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Cneumnanuct apXxunBa opraHn3auumnu

B pamKax Kypca crywarteny pacCMOTPST COBPEMEHHYHO NPaBOBYHO 6asy, Ha KOTOPYHO HY)XXHO OPUEHTMPOBATLCA NpU BEAEHUN
apXVMBHOTO [1e/I0NPOM3BOACTBA, TPE6OBaHNSA K apXMBOXpaHWuLLaMm, Nopsaok hopMUPOBAHUA apXUBHOW CIYX6bl, OpraHu3aumto
XpaHeHus,, NpueMa u BblJauu apxXMBHbIX LOKYMEHTOB, BHEAPEHWE Y NPUMEHEHNE COBPEMEHHbIX aBTOMATU3UPOBaHHBIX U
LMbPOBbIX TEXHOOT WA, OPraHU3aLMIO XPaHEHUS aPXMBHBIX 3/1EKTPOHHbIX AOKYMEHTOB.

Jata npoBegeHus: 23 -24 ceHTa6psi 2026 ¢ 10:00 o 17:30
ApTtukyn: MC27306

Bup ob6yyenus: Kypc noBbileHust KBanudukaumm

®dopmart obyueHuss: OHNalH-TpaHCAAUMS

CpokK obyueHus: 2 fHsl

MpogomkuTenbHocTb 06yyeHus: 16uacoB

CtoumocTb yyactus: 40 900 py6.

[inA yyacTHMKOB NpefycMoTpeHo: MeToanyeckuii MmaTepuann.

J[lOKyMeHT no oKoH4YaHuM obyuyeHus: o ntoram obyyeHus cnyLiaTenu, ycnewHo npoLleaLne UTOroByo aTTecTaumio No nporpaMme
o6yJyeHusi, nosyyatoT YOCTOBEpEHUE O NOBbILLEHUUN KBanubukauum B o6beMe 16 Yacos (B COOTBETCTBUM C JIMLIEH3Mel Ha NpaBo
BefleHMsi o6pa3oBaTesibHOM AeATeIbHOCTY, BblAaHHON [lenapTaMeHTOM 06pa3oBaHus 1 Hayku ropoaa MocKBbl).

Ilna koro npegHasHaveH

PykoBoautenei apxnBoB NpeLnpUsITUIA U OpraHnsaLmii pasnyHbIX OpraHM3aunoHHO-NpaBoBbIX GOpM, pykoBoguTenei cnyxeé [0V,
COTPYAHWUKOB KaHLensipuu, cekpetapmnaTta, o6LUx OTAENO0B, CEKpeTapei, NOMOLLHMKOB pyKoBoAUTENeN, pedepeHTOoB, MePCOHaNbHbIX
acCUCTEHTOB, opUC-MeHeXepOoB, AeIoNpon3BoauTeNeil, OKYMEHTOBEAOB 1 apX1BapuyCcoB, PyKOBOAUTENEN U COTPYLHUKOB CNyX6
aBToMatu3auum (IT-cnyx6), BHEAPSIOLWMX UIIM MOLEPHUSUPYIOLLMX SNEKTPOHHbBIN apXMB OpraHu3aLmm

Lienb o6y4yeHus

nOﬂyLIVITb pa3bACHEHUA K nocsiegHUM HOPMaTUBHbIM AOKYMEHTaM U NpakTuyeckmne pekoMmeHgauum no opraHnsaumm xpaHeHna
AOKYMEHTOB B OpraHnU3aumax no6oro Tuna.

OCco6eHHOCTM NporpaMmmbil

3a nocnegHue rofbl yTBEpXAEHO MHOIO HOPMaTUBHO-METOANYECKMX [JOKYMEHTOB M0 apXMBHOMY Jiefly: HOBble NpaBu/a XpaHeHu s
loKyMeHTOB ¢ deBpans 2020 roga (Mpukas Pocapxuea ot 20.12.2019 N2 236); HoBble Tpe60BaHUS K CUCTEMAM 3JIEKTPOHHOMO
ZlokyMeHToo6opoTa (C3/) 1 cMcTeMaM XpaHeHUs! 3N1eKTPOHHbIX AoKyMeHToB (CX3[1) B apxuBax rocyapcTBeHHbIx opraHoB (Mprkas
PocapxuBa oT 15.06.2020 N269); BHeceHbl M3MeHeHWs B MpaBuna opraHv3aLunm XpaHeHUsl, KOMINIEKTOBAHUS, yY4eTa U UCTONb30BaHus

