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1. O0uiue moJioKeHHust

B coorBercTtBUM ¢ PenepanbHbIM 3akoHOM 0T 27.07.2006 1, Ne 149-D3 (c
u3MeHenusmu  Ha 06.07.2016 r.) «OO0 wuHbopmanuu, HHPOPMALIMOHHBIX
TEXHOJIOTUSAX M O 3amure uHbopMauum», «JlOKTpUHONW HHPOPMALMOHHON
6e3omacHoctu  Poccuiickoit  ®enepaumn», yrBepxkacHHONW IIpesmmentom
Poccuiickoit ®@enepanmu ot 09.09.2000 1., pemieHusMu pabodeit T'PYNIbl 10
pasBuTuio uwHpOpMarmonHoro obmectBa npu Cosete ['ybepnaTtopa obmactu
OT'AIIOY CIIK (manee - KOJUIEIX) BBOJIUT OTHCIBHBIC HOJUMUKU (Npasuila),
HalpaBJIeHHbIE Ha oOecleyeHue O€30MacHOCTH W NIPUBATHOCTH JAHHBIX,
yOpaBisieMOCTH UHPOPMAIIMOHHOW UHPpAacTpyKTypou. [lonmuTnku BBOAATCS MJIs
OCHOBHBIX HH(popManronHo-TexHonornyeckux (UT) pecypcoB u mporeccos
KOJUIeKA.

WUT pecypcCsl ABIAIOTCA HEOTHEMIIEMOM YacCThIO JEATEIBHOCTH KOJUIEIXKA.
Komnemx mnpenocraBiisieT mnepcoHaly B moJib3oBaHue cBou MWT pecypcsr.
PykoBozicTBO KoOIEeOX)a OXHUAAET OT MEPCOHANA CIEAOBAHUS TOJUTHKAM,
perlaMeHTaM M [poleAypaM  KOJUIEIKA, JIOKaJIbHBIM  HOPMAaTHUBHBIM
NOKYMEHTaM, 3akoHomarenbCcTBy P® mnpu mnonp3zoBanum UHT pecypcamm.
HenogumHeHue STUM  YCIOBUAM  BJ€YET 3a COOOM  OTBETCTBEHHOCTH
COOTBETCTBYIOIIMX JOJKHOCTHBIX JIUII.

Tepmun "nepcoman" o0003HAYAaeT IITATHBIX COTPYJHUKOB M JIPYyTHUX
noJbp30Baresneu, Kkto umeet pocryn Kk UT pecypcam kosuieka B COOTBETCTBUU CO
CBOMMHU JI0JDKHOCTHBIMH OOSI3aHHOCTSIMH.

JlupexTop Koyuieaka peryisipHo (€KeroJHo) KoppeKTupyeT noautuku UT
0e30macHOCTH, YTOOBI OTpakaTb M3MEHEHHUs B HMHIYCTPUAJbHBIX CTaHJApTaXx,
3aKOHOAATENbCTBE, TEXHOJOTHSIX W/WIM MPOAYKTaxX, CepBHCAX MW Ipoleccax
koJuteka. [lomuTuku oObeIMHEHbl B HACTOSIIUN JTOKYMEHT, 00S3aTeNbHbI JIJIS
O03HAKOMJIEHHUS IepcoHanaoM (mox pocnuch). KOHTpOap HCIOTHEHHS MOJIUTHK
BO3JIaraeTcs Ha aIMUHUCTPATOPa UHPOPMAITMOHHON CUCTEMBI KOJIEIKA.

IIpuBaTHOCTH U PUCKHU MEPCOHAJA.



OI'AIIOY CIIK ocTtaBaseT 3a co0Oil MpaBO MPOBOAUTH MOHUTOPHHT,
KOIMPOBAaHMUE, 3aMHUCh W/UIU MPOTOKOJUPOBAHHE BCEX JEHCTBUU MepcoHaia Io
ucnonb3zoBanuio UT pecypcoB 06e3 mnpenynpexaeHus. IDTO BKIIOYAET, HO HE
OTpaHUYMBACTCS DJCKTPOHHOM TMOYTOW, KIIOYaMH, JIOTHHAMH, MapoOJIsIMU,
noctynoMm B MuTepHeT u k (aitnam. IlepcoHan He MOXeET paccCUUTHIBaTh Ha
NPUBATHOCTH Npu ucnoiibzoBanuu UT pecypcoB kosiemxka.

OTBeTCTBEHHOCTH U 00513aTEJILCTBA NEPCOHAJIA.

OddextuBHas  uHpopmanmonnas  OezomacHocth  (MB)  tpebyer
COOTBETCTBYIOIIIETO y4acTHsl HepcoHaia. [lepcoHan HeceT OTBETCTBEHHOCTH 3a
CBOM JCHCTBUS H, CIEIOBATEIbHO, OTBEUAET 32 BCE COOBITUSA M MOCIEACTBUS O]
CBOMM  WJICHTU(UKAIIMOHHBIM  KOJOM  TIOJIb30BaTelisi  (JOTUH/MapoJb).
[TpunepxuBaThCA MONMUTHK W TPOLEAYp MOCTyMa K CETsIM M CHCTEMaM -
00513aHHOCTb IIEpCOHAIA.

