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1. OPTAHU3AIIUS CAMOCTOSTEJBbHOM PABOTBI

1.1. OpFaHI/I3aHI/IOHHO'MeTO,Z[I/I‘IeCKI/Ie JaHHBIC TUCIUIIIINHBI

OO0t 00bEM Y4aCOB IO BUAAM CaMOCTOSTEIBLHOMN
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Pazgen 1
1 1 x x x 10 10
JleJIoNpou3BOJCTBO B OPraHU3alHUsIX.
Tema 1 Cozneprxanue JeONPOU3BOACTBA B
1.1. | oprammzamuax. OOmue HOPMEI U IpaBHIIa X x X 1 2
odopmIiIeHHST TOKYMEHTOB
Tema 2 JIOKyMEHTHPOBaHHE YIPABICHUYECKON
1.2. Hloky P yop X x X 1 2
JIeSATeIILHOCTH
13 Tema 3 JlokymeHTOOOOpOT. OpraHu3amms « y « 1 1
™" | paboThI C TOKYMEHTaMH U HX XpaHEHHE.
Tema 4 Ilopsnox cocTaBiaeHus
1.4. PAR x X x 2 2
OpraHM3alIOHHBIX JOKYMEHTOB
15 Tema 5 [IpaBuna coctaBiieHus U 0hOpMIICHHUS « y « 2 1
) pacnopsiIUTeNIbHBIX IOKYMEHTOB
Tema 6 OdopmiieHre HHPOPMALTMOHHO-
1.6 (bv p (opary x X x 1 1
CIPaBOYHOMN JIOKYMEHTALIUH
Tema 7 Ilopsnok oCyLIECTBICHUS apDXUBHOM
1.7. PAR Y p x x x 2 1
paboThI B OpraHu3aIusIx
2 Paznen 2 y y « 8 8
PesknM CeKpPeTHOCTH B OPraHu3ammsix
Tema 8 [lonsTHE, CYIIHOCTE, 3HAUYCHHUE U
2.1. | mpaBOBOE peryaMpoBaHUE peKuMa X x X 2 2
CEKPETHOCTH B OpPraHU3alMAX
Tema 9 [loHATHE KOMMEPUECKOH TalHBI.
2.1 Cucrema 3aluTh KOMMEPYECKOH TalfHEI B X X X 2 2
OpTaHM3aIMAX
23 Tema 10 O6s13aHHOCTH COTPYAHUKOB TI0 y « y 2 2
" | coOnrOICHNIO PEKUMA CEKPETHOCTH.
Tema 11 OCHOBBI CEKPETHOTO
2.5 | menonpou3BOACTBA U COOIIOICHUS PEKMMa X x X 2 2
CEKPETHOCTH B OPTaHU3AIIIX




2. METOAUYECKHUE PEKOMEHJIAIIUU 110
CAMOCTOATEJBHOMY U3YYEHUIO BOITPOCOB

2.1. KakoBbl mpaBuiia pacroyioxkeHust U 0pOpMIICHUS PEKBU3UTOB B IIpUKa3ze?
B namnom Bompoce HEOOXOQUMO IIOKa3aTh 3HAHUSA TNPABWII PACHOJOXKEHHUS U
oopMIIEeHHS PEKBU3UTOB B ITPHUKA3E.

2.2. KakoBbI TpeOoBaHMS K 0()OPMIICHUIO TOKYMEHTOB?

OtBeyass Ha OSTOT BOMPOC, HEOOXOAMMO O0OOCHOBAaTH TpeOOBaHUS K OGOPMIICHHUIO
nokymeHToB B cootBeTrcTBUM ¢ ['OCT P 6.30-2003. «YHubUIMpPOBAHHBIE CHUCTEMBI
JIOKyMEHTAITUH. YHaudunupoBanHas cucTema OpraHU3aIlMOHHO-PACTIOPSTUTEIILHON
nokyMmeHTanuu. TpeboBaHus K 0POPMIICHUIO TOKYMEHTOBY

2.3. Kakue sneMeHTHI BXOJAT B COCTaB Tpuda coriacoBaHus?
B ngamnom Bompoce HEOOXOOUMO TIOKa3aTh 3HAHUSA TPABWJI  PACIOJOXKEHHS U
0o OpMIICHHUS IEMEHTOB BXOISIINX B COCTaB Ipr(a corimacoBaHusl.

