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CospgaHue n BegeHue apxmBa Hay4yHO-TEXHUYECKOM
AokymMeHTaummn (HT[) Ha TpaAULMOHHbBIX U 9NEKTPOHHbIX

HOCUTENAX

Ha kypce paccmaTpuBaeTcs cCoBpeMeHHasi HopMaTUBHO-NpaBoBast 6a3a, perynupytoLlas paboTy ¢ HayYHO-TEXHUYECKOM
[oKymeHTaumein (HT[), nopsafoK yuyeTa v opraHm3auusa xpaHeHna HT [, NopsaoK aKCnepTu3bl LLEHHOCTU U COCTaB/IeHne onucei
nen HT[, obwme TpeboBaHus kK HT/[], nepesaBaemoit B rocyjapCTBEHHbIE M MyHULMMNAbHble apXuBbl, 0cCO6eHHOCTM Nepeeoga HT/,
B 9/IEKTPOHHYIO (hOPMY, COBPEMEHHbIE TEXHUYECKUe cpeficTBa B paboTe apxuBa HT/.

[ata npoBegeHusn: OTKpbiTaa fata

Bup o6yuyeHus: Kypc noBbileHust KBanudukaumm

dopmart obyuyeHusn: OHNanH-TpaHCAALUSA

Cpok obyueHus: 3 fHs

MpopomkuTenbHOCTb 06yyeHus: 24yaca

[ins yyacTHMKOB npeflycMOTpeHo: MeToauuyeckui matepuan.

J[loKyMeHT no oKoH4YaHuM obyueHus: o ntoram obyyeHus cnyLiaTenu, ycnewHo npoLleaLine UTOroByto aTTecTaumio No nporpaMmme
o6y4yeHus, nosyyatoT Y1OCTOBEpPEHNE O NOBbILLEHUUN KBanubukauum B o6beMe 24 yacos (B COOTBETCTBUM C JIMLIEH3MEl Ha NpaBo
BefleHMsi o6pa3oBaTesibHOM AeATeIbHOCTY, BblAaHHON [lenapTameHTOM 06pa3oBaHms 1 Hayku ropoaa MocKBbl).

Ilna Koro npegHasHayeH

PykoBoautenei apxmBoB Hay4YHO-TEXHUYECKOW [OKYMEHTaL MK, pykoBoanutenen cnyxo [10Y, aenonponssoauTtenen, LOKYMEHTOBEOB,
apxuBapuycoB.

Lienb o6yyeHus

MonyunTb pasbaCHEHWS K NOCEAHUM HOPMaTUBHbIM AOKYMEHTaM 1 NpaKTUYeckne pekoMeHaaumm no ahheKTMBHON opraH1saLmm
XpaHeHUs1 HayYHO-TEXHUYECKOW JOKYMEHTALMK B OpraHM3aLusax ¢ pasnnyHbiMu popmamMm cO6CTBEHHOCTY.
9TO MeponpuaTMe MOXHO 3aKa3aTb B KOpnopaTuBHOM opmaTe (06y4eHne COTPYAHUKOB OLHOM KOMMNaHuu).

[TporpamMmma oby4yeHus

JeHb-1.
HopmaTuBHO-MeToaMuuYeckas 6a3a opraHM3aLu apxuBa Hay4yHO-TeXHUYecKoi foKkymeHTaumu. CoctaB HT[] u-cpoku ee-xpaHeHus.

e 3aKoHOAATENbCTBO B-061aCTN apxMBHOro Aena. PopMypoBaHme NCTOYHUKOB KOMMIeKToBaHuUs apxmeoB HT/. Oco6eHHOCTM apxuBa
Hay4YHO-TEXHUYECKOIN JOoKYMeHTauun. Buabl co6cTBeHHOCTM Ha-HT . Buabl HayYHO-TEXHUYECKOW AOKYMEHTaLMK, MOCTynaroLen
Ha-XxpaHeHWe B-roCcyAapCTBeHHbI apxunB. 06a3aTeNbHOCTb Nepefayun HayYHO-TEXHUYECKON JOKYMEHTAaL N B-TOCYAapCTBEHHbIV apXuB.

