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9P PpekTUBHOE A10NPON3BOACTBO U OpraHmn3aums
JOKYMEHTO060pOTa Ha rocyJapCTBEHHOM rpakjaHCKoM
(MyHUUMNanbHOW) cnyx6e

Ha kypce paccmaTpuBatoTCs COBpEMEHHbIE TEXHONIOMMU PaboThbl C yNpaBieHYeCKON fOKYMEHTaLMeN B OpraHax rocyaapcTBeHHOwM
M MyHMLUMMaNbHOM BNacTU C y4€TOM HOBaL M 3aKOHOA4aTeNbCTBa.

Jata npoBepeHusn: OTKpbiTas gata

Bup o6yuyeHus: Kypc noBbilleHust KBanudukalmm

dopmart obyueHusn: OHnalH-TpaHCAALUS

Cpok obyueHus: 4 fHs

MpopomkuTenbHocTb o6yyeHus: 324aca

JAins y4yacTHMKOB nNpeflyCMOTpeHo: MeToauyeckui matepmarn.

[IOKYMEHT Nno oKOHYaHuM o6yyeHuns: o nToram obyyeHus cnyliaTenu, yCnewHo npoLeaLine UTOroByo aTTeCTaLuIo No NporpaMme
06y4eHus, MoslyyatoT Y 40CTOBEpEHME O NOBbIWEHUN KBanudukaumm B o6bemMe 32 4acoB (B COOTBETCTBUM C NIULIEH3UEN Ha NPaBo
BefeHVs 06pa3oBaTesibHON AeATeNbHOCTH, BblAaHHOM [enapTaMeHToM 06pa3oBaHus U Hayku ropoaa Mocksbl).

Ina Koro npegHasHayeH

PyKOBOﬂ,VITeJ'IeIZ ncneynanucToB Cﬂy)K6 AOKYMEHTaUUOHHOIro obecneyeHuns ynpaBneHus, nenonpomssonmeneﬁ, apxuBapuycos,
crneynanmncToB NO KOHTPOJIKO UCMOJTHEHUA nopyquMVl opraHos FOCy,D,apCTBeHHOVI B/NacTu U MECTHOIo camMoynpaB/ieHUA.

PesynbTaT 06y4yeHus

B pe3ynbTaTte 06y'~IeHMﬂ Ha Kypce chnywaTtenu:

e M3yyar ,D,eVICTByPOLLI,ee 3aKOHO4aTeNnbCTBO MU HOPpMaTUBHbIE NMpaBOBbl€ aKTbl B ccbepe AenonpounseBoacTtea U apXmBHOIo gena B
opraHax FOC)/p,apCTBeHHOVI BNacTtu n MeCTHOIro camoynpasJieHusd, npasuiia JOKYMEHTUpPpOBaHNA U opraHnsaumnmn pa6OTbI C
AOKYMeHTaMW, HOpMbI 1 NpaBwWia BegeHNA AeNonpons3BoacTBa Nno NMCbMEHHbIM U YCTHbIM O6paLIJ,eHVIF|M rpaxkaaH.

. CMOFyT co3paBaTb opraHn3aunoHHO-pacnopAaAanuTeNnbHYO AOKYMEHTaLUNo B COOTBETCTBUNU C JJ,eVICTBy}OLIJ,VIM 3aKOHO4aTe/IbCTBOM,
OCYyLeCTBNATb 06p860TKy I'IOCTynaIOu.teﬁ, BHyTpeHHel‘/'I n OTI'IpaBﬂﬂeMOVI AOKyMeHTauuu, B TOM 4ucne c npuMeHeHnemM cucTem
ANEKTPOHHOIro ,U,OKyMeHTOOéOpOTa N NpuMeHeHnemM COBpEMEHHDbIX VIHdJOpMaLl,VIOHHbIX TEXHONOMMM.