OTBETCTBEHHOCTh IIEPCOHAJIA BKIIOYAET, HO HE OTPAHUYMBACTCS CIIEAYIOLIUM:

- CUMTHIBATh W TEpPEaBaTh TOJIbKO JAaHHBIC, HA KOTOPHIE Yy MOJB30BATENS €CTh
aBTOPU30BAHHBIE MpaBa M KOTOPHIE TMOJOXKEHO 3HATh, BKJIIOYAas OIIMOOYHO
aJIpeCOBaHHYIO AJIEKTPOHHYIO MOUTY;

- CO3HATEJIbHO TMPUJIEPKUBATHCS BCEX TMOJUTUK, 3aKOHOB U HOPMATUBHBIX
JIOKYMEHTOB  (JIOKaJbHBIX, (eAepalbHbIX), KAaCAOUIUXCA HCIOJIb30BAHUIO
KOMITBIOTEPHBIX CUCTEM U MIPOTPaAMM;

- coo0marh O HapyHIeHUsX WH(POPMaIMOHHONW 0€30MacHOCTH OTBETCTBEHHBIM
3a 0e301acHOCTh COTPYIHUKAM (mporpamMMuCTy/aIMUHUCTPATOPY
uH(GOPMAITMOHHON CHCTEMBI), COTPYIHUYATH B paccienoBaHusgX
37I0yNOTPeOICHUN U HETIPAaBOMEPHBIX JeiicTBuil nepconana ¢ UT pecypcamu;

- 3aIUIIaTh Ha3HAYCHHBIC UMS U KOJBI MOJIH30BATENs, MApOIH, IPYrUue KIOYN
JIOCTYTIa OT PACKPBITHUS;

- obeperatb u coaepXaTh KOH(PHUICHIMAIBHYIO TI€YaTHYI0 HWHGOPMAIIUIO,
MarHUTHBIC W DJEKTPOHHBIE HOCUTENW B MPETHA3HAYEHHBIX IJI 3TOTO MECTax,
KOrjJla OHM He B paboTe M pa3MeniaTh UX B MecTaX, OOeCHeYMBAIOIIUX HX

0e30ITaCHOCTb;



- HUCIOJIb30BaTh  TOJBKO  MPUOOpPETEHHOE  KOJUICIKEM  JIMLEH3UOHHOE
nporpaMMHoe oOeclieueHue, pas3pelieHHOe AJii HUCIOJIb30BaHUS B KOJUIEIKE,
yCTaHaBJIMBATh MPOTPAMMBI U CEPBUCHI TOIBKO YEPE3 MPOTPAMMHUCTA;

- BBINIOJHATH BCE TpEANUCAHUS W JACHCTBHS TI0  HWHGOPMAIMOHHOMN
O0ezonacHocTd  (HampuMmep, 1O  AaHTHUBUPYCHOM  3aluTe, IMOJIb30BAHUIO
AIIEKTPOHHOM MOYTOM); HE OCTaBISATh KOMIBIOTEP C BKIIOUYEHHBIM JOCTYIIOM B
CBOE OTCYTCTBHE - CTABUTH DKPaH Ha MapOJIh WJIH BRIXOAUTh U3 CUCTEMBI;

2. TloJuTHKA MOJB30BAHUA JJIEKTPOHHOM MOYTOM M JOCTYyHAa K pecypcam
cetu UuTepHer.

Hacrosimiast monuTuka mpegocTaBlsIeT MEPCOHANy pa3pelIeHHbIE MpaBHiia
I0JIb30BaHUsl pecypcamMu JIEKTPOHHOH mouthl (€-mail) m mopsgok mocTtyma K
pecypcam cetm MutepHer. IlommTuka oxBarbiBaeT €-Mail, mpuxomsmmi wiu
OTNPABIISIEMBI  Yepe3 BCe MNpUHAUICKAIIHE KOJUICIKY IEepCOHAIbHbIE
KOMITBIOTEPBI, HOYTOYKH, COTOBbIE TeleOHBI U JIOObIE JPyTHE PECypChl,
CTIOCOOHBIE MTOCHIIATh WM MPUHUMATH e-mail.

MoOHUTOPHHT.

WUT cnenuannct KOHTPOJIMPYET UCIIONIB30BaHUe e-mail, kaHabl qoctyma K
pecypcam cetu HWHTEepHET, 4yTOOBI TapaHTUPOBATh TEKYIIYI0 JIOCTYMHOCTh U
HaJEKHOCTh CUCTEM.

HoauTuka.

1. Tlepconan J0JDKEH COXpaHITh KOH(MDUICHIIMAIHHOCTH CBOUX IMapojieil u,
HE3aBUCUMO OT OOCTOSITENIbCTB, HUKO20A He Nnepeoasamsv 8 NONb308aHue U He
PACKPbI8AMb UX HUKOMY.

2. Ilepconanm nomkeH WCHOJIB30BAaTh JJIEKTPOHHYIO TIOUTY IS JF0OOH
MEPETHCKH, Kacarlencs NeaTeIbHOCTH KOJIJIeIKa.

3. ITlepcoHanm J0/DKeH OrpaHMYMBaTh OOBEMBI IepechutaeMoit mo e-mail
uHpopManu, 4TOOBl TIO BO3MOKHOCTH HE TMEperpykatb U He OJOKUPOBATh
KaHaJbl CBSI3H.

