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1. O01mue MoJ10KeHUs

B cootBercTBUM ¢ DenepanbHbiM 3akoHOM OT 27.07.2006 r., Ne 149-®3 (c
u3MeHeHusimu - Ha  12.12.2023 1.) «O6 wuHpopMaruu, UHOOPMAIIMOHHBIX
TEXHOJIOTUAX W O 3amure uHbopmanun», «JokTpuHol WHGOPMAIIMOHHON
oeszomacHoct  Poccuiickori  Deneparnun»,  yTBepkIeHHOM  [IpesmmaeHTom
Poccuiickoit @eneparuu ot 09.09.2000 r., pemeHussiMu paboueil TPYIIBI IO
pasBuTHio uH(MopmarmonHoro o6mectBa npu Cosere ['ybepHaropa obactu
OI'AIIOY «benropoackuii MHIYCTpUATLHBIN KOJUISIK» (J1ajiee - KOJUISIK) BBOJIUT
OT/ICNIbHBIC noaumuKky (npasuia), HapaBpiIeHHbIC HAa oOecrieueHrne 0€30MacHOCTH U
MPUBATHOCTH JIAaHHBIX, YIPaBIIEMOCTH HWHQPOPMAIMOHHON HHPPACTPYKTYpPOH.
[TonuTuku BBOASTCA MJiE OCHOBHBIX HH(opMarmoHHo-TexHoJoruueckux (UT)
PECYPCOB U IIPOLIECCOB KOJUIEKA.

UT pecypchl SBISIOTCS HEOTHEMJIEMOW YaCThIO ACSATEILHOCTH KOJUIEIKA.
Komnemx mnpepocraBiser mnepcoHaly B nosb3oBaHue cBou WT pecypcsl.
PykoBoacTBO KoJemka OXUOAET OT TMEPCOHANIa CIEIOBAHUS TMOJUTHKAM,
periaMeHTaM M Mpoueaypam KOJUIEIKa, JJOKAJIbHBIM HOPMAaTHUBHBIM JOKYMEHTAaM,
3akoHomarenscTBy PO npu none3oBanuum UT pecypcamu. HemomunHeHue stum
YCJIOBUSIM BJIEUET 3a COOON OTBETCTBEHHOCTh COOTBETCTBYIOIIMX JOJIKHOCTHBIX
JULL.

Tepmun '"nepconan" o0003HAYaeT IITAaTHBIX COTPYAHUKOB H JAPYTHUX
noJjbp30Barenei, kro uMmeer goctyn k UT pecypcam koiuiemka B COOTBETCTBUM CO
CBOUMHU JOJIKHOCTHBIMU 00SI3aHHOCTSIMHU.

JupekTop Koiemka peryiasipHO (€KEroJaHo) KOPPEKTUPYET NmoauTuku UT
0e30macHOCTH, YTOOBI OTpaKaTb M3MEHEHHUS B WMHIYCTPHAIBHBIX CTaHAapTax,
3aKOHOJIATEILCTBE, TEXHOJOTUSAX W/WIM TPOAYKTaX, CEpBUCaX U Tpoleccax
koyuiemka. [lomuTuku oObeAMHEHbI B HACTOSIIHMN JOKYMEHT, 00S3aTeNIbHBI IS
O3HAKOMJICHUsI TepcoHaaoM. KOHTpOJIb MCTIOJHEHHS TOJMUTHK BO3JIaraeTcs Ha

aIMUHUCTpaTOpa HHPOPMAIIMOHHON CUCTEMBI KOJIJISKA.



IIpuBaTHOCTH M PHCKH IIEPCOHAIA
OI'AIIOY «benropoackuii THAYCTpUATBHBINA KOJIJIEIK» OCTABIAET 32 COOOM
PaBO MPOBOJAUTH MOHUTOPUHT, KOIMPOBAHUE, 3aIMCh W/WINA MPOTOKOJIUPOBAHUE
BCEX JAeMCTBUI NepcoHaa 1o ucnosb3oBanuio UT pecypcos 6e3 npeaynpekaeHus..
OTO0 BKIJIIOYAET, HO HE OTPAaHUYMBAETCS dJIEKTPOHHOM IIOYTOM, KIIFOUAaMH, JIOTHHAMM,
MapoJisiMU, JocTynoM B MIHTepHET U K (aiinam. [lepcoHnan He MOKET pacCUUTHIBATH

Ha NPUBATHOCTH NpHU ucnonb3oBaHnuu UT pecypcoB komiemxka.

