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CneunanucT No opraHM3aLnuoHHOMY U OKYMEHTALNOHHOMY
obecrneyeHuto yrnpaB/ieHUss opraHusaumen

C 18 aBrycta 2025 roa BcTynaet B cuny HoBbli TOCT P 7.0.97-2025 06 opopMneHun opraH1M3aLMoHHO-pacnopsianTeNbHbIX
[OKYMeHTOB. B paMKkax Kypca cnywaTenu noayyat KOMMIeKCHble 3HaHUA 06 opraHv3aummn JOKYMeHTo060poTa B OpraHvM3aumm ¢
y4eTOM HOBaLMI1 3aKOHOAATENbCTBA, Y3HAKOT O COBPEMEHHbIX Tpe6oBaHUsAX BeeHNs Ae/ToNpon3BOACTBa, NoyyaT npakTuyeckme
pekoMeHzaLmm no Bonpocam ynpassieHnss LOKYMEHTaMu, BHEAPEHUIO N ONTUMU3aLUN CUCTEMbI 3IEKTPOHHOIO
[OKYMeHToOo60poTa.

[ata npoeegenusa: 15-19 gekabpsa 2025 ¢ 10:00 go 17:30
ApTtukyn: MC24119

Bup, 06yyenus: Kypc noBbilleHus KBanmdukaumm

dopmart obyyeHus: [IHeBHOM

Cpok obyueHus: 5 nHel

MpopomkuTenbHocTb 06yyeHus: 40yacos

MecTo npoBegeHus: r. MockBa, yn. 3onoTas, 4. 11, 6usHec-LeHTp «30/10TO», 5 3Tax. BceM yyacTHMKaAM BbicblnaeTcs noAapobHas cxema
npoesga Ha ceMuHap.

CtoumocTb yyactus: 67 800 py6.
[inA y4acTHMKOB NpeflyCMOTPEHO:

MeToanueckunin matepuman, kode-nayabl.

J[I0KyMeHT no oKoH4YaHUU obyyeHus: o nToram obyyeHus cnyliaTenu, yCnewHo npoLleaLline UTOroByo aTTeCTaLuto No NporpaMme
06y4eHus, NoNlyyatoT Y [OCTOBEPEHME O MOBbILWEHUN KBanudukaumm B o6bemMe 40 Yacos (B COOTBETCTBUM C NIULIEH3UEN Ha NpaBo
BefleHVsi o6pa3oBaTesibHON AesTeNbHOCTH, BblAaHHO [enapTaMeHTOM 06pa3oBaHusi U Hayku ropoga MockBbl).

Ilna Kkoro npegHasHaveH

PykoBoguTtenei cnyx6 [,0Y, pykoBoauTenei apxuBoB NpeanpusaTMiA U OpraHn3aunii pasfimyHblX OpraHM3aLMoHHO-NPaBoOBbIX HOPM,
COTPYAHWUKOB KaHLensipuv, cekpetapmnaTta, o6Lmux OTAEN0B, CeKpeTapei, NOMOLLHMKOB pyKoBoauTenen, pedepeHToB, MepcoHabHbIX
acCUCTEHTOB, 0(MC-MeHeXXEePOB, Ae/I0NPon3BOAUTENEN, JOKYMEHTOBEAOB U apXMBapuycoB.

Lienb o6yyeHus

o M3yyeHune felCTBYIOLLErO 3aKOHOAATENbCTBA M HOPMaTHBHbIX NMPaBOBbIX aKTOB B chepe Ae/10NpovM3BOACTBA U apXMBHOIO fena.

o dopmMypoBaHME KOMNETEHLMIA B 0671aCTU HOPMATUBHOIO PEryNMpoBaHus paboTbl C AOKYMEHTaMM.

¢ O3HaKoMneHve C MeTojamMu aHann3a v ONTMMU3aLMN OCHOBHbIX JEN0NPON3BOACTBEHHbIX OnepaLuii.

o AKTyanusauus NpakTUYeCKMX HaBbIKOB COCTaBMIEHUS M O(OPMIIEHNSI OCHOBHbIX BUAOB YpaB/ieHYeCKMUX [OKYMEHTOB.

e M3yyeHune cOBpEMEHHbBIX NPaBWU BEAEHWS A,eNI0BOW NepenucKku.

o ®opmyrpoBaHMe NPaKTUYECKNX HaBbIKOB B 061aCTW TEKYLLEro onepaTMBHOrO M apXMBHOIO XPaHEHUS fOKYMEHTOB.

o O3HaKoMneHve c MeTofamMu ONTMMMU3aLumn OoKyMeHToobopoTa.

o [onyyeHve cBeAEHNI O COBPEMEHHDBIX TPEGOBAHUSX K CUCTEMAM 3JIEKTPOHHOTO JOKYMEHTOO60POTa U CUCTEMAM XpaHeHWs
9NEeKTPOHHbIX [JOKYMEHTOB.

o M3yyeHune npaBu NPUMEHEHNSA SNEKTPOHHbIX MOAMMUCEN B 3/1EKTPOHHOM [OKYMEHTOO60POTE.
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OCO6EHHOCTU NPOrpaMmbl

Kypc cooTBeTcTBYeT NnpodeccroHanbHbiM cCTaHaapTaM «CrewLuanucT No opraHn3aunoHHOMY U JOKYMEHTaLUOHHOMY 06ecneyeHmto
ynpaBJieHusi opraHu3auuei» (perncTpaumMoHHblil Homep 37509, yTBepXAEHHbBIN Npuka3oM MUHMUCTEPCTBA TpyAa M COLManbHOMN 3alumThbl
P® ot 06.05.2018 N2 276H).