. yCOBepLI.IeHCTBy}OT NnpakTn4yeckmne HaBblkKU COCTaB/1€EHNA U Od)OpMJ'IEHVIFl OCHOBHbIX BUAOB ynpaBJieH4Y€CKUX OKYMEHTOB; HaBblKU
AeNoBOro CTuna NnUCbMa Npu noaAroToBke AOKYMEHTOB U B cny»(e6H0|7| nepenucke; HaBblkKN opraHn3auuun Tekyuiero
onepaTtuBHOIO XpaHeHUA AOKYMEHTOB, pa3pa60TKM 1 BeAeHUA HOMEeHKNaTypbl Aen, noArotoBkn Aes1 K apXMBHOMY XpaHEeHUHo.

3TO MeponpuATMe MOXHO 3aKa3aTb B KOpMopaTMBHOM opmaTe (06y4eHne COTPYAHUKOB OGHOM KOMMNaHuu).

[TporpamMma 06y4YeHus

AeHb 1.
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3aKoHopaTenbHOe N-HOPMaTUBHO-METOANYECKOE peryupoBaHue AenonpoM3BoAcTBa.-3aKoHOAaTe bHble akTbl. HopmaTuBHbIe
[OKyMeHTbI. ocypapcTBeHHbIe n-oTpacneBble cTaHAapTbl. MeToguyeckme pekomeHgaumm Pocapxuea. Beegenne NOCT P-UCO 15489-1-
2019 «HauuoHanbHbIn ctaHaapT PO. Cuctema ctaHfapToB no-MHbopmMaLuuu, GU6NMoTed4HoOMy U-nsgatenbckoMy aeny. MHbopmauumsa
N-AOKYMeHTauus. YnpasneHve fokymeHTamu. Yactb-1. MoHATUA n-npuHumnnbl». TpeboBaHus FOCT K-3NEKTPOHHbIM LOKYMEHTaM.

OpraHu3auus cnyx6 JOKyMeHTaLNOHHOro o6ecrneyeHus ynpaeneHus (nenonpouseoacTea).41paBoBoi CTaTyC U-OpraHu3auus paboThbl
cnyx6 0Y B-annapate ynpaBrieHusi. PasgeneHune Tpya Mexay nogpasaeneHnsaMm n-ucnofHutTensaMu. Tunosas AONXHOCTHas
MHCTPYKUMUS.

TexHoONorun AOKyMeHTaLMOHHOro o6ecneyeHus ynpaeneHus.-O6LLve NpUMHLMIbI OpraHM3aLmm JOKyMEeHTO060pOTa, UX-peanv3aums
B-AeMCTBYIOLLMX rOCYAapPCTBEHHbIX HOPMATUBHbIX JOKYMEHTax. ATanbl JoKyMeHToo6opoTa. CTpyKTypa 1-o6Lasi XapakTepucTuka
JLOKYMEHTOMNOTOKOB. O6bEM JOKYMEHTOO60POTA YUpPEXAEHUS. YUET KONIMUECTBA, PErncTpaums JOKYMEHTOB.

JloKyMeHTUpOBaHue AeATeNIbHOCTU OpraHOB BNacTu.-OpurMHanbHOCTb, MOA/MHHOCTb, KOMUAHOCTb AOKYMEHTA. NEKTPOHHbIV OKYMEHT.
Knaccudmkauma gokymeHTtoB. FOCT P-7.0.97-2016 «CUBU[. OpraHu3aLmoHHo-pacnopaanTenbHas JoKyMeHTaums. Tpe6oBaHus
K-0(pOPMNEHNIO [OKYMEHTOBY.

JOeHb 2.

OdopmneHne fOKyMeHTOB.- pynnbl peKBM3UTOB JoKyMeHTa. CocTaB U-0hopMIIEHNE PEKBU3NTOB, 06ECTIEYNBAIOLLMX FOPUAUYECKYIO CUY
LlOKyMeHTa. Pas6op TUNUYHbIX OWMB0K Npy opopMieHnn o6sizaTesNlbHbIX PEKBU3UTOB AOKYMeHTa. MpakTuyeckas pa6oTa
Nno-0(hOpMEHNIO PEKBU3UTOB Pas/IUYHbIX BUAOB JOKYMEHTOB.