4. Tlepecpimaemast TekcTOoBass HWHQpOpPMAIMS TPU HEOOXOJAUMOCTH JIOJKHA

C)KMMaTbCsl  CTaHAApPTHBIMU  apxuBatopamu. Ilepechuiaemass rpaduyeckas



MH(pOpMaIUS JTOJDKHA CKUMATHCS CTaHJapTHBIME cpenctBamu maketa Microsoft
Office - Picture Manager (vwim aHajor).
5. Tlepconan moJKeH TOTOBUTH €-Mail cooOIIeH s, COOTBETCTBYIOIIUE MO BUITY
U COJIEP KaHHUI0 OPUIIHATBHOMY CTaTyCy KOJUIEKa.
6. IlepcoHain qoJKEH yAalsiTh MOAO3PUTEIbHBIE COOOIIEHUS U COOOIIEHUS OT
HE3HAKOMBIX a/IpeCcaToB, MPU ITOM 3a00TUTHCS O €KETHEBHOM OOHOBIICHUH
AHTUBUPYCHOM Oa3bl.
7. lIpuBeTCTBYETCS MCMHOJIB30BAHUE TEXHOJOTMU CUUTHIBAHUS TOJIBKO
3aroJ0BKOB MOYTOBBIX COOOIIEHUH, YTO PE3KO COKpAIIAET BUPYCHYIO OMACHOCTh
1 Tpa( UK, CBSI3aHHBIM CO CIAMOM. JTHKA NMOBEACHUSI 1 OTBETCTBEHHOE
N0JIb30BAHHE.

Konnemx obecrieunBaeT nepcoHall kKaHainamu A0CTymna K cetu HTepHer
11 00JIeTYeHUs] KOMMYHHUKALUN U TOJJEPKKHU €XKETHEBHBIX pabounx
onepauuil. ImuuHo u npuemiemo
- CBSI3BIBATHCA U OOMEHUBATHCA HHPOPMAIMEN COTIACHO C LIEJIIMH, XapaKTEPOM
U 33/1a4aMM KOJUIEIKA;
- HCMOJIb30BaTh OOIIENPHUHSATYIO JIEKCUKY U OTPAHUYEHUS B CIIOBECHBIX
ONMUCAHUAX, IPUHATHIX B KOJUIEIKE;
- YBa)KaTh JIETAJIBHYIO 3aLIUTY, KOTOPYIO IIPEyCMaTPUBAIOT PA3JIUYHbIE PaBa
MoJib30BaHus U JnieH3uu Ha 110 u naHHbIe;
- TPUACPKUBATHCS TPAMOTHOTO BeleHus e-mail, ynanste ycrapesiiue
cooOIIeHN . 3anpeneHo
- HapyumaTh TpeboBaHus, nonuTuku b komnempxka;
- MyOJMKOBaTh, IMOKa3bIBaTh WM IepefaBaTh IOy uHOpManui© WIn
JaHHBIE,  COJEp)Kallhe  KJIEBeTy, JI0Kb, HETOYHOCTH, OCKOpOJEHHH,
HEMPUCTOWHOCTH, MOpHOrpaduio, 60roXyIbCTBO, CEKCyalIbHbIE JOMOTraTeNIbCTBA,
yIpo3bl, pPacoBble W HAIMOHAJIbHbIE OOWABI M arpecCUBHbIE KOMMEHTapuH,
JUCKPUMHUHAIMIO MO MOJY, BETY BOJIOC U IP. WK HEBEPHBIN MaTepuan;
- HapylaTh NPUBATHOCTH NE€PCOHANA, TaHHBIX W/UIIU UCTIOJIb30BaTh

uH(dOopMaLnIo, COEPKAILYIOCS B KOJUIEIKE, B INYHBIX HHTEPECAX WIIU BBITOJbL;



- 3aHMMATbCS PACCBUIKOM U MEPECHIJIKON NUCEM APYTHUX JIUL, HE CBA3aHHOM C
MCIIOJIHEHUEM JTOJDKHOCTHBIX 00S3aHHOCTEH, PaCIPOCTPAHEHUEM
HEJI03BOJICHHOM U APYTroil peKjIaMbl U Mp.;

- HaMEpEeHHOE pa3MHOXEHHUE, pa3padoTKa WM HCIOJIb30BaHUE BPEIOHOCHOTO
IporpaMMHOro obecreueHus B JI00bIX popmax (BUPYCHI, YEPBHU, TPOSHBI U TIP.);
- MPOCMOTp, MEPEXBAT, PACKPHITHE U MOMOIIL B IPOCMOTpE, IEpexBare,
packpeITHH €-mail, He ajgpecoBaHHOI MOJIL30BATEITIO;

- HCTOJIb30BAaHUE ISl BEJICHHS CIY>)KEOHBIX IMEPEroBOPOB HMHTEPHET-CEPBUCA
Skype;

- TIocemaTh coluabHbie ceTn «OHOKIIAaCCHUKNY, «B KoHTakTey, « Facebooky» u
aHaJIOrMYHbIE IPU paboTe Ha KOMIIBIOTEPAxX KOJUIEKA, €CIIU 3TO HE
MPETYCMOTPEHO AOHKHOCTHBIMU 00s3aHHOCTSIMH;

- MpOCMAaTpUBaTh, CKAYMBATh HH(OpPMAIMIO pPAa3BIEKATEIBHOTO, PEKJIAMHOTO
XapakTepa, BHJIEO M My3bIKalbHbIe (aillibl, €clii 3TO HE MNPETyCMOTPEHO
JTOJKHOCTHBIMHU O00S3aHHOCTSIMH HJI TTOPYYCHUSIMU PYKOBOIUTEIS.

