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3AJJAHUE HA ITIPAKTHKY
Yue6uan npakruka (1444)

JIOKyMEHT,
Busi pabor ﬂpoaepneMbl'e MOTBEPKAAOLINH

pe3yJIbTaThI: Ka4yecTBO
BBITIOJIHEHHUS paboT
1 | YKn3HeHnbIii LUK 10KYMEHTa 1 001IHe NOAX0Abl paboThl OK1-OK9 ATTecTalMOHHBIN

¢ HUM Ha BCeX dTanax. MK2.1.- K2.9. JIUCT

— Oprann3ais GyHKUHOHHUPOBAHHS CHCTEMBI
KOH(MAEHUMATIBHOTO I0KyMeHT0060poTa

—TIpoBeneHue yueTa pa3ndHbIX HOCHTEIEeH
KOH(WMIEHLIMAIBHON HHOPMALUH, PaGOT U 00BEKTOB,
MOUTEKALLMX 3aLIUTeE.

—TMopsnok paGoTsl 1 TpeGOBaHUs MO paboTe C JOKYMEHTaMH.
O6s3aHHOCTH HcronHuTeNneil. CocTaB HCMONHHUTENEH.

— PaspeluuTesibHas CHCTeMa I0CTyNa U 3anpeTbl. Gukcalus
MPOXOXK/IEHHS JIOKYMEHTa M NPOBEpKa KOMILIEKTHOCTH

2 | Mopsiaok pa3paboTKH, H3rOTOBJIEHHS H PA3MHOKEHHS

JIOKYMEHTOB.

—W3yueHne U MOIGPHU3ALIMSA TEXHOJIOTHHU BEICHHA
KOH(HAEHIIMAJILHOTO AEONPOU3BOACTBA.

— XpaHeHnue KOHQUICHIHAIBHBIX JOKYMEHTOB B
nozpasesieHusIX KoHpUAEHIMATbHOTO AONPOU3BOACTBA
¥ B apXUBax MNpeANpUATHS.

—Pexxum xpaHeHus.

—PacrniosnioxxeHHe MoMeIeH!H.

—HopMbl XpaHeHHs JOKyMEHTOB.

— CaHHUTapHBIe, TIOXKapHble TpeOoBaHMs K QU3MYECKoii
COXPaHHOCTH JOKYMEHTOB.

3 | Topsiaok y4era, XpaHeHHs! H YHHUTOKEHHS 10KYMEHTOB

— OpraHu3anus J0KyMeHToo60poTa, B TOM YHCIIe
37EKTPOHHOTO (NP HAIMYHK B OPraHU3aLKK), C y4eTOM
KOH(MIEHLMAIBHOCTH MH(pOPMALUH.

—DKcrepTh3a LeHHOCTH JOKYMEHTOB, €€ NepUOAHYHOCTb.

—3anaun U GyHKLMHU IKCIEPTHOW KOMHUCCHH.

—OnpenesnieHne CPOKOB XPAHEHHUS U YHHUTOXKEHNUS
JIOKYMEHTOB, [IeJl, HocHTeNel KOH(pUaeHUHaIbHOMI
HH(pOpPMALIUH.

— CocTaByieHHe Onucen ael.

4 | TpasoBoe pery;JHpoBaHHe 001Ie10CTYNHON HH}OpMAUHH
H e€ 3a1uTa

- Visyuenue 3akoHomatenbHoit Gasbl, @3 PP «O6
uHpopMaLid, MHOOPMALMOHHBIX TEXHOJIOTHAX M O 3aLUMTE
MUHpOPMALIKY.

5 | MpaBoBoe peryTHpOBaHHE OTHOLICHHUIH, CBSI3AHHBIX C
06paboTKOii MepPCOHANIBHBIX JAHHBIX H HX 3aLUHTOH

- CHCTEMaTH3HpOBaTh pa3paboTKy 3alUMThl HHOPMALUH,
CoiepIKallX MepPCOHANIbHBIE TaHHbIE,

- croco6 00paboTKH;

JIHEBHUK W OTUET 110
y4eOHON MpaKTHKe




- OMKCATh COCOOBI 3AIMTHI MHPOPMALMH, COIEPIKALLYIO
KOH( MIEHIMAIbHYIO HH(OpMALIHIO.

YnpasJieHHe N1eKTPOHHbIMH JIOKyMEHTaMH

- -  MHCTA/UIMPOBATh, TECTHUPOBATh, HCILITBIBATL U
WCIIONIb30BATh  MPOTrPaMMHbIE  KOMIIOHEHTbI ~ CHCTEM
3JIEKTPOHHOTO JIOKYMEHT0000pOTa;

- WCMOJB30BaTh  ANrOPUTMbI  00paGOTKM  MHpOpMALKK
CHCTEMBbI 3JIEKTPOHHOTO I0KYMEHT0000pOTa,;

- MPOBOAMTH cOopKy CHCTEMBI 3JIEKTPOHHOTO
JIOKyMeHT0000pOoTa 13 FOTOBBIX KOMIIOHEHTOB,
pasMelleHHbIX ~Ha  paboueil  CTAHUMW, alaNTHPOBATh
NPUJIOKEHHS K M3MEHSIOLIIMCS YCIIOBHAM

(yHKLIHOHUPOBAHUS CUCTEMBI.