2.4. Kakue >neMeHTBI BXOJAT B COCTaB rpuda yTBepKIeHus?
B nmamnom Bompoce HEOOXOAUMO TIOKa3aTh 3HAHUA TMPABUJ  PACHOJIOKEHUS H
0(OpMIICHHUS IIEMEHTOB BXOSIIUX B COCTaB Ipuda yTBEPKICHUS.

2.5. Kakue 3neMeHTHI B PEKBHU3UTC «IIOAIUCH» JOJI)KHA 3aTParuBaTb Ieyarth?.
OtBeuas Ha I[aHHI)If/i BOIIpOC, H€O6XOI[I/IMO YKa3aTb 3JICMCHTBI B PCKBU3UTC «IIOAIIHCH),
KOTOPBIC JOJIDKHBI 3aTparuBarThb 11€4aThb.

2.6. Ilopsmok paboThl C BXOJIAIMIMMHU JOKyMeHTaMu. IIpaBuio BelneHHs >KypHaJIOB
perucTpanuu UCXoIAIIMX JOKYMEHTOB

OTBeuas Ha JaHHBIH BOMPOC, HEOOXOJUMO PACKPBITh MOPSA0K paboThl ¢  BXOISAIIUMHU
JIOKYMEHTaMHU, a TaK)Ke IIPaBUJia BEACHUS )KyPHAJIOB PETUCTPALIUN UCXOISIINX IOKYMEHTOB.

2.7. HazoBuTe pyOpHKH BBOJHOM YacTH MPOTOKOJA?
B nanHOM Bompoce HEOOXOJMMO NOSACHUTH MpaBHia O(OPMIIEHHS BBOJAHON YacTH
IPOTOKOJIA.

2.8. U3 kakux paszienioB COCTOMT OCHOBHASI YaCcTh MPOTOKOIA?

B nmanHOM Bompoce HEOOXOAWMO TMOSICHUTH TpaBuiia OGOPMIICHHS OCHOBHOW YacTH
MIPOTOKOJIA, KOTOPBIM COCTaBIISIETCS B COOTBETCTBUU C YCTAaHOBJIEHHOM MOCIIEOBATENbHOCTHIO,
paznensl HymepyroTcss M coctosaT u3 Tpex uacre «CJIIYIIAJIM», «BBICTYIIUIIN»,
«IOCTAHOBHMJIN». JlaTh XapakTepUCTUKY KaKJIOM YACTH.

2.9. Kak ¢popmynupyercs MOCTaHOBISIONIAs YaCTh MPOTOKOIa?
B nganHoM Bompoce HEOOXOAMMO TOSCHUTH TpeOoBaHUA K  (OPMYIMPOBKaM
MOCTaHOBJIAIOIIEH YaCTH MTPOTOKOJIA.

2.10. Kak popMymupyroTCsl yHKTHI IPHKa3a?
B nanHOoM Bompoce HEOOXOIMMO MOACHUTH TPeOOBaHUSA K (POPMYTUPOBKAM IYHKTOB
IIpUKasa.

2.11. Kakoit hopmMyaupoBKO# 3aKaHYMBACTCS TEKCT MprKaza?
B nanHOM Bompoce HEOOXOIUMO MOSCHUTH TPEOOBAaHUS K (POPMYIUPOBKAM OKOHUYAHHS
TEKCTa MpHKa3a.



2.12. Korna uznaercs pacnopsbkenue?
B nanHom Bompoce HEOOXOIMMO MOSICHUTH TPEOOBaHUS K IMOPSJIKY COCTABJICHUS H
W3/1aHUS] PACTIOPSHKCHHUS.

2.13. Kak popmynupyercs 3arojgoBOK K paclOpsKEHUIO?
OtBewass Ha JaHHBIH BONpPOC, HEOOXOAMMO OOOCHOBAaTh MpaBWia (OPMYIHPOBAHUS
3aroJIOBKa K pacHOPSKEHUIO.

2.14. Yto Takoe crpaBka?
B manHOM Bompoce He0OX0IMMO TOSICHUTH TPEOOBaHUS K O(DOPMIICHHUIO CIIPABOK.

2.15. Kakue ObIBaroT cripaBKu?
B nmanHOM Bompoce HEOOXOAMMO PACKPHITH BHUJBI, TpeOOBaHUS, MpaBuia o(hOpMIICHUS
CIIPaBOK.

2.16. Kakue peKBU3HUTHI COJICPXKUT JIMYHAsS CIIpaBKa?
OtBeuas Ha JaHHBIA BOMPOC, HEOOXOAUMO TMOSICHUTh M OXapaKTepU30BaTh PEKBHU3UTHI,
KOTOPBIE COJICPKUT JIMYHAS CIIPaBKa.