OCO06eHHOCTHN COCTaBNEeHNs OTAENbHbIX BUAOB JlOKYMEHTOB,-06pasyIoLLMXCS B-FOCY4apCTBEHHOM YNPaBEHUN U-TOCY[apCTBEHHOW
rpaxgaHckon cnyx6e. OhpopMneHne opraHM3aLMOHHO-NPaBOBbIX JOKYMEHTOB. Tpe6oBaHusA K-61aHKaM. f13bIKoBble 0CO6EHHOCTH
JLOKYMEHTOB: 0bULManbHO-LeN0BOM CTUIb. TUMMYHbIE OWIMEKMN B-A3bIKE U-CTUE AOKYMEHTOB. PefakTUpoBaHue TEKCTOB.

[loKyMeHTupoBaHMe paboTbl KosinernanbHbIX opraHoB.-0Co6eHHOCTY BefeHunsa u-ohopmieHns NpoTokona. MopsaoK NoAroTOBKY
NpaBoBbIX aKTOB, 0hOPMIIEHNA pacnopAANTENbHbIX AOKYMEHTOB. PeKoMeHAaLum No-cocTaB/IeHMIo TeKCTOB NPaBoBbIX akKTOB
(nocTaHOBNEHUI, pacnopsXKEHWIA, MPUKA30B).

OpraHu3aLusi KOHTPOJSA UCMOJTHEHUS LOKYMEHTOB U-TopyYeHuid.-Tpe6oBaHus, NpaBoBble aKTbl, CPOKU. MeTofbl. ABTOMaTH3auus
npouecca. KOHTPOsb UCNOIHEHUS NOPYYeHWit rnaB cy6bekTa PO. KOHTPOIb UCNOMHEHUS 3aNpOCOB M-06palLeHnii AenyTaToB
locypapcTBeHHON yMbl-P®, ynofmHOMOYEHHbIX 1L (No-NpaBaM YyenoBeka, pe6eHka U-T.4.), AenyTaToB OpPraHoB 3aKOHOAATENIbHOM
BNacTu cy6bekTa PO. KOHTpOsb UCMOMHEHWS 3anNpOCoB NpoKypaTypbl. OTBETCTBEHHOCTb 3a-HECBOEBPEMEHHYIO MOArOTOBKY OTBETOB.

OeHb 3.

Pa6oTa rocyfapCTBeHHbIX OPraHOB C 06paLL,eHMsIMU rpaXkaaH. MopsaoK pacCMOTPeHUs MUCbMEHHbIX 06paLLeHni rpaXkaaH,
3aKoHOJaTeNlbHO-HOPMaTMBHbIe aKTbl. TeXHONOrMmn paboTbl C o6paLleHUAMU rpaxaaH. TpeboBaHUA K COAep)KaHUIO OTBETOB Ha
o6palleHus rpaxkaaH. EauHbIN feHb npuemMa rpaxgaH. Oco6eHHOCTU Aenonpon3BOACTBa U MOPsAA0K paboTbl Ha nopTane CCTY.P®.

AneKTPOHHbI AOKYMEHTO060pOT— HEO6X0AMMOE YCNOBUE peaiu3aLn rocyAapCTBEHHbIX NPOrpaMMm.-3N1eKTPOHHasA NOANNUCH
n-ee-ICnonb3oBaHne B-A0KYMEHTO060pOTe opraHu3aunun. PaspaboTka JIHA opraHu3auum gnsi paboTbl C-3/1eKTPOHHBIMU JOKYMEHTaMMU.
ONeKTPOHHbIEe WabIoHbl JOKYMEHTOB. CodeTaHne 3/1IeEKTPOHHOTO U-6YMaXKHOro JOKYMeHTO060poTa. MNpakTUYeCcKuii onbIT opraHnsaLum
[LOKYMEHTaLMOHHOro o6ecrneyeHmns B-opraHax rocyfapCTBEHHOM BacTu. MHbOpMaLMOHHbIA 06MeH B-paMKax ELUHON cucTeMbl
MeXXBE,OMCTBEHHOO 3/1IEKTPOHHOI0 B3anMoaeincTens. OCO6eHHOCTU JOKYMeHToo60poTa B-pamkax OIrUC «EanHaa nHbopmMaLMoHHas
cucTeMa ynpaBneHus Kaf[poBbiM COCTaBOM rOCYAapCTBEHHOM rpaXAaHCKoM Ciyx6bl PO».

[eHb 4.