¢ paBoBble M-HOPMATUBHO-TEXHUYECKNE AOKYMEHTbI, perynmpytolime coctas u-opopmneHune HT (noctaHoBneHus MNpaBuTtenbcTBa
Poccuitckor deaepaumu, MexXrocyapCTBeHHbI€, HaLMoHanbHble cTaHaapTbl, CHul (CH/CM), (TKWUHMM), CTO 123456RW-144-2021.
defiepanbHbIi 3aKOH 06-McYepblBatoLLLEM NepeyHe NpoLeayp B-CTPOUTENbCTBE, O-TUMOBOM NPOEKTUPOBaHUM U-paboyeit
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o [lpaBuna opraHusauun XxpaHeHus, KOMMNIEKTOBaHUSA, y4eTa U-Mcnosib30BaHUsA HayYHO-TEXHUYECKON AOKYMEeHTaunu B-opraHax
rocyAapCTBEHHOW BacTyW, OpraHax MeCTHOrO CaMOYMNpaBJieHUs!, FOCyJapCTBEHHbIX U-MYHULMNANbHbIX OpraHu3aumsx (yTe. NpMKasom
PocapxuBa 01-09.12.2020-No 155, 3aper.-B-MuHtocTe Poccumn-12.03.2021-No 62735). BktoueHne fokymeHToB HT, B-OUC THA
n-ErCNCY.

e 06513aHHOCTb Nepefayn HayYHO-TEXHUYECKON fIOKYMEHTaL N NpU CMEeHe PyKOBOAUTENS, peopraHv3aLmu, MIMKBUAALMY, U3BMEHEHUN
$hopMbl CO6CTBEHHOCTM OpraHunsaLuu.

o [NoHaTue n-knaccudukaumsa HTL. Cneunduka HT. CoctaB HTA. OnpegeneHve komnnekTHocTn HT[, npu nepefaye B-apxue
opraHusauuu.

Yuet pokymeHToB HT/[] B-HOMeHKnaType aen opraHusauuu. Mpaeuna opopmneHus 3aronoekos gen HTA.

o OnpepenieHVe CPOKOB XPaHEHNA HAYYHO-TEXHNYECKOW AOKYMEHTaLUN.

e 0630p MepeyHsa HT[;: npukas Pocapxusa 01-20.12.2019-N 236 «06-yTBEp>KAEHMM NepeyHst TUMOBbIX YNpaBieHYEeCKMUX apXUBHbIX
[OKYMEHTOB, 06pasyoLLnXca B-NpoLecce feaTeNbHOCTU FOCyAapCTBEHHbIX OPraHOB, OpraHOB MECTHOIo caMoyrnpaBJieHust
N-opraHn3auni, c-ykasaHMemM CpoKoB UX-XpaHeHUs». CpoKKN XxpaHeHus forosopos B-TlepeyHe HT[: Teopua n-npakTnka. Skcneprusa
ueHHocTn HT /1. UsmMeHeHne CpoKoB XxpaHeHus gokymeHToB HT/,.

o danbuoBKa YepTexen, nepenseT (NoALWNBKA) AOKYMEHTOB TEKCTOBOMN AOKYMEHTaLMKW; HyMepaLusi TMCTOB eANHULbI XPaHEHWS;
CoCTaBJIeHVe BHYTPEHHEN OMNUCK; 3anosTHeHne NncTa-3aBepuTens; opopmneHne o6noXxKu gena.

o O6opynoBaHue gns xpaHenua HTL,.