CtpaHuua: 1us 4
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Hay4yHO-TeXHUYecKon fokymeHTaumu (Mpukas GeaepanbHOro apxMBHOro areHTcTBa oT 12.08.2021 N2 72), B MNopafok MCnonb30BaHuUs
apXVBHbIX JOKYMEHTOB B rOCYAapCTBEHHbIX M MyHULMNANbHbIX apxuBax Poccuiickoi degepauun (Mpukas denepanbHOro apxMBHOro
areHTcTBa 0T 09.06.2021 N2 51); c okTsi6psi 2020 roaa 3a HapyLUeHWE NpaBW XPAHEHWUS apXMBHbIX AOKYMEHTOB AECATUKPATHO BbIPOCIN
wrpadbl.

PesynbTaT 006y4YeHus

B pe3ynbTaTe 06yyeHNst y4aCTHUKM Kypca NPMO6PeTyT NpaKTUYecKne HaBbIKU:

e [0 0T6OPY AOKYMEHTOB Ha XpaHeHne, NPOBEAEHUIO 3KCMEePTU3bl LEHHOCTU [OKYMEHTOB, ONpefeNieHNo CPOKOB XpaHeHust
apPXUBHbIX OKYMEHTOB, YNOPSIA0YEHMNIO JIOKYMEHTOB AJ151 UX Nepefayn Ha apxMBHOE XpaHEeHMe.

o [0 BHeapeH o MH(HOPMaLMOHHbIX TEXHOMOTMI B 1eATeNIbHOCTb apXuBa, MPUMEHEHUIO NPUKIAAHOro NPOrpaMMHOro
obecreyeHunst U CpaBHUTENbHOrO aHann3a NPOrpaMMHbIX MPOAYKTOB AJ1si MOMCKA ONTUMAsIbHOMO pPeLleHus.

e [1o opraHu3auny XpaHeHUs1 apXMBHbIX 3JIEKTPOHHbIX JOKYMEHTOB.

3TO MeponpuATUe MOXHO 3aKa3aTb B KOpMopaTMBHOM opmaTe (06yyeHne COTPYAHUKOB OAHOM KOMMNaHUK).

MepoanﬂTMe npoxoguT B paMKaX KypcCa nosbllleHnA KBaJ'IVId)I/IKaLI,I/II/IZ

e CreuuanucT no opraHU3auMoHHOMY M IOKYMeHTaLMOHHOMY 06ecreyeHnto yrpaBieHns opraHusaumen

[TlporpamMmma oby4yeHus

OeHb 1.

[loKyMeHTanbHbIi U apXUBHbIiA GpOHAbI opraHn3aumu. HopmaTuBHble Tpe60BaHUS K OPraHM3aLm TEKYLLLEro onepaTUBHOIo U apXUBHOIO
XpaHeHUs1 LOKYMEHTOB.

o PepepanbHbIf 3akoH oT 22.10.2004 N2 125-03 «06 apxvBHOM aene B Poccuiickon Gefepaunmn». 06513aTeNIbHOCTb apXMBHOIO XpPaHEHUS

[OKYMEHTOB B Te4eHne HOPMaTUBHbIX CPOKOB.

MoHATMA «AOKYMeHTanbHbl HOHAY», «<apXMBHbIN HOHAY, «KaPXUBHbIA AOKYMEHT». OTBETCTBEHHOCTb 3@ OPraHM3aLunio TeKyLLLero

ornepaTWBHOMO K @pXMBHOIO XpaHeHUs JOKYMeHTOB. OTBETCTBEHHOCTb 3a OCYLLECTB/IEHNE TEKYLLEro XxpaHeHns h obecneyeHns

COXPaHHOCTW. [IOKYyMeHTbl OpraH13aLun - akTUB, UMeoLLUiA LLleHHOCTb.

MpaBuna opraHn3aLumn XxpaHeHuWsl, KOMMNIEKTOBaHUS, yyeTa 1 UCNonb30BaHWA AOKYMeHTOB ApxmBHoro ¢doHaa Poccuiickon Pepepaumn

¥ OPYruX apxXvMBHbIX JOKYMEHTOB B OpraHax rocyAapCTBEHHON BNacTW, OpraHax MeCTHOro camMoynpaBfieHUs U opraHusauusx (yTs.

npukasoM Pocapus 31.07.2023 N2 77). NpoeKT HoBOW Bepcuu MNpasus.

