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CoBpeMeHHbIe TEXHONOrnKU AesIoNPOM3BOACTBA, apXuBa U
3NIeKTPOHHOI0 JIOKYyMeHTO0b60opoTa

Ha Kypce cnywaTtenu yaHatoT 06 akTyasibHbIX 3aKOHOAATENbHbIX M3MEHEHUsIX B chepe 3/IEKTPOHHOMO JOKYMEHTOO60poTa U
XpaHeHUs1 3NeKTPOHHbIX JOKYMEHTOB, O HOBbIX hopMaTax 3/IEKTPOHHBIX JOKYMEHTOB, O CNOCO6aX XpaHEHWS U 3aLLM1TbI
MHbOPMaLMK, O NYYLLMX NPaKTUKaX MO BHEAPEHWUIO U ONTUMU3ALMN CUCTEMbI NIEKTPOHHOMO [JOKYMEHTOO60POTA.

Jata nposegeHus: OTKpbiTasa gata

Bup 06yuyeHus: Kypc noBbiweHust KBanudukaumm
®dopmart obyyeHus: [IHeBHOW

Cpok obyyeHus: 3 fHA

MpogomkuTenbHocTb 06yyeHuns: 244aca

MecTo npoBepeHusi: r. CaHkT-MeTep6bypr, JIMroBckuii npocnekT, 266¢1, BusHec LieHTp Mpembep Jvra (3 oyepefb), 4 aTax, Us nudra
Hanpago. CTaHLMn MeTpo «MOCKOBCKME BOPOTa», «TE€XHONOMMYECKUI MHCTUTYT», «O6BOAHBIN KaHan».

ana Y4aCTHUKOB nNpeAyCMOTpPEeHO: MeToanyeckuin MaTtepuan, KOd)e-I'Iay3bI.

[lOKYMEHT 1o OKOH4YaHuM 06ydeHus: 1o nToram obydeHus ciyLaTeny, yCrnewwHo npoLuejLine UTOroByto aTTecTauuto no nporpaMmMe
06yyeHus, Mosly4atoT Y 40CTOBepeHME 0 NOBbIWEHUM KBanudukaumm B o6bemMe 24 4acos (B COOTBETCTBUM C NIULiEeH3NEN Ha NpaBo
BefleHusi o6pa3oBaTesibHOM AesTeNIbHOCTH, BblfaHHON [lenapTaMeHTOM 06pa3oBaHus U Hayku ropoaa MocKBbl).

Ilna koro npegHasHaveH

PykoBoauTtenei n cneuyunanuctos cnyx6 [0Y, pykoBoauTenei cekpetapmaTa, apxmBoB, CEKpeTapeit, NOMOLLHUKOB PyKOBOAUTENEN,
pedepeHTOB, NEPCOHAJIbHBIX aCCUCTEHTOB, 0PUC-MEHEXKEPOB, AENOMNPOU3BOANTENEN, [OKYMEHTOBELOB U apXMBapUyCOB, apXMBUCTOB,
COTPYAHWUKOB KaHuensipuit u IT-cneymannucToB No BHeAPEHUIO 31IEKTPOHHOIO fOKYMEHTOO60pOTa U apXuBa.

Llenb o6y4yeHus

PaccMoTpeTb USMeHeHUs 3aKOHoAaTeNIbCTBa B chepe 3NeKTPOHHOIo JOKYMEHTO060pOTa, KpUTepumn Boibopa 1 aTanbl BHeapeHus CI/,
6e30MacHOCTb, XpaHeHMe JOKYMEHTOB, OpraHn3aLmio paboTbl C 351EKTPOHHON NMOAMUCHIO.
3TO MeponpuaATMe MOXHO 3aKa3aTb B KOpNopaTMBHOM opmaTe (06y4eHne COTPYAHUKOB OAHOM KOMMNaHuK).

[Iporpamma o6yyeHus

[eHb-1.
OpraHu3sauus Aenonpon3BoACcTBa, KaK OCHOBa BHeAPEHUA 3/IeKTPOHHOIO lOKyMeHToo6opoTa.
OpraHusauus [enonpon3BoACTBa B-COOTBETCTBUM C-COBPEMEHHBIMU TPe6oBaHUAMM.

e HopmaTtuBHan u-meToamyeckas 6asa fenonponsBoACTBa U-apXUBHOro Aena. HaumMoHanbHble cCTaHAapThl NO-yNpaBieHUio
3NEKTPOHHBIMU JOKYMEHTaMMU.

e Tpe6oBaHus NpodcTaHAapTOB K-KBanuuKauum coTpyaHUKOB cnyx6bl [0Y.

o TepMUHbI U-onpefeneHust B-0611acTu A4enonponsBoACTBa U-apXMBHOIO Aena.
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CTpyKTypa UHCTPYKLMW NO-AENONPOU3BOACTBY: pa3fenbl, CoaepXXaHue, opopMieHue.

