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CoBpeMeHHbIN apxmB. HopMaTuBbl, TEXHONOMMKN, aBTOMaTM3aLms

B 2023 ropy namenunuco lNpaBuna opraHMsaumm XpaHeHUsl, KOMMIEKTOBaHUSA, yyeTa 1 UCMOb30BaHUS LOKYMEHTOB APXMBHOMO
doHaa Poccuiickorll defepaumu u Apyrx apxXmBHbIX JOKYMEHTOB B rOCYAapCTBEHHbIX OpraHax, opraHax MecTHOro
camoynpaBJieHuUs u opraHusaumsx (yTe. npukasom Pocapxmea ot 31.07.2023 No 77). B pamkax Kypca cywiaTesnin nonyyat nosiHyto
MHdOpMaLMIO MO BOMpOCaM rocyapCTBEHHOrO PEryIMpoBaHns U 3aKOHOAATENbCTBA B apXMBHOM Aerne, HaydaTcst opopMneHnto
Aen Ana nepefayn Ha apxMBHOE XpaHeHue Noj, pyKOBOACTBOM MpakTUKytoLero cneuunanucta FocyaapcTBeHHOro Apxuea u
pa3bepyTcsi B CNOXHbIX BONPOCAX 3NEKTPOHHbIX apX1BOB.

Jata nposepeHusn: 2 -4 uiona 2024 ¢ 10:00 go 17:30
ApTtukyn: ClM11798

Bup, 06yuenus: Kypc nobilueHus KBanudukaumm

dopmart obyyeHuss: OHNaiH-TpaHCsAUMS

Cpok obyyeHusi: 3 fHA

MpogomkuTenbHoCcTb 06yyeHus: 244aca

CtoumocTb yuacTus: 38 200 py6.

[ins y4yacTHUKOB NpefycMOTPeHo: MeToAnYecKuniA MaTepuar.

J[IOKYMEeHT Nno oKOHYaHuM o6yyeHus: o nToram obydyeHus cnyliaTenu, yCnewHo npoLieaLline UTOroByo aTTeCTaLuIo No NporpaMme
06yyeHus, MoslyyatoT Y 40CTOBEepeHME O NOBbIWEHUN KBanudukaumm B o6bemMe 24 4yacos (B COOTBETCTBUM C NIULLEH3UEN Ha NPaBo
BefeHVs 06pa3oBaTeNibHON AeATeNbHOCTH, BblAaHHOM [enapTaMeHToM 06pasoBaHus U Hayku ropoaa Mocksbl).

Ina Koro npegHasHayeH

PyKOBOAMTeJ’IeIZ apxuBoB npep,npmmm?l n OpFaHI/I3aLI,MI7I, npep,ce,u,aTeneﬁ N 4YNeHOB 3KCNePTHbIX KOMMCCUH,
pyKOBO,D,VITe!'IeVIOTp,eﬂOB}J,OKyMeHTaLWIOHHOFO obecrnevyeHus ynpaBneHua, KaHUuendapum, cekpetapumara, cereTapeVl, NOMOLLHUKOB
pyKOBO,D,VITeJ'IeVI, ped)epeHTOB, NnepCoHaNbHbIX aCCUCTEHTOB, Od)VIC-MeHEﬂ,)KepOB, ﬂ,eﬂOI‘IpOVISBOD,VITEJ'IeVI, OOKYMEHTOBE 0B U apXnUBUCTOB.

Lienb o6y4yeHus

e Mepefaya HaBbIKOB MO OpraH13aLMM COBPEMEHHOMO apX1MBa B KOMMaHUu;

e 03HaKOMJIeHMEe C COBPEMEHHbIMMU TPEGOBAHNUSAMM K COXPAHHOCTY [LOKYMEHTOB B OpraHu3auuu;
e Tpe60oBaHMSAMM MO BEAEHUIO YYETHbIX JOKYMEHTOB apX1Ba;

e Mepefaya HaBbIKOB MO CO6/1H0AEHMI0 OCHOBHbIX NPaBu paboTbl apXMBOB OpraHuU3aLuii;

e MOPSAAOK MPOBEAEHNS SKCMNEPTUS LIEHHOCTU LOKYMEHTOB AJ/151 apXMBHOMO XpaHEHWS;

¢ MOPAAOK CO3[aHUA SKCNEPTHOW KOMUCCUN.