OTBeTCTBEHHOCTH U 005132TEJIbCTBA MIEPCOHAJIA

OddextuBHass  uHbopmanmonHas  OezomacHocth  (MB)  Tpebyer
COOTBETCTBYIOILIETO y4acTus nepcoHana. Ilepconan HeceT OTBETCTBEHHOCTD 33 CBOU
JIEHUCTBUA U, CJIEI0BATEIHLHO, OTBEYAET 32 BCE COOBITUS U MOCIEICTBUS MO/ CBOUM
UACHTU(UKAIIMOHHBIM KOJIOM TIoJib30BaTensa (JioruH/maposs). [lpuaepkuBarbces
MOJIUTHUK U IPOUEAYP AOCTyNA K CETAM U CUCTEMaM - 00A3aHHOCTb MepCOHaIa.
OTBETCTBEHHOCTh NIEPCOHANIA BKIIIOYAET, HO HE OTPAHUYMBAETCS CIETYIOIINM:
- CUUTBHIBATh M TEpeaaBaTh TOJILKO JAaHHBIC, HA KOTOPBIC Yy MOJL30BaTENs €CTh
aBTOPU30BaHHbIE TMpaBa W KOTOpPHIC IMOJOKEHO 3HaTh, BKJIIOYas OIIMOOYHO
aJpPECOBAHHYIO AIEKTPOHHYIO MOYTY;
- CO3HATEIbHO NPUAEPKHUBATHCS BCEX MOJUTHUK, 3aKOHOB M HOPMAaTHUBHBIX
JIOKyMEHTOB  (JIOKQJIbHBIX,  (eJepalbHbIX), KACAIOIIUXCS  HCIOJIb30BAHUIO
KOMITBIOTEPHBIX CUCTEM U MPOTPAMM;
- coo0uiaTh 0 HapyUIeHUsIX UHPOPMALMOHHON O€30MaCHOCTH OTBETCTBEHHBIM 32
0€301acHOCTb COTpYAHUKAM (MHXXEeHepy-3JIEKTPOHUKY/aIMUHUCTPATOPY
MH(POPMAITMOHHOMN CUCTEMBI), COTPYIHUYATH B PACCIICIOBAHUSX 3JI0yTOTPEOICHUIMA
Y HEMPaBOMEPHBIX JiecTBUM niepcoHana ¢ T pecypcamu;
- 3alMuIaTh HAa3HAYEHHBbIE MMSI M KOJbI MOJIb30BAaTENsl, NapOJu, APYTHE KIIOUU
JOCTYTa OT PACKPbITHUS;
- obeperaTb u cojaepkaTh KOHPUACHIIMAIbHYIO TME€YaTHYI0 WHGOPMAIIHIO,

MArdvTHBIC W J3JICKTPOHHBIC HOCHUTCIIM B IIPCAHA3HAYCHHBIX AJISA 3TOIO0 MCCTaX,



KOIJIa OHM HE B paboTe M pa3MelniaTh WX B MECTaX, OO0CCICUMBAIONIUX HX
0€30I1aCHOCTE;

- UCIIOJNIB30BaTh  TOJBKO  MPUOOPETEHHOE  KOJUICKEM  JIMIICH3MOHHOE
IIPOrpaMMHOE OOCCIICUCHHE, Pa3peIICHHOE /IS HCIIOIb30BaHUS B KOJUICIKE,
yCTaHABIMBAThH MTPOTPAMMBI M CEPBUCHI TOJILKO Yepe3 MHKCHEPa-3JICKTPOHHKA,;

- BBITIOJHATH BCE MPEANUCAHUS W JACUCTBUS MO0 MHPOPMAIMOHHON 0€30MacHOCTH
(HanmpuMep, MO aHTUBUPYCHOW 3alUTE, MOJH30BAHUIO AJICKTPOHHON MOYTOH); HE
OCTaBJISITh KOMITBIOTEP C BKJIFOYCHHBIM JIOCTYIIOM B CBOE OTCYTCTBHE - CTaBUTH

9KpPaH Ha I1apoJib WX BbIXOAUTDH U3 CUCTCMEI.

2. IoauTuka noJjib30BaHus 3JIEKTPOHHON MOYTOH U

aocTyna k pecypcam cetu UHTepHeT

Hacrosimas nmonuTvka mpeaocTaBisieT MEPCOHANYy pa3pellieHHbIe MpaBHIIa
MOJIb30BaHUsl peCypcaMH 3JIEKTPOHHON MouThl (e-mail) U MOpsgoK JAOCTyma K
pecypcam cetu HMutepner. IlomuTuka oxBaTbiBaeT e-mail, mpuxonsmmii wim
OTNPABIIEMBIA  Yepe3 BCe NPHUHAMISKAIIME  KOJUIEAKY  IEPCOHAJIBHBIC
KOMITBIOTEPBI, HOYTOYKH, COTOBbIE TeNePOHBI M JIOObIE JPyrue pecypchl,

CTIIOCOOHBIE TIOCHIIATh WM IPUHUMATH e-malil.

