d) (D MHKOHT +7 (495) 698-63-64 seminar@finkont.ru

y4ebHbI LeHTp 8 (800) 234-55-22 www.finkont.ru

KoHduaeHunanbHoe AenonponsBoAcTBO M 3alUULLEHHbIN
AOKYMEHTOO60pOT B OpraHusaumu

Ha kypce cnywaTenu y3HatoT 0 MpUHUMNax NOCTPOEHUs U nopsiake paboTbl KOHPUAEHLMANbHOMO AeNONPOM3BOACTRA B
opraHusauuu, MPUOBPETYT HaBbIKKU COCTaBEHUS], 0DOPMIIEHNS, U3[AHUS, 06ecrievYeHMs1 COXPAHHOCTM U ydeTa KOHOUAEHUNANbHbIX
[OKYMEHTOB, o6ecnedyeHns 3awuTbl MHDOPMaLUK 1 NepCoHanbHbIX AaHHbIX.

[arta npoBepenuns: OTKpbiTasa gata

Bup ob6yyeHus: Kypc noBblileHnst KBanudukaumm

dopmart obyueHusn: OHNanH-TpaHCAALUS

Cpok obyueHus: 2 fHs

MpopomkuTenbHocTb 06yyeHns: 164yacos

[AnA yyacTHUKOB npeaycMoTpeHo: MeToanyeckuin matepuarn.

[lOKyMeHT no oKoH4YaHuM obyuyeHus: o ntoram obyyeHus cnyLiaTenu, ycnewHo npoLleaLline UTOroByo aTTecTaumio No nporpaMmme
o6y4yeHus, nosyyaroT Y/0CTOBEpEHNE O NOBbILLEHUUN KBanubukauum B o6beMe 16 Yacos (B COOTBETCTBUM C JIMLIEH3MNEl Ha NpaBo
BeAEeHUst 06pa3oBaTeNbHON AeATENbHOCTY, BblAaHHON [enapTaMeHTOM 06pa3oBaHus U Hayku ropoga MockBbl).

Ilns Koro npegHasHayeH

PykoBoguteneit u cneymanuctoB cnyx6 L0Y, cnyx6 nHdopmaLmoHHON 6€30MacHOCTY, AeNONPOU3BOAUTENEN, LOKYMEHTOBELOB U
apxuBapuycoB, COTPYAHUKOB KaHLEeNsipuii, cekpetapnaTa, NOMOLLHUKOB PyKOBOAUTESEN, OTBETCTBEHHbIX 3a BefleHne
KOHbWAEHUNaNbHOro Aenonpon3BoaCTBa.

Lienb o6y4yeHus

Mony4YnTb 3HAHWUA U NPAKTUYECKME HABbIKM MO YCTAHOBIEHWIO M OpraHn3aummn KoHbUaeHLManbHOro 1e/IonpoM3BOACTBa M 3aLLUTbI
MHbOPMaLMK B OpraHu3aLmu.
3TO MeponpuATMe MOXHO 3aKa3aTb B KOpMopaTMBHOM topmaTe (06yyeHne COTPYAHUKOB OAHOM KOMMNaHuu).

[TporpamMmma oby4yeHus

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

e [oHATME UHDOPMALMM OFPaHUYEHHOrO AOCTYNa.

o OTNMYUTENBHbIE 0COBEHHOCTM PasfivyHbIX BUAOB UHGHOPMALMK OrpaHUYeHHOro AocTyna (KOMMEPYECKO TaiHbl, cCekpeTa
NpPOU3BOACTBA, NePCOHANbHbIX AaHHbIX U-Ap.)

e 3aKoHoAaTenbHble 1-HOPMAaTUBHO-NPaBOBbIE aKTbl B-0611aCTW KOHOUAEHLMANbHOTO Ae/I0Npon3BOACTBA.
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e OTBETCTBEHHOCTb 3a-HapylwleHue npasun paGOTbI C-AOKYMEHTaMWn orpaHU4eHHoOro gocrtyna.

o [lopspok npeaocTaBneHnst KOHOUAeHUManbHoM MHbopMaLum rocyjapCTBEHHbIM OpraHam U-Apyrum opraHusauusm.

¢ JlokasibHble HOpMAaTUBHbIE aKTbl OpraHW3aLUum Npu paboTe c-KOHPUAEHUMaNbHbIMY foKyMeHTaMu (MepedeHb KOHbUAEHLUANbHO
nHdopmaumm, NonoxeHne 06-aKCNEPTHON KOMUCCUM NO-OTHECEHUIO CBELEHNI K-KaTeropun «Kommepyeckas TaHa», MHCTpyKLmuA
no-KoHdUAEHUMaNbHOMY LeNoNpoOn3BOACTBY.)

o [paBuna obecneyeHuss MHbOPMaLMOHHON 6e30MacHOCTU Npu paboTe C-AO0KYMEHTaMMU OrpaHUYEHHOro JOCTYn.

o PasrpaHuyeHuve nopsaka, ypoBHen focTyna n-06s13aHHOCTEN CaHKLMOHUPOBAHHbIX NOJSIb30BaTeNEeN.

e HasHauyeHMe OTBETCTBEHHOI0 3a-OpraHn3auunio paboTbl C-A0KYMEHTaMU OrpaHUYEeHHOro AOCTYNa.

o [1oOKyMeHTUpOBaHUE AeATENbHOCTM NO-NpoBepKe KOHbMAEHUNaNbHbIX Aen.

OeHb2.
0co6eHHOCTU KOHpUAEHUMANBbHOro Je/10NpoU3BOACTBA.

e MoaroToBKa TeKCTa KOHUAEHLMANBHOMO JOKYMEHTA M-ero ohopmIeHue.

