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[oBbiweHne 3hHEeKTUBHOCTU PabOoTbl C1yXKOb!
JOKYMEHTaLNOHHOro obecneyeHms ynpaBneHus

Cnywartenu nporpaMMbl Nosy4aT He ToNbKo 0630p HOPMATUBHON AOKYMEHTaLMK, HO U MoAPO6HO pa3bepyT BCe acnekTbl paboThbl
cnyx6bl JOKYMEHTaLMOHHOrO obecriedeHus. HayyaTca paspabaTbiBaTh JIOKa/IbHblE HOPMATUBHbIE aKTbl M PerfiaMeHTbl KOMMNaHuy,
LOKYMEHTbI pasfiMyHOro XxapakTepa, NoslyyaT HaBbIKWM apXMBHOIO ieNa U Y3HAtOT 06 0COBEHHOCTAX 3/IEKTPOHHOMO
JIOKYMEHTO060pOTa U apXUBUPOBaHWS.

[ara npoeegenus: 10 - 13 Hos6psa 2026 ¢ 10:00 po 17:30
ApTukyn: Cl113443

Bup, 06yyenus: Kypc nobilueHns KBanudukaumm
®dopmart obyyeHus: [IHeBHOM

Cpok 06y4enust: 4 fHs

MpopomkuTenbHocTb obyyeHus: 324aca

MecTo npoBepeHus: r. CaHkT-MeTep6bypr, JIuroBckuii npocnekT, 266¢1, busHec LieHTp Mpembep Jlvra (3 oyepefb), 4 aTax, Us nudTa
Hanpago. CTaHLMn MeTpo «MOCKOBCKME BOPOTa», «TE€XHONOMMYECKUI MHCTUTYT», «O6BOAHBIN KaHan».

CtoumocTb yuyacTus: 53 800 pyo6.
[AnA y4acTHMKOB NpeyCMOTPEHO:

MeToaunyeckuit MaTepmarn, Kobe-naysbl.

[OKYMEHT 1o OKOH4YaHUM 06y4eHus: Y0CTOBEpPeHUe O NOBbILLeHMN KBanubuKaLumm B o6beme 32 yaca (B COOTBETCTBUM C NULIEH3NEN Ha
npaBo BefleHWs1 06pa3oBaTelbHON AeATeNbHOCTH, BbliaHHO [enapTaMeHToM 06pa3oBaHus U Hayku ropoga MocKBbl).

Ilna koro npegHasHa4veH

PykoBoauTenei otaena JOKYMEHTALMOHHOMO o6ecredeHmns ynpaseHus, KaHLensipum, cekpeTapumara, apXuea, NOMOLLHUKOB
pykoBoguTesneil, pechepeHToB, NepCcoHalbHbIX aCCUCTEHTOB, OpUC-MEHeIKePOB, Ae/oNpPonU3BOANTENEN, JOKYMEHTOBEAO0B U
apXxvBapuycoB.

Llenb o6y4yeHus

e COBEpLUEHCTBOBaHMWE NPodeccroHasbHbIX HaBbIKOB Y4aCTHUKOB Kypca B- -ONTMMU3aLUnm MeTOI0B JOKYMEHTOO60pOTa;

e MOBbILLIEHWE NNYHON IDPEKTUBHOCTM YHAaCTHUKOB KypCa;

e O3HaKOMJIeHME YYaCTHUKOB Kypca C 0CO6eHHOCTAMM aHann3a CUCTEMbI AOKYMEHTALMOHHOro o6ecrneyeHns yrnpasneHus;

e Mosy4YeHMe NPaKTUYECKMUX HaBbIKOB y4acTHUKaMM Kypca Mno- -MoAroToBKe HEO6XOAMMbIX [JOKYMEHTOB: aKTOB, MUCEM U CNYXKEBHbIX
3anucok;

e MoJlydeHne NPaKTUYECKMX HAaBbIKOB y4aCTHUKaMM Kypca Mo MOBbILLEHWIO MPOU3BOANTENIbHOCTM TPyAa 3a CUET ONTUMU3ALMUM
[ OKYMeHToo60poTa.