PesynbTaT 06y4yeHus

B pe3synbTaTe 06y4eHUs1 y4aCTHUKU Kypca NpUobpeTyT npakTuyecKue HaBbIKK:

Peanusaumu HopMaTUBHbIX TPEGOBAHUI K OpraHU3aLmMm NPoLLecCcoB AOKYMEHTUPOBAHMUSA U TEXHOOMMU 4eN0NPOU3BOACTEA.
[LOKyMEHTUPOBaHWsI yrpaBreHYeCKoW JesTeNbHOCTH U paboTbl C AOKYMEHTaMu CUCTEMbI OpraHM3aLMOHHO-PacNopAAUTENbHO
LOKYMeHTaLum.

OpraHusaumv 1 oNTUMU3aLMK JOKYMEeHTO060poTa OpraH13aLmu.

OpraHu3auuu npuema, perucTpaumm U pacCMOTPEHUS JOKYMEHTOB.

OpraHu3aumy KOHTPOJISt UCMONTHEHUS! [JOKYMEHTOB.

OpraHu3aumuu TeKyLLero onepaTMBHOMO XpaHEHUS! OKYMEHTOB.

o Pa3paboTku 1 BefleHUs1 HOMEHKNATypbl Aen.

e MMOATrOTOBKM AieN K apXMBHOMY XpaHEHMUIO.

MpoBefeHNst 3KCNEPTU3bI LLEeHHOCTU AOKYMEHTOB, COCTaB/IeHUs ONWUCEN AeN U aKTOB O BbIAENEHUN K YHUUYTOXEHUIO [JOKYMEHTOB,
He NoAJIeXaLLMX apXVBHOMY XPaHEHW!HO.

Peanusaumu TUNoBbIX GYHKLMOHANbHBIX TPEGOBaAHUI K CUCTEME 3JIEKTPOHHOTO AoKyMeHToo6opoTa (CO) 1 cucTeMe XpaHeHus
3NEKTPOHHbIX fJOKyMeHTOB (CX3[).

9TO MeponpuaTUe MOXHO 3aKa3aTb B KOpnopaTuBHoOM opmaTe (06y4eHne COTPYAHUKOB OJHOM KOMMaHuK).

OTAenbHble CEMUHapbl B paMKax Kypca

e CoBpeMeHHbIE TEXHOIOMNY SNTEKTPOHHOMO LOKYMEHTOO60pOTA

e ONIEKTPOHHbIN apXxMB OpraHunsaLun: cobntofeHne TpeboBaHNit, NPaKTUYECKUE BONPOChI OpraHM3aumm U TEXHUYECKOro
obecnevyeHus

e CneumannucTt apxmBa opraHu3aumm

YyacTvie BO3MOXKHO OTAENbHO B KaXXOM CEMMHaPpe.

[TporpamMmma oby4yeHus

AeHb 1.
HopmaTuBHOe perynupoBaHue 1 opraHusaLus CUCTEMbI AeNonpou3BoACTBa.

e CucTema 3aKoHofaTesIbHbIX U HOPMATUBHbIX NPaBOBbIX aKTOB. Llenb BHeLWHero perynupoBaHus - o06ecneuntb cobntoeHmne
JeNCTBYIOLLEro 3aKOHOAAaTENbCTBA, O6LLErOCYyAapPCTBEHHbIX HOPM U NpaBui paboTbl C JOKYMEHTaMMU.

e [MonHoMouus PocapxuBa B 0651aCTM HOPMaTUBHOIO PEryIMpoBaHns AeNonpou3BOACTBa U apXMBHOIO Aena.

CteneHb 06s13aTeNIbHOCTU M Npo6ieMbl BHeapeHusl [pUMepHO MHCTPYKLKUMW MO AeNT0NPON3BOACTBY B FOCYAapCTBEHHbIX OpraHU3aLusx

(yTB. Nnpukasom Pocapxusa oT 11.04.2018 N2 44) u [MpaBun AenonpoM3BoACTBa B FOCYAapCTBEHHbIX OpraHax, opraHax MeCTHOro

camoynpasneHus (yTB. npuka3omM Pocapxusa ot 22 mast 2019 . N2 71). Oco6eHHOCTM NpUMEHeHUs 06LLLerocyAapCTBEHHbIX Tpe6oBaHUM

B KOMMEpYEeCKUX OpraHusauusx.

e HaumoHanbHble cTaHaapTbl Poccuiickoi Gepepauum B 061acT AOKYMEHTUPOBAHUS, yNpaB/ieHUs1 AOKYMEHTaMm1 U paboTbl €
91EKTPOHHbIMU fOoKYMeHTaMu.- CtaHgapTbl FOCT P UCO.- basosbini ctangapt FOCT P MCO 15489-1 - 2019.- CemencTBO CTaHA4ApTOB
cepumn FOCT P UCO 30300.

e HopmaTuBHble JOKYMEHTbI B 06/1aCTV @apXMBHOIO XpaHEHWUs1 JOKYMEHTOB.