[AeHb-2.
OpraHu3sauus paboTbl TEXHUYECKOro apxuBa. YueTHble AOKYyMeHTbl apxuBa HT/.

e lNepeaaya HayYHO-TEXHUYECKOI [JOKYMEHTALMMN B-apXUB (TEXHUYECKUI apXMB), UHOE CTPYKTYpHOE nojpa3sfeneHue, opraHusyollee
XxpaHeHue HT [, B-opraHnsauuu. CoctaBneHue onucen gen n-akToB nepefayn gen B-apxvme opraHunsaumun. ApxmBHble onucu. Pasnuuuma
B-0hOPMEHMMN apXMBHOWM ONUCK feN Hay4YHO-UCCNe[oBaTeNbCKON, KOHCTPYKTOPCKOM U-NPOEKTHOM AOKYMeHTaLuMmn. CXxeMbl NOCTPOEHMUS
onucen. HayyHo-cnpaBoYHbIv annapaT k-onucu HTL,. O6n10)KKa onucu, MNCT-3aBepuTesnb Aena, BHYTPEHHSS ONUCH Jen.

o [lokymeHTbl apxmBa HT/. MacnopT apxua. CocTaB yY4eTHbIX LJOKYMEHTOB: MHBEHTaPHbIE KHUIMN YYeTa; KapTO4KM yyeTa JOKYMEHTOB;
KHWUIM (3KypHanbl) perucTpauum paspeLleHunii Ha-BHeCEHWEe USMEHEHUI A1si IPOEKTHON AOKYMEHTauumn ans CTpouTenbCcTea
N-NPOrpaMMHON JOKYMEHTALMK, U3BELLEHWI, NPeABapUTENbHbIX U3BELLEHWUI U-NTPEANOXEHUA 06-M3MEHEHUUN A1 KOHCTPYKTOPCKOWM
N-TEXHONOIMYECKON AOKYMEHTaLUnU. BHeceHne n3MeHeHUI B-POEKTHYIO AOKYMeHTaLmto. [puMepbl BapMaHTOB BHECEHWUS U3MEHEHUI:
aHHYNMpOBaHWE U-3aMeHa JINCTOB.

o [IpoBepka Hanuuus u-coctossHMsA aen. NopsafoK yHUUTOXKEHUS] AOKYMEHTOB C-UCTEKLLMMU CPOKaMM XpaHeHusi. OpraHnsaums paboTbl
apxuea HT[, no-sanpocam nonb3oBaTenen.

JAeHb-3.

XpaHeHune 9N1eKTPOHHbIX HayYHO-TEXHUYECKUX JOKYMEHTOB Ha-pu3nyecku 060cobseHHbIX HOCUTENSAX U-CUCNONIb30BaHUEM
MHGOpPMaLIUOHHON CUCTEMDI.

o OHATUE 3NEKTPOHHOIO JOKYMEHTA U-3IEKTPOHHOIO apxmBa. Mpo6ieMbl OpraH13aLmnm apXMBHOIO XpaHeHUs! HayYHO-TEXHUYECKOM
JOKYMEHTaLMKN. 3aKOHOLATENbCTBO 06-3/1EKTPOHHOM XpPaHEHWUU LOKYMEHTOB. PernameHTaums paboTbl C-3IEKTPOHHBIMU JJOKYMEHTaMM
B-JIOKaJIbHbIX HOPMAaTUBHbIX aKTax OpraHusaLum.

¢ BapuaHTbl OpraHM3aLuy 3IEKTPOHHOIO apxmBa: NChl U-MUHYCbl. COCTaB JOKYMEHTOB 3JIEKTPOHHOMO apxuBa HT . ®opmarbl
JOKYMEHTOB U-UX-3HaYeHWe Npu opraHn3aLum 31eKTPOHHbIX apxMBOB. PekoMeHAaLmMm no-paboTe c-HayuyHO-TEXHUYECKOM
JOKYMEHTALMEN B-3NIEKTPOHHOM BUAE B-CTPYKTYPHbIX NOAPA3AeNeHNsIX OpraHu3aLmm u-8-apxmeax opraHusauuin. Tpe6osaHus
K-apXMBOXpaHWUIMLLLAM 3N1EKTPOHHbIX JOKYMEHTOB Ha-CbeMHbIX HOCUTENAX. Tpe6oBaHUs K-TeMMepaTypHO-BNaXHOCTHOMY pexXuMy
XpaHeHUsi LOKYMEHTOB Ha-pasHbIX HOCUTENSX.

