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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.

[ata npoBepeHus: OTKpbiTas AaTa

Bup ob6yyeHus: Kypc noBblileHnst KBanudukaumm
dopmart obyueHus: [JHeBHOW

Cpok obyueHus: 2 fHs

MpopomkuTenbHocTb 06yyeHns: 164yacos

MecTo npoBegeHus: r. MockBa, yn. 3onoTas, . 11, 6usHec-LeHTp «30510TO», 5 3Tax. BceM yyacTHUKaAM BbicblnaeTcs noapobHas cxema
npoesga Ha ceMuHap.

ans Y4YaCcTHUKOB NpeAyCMOTpPEHO: MeToauyecku maTepuan, Kod)e-nay3b|.

J[lOKyMeHT no oKoH4YaHuM obyuyeHus: o ntoram obyyeHus cnyLiaTenu, ycnelHo npoLleaLine UTOroByo aTTecTaumio No nporpaMmme
o6y4yeHus, nosyyaroT Y/LOCTOBEpEHNE O NOBbILLEHUUN KBanupukauum B o6beMe 16 Yacos (B COOTBETCTBUM C JIMLIEH3MEl Ha NpaBo
BefieHMsi o6pa3oBaTesibHOM AeATeIbHOCTY, BblAaHHON [lenapTamMeHTOM 06pa3oBaHus 1 Hayku ropoaa MocKBbl).

Ilna koro npegHasHa4veH

PykoBogutenei n cneuymanuctoB cnyx6 [0Y, cnyx6 nHdopmaLmoHHON 6€30MacHOCTY, AENONPOU3BOAUTENEN, LOKYMEHTOBELOB U
apxuBapuycoB, COTPYAHUKOB KaHLEeNsipuii, cekpetapnaTa, NOMOLLHUKOB PyKOBOAUTESEN, OTBETCTBEHHbIX 3a BefleHne
KOHbWAEeHUNaNbHOro Aenonpon3BoaCTBa.

Lienb o6y4yeHus

Mony4YnTb 3HAHWUA U NPAKTUYECKME HABbIKM MO YCTAHOBIEHUIO U OpraHn3aummn KoHbuaeHLManbHOro Ae/IonpoM3BOACTBa M 3aLUTbI
MHbOPMaLMK B OpraHu3aLuu.
3TO MeponpuATMEe MOXHO 3aKasaTb B KOpMopaTMBHOM opmaTe (06yyeHne COTPYAHUKOB OAHOM KOMMNaHuu).

[TporpamMmma oby4yeHus

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

o [MoHATME UHDOPMALIMM OFPAHUYEHHOIO AOCTYNA.
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o OT/IMUUTENbHbIE OCOBEHHOCTM PasNNYHbIX BUAOB MHPOPMALMM OFpaHUYEHHOT0 A0CTYMNa (KOMMepYEeCKoW TalHbl, CeKpeTa
NpOM3BOACTBA, NEPCOHAIbHbIX AaHHbIX U-Ap.)

e 3akoHoAaTeNbHble U-HOPMaTUBHO-NPaBOBbIe aKTbl B-06/1aCTU KOHMUAEHUMANbLHOIo AeN0oNpou3BOACTBa.

o OTBETCTBEHHOCTb 3a-HapyLueHune npaBun paboTbl C-4OKYMEHTaMu OrpaHUYeHHOro A0CTyNa.

o [lopspok npegocTaBnieHnst KOHOUAeHUManbHoM nHbopmMaLum rocyjapCTBEHHbIM OpraHam U-Apyrum opraHusauusm.

¢ JlokasibHble HOpMAaTUBHbIE aKTbl OpraHWM3aLum Npu paboTe C-KOHPUAEHUMaNbHbIMK fokyMeHTaMu (MepedeHb KOHbUAEHLUANBbHO
nHdopmaumm, NonoxeHne 06-aKCNEPTHON KOMUCCUM NO-OTHECEHUIO CBELEHNI K-KaTeropun «Kommepyeckas TaHa», MHCTpyKLuA
no-KoHdMAEHUMaNbHOMY LeNoNpoOn3BOACTBY.)

o [paBuna obecneyeHusi UHbopMaLMOHHON 6e30MacHOCTU Npu paboTe C-A0KYMEHTaMMU OrpaHUYEHHOro JOCTYn.

o PasrpaHuyeHue nopsaka, ypoBHen focTyna n-06s13aHHOCTEN CaHKLMOHUPOBAHHbIX NOSIb30BaTeNEeN.

e HasHauyeHMe OTBETCTBEHHOI0 3a-OpraHn3auunio paboTbl C-A0KYMEHTaMU OrpaHUYeHHOro A0CTyna.

o [JoKyMeHTUpOBaHWE AeATENbHOCTM NO-NpoBepKe KOHbUAEHUNaNbHbIX Aen.

JOeHb2.
0co6eHHOCTU KOHpUAEHUMANBbHOrO Je/I0NpoU3BOACTBA.

¢ MoaroToBKa TeKcTa KOHdMAEHUMANbHOMO JOKYMEHTA M-ero ohopmIeHue.

o O6paboTka BXOASALLErO AOKYMEHTa C-OTMETKOW OrpaHWYeHHOro AocTyna.

¢ YyeT u-peructpaumua JOKyMeHTOB OFpaHUYeHHOro fOCTyrna B-OpraHn3aumsax c-LeHTpasmM3oBaHHOW, feLleHTPann30BaHHON N-CMELLIEHHOM
(opMoit opraHusaLmm 4oKyMeHToo60poTa.

e O6paboTka MCXOASALLErO JOKYMEHTA C-OTMETKOI OrpaHUYeHHoro AocTyna.