Hoebii FTOCT P 7.0.97-2025 «Cuctema ctaHAapToB Mo nHdopmMaLmu, 6UbnmotedHoMy u usgatenbckomMy geny. OpraHMsaLnoHHo-

pacrnopsaauTenbHas JokyMeHTauus. TpeboBaHus K ohopMIIEHUIO AOKYMEHTOB» ¢ 18.08.2025 r.- (B3ameH TOCT P 7.0.97-2016).

N3meHeHuns B 0hOpMIeHUM OKYMEHTOB U UX pekBU3nUTOB No HoBomy FOCT P 7.0.97-2025.
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[enonpon3BoAcTBO KaK TexHonorus. MpuHLUMNbl opraHu3saummn JOKyMeHToo60opoTa.

o [pVHUMIbI OpraH13aunm jokyMeHToo6opoTa. MoHATUE 0 fOKyMeHToo6opoTe. [paBuia OpraHn3aummn U KpUTepun oLEHKU. AHanus

[LOKYyMEeHT0060p0Ta, y4eT 06bEMa JOKYMEHTOO60POTA, CNPaBKW U CBOAKM 06 06bEME JOKYMEHTOMNOTOKOB B 6YMaXKHOI U 3N1eKTPOHHOM

dbopwme.

Mpuém 1 npesBapuTenbHas 06paboTka NOCTyNaoLWMX AOKYMEHTOB. MPUEM 3NEKTPOHHbIX JOKYMEHTOB U COOBLLEHUIA.

MpeaBapuTenbHOE pacCMOTPEHME NOCTYMNaLWMX JOKYMEHTOB, MOSIHOMOYMSI CEKPETApS UMK CNYX6bl AenonpousBoAcTBa. Peructpauus

LLOKYMeHTOB. [lepeyeHb perncTpupyeMbIX U HEPErMCTPUPYEMbIX JOKYMEHTOB. HanpaBrieHne JOKYyMEHTOB Ha MUcrnosiHeHue. PaboTa

UCMOJTHUTESNEI C KOMWUSMU MOCTYMNUBLUMX AOKYMeHTOB B CI/[,.

e PaboTa McrnosiHuTenein ¢ BHyTPEHHUMM AOKYMEHTaMU. PernameHTauus npoueaypbl COrlacoBaHusl MPOEKTOB AOKYMEHTOB.
MapannenbHoe 1 NocnepoBaTeibHOe cornacoBaHue. MofHOMOYMS UCMONHUTESNeN U PYyKOBOAUTENEN Noapa3aeneHunil.

o KOHTPOMb UCMONHEHUSI LOKYMEHTOB U NOPYYEHUiA. TUNOBbIE M MHAUBUAYANbHbIE CPOKU UCTIONHEHUS. [TOTHOMOYNA OTBETCTBEHHbIX

ncnonHuTenein. KOHTpob UCNOMHUTENBCKON ANCLMMUHDI, CNIPaBKU U CBOAKW MO CPOKaM, UCTIONHUTENAM U NOAPa3fAeNeHNUsIM.

dopmupoBaHue nokasaTtenei oLeHKM AesTeNbHOCTH (0TYeTbI).

06paboTka M perucTpauus oTnpaBsieMblX JOKYMEHTOB.

JOeHb2.

CoBpeMeHHble Tpe6oBaHUA K-ynpaBneH4YecKUM AoKyMeHTaM. Cuctema u-104cucTeMbl OpraHM3aLMOHHO-pacnopaanTEeNbHOM
AOKyMeHTauuun. CoctaBneHune u-opopmneHue oTaeNbHbIX BUAOB JOKYMEHTOB.

e CucTema NIoKanbHbIX HOPMATUBHBIX aKTOB OpraHv3auuy B-o6nacTu AeIonponM3BOACTBa.

Anroputm pa3paboTKn MHCTPYKLMM NO-Ae/I0NPOM3BOACTBY Ha-0CHOBE MeTonyeckmnx peKoMeHaLmnii no-pa3paboTke NHCTPYKLMIA

no-AeNonpou3BOACTBY B-TOCYAapCTBEHHbIX OpraHax, opraHax MecTHOro camoynpasineHus (yTB. npukasom Pocapxusa oT-25-fekabps

2020 roaa N2-199). NMpo6ieMbl CTPYKTYpbl M-06bEMa AOKYMEHTA. YpaB/ieHUe UHCTPYKLMEN KakK [JOKYMEHTOM, 06yyeHue

ncnosnHuTenei. AKTyannsaums fericTBYOLWe MHCTPYKLMM NO-Ae/TONPOM3BOACTBY NPV BHEAPEHUN 3/TIEKTPOHHOIO JOKYMEHTO060poTa

[pyrve opraHusaLnoHHble JOKYMEHTbI. HadHauyeHne JOKYMEHTOB: MNOSIOXeHWe, NpaBuia, UHCTPYKLUS, perfiamMeHT.

PacnopsauTenbHble JOKYMEHTbI, M3fjaBaeMble Ha-OCHOBE efMHOHavanuns. Npnkasbl NO-OCHOBHOW AeATENIbHOCTU U-NO-TMYHOMY

COCTaBY, pacrnopsiXeHue, nopyyeHue (ykasaHue)-— TUNoBou hopmMynsip, obopmMeHue, CTPYKTypa TEKCTa, CPOK AencTBUs, GopMmbl

npefcTaBneHus.

