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KoHbuaeHunanbHoe AenonponM3BoACcTBO U OpraHn3aLuus
paboTbl C JOKYMEHTaMM OrPpaHMYEeHHOro AocTyna

Ha O6y‘-IEHMI/I cnywaTenn y3HatoT, Kak npaBu/ibHO OpraHn3oBaTb 1 BECTU KOHd)VI,D,eHLl,VIaﬂbHOE AenonponsBoacTBO B OpraHusauuu,
Hay4aTCcd rpaMOTHO COCTaB/IATb, O(bOpMﬂﬂTb, n3naBaTtb, XpaHUTb U y4YUTbIBaTb KOHCI)VI}J,eHLWIafIbeIe AOKYMEHTbI, a TakXXe
obecrneuynBaTb 3aluuTy VIHd)OpMaLI,VIVI M nepCcoHanbHbIX AaHHbIX.

Jata npoBepeHusn: 15-17 nronsa 2026 ¢ 10:00 go 17:30
ApTtukyn: ClN14469

Bup o6yyeHus: Kypc noBblileHust KBanudukaumm

dopmart obyueHus: OHNalH-TpaHCAAUMS

CpokK obyyeHus: 3 gHs

MpoponmxkutenbHocTb 06yyeHus: 24uaca

CtoumocTb yyactus: 51 800 py6.

[ina yyacTHMKOB npefycMoTpeHo: MeToanyeckuii MmaTepuann.

JOKYyMEHT No OKOHYaHuu o6yqum|: YaoctoBepeHune 0 NoBbILWEHUN KBaﬂVId)I/IKaLWIVI B 06beMe 24 yaca (B COOTBETCTBMM C NINLEH3NEN Ha
npaBo BeAeHnA 06pasoBaTean0|7| [EeATenbHOCTH, BblAaHHON [lenapTaMeHTOM 06pa3OBaHVIF| M HaykKu ropoga MOCKBbI).

Ilna Kkoro npegHasHaveH

PykoBoguTtenein u cneuvanuctoB cnyx6 [0Y, cnyx6 nHpopmaLmnoHHo 6e30nacHOCTH, A,eN0NPOM3BOANTENEN, JOKYMEHTOBELO0B U
apXuBapuycoB, COTPYAHUKOB KaHLENsApUiA, cekpetapuaTa, NOMOLLHUKOB PyKOBOAUTESIEN, OTBETCTBEHHbIX 3a BefleHne
KOH(®MAEHLMaNbHOro AeNoNpon3BOACTBaA.

Lienb o6yyeHus

Mony4nTb 3HAHMSA M NPaKTUYECKME HaBbIKM MO YCTAHOBIEHWIO U OpraH13aLmum KOHOUAEHLMANbHOTO Ae/IoNPOVU3BOACTBA M 3aLLMUTbI
MHbOpMaLMK B OpraHu3auuu.
9TO MeponpuaTMe MOXHO 3aKa3aTb B KOpnopaTuBHOM opmaTe (06y4eHne COTPYAHUKOB OLHOM KOMMaHuK).

[TporpamMma oby4yeHus

[eHb 1
HopmaTtuBHo-npaBoBasi 6a3a ¥ OpraHM3aLUOHHbIE OCHOBbI.
BeepfieHue B pa6oTy ¢ MHpopMaLmeli orpaHUYEHHOro AocTyna.

¢ Y10 Takoe MHdopmMaLus orpaHudeHHoro goctyna (M0L4)?

e OcHoBHble BuAbl NO[: KoMMepyecKkas TanHa, rocyapcTBeHHas TanHa, NepcoHasbHble faHHble, CeKpeTbl MPOM3BOACTBa + aBTOPCKOoe
npaBo, CBeAEHWS, COAEPXKALLMECS B CITY>KEOHbIX OKYMEHTaX.

o OTnUuNTENbHbIE MPU3HAKKN Pa3fIMYHbIX BUAOB MHPOPMaLMK: ypOBEHb CEKPETHOCTM, CNOCOObI 3aLLMTbI.
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3akoHo[aTeNnbCTBO U HOpMaTUBHbIE aKTbl.