¢ XpaHeHMe [OKYMEHTOB OrpaHUYeHHOro AocTyna.

o OTO6paxeHne KoHbMAeHUManbHbIX Aen B-HOMEHKIaType opraHu3aumu.

e OCO6EHHOCTM YHUUTOXEHUSI KOHDUAEHUMASbHBIX Ael.

o OpraHusauMoHHble BOMPOCbl aBTOMaTM3aLUmMm KoHOUAEHLMaNbHOro AefonponM3BoACTEa.

MepcoHanbHble faHHble, KaK Bug, KoHbUaeHUnanbHoi nHpopmauum.

o [ToHsiITWe NepcoHanbHbIX AaHHbIX U UX BUABbI.

o [paBa cy6bekTa 1 onepaTopa NnepcoHasnbHbIX AaHHbIX.

o [loKyMeHTbI, cofepiKallme NepcoHasibHble AaHHbIe.

e 3aluTa nepcoHasnbHbIX JaHHbIX B TPAAULMOHHOM U 3N1EKTPOHHOM JOKYMEHTOO60pOTE.

e ['pynnbl NepCOHaNbHbIX AaHHbIX.

e KaTeropmu nepcoHasnbHbIX JaHHbIX.

e /HhOpMaLMOHHbIe CUCTEMbI MePCOHalbHbIX AaHHbIX U UX Knaccubukauums.

e OpraHusauus paboTbl C NepCoHanbHbIMU faHHbIMU: c6Op, XpaHeHWe, Nepefaya, cucteMaTm3auus, yaaneHue, yHUUTOXEHME.
o IaMmeHeHus1 B npaBuiax paboTbl C NEPCOHaNbHbIMU faHHbIMU B 2024 rogy.

e Oco6eHHOCTU 06paboTKU CcreLmanbHOW KaTeropum NepcoHanbHbIX AaHHbIX U BUOMETPUYECKMX JaHHbIX.
e TpaHcrpaHuM4Has nepefayva NepcoHasnbHbIX JaHHbIX.

e HoBbIli MopaaoK yBegomneHust PockoMHaz3opa 06 06paboTke NepCcoHanbHbIX AaHHBbIX.

o [lopsifoK paccnefoBaHUsi HECaHKLIMOHUPOBAHHOMO JOCTYNa K MepCcoHanbHbIM JaHHbIM.

o O6HOBNEHME NTOKAIbHOMO aKTa Mo 3aLLMTe NepPCoOHanbHbIX AaHHbIX.

e HoBbIl MOPAAOK YHUUTOXEHNUSA NEPCOHASbHBIX JaHHbIX.

e 0630p cyae6HON NPaKTUKK NO NepPCOHasbHbIM AaHHbIM.

[lpenogaBaTenu

HNOPOHWHA Jlapuca AnekceeBHa

KaHampaTt aKOHOMMYeCKMX Hayk, AOLEHT Kadefpbl rocyAapCTBEHHOrO ynpaBneHus u kaaposon nonntuku MIYY MNpasuTtenbctea
MockBbl, aBTOP y4ebHbIX MOCO6MIA MO JOKYMEHTOBELEHNIO, IKCTNepPT HauuoHanbHoM accoumannm obUCHbIX CNeLnanncToB 1
aAMUHUCTPaTUBHbIX paboTHMKOB npu MpesnaeHTe Poccuitckon depepavmm, copaspaboTymk NpopeccmoHanbHbiX CTaHAapToB.

Cdepa npodeccrmoHanbHbIX UHTEPECOB:

MpodeccnmoHanbHble KOMNETEHLMU: ONTMMMN3aLMSA BU3HEC-TIPOLLECCOB NPeANPUATUS, padapaboTka HOPMATMBHbIX MaTepuanos no
[OKYMEHTUPOBaHUIO yNpaBfeHYeCKol AesiTeNbHOCTH, ayAUT KafpoBOro Aenonpou3BOACTBa, KOHCYbTUPOBaHME Mo BbIGOPY
NporpaMMHOro nNpoAykKTa no asTomMaTusaunm 4enonponsBoACTBEHHbIX MPoLEeccoB. YyacTBoBasna B NpoekTax no aBTomaTmsawmm
[OoKyMeHToo60poTa koMmnanum IKT, IBS, BecTb MeTa-TexHOOMMM.

O6pasoBaHue:

OkoHuuna 'ocyjapCTBEHHYH akageMuio yripaBneHns umenn C.OpayxoHnkmase, kadeapa LJOKYMEHTOBEAEHUSA U OKYMEHTALMOHHOIO
o6ecneyeHns ynpaBneHus, JLOKYMEHTOBeS, CNELMUanucT No MHGOPMaLMOHHBIM TEXHONIOMMSIM YTpaBieHus!.

CtpaHuua: 2 M3 3
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My6nukauum:

ABTop 60onee 150 ny6imKauuii, B TOM Yyucie cTaTei B XypHanax «CrnpaBoYHUK cekpeTaps n oduc-meHemxepar, «CnpaBoYHUK
KafpoBwuKa, «[lenonpon3BoAcTBO», «CekpeTapckoe Aeno», «YnpasneHue nepcoHanom», «Cnyxoéa kagposy, «Iouck: oT npoekTa fo
KJto4a» u ap.
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