PacnopsiautenbHble JOKYMEHTbI KONErnanbHbIX OpraHoB yrnpaBnieHus. NpoTokon, NocTaHOBIIEHME, pelleHne-— Tpe6oBaHus

K-0(OpMIIeHMIO, CTPYKTYpa TEKCTA, CPOK AeNCTBUSA, HOPMbI NPeAcTaBNEHNS.

CocTaBneHue n-ohopmMeHne cnpaBoYHO-UHPOPMALIMOHHbBIX JOKYMEHTOB. AKT, CNpaBKa, Clyxe6Has (fAoknafHasi, 06bsiCHUTENbHAs)

3anuncka, 3asaBneHve-— TUNoBoM GopMyssp, PEKBU3UTbI, TpEGOBaHMUS K-0POPMNIEHUIO, CTPYKTYpa TeKCTa, opMbl NpeacTaBNeHNS.

 oHATUe 0-aenoBoit nepenncke. Knaccudukaums Bu[oB n-pasHosugHocTen nucem. O6Lme npasmia opopmIeHns peKBU3UTOB
n-Tpe6oBaHns K-CTPYKTYpe TekcTa. Buabl 6n1aHkoB Ans nuceM. bnaHku nucem Kak anemMeHT GUpMeHHOro ctuns. MaBHasa GyHKLmA
cnyxebHoro ncbma-— ycrnewuHas KOMMyHuKaLumus. CTpyKTypa TekCcTa MMcbMa B-paMKax ynpaB/ieH4eCKUX KOMMYHUKaLMA. PeyeBble
(hopMyIbl BEXNBOCTU. A3bIKOBbIE OCOGEHHOCTMN CNYXEOHbIX MUCEM W-C/TOBa-— «METKN» KOHKPETHbIX Pa3HOBULHOCTEN NUCEM.

o Tpe6oBaHWA K-CTUIMCTUKE 3NEKTPOHHbIX COOBLLEHMIA. Mepenncka No-as1eKTPOHHO nouTe.

JOeHb-3.

J[loKyMeHTanbHblil n-apxmBHbiiA poHAbI opraHusaLmu. HopMaTuBHbIE Tpe60BaHMA K-OpraHM3aLMm TeKYLLLEro onepaTUBHOro U-apXUBHOMO
XpaHeHUs JOKYMEHTOB.

o depepanbHbIit 3akoH 0T-22.10.2004 N2-125-03 «O6-apxuBHOM aene B-Poccuiickoit Gefiepaumm». 06513aTeNIbHOCTb apXMBHOIO XpaHEHUs!
[OKYMEHTOB B-Te4eHWNe HOPMaTUBHbIX CPOKOB.

MoHATMA «AOKYMeHTanbHbl GOHAY», «<apPXMBHbIN OHAY, «KAPXUBHbIA AOKYMEHT». OTBETCTBEHHOCTb 3a-OpraHM3aLuio TEKYLLEero
OMepaTMBHOIO M-apXMBHOMO XpaHeHWs fOKYMeHTOB. OTBETCTBEHHOCTb 3a-0CYLLECTBIEHNE TEKYLLErO XpPaHeHUsl n-o06ecrnedeHns
COXpaHHOCTU. [lIOKyMEeHTbI OpraHnsaLmmn-— aKkTuB, UMEOLMIA LLEHHOCTb.

MpaBuna opraHM3aLumn XxpaHeHu s, KOMMNIEKTOBaHUS, y4eTa U-MCcnonb3oBaHus AOKYMEHTOB ApxuBHoro ¢doHaa Poccuiickont Pepepavmm
U-ApYryX apXUBHbIX 4OKYMEHTOB B-OpraHax rocylapCTBEHHOM B/IaCTU, OpraHax MeCTHOIro camoynpaBieHnsa n-opraHusauymsix (yTe.
npuka3omM Pocapue-31.07.2023 N2-77). MNpoekT HoBOW Bepcuu lMNpasus.

MepeyHn fOKYMEHTOB CO-CPOKaMU XpaHeHUs. [NepeyeHb TUMOBbIX YNPaBieHYECKMX apXMBHbIX JJOKYMEHTOB, 06pasyoLimxcs B-npoLecce
[eATeNbHOCTU roCyapCTBEHHbIX OPraHOB, OPraHOB MECTHOIO CaMOYyMnpaBfieHUst N-OpraHn3aumnii, C-yKasaHMeM CPOKOB UX-XPaHEeHUs!
(yTB. npukasom PocapxuBa 01-20.12.2019 N2-236 U-UHCTpyKUMs NO-€ro npuMeHeHuto (yTB. npukasom Pocapxusa 01-20.12.2019 N2-237).
CpoKM XpaHeHUa JOKYMEHTOB B-OYMa)KHOW U-3N1EKTPOHHOM Gopme.

o [pYHLMNbI, KPUTEPUU M-3Tarbl IKCNEPTU3bI LEHHOCTU JOKYMEHTOB. Co3aHne 3KCMepTHOM KOMUCCUMM opraHusauuu. NpumepHoe
MoJsioXeHne 06-9KCNepTHOM KOMUCCUK opraHu3auuu (yTB. npukasomM Pocapxuea 01-11.04.2018 N2-43). OpraHusauus
W-AOKYMEHTUPOBaHWE paboTbl IKCMEPTHON KOMUCCUM.

