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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 npoeegenusn: 30 -31 nronsa 2025 ¢ 10:00 go 17:30
ApTtukyn: MC26921

Bup o6yyeHus: Kypc noBblileHust KBanudukaumm

dopmart obyueHus: OHNalH-TpaHCAAUMS

CpoK obyyeHus: 2 fHs

MpogomkuTenbHocTb 06yyeHus: 16yacoB

CtoumocTb yyactus: 41 900 py6.

[ina yyacTHMKOB npefycMoTpeHo: MeToanyeckuii MmaTepuann.

J[lOKyMeHT no oKoH4aHuM obyyeHus: o ntoram obyyeHus cnyLiaTenu, ycnewHo npoLleaLine UTOroByo aTTecTaumio nNo nporpaMmme
o6yJyeHus, nosyyatoT YLOCTOBEpEHUE O NOBbILEHUUN KBanupukauum B o6beMe 16 Yacos (B COOTBETCTBUM C JIMLIEH3MEl Ha NpaBo
BefleHMsi o6pa3oBaTesibHOM AeATeIbHOCTY, BblAaHHON [lenapTamMeHTOM 06pa3oBaHus 1 Hayku ropoaa MocKBbl).

Ilna koro npegHasHa4veH

PykoBogutenei u cneuymanuctoB cnyx6 L0Y, cnyx6 nHdopmaLmoHHON 6€30MacHOCTY, AENONPOU3BOAUTENEN, LOKYMEHTOBELOB U
apxuBapuycoB, COTPYAHUKOB KaHLEeNsipuii, cekpetapuaTa, NOMOLLHUKOB PyKOBOAUTESEN, OTBETCTBEHHbIX 3a BefleHne
KOH(bMAEeHUNaNbHOro Aenonpon3BoacTBa.

Lienb o6y4yeHus

Mony4YnuTb 3HAHWUA U NPAKTUYECKME HABbIKM MO YCTAHOBIEHWIO U OpraHn3aummn KoHbuaeHLManbHOro 1e/IonpoM3BOACTBa M 3aLLUTbI
MHbOPMaLMK B OpraHu3aLuu.
3TO MeponpuATMe MOXHO 3aKasaTb B KOPMopaTMBHOM opmaTe (06yyeHne COTPYAHUKOB OAHOM KOMMNaHUK).

[TporpamMmma oby4yeHus

JAeHb-1.
OpraHusauus pa6oTbl c-uHpopMaLeil orpaHUYeHHOro AOCTYNA.

o [NoHATME UHDOPMALIMM OFPAHUYEHHOTO AOCTYNA.

o OTNMYUTENBHbIE OCOBEHHOCTM PasfivyHbIX BUAOB UHGHOPMALMK OrpaHUYeHHOro AocTyna (KOMMEpPYECKO TaliHbl, cekpeTa
NpPOU3BOACTBA, NePCOHANbHbIX AaHHbIX U-Ap.)

e 3aKoHopaTenbHble 1-HOPMaTUBHO-NPaABOBbIE aKTbl B-0611aCTW KOHOUAEHLMANBbHOTO Ae/IoNponU3BOACTBA.

o OTBETCTBEHHOCTb 3a-HapyLUeHWe NpaBun paboTbl C-AO0KYMEHTaMW OrpaHUYeHHOro AocTyna.
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o MopsAfoK NpefocTaBneHns KoHbUaeHUUanbHOW MHPOPMaLMK rocyLapCTBEHHbIM OpraHam U-ApyruMm opraHn3aumsiMm.

o JlokanbHble HOpMaTKUBHbIE aKTbl OpraHu3aLun Npu paéoTe c-KoHbUAEHUMaNbHbIMU AoKYyMeHTamu (MepedeHb KOHGUAEHLMaNbHOM
uHdopMauum, NMonoxeHne 06-aKCnepTHON KOMUCCUM NO-OTHECEHNIO CBEAEHWUI K-KaTeropumn «<Kommepueckas TainHa», MHCTpyKums
No-KOHbUAEHLMATBHOMY AeNoNPOnU3BOACTBY.)

e [NpaBuna o6ecneyeHnsi MHHOPMaLMOHHO 6e30MacHOCTY NPU paboTe C-AOKYMEHTaMU OrpaHUYeHHOro J4OCTyn.

o PasrpaHuyeHue nopsaka, ypoBHeN AoCTyna U-0683aHHOCTEN CaHKLMOHUPOBaHHbIX NOfb30BaTeNEeN.

o HasHayeHue OTBETCTBEHHOIO 3a-O0praHun3aLuto paboTbl C-AOKYMEHTaMW OrPpaHUYEHHOro AOCTYMa.

o [JOKyMeHTUpOBaHMWe AeATENbHOCTM No-NpoBepke KoHdUAeHUManbHbIX gen.