OpraHu3auus XpaHeHUs JOKYMEHTOB n-obecneyeHne NX-coxpaHHocTU.-lIpaBuia ohopMeHNs, CoriacoBaHns U-yTBEPXKAEHNSA
HOMeHKnaTypbl fefnl. CpoKM XxpaHeHust LOKYMeHTOB. Pa6oTa c-HoMeHKknaTypoi gen B-ycnosusx C3/.

XpaHeHMe AOKYMEHTOB u-gen ediepuon MCHOHHeHMﬂ.—XpaHeHMe AOKYMEHTOB B-CTPYKTYPHbIX noApasaesieHnAxX yuypexxkaeHus.
OTBETCTBEHHOCTb 3a-COXPAHHOCTb AOOKYMEHTOB. Mopsaok Bbigavn OOKYMEHTOB BO-Bpe€MEHHOe NnoJjib3oBaHue.

MoproToeka u-epegayva Aen B-apxme yupexxaeHus.-Y Hudvkaumsa TpeboBaHui K-genam, caaBsaeMbiM B-apxuB. MNpukas 01-20.12.2019-T.
N-236 «O6-yTBEPXKAEHUN NEPEYHSI TUMOBbIX YNpaBleHYECKNX apXUBHbIX JOKYMEHTOB...». OCHOBHble Tpe6oBaHuWs K-GOPMUPOBaHUIO Aerl.
OdopMeHne 0610XKU Aen NOCTOSAHHOIO U-BPEMEHHOI0 XpaHeHusi. OcopMsieHMe onucK Aen CTPYKTYpHOro nogpasaenexus. EguHbie
Tpe60oBaHUS K-XpaHEHWUIO AOKYMEHTOB B-LeJIONPON3BOACTBE U-B-apXMBe.

Pa3paboTka TeXHUYeCKOro 3aflaH1s NPoeKTa KOHTPaKTa Ha-apXuBHble ycnyru.-NopaaoK NoAroTOBKU AOKYMEHTOB, pa3paboTKu
KpUTEPMEB OLIEHKMN 3aABOK YHaCTHNKOB OTKPbITOro KOHKypCa Ha-3aKyrnKy apXuBHbIX ycnyr. Oco6eHHOCTU paboTbl 3aKkasunka
C-MCNOJTHWUTENIEM apXMBHbIX YCIYT NPU KOHTPOJIe U-NpUueme yCnyr.

[lpenogaBaTenu
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'PUTOPBLEBA Onbra BnagnmunpoBHa

JKcnepT B 06/1aCTM pa3paboTKM 3N1EKTPOHHbIX KYPCOB M OpraH13aummn AUCTaHUMOHHOro o6ydeHns Ha nporpammax AM0.
MpaKTWKYIOLLMIA FOPUCT, CreumanucT no TpyAOBOMY NpaBy U BEAEHUIO AeNTONPOM3BOACTEA, C OMNbITOM roCyAapCTBEHHOMN CYX6bl U
NpoBefeHNs MPOBEPOK HOPUANYECKUX UL,

9KcnepT no 3akoHofaTenbeTBy B chepe 06pa3oBaHus, y4acTBYOLWMIA B OpraHn3aLmmn y4ebHoro npowecca, B TOM Yncne B 061actu
3/1IEKTPOHHOI O 0BYyYeHHs.

MMeeT onbIT NpoBeAeHNA NEKLUMIA U MPaKTUYECKUX 3aHATUI No HanpaBneHusam «06ydyeHne nepcoHanar, «06pasoBaTesnibHas opraHvsaums
OMNO0».

KAPHAYXOB AnekcaHap Muxannosud

KaHamnaaTt TeXHUYeCKMX Hayk, foLeHT Kadenpbl MHDOPMATUKK M KOMMbIOTEPHBIX TEXHONOMMI FopHOro yHuBepcuteTa (CMIY), akcnepT no
BHEAPEHNIO CUCTEM 3/IEKTPOHHOIO AOKYMeHToo6opoTa (C3/).

MPEMOLOABATEJIb
CneuuanucTbl LieHTpanbHoro MocypgapcTBeHHOro apxusa CaHkT-lMeTepbypra.
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