PesynbTaT 06y4YeHus

B pe3ynbTaTe 06yuyeHus cnylwiaTeny Npuo6peTyT npakTUUECKUe HaBbIKMU:

e MNoBbIWeHNA Sd)dJeKTVIBHOCTVI B OpraHusauunun pa6OTbI CJ'Iy)K6bI AOKYMEHTaLMNOHHOIo obecrneyeHust ynpasneHua
aenonponseoacTtea n ,D,OKyMeHTOO60pOTa B KOMMNMaHuUn B paMKax COBPEMEHHbIX Tpe6OBaHVIl7I,'
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e B OpraHusauuv B BHyTPEHHEro JOKYyMEHTO060pOoTa OpraH13aLmmn n JOKYMeHTO060poTa MeXay OpraHusaunsmy;
e B OpraHusauuv npuemMa, pacCMOTPEHMUsl U perucTpaumm JOKYMEHTOB;-

e B OpraHu3sauum CpoKOB U KOHTPOJISl UCMOJTHEHUSI IOKYMEHTOB;

e B OpraHusauum NpoLeccoB B KOMMNaHUM — JOKYMEHTOMOTOKY,;

e B OpraHusauuv onepaTMBHOrO XpaHeHUs1 AOKYMEHTOB;

e B OpraHusauuv coCcTaBEHUs U BefleHWUs1 HOMeHKNaTypbl Aen;

e B MOArOTOBKE feN1 K apXMBHOMY XPaHEHUIO;

e N0 0POPMIIEHUNIO AKTOB O BblAeNeHNN AeNl AOKYMEHTaNIbHOro GOHAA Ha YHUUTOXEHWE;

e 10 OpraHM3aLmMm CMeLLIaHHOro JOKYMEHTO060poTa B KOMMaHUM.

9TO MeponpuaTMe MOXHO 3aKa3aTb B KOpnopaTuBHoM opmaTe (06y4YeHne COTPYAHUKOB OfHOM KOMMaHuK).

[TporpamMmma oby4yeHus

OeHb 1

OpraHu3auus ¥ pa3BuTHe CNYXX6bl JOKYMEHTaLMOHHOro o6ecneueHns ynpaenenwus (JOY). Llenw, 3agaum v GyHKUMK Cnyx6bl.
B3anMogeincTeme ¢ ApYrMMu CTPYKTYPHbIMU NOAPasaeneHUaMu.

O6ecneuyeHne MHGOPMAaLMOHHDbIX CBA3el B opraHusauuu. CxeMbl AOKYMEHTaLMOHHO-MHGbOPMAaLMOHHOIO B3aMMOLENCTBUS BHYTPM
opraHv3aumu. BepTukasbHble U ropU3oHTanbHble NOTOKW. Posib cnyx6bl [LOY B ynpaBneHus AoKyMeHTaLmel n 6u3Hec-npoLeccamm.

MonoxkeHune o cny)x6e AOKYMEHTaLMOHHOro o6ecneyeHUs ynpaBneHusi, HOpMaTUBHO-MeToauYecKoe o6ocHoBaHue. CTPYKTypa, LTaTHOe
pacnucaHue, LOJIKHOCTHOM U UNCIIEHHbIN cocTaB cnyx6bl [0Y. HopmaTuBbl BpeMeHW Ha BbINONHEHUE paboT. 3agaun u GyHKLUK
nozpasgzeneHui cnyk6ol J0Y. OpraHnsauna B3aMMoaencTBUS MeX Ay OTAenaMu U coTpyaHMKaMu. [omKHOCTHOM cTaTyc cneyuanucta
cnyxo6bl [10Y B CTpPyKType opraHusaumm.

3apaum u pyHKLMKU pykoBoguTens cny6bl JOY. PacnpeneneHue JOMKHOCTHbIX 0653aHHOCTEN MexXay coTpyaHMKamu. CocTaBneHue
LOJHKHOCTHbBIX MHCTPYKUUIA. [lenernpoBaHue nosiHOMoumnin. PazpaboTka HOpMaTUBHO-METOANYECKUX JOKYMEHTOB M MONOXEHWUIM O
CTPYKTYPHbIX MoApa3aeneHunsx.