o ®epepanbHble 3aKOHbl U HOPMATUBHbIE JOKYMEHTbI.

o QepepanbHbIi 3aKoH «O KOMMEpPYECKOW TalHe».

o 3akoH «O nepcoHanbHbIX faHHbIX».

e [NocTaHoBneHus MNpaButenbcTBa, MHCTPYKUnn MBI, PCTIK u gp.

o BHyTpeHHMEe HOpMaTUBHbIE JOKYMEHTbI OpraHMsauum.

e [TonoxeHue o KOHbUAEHUMANbHOM AENOMNPOM3BOACTBE.

o MHCTpyKUMs No obecneyeHuto nHHopmaLMoHHOW 6€30MacHOCTY.

o [onoxXeHue o nogpasaesneHnmn No KoHpuaeHUManbHon paboTe.

o [JO/MKHOCTHbIE UHCTPYKLMM, COrNalleHns 0 HepasriallueHum, BHyTPEeHHWe npukasbl.

OTBETCTBEHHOCTb U KOHTpPOJ1b.

e Buabl OTBETCTBEHHOCTM 3a HapyLieHue npaeun pabéoTbl ¢ MO, (rpaxkaaHcKas, agMUHUCTPaTUBHAS, YrOfoBHas) — CYMMbI WITpadhoB,

CPOK Haka3aHMii 3a OTAe/bHble HapyLIEHHS.
o MexaHW3Mbl KOHTPOS M NMPOBEPKM COBNIOAEHNUS NPaBUI.
e Mepbl NpeceyeHns HapyLIeHWUH.

O3HakoMneHue TpeTbux nuy ¢ UOA.

o CospaHue nepeyHs MO/ B opraHusaymu.
e JloCcTynbl 1 fONYCKMU.

[eHb 2
OpraHusauus paboTbl ¢ KOHpUAEHUMANbHOW AOKYMEHTaLmel U JOKYMEHTO060poT.
MoaroTtoBka n opopMieHne AOKYMEHTOB.

o GopmaT 1 TpeboBaHUA K NOATOTOBKe KOHOUAEHLMANbHLIX AOKYMEHTOB.
¢ lpouecc neyaTtu, NpocTaB/ieHe PEKBU3UTOB, pasMeTKa CTpaHuL,.

e lNepenaya, KOMMPOBaHMWE 1 BbIMUCKH.

¢ Vicnonb3oBaHne 0OTMETOK OrpaHuueHus goctyna (wudposaxue, rpudbl).

Peructpauus u yyver.

o BepeHue xypHanoB peructpaumu 1 yyeta KoHQuaeHUNnanbLHON AOKYMEHTaLUN.

o poueaypbl 06paboTKN BXOAALLMUX U UCXOAALUMX LOKYMEHTOB C OTMETKaMM OrpaHnyYeHmns focTyna.

e OCO6€HHOCTM yyeTa Npu LEHTPaNN30BaHHbIX U AeLeHTPann3oBaHHbIX CUCTEMaX LOKYMEHTOO60poTa.

e OCO6eHHOCTU 06paboOTKUN UCXOAALLMX [OKYMEHTOB NpU AeLEHTPaNM30BaHHOM cucTeMe JOKYMEHTOO60pOoTa.
e YyeT cbeMHbIx HocuTenen N0/, npoektos NOM.

Mepepaya gen Ha apxMBHOE XpaHeHUe.

o OopMMpOBaHNe NepeyHst fen ons apxuea.

o CpOKM XpaHeHus 1 KOHTPOsb JOCTyna.

o YHUUYTOXEHME 1 cnucaHme KoHduaeHUNanbHbIX MaTepuanos.
o [lpoBefeHMe 9KCNEPTHbIX OLEHOK M 9KCMNepTU3a LIeHHOCTMU.

e 0603HaveHue aen ¢ MO, B HOMeHKaType fen.