3HayeHue npaBuIbHOro 0QopMIIEHNS PEKBU3SUTOB AOKYMEHTOB.

MpaBuna opopmMneHna LOKYMEHTOB, UMEIOLLMX FOPUAUYECKYHO CUTTY.

OdopmneHne NPUNOXEHN, KOMUI, BbINMUCOK U3-AOKYMEHTOB.

MprMepHble NPUNOXKEHUS], HEO6XOAMMbIE A1A BKIHOUYEHUS B-UHCTPYKLMIO NMO-AE10NPOn3BOACTBY.

I'IpaBuna COCTaBJ/ieHUs1 pacnopsaauTesibHbIX AOKYMEHTOB U-AeN0BbIX NUcCeM.

MoHATUe NpuUKasa U-ero OT/IYMe OT-PacnopsKeHMs.

Buzbl Np1MKasoB, 0CO6EHHOCTM KaXKAoro BUaa.

CocTaBneHue n-ohbopMneHue nprkasa no-0CHOBHOM AeATeNIbHOCTYU: 611aHK, COCTaB/IeHMe TEKCTa MOPYYEHUI, MPUSIOXKEHUI K-TIpUKasaMm,
OTMEeHa, aHHYIMPOBaHWE, MPU3HaHWe YTPaTUBLUMMU-OP. CUY.

OcHoBHble Tpe6oBaHUSA K-AeM0BbIM NMCbMaMm: 0ohopMeHUE, CTUIMCTUKA TEKCTA, CTPYKTypa TEKCTA, 06palLeHNsa N-3aK/THounTeNbHas
thopMyna BeXnNMBOCTH, MpaBuia NOCTPOEHNUA NPEAIOXKEHNA. TUMUYHbIE OLUMGKUN B-TEKCTaX AeS0BbIX MUCEM.

JAeHb-2.

Oprauusauml pa60TbI C-AOKYMEHTaMu B-TeKyLI.I,eVI AeATeNIbHOCTU U-B-apxuBe.

MpUHLUMNbI OpraHM3aLuu JOKYMEHTO060pOoTa B-TPaAULUOHHDBIX U-3/IEKTPOHHbIX CUCTEMaX.

MoHATME 0-Ao0KyMeHToo60poTe. [paBuna opraHm3aLmm -KpUTepmmn OLLEHKMU.

MOHATME 3NEKTPOHHOIO fLOKYMEHTA, 3/IEKTPOHHOW KOMMWU, 3NIEKTPOHHOIO COOBLLIEHNUS.

dNeKTpOHHas NoAnuch. [NaBHble U3MEHEHUS B-TPUMEHEHUN 3/1eKTPOHHOM nognucu u-M4Y/, B-2023-rogy. Monpaeku B-hefepanbHbii
3aKOoH N2-63-03 «06-3neKTpOHHOM noanucu». Buabl noanucein. 0CO6eHHOCTU UCMOSIb30BaHUS 3/IEKTPOHHOM noanucu. [lenermposaHve
9N1eKTPOHHON noanucu. OpraHmsaunsi 06MeHa FPUANYECKM 3HAYNMbIMU AOKYMEHTaMM: C-TOCYAAPCTBEHHLIMU OPraHn3aumaMm, Mexay
opraHu3aunsamMm Bcex GopM CO6CTBEHHOCTMU.

BktouyeHre AOKYMEHTOB Ha-6yMaXKHbIX HOCUTENSIX B-CUCTEMY 3/IEKTPOHHOIO AOKYMEHTO0O60pOTa.

CocTaB peKBU3UTOB 3/IEKTPOHHON KapTOYKM.

Mpuém n-npegBapuTenbHas 06paboTKa NOCTYNatWmUX LOKYMEHTOB. MNpUEM 3N1EKTPOHHbIX JOKYMEHTOB U-COOBLLEHMIA.
MpeaBapuTenbHOE pacCMOTPEHME NOCTYMNakoLWMX JOKYMEHTOB, MOSIHOMOYUSI CEKPETAps UMK CNYX6bl AenonpousBoacTBa. Peructpauus
JOKYMeHTOB. [NepeyeHb perncTpmpyemMbix U-HEPErnCTpMpyeMbIX JOKYMEHTOB. HanpaBiieHne JOKYMEHTOB Ha-UcnosiHeHne. PaboTa
UCMOSTHUTENEN C-KONMUAMU NOCTYNUBLUMX fOKYyMeHToB B-CO/].

Pa6oTa ucnonHutenei c-BHyTpeHHUMM JOKYMeHTaMu. PernameHTaums npoLeaypbl COrnacoBaHuns NPOeKTOB JOKYMEHTOB.
MapannenbHoe n-nocnegoBaTenbHOe cornacoBaHue. NoIHOMOYNS CMONHUTENEN N-PYKOBOAUTENEN NOAPa3aeNeHni.

