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KoHbunaeHunanbHoe AenonpoM3BOACTBO U 3aLMLLEHHbIN
JOKYMEHTOO60pOT B OpraHusaumm

Ha Kypce cnywaTtenu yaHatoT 0 NpuHLUMnax NoCTPOEHNs U NopsaKe paboTbl KOHPUAEHUMANBHOIO AENONPOU3BOACTBA B
opraHv3aumu, NpMo6peTyT HaBbIKU COCTaBNeHUs, 0hOPMIIEHNS], U3AaHUSA, 06eCNeYEHNsI COXPaHHOCTU U yueTa KOHDUAEHLMANbHbIX
LLOKYMEHTOB, 06ecneyeHns 3awmnTbl MHOPMaLMK U NepCoHabHbIX AaHHbIX.

Jata nposegeHus: OTKpbiTasa gata

Bup 06yuyeHus: Kypc noBbiweHust KBanudukaumm

®dopmart obyyeHuss: OHNaiH-TpaHCnsAUmMS

Cpok obyyeHusi: 2 fHA

MpogomKkuTenbHoCcTb 06yyeHuns: 164acoB

[ina yyacTHMKOB npeAycMOTpeHo: MeToauueckuit matepuan.

[loKyMeHT no oKoH4YaHuu o6y4eHmns: o ntoram obyyeHns cryliaTenu, yCnewHo NpoLejLline UTOroByto aTTecTaluto No nporpamMmme
06y4eHus, NolyyatoT Y 4OCTOBEPEHME O MOBbILWEHUN KBanudukaumm B o6bemMe 16 4acos (B COOTBETCTBUM C NIULEH3UEN Ha NpaBo
BefleHVsi o6pa3oBaTesibHON AesTeNbHOCTY, BblaHHOM [enapTaMeHToOM 06pa3oBaHusi U Hayku ropoaa MocKBbl).

Ilna koro npegHasHaveH

PykoBoguTteneit u cneuvanuctoB cnyx6 [0Y, cnyx6 nHpopmaLmnoHHo 6e30nacHOCTH, A,eN0NPOn3BOANTENEN, JOKYMEHTOBELOB U
apxXuBapuycoB, COTPYAHUKOB KaHLEeNspui, cekpetapunaTa, NOMOLHUKOB PyKOBOAUTESEN, OTBETCTBEHHbIX 3a BefleHue
KOH®MAEHLMaNbHOro AeNoNponM3BOACTBa.

Llenb o6yyeHus

MoNy4nTb 3HAHMA M NPaKTUYECKME HaBbIKM MO YCTAHOBMIEHWIO U OpraHM3aLmum KoHOUAEHLMaNbHOTo Ae/IoNPoVU3BOACTBA M 3aLLMTbI
nHbopMaLmMK B opraHusauuu.
9TO MeponpuaTMe MOXHO 3aKa3aTb B KOpNopaTMBHOM opmaTe (06y4eHne COTPYAHUKOB OLHOM KOMMNaHuu).

[lporpamma obyyeHus

JeHb-1.
OpraHusauus pa6oTbl c-HbopMaLeil orpaHUYeHHOro AOCTYNA.

e NoHsATUe HbOPMaLMKN OrpaHNUYEeHHOro JOCTya.

o OTNNYNUTENBbHbIE OCOBEHHOCTM pasfivyHbIX BUAOB UHGHOPMALMK OrpaHUYeHHOro AoCTyna (KOMMEPYECKO TalHbl, cekpeTa
NPOU3BOACTBA, NEPCOHANbHbIX AaHHbIX U-Ap.)

e 3aKoHoAaTeNbHble -HOPMaTUBHO-NPaABOBbIE aKTbl B-06/1aCTV KOHOUAEHUMANBHOIO AeNoNpon3BOACTBA.

e OTBETCTBEHHOCTb 3a-HapyLUeHWe NpaBun paboTbl C-AOKYMEHTaMU OrpaHUYeHHOro AocTyna.

