUX CBEICHUN).

I'pud cexpeTHOCTH - PEKBU3UTHI, CBHUAETEIBCTBYIOUIME O CTENEHH CEKPETHOCTH
CBEICHMM, co/ep)KaluXcs B MX HOCUTENE, MPOCTaBiIseMble HAa CaMOM HocuTenae W (WiH) B
COINPOBOJUTENILHOM TOKYMEHTALIUU Ha HETO.

I'pud cexpeTHOCTH - PEKBU3UTHI, CBUJIETENBCTBYIOLINE O CTEIIEHN CEKPETHOCTU CBEACHUH,
colepKalluxcsd B MX HOCHUTENE, MpPOCTAaBIsSEMblE HAa CaMOM HocuTelne U (WiIM) B
COINPOBOIUTEIIEHON TOKYMEHTALIMK Ha HETO.

I'pud cekpeTHOCTH OnpenenseT CTeNeHb CEKPETHOCTH.



consultantplus://offline/ref=EF8672B7A052B3D695D128F0AC3DAB115A10441A1C7AA2EDE951168C8AHAD4H
consultantplus://offline/ref=EF8672B7A052B3D695D128F0AC3DAB115A104419107FA2EDE951168C8AA4E306FD87B6F38CAC9F30HBD7H
consultantplus://offline/ref=EF8672B7A052B3D695D128F0AC3DAB115A104419107FA2EDE951168C8AA4E306FD87B6F38CAC9F30HBD0H
consultantplus://offline/ref=EF8672B7A052B3D695D128F0AC3DAB115A104419107FA2EDE951168C8AA4E306FD87B6F38CAC9F33HBD6H
consultantplus://offline/ref=EF8672B7A052B3D695D128F0AC3DAB115A104419107FA2EDE951168C8AA4E306FD87B6F38CAC9F3CHBD3H
http://www.consultant.ru/document/cons_doc_LAW_7686/#dst100008
http://www.consultant.ru/document/cons_doc_LAW_2481/
http://www.consultant.ru/document/cons_doc_LAW_2481/

I'pudsl cexkpeTHOCTH:

- 0c000# BaXKHOCTH;

- COBEPILEHHO CEKPETHO;
- CEKpETHO.

2. METOAUYECKHUE YKA3AHUSA
IO IMTPOBEJEHUIO MPAKTUYECKHNX 3AHATUI

2.1 lIpakTuyeckoe 3ansaTue Ne 1 (2 yaca).
Tema: lokymMmeHT0000p0T. Opranu3amnus padoTbl ¢ JOKYMEHTAMHU M UX XPAHEHHE

2.1.1 3apanue 1Jis1 padoThHI:

1. Ilousarue 1OKyMEHTOOOOPOTA B OpraHU3AIUSX.

2. Cranuu 10KyMeHTO000pOTa B OPraHU3alMsIX U UX XapaKTEePUCTHKA.

Tunosble TecThl (AJ11 KOHTPOJISI 3HAHUI)

1. Kak Ha3bIBaeTcs NOJMNMCH U MeYaTh Kak eMHOE Lenoe?

1. coctaB ynocToBepeHus

2. cienuKanus

3. PEKBUBHUTHI

2. Kak Ha3bIBaeTcsi BOCIIPOU3BEICHUE TEXHUUECKUMH CPEICTBAMH TOUHOT'O N300paskeHUs
MOJAMKCH, TEKCTA, CIETTAHHOTO OT PyKHU?

1. bakcumume

1. nyonmuKar

2. KOMust

3. Kak HazbiBaeTcsi 000OLIEHHOE Ha3BaHUE PA3IUYHBIX MO COAEPKAHUIO JTOKYMEHTOB,
HepeaaHHbIX 1o Tenerpady?

1. bakc

2. TEeJNerpaMma,

3. noura

4. Kakue TOKyMEHTBI HE pa3pelaercs NoAMMUBaTh K Jeaam?

1. JIOKYMEHTBI IPYTUX OpraHU3alui

2. IIPOEKTHI IOKYMEHTOB

3. JIOKYMEHTBI IMYHOTO IPOUCXOXKIECHUS

5. Yem crenyeT pyKOBOICTBOBATHCS IIPU COCTABIEHUN HOMEHKJIATYpPBI 1ei1?

1. IlepeuHem TOKyMEHTAJIbHBIX MAaTEPUAJIOB C YKa3aHUEM CPOKOB XpaHEHHUS

2. T'OCToMm Ha opraHM3allMOHHO-PACTIOPATUTEIbHYIO JOKYMEHTAIIUIO

3. IlonoxxeHuem 06 opranuzanuu

2.1.2 KpaTkoe onucanue NpoBOANMOro 3aHATHA:

YcTHBIN onpoc U (WITK) TECTHPOBAHUE 110 TEME 3aHSTHS.

OO6cykaeHne CUTYallMOHHBIX (MPOOJIEMHBIX) BOIIPOCOB 10 TEME 3aHATHUSI.

IIpn o06cyXneHuun CHUTYallMOHHBIX (TPOOJEMHBIX) BOIPOCOB IO TEME 3aHATUA
HE00X0/IMMO aKLEHTUPOBAaTh BHUMAHUE Ha CIIEAYIOIIEM:

1. OGo0uieHue, cucTemMaTH3anus, yriyojaeHue, 3aKperieHue MOJTy4eHHbIX MPaKTUYECKUX
3HAHWUM 110 KOHKPETHBIM BOIIPOCAM TEMBI.