3. AHTHBHMPYCHasl MOJUTHKA.

Hacrosimmasi monuTrka ycTaHaBIMBAeT TPEOOBAaHHS, KOTOPBIM JTOJKHBI
yIOBJIETBOPSITH BCE KOMIIBIOTEpHI, TMOIKIIOYEHHbIE K CETH KOJUIeIXKa,
TpeOOBaHUs K IIOJIb30BAaTENIIM IO AHTUBUPYCHOW 3allUTE, TapaHTUPYIOIINE
s PexTHBHOE ONpeneNeHne M 3alUTy OT JEeCTPYKTHUBHOTO BO3ACHCTBHUS
BUPYCOB.

ObaacTb npUMEHEHUH.

Hacrtosimiass moimTHKa TPUMEHSETCS KO BCEM KOMIIBIOTEpaM CETH
KOJUIe[Ka, KaTajoramM OOIIero IOJIb30BaHUS, K KOTOPBIM  OTHOCSTCS
MEepPCOHANbHBIE  KOMIIBIOTEPHI, HOYTOYKH, TEpMHHAJIbI, JIO00€ CeTeBOE
obopynoBanue. McrounnkamMu BUPYCOB MOTYT ObITh €-mail, lHTepHeT-caliThl O
CKPBITHIMU BPEJOHOCHBIMH aKTUBHBIMHU JJIEMEHTaMH, HOCUTEIN HHGOpMALUU
(psronmu-mucku, CD-nuckwy, flash-nucku u np.), oTKpeITEIE 1715 00IIETO TOCTYyIA
manku v Ghaiiel 1 T. 1.

IHoauTuka.



3amuTa OT BHEIIHUX YTPO3 U BUPYCOB UMEET HECKOJIbKO YPOBHEM:
a) 3aIllMTa OT BHEIIHUX BTOPKEHUI, BUPYCOB ¢ IHTepHET-CalTOB;
0) aHTUBUPYCHBIA KOHTPOJIb (DAMJIOB M TIOYTOBBIX BIIOXKEHUH C IMOMOIIBIO
AHTUBHUPYCHBIX IIPOrpaMM Ha padOYMX MECTaxX IMOJIb30BATEIIEH;
B) CTaHJapPTHBIE CPEJICTBA OMEPALIMOHHBIX CUCTEM.

Ha Bcex xommbproTepax CETH JOKHO OBITh YCTAaHOBJIEHO AHTHUBUPYCHOE
mporpaMMHOE OOECTIeYeHHe, a B HEKOTOPHIX CJIydasX B COYETAHUHU C
NEePCOHANBHBIM Op3HAMAY3pOM. AHTUBUPYC KOHTPOJUPYET KECTKUU NIHUCK U
MaMsITh KOMITbIOTEpa Ha MPOHUKHOBEHUE BUPYCa, a OpIHAMAY3p KOHTPOJIUPYET
JaHHbIC, TIOMAJAlONIMe M TMOKUJAIOIINE «BHYTPEHHHUN MEpUMETP» uepes
NuTepHeT- coennHeHue.

DTO mporpaMMHOE OOECIEUEeHHE JOJKHO BBIMIOIHATHCS IMOCTOSIHHO, a
TaK€ HACTPOEHO MJISI PETYJISIPHOTO MCIIOJIHEHUS MO PACIUCAHUIO [ IPOBEPKHU
BCETO COJEPKUMOTO JKECTKOTO jaucka. Kpome Toro, aHTUBUpPYCHbIE Oa3bl
JOJKHBI OOHOBJISITECS B CPOK (aBTOMATHUYECKH) M COJCPKATHCA B aKTyallbHOM
cocTosiHuU. MHGUIIMpOBaHHBIE BUPYyCAMU KOMIIBIOTEPHI JOJIKHBI YAAISATHCA U3
CeTU J0 MOJHOTO0 YHUUTOXKEHUSI BUPYCOB. PabOTHI MO YHUUTOXEHHUIO BUPYCOB,
HAaCTPOWKE 3alycKa aHTUBHPYCHBIX MPOLEAYpP IO PACIHCAHUIO BBIOJIHSIIOTCA
CIIEIUAIMCTAMU CUCTeMHOTr0 anMuHucTpupoBanus (CA).

Bce corpyanuku, gomyiieHHble K paboTre ¢ MH(POpManMOHHO-
TEXHOJOTUYECKUMU  pecypcaMH  KOJUIE[)KA, JOJDKHBI ~ HEYKOCHUTEIBbHO
coOnoaTh TpeOOBaHUSI MHCTPYKIMKM 1O AHTUBUPYCHOM 3alllUTe, BIAJCTh
HaBbIKAMU PabOThl C AHTUBUPYCHBIMM HWHCTPYMEHTAMHU. AHTHUBUPYCHOE
CKaHMPOBAHUE KOHEYHBIE MTOJIb30BATEIN BBIMOJHIIOT CAMOCTOATENBHO.

JIrobasg  fmesATenbHOCTh MO~ HAMEPEHHOMY  CO3JaHUI0  W/WIH
pacnpoCTPaHEHUIO BPEIOHOCHBIX MPOrpaMM BHYTPU CETH KOJUIEIKa (BUPYCHI,
YepBH, TPOSHBI, IOUTOBBIC OOMOFBI U TIp.) 3anpeuiena.

OTBETCTBEHHOCTb.
K corpynHuky, HapymmBIIEMY 3Ty MOJHUTUKY, HPUMEHSIOTCA MEpbI

JTVCIUTUIMHAPHON OTBETCTBEHHOCTH.