¢ O6paboTka BXOASALLErO AOKYMEHTa C-OTMETKOW OrpaHUYeHHOro AocTyna.

¢ YyeT n-perucTpaumua JOKYMeHTOB OFpaHUYeHHOro fOCTyrna B-OpraHn3aumsax c-LeHTpasM30BaHHOW, AeLleHTPann3oBaHHON N-CMELLIEHHOM
(opMoit opraHusaLmm 4OKyMeHToo60poTa.

¢ O6paboTKa MCXOASALLErO OKYMEHTA C-OTMETKOI OrpaHU4yeHHoro AocTyna.

¢ XpaHeHMWe [OKYMEHTOB OrpaHUYeHHOro AocTyna.

o OTO6paxeHne KoHbMAeHUManbHbIX Aen B-HOMEHKIaType opraHu3aumu.

e OCO6EHHOCTM YHUUTOXEHUSI KOHDUAEHUMAbHBIX Ael.

¢ OpraHusauMoHHble BOMPOCbl aBTOMAaTM3aLmmn KoHOMAEHLMaNbHOro AefonponM3BoACTEa.

MepcoHanbHble faHHble, KaK Bug, KOHbUaeHUnanbHon nHpopmauum.

o [ToHsITWe NepcoHanbHbIX AaHHbIX U UX BUABbI.

o [paBa cy6bekTa M onepaTopa NnepcoHanbHbIX AaHHbIX.

o [loKyMeHTbI, CofepKallme NepcoHasibHble AaHHble.

e 3aluTa nepcoHasnbHbIX JaHHbIX B TPAAULMOHHOM U 311EKTPOHHOM OKYMEHTOO60pOTE.

e [pynnbl NepPCOHaNbHbIX AaHHbIX.

e KaTeropuu nepcoHasnbHbIX JaHHbIX.

e /HbOpMaLMOHHbIe CUCTEMbI MePCOHalbHbIX AaHHbIX U UX Knaccubukauums.

e OpraHusauus pa6boTbl C NepCoHanbHbIMMU faHHbIMU: c6Op, XpaHeHuWe, Nepefiaya, cucteMaTmaauus, yaaneHue, yHUUYTOXEHME.
o /IameHeHus1 B npaBuiax paboTbl C NEPCOHaNbHbIMU faHHbIMU B 2024 rogy.

e OCco6eHHOCTU 06paboTKU cneLmanbHOW KaTeropum NepcoHanbHbIX AaHHbIX U BUOMETPUYECKMX JaHHbIX.
e TpaHcrpaHuM4Has nepefayva NepcoHasnbHbIX JaHHbIX.

e HoBbIli MopaaoK yBegomneHust PockoMHaz3opa 06 06paboTke NepCcoHanbHbIX AaHHBbIX.

e [lopsipoK paccnefoBaHUsi HECaHKLMOHUPOBAHHOMO JOCTYNa K MepCoHanbHbIM JaHHbIM.

o O6HOBNEHME IOKANbHOrO akTa Mo 3aluTe NepCcoHasnbHbIX AaHHbIX.

e HoBbIl MOPAAOK YHUUTOXEHNS NEPCOHASIbHBIX JaHHbIX.

e 0630p cyaebHON NPaKTUKK NO NePCOHasbHbIM AaHHbIM.

[lpenogaBaTenu

HNOPOHWHA Jlapuca AnekceeBHa

KaHampaTt aKOHOMMYECKMX Hayk, AOLEHT Kadefpbl rocyAapCTBEHHOrO ynpaBneHus n kaaposon nonntuku MIYY MNpasuTtenbctea
MockBbl, aBTOP y4ebHbIX MOCO6MIA MO JOKYMEHTOBELEHNIO, IKCMepT HauunoHanbHoM accoumanmnm obUCHbIX CNeLManncToB 1
aAMUHUCTPaTUBHbIX paboTHUKOB npu MpesnaeHTe Poccuitckon Pepepavumm, copaspaboTymk NpoheccmoHanbHbIX CTaHAapTOB.

Cdepa npodeccrmoHanbHbIX UHTEPECOB:

MpodeccnmoHanbHble KOMNETEHLMU: ONTMMMN3aLMSA BU3HEC-NPOLLECCOB NPeANPUaTUS], paspaboTka HOPMAaTUMBHbIX MaTepuanos no
[OKYMEHTUPOBaHUIO yNpaBfeHYeCKol AesiTeNbHOCTH, ayAUT KafpoBOro AeN0onpon3BOACTBa, KOHCYbTUPOBaHME Mo BbIGOPY
NporpaMMHOro nNpoAykTa no asTomaTusaunm 4enonponsBoACTBEHHbIX MPoLEeccoB. YyacTBoBana B NpoekTax no aBTomatmsawmm
JoKyMeHToo60poTa koMmnanum IKT, IBS, BecTb MeTa-TexHo0MMM.

O6pasoBaHue:

OkoHuuna 'ocylapCTBEHHYHO akafeMuio yripaBneHns umenn C.OpaXoHukmase, kadenpa AJOKYMEHTOBEAEHUSA U OKYMEHTALNOHHOMO
o6ecneyeHns ynpaBneHus,, JLOKYMEHTOBES, CNELMANUCT No MHDOPMALMOHHBIM TEXHONIOMMSIM YTpaBieHus!.

My6nukauuu:
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ABTOp 60nee 150 ny6nukauumii, B TOM Yncne ctaTei B XypHanax «CnpaBoyHMK cekpeTapsi u obuc-MeHeaxepar, «CrnpaBoyYHUK
KafpoBuKa», «[lenonpon3BoAcTBO», «CekpeTapckoe feno», «YnpasneHne nepcoHanom», «Cnyxba kagposy, «[lonck: oT npoekTa f0
KJHo4a» 1 ap.
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