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CneunanucT No opraHM3aLnuoHHOMY U OKYMEHTALNOHHOMY
obecrneyeHuto yrnpaB/ieHUss opraHusaumen

B pamkax KypcCa cnywatenu nonyyat KOMnJieKCHble 3HaHUA 06 opraHusauuu ,D,OKyMeHTOO60pOTa B OpraHusauyunu c y4eTomMm
HOBaUM 3aKOHOAATENbCTBA, Y3HaKT O COBPEMEHHDbIX Tpe6OBaHVIF|X BeAeHNA Aenonponu3BOACTBa, NosyyaT NpakTuyeckue
pekoMeHgauum no Bonpocam ynpasneHna JOKyMeHTaMu, BHEAPEHUIO N ONTUMKU3aL NN CUCTEMDI 3JTEKTPOHHOIO
AOKyMeHTOO60p0Ta.

[ata nposepeHusn: 25-29 mas 2026 ¢ 10:00 no 17:30
ApTukyn: MC27287

Bup, 06yyenus: Kypc nobilueHns KBanudukaumm
®dopmart obyueHuss: OHNalH-TpaHCAUMS

Cpok obyueHus: 5 fHei

MpopomkuTenbHocTb obyyenus: 404acos

MecTo npoBefieHus: r. MockBa, yn. 3os1oTas, f. 11, 6usHec-LeHTp «30/10T0», 5 aTax. BceM ydacTHWKaM BbicbllaeTcs nogpo6Has cxema
npoesfa Ha ceMuHap.

CtoumocTb y4yacTus: 69 800 pyo6.
Jins y4yacTHUKOB NpeflycCMOTpPeHo: MeToauyeckuni matepmarn.

[lOKYMEHT 1o OKOH4YaHuM 06ydeHus: o ntoram obydeHus cyliaTenu, yCrnewHo npoLlejLime UTOroByo aTTecTauuio no nporpaMme
06y4eHus, MoslyyatoT Y 4OCTOBEpEHME O NOBbIWEHUN KBanudukaummn B o6bemMe 40 Yacos (B COOTBETCTBUM C NIULIEH3UEN Ha NPaBo
BefeHVs 06pa3oBaTeNibHON AeATeNbHOCTH, BblAaHHOM [enapTaMeHToM 06pa3oBaHus U Hayku ropoaa Mocksbl).

Ina Koro npegHasHayeH

PykoBoguTeneii cnyx6 [J0Y, pykoBoguTenen apxueos NpeanpuATHii U OpraHu3aLmnin pasfMyHbiX OpraHM3aLMOHHO-MPaBOBbLIX hopM,
COTPYZAHUKOB KaHLeNApuK, cekpeTapuaTa, obLmnx OTAeNI0B, CeKpeTapei, MOMOLLHUKOB PyKOBOAUTENEN, pethepeHTOB, NepPCOHaNbHbIX
acCUCTEHTOB, 0(1C-MeHeXepoB, AeNONPOn3BOAUTENEN, LOKYMEHTOBEAOB M apXMBapuycoB.

Lienb o6y4yeHus

. Msyqume ﬂ,eVICTByPOLLI,erO 3aKoHoAaTeNnbCTBa N HOpMaTUBHbIX MPaBOBbIX aKTOB B chepe AenonpounsBoacTBa U apXUBHOIo aena.

. CDO[.'JMI/IpOBaHMe KOMMeTeHun B o6nactu HOPMaTUBHOIO perynnpoBaHuna pa6OTbI C AOKYMEHTaMW.

o O3HaKOMMEeHMe c MeTo4aMn aHanmsa 1 oNTMMM3aLumn OCHOBHbIX AenonponsBoACTBEHHbIX onepaumﬁ.

. AKTyanmsame NMPaKTU4YECKNX HaBblKOB COCTaB1IEHNA N od)opMneva OCHOBHbIX BUAOB yrnpaBJ/IEHYE€CKNUX AOKYMEHTOB.

. VlsyquMe COBpPEMEHHDbIX NpaBui BeaeHnAa 0enoBon nepenncku.

. d)opMMposane NpaKTn4yeCKmnx HaBblKOB B o6bnactu TeKyLlero onepaTtnBHOro N apXmMBHOro XxpaHeHnUa AOKYMEHTOB.

o O3HaKOMEHME C MeTOoAaMM ONTUMM3ALMMN AOKyMeHTOO60pOTa.

. I'Ionyqume cBefeHun o COBPEMEHHbIX Tp96OBaHVIF|X K CUCTEeMaM 3NNEKTPOHHOIo ,EI,OKyMeHTOO60p0Ta N CUCTeMaM XpaHeHuna
ONEKTPOHHbIX AOKYMEHTOB.

. M3yqume npaBuJ1 NPUMEHEHNA 3NEKTPOHHbIX nognucen B QNNEKTPOHHOM ,D,OKyMEHTOO60pOTe.