MoHMTOPHHT
NT crienmammicT KOHTPOJMPYET MCIOJIB30BaHKUE €-Mail, KaHambsl JoCTymna K

pecypcam cetu HWHTepHET, YTOOBI TapaHTHPOBATh TEKYIIYIO JOCTYMHOCTh H
HaJICKHOCTh CHCTEM.

HoauTnka
1. Tlepconan mODKEH COXpaHATh KOH(MUICHIIMATHLHOCTH CBOMX Tapojell u,
HE3aBHCUMO OT OOCTOSITENBCTB, HUKO20a He nepedasams 8 NONb308aHUE U He
PACKPbI8AMb UX HUKOM).
2. [lepconan moMmKEH WMCHOJB30BaTh OJJIEKTPOHHYIO TOYTY IS JI000#

MEPCITUCKH, Kacarolleucs JIeITeIbHOCTH KOJIEIKa.



3. [lepconan noKeH OrpaHMYMBAaTH OOBEMBI TepechlIaeMoi 1o e-mail
MH(OPMALINH, YTOOBI [0 BO3MOXKHOCTH HE MEPErpyKaTh U He OJIOKUPOBATh KaHAJIbI
CBSI3U.

4. Tlepecbutaemass TekcToBass uWHGOpMAIUs TpPU HEOOXOIUMOCTH JOJKHA
C)KMMAaTbCS CTAaHAAPTHBIMU apXUBATOPAMHU.

5. Ilepconan momxkeH roTOBUTH €-mail cooOIIeH s, COOTBETCTBYIOIINE 0 BUAY H
COJIEp’KaHUI0 OPUIIMATIEHOMY CTaTyCy KOJUIEka.

6. [lepconan momKeH yAaNATh MOAO3PUTEIBHBIE COOOIIEHUS U COOOIICHHS OT
HE3HAKOMBIX aJ[pecaToB, MpPU O3TOM 3a00TUTHCI O €XKETHEBHOM OOHOBJICHUU
AHTUBUPYCHOMU Oa3bl.

7. IlpuBeTCTBYETCS MCIIOJIb30BAHNE TEXHOJIOTUH CYMTHIBAHUS TOJBKO 3ar0JIOBKOB
MOYTOBBIX COOOIIEHUH, YTO PE3KO COKpAIIaeT BUPYCHYIO OMACHOCTh U Tpaduk,

CBS3aHHBIN CO CITAMOM.

JTHKA NOBECHUS U OTBETCTBEHHOE M0JIb30BAHUE

Komnemx obecrieunBaeT nepcoHai KaHajJaMH J0CTyma kK cetu HTepHeT 1
oOJierdyeHusi KOMMYHUKAIlMM M TONACPKKU €XKEAHEBHBIX pPAaOOUMX oreparuii.
OMu4HO U npuemaemo:
- CBS3BIBAThCS U OOMEHUBATHCS MH(POPMALIMEN COTIIACHO C IENISIMU, XapaKTepoM
Y 3a1a4aMH KOJUIEKA;
- HCHOJb30BaTh OOLIECHPHUHATYIO JIEKCUKY M OrpaHUYEHUS B  CIOBECHBIX
OMMCAHUSX, IPUHATHIX B KOJUIEIKE;
- YBAXaTh JIETAJIBHYIO 3alUTy, KOTOPYIO MPEIyCMaTPUBAIOT PA3JIMYHBIE ITPaBa
10JIb30BaHUs U JHneH3uu Ha 110 u nanHbIe;
- TPUCPKUBATHCS TPaMOTHOTO BeJieHUs e-Mail, ynansath ycrapeBinue
COOOIIIEHMSI.

3anpemieHo:
- HapyuwaTh TpedoBaHus, noauTuku Ub komnemxka;
- myOJIMKOBAaTh, MOKA3bIBATH WJIM NIEPEAABATh JIIOOYI0 HHPOPMALIMIO WK JaHHbIE,

cojepXKaliue KIJIEBETY, JI0XKb, HETOYHOCTH, OCKOPOJICHHS, HEIMPUCTOMHOCTH,



nopHorpaduio, 60roxynbCTBO, CEKCyalbHbI€ JOMOIraTeNIbCTBA, YTPO3bl, PACOBHIE U
HAllMOHAJIbHBIE OOUJIBI M arpECCUBHBIE KOMMEHTAPUH, JUCKPUMHUHAIUIO 0 TOJTY,
LBETY BOJIOC U TIP. WJIM HEBEPHBIN MaTEpHUal,