PesynbTtaT 06y4yeHus

B pe3ynbTaTte o6yquuﬂ Yy4YaCTHUKHU Kypca npuo6peTyT NnpaKTUu4yeckKkue HaBblKK:

e M0 OpraHM3aLM COBPEMEHHOMO apXxmMBa B KOMMaHWK, OTBEYaOLLEro COBpeMeHHbIM Tpe60BaHNAM 3aKOHOAaTe IbCTBa;
¢ 10 COCTaBJ/IEHMIO NpoeKTa Npukasa 06 opraH1M3aLmnmn 9KCrepTHON KOMUCCUY;
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e M0 Mpoueaype nepefayn AOKYMEHTOB Ha XpaHEHWUE B apXMB OpraHusaLuy;

e M0 OpraHM3aLmMu NPOLLECCa YHUUTOXEHNUS LOKYMEHTOB C Pas/iMyHbIMU CPOKaMU XPaHEHUS;
e M0 COCTaB/IEHMIO aKTa 06 YHUUTOXEHUM Aen apxuBHOro hoHAa;

¢ 10 ohopMIIEHNE apXUBHOM CMNPaBKMK;

e M0 B3aMMOAENCTBUIO apX1Ba OpraHW3aLmn C KOHTPOSIMPYIOLLMMIM OpraHamu;

e 10 OpraHM3aLumM ayTCOPCUHIa apXx1Ba: ero JOCTOMHCTBAX U HeJoCTaTKax;

e M0 OpraHM3aLMy CMEeLLIaHHOro AOKYMEHTO060pOTa B apXBe KOMMaHWu.

9TO MeponpuaTMe MOXHO 3aKa3aTb B KOpNopaTuBHOM opmaTe (06y4eHne COTPYAHUKOB OAHOM KOMMNaHuK).

[Iporpamma o6yyeHus

[eHb 1.
HopmaTuBHO-MeToaMuYecKas 6a3a No opraHM3aLuum U BeAeHUIO apXuBa.

AHanus nsmexenuii Mpasun paboTbl apxnBoB opraHnsaumi (Mpukas Pocapxusa ot 31.07.2023 N2 77) «06 yTBepXXAeHUn npasui
opraHusaunm XpaHeHUsi, KOMMJIEKTOBaHUS, ydeTa U UCMOSIb30BaHUS AOKYMEHTOBY.

HopmaTtuBHo-npaBoBas 6a3a apxuBHoro gena B P®. KommeHTapun k epepanbHoMy 3akoHy N2 125-03 ot 22.10.2004 «O6 apXBHOM
dene B PO». KoHTponb 3a cobniofeHneM 3akoHogaTesibcTBa 06 apxvBHOM fene. [opsaaok npoBeAeHNs NPOBePOK. 'paxaaHCcKo-
npaBoBasi, afMMHUCTPATMBHAs 1 YronoBHasi OTBETCTBEHHOCTb CMeLuanmcToB 1 pyKoBoauTeNst opraHusauuu. LUtpadHble caHKLuu.

MoHATHe apxuBa opraHuM3auuu. Buabl apxMBoB. 3aKoHoAaTeNbHOE perynpoBaHme pa6oTbl apxuBa. Bsaumogencreue ¢
rocyfapcTBeHHbIMU apxuBamu. MpaBo CO6CTBEHHOCTU Ha AOKYMEHTbI, NepeiaBaeMble B roCYyAapCTBEHHbI apXuB.

Tpe6OBaHMﬂ K NOMeLL,eHNI0 apxuea. Pexxumbl XpaHeHnA OKYMEHTOB!: CBETOBOW, TeMI'IepaTypHO-BJ'Ia)KHOCTHbIVI, CaHUTapHO-
TMrMEHNYECKIUIA, OXpaHHbIIZ. PasmeLleHne AOKYMEHTOB B apXUBOXpaHunLle, CpeacTBa XpaHeHus, TonorpachpOBaHme.

BefoMCTBEHHbIl apXMB opraHu3aumu. Paspab6oTka NonoXeHWs 06 apxvMBe opraHusauuu: 3agaqu, GyHKUWK, NpaBa, 0653aHHOCTY.
MnaHuMpoBaHue paboTbl apxunBa, OpraH13aLma Tpyaa. HopMaTuBbl BpeMeHu Ha paboThl B apxXuBe.

KoMnnekToBaHWe apxuBa AOKYMEHTaMU CTPYKTYPHbIX NofApa3aenieHuil. Buabl OKYMEHTOB U X 0coBeHHOCTU. Knaccudukaums u yder
[LOKyMEHTOB B apxuBe. MopagoK BblAauu fen U3 XxpaHuauuia.

MpoBepKa HanUumMsa 1 COCTOSIHUA AOKYMEHTOB B apxuBe. OopmMIieHne pe3ynbTaToB NpoBepku. OTBETCTBEHHOCTb 3a COCTOsIHME
LLOKyMEHTaLMOHHOro GoHza.