Oco6eHHOCTM NporpaMmmsil
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Kypc cooTBeTcTBYyeT NnpodeccroHanbHbiM cTaHaapTaM «CrewLuanucT No opraHn3aunoHHOMY U JOKYMEHTaLUOHHOMY 06ecneyeHmto
ynpaBJieHusi opraHu3auuei» (permcTpaumoHHblil Homep 37509, yTBepXXAEHHbIN Npuka3oM MUHMCTEpCTBa TpyAa M CoLManbHOM 3alumThbl
P® ot 06.05.2018 N2 276H).

PesynbTaT 06y4yeHus

B pesynbTaTe 06y4eHUs1 y4aCTHUKU Kypca NpUobpeTyT npakTuyecKue HaBbIKK:

Peanusaumu HoOpMaTUBHbIX TPEGOBAHUI K OpraHU3aLmMu NPoLLecCcoB AOKYMEHTUPOBAHUSA U TEXHOOMMU 4eN0NPOU3BOACTEA.

o [JOKyMeHTUPOBaHUA yNpaB/IEHYECKON AeSTENbHOCTU U paboTbl C LOKYMEHTAMU CUCTEMbI OPraHN3aLUOHHO-PACcTopSAUTENBHOM
LOKYMeHTaLum.

OpraHusaumy 1 oNTUMMU3aLnK JOKYMEeHTO060poTa OpraH13aLmu.

OpraHu3auuu npuema, perucTpaummn U pacCMOTPEHUS JOKYMEHTOB.

OpraHu3aumy KOHTPOJISt UCMONTHEHUS! [JOKYMEHTOB.

OpraHu3aumu TeKyLLero onepaTMBHOrO XpaHEHUS! IOKYMEHTOB.

o Pa3paboTku 1 BefleHUs1 HOMEHKNATypbl Aen.

e MMoArOTOBKM AieN K apXMBHOMY XpaHEHMUIO.

o lpoBefeHNs1 3KCNePTU3bl LLEeHHOCTU JOKYMEHTOB, COCTaB/IeHUs ONUCEN AeN U aKTOB O BbIAENEHUN K YHUUTOXEHUIO [JOKYMEHTOB,
He NoAJIeXaLLMX apXUBHOMY XPaHEHW!HO.

Peanusaumu TUNoBbIX GYHKLMOHANbHBIX TPEGOBAHUI K CUCTEMe 3JIEKTPOHHOTO AoKyMeHToo6opoTa (CO/) U cucTeMe XxpaHeHus
3NEKTPOHHbIX JOKyMeHTOB (CX3[).

9TO MeponpuaTUe MOXHO 3aKa3aTb B KOpnopaTuBHoOM opmaTe (06y4eHne COTPYAHUKOB OfHOM KOMMaHuK).

OTAenbHble cEMUHapbl B paMKax Kypca

e COBpeMeHHble TEXHOIOMUM 3MEKTPOHHOI0 IOKYMEeHTo060poTa

e CreuuanucT apxmBa opraHusaLum

e ONeKTPOHHbIN apX1B opraHusaLmmn: cobnoaeHne TpeboBaHuit, NpaKkTUYECcKe BOnpochl OpraHn3aLunm U TeXHUYEeCcKoro
obecnevyeHus

YyacTvie BO3MOXKHO OTAE/NbHO B KaXXAOM CEMMHape.

[TporpamMmma oby4yeHus

AeHb-1.
HopmaTtuBHOe perynupoBaHue U-opraHusaLus CUICTEMbI 4eN0Npou3BoACTBa.

e CucTema 3aKoHoAaTeslbHbIX U-HOPMATUBHbIX NPaBOBbIX akTOB. Llenb BHeLHero perynupoBaHus-— o6ecnedynTb cobntoaeHune
JeNCTBYIOLLEro 3aKOHOAAaTENbCTBA, O6LLEroCyAapCTBEHHbIX HOPM U-NpaBu paboTbl C-AOKYMEHTaMMU.

e [MonHoMouus PocapxuBa B-0611aCTM HOPMaTUBHOIO PEryIMpoBaHns AeN0oNpoM3BOACTBA U-apXMBHOIO Aena.

CteneHb 06s13aTeNIbHOCTU U-NPo6eMbl BHeapeHust NpUMepHO MHCTPYKLUM MO-Ae/T0NPON3BOACTBY B-TOCYAapCTBEHHbIX OpPraHU3aLusx

(yTB. Nnpukasom Pocapxusa oT-11.04.2018 N2-44) u-lpaBnn AenonpovnsBoACTBa B-TOCYAapCTBEHHbIX OpraHax, opraHax MeCTHOro

camoynpasneHus (yTB. Nnpuka3omM Pocapxusa o1-22-mast 2019-r. N2-71). Oco6eHHOCTM NpUMEHeHUs 06LLLerocyAapCTBEHHbIX Tpe6oBaHNM

B-KOMMeEpYEeCKMNX OpraHusauusx.

e HaumoHanbHble cTaHaapTbl Poccuiickoin Gepepauum B-061acTv AOKYMEHTUPOBAHUS, ypaBfieHUss AOKYMEHTaMM1 U-paboThbl
C-9/1eEKTPOHHbIMM gokymeHTamu. Ctangaptbl FOCT P-UCO. basoebii ctaHgapT FOCT P-UCO 15489-1-— 2019. CemencTBO CTaHAapTOB
cepun FOCT P-MCO 30300.

e HopmaTuBHble JOKYMEHTbI B-06/1aCTV apXMBHOIO XpaHEHUs1 JOKYMEHTOB.