Ponb HOMeHKNaTypbl fen B-cucteMaTmsaummn 4oKyMeHTanbHoro goHaa. Tvnbl n-BuAabl HOMeHKNaTyp aen. Metoaumka
n-opraHM3aumMoHHble npoLeypbl pa3paboTKu U-BeAeHNss HOMEHKNATYpbl Aen. [lononHeHne K-HOMeHKnaType Aen. 3HauyeHue
HOMEHKNaTypbl Aen ANs cocTaBNeHUs onNncen AOKyMeHTOB. HoMeHknaTypa gen Kak knaccudukaTop B-CUCTEME 3/1EKTPOHHOIO
JOKyMeHToOo60poTa.

Apxu1BHbI HOHA OpraHM3aunmn U-ycTaHOBIIEHUE ero rpaHuL. MonoxeHne o6-apxuBe UM NONTIOXeHNE 06-apXMBHOM XpaHEHUU
JOKYMEHTOB. [loKyMeHTbI punvanos, NpeaAcTaBUTENbCTB U-OTAENEHUIA: UX-MECTO B-apXMBHOM QOHAE FOIOBHOM OpraHn3auumu.
OTBETCTBEHHOCTb 3a-apXMBHOE XpaHeHWNEe JOKYMEHTOB.
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KoHTposb 3a-CO6NI0AEHNEM CPOKOB XPaHEHUs M-06ecneyeHnemM COXpaHHOCTU JOKYMEHTOB. [OTHOMOYUS YNIOSTHOMOYEHHbIX apXUBHbIX

opraHoB. ALMVHUCTpaTMBHasi OTBETCTBEHHOCTb 3a-HECOBNIOAEHNE CPOKOB XPaHEHMUSI.

OpraHusaumsa xpaHeHus n-ob6ecrevyeHme COXpaHHOCTM apXMBHbIX fJOKYMEHTOB. Tpe6oBaHWUA K-34aHUNI0, MOMELLEHUSAM U-TEXHUYECKOMY

OCHaLLleHMIO apxuBa. TpeboBaHWA K-PeXXMMaM XpaHeHUs LOKYMEHTOB. JKCMepTn3a NpUrogHoCTM NOMELLLEHUS A5 pa3MeLLeHns B-HeM

apxuBa. 0630p COBPEeMEHHOro 060pyA0BaHUs A1 OCHALLEHUS] apXMBHbIX MOMELLEHUI, 06pabOTKMU U-XPaHEHUS apXUBHbIX OKYMEHTOB.

CucTema y4eTHbIX JoOKyMeHTOB apxuBa. CocTaB OCHOBHbIX (0653aTesIbHbIX) U-BCMIOMOraTe IbHbIX YYeTHbIX [JOKYMEHTOB. [leno doHAaa.

Buabl onucen aen. Metoamka cocTaBfieHUss onucen aen a1eKTPOHHbIX JOKYMEHTOB.

e KomnnekTtoBaHMWe apxuBa opraHusaumm. CMcok CTpyKTYpHbIX MOAPa3aeneHnA-uCTOUHMKOB KOMIMIEKTOBaHMS.

MopsiAoK NOArOTOBKM Aen Ans nepefiayn B-apxue (Ha-apxMBHOE XpaHeHue). paduk npuéma-nepenayn. ApXMBHO-TEXHUYECKas

06paboTKa, cocTaB/ieHMe BHYTPeHHMX onuceit gen. ObopmeHne 0610XeK fen NOCTOSHHOrO, BpemMeHHoro (cBbiwwe 10-n1eT) CpokoB

XpaHeHus u-gen no-IM4YHOMy CoCTaBy.

e Onucwu aen CTPYKTYPHbIX NoApasaesieHni U-NPoeKTbl aKTOB 0-Bblie/IEHUUN K-YHUUTOXEHMWIO JOKYMEHTOB, He-NOANEXaLLUX apXMBHOMY
XpaHeHuto. FofoBble pasfesibl CBOAHbIX ONUCER N-CBOAHbIE aKTbl.

e /cnonb3oBaHWe apXMBHbIX JOKYMEHTOB B-yrpaBfieHYeCKOW AesiTENbHOCTU U-B-LieNsiX 3aliMTbl coLMasnbHbIX NpaB rpaxgaH. MNopsaok

BblZ, @4/ apXUBHbIX OKYMEHTOB MO-3arnpocaM YNoJIHOMOYEHHbIX FOCYapCTBEHHbIX OPraHOB U-KOHTPOJIb 3a-MX-BO3BPaTOM.

Apxus Hay‘-lHO-TeXHM‘-IeCKOﬁ AOKYMeHTauuu.

o OpraHusauus apxmBa Hay4YHO-TEXHMYECKOM AOKYMeHTauuu. NpaBuna opraHMsaumm XxpaHeHusl, KOMMIeKTOBaHUs, yyeTa
N-UCMONb30BaHWA HAYYHO-TEXHUYECKOW AOKYMEHTaL MM B-opraHax rocyAapCcTBEHHOW BNacTW, OpraHax MeCTHOro camoynpaBsJ/ieHus,
roCYAapCTBEHHbIX U-MyHULMMNANbHbIX OpraHu3auusx (yTB. npukasom defepanbHOro apxMBHoro areHTcTea o1-09.12.2020 N2-155,
3apernctp. MuHtocTtoM Poccnu-12.03.2021 N2-62735): xapakTepUCTHKa HOPMATUBHOIO NPaBOBOro akta. OCHOBHbIE MONOXKEHUS.

e ONIEKTPOHHbI apXMB HayYHO-TEXHUYECKOMN AoKyMeHTaumm (HT/L) Kak yacTb KopropaTUBHOW MHOpMaLMoHHoW cucTembl (KUC).
OcobeHHOCTM 3neKTpoHHOro apxuea HT/L. BaaumopeincTeume cnyxobl Ae5IoNpou3BOACTBA, apxuBa U-cnyx6bl HT.