FocyaapcTBeHHOe perynupoBaHue cuctembl 10Y. HopmaTMBHO-MeTOAMYECKME AOKYMEHTbI MO OpraHn3auun Aenonpon3BoacTBa.
N3meHeHus1 3akoHoaTeNnbCTBa.

3ddeKTMBHOCTL AOKYMEHTaLUMOHHOro obecneyeHus ynpaeneHusi, nokasaTtenu addekTuBHOCTH AeaTenbHocTU cnyx6 [0Y (KPI). O6wue
XapaKTepUCTMKN NoKasaTesieil OLEeHKN AeATENbHOCTM B acCNeKTe OpraHn3aLUMoHHOro paseuTust. MokasaTenun ahdeKTMBHOCTH
fesitenbHocTy - KPI. OpraHunsaunoHHasi u nHdbopmaLlmoHHas hyHKLUKM cUCTeMbI ynipaBneHns fokyMeHTamu. Cnyxo6a [0Y - ueHTp
KOMMETEHL MU B 061aCTW yNpaBfeHNs LOKYMEHTaAMMU.

MpaKTuUKa HanMcaHusl NoKanbHbIX HOPMATUBHbIX AOKYMEHTOB OpraHu3aLum, periaMmeHTUPYIOLLMX JOKYMEHTO060pOT: anropuTMm,
ot opMNeHune, yTBEPXKAEHWNE, TPAHCAUUS, BHEAPEHWE, KOHTPOb cobntoaeHus. l0pmuanyeckue acnekTbl 0POPMIEHUSI OpraHU3aLMOHHO-
pacnopsiavTeNbHbIX AOKYMEHTOB.

J[loKymeHTaLuoHHOe o6ecneyeHne CoBeLL,aHuii U MHbIX MEepPOoNpUATUIA, MPOBOAUMbIX Ha NPEANPUATUU U OPraHM3yeMblIX BHE
npeanpuaTus.

AeHb 2

KoHduaeHumanbHoe AenonpoM3BoAcTEO U KOMMepUyecKas TailiHa. OpraHusauua paboTbl C KOHGUAEHUUANIbHBIMU JOKYMEHTaMU.
OTnnuma nNpu paboTe ¢ KOHUAEHLMANbHBIMU AOKYMEHTaMM U rOCYyAapCTBEHHOW TalHOM.

,D,OKyMeHTOOGOpOT OopraHu3auuu u ero coctaendiowue.

o J[JOKyMeHTOO60pOT, Kak 3/1eMeHT NPOLECCHOrO yrpaB/ieHus B opraHnsauun. busHec-npouecchl: ynpasnsioLme n obecrneymsatoLlye.
e OpraHusauus CUCTeMbl KOHTPOJSIA U YNpaBNeHUe NCNOJSTHUTENIbCKON ANCLUMINHON.

o CosflaHue cneunasnbHbIX CUCTEM YNpaBieHUss AOKYMEHTaMU, UHTErPMPOBaHHbIX C yNpaBaeH4YeCKUMK NpoLieccamu.

e CxeMbl JOKYMeHTO060pOTa. BHYTPEHHUIA 1 BHELUHWI JOKYMEHTOO60POT. CXeMbl U TEXHONIOMMM PaboTbl C JOKYMEHTaAMMU.

KoHTponb ncnonHeHns AOKYMEHTOB U nopy4yeHuii. PaboTa cneymanvuctoB cnyxo6bl [JOY ¢ 0TBETCTBEHHbIMW UCMONHUTENAMHU B
CTPYKTYPHbIX NoApasfaeneHnsax. 31anbl KOHTPOS UCNOMHEHUS [OKYMEHTOB: TEKYLLMIA, MPOMEXYTOUHbIA, UTOFOBbI KOHTPOSIb.
CocTaBneHve oTyeTa Mo KOHTPOJIKO UCMONTHEHUS JOKYMEHTOB.