MpaBuna opopmieHnss LOKYMeHToB Ha-ocHoBe TOCT P-7.0.97-2016.

[enonpon3BoAcTBO KaK TexHonorus. MpuHLMNbI opraHM3aumm JOKyMeHToo60poTa.

o [pUHLMMbI OpraHM3aLmum LOKYMeHToo6opoTa. MoHATUE 0-LOKYMeHToo60poTe. MpaBuia opraHnsaumnm U-KpUTepumn oLieHKu. AHanus
JOKYMEHTO060pOTa, y4eT 06bEMa JLOKYMEHTOO60POTA, CNPaBKU U-CBOLKM 06-06bEMe AOKYMEHTONOTOKOB B-6YMaXKHOW W-311EeKTPOHHOM

dbopwme.
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Mpuém n-npesBapuTenbHas 06paboTka NOCTyNatoLWmMX OKYMEHTOB. MpUEM 3NeKTPOHHbIX LOKYMEHTOB U-COOBLLEHUIA.
MpeaBapuTenbHOE pacCCMOTPEHME NOCTYNALWMX JOKYMEHTOB, MOJIHOMOYMSI CEKPETAPs UM CNYX6bl fienonponsBoacTBa. Peructpauus
JOKYMeHTOB. [epeyeHb pernucTpupyemMbix -HEPErMCTPUPYEMbIX AOKYMEHTOB. HanpaBneHne JOKYMeHTOB Ha-McnonHeHue. Pa6oTa
UCMOSTHUTENEN C-KONMUAMU NOCTYNUBLUMX AOKYyMeHToB B-CO/.

e PaboTa ucrnonHuTenen c-BHyTpEHHUMM AOKYMEHTaMU. PernameHTauus npoueaypbl COrnacoBaHusl NPOEKTOB AOKYMEHTOB.
MapannenbHoe u-nocnepoBaTenbHOe cornacoBaHune. NMoHOMOYUS UCMONHUTENER n-pyKoBoanUTeNen noapasaeneHnn.

o KOHTPO/b UCNOJSTHEHUA AOKYMEHTOB M-MOPYyYEHUIA. TUNOBbIE N-UHAMBUAYaNbHbIE CPOKM UCTOSTHEHMUSA. [TOSIHOMOYMSA OTBETCTBEHHbIX
ncnonHutenei. KOHTpoAb UCNOMHUTENBCKON ANCUUMIIUHDI, CMPaBKU U-CBOAKM MO-CPOKaM, UCMONHUTENAM U-NoApasaeeHUsM.
dopmMupoBaHuWe nokasaTenein oLeHKN JeATENbHOCTU (OTUETDI).

e O6paboTKa U-perncTpaunsi oTnpaBnsieMbiX JOKYMEHTOB.

AeHb-2.

COBPeMeHHbIe Tpe6OBaHMﬂ K-ynpaB/ieH4eCKMM AOKYMEHTaM. Cuctema u-oacuctembl OpraHVI3aL|,VIOHHO-paCI10PiIAMTeJ1bHOi;I
AOKYMeHTaluu. CocTtaBneHue M-odJopmneHue oTAeNIbHbIX BUAOB AOKYMEHTOB.

e Cuctema JloKkasibHbIX HOPMATUBHbIX aKTOB OpraHnsauum B-061acT 4enonpov3BoACTBa.

ANroputM pa3paboTKu MHCTPYKLMK NO-Ae10Npon3BOACTBY Ha-OCHOBE MeToaNYECKUX peKOMeHAaL Mt No-pa3paboTKe MHCTPYKLMIA
Nno-AenonpousBoACTBY B-rocylapCTBEHHbIX OpraHax, opraHax MecTHOro camoynpaeseHus (yTB. NpukasomM Pocapxua oT-25-aekabps
2020 roga N2-199). NMpo6nemMbl CTPYKTYpbl U-06bEMaA JOKYMeHTa. YNpaB/ieHWe MHCTPYKLMe Kak JOKYMEHTOM, o6yyeHne
ucnonHuTenen. AKTyanuaauusi 4eNCTBYHOLWEN MHCTPYKLMU NO-AEN0NPOM3BOACTBY NPU BHEAPEHUUN 3/IEKTPOHHOMO AOKYMEHTOO60pOTa
Jpyrve opraHusaunoHHble AOKYMEHTbI. HasHauyeHne LOKYMEHTOB: MONOXEHWE, NPaBuNa, UHCTPYKLUNSA, PErNaMeHT.
PacnopsgutenbHble AOKYMEHTbI, U3faBaeMble Ha-OCHOBe eAnHOHayvanus. Mpukasbl MO-OCHOBHOW AeSATENbHOCTU U-NO-TMYHOMY
COCTaBY, pacnopsiXeHue, nopyyeHue (ykasaHue)-— Tunosoi Gopmynsip, ohopMeHne, CTPYKTypa TEKCTa, CPOK AeCTBUS, GopMbl
npeacTaBeHus.