PexoMeH10BaHHbIE AHTUBHPYCHbIE NPOLETYPHI.

- HUKOI'IA He OTKphIBaTh BIOXKEHHBIC (IIPUCOCAMHECHHBIE) K €-mail daiims
UM MAaKpOChl OT HEU3BECTHBIX, MOJO3PUTEIbHBIX WM HEJIOCTOBEPHBIX
UCTOYHUKOB 0COOCHHO (haiijIoB B BUJIE apxuBa (pacmupenus *.zip, *.rar, *.7z,
*.cab) mam wucnomusemoro (aitma (*.exe, *.com, *.Js, *.wbs, *.hta, *.bat,
*.cmd), He MepexoJUTh MO CChUIKAaM, YKa3aHHBIM B TMHCBbME. YJIalsaTh 3TH
BJIOKEHHUSI HEMEIJICHHO, 3aTeM yaalmsaTh ux «pusumdeckn» u3 «Kop3uHb»
(manku) yaajgeHHbIX. B IpoTUBHOM cilydae BO3MOXKHO 3apa)K€Hrue KOMITbIOTepa ¢
mudpoBaHUEM JaHHBIX MOJb30BaTeNns Ha jokaidbHOM [IK m mammeix Ha IIK
JIPYTUX MOJIb30BaTENEH, MOAKIIOUECHHBIX K JJOKAJIbHO-BbIUYMCIUTEIbHON CETH;

- yAaJATh U HE MePEeChUIaTh CllaM, PACChIJIKU U cllydaliHbie e-mail cooOmeHus;

- UCIIOJIb30BATh TEXHOJOTWHM CYUTHIBAHHUS TOJBKO 3aroJIOBKOB IIOYTOBBIX
COOOIIIEHUI, UTO PE3KO COKpAIAET BUPYCHYIO OMACHOCTh U TpauK, CBA3aHHBIN
CO CIIamMoM;

- HUKOTJa HE€ CKauuBaTh (ailibl C HEU3BECTHBIX, IOJIO3PUTEIBHBIX U
«3a3pIBaronX» NHTEpHET-CANTOB;

- 3alpeTHTh I[IEPCOHAJy CaMOCTOATEIIbHO CKauyMBaTh, YCTAaHABIMBAaTh M
3amycKaTh MPOrpaMMbl 0€3 COTTIACOBAHUS C IPOTPAMMHUCTOM;

- m3beratb TPEAOCTABJICHUS IMCKOBOTO MPOCTPAHCTBA MJIsI YTCHUS/3AIUCH,
KpOMe ciIydaeB abCOMIOTHON HEOOXO0AMMOCTH;

- CKAHMPOBATh Ha BUPYCHI BHEIIHUE HOcUTEIU UHPOpMaIuu ((HIONIu-TUCKU
CD- nuckwu, flash-mucku u mp.);

- TIpY BOBHUKHOBEHUH yTPO3, BBIABIECHHBIX MEPCOHAIBHBIM OpaHaMayspoM - HE
paspemiatb JOCTYNl HEW3BECTHbIM Bam mpuioxeHusM, oOpamarbes K
MIPOTPAMMUCTY;

- PEryjsipHO COXPaHATh KPUTHUYECKUE JAaHHBIE M CHUCTEMHBIE HACTPOUKHU B
0e30macHbIX MecTaX: B JIOKAIHHOW OCHOBHOUW mamke (Mou JOKYyMEHTHI), B
pEe3epBHOI NaIKe B IPyroMm pasjesie CBOero aucka, Ha cepeepe, Ha CD-R, DVD-
R - HOCHTEIIE;

- MpU KOH(IJIMUKTAX B CETHU, 3aMEMJICHHMH padOThl, 3aBUCAHUM U JAPYrUX



HEOOBIYHBIX TPOSIBIECHUSIX B pabOTe KOMIBIOTEpA, BCETJa «OCTAHABIMBATHY,
«3aKpbIBaTh» BCE MPOTPAMMBI, 3allyCKaTh CKAaHUPYIOIIUE AHTHUBUPYCHBIC
IporpaMMBbl 11 TaApaHTHUPOBAHHOTO JIEYEHUS KOMIbIOTepa U MHGOPMHUPOBATH
MPOTrpaMuUCTa.
4. TlosMTHKA NOATOTOBKH, 00MEHA M XpPaHEHUSI JOKYMEHTOB W JIaHHbIX.

Hacrosmas mnonutvka ycTaHaBiIMBaeT TpeOOBaHUS K COAEPIKAHUIO,
KOIMMPOBAHUIO, TIOPSAKY OOMEHA, XpaHCHHUIO »JJCKTPOHHBIX W OyMaKHBIX
JTIOKYMEHTOB, (hailyioB U uH(OpMalUi BHYTPU KOJUIEIKA, MEXK]Yy YIPABICHUSIMU
U UX YyJaJCHHBIMU TMOJPa3ACICHUSIMHU, TPEAOCTABICHUM MpaB MOIb30BaAHUS
OOIITMMH JaHHBIMH.
Ob6aacTh npuMeHeHHUH.

Hactosimas nmonutuka 0XBaThIBa€T BCE MOJIPa3AeICHUs, CIIYKObI, OTIEIIHI,
Ybs JIESTEJIBHOCTh CBSI3aHA C TOATOTOBKOW, KONHWPOBAHUEM, XPAHEHUEM,
oOMEHOM JOKyMeHTaMu, HHpopMaluend, [JaHHBIMAU C  HCIOJIb30BAHHEM
MH(POPMALIMOHHO-TEXHOJIOTUUECKUX PECYPCOB.
HoauTuka.