- HapylaTh NIPUBATHOCTH MEPCOHANA, JAHHBIX U/WJIH UCTIOIB30BaTh HH(OPMAIIHIO,
COJZIEpKAILYIOCS B KOJUIEIKE, B IMYHBIX UHTEPECAX WUIIU BBITOJbL;

- 3aHMMATBhCSl PACCBUIKOM M MEPECBUIKOW IMHUCEM JPYIMX JUL, HE CBA3AHHOM C
WCIIOJIHEHHEM JOJKHOCTHBIX 00S13aHHOCTEM, pacCIpOCTPAaHEHUEM HEAO3BOJICHHON U
IPYroy peKjaMsbl U TIp.;

- HaMEpeHHOE pPa3MHOXKEHHUE, pa3paboTKa WM HCIOJIb30BAaHUE BPEIOHOCHOTO
IPOrpaMMHOT0 o0ecriedeHus B JII0ObIX hopMax (BUPYCHI, YUEPBU, TPOSHBI U TIp.);

- MPOCMOTpP, NEPEXBAT, PACKPBITUE WIM TOMOIIb B MPOCMOTPE, IEpExXBaTe,
packpbITUM €-mail, He aipecOBaHHON MOJIL30BATEIIO;

- WCIIOJIb30BAaHUE JMJIA BEJECHUS CIY>KEOHBIX IEPEroBOPOB HHTEPHET-CEpPBUCA
Skype, Zoom;

- mocemaTh couuanbHble ceTu «OIHOKIacCCHUKNY, «B kKoHTakTey, «Facebook» u
aHaJIOTUYHbIE ITPU pPabOTE HA KOMITbIOTEPAX KOJIJIEAXKA, €CIIU 3TO HE PETyCMOTPEHO
JOJKHOCTHBIMU OOSI3aHHOCTSIMU;

- IpOCMaTpuBaTh, CKAuMBaTh HMHPOPMALUIO PpPa3BIEKATEIBLHOI0, PEKJIAMHOIO
XapakTepa, BHUAEO W My3bIKaJbHbIE (DalIbl, €ClM 3TO HE MNPEeTyCMOTPEHO

JOJDKHOCTHBIMH 00s3aHHOCTSIMH WJIN MMOPYUYCHUAMH PYKOBOIHUTCIIA.

3. AHTHBHpPYCHasl MOJUTHKA

Hacrosimass monuTvka ycTaHaBIUMBAeT TpPeOOBaHMS, KOTOPHIM JOJIKHBI
YIAOBIIETBOPSITH BCE KOMIBIOTEPHI, TOJAKIIOYCHHBIC K CETH KOJIJIEIKA, TPeOOBaHUS K
MOJI30BATENISIM TI0 AHTUBUPYCHOW 3amure, rapa"tupytonme 3hdexTuBHOE

OIIPCACIICHNC U 3alIUTY OT ACCTPYKTHUBHOI'O BOSI[CﬁCTBPIH BUPYCOB.

OobsnacTh NpUMEHeHust

HaCTOSIIHaH I[MIOJIMTHKA TIPUMCHACTCA KO BCEM  KOMIIBIOTEpaM  CETU



KOJUIEka, KaTaJloraM 00ILIEero MoJiIb30BaHusl, K KOTOPbIM OTHOCSITCS NTEPCOHAIbHbBIE
KOMITBIOTEPBI, HOYTOYKH, TEpMHUHaJIbI, JI000E ceTeBoe 00OpyJOBaHUE.
HcrounnkamMu BUPYCOB MOTYT ObITh e€-mail, MHTepHET-caliThl CO CKpBITHIMU
BPEJIOHOCHBIMU aKTUBHBIMH 3JIEMEHTAMU, HOCUTETN nH(popMaiuu ((Ionmm-TucKH,
CD-nucku, flash-gucku u mp.), OTKpBITHIE 7151 OOIIET0 JOCTYyNa Manku U (Paiisl u
T. [I.
HoauTnka

3amura OT BHEIIHUX YIPO3 U BUPYCOB UMEET HECKOJIBKO YPOBHEM:
a) 3alluUTa OT BHEIIHUX BTOPXKEHHM, BUpYCOB ¢ MIHTepHET-CaliTOB;
0) aHTUBUPYCHBIA KOHTPOJIb (DalJIOB M TOYTOBBIX BJIOKEHUH C MOMOIIBIO
AHTUBUPYCHBIX MPOrPaMM Ha pabOUYUX MECTaxX IMOJIb30BATEINECH;
B) CTaHJapTHBIC CPEICTBA ONIEPAIMOHHBIX CUCTEM.