MepeyHn fOKYMEHTOB CO CPOKaMM XpaHeHust. [epeyeHb TUMOBbIX YyPaBNEHYECKMX apXMBHbIX JOKYMEHTOB, 06pasyoLmxcs B npoLecce

[enaTeNbHOCTM roCcyfapCTBEHHbIX OPraHOB, OPraHOB MECTHOro caMoyrnpaB/ieHUs 1 OpraHn3aLnii, C ykasaHnem CpoKOB UX XpaHeHus

(yTB. Nnpukasom Pocapxusa oT 20.12.2019 N2 236 1 MHCTpYKUMs MO ero npumeHeHuto (yTB. npukasom Pocapxusa oT 20.12.2019 N2 237).

CpoKM XxpaHeHNs [LOKYMEHTOB B 6YMa)KHOW 1 9NeKTPOHHOM Gopme.

o [IpUHLMNbI, KPUTEPUM U 3TaNbl KCNEPTU3bl LLEHHOCTU [OKYMeEHTOB. Co3faHune aKCnepTHON KOMUCCUM opraHusauuu. NMpumepHoe
nosioXeHune 06 3KCNepTHOM KOMUCCUU opraHusauun (yTB. NpukasoM Pocapxuea oT 11.04.2018 N2 43).— OpraHusaums u
[IOKyMeHTUpoBaHne paboTbl 3KCNEPTHON KOMUCCUN.

e Posib HOMeHKNaTypbl fien B cucTemMaTusaummn AoKyMeHTanbHoro gpoHga. Tunbl v BUAbI HOMeHKNaTyp gen. Metoguka u

OpraHusauMoHHble NpoLeaypbl paspaboTku U BeAEHUA HOMEHKNaTypb! Aen. [lonofHeHne K HOMeHKaType fen. 3HayeHve

HOMEHKaTypbl Aen A5 COCTaBNEHNA onucei AOKYMeHTOB. HoMeHKNaTypa Aen Kak KnaccupukaTop B CUCTEME 3/1eKTPOHHOIO

LlOKyMeHTOoo60poTa.

ApXUBHbBIA HOHA OpraHn3aummn 1 ycTaHoBeHWE ero rpaHul. MonoxeHne 06 apxvBe UM NONOXKeHNE 06 apXMBHOM XPaHEHUM

JIOKyMeHTOB. JJoKyMeHTbI hunmanos, NpeAcTaBUTENIbCTB U OTAEEHMNIA: UX MECTO B @apXMBHOM (OHAE FOSIOBHO OpraHM3aLuum.

OTBETCTBEHHOCTb 3a apXMBHOE XpaHeHWe JOKYMEHTOB.

o KOHTpOJIb 3a COG/IIOAEHNEM CPOKOB XpaHeHUsi U o6ecrneyeHmemM COXpPaHHOCTU AOKYMEHTOB. [ONTHOMOYMS YNOTHOMOYEHHbIX aPXMBHbIX

opraHoB. AMUHUCTPaTUBHasA OTBETCTBEHHOCTb 3a HECOONIOAEHNE CPOKOB XPaHEHNS.

OpraHusaums xpaHeHus n obecrneyeHne COXPaHHOCTU apXMBHbIX JOKYMEHTOB. TpeboBaHMsA K 3aHuI0, MOMELLLEHUAM U TEXHUYECKOMY

OCHaLLleHMIo apxvBa. TpeboBaHUs K peXXMMaM XpaHeHUsi JOKYMEHTOB. JKCNepTU3a NpUrogHOCTM NOMeLLEHNS AN1A Pa3MeLLEeHUs B HEM

apxvBa. 0630p COBPeMeHHOro 060pyA0BaHNA AJ1A OCHALLLEHUS apXUBHbIX NOMELLLEHWIA, 06PaboTKMN U XpPaHEHNS @apXMBHbIX [JOKYMEHTOB.

CTpaHuua: 2 us 4
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e CucTeMa YYETHbIX JJOKYMEHTOB apxuBa. CocTaB OCHOBHbIX (06513aTeNIbHbIX) M BCMOMOraTesNbHbIX yYeTHbIX JOKYMeHTOB. [leno ¢hoHaa.
Buabl onuceit fen. MeToanKa COCTaBNEHNUS ONUCEN AeN 3NeKTPOHHbIX OKYMEHTOB.

o KoMnnekToBaHuWe apxmBa opraHusaummn. Crmcok CTPYKTYPHbIX NoApasaeneHUii-UCTOYHUKOB KOMMIEKTOBaHNA.