PacnopsgutenbHble AOKYMEHTbI KOJIErnanbHbIX OpraHoB ynpasneHusi. [IpoToKos, MOCTaHOBIEHUE, peLleHne-— TpeboBaHUs
K-0(hopMIIeHUIO, CTPYKTYpa TEKCTa, CPOK AeNCTBUSA, HOPMbl NPeACTaBNEHUS.

CocTaBneHve n-ohpopMrieHne CrpaBoYHO-UHPOPMALIMOHHbBIX JOKYMEHTOB. AKT, CpaBKa, Clyxe6Has (foknafHas, 06bsiCHUTENbHas)
3anucka, 3asBnieHve-— TUNoBon GopMynsAp, PEKBU3UTbI, TPEGOBaHUS K-0DOPMJIEHUIO, CTPYKTYpa TeKCTa, POpMbl NMpeAcTaBeHus.
MoHATMe o-aenoBoii nepenucke. Knaccudurkauma BuaoB n-pasHoBuaHocTen nucem. ObLume npasuna ohopMIeHUsi PeKBUSUTOB
n-TpeboBaHnA K-CTPYKType TekcTa. Buabl 6naHkoB ans nuceM. bnaHku nnucem Kak anieMeHT dupmMeHHOro ctuns. naBHas GyHKLus
cny>xe6Horo nucbMa-— ycnewuHasi KOMMyHUKauus. CTpyKTypa TekcTa MMcbMa B-pamMKax yrnpaB/ieHYeCKUX KOMMYHUKaLuii. PeyeBble
(hbopMynbl BEXIIMBOCTM. 13bIKOBble OCOBGEHHOCTU CNYXEBHbIX MUCEM U-CIIOBA-— «METKU» KOHKPETHbIX Pa3HOBUAHOCTEN MUCEM.

e TpeboBaHMA K-CTUIIMCTUKE NTEKTPOHHbIX COO6LLEHMIA. [Tepenncka No-3NeKTPOHHOM NoYTe.

AeHb-3.

[loKyMeHTanbHbIi M-apXUBHbIiA GpoHAbI opraHn3aumu. HopmaTuBHbIe Tpe60BaHUS K-OPpraHM3aLm TEeKYLLLEro onepaTMBHOro U-apXUBHOIO
XpaHeHUs1 LOKYMEHTOB.

o PepepanbHbIf 3aKoH 0T-22.10.2004 N2-125-03 «O6-apxvBHOM aene B-Poccuiickon Gefepaumm». 06513aTeNIbHOCTb apXMBHOIO XpaHEHUS

[OKYMEHTOB B-Te4eHMe HOPMaTUBHbIX CPOKOB.

MoHATMA «AOKYMeHTanbHbIA HOHAY», «<apXMBHbIN HOHAY, «KaPXUBHbIA AOKYMEHT». OTBETCTBEHHOCTb 3a-OpraH13aLnio TeKyLLLero

ornepaTUBHOMO N-apXMBHOIO XpaHeHUs JOKYMeHTOB. OTBETCTBEHHOCTb 3a-0CYLLECTB/IEHNE TEKYLLEro XxpaHeHns n-obecneyeHms

COXpaHHOCTW. [1I0KyMeHTbl OpraH13aLn-— aKkTuB, UMetoLLUA LLeHHOCTb.

MpaBnna opraHn3aLumn XxpaHeHusl, KOMMNIEKTOBaHUS, yyeTa U-Mcnonb3oBaHnsa AOKYMeHToB ApxmBHoro ¢doHAaa Poccuiickon Pepepaumn

U-APYruX apXMBHbIX JOKYMEHTOB B-OpraHax rocyfapCTBEHHON BNacTW, OpraHax MeCTHOro CamMoynpaBfieHUs U-opraHnsauusx (yTs.

npukasoM Pocapue-31.07.2023 N2-77). MpoeKT HoBOW Bepcuu MNpaBus.

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

[enaTeNbHOCTM roCyfapCTBEHHbIX OPraHOB, OPraHoOB MECTHOro caMoyrnpaB/ieHUs N-opraHnsaLnii, c-ykasaHnem CpoKOB UX-XpaHeHUs

(yTB. Nnpukasom PocapxuBa 01-20.12.2019 N2-236 K-UHCTpYKUMS NO-€ro NpuMeHeHuto (YTB. Npukasom Pocapxusa 01-20.12.2019 N2-237).