AeHb4.
OneKTPOHHbII apxXUB OpraHU3aLum: cobnofeHne TpeboBaHMiA, NpaKTUYECKUe BONPOChI OpraHM3aLum U-TEXHUYECKOro obecrneyeHus.

e PerynvpoBaHue apXMBHOIro XpaHeHU LOKYMEHTOB B-3/1eKTPOHHOM hopMe. MoHATHE «apXMB 3NeKTPOHHbIX fOKyMeHToB». TOCT P-MCO
30300-2015, FOCT P-7.1.101-2018/MCO 30301:2011 u-gp. Npukas Pocapxuea oT-31-utonst 2023-r. N-77. (3KCnepTHbI KOMMEHTapWiA).
MepcnekTnBbl pasBUTMS HOPMATUBHON 6a3bl.

o TpeboBaHWA K-apXMBHOMY xpaHeHuto 3. DyHKLMOHaNbHble TPeboBaHNA K-cucTeMam xpaHeHns S/1. AyTEeHTUYHOCTb, AOCTOBEPHOCTD,
LieSIOCTHOCTb, MPUrOAHOCTb AJ151 UCMOMIb30BaHWSA-3[1: TEXHOMOMMY 3aLUUTbI; TEXHONOMMM 06eCneYeHns AONrOBPEMEHHOM
COXpaHHOCTW-3/[]; noaAep>KKa MUrpaLmmn n-KoHBepTaLum; popmaTbl XpaHeHUS.

o CTaHAapTbl, PyKOBOACTBA U-MeTOAMYECKME peKoMeHAaLMN. OCOBEHHOCTH aKCNepTU3bl LIEHHOCTM 3/IEKTPOHHbIX OKYMEHTOB.
YHUUTOXEHNE 3NEKTPOHHbIX JOKYMEHTOB.

o MNofxoAbl K-OpraHN3aLMmn apXMBHOTO XPaHEHUS 3/TEKTPOHHbIX JOKYMEHTOB.

TexHonorun cospaHus 9JIEKTPOHHOro apxuBa U-9JIeKTPOHHOro XxpaHeHus1 OKYMEHTOB.

e OuudpoBka 6ymaxkHoro apxuBa. Llenecoo6pasHocTb u-nepcrnekTuBbl ouUGPOBKU. INEKTPOHHbIN Ay6IMKaT apXMBHOFO AOKYMEHTA.
KoHBepTaLusi AOKYMEHTOB. NEKTPOHHbIe Ay6AnKaThbl JOKYMEHTOB Ha-6yMaXxXHOM HocuTene. MNepeBos, OKYMEHTOB B-3/IEKTPOHHYIO
tdopMy (ckaHWpoBaHuWe, pacnosHaBaHue, MaeHTUdMKaUmMsa U-mapkuposka). MpugaHue ropuanyeckon sHaumumocTy 3.

e OpraHusauus npouecca nepegauv oundpoBaHHbIX JOKYMEHTOB.

o XpaHeHue oundppoBaHHbIX JOKYMEHTOB Ha-pu3nyeckn 060Cc06NEHHbIX HOCUTENAX 3anncK, B-cocTaBe UHHOPMALMOHHOW CUCTEMDI
9JIEKTPOHHOIO apxuBa.

e YCnyru «apXuBHOro» aytcopcuHra. Micnonb3oBaHue «061a4yHbIX» TEXHOMOT M.

JAeHb-5.
MocTpoeHne 3NeKTPOHHOro fOKyMeHToo60poTa.

o KpaTkuit KOMMEHTapuin USMEHEHUI B-3aKOHO4aTeNbHbIX U-APYrMX HOPMATUBHO-— MPaBOBbIX akTax, perynupytowmnx 340 n-apxusHoe
XpaHeHwue.

e 3akoHoAaaTeNbHas 6asa, pernameHTUpYyoLLas UCNoNb30BaHNE 31EKTPOHHON NOANMUCHK.

o QepepanbHbIit 3akoH No-63 «06-371eKTPOHHON NOAMUCU»: NPAKTUKA MPUMEHEHUS U-aHaNu3 NpobneMm.

o iameHeHus B-3akoH No-63-03. GegepanbHble 3akoHbl 0T-8-ntoHs 2020-r. No-166-03 n-o1-2-ntons 2021-r. No-359-03.