o lNopsagok nNpepocTaBneHnst KoHUAeHUManbHoW MHGOPMaLMU rocyAapCTBEHHbIM OpraHam U-Apyrum opraHusauuam.

e JlokasibHble HOpMaTUBHbIE aKTbl OpraHW3aLum Npu paboTe c-KOHPUAEHUMaNbHbIMK flokyMeHTaMu (MepedeHb KoHbUAEHLMANBHO
uHbopmaLuu, MosoxeHne 06-3KCNepTHOW KOMUCCUN NO-OTHECEHUIO CBELEHUI K-KaTeropumn «<KoMmmepueckasi TaiiHay», IHCTpyKuus
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no-KoHdMAEHUMaNbHOMY AeN0NPOU3BOACTBY.)
e [NpaBuna o6ecneyeHnsi MHHOPMaLMOHHO 6e30MacHOCTH NpU paboTe C-A4OKYMEHTaMU OrpaHUYeHHOro JOCTyn.
o PaarpaHuyeHve nopaaka, ypoBHel AocTyna n-0683aHHOCTEN CaHKLMOHMPOBaHHbIX NOfb3oBaTesen.
o HasHayeHue OTBETCTBEHHOIO 3a-OpraHun3aLuto paboTbl C-AOKYMEHTaMM OrPaHUYEHHOro AOCTYNa.
o [JOKyMeHTUpOBaHM1e AeATENbHOCTM No-NpoBepke KoHdUAeHUMaNbHbIX gen.

JAeHb-2.
0co6eHHOCTU KOHUAEHLUANbHOrO Je/10Npou3BoOACTBa.

e [loaroToBka TekcTa KOHGUAEHUMAbHOIroO AOKYMEHTa U-ero oopMsieHme.

e O6paboTka BXOASILLErO AOKYMEHTa C-OTMETKOW OrpaHWYeHHOro AocTyna.

¢ YyeT U-perucTpaums AOKYMeHTOB OFpaHUYEeHHOro fOCTyrna B-opraHn3aumsx c-LeHTpasM3oBaHHOW, eLeHTPaNIn30BaHHON N-CMELLIEHHO
(hopMoii opraHusauun OKyMeHToo60poTa.

e O6paboTka UCXOASLLErO JOKYMEHTa C-OTMETKOI OrpaHUYeHHoro gocTyna.

¢ XpaHeHWe JOKYMEHTOB OrpaHUMYeHHOro AocTyna.

o OTO6paxkeHne KOHPUAEHLMANbHbIX A& B-HOMEHKIIAType OpraHusaumm.

e OCO6EHHOCTM YHUUTOXEHUSI KOHDUZEHLMabHbIX Jel.

¢ OpraHusaunoHHble BOMPOCbl aBTOMAaTM3aLUmmn KOHGUAEHLMANbHOIo AeoNpon3BoOACTERa.

MepcoHanbHble AaHHbIE, KaK BUA KOHduAeHUanbHoi uHgopmaLuu.

o [MOHATUE NEePCOHAaNbHbIX JaHHbIX U UX BUAbI.

o [paBa cy6beKkTa 1 onepaTopa NepCoHasNbHbIX AaHHbIX.

o [loKyMeHTbI, cofiepXKallme nepcoHasibHble AaHHble.

e 3aluMTa NepCoHasbHbIX AAHHbIX B TPAAUMLMOHHOM U 3NIEKTPOHHOM LLOKYMEHTOO60pOTE.

o [pynnbl NepCoOHaNbHbIX AaHHbIX.

e KaTeropum nepcoHasnbHbIX JaHHbIX.

o /IHpOpMaLMOHHbIE CUCTEMbI NMEPCOHANbHbIX AAHHbIX U UX Knaccudukaums.