KOHTpOsb MCNONHEHNS AOKYMEHTOB U-Nopy4eHni. Tunosble U-MHANBUAYaNbHbIE CPOKU UCNOSHEHUS. [TONHOMOYMA OTBETCTBEHHbIX
ncnonHutenen. KOHTPONb UCNONHUTENBCKON ANCUUMIIUHDI, CPaBKU U-CBOAKMU MO-CPOKaM, UCMONHUTENAM W-NOApasaeneHnsaM.
06paboTKa n-perucrpaums oTnpaBnsemMbiX JOKYMEHTOB. O6MEH 3NEKTPOHHBIMU COOBLLEHUSIMM.

AHanus AoKyMeHTO060pOTa, y4eT 06bEMa JOKYMEHTOO60POTa, CpPaBKU U-CBOAKMN 06-06bEME JOKYMEHTOMOTOKOB B-6yMaXKHOM
N-311eKTPOHHON popMme.

MpUHLMNbI OpraHn3aL M ornepaTMBHOIrO U-APXMBHOI0 XpaHEHUS 3NIEKTPOHHbIX AOKYMEHTOB.

MpaBuna apxMBHOrO XpaHEHUs1 [OKYMEHTOB AJiS OpraHu3aLmil pasnuyHbix Gopm CO6CTBEHHOCTMU.

Pa3apa6oTka HOMeHKNaTypbl AeN opraHu3aumu

MpUHUMMbI hOopMUpPOBaHUA Aen.

MpaBuna GopMUPOBaHUS INEKTPOHHDBIX Ae.

BK/ItoUeHME aNEeKTPOHHbIX A& B-HOMEHKATypy AeN opraHu3auuu.

TpyAHble criyyaun onpefenieHnst CPOKOB XpaHEHNUS AOKYMEHTOB U-Aer.

Mopsfok nepefayn 6yMaXkKHbIX JOKYMEHTOB B-apXUBOXPaHWUMLLE.

HopMaTtueHo-npaBoBoe o6ecrneyeHne 3NeKTPOHHbIX apXUBOB U-MPUHLMMbI UX-OpraHu3aLum.

OpraHusauus apxuBa B-TeppuTopuanbHo-pacnpeaesieHHon KoMnaHun. CosgaHue NpMMepHo HOMeHKaTypbl Aen.

JOeHb-3.

Co3piaHue 3/IEKTPOHHOr0 BHELLHEro N-BHYTPEHHEro fOKyMeHToo60poTa.

MoproroBka K-BHeAPEHUIO SNIEKTPOHHOIO AOKyMEHTOO60pOTa.

MoHsITME CUCTEMBI 3/IEKTPOHHOIO OKYMEHTO060POTa, a-TaKxKe NpUHLMNbI nocTpoeHns 340 n-M340.
HopmaTnBHO-MeToAUYEeCKas 6a3a MPUMEHEHNS 3NIEKTPOHHBIX JOKYMEHTaxX Npyu opraHvu3aLmm BHELLHero 3/1eKTPOHHOro
[LOKyMeHToo60poTa.

BHeceHMne n3MeHeHWIn B-MHCTPYKLMIO MNO-AEN0MNPOU3BOACTBY NPV OpraHn3aLumn 3N1eKTPOHHOr0 JOKYMEHTO060poTa.
MoHATME NpoekTa. ITanbl NPoeKkTa, Kputepun Bolbopa C3/. MeToanka BHeapeHus C3/. Ponb cny6bl Aenonpon3BoaCcTBa
B-peanunsaunv npoekTa.

Pasnnuus B-HasHauyeHun UHCTpykuumn nonb3oBaTtensa C3/M n-MHCTpyKLmMM No-A4enonponssBoacTay.

PernameHTbl 6M3HeC-NMPoLIECCOB: KTO pa3pabaTblBaeT, KTO y4acTBYeT, Kak BHOCSTCS U3MEHEHUS.

YnpaBneHue npoeKkTamu no-BHeApeHuto cuctembl 0Y.
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e Bbli6Op CUCTEMBI 3NEKTPOHHOIO JOKYMEHTO060poTa.

e [locTouHCTBA U-cneuyuduka pasMyHoro NporpaMMHOro obecrneyeHus.

o CoBpeMeHHas npakKTuKa u-oleHka kadectea C3[]. 060cHOBaHMe Bbli6opa onTUManbHoro BapnaHTa C3/. AHanus poiHka C3[,
W-NPefNoXXeHN BeHAEPOB Nno-peannsauny TpeboBaHuii busHec-nonb3osaTesniel. Cnocobbl U-HIOAHChI MHTErpaLUmMmn pasnnyHbixX
NpUIoXeHui B-pamkax Bbi6paHHoi C3/]. MeToanKa U-NpakTUyeckme peKoMeHAauun no-BbisiBAIEHWIO TyYLIKX A1 CBOEN KOMMNaHUn
BapuaHToB CO/.