2.17. ®opmupoBaHUE TOKYMEHTOB B en0. TpeOoBaHMs K OpraHu3anuu paboThl apXuBa.
B nannom Bompoce HeoOX0IMMO pacKphITh 00IIKE MpaBuiia POPMUPOBAHUS IOKYMEHTOB
B Aeno. [TosicHuTh TpeboBaHus K OpraHu3aui padoThl apXKUBa, CPOKU XPaHEHUS JOKYMEHTOB

2.18. CocraBnenue u opopmiieHHE CIy:KeOHBIX JOKYMEHTOB B TOCY/IapCTBEHHOM OpraHe.

B nanHoM Bompoce HE0OX0AUMO PACKPHITH OOIINE MTPaBUiIa COCTaBICHUS U 0hOpMIIEHUS
CIIy’)K€OHBIX JOKYMEHTOB B TOCYJapCTBEHHOM OpraHe, TpeOOBaHMS K YCJIOBSIMM M CpPOKam
XpaHEHUS.

2.19. TIlopsgok oOpamieHuss co choykeOHoW  uHpopMalueld  OrpaHMYEHHOTO
pacrpoCcTpaHeHUs

B nanHOM BoOmpoce HEOOXOAMMO pPACKPHITH MOPSAOK OOpameHus cO CIyXeOHOI
uHpopManreil orpaHUuYEeHHOro pacnpocTpaHeHus. CylHOCTh, 33/1a4l U OCOOCHHOCTH BEICHUS
KOH(UIEHIIMAIBLHOTO JIEIO0IPOU3BO/ICTBA.

2.20. TlpaBuiia 3THKY JIETIOBOM TIEPEITUCKH.
OtBeyast Ha JaHHBIA BOIPOC, HEOOXOAMMO OOpaTHTh BHUMAaHUE Ha TMpaBUIa ITHKHU
JIETIOBOM MEPENUCKH, TPEOOBAHUS K COACPKAHUI0, 0(hOPMIICHHIO, CTHITIO.

2.21. TpeboBaHus K MHGOPMAITHH, COJIEPKAIIEIHCS B TUCHME.

OTBeuas Ha AaHHBIA BOIPOC, HEOOXOAMMO OOPAaTUTh BHUMAHUE HA TPeOOBAaHUE K TEKCTY
nuchbMa (JOJDKEH OBbITh JIAKOHUYHBIM, KOPPEKTHBIM, yOenutenbHbIM). HeoOxonumo ykazarh
PEKBU3UTHI, KOTOPOE JOJDKHO COZAEpXaTh ciykebHoe mnuchbmo.OdunuanbHoe obOpalieHue K
azpecary.

2.22. TloaroToBKa MpoeKTa KOMMEPUYECKOTO MTUChMa
B nanHOM Bompoce HEOOXOAMMO PACKpBITh IMOPSAJAOK TMOATOTOBKM  IMPOEKTa
KOMMEPYECKOTO IMUChMa, OPSI0K COTJIACOBAHUSI.

2.23. Tlonoxenue 00 oTmene.

B nmanHOM BoOmpoce HEOOXOIMMO pACKphITh TpPEOOBaHHMS K TMOPSAAKY pa3pabOTKH
[Tonoxxenus 06 oTxene, 1aTh XapaKTEPUCTUKY paszenaM [lomoxeHus, HOPAIOK COTrJIacoBaHUS U
YTBEPXKICHHSL.



2.24. JI0JDKHOCTHASI HHCTPYKITHS.

B nmamHOM BoOmpoce HEOOXOIMMO pacKpbITh TpPEOOBaHHMS K TMOPSAIAKY pa3pabOTKH
JIOJOKHOCTHOW MHCTPYKLIMH, AaTh XapakTEPHCTHKY paszzaenaM JIoKHOCTHOM HMHCTPYKIHH,
HOPSIIOK COTJIACOBAHUS U YTBEPKACHUS.