[lepconan komiemxka OMKEH MPUICPKUBATHCS CIEAYIOMUX TPEeOOBAHUI
M0  TOATOTOBKE, KOMHUPOBAHWIO, XPAaHEHWIO, OOMEHY JOKYMEHTaMHu,
uHpopMaiuet, TaHHpIMH, Paiiiamu:
- TI0 COJIeP KaHUIO:
- IOKyMEHTBl TI0 BHUAY M  COJEPKAHUIO JOJDKHBI  COOTBETCTBOBATH
opUIIMATFHOMY CTaTyCy KOJUIeIXa, CIEAyeT YHOTPEeONsATh OOIIECPUHSITYIO
JIEJOBYIO JIEKCUKY;
- MO XPaHEHHUIO IEKTPOHHBIX TOKYMEHTOB:
- IOKyMEHTbl O(QUCHBIX, TMOYTOBBIX, TpadUUEeCKUX U [Jp. CTaHIAPTHBIX
npunoxxkenuit  (Word, Excel, PowerPoint, Outlook, PhotoShop u mnp. wiu
aHAJIOTU) JOJLKHBI CO3JaBaThCsl U XpaHUThCS B mnankax Mou /Joxymenmul (unu
ananoeuyHotl)\ Bce TManKu JOJDKHBI UMETh MOHATHYIO BJIOKEHHYIO CTPYKTYPY H
HaWMEHOBAHUS 110 TEMaM;

- He JIOMyCKaeTcsi XpaHeHue (¢aiyioB, nuHGOpMalMK JUYHOTO XapakTepa, He



OTHOCSIIIENCA K AEATEIbHOCTH KOJUIEIKA, HA IEPCOHATBHBIX KOMITBIOTEPAX;
- TOKyMEHTHI, MIpeAHa3HAaYeHHbIE JJIs1 OOIIEro Mmojab30BaHus, MMOCIE CO3JAaHUS U
00paboTKH cleyeT XpaHUTh B O0IIEIOCTYITHOM Nallke — Ha KOMIIBIOTEPE;
- HE JIOIyCKaeTcs paboTa ¢ JOKyMEHTaMH Oe3 M3BJICUCHUS M3 OOIIeH mamkd Ha
nokaisHBIN I1K nmonn3oBaTens;
- NIEpUOJIMYECKH, pa3 B HEACNI0 YAAIATh YycTapeBllue Bepcuu (HaljaoB ¢
KOMIIBIOTEpA - U3 Nanok s oomeHa u Mou /[okymenmeoi,
- 110 00MEHY JIEKTPOHHBIMHU JOKYMEHTAMMU:
- pa3pelIeHO CYUTHIBATH, MIEPEAABATh, U3MEHITh TOJIBKO JIAHHBIE, HA KOTOPBIE Y
MOJIb30BATEIIS €CTh MPaBa U KOTOPBIE MOJIB30BATENI0 MOJIOKEHO 3HATh, BKIOYAs
OLIMOOYHO JIOCTYNHbIE NANKU U 3JEKTPOHHYIO MOUTY;
- BHYTpHUO(UCHBII ~ OoOMeH  (QaiinamMu  MOXKET  BBINOJHATBCA  Yepe3
OoOLIEOCTYIHYI0 MamnKy Ha KOMIBIOTEpPE; BHYTPUO(DUCHBII OOMEH 1o
AJIEKTPOHHOM nouTe yepe3 MIHTEpHET HE OrpaHuYUBAETCS;
- 10 XPAHEHHUIO JJIEKTPOHHBIX HOCUTeell nHpopManum:
- obeperaTh M COAEpPKaTh AJIEKTPOHHbIE HOCUTEIM, KOTJa OHU HE B paboTe, B
MpeAHa3HAYeHHBIX JUIsl TOTO KOHTEWHEpax, MOJIKax, CTeJUIaxax, cendax;
- HE JepXaThb DJJIEKTPOHHBIE HOCHUTEIM Ha CTOJI€ B IMpeaeiax BU3YyaJbHOH
JOCTYITHOCTH BO BpeMs OTCYTCTBHS Ha paboueM MecTe.
OTBeTCTBEHHOCTH

K corpynHuky, HapymmuBIIEMY 3Ty IOJUTHKY, HOPUMEHSIOTCS MEPbI
JUCUUTUIMHAPHON OTBETCTBEHHOCTH.

5. IMoauTuka MHPOPMALMOHHO-TEXHUYECKON MOJICPKKH.

Hacrosmas noauTruka ycTaHaBIMBAET MPaBUia, YPOBHHU MIPEAOCTABICHUS
Y MOJTYYEHHUSI IEPCOHATIOM MH(POPMALIMOHHO-TEXHUUECKOUN MOJIEPHKKH CBOEH
paboTtsl. JocTyn nepcoHana Kk MHGOPMAIMOHHO-TEXHUYECKUM pecypcam
oOecreynBaeTcs MPOrpaMMHUCTOM Ha HEMIPEPHIBHOM OCHOBE, MOAIEPIKKOM BCexX
TEXHOJIOTHYECKUX PECypcoB B paboueM coctosiHuu. [logaepxka tpeOyerT:
a)  paboT 1o oO0CIYXKUBAHUIO U PA3BUTHIO TEXHOJOTUYECKUX PECYPCOB;

0) paboT MO pearupoBaHUIO U YCTPAHECHUIO MPUYUH ITUX 3asIBOK (MHIIUICHTOB),



T.€. pad0OT HEMOCPEACTBEHHO MO nojajaepxkke. [loBTopstonrecss UHIUICHTHI,
MEePEXOoIIT B pa3psia mpoOaeM U TPEOYIOT BBITIOJTHEHUST BHETIJIAHOBBIX paloT.
Ob6aacTb npuMeHeHHUH.