MHdJOpMaLIMOHHaﬂ 6e30MacHoOCTb B-CUCTEME ANIEKTPOHHOro onymeHToo6op0Ta opraHusauuu.

o O6ecneyeHune KOHOUAEHLMANBHOCTH, AOCTYNMHOCTU U-LUENOCTHOCTU AOKYMeHTOB B-CO/1.
e 3aluMTa NepcoHasbHbIX faHHbIX B-cOOTBETCTBUM C-O3 N2-152.

HoBble TexHONOrMKU BHIPUMEHEHUU CUCTEM SNIEKTPOHHOTr0 AOKYMEHToo60poTa.

e [Mpo6nembl nHTerpauunv C3/[, B-nHbopMaLMOHHOe NPOCTPaHCTBO KoMnaHuu. CoBpeMeHHoe BuaeHne KUC.
MoTuBaLus cCOTPyAHUKOB NPeAnpUATUS NPU peanu3auumn Bo3moXkHocTein CI/.

BHefpeHUsi 31eKTPOHHOI0 JOKYMEHTO060poTa B-OpraHu3aLuu.

o AHanus Nyywmx NpakTUK POCCUMINCKMX KOMMaHui no-ahdeKTMBHOMY BHeApeHUIo n-akcnnyatauum C3[, CY/ (cuctembl ynpaBreHust
ZfokymeHTamu) n-KUC (kopropaTuBHOW MHPOPMALMOHHOM CUCTEMDI).

[lpenogaBaTenu

KAPHAYXOB AnekcaHap Muxannosuy

KaHauaaT TeXHWYECKMX HayK, AoUeHT Kadeapbl MHDOPMATUKK 1 KOMMbIOTEPHbBIX TEXHONOIMI TopHoro yHuBepcuteTa (CITY), akcnepT no
BHEPEHUIO CUCTEM 3JIEKTPOHHOIO AOKYyMeHToo6opoTa (CI/).

HNOPOHWHA Jlapuca AnekceeBHa

KaHAamaaT aKOHOMUYECKMX HayK, AOLeHT Kadeapbl rocyAapCTBeHHOro ynpasneHus u kagposoi nonutuku MIYY MpasutenscTea
MocKBbI, aBTOP y4e6HbIX MOCO6UIA MO JOKYMEHTOBEAEHUIO, IKCTNepT HauunoHanbHoi accoumauum obuCHbIX CrneumanncTos 1
aAMMWHUCTPaTUBHbIX paboTHMKOB npu MpeangeHTe Poccuitckon deaepaumm, copaspaboTumk NpoheccmoHanbHbiX CTaHAapToB.

Cdepa npoeccMOHanNbHbIX MHTEPECOB:

MpodeccnmoHanbHblie KOMNETEHLMU: ONTMMMN3aLMSA BU3HEC-NPOLLECCOB NPeANPUATUS, padapaboTka HOPMaTMBHbLIX MaTepuanos No
[OKYMEHTUPOBaHUIO yNpaBfeHYeCKO AesiTeNbHOCTH, ayAUT KafpoBOro Aen0onpon3BOACTBa, KOHCYbTUPOBaHWE Mo BbIGOpY
nNporpaMMHOro NpoAyKTa no aBTomMaTusauum AenonpoMsBOACTBEHHbIX MPOLLECCOB. YyacTBOBana B NpoekTax no asToMaTunsawmm
[OKyMeHToo60poTa komnanum IKT, IBS, BecTb MeTa-TexHoNorunu.

O6pa3oBaHue:

OKoHuynna rOCY}J,apCTBeHHy}O aKageMuiko ynpasneHna MMeHu C.OpA)KOHI/IKVIﬂ,Se, Kad)ep,pa AOKyMeHTOBeAeHUA U OKYMEHTaUNOHHOIo
obecneyeHus ynpasneHusa, LOKyMeHTOoBeA, cneynanuncTt no I/IHCbOpMaU,I/IOHHbIM TEXHOJ/I0IrMAM ynpasieHUA.

My6nukauum:

ABTop 6onee 150 ny6nunkaumi, B TOM YMCne cTaTen B )KypHanax «CnpaBoYyHUK cekpeTaps U opuc-meHemxepa», «CnpaBoYHUK
KaapoBuKay, «[JenonponsBoacTBo», «CekpeTapckoe Aeno», «YnpaBneHue nepcoHanomy, «Cnyx6a kagpos», «[1oUck: OT MpoekTa Ao
KNto4a» u ap.
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