Ha Bcex kommproTepax CETH OJDKHO OBITh YCTAHOBJICHO AHTHBHPYCHOE
porpaMMHOE 00ecreYeHne, a B HEKOTOPBIX CIydasiX B COUETaHUU C IEPCOHATIHLHBIM
OpaHIMay3pOM. AHTHBUPYC KOHTPOJIUPYET JKECTKUH JUCK M MaMsITh KOMITbIOTEpa
Ha MIPOHUKHOBEHHUE BUpPYCa, a OpIHIMAYIp KOHTPOJIMPYET JIaHHbIE, TOTAaIAI0IINE U
MOKUAIOIINE «BHYTPEHHUHN TIepuMeTp» uepe3 HTepHeT- coeiMHeHuE.

OT0 mporpaMMHOE 00ecrieueHre JOHKHO BRIMOTHITHCS IOCTOSTHHO, a TAaKXKe
HACTPOEHO MJIsi PETYJSIPHOTO WCIIOJHEHHS 10 PACHUCAHUIO JUIsl TPOBEPKU BCETO
COJICP’)KUMOTO JKECTKOTO nucka. Kpome Toro, aHTHBUpPYCHBIE Oa3bl JOJKHBI
OOHOBJISITECSA B CPOK (AaBTOMATHUYECKU) U COJIEPKATHCS B aKTyaJIbHOM COCTOSTHUHU.
NupummpoBaHHble BHUpPycaMH KOMIIBIOTEPHI JODKHBI YHANATHCS W3 CETH JI0
MOJIHOTO YHUYTOXEHUSI BUPYCOB. PabOThI MO YHUYTOKEHUIO BUPYCOB, HACTPOIKE
3armycKka aHTUBUPYCHBIX TIPOLIETYP MO PACTHCAHUIO BBITTOIHIIOTCS CTICIIHAIUCTAMU
cucteMHoro aamuHuctpupoBanus (CA).

Bce corpynHuku, pomymieHHble K - pabote ¢ HHPOPMAIMOHHO -
TEXHOJIOTUYECKUMH PECypcaMiu KOJIJIEIKA, TOJDKHBI HEYKOCHUTEIHHO COOJIOATh
TpeOOBaHMS MHCTPYKIIMH TI0 aHTUBHUPYCHOM 3aIlMTE, BIaICTh HABBIKAMHU PAOOTHI C

AHTUBUPYCHBIMM HWHCTPYMEHTAMH. AHTUBHPYCHOE CKAaHHPOBAHHE KOHEUYHBIE



M0JIb30BATENIH BBITIOJIHAIOT CAMOCTOSATEIIBHO.
JIro6ast nesTenbHOCTh IO HAMEPEHHOMY CO3JIaHUIO H/HIIM PacpOCTPAHEHHUIO
BPEJAOHOCHBIX IMPOrpaMM BHYTPH CETH KOJUIE/Ka (BUPYCHI, YEPBHU, TPOSHBI,

MOYTOBBIE OOMOBI U TIP.) 3anpeuyeHa.

OTBEeTCTBEHHOCTH
K corpynHuKy, HapymuBIIEMY 3Ty IIOJHWTHKY, IPUMEHSIOTCS MEPBI

,Z[HCHPIHHI/IHapHOﬁ OTBCTCTBCHHOCTH.

PexoMeH/10BaHHBbIE AHTUBHUPYCHBbIE MPOLEAYPHI
- HUKOI'JIA He OoTKpbIBaTh BIIOXKEHHBIE (IPUCOEAUHEHHbIC) K e-mail ¢haiiibl nmum
MaKpOChl OT HEU3BECTHBIX, MOJO3PUTEIbHBIX WM HEJOCTOBEPHBIX MCTOYHHUKOB
ocoOeHHO (aiiloB B Buje apxuBa (pacmmpenus *.zip, *.rar, *.7z, *.cab) umm
ucrionHsiemoro (aitma (*.exe, *.com, *js, *.wbs, *hta, *bat, *.cmd), He
NEpPEXO/IUTh MO CCHUIKAM, YKa3aHHbIM B TIMCbME. YNAISATh 3TH BJIOKECHUS
HEMEJJIEHHO, 3aTeM YIAIATh UX «(puzndecku» n3 «Kop3uHbD» (anku) yaaaeHHbIX.
B npoTuBHOM cilyyae BO3MOXKHO 3apakeHHe KOMIbIOTEpa € IU(PPOBAHUEM JaHHBIX
nonp3oBaressi Ha JokaibHOM [IK wm manneix Ha IIK npyrux nosnws3oBaresiew,
MOJKJIFOUECHHBIX K JIOKAJIbHO-BBIUNCIUTEIBHON CETH;
- YIAJIATh M HE TIEPeCchlIaTh CIIaM, PACCHIIKHU U clTydaiiHble e-mail cooOmieHns;
- HUCIOJIb30BAaTh TEXHOJOTHM CUMUTHIBAHUS TOJIBKO 3aroJIOBKOB  IMOYTOBBIX
COOOILIEHUH, UTO PE3KO COKpAIlaeT BUPYCHYIO OMACHOCTh U Tpa(hUK, CBI3aHHBIN CO
CIaMoM;
- HHMKOTJa HE CKauuBaThb (aillibl C HEU3BECTHBIX, TMOJO3PUTEIbHBIX U
«3a3pIBatonnx» MHTepHeT-CaiToB;
- 3alpeTUTh IIePCOHATY CAMOCTOSATEIbHO CKaUUBaTh, yCTAHABIMBATh U 3aITyCKATh
nporpaMmbl 6e3 corsiacoBanus ¢ UT cnenuanucrom;
- n30eratb NpeJoCTaBICHUs JUCKOBOTO MPOCTPAHCTBA JIJIsl YTEHUS/3aIUCH, KPOME
cilydaeB a0COJIIOTHON HEOOXOAUMOCTH;