Crangaprsi B oo1actu CI/1

- co3maTh MO CTAHOApPTy COCTaB, CTPYKTYPY, MNPHUHLMIIBI
peanu3aumv W (YHKUMOHMPOBAHUS — HH(POPMALMOHHBIX
TEXHONIOTHH,  peall3yloLUX  CHCTEMY  3JIEKTPOHHOrO
JIOKyMEHT0000pOTa;

-yMeTh Co3/1aBaTh Ga30Bble U NPUKJIALHbIE HHPOPMALHOHHbIE
TEXHOJIOTUH npu OpraHu3aluu 3JIEKTPOHHOI O
JIOKyMEHTO000pOTa, HHCTPYMEHTaJIbHble CpEelCTBAa CHUCTEM
5J€KTPOHHOTO JJOKyMEHT0000poTa.

CO/J1 «JIEJIO» B ynpaB/ieH4eCKOH 1esiTeJIbHOCTH

- ocieHKe pa3paboTKe Ha PhIHKE JIOKYMEHT0000poTa B
COI «AEJIO»

- KaK{e CyLIECTBYIOT NpobieMbl TPaAULUHOHHBIX U
5/1eKTPOHHBIX TexHosoruit JI0Y




IMpoussoacTBenHas npakTHka (1084)

JIOKyMEHT,
Bust paor ﬂposepﬂeMbl.e TMOJITBEPXKAAIO LM
pe3yJIbTaThl: KauecTBO
BBITIOJIHEHHUsl paboT
BBoanbIii HHCTPYKTaXK. 3HAKOMCTBO ¢ paboTOMH OK1-OK9 ATTECTallMOHHBIN
opranusauuu, yupexaenus. Ornecenue nupopmauun K MK2.1-11K2.9. JIUCT
paspsay KoH(HACHIHAABHOI HHpOpMaUUK N0 KATeropuu
OT3bIB

J0CTymna.

— TlogroroBka ¥ U3yueHHe HOPMATUBHO-
METOIMYECKHX MaTepHaJIioB Mo 3aLiuTe HHPOPMALKH

— HopmatuBHbIe MPaBOBbIE aKThl, HOPMATHBHO-
METOAMYECKHE TOKYMEHTBI M0 3aLiiTe HHHOPMALUH.

—  VHCTpyKLUMH 110 OXpaHe TPyJa W MO)KapHOH
6e30MacHOCTH.

—  O3HAKOMHUTbLCSA C NpaBWJIaMK BHYTPEHHETO
pacropsiika, pabo41mM MECTOM W PyKOBOAUTEIIEM
NPAKTUKK OT NPEANPUSTHs (OpraHU3aLuH).

3acekpeunBaHue cBeeHHil U uX HocuTeseil. Ipudbl
CEKPEeTHOCTH H PEKBH3MThI HOCHTEJIel CBeleHH i,
COCTABJAIOLINX TaliHY
—  C6op u 06paboTka MaTepHaoB [is BbIpabOTKHU
pelueHnii 1o oGecrneyeH o 3aluThl KHPOpMaLKH.
—  TpeGoBaHHs U TEXHONIOTMYECKHE ACIIEKThI Y4eTa,
BBl U (OPMBI, COCTaB CBEACHUM W MPOLELYPbI
BBITIOJIHEHUSI.
—  Vuer koH(}UIACHUHATbHBIX JTOKYMEHTOB B yUETHBIX
(dopMax OTKPHITOrO JIeJI0NPOU3BOJCTRA.

OTHeceHHe CBeIeHHIT K KOMMepYeCKoH TaiHe.
PexBu3uThbl HocuTeseii cBeaennii. Konduaenunanbubie
JaHHbIe B chepe MEepCOHANbHbIX IaHHBIX IPAXK/IAH.

—  YvyacTue B MOArOTOBKE OPraHU3alMOHHBIX H
pacrnopsAUTENbHBIX JIOKYMEHTOB,
perjaMeHTHPYIOLLUX paboTy no 3auinTe
MHGOPMaLIUH.

— [lepeueHb NOCTYNUBLINX JOKYMEHTOB U BEAECHHE
XKypHaJia nepefayu KoH(pHAEHIHAIbHBIX
JOKYMEHTOB.