2. ©@opMHpOBaHUE YMEHUI NPUMEHATHh MOJYYCHHBIE 3HAHUS HA MPAKTHKE, PEATU3ALUIO
€MHCTBA NHTEJUIEKTYaJIbHON U IPAKTUYECKON JESITETbHOCTH.

3. BripaboTka Takux MnpodeccHoHalbHO 3HAYMMBIX KayecTB, KaK CAMOCTOSITENILHOCTD,
OTBETCTBEHHOCTb, TOUHOCTb, TBOPUYECKASI MHUIMATHUBA.

2.1.3 Pe3yabTaThl M BHIBO/bI:

1. YcBoeHME CTyneHTaMU 3HAHUN M 3aKPEIUIEHUE HABBIKOB II0 TEME IPAKTHYECKOIO
3aHATHSL.

2. ®opMHpPOBAHHE y CTYACHTOB IIPAKTUYECKUX YMEHUM, Pa3BUTHE HABBIKOB KOMaHIHOU



paboThl, KOMMYHHUKAaTUBHON KOMIETEHTHOCTH.

2.2. IlpakTnyeckoe 3ansiTue Ne 2 (2 yaca)
Tema: OCHOBBI CEKPETHOI0 /IeJIOMPOU3BOACTBA M  COOJIIOJIEHUSI PeKHMa
CEKPETHOCTH B OPraHU3aIUAX

2.2.1 3aganue 1151 padoThI:

1. Pa3paboTka HHCTPYKLIUU O MPOITYCKHOM PEXHUME.

2. Ilopsanok y4era, COCTaBIEHUS, XPAHEHUS], PA3MHOXKEHUS, IEPECHUIKM U YHUUTOKEHUS
CEKPETHBIX IOKYMEHTOB.

Tunosele TeCTHI (1711 KOHTPOJISL 3HAHUI)

1. JIokymeHT — 3TO:

1. 3adukcupoBaHHas Ha MaTepHAIbLHOM HOCHTENE HHPOpPMALUsS C pPEKBH3UTAMH,
MO3BOJIIOIIMMU €€ HICHTU(DUITUPOBATS.

2. Hocurens wuH(poOpMaluy, HCHOJB3YEMOW B LEISAX PEryJIHMpPOBAaHUS COLMAIbHBIX
OTHOLLIEHHUH.

3. Uudopmarnus, 3apukcupoBaHHast TIOOBIM CIIOCOOOM Ha JTF0OOM HOCHTEIIE.
. [lonmMHHUK AOKYMEHTa — 3TO:
. [lepBbIil WM €AMHCTBEHHBIN YK3EMILIAP JOKYMEHTA.
. DK3eMIUISIp JOKYMEHTA, C KOTOPOTO CHSTA KOIUS.
. FOpuanueckas cuna J1oOKyMeHTa — 3TO:
. OcobGenHocTH BHEUTHETO 0(hOPMIICHUS TOKYMEHTA.
. CBUIETENBCTBO HAIMYUS B IOKYMEHTE [OJIOKEHU HOPMAaTUBHOTO XapakTepa.
. CriocoOHOCTh OKYMEHTa MOPOKIaTh ONPEEICHHbIE TPAaBOBBIC OCIEACTBHSL.

2.2.2 KpaTkoe onucanue NpoBoANMOro 3aHATHA:

1. YcTHBIH onpoc ¥ (WIK) TECTUPOBAHUE 110 TEME 3aHITHS.

2. O6cyxIeHNE CUTYallMOHHBIX (MTPOOJIEMHBIX) BOITPOCOB 10 TEME 3aHATHSI.

3. Ilpu oOCyXIeHMH CHUTYallMOHHBIX (MPOOJIEMHBIX) BONPOCOB IO TEME 3aHATHS
HE0OXOMMO aKIIEHTHPOBATh BHUMaHUE Ha CIEAYIOLIEM:

4. O6001eHme, cucTeMaTH3alys, yriyoJaeHne, 3aKperieHle MOMyYeHHbIX TPAaKTHYECKUX
3HaHUH 110 KOHKPETHBIM BOIIPOCAM TEMBI.

5. ®opMuUpOBaHUE YMEHHUI MPUMEHSThH MOJIYyYEHHbIE 3HAHMS Ha MPAKTUKE, pPeanu3aluio
€IMHCTBA UHTEJUIEKTYaJIbHON U MPaKTUYECKON JESITETbHOCTH.

6. BripaboTka Takux npodeccrnoHalbHO 3HAYMMBIX KAayeCTB, KaK CaMOCTOSITEbHOCTb,
OTBETCTBEHHOCTb, TOUHOCTb, TBOPUYECKAsi MHUIATHUBA.

2.2.3 Pe3y1bTaThl U BHIBOJBIL:

1. YcBoeHue cTyneHTaMU 3HAHUN M 3aKpelyIeHUE HaBBIKOB IO T€ME MPAKTHYECKOIo
3aHSATUS.

2. @OopMUPOBAHUE Y CTYJICHTOB MPAKTUYECKUX YMEHHUH, Pa3BUTHE HABBIKOB KOMAHIHOU
paboThl, KOMMYHUKATUBHOW KOMIIETEHTHOCTH.
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