- 3alpeTUTh UCIOJIH30BAHNE BHEIIHUX HOCUTENEeH nHpopmaruu (haonmu-1ucKu



CD- nucku, flash-aucku u np.);

- [P BO3HHKHOBCHHH YTPO3, BBISIBICHHBIX IEPCOHAIBHBIM OpaHamayspom - HE
paspeniarh JOCTYI HEM3BECTHBIM BaM mpuitoskeHusM, 00paarhes K CIEMUAINCTY,
- 1pu KOH(IUKTAX B CETH, 3aMEJIEHUH PaOOThI, 3aBUCAHMH M JPYTUX HEOOBIYHBIX
IOPOSIBJIEHUSIX B paboTe KOMIIBIOTEpPA, BCErJa «OCTAHABIHMBATHY,

«3aKphIBaTh» BCE MPOrPaMMBI, 3allyCKaTh CKAHUPYIOIIHE AHTHBHPYCHBIE
IPOrPaMMBbI JIJIsl TapaHTHPOBAHHOTO JICUCHHUS KOMITbIOTEpa U MH(OOpMUpOBaTh MT

cruenuajamcTra.

4. TloauTHKA MOATOTOBKHU, 00MEHA U XPaHEHUS JOKYMEHTOB H JIaHHbIX

Hacrosimas monuTHka yCTaHABIMBAaEeT TpeOOBaHUA K  COJEPKAHUIO,
KOMMPOBAHUIO, TIOPAJIKY OOMEHa, XPaHEHHIO JJIGKTPOHHBIX W OYMa’KHBIX
JIOKYMEHTOB, (haiijioB ¥ MHGOPMALIMKA BHYTPU KOJUIEIKA, MEXKIY YIPaBICHUSIMU U
WX yIaJeHHBIMH TOAPa3ICICHUSIMHA, PEIOCTABICHUH TIPAB MOJIb30BAHUS OOIIHMHU
JTaHHBIMU.

Oobs1acTh NpUMEHeHNU s

Hacrosimias monuTuka oXBaThIBA€T BCE MOAPA3ACICHUS, CIYKOBI, OTIIEIIBI,
9bsl IEATEIILHOCTD CBSI3aHA C MOJATOTOBKOW, KOMTMPOBAHUEM, XpaHCHUEM, OOMEHOM
JOKyMEeHTamMu, UH(popMalluel, MaHHBIMU C HCIOJIb30BAHUEM HWH(OPMAIMOHHO-

TEXHOJIOTUYECKUX PECYPCOB.

HonmuTuka
[lepconain kosuiemka JOJKEH IPUIEPKUBATHCS CAEAYIOIMX TPEOOBAHMM O
HOJArOTOBKE, KOMMPOBAHUIO, XPAaHEHHIO, OOMEHY NOKyMEHTaMu, MH(popManuei,
JaHHBIMU, (ailiamu:
110 COAEPKAHUIO:
- JIOKYMEHTBI 11O BUJYy U COJIEP’KaHUIO JOJDKHBI COOTBETCTBOBATH O(PHUIIMATEHOMY
CTaTycy KOJUIe[kKa, CIEAYeT yHOTPEOIsITh OOIEHPUHSTYIO IEJIOBYIO JIEKCUKY;

- 10 XPaHEHHUIO 3JIEKTPOHHBIX TOKYMEHTOB:



- JTOKYMEHTBI O(PUCHBIX, TOUYTOBBIX, TPaQUUECKUX U JP. CTAHAAPTHBIX MPHUIIOKEHHM
(Word, Excel, PowerPoint uiau ananoru) m0/KHBI CO3/1aBaThCd U XPAHUTHCS B
nankax Mou /[okymenmol (unu anaioeuyrot)\ BCe MarKy J0JKHBI UMETh TTOHATHYIO
BJIO’KEHHYIO CTPYKTYPY U HAMEHOBAHUS 110 TEMaM;
- HE JOMycKaeTcs XpaHeHHe (aiinoB, MH(GOpMalUK JUYHOIO XapakTepa, He
OTHOCSIIENCS K JESTEIbHOCTH KOJUIEKa, Ha TIEPCOHAIbHBIX KOMIIBIOTEPAX;

10 00MeHY JIEeKTPOHHBIMHU JIOKYMEHTAMU:
- pa3pelleHO CUUTHIBATh, MepeaBaTh, U3MEHATh TOJILKO JaHHBIC, HA KOTOPHIC Y
M0JIb30BATEJsI €CTh MpaBa U KOTOPHIE MOJIb30BATEINI0 MOJIOKEHO 3HATh, BKIIIOYAS
OLIMOOYHO AOCTYIIHBIE MANKHU U ANEKTPOHHYIO MOUTY;
- BHYTpUO(DHUCHBIH OOMEH MO »JJIEKTPOHHOW mouTe uepe3 HMHTepHEeT He
OTpaHUYUBACTCS;

110 XPAHEHHUIO )JIEKTPOHHBIX HOCHTE Iel UHPOPpMALUN:
- obeperarb M COJEp)KaTh 3JEKTPOHHBIE HOCUTENM, KOTJa OHM HE B pabore, B
npeIHa3HaYeHHBIX JUIsl 9TOTO KOHTEWHEpax, MOJIKaX, CTeJIaxax, cerdax;
- HE JepKaTb OJIIEKTPOHHbIE HOCHUTEIM Ha CTOJE€ B Mpejeliax BHU3YyaJbHOU

AOCTYIIHOCTH BO BpEMA OTCYTCTBHA HaA pa6oqu MCCTC.

OTBEeTCTBEHHOCTH
K corpynHuky, HapylmMBUIIEMY 3Ty TMOJUTUKY, TPUMEHSIOTCA MEphI

JTACUUATUIMHAPHON OTBETCTBEHHOCTH.

5. IMoanTrka nHGOPMAIMOHHO-TEXHHUYECKOH NMOIEPKKU

Hacrosimas nonuTuka ycTaHaBIMBAET MPABUJIa, YPOBHU MPEIOCTABICHUS U
NOJIYYCHUS] TEPCOHATIOM HWH(OPMAIMOHHO-TEXHUYECKOW TMOANEPKKUA CBOEH
pabotel. Jloctyn nmepcoHana K MHGOPMAILMOHHO-TEXHHUYECKUM  pecypcam
o0ecrieunBaeTcs  MHXKEHEPOM-DJIEKTPOHUKOM  Ha  HENPEpHIBHOM  OCHOBE,
MOJIIEP’KKOM BCEX TEXHOJIOTHUECKUX PECYPCOB B padOUYEM COCTOSIHUU.

[Tognepxka Tpedyer:



a) paboT o 00CIy>KMBAHUIO U PA3BUTHIO TEXHOJIOTMYECKUX PECYPCOB;
0) paboT Mo pearupoBaHUIO U YCTPAHEHUIO TPUUUH STUX 3a8BOK (MHLIUJICHTOB), T.€.
paboT HEMOCPEICTBEHHO M0 nojAepkKe. [[oBTOpstoNecs HHIUAEHTHI, IEPEXOSAT

B pa3psij npodsieM U TpeOyIOT BBITTOJIHEHHS BHEIIJIAHOBBIX paloT.

Oobs1acTh NPUMEHEHU S

HacTosmas moimMTuka OXBaThHIBAE€T M OMHCHIBAET BCE YPOBHU IMOMAJICPIKKH
IEpCOHAJIA, BBINOIHAEMBIE CIIELUATNCTAMUA CUCTEMHOIO 8 IMUHUCTPUPOBAHUSI.

Briensiercss ypoBeHb CAaMOIIOMOIIU U TPU YPOBHS TTOICPIKKHU:

Camonomowys - KOTJ]a KOHEYHBIN MMOIH30BATETh CAMOCTOATEIHHO BBITIOTHSIET
JACHCTBHS MO YCTPAaHEHUIO MPOOJIEMBbI, HE HapylIarolue Oe30MacHOCTh CETH U
APYTUX TOJIb30BaTEJIe, Takhe KaK Mepe3amyCK MPUIOKEHHs WIA KOMITbIOTepa,
OpoOBEpKa MOAKIIOUEHUs BCeX Kabelled U CETEeBBIX PECYPCOB, AHTUBUPYCHOE
CKaHUPOBAHUE U TIp.

lloooepoicka 1-20 ypoeHs - BBINOJHAETCA pealu3alus padoT obuezo
npoghuns:
- pelIeHue onepaTUBHBIX MPOOJIEM MepCoHaa, 3a7a4 J0CTyTa U 0€30MacHOCTH;
- TepBUYHAs TUATHOCTHKA CIOKHBIX MPOOJeM, MPUYMH HEPAOOTOCIIOCOOHOCTH
porpamm;
- ycTpaHeHHe IpoOJieMbl WIH Mepeajpecanus 1Mo CIOKHOCTU Ha CIETYIOIIUN
YPOBEHb.