2.25. Jlonmyck COTpYIHHKA.

B nmanHOM Bompoce HEOOXOOMMO pacKphITh TpeOOBaHUS K MpoIenype OPOpMIICHHS
mpaBa TpaXJAaH Ha JOCTYN K CBEACHUSM, COCTaBJISIONIMM TOCYJAapCTBEHHYIO TaiHy, a
NPEINPUATHIA, YIPEKICHUN ¥ OpraHu3alui - Ha MPOBEIeHHE paboT ¢ UCIOJIb30BAHHEM TaKUX
CBEJICHUM.

2.26. Bujpl TaiiH 1 UX K1accu(UKaIms.

B nmamHOM Bompoce HEOOXOIMMO pPaCKphITh TIOHSATHE TOCYJAAPCTBCHHON TaiHBI.
HopmaruBHOE perynmpoBaHHE HMHCTUTYTAa TOCYAApPCTBEHHOH KOMMEPYECKOW M CIy)KeOHOMH
TaitHbl. CBEeJICHUS, COCTABIISIONIUE TOCYIAPCTBEHHYIO U CITYKEOHYIO TalHYy.

2.27. Taiina TM4YHOM, CEMEHHON U YaCTHOH »KU3HH JIMIA.

OtBeyasl Ha JaHHBIM BOMPOC, HEOOXOIUMO PACKPHITH HOPMATHBHOE PETYIUPOBAHHE
3aIUTHI TAalHBI JIMYHOHN, CEMEHMHOM M YacTHOM sku3HU Juia. OO0CHOBAaTh TPEOOBAHUS T10 3aIINUTE
MEPCOHATBHBIX JaHHBIX (PH3UICCKHX JIHII.

2.28. Nudopmarmms, oTpakaronias pa3inuyHble cdepbl OOIIECTBEHHON JXW3HU, W €€
IIPaBOBOE PEryJIHpPOBaHUE.

B nanHOM Bompoce HEOOXOAMMO PacKpbITh TpeOOBaHUS K MH(POpMAIUH, OTpakarolen
pasnnyHble chepbl 0OLECTBEHHOM KHU3HH, U €€ TIPAaBOBOE PEryJIMpOBaHUE.

2.29. TocynmapcTBeHHBIE CEKPEThl: TOCYJapCTBEHHasl TaifHa, CiIy)XeOHas TailHa W
ciykebHast nHpopMaIus OrpaHUYEHHOTO PACTIPOCTPAHEHHUSI.

B nanHoM Bompoce HEOOXOOMMO pacKpbhITh HOPMATHBHOE PETYIWPOBAHHUE 3aIIUTHI
TOCYJAapCTBEHHBIX CEKPETOB: TOCYNapCTBEHHas TaifHa, CIy)keOHas TaiiHa U Ciy)keOHas
uH(poOpMallisg OrpaHUYEHHOro pacmnpocTpaHeHus. I[IpaBa W 00S3aHHOCTH COTPYIHUKOB,
JIOITYIIIEHHBIX K paboTe C CEKPETHBIMU JOKyMeHTaMu. OTpaHUYCHHS U 3alPETHI B IEATEITBHOCTH
pabOTHUKOB, IOMYIIEHHBIX K pab0Te C CEKPETHBIMU JOKYMEHTaMHU.

3. METOAUYECKHUE PEKOMEHJIALINN
IO MOATI'OTOBKE K 3AHATUAM

3.1. Mpakruueckoe 3ausitue 1 (I13-1) Tema 1. Coxep:kaHue AeJONPOU3BOACTBA B

opranuzanusix. Oéume HopMbI 4 MPaBUJIA 0()OPMIIEHUS TOKYMEHTOB.
Bormpocs! k 3ansTHIO:

1. [lonsiTHe HENONPOU3BOACTBA U €r0 OCHOBHBIE 3JEMEHTHI. 3aKOHOAATENIbHOE W
HOPMAaTHBHO-METOJUYECKOE PETYIUPOBAHUE JEIOMPON3BOICTBA.

2. Bunpl, 3amaum, (opMbl OpraHu3aldyd — JIEJIONPOU3BOJICTBA B OpraHU3AIIMSIX.
CyOBEeKTHI IeTONPOU3BOICTBA M KX 00SI3aHHOCTH.

3. Hcroprst BOBHUKHOBEHUS U pa3BUTHUSA JIE€I0NPOU3BOACTBA B Poccum.

ITpu mOATOTOBKE K 3aHATHIO HEOOXOIMMO 0OpaTUTh BHUMAHUE HA CIEAYIOUINE MOMEHTHI.