e TNopsAzOK NOAroTOBKM AeN ANsi Nepefayn B apxuB (Ha apxMBHoe xpaHeHue). paduk npuéma-nepeaayn. ApXMBHO-TEXHUYECKas
06paboTKa, cCocTaB/eHne BHYTPeHHUX onucer gen. OpopmneHmne 06510XeK gen NoCTOAHHOMo, BpeMeHHOro (cBbiwwe 10 feT) cpokoB
XpaHeHUs U fien No IMYHOMY COCTaBy.

o OnucK paen CTPYKTYPHbIX NoApa3faeneHuii v NPOeKTbl akTOB O BbIAENEHUN K YHUUTOXEHWIO AOKYMEHTOB, HE MoAJ/1eXallx apxXMBHOMY
XpaHeHuto. FoaoBble pasgesnbl CBOAHbIX OMUCEN U CBOAHbIE aKTbl.

¢ Mcnonb3oBaHue apxMBHbIX JOKYMEHTOB B yNpaB/ieHYeCKON AeATENbHOCTU U B LIESIAX 3alMUTbl coLManbHbIX Npae rpaxgaH. Mopsgok
BblZla4yy apXMBHbIX AOKYMEHTOB MO 3anpocaM YroJIHOMOYEHHbIX rOCyLapCTBEHHbIX OPraHOB M KOHTPOJIb 3@ UX BO3BPaTOM.

Apxus Hay‘-IHO-TeXHM'-IeCKOﬁ AOKYMEeHTaLuu.

o OpraHusauus apxmBa Hay4YHO-TEXHUYECKOW AOKYMeHTauuu. lNpaBuna opraHmsaummn XxpaHeHWs, KOMIMIEKTOBaHWSA, y4eTa n
NCMONb30BaHNA Hay4YHO-TEXHUYECKOM JOKYMEHTaLMK B OpraHax rocyfapcTBEHHOM BfacTu, opraHax MeCTHOrO CaMoynpaBeHus,
rocyZlapCTBEeHHbIX U MyHULMMNANbHbIX OpraHu3auuax (yTB. npukasom defepanbHoro apxuBHoro areHtcTea ot 09.12.2020 N2 155,
3apeructp. MuHtoctoM Poccum 12.03.2021 N2 62735): xapaKTepUCTKa HOPMATUBHOIO NpaBoOBOro akta. OCHOBHbIE MOOXEHWS.

o JJIEKTPOHHbI apXMB Hay4YHO-TEXHUYECKOMN AoKyMeHTaummn (HT/) Kak YyacTb KOpropaTUBHOW MHPOpMaLMoHHo cucTembl (KUC).
OCO6EeHHOCTH 3/1EKTPOHHOrO apxuBa HT/[,. BsaumogencTeue cnyobl 4ENONPOM3BOACTBA, apxuBa v cryxébl HT/.

OeHb 2.
ONeKTPOHHbIV apXUB OpraHu3aLmn: cobnopeHne TpeboBaHUi, NPaKTUYECKUe BONPOChl OpraHM3aLum U TeEXHUYECKOro obecneyeHus.

e PerynmpoBaHue apxMBHOIO XpaHEHUA JOKYMEHTOB B 3/1IEKTPOHHOM dopMme. MoHATHNE «apXMB 3NEKTPOHHbIX 4OKYMeHTOB». TOCT P NCO
30300-2015,FOCT P 7.1.101-2018/MCO 30301:2011 v ap. Npukas Pocapxusa oT 31 utons 2023 r. N 77. (3KcnepTHbI KOMMEHTapMUiA).
MepcneKTUBbI pasBUTUS HOPMaTUBHOMN 6a3bl.

e Tpe6oBaHUs K apXMBHOMY XpaHeHuto 9. OyHKLMOHaNbHble TPEGOBaHUS K cUcTeMaM XpaHeHust 3. AyTEHTUYHOCTb, AOCTOBEPHOCTb,
LieNIOCTHOCTb, MPUrOAHOCTb AJ151 UCMONb30BaHUA S/ TEXHOMOMMM 3almTbl; TEXHOIOTMN 06ecrneyeHunst LONroOBPEMEHHOW COXPaHHOCTH
9[; noaaep>xka MUrpaLmMmn u KoHeepTaLuy; GopmaTbl XpaHeHus1.

e CTaHAapTbl, pyKOBOACTBA U MeToAM4Yeckue pekoMeHaunm. OCO6eHHOCTM IKCNEPTU3bI LLEHHOCTM 31EKTPOHHbIX JOKYMEHTOB.

e [loaxoAbl K opraHM3aumm apXMBHOIro XpaHeHUs1 3N1EKTPOHHbIX JOKYMEHTOB.