Pa6oTa c ANIEKTPOHHbIMHU KOHdJVIAEHUMaﬂbeIMM AOKYMEHTaMu.

(] I'IonyqulAe 3NIEKTPOHHbIX JOKYMEHTOB, pernctpauuna, HanpasneHue B pa60Ty BHYTPW opraHusauuu.

e YueT AOKYMEHTOB Mpu paccbiyike B paboTy B NOABELOMCTBEHHble opraHu3aumu (MPUIoXKEHNEM K UCXOAALLEMY MUCbMY).

o [pUMEHEHME 3NIEKTPOHHOW NoANncHU B KOHPUAEHUMANbHOM LeSIoNpon3BOACTBE.
AeHb 3

Pa6oTa c nepcoHasibHbIMU faHHbIMU U MHPOpPMaLMOHHAs 6€30NacHOCTb.
MepcoHanbHble faHHble Kak Bug U0,

o OnpepernieHVe NepcoHanbHbIX AaHHbIX U UX BUAbI.
e KaTeropuu v rpynnbl nepcoHanbHbIX JaHHbIX.
¢ lNpaBa cy6bekTa 1 0613aHHOCTM onepaTopa (c6op, 06paboTKa, XpaHEHHUE).

3awutaun OGPaGOTKa NepCcoHaNbHbIX AaHHDbIX.

o [MpaBuna paboTbl C NepCOHaNbHbIMU AAaHHBIMU B BYMaXHbIX U 3IEKTPOHHbIX CUCTEMAX.
o HoBoBBeaeHus 2025-2026 rr.
e O6paboTKa crieumanbHbIX KaTeropmin ¥ GUOMETPUYECKUX LaHHbIX.
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o TpaHcrpaHuyHas nepefada 1 yBefiomnieHne PockoMHaa3opa.
o Bonipocbl paccnefoBaHust MIHUMAEHTOB M HeCaHKLIMOHMPOBAHHOIO JOCTYMa.
o OGHOBIEHME NOKASbHbIX aKTOB U NMPaBU YHUUTOXEHUSA AaHHbIX.

WHdopmaLmoHHasn 6e30nacHOCTb.

o OpraHusauWoHHble Mepbl: MONIMTUKN JOCTYNa, 06yYeHuWe. « AAMUHUCTPaATUBHbIE Mepbl: PErflaMeHTbl, UHCTPYKLUW.
e TexHu4yeckve mepbl: WnhpoBaHNe, CUCTEMbI KOHTPOJIA AOCTYMa, aHTUBUPYCbI.
o PeXXunMHble Mepbl: KOHTPOJIb AOCTYMA, MPONYCKHOW PEXUM.

PekoMeHpaLuu no paboTe ¢ NnepcoHabHbIMU JaHHbIMU B apXuBax.
Pa6oTta c UO[] B KOMaHAUPOBKaX.

Pa6ota c MO/} npu pa3paboTKe NporpaMMHbIX NPOAYKTOB.
MosiBnenne MO/, Ha oCHOBaHUU AOrOBOPHbIX JOKYMEHTOB.
Mepepaya UOM npu cmeHe pyKoBOAUTENS.

MpakTuKyMmbi: MoAroToBKa v ohopmMneHne KoOHbOUAEHLMANbHbIX AOKYMEHTOB CO BCEMU PeKBU3UTaMu. Pernctpauus JOKYyMeHTOB B
ypHarne yyeta. [logrotoBka AOKYMEHTOB K Nepeaaye No fJoBepeHHOCTU. MpoBefeHue opraHM3aLmMoHHbIX MeponpuaTuit. UMutauyus
nepegayv JOKyMeHTa.

[lpenopaBaTenu

KOHOUAEHUWMAJIBHOE AETONPOU3BOACTBO N OPFTAHU3ALNA PABOTbI C AOKYMEHTAMU OFPAHUYEHHOIO OCTYNA
PykoBoguTtenb cnyx6bl J0Y «[asnpom ceTb A3C», kBannduumpoBaHHblil cneumanuct ACY[.
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