1. 3HaTh MECTO U POJIb JOKYMEHTOB B YIPaBICHUU HAa COBPEMEHHOM JTarle.

2. I3yunTth cTaHOBIIEHHE JAeI0Npou3BoacTBa B JpeBHelt Pycu; nemonpounsBozactsa B 15-
17 BB.; nenonpou3BoacTBO 19 — Havana 20 Beka.



3.2. llpakTuueckoe 3anaTue 2 (I13-2) Tema 2 JlokyMeHTHPOBaHHE YNIPABJIeHYECKOI

NesiTeJIbHOCTH.
Bormpocs! k 3aHATHIO:
1. IToHsiTHe TOKYMEHTHPOBAHHMS, HA3HAYECHHUE M BUABI JOKYMEHTOB

2. O6ume mpaBuia COCTaBICHUS U 0()OPMIICHHUS TOKYMEHTOB.

3. PexkBH3WUTBI JIOKYMEHTOB, COCTaBIIEMBIX B OpraHM3alusAX U TpeOOBaHWS,
NpPEIbABISEMBIE K HUM

[Tpu moAroTOBKE K 3aHATHIO HEOOXOIMMO 00OpaTUTh BHUMAHHE Ha CIICATYIOIINE MOMEHTHI.

1. 3HaTh 001IME paBHUiIa COCTABICHUS U O()OPMIICHUS TOKYMEHTOB.

2. O3HaKOMHUTBCS C PEKBH3HTAMH JOKYMEHTOB, COCTABISIEMBIX B OpraHH3alUsAX H
TpeOOBaHUS, IPEIBIBIAEMbIE K HUM.

3.3. MlpakTnueckoe 3ansatue 3 (I13-3) Tema 3 JlokymenTooGopoT. Opranusamnus

padoThI ¢ JTOKYMEHTAMH H UX XpaHeHHe.
Bormpocs! k 3ansATHIO:

1. TlonsTHe JOKYMEHTOOOOPOTA B OpraHU3aLUIX.

2. Cranuu 10oKyMeHTO00OpOTa B OPTaHU3AIMIX M UX XapaKTEPUCTHKA.

ITpu noAroTOBKE K 3aHATHIO HEOOXOJUMO OOpaTUTh BHUMAHKE Ha CIIEIYIOLIIE MOMEHTHI.

1. 3HaTh JOKyMEHTOOOOPOT B OpraHU3aIUsIX.

2. N3yuuTh cTaAuN JOKYMEHTOOO0POTA B OpPraHU3alUAX U UX XapaKTepPUCTHUKA.

3.4, TIpaktuueckoe 3ausatue 4 (I13-4) Tema 4. Tlopsizok cocTaBJeHUs

OPraHu3alOHHBIX JOKYMEHTOB.
Bomnpocs! k 3aHATHIO:

1. PexBU3UTHI U CTPYKTYpa OTAEIbHBIX BUIOB OPraHU3allMOHHBIX JOKYMEHTOB.

2. YcTaB OpraHu3anyy 1 €ro CTpykTypa.

3. [lonoxxenus. TpeboBaHus K coAepx aHUIO U 0(GOPMIICHHIO.

4. Copneprkanue TOHDKHOCTHOM MHCTPYKIMHU. TpeOoBaHMS K COEPKaHUIO U O(POPMIICHHIO
MHCTPYKLHUU.

ITpu moAroTOBKE K 3aHATHIO HEOOXOJMMO OOpaTUTh BHUMAaHKE Ha CIIEIYIOLIEe MOMEHTHI.

1. 3Hate mpaBuia paboOThl C OTAEIbHBIMU JIOKYMEHTAMM M KOHTPOJEM 3a
JIOKYMEHTOOOOPOTOM.

2. V3yuuTh mpaBuiia COCTaBJICHMS MOJOXKEHUH, IUTAaTHBIX PACHUCAHUM, WHCTPYKLHUH,
METONYECKUX PEKOMEHIAIUH.

3. M3y4uuTh KOHTPOJIb UCIIOJIHEHUSI OPTraHU3AIIMOHHBIX JOKYMEHTOB. Bupl KOHTpOIIS.

3.5. ITpakrnyeckoe 3ansitue 5 (I13-5) Tema 5 IpaBuia cocraBiaeHus U 0popMIIeHHUS
pPacnopaauTC/JIbHBIX JOKYMCHTOB
Bomnpocs! k 3aHATHIO:

1. PexBU3UTHI U CTPYKTYpa OTJIEIbHBIX BUIOB PACIIOPAIUTEIbHBIX JOKYMEHTOB.

2. Ilpuka3pl MO OCHOBHOW AESATENBHOCTH U MO JIMYHOMY COCTaBy, TpeOOBaHUS K MX
0(OPMIICHHUIO.

3. Pemenust, paciopsbkeHus, TpeOOBaHUS K UX 0)OPMIIEHUIO.

ITpu moArOTOBKE K 3aHATHIO HEOOXOMMO OOpaTUTh BHUMAaHKE Ha CIIEIYIOIIEe MOMEHTHI.

