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KoHbuaeHunanbHoe AenonpoMs3BoACcTBO U OpraHn3aLus
paboTbl C AOKYMEHTaMW OrpaHMYeHHOro AocTyna

Ha o6y4yeHnu cnyliaTenu y3HatoT, Kak NpaBuiIbHO OPraHM3oBaTh U BECTU KOHbUAEHUMAbHOE Ae/10Npon3BOACTBO B OpraH13aLmy,
Hay4yaTcsl F[paMOTHO COCTaBNATb, 0OPMNATb, U3[4aBaTb, XPaHUTb U yUUTbIBaTb KOHOMAEHUMANbHBIE JOKYMEHTDI, @ TaKXe
obecrneymBaTb 3aLWUTY MHDOPMaLUK U NMEPCOHaNbHbIX AaHHbIX.

[ata nposepeHus: 15-17 nonsa 2026 ¢ 10:00 go 17:30
ApTukyn: C114468

Bup, 06yuenus: Kypc nobilleHus KBanudukaumm
dopmart obyyeHus: [IHeBHOW

Cpok obyueHus: 3 oHs

MpopomkuTenbHOCTb 06yyeHus: 24yaca

MecTo npoBepeHusi: r. CaHkT-MeTep6bypr, JIMroBckuii npocnekT, 266¢1, BusHec LieHTp Mpembep Jura (3 ovepefb), 4 aTax, Us nudTa
HanpaBo. CTaHuun MeTpo «MOCKOBCKME BOPOTa», « TEXHONMOrMYECKUA NHCTUTYT», «OBBOAHbIN KaHan».

CtoumocTb yuacTtus: 51 800 py6.
[Ana yyacTHMKOB NpefycMoTpeHo: MeToanyeckuii maTepuan, Kode-naysbi.

JI0KYMEHT No OKOHYaHUM 06yyeHunsi: Y10CTOBepeHMe O NoBbilLeHUM KBanndukaumm B o6beme 24 yaca (B COOTBETCTBUM C NINLEH3NEN Ha
npaBo BefeHMsl 06pa30BaTe/IbHON AeATeNIbHOCTH, BblJaHHO [lenapTaMeHTOM 06pa30oBaHus U HayKu ropoaa MockBbl).

Ilns Koro npegHasHayeH
PykoBoguteneit u cneymanuctoB cnyx6 [0Y, cnyx6 nHdopmaLmoHHON 6€30MacHOCTYH, AeNONPOU3BOAUTENEN, LOKYMEHTOBELOB U

apxuBapuycoB, COTPYAHUKOB KaHLEeNsipuii, cekpetapuaTa, NOMOLLHUKOB PyKOBOAUTENEN, OTBETCTBEHHbIX 3a BefleHne
KOH(pUAEHUManbHOro AenonpoMsBoACTBa.

Llenb o6y4yeHus

Mony4YnTb 3HAHWUA U NPAKTUYECKME HABbIKM MO YCTAHOBIEHMIO M OpraHnsaummn KoHbuaeHLManbHOro Ae/IonpoM3BOACTBa M 3aLUTbI
MHbOPMaLMK B OpraHu3aLmu.
3TO MeponpuATMe MOXHO 3aKasaTb B KOPNopaTMBHOM opmaTe (06yyeHne COTPYAHUKOB OGHOM KOMMaHuu).

CtpaHuua: 113 3
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[TporpamMmma oby4yeHus

AeHb 1
HopmaTuBHO-npaBoBasi 6a3a U opraHM3aLMoOHHbIe OCHOBbI.
BeepeHue B paboTy c MHpopmMaL el orpaHUYEHHOro AocTyna.

¢ YTo Takoe MHbOpMaLms orpaHuyeHHoro gocTyna (M0M4)?

e OcHoBHble Buabl MO KOMMep4ecKada TawnHa, rocynapcTtBeHHas TalHa, nepcoHasbHble AaHHble, CEKPETbI MPOMU3BOACTBA + aBTOPCKOe

npaBo, CBeAEHUS, coflepXKalLmecs B CNYyXe6HbIX JOKYMEHTaXx.
e OTNIMYMTENbHbIE MPU3HAKKU PasfIMYHbIX BUAOB MHPOPMaLMU: YPOBEHb CEKPETHOCTH, CMOCO6bI 3aLMUTbI.