e OpraHusauus paboTbl C NepCcoHanbHbIMK JaHHbIMU: c6Op, XpaHeHWe, Nepefiaya, cucteMaTu3auus, yaaneHue, yHUUTOXEHME.
e M3aMeHeHuWsi B MpaBuiax paboTbl ¢ EPCOHanbHbIMU AaHHbIMU B 2024 roay.

e OCO6eHHOCTM 06paboTKM CreumnanbHOM KaTEropumn NePCoHasbHbIX fAaHHbIX U BUOMETPUYECKMX AaHHbIX.
e TpaHcrpaHM4yHas nepefayva nepcoHasbHbIX faHHbIX.

o HoBbIli nopaaoK yBegoMseHusi PockoMHazi3opa 06 06paboTke nepcoHasnbHbIX AaHHbIX.

o [Nopsagok paccrnefoBaHNs HECAHKLMOHMPOBAHHOIO AOCTYNa K MepCOHaNbHbIM AaHHbIM.

o O6HOBJIEHME NTOKANIbHOMO aKTa Mo 3aLLMTe NepPCoHanbHbIX AaHHbIX.

e HoBbIli MOPAAOK YHUUTOXEHWSA NEPCOHANBHBIX JaHHbIX.

e 0630p cyfebHON NPaKTUKK MO NepCoHaNbHbIM AaHHbIM.

[lpenogaBaTenu

HNOPOHWHA Jlapuca AnekceeBHa

KaHAamnaaT aKOHOMUYECKMX HayK, AOLeHT Kadeapbl rocyAapCTBEHHOro ynpaBneHus U Kagposoi nonutuku MIYY MpasutenscTea
MocKBbI, aBTOP y4e6HbIX MOCO6MI MO JOKYMEHTOBEAEHUIO, IKCTEepT HauumoHanbHoi accoumauum obuCHbIX CreumanucTos 1
aAMMWHUCTPaTUBHbIX paboTHUKOB npu MpeangeHTe Poccuitckon ®eaepaumm, copaspaboTumk NpoheccMoHanbHbiX CTaHAapToB.

Cdepa npoeccMoHanbHbIX MHTEPECOB:

MpodeccroHanbHbie KOMMETEHLUN: ONTUMMN3aLUs 6U3HeC-NPOLIECCOB NPeAnpuATUS, pa3paboTka HOPMATUBHbIX MaTepranoB no
[OKYMEHTUPOBaHUIO YyNpaBfeHYeCKoM AesiTeNbHOCTH, ayAUT KafpoBOro Aenonpon3BoACTBa, KOHCYbTUPOBaHWE No BbiGoOpy
nporpaMMHOro NpoAyKTa no aBTomMaTmsauum AenonpoMsBoACTBEHHbIX MPOLLECCOB. YyacTBOBana B NpoekTax no asToMaTusawmm
[OKyMeHToo60poTa komnanum IKT, IBS, BecTb MeTa-TexHonorunu.

O6pasoBaHue:

OkoHunna ["locyaapCTBEHHYO akafeMuio yripaBsieHUs UMEHU C.Opﬂ,)KOHI/IKVIﬂ,Se, Kad)ep,pa AOKYMeHTOBeAEHUA U JOKYMEHTALMOHHOIO
obecrneyeHuns ynpaBneHusa, 4OKyMeHTOoBe/, cneynanunct no I/IHCbOpMaLl,I/IOHHbIM TEXHOJI0IrMAM ynpas/ieHUA.

My6nukauum:

AsTop 60nee 150 ny6nmkauuia, B TOM Yucie cTaTei B ypHanax «CnpaBoYHUK cekpeTaps u odbuc-meHemxepar, «CnpaBoYHUK
KafpoBuKa», «[lenonpons3BoAcTBO», «CekpeTapckoe feno», «YnpasneHne nepcoHanom», «Cnyxba kagposy, «[lonck: oT npoekTa f0
KJto4a» u ap.
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