CpoKM XxpaHeHUs [OKYMEHTOB B-OYMa)KHOW U-3N1eKTPOHHOM popme.

o [IpUHLMNbI, KPUTEPUM U-3TaNbl SKCNEPTU3bl LLEHHOCTN [OKYMeHTOB. Co3faHune aKCnepTHON KOMUCCUM opraHusauuu. NMpumepHoe
NosioXeHne 06-aKCNepTHOM KOMUCCUM opraHu3auuy (yTB. npukasomM Pocapxuea 01-11.04.2018 N2-43). OpraHusauus
N-AOKYMEHTMPOBaHMe paboTbl SKCNEPTHOW KOMUCCUN.

e Posib HOMeHKNaTypbl Aen B-cucTemMaTnsaummn AoKyMeHTabHOro GpoHaa. Tunbl n-BuAbl HOMeHKNaTyp gen. Metogmka

n-opraHv3saLoHHble NpoLeaypbl pa3paboTku U-BeAeHUss HOMEHKNATypbl Aen. [JonosiHeHne K-HOMeHKnaType aen. 3HadeHue

HOMEHKNaTypbl Aen A5 COCTaBNEHNs onucei AOKYMEHTOB. HoMeHKNaTypa Aen Kak KnaccupukaTop B-CUCTEME 3/1eKTPOHHOIO

LlOKyMeHTOoO60poTa.

ApXUBHbIA HOHA OpraHn3aunmn n-yctaHoBeHWE ero rpaHul. MonoxeHne 06-apxvBe MW NONOXKEHNE 06-aPXMBHOM XPaHEHWM

JIOKyMeHTOB. JJoKyMeHTbI hunnanos, NpeAcTaBUTENIbCTB U-OTAEEHNIA: UX-MECTO B-apXMBHOM (OHAE FOSIOBHO OpraHn3aLuum.

OTBETCTBEHHOCTb 3a-apXMBHOE XpaHeHWe JOKYMEHTOB.

KoHTposb 3a-CO6N0AEHMEM CPOKOB XpPaHeHUs n-o6ecnevyeHnemM COXpaHHOCTU JOKYMEHTOB. [TOTHOMOYMS YNIOSTHOMOYEHHbIX apXUBHbIX

opraHoB. AMUHUCTPaTUBHAsA OTBETCTBEHHOCTb 3a-HECOONIOAEHNE CPOKOB XPaHEHNS.

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

OCHaLLLeHMIo apxvBa. TpeboBaHUs K-peXXMMaM XpaHeH st JOKYMEHTOB. JKCNepTU3a NpUrogHOCTU NOMeELLEHUS AN1A Pa3MeLLeHUsl B-HEM

apxvBa. 0630p COBPeMeHHOro 060pyA0BaHNA AJ1A OCHALLLEHUS apXUBHbIX MOMELLLEHMIA, 06PaboTKN U-XpaHEHWNS @aPXMBHbIX [JOKYMEHTOB.
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e CucTeMa YYETHbIX JJOKYMEHTOB apxuBa. CocTaB OCHOBHbIX (06513aTeNIbHbIX) U-BCMOMOraTeNbHbIX yYeTHbIX JOKYMeHTOB. [leno ¢hoHaa.
Buabl onuceit fen. MeToanKa COCTaBNEHNUS ONUCEN AeN 3NeKTPOHHbIX OKYMEHTOB.

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

e [NopsAzOK NOArOTOBKM AeN ANsi nepefayn B-apxuB (Ha-apxmBHoe xpaHeHue). paduk npuéma-nepeaaun. ApXMBHO-TEXHUYECKas
06paboTKa, cCocTaB/eHne BHYTPeHHUX onucer gen. OhopmneHmne 06510XeK gen NoCTOAHHOMo, BpeMEHHOTo (CBbiwe 10-1€eT) cpokoB
XpaHeHUs U-fen No-NIMYHOMY COCTaBy.

o OnucK paen CTPYKTYPHbIX NoApa3faeneHuii U-NpoeKTbl akTOB O-BblAENEHUN K-YHUUTOXEHWIO AOKYMEHTOB, HE-MoA/1eXallux apxXMBHOMY
XpaHeHuto. FoaoBble pasgesnbl CBOAHbIX OMUCEN U-CBOAHbIE aKTbl.

¢ Mcnonb3oBaHune apxMBHbIX JOKYMEHTOB B-ynpaB/ieHYeCKON JeATENbHOCTU U-B-LIeIAX 3alMUTbl coLManbHbIX Npae rpaxgaH. Mopsgok
BblZla4yM apXMBHbIX AOKYMEHTOB M0-3anpocaM YrnoJIHOMOYEHHbIX rOCYLapCTBEHHbIX OPraHOB U-KOHTPOJIb 3a-UX-BO3BPATOM.