3akoHopaTenbCTBO U HOpMaTUBHbIE aKTbl.

o dDepepanbHble 3aKOHbI U HOPMaTUBHbIE [OKYMEHTbI.

o MepepanbHblii 3aK0H «O KOMMEPYECKOW TalHe».

o 3aKoH «O nepcoHanbHbIX AaHHbIX».

e [NocTaHoBneHus MNpaButenbcTBa, MHCTPYKUnn MBI, ®CTIK u ap.

e BHyTpeHHMe HOpMaTUBHbIE JOKYMEHTbI OpraHM3auum.

o [onoxeHune o KoHUAEHUNaNbLHOM AEN0NPOU3BOACTBE.

e MHCTpyKuMs no obecneyeHuto nHGopmaLMoHHOW 6€30MacHOCTY.

o [onoxeHue o noapasaesnieHnn No KoHpUAeHUManbHoM paboTe.

o JI0O/KHOCTHbIE UHCTPYKLNW, COrNaLlleHns O HepasriaweHnm, BHYyTPEHHNE NpuKasbl.

OTBETCTBEHHOCTb U KOHTPOJIb.

e Buabl OTBETCTBEHHOCTM 3a HapyLieHue npaeun paboTbl ¢ MO, (rpaxkaaHcKas, agMUHUCTPaTUBHAS, YrosloBHas) — CYMMbI WITpadoB,

CPOK HaKa3aHui 3a OTAeSIbHble HapyLUEeHUS.
o MexaHW3Mbl KOHTPONS M NPOBEPKMN COBNIOAEHNUS NMPaBUI.
e Mepbl NpeceyeHns: HapyLIEeHWUHN.

O3HakomMneHue TpeTbux nuy ¢ UOA.

o CospaHue nepeyHsa MO/ B opraHusaumu.
e JlocTynbl N AOMYCKMN.

OeHb 2
OpraHu3sauus paboTbl ¢ KOHpUAEHUMaNbHOW AOKYMEHTaLmel U JOKYMEHTO060poT.
MoaroToBka n opopMieHne AOKYMEHTOB.

o GopmaT 1 TpeboBaHUA K NOATOTOBKE KOHOUAEHLMANBHBIX AOKYMEHTOB.
e lpouecc neyaTtu, NpocTaB/ieHe PEKBU3UTOB, pasMeTKa CTpaHuL,.

e lNepeaaya, KOMMPOBaHMWE U BbIMUCKH.

¢ Vlcnonb3oBaHne 0OTMETOK OrpaHuuyeHus goctyna (wudposaHue, rpudbl).

Peructpaums u yyer.

e BepieHue XypHasoB peructpauum u ydeta KoHbuaeHUnanbHON JOKYMeHTaLuu.

o [Mpouenypbl 06paboTKM BXOAALLMX U UCXOASLLMX JOKYMEHTOB C OTMETKAaMM OrpaHnyeHns focTyna.

o OCOBEHHOCTHM yyeTa MpU LEHTPaIM30BaHHbIX U AeLeHTPaNIM30BaHHbIX CUCTEMAX JOKYMEHTOO60poTa.

e OCOo6eHHOCTU 06paboTKUN UCXOAALLMX JOKYMEHTOB NpU AeLeHTPanM30BaHHOM cucTeMe JOKYMEHTO060pOoTa.
e YyeT cbeMHbIx HocuTenen N0/, npoektos NOL.

Mepepaya gen Ha apxMBHOE XpaHeHUe.

o DopMUpOBaHUE NepeYHs aen Ans apxuea.

o CpOKM XpaHEHWs M KOHTPO/Ib foCTyna.

o YHUUTOXEHUE U cnMcaHne KoHDMAEeHLMaNbHbIX MaTepUanos.
o poBefieHMe 3KCMEPTHbIX OLEHOK 1 3KCMepTnsa LieHHOCTHU.

e O603HaveHue gen ¢ U0 B HoMeHKnaType Aen.