CTpyKTYypa H 0COGEHHOCTH JOKYMEeHT0000poTa
KOH(}) MAEHIHATBHBIX JOKYMEHTOB.

—  Opranusaums paboThl nepcoHana ¢
KOH(puAeHLMaTbHON UH]OpMaLKeii

—  Odopmaenne 10KyMEHTaLUH MO ONEPaTHBHOMY
YIIPaBJIEHHIO CPeICTBAMH 3allUThl MHOPMALUHU 1
TNIepCOHAJIOM, UMEIOLLUM JIOCTYI K
KOH(MIEHLHAIbHBIM CBEACHHUSM,

—  Hcrounuku koHpuaeHLManbHOM HHopMalny
(kaHaJIbl yTeuKH HH(POPMALMK) Ha NPEANPUATHH,
yrpo3sl 6e30MacHOCTH KOH(pHUAECHUHATIbHOH
vH(OpMaLMK, HCTOYHUKH Yrpo3, LeJIH H crocoObl
peaji3aLuM yrpos.

UndopmaunonHoe B3anMoAeiicTBHE 3aLIHTHBIX CPEACTB
OT HECAHKIIMOHHPOBAHHOIO A0CTYNA HA HAYAJbHOM JTamne
B IaHHOH OPraHH3auUHH

- 3aMIPOCKTh JOCTYITHbIC MaTepHalibl IS U3y4eHUs U paboTbl
B cucreme [13U;

- U3y4UTh HOPMATUBHO-NIpaBoBYIO 6azy no @3 PD, 3akoHa
P® B HanmpaBJIeHUH 3aLUMThl HHHOPMALUH.

BBejieHne B 3J1eKTPOHHBI JOKYMEHT0000pOT

- Kakue TporpaMMHbIe Pecypchbl HCMONB3YET OpraHu3aLus,
NIPEANpPUSATHE;

- BHEIpUTH NporpamMMHoe obecrnieuenne B COJI.

IpaBoBOii peskHM 3aLHThLI HH(OPMALIHH, HMEIIHX

JIHEeBHHK U OTYET T10
MPOU3BOJCTBEHHOM
NpaKTHKE




orpaHHYeHHbIH 10CcTYN

—  Coop 1 06paboTKa MaTepuanos s BBIPaOOTKH
pelueHuii mo oGecrnevYeH IO 3aLi1Th UHpOpMaLHH.

—  TpeGoBaHHMA U TEXHOJIIOTHYECKUE ACTIEKThI y1eTa,
BHIBI U (JOPMBI, COCTAB CBEIEHNH U MPOLEYPbI
BBITOJIHEHHUS.

—  Vyer KOH(UIEHIHATbHBIX JOKyMEHTOB B yUETHBIX
(opMax OTKPBITOrO AEJIONPOU3BOICTBA.

8 | MpoexTuposanne nokymenTos. KopnopaTusHbie
CHCTEMBbI 3/IeKTPOHHOI0 AI0KyMeHT0060poTa

- K1accH(UUMPOBATh IOKYMEHTBI 110 X CTPYKTYPHOCTH;

- kakue croco0Obl D] Mcnonp3yer opraHusanus,
TpeanpHUsITHE.

- KaKiX TpeGoBaHUii MPUIEPXKMBACTCS aHHasA OpraHu3aLus,
NpeanpUsTHE.

9 | BHyTpHOObEKTHBIH PeXKHM

- U3YYHTh CBOEBPEMEHHYIO 3aLUMTY 00bEKTa;

- yMeTb 0hOPMIIATH JKypHAJIBI 110 COTPYAHUKAM, HX
JOMKHOCTHBIM 00S3aHHOCTSIM, CHCTEME 3aLUThI 00beKTa.

10 | BoiGop aBTOMATH3HPOBAHHOI CHCTEMbI

- U3yunTh Kakie GOpMbl ¥ BHbI JOKYMEHTOB
aBTOMATH3UPYIOTCA Ha MPEANpPUATHH, OpraHU3aLKH;

- BHE/IPMTH HOBbIE ABTOMATH3UPOBAHHbIE CUCTEMBI B Col1

11 | MpaBoBoe peryiupoBanne OTHOWEHU nHdopmaumn,
COCTABJISIIOLLYIO IOC.TalHY HA MpeANpPHATHH

- KaKue 3aKOHOJATe/IbHbIE aKThl MCMOJIB3YIOT B OPraH13alliy,
NpeanpUATHH

12 | Opranusauusi paboTbl ¢ JOKYMEHTaMH cayx0bl
JeJIONPOU3BOACTBA.

- opraHu3aLys ohOpMIIEHHs PasIMIHOrO pojia 10KYMEHTOB
ci1y0bl A€IONPOU3BOIACTBA;

- ucnosab3osanue COJL

TMoarorosunu npenonasareny P.1O.Kononesnnkosa u T.E.Bnanumuposa