MNpaBoBas 6a3a paboTbl YAOCTOBEPSIOLNX LLEHTPOB U-NMPUMEHEHUA MPOCTOW N-yCUNEHHbIX-IMN, NPUMEHEHME YCUNEHHOW

KBanU@UUMPOBaHHON 3N1EeKTPOHHOM NOANUCH.

depepanbHbIi 3akoH 0T-27.12.2019-No 476-03 «O-BHeceHUM uaMeHeHu B-PeaepanbHblii 3aKoH «06-311eKTPOHHOM noanucu» u-cT.1-d3

«0-3almTe NpaB PUANYECKUX NNL N-UHAMBUAYANbHbIX NPeAnpuHUMATENEN MPU OCYLLLECTBIEHUN rOCY[apCTBEHHOIO KOHTPONSA

(Hap3opa) u-MyHMUMNanbHOro KOHTPOS».

o CoBepLUEHCTBOBaHWE 3aKOHOAATENbCTBA, perfiaMeHTUpytoLLero ncnonbsosaHue 3. MnaHnpyemble nsmeHeHus B-3akoH No-63-03
«06-3/1eKTPOHHON MNOANUCU».

o [lpaBunna KOHBepTaLMW 3N1EKTPOHHbIX JOKYMEHTOB, a-TaKXXe MOPSAAOK UX-XpPaHEHWUs U-CO3[aHNSA 3NEKTPOHHbIX U-MaTepuasnbHbIX
Ay6nukatos 3akoHonpoekT No-1173189-7 «O-BHeceHUM naMmeHeHui B-OefiepanbHblil 3akoH ,06-nHdopmaLmm, MHGOPMaLMOHHbIX
TEXHONOIUAX U-0-3aLnTe MHGOPMaLMKN” M-OTAESbHbIE 3aKOHOAATENbHbIE aKTbl»). «KOHLENUMsi 3N1eKTPOHHOrO OKYMEHTO060poTa
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B-XO3ANCTBEHHOW AeSATENbHOCTU» U-MNaH MeponpuATHiA No-eé-peannsaunu, yTa. NpaBuTenbCTBEHHON KOMUCCHMM NO-LUGPOBOMY
Pa3BMTUIO, UICMOSIb30BAHMIO MH(POPMALMOHHbIX TEXHOMOINIA ANA yTyULIEHNs KayeCTBa XU3HWU U-yCNOBUIA BEAEHNSA
npeanpuHUMaTeNIbCKoN feATenbHOCTU (MPOTOKON NpesnauyMa o1-25.12.2020-No 34).C3/[, KaK MHCTPYMEHT yrpaB/ieHUs AOKYMEHTaMMU.
ONIeKTPOHHbIE JOKYMEHTbI B-[1eJI0BON [eATeNIbHOCTU.

Tpe6oBaHUA K-CUCTEMaM 3/IEKTPOHHOIO JOKYMEHTO060pOTa M-CUCTEMAM XPaHEHUS! NIEKTPOHHbIX fLOKYMEHTOB B-apXuBax
rocyfiapcTBeHHbIX opraHoB (yTB. npuka3omM PocapxuBa oT-31-utons 2023-r. N-77). dyHKkumoHanbHble TpeboBaHus k-C3/[,. CoBpeMeHHas
oueHka 3G (HeKTUBHOCTU MPUMEHEHUS.

Kputepum Bbi6opa cucTeMbl 3/1IEKTPOHHOIO AOKYMEHTO060pOTa U-CUCTEM XPaHEHUS! INTEKTPOHHBIX fLOKYMEHTOB («3N1eKTPOHHbIN
apxuB»). [locToMHCcTBa U-cneundmrka pasnnyHoro nporpaMMHoro obecneyeHuns. CoBpeMeHHasi npakTuka u-olieHka kayectsa CO/,.
060CcHOBaHWe Bbl6opa onTUManbHoro BapuaHtTa C3/. AHanus poiHka C3[, n-npeanoXxeHuii BeHAEPOB No-peanmsauum TpedboBaHui
6u3Hec-nonb3oBaTenen.

HoBble TexHOMOrMU BHIPUMEHEHMU CUCTEM 3JIEKTPOHHOIO AOKYMEHTO060poTa Ha-peanpuaTun. Npo6nembl HTerpaumm C3/,
B-MH(hOpPMaLMOHHOE NPOCTPaHCTBO KoMmnaHun. CoBpeMeHHoe BuaeHne KMUC. Cnocobbl n-HoaHChl MHTErpaummn pasnnyHbiX NPUIOXEHNI
B-pamKax BblbpaHHoi C3/1. MeToauka n-npakTuyeckme pekoMeHaaunm no-BbisIBEHUIO NYYLUUX 4N1A CBOEW KOMMNaHuy BapuaHToB CO/,.

MeToauka BHeipeHus C3/l. Ponb cny)6bl fenonpon3BoacTBa B-peanusauum npoekta no-eHeapeHuto CI/. PaspaboTka foKasbHbIX
HOPMAaTMBHbIX aKTOB U-METOANYECKMX JOKYMEHTOB MNO-AOKYMEHTALMOHHOMY 06eCMNEeYEeHMIO YNpaB/ieHUst OpraHnsaumm B-o6nactm
3N1eKTPOHHOr0 JOKYMEHTOO06pOTA.

WHdopmaumoHHas 6e30nacHOCTb B-CUCTEME 3NIEKTPOHHOIO AOKYMEeHToo60poTa opraHu3auumu. O6ecneyeHmne KOHOUAEHLMANBHOCTY,
[OCTYMHOCTU U-LLeNOCTHOCTUN AOKYMeHTOB B-C3/]. 3almTa nepcoHanbHbIX faHHbIX B-cooTBETCTBUM C-O3 N2-152.

MpakKTnyeckune BONPOCbl BHEAPEHUS 3NIEKTPOHHOTO LOKYMEHT0060poTa B-OpraHusauumn. AHanus nyynx npakTUK pOCCUMCKUX
KOMMaHui no-ahdeKTMBHOMY BHeApeHUto u-akcnnyaTaummn C3/, CY/ (cucteMbl ynpasneHus jokymeHTamm) u-KUC (kopnopaTueHoii
MH(HOPMALIMOHHOM CUCTEMBI).