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

o OpraHusauus apxmBa Hay4YHO-TEXHUYECKOW AOKYMeHTauuu. [paBuna opraHmsaumm XxpaHeHns, KOMMIEKTOBaHWS, y4eTa
M-MCMNONb30BaHNA HaYYHO-TEXHUYECKOM AOKYMEHTaLMM B-opraHax rocyjapCTBEHHON BAacTH, opraHax MeCTHOro camMoynpaBeHus,
rocyZlapCTBEeHHbIX U-MYHULMMNANbHbIX OpraHu3auusx (yTB. npukasom defiepanbHOro apxuBHOro areHTcTea o1-09.12.2020 N2-155,
3apeructp. MuHtoctoM Poccuu-12.03.2021 N2-62735): xapaKTepUCTKa HOPMATUBHOIO NpaBoOBOro akta. OCHOBHbIE MOMOXEHWS.

o JJIEKTPOHHbI apXMB Hay4YHO-TEXHUYECKOMN AoKyMeHTaummn (HT/) Kak YyacTb KOpropaTUBHOW MHPOpMaLMoHHo cucTembl (KUC).
OCO6EHHOCTH 3/1EKTPOHHOIO apxuBa HT/[,. BsaumogencTeue cnyxobl 4ENONPOM3BOACTBA, apxuBa n-cnyxxéol HT /.

OeHb4.
ONeKTPOHHbIV apXUB OpraHu3aLmn: cobnopeHne TpeboBaHUi, NPaKTUYECKUe BONPOChl OpraHM3aLum U-TeXHUYECKOro obecneyeHus.

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

o Tpe6oBaHUS K-apXMBHOMY XpaHeHuto 9. OyHKLMOHaNbHble TPEGOBaHUS K-cCUcTeMaM XpaHeHust 3. AyTEHTUYHOCTb, AOCTOBEPHOCTb,
LieNIOCTHOCTb, NPUrOAHOCTb AJ151 UCMONIb30BaHUA-O 1 TEXHOMOMMM 3almTbl; TEXHOIOTMN 06ecrneyeHuns LONroBpeMEHHOWM
coxpaHHocTu-3[; noaaep>Kka MUrpaLMm n-koHeepTauuy; GopmaTbl XpaHeHus:.

e CTaHAapThbl, pyKOBOACTBA U-MeToauYeckue pekoMeHaunm. OCO6eHHOCTM IKCNEPTU3bI LIEHHOCTM 31eKTPOHHbIX JOKYMEHTOB.
YHUUTOXEHMNE 3NTEKTPOHHbIX JOKYMEHTOB.

o [loaxoAbl K-OpraHM3aumm apXMBHOIo XpaHeHUs 3NEKTPOHHbIX JOKYMEHTOB.

TexHonoruu co3pgaHus 3NeKTPOHHOIr0 apXuBa U-3/IEKTPOHHOIO XpPaHEHUS AOKYMEHTOB.

o Ouudposka 6ymaxkHoro apxuBa. Llenecoo6pasHocTb U-nepcrneKkTuBbl OLUGPOBKU. INEKTPOHHbIN Ay6MKaT apXMBHOFO AOKYMEHTA.
KoHBepTauua JOKYMEHTOB. NeKTPOHHble Ay6nKaTbl JOKYMEHTOB Ha-6yMaXHOM HocuTene. MepeBoj JOKYMEHTOB B-3/IEKTPOHHYHO
topMy (ckaHVMpoBaHWe, pacno3HaBaHue, uaeHTUdKKaumMs U-mapkupoBka). MpugaHue ropuanyeckor saHaumumMocTm 3.

o OpraHusauus npouecca nepegayn oundpoBaHHbIX JOKYMEHTOB.

o XpaHeHune oundpoBaHHbIX JOKYMEHTOB Ha-GU3NYECKN 060COBNEHHBIX HOCUTENAX 3anncy, B-CocTaBe MUHPOPMALIMOHHOM CUCTEMDI
3NEKTPOHHOr0 apxuBa.

e YCnyru «apxuBHOro» aytcopcuHra. Micnonb3oBaHue «061a4yHbIX» TEXHOMOTUA.

JAeHb-5.
MocTpoeHune 3NMeKTPOHHOro fOKYMEHTO060poTa.

e KpaTkunit KOMMEHTapuit U3MeHeHU B-3aKOHOAaTe bHbIX U-APYrMX HOPMaTUBHO-— MPaBOBbIX aKkTax, perynupyowmx 340 n-apxusHoe
XpaHeHue.

e 3akoHopaTenbHas 6a3a, pernaMeHTUpYoLas UCNoJib30BaHUe 3IEKTPOHHON NOAMUCH.

o QepepanbHbIit 3akoH No-63 «06-371eKTPOHHON NOAMUCU»: NPAKTUKA MPUMEHEHUSI U-aHaNU3 NPoBeM.

o /I3meHeHus B-3akoH No-63-03. epepanbHble 3aKoHbl 0T-8-ntoHs 2020-r. No-166-03 n-01-2-utona 2021-r. No-359-03.

e [lpaBoBas 6a3a paboTbl yAOCTOBEPSAIOMNX LLEHTPOB U-NPUMEHEHUSI MTPOCTON U-yCUNEHHbIX-II, NPUMeHeHVe yCUNeHHoM
KBanU@ULMpPOBaHHON 3NeKTPOHHON NoANUCHU.