TexHonormm co3paHus 3/IEKTPOHHOIO apXuBa M 3/IEKTPOHHOIO XpaHeHUs AOKYMEHTOB.

e OuudpoBka 6ymaxkHoro apxuaa. Llenecoo6pasHocTb 1 nepcrneKkTuBbl ouUGPOBKU. INEKTPOHHbIN Ay6IMKaT apXMBHOTFO AOKYMEHTA.
KoHBepTaLusi AOKYMEHTOB. INeKTPOHHble fy6nuKaThbl JOKYMEHTOB Ha 6YyMaxHOM HocuTene. MNepeBos LOKYMEHTOB B 3/IEKTPOHHYIO
topMy (ckaHMpoBaHWe, pacnosHaBaHue, MaeHTUdMKaumsa u MapkupoBka). MpugaHue ropuanyYecKorn sHaumMmocTy 3.

e OpraHusauus npouecca nepegauv oundpoBaHHbIX JOKYMEHTOB.

o XpaHeHue oundppoBaHHbIX JOKYMEHTOB Ha pu3nMyeckn 060Cc06NEHHbBIX HOCUTENAX 3anucK, B cocTaBe UHGOPMALMOHHOW CUCTEMDI
9JTEKTPOHHOIO apxuBa.

e YCnyru «apXuBHOro» aytcopcuHra. Micnonb3oBaHue «061a4yHbIX» TEXHOOT M.

[lpenogaBaTenu

MBAHOBA Jlapuca AHaTofibeBHa

3KcnepT-NpakTUK ¢ 25-n1eTHUM OnbITOM NpenojaBaTeNbCKON U afMUHUCTPATUBHO-YNPaBIeHYeCKoh paboTbl B KPYMHbIX KOMMepPYeCcKMX 1
rocyfapCTBEHHbIX CTPYKTYpax, BEAYLLUMA SKCNEPT N0 LOKYMEHTO060POTY PUpMbl «1C».

HNOPOHWHA Jlapuca AnekceeBHa

KaHAmnaaT aKOHOMUYECKMX HayK, AOLeHT Kadeapbl rocyAapCTBeHHOro ynpasneHus u Kagposor nonutuku MIYY MpasutenscTea
MocKBbI, aBTOp y4e6HbIX MOCO6MIA MO JOKYMEHTOBEAEHUIO, IKCTepT HauuoHanbHoi accoumauum obuCHbIX CNeumanncTos 1
aAMMWHUCTPaTUBHbIX paboTHMKOB npu MpeangeHTe Poccuitckon ®eaepaumm, copaspaboTumk NpoheccMoHanbHbiX CTaHAapToB.

Cdepa npoeccMoHanbHbIX MHTEPECOB:

MpodeccroHanbHblie KOMMETEHLUN: ONTUMMN3aLUsi 6U3HeEC-NPOLIECCOB NPeAnpuATUSs, pa3paboTka HOPMATUBHbIX MaTep1asnoB no
[OKYMEHTUPOBaHUIO yNpaBneHYeCKol AesiTeNbHOCTH, ayAUT KaipoBOro Aenonpon3BoACTBa, KOHCYbTUPOBaHWE No BbIGOpy
nNporpaMMHOro NpoAyKTa no aBTomMaTMsauum AenonpoM3BOACTBEHHbIX MPOLLECCOB. YyacTBOBana B NpoekTax no asToMaTusawmm
[OKyMeHToo60poTa komnanum IKT, IBS, BecTb MeTa-TexHoNormnu.

O6pasoBaHue:

CtpaHuuya: 3us 4
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OkoHuuna FocypapcTBeHHYHO akaemMuto yripaBneHus uMermn C.OpaKoHnkuase, kadenpa JOKYMeHTOBeAEHNS U [JOKYMEHTALMOHHOMO
ob6ecrneyeHmnst ynpaB/ieHUs, LOKYMEHTOBeS, CrneLumanmucT no MHGOpPMaLMOHHbIM TEXHOSIOMUAM yrpaB/ieHus.

My6nukauum:

AsTop 60nee 150 ny6imKauui, B TOM Yuciie cTaTeit B KypHanax «CrnpaBoYHUK cekpeTaps u odpuc-meHemxepar, «CnpaBoYHMK
KafpoBuKay, «[lenonpon3BoAcTBO», «CekpeTapckoe Aeno», «YnpaBneHue nepcoHanom», «Cnyxoéa kapposy, «Iouck: oT npoekTa fo
KJto4a» u ap.

CtpaHuua: 4 us 4