Iloooepoicka 2-20 ypoeHs - BBHINONHACTCS peanu3alnus 10 padome
NPUTIOHCEHUT U CUCTNEM.
- yriIyOJieHHBIC, COAepKATeIbHbIE KOHCYIbTAIIMHA U 00yUeHHE;
- TIOWCK pEIIeHUN HMMEIIIUMHUCS CpeicTBaMHu (0e3 BMEIIaTenbCTBA B JIOTHKY
MPUIIOKEHUH ), TIOMOIIb B BBIOOPKE M BOCCTAHOBJICHHM JAHHBIX U JOKYMEHTOB,
(pa3)mopaboTka OTYETHBIX POpPM:
- o0ciy)XrBaHHE KOHTEHTA U aIMUHUCTPUPOBAHHE.

Iloooepoicka 3-20 ypoeHs - BBHITIONHSAETCSA peanu3anus padboT Mo pa3BUTHUIO

MIPWIOKEHUHN, CUCTEM, HHPPACTPYKTYPHI:



- paboTa ¢ moCTaBUIMKAMU MTPUIIOKEHUHN U pa3paboTuuKamu;
- IUTAHUPOBAaHWE W PAa3BEPTHIBAHWE HOBBIX MPUIOKEHUH, pPEOpTraHU3aIHS
IIPOLIECCOB U TIp.

HoauTnka

[Tognepkka 3aKperuIIeTCs M0 YPOBHAM 32 TEXHUUECKUMHU CIICTIHATICTAMH.
Ilepconan nomkeH wuCNONbB30BaTh [lo00epoicky 1[-e0 ypoeHs TOIBKO TIOCIE
BBITIOJIHEHHUS Pa3pelIEHHBIX MPOIEAYp caMonomolu. MHorokpaTHoe oOpalieHue
3a TIOMOINBIO IO WHIMJICHTaM, YCTpPaHSIEMBIM CaMOITOMOINBI0, YKa3bIBaeT Ha
HECOOTBETCTBUE MEPCOHANA 3aHUMAeMON JOKHOCTH.

UT obcnyxuBaHue TIEpcOHaa OCYIIecTBIsAeTCS Mo 3asiBkaMm. CojepskaHue
3aSBKH TIEPEAACTCS HWHKEHEPY-IJICKTPOHHUKY JIOOBIM JOCTYIHBIM CIIOCOOOM
(tenedoH, moura, OyMakHbIN HOcHUTEINb). KOHEUHBIN MOJIB30BATENb JIOJKEH OBIThH
UH(OPMHUPOBAH O TMOPSIIKE, BPEMEHU HWCIIOJIHEHUS 3aiBKU, €€ JIBIKEHUU, U, TIO
BO3MOKHOCTH, 00€ecIieueH albTepHATUBHBIMH pecypcaMu. [I[propuTeT MCHoTHEHUS
3asIBKHM YCTAHABIIMBACTCS B CBSI3M C TEKYIIUMH 3a/1a4aMH.

PaGotsl o I1o00epaicke 3-20 ypo6Hs NOMAKHBI BBHIOIHATHCS HA MPOSKTHOU
OCHOBE C TIPUBJICUCHUEM CIIEIIUATNCTOB, KOHCYJIHTAHTOB, MOAPSIIYNKOB. BHenHME
KOHCYJIbTAaHTBl W TOJPSAYUKU JODKHBI MMETh MAaKCUMaJbHO OTPAaHHMYCHHBIN
J0CTynl K MHGOPMAIIMOHHO-TEXHHYECKIUM pecypcaM KOJUIeIKa, HO JOCTATOYHBIN
JUTSI BBITIOJIHEHUST TIPOEKTOB. [l BemEeHWS TPOEKTOB CO CTOPOHBI KOJUIEIKa

Ha3Ha4YarTCA OTBECTCTBCHHBIC JIUIIA.

OTBEeTCTBEHHOCTH
K coTpynHuky, HapylmuBIIEMY 3Ty TMOJUTHKY, MPUMEHSIOTCS MEPbI

JTUCIUIIMHAPHON OTBETCTBEHHOCTH.
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