o QepepanbHbIi 3aKoH 0T-27.12.2019-No 476-03 «O-BHeceHMn naMeHeHun B-PeaepanbHblii 3aKoH «06-351eKTPOHHON noanucu» u-cT.1-e3
«O-3aLWunTe NpaB PUANYECKUX JTUL U-MHANBUAYANbHbBIX NPeAnpUHUMAaTENEN NpY OCYLLECTBNEHUW FOCYJapCTBEHHOIrO KOHTPOA
(Hap3opa) U-MyHULMNanbHOrO KOHTPONS».

o CoBepLUeHCTBOBaHWEe 3aKOHOAATENbCTBA, PErfiaMeHTUpyoLLero ncnonb3osaHune 3M. NMnaHnpyemble nsmeHeHus B-3akoH No-63-03
«06-3/1eKTPOHHON MNOANUCU».

o [MpaBuna KOHBepPTALMUN 3NTEKTPOHHbBIX OKYMEHTOB, a-TaKXXe NOPsiioK UX-XPaHEHUSI U-CO3AaHNA 3NIEKTPOHHbIX U-MaTepuanbHbIX
Ay6nmkatoB 3akoHonpoekT No-1173189-7 «O-BHeceHUn nsmeHeHui B-OefiepanbHblil 3akoH ,06-nHbopmaLmm, MHGOPMaLMOHHbIX
TEXHOMOrMsX M-0-3aLLuTe UHbopMaL K" N-0TAENbHbIE 3aKOHOZATENbHbIe aKTbl»). «KOHLeNnLmMst 31eKTPOHHOMO JOKYMEHTOO60poTa
B-XO3ANCTBEHHOW AeATEeNbHOCTU» U-MNaH MeponpuaATMiA No-eé-peannsaunm, yTe. NpaBnuTenbCTBEHHON KOMUCCUM NO-LUPPOBOMY
pasBUTUIO, UICMOJIb3OBAHUIO MHPOPMALIMOHHbIX TEXHONIOTUIA AN1A YNYULLEHUA KayeCTBa XXU3HU N-YCNOBUI BeAeHNA
npeanpuHUMaTeNbCKoN feATenbHOCTU (MPOTOKON NpesnauyMa o1-25.12.2020-No 34).C3/[], kaK MHCTPYMEHT yrnpaB/ieHUs LOKYMEHTaMMU.
9NeKTPOHHbIE AOKYMEHTbI B-LeNIOBOV [EATE/IbHOCTU.

CTtpaHuua: 4 s 6



Tpe60oBaHUA K-CUCTEMAM 3/IEKTPOHHOIO JLOKYMEHTO060pPOTa M-CUCTEMAM XPaHEHUS! INTEKTPOHHBIX fJOKYMEHTOB B-apXuBax
rocyfapcTBeHHbIX opraHoB (yTB. npuka3omM PocapxuBa o1-31-utons 2023-r. N-77). GyHkuMoHanbHble Tpe6oBaHus k-C3/[,. CoBpemMeHHas
oueHka 3 GeKTUBHOCTU NPUMEHEHMUS.

KpuTepumn Bbi6opa cUCTEMbI 3/IEKTPOHHOIO JOKYMEHTO060pOTa U-CUCTEM XPAHEHMNS 3NEKTPOHHBIX LOKYMEHTOB («3/IEKTPOHHbIN
apxuB»). [locTonHcTBa U-creluduka pasnnyHoro nporpaMMHoro o6ecnevyeHusi. CoBpeMeHHasi pakTuka n-oueHka kayectsa C3/.
O6ocHoBaHWe Bblibopa onTuManbHoro BapuaHTa C3/. AHanus pbiHka C3[], u-npeanioXeHunii BEHAEPOB No-peanusaunm Tpe6oBaHui
6u3Hec-osib3oBaTenen.

HoBblie TexHOI0rMn BNIPUMEHEHNU CUCTEM 3JIEKTPOHHOIO AOKYMEHTO060poTa Ha-npeanpuaTun. MNpobnembl HTerpaumm C3,
B-MHQOPMaLMOHHOE MPOCTPaHCTBO KoMMNaHuu. CoBpemeHHoe BuaeHne KUC. Cnocobbl U-HIOAHChl MHTErpaLMmn pasnyHbiX MPUTOXEHUN
B-paMKax Bbl6paHHoi C3[0. MeToauKa n-npakTUYecKne peKkoMeHAaLmm No-BbiABIEHUIO NyYLLUX /51 CBOEW KOMMNaHUW BapuaHTos C3/.

MeTtoauka BHegpenusa C3/1. Ponb cny)x6bi fenonpousBoacTBa B-peann3aulum npoekTa no-BHeapeHunio CI/[]. PaspaboTka nokanbHbIX
HOpPMaTMBHbIX aKTOB U-METOANYECKNX SOKYMEHTOB MO-AOKYMEHTALMOHHOMY 06ecreyeHuto yNpaBieHusi opraHu3auum B-06nactu
3N1eKTPOHHOI0 JOKYMEHTO06pOTa.