MopaAok NpoBefieHNsl 3KCNEepTU3bl LLEHHOCTU AOKYMEHTOB B OpraHu3auuu. PaspaboTka NonoXeHnst 06 aKCNepTHOM KoMUccun
opraHv3aumu: 3agadu, GyHKLUKM, NopsaoK pa6oTbl. TUMOBbLIE M BEAOMCTBEHHbIE NEPeYHN JOKYMEHTOB C YKasaHWEM CPOKOB UX XpaHEHWS.
N3MeHeHUst HopMaTUBHOM 6a3bl. [MopsaoK NpoBeaeHNsa U 0hOpMIIEHUS pe3ynbTaToB 9KCMEPTU3bl LIEHHOCTH AOKYMEHTOB. CocTaBneHune
aKTa 0 BblA€NEHUN K YHUUTOXEHUIO [JOKYMEHTOB, He NMOANEXaLLMX XpaHeHt0. MopsAAoK YHUUTOXEHUS Aefl, B TOM Yuciie LJOKYMEHTOB
OrpaHWyYeHHOro AocTyna.

JeHb 2.

OCHOBHbIe y4yeTHble AOKYMEeHTbl apxuea. CocTaBneHue onucen, Aesl NOCTOAHHOMO XPaHEeHUs 1 No NIMYHOMY cocTasy. CucTemaTusaums
nen B onucsax. CocTaBneHve npeancnoeus K onucu. OpopmneHmne TUTysIbHOro nucta. OCO6eHHOCTM COCTaBNEHNUS ONUCH U
tdopmuposaHue gen. CocTaBneHue nacrnopTa apxuea opraHu3aumu.

OCHOBHble Tpe6oBaHMA K GOpMUPOBaHMIO U odopMIIeHUIO Aen. Hymepauus, TMcT-3aBepuTenb Aena, 06510XKa, nepennet. MNpuHumnbl
dhopmupoBaHusi fen. TUNUYHbIE HapyLLEHWS.

KoHTponb Hap, BeieHneM fien B Ae/IoNPoM3BOACTBE CTPYKTYPHbIX NoApa3faeneHunit apxmBHoi cnyx6oii opraHnsauuu. MNopsaok
nepefayv fen B BeAOMCTBEHHbIV apxuB. CocTaBneHne cAaTo4yHON onucK aen.

HomeHknaTtypa aen opraHusauuu. CTpyKTypa, cuCTeMaTM3auns, CoCTaBHble YacTu HOMeHKNaTypbl aen. CocTaBneHne BBeAEHMS,
odopmneHne nToroBoi 3anmcu. 0CO6eHHOCTU COCTaBIIEHUA HOMEHKNATYPbI AefT AN1A Pa3/INYHbIX OpraHn3auunii. TUNnyHbIe OWnGKN.
CornacoBaHWe HOMEHKNATYpPbI ieN1 C FOCYAapCTBEHHbIM apxMBOM. NepeyeHb TUMOBbIX apXMBHbIX JJOKYMEHTOB, 06pa3yoLMXCA B HAy4HO-
TEXHUYECKOM M NPOU3BOACTBEHHON AEATENbHOCTH OpraHnU3aLuii, C yKa3aHWeM CPOKOB MX XpaHeHus (peructpauusa B MuHiocTe
PerncTtpauus 06.06.2020). AHanns NpMMEHEHUs 1 ONpeAeeHnsl CPOKOB XpaHeHWs. AHann3 CTPYKTypbl MepeyHs.-

MoaroToBKa Aien K nepefaye Ha rocypapcrBeHHOe XpaHeHue. CocTaBfieHne UCTOPUYECKOM CMPaBKK K AOKYyMeHTaM.
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MUcnonb3oBaHne JOKYMEHTOB apXuBa. Bbijaua OKYMEHTOB BO BpeMeHHOe nosib3oBaHue. CocTaBneHne 1 Bblgaya apXMBHbIX CMIPaBOK.
MHdbopMaLmoHHo-cnpaBoYHas pa6oTa ¢ AOKYMeHTaMu apXuBa.

AeHb 3.

MoHATHe NpoeKTa, 3Tanbl NPoeKTa, MeToAuKa BHegpeHUs CI/], pbIHOK 3/IeKTPOHHOI0 J,OKYMEHT0060poTa 1 apXmMBa, 0CO6eHHOCTH
AenonpoussoacTea B ycnosusax CO4:

KpuTepum Bbibopa cucTeMbl 3/IeKTPOHHOIO AOKYMeHToo60poTa. [locToMHCTBa U cneuuduka pasfiMyHOro NporpaMMHOro obecrneyeHus.
CoBpeMeHHasn npakTuka u oueHka kavyectesa C3/1. O6ocHoBaHMe Bbl6opa onTUMasbHoro BapuaHta CO/[. AHanus pbiHka C3/ u
NpeaoXeHN BEHAEPOB NO peannsauumn TpeboBaHni 6usHec-nonb3oBaTenei. Cnocobbl M HIOAHChI MHTErpaLMm pasinyHbIX NPUIOXKEHU
B pamMKax Bbl6paHHoi C3/1. MeToauKa 1 NpakTUYeckme peKoMeHAaLmny Nno BbISIBAEHUIO YYLUUX 4N1S CBOeW KOMMNaHuu BapuaHToB CI/,.