[eHb 3
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OpraHu3auusa XpaHeHUs1 AOKYMEHTOB. BeoMCTBeHHbIV apxuB. HopmaTuBHO-NpaBoBasi 6a3a No apXMBHOMY XpaHEHUIO [LOKYMEHTOB.
HomeHknaTypa gen opranmsaumu. O6uime NpUMHUMNbI GOPMUPOBaHUA fesl. JKCrepTHas KOMUCCUSA opraHmsaumn. TUNoBble 1
BE[OMCTBEHHbIE NMepeyHn [JOKYMEHTOB, UX CTPYKTYpa M 3HaueHne. ADXMBHOE XpaHeHne AoKyMeHTOB. 0630p METOAMYECKMX
pekoMeHaauuii K Npasunam (npukas Pocapxuea ot 31.07.2023 N2 77)

MpaBuna u HOpMbl OXpaHbl TPpyAQa, TEXHUKU 6e30nacuocm, npOMSBOACTBeHHOﬁ CaHUTapum n npomsonox(apuoﬁ 3aluThbl.
Cuctembl ynpaBJ/ieHUsl AJIEKTPOHHbIMU AOKYMEHTaMMU: PbIHOK, aHaNn3 u Bbl60p.

o OpraHusauus ropuanYecKr 3HaYMMOro OKYMEHTOO60POTa B OpraHM3aLmun. dNeKTpoHHas NOANUCH U NOATBEPXKAEHME NOAIMHHOCTH
JOKYMEHTOB.

o [paKTMyeckune BONPOChI BHEAPEHUS U COMPOBOXAEHMS CUCTEM 3/IEKTPOHHOMO AeionponsBoacTBa. MNpobnembl U pelleHus.

o dopMupoBaHue TpeboBaHUIA K CpeiCTBaM U CUCTEMAM 3NEKTPOHHOI0 AOKYMeHToo60poTa. OueHKa NpeanoXKeHn ¢ No3uumm usHec-
nonb3oBaTenen.

o [pyMepbl NPUMEHEHNA 3NEKTPOHHbIX CUCTEM. CXeMbl ABUXeHUst nHpopMaLmm B opraHunsaumn. COBMecTMMOCTb
aBTOMAaTU3NPOBaHHbIX cUCTEM. TeXHOMOrMN paboTbl C BXOASLLUMMU, UCXOASALLMMU U BHYTPEHHUMU AOKYMeHTaMu. PaboTa ¢ npoekTamu
JOKYMEHTOB, COCTaBJIEHNE OTYETOB, apXMBHOE XpaHeHWEe [OKYMEHTOB.

[OeHb 4

MarepuanbHo-TexHu4YecKkoe ob6ecneyeHue pa6oTbl cnyx6 [0Y. O6opyaoBaHune ANs CKNAaAUPOBaHUA U XPaHEHNS [JOKYMEHTOB.
O60opyioBaHWE NOMELLEHWI CPeiICTBaMU 3aLLMTbl U KOHTPOSS.

OpraHu3sauus 3¢ deKTUBHOI pa6oTbl cny6bl JOY. OCHOBHbIE HanpaBneHUst paboTbl PyKOBOAUTENS: MAaHUPOBaHUWe, ynpaBieHue,
KOHTPOb. CTUIM ynNpaBfeHns: TMAEPCTBO UM PYKOBOACTBO. KOHTPOsb B npoLiecce ynpasneHus. OpraHnsaums KoMaHaHoro
B3aMmogencTaus. NMcMxonornyeckme acnekTbl PyKOBOACTBA KOINIEKTUBOM. MOTMBALMSA MPOU3BOACTBEHHOM aKTUBHOCTY PaBOTHUKOB.
OCOBEHHOCTU M CNOXHOCTH AEN0BOro B3auMoAencTBUsA. KOHONMKTHbIE CUTYaLmmn 1 ux npodunaktuka. Camoperynaums B KOHQINKTHbIX
cutyaumsx. MpodunakTmka «npoheccroHanbHOro BbiropaHus».

[lpenogaBaTenu

MPEMNOOABATESb
Pykoeogutenb cnyx6bl [0Y, kKeanuduumpoBaHHbIv cneumanuct ACY/,.
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