1. 3y4uTh peKBU3UTHI U CTPYKTYPY OTAEIBHBIX BUIOB PACIIOPSIUTEIBHBIX TOKYMEHTOB.

2. YMeTb COCTaBIATh IIPUKA3BI 10 OCHOBHOM JIE€ATEILHOCTH.

3. YMeTb COCTaBIIATH IPUKA3bI 110 JIMYHOMY COCTaBY.



3.6. IIpaktnueckoe 3anaTue 6 (I13-6) Tema 6 Odopmiaenne HHGOPMATHOHHO-

CIIPABOYHOM TOKYMEHTAIIMH.
Bormpocs! k 3aHATHIO:

1. Buast uH(OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

2. JInuHbIe TOKYMEHTHI.

3. CnyxeOHast mepenucKa Ha IpeAnpUsSTHH.

[Ipu moAroTOBKE K 3aHATHIO HEOOXOIUMO OOpPaTUTh BHUMAHUE Ha CJICAYIOIINE MOMEHTHI.
1. 3narh BUIBI HHPOPMAIIMOHHO-CITPABOYHBIX JIOKYMEHTOB.

2. CiryxeOHas epenucKa Ha IPEANPUITHH COCTABIATh JIMYHBIE TOKYMEHTHI.

3. YMeTh oCymIecTBISTh CY)KEOHYIO TIEPEIUCKY Ha MPEATNPUSTHH.

3.7. Ilpaktuueckoe 3ansitue 7 (I13-7) Tema 7 [lopsaok ocymecTBIeHUsT apXUBHOI

padoThHI B OPraHu3anusXx.
Bormpocs! k 3ansATHIO:

1. CocraBiieHrE€ HOMEHKJIATYPBI JEI.

2. ®opmupoBaHnue u opopmiieHue aed.

3. Iopsiiox ocyniecTBICHUS apXUBHON paOOTHI.

[Ipu moAroTOBKE K 3aHATHIO HEOOXOAMMO 00OpaTUTh BHUMAaHUE Ha CIEAYIOLINE MOMEHTHI.
1. Ymers COCTaBIATH HOMEHKIIATYPY JAEIL.

2. Ymerb 0OpMIIATH J1eNa JUId [epeiadl B apXHB.

3.8. Mpakruyeckoe 3ausitue 8 (I13-8) Tema 8 IloHsTHE, CYIIHOCTH, 3HAYEHHE H
NMPaBOBOE PEryJIMPOBAHNE PEKUMA CEKPETHOCTH B OPraHU3aIUsIX.
Bompocsr k 3aHsATHIO!

1. KonduneHumaibHOe 1eI0NPOU3BOJCTBO - CYLITHOCTh, 33JJa4l U OCOOEHHOCTH.

2. Tlomstue rocymapcTBeHHOM TailHel. HopmaTuBHOE peryaupoBaHWE WHCTUTYTA
rOCyJapCTBEHHOH U Cily>keOHOHM TailiHbl. CBeleHHs, COCTaBISIOIIME TOCYJapCTBEHHYIO U
CiIykeOHYI0 TaiHYy.

3. CreneHu CEKpeTHOCTH CBEIACHHUNH M TpU(]BI CEKPEeTHOCTH HOCUTENEH CBEJeHUH,

COCTABJISIFOLIUX I'OCYTapCTBEHHYIO TaliHY.

ITpu moAroTOBKE K 3aHATHIO HEOOXOJMMO OOpaTUTh BHUMAaHKE Ha CIIEIYIONIE MOMEHTHI.

1. 3HaThb HOpPMAaTHBHOE pETYIUPOBAHWE HWHCTUTYTa TOCYJApCTBEHHON M CIy:KeOHOMU
TalHBI.

2. 3Hath TpU(bl CEKPETHOCTU HOCHUTENEH CBEIEHUM, COCTABISIONIUX T'OCYIapCTBEHHYIO

TalHy.