[lpenogaBaTenu

KAPTTbIYEBA EneHa BayecnaBoBHa

KaHguaat uctopuyeckmx Hayk, foueHT kadenpbl «<MHpOpMaLMOHHbIE TEXHONOTMU B OPUANYECKON AEATENBHOCTU U AOKYMEHTaLMOHHOe
obecneyeHue ynpasneHusi» OpUanNYeckoro MHCTUTyTa POCCUINCKOro yHMBepCUTETa TpaHcnopTa.

CABWH Bsadyecnas Bnagumuposuy

3KcnepT, NpaKTUK -pa3paboTymk B-061aCTU 3/IEKTPOHHOIO AOKYMEHTOO60pOTA. [NaBHbIN aHANUTUK CUCTEM SNIEKTPOHHOMO
nokymeHToo6opoTa MNAO MarHuT. Takxke siBnsancs pykosogutenem LieHTpa pa3sutusa 03310 B-000 «PocCenbxo3baHk-UHTEX, oTaena
aHanUTUKK1 M-UAT-NPoeKToB B-KPYMHbIX KOMNaHusAx-— «CepBroHnKa» (BxoaunT B-TK-«AiiTeko»), 0AO 3apy6exHedTb, 000 JTYKOMN-
NHdopm.

AKTWUBHO NpuHMMan yyactue B pabote Accoumnauum «Paspabotumku u Onepatopbl CUCTEM INeKTPOHHbIX Yenyr» (POC3Y) Ha npaBax
NOCTOSIHHOIO YfleHa: yyacTue B pa3paboTke cTaHAapTa poyMuHra onepaTtopoB 310, NpoekToB 3aKoHoAaTesbHbIx akToB B chepe 103
310, aneKTPOHHbIX NoAnucen.

MBAHOBA Jlapunca AHaTonbeBHa

9KCnepT-NPaKTUK C 25-1€THUM OMbITOM NpenoAaBaTe/ibCKON U afMUHUCTPaTUBHO-yNpaBneHYeckoi paboTbl B KPYMHbIX KOMMEPYECKUX 1
rocyAapCTBEHHbIX CTPYKTypax, BeAyLLuii 9KCNepT No AOKYMeHTO060poTy hupmbl «1C».

HNOPOHWHA Jlapuca AnekceeBHa

KaHAmaaT aKOHOMUYECKMX HayK, AOLeHT Kadeapbl rocyAapCTBeHHOro ynpasneHus U kagposoi noautuku MIYY MpasutenscTea
MocKBbI, aBTOP y4e6HbIX MOCO6MIA MO JOKYMEHTOBEAEHUIO, IKCTepT HauuoHanbHoi accoumauum opuCHbIX CrneumanncTos 1
aAMMWHUCTPaTUBHbIX paboTHMKOB npu MpeangeHTe Poccuitckon ®eaepaumm, copaspaboTumk NpoheccMoHanbHbiX CTaHAapToB.

Cdepa npoeccMoHaNbHbIX MHTEPECOB:

MpodeccroHanbHbie KOMMNETEHLUMN: ONTUMMU3aLMS GU3HEC-TIPOLLECCOB NPEANpUATUS, paspaboTka HOPMaTUBHbIX MaTEPUanos Mo
LLOKYMEHTMPOBAHMIO yNpaBeHYeCKon AeATEeNbHOCTH, ayAuT KafpoBOro AeN0oNpOM3BOACTBA, KOHCYbTUPOBaHME No BbIGOpY
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http://www.fcaudit.ru/training/teachers/karpycheva-elena-vyacheslavovna/
http://www.fcaudit.ru/training/teachers/savin-vyacheslav-vladimirovich/
http://www.fcaudit.ru/training/teachers/ivanova-larisa-anatolevna/
http://www.fcaudit.ru/training/teachers/doronina-larisa-alekseevna/

NporpaMMHOro NpoAykTa no asTomMaTusaumm 4enonpons3BoACcTBEHHbIX MPoLEeccoB. YyacTBoBana B NpoekTax no aBTomarmsawmm
[OKyMeHToo60poTa komnanum IKT, IBS, BecTb MeTa-TexHoNOrmu.

O6pa3oBaHue:

OkoHuynna rOCYﬂ.apCTBeHHy}O aKageMuio ynpaBseHUa NMeHU C.OpA)KOHI/IKVI}J,Se, Kacbep,pa AOKyMeHTOBeAeHUA N AOKYMEHTaUNOHHOIo
obecneyeHuns ynpasneHusa, OKyMeHTOoBeA, cneynanunct no VIHCbOpMaU,VIOHHbIM TEXHOJI0IrMAM ynpas/ieHUA.

My6nukauum:

ABTop 6onee 150 ny6nunkaumi, B TOM YMCne cTaTen B )KypHanax «CnpaBoYyHUK cekpeTaps U opuc-meHemxepa», «CnpaBoOYHUK
KaapoBuKay, «enonponsBoacTBo», «CekpeTapckoe Aeno», «YnpaBneHue nepcoHanomy, «Cnyx6éa kaapo», «[1oUck: OT MpoekTa Ao
KNto4a» u ap.
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