AeHb-2.
0co6eHHOCTU KOHUAEHLUANBbHOrO Je/10Npou3BOACTBA.

e MNoaroToBKa TeKcTa KOHbUAEHLMANBHOMO JOKYMEHTa U-ero ohopMieHue.

o O6paboTka BXOASLLErO AOKYMEHTa C-OTMETKOW OrpaHMUYeHHOro AoCcTyna.

o YUeT u-pernctpaums JOKyMeHTOB OrpaHMYEeHHOro 40CTyMna B-opraHnu3auusx c-LUeHTpanm3oBaHHOW, AeLleHTParM30BaHHOW U-CMeLleHHOM
(bopMoii opraHv3aLun JOKYMeHTO060poTa.

e O6paboTka UCXOASALLErO JOKYMEHTa C-OTMETKOI OrpaHUYeHHoro focTyna.

o XpaHeHMe JOKYMEHTOB OrpaHMYeHHOro AocTyna.

e OTOo6paxkeHne KoOHbUAEHLMANbHBIX AeN B-HOMEHKaType opraHusaLuu.

e OCO6EHHOCTM YHUUTOXEHUSI KOHDUZEHLMAbHbBIX Jel.

e OpraHusalunoHHbIe BONPOCHl aBTOMAaTU3aLMN KOHpUAEHUMaNnbHOro AenonpousBoACTBa.

MepcoHanbHble AaHHbIE, KaK BUA KOHduAeHUnanbHoi uHopmaLuu.

MoHsTME NepCcoHanbHbIX AaHHbIX U UX BUABI.

MpaBa cy6bekTa 1 onepaTopa NepCcoHasbHbIX AaHHbIX.

o [1OKyMeHTbI, cofiepXKallme nepcoHasibHble AaHHble.

e 3aluMTa NepCOHasbHbIX AAHHbIX B TPAAMLMOHHOM U 3/IEKTPOHHOM LOKYMEHTOO60pOTE.

pynnbl NepcoHasnbHbIX faHHbIX.

KaTeropuu nepcoHanbHbIX AaHHbIX.

o /IHpOpMaLIMOHHbIE CUCTEMbI MEPCOHANbHbIX AAaHHbIX U UX Knaccudukaums.

OpraHusauuma paboTbl ¢ MepcoHanbHbIMU AaHHbIMK: C60p, XpaHEHUE, Nepefaya, cucTemMaTusauus, yaaneHume, yHUUTOXeEHMe.
e M13aMeHeHuWsi B MpaBuiax paboTbl ¢ MEPCOHanbHbIMU AaHHbIMU B 2025 roay.

e OCO6eHHOCTM 06pabOTKM CreumanbHON KaTEropumn NePCoHasbHbIX fAaHHbIX U BUOMETPUYECKMX AaHHbIX.
e TpaHcrpaHuM4yHas nepegayva nepcoHasbHbIX faHHbIX.

HoBbli1 nopsifiok yBegomMneHnss PockoMHaa3opa 06 06paboTke NePCoHaNbHbIX JaHHbIX.

Mopspok paccnefoBaHUsi HECaHKLMOHMPOBAHHOMO AOCTYMNa K NepCoHanbHbIM faHHbIM.

O6HOBNEHME NIOKANIbHOFO akTa Mo 3aluTe NepCcoHasbHbIX AaHHbIX.

HoBbIi1 NOpsLOK YHUYTOXKEHUSI MEPCOHANbHbIX AaHHbIX.

0630p cyae6HOM NPaKTUKK NO NEPCOHAsbHBIM AaHHbIM.

[lpenogaBaTenu

HNOPOHWHA Jlapuca AnekceeBHa

KaHAmaaT aKOHOMUYECKMX HayK, AOLeHT Kadeapbl rocyAapCTBeHHOro ynpasneHus U Kagposoi nonutuku MIYY MpasutenscTea
MocKBbI, aBTOp y4e6HbIX MOCO6MIA MO JOKYMEHTOBEAEHUIO, IKCTepT HauuoHanbHoi accoumauum opuCHbIX CreumanucTos 1
aAMMWHUCTPaTUBHbIX paboTHMKOB npu MpeangeHTe Poccuitckon ®eaepaumm, copaspaboTumk NpoheccmoHanbHbiX CTaHAapToB.

Cdepa npoeccMoHaNbHbIX MHTEPECOB:

MpodeccroHanbHblie KOMMETEHLUKU: ONTUMMN3aLUst 6U3HEC-NPOLIECCOB NPeAnpuATUSs, pa3paboTka HOPMATUBHbIX MaTepuasnoB no
[OKYMEHTUPOBaHUIO YNpaBieHYeCKo AesiTeNbHOCTH, ayAUT KafpoBOro Aenonpon3BoACTBa, KOHCYbTUPOBaHWeE No BbIGoOpy
nporpaMMHOro NpoAyKTa no aBTomMaTmsauum AenonpoM3BOACTBEHHbIX MPOLLECCOB. YyacTBOBana B NpoekTax no asToMaTusawmm
[OKyMeHToo60opoTa komnanum IKT, IBS, BecTb MeTa-TexHonorunu.

O6pasoBaHue:

OKoHunna ["ocyaapCTBEHHYO akafeMuio yripaBsieHUs UMeHN C.Op,D,)KOHI/IKVIﬂ,Se, Kad)ep,pa AOKYyMeHTOBeAEHUA U JOKYMEHTALMOHHOIO
obecrneyeHuns ynpasneHusa, OKyMeHTOoBe/, cneynanunct no I/IHCbOpMaLl,I/IOHHbIM TEXHOJ/I0IrMAM ynpasieHUA.

My6nukauum:

AsTop 60nee 150 ny6nmkauui, B TOM Yucie cTaTei B ypHanax «CnpaBoYHUK cekpeTaps n odhuc-meHemxepar, «CnpaBoyHUK
KafpoBuKa», «[lenonpons3BoAcTBO», «CekpeTapckoe feno», «YnpasneHne nepcoHanom», «Cnyxba kagposy, «Ilonck: oT npoekTa f0
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KtoYa» u ap.

CtpaHuua: 313 3