3.9. Mpakrunuyeckoe 3ansitue 9 (I13-9) Tema 9 IlonsiTHe KOMMeEpPYECKOW TAWHBI.

Cucrema 32111 Tl KOMMEP4YeCKOH TaliHbI B OPraHU3anMAX
Bormpocs! k 3ansTHIO:

1. HopmaTuBHBIE aKThI, pETYJINPYIOLIUE OHITHE KKOMMEPUYECKAs! TAHA.

2. Kommepueckas TaiiHa 1 007aCTh €€ BIUSHHUS.

3. Cucrema 3amuThl KOMMEPYECKOUM TalHbI B OPraHU3aIUsIX.

ITpu moArOTOBKE K 3aHATHIO HEOOXOJMMO OOpaTUTh BHUMAaHKE Ha CIIEIYIONIEe MOMEHTHI.
1. 3naTh HOpMaATHUBHBIE AKThI, PETYIUPYIOLINE TOHATHE KKOMMEpUYECKas TaliHa».

2. U3yunth cuctemy 3aluThl KOMMEPUECKOH TallHbl B OPraHU3aLUsX.



3.10. MMpakTnueckoe 3anatue 10 (I13-10). Tema 10 OGsi3aHHOCTH COTPYIAHHKOB IO
c00JII0/IEHNI0 Pe:KMMA CEKPETHOCTH.
Bormpocs! k 3aHATHIO:

1. ®opmbl momycka W MOPSAOK OPOPMIICHHUS JOMYyCKa K CBEICHUSM, COCTABIISIOIIUM
TOCYAapCTBEHHYIO TalHY.
2. O0s13aHHOCTH COTPYAHUKOB, JIOMYIIEHHBIX K paboTe C TaifHBIM JIEIOIPOU3BOICTBOM.
3. OrpanuyeHusi mpaB JODKHOCTHOTO JIMIA WM TPaKAaHUHA, JOMYLICHHBIX WIM paHee
JIOITyCKaBIIUXCS K FOCYAAPCTBEHHOW TallHE M COLMAJIbHBIE TapaHTUU.
[Tpu moAroTOBKE K 3aHATHIO HEOOXOJUMO 00OpaTHTh BHUMAHHE HA CIIEITYIONIHEe MOMEHTHI:
1. 3HaTh 00S13aHHOCTH PYKOBOJHUTEIS 110 COOTIOACHUIO PEKMMa CEKPETHOCTH.
2. Uzyuutrb ¢opMbl OOmycKa W TOPSAOK OQOPMIICHHS [ONMYyCKa K CBEICHHSAM,
COCTABJISAIOLINM IOCYIapCTBEHHYIO TalHY.
3. YMmertb coctaBnAthk; IlucbMeHHOE coriacue rpaxaaHuHa WIK JTOJDKHOCTHOTO JIMLA Ha
IMMPOBCACHUEC B €TI0 OTHOIICHNU ITPOBEPOUYHBIX MepoanﬂTHﬁ IMMOJIHOMOYHBIMH OpraHaMu.

3.11. Ilpakrtuuyeckoe 3anHsaTHe 11 (I13-11) Tema 11 OcHOBBI CEKPETHOIO
JAeJI0NPOU3BOACTBA M COOTIONCHNS PEKMMA CEKPETHOCTH B OPraHu3anusXx.
Bormpocs! k 3ansATHIO:

1. Pa3paboTka HHCTPYKIIMHU O IPOITYCKHOM PEKHME.

2. llopsanok ydera, COCTaBICHHUSA, XPAHEHUS, PA3MHOXKEHUSA, NEPECBUIKA U
YHUUTOXKEHUS CEKPETHBIX JOKYMEHTOB.

IIpu noAroTOBKE K 3aHATHIO HEOOXOUMO OOpaTUTh BHUMAaHKE Ha CIIEIYIOIE MOMEHTBI:

1. 3HaTh NOPSIIOK XPAaHEHUS CEKPETHBIX JOKYMEHTOB.

2. 3yuuth nopsaaok oopMieHus, yyera, XpaHeHHs] pabo4yux TeTpajaei, CrelnanbHbIX
OJIOKHOTOB, CEKPETHBIX JOKYMEHTOB U MOPSIOK UX YHHUUTOKEHUS.

Pazpabotan(n): JI.A. lo6poaomoBa