WHdopmaumoHHas 6e30nacHOCTb B CUCTEME 3NIEKTPOHHOIO JOKYMeHToo60poTa opraHu3auumn. O6ecneyeHne KOHOUAEHLMANBHOCTY,
[OCTYMHOCTM U LLeNOCTHOCTUN AOKYMeHToB B C3/]. 3alwmTa nepcoHanbHbIX AaHHbIX B cooTBeTCTBUM ¢ O3 N2 152,

HoBble TeXHO/I0rMM B NPUMEHEHNU CUCTEM IJIEKTPOHHOIO AOKYMEHTO060poTa Ha npeanpusaTun. MNpo6riembl uHTerpaummn C3/ B
MH(OpPMaLMOHHOE MPOCTPaHCTBO KOMMNaHuu. CoBpemeHHoe BuaeHue KNC.

MpaKTuyeckue BONPOCbI BHEAPEHUS NIEKTPOHHOrO AOKYMEHT0060poTa B OpraHM3aLuum. AHanns nyymnx NpakTuK pOCCUNCKUX
KOMMaHui no acheKTMBHOMY BHEAPEHUIO U aKcnnyaTauum CI/.

MpakTuyeckne BONpocbl CoO3AaHNs U UCNONb30BaHUA NEKTPOHHbIX apXUBOB opraHu3auuu. Mpo6nemMbl U pelleHus.

3apauun ApPXUBHOIo XpaHeHus MHdJOpMaU,VIVI. MHd)OpMaLIMOHHbIe TEXHONOIrMn B apXMBHOM XpaHeHUwu. CucTtemMbl aBTOMaTU3auum pa6OTbI
apXnBOB U 3N1EKTPOHHbIE apXuBbl.

HopmaTtusHo-npaBoBas 6asa no pa60Te C 3/IEKTPOHHbIMU JOKYMEHTaMU. TepMUHbI U onpefesneHus.

0Oco6eHHOCTM paboTbl C 3NEeKTPOHHbIMU AOKYMEHTaMU: CO3JjaHue, NpuAaHne lopuaNYECcKoii Cusbl, UCMONHEHWE, ONEPAaTUBHOE XpaHeHUe.
JKcnepTr3a LEHHOCTU 3/IEKTPOHHBIX JOKYMEHTOB. MeTOAb! YHUUTOXEHUS 3NIEKTPOHHBIX [JOKYMEHTOB.

I'Iopﬂnox noAroToBKU U nepepava 3/1IeKTPOHHbIX AOKYMEHTOB Ha apXUBHOE XpaHeHue. OnuncaHune AOKYMEHTOB Ha 3JIEKTPOHHbIX
HOocuTtensax. Opransame yyeTa 3/1IEKTPOHHbIX JOKYMEHTOB. 0O6ecneyeHust AYTEHTUYHOCTHN (I'IO}J,J'IVIHHOCTVI) ANEKTPOHHbIX LOKYMEHTOB.
O6ecnevyeHune COXPaHHOCTU AOKYMEHTOB Ha 31IEKTPOHHbIX HOCUTENSAX.

nPMHLI,VIﬂbI co3aaHuA INIEKTPOHHOIo apxuBa opraHusayguu. Buabl ANEKTPOHHbIX apXnBOB. Cnocobbl 1 aTanbl co3aaHus ANEKTPOHHbIX
apXunBoOB. (DyHKLl,VIOHaJ'IbeIe cocTaBnawowme. YnpasneHue CprKTypOVI apxuBa.

0630p CyLLECTBYIOLLMX PELLEHUIA ANISl ANEKTPOHHbIX apXMBOB. 3aKOHOMEPHOCTU M3MEHEHUS 9IKOHOMUYECKON 3HEKTUBHOCTM NpU
MCMOb30BaHNN 3N1EKTPOHHbIX apXMUBOB.

[lpenogaBaTenu

MOJIOYHWUKOB Munxann AnekcaHaposuy

PykoBoauTesb fenapTaMeHTa BHepeHNA MHPOPMALIMOHHbIX CUCTEM 1 CUCTEM [OKYMEHTO060poTa C 15-1eTHUM OMbITOM paboTbl B
oTpacnu.

MPEMOLOABATE/b
CneuuanucTbl LleHTpanbHoro MocypapcTBeHHOro apxua CaHkT-leTepbypra.
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