Pa6oTa ¢ 3neKTPOHHbIMU KOHGUAEHLMANIbHBIMU JOKYMEHTaMMU.

(] I'IonyquMe 3NIEKTPOHHbIX JOKYMEHTOB, perunctpauuns, HanpasneHne B pa60Ty BHYTPWU opraHusauuu.

e YueT AOKYMEHTOB MpU paccblyike B paboTy B NOABEeLOMCTBEHHbIe opraHu3auuu (MPUIoXKEHNEM K UCXOAALLEMY MUCHbMY).

o [lpMeHeHne SﬂeKTpOHHOﬁ noanmcu B KOHd)VIAeHLWIaJ'IbHOM AenonpousBoacTtee.

[eHb 3

CtpaHuua: 2 M3 3



Pa6oTa c nepcoHasbHbIMU AlaHHbIMU U UHPOPMaALMOHHAs 6€30MacHOCTb.
MepcoHanbHble faHHble Kak Bug U0,

o OnpepeneHue NepcoHanbHbIX JaHHbIX U UX BUABI.
o KaTeropuu v rpynnbl NepCoHanbHbIX faHHbIX.
¢ lpaBa cy6bekTa 1 0613aHHOCTM onepaTopa (c6op, 06paboTKa, XpaHeHUE).

3awutamn OGpaGOTKa NnepCcoHaNbHbIX AaHHbIX.

o [TpaBuna paboTbl C NePCOHaNbHbIMU AAaHHBIMU B BYMaXXHbIX N 3JIEKTPOHHbIX CUCTEMAX.
e HoBoBBegeHusn 2025-2026 rr.

e 06paboTka creunanbHblX KaTeropuil U1 BUOMETPUYECKUX AaHHbIX.

e TpaHcrpaHu4yHas nepegava n ysegomneHne PockoMHagaopa.

e Bonpocbl paccrnefoBaHUa MHUMAEHTOB U HECAHKLIMOHMPOBAHHOIO AOCTYyMa.

o O6HOBIEHME NIOKANbHbIX aKTOB U NPaBUI YHUUTOXEHMUS! AaHHbIX.

WHdopmaLmoHHas 6e30nacHOCTb.

o OpraHusauWoHHbIe MepbI: MONIMTUKMU JOCTYNa, 06yYeHWe. « AAMUHUCTPATUBHbIE MepbI: PErflaMeHTbl, UHCTPYKLUW.
o TexHu4yeckve Mepbl: WnhpoBaHUE, CUCTEMbI KOHTPOJIA AOCTYMa, aHTUBUPYCbI.
o PeXXnMHble Mepbl: KOHTPOJIb AOCTYMA, MPONYCKHOW PEXUM.

PekomeHpaumu no paboTe ¢ NepcoHanbHbIMU f@aHHbIMU B apXuBax.
Pa6ota c UO/] B KOMaHAUPOBKaX.

Pa6ota ¢ MO/l npu pa3pa6oTke NporpaMMHbIX NPOAYKTOB.
MosiBnenne N0/, Ha OCHOBaHUMU [OrOBOPHbIX AOKYMEHTOB.
Mepepaya U0/, npu cMeHe pykoBoauTeNs.

MpakTukymbl: NMogrotoska n opopmsieHne KoHGUAEHUMaNbHbIX JOKYMEHTOB CO BCEMU peKBM3UTaMu. Pernctpauua 4oOKyMeHTOB B
ypHane yyeta. [logrotoBka AOKYMEHTOB K Nnepeaave no fJoBepeHHOCTU. MpoBeaeHne opraHM3aLmoHHbIX MeponpuaTuin. UMmtauus
nepefayv JOKYMeHTa.

[lpenogaBaTenu

KOHOUAEHUWMANIBHOE AENTONPOU3BOACTBO N OPFAHN3ALNMA PABOTbI C AOKYMEHTAMU OFPAHUYEHHOIO OCTYNA
PykoBoauTtenb cnyx6bl 0Y «asnpom ceTb A3C», kBanuduumpoBaHHblil cneymanuct ACY .
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