WHdopMaLmoHHas 6e30MacHOCTb B-CUCTEME 3/IEKTPOHHOIO JOKYMeHTo060poTa opraHuM3auumu. O6ecneyeHme KOHhUAEHLMANbHOCTY,
OOCTYMHOCTU U-LLleNOCTHOCTU AO0KYMeHTOB B-CO/,. 3alimTa nepcoHanbHbIX AaHHbIX B-COOTBETCTBMMU C-P3 N2-152.

MpakTuyeckne BONpocbl BHEAPEHUS INEKTPOHHOIO JOKYMEHTOO60pOTa B-OpraHu3aLMn. AHanns nyynx NpakTUK POCCUNCKUX
KOMMaHuit no-adpdekTUBHOMY BHeApPeHUto u-akcnnyatauum C3[, CY[, (cuctembl ynpaeneHust okymeHTamu) n-KUC (kopnopaTueHom
MHbOPMaLIMOHHOM CUCTEMDI).

[lpenogaBaTtenu

KAPIbIYEBA EneHa BayecnaBoBHa

KaHguaaT ncTopuyeckux Hayk, AoLeHT Kadeapbl «MHbOpMaLMOHHbIE TEXHOMOMMU B KOPUAMYECKONR AeATeNIbHOCTM U JOKYMEHTaLMOHHOe
o6ecneyeHne ynpasneHus» OpUANYECKOro MHCTUTYTa Poccuitckoro yHMBepcuTeTa TpaHenopTa.

CABWH Bsa4yecnas Bnagnmuposuy

JKCnepT, NPaKTUK -pa3paboTumK B-061acTh 3/IEKTPOHHOMO OKYMEHTOO60pOoTa. [NaBHbIA aHaIMTUK CUCTEM 3NIEKTPOHHOIO
nokyMeHToo6opoTa MAO MarHut. Takxe aBnsinca pykosoautenem LieHtpa passutusa 103340 B-000 «PocCenbxo3bank-UHTEX, oTaena
aHaNUTUKN M-UT-NPOEKTOB B-KPYMHbIX KOMNaHusax-— «CepBroHNKa» (BxoauT B-TK-«AiiTeko»), OAO 3apy6exHedTb, 000 JTYKONN-
UHbopm.

AKTVUBHO NpuHMMan yyactue B pabote Accounauum «PaspaboTunku u Onepatopbl CUcTeM INeKTPOHHbIX Ycnyr» (POC3Y) Ha npaBax
NOCTOSIHHOI O YfleHa: yyacTue B pa3paboTke cTaHAapTa poyMuHra onepaTtopoB 310, NpoekToB 3akoHoAaTesbHbIX akToB B chepe 103
310, aneKTPOHHbIX Nognucen.

MBAHOBA Jlapunca AHaTonbeBHa

9KCNepT-NPaKTUK ¢ 25-N1eTHUM OMbITOM NpenofaBaTeNnbCKon U aAMUHUCTPATUBHO-YNPaBEHYECKON paboTbl B KPYMHbIX KOMMEPYECKUX U1
roCyAapCTBeHHbIX CTPYKTypax, BEAYLLMIA SKCNEePT No AOKYMEHTO060poTy hUpMbl «1C».

HNOPOHWHA Jlapuca AnekceeBHa

KaHampaTt aKOHOMUYeCKMX Hayk, AOLEHT Kadefpbl rocyAapCTBEHHOrO ynpaBieHus u kaaposon nonntuku MIYY lMNpasuTtenbctea
MockBbl, aBTOP y4ebHbIX MOCO6MIA MO JOKYMEHTOBELEHNIO, IKCTNepT HauunoHanbHoM accoumannm obUCHbIX CNeLManncToB 1
aAMUHUCTPaTUBHbIX paboTHMKOB npu MpesnaeHTe Poccuitckon eaepavmm, copaspaboTymk NpoheccmoHanbHbiX CTaHAapToB.

Cdepa npodeccrmoHanbHbIX UHTEPECOB:

MpodeccnmoHanbHble KOMNETEHLMU: ONTUMMU3aLMSA BU3HEC-NPOLLECCOB NPeAnNpPUsaTUS], paspaboTka HOPMAaTMBHbIX MaTepuanos no
[OKYMEHTUPOBaHUIO yNpaBieHYeCKol AesiTeNbHOCTH, ayAUT KafpoBOro Aenonpou3BoACTBa, KOHCYbTUPOBaHME Mo BbIGOPY
NporpaMMHOro nNpoAykTa no asTomMaTusaunm 4enonponsBoACTBEHHbIX MPoLEeccoB. YyacTBoBasna B NpoekTax no aBTomaTmsawumm
[OoKyMeHToo60poTa koMnanum IKT, IBS, BecTb MeTa-TexHo0MMM.

O6pasoBaHue:
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http://www.fcaudit.ru/training/teachers/karpycheva-elena-vyacheslavovna/
http://www.fcaudit.ru/training/teachers/savin-vyacheslav-vladimirovich/
http://www.fcaudit.ru/training/teachers/ivanova-larisa-anatolevna/
http://www.fcaudit.ru/training/teachers/doronina-larisa-alekseevna/

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.
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