HacTosimas monuTHKa OXBaThIBAE€T M OMHUCHIBAET BCE YPOBHU MOJJICPKKHU
NepCcoHaa, BHIMOIHSIEMbIC CHEUUATMCTAMH CHUCTEMHOTO aIMUHUCTPUPOBAHUS.
Brinensiercst ypoBeHb CaMOIIOMOIIU U TPU YPOBHSI MOIIEPIKKHU:

Camonomowyp - KOrja KOHEUYHBIN I0Jb30BaTEIb CAMOCTOSITEIBHO BBIINOJIHSET
JNEUCTBUS IO YCTPAaHEHUIO MPOOJIEMBbI, HE HapylIalolue 0e30MacHOCTh CETH U
JIPYTUX MOJIb30BaTEJEH, TAKUE KaK MEepe3alyCK MPUIIOKEHUS UM KOMIIbIOTEpA,
MpOBEpKa TMOJAKIIOUCHHUS BCEeX Kabeyieil M CEeTEBBIX PECypcoB, aHTUBUPYCHOE
CKaHUPOBAHUE U TIP.

Ilooodepicka 1-20 ypoens - BHINOJHSIETCS peayin3aius padoT oouiezo npoghunsn:

- pellieHHe ONepaTUBHBIX MPOOJIEM MepcoHana, 3a/1ay J0CTyna U 0€30MacHOCTH;

- TIEpBUYHAsL JIUATHOCTHKA CJIOKHBIX MPOOJEM, MPUYUH HEPAOOTOCTIOCOOHOCTH
porpamm;

- YCTpaHeHHE MPOoOIeMBbl M Mepeaipecalusi Mo CI0KHOCTH Ha CJIeAYIOIIHMA
ypoBeHb. Ilo0depitcka 2-20 ypoeH: - BBIIOIHAETCS peann3anus no padome
RPUIOIHCEHU U

cucmem:.

- yriyOJeHHbIC, COJIepKATEIIbHbIE KOHCYJIbTAllUU U O0YUYEHHUE;

- TIONCK pENICHUN UMEIIIMMUCS cpeicTBaMH (0e3 BMeEIIAaTeNbCTBA B JIOTHKY
MIPUJIOKEHUI ), TTOMOII[h B BHIOOPKE U BOCCTAHOBJICHUU JAHHBIX U JIOKYMEHTOB,
(pa3)mopaboTka OTUETHBIX (PopM:

- 00CIy>)KMBaHUE KOHTEHTA U aJ]MUHUCTPUPOBAHUE.

Iloooepicka 3-20 ypoens - BBHITIOJNHACTCS pealu3anus padOT MO Pa3BUTHIO
MIPWIOKEHUHN, CUCTEM, HHPPACTPYKTYPHI:

- paboTa ¢ moCTaBIIMKaAMU MIPUJIOKEHHUHN U pa3pabOTUNKaMU;

- TIJIJAaHUPOBAHUE U Pa3BEPTHIBAHUE HOBBIX MPUIOKEHUMN, peopraHu3aIus
IIPOLIECCOB U IIP.

IHoauTuka.



IMoanep:xka 3aKpeTUISETCS MO YPOBHSIM 32 TEXHHYECKUMU CICIIHATHCTaAMMU.
[lepconan momkeH UCNONB30BaTh [1000epowcky 1-20 ypoeHs TOJIBKO TMOCHE
BBIMIOJIHEHUSI ~ Pa3pellieHHbIX  Tpoleayp  camonomolnd. MHOrokpatHoe
oOpareHre 3a MOMOIIBIO TI0
WHIUJIEHTaM, YCTPaHSIEMBbIM CaMOIIOMOIIbIO, YKa3blBA€T HAa HECOOTBETCTBHUE
nepcoHana 3aHUMaeMOi T0JIKHOCTH.

NUT oOcnyxuBaHHE EPCOHANIA OCYIIECTBIIIETCS O 3asBKaM. ColepxaHue
3asBKU TE€pEJaeTcs MPOrPaMMUCTY JIOOBIM JIOCTYIHBIM crocoOoM (TenedoH,
nmoutra, OYMaXHBIM HOCHTENb). KOHEYHBIM TMOJH30BATENb JOKEH OBITh
WH()OPMUPOBAH O TOPSIIKE, BPEMEHU HMCIIOJHCHHS 3asBKH, €€ IBWKCHHUH, U, T10
BO3MOXKHOCTH, OOECIEeUeH  aJbTepHATHUBHBIMU  pecypcamu. [lpuopurer
WCTIOJIHCHUS 3asBKH YCTAHABJIMBACTCS B CBA3U C TEKYIIMMU 3a/1a4aMHu.