e [pueM Ha-TocyfapCTBEHHOE apXMBHOE XpaHeHWe NPOEKTHOW JOKYMEHTALMM Ha-31EKTPOHHbIX HOCUTENSAX.

MpaKTuyeckume Kecbl. BbI6op cMCTeMbl aBTOMaTU3aLMK 3NIEKTPOHHOIO apxmBa. APXMBbI TEXHUYECKOMN U-CTPOUTENbHOW AOKYMEHTALMM.

TexHuYyeckue peleHunsa u-nx-hyHKLMOHaNbHOCTU.

[lpenogaBaTtenu

HNOPOHWHA Jlapuca AnekceeBHa

KaHaupaTt SKOHOMUYECKMX HayK, foUeHT Kadeapbl rocyapCTBEHHOIO YNpaBieHUs U KagpoBoW nonutuku MIYY MpaBuTenbcTBa
MoCKBbI, aBTOp y4e6HbIX NOCO6UIA MO JOKYMEHTOBeeHUIo, aKcnepT HaumoHanbHoM accoumaumm oUCHbIX CreunanucTos u
aAMMHUCTPAaTMBHbIX paboTHUKOB Npu Mpe3ungeHTe Poccuitckon Geaepaunm, copaspaboTumk npodeccroHanbHbIX CTaHAAPTOB.

Cdepa npoeccuoHanbHbIX MHTEPECOB:
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MpodeccroHanbHble KOMNETEHLMU: ONTUMKU3ALUS BU3HEC-IPOLIECCOB NPeANpUATUSA, pa3paboTka HOPMaTUBHbIX MaTepuanos Nno
[OKYMEHTUPOBaHUIO YNpaBfeHYeCKOM AesiTENbHOCTH, ayAUT KafpoBOro Aenonpon3BOACTBa, KOHCYIbTUPOBaHWE Mo BbiGopy
nporpaMMHOro NpoAyKTa no aBTomaTusauum AenonpoMsBoACTBEHHbIX MPOLLECCOB. YyacTBOBana B NpoeKkTax no asToMaTusawmm
[OKyMeHToo6opoTa komnanum IKT, IBS, BecTb MeTa-TexHonorunu.

O6pasoBaHue:

OkoHuuna rOCYﬂ,apCTBeHHyK) aKageMuio ynpasieHna UMeHU C.Opﬂ,)KOHVIKVIﬂBe, Kad)ep,pa AOKYMeHTOBeAEHUA U JOKYMEHTALMOHHOIO
obecneyeHuns ynpaBneHusa, LOKyMeHTOoBeA, cneynanunct no VIHCbOpMaLl,I/IOHHbIM TEeXHOJ/1I0IrMAM ynpasieHUA.

My6nukauum:

ABTOp 60nee 150 ny6nvMkauuii, B TOM YMChe cTaTeil B XXypHanax «CnpaBoYHMK CEKpeTaps U opuc-meHegxepar, «CrnpaBoYHUK
KagpoBurKay, «[lenonpon3BoacTBO», «CekpeTapcKoe fenoy, «<YnpaBneHne nepcoHanom», «Cnyxba kagpos», «[ouck: oT npoekTa 4o
KfoYa» u ap.

MPEMNOOABATEJb
CnewumnanncTbl apXMBHOW OTPAc/n, 3KCMepTbI-NPaKTUKM KOMMNaHW-pa3paboTunKoB creLuanusnposaHHoro Mo.
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