PaboTel 10 I1o00epowcke 3-20 yposHs NOIKHBI BBIMOJIHATHCS HA MPOEKTHOU
OCHOBE C TIPUBJICYEHHUEM CICIIMAINCTOB, KOHCYJbTAHTOB, MOAPSIYMUKOB.
BHemrHMe KOHCYJIBTAHTBI W TMOAPSAYAKHA JOJDKHBI HWMETh MaKCHMAallbHO
OTPaHUYEHHBIH TOCTYN K WHGOPMAIMOHHO-TEXHUYECKUM pecypcaM KOJUIeKa,
HO JOCTAaTOYHBIM JIS BBITIOJHCHHS TPOEKTOB. [l BemeHHMs TPOEKTOB CO
CTOPOHBI KOJIIE/[)Ka Ha3HAYAIOTCSI OTBETCTBEHHBIE JTUIIA.

OTBETCTBEHHOCTD.
K corpyanuky, HapymwuBIIEMY 3Ty TOJUTHKY, TPUMEHSIOTCS MEpbI

JUCUUIUIMHAPHOU OTBETCTBEHHOCTH.



Hpuaoxenue 1

K MOJIMTHKE MH(POPMAITUOHHOH 0€30I1aCHOCTH

IlepeyeHb CTAHAAPTHOTO MPOTPAMMHOIO0 o0ecneYeHHsl, yCTAHABJINBAEMOT 0
Ha pa0oyue MecTa MoJb30BaTeJieil

Ne | HazBanmue 11O BeinoHsgembie QyHKUMH ITapameTpsbl
YCTAHOBKH
1 Windows XP OnepanyoHHas CHCTEMA ITo yMOI4aHUIO
2 Windows 7 OnepanyoHHas CHCTEMA ITo yMoOI4aHUIO
3 Windows 10 OmnepanyoHHas CHCTEMA ITo yMOa4aHUIO
4 Internet Explorer IIporpamma noctyna B Matepuer | Ilo ymondaHuio
9 MozillaFirefox [Iporpamma nocrymna B UaTepuer | [lo 3ampocy mosib3oBaTens
6 Opera IIporpamma noctyna B Muatepuer | Ilo 3ampocy mojab30BaTens
7 Snnexc bpaysep IIporpamma noctyna B MaTepuer | Ilo 3ampocy mosk3oBartens
8 MS Office MeKTNOHHKIE TAQTTUTIRI. ITo ymonuanuto
TEKCTORRKIU NETAKTON. TTINOTHhAMMA
CORITAHUYA u mmocMoTha
nnezedTanuid, pabora c¢ 06azamu
JIAHHBIX
9 Apache OpenOffice | DnexTnonurie Tabmunkt | Ilo ymonuaHuto
TEKCTORKIU NETAKTON. TTNOTHAMMA
cORTTAHUdg " TThocCMOTNA
nnereHTalui, pabora ¢ Oazamu
JIAHHBIX
10 | 7-zip ApxuBartop [To ymosuaauio
11 | IlpaBoBrie cucteMnl | TAPAHT 110 3anpocy noip30BaTeNs
12 | AnTurunve AnTHBUDYC ITo ymosuanuro
Kacnepckoro
13 | Foxit Reader TTnocmoTn nokymeHTanuu | Ilo ymonuanuto
dbopmara PDF
14 | Uachonmep IIVBII | Pabora r TIVBII Dnexrponnoe | Ilo 3ampocy mosib30BaTens
MoTtus NPaBUTEIbCTBO
15 | Kpuntollpo PaGoTa c centudukaramu | [lo 3ampocy nmosnb3oBaTens
IM(GPOBBIX MOJMUCEH
16 | Koutunent AIl CpeacTBo 3aKThl HHPOpMaIIMK 11o 3ampocy noab30BaTeNs
17 | WinDjView TTnocmoTn JokymenTtauuu | llo ymoiuanuro
dbopmara djvu
18 [ Unrepnuet Llensop KonTteHT-dunbTp [To 3ampocy nojp30oBaTes




Ipunoxenue 2
K MoJIUTHKE NHPOPMAIITMOHHO 0€30MacHOCTH

3asiBKa HA NOAKJIIOYeHNE/I3MEHEHHE MPAB J0CTYNA COTPYAHNUKOB K
uHpopMannoHHO-TexHoJorn4ecknMm pecypcam OI'ATIOY CIIK

damuaus

NUma

OT14ecTBO

Homep xaOunera

Tenedon

Ot1nen

JomxHOCTH

HNudopmanuoHHbie pecypcesbl

TpeOyembirii [IpenocraBisemble IpaBa
Pasgen pasziei MOMETHTh | (YTCHHE, 3aIUCh, HU3MCHCHHE,
yIaJICHUE U T.11.)

Hoctnyn x cetn HTEpHET

JlocTym K JaHHBIM OOI1IeH
MaIlKy OTAelIa

JocTyn k
uH(pOPMAIMOHHBIM 0a3aM
'APAHT

Hoctyn ITYBIT PUAC
«INEKTPOHHOE
MIPABUTEILCTBO

Hoctymn k ®PJ1O
(penepanbHbIil peecTp
CBEJICHUI O IOKYMEHTax 00
00pa3oBaHUN)

JIoCTyn K KOMILIEKCY
OIEPAaTUBHOIO YIPABJICHUS
y4eOHBIM TIPOIIECCOM U
JIOKyMEHTO000pOTa
«BupryanpHas IKOJIa»

Komnbrorep nHBeHTApHBIN Ne

Hara: Hoanmucey corpyaHuKa:
Mara: IHoanucey pykoBoauTeis:
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3asiBKa BBINOJIHEHA:

r. ( )
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